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MOACHHUTEJIBHAS 3AITHCKA

OGocHOBAHHE AKTYAJBHOCTH Kypca:

Bo3pacTalomas HHTEHCHBHOCTh MH(POPMALMOHHBIX MOTOKOB H IOBHIIIEHHE TPeOOBaHMI
ONEPaTUBHOCTH PEeardpoBaHHs Ha MOCTYNAIOIYI0 WHOOPMALMIO JHKTYIOT HOBBIE MOAXOIbI K
OpraHH3alliK YIpPaBJIeHHus JOKyMEHTO000pOTOM B OpraHH3alusX Jo60oro ypoBHs.

B coBpemenHoM ofmLiecTBe pelIeHHE BO3HHMKAIOMMX IMpo0jieM  OpraHu3aluH
NEJIONMPOM3BOACTBA BO3MOXKHO TOJBKO 3@ CYET AKTHBHOINO HCIONB30BaHHS  HOBBIX
MH(OPMAIIMOHHBIX TEXHOJIOTHI Ha Ga3e MepcOHANBHBIX KOMNBIOTEPOB H KOMIIBIOTEPHBIX CETEH.
JioGoit corpyaHuk, paboraiommii B CHCTEME JIEJIONPOM3BOJACTBA, [O/DKEH OBJIANETh
HeOOXOMMMBIM TIPOrpaMMHEIM MHCTPYMEHTapHeM 11 06pabOTKH NOKYMEHTOB Ha KOMIIBIOTEpE.
Ot ero 3HaHWM ¥ yMeHHua paboTaTe Ha KOMINbIOTepe OyaeT BO MHOIOM 3aBHCETh €ro Kapbepa H
ycrex B IeJIOBOM MHpeE.

Kakyio 651 MBI OpraHM3aLMIO HE PAaCCMOTPEJIH, BCErJ]a MOXHO BBIIETMTh HEYTO Olluee,
4TO OOBEAMHAET HX, HE3aBHCHMO OT YPOBHS, pPaHra H Ha3HayeHHA. DTHM OOIHM SABJIAETCS
NeATELHOCT, CBfi3aHHas ¢ 0OpaboOTKOM [OKyMEHTOB, Tak Kak J00oe ynpaBiieHYeCKoe
peleHne, NOJDKHO OBITh 3a(MKCHPOBAHO B JIOKYMEHTaX M JOBEAEHO 10 COOTBETCTBYIOLINX
ucnonHuTeneii. Crnexyer OTMETHTb, 4YTO MOYTH Bce paboOTHHKH cdepsl YNpaBleHHS
CTAJIKMBAIOTCA B CBOE€il [eATEIbBHOCTH C KOMIBIOTEpPaMH, HO Jajieko He BCe HMEIOT
MpeICTaBlIeHHe O LIMPOYAHIIMX BO3MOXKHOCTAX MCIOJIB30BaHHA KOMITBIOTEPHBIX TEXHOJIOTHH
IUIS paliHOHANBEHOM U ¢ dexTHBHON opraHu3anMy paboTsl ¢ JOKYMEHTaMH.

DnexkTUBHBI Kypc «KOMIBIOTEpHOE [eJIONpPOH3BONCTBO» HEOOXOAHM TEM, KTO XOYeT
paboTaTh cekpeTapeM WIIH ceKpeTapeM-pedepeHToM, HO IUIOXO0 mpeacTaBiseT cebe 3Ty obnacth
NIeATeNLHOCTH; OH Oy/eT mose3eH OyIyLIMM CTY/eHTaM, 4bs JajibHeHInas JeaTelbHOCTh Oyner
nporekath B oduce: MeHeIkepaM, 3KOHOMHCTaM, aJMHHHCTPAaTHBHBIM paboTHHKaM,
CreLaIuCTaM, IOPHCTaM.

MecTo faHHOTO Kypca B 00pa3oBaTelbHOM npomecce

JlaHHBIM 37E€KTHBHBIM NpeAMET BXOJMT B cocTaB npoduias obyd4eHHs Ha cTapiued
cTyneHH mKonbl. bBasupyercs Ha mporpaMme No  HHQopMmaTHKe Uil CpelHeH
061e06pa3oBaTe/IbHOM WWIKOJMBI M IIpEeAroiaraeT MOBHINEHHE YPOBHA 00pa3oBaHMs 3a CueT
yriyOneHHOro H3y4eHHs MaTepHana Mo HH(GOPMAlMOHHBIM TEXHOJIOTHAM, H3YYaeMbIM B
ob6meobpasoBatenbHoli  mKoie. OCHOBHOE OTIMYME MpenjaraeMoro y4eOHOro Kypca
3aK/IIOYaeTCi B TOM, YTO OH SBJISETCA HHTEIPHPOBAHHBIM M IMO3BOJIAET TIONYYHTh BCKO
uHpOpMaLMIO, HEOOXOAMMYIO Ui YCHEIIHONO BENEHHA COBPEMEHHOIO KOMIBIOTEPHOIO
JIeJIONPOU3BOJICTBA, TO €CTh 0OECTIEUHTh YUaleMyCs:

1. 3HaHHE TEOPUH OCHOB JIEJIONIPOH3BO/ICTBA,

2. yMeHHe TIOATOTOBHTH Ha KOMIIBIOTEPE NOKYMEHThI, OTBEYAIOIHe COBPEMEHHBIM
TpeOOBaHHUAM M YCTaHOBJIEHHBIM HOPMAaTUBHBIM aKTaM;

3. yMeHHe onepaTuBHO paboTath ¢ HHGOpMaLHeEii;

4. yMeHHe OpPraHM30BaTh CBoe pabodee MeCTO M NEATENbHOCTE B COOTBETCTBHH C
TpeGOBaHHAMH COBPEMEHHOIO NEJIONPOH3BO/ICTBA;

5. 3HaHHE TEXHOJIOTHH paboThl B oduce ¢ MPOrpaMMHBIME poaykramu MS Word,
MS Excel, MS Access, MS PowerPoint, MS Outlook.

