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ITosicHUuTeIbHAA 3alIMCKA
«AudopManOHHbIE TEXHOJIOTHH»
10 kaacc.

Pabouas mporpamma 1o cneukypey «HMH}opmanmoHHble TEXHOJIOTUU» COCTaBJeHAa Ha
OCHOBE CJIEAYIONIUX HOPMATUBHBIX TOKYMEHTOB:

- ®epnepanbHoro 3akoHa Ne273 - ®3 «0O6 ob6pazoBanun B Poccuiickoi
®enepanum» ot 21.12.2012;

- ®epepanbHOro 3akoHa «O 3amuTe IpaB MOTPEOUTENEi»;

-Ycraa MyHUIIMNANBHOTO OIODKETHOTO 00IIe00pa30BaTEIbHOTO  yUPEKICHUS
«I'mmua3zusaNe8» (mpuka3 YO Ne333-O/1 ot 10.12.2015);

- [lonoxeHnsa o miIaTHbIX 00pa3OBaTENIbHBIX yCiIyrax, npeaocrasisieMbix MbOY
«I'mmuazus Ne8» r. I'maszosa. [Ipunaro va Cosere rumHazuu npoTtokos Ne3 ot 29.12.15,
YTBEPKIAECHO AUPEKTOPOM ruMHa3uu npukas Ne407 or 30.12.15, n.9;

- ITlonoxenus o paboueit mporpamme yuutensi padotatomero nmo ®rOC 6 -
I1xknacc MBOY «I'umna3zust Ne 8.

[Iporpamma kypca «MH}pOpMalMOHHBIE TEXHOJOTHUM» MpeAHa3HAUYEHA ISl yJallluXcs

10 xmaccoB u paccuuTaHa Ha 36 9acoB B TO/I.

[Iporpamma crienikypca npeaHazHaueHa st pabotsl B 10 kiacce, cocTaBieHa Ha
OCHOBE MPOTrpaMMBbI JJi 0011e00pa30BaTENbHBIX yupekaeHH: «OPUCHBIE TEXHOIOTHH.
Cekpersl  3¢dextuBHoit pabotst B MS OFFICE», A.H. Tarapauxos, JLA.
TarapuukoBa, /I.B. OBcsanuukoB, Tomck, 2010 r., npennaznadena s yvammuxcsa 10
knacca. Kypc paccuutan Ha 17 4., 1 wac B Hemenmo. BBeaeHue 3leKTUBHOrO Kypca
«Oducneie Texnonoruu. Cexpersl dddextuBHON padoTel B MS OFFICE» B mikonbHyt0
porpamMmy TMOJCKa3bIBaeTCsl TpPeOOBaHUSIMH OOIIECTBA, B YAaCTHOCTH 3alpocaMu
CpEIHEN U BBICIIEH IIKOJIBI.

MecTo Kypca B 00pa3oBaTeJIbHOM Ipouecce

[IpusHaame TOTO, YTO HMH(POPMATHKA — OJWH U3 IEHTPAIBHBIX KOMIIOHCHTOB
oOmiero oOpa3oBaHus, MOBBIIMIAET €€ pPOJb B IMIKOJILHOM oOpa3oBaHuu. Takoe
MMOHMMaHue MecTa MHGOPMATUKU B 00IIC00pa30BaTEILHOM MPOLIECCE OPUEHTUPYET
IIIKOJTy HE Ha BBIPAOOTKY y IIKOJRHUKOB YMEHHsI paboTaTh Ha KOMIIBIOTEpE, a Ha
(dbopMHpOBaHNE HOBBIX CIIOCOO0OB MBITIUICHHUSI, TOHUMAaHUS, PEDHICKCHH U ISITCTLHOCTH.
N3BecTtHO, 4YTO WMbIIIIeHUE ydammxcs 3GGEKTUBHO pa3BUBACTCA B YCIOBHUSX
CaMOOpraHu3allid U CaMOPa3BUTHS JTMYHOCTU. BriBUTas TMUHOCTHOZHAYUMBIC TICJTU U
ompenensss MyTH WX JOCTHUXKEHUS, IIKOJIBHUKUA 0€3 OCOOBIX YCWJIMHA MPEOAO0JICBAIOT
WHTEJUICKTYalIbHbIE TPYAHOCTH, JIEMOHCTPUPYIOT «BCIUIECK» MBINIIeHUA. WHBIMU
CJIOBaMH, y4alllMecss MOTYT Pa3BHBATLCS B MPOIECCE OOyUYEHUs, €CIM OHO JIMIYHOCTHO
3HAYHUMO.

