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1. MOACHUTEJIBHASA 3AIIMCKA

Hucrunmaa "Unpopmamuxa™ oTHOCHTCS K 0a30BOM YacTH JAUCITUTUTHH
y4eOHOro IijIaHa no HanpapieHuto noaroroBku 38.03.03 «YmpasneHue

TIEPCOHATIOM)).

1.1. IEJb U 3AIAYH JUCIATITAHBI

IIpeamer Kypca - TEOpeTHYECKHME OCHOBBI HMH(POPMATHUKH  Kak
byHIaMEHTAIPHOW HAyKd W CIOCOOBI HCIIOJIh30BAaHUS COBPEMEHHBIX METOOB
XpaHeHHUsl, MpeoOpa3oBaHusl U mepegayr MHGOpMalMK B 00JIaCTU YNpaBIICHUSA
MEPCOHAJIOM C TIOMOIIbI0 COBPEMEHHBIX BBIYUCIUTEIBHBIX CPEJICTB.

Heab Kypca — MOATOTOBUTH BBIMYCKHUKA, O0JIaIAalONIEr0 3HAHUSMU TIO
OCHOBHBIM (hyHJIaMEHTAIbHBIMUA MOHATUSAMU UH(OOPMATHKHU, KaK HAYKH O 3aKOHAX
U METOJIaXx U3MEpPEeHUs, XpaHeHus, 00paboTku, coopa u nepenadyu uHGopmanuu ¢
WCIIOJIb30BaHUEM BBIUHUCIUTEIBHOW TEXHHUKH, HaBbIKAMHU CHCTEMHOIO MOJIXO0JA K
paboTe C COBPEMEHHBIMH MPOrPAaMMHBIMU CpelaMu U TPodecCHoHaTbLHBIMU
KOMIETEHIIUSIMU, HEOOXOJAUMBIMHU JJIS PEIICHUs 3aJad B NpodecCHOHaTbHOU
JEATEIIbHOCTH.

3agaum Kypca:

- U3YYUTh TEOPETUYECKYI0 0a3y ISl TOCIEOYIOMIEr0 W3Y4YEHHUsS HOBBIX
WHOOPMAITMOHHBIX TEXHOJIOTMM U UX TMpPUMEHEHUs B TpodeccruoHaIbHOM
JeATEIIbHOCTH;

- YCBOUTH OCHOBHBIE HAaBBIKM MPAKTUYECKOTO BJIAJCHUS IMEPCOHAIbHBIMU

KOMITBIOTEPAMU U TUIIOBBIMU IPOTrPAMMHBIMH CPEACTBAMU MH(DOPMATU3ALINH .



1.2. llepevyeHb MJIAHMPYEMBIX Pe3yJIbLTATOB 00y4eHHs M0 JUCHHUILINHE, COOTHECEHHBIX €

HHIMKATOPAMH JOCTUKEHHs] KOMIIeTeHIIU

KoMnerennus
(Ko 1 HAMMEHOBAHME)

NuagukaTopbl
KOMIIeTeHI U
(KO 1 HAMMEHOBAHUE)

Pe3yabTarsl 00yyeHus

OIIK - 5 Cnocobuocts
UCIIOJIb30BATh  COBPEMCHHBIC
UH()OPMAIMOHHBIC
TCXHOJIOTMKM MW MPOrpaMMHBIC
CpencTBa  OpU  PEIICHHUU
npodecCHOHATBHBIX 3a1a4

OIlIK-5.1 -
COBPEMEHHBIMU
MH(OPMALIMOHHBIMU
TEXHOJIOTUSIMU JJI pPELICHUS
npodeccuoHanbHbIX 3a1a4

Biaanenue

OIIK-5.2 - Vcnonws3oBanue
COBpPCMCHHBIX IMPOrpaMMHBIC
cCpeacTBa  NpU  PELICHUH
npodeCCHOHATBHBIX 3a1a4

3nams:

- COBpPEMEHHBIE
UH(POPMAIMOHHbIE
TEXHOJIOTUM U MPOTrpaMMHBbIE
CpeAcTBa  NpU  PELICHUU
npodecCHOHATIBHBIX 3aja4
0COOCHHOCTH coopa,
XpaHEHHUs U aHaIM3a JaHHBIX,;
- poib u 3HAYCHUE
uHpopmaruu u
MH(OPMALIOHHBIX
TEXHOJIOTUII B COBPEMEHHOM
MH(OPMaLIOHHOM
IIPOCTPAHCTBE;

- OCHOBHbIE  TpeOOBaHUS
MH(OPMaLOHHON
0€301MacHOCTH.

Ymemy:

- WCIIOJIb30BaTh COBPEMEHHBIE
POTpaMMHBIE CPEACTBAa TpHU
penieHud mpoheCcCHOHATBHBIX
3ajad,

- paborarb ¢ uHpoOpMaIUeH B
rII00ANBHBIX  KOMITBIOTEPHBIX
CeTIX U  KOPIOPATUBHBIX
MH(POPMAIIMOHHBIX CHCTEMAX;
- TPUMEHATh HaBBIKU PAOOTHI
c KOMITBIOTEPOM KaK
CpEeICTBOM yIpaBlIeHUs
uH(popManuen.

Braoemy:

- COBPEMEHHBIMHU
MH(POPMALOHHBIMU
TEXHOJIOTUSIMHU JIIST  PEUICHUS
npodeccHOHATBHBIX 33/au,;

- KyJbTypOW MBIIIICHHS,
CHOCOOHOCTBIO K BOCTIPHSTHIO,
000011IeHUTO u aHATN3Y
uHpopManuu, MOCTaHOBKE
el W BbIOOpPY myTed ee
JTIOCTHKEHHUSL.

OIIK-6. CrnocobeH moHMMATh
MIPUHIIUITBI paboTsI
COBPEMEHHBIX
WH(OPMAIIMOHHBIX
TeXHOHOFI/II\/’I U HCIIOJIB30BaATh

OIIK-6.1 Criocoben
MMOHUMATh MPUHIIUIIBI PAOOTHI
COBPEMEHHBIX
MH(OPMAIIMOHHBIX
TEXHOIOTHI

3HaTh:

- MIPUHIUIIBI
COBpPEMEHHBIX
UH(OPMAIIMOHHBIX
TEXHOJIOTHI;

paboTHI




UX A peleHus  3amay YMeTh:
npodecCuoHATbHON - WUCIOJB30BaTh Ha MPAKTHKE
JIeSITeIIbHOCTHU 3HAHUS TPUHIUIOB PaOOTHI
COBpPEMEHHBIX
MH(POPMALIMOHHBIX
TEXHOJIOTUH,

Baagern:

- TEXHOJOTHEeW paboThl ¢
COBPEMEHHBIMU
WH(pOpPMaITMOHHBIMHU
TEXHOJIOTHSIMU,

OIIK-6.2 Cnoco0eH | 3HaTh:

UCIIOJIb30BATh OPUHIUIEI | - TPUHIUITBL paboThI
paboThI COBPEMEHHBIX | COBPEMEHHBIX
MH(POPMALIMOHHBIX MH(POPMALIMOHHBIX
TEXHOJIOTUM JUIi pELIeHUs | TEXHOJOTMH Ul  pelleHus
3aga4 npodeCCHOHATBHON | 3a7a4 npodeccuoHaTbHON
JeSTeIbHOCTH NeSITeIbHOCTH;

Ymers:

- HCIOJIb30BaTh IPUHIUIIBI
paboThI COBPEMEHHBIX
MH(POPMALIMOHHBIX
TEXHOJIOTUH ISl pelIeHus
3aj1a4 npogeccuoHalIbHON
JeSITeTTLHOCTH;

Baagern:

- METOJaMH HCIIOJIb30BAHUS
COBPEMEHHBIX
MH(OPMALIOHHBIX
TEXHOJIOTUI AN pelleHus
3a1a4 npodecCuoHaTbHOM
JeSITETIbHOCTH.

Paboueit mporpamMmoil MPEayCMOTPEHBI CIACAYIOIIMNE BHIBI KOHTPOJIS:
TEKYIUA KOHTPOJb YyCIEBaeMOCTH B (opme mnpueMa mabopaTOpHBIX padoT,
MIPOMEKYTOYHAS aTTeCTalus B opMe dK3ameHa.

OO0mrast TPyIOEMKOCTh OCBOCHHUS IUCIHUILIMHBI COCTABISICT 3 3a4€THBIX

enuaunbl, 108 gacos.
1.3. MECTO JUCHUIIJIMHBI B CTPYKTYPE OBPA3OBATEJBbHOM [TPOT'PAMMBI

Hucrummaa «MHpOopMaTrKay SIBASETCS AUCIUIUIMHON 6a30Boit wactu OI1
BIIO mnporpammel 0OakanaBpuata 1o HampasieHuto mnoarotoBku 38.03.03 —

«YmpapieHue mnepcoHasiom». JIUCHMIUIMHA peanu3yeTcs Ha  (akyJIbTeTe




yrpaBiieHus: MHCTUTyTa 3KOHOMUKH, ympaBieHuss W mpaBa PITY kadenpoii
MOJEIUPOBAHUS B 3KOHOMUKE U YIIPABICHUH.
Ha stoit nucturminne 0a3upyroTcs Takue NPeaMeThl Kak:
— Ungopmayuonnvie mexnonocuu 6 ynpagieHuu nepcoHarom,
— Mapxkemune nepconana,
— Hokymenmayuonnoe obecneuenue ynpasienus nepcoHailom;

- A@m0Mamu3Mp08aHHbl€ cucmembsl ynpaesjileHusd nepCcoralom.

2. CTpyKTypa IMCHUTLINHBI
OO0mas TpyA0EMKOCTh AUCIUIUIHHBI COCTABIISET 3 3.€., 108 akamemudeckux daca (OB).
CTpyKTypa THCUMILUIMHBI 151 09HOM (GopMBbI 00yUeHHsI

O0beM AWUCIUIUIMHBEI B (OpME KOHTAKTHOW paboThl OOYyYAIOMIMXCS C IeJarorm4ecKuMHU
paboTHUKaMH U (WIIK) JIMLAMH, TIPUBIIEKAEMBIMH K pealln3alii 00pa30BaTeNbHON MPOTrpaMMbl Ha MHBIX
YCIIOBHSIX, TIPU TIPOBEACHUH YUCOHBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHI KonuuecTtBo
4acoB
1 Jlexuun 18
1 CemuHapbl/madbopaTopHbie PabOTHI 24
Bcero: 42

O0beM TUCIUIUTMHBL (MOIYJIs) B JOPME CAMOCTOSITENbHON paOOThl 00YYAIOIIHMXCS COCTABIsET 48
aKaJieMHIecKux gaca(oB).

CTpyKTypa JMCHUILVIMHBI JIs1 09HO-3209HON (POpPMBI 00yUeHHNs

O0beM JHUCIUIUIMHBEI B (OpME KOHTAKTHOW paboThl OOYyYAIOMIMXCS C IEJarormyecKuMHu
paboTHHKaMu ¥ (MJIH) JIMIIaMH, IPUBJIEKAEMBIMH K pealln3alii 00pa30BaTEeIbHOW MPOrpaMMBbl Ha MHBIX
YCIIOBUSIX, TIPU IPOBEACHUN YUEOHBIX 3aHSATHI:

Cemectp | Tun yueOHbIX 3aHATHI KonuuecTtBo
4acoB
1 Jlexuuu 8
1 Cemunapbl/nabopaTopHble padOThI 16
Bcero: 24

O0beM JUCIUTUIHHEI (MOIYJIs) B JOPME CaMOCTOSATENLHOW PA0OTHI 00YYAKIIUXCS COCTABISET 66
aKaJIeMHUYECKUX Jaca(oB).

