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OIOBPEHA COI''TACOBAHO
Ha 3acenanuu [11K mpodeccroHanbHBIX TUCIUTLIAH 3am. nekaHa 1o yueOHou padbore
«3eMeNbHO-UMYIIIECTBEHHBIE OTHOIICHHS ¢dakynprera CITO

[Iporokon Ne 1 ot «31» aBrycra 2022r.

H.E. Macnosa

IIpencenarens LK A.B. Boromososa

Pabouast mporpamma paspadoTtana Ha ocHOBe DenepanbHOr0 TOCyIapCTBEHHOTO 00pa30BaTeIbHOTO
crangapra (nanee ®PI'OC) mo crHeuuanbHOCTH CpEeIHEro NpoQPecCHOHAIbHOIO 00pa30BaHUS
21.02.05 «3emenpHO-UMYIIECTBEHHBIE OTHOIIEHUS», YTBEPKICHHOTO NpUKa3oM MUHHCTEpCTBA

obpazoBanus u Hayku P® Ne 486 ot 12.05.2014r.

Opranuzanus-pazpadorunk: AHO BO Yuusepcurer «MUP»

Cocrasutens: JI.A. 'Hy4ux, K.T.H., IOLEHT, Ipenoaasareins (akynbrera CI10



1. IACIIOPT PABOYEN NPOT'PAMMBI YYEBHOU JIJUCHUTLJINHBI
«HHP®OPMATHUKA»

1.1. Ob6aacth nmpuMeHeHusi mporpamMmbl. Pabouas mporpamma y4eOHOW TUCIMILIMHBI
«upopmaTrka» SBISETCS YACThIO IMPOrPAaMMbl IOATOTOBKU CIIELUAINCTOB CPEIHETO 3BEHA
(IMCC3) mo cneumambHoctd 21.02.05 <« 3eMenbHO-UMYIIECTBEHHBIC OTHOIIEHUS» 0a30BOM
HOJrOTOBKU U e/luHa JUisd BceX (GopM 00ydeHusl.

1.2. Mecto yueOHoii aucuunaunsl B crpykrype IIIICC3: yueOHas aucuuriviHa
«H(popmaTrKay OTHOCUTCS K MAaTEMAaTUIECKOMY U O0IEMY €CTECTBEHHOHAYYHOMY ITHKITY.

1.3. Heau um 3agaum y4eOHOH JMCHMINUIMHBI — TpeOOBaHMs K pe3yjbTaTaM OCBOEHHUS
y4eOHOH TUCIMITIIMHBIL:

B pesynbprare ocBoeHHs y4eOHOM MUCIUIUIMHBI CTYJEHT JH0DKCH YMETh!

- HCIOJIb30BaTh 0a30BbIE CUCTEMHbBIE IPOrPAMMHbBIE TPOJYKTHI;
- WCINOJIb30BaTh IMPHUKJIAJHOE IPOrpaMMHOE oOOecreyeHre OOILero Ha3HA4YeHUs JUIs
00paboTKH TEKCTOBOM, TpadyMueCcKoOi, YUCIOBOM HH(POpMAIIUH.

B pe3ynbrare 0CBOGHUS NUCHUILIMHBI 00YYaIOLIUiCsS 10JIZKeH 3HATD.

- OCHOBHbBIE IOHATUS aBTOMAaTU3MPOBaHHOW 0OpabOTKM HH(OpManuM, OOImMI cOCTaB U
CTPYKTYpY NEPCOHAIBHBIX KOMIIBIOTEPOB U BBIUYUCIUTEIbHBIX CUCTEM;

- 0a30Bble CHCTEMHbIE NPOTrpPaMMHBIE HPOAYKTHl W MaKeThl MPUKIAJHBIX HPOTrpaMM Juis
00pabOTKH TEKCTOBOM, rparuecKoil, YNCIOBON U TaOJINYHOM HH(pOpMAILIHH.

B pe3ynbrate ocBoeHUs y4eOHOM NUCHUIUIMHBI JOJKHBI ObITh CHOPMHUPOBAHBI:

00wue KomnemeHyuu, sKrOUAIOWUE 8 €01 CHOCOOHOCMY '

OK 3. Opranu3oBbIBaTh CBOIO COOCTBEHHYIO JEATEIBHOCTD, ONPEAEINIATh METO/IbI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTh U Ka4eCTBO;

OK 5. Ucnonb3oBarth MH(}OPMALIOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH JUTS
COBEPUIEHCTBOBAHUSA TPO(ECCUOHATIBHON 1E€ATENbHOCTH;

OK 8. CamocTosATeNnbHO ONpeaensaTh 3a1a41 MPo(hecCHOHATLHOTO U JINYHOCTHOTO pa3BUTHS,
3aHUMAaTbCs caMo00pa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIILIEHHE KBATH(PHUKAIINHT;

npogheccuonanvnovle Komnemenyuu, coomeemcmeyouue OCHOBHbIM suoam
npogheccuoHanbHOU 0esimelbHOCHU:

I1K 1.2. [ToaroraBnuBaTh JOKYMEHTALUIO, HEOOXOAUMYIO JUISI IPUHATHUS YIPABICHUECKUX
pELIEHUH 110 AKCILTyaTallui U pa3BUTUIO TEPPUTOPUN;

1K 3.3. Hcnonbp30BaTh B NPAaKTUYECKOM 1€ATEIHHOCTH T€OMH(POPMAIIIOHHBIE CHCTEMBI;

[IK 4.6. OdopMIATE OICHOYHYIO TOKYMEHTAIMI0O B COOTBETCTBHH C TPEOOBAHUSIMHU

HOPMATUBHBIX aKTOB, PETYJIMPYIOMIUX IIPAaBOOTHOIICHU B 3TOH 00JIaCTH.



