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Kpatkoe
coJiepKaHue

Beenenue B mudposbie TexHonoruu. IlomuTuka rocymapctBa B o0nactu
mudposuzanyn. ['ocypapcTBeHHbie nmporpamMmbl. COBpeMEHHOE IH(PPOBOE
npoctpaHcTBo. OcHOBHI nUppoBoro obmecTra. Lludpposas rpaMoTHOCTD U
uugposble KomneTeHIUH. O030p COBPEMEHHBIX LU(POBBIX TEXHOJIOTUN U
BO3MOXKHOCTEH MX TNPUMEHEHHUs Uil pELIeHHs IIOCTAaBJICHHBIX 3ajad.
I'ocynapcTBeHHbIE TMGPOBBIC YCIYTH U TIOPTAEI.

Texnonorun ypaneHHod pabotel. DaitnooOMeHHuku. BebunapHble
TUTOTIIA TKH. JluctaHIOHHBIE TEXHOJIOTHH " BO3MOYKHOCTH
JIUCTAaHIIMOHHOTO o00ydeHus. PabGora B on-line pexume. Lludposas
oOpasoBaTesibHas Cpe/ia YHUBEPCUTETa. 3HAKOMCTBO ¢ mopTtajioM el.ncfu.ru
u Exammycom. DneKTpoHHbIe OMOIMOTEUHBIE CUCTEMBI.

Cuctematmzanmsi u xpanenne uHpopmanuu Ha [IK. OG630p w
knaccuukanuss OC. OcuoBel pabotsr B OC Windows/Astra Linux.
3HAaKOMCTBO C HalMOHAJIBHOW omepanmoHHo Astra Linux. DTtams
MOJrOTOBKH KoMIbloTepa K pabore. Uutepdeiic monp3zoBarens. I[lanens
3amad. Pabora ¢ okxnamu. Menemxkep ¢aitmos/IIpoBogauk. Ilouck.
[MonmenoBanue QaiioB, cucTeMaTU3alMsl € Karajoru3anus. [HITbI
(aiinmoB. Konepramus. OcoOEHHOCTH BOCCTAHOBJIEHHsS HMH(POpPMAlUd Ha
USB-nocuTemsx.

DJIeKTPOHHBIE TMOYTOBBIE CEpBUCHL. O030p BO3MOKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEPBHCOB. PoOJIb 3JEKTPOHHON NOYTH B MH(POPMALMOHHOM
oOMene. Perucrpanusi, HacTpoiika, opraHuzanus pabOTbl C MOYTOBBIMH
coobmenusamu.  Cucremaruszauusi  cooOmeHuil.  be3omacHocTh |
HCIOJIb30BaHNE BPEMEHHBIX [TOUYTOBBIX SIIIIMKOB U aHOHUMaH3epOB.
CereBotii atuket. [lpaBuia n1eixoBoi nepenucku U OOMICHUS B COLUATBHBIX
CETsIX, DJIEKTPOHHBIX MOYTOBBIX CepBHUCaX U MecceHmkepax. OcoOeHHOCTH
nenoBoii nmepenucku B WhatsApp, Telegram, Viber u np.
Nutepner-texnonoruu. OCHOBBI MOKMCKA, KPUTHUYECKUN aHAIM3 U CUHTE3
uHpopmanuu B TinobampHOUW cetm MHTepHer. Pabora ¢ Opaysepamu
(u30paHHOe, 3aKIagKH, KypHATl U Jp.). XpaHeHHe OoNbIINX 00BHEMOB
naHHbiX. CeTeBble CEpPBUCHI M WX BO3MOXHOCTU. OpraHuzamus W
O0e3omacHOCTh paboTel B oOnauHbIX xpaHwuimiax (MailO6naxko,
SAunexc/uck, Google Drive u ap.). Opranu3anus COBMECTHOH pabOTHI ¢
nHpopmanueir. PaboTta B 001a4HBIX TPUITOKEHHIX

