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b3bfb BBenenue B HHq)OpMaIIHOHHLIe TEXHOJOI'UH

Kpatkoe
CoJlepKaHue

BBeenue B uudposbie TexHosorum. [lonmurika rocymapcrsa B 061actu
mudpoBm3aruu. ['ocynapcTBenHbie mporpaMMbel. CoBpeMeHHOE ITUBpPOBOE
npoctpancTBo. OcHOBHI mudpoBoro odmectsa. [{udppoBas rpaMOTHOCTL U
¢ poBbie KomneTeHIuA. O030p COBPEMEHHBIX ITU(PPOBBIX TEXHOJIOTHH H
BO3MOKHOCTEH WX TPUMEHEHHUS I PEUICHHs MOCTaBJICHHBIX 3a/ad.
I'ocynapcTBenHbie IU(POBBIC YCIYTH U TIOPTAIBL.

TexHonornu ypanenHoii padorbl. aitnooOMeHHUKH. BeOunapHbie
TUTOIIA TKH. JlMCTaHIIMOHHBIE TEXHOJIOTHH u BO3MOKHOCTH
TUCTAHIIMOHHOTO oOyueHus. Pabora B on-line pexume. [udposas
oOpasoBaTelibHas cpeia YHUBEPCUTETa. 3HAKOMCTBO ¢ mopTaioM el.ncfu.ru
n Examiycom. DnekTpoHHbIe OMOIMOTEYHbIE CUCTEMBI.

Cucrematuzanusi u xpaHenue wuHpopmauuu Ha IIK. OOG30p wu
knaccudukanus OC. OcuoBbl pabotei B OC Windows/Astra Linux.
3HaKOMCTBO C HAallMOHAJIBHOM omnepaluoHHOM Astra Linux. Orambl
MOATOTOBKH KOMIIbloTepa K pabore. Murepdeiic monb3oBarens. Ilanens
3amauy. PabGota ¢ oxHamu. Menemxep daitnos/IIpoBoanuk. Ilouck.
[ToumenoBanme (aitoB, cucTeMaTu3alus U KaTajgoru3amus. Turbl
¢aitnoB. Konsepranus. OcoOeHHOCTH BOCCTAHOBIIEHUS HHGpOpMaluu Ha
USB-HoCHTeSX.

DJIeKTPOHHBbIE MOYTOBBbIE cepBHCHI. O030p BO3MOXKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEpBUCOB. Poib 3J€KTPOHHOM MOUYTHI B HHGOPMAIMOHHOM
obmene. Perucrpanusi, HacTpoiika, opraHuzanusi pabOTbl C MOYTOBBIMHU
cooOmenusamu.  Cucremarmsanusa  cooOmienuii.  be3omacHocTh H
WCIOJIb30BAHNE BPEMEHHBIX MTOYTOBBIX SIIIUKOB U aHOHUMai3epoB.
CeteBoii yTHKeT. [IpaBuia 1e10BOM NMEPENMUCKU U OOIIEHUS B COIMATBHBIX
CeTsX, DJIEKTPOHHBIX MMOYTOBBIX CepBUCAX U MecceHKepax. OcoOeHHOCTH
nenoBoit nepenucku B WhatsApp, Telegram, Viber u ap.
HNuTtepuer-Texnosiorun. OCHOBHI MOWCKA, KPUTUUECKUN aHAIN3 U CUHTE3
nHdopmaruun B riobanpHOM cetn Mutepner. PabGorta c¢ Opayzepamu
(n30paHHOE, 3aKJIaJK{, XypHal M Ap.). XpaHEeHHUE OOJIbIINX 00BEMOB
naHHblX. CeTeBble CEPBUCHI M HMX BO3MOXXHOCTH. OpraHuzanus U
0e3omacHOCTh paboTel B oOjauHbix xpanwmmmax (MailO6mnaxo,
Annexc/luck, Google Drive u ap.). Opranuzanus COBMECTHON pabOTHI €
uHpopmarmeii. Pabora B 001auHBIX MPUIIOKEHUSIX

