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I. IlosicHuTeIbHAA 3aNMCKa

CoBpeMeHHas paboTa MPaKTHYECKU B JIFOOBIX 00JacTIX MpodecCHOHATbHOMN
JIEATENIbHOCTU BCETJla O3HayaeT oOleHue ¢ KoMmibioTepoM. Hayuutbesi paboTaTh
Ha KOMIIBIOTEpPE — 3HAYUT 0OJiee YBEPEHHO UYYBCTBOBATh Ce0s HE TOJBKO MpHU
BbIOOpE Tpodeccru, HO U MPU MCIOJIb30BAHUM TMOJYYEHHBIX 3HAHUU B peaqbHOU
KU3ZHHU.

Kypc paccuntan Ha nmonap3oBaTesei, KOTOPbIE TOJbKO HAYUHAIOT 3HAKOMCTBO
¢ KoMIbioTepoM. OH MPOCTHIM SI3BIKOM PAcCKa3bIBA€T a3bl Pa0OTHI C TEKCTOBBIM
nporteccopoM Microsoft Office Word, Tak uTo npeanbHO MOAXOIUT JAaKE TEM, KTO
HU pa3y ¢ HUM He cTajkuBaics. OH moMoraeT ObICTpee HaXOAUTh U yCBaWBaTh
nosie3nyto uHpopmanuo. Kypc nossiiaer npoayKTUBHOCTh O(PUCHBIX CIYKaIIUX
MIPU PEIICHUU ITUPOKOTO Kpyra MOBCEIHEBHBIX 3a/ay.

Pabounii yueOHbIN IIaH COAEPIKUT MEPEUEHb YUEOHBIX MOIYJIEH C yKa3aHUEM
BPEMEHHM, OTBOJMMOIO Ha OCBOCHHME YYEOHBIX MOAYJEH, BKIOYas BpeMs,
OTBOJMMOE Ha TEOPETUUECKUE U MPAKTUUECKHUE 3aHATHS:

Monyne 1. «OO6mwue mnonstusa. WHTepdelic TEKCTOBOro mpoieccopa
Microsoft Word».

Monayns 2. «Co3nanue U peIaKTUPOBAHUE JOKYMEHTA.

Monaynse 3. «@opmaTUpOBaHUE TEKCTA JOKYMEHTAY.

Monynsb 4. «PaboTta ¢ Tabnumamm.

Mognyns 5. «I'padpuueckue BozmoxuHocTd Wordy.

Monyns 6. «PaboTa ¢ MHOTOCTpaHUYHBIM JOKyMEHTOM. CrieluanbHbIe
BO3MOXKHOCTH pabOThI C TOKYMEHTAMM.

VYcnoBusa peanuzanuu paboyell mporpaMMbl COAEPKAT OPraHU3alMOHHO-
MeJarornueckue, KajapoBble, MHPOPMAIIMOHHO-METOJAMYECKHE U MaTepHalbHO-
TeXHUYECKUE TpeOOBaHUS. YueOHO-METOAUYECKHE MaTepualibl 00ecreurnBaroT
peanuzaiuio paboudeil mporpamMmel.

Pabouas nporpamma MpeayCMaTPUBAET JIOCTaTOYHBIN IS
COBEPIICHCTBOBaHUS  MPOPECCHOHANBHBIX  KOMIIETEHIMA W pa3BUTHUSA
MPAKTUYECKUX HABBIKOB CIyIIATENIeH 00bEM MPAKTUKH.

I1. Paboumii y4eOHBbIN IJIAH
Tabnuna 1

KonnuectBo yacos

YyeOHble MOIYIH B ToM uucne
Bceero

Teopernueckue | Ilpakrtuyeckue
3aHATHUS 3aHATHUS




Monyns 1. «O6mme noustus. Untepdeiic 12 6 6
TEKCTOBOTO npoueccopa Microsoft Wordy.
Monyisb 2. «Co3znanue U pelakTUpOBaHHUE 12 6 6
JTOKYMEHTa.
Monyib 3. «@opmaTupoBaHHe TEKCTa 12 6 6
JTOKYMEHTa.
Monyib 4. «Pabota ¢ TabiunaMm. 12 6 6
Monyns 5. «I'paduyeckre BO3MOKHOCTH 12 6 6
Word».
Monyns 6. «PaboTa ¢ MHOrOCTpaHUYHBIM 10 5 5
nokymeHToM. CrieranbHble BO3MOXKHOCTH
paboThI ¢ JOKYMEHTAMUY.
Htorosas arrecranus 2 2
HUTOI'O: 72 35 37
KanennapHubiii yueOHbId rpadguk

Tabnuua 2

Bunst padot

Ko-Bo yacos

Teopernyeckue TUCTaHIMOHHBIC 3aHATHS 35
[IpakTHuecKue TUCTAHIMOHHBIE 3aHATHUS 35
Htorosas arrecranus 2
UTOro: 72

II1. Pabouune nporpaMmMbl y4eOHBIX MOIY 1€

3.1. Moayas 1. «O0mue mnousitusi. MHTepdeiic TeKCTOBOro mpoueccopa

Microsoft Word».