AnmapaTHoe oOecriedueHHE TEPCOHAITBHOTO  KOMIbIoTepa. bazoBas
anmapatHas KoHburypaunus. MaTtepuHckas miara. Y cTpoicTBa, BXOSIINE
B COCTaB MaTEpWHCKOW martel. [Iporeccop, Ha3HaYeHHWE W OCHOBHEBIC
XapaKTEepUCTHKH (TaKTOBash 4acToTa, pa3psgHOCThb, IIHMHA IMpoleccopa,
KOII-TIAMSTh, TIPOU3BOAUTEIBHOCTD). [laMsATh, HA3HAUEHNE U BUIBI MTAMSTH
(omepaTuBHasl, TOCTOSIHHAsl, BHEIIHSSI), OCHOBHBIE XapaKTEPUCTHKHU.
VYerpoiictBa BBOJa-BbiBoja. I[lopTel  BBoma-BeiBoja. Kiaccudukamms
nepuepuiiHbIX YCTPOUCTB (HOCHTENM JaHHBIX, KJIaBUATypa, MBIIIIb,
MOHHUTOpPBI,  NPUHTEPHI,  ckaHepbl). KiaBuaTtypa  mepcoHabHOTO
koMnbrorepa. PasHoBunHocTy KiaBuatyp. HazHauenue xnasum. ['opsune
1 QyHKIIMOHAJIbHBIE KIaBUIIU. KiaBuaTypHble TPEHAKEDPHI.

[Iporpammuoe oOecneueHne mepcoHaIbHOrO KommbioTepa. CocraB
nporpamMmmHoro obecriedeHust (I10) mepcoHaNBbHOTO KOMITBIOTEPA. Y POBHU
I10 (6a30BbIif, CUCTEMHBIH, Ciy>KeOHbIN, npuknagHon). Knaccudukarms




IO (mo wnasnauenuio). Knaccudukanus nNpUKIAgHBIX HTPOrPAMMHBIX
cpenctB. Kiaccuduxamust cmykeOHBIX TPOrpaMMHBEIX cpenactB. O030p
cpaBuutenbHbI ananu3 [10 OC Windows/Astra Linux.

OOpabotka TekcroBoil mHMopmammu. TexHomoruu pabOTBl C TEKCTOBOM
nHpopmanueir B oducHeix U cereBbix mnpuioxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). [IpaBuna odopmiIeHHSI TEKCTOBBIX
nokymeHtoB 1o ['OCT. [IlIpodeccuonanbHOoe pEeIaKTUPOBAHHE W
dbopmatupoBanue nokymenta Cosznanue Tabmuil U rpaguueckux 0OBEKTOB.
Boruncnenus B tTabnunax. [loctpoenue quarpamm. Co3nganue rpaguueckux
cxeM. CozaHue JOKyMEHTa CIOXHOHM CTPyKTypbl. Paborta co cTuismu.
ABTOMaTHYECKOE CO3JaHME OTJIABJICHHS. DJIEKTPOHHOE PEICH3UPOBAHUE
nokyMeHToB. Pabora B pexxume ucrnpasineHuid. Co3naHue I1a0JIOHOB U
¢dbopM. ABTOMaTHUYECKas paccTaHOBKAa CHOCOK Ha MCTOYHUKU. [louToBBIE
paccouiku. Co3qaHue JOKYMEHTOB CIUSHUSI.