[Iporpamma snektuBHOTO Kypca «OducHbie TexHosnoruu. Cexkpersl 3pPpexTnBHON
padotei B MS OFFICE» orBeuaer oOpa3oBaTeiabHBIM 3ampocaM yyalluxcs u
OpUEHTHPOBAHA HA MPAKTUYECKOE OCBOEHHE TEXHOJIOrMH. Takoe oOyueHue 3arparuBaer
pedIEKCUBHO-TMYHOCTHYIO M PEPIIEKCHBHO-KOMMYHHUKATHBHYIO C(ephl MIKOIHHUKOB U
CIOCOOCTBYET AKTUBHOMY OCBOEHHUIO OCHOBHBIX IOHATUN U MPUHIUIIOB HH()OPMATUKH.



Kypc «Oducubie Texnomoruun. Cexkpetbl dpdextuBHoii padotsl B MS OFFICE»
U3y4aeTcsl Ha CTapllel cTeneHu oOydyeHUs B CPeAHEH LIKOJIE U SBIISETCS AJEKTUBHBIM,
T. €. OTHOCUTCA K BapUaTMBHOW KOMIIOHEHTe oOpazoBaHusi. Kpome Toro, 4ro o4yeHn
Ba)KHO, aKTHBU3AIIMsI MMO3HABATEJILHOTO MPOIecca MO3BOJISIET ydaluMcs 0oJiee MOoJIHO
BBIpAKaTb CBOM TBOPYECKUMH MOTEHLHMANT M PEAU30BBIBATH COOCTBEHHBIE HJEU B
u3ydaemMoil 00JacTH 3HAHMM, CO3/aeT MPEANOCHUIKA MO MPUMEHEHHUIO OCBOCHHBIX
npu€MOB pabOThl C JOKYMEHTaMH B JIPYTHX Y4€OHBIX KypcaX, a TaKKe CIIOCOOCTBYET
BO3HHMKHOBEHUIO JajbHEHIIeH MOTHBAIINH, HapaBiIeHHON Ha ocBoeHue I T-mpodeccutd,
Ipe1ycMaTPUBAIOIIKUX UCIOJIb30BaHUE O(PUCHBIX TEXHOIOTUH.

Konnenuusi kKypca

OcHOoBa Kypca— IpaKkTH4YecKass M NPOAYKTUBHAs HAIPABICHHOCTb 3aHATHUH,
CIOCOOCTBYIOLIAs o0oraieHnIo SMOLIMOHAIIBHOTO, UHTEIICKTYaJIbHOTIO,
CMBICJIOTBOPUECKOTO oOmbITa yvammxcsa. OnHa u3 nenedl oOydeHuss HMHEGOpMaTUKE
3aKJIFOYAETCS B NPEAOCTABICHUM  y4YalUIUMCS  BO3MOKHOCTH  JIMYHOCTHOTO
CaMOOIIPECIICHUsT W CcaMOpealu3aldd 1[0  OTHOUICHHUI0O K  CTPEMHUTEIIBHO
pa3BUBAIOIIKMMCS HMH()OPMALMOHHBIM TEXHOJIOTHSIM M pecypcaM. JlocThxeHue 3Tou
LIEJI1 CTAaHOBHUTCS BO3MOKHBIM IPU CO3JaHWM JINYHOCTHO 3HAYMMOW ISl y4YaIIUXCSA
o0Opa30BaTeNbHOM MPOIYKIUU B paMKax CO3/1aHUsI OPUCHBIX JOKYMEHTOB.

Peanmauml TBOPUYCCKHUX 3aMBbICJIOB YUAIINXCA OCYIICCTBIISICTCA ITO3TAITHO!
e Ha IICPBOM I3TaAIIC CO3AI0TCA HpOCTGfIHIPIG JAOKYMCHTHI,

e Ha BTOPOM 3Talle U3YYaAIOTC «HETPAAUIMOHHBIE» JII TEKCTOBBIX TOKYMEHTOB
AJIEMEHTHI,

e Ha TPEThEM HTare 0co00€ BHUMAHUE YJIEISETCSl OpraHU3aluy paruoOHAIbHON
JNEATEIbHOCTH YUaIllerocsl BO BPEMS CO3/1aHUs IOKYMEHTA.

