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1. OBLIEE ITOJIOXXEHHE

[lean nporpaMmer:

Hayuute cinymareneit ocHoBHBIM NOPUHIMIAM pabOTEl C OMEPANMOHHON CHCTEMOI
Windows;

HayuuTts ciymatesneii paboTaTs ¢ JaHHBIMH, XpaHAILIMMHUCS HA KOMIIBIOTEPE;
Hayuuts cnymareneit oopmiIaTh i neqaTaTh TEKCTOBEIE JOKYMEHTBI

Hayunrs ciymarenedl co3faBaTh JOKYMEHTEL M TIPOM3BOJMTB PacyeThi ¢ IOMOLILIO
3JIEKTPOHHBIX TabJIHILL;

Hayuuts cnymareneii ucrnons30Bats BO3MOKHOCTH TIporpammsr Microsoft Outlook o
paboTe C ONEKTPOHHON MOYTOM, [0 IUIAHUPOBAHHMIO PABOYEro BPEMEHH C IOMOLILIO
KaJICHJaps, 110 paboTe co CIIMCKOM 3aaay;

[Tosiyyats, OTIPaRIATE, MEPECHUIATE [OUTY;

[Inanupyemulii pesyabrar:

[Tocne oxonvanus 06yyerus Ciymwarens 6yaeT 3HATD:

OcHoBHble KOMNOHEHTHI KoMnbiotepa. UuTepdeiic Windows

Qaitnobas cucrema Windows

Hurepdeiic Microsoft Word. OcHoBHEIE oneparuu HaJ TEKCTOM
JlomosIHUTEIbHBIE 3IEMEHTHI 0(OPMIIEHHS JTOKYMEHTA

WUurepdeiic Microsoft Excel. BBoa n peakTHpoBaHHe JaHHbIX B sueilkax
Pabota ¢ mucramu Microsoft Excel

Dopmyisl Microsoft Excel

Huarpammel Microsoft Excel

Pabora ¢ TabiauyHBEIMH JaHHEIMH

Pabora ¢ nmouroii

ITocite oxonyanus o6ydenns Crnymaresns 6yaeT yMeThb:

Paborarh ¢ MEHIO M IHANOTOBBIMU OKHAMH ONIEPALIHOHHOMN CHCTEMBI;
IlepemelnaTbes o nankam KOMIBIOTEPA H IIPOCMATPUBATE HX COLCPIKHMOE:;

Co3nasath, NepeHMEHOBbIBATD, MEPEMENIATh, KOMUPOBATh, YAAIATH W BOCCTAHARIMBATE
yHAancHHBIC (aiibl H HalKy;

Hckats daiinel Ha KoMObIOTEpE;
Cosnasarh JOKYMEHTHI B IPHKJIAAHBIX IPOrPAMMAX U COXPAHATH HX Ha KOMIIBIOTEPE;

Co3naBate u odopmiIsTE TEKCTOBBIE NOKYMEHTHI, paGoTaTh ¢ Tabiauuamu B Microsoft
Word;

Co3naBath ¥ 0(hOpMIIATH TaGNHIbL, MPOMU3BOMUTE BEIYHCIEHHS B Tabmuuax Microsoft
Excel;

[leuarars gokymentst Microsoft Word u Microsoft Excel:
[Tosy4ats, OTIPaBIATH, NEPECHLIATE MIOUTY;
[IprcoeMHATD BIIOKEHHS K IIHCEMY, OTKPBIBATE M COXPAHAT MPUILE/IIHE BIOKEHUS;



2. YUEBHBIN IIJIAH

KoandecTBo 4acos

dopma

Ne | Hasanue pasacia/mMonyis BCErO TeopHs IIpaKTHKA arrecTalHu
HOHI::-IOBfchnh ITK 24 11 13 IMpaxkTHueckoe
(6a30BbIN KypC) 3aJlaHue

Bceero: 24 11 13




3. OPTAHUM3AILIMOHHO - I[IEJAT O'MYECKHE YCJIOBUS

TpyroemkocTbh nporpaMmsl: 24 akaaeMHYecKiX daca

Mopma oGyueHus: ouHas

JlokymenT nocne okomvammsi 00yYeHHMsl: YIOCTOBCPCHHE O MOBBIICHHM KBamu(bHKarim
YyCTaHOBJIECHHOIO 00pa3ua

