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I. NIOACHUTEJIBHAS 3AIIUCKA

Hononxurenbaas obmeobpasoBarensHas (obmepassuBaomas) nporpamma «Ilonb306amens
Microsoft Office» pa3paboTana Ha OCHOBE HOPMaTHBHOH 6a3br:

—  @ejepanbHbli 3akon ot 29 nexabps 2012 r. Ne 273-®3 «O6 o6pasoBanun B
Poccuiickoit @eneparny;

— Kounenuus pa3BuTHa TONONHUTENHHOTO 06pasoBaHus eTell (yTBEpiKIeHa pac-
nopsxeHueM Ilpasutenscrsa P® ot 04.09.2014 r. Ne 1726-p);

— Ilpukas Munucrepcra obpazoBanus u Hayku Poccmiickoii ®eneparmu ot 29
asrycra 2013 r. Ne 1008 «O6 yrsepxaennn ITopsiika opraHu3aly U OCyIecTB-
JieHusi 00pa3oBaTEIbHOM JIEATENBHOCTH MO JOMOJHHTEIBHBIM 001Ie00pa3oBa-
TeJIbHBIM IIPOrpaMMam»;

— llocranosnenue I'N1aBHOrO rocyapcTBEHHOrO CaHUTAPHOTO Bpaya PO Ne 41 or
4 mona 2014 1. 24.43172-14;

— Yeras AHO JITIO «MHCTHTYT COBpeMEHHOTO 06pa3oBaHus»;

— [Tonoxenue o nopsinke paspaboTKH M pearTH3aliy AONOIHHTENBHBIX 001Ie06pa-
30BaTesbHBIX (00IIEpasBUBAIONINX) IIporpamym utst aeteit AHO JITTO «MuctuTyT
COBPEMEHHOI0 00pa3oBaHMs», YTBEPKIEHHOE IIPHKa3oM aupextopa 20.11.2015
r. Ne 07-O/1.

IIpu paspaboTke mnporpaMMbl HCIONB30BAH THIOBOH y4eOHBIH Kypc KOMIAHWH-
IPOM3BOJIMTENA  IPOrpaMMHOTO  obecrieyenus Microsoft  «Microsoft Office  System
2007/2010/2013 Pycckas Bepcust. Step-by-Step».

AKTYa/IbHOCTH NPOTrPaMMBbl

Passutne MH(OPMAIMOHHBIX TEXHONOTHH CETONHS HIET CTPEMHUTEIIbHBIMH TEMIIAMH.
My nbTHMeHHHEBIE CBOMCTBA KOMIIBIOTEPA B JOMAIIHUX, YueGHBIX, HUTPOBBIX H JIPYTHUX IOBCE-
JIHEBHBIX BHIAX ACATEIIbHOCTH SABIAIOTCA HEOTHEMIIEMOM YacThIO COBPEMEHHO HH(OpMaIu-
OHHOH KyJAbTYpel. [103TOMY OYeHB BaXKHO yKe B MIIAAIIEM IIKOJIBHOM BO3pacTe cGhopMUpPO-
BATb HHTEPEC K HOBLIM 3HAHHAM H MOHHMaHHIO 6a30BOT0 YCTPOMCTBA IPOIPAMM MTPHKIIALHOH
HalpaBJICHHOCTH [UIA NalbHEHIEro HPUMCHECHHUs 3THX 3HAHUH M yMeHudl B Oyaymiei nes-
TeJBHOCTH. [IporpamMma mo3BomisieT OCyIIeCTBHTE COMMATBHBIN 3aKas3 00y4aromuxcs U pojiu-
TeJiei, 00YCIIOB/IEHHbIH 3HAYUMOCTHIO HH(OPMaTH3AIMH COBPEMEHHOr0 00IIecTBa: aKTHBH-
3UPOBATE TO3HABATEILHYIO IEATEILHOCTD YyYaAlIMXCsl, PeanTi30BaTh HX MHTEPEC K BRIOpAHHOMY
Hanpasienuio. [Iporpamma 1aet BO3MOKHOCTL 06yYarOMIHIMCst peaM30BaTh CBOM TBOpYECKHE
1 HCCIE0BATENIECKHE CIIOCOOHOCTH OCPEICTBOM HH(OPMAIIHOHHBIX TEXHOJIOTHIA.

Henas nporpamMmmel

AKTHBH3ALIMS TBOPYECKOIr0, HHTEIUIEKTYAIbHOIO, NCHXUYECKOTO pPa3BHUTHS o0yyaro-
muXcsi, GOPMHUPOBAHHE TOTOBHOCTH K CAMOOIpE/ETCHUIO H CAMOAKTYAIU3AIHH, BHICHHIO
CHUCTEMHO-HAY4YHOH KAapTHHBI MUPA M Pa3BUTHIO MX HA ocHoBe MKT-xoMmerenmuii, neobxo-
TUMBIX JUIsl y4eObl, TOBCE/IHEBHOM HKH3HH.



3agauu nporpamMmsl
Odyuarowiue 3a0auu

e opraHu3oBaTh 00pa3oBaTeNbHBIN Hpolece, crocodcTByONM (GOpMUPOBaHUIO HH(OP-
MAaIHOHHOM M aJITOPUTMHYECKOM KyIbTypsl, mpeacTasienuto o [1K, kak ynuBepcanisHom
ycTpoiicTBe 00paboTkn uHhopmanuu;

® pa3BUBATH HABBIKM WHCIIOJB30BAHUS KOMIIBIOTEPOB, 0E30MACHOT0 H Ie)Ieco00pazHoro
TNOBeJIeHHs IpU paboTe ¢ KOMIBLIOTEPHBLIMHA MpOrpaMMaMu M B ceTH MuTepuer, ymMeHus
coOmo1aTh HOpMBI HHGOPMALHOHHOM ITHKH H 1IPaBa;

e chopmMHupoBaTh HaBBIKM paboThl B onepanmoHHON cucteme Microsoft Windows 7, 8,
oucHom nakete npuinoxkennit Microsoft Office 2007/10/13.

Pazsusarowque 3a0auu

e crnocobcTBOBATE (POPMUPOBAHHIO a/ICKBATHOH CaMOOLIEHKH;

e crnocoOCTBOBaTh Pa3BUTHIO MO3HABATEIBHBIX HMHTEPECOB, TEXHHYECKOTO MBIIUICHHSA H
POCTPAHCTBEHHOTO BOOOpakeHUs, MHTE/UIEKTYAJIBHBIX, TBOPUYECKHX M OpraHH3aTop-
CKHX CIIOCOOHOCTEMH;

e cnocodcTBOBaTh (POPMUPOBAHMIO U PA3BUTHIO KoMIleTeHTHOCTH B obmactu MKT.

Bocnumamensneie 3a0auu

e co3/aTh YCIOBHs JUIs (POPMHUPOBAHHS 11EIOCTHOIO MUPOBO33PEHUS, COOTBETCTBYIOMIErO
COBPEMEHHOMY YPOBHIO Pa3BHTHS HAyKH;

e chopmupoBars MoTuBalmio K 3ausatuaM no MKT, ctpemnenue ucnonb30BaTh mMonydeH-
HBIE 3HAHUS B IIPOLIECCE U3YUIEHHUS APYTUX NIPEIMETOB H B KU3HU;

e cnocobcTBOBaTH (GOPMUPOBAHUIO KOMMYHUKATUBHOI KOMIIETEHTHOCTH B Ipouecce 00-
pa3oBaTenbHOM, ydeOHO-HCCIeI0BaTENbCKON H APYTHX BUIOB IEATEILHOCTH;

e chopMHPOBATH YYBCTBO JIMYHOH OTBETCTBEHHOCTH 3a KaueCTBO OKpyXaromed HHpOp-
MAalLMOHHOI cpeibl;

® pa3BHBATh TBOPUECKHH MOTEHIIMAI IIyTEM aKTHBH3ALUN BOOOpakeHUS U (aHTa3HH;

¢ pa3BUBAThH CrocoOHOCTH U TOTOBHOCTH K IPUHATHIO LIEHHOCTEH 3JI0pOBOTO 06pa3a KH3-
HH 3a CUCT 3HaHHUsA OCHOBHBIX THIHCHHYECKHX, SPTOHOMETPHYECKHX H TEXHHYCCKHX
YCJIOBHﬁ bezonacHoit SKCILTyaTallum BBIYUCIIUTENIBHON TEXHHKH.

Yueonoie 3a0auu 3an0xenpl B OCHOBHBIE KPUTEPHH YPOBHA KOMIIETEHIIHH 00ydaromerocs.

Dopmuposanue HABLIKOE
e paboTsl B onlepalMOHHBIX cucteMmax Microsoft Windows 7.8;
e paboTsl B makere oQucHBIX npuioxkenuit Microsoft Office 2007/10/13;
e ohdexTuBHON paboTkl co ciyxOamu u cepBucamu cetu MHTepHeT.

Ipuoopemenue 3nanuii u ymeHui
® 3HaHWe NPHHUMIOB (YHKIMOHHPOBAHUS OCHOBHBIX YCTPOUCTB KOMITBIOTEPA;
e yMeHHe BbIOpaTh ONpEENeHHYIO IPOrpaMMy /IS BBIIOJIHEHHS KOHKPETHOTO 3aMbICIa;
® yYMEHME CaMOCTOSTENLHO CO3/1aBaTh HHTEIUIEKTYaIbHBIH KOMIIBIOTEPHEIH IPOIYKT.

O300posumenshan 3a0aua BKIIOYaeT GOPMHPOBAHHE HABBIKOB H 3[0POBBIX IPHBBIYCK MPH
pabore Ha [1K:



NpaBUJIbHAS OCAHKA;
IIPUMEHEHHE KOMIUICKCA YIIPAKHEHHUH JUIA CHATHS HANPSOHKEHHs IJ1a3, TO3BOHOYHHKA,
CaMOKOHTpPOJIL BpeMeHHU paboTs! 3a [TK.

IL1anupyemsle pe3ysibTaThl 00y4YeHHS

Jluunocmusie pesyiomamoi;

HaJIMYUe NpejcTaBncHuil o6 uHOpMalMH Kak Ba)KHEHINEM CTPATErHIECKOM pecypce
pa3sBUTHS JIMYHOCTH, TOCY/IapCTBO, OOIIECTBA;

MOHUMaHHEe POJIH HH(POPMALMOHHBIX POLIECCOB B COBPEMEHHOM MHpE;

BJIAJICHAC TIEPBUYHBIMHA HABBIKAMH aHAW3a ¥ KPUTHYHOH OLEHKH moiydaeMol uH(op-
Maluu;

OTBETCTBEHHOE OTHOLIEHHE K HH(OPMAIMH C YYETOM MIPABOBBIX H STHYECKUX ACIIEKTOB ee
pacIpocTpaHeHUS;

pa3sBUTHE YyBCTBA JIHYHOH OTBETCTBEHHOCTH 3a Ka4eCTBO OKpYyKarouedl uupopMaiHon-
HOH cpejsl;

CIIOCOOHOCTh YBA3aTh y4eOHOE cozepiKaHHEe ¢ COOCTBEHHBIM JKM3HEHHBIM OIBITOM, [10-
HATH 3HAYUMOCTB ITOATOTOBKH B 00s1acTu HHpopMaTuky u UKT;

TOTOBHOCTB K IMOBBIIIEHHIO CBOET0 00pa3oBaTeILHOTO YPOBHS U TPOIOIDKEHHIO 00yUeHHUS
C UCIIOJIb30BAHMEM CPEICTB U MeTo10B HHbopMaTuku u MKT;

CIIOCOOHOCTh M TOTOBHOCTH K OOIUEHHIO H COTPYJAHHYECTBY CO CBEPCTHHKAMHU H B3pOC-
JIBIMU B [IPOIIECCE NeATEIbHOCTH,

CIIOCOOHOCTH M TOTOBHOCTh K IPHHSATHIO IEHHOCTEH 30pOBOro o0pasa KM3HH 3a cueT
3HaHHs OCHOBHBIX FHIMEHHYECKHX, S9PrOHOMHYECKHX H TEXHHYECKHMX ycIoBHii Ge3omac-
HOH aKkciuTyaranuu cpencts MKT.

Memanpeomemneste pesynomamor:

BJlajieHHe OOIEIPEAMETHBIMU TIOHATHAMHE «OOBEKT», «CHCTEMAy, «ATTOPHTMY, KHCIOI-
HUTEJbY U JIp.;

BIIaJIEeHHE PIH(bOpMaHHOHHO—J'IOI‘quCKHMH YMEHHAMM: ONPEAesaTh NOHATHSA, CO31aBaTh
0000meHus, ycTaHaBIHBaTh AHAIOTHH, KIACCH(UIMPOBATS, YCTaHaBIMBaTh MPHYHHHO-
CICACTBCHHBIC CBSA3H, CTPOUTE JIOTHYECKOE PACCYXKIEHHE, YMO3AKIIOYEHHE (HHIYKTHB-
HOE, ICAYKTHBHOE M T10 aHAJIOTHH) ¥ J€JIaTh BBIBOJIBI;

BIaZICHHC YMCHHAMH CaMOCTOATENbHO IJIAHHUPOBATh IYTH JOCTHIKEHMSA Leleil, COOTHO-
CHTE CBOM JCHCTBHS C IUIAHHPYEMBIMH Pe3yJbTAaTaMH, OCYIIECTBIIATH KOHTPOJIb CBOCH
ACATENILHOCTH, OLEHUBATD MIPABH/ILHOCTH BBIIOIHEHHS yueOHOM 3a1aum;

BIIa/ICHUC OCHOBAMH CAMOKOHTPOJISI, CAMOOLICHKH, IIPHHATHS PELUICHHH U OCYIIECTRICHUS
OCO3HaHHOTO BbIOOpa B y4eOHOMH H IO3HABATEIBHOM JIeATETHHOCTH;

BJIa/IcHHe OCHOBHBIMH YHUBEPCAILHBIMH YMEHUSMHM MH(DOPMAIHOHHOIO XapakTepa: Io-
CTaHOBKA U (OpMYyIMpPOBaHHE TIPOGIEMbI; TIOUCK H BBIIEICHHE HEOGX0IUMOI uHpopma-
LUK, CTPYKTYPHPOBAHUE U BU3yalu3alus HH)OpMALMK; CAMOCTOATEILHOE CO3ManHe all-
TF'OPUTMOB JOEATEIIBHOCTH IIPpH pCHICHHHU npoGneM TBOPYECKOI0 ¥ ITOUCKOBOI'O XapakxkTepa;

BJIaJeHue MH(POPMAIHOHHEIM MOJCTHPOBAaHHEM KaK OCHOBHBIM METOJOM IPHOOPETEHHS
3HAHHUH;



yMeHHE Tpeo0pa3oBaTh OOBEKT M3 UYBCTBEHHOH (OpMBI B IPOCTPAaHCTBEHHO-
rpadu4ecKyio WIH 3HAKOBO-CHMBOJIHMYCCKYIO MOJEIb, YMEHHE «UUTATh» TAOIHIBL Tpa-
(buxu, TMarpaMMbl, CXEMBI U T.J., CAMOCTOSTENILHO IEPEeKOIHPOBATh HHPOPMALIUIO U3 0/1-
HOM 3HAKOBOH CHUCTEMBI B IPYTYIO.

