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1. HAMMEHOBAHME U LHEJIb OCBOEHUSA JUCIHHUIIJINHBI

VYuebnas nucuumuimHa «MHpOpMaTuKa» W3ydaeTcs OOYyYarONIMMUCS, OCBAaMBAIOIIUMHU
00pa3oBaresbHYIO IPOrpaMMy.

OcHoBHasi 1eTb M3y4yeHUsT Yy4eOHON MAMCHUIUIMHBI COCTOMT B TOM, 4YTOOBI JaTh
00yJarmuMCsl CUCTEMATH3UPOBAHHBIC 3HAHHWS OO0 OCHOBaX KOMIIBIOTEPHOH TPaMOTHOCTH; O
0a30BOH CTPYKType M Ha3HAUYCHHH yCTporcTB DBM; 0 cucTeMax CYHCICHHS; O MPOTPaMMHOM
obecnieuennu MS Office.

N3ydyenne y4eOHOM UCHUIUIMHBI HANpaBiIeHO HAa TMOJATOTOBKY OO0YyYarommxcs
K OCYILECTBIICHUIO JICSITEIIBHOCTU B 00JIACTH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIl BAKAJIABPUATA

VYueOnas qucnuminHa MudopMaTuka OTHOCUTCS K 0053aTeNbHON YacTH y4eOHOro IiaHa
U u3ydaercs Ha 1 Kypce.

2.1. TpeGoBaHuUs K IPEIBAPUTEIBLHON TTOATOTOBKE 00YJArOIIETOCS:

[MapannensHo ¢ yuyebnoi muctumiumHo «MH(popMaTuka» u3ydaercs AUCLUUIIIMHA:
«MeTo bl HAyYHOTO UCCIIEIOBAHUS.

2.2. JlucuuminHbl (MOAYJIH) U TPAKTUKH, ISl KOTOPBIX OCBOCHUE JAHHOW JHUCUHUILIHMHBI
(Momy1isl) HEOOXOMMO KaK IpPEeAIeCTBYIOMIEE:

Pesynberatel ocBoeHus mucuuminabl «MHbOpMaTukay sSBISIOTCS 0a30i A M3ydeHHS
oOyyaromuMucs TUCUUIUIMH «HpOpManuOHHbIE TEXHOJIOTUHU B IOPUANYECKON NEATEIbHOCTH,
«/loxymeHTalmoHHOE 00ecrieueHne IOPUANYECKON 1A TEIbHOCTI.

PazButne y oOydaromuxcsi HaBBIKOB KOMaHAHOW  paboOThl, MEXJIMYHOCTHOMN
KOMMYHUKAIIUU, TIPUHATHSA PEIICHUN, JUIACPCKUX KaueCcTB OOECIEeUMBACTCS YTCHHEM
WHTEPAKTUBHBIX JICKIMH, IPOBEICHUEM MPAKTUUECKUX 3aHATHI B (hOpME BBIMOTHEHUS 3aJIlaHUIN
Ha KOMIIBIOTEpE, COJIep)KaHHE KOTOPBIX pPa3pabOTaHO Ha OCHOBE pE3yJbTaTOB HAyYHBIX
UCCJIE0BAHUM, MPOBOJMMBIX YHUBEPCUTETOM, B TOM YHCIE€ C YYETOM pPETrHOHAIbHBIX
ocoOeHHOCTe  MpodecCHOHANbHON  AEATENbHOCTH  BBITYCKHUKOB M NOTpeOHOCTEH
paboronateneii.

3. IJIAHUPYEMBIE PE3YJIbTATbHI OBYUEHMUS 1O JUCHUIIJIMHE,
COOTHECEHHBIE C INIAHUPYEMBIMHU PE3YJIbTATAMU OCBOEHUSA
OBPA3OBATEJIbHOM ITPOI'PAMMBI

B pesynbrare ocBoeHus AMCUMILIMHBI OOydaloIIuiics MO MporpamMme OakajaBpuara
JOJIKEH OBJIAJIETh:
- Cnocoben ocywecmenamov HOUCK, KPUMUYECKUI AHAAU3 U CuHme3 uHgopmayuu,
NPUMEHAMb CUCHEMHBLI ROOX00 015 peuienus nocmasiennvlx 3aoau (YK-1)

ILnanupyeMsble pe3y/ibTaThl OCBOCHHS KOMIIETEHIIHI

dopmupyemast KOMIETCHIIUS [Tnanupyemsble pe3yabTaThl 00ydeHUs Koz pesyxerata
00yUeHUs
3HaTh:
- OCHOBHBIE ITpuHIMNBI pabotsl B MS Word; YK-1-31
- crocoObI co3anus npezenranuii 8 MS PowerPoint; YK-1-32
Criocoben S —— ileeTom:I (bOpMaTI/IpOBEtHI/IH u Pe,ﬂaKTI/IpOBaHI/ISI Tabnui B VK-1-33
HOHCK, KpHTHIecKHH aHa3 S Excel u BeIUUCIIEHUH B HUX;
’ - paciuupenHsle BozmMoxHocTi MS Excel. YK-1-34
U CcHUHTe3  HH(pOpMaNuy,
MPUMEHSTh CHCTEMHBII Ywmers:
N s pemmenps | CO3AABATh TEKCTHI B MS Word n pa60Ta.TI) C HUMUY; YK-1-V1
IOCTABIEHHBIX 3324 - co3JaBaTh npe3eHranuu B MS PowerPoint; VK-1-V2
(VK-1) - IpUMEHTh hopMyIsl sl Berancienuii B MS Excel; YK-1-V3
- ICTIOJIF30BaTh pacuIupeHHbIe Bo3MoXkHOCTH MS Excel. YK-1-V4
Baagers:
- HaBBIKaMu paboThI ¢ Tekctamu B MS Word; YK-1-Bl
- HaBBIKaMU Co31aHus npe3eHTanuii B MS PowerPoint; VK-1-B2




- HaBbIKaMu ucnosb3oBanus popmyn B MS Excel;

YK-1-B3

- HaBbIKAMH HpI/IMeHeHI/ISI pacmeeHHHx BO3MO)KHO0TCI>1
MS Excel.

YK-1-B4

4. OFBEM JUCHUIIVIMHBI B 3AYETHBIX EJUHUIIAX C YKASAHUEM
KO/INYECTBA AKAJEMHUYECKHUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO

PABOTY

OO01mas TpyA0eMKOCTh JUCIUIUIMHBI COCTABIISIET 4 3a4eTHBIX enuHullbl (144 vaca).

OO0umii 00beM yueOHOH TUCHUILINHBI

O6masn B TOM 4YHcJe KOHTAKTHasi padoTa ¢
®opma Cemectp/
No o6vaenns | ceconss. kype |TPYAOEMKOCTE npenojaBarejiemM CP |KourpoJan
y » KYP B 3.e. | B yacax |Bcero| JI |IIP |KoP |3auer | Konc |3Kk3amMen
2 cemectp, |y 144 | 64 | 32|28 1,6 2 04 | 464 | 33,6
1. Ounast 1 xkypc
HTroro: 4 144 64 | 32|28 |16 2 0,4 46,4 33,6
Oumo- | LMD |4 | 144 | 40 | 20|16 | 16 2 | 04 |704| 336
2. 3a04yHas | kype
Hmozo: 4 144 40 (20(16| 16 2 0,4 70,4 33,6
YcranoBouHas
ceccusl, 1 36 4 4 32
1
3. | 3aouHnas 1 cellfa}gz:(;
Pl 3 | 108 | 12 8 |16 2 04 | 894 6,6
1 xkypc
Hmozo: 4 144 16 4 | 8 |16 2 0,4 121,4 6,6
Pacnpenesienue yueOHOTro BpeMeHH 10 TeMaM U BUIAM Y4eOHbIX 3aHATHI
Ounas ¢popma
HaumenoBanue KonraktHas paboTa ¢ npernoaaBaresieMm
NoNe a3JIeNoB, TEM Beero CP |Kontpoib Pesyabraret
- Pa3IeiIos, . |4acoB|Bcero| JI | TIP KoP BaueTKoHCpK3aMeH post o0Oy4deHus
yueOHBIX 3aHITHI
Cosznanune VK-1-
1.\MHOTOYPOBHEBOTO 8 4 2 2 4 31,VK-1-
V1,VK-1-
criucka B MS Word. Bl
YK-1-
IIpocThie U croxHbIE 31,VK-1-
2. Tabsmiel B MS Word 8 4 2 2 4 V1,VK-1-
Bl
TexHoMOTHSA YK-1-
pacchbUIKM  MaccoBOM 31,YK-1-
3 KOPPECHOH/ICHIIUM B 8 4 2 2 4 V1,VK-1-
MS Word Bl
DnexTpoHHas (opma 3]3]5;__1_
4. JokymeHta B MS| 8 4 2 2 4 ’
Y1,YK-1-
Word
Bl
PaGora ¢ OonbmMu 3;] 5;__1_
5. nokymentamu B MS| 10 6 4 2 4 >
Word Y3,YK-1-
B3
Co3panue, VK-1-33,
6.  (PeAAKTHPOBANNE M) g | 5 | 4] 2 4 VK-1-V3
' (opmarupoBanue YK-l-B3,
tabymi B MS Excel
o e YK-1.33,
7. pagmixm vaconne| 2| 8 4] ¢ 4 VK-1-V3,
ymctax B MS Excel. VK-1-B3




Jlornueckue VK-1-34,
8. ¢byakmmn B MS| 14 8 4 4 6 YK-1-V4,
Excel. VK-1-B4
Pabora ¢ TabOmumnen VK-1-34,
9. MS Excel kak c| 14 8 4 4 6 VK-1-V4,
0a30i TaHHBIX. VK-1-B4
Co3smanne YK-1-32,
10. npeseHtanmii B MS| 14,4 8 4 4 6,4 VK-1-VY2,
Power Point. VK-1-B2
TIpomexxyTouHas 4 4 16 2 | 04
arrecranus (3K3aMeH)
Umoco:| 144 32| 28 1,6 2 0,4 |46/4 33,6
04HO0-3204Has popma
HaumenoBanue KonraktHas paboTa ¢ mpenogaBarenemMm
NeNe pa3zmenos, TeM Beero CP |KonTtpoms PesyabTatsl
VaeGHEIX 32;H$1TI/H71 gacoB |Bcero| JI | IIP KoP BaueTKoHCpK3aMeH o0yueHHs
Co3zmanne YK-1-
31,VK-1-
1iMHOTOYpPOBHEBOTO 10 3 2 1 7
V1,VK-1-
crucka B MS Word. Bl
YK-1-
[IpocThie M cllOXKHBIE 31,YK-1-
12. Tabmnel B MS Word 10 3 2 1 ! V1,VK-1-
Bl
TexHomorus VK-1-
pacChUIKM MaccoBOH 31,YK-1-
13. KOPPECTOHACHIIUK B 10 3 2 1 ! V1,VK-1-
MS Word Bl
YK-1-
OnekTpoHHas Qopma 31 VK-1-
14. |moxymenta B MS| 10 3 2 1 7 ’
Word V1,VK-1-
Bl
PaGora ¢ OoibIIMMU 3357 $i<1__1_
15. |mokxymentamum B MS| 10 3 2 2 7 ’
Word V3,VK-1-
B3
Co3nanue, VK-1-33,
16. fi’)e":‘aKTHPOBaHHe | o4 2] 2 7 VK-1-V3,
OpMaTHPOBAHHE
Tabmui B MS Excel YK-1-B3
CBsi3pIBaHUE JAHHBIX, VK-1-33,
17, [T o] 1| 4 |2 2 7 VK-1-V3,
pa3HbIX pabounx
nmucrax B MS Excel. VK-1-B3
Jlornmueckue VK-1-34,
18. |pynkumu B MS| 12 5 2 2 7 YK-1-V4,
Excel. VK-1-B4
PaGora ¢ Tabaunei VK-1-34,
19. [MS Excel kax c| 11 4 2 2 7 VK-1-V4,
0a30ii JaHHBIX. VK-1-B4
Co3nanue YK-1-32,
20. npeseHTarmi B MS| 11,4 4 2 2 7,4 VK-1-V2,
Power Point. VK-1-B2
IIpomexyTounas 4 4 16 2 | 04
aTTrecTanys (9K3aMeH)
Hmoeo:| 144 | 40 (20| 16 1,6 2 | 04 (70,4 33,6
3a04Has popma
NeNe HaumenoBanue  |Bcero KoHnrakTHas paboTa ¢ nperogaBarenem CP |Konrpos Pesynbrars!
o paszeInos, TeM vacos |Beero| JI | TIP KoP bauetlKonchramen P 00y4eHus




yueOHBIX 3aHITUI
Coznanue YK-1-
1.|MHOTOYpOBHEBOTO 20 2 2 18 31,YK-1-
V1,VK-1-
crcka B MS Word. Bl
YK-1-
[IpocThic U CIOXKHBIC 31,YK-1-
2. Tabmiel B MS Word 20 2 2 18 V1,VK-1-
Bl
Hmozo 3a ycmanosounyro 40 4 4 36
ceccuro 1-2o kypca:
Texuonorus YK-1-
PacChUIKM MacCOBOM 31,YK-1-
3 KOpPPECIOHICHIINN B 12 1 1 1 Y1,¥YK-1-
MS Word Bl
OnekTpoHHas (opma 31y 5&1_-1_
4, nokymenta B MS| 12 1 1 11 >
Y1,YK-1-
Word
Bl
Pabota ¢ 6oabIIUMU 33y 5;'_1_
5. nokymentamu B MS| 12 1 1 11 ’
Word Y3,YK-1-
B3
Co3snanue, VYK-1-
pelakTUpOBaHHE | 32,VK-1-
6. (hopmatupoBaHue 12 1 1 1 V2,VK-1-
a6 B MS Excel B2
CBsI3bIBaHUE TaHHBIX, VK-1-33,
7. ggggﬁmxc’; a60q;‘i 12 | 1 1 11 VK-1-V3,
mctax B MS Excel. VK-1-B3
Jloruueckue VK-1-34,
8. ¢bynkmun B MS| 12 1 1 11 VK-1-V4,
Excel. YK-1-B4
PaGora ¢ Tabauuen VK-1-34,
9. MS Excel xak c| 12 1 1 11 VK-1-VY4,
0a30ii TaHHBIX. YK-1-B4
Co3nanue YK-1-32,
10. |opesenrtanuit B MS| 13,4 1 1 12,4 VK-1-VY2,
Power Point. YK-1-B2
Ilpomescymounas 4 4 16 2 | 04
ammecmayusl (IK3amen)
Umozo:| 144 16 | 4 8 1,6 2| 04 |1214 6,6

5. COAEP) KAHUE JUCHUIIJIUHBI, CTPYKTYPUPOBAHHOE I10 TEMAM
(PA3JIEJIAM)
Tema 1. Co3znanue MmHOoroypoBHeBoro cnucka B MS Word.

