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HHOACHUTEJIbBHASA 3AIIMCKA

Paboyas mporpamma BHEYpOUHOH JIeTENFHOCTH O HH(pOpMaTHKe it 8 Kiacca pazpaboTaHa B
COOTBETCTBHUHU C

- ¢enepanbHbM 3akoHOM «O0 oOpazoBanuu B Poccwmiickoit @eaeparun» Ne 273 ot 29.12.2012
r.,

- npukazoM MuHuctepcTBa oOpazoBanus 1 Hayku Poccuiickoit @enepaunu ot 17.12.2010 r. Ne
1897 «O06 yrBepxkaeHuu (henepaabHOro0 TOCYIapCTBEHHOTO 00pa30BaTEIbHOTO CTaHAapTa OCHOBHOTO
o01m1ero oOpa3oBaHHs,

-npukazoM MuHoOpHayku Poccun ot 29 nekabpst 2014 r. Nel644«O BHeceHMM M3MEHEHHH B
(denepalbHBI TOCYIApCTBCHHBI 00pa30BaTENIbHBIN CTaHIAPT OCHOBHOTO 00mero oOpa3oBaHws,
YTBEPKJACHHbIM TpuKka3oM MuHuctepctBa o0OpazoBaHus | Hayku Poccuiickoit ®enepanuun
0o117.12.2010 r. Ne 1897»,

- npukazoM MunooOpHayku Poccun ot 31 nexadbps 2015 r. Ne 1577«O BHeceHMM M3MEHEHMH B
(dbenepanbHBI TOCYTAPCTBEHHBIN 00pa30BaTEeNbHBIA CTaHIAPT OCHOBHOTO OOIIEro o0pa3oBaHUs,
YTBEpKJACHHBIM Tpuka3oM MuHucrepctBa o0OpazoBaHus U Hayku Poccuiickoit ®enepanuun
0o117.12.2010 r. Ne 1897»,

- (emepambHBIM TOCYIApPCTBEHHBIM O00pa30BaTENbHBIM CTAaHAAPTOM OCHOBHOTO  OOIIETO
o0pazoBaHUs;

- yueOHbIM mmaHoM MBOY 1. Actpaxanu «COI Ne49»;

Ha OCHOBE TpeOOBaHWH K pe3yibTaTaM OCBOCHHS OCHOBHOH 00pa3oBaTeIbHON MPOTPaMMBbI
OCHOBHOTO 00111ero 00pa3oBaHus, C yIeTOM T'MTHEHHYECKIX TPEOOBaHUH K PEKUMY 00pa30BaTEIbHOTO
npouecca, ycranoBineHHbIX CanlluH 2.4.2.2821-10 «CanutapHo-311eMHOJIOTHYeCKre TpeOoBaHUs K
YCJIOBHUSIM W OpraHU3aIMK 00ydeHus B 0011e00pa30BaTeIbHBIX OPTraHU3aAIIIX».

MHorue Ham® COBPEMEHHUKH 3aHATHI B cdepe 00paboTku WHPOpMAIUM W HUCIHOJB3YIOT
nH(OpPMaLMOHHbIE U KOMMYHHMKAI[MOHHBIE TEXHOJOTUU B CBOEH MpodeccHoHalbHON AeqaTeIbHOCTH,
yu€be wim B ObITy. UenmoBeKy, SBISIONIEMYCS 4YacThi0 WH(POPMAIMOHHOTO OO0IIecCTBa, HEOOXOAMMO
ob6nanaTh HHOOPMAITMOHHON KYIbTYpOH, 3HAHUSIMHU ¥ HaBBIKaMH pa0OTHI B 00J1acTH HH(POPMAITMOHHBIX
TEXHOJIOTUH.

JlanHasi mporpamma BHEYPOYHOM JESTEIBHOCTH TMOMOKET YBEpEHHO MOYYBCTBOBATH ceOsl 3a
KOMITBIOTEPOM, CTaTh KBATU(UIIMPOBAHHBIMU MOJB30BATEISIMH IIEPCOHATBHOIO KOMIBIOTEPA.

KoMmmbioTep He IpOCTO YHUKAIbHBIM WHCTPYMEHT, HO W OOyd4aromias CHUCTeMa, IMOMOIIHUK
npenojaBatend. [IpakTuyeckass paboTa 3a KOMIBIOTEPOM — OCHOBHAsl COCTaBISIOLIas Ipoliecca
00y4eHHs.

Llenp w3ydeHHs MpOrpaMMbl — OCBOCHHE YdaIlMMHUCS oOrnepaioHHoi cuctembl Windows, a
TaKKe COJEePKaHMs M Ha3HAYCHHUS TporpamMM HHTerpupoBanHoro nakera MS Office, To ecTh 0CHOBHBIX
HHGOPMAIIMOHHBIX TEXHOJOTHi: 00paboTku TekcToBoil mHMopMmarmmu (MS Word), o6paborku
yrciaoBbix gaHHbIX (MS  Excel), cosmanme kommbroTepubix mpesentanmii (MS Power Point).
OBnazneHue HaBbIKAMU MOMCKa HHGOpMAIUU B TI00aIbHON KOMIIBIOTEpHOH ceTu Internet.

