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IHosicHUTEJLHASA 3aIIHCKA

B Hacrosiee BpeMsi KOMIBIOTEPHAs TEXHUKAa M MH(OPMAIMOHHBIE TEXHOJOTUU MO3BOJISIOT
aBTOMATH3MPOBaTh 00pabOTKY HMH(POPMALUU Pa3IUYHON CTPYKTYphl. lloaTomMy chenmamucram
MPAKTUYECKH JI000H 0Tpaciu He0OX0IMMO yMETh paboTaTh Ha KOMIBIOTEPE, UMETh HaBBIKK pabOTHI €
COBPEMEHHBIM IIPOrPaMMHBIM 00eCIieueHHEM. Y UeHHMKaM 4acTO MPUXOAUTCS UMETh /1110 C Y4eOHBIMU
JOKYMEHTAaMH M TIPE3EHTALUsAMHU, KOTOPbIE TOJDKHBI COAEPKaTh HE TOJBKO TEKCT, HO M TaOJIHUIIBL,
dbopMynbl, rpaduku, auarpaMMbl W APYTHE WIUTIOCTpanuu mojoO0Horo poja. Kypc wumeer
IIPAaKTUYECKYI0 HAIIPABJIEHHOCTh: IPUEMBl pPabOThl 3TOr0 Kypca IOMOTYT YYallMMCS ILIUpe
HCI0JIb30BaTh KOMIIBIOTEP B MOBCEJHEBHOW NpaKkTHKE. MaTepuai MpeagaraeTcsi B BUJIE BBIIIOJIHEHUS
[IPaKTUYECKUX pabdoT MO MHCTPYKUMH, pa3padOTaHHOW y4yUTeNeM, I[OJ €ro IpUCTaIbHBIM
HaOJIFOJCHUEM.

IIporpamma peanu3oBaHa Ha OCHOBE:

1. VYueOHble TpoeKThl ¢ wucnojib3oBanueM MicrosoftOffice (amanTupoBana mOA KOHTHHIEHT
o0yyJaroImuxcs HIKOJIbl C MUHUMAaJIbHBIM YpOBHEM 3HaHul 1o uudopmatuke u UKT.

2. Crorkuii 0., Bacuibes A., Teauna 1. MicrosoftOffice 2013. Camoyuurens, Cr6: ITutep, 2014
3. Cemaxun U. I'., Xennep E. K. Uapopmaruka u UKT. bazoBsiii ypoBenb: yueOHuk mus 10-11
kinaccoB. — M.: BMHOM. JlaGoparopust 3Hanuii, 2015. 3agayHuk-npakTHKyM (B 2 TOMax) IOJ
penakuueit M.I'.Cemakuna, E.K.Xennepa. M3narenscteo BUHOM. JIaGopatopus 3Hanuit. 2014

KoHTposib ycBoeHus MaTepuala OCYIIECTBISETCS MyTeM BBIMOTHEHUS 3aueTHOM paboTel. Ha
3aHATUSAX OOpallaercs BHHUMaHUE YydJalluxcs Ha coOiojieHne TpeboBaHU O€30MacHOCTH Tpyaa,
MOKapHOU O€30MaCHOCTH, TPOU3BOJICTBEHHOW CAHUTAPUHU U JINYHOU THTHEHBI.

Ilenwn, Ha MOCTIKEHUE KOTOPBIX HANPABICHO HM3yYEHHUE JIJIEKTHMBHOTO Kypca, OIpPEIeiICHBI
ucxons u3 1menedt obmiero oOpa3oBaHus, CHOPMYTUPOBAHHBIX B KoHIenmuu DenepanbHOTo
rOCy/IapCTBEHHOTO  00pa3oBaTelbHOrO0 CTaHaapra obmiero oOpasoBanus. OHM  yYUTHIBAIOT
HEO0OXOJIMMOCTh BCECTOPOHHETO PAa3BUTHUS JIMYHOCTH YYAIIUXCS, OCBOCHHS 3HAHWW, OBJIAJICHHUS
HEOOXOIUMBIMA YMECHHUSIMH W KOMIICTCHIIUSIMHA, PA3BUTHS MTO3HABATEIILHBIX HHTEPECOB W TBOPUYCCKUX
CIIOCOOHOCTEH, BOCTUTAHHS YePT JIMYHOCTH, IICHHBIX JIJIS KaXKIOTO YeJI0BeKa M OOIIECTBA B IIEJIOM.
Ilenn 1 3a7a49M YJIEKTHBHOTO Kypca
« popMuUpOBaHUE MPEACTABICHUS O KOMIIBIOTEpPE KaK YHHBEPCAIHLHOM YCTPOWCTBE OOpPabOTKH W

