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1.00mas XapaKTepucTHKA padoveil NPOrpaMMbl JUCHUILTHHBI
OI1.08 UadopmManoHHbIE TEXHOJIOTUH B NPOGeCcCHOHAIBLHOM 1eATeIbHOCTH

1.1. MecTo tucuMIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM IPOrpaMMBbI:

Hucnunmuaa OI1.08 MHopmanmoHHbIe TEXHOJIOTHH B MPO(eCCHOHATBHON NeITeIbHOCTH:
ABIISICTCS 0053aTEIIbHON MPO(PECCHOHANBHBINA y4eOHBIN UK 001enpo(ecCHOHANBHBIC JUCIUTLTHHBI
38.02.01 DxoHoMuKa M OyXTanTepCcKuid ydeT (110 oTpacisiMm).

1.2. Heap u niiaHupyemMble pe3y/bTaTbl 0CBOCHHS TUCHHUILIMHBI:

B pesymbrare ocBoenus jauctmmuiiael  OILO8  HMudopmanmnoHHBIE  TEXHOJOTMH B
npodeccnoHaNbHOM EATEILHOCTH: 00yJaroIMics TOIKEeH
ymemp:
-HCIIOJIb30BaTh TEXHOJOTHMH cOOpa, pa3MeIlleHHUs, XpaHEeHHs, HaKOIUICHUs, MpeoOpa3oBaHUs U
nepeaayy TaHHBIX B MPOPECCHOHATHPHO OPHEHTUPOBAHHBIX HHPOPMALMOHHBIX CUCTEMAX;
-HCIIOJIb30BaTh B MPO(PECCUOHANBHON IEATEIbHOCTH Pa3InYHbIE BUABI IPOrPaMMHOTO 0OecIiedeH s,
B T.4. CHIELIMAJILHOTO;
-IIPUMEHATh  KOMIIBIOTEPHBIE M  TEJIEKOMMYHUKALIMOHHBIE CpEACTBAa B  MPOo(hecCHOHATBLHOU
NESITENbHOCTH;
3Hamb:
-OCHOBHBIE IIOHATHS aBTOMaTH3UPOBAHHOM 00paboTku nH(pOpManuy;
-00ImMil cocTaB M CTPYKTYPY THEPCOHAIBHBIX KOMIIBIOTEPOB U  BBIUMCIUTENBHBIX CHUCTEM,
aBTOMATHU3UPOBAHHBIX pabOYUX MECT;
-COCTaB, PYHKIIMH U BOBMOKHOCTH HCIOJIb30BAaHUS HHPOPMAIIMOHHBIX U TEIEKOMM YHUKAITHOHHBIX
TEXHOJIOTUH B MPOPECCHOHATBHON ACSITEITLHOCTH;
-METO/bl U cpesicTBa cOopa, 00paboTKU, XpaHEHHUs], Iepelaui U HAKOIUICHUs HHPOpMALIUK;
-0a30BbI€ CHUCTEMHBIE MPOTPaMMHBIE MPOAYKTHl W IMAKEThl MPUKIAAHBIX MPOrpaMM B 00JACTH
npodeccuoHanbHOI 1eATENbHOCTH;
-OCHOBHBIE METO/Ibl U IIPHEMBI 00ecTieueHnss THPOPMAIIMOHHON 0e30I1acHOCTH
Ilepeyens (popMHUPYEMBIX KOMIIETEHIIUH

Obwue komnemenyuu (OK):

OK 01. Beibupats cioco0sl pemeHus 3a1ad npohecCUOHATBHON JesITeIbHOCTH TPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM;

OK 02. OcymiecTBiasTh MOMCK, aHAIM3 W HHTEpHpETalMio MHPOpPMAalWU, HEOOXOAUMOW st
BBITTOJIHEHUS 32124 TPOPECCUOHATILHON IEATEIIEHOCTH;

OK 03. [TnanupoBaTh U peann30BbIBaTh COOCTBEHHOE MPO(ECCHOHATBHOE M TMYHOCTHOE Pa3BUTHUE;
OK 04. PaboraTh B KOJUIEKTMBE W KOMaHjae, ((EeKTUBHO B3aUMOJCHCTBOBATH C KOJUIETAMH,
PYKOBOJICTBOM, KJIINEHTAMU;

OK 05. OcymecTBisiTh yCTHYIO M MUCHbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYJAapCTBEHHOM SI3BIKE
Poccuiickoit @deaepanuu ¢ yueToM 0COOEHHOCTEN COLIMATIBHOTO U KYJIBTYPHOT'O KOHTEKCTA;

OK 06. IlposBiATh TIpaxIaHCKO-MATPUOTUYECKYIO MO3HUIMIO, JIEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHNE Ha OCHOBE TPAIWIIMOHHBIX OOIICYEIIOBEUECKUX IIEHHOCTEH, TMPUMEHSATh CTaHIapTHI
AHTUKOPPYMIIMOHHOTO IOBECHHUS;

OK 07. CopnelicTBOBaTh COXpaHEHHIO OKpY’KaloLIEH cpeabl, pecypcocOepexeHuto, 3(pPeKTUBHO
JIeiCTBOBATh B UPE3BBIYAIHBIX CUTYALIUAX;

OK 08. Ucnonb3oBath cpeAcTBa (PU3HMUECKON KYIbTYPHI ISl COXPAHEHUS U YKPEIUICHUS 310POBbS B
nporecce NpodhecCHOHAIbHOM AEATENbHOCTH U MOJIEPKaHUsI HEOOXO0AUMOTrO YpPOBHS (PU3UUECKOM
MOJITOTOBJICHHOCTH;