[Ipennaraemasi mporpaMma — 3TO TaKKe KOMIUIEKC MPAKTUYECKUX 3a/laHuM, CaMOCTOSITEIIbHOE
BBITIOJIHEHUE KOTOPBIX TMOMOKET YYallMMCsl 3aKpENUTh MOJyYCHHbIE TEOPETUYECKHE 3HAHUS U
MpHOOPECTH HaBBIKU MpaKkTUyeckoi padboTsl 3a [1K.

[IporpaMmma BHeypouHOU jesTenbHOCTH «KoMIBIOTEpHBIN  KIyO0» TMpenHa3HayeH s
IIKOJIbHUKOB 8 Kkiacca. Pabouass mporpamMma COOTBETCTBYET TOCYAAPCTBEHHBIM TpeOOBaHHUAM K
MUHUMYMY COJIEp’KaHUsI U YPOBHIO MOATOTOBKHU BBIITYCKHUKOB 00I11€00pa30BaTEIbHBIX LIKOJI.

Ieanb kypca — obecnieunTh MPOYHOE U CO3HATEIBHOE OBJIAJICHUE YYAIIMMHUCSA OCHOBAMH 3HAHUH
0 Mpoleccax MOoJIydeHHs, peoOpa3oBaHMs, XpPaHEHUS M HCIOJIb30BaHUS MH(POPMALMM M Ha 3TOU
OCHOBE PACKPBITh YJalTUMCS POJb UHGOPMATUKU B (POPMHUPOBAHUHM COBPEMEHHOW HAYYHOW KapTHUHBI
MHUpa, 3HAYeHHE WH(OPMAIMOHHBIX TEXHOJOTHH B Pa3BUTUH COBPEMEHHOTO OOIIECTBA, MPHBUTH
y4yaluMcsl HaBBIKM CO3HATENBHOTO W pallMOHAIBHOIO HCHOJb30BaHUs DOBM B cBoell ydeOHOU u
nocienyouei npodeccuoHaIbHON AeITeTbHOCTH.

3agaum Kypca:

CdopmupoBathb

® TEXHOJOIHYECKOE OTHOIIECHHE O0YYAIOIIETroCs K OKPYKAIOLIEMY MHPY;




npeAcTaBieHne 00 00IUX NIpUHIMIAX padoTsl ¢ mpuiokeHusMu Windows, metogamu u
cpenctBamMu oOpabOTKHU M XpaHeHUs WH(OpPMAIIUK, HA3HAYCHUU U BO3MOKHOCTSX
MPOrpaMMHBIX MPOAYKTOB, BXOSIIIUX B coctaB nakera Microsoft Office;

HaBBIKK paboThI B rpaduueckoM pepakrope Paint, rekcroBom peaakrope Word, penakrope
3JIeKTPOHHBIX TabmuIl Excel;

HaBBIKU CO3aHUs AJICKTPOHHBIX Mpe3eHTanuii B Microsoft Power Point;

HaBBIKH MOKMCKa nHpopManuu B IHTepHETE, pabOTHI C 3JEKTPOHHOM MOYTOMH;

HaBbIKW OpraHU3alMM pabovyero Mecra;

HAaBBIKH ONITUMAJIBHOTO UCTIOJIh30BaHUS pab0overo BpeMeHH.

BeipaboTath

HaBBIKH 0(OPMIICHHS PA3IMYHBIX JOKYMEHTOB, UCIOJb3Ys BO3MOXHOCTH I'pa)uiaecKoro,
TEKCTOBOTO PEIAKTOPa M PEIAKTOPa SIEKTPOHHBIX TAOJIHII;

HaBbIKH O(OPMIICHHUS U AEMOHCTPALMHU 3JIEKTPOHHBIX PE3EHTALNN, UCTIOb3YS
Bo3MoxHoctu Power Point.

ITporpamma paccuntana Ha 34 Jaca.

JlaHHBIN Kypc OCTPOEH Ha MaTepuae y4eOHbIX MocoOuii Mo HH(HOPMATHUKE U COIEPIKUT
HE0OX0IMMbIe CBEJICHUS /1151 OCBOEHHS HaualbHOTO Kypca.

JlanHbli Kypc oOecrneyeH:

BCIIOMOraTe/bHbIMU MaTepualaMu

TECTOBBIC 3aJ]aHHS IT0 TEMaM:
- «Mudbopmanus, uctopus pasBuUTHs U CTpykTypa IBM»;

- «['paduueckuit pemaxrop Paint»;

- «TekcroBslii pegakrop Word»;

- «Dnextponnusie TabmHIB EXCEl»;

- «IlIpesenranuu MS Power Point»;

- «OCHOBBI KOMITBIOTEPHBIX TEICKOMMYHUKAITUI.

MPAKTUYECCKHE 3aaHuUs TI0 TeMaM:

- «Pabora ¢ KI1aBHaTypOW U MBITIHIOY;

- «Opraunusaius pabotsl B cpeae Windows,

- «OkHO «MOW KOMIIBIOTEPHY;

- «I'paduueckuii pemaxTop Paint»;

- «®DopMaTUpOBaHKE U BUJOU3MEHEHHE I'pa)UueCKUX N300paKECHUI»;
- «MS Word: nauano paboTsl B TEKCTOBOM IIPOLIECCOPEN;

- «DopmatupoBaHue MPUPTOB U a03AIEB TEKCTAN;

- «MS Excel: nHayamo paboThI C 2JIEKTPOHHBIMHU TaOIUI[AMI,

- «Mcmosib30BaHUE IMEKTPOHHBIX TAOJHII IPH PACUETAX»;

- «MS Power Point: nauao paboTsl, co3mganue u 0GpopMIICHHE TIPE3EHTALINI;
- «[Ipe3eHTanus — MpUIIIANIICHUEY,

- «Hacrpoiika 6pay3zepa MS Internet Explorer».

