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no HanpaeneHnto noarotoBkn 38.03.01 SKOHOMMUKA

Ha ocHoBaHun y4ebHbIx nriaHoB Ne b380301-3_20-14

Kadenpa-paspabotumk: ®durHaHCOB 1 yyeTa

Baeepytowmi kacpegpon:  Moposzos O.A

COINNMACOBAHME:

Boinyckatowas kacdegpa: MeHeoKMeHTa U npasa

3aBepytowmii kacdpegponi:  borateipeBa O.H.

MeTtoanyeckun otaen: CmupHoBa B.T".

PMO 38.03.01 WHdopmMaLMOHHbIE TEXHONOMMN B 3KOHOMMUKE U yNpaBneHuu Crpanmua 2 u3 13



1. BBEOEHMUE K PABOYEN MPOrPAMME OUCLUMMIIUHbI

1.1. MecTo npenogaBaeMon QUCLUNIIMHBbI B CTPYKType obpa3oBaTeribHOM NporpaMmbl

basoBas Ob6s13aTenbHas l:l JononHuTensHo

Bnok 1: aBnseTca dakynbTaTMBoM

BapuaTtusHasg I:l Mo BbIGOPY I:l

1.2. Uenb aucumnnuHbl
CdopmupoBaTe KomneTeHuun obyvawoweroca B obnactu UHGOPMAUMOHHBLIX  TEXHOMOrMMNpu
pPacCMOTPEHUN  WUCMOMb30BaHMA W BHEOPEHUA PasfiMYHbIX  MHEAOPMALMOHHBLIX  TEXHOMOMMA U
NPOrpaMMHbIX KOMMMNEKCOB Ha OObeKkTax 3KOHOMMYECKOro, COLManbHOro WM TEeXHUYEeCKOro mnnaHa

NPUMEHUTENIbHO K MEHEPKMEHTY.

1.3. 3apaum gucumnnuHbl
e PaccmoTpeTb COBOKYNHOCTb METOAOB M CPeACTB peanusauum ornepauun cbopa, perncrpaumm,

nepedayv, HakomnneHns u o6paboTkM MHGopmauuM Ha 6Gase nporpaMMHo-annapaTHOro
obecneyeHns AN pelleHns ynpaBreHYecknx 3agady 3KOHOMMYeCcKoro oGbekTa.
e BbisiBNEeHME M DOPMYNUPOBaHME aKTyarbHbIX HAay4HbIX NpoGnem;

e MpuobpeTeHne TeopeTMYEeCcKMX OCHOB B 00nactu WHQOPMALMOHHBLIX CUCTEM U PECypCoB,
NCMOMb3yeMbIX B MEHEDKMEHTE;

e (HOPMMPOBaHUE 3HAHWIA O TEXHONOMMN 3aLLUTBI MHOPMaLMK 1 HeOBXOAUMOCTb €€ UCMONb30BaHUS;

e (bopmupoBaHME YMEHMS UCNOMb30BaTb COBPEMEHHbIE UH(OPMALMOHHBIE  TEXHONOorMn B
npodeccnoHanbHON OesATENbHOCTY;

e 3aKpenneHne TeopeTU4ecKMx 3HaHun no obpaboTke MHOpMaLUM B cpefe NakeToB MpUKNaaHbIX
NporpaMm yHVBEpCarnbHOro Ha3Ha4YeHwusl.

1.4. NepeyeHb NNaHMpyeMbIX pe3ynbTaToB 06yUYeHusi N0 AUCLIUMMNINNHE, COOTHECEHHbIX C
nJaHUpPyeMbIiMU pe3yribTaTaMU OCBOEHUs o6pa3oBaTesNibHOW NporpamMMbl

Kopg
Otan bopmupoBaHus
KoMneTeHuun dopmynupoBka KOMMeTEHLMM
2,3
OnkK-1 CMOCOBHOCTLIO pellaTh CTaHAapTHbIE 3aa4uum

npodeccuoHansHoOn AeaTeNbHOCTU HA OCHOBE
WHOPMALIMOHHOM 1 BUBNMorpadnIeckon KynbTypbl C
nNpYMeHeHneM MHPOPMAaLIMOHHO-KOMMYHUKALMOHHbBIX
TEXHOJOMMI U C Y4ETOM OCHOBHbIX TpeboBaHWN
WMHpopMaLIMOHHOM 6e30NacHOCTU

MnaHupyemblie pe3ynbTaTtbl 0O0y4YeHuUsA
3HaTb:

1) TeopeTnyecKkne OCHOBbI MpeaAMeTHOM 061acTn MHPOPMALMOHHBIX TEXHOMNOMNIA

2) OCHOBHbIE NPUHLMMBI 06PabOTKM SKOHOMUYECKOWN MHGOPMaLMEN
YMeThb:

1) wucnonb3oBaTb MHAOPMALUNOHHbIE TexHornoruun (UT) ons o6paboTkmn akKOHOMUYECKon NHopMaLmK.
Bnapetb:

2) TepmuHOMnoruven, ucnonb3dyemon B obnactn AT

K-8 CMOCOBHOCTLIO UCNONb30BaTh ANS PeLUeHNst aHaNMTUYEeCKMX 1
N nccnepoBaTenbCKUX 3a4ay COBPEMEHHbIE TEXHUYECKNe

CpeacTBa M MHOPMALMOHHBIE TEXHOOMUN

MnaHupyemMble peaynbTaTbl 06y4eHUs

3HaThb:

1) OCHOBHbIE MOHSTUS N COBPEMEHHBIE NPUHLMMBLI paboThl C AeN0BOM MHOPpMaLnen
YMeThb:

1) wucnonb3oBaTb MHAOPMALMNOHHBLIE TexHororumn (UT) gnst o6paboTkM 3KOHOMUYECKON MHGOpMaLmK.
BnapgeTtb:

1) nporpammMHbIM obecnevyeHreM ans paboTbl ¢ AenoBon nHgpopmaumen

1,2,3

MK-10 CMOCOBHOCTLIO UCNONb30BaTh ANS PeLleHUst
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Kop,