Ilpeomemnsie pezyromamei:

B pe3yIbTaTe U3YYEHHUS IIPOTrpaMMBl CIIYINATEIIb JOJIKCH 3HAMD !

0a3zoBble NOHATHA U TEPMUHOJIOTHIO, UCIIONb3yEeMble B COBPEMEHHBIX MH(GOPMAIIMOHHBIX
TEXHOJIOTHSIX;

OCHOBBI YCTPOICTBa EPCOHAILHOTO KOMIIBIOTEPa W HA3HAYEHUE €r0 OCHOBHBIX KOMILIEK-
TYIOUIMX U nepudepun;

cnenuUKy U BO3MOXKHOCTH OmepanuoHHO# cuctembl Microsoft Windows 7/8, ocHOBEI
uHTEepQeiica 1 MPUHLUIIBI B3aUMOJISHCTBHS C NI0JIb30BATEIEM;

0c0oOEHHOCTH M crenH(HUKY MCITONB30BAHUS OTEIBHBIX MporpaMMm oducHoro makera Mi-
crosoft Office 2007/10/13, ux uatepdeiic ¥ MPHHITMITEI B3AUMOJACHCTBHS € I10JIL30BATEIIEM;
BazoBble NPUHIMIIEL yeTpoiicTBa U pyHKuuonupoBanus JIBC u cetn MuTepHer.

B pesyibrare H3y4eHus NporpaMMsl CIyIiaTelb JOJDKEH yMens:

HCIIOIb30BaTh KOMIIOHEHTHI MIEPCOHATIBHOTO KOMIIBIOTEpPA M €r0 BO3MOXKHOCTH, BKITIOUAS
YCTPOHMCTBA, HETIOCPEICTBEHHO CBS3aHHBIE C MPO(ECCHOHATBHOMN ACATENBHOCTHIO: MOHHU-
TOPBI, Nepudepus, CKaHepsl, YCTPOHCTBA BHIBOJA | T. II.;

BBIIOJIHATE 0a30BbIe Olepally B onepauuoHHol cucteme Microsoft Windows 7/8, B Tom
qucIIe: 3alyCcK IporpaMM, paboTa B MHOTOOKOHHOM PEIKUME, UCIIOIL30BaHKHe CIPABOYHOM
cucTeMbl, pabota ¢ (aitmamu B mankamu, Q¢eKTHBHOe Hcmonb3oBanue [IpoBoaHuKa,
yCTaHOBKa TapamMeTpoB OTOOpakeHWs IMamoK, HacTpoiika paboueit cpespl, mpoleaypa
YCTAaHOBKH, YJaJeHHs NMPOrpaMM H CHCTEMHBIX KOMIIOHEHTOB, paboTa ¢ MyJIbTHMEIHA,
obcmy)KMBaHUE, ONTHMHU3ALHUA H BOCCTAHOBICHHUE CHCTEMBI;

pemiaTte THIIOBBIE 3a1ad IOATOTOBKHM JOKYMEHTOB B IPHJIOKEHHSX O(DHCHOTO IaKera
Microsoft Office 2007/10/13: TexcroBbIX JokymMeHTOR B Microsoft Word, aneKTpoHHBIX
Ttabmun B Microsoft Excel, onexTponnsix npesentaunii B Microsoft PowerPoint u ux B3a-
HMOJICHCTBHE C [1EIBIO MOATOTOBKH JIOKYMEHTOR;

paboTaTh B JIOKaJbHOM BBIYMCIMTENBHON CeTH, BKIIKOYAs MOHUMAaHUE OOIHMX MTPHHIIUIIOB
HCIIOJIB30BAHMUS, YIIPABIICHUE JOCTYIIOM K pecypcaM Ha JIOKAIbHOM KOMITBIOTEPE;
HCII0Ib30BaTh allapaTHbIe U MPOrpaMMHbIE CPeJICTBA /IS MOJK/II0YeHHs K ceTH MHTep-
HET, BO3MOXKHOCTH Opay3epa Microsoft Internet Explorer, Google Chrome juis opranusa-
nuu 3¢ dexTuBHON paboThl, nouck HHGOpMANKMK B MIHTEpPHET ¢ MOMOIIBI KATAIOTOB H
MIOMCKOBBIX CUCTEM, OPraHU3alUs 3T€KTPOHHON KOPPECTIOHICHIIHH;

yMeTh 3(P(EKTHBHO MCNOJIB30BATh AHTHUBHPYCHOE M ApYyroe ciayxkeOHOoe MporpammHoe
obecneuenue.

Ipuodpemaemoie komnemenuuu

EHHOCTHO-CMBICIOBBIE KOMIICTEHIIUH;
OOIIEKYTBTYPHBIE;
yueOHO-1103HaBaTeIbHbIE KOMIIETEHIIHH;
UH(POPMAIIHOHHEIE KOMIIETCHIIHH;



® KOMMYHHKATHBHBIC KOMIICTCHIIHH,
¢ COLIHaJIBHO-TPYAOBBIC KOMIIETEHIINH,
® KOMIICTCHIHH JHYHOCTHOTO CaMOCOBEPIICHCTBOBAHHS.

PopMBbI OCBOCHHSI IPOrPaMMbI

[Tporpamma peanusyercs B oyHOM hopme 0Oydenus B coctaBe yueGHBIX rpyimn. Taxske 1o 3a-
npocy ciymaress [IporpaMma MOXeT pealu30BBIBATECA U B HHANBHAYAILHOI Gopme. Ha oc-
HOBaHHH ITOCTYIMBIIECTO 3aIIpOca COCTABIAETCH IUIaH MHIAMBHIAYAJIBHOTO OOYyYeHHs, 4TO 3a-
KperuisieTcst npukasoM Opranusarii.

Cpok 0CBOCHHSI IPOrpaMMBbl H PeXKHM 3aHSI THI

3aHATHS 110 IPOrpaMMe INPOBOJATCSA C YUYETOM BO3PACTHBIX 0COBEHHOCTEll ciymaTeneit B 04-
HOH (hopMe B TeueHUe 7 MecsIeB, 110 2 yuyeOHBIX Yaca 3aHATHH B He/eN0, § 3aHATHI B MECHAIL.
Yuebupiil yac g obyuaromuxcs B Bo3pacre 10 10 et paBen 30 MuHyTaMm, B Bo3pacte cTap-
we 10 ger — 45 muHyTaM.

TunoBoii pexuM 3aHATHIA:

B rpynnax BeixogHoro aus wiH mo OymusaM ¢ 10.00 mo 11.45, ¢ 12.00 g0 13.45, ¢ 13.00 mo
14.40. Ilpu HeoOXOAMMOCTH MOTYT HA3HAYATHCS JOMOJTHHTENLHBIE BPEMEHHBIE MHTEpBAIILI
3aHATHH IPH cOOIIONEHUH 00111ero pexumMa 00yIeHHs.

Tpebopanusi K YPOBHIO IOArOTOBKH CJyIIATE/ e

K ocBoenuto nonosHuTenbHBIX 0011€00pa30BaTeIbHBIX MPOrPaMM JIOIYCKAIOTCA ydaluecs
6e3 npeabABICHUS TpeOOBaHUIT K YPOBHIO 00pa3oBaHHs.

IIporpamma npeaHasHa4veHa

JUtst ydqammxesi, BCeX JKeJalomux HaydIuThes 3(QEeKTHBHO MCIOIB30BaTh COBPEMEHHbIE WH-
(hopMallMOHHBIE TEXHOJOTHH B ITOBCEHEBHOI IESITEIFHOCTH.



II. YYEBHO-TEMATUYECKUM IJIAH
JIONIOJTHUTENIbHOM 00111e00pa3oBaTenbHO# (00IIepa3sBUBaIOIIEH)
[IpOorpaMMsbl A5 AeTei

HHoab3zoBarens Microsoft Office

B TOM HHCJIE:
Ne H . Beero [NpakTiueckue,
auMEHOBaHHE YPOBHEH, pa3/ie/loB U TeM
1. 1 4acoB ) p— nabopaTopHbie, ®dopma KoH-
CEMHHAPCKHeE 3aHs- | TPOJs 3HAHUIA
THS

1 2 3 4 5 6
BCEI'O 56 11 45
O6mmue ceenenns o6 nadopmaTnke n

1 | BpruncanTenbHON Texuuke. OcHOBHbBIE 3 1 2
cBeaenus 00 IBM

11 [Ipuemsl 1 npaBuna Ge3onacHoii paboTel co 1 :

’ CpecTBaMH BEIYHCIUTENBHOM TEXHUKH
Obmwme crenenuns o6 uHGopMaTHKe W UH-

1.2 | dopmarusaumu. Cospemennsie [TK n ux 1 1
KnaccHukauus
Pabora Ha DBM: o6uue npaeuia, tpeGosa-

1.3 | Hus, pekoMeHAaUMK. ANnaparHele cpeacTsa 1 1
K
OcHoBb1 padoThI B ONEPAHOHHON CH-

2 ; h 9 2 7 onpoc
creme Microsoft Windows 7/8 p
3anyck OC Windows 7/8. Hactpoiika Win-

2.1 3 1 2
dows 7/8

2.2 | Vnpaenenue daiinamu 3 3

2.3 | Mcnons3oBaHue MyJbTHMEIHA 1 1

2.4 | ApxuBauus naHHbIX 1 1

2.5 | KomneloTepHbie BUpychl. AHTHBUpYCcHOe [1O 2 1 1

3 Texcrosblii penakrop Microsoft Word 14 3 11 HpaKTHye-

2007/10/13 cKkas pabora
31 O6nactn npumenenns Word. Hutepdeiic | [
’ P UIIOKEHHUS
37 | BBox, penaktupoBanue i popmatuposanie ) 5
3 TeKCTa
3.3 | S3bikossle cpenctsa Word 1 1
3.4 | KonoHku u criucku 2 2
35 HMcnonk3opanue rpadiky B JOKYMEHTAX 3 1 5
i Word
3.6 | Tabnuus ¥ 2
3.7 | Odopmnenue u neyats JOKYMEHTOB 3 1 2




4 Pepakrop 21ekrponnsix tTabany Mi- 10 npaKkruie-
crosoft Excel 2007/10/13 cKaf paGora
41 O6nactu npumenenus Excel. Mutepdeiic !
j npuioxenus. bazoBsle onepauuu
42 JomonHuTeNbHbIE BO3MOKHOCTH PEJAKTHPO- 1
' BaHHA
4.3 | dopMaTUpoBaHMe JAHHBIX U AYEEK 1
44 Dopmyisl Excel. O6iime npuHIKIBL 10CTPO- 2
) eHuA
4.5 | Hcnonb3zoeanue Gpynkumii Excel 1
4.6 | duarpamMmbl 2
4.7 | Pabora ¢ nanneiMu B Excel 1
4.8 | Hacrpoiiku npunoxenus 1
IIporpamMma noAroToBKH 3JeKTPOHHBLIX
o i " npaKkTuue-
5 | npesentanmii Microsoft PowerPoint 10 exanpukova
2007/10/13 ’
5.1 | OcHoBHble npuemsl paGoTsl B PowerPoint 2
5.2 | Pabora c tabnuuamu, rpadukoi, pucyHKaMu 3
53 Creunanbaeie 3QGeKTbl 1 THIEPCCHUTKH. 3
' AHumauus
5.4 | MoaroToBKa ¥ MOKa3 Npe3eHTALMH 2
Obmue cBeeHHs O CETHAX H CeTEBBIX
6 | Texnonmorusix. OcnoBbl paboThl B ceTH 8 onpoc
Hurtepuer
6.1 OcHoBbl paboTbI B IOKAIBHBIX BEIYHCIUTEb- 1
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I11. KAJJEHJIAPHBII YUEBHBII TPA®UK

HaumenosaHue pasacioB

Mecsisl 00ydyeHHs/KOIHYECTBO YacoB

OKTAOpb

HOAOPB

nexabpb

sIHBaph

hepasb

MapT

anpenb

OOuue ceenenus o0 uH-
thopmMaTHKE M BBIYHUCIIH-
TenbHOM TexHuke. OCHOB-
Hble ceefeHus 00 DBM

OcHogel paboTeI B onepa-
LIMOHHOH cucteme Mi-
crosoft Windows 7/8

TekcToBblit penakrop Mi-
crosoft Word 2007/10/13

PenakTop 31eKTpOHHbBIX
Tabnun Microsoft Excel
2007/10/13

Tlporpamma noaroToBkm
9NEKTPOHHBIX MPE3eHTa-
uuit Microsoft PowerPoint
2007/10/13

OB6mue crefeHus 0 ceTx
W CETEBBIX TEXHOJIOTUsX.
OcHoBbl paboThI B CETH
Wurepuer

Hrorosas npaktuueckas
pabora
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IV. COAEP)KAHUE 3AHSITUM

JIONOJTHUTENTBHOMN 00111e00pa3oBaTeIbHOM MPOrpaMMEI i AeTeit
IHoab3oBaTeans Microsoft Office

Paznen 1
OG6wue ceenennsi 06 HHPOPMATHKE H BLIYHCIHTEIbHOI Texnuke. OcHOB-
HbIe cBe/lenusi 06 9BM

Tema 1.1
IIpuemsl u npaBuia Ge3onacHoii paboThbI €O CpeICTBAMH BHIYHCIANTEILHOIN TEXHHKH

Mepsi GesoracHocTH Npu paboTe ¢ BEIMHCIHTENBHOM TeXHUKOM. [TpaBria OBeICHNS B KOMIIBIOTE-
HOM Kitacce. 1Iopsiiok NeHCTBHI IPH BO3HMKHOBEHHH ONACHBIX CHTYAITHH, CHIHAIBI OMOBEIICHHUS.
[TyTr 1 nmopsiok sBaKyaruu.

