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1. HEJIX OCBOEHUA

1.1 | OCHOBHOI1 I1eTbI0 UCIUILINHEI ABISETCA (POPMHUPOBAHHUE Y CTYICHTOB YCTOHUMBEIX HAaBBIKOB PAOOTHI C OCHOBHBIMH
HH()OPMALMOHHBIMHI TEXHOIOTUSMH O(HUCHOHN AeATEIbHOCTH YPOBHS MPOIBHHYTOTO MOJIB30BATEN .

1.2 | [ns qocTiokeHus 3TOH Ll JUCIUIUINHA CTaBUT CIEAYIOLIHE 3aJaul epe]] CTyACHTaMu:

1.3]1. H3YYNTHh CTAaHIAPTHI OOPMIICHHS AIICKTPOHHBIX ITHCEM, MX ITOJATOTOBKY W IEPECHUIKY C ITOMOIIBIO IIOYTOBOTO
KIIMEHTa, OCBOMTH HACTPOIHKY MapaMeTpoB IIOYTOBOTO KIIMEHTA, aAPECHOHN KHUTH, INIAHUPOBAHNE THIHON pabOoTHI 1
BCTped, paboTy ¢ KaleHIapeM, 3a1a4aMi;

1.4]2. U3Y4YUTHh CTAaHIAPTHI OOPMIICHHS TaOJIMYHBIX JOKYMEHTOB, MX MOATOTOBKY B TaOJIMYHOM IIPOLIECCOPE, OCBOUTH
IPYIIIOBYIO paboTy ¢ TOKYMEHTaMH, paboTy € 3JIEKTPOHHON TaOyuIeH Kak ¢ 0230l JaHHBIX, HAYYUTHCS aHATN3UPOBATH
JTAHHBIE C TIOMOIIIBI0 CBOJHBIX TAOJIHII, MOZIENEH, KOHCOJHIAINH, B PEKUME CTPYKTYPHL, 1eJIaTh PAaCUeThI, HCIIOIB3Ys
BCTPOCHHBIE (DYHKIINH, TIOBBIIIATE IIPOM3BOIUTEIFHOCT C TOMOIIBI0O MAaKPOCOB, CTPOHUTH IPadMKK M aHATH3UPOBATH UX;

1.5(3. U3yYUTHh CTAHIAAPTHI OOPMIICHHS TEKCTOBBIX JOKYMEHTOB, MX MOATOTOBKY B TEKCTOBOM IIPOIIECCOPE HA OCHOBE
CTHJICH, IA0JI0HOB, CIUSHUS, OCBOUTH CEPBUC PAOOTHI CO CTPYKTYPUPOBAHHBIME JOKYMEHTaMHU (CTPYKTYpa, OTJIABICHUE,
3aKJIAJIKH, aBTOTEKCT, TAOIHUIIbL, rpaduKa U PUCYHKH B TEKCTE); TPUOOPECTH OMBIT IPYIIOBOM pabOTHI HaJl TOKYMEHTOM
(peXUM HCTIpaBJICHUS, BEPCUOHHOCTb, 3alllUTa TOKYMEHTa, MU(poBaHue ¢aiina);

1.6 4. M3YYUTh CTaHAAPTHI OOPMIICHHS MPE3EHTALMH, X MOATOTOBKY MPOrPAMMHBIMH CPEICTBAMH, OCBOUTH PadoTy
¢ mabIoHaMH, JIeMEHTaMH Cllaia, crienddeKkTaMu, y3HaTh IPUEMbI IPUBIICUCHUS BHUMAHHS K ITPE3SHTANH 1
MOBBIICHHUS €€ 3((EKTHBHOCTH.

2. MECTO B CTPYKTYPE OBPA30BATEJIBHOM ITIPOT'PAMMBI

Baox OII: b1.B

2.1 TpeboBanus K l'[pe)lBa]PI/lTe.]'ILHOﬁ MOAroTOBKe 00y4arolerocs:

2.2 JucunmianHbl (MOXYJIM) H MPAKTHKH, JUIsl KOTOPBIX 0CBOEHHE TAHHON THCHUIAHBI (MOAY/Is]) HEOGXO0IHMO KaK
NpeanecTBYIee:

2.2.1 |Hayuno-uccnenoBarenbckas paboTa. Y4eOHBII MPOEKT

2.2.2 |IIporpammusie mIaT$HOPMBI M TEXHOIOTUH OOJBIINX JAHHBIX

2.2.3 | VYnpaBieHue IpOEKTAMU B COBPEMEHHON KOMIIAHUU

2.2.4 |HuBectunmonHbli aHanu3 UT-npoekToB

2.2.5 |VHTennexryanbHbIA aHAIN3 JaHHBIX

2.2.6 |Hayuno-uccienoBatenbckas padota. MccnenoBaTenbCKUi MPOeKT

2.2.7 |IIpakTuka MalmmmHHOTO 00Oy4IeHUs. MaTepraoBeicHIe

2.2.8 |IIpukmagasie o6acTy aHaMH3a OOJBIINX JaHHBIX. MaTepHanoBeieHIe

2.2.9 |HayuHo-uccienoBaTenbckas pabota

2.2.10 |TloaroToBka K MpOIEeaype 3aIIUTHI M 3all[Ta BHITYCKHOW KBATH(DUKAIIMOHHOW PabOoThI

2.2.11 |Ilpou3BonacTBEeHHAs MPOCKTHAS MPAKTUKA

3. PE3YJIbTATBI OBYUYEHUS IO JUCIUITIJIMHE, COOTHECEHHBIE C ®OPMUPYEMBIMHA
KOMIIETEHIIUSIMU

ITIK-4: Cnioco0eH BbINOJHATL PadoThl 110 c60PY, 00padoTKe U aHAJIM3Y 00JILIIHNX JAHHBIX B MEKAMCHUIIMHAPHBIX 00/1aCTAX

3HaTh:

ITK-4-31 cranmapTsl ohopMIICHHS, BUIBI 1 HA3HAYCHUS TEKCTOBBIX JOKYMEHTOB, 3JICKTPOHHBIX MHCEM, TAOJMYHBIX JOKYMEHTOB,
Mpe3eHTALNH];

TTK-4-32 cpencTBa 1 criocoObl CO3MaHMS IIEKTPOHHBIX ITHCEM, TEKCTOBBIX U TAOIMIHBIX JTOKYMEHTOB, TPE3EHTAIIMOHHBIX
MaTepHaoB,;

ITIK-3: Cnocoden ynpapisite aHajiuTHYeckuMU padoramu B UT-npoekrax

3HaTh:

ITK-3-32 MeTonsl pacyera U aHATU3a JaHHBIX, IPUEMBI TIOBBIICHUS (D (EKTHBHOCTH paOOTHI C TAHHBIMA M PE3yJIbTaTaMU PacyeTOB
B cpelie TaOJIIMYHOTO TIPOIIecCcopa;

[1K-3-31 cpencrBa u criocoObI OpraHU3aIMN KOJUIEKTHBHOM PaOOThI CpeICTBaMH AJICKTPOHHO ITOYTOBOH CHCTEMBI, COBMECTHOH
PabOTHI ¢ TEKCTOBBIMU JOKYMEHTAaMH U JIEKTPOHHBIMH TaOJIUIaMU;

YMmerb:

IIK-3-V¥1 pa3pabaTsIBaTh U UCIIOIb30BATH HHPPACTPYKTYPY KOJUICKTUBHOM PabOTHI CpeICTBAMHU IIOYTOBOTO KIMEHTA, TAOIHYHOTO U
TEKCTOBOTO PEaKTOPa;

ITK-4: Cnioco0eH BbINOJIHATH PadoThl 0 c60py, 00padoTKe U AaHAJIM3Y 00JLIIMX JAHHBIX B MEKAMCHUIVIMHAPHBIX 00/1aCTAX