KaTeropusi cayumiateneii: ciymateii, HMEONHe WIM MOTYTAIONIE (CTYIGHTEl IIOCHIEIHIX
Kypcos BY30B, TexHuKyMOB) cpennee mpodeccHoHansHOe M (MiM) Bbicuiee o0pasoBaHue B
paMKax HMCIOLICHCA y HHX KBalMQHKalMH HIH onbiT paGoTel 10 NPOQHII0  HX
npodecCHOHANILHOM IeaTeILHOCTH.

[TpensapurenbHbie TpedoBaHHA:
® HET
OOyuenue nposoauTes B rpymmax no 2-10 yesnosex.

DopMBI M peAXMM 3AHATHIl: 3aHATHA TPYNNOBLIE, 3 pasa B HEAEN0 110 8 YACOB C
YCTaHOBJIEHHBIMH NepeMeHaMH 110 10 MHH U epepEIBOM Ha 06e;I.

IpoaonxurensnocTb 3ausaTua: 360 MUHYT (8 aka. 4acoB)
Cpoxk o0yuenusi: 3 1us

Kanennapusnii rpaduk yaeGHOro npouecca

Ne | HanmenoBanue pasjena Bcero Uroro
9acoB 10 = 4 2 | (baKTHYCCKU
o et o
yyeOHoMy | & 9 2 4aCOB
TIaHy — ™ e
1 | IToap3oBarens [IK (6a30Bbiit Kype) 24 8 8 8 24
JlHeBHAs HATPY3KA 24 8 8 8 24

D®opMBI KOHTpONS

TeopeTnyeckne 3HaHMS IPOBEPAIOTCA MOCPE/ICTBOM TECTOB, NMPAKTHYECKHUX 33 aHUH, TPYIIIOBLIX
00CYKIeHUH,

Marepuan CY4MTA€TCs yCBOGHHBIM, €CIH CIyIIaTelh TPaMOTHO 3HACT TEOPHIO M BBHIMONHSAET
[PAaKTHYeCKyi0 paboTy. He yCBOEHHBIM CUMTAeTCsi MaTepHall, €ClIM CIyLIaTelb HE MOMKET
BBINOJIHMTEL NMPAKTHYECKYI0 paboTy M OTBETHThL Ha NOCTAaBIEHHBIE BOMPOCHL. B ciywae, ecin
NpaKTHYeCKas paboTa BEINOJHEHA C MOUIEPKKOH MHCTPYKTOPA HIIH CIIyLIATelb 3aTPyaHIETCS
OTBETHTh Ha TEOPETHYECKHUH BOIIPOC, MATEPHAN CUUTAETCH YCBOSHHBIM HE 10 KOHLA.

Wrorosoe 3ananue nposomutcs B dopme npaxtiueckoil paGoTsl mo yueGuoit mporpamme. ITo
UTOraM paboThI CTABHTCS HTOTOBas OLIEHKA - 3aUeT.

TpeboBanus k megaroruyeckuM Kajapam

Peanusanms nmporpammbl 00ecrieunBaeTCs MEJarorHIeCKUMU KalpaMH, MMEIOIMMH: CpeaHee
npodeccHOHANbHOE MM BhicIIee 06pa3oBaHHe, COOTBETCTBYIONIEE MPOMHIIO MPEIOLaBaeMOil
AHCUHITTHHEL, JTHOO KBaMIH(QUKALMIO WIK HAJIHYHE CMIEIHATBHBIX 3HAHMIL, ONBIT AESTEILHOCTH B
OpraHu3alMaX COOTBETCTBYHOLIEH TPOpECCHOHAIBHOM Chepsl.



MatepHalbHO — TCXHHYECKHE YCIIOBHS PEATH3ALHH TPOrPaMMBI

VUpe:KACHHE pPacmosiaracT HCOOXOAHMON MaTepHAIbBHO — TEXHMYCCKOW 6asoil, BKIIOYAs

COBpPEMEHHbIE AYIHTOPHH, MYJILTHMEAHHHYIO ammapatypy, OpITEXHHKY, KONMHPOBATHHEIL
anmapar.

