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npodeccuoHanbHOTO 00yueHus mno npodeccun 16199

«QIJICKTPOHHO-BBIYUCIUTCIIbHBIX MAIlITKH»



Obuwiue nonoicenusn

HopmaTuBHyi0o mpaBOBYyIO OCHOBY pa3paboTKu  mpodeccruoHaIbHOU
o0pa3oBaTenbHOI MporpaMm (Jajnee - mporpamma) COCTaBIISIOT:

- @enepanbHbiil 3akoH Poccuiickoit @eaeparuu ot 29 nekadbpst 2012 r. Ne
2173-D3;

- Ob6mepoccuiickuii kimaccuduratop npodeccuii pabodmx, TOHKHOCTEH
ciayxamux u tTapudueix pazpsgos OK 016-94 (OKIIATP) (yrs. IlocranoBnenuem
l'occrangapra P® ot 26.12.94 N 367) (HdomkHoctu ciyxamux) (pea. ot
18.07.2007);

- Ilpukaz Muno6pnayku Poccuun ot 02.07.2013 Ne 513 «OO6 yTBepkaeHUn
Ilepeuns mpodeccuit pabouux, JODKHOCTEM CHYyXKalllUX, IO KOTOPHIM
OCYIIECTBIISIETCS MPOPECCHOHATBHOE 00yUEHUEY;

- [Ipuxa3z Muno6puayku Poccun ot 18.04.2013 Ne 292 (pen. ot 21.08.2013)

«O6  yrBepxkaeHmm  llopsmka — opraHm3anmd W OCYIIECTBIICHHS
00pa30BaTeNbHON ACSITENFHOCTH IO OCHOBHBIM MpoTpamMMam MpodeccrnoHaIbHOTO

00yUYeHUSI».

1. Ilacnopm npozpammul npoghnoo2omoeKu «Onepamop 6m»

1.1. Tpeobosanusa k cnywmamenam

JIuia, noctynaronme Ha 00y4eHue, JOJKHBI UMETh JOKYMEHT O MOJIy4eHUU
OCHOBHOT'0 00111eT0 00pa30oBaHUsl.

1.2. Hopmamuenbulit cpok 0oceoenus npozpammaol

HopmatuBHbI cpok ocBoeHus: nporpammbl 110 dacoB mpu ouHoit dopme

IIOATOTOBKH.

2. Xapaxmepucmuka noo02omoeKu

IIporpamma mpencTaBiIsieT cO0OM KOMIUIEKC HOPMaTHBHO-METOINYSCKOM
JOKYMEHTAIIMU, PEVIaMEHTUPYIOIIEH COAEpKaHWE, OPTraHU3aUI0 U  OLEHKY
pPEe3yJIbTATOB MOATOTOBKH.

OcHOBHas 1eNb MOJATOTOBKK IO MPOrpaMMe — MPOIICAIINN MOATOTOBKY U
WUTOTOBYIO aTTECTAIUIO JOHKEH OBITh TOTOB K MTPO(ECCHOHANLHOM JESTENHHOCTH B

KauecTtBe omnepatopa OBM B opraHuzanusax (Ha NOpeAnpUITHIX) Pa3IuYHOU
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OTpaciieBOM HampaBICHHOCTH HE3aBHCUMO OT WX OPraHU3allMOHHO-TIPABOBBIX
dbopMm, a Takxke IOJDKHBI OBITh CPOpMHpOBaHBI 3HAHUA W yMEHHUA B cdepe
KOMITBIOTEPHOW  TPAaMOTHOCTH  HACEJICHWsI W TOTOBHOCTH  TIOJyYCHHS

roCyaapCTBCHHLIX 1 MYHUIUIIAJIBHBIX YCIIYT B 9JICKTPOHHOM BU/JC.

3aiauu nporpamMmsi:

o CdopmupoBaTh OCHOBHBIE MOHSATUS 00 HHCTpyMEHTax pabOThl Ha
KOMIIBIOTEPE U OBJIAJIETh CPE/ICTBaMU IpauuecKoro 3KpaHHoOro uurepdeiica.

o CdopmupoBaTh HaBBIKK PabOTHI ¢ (pailiaMu U Marnkamu.

o OBnaneTs OCHOBHBIMU CPEICTBAMH CO3JaHHS U PEJAKTUPOBAHUS B
Cpelie TEKCTOBOIO peJaKkTopa.

o CdopmupoBaTh TMpeACTaBICHHE O TJI00ATbHONH HMHPOPMALMOHHOM
cetu IHTEpHET U MOJIb30BaTENHCKUE YMEHUS pabOThI C IIporpaMmMaMu-0pay3epamMu
Ui paboThHI ¢ caiTaMu, MporpaMMaMH JJisi TIOUCKa HEOOXOIUMOW HH(pOpMAIIH,
MPOrpaMMOM JIEKTPOHHOU MOYTHI.

o [lo3HakOMHUTH C OCHOBaMH HH(POPMAIIMOHHON OE30MaCHOCTH H
NePCOHUPUIIMPOBAHHON PAOOTHI C KOMMYHUKAIITMOHHBIMUA CEPBHUCAMH: TIOHSITHE
3aIIATHI OT BPEJOHOCHBIX MPOrpamMM M criama, 0€30MacHOCTh MPHU OIIaTe TOBAPOB
U yCIIyT, PETUCTpAIMS B CETEBOM CepBHCE (JOTHH U Mapojib) U JUYHBIC JaHHbBIC,
3aKOHOJIATEILCTBO B cdepe 3aluThl JUYHOW HHGOPMAIMA U OTBETCTBEHHOCTH
TpakJaH Mo MPEA0CTABICHUIO JIMYHON MHPOPMAIIHH.

o OByafieTh CpeICTBAMM CETEBBIX KOMMYHUKAIIUN JJISI COIUAIIBHOTO
B3aMMOJICUCTBHS B ceTH MIHTEpHET Ha puMepe caifta Kypca o rocyciyrax: hopym,

gat, CMC, BuzaeocepBucol (IP-renedonus, ckaiiti), O03HAKOMHThL C OCHOBaMH
CETEBOTr0 ITUKETA.

) Bxitounts cityiaTtesnei B 00IIIECTBEHHOE COOOIIECTBO MOIb30BaTEIICH
calTa TOCyJIapCTBEHHBIX YCIYI, O3HAaKOMUThb C pecypcamu cauta lIporpammer:
BUCOpoIHKaMu, Kos-ieHTpoM ¢ CMC moanepskkoii, ¢hopyMOM MOJIb30BaTeNei
roCyJIapCTBEHHBIX YCIYT.

o OcBouTh TPUHIUINBI PpabOTBl M OCHOBHBIE pa3liefibl TopTaia
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ANEKTPOHHOIO MPABUTEIBCTBA, COCTAB TOCYAAPCTBEHHBIX YCIYI HACEJIEHUIO U HX
HOPMAaTHBHBIN PABOBOM CTAaTYC.

. ChopmupoBaTh  HaBBIKM,  HEOOXOAMMBIE AN MOJyYEHUs
rOCyJIapCTBEHHBIX M MYHULUIIAIBHBIX YCIYT B 3JICKTPOHHOM BHJIE: NIEPCOHAIbHAS
perucTpanus M TOJyYeHHE JIOCTYNa K TOCydapCTBEHHOM yciyre, odopmiieHue
3anpoca, pabota ¢ nH(popmaluei mo 3anpocy, OTBET Ha 3aIpoc.