DU3HOIOrO-THTHEHMYECKHE OCHOBBI Ge30MacHoil paboThl ¢ BBIMUCIHTENHHON TEXHHKOM. IIpasuna
oGopyoBanus paboyero MecTa Ui paboThI ¢ IIEPCOHATLHBIM KOMITHIOTEPOM. Bribop ycnosuii pas-
MEIIECHHA ¥ OCBEIICHHs IPH YCTAHOBKE MEPCOHABHOTO KOMIBIOTEpa. JlomycTumas WIMTEIbHOCTD
HEINPEPBIBHOH paboThI 3a KOMIBIOTEPOM. [TpiMeHeH1e KOMILTeKea YIpaKHEeHH Il JUTs CHATHS HaIpsi-
MKEHHs I71a3, TO3BOHOYHHKA, PYK, MBIIIII IICYEBOIO T0sca.

Tema 1.2

Ob6mmne cexenus o6 nndopmaruke n mudopmaruszauun. Cospemennsie ITK n ux kiuac-
cHpuKanus

Wnpopmaims: MOHATHS, BHJIBL, CIOCOOBI NPE/ICTAB/IEHNS, MepPBL, OPIHOHHOCTb. CHCTEMBI CUMCIie-
Hus. Jlorneckue exembl. Mnpopmarnsams: mepenektuBel, onpeaenenye. [orsmae 06 nudopmarm-
OHHOM TIpolecce i HH(OPMAOHHOH cucTeme. MH(popMaLMOHHbIE TEXHONOTHH: OMpECIICHHE, HH-
CTpyMeHTapuil. Bbruucmresbuas TeXHHKA: HCTOPHs MOSBICHUS W Pa3BHTHS, OCHOBHBIE 3Tallbl U
HAIpaBJieHus, 00IacTh npuMenenus. [Torstre urdopmalMorHo# TexHoMorMu. [ToHSTHE KOMITIOTe-
pa KaKk yHHBEPCATBHOTO CpeIcTBa 00paboTku uHpOpMAaIMH 110 3a1aHHOM nporpamme. Knaccnduka-
Lt COBPEMEHHBIX KOMIThIOTEpOB. [lepconamshbie kommbroTeps! (ITK).ITonstre miargopmbr. Apxu-
textypa K. Hpunimn ¢pynkimonuposanus [TK. [pencrasnenue urdopmarpn B [TK. Eqpmuis: ws-
MepeHHs HH(OpPMaITHH.

Tema 1.3

Pabora na IT9BM: o6mue npasuia, TpeGoBaHus, peKOMENAUNH. AIapaTHbIe cpen-
crBa [IK

Coemmnenne nepudepri: MpaBriia, HAIEKHOCTh, CIIOCOOBI TOIKIFOYEHHUS. XpaHeHHe aHHBIX Mpo-
rpavm B OBM: ocHoBHbIe criocoOsl. [TpaBiuia BKIOYEHHUS, NEPE3arpy3KH H BHIKIOUEHHS KOMITHIOTE-
pa. Beox tekcra ¢ kiasnarypsl. Ionsirue anmapartasix cpects. Kommonentst ITK # ero BO3MOKHO-
cru. Llentparbhbie npoueccopsl. CreTeMHble riarsl, OnepaTiBHas TaMsTh. BIOKY MHTAHNAS 1 KOp-
myca. MnTepdeiichl MCKOBBIX HaKomHTeNeH. Y eTpoicTBa MArHHTHOTO XPaHEeH s JIAHHBIX, HAKOIIH-
TE€/M Ha JKECTKHX M MHOKHX JCKaX. YCTPOHCTBA OITHYECKOTrO XPAHEHUS! JAHHBIX. VYerpoiictsa BBO-
na. Buneokaprel. Monutopsl. 3ByKoBble Kaprbl. MHTepdelicsl BBOIa-BBIBO/IA. [punrepsl. Jpyrue
nepuepuitHbIe yCTpoiCTBa.

Pasznen 2

OcHoBbl paboTe! B onepaunonnoii cucreme Microsoft Windows 7/8
Professional
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Tema 2.1
3anyck OC WINDOWS 7/8. Haerpoiika Windows 7/8

Ocobennoctn onepaionnoit cuctembl Microsoft Windows 7/8. Pasiuumsa Mexay BepcHAMHU
Professional 1 Home Edition. Turosas ycraHoBKa ornepariioHHON CHCTeMbl. YIpaBjeHHe JTOCTYIIOM
K KoMmisioTepy. Beenenue B GesomacHocts Windows 7/8. Pasperienust U npasa. Y4eTHBIE 3allHCH
TOJIb30BaTENIs. YIIpaBlieHHe BXO/IOM MONb30BaTeNe B cUCcTeMy. Y CTaHOBKA Iapojieil B MX HCIONb30-
BaHue. YcraHoBKa U HacTpoiika obopynoBanus. [Ipouece Plug and Play. Pabota ¢ ycranoBneHHBIMH
npaiieepamu. Brmouenue u oTkmodenne yerpoicts. Hactpoiika unTepdetica. YnpoleHue 3ammycka
npuioskenus. Hactpoiika ['naBnoro memo. [lanemm B Windows 7/8. Hactpoiika naneneii. Pabora ¢
m30pannbMi okyMenTamu. Jlobasnenne B [ 1aBHOE MEHIO APIBIKOB ApyruX nanok. Hacrpoiika 1se-
TOB, mpHdToB U BI3yaTbHBIX 3(dexroB. Hactpoiika ITanenn 3ana4. Hacrpoiika ITanemn ynpasie-
Hus. [lapaMeTphl 31eKTpONHTaHUS U OTK/TFOYEHHE KOMITBIOTEpa.

Tema 2.2
Vnpagpaenue daitnamu

[TpodeccuonansHoe ucnons3oBanue [IpoBomuuka. [lanens 3anad u aepepo nanok. Hactpoiika nane-
seit uHeTpymMerToB. OroOpaxenue crpoku coctosuud. [lanem oGo3pesarens. Pexumel mpocMoTpa.
Hacrpoiika pexxuma Tabmiaa. CopTipoBKa U IPYIIHPOBKa 3Ha4K0B. Beibop mabnona nanku. 3uay-
KM U ranok. JIonomHuTenbHbBIe napaMeTpsl nanok. [IpeacTrapnenue narnok B BUE PaCKpPLIBAIOIIHX-
¢ merto. Tunbl (aitioB u conocTaBnenue nmpunokeHuit. Berzos [IpoBoHuKa M3 KOMaHTHON CTPOKH.
OOparmienrie K cucTeMHBIM Tankam IIpoBomHuka. Ympasinenue (adinamu u mouck. IIpuHimims!
yrpasnenus ¢aittamu. Cpencrsa ynpasnenust Qaiiavu. Opranusaims noucka Qaiiios. Menonbsso-
BaHHeE MOMOIIHUKA T10 TIOUCKY. 3anmTa ¢aiinos u nanok. I Ipocroit obmmii foctyn u cxema paspettie-
HUH,

Tema 2.3

Henoab3zoBanne MyJbTHMeEIHA

MysTHMEIMA: TIOHSITHS, ONpeIe/IeHns. AlmaparHble CpeJicTBa MYyJIbTHMEINA (3BYKOBBIE KapThl, BU-
JIEOKApThI, MUKPO(OHBI, aKyCTHYECKHE CHUCTEMBI): BUIBL, CrIoco0bl MoK/ IobeH s, QyHKimu. AJian-
Tepbl ¥ KOHBEPTEPEBI, anmapaTHble METObI KOMIIPECCHH, IpadHyeckue ycKopuTemM, rpadudeckue
TpolecCOopbl: HA3HA4YeHWE MCIOb30BaHNE, (YHKIMOHAIBHBIE BO3MOMKHOCTH. MysbTUMe/Ma-
NpOrpamMMBI: BHIIBI, CBOMCTBA, HACTPOHKa, IpUMEHeHHe. 3BYKOBBIE 1 BHIeo(daiimsl: GopMarsl, paBu-
na pabotsl ¢ Humu. Hacrpoiika npourpesarenss Windows Media. Hacrpoiika tunos ¢aiinos. [apa-
METpbI KOIMUPOBaHUs KOMNakT-1uckoB. Hacrpoiika opopmiterus Windows Media. JloGasnenue 00-
JIOXKEK M 3pUTebHBIX 00pazoB. Mcnons3osanue npourpsmarens Windows Media. Bocripousgeienue
3BYKOBBIX KOMIIAKT-MCKOB. KonupoBaHue 3ByKOBBIX JIOPOYKEK ¢ KOMITakT-aucka. Pabota ¢ bubmo-
TEKOH MyJIbTUMe/HA. 3alich 3BYKOBBIX KOMIIAKT-1HCcKOB. KonupoBanue Ha IepeHOCHOE YCTPOHCTBRO.
IIpocmotp dumemoB. Pabota ¢ m3obpakenusvu. YcraHoBKa cKanepa WM nudposoil kamepsl. Co-
XpaHEHHe U peJlakTHpoBaHue H300paxkeHuid. Cikartue U M3MeHeHHe pasMmepa m3obpakenwid. [levars
1mQposbix ¢ororpaduii. Pabora ¢ uzobpakenusivu B [TpoBoiHuKe.

Tema 2.4

ApxHBanMs AAHHBIX

APpXHBEI M apXMBHMPOBAHHE: HA3HAUCHUE TEPMHUHBIL, onpenenenus. [IporpaMmeI-apXxuBaTopsl: pasto-
BUJIHOCTH, CBOHCTBA, OCHOBHBIE PEXKHMBI PaOOTHI, THATOTOBBIE OKHA, KOMaH Ibl. APXHBAIIHS H pa3ap-
XuBaHs (haitioB: OCHOBHBIE IIPABUIIA, JTAIIBL, ITOCNIE0BATELHOCT. OCHOBBI pabOThI ¢ apXHBATOPOM
WinRAR. Cosjianme apxusa. 3anmTa apxusa maponeM. M3sneuenne u3 apxusa. OCHOBBI paboTHI ¢
apxuBatopom WinZIP.
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Tema 2.5
IIpobiiema KomubOTepHBIX BUPYcoB. Mcnoas3zoBanue anTusapycuoro IO

Komribioreprbie BUPYCHI: IIOHSTHE, MHOTOOOpasHe, cpefa OGHUTAHWs, KaTeropun. BupycHbie mpo-
I'PaMMBI: ITYTH ¥ MEXaHW3MBI PACTIPOCTPAHEHHS, IeHCTBHSA, (opMmbI mpossienus. [TpodrakTiyeckue
Mepbl. [IoTeHIHabHO OnacHble IEHCTRIS, YBEIMIHBAIONIME PHCK 3aPaKeH . AHTHBHpYCHBIE IIPO-
TPaMMBI: PA3HOBM/THOCTH, NPUHLIAIIBI AEHCTBHS, ClIOCOOBI HACTPOHKH, NOPSIOK paGoTs! B HIX. Kom-
IUIEKCHI aHTHBHPYCHOH 3amuThl. OOHOBIeHHE cHrHATyp. besonacHsiii noctyn B MaTeprer.

Paznen 3

Hcnonb3loBanue NpHKIaJHOro NporpaMMHOro odecnedenusi. TekcToBblii
peaaxkTop Microsoft Word 2007/10/13

Tema 3.1
Obsactn npamenennst Word. Hurepdeiic npuiaokenns

[lonstue Tekcroporo noxymenta. Hasnadenne u ocHOBHBbIE DYHKIIMH COBPEMEHHBIX TEKCTO-
BBIX PeNaKTOpoB. Dopmarkl TEKCTOBBIX (aiiioB. 3HAKOMCTBO ¢ TEKCTOBBIM pefakTopoM MS
Word 2007. BosmoxknocTr u obnacTd npuMeHeHus. DjieMeHTH mHTepdeiica Word: Menro,
MaHeI WHCTPYMEHTOB, CTPOKA COCTOSHHS, OKHO JIOKYyMeHTa. PexXHMBI 0TOOpaxeHus m0Ky-
menTa. PaGoTa co cnpasounoii cucremoii. Co3faHne, OTKPHITHE H COXPaHEHHE JOKYMEHTOB
Word. IlpeobpazoBanue GopMaToB TEKCTOBBIX JOKYMEHTOR.

Tema 3.2
BBoja, perakrupoBanne n popMaTupoBaHne TEKCTA

BBoy, pesaxtupoanue u GpopmarupoBanne TekcTa B lokymenTe Word. Beoj Tekera. Beraska crie-
IMaIbHBIX cHMBOJIOB. Beraska nater u Bpemenn. @ynkims Asrorekct. Mcnomssopanue dhyHKumu
Asrozamena. [lepememienne kypcopa B noxymente Word. PeakrupoBanme Tekcra. Clioco6GhI BbLie-
neHus Teketa. [lepemernienye u xomupoBatue Tekera. POPMAaTHPOBAHKE, MOKCK M 3aMEHA. Brictpoe
nepemenieHie 1o nokymenty. Menonssosamue sakmanok. Mcnonbsosamme komammsl [lepeifr.
Beraska, penaktipoBanye U yialieHue THIEpCChUIoK. PopmatupoBanue 10kymeHToB B Word. Cim-
BOIbHOE (popMaTHpoBanue ¢ nomompio okHa Ilpudr. [lanems uHCTpyMeHTOB DopmarnpoBaHHe.

®opmaruposanue ab3anes. Jlnanoropoe okHo Adzar. DopmaTHpoBatKe ab3ala ¢ TOMOIIBIO ITAHe/H
HHCTPYMEHTOB (POpPMaTHpOBaHHE.

Tema 3.3
HsbikoBeie cpexcrea Word

Szpixosete cpencrsa Word. Iposepka opdorpacduu. Hacrpoiixa mposepku opdorpadun. Menonszo-
BaHue crosapei. [Iposepka rpammarikn. Hacrpoiika mpoBepku rpavMMaTuki. TIoMCK CHHOHHMOB.
PaccranoBka repeHocoB.

Tema 3.4
KoJyionkn ¥ cniuckn

DopmaTHpOBaHHUE TEKCTa B KOJIOHKAX M Crmckax. [IpeobpaszoBaHie TeKCTa B KOTOHKH. Hactpoiika
Kkononok. Co3/iaHie HyMEPOBAHHBIX H MAapPKHPOBAHHBIX CIIMCKOB. JlnanoroBoe okxo Crincok, Co3a-

HHE MHOTOYPOBHEBBIX CITHCKOB. COPTHPOBKA CIIUCKOB. 3aiCh MaTeMaTHHeCKHX BRIPKCHMIT B J10-
kymenre Word (MS Equation).