Ilean kypea:
1. (opmHpoBaHHe HHPOPMALIHOHHON KyIbTYPEI KaK COBOKYIIHOCTH 3HAHHMM, yMEHHH

Y HaBHIKOB, HHOPMALMOHHOTO MUPOBO33pEHHs, HEOOXOMMMBIX Ul caMooOpa3oBaHHs U
JUIs TIOATOTOBKH K JiasibHelime npodecCHOHATBHON IeATEIbHOCTH;

.0 OBJIaJICHHE HABBIKAMH KOMIBIOTEpHO#H 00paboTku nenosoii HH(opManuu ¢
NOMOLIBIO MPOMECCHOHATBHBIX CHCTEM, TIONYYHBIIMX B HACTOAIIEE BpeMs Haubolbilee
pacnpocTpaHeHHe B 3TOH 00/1acTH AEATEILHOCTH



3. u3y4eHHe CHCcTeM 00pabOTKH TeKCTOBOH HH(OpMalHH, cocob0B KOMIBIOTEPHOM
0o6paboTku nenoBod WHGOPMALIUH, OCHOB MAEJIONPOH3BOJACTBA, METONOB OpraHH3al{H
JEJIONPOM3BOJCTBA, CTAHAAPTOB JEJIOBBIX JOKYMEHTOB.

3apaum Kypca:
1. narte mpeacTaBlIeHHE O COBPEMEHHBIX MOAXOAAX K OpraHH3alliH JeI0NpPOU3BO/ICTBA;
2. TO3HAKOMMTH C Pa3JIMYHOrO pPoja JIOKYMEHTaMM M C TeM, Il U KOrja TOT WM HHOM

JOKYMEHT HaJI0 HCTOJIb30BaTh;

3. Hay4yuTb 0pOPMIIATH JOKYMEHTBI B COOTBETCTBHH C CYIIECTBYIOIIHMH NpaBUIaMHu;

4. ocBouTh Haubosee pacrpOCTpaHEHHbIE NMPOTPAMMHBIE MPOXYKTHI OOILEro Ha3HAYeHHS,
MCIIONIb3yeMBle [Uisi 0becrieueHust KOMIBIOTEPHOTO JJOKYMEHTO060pOTa;

5. OCBOMTH COBpPEMEHHBIE CMOCOOBI MepechUIKH HMH(POpPMALKWM M  ONEPaTHBHOIO
pearipoBaHMs Ha COOOIIEeHHs

6. 3aJ0XKHUTh OCHOBHI YMEHHI H HaBBIKOB, BOCTPeOOBaHHBIX Ha PBIHKE TPy /a.

MeToab! o0y4enns:

OcHOBHash MeTOAMYecKas YCTAaHOBKa Kypca — oOOyueHHe IUKOJIBHHKOB HaBhIKaM
CaMOCTOATENBHOM  MHAMBHAyalbHOH W  rpynnoBoii  paboThl 1O  NPaKTHYECKOMY
KOHCTPYHPOBaHHIO  JOKyMeHTOB. HHAMBHIyanbHOE OCBOGHHE KIIOYEBRIX  CMocoboB
HNEATEIBHOCTH MPOMCXOAWT HAa OCHOBE 3aJaHMi M aITOPHTMHYECKHX TNpeanHCaHui.
BOJBIIMHCTBO 3a/1aHMii BHIMONHSAIOTCSA C OMOLIBIO KOMITBIOTEPa H HEOOXOIHMMBIX POrpaMMHBIX
cpeactB. Hapaay ¢ mHAMBHIyanbHO#M, opraHu3yercs M rpynmnosas pabora. B 3amaun yuwrens
BXOJHT CO3JaHHe YCJIOBHH /IS pealH3aldd Belylleld IOAPOCTKOBOH JEATENBHOCTH —
aBTOPCKOrO JEHCTBHS, BEIPOKEHHOrO B MPOEKTHHIX (opmax pabotel. OT6op MeTo10B 00ydYeHUs
obycnoBieH HeoOXOAMMOCTEI0 (OpMHPOBaHHA HWH(QOPMAILIMOHHOH M KOMMYHHMKAaTHBHOH
KOMIIETEHTHOCTeM crapieknaccHukoB. Cojiepxkanue Kypca mpezmnonaraetr paboTy ¢ pasHeIMH
HCTOYHHKAMH HHPOPMAIIUH.

@opMbl OPraHU3aLHH Y4eOHbIX 3aHATHI:

3aHATHA WMEIOT JIB€ YaCTH: JIEKIMOHHYIO M TIpakTH4ecKyro. BaxHol coctaBisioniei
K2XIOro ypoKa SBJISETCS TBOPYECKAs CAMOCTOSTENbHAA (MHIMBHAyalbHas M KOJUIEKTHBHasA)
pabora yvammxcs. OCHOBHOM THUN 3aHATHH — KoMOMHMpoBaHHBIH. (OCHOBHas LEJb
MpPaKkTHYECKOTO pasjesia MporpaMMmbl — (OPMHPOBAHHE Yy Y4YalIMXCH YMEHMH, CBA3aHHBIX C
HCIIOJIb30BAHHEM TIOJIyYEHHBIX 3HAHWH, 3aKpelUleHHe M COBEPIICHCTBOBAaHHME MPAKTHYECKHX
HABBEIKOB 10 CO3/aHMIO AeNoBbIX Oymar. IIpu opraHu3anuyu 3aHATHH LenecoobpasHO €O34aTh
CHTYaLHIO, B KOTOPOM KaX/(blif yYEHHK MOT BBHIMOJHHUTh HHIAMBHIYalIbHYIO paboTy M NPHUHATH
y4yacTHe B paboTe rpynmsl.

