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tBienenne B HudposBbie TexHoJoruu. [loauTuka rocymapcrtsa B 006acti

COZIepKaHUe

nudposm3aryu. ['ocymapcTBeHHble nporpaMMbl. CoBpeMeHHOE MH(PPOBOE
npoctpanctBo. OcHOBHI mU@poBoro obmectsa. [udposas rpaMoTHOCTE U
nudpossie komrereHIMUA. O030p COBPEMEHHBIX MU(PPOBBIX TEXHOJIOTHI H
BO3MOXKHOCTEM HX MPUMEHEHHS [Js pPElIeHUS IOCTABICHHBIX 3ajad.
l'ocynapcTBenHbIe TUGPPOBBIC YCIYTH U TIOPTAbI.

TexHnosiornu yaajeHHo padorbl. DaiimooOMeHHukH. BeOuHapHbIC
TJIOLIA/IKH. JucTtanunoHHbIe TEXHOJIOTHH u BO3MOXXHOCTH
JTUCTAaHIIMOHHOTO oOydeHus. PaGora B on-line pexume. I[ludposas
oOpa3oBaTenbHas Cpefia yHUBEpCUTETa. 3HAKOMCTBO ¢ mopTajioM el.ncfu.ru
u Examnycom. DneKTpoHHbIE OMOTHOTEUHbIE CUCTEMBI.

Cucrematu3anusi u xpaneHue wuHpopmamuun nHa IIK. OOG30p u
knaccudukanus OC. OcHoBel padotel B OC Windows/Astra Linux.
3HaKOMCTBO C HAIMOHAJBHOW omnepanuoHHoW Astra Linux. Oramsr
MOATOTOBKU KoMIbIoTepa K pabote. MuTtepdeiic mompzoBatens. Ilanens
3agau. PabGora c oxmamu. Menemkep aitnos/[IpoBogauk. Ilomck.
[ToumenoBanue aitioB, cucremMaTH3anusi U Karajorusauus. THIbI
¢aitnos. Konsepranus. OcoOeHHOCTH BOCCTAHOBICHHS WH(POpPMALUU Ha
USB-HocuTensx.

DJIEKTPOHHBIE MOYTOBBIE cepBHChI. O030p BO3MOKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEPBUCOB. PoNb 3NEKTPOHHONH MOYTHI B HH(POPMAIIOHHOM
oOMeHe. Perucrpanus, HacTpoiika, opraHuszanusi paboTbl C IMOYTOBBIMH
coobmenusimu.  Cucremaruzanust  coobmenuii.  bezomacHocth U
WCTIOJIH30BaHUE BPEMEHHBIX TOYTOBBIX SIIIUKOB U aHOHUMA3epOB.
CeteBoii yTuKeT. [IpaBuiia 1em10BOI MEPENUCKH U OOIIEHUS B COLUATBHBIX
CETSIX, DJIEKTPOHHBIX MOUTOBBIX CEpBHUCAaX U MecceHmkepax. OCOOEHHOCTH
nenoBoii nepenucku B WhatsApp, Telegram, Viber u ap.
HNuTepHer-TexHoaorun. OCHOBHI TIOMCKA, KPUTHUECKUIM aHAINU3 U CHHTE3
nHpopmanuu B rio0anpHOM cetn MHTepHer. Pabora c Opaysepamu
(u30paHHOE, 3aKJIAJKW, KYpHAT W Jp.). XpaHCHHE OOJBIINX O0BEMOB
naHHblX. CeTeBble CEpPBUCHI M HUX BO3MOXHOCTH. Opranuzainus u
Oe3omacHOocTh  paboTel B oOmauHbix xXpaHwmmax (MailO6naxo,
Annexc/luck, Google Drive u np.). Opranuzaiusi COBMeCTHOW pabOTHI C
nHpopmanueit. Pabora B 00J1a4HBIX MPUIIOKEHHUSIX

