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0085 NHpopmManMOHHBIE TEXHOJIOTHH B OPUANYECKOM AeATeIbHOCTH

Kpatkoe
coliepKaHue

BBefienne B nupoBbie TexHooruu. [lomutrka rocynapcrsa B 00J1acTH
mudposuzanuu. ['ocynapcrBenHsie mporpammbl. CoBpeMeHHOE Lu(ppoBoOe
npoctpanctBo. OcHOBHI mudpoBoro obmectsa. [{udposas rpaMOTHOCTH U
udpossle komnereHIUU. O030p COBPEMEHHBIX HUPPOBBIX TEXHOJIOTUH U
BO3MOXKHOCTEH WX TPUMEHEHHUS /i pEUICHHs ITOCTABJICHHBIX 3ajad.
['ocynapcTBeHHbIE HUPPOBBIE YCIYTH U TOPTAJIBI.

Texnosiorun ynajgeHHoil padorbl.dDaitnoooMenHuku. Bebunaphbie
IUIOLIA/IKH. JlcTaHIMOHHbIE TEXHOJIOTHH u BO3MOYKHOCTH
IUCTaHIMOHHOTO oOydeHus. PaGora B on-line pexume. I{udposas
oOpa3oBaTenpHas cpefia YHUBEpCUTeTa. 3HAKOMCTBO ¢ moprtaioMm el.ncfu.ru
u Examirycom. DnekTpoHHbIe OMOIMOTEUHbIE CUCTEMBI.

Cucremaru3auuss u xpaHenue wuHpopmanuu Ha IIK. OG3op wu
knaccudpukanuss OC. OcHoBbel pabotet BOC Windows/Astralinux.
3HaKOMCTBO C HAIMOHANBHOW omepanuoHHOW Astralinux. DOramsl
HOJArOTOBKM KOoMIbloTepa K pabore. Mutepdeiic nonb3osarens. Ilanens
3agady. PabGora c oxnmamm. Menemkep ¢aiinos/[IpoBonauk. Ilouck.
[ToumeHoBanue (paisioB, cucTemMaTu3alMs M KaTajgorusanus. Tusl
¢ainoB. Konsepranusa. OcoOEHHOCTH BOCCTAHOBJIEHUS MH(pOpMaLUu Ha
USB-nocurensx.

DJIEeKTPOHHBbIE MOYTOBBIEe cepBHchl. O030p BO3MOKHOCTEN COBPEMEHHBIX
IIOYTOBBIX CEPBHUCOB. PoJIb 3JEKTPOHHOM NOYTHI B HH(POPMALMOHHOM
oOMeHe. Perucrpanusi, HacTpoiika, opraHu3auusi paOOTbl C IOYTOBBIMHU
coobumenusamu.  Cucremarusanuss  cooOmeHuil.  bezomacHocts
UCIIOJIF30BaHUE BPEMEHHBIX TOYTOBBIX SIIIUKOB U aHOHUMAM3EpPOB.
CereBoii 3THKeT. [IpaBuiia 1€10B0i NEepenucKy 1 OOIIEHUS B COLUATIBHBIX
CeTsIX, DJIEKTPOHHBIX MOYTOBBIX CEpBHCAaX U MecceHkepax.OcoOeHHOCTH
nenosoit nepenucku B WhatsApp, Telegram, Viber u np.
HNuTepuer-texnoaorun. OCHOBBI TIOMCKA, KPUTUIECKUN aHATIN3 M CUHTE3
uHpopmanun B riobanbHOM cetn WHrtepner. PabGora c¢ Opaysepamu
(u30panHOE, 3aKIaAKW, KypHalT M JAp.). XpaHeHHE OOJbIIUX O0BEMOB
naHHbIX. CeTeBble CEpBUCHI M HMX BO3MOXHOCTH. OpraHuszanus U
Oe3omacHocTh paboThl B oOmauHblXx XxpaHwmniax — (MailOo6naxo,
Aunnexcuck, GoogleDrive u np.). Opranusanuss cOBMECTHOH paboOThHI C
nH(popmanuei. PaboTta B 00/1a4HBIX PUITOKEHUSIX

