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AHHOTAIUA
B cBoem VYkaze Ilpesunent PO B.B.Ilytun or 7 mag 2018 r. Ne 204 «O
HAIIMOHAJIbHBIX MEJIIX W CTPATETMYECKUX 3aJadax pa3BuTuga Poccuiickoin
®deneparuu Ha nepuoa 10 2024 roma» mocTtaBuaI OJHY M3 1ene «ObecneueHue
YCKOPEHHOTO BHEJAPCHHUS MUGPOBBIX TEXHOJOTMH B SKOHOMHMKE M COITMAIbLHOMN

cheper.

BHenpenne B MOBCENHEBHYIO JKHM3Hb HOBEHIIMX  WH(OpPMAIMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH TPHBOIUT K TIYOOKMM H3MEHEHHUSM BO BCEX
chepax coBpeMeHHOro ooOmectBa. MHpopMamMoHHBIE TEXHOJOTHHU SBISIIOTCS
HEOTHEMJIEMOM YacThI0 OOYYCHHS. YUCHBIE OTMEUAIOT, YTO YeM OOJIbIIIE OPraHOB
YYBCTB 3aJICHCTBOBAHO HA 3aHITHH, TEM JIYUIIIC U IPOYHEE YCBAUBACTCSI MaTepHall.
AKTHBHOE BHEApPECHHE WHQPOPMAIMOHHBIX TEXHOJOTUHA B Y4YEOHBIM MPOIIECC
PUYMHOXKAET JUIAKTHICCKHUE BO3MOXHOCTH, O0CCIICUrBasl HarJISAHOCTb, ayIHO U
BUJICO TOACPKKY U KOHTPOJIb, YTO B IIEJIOM CIIOCOOCTBYET MOBBIIICHUIO YPOBHS
MIPETIOIaBaHMUs.

NudopmarimoHaple  TEXHOJIOTUH  TPEACTABISIOT  COOOH  MOIIHBIA |
3G (PEeKTUBHBIN ~ MHCTPYMEHT  MOTHBALIMM, PAa3BUTUS  JUYHOCTH, YPOBHS
00pa30BaHHOCTH, MPUKJIAJAHBIX YMEHUN U HABBIKOB. /{7151 TOro 4toObl pabOTHUKY
yupexaeHuss 3(G(EKTUBHO  HUCMOJIb30BaTh MH(POPMALMOHHBIE TEXHOJIOTHH,
HEOOXOJMMO TOJIYYUTh HadaJbHBIC 3HAHMS W HABBIKM pabOTHI HA MEPCOHATHLHOM
KOMITBIOTEPE, OCBOUThH TEXHOJIOTMHU PAOOThI C  HIUPOKO  PaCHpOCTPAHECHHBIMU
O(pUCHBIMU MPUTIOKCHUSIMH, A TaKxkKe 0a30BbIMU TEXHOJIOTUSIMU
WNuTtepHer s moucka u oOMeHa wHGOpMaIUel, MO3HAKOMUTHCS C IIMPOKUM
CIIEKTpPOM  OOydYaroIMX MporpaMM U TOJY4YUTh  TPEJCTAaBJICHHE 00
oOpa3oBaTeIbHBIX pecypcax cetu MHTepHeT.

CopepxaHue TporpaMMbl HampaBlI€HO Ha TMOJATOTOBKY pPabOOTHUKOB
00pa30BaTENbHBIX YUPESKIECHUN K BHEAPEHUI0O B TMPAKTUKY COBPEMEHHBIX
MH(OPMAITMOHHBIX TexHOJOorui. [IporpaMma HOCUT MPAKTUKO-OPUEHTHUPOBAHHBIN
XapakTep, 4acTb y4yeOHOrO BpPEMEHU OTBOAMUTCS MPAKTHUUECKUM 3aHATUAM U
caMoCToATeNbHOW pabore ciymateneid. [lo wrToram peamusanuu 0O0ydeHUS
YYaCTHUKH MPEJCTABIISIOT 3a4E€THYIO PadOTY.

OO1ee KOJMIECTBO YacoB 10 Iporpamme — 24 akajgemudeckux daca (7/8/9).



ITosicHuTeIbHAS 3aMUCKA

Buenpenue B MOBCEIHEBHYIO KHW3Hb HOBEHIIMX  HMHGOPMAIIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJOTHMH TPOU3BOIUT TIyOOKHE W3MEHEHHS BO BCEX
chepax coBpeMeHHOro ooOmectBa. OgHOM W3 TIABHBIX 337a4 COBPEMEHHOTO
oOpa3oBanus sBisieTcss (popmupoBanue WHbopMannoHHOW KynbTypel u MKT-
KOMITETEHTHOCTH PaOOTHUKOB YUPEIKICHU.

WHpopManimoHHbIe TEXHOJIOTUHU SIBISIOTCS HEOTHEMIIEMOM YacThl0 OOY4YEHHUS.
VYyeHble 0TMEUAIOT, YTO YeM OOJIbIIIE OPraHOB YYBCTB 33/ICMCTBOBAHO HA 3aHSITHUH,
TEM Jy4lle M T[POYHEE YCBAaMBACTCA Marepual. AKTUBHOE BHEIPEHUE
MH(OOPMAIIMOHHBIX ~ TEXHOJOTMM B Y4eOHBIM  MpoLecC  IPUYMHOXKAET
TUJAKTUYECKUEe BO3MOXKHOCTH, OOecreuuBasi HarysiAHOCTh, ayquo M BHJIEO
MOJJIEP)KKY M KOHTPOJb, 4YTO B LEJIOM CHOCOOCTBYET IOBBILIEHUIO YPOBHS
IIPENOJABAHUS.