1.4. Kosn4yecTBO 4acOB HA OCBOEHHE Y4eOHOW JUCHUIIMHBI: MAaKCUMAJIbHOW ydeOHOM
Harpy3ku oOyudaromierocs 72 4aca, B TOM 4YHCJIE 00s3aTelIbHON ayAMTOpHOW y4yeOHOW Harpys3ku

oOyuaromerocs 48 yacoB u 24 yaca caMOCTOSITETbHON PaOOTHI.



2. CTPYKTYPA Y COJAEP)KAHUE YUYEBHOW JUCIIUILINHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThI

Bup yueOHoii padoThl

O0BeM yacoB

Ounas popma 3aounas popma

MakcumasibHasi ydeOHasi HAarpy3Ka

(Bcero)

72

72

Oo0s3aTesibHAst ayauTOpPHasi y4yeOHasi

Harpy3ka (Bcero)

48

B TOM 4YHUCJIC:

JICKIIMH

16

nabopaTopHbIe PabOTHI

32

IMPAKTUYCCKUEC 3aHATUA

KOHTPOJIbHBIE paOOThI

KypcoBasgs pabora (mpoekr) (eciu

PEyCMOTPEHO)

CamocrosiTeabHasi paﬁoTa CTyJa€eHTa

(Bcero)

24

64

B TOM YHUCJIC:

CaMOCTOSITEIbHAS pabora HaI

KYpCOBOI1 paboTOH (TIPOEKTOM)

HccnenoBaTenbckas pa60Ta

Pabora ¢ nHpopManMOHHBIMU

HUCTOYHHUKaAMH

16

50

Pedepatusnas padora

Pemenne 3agau

TBOpueckue 3a1aHus

[ToaroroBka MPE3CHTAINOHHBIX

MaTcpHuaJioB

JomarnrHsist KOHTpoOJbHas paboTa

Cocrasnenne TabmuL

14

ATTCCTaI_II/ISI IO JUCIHHMIIIIMHE

IK3AMEH

IK3AMEH




2.2. TemaTH4ecKHii IUIaH U cojiep:kaHue y4eOHOIl TucuuniuHbl « MHpopmaTuka

HaumeHoBaHue Conep:kanue y4yeOHOro MaTepuaJa, J1ad0paTopHble U MPAKTHYECKHE PadoThl, O0bem yacon YpoBeHb
pa3esioB U TeM caMocCTosiTe/IbHAs padoTa 00y4yaommxcs, KypcoBasi padoT (poeKT) (ecau OCBOCHMA
npeoycCmMompeHul)
Tema 1. CopepxaHue yaeOHOT0o Marepuaa 2 1
OOmmii cocraB 1 | OCHOBHBIC TUITBI KOMITBIOTEPOB. KoHurypanun nepconanbHbix kKoMibroTepoB (I1K).
CTPYKTYypa OcHoBHbIe IpUHIMIEI QyHKIIMOoHUpoBaHus [1K.
nepcoHaabHbIX | CocTaB TUIIOBOTO KOMITbIOTEpA. Y CTpOHCTBA 00pabOTKHU. Y CTpoiicTBa XpaHEHUSI.
IBM YcrpoiicTBa BbIBOA. Y CTPOMCTBA BBOAA.
Jladoparopnasi padora Ne 1 2 2
«Opraam3anus nocryna, 0opadorka qaHHbex B MC»
CamocTtosTenbHas paboTa 00y4Yarouxcs: 2 2
[ToaroroBka mpe3enTarmu 1o Teme: «Croco0bl 3aIUThI AIEKTPOHHBIX JJOKYMEHTOB U UX
OTJICIbHBIX (PPArMEHTOB
Tema 2. Copnepxkanue y4eOHOro Marepuana 2 2
OO0mue nonsatust | OnepanuonHsle cucreMsl. [lonsTre, ocHOBHbIE QyHKIMH, TUITEI OC. DaiiaoBbIe
00 OnepanUoOHHBIX | CUCTEMBI U (DalIIOBBIE CTPYKTYPHI.
cHucTemMax [Tonsitue 6ezonacHoctu. OcHOBHBIE NoHATHE Oe3omacHocTH. Knaccudukanus yrpos OC
CpencrBa JlabopaTopnas padora Ne 2 2 2
OpraHu3anuu «Opranu3zanys paboTsl CTYJIEHTOB B JIOKQJIbHOM CETH YHUBEPCUTETA»
padoThI CamocrosTenbHas paboTa 00y4aroIuXcs: 4 2
noJjn3oBaressi B | [logroroBka nokiaja mo teme: «lIpaBoBas 3amura nHGOpMALTN»
onepanuoOHHOI
CHCTEMBI
Tema 3. Copneprkanne ydeOHOro MaTeprana 4 1,2
Texnosorus TexcToBbIe peJakTOPhI KaK OJJMH U3 MAKEeTOB MPUKJIIAJHOTO MIPOrpaMMHOT0 0OecreueHus,
00padoTKN 0011I1e CBEJIEHUS O PEIaKTUPOBAHUH TEKCTOB.
TEKCTOBOM OCHOBBI KOHBEPTUPOBAHHSI TEKCTOBBIX (hailioB. KOHTEKCTHBINM MOKCK U 3aMEeHa.
uHpopmanuu. Odopmienue cTpaHull TOKyMEHTOB, popMUpoBaHue ornasieHuil. PaccranoBka
Texnosorus KOJIOHTUTYJIOB, HyMepalus cTpaHull, Oyksuua. [1labiaous! u ctunm opopmienus. Pabora
00padoTKu ¢ Ta0aMIIaMK U pUCYHKaMU B TekcTe. BoasHbie 3Haku B TekcTe. ClusHuEe T0KYMEHTOB.
rpapuyeckoi M3 aTenbckue BO3MOXKHOCTH PEJAKTOPA.