TEMATUYCCKHE CTCH/IbI U TUIAKAThI;

WCIIOJIb30BAHNE HMHTEPAKTUBHBIX TEXHOJIOTHH.

TEXHHYECCKUMMU CpeaACTBAMU

IIEPCOHAIBHBIE KOMIIBIOTEPHI;
IIPUHTED;

CKaHep;

MOJEM.

NPOrpaMMHBIM o0ecredyeHneM

omneparnuonHas cucrema Windows;
nakeT Microsoft Office 2010 (MS Word, MS Excel, MS Power Point, MS Internet Explorer)

npoyee

OCBEIICHUE TI0 HOPME;
yueOHas 10CKa;
paboume cToJIbI



B03MOXHBI ciieytomye BUAbI 1eSITeJIbHOCTH YYAIMXCH !
KOHTPOJIBHBIE BOIIPOCHI;

TECTBI;

MPAaKTUYECKUE PabOTHI;

CaMOCTOSTEIIbHBIE PAOOTHI;

YCTHBIE COOOIICHUS YUALTUXCS;

JIETIOBBIE UTPBI;

MOJITOTOBKA CIIEHAPHUEB LTS CIala - GriIbMa 10 M3y4eHHBIM TEMaM.

VYyamuecs MOTYT BbIOUPATh!
® JmTEepaTypy, 0 KOTOPOH OHU OYAYyT TOTOBUTH COOCTBEHHBIE Pa0OTHI

INVIAHUPYEMBIE PE3YJIBbTATBI OCBOEHUS DJIEKTUBHOI'O KYPCA
B pe3ynbTaTe n3ydeHus MporpaMMsbl AJIEKTUBHOTO Kypca «JloMaliHuil KOMIIBIOTEP»

y4aiuecs J10JKHbI 3HATh:
e ocHoBHbIE TTpaBuia padoTsl 1K, npasuna texauku sxcruryataruu [1K u nepudepuitnpix

YCTPOWCTB;

HOPMBI U [TpaBUJIa OXpaHbl TPy/la U MPOTHUBOIMOKAPHOU O€30MacCHOCTH;

YTO TaKoe MH(pOpMaIIHS;

MPUHIMIBI pab0ThI MepcoHaIbHbIX KoMmbioTepoB (I1K);

OCHOBBI OIIEPALIUOHHBIX CHCTEM;

OPraHu3aIvIo U MpeJicTaBieHue qaHubix B 11K

MIPUHLUIIB MYJIbTUMEINA;

OCHOBHBIE MPUHIUIIBI KOMIIBIOTEPHBIX TEIEKOMMYHUKALUN U TIOMCKa HH(OpMaLun

y4yauuecs J10JKHbI yMeTh:
® BKIIIOYNUTHh KOMIBIOTEP U 3aIYyCTUTh ONEPALIMOHHYIO CUCTEMY;
® 3aMyCTUTh U 3aKPHITh JII000E MPUIT0KEHHE;
®  CO3l1aTh, COXPaHUTb, OTKPHITH U MOAU(PHUIIMPOBATH JOKYMEHT MPHIIOKECHHUS,;
e pabotaTh ¢ rpadUUEeCKUM peaakTopoM Tuma Paint;
e paboTaTh C TEKCTOBBIMH PEAAKTOPAMHU, CO3AAIOIIMMHU TEKCTOBBIE (haiiIbl;
e paboTaTh C TEKCTOBBIMU MPOLIECCOPAMU, CO3/IAIONINMU TEKCTOBBIE IOKYMEHTHI;
e KOHBEpPTUPOBATH (ailiibl U3 0JHOTO popmara B Jpyroii;
e paboTaTh C ANEKTPOHHBIMU TAOIUIIAMU;
® CO3/JaBaTh, PEIAKTUPOBATH U IEMOHCTPUPOBATH MIPE3CHTALINH;
e paboTaTh C JIEKTPOHHOU MOYTOM M III00aTbHON KOMIBIOTEPHOU ceThio Internet.



TEMATHYECKOE IINTAHUPOBAHUE

HaumenoBanue pa3aejioB U TEM

Bcero
4acoB

Teopus

IIpaxkTuka

Tb, III1b u oxpana Tpyaa
Bsenenue.

OcHoBHBIC NOHATHS HHPOPMATHKHU

WNudopmaruka. Uapopmanus. Equauiier nuamepenus
nHpOpManuu.

Kpatkas uctopus pa3BuTHs BHIYUCIUTENbHON TeXHUKH. OO01ue
npuHIMns! pabotsl 11K,

ba3zoBas annaparHas koHpurypanus IIK
OcHoBHas koHurypanus [1K.
[lepudepuiinbie ycTpoiicTBa

Iporpammuoe odecneyenne u OC Windows
[Iporpammuoe obecrieueHue.

Omneparmonnas cucrema Windows.

OxkHo nanku «Moil KOMITBIOTEP.
CrangaptHbie iporpammbl Windows.

