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BBenenne B nuposbie TexHoJoruu. [lomutuka rocynapcrsa B 00s1acTu
uudposuzanyu. ['ocynapcrBennsie nporpammbsl. CoBpeMeHHOe nudpoBoe
npoctpaHcTBo. OcHOBHI LudpoBoro odmecrsa. Lludposas rpaMoTHOCTD U
uudpossie KomnereHIMUA. O030p COBPEMEHHBIX HU(PPOBBIX TEXHOJIOTUH H
BO3MOXHOCTEH HX IPUMEHEHUs JJs PEeLIeHUs IOCTaBJIEHHBIX 3ajad.
l'ocynapcTBennbie HUGPOBBIC YCIYTH U TIOPTAbI.

TexHnosiornu yaajeHHo padorbl. DaiinooOMeHHukH. BeOuHapHbIe
IUIOLIA/IKH. JuctaHuroHHbIE TEXHOJIOT U1 u BO3MOXXHOCTHU
JTUCTAHIIMOHHOTO oOydeHus. Pabora B on-line pexume. I[ludposas
oOpa3oBaTenbHasl cpe/ia YHUBEPCUTETA. 3HAKOMCTBO ¢ mopTasiom el.ncfu.ru
u Examirycom. DieKTpoHHbIE OMOIMOTEYHBIE CUCTEMBI.

CucremaTuzanuss u xpaHenue wuHpopmamuum Ha IIK. OO6G30p u
kinaccudukamus OC. OcHoBel padotel B OC Windows/Astra Linux.
3HaKOMCTBO C HAIMOHAJIBHOM omeparuoHHoW Astra Linux. 3rambl
MOJTOTOBKH KOMIIblOTEpa K padorte. MHTepdeiic nonp3oBarens. Ilanens
3amauy. Pabora ¢ oxnamu. Menemxkep daiinos/[IpoBonauk. Ilowuck.
[MoumenoBanue aitioB, cucTeMaTU3alds U KaTajmoru3anus. [HITbI
(aiinoB. Konseprarus. OcoOEHHOCTH BOCCTAaHOBJICHHUS HHGOpMAIMN HA
USB-Hocutensx.

DJIeKTPOHHBIE NMOUYTOBBIE cepBUCHI. O030p BO3MOXKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEPBUCOB. Poyib 3JEKTPOHHOM MNOYTH B HH(POPMALMOHHOM
oOmene. Perucrpanus, HacTpoiika, opraHuzanus pabOThl € MOYTOBBIMH
cooOmenusmu.  Cucremaruzanusi  cooOmeHuil.  be3zomacHocTs M
UCIOJIb30BaHNE BPEMEHHBIX IOYTOBBIX SIIIUKOB U aHOHUMAaM3epOB.
CereBoii 3THKeT. [IpaBuiia 1e10B0i NEepenucKd U OOIIEHUS B COIIMATIBHBIX
CeTsX, EKTPOHHBIX MMOYTOBBIX CepBUCAX U MecceHkepax. OcoOeHHOCTH
nenoBoi nepenucku B WhatsApp, Telegram, Viber u np.
HNuTepHer-Texnosorun. OCHOBBI MOUCKA, KPUTHUECKUIM aHAIU3 U CHUHTE3
uHpopmanuu B rinobanbHOil cetu Wutepner. PabGora ¢ Opaysepamu
(n30paHHOE, 3aKIaAKW, KypHal W Ap.). XpaHEHUE OOJBIIUX O00BHEMOB
naHHbIX. CeTeBble CEPBUCBI M HUX BO3MOXHOCTH. OpraHusanus u
OesomacHocTh paboThl B oOmauHblXx XxpaHwiumiax — (MailOo6naxo,
SAunexcluck, Google Drive u ap.). Opranuzanusi COBMECTHONW pabOThI C
nHpopmanueil. PaboTa B 00J1a4HBIX PUITOKEHUSIX

AnmapatHoe o0ecnedeHHe NEPCOHAJBHOIO KoMmnblTepa. ba3oBas
anmapaTHasi KoHpurypanus. MatepuHcKas miata. Y CTpOWCTBA, BXOISIIHE
B COCTaB MaTepuHCKOW IaTsl. IIpoueccop, Ha3HauyeHHME M OCHOBHBIE
XapaKTepUCTUKU (TaKTOBas 4acToTa, pa3psAHOCTh, LIMHA IpPOLEccopa,
K3LI-MIaMATh, IPOU3BOAUTENLHOCTD). [laMATh, Ha3HAUEHUE U BUIBI AMSTH
(omepaTtuBHAas, TMOCTOSIHHAs, BHEILHAA), OCHOBHbBIE XapaKTEPUCTUKH.
VYcrpoiictBa BBOAa-BbiBoAa. llopTtel BBOAa-BeiBoAa. Kiaccudukarus
nepu@epuiHpIX YCTPOHCTB (HOCUTEIM JaHHBIX, KJIaBUAaTypa, MbILIb,
MOHMTODPBI,  IIPUHTEpPBHI,  cKaHepbl). KiaBuatypa  I€pCcOHAJIBHOTO
KoMnbroTepa. PasHoBunHoctn kitaBuaryp. Hasnauenue knaBumi. I'opsume
1 GyHKUMOHANbHbIE KiIaBuIlU. KilaBuaTypHble TpeHaXEPHI.