AnmapatHoe o0ecneyeHHe NEPCOHATBHOIO0 KOMIbIoTepa. basoBas
anmapaTtHasi KoHpurypamus. MarepuHckas maTta. Y CTpoMcTBa, BXOIAIINE
B cocTaB MaTepuHCKoW Iuiatel. [Iporeccop, Ha3HaueHHE M OCHOBHBIE
XapaKTepUCTUKU (TAaKTOBas YacToTa, pa3psAIHOCTh, IIMHA Ipolleccopa,
K3II-NIaMsTh, IPOU3BOJAUTENBHOCTD). [lamMsTh, Ha3HAYEHHE U BUABI MAMSATH
(onmepaTWBHAs, TIOCTOSIHHAsI, BHEIIHSS), OCHOBHBIC XapaKTEPUCTHKH.
VYcrpoiictBa BBOAa-BbiBoga. IlopTel BBOAa-BbiBoga. Kiaccugukarus
nepu(epuiHBIX yCTPOMCTB (HOCHTENM JAHHBIX, KIIABHATYypa, MBIIIb,
MOHHUTOpPBI,  TPHUHTEPbI,  CcKaHepwl). KiaBuaTypa  mepcOHAIBbHOTO
KoMrbroTepa. PasHoBuaHocTn kitaBuaryp. Hasnauenue knaBumi. [opsuume
U QyHKIMOHANbHbIE KIaBullu. KilaBuaTypHblie TpeHaXEPHI.

IIporpammHoe oOecneyeHnenepcoHAIbLHOr0 KoMmmnbloTepa. CoctaB
nporpammuoro obecrieuenus (I10) nepcoHanbHOTO KOMIbIOTEPA. YPOBHH
I10 (6Ga30BbIif, cHCTEMHBIN, ciayXeOHbI, npuknagHoit). Knaccuduxamms




IO (mo wnazHauenuio). Kiaccupukamuss NPUKIATHBIX MPOTrPAMMHBIX
cpeactB. Knaccudukarmus cinyxeOHBIX TporpammHbIX cpeactB. O0630p
cpapauTenbHbI anamm3 [10 OC Windows/Astralinux.

O0padoTka TekcTOBOI MHpOpMauMU. TexHOIOTHH pabOThl C TEKCTOBOM
uHpopmanueii B oducHBIX u cereBbix mnpuioxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). IlpaBuna odopmiiIeHHs] TEKCTOBBIX
mokymeHntoB 1o ['OCT. IlpodeccuonampHoe penakTUpOBaHHE U
dopmatupoBanue gokymeHta Co3ganue Tabiul U rpadUUYEcKUX
00bekToB.Beuncinennss B tabnumax. [loctpoenune amarpamm. CozmaHue
rpaduyeckux cxeM. Co3znaHue TOKyMEHTa CIOKHOU cTpyKTyphl. Pabora co
CTHJISIMH.  ABTOMAaTHYECKOE  CO3JIaHHE  OIJIABJICHHUS.  DJEKTPOHHOE
pelieH3upoBaHre 10KyMeHTOB. PaboTa B pexxume ucnpasienuii. Coznanue
1a0JIoHOB M (popM. ABTOMAaTHYECKas PACCTAHOBKA CHOCOK HA MCTOYHHKH.
[TouroBsie pacchuiku. Co3naHue JOKYMEHTOB CIIHMSHHUSL.