Ymerb:

ITK-4-Y2 crpykTyprpoBaTh HHGOPMAIHIO U IPEICTABIATH €€ B TAOJIMYHOM BHAE, CO3aBaTh U (JOpMaTHPOBATH TAOIHIHEIC




JIOKYMEHTBI, B TOM YHCIIE C UCIONIb30BaHHEM CTaHAAPTOB, pa3padaThIBaTh MIA0IOHBI TAOIUYHBIX JOKYMEHTOB C HACTPOHKOI
ObIcTpOro ¥ 0€30MMO0YHOr0 BBO/IA JAHHBIX B TOM YHCIIE C MCHOJIb30BAHHEM HHCTPYMEHTOB IIPOBEPKHU JIAHHBIX, YIaJICHHs
IyONMKaTOB, IMIOPTHPOBAHMUS JaHHBIX, THHAMHYIECKHIX CIIOBapeH;

ITK-4-Y1 HacTpanBaTh IMOYTOBEIA KINEHT, pab0OTaTh C apECHOI KHUTOH, CO37[aBaTh KOHTAKTHI, (POPMUPOBATH CIIMCKH PACCHUIKH,
OpraHM30BBIBATh aBTOMaTUYECKYIO PACCHUIKY, OTIPABIATEH JOKyMEHT IO MapHIPyTy, pa3padaTeiBaTh U UCIIOIB30BATh
UH(PACTPYKTYpPy KOJUIEKTHBHOH pabOThI CPeICTBAMHU ITOYTOBOTO KIIMEHTA, IIPUMEHSTh CTaHIapT OOPMIICHHUS JICKTPOHHBIX IIHCEM;

ITK-4-VY3 pa3pabaThIBaTh U HCIONB30BaTh CTPYKTYPUPOBAaHHBIC TEKCTOBBIC IOKYMEHTHI B COOTBETCTBHHU CO CTaHAAPTaMHU,
HACTpauBaTh MAaOJIOHbBI, CTHIIN, HCTOYHUKH CTPYKTYPUPOBAHHBIX JAHHBIX JUIS TEKCTOBBIX JTOKYMEHTOB,

[1K-4-Y4 pa3zpabaTsIBaTh IPe3eHTAIIMOHHBIC MaTEpHAJIbl B COOTBETCTBHH CO CTAHAAPTAM{ M yIaCTBOBATh B ITPE3CHTAIINH;

IIK-3: Cnocoden ynpapisite aHajiuTHYeckuMu padoramu B UT-npoekrax

YMmerhb:

ITK-3-Y4 apromMaTHU3MpOBaTh paboTy ¢ JOKyMEHTaMH C IIOMOIIBIO TTOJICH H MaKpPOCOB;

TTK-3-VY3 ynpaBisaTe npaBaMu I0CTyna K JOKYMEHTY, CO3/IaBaTh B JIOKYMEHTE 00IIue paboyre 00IacTH, yCTaHABIUBATH 3aIIUTY,

TIK-3-Y2 cTpouTh MOJENH U A€TaTh pacueThl B TOM YHCIIE C UCTIOJIb30BAHNEM OTHOCUTENHHOM 1 aOCOIIOTHOM aapecanu, Gopmy,
(hopMysT MaccHBOB, BCTPOCHHBIX (DYHKIMH TaOIMYHOTO MPOIeccopa, TaOIHI TOACTAHOBKH, TO00pa apaMeTpa;

[TK-3-Y'5 npoBoauTh npe3eHTanuu

IIK-4: Cnioco0eH BBINOJHATL PadoThl 110 c60PY, 00padoTKe U aHAJIM3Y 00JILIINX JAHHBIX B MEKAMCHUIIMHAPHBIX 00/1aCTAX

Baagernb:

TTIK-4-B3 naBbikamu npodeccroHanbHON paboThl B TEKCTOBOM peaakrope MS Word;

ITK-4-B4 naBpixkamu mpodeccnoHambHON paboTH! B pepakTope mpesertanniit MS PowerPoint;

[1K-4-B2 naBbIKaMu POQeCCHOHAIBHOM PabOTHI B 3IEKTPOHHOM TabIHmuHOM Hporeccope MS Excel,;

IIK-3: Cnoco0en ynpaBasiTh aHaauTHYeckuMu padoramu B UT-npoekrax

Baanernb:

ITK-3-B1 HaBbIKaMu nctionb3oBaHus oprucHBIX M T-TexHOMOTrNi 17151 BEITOTHEHNS W JOKYMEHTHPOBAHUS aHAJINTHIECKUX PaboT B
npoekTax Ha nmpumepe MS Office;

ITIK-4: Cnioco0eH BbINOJHATL PadoThl 10 c60PY, 00padoTKe U aHAJIM3Y 00JILIINX JAHHBIX B MEKAMCUUIIMHAPHBIX 00/1aCTAX

Baagernb:

ITK-4-B1 HaBbIKaM# MpodecCHOoHATLHON paOboThI B OYTOBOM KiueHTe MS Outlook;

4. CTPYKTYPA U COJAEPKAHHUE

Kon HaumenoBanmue pasnenoB u | Cemecrp | HacoB | @opmupyemsble | Jluteparypa | Ilpumeyanue KM BeimoJsn
3aHATHS TeM /BUj 3aHATUSA/ / Kype HHAUKATOPbI M 1. sieMble
KOMIIeTeHII Uit pecypchl padoTsI
Paznen 1. AHau3 JaHHBIX
M NOCTPOeHHE OU3HeC-
mojeneii B MS Excel
1.1 BBon manHBIX U o opMIIeHHE 1 2 TIK-3-Y3 IIK-3 P1
Tabmurl /J1ab/ -V4 TIK-4-31 26
[TK-4-32 T1K-4-
V2 TIK-4-B2
1.2 BBon manHBIX 1 0 opmIIeHHE 1 8 TIK-3-Y3 IIK-3 JI1.1J12.2 KM1
tabmmn /Cp/ -V4T1IK-4-Y2 213256
T1K-4-B2
1.3 ITpuMeHeHUE BCTPOESHHBIX 1 8 TIK-3-32 IIK-3- P2
¢ynxuuit Excel /J1a6/ V2 T1IK-3-Bl 26
IIK-4-Y2 TIK-4
-B2
1.4 [IpumeHneHue BCTPOSHHBIX 1 20 IIK-3-Y2 TIK-3 JI2.5J13.1 KM2
¢dynxmit Excel /Cp/ -B1 TIK-4-VY2 JI3.4 J13.5
T1K-4-B2 22 56
1.5 AHanu3 OONBIINX TAOJIUIHBIX 1 4 [TK-3-32 T1K-3- P3
MacCHUBOB BCTPOECHHBIMHU V1IIK-3-Y2 26
uHCTpyMeHTamu /J1ab/ IIK-3-B1 IIK-4
-V2 T1IK-4-B2




