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Kpatkoe
coJlepiKaHue

BBeenue B uudposbie TexHoaorum. [lonmtika rocynapcrsa B o01actu
nudposuzanuu. ['ocynapcrBeHHsie nporpammbsl. CoBpeMeHHOe LudpoBoe
npoctpancTBo. OCHOBHI mudpoBoro odmectsa. [{udpoBas rpaMOTHOCTL U
nudpossle komrnereHIMU. O030p COBPEMEHHBIX LU(MPOBBIX TEXHOIOTUN U
BO3MOXKHOCTEH MX NPUMEHEHHUs MJIsi DPEUIeHHs IIOCTaBJICHHBIX 3ajad.
I'ocynapcTBeHHble HUGPOBBIE YCIYTH U OPTAbI.

TexHosiornu ynajneHHoii padorbl. daitnooOMenHuku. Bebunaphbie
IIoaaAKu. J[MCTaHMOHHBIE TEXHOJIOTUH U BO3MOKHOCTH IUCTAaHIIMOHHOTO
oOyuenusi. Pabora B on-line pexxume. [{udpoBas obpasoBaTenpHas cpena
YHHUBEpPCHTETa. 3HAKOMCTBO ¢ moprtanoM el.ncfuru u  Exammycowm.
DNeKTpOHHbIE OUOINOTEYHBIE CUCTEMBI.

Cucrematu3anusi u xpaneHue wuHpopmamun Ha IIK. OO030p u
knaccudpukanus OC. OcHoBbl pabotsl B OC Windows/Astra Linux.
3HaKOMCTBO C HAIlMOHAJILHOW omepannoHHoi Astra Linux. O3rambl
MOJITOTOBKM KoMIbioTepa K paborte. MHTepdeiic nonws3oBarens. Ilanens
3amad. PabGora c oxnmamu. Menemkep aiinos/[IpoBonnuk. Ilouck.
IToumeHnoBanue (aiinaos, cuctemMarusanus U Katanorusanus. Tumnsl daitnos.
Konepramms. OcoOeHHOCTH BoccTaHOBiICHHS wHPopMmaruu Ha USB-
HOCHUTEJISIX.

DJIEKTPOHHbBIE NMOYTOBBIE cepBHChl. O030p BO3MOKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEPBUCOB. Posib 31€KTPOHHON MMOUYTHl B WH(GOPMALMOHHOM
oOMeHe. Perucrtpanus, HacTpoiika, opraHusanus paboTbl C IMOYTOBBIMU
coobmenusmu.  Cucremarusanusi  cooOmeHuil.  besomacHocTs M
WCTIOJIh30BaHNE BPEMEHHBIX TIOYTOBBIX SIIIUKOB 1 aHOHUMA3epOB.
CereBoii 3THKeT. [IpaBuiia 1€10B0i EpenUCcKy U OOIIEHUS B COLMATIBHBIX
CeTsIX, AJIEKTPOHHBIX MOYTOBBIX CEpBHCAaX M MecceHpkepax. OcoOeHHOCTH
nenoBoit nepenucku B WhatsApp, Telegram, Viber u ap.
HNuTepuer-rexHonorun. OCHOBHI TIOMCKA, KPUTHUECKUI aHAIHM3 M CHHTE3
uHpopmanuu B rinobanbHOM cetn HWHrtepHer. PabGora ¢ Opaysepamu
(n30paHHOE, 3aKJaIKU, XypHaT W JAp.). XpaHEHHUE OOJbIINX OOBHEMOB
naHHbIX. CeTeBble CEpBUCHI M MX BO3MOXHOCTU. OpraHuzanus Hu
Oe3omacHocTh paboThl B oOmauHblXx XpaHwmmax (MailO6naxko,
SAunexc/luck, Google Drive u ap.). Opranusanus COBMECTHOH palOThI ¢
nHpopmanueit. Pabora B 001a4HBIX TPUITOKEHUIX