3. COAEP) KAHME JUCHUIIJINHBbI

Tema 1. UTHOPOPMATHKA KAK HAYKA



Hcropust crtaHoBieHHs WH(OOPMATHKH, COAEp>KaHWE HMHPOPMATUKH Kak
byHIaMEeHTAIbHOW HAyKd, €€ CBS3b C MaTEMaTUKOW, ECTECTBEHHBIMU H
TYMaHUTAPHBIMU HayKaMU, ISATh UH()OPMAIIMOHHBIX PEBOJIIOLMN U UX 3HAYECHUE B

Pa3BUTHHU O6HIGCTBa, I/IH(bOpMaIlI/IOHHOG O6HIGCTBO OCHOBHBIC YCPTHI.

Tema 2. THOOPMALUA. UTHOOPMALIMOHHAA KYJIBTYPA.

[Tonsitue nudopmanuu, onpeneneHus, 1anubie U 3HaHus. UHpopmaTuzanms
U e BIMSHHE Ha COIMAJIbHO 3IKOHOMHUYECKHE mpouecchl. MHpopMannoHnHas

KYJIbTYpa.
Tema 3. 9TAIIbI PA3SBUTUSA 3BM. KIACCUD®UKALIUA IOBM.

OTKpbITHS, MPEIIISCTBYIONIUE CO3IaHUI0 KOMIIBIOTEPOB, IOKOJIEHUS
KOMITBIOTEPOB U MX XapaKTEPUCTHKH, Kiaccudukaius IBM no GyHKIIMOHATEHBIM

BO3MOXHOCTAM.

Tema 4. APXUTEKTYPA OBM.

ApXHUTEKTypa U NPUHIUIEI TTocTpoeHuss IBM, cocTtaB cuctemMHoro 0yoka,

YCTPOMCTB BBOJ1a-BbIBOJA HH(POPMALIUH.

Tema 5. IPOTPAMMHOE OBECIIEYEHHUE IIK.
WHTETPUPOBAHHBIN MMAKET ITPUKJAJTHBIX ITPOTPAMM MS OFFICE.

Knaccudukanus mnporpammuoro obOecreuenuss I[IK. Cuctemuoe IIO.
OmnepalmoOHHBIE CHUCTEMBI, OIEpaIMOHHBIE O000JI0UKH. [lakeTel TPHUKIATHBIX
IPOrPaMM.

HasnaueHnne W OCHOBHBIE (DYHKIIMOHAJIBHBIE BO3MOXXHOCTH MPOTPAMM B
coctaBe wuHTerpupoanHoro mnakera MS OFFICE. OcHoBHbIE (YHKLHH,
uHTepdeiic, TpeacraBieHne  WHPOPMAIIMM  HA  DKpaHe,  YIpaBICHUE
npeacTaBiIeHrneM WHGopManu, Tpadudeckoe MpeICTaBICHHE JaHHBIX, OCHOBHBIE
MOHSATUS W TIPaBWJIA, CEPBUCHBIC JJIEMEHTHI, IMapaMeTphl HACTPOWKH: 0oOIIue,
pacmnoiokKeHue, BU, BBOJ TEKCTa, ONEPAINH PEIaKTUPOBAaHUS, (POPMATUPOBAHUS

U PacroyIO’KeHHE TEKCTa Ha CTpaHUIlEe, padoTa ¢ 00bEKTaMH.



Tema 6. IPUHLHUIIBI U METOAbI 3AILIMTBI UHPOPMALINU

[Tonsitne wWHGOPMAMOHHON 0€30MaCHOCTH, HanOoJIee PacIpOCTpaHEHHBIC
YIpO3bl, OCHOBHBIE METO/IbI 3aIIUThl OT HECAHKIIMOHUPOBAHHOI'O JIOCTYMA, 3alATA
MPOTPAMMHBIX MPOAYKTOB, OCHOBHBIE TIOHATHS O 3allUTE MPOTPAMMHBIX
MPOAYKTOB, MporpaMMHsbie cuctemsbl 3amuThl L1111, mpaBoBeie MeToAb! 3amuThl 1111

u 0a3 JaHHBIX.



10

4. OBPA30OBATEJIBHBIE TEXHOJIOI'MHU

[Ipu peanu3anuy mporpaMMbl TUCIUTUTUHBL «HHGopMmamuKa» ACTIOIb3YIOTCS
pasznu4HbIe 00pa30BaTENbHBIE TEXHOJOTHHW — BO BPEMS ayJIWTOPHBIX 3aHATHN
3aHATHS MPOBOJSATCA B BUJE JEKIMM ¢ ucnonb3zoBanueM [IK u mpoekropa, a B
3aBUCUMOCTH OT M3J1araéMoi TEMbI — BBOJIHASI, TTOJATOTOBUTEIIbHASI, YCTAHOBOYHAS
JICKIIUH, JEKIUS-TUCKYCCUS U JIEKIUS C Pa300POM KOHKPETHBIX.

Oc0OEHHOCTBIO  JTA0OPAaTOPHBIX pabOT SBISIETCS WX KOMIIBIOTEpHAs
HaIpaBJICHHOCTh. B KauecTBe MpOrpaMMHONM CPEIbl HUCIOIB3YIOTCS CIEIYIONINE
nmporpaMmHbie cpeicTBa: orepanuonHas cuctema MS DOS, onepannonHas
cucrema MS Windows, ee crangapTHbIE TPOrpaMMBbI, TEKCTOBBIH peaakTop MS
Word, pegaktop coznanus npeserranuid MS PowerPoint.

C uenbio aKTUBU3UPOBATh PA0OTY CTYJIEHTOB ITPU OCBOCHUU TEOPETUUECKOTO
MaTepuaia, W3JI0)KCHHOTO Ha JICKIUSAX, MPU TPOBEICHUU JTabOpaTOpHBIX PabOT
MPOBOJIUTCSA YCTHBIA DKCIPECC-ONMPOC CTYACHTOB IO BOMPOCAM MPEIbLIYIINX
71a00paTOPHBIX PadbOT U TEM, U3JI0KEHHBIX Ha JIEKLIHSIX.

CamocrosiTennbHast paboTa CTYICHTOB HalpaBlieHa Ha 3aKpeIUICHHE
MOJIyYCHHBIX HABBIKOB M U1 TPUOOPETEHHUS] HOBBIX TEOPETHUECKUX U
(akTUYeCKUX 3HAHUM, BBIMOIHSAETCS B YUTAJIBHOM 3aje OUOJMOTEKH U B
JIOMAIITHUX YCIJIOBUSX, MOJIKPETIISIETCS y4e0HO-METOTNYECKUM u
nH(OPMAITMOHHBIM OOecTieueHreM (y4eOHHUKHU, Y4eOHO-METOIUYECKHUE MOCOOus,
KOHCITCKTBI JIeKui). Takke OHa ToJapa3yMeBaeT pabOTy IOJ PYKOBOJICTBOM
npenojaBaresnieil (KOHCYJIbTalluy U TTIOMOIIb B HAITUCAHUU pedepaToB).

Jlns akTMBH3aMK 00pa30BaTENIbHON JEATENBHOCTH C LENbi0 (hOPMUPOBAHUS
U pa3BUTHS MPOQPECCHOHAIBHBIX HABBIKOB O0YYaIOIIUXCS, UCTIOIB3YIOTCS (HOPMBI
MpoOJIEMHOT0, KOHTEKCTHOTO, WHIWUBUIYAIBHOTO ¢  MEXKIUCIUILUIMHAPHOTO
oOyueHwus1, case-study ananus.

MHTepakTUBHBIE 3aHATHS COCTABILIIOT 15% OT ayIUTOPHBIX 3aHATUN.

Ne HaumenoBanmue Buabl yyeoHoit dopmupyemMble Oo0pa3oBaTteibHbIE

n/n TeMbI padoThbI KOMIIETEHIIMH TEXHOJIOTHH




(Yxa3bIBaeTcs KOJ

KOMIIETEeHIIMH)
2 3 4 S

Tema 1. Jlexmms 1. OIlIK-5.1 BBoHas nekmus.
Nudopmaruka, kak OIIK-5.2
HayKa.
Tema 2. Jlexums 2. OIlIK-5.1 Huckyccns.
Nudopmanus. OIIK-5.2
HNudopmanmonnas
KYJIbTYpa.
Tema 3. Dtarnsbl Jlekuus 3. OIlK-5.1 Jlexuus-Bu3yann3anus.
pas3Burus OBM. OIIK-5.2
Knaccuduxanus OIIK-6.1
9BM. '
Tema 4. ApxuTekrypa OIIK-6.2
OBM.
Tema 5. Jlexnus 4. OlIK-5.1 IloaroroBurenpHas
Knaccuduxanus 10 OIIK-5.2 JICKILHAL.
I1K. OITK-6.1 YcraHOBOYHAS JIEKIUA.
HuTerpupoBaHHbIi .
MaKEeT MPUKIATHBIX OIK-6.2
nporpamm MS Office.
Cucremnoe
MPOrpaMMHOE

IIpaxTrueckas OI1K-6.1
obecreueHue. paGora Ne 1. 3aHATHS B
OmnepanuoHHbie OIIK-6.2 KOMITHIOTEPHBIX
cucteMmsl. PaboTa B OIIK-5.1 KIT1accax b
cpene WINDOWS. OIIK-5.2 .
Co3znanue,
pPETaKTHUPOBAHUE U IpaxTHecKas 3aHSTHS B
(dbopMaTupoBaHue ,

pabota Ne 2,3. KOMIIBIOTEPHBIX
AOKYMCHTOB C KJ1accax
HCIOJIb30BaHUEM OITK-5.1 .
TEKCTOBOTO '
nporeccopa Microsoft OIIK-5.2
Word. Co3nanue OIK-6.1
JOKYMEHTOB OIIK-6.2
001b1110r0 00BEMA.
Co3nanue u
peIaKTUPOBAHUE
BXOJTHBIX/BBIXOTHBIX TMpaxTycckas 3AHATHSI B
(hopM 1OKYMEHTOB, paGora Ne 4 KOMITBFOTEPHBIX
rpapuueckas o OIIK-6.1 KJ1accax
00paboTKa TaHHBIX C OIIK-6.2 .
HCIIOJIb30BaHUEM OITK-5.1
TaOIUIHOTO .

OIlK-5.2

nponeccopa EXCEL

11
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5. |Tema 6. [Tpuntunse u |Jlekmus 5. OIIK-5.1 Jlextust ¢ pazdopom
METO/IBI 3aIIUTHI OITK-5.2 KOHKPETHBIX CUTYaIIHH.
uHpOpMaLUH.

ApXHBHPOBAHHE [IpakTuueckas

UHpOPMALIUH. 2?60Ta Ne 5 OIIK-6.1 3aHATHUS B
Paspabotka u P S OITK-6.2 KOMIIBIOTEPHBIX
JEMOHCTpAIIHS OITK-5.1 KJlaccax.
MpE3EHTALNI B :

nporpamme Microsoft OIIK-5.2

PowerPoint.

