1

YacTHoe 00pa3oBaTeIbHOE YUPEKIECHUE BBICIIET0 00Opa30BaHUs

«Kypckuit ”HCTUTYT MEHEKMEHTA, S)KOHOMUKH 1 OU3HECa»

YTBEPXIAIO:

[TepBbIit MPOPEKTOP - MPOPEKTOP MO yIeOHOM

paboTe. U AUCTAHIMOHHOMY 06YJEHHIO
é‘f% BB 3akypaaeBa

«31» aBrycra 2019 .

PABOYAS ITPOI'PAMMA JTUCHUITJIMHBI
«HbopmMaImoHHbIE TEXHOJIOTUN B MEHEIKMEHTE)»

(m1g OO, 300)

Hanpasnenue noarotroBku

38.03.02.MeHe>KMEHT

[Tpoduns moArOTOBKH

MeHemKMEHT OpraHu3aluu

Kypck 2019



PabGouast mporpamma IHCHHILIMHBI cocTaBieHa B coorBercTBuH ¢ PI'OC BO mo 38.03.02
MenemxMeHT (YpOBEHb OakanaBpHara), yTBEP:KICHHBIM NMPUKa30M MHUHHUCTEPCTBA 00pa30BaHus U HAYKU
Poccuiickoit ®eneparuu ot 12.01.20161. No 7.

PazpaboTunku: %/‘
K.C.H., joriehT MOBUK  H.A. TyskbacapoBa =~ =~~~

(3aHUMaeMast OONHCHOCb) (DPHO) “ " (noonucw)

PaGouyto nmporpaMmy AMCHMIUIMHBI ojoOpuia kadeapa yhpaBieHHsS U CBsized C
OO0I1IECTBEHHOCTHIO.

IIporoxon Nel ot «31» aBrycrta 2019 1. /

S ———

3aBenyrommii kadenpoii: mpodeccop MOBUK, k.r.H. Echkoa H.A. /Q

(vuenas cmeneny, 36anue, O.H1.0.) > (nO@n;Cb)




1. Ilean u 3a7aum OCBOEHUSI UCHUILIMHBI:

Heab: ¢opMupoBaHue y CTyneHTa KOMIUIGKCA 3HAaHUH W yMEHUWH, HEOOXOIUMBIX JUIs
noBbIeHUs 3()(HEeKTUBHOCTH NMPO(PECCHOHANBHOM NEeSITENBHOCTH CPEICTBAMU MH(POPMAITMOHHBIX
TEXHOJIOTHH 3JIeKTPOHHOI0 oduca

3agaun:

o O3HAKOMHTH  CTYJCHTOB C COBPEMEHHBIMH HWH(POPMAIMOHHBIMH  TEXHOJIOTHUSIMU
AIIEKTPOHHOTO o(uca;

o chopMHpOBaTE Yy  CTYICHTOB  TMpEJICTaBIEHHE O  METOJaX  HCIOJIb30BAHUS
MH(GOPMALIMOHHBIX TEXHOJIOTUN 3JEKTPOHHOro oduca Juis pemeHus (PyHKIMOHATBHBIX 3a/1a4
I0JIb30BATEI;

o 00yYHTb CTYJEHTOB OCHOBHBIM IIpHeMaM paboThl B O(UCHBIX IPUIOKECHUSX.

2. MecTO AMCHMILIMHBI B CTPYKTYpe NPOrpaMMblI

Huctunnuaa b1.B.14  «HpOpMAIIMOHHBIE TEXHOJIOTUM B MEHEIDKMEHTE» OTHOCUTCS K
BapuaTUBHOM wyactu Onoka b.1 yweOHoro 1utana HampaBieHus mnoArotosku 38.03.02
MenemkMeHT, npoduitb « MeHeIKMEHT opranu3anuny, nzydaercs crynearamu OPO u 300 Ha
3 kxypce B 5 cemectpe. Mzydenme mgucrurummabsl «WMHpOpManMoHHBIE TEXHOJIOTHU B
MEHEP)KMEHTE» HEOOXOIUMO CTyJEHTaM JJisi HNpUOOpeTeHHs] YMEHUH  HCIOIb30BaTh
nH(pOpPMAITMOHHBIE TEXHOJOTHUU JJICKTPOHHOTO oduca st ohopmiieHus pedepaToB, KYpCOBBIX
paboT M 1S YCHEIHOTO OCBOECHMS AMCLUMIUIMH y4eOHOro IUIaHa, BKJIIOYas IOJATOTOBKY U
3aIUTY BBITYCKHON KBaNU(UKALMOHHON PaOOTHI.

