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1. OFbEM JUCIUIIJIMHBI B 3AYETHBIX EJUHUIIAX C YKASAHUEM KOJIMYECTBA
AKAJEMHUYECKHX YACOB, BBIJEJTEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCS C
IPEIIOJABATEJIEM U HA CAMOCTOSTEJIBHYIO PABOTY

33ET
OO0mast Tpy10eMKOCTh
YacoB 1o yueOHOMY IIaHy 108
B TOM YHCIIE:
ayJUTOPHBIE 3aHATUS 10
caMocCTOsTebHas paboTa 94
4aCOB Ha KOHTPOJIb 4

Pacnpez[enelme YacoB IMCHUILIMHBI 10 KypcaM

Kypc 1
Bun 3anaruit vI | PII Hroro

Jlexunn 4 4 4 4
JlabopatopHbie 6 6 6 6
Hroro ayxn. 10 (10 |10 |10
KonrakrhHas padora |10 |10 (10 (10
Cam. pabota 94 194 |94 (94
Yacel Ha KOHTPOJIb 4 4 4 4
Hroro 108 | 108 | 108 | 108

Bumbel KOHTpOIIA Ha Kypcax:

3auer 1 ceMecTp




2. IEJIX OCBOEHUSA JUCHUTIIUHBI (MOAY JIST)

2.1
IUIAHOM U CTaHAapTOM

Ienmpro 0CBOCHUSI AUCIUILUIMHEI ABIIETCS (POPMUPOBAHNE Y 00yUarONIErocs KOMIIETCHINH, TPEAyCMOTPEHHbIX yICOHBIM

3. MECTO JUCHHUIIJIMHBI (MOAYJISA) B CTPYKTYPE OBPA3OBATEJIbBHOU ITPOI'PAMMBI

Hukn (pa3men) OIL: | b1.0.1

3.1 | TpeGoBanus K npeABapUTEILHOM I0AT0TOBKE 00y4al0lIerocs:

3.1.1 | Uadopmartuka

3.2
npeaniecTBywniee:

JAucuumiannel (MOIY/IU) U PAKTHKH, J1JIS KOTOPbIX 0CBOEHHE TAHHON JUCUMIJIMHBI (MOYJIs1) HEOOXOTUMO KaK

3.2.1 | CucteMHBIi aHATU3 U ONITUMH3AIUS PELICHUIA

3.2.2 | OCHOBBI HHXKEHEPHOTO TBOPUYECTBA

3.2.3 [ [ToaroToBka K mpoleype 3aIlUThl U 3alIUTa BHITYCKHOW KBaTH(UKAIIMOHHON paboTHI
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[IpousBoacTBeHHas NpeAIUIIIOMHAs IPaKTHKa

4. KOMIIETEHIINH OBYYAIOIIEI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHHUS TUCIUITJINHBI

(MOZY.JIsI)

OIIK-4 : CriocodeH NOHMMATH IPUHIUIBI PAG0THI COBPEMEHHBIX HH()OPMAIMOHHBIX TEXHOJIOI Ml U HCNOIb30BATh UX A1

peuaieHud 3aaa4 Hpoq)eCCHOHaHLHOﬁ JCATECIBHOCTH

OIIK-4.1 : AHanu3upyeT NPUHIMITEI K TOHUMAET OCHOBBI pA0OTHI COBPEMEHHBIX HH(OPMAITHOHHBIX TEXHOIOTHH

OIIK-4.2 : Peanuzyer npuHIMIIBI paO0THI COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOIOTHI /TSI PEIISHHS 33/1a4
IpodeCCHOHANBHON JIESITENEHOCTH

5. CTPYKTYPA U COAEPKAHUE JUCIUIIIMHBI (MOLY.JI5T)

Cemectp / | Yacos

Kypc

Konx
3aHATHS

HaumeHnoBanue pa3ienoB u
TeM /BHJ 3aHATHSNA/

Mupukaropelr | Jlureparypa | MHTepakT.

Ipumeyanne

Pa3znea 1. Pasnea 1. Padora ¢
o(pMCHBIMH MaKeTaMH.
Microsoft Office. OdpadoTka
TeKCTOBOW MHpopManuu.

1.1 ITonsarue cetu O9BM. Cpencraa 1 2 JI1.1J13.1 0
BBIYKCIIATEIBHONU TEXHHUKH.
CpencTBa TeIeKOMMYHUKALIUH.
CocraB KOMITBIOTEPHOH CEeTH.
Knaccupukanus cereit OBM.

