MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi P®
DenepanbHOE roCyJapCcTBeHHOE 0K0I:KeTHOE 00pa30oBaTe/IbHOE YUpPeKIeHNEe
BbICIIET0 00Pa30BaAHUA
«HanuoHanbHBIN HccIeI0BaTeIbCKUN yHUBepcuTeT « MIU»

Hanpagsienune noaroroBku/cnenuaibHocTh: 42.03.01 PexiiaMa u CBSI3U € 001ECTBEHHOCTHIO
HaumeHnoBaHune o6pa3oBaTejibHOI mporpaMMsl: Pekiiama U CBSI3M ¢ 0011eCTBEHHOCTBIO
YpoBeHb 00pa3oBaHus: BbiclIee 00pa3oBaHue - faKkajlaBpuaT

®opma 00yuyeHusi: 3a0uHas

Pabouass nporpaMma QM CHUILIHHBI
NHOOPMATUKA U KOMIIBIOTEPHBIE TEXHOJIOT'NHN

biaok:

Baok 1 «/Iucuuniunsl (MoxyJim)»

Yactb 00pa3oBaTesbHOM
NPOrpamMMblI:

Oo0s13aTeLHas

Ne IMCHUIIJIMHBI 0 YYeOHOMY
IJIaHy:

b1.0.12

TpynoeMKOCTh B 3a4eTHBIX
eIMHULAX:

2 cemecTp - 5;

Yacos (Bcero) no yueoHomy
IJIAHY:

180 yacoB

Jexknun

He MPeAYCMOTPEeHO Y4eOHbIM MJIAHOM

HpaKTuquKne 3aHATHA

2 cemecTp - 12 yacoB;

JlabopaTopHbie pa6oThI

He NMPeyCMOTPEeHO YUeOHbIM IIAHOM

KoncyabTanum

MPOBOJIUTCHA B paMKaX 4YaCoB ay/IMTOPHbIX 3aHSATHH

CamocrosiTesibHasi padoTa

2 cemecTp - 167,7 uaca;

B ToM unciae Ha KII/KP

He MPeyCMOTPEHO YUeOHBIM MJIAHOM

HNnasi koHTaKkTHas padoTa

MPOBOJIUTCHA B paMKaX 4YaCoB ay/IUTOPHbIX 3aHSATHH

BKJIIOYAs:
KontpoabsHnas padora
NuanBuayaabHbIi IPOEKT

IIpome:kyTouHast aTTecTALUS:

3ayer ¢ OLEHKOM

2 cemectp - 0,3 yaca;
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NPOI'PAMMY COCTABMUJI:

MNognucaHo anekTpoHHoi nognuckio ®r6OY BO «HUY «M3U»

CseneHva o snagensuye L3N M3K

Bnageneyu MaTBees M.B.
[IpenomaBaTelib NaerTbnratop R6albc0ed-MatveevMV-ce509dch M.B. MarBeeB
(OIKHOCTR) (moamuck) (pacummgpoBka
TIO/AITUCH)

COI'ZTACOBAHO:

MognucaHo anekTpoHHo nognuceio ®TEOY BO «HUY «M3U»

Ceenenun o Bnagensue L3N M3K

PyKOBOI[HTeHL o Bnageney, BoBK M.B.
00pa30BaTeIbHON MPOTrPaMMBbI Vermudmiatop R26e2ae99-VovkMV-a2614816 M.B. BoBk
(OIKHOCTB, YUCHAsI CTEIICHb, YICHOE 3BaHUE) (mozmycs) (pacmudpoBKa HOIIHCH)

3aBeyIOIIMI BBITYCKAIOIICH
KadeIphl

MoanucaHo 3NeKTPOHHON nognuceio $TEOY BO «HUY «M3U»

Ceenenun o Bnagensue L3N M3K

Bnageney, aBpwnosa 0.B.

WaeHTudHKaTop RS?aaSSSf—GavriIuvaYV-cbZOSOdﬂ

I0.B.
I'aBpuiioBa

(I[OJ'I)KHOCTI), y4€Has CTCIICHb, YUECHOE SBHHHC)

(mozrucs)

(pacmudpoBKa HOIIHCH)



1. IEJIX U 3AJTIAYN OCBOEHUSA JUCHUIIJIMHBI
Leab ocBoeHUs] AUCUMIUIMHBI. (OPMUPOBAHUE Yy CTYIEHTOB IPEACTABICHUS O COBPEMEHHBIX
MH(POPMALMOHHBIX TEXHOJIOTUSX; (POPMUPOBAHNE HABBIKOB O0OPaOOTKU TEKCTOB, CO3JaHMS MPE3EeHTAIINH,

Ta0JIMUIL

33[[3‘11/[ AUCHHUIIIMHBI

- OCBOEHHE 00pabOTKH TEKCTa, CO3JaHUs TAOJIHI] U MPE3CHTAIMI C IIOMOIIBIO CPEACTB
COBPEMEHHOM BBIYMCIUTEIBHON TEXHUKH;
- O3HAKOMJICHUE CTYJEHTOB C OCHOBAMH MTOCTPOCHUS KOMITBIOTEPHBIX CETEH, BO3MOXKHOCTSIMHU

cetu Internet, ocHoBamMH HH(OPMAITIOHHO-TIOUCKOBBIX CUCTEM;

- O3HAKOMJICHHE CTYACHTOB C COBPEMEHHBIMU I/IH(l)OpMaI_II/IOHHBIMI/I TCXHOJOIUsAMMU.

®opmupyembie y 00ydaronierocsi KOMNneTeHIMH U 3alJIaHUPOBAaHHBIE Pe3yJIbTaThl 00yUeHHs 110
JTUCHHUIIIINHE, COOTHECEHHBIE C HHAMKATOPAMHU JOCTHKEHUS KOMIIeTEeHIHI !

Koa m HauMeHOBaHHue
KOMIIeTeHIINH

Kox 1 HamMeHOBaHHe
HHIMKATOPA T0CTHXKEHUS
KOMIIETEeHI{UH

3anaHupoBaHHbIE Pe3yJbTATHI 00yYeHH s

OIIK-6 Cnocoben
MOHUMATb TTPUHIIAITHI
paboThI COBPEMEHHBIX
UH(POPMALIMOHHBIX
TEXHOJIOTHH U
HCIIOJB30BaTh UX JIJIS
pEIICHUS 33134
po(hecCHOHATTLHOM
JIEeITEIIbHOCTH

Wn-2ork-6 IIpuMeHseT HaBBIKU
UCIIOJIb30BAHUS COBPEMEHHBIX
TEXHHYECKUX CPE/CTB B
mporecce pa3padboTku
AJIIEMEHTOB
KOMMYHHKAI[HOHHBIX
KaMIIaHUH

3HATh:
- HaBBIKM pabOThI C KOMIIBIOTEPOM KakK
CPE/ICTBOM IOJTy4eHus1, 00pabOTKH 1
ynpasiieHus: UHQopMaruei;

- METOJUKY ITOATOTOBKH K BBIIIOJIHEHUIO
HepeBo/1a, BKJItOYasi MOMCK UH(OpMAIMH B
CIIPaBOYHOM, CIICLIUAIILHOM JINTEPAType U
KOMIIBIOTEPHBIX CETSX.

