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IHosicHUTEJLHAS 3aIIHCKA

B Hacrosiee BpeMs KOMIbIOTEpHAsi TEXHUKA U UHPOPMALIMOHHbIE TEXHOJIOTHH MO3BOJISIIOT
aBTOMATU3UPOBATh 00pabOTKy HHGOpPMAIUU pa3IuuyHON CTPYKTYphl. [loaTomMy chnenuamuctam
MPaKTHYECKH JI000W oTpaciu HEoOXOIuMO yMeTh paboTaTh Ha KOMIIBIOTEpPE, MMETh HaBBIKU
paboThl C COBPEMEHHBIM MPOrPaMMHBIM OOecriedeHueM. YUYeHHUKaM 4acTO MPUXOAUTCS UMETh JEIO0
C y4eOHBIMU JOKYMEHTAMH U MPE3EHTALMIMHU, KOTOPbIE JOJKHBI CO/IepKaTh HE TOJIBKO TEKCT, HO U
Ta0nuIel, GopMynbl, rpaduKH, JUarpaMMbl U Ipyrue WUIIOCTpauu nogodnoro pona. Kypc nmeer
MPAKTHYECKYI0 HANpPaBJICHHOCTh: MPHUEMBI PabOTHl 3TOr0 Kypca MOMOIYT YyYallUMCS IIHpe
UCIIO/Ib30BAaTh KOMIIBIOTEP B IIOBCEIHEBHOM mpakTUKe. Marepuan mnpegiaraercss B BUIE
BBIMIOJIHEHHSI TPAKTUYECKUX paboT MO HHCTPYKLUHMH, pa3pabOTaHHON yuuTeNneM, IOJ €ro
MIPUCTAIBHBIM HAOIIOICHUEM.

[Iporpamma peann3zoBaHa Ha OCHOBE:

1. YueOHble MpoeKThI ¢ ucnoibzoBanueM MicrosoftOffice (amanTupoBaHa 1o KOHTUHTCHT
00yJaronuxcs MKOJIbI C MUHUMAaJbHBIM YpPOBHEM 3HaHuii o nndopmartuke u UKT.

2. Croukuii 0., BacunbeB A., Tenuna W. MicrosoftOffice 2013. Camoyuutens, Cn6: IMutep,
2014

3. Cemaxun U. I'., Xennep E. K. Undopmaruka u UKT. bazossiii ypoBeHs: yueOHuK ams 10-11
kinaccoB. — M.: BUHOM. JlaGoparopus 3nanuid, 2015. 3agauHuk-npakTukym (B 2 Tomax) moj
penakmueit N.I'.Cemakuna, E.K. Xennepa. Uznarenscteo BUHOM. Jlaboparopus 3Hanuii. 2014

KoHTposib ycBOeHHUs MaTepHralia OCYIIECTBISETCS TyTeM BBIIOJIHEHUs 3a4eTHOM paboThl. Ha
3aHATHAX OOpamaeTcs BHUMAaHHE YYalluXxcs Ha coOlirofeHue TpeOoBaHUN O€30MacHOCTH TpyJa,
MOXapHOH 0€30MacHOCTH, MMPOU3BOCTBEHHON CAHUTAPUU U JIMYHOW TUTHUCHBI.

Ilenu, Ha JOCTHXKEHHE KOTOPBIX HANpPABICHO HM3y4YEHHUE 3JIEKTUBHOI'O Kypca, OIpelecHb
UCXOJs M3 I1ened obmero obOpa3oBaHus, CPOPMYIUPOBAHHBIX B KoHUeNuuu PenepanbHOro
rOCyJIapCTBEHHOTO 00pa30BaTebHOTO cTaHjapTa obmero ooOpa3zoBaHus. OHU  YYUTHIBAIOT
HEO0OXOAMMOCTh BCECTOPOHHEIO pa3BUTHS JIMYHOCTH Y4YalllUXCA, OCBOCHMS 3HAHUM, OBJIaJACHUS
HEOOXOJUMBIMM YMEHHUSIMHM M KOMIIETCHIUSMH, pPa3BUTHS I[03HABATEIbHBIX WHTEPECOB MU
TBOPUYECKHX CIIOCOOHOCTEH, BOCHUTAHHUS 4YepT JIMYHOCTH, LEHHBIX JJs KaXJOro YeJoBeKa W
o01I1ecTBa B IIEJIOM.

