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1. HACHOPT IPOT'PAMMBI YYEBHOU JUCIHHUITJIMHBI
NudopmManmoHHbie TEXHOJOIMHA B MPodecCHOHATLHOM 1eITeJIbLHOCTH

1.1. Ob61acTh NPpUMeEHEHUsI TPOrPaAMMbI

[Iporpamma  y4yeOHOM  AMCHMIUIMHBI  SABJISETCS  4YacTbl0  OCHOBHOM
o0Opa3oBaTeIbHOM MpPOrpaMMbl MMOATOTOBKU CIELMAIMCTOB CPEJIHEr0 3BEHA B
coorBerctBu ¢ PI'OC mo cmnemmansHocTn  CIIO 38.02.01 DOxoHOMHKa U
Oyxrantepckuii yd€r (MO OTpacisM), YKPYHNHEHHas TpyIIa ClIeuUaTbHOCTEN
38.00.00 DxoHOMMKA U YIIPABIICHHE.

[Iporpamma y4eOHOW OUCHMIUIMHBI MOKET OBITHh HCIOJIB30BaHA B
JIOTIOJIHUTEIIHHOM npodecCruoHaTbHOM o0OpazoBaHUU TUISE MOBBIIICHUS
KBATM(UKAIIMKA U TEPENOJrOTOBKM PAOOTHUKOB SKOHOMHYECKON M OyXraaTepcKon
chepol nearenbHocTd mo cnenuanbHocTu 38.02.01 DkoHOMUKA U OyXTalTepCKUi
yu€T (110 OTPACIISIM).

1.2. MecTo y4eOHOH AMCUMILIMHBI B CTPYKType OCHOBHOHM 00pa30BaTeIbHOI
NPOrpamMMbl MOATOTOBKH CNENMAJTUCTOB CPEeAHEro 3BeHa . JUCLUUIUINHA BXOAUT B
O6menpodeccuoHambHbBIN ITUKIT.

1.3. Heau m 3aga4u y4eOHOH AUCUMILUIMHBI — TPeOOBaHHUsI K pe3yJibTaTam
O0CBOCHMS Y4eOHOM TUCHUIINHBI:

Lenb: HAy4YnTh MPUMEHATH HH(OOPMAIIMOHHBIE TEXHOJIOTUU B OyayIieil npodeccun

B pe3ynbpTaTe ocBOCHHS Y4€OHOM TUCITUTUIMHBI O0YYArOIIUNACS JOHKEH YMETh:
- UCTOJB30BaTh HWH(POPMAIIMOHHBIE pECYpChl [UIsl TOUCKA U XPaHCHWS
uHopManmu;
- oOpabaThIBaTh TEKCTOBYIO U TAOIUYHYIO HH(POPMAITHIO;
- UCTOJB30BaTh JICJIOBYIO IpaduKy U MyJIbTHMEINA-UHPOPMAITHIO;
- CO3/1aBaTh MPE3CHTAIINH;
-  TPHUMEHATH AHTHBUPYCHBIE CPEJICTBA 3AIIUTH HH)OPMAIIHH;

-  YHUTATh (MHTEpIPETUPOBATD ) uHTepderic CIIEAATU3UPOBAHHOTO
IIPOrpaMMHOT0 OOECIICUeHHMsI, HAXOUTh KOHTEKCTHYIO MOMOIIb, padoTaTh C
JIOKYMEHTAINEN;

- TPUMEHATH CIENUATU3UPOBAHHOE MPOTpaMMHOE obecredeHue s coopa,
XpaHeHus W o0paboTku OyxranTepckoil WHGOpPMAIMK B COOTBETCTBHU C
NU3y4aeMbIMH MPOPECCUOHATLHBIMU MOYJISIMU;

- TIOJIb30BATHCS ABTOMATU3UPOBAHHBIMHU CUCTEMaMU JEIOMPOU3BOJICTBA;

- TIPUMEHSATH METOJbI U CPENICTBA 3AIIUTH OyXTalTepCKOi HHPOPMAIIHH;

B pesynbTaTte ocBoeHUs y4eOHOM AUCIIUIUIMHBI 00 YYArOIIHIACS TOKEeH 3HATH:
- OCHOBHBIE METOJIBI U CPEJICTBA 0OPaOOTKH, XpaHEHUS, TIEPeIaun U
HaKOIUIeHUS nH(popMaIny;



- Ha3Hau4Y€HHE, COCTaB, OCHOBHBIE XapaKTEPUCTUKU OPTraHU3ALIMOHHON U
KOMIIBIOTEPHOU TEXHUKU;

- OCHOBHBIE KOMIIOHEHThI KOMIIbIOTEPHBIX CETEH, MPUHIIUIIBI TAKETHON
nepeaaydn JaHHBIX, OPraHU3aLUI0 MEKCETEBOTO B3aUMOCHCTBUS;

- Ha3HAY€HWE U MPHUHIMIBI UCTIONb30BAHUS CUCTEMHOI'O U MPUKIATHOTO
IPOrpaMMHOI0 00ECTICUCHHUS;

- TEXHOJIOTHIO MoucKa uHpopMauuu B cetu HTEepHET;

- MPUHIMIBI 3a0UTH THQOPMAIIUU OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA;

- MPaBOBBIC ACHEKTHI UCIOIb30BaHUS UHPOPMAIIMOHHBIX TEXHOJIOTUN U
IPOrpaMMHOI0 00ECTICUCHHUS;

- OCHOBHBIE MTOHATHUS ABTOMATU3UPOBAHHON 00pabOTKU HH(pOpMaLUK;

- HarpapJeHHs aBTOMaTH3allUU OyXTraJlTepCKON JAesTEeNbHOCTH;

- Ha3HauY€HWE, MPUHIIMIBI OPTaHU3AIMHU U IKCIUTyaTallul OYXTaITePCKUX
UH()OPMAIIMOHHBIX CUCTEM;

- OCHOBHBIE YTPO3bl U METObI 0OOEcTieueHuss UHPOPMaAMOHHOM
0e30macHOCTH

Byxranrep nommken o61agaTh 0OMIUMHU KOMIICTCHITUSIMH:

OK 1. Beibupars criocoObl pereHus 3ajad NnpodecCHOHAIbHON JeATeTbHOCTH
MPUMEHUTEIIBHO K Pa3IMYHbIM KOHTEKCTaM