OTan dopmMmpoBaHus
KOMMeTeHL MM dopmynupoBka KOMMeTEHL MM

KOMMYHUKaTUBHBIX 32424 COBPEMEHHbIE TEXHUYECKNE
CpPeAcTBa M MHPOPMALIMOHHbIE TEXHOMOMMK

MnaHnpyemble pe3yrnbTaTbl 06y4eHUs

3HaTb:
1. OCHOBHbIE NMOHATUSI U COBPEMEHHbIE NPUHLMMBI PaboTbl C 4eNoBOW MHGOPMaLMen
YMeThb:
2) nporpammMmHbIM 0becneyeHnem ans paboTel ¢ AenoBon MHopmauunen
Bnanetb:
1) HaBblkamMu 3awWnTbl MHOpMauun B naketax MSOffice

1.5. AvcumMnnuHbl (NPaKTUKK) obpa3oBaTeribHOM NpPorpaMmbl, B KOTOPbIX ObISIO HA4YaTo
c¢hopMupoBaHue KOMNeTeHUMN, yKa3aHHbIX B N.1.4:
e  OcHoBbl NnpodeccuoHanbHon geatenbHoctn (ONK-1)

2. COOEPXAHUWE OUCLUUNIINHDbI

O6bemM (4achl)

HaumeHoBaHWe 1 cogepxaHue 2 9 o2

o 8z 08 ez

y4ebHbIX Moaynen, TeM 1 POPM KOHTPOIA £ 3 e
°g|°8¢g 8¢

(o] (o]

YyebHbIn Mmoaynb 1. UHdopMaLMOHHbIE CUCTEMBI.
Tema 1. UHdpoOpmMaLMOHHbIE CUCTEMbBI U TEXHONOrMKU MNPeanpuUATMH U UX pofib B

yrnpaBneHun npeanpusTmemM
OcHOBHble NOHATUSA. Buapl nHdopmaumoHHbix cuctem (UC). Ctpyktypa n coctas UC. | 10
MepcnekTnBbl pa3BuTus. Ponb nHopMaLMOHHbIX TEXHONOMin B 06paboTke
WHpopmaumm Ha npegnpuatum. dsontoung NC

Tema 2. OJOkoHOMMYeckad wuHGOpPMaLMA Ha NpeanpuaTUaxX KW cnocobbl  ee
dopmMarnmM3oBaHHOro onNncaHns

CocTtaB u cogepxaHne 3KOHOMMYECKOW WHGopmauun. CBoMCTBa SKOHOMUYeckon | 14
wHpopmaumn. [okymeHTaumsa w©n TexHonorns ee dopmupoBaHus. [loHATue
3ANEKTPOHHOro AOKYMEHTA.

Tekywmn koHTponb 1. Onpoc 2
Y4yebHbI moaynb 2. UH(hopMaLMOHHbIE TEXHONOrMM 06paboTKN JOKYMEHTOB
Tema 3. IHdopMaLMOHHbIE TEXHOMOTMM 06PabOTKN TEKCTOBLIX AOKYMEHTOB

MoHAaTne odmcHoro nporpaMmHoro obecneveHusi, cocTaB. [loHATME TEKCTOBOro
npoueccopa, PyHKUMOHanbHoe HazHavyeHue. OCHOBHblE OCOBEHHOCTN COBPEMEHHON
Bepcun TekctoBoro npoueccopa WORD. Beog 1 pegaktnpoBaHue Tekcta. Onepaumm
C parmeHTamm TeKkcTa, MOWCK M MO3MLUMOHWPOBaHWE. YMNpasreHune LwpudTamu.
dopmaTtumpoBaHMe gokymeHTa. [poBepka opdorpacdmm u rpammatumku. Pabota co 14
ctunamn n wabnoHamu. CosgaHne CHOCOK, ornaBneHu u ykasatenen. Pabota ¢
bonblWMMKM  OOKYMEHTaMW, MepeMelleHMe NO [JOKYMEHTY, BCTaBka 3aknagok,
co3laHve KOMOHTUTYMOB, co3faHue pasgenos. CosgaHue Tabnuu, PUCYHKOB,
HayyHblX  ¢opmyn. BcTpamBaHve 006bekTOB. BbluucneHve B Tabnuuax.
Ucnonb3osanme nonen WORD. OpHoBpemeHHas paboTa € HECKOMbKMMU
JOKyMeHTamu. YnpaBneHne oKkHaMu.

Tema 4. IHpopmaumoHHbIe TEXHOOrMmM o6paboTkun Tabnumy

OcHoBHble MNOHATMSA TabnmyHoro npoueccopa. PyHKUMOHaNbHbIE BO3MOXHOCTU
TabnnyHoro npoueccopa EXCEL. TexHomnorus paboTbl B TabnuM4HOM npoLeccope.
lMprMeHeHue B BbIYUCIIEHUSAX CTaHAAPTHbLIX PYHKUMA. DNemMeHTbl guarpamm. Tunbl
avarpamm. TexHonorums co3gaHus  aumarpamm. CpegctBa  copmatmpoBanus | 14
avarpamm. YnpasneHve OVHaMWUYECKOW CBA3bI0 AuarpaMMbl U MCXOOHOW Tabnuubl.
dopmupoBaHMe WUTOrOB WM CBOAHbIX Tabnwuu. [pynnMpoBka CTPOK M CTONOLOB.
KoHconupauma tabnuy n mnx dacten. CoptupoBka 3anucen, unbTpaums SaHHbIX.
[MocTpoeHune cBoaHbIX Tabnuy,