Ilenu u 3aga4um 3J1eKTUBHOI0 Kypca

* popmMHupoBaHUE TMpEACTABIECHUS O KOMIBIOTEPE KaK YHMBEPCAJIbHOM YCTpoiicTBe 00pabOTKH M
MpeCTaBICHUN HHPOPMAIUY;

« u3ydeHnueBo3mMoxHocteinmakera Microsoft Office: Word, Exel, PowerPoint

+ hopMupoOBaHIe HABBIKOB U YMEHHUH KCIIOJIb30BaHus maketa mporpamm MicrosoftOffice;

* popmupoBaHUE yMEHMH CTPYKTYpUPOBaHHUS HH(OpPMAIMHM, YMEHHUS BbIOMpATh HEOOXOIUMYIO



Coaep:kanue Kypca

1. Microsoft Office Word - 16 yacos

3nakomctBo ¢ Word. Cosnanme [gOKyMeHTa, Ha0Op TEKCTa, COXpaHEHUe,
penaktupoBanue. PabGota co Bkmaakamu «['nmaBHas», «Bun», «BcrtaBka», «Pa3merka
cTpaHuIbD, «CCHUIKNY.

[Tpaktuueckas pabora Ne 1. Pabora co Bkiankoii «[ ' maBHas»

[TpakTrueckas padora Ne 2. PabGora co Bkiaakoil «BcraBkay

[IpakTuueckas padora Ne 3. Co3nganue u popMaTHUpOBAHUE TAOTUIIBI

[IpakTrnueckas padora Ne 5. BcraBka puryp u pucyHKoB

[TpakTrueckas padora Ne 6.1. BctaBka cHMBOJIOB, YpaBHEHHIM

[IpakTuueckas pabora Ne 6.2. BcraBka cMMBOJIOB, ypaBHEHUN

[Ipaktuueckas pabora Ne 7. Pabora ¢ BKIaaAKO#N «pa3MeTKa CTPAHULIBD», «CCHUIKU»

[Ipaktuueckas pabora Ne 4. Pabora co Bkiankoit «Koncrpykrop tabnumy, «Maker»

3auerHas pabora Ne 1

2. Microsoft Office PowerPoint - 7 yacos

3nakomcTBO 1 PowerPoint. Coznanue npeseHTanuu, 1o06aBieHue, yaaaeHue caaigos.
Pacmupenus nokymenra. OCHOBHBIE «ropsuue KiaBummy». Pabota co Bkinagkamu «l maBHAsI»,
«BcraBkay, «/Iu3zaitny, «llepexonpr», «Anumarnus», «lloka3 crnaitnoBy»

[IpakTuueckas padora Ne 10. Co3nanue npe3eHTanuu

ITpakTiueckas padora Ne 11. [Toka3 npe3eHTanuu

3. Microsoft Office Microsoft Exel - 11 yacos

3nakomctBo ¢ Exel. Co3nanune gokymeHTa, HabOp TEKCTa, COXpPaHEHUE,
penaktupoBanue. Pacmmpenns paokymeHTa. OCHOBHBIE «Topsiune KiaBuiin». Pabota co
BKIagkamu «[ nmaBHas», «BcraBkay, «DopMynbly, «Pa3meTka cTpaHulsly, «Perensupoanuey.

[TpakTryeckas pabora Ne 8. Co3naHue KHUTH

[Tpaktrueckas padota Ne 9. Co3zanue KHUTH

3auetHast pabota No 2

IInanupyemMsble pe3yJibTaTHIOCBOCHHUSI Kypca

MeTtanpeamMeTHble pe3yJbTaThl:
B pe3ynbrarte u3ydeHus JaHHOTO Kypca 00ydarolyecs Moiay4aT BO3MOXKHOCTh (POPMHUPOBAHUS

YMeHne camMoCTOSITEIBHO ONpPENEsATh LEIM U COCTaBIATH IUIAHBI; CaMOCTOSITENIBHO
OCYIIECTBIISITh, KOHTPOJUPOBATH M KOPPEKTHPOBAaTh Y4eOHYIO U BHEy4eOHYI0 (BKIIOYas
BHEUIKOJIBHYIO) I€ATEIbHOCTD; NCIOJIB30BaTh BCE BOZMOXKHBIE PECYPCHI ISl JOCTUKEHUS LIETIEH;
BbIOHMpATh YCHEIIHbIE CTPATETUH B PA3IMYHBIX CUTYAILIUSIX.