OK 2. OcymecTBisiTh TMOUCK, aHaJU3 U HUHTEpOpeTanuio uHbOpMaIH,
HEO0OXOIMMOM /IJIs1 BHITIOJIHEHMS 3a71a4 MPO(PECCUOHAIBHOM eI TeIbHOCTH

OK 3. IlnanupoBaTh U peaJu30BbIBaTH COOCTBEHHOE MPOQPECCHOHAIBHOE W
JUYHOCTHOE Pa3BUTHE

OK 4. Pabortath B KOJUIEKTHBE W KoMaHje, 3P(HEeKTUBHO B3aUMOIECHCTBOBATH C
KOJUIETaMH, pyKOBOJICTBOM, KJIIMEHTAMHU

OK 5. OcymectBisiTh yCTHYIO M NHUCBMEHHYKO KOMMYHHUKAIMIO Ha
roCyJapCcTBEHHOM si3bike Poccuiickoit dexepanmuu ¢ ydeToM 0COOEHHOCTEH
COIMAIBHOTO U KYJbTYPHOTO KOHTEKCTa

OK 9. Hcnonws3oBarh WHGOPMAIIMOHHBIE TEXHOJIOTHMH B MPOodhecCHOHATHHOM
NEeATEIbHOCTU

OK 10. Tlons3oBatbest mpodecCHOHANBHONM TOKYMEHTAIlMeNd Ha TOCYAapCTBEHHOM
Y UHOCTPAHHOM $I3bIKax

OK 11. Hcnonw3oBaTh 3HaHHWS TO (UHAHCOBOM TPAMOTHOCTH, IIJIAHUPOBATH
MPEeANPUHUMATEIBCKYIO IEATETFHOCTH B MpodeccuoHanbHOu cdepe

npoeccuoHaTbHBIMU KOMIIETCHITUSIMU

[IK 1.1. OGpabaTbiBaTh MEpBUYHBIE OYXTaITEPCKUE TOKYMEHTHI

IIK 1.2. Pa3pabatbiBaTh U COrIaCOBBIBATH C PYKOBOJACTBOM OpraHU3aluu padoduil
IJIaH CYETOB OYXTalTepCKOToO y4yeTa OpraHu3aluu

[1K 1.3. TIlpoBOANTH YYET JEHEKHBIX CPEIACTB, ODOPMIISITH JEHEKHBIE U KACCOBBIC
JOKYMEHTBI

IIK 1.4. ®opmupoBaTh OyXrajlTepckue NpOBOJKH MO yYETY aKTUBOB OpraHU3aLNU
Ha OCHOBE paboyero IjiaHa C4eToB OyXTalTepCKOTo ydera



IIK 2.1. ®opmupoBath OyxraaTepckue MPOBOJKH MO YYETY MCTOYHUKOB aKTHBOB
OpraHu3alyy Ha OCHOBE paboyero IiaHa CueToB OyXTaJTepCKOro ydera

I[IK 2.2. BpIIONHATE TOpPYYEHUS PYKOBOJACTBA B COCTABE KOMHUCCHH IIO
MHBEHTApU3aLIMM aKTUBOB B MECTaX X XPAHEHUS

IIK 2.3. [IpoBOANTH NOATOTOBKY K HHBEHTAPU3ALMHU U IPOBEPKY AEHUCTBUTEIBLHOTO
COOTBETCTBHS (PaKTUUECKHUX JAHHBIX HUHBEHTAPU3aLUU JAHHBIM y4yeTa

[IK 2.4. Otpaxatb B OyXraaTepcKux NPOBOJKAX 3a4e€T M CIUCAHUE HEIOCTadH
LEHHOCTEeH (peryinupoBaTh HHBEHTapU3aLMOHHBIE PA3HULBI) IO pe3yJibTaTam
MHBEHTApU3ALNH

[IK 2.5. IlpoBoauTh mpoueAypbl WHBEHTapU3aluu (PUHAHCOBBIX O00S3aTENbCTB
opraHu3anuu

[1K 2.6. OcymectBasaTh cO0p MHGOPMALIMH O IEATETbHOCTH 00BEKTa BHYTPEHHETO
KOHTPOJIS 1O BBIMNOJHEHUIO TPeOOBAHMI MPABOBOM M HOPMATHBHOM 0asbl U
BHYTPEHHHUX PETIaMEHTOB

[IK 2.7. BbINOJHATH KOHTPOJbHBIE MPOLEAYPHl M HMX JIOKYMEHTHPOBAHUE,
TOTOBUTH U OQPOPMJISITH 3aBEpIIAIOIIME MaTepHaNbl IO pe3yiabTaTaM BHYTPEHHETO
KOHTPOJIS

I[IK 3.1. ®opmupoBarh OyXrajJTepckue MPOBOJKH MO HAYUCICHHUIO W
NEPEUNCIICHUIO HAJIOTOB U COOPOB B OIO/IPKETHI Pa3IMYHBIX YPOBHEH

I[IK 3.2. OdopmiaTh MiaTeXHbIE IOKYMEHTHI /Jisi IEpPEYUCICHUS HaJOroB U
cOOpOB B OIOMKET, KOHTPOJIUPOBATH MX MPOXOXKJIECHUE MO PACYETHO-KACCOBHIM
OaHKOBCKHUM OIEpaIfsIM

I[IK 3.3. ®opmupoBarh OyXrajJTepckue MPOBOJKM MO HAYUCICHHUIO W
NEPEUNCICHUIO CTPAXOBBIX B3HOCOB BO BHEOIOJKETHBIE (DOHIBI U HAJOTOBBIE
OpraHbl

I[IK 3.4. OdopmnsaTe mIaTex Hble TOKYMEHTHI Ha TEPEUYUCICHHE CTPaXOBBIX
B3HOCOB BO BHEOIOKETHBIE (DOHIBI M HAJIOTOBBIE OPraHbl, KOHTPOJIUPOBATH UX
IPOXOXKIEHUE TI0 PACYETHO-KACCOBBIM OAaHKOBCKHM OTI€paIAiIM