3. Tp660BaHI/IH K pe3yJabTarTaM 0CBOCHHUA TUCHUIIJINHBI!

ITo nToram HU3YUCHUA JUCHUIIIIMHBI CTYACHT OOJIPKCH:

3HaTh:

b OCHOBHBIC IIPUCMBI pa6OTBI B TCKCTOBOM PCAAKTOPC, OJCKTPOHHBIX Ta6n1/1uax u
OJICKTPOHHBIX MPC3CHTALIUAX.

YMerTh:

o paboTtath B oniepanioHHO# cucteMe Windows, TekcToBOM peaakTope Word, 37eKTpOHHBIX
tabmumax Ms Excel, anexTponnsix npe3entanusx Ms Power Point.

Baanern:

hd O(bI/ICHBIMI/I I/IH(bopMaI_[I/IOHHBIMI/I TEXHOJIOTHUAMU IS PCHICHUA HpO(i)CCCI/IOHaJ'IBHLIX 3aaay.

Ilo utoram U3YyYCHUSA TUCHUIIIMHBI «HH(l)OpMaIIHOHHLIe TEXHOJIOTMHA B YIIpaBJICHUN»
06yqaloumem JOJKHBI OCBOUTH

000011IeHHY10 TPYIOBYI0 (PYHKIMIO:
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OpranuzaimoHHOE, JOKYMEHTAallMOHHOE U HWHGOPMAIIMOHHOE O0ecreYeHue IesiTeIbHOCTH
PYKOBOJUTEISI OpraHU3aI1H.

TPYAOBBIE PYHKIMHU:

¢ OpraHuzanys HUCHOJIHEHHUS  PELIEHUM, OCYIIECTBICHUE KOHTPOJI  UCIOJIHEHMS
MIOPYYEHUN PYKOBOIUTENS.
¢ (CocraBieHue 1 0QpOpMIICHHE YIIPaBIEHYECKON JOKYMEHTAIUH.

TPYAOBbI€ 1efiCTBUS:

¢ JlokyMeHTagbHOE O(hOPMIIEHUE PEIIEHUH PYKOBOIUTES.

¢ CocraBieHrE OTYETOB U aHATUTUYECKUX CIIPABOK O BBHIIOJHEHUH MOPYUYEHHUN U pEIIeHUI
PYKOBOJIUTEIIS.

® CocraBieHHE  TMPOEKTOB  pACHOPSAUTENbHBIX  (NIPUKA3bl,  pPaCHOpPSIKEHUS) U
MH(POPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTOB (CITy’K€OHble MHUChbMa, CIPaBKHU, JOKJIaJHbIE
U CITy’KEOHBIE 3aITUCKH).

OomenpodeccuoHalbHbIe KOMIETEHIIUM:

OIIK-4 CIIOCOOHOCTBIO OCYIICCTBIISITH JIEJIOBOE OOIICHHUE W MYyOJIMYHBIE BBICTYIUICHHS,
BECTH TIEPETOBOPHI, COBELIAHUS, OCYIIECTBIATH JCJIOBYIO TIEPENHCKY U
MTO/IJICPKUBATH AJICKTPOHHBIE KOMMYHHUKAITUH;

OIIK-7 CMOCOOHOCTBIO pelIaTh CTaHIAPTHBIC 33Jaud MPO(ECCHOHATBHON IeSTEeIbHOCTH
Ha OCHOBE MH(OPMAIMOHHOW M OMOIHOTrpadUUECKOr KYJIbTYPhI C TPUMEHEHUEM
MH(POPMALMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH M € Y4YETOM OCHOBHBIX
TpeboBaHMil THGOPMAIITMOHHON 0€30MaCHOCTH;

4. O0beM AUCUMIIMHBI M BUABI Y4eOHOH padoThl

Ounas ¢popma 00yueHus

Bun yuebnoit paboTst Bcero vacos CeMeSCTp =
KonrtakTHas pabota (Bcero) 55,6 55,6
B toM gucie:
Jlexnnu 18 18
[TpakTrueckue 3austus (113) 36 36
KonTakTHas paboTa Ha MPOMEKYTOYHOU aTTeCTalluU 1,6 1,6
CamocrositenpHas paboTta (BCero) 90 90
KonTposas 344 34,4
HUTOI'O: 180/5 180/5
3aouHas popma o0yueHust
Bun yueOHO# paboThI Bcero vacos CeMeSCTpH
KonrtakTHas pabota (Bcero) 13,6 13,6
B Tomuucne:
Jlexknnu 4 4
[TpakTnueckue 3austus (I113) 8 8
KonTakTHas paboTa Ha MPOMEKYTOYHOU aTTeCTalluU 1,6 1,6
CamocrosiTenpHast pabota (Bcero) 159 161
KonTposas 7,4 7,4
HUTOroO: 180/5 180/5

