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BBenenue B vHPpOpMaIMOHHbIE TEXHOJIOTHH

Kpatkoe
coJlepiKaHue

BBenenne B uu¢posbie TexHosoruu. [lomutrka rocynapcrsa B 00J1acTH
uudposuzanuu. ['ocynapcrBennsie nporpamMMbl. CoBpeMeHHOE HU(PPOBOE
npoctpancTBo. OCHOBHI mudpoBoro odmiectsa. [{udpposas rpaMoOTHOCTE U
uugposble kKomneTeHIMU. O030p COBPEMEHHBIX U(POBBIX TEXHOJIOTUN U
BO3MOXXHOCTEH WX TPUMEHEHHUS IS PEHICHUS MOCTaBJICHHBIX 3ajad.
I'ocynapcTBeHHbIE TUPPOBBIE YCIYTH U TOPTAIIBI.

Texnosiornu ynajneHHoii padorbl. DaitiooOMeHHuKH. BeOuHapHbIe
TUTOMIAIKH. JucTaHoHHbIe TEXHOJOTUHI u BO3MOKHOCTH
TUCTaHIIMOHHOTO oOydeHus. PaGora B on-line pexume. [{udposas
oOpa3oBaTenbHas cpe/ia YHUBEPCUTETa. 3HAKOMCTBO ¢ mopTaiiom el.ncfu.ru
n Examnycom. DneKTpoHHbIE OMOIMOTEYHBIE CUCTEMBI.

Cucrematu3auuss u xpaHenue wuHpopmamuu Ha IIK. OG3zop wu
knaccudpukanuss OC. OcuHoBbl pabotei B OC Windows/Astra Linux.
3HaKOMCTBO C HAI[MOHAJIBLHOW omepanuoHHoi Astra Linux. DOTamsl
MOATOTOBKU KOMIbIoTepa K pabote. Mutepdeiic monpzoBarens. [lanens
3agad. PabGora c oxmamu. Menemkep ¢aitnos/IIpoBoguuk. Ilomck.
[ToumenoBanue aitnoB, cucreMaTusalus U Karajoruzauus. Turbl
¢aitnos. Konsepramusa. OcoOeHHOCTH BOCCTaHOBIICHHS WH(pOpMAIUU Ha
USB-Hocurensx.

DJIEKTPOHHBIE MOYTOBBIE cepBHChI. O030p BO3MOXKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEpPBUCOB. Poib 31EKTPOHHOW NOYTHI B HMH(POPMAIMOHHOM
obmene. Perucrpanusi, HacTpoiika, opraHuzanust paObOThl C MOYTOBHIMH
coobmenusimu.  Cucremaruzanust  cooOmenuii.  bezomacHocTs  H
WCIOJIb30BAHNE BPEMEHHBIX IOYTOBBIX SIIIUKOB U aHOHUMAM3epOB.
CeteBoii 3THKeT. [IpaBuia 1e10BOM MEPENUCKH M OOIICHHS B COITHATBHBIX
CETSIX, DJIEKTPOHHBIX MTOYTOBBIX CEpBUCAX U MecceHmkepax. OcoOeHHOCTH
nenoBoii epenucku B WhatsApp, Telegram, Viber u ap.
HNuTepHeT-TexHOM0ruM. OCHOBHI MOMCKA, KPUTHUECKUI aHANN3 U CHHTE3
nHpopmanuu B rioOampHOM cetu MuTepner. Pabora c Opayzepamu
(u30paHHOe, 3aKIaJKH, >KypHal W Jp.). XpaHeHHE OOJbIIMX O0O0BEMOB
naHHbIX. CeTeBble CEpBUCHI M WX BO3MOXHOCTH. OpraHuzamust |
Oe3omacHOCTh paboTel B oOmauHbix XxpaHwmumax (MailO6naxo,
Aunnexc/luck, Google Drive u ap.). Opranuzaiusi COBMECTHON pabOTHI C
uHpopmanueit. Pabora B 00J1a4HBIX MPUIIOKEHUSIX