HaumeHoBaHue Conep:kanue y4ye0OHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl, O0bem yacon YpoBeHb
pa3/iesioB M TeM CcaMoCTOsITe/IbHAS PadoTa 00y4alIINXCsl, KypcoBasi padoT (MpoeKT) (eciu OCBOEHHS
npeoycCmMompeHul)

HH(pOpManuu ®opmartsl rpaduueckux (aiinoB. CriocoObl moydeHus rpaduuecKux n300pakeHui —
pHCOBaHUE, ONITUYECKU criocol (ckaHupoBaHue). PacTpoBble v BEKTOpHBIE TpaduiecKue
pPENAKTOPBI
JladopaTtopubie padoTsl Ne 3, 4, 5, 6 8 2
Ne3. «Cozpmanme W pefakTHpOBaHUE CIYXKEOHBIX IOKYMEHTOB B CpEIe TEKCTOBOIO
nporeccopa MS Word»
Ne4d. «Co3znanue pucyHKOB 1 GOpPMYIT B Cpejie TEKCTOBOTO mporeccopa MS Wordy
Ne5. «Co3znanue u popmaTupoBanue TabnuuHoi uHpopmaiuu B MS Wordy
Ne6 «3aros0BouHbIC CTHIIN U CTPYKTYpa Aokymenta MS Word. dopmupoBanue crucka
JUTEPATyPhD)
CamocTrodrenbHas padota 00ydyaromuxcs 4 3
Paborta c HOpMaTUBHBIMU JOKYMEHTaAMH
[ToaroroBka pedepara nmo Teme: «CozaHue, UCIIOIB30BaHUE CTHUIICH U MIa0IOHOB
JIOKYMEHTOB)

Tema 4. Copepkanne y4eOHOro MaTepuana 2 1,2
TexHosorust O0paboTka YUCIOBOM U TEKCTOBOW MH(MOPMAIIUHU, IPECTABICHHON B TAOIMYHOM BH/IE.
00padoTKu CpencTBa aHann3a TaOJIMYHBIX JTaHHBIX. BBOJ TaHHBIX C TOMOMIBIO (DOPMBI.
undposBoii OunbTparnus cnuckoB. CoptupoBka. Co3gaHue MPOMEKYTOUHBIX UTOTOB. CBOJIHBIE

uHopmMauuun tabnuiel. [Togbop mapamerpos. [louck pemenus. Konconunamnus nanuesix. Tabnuia
MOJICTAHOBKH.
TexHomoruu pazpaboTku TabauIl (CIOCOObI OPraHU3alUK BIYUCIICHHUH, TPUMEHEHHE
BCTPOEHHBIX (YHKIMI, rpad)uuecKoro npecTaBleHus JaHHbBIX )
Jla6opaTopusbie padoTnl Ne 7, 8,9, 10 8 2

Ne7. «Ananu3, o0paboTka u 3ammuTa uHGopmanuu cpeacreamun MS Excel»

Ne8. «PaboTa ¢ BcTpoeHHBIMU (QYHKIIUSAMH B cpejie TabinaHoro nporeccopa MS Excely
Ne9 «Coznanue rpaMKoB U TuarpamMm cpeacTBamu TabimaHoro npoueccopa MS Excel»
Ne 10. «Pabota co crnmckamu (0a3aMu JTaHHBIX) B cpeje TabauvHOro mporeccopa MS
Excel»




HauMmenoBanue
pa3aeyioB u TeM

Conep:kanue y4ye0OHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl,
CaMOCTOsITe/IbHAA padoTa o0yuawuuxcs, KypcoBasi padoT (IpoeKT) (eciu
npeoycCmMompeHul)

O0BbeM yacoB

YpoBeHb
O0CBOEHUA

CamocrosTenpHas pabora 00yJaromuxcs

[ToaroroBka pedepara no Teme: «IIporpaMMHO—TEXHOIOTUYECKUH KOMILIEKC
ABTOMATH3UPOBAHHOM cUCTEMBI 00pabOTKH HH(GOPMAIIMKA COCTOSIHUIO PhIHKA
HEJIBUKHUMOCTH

[TonroroBka pedepara mo Teme: «lIporpammuoe obecrieuenue s pabOTHI
r'e0JIe3NYECKOIN 1 KaaacTpoBou cheper

B

3

Tema 5.
Komnbrorepubie
npe3eHTanumn

Copepxkanue ydeOHOro Marepuana

Cxema pabotel Power Point. I'paduueckre o0beKThI, TAOMUIBI U AHATPAMMBI KaK
AIIEMEHTHI MTPE3CHTAIUH.

OO6mue omeparyu co claigamu.

Br16op nu3aiina, anumarms, 3 QeKTsl, 3ByKOBOE CONPOBOXKICHHE

1,2

Jladoparopubie padorsr Ne 11, 12, 13

Ne 11. Pa3paboTtka cTpyKTypbl IPE3EHTALUU, IOJATOTOBKA MaTEpUaJIOB

No 12. Metoa npoekToB. Co3jaHue KOMIIBIOTEPHBIX MPE3EHTALMI 110 TeEME «AHAIU3
pPBIHKA HEJIBUSKUMOCTH

Nel3 Co3ganmne KOMIBIOTEPHBIX NMpe3eHTanui no TeMe «CymHOoCTh mpolecca
KOMITHIOTEPHU3ALIUU KaK COCTaBHOM YacTu nH(popMaTu3amuu chepsl yuera 00bEeKTOB
HEABIKUMOCTH)

CamocTrosrenbHas paboTa 00y4yaronuxcs
[ToaroroBka mpe3eHTanuu mo teme: « TexXHOoIornu pa3paboTKH MEKTPOHHBIX

YHU(PUIIMPOBAHHBIX TOKYMEHTOB ((opM OJ1aHKOB, TaOIMII, IaOJIOHOB, MHCEM PACCHUIKH),

UCIIONIE3YEMBIX TPU padoTe»

[ToaroroBka pedepara o teme: «Co3aanue, UCTIOIB30BAHNE, IEMOHCTPAIUS U
pacnpocTpaHeHUs: KOMIIBIOTEPHBIX MPE3CHTALIUI

[Touck ocHOBHBIX 3ak0HOB Poccuiickoit deneparuu B chepe KagacTpoBOro ydera ¢
ucnoab3oBanrem CIIC

Tema 6.
Pecypcbl
HNurepHer, ux
Ha3HAYEHUE U
XapaKTepuCTHKA

Conepxanue yq4eOHOro MaTeprasa

JlokanbHble cetu. I'nobanbuble cetu. Opranu3zanus pa3MeleHus, 00padboTKH, MOUCKa,
XpaHEeHUs U nepeiaud HHPOpMaLnu.

