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1. Miisllim haqqinda malumat

Soyadi: Rzayeva

Adi: Komalo

Atasmin adi. Mommodaga qizi
Tohsili: Tam ali tohsil

Elmi doracasi:

Elmi adi:

Vozifosi: IKT sébosinin miidiri

olage rekvizitlori: e-mail: kamala rzayeva@bitkol.edu.az
Giin arzinds kollecds oldugu vaxt:08:30-17:30
Istirak etdiyi miisabiga , kurs vo talimlor:

. UNESCO-un Tohsildo informasiya Texnologiyalari Inistutunun kegirdiyi “Pesokar
yaradiciligda IKT — don istifada sahasindo tokmillosma” taliminin istirakgis1 -2003;

. Relief International- Scholls Online toskilat1 vo Azorbaycan Respublikasi Tohsil Nazirliyi
torafindon toskil edilmis “IKT-nin Tohsilds interqrasiyast iizro Tolimlori” toliminin istirakgist
-2005;

. Azaorbaycan Respublikasi Tohsil Nazirliyi vo “Moadad Azorbaycan” MMC tarafindon toskil
edilmis Tohsil portalindan istifads {izro tolim kursunun istirak¢isi -2010

. Adobe Systems sirkatinin kegirdiyi “Vizual dizayn — cildloma va ¢apdanavvalki hazirligin
asaslar1” online kurslarinin faal istirak¢1s1.2013

. Bauman adina Moskva Dovlat Texniki Universitetinin Computer User (Microsoft ® Windows
7 with Office ) online kurslarinin istirak¢is1.2014

. Bauman adina Moskva Dovlat Texniki Universitetinin Microsoft Word 2010 Advanced User
online kurslariin istirak¢is1.2015

. Bauman adina Moskva Dovlat Texniki Universitetinin Microsoft Excel 2010 User online

kurslarinin istirak¢1s1.2015
Xarici dil: rus dili, ingilis dili
2. Fann barads malumat
Fonnin adi: Totbigi program tominati
Fonnin kodu: 1F-B04
Kreditlorin say1: 4
Fonn 6yranilon vaxt: 2017-2018 ci tadris ili, 11 semestr (YY)
Prerekvizit fonlor: ©moliyyat sistemlori
3. Fonnin xarakteristikasi
Fannin tayinan- Totbigi program tominati fonni BITKol-un “AS-in va ht-nin program tominat1”
sobasinin 11 kurs tolobalori tiglin nazords tutulmusdur. Fannin tadrisi {igiin comi 60 saat ( 30 saat
miihazira, 30 saat mosgalo ) vaxt ayrilmigdir.

Fannin dyranilmasinda magsad va vazifalar-Fonnin mogsadi, tatbigi programlarin hor hansi sahada
totbig olunan, rahat interfeyso malik olan, dialog rejiminds isloyan hazir proqgram mohsullarini idara
edo bilon programlar sisteminin 6yranilmasidir.

Bu fannin tadrisi tolobalars Totbigi program tominatinin komoyilo kompiiterls istifadogi arasinda dialoq
yaratmaq; operativ vo daimi yadas qurgularin1 iso salmaq; istonilon programin Syradilmosini,yerino
yetirilmasini tomin etmok, konkret masalo hallinds bilik vo onlarin 6z peso foaliyyati ilo bagl bacariq vo
vardiglorinin yaradilmasit mogsadi dastyir.

Fannin qisa mazmunu — Tatbiqi programlar -Hoar hans1 sahado totbiq olunan, rahat interfeyso malik
olan, dialog rejiminds isloyan hazir program mohsuludur. Tatbiqi programlarin névlari:

1.Usulyonlii;
2.Umumi toyinatli (universal);
3.Problemyonlii;
4.Hesablama prosesinin toskili.
5.Qlobal kompiiter soboakaloari;
Fannin tadrisi iisullari:Miihaziralor, mosgalo darslori, ev tapsiriglari, maslohat saatlari, tolobalorin sarbost
islori.
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4.Fonnin éyranilmasi naticasinda talaba tarafindan alda olunan kompetensiyalar

Bilik:

miiasir programlar vasitasi bazarinin voziyyatini;

totbiqi programlar paketlorinin névlarini;

motn sonadlarinin yaradilma etaplarini vo redaktos iisullarini;

elektron cadvallorin kémayi ilo informasiyanin emalinin asas yollari.