YMETB!
- pemarhb CTaHJapTHBIC 331a49H
npodeCcCHOHATLHOM 1eATeIbHOCTH Ha
OCHOBE UH(OPMALITMOHHON U
oubnnorpaduyeckoit KyabTypsbl ¢
pUMEeHeHHEeM HH()OPMAITMOHHO
TEXHOJIOTUH U C y4eTOM OCHOBHBIX
TpeOoBaHUN UHPOPMAITMOHHOMN
0C30IMacCHOCTH;

- paboTaTh C Pa3IMYHBIMA HOCUTEISIMU
uHpOpMalny, pacrpeieIeHHbIMU 6a3aMu
JAHHBIX ¥ 3HAHUH, C TII00aTbHBIMU
KOMIIbIOTEPHBIMH CETSIMHU.

2. MECTO JUCIHUILIMHBI B CTPYKTYPE OBPA3OBATEJBHOM ITPOT'PAMMBI BO

JlucuumirHa OTHOCUTCS] K OCHOBHOM IpodeccuoHanbHOl o0pazoBaTenbHO nporpamMe Pexiama u
cBs3u ¢ obmectBeHHOCThIO (manmee — OINOII), nanpanenuns nmoaroroBku 42.03.01 Peknama u cBsizu ¢
00I11eCTBEHHOCTHIO, YPOBEHb 00pa30BaHus: BhICIIee 00Opa3oBaHue - OaKanaBpHar.

TpebGoBaHMsI K BXOAHBIM 3HAHUSM U YMEHUSIM:
- ymets YMenue padotats ¢ [IK (ypoBens 10-11 kiacce mKoOIbHOM porpaMmbl)

Pe3ynbrarel 00yueHus, MOTY4YeHHbIE IPU OCBOEHUH JTUCHUUIUIMHBI, HEOOXOAUMBI NPU BHIMOJTHEHUN
BBIITYCKHON KBaTM(PUKAIMOHHOMN pabOoTHI.




3. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHbI

3.1 CTpyKTypa THCHUNIHHBI
OO01as TpyJI0eMKOCTh JUCHUTUTMHBI COCTABIISIET S 3a4eTHBIX eauHuIl, 180 9acoB.

PacnpenencHue TpyoeMKocTH pasjena (B 4acax) Mo BHUIAM YIeOHOH paboThI

Pasnenbl/TeMbl § 5| e ™
Ne JTUCIUTUTAHBL/ (D OPMBI g 2|8 OHTaKTHas pabora cp CopneprkaHue caMOCTOSTENTFHON paboThl/
/i IPOMEXYTOTHOM o &| 3 Koncyubraums UKP PaGora s | LOATOTOBKA K METONYECKUE YKa3aHHsI
aTTeCTAINH 8| © | Jlex JIab | Ip A CeMECTDE aTTeCTalluu
o KITP 'K HKKIT | TK p /KOHTPOITH
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
1 OOwue ceeneHust 00 27 2 - - 2 - - - - - 25 - Camocmoamesibhoe uzyuenue
nH(pOpMaMOHHBIX meopemuueckozo mamepuana: N3ydenne
TEXHOJIOTHSIX U JIOTIOJTHUTEJIBHOTO MaTepHaia o pasjieny
BBIYUCIIUTEILHOM "Ob6mue cBefeHUs 00 HHPOPMAIIMOHHBIX
TEXHHKE TEXHOJIOTUSIX M BBIYUCINTEIbHON TEXHUKE"
11 WudopmannoHHbie 11 - - 1 - - - - - 10 - Ilodz0moeKa K meKyuiemy KOHmpoJiio:
TEXHOJIOTUU U [oBTOpenne maTepuana mo pasaeny "Oo0mue
BBIYHCIIATEIIbHASL cBelleHHs 00 MH(YOPMAMOHHBIX TEXHOIOTHSX
TexHHKa. Mcropus BBIYHMCIIUTENBLHON TeXHUKE"
HHPOPMAIMOHHBIX Ilodzomogxa domawinezo 3adanua:
TEXHOJIOTHH 1 [ToaroroBka goMalHero 3a1aHNS HAIIpaBIeHa
BBIYHCIINTEIILHON Ha OTPabOTKY YMEHUI pelIeHus
TEXHHUKH. npodeccroHaNbHBIX 3a/1a4. JlomalHee 3aaHue
1.2 O61mue ceeneHus 0o 16 - - 1 - - - - - 15 - BBIJIAETCS CTYACHTaM 110 U3yUYEHHOMY B pazjiefie
YCTpOHCTBE "OO0mme cBeeHus: 00 nHGOPMaIMOHHBIX
NIEPCOHATBHOTO TEXHOJIOTUSIX U BBIYUCINTEIbHON TEXHUKE"
KOMITbIOTEpA U Marepuaiy. JIONoJIHUTENBHO CTYIEHTY
HOCHTEJSIX HE0OX0IMMO M3Y4HUTh JINTEPaTypy U pazo0paTh
UHPOPMALIUH. MIPUMEPHI BHITTOJHEHUSI OJJOOHBIX 3aaHHUMH.
IMporpammuoe Pe3ynbpraToM MpoBEpKH JOMAIIIHETO 331aHHS,
obecrieueHue. SIBISIETCSI IPOBEJICHUE PAKTHYECKOTO 3aHSTHSL.
OnepannoHHbIE Tloozomoexka K npaKmuuecKum 3aHamuam:

cucrembl. CTaHmapTHBIE
nporpammbl Windows.