Pacnpezle.ﬂelme y‘leﬁﬂblx YYacCoB 110 TEMaM

Tabnuua 3

HaumenoBanue tem

KonnuectBo yacos

B ToMm uucie

Beero | Teopernueckue | IIpakTuueckue
3aHATHUS 3aHATHUS
Oo6mue nousatus. MaTepderic TekCTOBOTO 12 6 6
nporeccopa Microsoft Word.
12 6 6

HUTOI'O:

3.1.1. O6mne nonsstus. Murepdeiic TekcroBoro nmpoueccopa Microsoft

Word.




- OcHOBHbIe 371eMeHTbl MHTepdenca nporpammbl Microsoft Word.

- HacTtpoiKka naHenu 6bicTporo AocTyna.
- CTaHAapTHbIN Habop BK1AAOK.

- DNemeHTbl YyNpaBAeHus.

3.2. MoayJas 2. «Co31aHue U peJlaKTUPOBAHUE JOKYMEHTA)

Pacnpezle.ﬂeﬂne yqeﬁnmx YYacoB 110 TEMaM

Tabnuua 4

HaumenoBanue tem

KonnuectBo yacos

B ToMm uucie

Becero | Teopernueckue | IIpaktuueckue
3aHATUA 3aHATUA
Co3zfianue U pelakTUpOBaHHE JOKYMEHTA. 12 6 6
12 6 6
UTOro:
3.2.1. Co3paHue U peJaKTHPOBAHME IOKYMEHTA.
- Onanorosoe okHo Co3paHue AOKYMEHTa.
- YcTaHOBKA NapameTpoB CTPaHMULbI.
- ®opmaTtupoBaHue (obopmaeHme) oTAeIbHbIX YAacTeN LOKYMEHT.
3.3 MoayJsb 3. «@opMaTHPOBaAHUE TEKCTA JOKYMEHTA)
Pacnpenesienue y4eOHbIX 4aCOB M0 TeMaM
Tabnuna 5

HaumenoBanue tem

KonnuectBo yacos

B ToMm uucie

Bcero | Teopernueckue | Ilpaktuueckue
3aHATHUS 3aHSTHS
dopmaTHpOBaHUE TEKCTA JOKYMEHTA. 12 6 6
12 6 6

HUTOI'O:

3.3.1 ®opmaTHpPOBaHHE TEKCTA JOKYMEHTA.

- I'Ipanma BBOJ4aA TEKCTA.

- BoigeneHune TekcTa B AORYMEHTE.




- KonnpoBaHue 1 nepemelLeHne TeKCTa.
- [MoncK 1 3ameHa TeKcTa.
- 3apaHue napameTpoB ab3aua, paboTa co cnMckamm.

3.4 MoayJsb 4. «Padora ¢ Tadmuamm»

Pacnpeneneﬂue yqeﬁnmx YYacoB 110 TEMaM

Tabmnuma 6
KonuuectBo yacos
HaumenoBanue tem B ToMm uucie
Becero | Teopernueckue | IIpaktuueckue
3aHITHS 3AHSTHS
PaGora ¢ Tabaunamu. 12 6 6
12 6 6
HUTOI'O:

3.4.1 PadoTa ¢ Tadaumamu.

- Co3gaHue n yganeHue tabanubl.

- Mpeobpa3oBaHue TeKkcTa B Tabauuy.

- PegaKktupoBaHue Tabaunubl.

- U3meHeHne pasmepa u nonoxenuna tabanuypbl. lobasneHne 1 yaaneHme sneMeHToB
Tabnunupbl.

- MpumeHeHue dopmyn B Tabanuax.