[IK 4.1. Orpaxath HapacTalOlUUM HUTOTOM Ha cuUeTax OyXraiaTepcKoro ydeTa
UMYIIECTBEHHOE ¥  (UHAHCOBOE TMOJIOKEHWE OpTraHu3allid, OMNPEACNiTh
PE3yIBTAThI XO3MCTBEHHOM JIESATEIILHOCTH 32 OTYETHBIN NIEPHO]T

I[IK 4.2. CocraBnate (opmbel Oyxrantepckoil ((hUHAHCOBON) OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHOAATEILCTBOM CPOKHU

I1K 4.3. CoctaBnsaTh (OTYETHI) M HAJIOTOBBIE JEKJIApaAllMy IO HajoraM U cbopam B
OIO/KET, YUUThIBasi OTMEHEHHBIN eanHbl conmanbHbiid Hamor (ECH), oTuetsr mo
CTPaxOBBIM B3HOCaM B TOCY/IapCTBEHHbIE BHEOIOKETHBIE (DOH/IBI, & TaKKe (POPMBI
CTaTUCTUYECKOW OTYETHOCTH B YCTAHOBJICHHBIE 3AKOHOJATEIBCTBOM CPOKH

[1IK 4.4. TIlpoBoANTH KOHTPOJIb M aHaTU3 MH(GOpPMAIMU 00 aKTHBaX U (UHAHCOBOM
MOJIO’KEHUH OpPTraHU3alliy, €€ MIATeKEeCIIOCOOHOCTH U I0XOAHOCTH

IIK 4.5. [IppyauMaTth yyacTue B COCTaBJICHUU OU3HEC-TIIIaHA

I[IK  4.6. AnamusupoBatb  (MHAHCOBO-XO3SWCTBEHHYIO  JICSITEIbHOCTD,
OCYIIECTBJISATh AaHaIW3 HMHPOpMAIMH, TOJYyYEeHHOW B XOA€ TMPOBEICHUS
KOHTPOJIBHBIX MTPOLIEYP, BBISIBIIEHHE U OLIEHKY PUCKOB

I[IK 4.7. IIpoBOIWTP MOHUTOPUHI YCTPAHEHUS MEHEI)KMEHTOM BbISIBICHHBIX
HapyLIEHUH, HEOCTATKOB U PUCKOB



1.4. Pexomenayemoe KOJHYECTBO YaCOB HA OCBOCHHE NPOrpamMMbl y4uyeOHOM

AUCUMIIMHBI

MaKCUMaJIbHON y4ueOHOM Harpy3ku o0yuaroierocst 53 yaca, B TOM YHCIIE:
o0si3aTeNlbHOM ayIUTOpHOM yueOHOM Harpy3ku oOyvaromerocss 14 wyacos
CaMOCTOATEIbHOM paboThl oOyyaromerocs 39 yacoB

2. CTPYKTYPA M COAEP)KAHUE YUYEBHOMN JUCIIUIIJINHBI
2.1. O0bem yueOHOI TMCUMILIMHBI M BUJbI Y4eOHO# padoThl

Bup yyeOHo# padoThI Oovem uacoe
MakcumanbHasi yueOHasi HArpy3ka (Bcero) 53
Oobs13aTesibHAS ayIMTOPHAas yueOHasi HArpy3Ka (Bcero) 14

B TOM YHCJIC:
nabopaTtopHbie pabOThI -
MPAKTUYECKUE 3aHATHS 10

CamocTosiTeibHas paboTa o0yyarierocs (Bcero) 39

B TOM YHCJIC:
caMoOCTOsITeJIbHAs paboTa HajJ KypcoBOW paboTOM -

(mpoekTom)
Hmoeosas ammecmayus 6 popme 4 cem. — umoe.
KoHmp. paboma,
5 cem. - Jlugp.
3auem