. [lomyunTh TpeAcCTaBIEHHE O MOOWIBHOM [OCTYIIE K MOpPTaly
rOCy/IapCTBEHHBIX YCIYT HACEIEHHUIO, CPOPMHUPOBATH OMBIT PabOTHI C MOPTAJIOM
yepe3 MOOWJIBHBIE yCTpPOMCTBA Ha TpHUMEpPE YCTPOMCTB  MOJB30BATEIS,
chopMUpPOBaTh YMEHHUE PAOOTHI C KOJI-LIEHTPOM 3JIEKTPOHHBIX T'OCYJapCTBEHHBIX
YCIIYT.

o CdopmupoBaTh 3HAaHHMS O HA3HAYEHUM DJIEKTPOHHOM  KapThl
MOJIb30BATENsl  TOCYJIapCTBEHHBIX  YCIYT, OIbITA AaKTUBALMM  KapThl IS
o0ecrnieyeHus MepcOHU(UIMPOBAHHOIO TOCTyla, HOPMATUBHOM MPaBOBO 3aliuTe
NEPCOHAJIBHBIX JAaHHBIX U OTBETCTBEHHOCTH I'PAXKJIAH - JIEpXKATENEH dJIEKTPOHHOU
KapThl FOCYTAPCTBEHHBIX YCIIYT HACEJICHHUIO.

o [TonyunTh mnpeacTaBieHHEe 00 OOJIAYHBIX TEXHOJIOTHSX U  OIBIT
JOCTyNa K YJAJCHHBIM AaHHBIM Ha IMOPTaj€ rOCYAapCTBEHHBIX YCIYT: JUYHBIN
KaOMHET TOJIb30BaTelNIsl, YAAJIEHHOE XPaHEHHME JNaHHBIX, 3alUIICHHBbIN JAOCTYN K

JAHHBIM Yepe3 JIOTUH U NapoJjib, 4epe3 AIEKTPOHHYIO KapTy.

2.1 Ilnanupyemoie pezynromamot 00yueHus
Obyuarowuiics 00aHCeH 081A0emb NOHAMUIMU

- 00 MHCTpyMEHTax pabOThl HA KOMITBIOTEPE U TpaprUuecKOM 3KpaHHOM
uHTEpdeiice;

- 00 opranm3aiuu XxpaneHus napopmaiuy B Buie (aityioB U Marok;

- 0 CPEJICTBAX CO3JaHMs U PEAKTUPOBAHUSA B CPEJIE TEKCTOBOTO PEAKTOPA;

- 0 ro0anbHOM MHGOpMaLMOHHOM ceTn MHTepHeT, mporpammax-0Opay3epax u
BJIEKTPOHHOM IOYTHI;

- 00 uH(pOopMaIIMOHHON 0€30IaCHOCTH U 3aKOHOJATENbCTBE B CPepe 3aIUThI



JTUYHOU MH(POPMALIMM U OTBETCTBEHHOCTH Tpa)kJaH MO MPEIOCTaBICHUIO JINYHOU
uHopMaIuy;

- 0 CPEJICTBaX CETEBBIX KOMMYHUKALIMN /JIs1 COLIMATBLHOTO B3aMMOJACHCTBUS B
cetr IHTEepHET 1 00 OCHOBAX CETEBOTO ITUKETA.

- O CpEICTBAaX CETEBOM KOHCYJbTAIIMOHHON MOMJIEPKKU IMOJIb30BaTECH
AIIEKTPOHHBIX TOCYAAPCTBEHHBIX YCIYT;

- 0 COCTaBe DOJEKTPOHHBIX  PErMOHAIBHBIX W  MYHUIUIAIBHBIX
roCyJapCTBEHHBIX YCIYT HACEJIECHUIO U UX HOPMATUBHOM IIPaBOBOM CTaTycCE;

- 0 TMOJYYEHHH MEPCOHAIBHOTO JOCTyNa K BBIOPAHHON TOCyAapCTBEHHOU
YCIIyTE€;

- 0 MOOUJIBHOM JIOCTYTE K OPTajly roCyAapCTBEHHBIX YCIyT HACEIICHHUIO;

- 0 HAQ3HAYEHHUH AJIEKTPOHHOM KapThl MOJI30BATENS TOCYAAPCTBEHHBIX YCIYT,
AJIEKTPOHHOM MOANKUCH U HOPMATUBHOM MPaBOBOM 3alIUTE MEPCOHATIBHBIX JAHHBIX
M OTBETCTBEHHOCTH TpaXAaH - JepxkaTelied  dJICKTPOHHOU KapThl
rOCy/IapCTBEHHBIX YCIIYT HACEICHUIO;

- 00 00JaYHBIX TEXHOJIOTHAX M JOCTYME K JTUYHOMY KaOMHETY IMOJIb30BaTeNs
roCy/IapCTBEHHBIX YCIIYT Yepe3 3JEKTPOHHYIO KapTy.

Obyuarowuiicst 00axCeH 3Hamb

- OCHOBHbBIE cpeicTBa pabOThl ¢ KOMIIBIOTEPOM, C (pailylaMu U NanKaMmu;

- OCHOBHBIE IPUHITUIBI PA0OTHI B Cpejie TEKCTOBOTO PEIaKTOpPa;

- OCHOBHBIE PUHIUTIBI Pa0OTHI B IHTepHETE 1 OCHOBBI CETEBOTO ITHKETA;

- OCHOBHBIC ITOMCKOBBIC I/IHTepHeT'CI/ICTeMBI;

- OCHOBHBI€ MOHATHS UH(POPMALIMOHHON O€30MMaCHOCTH;

- 0a30Bble MPUHLIUIBI PAOOTHI C MOOMIIBHBIMU YCTPOMCTBAMHU JIOCTYIIA B
HNnTepner.

- 0COOEHHOCTH (PYHKIIMOHUPOBAHUS MTOPTATIOB OPraHOB BJIACTH PErHOHA;

- Ha3Ha4y€HUe, COCTaB U MPUHIUIIBI pa0OTHI TOPTAJIOB IOCYIAPCTBEHHBIX U
MYHULUIIATBHBIX YCIIYT;

- IPUHLMIIBI IEPCOHAIBHON PErMCTPalli HA OPTAJIE TOCYCIIYT;

- CTPYKTYypa U Ha3HAYEHUE JJMYHOTO KaOUHETa;



- BO3MOYKHOCTb YHHMBEPCAJIbHOM OJJIEKTPOHHOM KapTbl M 3JIEKTPOHHOU
MOJINUCH;

- TpaBa U OTBETCTBEHHOCTh TpaxJaH - JeprKaTesleld YHHUBEpCaIbHON
ANEKTPOHHOM KApTHI.

Obyuarowuiics 00aHCeH yMemn:

- I0JIK30BaThCA rpaduuecKuM UHTEepdercoM;

- paboTaTh ¢ (aillaMu U ankamu;

- co37aBaTh U 0QOPMIISITH IOKYMEHTHI B TEKCTOBOM PEIAKTOPE;

- paboTath ¢ caliTaMu, UCKaTh U HaXOUTh HH(popMmaIuio B IHTepHeTe;

- 00IATHCS ¢ TOMOUIBIO CPEJICTB CETEBBIX KOMMYHHKAIUI B3aUMOAEUCTBUS U
COLIMATIbHBIX CEPBUCOB, B TOM YHCIIE MOOWIBHBIX, HCIOIH30BATh AJIEKTPOHHYIO
HOYTY, IUCaTh, OTIPABJIATH U MOJIy4aTh JJIEKTPOHHBIE MUCbMA;

- 3aIIUTUTH UHGOPMAITUIO OT YTPO3, BIAJETh HHCTPYMEHTAMU MEPCOHATBHOTO
J0CTyIa.

- Y4YaCTBOBaTb B CETEBOM OOILECTBEHHOM COOOIIECTBE IOJIb30BaTENIEH
AJIEKTPOHHBIX TOCYAapCTBEHHBIX YCIYT HaceleHHio (OHIaitH-ompocax, (opymax,
yaTtax);

- TI0JIb30BAaThCSl PECypcaMy MOPTAJIOB OPraHoOB TOCYJApCTBEHHOM BIACTH
PETHUOHOB;

- TOJB30BAThCS TOCYNAPCTBEHHHIMH W MYHHIMIAIBHBIMA YCIyTaMH B
AJIEKTPOHHOM BU/IE;

- UCIOJIb30BaTh MOOWJIBHBIN JIOCTYT K JIMYHOMY KaOMHETY U
roCy/1apCTBEHHBIM U MYHUIIUIAJIBHBIM YCIIyraM B 3JIEKTPOHHOM BHJIE;

- TIOJIb30BAThCS YHHMBEPCAJIBHOM DJJEKTPOHHOW KapTOM W 3JIEKTPOHHOU
MOAMHCHIO;

- paboTtath ¢ 0(pUCHBIM 000PYIOBaAHUEM;

- BBITIOJTHATH MIEPBOHAYATBHYIO HACTPONKY BHEITHUX YCTPOUCTB BBOJA U
BBIBO/Ia MH(OPMAIIUH.