Co3nanve  MHOTOYPOBHEBBIX  CINHUCKOB.  Ilpumenenwe  pydyHol — Hymepaiuu.
Hcnonp3oBanne pa3HbIX cTuiied B cruckax. @opmaTupoBaHue CIHUCKa 1Mo oOpasity. 3menenue
CTPYKTYPBl MHOTOYPOBHEBOI'O CIIUCKA. PacmoioxkeHne CTpOKHU B CIIUCKE.

Jluteparypa:

a) ocHOBHas:1-2.

0) momosHUTENBHAS: 3-4.

Tewma 2. IIpocTbie u cio:xkHble Tadaunbl B MS Word.

Co3nanue mpocThiX U cloKHBIX Tabmui B MS Word. Pa3psiB Tabnuiel. CoequHenue
Tabmui. [IpuMeHeHne pa3auMyHbIX MHCTPYMEHTOB AJISl CO3/IaHUS MPOCTHIX U CIOXKHBIX TaOJIMII.
BripaBHUBaHME TeKcTa B Tabnumax. 3akperyieHue Manku Tabmunsl. JloOGaBieHHE CTPOK u
CTOJIOIIOB B TAOIHILY.




Jlureparypa:
a) ocHOBHas:1-2.

0) momoJHUTEIbHAs: 3-4.

Tewma 3. TexHos10rus pacchblJIKA MAaccOBOi KoppecnionaeHuu B MS Word.

Accucrent ciustHust B MS Word. Co3nanue mrabiona gokymenta. Co3lnaHue cCrucka
aapecatoB. [IpocMoTp afpecaToB B CIIEIIUATBHOM MPOTPAMMHOM 00ECIICUCHHH.

Jluteparypa:

a) ocHOBHas: 1-2.

0) nmomosHUTEIbHAS: 3-4.

Tema 4. dnexkTponnas ¢popma nokymenta B MS Word.

Cosznanue mabioHa nokymeHnra. [IpuMeHeHrne B JOKyMEHTE TOJIe CO CTUCKOM H TTOJICH -
¢naxxkoB. YcTaHOBKa 3alUThl Ha (OpMy AOKyMEHTa. 3alojIHEHUE JOKYMEHTa B PEXHME
npocMmotpa. PenakrupoBanue Gpopmbl JOKyMEHTA.

Jlureparypa:
a) OCHOBHas: 1-2.
0) nmomosHUTEIbHAS: 3-4.

Tema 5. PaGora ¢ 6osbmumu jokymenramu B MS Word.

Cozmanue aBTOMATHYECKOTO oOriaBieHHs. Pabora ¢ JOKYMEHTOM B pPEKUME
perieH3upoBanus. BcTaBka mpuMedaHuii, CChUIIOK, KOJIOHTUTYNIOB. Pa30nBKa TeKCTa Ha KOJIOHKH
¥ paboTa ¢ JIOKYMEHTOM B Ta3€THOM CTHIIC.

Jlureparypa:
a) OCHOBHas: 1-2.
0) nmomosHUTEIbHAS: 3-4.

Tema 6. Coznanue, penaktuposanue u popmaruposanue tadaun B MS Excel.
Co3nmanne Tabmui. PepaktupoBanue siueek TaOnuIbpl. BeraucieHus B Tabnuiax.
[TprMeHeHre OTHOCUTENBHOM U aOCOTIOTHON aJpecaliiy sl aBTO3aMOTHEHUS (HOPMYIL.
Jluteparypa:
a) ocHOBHas:1-2.
0) nomonHUTENbHAs: 3-4.

Tema 7. CBsi3pIBaHHE TAHHBIX, HAXOMSIIUXCA HA Pa3HBIX padoyux Jucrax B MS
Excel.

Coznmanue Tabnwil Ha pa3HbIX paboumx nucrax. CBsA3bIBaHUE JAHHBIX, HAXOJAIINXCS Ha
pa3HbIX pabouux JmMcTax. BeryncieHus B siueiikax, UCMONb3Ys JaHHBIX C JAPYTHX padO4HX JIUC-
ToB. Vcnonp30BaHne aOCOMIOTHOM ajapecamnuyl I 3aKpeIUICHUs CCBUIOK Ha ajapeca sdeek,
HAXOJISAIIMXCS HA IPYTHX padOYHX JINCTAX.

Jluteparypa:

a) ocHOBHas:1-2.

0) momosHUTEIbHAS: 3-4.

Tewma 8. Jlormueckue pynkunu B MS Excel.

Cunrakcuc nornueckux Gpynkuwmii: ECJIN, WIW, U, HE. Ucnonb3oBanue JTOruueckoi
¢byuknun ECJIM nnst mpoBepku ycnoBuid. [lpumenenume normyeckux ¢ynkiuit UM, U B
KaueCTBE BCIIOMOTaTENbHBIX JJIs IPOBEPKUA HECKOJIBKUX YCIOBUM.

Jluteparypa:

a) ocHOBHas:1-2.

0) momosHUTEIbHAS: 3-4.



Tema 9. Pabora ¢ Tadauueit MS Excel kak ¢ 6a30ii JaHHBIX.

O6paboTka 6a3bl JaHHBIX OCHOBHBIMH ()YHKIMSIMH, TIPEAHA3HAYECHHBIMU 11 paOOThI C
O0azamMu JaHHBIX. VICMONIB30BaHME COPTUPOBKH, QWIBTpAIMK JUIss OTOOpa 3HAYCHHUIA.
[Ipumenenue pacmupeHHoro ¢uibTpa Iid (QWIBTPAIMM JAHHBIX HECKOJBKHUX CTOJOIIOB.
[Toxcyer qaHHBIX C MTOMOIIBI0 KOMaHbl TPOMEKYTOUHBIX UTOTOB. CO3/TaHNE CBOTHON TAOIHUIIBI.

Tema 10. Co3nanue npesenranuii B MS Power Point.

Jlureparypa:

a) ocHOBHas:1-2.

0) momoJHUTEIbHAs: 3-4.

Coznmanme mpeseHTanuMii Ha mpodeccHoHalbHBIE TeMBI. Vcmonp3oBaHue B craimax
Npe3CHTAllMM aHUManuK. [IpuMeHeHne cMapT-00BEKTOB JIJISi CXEMAaTHYHOTO MPEICTaBICHUS
TEeKCTOBOW MH(popManuu. Vcrob30BaHNE TEXHOJIOTUN BHEAPEHUS U CBSI3BIBAHUS OOBEKTOB JIsI
BCTaBKH B CJIaiiibl rpaMueCKUX JaHHBIX (PUCYHKOB, (hoTorpaduii u ap.)

JIureparypa:

a) ocHOBHas:1-2.

0) nomoyiHUTENBHAS: 3-4.

Ili1anbI MPAKTHYECKH 3AHATHI
Ounas dopma

Tema 1. Cozpanue MHOroypoBHeBoro cnucka B MS Word.

Bpewms - 2 gac.

OCHOBHBIE BOIIPOCHI:

1. Cozmanue MHOTOYPOBHEBBIX CITUCKOB.

2. Ilpumenenmne pyqHor HyMepaIuu.

3. Ucnonp30BaHue pa3HbIX CTUJICH B CIIMCKAX.

4. ®opMaTupoOBaHUE CIKCKa 110 00pasIy.

5. I3MeHeHue cTpyKTypbl MHOTOYPOBHEBOT'O CITUCKA.

6. PacnionoskeHre CTPOKH B CIIHICKE.

OOyyarommuecs MOTYT CaMOCTOSITENIbHO CPOPMYITUPOBATH TEMY MPAKTUYECKOTO 3aHATHS
0e3 U3MEHEHUsI METOAUKHU €ro MPOBEACHUSI.

Tewma 2. IIpocTbie u cino:xxkHbIe Tadaunbl B MS Word.

Bpewms - 2 yac.

OCHOBHBIE BOIIPOCHL:

1. Co3nanue mpoCThIX U CI0KHBIX Tabaui B MS Word.

2. Pa3psIB TaOIUIIBL.

3. Coennuenune TabIHII.

4. TlpumeHeHne pa3IMIHbIX HHCTPYMEHTOB JIJISI CO3/IaHUS MTPOCTHIX M CIOKHBIX TaOJIHII.
5

6

7

. BelpaBHMBaHUE TEKCTa B TaOIHIIaX.
. 3aKperIeHUE AKX TaOJIUIIbI.
. JlobaByieHHEe CTPOK U CTOJIOIIOB B TAOIUILY.

Tewma 3. TexHos10rusi pacchblJIKA MAaccOBOi Koppecnionaenuuu B MS Word.

Bpewms - 2 gac.

OCHOBHBIE BOIPOCHI:

1. Accucrent cnusiaust B MS Word.

2. Co3nanue mabioHa J0KyMEHTa.

3. Co3maHue CIucKa aapecaToB.

4. IIpocMOTp aapecaToB B ClEUATHLHOM MTPOTPAMMHOM O0OECTICUECHUH.

OObyuaromuecs MOTYT CaMOCTOSITENIbHO CPOPMYIUPOBATH TEMY MPAKTUYECKOTO 3aHATHS
0e3 M3MEHEHUSI METOJUKH €T0 TPOBEACHHUS.




Tema 4. dnexkTponnas ¢popma nokymenta B MS Word.

Bpewms - 2 gac.

OCHOBHBIE BOIIPOCHI:

1. Co3nanue mabdioHa JOKYMEHTA.

2. [IlpumeHeHnE B JOKYMEHTE MOJIEH CO CIIMCKOM M MOJIeH -(hIaKKOB.

3. YcTraHoBKa 3amUThHl Ha (HOPMY TOKYMEHTA.

4. 3anogHeHHe JOKYMEHTa B PEKUME MPOCMOTpA.

5. PenaktupoBanue ¢GopMbl TOKyMEHTA.

OOyuaromuecs MOTYT CaMOCTOSITENIbHO CPOPMYIUPOBATH TEMY MPAKTUYECKOTO 3aHATHUS

0e3 U3MCHEHHS MCTOAHKHU €TO IIPOBCACHHA.

Tema 5. PaGora ¢ 0oabmumu fokymentamu B MS Word.

Bpewms - 2 yac.

OCHOBHBbIE BOIIPOCHI:

1. Co3nanue aBTOMaTHYECKOTO OIJIaBJICHUS.

2. PaboTa ¢ JOKyMEHTOM B PEXHME PELIEH3UPOBAHMUSL.

3. BctaBka npuMeyaHuid, CCbIOK, KOJIOHTUTYJIOB.

4. Pa30MBKa TEKCTa Ha KOJIOHKU B paboTa C TOKYMEHTOM B Ta3€THOM CTHIIC.

Tema 6. Coznanue, penaktupoBanue u popmatuposanue tadaun B MS Excel.

Bpewmst - 2 yac.

OCHOBHBIE BOIIPOCHI:

1. Co3nmanue Tadimi.

2. PenakTupoBaHue sSTYCEK TAOIUIIBI.

3. BeruucieHus B Tabnuiax.

4. IlpuMeHeHHE OTHOCHUTEIbHOW U aOCOJIIOTHOM ajpecamluu I aBTO3AIMOJIHEHHS

bopmyst.

OOyuaromuecs MOTYT CaMOCTOSITENIbHO COPMYIUPOBATh TEMY NMPAKTUYECKOTO 3aHATHUS

0e3 M3MEHEHUS MCTOIHKHU €TO ITPOBCACHUA.

Excel.

Tema 7. CBsai3pIBaHHE JAHHBIX, HAXOASILIMXCH HA pPa3sHbIX pado4ux jucrax B MS

Bpewmst - 4 yac.

OCHOBHBIE BOIIPOCHL:

1. Co3znanue TabauIl HA pa3HBIX pabOYUX JHCTAX.

2. Csi3pIBaHUE JAHHBIX, HAXOSAIIUXCS HA Pa3HBIX padOYMX JTUCTaX.

3. BeruncieHus B ssueiikax, UCIONIB3Ysl TAHHBIX C IPYTUX pabOYMX JTUCTOB.

4. Vicnonb3oBaHue aOCOMIOTHOW ajpecamfiul JIs 3aKPETUICHHUST CChUIOK Ha ajpeca sS4eek,

HaxXoOdIHnXCA Ha APYTUX pa60q1/1x JINCTax.

Tewma 8. Jlormuyeckue ¢pynkuuu B MS Excel.

Bpewms - 4 yac.

OCHOBHBIE BOIIPOCHI:

1. Cunrakcuc nornueckux ¢pynkuuit: ECJIN, NJIN, U, HE.

2. Ucnonb3oBanue norudeckoit ¢pyukuu ECJIN ans npoBepKu yCIOBHIA.

3. Ipumenenne nmormueckux ¢ynknuidi WJIM, U B kauecTBe BCIIOMOTATEIbHBIX JUIS

IMPOBECPKH HECCKOJIBKUX YCHOBHﬁ.

Tema 9. Padora ¢ Taduneir MS Excel kak ¢ 0a30ii 1aHHBIX.
Bpewms - 4 gac.
OCHOBHBIE BOOPOCHL:




1. O6paboTka 0a3bl JaHHBIX OCHOBHBIMHU (DYHKLUSAMHU, ITpeTHA3HAYCHHBIMH JUIsI paOOTHI €
0Oa3zaMu TaHHBIX.

2. Ucnonb30BaHne COPTUPOBKH, (DUIBTpALINU I 0TOOpA 3HAYCHHIA.

3. Ilpumenenue pacmmpeHHoro GuiabTpa Uis (UIBTPAMK JTaHHBIX HECKOJBKUX
CTOJIOLIOB.

4. [ToacueT NaHHBIX € TIOMOIIHIO KOMaHIbI IIPOMEKYTOYHBIX UTOTOB.

5. Co3nanue cBOAHOM TaOIUIIBI.

Tema 10. Co3nanue npesenranuii B MS Power Point.

Bpewms - 4 yac.

OCHOBHBIE BOIIPOCHI:

1. Co3nanue npe3eHTanuii Ha MpoQecCHOHAIBHBIE TEMBI.

2. Acnionp30BaHue B Claiijax Npe3eHTallui aHUMalUu.

3. TlpumMeHeHue cMapT-OOBEKTOB JJIi CXEMATHYHOTO MPEICTABICHUS TEKCTOBOW HH-
dbopmarium.

4. Vicrionp30BaHWE TEXHOJOTUU BHEIPCHUS W CBS3BIBAHHUS OOBCKTOB JIJIi BCTABKH B
Claipl rpapuuecKux AaHHBIX (PUCYHKOB, hoTorpaduii u ap.)