NudopManiionHble  TEXHOJOTMU  MPEACTABIAKD  COOOM  MOIIHBIA U
3O (PEeKTUBHBIN ~ WHCTPYMEHT  MOTHBALIMM, PAa3BUTUS  JUYHOCTH, YPOBHS
00pa30BaHHOCTH, MPUKJIAJTHBIX YMEHUN M HaBBIKOB. [[Ji1 TOro 4TOOBI PabOOTHUKY
yupexaeHus 3(G@(EKTUBHO  HCMOJIb30BaTh  MH(POPMALIMOHHBIE  TEXHOJIOTHH,
HEOOXOJIMMO TOJYyYUTh HauajdbHbIC 3HAHMUS W HABBIKM pabOTHI HA MEPCOHATIHLHOM
KOMITBIOTEPE, OCBOUTH TEXHOJIOTMU PabOTHI C IIUPOKO  PacCHpOCTPaHEHHBIMU
O(pUCHBIMH MPUTIOKEHUAMH, A TaKxke 0a30BbBIMU TEXHOJIOTUSIMU
WNuTtepHer s moucka u oOMeHa wHGOpMalUel, MO3HAKOMUTHCS C IIMPOKUM
CIIEKTpOM  OOydJarouMx TMporpaMM U TOJY4YUTh  MPEJCTABJICHHE 00
o0Opa3oBaTeIbHBIX pecypcax cetu MHTepHeT.

OOmiee KOMMYECTBO 4YacoB MO mporpamMmme 24 4yacoB, M3 HUX Ha
TEOPETUYECKYIO — / Y., IPAKTHUECKYIO — 8 4. U CAaMOCTOATEIbHYIO — 9 4.



Heab: monydeHrne HOBOM MPo(EeCCHOHATHLHON KOMIIETEHIINN, HEOOXOIUMOMN

Ui pOeCCUOHAILHON JIESTEIbHOCTH PAaOOTHUKOB YUYPEXKJIECHHM B 001acTu
MH(POPMAIIMOHHBIX KOMM YHUKAIIMOHHBIX TEXHOJIOTHH.
3amaum nporpamMmbi:

* TMOBBINICHHE  MPO(PECCHOHATBLHON  KOMIETEHTHOCTH  PaOOTHUKOB
VUPESXKJICHUM B  YCJIOBUSIX  BHEAPEHUS  UHPOPMAIIMOHHO -
KOMMYHHKAIIHOHHBIX TEXHOJIOTUI B npodeccruoHanbHYIO
NeSATeTLHOCTB;

pa3BUTHE MOTHBAIIUM PAOOTHUKOB YUYPESKICHUU K TBOPYECTBY U
HEIPEPLIBHOMY 00pa30BaHUIO;

(l)OpMI/IpOBaHI/Ie Hpe,Z[CTaBJICHI/Iﬁ 0 BOBMOKHOCTSX IICPCOHAIIBHOI'O

KOMIIBIOTEPpA JIsd PCHICHUA HpO(l)@CCI/IOHaHLHBIX 3aaav,

OCBOEHHE TEXHOJOTUHU PaObOThI ¢ OPUCHBIMU MPUIIOKEHUSIMU U

cioco0amu paboThl ¢ HH()OPMALIMOHHBIMU pecypcaMu ceTH MHTepHeT B
npodeccroHaabHOM cdepe.

TpeOoBaHusi K yPOBHIO OCBOCHHS COEP:KAHUSA MPOTrPAMMBIL.

B mnpouecce peanuzanuu MporpaMmbl

npodeccroHaIbHbIC KOMITETCHITUN

COBCPIICHCTBYIOTCA CICAYIOIIHUC

Ipodeccuonanbubie Ymenus 3HaHus
KOMIIETEHIIUH
OOwenenarornyeckas * Bnagets UKT- *  COBpEMEHHBIE

¢bynkiusa. O0y4enue.

KOMITETEHTHOCTSIMHU:
- 001Ien0IK30BATCIIbCKAS
HMKT-kOoMIETEeHTHOCTD;

- obmenenaroruueckas MKT-
KOMITETEHTHOCTD

- IpeAMETHO-TIeJarOrnYecKas
HUKT-koMIeTEeHTHOCTD
(oTpaxkaromiast
npogeccruonanbuyo UKT-
KOMITCTCHTHOCTb
COOTBETCTBYIOIICH 00JIaCTH
YeJI0BEUYECKOM JIeSITEIbHOCTH)
* cnonb30BaTh
MH(OPMAIIMOHHO-

KOMM YHUKAI[HOHHBIC
TEXHOJIOTUHU B
npodeccroHaIbHON

eI TCILHOCTH

* CrocoOHOCTh K
camMo00pa30BaHUIO
CpEICTBAMU JIEKTPOHHOTO

I/IH(I)OpMaHI/IOHHI)Ie TEXHOJIOI'H,
0COOEHHOCTH UX IPUMEHEHHUS B

HC,[IaI‘OI‘I/I‘-IeCKOf/'I ACATCIIBHOCTH,

*  apXUTEKTypa KOMIIbIOTEpa,

*  TexHUKa 0€300aCHOCTU

paboTHl Ha KOMITBIOTEPE,

* pabota ¢ opucHBIMU

IIPOrpaMMaMHu, JIEKTPOHHON

IIOYTOM,

*  ToucK MH(OPMAINH B CETH

WNutepHer.
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oOydeHHs B rJ1I00aJIbHOM CETH
HnTepHer.

* Pa3pabarbiBaTh
COOCTBEHHBIC ICKTPOHHBIC
pecypehI ISt peIIeHUs
npoheccoHaNbHBIX 3a/1a4

I[Inanupyembie pe3yJibTaThl

[To uToram npoxoKaeHus: MPOrpaMMbl CIymaTenn OyayT

3HATh.