AnnapaTtHoe o0ecrnedyeHue IMEPCOHAJIBHOIO0 KoMInbloTepa. ba3oas
anmaparHas KoHurypauus. MatepuHckas mijara. Y CTpoiicTBa, BXOAAIIHNE
B COCTaB MaTepuHCKOW Iuiatel. [Iporeccop, Ha3HaAYeHHWE M OCHOBHEIC
XapaKTepUCTUKH (TaKTOBask YacToTa, pa3pagHOCTb, IHMHA Mpoleccopa,
KOII-TIAMSITh, TIPOU3BOAUTEIBHOCTD). [laMsATh, HA3HAYCHHUE W BUIBI TAMSTH
(omepaTHBHAasA, IIOCTOSIHHAs, BHEIIHSSA), OCHOBHBIE XapaKTEPUCTHKH.
VYerpoiictBa BBOAa-BeiBoma. IlopTtel  BBOma-BbiBoAa. Kiaccudukarms
nepuepuiHbIX yCTPOMCTB (HOCHTENM JAHHBIX, KJIABUATypa, MBIIIb,
MOHHTOPBI,  TIPUHTEPHI,  CKaHephl). KiaBmatypa  TepCOHAIBHOTO
KomrnbioTepa. PazHoBuaHOCTH KiaBuatyp. Haznauenue knaBum. ['opsuue
1 QYHKIMOHAIbHBIC KJIaBUIIM. KitaBuaTypHbIe TpeHaKEPHI.

IIporpammHoe o0ecneyeHne NEPCOHAJBLHOr0 KommblTepa. Cocras
nporpammuoro ooecnederus (I10) mepcoHaAIBHOTO KOMIBIOTEPA. Y POBHU
[10 (6a30BbIi, CUCTEeMHBIH, CIy»)eOHbIN, nmpuknanHoii). Kmaccuduxarms




[0 (mo wnaznauenuro). Kiaccudpukanuss NpPUKIATHBIX MPOrPAMMHBIX
cpenctB. Kimaccudukammst ciy>keOHBIX MPOTpaMMHBIX cpeacTB. 0030p
cpaBauTenbHbIN aHam3 [10 OC Windows/Astra Linux.

Oo6padoTka TekcToBOI MHPpopMauuu. TexHOIOTHH pabOTHl C TEKCTOBON
uHpopmanueir B oducHbIX U cereBbix mnpuiaoxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). IlpaBuna odopMiaeHUsT TEKCTOBBIX
nokymentoB 1no ['OCT. IIpodeccroHanbHOe pelakTUpPOBAaHHE H
dhopmaTtupoBanne fokymeHTa Coznanue TabauIl U rpaduIecKux 0ObEKTOB.
Boruncnenus B Tabnunax. [loctpoenne quarpamm. Co3nanue rpaduyeckux
cxeM. Co3naHue JOKYMEHTa CIOKHOH CTpyKTypbl. PaGoTta co cruisimu.
ABTOMaTHYECKOE CO3/IaHUE OIJIABJICHUS. OJIEKTPOHHOE DPELIEH3MPOBaHHUE
nokyMmeHToB. Pabora B pexxume ucnpasieHuil. CosnaHue mabIOHOB U
¢dbopM. ABTOMaTHUYECKas PacCTAaHOBKA CHOCOK Ha UCTOYHHKHU. [louToBBIE
paccbuiku. Co3gaHue JOKYMEHTOB CIUSHUS.