AnmapaTtHoe o0ecrneyeHHe TEPCOHAJIBHOI0 KoMmnbloTepa. ba3oBas
anmapaTtHas KoHurypauus. MaTepuHcKas 1ata. Y CTpoiicTBa, BXOIALINE
B COCTaB MarepuHCkoi muaTel. [Ipoleccop, Ha3HayeHHE M OCHOBHBIE
XapaKTepUCTUKU (TaKTOBas YacTOTa, Pa3psTHOCTh, IIHWHA IMPOIIECcopa,
KOII-IAaMATh, POU3BOAUTEIHHOCTD). [laMaATh, Ha3HAUEHUE U BUJBI TAMSTH
(omepatuBHas, TOCTOSIHHAs, BHEIIHSAS), OCHOBHBIE XapaKTEPUCTUKH.
YcrpoiictBa BBoAa-BbIBojaa. llopTel BBOAa-BhIBOAa. Knaccudukarus
nepudepuiiHpIX YCTPOMCTB (HOCHUTENH MJAHHBIX, KJIaBHATypa, MBbIIIb,
MOHHTODPBI,  TPUHTEPHI,  CKaHepwl). KnaBuaTypa  MmepCOHAIBLHOTO
KoMmImbloTepa. PasHoBUIHOCTH KiaBuartyp. Ha3nauenue kiaBuml [opsuue
1 (QYHKIIMOHANBHBIC KIaBUIIH. KiiaBuaTypHbie TpeHaXKEPHI.

IIporpamMHoe oOecneyeHne NEePCOHAJBLHOr0 KommblTepa. Cocras
nporpammuoro odecnedenus (I10) nepcoHanbHOro KoMmbioTepa. Y pOBHU
I10 (6a30BbIi, cHCTEMHBIN, ciyxeOHbI, npukiagHoit). Knaccudukanms




IO (mo wnasnauenuto). Knaccudukamuss HPUKIATHBIX MPOTPAMMHBIX
cpenctB. Kiaccupukamus ciaykeOHBIX TpOrpaMMHBIX cpenctB. O0630p
cpaBauTenbHbI aHamm3 [10 OC Windows/Astra Linux.

O6padoTka TekcToBoii nHpopmanuu. TexHonorun padoThl C TEKCTOBOM
uHpopmanmeii B o¢uCHBIX u cereBbiXx mnpuioxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). [lpaBuna odopmieHus TEKCTOBBIX
nokymentoB 1o ['OCT. [IIpodeccrnoHasibHOE peNakTUPOBaHHE U
dopmarupoBanue nokymenta Cosmanue Tabauil U rpaguueckux 0OBEKTOB.
Brrancnenus B Tabnmunax. [loctpoenne quarpamm. Co3nanue rpadudeckux
cxeM. CoznaHue JOKyMEHTa CII0O)KHOM CTpyKTypbl. PaGoTta co cruismu.
ABTOMaTHYECKOE CO3JAHME OIJIABJICHUS. DJEKTPOHHOE PELIEH3UPOBAaHUE
nokyMeHToB. Pabota B pexxume wucnpaBieHuil. Co3gaHue I11a0IIOHOB U
¢dopMm. ABTOMaTHUECKass pacCTaHOBKAa CHOCOK Ha UCTOYHUKHU. [louToBEIE
paccbuiku. Co3qaHne JOKYMEHTOB CIUSHUS.

