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17548 BBenenue B HHq)OpMaIIHOHHLIe TEXHOJOI'UH

Kpatkoe
CoJIepKaHue

Benenne B 1mudpossie TexHoJoruu. llonmmTuka rocygapctBa B o0iactu
mudpoBm3ayuu. ['ocynapcTBenHbie mporpaMMbel. CoBpeMeHHOE ITU(BpPOBOE
npoctpanctBo. OcHOBHI mudpoBoro odmectsa. [{udppoBas rpaMOTHOCTL U
g poBbie KomneTeHIUA. O030p COBPEMEHHBIX ITU(PPOBBIX TEXHOJIOTHH H
BO3MOYXHOCTEH WX MPUMEHEHHS I8 PEIICHHS IOCTaBJICHHBIX 3ajad.
I'ocynapcrBenHbie IU(POBBIC YCIYTH U TIOPTAIBL.

Texnonmorun ynaneHHod pabotel. DaiimooOMeHHUKH. BeOuHapHbIE
TUTOIIA TKH. JlucTaHIIMOHHBIE TEXHOJIOTHH u BO3MOKHOCTH
TUCTAHIIMOHHOTO oOyueHus. Pabora B on-line pexume. [udposas
oOpasoBaTelibHas cpeia YHUBEPCHUTETAa. 3HAKOMCTBO ¢ mopTajiom el.ncfu.ru
n Exammycom. DnekTpoHHbIe OMOIMOTEUHbIE CUCTEMBI.

Cucrematuzanusi u xpanenue wuHpopmanmu Ha [IK. OG630p wu
knaccudukanus OC. OcuoBbl pabotei B OC Windows/Astra Linux.
3HAaKOMCTBO C HAallMOHAJIBbHON omnepanvoHHOW Astra Linux. Dramnbl
MOATOTOBKH KOMIIbloTepa K pabore. Murtepdeiic monb3oBarens. Ilanens
3amauy. PabGota c¢ oxHamu. Menemxep ¢aiinos/Ilpoonnuk. Ilouck.
[ToumenoBanme (aitoB, cucTeMaTu3alus U KaTajgoru3amus. Turmbl
¢aitnoB. Konsepranus. OcoO0eHHOCTH BOCCTAHOBIIEHHS HHGpOpMalMu Ha
USB-nocurensx.

DNEeKTPOHHBIE MOYTOBBIE CepBUCHL. O030p BO3MOKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEpBUCOB. Poib 3JEKTPOHHOM MOUYTHI B HHGOPMAIMOHHOM
obmene. Perucrpanusi, HacTpoiika, opraHuzanusi pabOTbl C MOYTOBBIMHU
cooOmenusamu.  Cucremarmsanusa  cooOmenuii.  be3omacHocTs H
HCIOJIb30BaHNE BPEMEHHBIX IMOYTOBBIX SIIMKOB U aHOHUMAM3EpOB.
CereBoii aTuker. [IpaBuna 1e10Boi MEpenUCKA U OOIMICHUS B COIMATBHBIX
CeTsX, DJIEKTPOHHBIX MOYTOBBIX CepBUCAX U MecceHmKepax. OcoOeHHOCTH
nenoBoit nepenucku B WhatsApp, Telegram, Viber u ap.
Nurtepuer-texnonoruu. OCHOBBI MOUCKA, KPUTHUECKUN aHAIM3 U CHUHTE3
nHdopmaruun B riobanpHOM cetn Mutepner. PabGota c¢ Opayzepamu
(n30paHHOE, 3aKJIaJK{, XypHal M Ap.). XpaHEHHUE OOJIbIIUX 00BEMOB
naHHblX. CeTeBble CEPBUCHI M HMX BO3MOXXHOCTH. OpraHuzanus U
O6e3omacHOCTh paboTel B  oOmaunbix xpaHwmmax (MailO6nako,
Annexc/luck, Google Drive u np.). Opranuzanusi COBMECTHOI pabOThI ¢
uHpopmarueii. Pabora B 001auHbBIX MPUIOKEHUSIX