Tune! naHaeIX B ceTax. /Jlex/

1.2 Paborta ¢ oHCHBIME MaKeTaMH. 1 2 JI.1J13.1 0
Microsoft Office. O6paboTka
TEKCTOBOH MH(pOPMAIIHH.
Hacrpoiika TekcTOBBIX CTHIIEH
odopmienus tekcra. Hactpoiika
nmapameTpoB cTpaHui. Pabora ¢
TEKCTOBOU HH(pOpMaInei.
Pabora ¢ TabnuuHOM
uHpopmanueii. Bcrapka
rpadudeckoit HHGOPMAIIH.
IloaroroBka JOKyMeHTa K
nevatu /J1a6/

1.3 OnepaunonHsie cucreMbl. CocTas, 1 10 JI1.1J13.1 0
Ha3Ha4YeHUE U QYHKINU
OTIEPALIMOHHBIX CHCTEM.

Tune! ga”gHbIX B ceTax. CriocoObl
nepeayu TaHHBIX pa3HOTO

tuna. /Cp/

1.4 CaMmocToATeNbHOE U3YyUCHUE 1 30 JI1.1J13.1 0
Matepuaina o temam: «Pabora co
CTHIISIMIY, «Pa3MeTka cTpaHuIy,

«Penaxrop popmyn». /Cp/

1.5 IoaroToBka k 1a00paTOPHEIM 1 14 JI1.1J13.1 0

3ansatusm /Cp/




Paznen 2. Pazgea 2. Padora ¢
0¥ CHBIMH NAKETAMH.
Microsoft Office.
Bbruuciaurenbubie GyHKuuu
Excel.

2.1

CeTeBbI€ TOMOJIOIHH. 1 2 JI1.1J13.1 0
CpaBHUTENBHBIIN aHATN3
(PU3HUECKIX TOIIOJIOTHIA.
Jloruueckast TOIOJIOTUs
ceru. /JIex/

2.2

PaboTa ¢ ouCHBIMY MTaKeTaMH. 1 2 JI1.1J13.1 0
Microsoft Office.
Brruncnurensasie ¢pyHknun Excel.
I'paduueckue Gynkuuu Excel.
PeureHue 3a1a4 aHATUTHYIESCKON
reometpun. ['papuueckoe
pelieHre cucTeM ypaBHeHuit /J1ab/
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PaboTa ¢ 0(HUCHBIMH MTaKeTaMH. 1 2 JIT.1JI3.1 0
Microsoft Office.
Brmancnurensusie ¢yHknun Excel.
Pemenne maTpuu.
Tpancnonupoanue. Berancnenue
OIIPEACITUTETIS] MAaTPHITHL.
Haxoxnenue oOpaTHON MaTpHIIBL.
CrnoxeHue 1 BEIYUTAHUE,
YMHOXCHHUE MaTpull. Pemenue
cucreM ypaBHeHuUi. /J1ab/
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CamocTosTensHOe U3ydeHUE 1 10 JI1.1J13.1 0
Matepuaia rno remam: «O6paboTka
nHpopManny cpeacTBAMH
AJIEKTPOHHBIX TAOJIHII.»
«B03MOXXHOCTY IPUMEHEHUS
HAJCTPONKU. AHAIHU3 JaHHBIX»
«OCHOBHEBIE BHJIBI HAICTPOCK».
(xoncmexr). /Cp/

2.5

CamocTosATeNnbHOE U3yUeHHE 1 30 JI1.1J13.1 0
MaTepuaa 1o TeMam:
«I'padrueckne Gynkuuu Excel», «
Pemmenue 3aau aHanuTUYECKOM
reoMeTpumny, «BeraucieHue u
MocTpoeHHe Tpadu-KoB PyHKINIH
MIEPBOTO MOPSIIKa», «Berancienne
U TIOCTpoeHue IpauKoB (pyHKuuit
BTOpOrO nopsizaka. [locrpoeHue
TPEXMEPHBIX IPahHKOB
moBepxHocTeit.» /Cp/

Pazpnen 3. Kourponns

3.1

ITogroroBka u cmada 1 4 JI1.1J13.1 0
3ayera /3auét/

6. ®OH/I OHEHOYHbIX CPEJICTB

6.1. KoHTpo/1bHBIE BOIPOCHI U 3aJaHUS

BOHpOCBI JJIs1 IPOBCACHU S HTOTOBOM arTeCTalliu B (bopMe 3a4dcTa

A A i e

—_
N=o

Crioco05! BBOJIa JAHHBIX B HJIEKTPOHHYI0 Tabmmiry. CpeacTBa aBTOMATH3AIMH BBOAA JAHHBIX.
Tunsl ganHbIX. Mcnonbp3yeMbIX B 3JIEKTPOHHOH Tabiwuie