Opranu3zanus padoThl ¢ TAOJIUYHBIMU TAHHBIMU CPEACTBAMH AJICKTPOHHBIX
tabmun. TexHomoruum paboThl ¢ TaOJIMYHBIMH JAHHBIMA B O(HCHBIX U
ceteBbix npunoxenusx (LibreOffice, MSOffice, OpenOffice, GoogleDoc).
Tuner nanaeix. HacTpoiika okHa aiis paGoThl. ABTOMATH3AIMS TIPH BBOJIC
JaHHBIX: (YHKIIMM aBTO3AIMOJIHEHUS M aBTO3aBEpIICHHs. PAIbl TaHHBIX.
Co3manmne mporpeccuit. Pabota co chnuckaMu JaHHBIX U CO3JaHUE
COOCTBEHHBIX CIIMCKOB TMEPEYUCICHUNA. YCIOBHOE (opMaTHPOBAHUE.
Pabora ¢ dopmynamu u dynkuusmu. Mcnonb3oBaHue aOCOTIOTHBIX U
OTHOCHUTEINBHBIX CCBUIOK Ipu 00paboTke naHHbIX. KomaHbl 1ist paboThl ¢
¢daiimaMu ¥ TOATOTOBKM JOKyMEHTa K medatd. KomaHawl Ui paboOTHI C
INEKTPOHHOU TabnuIei kak ¢ 6a30i JaHHBIX. AHAIU3 JAHHBIX OOJBIINX
tabymi. COpTHpPOBKA JaHHBIX. BBOJ YCIOBHU JJII COPTUPOBKH JIAHHBIX.
OunpTpanus IaHHBIX. BBoja kputepueB (ycloBuii) oTOOpa JaHHBIX.
Komauaer mis co3mganmst W pabOTBl C JHarpaMMaMH. JEMEHTHI
untepdeiica 11t padotel ¢ quarpammamu. CrocoObl CO3IaHUS TUATPAMM.
Co3pnanue CMENIaHHBIX JHarpaMm. CnapkJiaifHbl. ITonsenenue
MPOMEXYTOYHBIX WTOTOB W CO3JaHUE CTPYKTYPUPOBAHHBIX TaOJIHII.
Koncomuaanus nanasix. [Toaroroska Tabmwil Ajis KOHCOMUIAINN JTaHHBIX.
Dransl KoHcomuaanuu. PaboTta co CBOHBIMU TaOIUIIAMH U JUArpaMMaMHu.
Macrtep cBomnbix TaOmui. PaGora B cBomHOl Tabmuie. dunmbTparus
JMaHHBIX  CBOXHOM  Tabmumpl.  Co3maHue  CBOJAHOM  JAMArpamMMbl.
Hcnonb3oBanne mnakera AHaiIW3 JaHHbIX. MMOoOpT paHHbIX. 3ammra
JTAaHHBIX.

[lonroroBka  JgeMOHCTpallMOHHBIX  MarepuanoB. HWHdorpaduka wu
BHU3yanu3alusl JaHHBIX, KyJlbTypa mpe3eHtanud. O030p NporpaMMHBIX
MPOAYKTOB Il co3laHus mpeseHTanuil. TexHomoruum paboTl €
BU3yaJdbHOUW WHQOpMAIMell B OQPHUCHBIX W CETEBBIX MNPHIOKEHUSIX
(LibreOffice, MSOffice, OpenOffice, GoogleDoc). [1IabmoHbI B CTpyKTYypa
npe3eHtanuii. Co3gaHue 3JeMEHTOB mnpe3eHTanuu. Co3JaHue CEeTEBBIX
npe3eHTanuii B web-cepsuce Prezi.com. Mcronp3oBaHne MaitHAMATIIIUHTA
(MeTanpHBIX KapT) Uil co3gaHus npeseHTauuid. COBMECTHOE CO3JaHUE
Mpe3eHTAIUH.

Hudpossie TexHONOTUU Ui OOpabOTKH TpadUuecKuX H300paKEeHUH.
I'paduueckue cpenctBa mpenctaBieHus AaHHBIX. OuudpoBka U aHaIU3
n3o0paxkenuit. KommproTepHoe (TeXHHYECKOE) 3peHHe. TeXHOJIOruu
00paboTKK MYyJIbTUMEIUIHBIX JaHHBIX. BekTopHas u pactpoBas rpaduka.
[Iporpammuoe obecriedeHne ainsi 00pabOTKU TpapuuecKux H300pakeHUi
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe




[llustrator; InDesign). Iloctpoenune muarpamm u Onok-cxem (Microsoft
Visio). PaboTa ¢ ouCHBIMU M CETEBBIMH MPUIOKEHUAMHU. OpraHu3arus
COBMECTHOTI'O JIOCTYTIA.