AnmnapatHoe oOecrneueHue TEepCOHANBHOrO0  KOMIbloTepa. bazoBas
anmapatHas KoHurypauus. MaTepuHcKas 1ata. Y CTpoiicTBa, BXOIAIIUE
B COCTaB MarepHHCKoW matel. [Ipoueccop, Ha3HaueHHE W OCHOBHBIE
XapaKTepUCTUKU (TaKTOBas YacTOTa, Pa3psTHOCTh, IIHWHA MPOIIECcopa,
KOII-MIAaMATh, POU3BOAUTEIHHOCTD). [laMaATh, Ha3HAUEHUE U BUJBI TAMSTH
(omepaTtuBHas, TOCTOSIHHAs, BHEIIHSAS), OCHOBHBIE XapaKTEPUCTUKH.
YcrpoiictBa BBoAa-BbiBoja. l[lopTel BBOAa-BbiBojAa. Krnaccuduxarms
nepudepuitHpIX YCTPOMCTB (HOCHUTENH MJAHHBIX, KJIaBHATypa, MBbIIIIb,
MOHHTODPBI,  TPUHTEPHI,  CKaHepwl). KnaBuaTypa  MmepCOHAIBLHOTO
KoMmImbloTepa. PasHoBHIHOCTH KiaBuartyp. Ha3nauenue kiaBuml [opsuue
1 (DYHKIIMOHANBHBIC KIaBUIIN. KiiaBuatypHbie TpeHaKEPHI.

[IporpammHoe oOecrneyeHne mepcoHalbHOrO Kommblorepa. CocraB
nporpammuoro obecrnedenust (I10) mepcoHanbHOTO KOMITBIOTEpA. Y POBHU

I10 (6a30Bblif, cHCTEMHBIH, ciyxeOHbIi, npukiagHoit). Knaccudpukanms




IO (mo wnasnauenuto). Knaccudukamuss HPUKIATHBIX MPOTPAMMHBIX
cpenctB. Kmaccudukamust ciayxkeOHBIX TPOrpaMMHBIX cpeiactB. O630p
cpaBauTenbHbI aHamm3 [10 OC Windows/Astra Linux.

OO6paboTtka TexcroBoil mHpopmarmu. TexHomoruu pabOTBI C TEKCTOBOM
uHpopmanmeii B o¢uCHBIX u cereBbiXx mnpuioxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). IlpaBuna odopmiieHHS TEKCTOBBIX
nokymentoB 1o ['OCT. [IlpodeccuonaiibHOoe penakTHpPOBAaHHE U
dopmarupoBanue nokymenta Cosmanue Tabauil U rpaguueckux 0OBEKTOB.
Brrancnenus B Tabnmunax. [loctpoenne quarpamm. Co3nanue rpadudeckux
cxeM. CoznmaHue NOKYMEHTa CIIOKHOM CTpPYKTypbl. Pabora co cruismu.
ABTOMAaTHYECKOE CO3JAHUE OTJIABJICHMS. OJIEKTPOHHOE PELIEH3MPOBAHUE
nokyMeHToB. Pabota B pexxume wucnpaBieHuil. Co3gaHue I11a0IIOHOB U
¢dopMm. ABTOMaTHUECKass pacCTaHOBKAa CHOCOK Ha UCTOYHUKHU. [louToBEIE
paccbuiku. Co3qaHne JOKYMEHTOB CIUSHUS.