OcBoenune MeTo10B (TPUEMOB) U CIIOCOOOB pabOTHI C TEKCTOBBIMU JOKYMEHTAMU U
MYJIbTUMEAUMHBIMA ~ TPE3EHTAUMSAMHU OCYLIECTBISIETCS B MpOLECCE pa3padOTKu
JOKYMEHTOB Ha OJIM3KME ydalluMmcsi TeMbl. Takol MOJAXO0J TapaHTUPYET NaJbHIO
MOTHBALIUIO U BBICOKYIO PE3YJIbTaATUBHOCTH OOYUECHHUS.

Oo6menenaroruyeckast HAINpPaBICHHOCTh 3aHATUN — rapMOHM3ALUS
UHIAVUBUIYATbHBIX W COIMAJBHBIX  AaCMEKTOB OOY4YEHUS IO OTHOIICHHIO K
UH(OPMAITMOHHBIM TEXHOJIOTHSM. 3HAHUS, YMEHUS M CIOCOOBI CO3JaHUSI TEKCTOBBIX
JOKYMEHTOB M MYJbTUMEIAUWHBIX  MPE3CHTAUMHA  SABJISAIOTCS  DJIEMEHTaMU
UH(OPMAIMOHHOW KOMIIETEHIIMM — OJIHOM U3 KJIFOYEBBIX KOMIIETEHIIMM COBPEMEHHOMN
IIKOJIbl. YMEHHE HaXOJuThb, CTPYKTYpUPOBATh, MpeoOpa3oBhIBAaTh U COXPAHSTH
uHpopMalMi0o B TEKCTOBOM (opmaTe — HEOOXOJMMOE YCIOBHUE TMOJTOTOBKU
COBPEMEHHBIX MIKOJbHUKOB. Ocolasi pojb OTBOAUTCA IIMPOKO TMPEJICTABICHHON B
Kypce cucreme pedueKCuBHbIX 3aiaHuil. OcBoeHHE peQUIeKCUU HaNpaBIeHO Ha
OCO3HaHWE  YYalIUMHUCA TOTO  BAXKHOTO  OOCTOATENbCTBA, YTO  HapALy C
pa3pabaTblBa€MbIMH HMMH TPOJYKTaMH B BHJE TEKCTOBBIX JIOKYMEHTOB WJIH
MYJIBTUMEUNHBIX TPE3CHTAIMNA POXKIAeTCd OCHOBOMOJATAIONINN 00pa30BaTeIbHbIN
MPOJIYKT: OCBOEHHBIN WHCTpyMeHTapuil. MIMEHHO STOT 00pa30BaTeNbHBIN MPOIYKT
cTaHeT 0a30d Il TBOPUYECKOTO CAMOBBIPKEHHUS Yydalmmxcs B (opmMe TEeKCTOBBIX
JOKYMEHTOB WIU MYJIbTUMENUUHBIX ITPE3CHTALMH.



e u3yyenus Kypca:

e JIOHATH 06HII/I€ l'IpI/IHI_II/IHBI pa6OTI>I C HpI/IJ'IO}KCHI/I}IMI/I OIIepaHI/IOHHOﬁ CUCTEMBI
Windows;

e 3HATh METOJBI U CpeJCTBa 0OpaOOTKU U XpaHEHHUs MH(POpPMAIHU, HA3HAUYCHUE U

BO3MOXXHOCTH TPOTPAMMHBIX CPEACTB, BXOISALIMX B COCTaB maketa Microsoft
Office;

e OBJIAQJIETh CUCTEMON 0a30BbIX 3HAHUN TEOPETUUYECKHX OCHOB COBPEMEHHBIX
MH()OPMAITMOHHBIX TEXHOJIOTHH;

o HayuuThCsi OI(PGPEKTUBHO HCIONB30BATh COOTBETCTBYIOIIME AamMapaTtHOEe U
IporpaMMHoOe oOecrieueHusI KOMIbIOTepa;

o IpHOOpECTH HaBbIKK pabOThl C MNPUWIOKEHUSIMH, NpPEJHA3HAYEHHBIMH IS
00pabOTKH TEKCTOBOM U MyJIbTUMEANINHON HHPOPMALIUU.