- HWCNOJB30BaTh TMpaBa M  CcOOIOJaTh  00sA3aTENbCTBA  JICpiKaTeleH

3JIEKTPOHHOM KapThl.



3. Yueonwiit nnan

PABOYUI YUEBHBIN [TJIAH
npodhecCHOHANBFHOM MOATOTOBKH Pab0YMX U CITY>KaINX
16199 «Oneparop 9BM»
Cpoxk o0yuenust — 1104yacoB
No Kypcsi, Bcero
n/n MpeIMEThI 4acoB  3a
Kypc
o0y4eHus

I Oobwenpogeccuonanvhulii Kypc
1.1 OcHOBBI HHPOPMATHKHU 6
1.2 AnrmapaTHoe U IporpaMMHO€E o0ecrieyeHue 6
1.3 ABTOMAaTH3aIMs POU3BOJICTBA 4
I
2.1 IIpogheccuonanvnuwtit Mooy
2.2 Brenenue B onepanuonnyo cucremy MS Windows 2
2.3 IToaroroBka JOKYMEHTOB B TEKCTOBOM penakTope MS Word 12

KomnploTepHble mporpamMMbl  pacTpoBOMl U BEKTOPHOMU 20
2.4 rpaduKu
2.5 Co3nanue MynbTUMEIUMHBIX TIpe3eHTaruii MS Power Point 22

DOnexrponHbie Tabauibl MS Excel u 6a3b1 nanHbpIX MS 24
2.6 Access

Pa6ora ¢ UntepHet 8

KBanmudukamoHHbIN YK3aMeH 6
HUTOI'O: 110 4.




4. Ouenka Kauecmea 0c60eHUs NPOPecCUOHATbHOI 00PA308ameIbHO
npozpammul

Onenka KayecTBa OCBOGHMSI IpodeccHOHANIBbHON  00pa3oBaTeIbHOU
MPOrPaMMBbI BKJIIOYAET TEKYIIUNA KOHTPOJIb U UTOTOBYIO aTTECTAIIHIO.

Texymuit KOHTPOJb U UTOTOBAs aTTECTAIMs TIPOBOIUTCS 00pa30BaTEIHHBIM
YUpEXKJIEHHEM M0 pe3yjbTaTaM OCBOEHHUS MPOrpaMM YYE€OHBIX TUCHUIUIMH U
npodeCCHOHANBHBIX Moaysell. DopMbl W yCIOBHS TIPOBEACHHUS TEKYIIETO
KOHTPOJISI MU WTOTOBOM AaTTECTAllMU JOBOAATCA 1O CBEIACHHS OOy4alolmuxcs B
Hayaye 00y4YeHus.

K wuToroBoii arrecramuu MOMyCKalOTCS JIMIIA, BBIMOJHUBIINE TPeOOBaHMS,
MPeTyCMOTPEHHBIE MMPOTPAMMON M MPOIIEANINE BCE aTTECTAIIMOHHBIE WCIBITAHWUA,
IPEIyCMOTPEHHbIE TPOrpaMMaMH YYEOHBIX JUCHUIUIUH U MPOPECCHOHATBHBIX
MonyJied. ATTECTallMOHHOW KOMHMCCHEW TPOBOJUTCS OIIEHKAa OCBOEHHBIX
BBIITYCKHUKAMU  MPO(PECCHOHAIBHBIX ~ KOMIIETCHIIMA B  COOTBETCTBHU  C
COTJIaCOBaHHBIMHU paboToaarensamMu KPUTEPUSIMH, YTBEPKICHHBIMU
00pa30BaTENbHBIM YUPEXKICHUEM.

Jluuam, TpoOIIEAUIUM COOTBETCTBYIOIIEE OOy4Y€HHE B TOJHOM OObEeMe U
aTTeCTalnio, O0pa30BaTEIbHBIM  YUYPEKICHUEM  BBIIACTCS  CBHUJIETEIHCTBO

YCTaHOBJIEHHOTO 00pa3ua.



5. Oowenpogpeccuonanvustil Kypc

5.1. «OcHogbl unghopmamuruy»

Temamuueckui nian

Ne Koui-Bo
Temsl

n/m 4acosB

1 WNudopmanus, ee OCHOBHBIE CBOICTBA 1

2 Y CTpoiCTBO MEPCOHANBHOTO KOMIBIOTEPA. 1

3 [IpaBuna TexHUKM O€30MACHOCTH U TUrMeHuyeckue | 1
PEKOMEHIaMu IpH Uctoab3oBanuu cpeacts UKT.

4 Nudopmanus u undopmarmonssie mpoueccsl . [lepenaua | 1
uHbopMaIu MeX 1y Kommnbiotrepamu. OO0II1e pecypchl B
cetu MHTepHeT.

5 Bunbl nporpaMMHOTo o0ecrieueHusi KOMIbIOTEPOB 1
TexHonorun CO3JaHMs U npeoOpa3zoBaHus
UH(GOPMAITMOHHBIX 0OBEKTOB.

6 Co3nanue apxuBa JaHHbIX. M3BinedeHue maHHBIX U3 |1
apxuBa.

UTOI'O: 6

ConepxaHue NporpaMmel

Ceéedenusn no uHghopmamuke u 6b14UCTUMESILHOU MEXHUKE.

Hngpopmayus: NOHATUSA, BUJIBI, CTOCOOBI ITPEACTABICHHS, MEPBI, TTOPITUOHHOCTD,

CANMHHIBI U3MCPCHUA. CucTeMbl CUMCIICHHUS.

Hnghopmamu3zayus: nepcneKTUBBL, ONPeIeTICHUE, HHCTPYMEHTApHIA.

Hugpopmayuonnvle mexnonozuu: onpeneacHue, NHCTpyMEHTapUH.

Buiuucnumenvnas mexuuxa: HNCTOPH: ITOABJIICHUA U pa3BUTHUSA, OCHOBHBIC 3TaIlbl X

HaIpaBJIeHUs, 00JaCTh MPUMECHEHHUSI.




T'ucuena u oxpana mpyoa: ®OU3NONOTO-TUTUEHUYECKUE OCHOBBI TPYIOBOTO
mpolecca Ha pabounx mecTax. Pexum pabouero qus. ['urnennueckue TpeboBaHus
K paboueit ogexne. [loxapHas 6€30MaCHOCT: TPUYUHBI BOSHUKHOBEHHUS MOKAPOB.
Mepsl 1 cpencTBa noxapotryiieHusi. HopMel v mpaBusia 351eKTpoOe30nacTHOCTH.
Ilpozpammnoe obecneuenue: UCTOPUS pa3BUTHS, TEPMUHBI, ONIPEIEIICHNUS, COCTAB,
ctpykrypa. CmeHa BepcHil MporpaMMHOTO  oOecnedyeHusi: Ha3HayCHUE,
MEPUOIUYHOCTb.

CucremHsble, CiIyXeOHbIE, TPUKIATHBIE TPOrPAMMBI: OCHOBHBIC TIOHSTHS.
WuTepdeiic: onpenenenne, TUIbI, XapaKTEPUCTHKH.

Apxueauyusa Oaunnvix: ApXUBBl W ApPXMBUPOBAHME: HA3HAUCHUE, TEPMHHBI,
onpeneneHus. llporpaMMbl-apXUBaTOPBl: Pa3HOBUIHOCTH, CBOICTBA, OCHOBHBIE
peXUMBI palOTHI, JUAIOrOBBIE OKHA, KOMaHAbl. ApXHMBAaIUs W pazapXuBalus
(ailioB: OCHOBHBIE ITPaBUJIA, HTAIIBI, 1OCIEOBATEIBLHOCTb.