Opranmzanuss  padoTrsl ¢ Ta0JAMYHBIMM JAHHBIMH  CpeICTBaMH
3JIeKTPOHHBIX Tadaun. TexHonoruu paboThl ¢ TaOMMYHBIMU TAHHBIMH B
odpucHbix u cereBbix npuioxeHusx (LibreOffice, MSOffice, OpenOffice,
GoogleDoc). Tunsl  ganabix. Hacrtpoiika okHa 118 paOoOTBHI.
ABTOMaTH3aysi TPH BBOJC JAaHHBIX: (YHKIMU AaBTO3ANOJNHEHUS W
aBTo3aBepmieHus. Psapl manubiXx. Co3manme mnporpeccuit. Pabota co
CMHCKAMH JaHHBIX W CO3/IaHuEe COOCTBEHHBIX CIIMCKOB II€PEUUCIICHHM.
VYcnosuoe ¢dopmarupoBanue. Pabora ¢ dopmynamu U QyHKIUSAMHU.
Hcnonb3oBaHne aOCOMIOTHBIX M OTHOCHTEIBHBIX CCBHUIOK NMPHU 00paboTKe
naHHbIX. KoManabel g pabotel ¢ ¢aillaMu U MOJrOTOBKHM JOKYMEHTa K
neyatd. KoMaHnmpl mis pabOTBI C AJIEKTPOHHOW TaOiuie Kak ¢ 0a3oi
JMaHHBIX. AHAIU3 JMaHHBIX OoybIKX Tadyiui. COpTUpPOBKa MaHHBIX. BBoa
YCJIOBUM ISl COPTUPOBKH JaHHBIX. PUIbTpanus JaHHbIX. BBoa KpuTepuen
(ycnoBuii) orbopa maHHbIX. KomMaHael 11 co3maHusi W pabOTBl ¢
auarpaMMamMi. OJEeMEHThl HHTepdelca sl paboTel € JuarpaMMaMu.
Crnoco6bl  coznmanust guarpamMMm. Co3jaHue CMELIAHHBIX —JAMArpamm.
Cnapknaitabl.  IlogBeneHne NpOMEXYTOUHBIX MTOTOB M CO3JaHHE
CTpyKTypupoBaHHbIX Tabmuu. Koncommpauus pansHbix. Iloarotoska
TaOaMLl U1 KOHCOJIMAALMHU JAaHHBIX. OJTanbl KOHconupauuu. Pabora co
CBOJIHBIMU TaOJMIIAMU U auarpaMMamu. Macrep cBoaHbIX Tabuuu. PaboTa
B CBOJHOUM Tabmuie. OwibTpanusi JTaHHBIX CBOJHOM Tabmuiel. Co3gaHue
CBOJHOW auarpammbl. Mcnosib3oBanue nakera AHanu3 jAaHHbIX. MMmopt
JIAHHBIX. 3allKTa JaHHbIX.

IloaroroBka JeMOHCTPALMOHHBIX MaTepuajoB. HWHdorpaduka u
BU3yaJM3allMsl JaHHBIX, KylbTypa mpe3eHTauuu. OO030p NporpaMMHBIX
OPOAYKTOB Ui CO3JaHusl Mmpe3eHTauui. TexHojmoruum paboThl C
BU3yaJbHOH MHpopManmed B OQHUCHBIX U CETEBBIX INPHIOKEHUSAX
(LibreOffice, MSOffice, OpenOffice, GoogleDoc). 11labnoHbI 1 CTPYKTYpa
npezentaimid. CosnaHue 3i1eMeHTOB mpe3eHTauuu. Co3aHue CeTeBbIX
npe3eHTanuii B web-cepBuce Prezi.com. Vcnonb3oBaHne MalHIMAIIHHTA
(MeTanbHBIX KapT) Ais co3iaHus npeseHTanuid. COBMECTHOE CO3/1aHHe
IIPE3ECHTALIUMN.

Hudposbie TexHonornu st 00padoTkn rpadpuyecknx n300pakKeHui.
I'paduueckue cpenctBa mpejacTaBieHus AaHHBIX. OuuppoBKa U aHAIM3
nzobpaxkenuit. KomnbroTepHoe (TexHMYeckoe) 3peHue. TexHOJIOTUH
00paboTKH MyJIbTUMEIUMHBIX JaHHBIX. BekTopHas u pactpoBas rpaduka.
[Iporpammuoe oGecriedeHne At oOpabOTKU IpapuuecKUX H300pakeHui
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe




[lustrator; InDesign). Iloctpoenune auarpamm u Omok-cxem (Microsoft
Visio). PaboTa ¢ oucHBIMU M CETeBBIMH MPUIIOKEHUAMU. OpraHu3arus
COBMECTHOTO JI0CTYIIA.