B nepuon BpeMEHHOro MNPHOCTAHOBJIEHUS MOCELIEHUS OOydyarolMMUCS IOMEIECHUH |
tepputopun PITY. mis opranuzammu y4deOHOro mporecca ¢ NPUMEHEHHEM BIIEKTPOHHOTO
o0yuyeHMsI W JAHUCTAaHLIMOHHBIX OOpPa30BaTENIbHBIX TEXHOJOTHI MOTyT OBITh MCIIOJIb30BaHbI
cienyrouye o0pa3oBaTeNIbHbIE TEXHOJIOTHH:

— BUJCO-JIEKIIUH;

- OHHaﬁH-HeKHHH B PCIKUMC pCAJIbHOT'O BPEMCHH,

— 3JIEKTPOHHbIC YUEOHHUKH, yUeOHbIe TOCOOMSI, HAyUHbIE M3/1aHUS B JICKTPOHHOM BHJIE U JIOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;

— CUCTEMBI JJIsl JIEKTPOHHOTO TECTUPOBAHMSI,

— KOHCYJIbTallUH C UCIIO0JIb30BAHHUEM TCICKOMMYHUKAIWMOHHBIX CPCIACTB.

5. OHEHKA IVTAHUPYEMBIX PE3YJIBTATOB OBYYEHUSA

5.1. CUCTEMA OLHEHUBAHUA

B npouecce nzyueHns TUCHUIUIMHBI IPOBOJINUTCS PEUTUHIOBBIM KOHTPOJIb
3HaHUU CTYyAEHTOB B cooTBeTCTBUU C llonoxennem PITY o ero mposeaenun. Ox
IIPEANoIIaraeT yuyeT pe3yJIbTaTOB HAIMCAHUS TECTOB U JIOKJIAI0B Ha MTPAKTUYECKUX
3aHATHSX, PE3YJIBTATOB CAMOCTOATEIbHOM pa0OTHI MO BBHITOJIHEHHUIO MTPAKTUYECKHUX
3aJJaHuil, a TaKKe CTENEHH Y4YacTHsl CTYJEHTOB B JAMCKYCCHUSX, IPU OOCYX ACHUU
POOJIEMHBIX BOIIPOCOB U PabOT HA MPAKTUUECKUX 3aHATUSIX.

JIns KOHTpOJIST 3HAHWKM CTYIEHTOB B CEMECTPE MPOBOIUTCS KOHTPOJIBbHAS
paboTta, 5 mpakTUUeCKUX padboT (TEKyIIUH KOHTPOJb YCIIEBAEMOCTH) U UTOTOBBIM
KOHTpoJib. MToroeass arrectanusi CTYJEHTOB (9K3aMEH) IPOBOIUTCA IO

PEUTUHTOBOM CHUCTEME MO MPUHATON LIKAJIE:

basibt TpagunuonHas ECTS
0-19 HeynosnerBopurenbHO HE3aYTEHO F
20-49 FX
50-55 VJIOBJICTBOPUTEIIHHO E
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56-67 D
68-82 Xopomo 3a4TEHO C
83-94 OtnnuHO B
95-100 A

Kpurepuu, vcnons3yeMble IpU MPOBEACHUU PEUTHHTOBOTO KOHTPOJIS IS
CTYICHTOB, W3Yy4YalOUINX AUCUUIINHY «MHpopmamuka» W OIEHKAa padboT

IMpCaACTaBJICHLI B Ta6JII/IH€:

Bua koHTpOJISt KoanuyecTBo 0a/1710B
Pabora Ha sekuusx 2
YdacTtre B 00CYXJICHUH TEOPETHYECKIX BOIIPOCOB 2
[TpakTtuyeckas padora Ne 1 7
[TpakTrueckas pabota Ne 2 7
[TpakTrueckas paborta Ne 3 7
[Ipaktuyeckas padora Ne 4 14
[TpakTnueckast pabora Ne 5 7
KoHnTposibHas padboTa 14
HToroBeIii onpoc 40
HUTOI'O: 100

OueHka BeICTaBjIsIeTCA oOyyaromemycs, HabpaBiieMy He MmeHee S0 6amioB B
pe3ysbTare CyMMHpPOBaHUS OaijioB, MOJIYYEHHBIX IOPU TEKYLIEM KOHTpPOJIE U
IIPOMEKYTOUHOM aTTecTanuu. [lomyyeHHBI COBOKYMHBIA pe3ynbTaT (MakCHUMyM
100 GanmioB) KOHBEPTUPYETCA B TPATUIIMOHHYIO IIKAy OIEHOK U B IIKATy OLICHOK
EBpomeiickoit cuctembl mnepeHoca W HakoruieHus kpeautoB (European Credit

Transfer System; nanee — ECTS) B cooTBeTcTBUU ¢ Tabiuuei m.5.1.

5.2. KPUTEPUU BBICTABJIEHUA OLHEHOK

OneHka o JUCIUILIMHE BBICTABISAIOTCS 00ydaroleMycst ¢ yU€TOM pe3yJbTaToB TEKYIIEH U
IIPOMEKYTOUHON aTTECTALUU.

Banasl/ Ounenka mo Kpurepun oneHkn pe3yibTaToB 00y4eHuUs 10
Ixana AUCIHMUIIJINHE JUCIHUIIJINHE
ECTS
100-83/ COTITUIHOY/ BricTaBisiercst o0ydaromemMycsi, €ClIi OH TITyOOKO U
AB «3aUTEHO MIPOYHO YCBOWJ TEOPETUYECKUI U MPAKTUUECKUI
(oTHuHO)»/ MaTepuai, MOXeT TPOJEMOHCTPUPOBATh 3TO Ha
«3aYTCHO» 3aHATHUSAX U B XOJI€ IPOMEXYTOUHOM aTTecTauu.
OO0yuaromuiicst HCYEPIBIBAIOIIE U JIOTHIECKU
CTPOWHO M3NIaraeT yueOHblil MaTepual, yMmeer
YBSI3BIBATH TEOPHIO C IPAKTUKOM, CIIPABIISIETCS C




Banael/
HIxanaa
ECTS

OuneHka mo
JUCHUILIMHE

Kpurtepun oneHkn pe3y1bTaToB 00y4eHUs 10
AUCHMILIAHE

pelIeHreM 3a/1ad npoQhecCHOHANBHOI
HAIpaBJICHHOCTU BBICOKOI'O YPOBH CJIOKHOCTH,
HPaBHJIBHO OOOCHOBBIBACT IPHHSTHIC PEILICHUSI.
CB000IHO OpUEHTHPYETCS B YUeOHOH 1
npodecCHOHaTIBHOMN JIUTEpaType.

OueHka o JUCHUIIIIMHE BBICTABIISIIOTCA
o0yyaromemycsi ¢ y46TOM pe3yIbTaToOB TEKYyILEH 1
MIPOMEXKYTOUHON aTTECTALUU.

Komniereniuu, 3aKkpeniénnble 3a JUCUUILTMHON,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUIIY.

82-68/

«XOpouIo»/
«3a4TCHO
(xopor10)»/
«3a4TCHO»

BricTaBsiercst 00y4aromemMycsi, €CIi OH 3HaeT
TEOPETUYECKUH U NMPAKTUYECKUN MaTepuall,
rPaMOTHO U MO CYIIECTBY M3JIaraeT €ro Ha 3aHATUAX
U B X0JI€ IPOMEXKYTOUYHON aTTECTallMU, HE I0IyCKas
CYIIECTBEHHBIX HETOYHOCTEH.

OOyyaromuiics MpaBUJIbHO MPUMEHSET
TEOPETUYECKUE MTOJ0KEHUS IPU PELICHUN
MPaKTHYECKHUX 3a/1a4 PO eCcCHOHATIbHON
HANPABJIEHHOCTH PA3HOT0 YPOBHS CI0KHOCTH,
BJIaJiee€T HEOOXOMMMBIMH JIs1 ’TOr'0 HAaBBIKAMU U
NpUEMaMHU.

JlocTaTOYHO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npodeccHnoHaLHOM TUTEpaType.

O11eHKa 110 JUCIUIUIMHE BBICTABIISIOTCS
oOyuJarolemycs ¢ yuéToM pe3yJIbTaToOB TEKYIIEH U
MIPOMEKYTOYHOU aTTECTALINH.

Komniereniuu, 3aKkpeni€éHnble 3a JUCUUTITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIi».

67-50/
D,E

«Y/IOBJIETBOPH-
TEIBHOY/
«3aUTEHO
(ynoBnerBopu-
TEIBHO)»/
«3a4TEHO»

BricraBnsercst o0yuaroniemMycs, €Ciu OH 3HAeT Ha
0a30BOM ypOBHE TE€OPETUUYECKUI U MPAKTUYECKUIN
Marepua, TOMyCKaeT OTIEIbHbIE OUTUOKU MPH €T0
W3J10’KECHUU Ha 3aHATHUSX U B X0JI€ IPOMEKYTOYHON
aTTeCTalluU.

OOyyaromuiics UCTIBITHIBAET OMPEICIEHHBIE
3aTPYIHEHUS B IPUMEHEHUHN TEOPETHUECKHUX
MOJIOKEHUH TIPU PELICHUHN NPAKTUYECKUX 3a/1a4
npo¢eCCUOHANBHON HAMPaBIEHHOCTH CTaHAAPTHOTO
YPOBHSI CIIO)KHOCTH, BlIaZieeT HEOOXOUMBIMH IS
ATOTO 6A30BHIMHU HaBBIKAMHU U MTPUEMAMHU.
JleMOHCTpUpYET JOCTATOUYHBIN YPOBEHb 3HAHUS
y4eOHOU JUTEPATYPHI MO TUCIUILIMHE.

O1eHKa M0 IUCIUILIIMHE BBICTABISIOTCS
oOyuJarolemycs ¢ y4€TOM pe3yJIbTaTOB TeKyLIeH U
MIPOMEKYTOYHOM aTTECTALINH.

Komniereniuu, 3aKkpeni€HHble 3a TUCIUTITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIN».

49-0/
F.FX

«HEYAOBJICTBOPUTE

JIBHOY/

BricTaBnsiercs oOy4aromieMycsi, €ClIi OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUYECKHI U MPAKTUUECKUI

14
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Banasl/ Ounenka nmo Kpurtepun oneHkn pe3y1bTaToB 00y4eHUs 10
Ikana AUCHMILIAHE AUCHMILIAHE
ECTS
HE 3a4TEHO MaTepHall, 1oMyckaeT rpyoble oMOKH IIpU ero
HU3JI0KCHHUHU HAa 3aHATHUAX U B XO€ HpOMG)KyTO‘-IHOfI
aTTeCTalluH.

OOyuaronuiics UCTIBITHIBACT CEPbE3HbIC
3aTpyIHEHUS B IPUMEHEHUU TEOPETUUECKUX
IIOJIOYKEHUH IIPU PELICHUN ITPAKTUYECKUX 3a/1a4
po¢eCCHOHATILHON HANIPABJIEHHOCTH CTaHJAPTHOIO
YPOBHSI CIIO)KHOCTH, HE BJIaJIe€T HEOOXOAUMBIMU JIJIS
9TOr0 HAaBBIKAMU U NPUEMaAMHU.