5. CTpykTypa u cojep:KkaHue TUCHUIIMHBI
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5.1. Pa3nesbl/TeMbl IUCHMILIMHBI U BUABI 3aHATHN

Ounas popma o0yueHust

2]
=
= g =
Ne =1 = @) S
HanmenoBaHue pa3jiesia 1M CUMILIHHBI Z =R A @
n/n 3 g 3 o 2
: < ™
=3
=
Pazoen 1. Texnonozus pavomet ¢ MS
7 14 44 65
1 Word 2007
Tema 1.1. Opranuzanus pabodyero Mecta 1 1 4 6
Tema 1.2. ®opmarupoBaHue MpupTOB U ) 4 g 14
ab3areB
Tema 1.3. OdopmiieHne TeKCTa BCTaBKaMU 1 2 8 11
Tema 1.4. Tabmunpl. @opmaTupoBaHue | 3 g 12
TabInI
Tema 1.5. I'paduueckue Bo3MOkHOCTH MS
1 2 8 11
Word
Tema 1.6. CepBUCHBIE BO3MOXXHOCTH 1 2 8 11
Pazoen 2. Texnonozus pavomet ¢ MS
5 8 24 37
2| Power Point 2007
Tema 2.1. Coznanue u opopmiIeHUE CIaii10B 2 2 6 10
Tewma 2.2. Anumanusi: HacTpolika u | 5 g 1
npumeHenue 3¢ pexTon
Tema 2.3. Mcnonp30BaHuE THIIEPCCHUIOK
JUISL U3SMEHEHHUS TTOPSKA CIICIOBAHUS 1 2 4 7
CJIAlI0B
Tema 2.4. JlIonoTHUTEIBHBIE OIIIMH I10 | 5 6 9
M3MEHEHHUIO MTpe3eHTalUN
Paszoen 3. Texnonozusn paoomot ¢ M'S
6 14 22 42
3 | Excel 2007
Tema 3.1. 3anosiHeHUE U peAaKTHPOBAHUE | 5 4 7
AMIEKTPOHHBIX TAOJIHI]
T 2.
eMa 3.2. Aapecanys B 3JI€KTPOHHBIX ) 6 g 16
TabIuIax
Tema 3.3. CopTupoBKa 1 QpUIbTpaLus 1 2 4 7




naHHbeIX B MS Excel

Tema 3.4. I'paduueckue BO3MOKHOCTH B o) 4 6 12
3JIEKTPOHHBIX TaOIMLIAX

KonTakTHas paboTa Ha MPOMEKYTOUHON aTTECTALUU 1,6
KonTtpomns 34,4
Hroro: 18 36 90 180

3aouHas popma o0yueHus

2]
=
= g =
Ne =1 = o S
HaumeHoBaHue pa3jaesia JUCUMILIHHBI 2 = =R A 54
n/n 3 g 3 o 2
':‘ < ™
=9
=
Pazoen 1. Texnonozus pavomer ¢ MS
1,5 2,5 60 64
1 Word 2007 ’ ’
Tema 1.1. Opranuzanus pabouero Mecra 6 6
Tema 1.2. ®opmatupoBanue mpudToB U 0.5 0.5 16 17
ab3arieB
Tema 1.3. OdopmiieHne TeKCTa BCTaBKaMU 0,5 10 10,5
T 1.4.T )
ema abmuer. @opMaTHpoBaHHE 0.5 0.5 10 1
TaOJINII
T 5.
ema 1.5. I'papmueckue Bo3mMoxxHOCTH MS 0.5 0.5 g 9
Word
Tema 1.6. CepBUCHBIE BO3MOXXHOCTH 0,5 10 10,5
Pazoen 2. Texnonozus pavomet ¢ MS
1 2 46 49
2 Power Point 2007
Tewma 2.1. Coznanue u oopMIICHHE CIaI0B 0,5 0,5 12 13
Tema 2.2. AHumarus: HaCTpoKa u 0.5 1 14 15,5
npumeHenue 3 pexTon
Tema 2.3. Micniosib30BaHUE TUIEPCCHUIOK
JUTSI ©K3MEHEHUS TOPSIKA CIEA0BaHUS 0,5 10 10,5
clangoB