3agaum Kypca:
o 3HakoMcTBO co crnenudukon napopmarmonHsix Texuonorui (MUT);
o TPUBHUTHE HaBBIKOB CAMOOIIPEACICHUS U CAMOCTOSITCIIBHOTO MIPUHATHS PEIICHHIA;

o yrIyOJICHHE 3HAHUM O XapakTepe TpyJa, MEepPCIeKTHUBaX MPOPECCHOHAIBHOTO
pocTa, He0OXOAUMBIX MPO(ECCHOHATBHBIX Ka4eCTBaX PAOOTHUKOB, CBSI3AHHBIX C
UCIIOJIb30BAaHUEM U IKCIUTyaTalluel BHIYUCIUTEIbHON TEXHUKHU;

o II03HAKOMHUTH C OCHOBHBIMH MOHATUSAMU 0OPAOOTKH TEKCTOBBIX JOKYMEHTOB;
o cdopMupoBaTh HaBbIKK 00PAOOTKH TEKCTOBON MH(POPMALINH;

e M3Y4YUTh BO3MOXXHOCTH MCHOJIb30BAaHUSI TEKCTOBOro mpoueccopa MS Word nns
co37aHusi U 00pabOTKH TEKCTOBBIX JOKYMEHTOB;

e OCBOUTHb TEXHOJOTUU O(POPMIIEHUS COCTABHBIX JOKYMEHTOB, COJEpXKalluX
HapsAy ¢ TEKCTOBOM U rpaduyecKkyro HHPOpMaLHIo;

e M3yYUTh BO3MOXKHOCTH YaCTUYHOW aBTOMAaTHU3allMu palboThl Tpu 00paboTKe
OOJIBIITNX TEKCTOBBIX JIOKYMEHTOB;

e TO3HAKOMUTb C OCHOBHBIMHU TIOHATUSIMH U CcHocobamMu TMpeAcTaBICHUS
MYJIBTUMEIUIMHON NH(OpMAITUH;

e M3yYUTh BO3MOKHOCTH UCIOJIb30BaHUs peaakTopa MS PowerPoint myst co3ganus
KOMIIBIOTEPHBIX MTPE3EHTALUH.

MeTtoabl 00y4eHus

OcHOBHasi MeToAMYecKass YCTaHOBKa Kypca — OOydYeHHE IIKOJbHUKOB HaBbIKaAM
CaMOCTOSITeJIbHON MHANBUAYAbHON U IPYNIOBONA pabOTHI.

NuauBuayanbHOE OCBOCHHME KIIIOUEBBIX CIHOCOOOB JIEATEIBHOCTH MPOUCXOAUT Ha
OCHOBE CHCTEMBl 3aJaHUM W AITOPUTMHUYECKUX TNPEANMCAHUM, H3JIO0KECHHBIX B
YOPAXXKHEHUAX DJIEKTPOHHOIO NPAKTHKYyMa. DBOJBIIMHCTBO 3aJaHMil BBIOJHSETCA C
MTOMOILBIO IEPCOHATBHOIO KOMIBIOTEPA U HEOOXOIUMBIX MPOTPAMMHBIX CPEACTB.



Hapsiny ¢ uHIuBHAyadbHOM IIMPOKO TMPUMEHsSIETCs W TpynmnoBas pabora,
NPEUMYIIECTBEHHO B MPOEKTHOU (hopme. B 3amaum yuurtens BXOIUT CO3/IaHUE YCIOBUMN
JUISL  COTJIACOBAaHUS TOHSTUM, KOTOphle OYIyT HCIOJIb30BaHbl YYallUMHUCS B
KOHCTPYUPOBAHUU aBTOPCKUX pa3paboTOK. BrINoliHEHHEe T™poeKTa 3aBepliaeTcs
3alIMTOM pe3yJibTaTa C MOCIEAYIOIEH CAMOOLCHKOM.

Otbop MeToO0B  OOyueHHsi OOyCJIOBIEH  HEOOXOIUMOCTBhIO  (HOPMHUPOBAHHUS
MH(POPMALIMOHHON W KOMMYHUKAaTUBHOM KOMIIETEHTHOCTEW ydamuxcs. Pemienue stoii
3a7a4yd O0ECNeYeHO HAJIMYMEM B MPOrpaMMme CIEAYIOIMX 3JIEMEHTOB YKA3aHHBIX
KOMIIETEHIINH:

o COIMAJIBHO-TIPAKTUYECKOW 3HAUMMOCTH KOMIETEHIMH (IUIsI 4ero HEoOXOAMMO
YMETh CO3/1aBaTh, POPMATHPOBATH TOKYMEHTHI);

e JIMYHOCTHOM 3HAYMMOCTH KOMIIETEHLIMHM (3a4€M YYEHUKY HEOOXOIUMO OBITh
KOMIIETEHTHBIM B 00JIaCTH O()UCHBIX TEXHOJIOTUIA);

o IIEPEUYHsl PEATBHBIX OOBEKTOB JIEHCTBUTEIBHOCTH, OTHOCALIMXCA K JaHHBIM
KOMIETEHIIUAM (JIOKYMEHT, OOBEKT JOKYMEHTa, KOMIIbIOTEP, KOMIIbIOTEpHAas
nporpamma u Jip.);