BonbmMHCTBO 3a/1aHKi Kypca BBIMOJHAETCS C MOMOIIBIO NMEPCOHATBHOIO KOMITBIOTEPA H
HeoOXOMMBIX MPOrpaMMHEIX cpeAcTB. Exununeii yueOGHoro npouecca spigercs 60K YPOKOB.
Kaxapiii Takoii 610Kk 0XBaThiBaeT H3ydeHHe OTAeNbHOH WH(DOPMAIIHOHHOM TEXHOJIOIHH WK €€
yacTH. B mpemnaraemoii mporpaMme KOJHYECTBO 4acOB HAa H3y4YE€HHE MaTepHala onpeJiesieHO
s GJIOKOB YPOKOB, CBA3aHHBIX C M3y4YeHHeM OCHOBHOH TeMbl. B xone oOyueHHs ydamumcs
MEpHOAHYECKH TMpEeIaraloTcs KOHTPOJIbHbIE pabOThl Ha NPOBEPKY OCBOCHHA H3YYEHHOTO
MaTepuana. BrinonHeHHe KOHTPONBHBIX paboT cnocobcTByeT OBICTPOMl MoOWIM3aUMH |
NEPEKIIOYEHNI0O BHUMaHHA HA OCMBICJICHHE MaTepHana u3ydaemoil Tembl. Kpome Toro, Takas
NeATeNIbHOCTD BeJIET K 3aKPEIUICHHIO 3HAHHH M CITYXXHT PEryJIspHBEIM HHIHKATOPOM YCNEIIHOCTH
06pa3oBaTeNLHOro Npouecca.



Coaepxanne o0y4eHHns
Monayas 1. KomnsioTepHoe aeonpounssoactso (20 4.)

1. Mamunonucs (2 u).
[IpaBuia TexHuku 6e3onacHoctd. O6opynoBanue paboyero mecta. Mzyuenne
K1aBHaTypsl [IOHATHE O CIIENOM «ecATHNANBIIOBOMY MeToe. CXema KlaBHaTypBl.
IIporpaMMeI-TpeHaXepHl.

Vuawuecs donokcrvl 3Hame:
= Tpe6GoBaHus 6€30MaCHOCTH TpPya Ha pabouem MecTe;
* OCHOBHBIE MPAaBHJIa M HHCTPYKIHWH NO Ge30MaCHOCTH, KOMILIEKC (PU3HYECKUX
yIpaXKHEHHH U1 MPeaypexICHHA NepeyTOMIISEMOCTH.
"  yCTPOMCTBO KIaBHATYphl, HA3HAYeHHE YNPABJAIOIIMX KIaBHII H NPaBuia paboThl ¢ HAMH
TMPH CIIENIOM JIeCATUNAILLEBOM METO/IE;
" [paBmiIa OCANKH MPH MEYATH, HCXOMHYIO MO3HLMIO NAJIBLEB;
Vyawuecs donocror ymems:
*  [I0JIB30BAaTHCA EKTPONPHUOOpPaMH, MEPBHYHBIMH CPEICTBAMH MMOXKAPOTYIICHHA.
*  [PUHAMATH MPABWIBHYIO pabodyio Moca/Ky 3a KIaBHaTypOi, IOCTAHOBKY PYK;
* OpraHM30BHIBaThH paboyee MeCTO H COOMIONATE YCIOBHA TPYAA.

2. Jenonpoun3soactso (5 1).
UcTopus pa3BHTHS AEONPOM3BOJCTBA U CeKpeTapcKoi ciyxOsl. CiyxeOHbie
noxymenTsl. COCTaB PEKBH3MTOB JOKYMEHTOB. Bnank 1okymenTos. [Ipasuna
oopMIIEHHS PEKBH3HTOB JOKyMEHTOB. BHJIbI CITyKeOHBIX IOKYMEHTOB H HX
Ha3zHayeHue. Cocrasnenue U opopmieHue ciyxeOHbIX nucem. [Ipukas u BEITHCKA U3
Hero. ITpoTokon u BEIMKCKa U3 Hero. JIoKna/IHas 3almucKa B CipaBKa. AKT. 3asBlieHHe.
Pesiome.

Yuawuecsa oonoicrer 3name:

®  pacrpOCTPaHEHHBIE COKPALICHUA CJIOB M MPaBHJIa HX IPHMEHEHHS;

®  KIacCH(pMKALHIO BHIOB JJOKYMEHTAIIHH,

* mpaBuia oOpPMIEHHS: TMCEM, NOKIAHBIX 3aMTHCOK, OOBICHHTENBHBIX 3aMHCOK,
CIyeGHBIX CIIPaBOK, MPHKA30B, IPOTOKOJIOB M BBIIHCOK H3 NIPOTOKO1A, 3aABJICHAH,
aBToGHOrpadHii, pesioMe, pacriopsHKEHHH, aKTOB;

* cnocoOsl rpadieHns TabNMIl M MPaBHJIa HX 3aII0JTHEHHA.

