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1. COAEPKAHUE JUCIIUIIJIMHBI

Tema 1. UnpopmaTuka. OCHOBBI XpaHeHHs] HH(POPMALMHU B KOMIIbIOTEpe

HNndopmaruka. [lepconanpuslii komnbiotep U MHTepHeT. Kitaccudukanys KoMnbr0TepoB.
OcHoBHbIE 007aCTM TpPUMEHEHHUs KoMIbloTepoB. [umeprekct. Mynbsrumenna. TekcToBas
uHpopmanus.  YucnoBas  mHpopmaums.  I'paduueckas — uHpOpMamus.  Aynumo- U
Buneonnpopmanus. O6bem namsaTi. Buasl mamsitu B kommbioTepe. [Ipomeccop. Marepunckast
minara. [lwaa. Cuctemusiii Omok. YcrpoiicTBa BBoja-BeiBoja. Jlucmmeir. KrnaBuarypa.
Manunynarop «Msliiby. [IpunaTep.
Tema 2. Komnbrorepusbie cetu. [IonsiTue mporpaMMHOro odecreveHust

Jluauu cBs3u.  Knaccudukamuss cereit mo jmampHOocTH mepenadd. [IpomyckHas
cnocoOHOCTh ceTd. DyHKIMOHANBHBIE CTPYKTYpbl cereil. CeMeHCTBO IepcOHabHBIX
komnbiorepoB IBM  PC. TIlpaBuna OGe3omacHoit paboTel Ha kommbiorepe. CTpykTypa
nporpaMMHoro obOecneueHusi. Bepcunm u  wmomudukanuum mporpamM. Pacmpoctpanenue
MPOrPpaMMHBIX MPOAYKTOB. OrmepalioHHble CHUCTEMBI M HUX OCHOBHBIE (yHKIUU. TuIsl
onepauuoHHBIX cucteM. MHrepdeiic monb3oBatens. llonstue daiina. [eiictBus ¢aitnamu.
AtpuOyTsI ¢aitnos. ['pynmoBoe umst ¢aiinos. HazHaueHue u CTpyKTypa Karajora.
Tema 3. bazoBble NOHATHSA U CPeCTBA ONePaUMOHHON cucTeMbl Windows

Texuuueckue npuemMsl pabotel B Windows. PasHoBuaHOCTH MeHIO. OCHOBHBIE OTepaiui
¢ MeHwo. PazHoBuaHOCTHM OKOH. OCHOBHBIE ONEPALIMM C OKHAMHU. OJIEMEHTBHI YIPABIEHUS B
paboueii 30He MPorpaMMHOTO OKHa. CTHIIb paOOThI C OKHAMH U sipibikaMu. OCHOBHBIC TIOHSTHS,
cBoiicTBa W BO3MOkHOCTH Windows. YcranoBka mporpamm. Accorumanuu (aitmoB. Tum u
Biazenern nanok. Muctpymenranbubie cpeacrsa Windows. bydep oomena. MHoronporpaMMHbie
Bo3MOkHOCTH Windows. MHoromons3oBarebckue u ceteBble Bo3MoxkHOCTH Windows XP.
OcHoBHble TOHATHA apxuBanuu. [Iporpammsl-apxuBaropbl. Tumbel apxuBoB. Cpencrtsa
apxuBupoBanus B Windows.
Tema 4. UuTepdeiic nporpammbl MS Word

OmnepanonHoe MeHio. Pabouas 30Ha. MHCTpyMeHTanbHble MaHeNH. [OpuU30OHTaNbHAS U
BEepTUKAJbHAS JIMHEHKU. YTpaBlieHHe BBIBOJIOM JuHeeK. [IpocTteitmme HacTpoiiku uHTEpdeiica
MS Word. Beibop wuncTpymeHTanbHBIX maHenei. OxHo. [lapamerpsl. Pexxumbr paboTer c
nokymMeHTamH. MacitabupoBanue pabodeit 30Hb1. DaitnoBsie onepanuu. Co3nanue JOKyMEHTa.
OtkpsiTE AokymeHTa. llepemerieHus MeXQy OKHAMM OTKpPBITBIX JOKyMEHTOB. Omnepaunuu

COXpaHCHHA JOKYMCHTA. 3aKpBITI/I€ JOKYMCHTA.