Tema 5. 3awmTta JOKYMEHTOB 16
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O6bem (4achl)
HaumeHoBaHve u cogepxaHuve oS .85 88
y4ebHbIX Moaynen, TeM 1 PopM KOHTPOIA 29 g 9 30
°og|°cgd ©&
] ® g ®o
MaponbHas 3awmta OT WU3MeHeHuss Jacten (pasgenoB) pokymeHta Word,
COOEPXKMMOro OTAEenbHbIX siYeek M UX AuanasoHoB B Excel, cTpykTtypbl nucta
(BCcTaBka, yganeHue v popmatvpoBaHMe CTPOK WM CTOMOLOB), CTPYKTYPbl KHUMM
(nobaBneHve wn ynaneHwe nUCTOB, OTOOpaXKeHWe, CKPbITble JIUCTOB), U3MEHEHWE
pasmepoB, MOMOXEHUS UMM BUOMMOCTU OKHA, HACTPOEHHOro AN 0TOBpaXeHus KHUM
Excel. PasrpaHnuyeHne pgoctyna ayTeHTUMUMPOBAHHHBLIX Mofb3oBaTenen K
dparmeHTam Tekcta MS Word, 3agaHne orpaHW4eHUn Ha HeCaHKLUUOHWPOBAHHOE
pacnpocTpaHeHne AOKyMeHTa
Tekywmmn koHTponb 2. Onpoc 2
lMpomexyToyHaa aTrectauus no AUCUUNIINHE — 3K3aMeH 36
BCEIO: | 108
3. TEMATUYECKWU NMI1AH
3.1. llekuum
Homepa Oqueo6yL|eH|/|6e Oqu-3aquoeo6yL(|3eHV|e 3aquoe06yqu6me
usysaemsix tem | (WP | ey | cowecrpa | (uaow covecrpa | (acul
1 2 6
2 2 10
3 2 10
4 2 4
5 2 4
BCEIO: 34
3.2. MpakTnyeckme U ceMMHapPCKue 3aHATUSA
Homepa H OuyHoe 06y4yeHne OuHo-3a04Hoe 3ao4Hoe obyyeHne
HBYUEEMBIX anmeHoBaHue 0ByueHme
Tem n cbopma 3aHATUI Homep Ob6bem Howmep O6bem Homep O6bem
cemecTpa (vacbl) cemecTpa (4acbl) cemecTpa (4acbl)
1-2 Tekywmn koHTponb 1. Onpoc. 2 2
MpakTnyeckoe 3aHATHE.
MpuHumnbl padotsl WORD
3 TexHonorus paboThl 2 4
BTEKCTOBOM Mpoueccope
WORD:
lMpakTuyeckoe 3aHATHE.
4 MpuHumnel padotsl EXCEL > 8
TexHonorusa paboThbl B
TabnnyHom npoueccope..
MpakTnyeckoe 3aHsTUE.
3awuta JOKYMEHTOB
5 . ' 2 18
cpeactBammn Microsoft.Office.
CpegacTea 3awuThl
3-5 Tekywmi koHTposnb 2. Onpoc 2 2
BCEIO: 34

3.3. JlabopaTopHble 3aHATUA
He npegycmoTpeHo

4. KYPCOBOE NMPOEKTUPOBAHUE

He npegycmoTpeHo

PMO 38.03.01 WHdopmMaLMOHHbIE TEXHONOMMN B 3KOHOMMUKE U yNpaBneHuu Crpanmua 5 u3 13



5. TEKYLUUNKOHTPOJIbYCNEBAEMOCTU OBYYAIOLLErOCA

Homepa OuHoe 0byueHmne OuHo-3aouHoe 3aouHoe 0ByuyeHve

y4ebHbIx dopma 4 obyyeHue d
moayneit, no

KOHTpOns

KOTOPbIM por] Homep | \onpo | HOMEP | yiongo | HOMEP 1 yioneo
npoBOAMTCA 3HaHun cemecTpa cemecTpa cemecTpa

KOHTPOI1b

1,2 Onpoc 2 2

6. CAMOCTOATEJIbHAA PABOTA OBYYAKLIEIOCA

OyHo-3a04HoE

Buabl CaMOCTOATENbHOI paboThi O4yHoe 06y4yeHne obydeHMe 3aoyHoe oby4yeHne
o6yqa+ou4eroc;| Homep Ob6bem Howmep O6bem Homep O6bem
cemecTpa (vacbl) cemecTpa (4acbl) cemecTpa (4acbl)
YcBOeHVe TeopeTM4eckoro matepunana 2 2
[MoaroToBka K NPaKTUYECKUM 3aHATUAM 2 2
[MoproToBka K ak3ameHy 2 36
BCEIlO: | 4+36

7. OBPA3OBATEJIbHbIE TEXHOJTIOTNA

7.1. XapaKTepucTuka BUAOB U UCMOSb3yeMbIX MHHOBAUMOHHbLIX )OPM y4eGHbIX 3aHATUI

O6beM 3aHATUN
B MHHOBALMOHHbIX hopmax
HanmeHoBaHue (vachbr)
BMAOBV”eqH"'X Mcnonb3yemble MHHOBALMOHHbLIE (POPMbI o o @ o @
3aHATUIA 9 2 oz o=
2T Q ) E)
F I 7352 2
o3 o33 T3
[¢] ® 0 ® 0
Jlekuun Pa3bop KOHKPETHbIX CUTYyaLui 2
MpakTnyeckne n | Pasbop KOHKPETHbLIX CUTyauui 2
ceMunHapckme
3aHATUA
BCEIO: 4

7.2. Cncrema oueHnBaHusA ycneBaemMoCTu n LOOCTUXEeHUN 06yqarou.mxc;| Ansa I'IpOMe)KyTO‘-IHOﬁ
aTTecTauuun

TpaguumoHHas | X ©annbHO-penTnHroBas

8. OBECMNEYEHUEOUCLUMIIUHDI

8.1. YuebHasa nutepaTtypa
a) OCHOBHas y4yebHas nuTepaTtypa

1.