1,2

JlaGopaTtopHbie padoTsl Ne 14, 15
Nel4. «OcHoBHBIE TpaBUiia pabOTHI C MOMCKOBBIMU CUCTEMAMM




HaumeHoBaHue Conep:kanue y4ye0OHOro MaTepuasa, J1ad0paTopHble U MPAKTHYECKUE PadoThl, O0bem yacon YpoBeHb
pa3esioB U TeM caMocTosiTe/IbHAs paboTa 00y4yaommxcs, KypcoBasi pador (poeKT) (ecau OCBOCHMA
npeoycCmMompeHul)
Nel5 «Anamuz pecypcoB MHTEpHET, coaepxamux npodeccHoHaIbHYI0 HH(pOpMaIuio B
cdepe ydera U OLIEHKH HEABUKHUMOCTH
CamocrosiTenpHas pabota 00yJaromuxcs 4 3

3HaKOMCTBO C caiiToM MuHHCTEpCcTBa nMyIecTBa Camapckoit 00aacTu

[ToaroroBka fokiana no Teme: «Vcnoap30BaHne MHTEPHETA [T pEIICHHs 3a/1a4 B cepe
Ka/1aCTPOBOT'O y4eTa»

[Touck ocHOBHBIX 3ak0HOB Poccuiickoit @enepanuu B chepe reoge3nn U Kaprorpadhun
IloaroroBka noknazaa no teme: «CoBpeMeHHas CTpyKTypa cetu MHTepHeTay

Tema 7. OcHOBHBIE HHCTPYMEHTBHI ITOMCKa HH(POPMAIIMU C UCTIOIB30BAHNUE CIIPABOYHO-TIPABOBBIX 2

Hcnoan3oBanne cUCTeM. AHaIHU3 CTPYKTYPBI JOKYMEHTa, ero cBsi3ei. [logbop crateit u popm

CIPaBOYHO- JIOKYMEHTOB

npaBoBbIX cucTeM | JlabopaTtopHas padora Nel6 2
Nol6 PabGora B CIIC KoHcynbpTaHT IHOC
[ToaroroBka u AeMoHCTpalus npeseHTanuu mno treme: «lIpumepst ucnonszoBanus CIIC B 2
chepe HEABUIKUMOCTH»

Hroro 72

Jis XapakTepUCTUKH YPOBHS OCBOCHMS y4eOHOT0 MaTepualla UCIOJIb3YIOTCs Clelylolue 0003HaueHus:

1. o3HakomuTENBHBIN (Y3HABAHUE PaHEE U3YUYEHHBIX 0OBEKTOB, CBOWCTB);

2. penpOAyKTHBHBIH (BBIMOJIHEHUE JEATEILHOCTH 10 00pas3ily, MHCTPYKIMH WK O] PyKOBOJICTBOM)

3. IpOAYKTHUBHBIN (TJIAHUPOBAHUE U CAMOCTOSTEIbHOE BBIINOIHEHUE AESITEIbHOCTH, PEellIEeHUE MPOOIEMHBIX 3a/1a4)




3. YCJIOBUS PEAJIMBAIIMU YYEFHOU JUCHUTLJIAHBI

3.1. TpeGoBaHUSsI K MUHUMAJbHOMY MaTepHAJIbLHO-TEXHMYECKOMY 00ecle4eHn 0

Peanuzanus yuyeOnoit mucumminabl «MHpopmaTtuka» Tpedyer Hamuuus J1adopaTopuu
UH(POPMATUKH.

O6opynoBanue y4eOHOW TaOOPATOPHUM: CTOJIBI ISl KOMIBIOTEPHON TEXHUKH; CTYIbS JJIS
paboThl 3a KOMIBIOTEPOM; 3KpaH M padOThl MPOEKTOPA; IJIACTUKOBAS IOCKA; pa3daTOYHBIHA
MaTepHal; MMCbMEHHBIN CTOJ M CTYJI JUIS TIPETo1aBaTelIs.

TexHuueckue cpencTBa OOyUYCHHUsS: COBPEMEHHBIC MTEPCOHATBHBIE KOMITBIOTEPHI; JIOKATbHAS
CETh C BBIXOJIOM B INI00ANBHYIO ceTh IHTEpHET; MPOEKTOP; KOHAUIIMOHED.

ITporpammuoe obecrieuenue: omepanunonnas cucrema Windows XP wu Bemme; MS
Word 2007; MS Excel 2007; MS Power Point 2007; Internet Explorer 6.0 u Bblie; cripaBo4HO-
npaBoBas cuctema «KoHcynbranT [Trocy.