W3ydyenune marepuana o paszaeny "OOmue
cBeZieHUs 00 MHPOPMAIIMOHHBIX TEXHOJIOTHSAX H
BBIYHCITUTEILHON TEXHUKE" MMOATOTOBKA K
BBITIOJTHEHUIO 3aJaHUI Ha TIPAKTHYECKUX
3aHITHIX

H3yuenue mamepuanog numepamypusix
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UCHOUYHUKO6:

[2], 36
[4], 40
2 Pabora c TekcToM Ha 43 40 Camocmosamenvhoe usyuenue
KOMITBIOTEpE meopemuyueckoz0 mamepuana: VIzyaeane
2.1 HNudopmanmoHHbIe 16 15 JIOTIOJTHUTENBHOTO MaTepUaa o pa3iery
TEXHOJIOTHH U "Pabora ¢ TeKkCTOM Ha KoMIbIOTEpE"
00paboTKa TeKcTa. I10020mo6Ka K npaKmu4eckum 3auAMuaM:
TekcToBBIE PENAKTOPHI W3zy4yenne marepuana o paszaeny "Pabora ¢
M TEKCTOBBIE (POPMATHL TEKCTOM Ha KOMIIbIOTEpE" MOATOTOBKA K
TeKcToBEIH pefakTop BBITIOJTHEHHIO 33/IaHUH Ha TIPAKTHYECKUX
Word. Odopmienue 3aHATHUIX
TEKCTOB B TEKCTOBOM Iloozomogka domauinezo 3adanua:
penakrope Word. [ToaroroBka noMaiHero 3ajjaHusi HalpaBJieHa
Hexoropsle ¢pyHKIMN Ha OTPabOTKY YMEHUIl pelIeH s
TEKCTOBOT'O peJaKTopa npodeccrnoHaNbHBIX 3a/1a4. JlomalHee 3aganue
Word BBIJAETCS CTYACHTAM I10 U3yYCHHOMY B pa3Jielie
2.2 | OdopmieHne B JaHHOM 27 25 "Pabora ¢ TeKCTOM Ha KoMIbIoTEpE"
TEKCTOBOM PEJAaKTOpe Marepuany. JIonoJHNTENbHO CTYACHTY
Ta0M1L, BCTaBKA B HEOOX0MMO M3Y4UTh JINTEPATypy U pazo0paTh
JOKyMeHT GOpMyI 1 MIPUMEPHI BHITTOJHEHUSI OJJOOHBIX 3aaHHMH.
CHMBOJIOB. Pe3ynbpraToM npoBepKH JOMAIIIHETO 331aHus,
KononTturynsl n SIBJISIETCSI IPOBEJICHUE PAKTHYECKOTO 3aHSTHSL.
cHocku. HaBuranus no Ilo0z0mogKa K meKyuiemy KOHmMpoiio:
JIOKYMEHTY, 3aKJIaJIK1 1 [ToBTOpeHne Matepuana no pasaeny "Pabdora ¢
THIIEPCCBIIKH. TEKCTOM Ha KOMIIbroTepe"
IIposepka opdorpaduun H3yuenue mamepuanog 1umepamypHslx
B TEKCTOBOM peJlaKTope UCIOYHUKOB:
Word. AuHoTarust u [4], 149
pedepart.
ABTOMaTHYECKOE
AQHHOTHUPOBAHUE U
pedpepuposanue. 'OCT
7.32-2017
3 [IpencraBnenune n 16 15 Camocmoamenvhoe usyuenue
00paboTKa JaHHBIX C meopemuueckozo manepuana: Nzydenve
MIOMOUIBIO JIOTIOJTHUTEJIBHOTO MaTepHaia o pasjieny
AIEKTPOHHBIX TaOJIHII "[IpencraBnenne 1 06pabOTKa JaHHBIX C
3.1 DNEeKTPOHHBIC 16 15 MTOMOIIBIO DJIEKTPOHHBIX TAOIUIT"




Tabmuipl. O6padboTka
JIAHHBIX B 3JIEKTPOHHOMN
tabnuue. Penakrop
tabmm Excel.
OcHOBHBIE QYHKIUT
penakropa Excel.
O06paboTKa YHCIOBBIX
JaHHBIX B peakTope
Excel. BcraBka B
JOKYMEHT (QYHKIHMH 1
dhopmya. [Toctpoenue
rpaduKoB U AUarpamMm.
OCHOBHBIE JIOTHYECKUE
¢ynkimu B Excel n ux
NpUMEHEHHE.
OuibTpanus u
COPTHPOBKA IaHHBIX B
Excel

4 Cosznanne npe3eHTanni 27 25
Ha KOMITBIOTEpe
4.1 IIpesenramnms kak 27 25

WUTIOCTPATUBHBIN 1
o0yuaromuii MaTepuail.
OCHOBHBIE IPUHIIUIIBI
CO3/IaHus MpE3eHTAIHi.
ATbpTepHaTHBHOE
IPOrpaMMHOE
obecnieuenue (I110) mns
CO3JIaHUS TTPE3ECHTALNH.

Ilo0z0mogKa K meKyuiemy KOHmMpoio:
[ToBTOpenue marepuana no pasaeny "Coznanue
npe3eHTanuit Ha komnbiotepe". Co3ganue
[IPE3EHTALMM JJIs 3a1UThI.
Camocmoamenvroe usyuenue
meopemuueckozo mamepuana: 3ydenne
JIOTIONTHUTEIHHOTO MaTepraa o pasaery
"Co3naHue npe3eHTanui Ha KoMmbloTepe"
Ilooz0mogka domauinezo 3a0anus:
[ToaroroBka goMalHero 3a1aHNS HAIIPpaBIeHa
Ha OTPabOTKY YMEHHUI pelIeHus
npodeccnoHABHBIX 3a/1a4. JlomalHee 3agaHue
BBIJJAETCS CTY/ICHTaM I10 U3y4EHHOMY B pasJielie
"Co3zfaHue npe3eHTanuil Ha KoMIeoTepe"
Marepuaiy. JIonoJIHUTEIBHO CTYICHTY
HEO0X0IMMO U3YyYUTh JUTEPATypy U pazodparthb
TIPUMEPHI BBITIOTHEHUS ITOT00HBIX 3aJaHHH.
PesynpraTom nmpoBepKH JOMAITHETO 3a1aHHs,
SBJISIETCS TIPOBENICHHIE PAKTUIECKOTO 3aHATHS.
Iloozomoexa K npakmuyecKum 3aHAMUAM:
Wzydenne matepuana no pazaeny "Co3nanue
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Hpe3eHTaHI/1171 Ha KOMHL}OTepe" IOJAroTOBKA K
BBINIOJIHEHUIO 3aJIaHUM Ha MPAKTUYCCKUX
3aHATUAX. C03)IaHI/Ie npe3eHTau1/H71 JUIA 3alIUTHI.
H3yuenue mamepuanos 1umepamypHsix
UCMOUYHUKO06.

[3], 93

ITouToBBIE TPOrPAMMBI.

ONEeKTPOHHBIN
JOKYMEHTO000POT.
CoBpeMeHHEIE
HUHTCPHCT TCXHOJIOTHH.
KommnbroTepHsie ceTH.
Cetb NHTEpHET.