JiunaeB B.B. [JOKyMEHTMpPOBaHME CHOXHbIX MPOrpaMMHbIX KOMMIIEKCOB [ONEKTPOHHLIN pecypc]:
3MNEKTPOHHOE OoMoNHeHne K y4ebHoMy nocobuto «lMporpaMmHas MHXEeHepUsi CROXKHbIX 3aKasHbIX

nporpaMmHbiX  npoayktoB» (ons  6akanaepoB)/ Jinnaee B.B.— CapatoB: By3soBckoe
obpasoBaHue, 2015.— 115 c. -IPRbooks —http://www.iprbookshop.ru/27294
Cenbiwes B.B. WHdopmaumoHHble TexHomormm B NpodecCuoHanbHOW  AeATENbHOCTU

[OnekTpoHHbI pecypc]: ydebHoe nocobue/ Ceapies B.B.— M.: YyebHO-MeTOAMYECKNA LEHTP
no obpa3oBaHMO Ha XenesHooopoXHoMm TpaHcnopTte, 2013.— 264 c.- IPRbooks -
http://www.iprbookshop.ru/26803

6) gononHuTensHasa y4ebHas nuTepaTypa

3.

Fop6eHko A.O. VMHdOpMaLUMOHHbIE CUCTEMbI B 3KOHOMMWKE [ONeKTpoHHbIN pecypc]/ opbeHko
AO— M. BWHOM. [Jlabopatopus  3HaHumi, 2015.— 293  c.-IPRbooks -
http://www.iprbookshop.ru/6540

TymaHoB B.E. OCHOBbI MPOEKTMPOBAHUS PENALMOHHbIX 6a3 [aHHbIX [ONEKTPOHHbIN pecypc]/
TymaHoB B.E.— M.: NiHTepHeT-YHuBepcuteT NHdopmaumoHHbix TexHonorun (MHTYUT), 2016.—
502 c.IPRbooks —http://www.iprbookshop.ru/22431

PO
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8.2. NepeyveHb y4ebHO-MeTOANYECKOro 06ecnevyeHns AN CaMOCTOATENIbHOM paboTbl 06yYalLWMXCA

no AvcumunnuHe

1. l'op6eHko A.O. MHdopmaLMoHHbIE CUCTEMBI B 9KOHOMUKE [OneKTpoHHbIN pecypcl/ MopbeHko A.O.—
M.: BUHOM. TabopaTtopusa 3HaHui, 2015.— 293 c.-IPRbooks —http://www.iprbookshop.ru/6540

8.3. NMepeyveHb MH(POPMaALMOHHbIX TEXHOMOIMMN, UCMOMb3yeMbIX NPU OCYLLeCTBIeHUU
obGpasoBaTenbLHOro npouecca Nno AMcUMnnuHe, BKIO4Yasa nepevyeHb NPoOrpaMMHOro obecne4vyeHus u
MH(OPMALMNOHHBbIX CMPAaBOYHbLIX CUCTEM

1. Microsoft Word 8.1

2. Microsoft Office Professional 2013

8.4. OnucaHme matepuanbHO-TEXHUYECKON 6a3bl, HEOO6XO0AMMOM ANs OCYyLLEeCTBNEeHUA
oGpasoBaTenbLHOro npouecca no AMcuunnmHe

1. NNekumoHHasn ayanTopust ¢ MynbTMMeaUnHbIM y4eBHbIM KOMMIEKCOM

2. KomnbloTepHbIl KNnacc ¢ MynbTUMEAUNHBbIM KOMMTIEKCOM U BbIXOAOM B VMIHTEpHET

8.5. MHble cBegeHuna u (Mnu) matepuansl
[eMoHCTpaunoHHbIE, pa3aaToyHble MaTepuarnsl, katanoru, np.
MpeseHTauua no Temam 1,2,3,4.
MeToanuka no BbINOMHEHUIO NPAKTUYECKMX 3adaHni

9. METOAMYECKUE YKASAHUA ANA OBYHAKOLWLKNXCA NO OCBOEHUIO

ONCLUUNJINHDbI
Buapbl y4ebHbIx
3aHATUN U
caMocCTodTerNnbHaa OpraHM3au,m| AedaTernibHOCTU 06yqa}ou.lerocy|
paboTa
oby4aroLmxcs
Jlekumm lMpopaboTka pabouer nporpammbl, yaends ocoboe BHMMaHuE uUensM u 3agadvam
CTPYKTYPE M COaepXaHWo ONCUUMIMHBI.
Hantn oTBeT Ha Bonpockl B pekoMeHayeMon nutepaType. Ecnu camocTosiTenbHoO He
yaaetca pasobpatbCs B MaTepuane, HeobxoouMmo cdopmynmpoBaTb BOMPOC WU
3agaTtb NpenogaBaTerito Ha KOHCYNbTaUMN UM Ha NPAKTUYECKOM 3aHATMM U ap.
MpakTnyeckue PaboTta Cc KOHCMEKTOM NneKuui, MoAroTOBKA OTBETOB K KOHTPOSbHBIM BOMpOCaM,
3aHATUSA NPOCMOTP peKoMeHOyeMoWn nuTepaTypbl, paboTa C TEKCTOM, pelleHve 3agaHuin,
pelleHve 3a4ady o anropuTmy 1 gp.
CamocTodaTenbHas | 3HaKOMCTBO C OCHOBHOM M OOMOMHWUTENBHOW NUTEpaTypoOur, BKMOYasi CrnpaBOYHbIe
paboTa u3gaHus, 3apybexHble WUCTOYHWMKW, KOHCMEKT OCHOBHbIX MOMOXEHUA, TEPMUHOB,

cBefeHun, Tpebyowmnx Ans 3anoMMHaHMSA U SBMSIOLMXCS OCHOBOMOMaralwumMm B
Teme «MHdoOpMaUNOHHbIE TeXHONorMn npeanpusatTuiny. CocTaBneHMe aHHOTauun K
NPOYMTaHHbIM UCTOYHMKaM nutepatypbl B 3BC, noarotoBka aHanuMTU4ecKoro
ob3opa pecypca WHPOPMALMOHHO-TENEKOMMYHUKALMOHHON ceTn «W/HTepHeT»
(http://www.basegroup.ru/deductor). MoarotoBUTh npeseHTaumto aoknaga
(konuuectBo cnangoe He MeHee 15). [MpuM nogroToBke K 3K3amMeHy Heobxooumo
npopaboTaTb KOHCMNEKThbl NEKUUN U peKOMEHAYEMYIO NUTepaTypy.