3.5 MoayJs 5. «I'padpuueckune Bozmoxaoctu Word»

Pacnpeneneﬂue yqeﬁnmx YYacoB 110 TEMaM

Tabnuua 7
KonnuecTBo yacos
HaumenoBanue rem B ToM uucne
Beero | Teopernueckue | IIpaktuueckue
3aHATHS 3aHSTHS
I'paduueckue Bozmoxknoctu Word. 12 6 6
12 6 6
HUTOTIO:

3.5.1 I'padpuueckue BozmoxxkHoctu Word.

- PaboTa c n3obparkeHnamu. BctaBka M306parKeHnm U3 gpyrux NpUAoKeEHUN.
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- BcTaBKa pUCYHKOB € nomolubto 06nactu 3agay Kamn.
- Pabota c dpurypamm.
- PaboTta c Hagnucamu: cosgaHue, dopmatmpoBaHme, o6vekTbl WordArt.

3.6 Moayap 6. «Pabora ¢ MHOrOCTPAHUYHBIM JOKYMEHTOM.
CneunajabHble BO3MOKHOCTH PA0OTHI ¢ JOKYMEHTAMM»

Pacnpeneneﬂue yqeﬁnmx YYacoB 110 TEeMaM

Tabnuua 8
KonnuecTBo yacos
HaumenoBanue rem B ToM uncne
Bcero | Teopernueckue | IIpaktuueckue
3aHATHUS 3aHSTHS
PaboTa ¢ MHOrOCTpaHHUYHBIM JIOKYMEHTOM. 10 5 5
CrnenuanbHbIe BO3MOKHOCTH PabOTHI C
JOKYMEHTaMH.
10 5 5
HUTOTIO:

3.6.1 PaGora ¢ MHOrocTpaHM4YHbIM JAOKyMeHTOM. CnenmnaiabHbIe
BO3MOKHOCTH Pa0oThI ¢ JIOKYMEHTAMM.

- Pa3pbiBbl CTPaHMUbI 1 pasgena. KoNoHTUTYAbl, HYyMepauma CTPaHWUL, U CHOCKMU.
- PeueH3unpoBaHMe AOKYMeHTOB, obaBneHmne NnpumedaHuii.
- 3aWmnTa AOKYMEHTA.

IV. Ilnanupyembie pe3yabTaThl 0CBOCHUSA Padoveil MporpaMmbl

OOyuenue cnymareneil HaBbIKaM  paOOThl C TEKCTOBBIM IPOIIECCOPOM
Microsoft Office Word, cpeactBamu 1111 paboThl C TEKCTOBBIMU JTOKYMEHTaMU U
AIIEKTPOHHBIMU TaOJIUIIAMH, O3HAKOMJICHHE C OCHOBHBIMH BO3MOXXHOCTSMU
MEPCOHAIBHOTO KOMIIBIOTEPA.

B pe3yabTarte ocBoeHusi padoueii MporpaMMbl CJIyHIATEH H0KHBI 3HATh:
- OCHOBBI pabOTHI B TEKCTOBOM penakTope Microsoft Word,;

- IAHEJIX HHCTPYMEHTOB;
- BOBMO>XHOCTH CO3JaHHSI HOBOT'O JOKYMEHTA.




B pe3yabraTte ocBoeHus padoyeil IporpaMmbl CJIyIIATEH T0JKHBI YMETh:

- Co3niaBaTh, peIaKTUPOBATH U (POPMATUPOBATH JOKYMEHT.

- [lepemeniaTbest MO JOKYMEHTY.

- PaGoTtath ¢ ¢parmeHTaMu TEKCTA.

- IIpeoOpazoBsiBaTh (hailyioB U3 cTapeiXx GOpMATOB B HOBBIN U HAOOOPOT.
- BcTaBnsaTe B TOKYMEHT TaOJIUIIBL.

- Co3ntaBaTh MapKUpOBaHHBIE 1 HYMEPOBAHHBIE CITUCKHU.

- Mcnonp30BaTh BO3MOKHOCTU BCTPOEHHOT'O BEKTOPHOI'O IPapuyeCcKOro
peaaxkTopa.

- BcTaBnsaTh B TOKYMEHT pa3inuHbie 00beKThl (OykBHIla, HAATUCh. WordArt,
M300paKeHusi, pUCYHOK SmartArt)).

- Co3gaBaTh JOKYMEHT C UCIIOJIb30BAHUEM IAOIOHOB.

- CoxpaHsATh JOKYMEHT.

- ['OoTOBUTH TOKYMEHT K M€YaTH U PaCIieyaThiBaTh.