2.2. TemaTu4yeckuii IVIaH U coep:kaHue yueOHOH qucuunanabl MHpopManMoOHHbIE TEXHOJOTHH B IPodeccuOHATIbHOI

AeATEeJIbHOCTHU
HaumenoBanmue pa3nesioB u | Cogepxxanue yueOHOro Matepuasa, jadopaTtopubie padoThbl U MPaKTUYECKHE 3aHATHSL, CAMOCTOSITeIbHAs1 padoTa Oo0bem YpoBenn
TeM o0yJanmmxcsi, KypcoBasi pa6ora (IpoeKT) (eciu npedycmompeHvt) JaCc0B OCBOEHHS
1 2 3 4
CamocrosrensHas padbora 2 1
IpaBwia TexHUKH OE30MACHOCTH M OXpaHbl Tpyaa. MHpopmarus, eé BHAbI, CBOWCTBA M PONb B OKPYKAIOMIEM MHUPE H
npousBozcTee. [lamsaTe kak cpena xpaneHust uHpopMarmu. Buael namsti. Madopmanmonusie cucremsl (MC). [onsitue n
onpexenenue VC. IIponsBoncTBeHnsie U nHGopManmonHele cucteMbl. VIC kak cucremMa ynpasieHus!.
[IpakTHyeckue 3aHATHS 1 2
Tema 1. Madopmannst. n Gora Ne 1 ( ): ViEdy HO). TI HUC
ViHdpopMALIHOHHBIE CHCTOMBI pakTrdeckas pabora Ne 1 (cemunap): Madopmanmonnsie cucremsr (MC). [onsitue u onpenenenue UC.
[TpousBoncreeHHblie 1 nHpopMarmonHsie cucreMbl. C kak cucTeMa ynpasiieHusI.
CamocrosaTenbHas padota 00yJaromuxcs 2 3
PaboTa ¢ OCHOBHOU ¥ JIONIOJIHUTENBHOM JTUTepaTypoid. [loaroroBka A0KIa/I0B MO TEMATHKE:
Nupopmanus. Coiicta u xapakrepuctuka. udopmanus u 3nanus. [Ipodnembl nHPpoOpMalMK B COBPEMEHHOH HayKe.
HudopManmoHHbIe CHCTEMBI B yIPaBJICHHU
CamocrosiTesnbHas padora 2 1
Ponp aBTOMaTH3NPOBAHHBIX CHCTEM 00pPaOOTKH MHPOPMALUU B YIPABICHUH IPOU3BOICTBOM B YCIOBHSIX Pa3BUTHA
PBIHOYHBIX OTHOLIECHUIL.
[IpakTrueckue 3aHATHS 1 2
Tema 2. DNeKTPOHHEIE [pakruueckas padora Ne 2 (cemunap): Poib aBTOMaTH3UPOBAHHBIX CHCTEM 00pabOTKU MHPOPMAIMU B yIPaBICHUN
KOMMYHMKALIMK U UX POITb B IIPOU3BOJICTBOM B YCJIOBHUSX PA3BUTHUsI PHIHOUHBIX OTHOLICHUI.
YIIPaBJIEHUH TIPEANPUSTUEM CamocrosTenbHas padoTa 00ydJarommxcs 2 3
PaboTa ¢ 0OcCHOBHOI U TOTONHUTENBHOH InTepaTypoi [lonroToBKa 1OKIaI0B 110 TEMATHKE:
CyImecTByIOIHe CUCTEMBI aBTOMaTU3NPOBaHHOK 00padoTky nHpopmanun. Kiaccupukams KOMITBIOTEPHBIX
IIporpamMm, npeIHa3HaueHHbIX I PEICHUs IPOM3BOACTBEHHBIX 3aau. CTPYKTypa aBTOMaTH3UPOBAHHOM CHCTEMBbI
00paboTku nH}popmarmu. OCHOBHBIE HAIIPABIEHUS HCIIONB30BaHHS HH(OPMAILIOHHBIX TEXHOJIOTHH B IPOU3BOACTBE.
Tewma 3. CamocrosrensHas pabora 1
MarucrpanbHo-MoyIbHbIi MaructpansHo-MonynbHblii  npuHIUn nocrpoenua IIK. IIpunnun ortkpeiro apxurektypsl IIK. Maructpans. 2
HPHHIIHII [porueccop, ero xapakrepuctuku. Buasl mamstu (RAM, ROM) YcrpoiictBa BBofa-BbiBosia. Beioop koH(purypamun [TK
nocrpoenus ITK. Anmapathas | p 3apyenvocTs OT ero Ha3HAYCHHS. ®ynxmonansHas cxema K.
peamsanus TTK. [IpakTrueckoe 3aHATHS (CEMUHAP): 1 3
MaructpansHo-MoayabHblid npuHLMI noctpoenus [IK. [Mpunnun otkpeiroit apxurektypst [IK. Maructpans. Ipoueccop,
ero xapakrepuctuku. Bugel mamsata (RAM, ROM) Ycrpoiicta BBOAa-BeBOIA. Br1060p KoHbUTypammm [1K B 3aBrcHMOcTH
ot ero Ha3HadeHUs. DynkimonanpHas cxema [IK. [pakriaeckas pabora Ne : Tect Ha TeMmy: «AnmapaTHoe oOecIieueHre
KOMITBIOTEPAy.
2 2

Tema 4. Meroauka paboThI B
TEKCTOBOM pefakrope Microsoft
Word.

Coneprkanue yueOHOro MaTepuaa
Bo3sMoXHOCTH TeKCTOBOro pemakropa. OCHOBHBIE SJIEMEHTHI OKHA NporpamMMbl TekcToBble (ailyiel, co3maHue H
coxpaHeHre (pailloB, OCHOBHBIE AJIEMEHTHl TEKCTOBOTO JIOKYMEHTA, IMOHATHS O MIA0JOHAX W CTWISAX, OCHOBHBIC




omepalnuy ¢ TeKCTOM, (popMaTupoBaHHE CHMBOJIOB M a03aleB, opoOpMIIEHHE CTPaHMIBI JOKYMEHTa, (hOPMHpOBAHHUE
oryiaBiIeHUs], paboTa ¢ Tabaunamu, padora ¢ pucyHkamu, opdorpadus, ne4ats JOKyMEHTOB..

[IpakTiueckne 3aHATHS

[Ipaktiueckas padora Ne 3: «Microsoft Office Word. Pabora ¢ Tabmuuamu n m3oOpaxkeHHsMH. OUTYpBI, OOBEKTHI
SmartArty. IIpaktudeckas padora Ne 4: MHOroypoBHEBBIE CHHCKH, (DOPMYIIBI, KOJMOHTUTYIBD»,. [IpakTndeckas padoTa
Ne 5: «Komonku. bykeuma. ®opmatipoBaHue peructpoB», [Ipaktudueckas pabora Ne 6 « Co3maHue muarpamm,
[Ipaktiueckas padora Ne 7 «Co3mganue ¢opm», [Ipakrtuueckass pabora Ne 8: «CimsiHue AOKyMeHTOB. Pacchuikm».
[paktiueckas padora Ne 9: «Co3naHue JOKyMEHTOB C IIOMOIIBIO MacTepa mradimoHa», Ilpakrudueckas padora Ne 10:
«OxpaHHble OiaHkn», [IpakTHyeckas padora Ne 11: « Crpykrypa U TpeOoBaHUs K O(QOPMIICHUIO MTHCBMEHHBIX padoT
I'OCT 7.1-2003. IIpaktuueckas padora Ne 12: «KomruiekcHoe McHonb3oBaHue Bo3MoxkHOCTed Word uist co3ganus
TEKCTOBBIX JIOKYMEHTOBY.

CamocrosTenbHasi pabota 00ydarommxcs

PaboTa Hajl MHAMBUIYaTbHBIME TIPOSKTAMH, IO TeMaTHKe: VICoNb30BaHUH TEKCTOBBIX MPOIECCOPOB B M3ATEIBCTBE.
ABTtoMarusarust padotel ¢ MS Word ¢ moMoIiso 1ma0ioHOB.

BzaumoneiictBue TectoBoro nporeccopa MS Word ¢ apyrumu npuinoxenusmMu Windows.

Tekct kak HHGOPMANMOHHBIH 00beKT. CCBUIKH, THTIEPCCHUTKH, CO3AHUE OTJIABJICHHSI.

Tema 5. Meroauka paboThI ¢
OJIEKTPOHHBIMHU Ta6HI/ILIaMI/I
Microsoft Excel (3T).

ConeprkaHue yaeOHOTO MaTepHrasia
3amyck u 3aBepuieHue paborel DT, co3maHWe W COXpaHEHHE TaONHIl, OKHO, OCHOBHBIC 3JEMEHTHI, OCHOBBI
MAaHUITYJIMPOBAHUS C Ta6.]'II/ILIaMI/I, PpacCuCTHBIC oNl€paliuu, JuarpaMMbl EXCEI, CBA3aHHBIC Ta6J’IHHLI.