OcHoBbI 00pa0oTKH rpaduyecKkux H300paKeH Ui
I'paduueckuii pemaxrop Paint.
TexHuka co3manus U PeIaKTUPOBAHUS N300paKEHUH.

TexcroBble Gailiibl U TEKCTOBBIE TOKYMEHTbI
Texkcrossrii pegakrop Microsoft Word.
PaGota ¢ TeKCTOBBIM PEeaKTOPOM.

DJIeKTPOHHBbIE TA0JIUIbI
Pemakrop snexkrponnsix Tadbaun MS Excel.
PaboTa ¢ 351eKTpOHHBIMU TaOJUIIAMH.

IMoaroroBka npe3eHTanmni
OO0wmwume cBenenus o MS Power Point.
Co3anre HOBOM Mpe3eHTaIUH.

OCHOBBI KOMIIBIOTEPHBIX TEJIEKOMMYHHKALM A
Uctopus cetu Internet. OcuoBHble mpoTokosl cetu Internet.
Internet xak eaunas cucrema pecypcos.

Hroro:

34

11

23




KAJIEHIAPHO-TEMATHUYECKHWH ILUIAH

HaumenoBaHue pa3xejioB U TEM

Bcero
JacoB

Teopus

IIpakr.

I[aTa MMpoBE€ACHUSA

IJIaH

dakr

Tb, IIIIb u oxpana Tpyaa
Beenenue.

OcHoBHBIC NOHATHS HHPOPMATUKH
WNndopmaruka. Uadpopmanus. Equaunist
M3MEpeHUs: HHPOPMAITUH.

Kparkas ucropus pazButus
BBIYMCIUTENBHON TeXHUKU. O0me
npuHIMNIbG! pabotel [TK

baszoBas annapaTHas koHdurypauus IIK
OcHoBHas koHurypanus [1K.
[lepudepuiinbie ycTpoiicTBa

IIporpammuoe o6ecieuenune u OC
Windows

[IporpammHoe oGecrieueHue.
Omnepanuonnas cuctema Windows.
OxkHo nanku «Mo# KOMIBIOTEPY.
CrangaptHeie iporpammbl Windows.

OcHoBbI 00pa0O0TKH rpadpuyecKux
U300pakeHui

I'paduueckuii pexakrop Paint.
Texnuka co3qanust U peJaKTUPOBAHUS
HM300paKeHUI.

TexcroBble Gailiibl U TEKCTOBbIE
JAOKYMEHTBI

Texkcrossrii pegakrop Microsoft Word.
PaGoTa ¢ TEKCTOBBIM PEIAKTOPOM.

DJIeKTPOHHBbIE TA0JIUIbI
Pemakrop snekrponnsix Tadbaun MS Excel.
PaboTa ¢ 251eKTpOHHBIMU Ta0JIUIIAMH.

-

IoaroroBka npe3eHTanmni
Oo6uwue ceenenus o MS Power Point.
Co3anue HOBOM IPE3EHTALIMH.

OCHOBBI KOMIIBIOTEPHBIX
TeJIeKOMMYHHUKALUM

Uctopus cetu Internet. OcHoBHBIE
MPOTOKOJIBI ceTu Internet.

Internet xak eauHas cuctema pecypcos.

Hroro:

34

11

23




COJEP)KAHME KYPCA
Tema 1. Th, IIIIb u oxpana Tpyaa (1 yac)

Tueuena u oxpana mpyoa

OU3M0IOTO-TUTHEHUYECKUE OCHOBBI TPYIOBOTO Ipoliecca Ha pabounx MecTtax. Pexxum padodero
JHS.

['uruennveckue TpeboBaHus K paboyeit ofexkae, yX0 3a Hel U IIpaBuiia €€ XpaHeHUsI.

[osxapHast 6e301aCHOCTb: TPUYHHBI BO3HUKHOBEHUS TI0KAPOB, MEPHI MOKAPHOU PO PHIAKTHKH.
Mepsl 1 cpencTBa NOKAPOTYIICHUS.

Hopwmbl 1 npaBuna aiekTpo0e30macHOCTH. Mephl U CpeICTBA 3aIIUTHI OT MOPAKESHUS
ANEKTPUIECKUM TOKOM

[lepBas moMoILb NPU HECUACTHBIX Ciaydasix (ymunbdax, nopesax, 0’Korax, OTpaBJICHHUIX,
MOPAKEHUSIX AIEKTPUUECKIM TOKOM).

OcHOBHBIE TIOJIOKEHUS 3aKOHOJATENIHCTBA IO 0XpaHe Tpyaa. OxpaHa Tpy/a >KeHIIUH U
MOJAPOCTKOB.

Tema 2. OcHoBHBbIC NOHATHA HHPOPMATHKH (2 Yaca)

WNndopmanus: moHATHS, BUJIbI, CIOCOOBI IPEJICTABIEHUS, MEPHI, MOPLIUOHHOCTh. CHUCTEMBI
CUHUCIICHUSI.

BrraucnurenpHas TeXHHAKA: HUCTOpPUA MOABJICHUA U pa3BUTHA, OCHOBHBIC 3TAllbl 1 HAITPABJICHUA,
00acTb MPUMEHEHHUSL.