Tema S. Pabora ¢ rexctom B MS Word

BBox HoBoro Ttexkcra. PenmakrupoBanue Tekcra. @DparMeHTBI M MX  BBIJCICHHE.
[loBrOopeHne, ormMeHa u - Bo3Bpar u3MeHeHHWW. lledates noxkymenToB. IlpenBapurenbHBII
npocMoTp. PopmarupoBaHue AokymeHTta. PopmarupoBaHue CUMBOJIOB. DopmarupoBaHUE
ab3aneB. @opmarupoBanue crpanull. Pabora ¢ Tabnuuamu. [Ipyrue BO3MOXKHOCTH HOATOTOBKU
TEKCTOB. 3akiaaku u nepexoasl. [Tonck u 3amena. AprorekcT u AprozameHna. Criucku. byksua.
Bcrasku. [IpoBepka npaBonucanus. CHHOHUMBL. Pexxum ucnpasiennii. MakpoKOMaH Ibl.
Tema 6. Pabora ¢ rpadukoii B cuctreme Windows

PaznoBunHOCTH KOMIBIOTEpHOU Tpaduku. ['paduueckue dopmarsl. CpenctBa paboThI C
rpaduxoil. I'papuueckuii penakrop Paint. HazHaueHne m OCHOBHBIE BO3MOXKHOCTH pelakTopa
Paint. 3amyck penakropa Paint u 3aBepuienue ero padotel. CTpykTypa oKHa penakrtopa Paint.
daiinoBeie onepanuu. OOmuil NOPsIOK paboThl Haj pucyHKoM. OCOOEHHOCTH MCIOIb30BAaHUS
OT/ICTBHBIX MHCTPYMEHTOB. YIalleHHe 3JIeMEHTOB pUCyHKa. Pabora ¢ (parmMeHTaMu pHCYHKOB.
Hpyrue Bo3MOxHOCTH penakropa Paint. OcHOBHbIE NMOHATHS BEKTOPHOI rpauKu. DIEMEHTHI
BEKTOpHOM rpaduku. BekropHas rpaduka B TeKCTOBOM peaakrope MS Word.
Tema 7. DaexkTponnsbie Tadauust MS Excel

Ha3nauenne u ocHoBHble Bo3MoxkHOCTM MS Excel. 3amyck u 3aBepuieHue paboTbl
nporpamMmmbel MS Excel. CipaBounas noacucrema MS Excel. Uatepdeiic mporpammer MS Excel.
Pabouas kaura MS Excel. Texymas stueiika. [Ipocreiimme Hactpoiiku nporpammbel MS Excel.
Wuctpymenranpubie naHenu. OxHo. [lapametpsl. Pexumbl paboTel ¢ qokymeHTOM. DailnoBbie
onepanuu. [lonroroska k nevaru.
Tema 8. CrannaprHblie geiictBusi B nporpamme MS Excel

Crannmaptaeie neiictBus B mporpamme MS Excel. Ilepemernenuss mo pabodueit kHure.
BBon naHHbIX B suediku Tabmuubl. [lupuHa n BeicoTa sueiiku. PegakTupoBaHue COAEPHKUMOIO
aueiiku. JloGaBreHne mpuUMeYaHUH COJAEPKMMOTO  siueiiku. Bpigenenue  ¢parMeHTOB.
Apro3zanonaenue. KonupoBanue u nepemenieHue. CoprupoBka. BeraBka u ynaneHue sdeex,
CTpok u cronbnoB. PopmarvpoBaHue AaHHbIX. Onepauuu Haja OOJBIIMMHU TaOIUIIAMH.
Omnepanuu ¢ pabounuMH JTUCTaMU.
Tema 9. ®opmyasl B MS Excel

ABTomarm3aiys BbIYHCICHUNH. ABTocymMMupoBanue. Onepanun u pyHKuud. OmuOKu B
¢dopmynax. Apromepecuer. OTHocuTenbHas M alcomtoTHas anpecauus. [Ipumep co3naHus
tabmubl B MS Excel. Inarpammel B MS Excel. O6mme cBenenus o quarpammax Excel. O0muit
MOPSAZIOK co3faHusl quarpammbl. Pabora ¢ mactepoM moctpoenust quarpamm. CraTucThyeckas

00paboTka maHHBIX ¢ oMok MS Excel.