Opranmsanuss  padorsl ¢ Ta0JUYHBIMH JAHHBIMHM CPeACTBAMHU
3JIeKTPOHHBIX Taduaun. TexHosoruu paboTel ¢ TaOJIUYHBIMU JAHHBIMU B
oucHbix u cereBbix npuinoxkenusx (LibreOffice, MSOffice, OpenOffice,
GoogleDoc). Tunbr  pannbix. Hacrtpoiika okHa st paboOThI.
ABTOMATH3aIMsl TpPU BBOJEC JaHHBIX: (YHKIUU aBTO3ANOTHEHHS H
aBTro3aBepuieHus. Psnapl pganabix. Cozmanue mporpeccuit. Pabora co
CIMCKAMU JaHHBIX U CO3JlaHHME COOCTBEHHBIX CIIMCKOB IE€PEUUCIICHUM.
VYcnoBuoe ¢opmarupoBanue. PabGora ¢ dopmynamMu U QyHKIUSMU.
Hcnonb3oBanue aOCOMIOTHBIX M OTHOCUTENBHBIX CCBUIOK NpH 00paboTke
nanHblX. KoManasl g pabotsl ¢ ailiaMu ¥ MOATOTOBKH JOKYMEHTa K
nevyatu. Komanabl ansi paGoThl ¢ SJEKTPOHHOW Tabmuied kak ¢ 0a3oif
JMAHHBIX. AHamu3 JaHHBIX Ooybmux Tabmui. CopTHpOBKa JaHHBIX. BBOJ
YCIIOBUH JJI1 COPTUPOBKHU AaHHBIX. DunbTpaius naHHbIX. BBoa KpuTepuen
(ycnoBuii) otOopa naumHbiXx. Komanabl s co3gaHuss U paboTel ¢
auarpamMmamu. OneMeHThl uHTepdelica ans paboThl C JuarpaMMamu.
CnocoGsl  cozmanusi auarpamm. Co3gaHHe CMEIIAHHBIX —JAHATrPaMM.
Crnapknaiiabl.  [lonBeneHue MPOMEXYTOUHBIX MTOrOB M CO3/aHUE
CTpyKTypupoBaHHbIX Tabnun. KoHconunmanus nanueix. [loaroroBka
TabIUI i1 KOHCOJWIAIMM JMAaHHBIX. DTambl KoHcolupamuu. Padora co
CBOJHBIMH TabMuIaMu U quarpamMmmamu. Mactep cBogHbIX Tabnui. PaGora
B CBOJIHOU Tabnwime. OunbTpamnus JaHHBIX cBOAHOW Tabmuiel. Co3naHue
CBOJHOI nuarpaMmsbl. Vcmonb3oBaHue makeTa AHanu3 JaHHBIX. MMmopT
JaHHBIX. 3aIlUTa JAHHBIX.

IloaroroBka neMOHCTPANlMOHHBLIX MaTepuajoB. UuHdorpaduka u
BU3yaJM3alusl JaHHBIX, KyJbTypa mnpe3eHtauuu. O030p NnporpamMMHbIX
MPOAYKTOB ISl CO3/aHusl TMpe3eHTanuil. TexHoJaoruum paboThl C
BU3yallbHOW WH(pOpManueir B OQHCHBIX M CETEBBIX MPHUIOKECHUIX
(LibreOffice, MSOffice, OpenOffice, GoogleDoc). 111a6nonsl 1 cTpyKTYpa
npesenranmii. Co3manue s1eMeHTOB mnpe3eHTanuu. Co3gaHue CEeTEeBBIX
npe3eHTanuii B web-cepsuce Prezi.com. Mcnonb30oBaHne MalHIMOAIIHUHTA
(MeTanpHBIX KapT) uid co3laHus npe3eHTauui. COBMECTHOE CO3JaHHE
MPE3EHTALIMM.

HudpoBbie TeXHOJOTHU 1A 00pa0OTKH rpadguyeckux U300paKeHUil.
I'padmyeckue cpenctBa mpenctaBieHus AaHHBIX. OuudpoBka u aHaM3
n3o0paxkenuit. KommproTepHoe (TexHUuYeckoe) 3peHue. TexHoIoruu
00paboTKK MyIbTUMEANMHBIX NTaHHBIX. BekTopHas U pacTpoBas rpaduka.
[Iporpammuoe obecrieuenue aasi 00paObOTKU TpapuuecKuX H300pakeHHH
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe




[lustrator; InDesign). Iloctpoenue auarpamm u Omok-cxem (Microsoft
Visio). Paborta ¢ oducHbIMH H ceTeBBIMH NpUIOKEeHUsIMU. OpraHu3arus
COBMECTHOTO JIOCTYTIA.

HNudopmanmnonHas 0e30macHOCTL H eé cocraBiaswmmue. OCHOBHBbIE
BUJIBI YTPO3 OE30MACHOCTH JJIS MOJIb30BaTeNe (BUPYCHI, criaM, (pUIIMHT,
TeXHU4Yeckne cbom w  1p.). KommbioTepHble  TpeCTYIICHUS.
Knaccudukanus. Metoasl npoduiaakTHKH. 3aKOHOJATEIbHBIE U HHBIE
npaBoBble aKkThl Poccuiickoit denepanuu, peryaupyrone MpaBOBbIE
OTHOIICHUS B cdepe UHPOPMAIMOHHONH O€30MacCHOCTH U 3aIlUTHI
roCy1apCTBEHHOW TaHBbI.

Hudpossie nHCTpyMeHTHI. OCHOBBI caliTOCTpoeHUsI. MeHTabHbIE KapThl
U T.J.