. 3HaHHfI, YMGHI/Iﬁ N HAaBBIKOB, OTHOCAIIHUXCA K 9THUM 06’beKTaM;
e CIIOCOOOB ACATCIbHOCTH I10 OTHOIMICHUIO K N3Yy4aCMbIM O6’beKTaM;

e MHUHHUMAJIBHO HEOOXOJMMOTO OIBITA JAEATCILHOCTH YUCHHKA B chepe yKa3aHHBIX
KOMIICTCHIIUI;

e MHJHUKATOPOB — YYEOHBIX U KOHTPOJIbHO-OLUEHOYHBIX 3aJaHUI IO OMPEIEICHUIO
KOMIIETEHTHOCTH YYECHUKA.

OcBocHHE KITFOUEBBIX CIIOCOOOB ACATCIbHOCTU MPOUCXOJUT Ha OCHOBC CHCTCMbI
SaI[aHI/Iﬁ H AJITOPUTMHUYCCKUX npemmcaHnﬁ, H3JI0OKCHHBIX B 3JICKTPOHHOM IIPAKTUKYMC.

@®opMbI OPraHM3aluy y4eOHbIX 3aHATHI

Kaxnmas Tema Kypca HayMHAeTCd C TMOCTAHOBKM 33Ja4d — XAPAKTEPUCTUKHU
00pa30BaTEIbLHOIO MPOJYKTA, KOTOPHIA MPEICTOUT CO3AaTh ydalluMcs. AJTOpUTM
BBITIOJIHEHUS 33JaHUSI TIPOMUCAH B YNPAXKHEHUSAX JIEKTPOHHOTO MPAKTUKYMa; B XOE
BBITIOJIHCHUSI YIPAXKHEHUS BCTPOECHHAS CIPABOYHAS CHUCTEMA IO3BOJISIET ONEPATHUBHO
M0JIy4aTh TOMOJHUTEIBHYIO HH(OPMALIHIO.

B xome oOydeHHMss MIKOJbHUKAM MOTYT TIEPHOJUYECKH  MPEAJIaraThCs
HETPOJIOJDKUTENbHBIE, paccuuTaHHble Ha 5—10 MUHYT, KOHTPOJIbHBIE PaOOTHI IS
IIPOBEPKH YPOBHS OCBOCHUS M3YYCHHBIX CITOCO0O0B nelicTBuii. Kpome Toro, mpoBoasSTCs
TECTOBBIC WCIBITAHUS JJI ONpEAeNeHUs TIyOWHbI 3HaHWW. KOHTpOJIbHBIE 3aMepbl
obecnieunBalOT A(PHEKTUBHYIO OOpaTHYIO CBSI3b, MO3BOJISIONIYIO OOy4YarOlUM U
00yJaronMMcsi KOPPEKTUPOBATH COOCTBEHHYIO JCSITEIHHOCTb.

CucremMaTtuveckoe MOBTOPEHUE CIIOCOOCTBYET 0OJiee IEIOCTHOMY OCMBICIICHHUIO
W3YYCHHOTO MaTepuaja, IOCKOJIbKY IIeJICHANpaBlIeHHOe OOpalieHne K H3y4eHHBIM
paHee TeMaM II03BOJISICT YYaIlUMCS BCTpPAWBaTh HOBBIC TIOHSATHS B CHCTEMY YXKe
OCBOGHHBIX 3HAHUH.



NuauBunyanbHas ydeOHasi NEATEIbHOCTb COYETAETCAd C MPOEKTHBIMU (hopMaMu
paboOTBl 1O CO3JAAHHUIO OQUCHBIX JOKYMEHTOB. 3aluTa MPOEKTOB  CO3JAeT
ONaronpusITHBIE MPEANOCHUTKH JUISI CAMOCTOSITEIbHON OLIEHKH MTPOJIEIaHHON PabOTHI.