Tema 3.5
Hcnoabsopanue rpadguxu B 1okymentax Word
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Henons3opanue rpaduky B okymentax Word. Pasmiaus Mex/ty pacTpoBBIMH M BEKTOPHBIMH H300-
pakeHusiMH. FICIo/Ib30BaHHE KOJUIEKIMK KapTHHOK. Beraka n3o0paxenuii. Crioco0bl pelakruposa-
Hust m3o0pakenuit B Word. Cpencrsa pucoBanus Word. Tlonorso u pabota ¢ HuM. JIuHuu 1 0CHOB-
Hble Gpurypsl. Asrodurypsl. Hactpoiika mimuit u popm. Tenu u tpexmephble addexrsl. Jlobapnenie
TEKCTa K pHCYHKaM. YTpasjieHue oObekramu npy pucoBanuu. O0bexrsl WordArt.

Tema 3.6
Tabuusl

Oprasamzaims 1aHHbIX B Bujie Tadmar. CriocoOs! co3nanus tabminl. 3arnonHenue Tabmmnpl Beraska,
yI@IeHUe CTPOK, CToIONOB, sueek. M3MeHeHne pasmepoB sueek Tabmuibl. lepemernienne 1 Komapo-
BAHUE CTPOK, CTOJIONOB, siueeK. CtweBoe dopmarupoBanue Tabmin. ['panuip u 3amiBku. [{uasnoro-
BOE OKHO [ 'panunp! ¥ 3amieka. CopTHpoBKa TabHIL.

Tema 3.7
Odopmienne n neyaTs JO0KYMEHTOB

Odopmiienne ¥ nedarb J0KyMeHTOB. Mcronb3oBanue Haamuceit U1 pasMeTKH cTpaHulbl. Komou-
HUpPOBaHKE TeKcTa, rpaduyeckux oOnexToB U Hammicel. [loanoxka. Hymeparms crpann. Coznanue
OOBIMHBIX H KOHIEBBIX CHOCOK. BepXHuil ¥ HIDKHUIT KONOHTUTYIBL. M3MeHeHue pa3MepoB U riepeme-
ieHue KonmoHTUTynoB. [lapamerps! ctpanmmsl. Hactpoiika noneit n opueHTamu ctpaHuipl. Bridop
pa3mepa 1 ucTounuka 6ymaru. [ IpeBapuTesbHbIil IPOCMOTP H 1I€YaTh JOKYMEHTA.

Paspen 4
Hcnonb3oBanne NpUK/IAAHOro NporpaMmmHuoro odecnevenusi. Perakrop
ajekTponnbix Tadaun Microsoft Excel 2007/10/13

Tema 4.1
Obaacrn npumenenusi Excel. UnTepdeiic npnaoxkenns. bazossie onepannu

Hauasio padotsl ¢ MS Excel. Untepdeiic npunoxenus. Crpykrypa kauru Excel. Yipagnenue
nuctoMm. Hapurarus 1mo IMcTy ¢ NOMOIIBIO KiaBuaTypsl. [lepexoj K MMEHOBaHHON sueike.
Haguranus ¢ ucnons3opanue Mpinmd IntellliMouse. Beoa undopmanuu. Tune! ganusix Excel.
Broa uncnoreix 3HaueHnit. Broa TekcToBBIX 3HaueHuid. Brom maTel u Bpemenu. Boja koM-

meHTapueB. Bsoa ¢opmyn. HMcnons3oBanue cepuiok. BeraBka rpaduveckux dparmMeHnTtos.
Bceragka onopoit rpaduku. Beraska runepccsuiok. Coxpanenue kauru Excel.

Tema 4.2
JonmotHATEIbHBIE BO3MOKHOCTH PeIAKTHPOBAHHSA

JlonomHuTebHble BO3MOMKHOCTH pellakTupoBanus. Beinenenne saeek. QUMCTKA U yIaICHHE SUCEK.
Ilomck u 3amena nansbiX. [loropenue xomanz. McnomszoBanue Oydepa obmena. [lepemernenue

syeeK neperackupanveM. Beraska B et erpok M ctondioB. [Iporpecenu. [Tposepka Hamaumst onim-
00K.

Tema 4.3
@opMaTHpoOBaHue JAHHLIX U SYEEK

dopmarupoBanue TaHHbIX. QopmatupoBanue siueek. BoipaBHuBaHKME H H3MEHEHHE OPUEHTAIIMM TeK-
cra. Mamenenune dopmaros uncen. M3menenue mpudToB u dhopmaros umcern. JloGasnenne rpanuil K
sueiikaM. 3aymBKa sueek. M3meHenne nMpHHbI CTOIOOB M BHICOTHI CTPOK. Mcmons3oBanme aBToMa-

THYeCKOro (opMaTupoBaHus. Y cioBHoe Gopmartuposanue. Msmenenue pasmepos crpanuil. IIpesa-
PHTENLHBIA MPOCMOTP Pa3METKH CTPAHHIIEL
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Tema 4.4
®opmyasl Excel. O6mue npuauunsb nocrpoenus

Qopmyssr Excel. Obume npuammmer noctpoerus dopmyi. JlyGmipopanie (dopmyn. Ccpuikn Ha
SEHKH W JIMara3oHsl B Gopmysax. OTHOCHTEbHbIE i abCOIOTHEIE CChLTKH. PenakTiposarie (op-
My Mcnons3osanue oneparopos B (popmynax. CkoGKH 1 TIOPSIOK BEMHCIICHHIH, HucrpymenTsr s
oranku popmys. Tlanens unctpymenToB 3aBucumocTd. OTCIEKNUBAHNE BIISHMH, 3aBUCHMOCTEH 1
o1HO0K. OKHO KOHTPONILHOTO 3HAYEeHHS.

Tema 4.5
Hcenoawszopanne ¢pynxumii Excel

Herorb3oBanue BerpoeHHBIX dynkinii Excel. Beraska gymxrmmit. Kareropum Gbynkimit Excel. Muo-
ropysximonanshas Gynkius CYMM. Marematideckue 1 TPHIOHOMETPHYECKHE (GyHkmy. Ounan-
cosble pynxium: [T, BC, CTABKA. Ucnoms3oBanue dyuxumn ECJTA. Ucrons3opanme umven B
yHKIHIX.

Tema 4.6

Juarpammel

Huarpanivst. [ nanuposanye marpammst. Beibop Tvna muarpamMmMel. DieMeHTs auarpammel. Cosjia-
HUe Jarpammbl. PopmarupoBanre quarpavM. VM3MeHeHne 3aroioBKOB M TIOIHCEH TaHHbIX. Dop-
MaTupoBaHKe TeKcTa. PenlakTnposanye Jmmit ceTkd. OCOGEHHOCTH TPeXMEPHBIX aHarpaMM. Jlo6as-
JICHHE HAIIHMCEN H CTPEJIOK.

Tema 4.7

PabGora ¢ nanabsivu B Excel

Pabora ¢ nanasivu B Excel. Yipasnenune ymcramu. Obpanienne k sdeifkam JIpyrux uctoB. PaGora ¢
HECKOJIbKUMH KHUraMHi. KoHcomiams qaHaeIX. 3aiura JHCTOB U KHMT.,

Tema 4.8
Hacrpoiikn npuioxkenus

Hacrpoiika unrepgeiica. [Ipescrasnenus. [Tapamerps! nevary. Bepxnuii u H¥KHWI KOTOHTH-
Tynel. Jlunuu ceTkn u apyrue napamerpsl. Paznenenune nucra Ha o61acTH. HacTpoiiku: BeI-
4HCIIeHAs POPMYJI, BH/Ia SKpaHa, [IapaMeTPOB PelaKTHPOBAHHSL.

Paznen 5
Hcnonb3oBanne npuK/IaHOro NPOrpaMMHOro obecnevyenus. IIporpamma
NOAr0OTOBKH 3JIEKTPOHHBIX Npe3eHTanuii Microsoft PowerPoint 2007/10/13

Tema 5.1
Ocnosusie npuemsl pa6orsr B PowerPoint

OcHoBHebie rpuemsl paGoter B PowerPoint. PaGouas o6macts PowerPoint. DiemenTsi ciaiia. Peyu-
MBI [IPOCMOTpa caizioB. IIpeBapuTesbhblit npocMoTp npeseHTaiyy. [ nannposasie npeseHTaimm.
CriocoBet co3nanmst nipesenTamuy. PaGora ¢ Mactepom asrocomepskanns. Cosnanse HOBOI Hpe3cHTa-
LMK C HCTIOIB30BaHHeEM 111a010HOB oopmiteHus. Co3zianne mpe3eHTaImn 6e3 HCIo/b30BaHMS 1al-
JIoHOB. BBOJ 1 peflakTupoBatye TekcTa. ABTOMAaTHYecKoe (JopMaTHPOBAHKE TeKeTa, Mcrnonp3opare
cTpyKTyp. Jlobasrnenue npumeyanuii. [Ipopepka opdo-rpapun. Coxpanerue IIpE3CHTALHH.

Tema 5.2

Padora ¢ Tadamuamn, rpadguxoii u pucynkamu

Pabora ¢ Tabimmamm, rpaduxoii u pucyskamu. Tabmiis! 1 ux (opmarupoBanue. Cesisb ¢ Tabmunamu

Excel. Jlnarpamvbr. @opmatiposatue muarpamm. PaGora ¢ HapUCOBAHHBIMU 00BekTamMu. Menonszo-
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Banue 00bexToB WordArt. BeraBka rpadudeckux aitos. Mcnons3oBanue CeTKH ¥ HAITPABIIAIONTHX.
BeraBka BiIe0-KIMTIOB. 3BYKOBBIE (hailiTb! B IIpe3eHTaLHH.

Tema 5.3
Cnennaiabubie 3pgeKkThbl 1 rUNepecLUIKH. AHRMANHS

Crermanbable 3Q@QEeKTsl 1 THNepCChUIKH. AHUMAUMs. PenakTnpoBaHyue aHUMalMH. AHUMAIHS THa-
rpamm. Cozfanme myTH nepemenienns. M3avenenre BpeMeHHBIX TapameTpos anuMartiu. Jlobasnenme
st dexros cmens! craitios. [ unepecsimku. Ypasnsomniie KHomkH. [lopsnok co3nanms neicTBHsL.

Tema 5.4
IMoaroroBka 1 MoKa3 npeseHTANNA

[ToaroroBka u mokas npe3eHranuu. Beibop cnocoba nokasa npesenrtaiuu. [lonroropka mpe-
3eHTAlMH. PeneTHINS Npe3eHTaIllK. 3aliCh PEYEBOT0 ConpoBoXxaeHUsA. [Ipou3BoabHbIi 1o-
ka3. Ckpeithe craitnos. Hasuratop cnaiinos. [Tometku na cnafinax. McnonszoBanue 3amuc-
Ho# kHmKky. [Tevars npezentanuii. Co3nanue ctpanun 3ameTok. Coznanue Beigad. [1y6mu-
Kaius npeszentaunu B MutepHer.

Pazgen 6
OGumue cBeeHHS O CETAX H ceTeBbIX TeXHoJ0orusaX. OcHoBbI paboThl B ceTH
HNurepuer

Tema 6.1
OcHoBBI patoThI B JIOKAJILHBIX BLIYHCIHTEILHBIX CETHX

Yro Ttakoe ceTh. Tumsl ceteit. Knmuent/ceprep u ogHopanrosas cetb. Crannaprt Ethernet.
CoBMecTHOE HCTIONTBE30BaHue (aiiioB B ceTH. Beenenue B 6ezonacuocts Windows 7/8. YVuer-
HEBIE 3aKcH mons3oBareneil. [TonaTie o nomene u paboueit rpynne. Pazpenienus u npaga.
BrokupoBKa KOMIIbIOTEpa. Y CTaHOBKA Napos nons3osatens. [Ipocmotp cetu. Coenunenue ¢
KOMIBOTEPOM B CETH. Cremnens JOCTYIIA. Pabora ¢ IIPUCOEIHHECHHBIMH CETCBBIMH ITalTKaMH.
[Ipeocrapnenue nanox B oduiee nojaL30BaHHUE.

Tema 6.2
OcnoBHbIe cBeenusi 00 MHTepHeT B €ro KOMIIOHEHTAX

Ocnosnrie cpenenua 06 Murepner u ero xomnonenrax. Kparxaa ncropus BosnnkHoBenms Murep-

Het. [Ipotoxon TCP/IP. Anpecammss URL, cictema mven DNS. O630p WWW, E-Mail, FTP, nowuc-
KOBBIX CHCTEM, KOH()EpEHIIHiA, COLMATLHBIX CETEH.

Tema 6.3
bpaysep Microsoft Internet Explorer u anstepuarunoe [10

O6ozpeparems (Opaysep) MS Internet Explorer 8.0, 9.0 u ero ucnomm3osanue juist paGorel B Web.
OnemenTsl MHTEpdefica. HaBurarmonusle KHOmKH. AnpecHas cTpoka u pabora ¢ Heil. IIpocmorp
Web-crpanr, saBuraims ¢ ucrnoms3oBarreM ccbliok B URL. [lepemenienne mo Web-crpanune ¢
MCIIOJIb30BaHHEM KJIaBHATYphl. M3MeHeHue pazmepoB ipudra. Mcnons3oBaHmne KOHTEKCTHOTO MEHIO.
[MonHosKpaHHbIi pexxHuM IpocMoTpa. 3afaHue qoMarHel crpanuikl. [Tanemn o6ospesarers: Meua,
Hs6pannoe, Ilouck, Kypnan. Coxpanenue u nedars Web-crpanui,. Hacrpoiiku Internet Explorer:
0TOOpakeHHe BHEIIHETO BH/a CTPAHHIL, [{BETOBBIE IATIUTPI, S3BIKA H IIPA(THL, 6E30IaCHOCT, Orpa-
Huuenue jgocryna. bpaysep Mozilla Firefox u ero ocobennocru. Bpaysep Google Chrome, ero oco-
OeHHOCTH.