®dopmatsl IpeACTaBICHUS YHCIOBBIX JTaHHbBIX

Omneparyu ¢ ITACTaMH paboueil KHUTH

Omneparun co CTOIOImaMHu U CTPOKAMU

CKpBITh CTONOCI] WM CTPOKY. 3akperuieHue obnacteil. OToOpakeHrue CKPBHITHIX CTPOKH WM CTOJNOIA
Co3panme psna apupMeTHIeCKOH IPOrpeccHn

3ameHa GopMyIbl B siueiike Ha 3HAYCHHE

Konupoanue, nepemelnienre, Bope3aHie o0NacTeid, crenuaibHas BCTaBKa.

Hcnonb3oBanue umeH. [Ipumeps! nmeH. Kakue orpaHudeHust CyIiecTBYIOT NpH 3aJlaHUU UMEH?
3ammTa COAEePKUMOTO SYeeK OT HECAHKIMOHUPOBAHHOTO JOCTYIIa M BHECEHHS M3MEHEHHI.
Pabora ¢ ¢opmymamu. Tums popmyi.




13. Tumns! GyHxiwid. BeraBka (yHKmit.

14. OuepeHOCTD BBINONHEHUS onepaiuii B Gpopmyrnax. Macrep dyHkuuii

15. [TonsTre 1 Ha3HaYCHHE OTHOCHUTEIBHBIX W a0CONIOTHBIX CCHUIOK

16. Tums! nuarpamm. [Ipumenerne quarpaMm ompeseneHHoro tumna. Co3maHue U MOIU(GHUIMPOBAHUE TUATPAMMBL.

17. Habop nanubix Ha nuarpamme. OcHOBHBIE omepauuu ¢ HabopoM aaHHbIX. [loanucu mo ocu X, nobaBieHue psaa Ha
rpaduk.

18. ITeuats moxkymentoB B Excel. PaboTa ¢ momsiMu B pexxnMme IpenBapUTeNbHOTO mpocMotpa. Bux moxymenra Excel.
19. I'pannna u 3amuBKa sueek, ¢popmaTtupoBanue mpudTa B Excel

20. WNuctpyments! ananmmza B Excel. Tabnuia nogcranosku. [lucnerdep cueHapues.

21. WNuctpymentsl anammsa B Excel. [Touck pemenns. [Tonbop mapamerpa.

22. OO6nacTy IPUMEHEHHsI JIEKTPOHHBIX TaOmHL. OCHOBHBIE IEMEHTH! pabodell KHUTH.

23. PenaktupoBanue »nexrpoHHON Tabnuuel Excel: BcTaBka U ynaneHHe CTPOK, CTOJNOIOB U JHCTOB paboyeil KHUTH.
[TepenmeHoBaHue MU-CTOB. MI3MEHEHUE IIMPHUHBI CTOJIOIOB U BBICOTHI CTPOK.

24. Crroco05! agpecai B 3JIeKTpoHHOM Tabmmme Excel.

25. Odopmnenne tabmuis! B Excel: mpudToBoe oopmieHre, BBIpaBHUBAaHUE B SYeHKax.

26. CrnocoObl 3al0JIHEHHsT OJIOKOB STMEEK THIIOBBIMH I1OCIJIEIOBATEILHOCTIMH.

27. OupTpanys TaHHBIX B pEKAME ABTOQIIBTP.

28. BcTaBka mmarpaMM B TEKCTOBBIE TOKyMEHTHI pefaxropa Word.

29. HazoBure cocTaB npuiokeHUH, BXOJSAIIUX B OQUCHBIN MaKeT.

30. Yto Takoe «YcinoBHOe GopmaTHpoBaHue» B npuiioxeHud Microsoft Excel u it gero oHo ncnonssyercs?

31. UYro Takoe «IIpexcraBienne» B npunoxxennn Microsoft Excel u s gero oHo mcmomnb3yercs?

32. Uro Takoe KOHCONMMIANMS JAHHBIX B MpuioxkeHuu Microsoft Excel?

33. TexHonmorun o0pabOTKH TEKCTOBBIX JOKYMEHTOB. (DYHKIIMOHAIbHBIE OCOOCHHOCTH PEAKTOPOB TEKCTOB, TEKCTOBBIX
MPOLIECCOPOB, N3/a-TEIBCKUX cHcTeM. [Ipumepsr.