MarepuanbHas 0aza COOTBETCTBYET CAHMTAPHBIM M TEXHHUECKHM HOPMAaM H [paBHJIaM H
obecrieuuBaeT NPOBEJEHHE BCEX BHJIOB HPAKTHYECKOH W MUCHHIUITHHAPHOH OArOTOBKH
ClryluaTeneH, — HPeIyCMOTPEHHBIX  Y4eOHbIM  IUIAHOM  PEealH3yeMoH  JONMOIHHTEIbHO!
1poGeCCHOHATLHON ITPOrPamMMBbl.

JUist opranu3anui yae6HOro 1pomnecca HCIoL3yeTes:

Haumenosanue aynuropui, | Bua sausrnii Haumenosanue oGopynoBanus,

KaluHeToB IPOrpaMMHOro obecrneyeHus

KomneioTepHsrit kinace Jlekuuu, npaktnyeckne | [Ipoekrop, 3kpaH, 10CKa,

(2mr.) 3aHATUS KOMIIBIOTEPEI ¢ HEOOXOAHMBIM
MPOrpaMMHBIM 00ECTICYCHHEM H
BbIX0AOM B MHTepHeT

Kaxkb1ii citywiaresns obecreyen He MeHee ueM O/IHMM YIeGHO — METOMHYECKHM [IEYaTHBIM 1 (nmm)
3JICKTPOHHBIM H3/IaHHEM IO KaKIAOMY KYpCy.



4. PABOYAJ ITPOTPAMMA
Pabouaa nporpamma «lloas3oBarens ITK (6a3oBslii kype)»

[Henn:

e Hayuntp crnymarencii OCHOBHBIM NPHHIMIAM pabOThl C OMNEPALMOHHONH CHUCTEMOI
Windows;

e Hayuute cnywareneii paboTaTh ¢ TaHHBIMH, XPAHAIIMMHCS Ha KOMITBIOTEPE;

» Hayuute cnymarencii opopMiATh 1 Ie4aTaTh TEKCTOBBIC JOKYMCHTBHI;

e Hayunuts cmymarencit cosgaBaTh JOKYMCHTBI M INPOM3BOAMTEL PAcueThbl C MOMOLUIBIO
ANEKTPOHHERIX TAOJIHIL;

e Hayuurs ciywmartesned HMCIONBE30BaTh BO3MOXHOCTH TporpaMmel Microsoft Outlook o
paboTe ¢ 3MEKTPOHHOH MOYTOi, 1O IAHHPOBAHMIO paboYero BPEMEHH C MOMOIIBIO
KaJICH/1aps, 10 paboTe CO CIIHCKOM 3aJad;

¢ [lomy4ars, OTIIPABIIATD, IEPECHUIATD I1OUTY;

[Mocne oxonvanus o6yuenus Cinymarens Oyaer 3HATS:

¢ OcCHOBHBIE KOMITOHEHTHI KoMIbioTepa. MuTepdeiic Windows

e DailtoBas cucrema Windows

e HUntepdeiic Microsoft Word. OcHoBHbIE onepauny Hag TEKCTOM

e JlononHuTenpHbIE 3J1eMEHTHI 0)OPMIIEHHS JOKYMEHTA

e HUnrepdeiic Microsoft Excel. BBoa u peakTupoBaHue JaHHBIX B A4€iiKax
* Pabota c muctamu Microsoft Excel

e  @opmynsl Microsoft Excel

e Jluarpammsel Microsoft Excel

e Palora ¢ TaGJIMYHBIMH JaHHBIMU

e Pabota c mouroit

[locne okonuanus obydenns Cymarens GyaeT yMeTh:

e Paborarh ¢ MCHIO M JHAIOrOBBIMM OKHAMH OTIEPAIIMOHHON CHCTEMBEI,
o Tlepememarscs Mo namKkaM KOMIIBIOTEPA U [IPOCMATPUBATE HX COAEPKIUMOE;