Tema 2.4. JlIonoTHUTEIBbHBIE OIIIMH I10 10 10
M3MEHEHUIO MPe3eHTAINH
Pa3zoen 3. Texnonocusn pabomot ¢ MS
1,5 3,5 53 58
3 | Excel 2007 ’ ’
Tema 3.1. 3anosiHeHUE U peAaKTHPOBAHUE 12 12
AIIEKTPOHHBIX TAOJIHUIL
T 32.A
ema Jpecaliisi B 3JI€KTPOHHBIX 1 ) 20 7
TabIuIax
T 33.C
eMa OpTUPOBKaA U (HUIbTpALUs 0.5 10 10.5
nauHbeIXx B MS Excel
Tema 3.4. I'padnueckrie BOBMOKHOCTH B 0.5 1 11 12.5
AIIEKTPOHHBIX TA0JIHIIAX
KonTakTHas paboTa Ha NPOMEKYTOUYHON aTTeCTalluu 1,6
KonTtpomns 7,4
Hroro: 4 8 159 180
5.2. Conep:xanue pa3iesoB JUCUUILIHHBI
Ne HaumenoBanmue pa3aeia
Conep:xkanue pasaena
/1 AU CHUILIMHBI
Pazoen 1. Texnonozusn pavomut ¢ MS Word 2007
Tema 1.1. Opranuzanus TexcroBbii penaktop MS Word. Opranmsanus padouero
pabouero mecra MECTa: OpraHu3allMd BHJIA DKpaHa B COOTBETCTBUHM C

TpeOOBaHUSAMM K CO37aBa€MOMYy JOKYMEHTY (BBIOOD
pe’kumMa IpPOCMOTpa JIOKYMEHTa, BBIOOp MapaMeTpoB
CTPaHMIIBI, yCTaHOBKa Maciitaba HM300paKCHHS
JIOKyYMEHTa, BBIOOp pabouux naHeraed HWHCTPYMEHTOB U
coctaB nmaHesneil) BBox u pemakTHpoBaHHE TEKCTa.
W3ydenune mpueMoB pelakTUPOBaHMS TEKCTa, pa3JielIeHUEe
TeKCTa Ha ab3albl U ciusgHUEe ad3aleB, COXPAHEHUS TEKCTa
Ha JIUCK, CUUTHIBAaHME TEKCTa C JUCKa B OKHO
pEeIaKTUPOBAHMSL.

Tema 1.2. ®opmatupoBanue | @opmarupoBaHue Tekcra. M3ydeHue mnpueMoB pabOThHI C
mpudTOB U ab3a1eB dbparmenramu  Tekcta. dopmatupoBanue mpudra U
a03aua.




Tema 1.3. OdopmiieHne
TEKCTa BCTaBKaMH

Odopmnenne TekcTa BcTaBKamu. M3ydeHwe mnpueMoB
oQOpMIICHHST TEKCTa JOMOJHUTEIHHBIMU DIEMEHTAMHU
(6ykBurniet, cumBoiamu) Pabora B cpeme pemakTopa
dopmyn Microsoft Equation. Coznanue pamMku BOKpPYT
a03ara. Co3pganue CIIUCKOB-IIEPEUNCIICHH.
dopmaTupoBaHHUE CIHUCKOB. M Croab30BaHUE KOJIOHOK JJISt
oopMIIeHHS TOKYMEHTA B Ta3€THOM CTHJIE.

Tema 1.4. TaGnuisl.
dopmaTtrpoBaHue TaOJINIL

Pabora c¢ Tabmumamu. M3yuyeHue npuemMoB CO3MaHUS U
dopmaTHpoBaHMs TaOMUI, NpeoOpa3oBaHHS TEKCTa B
TAOJUIy W TAOJIUIBI B TEKCT. BhIUMCICHHS B Ta0JIATIAX.

Tema 1.5. I'padnueckue
Bo3MokHOCTH MS Word

TexcroBeii  pemaktop MS  Word.  I'padudeckue
BOo3MOXHOCTH Microsoft Word. Ilomotno. Jnarpammsl.
Jlunetinas rpaduka, aBrourypsl. BecraBka KapTHHOK W3
koyuiekuuu ClipArt, pucynka w3 (aiina, HCIOIb30BaHUE
oobekToB  WordArt. dopmatupoBanue TpaduUeCcKUX
00BEKTOB.

Tema 1.6. CepBucHbie
BO3MOXKHOCTH

[labnonsl gokymeHTOB. M3yueHue mnopsiaka co3IaHUS
Ma0JIOHOB M CO3JaHud  JOKYMEHTOB C  IIOMOIIBIO
ma6nonoB. Ctuwin. Co3faHue U nepeornpeieseHue CTHIICH.
CruneBoe opopmieHue JokyMmeHnTa. Pabora co cTpykTypoit
JokyMeHTa. KoMnuisius oryiaBieHusl.

Pazoen 2. Texnonozus pavomur ¢ MS Power Point 2007

Tema 2.1. Co3mauue u

Co3nanne u npocmotp ciaiiioB. Co3laHue 3BYKOBBIX U

odopMIIEHHE CI1aiiI0B rpadpuueckux  3P¢exToB, HcCMHoNb30BaHHE 3PPEKTOB
aHUMalMH.