Tema 10. OcHOBHBIC KOMIIBIOTEPHbIE IPOrPAMMBI VI Pa00ThI AU3aiiHepa

PacrpoBas rpaduka. Bekropuas rpaduka. OcHoBHO# popmar nporpammel CorelDRAW.

Pa6ora B mporpamme CorelDRAW. Uncrpymentsl CorelDRAW st paGoTsl ¢ 00BbeMHBIMU

MozensiMu. OCHOBHBIE omepaliu ¢ 00bekTaMu. OUIBTPBI PACTPOBBIX 3P PEKTOB.

2. TEMBI IPAKTUUYECKUX 3AHATHUI

Tema 1. Hugpopmamuka. Ocnoévl Xxpanenusa ungopmayuu ¢ Komnvlomepe
dopma poBeIeHU — MPAKTHUECKOE 3aHSITHE.

3anaHue Kk Teme:

OcBouTh MpHeMbl IepBOHAYAIBbHOMN opranu3anuu padors Ha [1K.

Tema 2. Komnovromepnwvie cemu. llonamue npozpammnozo obecneuenus
dopma poBeIeHU — MPAKTHUECKOE 3aHSITHE.

3anaHue Kk Teme:

Cozgate u o00paboTtarh 3ajaHHBIe TpaduyecKue H300pPAKEHUS, HCIOIB3YS
CTaH/IaPTHBIX MMPOTPAMM.

Tema 3. bazoevie nonamus u cpedocmea onepauyuonnoi cucmemsl Windows
dopma pOBEICHUS — MPAKTHYECKOE 3aHATHE.

3agaHue K TeMe:

Hactpouts ocHoBHOE MeHI0O Windows.

Co3znare apXuB U3 MPEIOCTaBICHHBIX (haiiioB.

Tema 4. Humepgpeiic npozpammer MS Word

dopma poBeeHHUS] — MPAKTUUECKUE 3aHATHS.

3aganue K Teme:

Co3nare JOKYMEHT C HACTPONKOMN 3aJJaHHBIX 1APaMETPOB.

Tema 5. Paboma c mexcmom ¢ MS Word

dopma poBeeHHUS] — MPAKTUUECKUE 3aHATHS.

3agaHud K TeMe:

@opMaTHpPOBaTh 33JaHHBIN TEKCTOBBIA JOKYMEHT.

Tema 6. Paboma c zpaghuxoit 6 cucmeme Windows

dopma poBeeHHUS] — MPAKTUUECKUE 3aHATHS.

3aganue K Teme:

Cospnars rpaduyeckoe U300paxeHre ¢ TOMOIIBIO MporpamMmbl Paint.

CpeacTBa



Tema 7. dnekmponnvie maonuyvt MS Excel

dopma poBeIeHU — MPAKTHUECKOE 3aHSITHE.

3ananue K Teme:

HactpoiiTe mapameTpsl 3aJaHHON TaOIHIIBI.

Tema 8. Cmanoapmmuuwie oeiicmeus ¢ npozpamme MS Excel

dopma poBeIeHU — MPAKTHUECKOE 3aHSITHE.

3ananue K Teme:

Cosznats HOBBIN oKyMeHT EXCEL u copmupoBarh nanusie ajs 06padotku Ha JIucrl.
Tema 9. @opmynwvt ¢ MS Excel

dopma poBeIeHUs — MPAKTHUECKOE 3aHSITHE.

3ananue K Teme:

Cosnaiite psa GopmMys B 3aJaHHOHN TaOIuUIIe.

Tema 10. Ocnosnvie KomnvromepHvle nPoOZpamMmsl 01 padomol ou3ainepa

dopma poBeIeHU — MPAKTHUECKOE 3aHSITHE.

3ananue K Teme:

Coznats rpadguueckyro kommno3uiuio B CorelDRAW ¢ ncnonb3oBaHneM IpocThIX GopMm

pacTpoBoii rpauku.

3. TEMATUKA KYPCOBBIX PABOT
Vcnonb30BaHue METOOB KOMIBbIOTEpHOH rpaduku B mporpamMme Paint (Ha mpumepe OTpUCOBKU
MYJIBTUIUIMKAIIMOHHBIX IEPCOHAKEN )
Tpeoosanus K 8binoIHEHUIO KYPCOBOU PAOOMb

Lenvio Kypcosoti pabomuvl SBISETCS BBINOJHEHHE ITOCTABICHHBIX 3a7ay, KOTOpBIE
HarpaBiieHbl Ha (POPMUPOBAHHE y CTYIEHTOB HABBIKOB HCIOJIb30BAHUS METO0B KOMIBIOTEPHOM
rpaduku B nporpamme Paint.