JleMoHCTpHpYET (pparMeHTapHbIC 3HAHUS Y4eOHOMH
JIUTEPATYPHI 110 TUCLUIIIMHE.

OneHka 1o JUCHUILIMHE BBICTABIISIOTCS
o0yuyaromemMycs ¢ y4éToM pe3yabTaToB TEKyILEeH U
IIPOMEKYTOYHON aTTECTALUN.

KomMnereHuyu Ha ypoBHE «OCTaTOYHBIN»,
3aKpeIuIEHHBIE 32 TUCIUIUIMHON, HE chOPMUPOBAHBI.

5.3. OHEHOYHBIE CPEACTBA JJIs TEKYIIEI'O KOHTPOJISA YCIIEBAEMOCTH,
MMPOMEXYTOYHOM ATTECTAIIMHA IO U'TOT'AM OCBOEHUA JUCIHUATLIAHBI

[IpakTuyeckue padOTHI (TEKYIIMA KOHTPOJIb) COAEpKAT TUIIOBBIC 3aJaHUs
10 KJIIOYEBBIM MPAKTUYECKUM ACMEKTaM YKPYIMHEHHBIX TEMAaTHUK JUCLMIUIMHBI U
IIPOBOJATCA B TEUEHHE CEMECTPA IIOCIE W3YyYECHHsS] TEOPETHUYECKOM YacCTH.
HUtoroBas KOHTpoJibHas paboTra (IPOMEKYTOUHBI KOHTPOJIb) COAECPKUT
TEOPETUUECKHE BOMPOCHl Kypca, 0a30Bble MOHATHS, NMPAaKTHUUECKUE 3aJaHUs, IO
YKPYIHEHHbIM  TeMaTH4YEeCKUM  paszzaenaM. Kaxnaplii  CTylIeHT  mojydaer

WHUBUyJIbHBIA BapUAHT paOOThI.

3azlamm AJIH TEKYIIEIro KOHTPOJIA YCIIEBACEMOCTH COACPKATHCH B

NMPaKTHYECKUX padoTax.

Bonpocsl 4 3a1aHus 1)1 IPOMEKYTOYHOM aTTeCTALUU

K MTOTOBOM KOHTPOJIbHOM padoTe no fucuMivinie «Mugopmamuka».

KOHTPOJIBHASA PABOTA

Tunosoit BapuaHT
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1. Cosgars daitn B MS Word «Kourtpomnsnas padora ®HMO» (OO — BcTaBUTH
CBOM) B pazjeinie «Mou JOKYMEHTBD».

2. YCTaHOBUTH KOJIOHTHUTYJIBI C JIOTOTHIIOM, (DaMIuIMel, MaToil M HOMEPOM

CTpaHULbI.

Coznats B daitne «KontponsHas padora @MO» TUTYIBHBIN TUCT PaOOTHI.

HaGpatb TekcT (10 cTpok) u mepeBecTH €ro B 1B KOJIOHKH.

Cosznats B MS Excel daiin «Tabnumay.

o o bk~ w

Co3nath mo 3amanuio npernomaBatenss B MS Excel tabnmimy, Hampumep,

YCIIEBAEMOCTH YUYEHHUKOB.

7. Co3nare auarpamMmy ycreBaeMocTd yueHukoB B MS Excel B ¢aiine
«Tabnumay.

8. BcraButh Tabmuiyy u3 Qaitna «Tabnuna» B ¢aitn «Konrponbnas pabora
OUO».

9. Ilo 3amanuio mperogaBareis co3gaTh (Gopmyiasl ¢ momomisio Microsoft
Equation 3.0.

10.B ¢aiine «Kontpomnbnas pabora ®MO» co3marh THUNEPCCHUTKY Ha Qaiin
«Tabmuia.

11. B ¢aiine «KontponsHas padbora ®UNO» HaOpaTh TEKCT C 3aroJIOBKOM M
M10/13ar0JIOBKAMHU.

12. Co3gaTe  oOrjaBlICHWE  JJI1  TOJIY4YMBIIETOCS  JOKYMEHTa  (paiiia

«Kontponbnas pabora GUO».

13. BBIMOTHUTH OTAEIBHOE 33/IaHKE TIPETIO1aBaTesl.

KOHTPOJIBHBIE BOITPOCHI 110 KYPCY “UHH®OPMATHUKA”

NudopmaTtuka — nmpenMeT 1 3a/1auu.

HNubopmManimoHHbIe pEBOIOINH B UICTOPUN Pa3BUTHH IIUBHIN3AIINH.
NudopmanmonHoe 00111€CTBO — OCHOBHBIE YEPTHI.

Henocrarku nHbOpManmoHHOTO 00111eCTBA.

Komnwrotepuszanus u nHdopMaTusaiys ooIiecTsa.

o ok~ D e

NudopmarmonHnas KyibTypa.
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7. ndopmanus 1 1aHHBIE.

8. Ilonsatue nHGOpMaAIMOHHON TEXHOJIOTHH.

9. Bunsl nuHpOpMALIMOHHBIX TEXHOJIOTHUH.

10. Dramnsl pa3Butuss OBM.

11. Knaccuduxamms 9BM.

12. Apxurektypa DBM.

13. CtpykTypHas cxemMa NepCOHaIBLHOTO KOMITBIOTEPA.

14. TumoBoii cocTaB anmapaTHBIX CPEJCTB MEPCOHATBLHOTO KOMIBIOTEPA, UX
XapaKTEPUCTUKHU.

15. Knaccudukarnus nporpammusix cpencts [TK.

16. IlpuknamgaOe IPOTrpaMMHOE obecrnieyeHue. Knaccuduxanus,
Ha3Ha4YEeHHUE.

17. TexcroBelii penakrop MS Word. Haznauenune. OCHOBHBIC ()YHKIIHU.

18. Dnexrponnsie Tadaumbsl MS Excel. Haznauenne. OcHOBHBIE (PyHKIIHH.

19. IIporpamma MS PowerPoint. Hasnauenne. OcHOBHbBIE (DYHKITHH.

20. bassr manneix. CYBJI MS Access.

21. CuctemHoe nporpammHoe ooecriedeHnit IBM.

22. lucTpyMeHTapuii TEXHOJIOTUHU TPOTPAMMHUPOBAHUSI.

23. CiocoObI 3a1aHUST AJITOPUTMOB.

24. CTpyKTypbl aJITOPUTMOB.

25. 3amuTa MpOorpaMMHBIX MMPOTYKTOB.
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6. YYHEBHO-METOJANYECKOE U THO®OPMAIIMOHHOE
OBECIIEYEHME JUCIIUIIJINHbI

6.1. CIIMCOK HCTOYHHUKOB U JIMTEPATYPBI

HUcrounukn

1. ®enepanpubnii 3akoH oT 27.07.2006 t. N 149-®3 "O6 wunHbpOp™ManmH,
HH(POPMAITMOHHBIX TEXHOJIOTHAX U 0 3amuTe nHpopmaruu" (pea. ot 19.07.2018)
2. Yka3 llpesunenra P® «O06 ocHOBax rocyIapCTBEHHOU IMONHUTHKU B cdepe
unpopmatuzanun» ot 20.01.94 Ne 170 // CobGpanue axrtoB Ilpe3sumeHrta wu
[IpaBurenscTBa PD. 24.01.94 Ne 4 Cr. 305; Poccuiickas razera ot 29.01.94.
3. Pacniopsixkenne  IlpaButensctBa P® ot  20.10.2010 Ne 1815-p
"O rocynapctBeHHoi mnporpamme Poccuiickoit @enepanun "NHpopmannonHoe
obmectBo (2011 - 2020 roasn)".
Jlumepamypa
OcHosHast
Nudopmatuka : yued. nocooue / nmox pen. b.E. Onqunnosa, A.H. Pomanoga.
— 2-¢ u3a., nepepab. u gon. — MockBa : By3oBckuii yueOHuk ; MTHOPA-M,
2012. - 410 c. - ISBN 978-5-9558-0230-5 (By3o0Bckwuii yueonuk); ISBN 978-5-16-
005108-6  (MH®PA-M). -  Teker :  omektponnbii. -  URL:
https://znanium.com/catalog/product/263735
®enoroBa, E. JI. Undopmatuka: Kypc nexkumit. Yue6Hoe mocoodue / E.JL
®enoroBa, A.A. degoros. - Mocksa : U]l DOPYM: UHDPA-M, 2011. - 480 c.:
un.;, . - (Beicmee oOpazoBanme). ISBN 978-5-8199-0448-0. - Tekct
anekrponHbIi. - URL: https://znanium.com/catalog/product/204273

Jononnumenvhas
Kynses, H.H. Undopmarmonnsie TeXHOIOTHM B JAOKYMEHTAIIHOHHOM
o0ecrieueHn yIpaBJIeHUsI U apXUBHOM Jene : yueOHuk i By3oB / H.H. Kynses,
T.B. Kongpamona, E.B. TepentbeBa, A.I'. ®abpuuHoB ; moj oOuI. pe.j.ro.H.,
mpod. H.H. Kynsesa. - M.: Jloroc, 2017. - 408 c. - (HoBas crynendeckas
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oteka) - ISBN 978-5-98704-786-6. - Tekcr : snektponHsii. - URL:
https://znanium.com/catalog/product/1015021

6.2. MIEPYEHHb PECYPCOB MTH®OPMAIIMOHHO-TEJEKOMMYHUKAIIMOHHOM

CETU «<MHTEPHET»

1. MudopmaTnka U KOMIBIOTEPHBIE TEXHOJIOTMHM [DJIEKTPOHHBIN pecypc]:

nabopaTopHbIe paboThI: yueOHOE TTOCOOHE: I HalpaBlieHNs OakajiaBprara:

031600 "Pexmama u cBs3u ¢ obmecTBeHHOCThIO" / [Mypomuer B. B.,

Mypomuesa A. B.; Hayu. pen. Kyns6a]; Munoopnayku Poccun, ®enep. roc.

Oro/KeTHOE 00pa3oBaT. yupexkJaeHue BoIcil. mpod. obpazoanus "Poc. roc.

rymanutapubii yH-T" (PITY), UH-T sk0HOMUKH, y1ip. U npaBa, Dak. ymp.,

Kad. monenupoBanus B skoHoMuKe U ynp. - Mocksa : PITY, 2014. - 197 c.

- Pexxum nmoctyma: http://elib.lib.rsuh.ru/elib/000009501. - 3arx. ¢ skpana. -

ISBN 978-5-7281-1835-0.

2. bubamorexa kaur «Kodges.ruy» - http://www.kodges.ru/
Ilepeyens B/l u UCC
Nen/n HanmenoBanue

MexnyHapoansle pedepaTiuBHble HaykoMmeTpuueckue bJl, nocTynHble B pamkax
HalroHanbHOU nmoanucku B 2020 T.

Web of Science

Scopus

[Tpodeccuonanbubie moHOTEKCTOBBIE BJI, JOCTYIHBIE B paMKax HAIlMOHAIBHON
noanucku B 2020 r.

Kypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnansr Taylor and Francis

[TpodeccnonanbHbie MOIHOTEKCTOBBIE b/l

JSTOR

W3nanus 1o oOIECTBEHHBIM ¥ TYMAaHUTAPHBIM HAyKam
OnekTponHas oudmmoreka Grebennikon.ru

KomnbroTepHble cipaBOYHbIE TPABOBBIE CUCTEMBI
Koncynprant [ltoc,
I'apant



http://elib.lib.rsuh.ru/elib/000009501
http://www.kodges.ru/
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7. MATEPUAJILHO-TEXHUYECKOE OBECIIEYEHUE
JUCHMUILIAHBI

B xauecTBe MaTepHabHO-TEXHUYECKOTO 00€CTICUCHUS AUCITUTIIIUHBI
HEO0OXO0IUMO:

1. VYueOHas aynutopusi, 0OOpyJOBaHHAsA  KOMIIBIOTEPOM,
MYJIbTUMEIUA-TIPOCKTOPOM U SKPAHOM.

2. Hannuwne B ayIUTOPUN JOCKHU.

3. JIunensnonHoe nporpamMmuoe obecrnieuenue Microsoft Office

Ilepeuens 11O
Nent Haumenosanue [10 [IpousBonurens | Crocod pacnpocTpaHeHUs
/n (nuyenszuonnoe unu
Cc80000HO
pacnpocmparsiemoe)
1 Microsoft Office 2016 Microsoft JIMIICH3UOHHOE
2 Windows 10 Pro Microsoft JIALIEH3UOHHOE
3 Zoom Zoom JULIEH3UOHHOE
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8. OBECIIEYHEHME OBPA30OBATEJIBHOI'O ITPOIECCA JJISA
JIMI] C O'PAHUYEHHBIMUA BO3MOKHOCTAMMU 3I0POBbBA U
HNHBAJIMI0OB

B xome peamusanuu  AMCHUILIMHBI  HCIHOJB3YIOTCSA  CIEIYIOIIHE
JIOIIOJTHUTEIIHHBIE

METOJIbI 00YUYCHHS, TEKYIIIETO KOHTPOJIS YCIIEBAEMOCTH U TIPOMEKYTOUHOM
aTTecTallid  OOYyYaloIMXCS B  3aBHCHMOCTH OT HWX  HMHIWBHIYaJbHBIX
0COOEHHOCTEI:

*  JUIA CJCTIBIX U CTa00BUISIINX:

- ek O0OPMIISIFOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C
MOMOIIbIO KOMIIBIOTEPA CO CIIEIUATIM3UPOBAHHBIM IPOTrPAMMHBIM 00ECTIICUEHHUEM;

- TNHACHbMEHHBIC  3a/laHWs  BBINOJMHSIOTCS HA  KOMIBIOTEpPE  CO
CTHCIMATU3UPOBAHHBIM MTPOTPAMMHBIM 00€CTIEYeHUEM, UITH MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM;

- obecrieunBaeTcs MHIUBUAYaIbHOE PAaBHOMEPHOE OCBEILIEHUE HE MEHee
300 mrokc;

- NI BBIOJHEHHWS 3aJlaHus TpU HEOOXOJUMOCTH MPEIOCTaBISACTCS
YBEJIMYUBAIOILIEE YCTPONCTBO; BO3MOXHO TaKXe MCIOJIb30BaHHE COOCTBEHHBIX
YBEJIMYUBAIONIUX YCTPOICTB;

- MAChbMEHHBIC 3aTaHUsI ODOPMITIOTCS YBETUICHHBIM MIPHPTOM;

- DK3aMeH W 3a4€T MPOBOAATCS B YCTHOW (OopMe WM BBHIMOTHIIOTCS B
NUMCbMEHHOM (hOpMe Ha KOMIIbIOTEPE.

* IS TIyXHX U CIa0O0CHBIIAIINX:

- Jekmuu Oo(GOpMIISIOTCS B BHUAE DJIEKTPOHHOTO JOKYMEHTa, JIMOO
MPEIOCTaBIISCTCSA 3BYKOYCHJIMBAIOIIAs anmaparypa UHINBUY ATEHOTO
MI0JIb30BAHUS;

- TMCHMCHHBIC 3a/JaHMs BBITIOJHAIOTCS Ha KOMITBIOTEpE B MHUCHMEHHOU
dopme;

- DK3aM€H M 3a4€T MPOBOMATCS B MUCHMEHHOW (opMe Ha KOMITBIOTEPE;
BO3MOXKHO IPOBECHHUE B (POpME TECTUPOBAHUSI.

* IS JIWI] C HAPYIICHUSIMH OTIOPHO-JIBUTATEIHFHOTO arapara;

- JeKUKUU OOPMIISIFOTCS. B BUJIE AJIEKTPOHHOTO JOKYMEHTA, JAOCTYITHOTO C
MIOMOIIBIO0 KOMITBIOTEPA CO CIIEIUATM3UPOBAHHBIM MTPOTPAMMHBIM 00€CTICUeHUEM;

- TNHACHMEHHBIC  3a/laHWs  BBINIOJNHSIOTCS Ha  KOMITBIOTEPE  CO
CTHICIIMATU3UPOBAHHBIM MPOTPAMMHBIM 00€CTIEYCHUEM;

- DK3aMEH W 3a4€T MPOBOAATCS B YCTHOW (OpMe WM BBHIMOTHIIOTCS B
MUCbMEHHOM (hOpMe Ha KOMIThIOTEPE.
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[Ipu HEOOXOIMMOCTH TPEeNyCMATPUBAETCS YBEIMUYEHHUE BpPEMEHU JUIs
MOATOTOBKHU OTBETA.

[Ipouenypa mpoBefeHUs TPOMEKYTOUYHON aTTeCTalluU Ji1 O0OyYaroIuXCs
yCTaHaBIMBACTCA ¢ YYETOM WX  HUHIWBHAYAIBHBIX  IMCUXO(PU3MUECKHUX
ocobeHHocTel. [IpoMmexxkyTouHas aTTecTalusi MOKET MPOBOJUTHCS B HECKOJIBKO
ATAIoB.

[Ipu mnpoBeneHuu MpoUEAYpPbl OIECHUBAHUA PE3YJIHTATOB OOyYECHHS
MpeayCMaTpUBaeTCA MCIOJIb30BAHUE TEXHUYECKUX CPEICTB, HEOOXOIUMBIX B
CBSI3M C WHIWBHUIYATbHBIMA OCOOCHHOCTSIMU OOYYarONIuXcsi. DTH CPEACTBA MOTYT
OBITH MPEAOCTABIICHB YHUBEPCUTETOM, WU MOTYT HCIIOJIB30BATHCS COOCTBEHHBIC
TEXHUUYECKHUE CPECTRA.

[IpoBenenue npoueaypsl OLIEHUBAHUS PE3yJIbTATOB 00YUYEHUS IOy CKAeTCs
C MCTOJIb30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.

OO6ecneunBaeTcss JOCTYNl K WH(OpPMAMOHHBIM M OuOIMOTpaduyecKum
pecypcam B cetu UWHTepHer s Kaxkagoro oOywaromierocs B - (dopmax,
aJIaNTHPOBAHHBIX K OTPAHMYCHUSIM HX 3JI0POBBS M BOCTIPUATHS HHPOPMATIIH:

* IS CJICTIBIX U CIaOOBUASIIUX:

- B [I€YaTHON (popMe yBEITUUECHHBIM HIPUPTOM;

- B JopMe AJIEKTPOHHOTO JJOKYMEHTA;

- B popme aynuodaiina.

* IS TIYXUX U CJIa0OCIBIIIANINX:

- B Ie4atHoi dopme;

- B hopMe AJIEKTPOHHOTO JOKYMEHTA.

e I O0ydYaroUMXCsl C  HApYUIEHUSAMH  OINOPHO-JABUTATEILHOTO
anmnapara:

- B Ie4aTHOU ¢opme;

- B JopMe AJIEKTPOHHOTO JJOKYMEHTA;

- B popme aynuodaiina.

YueOHble  ayauTOpUHM  JUII  BCEX  BHUJIOB  KOHTAaKTHOW U
CaMOCTOSITENIbHOM paboThl, Hay4yHas OWOIMOTEKa UM WHBIC TOMEIICHUS IS
oOy4eHHs OCHAIIEHBI CIENHATbHBIM 00OpYyJAOBaHMEM U YYE€OHBIMU MECTaMH C
TEXHUUYECKUMHU CPEJICTBAMU O0YUCHUS:

* IS CJICTIBIX U CIa0OBUASIINX:

- YCTPOMCTBOM JIJ1s1 CKaHUpoBaHus U utenus ¢ kamepod SARA CE;

- nuctiieem bpaitnst PAC Mate 20;

- npunTepom bpaitnsg EmBraille ViewPlus;

* IS TAYXHUX U CIA0O0CIIBIIIAITUX:

- aBTOMaTU3UPOBAHHBIM Pa00OYMM MECTOM IS JIIOJIEH ¢ HApYyIICHUEM
ClIyXa U CIa0OoCIbIIIAIUX;
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- aKyCTHYCCKHI YCUITUTENb U KOJIOHKH;
* s OOyYaromuxcsi ¢  HApyHICHUSMH  OMOPHO-IBUTATEIHHOTO
ammapara:
- TIePEABMKHBIMH, PETYJIHPYEMBIMH dproHOMUYecKuMU naptamu CU-
1,
-  KOMITBIOTEPHOW TEXHHUKOM CO CIEIUAIbHBIM IPOTrPaMMHBIM
oOecIieueHuEM.
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9. METOANYECKHUE MATEPHUAJIbI

[TpakTuKyM TipeHa3HAuEH IS IPOBEJCHMS 3aHATUN CO CTYJICHTaMH OYHOU
U OYHO-3a09HOU (opM 00yueHus mo gucruiuimie « MapopMaTrkay, BXOIAIIEH B
COCTaB MAaTeMaTH4YEeCKOTO M €CTECTBEHHO-HAYYHOTO IIMKJIA IUCIUIUIMH, II0
HanpasieHuto noarotoBku Ne 38.03.03 «YnpaBieHue nepcoHaIoM».

Bce paboTel 00beauHEHBI €OUHBIM  IOAXOJOM, OCHOBaHHBIM Ha
MOJICJTMPOBAHUH THIIOBBIX IPOIIECCOB CO3JAaHMs, PEAAKTUPOBAHUS U PabOTHI C
JIOKYMEHTaMHU.

Llenp mpakTHKymMa — cQOpMHpPOBaTH y CTYACHTOB KOMIUIEKC 3HAHHIA,
YMEHUM W NPaKTUUYECKUX HAaBBIKOB JUIsl aHajiu3a M pEIICHHUS COBPEMEHHBIX
npobjieM B 00JlacTM pEKJIaMbl M CBSI3M C OOIIECTBEHHOCTHIO MPHU CO3JaHUU
AJIEKTPOHHBIX JTOKYMEHTOB Pa3JIMYHOrO BUAA U MpodeccroHallbHble KOMIETEHIINN
HEOOXOMMbIE AJIs PEIICHUS] MMETOIINXCS 3a7ad.

[Ipaktiaeckue paboTel MO Kypey «Mugopmamuxa» TOMKHBI TOMOYb
CTYJACHTaM IPUMEHATh IIOJY4YEHHbIE Ha JIEKUUSAX 3HAHUA, KaKk B IIpoLEcCe
oOyueHus, TaK U B CBOEH OyyIiei caMoCcTosITeTbHOM padoTe.