* TIOHATHE "DEKBH3HT JOKyMEHTa", COCTAB M Ha3HAUEHHE PEKBH3MTOB CIIyKeOHbBIX
JNOKYMEHTOB;

Vuawuecs oonacrel ymems:

*  3aN0JIHATH ¥ OQOPMIATH PEKBH3HTHI BCEX BHJIOB;

=  COCTaBIATH H OQOPMIIATH CITyXKeOHBIE IOKYMEHTEI,

*  0(OpMIIATD JIHYHBIE JOKYMEHTHI B COOTBETCTBHH C TpeOOBaHUAMH,

=  BBINOJHATH OCTPOSHHUE CJIOKHBIX TaOJIHMIL;

*  HCNOJIB30BaTh CIPABOYHYIO CHCTEMY ULl BBIACHEHHS BOIIPOCOB.

3. KomneioTepHbIe TeXHOJIOTHH (5 1).
OcHoBHbie oraTHs [10. Buisl nporpaMMHBIX MPOAYKTOB I OpraHU3aluu paboTsl
oduca. [onstre u Hasnauyenne OC. Maiinosas cTpykrypa. aiinel, nanku. Cpeacrsa
pabotsi ¢ daiinamu. [Tporpamma «IIpoBomuuK», «Moii komnbioTep». [leficTus,
BhINONIHAeMBle Haf daiinamu. CranaapTaeie mporpammbl WINDOWS. Tlpasuna



YCTaHOBKH NPHKJIAIHBIX IPOTPaMM Ha JkecTKui auck. [lanens ynpasnenus. CiyxeGHbie
TIPOrPaMMBI.

Vuawuecs donscrvl s3name:

BHIbI IPOrPAMMHBIX MPOXYKTOB /Ul OPraHU3aliu paboThl oduca.
NpaBHIa OPraHU3aLHH JOKYMEHTO000pOTa;

NpaBuJia PErHCTPALHK, MHIEKCALWH JOKYMEHTOB,

BU/IBl M Ha3HAUYCHHE HOMEHKIIATYPhI A€

Yuawuecsa dondicner ymems:

OCYIIECTBJIATH CO3[]aHHE, KONMPOBAaHHE, NEPEMEILIEHHE, Y/IaleHHE, IEPEHMEHOBaHHE
(aiinoB ¥ nanox;

BecTH paboTy B CTaHJapTHEIX nMporpamMmax Windows;

HACTPOMTH paboTy KJIaBHATYpHl, MBILIKH, IPHHTEPA,;

C03/1aBaTh, COXPAHATh, OTKPHIBATH JOKYMEHTHI Pa3IHYHbIX HOPMATOB.

TexcroBbiii nponeccop (6 1).

OcHOBHBI€E TIpaBHJIa CO3IaHHA TEKCTOBOTO JoKyMeHTa. CpeZicTBa H crioco0sl
penakTHpoBaHus U GpopmaTtupoBaHus Tekcta. Co3nanne Tabmuu cpencrsamu TII.
Co3nianue KOJIOHTHTYJIOB U 3JieMeHTOB odopMieHus. MaxkerupoBanue. Co3anne
rpadudeckux o6bexToB cpenctBaMu TI1. TexHonorus BHepeHHs U CBA3BIBAHUSA
o6wsexToB OLE. Co3nanue u xpaneHue 6nankoB. HacTpoiika 1mojis30BaTeibckoro
uHTep(eiica.

Vuawuecs oonducrvl 3Hamo:

OCHOBHBIE MPABUJIa CO3/IaHHA TEKCTOBOTO IOKYMEHTa
CpeacTBa M CIOCO0bl pelaKTHPOBaHHA H (OpPMAaTHPOBaHHS TEKCTa

Vuawuecs oonscrvl ymems:

NPOM3BOAXTH 0QOPMIIEHHE JOKYMEHTOB: OQOPMIIATE NepedrCiIeHus (CIIUCKH) B TEKCTE,
0opMIIATH TEKCT B BH/IE HECKOJIBKUX KOJIOHOK, OQOPMIIATH MPaHHLbI U 3AIHBKH B
TEKCTE, BCTABJIATH OIJIaBJICHHE;

oopMIIATH CTPAHHKIIBI JOKYMEHTA JUISl IE€YaTH: pa3MePEl U PacriojlokKeHue MoJe,
HYMEPALHIO CTPAHHL], KOJIOHTHTYJIBI;

pa3pabaTsiBaTh GOpMBI JOKYMEHTOB KaK 1Ia0JIOHBI;

BHEJPATH rpad)HuecKue IEMEHTHI B TEKCT;

opraHu3oBaTh paboTy ¢ penakropom Gopmyi;

NPOM3BOAMTH HACTPOHKY MapaMeTPOB NPOrpaMMbl;

paborath ¢ Tabnuuamu.

paboTaTh CO CKaHEPOM M POrPaMMaMH, NOIEPXKHBAIOIMMH HX paboTy.

Oprann3auHoHHO-TeXHHYecKoe obecneuenne oduca (2 4).

O6mas XxapakTepHCTHKA CPEJCTB OPTTEXHUKH, HX HazHa4YeHHe. CpeacTBa COCTaBICHUS
OpHMI'MHAJIa TEKCTOBOrO J0KyMeHTa. Cpe/icTBa KONMPOBaHUs H ONEPAaTHBHOTO
pasmMHOXkeHHsi. HazHaueHWe W CepBUCHBIE BO3MOXHOCTH (haKCHMHIIBHOH, TenepOHHOM
CBS3H.