AnmapatHoe o0ecnedeHHe INEPCOHAJIBHOIO KOMNbIOTepa. ba3oBas
anmapaTHasi KoHpurypanus. MarepruHckas 1uiata. Y CTpOMCTBa, BXOSIITHE
B COCTaB MaTepuHCKOW miatbl. I[Ipoleccop, Ha3HaueHHWE U OCHOBHbBIE
XapaKTePUCTHKU (TaKTOBAsi 4aCTOTa, pa3psAHOCTh, IIMHA MTPOLIECCopa, KA -
namsTh, MPOU3BOAUTENBHOCTE). IlaMsATh, Ha3HaueHHE M BHIBI TMAMATH
(omepaTwBHAs, TIOCTOSIHHAs, BHEIIHsS), OCHOBHBIC XapaKTEPUCTHKH.
YcrpoiictBa BBOAa-BbiBoga. llopThl BBOAa-BbiBoga. Kiaccugukarus
nepu(epuiiHBIX yCTPOHCTB (HOCHTENH JaHHBIX, KJIaBHATypa, MBIIIb,
MOHUTOpBI,  TPHUHTEPHI,  CcKaHephl). KiaBuaTypa  mepcOHaIBHOTO
KoMnbloTepa. PazHoBuiHOCTH KnaBuaryp. Hasnauenue knaBum. ['opsiune n
¢byHKIMOHATBHBIE KiaBUIIK. KitaBuaTypHble TpeHaXEPHI.

IIporpaMmmHoOe o0ecniedyeHHe MNMEPCOHANBHOr0 KkKommblTepa. CocraB
nporpamMmmHoro obecrnieuenust (I10) mepcoHaANBHOTO KOMITBIOTEpA. Y POBHU
ITO (6a30BbIil, CUCTEMHBIN, CITYXeOHBIM, TMpuKIaaHoi). Knaccudbuxarms




IO (mo wnasnauenuto). Krnaccupukanus NpUKIaTHBIX MTPOTrPAMMHBIX
cpenctB. Kmaccudukamus ciykeOHBIX TporpaMMmHBIX cpeactB. O630p
cpaBauTenbHbI aHam3 [10 OC Windows/Astra Linux.

O0padoTka TekcToBOI HHPopManuu. TexHomornu padboThl ¢ TEKCTOBOM
uHpopmanmeii B oduCHBIX H cereBbix npuioxenusix (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). IlpaBuna odopmiieHHS TEKCTOBBIX
nokymentoB 1o ['OCT. [IIpodeccuonambHOe penakTHpOBaHHE U
dbopmaTtupoBanre nokymeHTa Co3znanue Tabauil u rpaduuecKux 0ObHEKTOB.
Brruucnenus B rabnunax. Ioctpoenne auarpamm. Coznanue rpaduueckux
cxeMm. Co3nmaHue JOKYMEHTa CIIOKHOM CTPYKTyphl. Paborta co crumsmu.
ABTOMaTHYECKOE CO3/JaHME OIJIABICHMS. DJIEKTPOHHOE PELICH3UPOBAaHUE
nokymeHToB. Pabora B pexxume ucrpasinenuil. Co3gaHue mablIOHOB U
¢dopMm. ABTOMaTHyecKas pacCTaHOBKAa CHOCOK Ha MCTOYHUKHU. [TouTOBBIE
paccbuiku. Co3gaHue JOKYMEHTOB CIUSHUSL.

