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DATKOC
T

COACPIKAHUC

uudposuzanun. ['ocynapcrsennsie nporpammbl. CoBpeMeHHOE 1u(poBOe
npoctpanctBo. OCHOBHI mudpoBoro obmectsa. [{udposas rpaMOTHOCTE U
uupposble kKomneTeHIHU. O630p COBPEMEHHBIX LU(POBBIX TEXHOIOTUN U
BO3MOXXHOCTEHl HMX NPUMEHEHHUsS MJI1 pElIeHUs IIOCTaBJICHHBIX 3ajad.
lNocynapcTBeHHble HU(PPOBBIE YCIYTHU U TOPTAIIBIL.

TexHosiornu ynajneHHoii padorbl. DaitnooOMenHuku. Bebunaphbie
Ioaaky. J[uCTaHIIMOHHBIE TEXHOJIOTUH U BO3MOXKHOCTHU JIUCTAHITIOHHOTO
obOyuenusi. Pabota B on-line pexume. [{udpoBas oOpa3oBaTenbHas cpeaa
yHHBepcuTeTa. 3HakoMcTBO ¢ moptaioMm elncfuru u  Exammycowm.
DNEeKTPOHHBIC OMOTUOTEYHBIC CHCTEMEI.

Cucrematu3zauust u xpaHenue wuHpopmanuu Ha IIK. OOG3op wu
knaccupukanus OC. OcnoBbl pabotei B OC Windows/Astra Linux.
3HAaKOMCTBO C HaIMOHAIBHOW omepanmoHHoW Astra Linux. Orambl
MOJITOTOBKH KOMIIbIOTEpa K padorte. MHTepdeiic nmonp3oBarens. Ilanens
3amauy. Pabora ¢ oxnamu. Menemxkep daiinos/IIpoponnuk. Ilowuck.
[TonmeHoBanue (aiioB, cucTemMaTu3anus U Katanoru3anus. Tumsr (haiinos.
Koueprauus. OcobeHHOCTH BoccTtaHoBieHus uHpopmaruu Ha USB-
HOCHUTEJISX.

DJIeKTPOHHbIE MOYTOBBIE cepBHCHI. O030p BO3MOKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEPBUCOB. PosIb 3IEKTPOHHOH MOYTHl B WH(GOPMAIMOHHOM
oOMeHe. Perucrtpanus, HacTpoiika, opraHuzanusi paboThl C MOYTOBBIMH
cooOmenusmu.  Cucremarusanusi  cooOmeHuii.  besomacHocTh |
UCIOJIb30BaHNE BPEMEHHBIX IMOYTOBBIX SIIMKOB U aHOHUMAaM3epoB.
Cetesoii yTuKeT. [IpaBuia 1eoBoil nepenyucky U 0OIEHUS B COLIUATIbHBIX
CeTsIX, DJIEKTPOHHBIX MOUYTOBBIX CepBUCAX U MecceHmkepax. OcOOeHHOCTH
nenoBoi nepenucku B WhatsApp, Telegram, Viber u ap.
HNuTepHer-TexHoorun. OCHOBHI MOMCKA, KPUTHUECKUI aHAINU3 U CHUHTE3
nnpopmanuu B riobampHOM cetu HurtepHer. PabGota ¢ Opaysepamu
(u30paHHOe, 3aKJaJKH, >KypHaI U Jp.). XpaHeHHe OOoJIbIIMX O0O0BEMOB
naHHblX. CeTeBble CEpPBUCHI M HMX BO3MOXKHOCTH. OpraHuzamus u
Oe3omacHOCTh paboThl B oOmauHbix XxpaHwmmax (MailO6naxo,
Annexc/luck, Google Drive u ap.). Opranuzauus COBMECTHON pabOTHI €
uHpopmanueit. Pabora B 00J1a4HBIX PHIIOKEHHUIX