HNHdpopManHOHHbIE TEXHOJIOTHH B NPO(ECCHOHAIBLHON AeATeIbHOCTH.
Crnenuann3upoBaHHOE IPOrpaMMHOe obecrieueHne (1o 00IacTsIM 3HAHUN),
Crmpasouno-npaBoBsie cuctembl (CIIC), Crenuanu3upoBaHHbIE 0a3bl
naHHbIX. ba3el maHHbIX. BBenenue B 0a3nl maHHbIX. PaboTa ¢ OCHOBHBIMU
o0bekTaMu 0a3aMu jaHHbIX. Co3gaHue Tabuul, 3anpocoB, GOpM U OTYETOB

DddexTHBHO BBIACIAET TNPOOJIEMHYIO CHTYalMI0, OCYIIECTBIISCT €€

Pe3ynbTaThl o
MHOTr0()aKTOPHBIN aHATIN3
OCBOCHMA AKTUBHO OCYILECTBIISIET MOUCK, OTOOp M CHUCTEMaTH3alMi0 WHpOpMalUu
AACHHATUTAHBI IUISL OTIPEJICIICHHST AbTEPHATUBHBIX BAPUAHTOB CTPATETHYECKUX PEIICHUI
(Mozyust) B ITPOOJIEMHOM CUTYaIlNH;
VYcnemnHo BbIIETSAET U OLIEHUBAET PUCKU BO3MOXKHBIX BAPUAHTOB PELLICHUN
MpoOJIEMHOI CUTYaIuH, BEIONPAeT ONTHMAaJIbHBIN BApHAHT €€ PEeIICHHS.
Hcnonb3yer coBpeMeHHble MH()OPMAIIMOHHBIE TEXHOJOTHH MPU PELICHUN
poheCCUOOHAIBHBIX 3a/1a4.
OO00CHOBBIBaET BBIOOP COBpEMEHHBIE HH()OPMAIIHOHHBIE TEXHOJIOTHH.
[IpumensieT coBpeMeHHbIE MH()OPMALMOHHBIE TEXHOJOTHM JUIsl PEIICHUS
3aJ1a4 NpoQecCuoHaIbHOM eI TeTbHOCTH
TpynoeMkocTs, 4
3.€.
®dopma N
3auer, 3a4€eT C OLIEHKON
OTYETHOCTHU
IlepeyeHb OCHOBHOM M JOMOJTHUTEIBHOM JIUTEPATypPhl, HCOOXOAUMOM 1JIs1 OCBOCHHS
AU CHUILINHBI
OcHoBHas l. bammvakoBa,, E. W. MWudopmatuka u  uHPOpMALMOHHBIE
auTeparypa texHosorun. TexHomorust padotel B MS WORD 2016 : yuebnoe mocodue /

E. U. bammakoBa. - MudbopmaTuka u MHPOPMAIIMOHHBIE TEXHOJIOTHHU.
Texnonorus pabotrst B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
npasa. - DnekTpoH. AaH. (1 ¢aiin). - Mocksa : At [Tu Ap Meaua, 2020. -
90 c. - anexkTpoHHbId. - KHura naxoaurca B npemuym-sepcun ObC PR
BOOKS. - ISBN 978-5-4497-0515-0, ax3eMIUIIpOB HEOIPAaHUYEHO

2. bammakoBa,, E. W. MWudopmatnka wu  uHPOpPMALHMOHHBIE
texHosmoruu. YMHbI Excel 2016: O6ubnmuorteka QyHKumii : ydeOHOE
nocobue / E. WU. bammaxoBa. - Hudpopmatnka u uHPOpPMAIMOHHBIC
texHonmorun. YMHbIA Excel 2016: O6ubnuoreka ¢yHkuuii,Becb cpox
OXpaHbI aBTOPCKOTO IpaBa. - DNIeKTpoH. AaH. (1 ¢aiir). - Mocksa : Aii [1u
Ap Menaua, 2020. - 109 c. - anexkTpoHHBIN. - KHHra HaxoAUTCS B IPEMUYM-
Bepcun OBC IPR BOOKS. - ISBN 978-5-4497-0516-7, sk3eMIuisipoB
HEOrpaHUUYEHO