Paboma 6 J10KanbHbIX  KOMRNBLIOMEPHBLIX  CemAX. OCHOBHBIE  JTarlbl,
nocJyeoBaTeabHoCTh. [IpegocraBienne qocTymna K pecypcaM KOMIbIOTEpa.
[lepenaya mHpopManuu 1Mo JOKaJIbHON ceTH. Mcnosb30BaHuE MOJHOTO CETEBOTO
noctyma. Pabora ¢ mepemadeil JaHHBIX IO JIOKaJbHOW ceTH. biokupoBka u
pa30JOKUPOBKA AOCTYyNA K JIOKAIBHOU CETH.

Paboma ¢ Humepneme:

llooknouenue k Unmepuemy. lonkntouenne k MTHTEpHETY. IO KOMMYTHPYEMBIM
TenedoHHBIM KaHanaMm. Hactpoiika coequaeHus.

Paboma ¢ anexmponnou noumoti. Hactpoiika mouroBoit mporpammbsl Outlook
Express.

Pabota B noutoBoii mporpamme Outlook Express. Co3gaHue y4yeTHBIX 3alHCei.
Ilymewecmeus no Bcemupnou naymune. OCHOBHBIE 3Talbl, TOCIE0BATEIbHOCTD,
mpaBuia npuema, ocooeHHoctu. Pabora B cpese Opaysepe Internet Explorer.
Cosnanne Web-caiitoB, Web-cTpanuir ¢ rumepccbuikaMu W rpadUuecKUMU
00BEKTaMHU..

Hcnonb3oBaHue sA3bIKa pa3METKU TMIIEPTEKCTOBBIX TOKyMeHTOB HTML.
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5.2. «Annapammnoe unpozpammnoe obecneyeHue

Temamuueckui nian

Ne Koin-Bo
Tembl
/1 4acoB
1 DNEeKTPOHHO-BBIYUCIHUTENbHBIE MalIHBI (OBM). 1
APXUTEKTypa KOMIIBIOTEPA.
YcrpoiictBa  BeiBoga  mHGpopmanuu.  KiaBuatypa.
. PaGora ¢ |1
OpPTITEXHUKOM.
3 [Iporpammuoe obecrieueHue K. OducHpie )
TIPUITOKEHUS.
4 OneparnmonHas cucrtema. JluckoBas — ornepanuoHHas
1
cuUcTeMa.
5 I'paduueckas onepanmonnas cucrema Windows. 1
6 Kowmmnbrotepnas rpaduka. MynbTumeua. 1
HUTOI'O: 6
Cooeporcanue npozpammol
DeKmpoHHO-6bIYUCIUMENIbHbIE ~ MAUIUHBL (3BM): HA3HAYCHUE,

MpUMEHEHUE, Kiaccuukalus, TUIbI, TokojaeHuss IBM, nepcriekTuBbl. 3HaUeHUE
u Mecto D9BM B aBTOMaTH3UPOBAHHBIX CHUCTEMax yHOpaBieHUs. MaructpajibHO-
MOAYJbHBIM  TMPUHIMI  TMOCTPOCHUS  KommbloTepa. Apxurektypa OBM:
ONPENEIICHUE, OCHOBHBIE CBEICHMS. THUIBI apXUTEKTyp. [IpuHOMO OTKpBITON
APXUTEKTYPBHIL.

Cmpykmypa 3ISBM:. 1oHATHE, CXEMa, B3aMMOJCHCTBUE OCHOBHBIX
yctporictB. CuctemHas 1iata: (QyHKIIMM, TEXHHUYECKHE XapaKTEPUCTHUKH,
VCTIOJIHEHUE, TUTTOBBIE AJIEMEHTHI U y3J1bl, B3AMMOCBS3b.

Hamame IBM:. tunbl, CTpyKTypa U opranuzauus. [IpuHIuUNbBI XpaHeHus

uHpopmaruu. BHyTpeHHssI maMsaTh: PYHKIIUU, CTPYKTYypHAsI cXeMa, 0COOCHHOCTH
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NOCTPOEHUSI. YCTpPOWCTBAa BHYTPEHHEW MaMmsTU: BHJbI, CBOICTBA, MapaMeTphl,
XapaKTePUCTUKHU, B3aUMOCBS3b. BHEIIHAS MaMsATh: TUIIbI, MTAPAMETPbl, MaTEPUATIBI
HaKOMUTEJEH, MpaBujia UCIIOIb30BaHUS.

Mukponpouyeccopbt u  conpoueccopvl: OCHOBHBIE XapaKTEPUCTHKHU,
HazHaueHue. CrnocoObl oOmeHa wuHpopmanueit. KoHTpossiepsl, HIMHBI, MOPTHI:
Ha3HAYEHUS U OCHOBHBIC CBEJCHUSI.

Yempoiicmea 6600a  ungpopmayuu. (xnaBuatypa, Mblllb, TPEKOOI,
JUKOWCTUK): Pa3HOBUIHOCTH, THMbI, (YHKIMH, YCTPOMCTBO, MPUHILIUI PabOTHI,
CrocoObl yIpaBJIeHUs, MPaBUIa SKCILUTyaTalluu

Knaeuamypa: oCHOBHbIE METO/bI U MpUEMbl pabOThl. DYHKIIUU, OCHOBHBIE
OJIOKM KJIaBHIII, BApUAHTHI KJIaBUATYPHbIE KOMOUHAIINH.

Yempoiicmea evieooa ungpopmayuu: (MOHUTOPBI, TPUHTEPHI, TUCKH):
BUJIbI, KJIACCHI, HA3HAUYCHUE, MPUHIIMI JCHCTBUA, JKCIUTyaTanus. ¥YCTpOWUCTBA
BHEIIHEW TaMATH (MPUBOJLI HAKOMWTEJICH HAa MarHUTHBIX, ONTHYCCKUX,
MarHUTOONTUYECKUX JAUCKAX): TUIIbI, TapaMeTPbl, IPUHIUN AeHCTBUA. [ITUCKOBOIBI
U JIUCKH, UX B3aUMOJICHCTBUE.

Jlononnumenvuvle  ycmpoiicmea  6600a-evieooa U 00padomku
uHgopmayuu: (TIAHIIET, CKaHep, (Qakc-MOAeM, CTpUMEp): Ha3HAYCHHE,
OCHOBHBbIE (DYHKIIMOHAJbHBIE Y3JIbl, MPUMEHEHUE. MarHuTHbICE HaKOMUTEIU
CBEpXO0JIBIIION EMKOCTH: TTapaMeTpPhl, UCIIOJIb30BAHUE.

Ilpocpammmnoe obecnevenue: VCTOpUSL Pa3BUTHUSL, TEPMUHBI, ONpPEICICHUS,
cocTaB, CTpykTypa. CMeHa BepcHil MPOrpaMMHOIo OOECIeUYeHHUs: Ha3HAuYCHHUE,
NEPUOJANYHOCTb.

CucrteMHbIe, CTy>KeOHbIe, TPUKJIAIHbIE TPOTPAMMBI: OCHOBHBIC TTOHSITHUSI.
Wurepdetic: onpeneneHue, TUIbI, XapaKTEPUCTUKH .

Onepayuonnvie cucmemvr (0C): omnpeneneHue, TUIBL, CTPYKTYpa,
¢bynknuu. B3aumopeiictBue mnonp3oBatens ¢ OC. @aitnoBeie cucrtembl OC:
TepMUHBI, onpeneneHus. Y Trumthl OC: BUIbI, HA3HAYEHUsI, CBOWCTBA.

Jluckosaa onepayuonnan cucmema MS-DOS: ocHOBHbIE CBeACHUS,

GbyHKIIMOHATBHBIE BOBMOXKHOCTH, COCTaB, CTpyKTypa. [IpaBuna padotsl B MS-
12



DOS. ®aiinel: Tunbl, GpyHkiuu. OCHOBHBIE KOMaH/IbI: KaTeropus, Kiaccudukarms,
CIocoObI BBOJIA.

OC xmacca Windows: BuUABI, BO3MOXXHOCTH, CXOJACTBA W PAa3IHYHUA,
TpeboBanus. [lomp3oBarenbckuii mHTEpdEiic: oOITHe CBEACHUS.