04HO-3204Has Gopma

Tema 1. Co3nanne MHOroypoBHeBoro cnucka 8 MS Word.

Bpewms - 1 yac.

OCHOBHBIE BOIIPOCHI:

1. Co3nanue MHOTOYPOBHEBBIX CITUCKOB.

2. [TpuMeHeHue pyuyHOU HyMepaluu.

3. cnonb3oBaHue pa3HbIX CTHIICH B CITUCKaX.

4. ®opMaTupOBaHUE CIHCKA IO 00pasIy.

5. I3MeHeHune CTpyKTypbl MHOTOYPOBHEBOTO CITHCKA.

6. PacnionoskeHne CTpOKHU B CIHCKE.

OOyuaromuecs MOTYT CaMOCTOSITENIbHO CPOPMYIUPOBATh TEMY MPAKTUYECKOTO 3aHATHUS
0e3 N3MEHEHUSI METOJUKHU €0 MPOBEACHHUS.

Tewma 2. IIpocTsie u cnoxuble Ta0 bl B MS Word.

Bpewms - 1 gac.

OCHOBHBIE BOTIPOCHI:

1. Co3nanue npocThIX U CI0XKHBIX Tabaul B MS Word.

2. Pa3pbIB TaOIUIIBL.

3. Coenuuenune TabJIHII.

4. [IpumeHeHre pa3INYHbIX HHCTPYMEHTOB I CO3JJaHMS MPOCTHIX U CIIOKHBIX TAOJIHII.
5

6

7

. BeipaBHHBaHME TeKCcTa B TaOJIUIIAX.
. 3aKperUICHUE IIaNKH TaOJIUIIbI.
. loGaBrieHne CTPOK M CTOJIOIOB B TAOJIHITY.

Tema 3. TexHos10rust paccbUIKU MaccoBOi Koppecnonaenuuu B MS Word.

Bpewms - 1 yac.

OCHOBHBIE BOIIPOCHI:

1. Accuctent cnustaust B MS Word.

2. Co3nanue mabioHa TOKYMEHTA.

3. Co3gaHue CMcKa aapecaros.

4. TIpocMoTp agpecaToB B CHEIUATHFHOM MPOrPAMMHOM OOECTICUCHUH.

OOy4Jaromuecss MOTYT CaMOCTOSITENIEHO CPOPMYITUPOBATH TEMY MPAKTUYECKOTO 3aHSATHUS
0e3 N3MEHEHUsI METOJUKHU €0 MPOBEACHHUS.




Tema 4. dnexkTponnas ¢popma nokymenta B MS Word.

Bpewms - 1 yac.

OCHOBHBIE BOIIPOCHI:

1. Co3nanue mabdioHa JOKYMEHTA.

2. [IlpumeHeHnE B JOKYMEHTE IOJIEH CO CITUCKOM M IOJIeH -(hIaKKOB.

3. YcTraHoBKa 3amUThHl Ha (HOPMY TOKYMEHTA.

4. 3anoaHeHHe TOKYMEHTa B PEKUME MPOCMOTpA.

5. PenaktupoBanue ¢GopMbl TOKyMEHTA.

OOyuaromuecs MOTYT CaMOCTOSITENIbHO CPOPMYIUPOBATH TEMY MPAKTUYECKOTO 3aHATHUS
0e3 M3MEHEHUSI METOJUKHU €T0 TPOBEACHHUS.

Tema 5. PaGora ¢ 0oabmumu fokymentamu B MS Word.

Bpewms - 2 yac.

OCHOBHbIE BOIIPOCHI:

1. Co3nanue aBTOMaTHYECKOTO OIJIaBJICHUS.

2. PaboTa ¢ JOKyMEHTOM B PEXHME PELIEH3UPOBAHMUSL.

3. BctaBka npuMeyaHuid, CCbIOK, KOJIOHTUTYJIOB.

4. Pa30uBKa TeKCTa Ha KOJIOHKU M paboTa C TOKYMEHTOM B Ta3€THOM CTHIIC.

Tema 6. Cozpanue, penaktupoBanue u popmaruposanue tadaun B MS Excel.

Bpewmst - 2 yac.

OCHOBHBbIE BOIIPOCHI:

1. Co3nmanue Tadimi.

2. PenakTupoBaHue sSTYCEK TAOIUIIBI.

3. Beiuncnenus B Tabaumax.

4. IlpuMeHeHHE OTHOCHUTEIbHOW M aOCONIOTHOM aJpecaldyd s AaBTO3ANOJHEHUS
bopmyst.

OOyuaromuecs MOTYT CaMOCTOSITENIbHO COPMYJIUPOBATh TEMY MPAKTUYECKOTO 3aHATHUS
0€3 U3MEHEHHs] METOJIUKHU €TO IPOBEICHUS.

Tema 7. CBsai3pIBaHHE JAHHBIX, HAXOASILIMXCH HA pPa3sHbIX pado4ux jucrax B MS
Excel.

Bpewms - 2 gac.

OCHOBHBIE BOIIPOCHI:

1. Co3znanue TabauIl HA pa3HBIX pabOYUX JHCTAX.

2. Csi3pIBaHUE JAHHBIX, HAXOIAIIUXCS HA Pa3HBIX PabOYMX JTUCTaX.

3. Beruncnenus B siueiikax, UCTONb3ys JaHHBIX C IPYTUX PaOOUYUX JTUCTOB.

4. Vicnonb3oBaHue aOCOTIOTHOM apecanyl JIJIsl 3aKPETUICHHs CChIJIOK Ha ajpeca sueek,
HAXOJSAIIUXCS HAa IPYTUX pabOUYuX JTUCTAX.

Tewma 8. Jlormuyeckue ¢pynkuuu B MS Excel.

Bpewms - 2 gac.

OCHOBHBIE BOIIPOCHI:

1. Cunrakcuc nornueckux ¢pynkuuit: ECJIN, NJIN, U, HE.

2. Ucnonb3oBanue norudeckoit ¢pyukuu ECJIN ans npoBepKu yCIOBHIA.

3. Ilpumenenue normueckux ¢ynkuuii MJIM, M B kadecTBe BCromMorareiabHBIX IS
IIPOBEPKU HECKOJIBKUX YCIIOBUM.

Tema 9. Padora ¢ Taduneir MS Excel kak ¢ 0a30ii 1aHHBIX.
Bpewms - 2 yac.
OCHOBHBIE BOOPOCHL:
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1. O6paboTka 6a3bl JaHHBIX OCHOBHBIMHU (DYHKLHUSAMHU, NIPeTHA3HAYEHHBIMU JIJIs1 pAOOTHI C
0Oa3zaMu TaHHBIX.

2. Ucnonb30BaHne COPTUPOBKH, (DUIBTpALINU I 0TOOpA 3HAYCHHIA.

3. Ilpumenenue pacmmpeHHOro (uiabTpa IS (QUIBTPAMKM JAHHBIX HECKOJBKHX
CTOJIOLIOB.

4. [ToacueT NaHHBIX € TIOMOIIHIO KOMaHIbI IIPOMEKYTOYHBIX UTOTOB.

5. Co3nanue cBOAHOM TaOIUIIBI.

Tema 10. Co3nanue npesenranuii B MS Power Point.

Bpewms - 2 yac.

OCHOBHBIE BOIIPOCHI:

1. Co3nanue npe3eHTanuii Ha MpoQPeCCHOHATBHBIE TEMEI.

2. Acnionp30BaHue B Claiijax Npe3eHTallui aHUMalUu.

3. TlpumMeHeHue cMapT-OOBEKTOB JJIi CXEMATHYHOTO MPEICTABICHUS TEKCTOBOW HH-
dbopmarium.

4. Vicrionp30BaHWE TEXHOJOTUU BHEIPCHUS W CBS3BIBAHHUS OOBCKTOB JIJIi BCTABKH B
ClaiIpl rpapuuecKux AaHHBIX (PUCYHKOB, hoTorpaduii u ap.)

3aouHas dopma

Tewma 3. TexHo10THs pacChlJIKA MAacCOBOi KoppecnionaeHuuu B MS Word.

Bpewms - 1 yac.

OCHOBHBIC BOIIPOCHI:

1. Accucrent ciusaus B MS Word.

2. Co3nanue mabioHa JOKYMEHTA.

3. Co3naHue CIMCKa aJpecaToB.

4. TIpocMOTp agpecaToB B CICIHATIBLHOM IIPOrPaAMMHOM OOCCIICUCHHH.

OOyuarommuecs MOTYT CaMOCTOSITENIbHO COPMYITUPOBATH TEMY MPAKTUYECKOTO 3aHATHS
0e3 M3MEHEHUsI METOJAUKHU €ro MPOBEACHUSI.

Tema 4. dnexTponnas popma noxymenta B MS Word.

Bpewms - 1 ygac.

OCHOBHBIE BOIIPOCHI:

1. Coznanue mabnoHa JOKYMEHTA.

2. [IpumeHenue B JOKyMEHTE OJI€H CO CIIMCKOM U MoJIe-(I1a’KKOB.

3. YcraHoBKa 3aluThl Ha (OpMY JOKYMEHTA.

4. 3anonHeHNe JOKYMEHTa B PEKUME MPOCMOTpA.

5. PenaktupoBanue (GpopMbl JOKYMEHTA.

OOyuaromuecs MOTYT CaMOCTOSITENIbHO CPOPMYIUPOBATH TEMY MPAKTUUECKOTO 3aHATHUS
0€3 U3MEHEHHs] METOJIUKHU €TO MIPOBEICHUSI.

Tema 5. PaGora ¢ 0oabmumu fokymentamu B MS Word.

Bpewms - 1 gac.

OCHOBHBIE BOIIPOCHI:

1. Co3manme aBTOMaTHYECKOI'O OTJIaBJICHUS.

2. PaboTa ¢ JOKyMEHTOM B PEeXHME PELIEH3UPOBAHMUSL.

3. BctaBka npuMeyaHnii, CChUTOK, KOJIOHTUTYJIOB.

4. Pa30uBKa TeKCTa Ha KOJIOHKU U paboTa C JOKYMEHTOM B Fa3€THOM CTHUIIE.

Tema 6. Coznanue, penaktupoBanue u popmatuposanue tadaun B MS Excel.
Bpewms - 1 gac.

OCHOBHBIE BOIIPOCHI:

1. Co3manue TadmuLIL.

11



2. PenakTupoBaHue SSYCCK TAOJIUIIBI.

3. Beruucienus B TabnnIax.

4. TlpuMmeHeHHWE OTHOCHUTEIHHOW H aOCONIOTHOW aJpecaludd i aBTO3AMOJHECHUS
dbopmy.

OOy4Jaromumecss MOTYT CaMOCTOSITENIEHO CPOPMYIUPOBATH TEMY MPAKTUYCCKOTO 3aHSATHS
0e3 M3MEHEHHUsT METOANKHU €TI0 MPOBEACHUS.

Tema 7. CBsi3bIBaHHE JAHHBIX, HAXOASUIUXCH HA pPa3HbIX padoumx Jucrax B MS
Excel.

Bpewms - 1 yac.

OCHOBHBIE BOIIPOCHIL:

1. Co3nanue TabynIl HAa Pa3HbIX pabOYUX JIUCTAX.

2. CBs3pIBaHUE JaHHBIX, HAXOIAIIUXCS Ha pa3HBIX pa0OYMX JIUCTaX.

3. BeruucieHus B siueiikax, UCMOJIB3Ysl TaHHBIX C IPYTUX pabOYMX JIMCTOB.

4. Vicnonb3oBaHnue abCOTIOTHOM ajpecalvu JJIsl 3aKPETUICHHs CChIJIOK Ha ajjpeca sueek,
HAXOJSAIIUXCS Ha IPYTUX pabOyuX JTUCTAX.

Tema 8. Jlormueckue ¢pynkunu B MS Excel.

Bpewms - 1 yac.

OcHOBHBIEC BOIIPOCHL:

1. Cunrakcuc nornueckux pyukuuii: ECJIN, NJIN, U, HE.

2. Ucnonb3oBanue noruueckoit ¢pyukiuu ECJIN ans npoBepku ycIoBHiA.

3. Tlpumenenue normueckux (ynkumii MJIM, U B kadecTBe BCIOMOTATEIBHBIX IS
MIPOBEPKU HECKOJIBKHUX YCIIOBUM.

Tema 9. Padora ¢ Tadauueir MS Excel kak ¢ 0a30i JaHHBIX.

Bpewms - 1 gac.

OCHOBHBIE BOIIPOCHI:

1. O6paboTka 6a3bl JaHHBIX OCHOBHBIMU (DYHKLIHMSMH, ITPEIHA3HAYECHHBIMU 1J1 pabOTHI €
0Oa3zaMu JaHHBIX.

2. Vicnonp30BaHuE COPTUPOBKH, (GUIBTPAIUH I OTOOpa 3HAYEHUH.

3. Ilpumenenue pacmupeHHoro GunbTpa IS QUIBTPAMU JAHHBIX HECKOIBKHUX
CTOJIOIIOB.

4. TloacyeT naHHBIX C MOMOIIBIO KOMAH 1Bl IPOMEKYTOUYHBIX UTOTOB.

5. Coznianue CBOJHOW TaOIULIBI.

Tema 10. Co3nanne npesentanmii B MS Power Point.

Bpewms - 1 gac.

OCHOBHBIE BOIIPOCHI:

1. Co3nanue npe3eHTanuii Ha NPpoQeccuOHAIbHbBIE TEMBI.

2. Ucnonp30BaHue B Cllaiijax Mpe3eHTAllMM aHUMAIUH.

3. IlpumeHeHnne cMapT-OOBEKTOB MJIsi CXEMATHYHOTO MPEACTABIICHHUS TEKCTOBOM WH-
dopmanuu.

4. Vcnonbp3oBaHWE TEXHOJOTMM BHEAPEHHS M CBA3BIBAHHS OOBEKTOB JUIsl BCTaBKU B
Claipl rpapuuecKrx JaHHBIX (PUCYHKOB, hoTorpaduii u ap.)

6. HEPEYEHb YYEBHO-METOAUYECKOI'O OBECHHEYEHMS 1T
CAMOCTOATEJBHOU PABOTHI OBYUYAIOLIIUXCA ITO JUCHUIIJIMHE

6.1.1. OcHOBHBIE KAaTeTOpUH YYCOHOW TUCIUTIIMHBI IS CAMOCTOSATEIBHOTO W3y4YEHUS:

AHTUBHPYCHl — MPOTPaMMBbl, NpeJHA3HAYCHHbIE IJIsi OOHAPYXKEHHs U YHHUYTOKEHUS
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BHUPYCOB.