3.2. UudopmanuonHoe odecnieueHne o0ydeHust
JIUTEPATYPA

OcHoBHAA:

1. Kanyrsn, K.X. HWuadopmaruka. HWuHbopManmoHHBIE TEXHOJIOTHHM U CHUCTEMBI /
K.X. Kanyrsin. — PocroB-na-Zlony : W3narenscko-nonurpaduueckuii kommiekc PIDY (PUHX),
2018. — 80 c. : cxem., Tabn., wun. — Pexum pgocryma: mno mnoamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=567017

2. UndopmaninoHHble TEXHOJIOTUU: JTA0OPATOPHBINA MPAKTUKYM / aBT.-cocT. A.I'. XHbIKuHa,
T.B. Munkuna. — CraBponons : CKOVY, 2018. — 122 c. : un. — Pexum nocrtyna: no noamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=562883

3. Konokonsaukora, A.W. Madopmaruka : yaedHOoe mocobue / A.U. KonokonpauKOBa. — 2-
e u3Ml., uchp. u gomn. — Mocksa ; bepnmun : [lupexkr-Menua, 2020. — 289 c. : wi., Tabn. — Pexxum
noctyna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=596690 .

4. Ponpirun, A.B. Mupopmatuka. MS Office : ydueOnoe mocobue. — HoBocuOupck :
HoBocubupckuii rocy1apcTBeHHbBIN TeXHUYeCKui yHuBepcutet, 2018. — 95 c. : Tabm., ui. — Pexum
nocryma: o nmoamnucke. — URL: http://biblioclub.ru/index.php?page=book&id=573861

5. Uadpopmaruka : yuebnoe mocodbue : [16+] / E.H.I'ycera, W.1O.Edumosa,
P. 1. KopoOkoB u ap. — 5-¢ u3n., crep. — Mocksa : ®JIMHTA, 2021. — 260 c. : un. — Pexum
nocryna: o noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=83542

JdomosHnTEIbHAS:

1. BonkoBa, B.M. WuHbopmaTuka: cpeictBa OHJAWH-XpAaHEHUS U peAaKTUPOBAHUS
TEKCTOBBIX JOKyMeHTOB. — HoBocubupck : HoBocuOMpCKuil TOCyAapCTBEHHBIH TEXHUYECKHN
yauBepcutet, 2017. — 64 «c¢. : wn, Tabn. — PexuMm gocryma: TO TOINMUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=576578 .

2. KomokonpaukoBa, A.M. Word 2019: Tteopus um mnpaktuka : B 2 dHacTax /

A.N. KonokonbHukoBa. — Mocksa ; bepnun : lupexr-Menua, 2020. — Y. 1. — 337 c. : wi1. — Pexum
noctyna: mo nmoamucke. — URL: http://biblioclub.ru/index.php?page=book&id=595446.

3. Crapeiruna, C. JI. UnpopmaTuka: TeXHOIOTHH U 0pHCHOE TporpaMmupoBanue : : [16+] /
C. . Crapsirusa, H. K. Hypues, A. A. Hypranuesa ; Kazanckuit HallMOHATbHBII
UCCIIEIOBATENbCKUNA  TeXHoJorndeckuil  mHcTuTyT. — Kasawp :  KazaHckuil  HayuHo-
uccienoBaTenbekuil Texnonornaeckuit yausepcutet (KHUTY), 2018. — 232 c. : un.,tadm., cxem. —
Pexxum noctyna: mo moanucke. — URL: https://biblioclub.ru/index.php?page=book&id=612863

4. KonokonepHukoBa, A. W. Wndopmaruka: pacuetrHo-rpaduueckue padoter : [16+] /
A. . KonokonsHukoBa. — Mocksa ; bepnun : [lupexkr-Menua, 2021. — 345 c. : wi., Tabn. — Pexum
nocryma: o nmoanucke. — URL: https://biblioclub.ru/index.php?page=book&id=611664
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4. PEAJIM3ALMA TPOTPAMMBI JIJIA JINI C OT'PAHUYEHHBIMUA
BO3MOXHOCTAMU

1. OOGpa3oBanue oOy4arOIUXCS C OrPAaHUYEHHBIMH BO3MOYKHOCTSIMH 3J0pOBbs  (IIpH
HAJIMYUKA KOHTUHTEHTA) MOKET OBITh OPraHM30BAaHO KAaK COBMECTHO C IPYTUMH OOYHYaIOUIMMHUCH,
TaK U B OT/JIEJIbHBIX TPYIIAX.

B ocBoeHuM AMCHUIIIMHBI MHBAJIUAAMU U JIMLIAMH C OTPAaHUYCHHBIMH BO3MOKHOCTSIMHU
30pOBbsl OOJIBIIOE 3HAUYEHUE HMMEET MHAMBUAyalbHas paboTa, HoJpazyMmeBarolias IBe (OpPMbI
B3aMMOJICHCTBHUSA C TpenojaBaTeieM: WHAMBHIyalbHas y4yeOHas pabora (KOHCYJIbTALUHU), T.C.
JIONIOJIHUTENIbHOE pa3bsCHEHUE y4yeOHOro Mmarepuana, M yIIyOJeHHOE H3ydeHUEe MaTepuaia U
UHIMBUyallbHAs BOCHIHTaTeNbHas pabora. VHaMBHIyanbHblE KOHCYJIBTAllMM IO IPEIMETY
SBIISIFOTCS] BXKHBIM (PaKTOPOM, CIIOCOOCTBYIOIMM HMHIAMBHyaIU3allMi O0OYYEHUS U YCTAaHOBJIEHUIO
BOCIIUTATEILHOTO KOHTaKTa MEXIy NpenojaBaTeieM W OO0YYalomUMCS HWHBAIAIOM WU
00y4aroIuMCs ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3/J0POBBS.

2. Y4eOHO-METOIMYECKHE MaTepHaIbl JIUIsi OOYYArOIIMXCSl W3 YWCIIa WHBAIUIOB W JIUI[ C
OTPaHUYEHHBIMU  BO3MOXHOCTSIMM ~ 3/10pOBbSl  NIPEAOCTABISAIOTCS B OJHOM H3  Qopwm,
Q/IaTITUPOBAHHBIX K OTPAaHUYEHUSIM HX 3I0POBBS U BOCTIPHUSTHS HHPOPMALIUH.