OK 09. Mcnonp3oBaTh HH(GOPMAIIMOHHBIE TEXHOJIOTHH B MPO(ECCHOHANBHON

IIpogheccuonanvrvie komnemenyuu(I1K):

I1K 1.1. O6paGaTbIBaTh EpBUYHBIE OyXTaITePCKHE JOKYMEHTHI,

[IK 1.2. Pa3zpabarbiBaTh U COIJIaCOBBIBATH C PYKOBOJACTBOM OpraHM3allMy pabO4Mil IUIaH CUETOB
OyXraJTepCcKOro yuera OpraHu3aluu;

I1K 1.3. IIpoBOAUTh y4eT NEHEXKHBIX CPEACTB, OPOPMIIATH JEHEKHBIE U KACCOBBIE JOKYMEHTHI;
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I[IK 1.4. ®opmupoBarth OyXrajTepcKkue MPOBOAKKA IO YYETy aKTUBOB OPTraHM3alldd Ha OCHOBE
pabouero miuaHa c4eToB OyXTalTepCKOro y4era.

[IK 2.1. ®opmupoBaTh OyxraaTepckue MPOBOJAKH MO YYETy HCTOUYHUKOB aKTHBOB OpraHH3alMy Ha
OCHOBE pabouero IiaHa CueToB OyXralaTepcKoro y4era;

[IK 2.2. BbInoaHATh HOPYYEHHs] PYKOBOJICTBA B COCTaBE KOMUCCUU IO MHBEHTapHU3alll aKTHBOB B
MeCTaX UX XpaHEHHUS;

[IK 2.3. [IpoBoauTh MOATOTOBKY K MHBEHTApHU3AIlMU W MPOBEPKY JNECUCTBUTEIBHOTO COOTBETCTBUS
(aKTHYECKUX JaHHBIX MHBEHTAPU3ALUU TaHHBIM Y4eTa;

I[IK 2.4. Otpaxarh B OyXraiaTepcKux IPOBOJKAX 3a4e€T M CHHUCAHWE HEIOCTa4Yd IICHHOCTEH
(perynupoBaTh MHBEHTAPU3ALMOHHbBIE PA3HUIIBI) 110 pE3yJIbTaTaM MHBEHTapU3alluy;

[1K 2.5. [IpoBoauTh npoliieypbl UHBEHTapU3aliK (PUHAHCOBBIX 0053aTEIbCTB OPraHU3allUY;

IIK 2.6. OcymecTBiATs c60p MHMOPMAIMH O ACATEIBHOCTH OOBEKTa BHYTPEHHETO KOHTPOJISA IO
BBITIOJTHEHUIO TPeOOBaHUN MTPABOBOM M HOPMATUBHON 0a3bl U BHYTPEHHHUX PETJIAMEHTOB;

[1IK 2.7. BINOTHATH KOHTPOJBHBIE MPOLEAYPHl U UX JOKYMEHTHPOBAHHUE, TOTOBUTH M O(POPMIIATH
3aBeplIaloIINe MaTepUasbl MO Pe3ysibTaTaM BHYTPEHHETO KOHTPOJIS.

[IK 3.1. ®opmupoBarh OyxraiaTepckue HPOBOAKH 10 HAYUCICHUIO U MEPEUHCICHUI0 HAJIOTOB U
cOOpOB B OIOKETHI pa3TUYHBIX YPOBHEN;

IIK 3.2. OdopmiisaTh MIaTeKHbIC JOKYMEHTBI JUIS IEPEYHCICHHUS HAJIOrOB M COOpPOB B OIOJIKET,
KOHTPOJIMPOBATH UX MPOXOXKICHUE TI0 PACUETHO-KACCOBBIM OAHKOBCKHUM OIEPAIUsIM;

[IK 3.3. ®opmupoBarth OyXrajJTepCKHe MPOBOJAKH MO HAYHCICHUIO M TEPEUYHMCICHUIO CTPAXOBBIX
B3HOCOB BO BHEOIOIXKETHBIE (JOH/IBI U HAJIOTOBBIE OPTaHbI;

I[IK 3.4. Od¢opmnsaTe IUIaTEeXKHbIE JOKYMEHTbl Ha IIE€PEUUCIIEHHE CTPAaXOBBIX B3HOCOB BO
BHEOIO/DKETHBIE (DOHABI M HAJIOTOBBIE OpPraHbl, KOHTPOJUPOBATH UX IMPOXOXKIEHHE IO PacueTHO-
KAacCOBBIM 0AHKOBCKHUM OIEPALIUSM.

IIK 4.1. OTrpaxkaTh HapacTalOIIUM HTOTOM Ha cYeTax OyXralTepCKOro y4yeTa HMMYILECTBEHHOE U
(MHAHCOBOE TIOJOKEHUE OPTaHHW3alMU, ONPEICISTh Pe3yIbTAThl XO3SIMCTBEHHON NEATEIFHOCTH 3a
OTYETHBIN NIEPUOT;

I[IK 4.2. CocraBnsiats ¢(opmbl Oyxranrepckoil (pUHAHCOBOI) OTYETHOCTH B YCTAHOBJICHHBIE
3aKOHOAATEIBCTBOM CPOKH;

I1K 4.3. CocTaBmisTh (OTYETHI) M HAJIOTOBBIE JCKIapaIliy TI0 HAjIoraM U cOopam B OIO/IKET, YUUTHIBAs
OTMEHEHHBIM eauHblii coumanbHelii Hasor (ECH), oT4erhl 1o cTpaxoBbIM B3HOCaM B
roCyJapCTBEHHblEe BHEOIOJUKETHbIE (OHABI, a Takke (OpPMbI CTATHCTUYECKOH OTYETHOCTH B
YCTaHOBJICHHbBIE 3aKOHO/1aTEILCTBOM CPOKU;