I[lnanupyembie pe3yabTaThl Kypca

B pamkax kypca «OducHBIE TEXHOJIOTHU: TEKCTOBBIE JOKYMEHTHI U MYJIbTUMEIUIHBIC
MPE3CHTAMM» yYalluecs OBJIQJACBAIOT CICAYIONMMHA 3HAHUSMU, YMCHHUSMU U
CII0c00aMu JEATEILHOCTH:

¢ 3HAIOT MPHUHIMUIBI U CTPYKTYPY (HaijoBON CUCTEMBI KOMITBIOTEPA;

e YMCHOT Cc031aBaTh, COXpPaHATh, OTKPLIBATD, PECAAKTUPOBATH TCKCTOBBIC
JOKYMCHTBI,

e YMEIOT paboTaTh CO CIIOKHBIMH OOBEKTAMU, TAKMMH KaK CITHMCKH, TaOJIHIIbI,
rpaduyeckue 00bEKThI, 3BYK, BUICO;

¢ YMEIOT OPraHU30BaTh KOJUIEKTUBHYIO paOOTy HaJl JOKYMEHTOM;

e 3HAOT W YMEKT IMPUMEHATH IIPU CO3AAHUM TEKCTOBBIX JOKYMEHTOB H
MYJIbTUMEAUNHBIX ~ NPE3EHTAUUMd  OCHOBHBIE  MPUHLMIBI  (HOPMUPOBAHUS
JOKYMEHTOB;

¢ BIIAJICIOT CIIOCOOAMH PA0OTHI C U3YYEHHBIMU MIPOTrPaMMaMU;

e YMEIOT HAaWTH, COXPAHUTh U CUCTEMATU3UPOBATH HEOOXOAUMYIO MH(OPMALIUIO C
OMOIIbIO UMEIOIIUXCS TEXHOJIOTUN U POrpaMMHOI0 00€CIIeUeHMS;

e BJIAJICIOT MpUEMAMH OpPraHU3AIMU M CAMOOPTaHW3allMd PadOTHI MPH CO3JAHUU
JNOKYMEHTA;

e HMCIOT MOJIOXKHUTEIbHBINA OIBIT KOJJICKTUBHOTO COTPpyAHHUYCCTBA IIpU CO3TaHHNUN
CJIOKHBIX JOKYMCHTOB,

e UMEIOT OMNBIT KOJUICKTUBHOM pa3pabOTKU M MYOJMYHOW 3allUTHl CO3JaHHOU
MIPE3CHTALNY;

e OBJIQJEBAIOT MPOLEAYPON CAMOOLIEHKH 3HAHUM U AESATENBHOCTH U KOPPEKTUPYIOT
JANbHEHNIIYIO JeATeTbHOCTh IO 00pa0OTKE 3JIEKTPOHHBIX TOKYMEHTOB.

B pesynbprare nuzydeHus IUCHUILIUHBI YYAIUNCS JOKEH UMETh MPeACTABJICHHUE:

* 0 CYIIHOCTU WH(GOPMAITMOHHBIX TEXHOJIOTHI;

* METOJaX M CpeacTBax cbOopa, 0OpabOTKH, XpaHEHHS, TMepeaadyd M HaKOIUICHUS
uH(popMaIuy;

* IPOTPAMMHOM U aliapaTHOM 0OECICUeHNHN BbIUNCIUTEIbHON TEXHUKH;

* KOMIIBIOTEPHBIX CETAX U CETEBBIX TEXHOJIOTUAX 00pabOTKU HHPOpMaLIUK;
* METOJaX 3alIUThl HH(OPMAINY;

3HATh:

* OCHOBHBbIE MOHATHUSI aBTOMATU3UPOBAHHONW 00pabOoTKK MH(pOpMaLuy;

* O01IMI COCTaB U CTPYKTYPY NepcoHaNbHBIX IBM U BHIYUCIUTENBbHBIX CUCTEM;



* 0a30BbI€ CUCTEMHbBIEC TPOrPAMMHBIE MMPOIYKTHI U MAKEThl MPUKIATHBIX IPOTPamMM;

* OCHOBHBIC CIEIUAIBHOCTH TMOATOTOBKHA CHEIHAIUCTOB MO0 HWH(POPMAIMOHHBIM
TEXHOJIOTHSIM B 3aBUCHMOCTH OT YpPOBHS OOydYEHHWs: HadalbHOE, CpPEIHEE W BHICIICE
npodeccuonanbaoe UT-o6pa3oBanue;

* TPAJUIIMOHHBIC U HETPAIULIMOHHBIE (hopMbl TTosyuenust U T-o6pazoBanusi;

YMETh:

* paboTath ¢ rpaduyueckoit odonoukoir Windows;

¢ HMCIIOJIB30BAThb IPUKIIAJHBIC IMPOIrpaMMHBIC CpEACTBA A CO3AAHUSA NOKYMCHTOB H
OpraHu3ainuun pacucToB,

* paboTaTh C Tpa@UUYEeCKUM pPEAAKTOPOM U TOWUCKOBBIMH CHCTEMaMH, a TakKkXke C
3JIEKTPOHHOM MTOYTOM.