Tema 3. bazosas annaparHas koupurypamus IIK (2 yaca)

DNEeKTPOHHO-BRIYUCTUTENbHBIC MaIHbI (DBM): Ha3HadueHue, OOIIECTBEHHBIE ACTICKTHI
MIPUMEHEHHUs], KJTacCU(UKAIUs, TEPMUHOJIOTHS, TUIIBI U NTOKOJIeHHs DBM, nepcrneKkTUBbl.

Apxutektypa [1K: onpenenenne, OCHOBHbIE CBeICHUS. THIIBI apXUTEKTYP.

Crpykrypa IIK: nonsitue, cxeMbl, B3aUMOJICCTBUE OCHOBHBIX YCTPOMCTB.

YcTpoiicTBa BB (KI1aBUATypa, MBIIIb, TPEKOOII, JIXKONCTUK): pa3HOBUIHOCTH, TUIIbIL, (PYHKIUH,
YCTPOICTBO, MPUHLIUIIBI pabOThI, CIOCOOBI YIIpaBlieHUs, MpaBuiia dKcIuTyarauuu, KinaBuarypa:
OCHOBHBIE METO/IbI U NpueMbl padoThl. KitaBuiu Ha kinaBuarype: GyHKUINU, TPYIIIBI, BAPUAHTHI
KJIaBUATyPHBIX KOMOUHALIUH.

YcTpoiicTBa BbIBOJA (MOHUTOPBL, IPUHTEPHI, TUCKHU): BUbI, KJIACChl, HA3HAYEHHUE, YCTPOUCTRO,
MPUHIINI JSHCTBUS, MpaBUila UCIIOJIb30BaHUA B paboTe, SKCIUTyaTalusl. Y CTpOWCTBA BHEIIHEH MaMsATH
(TpUBOBI HAKOTIUTENEH HA MAarHUTHBIX, ONITUYECKUX U MAarHUTOONTUYECKUX AUCKAX): THIIbI,
napaMmeTpsbl, MPUHIIUIIBI ISHCTBUS.

JlononHUTEIbHBIE YCTPONCTBA (TUIAHIIET, CKaHep, (hakc-MOJeM, CTpPUMED): Ha3HAUEHHUE,
OCHOBHbBIE (DYHKIIMOHAJIbHBIE Y3J1bl, TPUMEHEHHUE.

Pa6ora na I1K: obuiue TpeboBanus, mpaBuiia, peKOMEHIAIHH.

[IpaBuna BKIIOUEHUS, TIEpe3arpy3Ky U BBHIKIIOYEHHSI KOMIIBIOTEPA.

BBoj Tekcra ¢ knaBuatypsl (cpennss ckopocTs 160-180 ynapoB B MUHYTY).

Tema 4. Ilporpammuoe odecneuenne u OC Windows (2 yaca)

[IporpammHOe obecrieueHue: HCTOPHSI pa3BUTHSL, TEPMUHBI, ONIPEAETICHNs, COCTAB, CTPYKTYpa.
CmMmeHa BepcHii porpaMMHOTO 00ecieueH sl: Ha3HaueHUe, EPUOIUIHOCTb.

CucteMHble, ClTy>K€OHbIE U TIPUKJIAHbIE TPOTPAMMBI: OCHOBHBIE TIOHATHS, OTIpEJIIEHUE, THIIbI,
XapaKTepUCTUKU, KaTETOPUH.

BupycHble mporpaMMBl: IyTH ¥ MEXaHU3MbI PaCPOCTPAHEHUs, JeUCTBUS, (POPMBI TPOSBICHHUH.
[Ipo¢unakTuyeckrue Mepsl.

AHTHUBHpYCHBIE TIPOTPAMMBI: Pa3HOBUIHOCTH, PUHIIMIIBI IEHCTBHSI, CIOCOOBI HACTPOMKH,
MOPAZIOK PabOThI B HUX.



Tema 5. OcHoBbI 00padoTKH rpadpuyecknx u3o00pakeHui (6 yacos)

I'paduueckuii penakrop Paint. OxHo mporpammel Paint. Pabouee mosie. Habop nHCTpyMEHTOB 1
MeHI0 HHCTpyMeHTa. [lanuTpa nBeTos.

ATpubyTsl N300pasKeHHS.

OcHoBBI paboThI ¢ IporpamMmoi Paint.

Texnuka co3znanust usoopaxkenuit. O0mue ceenenus. Kucts u kapanaam. Jlactuku. Kak
pucoBaTh reoMeTpudeckue GUrypsl. Pacnsuinrens. 3anuBka.

N3menenne pa3mepoB nzoopaxenus. PenaktupoBanue aeraneit n3oopaxkeHus. BBoja Tekcra.
Pabora ¢ pparmentamu n3o0paxenus. [leqats n300pakeHHs.

Tema 6. TexcToBbI€e (haiijibl M TEKCTOBbIE JOKYMEHTHI (7 4acoB)

TekcroBeie ¢aiinbl. Tekcrosrit penakrop Word. Oxuo nporieccopa Word. O630p dyHKIumi
ropu3oHTaIbHOTO MeHro. [TaHenu uacTpymenToB. Hactpoiika sxkpana Word.

BBox Tekcra B mporpamme Word.

OCHOBHBIE DJIEMEHTHI TEKCTOBOTO JOKyMeHTa. CUMBOJIBI, CJIOBA, CTPOKH, IIPEIoKeHMsI. AQ3ail.
Crpykrypa crpanunbl. CTpykTypa gokymeHTa. Tabnuuel u pucyHku. [os.