IIK 4.4. IlpoBoauTh KOHTPOJb W aHaIM3 HMHGpOpMALMUU 00 aKTUBAX U (PMHAHCOBOM IOJIOKEHUH
OpraHM3ally, €€ TUIaTeKeCIIOCOOHOCTH U JOXOJHOCTH;

Jluunocmmuwie pezynomamui(JIP):

JemoHcTpupytomuii  ymeHnue 3((EeKTUBHO B3aUMOJCICTBOBATH B KOMAaHJE, JIP 16
BECTH JINAJIOT, B TOM YHCJIE C UCTIOIB30BAHUEM CPECTB KOMMYHUKAITIH

JleMOHCTpHpYIOIUII HAaBBIKM aHAM3a W WHTEpHpeTanud HHGOpMALMU U3 JIP 17
Pa3JIMYHBIX UCTOYHUKOB C Y4€TOM HOPMaTHBHO-TIPABOBBIX HOPM

JIeMOHCTpHPYIOIINA TOTOBHOCTh U CIIOCOOHOCTH K 00pa30BaHUIO, B TOM YHCIIE JIP 18

caMoo6pa3013aHmo, Ha MPOTAXKCHUU BCeM KHN3HH, CO3HATCIIBHOC OTHOIICHUEC K
HCIIPCPBIBHOMY 06p8.30BaHI/IIO KaK YyCJIOBUIO yCHCHlHOﬁ HpO(I)CCCHOHaJIBHOI‘;I n
06H.[CCTBCHHOﬁ ACATCIIbHOCTU

@opMHpOBATH  ANTOPUTMBI  pa3padOTKW  MPOrpaMMHBIX  MOIyJed B JIP 22
COOTBETCTBUU C TEXHUUECKHUM 33/IaHUEM.
BrIABIATh TEXHUUYECKHE MPOOIEMBI, BO3HUKAIOIIUE B TIPOIIECCE IKCILTyaTallun JIP 24

0a3 TaHHBIX U CEPBEPOB.
AKTHBHO IPUMEHSTH MOJy4YE€HHbIE 3HaHUS Ha IPAKTUKE JIP 25
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2 CTPyKTypa H cojiep:KaHue TUCHUTLTHHBI

2.1. O6beM AUCHMILIMHBI U BUABI YU4eOHOIi padoThI (0O4HAast)

O6vem uacos
Bun yuyeoHoii padoThl

O061beM 00pa3oBaTe/IbHOI NPOrpaMMbl THCHUILTHHBI 54

B TOM 4YHUCJI€ B (])opMe l'[paKTI/I‘leCK()ﬁ NOoATrOTOBKH

B TOM YHCIJIC:

TEOpPETHUIECKOe 00yIeHUE 14
MPAKTUYECKHUE 3aHATHS 40
KOHCYJIbTAI[UH

camocmosimellbHas pa60ma

[IpomexxyTounas arrecranus B hopme JAndpepenuupoBaHHblii
3a4er

2.1. O6beM AUCUMIIMHBI U BUABI Y4e0HOI padoThI (3a04HAas)

O6vem uacos
Bua yueOHol paGoTsI

O0beM 00pa3oBaTe/IbHON NPOrPaMMbI JUCHUILIHHBI 55

B TOM 4YHUCJI€ B (])opMe l'[paKTI/I‘{eCKOi/JI MMOATOTOBKH

B TOM YHMCIJIC:

TeopeTudeckoe o0ydeHue 4

MPaKTUYECKHUE 3aHATUSL 10

KOHCYJIbTallu1

camocmosamenvHas paboma 41
IIpomerxyTouHas arrecranus B popme JuddepeHupoBaHHbIH

3avger
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2.2.1 TemaTuueckuii miaH u coaep:xanue rucuuminubl OI1.08 UndopmannoHnbie TEXHOJIOTHHN B TPO(ecCHOHAIBLHOI 1eATeJIbHOCTH (0UHOE)