*  Hcropuro Bo3HUKHOBEHHS U pa3BuTHs OC U MpOrpaMMHBIX Cpe;

* COBpPCMCHHBLIC I/IH(l)OpMaHI/IOHHLIG TCXHOJIOTUH, OCOOCHHOCTH nx

IPUMEHEHHUS B IPO(ECCUOHATIBHON 1EATEIbHOCTH;
ApPXUTEKTYPY NEPCOHAIBLHOIO KOMIIBIOTEPA;

a3pl  pabotrel B oducHeix mnporpammax (Windows, Word, Excel,

PowerPoint) u B 3J1eKTPOHHOM OYTE;

* mpaBuiia moucka uHdopmanuu B cetu MHTEpHET;

YMCTBh.
* pa60TaTB C MCHIO U JHAJIOTOBBIMH OKHaMH OHCpaHHOHHOﬁ CHCTCMBEI,

* paboTaTh C TanKaMud Ha KOMIIbIOTEpe (IPOCMATpUBATh COJEPKUMOE,
co3/laBaTh, IIEPEUMEHOBBIBATh, IE€peMeIlaTh, KOMUPOBaTh, yHAAJSATh H

BOCCTaHaBJIMBAaTh yIaJICHHbIC (DAMJIBI U TIATIKH);

* OCYIIECTBIIATH MOUCK (DANIIOB HA KOMITBIOTEPE;

* co37aBaTh JOKYMEHTHI B MPUKIIAAHBIX TPOrpaMMax U COXPAHSTh UX;

* co3maBath M OPOPMIIATH TEKCTOBBIE JOKYMEHTHI, paboTaTh ¢ TaOJIHMIIaMH B

nporpamme Word,

* co3maBaTh W OGOPMIIATH TaONMIBI, TPOM3BOAUTH BBIYUCICHUS 10

dopmyiam, CTpOUTH JUarpamMmbl B mporpamme Excel;

* mpocMmaTtpuBaTh Web-cTpaHHIIbI, OCYIIECTBIISATH MOUCK HHPOPMAIIMH B CETH

WNHTEpHET U COXpaHATh €€ Ha KOMIIbIOTED;

* TOJB30BATHCS AJIEKTPOHHOM MOYTOM;

* co3laBaTh TPE3EHTAIMM, BCTABIATH Trpaduueckue OOBEKTH, 3PPEeKThI
aHUMAallMd W CMEHBl CJIAHI0B, TPOBOAUTH JEMOHCTPALMIO Tpe3eHTalud B
nporpamme Power Point,

Kareropust o0yuaromuxcsi: paOOTHUKU YUPEKIACHUH T.0. TONbITTH

Pexxum oOydeHust 1 popma 3aHATHIL: JIEKIIMOHHO-TIPAKTUYECKHUE 3aHATUS 0e3
OTpBIBA OT ITPOU3BOJICTBA.

Tpyao€mkocTb aiist cnymareneit: 28 4acos.




YUYEBHBIN ILIAH

Ne HaumenoBanue tem | Bceero B Tom uucie Dopmbl
n/n yacoB | Jlekuum | [IpakTuyeckue Camocrosi- aTTecTaluu
3aHATHS TeJbHas
pabdora

1 | Beenenue. 2 2

HopmatusHO —
MIPaBOBBIC TOKYMEHTHI
0 BHEJIPEHUU
U(PPOBBIX TEXHOJIOT UM
B Pa3IMYHBIX cepax.
Hcropus
BO3HUKHOBEHHS U
pa3zButus OC u
MPOrPAMMHBIX CPE]I.

Apxurekrypa I1K.

2 | PaGoTa ¢ (aitnamu u 3 1 1 1
nankamu B OC
Windows. 3amyck
MPUKIATHBIX
POTrpamMM.

3 | Co3znmaHue TEKCTOBOTO 3 1 1 1 Brimonnenue
JIOKyMEHTA B MPAKTUIECKOTO
nporpamme Word. 3aJlaHus

4 | Pabotac 5 1 2 2 Brimonnenue
AJEKTPOHHBIMHU MPaKTUYECKOT O
TaOIUIIAMH B 3aJaHus
nporpamme Excel.

5 | Coznanue 6 1 2 3 Brimonaenue
Mpe3eHTaIlu B MPaKTUIECKOTO
nporpaMme 3a/1aHus
PowerPoint.

6 | PaGota B cetn 3 1 1 1 Brinonnenue
WHuTepHer. IIPAKTUYECKOrO

3aIaHUs

7 | PaboTa ¢ anekTpoHHOMI 2 1 1 Breinosnenne
MOYTOM. IPaKTUYECKOTO

3a/laHus
Hroro 24 7 8 9
Hrorosas 4 3ayerHas padora
arrecraums




KAJIEHJAPHBI YYEBHBI TPA®UK

Ne | HaummenoBanue paszgenos | Bcero B ToM uncie Dopmbl
n/n yacoB | Jleknuu | Ilpaktuuec | CamocTosi- arTecrauuu
KHe TeJbHas
3aHATHUSA pabdora
1 neHb 00yueHust
1 | Tema 1. 2 2
Beenenue. HopmatuBHO —
MIPABOBBIC JOKYMEHTHI O
BHE/IPEHUU U (PPOBBIX
TEXHOJIOTHIA B Pa3IMYHBIX
chepax.
HcTopusi BOSHUKHOBEHHUS U
pa3zButus OC u
MPOrPaAaMMHBIX CpE.
Apxurekrypa I1K.
2 | Tema2. 3 1 1 1
PaGoTa ¢ daitnamu u
nankamu B OC Windows.
3amnycK NPUKJIAJHBIX
POTrpamM.
2 neHb 00y4eHust
3 | Co3nmaHue TEKCTOBOTO 3 1 1 1 Brimonnenue
JOKYMEHTa B IIPOrpamMme MPAKTHYECKOTO
Word. 3aaHNs
3 neHb 00y4eHHsl
4 | PaboTa c 2NIeKTpOHHBIMH 5 1 2 2 Brimonnenue
TabIUIIaMU B TIPOTpaMMe MIPAKTHYECKOTO
Excel. 3alaHus
4 neHb 00y4eHuUs!
5 | Co3naHue npe3eHTanuii B 6 1 2 3 BrmosnHenne
nporpamme PowerPoint. MPAKTHYECKOTO
3a/laHus
5 1eHb 00y4eHust
6 |Tewmal. 3 1 1 1 Brmonnenue
Pa6ora B cetu HTepHeT. IPaKTUYECKOTO
3aIaHus
7 | Tema2. 2 1 1 Brmonnenue
Pa6ora c anexTpoHHOH MIPaKTUYECKOT 0o
MTOYTOM. 3aJJaHus
Hroro 24 7 8 9
6 neHb
Hrorosas arrecranus 4 3ayerHnas padora