3adauu xypcoeoti pabomul. UCHONIB3YS pa3IMYHble METOJbl KOMIBIOTEPHOI rpaduku B
nporpammMe Paint oTprcoBaTh MyJIbTUILTUKAILIMOHHBIN EPCOHAX.

Cooeporcanue Kypcogou pabomwl. TIOCIEAOBATEIBLHOE HCIIOIB30BaHUE MHCTPYMEHTOB M
MX HACTPOWKA JUI CO3/IaHUs MYJIbTUIUIMKALMOHHOTO MEpCOHaXka B porpaMme Paint (JTuHeHHBIN
PHUCYHOK, IIBETOBOE MSTHO, HACTPOWKA 1IBETa U 3aJIMBKA).

Obvem oghopmnenus Kypcogol pabdomvl: WUTFOCTPAIMIO C MYJbTUILTUKAIIMOHHBIM
NEpCOHaXeM HE00XOAMMO MpeACcCTaBUTh Ha Xoiscte pazmepoMm 1000 x 1000 nukceneii B ¢aitne

¢dopmara BMP.



Texnuxa 6vinoiHeHus: Kypcogou pabomwl: CO3AaHUE NUHUM mHCcTpymeHToM Kapanmami,
3aJMBKA 3aMKHYTHIX 00JacTel MHCTPYMEHTOM 3alliBKa, PUCOBAHME JETajlell MHCTPYMEHTOM

Kucte, ynanenue upeta uHCTpyMeHTOM JlacTHk.

4. IIEPEYEHDb BOIIPOCOB K 3AYETY

o

[TporpamMmmMHBI€ CpeacTBa pabOTHI C TEKCTOM.
Texunyeckue npuemsl padbotsl ¢ Windows.
OcHoBHbIe 0coOeHHOCTH penakTopa MS Word.
[Tpocreiimume HacTpoiiku uHTepdeiica MS Word.
Coznanne nokymenta MS Word.

Pexumbl pabotsr MS Word.

dopmaTupoBaHue JOKyMEHTOB.

Ileuats JAOKYMCHTOB.

A e AR

Hasznauenue u ocHOBHBIE BO3MOXKHOCTH MS Word.

_
e

Cranpapthble aeiictBus B nporpamme MS Excel.
11. OcHoBHo#t hopmat nmporpammbl Corel DRAW.
12. Pa6ora B nporpamme Core]lDRAW.

5. OPTAHU3AIIUSI CAMOCTOSITEJIBHOM PABOTBI OB YYAIOIIAXCSI

CamocrosaTtenbHas pabota oOyuatomuxcs B BY3e — HeoTbemsiemMas uyacTb
o0pa3oBaTeNBbHOTO  MpoIiecca. CamocrosTenbHass ~ paboTra  paccMaTpuBaeTcs  Kak
opraHu3anroHHas (Gopma oOy4EeHHS WM CHCTEMa TMEeJaroruiecKuX YCJIOBUH, oOecredrnBaromas
yIpaBlieHUuEe y4eOHOW AeSTeTbHOCThI0 00YyYaIOIINXCs, a TAKXKe JIeATEIbHOCTh 00YYAIOIIUXCS 110
OCBOCHHMIO 3HAHUH, YMEHUI U HABBIKOB y4eOHOW M HAy4YHOH JEATENIHOCTH (C ydacTueM u 6e3
y4acTusl B ’TOM IPOLECC NMEJArOrMYECKUX paOOTHUKOB).