AnmapatHoe o0ecrniedyeHUe TMEPCOHAJIBHOIO0 KoMmbloTepa. ba3oas
anmapatHas KoH(purypanus. MatepuHckas miara. Y CTpOHUCTBa, BXOISIINE
B COCTaB MaTepuHCKOM Tuiatel. [lporeccop, HazHaueHHEe M OCHOBHbBIC
XapaKTepUCTUKU (TaKTOBash YacToOTa, pa3psAHOCTb, LIMHA IPOLECCcOopa,
K3II-MIAMSTh, IPOU3BOAUTEILHOCTE). [laMaATh, Ha3HAUEHUE U BUIBI MAMSITH
(omepaTHBHAsA, TIOCTOSIHHAsI, BHEINHSS), OCHOBHBIC XapaKTEPUCTHKH.
YcrpoiictBa BBona-BeiBoga. [lopTtel BBoma-BeiBoja. Kiaccudukanus
nepuepuiHBIX yCTPOHCTB (HOCHTENM JaHHBIX, KJIABUATypa, MBIIIb,
MOHHUTOpPBI,  TPUHTEPHI,  cKkaHephl). KiaBuaTtypa  mepCOHAIBHOTO
koMnbroTepa. PasnoBuaHoctn kiaBuaryp. Hasnadenue knasum. I'opsume
1 GyHKIIMOHATIbHBIE KIaBUIIK. KiiaBuaTypHbie TpeHaKEPHI.

IIporpammHoe o0ecneyeHue MNEePCOHAIBHOrO KoMmmbloTepa. CoctaB
nporpamMmmHoro obecrnedenus (I10) mepcoHanbHOrO KOMIIbIOTEpa. Y POBHU
IO (6a30BbIiA, cUCTEeMHBIH, CITy>KeOHBIH, mpukiIagHoi). Kiaccupukarms
10 (mo wnaznauenuto). Kraccudwukais NPUKIAAHBIX MPOTPAMMHBIX




cpeactB. Kiaccudukanus ciyxeOHbIX NporpaMMHBIX cpeactB. O030p
cpaBuutTenbHBIM aHanu3 [10 OC Windows/Astra Linux.

O0padoTka TexkcToBOoii MHpopManuu. TexHonoruu paboTsl C TEKCTOBOM
nHpopmanmerr B oducHBIX U ceTeBhix mnpmioxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). IlpaBuna odopmiieHHsI TEKCTOBBIX
nokymeHtoB mo ['OCT. [IlpodeccrnonanpbHOe pemakTUpOBaHHWE U
dbopmatupoBanue nokymenrta Cosnanue Tabmuil U rpa@uyecKux 0OHEKTOB.
Brruucnenus B tabnumax. [Toctpoenue nuarpamm. Cosnanue rpaguaecKkux
cxeM. Co3naHue JOKyMEHTa CIOXXHOHM CTpyKTypbl. PabGorta co cTuimsmu.
ABTOMaTHYECKOE CO3/IaHHE OTJIaBJICHMS. DJIEKTPOHHOE DELEH3UpPOBaHHE
nokyMmeHToB. Pabora B pexxume wucrpasieHuid. Co3naHue MmablIOHOB U
¢dbopM. ABTOMaTHuUECKas pacCTaHOBKAa CHOCOK Ha UCTOYHHMKHU. [louToBBIE
pacceuiku. Co3gaHne JOKYMEHTOB CITUSHUSL.