COJEPXAHUE INTPOI'PAMMBI

Tema 1. Beenenune. HopMaTuBHO — NpaBoBbIe JOKYMEHTbI 0 BHEJAPEHUH
MG PpOBBIX TEXHOJIOIMI B pa3jau4yHbIX cepax. McTopust BOSHUKHOBEHHUS U
pa3Butusa OC u nporpaMmMHbIX cpen. Apxurekrypa IIK.
24

B cBoem VYkaze Ilpesument P® B.B.Ilytun ot 7 mas 2018 r. Ne 204 «O
HAIMOHAIBHBIX LENAX W CTPATETMYECKUX 3ajadax pas3BuTus Poccuiickoit
®enepanuu Ha niepuoa 10 2024 roga» noctanoBuia I[IpaButensctBy Poccuiickoit
Odeneparuu 00€CTIEUUTh  JOCTIDKEHUE  HAIMOHAIBHBIX 1€ pa3BUTHUSA
Poccuiickoit denepanuu Ha nepuoa A0 2024 roma, OAHON M3 KOTOPBIX SIBIISIETCS
«O0ecrieueHne YCKOPEHHOTO BHEAPEHUS MU(PPOBBIX TEXHOJOTHA B SKOHOMHUKE U
couranbHoil cdepe». Ilpu pa3paboTke HAIMOHANBLHOTO TIpoeKTa B cdepe
o0pa3oBaHUs OJHOW W3 MOCTABJIEHHBIX 3a/1a4 SBIISETCS CO3JJaHUE COBPEMEHHOU U
Oe3omacHON 1HU(PPOBOI 00pa3oBaTEIHLHOW Cpebl, O0OCCICUUBAIONIEH BBICOKOE
KayeCTBO M JIOCTYIMHOCTh 00pa30BaHUsI BCEX BUIOB U YPOBHEH.

CerogHst MHOTHE UCIIONB3YIOT ONEPAIMOHHYIO cCUCTeMY OT Microsoft 1 oco6o
HE 33JyMBIBAIOTCSI O TOM, KaK ObUI MPUAYMaH JaHHbIA NpoAaykT. Ha camom nene, B
UCTOPUH BO3HUKHOBEHHS caMoi nonyisipHoid OC ecTb MHOTO UHTEpECHOT0. CTOUT
TOJIBKO YIMOMSIHYTh, 4TO HUCTOpUsi Windows HacUUTHIBAET HECKOJIBKO JECATKOB
aer. 3a asto Bpems OC mponura meislid psag Meramopdo3: OT HEeyaoOHOM
rpaduueckort obonmouku it MS-DOS 1o monmHOIEHHOM W BecbMma yaoOHOM
ornepanuMoHHON cuctembl. Becem u3BectHO, uTo nmpunyman Windows bumn Ieiitc,
HO MaJIo KTO 3HAET, KaK OH 3TO cliemall.

Hacrosiimass peanbHOCTH TakoBa, 4YTO WHGOPMAIMOHHOE MPOCTPAHCTBO
OKa3bIBaeT 3HAYUTEIBHOE BIMSHUE Ha TIpollecCc OOyYEeHHs] W WTHOPUPOBATH
JTaHHBIA (HaKT CTAHOBUTCS HE TpaBoMepHBIM. COBpPEMEHHBIN MeNaror CerojHs
POCTO 00s13aH BJIA/IETh HA BEHICOKOM YPOBHE MH(POPMAIIMOHHBIMHU TEXHOJOTUSIMHU.

B HpiHemHux ycioBusix 0€3 HOBbIX MH(GOPMAIIMOHHBIX TEXHOJOTUH YxkKe
HEBO3MOXKHO MPEJCTaBUTh HAIy MOBCEAHEBHYIO KU3Hb. M cerogHs, Kak HUKOrAa
paHee, BaXK€H TMEpeXO0Jl Ha KAYeCTBEHHO HOBBIM YpPOBEHb B MOAXOAAX K
UCIOJIb30BAHUIO KOMITBIOTEPHON TEXHUKU M HHGOPMAIMOHHBIX TEXHOJIOTHM BO
BCEX 00JIACTSX ACATEILHOCTH 00pa30BaTeIbHON OpraHu3aIuy.

Caymarensm OyayT NpeCTaBJICHBI:
*  Hcropus Bo3HukHOBeHHS U pa3BuTus OC 1 MPOrpaMMHBIX CPe.

ApXHUTEKTypa MEPCOHAIBLHOIO KOMIBIOTEpA: AP0 U nepudepus.

[Tamste, ee Bunbl. I[Ipomeccop. Hakommrenu. YcrpoiicTBa BBOAA-

BBIBOJIa MH(OpPMAIIUH.
Texnuka 0e30macHOCTH PabOThl Ha KOMIIBIOTEPE.

*



Tema 2. Padora ¢ ¢aiiiamu u mankamu B OC Windows.

3anmyckK NpUKJIATHBIX POrPaMM.
54 (1/1)

OOyueHrne pabOThl Ha KOMIBIOTEPE HAYMHAETCA C O3HAKOMIICHUS C
omepanonHor cuctemort  WINndows, KkoTopas OCYIIECTBISET 3alyCK BCEX
HNPUKIJIAIHBIX IPOrPAMM U MPHUIIOKEHUH.