Yuawuecs oonocrel sHamo:

MeTo/bI GBICTPOro CO3JaHKsA JOKYMEHTOB CPEACTBAMH aBTOMATH3allMH (CKaHHPOBAaHHE,
CIIMsIHHE);

BH/IBI POTPAMMHBIX MIPOAYKTOB U1 OPraHU3allHi CKaHUPOBaHHA JIOKYMEHTOB;
00110 XapaKTEepPUCTHKY CPEICTB OPITEXHHUKH, HX Ha3HAYEHHE,

TpeGOBaHUA K Pa3MEILECHHIO CPEJICTB OPITEXHHKH B IOMEINEHHH oduca;

Ha3HaYeHHEe H CEPBHCHEBIE BO3MOXHOCTH (paKCHMHIBHOM, TeleOHHOH CBA3M;



cnocoObl aHTUBUPYCHOM 3aIIMTHI.

Vyawuecs donoicrel ymems:

paboTaTh CO CKAaHEPOM M NIPOTPAMMAaMH, TIOJIEPKHBAIOIIUMH HX paboTy.

Moayas 2. Komnblorepubie Texnosiorus (14)

6.

Pa6ora ¢ uncjoBoii nadopmanmeii (6 4)

Tabauunsii cniocob opranusaiuyu 06paboTKH JaHHBIX. DNEKTPOHHas Tabauua. Jransl
co3aaHus TabMMYHOro AoKyMeHTa. @opMyIbl B QyHKIHMH B TaOJIMYHOM IPOLECCOPE.
AGCOMOTHBIE ¥ OTHOCHTENIbHBIE CCHUIKH. [IuarpamMmsl. PeakrupoBanue,
¢bopmarupoBanue auarpamMM. [TIoMCK, COPTHPOBKA, MEXTabIMYHbIE CBA3M.
HUcnonb3opanne IT kak dpopmsl 11 BeneHus oryeTHoctTH. Cratuueckas o6paboTka
JaHHBIX.

Yuawuecs donocrel 3nHamu:

Ha3HAYeHHE TEKTPOHHBIX TabHII;

snemenTsl DT (cTpoKa, cronbew, sueika, IMCT, KHHIra) ¥ MX XapaKTepHCTHKH;
THIIBI IAHHBIX U (POPMATHI MX MPE/ICTaBICHHU;

noHATHE abCOIOTHOH U OTHOCHTENILHON CCHUIKH;

MpaBuJia MpeACTaBIeHAs YHCIIOBOH HH(opMaluu rpagHUeCKUMH CpeICTBaMH
TabJIMYHBIX MPOLIECCOPOB.

Yuawuecs oonocHol ymems:

NONB30BaThCA MPHEMAaMH ABTOMAaTH3aLMK NpH 3anonHeHuH Tabnui Microsoft Excel;
COCTABJIATH (POPMYJIbI VI BHIYHC/IEHMH B TabNHIe, HCTIONb3Ys CTAHIAPTHBIE QYHKIMH;
MPOM3BOIMTH PelaKTHPOBaHHE IOTOBBIX TabJIMYHBIX JOKYMEHTOB;

TIPEACTaB/IATh JAHHbIE B BUJIE Pa3HOTHITHBIX HarpamMM, MPOBOIAMTE HX pelaKTHPOBaHHE
¥ (opmaTHpOBaHHeE.

Xpanenne n 06paborka naHubIx (4 4)

Ba3sl nauHbix. HazHauenue 6a3sl nanHbiX. BBoJ M peakTHpoBaHHE JIAHHBIX B TabuLax.
Cosnanue B]] c npumenennem «Mactepa». Co3nanue b1 B pexume «KoHCTpyKTOp».
Coznanue ¢popM. PenakrupoBanue ¢popmel. Cosnanne U pelaKTHPOBAHHE OTYETOB.
O6pa6oTKa JaHHBIX TIOMCK, 3a1poc, GUALTpalKs.

Yuawuecs donacror 3Hame:

NOHATHE, HA3HA4YEHUE, BHbI 623 JaHHBIX;

TNOHATHE, Ha3HAYEHHE CHCTEMBI yrpasieHus 6a3zamu nanssix (CYB/I);
¢dynkumuonansHble Bo3moxHocTd CYB/L;

Ha3Ha4YeHHe MacTepa H KOHCTPYKTOpa;

Ha3Ha4yeHHe 3anpoca, GpunsTpa.

Yuawuecs oonaicnvl ymems:

OpraHM30BaTh CPEJCTBAMH TOMCK, COPTHPOBKY, MEKTa0IMUHBIE CBSA3H.
CO3/1aBaTh CTPYKTYPY OHOTabIM4YHOMN 6a3bl JaHHBIX CPEICTBAMH MAcTepa U
KOHCTPYKTOpa;

BBOJMTBH M peJaKTHpOBaTh AaHHble cpeacTBaMu CYB/I;

(dhopMupoBaTh GUILTP U1 0TOOpA HYKHBIX JaHHBIX;

OCYILECTBIATH COPTHPOBKY JIaHHBIX;

co3nasatk oT4eT cpeacrBami CYB/] ans BeIBOJA NaHHEIX;



co31aBarTb BIl H3 IBYX B3aUMOCBA3aHHBIX TabnuIL.

8.

Co3nanne npesenrauuii B cpene Power Point (2 1)

Co3naHue npe3eHTaLHi MPH NoMOoIH mabioHoB odopmieHns U Macrepa
aBTocoepxanui. Co3aHHe HHTEPAKTHBHBIX 00yyalomux npesenTauui. Hactpoiika
PEXHUMOB IEMOHCTPALIMH.

Yuawuecs donxcrol snamo:

4To Takoe nporpamma Power Point;

unTepdeiic nporpammsl Power Point;

rae NPUMEHSAIOTCA KOMIBIOTEPHbIE MPE3CHTALHH;
npaBuiia co3/laHHUs Npe3eHTalHH.