Ilpozpammot-06010uku NC: BUBI, BEPCUU, XapaKTCPUCTHUKU, HA3HAUYCHMUS,
MPEUMYINECTBa, HEAOCTATKH, BO3MOKHOCTH, TMpaBWIa H TPHEMBI PabOTHI,
nepcrekTuBbl. UaTepdeiic: ctpykTypa. OCHOBHBIE KOMaH/IbI.

I'pagpuueckan onepauuonnas cucmema Windows: BUIBI, BO3MOXXHOCTH,
OCHOBHBIC CXOJICTBA U OTIWYHSA, TpPeOOBaHUS K ammapaTHBIM pPeCypcaMm.
[Tons3oBaTenbckuit maTEpderic Windows: obmmue cBenaenus. Pabouuii cronm u
MaHeu: Ha3HaueHWe, NpaBwia padoTel ¢ HUMHU. OCHOBHBIC KOMAHIBI MEHIO U
nuanoroBeix OkoH. IIporpammbl Windows: pa3sHOBUIIHOCTH, (YHKIIMOHAJILHBIC
BO3MOXHOCTH. CIipaBOYHas CUCTEMa: CIIOCOOBI TOMyUEHHUS.

Apxueayua Oanuvix: ApXVWBBI U apXWBUPOBAHWE: HAa3HAYCHUE, TEPMHHBI,
onpeneneHus. lIporpaMmbl-apXUBaTOPhl: PAa3HOBUIHOCTH, CBOICTBA, OCHOBHBIE
PEXKUMBI pabOTHI, JUAIOTOBBIC OKHA, KOMAHIBI. ApXWUBAIMS W pa3apXHBaIIHS
(haiiI0B: OCHOBHBIE MPABMIIA, ATAIBI, TOCJIEIOBATEIHLHOCTD.

Komnviomepnasn cpaguka: nazHaueHue, NpUMEHEHHE, OCHOBHBIC CPEJICTBA,
nepcnekTuBbl.  ['padudeckue  mporpaMmbl:  pa3HOBUAHOCTH,  Ha3HAYCHHE,
NpUMEHEHUE, CBOICTBA, 00OJacTh mpuMeHeHusa. [padudeckue mMakeTvl: BUIBI

MPEUMYILECTBa, HeAOoCTaTKU. I'paduueckre popMathl: TUIIHL.
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5.3. «Aemomamuzayusa npou3eo00cmeay

Temamuueckui nian

No Koi-Bo
Tempbl

/1 4acoB

1 Ilenb 1 3a7a4M aBTOMATHU3alIUK POU3BOICTBA. 1

Paznuune Mexay TNOHATHAMHM — «aBTOMATU3aLMs» U
«MEXaHHU3aLUA», BU/IbI aBTOMaTHU3allNH, YPOBHU
aBTomMatu3anmu. HeoOXoauMocTh BHEAPEHUS HOBEHIINX

TEXHOJIOTUM JIJIsi TPOU3BOJICTBA OO0 MPOIYKIIUH.

2 Uro Takoe «ympaBlIeHHE», OCHOBHBIE BHIBI cucteM |1
yIpaBJI€HUs, BUIbl OOpaTHOM CBSA3H, MOCTPOEHUE CUCTEM
aBTOMATUYECKOTO YIPABJICHUS, PETYIUPOBAHUS U

KOHTPOJIA.

3 Haznauenue wu BHUIAbBI OAaTYUKOB, HX POJIb B CXCMaX 1
aproMaTtuku. HasHauenwue QJICKTPHUYCCKHUX JAaTYUKOB, B

CUCTCMAX ABTOMATHUYCCKOI'O pCTYJINPOBAHU].

4 Hcnonb3oBanue cucremsl «MHTEpHET». OCHOBHBIE BHUIBI | 1
WCIIOJHUTEIBHBIX MEXaHU3MOB, HX MCHOJIb30BaHUE B

CHUCTEMAaxX aBTOMaTHUYECKOT0 YIIPABIICHUS U PETYIMPOBAHUS.

HNTOI'O: 4

Cooepoicanue npozpammol

Aemomamuzayus npouzeoocmea TIPOLIECC B PA3BUTUU MAIIUHHOTO
MPOM3BOJACTBA, MPH KOTOPOM (PYHKIIMM yIpaBiICHUS ¢ KOHTPOJISA, paHee
BEITIOJTHSBIIIMECS  YEJIOBEKOM, TEpeaaroTcs MpuOopaM H  aBTOMATHYECCKHUM

yCTpoMcTBaM. A. M. — OCHOBa pPa3BUTUS COBPEMEHHON MPOMBIIUIEHHOCTH,

reHEPAIbHOE HAaNPABJICHHE TEXHUYECKOT0 nporpecca. Llenp A. n. 3akirodaercs B
NOBBIIIEHUA 3(PGEKTUBHOCTH TpPyJa, YJAYULIIEHWH KadyecTBa BBITYCKAEMOU
MPOAYKIMH, B CO3JaHUM YCIOBUHM Ul ONTHMAJIBHOTO MCIIOJIB30BaHUS BCEX

pecypcoB pou3BoACTBa. PaznuyaroT A. I1.: YaCTUYHYIO, KOMIUIEKCHYIO U TIOJIHYIO.




Yactnynas A. 1m., TOYHee —  aBTOMATH3alUs  OTJCIBHBIX
NPOU3BOACTBEHHBIX  OMEpalMid, OCYIIECTBISIETCS B TeX ClOy4asX, Koraa
yIOpaBlI€HUE TMPOILIECCAMU BCJIEACTBUE HUX CJIOXKHOCTH WM CKOPOTEYHOCTH
NPAaKTHYECKH HEJOCTYITHO UYEeJIOBEKY W KOT/Ia MPOCThIE aBTOMATHYECKHE
ycTporicTBa 3(pPEeKTUBHO 3aMEHSIOT ero. YHacTUYHO aBTOMATHU3UPYETCs, Kak
NpaBWJIO, ACHCTBYIOIEE MPOU3BOICTBEHHOE 0OopyaoBanue. [1o mMepe
COBEpPIIICHCTBOBAHUS CPEJICTB aBTOMATHU3AIMU W PACIIUPEHUsT ChEephl UX
MPUMEHEHHU OBLJIO YCTAHOBJICHO, UTO YaCTUYHAs aBTOMAaTH3alusi Haubolee
a¢dheKkTrBHA TOTa, KOT/Ia MPOU3BOJICTBEHHOE 000pyA0BaHNEe pa3pabaThIiBacTCsI

Cpa3y Kak aBTOMaTH3HUPOBAHHOE.



6. Ilpogheccuonanvuotit mooyo
6.1. «Beeoenue 6 onepayuonuyio cucmemy MS Windows»

Temamuueckui nian

Ne Koui-Bo
Temsl
n/n 4acoB
1 Beenenue. OcHoBubie nmoHsTus: Onepanuonnsix cuctem (OC). | 1
Hacrpoiiku OC. Onepanunonnas cuctema 1K (ycranoBiennas
Ha [1K).
) Cpena pabouero crona .HacTtpoiika moab3oBarenbckoro | 1
Hutepdeiica. DaiinoBeie cucteMsl. Onepaiuy ¢ nankamu u
dbaiinamu.
NTOI'O: 2

Cooeporcanue npozpammol

Onepayuonnvie cucmemvr (0OC): onpenencHue, TUIBL, CTPYKTYpa,
¢ynkuuu. B3aumopeiictBue mnonw3zoBarens ¢ OC. @ainossie cucremsl OC:

TEPMUHBI, onpenesieHus. Y TuuTel OC: BUbl, HA3HAYEHHUsI, CBOMCTBA.

OC knacca Windows: BHIBI, BO3MOXXHOCTH, CXOACTBa H pa3Iudus,
TpeboBanus. [lonp3oBarensckuii unTEpdeElic: 00IIMe CBEICHUS.

Ilpozpammot-o60onouku NC: BUbI, BEPCUU, XapaKTEPUCTHUKH, HA3HAUCHHUS,
MPEUMYIIECTBAa, HEAOCTATKH, BO3MOKHOCTH, TpaBWJIa H TIPHEMBI PabOTHI,
nepcnektuBbl. UHTEpdeiic: ctpykrypa. OCHOBHbIE KOMAH/IbI.