Ha 3anatun OynyT paccMOTPEHBI U MPAKTUYECKH OTPAOOTaHbl HABBIKU:

*

Cozmanust manok U ¢aiaoB  (MEpeMMEHOBAaHHME,  BBIJICJICHHUE,
KOIMPOBAaHKE, yAaJieHUE W TepeMelnieHue (aiaoB U TanoK, B TOM
YUCJIE HA ChEMHBIE HOCUTENH ).

[Toucka ¢aiinoB 1 narmok.
3amycka CTaHJAAPTHBIX IPOrpamMM.
Coxpanenus (aiisios.

Co3ganust SIpABIKOB JJIsT OBICTPOrO 3amycka MporpaMM M OTKPBITHS
(haiisIoB MM TAIOK.

Co3nanust  (Qailla-apxuBa ¢ TOMOIIBIO IIPOrpaMMbI-apXHUBATOPA.
W3Bnedenus (aiinoB U3 apxusa.

Bopb0BI ¢ KOMITBIOTEPHBIMU BUPYCAMH.
Pa6ots! ¢ Flash-Hakonurensamu.

Tema 3. Co31anne TeKCTOBOI0 I0KyMeHTa B mporpamme \Word.
3u (1/1)

TexcroBbiii pemaktop Word sBiseTcs camMbiM TOMYISPHBIM M MOIIHBIM
TEKCTOBBIM pefakTopoM. OH TpeqHa3HAueH A MOATOTOBKM KakK IPOCTHIX
JOKYMEHTOB, [EJIOBBIX MHCEM, NpOPEeCCHOHAIHLHOW JOKYMEHTalluu, TaK |
JOKYMEHTOB OonblIoro o0bema ¢ Tabauuamu, Qopmylnamu, Tpadukamu,
pucynkamu. @aktuyecku coBpeMeHHbIH Word o0naiaeT mouTy BceMu (PyHKIUAMU
U3JaTeNbCKOM CHUCTEMY M TNpH HEOOXOAMMOCTH IO3BOJSIET IOATOTOBUTH K
nyOJIMKAlUY HEOOJbIINE U3AaHUS.

Cnymarensm OyayT NpeacTaBICHbI:

*

*

*

Buemnuit Bua nporpammer Microsoft Office Word.
[TaHe b HHCTPYMEHTOB.
BBox TekcTa u BeiaccHHE ()parMeHTOB JOKyMEHTA.

Bb10op 1 ycTaHOBKa ONTUMalIbHBIX HIpUPTOB AOKyMeHTa. HacTpolika
a03aries.

Coxpanenne nokymeHTa. OTKpbITHE JOKYMEHTA.
N3menenue mipudToB.

[IpenBapuTenbHbBINA IPOCMOTP TOKYMEHTA.
BcraBka cienuanbHBIX CUMBOJIOB.
MapkupoBaHHbIE U HyMEPOBAHHBIE CITUCKH.

9



['panuis! u 3anmuBKa ad3aieB, pparMeHTOB, CTPAHMII.

BcraBka Tabnuil B TOKYMEHT.

BcraBka rpaduueckux snemeHToB: Guryp, rpadpuyeckux (hansos.
OOTekaHne TeKCToM U (hOpMaTHPOBAHUE.

Tema 4. PaGora ¢ 3JIeKTpOHHBIMH TadJiMuamMu B nporpamme Excel.
54 (2/2)

Excel — omHa w3 caMbIXx TONYISAPHBIX MPOTPaMM  BBIYUCICHUN B
ANEKTPOHHBIX Tabmuuax. OONacTei0 €€ NPUMEHEHHUS SBJISETCS BBINOJIHEHHE
pacueToB Kak B Ou3Hece, Tak W B ObITy. Eil MONB3yIOTCS €ClAU HYKHO CO31aTh
pa3nuyHOro poja TaOJHIbl, CIHCKH, ONaHKH, MpPH 3aloJHEHUH KOTOPBIX
IPOU3BOASTCS BBIYMCIEHUS IO (hOpMYyIaM.

C mnomompto Excel MOXHO mpoaHaIM3UpPOBaTh IOJYYEHHBIE YHCIIOBBIE
JaHHbIE, IPUMEHAS YAOOHBIE BCTPOSHHBIE MHCTPYMEHTHI, a TakKe MPEICTaBHUThH
pe3yabTaThl B IpauyeckoM BHUIE (AMarpaMmMbl). B pacueTax MOKHO HCIIOIB30BaTh
6onee 400 MaTeMaTHYECKHX, CTAaTHCTUYECKUX, (UHAHCOBBIX M  JPYTrUX
CHEIMATN3UPOBAHHBIX (PYHKIIMM, CBA3BIBATh Pa3iIMYHbIC TAOIUIIBI MEXIY COOOM,
BBIOMPATh MPOU3BOJIbHBIE (HOPMATHI IPEACTABIECHUS JaHHBIX U T.J..

Caymarensam OyAyT NpeICTaBIICHBI:

Oomrme cBenenus o mporpamme Excel.

Jlucter xuurun EXcel (BcTaBka, mnepeMMeHOBaHUE, IMEpEMEIICHUE,
yIaJCHHE).

Crpykrypa mucta. [lepemenienue no aucty Excel.

BBox uucen u Tekcra.

Pabota ¢ hopmynamu.

Odopmiienue siueek: popMar 4ucia, rpaHulibl, 3aJIMBKa, BBIpaBHUBAHUE
JAHHBIX B sUEHKe.

[TocTpoeHnue u pe1akTUPOBAHUE TUATPAMM.