ApPXUB — COBOKYTHOCTh JAHHBIX WJIM MPOTPAMM, XPAaHUMBIX B C)KaTOM BH/JIE.

ApxuBaTopsl — MpPOTpamMMbl, TpEIHA3HAYCHHBIC I CXKATHS BBIOPAHHBIX (ailoB,
MOMEIIEHUSI MX B apXWB U 3allMCH IMOJIyUEHHOTO apXxuBa Ha JUCKeTy. EcTecTBeHHO, 4TO
apxuBaTop JOJDKEH YMETh U Pa3apXUBHPOBATH (aiiibl, TO €CTh BEPHYTh UX B IEPBOHAYAIHLHOE
COCTOSIHHE.

ApxuBarys — mpouecc cxarus ¢aitia wid rpymmsl Gaiiaos. \

ATpuOyT (haiisia — XxapakTeprucTrKa, OnpeAeIsronas Gan.

baza panHbIXx — TabnMma, B CTPOKAax KOTOPOM MPEACTAaBICHBI OOBEKTHI C HX
XapaKTepUCTHUKAaMH, a B CTOJOLAX — OAHOPOJHbIE XapakTepucTuku. [lepBas cTpoka COIEPKUT
Ha3BaHHUE MOJeH (XapaKTepPUCTUK), OCTAIBHBIE CTPOKU SBIISIOTCS 3amUcsIMH TaObmuibl. basoBas
cucTeMa BBOJA-BbIBOJa — onuH 3 Moxayineir OC MS-DOS, BwImonHs0OMAS CIyKeOHBIS
byHKINN.

baiiT — equHUIIA N3MEPEHUS TAMATH, paBHIETCS 8 OUTaM.

bur — camas manas equHuIA U3MEPEHUsT HHGOPMALUK.

brnokupoBka — 3amper Ha BBINOJIHEHHE MOCIEAYIOUIMX OMNepanuil 10 3aBeplICHUs
BBITNIOJHEHUS TEKYIIMX Olepanuil.

Bpaysep — yHuBepcaiibHOE CpEACTBO NEPEBUKEHHUS 110 CETSIM, C TOMOIIBIO0 KOTOporo Bel
MOJIyYHTE JOCTYI KO BCeM pecypcaM HHTepHeTa, Oyap TO DJIEKTPOHHAS I10YTA, XPAHMIIHINA
daitnoB, Web-cTpanuuku, 6a3bl JaHHBIX WU APYTUE PECYPCHI.

Bybep oOmena - obnacte mamsatu, kotopyro WINDOWS 98 mpenmocraBiser B
pacniopsbkeHue mnporpamm. Kaxkpas mporpaMma MOXKeT NMOMelaTh Ty[da JaHHble U OpaTh HX
OTTYy/a.

BuneokapTsl — 11atel, yepe3 KOTOPbIE MOHUTOP MOJKIIOYAETCA K KOMITBIOTEPY.

Bupyc KoMIIbIOTEpHBINH — IIporpamma, crocoOHasi CaMOIIPOU3BOJIHO MPUCOETUHATHCS K
JIPYTUM MporpaMMam (T.€. «3apaxkaTh» UX).

Bupyc ceteBoit — BUpYC, paclpOCTPAHSIOLIUICS 10 KOMIIBIOTEPHOM CETH.

BHemHsis mamMsTh — 3TO JUCKHU Ui JUIMTEILHOTO XpaHEHUs MH(OpMAIK, a TakkKe Ui
YTeHHUs] U 3anucu. [MMepTeKCT — 3TO TEKCT, BBIAEICHHBIA IIBETOM WJIH NOJYEPKUBAHHEM.
[[{enkHyB Ha 3TOM TeKcTe, BBl mepexoauiu B Ipyrue CBsI3aHHbIE JOKYMEHTBHI.

I'padnueckuit pegaktop Paint - crangapthHas nporpamma WINDOWS u nocrasisiercs
BMECTE C HUM.

JIBouuHbli — THUI (aiiyioB, KOTOpbIE MPEACTaBISAIOT COOOH MPOrpaMMHBIM  KOJ,
n3o0paxenne wuinu HHPoOpMaIKo (OpMaTUPOBAHUS JOKYMEHTOB (B OTJIMYUH OT YHCTO
TEKCTOBBIX (haiiyioB).

Jlucnetuep nevyatu — mporpamMma, yrpasJsiomias mopsaAKoM paboTsl MPUHTEpA.

JlucnieTuep mporpaMM — OCHOBHasl mporpamma cucrtemsl Windows.

Hucneruep daiinoB Windows — mporpamMma asist paboTsl ¢ aiiiaMu U KaTaloTaMu.

Jucnneit, wHaYe MOHUTOpP, — OTO YCTPOWCTBO, TMOJYYHUBIIEE HAMOOJbIIEE
pacmpocTpaHeHHe s BBIBOAA HH(DOPMAIHK U3 KOMITBIOTEpa.

JpaiiBeppl — MporpaMMbl, OO€CleUYHBAIOIINe MPaBUIbHYIO pPadOTy BUACOCUCTEM U
JIPYTUX YCTPOMCTB KOMIBIOTEPA.

3anuch — 3TO cTpoka TabauIbl 0a3bl JaHHBIX. CTPOKH coJepKaT OMMCAaHUE OJHOPOIHBIX
00BEKTOB WM TIPOIECCOB.

3ammra (uHOpMAIMK) — a) TPEeAOTBpalleHWE HECAaHKIIMOHUPOBAHHOTO JOCTyMa K
amnmapaTrype, nporpaMMaM W JaHHBIM; B) 3alluTa IEJIOCTHOCTH MpOrpaMM U JaHHBIX
(aHTHBHpYCHAas 3alUTa); C)3allUTa OT COOEB B 3JEKTPOIUTAHUH aNIapaTyphl.

WHuTepBam MEXCTPOUHBIM — PACCTOSHUE MEXKIY CMEXKHBIMH CTPOKAMH Ha Oymare Wid
9KpaHe JUCILUIES.

Wutepner (Internet) — BHELIHSAS CETh, CETh CETEH. DTO BO3MOXKHOCThH OOIIEHUS CO BCEMHU
KOMIBIOTEPAMU MHPA, MOJKIIOYEHHBIMU K Internet.

Nudopmarnka — COBOKYIMHOCTh IUCIUIUIMH, HM3YYarOIIMX CBOWCTBa WHGpOpMAIUH, a
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TaK)Ke CIIOCOOBI MPECTaBICHHUSI, HAKOTUICHHUS, 00pa0OTKH U Mepeaayu HHPOPMAIIH C TOMOIIBI0
TEXHUYECKUX CpeAcTB. YacTo B MOHATHE «WHPOPMATHKA» BKIIOYAIOT HEKOTOPBIC pa3zeiibl
MaTEeMAaTHKU U KUOCPHETUKH (TECOPHUSl AIrOPUTMOB, TUCKPETHYIO MAaTeMaTUKy U Ap.). Apyrumu
cJioBaMH MH(POPMATHKA ITO HayKa O IIPUMEHEHUH KOMITBIOTEPHBIX TEXHOJIOTHH.

Nudopmanus — cBeileHUs 0 KOM-TO WJIM O 9eM-TO, NepeaBaeMbie B (hOpMe 3HAKOB U
CUTHAJIOB; B BBIUMCIIUTEILHOW TEXHHUKE — JJAHHBIC TOJyIexane BBoay B DBM, xpaHumeie B ee
namsiTi, oopabareiBaeMbiec Ha OBM 1 BbI1aBaeMbIe TOJIB30BATEIIO.

Kanpkynstop — cepBHCHas NporpaMma, IO3BOJISIFOIIAS TPOW3BOIUTH BBIYHCIICHUS.
Karanor (mupekropwii) — mOMMEHOBaHHAs 00JacTh AucKa. Vcmonb3yeTcs moip3oBaTesieM s
OpraHu3aluy XpaHSHHS U 00JIErYeHHs TOUCKa (ailsioB.

KnaBuarypa — 3JIEKTpOHHOE YCTPOMCTBO, MpeIHAa3HAUYEHHOE /IS aBTOMATUYECKOTO
npeoOpa3oBaHusi HAOUpaeMbIX OYKB, IU(P U CUMBOJIOB B JJBOUYHBIC KOJIbI, KOTOPhIE KOMITBIOTED
B COCTOSHMM TMOHATh. Kpome TOro, KiaBHatypa MOKET YCIEIIHO BBHIMOIHATh U (DYHKIUU
yIIpaBJICHUS.

KnmaBuma — »9JeMEHT KJIaBUATYphl, HAXKAaTUEM KOTOPOTO TI'e€HEPUPYETCS  KOJ
COOTBETCTBYIOIIETO 3HAKA WM WHUIIMUPYETCS ONPEICICHHOE JICHCTBUE.

KnaBuma ympaBieHus KypcopoM — KJIaBUINIA, BBI3BIBAIONIAS MEPEMEICHNE Kypcopa Ha
9KpaHe JUCIUICS B ONPEIICIICHHOM HalpaBJICHUH.

KnaBumm Owictporo mocryna (I'opsaue kiaBumm) — couetanue kinasumn [Shift], [Ctrl],
[Alt | ¢ ApyruMH KJIaBUIIAMU JUIS BBIIIOJHECHHUsS ONEpalMid B Cllydae, KOIJia IO KakKOH-TO
pUYMHE HE pabOTaeT MBIIIIb.

Komanma — 310 mr00oe yka3zaHWe, KOTOPOE 3acTaBISIET KOMIIBIOTED BBINOJHATh
ONPEAEIICHHBIE AEHCTBUS.

Kommnaxkt-guck (CD-ROM) — nipenna3HaueH Kak i BBOJA TPAJAUIIMOHHBIX TPOrPaMM U
JAHHBIX, TaK U I MYJIbTUMEIHA.

Komnunsnuss — mnpeoOpa3oBaHMe Ipo TIpamMMbl M3 IPEACTaBICHUS Ha sA3BIKE
IIPOrpaMMHUPOBAaHUs B KOMAH/IbI IIPOLIECCOPA WITW UCITOJIHSIOIIEN CUCTEMBI.
Kondurypauus — KOMIIOHOBKAa CHCTEMbl C YETKUM OIpEAEICHUEM XapakTepa,

KOJIHN4YeCTBA, B3aMMOCBSI3eil M OCHOBHBIX XapaKTECPUCTHUK €€ (pYHKHI/IOHaJ'IBHBIX DJIEMCHTOB,
COBOKYITHOCTH ~aNIapaTHBIX CPEACTB M COEAVMHEHMM MEXIy HHMH; IIEpEYEHb CpEICTB,
BKJIFOUAa€MBIX B )IaHHI)II\/'I KOMIIJICKC UJIM CUCTEMY.

KopHeBoii kaTaio r— OCHOBHOM KaTajor WX KaTajlor BEpXHEro ypoBHs. KoMnbroTepHble
BUPYCHI — 3TO BPEIOHOCHBIE IIPOIPaMMBI.

Kop3una — 310 MecTo, KyJa aBTOMaTMYECKH MOMEIIAIOTCA yAaleHHble ¢ailnbl. B
MOJKETE M0 KeJAaHUIO JIM00 BOCCTAHOBUTH UX OTTY/A, TMOO BbIOpocUTh U3 KOp3uHBL.

Kypcop — nepememaemas BuauMas OTMETKA, UCIIOIb3yeMasl I yKa3aHUs MO3ULIHUU Ha
9KpaHe, HaJ KOTOpOi Oy/AeT OCYIIECTBISATHCS ONeparusl.

Konr-namsare - 6ydep MexIy LHEHTpaIbHBIM MPOLECCOPOM U ONEPAaTHMBHON MaMAThIO U
CILY’KMT JUIsl YBEIMUEHUS OBICTPOACHCTBUSI KOMITBIOTEPA.

Jlerenga — »DIEMEHT JuarpamMmbl, TOKa3blBaIOIIMM Ha3BaHME MAapKEpOB JAHHBIX
JuarpaMMabl.

JIuHelika MPOKPYTKU — 00JACTh TPaHUIBI OKHA JUIsS YIPABJICHUs 0OJAcCTbIO MPOCMOTpa
JIOKYMEHTA.

Marepunckas 1iara (ot aHri, motherboard) - Ha Hell ycTaHOBIIEHBI MHKPOCXEMBI
mporeccopa M TaMsTH, 37IeCh K€ HaXOJATCA pa3beMbl, WM cIoThl (0T aHri, slot), kyma
MOJIKJIIOYAIOT JIONIOJHUTENBHBIE I1aThl, HA3bIBAEMBIE TUIATAMU PACIIMPEHUS — 3BYKOBYIO KapTy,
MOJIEM U T. II.

MeH10 KOMaHAHOE — CIMCOK KOMaHJ, ONepaluil WIN MOJICUCTEM JaHHOW IPUKIIATHOU
IIPOrPaMMbl, KOTOPBIHM BBI3BIBAETCS] HA SKpaH MOHUTOpA BO BpeMs €€ paboThI.

Menrio cucremaoe (Windows) — criucok KOMaH JUIsl BHIIIOJIHEHUSI OCHOBHBIX JIEHCTBUH €
OKHOM.

Mukponporeccop — HHTErpajibHasi CXEMa, BBIMONHSIOMAS (QYHKIUH HEHTPAILHOTO

14



IpoLeccopa.

Mopaem (MOIyJIATOP—IEMOAYISATOP) — YCTPOWCTBO, TpeoOpasyromee IU(POBLIE CHUT-
HaJIbl B aHAJIOTOBYIO ()OPMY M 00paTHO I Nepeady X IMOJUIUSAM CBSI3H aHAJIOTOBOTO THIIA.

MonuTop — cTaHAapTHOE YCTPOMCTBO OTOOpaxkeHUs MHPOpManuu Ha dKpaHe. Moxer
paboTaTh B TEKCTOBOM WK TpaduueckoM pexume. [1o yeTpoiCTBY ¥ IPUHLIUITY JCHCTBUS SKpaH
MIOXO0 Ha TEJIEBU30D.

Mpllllb — MaHMUIIYJISATOP, PY4YHOE YCTPOMCTBO Ui YyKa3aHUs KOOpJIMHAT SKpaHa U
nepesayy MpoCTEHIINX KOMaH[l, OHA MCIIONb3YeTCsl JAJIsl YCTAHOBKU Kypcopa, BbIOOpa U3 MEHIO,
BbI/IETICHUS] 00BEKTOB, M3MEHEHUS UX PA3MEPOB U IIEPEMELICHHUS.