AnnapatHoe o0ecrnedeHHe IEpPCOHAJIBHOIO KoMmblTepa. ba3oBas
anmaparHas KoH(urypauus. MatepuHckas miata. Y CcTpoiicTBa, BXOASIINE
B COCTaB MarepuHcKoW miaThl. [Ipolieccop, Ha3HaueHHWE M OCHOBHBIE
XapaKTePUCTHUKH (TaKTOBAs YacTOTa, pa3psIHOCTh, IIMHA MPOLIECCopa, KAIII-
MaMsTh, MPOU3BOAUTENBHOCTE). [laMsATh, Ha3HaYeHHWE W BHIBI TAMSTH
(onmepaTuBHAas, IOCTOSIHHAs, BHEIHAs), OCHOBHBIE XapaKTEPUCTHKH.
VYerpoiictBa BBOma-BeiBoga. [lopTel BBoma-BeiBoja. Kiaccuduxanus
nepuepuiHbIX YCTPOUCTB (HOCHUTETH JaHHBIX, KJIaBUATypa, MBIIIb,
MOHHUTOpPBI,  TPUHTEPHI,  cKaHepbl). KiaBuaTtypa  mepcOHaIBLHOTO
KomrbloTepa. PaszHoBunHOCTH KilaBuaTyp. Haznauenue kinaBuil. [opsune u
(byHKIIMOHATbHBIE KiaBuIIK. KiaBuaTypHblie TpeHaKEPHI.

IIporpammHoe o0ecneyeHHe MNEePCOHAIBHOr0 KommbloTepa. Cocras
nporpammuoro ooecnederus (I10) mepcoHaAIbHOTO KOMIBIOTEPA. Y POBHU
IT1O (6a30BbIii, CUCTEMHBIH, CciykeOHbIH, npukitagHoi). Knaccudpukarms
10 (nmo wnasnauenuio). Kiaccupukanus NpUKIAAHBIX TPOrPAMMHBIX




cpeactB. Kiaccuduxamms ciyxeOHbIX NporpaMMHBIX cpeacTtB. O630p
cpaBauTenbHbIN aHanmu3 [10 OC Windows/Astra Linux.

O0padoTka TekcToBOI HHPopMaunu. TexHonoruu paboThl ¢ TEKCTOBOM
nHpopmanuerr B oducHBIXx U ceTeBbix npuioxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). IIpaBuna odopmieHus TEKCTOBBIX
nokymentoB mno ['OCT. TIIpodeccrmoHanbHOe penakKTHPOBAaHHE U
dbopmatupoBanue nokymeHnta Cosnanue Tabauil U rpadguueckux oObEKTOB.
Beruucnenus B rabinnax. Iloctpoenne auarpamm. Cosznanue rpaguueckux
cxeM. Co3naHue JOKYMEHTa CII0)KHOM CTpPYKTyphl. Paborta co cruismu.
ABTOMaTHYECKOE CO3JAaHUE OIJIABICHUA. ODJEKTPOHHOE PELIEH3UPOBaHUE
IOKyMeHTOB. PabGora B pexume wucnpasienuid. Coznanue maOlIoOHOB H
¢dopMm. ABTOMaTHyecKas pacCTaHOBKAa CHOCOK Ha UCTOYHUKHU. [TouTOBBIE
pacceuiku. Co31anue TOKYMEHTOB CIUSHHUSL.