[lempto camocTOSATENBHOW pabOTHI OOYUYAIOIIUXCS SBISICTCS: CHUCTEMAaTH3aIus |
3aKpeIICHHE MOJyYeHHBIX TEOPETHUYECKUX 3HAHMM W MPaKTUYECKUX YMEHHUI 00ydarommxcs,
yriIyOJieHHe U pacIIMpeHre TEOPEeTUUECKUX 3HAHUHM; pa3BUTHE MO3HABATEIbHBIX CIIOCOOHOCTEH
Y aKTHBHOCTH OOYYAIOIINXCS: TBOPUECKOW MHUIIMATUBBI, CAMOCTOSATEIIEHOCTH, OTBETCTBEHHOCTH
U OpraHu30BaHHOCTH; NPUOOpETEeHHE HABBIKOB pEIIeHUs NPAaKTUYECKUX 3anad B cdepe
npodeccCHOHaNbHOM  NIeATeNbHOCTH;  (OPMHUPOBAHHE  CAMOCTOSITENIBHOCTH  MBIIUICHUS,
CMOCOOHOCTEH K CaMOpa3BUTHIO, CAMOCOBEPIICHCTBOBAHMIO, CaMOpEaIH3allli; pPa3BUTHE
MCCIIEIOBATEIBCKUX YMEHHIA; (POPMHUPOBAHNE YMEHHUS HCIIONB30BaTh HOPMATUBHYIO, IPABOBYIO,

CIIPABOYHYIO IOKYMEHTAITMIO U CTICIIHAIILHYIO JIUTEPATYPY.



KoHTtposab camocrodTenbHOM paboThl 00ydYaOMIMXCS — 3TO KOMIUIEKC MEpOIPHUATHH,
BKJIIOUAIOLIMI aHAJIU3 U OLIEHKY CaMOCTOSITENIbHON paboThl 00yUarOUIXCsl B X0JI€ OCBOEHUSI MU
y4eOHON JUCITUTUTMHBI, TPOXO0KICHHSI TIPaKTUKU. KOHTPOIJIb caMOCTOSTENHFHOM pabOTHI U OIICHKA
€e pPe3ylbTaTOB OPraHU3yeTcsl KaK eAMHCTBO JBYX (OpPM: CaMOKOHTPOJIb U CaMOOIICHKa
o0yyJaroIerocs; KOHTpOJIb M OIIEHKa CO CTOPOHBI IpenojaBareis. KoHTpoiab caMocToATeNbHOM

pa6OTBI CO CTOPOHBI NPCIOAABATCIIA MOXKCT OCYHICCTBIIATLECA KaK Ha ayAUTOPHBIX 3aHATUAX, TaK

U B paMKaX MHAMBHUYyaJIbHOM paOboThl ¢ 00y4aloIMMUCS B PA3IUYHBIX opMax.

HazBanmue pPa3aejaoB U TEM

Bua camocTosiTeJIbHOM padoThl

IPOrPaAaMMHOTO 00ECIICUCHHSI

1. Nudopmaruka. OCHOBBI XpaHEeHUsI popaboTKa yueOHOro Marepuana
MH(POPMAIIMKU B KOMIILIOTEPE TIOJIrOTOBKA K 3a4€ETy
2. KomnbrorepHsie CETH. [Tonsitue npopaboTka yueOHOro MaTepuasia

MMOATOTOBKA K 3a4UCTy

3. ba3oBble TIOHATUSA U cpeacrTBa OHepaLII/IOHHOﬁ

cucrembl Windows

npopaboTka yuyeOHOro MaTepuasia

MNOAI'0OTOBKA K 3a4CTy

4. Unatepdeiic mporpammsl MS Word

npopaboTka yyeOHOTO MaTepuaa

MOATrOTOBKA K 3a4CTy

5. Pabora ¢ Texctom B MS Word

npopaboTka yyeOHOTO MaTepuana

MOATrOTOBKA K 3a4UCTy

6. Pabora c rpadukoii B cucreme Windows

npopaboTka yueOHOro MaTepuasia
odopMIIeHHE KYyPCOBOI paObOTHI

MMOAroTOBKA K 3a4UCTy

7. Dnexrponnsie Tabmuiel MS Excel

npopaboTka yueOHOro MaTepuaia

MOATrOTOBKA K 3a4UCTy

8. CranmapTHble AeHCTBUS B mporpammMe MS

Excel

npopaboTKa y4eOHOro MaTepraa

MMOATrOTOBKA K 3a4ETy

9. ®opmynel B MS Excel

npopaboTka yueOHOro MaTepuaia

IMOAroTOBKA K 3a4UCTy

10. OCHOBHBIE KOMITBIOTEPHBIE NPOrPaMMBI IS

paboThl Au3anHepa

npopaboTka y4eOHOro Marepuaia

MMOArOoTOBKA K 3a4UCTy
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