Tema 6.4
IdpdexTunnniii nonck undopmauuu B Murepuer
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Opdexrupubi monck nnpopmarmm B Mureprer. Bis! noucKoBbIx pecypcoB. OOIIHe U CrielHab-
HbIE KaTarnory. XapakTepucTHKa i 0co0eHHOCTH Kataioros List.ru, Refer.ru. Peiitunri. Rambler Top
100. Beemnphbie mouckosbie cucteMbl. OcOGEHHOCTH TOMCKa HH(OPMAIH C HOMOLIBIO Google.
Cepauc YouTube n ero ananorn. Poccuiickue MoMCKOBBIE CHCTeMbI. SIHIEKC U ero cepBHCHL. CHH-
TAKCHC 513bIKA 3aITPOCOB H PUMEPbI COCTABIIEHHS CJIOXKHBIX TIOUCKOBBIX KOHCTPYKIHii. Rambler u ero
YHUKAQTBHBIE CePBHCEI.

Tema 6.5
PaGora ¢ saekTponnoii mouroii uepes BeG-unrepdeiic

Pabora ¢ anextponnoilt mouroit. [IpHHINIIE pPaGOTEI IMEKTPOHHOM TIOYTEL. O630p GecrarHbIX 1104-
ToBBIX cepBepoB. Coszanne GecruIaTHOTO MOYTOBOTO SIIHKA. PaboTa ¢ 3MeKTPOHHON KOPPECIIOH/ICH-
ekt yepes Web-unrepdeiic. Menonp3oanne cepBHCOB MOYTOBBIX cepBepos. OTrpaska 1 HoJTy4e-
HHE COOOIIEHMH ¢ BIIOYKCHHBIMH (haiiiamu. OTIIpaBKa OTKPBITOK.

Tema 6.6

HUcnonp3oBanne cpefcTs MHTEPAKTHBHOrO o01ieHnst Ha npumepe Skype

3arpyska nucTpuOyTHBa MpOrpaMMbl. YcTaHOBKa mpHunoxkenus. Cosmanue akkayHrta. Penak-
THpoBaHHe JH4HOH uH(opmanuu. [lomck koHTakToB. PaboTa €O CHMCKOM KOHTAKTOB.
Hactpoiiku npunoxenus. Ioxxouenne MukpooHa, rapHHTYpSI, BeO-KaMepbl. Opranusaius
TEKCTOBOI'O YaTa, TOJI0OCOBOIr0 0ONMIEHNS, BHICOKOH(EPEHIIHH.
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YCJIOBUS PEAJIU3ALIUU ITPOT'PAMMBbI
Oprauu3auHoHHO-NIEeJArOrHYecKHe YCJIOBHSA Peau3allii NPorpaMMbl

Peaymsauus ITporpammel B momHoM o6beme 00ecrneynBaeTCest COOTBETCTBUEM KaueCcTBa IIOATOTOB-
KM 00y4aroIMXCs, IPMMEHSIEMBIX CPEJICTB, METOIOB 00yYeHHS BO3PACTHBIM, NMCHXO(DH3HYECKHM
0COOEHHOCTAM, CKIIOHHOCTSIM, CIIOCOOHOCTSM, HHTEpecaM U MOTPeOHOCTIM 00yUJaroIIIXCs.

OcHoBHOI (opMOIi NpPOBeNEHHS 3AHATHH SBISIOTCS AyJUTOPHBIE 3aHATHS: JIEKIHH,
NpaKTHYecKHe paboTsl, 3aIllUTa IPOEKTA, KOHKYPC TBOpYeckuX pabot. J[jis 3aKperuieHus npu-
0OpETEHHBIX HABBIKOB IHIMPOKO HCIIONB3YIOTCS ClIeIHANbHbIEe yueOHO-IIPaKTHYECKHE MaTepHa-
JIBI, IPUMEHAETCS METO/1 HaIJIAAHOIO MoKa3a NPHEMOB padoThl C UCIIOIL30BAHUEM COBPEMEH-
HOT'O MPOEKIMOHHOTO 000pyI0BAHUS.

@opMHupOBaHHE TPYIN M paclHcaHUe 3aHATHH IpoBouTCs B cooTBeTcTBUM ¢ [locTa-
HoByleHHeM [ 1aBHOrO rocyiapcteennoro Bpada P@ No 41 ot 4 uronst 2014 r. 24.43172-14,

I’IH(I)OpMaHHOHHO-MGTOHH‘I@CKHE H y'leﬁl{O-METO,[lH‘-IECKHe YC/I0BHSA
peajin3aliuy nporpamMmabl

Peammzarus IlporpamMmel obecrieynBaeTcs JOCTYIIOM KaKIOro ciymiaresnas K HHGOPMaIMOH-
HBIM pecypcam (OubnmoTeunsM GoHIAM, KOMIBIOTEPHBIM 0azaM aHHBIX H Ap.), IO COAEp-
’KAHWI0  COOTBETCTBYIOIIMM TemaM aucrummuH  [Iporpammer, wHanuuwem  yueGHO-
METOAMYECKUX MocoOuit, pa3paboToOK M PEKOMEHAlMi 110 BCeM TeMaM H 10 BCEM BHJAM 3a-
HATHH, a TakKe HarJISAHBIME [TOCOOUSMH, ayIHO-, BUIEO- U MYJIbTUMEIHIHEIME MaTepHrasa-
mu. Mctounnkn yaebuoit undopmainy 10/DKHEL OTBEYAIOT COBPEMEHHBIM TPeGOBAHMSM.
Meroaudeckoe obecneuenne y4eOHOro Ipoluecca BKIIOYAET TakKe BHYTPEHHHE H37a-
HHS ¥ Pa3pabOTKH: AUAAKTHIECKHE MaTepHasl, MeToJiuYeckue pazpaborTku 3ansatuii, YMK k
porpaMme, KOHCHEKTHI JIEKIHH, KOMITBIOTEpHEIEe 00yJalone IporpaMMBl, TECTHI U JIp.

MaTepuaan0~TeXHﬂqe0Kne YC/10BHH peaJiu3allHHi IporpaMmMsbl

Kommprotepnpie Kiaccel ocHarieHs! 10 pabo4uMu MecTaMH CymiaTens U pabouuM MeCToM Ipe-
nozasarens. Bee KoMIbIoTephl 00BeIMHEHE! B JIOKAIBHYIO CETh € AOCTYIIOM B MHTEpHET 110 BhI-
AeneHHoMy Kanany. Kaxioe pabodee MECTO OCHAILIEHO IPrOHOMHYHON KOMIIBIOTEPHOM MeOeBIO,
BKJIIOYasl Kpecjia ¢ PeryJIMpOBKaMH BBICOTHI, HAKIOHA CIIMHKH M TOJcTaBKamMu s Hor. Kiacchr
COOTBETCTBYIOT HOpMaM OCBELIEHHOCTH. B Kiaccax cMOHTHPOBaHBI IPOeKTOpE! Epson, nipoekim-
OHHBIE 9KPaHBI, CPECTBA 3aTEMHEHHUS.

KomnesroTepsl npeicTaBiens! cucTeMaMu Ha 0ase 2-X sepHbIX mporneccopos Intel, 065-
€MOM OrepaTHBHOM maMATH 4-16 1'0, coBpeMEHHBIMH BHICOKapTaMH HIHPOKO(GOPMATHEIMH
KHMJIKOKPUCTAUNINIECKUMH MOHUTOPAMH.

Onepannonnas cucrema Microsoft Windows 7/8, maxer opucnoro ITO Microsoft Office
2007/10/13. Bee nporpaMMHoe obecrieueH e MpeICTaBIEHO THIIEH3HOHHBIMH KOTHIMH.

Kanposbie yc10BHsI peajiH3alu NporpaMmbl

Peanmnzanmio oBpaszosarenpHOro mpomecca 00eCHEYHBAIOT NPENOABATENH, UMEIOIIHE IIPO-
(unsHOE 00pa3oBaHKe U CTAXK TIPETIOAABATEILCKOM IeATEIbHOCTH He MEeHee 3-X JIeT.
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VI. CHCTEMA OLHEHKH PE3YJIbTATOB OCBOEHMUSI
IMPOI'PAMMBbI

@opmbl aTTECTAIHH

[To ocHoBHBIM pasienam o6y4eHHS IPeyCMOTPEH IPOMEKYTOIHBIH KOHTPOJIb YCIIEBAEMOCTH
B (pOpMe IPaKTHYECKOH 3adeTHO# paGoTsl mmm ompoca. [lo OKOHUAHHIO 00yueHHus U MPOBO-
AMTCS UTOrOBas aTTeCTallMsl B BUIE MPAKTHYECKOH PabOThI, MPH YCIIEIIHOM BBITOTHEHHH KO-
TOPOH CIIymaTeno BbliaeTes ceprudukar (cuperensetso) AHO IO «MHCTHTYT CcoBpe-
MEHHOT'0 00pa3zoBaHus».

Kpurepun ouenkn ¢popm KonTpo.s

[lockoneky oOpa3oBaTenbHas AEATENEHOCTH B CHCTEME IONOJIHUTETHHOTO obpazoBaHus
IpeIoaraeT He TOJIBKO 00y4YeHHe JeTel onpeneIeHHbIM 3HAHAAM, YMEHHAM H HABBIKAM, HO
H Pa3sBUTHE IMOSHTHUBHBIX JTHYHOCTHBIX Ka4eCTB — (QOPMUPOBAHHE 0A30BLIX KOMIETCHIUMH, B
KaueCTBE OCHOBOIOJATAIONIEro MojaxXo/a K OLEHKe OCBOGHHs 00pa3oBaTENbHOM MMPOTpaMMBbI
OIpene/icH IOAXOM OTCICKUBAHHS AWHAMUKH JIMYHOCTHOTO PA3BHUTHS, YPOBHS OCBOCHUS
NpeIMETHONH 00JIaCTH M CTENEHH OCBOCHHS OCHOBHBIX OONIEYYeOHBIX KOMIETEHIM, T. €.
KOMIIETEHTHOCTHBIH MOIXOI.

OcHoBoronaralomumMu  KputepusiMi 3 GeKTHBHOCTH  peaTH3ariu 0o0pazoBareILHOM
[IPOrpaMMBI ¢ TOYKH 3PEHHS KOMIIETEHTHOCTHOTO IOAX0/1a SBJISETCS:

* CTeneHb ChOPMUPOBAHHOCTH KOMIIETEHIIHH (KaK KIHOYEBBIX, TaK H CIELHATBHBIX);
® JMHAMHUKA JOCTHXKEHHMH 00ydalolerocs: BO BIaJeHHH KOMIICTCHIIMSAMH.,

Jist oleHUBaHKs Pe3yILTATOB O0YYEHHS BO3MOKHO HCIIONb30BAHHE TAKUX THUIIOB KOH-
TPOIIsl, KaK [e/laroruyeckoe HabJIroIeHNe, TIeJarOrMYECKHH aHaIN3 Pe3y bTaToB aHKETHPOBA-
HHsl, MOHUTOPHHT, OIPOC, TECTUPOBAHKUE, 3a4eT, HHIAUBHIYAIIbHOE cOOeceI0BaHNe, MHCHLMEH-
HBIC OTBETB! HAa BOMIPOCHI, BBIIOIHEHHE MPAKTHYECKOH paboThl U T.J1.

Tecmogvie 3a0anus MOTYT OXBATEIBATH COJEPIKAHHE ONPEIETCHHBIX PA3IeIoB WIH BCe-
ro npoiaennHoro marepuaia. Muauunyansnoe cobecenoBanue, mHCEMeHHas paGoTa IPOBO-
JIATCS 1O pa3paboOTaHHBIM BOIPOCAM M0 OTAETBHOMY Y4eGHOMY 371EMEHTY IIPOrpamMMbl.

Jlnst oueHuBanus pesyabTaToOB OOyYeHHS B BHJIE YMEHHH U HABBIKOB UCIIOJIB3YIOTCH
npaKkmuieckue KOHMpoibHble 3a0aHUA, BKIIOYAIONINE OIHY HIIH HECKOIBKO 3a/1ad (BOIpo-
COB) B BHJIE KpaTKO# (hOPMYTHPOBKH JeHcTBHil (KOMIUIeKca IEeHCTBHIT), KOTOpBIE ClEayeT
BBINOJIHUTE, HIIM ONUCAHNE PE3YJIbTaTa, KOTOPBIA HYKHO ITOTYYHTS.

Kpumepuu oyenuganua snanuii, ymenuil, HagsiKos:

®  I0JIHOTA 3HAHHH TEOPETHIECKOI0 KOHTPOIHPYEMOTO MaTepHara;

®  [0JIHOTA 3HAHMI MMPAKTHYECKOTO KOHTPOIUPYEMOro MaTepHaia, JICMOHCTPALUSA YMEHUH
H HaBBIKOB PEIICHHs TUIIOBBIX 3a/a4, BBIIIOJIHCHUS THIIOBBIX 3aIaHHH/yIIPaKHEHHIA;

¢ YMCHHE M3BJICKATh U UCII0JIb30BATE OCHOBHYIO (BaXKHYIO) HH()OPMAIINIO U3 3a1aHHBIX
TEOPETHYICCKUX, HAYYHbIX, CIIPABOYHBIX, SHIUKIIONEIHUYECKUX HCTOYHHKOB;

®  YMEHHE COOMPATh, CHCTEMATH3MPOBATE, AHATM3UPOBATH U IPAMOTHO MCIIOIB30BATh HH-
dopManuio U3 caMOCTOATENLHO HAMNIEHHBIX TEOPETHYECKHX UCTOUYHHKOB;

®  yMeHHe cOOMpaTh, CHCTEMATH3HPOBATh, AHATU3UPOBATH U IrPaMOTHO HCII0JIb30BATh
NPaKTHYCCKUH MaTepual JUIs WTIOCTPALHHA TEOPETHYECKUX HOJIOMKEHHMIA;
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®  YMCHME CAMOCTOATENBHO pemarh npodiemMy/3azady Ha OCHOBE H3YYCHHBIX METO/IOB,
[IPUEMOB, TEXHOJIOTHIA;

L YMEHHUE SACHO, YETKO, JIOTHYHO H I'PaMOTHO H3J1araThb coOCTBEHHBIE PasMBINJIEHHA, O€-
JIaTh YMO3aKIKO4YEHHA H BBIBOJIbI,

YMEHHE 10JIb30BATHCS pecypcaMu r1o0ansHOM ceTH (MHTEpHET);

YMEHHE OIIpeNIeNATh, OPMYIHPOBATE MPOOIEMy H HAXOMHUTH MYTH €€ PCIICHHS;

YMCHHE CaMOCTOATE/IbHO IPHHAMATE PENIEHUS HAa OCHOBE NMPOBEIEHHBIX HCCIIE0BAHMIA;
YMEHHE U FOTOBHOCTh K HCIIOJIb30BAHUIO OCHOBHBIX (M3YYCHHBIX) IPHKIIAIHBIX IIPO-
IpaMMHBIX CPEJICTR;

® yYMEHHE CO3JaBaTh COJAEPIKATEIHHYIO IPE3eHTALHNIO BBITIOJHEHHONH padoTHI.

e @ o

Kpumepuu ouenku komnemenyuii:

e  CrnocoOHOCTh K MyOIHYHON KOMMYHHKAIHH;

e cnocobHocTh 3¢ dexTHBHO paboTaTh CAMOCTOATEHHO;

e crnocobHoCTh AP PeKTHBHO paboTaTh B KOMaH/IE;

® TOTOBHOCTb K COTPYJHHYECTBY, TOICPAHTHOCTD;

e crnocobHOCTE OpraHn3oBaTh 3QPeKTHBHYIO paboTy KOMaHIbI;

®  YMEHHE COOTHOCHTb PE3Y/bTaThl C LEIbIO;

e  yMecHHE 0OBEIUHATH MPEJIMETHI 10 00IIeMY IPU3HAKY, PA3IHYATE 11EJI0€ ¥ YaCTH,;

e  yMEHHE cO3/1aBaTh TBOPYECKHE pabOTEI;

®  yMEHHE CaMOCTOSITe/IbHO YCTAHABIMUBATH [IOC/ICIOBATEILHOCTE ACHCTBUIL ISl pelieHus
KOHKPETHOH 3aJjayH.