I'paguueckan onepayuonnas cucmema Windows: BUabl, BO3MOXHOCTH,
OCHOBHBIC CXOJICTBA U OTIWYMS, TpeOOBaHUS K ammapaTHBIM pPECypcaM.
ITons3oBaTensckuit wHTEpdeiic Windows: obmme cBenaenus. Pabouuii cronm u
NaHe WM. Ha3HaYeHWe, NpaBwia padoThl ¢ HUMHU. OCHOBHBIC KOMAHIBI MEHIO U
nuanoroBeix OkoH. [Iporpammbr Windows: pasHOBHIHOCTH, (YHKIIMOHATHHBIC
BO3MOXHOCTH. CTIipaBOYHas CHUCTEMa: CIIOCOOBI TIOTyUCHHUS.

Paboma c ¢painamu u rkamanozamu ¢ OC Windows. Hacmpoiiku:
pabouuii cTOJI, TaHeNb 3aja4, MaHeab WHCTpyMeHToB. Hactpoiika OC Windows
XP, nanens ynpasnenus. [lata u Bpems 3anyck v 3aBepuieHre paboThl IPOrpaMM.

Coznanue manok U gpiblkoB. M3MeHeHne odopmileHHs U HACTPOMKHA OCHOBHBIX




anemeHToB. [lonydyenue cnpaBouyHoit nHpopmanu M3MeHeHre HacTpoeK, CBOMCTB
pabouero croira W T.JO. YCTaHOBKa 00opylnoBaHus. MynbTuMeaua. 3BYK.
VYcTaHOBKa M ynalieHHe nporpamm. HacTpolka KOHTEKCTHOTO MEHIO. Y CTaHOBKA

napoJsi.



6.2. «Iloozomoeka 0okymenmoe ¢ mexkcmoeom peoakmope MS Word»

Temamuueckui nian

Ne Kon-Bo
Tembl

n/n 4acoB

1 TexHosorust 06padboTka TEKCTOBOM MH(pOPMAITUH. 1

2 dopmaTUpOBaHUE TEKCTA. 1

3 Tabnuibl B TEKCTOBBIX peaakTopax. ['paduyeckue o0bekThr | 1

B TCKCTOBBIX PCAAKTOpAX.

4 Coznanue, HacTpolika rpadudecknx 0ObEKTOB CpEeACTBaMU | 2

TEKCTOBOTO pefakropa. BctaBka aBTOQUIypbl B TEKCTOBOM

penakTope.

) dopMaTrpoBaHUE OONBIINX JOKYMEHTOB. 2

6 ['unepccpiky, mepeKpECTHBIE CChUIKU, CHOCKHU, YKa3aTenu, | 2
3aKJIa/IKH.

7 [TporpamMmbl pacrio3HaBaHUS TEKCTA. 1

8 Coznmanne JmokymMeHTa B pemaktope MS  Word . |2

dopmartupoBanue mMpudToB, paboTa C KOJIOHTUTYJIAMU

NTOI'O: 12

Cooepotcanue npocpammol

Ynpaenenue padbomoit mexcmoeswvix pedakmopoe.

Be6oo, peoakmuposanue u hpopmamuposanue mexcma: padoTa 1Mo CO3/1aHUIO,
penaKTUpoBaHUI0O W (HOPMATUPOBAHUIO TEKCTa B TEKCTOBOM IPOIIECCOPE.
[IepBoHauanbHbIE HACTPOUKHA TEKCTOBBIX JTOKYMEHTOB. COXpaHEHUE M II€4aTh
nokymeHTa. Pabota co crimckamu.

Cozoanue mabauy. Ilocmpoenue oOuaepamm: padboTa 1O CO3MAHUIO,
pelakTUpOBaHUIO U (POpMATHUPOBAHUIO TaOJIUI[ W JAWarpaMM B TEKCTOBOM
nporieccope. CoxpaHeHue U nievarh JoKymeHTa. ['paduueckoe odopmiieHue

TabInLL.




Cozoanue kononmumynos. Bcmasxa pucynkos, unmocmpayuil padoTa o
CO3/JIaHMI0, BEPXHETO W  HIDKHETO KOJIOHTHUTYJIOB B  TekcTte. [louck,
(dopMaTHpOBaHUE PUCYHKOB M WLTIOCTparuii. CoXxpaHeHHe U eYaTh JOKYMEHTA.

Paboma ¢ ¢opmamu. Cozdanue mecmog. VIcHONb30BaHWE TTaHETH
HHCTPYMEHTOB «DOpMBD) ISl CO3/IaHUS TECTOB

Paboma 6 pedaxmope ¢popmyn. Pabora ¢ cumMBOIIaMH, HYMEPOBAHHBIMUA U

HCHYMCPOBAHHBIMU CIIMCKAMH, BECPXHHUMHU W HWKXHHMHU HHACKCAMH, PCIAKTOPOM

dbopmyi.



6.3. «Komnvromepuwvie npozpammol pacmpoeoit u 6eKmophoi
zpaguxu»

Temamuueckui nian

Ne Koi-Bo
TeMmbl

/11 JacoB

1 OcHoOBHBIE CBelleHHS O HUGPOBOM  TPEACTABICHUU | 2

rpaduyeckoit napopmaiuu B I1K.

2 [IpencraBnenne rpaduyeckoir wuHbDopManuu. Dopmartsl | 2
¢aiinos..

3 Ha3znauenne,  pa3HOBUIHOCTH U  (PYHKIMOHAJIbHBIC | 2
BO3MOXHOCTH TPOrpaMM  0OpabOTKH  pacTpPOBBIX u

BEKTOPHBIX IpauuecKux N300paskeHHI.

4 Texnomnorus paboTsl B mporpaMme 00padOTKU pacTpoBbIX U | 4

BEKTOPHBIX Ipauueckux n300paxeHui.

9) OcHoBHBIE PHUEMBI pUCOBaHKE B pefakTope Paint. 2
6 PenaktupoBanue u Tpanchopmaius Qaiina B peaakrope
GIMP
7 BBoa nzo0paxxkenuii B rpaduyeckuii peaaxkTop. 2
8 Pa6ota ¢ dpotorpadueii B pasHbIX peaaKTopax. 4
20

Cooepotcanue npocpammol

Paboma c eekmopnoii cpaghuxoi.

Co3z0anue uzobpadiceHusi 8 8eKMOPHOM pedaKmope, 6X00suemM 8 COCMAs
mexcmosozo peoakmopa Word. CoznaHue, peJakTUpPOBaHUE HW300paKEHUs.
N3menenune pasmepoB nu3obpaxenusi. Beon texcra. KonupoBanue u nepemernienue
nzobpaxkenns. CoxpaHeHue n3oopaxxenus. BeiBoj Ha mpuHTED.

Ilpoexmuposanue  0ocHOBHbIX  uepmedichblX  00bekmos. Pabora ¢
WHCTpYMEHTaMH Tpadudeckoro pemaktopa. Paborta co ckaHUPOBAHHBIM

nzo0paxenveMm. BeiBog Ha ipuHTED.




Co3oanue moueunoz2o pucyHka.

B60o0 u peoaxmuposanue uzobpasicenuss 8 pacmpogom pedaxmope Paint.
Coznanue, pepakTupoBaHue n300paxeHus. M3meHeHue pazMepoB M300paXKeHUS.
BBon Ttekcra. KommpoBanune wu mnepememieHue uzo0OpaxeHus. CoxpaHeHHe
n300paxkeHus. BoiBoj Ha mpuHTED.

Paboma c¢ uncmpymenmamu 6 epaguueckom pedaxkmope. CoxpaHeHHUE
nokymeHTa. Cozganue u3zoOpaxenus. Pabota ¢ uHCTpymMeHTamu TpaduyuecKkoro

penakropa. PaboTa co ckaHMpOBaHHBIM U300pakeHrueM. BbIBo Ha mpUHTED.

B60o0 u peoaxmuposanue uzobpasxcenus 6 pedaxmope GIMP. Co3nanue,
penakTupoBaHue u300paxeHus. MV3meHeHue pasmepoB wu3o0pakeHus. Baoa
tekcta. KonupoBanue u nepemenienune n3oopaxkenus. CoxpaHeHne n300paskeHHUs.
BriBo Ha ipuHTED.