1.6 Ananu3 60JbIINX TAOJTHYHBIX 16 IK-3-V1 TIK-3 JI2.4J13.1 KM2
MacCCHUBOB BCTPOSHHBIMHU -V2 TIK-3-B1 JI3.5
nHcTpyMeHTamu /Cp/ [1IK-4-Y2 TIK-4 0293 36
-B2
1.7 Ceopnble Tabnuibl /J1a6/ 4 TIK-3-32 TIK-3- P4
V1IIK-3-Y2 26
I1K-3-B1 I1K-4
-¥2 [IK-4-B2
1.8 CBoHBIC TaOIHIIBI. 10 I1K-3-B1 I1K-4 J12.1 KM2
HroroBoe TecTupoBaHue 1no -¥2 [1IK-4-B2 2223 36
paznemy /Cp/
1.9 KontponbHas padora 2 IIK-3-Y1 IIK-3 KM3
«AHaJIN3 TaHHBIX U -Y2 IIK-3-B1 26
MOCTpoeHue Ou3Hec-Moeneit T1IK-4-Y2 I1K-4
B MS Excel» /J1a6/ -B2
Paznen 2. JletoBoe
nucbMeHHoe odmenne B MS
Outlook
2.1 KopniopatuBHast KyabTypa 4 TIK-3-31 IIK-3-
3JIEKTPOHHOTO V1 IIK-4-31 26
obmenns /Jlex/ T1K-4-32
2.2 Hactpoiika nouroBoro 4 TIK-4-Y1 I[1K-4 P5
knueHTta. Pabora ¢ -B1 2156
nmucbmamu /Cp/
2.3 Paborta ¢ KoHTaKTaMu u 4 IIK-4-VY1 IIK-4 P5
anpecHas kaura /Cp/ -B1 21 26
2.4 Kanennapnoe 4 TIK-3-Y1 IIK-3 P5
ianuposanue /Cp/ -B1 ITIK-4-V1 2156
[1K-4-B1
2.5 YnpasneHue 3a1a4amu. 4 IIK-3-Y1 IIK-3 KM4 P5
JHenosas urpa «JleiaoBoe -B1 IIK-4-V1 21 26
MMCHEMEHHOE 0011eHre B MS T1IK-4-B1
Outlook» /Cp/
Pa3gen 3. Co3nanue u
3¢ dexTUBHAA padoTa c
Ou3Hec-1okyMeHTamMu B MS
Word
3.1 OdopmiieHHE TETOBBIX 0,5 | IIK-4-31 IIK-4- P10
muceM /J1a6/ 32 [1K-4-Y3 24 26
[IK-4-B3
32 OdopmiteHne IeI0BbIX 3,5 |IIK-4-31TIK-4- | JI2.3J13.2 KM5
mucem /Cp/ 32 [1K-4-Y3 JI3.3
IK-4-B3 34 36
33 [TonroroBka cepuitHO# 0,5 | IIK-3-31 IIK-3- P10
OusHec-nokymeHTanuu /J1ab/ V1T1IK-3-Bl 26
[IK-4-Y3 I1K-4
-B3
34 [TonroroBka cepuitHOM 3,5 | [IK-3-31 IIK-3- KMS5
6usHec-noxymentanun /Cp/ V1IIK-3-B1 26
[IK-4-Y3 IIK-4
-B3
3.5 Pabora co 4 I1K-4-31 IIK-4- J13.3
CTPYKTYPHUPOBaHHBIM 32 TIK-4-Y3 26
TEKCTOM OOJIBIIIOTO TTK-4-B3
pasmepa /JIex/
3.6 Pabora co 2,5 | I1IK-4-31 [1K-4- P10
CTPYKTYPHUPOBaHHBIM 32 T[IK-4-Y3 26
TEKCTOM OOJIBIIIOTO ITK-4-B3
pasmepa /J1a6/
3.7 Pabora co 5,5 | [IK-4-31 TIK-4- JI3.3 KMS5
CTPYKTYPHUPOBaHHBIM 32 T[IK-4-Y3 26
TEKCTOM OOJBLIOTO [IK-4-B3

pasmepa /Cp/




3.8 Cosmanue mradiona 1 0,5 TIK-3-31 T1IK-3- P10
JnokymenTa /J1ab/ V3 IIK-3-Y4 26
IK-3-B1 IIK-4
-B3 T1K-4-Y3
3.9 Co3nanue mabioHa 1 3,5 | IIK-3-31 IIK-3-
nokymenra /Cp/ V3 IIK-3-V4 26
IK-3-B1 TIK-4
-Y3 [1IK-4-B3
Pasnea 4. PazpaGorka
npe3eHTALMI 1 OU3Hec-
rpauxu B MS PowerPoint
4.1 [TonsiTue u cogepxanue 1 4 [1K-4-31 I1IK-4- P7
O6usHec-TpaduKy. 32 [IK-4-Y4 213506
ITocranoBka 1enu /J1a6/ T1K-4-B4
4.2 Ctpykrypa 1 2 TIK-4-31 T1K-4- P7
npe3eHTanuu /J1abd/ 32 [1K-4-Y4 219536
[1K-4-B4
43 Onrummzanus (rpadudeckast 1 2 T1K-4-32 IIK-4- P8
u TekctoBas) /J1a6/ V4 TIK-4-B4 26
4.4 [TyOnuuHbIC BBICTYIUICHHUS. 1 4 TIK-3-Y5 [1IK-4 P9
IIpaktudeckas padora /J1ab/ -32 [IK-4-Y4 26
[1K-4-B4
4.5 [Tonroroska k 3amure 1 10 [IK-4-Y4 T1K-4
WH/IMBUAYaJIbHOM -B4 26
npeseHTanuu /Cp/
4.6 3amura UHIUBUIYaIbHON 1 4 TIK-3-Y5 I[1IK-4 KM7
npeseHTanuu /J1ab/ -32 [1IK-4-Y4 26
[1IK-4-B4
5. ®OHJ OHEHOYHBIX MATEPHUAJIOB
5.1. KonTpoJibHbIe MeponpusaTHA (KOHTPOJIbHAsA padoTa, TecT, KOJJIOKBUYM, IK3aMeH U T.II), BONPOCHI [IJIs1
CaMOCTOSITeJIbHON MOATOTOBKH
Kon Konrponbnoe lpoepsenbie
KM MepONpHATHE HHJIMKATOPbL Bonpock! 11 TOATOTOBKU
KOMITETeHLU I
KM1 IIpensapurensHoe IK-4-31;I1K-3-Y2 JinTenbHOCT TecTa — 1 4ac, KOIMYECTBO BOIPOCOB — 42, KOIMYECTBO
TECTUPOBAHUE 11O MOMBITOK — 1, mosIp30BaThes MOxHO — Excel u cripaBkoii mo Excel,
paszneny Henb3s - UHTepHeToM, coceioM. Pe3ynbTaTsl: 111 yCHelHol ciauu
"TTonb3oBarens MS HEOOXO0IMMO OTBETHTH Ha 31 Bompoc.
Excel" Tewmsl TecTa:
Hutepdeiic, pabota ¢ daitnamu 1 JOKyMEHTaMH.
®dopmaTHpoBaHUe TaHHBIX, TYCEK U TAOIIHII.
OCHOBBI BBIYHCIICHUH U UCTIONB30BaHUE (HYHKITHIA.
PeuensupoBanue u 3amuTa JOKyMEHTA.
Pabora ¢ JaHHBIMH U TUarpaMMaMmy, [IeYaTh JOKyMCHTOB.
KM2 Urorosoe [TK-3-Y4;T1K-3- JlmutensHOCTD TecTa - 1 yac. B Tecte Bcero 25 BONpocoB, pa30OUTHIX Ha
TECTHPOBAHHE TI0 V3;IIK-3-Y2;[1IK-3- |5 6m0K0B:
pazneny VI;IIK-3-32;11K-4- | @ynkiun - 11 Bompocos;
"Cneuuanuct MS B2;I1K-4-31 Bonpume Tabnuiipl - 5 BONpocos;
Excel" CBOJIHBIE TAOJUIIBI - 5 BOIPOCOB;

CosmecTHas pabora - 2 Bompoca;

Maxpocs! - 2 Bompoca.

Pe3ynbrathl: 1u1sl yCIICNTHOM c1aul HEOOXOIMMO OTBETHTH Ha 20
BOIIPOCOB




KM3

KontponbsHas
paborta «AHau3
JAHHBIX U
MOCTPOCHUE OM3HEC-
mozeneii B MS
Excel»

TIK-4-31;1TK-4-
B2;:[1K-3-32;T1K-3-
V1;TIK-3-Y2;1IK-3-
V3;TIK-3-V4;[1K-3-
BI

KontponsHas paboTta «AHaIM3 JaHHBIX U IOCTPOECHHE OU3HeC-Moeneit
B MS Excel» [u1s1 Tekyiero KOHTposst 1o Moayitto Nel BBITIONHSETCS B
AyIUTOPHH B IIPUCYTCTBUH IIPEHOIaBaTeNs B TeUeHue 1 4.