Opranm3anuss  padorsl ¢ TAO0JIMYHBIMH JAaHHBIMH CpeaCTBAMM
3JIEKTPOHHBIX Tadaun. TexHonoruu paboThl ¢ TAOMIUYHBIMU JTAHHBIMHU B
oucHeix u cereBpix npmioxkeHusx (LibreOffice, MSOffice, OpenOffice,
GoogleDoc). Tunsl gannbix. Hactpoiika okHa aiist paboThl. ABTOMaTH3aIMs
MpH BBOJE JAHHBIX: (PYHKIUHU aBTO3AMOJHEHUS W aBTO3aBEpIICHUsS. Psiabl
nannbix. Coznanue nporpeccuil. PaboTta co cnuckaMu JTaHHBIX U CO3/IaHUE
COOCTBEHHBIX CIHUCKOB TIEPEUMCIICHUI. YCIOBHOE (opMaTupoBaHHE.
PaGora ¢ Qopmynamu u ¢Qynkuusamu. Mcmonb3oBanue aOCOMIOTHBIX U
OTHOCHUTEJIbHBIX CCBbUIOK IpH 00paboTke AaHHbIX. KomaH bl /Ui paboThl ©
¢daiinaMu ¥ MOATOTOBKM JOKyMeHTa K meudaTu. Komanabl mis paboThl C
JNEKTPOHHOU TaONMIeH Kak ¢ 0a30i JaHHBIX. AHAIU3 JAHHBIX OOJBIIAX
tabnuu. CopTUpoBKa JaHHBIX. BBOA YCIIOBUN IS COPTHUPOBKU JTAHHBIX.
OunpTpanysi JaHHBIX. BBona kputepueB (ycioBuil) oTOOpa JaHHBIX.
Komaniel 17151 co3aanus 1 paboThl € AUarpaMmMamu. DIeMeHThl nHTepdeiica
st paboThl ¢ auarpammamu. CriocoOwl co3manus auarpamm. CosznaHue
cMemaHHbIX JuarpamM. Cnapkiaiinel. [loaBeneHue NpoMe)XyTOUHBIX
UTOTOB U CO3/IaHHE CTPYKTYpPUPOBAaHHBIX Tabnuil. KoHconuaanus 1aHHBIX.
IToxroToBka Ta®aMIl A KOHCOMMIAMU JAHHBIX. DTarbl KOHCOJNUIALNU.
PabGora co cBogHpIMM TabiuuiaMH W AuarpaMmamu. MacTep CBOIHBIX
tabnui. PaGota B cBoaHON TaOmuue. DunbTpanus TaHHBIX CBOJAHON
tabnuupl. Co3anue cBOIHOM nuarpaMMel. Mcronb3oBaHue nakera AHanu3
naHHBIX. IMIIOPT AaHHBIX. 3allMTa JaHHBIX.

IloaroroBka pgeMOHCTPAaUMOHHBIX MaTepuayioB. HWHudorpapuka u
BU3yallM3allusl JaHHBIX, KyJdbTypa mnpe3eHTauuud. OO030p NporpaMMHBIX
MIPOIYKTOB AJIsl CO3/1aHUs Ipe3eHTauuid. TexHonoruu paboThl ¢ BU3yaJIbHON
uHpopmanmeir B OQHCHBIX M cerTeBbix npuioxenusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). Illabmons! 1 CTpYKTypa Mpe3eHTaIUH.
Coznanue snemeHTOB mpe3eHTauuud. Co3gaHUe CETEBBIX IPE3CHTALMN B
web-cepsuce Prezi.com. Mcnonb3oBaHne MalHAMAMINUHTA (METaTbHBIX
KapT) U1l co3aaHus npe3eHTanuii. CoBMECTHOE CO3/IaHUE MPE3EHTALINN.
udpoBbie TEXHOJOTHH 1A 00padOTKH rpaduyecKuX H300paKeHMIl.
I'padpuueckue cpenctBa mpeacTaBieHuss AaHHBIX. OnudpoBKa M aHAIM3
m3o0pakenuit. KommproTepHoe (TexHHueckoe) 3peHue. TexXHOIOoTUr
00paboTKH MYJIbTUMEIUMHBIX TaHHBIX. BekTopHas u pactpoBas rpaduka.
[IporpamMmMHoe obecniedueHue st 00pabOTKH TpapuUecKUX H300paKeHUI
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe
Ilustrator; InDesign). Iloctpoenne nuarpamm u Osok-cxem (Microsoft




Visio). Pabota ¢ opuCHBIMU U CeTEBBIMH NMpUIOKEHUAMHU. OpraHu3arus
COBMECTHOTI'O JOCTYyIA.

Nudopmanuonnas 0e3onacHoCThb M €€ cocTabsomme. OCHOBHBIE BUJIbI
yrpo3 0e30MacHOCTH MJisi MOojb30oBaTesield (BUPYChI, crmaM, (UIIMHT,
TexHu4yeckue cboun um  mp.). KommbproTepHble — IPECTYIUICHUS.
Knaccudpukanusa. Metoasl npoduinakTukd. 3aKOHOAATEIbHbIE U HHbBIE
npaBoBble akThl Poccuiickonn ®Penepauuu, peryaupyrolue IpaBOBbIe
oTHomIeHUs B cdepe UHGOPMALMOHHONW O€30MacCHOCTH U 3AllUTHI
rOCyJIapCTBEHHOW TaHBI.

udpoBbie HHCTPYMEHTBI. OCHOBBI CAUTOCTPOCHUSA. MEHTaIbHbIE KapThI
U T.J1.