[TonsaTue o mabaoHaX ¥ CTHISIX 0(OPMIICHHUS.

OcHoBHBIE omepanuu ¢ TeKcToM. [lepemenienue no HabpaHHOMY TEKCTy. Briienenue
(bparMeHTOB TeKcTa. Y aajneHue, nepemMelieHue 1 Konupopanue pparMeHToB fokymeHTa. [louck u
3aMmeHa (pparmeHToB TekcTa. OTMEHa KOMaH/I.

dopmaTHpoBaHNE CUMBOJIOB U ab3arieB: olmiue cBefeHus. PopMaTupoBaHE CUMBOJIOB.
dopmaTupoBaHue ad3aleB.

Odopmienne crpanuiibl JokymMmeHTa. Pasmerka crpanuisl. BctaBka HoMepa ctpanwnil. Bepxuuit
Y HIDKHUW KOJIOHTUTYJIBI. BCcTaBKa CHOCOK. Pa3pbIB CTpaHUIbI.

®opMUPOBAHKE OTJIABJICHHUS.

Pa6ora ¢ Tabnumamu.

PaboTa ¢ pucynkamu.

I'pammaruka B iporeccope Word. ITpoBepka mpaBomrcaHus..

[leyatb TOKyMEHTOB.

Tema 7. JjekTpoHHbIE TA0MUIBI (6 YacOB)

Dnexrponnas tTabmuia MS Excel. Oxuo nmporpammer MS Excel. O630p dyukinit
ropusoHTanbHOro MeHto. [lanenu unctpymentoB. Hacrpoiika skpana MS Excel.

Sdeiika anekTpoHHOU Tabmwuipl. Kak aapecoBarh sueliku. BBo TaHHBIX B TYCHKY TaOIHIIBI.
W3meHeHne MUpUHBI CTOJIONA U BHICOTHI CTPOKH.

O61ue npaBuiia NOAroTOBKY Tabauibl. OCHOBHBIE METO/IbI ONTUMU3AUU paboThl. OdopmieHue
Tabymusl. [Teyars TaOIUALEL

OcHoBHble MaHUTYISIMK ¢ Tabnunamu. [lepemenienue no Tabauie. Brigenenue pparmeHToB
aneKTpoHHOU Tabmuipl. OuncTka sueek. BeraBka u ynanenue. [lepemertienre, KonupoBaHue U BCTaBKa
¢dbparmenToB. [Touck u 3amena. OTMeHa U MOBTOPEHUE KOMAH/I.

Pacuernbie onepanun B MS Excel. Pabota ¢ hopmynamu u pyHkiusmu. J[onoTHATETbHBIC
Bo3MoxkHoctd MS Excel.

Tema 8. Iloaroroska npesenranmii (4 yaca)

Oo6urue ceeaenus o MS Power Point. IlpuniunuansHas cxema pabotst ¢ MS Power Point.
OOue nonoxxeHus. ABTOpa3MeTKa.

Co3nanue u penaktupoBanue npesentanuu. OkHo MS Power Point. IIpesenTanus B pexxume
crnaiiioB. [Ipe3eHTanus B pexkuMe COPTUPOBIIMKA CIIAHI0B.

OOuime onepanuu co ciaiiaamu. JlemoHcTpanus cnaifa - puibMma.



Tema 9. OcHOBBI KOMIILIOTEPHBIX TeJIeKOMMYHUKauui (4 yaca)

Oo6mme cenenus. Internet. Kak padoraer Internet. Ocnosneie ciayx6s1 Internet. WWW —
BCEMUpHas NayTHHA.

JocronHcTBa 1 onacHocTtu Internet.

Anpecanus pecypcos Internet. Oxno Internet Explorer. Hactpoiika Internet Explorer.

Hasuranus B Internet. Anpeca. Cebuiku. BcnomorarenbHbie onepanuy.

Pabora ¢ ¢aitmamu.

[Touck B Internet. Ctpanuiisl moucka.

OnexTpoHHas noyta. O6mue cBeaeHus. [IpuHIunb paboThl ¢ MOYTOBOM MporpaMmoil. OKHO
moyToBoi nporpammel. Co3ganue coodmenus. JJoctaBka moutsl. YTeHHE MOYTHI.



o

JINTEPATYPA, PEKOMEHJIOBAHHASA JJI1 YHAIIUXCA

HNudpopmannonnsie Texnoaoruu: B 24. U 1: OcHoBbl nHGOpPMATHKH 1 HHPOPMALTMOHHBIX
texHonoruit/ 0.A. lladppun— M.: Jlaboparopus bazossix 3Hanuii, 2000 — 320 c.
HNudpopmanuonnsie Texnoaoruu: B 24. U 2: OducHas texHonorus 1 nHPOpManuoHHbIE
cucremsl/ F0.A. llladppua— M.: JTaboparopust bazoBsix 3nanuii, 2000 — 336 c.
IIpakTnyeckas ungopmaTuka: YaeOHOE MOCOOHE IS CPETHEH IITKOJIBI. Y HUBEPCATbHBIH
kypc. — M.: ACT-ITPECC: Uudopkom- IIpecc, 2001. — 480 c.

