BaymaHCKMK y4yebHbIM LeHTp «CneunanucT»

MNMporpamma Kypca bazoBasa koMmnbloTepHas nogroroBka. Windows 10/11.
Microsoft Word, Excel, PowerPoint 2024/2021 (ans crapLueKknacCHUKOB)

Koa kypca: BKIMLU

Tema AK. yacoB

Mogynb 1. YcTponcTBO KOMNbIoTepa U nHTepdenc onepaumoHHon cuctembl Windows
10/11. OCHOBHbIe NOHATUSA ONepPaUNOHHON CUCTEMbI U OpraHM3auUus XpaHeHus
mHdopmaumn. NMounck nHcpopmaLmm B KOMNbIOTEPE

¢ CocTaBHble YacTu komnbloTepa. OCHOBHbIE 3NIEMEHTBI KOMMbIOTEPA U UX

XapaKTepUCTUKN.

OnepauwonHas cuctema Windows 10/11.

UHTtepderic Windows 10/11 (Pabouui cton, MaHenb 3agad, MMaBHOE MEHI0).

Buobl OKOH 1 NpuHLMNBLI paboThl ¢ HUMMN.

OkHa nporpamm.

OkHa narnok. 4

Ovanorosble OkHa.

PaboTa ¢ MbiUub0. Micrnons30BaHe KOHTEKCTHOTO MEHIO.

PaborTa c knaBuaTypon.

OCHOBHbI€ MOHATUSA ONEPAaLMOHHON CUCTEMbI M OpraHu3aLmns XpaHeH st UHopMaLIA:

dairbl, fiormiyeckue OUcku, Nanku.

¢ [oHsaTue dairnoBoi cuctemsl (darin, atpubyTel chaiina, cocTaB UMeHU daina).

e [Iporpamma «[pOBOAHMKY - MHCTPYMEHT Anst paboTbl C hairioBOM CTPYKTYPO.
ArnemeHThbl «[poBoaHMKay. HaBurauus no nankam.

e 3aBepLueHve paboTbl 1 BLIKIKOYEHME KOMMbIOTEPA.

Moaynb 2. Pa6oTa c dhainamm 1 nankamm B OC Windows 10/11. ApxuBaums un
pasapxuBaums cannoB. Bopb6a ¢ KOMNbLIOTEePHLIMA BUPYyCaMu

Co3aaHuve nanok.
MepevnmeHoBaHue hannos 1 Nanok.
OTmeHa gencTeui ¢ charnamm 1 nankamm.
BblaeneHue Heckornbkux chalros 1 Narnok.
KonupoBaHue u nepemelLeHre dainros 1 nanok Ha KoMMnbtoTepe.
KonvpoBaHwve halnoB 1 nanok Ha CbeMHbIE HOCUTENW.
Ypanenue cannos n nanok. BocctaHoBrneHue yoaneHHbIx dainrnos v nanok. YaaneHue 6e3
BO3MOXHOCTW BOCCTAHOBIIEHVSI.
3anyck nporpamm. Co3ganue n CoxpaHeHue JOKYMEHTOB. 4
«BbIcTpbI» nouck Windows.
Mouck B nporpamme NpoBOOHMK.
Aprbiku - cpeacTBO Ans ObICTPOro 3anycka Nporpamm 1M oTKpbITUSE (halirioB Ui Narok.
Co3spnaHve AAprbikoB. 3akpenrieHre ApnbIKoB Ha NaHem 3aaau.
e ApxvBauus:
o Lenb v npuHumn apxveauumn. lNporpaMmmbl-apxuBaTopsb!.
o CosgaHve thanna-apxvea. [lobasneHve daiina B apxvs.
o [lpocmoTp hanna-apxmea. i3sneveHve anrnos 13 apxvsa.
e Bonpockl 6e3onacHoCTV Npu paboTe Ha KOMMbIOTEpPE.
e Bbopbba ¢ KoMNbOTEPHLIMM BUpYcamn. 3amyck aHTUBUpYCa.