MIpe/ICTaBIeHUH HH(OPMaLIUK;
- m3yueHnueBo3MoxkHocrelnakera Microsoft Office: Word, Exel, PowerPoint

« (hopMHpOBaHKE HABBIKOB U YMEHHIA UCIIOJIb30BaHUs makeTa nporpamm MicrosoftOffice;



« hopMHpPOBAaHUE YMEHUW CTPYKTYpUpPOBaHUA WHGPOPMAIMKM, YMEHHsS BBIOMpATh HEOOXOIUMYIO
Coaep:xxaHue Kypca

1. Microsoft Office Word - 16 yacos

3HaKOMCTBO € Word. Co3znanue JOKYMEHTa, Halop TeKcTa,
COoXpaHeHHe, penaktupoBanue. Pabora co Bkiagkamu «I maBHasy», «Buny, «BcraBkay,
«Pa3meTka cTpaHuLbl», «CCBUIKN.

[TpakTuaeckas padorta Ne 1. PabGora co Biagkoit «I maBHas

ITpakTrueckas padora Ne 2. Pabora co Bkiaakoi «BcTaBkay

[TpakTrueckas padora Ne 3. Co3znanue u GopMaTHpOBAHUE TAOTHIIBI

[Tpaktudeckas padora Ne 5. BeraBka ¢uryp u pucynkos [IpakTuueckast

pabota Ne 6.1. BcraBka CUMBOIIOB, YpaBHEHHIA

[TpakTuueckas padorta Ne 6.2. BcraBka CUMBOJIOB, YpaBHEHHM

[TpakTnueckas padorta Ne 7. PaGota ¢ BKIaJKOH «pa3MeTKa CTPaHULIbD», «CCHUIKH

[Tpaktuueckas pabota Ne 4. PaGora co Bknaakoi «KoHncTpykrop Tabmuiy, «Maket»

3aueTHas padota Ne 1

2. Microsoft Office PowerPoint - 7 yacos

3nakomctBO s PowerPoint. Co3nganue mpeseHraiuu, 1o0aBjieHUe, yaaleHHE CIAiI0B.

Pactmmpenust nokymenTa. OCHOBHBIE «ropsiure KiaBuIIny. PaboTta co BkiiagkaMu «l maBHas»,
«BcraBkay, «Jlu3zaiiny, «Ilepexonb», «AnumManus», «Iloka3 ciaitgo»

[Tpaktuueckas padota Ne 10. Co3ganue npe3eHTauu

[Ipaktuueckas padora Ne 11. [Toka3 mpe3enTanuu

3. Microsoft Office Microsoft Exel - 11 yacos

3HaKOMCTBO C Exel. Co3nanue JIOKyMEHTa, Habop TeKcTa,
COXpaHeHue, peraktupoBanue. Pacmmpenus 1okyMeHTa. OCHOBHBIE «TOpSAYNE KIIABUILIN.
Pabora co Bkiagkamu «I maBHas», «BcraBkay, «Dopmynby, «PazMeTka cTpaHUIIbI,
«PeneH3upoBanue».

[Tpaktuyeckas padora Ne 8. Co3gaHue KHUTH

[IpakTtuueckas padota Ne 9. Co3znanue KHUTH

3ayerHas pabora Ne 2

IInanupyemMsble pe3yJibTaTHIOCBOCHHUSI Kypca

MeTanpeamMeTHblie pe3yabTaThbl:
B pesynbpTaTe n3ydeHus: JaHHOTO Kypca 00yJaromuecs moayJaT BO3MOKHOCTh ()OPMHUPOBAHUS



YMeHHe CaMOCTOSITENIbHO ONPEACISITh LEMH W COCTABIATH IUIAHBI, CAMOCTOSITEIHEHO
OCYIIECTBIISATh, KOHTPOJHUPOBATh W KOPPEKTHPOBATH YYEOHYI0O W BHEYYEOHYIO (BKJIOYAs
BHEIIKOJIBHYIO) JESTEIbHOCTD; HCIIOJIL30BaTh BCE BO3MOXKHBIC PECYPCHI JIJIsl JOCTHIKEHHS LIEJICH;
BBIOMPATH YCICIIHBIC CTPATETHH B PA3JIUYHBIX CHTYaIUsX.