Opranu3zanuss padoThl ¢ TAOGJUMYHBIMH JAHHBIMH CpPeJACTBAMH
3J1eKTPOHHBIX Tadaun. TexHomoruun paboThl ¢ TAOIUYHBIMU JAHHBIMU B
oducHbX U cereBbix npuinoxenusx (LibreOffice, MSOffice, OpenOffice,
GoogleDoc). Tunbl  ganabix. Hacrpoiika okHa i1 paOoOTHL
ABTOMATH3aIusl TPH BBOJE JJAHHBIX: (YHKIIMH aBTO3AIOJHCHUS U
aBTo3aBepuieHus. Psapl nmanneix. Co3manume mporpeccuit. PabGora co
CIIUCKaMHU JAaHHBIX W CO3JaHHE COOCTBEHHBIX CIUCKOB TNEPECUYUCIICHUH.
YcnoBuoe ¢opmarupoBanue. PaGora ¢ dopmynamMu U GyHKIUSMU.
Hcnonp3oBanne aOCOMIOTHBIX M OTHOCHUTENIBHBIX CCBUIOK IpH 00paboTke
naHHbix. Komanaer s paboTsl ¢ QailiaMu UM MOATOTOBKM JAOKYMEHTa K
nedatd. Komannel s paboOTBl € 3JEKTPOHHOW Tabnwmeld kak ¢ 0a3oi
JMaHHBIX. AHanu3 AaHHbIX Oonpimx Tabmui. CopTHpoBKa AaHHBIX. BBOJ
YCIIOBUH JIJIsi COPTHPOBKY JTaHHBIX. OuibTpanus gaHHbIX. BBOI KpuTepuen
(ycnoBuii) otOopa nanHbeiXx. Komanapl uis co3maHuss U pabOTHI ¢
IuarpaMMamMu. OJeMeHThl uHTepdeiica g paboThl C JUarpaMMaMu.
CnocoObl  co3manus nuarpamMm. CozgaHuEe CMEMIaHHBIX —JUarpamm.
Cmapknaitael.  [logBeneHne TMPOMEKYTOYHBIX HWTOTOB W CO3JIAHUE
CTpyKTypupoBaHHbIX Tabnun. KoHcommmanus npanseix. IloaroroBka
TabaUI[ U1 KOHCOJHMAALIMK JAHHBIX. OTambl KoHcoauaamuu. Pabora co
CBOJIHBIMH TaONMIIaMU U AuarpaMMaMu. MacTtep cBoJIHBIX Tabnuil. PaboTa
B CBOJIHOHN TaOnuue. OuiubTpanust JaHHBIX CBOJHOW Tabmuibl. Co3naHue
CBOJIHOHN aumarpammsbl. Vcmonp3oBaHue maketa AHanu3 JaHHbBIX. MMmopT
JTAaHHBIX. 3aIIUTa JaHHBIX.

IloaroroBka neMOHCTPAIMOHHBIX MaTepuajioB. Hudorpapuka u
BU3YyaIM3aIusl JAaHHBIX, KYJIbTypa mpe3eHTanuu. O030p MporpaMMHBIX
OPOAYKTOB JUIsl CO3JIaHUs Tpe3eHTaluil. TexHOoJoruum paboThl C
BU3yaIbHOW WH(OpMAIMe B O(PHUCHBIX W CETEBBIX NPHIOKCHUIX
(LibreOffice, MSOffice, OpenOffice, GoogleDoc). I1Ia6noHbl U CTpyKTYpa
npe3entanmii. Co3manue »MeMeHTOB mpe3eHTanuu. Co3JaHue CEeTEeBBIX
npe3eHTanmii B web-cepBuce Prezi.com.Vcnonb3oBaHne MaWHIMOAIIUHTA
(MeTanbHBIX KapT) Uil co3aaHus npe3eHTauuid. COBMECTHOE CO3JaHUe
IIPE3EHTALAMN.

HudpoBbie TexHoJoruu 1jist 00padoTKu rpaguyeckux U300pasKeHUi.
I'padmueckue cpenctBa mpencTaBieHus MaHHBIX. OuudpoBka W aHAIM3
n3o0paxkennit. KommproTepHoe (TexHUueckoe) 3peHue. TexXHOJIoruu
00paboTKH MyIbTUMEINIHBIX JaHHBIX. BekTopHast u pactpoBas rpaduka.
[IporpamMmmHoe oGecrnieueHne st 00pabOTKH Trpaduyeckux HU300pakeHuit
(GIMP, EasyPaint, Inkscape, CorelDraw; AdobePhotoshop;




Adobelllustrator; InDesign). [loctpoenne pauarpamMmm U OJIOK-CXeM
(MicrosoftVisio). Pabora ¢ 0OGUCHBIMH U CETEBBIMH MPUIOKCHHUSIMHU.
Opranu3zainys COBMECTHOI'O JOCTYTIA.

Nudopmannonnass 0e30macHOCTL U €€ cocraBisiiomme. OCHOBHBbIE
BUJBI YTpo3 OE30MaCHOCTH JJIS MOJIb30BaTesel (BUPYCHI, criaM, (DUIIHHT,
TexHudyeckue cbou u  mp.). KommbroTepHble — IpPECTYIUICHHUS.
Knaccudpukanus. Metoasl npoduinakTuku. 3aKOHOJATEIbHBIE U HWHBIC
npaBoBbie akThl Poccuiickoil denepanuu, peryJvpyrolue IPaBOBbIC
oTHOmIeHUsT B cdepe uHDOPMANMOHHONW OE30MACHOCTH W  3aIIUTHI
roCyJ1apCTBEHHOM TalHBI.