10. ®OHA, OLIEHOYHbIX CPEACTB ANA NPOBEAEHUSA NPOMEXYTOYHOW ATTECTALIUMK

10.1. OnnucaHme nokasarenen n KpMTepueB OLLEHUBAHMUA KOMMETEeHLUN Ha pa3nNYHbIX 3Tanax ux
¢opMmupoBaHus, onucaHue LKan oueHMBaHUA
10.1.1. Noka3saTenu oueHMBaAHMA KOMNETEHLMIA Ha 3Tanax ux cpopmMmmpoBaHus

Kopg, HanmeHoBaHue MpenctaesneHne
KoMMAeTeHUnn . OLIEHOYHOro OLIEHOYHOro
MNokasaTenu oueHnBaHNA KOMMNETEHLMI
(aTan ocBoeHus) cpencTtea cpencTtea B hoHae
OrK-1(2,3) dopmMynupyeT OCHOBHbIE MOHATUSA U YcTHoe MepeyeHb
COBPEMEHHbIE NMPUHLUNBI PaboTbl C AENOBON cobecenoBaHue BOMPOCOB K
WUHpopMaLmen, a Takke nmeet ak3ameHy, 15
npeacraBneHne o KopnopaTUBHbLIX BOMPOCOB
MHOPMAaLUMOHHBIX cucTeMmax u 6asax MpakTnyeckoe MpakTnyeckme
OaHHbIX. 3afaHue 3agaHusa, 5
MpumeHseT nHdopMaLMOHHbIE TEXHONOMK 3agaHnn
AN peleHuns ynpaBrneH4Yecknx 3agau.
PMO 38.03.01 WHdopmMaLMOHHbIE TEXHONOMMN B 3KOHOMMUKE U yNpaBneHuu Crpanmua 7 u3 13
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Koa HanmeHoBaHue MpencraBneHne
KOMMeTeHL MM - OLeHOYHOro OLEeHOYHOro
MokasaTenu oueHNBaHNUS KOMNETEHLMIA
(aTan ocBoeHuMs) cpencTtea cpencTea B choHae
MK-8(1) dopmMynupyeT  OCHOBHblE  MOHATUS WU YcTHoe MepeyeHb
COBpEMEHHbIe MpuHUMNbI paboTebl ¢ AenoBon | cobecenoBaHve BOMPOCOB K
UHdopmMaumnen. [1eMOHCTpUpYeT  HaBblKK aKk3ameHy, 15
NMPOEKTUPOBAaHNS OAHHbIX BOMPOCOB
MpakTuyeckoe MpakTnyeckue
3afjaHue 3agaHus, 5
3agaHun
MK-10 (1,2,3) [leMOHCTpUpyeT HaBbIKM MOLENTMPOBAHMS YcTHoe MepeyeHb
Pasnun4YHbIX CLEEeHapUeB PasBUTUS C Y4ETOM cobecenoBaHue BOMPOCOB K
PUCKOB W NapaMeTpoB 3KOHOMUYECKOIO aKk3ameHy, 15
OKpYXXeHMs cpeacTBamu. BOMPOCOB
OcyulecTtBnsieT paboTy ¢ TabnMYHbIM MpakTnyeckoe MpakTnyeckune
npoueccopom EXCEL 3aJaHue 3agaHua, 5
3afaHun

10.1.2. OnucaHue WKan 1 KpuTepues oLeHMBaAHUA CPOPMUPOBAHHOCTU KOMNETEHLMN

OueHka no

TpaanunoH HOW LWKane

KpuTepumn oueHuBaHna chopMmnMpoBaHHOCTU KOMMETEHLNN

YcTHoe cobecenoBaHue

MpakTnyeckoe 3agaHune

MonHbIN, ucyepnbiBaloLLMIA OTBET,
SIBHO AEMOHCTpUpYoLLniA rnybokoe
NMoHMMaHue npegMeTa 1 LWNPOKYHo

Kputunyeckoe 1 pasHOCTOPOHHEE
paccMOTpeHMe BOMpPOCOB,
CBUOETENbLCTBYIOLIEE O 3HAYNTENbLHOA

OTNNYHO 3pyamLMIO B OLleHBaeMor obnacTu. camocTosiTenbHon paboTe ¢
KpuTndeckuin, opurnHanbHbIR Noaxoa K | UCTOYHMKaMK. KauyecTBO MCMONHEHMs
maTtepuany. BCEX 3IEMEHTOB 3a4aHWs NOSHOCTbIO

COOTBETCTBYET BCEM TPEBOBaHMSIM.
OTBeT cTaHAapTHbIN, B LENOM PaboTa BbinonHeHa B COOTBETCTBUN C
KayeCTBEHHbIW, OCHOBaH Ha BCeX 3agaHveM. Vimelotcsa oTaenbHble
006s3aTenNbHbIX UCTOYHMKAX HeCyLLLeCTBEHHbIE OLLIMOBKM Mrn

XOpoLuo nHdopmauun. MNMpucyTcTeyoT OTCTYNAEeHNa OT NpaBuin 0hopMIeHNs
HebonbLune Npobernbl B 3HAHUAX UK paboThbl.

HeCcyLeCTBEHHbIE OLLIMDKU.

OTBET HEMOSHbINA, OCHOBAaHHbIN TONbKO | 3agaHue BbINOMHEHO NOJTHOCTLIO, HO C

Ha NeKUMOHHbIX MaTepuanax. Mpu MHOFOYMCINEHHBIMU CYLLLECTBEHHBIMU

NMOHUMaHWM CYLLHOCTW NpeameTa B owmbkamu. Npn 3TOM HapyLLEHbI
YAOBIIETBOPUTETIBHO Leriom npasuna Od)OpMJ'IeHI/Iﬂ NI CPOKN

CYyLLECTBEHHbIE OWNOKM unu npobensl | npeacTaBneHnst paboTbl.