34. OO0mas XxapakTepucTHKa TEKCTOBOTO mporeccopa Microsoft Word: HasHaueHme, (yHKIMOHAIBHBIE BO3MOXKHOCTH,
PEXUMBI pabOTHI C JO-KYMEHTOM, THIIHI (pacIiupeHusi) co3/1aBaeMbIX (aiinos.

35. [TapameTpsl GopmaTupoBanus A mpudTa, ad3ala, CTPaHUIBI B TEKCTOBOM mporieccope Microsoft Word.

36. PaGora ¢ Tabmumamu B Microsoft Word . OcHOBHBIE KOMaHABI [UIS CO3/aHMsA, (POPMATHPOBAHUS U PEIaKTHPOBAHMS
TaOJIHII.

37. dopmarupoBaHne TekcTa U ab3ana B Microsoft Word.

38. HymepoBaHHbIe W MapkupoBaHHbIe criucku Microsoft Word

39. Pemaxrop dopmyn B Microsoft Word.

40. Brruucnenus B Tabnuuax Microsoft Word. CoprupoBka unpopmanuu B Microsoft Word

6.2. Tembl NUCBMEHHBIX PadoT

He npenycmorpeno

6.3. IIpouenypa oueHuBaHUS

Hroroseiii koHTpOIb (MK) — 9T0 3K3aMeH B CECCHOHHBIN MEPHOA WIH 3a4€T 10 TUCIUIUIMHE B LIETIOM.
CryneHTbl, HaOpaBIIke 3a paboTy B ceMecTpe oT 60 u 6ojee 6aLIOB, HE MPOXOIAT MIPOMEKYTOUHYIO ATTECTAIHIO B JOpMe CIaduu
3a4eTa MM SK3aMCEHa.

O1eHOYHBIC CPECTBA ISl KOHTPOJISI YCIIEBAEMOCTH IO JUCLHUIUINHE COACPIKAT:

- 2 anekrponnbix TectupoBanus (ITK1, TTK2), ast KOHTpOIISt OCBOCHUS TCOPETHUSCKAX 3HAHUN B TCUCHUU CEMECTPa B DIICKTPOHHOM
TECTOBOM cucTeMe By3a. Pexxum moctyma: http://www.ngma.su

- 3 TeKyUIMX KOHTPOJIS AJ1s OLICHKH MpaKTHuecKuX 3HaHuii B TedeHuu cemectpa (TK1, TK2, TK3)

Conepxanue Tekyiero konrposs TK1:

- oT4eT 1o JabopaTopHBIM padoTam Nel, Ne2, Ne3, Ned, Ne5; Comeprxanue Tekymero koutpomst TK2:

- oTueT 1o JaboparopHeiM paboTam Ne6, Ne7, Ne8, N9, Nel0;

Conepxanue Tekymero konrposst TK3:
- oTueT 1o naboparopusiM pabotam Nell, Ne12,No13, Nel14

6.4. IlepeyeHb BU10B OLICHOYHBIX CPEICTB

1. OHEHOYHBIE CPEJICTBA TEKYIIEI'O KOHTPOJIA:

- TECTOBBIC 33/IaHUS HUCTIOJIb3yeMbIe B TecToBoM cucteme "HUMU JJon[ AV"

- TECTBI WJIM OMJIETHI TS TpoBeaeHus mpoMexxyTouHoro koutpous (ITK). XpaHstcs B OyMaXKHOM BHJE Ha COOTBETCTBYIOIIEH
Kadenpe;

- pa3aensl HHAUBHUY aJbHBIX 3aJaHul (TMCBMEHHBIX Pa00oT) 00yUJaIoOIuXCs;

- JIOKIIaJl, COOOIICHHE 10 TeME MPAKTHIECKOTO 3aHSTHSL,

- 3aJla4yM ¥ 3aJaHus.