Cnoco0bl OLIeCHUBAHUSA YPOBHSA JTOCTHKEHUH Y4AIMXCS

[IpeamMeTOM OUAarHOCTUKHU M KOHTPOJiA B Kypce «OpucHbie TexHoIoTHH. CeKpeTsl
addexktuBHort pabotei B MS OFFICE» sBnsroTcs BHemHHE o0pa3oBaTe/IbHBIC
OPOJYKTHl Yy4aliuxcsl (CO3JaHHbIE JOKYMEHTHI, MPE3CHTAlMH M JAp.), a TaKKe HX
BHYTPEHHHE JIMYHOCTHBIE KayecTBa (OCBOCHHBIE CIOCOOBI JESATEIBHOCTHU, 3HAHMS,
YMEHHUS), KOTOPBIC OTHOCSTCS K IIEJISIM U 3a7a9aM Kypca.

[lockompky B  yCIOBUSIX TyMaHM3allMd OOpa3OBaHUs yYEHUK  SABISACTCS
MOJIHOTIPABHBIM CYyOBEKTOM OLIEHWBAHUSA, TO YYUTENb IOJDKEH 00ydaTh IIKOJILHUKOB
HaBbIKaM caMmoolleHKH. C 9TOi Menbpl0 MeAaror BBIACISAET U TOSCHAET KpUTEPHUU
OLICHKH, YYUT IIKOJBHUKOB (HOPMYIUPOBATh OTH KPUTEPUH B 3aBUCUMOCTU OT
MOCTaBJICHHBIX 1IeJIel U 0coOeHHOCTeH 00pa3oBaTeabHOro MpoaykTa. [Ipu sToM BaxHO
YUUTHIBaTh, YTO OJHO JIEJIO — JaBaTh OLIEHKY BHEIIHEW 00pa30BaTENbHOMN MPOIYKIIUU
(co3maHHOMY JOKYMEHTY) M JPYyroe — BHYTPEHHEMY OO0pa30BaTEIbHOMY IMPOIYKTY
(0CBOEHHBIM crioco0aM AeCTBUI).

KadectBo BHemHel o00pa3oBaTeNnbHON MPOAYKIIMU SKEJATEIbHO OIEHWBATH 10
CJIEAYIOLIUM MTapamMeTpam:

e MO KOJHUYECTBY TBOPYECKUX DJIEMEHTOB, HCIOJIb30BAHHBIX TMPU CO3/IaHUU
JTIOKYMEHTA;

e II0 CTCIICHU OPUTMHAJIBHOCTHU HpI/IéMOB, HpI/IMCHéHHBIX JJIL CO3JaHMA JOKYMCHTA,

e IO OTHOCUTEIbHOW HOBHU3HE CHOCOOOB, HMCIIOJIB30BAHHBIX MpU OPOPMIIECHUU
JOKYMEHTA;

e I10 EMKOCTHU U JJAKOHUYHOCTH CO3JJaHHOT'O JOKYMCHTA,

M0 MPAKTHYECKON IMOJIb3€ JOKYMEHTA U YA0OCTBY €r0 UCIOJIb30BAHUS.

Co3aHHBIMH BHEITHUMH 00pa30BaTEIbHBIMH TMPOAYKTAMH YYalllHecs MOTYT
MIOIOJTHATh COOCTBEHHBIC IMTOPTHOINO padoT.

OrneHka BHYTPEHHErO0 00pa30BaTEIbHOrO MPOAYKTA CBsI3aHA C HAIPaBJICHHOCTHIO
CO3HAHMSI MIKOJbHUKA Ha COOCTBEHHYIO AESTEIBHOCTb, Ha a0CTPAKIMIO0 U 0000IIeHHE



OCYIIECTBIIIEMBIX ~ ACUCTBHUA. VIHBIMH cCllOBaMH, 3[eCh JIOJDKHA HMETh MECTO
pedieKCUBHAS CaMOPETyJIISLIUA.