O6mactp Word pabouas — ocHoBHasi obsacte Word, B KOTOpOW MOTYT OBITh OJIHO-
BPEMEHHO OTKPBITHI OKHA JIJIsl HECKOJIBKUX JIOKYMEHTOB.

Ob6nacTb paboyas — BHyTpEeHHEEe MPOCTPAHCTBO OKHA.

OneparuBnas namsate (OIl), wim OneparuBHoe 3anomuHarouiee ycrpoiictso (O3Y), —
oOecrieunBaeT MIHOBEHHBIHN IOCTYIH K JII000# YacTu HHGOpMaIUu.

Opnako cinenyer UMeTb B BUAy, uTo HMH(popmauus ucuesaer u3z OIIl cpa3zy xe mno
BBIKJIFOUEHUH NMUTAHUSI KOMIIBIOTEPA.

OnepanvoHHbIE CHUCTEMBl — MPOrpaMMbl, MNpEJHA3HAYECHHbIE JUIsl YIpaBICHUsS BCel
paboToii KOMIIBIOTEpA.

[TamsaTe — QyHkuMoHanbHasg yactb DBM, mpenHazHaueHHas Juisl IpueMa, XpaHEHUs U
BbIJIAYU JJAHHBIX.

[Mamsate KOII — mamsaTh, Bpems oOpaiieHusi K KOTOpOH 3HAYUTEIFHO MEHBIIE BPEMEHU
oOpallleHus1 K OMepaTUBHOM MaMsATH, UCIOIb3yeTCs B KauecTBe Oydepa Mexay MpoIeccopoM U
ONEPaTUBHOUN MaMSATHIO.

[lamsaTh omeparuBHas — MNaMmATh Il XPAHEHUS HCIOJIb3YEMOM B JAHHBIA MOMEHT
IIPOrpaMM U ONEPaTUBHO HEOOXOJUMBIX JUISl 3TOTO JIaHHBIX.

[lamMsATh MOCTOSIHHAs — MaMATh, COAEPKUMOE KOTOPOHl HE MOXKET OBITb H3MEHEHO
JUHAMHYECKU B XoJie padoTel DBM.

[Tukcenb — HAUMEHBIIHH AJIEMEHT IpaUuecKOro U300pakeHUs Ha HKPAHE.

[To4TOBBIN AMUK — HEKOTOPHIH 00BEM MaMATH HA XOCT-MAIllMHE, B KOTOPBIN MOMaJIar0T
BCE a/IpECOBaHHbBIE A00OHEHTY COOOIICHHUS.

[IpunTep — mevararomiee yCTpOHCTBO 0€3 KJIaBUATYyphl, IpeIHAa3HAYEHHOE i BHIBOJA
TEKCTOBOM M rpadudeckoil mHGpopManuu H Oymary, T.e. JUld MOJYYEHHUs JOKYMEHTHPOBAHHOMN
konuu. B 3aBUCMMOCTM OT mNpUHIMNA JEMCTBUS pa3iMyalOT MaTpUyHble (MM TOYEYHO—
MaTpUYHbIC), CTPYHHBIC U Jla3epHbIC MPUHTEPHI; 2. YCTPONUCTBO Ui BbIBOJA MH(OpPMAIMU Ha
OyMary mocpeiacTBOM MeuaTH; 3. YCTpoHCTBO Aisi peructpauuu (medatu) uHGopManuu Ha
OyMa)KHOM HOCHUTEIE.

[IpuknanHas mporpamMmma — IOJIb30BaTENbCKask Mporpamma, MPUIOKEHUE B OTIMYHUE OT
IIPOrpaMM IS MOAJEPIKKU KOMIIBIOTEPHOM CHCTEMBI, CUCTEMHBIX YTHWINT. IHOrja mpuMeHsercs
Oosee CBOOOMHO Jisi O0OO3HAYEHHS JIFOOOW MPOTrpamMMBbl, BKJIIOYAs TOJIb30BATEIbCKHAE U
CUCTEMHBIE.

[IpoBaiinep — ¢upma, xotopass nomkHa oOecneunth Bam poctym B MHTepHer mo
npotokony TCP/IP, mocraBky u xpaneHue Bameit anekTpoHHON mTouThl. OH XKe TOJDKEH
obOecnieunth Bac BceM HEOOXOAMMBIM [UIsl MOAKIIOUEHHUS (KOMMYHHKAllMOHHBIE MPOTPaMMBbl,
JpaiiBepbl), AaTh MOJHbIE MHCTPYKLMHU MO HACTPOUWKE CUCTEMBI. Y OOJBIIMHCTBA MPOBaiiiepoB
€CTh IOpsSYMe€ JIMHHUHU, 10 KOTOPHIM BCEr/la MOKHO MOJIYYHUTh OTBET Ha HHTepecyroumui Bac
BOIIPOC.

[IpoBognuk — mporpamma Windows mo pabGote ¢ ¢ailioBoil cucTeMoil, C MOMOIIbIO
KOTOPOU MOXHO KOIUPOBATh, IEPEeMENIaTh, YAAIATh (Daiiiibl U KaTaloOTH, YCTaHABINBATH CBSI3b B
KOMIIBIOTEPHOMN CETH, 3aITyCKaTh POrpaMMbl, OCYIIECTBIATh (P OpMaTUPOBAHUE AUCKET U T. [I.

Pabounii cton — sxkpan Windows 4acTo Ha3bIBalOT AJIEKTPOHHBIM PabOYMM CTOJIOM, Ha
KOTOPOM pacrojaraiTcs pa3iniHble 00bEKTHI.

PenaktupoBanue — U3MEHEHHE COEP)KUMOIO JAHHBIX.
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Penaktop MS Word — npunoxenue Windows, mpeaHa3Hau€HHOE JUIS CO3JaHUS,
peIaKTUPOBaHMSI, IPOCMOTpA M MIeUaTH JoKyMeHTOB. Bxoaut B maker MS Office.

Penaxtop Paint (Paintbrush) — mpocroii Toueunslil rpaduueckuii penakTop, BXOISAMINI B
CTaH/JapTHYIO MOCTaBKYy cucTteMbl Windows.

Penaktop rpaduueckuii — mporpamMma Ui BBOAA M PEAAKTUPOBAaHUS TrpadudecKoit
uHpopmanuu.

Penaktop dopmyn — cepBUCHas mporpamma, ¢ MOMOIIBI0O KOTOPOH B TEKCT AOKYMEHTA
BCTaBJISIIOTCS MaTeMaTuyeckue GopMyIibl U CUMBOJIBIL.

CepBucHBIC TIpOrpaMMbl, WIH OOOJIOYKH, - TpeTHA3HAYCHBI JJs OOECTeUeHUs
KOM(OPTHBIX YCIIOBUM MOJIH30BATEITIO.
Cerp rnO0aNbHAsE — WHTETpalMs BCEX KOMIBIOTEPHBIX CETEH, CBS3BIBAIOIINX

[0JIb30BaTENIEeH NEPCOHAIBHBIX KOMIIBIOTEPOB HE3ABUCUMO OT Ipa)uueCKOro pacroyioKeHusl.

Cetb NOKaNbHAsE — BBIYUCIUTEIbHAS CETh, Y3JIbI KOTOPOW PACHOJI0KEHBI Ha HEOOJIBIIIOM
pPacCTOSHUU PYT OT APYTa, HE UCIOJIb3YIOIIas CPECTBA CBA3U OOIIEro Ha3HAUCHMS.

Cuctema daitioBast — COBOKYITHOCTh IMEHOBAHHBIX HA0OPOB TAHHBIX M IMIPOTPAMM.

CkaHep — yCTpOWCTBO BBOJAa TEKCTOBOH M rpaduyeckoil mHpopMaluud B KOMIIBIOTED
IIyTE€M ONTUYECKOTO CUNTHIBAaHUS UHPOPMAILIIHU.

Comnpoueccop — cHenMaIM3UpPOBAHHBIN IMpoLECCOp, AOMOIHIIOMUN (YHKINOHATIbHbIE
BO3MO>KHOCTH OCHOBHOTO ITPOLIECCOPA.

CopTupoBKa JaHHBIX — DACIPENEICHUE DJJIEMEHTOB MHOXECTBAa II0 TpylnaM B
COOTBETCTBUU C OIPEJECICHHBIMU NTPAaBUIAMH.

Crucku — cTaHIapTHBIA 3JIEMEHT JUAIOTOBBIX OKOH, KOTODPBIM M03BOJIET BHIOMpATh U3
IIPUBEIEHHOTO MEPEYHsI OAUH UM HECKOJIbKO BapUAHTOB.

CrpaBka — OTKpBIBAE€T CIPABOYHYIO CUCTEMY IIPOTPAMMBI, COIEPKUT MCUEPIIBIBAIOLIYIO
MH(}OPMALIMIO [0 BCEM BO3MOXHOCTSAM IIPOIPaMMBbl U METOJIaM MX HCIOJIb30BaHUS.

Ctpumep — yCTpOMCTBO Ul XpaHEHUs NAaHHBIX HA MAarHUTHOH JeHTE (KOMIIbIOTEPHBIH
MarHuTo(oH).

Crpoka 3arosioBKa — COAEPKUT UMl IPUKIIAAHON IPOrpaMMBbl WIM JOKYMEHTa

Crtpoka MeHI0 — BTOpasi CTPOKa 3KpaHa, B KOTOPOU MEPEUNCIIEHbI pa3/ieibl MEHIO.

Crpoka cooOmieHuit — CTpokKa, B KOTOPOM COAEpPKUTCS HH(OpMamus O KOMaHJax,
JIOCTYIHBIX B IaHHBI MOMEHT.

Crpoka cTaryca (CTpoKa COCTOSTHHSI) — CTPOKa, pacloyio’KeHHasi B HUXKHEH yacTu HKpaHa,
B KOTOpOM IpejcTaBieHa HHPOpMaIHs O TEKYILIEM CTaTyce (COCTOSTHUM) IPOTrPAMMBI.

Tekct — 370 Habop MOOBIX CHMBOJIOB; MH(OpPMAIMOHHOE COJAEp)KaHHE JIOKYMEHTa,
IPOrpaMMbl, COOOIIEHNUS.

@ails1 - JIOTMYECKN CBA3aHHAs COBOKYIHOCTH JAHHBIX WM NPOTPaMM, JUIsl pa3MeEIlCHUs
KOTOPOM BO BHEIIHEH NaMsITH BBIAENSETCS ONIpenesneHHas obnacTb. Ha s3pike ropucTa 3TO
HOPMAaTHUBHBIE aKThI, TOKYMEHTbI, KAPTOTEKH, KHUTH.

®daiin apXUBHBIN — HA0Op M3 OJHOTO WJIM HECKOJIBKUX (PailioB, MOMEMICHHBIX B CKATOM
BHJIC B €JTUHBIN (aii.

@aiin BpeMeHHBIH — Qaiin, ¢ pacmmpenueM * TMP, KOTOpbIi MOIIEKUT yHaICHHUIO
1OCJI€ 3aBEPILEHNUS CO3AABILIEN €0 3a7auu.

@aiinbl HcroHgeMble — (aiiibl ¢ paclIUpeHUsIMH *.coT, *.exe, *.bat, *.pif.

@unbTp — Mporpamma, nperoTBpallaiias IPOHUKHOBEHHE B 0a3y JaHHBIX, IPOTPaMMy
WIM CUCTEMY HEKOPPEKTHBIX NaHHBIX; MpU paboTe ¢ TabmuuamMud B 0a3ze NaHHBIX (GUIBTP
UCTIOJIb3YeTCs U TOTO, YTOOBI BUJIETh TOJIBKO 3HAYEHHUS, ONPEAeIisieMble 3aJaHHBIM KPUTEPHEM.
OuibTpalysi — MpOBEpKa MNPUHAUIEKHOCTH (PAKTUUECKOrO 3HAYEHMs] JaHHBIX MHOXKECTBY
JIOITYCTUMBIX 3HAUEHHUH.

dopma — 3TO HarIsAHOE OTOOpakeHHe MHGOPMAINH, COIEPKAIICHCS B OTHON 3aIuCH.
®opmart uucel — BUJI, IPEACTaBICHUS YU CEI.

[[Ta6n0H — mpeaBapuTeIbHO pa3pabOTaHHBIN JOKYMEHT, B KOTOPBIH HEOOXOIUMO JIHIIIb
BBECTU HEJOCTAIOIINE JaHHBIE.

16



Onektponnas moura — electronic mail (E-mail) — 1. Cucrema nepecbuiku COOOIICHUMH
MEXy Toib30BaTeasiMu, B kKotopord [I9BM Oeper Ha cebs Bce (QyHKIIMM TO XpaHEHHUIO U
MEPECHUIKE COOOIICHHMIA.

ONEeKTpOHHAasi MOoYTa SBJISIETCS BAXKHBIM KOMIIOHEHTOM CHCTEMBI aBTO-MaTH3alluU
YUPEXKIEHIECKOU NesaTenbHOCTH; 2. OOMEH MOYTOBBIMU COOOIICHHUSIMH C JIFOOBIM ab0OHEHTOM
cetu Internet; 3. CpencTBo cBsi3u C JOOBIM AOOHEHTOM Yepe3 Tese(OHHBIE JTUHUHU ¢ TOMOIIbIO
KoMIbioTepHOM ceTu; 4. CereBas ciayx0a, IO3BOJIIONIAs OOMCHUBATHCS TEKCTOBBIMU
ANEKTPOHHBIMU cooOmeHusiMu dyepe3 MutepuHer. CoBpeMEHHbIE BO3MOKHOCTH 3JIEKTPOHHOU
MOYTHl TO3BOJIAIOT TakXKe TMochliaTh JokyMeHThI HTML u BiokeHHBIE (ailiibl caMbIx
pa3jMyYHBIX TUMOB. B HacTosiiee BpeMs 3JEKTpPOHHAs IOYTa MPEACTaBIseT COOOW OJMH U3
HanOoJiee OBICTPHIX U HAJICKHBIX BUJIOB CBS3H.

DNEeKTPOHHBIE KHOMKH (MHUKTOIPaMMbI) — 3TO 3HAYKH B BHUJAE OTACIBHBIX KHOIOK C
M300paXEHUEM PUCYHKOB HWJIM CHMBOJIOB, Ha)XaTHME€ KOTOPBIX PaBHOCUJIBHO BBIIIOJHEHUIO
COOTBETCTBYIOIIMX KOMaHJ.

SpabIK — 3TO 3HAUOK, 32 KOTOPBIM CKPBIBACTCSI MAJICHbKUI (haiii, SBISIOIMICS CCHUIKOM
Ha Apyroi aiin.