AN NI NN

Bacariq:

kompiiterin miiasir program tominat ilo islomoak;

miixtalif masalalari hall etmok ti¢iin miiasir totbigi programlar paketini
totbiq etmok;

motn sonadlori ilo asas amoaliyyatlar: yerinos yetirmok;

sonadlorin taninmasi, formatlagdirilmasi vo tortibati ilo bagli osas
omoaliyyatlar1 yerina yetirmok;

v" elektron cadvallorin komayi ilo informasiyani emal etmoak;

v’ riyazi paketlori istifado edorok miihondis hesablamalarini aparmag.

AN

AN

Vordis:

Qarsiya goyulmus mosalalordon asili olarag sistemin optimallasdiriimasinin
yerina yetirilmasi; fonnin todrisinds 6yrandiyi asas qanunlari 6z pess foaliyyatinds istifado
edir, totbiq edir.




Hoftolor Darsin mévzusu Saat ;I;Sr?;:f:
ITonsitue II1O. Ctpykrypa u ocHoBHbIE KoMnoHeHTHI [IT1. TIpumepsr 2 Miihazirs
1-ci hofts COBPEMEHHBIX MPUKJIAJIHBIX TAKETOB
ITonsrue IIIO. CtpykTypa u ocHoBHBIe koMnoHeHTHI I1I1. ITpumepsr 2 Sem/mo
COBPEMEHHBIX MPUKJIAJIHBIX TAKETOB $
2-ci hafto Crpykrypa MS OFFICE. Tekcrossle pegakropsl. Microsoft Word 2 Miihazira
Crpykrypa MS OFFICE. Tekcrobie pemakropsl. Microsoft Word 2 Sem/mos
.. MS Word. Pabora ¢ mokymenrom. Co3manue u (popMaTHpoOBaHHE N
eiihofto | ycra, OdopmieHne TekcTa 2 Miihazira
MS Word. Pa6ora ¢ mokymenrom. Cosmanue ¥ (HOpMaTHpOBAHHUE 2 Sem/mos
tekcTa. OpopmIiIeHHe TeKCTa
MS Word. Co3nanne tadbmur Padora ¢ Tabnumamu. 2 Miihazira
4-ci hafto
MS Word. Cozganne Tabnun Pabora ¢ Tabaumamu. 2 Sem/moas
5-ci hofto MS Word. I'padudeckue BO3MOKHOCTH 2 Miihaziro
MS Word. I'paduueckie BO3MOKHOCTH 2 Sem/mos
6-ct hoft MS Word. Makpocsl. [ToAroToBka K ne4atH u rnevaThb JOKyMEHTa 2 Miihazira
-c1 hafts
MS Word. Makpocsl. [ToAroToBka K ne4atH u rnevaThb JOKyMEHTa 2 Sem/mos
OcHoBHBbIC 3J7eMeHTBI uHTepdeiica Excel. I'maBHoe MeHIO, MmaHenlH o
2 Miihazira
7-ci hafto WHCTPYMEHTOB, pabodasi 00JIacTh.
OcHOBHBIE 3JeMeHTHl uHTepdelica Excel. I'maBHoe MeHIO, maHenu 2 Sem/mo
WHCTPYMEHTOB, pabodasi 00JIacTh. 3
MS Excel. Bong u penaxtupoBanue naHHbIX. DopMmaTupoBaHue 2 Miihazirs
8-ci hafto paboUMX JIMCTOB. 3aIINTA STUYEEK, TUCTOB, KHUTH.
MS Excel. Bong u penaktupoBanue naHHbIX. DopMmaTupoBaHue 2 Sem/mo
pabouMX JIMCTOB. 3aIINTA TUEEK, TUCTOB, KHUTH. y
MS Excel. Tlousitue dopmyn u bynkuuii. [locTpoeHHe OCHOBHBIX 2 Miihazirs
hopmyr.
9-cu hofto MS Excel. Tlousitue dopmyn u QyHkmuii. [TocTpoeHe OCHOBHBIX 2 Sem/mo
thopmy. ?
MS Excel. Macrep ¢yHKuuii. 2 Miihazira
10-cu hofto =
MS Excel. Macrep ¢pyHKIuiL. 2 Sem/mos
. MS Excel. luarpamMmbl ¥ rpaduku 2 Miihazira
11-ci hofts
MS Excel. [lnarpammsl u rpaduxu 2 Sem/mos
12-ci hofto MS Excel. CBoxHbIe Tabmuiel. MacTep CBOJHBIX TaOJIHII. 2 Miihazira
Haftalor MS Excel. CBoxHbIe Tabmuiel. MacTep CBOJHBIX TaOJIHII. 2 Sem/mos
MS Powerfjomt : OCHOBHEIE 3JeMeHTHl uHTepdeiica. Co3maHue 2 Miihazira
13-cii hofte | HPC3CHTALMI, yIIpaBICHHE UMH.
MS PowerPoint : ocHoBHBIe 31eMeHTHl uHTepdeiica. Coznanue 2 Sem/mo
Npe3eHTalNH, ypaBiIeHUe UMH. ?
MS Publisher: OcHoBHBIE SMEMEHTbL nnrepdeiica. Co3nanue, 2 Miihazire
14-cii hofte |_QATOTOBKA K neaty Iy OJIMKanuni.
MS Publisher: OcHoBHble 3semenTbl uHTepdeiica. Co3nanue,
o 2 Sem/mos
MOJTOTOBKA K Me4aTH MyOIHKaui.
15-ci hoft ITepcnextussl pazsutus [1110 . 2 Miihaziro
ot Iepcrexktusst passurust IT10 . 2 Sem/mos
6. Istifada olunan adabiyyat va tadris metodik vasitalor
Odobiyyat:

[SARER A

Dydaes O.B. «Ilakersl npukaanHpix nporpamMm» 2014

Buranuii JleoutbeB “Hoeiinit camoyuntesns Office 2013 u Office 365”
H.H. T'onyGeBa, JI.W. MIBanoBa “Pabota ¢ TekctoBbIM nporieccopom MS Office Word 20137
Kypruc ®@pait “Microsoft Excel 2013. Hlar 3a nrarom”

Jlxxon Yokenbax “Excel 2013. bubnus nons3osarens”




Fonn {izro semestr oarzinds talobalora 10 sarbast is tapsirigr verilir. Har tapsirigin yerins yetirilmasi 1 balla

7. Tahsilalma prosesina nazarst va talabslarin biliyinin giymatlondirilmasi
7.1. Talabalarin sarbast islarinin (TSI ) toskili

giymotlondirilir.Sarbast is yazili formada tahvil verilmalidir.Fonn tizrs sarbast iglorin mévzulari ve tohvil verilme tarixi:

OneNote 2010-TToxaepskka ceHCOPHOTO BBOJIA

Say1 Movzular Son tarix
1 1) Buabl IPUKIAAHBIX IPOTPAMM 4-cii hofto
2) TlpuknaaHble IPOrpaMMBI AJis1 OU3Heca
3) IlpuknagHOoe MPOrpaMMHOE obecredeH e O0IIero Ha3HaYCH S
4) TlpukiaaHOE MPOrpaMMHOE 0OeCIICYeHHIE CIICIHAIbHOTO Ha3HAUCHUS
5) TlpuknagHoe mporpaMMHOE obecredeHne
2 1) Cosnmanue rpadudeckoro smeMenta SmartArt u 1o6aBieHre B HETO TEKCTA 5-c1 hofta
2) Hasnauenue u ypaneHHe COYCTAHUI KIABHII IIPU OMOIIHN KIaBHATYPBI
3) Hacrpoiika CTHIIS 3ar0JI0BKa
4) TIpuMeHEeHHE CTUIIS 3aT0JIOBKA
5) Wcnomb3oBanue ob6iacth 3amau "BoccraHoBieHME NOKYMEHTOB" UL BOCCTAHOBIICHHS
¢aiinon
3 1) Co3zpanue coucKa IUTEPATyphI 6-ci hofto
2) Tlposepka coBMecTHMOCTH (haitioB ¢ Gonee paHHUMH Bepcusmu Microsoft Office
3) Hacrpoiika criucKa MoC/IeAHUX UCIOIb30BaAHHBIX (haiIoB
4) W3meHenue koauuecTBa (ailioB, 0TOOPaKaeMbIX B CIIHCKE MOCICAHUX HCIIOIB30BAHHBIX
¢aitnos
5) Jlo6aBieHue K JOKYMEHTY CCBUIKH M JIUTEPATYPHOTO HCTOUHHKA
4 1) Cospmanune 6a30B0ii THATPAMMEI 7-ci hafta
2) BsaumopeiicTBHEe 00BEKTOB APYT C IPYrOM
3) Cpencrsa peleH3NPOBaHHUS TEKCTA
4) CrenuaibHbIE CPEACTBA PEIAKTUPOBAHUS TEKCTA
5) CrenunanbHbIC CPEICTBA BBOJA TEKCTA
5 1) VYmpasnenue cBoiictBamu oovexroB Microsoft Word 8-ci hofto
2) Astomarmueckoe (hopMaTHPOBAHKE TAOIHIL
3) Pazmnuns mexay popmaramu OpenDocument Text (ODT) u Word (DOCX)
4) TIpocMoTp miu u3MeneHue cBoiicts daitna Microsoft Office
5) Twumnsl CBOWCTB TOKYMEHTA
6 1) HasnHaueHue U yajeHHe COYCTAHUH KJIABHII TIPH IIOMOIIN KJIABHATYPEI 9-cu hofto
2) Hacrpoiika CTHIIS 3ar0JI0BKa
3) TlpumeHeHue CTHISI 3aT0JI0BKA
4) TIposepka coBMecTUMOCTH (aitnos ¢ 6osee panuumu Bepcusimu Microsoft Office
5) ®opmarer Open XML u pacimpenns umeH (aiisios
7 1) TIpocmotp nmu usmeHeHue cBoiicTs daitma Microsoft Office 10-cu hofto
2) Twumsl CBOWCTB TOKyMEHTA
3) Uro Takoe Ientp otmpasku Microsoft Office 2010
4) Tlapamerps! k3ma qokymentos Office
5) TI'paduueckue s3neMenTsl SmartArt
8 1) Co3nanue crucka JUTepaTyphl 11-ci hofts
2) JloGaBiieHHE K TOKYMEHTY CCBUIKU U JIATEPATYPHOI'O HCTOYHHKA
3) Co3pnanue oriaBiIeHUs
4) CozaaHue cenratn3uPOBAHHOTO OTJIABICHUS
5) Jobasienne HeBuauMbIX nudpoBbix noanuceil B gokyment Word, Excel niu PowerPoint
9 1) PowerPoint-Iludposbie HoANHCH U CEPTUGHKATEI 12-ci hofto
2) BosmoxHoctu 32-pa3psaHoit Bepcun Office, otcyTcTByIOIINE B 64-pa3psnHoii Bepcuu
3) Bribop 32- unu 64-paspsanoii Bepcun Microsoft Office
4) PowerPoint-Hactpoiika mapaMeTpoB, BPEMEHH U IMOpSAKa BOCIPOH3BEACHHUS 3P(HEKTOB
AHUMAIIHH
5) PowerPoint-O6miue cBeneHust 06 aHUMaIMK TEKCTA U OOBEKTOB
10 1) PowerPoint-J/Io6aBiieHne B MPE3EHTAIINH BUICO, H300paKEeHHUI 1 aHUMAIIHH 13-cii hofto
2) PowerPoint-Criusiiie v cpaBHEHHE TIPE3EHTAIINH
3) PowerPoint-Co3nanune mpe3eHTaIHi, yIIpaBIeHHE UMH
4) OneNote 2010- YcoBepIeHCTBOBaHHS MOJIb30BATEIBCKOTO HHTEp(eiica