7. YHEBHO-METO/MYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOIY JIA)

7.1. Pekomenayemasi iuTepaTypa

7.1.1. OcHoBHasi iUTEpPaTypa

ABTOpLI, COCTaBUTCIIN | 3arnaBue | I/ISI[aTeJ'ILCTBO, roa




ABTOpBI, COCTaBUTENN 3arnasue W3naTenbcTBO, IO
JI1.1 |I'pomos IO. IO, HudopMannoHHbIe TEXHOIOTUH: YIeOHUK Tam608: U3a-80 PI'BOY BITO
Hunpux U. B., «TI'TY», 2015,
HBanosa O. T, https://biblioclub.ru/index.php?
WBanoBckuit M.A. page=book&id=444641
7.1.3. Metoauyeckue pa3padoTku
ABTOpBI, COCTaBUTENN 3arnaBue W3natenscTBO, ron
JI3.1 |Kazagenko T.B., HNHupopManmoHHbIe TEXHOJIOTHU: YIeOHOE ITOCOOHe s Hosouepxkacck: , 2014,
Snuenxo /1.B. CTYZCHTOB 3a04HON (POPMBI 0OYUEHUS 110 HATIPABICHUIO
"TIpupoa000yCcTPORCTBO U BOIOMOIL30BaHKE"
7.3 IlepedyeHb MPOrpaMMHOI0 00ecTiedeHUst
7.3.1 Microsoft Teams [IpenocraBnsercs 6ecryiaTHO
7.3.2 MS Office professional; Cyo0nunen3nonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaita Tpeitn»
733 MS Windows XP,7,8, 8.1, 10; Cyo6nuen3nonnsiii gorosop Ne502 ot 03.12.2020 r. AO
«Cod1Jlaita Tpeita»
734 7-Zip
7.3.5 Yandex browser
7.3.6 Googl Chrome
7.3.7 Opera
7.3.8 AdobeAcrobatReader DC JIutieH3MOHHBII JOTOBOp HA MPOrpaMMHOE OOecTIedeHHe JUIs
MepCOHANBHBIX KOMITbIOTepoB Platform
Clients PC WWEULA-ru RU-20150407 1357
AdobeSystemsIncorporated (6eccpodno).
7.4 IlepedyeHb HH(POPMALMOHHBIX CIPABOYHBIX CHCTEM
7.4.1 bazer nanaeix OO0 "Tpecc-Uupopm" (KoHCynpTanT https://www.consultant.ru
+)
7.4.2 Bbazer manaeix OO0 "PervonansHbIH
HH()OPMAIMOHHBIA HHICKC IUTHPOBAHU"
7.4.3 basber nanabix OO0 Hay4Hnast anekTpoHHast http://elibrary.ru/
OoubmmoTexa
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHBI (MOLYJIS)
8.1 228 CrnennanbHOE IOMENIEHHE YKOMIUIEKTOBAHO CHECIHATIM3HPOBAHHON MEOENBI0 M TEXHIYECKIMI
CpeAcTBaMH O0YYeHHUsI, CIy KaIllluMHU AT IpeACTaBIeHus HH(opMalun 6ombioit ayuropun: Habop
JEMOHCTPAaLMOHHOTO 000pyJOBaHuUs (IEPECHOCHOH MPOCKTOP, SKPaH, HOYTOYK); Y4eOHO-HATIISIHBIC
mocobust; Jlocka ? 1 mr.; Paboune Mecta cTyneHTOB; Pabodyee MecTo mpermomaBaTeds.
8.2 227 CrnenmambHOE IOMENIEHNE YKOMIUIEKTOBAHO CHEIHATIM3HPOBAHHON MEOENBI0 M TEXHIYECKIMHI

CpeACTBaMH O0YYEHHs, CIy KaIllUMHU AT IPEeACTaBICHH HH()OPMAIIH OOJIBIION ay TUTOPHH:
KommyTtarop cereBoii; Komnbiorepsl, 00beIMHEHHBIE B JIOKAIBHYIO CETh € IOCTYIIOM B CETh
«VHTEpHET» U MEKTPOHHYI0 NH(OPMAIOHHO-00pa3oBaTenbHyto cpexy HUMU Jlonckoit [AY:
Cuctemnsrii 610k — 20 mrt., Mourutop JKK — 20 mt.; IHTepakTHBHAs BHICOCUCTEMA; DKpaH
HACTEeHHBIH; YueOHo-HarsiaHble mocodus; JJocka; Paboune mecta ctyneHToB; Pabouee mecto
IIpernojaBaTess.

9. METOIMYECKHUE YKA3AHUA JJIA OBYYAIOIIIUXCA IO OCBOEHUIO JUCHUTIIMHBI (MOAY JIS)

[Tonoxxenue o Tekymieit arrectanuu odyqaromuxcs Ne 45-OJ1 ot 15 mast 2024r.
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