IIpumep 3amaHus: NCXOAHBIC JAHHBIE - 6a3a TaHHBIX COAEPKUT
Pe3yJbTaThl TECTUPOBAHHS CTYICHTOB 10 HECKOJILKUM TECTaM.
ITocTpouTts cBOAHYIO TaOIUILy, B KOTOPOH HATJISAHO M KOMIIAKTHO Oyzer
npencTaBieHa nHpopMarys. B momydeHHONH CBOTHOM TabuuIe
HACTPOUTH BU3YyaJbHOE MPEACTAaBICHUE JaHHBIX, HCIIONb3Ys Y CIIOBHOE
(opmaruposanue. [10AroTOBUTE pe3ynbTaThl 1JIsi HPOCMOTPA ¥ IEYaTH.
ITocTpouTs CBOIHYIO THATPAMMY.

OreHuBaercs:

KoppextHocTs ncnonb3oBanus GyHKImii (2 6anna);

ITpumenenue cBOAHBIX TabHIL U cpe3oB (1 Oamn);

Tabmunsl, GUIABTPEL, cOpTHPOBKA (1 Garm);

Oco0eHHOCTH COBMECTHOH paboThl 1 Makpock! (1 6am)

Bormpock! st MOATOTOBKH K KOHTPOJIBHOW padore:

1. Kax HacTpOuTH JIEHTY, TaHeNb OBICTPOTO JOCTYIA, CETKY TaOJIHIIbI,
CTPOKY (hopMyJ1, 3ar0J0BKH CTPOK U cTonbnoB MS Excel?

2. KakoBbI cTaHAapTHI 0QOPMIICHHS TAOJIHMYHBIX TOKYMEHTOB?

3. Kakue onepamuu ¢ ssueikamu, Juarna3oHaMu, TUCTaMH, KHUTaMH B
MS Excel MOXHO BBIITOJIHUTh, KAKAE U3 HUX MOYKHO OTMEHUTH?

4. Kak npaBuiIbHO 331aTh UMl (haiiia U Marnku s KaTalorH3aluH
ousHec-nHGOpMaun?

5. Kak mMnopTupoBaTh JaHHBIC U3 PA3INIHBIX HICTOYHUKOB B

(aiin .xlsx?

6. Kak co3nath BCTpOEHHbIE 0Ib30BATEIbCKUE CIIUCKH IS
ABTO3AIIOJHEHMSI U COPTUPOBKU?

7. Kax ycTaHOBHTH (pOpMAT JaHHBIX B A4eiikax Jucra?

8. Kak HacTpouTh nmapamerpsl revaty J0KyMmeHTa?

9. Kak 3akpenuTh 00J1aCTh MPOCMOTPA B JOKyMEHTE?

10. JInst uero B TOKyMEHTE MOYKHO HUCIIOJIb30BaTh IIpUMeyaHue?

11. Kak HacTpOuTh MPOBEPKY BBOJA IaHHBIX B sTUEHKY?

12. Kak ycTaHOBUTH 3alIUTY JAaHHBIX B JOKYMEHTE?

13. Kak co3iath U OTpeJaKTHpOBaTh Makpoc?

14. Yro Takoe abcontoTHas/ OTHOCUTeNnbHas aapecaiys B Excel?

15. Kak co3nath, OTpeAakTHPOBATh H KOMHPOBATH (POPMYJIBI B siuciikax?
16. Kak npaBuiibHO 3amcaTh GOpMYITy JJIsl THHOOOpa3HOTro pacuéra B
CTONOIIE WIIN CTPOKE?

17. Kak ccputatees B hopMynax Ha sSYEHKU APYTUX JUCTOB, KHUT, HA
JIBYMEPHBII1, TPEXMEPHBI MaCCUB JTaHHBIX ?

18. Kak 3agaTh 1 UCIOIB30BaTh UM Uana3oHa?

19. Kak mpaBuibHO 3anucaTs hopMyiry MaccuBa?

20. Kakue kaTeropuu BCTpOSHHBIX (pyHKIHI nmeroTes B MS Excel?
21. Kax BbI3BaTh MacTep (pyHKIHH, €ro COCTaB M Ha3HaueHHe?

22. KakoB cocTaB ¥ Ha3HaUY€HHUE apIyMEHTOB BCTPOCHHBIX
MaTeMaTUYeCKUX, CTATUCTUIECKUX U TEKCTOBBIX (DYHKIUH pa3InIHbIX
Kareropui?

23. KakoBBI IpaBMIIa 3aJaHUS YCIOBUH IS IOTHYECKAX (DYHKITHH
BBIOOpA?

24. KakoBa BJI0XKEHHOCTh JTOTMYECKUX (QYHKITHIA?

25. KakoB cocTaB ¥ Ha3HaYEHHE apryMEHTOB BCTPOCHHBIX (DYHKITHI
CCBUIOK M MaCCHBOB JJISl H3BIICUEHHS JJAHHBIX BEPTUKAIBHOTO 1
TOPU30HTAJIBLHOTO MPOCMOTPa MaccuBa?

26. Kak mpeobpa3oBath Auana3oH B Ta0auiy? KakoBbl OCHOBHBIC
aJeMeHTHI nHTepdeiica TabIHIbl, KaK HX HACTPOUTH?

27. Kax BBIIOTHUTH MHOTOYPOBHEBYIO COPTHPOBKY?

28. Kak paccuuTarh UTOTH 1O TPYIIIaM COPTUPOBKU?

29. Kak BCTaBHUTh ¥ IPUMEHHUTH aBTOPHILTP?

30. Kak HaCTpOHUTh ¥ IPUMEHUTH PACIINPEHHBIH QUIBTP?

31. Kak BBINOTHUTD U HACTPOUTH KOHCOJIMAALMIO TaHHBIX U3
HECKOJIBKUX MacCHUBOB?

32. Kak ncnonb30BaTh B MOJIENSX yCiIoBHOE (popmaTupoBanue?

33. C nomo1uipo Kakoro HHCTpymeHTa B Excel MoxxHO mocTpouTs
TaOJHIBI YYBCTBUTEIBHOCTH?

34. Kak co3/1aTh U HACTPOUTH CIICHAPHIT?

35. Kakoit HHCTPYMEHT MOKHO HCIIONIB30BAaTh JUISI 337124 OOPaTHOTO
nepecuera’?




36. Kak mogkmounts HaacTporky «Ilouck» B Excel? Kak moaroroButh
JaHHbIe 11 nHCTpyMeHTa «[louck perreHns»?

37. [l perieHus Kakux 3aJad MOXKHO IPUMEHUTh UHCTPYMEHT
CBOJIHBIX Ta0IuIL?

38. Kax BcTaBUTh M HACTPOUT CBOJHYIO TaOIUILy?

39. Kak nmocTpouTh CBOJHYIO AHarpaMmy?

40. Kak BU3yasin3upoBaTh JaHHBIE C TOMOIIBIO CIIAPKIAHHOB?

41. KakoBbI TUIIBI JUarpaMM U UX Ha3HaYeHUe?

42. Co3zaHue U HACTPOMKA TUarpamMmal.

KM4

JlenoBas urpa
«JlenoBoe
MUCbMEHHOE
o0Omenue B MS
Outlook»

TIK-4-31;1TK-4-
V1;TIK-4-B1;TTK-3-
Bl

I'pynma cTyaeHTOB ¢ IpenojaBaresieM BEAET J1eJI0BYIO EPENUCKY 10
3aJlaHHOM TeMe C UCIIONIb30BaHUEM 3HAHUI yMEHUH U HaBBIKOB,
MOJy4eHHBIX Ha CaMOCTOATENbHOMI paboTe pasaena. [Ipumep 3amaHus:
Brl siBnsieTech WieHOM MPOEKTHOM KOMAaH/IbI [0 BHEIPEHUIO TUIIOBOIO
npukiagHoro U T-pemenus 1C:PemonTHas MacTepckasi, 3apocuTe y
PYKOBOZHUTEINS IIPOCKTA JOMOIHUTEIBHYI0 HH(OpMAIHo Ut Bamei
paboThl, OTYUTANTECH O pe3yNIbTaTaxX.