Kpumepuu ouenusanua ycmusix popm konmpons:
[TpoMexxyTO4YHBIH KOHTPOJIb B BUJE YCTHOTO OIIpOCa IpEeAIoaraeT CleAyIonHe Kpure-
puu:

® [0ONHOTA, IyOuHa, 000CHOBAaHHOCTh, APTYMEHTHPOBAHHOCTL OTBETA HA TOCTABJICHHBI
BOIIPOC;

® [IPH OLICHUBAHHH IPEJIMETHBIX KOMIETEHIIHH HCIIOJIB3YETCs ClIIYIOas IIKaa: «3a-
YTEHO»/ «HE3aYTEHOY,

e npoueHT HabpanHbIx Gaywios u3 100% Bo3MOKHBIX: OT 55% WM BBIIIE NPABHIIBHBIX OTBE-
TOB — «3a4TE€HO», MeHee 55% MpaBUIIBHBIX OTBETOB — «HE3aYTEHOY.

PasnoBuaHoCTH BONPOCOB IMokasarenn, 00su3aTebHbIE 1151 ONEHKH «3a4TEeHO»

OrteeT Ha BOMpPOC TEOPETHYECKOro Xa- | PackpbiTo OCHOBHOE cozepikande Bomnpoca. Mwmerorcs

pakTepa NpeacTaBiICHHA 00 OCHOBHBIX TE€PMHHAX pasjejia U B3au-
MOIIeﬁCTBHH NnpeaMeEToOB H ﬂBﬂEHHﬁ, KOTOpbIE OHH o0bo-
3HAYAIOT.

Otser Ha Bonpoc 06 oaHom u3 npen- | M3 orsera cieayer, 4to o6y4aemslii MOHUMAaeT NPUHLIMN
METOB W/H SIBJIEHHH W3YYEHHOro pas- | paboThl NpeaMeTa WK SIBJICHHS, PACKPLITHI €0 Ha3Haue-

zena. HHE U OCHOBHbIE (DYHKLIHH.
Otset Ha BOMpoC 0 nopsazke BbinosHe- | M3noxkeHsl OCHOBHBIE AeHCTBMA, HeOOGXOAMMEBIE /LIS Bbi-
HHS oTiepalui nonHenus omnepauuid. IlocnenoBatensHOCTh JeiCTBMIA

MO3BOJIMT JOCTHYB TPeOYEMOro pesyabTara.

Peluenue pacuerHoi 3a1aum, npumepa | [TokasaH nopsgok pacyeToB, KOTOPbIA MOMET IPUBECTH K
NOY4EHHIO HEOOXOAMMOro pesysbrarta. JonyuieHsl He-
CYIIECTBEHHBIE OIIMOKH B BLIMMCIEHHUSX.
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Kpumepuu oyenusanun npakmuueckux pasom:

IIpoMeXyTOYHBIA/MTOTOBBIH KOHTPONIb B BHJAE IPaKTHYECKOI paboTHl mpejroaraer
CIIeIyIOIHE KPHTEPHH:

* 3HaHHME CICLUH(HKA H BO3MOXKHOCTH ONEPAIMOHHON crcTeMbl Microsoft Windows 7/8,
OCHOB HHTepdelica H NPUHIAIOB B3aHMOIEHCTBHS C HOJIB30BATE/IEM:;

®  0cOOCHHOCTEH U CrICUM(UKH HCTIOTH30BAHHS OTAEIBHEIX IPOrPaMM O(GHCHOTO aKeTa
Microsoft Office 2007/10/13, ux nuTepdeiicoB i NPHHIMIOB B3aUMOAEHCTBHS C TIOJb-
30BaTelleM;

¢  0a30BBIX IPUHIHUIIOB YCTPOlHCTBA U GyHkunonnporanus JIBC u cetn Hntepnuer;

®  TIpH OLCHHBAHWH NPEJMETHBIX KOMIETEHIMI UCIIOIB3YeTCA ClleyIomas IKaua; «3a-
YTEHOY» «HE3aYTEHO;

®  1poueHT HaOpaHHEIX 6amToB 13 100% BO3MOXKHBIX: OT 55% ¥ BEINIE BBIIOTHEHUS
IPEABABIIAEMBIX K IPaKTHYECKOH paboTe TpeGoBaHHi — «3a4TeHO», MeHee 55% BbI-
TIOJTHEHHA IPEIBABISEMBIX K IPAKTHYECKOH paboTe TpeGoBaHMN — «HE3auTeHO».
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Ouenounble MaTepHaJbl

MaTtepuabl 4151 NPOBeAeHHs KOHTPOJbHBIX ONIPOCOB

Paspen 1

Obuue cBeaenus 06 HHPOPMATHKE H BHIYHCIAUTEIbHON Texnuke. OcHoB-
Hble cBeenusi 00 IBM

R =

S

IIpaBuia u Mepsl Oe3omacHoil pabOTHI ¢ BEIMUCIUTEILHON TEXHUKOM

E munauier n3amepenus uadopmaniu.

Buibl 1 OCHOBHEIE XapaKTEPUCTHKH HOCHTEJIEH JTaHHBIX.

Texnuueckne xapakTepUCTHKH KoMIbioTepa. @opM-(akTopsl COBPEMEHHBIX KOMIIBIOTE-
POB ¥ X 0COOEHHOCTH.

OcHoBHBIE yCTpOHCTBA KOMIILIOTEPA M UX HAa3HAYCHHE.

VYerpoiicta xpanenus uHdpopmanuu: Flash-mamars, HDD, T13V.

IIpaBuna BKIIOUEHHUS, ITepe3arpy3ku U BBIKIIIOYEHHS KOMIBIOTEPA.

OcHOBHBIE 37IEMEHTEI KJIaBHATYyphl U €€ UCIOJIL30BAHUS JIJIS BBOJA JIAHHBIX M YIIpaBIe-
HHS BEIUUCIHTEILHONR CHCTEMOIH.

Paszpnen 2
IIporpammuoe ob6ecnneuenne IBM. OcHoBBbI padoThI B ONIEPALMOHHON CH-
creme Microsoft Windows 7/8

L

[lonsTHe 0 komanzax u mnporpammax. Ompenenenue mporpaMmbl. Knaccudukaiius
Iporpamm.

2. OOmme cBeeHus 06 onepallMOHHON CHCTEME, PA3TMYHBIC ONEPALIMOHHBIC CHCTEMBI.
3. YmpasneHue KOMIBIOTEPOM C IIOMOIIBIO onepanuMoHHO# cucTemsl. MuTepdeiic onepa-
IIMOHHO} cucTeMbl. HaBuraius B ¢aiinoBoii cucreme.
4. TlopxmoueHwe BHENIHMX YCTpoilcTB K KommbioTepy. JlpaiiBep yctpoiictBa. Ilomck,
yCcTaHOBKa, OOHOBJIEHHE JApaiBEepOB.
5. llepememenue mo mamkam, IPOCMOTpP COAEPXKUMOro marnok. I1yTH K mankam u mojgHoe
ums (hainos.
6. 3amyck mpHKIATHBIX IPOTPAMM.
7. llanens 3agad u ee anemMenTsl. [lepexioyeHne Mex Iy MporpaMMaMH.
8. Omnepanun ¢ nankamu 1 GaiiaMu: Co3aHNe MANKH, KOIMUPOBAHHE U MEPECHLIKA NATOK H
(aiinos, nepeMMeHOBaHUe NANOK U (aiiIoB, yaaneHue namok u Gaisos.
9. bydep oOmena u kop3uHa.
10. Tlouck ¢aitoB 1 mamok.
11. OcuoBsl paboTsl ¢ apxuBaropaMu WinRAR u WinZIP.
12. Haznauenue u HacTpoiika npourpsisarens Windows Media.
13. [Ipu3Haky 3apakeHHs KOMIBIOTEpa BHpycaMi. Mepbl, CHHKAIOIIHE OIacHOCTh 3apaike-
HUSA KOMIIBIOTEPHBIMH BHPYCaMH.
14. Bujibl aHTUBHPYCHBIX IPOrpaMM M paboTa ¢ HUMH.
Paznen 6
OGmue cBeleHHS O ceTHAX H ceTeBbIX TexHoMorusX. OcHoBbI paboThl B CeTH
Hutepuer
1. Cerun DBM. Hx Ha3sHauCHHC U KIacCH(HKAIHA.
2. Texnonorns WWW, tenekondepeniuu, renedonus.
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10.
I1.
12.
13,
14.
15.
16.
14,
18.
19.

IIporpammuoe obecnedenue s pa6otsi B INTERNET

IlonsTue anpeca, pecypcea, CTpaHHIls], caiiTa.

Hacrtpoiika Gpaysepa

Homamnss crpanunna. PaGora ¢ 3akinankamu.

OTKpBITHE BKJIQJIKH B HOBOM OKHE

MeTozp! noyrcka HHGOPMAIHH ¥ COXpaHEHHs e Ha CBOeM KOMIIBIOTEpE.

OrnpaBka H MOTyYenHe 3J1eKTPOHHBIX THCEM OJHOMY HJIH HECKOJIBKUM ajjpecatam
OrnpaBka U nony4yeHue BIOKECHHH.

Pabota co cIMCKOM KOPPECIIOHIEHTOB.

Co3nanue, coxpaHeHne M OTIIPaBKa 3JIEKTPOHHOM KoppecronaeHmun 8 MS Outlook.
Hasuauenue u BO3MOXKHOCTH mporpamMmsl Skype.

YcranoBka u HacTpoiika Skype.

[Touck u nobasnenue kouraktoB Skype.

OOmen MruoBeHHBIMH coodnienusiMu B Skype.

Kak cnenate Bu1eoBbI30B KoHTaKTa. Kak OTBETHTH MJIH OTKIOHHTH BXOJISAIINIA BBI30B.
HemoncTpanus sxpana B Skype.

[lepecsbuika daiinos ¢ ucrons3oBannem Skype.

MarepuaJibl 1JIsl IPAKTHYECKHX padoT

Pasnen 3
Texcroselii pepakrop Microsoft Word 2007/10/13

1.

10.

11,

12.

3anyctuts nporpammy Word. BBITOTHHTE ynpakHEHHsS MO BBOJAY TEKCTa, HH(PPOBBIX
JIaHHBIX, 3HAKOB IIPEIIMHAHK, CHMBOJIOB Ha PYCCKOH M aHTTIHHCKON packnaakax.
BeinomuuTe ynpaxkHeHue 10 BBOJY TeKCTa MIPH(TaMH PasIMYHOrO Keris, TrapHHTYPEI,
IIBETA.

Coxpanutb HaOpaHHBIH TEKCT C 3a/lAHHBIM HMEHEM B 3aJaHHYIO MAIKy. CoxpaHuTh
VMEIOIIHHCS JIOKYMEHT ¢ HOBBIM HMEHEM B ITY XK€ MalKy.

M3MCHUTS B 33 laHHOM TEKCTe HauyepTaHHe, IONYEPKUBAHKE, 3auepKyuBanye. BeecTH Xu-
MHYECKHE U MareMaTH4ecKue (GOpMyJIbl ¢ HCIIONB30BAHMEM BEPXHHX M HIDKHHX HHJICK-
COB.

BBIoIHETE BbIAEIEHHE TEKCTA PAa3THYHBIMA LBETAMH, HACTPOHKY MHTEPBAJIOB, TEKCTO-
BBIX 3(exToB.

BBectn cTpOKHM 3a1aHHOTO TEKCTA C BEIPABHHBAEM I10 JIEBOMY Kparo, TIPaBOMy Kpaio, 110
LIEHTPY M I10 IIAPHHE.

BBecTH HOBBIH TEKCT ¢ yCTAHOBKOH OTCTyNa MepBO CTPOKHM, OTCTYIIA ClieBa, OTCTYIA
CIIpaBa, BEICTYIA CTPOKH B COOTBETCTBHH C 3aJaHHEM.

CromupoBats GopmaT M THepeHecTH Ha Apyroif (parMeHT TekcTa (hopmaTHpoBaHue
mpudTa, popmarupoBanue ab3ana.

B yueOmoM TekcTe BRIMOMHHTH mpoOBepKYy opdorpadHH W HCIPABATH OLIMOKH.
[TonoGpaTh CHHOHMMBI K TIOBTOPSIOLIMMCS CIIOBAM.

[Tokasate CrIOCOOBI BBIIEEHHS CIOBA, CTPOKH ab3amna, BCEro JOKYMEHTA, HECKOIbKUX
pasziebHBIX (pparMeHToB.

[lepememenue n KonnpoBanye BEIIEICHHOTO (hparMeHTa MEPETACKUBAHNEM H C HCIIOb-
3oBaHueM OyQepa oOmena. Pasmidnsie BapuanThl BeTaBku U3 Gydepa obmena.