66.7

62.7

Camocmoamenvroe usyuenue
meopemuyueckoz0 mamepuana: Vzyaeane
JIOTIOTHUTENBHOTO MaTepHaia o pa3zieiny
"[TouTOBEIE TIPOTPAMMBL. DJIEKTPOHHBIH
JIOKyMeHT0000poT. COBpeMeHHbIE HHTEPHET
TexHoJorun"

IIodzomogKa K npaKmuyecKuM 3aHAmMuAM:

5.1

IlouToBBIE IPOrPaMMBI.

ONeKTPOHHBIN
JIOKyMEHTOO0O0POT.
ITouroBas nporpamma
MS Outlook.
OcHoBHBIE (PyHKINH
MOYTOBOH MPOTPaMMBI
Outlook. ITpaBmia
XOPOIIEro TOHA B
JIEJIOBOI1 NIEPEIUCKE.

OO6ayHble XpaHWIHIIA.

OcHOBHBIE QYHKIIUT
00JauHBIX XPaHUJIHIIL.
Metonast
HCIIOIL30BaHMS
00JTaYHBIX XPaHHIIHI]

16

15

5.2

IMounck napopmannu B
cetu MHTEpHET.
ITorckoBbIE CHCTEMBL.
beszonacHoCTh
KOMIIBIOTEPA.
AHTHBHUpPYCHBIE
IIPOTPaMMBI

16

15

53

OCHOBHBIE TPUHIINTIBI
HOCTPOEHHS

KOMIIBIOTEPHBIX CETEH.

16

15

Wzyuenne maTepuana no paszaeiny "[louToBsle
IIPOTrpaMMBbl. DJIEKTPOHHBINH TOKyMEHTO000POT.
CoBpeMeHHbIe HHTepHET TeXHOJIOTHH"
MIOZITOTOBKA K BBITIOJIHEHUIO 3aJaHUH Ha
MPAaKTHYECKNX 3aHATHIX

Ilo0z0mogKa K meKyuiemy KOHmMpoio:
[ToBTOpenune marepuana no pasaeny "[lourossie
MIPOTpaMMBbI. DJIEKTPOHHBII JOKyMEHTOOOO0POT.
CoBpeMeHHbIe HHTEpHET TeXHOJIOTHH"
H3yuenue mamepuanog 1umepamypHbix
UCMOYHUKOG:

[1], 132
[3], 190




Cetb UHTEpHET.
[Ipumenenue pecypcoB
cetu MHTEpHET 1151
nepeBosa u 00ydeHHs.
OCHOBBHI PaOOTHI
r700aIbHON CeTH
WHTepHer

5.4 [IpaBuia moBeneHNs B 18.7 - - 1 - - - - - 17.7 -
cetu Untepret. CeTh
WHTepHeT Kak cpeacTBo

KOMMYHHUKAIUH.

3ayer ¢ OICHKOMH 0.3 - - - - - - - 0.3 - -
Bcero 3a cemectp 180.0 - - 12 - - - - 0.3 167.7 -
Hroro 3a cemecTp 180.0 - - 12 - - 0.3 167.7

IIpumeuanue: Jlex — nexuuu; JIab — naboparopusie padoTsl; [Ip — npaktuueckue 3ansatust; KIIP — aynuTopHble KOHCYIbTALUU IO KYPCOBBIM
npoekTtam/padoram; UKKII — nnauBuIyanbHbIe KOHCYIBTAIIMH 110 KYPCOBBIM IpoekTaM/padoram; I'K- rpymmoBsie KOHCYIbTAMU IO pa3ienaM
mucuuiuinHel; CP — camocrostenbHas padora crynenta; UKP — unas konraktHas padota; TK — Texymumii kKoHTposb; [TA — npomexxyrounas
aTTecTanus




3.2 KpaTkoe coaep:kaHue pa3iejioB
1. Obwue ceedenuss 06 UHDOPMAYUOHHBIX MEXHOIO2UAX U BbIYUCTUMENLHOU MEXHUKE

1.1. MadopmarimoHHbie TEXHOJIOTHH U BRIYUCIIMTENIbHAS TEXHUKA. VIcTOpus nHDOpMaImOHHBIX
TEXHOJIOTHH M BEIYHUCIUTCIILHON TEXHUKH.

NudopmanimoHHble TEXHOJIOTMU W BBIYMCIHMTENbHAs TexXHUKa. McTopus wuHPpOpMaMOHHBIX
TEXHOJIOTHH M BEIYHUCIUTCILHON TEXHUKH..

1.2. O6mue cBeneHus 00 yCTpOICTBE MEPCOHATBHOTO KOMITBIOTEPa M HOCUTENSIX MH(OpManuy.
[Tporpammuoe obecnieuenue. OnepannoHubie cuctembl. CTanaapTHble mporpaMmbl Windows.

OOmue cBeneHHst 00 YCTPOMCTBE MEPCOHAIBLHOIO KOMITBIOTEPA W HOCHUTENSX HH(OPMALUH.
[TIporpammuoe obecnieuenue. OmneparnuoHHble cuctembl. OmnepannonHas cucrema Windows.
Cranmaptabie nporpamMmbl Windows..

2. Paboma ¢ mekcmom Ha Komnvromepe

2.1. UudopmanoHHbie TEXHOIOTHH U 00pab0TKa TeKCTa. TeKCTOBBIE peJaKTOPhI M TEKCTOBBIE
dopmartel. TexcToBblit penakrop Word. OdopmMieHre TEKCTOB B TEKCTOBOM penakrope Word.
Hexkotopsie ¢pyHKIIMN TeKcTOBOTrO penakropa Word

WNHpopManmoOHHbIE TEXHOJIIOTHU M 00paboTka Tekcra. TeKCTOBBIE PEJaKTOPHl M TEKCTOBBIC
dopmatel. TekcroBwiii penaktrop Word. OdopmiieHre TEKCTOB B TEKCTOBOM peaakTope Word.
Hexotopsie pynkmn TekcToBoro penakropa Word.

2.2. OopmiieHue B JaHHOM TEKCTOBOM pefakTope TalOJull, BCTaBKa B IOKyMEHT (hOpMYIT U
cUMBOJIOB. KOJIOHTUTYIBI M cHOCKH. HaBuranus no JOKyMeHTY, 3aKJIaIKH U TUTIEPCCHIIKH.
[TpoBepka opdorpaduu B TekcroBoM peraaktope Word. AHHOTaus u pedepar. ABTOMaTHYECKOE
aHHOTHpOBaHue u pegepuposanue. OCT 7.32-2017

OdopmiieHne B JaHHOM TEKCTOBOM peAaKTope TaliMil, BCTaBKa B JOKYMEHT (opMyn H
cuMBOJIOB. KoIOHTUTYNAB W cHOCKHM. HaBuramusi 1o TOKYMEHTY, 3aKJaJKd W THIIEPCCHUIKH.
ITpoBepka opdorpaduu B TekcroBoM penaktope Word. AHHOTanus U pedepaT. ABTOMaTHYECKOE
aHHOTHpOBaHue u pepepuposanne. OCT 7.32-2017.