Bonpocs! a1 moAroToBKH K JEIOBOM UTPe Mo pasaeiny 2:

1. B uem oTnnune GyHKIIMOHAIBHBIX BO3MOXKHOCTEH IIOYTOBOTO
KITUEHTa MpHu web-noctyre?

2. Kakum 00pa3oM BBITIOHAETCS HACTPOIKA yIETHOM 3armucu?
3. KakoBbI npaBmiia 0popMIIEHHSI SIEKTPOHHBIX IACEM B COOTBETCTBUH
C KOPIOPaTUBHBIM CTaHAAPTOM?

4. Yro Takoe afpec NEKTPOHHON NOUThI?

5. KakoBa cTpyKTypa 3JIeKTpOHHOIO MUCbMa?

6. Kak oTHpaBUTh 3JIEKTPOHHOE MHCHMO?

7. Kak co3gaTh KOHTaKT?

8. JIJ1st 9ero B MouTe MOYHO HCTIOJIh30BaTh aJPECHYIO KHUTY?

9. Kak co3garb BCTpeuy B IOYTOBOM KJIUEHTE?

10. Kak co3naTh rpynmnoByIO pacchbuIKy?

11. Kak 3armanupoBats paboty B kanenaape?

12. Kak nepenectu BcTpeuy?

13. Kak Ha3HaunTH 3a1a9y?

14. Kak oTMETHUTD BBLITOJIHEHHE 3a0a9u?

15 Kak oTrnpaBuTh OTHET O BHIMOJIHEHUH 3a1a4u?

KMS5

Pa6ora co
CTPYKTYPUPOBAaHHBI
M TEKCTOM

I1K-4-32;I1K-4-
31;1IK-4-Y 3;T1IK-4-
B3;I1K-3-V2

Bormpock! i1t OATOTOBKE K IMEePeKPECTHOH MpOBEpKe MO pas3zerny 3:

. Kak HacTpouTs mapameTps! CTpaHHIB!/ pacriedaTaTs JOKYMEHT?

. Kak BcTaBuTh HyMepalysl CTpaHHIl B TOKyMeHTe?

. Kax oopMuTH KOJIIOHTUTYIBI B JOKyMEHTE?

. Kax m3mennts mpn¢1/ opopmienue ad3amna B JOKyMeHTE?

. Uto Takoe cTuib?

. Uto Takoe mab6aon?

. Kax ¢opmaTtupoBats Texct?

. Kax co3nmats cTpykTypHpOBaHHBII JOKYMEHT?

. Kak HacTpouTh pa3nuuHbie ypOBHU TEKCTA B IOKyMEHTE?

10. Kak HacTpOHTb 3arojOBKH JOKYMEHTA?

11. Kak BCTaBUTH OTJIaBJICHUE B JIOKYMEHT?

12. Kak oopMHUTB PUCYHOK B I€IOBOM JOKYMEHTE MM OTUeTe, KaK
BCTAaBUTb CCBIJIKY Ha HETO B TEKCTE?

13. Kak mpaBUIBHO BCTaBUTH M OQOPMHUTH TaOJIHITY B TOKYMEHTE, KaK
BCTABUTH CCBHUIKY Ha TaOJIMITy B TEKCTE JOKYMEHTa?

14. Kak 0opMHUTb CIMCOK JTUTEPATYPHI B OTUETHOM JokymeHTe? Kak
BCTAaBUTb CCHIIKY HA UCTOYHUK LIMTHPOBAHUS B TEKCTE JOKyMEHTa?
15. Kak BCTaBUTbH 1OJIE B JOKYMEHT?

16. Kak »MIopTHpOBaTh KOJUIEKIIUIO COOCTBEHHBIX CTUIIEH B Ipyroi
JIOKYMEHT?

17. Kak ncnonp30BaTh CTUIM B HOBOM JIOKyMEHTE?

18. Kaxk BcTaBuTh IpaBku B JOKyMeHT? Kak 00beIMHNUTH MIPaBKH U3
HECKOJIBKUX JJoKyMeHToB? Kak 06paboTaTh paBKu B TOKyMeHTE?

19. Kak ycTaHOBUTH 3aIIMTYy B JOKyMEHTE?

20. Kak co3nats mabmnon ordera mo [OCTy?

21. KakoBBI OCHOBHBIC [TPaBHJIa COBMECTHOM pabOTHI B JOKYMEHTE MO
eIMHOMY I1a0JIoHy?

O 01N DN A~ W —
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JlabopaTopHas
pabota 4.2
Crpykrypa
Ipe3eHTanuu

ITK-3-Y5;I1K-4-
B4;11K-4-31;11K-4-
V4

Crpykrypa npeseHTauuu. [IpuHIUIBI cO3AaHUs YCTIEITHON
npe3zeHTauuu. Co3ganue runepechliky; padora co cnaiaamu B
Pa3IUYHBIX PEKUMAaX; MOATOTOBKA CIAI-I0Y, MPOU3BOIBHBIE MTOKA3HI;
yIpaBJIeHUE MOJTHOAKPAHHBIM [T0Ka30M; COXpaHEHUE MPE3EHTAINH B
pa3nuyHbIX pacmupeHusx. CozqaHue ynpasisiomuX KHOTOK,
[IPOM3BOJIBHBIX ITOKa30B
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3amura
WHIUBHIYaIbHON
MpE3CHTAINT

TIK-4-31;1TK-4-
32:T1IK-4-V4;[TK-4-
B4;[TK-3-V5;TTK-3-
BI

3amyTa HHIUBUIYAIbHON MPE3SHTAIH B TEUEHUE 5 MUHYT B
NPUCYTCTBUY MPEIOABATEN U IPYIHX CICIHAINCTOB. 3a/IaHKe!
[ToaroTOBHUTE MPE3CHTAIIHIO C IIETHIO 3aHHTEPECOBATH TTOTCHITHATBEHOTO
paboTtonaTessi, poJIEeMOHCTPUPOBAB CBOIO pe3toMe, YueOHbIE TUIaHBI 1
BO3MOXXHOCTH paboThl. [Ipe3eHTalus 10/KHA ObITh BHIMOJIHEHA B
nra6yione kommnanuu (IBS/bopiac) B A€710BOM CTHIIE C MCTIOIB30BAHUEM
CTaHJAPTHBIX DJIEMEHTOB

Bomnpoce! A5 MOArOTOBKE K 3aLIUTE NPE3EHTALMU 0 pa3zeny 4:

1. Ins1 yero Hy)kHa npe3eHTanus?

2. Tpu >nemenTa 3(pHeKTUBHON Mpe3eHTAUH

3. Tpu uenu npeseHranuu. B uem ux ornuuns?

4. Kakue cylecTBYIOT TUIIBI ayIuTOpuu. B ueM pasznuna mexxay Humu?
5. OCcHOBHBIE BOIIPOCHI [UI aHAIU3a AyJUTOpUU?

6. Kax nmepeliTu B pexuM peJaKTUPOBaHMS IIa0JI0HA IPEe3eHTaluu?
7. J1ns yero HeoOXOIMMO aBTOMAaTHYECKOE mmojie??

8. Kak BxitounTh Harnpasisomue?

9. Kak MO>XHO c0311aTh CBOW COOCTBEHHBIH MaKeT?

10. Kakue cyiiecTBYIOT cliocoObl KOITMPOBAHUS CIAI0B U3
Mpe3eHTALNI B TIPE3CHTAIINIO C IPYTUM I11a0JIOHOM?

11. Kakue neficTBus Hal ciaiijaMi MOKHO TIPOU3BOJUTH B PEXKUME
«CopTUPOBIIUK CIANI0BY»?

12. Kak Bbiienuth cinaiijipl B « COPTUPOBILMKE CIIalI0B» Yepe3 oauH?
13. Boamoxno 111 B PowerPoint BHeceHHe N3MEHEHUIT Ha BCE CIIAMIBI
OJIHOBPEMEHHO?