Co31aTh HyMEpOBaHHBINH CIHCOK Pa3jIM4HBIMH criocofaMu. M3MeHuts (opmaT HOMepa,
HagaipHOe 3Hayenue. Co3JaTe MHOTOYPOBHEBBIH CIIHCOK 1O 0Gpasiy.
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13.
14.
15.
16.
17

18.
19,

20.

Co3panue MapKUpOBaHHBIX CIHCKOB. M3MeHeHue MapkepoB, H3MEHEHHE pa3Mepa H IiBe-
Ta MapkepoB. LIpudTe! 17151 BEIOOpa MapKepoB.

@®opmaTHpOBaHUE TEKCTA B HECKOIBKO KONMOHOK. Co3janue pa3ienoB B JOKYMEHTAX.
Jlo6aBUTH TaOMUIIBI B JOKYMEHT pa3IUUHBIMU CIIOCOOaMH.

JloGapuTh B CyIIECTBYIOLIYIO TAOIHILy HOBBIE CTPOKH, HOBbIE KOJIOHKH. OObeIMHEHHE
siueeK TabIULIbI.

Jlo6aBuTh B CyNIeCTBYIONIMH JOKYMEHT u3o0paxkeHus u3 Qaiina, U3 HHTEpHETa, U3 KO-
NeKIHMU KapTUHOK. BeIOpars pa3inyHele crioco0b! pazMerieHus n300pakeHuil B TEKCTe.
Co3paTh Konnax u3 GUryp, HCIOIL3Ys pa3InyHbIe 3aJIUBKH, TPYIIIHPOBAHHUE JIEMEHTOB.
Co3znaTte H300pakeHHe MakeTa C HCIOJb30BaHHeM (QHUIYp H HAcTpoeK o0beMa, 3aJIHBKH,
TeHed u apyrux 3¢ GHexTos.

HactpouTh mapameTpsl CTpaHHUIl CBOHX JOKYMEHTOB 10 00pa3sily W NOJAIOTOBHThH JOKY-
MEHT K TIeYaTH.

Pasnen 4
Penakrop snexkTponnbix Tabaun Microsoft Excel 2007/10/13

L.

3anyctutk iporpamMMy Excel. BBecTn TekcToBBIE maHHBIE B cocenHue Adeiku. Otpery-
JTMPOBaTh HIMPHHY KOJIOHOK, BBICOTY CTPOK. BBecTHM HOBBIE JaHHBIC B f4eHKY, JOMOJ-
HHTH UMEIOLIUICS TEKCT B siUeiKe U B CTPOKe GopMyIL.

Co31ats HECKOJIBKO HOBBIX JTHCTOB. [IpucBouTs MM MMeHa. CKOMUPOBATH MEPBBLIi IUCT U
BCTABUTH €ro emie aBa pasa. V3MeHHWTh MMEHa HOBBIX ITUCTOB. M3MEHHUTH NOpPAIOK
0TOOpaXeHHUs JTUCTOB.

Co3aarh HOBYIO YHCTYIO KHUTY M COXPAaHUTh €€ C YKa3aHHBIM MMEHEM B CBOIO MAIKYy.
3axpeiTh nporpamMmmy Excel. OTKpbITh CO31aHHYIO KHUTY € HCIIOJIb30BAaHHEM CCBHUIKH B
menio [TYCK. CoxpaHuTh KHHUTY C APYTHM MMEHEeM B yKaszaHHyio nanky. Cosnate u co-
XpaHUTh HOBYIO KHHTY II0 OJTHOMY M3 1I1a0I0HOB.

[TepeiiTi k sveiike ¢ 3aJlaHHBIM aJpecoM. BBeCTH JaHHBIE B pa3IH4HBIX (opmaTax
(YMCIIOBOI, ACHEIKHBIH, (MHAHCOBBIH, BpeMs, AaTa).

ITokasats ocobennocty npouentHoro ¢opmara. Msmenurts orobpaxkenue siueex ¢ Gop-
maroM aatel. JloGaBuTE nprMeyaHue B s9eHKy. Y IanuTh IpUMEYaHHue.

Brigenenue syeiiku, OJ0Ka f4eeK, HECKOJIBKHX HecBs3aHHBIX oOnacteil. CkonmupoBaTh
JIMana3oH f4€eK W BCTaBUTh €ro Ha ApYroif aucT. BeiaenuTs 00K sUeek M neperaniTh
ero Ha Jipyroe Mecto. JJoOaBUTh HECKOJIBKO CTPOK (KOJIOHOK) BHYTPH CO3JaHHOM Tabm-
1Bl Y JaJIHTh CO3[aHHBIE CTPOKH (KOMOHKHU). CKPBITH KOJIOHKH, 3aTeM 0TOOPasHuTh HX.
CnocoboM aBTO3alOIHEHUS CO3/1aTh MOCIEAOBATEIEHOCTH HATYPAIbHBIX YHCEN, 3aIl0I-
HHUTh CTPOKY OJIMHAKOBBIMM YHCJIaMH, JaTaMH, TeKCToM. Co31aTh M 3al0IHUT rpaduKu
JEeKYPCTB ¢ pasH4YHbBIMK nepuojaMu. Co3aTh MOCIENOBATEIFHOCTH C 3aJaHHBIM IHa-
TOM.

Co3nare TabnuIe! A1 BBIYHCICHHS CYMMBI, IPOU3BEICHUS JIBYX YHCEIL.

3anonsuTe ¥ oGopMuTh TabaHLy mpaiic-mHcTa o 06pasny. Ckonmposarhk Tabuuily Ha
Apyro# JcT ¥ npeobpa3oBarhk €€ B HaKIaJHYIO Ha npoaaxy. Hactpouts dopmyisl s
pacyera CTOMMOCTH TOBapa, BCeH IOKYIIKH, IepecyeTa B pyOIH B3 HHOCTPAHHOM BajIOThI
C MCIIOJIBb30BAHHEM aBTO3aNONHEHUs (OopMyIl, 3anpeTa MOAH(HKAIIMK afpeca, aBTOCYM-
MBI, a0COJIFOTHBIX CCBUIOK.
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10.

11.

12,

13

14.

15.

M3 noAroToBIeHHON TAGIMIBI ¢ HCIIOIB30BAHHEM CTaHIAPTHBIX (YHKIHH BeIOpaTh MaK-
CHMAJIbHO, MHHUMAILHOS 3HAYCHHUA, PACCUMTATh CPE/IHEE 3HAUCHHE IIOKa3aTelel, cyM-
MBI 110 K&XK10MYy cToJI01y U 110 Beeil Tabiuie.

OrcoprupoBarh CTPOKH B 3a/aHHOM Tabiuie B andaBHTHOM MOPAZIKE, 110 yOBIBAHHIO 110-
Ka3arefis. BeiOpaTh cTpOKH ¢ onpeie/IleHHBIMH 3HAYEHHIMH.

Cospate Tabnuny mo obpasiy. Jins xomosok «JleHs Hememmy, «Homep sy, «Becy
YCTaHOBUTE MPOBEPKY BBOAHMMBIX JIAHHBIX M 3aJiaiiTe coobuenus o6 ommubke. Breaure
J@HBI U3 Pa3spelIeHHoro | 3anpeleHHoro AUana3oHa.

. B 3anganmoli TabmmIle MOACYMTATH KOJNMYECTBO 3aHATHIX SUCEK B KAKION CTPOKe.

IToacuuTaTh cymMMy 3HAY€HH, MPEBBIIAIONINX 3a1aHHBII IOpOT.

[Toctpouts rpaduk, orobpaxaromuii uiMeHeHHe 06BEMA IpoAaXK [0 MecsAIaM.
Hacrpoiite otobpaskenue rpaduka B pasiHgHBIX PeXKHMaX.

[octpouts auarpamMmy, 0TOGPaKAIOIYIO 00 CTOMMOCTH COCTABHBIX 9ACTEH KOMITBIO-
Teépa B CTOMMOCTH BCEro u3jenus. M3MeHuTe BHI JAHarpaMMsl, 0TOOpakeHHe TereH/pl,
MOANKACEeH, 3arojI0BKa.

Pazgen 5

IIporpamma noaroToBKH 3J1eKTPOHHBIX npe3enTaunii Microsoft PowerPoint
2007/10/13

1.

il e i -

10.

11

12.

3anycruts nporpammy PowerPoint. Coszats HOBYIO npe3eHTALHIO 10 OJIHOMY H3 1malb-
n0HOB. COXPAaHUTh B CBOIO MANKY ¢ YKAa3aHHBIM HMEHEM. 3aIl0JIHUTh 3ar0JI0BOK M [0/I3a-
TOJIOBOK IepBOro cnaiaa. CoXpaHUTh IPE3EHTALMIO C IPYTHM HMEHEM.

Co3sznars HOBYIO mpeseHTanuI0. BeiOpars au3aitH ohopMIeHHs ClIaii0B. 3aMoNIHHT 3a-
TOJIOBOK M 110/13ar0/I0BOK. COXPAaHHUTH [IPE3EHTALIHIO ¢ IIPE/UIOKEHHBIM HMEHEM.
Hobasutk cnakiz ¢ MakeToM «3aroyioBok u 006eKT». JJ0OaBHTH Ha HOBBII CIaii PUCYHOK
u3 (aiina. CKONMpPoOBaTh PUCYHOK M3 YKA3aHHOM IMAnK{ W BCTABMTH Ha CANIL [Tepera-
IIMTh PUCYHOK U3 OKHA IPOBOJHHUKA HA Claiijl.

Cospats cnaiin ¢ Mmaketom «Ilycroit cnaiiny. Jlo6aBuTh Ha caiiy TekcT HHCTPYMEHTOM
«Hanmuce». CkonupoBaTh ()parMeHT TeKcTa M BCTABHTH HA CIaiijl. Cxonuposarh He-
OounblIoM TeKCTOBBIH (aili, comepaluii TabIMIly, BCTABHTH Ha OTACIBHBIH Claiil,
Crhenare Ha ciaiijic KOIa) M3 HECKONBKHX IIBETHBIX (QHUIYP.

HoGasuth Ha craiin GparMeHTs BUIEO U ay[HO3aMHuCeii 1 HAaCTPOHTh HX JI€MOHCTPAIHIO.
Berasuts Ha cnaiin Tabmiiy Excel pasnuussivu criocobamu.

Belonsuts GpopmaTuposanne TeKCTOB M Tabmui 1o o6pasiy. U3MeHuTs pacnonoxeHue
00BEKTOB Ha CIali/Ie ¢ HCIOJIb30BAHMEM HANPABJISIONIHX JIHHHIA,

VI3MeHATE NOPA/IOK C1aiiioB B aucierydepe cnaiifos. CKOMMPOBATE U BCTABHTH HECKOTh-
KO ClIai10B. Y JaJIUTh OJTHH ClIaid]l.

Hactpouts pasnuyble mepexosl Ul KakIOTO OTAEIBHOTO ciaitaa. MaMeHHTh UiH-
TEJIbHOCTD IEMOHCTPAIHH CIIAH/I0B H JUIMTEILHOCTh CAMHX [EPEX0JI0B. YCTAHOBUTE OI-
HOH KOMaH/I0# [ BCEX ClIaiI0B OMHHAKOBBIN MepexXo/l ¢ HeGOBIIOi JUTHTEIBHOCTHIO.

- MsMeHuTb cTiitb 1 dopmar pouna xaxmoro ciaiiza. Ha kaxuoM craiiie HACTPOHTH pas-

JIMYHBIE BAapUAHTBl 3AIMBKH TEKCTYpOH, pPHCYHKAMH, KapTUHKAMH. YCTaHOBHTE
BBIOpaHHBI PHCYHOK B Ka4ecTBe (hOHA It BCeX CIIAM/IOB.

Ilpusectn samuch feMoHCTpamuy npeseHTanuy. HacTpouTs HempephBHYIO JEMOHCTpa-
IHIO [IPE3EHTAIMHU B [TOJTHOOKPAHHOM DEKHME.
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13.

14.
5.
16.

Jl06aBuTE M1 PHCYHKOB M Hammucel 3¢ dexTsl BXxoa, BBIIETICHUS, BBIX0AA TaK, YTOOLI
OHH CMEHSUIH APYT Apyra IpH AeMOHCTpALMH clafiia.

J1o0aBUTE B IIpe3eHTALNIO YIPABIAIONINE KHOIKH M TUIIEPCCHUIKH.

Co3nath npe3eHTallM| B BUJIE HHTEPAKTUBHONU BUKTOPHHBL.

CoxpaHNTh NIPE3EHTAIUIO B BU/IE BH/ICO3AMHCH.

Marepna.ﬂbl AJIsl MpoBeJeHH S HTOr0OBOM npam‘nqecmoﬁ paﬁoTbl

%

oo

10.

11

12,

13

14.

13,

16.

17.

18.

19!

3anyctuts nporpaMmsl IIposonnuk, brokuor, Paint, Kanskynsarop. [Tokaszats croco6n1
MepeKIIoOUeHUs MEX Iy mporpaMMaMu. CBepHYTE, pa3BepHYTH IIPOTPAMMBI, Pa3MEeCTHTh
JIBA OKHA PSIZIOM, H3MEHUTH pa3Mephbl OKOH.

3akpenuTs nmporpamMmy KambKynsTop B maHenu 3aaad.

CkonupoBats Habop y4eOHBIX MAaHHBIX Ha (uem-Hakomutenb. [IpaBMiIbBHO H3BJIEUb
¢em-HakonuTens. [lepeHecTH TaHHBIE Ha IPYTO# KOMIIBIOTED.

Haiitu u BeIOpaTh U3 HaOOpa y4eOHBIX JAaHHBIX Pa3JIMYHBIC JAHHLIC M Pa3MECTHTh UX B
3a/IaHHBIX TanKax.

Co3zars ¥3 MOJIy4eHHBIX HAOOPOB JaHHBIX JABa apxuBa. [lepenecTH apXuBbI Ha ApYroit
KOMIIBIOTED M M3BJI€Yb U3 HUX JIAHHEIE.

13 yka3aHHOro JOKYMEHTa CKOIHPOBATh M NEPEHECTH B HOBLIH JOKYMEHT HECKOIBKO
ab3aues u Tabiuiy. B HOBOM JokyMenTe u3MeHHUTH ¢opmaT mipudra u adb3auna mo obd-
pasity. B tabiuny 100aBuTh 0/IHY KOJOHKY M J€CATh HOBBIX CTPOK.