Nudopmannonnas Oe3omacHocTb M eé cocraBiasiomme. OCHOBHbIE
BUJBI YTPO3 0€30MacHOCTH ISl MOJIb30BaTeneil (BUPYChl, criaM, (HUIINHT,
TeXHUUeckue cbom u  mp.). KommbroTepHble — TPECTYIUICHHS.
Knaccudukanus. Metoasl npoduinakTukd. 3aKOHOJATEIbHBIE W HHBIC
npaBoBble akThl Poccuiickoii @enepanuu, peryjaupyroolue I[paBOBbIE
OTHOIICHHUST B cdepe UHPOPMANMOHHONW OE30MaCHOCTH W 3allHTHI
rOCy/IapCTBEHHOW TAHBI.

Hudposbie uHCTpyMeHTHI. OCHOBBI CaUTOCTpOCHUSI. MeHTanbHbIE KapThl
U T.J.

HNHpopManoHHbIe TEXHOJIOTHH B NPO(ecCHOHAIBLHON NeATe1bHOCTH.
Crnennann3upoBaHHOE TIpOrpaMMHOe obecrieueHre (Mo 001acTsM 3HaAHUK),
CrnpaBouno-nipaBoBele cucteMbl (CIIC), CneumanusupoBaHHbIE 0a3bl
naHHbIX. ba3bl naHHBIX. BBenenue B 6a3bl naHHBIX. PaboTa ¢ OCHOBHBIMU
oObvexkTaMu 6a3zamu naHHbIX. Co3gaHue Tabaul, 3anpocoB, (GOpM U OTYETOB

Pe3ynbTaTe!
OCBOEHHUS
JUCITUTUTUHBI

[IpumeHsieT OCHOBBI TOHMCKA WU KPUTHUYECKOTO aHalIu3a HH(POpPMAILUU;
WCIIOJIb3YET METOJbl CHUCTEMHOTO MOJAXOJa JUIsl PEUIEHHs] MOCTaBIECHHBIX
3aJa4y  C TOMOUIbI0 IMGPOBBIX M HMHPOPMAIMOHHBIX TEXHOJIOTHIA;
OpraHu3yeT JUYHOE [U(PPOBOE MPOCTPAHCTBO;

Bnageer TexHomorusMu mnoucka HHpoOpManuMu M OOpaOOTKH JTaHHBIX,
METOJIaMU CHUCTEMHOIO MOJXO0Ja JUIsl PElIeHHs] MOCTaBJICHHBIX 3ajau C
MOMOUIbIO TUPPOBBIX U HHPOPMAITMOHHBIX TEXHOJIOT Ui

Nmeer mpencraBieHune O 3aKOHOJATENBHBIX W HHBIE TPABOBBIX aKTaX
Poccuiickoit deneparyu, peryIupyoOmuUx MpaBoBbIe OTHOIICHHS B chepe
WH(POPMAITMOHHON OE30TIaCHOCTH U 3aIIUTHI TOCYIapPCTBEHHOM TaHBI;
[Ipumensier uu@poBble TEXHOJOTUU JUISL PEUICHHUs MOCTABJICHHBIX 3ajad,
BBIOMpass ONTUMAJBHBIA CIIOCOO WX pPELIEHMs, UCXOIs M3 JEHCTBYIOIIMX
MIPaBOBBIX HOPM M UMEIOLIUXCS PECYPCOB U OTPaHUYCHHI;

Bnageer TexHosiorumeidt opraHuzanuu 0€30MacHOTO JUYHOTO LHQPPOBOrO
IPOCTPAHCTBA;