HaumenoBanue Copaeprxanue y4eOHOro MaTepHuaJia, NPaKTHYeCKHe 3aHATHS, CAMOCTOSITe/IbHAsA padoTa O0bem | OcBauBaemble
pa3/iesioB M TeM o0yuarommxcs 4acoB 3J1eMeHThI
KOMIIeTeHIH
"
JIMYHOCTHBIE
pe3yJbTAThI
1 2 3 4
4 cemecTp
BBenenue. 3HaueHue u copep:kaHue y4eOHONH TUCHUILIMHBI, €€ CBA3b ¢ APYTHMH JHCHUAIIIMHAMH.
Pazgen 1.Uudopmanus u UndpopManuoHHble TEXHOJIOTHU B PO ecCHOHAIBLHOM eSITeJIbHOCTH
Tema 1.1. Conep:xkaHue y4eOHOT0 MaTepuaia 6 OK 01 -09
Jlannsle u 1. Jlarubie 1 nHGOpMaIus. Buabl naHHBIX 1 nHGOpMauu. DopMEI IpeICTaBICHUS 2 IIK1.1-1.4,
uHpOpMAaLWs uHpOpMaLKK U Nlepeaadu TaHHbIX. THPOpMalmoHHbIN 3Tan pa3BUTUS OOLIECTBA. 2.1-24,
2. Knaccugukanus nHpOpMAMOHHBIX TEXHOJIOTHH 110 chepaM nmpou3BoAcTBa. Pasnnynbie 3.1-34,
CIIOCOOBI IIPEACTABIECHNS U XpPaHEHUS] HH(POPMAIHN. 41-44
3.IloHATHe 1 0630p MHCTPYMEHTAJIBHBIX CPEICTB MH(OPMAIIMOHHBIX TEXHOJIOTUI JIP 16-18,
IpakTu4ecKoe 3aHsATHE 4 20, 28
[TpakTrueckue padotsl o Teme: Knaccudpukanns nHGOpMalMOHHBIX TEXHOIOTUN
Tema 1.2. Coneprxanue y4eOHOro0 MaTepuasia 10 OK 01 -09
OnepanyoHHas Onepanmonnas cucrtema. Opranuzaius Xxpanenus qaHubix B [1K. 2 K 1.1 - 1.4,
cHCTeMa IIpakTHyecKoe 3aHsITHE 8 2.1-24,
[IpakTrueckue 3ansaTus: M3yuenune BozmoxHocren [IporpamMMelr Mol kKoMITbrOTEp 3.1-34,
41-44
JIP 16-18,
20, 28
Pazgen 2. bazoBble n npukiagabie MHpopMannoHHbIe TEXHOJIOTHH B NPO(ecCHOHAIBbHOI 1eATeIbHOCTH
Tema 2.1. Copaepxxanue yueOHOro MaTepuaJia 20 OK 01 -09
TekcroBeiit penaktop | TekcToBbIi pefakTop. Buibl TEKCTOBBIX PEAKTOPOB U HX BO3MOXKHOCTH. PazinuHbie GpopMaTh 4 HK1.1-14,
coxpanenus. [Iporpamma Ms Word. UuaTepdeiic mporpammel. Co3gaHue, COXpaHeHHE, 2.1-24,
OTKpbITHE AOKyMeHTa. [lapameTpsl ctpanunsl. [IpensapurensHsbiil npocmotp. [leuars 3.1-34,
JOKYMEHTA. 41-44
dopmarupoBanue Tekcra. Pabora ¢ pparmenramu tekcra. [Iposepka opdorpadun. Crincku. HI; 0162'38'

PaboTa ¢ HeCKOJIBKUMH JOKYMEHTaMu. BcTaBka MMIOPTUPOBAHHBIX OOBEKTOB.
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Pa6ota ¢ popmymnamu. Pazouenue Tekcra Ha kosoHku. Ctriib ab3ama. Co3manue COOCTBEHHOTO

ctwis. Paborta ¢ axcnipecc-6mokamu. CiusiHue JOKyMeHTOB. PaboTa ¢ 601bIIMMH JOKYMEHTaAMH:

OrJIaBJICHHUEC, CIIMCKU HHHIOCTpaHHﬁ, NMPCAMETHBIC YKA3aTCJIN, 3aKJIaAK1, CHOCKH.

IIpakTH4eckoe 3ansTHE. 16

[Tpaktuyeckue 3anstus. DopmatupoBanue mpudra B JoKkymente. @opmarupoBanue ab3ama B

nokymMmeHTe. Pazouenue tekcra Ha KoJoHKH. /[o0aBieHe U pelakTupOBaHKUE TaOJIUIL B

nokymenre. BeraBka pucynkos, puryp, SmartArt, anarpamm. Odopmienue popmyi B

nokyMmeHTe. PaboTa ¢ kojgoHTUTynamMu B TokyMeHTe. CIusHUE TOKYMEHTOB.
Tema 2.2 Copep:xkanue y4e0HOro Marepuasa 6 OK 01 - 09
DJICKTPOHHBIE DnekTponnbie Tabnuiel. [Iporpamma Ms Excel. Uatepdeiic mporpammbl. OCHOBHBIC TIOHSTHS. 2 IIK 1.1 -1.4,
TaGIHIBI ®dopmarupoBanue gaHHbIX. KonupoBanue nHGpopManuu. AGCOIIOTHAS K OTHOCUTEIbHAS 2.1-24,

aapecaiuu B popmynax. Mcnonbp3oBanue B popMyiiax JaHHBIX ¢ Ipyrux JauctoB. [loctpoenue 3.1-34,

nuarpamm. Mactep ¢yHkiuil. AHanu3 nanHbeix. ABToduiabTp. CTpyKTypa nokymenTta. Pabora ¢ 41-44

tabinuamu nojcraHoBku. [logOop napamerpa. Pabora co cBoausiMu Tabauamu. [louck JIP 16-18,

penieHus. 20, 28

IIpakTHyeckoe 3aHsATHE 4

[TpakTuyeckue 3ansATH. Pemenne 3a1a4 Ha HCHOIb30BaHKE B (hopMyax aOCOTOTHON

aJipecaryu.

I'paduueckas 06paboTka JaHHBIX. AHAIN3 1aHHBIX. [[puMeHeHne GpuabTpoB Npu aHanu3e

JOKYMEHTA.

Pemenue 3aau Ha ucnons3zoBanue B popmynax ¢pynkuuu ECJIN. Pemenue 3a1a4 Ha

ucnonb3zoBanue pyakuun BITP. TTon6op nmapamerpa. Tabnuip! moacranoBku. O6paboTka

HKOHOMHYECKOW MH(POPMAIIUH ITPU IOMOIIY CBOJIHBIX Tabnu1l. Pemenue 3aqay ¢ npuMeHeHneM

TIOWCKA PEIICHUSI.
Tema 2.3. Coneprxanue y4eOHOr0 MaTepuasia OK 01 -09
ITy6mukarm [Ty6nukanuu . [Iporpamma Ms Publisher. MaTepdeiic mporpamMmbl. OCHOBHBIE TPUEMBI paOOTHI. 2 IIK11-14,

IpakTu4ecKoe 3aHATHE 4 gi i gj’