Nudopmanmonnas 6e3omacHOCTh U € coctaBisromue. OCHOBHBIC BUIBI
yrpo3 0e30macHOCTH Jid Tojb3oBaTenel (BUPYCHI, cmam, (UIIMHT,
TeXHHMYeckne cobou u  mp.). KommploTepHble  TpeCTyIUICHUS.
Knaccudpukanus. Metoasl mpoduaakTUKA. 3aKOHOAATEIbHBIE U HHBIE
npaBoBble akTbl Poccuiickonn @enepanuu, peryaupyroiye I[paBOBbIe
oTHoIIeHUs B cdepe HHOOPMALMOHHONW OE30MACHOCTH U  3aIIUTHI
rOCyIapCTBEHHOW TAHBI.

Hudpossie uHCTpyMEeHTHI. OCHOBBI CAUTOCTpOCHUS. MEHTANIbHBIE KapThl U
T.J.

NudopmannonHple TEXHONOTHH B MpodeccHOHaNbHON AeSTeNbHOCTH.
Crenunanu3upoBaHHOE IporpaMmMHoOe obecrieueHue (o o0JacTsIM 3HAHUN),
CnpaBouno-npaBoBsie cuctembl (CIIC), CneunanusupoBaHHble 0a3bl
naHHBIX. ba3el maHHBIX. BBenenue B 0a3bl naHHBIX. PaboTa ¢ OCHOBHBIMU
o0bpekTaMu 6a3amu nanHbix. Co3ganue TabauIl, 3ampocoB, GopM U OTUETOB

Pesyibrarsl
OCBOEHUS
JUCIUILIHHBI
(Momyst)

[IpuMmeHsieT OCHOBBI TIOMCKA M KPUTHYECKOTO aHaiu3a WHGOpMaINH;
HCTIONIb3YeT METOABl CHCTEMHOTO MOJXOAa AJIsi PEUICHHS TOCTaBICHHBIX
3aJa4 C T[OMOUIbI0 IUPPOBBIX M HH(DOPMALMOHHBIX TEXHOJIOTH;
OpraHu3yeT JUYHOE U(POBOE MPOCTPAHCTRO;

Brnageer TexHomorusMu Tmioncka HH(OpManuu M 0O0paOOTKH JTaHHBIX,
METOJIaMH CHUCTEMHOTO TOJXOJa JUJIsl PEIICHHs TMOCTaBJICHHBIX 3aJad C
MTOMOIIBIO UPPOBBIX ¥ HH(OPMAITMOHHBIX TEXHOJIOTUI

[lonumaer mpUHOMIBI  Pa0OTHI  COBPEMEHHBIX  MH(DOPMAIMOHHBIX
TEXHOJIOTUH, IporpaMMHoro obecreuenust [1K u 3HaeT ero BO3AMOKHOCTH;
[Ipumensier uWHGOPMAIMOHHBIE TEXHOJOTMHM JUIA pEIIeHUs  3ajad
npodecCHoHATBHON IEATEIBHOCTH; PA00TAET C TEKCTOBBIMH U YHCIIOBBIMH
JAHHBIMH, MPOBOJMTH MPOCTEUIIYI0 AHAIUTUKY TEKCTOBBIX M YHCJIOBBIX
JaHHBIX C TIOMOMIbIO CHEIMATBFHOTO0 TMPOTPAMMHOTO  00ECICYEHHS;
oOpabaTeiBaeT rpaduueckue N300paKeHUs;

Ucnonws3yer pecypcel MHTEpHET W €ro CEpBUCHL, BKIIOYas OOJIadHbIC
XpaHWIHIIA U IPYTHe UHCTPYMEHTHI OPraHU3allii POSKTHON, B TOM YHCIIe
COBMECTHOM, pabOTHI,

Brnageer HaBblkamMu mNpUMEHEHUS WH(GOPMAIMOHHBIX TEXHOJOTUNA IS
perieHus npodecCHOHANBHBIX 3a/a4,

OCHOBaMU MH(OPMaLIMOHHOM 0€30IIaCHOCTH U CIIOCO0aMU €€ 3aLUTHI.
OpueHTupyeTCsI B COBPEMEHHBIX TEHICHIUSAX pPa3BUTHS LUMPOBBIX
TEXHOJIOTUH, BHIOMpAET TEXHOJOTHMH WIM NPOrpaMMHBIE CpElICTBa MJis
pelIeHus MOCTaBJICHHBIX 3a]1a4.