Opranusanmusi  padorbl ¢ TA0JMYHBIMHU JAHHBIMH CpeICTBAMM
3J1eKTPOHHBIX Ta0aun. TexHonorun paboThl ¢ TaOIMYHBIMU JAHHBIMU B
oducHbeIXx U cereBbix npuioxkenusx (LibreOffice, MSOffice, OpenOffice,
GoogleDoc). Tumnbl nannubix. Hactpoiika okHa ajist paboThel. ABTOMAaTH3aIuUs
IIPU BBOJE JAHHBIX: (DYHKLUHM aBTO3ANOJHEHUS U aBTO3aBepIlEHUs. Psabl
nansbix. Co3nanue mporpeccuii. PaboTa co ciuckamMy JaHHBIX U CO3/IaHUE
COOCTBEHHBIX CHHUCKOB I€peuuclieHuil. YciaoBHOe (opMaTHpOBaHUE.
Pabora ¢ dopmynamu u Qynkuusmu. Mcmonp3oBanue aOCOMIOTHBIX U
OTHOCHUTEJIBHBIX CCBUIOK IpU 00paboTke naHHbIX. KoMaHabl a1 paboThl ¢
¢aitnamMi ¥ MOATOTOBKM AOKyMEHTa K medatu. Komanasl it paboThl C
JIEKTPOHHON Tabiuie kak ¢ 06a30i JaHHBIX. AHAIM3 JaHHBIX OOJBIINX
tabmun. CopTUpOBKa NaHHBIX. BBOA YCIIOBHMI JUIsI COPTUPOBKH JaHHBIX.
QunbTpanys JaHHbIX. BBon kpurtepueB (ycnoBuii) 0TOOpa JaHHBIX.
Komaner 1151 co3ganus 1 paboThI € JruarpaMMamMu. DIeMeHThl nHTepdeiica
s pabotsl ¢ auarpamMMamu. CrocoObl coznanust auarpamm. CospaHue
cMemaHHbX jauarpamM. Crapkiaiiael. [logBeneHne MPOMEKYTOYHBIX
UTOIOB M CO3/IaHHE CTPYKTYpUpPOBaHHbIX TaOnuiu. KoHconaunanus JaHHBIX.
[MonroroBka TabmuIl A1 KOHCOMMIOAIMY JAHHBIX. DTarbl KOHCOJIUAINH.
Pabota co cBOAHBIMM TabMUIIAMM W JAMarpaMMaMu. MacTep CBOJHBIX
tabnui. Pabora B cBomHOU Tabmuie. DuiubTpaius JaHHBIX CBOJIHOM
tabmuisl. Co3laHue CBOIHOM quarpaMmsl. Mcnonb30BaHue nakera AHaiu3
JTaHHBIX. IMITOPT MaHHBIX. 3alUTa JaHHBIX.

IToaroroBka AeMOHCTPAaLMOHHBIX MaTepuayioB. HMHdorpaduka u
BU3yaJIM3allusl JaHHBIX, KyJabTypa mnpe3eHTanuud. O030p mporpaMMHBIX
MIPOAYKTOB JJIS CO37JaHNs Npe3eHTalui. TeXHOIOruu paboThl C BU3YalIbHOM
uHpopmanuenn B oducHbIXx U cereBblx npuinoxeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). Il1abnoHbI U CTPYKTYpa NMpe3eHTaLNH.
Coznanue snemeHTOB mnpe3eHTauuu. Co3gaHue CeTeBbIX MPE3eHTALMN B
web-cepBrce Prezi.com. Hcnonb3oBaHue MaiHAMAINHHTA (METalIbHBIX
KapT) A co3qanus mpeseHTanuii. CoBMECTHOE CO3/JaHHe TIPE3CHTAIHH.
Hudpossie TexHonorun 1jsi 00padoTkn rpapuyeckux H300paKeHHUil.
I'paduueckue cpencrBa mpeacTaBieHus AaHHBIX. OmudppoBKa M aHAIH3
nzobpaxkenuit. KommbproTepHoe (TexHHYeckoe) 3peHue. TeXHOJIOTHH
00paboTKK MyJIbTUMEAUMHBIX JaHHBIX. BekTopHast u pacTpoBas rpaduxa.
IIporpammHoe obGecrieueHue aiasi o0pabOTKU rpaduuecKux H300pakeHui
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe
[lustrator; InDesign). Iloctpoenue nuarpamm u Omok-cxem (Microsoft
Visio). PaGota ¢ opucHbIMU U ceTeBbIMU NpUiIOKeHUSMU. OpraHu3anus
COBMECTHOT'O JIOCTYTIA.