3. Ilpedcmasnenue u 0bpabomka OAHHBIX C NOMOWBIO AEKIMPOHHBIX Mab Uy

3.1. Dnextponnble Tabnuibl. OOpadoTKa TaHHBIX B JIEKTPOHHOM Tabnuie. Pegaktop Tabmuig
Excel. OcHoBHble ¢pyHkumnu pegakropa Excel. O6paboTka 4nciaoBbIX JaHHBIX B penakTope Excel.
BcraBka B nokymeHT pyHkumii u popmyi. [loctpoenue rpagukoB u auarpamMMm. OCHOBHBIE
noruueckue pynkuu B Excel u nux npumenenne. @unbrpanus u copTupoBka gaHHbIX B Excel

OnekTpoHHble Tabnuibl. O0OpaboTKa JaHHBIX B AJIEKTPOHHOM Tabnuue. Pexaktop Tabmui Excel.
OcHoBHble ¢pyHkIMU penakropa Excel. O6paboTka uncioBsix 1aHHBIX B peaakrope Excel. BcraBka
B JMOKyMeHT QyHKuuii u ¢opmyn. [loctpoenue rpadukoB u muarpaMMm. OCHOBHBIC JIOTHUECKHE
¢ynkuuu B Excel n ux npumenenue. @uibTpanus 1 COpTHPOBKa TaHHBIX B Excel.

4. Co3z0anue npezenmauuil Ha KOMnvlomepe

4.1. Ipe3eHTanus Kak WUTIOCTPATUBHBINA 1 00ydaronuii MaTepuan. OCHOBHbBIE TPHUHIIUAIIBI
CO3/aHMsI Mpe3eHTali. AnbTepHaTHBHOE MTporpaMMHoe obecrieuenue (I10) s co3nanus
IIPE3EHTALUMN.

[Tpe3eHTanmst Kak WLTFOCTPATUBHBIN 1 00y4Jaronuii Matepran. OCHOBHBIC TPHHIIUTIBI CO3/IaHUS
npe3eHTalui. AnpTepHaTuBHOE Nporpammuoe obecnieuenue (I10) s co3nanus npezeHTanuii. .



5. [Houmosvie npocpammul. Inexmponuvii Ookymermoobopom. Coepemennvie unmepuem
mexnoaocuu. Komnvromepuwvie cemu. Cemv Unmepnem.

5.1. I[louroBeie pOrpaMMbl. DJIEKTPOHHBIN T0KyMEHTO000poT. [louTroBas nporpamma MS
Outlook. OcHoBHbIe PpyHKIIMU 1TOYTOBOM TTporpammbl Outlook. IIpaBuia xopoiero ToHa B 1e10BOM
nepenucke. O6maunsie Xpanuiauina. OcHoBHbIE QYHKIIMH 00TaYHBIX XPAaHUIUIL. MeTo bl
UCIIOJIb30BAaHUS 00JIAYHBIX XPaHUJIIHIL]

[TouToBBIE TPOrpaMMBbL. DIIEKTPOHHBIN JOKyMeHT0000poT. [TouToBas nporpamma MS Outlook.
OcHoBHble (¢yHKIHUHM TouToBOM mporpammbl Outlook. IlpaBuna xopomiero ToHa B JI€JIOBOM
nepenucke. OOmaynple XpaHwnuima. OcHOBHBIE (YHKIMHM OOJQYHBIX XpaHWIUIL. MeToabl
UCIIOJIb30BaHUS 00JIAYHBIX XPaHUJIIHILL.

5.2. Ilouck undopmanuu B cetn Mutepuert. [TonckoBsie cucremMbl. bezomacHocTs KOMITBIOTEPA.
AHTUBHPYCHBIE TPOIPAMMBI

[Touck mHpopmanmu B cetn WnrtepHer. IlonckoBwie cuctembl. be3omacHOCTh KOMIBIOTEpA.
AHTUBHPYCHBIE TPOTPAMMBI.

5.3. OcHOBHbBIE IPUHLIMIIBI IOCTPOEHUS KOMIIbIOTEpHBIX ceTeil. CeTh MHTepHeT. [Ipumenenune
pecypcos ceti MHTepHeT 11 epeBosia 1 00ydeHusi. OcHOBBI paboThl r106anbHOM cetu MHTepHeT

OcHOBHbIE NPHUHLMIIBI MOCTpoeHUs: KoMmmbloTepHblX cereid. Cerb WHrepner. Ilpumenenue
pecypcos cetn HTepHeT 1u1 nepeBosia 1 00yueHusi. OcHOBBI paboThl r100anbHOM cetu MHTepHeT.

5.4. llpaBuna nosenenus B cetu Murepuet. Cetb IHTEpHET Kak CpeCTBO KOMMYHHKAIUH.
[TpaBuna nosenenus B cetu uTepHer. Ceth HTEpHET Kak cpelICTBO KOMMYHHMKAIIUH. .

3.3. TeMbl NIPaKTHYECKUX 3aHATHH

. Texcrosslii penaktop Word.;

. AnprepnatuBHoe [10 st cozmanus npesentanuii. Google Slides. Apple Keynote.;
. IToutoBBIE IPOrpaMMBbI. DIEKTPOHHBII JOKYMEHTOOOOPOT.;

. NTapopMannoHHbIe TEXHOJIIOTUH U BEIYUCIUTENIbHAS TEXHUKA. ;

. IIpe3eHTanus kak UIUTFOCTPATUBHBINA M 00yUaroMii MaTepHal.;

. OnepanvoHHbIE CUCTEMBI. ;

. IIpaBua xoporiero ToHa B JIeJIOBON MEpemnucKe.;

. TekCTOBBIC peaKTOPHI i TEKCTOBEBIE (hOPMATHI.;

. OCHOBHBIE IPUHIUIIBI TOCTPOEHUS KOMITBIOTEPHBIX CETEH.;

10. Xurpoctu MS Word.;

11. DnexTponHble TabauIBl. O6paboTKa TaHHBIX B AJIEKTPOHHON Ta0IHUIE. ;
12. Xpanute nanHble B 00IaKe.;

13. KomnbroTep Kak CpeacTBO 00y4eHus.;

14. OcHoBbI paboThI 11100anBHOM ceTu Internet.;

15.TOCT 7.32 2017,

16. Crannaptabie nporpammbl Windows.;

17. Ilpaktnueckue padotsl ¢ MS Word.;

18. Onepanmonnas cuctema Windows.;

19. UndpopmanioHHbIe TEXHOIOTUU U 00paboTKa TEKCTA.;

20. [IporpammHuoe oOecredeHue. ;