V. YciaoBus peajusanuu padoyeid nporpamMmMbl

5.1 Opraau3anMoOHHO-IIEIarOTMYECKNE yCIOBUSA 00€eCIeuynBarOT
peanuzanuio paboyedl mporpaMMmbl B MOJHOM O0BEME, COOTBETCTBHE KadyecTBa
MOATOTOBKU  CIIyIIaTeJIed YCTAaHOBJICHHBIM TPEOOBAaHUSM K IUIAHUPYEMbBIM
pe3yibTataM, COOTBETCTBHE MPHUMEHSEMBIX CpPEACTB M METOJI0B OOy4yeHus,
UMHTEpecaM U MOTPEOHOCTAM O0yJarOUIUXCSI.

Jlns  ompeneneHuss COOTBETCTBUSA MPUMEHSIEMBIX CPEICTB M METOJIOB
oOyueHus UHTEpecaM U MOTPEOHOCTSIM 00yYaroIMUXCsl MPOBOJUTCS TECTUPOBAHUE
C IOMOIIIbIO COOTBETCTBYIOIIUX TECTOBBIX MATEPHUAIIOB.

5.2. ®opma 00yuyeHHUs] — NUCTAHIIMOHHAS, CPOK OCBOEHUS MPOrpamMMbl — 72
yaca.

5.3. llepmarormueckue paOOTHUKH, peATU3YIOLIME JOMOJHUTEIbHYIO
npodeCCUOHANIBHYIO  MporpaMMmy  (TOBBIIICHHE KBadu(UKalMK) 1O TeMe
«Hcnons3oBanue COBPEMEHHBIX MH()OPMAIIMOHHO-KOMMYHUKAIMOHHBIX
texnonoruii (MKT) B mpodeccuonanbHol AesiTeIbHOCTU. TEKCTOBBINM MPOIIECCOP
Microsoft Office Word», ynoBieTBopsitoT KBadu(UKAIMOHHBIM TPEOOBAHUSM,
YKa3aHHbIM B KBaJIU(UKAIUOHHBIX CIPAaBOYHUKAX MO COOTBETCTBYIOIIUM
JOJKHOCTAM M (W1K) TPpOodeCCHOHANIBHBIX CTaHIapTax.

5.4. Jluna, »xenaroline OCBOUTH JOMOJHHUTENbHYIO MNPO(EeCCHOHAIBHYIO
nporpaMMmy, JOJKHBI HMETh CpEIHEEe WM BbICclIee MNPOPecCUOHATBHOE
oOpazoBanue. Hanuume ykazaHHOTO O0O0pa30BaHUS JIOJHKHO MOATBEPKAATHCA
JOKYMEHTOM IrOCYJapCTBEHHOI'0 WJIM YCTAHOBJIEHHOIO 00pa3ua.



5.5. HuadopmanmoHHO-METOANYECKHE YCIOBHUS peainu3aluu  pabdodeit
MPOTPAMMBbI:
- y4eOHBIH IUIaH;
- KaJeHJapHbIi yueOHbIN rpaduK;
- onKcaHue y4eOHbIX MOIYJICH;
- METOJUYECKNE MaTEpHaIbl U pa3pabOTKU.

5.6. MaTtepuanbHO-TEXHUYECKHE YCIOBUSI peaiu3aluu padoueil mporpamMmel.

Tabnuua 9
No HaumenoBanuit Bun 3anarTui HaunmenoBanue
n/n CIELIMATIN3UPOBAHHBIX o0opyI0BaHus,
ayIUTOpUid, KaOMHETOB IPOTPaMMHOTO
o0ecrieueHHs
1 oucHoe omerieHue TEOPETUYECKOE 3aHATHE, KOMIIbIOTEp, 0a30BBIi
NPaKTUYECKOE 3aHsTHE, MaKeT MPOrpaMMHOI0
KOHCYJIBTallUOHHOE obecnieuenus s opuca,
3aHsATHE MHTEpHET

VI. Cucrema olleHKH pe3yJibTATOB OCBOeHHsI padoyeil MporpaMmbl

[ToBbilieHre KBanM(pUKaAIMU 3aBEpPIIACTCS UTOTOBOW arTecTanuei B opme
TECTUPOBAHMUSL.

TecTupoBanue NPOBOAUTCS MO y4€OHBIM MOYJISIM:

Monyins 1. «O6mue nonsitust. atepdelic TekctoBoro nporeccopa Microsoft
Wordy.

Monayns 2. «Co3ganue U peIaKTUPOBAHUE JOKYMEHTA.

Monaynse 3. «@opmaTUpOBaHUE TEKCTA JOKYMEHTAY.

Monynsb 4. «PaboTta ¢ Tabnumiamm.

Monyns 5. «I'padpuueckue Bozmoxuoctu Wordy.