[lepeuenp yueOHO-MeTOAMUECKOTO 00ecieyeHus i 00yJaromuxcs Mo JUCLHUIUINHE:

— C HapyIICHHEM ciyXa: B Ile4aTHOU (opme, B (hopMe FIMEKTPOHHOTO JOKYMEHTA;

— C HapymeHWeM 3peHHs: B IMedaTHOW (opMe yBeIHMUEHHBIM MpUPTOM, B (Hopme
3JIEKTPOHHOTO JOKYMEHTA;

— C HapylmeHHEeM ONOpHO-JBHTaTeJIbHOrO ammapara: B medaTHOH ¢(opme, B (dopme
AIIEKTPOHHOTO JIOKYMEHTA.

JlaHHBI TepedeHb MOXKET ObITh KOHKPETHU3UPOBAaH B 3aBHCHMOCTHM OT KOHTHUHIE€HTA
o0ydJarouuxcsi.

3. OcBoeHue IUCLUMIUIMHBI MHBAIMIAAMU U JIUIAMU C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMU
3JI0POBBSI OCYILECTBIIIETCSI C HCIOJIB30BAaHUEM CPEICTB OOyYeHHUs OOIIEero W CIeHaTbHOTO
Ha3HAUEHUs: MYJIbTUMEIUNHHOE O0OpYJOBaHHE C BO3MOXKHOCTBIO SKPAaHHOTO YBEIWYEHHS IS
CTYACHTOB C HapylIICHHEM 3pEHHUS, MCTOYHHKH TUTAHHUS I WHIUBUAYAIBHBIX TEXHUYECKHX
CpPEZCTB.

B aymuropum, rae oOy4aroTcs WHBAJIMIBI M JIMIA C OTPAHWYCHHBIMH BO3MOKHOCTSIMHU
3J10pOBbsI, MIPETYCMATPUBACTCS COOTBETCTBYIOIIEE KOJIMYECTBO MECT il 00yUYaIOUIUXCS C YyUeTOM
OTPAaHUYEHUH UX 3J0POBBS.



5. KOHTPOJIb 1 OLIEHKA PE3YJIBTATOB OCBOEHUA JUCIIUIIJIMHbI

5.1. KoHTpo/Ib pe3yJIbTATOB OCBOEHUS Y4eOHOM 1M CUMILIHHBI

KoHTpoib M oOLEHKa pe3yabTaTOB OCBOCHHUS YYEOHOM JUCHMILIMHBI OCYLIECTBIISETCS

nmpenoaaBarcJicM B IIPOHECCC IPOBCACHHA IPAKTUYCCKHUX BaHHTI/IfI, TECTUPOBAHHA, a TaKXE

BBITIOJTHEHU A 06y‘laIOHII/IMI/ICH HHAUBUAYAJIIbHBIX 33,[[3HHI>1.

OcHOBHbBIE TOKA3aTEJIH OLICHKHU pe3yJibTaTa

®opMbI M METOAbI KOHTPOJISA U
OIIEHKH Pe3YJbTATOB 00y4eHH sl

B pesynbrare ocBoeHUs y4eOHOM AMCHUIIIIMHBI
00yyaromuics 10IKEH YMETh:
- HCIIOJIB30BaTh 0a30BbIE CHCTEMHBIE IIPOrPaMMHBIE
MPOAYKTHI,
- WCIIONIB30BaTh MPUKJIIATHOE TPOTPaMMHOE oOecriedeHue
oOu1ero Ha3HaveHus 11 00pabOTKU TEKCTOBOM, rpauyecKoi,
YHCIIOBOIM MH(POPMAIHH.

DOopMBI KOHTPOJIS:

- TECTUPOBAHHE

- caMocCTosTeNNbHas paboTa
MeTo/1bl KOHTPOJISA:

- YCTHBIA UHAUBUYAJIbHbBIN U
(bpoHTATBHBIN OIIPOC

- CTaHJIapTU3UPOBAHHBII
KOHTPOJIb (TECTUPOBAHUE)

- CAMOKOHTPOJIb

B pesynbpTate ocBoeHHs y4eOHOM TUCIUTLTAHBI
o0yyaroImuics 10JKEeH 3HaTh:
- OCHOBHBIC TIOHATHSI aBTOMaTH3UPOBAHHOIN 00pabOTKH
uH(pOpMaLnK, OOLIHH COCTaB U CTPYKTYPY MEPCOHAIBHBIX
AJIEKTPOHHO-BBIUMCIUTEIbHBIX MalliuH (naiee 9BM) u
BBIYUCIIUTENBHBIX CUCTEM;
- 0a30Bble CUCTEMHBIE IPOIPAMMHBIE TPOYKTHI U MAKEThI
NPUKJIAJHBIX IPOTrpaMM J1j1s1 00paboTKH TEKCTOBOM,
rpaduueckoil, Yucio0Boi U TabINyHON MH(POPMALUK.

@OpMBI KOHTPOJIA:

- DKCTIEPTHOE HAOJIIOJICHUE

- OIICHKA Ha JJA00paTOPHBIX
3aHSATHAX [IPU BHIIOJTHEHHN
pabot

MeTo1bl KOHTPOJISA:

- YCTHBIM UHAMBUAYAJIbHBIA U
({poHTaNbHBIN ONpoC

- TECTUPOBAHUE

- pelIeHue 3a1a4

5.2. IlepeyeHb BONPOCOB /ISl MOATOTOBKHU K IKk3aMeHy o aucuuminne « Audpopmatukar»
1. OcHoBHbIe THIIBI KOMITBIOTEPOB. KoHurypauun nepconanbHbx komnbiorepos (I11K).

N

OcHoBHble NpuHLUIEI pyHKIHOHUpOoBaHus [1K.
CoctaB THIIOBOTO KOMIIBIOTEPA.
YcrpolicTBa BEIBOJA. Y CTPOMCTBA BBOJA.

w

@ailsioBble CUCTEMBI U (aillloBble CTPYKTYPHI.