Co3/1aTh MaKeT KJIaCCHOTO XKypHAla yueTa IMOCEIIeHUS 3aHIATHIl U YCIIeBaeMOCTH.
Co3zgath MakeT Oj1aHKa 3asBJEHUsS O IPUEME Ha KOMITBKOTEPHBIE KYPCHI 110 00pasiy.

B y4eOHOM TeKkcTe BBHINOJHUTE NPOBEPKY opdorpaduu M HCIPaBUTE OLIMOKH.
[Tomo6pars CHHOHMMBI K TOBTOPSIOLIMMCS CIIOBAM.

Crenarp OTYET O MYTEIIECTBUH ¢ JoOaBIeHreM H300paXKeHu U TabIUIl ¥ IPUMEHEHHEM
HYMEPOBAHHBIX H MApKHPOBAHHBIX CIIMCKOB.

. OtdopmaTHpOoBaTh B yKa3aHHOM TeKcTe (parMeHTHl B OJIHY, /IBE€ M TPU KOJIOHKH C IO-

OapneHreM U300paxKeHUH.
[ToAroTOBHTE KpAacOYHOE MPUTTIALICHHE Ha BBINYCKHOM Oal.

. Co3nats Tabnuiy ans pacuera HauMcIeHHOH 3apaboTHoM muaTel, Hamora HIADII u cymm

K BblJIa4ye Ha PYKH.

Co3nare Tabmuny st pacueta oOIied CTOMMOCTH TOKYTIKH, CKUIKH, 3aBHCSIICH OT 00-
11ef CyMMBbI, CYMMBI, IIOJUIEXKAIIEH OIIaTe ¢ y4eTOM CKUIKH M CIa49H, KOTOPYIO HeoOXo-
MO C/1aTh IIOKYIIATEe 0 B 3aBUCHMOCTH OT BBEJIEHHOM OIIATHI.

[TocTpouTs KPYroByro auarpamMMmy CTPYKTYPhl MOCEBHBIX TUIOMIANCH IO 3aJaHHBIM HC-
XOIHBIM AaHHBIM. OGOpPMUTE IUarpaMMy Ha OTIEILHOM JIHCTE.

[Toctpouts rpaduk nmomMecsyHbIX NMPOJAK HECKOMBKAMH MEHe/DKepaMH 3a MpoIie/ i
roa. OdgopMuts rpaduk Ha OTACTHLHOM JIUCTE.

[To 3amaHHBIM MCXOJHBIM IAHHBIM BHIOpPAaTh MakCHMalbHOE, MHHUMAJILHOE 3HAYEHHE.
PaccunTtate 115 Kaxk0H CTPOKH OTKJIOHEHHE OT CPEJTHEr0 3HAYEHUS U BBIBECTH rpaduk.
Co3zpats npeseHTammo «As30yka». [lng xaxnoi OyKBEI clieliaTh OT/ENbHBIN ClIali] ¢ yBe-
NMYEHHBIM H300paykeHHeM OyKBbI, IPUMEpPaMU IPeAMETOB Ha 3Ty OyKBY M uMX n300pa-
JKEHUM.

Cospgare npe3eHTALHWIO A7 NPOBEPKH 3HAHMM 10 JIIOOMMOMY INKOJIBHOMY IIPEIMETY.
IIpu ycnemsoM NpOXOXKASHHH MPOBEPKH MODKEH BKIIOUHTHLCA MY3BIKAILHBIA HIIH BH-
Jie0 parmMeHT.
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20.

21

22,

23.

24.

25.

26.

27.
28.

Cosate mpeseHTaNuio /I HMHTALMA MYJIHTHILTAKAIMHA U HACTPOUTE ee HENPEPBIBHYIO
JEMOHCTPALHIO.

Cosnate npesenTanuio « JKCKYpCHs», B KOTOPOif H30GpaXkeHHs 0OBEKTOR H MX OMHCAHUS
HEIPEPBIBHO ABTOMATUYECKH IUIABHO CMEHSIOT JIPYT JIpyTa.

Haittu B uHTEpHETE GHOrpadwIo H3BECTHOrO yueHOro WM My3blKanTa. W3 Halizennoro
Marepraia CKOMIIHIHPOBATh JOKYMEHT C TEKCTOM H H300paXkKeHHsAMIL.

Haiitn B unrepnere ommcanne c6Opku KoMmbroTepa H CKOMITHIIMPOBATh JIOKYMEHT C
TEKCTOM U HILTIOCTPAIHAMH.

OTnpaBuTh yKa3aHHOMY ajpecaTy MO 37TeKTPOHHOH [OYTe MHCHMO C IpEeTOKEeHHEM O
coTpynauyectse. C MUCHMOM Iepeciarh MPOeKT JA0roBopa.

Pasociate HeckonbkMM ajipecaTam NpHUITIAMEHHS HA BRITYCKHOMN 6at1. C MHCHMOM nepe-
CIIaTh MOJATOTOBJICHHYIO OTKPBITKY.

B nporpamme Skype HaliTH KOHTAKT 110 H3BECTHOMY afipecy 3/1eKTPOHHOH HOYTH H OT-
NPaBUTh MUCHMO ¢ IPOck00it 106aBUTH cebsl B CIIMCOK KOHTAKTOB.

BLImosiHUTE BUACONEPEroBOPEI ¢ APYrHM CIIyLIaTeieM B mporpamme Skype.

C ncnonp3oBanneM nporpaMmel Skype 0GMEHATECA ¢ APYTUM  CIryliaTesnem n300pae-
HUSAMH H TEKCTOBBIMH JIOKYMEHTAMH
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VII. YYEBHO-METOAUYECKHUE, UTH®OPMALIMOHHDbIE
MATEPHUAJIbI, OBECIIEYUBAIOIIHUE PEAJIM3ALIUIO
IMPOI'PAMMBI

Cnucok 0CHOBHOH peKOMeHAYeMOoii JTUTepPaATYPhbl

K pazneny 1

«O0mue cpenenus 00 HHGopMaTHKE H BHIYHCIHTEILHOIT Texunke. OCHOBHbBIE CBeIeHHs
00 DBM»

Miomrep, Cxorr. Mopgepumzaimss u pemont [IK, 19-e wmsmanme  (+CD).
[lep. ¢ anrit. — M. : M3parensckuit jom «Buibsmey, 2011, — 1072 c. : ui. ISBN 978-5-8459-1668-6

K pazpeny 2
«OcHoBbl paboThI B ONEPANHOHHOIT cHCTEMe
Microsoft Windows 7/8 Professional»

Jhxoau [pernmepnay u [hxoiic Koke. Windows 7. Pycckas Bepeust (+ CD-ROM). Windows 7: Step by
Step. Cepust: 11ar 3a marom. M3narensctso: DKOM [labmumeps, 2010 r. Msirkast obnoxka, 640 ctp.
ISBN 978-5-9790-0108-1, 978-0-7356-2667-6

[Ton Mak-®enpuc. Microsoft Windows 7. Ilonaoe pyxoBoacto — M. : M3maTensckuii qom
«Bunbsmey, 2010. — 800 c. : un. ISBN 978-5-8459-1614-3

Anexceit Yekmapen. Microsoft Windows 7 muist noas3osareseit (+ DVD-ROM) ; — Cu6. :
BXB-Ilerepbypr, 2010. — 560 c. : un. — (B noxnuHHEUKE).
ISBN 978-5-9775-0496-6

K pazneny 3
«Texcrospiii pegakrop Microsoft Office Word 2007/10/13»

A. TI. Ceprees. Microsoft Office 2010. Camoyuutens. — M. : Jluanextuka, 2010. — 624 c. : un.
ISBN 978-5-8459-1661-7

Microsoft Office 2010. Pycckas sepeus (+ CD) / Kepruc . ®pait, Jxoiic Koke, [hxoan Jlambepr —
M. : Dxom nabmeps, 2011. — 778 ;5 : HIL
ISBN 978-5-9790-0141-8

Crus Jhxoncon. Microsoft Office 2007. Microsoft Office Word 2007 on Demand. Cepusi: IIpocto u
HarsHo. M3narensctso: HT Ipece, 2009 r. Msrkas obnoxka, 720 crp. ISB 978-5-477-00921-3

Jix. Koke, C. Jlambepr, K. Mroppeii, K. ®paii, Jhx. IIpermepray. Microsoft Office System 2007.
Pycckas Bepeus (+ CD-ROM). Microsoft Office System 2007: Step by Step. Cepus: I1lar 3a marom.
M3paremscteo: DKOM Ilabmumeps, 2007 r. Msrkast o6noxka, 928 crp. ISBN 978-5-9790-0035-0,
978-0-7356-2278-7

K pazpeny 4
«PenakTop 31eKTPOHHBIX
taoaun Microsoft Office Excel 2007/10/13»

A. I1. Cepreer. Microsoft Office 2010. Camoyunrens. — M. : Jnanexktuka, 2010. — 624 ¢. : w.
ISBN 978-5-8459-1661-7
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Microsoft Office 2010. Pycckas pepeust (+ CD) / Kepruc 1. ®pait, Jlxoiic Koke, [hxoan Jlambepr —
M. : DKoM nabJmimeps, 2011. — 778 3 : HIL.
ISBN 978-5-9790-0141-8

Microsoft Office Excel 2010 (+ CD-ROM) / Bukrop JIo/mKeHKOB, Anexcanjp Cryuenxos — CII6.
BXB-IlerepGypr, 2011. — 816 c. : w1 — (B noammmuKe).

ISBN 978-5-9775-0594-9

Hox. Koke, C. JlamGepr, K. Mioppeit, K. ®pait, [bx. IIpermepnay. Microsoft Office System 2007.
Pyccxast epenst (+ CD-ROM). Microsoft Office System 2007: Step by Step. Cepus: I1lar 3a marom.
M3 parenserso: DKOM TMaGmmeps, 2007 r. Markas obnoxka, 928 crp. ISBN 978-5-9790-0035-0,
978-0-7356-2278-7

K pazneay 5
«IIporpaMma moaAroTOBKH 3J1eKTPOHHLIX npe3enTanuii Microsoft Office PowerPoint
2007/10/13»

A. I1. Ceprees. Microsoft Office 2010. Camoyuuresns. — M. : Jlnanextuka, 2010. — 624 ¢. - wiL.
ISBN 978-5-8459-1661-7

Microsoft Office 2010. Pycckas Bepeust (+ CD) / Kepruc 1. ®pait, [ixoiic Kokc, Jlbxoan JlamGepr —

M. ] DKoM nabmiuineps, 2011. — 778 C. : HIL.
ISBN 978-5-9790-0141-8

Bacumaii Jleonos. PowerPoint 2010 ¢ Hynst. : — M. : Dkemo, 2010. — 320 ¢. : w1 ISBN 978-5-
699-42315-6

K pazxeny 6

«O0mme cBexennst 0 CETSIX H CETEBBIX TeXHO0rHsX. OcHOBBI paboTh B cern Murepner»

Muteprer. [lpakruyeckas summotoneyst or ComputerBild (+ DVD-ROM). — W3bpannoe ot
ComputerBild, 2010. — 516 c. : 1. ISBN 978-5-94387-605-9

Buramii Jleontses. Hoseftmas sammctonems. Kommsrorep u Mateprer 2012. — Omva Meymia
I'pyrm, 2011.— 960 ¢c. : wr.  ISBN 978-5-373-04368-7
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CnucoK J0N0JTHHTEIbHOH JHTepaATypbI

K pasgeny 1

«O6mue ceexenns 06 nuopMaTHKe U BRIMACIHTEIbHOI Texnnke. OcHOBHbIE CBeIeHHs
06 9BM»

Miomep, Ckorr.  Mopepamsatms  u pemont TIK, 19-  mpasmwe  (+CD).
Ilep. ¢ anrt. — M. : Usmarensckuit nom «Bumbsmey, 2011. — 1072 ¢. @ w.

ISBN 978-5-8459-1668-6

K pa3zneny 2

«OcnoBbl padoThI B ONIEPANHOHHOIT cHCTEMe

Microsoft Windows 7 Professional»

Jlxoan [penmepray 1 Jlxoiic Koke. Windows 7. Pycckas epens (+ CD-ROM). Windows 7: Step by
Step. Cepust: [lar 3a nrarom. Msparemscrso: DKOM [Ta6mmep3, 2010 r. Msrkas o6mo:xka, 640 cp.
ISBN 978-5-9790-0108-1, 978-0-7356-2667-6

K pasjeny 3

«Texcroslii penakrop Microsoft Office Word 2007/10/13»

A. T1. Ceprees. Microsoft Office 2010. Camoyunrens. — M. : Jluanexmka, 2010. — 624 c. : ni.
ISBN 978-5-8459-1661-7

Microsoft Office 2010. Pycckas pepeus (+ CD) / Kepruc 1. @paii, [Txoitc Koxke, [hxoan Jlambepr —
M. : DKoM rabrmrmeps, 2011. — 778 G : WL
ISBN 978-5-9790-0141-8

KoMIUIeKT yueGHO-MEeTOIYECKIX MaTepHasion

K pazapeay 4
«PeakTop 21eKTPOHHBIX
a6 Microsoft Office Excel 2007/10/13»

Microsoft Office 2010. Pycckas Bepenst (+ CD) / Kepruc [1. ®pait, [ixoiic Koke, [lxoan Jlamdbepr —
M. : DKoM nadmieps, 2011. —_ 778 e : HIL,
ISBN 978-5-9790-0141-8

KomruiekT yueOHO-METOIMYECKHX MaTePHAIOB

K pasgeny 5
«[IporpaMma noAroToOBKH 31eKTPOoHHbIX npesenTamnii Microsoft Office PowerPoint
2007/10/13»

A. TI. Ceprees. Microsoft Office 2010. Camoyunrens. — M. : Jlnanextuka, 2010. — 624 c. : un.
ISBN 978-5-8459-1661-7

KoMrmekT yueOHO-MeToIMUeCKUX MaTepHaioB

K pasneny 6

«O0mue cBeIeHHA 0 CeTAX U ceTeBbIX TexHoxoruax. Ocnosel padoTsl B cetu MuTepuer»
Unrepner. [lpaktuyeckas snmmiionemus or ComputerBild (+ DVD-ROM). — M30pannoe ot
ComputerBild, 2010.— 516 c. : w1, ISBN 978-5-94387-605-9

Buramii Jleontses. Hoeittmas sxipotonemms. Kommstorep u Marepner 2012, — Omva Mema
[pym, 2011.—960 c. : un.  ISBN 978-5-373-04368-7
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