21. [IpaBuia noBeieHUs B CETH UHTEPHET.;

22. Microsoft PowerPoint. [1pakTuka.;

23. O6mue cBegeHus 00 YCTpOicTBE EPCOHATBHOTO KOMIIBIOTEPA M HOCUTEIISAX
uH(pOpMaLIUH. .

O 001N DN B W~
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3.4. TeMbl 1a00paTOPHBIX padoT
HE MIPEAYCMOTPEHO

3.5 Koncyabranumn

Ipynnoewie koncyremavuuu no pazoeaam oucyuniunsl (I'K)

1. OOGcyxneHne mMaTepuanoB o keiicam pasnuerna "OOmme cBeneHus 00 MHOOPMAIMOHHBIX

TEXHOJIOTUSIX U BBIYMCIUTENIBHON TEXHUKE"

OO0cyxeHre MaTepuanoB o Keiicam pasaena "Pabora ¢ TeKCTOM Ha KoMIbroTepe"

3. OOcyxaeHue MarepuaioB 1o keiicam pasnena "lIpencraBinenue m oOpaboTKa aHHBIX C

MTOMOIIBIO JIEKTPOHHBIX TAOIHUIT"

OO6cyxxaeHrne MaTepualioB 1o keiicam paszaena "Co3nanue Mpe3eHTarii Ha KoMmbloTepe"

5. Ob6cyxnenne marepuaioB mo keiicam pasnena "[louToBble mporpammbl. DIEKTPOHHBIH
NOKyMeHT0000poT. COBpEeMEHHbIE HHTEPHET TEXHOJIOTHH"

N

&

3.6 TemaTuka KypcoBBIX MPOEKTOB/KYPCOBBIX padoT
KypcoBoii npoekt/ pabota He IPeayCMOTPEHBI

11



3.7. CooTBeTCTBHE Pa3/ieJiOB THCHMILIMHBI H (JOPMHUPYEMBbIX B HUX KOMIIeTEHIU

Howmep paznena
JUCIUILINHBI (B

O1eHOYHOE CPEICTBO
(TN 1 HAUMEHOBAaHUE)

3amaHupOBaHHBIE PE3yAbTaThl 00YUEHHUS MO TUCIUIUINHE Konst
COOTBETCTBHUH C
(B COOTBETCTBHHM C pazneiiom 1) WHJIUKAaTOPOB n3.1)
1/2]3]4]5
3HaTh:
METOJIMKY MOJATrOTOBKH K BBIMOJIHEHHIO IEPEBO/Ia, BKIIOYAs MOUCK KounTponbnas pabota/lloutoBbie
nH(OpPMAIUY B CIIPABOYHOM, CIICIIMATLHON JTUTEpAType U M-20mc.6 + | IPOrpaMMBbL. DIIeKTPOHHBII
KOMITBIOTEPHBIX CETAX ' JTOKyMeHT0000poT. COBpeMEeHHbIE
WHTEPHET TEXHOJIOTUU
HABBIKU Pa0OTHI C KOMITBIOTEPOM KaK CPEJCTBOM IOJIY4YEHUS, KonTponbnas pabora/llpakTrka mo
00pabOTKH ¥ yrpaBieHus: HHPpOpMaIuei crangaptHeiM [10 OC Windows
KontponbHas pabora/Pabora ¢ TeKCTOM
Wn-2ormik-6 + |+ Ha KommnbloTepe. [IpakTuka no MS
Word.
WuauBuayanbHbiil npoext/Co3iaHue
Mpe3eHTAIM Ha KOMIIBIOTEPE
Ymersb:
paboTaTh ¢ pa3IMYHBIMH HOCUTENISIMU HHPOpMAIIUH, KonTponbnas pabota/llpakTrka mo
pacrpeieieHHbIMU 0a3aMU JTAaHHBIX U 3HAHUH, C TI100aTbHBIMU Un-20rmx-6 + crangaptasiM [10 OC Windows
KOMITBIOTEPHBIMU CETSIMH
peliaTh CTaHAapTHHIE 3a7a4i TPO(HeCCHOHATBLHOM NeSTeIbHOCTH Ha KonTponbnas pabota/IloutoBsie
OCHOBE MH(POPMAIIMOHHON U OubInOTrpaduuecKon KyabTypHhI C MporpamMMbl. DJIEKTPOHHBIN
MpUMEHEHHEeM WH(OPMAIIMOHHO TEXHOJIIOTUN U C YI€TOM OCHOBHBIX JOKyMeHT0000poT. COBpeMeHHbIE
TpeboBaHU MHHOPMAITMOHHONW OE30MaCHOCTH WHTEPHET TEXHOJIOTUHU
Wn-2onk-6 + | + | + | + | KouTponbHas pabota/Pabora ¢ TekcToM

Ha koMmribroTepe. [IpakTrka mo MS
Word.

NuauBuayanbubiil npoext/Co3anue
Ipe3eHTaIMi Ha KOMIIbIOTEpe
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4. KOMIIETEHTHOCTHO-OPUEHTAPOBAHHBIE OIIEHOYHBIE CPEJICTBA JUISA
KOHTPOJISI OCBOEHMS PE3VJIbTATOB OBYUEHMS 11O JUCIMUIIIMHE
(TEKYIIU KOHTPOJIb YCIIEBAEMOCTH, IPOMEKYTOUYHASI ATTECTALMSA
1O JUCLMILINHE)

4.1. Tekymuii KOHTPOJIb yCIIeBA€MOCTH
2 cemecTp

®Popma peanuzaiun: KomnbroTepHoe 3a1aHue
1. ITouToBBIE IPOrpaMMBbl. DJIEKTPOHHBIN T0KyMEHTO000pOT. COBpEMEHHBIE HUHTEPHET
texHosioruu (KoHTposnbHas padoTa)
2. Ilpaktuka no crangaptaeiM [10 OC Windows (KontponbsHas pabora)
3. Co3nanue npe3eHTauii Ha KomnbeloTepe (MHIuBUIyaIbHBINA TTPOEKT)

Popma peanuzanuu: [IpoBepka kauecTBa 0hOPMIICHUS 3aTaHUS
1. Pabora c TekctoM Ha kommbioTepe. [Ipaktuka mo MS Word. (KouTposbsHas pabota)

banmibHO-pedTUHTOBasA CTPYKTYpa AUCLUILINHBI SABIISETCS NPUIOKEHUEM A.