YmMmeeT 00pabaTbiBaTh U aHAM3UPOBATH MOJYUYEHHBIE TaHHBIE C TIOMOIIBIO
COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJIOTU;

O6mamaeT TOTOBHOCTBIO K yYacTUIO B  TOATOTOBKE IMPOECKTHOM
JOKYMEHTAallMk, B TOM  YHCJI€ C  KCIOJb30BAHHEM  CPEICTB
aBTOMATHU3UPOBAHHOTO MIPOEKTUPOBAHUS u BBIUHCITUTEIHHBIX
MIPOrPaMMHBIX KOMIUIEKCOB, COBPEMEHHOTO POTPAMMHOTO 00CSCTICUCHHUS, B
TOM YHCJIE TEKCTOBBIX PEJAKTOPOB U IpahuueCcKUX MPOTrpaMMBbl;

Brnageer CcOBpeMEHHBIM MPOrpaMMHBIM OOECIICYECHHEM, B TOM YHCIE
TEKCTOBBIMU PEIAKTOPAMH M TpadUIeCKUMH IMPOrpaMMaMH, CPEICTBAMHU
MOATOTOBKH 0030pOB, OT3bIBOB, OTYETOB, 3aKIIOYCHHUN

TpynoemMkocTsb,
3.€.
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Hepeqeﬂb OCHOBHOM M JOIOJHUTEIbLHOH JUTEPATYphbI, He()ﬁX()}II/IMOﬁ JJisi OCBOCHUSA

JUCIUTIINHBI

OcHOBHAasA
auTepaTtypa

1. bammakoBa,, E. W. HWadopmatnka u  uHpOpMaMOHHBIC
texHonoruu. Texnonorus padotsl B MS WORD 2016 : yue6HOe mocobue /
E. U. bammaxoBa. - WHbopmatuka M HHOOPMAIIMOHHBIE TEXHOJOTHH.
Texnonorust pa6otst B MS WORD 2016,Bech cpok oxpaHbl aBTOPCKOTO
npasa. - DnekTpoH. AaH. (1 ¢aitn). - Mocksa : At [ITu Ap Meaua, 2020. -
90 c. - anexTpoHHbI. - KHura nHaxonutcst B npemuyMm-Bepcun ObC IPR
BOOKS. - ISBN 978-5-4497-0515-0, 5k3eMIIsIpOB HEOIPAaHUUEHO

2. bammakosa,, E. W. HWnadopmatnka u uHOpManMoHHBIE
texHojorun. YwmHbd Excel 2016: Oubmmorexa ¢ynkuuii : ydeOHOE
nocobue / E. WM. bammaxoBa. - Wudopmaruka u wuHpOpManMOHHBIE
texHojorun. YwmuHbA Excel 2016: Oubnuoteka ¢yHknmii,Bech cpok
OXpaHbl aBTOPCKOTO TIpaBa. - DNeKTpoH. naH. (1 daitn). - Mocksa : Aii [1u
Ap Menna, 2020. - 109 c. - anexTpoHHbIN. - KHUra HaxoqUTCS B IpEMUyM-
Bepcun DBC IPR BOOKS. - ISBN 978-5-4497-0516-7, sk3eMIuIIpOB
HEOIPaHUYEHO

3. Mannpa,, A. I'. Uadopmatuka u nHGOpMaMOHHBIE TEXHOJOTHUH :
nabopaTtopHsblil mpakTukyM / A. I'. Mangpa, A. B. Ilonos, A. W. JIpsKOHOB.
- MHWudopmatnka u wHPOpMANMOHHBIE TexHOJoruu,2026-09-20. -
OnextpoH. naH. (1 daiin). - Camapa : Camapckuif rocyaapcTBEHHBIN
texunueckut yauBepcuretr, ObC ACB, 2020. - 64 c. - 3JIeKTpOHHBIH. -
Kuura naxonutcs B npemuyMm-Bepcuun OBC IPR BOOKS. - ISBN 2227-
8397, 3K3eMILTAPOB HEOTPAHUUYEHO