HNudopmanuonnasi 6e30nacHoOCThb U eé coctapsiromme. OCHOBHBIE BUIbI
yrpo3 0€30macHOCTH JUIsl TOJb30Baresieid (BUPYCHI, cmaM, (QUIIHHT,
TeXHHMYecKkne cbou u  mp.). KommploTepHbIE  TPECTYIICHUS.
Knaccudpukanusa. Metoasl npoduinakTukyd. 3aKOHOAATEIbHbIE U HHbBIE
nmpaBoBble akTbl Poccuiickonn ®enepanuu, peryaupyroliye I[paBOBbIe
oTHomIeHUs B cdepe UHGOPMALMOHHONW O€30MacCHOCTH U 3alUTHI
rOCyJ1IapCTBEHHOMW TalHBI.

udpoBbie HHCTPYMEHTBI. OCHOBBI CAUTOCTPOCHUSA. MEHTaIbHbIE KaPThI
U T.J.

NudopMannoHHble TEXHOJOTUM B NPO(ECCHOHATBLHON eATeJIbHOCTH.
Criennanu3upoBaHHOE TIporpaMMHOe oOecriedeHure (1o o0IacTsM 3HaHUK),
CnpaBouno-nipaBoBbie cuctembl (CIIC), Cneumanu3upoBaHHbIe 0a3bl
naHHbIX. ba3bl naHHbIX. BBenenue B 0a3bl maHHBIX. PaboTa ¢ OCHOBHBEIMU
oObekTamu 6a3zamu qaHHBIX. Co3/1aHKe TaOIuIl, 3aIIPOCoB, (HOPM M OTYETOB

PesynbTarel
OCBOCHMS
JUCLIUILINHBI

[IpuMeHsieT OCHOBBI TOWCKAa W KPUTHYECKOrO aHaliu3a HH(pOpMaluu;
HCIOJb3YET METOJbl CUCTEMHOr0 MOJXOJa Ui PEUIEHHs] MOCTaBIEHHBIX
3aJja4 ¢ TOMOMIbI0 IHUQPPOBBIX ¥ HHYOPMALMOHHBIX TEXHOJIOTHIA;
OpraHu3yeT JUYHOE LU(POBOE MPOCTPAHCTBO;

Bnageer TexHomorusMu moncka HH(MOpManuMu M 00pabOTKH aHHBIX,
METOJJaMH CUCTEMHOI'O IOJAXO0JAa JUIsl PELICHHs] IOCTaBJIEHHBIX 337ay C
MOMOIIbIO IU(PPOBBIX U UHGOPMAITHOHHBIX TEXHOIOTHIA

WNwmeer npencraBiieHUE O 3aKOHOJATENbHBIX M HHBIE IPABOBBIX aKTax
Poccuiickoii denepanun, peryiupyrIIUX MpaBoBbie OTHOIICHUS B cdepe
MH(OPMAITMOHHOM 0€30MaCHOCTH U 3aIIUThI TOCYaPCTBEHHOM TailHbL;
[Tpumensier nupoBBIE TEXHOJIOTHU Ui PEIICHHUS IMOCTABICHHBIX 3a/1ad,
BBIOMpas ONTHUMAJBHBIA CIIOCOO WX PELICHHs, HUCXOMs M3 JEHCTBYIOLIMX
MPABOBBIX HOPM 1 UMEIOIIIUXCSI PECYPCOB U OTPaHUYCHUIA;

Brnageer Texnomorueil opraHuzanuu 0€30MacHOTO JMYHOTO LHU(PPOBOrO
MIPOCTPAHCTBA;