B 3HAHMAX cpa3sy MO HECKOJbKUM

TemMaMm, He3HaHVE BaKHbIX TEPMUHOB

HecnocobHOCTbL OTBETUTBL Ha BOMPOC OTcyTCcTBME OOHOIO UIN HECKOMNBKNX

6e3 nomoLLM ak3ameHaTopa. He3HaHve | oba3aTenbHbIX ANeMEeHTOB 3adaHus,

3HaYMTENbHOW YacTu NPUHUMNNANbLHO | IMBO MHOroYMcneHHble rpybbie ownbKkm

Ba)XXHbIX 3/1IEMEHTOB ANCLUNINHBI. B paboTte, nmMbo rpyboe HapyLleHne

MHorouncrneHHble rpyoble owmnbku. npasun ohoOpMIIEHNS NN CPOKOB

MonbiTKa cnuCbIBaHWSs, UCMOMb30BaHWS | NPeAcTaBneHns paboTol.
HeyaoBIETBOPUTENBHO

HepaspeLleHHbIX TEXHUYECKNX
YCTPOWCTB UIN NOfb30BaHWSA
MoACKasKom Apyroro Yenoseka (BHe
3aBMCMMOCTM OT YCMELUHOCTN Takon
NOnNbITKN).

MpeacrtaBneHue vyxon paboThl,
nnarunat, Nnbo oTKas OT nNpeacTaBneHus
paboThbl.

10.2. TunoBble KOHTPOJIbHbIE 3a4aHUA UM UHble MaTepuanbl, Heob6xoAMMble ANA OL,EeHKN 3HaHUN,
YMEeHUM’, HaBbLIKOB U (UNK1) onbiTa AeATEeNbHOCTU, XapaKTepusyroume atanbl POpMUpOBaHUs

KOMMeTeHUun

10.2.1. NepeyeHb BONPOCOB, pa3paboTaHHbIN B COOTBETCTBUM C YCTAaHOBNIEHHbIMU 3TanamMu
dopMupoBaHunsa komneTeHUMH
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Ne dopmMynunpoBKka BoOMnpocos Ne

n/n TEMbI

1 | MNMoHaTtne wuHdopmaumm, cBonCTBa WHGOpPMaUMK, MHPOpMauua M AaHHble. V3amepeHue 1
KonnyecTsa UHopmaLmn.

2 | VIHdopmaLumoHHble cuctembl. CTpyKTypa 1 Knaccndpukaunsa nHPOpMaLMOHHbIX CUCTEM. 1

3 | MNoHsaTue nHpopMaLUMOHHbIX TeXHONOrMN. Buabl NHHPOPMAaLIMOHHBIX TEXHONOMMIA. 2

4 | TekctoBbln npoueccop Word. CTpykTypa AokymeHta. CosgaHue [OKYMeHTa, MOoHATUE 2
wabnoHa. Pexumbl npocmoTpa AokyMeHToB. NepemelleHne no aokymeHTy. CoxpaHeHue 1
3alumMTa JOKYMEHTOB.

5 | TekctoBbii npoueccop Word. PegaktupoBaHve [oOKymMeHTOB. [MoMCK u 3ameHa TekcTa. 2
CpegacTtBa oopmMaTUpoBaHmsa OKYMeHTOB. [NoHATHe cTuns.

6 | TekctoBbi npoueccop Word. Cpeacrtea aBToMmaTusauum paboTbl C TEKCTOM (aBTO3aMeHa 1 3
aBTOTEKCT), MPOBEPKa NpaBoNMCaHus.

7 | TekctoBbi npoueccop Word. KonoHTutynbl, ornaBneHue, CHOCKM, ccbinku. Monsa Word u 3
MX UCMNOMb30BaHne

8 | TabnuyHbi npoueccop EXCEL. Paboyas kHura n ee cTpyktypa. Tunbl AaHHbIX U OO BEKThI 4
paboyero nucta. ['pacdumyeckoe npeacraBneHme JaHHbIX.

9 | TabnuuHbin npoueccop EXCEL. ®opmynbHble BbIpaXXeHUs, MX HasHayeHue, npaBuna 4
3anvcu 1 cnocobbl BBoga. CChifku, X BUAbI U UCNOJIb30BaHNME.

10 | Tabnnunbin npoueccop EXCEL. Martematuyeckne wun normyeckue yHkumm. DOyHKUMM 4
noucka u ccbinkn. PyHKUMK anst paboTbl C JaTON.

11 | TabnunuHbih npoueccop EXCEL. ®opmaTtupoBaHme Tabnuy,. MNMonb3oBartensckme dopmarhbl. 5
YcnoBHoe dhopmaTnpoBaHue. 3awmta s4eek, IMCTOB U KHUT.

12 | TabnnuHbin npoueccop EXCEL. Cnucku m cpepctsa ux o6paboTtkn. OunbTpbl, BUAbI 5
(UNBLTPOB U NX MPUMEHEHUE.

13 | TabnuuHbin npoueccop EXCEL. CosgaHne cBogHbIX Tabnuu, dopmmpoBaHMe o6LWMX U 5
NPOMEXYTOUHbIX UTOros. KoHconuaaumsa gaHHbIX.

14 | TabnnuHbin npoueccop EXCEL. CpepactBa aHanu3a [aHHbIX: nogbop napameTpos, 5
CLieHapum, NOUCK peLLeHNIA.

15 | TabnnyHbi npoueccop EXCEL. Makpochl 1 nx HasHayeHue. 5

10.2.2. BapmaHT TUNOBbIX 3afaHUN, pa3paboTaHHbIX B COOTBETCTBMU C YCTAHOBJIEHHbIMU 3Tanamm
chopMupoBaHusi KOMNETEHLUN

No .

n/n Ycnosus TMNOBbIX 3a4ad (3agaY, Kerncos) OtBeTt

1 | CosgaTb KHUry «Y4eT», COCTOSILYI U3 TPEX IACTOB: | B - <o i s i o
«Bepomoctb», «CnpaBodHukn» n  «OTtyeT». Ha nmct | — o0 oo

«CnpaBoYHUKN» MOMECTUTb ABe Tabnuubl creaytolLero Buaa: T

CnpaBo4HMK pacnpegeneHnst paboumx no Lexam u paspsigam

damunus, U. O. Paspsa Llex
CnpaBo4Huk TapndoBs =
Paspsa Tapud, pyb./yac.