IIpakTuxym no nHgopmaTuke: YueOHoe mocodue uist cpegHero npodeccHoHaIbHOTO
oOpazoBanus/ E.B. Muxeesa. — M.: Uznarensckuii neHTp «Akagemus», 2004. — 192 c.
Hogeiimasi JHIIUKI0NENNS MEPCOHATLHOT0 KoMnbloTepa/ Jleontrer B., 2005r.
JK3aMeHAlMOHHbIe BONPOchl M 0TBeThbl. UH(popmaTuka. 9 u 11 BbINYCKHbIE KJIACCHI:
Vuebnoe mocodue/ I'.A. EBcees, C.B. Cumonosuu — M.: ACT — IIPECC HIKOJIA, 2003-384c.
— (OKx3aMeHalMOHHBIE BOIPOCHI U OTBETHL. DK3aMeH Ha 5).



10.

11.

12.

13.

14.

JIMTEPATYPA, HCIIOJIb3OBAHHAS I1PU COCTABJIEHUU ITPOT'PAMMBI

HNudpopmannonnsie Texnoaoruu: B 24. U 1: OcHoBbl HHPOpMATHKU 1 HHPOPMALIMOHHBIX
texHonoruit/ 0.A. lladppun— M.: Jlaboparopus bazossix 3Hanuii, 2000 — 320 c.
HNudpopmanuonnsie Texnonaoruu: B 24. U 2: OducHas TexHonorust 1 ”HGOPMaLMOHHBIE
cucremsl/ F0.A. llladppua— M.: JTaboparopust bazoBsix 3nanuii, 2000 — 336 c.
NudopmannonHbie TeXHOJIOTHM B NPpodecCHOHATBHOM AeATeJIbHOCTH: yieOHoe niocodue
ISl CTYZIGHTOB cpeHero npodeccuoHansHoro oopazoBanust/ E.B. MuxeeBa. — 5-e u3z., crep. —
M.: Uznarensckuii neHTp «Axanemus», 2006. — 384 c.

Omneparop IBM: yueOHHMK Il HAYAJIBHOr0 MpodeccHoHATILHOr0 oopa3oBanus/ C.B.
Kucenes. — 3-e u3z., crep. — M.: M3natensckuii neHTp «Akagemus», 2007. — 352 c.
Onepartop IBM. [IpakTuyeckne 3agaHus: yaeoHoe nmocoodue Jyisi Ha4aJIbHO
npodeccronanbHoro oopazosanus/ H.B.Ctpymma. — M.: U3natenbckuii HeHTp «AKageMus»,
2006. - 112 c.

OcHoBbI HH(OPMATHKH U BbIYHCAUTEIbHONH TexHuku/ M.B. Bopucosa. — Poctos v//1:
®enukc, 2006. — 544 c. (Cpennee npodeccnoHaIbHOE 00pa3oBaHUE)

Iloypounbie paspadoTku no nupopmaTuke: 6a3zosbiii yposenb. 10-11 kiaccesl. — M.: BAKO,
2007. — 352 c. — (B momoIIs MIKOJEHOMY YIHTEITIO).

IIpakTky™m no uHopManMoOHHBIM TexHoJorusaM/ A.I'opsiues, 0. Hlappun. — M.:
Jlabopatopust bazoBeix 3nanmii, 2001. — 272 c.

IIpakTnkym no ungopmaruke: YueOHoe nocodue ajs cpegHero npoheccHoHaIbHOrO
oOpaszoBanus/ E.B. MuxeeBa. — M.: U3natenbckuii meHTp «Akanemus», 2004. — 192 c.
IIpakTuKyM 10 HHGOPMALMOHHBIM TEXHOJOTUAM B MPO(PECCHOHAILHOM eI TeJIbHOCTH
yaeOHoe rmocobue it cpenHero npodeccuonanbHoro oopasosanus./ E.B. MuxeeBa. — 4-e uzn.,
crep. — M.: U3parenbckuil nueHTp «Axkanemus», 2006. — 256 c.

IIpakTHKYM 10 OCHOBaAM MH(OPMATHKH ¥ BHIYHCJIUTEIbHON TEXHUKHU: yieOHOE TTocoOne
JUTsl HA9alIbHOTO TIpodeccroHabHOTO 00pa3oBanus/ B.M. YBapos, JI.A. CunakoBa, H.E.
KpacnukoBa. — M.: U3gatensckuii eHTp «Akanemus», 2006. — 240 c.

IpakTHyeckasi uHGopMaTuka: YaeOHOE TOCOOUE I CPEAHEH IIKOJIBI. Y HUBEPCATBHBIN
kypc. — M.: ACT-TIPECC: Uundopkom- Ipecc, 2001. — 480 c.

IIporpammpl 06111€00pa3oBaTeIbHBIX yupe:xkaenuii. Mudopmaruka/ A.A. Ky3Henos,
JLLE.CamoBonwsHOBa, T.A BypmuctpoBa.— M.: [Ipocsemenue, 2002- 144 c.
JK3aMeHAUMOHHbIE BONPOCHI M 0TBeThL. MH(popmaTuka. 9 u 11 BbIIyCKHBbIE KJIACCHI:
Vuebnoe nocodue/ I'.A. Ecees, C.B. Cumonosuy — M.: ACT — IIPECC IIKOJIA, 2003 — 384
c. — (Ox3amMeHalMOHHbIE BOMPOCH M OTBETHL. DK3aMeH Ha 5).