Knaccudukamms yrpos OC.

O030p unTepdetica mporpammer MS Word.

Kak ycranoBUTBH apamMeTpbl CTPAHUIIBI?

0. Kak co3maTh KOJIOHTUTYIIBI?

1. Kak BBITIOJTHUTH BBIPAaBHUBAHUE TEKCTA U HHTEPBAJIOB?
12. Kak co3naTh criucku?

13. Co3anue ¥ MpUMEHEHUE CTHJIS.

14. Kak co3pnaeTcs oriiaBjiacHue?

15. Kak co3nate rpaduyeckue cxeMbl?

RBEB©ooo~No O~

YcrpoiictBa  00pabOTKH.

VYerpoiictBa  XpaHEHHUS.

OHepaHI/IOHHHe CUCTCMBEI. HOHHTI/IC, OCHOBHBIC (bYHKI_[I/II/I, tunbl OC.

[TousTue 6e3omacHocTi. OCHOBHBIE IOHATHE OE30IMACHOCTH.

16. Kakumu cioco6amu B fokymeHTax Word MOXKHO co3faBaTh TaOaHIIbI?

17. Kakue onepainuy MOXHO BBITTOTHATE B Ta0Oimmax Word?

18. Kak oropmatupoBarts Tadnuiy Word?




19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.

32.

33.
34.
35.
36.
37.
38.

39.

40.

41.
42.
43.
44,
45,
46.
47.
48.
49,
50.
51.
52.

53.
54,
55.
56.
57.
58.
59.

Kax B Tabmumax Word BBITTOIHAIOTCS BEIYUCICHUA?

Kaxkue snemeHTsI MOTYT BXOAHUTH B cocTaB popMyi B Tabmauiiax Word?

Kakue ¢pyHKIMH MOXHO HCIIOJIb30BaTh B Tabnunax Word?

Kak 0OHOBUTB pe3ynbTaThl BBIYMCICHUN P U3MEHEHUH JJTaHHBIX B TaOnuue?

Kakumu cioco6amu B fokymenTax Word MOXKHO co3aBaTh JuarpaMmbl?

Kak orpenaktupoBath nuarpamMmmy?

Kak co3nate cTriip?

Kak n3menuTs ctunb?

Kak oroOpa3uth nojocy ctuieit Ha skpaHe?

Kakue civcku MOryT OBbITh B TEKCTOBBIX JTOKYMEHTAX?

Kak co3nate npeaMeTHbIN yKa3aTennb?

JU1s 4ero npeiHa3HaueH PexUM CTPYKTYpPbI JOKyMeHTa?

Ha kakux ypoBHSX MOJET BBINOJHITHCS OIPAaHUYEHHE JOCTylHa I[0Jb30BaTeNled K
nHGOpMalLUU B 3JIEKTPOHHBIX Tabiunax?

[lepeunciure cpeacTBa aBTOMAaTHYECKOTO OOOOIIEHMS M aHaIW3a JAaHHBIX AJIEKTPOHHOU
TaOJIULIBL.

Kak 3agaercs aapec ssueliku B 3J1€KTPOHHOM Tabnuie?

Kakue 3Haku onepauuii UCIob3yl0TCs B GOopMyIax 3JIEKTPOHHbBIX Ta0aui?

C kakoro 3HaKa HauMHaeTCs BBOJ (POPMYJIbI?

Kak 3anuceiBatoTcst aOCOIIOTHBIE M OTHOCUTENbHBIE CCHUIKM Ha STYEHKN?

YTO NpoUCXOAUT C OTHOCUTEIbHBIMU CChIJIKAMU IIPU KONTUPOBAaHUU HopMyi1?

MoxHo 11 3a1aTh B (hopMyJie CChUIKY Ha SUEHKy, pacloIOKEHHYIO B Apyroi paboueit
KHUTE?

Kakne ocHOBHbIE KaTeropuu (QyHKIMH MPUCYTCTBYIOT MPAKTUYECKH BO BCEX TaOIMUYHBIX
npoiieccopax?

Kakne BO3MOXXHOCTH peajn30BaHbl B TAOJIMYHBIX MPOLIECCOPAX i pabOThl CO CHUCKAMU
(TabnuyHbIMH 0a3aMu JaHHBIX)?

OOBsicHUTE CYTh MOHATHA «0a3bl JAHHBIX».

KaxkoBa ctpyktypa 6a3bl 1aHHBIX?

Kak ocymiectBisiercst coprupoBka nanHbix B MS Excel?

Kak Beimonusiercs punbTpanus JaHHbIX?

Kak nogsozaarcs npoMexXyTouHble HTOTU?

UYro u3 ceds npeacrasiser okHo PowerPoint?

Kakoit 1ononHuTenbHbIN yHKT COEPKUTCS B CTpoKke MeHIo PowerPoint?

B kakux pexxuMax MOXHO IIpocMaTpuUBaTh ciaia’?

W3 uero cocrout «IlaHens HHCTPYyMEHTOBY?

Kakue nomomuurtensabie koMaHabl coaepxkuT MmeHio « BCTABKA»?

Yro Takoe m1abioH opopmiieHUs?

Kakoil pexum mnpocmoTpa craifioB IO3BOJSET KOHTPOJIMPOBATH M IIPOBOJAUTH IIOKa3,
IIPOCMOTP, COPTUPOBKY, yaJIEHUE, CO3JaHNE HOBBIX CJIAliI0B?

3aueM HeoOXouMa QYHKIIUS CKPBITBIN Ciiaij?

Kakue ¢pyHKIMN BBITOMHACT (QYHKIMS CTPAHUIIBI 3aMETOK?

Kakwue ectb Buap1 popmarupoBanus ciaiiioB?

Kakue ecTb BO3MOKHOCTH BCTaBOK B ClIai/ibl pe3eHTanuu PowerPoint?