14. C kakoro cnaiina B PowerPoint Bo3MoeH nokas npe3eHTanuu?
15. Kakue BapuaHThl pacloiIoKeHHs! CIaiIoB Ha CTPaHULIE BO3MOXKHBI
TIPU CO3JIaHMH Pa3aTOYHBIX MaTepuanoB B PowerPoint?

16. I1aTh 5TanoB cO3AaHUS MPE3CHTAIIMN

17. Kak OTKpBITB I peakTupoBanus daitn B popmare
«Jemoncrpanus PowerPoint (*.pps)»?

18. MoKHO 11 U3MEHUTH LIBETOBYIO CXEMY NIPE3CHTALUN?

19. OToOpaxaroTcs T1 CKPBITHIE CIAiIbI B MOJTHOAKPAHHOM PEKUME
JIEMOHCTpPALUH [Tpe3eHTaluu?

20. Kak ycTaHOBHTB THIIEPCCBUIKY, YTOOBI 3aT€M aBTOMATHIECKH
BEPHYTHCS HA UCXOIHBIN craiin?

21. MoHO 111 pa3feauTh NPEe3eHTALMIO HA pa3/esbl U yIpaBiIsaTh
paznenamu?

22. Yro Takoe Npou3BOJIbHBINA OKa3?

23. TekcT, pacloJIOKEHHBIH B TEKCTOBBIX MOJISX, 100aBIEHHBIX
BPYUHYIO, HE BXOAMT B CTPYKTYPY IIPE3EHTALUU?

24. Ha xaxol naHeIu HHCTPYMEHTOB PACIION0KEHb! KHOIKH,
npefHa3HaYeHHbIE I paboThI C TEKCTOM?

25. Kak u3aMeHUTh HHTEpBAIl MEX 1y ab3aramu?

26. Kak BcTaBUTh Ha CJai]l TEKCTOBYIO HA/MKCh, €CIIU 3TO HE
MIPEeyCMOTPEHO Pa3METKOM?

27. Kaxoil mipudT SBisieTcss ONTUMAIBHBIM 7151 TPEe3eHTaLuU U
nouemy?

28. Kak MOYKHO MIOMEHSTH MOJIOKEHUE aBTOMUTYPHI Ha claiine?

29. Kaxk BBIpOBHATH JBe (DUTYPHI, PACHIOIIOKEHHBIE HA CIIale, 1Mo
LEHTpY cinaiga?

30. Kakue neficTBUsl MOXKHO COBEpLIATH C PUCYHKOM?

31. IIATh OCHOBHBIX TUIIOB CPAaBHEHUSI.

32. Kak MOYKHO U3MEHHUTD THII AUArPaMMBbI?

33. MoxHO 111 mpeoOpa3oBaTh 00bEKT SmartArt B TeKCT?

34. MoxHo 11 ipeoOpa3oBaTh 00beKT SmartArt B 00BeKTHI?

35. Yro HeoOXOaUMO cIenaTh I co3aanusa Tadauisl B PowerPoint?
36. OnTUManbHOE KOJMYECTBO CTPOYEK U CTOJIOLOB B Ta0IuIe?

37. B PowerPoint Bo3MO)XHa JTH aHUMAITHSL AUATPaMMEI IO psiiaM
JaHHBIX?

38. B PowerPoint BO3MOXHO 11 3aJjaHKE ITyTell epeMenIeHus
oObekTa?

39. Kakwue criocoObl MpHUBJICYSHNS] BHUMAHKSI B HaYaJIe MPe3eHTAIHN ?
40. IpaBUIBHEINA BEIOOP OAEXKIBI AT IPOBEACHUS NIPE3CHTAINH.




5.2. Tlepedenn paGoT, BeINoIHsAeMbIX 10 AucuuminHe (Kypcosasi padora, Kypcosoii npoexrt, PT'P, Pedepar, JIP, I1P u 1.11.)

IIpoBepsiemblie
Konx Ha3panune
WHIUKATOPbI ConeprxaHne padOThI
pabotst pabotst o
KOMIIETCHITHH

P1 Jlabopatophas [TK-4-31;11K-4- OcHoBBI paboThI ¢ Tabuuamu. BBoa nanubix. OdopmiieHune TabuiI.
pabota 1.1. OcHoBrr | B2;TTK-3-32 3HaKOMCTBO ¢ MakpocaMi. OCHOBBI pabOTHI ¢ AHarpaMMaMH.
paboTsI ¢ Ionroroska k mevatu. [Tonp3oBarensckue GopMaTsl
TaOJIULIAMH.

P2 JlaGoparopHas [TK-4-31;11K-4- ®Dopmyibl U BeIYHCIeHUs. MaTeMaTuyeckrue pyHKLIUY.
pabota 1.2. V2;I1K-4-B2;[1K-3- | Cratuctraeckue GpyHKimu. Oyakin CCBUTKH U MaccuBHI. Jlornueckne
DopMyisl U v2 ¢ynxumn. Texcrosere pynkmmn. Oynaknun Jlata u Bpems. PruHAHCOBEIE
BBIYUCIICHHUSL. ¢ynkun. YciaoBHoe popmatupoBanue. Gopmysasl MaccuBa.

ITporno3upoBanue 1aHHBIX

P3 JlabopatopHast [TK-3-Y4;T1K-3- Cosnanue u Benenne Taomuil. I[IpoBepka BBOMUMBIX 3HAUCHHIH.
pabota 1.3. Aramu3 | Y3;IIK-3-Y2;I1K-3- | CoprrpoBka qaHHBIX. PUIbTparist JaHHbIX. [IpoMeKyTOUHbIE HTOTH.
OOJIBIITHX 32;I1K-4-31 Konconupanus nanHpx. IMIopT JaHHBIX. 3alUTa JaHHBIX. AHATU3
TaOJIHYHBIX «uto ecim». Cuenapun. [Tondop nmapamerpa. [Tonck pemenus. Ananus
MacCHBOB JTAHHBIX C ITOMOIIBI0 JlarpamMm
BCTPOEHHBIMHU
WHCTPYMEHTaMHU

P4 JlaGoparopHas [TK-3-Y2;I11K-4- Coznanue cBoaHOM Tabnuukl. [IpeobpazoBaHye CBOTHOM TAOIUIIBI.
pabota 1.4. V2;11K-4-31 OunbpTpalys U COpTUPOBKA AaHHBIX. HacTpoiika nosnei cBogHoM
CBonIHBIE TAOIUIIBI Tabnuikl. Jlo6aBieHne BEIYUCISEMBIX TIOJIEH B CBOHYIO TaOJIHILy.

dopmaTUpOBaHKE AAHHBIX B OTYeTE. [ pynnupoBKa mojeil B CBOAHOMN
tabnuiie. CBogHbIe AuarpaMMbl. OOHOBJICHUE CBOHBIX TAOHII U
JFarpaMm