Bnanenne HaBbIKaMM MO3HABATENbHOM peQIIEKCHU KaK OCO3HAHMS COBEPIIAEMBIX
JENCTBUI M MBICIUTEIBHBIX MIPOLIECCOB, UX PE3YIbTATOB U OCHOBAHMI, TPaHUI] CBOETO 3HAHUS U
HEe3HaHUs1, HOBBIX [TO3HABATENIbHBIX 3a/1a4 U CPEJICTB UX JOCTHUKEHHUSI.



KasennapHoe TeMaTu4eckoe NJaHUPOBaHHE

Ne Copepxxanue y4eOHOT 0 Kou-Bo | Buabl yueOHOM eI TeJIbHOCTH
MaTepHaJa 4yacos
Tema 1. Microsoft Office Word - 14 yacos
1 | 3nakomctBo ¢ Word. Coznanue 1 Broanas Oecena, WILTIOCTpalysl iakaTa 1mo
JIOKYMEHTa, Ha0op TEKCTa, TEXHHUKE 0€30MaCHOCTH U OpPTraHU3aIHs
COXpaHEHUE, peJaKTUPOBAHHUE. pabodero mecra
Pacumupenus nokymeHra.
OCHOBHBIE «TOPSIYME KITABUIIN
2 Bkunagka «['maBHas». Lpudtsr, 1 OObscHeHue, JleMoHCTpaus Npe3eHTaluy,
dbopmaTupoBaHUe, 3aJTUBKa, Mutroctpanus,
poBepka opdorpaduu becena,
PaGota ¢ yueOHUKOM,
[IpakTuueckas padora,
Pabora ¢ kapToukamu
3 \[Ipakmuueckas  paboma Ne 1. 1 OOBsicHeHueE,
PaGora co Briagxkon «l maBHAA» becena,
Pabota c yueOHUKOM,
[TpakTudeckas padora,
4 | Bxnanka «Buny. Pexum urenus, 1 OOvbscHeHue, JleMoHCTpaIus Npe3eHTalu,
JIMHEHKa, CeTKa, Mimroctpanus,
MacmtabupoBanue Bknanka becena,
«Iuzaitay. Temsl, HaOOp cTHIIEH, Pabota ¢ yueOHUKOM,
1Bera, mpudThl, 3PPEeKTs Pabota ¢ kapToukamu
5 Bxmanka «BctaBka». CTpaHHIIBI, 1 OO0bBsACHEHHE,

TaOIUIIBI, UIUTIOCTPAITUN

JleMOHCTpanus mpe3eHTaluH,
Mimroctpanus,
becena,

Pabota c yueOHUKOM,




IIpakmuueckas  paboma Ne 2.

PaGora co Briankoi «BcraBkay

OOBscHEHUE,
becena,
Pabota c yueOHUKOM,

[IpakTuueckas pabora,

7 [lpaxmuueckaa  paboma Ne 3. OOBsicHeHueE,
Cozmanme u  QopMaTHpOBaHUE becena,
TaOIUIIBI Pabota c yueOHUKOM,
[IpakTuyeckas pabora,
8 \[Ipakxmuueckass paboma Ne 5. OOBsICHEHHE,
BcraBka GuUryp u pucyHKOB becena,
PaGota ¢ yueOHUKOM,
[IpakTuyeckas pabora,
9 llpakxmuueckass paboma Ne 6.1. OO0bsicHeHue,
BcTraBka cCMMBOJIOB, YpaBHEHUU becena,
PaGota ¢ yueOHUKOM,
[IpakTuyeckas pabora,
10/ Ipakmuyeckas paboma Ne 6.2. OO0bsicHeHue,
BcraBka CHMBOJIOB, YpaBHEHUH becena,
PaGota ¢ yueOHUKOM,
[IpakTuueckas pabora,
11| Bxnanka «Pa3meTka CTpaHHIIbI». O0bsicuenue, JleMOHCTpaIus Mpe3eHTAINH,
[Tons, opueHTaus, OTCTYIIHI, WnmocTpars,
MHTEPBAJIbl, KOJIOHKU becena,
Pabota ¢ yueOHUKOM,
Pabora ¢ kapToukamu
12Bxnaaka «Ccpuiku». OriaBieHue, OO0BbsicHeHue, JleMoHCTpalys pe3eHTaluH,
CHOCKH, CCBUIKH WnmocTparus,
becena,
Pabota c yueOHUKOM,
PaboTa ¢ kapToukamu
13|  Ilpaxmuueckas paboma Ne 7. OOBsicHeHueE,
Pabora ¢ Bkitankoit «pazmeTka becena,