» Cosnasate, EpeHMMEHOBEIBATH, TIEPEMEIAaTh, KOIIMPOBATh, YAAIATh U BOCCTAHABIHBATD
yhaaneHHble Gaiibl U IalKy,

e VckaTh (aitner Ha KOMIBIOTEpE,
e Co3naBaTh JOKyMEHTHI B IPHKJIAZHBIX IPOrPAMMax M COXPaHATH UX Ha KOMITBIOTEPE;

e CosmaBare U 0QOPMIIATH TEKCTOBBIE JOKYMEHTHI, paboTaTh ¢ Tabiauuamu B Microsoft
Word;

e CosznaBate ¥ 0QOPMIATH TAONMIIBL, MPOM3BOAUTh BBIYMC/IEHHA B Tabiuuax Microsoft
Excel;

e [leuarats mokymeHTE Microsoft Word u Microsoft Excel;

e Ilonyuars, OTIPABNIATH, IEPECHUIATH MOYTY;

e [IpHCOeaHHATE BIIOKEHHA K MUCHMY, OTKPBIBATh M COXPAHATDH IIPHULLIEIIINE BIOKEHHS,



Temarnyecknii nian «Iloab3zosarens IIK (6asoBblii Kype)»

Hanmenosanne mMomyneit (pa3enos) nporpaMmal Bcero, B tom uucne
No akajn.
qacop | TEOPHA | MpaKTHKa
1. | Monyib 1. OCHOBHBIC KOMIIOHEHTBI KoMIbloTepa. MHTEpheiic Windows 1 0,5 0,5
2. | Moayns 2. @aiinosas cucteMa Windows 3 1,5 1,5
3. | Moayis 3. Microsoft Word. OcHoBHEIE Omepariiu HaJi TEKCTOM 6 3 3
4. | Monyns 4. JIonOTHUTEIBHBIC AEMEHTRI O(OPMIEHHS JIOKYMEHTA 2 1 1
5. | Momyne 5. Marepdeiic Microsoft Excel. Box u penaktuposanne 1anHbIx B siaeikax 4 2 2
6. | Moayne 6. Padora ¢ mucramu Microsoft Excel 1 0,5 0,5
7. | Monyns 7. @yukuuu u popmynsl Microsoft Excel 2 1 1
8. | Moayns 8. Huarpammer Microsoft Excel 1 0,5 0,5
9. | Monyns 9. PaBora ¢ TaGiHYHBIMH JaHHBIMH 2 1 1
10.| Urororoe 3apanuc 2 2
Beero: 24 11 13

Conepxanue

Monyas 1. Marepdeiic Windows

BxiloueHne KOMIbIOTEPA.

3arpysKa onepanuoHHON CHCTEMEL.
3HAKOMCTBO C KJIaBHATYPOH H MBIILIBIO.
OO6wwui Bux 3xkpana Windows.

HeaKTHBHBIE OKHA, MIEPEKITIOYEHNE MEXTY OKHAMH.
Pabora c rimaBHBIM MeHIO.
e 3amepuieHHe PabOTHI C KOMITBIOTEPOM.

Moayasb 2. daitaosan cucrema Windows

Oxkna Windows: cTpoeHHe, H3MEHEHHE pa3MepOB M TMOJOKEHHA OKOH, aKTHBHBIE H

e [lonaTus — daiin, katasnor (1anka), TMcK. XapakTepHUCTHKU U CBOMCTBA (ailia, [alKu,

¢ daitnosas cucrema Windows.

° (SOBHQHHE, IMEPpEUMEHOBAHHE, KOIMMHPOBAHHE, YOAJICHHUE, BOCCTAHOBJIICHHUC IIANIOK M

(ainos. Pabora ¢ rpynnoit ¢paiios U namox.
e Ilouck (aiinon.

e [Iposognux Windows.
e Co3nanue APIBIKOB.

Mopayae 3. Microsoft Word. OcHoBHBIE OTIEpAllHH HAZl TEKCTOM

* 3anyck Word. UuTepdeiic Word.
*  OTKpBITHE JIOKYMEHTa, CO3JJAHHE H COXPAHEHHE JOKYMEHTA.

e [Ilpasuna paboTel ¢ JOKYMEHTOM: IE€peMEIIEHHE 0 TEKCTY, KOIMHPOBAHUE, BCTABKA

TEKCTa.