Kakue Bub!I ycinyr npeaocTaBisieT HHTEPHET

Yro Takoe CIIC?

OcHoBHbIE CTIOCOOBI TOMCKAa HOPMAaTUBHO-TIPaBOBBIX 10KyMeHTOB B CIIC KoHncynbTant+.

60. Ananus cBszet fokymenta B CIIC Koncynbrant+.



6. ©CIIOJIb3OBAHUE AKTUBHbBIX U UHTEPAKTUBHbBIX ®OPM U METO/10B

OBYUYEHUS
Ne | AxTuBHBIC U HHTE€paKTUBHBIE (hopMbl | Tema 3aHATHS Komnyectso Kon
U METOIbI 00yUeHUs 4acoB dbopMuUpyeMbIX
KOMIETEHIINH

1. JlabopaTtopHnas padota Ne 1 Tema 1 2 OK3, OKS35, OKS,
«Opranuzanus goctymna, oopadoTka 1K 1.2, TIK3.3,
maHHbeIX B 1C» I1K4,6

2. JlaboparopHuas padota Ne 2 Tema 2 2 OK3, OKS35, OKS,
«Opraamzanusi paboThl CTYJIEHTOB B K 1.2, TIK3.3,
JIOKAJIbHON CETH YHHUBEPCUTETA) [1K4.6

3. | JlJabopaTtopHas pabora Ne3. Tema 3 2 OK3, OKS5,
«Co3nanue U peIaKTHpPOBAaHHUE [IK1.2, [1IK4,6
CIy’)KeOHBIX JOKYMEHTOB B Cpele
TEKCTOBOTrO mporeccopa MS Wordy»

4. Jlaboparopnas pabota Ne4. Tema 3 2 OK3, OKS35, OKS,
«Co3znanue pucyHKoB ¥ GOpMyIT B K 1.2, T1K3.3,
cpene TeKcToBoro mporeccopa MS T1K4,6
Word»

5. Jlaboparopnas pabota No5. Tewma 3 2 OK3, OKS35, OKS,
«Co3nanue u hopMaTUpPOBaAHUE [K1.2, [1K3.3,
tabnumaHor nHpopmanuu B MS T1K4,6
Word»

6. JlaboparopHas pabota Ne6 Tewma 3 2 OK3, OKS35, OKS,
«3aroJI0BOYHBIE CTHITU U CTPYKTYpa K 1.2, TIK3.3,
nokymenta MS Word. T1K4.6
dopmMupoBaHUE CIHCKA JINTEPATYPHD)

7. | JJaboparopHas pabota Ne7. «Ananus, Tema 4 2 OK3, OKS5, OKS,
00paboTka u 3amuTa HHOpPMAITIU K 1.2, T1K3.3,
cpenctBamu MS Excel» T1K4,6

8. | Jlaboparopuas pabora Ne8. «Pabora ¢ Tema 4 2 OK3, OK5, OKS,
BCTPOEHHBIMU (YHKIIUSMU B Cpele [IK1.2, TIK3.3,
tabauaHoro mmporeccopa MS Excel» T1K4,6

9. | JJaboparopHas pabora Ne9 Tema 4 2 OK3, OKS5, OKS,
«Coznanue TpauKoOB W JaUArpaMm K 1.2, T1K3.3,
CpeICcTBaMU TaOJIMYHOTO MpoIeccopa TIK4.,6
MS Excel»

10. | JIaboparopHas pabota Ne 10. «Pabora Tema 4 2 OK3, OK35, OKS,
co cnuckamu (0Oa3amMu JaHHBIX) B [IK1.2, TIK3.3,
cpene TabymyHOrO Tporeccopa MS T1K4.6
Excel»

11. | JJaGoparopnas padota Ne 11. Tema 5 2 OK3, OKS35, OKS,
PazpaboTka cTpyKTYypbl IPE3EHTAIINH, 1K 1.2, TIK3.3,

IMoArOoTOBKAa MaT€prajioB

[1K4,6




Ne | AxTuBHBIC U UHTE€paKTUBHBIE (hopMbl | Tema 3aHATHS KonuuecTtBo Kon
U METOJIbI O0yUCHHS 4acoB bopmMHpyeMBIX
KOMIIETEHLINI

12. | JIaGoparopnas padota Ne 12. Merox Tema 5 2 OK3, OK5, OKS,
npoekToB. Co3/jaHe KOMITBIOTEPHBIX [1K1.2, T1K3.3,
MPE3EHTALUN 110 TeMe «AHAIINU3 T1K4,6
PBIHKA HEJIBUKUMOCTH)

13. | JIaGoparopnas padota Nel3 Tema 5 2 OK3, OK5, OKS,
Coznanue KOMIbIOTEPHBIX [IK1.2, T1K3.3,
npe3eHTanuii no teme «CynHoCTb T1K4.6
polecca KOMIbIOTEPU3alUU KaK
COCTaBHOM YacTH MH(POpPMATU3ALUU
chepsl yuera 00BEKTOB
HEJBYKHUMOCTH

14. | JIaGoparopHas paboTta Nel4. Tema 6 2 OK3, OKS35, OKS,
«OcHOBHBIE mTpaBmwia pabOTBl ¢ [K1.2, T1K3.3,
MOMCKOBBIMU CUCTEMaMM» T1K4,6

15. | JlaboparopHas paborta Nel5 «Ananu3 Tema 6 2 OK3, OKS35, OKS,
pecypcoB MHTepHeT, conepikaumx [IK1.2, TIK3.3,
npoeCCHOHANIbHYI0 WH(OpPMAIUIO B T1K4.6
chepe yuera u OLICHKHU
HEJBYKHUMOCTI

16. | JIaGoparopHas pabota Nel6 Pabora B Tema 7 2 OK3, OKS35, OKS,
CIIC KoHCynbTaHT IIIIOC [IK1.2, TIK4,6

Hroro
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