Paboma ¢ uncmpymenmamu 6 epaguueckom pedaxkmope. CoxpaHeHHUE
nokymeHTa. Co3nanue m3zoOpaxenus. Pabora ¢ uHCcTpymMeHTamu Tpaduyueckoro

penakTopa. PaboTa co ckaHMpOBaHHBIM U300pakeHueM. BbIBO Ha pUHTED.



6.4. «Co3zoanue myanvmumeouiinvix npezenmayuii MS Power Point»

Temamuueckui nian

Ne Koui-Bo
Temsl

n/n 4acoB

1 Hasznauenue, pa3HOBUAHOCTM U  (YHKIIMOHAJIBHBIC | 2

BO3MOKHOCTH IIporpamMm CO3IOaHHA MyanPIM@,Z[PIIZHBIX

MIPE3CHTALU .

2 MynbTUMEIUITHBIC MIpEe3CHTAIUH. Co3znaunue | 2

MYJIbTUMEIUMHON NPE3CHTALNH.

OdopmiieHne npe3eHTanun

Pa6ora B mporpamme MS Power Point

HaGop Tekcra B cnaiine, penaktupoBanue mpudra

| O b~ W
N NN BN

3ananue >(pPeKToB Mpe3eHTAMN HA KaXKbIH OOBEKT.

3ByKOBBIE 3PEKTHI B craiiie

7 BcraBka nquarpamm B ciiaiiji, HaCTpoO#Ka, MOKa3 UTOrOBOM | 2

IMPC3CHTANKHU 110 3aJaHHBIM YCJIIOBHAM

8 TBopueckuii mpoekT Tmpe3eHTanuu Ha Temy: «Moe |6

X000m»

NTOI'O: 22

Cooepoicanue npozpammol

Paboma c komnvromepnoii npezenmauyueil.

Cozoanue, pedaxmuposanue u @opmamuposanue caaioos. Co3naHue
MpEe3eHTAallud Ha OCHOBe Imabimona odopmienusi. Pabota ¢ pucyHkamu u
rpaguyecKkuMyu TPUMUTHBAMHU Ha crlaigax. PemaktupoBaHne W COPTUPOBKA

clanaoB. JleMoHCTpanus NMpe3eHTauu.




Hcnonvzosanue paznuunvix anumayui mexcma u pucynkos Bpibop auzaiiHa
npeseHtauud. Vcnonp3oBanue aHuManud. AHuUManug OOBEKTOB  cliaiina.
JleMOHCTpanus mpe3eHTaluu.

Cozoanue ynpasnarowux KHonok. Hcnonvzoeanue 36yKa u 6UOEOKIUNOS.
Pabora co 3BykoM. Mcnonb3oBaHue ynpaisiommx KHONoOK. [lepexoabl mexnay
cnangamu. /leMoHcTpanus Npe3eHTalum.

Ynpaenenue no cmene cnavioos. Hacmpoiixa. Anumayus



6.6. «Inexmponnvie maonuuyvt MS Excel u 6azot oannvix MS
Access»

Temamuueckui nian

Ne Kon-Bo
Tembl

n/n 4acoB

1 TexHosorus 06pabOTKH YUCIOBOM HH(POPMAITUH. 2

2 ®opmatel gaHHbIX. CnocoObl BBoga U oopMmieHUs | 2
JAHHBIX.

3 I'padmueckre 0OBEKTHI B 2JICKTPOHHBIX TaOIUIAX.

Opranu3zanus pacy€ToB MEKTPOHHBIX Tabnuuax. Mactep
(GYHKUHUH.

O6paboTka TabauIl KaK 0a3 JTaHHBIX.

CBoHbIE TaOIUIIBI

PaGoTa B nporpamme siexTpoHHbIX Tabau MS Excel

OtHocuTenbHas u abconoTHas aapecanus MS Excel

O©| 00| N o O

BBoa naHHBIX 1O MPEIOKEHHOMY 00pa3y (KapTOYKH)

10 Pabora ¢ maHHBIMH B TAOJIHIIE.

11 Broa nannbix. O6padboTka qaHHbIX B b/

N N O N DN N NN

12 Pabota B nporpamme MS ACCESS

UTOI'O

N
~

Cooeporcanue npocpammol

Paboma c snexmponnvimu maonuyamu.

Beoo, peoaxmuposanue u ¢opmamuposarue OaHHbIX 8 OIIEKMPOHHOU
mabauye: paboTa MO CO3/IaHUIO, PEIAKTHPOBAHUIO U (POPMATUPOBAHHUIO TEKCTa U
9HUCeN B 3JIEKTpOHHOU Tabnwuie. CoxpaHEHHUE U TeYaTh JOKyMEHTa. Aipecartusl.

Paboma ¢ ¢gopmynamu 6 snekmpomnnoii mabauye. paborta MO CO3IaHUIO,
penakTapoBaHuil0 W (opmMaTUpoBaHWIO (GOPMYNT B IJIEKTPOHHON TaOMIIC.
CoxpaHeHue U revyaTh JOKYMEHTA.

Co3zoanue epaghuxos, 2ucmozpamm u OUazpamMm 8 31eKMpPOHHOU madauye.

paboTa Mo CO31aHNI0, PENAKTUPOBAHUIO U (POPMATUPOBAHUIO I'papUKOB, AMATPAMM




U TUCTOTPAaMM B 3JIEKTpOHHOU Tabiuie. CoxpaHEeHUe U MedaTh JOKYMEHTA.

Co3zoaHue ces3u aucmos u cea3u gaiinos u s1ekmponnou maodauye. Padbora
M0 CO3[IaHWI0 CBS3U JIUCTOB B KHHMre 0a3pl maHHbIX. CBs3m Mexay (Qaitmamu B
aneKkTpoHHOM Tabnuie Excel.

Paboma 6 snexmponnoti mabauye xak ¢ 6a30t OAHHBIX.

Paboma c 6azamu oannuix.

Be6oo, pedaxmuposanue u popmamuposanue oannvlx 8 baze oanHvix Access
PaboTa mo co3maHuio, pelakTHPOBAaHUIO, (OPMATHPOBAHUIO TOJCH W 3alucel B
0a3e JaHHBIX.

Hcnonvzosanue chunompa. Cozoanue 3anpocos, hopm, omuemos. Padbora mno
CO3/IaHHUI0 3aMpoCcOB, OTYETOB M (opMm, Mojed u 3amuceid B 0aze JTaHHBIX.
CoptupoBKa.

Paboma 6 BJ[ 6 pescume macmepa. PoboTa 1m0 HAXOXJICHHUIO CYMMBI,
MUHAMYMa, MaKCUMyMa, CpPEIHEro 3HA4YCHHs 3aJaHHBIX Mojei. PazOuenue u

CBJ3bIBAHUC Ta6JII/IH B 0aze JaHHBIX Access.



6.8. «Paboma c Hnmepnemy

Temamuueckui nian

Ne Kon-Bo
Tembl

n/n 4acoB

1 CtpykTypa U BUJibl HHPOPMALIMOHHBIX pecypcoB ceTu MuTepHer | 1

2 Bcemupnass mnayruna  Web-cepep.  IIpoaiinepsl ull

IMOAKJIFOYCHHC IIoncKkoOBEIE€ CaNThI. HpaBI/IJIa 3aIIPpOCOB.

3 OcHoBHbIE BUbI yeiryTr MIHTEpHETA. DIIEKTPOHHAS [TOYTA. 1
Coznmanue cBoero mouroBoro smuka. Cpeactsa odmierust. Coir.
CETH

4 INocycnyru. Co3nanue yuetHol 3anucu. Pabota ¢ yciyramu. 2

3) CoOepbank Onnaitn. Peructpanus, omiara yciyr. 2

6 MoOuIIbHBIE TIPUITOKEHHUS 1
HUTOI'O: 8

Cooeporcanue npozpammol

Paboma ¢ n0KanbHbIX KOMRbLIOMEPHBLIX CemAX. OCHOBHBIE OTallbl,
IIOCIIE0BATENBHOCTD. [IpenocraBienue 1ocTyma K pecypcaMm KOMIBbIOTEPA.