4.2 IlpoMe:xyTOUYHasl aTTECTALUSA 110 AUCHHUILJIMHE

3auem c oyenxou (Cemecmp Ne2)
Onenka omnpezensercs MO0 COBOKYIMHOCTH Ppe3yJbTaTOB TEKYLIEro KOHTPOJIS YCIIEBaeMOCTH B
cootBeTcTBUU C [lonoxeHnem o 0auIbHO-peUTUHTOBOM cucteMe ais ctyaeHToB HUY «MOW»

IIpumeuyanue: OLeHOYHBIE MaTEpUAIbI 110 TUCLMITIIMHE IPUBEICHBI B (DOHIE OLIEHOYHBIX
matepuaios OITOII.

5. YYEBHO-METOJUYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI

5.1 IleyaTHbIE H 3JIEKTPOHHbIE H3IAHNS

1. Aunpromus, A. B. UH(popMaiMoHHBIE TEXHOIOTUH [T KBATU(UIIMPOBAHHBIX M0JIb30BaTENEH :
yuebHoe nmocobue no kypcam "Undopmaruka", "Mndopmanronssie Texuonoruu",
"BbruucnuTenbHble MallluHbI, CETH U CUCTEMBI" 110 BceM HampasieHusMm / A. B. Auapromns, B. 1.
3BepbkoB, T. B. JlykbsiHoBa, Mock. anepr. uH-t (MOU TVY) . — M. : U3narensckuit nom MOU, 2008
.—205 c. - ISBN 978-5-383-00277-3 .;

2. A. C. I'poeB- "Unpopmatuka: nadoparopsslii npaktukyM", U3narensctBo: "Iupexkr-Menua",
Mocksa, bepaun, 2015 - (159 c.)

https://biblioclub.ru/index.php?page=book&id=428590;

3. Kyaunos 0. U., [Tamenko ®@. @.- "OcHoBbI coBpeMeHHON nHbopMaTuku'", (5-e usm., crep.),
WznarensctBo: "Jlanp", Cankr-Iletepoypr, 2021 - (256 c.)

https://e.lanbook.com/book/169187;

4. Augpeesa H. M., Bacumok H. H., ITak H. U., Xennep E. K.- "[Ipaktukym no uanpopmaruke", (2-
e u3., crep.), U3narenscrBo: "Jlanw", Cankt-Ilerepoypr, 2019 - (248 c.)
https://e.lanbook.com/book/111203.

5.2 JIunieH3M0HHOE ¥ CBOOOHO pacnpocTpaHseMoe NPOrpaMMHoe odecrneyeHue:
1. CAO "IIpomereit";

2. Office;

3. Windows;

4. Deep Freeze;

5. Maitun Buneoxondepenum;

6. Notepad++;
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7. GitHub;
8. 7-zip.

5.3 UnTepHeT-pecypchl, BKJIWOYasA NPodeccuoHaIbHbIe 0a3bl JAHHBIX 1 HH(OPMAIIHOHHO-

CIIPaBOYHBIC CUCTEMBI:

1. 9BC Jlaub - https://e.lanbook.com/
2. ba3za nannbix BUHUTMH online - http://www.viniti.ru/
3. basza nannbix Web of Science - http://webofscience.com/

4. ba3a nanHbIx Scopus - http://www.scopus.com

5. ba3za naunbix IEL uznareancrsa IEEE (Institute of Electrical and Electronics Engineers,
Inc.) - https://ieeexplore.ieee.org/Xplore/home.jsp?reload=true
6. ba3a nanubix Computers & Applied Sciences Complete (CASC) -

http://search.ebscohost.com

7. DaexrponHasi oudauoreka MOU (36 MDMN) - http://elib.mpei.ru/login.php
8. ITopTan oTKPBITHIX AaHHBIX Poccuiickoii dexepamuu - https://data.gov.ru
9. OdunuanbHblii caliT MUHNCTEPCTBA HAYKH U Bbicuiero oopazosanus Poccuiickoii
®enepanuum - https://minobrnauki.gov.ru
10. O¢puunanbHblii caiit @egepanabHOii c1y:K0bI 10 HAA30PY B cepe 00pa3oBaHus U HAYKH -

https://obrnadzor

11. ®enepaiabHblii mopran "Poccuiickoe oopazoanue" - http://www.edu.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIJIMHBI

Tun nomemeHus Homep ayauropun, OcHamenue
HAUMMCHOBAHUC
Y4eOHbIe ayAUTOPUH IS K-120, cepBep, KOHIULIUOHED
IIPOBEJCHUS JICKIIMOHHBIX | MaluuHHbIN 3251
3aHATUN U TEKYILETO NBI{
KOHTPOJIA K-211, CTOJI, CTYJI, JOCKA MEJIOBasi, KOMIbIOTEPHAS CETh
KomnberotepHsiii C BBIXOZOM B MIHTEpHET, MyJIbTUMEAUIHBIN
xiacc UBI] MIPOEKTOP, IKPaH, KOMIIBIOTEP MEPCOHAIBHBIN,
KOHAMIIMOHED
VY4eOHble ayAUTOpUH IS XK-120, cepBep, KOHIUIIUOHEP
[IPOBEICHUS MamuHHBIN 3a51
MIPAaKTUYECKUX 3aHATHUH, NBI{
KP u KII K-211, CTOJI, CTYJI, 1OCKa MEJIOBAasl, KOMIIBIOTEPHAs CETh
KommnsrorepHslii C BBIXOJOM B lIHTEpHET, MyIbTUMEAUNHBIN
xiacc UBI] IIPOEKTOP, IKPaH, KOMIBIOTEP NEPCOHANIBHBIN,
KOHJJUITOHED
VYyeOHble ayAUTOPUH IS XK-120, cepBep, KOHIULIUOHED
MPOBECHUSA MamuHHEIN 3a11
IIPOMEKYTOUHOU NBI|
aTTecTaluu K-211, CTOJI, CTYJI, JOCKA MEJIOBasi, KOMIbIOTEPHAs CETh
KomnbrotepHslii C BBIXOJOM B lIHTEpHET, MyIbTUMEAUNHBIN
kiacc UBI] MIPOEKTOP, IKPaH, KOMIIBIOTEP MEPCOHAIBHBIN,
KOHJUITMOHEP
ITomenenus s HTB-303, CTOJI KOMITBIOTEPHBIN, CTYJI, CTOJI TUCHbMEHHBIMH,
CaMOCTOSITENIbHOM KomnberotepHsiii BeLIaJIKa JUIsl OAEKbl, KOMIIBIOTEPHASI CETh C
paboThI YUTAJIbHBIN 3al BbIX0I0M B IHTEpHET, KOMITbIOTED