IIpakTudeckue 3aHATHS

INpakTnueckas padora Ne 13: «OcHOBBEI pabOTHI, MapKep 3alONHEHUs, TIOCTPOCHUE CIIUCKOB, (POPMATHPOBAHUE SUEEK).
[pakruueckass padora Ne 14: «Pabora ¢ dopmynamu, [Ipakrtuueckas padora Ne 15: «Pabora ¢ nuarpammamin.
[pakrnueckas padora Ne 16: «B3aumoneiictue Excel ¢ npyrumu npunoxenusmu Windowsy, [Ipakrudeckas padora
Ne 17: «HMcnonb3oBanue (yHKIMU B pacuerayn, [Ipaktuyeckass pabora Ne 18: «OrHocutenbHas M aOCONIOTHAs
ampecanus», [Ipaktnueckas pabora Ne 19: «@unmbpTpamms HaHHBIX M yCIOBHOE (hopMaTupoBaHUe», lIpakThdeckas
padora Ne 20 «KomruiekcHOe UCONb30BaHue Bo3MOKHOCTel Excel s coznanus mokymeHnToBy, [Ipakrtuueckas paboTa
Ne 21: «Cpsizannble TaOmuipl»y, [Ipaktudeckass pabora Ne 22: «Pacuer NpOMEXYTOYHBIX HMTOrOB B TaOIHIIAX,
[pakruueckas padora Ne 23: «CtpykTypupoBaHHbie Tabnuipy, [Ipakriuueckas padora Ne 24: «3yueHne TeXHOIOr UM
noabopa napamerpay, [Ipakruueckas padora Ne25: Opranusaims o0paTtHoro pacuera», [Ipakruueckas padora Ne 26 : «
W3ydenne TexHONMOTHH CBs3el Mexay (aimamMu w1 KOHCOMMOAanus NaHHBIX», [Ipaktmdeckas padora Ne 27: « Usyuenne
TEXHOJIOTHN SKOHOMHYECKHX pacueToBy», llpaktmueckas pabora Ne 28: «lcmomp3oBaHUE 3JEKTPOHHBIX TaOIHIl IS
(PMHAHCOBBIX M SKOHOMHYECKHX PACUECTOBY

CaMocrosiTenbHast paboTa 00yJarommxcs

PaboTa Haxg MHIUBUAYATBFHBIMHU MPOEKTaMM, IO TeMaTuke: B3ammopeticteue 3T ¢ apyrumu npuiokeHmsMu Windows.
DOneKTpOoHHBIE TA0NUIBI KaK HHPOPMAIMOHHBIE OOBEKTHL.

[lepexox ot TabaIIHOTO K TpadMuecKoOMy MPEACTaBICHUIO MHPOPMAIIHHL.

Tema 6. Meroauka paboThI ¢
6azamu 1aHHBIX Microsoft
Access

CamocrosiTenpHas pabota
Obume cBenerns o 0Oazax mgaHHBIX. OKHO, OCHOBHBIC 3JeMeHTHI. Dopmbl W Tabmwmbel. CBA3p MEXAY TaOIMIaMU H
[IEJIOCTHOCTB TaHHBIX. 3armpochl. OTYETHI.

IIpakTuyeckue 3aHATHUS

[Ipaktiueckas pabora Ne 30: «Pabora ¢ Tabmumamm», Ilpaktmdeckass pabora Ne 31: «Pabora ¢ Qopmamm».
[Ipaktiueckas pabora Ne 32: «IIpoektupoBanme cBszeit mexnay Ttabmmmammu bJl» Ilpaktmdeckas pabora Ne 33:
«Co3manne 3anpocoB. [Ipakruueckas padora Ne 34: «Co3nanne otderos. Ileqats oryeroBy». «Co3aHHEe MaKpOCOBY




CamocrosTenbHast paboTa 00yJaronxcs

Pabora Haj MHIVMBHUYaTLHBIMA IPOEKTAMHU, 110 TEMaTHKe: MHpOpMalnoHHbIE CIIPaBOYHBIE CUCTEMBI B YEJIOBEUECKOM
obmecte. MH(OpMAaLIMOHHBIE IOMCKOBBIE CHCTEMBI B YeJoBeueckoM obmiecte. basbl nanHbIX 1 VIHTEpHET.
WNudopmanmonnas cucrema «KoHCYTbTaHT+H»

Tema 7. Metonuka paGoThI ¢
nipe3eHTanysiMu Microsoft
PowerPoint.

CamocrosiTenpHas paboTa
OO01mrre cBeleHus O MPE3CHTAIUAX, CXeMa pa00ThI, CO3/IaHUC U PEIAKTHPOBAHHE MIPE3CHTAINN, OOIIHE OIepPaIuu CO
claiilaMu, HACTOMKa aHUMAIIUH CJIailIoB, IEMOHCTpAIHsI CIaiIoB.

TpakTHUEeCKHe 3aHSTHS
Ipaktrueckas padora Ne 35: «Microsoft Power Point. Co3ganve npeseHTaIim
«Microsoft Power Point. Pabora ¢ anumarimeii»

CamocrosTenbHasi pabota 00yJaronmx cs

PaboTa HaJl MHAMBUIYaTIbHBIME TIPOSKTaMH, MO TeMaTrke: Co3/jaHue MPe3eHTAIUH TPYIIIbL.

Co3anue Mpe3eHTaIH 110 OTAeNeHuo (creruanbHocTH). Co3nanie yueOHbIX MPE3eHTAINHN MO CIIell. TUCIUILTHHAM
(TeMaTHKy Ompe/ieTIsIeT NPEno/IaBaTeNb).