ITpakTueckue 3anarus: CoznaHue KajaeHaaps 4 1__ 4 4

JIP 16-18,
20, 28

Tema 2.4. Conep:xanue y4eOHOro MarepuaJia 6 OK 01 -09
MynbTHMETUHHBIE MynbTUMeTHITHBIE TEXHOJIOTUH CO3/JaHUS TTPE3CHTAIINH 2 IIK 1.1 - 1.4,
TexHONOruy co3nanus | 11porpamma Ms PowerPoint. Uurepdeiic mporpammser. Co3nanue ciaiigos. opMaTupoBaHue 2.1-24,

JOKYMEHTa. AHUMalus. 3.1-34,




MPE3CHTALINHI IIpakTu4yeckoe 3ansTHE 4 41-44
[Ipaktrueckue 3ausatus: Co3maanue npeseHranun. PopMaTupoBaHUe TEKCTA, T0OABICHUE JIP 16-18,
Ta0auI 1 KapTUHOK. [[n3aiiH cinaiina. Hactpoiika aHnManuu nmpe3eHTaIuu. 20, 28
IIpomeskyTounas Ju¢depeHupoBaHHBIN 3a4eT OK 01 -09
aTrecranus IIK 1.1 -1.4,
2.1-24,
3.1-34,
41-44
JIP 16-18,
20, 28
Bcero: o4
2.2.2 Temarudeckuidi miaaH u cojaep:kanue gucuumanabl OI1.08 HUnpopmanmoHHbIe TEXHOJOTHH B NPO(ecCHOHATIBHON 1esiTeJJbHOCTH
(3aouHoe)
HaumenoBanue Copepxanue y4eOHOro MaTepHuaJa, NPaKTHYECKUEe 3aHATHS, CAMOCTOATEeJIbHAsi padoTa O0bem | OcBamBaemble
pa3aeJioB U TeM o0yyarommxcsi 4acoB 3JIEeMEHTbI
KOMIIeTeHIM I
U
JIMYHOCTHBIE
pe3yJabTaThl
1 2 3 4
1 kypc
Beenenue. 3HaueHue U coaepkaHue Y4eOHOM AUCHUILIMHBI, €€ CBA3b ¢ APYTMMHU AUCHHUILIMHAMM.
Pazgea 1.Mudpopmanus u UudpopManmoHHbIe TEXHOJOTHHN B PO(ECCHOHATIBLHOM 1eATeJIbHOCTH
Tema 1.1. Conep:xkaHue y4eOHOT0 MaTepHaia 2 OK 01 - 09
JlaHHBIE 1 1. [lanuble u uHpopManma. Bunel ganueix n uHbopMmannu. PopMbl MpeAcTaBieHUs] HHPOPMALUHN U 1 K 1.1 - 1.4,
uHbOpMAITHS nepeaavn AaHHbIX. MHGOpPMaMOHHBIN 3Tan paSBI/I’l;I/ISI oO1ecTBa. 2.1-24,
2.Knaccudukarus wHPOPMAIMOHHBIX TEXHOJOTHH 1Mo cdepaM mpow3BojacTBa. PaznudvHbie CHOCOOBI 3.1-34,
MIPEACTABICHUS U XpaHEHUS HH(OPMAITHH. 4.1-4.4
3.IloHATHE ¥ 0030p UHCTPYMEHTAIBHBIX CPEACTB HH(POPMAITMOHHBIX TEXHOJIOTHIA JIP 16-18,
IIpakTHYecKoe 3aHATHE 1 20, 28