Opranuzanust padoTbl ¢ TaOJMUYHBIMH [JAHHBIMHM CpPeACTBAMM
3JIEKTPOHHBIX Tadaun. TexHomoruu pabOThl C TAOIUYHBIMU AHHBIMU B
odpucHeIXx u cereBbix npuioxkenusx (LibreOffice, MSOffice, OpenOffice,
GoogleDoc). Tunsl  nmannbix. HacTpoiika okHa Uit paOOTHI.
ABTOMaTH3alMsl TpU BBOJE JaHHBIX: (YHKIUU aBTO3ANOJIHEHUS H
aBTo3aBepmieHus. Psapl nmanueix. Co3manume mporpeccuit. Pabora co
CHUCKaMHU JAaHHBIX U CO3/1aHu€ COOCTBEHHBIX CIHCKOB IMEpPEUHUCICHUII.
VYcnosHoe ¢opmarupoBanue. PabGora ¢ dopmynamu u  QyHKIUSMHU.
Hcnonbs3oBanne abCONMIOTHBIX U OTHOCHTEIBHBIX CCBUIOK MPHU 00paboTKe
naHabX. KoMauasl ams pabotel ¢ (aiiiaMu ¥ MOATOTOBKH JOKYMEHTa K
neyatd. Komauaer s paboThl ¢ 3JEKTPOHHOW TalOiuIel kak ¢ 0a3oit
TaHHBIX. AHaIW3 JaHHBIX O0nbImuX Tabmuil. COpTUpPOBKA JaHHBIX. BBOA
YCJIOBUU 11 COPTHUPOBKHU JaHHBIX. @uibTpanusa JaHHbIX. BBoa kKpuTepreB
(ycnoBwmii) otOopa nanHbIX. KomaHmbl s co3gaHuss U paboThl ¢
auarpaMmamu. OieMeHThl uHTepdelica ans padoThl C JuarpaMMamu.
CrocoOer  cozmanusi guarpamm. Co3gaHWe CMEMIAHHBIX — JHATrPAMM.
Cnapknaiinbl.  [logBeneHre NPOMEXYTOYHBIX HMTOTOB M CO3/aHUE
CTpyKTypupoBaHHbIX Tabmun. KoHcommnmanuss nanubeix. [loaroroBka
TaOMUI 71 KOHCOJNMJAIMHM JaHHBIX. OJTanbl KoHconupanuu. PabGora co
CBOJIHBIMH TabIMuIamMu U quarpamMmmamu. Mactep cBogHbIX Tabmuil. Pabora
B CBOJHOU Tabmuie. OwibTpalys JaHHBIX CBOJHOW TaOmuiel. Co3maHue
CBOAHOM nuarpammbl. Mcnonb3oBanue nakera AHanu3 AaHHBIX. VMmopT
JaHHBIX. 3alllUTa JaHHBIX.

IloaroroBka JAeMOHCTPAIIMOHHBLIX MaTepuajoB. UHborpaduka u
BU3yaJM3alUsl JaHHBIX, KyJbTypa mnpe3zeHTanuu. O030p NporpaMMHBIX
MPOAYKTOB ISl  CO3JIaHUsl Tpe3eHTanuii. TeXHOJIOoruw paboThl C
BU3yaJbHOW UHpopManueil B OQHUCHBIX U CETEBBIX MPHIOKEHUIX
(LibreOffice, MSOffice, OpenOffice, GoogleDoc). I1IaGnoHb! U CTpyKTYpa
npesentauuii. Co3nanve 3J1eMEHTOB Tmpe3eHTanuu. Co3JaHHUE CETEBBIX
npe3eHTanmii B web-ceppuce Prezi.com. Mcmonb30BaHne MalHIMAIIIIAHTA
(MeTanpHBIX KapT) Uid co3laHus npe3eHTanui. COBMECTHOE CO3/1aHue
MIPE3CHTALUMN.

udpoBbie TEXHOIOTHHU AJIs1 00padOTKU rpaduuecKux M300pasKeHMid.
I'padmueckue cpenctBa mpencraBieHus MaHHBIX. OuudpoBka u aHaU3
m3o0paxkennii. KommproTepHoe (TexHudeckoe) 3peHue. TeXHOIOTHuu
00paboTKN MYyJTbTUMEIMMHBIX JaHHBIX. BekTopHas u pactpoBas rpaduka.
[IporpammHoOe obOecrieueHue it 00pabOTKK rpadUyecKux HU300paKeHUI
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe
Illustrator; InDesign). Iloctpoenne nuarpamm u Omok-cxem (Microsoft




Visio). PaboTa ¢ ouCHBIMU U CETEBBIMH MPUIOKEHUAMHU. OpraHu3arus
COBMECTHOTO JIOCTYTIA.