7.2.Talabalarin biliyinin giymatlandirilmasi
Fann iizra kreditin hesablanmasu :
50 bal-imtahana gadorki bal:
e 10 bal-dorslora davamiyyots gors; ( fonn tizro ayrilmis auditoriya saatlarinin 25%-don ¢oxunda istirak
etmoayan talaba hamin fandon imtahana buraxilmir)
e 10 bal-talabanin sarbast isino gors;
o 30 bal-mosgals darslorine goro.
Yekun giymatlandirilma
Tolobalorin biliyinin yekun nozarst formasi imtahandir (maksimum 50 bal)
Talobonin biliyi 100 balli sistemls fonn tizra semestr arzinds toplanmis balin yekun
miqdarina goro asagidaki kimi giymatlondirilir:

51 baldan asagi-  “qeyri - kafi” -F
51-60 bal- “gonastboxs” -E
61-70 bal- “kafi” -D
71-80 bal- “yaxs1” -C
81-90 bal- “cox yaxs1” -B
91-100 bal- “sla” -A

Miisbot giymot almis tolobs fonn {izro miisyyon olunmus 2 krediti qazanir. Qeyri-miivaffoq giymst almug tolaba isa fonn
tizra kreditlori gazanmir vo mévcud qaydalara gora fonni tokrar dinlomoalidir.

8. Talabalarin nizam-intizamina qoyulan talablar
e pedaqoji is¢ilorin saraf va layagatine hormotlo yanagmag;
e  kollecin nizamnamosins uygun olaraq, ictimai asayis vo daxili intizam, davranig qaydalarinmin taloblaring riayat etmak;
e auditoriyadaxili talim moasgalalorinds istirak etmok, miivafiq tadris planlarinda va kurslarin is¢i programlarinda
nozards tutulmus biitiin ndv tapsiriqlart miioyyan edilmis dovrlords yerina yetirmok;

e kollecin otaqlarina, tadris-laboratoriya avadanligina, cihazlara, dors vosaitlaring, kitablarina va diger omlakina qaygi
Vo saligo ila yanagmag, onlarin korlanmasina, zodslanmasine vas itmasina yol vermomok,tamizliys vo saligays riayst
etmoak.