SpablKk MO3BOJSET MOCPEICTBOM JIBOMHOIO IIETYKA [1a HEM AMCTAHLIHMOHHO 3arpyKarb
MPOrpaMMbl, OTKPBIBATh MAallKM M MOJYy4aTh JOCTYH K OOBEKTaM, TaKUM KaK MpPUHTEP WU
YAAJIECHHBIN JOCTYI K CETH.

6.1.2. 3amanust U1 NOBTOPEHMS U yriryOJIeHus NpuoOpeTaeMbIX 3HAHUH.

Kon pesynbraTta

3amanus
00yueHHs A

Ilepeuncaute OCHOBHBIE IpaBMJa CO3AAaHUS MHOTOYPOBHEBOI'O CIHMCKa B MS

1 VK-1-31
Word. [IpuHImITEl CO3AaHKSI NPOCTHIX M CIIOKHBIX TAOJIHII.

OmnucaTh TEXHOJIOTHIO PACCHUIKA MaccoBOM KoppecmonmeHimu B MS Word.
2. YK-1-31 OnmcaTe anropuT™M CO3JaHHUA JIIEKTPOHHON QopMbl nokymeHta. Pabota ¢
OOJILIIUMHU JOKYMCHTaMMU.

3. YK-1-32 [Mepeunciure ocHoBHbIe PpyHKIMU MS PowerPoint.
4. VK-1-32 Omnmcate anropuT™M CO3JAHUA MPE3CHTAIH C HCIOJIB30BaHUEM OOBEKTOB CMapT-
apT ¥ aHUMHUPOBAHHBIX IEPEXOJIOB.
5. VK-1-33 Jate omnpemencHWe OTHOCHUTENBHOH W abcomoTHOH azapecamuu. Cdepa
IPUMEHEHHS aJipecaliy siueek B HopMyax.
6. YK-1-33 OmnrcaTs CHHTaKCHC U IPUMEHEHHE Jormdecknx Gynkuuit MS Excel.
7. VK-1-34 [lepeuncaute W ommcaTh anropuTMBl BeIONHeHHs QyHKomin MS  Excel,
HCIIONB3YEMBIX JUIs 00paboTku 6a3el qanHBIX B MS Excel.
8. VK-1-34 JlaTp ompenenieHue U ONMUCATh MPUHIIUIT PaOOTHI CO3MAHMS CBOIHON TaOJIHIIBL.
6.2. 3aganus, HarpaBJIeHHbIE Ha (OPMHUPOBAHKE MPO(PECCHOHANBHBIX YMEHHUH
Kon pesynbraTta
Ne A besy. 3ananus
o0ydeHust
9. VK-1-V1 Co3zaTb MHOTOYpPOBHEBBIM CIIMCOK B TEKCTOBOM pexpaktope MS  Word,

coJiepXKalii MUHUMYM 5 YpOBHEIl.

Cosnate B MS Word mpocTyro ¥ CI0XHYIO TabJMIly M OCYLIECTBUTH B 00EHX

10. VK-1-Y1 >
Ta6m/1uax IIOACYET UTOI'OBBIX 3HAYCHUU.

Co3gaiiTe Npe3eHTAlMI0 Ha IMPOU3BOJBHYIO TEMYy, cojJepiKallyro He MeHee 10
11 YK-1-V2 ClaiifioB, C HCIONb30BaHUEM JUArpaMM, AaHUMAlUU IPU MEPEXOJe MEXKAY
cllaiijamu.

Cosznaiite mpe3eHTaluio Ha MPOPECCHOHATBHYIO TeMY, CoepKanlyro He menee 10

12. VK-1-Y2 .
CJIan10B, C UCITIOJIb30BAHUEM aHUMAIlUU 1 CMapT-O6'b€KTOB.

Cosznath B TabmuaaoM penakrope Excel Tabnuiry, conepikantyro cieayonue moss:
No, cTpaHbl, CTOMMOCTb MpOE€3/la, MNPOXKUBAHMS, MHUTAHUS, KOJIMYECTBO MIHEH.
13. VK-1-V3 Paccuurath ctomMocTh Typa B py0sisx u gomutapax CIIA. Jlo6aBuTh B TabmuIly
cronoer [IporeHT M paccyuTaTh Kakod MPOIEHT OT OOIIEeH CTOMMOCTH COCTaBUT
nmpoesn. [lo BceM cronbiiaM BBIYUCINTL UTOTOBBIE cyMMBI. ITo crombiy Ilpoesn
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HAlTH MakKCHUMajJbHOC 3Ha4YcHHWE, a Mo cTojibiy IluTaHue MuHUMAIBHOE.
Odopmuth TabsHITy.

Cozmate B TabmmaHoM pemaktope Excel Tpu Tabmuipl. Kaxmyro Ha HOBOM
pabodem smcte. IlepBast TabmauIa JODKHA COMEPHKATH CIEAYIONUE CTOJOIBI: THIT
HOMEpa W IIEHy HOMEpa B CYTKH, BTOpas — KypC Joiiapa, TPETbs — Mary,
KOJIMYECTBO IPOKMBAIOIIMX B OJHOMECTHOM M JABYXMECTHOM HOMeEpax,
KOJINYeCTBO OpoHupoBanumii. Ha TperheM pabodyeM JHMCTE€ pacCUMTaTh JOXOI
rocTUHUIBl B pyomsx u gomtapax CIHA, ucrnonb3ys JaHHbIE APYTHX JIMCTOB.
OdopMuTh TAOIHILY.

Co3natpb B TabnuuHoM pepakrope Excel Tpu Tabmuubl Ha pa3HbIX paboyMX JIMCTaX.
IlepBas momxHa comepaTh CIEAYIOIINE CTOJIOLBL: Ha3BaHUE YCIIYTH, THI YCIYTH,
CTOUMOCTh Pa30BOM yciyru Ha Typ B poiutapax CIIIA. Bropas — xypc nommapa.
Tperbss — ycnyry, THUN YCIyTH, CTOUMOCTh pa3-BOM yCIyrW, yCIyrm Ha Typ B
nomnapax CHIA, ycnyru Ha Typ B pyossax. Typ mpoaomxkaercs cemb nHeil. Ha
TpeTbeM paboueM JIMCTE PACCUUTATh CTOMMOCTh Ka)KIO0W YCIIYTH B 3aBUCUMOCTH OT
BEIOpaHHOTO THIIA, Henonb3ys pyakmmo ECJIN. OdopMuts TadbmuIy.

B Tabmmunom pemaktope Excel cosmarth TabmuIy — CHECOK. 3amoNHUTH €6
nmaHHBIMH, He MeHee 20 cTpok. K Tabmuime nmpuMeHUTh COPTHPOBKY, (GHIBTpanuio,
pacIMpeHHbIi  GUIBTP, MPOMEXKYTOUHBIE HWTOTH, CBOIHYIO TaOmmiy. Kakmerid
Pe3yIbTAT COXPAHATH Ha OT/ICIEHOM pabodyeM JIHCTe.

. 3aianus, HanpaBJIeHHbIE HA PopMHUpPOBaHUE MPOPECCUOHANBHBIX HABBIKOB, BIAICHUI.

3ananus

C mnomompio MHOrOypoBHeBoro cmucka MS Word co3maiite umepapxuro
OpraHu3aIiK yI9eOHOTO MpoIiecca.

Co3nate mabioH AOKYMEHTa B TEKCTOBOM pemakrope MS Word u mpuMeHHTH K
HEMY  aCCHUCTeHT  CIUSHUS  JUIS  TEXHOJOTMH  PAacChUIKM  MacCOBOM
KOPPECTIOHICHIIHN.

C nomompio MS PowerPoint co3zaiite mpe3eHTali0 Ha MPOU3BOJIBHYIO TEMY C
HCTIONB30BaHMEM SmartArt.

C nomoisto MS PowerPoint ¢ ncrnosis3oBanuem texnonoruii OLE, BHeapeHus u
BCTaBKHU rpa)HueCKUX U TEKCTOBBIX 00BEKTOB, MpUMeHeHHE 3P (HEeKTOB aHUMAIHH.

CocraButh Tabnuiy B TabnuuHOM penakrope Excel, comepixkairyro crnemyromiue
moiast  <Nem/m>,  <ToBap>,<KommyectBo>,<Ilena><CtomMocTh B  y.e.>,
<CrommocTp B py0.>, u sueiika <Kypc y.e>. IlepeBecTH BBIYHCICHHYIO
CTOMMOCTH TOBapa B y.e. OdopMuTh TaONIHUILY rpaHULIAMH.

CropoektupoBate Tabmumel B MS Excel ¢ wuHpopMmarmeid, cBs3aHHOH C
npodeccnoHAIBHON AesATeNbHOCThI0. Bee Tabmuipl HOMKHBI OBITH HAa pasHbIX
paboumx smcrax. CBs3aTh TAaONUIBI MEXIy cOOOH € ITOMOINBIO aOCOIFOTHBIX
CCBUIOK.

CopoektupoBate 0azy nmamaeix B MS Excel. OO6paboraTh HaHHBIE C
UCIIONIB30BAaHUEM COPTUPOBKH, (HMIbTpAlMH, pactupenHoro ¢mibtpa. Co3nath
CBOJIHYIO TaOJIMIly Ha OTJEIbHOM paboueM JINCTE.

4. | yK-1-V3

15 | yK-1-v4

16. | yK-1-v4
6.3

Ne Kon pesynbrara

B 00yUeHUS

17. | yK-1-B1

18. | yK-1-Bl

19. | yk-1-B2

20. | yK-1-B2

2. | YyK-1-B3

22. | YK-1-B3

23. | YK-1-B4

24. | yK-1-B4

Co3mate Tabnumpl Ha Tpex pabounx mucrax B MS Excel. Mcnonp3yro orugeckyro
¢yaxkouto ECJIM mpoBepuTh YCIIOBHSI B HTOTOBOM TabiHIe Ha MOCIEIHEM
paboyem JucTe.

7. ®OHJI OHEHOYHBIX CPEJACTB AJIsA IPOBEJEHUSA TEKYLIET'O
KOHTPOJISI 1 IPOMEXKYTOYHOM ATTECTAILIMA OBYYAIOIIUXCA MO

TUCHUTIJIMHE (MOIYJIIO)

7.1. Cpencrsa OLlEHMBaHUS B XOJI€ TEKYIIETO KOHTPOJIS:

CpencrBa OlIeHUBaHHUs B XOJ€ TEKYILIEr0 KOHTPOJIS:

- NHACbMEHHBIE KPAaTKUE OIPOCHl B XOJA€ ayAUTOPHBIX 3aHATHUM HAa 3HAHWE KaTETOPUMl
yueOHOM TUCIUIUIMHBI, yKa3aHHBIX B 1. 6.1.;

- 3aJJaHMsl U YIPAXHEHUs, PEKOMEH/JOBaHHBIE JIJIS1 CAMOCTOSITENbHOM paboThI;

- 33J1aHMS U YIIPAXKHEHUS B X0J1€ CEMUHAPCKUX 3aHATHH.

7.2. ®OC s TEKyEero KOHTPOJIS:
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Ne Kon pesynprara 00yueHus DOC Tekyero KOHTPoJIs
1. YK-1-31 Pemenue 3amanmif: 1, nyHkr 6.1.2
2. YK-1-31 Pemenue 3aganuii: 2, myHKT 6.1.2
3. YK-1-32 Pemenue 3aganuii: 3, myHkT 6.1.2
4. YK-1-32 Pemenue 3aganuii: 4, myHkT 6.1.2
5. YK-1-33 Pewenue 3ananmii: 5, myHkr 6.1.2
6. YK-1-33 Pewenue 3ananmii: 6, myHkr 6.1.2
7. YK-1-34 Pemenue 3aganuii: 7, myHkKT 6.1.2
8. YK-1-34 Pemenue 3aganuii: 8, myHkT 6.1.2
9. YK-1-V1 Pemenue 3aganuii: 9, myHKT 6.2
10. YK-1-V1 Pemenue 3aganuii: 10, myHkT 6.2
11. YK-1-y2 Pemenue 3ananuii: 11, nyHkT 6.2
12. YK-1-y2 Pemenne 3ananuii: 12, myHKT 6.2
13. YK-1-V3 Pewenne 3aganuii: 13, nyHkT 6.2
14. YK-1-V3 Pemenue 3aganuii: 14, myHkr 6.2
15. YK-1-V4 Pemenue 3aganuii: 15, myHkr 6.2
16. YK-1-V4 Pemenue 3ananuii: 16, myHKT 6.2
17. YK-1-Bl Pemenue 3aganuii: 17, myHKT 6.3
18. YK-1-Bl Pemenue 3aganuii: 18, myHkT 6.3
19. YK-1-B2 Pemmenue 3aganuii: 19, myHKT 6.3
20. YK-1-B2 Pemenue 3aganuii: 20, myHKT 6.3
21. VK-1-B3 Pemenne 3amanmii: 21, myHKT 6.3
22. VK-1-B3 Pemenne 3amanmii: 22, myHKT 6.3
23. VK-1-B4 Pemenne 3amanmii: 23, myHKT 6.3
24. VK-1-B4 Pemenue 3ananmii: 24, myskr 6.3
7.3 ®OC nns TpOMEKYTOUHOM aTTECTalUU:
3aaHus 1)1 OLICHKU 3HAHUM.
e Kon pesynbrara Sananns
0o0yueHus
1. YK-1-31 Bomnpocsl k 5k3ameny 1-19
2. YK-1-32 Bomnpocsl k 5k3ameny 36-64
3. YK-1-33 Bomnpocs! k 3x3ameny 20-30
4. YK-1-34 Bomnpocsl k 5k3ameny 31-35
3agaHus A1 ONEHKH YMEHUM.
No Kon pesynbrara ananms
o0Oy4eHwust
B kadectBe (OHIIOB OIEHOYHBIX CPEACTB JUIsI OIEHKM YMEHUH OO0y4aromierocs
5. VK-1-V1 HCIOJIb3YETCSl  3aJaHue 9, pEKOMEHIOBAaHHOE JJsi BLIIOJHEHUS B  4Yachl
CaMOCTOSATENILHON PabOTEHI.
B kauectBe ()OHIOB OLEHOYHBIX CPEICTB JUIA OLEHKH YMEHHH 0Oydaromierocs
6. VK-1-V1 ucnosb3yercss  3aganve 10, pPEeKOMEHJOBAaHHOE Uil BBIIOJIHEHHS B  4achl
CaMOCTOSATENILHOM PabOTEHI.
B xauectBe ()OHIOB OLEHOYHBIX CPEJCTB JUIS OLEHKH YMEHHH oOydaromerocs
7. YK-1-V2 ucrnonb3yercst 3agaHue 11, pekoMeHIOBaHHOE [ BBIIOJIHEHUS B  4achl
CaMOCTOSATENILHOM PabOTEHI.
B xauectBe (hOHIOB OLEHOYHBIX CPEJCTB JUIS OLEHKH YMEHHH oOydaromierocs
8. VK-1-V2 HCTIONB3YETCSl  3aJaHue 12, pEKOMEHJOBAaHHOE Ui BBHIMOJTHEHHS B  Yachl
CaMOCTOSITETFHON paboTEHI.
B kauectBe (OHIOB OLEHOYHBIX CPEJCTB JUIs OLECHKH YMEHHH 00ydaromierocs
9. VK-1-VY3 HCTIONB3YEeTCSl  3aJaHue 13, pEeKOMEHJOBAaHHOE Ui BBHIMOJTHEHHS B  Yachl
CaMOCTOSITETFHON paboTEHI.
B kauectBe ()OHIOB OLEHOYHBIX CPEJCTB JUIS OLCHKH YMEHHH 00ydaromerocs
10. VK-1-V3 HCTIONB3YETCSl  3aJaHue 14, pEKOMEHJOBAaHHOE Ui BBIMOJTHEHHS B  Yachl
CaMOCTOSATEIILHOM PabOTHI.
B xauectBe ()OHIOB OLEHOYHBIX CPEJCTB JUIS OLEHKH YMEHHH oOydaromerocs
11. YK-1-V4 UCHONb3yeTcsl 3ajaHue 15, peKoMeHIOBaHHOE M BBINOJHEHHS B  4Yackl
CaMOCTOSTENILHOM PabOTEHI.
12. YK-1-V4 B kadectBe (DOHIOB OIIGHOYHBIX CPEACTB JJIS OIICHKH YMCHHH OO0YydYaromerocs
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UCTONB3YyeTcsl  3afaHue 16, pPEKOMEHIOBAHHOE ISl BBIMOJHCHHS B  Yachl
CaMOCTOSITEIbHOM paOOTHI.