[IpakTudeckue padoTsl o Teme: Kitaccudukaius nHGOPMAIIHOHHBIX TEXHOIOTHH




Tema 1.2. Coaep:xkanue y4e0HOro MaTepuasia 6 OK 01 -09
OnepanyoHHas Onepanronnas cucrema. Opranusanus xpaHeHus qaHabix B [TK. 1 K 1.1 -14,
cHeTeMa IIpakTHYecKoe 3aHsITHE 1 2.1-24,
IIpakTrueckue 3ausatus: M3ydenue Bo3MoxHocTer IIporpaMmsr Mol KOMITBIOTED 3.1-34,
CamocTosiTesIbHAsA padoTa 00y4arommxcst 4 41-44
CamocTrosarensHas pabora . Mol KoMIbrOTEp JIP 16-18,
20, 28
Pa3nen 2. bazoBble u npukiiaansie MHpopMannonnbie TEXHOJOTHU B TPOodecCHOHATBLHOM AesITeTbHOCTH
Tema 2.1. Conepixanue yueGHOro MaTepuaa 11 OK 01 - 09
TexcroBbiit pegakTop | TekcroBblil penakTop. Bupabl TEKCTOBBIX PEJAKTOPOB M HMX BO3MOXKHOCTU. Pasnuunble (opmaTsl 1 IIK 1.1 - 14,
coxpanenusi. IIporpamma Ms Word. Wurepdeiic nporpammer. Co3maHue, COXpaHEHHE, OTKPBITHE 2.1-24,
nokymenTa. [lapametpsl ctpanunsl. [Ipeasaputenshblil npocmotp. [leyats qoKkyMeHTa. 3.1-34,
®dopmartuposanue Tekcta. Pabora ¢ pparmentamu texcta. [Iposepka opdorpaduu. Crvcku. 41-4.4
Pabora ¢ HeCKOIBKUMU JOKYMEHTaMU. BeTaBka MMIIOPTUPOBAaHHBIX OOBEKTOB. JIP 16-18,
Pabora ¢ popmymnamu. Pazouenne Texcta Ha xonmoHku. Ctuib ab3ana. Co3nanne cOOCTBEHHOTO CTHIIS. 20, 28
Pabora ¢ akcnpecc-0iiokamu. CiusHue TOKYMEHTOB. PaboTa ¢ 0OJBIIMMU JIOKYMEHTaMU: OTJIABJICHUE,
CIHMCKH WJUTIOCTPAIIVA, TPEeMETHBIE YKa3aTelH, 3aKJIaJKH, CHOCKH.
IIpakTH4ecKkoe 3aHsATHE. 4
[IpakTndeckue 3ansatusa. @PopmarupoBanme mpudra B gokymMeHte. PopmarupoBanue ab3ama B
JnokyMmeHTe. PasOueHne Tekcta Ha KoJoHKU. J[oOaBieHWe W peAaKTHpOBaHHWE TaOJIHIl B JOKYMEHTE.
BcraBka pucyHkoB, ¢uryp, SmartArt, mmarpamm. Odopmuenue dopmyn B nokymenrte. Pabora c
KOJIOHTUTYJIAMH B JIOKyMeHTe. CIIHsHIE TOKyMEHTOB.
CamocrosiTetbHasi padoTa yJyamuxcst 6
CamocTosTenbHas padota oOyuaroniuxcs: Co3nanue madJ0HOB JOKYMEHTOB.
Tema 2.2. Conep:xaHue y4eGHOT0 MaTepHaia 25 OK 01 - 09
DIIEKTPOHHEIE Onextponnsle Tabmunsl. I[lporpamma Ms Excel. Hurepdeiic nporpammel. OCHOBHBIC ITOHSTHSI. 1 K 1.1 - 1.4,
TaGIHIEL ®dopmarupoBanue aaHHbIX. KonupoBanue mHpopmanuu. AOGCOMIOTHAas U OTHOCHTENbHAS afpecalud B 2.1-24,
¢dopmynax. Mcnons3zoBanue B GopMynax JaHHBIX C Jpyrux JTUCTOB. [locTpoenue auarpamMm. Macrep 3.1-34,
¢bynkuuit. AHanmu3 gaHHbIX. ABTOoOMIbTp. CTpyKTypa JoKyMeHTa. Pabora ¢ TabiuaMy MojCTaHOBKH. 4.1-4.4
ITon6op mapamerpa. PaGota co cBoaHbIMU TaOauiiamu. [Touck perreHus. JIP 16-18,
IIpakTHYecKoe 3aHATHE 4 20 28
[IpakTrueckue 3ansaTus. Pemenue 3aga4u Ha ncnosp3oBaHue B GopMyiax abCOIOTHOH apecanyy. '
I'paduueckas 00paboTka JaHHBIX. AHANN3 AaHHBIX. [[puMeHeHne QUIbTPOB pH aHANK3€E TOKYMEHTA.
Pemenne 3amau Ha mcnonp3oBanue B ¢popmynax Gpyakmun ECJIN. Pemenne 3amad Ha HWCIIONB30BaHUE
¢ynkuun BIIP. ITon6op mapametpa. Tabmuupl noactanoBku. OOpabOTKa SKOHOMUYECKOH HH(pOpMan
P IOMOIIM CBOAHBIX Ta0mu. Pemenne 3a1ad ¢ NpuMEHEHHEM ITONCKA PEIICHUS.
CamocTrosiTenbHast padoTa 00y4arommxcst 20
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CamocTosiTenbHas padora ooyuarornmxcsi: CocraBieHne KOHCIIeKTa 110 TeMe: «[loHsTre u Ha3HaueHUEe
MakpocoBy CoznaHrie MakpocoB /s perieHns 3a1a4. [loaroToBka K KOHTPOJIBHOH paboTe.

Tema 2.3. Conepixanue yueGHOro MaTepuaa 6 OK 01 - 09
[Iy6mnukaumu [Ty6nukamuu . [Tporpamma Ms Publisher. MuaTtepdetic mporpamMmbl. OCHOBHBIE IPUEMBbI PaOOTHI. [K 1.1-14,
CamocTosiTeibHas padoTa 00y4aromuxcst 6 2.1-24,
CamocrosrenbHas paboTa oOy4aronmxcs: Co3nanue Oykiera. i]i __ iir‘r’
JIP 16-18,
20, 28
Tema 2.4. ConepsxkaHue yueGHOro MaTepuasa 5 OK 01-09
MynbTHMEHIHbIC My b THMeIMiAHbIC TEXHONOTHH CO3/IaHHsI TIPC3CHTAITHH K 1.1 - 14,
TEXHOJOTHH CO3IAHUS [Mporpamma Ms PowerPoint. HWuarepdeiic mnporpammel. Cosmanue ciaiinoB. ®DopmarupoBanue 2.1-24,
JIOKyMEHTa. AHUMAIHSL. 3.1-3.4,
TIpe3CHTALNH CamocTosiTeibHAas pad0oTa 00y4arouxcst 5 4.1-4.4
Coznanue npesenTaiuu. opMaTupoBaHue TeKCTa, 1o0apaeHHe TabaMI U KapTHHOK. J{n3aiiH crnaiina. JIP 16-18,
Hacrpoiika aHuManuu npe3eHTalyH. 20, 28
IIpomesxkyTounas JunddepenuupoBannbiii 3a4eT OK 01 -09
aTTrecTanus IIK1.1-1.4,
2.1-24,
3.1-34,
41-44
JIP 16-18,
20, 28
Bcero: 55