Indposbie nHCTpYyMeHTHI. OCHOBBI caliTocTpoeHusi. MeHTallbHbIE KapThl
U T.1.

NudopMaluOHHbIE TEXHOJIOTHH B NPO(PECCHOHAIBHON AeATeJIbHOCTH.
Crienmanu3upoBaHHOE IIporpaMMHoe oOecrieueHue ropucta, CrpaBoOYHO-
npasoBble cucrteMbl (CIIC), CneunanusupoBaHHble 0a3bl JaHHBIX.bazbl
JNaHHbIX. BBenenue B 0a3bl naHHBIX. PaboTa ¢ OCHOBHBIMH OOBEKTaMH
6a3amu naHHbIX. Co3gaHue Tabaul, 3anpocos, (OpPM U OTYETOB

Ilonumaer npuHUMIBI PabOTHI COBPEMEHHBIX HH()OPMALMOHHBIX TEXHOJOIHH,

Pesynbprarel .
nporpamMmuoro obecredenus [1K 1 3HaeT ero BO3MOXHOCTH;

OCBOCHIA [lpumensier  MHGOPMALMOHHBIE  TEXHOJOTMW U pELICHHs  3aj1ad

AUCTIAIUTAHBI npoecCHOHATBHOM JeATeNbHOCTH; pPA0OTaeT C TEKCTOBHIMH M YMCJIOBBIMU

(Mozyssn) JAaHHBIMH, TIPOBOJIUTH MTPOCTEHIIYIO aHAIUTHKY TEKCTOBBIX U YUCIIOBBIX JaHHBIX C
MOMOIIBIO  CIICIHAILHOTO ~ NPOTpaMMHOI0  oOecrieyeHus;  oOpabaThiBaeT
rpaduyaeckue H300paKeHUS;
Ucnonp3yet pecypcsl UHTEpPHET U €ro CEpBUCHI, BKIIIOYAsl 00JIauHbIe XPaHMIHUINA
U JpYru€ MHCTPYMEHTBHl OPraHM3alUMy IIPOCKTHOM, B TOM 4HCJIE COBMECTHOM,
paboThr;
Braseer HaBbIKAMH HPUMEHEHUS] WH()OPMALMOHHBIX TEXHOJIOTHH UIsl PEIICHUS
npoecCHOHANBHBIX ~ 33/1a4,0CHOBaMM  MHOOPMaLMOHHON  6e3onacHoCTM U
cnocobamu ee 3aLLmnThI.

TpynoemMKocCTs, 4
3.€.
dopma o
3aueT, 3a4eT ¢ OLIEHKOM
OTUYETHOCTH
Ilepeyennb OCHOBHOI M JONIOJTHUTEJIBHOM JTUTEPATYPbI, HCOOXOTUMOM 1JIs1 OCBOCHHS
AUCHUILINHBI

1. bammvakoBa,, E. W. MWudopmatuka u  uHPOpMalMOHHbIE

OcHoBHas
auTeparypa

texHojoruu. TexHomnorus paborel B MS WORD 2016 : yuebnoe nocodue /
E. U. bammakoBa. - MHpopmatuka U HH(GOPMAIMOHHBIE TEXHOJIOTHH.
Texnomorust pabotet B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
npasa. - DnektpoH.jaH. (1 daiin). - Mocksa :Aii [Tu Ap Menua, 2020. - 90
c. - anekTpoHHbIH. - Kuura nHaxomutcs B mpemuym-Bepcun ObC IPR
BOOKS. - ISBN 978-5-4497-0515-0, 3k3eMILIsIpOB HEOTPAaHUUYEHO

2. bammakoBa,, E. W. HWadpopmatnka u uHOpMannOHHBIE
texHonoruu. Ymubii Excel 2016: Oubmmorexa ¢dyHkiui : ydeOHOE
nocobue / E. M. bammaxoBa. - WHdopmaruka u wuHPOpMalMOHHBIE
TexHojoruu. YwmHbIA Excel 2016: Oubmuoteka Qynkuuii,Beck cpoxk
OXpaHbl aBTOPCKOTO TpaBa. - DnekTpon.jaaH. (1 daiim). - Mocksa :Ait [Iu
Ap Menua, 2020. - 109 c. - anekTpoHHBIN. - KHUTra HaX0QUTCS B IPEMUYM-
Bepcun OBC IPR BOOKS. - ISBN 978-5-4497-0516-7, sx3eMIuIsipoB
HEOTrPaHUUYEHO

3. Mangpa,, A. I'. Undopmaruka u nHpopmMaloHHbIe TEXHOJOTUH :
nabopaTopHblif npakTukyM / A. I'. Mangpa, A. B. Ilonos, A. W. JIpSKOHOB.