Nudopmanuonnass OezonmacHocTh M €€ cocraBisitomme. OCHOBHBIE
BHJIBI YIpo3 0€30MacHOCTH JJIsi ToJib30BaTeNeld (BUPYCHI, craM, (pHIuHT,
TeXHHU4eckue cobou u  mp.). KommploTepHble  TpeCTyIUICHUS.
Knaccudukanus. Metoasl npoduinakTUKH. 3aKOHOJATEIbHBIE W WHBIE
npaBoBele akThl Pocculickoil @Penepaunu, peryaupyrolue IpaBOBbIE
oTHomeHus: B cdepe uHPOpMANIMOHHOW OE30MACHOCTH W  3aIIUTHI
rOCyJIapCTBEHHOM TalHBbI.

udpoBbie HHCTPYMEHTbI. OCHOBBI CATOCTPOCHUSI. MEHTaIbHbBIE KapThl
U T.J.

NupopManmoHHbIe TEXHOJOIHH B NMPO(eCcCHOHATBHON eATeJIbHOCTH.
Criennanu3upoBaHHOE TIporpaMMHOe obecrniedeHure (1o o0IacTsM 3HaHUK),
CnpaBouno-npaBoBbie cucteMbl (CIIC), Crenuanu3upoBaHHbIE 0Oa3bl
naHHbIX. ba3el naHHBIX. BBeneHune B 0a3bl qaHHBIX. PaboTa ¢ OCHOBHBIMH
o0bekTamu 6a3amu naHHbBIX. Co3/anue TalIuIl, 3aPOCcoB, (HOPM B OTYETOB

Pesynprarsl
OCBOCHUS
JUCTIUTLTAHBI
(Momyist)

[IpuMeHsieT OCHOBBI TIOMCKAa M KPUTHYECKOTO aHaimu3a HWH(OpMaIuu;
UCIOJb3yEeT METOAbl CUCTEMHOIO MOJXOJAa JJSl PEIICHUs MOCTABJIEHHBIX
3aJa4 € TOMOIIbI0 HU(MPOBBIX M HUHMOPMAIMOHHBIX TEXHOJOTHUH;
OpraHu3yeT JUYHOe IU(POBOE MPOCTPAHCTBO;

Brnanmeer TexHOJOrMAMH TOMCKa WHGpOpPMAanMU u OOpaOOTKM JTaHHBIX,
METOJJaMH CHUCTEMHOTO IOJAXO0Ja JUIi pPELIeHHs IOCTaBJICHHBIX 33/Jay C
MOMOIIBIO IIU(PPOBBIX U UHPOPMAITMOHHBIX TEXHOIOTHIA

Nwmeer npencraBieHHe O 3aKOHOAATENbHBIX M HMHbBIE IPABOBBIX aKTax
Poccuiickoit deneparyu, peryMpyroNMX MPaBOBbIe OTHOIICHUS B cdepe
MH(GOPMAITMOHHO 0€30MaCHOCTHU U 3aIUThI TOCYIaPCTBEHHOM TaitHbI;
[Mpumensier nUQpPOBBIE TEXHOJIOTUU Il PEUICHUS MOCTABJICHHBIX 3ajad,
BbIOMpasi ONTUMANBbHBIN CHOCOO MX PEIICHUs, UCXOIS U3 JACUCTBYIOIIUX
MPaBOBBIX HOPM U UMEIOILIUXCS PECYPCOB U OTPaHUUEHU;