Mopaynb 3. Microsoft Word 2024. CosaaHue u ochopmMiieHre TeKCTOBOro AOKYMeHTa

Wutepderic Microsoft Office Word 2024.

NeHTa v BKNagku, rpynnbl.

MaHernb 6bicTporo gocTyna. HacTporika CTPOKM COCTOSIHUSA.

Cnpagka, MNMoMOLHWK 1 VIHTeneKTyarnbHbl MOWCK.

CoxpaHenve gokymeHta B Word 2024.

PexuMbl npocMoTpa A0KYMEHTA: PEXUM UTEHUS1, pa3MeTka CTPaHuULbI.

HacTpovika napameTpoB CTpaHuLbl: YCTaHOBKA MOMEN, U3MEHEHWE OpUeHTaLIMM CTpaHULbI.
BBopa TekcTa u BblgenieHe bparMeHToB AOKYMEHTa.

BcTaBka cneuuarnbHbIX CUMBOSIOB, AATbl Y BpEMEHM.

OdopmreHve (bopmaTMpOBaHME) TEKCTA.

Bbi60p 1 ycTaHoBKa onTuMarbHbIX LWpUTOB AOKyMeHTa. BuoousmeHeHue Wpudtos.
Hactpoiika napameTpoB ab3aua.

MapkupoBaHHble U HyMePOBaHHbIE CMUCKM.

Mogaynb 4. Pa6oTa ¢ Tabnuuamm u rpacukon B Microsoft Word 2024. OdopmneHue
pecbepara

BcTtaBka Tabnmu B JOKYMEHT.
N3ameHeHve Tabrmy: fobaBrneHve v yaaneHue CTonbLoB U CTPOK, U3MEHEHUE LLMPVHBI
CTOSOLOB M BbICOThI CTPOK.
OdopmreHne Tabmmu, UCNOSb30BaHME CTUMEN.
BcTraBka rpaduyeckux aneMeHToB: duryp, rpadmdeckmx airos, CTOKOBbIX
n3obpaxxeHuin n 3D-06HLEKTOB.
dPopmaTtupoBaHue rparyeckmx areMeHTOB: HACTPOViKa OBTeKaHUs TEKCTOM,
BblpaBHVBaHMS.
OdopmneHve pedepaTa:
o TWUTynbHbIN JTUCT.
o CopepxaHue.
o KornoHtuTyrnbl. Hymepaumsa ctpaHuu.
MpeaBapuTensHbIN NPOCMOTP M NOArOTOBKA K NeyaTtu:
o HacTpoika napameTpoB CTpaHuLbl B MeHo Paiin: nons, pasmep, OpueHTaLums.
o HacTpowku neyaTti: KOrmM4eCcTBO KOMWA, AnanasoHbl CTPaHWUL, HECKOSIbKO CTPaHWL, Ha
nucrte.

Mopaynb 5. Pabota ¢ nuctamu kHurmn Microsoft Excel 2024. Beog n opmatupoBaHue
JaHHbIX

Obuwe ceenenmnst o Microsoft Excel.
JTnctbl kHurm Microsoft Excel 2024:

o [lepenmeHoBaHue.

o BcraBka.

o [lepemelleHue.

o Ypanenve.
CTpykTypa nmcTa, sS4eiku, CTPOKK, CTONOLbI.
BBoa gaHHbIxX. PegaktvpoBaHue coaepXMMoro siyeek.
BblgeneHue onanas3oHoB SiYEEK.
dopmaTrpoBaHme sueek. OuncTka CoAep>KMMOro u hopMaToB.
YcTtaHoBKa 1 U3MeHeHVe (hopMaToB YNCMOBbIX AaHHbIX.
Mcnonb3oBaHne Mapkepa 3anofHeHus1, AHW Heaenu, AaTtbl, 3HaYEHMsI.
Cnwmcku. MNMporpeccum.



Moaynb 6. Beluncnenus B Microsoft Excel 2024. CoptupoBka 1 ovnbTpaums AaHHbIX.
YcnoBHoe chopmaTtupoBaHue. NoctpoeHune anarpamm NMoaroToBKa K neyaTy U nevyatb
Tabnuy

CospaHve chopmyn.