3. YcaoBus peann3anv TUCHUIIJINHDBI

3.1. TpeGoBaHusi K MATEPUATILHO-TEXHHYECKOMY 00ecriedeHHI0

Jis peanuzanu MpOrpaMMbl JTUCHMILIMHBI JOJDKHO OBITH MPEIyCMOTPEHO ClEAyIoliee
crenranbHoe mnoMmelleHre: KaOuHer MHGOPMANMOHHBIX TEXHOJIOTHI B NpodeccHoHAJbLHOM
aesATeabHocTH. [lomemnenne kabuHeTa JOJDKHO COOTBETCTBOBaTh TpeOoBaHusM CaHuUTapHO-
SMUAEMHUOJIOTMYECKUX MPABUJI U HOPMATUBOB OCHAIIEHO TUIOBBIM O0OpYIOBaHHEM, B TOM YHCIIE
CHEeLMANN3UPOBAHHON y4eOHOM MeOenpl0o W cpeAcTBaMU OOydeHHs, HEOOXOAMMBIMHU IS
BBITIOJTHEHUS TPEOOBAaHUHN K YPOBHIO MOJTOTOBKU O0YYaOLIUXCS.
KaOuner nH()OpMaLIMOHHBIX TEXHOJIOTHH B TPO()ecCHOHATBHOM 1eSITeJIbHOCTH.
Obopydosanue yuebHo2o kabunema:
[Mapts (2-x MecTHas)
Crynbs
Cron npenojaBarens
Cryn npenogaBaTens
Kommnsrotep
Jlocka MeJoBas
Kabuner  nH(pOpMAIMOHHBIX TEXHOJIOTHHA B MPOPECCHOHATBHON NEATETLHOCTH OOECIeYeH
HEO0OXOIMMBIM KOMITJIEKTOM JIMIIEH3MOHHOTO IPOTPaMMHOT0 00ecIiedeHHs
bubuaunoreka, YnTaNbHBIN 3471 ¢ BbIX0A0M B UHTEpHeT
MamepuanvHoe ocHaujeHue, KOMNbIOMeEPHOe U UHMEPAKMUBHOe 000py0osanue:
ABTOMaTH3UPOBAHHOE paboyee MecTo OUbINOTEKApS
ABTOMaTH3UPOBAaHHOE pabouee MECTO YUTaTes e
ABTomaTu3upoBaHHOE pabouee mecto st ui ¢ OB3
IIpunTep
Ckanep
Cremnaxu A1 KHUT
Kadenpa
BricTraBouHBIH cTEIIAaK
Karanoxwusrii mkadga
ITocagounble MecTa (CTOJIBI U CTYJIbS AJIS1 CAMOCTOSITEILHOM paboThI)
ITomemenne nJist CaMOCTOAATEILHON PadOThI
MamepuanvHoe ocHaujerue, KOMNbIOMeEPHOe U UHMEPAKMUBHOe 000py0osanue:
ABTOMaTH3UpPOBaHHbIE pPabOUYHe MeCTa 00yJaroIuXCs
[TapTs! (2-X MeCTHBIE)
Crynbs
ABTOMAaTHU3UPOBaHHBIE PaboUKMe MecTa 00ECIeUYeHBI JOCTYIIOM B 3JIEKTPOHHYIO HH(GOPMAIIMOHHO-
obpaszoBatensHyto cpeny AHOIIO «YensObunckuit komnemx KomureHT», € BBIXOJAOM B
MH(OPMALIMOHHO-KOMMYHHKAIIMOHHYIO ceTh «HTepHeT».
3.2. AuopmaniuoHHoe o0ecniedeHre peaaTu3anuu NporpaMmbl
OcHognas numepamypa.
1.IlpoextupoBanne HMHPOPMAITMOHHBIX CHUCTEM : YYEOHMK U TPAKTHUKYM [UIl CpPEAHEro
npodeccuoHanbHOro obpazoanus / JI. B. Yucros, I1. II. MenpaukoB, A. B. 3onoraprok, H. b.
Huuenopyk ; mon obmieii penakuueit 1. B. YucroBa. — Mocksa : U3narensctBo FOpaiit, 2019. —
258 ¢. — (ITpodeccuonanpHoe oOpazoBanue). — ISBN 978-5-534-03173-7.
Llononnumenvhasn numepamypa:
1. ®eporoBa, E. JI. UHdopmannoHHBIE TEXHONOTMM B NPOQPECCHOHANBHON JEATEeIbHOCTH B
npodeCCHOHATILHOM JesTenbHOCTH | yueo. mocodue / E.JI. denoroBa. — Mockga : ]| «®OPYM»
: UH®PA-M, 2019. — 367 ¢. — (Cpennee npodeccuonansHoe oopazoBanue). - ISBN 978-5-8199-
0752-8. - Tekcr : oanekrponnsni. - URL: https://znanium.com/catalog/product/1016607
Humepnem pecypcul:


https://znanium.com/catalog/product/1016607
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1.www. intuit. ru/studies/courses (OTKpbITbIC HHTEPHET-KYPChI «HTYHT» 1O KypCy

«adpopmaTKay).

2.www. Ims. iite. unesco. org (OtkpsiTsie nnekTpornbie Kypebl < MU TO FOHECKO» o

MH(POPMAITMOHHBIM TEXHOJIOTHSIM).

3.http://ru. iite. unesco. org/publications (OtkpsiTast asekrporHas 6uboreka « MMTO FOHECKO»

o UKT B o6pazoBanun).
4.