Yyawuecsa donocHol ymems:

. 8

CO3/1aBaTh MYJIbTUMEAMHHBIC NIPE3CHTALIHH;

106aBNATH B MPe3eHTalHI0 O0BEKTHL, 3BYKH H aHHMALIHIO;
HAXOIHUTh HEOOXOAUMYIO HHPOPMALIMIO B Pa3THYHBIX HCTOYHHKAX;
paborats B rpynme.

Anexrponnsbiii opuc (1 4)
3HakoMcTBO ¢ uHTep(deiicom cpeapt Outlook

Vuawuecs oonocrnol s3name:

TIOHATHE Ccepeep, CCblIKA, 2NeKMPOHHbIU adpec, 31eKMPOHHAA noYma,

Vuawuecs donscnol ymems:

OCYIIECTBJIATh OOMeH HHpOpMalHei no MEKTPOHHOM! noyTe

10. CereBbie TexHoJioruu (1 9)

TexHonorus pa6orsl B cetd. Unreprer. Cepsuc B cetn MuTepHer.

VYuamuecs NOKHEI 3HATh:

CTPYKTYpY H npHeMsl paboTsl B Opay3epax;

VYyamuecs NOMKHBL yMETh:

OpraHu30BaTh NOKCK HH(popMaluH B ceTH MHTepHeT.

B pe3yJjibTaTe H3y4YeHHS Kypca yyallHecs N0/IKHbI 3HATh:

B

(98]

P

TpeboBaHUs Ge30MacHOCTH TpyAa Ha paboyeM MecTe;

OCHOBHBIE MPABWIA K HHCTPYKIMH N0 630MacHOCTH, KOMIUIEKC (QH3MYECKHX
yTpa)XHEHHH U1 peayTpexIeHHA NepeyTOMIAEMOCTH.

YCTPOMCTBO KIIaBMATyphl, Ha3HaYeHHe YNPaBJIAIOMUX KIaBAII H NpaBuiia paboThl ¢ HUIMH
NPH CJIENIOM AECATHNAIBLEBOM METOE;

NpaBHJia MOCAKH MPH TeYaTH, HCXOAHYIO MO3HUIIHUIO NaIbLEB;

PacnpoCTPaHEHHbIE COKPALICHHA CJIOB M NPaBH/Ia UX NIPHMEHEHH,
K1acCU(pHKALHUIO BHIOB JOKYMEHTAIHH;

npaBuiIa 0hOPMIICHHA: THCEM, NOKIAHBIX 3AMHCOK, OOBACHHTENIBHBIX 3aMTHCOK,
cnyxeOHBIX CIIpaBOK, PUKa30B, MPOTOKOJIOB H BRIITHCOK M3 NIPOTOKOJIA, 3asBJICHHMH,
aBToOHOrpadwmii, pesroMe, pacniopsHKeHHH, aKTOB;



8. cnoco6bl rpaduieHus TabJIKL ¥ NIPaBUJIA MX 3aTIOJIHEHHS.

9. nousaTHe "PEeKBH3MUT NOKyMeHTa", COCTAaB M Ha3HAYE€HUE PEKBHU3HTOB CITyXKeOHbIX
JOKyMEHTOB;

10. BH/1bI IPOrpaMMHBIX IPOAYKTOB JUIA OpraHu3anuu paboTel opHuca.

11. mpaBuia OpraHU3aL|K JOKYMEHT0000pOTa;

12. npaBuia perucTpalyy, WHACKCAIUH JOKYMEHTOB;

13. BHIBI B Ha3HAYECHHE HOMEHKJIATYPBI JIEJ;

14. npaBuia TeneoHHOro OOIIEHHUS.

15. Ha3HAYEHHE JIEKTPOHHBIX TabJIHIL;

16. anementsl DT (cTpoka, cronber, s4eHka, TUCT, KHATa) H HX XapaKTePHCTHKH,

17. THNBI JaHHBIX ¥ GOPMATHI HX NPE/ICTABICHHS;

18. nonsaTHe abCOMOTHONH U OTHOCUTEIBHON CCBUIKH;

19. npaBuia npeacTaBiIeHAs YMCIOBOM HHPOPMALMHK rpadUUecKUMH CPEICTBAMH
TabJIMYHBIX POLECCOPOB;

20. moHsATHE, Ha3HaYeHHe, BH/IBI 0a3 JaHHBIX;

21. noHATHE, Ha3HaYEHHE CHCTEMEI yripaBieHus 6azamu nanHeix (CYBJI),

22. pyHkuuoHanbHble Bo3MoxHOCTH CYB/I;

23. Ha3HaYeHHe MacTepa H KOHCTPYKTOpa;

24. HazHaYeHHe 3anpoca, GUIbTpa;

25. gro Takoe nporpamma Power Point;

26. unrepoeiic nporpammsl Power Point;

27. rae NpUMEHSIOTCS KOMITBIOTEPHBIE MPE3EHTALINH,

28. npaBuia co3/1aHUA NPE3EHTALIHH,

29. BUBI KOMITBIOTEPHBIX ceTeH;

30. NOHATHE cepeep, CCblIKA, INEKMPOHHbLY aopec, S1eKMPOHHAA NoYma,

31. ctpykTypy ¥ npHeMsl paboTsl B 6pay3epax;

32. cnioco6sl | cpencTsa paboThl ¢ paiiiamu (nporpamma ITpoBOAHKK, MEHIO, MBILIb),

33. neiicTBHs, BBINONHAEMBIE HAX (aiinaMu U nankamy, alrOpUTMBbI 3THX AeHCTBHH;

34. xapaKTepUCTHKH (aiinos;