Oco0eHHOCThIO MPAKTHUECKUX paboT mo Kypey «HpopmaTikay sBIsSETCS
X YeTKas IIeJieBas HAMpaBICHHOCTh. BBIMONHAS gaHHBIE PabOThI, CTYIIEHTHI
npuOOpETalOT HaBBIKM PAOOTHI C HMHTEp(eEicoM MNOab30BATENSI COBPEMEHHOMN
BBIUMCIIUTEIbHOM TEXHUKH U COBPEMEHHBIX MPOTPAMMHBIX HPOAYKTOB, ydarcs
CO3/1aBaTh C TIOMOIIBI0O COBPEMEHHBIX MPOTPAMMHBIX CPEICTB Pa3HOPOIHBIC
AJIEKTPOHHBIE IOKYMEHTHI, COJIepKalllue TeKCT, AMarpaMmbl, TpauKu, pUCYHKH U
TaONUIBI, yyaTcsi GopMaTHUPOBaTh, PEAAKTUPOBATh U aHAIU3UPOBATH CO3JAHHBIN
AIEKTPOHHBIN JOKYMEHT.

B kaudecTBe mporpaMMHOI Cpefibl UCIOJIB3YIOTCS CIETYIOIINE TPOrPaMMHbIE
cpeacTtBa: omepanuonHas cuctema MS DOS, onepanuonnas cuctema MS
Windows, ee craHmapTHbIE NpOrpamMMbl, TEKCTOBbIM pemaktop MS Word,
tabauunelii  mporieccop MS  Excel, pemakrtop co3manus mnpesentanmii MS

PowerPoint u mp.
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B nporecce nmpakTuyeckux 3aHATUN OCYIIECTBISIETCA 00yU€HHE CTYACHTOB
OCHOBaM KOMITBIOTEPHOM T'PAaMOTHOCTH JJIsi CO3JaHus JOKYMEHTOB PAa3HOIO TUIA
CIHOXKHOCTA M TIPEAIOJIAracTcsi HaydduTh CTYJACHTOB OCHOBHBIM HAaBBIKAM U
MIPUEMAM, UCIOJIb3YEMBIM INPU CO3AAHUU TAKUX AJIEKTPOHHBIX TOKYMEHTOB, KaK
OTYETHl O BBIMOJHEHHBIX MPAKTHUYECCKUX paboTax, pedepaTsl, KypCOBbIE U
JTUTIIIOMHBIE PaOOTHI.

[IpuBenenHbie Aajiee MpakTHUYECKUE pabOThI SABIAIOTCS 0a3oBbIMU. B HuX
JAIOTCSl  TEOPETUYECKHE CBEIICHHS W  TPUEMbl MPAKTUYECKOU  paboTHI,
HeoOXoauMble NIt 00ydeHus: ctyieHToB. OHAKO JaHHBIE paOOThl MOTYT OBITh
JIOIIOJIHEHBl M PACIIMPEHBI IIPENOJaBaTelIeM B 3aBUCUMOCTH OT MCXOJHOMN
MOJATOTOBKYU CTYJICHTOB.

[IpoBoiMMbIE 3aHSATHUS JIETATCS HA TMPAKTUYECKHUE M KOHTPOJbHBIE PaOOTHI.
Te m gpyrue mpoBoAsATCS B KOMIBIOTEpHBIX Kiaccax PITY Ha mepcoHanbHBIX
kommnbioTepax (I1K) B cTporom cooTBETCTBUM C paclMCaHUEM y4eOHOTro IpoIliecca.
Ha nepBoM 3aHsATHM IIpenoaBaTeslb 3HAKOMUT CTYJICHTOB C MPABWJIAMU TEXHUKU
0€30MacHOCTH M TMOBEICHUS B KOMIBIOTEPHBIX Kjlaccax, KOTOPbIE B JalIbHEHIIEM

JOJIKHBI HCYKOCHHUTCIIBHO CO6JIIOI[3TBC$I.

9.1. IIVIAHBI IPAKTUYECKHUX PABOT IO AUCHUIIVIMHE «MH®OPMATHUKA»

IIPAKTHYECKAA PABOTA M 1.
CuctemHoe nporpamMMmHoe oOecrneueHue. OmnepanuoHHble cucTteMbl. PaGora B cpene

WINDOWS.

[IponomxurensHOCTh paboTHI - 4 Yaca.

Coaep:xanue padoThbi:
1. OcHoBHBIE (DYHKIIUU ONEpalMOHHBIX crucTeM cemeiictBa WINDOWS.
2. PaGouuii cTo.
3. IlonsiTre OKHa. YTIpaBiIeHHE OKHAMHU.

4. Opranu3zarnus ¢aiaoBoi cuctembl. Dailyibl U TaNKH.

a) [IpocmoTp ¢aitnoBoii CHCTEMBI.
0) Pabora c mankamu.
B) Pabora c daiinamu.
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5. SIpnbiky ¥ paboTa ¢ HUMH.

6. Crangaptable nporpaMmmbl WINDOWS.

a) TexcroBsIii pegaktop bioknot (Notepad).
0) TexcroBslii peqakrop WordPad.

B) 'padpuueckuii penakrop Paint.

r) [lpyrue cTaniapTHbIE IPOTPAMMBI.

7. TexkctoBbii penakTop Word. (mepBoe 3HAaKOMCTBO).

a) Bepcuu Microsoft Office 7o 2003 BKIIOYUTETHHO.
0) Bepcus Microsoft Office 2007.

B pesynbTare BBINONHEHHUS MPAKTUYECKOM pPabOTBI CTYJIEHT JOJDKEH HMETh
MpeACTaBIeHHEe 00 OCHOBHBIX (GyHKIMsIX onepamroHHou cuctemMbl WINDOWS, ee cocrase,

BO3MOXKHOCTSIX O yTpaBJIeHUIO (aitnamu, rpadudeckomMm nHTepderice u mpruodpecTn HaBBIKU

pabotsl B cpeie WINDOWS.

KonTposbHbIe BONPOCHI

UTto Takoe «KOHTEKCTHOE» MEHIO?
Urto Takoe «BCIUIBIBAIOLIAS» M0O/ICKa3Ka?
Uro Takoe cBoiicTBa (hailyia 1 Kak UX ONPEACTUTh U YCTAaHOBUTH?
Kak co3naTte konoHTUTYN?
Kakoii TekcT aBTOMaTHYeCKH MOKHO BBECTH B KOJIOHTHUTYJI M Kak?
Kak 3agath mapameTpsl cTpaHullsl (pa3mep Oymaru u mois)?
Kak ycTaHOBUTH HyMepaLUIO CTPAHULIBI?
Kak B konmoHTHTYJIE yKa3aTh UMl aBTopa (haiiyia u JaTy ero co3anus?
Uro Takoe cranaapTHbIe IporpaMMmel? [lepeunciure ux.
. HazoBute ocHOBHBIC hyHKIIMHU TeKcTOBOTrO penaktopa WordPad.
. Kakue BO3MOXXHOCTH pejakTHpoBaHus TekcTa mpeaycmorpensl B WordPad?
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. HazoBuTE OCHOBHBIE (I)YHKI_II/II/I TEKCTOBOT'O PCAAKTOpA brnokuoT?

[HEN
w

. Kakue Bo3MOXHOCTM (opMaTHpOBaHMS pENAKTUPOBAHMS TEKCTa MPEAyCMOTPEHBl B
bnoknot?

14. Ha3oBute ocHOBHBIe (QDyHKIMHK Tpaduyeckoro peaakropa Paint.

15. Kakuie BO3MOXKHOCTH PEIaKTUPOBAHMUS PHCYHKOB MpeIycMOTpeHbI B Paint?

16. Kakum 00pa3oM mepeHOCUTCS HHPOPMAITUS |3 OJJHOW CTaHIapTHON MPOTPaMMBI B IPYTYIO?

17. Yem omimuatotcs nporpammel biiokaot, WordPad u Word?

18. B kakux u3 peaakropoB bioknot, WordPad u Word Mo»HO KCIOJIb30BaTh KOJIOHTUTYIIBI, a

B KaKUX HET?

ITPAKTHYECKAA PABOTA M 2
Co3nanue, penakTupoBaHHe U (HOpPMATHPOBAHUE JIOKYMEHTOB C HCIIOJIb30BaHUEM

TekcToBOro npoueccopa Microsoft Word.
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[TponomxuTenbHOCTh paboThI — 4 Yaca.

Coaep:xanue padoThbI:

1.  Co3panue (aiina TexctoBoro pemakropa MS Word.
2. Bup sxpana. Komananoe MeHio.
3. Habop u penakTupoBaHue TEKCTa:

a) pasOHEHHE U COCTUHEHHE TEKCTOB;
b) pemakrupoBanue TekcTa;
C) KOIUPOBAHUE TEKCTA.

4.  dopmarupoBaHHE TEKCTA!

a) dbopmarupoBaHue ab3aiia,

b) co3manme cuckos;

C) pa3OueHHe TeKCTa Ha KOJIOHKH;
d) usMeHeHME U CO3aHNE CTHIISL.

5. Coxpanenue qokymenta B Microsoft Word.

a) 3anonHeHue popmel «CBolicTBa (aiiia»,
b) HacTpoiika mapamMeTpoB OTOOPAKEHHUS CTPAHHULIBL.

B pesynbpTaTe BBIMIONHEHHUS MPAKTHYECKOW pabOThI CTYyACHT JOJKEH HMETh

npejcTaBicHue 0 (PYHKIIMOHAIBHBIX BO3MOXKHOCTSX TEKCTOBOTrO pemaktopa Microsoft Word.

[IproOpecTn HaBBIKM COCTaBIEHUS, PEHAKTUPOBAaHUS U (QOPMATHPOBAHHS SJICKTPOHHBIX

JOKyMeHTOB B cpene Microsoft Word.

KOHTpOJIbeIe BOITPOCHI.

©ooNORWDE
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[Tepeunciute ocHOBHBIE (yHKIMK penakTopa MS Word?
Yro Takoe pabouast 006J1aCTh CTPAHUIIbI?

Kak mactpouts BuJ 3kpana’?

Yro Takoe naHeIu HHCTPYMEHTOB U Kakue OHU ObIBaroT?
UTo BXOJUT B MOHATHE PEAAKTUPOBAHUE TEKCTA?

UYrto BXOIUT B MOHATHE POpMaTUpOBaHHE TeKcTa?
[Tepeuncnure criocobs! hopmaTupoBanus adb3ares?
Kaxue BuibI ciMcKOB BbI 3HaeTe?

Kak co3zaTe aBTOMaTH4ECKUI CIIMCOK?

Kak pa30uth TeKCcT Ha KOJIOHKU?

Jnst gero cimykuT komanna «Peructp» mento «Dopmat»?
Kak pa36uth cTpoKy Ha JiBe yacTH — COXpaHsisl CTUIIb ab3ala U He cOXpaHss CTHIIb ab3aa’?
UYro Takoe ctuns? Kakue napamerpsl cTriis Bel 3HaeTe?
Kak coxpauuth nokyment B MS Word?

ITPAKTHYECKAA PABOTA M 3.
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Co3naHue u peakTUpOBaHHUE JTOKYMEHTOB OOJIbIIOr0 00bEMa, a Takke Tabuul, GopMyi

u rpaduyecknx o0bekToB B Microsoft Word u3 makera Microsoft Office 2003 u 2007.