IIporpammHoe oOecneyeHue NepPCcOHAJIBHOIO KommbloTepa. CocTaB
nporpammuoro obecreuenus (I10) nepcoHanbHOrO KOMIbIOTEPA. YPOBHU
[10 (0a30BbIil, CUCTEMHBIH, ClIyXkeOHbIH, nmpukianHoil). Knaccuduxamms




[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.
Criennanu3upoBaHHOE MPOrpaMMHOe obecrieyeHue ropucta, CrpaBodHO-
npaBoBele cuctemsl (CIIC), CneumanuzupoBanHble 0a3bl AaHHBIX. basbl
IaHHbIX. BBemenue B 0a3bl JaHHBIX. PaboTa ¢ OCHOBHBIMH OOBEKTaMHU
6a3amu nanHbIXx. Co3znanue Tabnul, 3anpocoB, GOpM U OTUETOB

[Nonnmaer npuHIUIBI PabOTBI COBPEMEHHBIX HH(MOPMALMOHHBIX TEXHOJIOTHH,

Pe3synbpratel .
nporpammHoro obecrieuenus [1K 1 3HaeT ero BO3MOXKHOCTH;
OCBOCHIA [lpumMensier  WHGOPMAILMOHHBIE  TEXHOJNOTWH Ui pCIIeHUs  3aj1ad
AUCHHATLTAHBI npo(eCcCHOHATEHON JIeATENLHOCTH; PAabOTaeT C TEKCTOBBIMU M YHCIOBBIMH
(Mozyust) JaHHBIMU, IPOBOJUTH HPOCTEHINYIO aHATUTUKY TEKCTOBBIX U YHCIIOBBIX JaHHBIX C
MOMOIIBI0  CICHUATBFHOTO  MPOrPaMMHOTO  obecredyeHus;  0OpabaThiBaeT
rpadudecke n300paKeHIS;
Hcnonp3yeT pecypcbl VIHTEpHET U €ro CepBUCHI, BKITIOUAsT 00JIAYHBIC XPaHIIIAIIA
U JPyrde MHCTPYMEHTHI OPraHU3allMd MPOSKTHOH, B TOM YHCIE COBMECTHOW,
pabortsr;
Brageer HaBpIKaMH NpUMEHEHUS MH(YOPMAIMOHHBIX TEXHOJIOTUH IS PEUICHHUS
npodecCHOHANBHBIX  3a/a4, OCHOBamMW WHPOPMaLMOHHON 6Ge3onacHoOCT W
cnocobamu ee 3aLmUThI.
TpynoemMkocTs, 4
3.€.
dopma .
3adeT, 3a4eT ¢ OLICHKOM
OTYETHOCTH
Ilepeuenb 0CHOBHOI1 M 1I0NIOJTHUTEJILHOM JTUTEPATYPbI, HEOOXOAUMOI 1JIs1 OCBOEHUS
AUCIHHILIMHBI
OcHoBHas 1. bammakoBa,, E. W. MWudopmatuka u  uHPOpMaAMOHHBIE
auTeparypa texHosoruu. Texnomorust padotsl B MS WORD 2016 : yuebnoe nocobue /

E. U. bammaxoBa. - MHpopmaTka u HHPOPMAIIMOHHBIE TEXHOJOTHHU.
Texnonorus pa6otst B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
npasa. - DnekTpoH. naH. (1 ¢aitr). - Mocksa : At [Tu Ap Meaua, 2020. -
90 c. - anexkTponHbli. - Knura naxoaurcsa B npemuym-sepcuun ObC IPR
BOOKS. - ISBN 978-5-4497-0515-0, 3k3eMIUISIpOB HEOTPAHUYEHO

2. bammvakoBa,, E. W. MWudopmatuka u  uHPOpPMALMOHHBIE
texHomornn. YMHBIA Excel 2016: OuGnmoreka ¢(yHkmuii : ydeOHOE
nocodbue / E. WU. bammakoBa. - Hudpopmatuka u HHPOpPMAIMOHHBIE
texHonoruu. YMHbIH Excel 2016: Oubnuoreka ¢ynkuuii,Becy cpox
OXpaHbl aBTOPCKOTO TMpaBa. - IJeKTpoH. AaH. (1 ¢aitn). - Mocksa : Aii [1u
Ap Menamua, 2020. - 109 c. - anexTpoHHBIN. - KHMra HaxoAUTCS B IPEMUYM-
Bepcun OBC IPR BOOKS. - ISBN 978-5-4497-0516-7, sk3eMIusipoB
HEOTrpaHUYEHO

3. Mannpa,, A. I'. Uadpopmatuka u HHPOPMALMOHHBIE TEXHOJIOTUH :
nabopaTopHbIii mpaktukyM / A. I'. Mannpa, A. B. Tlonos, A. U. JIpsiKOHOB.