P5 CamocTosTenpHas [1K-4-31;I1K-4- HacTpotika mouroBoro kineHTa. Pabora ¢ KOHTaKTaMu ¥ afpecHas
pabota 2. JlenoBoe 32;1IK-4-Y 1;IIK-4- | kaura. KanengapHoe miaHupoBaHue. YTIpaBIeHHE 3aJadyaMu.
MMHMCHEMEHHOE B1;ITK-3-31;I1K-3-
obmenne B Outlook | Bl

P6 CamocTtosTenpHas [1K-4-31;I1K-4- Odopmierne nenoBbix mrceM. [1oJroroBka cepuitHoi ou3Hec-
pabota 3. Cozmanne |32;I1K-4-V3;I1K-4- | moxymenTanuu. PaboTa co cTpyKTypHpOBaHHBIM TEKCTOM OOJBIIOTO
u 3¢ dexTuBHas B3;I1K-3-V3 ob6bema. Co3manue maboHa JOKyMEeHTa
pabota ¢ 6u3Hec-

JIOKyMeHTaMu B MS
Word

P7 JlaGoparopHast [MK-4-31;I1K-4- ITocranoBka uenu: IlocTaHOBKa OCHOBHBIX Liesiel U 3a7a4 npu padoTte
padota 4.1 [Toustre |32;11K-4-B4;I1K-4- | Hax mpe3eHTanuei. PaboTta B rpynmax Hall aHAIH30M ayJIUTOPHH U
U COZIepKaHUe V4 [IOCTAaHOBKOH Lienei
6usHec-rpaduky.

P8 JlaboparopHast [TK-4-B4;I1K-4- OcobenHocTu paboTsl ¢ TekcToM. [Ipeodpa3oBanue Tekcra. CoiicTBa
pabora 4.3 V4;11K-4-32;TTK-4- | magmucu. CBoiicTBa rpadudeckoro oobexta. OCOOEHHOCTH PabOTHI C
OnTtumMuzanus 31 pucyHkamu. JloOaBieHre U CBOMCTBA AuarpamMm, o0BbEKTOB SmartArt,
(rpaduueckast u Tabnur. Arnmanus. Pabora ¢ rpaduueckuMu 00bEKTaMU U PUCYHKaMU.
TEKCTOBasI) Hactpoiika anHumManuu B COOTBETCTBUU C OCTABJICHHON 3aa4eid.

Onrumuzarms (rpagudeckast ¥ TeCTOBast) CIalIoB B TPYIIIax

P9 JlaboparopHast [1K-4-31;I1K-4- OCOoOCHHOCTH ITyOJIUYHOTO BRICTYIICHUS. 3aIUTa TPYIITOBOI
pabota 4.4 32;IIK-3-B1;I1IK-4- | mpe3eHTanuu. BrICTyIIeHHE ¢ TTOATOTOBIEHHON B IpyIIax
[Ty6nuunoe B4;T1K-3-Y5 npeseHTanuei. Pazoop ommbok
BBICTYIUIEHHE

P10 JlaboparopHast [TK-3-Y3;I1K-4- Odopmierne enoBbIx mrceM. [1ororoBka cepuitHoi ou3Hec-
pabora 3. Cozmanme | B3;[1K-4-Y3;[1K-4- | nokymenramnum. Pabota co cTpyKTypHpOBaHHBEIM TEKCTOM OOJBIIOTO
u 3¢ dexTuBHas 31;11K-4-32 obbema. Co3nanue mabinoHa JOKYMEHTa

pabota ¢ 6u3Hec-
JIOKyMeHTaMu B MS
Word

5.3. OueHo4HbIE MaTepuaJibl, HCNOJb3yEeMbI€ VISl IK3aMEHa (onncalme GI/IJ'IBTOB, TECTOB U T.l'l.)

OK3aMeH He IPEeAYyCMOTPEH.




5.4. MeToauka OLIeHKH 0CBOCHHS NUCHMILIMHBI (Moay/1s, npakTuku. HAP)

ITo nucuumInHE MPOMEXYTOUHAsI aTTeCTAlMs IPpeaycMOTpeHa B ¢popme 3aueta B 1 cemecTpe.

i cnaum 3adera CTyAEHT JOJDKEH YCHELIHO BBIIOJIHUTD BCE 3alaHMs [0 BCEM MOAY/ISIM JUCLUIUIMHBI K Pa3MECTHTh CBOM
pe3yNIbTaT B COOTBETCTBYIOINIEM 3a1aHuu B cucteMe Canvas. [1o KayKIoMy THITY 3aJJaHHsI CBOS IITKaJIa:

- nabopaTopHble pabOTHI, BEITIONIHEHHBIE B ayIMTOPHU TIOJ] PYKOBOJICTBOM IIPEIIOIAaBATENsI, OIIEHUBAIOTCS Mo mmiKaie: 0 -
3aBeplIeHo/ | — He 3aBepILEHO;

- caMoCTOsITeIbHAS paboTa U KOHTPOJIbHAs paboTa OICHUBAIOTCS S5-OabHOMN IIKANIOM (HECBOCBPEMEHHAs cllavya 3aJaHus —
CHIDKEHHE OlleHKH Ha 1 6amn): 0 - Ha mopabotky, 2 — Hey., 3 - ya., 4 - Xop., 5 - OTIL;

- MIepeKpecTHasl MpoBepKa PabdOT CTyAEHTaMU JpPYr Yy APYyra, OLEHWBAETCs MO IKaie: | — BhIMOMHEeHo ¢ ommOkamu/ 0 —
BBITIOJIHEHO 0€3 OIIMOOK, 32 KAXKIYI0 TeMY, KOTOpasi COCTOHUT M3 HECKOJIBKUAX CXOXKHX 3aJaHHi; OAJUTBI ONTyYaeT IPOBEPSIFOLIHA;

— TECTHI OIICHUBAIOTCS KOJUYECTBOM MPABWILHBIX OTBETOB M3 OOINEro MmepedHs Bompocos: 18 u3 25, 31 u3 42 — tecr
MIPOMIEH.

MHTerpanbHblii 6ajul cucTeMa PacCUUTHIBAET, KaK IO CyMMBI BCEX OLIEHOK CTYJIEHTa K CyMME MaKCUMaJIbHO BO3MOXKHBIX OLICHOK,
TO €CTh MAKCUMYM MOXeT ObITh 100 Gaios.

Ecmu konmmdecTBo HaOpaHHBIX 0ayutoB oT 61 10 100, To OKOHYATENBHAS OLIEHKA MO AUCIUILTHHE "3auet”, eciii 0aJioB MEHBIIIE, TO
"Heszauer".