CTpaHUIBD», KCCBIJIKH

Pabota c yueOHUKOM,

[IpakTuyeckas padora,




14 IIpaxmuueckas paboma Ne 4. 1 OOBsicHeHueE,
Pabora co Bkiagkoi becena,
«KonctpykTop Tabnuiy, «Maker» PaboTta c yueOHUKOM,
[TpakTiueckas padboTa,
153ayernas padora Ne 1 1 OO0sbsicHeHue, JleMoHCTpalys pe3eHTaIH,
Wiroctpanus,
becena,
Pabota c yueOHUKOM,
PaboTa ¢ kapToukamu
163aueTnas padora Ne 1 1 OO0sbsicHeHue, JleMoHCTpaIys Mpe3eHTaIlH,

Mroctpanus,
becena,
Pabota ¢ yueOHUKOM,

Pabora ¢ kapToukamu

Tema 2. Microsoft Office P

owerPoint - 7 vacos

17|3naxomcTBO A PowerPoint. 1 OObscHeHue, JleMoHCTpaus Npe3eHTaluy,
Co3nmanue Mpe3eHTalNH, Wnnroctparus,
no0aBlieHHe, YAAJCHHE CIaiIoB. becena,
Pacmmpenus JOKyMEHTA. PaGota ¢ yueOHUKOM,
OCHOBHBIE «TOPSIYNE KIaBUIIN Pabora ¢ kapToukamu
18Bkmanka «[maBHas». IlpudTsr, 1 O0bsicuenue, JleMOHCTpaIus Mpe3eHTAINH,
dbopmaTupoBanue, pHUCOBaHUE. Wmroctparnus,
Bxinanka «Bugy becena,
Pabota ¢ yueOHUKOM,
Pabora ¢ kapToukamu
19| Bxiagka «BcTtaBka». Ta0Oauisl, 1 OObscHeHue, JleMoHCTpaIus Npe3eHTalu,
M300pakeHusl, WILTIOCTPAINH, Wmroctparnus,
CCBUIKH, PUMEYAHUS, becena,
CHEeHAIbHBIE CHUMBOJIEI Pabota c yueOHUKOM,
Pabora ¢ kapToukamu
20//Ipakmuueckass  paboma Ne 0. 1 OObsicCHEeHHE,
Co3anue npe3eHTauu becena,

Pabota c yueOHUKOM,

[IpakTuyeckas padora,




21

Briagka «/Iuzann», «llepexonsi»,

«AHUMAIHY

OO0mbsicHeHue, JleMoHCTpalys pe3eHTaIlH,
Wimroctpanus,

becena,

Pabota c yueOHUKOM,

PaboTa ¢ kapToukamu

22

Bxianka «Iloka3 cinaiiioB»

OO0bsicHeHue, JleMoHCTpaIus Npe3eHTallnH,
MimocTpanus,

becena,

Pabora ¢ yaeOHUKOM,

PaboTa ¢ kapToukamu

23

[Ipakmuueckas paboma Ne 11.

Ilokas MNpE3CHTAlINN

OOBsCHEHUE,
becena,
Pabota ¢ yueOHUKOM,

[IpakTuueckas padora,

Tema 3. Microsoft Office Exel - 8 uacos

24| 3unakomctBo ¢ Exel. Co3nanue 1 OOsbsicHeHue, JleMoHCTpaIyst Ipe3eHTaIH,
JIOKyMeHTa, Habop TeKcCTa, WmocTpars,
COXpaHEHHUE, PelaKTUPOBAHUE. becena,
Pacmmpenust fokyMeHTa. Pabota ¢ yueOHUKOM,
OCHOBHbBIE «TOpSTYME KIABUIINY. Pabora ¢ kapToukamu
25| Bxmanka «[maBHasy. pudsr, 1 O0bsicuenue, JleMOHCTpaIus Mpe3eHTAINH,
¢dbopMaTupoBaHue, 3aUBKa, WnmocTpars,
¢dbopmMmar sueek, BCTaBka (pyHKIHUU becena,
Pabota c yueOHUKOM,
Pabora ¢ kapToukamu
26Bknaaka  «BcraBkay.  JlucTsl, 1 OO0BbsicHeHue, JleMoHCTpalys pe3eHTaluH,
Ta0JINLIbI, TUAarpaMMBbl, TpapuKu WnmocTparus,
becena,
Pabota c yueOHUKOM,
PaboTa ¢ kapToukamu
27|Bknaaka «DopmybI». 1 OO0mbsicHeHue, JleMoHCTpalys Mpe3eHTaIuH,

ABTOHO}IC‘-IGT JaHHBIX JINCTa

Wnroctpanus,
becena,
Pabota ¢ yueOHUKOM,

PaboTa ¢ kapToukamu




28

IIpakmuueckas  paboma Ne 8.