Tema 2.2. AHUManus: Co3zganue u npocMoTp ciaijoB. Co3gaHue 3BYKOBBIX H

HaCTpOﬁKa U IPUMEHEHUE I‘pa(bI/ILIeCKI/IX 3(1)(1)6KTOB, HCIIOJIb30BaHUC 3(1)(beKTOB
aHUMalHH.

ahdexTon

Tewma 2.3. Ucrons30Banne
TUIIEPCCBUIOK IS
N3MCHCHUSA nops{m(a
CJIETOBAHUS CIANI0B

Co3nanne u mpocmotTp ciaioB. Co3naHue 3BYKOBBIX U
rpapuueckux 3¢ ¢pekToB, uUcHonb3oBaHue 3(P(HEKTOB
aQHMMAaIIH.

Tema 2.4. JlormoTHUTEILHBIS
OITIIMHU TI0 U3MEHEHUIO
MIPE3CHTAINN

Co3nanne u npocmotp ciaiiioB. Co3aHue 3BYKOBBIX U
rpadpuueckux  3QdexToB, Hcmonb3oBaHHE 3PPEKTOB
aQHMMAaIIH.

Pa3zoen 3. Texnonocusn pabomor ¢ MS Excel 2007

Tema 3.1. 3anosHeHnEe U
peaaKkTupoBaHUE
AIIEKTPOHHBIX TAOJIHI]

3HAKOMCTBO C OCHOBHBIMH 3JICMEHTaMH OJICKTPOHHBIX
Ta6HI/IH; PECIKUMBI paGOTH; OCBOCHHC IIPUEMOB 3aITOJIHCHUA
" pCaaKTUPOBAHUA Ta6JII/III, COXpPaHCHUC Ta6JII/IIII)I Ha JUCK
N CUHMTBIBAHUC Ta6J'II/II_U:I C AMUCKa.

Tema 3.2. Aapecanus B
AIEKTPOHHBIX TaOIUIAX

Cnioco0Onl  aapecanuu. AOCONIOTHBIE, OTHOCHUTEIBHBIC H
CMEIIIAHHBbIE CCBhUIKU. PelieHune 3amad ¢ NpPUMEHEHUEM
OTHOCHUTEILHBEIX, a0CONIOTHBIX M CMEIIaHHBIX CCBHUIOK.
DyHKIUY. Hcnonp3oBanue MaTeMaTUUYCCKUX,




CTAaTHUCTUYECKUX, JOTHUECKUX OYHKIUHN, QYHKINU JaThI.

Tewma 3.3. CoptupoBka u PabGora ¢ snextpoHHON Tabnuiei kak ¢ 0a30i JaHHBIX:
dunbrpanus nanneix B MS | Co3nanne cnmcka (Gassl jnanubix). Ilowck 3ammcedn B

Excel cnucke. Mcmosnb3oBaHME  NPUEMOB  COPTUPOBKHM U
(GuIbTpaly JaHHBIX.

Tema 3.4. I'paduueckue I'papuueckoe mnpencraBieHHe OaHHBIX. 3HAKOMCTBO C

BO3MOKHOCTH B pa3IMYHBIMM THUIAMHM JMarpaMM; OCBOEHHE IPHUEMOB

3JIEKTPOHHBIX Ta6J'II/II_IaX MOCTPOCHUA U PEAAKTUPOBAHUA JUAT'PDAMM.

6. Komnerenuuu ody4yawierocsi, popMupyemMbie B rpoiecce 0CBOEHUS TUCIUIIHHbBI

HaumeHoBaHue pa3jeia IUCUHILTUHBI ®opmupyeMble KOMIIETeHIHH
Paszoen 1. Texnonozusn pavomor ¢ MS Word 2007 OIIK-4 OIIK-7
Pa3zoen 2. Texnonocus pabomwor ¢ MS Power Point OITK -4 OITK-7
2007
Pa3zoen 3. Texnonocusn pabomwt ¢ MS Excel 2007 OIIK-4 OIIK-7

7. MeToaudecKkue PECKOMEHIANMA NIPpEnoaaBaTeJasdAM Mo TUCHHUIIJIMHE

®opma opraHu3anuu oOy4YeHMsl: ayIUTOPHOE 3aHATHE, CaMOCTOsTENbHas paborta
CTY/ICHTA.

MeToabl M c1IOCO0OBI y4eOHOMH 1eATeILHOCTH:

— CJIOBECHBIE: JICKIIMSI, 03HAKOMIICHHE C PEKOMEHIOBAaHHOU JIUTEPATypOil U JIEKTPOHHBIMU
pecypcamu;

— HpaKTquCKHCI BBIITOJIHCHUC HpaKTI/I‘-IGCKI/IX pa60T Ha KOMHI)IOTCpe.