Brnanenne HaBbIKaMu TTO3HABATEIILHOUN pe(ICKCUU KaK OCO3HAHHSI COBEPIIAEMBIX
JEHCTBUH ¥ MBICITHTEIBHBIX IIPOIIECCOB, UX PE3YJIBTATOB U OCHOBAHWH, IPaHUI] CBOCTO 3HAHUS H
HC3HAHMW, HOBBIX TO3HABATCIIBHBIX 3a1a4 U CPCACTB UX NOCTHIKCHUA.

KanennapHoe TeMaTnieckoe nJaHUPOBaHHe

JIMHEMKa, CeTKa,
MacmtabupoBanue Brnaaka
«duzaiiny». Temsl, HaOOp cTUIICH,
1BeTa, MpUPTHI, 3HHEKTHI

Ne Conep:xanue yueOHOT0 Koa-Bo | Buabl yueOHoil 1eATEJIbHOCTH
MaTtepuajia JacoB
Tema 1. Microsoft Office Word - 14 yacos
1 | 3naxomctBo ¢ Word. Co3nanue 1 BBonHas Oecena, wuLTrocTpalys rjiakara 1mo
TEXHUKE 0€30I1aCHOCTH M OpraHu3allns
JIOKyMEHTa, HA0Op TEKCTa, p 1
pabouero mMecra
COXpaHEHHUe, PeIaKTUPOBAHHE.
Pacmmpenus nokymenra.
OCHOBHBIE «TOPSYNE KIIABHIIIH
2 Brmagka «['maBHasy». pudrsr, 1 OObsacHenue, JleMoHCTpaIus MPE3CHTALINH,
dbopmarupoBanue, 3aJIMBKa,
Wroctpanus,
npoBepka opdorpadun
becena,
PaboTa ¢ yueOHUKOM,
[IpakTuueckas pabora,
Pabota ¢ kapToukamu
3 \[Ilpakmuueckaa paboma Ne 1. 1 OOnsicHeHue,
Pabora co Bxiaakoi «I maBHas» becena,
PaboTa ¢ yueOHUKOM,
[TpakTudeckas pabora,
4 | Bximanka «Bungy. Pexum urenus, 1 OOmbscHenue, JleMoHCTpaIs Mpe3eHTaluH,

Wnnroctpanus,
becena,
PaboTa ¢ yueOHHKOM,

PaboTa ¢ KapToukaMu




5 Bxmagka «BcraBka». CrpaHHIIbL, OOpsacHenue,
TaOJUIIBI, HIUTIOCTPALIUT
JleMOHCTpanys npe3eHTaluuu,
Mroctpanus,
becena,
Pabora ¢ yueOHUKOM,
6 |[lpakxmuueckass paboma Ne 2. OObsicHeHuE,
Pabota co BKiIagkon «BcraBkay becena,
PaboTa ¢ yueOHMKOM,
[IpakTudeckas pabora,
7 \[Ilpakmuueckas  paboma Ne 3. OO®bscHeHUE,
Co3nanue u hopMaTHpOBaHUE Becena,
TaOJIHLIBI Pabora ¢ yueOHUKOM,
[IpakTuyeckas pabora,
8 \[lpakxmuueckass paboma Ne 5. OO®bscHeHUE,
BceraBka Quryp u pucyHKOB becena,
Pabora ¢ yueOHUKOM,
[IpakTuyeckas pabora,
9 | Ilpakmuyeckasa paboma  Ne 6.1. OObscHeHue,
BcraBka cHMBOJIOB, ypaBHEHUI becena,
Pabota ¢ yueOHUKOM,
[IpakTuueckas pabora,
10| Ilpaxmuueckas paboma  Ne 6.2. OO®bscHeHUE,
BcraBka cHMBOJIOB, ypaBHEHUI becena,
PaboTa ¢ yueOHUKOM,
[IpakTuueckas pabora,
11| Bxagka «Pa3MeTka CTpaHHIIBI». OOnbscHeHue, [leMoHCTpanys Mpe3eHTalkH,