35. npuemsl paboThHI CO CTaHIAPTHEIMH IIPOTPAMMAaMH;

36. MOHATHE TEKCTAa €r0 OCHOBHBIX JJIEMEHTOB H HX XapaKTepUCTHKHU (CUMBOJI, ab3all);

37. Ha3Ha4YeHHE U OCHOBHBIE BO3MOXXHOCTH TEKCTOBOTO MPOLIECCOpa;

38. cTpykTypy MHTepdeiica TEKCTOBOrO MpOLECCOpa M Ha3HAYEHHE €ro 3JIEMEHTOB,;

39. cyTh onepaiuii BCTaBKH, 3aMEHBI, YJaIeHHs, KONMHPOBAHMUA, NEPEMEIEHUA 00BEKTOB

40. cpencTea u cnocoObl pefakTHpoBaHus ¥ popmaTupoBanus T/1;

41. NOHATHE W TEXHOJIOTHIO BHEAPEHHS 00BEKTOB (PHCYHKOB, IHArPaMM);

42. MeToas! GBICTPOro CO3/1aHKs JOKYMEHTOB CPEICTBAMH aBTOMATH3alluK (CKaHHPOBAHHKE,
CNTUSTHUE);

43. Bubl MPOrpaMMHBIX NPOYKTOB ISl OpPraHH3allii CKAaHHPOBAHHA I0OKYMEHTOB;

44. 0611y10 XapaKTepHUCTHKY CPEACTB OPITEXHUKH, MX Ha3HAYEHHE,;

45. Tpe6OBaHHA K Pa3MELIEHHIO CPECTB OPITEXHHKH B OMEIIEHUH OdHuca;

46. Ha3HAYEHHE U CEPBHCHBIC BO3MOXKHOCTH (PaKCHMHIILHOIM, TeeOHHOM CBA3H.

47. cnocoObl aHTHBUPYCHOH 3aIUTHI.

Yuammuecs 10/KHbI YMeETh:

1. monb30BaThCA 3MEKTpONpUOOpaMH, NMEpPBHYHBIMHM CPENCTBAMH MOXAPOTYIICHHS.
2. TNpHHEMATh MPaBHIBHYIO pabodylo MocajaKy 3a KJIaBHaTypOM, IOCTAHOBKY PYK;
3. opraHM30BHIBaTh paboyee MecTo M cOOMIONATh YCIOBHS TPYy/a.

4. 3anoNHATH U O(OPMIIATE PEKBH3UTHI BCEX BHUIIOB;

5. cocTaBiaTe H OQOPMIIATH CITy)KeOHBIE TOKYMEHTEI,

6. o¢OopMIIATH IHYHBIE JOKYMEHTHI B COOTBETCTBHH C TpeOOBaHHAMH,



7. BBINOJHATH MIOCTPOSHHE CIIOXKHBIX TaOMIHIL;

8. HCMONB30BaTh CMPABOYHYIO CUCTEMY JUIS BBIICHEHHA BOIPOCOB;

9. OCYLIECTBJIATH CO3/laHHE, KOMPOBaHHE, NIEPEMEILEHHE, yIaJIEHUE, IEPEHMEHOBaHHE
(aitnoB 1 nanox;

10. BectH paboTy B cTaHAapTHbIX nporpaMmax Windows;

11. HacTpouts paboOTy KJIaBHATYphl, MBIIIKH, IPUHTEPA;

12. co3naBaTk, COXpaHATh, OTKPHIBATh JJOKYMEHThI pa3/IMYHbIX (OpMaTOB;

13. npou3BoaHTH 0POPMIIEHHE JOKYMEHTOB: OQOPMIIATE MEPEYHUCIICHHS (CIIMCKH) B TEKCTE,
0(OPMIIATH TEKCT B BUJE HECKONBKHX KOJIOHOK, OQOPMJIATE IPAHHUIIBI M 3aJIHBKH B
TEKCTe, BCTABJIATH OTJIaBJICHHE;

14. 0hopMIATH CTPAHMIBI JOKYMEHTA IS NIEYaTH: pa3Mephl M PacriojioKeHHe Moiei,
HyMepaLHIO CTPAHULL, KOJIOHTHTYJIBI;

15. paspabaTeiBaTh OPMBI JOKYMEHTOB KaK IIA6JIOHBI;

16. BHeAPATH rpapUuecKHe FIEMEHTHI B TEKCT;

17. opranu3zoBaTh paboTy ¢ peaakTopoM GopMmy.r;

18. MpOM3BOANTH HACTPONKY NMapaMeTPOB MPOrPaMMBI;

19. paboratk ¢ TabnHLIAMH.

20. pa6oTaTh CO CKaHEPOM H TIPOrpaMMaMH, MOIEPIKHBAIOIMMH HX paboTy;

21. nosp30BaThCA MPHEMAMH aBTOMAaTH3aLMK NPH 3anonHeHnH Tabnui Microsoft Excel;

22. cocTaBisaTh GOPMYJIBI /IS BEIYHCIECHHN B TaO/NHIle, HCIIONB3YS CTAHAAPTHbIE QYHKIMH,

23. NpOU3BOAMTH PEAAKTHPOBAHHE 'OTOBBIX TAOIHYHBIX IOKYMEHTOB;

24. npe/cTaBIATH JaHHEIE B BUIE Pa3HOTHITHBIX JHAarpaMM, POBOJMTHL MX PEIaKTHPOBAHHE
¥ popMaTHpOBaHHE;

25. opraHM30BaTh CPEACTBAMH TIOHCK, COPTHPOBKY, MEXTa0IMYHEIE CBS3H.