CpencrBa 00yueHus:

— WJIeaNbHbIC: CIAaWAbl, MPE3EHTAUNH K JIEKIMH, KOHCHEKT JIEKIWH, WH(POPMALUS W3
OJICKTPOHHBIX UCTOYHUKOB,

— MaTepHalbHBIC: MYJBTHMEANHHOE 00OpYyJOBaHHE, YYEOHHUKHM W Y4eOHbIE MOCOOMS,
METOJIMYECKUE pa3paboTKu (pEKOMEHAANNN) MO MpeIMeTy, TEXHUYECKUE CpEeACTBa JocTyna K
AIIEKTPOHHBIM pECypCaM.

8. MeToauueckue PECKOMEHIAIMNHA NJH npenoglaBaTeﬂeﬁ AJIA MPOBEACHUSA TEKYILETO
KOHTPOJIsA yCl'leBaeMOCTH/HPOMe)KyTO‘IHOﬁ aTrTeCTallui 1Mo JTMCHUIIJIMHE

Tekymuii KOHTPOJIb YCIIEBAEMOCTH B paMKaX IUCLHUILIMHBI IPOBOJATCS C LIEIBIO ONPENCIICHUS
CTEINEHH OCBOEHUS 00ydaromumMucsa o0pa3oBaTeIbHOW IPOrpaMMBl.

Texkymmii KOHTPOJb YCIIEBAEMOCTH OOYYaIONIMICS TPOBOAMTCS IO KAXKIOW TeMe y4eOHOMH
JUCLIMILIMHBI U BKIIIOYACT KOHTPOJIb 3HAHUM HA ayIUTOPHBIX U BHEAYJUTOPHBIX 3aHATHIX B XOI€
BBITIOJTHEHHSI CAMOCTOSTEIbHON PaOOTHI.

ITpomesxyTouHas arrectanus o0yyaromuxcs o qucuuiuinie «MHpopMaoHHbIe TEXHOIOTUN B
MEHEKMEHTE» MPOBOIUTCA B (hopMe cjauu IK3aMeHa.




DK3aMEH CHAeTCsl COTJIACHO PACIMCAHUIO U CIYKHUT (POPMOI MPOBEPKU YUEOHBIX TOCTHIKEHHUM
oOydaromuxcs MO Bcel MporpaMMe y4eOHOM IUCHUIUIMHBI M TPecienyloT Iedb OLEHUTH
y4eOHBbIC JIOCTIDKCHHS 32 aKaJIeMUYCCKUH TIepuoJi, MPOBEPUTh CHOPMHUPOBAHHOCTH
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KOMIIETEHIIMH Ha 3Tane (OpMUPOBAHMUS.

Bomnpocs! 1 3aaHus K JK3aMeHY:

Ha3nauenne TekCTOBOTO penakTopa, JIEKTPOHHBIX TaOnuil Ha nmpumepe Microsoft Word u

Microsoft Excel
Conepxxumoe stueiikn Microsoft Excel.

OTtHocuTenbHas1, a0COMIOTHAS U CMelIaHHas aapecanus sueek B Microsoft Excel.

CoptupoBka u ¢uiabTpanms 1aHHbIX B Microsoft Excel.

[TocTpoenue nuarpamm B Microsoft Excel.

Opranmzanus padouyero mecra B Microsoft Word.

Pasgenenue tekcra Ha a0d3aibl 1 ciusaHue adb3amnes B Microsoft Word.
Coxpanenne nokymeHnTta B Microsoft Word.

dopmartupoBanue Tekcra B Microsoft Word

. Usmenenune mpudra u pasmepa tekcra B Microsoft Word

. @opmartupoBanue ab3aueB B Microsoft Word.

. Coznmanue crnuckoB - nepeuncinenuii. CoptupoBka crnucka B Microsoft Word.
. BcraBka B TeKCT JOMOHUTENBHBIX 371eMeHTOB B Microsoft Word

. BcraBka crienmanbsHbIx cuMBoJioB B Microsoft Word.

. BcraBka tekymeit natel U Bpemenu B Microsoft Word

. BcTaBku pucynkoB u (hopmaTrpoBanue pucyHkoB B Microsoft Word.

. BcraBka aBroduryp u ux popmatuposanue B Microsoft Word.

. BcraBka Hagnuceit u popmatupoBanue Hagnuceir B Microsoft Word.

. BcraBka cHocku B Microsoft Word

. BcraBka HomepoB ctpanut] B Microsoft Word.

. BcraBka HOBOI1 cTpanuibl B Microsoft Word.

. TaOGnuIIbl ¥ KOJOHKH .

. Co3nmanue TaOIHIIBI

. I3MeHeHne mupuHbl CTOI0OB

. BcraBka u ynanenue cToyn6I110B U CTPOK

. O6benuHeHne U pa3doueHne SYeeK.

. Coznanme oOpaMiIeHHs U 3aM0JIHEHUSI.