Tema 5. Co3nanne npe3eHTanmii B nporpamme PowerPoint.
6 1 (2/3)

Jlns coBpeMEHHOro mejarora y»e HEAOCTaTOYHO TOJIBKO XOPOIIO paboTaTh
(0OyyaTp) — HYKHO YMETh HAIJSIAHO MPEACTABUTH PE3yJIbTaThl CBOErO TPyIa
KOJJIEraM, pyKOBOJCTBY, COLUAIIBHBIM IIapTHEPaM. DTO U MPEAIOIAraeT CO3AaHue
Ope3CHTallMiM, KOrJa MpU  BBICTYIUIEHUHM  HUCIOJIB3YIOTCS  pa3jIMyHbIC
WJUTIOCTPATUBHBIE MAaTEPUAIIBI.

KommbroTepHast npeseHTamusi — 3To (aiisi, B KOTOPbIi COOpaHbl MaTepHaIbl
BBICTYIUJICHUSI, MOATOTOBJICHHBIE B BHJI€ KOMIIBIOTEPHBIX ciaiiaoB. [lpu Hammuuu
IPOEKTOpa 3TU CHANAbl MOXKHO MPOCLIMPOBATH HA IKPaH B YBEJIMUYEHHOM BH/IE.
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[Tonm mpe3eHTamuelt moapasyMeBaeTCs TMepenada WM TMPEICTaBICHUE
ayIUTOPUH HOBOM JUIA Hee WH(pOpMalMH, T. €. B OOIMICTIPUHATOM ITOHUMAaHHH
Mpe3eHTAIusl — OTO JIEMOHCTPAIIMOHHBIE MAaTepHaabl I  ITyOJUIHOTO
BBICTYIUICHUS.

CnymrarensiM OyayT IpeACTaBIICHBI:

* Uurepdeiic mporpammel Power Point.

* Mcnonbs30BaHUE MIA0JI0HOB.

* Pabota co ciaiijamu: BEIOOp MakeTa, 100aBlIeHUE, yIaleHue.

* PaboTa ¢ TEKCTOM.

* BcraBka rpadudecKkux 3JIEMEHTOB: (DUTyp, TaOJIUII, TUATPAMM.

* AHUMAaIUs TEKCTA U OOBEKTOB.

* CMeHa CJIaiIoB.

* PexxniM moka3a npe3eHTaluu.

Tema 6. Padora B ceru UHTEpHET.
34 (1/1)

HHTEpHET — BCEMUpHAs crucTeMa 00beTUHEHHBIX KOMITBIOTEPHBIX CeTeH ISt
XpaHeHus U nepenauu nHpopmanuu. Yacto ynomuHaercs kak BecemupHas ceTh U
['mobanbHasg cerb. JTO OrPOMHBIA MHUP C HEOTPAHUYEHHBIMH BO3MOYKHOCTSIMHU.
N3nayanbHO OOJIBIIMHCTBO JIOJEH M0Ib30BaiCh HTEPHETOM TOIBKO JIsl IOMCKA
uHpopmarmu. Ho ceroass, 370 MOCTOSHHO Pa3BUBAIOIIMIICI «METa-UHCTPYMEHT,
KOTOpBI HE TOJBKO COJEPKUT MHOMXECTBO Pa3HOOOpa3HbIX HMH(OpManuein, HO
TaKXe MPEIOCTABIIET BO3MOKHOCTh YUUThCS, paboTaTh, pa3BieKaThCsl, OOIIATHCS
U T.J.

Cnymarensm OyayT MpeaCTaBICHbIL:
* Pabora ¢ 17100ampHOM KOMITBIOTEPHOM CETHIO.
Bunb Opay3epoB i MpocMOTpa BeO-CTpaHHUII.

[Touck u coxpanenue nHpopmanru, HailieHHOH B ceTn MIHTEpHET.

*

*

Tema 7. PaboTta ¢ 3JIeKTPOHHOM MOYTOM.
24 (1/1)

DnekTpOHHAs TOYTa — TEXHOJIOTHS M CIy)KOa 1O MepPeChUIKE M MOTydeHUIO
ANEKTPOHHBIX COOOLIEHUH (HA3bIBAEMBIX «IIHCbMAay, «3JIEKTPOHHBIE TUCHMa» WM
«COOOILEHU») MEXTY MOJIb30BATENIMU KOMIIBIOTEPHOU ceTh MIHTEepHET.

[Tosydars ¥ OTIPABIATH MUCbMA MO 3JIEKTPOHHON MOYTE MOYKHO HE TOJIBKO C
JIOMAIIIHETO KOMIIbIOTEpa, HO W C JIOOOro YCTPOMCTBA, MMEIOUIEr0 BBIXOA B
MHTEPHET U CIIEHUAIbHYIO IPOrpamMMy: € IUTaHIIeTa, cMapT(oHa WM HOYTOYKA.

Ha 3ansatun OynyT pacCMOTPEHBI U MMPAKTUYECKH OTPAOOTaHbl HABBIKH:

* Cos3maHue IMOYTOBOIO SIIIHKA.

* Co3maHue, OTIPaBKa IMUCEM U BIIOKCHHH T10 AJICKTPOHHOM ITOYTE.
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®OPMbI ATTECTAIIUUA U OHUEHOYHBIE MATEPUAJIBI
B nmnepuom mnpoxokaeHWs MpOorpaMMBbl  CIYIIATENsIM  OYyIYyT TMPEJIOKEHBI

cnenyrone GopMbl aTTECTALIUU:

*  BBIIIOJIHCHHUE IMPaKTHYCCKUX BaﬂaHHﬁ;

* 3ayeTHas padora.

®opMa npeaocTaBJIeHUs 3a4eTHbIX PadoT:

1. TToaroroBka KOHCIIEKTA 3aHATHS B TEKCTOBOM peaakTope Word.

2. Pa3zpaboTka oT4yeTa MO WTOraM BBIIOJHEHHUS KOHTPOJBHOM pPadOThI
yUalluXxcs B PeaKTope JIEKTPOHHBIX Tadmuiy Excel.

3. CozmaHue 3J€KTPOHHOrO 00pa30BaTENbHOIO pecypca (Mpe3eHTaius) B
nporpamme PowerPoint.

3adeTHas paboTa MOXKET BBINOJHATHCS KaK MHAUBUAYAIbHO, TAK U B MaJIbIX

rpynnax (2-3 ciaymanesns).