Tema 8. Xapaxrepucruka
CIPaBOYHO-MH(OPMALIMOHHBIX
CHCTEM

CamocrosrensHas pabora

HNHpopMamoHHO-CIIPaBOYHbIE CHCTEMbI, OCHOBHBIE XapaKTEPUCTHKH, TEHICHIIMU U MEPCIIEKTHBBI PA3BUTHS CHCTEM
00paboTKN SKOHOMHYECKOW MH(pOpMay. Buabl cripaBOYHBIX CHCTEM, OCHOBHBIE PEXKHUMbI pabOThI: IPOCMOTP, TOKCK,
pelnakTHpoBaHUe U NieYaTh HHYOPMAILMOHHBIX MaTepraioB. Pabora ¢ JTOKaJIbHBIMH U TN100aJIbHBIMHA UH()OPMAIIMOHHBIMU
cucTeMamH ( MOUCK U 00paboTka MHpOpMAIINH).

IIpakTudeckue 3aHATHS
[pakruueckas padora Ne 36: «Pabora B WurepHer. [lonck uHpopmanmu, anektponHas nourtay «Pabora ¢ caiTamu.
[one3Hble caiiTbl, KATAJIOTH, AIEKTPOHHbBIE OMOIMOTEKM)

CamocrosTenbHas padoTa 00ydJaroumxcs

PaboTa HaJ MHAMBUIYaIbHBIMH IPOEKTAMH, 110 TEMATHKE:

Bo3MOXXHOCTH ¥ IIPEMMYII[ECTBA CETEBBIX TeXHONOrHii. MH(popManuoHHbIe cepBUCHI ceTH VIHTepHeT. DeKTpOHHbIE
6ubnmmorexn. Yumsr XXI| Beka. I'mneprekct kak ocHoa Web mporpamMmuposanus. Web-musaiin u ero 3uadenwe. Internet
TEXHOJIOTHH: TJI00anbHas ceTh, Internet Explorer, nornck nHbopMaium, OAroToBKa U pelakTHpOBaHue HH(opMaImm

Tema 9. OC: Ha3HaueHHe U
coctaB. 3arpy3ka OC.
IporpammHast oOpaboTka
nanHHbix. Daiiel 1 QaiinoBas
cucrema.

CamocrosrenbHas pabora

Ha3znauenne onepaunonnoii cucremsl. CocraBuble yactu OC. 3arpyska onepanronHoii cucteMsl. BIOS. Oramst
Tpoliecca 3arpy3KH oneparmoHHon cucteMsl. [ 'paduueckuii narepgdeiic Windows. [Iporpammuas 00paboTka JaHHBIX:
JaHHBIE, IPOrpaMMa, MPOrpaMMHOE 00eCIICUCHHE.

Tema 10. ApxuBaTopsl u
apxuBais. KoMnbroTepHbie
BUPYCHI.

CamocrosiTenpHas pabora
ApxuBatopsl U apxuBaiuysi. HeoOxoaumocTs apxuBupoBaHus (GailyioB U marnok. ApXUBaTOpHl, MX Ha3HAUYEHHE, METONNKA
CO3/IaHMSI apXWBHBIX (aimoB W pabotel ¢ HuMH. I[Iporpammer WinZip u WinRar. KommeioTepHble BHPYCHI |
AQHTHBUPYCHBIC TNPOTPaMMBI, 3alIMTa HH(GOpPMAIMH. AHTHUBHPYCH, MX Ha3HAUYCHHE, METOAWKA JICUCHHUS, YHCTKH,
nedparMeHTauu TUCKOB.

IIpakTuyeckue 3aHATHS
[paktryeckas padora Ne 37 «3yuenne daitnoBeix MmeHemkepoB «[IpoBomank» u «Moit kommsioTepy [IpakTndeckas
pa6ora Ne 38 «Cepsuchsie nporpammsr Windows. Hactpoiika Windowsy. «Co3nanue apxuBoB B iporpamme Windowsy.

CamocrosaTenbHas paboTa 00yJaronxcst
PaboTa ¢ OCHOBHOII 1 TOTIONMHUTENBHOHN INTepaTypoi. [IoAroToBKa HOKIIaI0B, IO TeMaTHKe: PasHOBHIHOCTH
AHTHBHPYCHBIX MPOTrpaMM (TIPOrpaMMBI-AETEKTOPEI, IPOrPaMMBI — JIOKTOPa, POTPAMMBI — PEBH30PEI, IPOrPaMMEBI —
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| GuIBTPEL, MporpaMMBI — BakIMHBL 1 1p.) HeoGX01MMOCTh apXMBHPOBaHHs (aiilloB M MAToK.

Bcero:

53

JU1st XapaKTepUCTUKU YPOBHSI OCBOGHHUS yueOHOIr0 MaTepualia UCIOIb3YOTCS CIeAyIoNe 0003HaUCHUS:
1. — o3HAKOMUTENBHBIH (Y3HaBaHHE paHee U3yYCHHBIX 00BEKTOB, CBOWCTB);
2. — penpOayKTUBHBIN (BBIMOIHEHNE IEITEIBHOCTH 110 00pa3ily, HHCTPYKIIMU HITH ITOJ] PyKOBOJICTBOM)
3. — IPONYKTUBHBIN (TUTAHUPOBAHUE U CAMOCTOSITENILHOE BHITIONTHEHHE ACATENFHOCTH, PELIeHE MPOOIEeMHBIX 3a/1a4)
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3. YCJOBUS PEAJIM3AIIMM YYEFHOM JUCIUITIJIAHBI

3.1. Tpe6oBaHuss K MHHHUMAJBHOMY  MATePHATbHO-TEXHUYECKOMY
odecneyeHHIo

Ayn.1217 JlabopaTopuss MH(GOPMAILIMOHHBIX TEXHOJOTW B Mpo(dhecCHOHATBHOM
NesATeNbHOCTH

VYuebnas mebens Ha 20 MocaJoyHbIX MeCT, pabouee MeCTO MpernojaBaTes, 10cKa
MeJI0BasA- 1 IT., KOMIJIEKT KOMITBIOTEPHBIM CTOJI U Kpecso KpyTsameecs- 16 mr
Mono6mnok Philips 224E5QSB 13-8100/ 81'6/500I'6/ Win 10ltsb x64 -15 mT;
KomneroTep npenonasatens Ledovolntel Core 13-2100 CPU 3.1GHz ¢ monuTopom
Acer V193 -1 mr; Ilpoektrop SANYO c skpanom Media; 1C 8.3.15.1565
(Per.Homep- 8922985, 8922986, 9334150, 9334398, 9334400, 8972343,
9985501). IlepedeHnb IUIEH3MOHHOTO MPOrpaMMHOro obecrneueHus: Microsoft
Windows Professional (KOHTPAKT Ne 244/20 «26» utons 2020 1, Microsoft
Office Professional (KOHTPAKT Ne 244/20 «26» utonst 2020 1), 7-Zip (freeware).
1224 TlomernieHue sl CaMOCTOSITEILHON paboThl 00yJarOINXCs