4, KOHTpOJ’IL H OIICHKA PE3yjabTaTOB OCBOCHUA NUCHUIIIMHBI

Pe3yabTaThl 00yueHus

Kpurepum oueHkun

MeTtoabl OLIEHKH

ymemb:

-HCIIONB30BaTh TEXHOJOTUU cOopa,
pa3MmerieHus, XpaHeHMU,
HaKOIUICHUS, TpeoOpa3oBaHusl U
nepeaaun JTAHHBIX B
podeCcCHOHANTBEHO
OPUCHTUPOBAHHBIX
MH()OPMALMOHHBIX CHCTEMAX;
-HCIIOJIb30BaTh B

npodeCCHOHANBHON  JEeSITENbHOCTH
pasn4yHble BHIBl POrPaMMHOIO
obecrieyeHusl, B T.4. CIICIHAIBHOTO;

-IPUMEHATh ~ KOMIBIOTEPHBIC  H
TEJIEKOMMYHHKALMOHHBIE CpPEACTBa
B npodeccroHaBHOM
JIeSITeTbHOCTH;

3Hamb:

-OCHOBHBIE HOHSATHS
aBTOMATH3MPOBAaHHOH  00pabOTKH
uHpopmanum;

-00mMi  CoCTaB W CTPYKTYpY
NEPCOHATBHBIX ~ KOMIIBIOTEPOB U
BBIYMCIIUTEITEHBIX CHCTEM,
ABTOMAaTH3UPOBAHHBIX pabounx
MECT;

-coctaB, (QYHKIIUHM U BO3MOXKHOCTH
UCTIOJIb30BaHKs HH()OPMAIMOHHBIX
u TCJIICKOMMYHHKAITUOHHBIX
TEXHOJIOTHH B TpodecCHOHATHEHON
JIESTEITLHOCTH;

-METOJl M  cpeiactBa  cOopa,
00paboTKH, XpaHEeHUs, Mepeiaunl 1
HAKOIIJICHUS MH(POPpMAIINH;
-0a30BbIe CHUCTEMHEBIE
IMPOrpaMMHBIC MIPOAYKTBI U IMaAKETHI
MPHUKJIAJHBIX TIPOrpaMM B 00J1acTu
podecCHOHATBLHON IEATeIHhHOCTH;
“OCHOBHBIC MCETOJAbI W TIPHUEMBI
obecriedeHus:  MHPOPMAIMOHHOM
Oe3omacHoCTH

Ouenka «OTIITIHO» BBICTaBIISIETCS
oOyJaromemMycs, eclii OH TIyOOKO W MPOYHO
YCBOMIJI TIPOTPaMMHBIH

MarepHa Kypca, HCYEePIIBIBAOLIIE,
MOCJICIOBATENIbHO,  YETKO W JIOTUYECKH
CTPOMHO €ro u3jaraer, yMeeT TECHO

VBSI3BIBATh TEOPHIO C TPAKTHKOH, CBOOOIHO
CHpaBJIseTCSl C 33aJadyaMH W BOIPOCAMH, HE
3aTpyAHSACTCS c OTBETaMHU npu
BUIOM3MCHECHUH 3aJjaHui, MPaBUIIEHO
00OCHOBBIBACT MPHUHATBHIC PEIICHUS, BaJceT
Pa3HOCTOPOHHUMU JIUCKYCCHOHHBIMH
HaBbIKAMH U TIpUEMaMH, aKTUBHO IPOSBIISCT
ce0s1 B IpyNIIOBOi padoTe;

Orienka «XOPOIIOY BBICTABIISIETCS
oOyyaromeMycsi, eclid OH TBEpPAO 3HAeT
MaTepuaig Kypca, TPaMOTHO H TIO CYIIECTBY
W3JaraeT ero, He JOMyCKas CYIIECTBEHHBIX
HETOYHOCTEH B OTBETE HA BOMPOC, MPABUIILHO
NPUMEHSIET TEOPETUYECKUE IOJIOKECHUS IPH
pelIeHnN TUCKYCCHOHHBIX BOTIPOCOB W 3ajad,
BJaJiceT  HEOOXOMWMBIMH  HaBBIKAMH U
npueMaMH WX  BBIOJNHEHUS,  CHOCOOeH
MPOSIBIISITH ce0st B TPYITIOBOH padoTe;

OIleHKa «YIOBJICTBOPUTEIBHOY» BBICTABISCTCS
o0yyaromemMycsi, €Clid OH HWMeeT 3HaHHS
TOJIKO OCHOBHOT'O MaTepHaia, HO HE YCBOWII
ero  JieTanei, JIOMycKaeT  HETOYHOCTH,
HEJIOCTATOYHO MPABWIbHBIE (OPMYITHPOBKH,
HapyIIeHUs] JIOTHYECKOH MOCIeI0BATeIbHOCTH
B M3JIOXKEHHH MPOTPAaMMHOTO MaTepualia,
WCTIBITHIBACT 3aTPYJAHCHUS TPU BBITIOTHECHUH
MPaKTUYECKUX 3aJIau, He aKTHBEH B TPYIIIOBOH
pabore;

Onenka «HEYJIOBJICTBOPUTEIIHLHOY
BBICTABIIICTCSI OOy4YaroLIeMycsl, KOTOPBIA He
3HAET 3HAYUTENBHOW YacTH IPOrPaMMHOTO
Marepuana, JIOITyCKaeT CYLIECTBEHHbIE
OINOKH, HEYBEPEHHO, c 00JBIIUMU
3aTPYIHEHHUSAMU PEIIaeT MPaKTHICSCKUE 3a/1a91
WIN HE CIPABISETCA C HUMH CaAMOCTOSITENIBHO,
He MPUHUMAET YJ9acTHe B TPYIIOBOH padoTe.

[IpoBepounbie
paboThI
MPAKTUYECKUX
pabor.  CBOmHBIX
TaOJIHILL.

IIpoBepka
TBOPUYECKUX PadOT.
IIpoBepka
CaMOCTOSITENTbHBIX
pabor.

IIpoBepka
KOHCIIEKTOB.
3aciaynvBaHue
JIOKJIa/1a.
HuddepernupoBan
HBIU 3a4eT.



http://www/
http://www/
http://ru/
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