TpedoBaHus K 3aueTHOM padore:
1. 3ayeTtHas pa0OoTa BBINOJHSAETCA CIYIIATEJIEM HA OCHOBE COJEP)KaHUS
IpOrpamMMbl, PEKOMEHJOBAHHBIX HCTOYHUKOB U MOJy4YEHHBIX HABBIKOB.
2. B 3aBucumoctu 0T BbIOpaHHOW (HOPMBI TPEJOCTaBICHHs 3a4eTHas paboTa
MO>KET OBIThH BBINOJIHEHA B TIpOTrpamMmme:
2.1. Word. PexomenmoBaHHbIl 00bEM TEKCTOBOTO JOKYMEHTA: He Ooee 3
CTpaHull, BKJIOYas rpaduyeckue nzodpaxenus. Pazmep mpudra —
14, tun mwpudra - Times New Roman, mexctpounsiii uHTepBai — 1,5.
2.2. Excel. PexomenmoBaHo co3maHue TaOMUIBI C  MPUBS3aHHOM
nuarpammoii. Pasmep mpudra — 12, tunm mpudra - Times New
Roman, Tun aAuarpaMMbl — FTUCTOrpaMMa HIId KPYroBasi.
2.3. PowerPoint. PekomengoBanubiii 00beM mpe3eHTanuu: He Oosee 10
cmaiiioB. Pasmep mpudra — 18-20, tun mpudpra — Times New
Roman. I'paduueckue n3o0pakeHus: (KapTUHKU, TaOIUIIBI, TpaduKu)
BCTaBJISIFOTCSL B CJIali[ibl TOJBKO B TOM CIIydae, €CIM ITO SIBISAETCS
HEOOXOJMMBIM JIONOJHEHHEM K TEKCTy. AHUMAIUIO K claiiiam He
PUMEHSATb.
3. Bpewmsi, oTBeieHHOE Ha 3alIUTY 3a4€THOU paboThl — 7-10 MUHYT.
3adeTHast padoTa JOKHA CONEPKATH CJeAYIOLIHe Pa3ieibl:
* Tewma 3aueTHOI paOOTHI.
ABTOpBHI.

OcCHOBHad 4acCThb.

*

*

IMpeamer Iloka3aresu OLeHKHU Kpurepun ouenku
OLICHUBAHUS napaMeTpbl 0aJLIbI
VYMmenue * AKTYalbHOCTb * Pabora akTyaibHa 715 3
HCII0JIb30BaTh 3HAYUMOCTh UTOrOBOM | HPAKTHYCCKOH
I/IH(I)OpMaHI/IOHHO' pa60T},I JTUTA ACATCIIbHOCTH.
KOMMYHUKAIIOH * B monHoM o0beme
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HBIC TEXHOJIOTUH
B IIpodeccro-
HaJIbHOU
JIeSITENLHOCTH

PAKTUYECKOTO
IPUMEHEHUS;

* Co3fgaHue npoayKTa

B OJTHOU U3
TIPHUKJIaTHBIX
MIPOTPaMM C
WCITIOJIb30BAaHUEM
WHCTPYMEHTOB,

* COOTBETCTBHE
odopmiIeHUS
3a4€THOI pabOoThI
TEXHUYECKUM
TpeOOBaHUSIM.

HCITOJIb30BaHbI
UHCTPYMEHTHI OJTHOM M3
nporpamm Word, Excel,
PowerPoint myist co3manus
IIPOJTYKTA.

* OdopmiieHue paboTHI B
MOJTHON Mepe
COOTBETCTBYIOT
TEXHUYECKUM
TpeOOBaHUSIM.

* 3aueTHas paboTa
MOXET OBITh
HCI0JIb30BaHa B
MPaKTUYECKON
JEeSITEIbHOCTH C
HEOOJIBIIIUMU
JOpabOTKaMH.

* Hcnonb30BaHbl TOJIBKO
OCHOBHBIC UHCTPYMEHTBI
OJTHOM W3 IPOrpamMm
Word, Excel, PowerPoint
JUISL CO3JTaHUS U
MPOJIYKTA.

* Odopmiierne paboThl
B OCHOBHOM
COOTBETCTBYET
TEXHUYECKUM
TpeOOBaHUSIM.

* 3aueTHas paboTa
MOXKET OBITh
MCITOJIb30BaHa B
MPAKTUYECKON
TESTEBHOCTH CO
3HAYUTEITHLHBIMU
OpabOTKaMH.

* Hcnons30BaHbl TOIBKO
OTJIeJIbHbIC UHCTPYMEHTHI
OJIHOM M3 IpOorpaMm
Word, Excel, PowerPoint
IUISL CO3/TAHUS MPOYKTA.
* opopmiieHre paboThI
10 OCHOBHBIM
rapaMmeTpam He
COOTBETCTBYET
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TEXHUYCCKUM
TpeOOBaHUSIM.

YCJOBUSA PEAJIM3ALIUU ITPOTI'PAMMBbI
1. TpeGoBaHus K KaJpoBOMY olecriedeHHI0 Y4eOHOr 0 mpouecca
[Tporpamma peanusyercst meroguctom MKOY JTIO PLI, umerouuM BeICIIEe
MeIarornaeckoe 0opa3oBaHue M BIAJCIONIMM KOMIBIOTEPHBIMU TEXHOJOTHSIMHU Ha
npodeccruoHalbHOM ypoBHe (pabora ¢ mporpammamu MS Office, B cetn
HNutepuer).