L O'I‘KpBITPIC HCCKOJIBKHX JOKYMCHTOB. MEHIO «OKHO», KOIIMPOBAaHUE U3 O/IHOI'O OKHA B

OpyTOE.

e OcHoBHEIE OneépanH Ha/l TEKCTOM! IIpaBHJia BBOIa TCKCTa, d)opmaTHpoaaHHe 363&[],8]3,

(bopMaTHpOBaHHE TEKCTA.




e Pabota co ciuckaMu: HyMepOBaHHBIE H MAPKHPOBAHHBIC CITHCKH.

e Palora ¢ TabGnuuamu:; BCTaBka TabIMIBI, TIEPEMEIEHHE MO TabaMuE, BBIACICHHE
3JJEMEHTOR TaOIMIEI, BBOJ{ M PCAAKTHPOBAHMC TCKCTA, H3MEHEHHE BLICOTDI H IIHPHILI
AYCCK, OYMCTKA AYCEK TAOIHIL, yianeHnue H 1o6aBieHHe cToa0UoB H CTPOK Tal/IHLbL,
00nLeIMHEeHNe UeeK, TPAHULIbI U 3aIMBKa.

e @dopMmaTHpOBaHHE JOKYMEHTA: BCTABKAa HOMEPA CTPAHHII

e [llopsmok  odopmiueHHs  TOKYMEHTOB:  MapaMeTpel  CTPAHHIBL,  PCKHM
fIpe/IBApUTENLHOrO MPOCMOTPA, 11€YaTh J0KYMEHTA.

Monyan 4. Microsoft Excel. Boa 1 pelakTHpoBaHue IaHHBIX B AUeHKaX.

Untepdeiic MS Excel.

BBOJ ¥ peJaKTUPOBAHUE AAHHBIX B f4ciKax, opmaTsl aHHBIX MS Excel.
BblpaBHHBaHHe TEKCTa W YHUCEIl, BRBIDABHHBAHHE AYCCK.

I'paHuIs! sueeK, MPHPT TUEHKH, IIBET AYEHKH H TEKCTA.

Moayas 5. Padora ¢ aucramu Microsoft Excel.

e KonupoBaHue, nmepeMenieHue JHCTOB

e Pa0oTa ¢ HECKOJBKUMH Pab0uUMHU JINCTAMH, IPYIIIMPOBKA JINCTOB
o CKpbITHE, YAAJICHHE JINCTOB

e [Ileuars nucrtos MS Excel

MoayJab 6. MatemaTnuyeckne aefictsus B Microsoft Excel

e Apudmernueckue IeHCTBUSA B hopMynax.
e Bsox u perakTupoBanue GopmyI.

Moayab 7. PaboTta ¢ nouroii

e Perucrpauus ¥ Co3JaHHE MOYTOBOIO ALIMKA.
» CoznaHue NUCbMAa, MOAINCH K IIHCHMY
e [Ipukperuienue (aiiaoB K MTHCbMY, OTIIPAaBKa ITHCEM.

YecnoBus peann3anum:
Peanuzaius yaeOHON MporpaMMel IPOXOIUT B KOMITBIOTEPHOM KJ1acce (IOroBOP apeHIIbl):
OobopyaoBanue:

¢ Pabouyme MecTa Mo KOJIUYECTBY CIYLUATE/ICH
e Pabouyee MecTo mpernoaaBaTens

Kommiekr yuedHo — MeTOAHYECKOl JTHTEPATYPBI:

e Meroanyeckuii MaTepHall B 3JIEKTPOHHOM BUIE

HTtorosoe 3aganue:

BeinonHeHHe 3agaHus, M0 MpeUIoKEeHHOM cuTyauuu npernoaaBatenem. OLEHHBAETCS TOAXO0 K
PELIECHHUIO 3a]a4H, BHINOJHEHHE aHATIOTHYHO TUIIOBBIM IIPHMEPaM.

OueHoyHbie cpeacTBa:

Hrorosoe 3amanue mpoBoauTcs B Gopme mpaktuueckoi paborsl mo yuebHoit nporpamme. Ilo
UTOraM paboThl CTABUTCS UTOrOBAsk OLICHKA — 3a4eT.