. OdopmiieHrEe TEKCTa B HECKOIBKO KOJIOHOK.

. Opopmenue Tekcta OYKBHUIICH.

. [IpenBapuTenbHBINA TPOCMOTP U MI€YaTh JOKYMEHTA.

. [opsinok co3manust M1a0JI0HOB M TOKYMEHTOB C TIOMOIIBIO ITAOJIOHOB.

. [IpuMeHeHre TeKCTOBBIX MOJIeH, TOJIeH-CITUCKOB, MOJICH-(IIaKKOB B JICKTPOHHOM dopMme.
. 3aimmra u coxpaneHue (OpMBbl.

. OcHoBBI IpoheccuoHaIbHON PaboThI C TEKCTOM
. Crumu. Co3zanue 1 nepeornpenencHie CTUieH.
. Pabora co cTpykTypoil 1oKymMeHTa.

. Komnumsinus ornaBneHus.

. Coznanue u oopMiIeHHS claiiia mpe3eHTaIHH.
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39. Hacrpoiika aHUMAaIUH.
40. CoptupoBuuk ciaiiioB. Hactpoiika nosBieHus ciaiiaa.

9. MeTtoauyeckne peKOMEHAAIUN 00Yy4aIOIMMCS 10 OCBOEHHMIO TMCUMILIUHBI, B TOM YHCJIe
JJISI CAMOCTOSITEJIbHOM padoThl 00yYAOIIUXCS

1. PaboTa Haa MOHATHAMMH

3HaTh TEPMHUH.

BrigenuTs ri1aBHOE B IIOHSATUH.

Breryunts onpezaenenue.

YMeTh UCIIOB30BaTh MOHATHE B PA3TUYHBIX (DOPMax OTBETA.

alb o e

2. IIpakTuyeckasi pa6oTa 3a KOMIOBIOTEPOM:
1. YcranoButs Ha [IK nporpammuoe obecneuenre MS Office 2007
2. BrImonHsNTE YIIpa)KHEHUS! COTIIACHO METOAMYECKUM PEKOMEHIAIUSIM

10. Ilepeyenb HH(POPMALIMOHHBIX TEXHOJIOTHil

IIpu ocymecTBiIeHNH 00Pa30BaTENIBLHOIO MPOIECCA CTYIEHTAMH U MPOodeccopcKo-
NpenogaBaTeJbCKUM COCTABOM HCIOJIB3YIOTCS clIeAylolnee:

O6opynoBanmue: IIpoexTop;
HNHTepakTHBHAA 10CKA;
HoyTtOyk;

JKpaH Ha TpeHore;
IIK;

Kosonku.

IIporpammuoe ob6ecnevyenue u | ObC Znanium;
HH(OPMANIMOHHO cTPpaBo4YHble | KOHCYIBTaHT TUIIOC;
CHCTEMBI: WindowsXPProfessionalSP3;
Windows 7;

MicrosoftOffice 2007;
MicrosoftOffice 2010;
AnTtuBupyc DoctorWeb;
Gimp 2;
CorelDrawGraphicsSuiteX4;
1C Ipennpusrtue 8. KoMIuiekT 1j1st 00y4eHus B BBICIITUX U
CPEIHHX YYCOHBIX 3aBEICHHIX

11. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE O0ecneyeHue TUCIUIJIMHBI:
a) OCHOBHas JUTepaTypa

1. Mariomok B. M. MuadopmaTika i 5KOHOMUCTOB: yueOHMK / MaTtiomok B. M. - 2-e
u3., nepepad. u gom. - M.: HULL UH®PA-M, 2017. - 460 c. - (BO:bakanaspuar) http://
Znanium.com

2. bespyuko B.T. Undopmaruka (kypc sekuumii) : yue6.nmocodue / B.T. be3pyuko. — M. :
na «»®OPYM» : HHOPA-M, 2018. — 432 c¢. — (BO:bakanaspuar).

http://znanium.com



http://znanium.com/
http://znanium.com/
http://znanium.com/
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3. bespyuko B. T. Kommbiotepusiii mpaktukym 1o kypcy «WHpopmaruka»: ydeOHOE
nocobue. — 3-e u3f., nepepad. u gon. — M.: U] « ®DOPYM»: UHOPA-M, 2017. —
368 c: un. — (BO).