2. TpeGoBanus K yueOHO-METOAUYECKOMY 0OecliedeHNI0 y4eOHOr0 npoiecca
YuebHo-meTonuueckoe obecrieuenue [IporpamMMbl BKITFOUaeT METOAUYECKUE
pPEKOMEHAIUHU, MYJIbTUMEIUNHBIE PE3CHTALINH, OYKIIET.

3. TpeGoBaHuss K MaTepuaAIbHO-TEXHHYECKOMY oO0Oecre4eHHI0 Y4eOHOro

npouecca

[Iponiecc peammszaruu [Iporpammbr o0ecriedeH HEOOXOIUMON MaTepHAIBLHO-
TEXHUYECKOM ©0a30i Ui TpOBENCHUS BCEX BUAOB YYEOHBIX 3aHSITHH,
IPEIyCMOTPEHHBIX YY€OHBIM IUIAHOM: JIEKLMOHHOM, MpakTHUecKol paboThl. [l
3((PEeKTUBHOrO  MPOBENEHUS  3aHATUH  NPEIYCMOTPEHO  HMCIOJb30BAHHE
COBPEMEHHBIX TEXHUYECKHUX CpEACTB O0O0y4deHMs] (KOMIIBIOTEPHBIM KJaccoM,
MYJIbTUMEIUUHBIM 00OpymoBaHueM (MynbTuMenuiinbii npoektop NEC V-260),
9KpaHOM Ha wmTatuBe 246X246, nepenBM>KHOW JOCKOW). MarepuanbHo-
TEXHUYECKOEe  00ECleueHue  COOTBETCTBYET  JEHCTBYIONIEW  CaHUTApHO-
TEXHUYECKOU HOPME.

CIIMCOK JIMTEPATYPBI

HopmaTuBHO-nIpaBoBbIe JOKYMEHTBI:

1. Vka3 Ilpesugentr P® B.B.Ilyrun or 7 mas 2018 r. Ne 204 «O
HaIlMOHAIBHBIX LENAX M CTpaTerMyecKux 3ajaudax pasButus Poccuiickoi
®eneparuu Ha niepuof a0 2024 ronay.

2. Hammonanbublii mpoekt «OO6pa3oBanue» (2018-2024rr.), ot 24.12.2018
roja.

3. Hammonansubiii mpoekT «KynpTypay (2019-2024rr.), 24.09.2018 rona.

OcHoBHas1 TuTEpaTypa:

1. I'mymakoB, C.B. TekcroBbiii penakrop Microsoft Word 2007. — Y. IIL
[lepconanbhblit KomnblOTep [AnekTpoHHbId pecypc] / C.B.I'mymaxos, A.C.
Cypsinnsiit, T.C. XauupoB. —6-¢ u3z., nom. u nepepad. — M.: ACT: ACT
MOCKBA; Bragumup: BKT, 2008. — 475, [5] c. — (Yuebnsiit kypc). — C.
170-249.

2. I'mymaxos, C.B. PegakTop anextponnsix Tabsmmi Microsoft Excel 2007. — Y.
IV. IlepconanbHbiii koMnblOTEp [DnekTpoHHbiit pecypc| / C.B.I'mymiakos,
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A.C. Cypsnnsiii, T.C. XauupoB. — 6—e u3n., gom. u nepepad. — M.: ACT:
ACT MOCKBA; Baagumup: BKT, 2008. — 475, [5] c. — (Y4ebHbIl KypC). —
C. 250-337.

lNomsiman B. Skype: GecriiatHbie 3BOHKU uepe3 MHTepHeT [DneKTpoHHBIN
pecypc]: mpakTudyeckoe rmocooue mo padore B nporpamme CKaml.

I'youna T.H. Pabora B Microsoft Office [Dnexrponnsiit pecypc]: yaeOHO-
meroaudeckoe rnmocoome / T.H. I'youna, O.H. Macuna, M.A. I'youn. — M:
TL[ COEPA, Enen : EI'Y um. U.A. bynuna, 2006. — 170 c.

JlostHuy A.A. DIJIEKTpOHHAsl MOYTa: OT CO3JAHHUs AJIEKTPOHHOTO SIIUMKAa B
WNuTepHere n0 mcnonb30BaHus MOYTOBBIX mporpamm / A.A. Jlosaud. — M.:
HT TIlpecc, 2007. — 112 ¢. — (IlInapranka)

[NapmykoBa I'.b. Meronuka mnoucka mnpodeccuoHanbHON HHpOpMauu
[DneKTpoHHBI  pecypc]: yuebHo-MeToauueckoe mocodue / I'.b.
[TapmykoBa. — CIIb.: IIpodeccus, 2006. — 224 c.

Tanenbaym 3. Apxurekrypa KommbioTepa [DJeKTpoHHBIH pecypc| / O.
Tanenbaym, T. OctuH ; niep. ¢ aara. — 6-¢ uza. — CII6.: ITutep, 2013. — 616
c. mn —978-5-496—00337-7.

JlonoTHUTEIbHASI JIUTEPATYpa:

1.

TuxomupoB A.H. Camoyuutenr Microsoft Office 2007. Bce mporpammbi
makera: Word, Excel, Access, PowerPoint, Publisher, Outlook, OneNote,
InfoPath, Groove [DnexTponnsiit pecypc] / A.H.Tuxomupos [ u ap.]. — M.:
M3n—Bo «Hayka u texauka», 2008. — 608 c.

Pymsinuesa E.JI. Mndopmannonnsie TexHonoruu: yueonoe nocoodue / E.JI.
Pymsnuesa, B.B. Cmtocaps; mox pea. npod. JL.I'. 'arapunoit. — M.: U]
«DOPYM»: UHDOPA-M, 2009. — 256 c.

Brnacos K. Total Commander — s dextuBHas padbora ¢ daiinamu u
apxuBaMu [DIEKTPOHHBIN pecypc] : Haubosee mojHoe pykoBoacTBo / K.
Binacos, B. Kazakos — CIIb.: bXB-IlerepOypr, 2009. — 754 c.

15