[IpogomxuTensHOCTh paboThI — 4 Yaca.
Conep:xxanue padoThbI:

1. Pabora ¢ Tabiauamu.
a) Co3nanue Tabiuil.
6) ®opmMaTHpoBaHUE TEKCTA B TAOJIUIIAX.
B) PazOuenue Tabnuibl Ha 18 U Oosiee.
r) OToOpakeHre WK CKPBITUE JIMHUMA CETKU B TaOJIULE.
1) 3MeHeHne CTpyKTypbl TaOIHUIIBI.

2. BcraBka ¢opMy1 u CHUMBOJIOB.
3. Pa3paboTka u BcTaBka rpadudecKux 0ObEKTOB.
a) Mcrnonp30BaHue naHenu pUCOBaHUA Ui CO3JaHusl rpauuecKux 00bHEKTOB.
0) «CHsATHE» WLTIOCTPAIMH C SKpaHa MOHUTOPA U BCTABKa B IOKYMEHT PUCYHKOB, CO3/IaHHBIX
B IrpayUyeCcKuX peaaKTopax.
B) Co3nanue B Microsoft Word rpadukos u auarpamm.

4. Pabota ¢ nokymMmeHTamMH 00JIbIIOro 00bEMA.
a) BcraBka cHOCOK.
0) YcraHOBKa 3aKJIaZIOK B JIOKyMEHTE.
B) BceraBka ornasieHust.

B PE3yJIbTAaTC BBIIIOJHCHUSA HpaKTquCKOﬁ pa6OTBI CTYACHT HOOJDKCH HAY4YHUTbCA
pa6OTaTb C HOKYMCHTaMU 6OJ'ILI_I_IOFO 06’béMa, HpI/IO6peCTI/I HAaBBbIKM CO3JaHUS WU HU3MCHCHUA
TaOJIMI, PUCYHKOB, BCTAaBKH B TEKCT CHMBOJIOB, (OpMyJl, rpauuecKkux M300paxxeHUil B cpene
Microsoft Word.

KoHnTpoJsbHBIE BOIPOCHI.

Kak BcTaBUTh MPUHYIUTENBHBINA pa3pbIB CTPAHUIL B IOKYMEHT?
Kak n3MeHUTh OpUEHTALINIO CTPAHHIIBI?

Kak pa30uTe TEKCT Ha JBE, TPU KOJIOHKHU?

Kaxkue crioco0nl co3manus TaOiIuIl BBl 3HaeTe?

Kak n3MeHuTh HanpaBjeHue TeKcTa B Tabnue?

Kak pa30uts Tabuuiy Ha aBe TaOauIbl?

Kak 00beIMHUTD HECKOJIBKO SUYEEK B OAHY?

Kakum 06pa3oM MOXKHO pa30OUTh SUEHKY Ha HECKOIBKO?
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Kak BcTaBUTH CTpOKY B TaOIUILy?

10 Kax ymanute cTpoky/cTonber u3 Tabauiipi?

11. C momo1p0 9ero MOYKHO BCTAaBUTh B IOKYMEHT (hOPMYJIbI?

12. KakuM 00pa3oM MOKHO YCKOPHUTB MPOIIECcC BBOJIa CHMBOJIOB, KOTOpPBIE HAN0OJIEE YacToO
UCIIOJIB3YIOTCA?

13. B xakoM ciy4yae MOTYT «pa3bexaTbCs» JIPyTr OTHOCUTENBHO Ipyra HapuCOBaHHbIE
rpadudeckue 0ObeKThI?

14. Kak pucyHOK npeBpatuTh B 00bekT Word?

15. /Insa kakux GUryp MokeT oCyIecTBISATHCS 3aIMBKa [[BETOM?



16. Kak BHOCSITCSI HAAMKUCH BHYTPU U BHE PJIEMEHTOB (T€OMETPUIECKUX PUryp)?
17. Kak yOpath JTMHUIO BOKPYT paMKHU C TEKCTOM?

18. Kak «B35Th» WJUTFOCTPAINIO C SKpaHa MOHUTOpA?

19. C moMo1pto 4ero MOXKHO BCTaBUTh B JJOKYMEHT TpauK WK Juarpammy?
20. HazoBuTe HEAOCTATKM CXEMAaTHIECKHUX JHATPAMM.

IIPAKTHYECKAA PABOTA M 4.
Cozmanue ¥ pedakTUPOBAaHHME  BXOJHBIX/BBIXOJHBIX  (OpPM  TOKYMEHTOB
ucrosb3oBanueM tabnuanoro npomeccopa EXCEL.
[TpogomxuTensHOCTh paboThI — 8 4acoB.
Coaepixanue padoThI:
1. OkHo, paboune KHUTH, aapeca sueek B Microsoft Excel.
. BBox nmaHHEBIX.
. PeraktupoBaHue aHHBIX.
. DopMaTUpOBAHKUE JAHHBIX.

. Co3nmanne HOBOM TaOJIUIIBL.

2

3

4

5

6. OGpamiieHE TaOTUIIBI.
7. BblneneHue siYeeK, UX UAMa30HOB, CTPOK M CTOJIOIOB.

8. KonmmpoBanue 1aHHBIX UM POPMYII B CMEKHBIE STUCHKH.

9. O0paboTKa YMCIOBBIX 3HAUCHUI WK padoTta ¢ popMynamu U QyHKIHAMHU.

a) Coznanue popmyn
6) ®yukuuu B Microsoft Excel.
10. Ccpuiku Ha STYEHKH.

11. Umena stueex.
12. Pabouue mctel Microsoft Excel.

13. IToaroToBKa JOKyMEHTA K NE€YaTH.

29

B pPE3yjabTaTC  BBIIIOJIHCHUA HpaKTquCKOﬁ pa60TBI CTYACHT MOOJDKCH UMCTb

MpeACTaBICHHE O (PYHKIMOHATBHBIX BO3MOXKHOCTSIX Tabmuunoro mporeccopa EXCEL,

pUOOPECTH HABBIKK CO3JaHMs TaOIuIl U (OpMaTUPOBAHUS STUEEK.

KoHTpoJbHbIE BONIPOCHI

1. Tlepeuncnure KaTerOpHUH BBOAMMBIX B sUCHKY JTAHHBIX.

Kak mpousBoauTcs pukcaius BBEICHHBIX JaHHBIX B siueiike?
Yro takoe "ABTOopMmar”" U Kak UM MOJIH30BATHCS?

UYro HazbiBaeTcd afpecoM stueiiku? Ilonnsblii agpec?
[IpuBeaute npuMepsl 0ObEIMHEHHS TUATTa30HOB SYEeK.
[IpuBeauTe mpuMepsl epeceyeHus AUarna3oHoB SUEeK.

NOoOUA W

Kax IMPONU3BOAUTCA KOIMMPOBAHNUE U BCTaBKa NaHHBIX B STYEHKHU?
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8. Kak npousBectu hopMaTUpOBaHKE YMCET B TUCHKAX?

9. Kak MOXHO yMECTHUTbh, TEKCTOBYIO MH(POPMAIUIO B sMCHKE HE YBEIMYMBAS MIUPHUHY
cronbua?

10. Kak ocymectBusiercst padora ¢ popmynamu B EXEL?

11. Ocobennoctu cnocoba «HaBeIu U MIETKHN?

12. Yto Ttakoe BIOXEHHBbIE PyHKIUN?

13. Kak BbII€IUTHh HECKOJIBKO siU€eK, HE COeAMHEHHBIX B OIUH OJIOK?

14. Kak cnenath oOpaMiieHUE STYEEK U TAOJIUIIBI B 1IETIOM?

15. Kakue cyuiecTBytoT BUJIbI CCHUIOK?

16. [TpuBeauTe NpUMEp CMEIIAHHOM, A0COIIOTHOM CCHUIKH.

17. Kak npucBOUTH STYEHKE WU TPYIIIIE TUEEK UMS?

18. Kak npocTaBuTh s IeYaTH TOKYMEHTA CKBO3HBIE CTPOKHU U CTOJIOIBI?

19. Kak yMeHpIINTh/ YBETMYUTH MACIITA0 Me4aTaeMoro T0KyMeHTa?

20. Kak u3MeHuTh uMs pabodero ivcra?

21. CKOIbKO HOBBIM TOKYMEHT COJICPKUT JIMCTOB Mpu oTKpbiTHH Excel?

22. Kak BCTaBUTHh HOBBI JHCT B pabouyio kHUTY Excel m kakoBo WX MakcMMaibHOE
KOJIMYECTBO?

23. Kakuie cuMBOJIBI HE JIOMTYyCKAIOTCS B IMEHU pabodero smcta Excel?

24. BO3MOKHO JIM OKPACUTh SPIBIYOK pabOUero JINCTa B APYrou nper?

IIPAKTHYECKAA PABOTA Ne 5

ApxusupoBanue nHpopmanuu. PazpaboTka 1 JeMOHCTpaLUs MIPE3CHTAINA B IPOTpamMMe

Microsoft PowerPoint.

[TponomxutensHOCTh paboTHI — 4 yaca.
Coaep:xanue padoThbI:
1. Co3nanue npesenranuii B mporpamme Power Point.

a) Oxno Power Point. [TaHenu HHCTPYMEHTOB.

b) Coznanue npesentanumii. Co3nanne HOBOTO ciaiina.

¢) BcraBka pucynka B cnaiin. Crnaiasl ¢ TaOIUIIaMK U THArpaMMaMHu.
d) Pexxumbl mpocMOoTpa npe3eHTaIuid. JleMoHCTpaIus mpe3eHTaIH.
e) Wsmenenue mabdmona oopMiIeHHs IPE3CHTAIHH.

f) Tleuars pa3gaTOYHBIX MATEPHAIIOB.

2. IIporpaMMBbI-yIIakOBIIMKH. APXHUBHPOBaHNE HH(OPMAITHH.

a) apXUBUPOBAHUE;
b) pasapxuBupoBaHue.

B pesynbTare BBINOJIHEHHS MPAKTHUECKOW pabOThI CTYAEHT JOJDKEH YMETh CO3/1aBaTh
Npe3eHTali0 ¢ MoMoulbio mabnona odopmieHuss B PowerPoint, Bkito4as BO3MOXXHOCTH
co3laBaTh claiibl, A00aBIATh B HHUX TaOJUIbL, JUarpamMmbl, PUCYHKH U JE€MOHCTPHUPOBATh

MPE3CHTAINIO, a TAKXKE apXUBUPOBATH HH(POPMAITHIO.
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KonTposbHbIe BONPOCHI

Hasoswure omimuntensHbie ocobennoctu apxuBaropa WINRAR.

Kaxkue cnioco0b! apxuBanuu daitnos apxuBaropom WINRAR Bei 3Haere?
Kaxkue cnioco0bl pazapxuBaiuu ¢aiiiioB apxuaropom WINRAR Bel 3naete?
UYro u3 cebst nmpenacTasisieT okHo PowerPoint?

B kakux pexxumax MOKHO MPOCMATPUBATH CIIAN?

Kaxkue nomomauTensHbie KoMaHabl conepkuT MeHI0 K BCTABKA»?

Yro Takoe mabsoH opopmiaeHus?

LN Ok wDdE

Kakoii pexxuM npocMoTpa ciaaii1oB 103BOJIET KOHTPOJINPOBATh U IPOBOIUTH M1OKa3,
IIPOCMOTP, COPTUPOBKY, y1aJ€HUE, CO31aHNe HOBBIX CIai10B?