[lonnmaer npuHUMIIBI ~ PaOOTHI  COBPEMEHHBIX  MH(POPMALMOHHBIX
TEXHOJIOTUH, mporpaMMHoro obecriedenus [1K u 3naeT ero BO3MoKHOCTH;
[Ipumensier uHGOPMAMOHHBIE TEXHOJOTMM [UIsl  pEHIeHUs  3ajad
npoeccCHOHaIbHON NIESTENIbHOCTH; pabOTaeT ¢ TEKCTOBBIMU M YHCIOBBIMU
JTAHHBIMU, MPOBOJUTH MPOCTEUIIYI0 AHAIUTUKY TEKCTOBBIX M YHMCIOBBIX
JaHHBIX C TIOMOMIbIO CHEIHATBbHOTO MPOTPAMMHOTO  00eCHedeHus;
o0OpabaTtpiBaeT rpaduueckue n300paKeHHUS;

Hcnonezyer pecypcsl MHTepHET M €ro cepBHUCHI, BKIIOUYas OOJIavHbIC
XpaHWIHIIA U IPYTHE UHCTPYMEHTHI OPraHU3allui MPOEKTHOM, B TOM YHCIIe
COBMECTHOM, pabOThI;

Bnageer HaBbikamMu mTpUMEHEHUS WHGOPMAIIMOHHBIX TEXHOJIOTUN JUIs
pemieHuss MpodeccCHOHaNIbHBIX 3a/a4, OCHOBaMM HH(OpMaIMOHHOM
0€30I1aCHOCTHU U CIOCO0aMHU €€ 3aIINTHL.

TpynoemMKkocCTs,
3.€.

4

®dopma
OTYETHOCTHU

3aueT
3ayeT ¢ OLEHKOH

Ilepeyenb 0OCHOBHOI M AONOJHUTEIbHOMH JIUTEPATYPhI, HCOOXOAUMOM 1JIsl OCBOCHHS

JAUCHHUITJIMHBbI

OcHoBHaA
IuTeparypa

1. bammaxosa,, E. W. MHWudopmatnka u  uHpOpMaAIMOHHBIE
texHoJoruu. TexHonorus pa6otsl B MS WORD 2016 : yuebnoe nocobue /
E. U. bammakoBa. - Mudopmatuka M MHYOPMAIIMOHHBIE TEXHOJOTHH.




Texuonorust padorer B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
npaBa. - JnekrpoH. gad. (1 ¢aitn). - Mocksa : At Ilu Ap Meaua, 2020. -
90 c. - anexTpoHHbIN. - Kuura Haxonurcs B npemuym-sepcun ObC PR
BOOKS. - ISBN 978-5-4497-0515-0, sx3eMIUIIpOB HEOTPAaHHYEHO

2. bammaxoBa,, E. MW. MWudopmatnka wu  wuHbOpMAIMOHHBIE
TexHonoruu. YMHbIH Excel 2016: OubmuoTeka ¢QyHKOmA : ydeOHOE
nocobue / E. W. bammaxoBa. - Wupopmarnka u WHPOPMAIUOHHBIC
texHonoruu. YwmHbIA Excel 2016: Oubnmuoreka ¢ynkuuii,Bech cpok
OXpaHbl aBTOPCKOTO TpaBa. - DieKTpoH. naH. (1 ¢aiin). - Mocksa : At [1n
Ap Menua, 2020. - 109 c. - anekTpoHHbIN. - KHUTra HaX0UTCS B IPEMUYM-
Bepcun OBC IPR BOOKS. - ISBN 978-5-4497-0516-7, sk3eMIuIsipoB
HEOTPaHUIEHO

3. Mangpa,, A. I'. UadpopmaTrka n nHGopMalMoOHHbIE TEXHOJOTHUH :
nabopatopubiit mpaktukyM / A. I'. Mangpa, A. B. Tlonos, A. U. JIpsikoHOB.
- Hnadopmatnka wu wHPOpManHOHHBIE TexHON0THH,2026-09-20. -
OnektpoH. gad. (1 daiun). - Camapa : Camapckuil TrocyaapCTBEHHBIN
texHuyeckuit ynusepcutetr, ObC ACB, 2020. - 64 c. - 3IEKTPOHHBIN. -
Kaura naxomutcst B npemuym-Bepcunn ObC IPR BOOKS. - ISBN 2227-
8397, 3K3eMILIIPOB HEOTPAaHUYEHO