[IpoBepka AOCTUTAEMBIX YYAIIMMHCS PE3yJbTATOB IPOU3BOIUTCS B CICAYIOIINX
dbopmax:

TCKyIIasaA JTUArHOCTUKA U OLICHKA YUHUTCIICM JACATCIIbHOCTH IIKOJBbHHUKOB,

TCKYHII/Iﬁ pe(i)HeKCHBHBIfI CaMOaHaJIN3, KOHTPOJIb H CaAMOOICHKA Yy4YallUMHCA
BBIITOJIHACMBIX SaﬂaHHﬁ;

myOMuYHAsh ~ 3alUTa  BBIMOJHEHHBIX — yYalNUMHUCA  TBOPUYECKHX  paboT
(MHAMBUAYAJIBHBIX U TPYIIIOBBIX);

UTOTOBasl OLEHKA JEATEIbHOCTH M 00pa30BaTEIbHOM NPOAYKIHWHA YYEHHKA B
COOTBETCTBUM C €0 MHAMBHUAYAIbHON 00pa30BaTEIbHONW MPOrpaMMOIl OCBOCHMUS
Kypca,

UTOIOBasi KayeCTBEHHAas OLCHKAa WHAUBUIYAJIbHON NEATEIBHOCTH IIKOJIBHUKOB
YUMTEJIEM B BUJI€ OT3bIBA WM PEKOMEHIALIAM.

B koHIe m3ydeHus MepBOTO pasfena MPOBOAMTCS UTOTOBBIA 3adeT. [1o ycMoTpeHHIO
YYaIuXcsl Kak caMu pabOThl, TAK U TMOJTYYEHHBIE OT3BIBBI MOTYT MCIIOJIB30BATHCS JIJIS
KOMIUIEKTalUK NOPTHOIHO.
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TexHrka 0€30MaCHOCTH U OpraHu3aius padodero mecta. Llenn nzyuenus

Kypca «Oducnsie Texnonoruu. Cekpetsl 3pGHeKTUBHON paboThl B MS
OFFICE»

2 | OOmras xapakrepuctuka MS Word. [1anenu uHCTpyMEHTOB

3 | Brox nokymenta. ®opmatupoBanue mpudta. DopmatupoBanne ad3arma
4 | beicTpblii BBOJ TeKCTa. ABTOTEKCT. ABTO3aMEHa

5 | CruneBoe opopmienue qokymenTa. Co3ganue ctuiisd. 3MeHeHue cTus
6 | BcraBka ornaBnenus. CHockH. YKkazatenu

7 | l'mmepccbuiku. PaboTta ¢ aBTOHA3BaHUSIMU

8 | O6mume cBeneHus o mabdioHaxX TOKYMEHTOB U (hopMax

9 | Coznanue HOBOM (HhOpMBI

10 | Co3manue HOBOroO mIabIo0Ha

11 | Makpochl B TEKCTOBBIX JIoKyMeHTaxX. OO1ue cBeeHUs

12 | 3ammch Makpoca

13 | Hactpoiika nmaneneit ”HCTPYMEHTOB

14 | KomnektuBHas padota Haa JokymeHToM. McnipaBienus

15 | Mcnonb30BaHue rIaBHBIX JOKYMEHTOB

16 | 3auer no MS Word

17 | 3ayer no MS Word

18 | ABromarm3anus pabotsl B MS Excel. I[IpoBepka BBOAMMBIX 3HAYCHUI
19 | YcmoBHOE opMaTupoBaHUe SUCEK

20 | CpencTBa aBTOMaTHYECKOTO0 00OOIIECHHS JAaHHBIX 3JIEKTPOHHBIX TaOJIHII
21 | ®opmyIbl MaccuBa

22 | ®opmyIbl MaccuBa

23 | Konconumanus qaHHbBIX

24 | Koncomupanus JaHHBIX

25 | CBoaHbIe TaOIHIIBI

26 | CBomHbIe TaOIULIBI

27 | IIporHo3upoBaHUE U aHAJIU3 TaHHBIX

28 | [Iporno3upoBaHUE U aHAIIU3 TAHHBIX

29 | [IporHo3upoBaHue U aHATU3 JAHHBIX

30 | Jluaum TpeHaa

31 | Jlunum TpeHma




32

[Ton6op mapamerpa

33 | IloxGop mapametpa
34 | I[louck pemeHust
35 | [louck pemenus

36

3auer mo MS Excel