[Tonnmaer mpUHIMIBI ~ pabOTHI  COBPEMEHHBIX  HH(OPMAIMOHHBIX
TEXHOJIOTUM, TporpaMmHoro ooecrneuenus [1K 1 3HaeT ero BO3MOXKHOCTH;
[Ipumenser uWHGOPMAIIMOHHBIE TEXHOJOTMH [UIS  pEIIeHUs  3agad
PO ECCUOHATILHOMN JeATENHHOCTH; PA00TAET ¢ TEKCTOBBIMH U YHCIIOBBIMHU
JAHHBIMH, MPOBOJUTH MPOCTEHIIYI0 AHATUTUKY TEKCTOBBIX M YHCIOBBIX
JaHHBIX C TIOMOIIbIO CHEIHAIBHOIO TMPOTPAMMHOIO  00ECIEeUYEeHHs;
oOpabateiBaeT rpaduueckue N300pakeHus;

Ucnonp3yer pecypcsl MHTEpHET M €ro CepBHUCHl, BKIOYas OOIauyHbIE
XpaHUJIUIIA U IPYTU€ UHCTPYMEHThI OPraHU3allui IPOEKTHOM, B TOM YHUCJIE
COBMECTHOM, paboTHI;

Bnageer HaBbikamMu TpUMEHEHHS WHGOPMAIIMOHHBIX TEXHOJIOTUN JUIs
pemeHuss MpodeCCHOHATBHBIX ~ 3a/1ad, OCHOBaMH HWH(OPMAIIMOHHOMN
0€30IacCHOCTH U CIIOCO0aMH €€ 3allUThI.

TpynoemkocTs, 3.€.
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CDopMa OTYCTHOCTHU

3adeT, 3a4eT ¢ OLICHKOH

Ilepeyennb ocHo

BHOM M J0NOJTHUTEIbHOM JIUTEPATYPbl, HEOOX0AMMON 1151 OCBOCHHUS

AMCUHMILIMHBI
OCHOBHASI 1. bammakoga,, E. . Undopmatrka 1 ”HPOpPMALIMOHHBIE TEXHOJIOTHH.
Texnonorus pabotrst B MS WORD 2016 : yuebnoe mocobue / E. WU.

JauTeparypa

bammvakoBa. - HMHdopmatnka #  UMHGOPMALMOHHBIE TEXHOJOTHH.




Texnomorus pabotet B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
npasa. - DnekTpoH. fAad. (1 daiin). - Mocksa : Aii [Tu Ap Menua, 2020. - 90
C. - anekTpoHHbIA. - Kuura naxoautcs B mpemuyMm-Bepcuun OBC IPR
BOOKS. - ISBN 978-5-4497-0515-0, 3x3eMILIsipOB HEOTPAHHYEHO

2. bammakoga,, E. Y. Uadopmarnka u nHGOpMAITMOHHBIC TEXHOJIOTHH.
Ywmuswiii Excel 2016: 6ubnuoteka ¢yHkiui : ydyeOnoe nmocoodue / E. U.
bammvakoBa. - MupopmaTtuka 1 mHGOPMAITMOHHBIC TEXHOJIOTHH. Y MHBINA
Excel 2016: 6ubnuoreka Gpynkmmii, Bech cpok oXpaHbl aBTOPCKOTO TpaBa. -
OnektpoH. naH. (1 ¢aiin). - Mocksa : At [Iu Ap Menua, 2020. - 109 c. -
aNeKTpoHHBbIN. - KHura Haxonures B npemuym-sepcuu Ob6C IPR BOOKS. -
ISBN 978-5-4497-0516-7, sx3eMIUISIPOB HEOTPAHUUEHO

3. Mannpa,, A. I'. Uadpopmaruka u nHOpMAIIMOHHBIE TEXHOJIOTHH :
nabopaTtopHublii ipakTukyM / A. I'. Manapa, A. B. [Tonos, A. . JIpsikoHOB.
- Undopmaruka u unpopmarronusie TexHomaoruu,2026-09-20. - DnexTpoH.
naH. (1 c¢aiin). - Camapa : CamapCcKuil TOCYIapCTBEHHBI TEXHUYECKHM
yausepcutet, ObC ACB, 2020. - 64 c. - anekTpoHHbIN. - KHUra Haxoaures
B npemuym-Bepcuu DBC IPR BOOKS. - ISBN 2227-8397, sk3eMmiisipoB
HEOTrpaHUYEHO