HCpCOHaHLHLIﬁ, IPUHTCP, KOHAUITUOHECP

ITomemenus s
KOHCYJIbTUPOBaHUS

M-909,
I[Tomemnienue

Kpecio pabouee, pabodyee MECTO COTPYIHHUKA,
CTOJI, CTOJI JUI pabOThI C TOKYMEHTaMHU, CTY,
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kadenpsr «PCulJl»

mkad, mkad a1 TOKYMEHTOB, Kad) st
OJIeXkIbI, TYMOA, KOMITBIOTEPHAS! CETh C BBIXOJIOM
B MIHTEpHET, KOMIIBIOTEP MEPCOHAIBHBIH,
MIPUHTEP, CTEH HHPOPMAITMOHHBIHA

IMTomemnenus misa
XpaHeHus: 000pyI0BaHUS
1 y4eOHOI0 MHBEHTaps

M-901a, ApxuBHoe
nomewenue ['TIN

Kpeciio pabouee, CTeIax s XpaHeHHs KHUT,
CTYH
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IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

I/IH(bOpMaTI/IKa N KOMIIBIOTCPHBIC TCXHOJIOT U

(Ha3BaHME AUCIMILIMHBI)

2 cemecTp

HepequL KOHTPOJIBHBIX MePOHpHﬂTHﬁ TEKYIIET0 KOHTPOJIA yCII€BAEMOCTH MO JUCHUIIJIMHE:

KM-1
KM-2
KM-3
KM-4

[Tpaktuka o cranmaptaeiM [10 OC Windows (KoHTposibHast paboTta)

Pa6ora ¢ TekcTom Ha KommbioTepe. [IpakTrka mo MS Word. (KorTpoisHas padbora)

Coznanue npe3eHTaluii Ha kommnbelotepe (MHIuBU Iy IbHBIN TTPOCKT)

[TouToBBIC IPOrPaMMBI. DIIEKTPOHHBIN TOKYMEHTO000pOT. COBpeMEHHBIC HHTEPHET TEXHOJIOTUN
(KonTponwsHas pabora)

Buja npoMexyTouHOi aTTecTanMu — 3a4€T C OLICHKOM.

Nunexc KM- | KM- | KM- | KM-
Howmep Pasgen nucHuIuinHel KM: 1 2 3 4
pasjena Henens 2 3 4 5
KM:
1 OO6mue ceeaeHus: 00 MHPOPMAITMOHHBIX TEXHOJOTHUIX U

BBIYHCIIMTEILHON TEXHHUKE

11

HNHdopmannoHHbIe TEXHOJIOTUH U BEIYUCIUTENbHASI TEXHUKA.
Hcropus nHPOPMAMOHHBIX TEXHOJIOTHIA U BHIYUCITUTEIBHON + + +
TEXHHKHU.

1.2

OO6mue cBeaeHust 00 yCTPONUCTBE MEPCOHAIBHOTO
KOMITbIOTEpa U HOoCUTeNsIX nHpopmanuu. [Iporpammuoe
obOecneuenue. OnepannonHble cucreMbl. CTaH1apTHBIE
nporpamMbsl Windows.

Pabota ¢ TekcToM Ha KOMIIBIOTEpE

2.1

WudopmaninoHHbIe TEXHOJIOTUH U 00pabOTKa TEKCTA.
TexkcToBbIE peJaKTOPbI U TEKCTOBbIE (popmaThl. TEeKCTOBBIIM
penaktop Word. OdopmiieHne TeKCTOB B TEKCTOBOM + + +
penaxktope Word. Hekoropble pyHKIIMM TEKCTOBOTO
penakropa Word

2.2

Odopmienue B JTaHHOM TEKCTOBOM peAaKTope TaOIHuIl,
BCTaBKa B JOKYMEHT (hopMyJ 1 CUMBOJIOB. KOJIOHTUTYIIBI U
CHOCKHM. HaBuTamms mo JOKyMeHTY, 3aKJIaJKd U
runepccbuiku. [IpoBepka opdorpaduu B TEKCTOBOM
penakrope Word. AHHOTauus u pedepar. ABTOMaTHUYECKOE
aHHOTHpoBaHue u pedepupoanue. 'OCT 7.32-2017

[IpencraBnenne u 06pabOTKa TaHHBIX C ITOMOIIBIO
DIIEKTPOHHBIX TAOJIHIL

3.1

OnekTpoHHbIe TabauIkl. OO0paboTKa TaHHBIX B JIEKTPOHHOMN
tabmuie. Penakrop Tabmui Excel. OcHoBHBIE hyHKINN
penakropa Excel. O6paboTKka YMCIIOBBIX TaHHBIX B
penakrope Excel. BctaBka B JokyMeHT QyHKIMA U GOPMYIL.
[TocTpoenue rpadukoB u quarpamMMm. OCHOBHBIE JIOTHYECKHE
dbyukun B Excel u ux npumenenne. GuibTpanus u
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cOpTHUpOBKa JTaHHBIX B Excel

Coznianue npe3eHTanuil Ha KOMIIbIOTEpPE

4.1

[Ipe3eHTanus Kak WITIOCTPATUBHBIN M 00yJarOIIHiA
Martepuai. OCHOBHbIEC TPUHIUIIBI CO3/IaHUS TIPE3CHTAIUH.
AnbprepHaTuBHOE IporpammHoe ooecneuerue (I10) mis
CO3/IaHUS MTPE3EHTALIUN.

[TouToBBIEe IPOrpaMMBbl. DIEKTPOHHBIN TOKYMEHTOOOOPOT.
CoBpeMeHHbIE HUHTEPHET TEXHOIOruU. KOMITbIOTEpHBIE CETH.
Cetp UnTEpHET.

5.1

[TouToBBIE IPOTPAMMBI. DIEKTPOHHBIH JOKYMEHTOOOOPOT.
[TouroBast mporpamma MS Outlook. OcHoBHBIEC (DYHKITHH
nouToBoii mporpammsl Outlook. [TpaBuiia xopomero Tona B
nenoBoi nepenucke. O0xaaynble XpaHuiuia. OCHOBHbIE
¢GyHKIMY 00JIAYHBIX XpaHUIHIL. MEeTOIbI HCIIOIb30BAHMS
00JIaYHbIX XPAHUJIHUILL

5.2

[Touck napopmaryu B cetn MuaTepret. [lonckoBkie
cucreMbl. be3onacHOCTh KOMIIbIOTEPA. AHTUBUPYCHBIE
MIPOTPAMMBI

5.3

OcHOBHBIE IPUHLIUIIBI IOCTPOEHUSI KOMITBIOTEPHBIX CETEH.
Certp UnTepner. IIpumenenue pecypcos cetu MHTEpHET Ai1s
nepeBojia 1 00yueHusi. OCHOBBI pabOTHI I100aIBHON CETH
WNHTepHer

5.4

[TpaBuia nosenenus B cetu Murepuet. Cetb MHTEpHET Kak
CPEICTBO KOMMYHHUKALUU.

Bec KM, %:
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