Komnbrotepnbie ctosbl -15 mt. Cton 115 coBelaHuii ¢ KOMIUIEKTOM CTYJIbEB Ha
26 yenosek. Hoytoyk HP Intel(R) Core (TM) 2.7 Hz- 15 mr. MOV Laser Jet
1132MFP- 2 mt. [Ipoektop SANYO c sxpanom Media. [lepedeHb TUIIEH3MOHHOTO
nporpamMmmHoro ooecneuenus: Microsoft Windows Professional (KOHTPAKT Ne
244/20 «26» mrons 2020 r, Microsoft Office Professional (KOHTPAKT Ne 244/20
«26» urons 2020 r), 7-Zip (freeware).

3.2. UndopmanuonHoe odecrieueHne 00ydeHus

Kuuroo6ecneueHHoCTh
Bbubaunorpaguyeckoe onucaHue U3AAHUA Ocnonuas/ Koui-Bo. 5k3.
(aBTOp, 3ar;1aBUe, BUJI, MECTO M 'O M31aHHUsA, KOJI. CTP.) AOTOTHITEARHAN B OMO0J1. J1eKTpoHHbIe
JuTeparypa CIIEIDY pecypcbl
Kynpusinos /1. B. OCH DbC FOpaiit
NudopmanmonHoe odecrieueHue
MpodeccuoHaIbHOM IeATENbHOCTH | YUEOHUK U
npaktukyM s CITO / Kynpusinos 1. B. —
DJIeKTpOH. AaH. — MockBa : M3narenbcTBo
IOpaiit, 2019 .— 255¢ .— (IIpodeccnonanpHOE
00pazoBaHuE).
["aBpuiioB M. B. OCH OBC IOpaiit

NudopmaTruka 1 HHPOPMAIIMOHHBIE TEXHOJIOTUH
. YueOnuk g CIIO / T'apunos M. B., Kinumos
B. A. — 4-e u3n., mep. u A0 .— DIIEKTPOH. JaH.
— Mockaa : M3narensctBo FOpaiit, 2019 .—
383c .

WMHpopMamoHHbIE TEXHOIOIUH B MEHEDKMEHTE ! OCH
Yuebnuk u npaktukym s CIIO / IlnaxorHukoBa M.
IA., Beprakora 1O. B. — 2-e u3zn., niep. u mom .—
OnekTpoH. 1aH. — Mocksa : U3natensctBo HOpaiiT,
2019 .— 326 .— (IIpodeccronansHoe 0Opa3oBaHue).

I'opes, A. D. or DBC FOpaiit
WudopmanoHHbIe TEXHOJOTHH B
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https://www.biblio-online.ru/bcode/434578
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=1900&TERM=%D0%93%D0%B0%D0%B2%D1%80%D0%B8%D0%BB%D0%BE%D0%B2,%20%D0%9C%D0%B8%D1%85%D0%B0%D0%B8%D0%BB%20%D0%92%D0%B8%D0%BA%D1%82%D0%BE%D1%80%D0%BE%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://www.biblio-online.ru/bcode/433276
https://www.urait.ru/bcode/437459

podecCHOHABHOM IS TEIIBHOCTH : Y UYeOHUK
Hast CITO / Topes A. D. — Mockaa : FOpaiiT,
2019.— 271 ¢.— (IlpodeccronanbHoOe

pohecCHOHATBHON AATENLHOCTH : Y4eOHOe
rmocobue : CpenHee nmpodecCHOHATBHOE
oOpa3oBanue. - Mocksa : 3narenbckuii [Jom
"O®OPYM", 2018 .— 367 c. — Cpennee
npodeccnoHambHOE 00pa3oBaHHE.

oOpa3zoBaHue).
denoTona, E. JI. moIT OBC
WHbopMaiMOHHBIE TEXHOJIOTHH B ZNANIUM

4. KOHTPOJIb ! OIIEHKA PE3YJbTATOB OCBOEHUWS YYEBHOM

JTUCHUATIVUHBI

KOHTpOJ’lb n OLI€EHKA  pC3YyJILTAaTOB OCBOCHMHA

yueOHOi

JUCHUITIIMHBI

OCYIICCTBIACTCA MpPCIogaBaTejiecM B IPOHECCC TIPOBCACHUA IMPAKTUYCCKUX
SaHHTHﬁ, BBITTIOJTHCHMU A O6yanOH_[I/IMI/IC$I HWHAWBUAYAJIBHBIX SaHaHHﬁ.

Pe3yibTaThl 00y4yeHus

D®opMbI 1 METOABI
KOHTPOJISL U

OIlEHKH
(ocBOEHHbBIE YMEHHsI, YCBOCHHbIE 3HAHHUS)
pe3yJabTaToB
00y4eHust
yMeTb: [IpakTnueckue
WCIO0JIb30BaTh MH(MOPMAIIOHHBIE PECypChl AJS MOUCKA M XpaHEHHs | paboThl,
uHpopmanuy; BHEayJIUTOpHAas
00pabaThIBaTh TEKCTOBYIO M TaOJMYHYIO HH(OPMAITHIO; CaMOCTOSITETbHAS
HCIIOJI30BaTh JIEIOBYIO rpadKy U MYJIbTHMEANA-UH(OPMAITHIO; pabora.
cO3/aBaTh MPE3EHTAIIH;
MIPUMEHSTh AaHTUBUPYCHBIE CPEJICTBA 3aLIUTHl HHGOPMAIH;
YuTaTh (MHTEPIPETHUPOBATh) HHTEpPeEic crenuaau3upoOBaHHOTO
MPOrpaMMHOTO OOecredeHusl, HaXOJUTh KOHTEKCTHYIO MOMOIIIb,
paboTaTh C JOKyMEHTAIlHEH;
MPUMEHSTh CHEUAIN3UPOBAHHOE MPOTrpaMMHOE OOecreueHue s
coopa, XpaHeHHS U 00paboTKM Oyxranrepckoi wuHMOPMAIUU B
COOTBETCTBUU C U3y4aeMbIMU MPO(HECCHOHATHHBIMU MOTYJISIMU;
M0JIb30BaThCA aBTOMATU3HPOBAaHHBIMU CUCTEMaMHU
JIeIONIPOU3BO/ICTBA;
MPUMEHSITh  METOABl M CPEACTBAa  3allUTHl  OyXraJTepcKoit
nHpopMmaluu;
3HATh: [TpakTrueckue
OCHOBHBIE METO/IbI M Cpe/IcTBa 00pabOTKU, XpaHEHHUSI, TIepelauu U paboThlI,
HaKOIUIeHUs nH(popManuu; BHEayJIUTOpHAs
Ha3Ha4YeHHEe, COCTaB, OCHOBHBIE XapaKTEPUCTHKU OPTaHU3AIIMOHHON U CaMOCTOSITENbHAS
KOMITBIOTEPHOU TEXHUKH, paborta.