26. co3naBarh CTPYKTYpY OAHOTaOIMYHOM 6a3bl JaHHBIX CPEJICTBAMH MacTepa
KOHCTPYKTOpa;

27. BBOAMTH U peaaKTHpOBaTh JAaHHbIe cpencTBaMH CYB/L;

28. popmupoBaTh (GHUIBTP A1 0TOOPA HYXKHBIX JaHHBIX;

29. ocymecTBIATE COPTHPOBKY JIaHHBIX;

30. co3naBatb ot4et cpencteaMu CYB/] nns BeIBOa NaHHBIX;

31. coznaBars b/l U3 ABYX B3aMMOCBs3aHHBIX TabIuIL;

32. co3naBarh MyJIbTUMEHITHEIE TIPE3CHTALINH;

33. no6aBnATH B Npe3eHTalHI0 0OBEKThI, 3ByKH H aHUMAIIHIO;

34. HaxoaUTh HEOOXOAUMYIO HHPOPMALIHIO B Pa3IHYHbIX HCTOYHHKAX,

35. pabotats B rpynmne;

36. ocymecTBiATh 06MEH HHpOpMaLHeEH M0 NEKTPOHHOM N0YTe;

37. opraHu30BaTh NOKUCK HH(popMaluu B ceTd MHTEpHET.

HaBbik, mpuoOpeTeHHbIE B 3TOM Kypce, MOTYT pacCMaTpHUBaTbCs Kak OIMH M3
NPOMEXKYTOUYHBIX ITANOB MPO(ECCHOHATEHOrO B3aUMOJEHCTBHA B OO0 cepe NesTeNbHOCTH,
B TOM uHclie M BhIOpaHHON mnpodeccHoHabHON. 3HaHHe (GOopM M MeTol0B OQOpMIIEHHS,
CTPYKTYphl W Ha3HA4YeHHUS OCHOBHEIX BHIOB JIEJNOBBIX NOKYMEHTOB, YMEHHE MpPAaBHIBHO HX
COCTABJIATH M OOPMIIATH ¢ MOMOLIBIO KOMITBIOTEpA MO3BOJIMT ydamuMmcess B Gynymem ObicTpee
aJlanTHPOBAaThCs B YCIIOBHSAX PeabHOH J1eIOBOH JNEATEIbHOCTH.

Cnoco6bl ONeHHBAHHS YPOBHSI AOCTHXKEHHH yIamHXcs:

[TpeamMeToM QHATHOCTHKH W KOHTPOJIS ABJAIOTCA BHENIHHE 00pa3oBaTe/IbHbIE MPOIYKTHI
Y4EHHKOB (CO3aHHBIE AOKYMEHTHI), a TAKOKe MX JITYHOCTHBIE KayecTBa (OCBOEHHBIE CIOCOOBI
NEATENLHOCTH, 3HAHHA, YMEHHs), KOTOpbIe OTHOCATCA K LENAM H 3anadaM Kypca. OcHOBO#H s
OLIEHHBAHMA JIEATEILHOCTH YUYEHHKOB ABJAIOTCS pe3ylbTaThl aHAIW3a €ro TNpOAYKUMH H
JEATEIBHOCTH MO ee co3gaHmio. OIeHKa HMEeT pa3ziMYHble CNOCOOBI BBHIPAXKEHHS — YCTHBIE



CY)KI€HHsI Me/iarora, MMCbMEHHBIE KadeCTBEHHBIC XapaKTEPHCTHKH, CHCTEMaTH3MPOBaHHbIE
aHANWTHYECKHE NaHHbIE, B TOM 4Hcjle W pedTHHrd. OLeHKe MOUIEKHT B NEPBYIO OYepedb
YPOBEHb JOCTHXKEHHS YYEeHHKAMH MHHHMAIbHO HEOOXOMMMBIX pe3ysbTaToB, 0003HAYEHHEBIX B
nensx M 3agadax kypca. OLEHMBaHMIO MOIEKAT TAKKE T€ HANpaBlI€HHS M PE3yJIbTaThl
JeATEIHOCTH YUYEHHKOB, KOTOPBIE OTpe/ieNieHbl B paboyeii mporpamme yuutens. OnHa U3 3a1a4
negarora — oOydYeHHe AeTell HaBblkaM caMoOoleHKH. C 3TOH LeNbIO YYHMTENb BHIAEIAET H
NOSCHAET KPUTEPHWH OLECHKH, YYUT nereil (opMyIHpoBaTh 3TH KPHTEPHH B 3aBHCHMOCTH OT
NOCTaBJICHHBIX LIeJIed U 0COOEHHOCTEH KOHEYHOro 06pa3oBaTebHOro NpoayKTa. s KoHTpoIs
3HAHUH MCIOJIB3YeTC PEHTHHINOBas CHCTEMa. Y CBOEHHE TEOPETHYECKOH 4YacTH MpOBepseTcs ¢
NoMoIIBi0 TecToB. Kakaoe mpakTHYecKoe 3aHATHE OLEHHBAETCSA ONPEJE/IEHHBIM KOJIHUYECTBOM
6asnos.

JIis OLEHMBAHHMSA 3JIEKTHBHOIO Kypca MCIONb3YyeTcs CHCTEMAa «3auem — He3auemny.
DNEKTHBHBIH KYpC CYMTAeTCs OCBOEHHBIM YHYAIMMHKCH, €CNM MO cymMMe 0ajjioB 3a TeCTHl H
npakTuyeckue paboTsl ydamuecs Habpanu He MeHee 40% ot obmeil cyMMBI GaslIOB M MOCETHIIA
He MeHee 80% 3aHATHIA.
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