[lepenaua uwHboOpManMu TO JOKAIbHOM ceTu. Vcmonp30BaHHE MOJIHOTO
CeTeBOro Joctymna. Pabora ¢ mepenayueii TaHHBIX 10 JIOKAJIbHOU ceTH. biokupoBka
1 pa30JIOKUPOBKA JIOCTYIA K JIOKAJIbHOM CETH.

Paboma ¢ Humepneme:
llooknouenue «  Humepnemy. llogxmouenue Kk  HuTepHeTry. 1o

KOMMYTUpPYEMbIM Tele(OHHBbIM KaHanaMm. Hactpoiika coennHeHus.

Paboma c¢ onexmponnou noumou. HacTpolika NOYTOBOM MPOrpaMMbl
Outlook Express.

Pa6ora B mouroBoit mporpamme Outlook Express. Co3manme y4eTHBIX
3aIMCeH.

Ilymewecmeus  no  Bcemupnoii  naymume.  OCHOBHBIE  JTallbl,

IIOCJICAOBATCIbHOCTD, IIpaBHJIa IIPUCMA, OCOOEHHOCTH.




3aoanus na evinoinenue K6ANUPUKAUUOHHOU

pabomul Kapmouka 3a0anuii Ne 1

Ilpakmuueckasa paboma.
MS Excel
1. Orkpoiite nporpammy Excel
2. CoszmaiiTe TabIUIly 110 IPEAJIOKEHHOMY 00pasily,
3. TlocuuTaiiTe CyMMy 3aTpayeHHYIO Ha MOKYTKY KaHIEISIPCKUX TOBAPOB.
4. Coxpanute paboTy Moj CBOMM UMEHEM Ha paboueM CToJIe.
Ne /it | Toap Lena, p. | KomnuectBo | Cymma
1 Terpanb B KIETKY 6,5 50
2 Terpanb B TMHEUKY 4.2 200
3 bioxuoT 8,5 100
4 bioxHoT Man 3,4 500
5 Terpanp 9671. 35,7 50
6 Terpanp 4871. 12,8 200
7 Exennesunk 135 25
8 Pyuka mapukoBas 7,5 50
9 Pyuka renueBas 12,3 250
10 Bcero

Kapmouka 3a0anuiit No 2

Ilpaxmuueckasa paboma.
MS Word.

HamneuaraiiTe TeKCT Mo npeajiokeHHOMY 00pasiry.

Bblpaenueauuﬂ mekcma.

Oxno Ilaxem TI03BOJISICT _ BBIBECTH

CTPAHMUIIBI, BXOAAIIIHUC B OTKDBITBIﬁ ITaKCT.

Bo3MoOXHBI _JIBa peKUMa OTO6Da)KeHI/I$I

CTpaHMII. ITIMKTOI'PaAaMMBbI, a TaK 7K€ BHUJ CO

cBorictBaMu. JUIsI UW3MEHEHUS peEXUMa

OTO6D3)K€HI/I${ CTpPAaHUIl BOCIIOJIb3YCEMCHA

KOHTCKCTHBIM MCHIO, B KOTOpOM

COACPKATCA KOMAaH/bI OmKDbll’I’lb




Cmpanuyy, Pacnoznamo cmpanuyy,

OxHo Kpynmuwiti nian TpeAHAa3HAUYEHO NJIs1 OTOOpPA)XKEHMsI YBEJIMYEHHOTO BHIA
BHUJIMMOCTH CTPOKU WM 00pabaThiBaeMOro ydactka n3oOpaxeHus. B KOHTEKCTHOM
MEHIO OKHA COACPXKUTCS MH(POpPMAIHSI O TUIIE U CBOWCTBAX M300paKEHHUs, KOMAHIbI
U3MEHEeHHs MaciiTada n300pakeHusl, a Tak ke KoMaHlbl Pacnosnams 010K, Ananus
onoxa, ananuz cmpykmypsl mabauywvl, Ouucms 610K om mycopa u Yoanumo OJ0K.
Kpome Toro, komanna meHwio Tun Onoxa TO3BOJISET BbIOpaTh OJHY W3 pabouux
onuwmii: Texcm, Tabauya, Kapmunka.

OKHO meKkcm no3eonsaem 0m06pa3umb paCFZOS’HaHHblZZ TCKCT JIS CTOIMPOBCPKU U

xoManibl OTMeHHTh, BoccTaHOBUTH, Bripe3aTh, KOMMPOBATH, BCTABUTh U
BBIICJIUTh BCE, TaK K€ MOXKHO BbIOpaTh KoMmaHay MeHio Ipudt nis u3meHeHus

napameTpoB mpudra.

Kapmouka 3a0anuii No 3

Ilpakmuueckas padoma.

MS Power Point

Cosnaiite mpe3eHTanuio «O0BEMBI U IOBEPXHOCTU TEI»

CkavaliTe KapTUHKH T€OMETPUUECKUX TeJl B CeTH Internet, 1 UCTIONB3YUTE JJIsi ITOTO
MaHEeIb WHCTPYMEHTOB PuHcoBaHWe; mpoAyMaWTe NAW3ailH, NPE3EHTAlUs JIOJKHA

COCTOATHh M3 IIECTH CIANIO0B, COJEPXKAILIMUX MPUBEIECHHYIO HIKE HMHGOPMALUIO U3
37



Kypca ['eomerpun.

1 cnaiig TuTynbHBIA TUCT «OOBEMBI M IOBEPXHOCTH TEID)

2 cnaiin «Tena reomerpun Lwmaap, PaBaHoOenpenHsiil TpeyronpHuK, OBam,
3 cnaiig «BcTaBuTh Gurypy Llnnmunapay,

4 cnaiin «BcTaBUTh (hurypy PaBHOOEAPEHHOTO TPEYTOJbHUKAY,

5 cnaiin «BcTaBUTh purypy OBanay,

6 cnaiin nognucath @.M.O. u coxpaHuTh Ha paboveM CTOJIE O] HA3BAaHUEM

PyOEKHBIN KOHTPOIb.
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4. /lononnumenvhnasn aumepamypa
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7. CBobOomanas sunukioneaus http://ru/Wikipedia/org

8. http://msdn.microsoft/com/ru-ru/gg638594 - Karanor OuGmHOTeKH Y4eOHBIX

pecypcoB

9. http://www.dreamspark.ru/ - ,6ecrutatHelii 1Jisi CTYJICHTOB, aCIUPAHTOB, MTKOJILHUKOB

u HpCHOHaBaTCHCﬁ, A0CTyIl K IIOJHBIM JIMOCH3WOHHBIM BCPCHUAM HHCTPYMCHTOB

Microsoft nys pa3paboTku au3aiiHa
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Ilepeuens kaounemos u nadvopamopuii. Ilepeuens
Heo0xX00umoz20 060py006anus u UHCMPYMEHM OB

Peanu3anus yueOHOM NUCHUIUIMHBI TpeOyeT HaMn4usl yaeOHOro kabuHera

«Uudopmatuxa

O6opynoBanue yueOHOTo abuHeTa:
—TI0CaJOYHBIC MECTA 10 KOJIMYECTBY 00YJArOIIUXCS;

—pabouee MeCTO IpenoaaBaTes;
Texuuyeckue cpeacTBa 00yyeHUs:

— MYJIbTUMEIUMHBIN IIPOEKTOP;

—npunrep MOY;

— KOMIIBIOTEPHAs! TEXHUKA JIJI1 00yUYarOIIUXCsl ¢ HATMYUEM JIUIIEH3UOHHOTO
MIPOTPAMMHOTO 00€CTICUEHUS,

— KOJIOHKH.

ILGIZCTBYIOH.I&H HOPMATUBHO-TCXHUYCCKAA U TCXHOJIOTHUUCCKAA JOKYMCHTALIUA:

—IIpaBuJia TEXHUKHU O0€30MMACHOCTU U POU3BOICTBEHHOW CAaHUTAPUU;

—HWHCTPYKIOHWH 110 OKCILTyaTalunu KOMHBIOTepHOfI TCXHHKHU.
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