NudopMannoHHble TEXHOJOTUH B NPO(ECCHOHATBLHON 1eATeJTbHOCTH.
Crienmanu3upoBaHHOE IporpaMMHOe oOecrieueHue topucra, CrpaBoyHO-
npaBoBbie cuctembl (CIIC), Crnennanu3upoBaHHbIe 0a3bl JTaHHBIX. ba3bl
TaHHbIX. BBenenue B 0a3bl naHHBIX. PaboTa ¢ OCHOBHBIMH OOBEKTaMH
6azamu nanubix. Co3ganue Tabauil, 3anpocoB, GOPM U OTYETOB

[Nonnmaer npuHIMTBI pabOTHI COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOJOTHH,

Pe3ynbTaThl .
nporpamMmmMHoro obecrieuenus 11K 1 3HaeT ero BO3MOKHOCTH;
OCBOCHH3 ITpumensier UH(POPMAIOHHBIC TEXHOJIOTUHU JUIA peuenus 3aJa4
AACTIUTITAHBL mpoeCcCHOHANBHON JIESTENBHOCTH; PAa0OTaeT C TEKCTOBHIMA U YHCIOBBIMU
(Mozys) JaHHBIMU, IPOBOUTH MIPOCTEHINYIO aHAIUTUKY TEKCTOBBIX M YMCIIOBBIX JAHHBIX C
IIOMOIIBIO  CIIEIMAIIGHOTO ~ MPOTpaMMHOTrO  obOecriedeHws;  oOpabaThiBaeT
rpaduueckue n300paKeHus;
Hcnonp3yet pecypchl MIHTEpHET M €ro CepBHUCHL, BKIIOYast 00JIauHbIe XPAaHHIIHIIA
U Jpyrue MWHCTPYMEHTH OpraHU3aldi MPOEKTHOH, B TOM YHCJIE COBMECTHOM,
paboTsr;
Brnaneer HaBbIkaMu TMpUMEHEHHsT WHQOPMAIMOHHBIX TEXHOJOTHH LIS PElIeHUs
npo(ecCHOHABHBIX 3aJa4, OCHOBAMW WHPOPMaUMOHHOM 6e3omnacHoOCTM U
cnocobamm ee 3aLWmUThI.
TpynoemMkocTs, 4
3.€.
®opMma o
3auer, 3a4eT ¢ OLIEHKOH
OTYETHOCTH

IlepeyeHb OCHOBHOM M IONOJHUTEJbHOM JIMTEPATYPbI, HEOOXOAMMOI1 1JI151 OCBOCHUS

AUCHUIIJTHHbI

OcHoBHas
nuTeparypa

1. bammvakoga,, E. . Undopmatrka 1 ”HPOpMALMOHHBIE TEXHOJIOTHH.
Texnonorus padorst B MS WORD 2016 : yuebnoe mocobue / E. W.
bammakoBa. - WHdopmatuka u  HMHQOpPMALMOHHBIE TEXHOJIOTHH.
Texnonorus pa6otst B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
npasa. - DnekTpoH. faH. (1 daiin). - Mocksa : Aii [Tu Ap Menua, 2020. - 90
C. - 2yeKTpoHHbIM. - KHura Haxomutcs B mpemmym-Bepcun ObC IPR
BOOKS. - ISBN 978-5-4497-0515-0, 3x3eMILIIpOB HEOTPAHHYEHO

2. bammakoga,, E. . Undopmatrka 1 ”HPOpPMALIMOHHBIE TEXHOJIOTHH.
Ywumubiii Excel 2016: 6ubnmoreka (ynkmuii : yue6Hoe mocobue / E. .
bammvakoBa. - UHpopmaTuka 1 WH(GOPMAIIMOHHBIE TEXHOJOTHUU. Y MHBIN
Excel 2016: 6ubnmoreka ¢pyHkiunii, Bech Cpok 0XpaHbl aBTOPCKOTO TIpaBa. -
OnextpoH. naH. (1 daiim). - Mocksa : Ait [Tu Ap Meaua, 2020. - 109 c. -
31eKTpoHHBbIN. - KHura Haxogurcs B npemuym-sepcun ObC IPR BOOKS. -
ISBN 978-5-4497-0516-7, 3k3eMILISIPOB HEOTPAaHUYECHO