[Tons, opuenTanus, OTCTyIHI,
MHTEPBaJIbl, KOJIOHKU

Wnmroctpanus,
becena,

PaboTa ¢ yueOHUKOM,

PaboTa ¢ KapToukaMu




12| Bknagka «Ccpuikn». OrjiaBicHHE, 1 OOmbscHenue, JleMoHCTpaIs Mpe3eHTaInH,
CHOCKH, CCBUTKH
Wnmoctpanus,
becena,
PaboTa ¢ yueOHHKOM,
Pabota ¢ kapToukamu
13|  Ilpaxmuueckas paboma Ne 7. 1 OO®bsicHeHuE,
Pabota c BkIagkon «pazmMeTka Becena,
CTPaHUIBD», «CCHLIKM»
PaboTa ¢ yueOHHKOM,
[IpakTuyeckas padora,
14 Ilpaxmuueckas paboma Ne 4. 1 OO0bscHeHue,
Pabora co Bxiaakoi becena,
«Konctpykrop Tabmuiy, «Maker» PaGora ¢ yueOHUKOM,
[TpakTuueckas pabora,
15/3avernas padora Ne 1 1 OOmpsicHeHue, /leMoHCTpanys Mpe3eHTaIHH,
Miutroctparus,
becena,
Pabora ¢ yueOHUKOM,
Pabota ¢ kapToukamu
16/3aueTnas padora Ne 1 1 OOnbsicHeHue, [leMoHCTpanys Mpe3eHTalkH,

Wroctpanus,
becena,
PaboTa ¢ yueOHUKOM,

PaboTa ¢ kapToukaMu

Tema 2. Microsoft Office PowerPoint - 7 yacos

17

3HAKOMCTBO 'l PowerPoint.

Coznanue IIPE3CHTALINN,
noOaBiieHue, yaleHue CIai/IoB.

P ACHIUpPCHUA AOKYMCHTA.

OcHoBHBIC «ropAvIUC KIIABUIIIN

1

OO0bscHeHue, JleMoHCTpalys Npe3eHTalu,
Wnmroctpanus,
becena,

PaboTa ¢ yaeOHUKOM,

PaboTa ¢ KapToukaMu




18

Briagka «['maBHas». Ilpudtsl,
(dhopmaTupoBaHue, pUCOBAHUE.

Bxnanka «Buoy

OOmbsicHeHue, /leMoHCTpanys Mpe3eHTalHH,
Mroctpanus,

becena,

Pabora ¢ yaeOHUKOM,

PaboTa ¢ kapToukaMu

19

Bxmanka «BcrtaBkay. TaOmumpl,
M300pakeHus, HWILTIOCTPALNH,
CCBUIKH, MpUMEYaHus,
CIIeIIMATbHBIE CHMBOJIBI

OOmwsicHeHue, [leMoHCTpanys pe3eHTaI|H,
Wnmroctpanus,

becena,

PaboTa ¢ yueOHHKOM,

Pabora ¢ kapToukamu

20

Ilpaxmuyeckas paboma Ne 10.

Co3znanue npe3eHTaum

OObscHEHHE,
becena,
Pabora ¢ yueOHUKOM,

[IpakTuyeckas padora,

2

[

Bxuaaka «/Iuzaitny», «llepexons»,

«AHuManus

OOnsicHeHue, [leMoHCTpanys pe3eHTallH,
Nnmoctpanus,

becena,

PaboTa ¢ yueOHUKOM,

Pabora ¢ kapToukamu

22

Bxnanka «Iloka3 ciainoBy

OOnbsicHeHue, [leMoHCTpanys Mpe3eHTalkH,
Nnmoctpanus,

becena,

PaboTa ¢ yueOHUKOM,

PaboTa ¢ kapToukaMu

23

Ilpakmuueckass paboma Ne 11.

[Tokas npe3eHTauu

OObscHEHUE,
becena,

PaboTa ¢ yaeOHUKOM,

[IpakTuueckas pabora,

Tema 3. Microsoft Office Exel - 8 uacos




24

3nakomcTBO ¢ EXel. Cozmanue
JIOKyMEHTa, Ha0op TEKCTa,
COXpaHEHHUE, peJaKTHPOBAHUE.

Pacmmpenus qokymeHTa.

OcCHOBHEBIE «ropsAYUC KIIaBUIINW).

OOmbscHenue, JleMoHCTpaIs Mpe3eHTaInH,
Wnmoctpanus,

becena,

PaboTa ¢ yueOHHKOM,

Pabota ¢ kapToukamu

25

Bxnanka «I'maBuasy. [Ipudrsr,
(dbopMaTupoBaHue, 3a11BKa,
dbopmar siueek, BcTaBKa (G yHKIIUH

OOwbscHenue, JleMoHCTpaIs Mpe3eHTaInH,
Wnmoctpanus,

becena,

PaboTa ¢ yueOHHKOM,

Pabora ¢ kapToukamu

26

Bkrnanka «BcTraBkay. JIncThI,
TaOJUIIBI, TUATPAMMBI, TPapUKU

OObsacHenue, JleMoHCTpaIus MPE3CHTALINH,
Miutroctparus,

becena,

Pabora ¢ yueOHUKOM,

Pabota ¢ kapToukamu

27

Bxnanka «DopMyaIbI».