4. IIBetkoBa, A. B. UndpopmaTtuka u nH(MOPMAIIMOHHBIE TEXHOJIOTUU
DnekTpoHHBIA pecypce : Yuebnoe nmocodue mas CIIO / A. B. IlBeTkosa. -
WNudopmaruka n uapopmannonusie Texnonoruu,2020-08-30. - Capatos :
Hayunas xnwura, 2019. - 190 c. - Kaura HaxoguTcsa B IPEMUYM-BEPCUU
3bC IPR BOOKS. - ISBN 978-5-9758-1891-1, »sk3emIuisipoB
HEOI'PaHUUYEHO

JlononmauTenpHas
auTeparypa

1. CoBpemMeHHBIE MH()OPMAIMOHHBIE TEXHOJIOTUH  DJICKTPOHHBIN
pecypc : COOpHHUK TPYJIOB MO MarepuaigaM 3-i MEXKBY30BCKOW Hay4dHO-
TEXHUYECKOH KOH(EpPEHIIMH C MEXIYHApOIHBIM ydacTHeM 29 CeHTAOps
2017 r. / B. W. BonoBau [u ap.] ; pea. B. M. Aprtiomenko. - Koponés :
Hayunbiii koncynstant, MI'OTY, 2017. - 191 c. - Knura nHaxogurcs B
npemuyM-Bepcun  DObC [PR BOOKS. - ISBN 978-5-9500999-7-7,
9K3EMIUTSIPOB HEOTPAHUYECHHO

2. CoBpeMeHHbIE MYJIbTHMEIUIHbIE WHPOPMAIMOHHBIE TEXHOJIOTHH
DnekTpoHHBIH pecypc : yuedHoe nocodue / C.C. MbiTbko / I.A. Peneuko /
A.Il. AnexceeB / A.P. Bantotun / U.A. KoponbkoBa. - CoBpeMeHHBIE
MyJbTUMEINIHbBIE HH(DOpMAMOHHBIE TeXHOI0rhH,2019-05-25. - Mockaa :
COJIOH-ITIPECC, 2017. - 108 c. - Kaura naxoautcsi B 6a30BOil Bepcun
3BC IPRbooks. - ISBN 978-5-91359-219-4, 3x3eMIIIpOB HEOIPaHUYEHHO
3. CoBpeMeHnHble  MHGOPMAIIMOHHBIE TEXHOJOTUU  DJIEKTPOHHBIN
pecypc : yuebnoe mocobue / C.C. Muitbko / JI.A. Pemeuko / W.A.
KoponbkoBa / A.P. Bantotun / A.Il. AnekceeB ; pen. A.Il. Anekcees. -
Camapa : IToBomxkckuit roCyJapCTBEHHBIH YHHUBEPCUTET
TeJIeKOMMYHUKaIuil 1 uHpopmartuku, 2019. - 101 c. - Kaura Haxomurces B
6a3oBoii Bepcun IBC IPRbooks., s3k3eMIIIsIpoB HEOrpaHUYEHHO

4, Annep, IO.dI. Craructuueckoe  ympaBieHHE  MPOIECCaMHU.
«bonpme naHHBIE» DIEKTPOHHBIA pecypc : ydeOHoe mocobue / E.A.
Uepnpix / FOII. Amrep. - CTtaTUCTHYECKOE yIpaBJICHHE IPOIECCAMH.




«bonpmue nqanneie»,2019-09-01. - Mocksa : M3narensckuii Jlom MUCuC,
2016. - 52 c. - Kaura naxomgutcs B 6a3oBoit Bepcun DBC IPRbooks. -
ISBN 978-5-87623-969-3, sx3eMILISIPOB HEOrPAHUUYCHHO