OCHOBHBIC KOMITOHCHTBI KOMIIBIOTCPHBIX CeTeﬁ, IIPUHIUIIBL MaKeTHOM
nepeaadyn JaHHbIX, OPraHnu3aluio MEKCETECBOT'O BSaHMOHeﬁCTBHH;
Ha3HAYCHUC U ITPUHIUIIBI UCIIOJIB30BAHUA CUCTEMHOI'O U ITPUKIIATHOTO
nporpaMMHOTIO O6CCHC‘-ICHI/IH;

TCXHOJIOTHIO ITOMCKA I/IH(I)OpMaI_II/II/I B CCTHU I/IHTepHeT;

TIPUHIMIIBI 3alITUTHI I/IH(I)OpMaI_II/II/I OT HCCAHKITMOHUPOBAHHOT'O
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JOCTyNa;

MIPABOBBIE ACTIEKTHI HCIIOJIb30BaHUS HH(POPMALIMOHHBIX TEXHOJIOTHNA U
MIPOrPAMMHOTO OOECTICUCHUS;

OCHOBHBIE MTOHATHS aBTOMATH3UPOBAHHOM 00pabOTKN MH(POPMALINY;
HaNpaBJICHUs aBTOMATH3aLUU OyXTaldTepCKON AEATeIbHOCTH;
Ha3HAYEHUE, IPUHIUIIBI OPTaHU3AINH U SKCIUTyaTaluu
OyXranTepckux HH(POPMAIIHOHHBIX CUCTEM;

OCHOBHBIE YIpO3bl M METOAbl olecrneueHus WHGOPMAIMOHHOM
0€301IacHOCTH

5. OCOBEHHOCTH OCBOEHMA AUCIUIIJIMHBI 1151 UTHBAJIN10OB
N Jinl C OrPAHUYEHHBIMH BO3MOXHOCTAMMUA 310POBbA

OOyuenune oOy4YalOIIUXCA C OrPAaHUYEHHBIMH BO3MOKHOCTSIMHU 3JI0pPOBbS MU
HEOOXOJMMOCTH OCYIIECTBIISIETCS HA OCHOBE aJaNTHPOBAHHOW pabodell mporpamMmbl C
WCTIOJIH30BAaHUEM CIICIIUAIIBHBIX METOJIOB OOydYeHHS M IUJAKTUYECKHX MaTepUasoB,
COCTaBJICHHBIX C Y4ETOM 0COOEHHOCTEH MCUXO(PU3NIECKOTO Pa3BUTHS, WHINBUIYATbHBIX
BO3MO>KHOCTEH U COCTOSTHUS 370POBbS TAKUX 00ydJarOIINXCsl (00ydJaromierocs).

B mensx ocBoeHus y4eOHON MporpamMMbl AUCHIUIUTMHBI HHBATMAAMU U JIMIIAMHU C
OTpaHUYCHHBIMH BO3MOXKHOCTsIMH 3710poBbsi Kb nT obecnieunBaer:

JUTS. MTHBAJIUJIOB U JIUI] C OTPAHWYCHHBIMH BO3MOKHOCTSIMU 3JIOPOBBSI 110 3PEHUIO:
pa3MeleHue B JIOCTYMHBIX It OOYYalOIIMXCs, SBIISIONIUXCS —CICNBIMHA WA
CIIa0OBUAIIMMH, MECTaX W B aJaNTHPOBAHHON ¢opme crpaBoOYHOW HH(POpMANUU O
pacmucaHuM  y4eOHBIX  3aHATHH; TNPHUCYTCTBHE  ACCHCTEHTa,  OKa3bIBAIOIIETO
oOyyaromeMycsi HEOOXOIUMYI0 IOMOIIb; BBITYCK aJIbTEPHATUBHBIX (OPMATOB
METOAMYECKUX MaTePHAIOB (KPYITHBIN MIPUQT WK ayanodaiis);

JUTS. MHBAJIMIOB W JIMIl C OTPAHUYCHHBIMU BO3MOXXHOCTSIMH 3JIOPOBbBSI IO CIIYXY:
HaJIJICKAIIMMHU 3BYKOBBIMU CPEJICTBAMH BOCIIPOU3BEICHHE WH(OPMAIIHH;

JUTS. MHBAJIHMIOB M JIMI] C OTPAaHMYEHHBIMUA BO3MOXXHOCTSIMH 37J0OPOBbBSI, MMEIOIINX
HapyIICHUSI OMOPHO-JABUTaTEIILHOTO ammapara: BO3MOXHOCTh OCCIPENSITCTBEHHOTO
J0CTyna OoOydJaromuxcs B Y4YeOHBIC TIOMEIICHHS, TyaJleTHbIE KOMHATBI M JIPyTHE
TIOMEIICHHUS, a TAK)KE PeObIBaHUE B YKa3aHHBIX TOMCIICHHSIX.

OO0pa3zoBanre 00yYarOIIUXCS C OTPAHUICHHBIMU BO3MOYKHOCTSAMH 3I0POBBSI MOXKET OBITh
OpPTraHNU30BaHO KaK COBMECTHO C JPYTUMHU OOYYarOIIUMUCS, TaK M B OTACIBHBIX IPYyIIIax
WIN B OTJCIBHBIX OPTaHU3AIUIX.
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