3asanus, HanpaBJIeHHbIE HAa popMUpOBaHUE MPOPECCHOHANBHBIX HABBIKOB, BIIaJICHUIL.

Ne

Kon pesynbraTta
00yUeHUS

3amanus

13.

VK-1-Bl

B kauectBe (OHIIOB OILCHOYHBIX CPEJICTB JUIS OLICHKH HABBIKOB, BIAJCHHI, OIMBITA
JeATEIbHOCTH O0YYAIOIIErocs MCIOIb3YIOTCs 3aanue 17, peKOMEHIOBaHHOE ISt
BBITIOJTHEHUS B Yachl CAMOCTOSATEIBHON paboThI (pazmen 6.3), a Takke MpaKkTHIecKast
paboTa: mouck HHGOOPMAIIMKA B CETH MHTEPHET, CO3J]aHNE TEKCTOBBIX (DaiiyioB B MS
Word, co3manme snexTpoHHBIX Tabmum B MS Excel, coszmanme mpeseHTammii B
PowerPoint, pabota B 00JIa4HBIX TEXHOJIOTHSX.

14,

VK-1-B1

B kauecTBe (OHIOB OIEHOYHBIX CPEACTB JUIA OIECHKH HABHIKOB, BIAACHHMH, OIBITA
JIEATENIbHOCTH O00YYaloIerocs: UCIOIb3YIOTC 3aaHue 18, peKoMeHI0BaHHOE IS
BBINIOJIHEHHS B 4aChl CAMOCTOSTENLHOI paboThl (paszaen 6.3), a Takke NpaKkTHYecKas
pabora: mouck uHGOPMAIMK B CETH UHTEPHET, CO3/1aHUE TEKCTOBBIX (hailyioB B MS
Word, co3nmanue snexTpoHHbIX Tabmui B MS Excel, coznanue npeseHTaumii B
PowerPoint, paboTa B 0071a4HbBIX TEXHOJIOTHUSIX.

15.

YK-1-B2

B xauecTBe ()OHIOB OICHOYHBIX CPEICTB JJIs OIICHKMA HABBIKOB, BIIAJICHHUM, OIBITA
JIeATEeIILHOCTH 00YYaloIerocss MCIOJIb3YIOTCS 3ajaHue 19, pekoMeHA0BaHHOE IS
BBITIOJTHEHHS B Yachl CAMOCTOSTEIBHON paboTh (pazmen 6.3), a Takke MpaKkTHIecKast
paboTa: mouck HHGOOPMAIIMKA B CETH MHTEPHET, CO3JITaHUE TEKCTOBBIX (aitiioB B MS
Word, co3manme snexTpoHHBIX Tabmmm B MS Excel, co3manme mnpeseHTanuii B
PowerPoint, pabota B 00JIa9HBIX TEXHOJIOTHAX.

16.

VYK-1-B2

B kauectBe (hOHIIOB OIEHOYHBIX CPEJACTB JUIS OILCHKH HABBIKOB, BIAJCHHM, OIMBITA
JICATEIbHOCTH O0YYaIOIerocss UCIONb3yoTes 3ananue 20, PeKOMEHIOBAaHHOE IS
BBITIOJIHCHHSI B YaChl CAMOCTOSATEIILHON paboThl (pasmen 6.3), a Takke MpakTHuIecKas
paboTa: moucK MHPOPMAIIUH B CETH MHTCPHET, CO3aHUE TECKCTOBBIX (aiijioB B MS
Word, co3nmanue snexTpoHHbIX Tabmui B MS Excel, coznanue npeseHTaumii B
PowerPoint, paboTa B 00J1a4HBIX TEXHOJIOTHUSIX.

17.

VYK-1-B3

B kxauectBe ()OHIOB OICHOYHBIX CPEICTB JJIS OLICHKH HABBIKOB, BIAJCHHI, OMBITA
JIESITEIBHOCTH O0Yy4aronIerocsi MCHOJB3YIOTCS 3ajanue 21, peKkoMeHI0BaHHOE JIJIs
BBIMOJIHCHHS B YaChl CAMOCTOATEIbHON paboThl (pasmern 6.3), a Takke mpakTuIecKas
paboTa: moucK MHPOPMALIUU B CETH MHTEPHET, CO3aHUE TEKCTOBBIX (ailjioB B MS
Word, co3manme snexTpoHHBIX Tabmum B MS Excel, co3manue mnpeseHTanmii B
PowerPoint, pabota B 00JIaYHBIX TEXHOJIOTHAX.

18.

VYK-1-B3

B xauectBe (OHIIOB OIEHOYHBIX CPEJCTB JUIA OLEHKH HABHIKOB, BIAJACHHMH, OIBITA
JeATeIbHOCTH O0Ydalomerocs MCIOMb3YIOTCS 3aaHue 22, peKOMEHIOBAaHHOE IS
BBINTOJTHEHHS B 4aChl CAMOCTOSTENLHOM paboTsl (paszen 6.3), a Takke NpaKkTHIecKast
pabora: mouck uHGOPMAIMK B CETH MHTEPHET, CO3AaHNe TEKCTOBHIX (aitioB B MS
Word, co3nmanue snexTpoHHbIX Tabmui B MS Excel, co3nanue npeseHTaumii B
PowerPoint, paboTa B 00JIaYHBIX TEXHOJIOTHAX.

19.

YK-1-B4

B kauectBe ()OHIOB OICHOYHBIX CPEJCTB JJIS OLICHKHA HABBIKOB, BIAJCHHMA, OMbBITA
JIESITEIbHOCTH O0YyYaronIerocsl UCMOJIb3YIOTCS 3aanue 23, peKOMEHJIO0BaHHOE JIJIs
BBITIOJTHEHUS B Yachl CAMOCTOSTENBHON paboThl (pazmen 6.3), a Takke MpaKkTUIecKast
pabora: mouck wH(GOpPMAIMK B CETH WHTEPHET, CO3/IaHHE TEKCTOBBIX (aitioB B MS
Word, co3manme snexTpoHHBIX Tabmun B MS Excel, co3manue mnpeseHTanuii B
PowerPoint, paboTa B 001a4HbBIX TEXHOJIOTHSIX.

20.

YK-1-B4

B xadecTBe ()OHIOB OICHOYHBIX CPEICTB JJIS OLICHKHA HABHIKOB, BIAJICHH, OTBITA
JESITeIPHOCTH O00YYAIOIIEroCsl UCIONB3YIOTCS 3alaHue 24, peKOMEHIOBAaHHOE IS
BEITIOJTHEHUSI B YAChl CAMOCTOSATENILHON paboThI (pasmen 6.3), a TakKe IpaKTHIECKas
paboTa: moucKk MHPOPMAIIUU B CETH MHTEPHET, CO3JIaHUE TEKCTOBBIX (aiijioB B MS
Word, co3manme snexTpoHHBIX Tabmunm B MS Excel, co3manue mnpeseHTanuii B
PowerPoint, paboTa B 001a4HBIX TEXHOJOTHSX.

agrwdPE

Bonpocuwi 0151 N0O20MOBKU K IK3AMEHY

WNndopmanus u uadopmatika. OCHOBHbIE TOHATHS.

[Tporpammuoe obecnieuenne MS Office.

ba3oBble BO3MOKHOCTH TEKCTOBBIX IIPOLIECCOPOB.

TumnoBas cTpykTypa unTepderca TEKCTOBBIX MPOIECCOPOB.

VYnpaBiaeHue KypcopoMm, IMPOCMOTP TEKCTa, PEKUMBI «BCTaBKa» U «3aMEHay,
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MHOTOOKOHHBIN PEXKUM.

6. TexkcroBbrit mporieccop MS Word. @opmarupoBanue ab3aries.

1. TexcroBbiii mporeccop MS Word. OcHoBHBIE 3a1a4ll U CIOCOOBI pean3ainuu
dbopmatupoBanus ab3aIes.

8. Texcrosblii iporieccop MS Word. @opmatupoBanue TabuiI.

9. TexkcroBeiii mporieccop MS Word. OcHOBHBIEC 3a7a4¥l U CIOCOOBI pear3ariiu
TadIuII.

10.  TekcroBbiii mpoueccop MS Word. Pazmemnienue rpaduku B TOKyMeEHTE.

11. TexcroBbiii mporeccop MS Word. OcHoBHBIE 3a1adll U CIOCOOBI pean3ainuu
rpaduku B TOKyMEHTE.

12.  Tekcrossiii mporeccop MS Word. DnekTpoHHas BEpCTKa TEKCTa.

13.  TekcroBbeiii nporeccop MS Word. OcHOBHBIE 3aa4ydl U CIOCOOBI peaTu3aluu
ANEKTPOHHOU BEPCTKH TEKCTA.

14.  TexkcroBbiii mporeccop MS Word. BctaBka 00BeKTOB.

15.  TekcroBeiii mporieccop MS Word. OcHOBHBIC 3amaud M CIIOCOOBI pearu3anuu

BCTaBKU OOBEKTOB.
16.  Tekcrossrii mpoueccop MS Word. [11a6moHbLI.

17.  TekcroBsiii mporeccop MS Word. OcHOBHBIE 3aaud M CIOCOOBI peann3aluu
1a0JIOHOB.

18.  Tekcrossiii mpoueccop MS Word. Pabota ¢ 6onpimmMu JOKyMEHTaMHU.

19. TekcroBbiit porieccop MS Word. PenienzupoBanue u co3gaHue npuMedaHuid.

20. O06paboTKa TaHHBIX CPEACTBAMH AJICKTPOHHBIX TaOJIHII.

21. Haznauenue u 061acTi NpUMEHEHHS 3JIEKTPOHHBIX TAOJIHII.

22.  Hcropus pa3BUTHS SJIEKTPOHHBIX TAOJIHII.

23.  Tabmmunsie mporeccopbl. OCHOBHBIC TIOHSITHS.

24.  TaGnuunsle mpoueccopsl. BBog, pegaktupoBanue u popmMaTupoBaHUE TAHHBIX.

25.  TaGnmunble mpoueccopsl. KomupoBaHue coaepKIUMOTO siueek.

26.  TaOnuunsie mpoieccopbl. OTHOCUTENBHAS U A0COMIOTHAS aApecaliusl.

27. Ta6muunbie nporeccopsl. Konuporanue dhopmys. [lpusectu nmpumepsr.

28. Ta6muunbie porieccopsl. [lepemenienne popmyn. [IpuBecTn nmpumepsl.

29. Tabmmunbie mporeccopbl. IlpuBecTH mpUMEPHl HCHOJIB30BAHUS TAOIHYHBIX
MIPOIIECCOB B MMOBCEAHEBHON KHU3HU.

30.  TaGnmunble mpoueccopsl. Mcnonp30BaHNe CTAaHAAPTHBIX ()YHKIIHHA.

31.  TaGnuunsie npoueccopsl [locTpoeHune nuarpamm u rpaduKoB.

32.  TaGnmunsiit mpoueccop Excel. OcHOBHBIE 3a/1a4M U CIIOCOOBI X pean3aliu.

33.  Jloruueckue ¢pynkiuun MS Excel.
34.  Pabota ¢ Tabmuneit MS Excel kak ¢ 6a30ii JaHHBIX.

35.  Pacmumpennsie Bo3moxkHoctu MS Excel.

36. Cosznanue npesenrtanuii B MS PowerPoint.

37. AHHMMaIs IPU CO3IaHUH MPE3CHTAITHI.

38. BcraBka TeKCTOBBIX U TpadUiecKiX 0OBEKTOB B IIPE3CHTAITHH.
39. BcTaBka Buico 1 ayiio 00bEKTOB B IIPE3EHTAIUH.

40. Hcnonp3oBanne cMapT 00bEKTOB B IIPE3EHTAIUH.

41, Kakumu crocodamMu MOKHO CO34aTh HOBBIH ciaig?

42.  Kakwue peXuMbl pacTioNoKeHUs CIIAiI0B BBl 3HaeTe?

43. CnocoObI CMEHBI PEKUMOB PEAaKTUPOBAHUS U TTOKa3a CIIaiI0B.
44, [Tanenu unctpymentoB B MS PowerPoint. HacTpoiika okHa mporpamMmsl.
45, H3mMmenenune Maciitadba BUAMMON YacTH cIaiia.

46.  ®opmarupoBanue Tekcta B MS PowerPoint.

47. Coznanue HyMepOBaHHOTO ¥ MAaPKUPOBAHHOTO CIIHICKA.

48. Kax ynanute HeHYXHBIN craiia?

49. Pa3mertka cnaiifa B mpe3eHTaLUH.
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50. Kak n3mennts qusaiid ciaaiima?