4. [IBetkoBa, A. B. UHdpopmaruka u nHGOPMAIIMOHHBIE TEXHOJIOTHH
DnexTpoHHBIH pecypc : YuebHoe mocobue ans CIIO / A. B. Ilerkosa. -
Wudopmaruka n uapopmanmonnsie Texnonoruu,2020-08-30. - Capatos :
Hayunas xnura, 2019. - 190 c. - Kaura naxoaurcs B npemuym-sepcuu ObC
IPR BOOKS. - ISBN 978-5-9758-1891-1, sk3eMIUIsIpOB HEOTPAHUYCHO

JononauTenpHas
nuTeparypa

1. CoBpemeHHBIE HMH(DOPMAIIMOHHBIC TEXHOJOTHU  DJICKTPOHHBIN
pecypc : COOpHHMK TpyIOB IO MarepuaigaMm 3-il MeXBY30BCKOH HaydHO-
TEXHUYECKON KOH(EpEeHIMH ¢ MEXAYHapOIAHBIM ydacTHeM 29 ceHTA0ps
2017 r. / B. . BonoBau [u ap.] ; pea. B. M. Aptiomenko. - Koponés :
Hayunsbiii koncynsrant, MI'OTY, 2017. - 191 c. - Knuura nHaxoaurcs B

npemuyMm-Bepcun  DObC [PR BOOKS. - ISBN 978-5-9500999-7-7,
IK3EMILIIPOB HEOTPAHUICHHO
2. CoBpeMeHHbIE MYJIbTHMEIUNHHBIE WH()OPMAIMOHHBIE TEXHOJIOTHUHU

DnekTpoHHBIN pecypc : yuedHoe nocodue / C.C. Muitbko / [I.A. Perneuko /
Al AnekceeB / A.P. Bantotun / U.A. KoponbkoBa. - CoBpeMeHHbIE
MyJIbTHMEIHIHBIE HHQOpMaIoHHbIe TexHOoIorHH,2019-05-25. - Mockaa :
COJIOH-ITPECC, 2017. - 108 c. - Knura nHaxonutcs B 6a30Boii Bepcuu IbC
IPRbooks. - ISBN 978-5-91359-219-4, 5k3eMIUIIpOB HEOIPAHHUYCHHO

3. CoBpeMeHHble MH(MOPMAITMOHHBIE TEXHOJOTUU  DJIEKTPOHHBIN
pecypc : ydebnoe mocobue / C.C. Meitbko / JI.A. Pemeuko / U.A.
KoponbkoBa / A.P. Bantotun / A.Il. AnekceeB ; pen. A.Il. Anekcees. -
Camapa : IoBomxckuit roCyJapCTBEHHBIH YHUBEPCUTET
TeJeKoMMyHUKauii 1 napopmaruku, 2019. - 101 c. - Kaura mHaxogures B
6a3oBoii Bepcun IbC IPRbooks., 3k3eMmIsipoB HEOrpaHUYEHHO

4, Annep, FO.I1. Cratuctuueckoe yrpasiaeHue npoieccamu. «bompiime
JaHHBIe» DJIEeKTPOHHBIN pecypce : yueoHoe nocodue / E.A. Uepnsix / FO.IL
Anmnmep. - CrarucTuyeckoe ympamieHue mporeccamMu. «bonbime
nanHbie»,2019-09-01. - Mocksa : M3narensckuii Jlom MUCuC, 2016. - 52
C. - Kaura naxomurcs B 6azoBoii Bepcun DbC IPRbooks. - ISBN 978-5-
87623-969-3, sx3eMIIIpOB HEOTPAaHHUEHHO