9. 3auem HeoOxoanMa (YHKIMS CKPBITBIN craiin?

10. Kakue ¢pyHKIMHU BBITOTHSET (DYHKIMS CTPAHHIIBI 3aMETOK?

11. Kakue ecTbh BO3MOXHOCTH BCTaBOK B CIIaiipl mpe3eHTanuu PowerPoint?

9.2. METOANMYECKHUE PEKOMEHJIAIIUHA 110 NIOAI'OTOBKE IMCBMEHHBIX
PABOT

OO0Omrast  TPyAOGMKOCTh  OCBOCHHUS  JTUCHUIUIUHBI  «MHpopmamura»
cocraBisier 3 3adeTHbIX enuHulbl, 108 uvacoB, u3 HuUX 42 yaca ayJAUTOPHBIX
3aHATHI U 48 9acoB, OTBEICHBI HA CAMOCTOSTEIBHYIO PabOTy CTYIEHTa IS OYHOU
dbopmbl 00ydeHUs, 24 4acOB ayJUTOPHBIX 3aHATHUH M 66 yaca camocTosTeIbHAs
paboTta cTylneHTa M ouHo-3a04Hou (opMbl oOydeHus, 12 4acoB ayJIUTOPHBIX
3aHATAA W 87 4YacoB caMOCTOsATENbHas paboTa CTyJAeHTa Ui 3a04Hol (OPMBI
oOy4eHusl.

CamocrosiTennbHast paboTa CTYICHTOB HalpaBlieHa Ha 3aKpEIUICHHE
MOJTYYCHHBIX HABBIKOB M HA MPUOOPETEHUE HOBBIX TCOPETUICCKUX U (PAKTUICCKHUX
3HAHWM, MOTYUYEHHBIX HA JICKIIUAX U MPAKTUUECKHUX 3aHATUAX. OHa BBITIOIHIETCS B
YUTATHHOM 3ajie OMOJMOTEKH M B JIOMAIIHUX YCJIOBHSX, MOAKPEIUIICTCS y4eOHO-
METOIMYECKMM U HWHGOPMAllMOHHBIM oOecrieueHueM (ydeOHUKH, y4eOHO-
METOJUYECKUE TTOCOOUSI, KOHCTIEKTHI JICKITUH).

[TonroroBka K KaXIOW JIEKIIMM MOXET 3aKJIKYaTbCi B IMPOYTCHUU
MaTepHaOoB MPEeAbIAYIUX JeKnui. [Ipu 3TOM OCHOBHOW ymOp HEOOXOIUMO
cleliaTh Ha TEOPETHYCCKHH acleKT MpoOJeMaTHKH JICKIIMOHHOTO MaTepHaa,
oOpaTUTh BHUMaHWE HA OCHOBHBIC METOJBI U 3aKOHOMEPHOCTH, OMHCHIBAIOIIIE

IMpOUCCChl U ABJICHMUSI.
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Bomnpockl k Kaxmoil mpakTHYECKONW padoTe M BOIMPOCHI, NMPUBEAEHHBIE B
nynkre 9.1. ngaHHOW paboueil mporpaMMbl, TIOMOTYT B  3aKpEIIEHUU
TEOPETHUYECKUX IOJOKEHNN Kypca M HAaBBIKOB PEIICHUS MPAKTHYECKUX 337ad U
HaIpaBJeHbl Ha CAMOCTOSITENbHYIO JAOPaOOTKY MpOOENoOB B 3HAHUSAX CTYJICHTOB,
MOJITOTOBKY K CIa4H TJAOOPaTOPHBIX pabOT M UTOTOBOM KOHTPOJIBHOU PabOTHI.

[lonrotroBka K KOHTPOJIBHOM paboTe, KOTOpas NpEeACTaBiseT CoOoi
UTOTOBYIO KOHTPOJIbHYIO paboTy MO MaTepuajiaM BCEro OCBOCHHOIO Kypca,
3aKJII0YAeTCsl B TOBTOPEHUM TE€M JIEKUMA W HaBBIKOB, IOJYYEHHBIX Ha

MMPAKTUYCCKUX 3aHATHUAX.
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Ipunoowcenue 1

AHHOTAIUA JTUCHUIIJIMHBI

HNucuunnuna «Mubopmatuka» sSBISETCS TUCHUIUIMHON 0a30BOM YacTH MO
HarpasieHuto noarotoBku 38.03.03 — VYmpasnenue mnepconanom. JucuuruivHa
peanuzyercss B MHCTHTyTE »SKOHOMHUKH, YIpaBiIeHHS M TIpaBa Kadenpoi
MOJICTTUPOBAHUS B 9KOHOMUKE U YIIPaBJICHUS.

CopnepxaHue NUCHMIUIMHBI OXBAaThIBAET KPYT BOMPOCOB, CBSI3aHHBIX C
TEOPETUUYECKUMH OCHOBAaMH HWH(OPMATUKH, MPOrPaMMHBIM O0OECIIE€UEHHUEM,
COCTaBOM M OCHOBaMM pabOThl KOMIIBIOTEPA, OCHOBHBIMH MOHATUSMU O 3alllUTE
IPOrpaMMHBIX IPOAYKTOB.

Heab AMCHUMIVIMHBI. TOATOTOBUTH BBITYCKHUKA, O0JAJAIONIET0 3HAHUAMU
[0 OCHOBHBIM (YHIAMEHTAJIBHBIMU TMOHATUSAMU HH(OPMATUKHU, KaK HAyKU O
3aKOHaX W MeEToAaxX HW3MEPEHMs, XpaHeHus, oO0paboTku, cOopa W nepenayu
uHPOpMAIlMU C HUCTHOJIH30BAHHUEM BBIYHCIUTEIBHON TEXHHWKH, HAaBbIKAMU
CUCTEMHOI'0 MOJX0Ja K paboTe C COBPEMEHHBIMU IMPOTPAMMHBIMHU CpeJaMHu U
po(hecCHOHATPHBIMA KOMITETEHIIMSIME, HEOOXOTUMBIMH ISl PEIICHUS 3a/1ad B
npo(hecCUOHANIBHON e TEIbHOCTH.

3axayu:

- W3yYUTh TEOPETHYECKYyl0 0a3y IUIsi TOCIEAYIONIEr0 W3yYeHHs HOBBIX
UHPOPMAILIMOHHBIX TEXHOJIOTUH M UX NPUMEHEHUs B MpodeccruoHaIbHOMI
JeSITEIbHOCTH;

- YCBOUTb OCHOBHBIE HABbIKM MPAKTUYECKOTO BIJIAJICHUS MEPCOHATBHBIMU
KOMIBIOTEPAMH U TUTIOBBIMHU MPOTPAMMHBIMU CPEICTBAMU HH(POPMaTU3aLIUU.
[Tportecc m3ydeHus MUCHUIUIMHBI HampaBlieH Ha (HOPMHUPOBAHHE KOMIIETCHIIUU
OIIK — 5 - cmocoOHOCTH WCMOJIB30BaTh COBPEMEHHBIC HH(POPMAIIMOHHBIC
TEXHOJIOTHH U TPOrPaMMHBIE CPEJICTBA MIPH PEIICHUHU MPOGECCHOHATBHBIX 3a/1a4

B pe3ynbrare 0cBOSHUS IUCIUTUTMHEI CTYACHT JOJHKCH:

3nams:
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- COBpeMEHHbIe MH(OpPMAIMOHHBIE TEXHOJIOTUU U MPOTrPaMMHBIE CPEICTBa
Ipy pelieHud NpodecCHOHANBHBIX 3aJlad OCOOEHHOCTH cOopa, XpaHEHUs H
aHalli3a JaHHbBIX;

- poiab M 3HauyeHHWe HHPOpPMAIMK W HHPOPMALMOHHBIX TEXHOJOTHH B
COBpEMEHHOM HH()OPMAaIIMOHHOM IPOCTPAHCTBE;

- OCHOBHBIC TpeOOBaHUS HHHOPMAITMOHHON OE30TTaCHOCTH.

Ymems:

- HCIOJb30BaTh COBPEMEHHBbIE MPOTPAMMHBIE CpPEACTBA MPHU PEHICHUU
npodecCUOHANIbHBIX 3a/1a4;

- paboraTh Cc HHpOpMAIMEed B TJI00aJbHBIX KOMIIBIOTEPHBIX CETSIX U
KOPIIOPATUBHBIX HH(DOPMAIIMOHHBIX CHCTEMAX;

- MIPUMEHSTHh HABBIKK Pa0OThI C KOMITBIOTEPOM KaK CPEJICTBOM YIPABIICHUS
uH(popmanuen.

Braoems:

- COBPEMEHHBIMU HMH(POPMAIMOHHBIMU TEXHOJIOTHSIMU I PEIICHUS
npodeCCUOHANIBHBIX 33]1a4;

- KyJbTYpOH MBIIIJIEHUS], CIIOCOOHOCTBbIO K BOCIPHUSATHIO, 000OIIEHUIO U
aHanM3y UHGOpPMAIH, TOCTAHOBKE IIETTH M BBIOOPY MyTEH ee JOCTHKCHHUS.

OIIK-6. cmocoOHOCTh TOHMMAaTh MPUHLHUIIBI PadOTBl  COBPEMEHHBIX
WHOOPMAITMOHHBIX TEXHOJOTUH U UCIOJIb30BaTh WX JJIs  pEIICHHS 3a1ad
npo¢eCCUOHATIBHON JIEATEIIbBHOCTH

B pe3ynbrare 0cBOEHUS NUCUUIUIMHBI CTYACHT JOJKEH:
3HaTh:
- MIPUHIMIBI PaOOTHI COBPEMEHHBIX MH(POPMAITMOHHBIX TEXHOJIOTUN ISl PEIICHHS
3a7a4 Mpo(eccnoHabHON e TENbHOCTH;
- IPUHIIHAITBI pabOThl COBPEMEHHBIX NH()OPMAIIMOHHBIX TEXHOJIOTHH;
Ymers:
- UCTIOJIb30BAaTh MPUHITUIIBI PAOOTHI COBPEMEHHBIX MH(POPMAITMOHHBIX TEXHOJIOTHMA

JUTS pelieHus 3a/1a4d npodecCuOHaIbHOM 1eATeNbHOCTH;
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- HCNOJB30BaTh Ha TPAKTUKE 3HAHUS MPUHUIUIOB pPabOThl COBPEMEHHBIX
MH(OPMAIMOHHBIX TEXHOJIOTUH;
Bnaners:

- METOJIaMH HMCTOJIb30BaHUSI COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHI
JUIS peIIeHus 3aa4 Mpo(dhecCnoHaIbHOM e TENbHOCTH;

- TEXHOJOTHe paboThl C  COBPEMEHHBIMH  HMH()OPMAIMOHHBIMU
TEXHOJIOTUSMU;

OOmast TpyJOEMKOCTh OCBOCHHS JUCITUIUIMHBI COCTaBISET 3 3a4ETHBIX

enuHuIbl, 114 gacos.
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Mpuioxenne 2

JUCT UBMEHEHUHA
No | Texkcr akTyanuzainuu unu npuiaraeMeii Kk PI1/] nokyMmenr, Jlara No
/0 coJIep KAl H3MEHEHHUSI IPOTOKOJIA