3. Mannpa,, A. I'. Uadopmarrka u nHGOPMAITMOHHBIE TEXHOJIOTHH :
naboparopuslii npaktukym / A. I'. Mangpa, A. B. [Tonos, A. W. JIpKOHOB.
- HWadopmatnka u wHPOpMaMOHHBIE TexHOJIOTHH,2026-09-20. -




OnextpoH. naH. (1 daiim). - Camapa : Camapckuii rocyJapCTBEHHBIH
texunueckud yuepcuter, ObC ACB, 2020. - 64 c. - IEKTPOHHBIU. -
Knwura naxonurcs B npemuym-Bepcun ObC IPR BOOKS. - ISBN 2227-
8397, 3K3eMILIAPOB HEOTPAHUUYEHO

4. [IBetkoBa, A. B. MHpopmaTtuka 1 MHPOPMALMOHHBIE TEXHOJIOTHU
DOnekTpoHHBIH pecypce : Yuebnoe mocodue mist CITO / A. B. IlBetkona. -
HNudopmaruka n unpopmannonnsie texnonoruu,2020-08-30. - Capatos :
Hayunas xnaura, 2019. - 190 c. - Knura HaxoauTcs B MPEMUYM-BEPCUU

JlononauTenpHas
auTeparypa

ObC [IPR BOOKS. - ISBN 978-5-9758-1891-1, »sk3emmisapoB
HEOrpaHU4YEHO
1. CoBpemeHHble WH(GOPMAIMOHHBIE TEXHOJOTHH  DJIEKTPOHHBIH

pecype : COOpHHMK TPYIOB MO MarepuajaM 3-il MEXBY30BCKOW HaydHO-
TEXHUYECKON KOH(MEpPECHIIMH C MEXIYHApOIHBIM ydacTheM 29 ceHTSIO0ps
2017 r. / B. W. BonoBau [u ap.] ; pea. B. M. Aptromenko. - Koponés :
Hayunsbiii koncynsrant, MI'OTVY, 2017. - 191 c. - Kaura naxogurcst B
npemuyMm-epcun  ObC [PR  BOOKS. - ISBN 978-5-9500999-7-7,
9K3EMIUISIPOB HEOTPAHUUYECHHO

2. CoBpeMeHHbIEe MyJIbTUMEIUITHBIE HHPOPMAIIMOHHBIE TEXHOJOTHH
DnexTpoHHBIH pecypc : yuebnoe nocodue / C.C. Mbitbko / JI.A. Peneuko /
A.Il. AnekceeB / A.P. Banrotun / U.A. KoponbkoBa. - CoBpeMEHHBIC
MyJIbTHMEMIHbIE HH)OpMaoHHbIe TexHOoIornHn,2019-05-25. - Mockaa :
COJIOH-TTIPECC, 2017. - 108 c. - Knura Haxoaurtcst B 0a30BOM BepCUU
3BC IPRbooks. - ISBN 978-5-91359-219-4, 5k3eMIIIsIpOB HEOTPAHUYECHHO
3. CoBpeMeHHbIe MHGOPMAIIMOHHBIE TEXHOJOTHU  DJIEKTPOHHBIN
pecypc : yuebnoe mocodbue / C.C. Muitbko / J[.A. Pemeuko / U.A.
KoponbkoBa / A.P. Bantotun / A.Il. AnekceeB ; pen. A.Il. Anekcees. -
Camapa : [ToBomxckui roCyJapCTBEHHBIN YHUBEPCUTET
TejaeKkoMMyHuKauii 1 uHpopmatuku, 2019. - 101 c¢. - Kuura Haxoaurcs B
6a3oBoii Bepcun IbC IPRbooks., 3K3eMIIIsIpOB HEOTPaHUYEHHO

4. Anmnep, IO.II. Cratuctuueckoe  yrmpaBlIeHHE  IPOLECCAMHU.
«bonpirie maHHBIE» DIEKTPOHHBIM pecypc : ydyeOHoe mocobue / E.A.
Yepubix / FO.I1. Apnmep. - Craructudeckoe yIpaBiIeHHE MPOIECCAMH.
«bonpmue manueie»,2019-09-01. - Mocksa : U3garenbckuii [Jom MUCuC,
2016. - 52 c. - Kaura naxogutcs B 6azoBoit Bepcun DBC IPRbooks. -
ISBN 978-5-87623-969-3, 3x3eMIUISIpOB HEOTPAHUUECHHO