- HWudopmatnka wu wuHbopmammonHsie TexHomorun,2026-09-20. -
Onextpon.nan. (1 ¢aitn). - Camapa : Camapckuil TOCyAapCTBEHHBIN
texundeckul ynuepcuter, IbC ACB, 2020. - 64 c. - 3JIEKTpOHHBIH. -
Knura naxomutcs B npemuym-Bepcun ObC IPR BOOKS. - ISBN 2227-
8397, 5K3eMILISAPOB HEOTPAHUYEHO

4. I[BetkoBa, A. B. Unpopmaruka u nHHOPMAIIMOHHBIE TEXHOJIOTHH
DneKkTpoHHBIN pecype : Yuebnoe nmocooue s CIIO / A. B. I|Berkona. -
HNudopmaruka n napopmanuonnsie texnonornu,2020-08-30. - Capartos :
Hayunas knura, 2019. - 190 c. - Knura HaxoguTcs B NMPEMHUYM-BEPCUU

JlonosHuTENbHAS
auTepaTtypa

ObC IPR BOOKS. - ISBN 978-5-9758-1891-1, »x3eMIuisipoB
HEOTPAaHUYEHO
1. CoBpemeHHbIE WH(DOPMAIIMOHHBIC TEXHOJOTUU  DIJIEKTPOHHBIN

pecypc : COOpHHMK TPYyIOB IO Marepuagam 3-il MEXBY30BCKOW HaydHO-
TEXHUYECKOH KOH(EpeHIMH C MEXAYHApOIHBIM ydacTHeM 29 ceHTsaOps
2017 r. / B. . BonoBau [u np.] ; pea. B. M. Aptiomenko. - Koponés :
Hayunpiit koncynprant, MI'OTVY, 2017. - 191 c. - Knuura Haxonurcs B

npemuym-Bepcun  OBC [PR  BOOKS. - ISBN 978-5-9500999-7-7,
AK3EMILIIPOB HEOTPAHUYCHHO
2. CoBpeMeHHbBIE MYJIbTUMEIUIHHBIC WH(POPMALMOHHBIC TEXHOJIOTHU

DNeKTpOHHEIH pecypc : yuedbroe nocooue / C.C. MeiThko / [I.A. Peneuko /
A.Il. AnekceeB / A.P. Bantotun / U.A. KoponskoBa. - CoBpeMeHHBIE
MYJIbTHMEANIHBIE HHDOpMAMOHHBIE TexHOTI0rHK,2019-05-25. - Mocksa :
COJIOH-IIPECC, 2017. - 108 c. - Knura Haxogutcsi B 0a30BOM BepcHUH
3BC IPRbooks. - ISBN 978-5-91359-219-4, 3x3eMIUIIpOB HEOTPaHUIEHHO
3. CoBpemeHHblE MH()OPMAIMOHHBIE TEXHOJIOTUM  DJIEKTPOHHBIN
pecypc : ydebnoe mocodbue / C.C. Murtbko / J[.A. Pemeuxo / U.A.
KoponbkoBa / A.P. Bantorun / A.Il. AnekceeB ; pen. A.Il. Anekcees. -
Camapa : [ToBomxckui roCyapCTBEHHBIN YHUBEPCUTET
TeJIeKOMMYHUKaIMi 1 uHopmatuku, 2019. - 101 c. - Knura Haxoaurcs B
6a3oBoii Bepcun DBC [PRbooks., s3x3eMIUIIpOB HEOrPaHUUEHHO

4. Amnep, IO.JI. Craructuyeckoe  ymnpaBlI€HHE  IMPOLECCAMHU.
«bonpine maHHbIE» DIEKTPOHHBIM pecypc : ydeOHoe mocodue / E.A.
Yepubix / FO.II. Anmnep. - Cratuctuueckoe YHpaBiIeHHE MPOLECCAMH.
«bonpmme manabBIe»,2019-09-01. - Mocksa : U3natensckuii JJom MUCuC,
2016. - 52 c. - Kuura Haxogutcs B 6a3oBoit Bepcun OBbC IPRbooks. -
ISBN 978-5-87623-969-3, sk3eMmIsipoB HEOTPaHUYEHHO