[ns cnpaBoOYHMKOB 3afaTb OrpaHWYeHUss Ha BBOL [aHHbIX B - e e
ctonbubl Tabnuubl: «Paspsag» — ot 10 go 17, Uex — 1, 2 nnn 3. =

3anonHuTb Tabnuupbl Ha nucte « CNpaBoOYHNKNY
e B «CnpaBoyHUKe Tapudos» paspsaabl He NOBTOPSHOTCS;
e B «CnpaBo4yHuKe pacnpegerneHuss pabounx» paspsig u
Liex MOryT NOBTOPSATHLCS.

Ha nuct «BegomMocTb» NoMecTuTb Tabnuuy crneayoLlero Buaa:

BenomocTtb yyeTa oTpaboTaHHOrO BpeMEeHU

damunus, |Lex | OtpaboTtaHHoe Bpemsi, | HaumcneHo,
n.0. yac. pyo.
Ha nucte «Bepgomoctb» B Tabnuue 3anonHUTb CcTONOLbI
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Tabnuubl «Pamunua» n «OTtpaboTtaHHoe Bpems». CTonbubl
«Lex» n «HaumcneHo» [OMmkHbI 3anOnHATLCA aBTOMaTUYECKM C
MOMOLLIbI CTaHAapTHbIX GyHKunn MSExcel (dyHkuma BIP),
«HauncneHo» paccy1TbIBaeTCS Kak npou3BegeHne
oTpaboTaHHOIro BPEMEHN Ha COOTBETCTBYOLLMIA pa3psaay Tapud.
Ha nuct «OT4yeT» nomectuTb Tabnuuy criegylowlero BMaa:

OTtyeT no oTpaboTke

Llex
CymmapHoe oTpaboTaHHOEe Bpems, Yac.
Bcero HauncneHo, py6.

B saderiky, pacnonoxeHHyiw npaBee croBa «Llex» BBogutcs

HOMep Luexa, a HWwke BblgalTcd WTOMM — CyMMapHoe

oTpaboTaHHOE BpeMs U CyMMapHble HaducrneHus paboTHWKam

ykasaHHoro uexa. CymmapHoe BpeMss W CyMMapHble

Ha4YMCneHns OOMKHbI BbIYNCNATLCH aBTOMaTUYECKU C MOMOLLLIO

cTaHgapTHbIX dyHkum MSExcel (dbyHkuna CYMMECITIN).

YCTaHOBUTb 3aLLMTY KHUMN «Y4eT»:

1) Tlpuagymatbe TpW pPasnUuHbIX MNapons: Napofib  HWKHEro
ypoBHS (naponb 1) NO3BOMSET OTKPbIBATb KHUTY «YYeT» K
npocMmaTpmBaTb AaHHble nucta «OT4YeT», KPpOME OaHHbIX O
OEHEXHbIX  HAuYMCMeHWaX; Maponb CpedHero  YpOBHS
(maponb 2) nossonseT npocmatpuBaTb AaHHble C APYInX
NNCTOB KHWMN, KPOME AaHHbIX O AEHEXHbIX HauYUCNeHusX;
naponb BepxHero ypoBHA (maponb 3) nossonset
npocMaTpuBaTh U USMEHATb BCE AAHHbIE KHUTW.

2) [pupgymaHHble naponu cnegyeTt 3anucaTtb, BO usbexxaHue
nx yTpaTsbl.

3) OrpaHuunTb OOCTYN K KHUre «Y4eT», YCTAaHOBUB Maposb
ans oTkpbITUS (Naponb 1).

4) Ha nucte «BepomocTb» cKpbiTb cTOnNGeL, coaepxalliui
OaHHble O HauucneHusax («HauucneHo»), Ha nucte
«CnpaBoOYHUKMY» CKPbITb CTPOKW, CcoAepXaline [AaHHble
«CnpaBoyHuka TapndoB». 3aWwuTnTb NUCTbl «BegomocTby
n «CnpaBoYHUKN» C naponem 3.

5) CkpblTb nucTbl «BegomocTb» u «CnpaBOYHUKMY, 3aTeM
3aLMTUTE CTPYKTYPY KHUMM C Naponem 2.

6) Ha nucte «OT4yeT» OCTaBUTb HE3aALUULLIEHHON AYENKYy ANs
BBOZa HOMepa Liexa, B s4elike, oTobpaxaroLLen cymmapHoe
oTpaboTaHHOe BpeMms, CKpbITb ¢opmyny. Ha nucte
«OT4eT» CKpbITb CTPOKY, coOAepXallyld AaHHble O
CYMMapHbIX HauuUCIieHusIX. YCTaHOBWUTb 3aluTy nucTa
«OT14yet» ¢ naponem 3. [lpoBepuTb, 4YTO MOXHO
npocmaTpmMBaTb UTOIM NO pasHbIM LieXxaMm.
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CosgaTtb kHUry «Bbinyck npoaykumm», cogepXailyto Tpy nucTa:
«Mpoaykumsi», «lMnaH», «OTtyeT». Ha nuct «[lMpoaykumsi»
nomecTuTb Tabnuuy crneayoLlero Buaa:

CnpaBoYHVIK XapaKTePUCTUK MPOAYKLMK

HanmeHoBaHue Llex Npynna
nNpoayKuun N3roToBUTENb | NPOAYKLMM

LleHa,
pyb. 3a
en.