Co3aaHue KHUTH

OOBscHEHUE,
becena,
Pabota c yueOHUKOM,

[IpakTuueckas pabora,

29| Bkmanka «Pa3MeTka CTpaHUIIBIY. OO0sbsicHeHue, JleMoHCTpalys pe3eHTaIH,
Crunuszanus J1mucTa, moss, WmocTpars,
OpHEHTalNsl, MacIITabupOBaHUE. becena,
Bknanka «Jlanusie». Co3ganue Pabota c yueOHUKOM,
¢bunsTpa Pabora ¢ kapToukamu
30| Bxnanka «PeunensupoBanue». OO0sbsicHeHue, JleMoHCTpaIys Mpe3eHTaIlH,
[IpoBepka opdorpaduu, coznanue Wtroctpanus,
MPUMEYaHU, 3allUTa JIUCTA, becena,
KHUTH. Pabota ¢ yueOHUKOM,
Bxmanka «Bun» Pabora ¢ kapToukamu
31| Ilpaxmuueckas paboma Ne 9. OObsicHeHUe,
Co3nanue KHUTH becena,

Pabota ¢ yueOHUKOM,

[IpakTuueckas padora,

32

3auerHas padora Ne 2

OO0BbscHeHue, JleMoHCTpanys pe3eHTaluH,
Wnmroctpanus,

becena,

Pabota ¢ yueOHUKOM,

Pabota ¢ kapToukamu

33

3aueTHasi padora Ne 2

OObscHeHue, JleMoHCTpaus Npe3eHTaluy,
Wnmroctpanus,

becena,

Pabota ¢ yueOHUKOM,

Pabora ¢ kapToukamu

34

[ToBTOpeHue u 0600mEeHNE

HU3y4YCHHOI'O MaTepuajia

OO0vbscHeHue, JleMoHCTpaIus Npe3eHTalu,
Wimroctpanus,

becena,

Pabota c yueOHUKOM,

Pabora ¢ kapToukamu




Bcero 34 yaca

Kpurepun oueHuBanus

[Iporpamma 3JIeKTHBHOTO Kypca OILICHUBACTCS KaK 3a4eT/He3auerT.

3ayer CTaBUTCS, €CIIM YYEHHK IOCEIIall 3aHSATHs Kypca M IMOKasajd JOCTaTOYHBIM
ypOBEHb YMCHHMSI HCIIOIb30BaHus akera mporpaMmm MicrosoftOffice.

Heszader cTaBUTCS, €C/iM YYEHHK HE TMOCEIIan KypC WM IOKa3al HEJOCTATOYHbIC
HaBBIKU MCIIOJIb30BaHus makera nmporpamm MicrosoftOffice

VYuuTenb ONEHWBAET 3HAHUS W YMEHHUS YYalluXCs C YYE€TOM WX HHIABUAYaTbHBIX
ocobennocreii. OCHOBHBIMH (DOpMaMH KOHTPOJISI YCBOEHHWS 3HAHHM W yYMEHHUH yYaIl[uxcCs

SBJIAKOTCA BBIIIOJIHCHUC IMTPAKTHYCCKHUX pa60T U 3a4CTHasd pa60Ta.

Jlutepatypa ¥ 3JIeKTPOHHBIE pecypchl
1. YueOHbIe MPOEKTHI ¢ ucnoiab3zoBanueM MicrosoftOffice.
2. Croukuii 1O., Bacunses A., Tenuna U. MicrosoftOffice Camoyuutens, Cn6: ITutep
3. Cemaxkun U. I'., Xennep E. K. Undpopmaruka u UKT. ba3oBblii ypoBeHb: yueOHUK IS
10-11 xmaccoB. — M.: BUHOM. Jlaboparopus 3Hanuii, 2015. 3amaqyHuk-ipakTHKyM (B 2
tomax) mnoxa penakuuern M.I'.Cemakuna, E.K.Xennepa. W3matensctBo BHUHOM.

JlaGopatopus 3Hanuii. 2014