6. YHEBHO-METOAWYECKOE U HTH®OPMAIIMOHHOE OBECIIEYHEHME

6.1. Pexomenayemas iureparypa

6.1.1. OcHoBHas JIMTEpaTypa

ABTOpBI, COCTaBUTENN 3arnaBue bubnunoreka W3znarenbcTBO, TOX
JI1.1 | berukos M. H. OCHOBBI IPOrPaMMHUPOBAHHS DnexTpoHHas 6ubnrorexa HoBocubupck:
Ha VBA mis Microsoft Excel: HoBocubupckuit
y4aeOHoe mocodne TOCYJIapCTBEHHBIH
TEXHUYECKUI YHUBEPCHUTET,
2010
6.1.2. JlonosiHuTEIBHAS JIUTEPATYpPa
ABTOpBI, COCTaBUTENH 3arnaBue Bbubnmorexa W3narenscrBo, rof
JI2.1 |Bacumses IO. B. Connbie Tabmuibl Microsoft DneKkTpoHHas OnOIMoTeKa HoBocubupck: Cubupckoe
Excel: mpakTuyeckoe mocodue YHUBEPCUTETCKOE
n31aTeabcTBo, 2008
J12.2 | Criupugonos O. B. Pa6ota B Microsoft Excel DneKkTpoHHas OubIMoTeKa Mocksa: MHTepHET-
2010: kypc: yueOHOe Tocoone YHuBEpcUTeT
WH}opMaimoHHbIX
Texnonoruit (MHTYUT), 2010
JI12.3 | Criupunonos O. B. Pabota B Microsoft Word 2010 | DnekrponHas OubmuoTeka Mockga: NHTepHeT-
YHuBepcUTeT
WudopMarimoHHbIX
Texnonoruit (MHTYUT), 2010
JI2.4 |Tlakynun B. H. Pemrenre 3amay onTUMHU3anun DnekTpoHHas OudIMoTeka Mocksa: HarmoHnanbHbIH
YIIPABJIECHHUS C TOMOLIBI0 MS OTKpBITHIH YHUBEPCUTET
Excel 2010 «IHTYHUT», 2016
JI2.5 |Karanos B. U. KomnbrorepHsie Berancienus B | bubnuoreka MUCuC M.: I'opsiuast nunus - Tenexkom,
cpenax Excel u MathCAD 2003
6.1.3. MeTtoanueckue pa3padoTKku
ABTOpBI, COCTaBUTENH 3arnaBue Bubnmorexa W3narenscTBo, rof
JI3.1 |Lpmus A 11, CraTuctrka B TaOJIHMIHOM OnexTpoHHas OHOIMOTEKA OpenOypr: OpeHOyprekuit
®aunszosa JI. P. penaxrope Microsoft Excel: rOCY/1apCTBEHHBIH
1a00paTOpHBIN MPAKTUKYM: yHUBepcureT, 2016
MIPAKTUKYM
JI3.2 | Myparosa C. IO. OducHble TporpaMMHbBIE DneKkTpoHHas OHOIMoTeKa M.: U3a-so MUCuC, 2012

naketsl. Pegakrop WORD:
na0. MpaKTUKyM

JI3.3 | Kyapssues 0. A. Nudopmaruka: Pazn.: Habop u | bBubiaroreka MUCuC M.: Vueba, 1997
BepcTka B Word HHKEHEPHBIX U
HAYYHBIX TEKCTOB: METO/I.
nocoOue IJisl CTy[. BCEX CIIel.




ABTOpBI, COCTaBUTENU 3arnaBue

bubaunoreka W3naTenbcTBO, Tof

JI3.4 | bapannuxosa U. B., Teoperrnyeckre OCHOBBI DneKkTpoHHas OuOnIroTeKa M.: [MUCuC], 2018
Morwupesa E. C., aBTOMAaTU3UPOBAHHOMN
Xapaxan O. T 00paboTky nH(pOpMAIIH 1
ynpasieHus. Penenue
MpUKIagHbIX 3a0ad B MS Excel
(N 3068): 1a6. IpaKTUKYM
JI3.5 | bapannuxosa U. B., Teopernyeckrie OCHOBBI DneKTpoHHas OuOIMoTeKa M.: [MUCuC], 2018
Morupesa E. C., AaBTOMAaTU3UPOBAaHHOM
Xapaxan O. T 00paboTKN HHPOPMALIUH U
ympasienus. CrienuaabHbIC
¢dyrxum MS Excel (N 3069):
na0. MPaKTUKyM
6.2. IlepeyeHn pecypcoB HH(OPMALUOHHO-TeJIeKOMMYHHKALUOHHO ceTu « AHTepHeT»
www.intuit.ru/ HOY UHTYUT/ CoBpemeHHBIE http://www.intuit.ru/studies/courses/81/81/info
<l o(rcHBIE TPUITOKEHUS
www.intuit.ru/ HOY UHTYUT/ Pabota B Microsoft http://www.intuit.ru/studies/courses/613/469/info
92 | Excel 2010
www.intuit.ru/ HOY UHTYUT/ Pemenue 3amaq http://www.intuit.ru/studies/courses/4751/1020/info
D3 | omTuMm3anmy yrnpasieHus ¢ nomomsio MS Excel
2010
www.intuit.ru/ HOY UHTYUT/ Pabora B Microsoft http://www.intuit.ru/studies/courses/589/445/info
94 ' Word 2010
35 www.intuit.ru/ HOY UHTYUT/ Microsoft PowerPoint | http://www.intuit.ru/studies/courses/678/534/info
2010
26 |Kypc B LMS Canvas "..UTOA" https://Ims.misis.ru/courses/3893
6.3 Ilepeuenb MpPOrpaMMHOro odecnevyeHust
I1.1 |Microsoft Office
1.2 |LMS Canvas
I1.3 |MS Teams
6.4. Tlepeyen» MHPOPMANMOHHBIX CIPABOYHBIX CHCTEM H MPOdecCHOHAIBHBIX 023 TaHHBIX
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE
Ayn. | Haznauenue OcHauienue
M-103 MynbTuMeUiHbINH TPEHUHTOBBIH | pabouee MECTO IIpenojaBarelis, 000pyIOBaHHOE
y4eOHBIH KJ1acc: MEPCOHAIBHBIM ~ KOMITBIOTEPOM,  INaKeT  JIMLEH3MOHHBIX
nporpamMm MS Office; mpoekTop; sKpaH; MapkepHas JOCKa;
KOMIUIEKT yueOHOIT Mebenn
M-104 MynbTUMeTUIHBIH TPEHUHTOBBIN | pabouee MECTO MIPETIOAaBaTENs, 00opynoBaHHOE
y4eOHBIN KJ1acc: MIEPCOHANBHBIM ~ KOMIIBIOTEPOM,  IaKeT  JHI[CH3MOHHBIX
nporpamM MS Office; npoekTop; dKkpaH; MapKepHasl JOCKa;
KOMILJICKT y4eOHOH MeOenn
M-102 Aynuropust IS camocTosTenbHoi | Komruiekt yueOHOM Mebenu Ha 12 pabounx MecT, HOYTOYKH
pabOTBl  CTYICHTOB W KYpCOBOTO C TMOAKIIOUeHHeM K cetn «MHTepHeT» ® mocTyrmoM B
IIPOEKTHPOBAHUS: JNIEKTPOHHYI0  MH()OPMAIMOHHO-00Pa30BaATENBHYI0  CpPEIy
YHUBEPCHUTETA

8. METOANYECKHUE YKA3AHUS JJIS1 OBYYAIOIIIUXCS

JucuumuinHa TpedyeT O0bIIoi caMoCcTOATENbHON paboThl. OTAeNbHbIE YueOHbIe BOMPOCH! BEIHOCATCS HA CAMOCTOSITEIbHYIO
popabOTKy ¥ KOHTPOJIUPYIOTCSI HOCPEACTBOM TEKYIETO KOHTPOJISL.
Jln1s1 ycnenrHoro ocBOSHHS TUCIUTUIMHEI CTYAEHT JOJDKEH BBIIONHATE HA 3aHATHAX BCE 3aaHHS IPETIOaBaTeNsl, CAMOCTOATEIIHLHO
BBITIOJIHATH JOMAIITHHE 3aJaHus 10 TpaduKy, CHOpMUPOBAHHOMY IIPETIOaBaTEIEM.

Meroauueckne MaTepuabl 0 JUCHUILIMHE BBIIAIOTCS Ha Ka)XIO0M 3aHSATHUH B BUJIE NPE3CHTALMH U (aiiyIoB ¢ TOATOTOBJICHHBIMU
JAHHBIMH JIUTSI BBITIOTHEHUS 3aJaHUH C UX JAETAIbHOH (OpMyITHpOBKOM.

OcHOBHasl TuTepaTrypa Ui OCBOCHHS AUCUUILTHHEL MH(DOpMaIIMOHHBIE TEXHOIOTUH B OHCHOH JeATeIbHOCTH: yue0.-MeTO .

nmocooue/ H.A. Axatosa, O.1. Bapracosa. — M.

: U3n. lom HUTY «MUCuCy, 2020. — 236 c.