51.  Kak u3MeHUTH IIBETOBYIO CXeMy cliaiia?

52.  Kak U3MEHHTbH JU3aiiH U [IBETOBYIO CXEMY HECKOJIbKHX CIIaii10B?
53. Kak n3menuTs ¢oH crnaiiga? HECKOIbKHUX Claia0B?

54, Kak caenarh 1uaroHaJIbHYIO 3QJIMBKY I'pPaIueHTOM (hOHA CIIaii10B?
55.  Paznamunble criocoObI co3panus ¢poHa B mporpamme PowerPoint.
56.  Hcnoab3oBaHue B KauecTBe (hOHA pHCYHKaA M3 (haiija.

57.  OO6paboTka rpaduKu AJIs MOCIEAYIOMEr0 CIIOIb30BaHMsI B IPE3CHTALINH.
58.  BcTaBka KapTHHOK B MPE3CHTAIHIO.

59. CwmeHa CITaifiJIoB B IIPE3CHTAIINH.

60.  Co3ngaHue THIEpPCChUIOK.

61. CoszngaHue MpOCTEHINEro TecTa B MPEe3CHTAIIH.

62.  Hacrpoiika aHUMalUy B IPE3CHTALINU.

63.  Ilanenb pucoBaHwusI.

64.  I'pynmupoBka rpaguueckux 0ObEKTOB.

8. IEPEYEHb OCHOBHOM ¥ IONIOJTHUTEIbHOM YYEBHOM JIUTEPATYPBI,
HEOBXOJUMOM JJISI OCBOEHUS JUCUMILIAHBI (MOIY.JIS)

OcHoOBHas JIUTEpATypa:

HNudopmatuka : yueOnuk st By3os / B. B. Tpodumos [u ap.]. — 4-e u3n., nepepad. u gon. — Mocksa :
UznatenscTBo IOpaiit, 2025. — 752 c. — (Beicmiee obpazoBanue). — ISBN 978-5-534-20227-4. —
Texct : oanekrtponnblii //  OOpasoBarenbHass 1uiargopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/568691

Topamze, M.JI. HWudopmaruka: yueOnuk mias By3oB/ [I. JI. Topanse. — 2-¢ wm3nm. — Mocksa :
WznarensctBo HOpaiit, 2025. — 158 c. — (Bricmee ob6pazoBanue). — ISBN 978-5-534-18725-0. —
Tekcr : oanextponHeld //  OGOpasoBarenpHass 1uatdopma  IOpaiit  [caiit]. —  URL:

https://urait.ru/bcode/567749

Bonk, B. K. Mudopmaruka : yueOnuk ais By3os / B. K. Bonk. — 2-¢ u3n., nepepa0. u gon. — Mocksa :
WznatensctBo Opaiit, 2025. — 226 ¢c. — (Beicmiee obpaszoBanue). — ISBN 978-5-534-18427-3. —
Tekcr : osnextponHeld //  OOpasoBarenbHas 1arpopma  IOpait  [caiit]. —  URL:
https://urait.ru/bcode/567713

JlonoIHUTENIbHAS JIUTEPATYPA:

laspwioB, M.B. HWudopmatnka W WHOOPMAIMOHHBIC TEXHOJOTWH : YYeOHHK JUIs BY30B /
M. B. I'aepusio, B. A. KiiumoB. — 6-¢ u3n., mepepad. u gom. — Mocksa : Wznmatenscrso HOpaiiT,
2025. — 319 c. — (Bnicuiee ooOpazoBanue). — ISBN 978-5-534-20354-7. — TekcT : 27eKTpOHHBIN //
O6pazoBarenbHas mwiatgopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/559723

Wndopmatuka i rymMaHuTapueB : yueOHUMK W mpakThkyMm i By3oB/ I'. E. KempoBa [u np.]; mon
penakuumeti I'. E. Kenposoii. — 3-e uzn., mepepad. u morm. — Mocksa : M3natensctBo FOpaiit, 2025, —
662 c. — (Boicmiee o6OpasoBanue). — ISBN 978-5-534-16197-7. — Tekcr : dNEeKTpOHHBIA //
Oo6pazoBarenbHas mwiatgopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/560126

3umun, B.Il. HWndopmaruka. JlaboparopHselii mpaktukyMm B 2 4. Yacth 1 : y4eOHHK IUIs CpeaHEro
npodeccuonanbHOro oopazosanus / B. [1. 3umun. — 2-e u3z., ucnp. u gorn. — Mocksa : M3garenscTBo
HOpaiit, 2025. — 126 ¢. — (IIpodeccuonanbproe oopazosanue). — ISBN 978-5-534-11851-3. — Tekcr :
anekTpoHHbIH // ObpazoBaTenbHas miatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/563407
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9. HIEPEYEHb KOMIUIEKTOB JIMIHEH3UOHHOI'O U CBOBOJHO
PACITPOCTPAHAEMOI'O ITIPOI'PAMMHOI'O OBECIIEYEHMUS],
HCIIOJIB3YEMOT' O ITPM U3YUYEHWM YYEBHOM JUCIIUTIJINHBI

OmneparmonHast cuctema Microsoft Windows 7 Pro, oducHbli makeT mporpamMmm
Microsoft Office Professional Plus 2010, odwucHblii maker nporpamMm Microsoft Office
Professional Plus 2007, apxuBatop 7-zip, aynuonpourpsiBatesnib AIMP, mpocMoTp n3o00paxeHui
FastStone Image Viewer, 110 mnst urenust gaitnoB ¢popmara PDF Adobe Acrobat Reader, I1O
I ckaHupoBaHua JokymeHToB NAPS2, [IO jns 3anucu  BuUZIEO UM TIPOBEIACHUS
Buneorpancisinuii OBS Studio, 10 mis ynanéHHOTO agMUHUCTpUpOBaHUS Aspia, TPaBOBOK
cripaBOYHHMK ['apanT Anpo, sieKkTpoHHO-OMOmmoreunas cucrema IPRBooks, anexrponHo-
oubmmoreuynas cucrema FOpaiit, Mmatemarnueckue Beruuciaenust Mathcad 14 University.

10. IEPEYEHb PECYPCOB I/IH<I)OPMAHI/IOHHO-TEJIEKOMMYHI/IKAHI/IOHHOFI
CETU «MHTEPHET», HEOBXOJAUMBbIX JIJIs1 OCBOEHUSI AUCIUIIJIUHBI
1. http://office-quru.ru/word ypoku mo MS Word
2. http://office-quru.ru/excel ypoku mo MS Excel
3. https://msoffice-prowork.com/courses/powerpoint/ppointpro/ ypoku mo MS
Power-Point

11. OBYYEHME UHBAJIN1OB U JIMIl C O PAHUYEHHbBIMU
BO3MOXHOCTSAMU 310POBbSA

N3ydyenne y4yeOHON OUCHUIUIMHBI OOY4YalOIIMMHUCSA HHBAIMIAMH W JUIAMH C
OTPAaHUYEHHBIMH BO3MOXXHOCTSMH 3J0POBBS OCYIIECTBISIETCS B COOTBETCTBUU C [Ipukazom
MunucrepctBa obpazoBanus U Hayku PD ot 9 HosOps 2015 r. Ne 1309 «O6 yrBepxkaeHUu
[Topsinka oOecriedeHrst YCIOBUI JOCTYIMHOCTH JUIsSi MHBAJIHIOB OOBEKTOB M MPEIOCTABISIEMBIX
yciyr B cdepe oOpa3oBaHus, a TaKKe OKa3aHUS MM IMPU 3TOM HEOOXOAMMOHN moMomu» (c
W3MEHEHUSMU U JIOTIOJMHEHUSIMH), METOIUYEeCKUMH pPEeKOMEHIAIMSIMH 10 OpraHU3aluu
0o0pa3zoBaTenbHOro IMporecca i OOy4YeHHS WHBAJUIAOB U JHUIl C OrPAaHHUYCHHBIMU
BO3MOXXHOCTSIMU 37IOPOBBSI B 00pa30BaTENbHBIX OpraHU3allMsAX BBICIIETO OOpa30BaHMs, B TOM
YHClIe OCHAIIEHHOCTH OO0pa30BaTeIbHOrO0 TMpOIEcca, YTBEPKAECHHbIMU MMHHUCTEPCTBOM
oOpazoBanuss u Hayku PO 08.04.2014r. No AK-44/058H, IlomokeHueM 00 opraHuzanuu
00y4YeHUs1 CTYJCHTOB — WHBAIHMJIOB M JIUIl C OTPAHMYECHHBIMA BO3MOXKHOCTSMH 370POBBSI,
YTBEPKACHHBIM IPUKa30M pekTopa YHuBepcurera ot 6 Hoa0pst 2015 roma Ne60/o, [Tonoxxenuem
o llenTpe unHKII03MBHOTO 00pa3zoBanus U ncuxonoruyeckoit momor AHO BO «Poccuiickuit
HOBBIN YHUBEPCUTET», YTBEPKIIEHHOTO MpuKa3oM pekTopa oT 20 mas 2016 roga Ne 187/0.

Jluna ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMHU 3JI0POBbS M HWHBAIUILI OOECIIEYMBAIOTCS
AIIEKTPOHHBIMU 00pa30BaTENbHBIMU peCypcamu, aJanTUPOBAHHBIMU K COCTOSIHUIO UX 3/I0POBBSL.
[IpenocraBneHne CHEIUATBHBIX TEXHUYECKUX CPEACTB OOY4YEHHUS KOJUJIEKTHBHOTO U
WHAVBUAYAILHOTO TIONIb30BaHUSA, TMOAOOp © pa3paboTka ydueOHBIX MaTepuanoB U
00yJaronuxcsi ¢ OTpaHUICHHBIMH BO3MOYKHOCTSIMH 3/I0POBbSI TIPOU3BOJIUTCS MPETIOAaBaTEIIMU
C VYUYETOM WHJIWBHIYAIbHBIX TCUXO(PU3UOIOTUIECKHX OCOOEHHOCTEH O0OydJarmuxcs U
cnenuduky npuema-repenadn yueOHol mHGopMauu Ha OCHOBAaHUH MPOCHObI, BBIPAXKEHHOU B
MMCbMEHHOU (hopme.

C oOywaromuMucs 10 HWHAWNBUAYaJbHOMY IUIaHY WA WHIWBUIYyAIbHOMY TpaduKy
MPOBOJATCS. MHAUBUAYAIbHBIE 3aHATHS U KOHCYJIbTAIlUU.

12. OMUCAHUE MATEPUAJIbHO-TEXHUUYECKOM BA3BI, HEOBXOZ[HMOFI JJIA
OCYHIECTBJIEHUSA OBPAZOBATEJIBHOI'O MPOLECCA 11O JUCHUITJIMHE
(MOAYJIIO)

VYyebnast ayauTopusi U1 TPOBEICHUS 3aHATHH JIGKIIMOHHOTO THWIIA, 3aHITHI
CEMHMHApPCKOr0 THMA, Uil MPOBENCHUS TPYNIIOBBIX M WHIMBUAYAIbHBIX KOHCYJIbTALMM, IS
TEKYIIErO0 KOHTPOJISI YCIEBAEMOCTH U MPOMEKYTOYHOM aTTeCTalMu, JJIs BBIIOJHEHUS
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KypCOBOT'O MPOEKTUPOBAHUS (KYpPCOBBIX padoT).

Ayn.200 (kommbroTepHBIN K1acc No2)

Criennanu3upoBaHHas MeOeb:

- CTOJIBI CTY/IEHYECKHUE;

- CTYJbSI CTYJICHUECKHUE;

- CTOJI JIsl IpeToAaBaTess;

- CTYJ JUIs IPenoJaBaTers;

- CTOJIbI KOMITbIOTEPHBIE;

- Kpeciia KOMIIBIOTEPHBIE;

- Tym0a JJid XpaHeHus pa31aTOuHOr0 MaTepHuaa;

- 1ocKa (MeJoBas);

- MapKepHas JTIocka (IepeHoCHas ).

TexHuueckue cpencTBa 00y4eHus:

- MPOEKTOP (IMMOPTATHUBHBIN );

- IIK nna mpenomaBarenst ¢ BO3MOXHOCTBIO MOIKIIOYEHHST K cetn «UHTepHeT» U
obecrnieueHreM JO0CTYIa B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTENbHYIO CPEY BY3a;

- IIK pans oOywaromuxcs € BO3MOXKHOCTBIO TOJKIIOUEHHS K cetH «VHTepHeT» u
obecrnieueHreM JO0CTYIa B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTENbHYIO CPENY BY3a;

- BeO-Kamepa,

- 9KpaH (IepeHOCHON );

- KOJIOHKH;

- MEKPO(OH.

Crenuanu3upoBaHHOE 000PYyI0BaHUE:

HarJIsTIHBIE TTOCOOus (TI1aKaThl), MHPOPMAIMOHHBIA CTEHI.

ABTOD (COCTaBUTEND): 7[%/ Tonoxonnukos C.B.
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AHHOTanuA padoyeil nporpaMMsbl y4eOHOH TUCHUIINHBI

NHO®OPMATHUKA

Hanpasnenue noarorosku: 40.03.01 FOpucnpyaenuust
HamnpaBnennocts (mpoduis): I'paaaHcko-npaBoBoii/Y roJ10BHO-NPaBOBO

YueOnas aucuuiuimHa «MHpopmMaTHKa» H3ydaeTcs OOYyYaroIIMMHUCSA, OCBAMBAIOIIMMHU
00pa3oBaresibHYIO IPOrpaMMy.

OcHoBHast 1edb W3y4YeHHUS Y4eOHOM JUCHMIUIMHBI COCTOMT B TOM, 4YTOOBI JaTh
00yJarmuMcsl CUCTEMATH3UPOBAHHBIC 3HAHUS 00 OCHOBaX KOMIIBIOTEPHOH TPaMOTHOCTH; O
0a30BOH CTPYKType M Ha3HAUYCHHH yCTporcTB DBM; 0 cucTeMax CYHCICHHS; O MPOTPaMMHOM
obecrieuennu MS Office.

W3ydyenne y4eOHOM JUCHUIUIMHBI HAMpaBlIC€HO Ha MOJATOTOBKY OOydYaroluxcs
K OCYIIECTBJIEHUIO JAESITEIbHOCTU B 00JIaCTH.

YueOnas aucuurinnHa MHpopmaTtrka OTHOCUTCS K 00s3aTeNbHOM YacTH y4eOHOro IiiaHa u
n3ydaercs Ha 1 xypce.

B pesynbraTe OCBOGHHS IMCHUIUIMHBI OOy4aroUuiicss mo mnporpamme OakanaBpuata
JIOJIKEH OBJIAJIETh!

- Cnocoben ocywjecmenamos HOUCK, KPUMUYECKUIl AHAIU3 U CUHMe3 UHopmayuu,
HPUMEHAMb CUCHEMHBLI RO0X00 0.1 pewenus nocmaenennuvix 3aoau (YK-1)
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