4. [BerkoBa, A. B. Undopmatuka u nHpopMalMoOHHbIE TEXHOJIOTUN
DnekTpoHHBIN pecype : YueoHnoe mocoodue mius CIIO / A. B. Ilserkosa. -
Nudopmaruka n nHPopMmannonnsie TexHosoruu,2020-08-30. - Capatos :
Hayunasa xnaura, 2019. - 190 c. - Kuura HaxomuTcs B NpEeMUYM-BEPCHUH

JlononHuTEbHAS
muTeparypa

ObC PR BOOKS. - ISBN 978-5-9758-1891-1, »sx3eMmisipoB
HEOTrPaHHYEHO
1. CoBpeMmeHHbIC  WH(DOPMAITMOHHBIE TEXHOJOTUHA  DJIEKTPOHHBIN

pecypce : COOpHHMK TPyIOB MO MaTepuajaM 3-H MEKBY30BCKOW HaydHO-
TEXHUYECKON KOH(MEPEHIIMU C MEXIYHAPOJHBIM ydacTHeM 29 CeHTIOps
2017 r. / B. U. BosoBau [u ap.] ; pea. B. M. Aptromenko. - Koponés :
Hayunsbiii koncynbtant, MI'OTY, 2017. - 191 c. - Kuura Haxonurcsi B

npemuyMm-epcun ObC PR BOOKS. - ISBN 978-5-9500999-7-7,
9K3EMIUISIPOB HEOTPAHUYCHHO
2. CoBpeMeHHbIE MYJIbTHMEIUIHBIC WH(POPMAIMOHHBIC TEXHOJIOTHU

DieKTpoHHBIH pecypc : yuebnoe nmocodue / C.C. Meithko / JI.A. Pemeuko /
A.Il. Anexkcee / A.P. Bantotun / U.A. KopombkoBa. - CoBpemMeHHBIE
MyIbTUMEANIHbIE HH(OPMalMOHHbIE TexHOIoTHH,2019-05-25. - Mocksa :
COJIOH-TIPECC, 2017. - 108 c. - Kuura Haxomutcs B 0a30BOM BepcHUU
OBbC IPRbooks. - ISBN 978-5-91359-219-4, sx3eMIUIIpOB HEOTPAaHUYCHHO
3. CoBpemeHHbIEe HMH(QOPMAIIMOHHBIE TEXHOJOTUH  DJIEKTPOHHBIN
pecypc : yuebHoe mnocobue / C.C. Msitbko / J.A. Peneuko / W.A.
KoponbkoBa / A.P. Bantotun / A.Il. AnekceeB ; pen. A.Il. AnmekceeB. -
Camapa : [ToBomxkckuit rocy/1apCTBEHHBIN YHUBEPCUTET
TeJIeKOMMYHHUKaMi 1 uHdopmatuku, 2019. - 101 c. - Knura Haxoaurcs B
6a3oBoii Bepcun ObC IPRbooks., 3k3eMmIsipoB HEOrpaHUUEHHO

4. Amnep, IO.II.  Craructuueckoe  ympaBi€HUE  IPOLECCaMHU.
«bonbmme maHHBIE» DIEKTPOHHBIN pecypc : ydyeOHoe mocobue / E.A.
Yepnsix / FO.IL. Amnep. - Cratuctuueckoe yrpaBlieHHE IpOIecCaMu.
«boapmue manawie»,2019-09-01. - Mocksa : U3garensckuii JJom MUCuC,
2016. - 52 c. - Kuura Haxomutcs B 6a3oBoit Bepcuu DBC IPRbooks. -
ISBN 978-5-87623-969-3, sx3eMIIsIpOB HEOTPAHUYECHHO