KonuposaHue gopmyn.

OTHocUTENBHBbIE M abCOMOTHBIE CCbISKM.

Mcnonb3oBaHve aBTo3anonHeHns 4ns paboTbl ¢ hopMyramMm.

Vcnonb3oBaHne MMeHOBaHHbIX stHeek A1 0b6palleHUst K AaHHbIM C APYriX JIMCTOB. 4
PaboTta ¢ Mactepom dyHkumin. cnons3oBanue pyHkumi CYMM, MUH, MAKC, CP3HAY,
CYET, CErOgHA, TOATA.

CopTumpoeka 1 punbTpauus (0Tdop) AaHHbIX.

YcnoBHoe dhopmaTypoBaHMe.

MocTpoeHve anarpamm (TMCTOrPaMMbl, TOYEYHbIE U KPYrOBblE AvarpamMmmbl).

MoaroToBKa K nevaTtu: norsi, MacLTald, KONOHTUTYSbI.

MevaTb Tabmy 1 guarpamm (MeHto dawin).

Mopynb 7. Pabota B PowerPoint 2024. Co3aaHue 3¢pheKTUBHbIX Npe3eHTauumn.
Pabota ¢ TekcToM 1 06 bLeKTamMm

UHTepgeric PowerPoint 2024. Pexvmbl paboThl.
Mcnone3oBaHue LWabrioHoB.
PaboTa co cnargamu: co3anue, USMEHEHVE MakeTa, NepeMeLLEHue, KonNMpoBaHye,
aybrvpoBanue, yaaneHve.
e PaboTa c TekcToMm:
© BCTaBKa B MakeTHble Nons;
© UCMOSb30BaHMe Haamucen.
e [loGaBrneHune Ha crang cdouryp, rpadoundeckunx hannos, CTOKOBbIX M306paxkeHui n 3D-
06BLEKTOB. 4
e HacTpowika rpacryeckmx 06 bEKTOB: BblpaBHMBaHME, IPYNMPOBKA, NPUMEHEHNE CTUINEN,
pedakTupoBaHve.
e [pacmyeckme anemeHTbl SmartArt:
o npeobpasoBaHue TekcTa B rOTOBbIE CXEMb;
© 0(OpPMIEHHbIE CMNCKM, MPOLLECCHI.
e OdbopMmrieHre crangos:
© HacTpoWka (poHa;
© W3MEHeHVe au3anHa;
© V3MEHEeHVe LIBETOBOM 1 LUPUTOBOM CXeMbI NMpe3eHTaumm;
o CoxpaHeHve npe3eHTaumm B pasnmyHbiX dhopmMaTax.

Mop.ynb 8. Ucnonb3oBaHue aHMMaLUKM B npeseHTauun. MNMokas npeseHTauumn

e [lo6GaBreHve aHumaummn: AHMMauma Tekcta n o6bekToB. HacTporika aHmmawmm. 3
e AHvMaUMs cranaos.
e [lokas npeseHTauum.

Mopaynb 9. UToroBas (3a4eTHasl) paborta 1

32 ak.u. + 32 ak.u.

AygutopHas Har Ka B KIacce C npernoaaBarteriem
YA P Pys P A CaMoCToOATEeSIbHO

Mo okoH4YaHWM o6yqu|/|ﬂ Ha Kypce npoBoguTCA Utoroead atrectauud. ATtTecTauus npoBOOUTCA B BMAOE TeCTa Ha
nocrniegHem 3aHATUN NI Ha OCHOBaHM OLLEHOK NPaKTU4EeCKUX pa60T, BbIMOJIHAEMbIX BO BpeMs O6y‘-IeHI/IF| Ha Kypce.

KoHTaKTbI LeHTpa

[ns YyacTHbIX L, [ns opranvsaumi E-mail
+7 (495) 232-32-16 +7 (495) 780-48-44 info@specialist.ru
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