Monynsb 6. «PaboTa ¢ MHOTOCTpaHUYHBIM JOKyMEHTOM. CrieluanbHbIe
BO3MOXXHOCTH pabOThI C TOKYMEHTAMM.

OOBEKT OIICHKH: BHITIOJHEHHBIC TPAKTUYECKHE U TECTOBBIC 3aJJaHHUS.

ITokazaTenu OIeHKH: 3a4TCHO/HE 3aUTEHO.

OpraHu3aius OleHUBAHUS: JICKTPOHHOE TECTUPOBAHUE.

Onpenenenue pe3yiabTaTa OIGHHBAHHUS: «3a4T€HO» BBICTABISCTCS IIPU
YCIIOBHM TPABUIIBHOTO BBITIOJTHEHUSI HE MeHee 80% MpakTUYECKUX U TECTOBBIX
3aJaHUM.

IIpakTuyeckue 3aHATHS ISl CAMOKOHTPOJIS BbINOJHSIOTCS B
cB0oOOaHOM hopme.



TecToBble 3aJaHus AJ5 NPOBe/IEHUSI HUTOTOBOI'0 KOHTPOJIA
[Io pe3ymbraTaM HTOTOBOTO TECTUPOBAHUSA BBIIACTCS YIOCTOBEPECHHE
YCTaHOBJICHHOT'O 00pa3ua.

VII. Y4yeOHO-MeTOAMYECKHUE MaTepHaJbl, o0ecreuynBaKOLIUe
peasiu3anuo padoveil MporpamMmabl.

Y4yeOHO-MeTOANUECKUE MaTepHalIbl TPEACTABICHBI:

- paboueil TONMONIHUTENBHON NpodeccuoHanbHON TporpaMMoi (TIOBBIIIEHUE
kBanupukanur) mno Teme «Mcmonb3oBaHWEe COBPEMEHHBIX WHQPOPMAIMOHHO-
KoMMYHUKaIIMOHHBIX TexHosoruit (MUKT) B mpodeccrnoHanibHON IeATEIbHOCTH.
TekctoBplii  mpomeccop Microsoft Office  Wordy, YTBEPKACHHOW B
YCTaHOBJICHHOM TMOPSIJIKE;

- TECTOBBIMHU BONpPOCAMHU [JIsi TPOBEJICHHUS UTOTOBOM  aTTecTaluu

oOyuarommuxcs, YTBEPKIECHHBIMU PYKOBOJUTEIEM OpraHu3aIuu,
OCYULIECTBIISIOLIEH 00pa30BaTEIbHYIO AESATENbHOCTb.
- JINTEPATYPOl.

VII. Cucok ucnosib3yeMoil JIuTepaTyphbl.
Jluteparypa:

l. EpmoB, A.IIl. OrT KOMIBIOTEPHOM TPaMOTHOCTH  y4YalIuxcid K
uHpopmarmonHoit kyneType ob6bmectBa [Tekct| / A.Il. Epmo //
Kommynucr. - 1988. - Ne 2. C 82-92.

2. Képman b. OcHoBsl koMnbloTEpHOM rpamoTHOCTH [ TekcT] / A. HoBemOep,
Jx. Ctoyn // - M., 1995., 254 c.

3. Jlamumk M.I1. Metonuka npenomaBanust nHpopmatuku [ Tekct]: yueObHOe
nocodbue no uHpopmaTuKe A CTyJeHTOB ne. By30B. / .I'. Cemakun, E.K
Xennep // - M.: U3narenbckuii neHTp «Akagemus», 2003. - 511 c.

4. Jlewttec H. C YmMmcTBenHbIe ciocoOHOCTH U Bo3pacT [Tekct] / H.C Jletitec //.
-M., - 1971.- 44 c.

5. K.C. Axmeros, A.E. bop3enko. CoBpeMEHHBIN NEPCOHATBHBIN KOMIIBIOTED.
M., "Komnerotep-npecc”, 1995.

[AOKYMEHT NOAMNUCAH 3NEKTPOHHOM MOAMUCHIO

OBLYECTBO C OI'PAHH:'IEHHOﬁ OTBETCTBEHHOCTbIO Ceptudmkar 01ACAES8BO01CAFB3A14D1BA3E79B93A910
"MEXXPEMMOHAJIbHbIN MHCTUTYT NOBbLILLEHUA KBAJIMOUKALIUM U
MNEPEMNOANOTOBKW", LWECTONANIOBA ENNIEHA ANEKCEEBHA, AWPEKTOP
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