0) IOTIOTHUTENBbHAS TUTEpaTypa

1. Kaiimun B. A. Uadopmaruka: yuebnuk / Kaiimun B. A, 6-¢ u3a. - M.: HUL] UHOPA-M,
2015. - 285 c. - (BO: bakanaBpuar)
2. HumoB O.B. CoBpeMEHHbIE TEXHOJOTHH M TEXHHYECKHE CpEICTBA WH(POPMATU3ALNU:
Yueonuk. — M.: UTHOPA-M, 2017. — 462 c¢. — (BO: bakanaBpuar).
B) UHTEpHET-pECypChl:

1. OBC http://znanium.com
2. http://www.pcweek.ru/themes/detail.php?ID=55903

12. MaTepuajibHO-TeXHUYeCKOe o0ecneyeHne TUCIUNINHBI:

HanmeHoBanue
06OPY0BAHHBIX Ne IlepeyeHb 00opyaoBaHUsI
Y4eOHbIX KAOUHETOB, | ayAHTOpPUH 1 TEXHHYECKHUX CPEACTB 00y4eHHus
nabopaTopuii

VY4eOHble ayAUTOPHH
JUIS IPOBEACHUS

aTTCCTAllUH.

. Ne0O1 CpencTBa 3ByKOBOCITPOM3BEIEHHS C MYJTbTUMETUIHBIMU
3aHATUH JEKIIMOHHOTO o0UL, N
KOMIUTIEKCaMU JIJIsl TIPE3CHTAIHI, MHTEPAKTHUBHAS JTOCKA.
THIIA. Ne002,
Ne215, HoyTOyk, KOMIUIEKT MyJIbTHMEUA, SKPaH, TEXHUIECKOE U
Kabunertsr, Ne309,
OCHALICHHBIC NodOG nporpaMMHoOe obecrieueHre, MoIKIIoUeHne K Internet, jocka
. B ¢diomactepHas, Gpiun-yar.
MYJIETUMETUHHBIM
000pyTOBaHHEM
Y4eOHbIC ayUTOpUH VY4eOHble pabouune Mecra
JUISl TIPOBEJICHUS
3aHSITUU CEMHMHApPCKOT0 L4 KOMHB}OTep Cel 3 FFH, 512M6, 120F6, FDD,
THTIa/MPaKTHYECKIX e  Kowmmetoreplntel Pentium Dual CPU 1,8 I'T'm, 2048
3QHATUH Nel10, Mo
) e  Kowmmetorep Intel Core i3 CPU 3,4 I'T, 4 I'6
N — Ne200, e  Kowmmetorep Intel Core i5 CPU 3,2 I'T, 4 I'6
No202, ¢ JInmeH3nOHHOE MPOrpaMMHOE OOecTieUeH e -
JUIA TPYIIIOBBIX 1 Ne206, Windows XP Professional SP3, Windows 7
MHIMBHTYaTIbHBIX e Microsoft Office 2007, 2010
KOHCYJIbTALMH. Nel07, e 1C Ipennpustue 8. KommiekT 11t 00y4eHuUs B
Ne207 BBICIINX U CPEJHUX YUeOHBIX 3aBEICHUIX
YueOHble ayIUTOpHH e  AntuBupyc Doctor Web
JUTSL TEKYIIETO KOHTPOJIS ¢  Koncynwranr [lnroc
1 IIPOMEKYTOUHOM e  Corel Draw Graphics Suite X4
[ ]

Adobe Connect 9 (Bebunap)



http://www.pcweek.ru/themes/detail.php?ID=55903
http://znanium.com/
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HanmeHoBanue
06OPYI0BAHHBIX No Ilepedyens o6opynoBanus
Y4eOHBIX KaOHHETOB, | ayXHTOPHU U TEXHUYECKHUX CPeACTB 00y4eHus
JadopaTopui

CTOJIBI KOMITBIOTEPHBIE 13 IIT., CTOJBI C IOTIOTHATENbHBIM

I pacmupeHueM Ay uHBanuaoB u aul ¢ OB3 2 mwt., cTymbs 6

OMEILIEHHUE JUIS
. mrt., KommbioTepsl benq 177 led/cel 3mri /512 mb/80 gb9
CaMOCTOSATENBLHOU Nel02
5 IIT. JocKa ¢uromMacTepHast 2-X CTOPOHHSIS mepenBrkHast 1
a00THI

P mT., crmT-cucrema LG1 mrt., skamio3u (TacTuk) 4 mirt.,
Kpecio 9 WIT., OrHeTyUTeNb | T.

Bubnuorexa Karanoxnas cucremMa OMOIMOTEKH — JJ1s1 O0yUYSHUSI

Ne004 CTYZIE€HTOB YMEHHUIO MOJIb30BaThCA CUCTEMOM NOKMCKA

JIUTEPaTypPhl

UuranpHblil 3a1

OUOIMOTECKH No003 Pa6ouue mecta ¢ [1K — st 00yuenus padore ¢

0

WH/IEKCHPYIOIIMMH ITOMCKOBBIMH cCHCTEMaMH B Internet

Aynuropus ans

XpaHeHUs y4eOHOTro Nelll

obopymoBaHU