- HWudopmatnka u wuHPOpManmoHHBIE TexHOIOruM,2026-09-20. -
OnektpoH. nmaH. (1 daitr). - Camapa : Camapckuii rocyIapCTBEHHBIN
texHuueckuil yHusepcutetr, ObC ACB, 2020. - 64 c. - 3IE€KTPOHHBIH. -
Kuura naxoautcs B npemuym-Bepcun ObC IPR BOOKS. - ISBN 2227-
8397, 3K3eMIUISIpOB HEOTPAHUYEHO

4. [IBetkoBa, A. B. UndopmaTtuka n nHoOpMarmoHHBIE TEXHOJIOTUH
DnexTpoHHBIH pecypc : YuebHoe mocobue st CI1IO / A. B. LiBeTkoBa. -
Nudopmaruka u undopmarmonasie TexHonoruu,2020-08-30. - Capatos :
Hayunas kuwura, 2019. - 190 c. - Kuura Haxoaurcs B IPEeMUYM-BEpCUU

JlononmauTenbHas
auTeparypa

ObC [IPR BOOKS. - ISBN 978-5-9758-1891-1, »sk3eMIuIsIpoB
HEOI'PaHUYEHO
1. CoBpeMeHHbIe HHGOPMAIIMOHHBIE TEXHOJOTHU  DJIEKTPOHHBIN

pecypc : COOpHHK TPYyIOB MO MarepuaiaM 3-il MEXBY30BCKOW Hay4dHO-
TEXHUYECKON KOH(pEpeHIMH C MEeXAyHapOAHbIM ydacTueM 29 ceHTsI0ps
2017 r. / B. W. Bonosau [u ap.] ; pen. B. M. Aprtiomenko. - Koponés :
Hayunsiii koncynstant, MI'OTY, 2017. - 191 c. - Kaura Haxoaurcs B
npemuyM-Bepcun  ObC [PR BOOKS. - ISBN 978-5-9500999-7-7,
9K3EMILUIIPOB HEOTPAHUUYEHHO

2. CoBpeMEHHbIE MYJIBTUMEIUIHBIE HHPOPMAIIMOHHBIC TEXHOJIOTHH
DneKkTpoHHBIH pecypc : yueoHoe nocooue / C.C. Muitbko / JI.A. Penieuxo /
Al Anekcee / A.P. Bantotun / U.A. KopoabkoBa. - CoBpeMeHHbIE
MYJIbTUMEINIHBIC HHPOpMaIMOHHbIE TexHoornn,2019-05-25. - Mocksa :
COJIOH-ITPECC, 2017. - 108 c. - Kaura naxonutcst B 6a30BOi BepcUU
OBC IPRbooks. - ISBN 978-5-91359-219-4, sk3eMILIsIpOB HEOTPAHUYCHHO
3. CoBpemeHHble WH(GOPMAIMOHHBIE TEXHOJOTHUH  DJIEKTPOHHBIN
pecype : yuebHoe mocoome / C.C. Mswitbko / JI.A. Pemeuxko / U.A.
KoponbkoBa / A.P. Bantotun / A.Il. Anekcees ; pea. A.Il. Anekcees. -
Camapa : IToBomKCKUI roCyaapCTBEHHBIN YHUBEPCUTET
TeleKoMMyHUKaImii 1 nadopmatuku, 2019. - 101 c. - Kaura nHaxoaurcs B
6a3oBoii Bepcuu IbC IPRbooks., s3x3eMIIIsipoB HEOrPaHMYECHHO

4. Annep, IO.II. Craructuueckoe  ympaBiieHHE  IPOIECCaAMHU.
«bonpie maHHBIe» DJIEKTPOHHBIM pecypc : ydeOHoe mocobdme / E.A.
Uepnpix / FO.II. Ammep. - CraTUCTHUYECKOE YIPABIICHUE TPOIECCAMH.
«bonpmmue manubie»,2019-09-01. - Mocksa : Uzgatenbckuit JJom MUCuC,
2016. - 52 c. - Kuura maxonutrcs B 6azoBoit Bepcuu DbC IPRbooks. -
ISBN 978-5-87623-969-3, 5k3eMIUISIpOB HEOIPAHUYEHHO