ABTOHOI[CLICT JaHHBIX JIUCTa

OO®bscHenue, JleMoHCTpaIus Mpe3eHTaInH,
Nnmoctpanus,

becena,

PaboTa ¢ yueOHHKOM,

PaboTa ¢ kapToukaMu

28

IIpakmuyeckas paboma Ne 8.

Co3ganne KHUTHU

OObscHEHUE,
becena,
PaboTa ¢ yueOHUKOM,

[TpakTyeckas pabora,

29

Bxrnaaka «Pa3meTka CTpaHUIIbD).
Crunmu3anys JIMcTa, IoJs,
OpHUEHTAIMsI, MacIITa0upPOBaHUE.
Bknanka «/lannasiey». Cozganue
¢bunbTpa

OO0bsacHenue, JleMoHCTpaIys Mpe3eHTalu,
Wnroctpanus,

becena,

PaboTa ¢ yueOHHKOM,

Pabota ¢ kapToukamu




30

Bxnanka «PeneH3upoBaHue».
[TpoBepka opdorpaduu, coznanue
pUMEYaHuH, 3aIInTa JUCTa,

KHHUTH.

Bxnanka «Buny

OOmbscuenue, JleMoHCTpaIus MPe3eHTAIINH,
Mroctpanus,

becena,

Pabora ¢ yueOHUKOM,

Pabota ¢ kapToukamu

31

Ilpakxmuueckasn paboma Ne 9.

Co3ganne KHUTHU

OObscHeHue,
becena,
PaboTa ¢ yueOHHKOM,

[IpakTuueckas pabora,

32

3auerHasi padora Ne 2

OOnbsicHeHue, [leMoHCTpanys pe3eHTalkH,
Nnmoctpanus,

becena,

Pabora ¢ yueOHUKOM,

Pabota ¢ kapToukamu

33

3aveTrHas padora Ne 2

OO®bscHenue, JleMoHCTpaIus Mpe3eHTaInH,
Miutroctparus,

becena,

Pabora ¢ yueOHUKOM,

PaboTa ¢ kapToukaMu

34

[ToBTOpenue n 06001IEeHE
M3y4EHHOTO MaTepuaia

OO0bscHeHue, JleMoHCTpalys Npe3eHTanu,
Wnmoctpanus,

becena,

PaboTa ¢ yueOHHKOM,

PaboTa ¢ kapToukaMu

Bcero 34 yaca

Kpurepun onenuBanus

HpOI‘ paMMa 3JICKTUBHOT'O KypCa OLICHUBACTCA KakK 3a4eT/He3aueT.

3auer CTAaBUTCA, €CJIMW YYCHHK IOCCINAJl 3aHATHA KypCa MW IIOKasajl JIOCTaTOYHBIN

YpPOBEHb YMEHHUsI UCTIONIb30BaHus makeTa nporpamm MicrosoftOffice.

Hezauer CTaBUTCA, CCJIM YUYCHUK HC IOCCHIAI KYpC WJIM IIOKa3all HEAOCTATOYHBIC

HaBBIKM MCIIOJIb30BaHus makera mporpamm MicrosoftOffice




VYdauTenb ONEHWBAET 3HAHWA W yYMEHHS YYaIIUXCS C YY4ETOM HX HHIMBHIYAIbHBIX
ocobenHocTeil. OCHOBHBIMH (OpPMaMU KOHTPOJS YCBOCHHMS 3HAHMW W yMEHHUH ydamuxcs

SABJISIFOTCS BBIIIOJIHEHUEC IMTPAKTUYCCKUX pa60T " 3a4€THas pa60Ta.

Jluteparypa u 31eKTPOHHbIE pecypchl
1. YuebHble IpoeKThI ¢ ucnojb3oBannem MicrosoftOffice.
2. Crouxkwuii FO., Bacunbe A., Tenuna U. MicrosoftOffice Camoyuurens, Crio: [Tutep
3. Cemakun U. I'., Xennep E. K. Uadopmaruka u UKT. bazoBelii ypoBeHb: yueOHuk g 10-11
kinaccoB. — M.: BUHOM. JlaGoparopust 3Hanumii, 2015. 3amauyHuK-TIpakTUKYM (B 2 TOMax)
nox peaakuueit N.I'.Cemakuna, E.K. Xennepa. U3znarenscteo BMHOM.

JlaGopaTtopus 3nanui. 2014
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