METOAUMYECKHUE PEKOMEHJIAIIUM 110 PEAJIM3AIIMU ITPOT'PAMMBI

KOHTpOJ’IbeIe BOIIPOCHI IJI1 CAMOIIPOBEPKU 3HAHMI
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26.

0.
1.
12.
13.
14.
15.
16.
17.
18.
19.

Wudopmanms. Jlannsle.

NubopmanmoHHbIe METOIBI.

CaoiicTBa nH(popMaIuu.

Hanusie. Hocurenn naHHbIX.

Omneparuu ¢ JaHHBIMH.

KoaunpoBanue n1aHHBIX.

JIBOMYHOE KOJMPOBAaHUE.

OcHOBHbIE €MHUIIBI U3MEPEHHUS.

Hctopus pa3BUTHS BBIYUCIUTEIBHON TEXHUKHU.

Knaccugukanus KoMbOTepoB.

OcHOBHBIE YCTPOMCTBA KOMITBIOTEPA U X HA3HAYEHUE.

YcTpoiicTBa BBOAA U 0TOOpakeHHsI HH(DOPMALIUH.

CBs13b yCTpPONCTB KOMITBIOTEDA.

Texnnka 6€30MaCHOCTH MPU PadOTE ¢ KOMITBIOTEPOM.

OnepannonHas cucreMa Komnbiotepa. Haznauenue u 0CHOBHbIE (DyHKITHH.

Nutepdetic monws3zoBarens. OcobeHHOCTH Tpadudeckoro nHTepdeiica.

3arpy3ka KOMITBIOTEPA.

Wurtepuer. Aapecanus B Uatepuete. OcHoBHBIE pecypchl MHTEepHEeTa. [Tonck nadopmanuu.
besonachas pabota ¢ komnberorepoM. Komnbrotepubie Bupychl. [loHsATHE O ceTeBOi
0€30MacHOCTH.

Kommnrsrorepnas rpaduka. [Tonsitue o pactpoBoii rpaduke. [Tukcens. OCHOBHBIE oniepariiu
pacTpoBoii rpaduKH.

[Tonsatue o BekTopHOM rpaduke. OCHOBHBIC 0OBEKTHI BEKTOpHOU Tpaduku. Oneparyu Hal
rpaguIecKuMu 0ObEKTaMHU.

OTudeckue U MpaBoBbIe aCEKThl HH()OPMALIMOHHON AEITEIHLHOCTH.

[IpaBoBas oxpaHa mporpamMM U JaHHBIX. 3aluTa HHGHOPMALIUH.

PaboTa ¢ TekcTom. TeKCTOBBIN pelakTOP U TEKCTOBBIN Iporieccop. PegakTupopanue u
¢dopmarupoBanue. OCHOBHBIE 371eMeHTHI TeKcTa. KOMOMHHpPOBaHHBIE TEKCTOBBIE JOKYMEHTHI.
Pa6ora ¢ Tabnumamu. BeraBka 00beKTOB U3 Ipyrux npuioxxeHuil. CBA3bIBaHUE U BHEPEHUE.
OnexktpoHHbIe Ta0aUIEl. OCHOBHBIC IOHATHS. Anpecanius. BBoa naHHbIX B Ta0auIly. @OpMyITbl
B 2JIEKTPOHHBIX Ta0nuax. AGCOIIOTHAS U OTHOCUTEIbHAs aapecanus. Konuposanue hopmyi.
Crangaptasie pynkuuu. Juarpammel. Bunasl nuarpamm. [loctpoenue nuarpamm.

Co3ganue U peakTUpoBaHue mpesentamuii B MS Power Point.



IIpakTnuyeckune padoThI:

Tema 1.

HuctpykTax Ha paboyeM mecTe.

Tema 4.

1. TIpaktuueckas padora Ne 1 «Pabota ¢ KTaBUATYpOI U MBIIIBIO»

2. TlpakTtuueckas padota Ne 2 «Opranu3zaius padoTsl B cpege Windows»

3. Tlpaktuyeckas padora Ne 3 «OxHO «MOM KOMITBIOTEP»»

Tema 5.

1. Tlpaktuyeckas padora Ne 4 «I'paduueckuii pemakrop Paint»

2. Tlpakrtuueckas padora Ne 5 «@opmaTtupoBaHue U BUJOU3MEHEHHE TpadUIeCKuX
M300paxeHui»

Tema 6.

1. TIIpakrtuyeckas pabora Ne 6 «MS Word: Hayamo paboThl B TEKCTOBOM MPOIIECCOPEN»
2. Tlpaktuueckas pabora Ne 7 «®@opmarupoBanue mpudToOB 1 a03a1IeB TEKCTa»

Tema 7.

1. TIIpaktuueckas pabora Ne 8 «MS Excel: Hagamo paboThI ¢ SIEKTPOHHBIMH TaOIUI[AMID)
2. Tlpaktnueckas padora Ne 9 «Mcmoap30BaHUe 3JEKTPOHHBIX TAOJIHUIT TPH pacueTax»

Tema 8.

1. TIIpaktuueckas pabora Ne 10 «MS Power Point: Hauaio paboTsl, co3aanue u 0popMIICHHE
MpEe3EHTALNI

2. Tlpaktnueckas pabota Ne 11 «IIpe3eHTanus — MpuriIameHue»

Tema 9.

1. TIpaktuyeckas pabora Ne 12 «Hactpoiika 6payszepa MS Internet Explorer»
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