[Ons cnpaBoYHMKa 3agaTb OrpaHMyeHuMst Ha BBOA AaHHbIX B
ctonbubl Tabnuubl: «Lex nsrotosutenb» — 1,2 unu 3, «pynna
npogykunmn» — A, B, C unn D.
BanonHuTb Tabnuuy «CnpaBoYHUK»:
e 3HayeHusa B cTonbue «HaumeHoBaHVe MNpPOAYKUUU» He
NOBTOPSAIOTCS;
e 3HayeHus B ctonbuax «Llex marotoBuTenb» n «Ipynna
NPOAYKUMM» MOTYT MOBTOPATLCS.
Ha nuct «naH» nomectutb Tabnuuy crnegyroLlero suaa:

MnaH BbINycka npoaykuum

HanmeHoBaHue
npoayKLum

Liex

CtoumocTb
M3roToBUTENDb

KonuyectBo

B  Ttabnuue «[naH BbiNyCka»  3anonHuTb  cTon6upl
«HanmeHoBaHue npoaykumm» n «Konnyectso». Ctonbubl «Liex
narotoButenb» U «CTOMMOCTb»  AOMMKHblI  3aAMONHATLCS
aBTOMATUYEeCKM Ha OCHOBE CMpaBOYHMKA C  MOMOLLBIO
cTtaHgapTHbIX dyHKumn MSExcel (pyHkumsa BIP), «CTonmocTtb»
paccunTbiBaeTCs  Kak  MpoOM3BeAEeHWe  3anfaHMpoBaHHOIO
KonuyecTtaa M3Oenun n COOTBETCTBYKLIEN LEHbI OOHOMo
nsgenus.

Ha nuct «OTyeT» nomectuTb Tabnuuy cnegyroLlero suaa:

MnaHMpyemble nokasatenu

Llex nsrorosurenb
AcCCOpTUMEHT
CymMmmapHas cTouMOoCTb, py6.
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B saderiky, pacnonoxeHHyiw npaBee croBa «Llex» BBogutcs

HOMEp Lexa, a HWXe BbIJATCA WUTOMM — CKOMbKO PasfnmyHbIX

u3genvin BbIMYyCKAeTCA LEXOM (aCCOPTUMEHT) M CymMapHas

CTOMMOCTb  MPOAYKLMKW,  KOTOPYK  OOMKEH  MNPOM3BECTM

yKa3aHHbIV LeX. ACCOPTUMEHT U CyMMapHasi CTOMMOCTb JOJDKHbI

BbIYMCMATBCS  aBTOMATMYECKM C  MOMOLLbK  CTaHOApTHbIX

dyHKkunn MSExcel (dyHkuumm CYETECIIMA n CYMMECIU

COOTBETCTBEHHO).

YCTaHOBUTL 3aLUUTY KHUMM «BbINyCK NPOAYKL MUY :

1) MMpuagymaTb TpWU pasnuMyHbIX Napons: napoflb HWKHero
ypoBHsA (Maponb 1) No3BonsgeT OTKpbiBaTb KHWUrY «Bbinyck
npoaykuum» M npocmatpueaTb AaHHble nucta «OTyeTy;
napone CpeaHero ypoBHA (naponb 2) nossBonsieT
npocMaTpvBaTbe JaHHble C APYrMX JIMCTOB KHWIMW; Maposb
BEPXHEro ypoBHSA (naporb3) No3BonseT nNpocMaTpuBaTb U
N3MEHATb BCE AaHHbIE€ KHUTU.

2) TMpugymaHHble naponu criegyeT 3anucaTb, Bo un3bexaHue
UX yTpaTbl.

3) OrpaHuumtb pgoctyn K KHure «Bbinyck npoaykuuny,
yCTaHOBMB Naporb A58 OTKpbITUS (maponb 1).

4) Ha nucte «[naH» ckpblTb cTonbeu, copepXalini
BCMoMoraTternbHble AaHHble 0 uexe («Llex uarotoBuTenby).
3awmtnTb nucTbl «naH» n «Mpogykuma» ¢ naponem3.

5) CkpblTb nuctbl «lMnaH» u «lMpoaykuusa», 3atem 3awuTuTb
CTPYKTYpPY KHUTK «Bbinyck npoaykumnm» ¢ naponem2.

6) Ha nucte «OTyeT» OCTaBUTb HE3aLUULLIEHHON AYenKy Ans
BBOAA HOMepa Uuexa, a B s4erkax, oToOpaxatomx
aCCOPTUMEHT Y CYMMapHYI0 CTOMMOCTb, CKPbITb (DOPMYIb.
YcraHoBuTh  3awmty nucta  «OTtyeT» ¢ naponem3.
[MpoBepuTb, 4TO MOXHO MpPOCMaTpMBaTb UTOrOBblE OAHHbIE
Mo pasHbIM Liexam.
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10.3. MeToauuyeckue matepuansl, onpegensowme npoueaypbl OLeHUBaAHUA 3HAHUNA, YMEHUN,
BIlageHnM (HaBbIKOB M (MNIN) NPaKTUYECKOro onbiTa AeATENbHOCTU), XapaKTepU3yHLUX 3Tanbl
c¢hopMupoBaHus KOMMNETEHLUN

10.3.1. YcnoBusa pgonycka oOGy4awllerocd K cAaye 3K3aMeHa W MNOpPsAoK JMKBUAAUUU
akagemMu4ecKkon 3a40MKeHHOCTH

MonoxeHne O npoBeOeHWMM TEKYLLEro KOHTPOMs YCNeBaeMoCTW M MPOMEXYTOYHOW aTTectauuun
obyuvatomxcs.

10.3.2. dopma npoBeaeHNA NPOMEXYTOYHOM aTTecTauum No AUCLUNnHe

YCTHada X NMCbMeHHasa KOMMNbOTEPHOE TECTUPOBAHNE MHaA

10.3.3. Oco6eHHOCTU NpPOBeAeHUA IK3aMeHa
Bpewmsi, oTBOOUMOE Ha NOArOTOBKY OTBETA Ha 3K3aMeHe, cocTaBnseT He bonee 45 MuH. B aTo Bpems BXOAUT
NMOAroTOBKa OTBETA HA TEOPETUYECKNIA BOMPOC U PELLEHNE NMPaKTUYECKOro 3aaHuns

PMO 38.03.01 WHdopmMaLMOHHbIE TEXHONOMMN B 3KOHOMMUKE U yNpaBneHuu Crpannua 13 u3 13



	 Рассмотреть совокупность методов и средств реализации операций сбора, регистрации, передачи, накопления и обработки информации на базе программно-аппаратного обеспечения для решения управленческих задач экономического объекта.
	 выявление и формулирование актуальных научных проблем;
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