3. Mangpa,, A. I'. Uudpopmaruka u nHdopMaloHHbIE TEXHOJIOTUH :
nabopatopHblii mpaktukym / A. I'. Manzpa, A. B. ITonos, A. U. JIpsKOHOB.
- Uudopmartuka n uapopmanmonnsie TexHomoruu,2026-09-20. - DnekTpoH.
nad. (1 ¢aiin). - Camapa : CamMapCKuil TOCYAapCTBEHHBIH TEXHUYECKHN




yHuBepcuteT, ObC ACB, 2020. - 64 c. - 3nekTpoHHbIN. - KHura Haxogurcs
B npemuyMm-Bepcun DbC IPR BOOKS. - ISBN 2227-8397, sx3eMIuIsipoB
HEOTrPaHUYEHO

4. L{BetkoBa, A. B. Undpopmaruka U nH(POPMAIIMOHHBIE TEXHOJIOTHH
DneKkTpoHHBIA pecype : Yuebnoe mocodue mis CIIO / A. B. IiBerkosa. -
WNndopmaruka n unpopmannonnsie texnonorun,2020-08-30. - Capatos :
Hayunas kuura, 2019. - 190 c. - Knura naxoaurcs B npemuyM-Bepcuu IbC
IPR BOOKS. - ISBN 978-5-9758-1891-1, sk3eMIUIsIpOB HEOTPAHUYEHO

JlononHHUTEbHAS
JIUTEpaTypa

1. CoBpemeHHble HWH(DOPMALIMOHHBIE TEXHOJOTUU  DJIEKTPOHHBIN
pecypce : COOpHHMK TPYyJIOB MO MarepuajgaM 3-i MEXKBY30BCKON Hay4HO-
TEXHUYECKON KOH(EpeHIIMH C MEeXAYHapOJHBIM ydacTueM 29 ceHTsI0ps
2017 r. / B. W. Bonosau [u ap.] ; pea. B. M. Aptromenko. - Koponés :
Hayunbiii koncynstant, MI'OTY, 2017. - 191 c. - Kuura Haxonurcs B

npemuyMm-Bepcun  ObC IPR  BOOKS. - ISBN 978-5-9500999-7-7,
IK3EMIUIIPOB HEOTPAHUICHHO
2. CoBpeMeHHbIC MYJIBTUMEHIHBIC WHPOPMAIIMOHHBIC TEXHOJIOTHU

DnekTpoHHbIH pecypce : yuebHoe mocodue / C.C. Mbrtbko / JI.A. Peneuxo /
A.Il. AnekceeB / A.P. Bantotun / U.A. KoponbkoBa. - CoBpeMEHHBIC
MyJIbTUMEANIHBIE HH(DOpMalMOHHBIe TexHoIornH,2019-05-25. - Mockaa :
COJIOH-ITPECC, 2017. - 108 c. - Knura nHaxoautcs B 6a3zoBoii Bepcun DbC
IPRbooks. - ISBN 978-5-91359-219-4, 5k3eMILISIpOB HEOTPAHUYEHHO

3. CoBpeMeHHBIE MH(POPMALMOHHBIE TEXHOJOTUH  DJICKTPOHHBIN
pecypc : ydyeOHoe mocobue / C.C. Msitbko / JI.A. Peneuko / M.A.
KoponbkoBa / A.P. Bantorun / A.Il. AnekceeB ; pen. A.Il. Anekcees. -
Camapa : [ToBomxkckuit rOCY/1apCTBEHHBIN YHUBEPCHUTET
TeJleKOMMYHHKamii 1 uHpopmatiku, 2019. - 101 c. - Knura Haxoaurcs B
6a3oBoii Bepcun IbC IPRbooks., 3k3eMmIsipoB HEOrpaHUYEHHO

4. Annep, FO.I1. Cratuctruueckoe yrpasieHue npoieccamu. «bompiime
JaHHbIe» DJIEeKTPOHHBIN pecypce : yuebHoe nocodue / E.A. Yepnsix / FO.IL
Annep. - Cratuctudeckoe ympaBieHue mpoueccamu. «boibiime
naHHbie»,2019-09-01. - Mocksa : M3narensckuii Jlom MUCuC, 2016. - 52
C. - Knura naxomurcs B 6a3oBoii Bepcuu ObC IPRbooks. - ISBN 978-5-
87623-969-3, 3x3eMIIIpOB HEOIPAaHUYEHHO