Brnaneer TexHonormeil opraHuzanuu O€30MaCHOTO JMYHOTO LHU(POBOroO
MIPOCTPAHCTBA;

[lornMaeT TPUHLOUIBI  pabOTBI  COBPEMEHHBIX  HMH()OPMAIMOHHBIX
TEXHOJIOTuH, mporpaMMHoro odecriederus [1K 1 3HaeT ero BO3aMOKHOCTH;
[Ipumenser wuHbOpPMAIIMOHHBIE TEXHOJIOTUM JUId  pEIIeHUs  3ajad
po¢eCcCHOHAIBHON IEATETLHOCTH; pabOTaeT ¢ TEKCTOBBIMHU U YMCIOBBIMU
JTAHHBIMH, TIPOBOJIUTH MPOCTEHUIYI0 AHATMTUKY TEKCTOBBIX M YHCIIOBBIX
JAHHBIX C TIOMOIIBIO CHELMaIbHOrO IMPOTPAMMHOIO  OOeCHeueHus;
o0pabateiBaeT rpaduuecKkue U300paskeHUs;

Hcnonb3yer pecypcbl MHTEpHET M €ro CepBHCHI, BKIIOYas OOJauHBIC
XpaHWIKIIA U JPyTue HHCTPYMEHTHI OpraHU3aliy MPOEKTHOM, B TOM YHUCIIe
COBMECTHOM, pabOTHI,

Brnaneer waBbikamMu TpUMEHEHHUS WH(GOPMAIMOHHBIX TEXHOJIOTHM Jis
pemieHus MpodecCHOHATBHBIX — 3a/lady, OCHOBaMH HHGOPMAIIMOHHOM
0€30IacCHOCTH U CIIOCO0AMU €€ 3aIlIUTHI.

TpynoemMKocTs,
3.€.
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OcHoOBHAasA
auTeparypa

1. bammakoBa,, E. W. MHWHdopmatuka u  uHPOpPMAIMOHHBIE
texHonoruu. TexHomnorust padotel B MS WORD 2016 : yuebnoe nmocobue /
E. U. bammakoBa. - MudpopmaTnka u HHYOpPMAIMOHHBIE TEXHOJOTHUHU.
Texnonorus pabotet B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO




npaBa. - DnekTpoH. AaH. (1 ¢aiin). - Mocksa : At [Iu Ap Menua, 2020. -
90 c. - snekTponHslil. - Knura naxoaurcs B npemuym-Bepcun ObC PR
BOOKS. - ISBN 978-5-4497-0515-0, 3x3eMIUISIpOB HEOTPAHUYEHO

2. bammakora,, E. W. Wnadopmatnka u  uHpOpMaIMOHHBIC
texHonornn. YMHbIM Excel 2016: Oubnuoreka ¢yHknmii : ydeOHOE
nocobue / E. WM. bammakoBa. - HNuHdpopmatnka u wuHOpMaAIMOHHBIC
texHonorun. YMHbIA Excel 2016: Oumbnumoreka ¢dyHKuii,Becs cpok
OXpaHbl aBTOPCKOTO TpaBa. - DNeKTpoH. naH. (1 daiin). - Mocksa : Aii [Tu
Ap Menua, 2020. - 109 c. - anekTpoHHbIH. - KHMra HaxXoAuTCS B IPEMUYM-
Bepcun OBC IPR BOOKS. - ISBN 978-5-4497-0516-7, sk3eMILIApOB
HEOrpaHUYEHO

3. Mannpa,, A. I'. Uadopmarrka u nHGOPMAITMOHHBIE TEXHOJIOTHH :
naboparopusiii npaktukyMm / A. I'. Mangpa, A. B. ITonos, A. 1. JIpKOHOB.
- Huadopmatuka wu wuHopmanmonHsle TexHomorum,2026-09-20. -
Onextpon. naH. (1 daiim). - Camapa : Camapckuii rocyJapCTBEHHBIH
texHuueckuid yauepcuter, ObC ACB, 2020. - 64 c. - IEKTPOHHBIN. -
Kuwura naxonurcs B npemuym-sepcun ObC IPR BOOKS. - ISBN 2227-
8397, 3K3eMILISAPOB HEOTPAHUUEHO

4. [IBetkoBa, A. B. UHdpopmaTtuka 1 nHPOPMALMOHHBIE TEXHOJIOTHU
DOnekTpoHHBIA pecypc : Yuednoe mocodoue mist CITO / A. B. IlBeTkoBa. -
WNndopmaruka n unpopmanmonnsle texnonornu,2020-08-30. - Capatos :
Hayunas xnaura, 2019. - 190 c. - Knura HaxoauTcsi B IPEMUYM-BEPCUU

JlonomauTensHas
auTeparypa

ObC [IPR BOOKS. - ISBN 978-5-9758-1891-1, »sk3emuisipoB
HEOTrPaHUYEHO
1. CoBpeMeHHbIE WH(OPMAIMOHHBIE TEXHOJOTHUH  DIEKTPOHHBIN

pecype : COOpHHMK TPYIOB MO MarepuajgaM 3-il MEXBY30BCKOW HaydHO-
TEXHUYECKON KOH(EPEHIHUH C MEXIAyHApOJHBIM ydacTHeM 29 ceHTsOps
2017 r. / B. W. BonoBau [u ap.] ; pea. B. M. Aptromenko. - Koponés :
Hayunsbiii koncynsrant, MI'OTVY, 2017. - 191 c. - Kaura naxogurcs B
npemuyMm-epcun  ObC [PR  BOOKS. - ISBN 978-5-9500999-7-7,
3K3EMIUISIPOB HEOTPAHUYEHHO

2. CoBpeMeHHbIe MYJIbTUMEIUITHBIE MH(POPMAIMOHHBIE TEXHOJIOTHH
DneKTpoHHBIH pecypc : yuebnoe nocoodue / C.C. MoiThko / JI.A. Peneuxo /
A.Il. AnekceeB / A.P. Banrotun / U.A. KoponbkoBa. - CoBpeMeHHbIS
MyJIbTHMEHIHBIE HHQOpMaOHHBIE TexHOoIornHn,2019-05-25. - Mockaa :
COJIOH-TTIPECC, 2017. - 108 c. - Knura nmaxoautcst B 0a30BOi Bepcuu
3BC IPRbooks. - ISBN 978-5-91359-219-4, sx3eMIIsipoB HEOTPAHUYCHHO
3. CoBpeMeHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTHU  DJICKTPOHHBIN
pecypc : yuebnoe mocodbue / C.C. Muitbko / J[.A. Pemeuko / U.A.
KoposbkoBa / A.P. Bantotun / A.Il. AnekceeB ; pen. A.Il. Anekcees. -
Camapa : [ToBomxckui roCyJapCTBEHHBIN YHUBEPCUTET
TeJeKoMMyHUKanuii 1 uHpopmatuku, 2019. - 101 c¢. - Kuura Haxonurcs B
6a3oBoii Bepcuu IbC IPRbooks., 3K3eMIIsipoB HEOTpaHUYECHHO

4. Annep, IO.II. Cratuctuueckoe  ympaBlIeHHE  IPOLECCAMMU.
«bonpme naHHBIC» DIEKTPOHHBIA pecypc : ydueOHoe mocobue / E.A.
Yepubix / FO.J1. Amnep. - Craructuueckoe yIpaBJICHHE MPOIECCaAMU.
«bomnpimue nanasie»,2019-09-01. - Mocksa : Mznarensckuii Jlom MUCuC,
2016. - 52 c. - Kaura naxoautcst B 0azoBoii Bepcun DBC IPRbooks. -
ISBN 978-5-87623-969-3, sk3eMIUISIPOB HEOTPAHUICHHO