Opraamzanus paboThl ¢ TAOMUYHBIMH TaHHBIMH CPEICTBAMH AJIEKTPOHHBIX
tabnu. TexHonmoruu paboThl ¢ TaOIMYHBIMM JAHHBIMH B O(HCHBIX H
ceteBbix npuinoxenusx (LibreOffice, MSOffice, OpenOftice, GoogleDoc).
Tunbr manapix. HacTpoiika okHa ais paboThl. ABTOMATHU3aIMs MPU BBOJIE
JAHHBIX: (YHKIIMU aBTO3AINOJNHEHUS M aBTO3aBEPIICHHUS. PsIbl TaHHBIX.
Co3manme mporpeccuit. Pabota co cmuckamMu JaHHBIX U CO3JaHUE
COOCTBEHHBIX CIHCKOB MEpEeYuCIeHuid. YciaoBHOe (GopMaTHPOBaHUE.
Pabota ¢ dopmymamu u ¢yHkusamu. Mcnons3oBaHue aOCOMIOTHBIX U
OTHOCHUTEIIbHBIX CCBIJIOK MpH 00paboTke gaHHbIX. KomaHabl 1151 paboThl €
(aitimaMu M TOJNrOTOBKM JIOKyMeHTa K meudaTd. Komauzawl uis pabGoThl ¢
ANIEKTPOHHOM TaOJIMIIeH Kak ¢ 0a30¥ MaHHBIX. AHAIM3 JAHHBIX OOJBIIMX
tabmuin. CopTUpoBKa MaHHBIX. BBOA yCIOBUU IJIsi COPTHPOBKH JTaHHBIX.
OunbTpanus JaHHBIX. BBoa kpurepueB (ycloBHii) 0OTOOpa JIaHHBIX.
Komangel s co3manust U paboThl € AMarpaMMaMi. OJEMEHTHI
uHTepderica s paboTel ¢ auarpaMMmamu. CrocoObl CO3MaHMS JUArPaMM.
Co3nanue CMEIIAHHBIX  JIHarpaMm. CnapkiaiHbl. Tlonsenenue
IPOMEXYTOUHBIX HTOTOB U CO3JaHHE CTPYKTYPHUPOBAHHBIX TaOIHIL.
Konconupanus nanusix. [loaroroBka Tabmuil Ui KOHCOIUAALUNN TaHHBIX.
Oranel KoHconuAanuu. PaboTa co cBOJHBIMH TabIMIIAMH U JUarpaMMaMH.
Macrep cBoanblx TaOmuil. PaGora B cBogHoi Tabmuie. DwibTpanus
JaHHBIX ~ cBoAHOM  Tabmumpl.  Co3maHue  CBOJHOM  JHarpaMMbl.
Hcnonb3oBanue mnakera AHanu3 AaHHbIX. Mmmopt naHHbIX. 3ammura
JTAHHBIX.

[TogrotoBka  JeMOHCTpallMOHHBIX — MarepuanoB. MHporpaduka u
BU3yalIM3allisl JaHHBIX, KyIbTypa mnpe3eHTanuu. O030p MNporpaMMHBIX
OPOAYKTOB JUIsl CO3/aHus mpe3eHTanuil. TexHomoruu paboOThl ¢
BU3yaJIbHOH MHGpOpManeil B OQPHUCHBIX UM CETEBBIX MPHIOKEHUAX
(LibreOffice, MSOffice, OpenOffice, GoogleDoc). I11aGnoHs! U cTpyKTypa
npezentaimid. CosnaHue 3i1eMeHTOB mpe3eHTauuu. Co3aHue CeTeBbIX
npe3eHTanuii B web-cepBuce Prezi.com. Vcnonb3oBaHne MalHIMAIIHHTA
(MeTanbHBIX KapT) Ais co3jaHus mnpe3eHTanuidl. CoBMECTHOE co37aHue
IIPE3ECHTALIUMN.

Hudposeie TexHONOTHH Ui O0O0pabOTKH TpapHUuecKuX H300paxKeHUH.
I'paduueckue cpenctBa mpejacTaBieHus AaHHBIX. OuuppoBKa U aHAIM3
nzobpaxkenuit. KomnbroTepHoe (TexHMYeckoe) 3peHue. TexHOJIOTUH
00paboTKM MyJIbTUMEIUMHBIX JaHHBIX. BekTOopHas M pactpoBas rpaduka.
[Iporpammuoe obGecrieuenue aiasi 0OpabOTKU rpapuuecKUX H300pakeHui
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe




[lustrator; InDesign). Iloctpoenune auarpamm u Omok-cxem (Microsoft
Visio). PaboTa ¢ oucHBIMU M CeTeBBIMH MpUIOKeHUAMU. Opranuzanus
COBMECTHOTO JI0CTYIA.

Nudopmanmonnas 6e3omacHOCTh U €€ cocTaBisiromue. OCHOBHBIE BHUJIBI
yrpo3 0e30macHOCTH Ui TOJIb30BaTeNeil (BUPYCHI, cmam, (OHUIIUHT,
TeXHUUeckue cbom u  mp.). KommbroTepHble — TPECTYIUICHHS.
Knaccudukanus. Metoasl npodunaktuku. 3aKOHOJATENbHBIC W HHBIC
npaBoBbele akThl Poccuiickoil @enepanuu, peryJupyrolIMe IPaBOBbIE
OTHOIICHHUST B cdepe UHPOPMANMOHHONW OE30MaCHOCTH W 3allHTHI
rOCy/IapCTBEHHOW TAHBI.

[udpossie naCTpYyMEHTHI. OCHOBBI CAUTOCTPOCHUS. MEHTAIBHBIC KaPThl U
T.J.

NHdopmanrioHHble TEXHOJOTMM B MNPO(ECCHOHAIBHON AESITEIbHOCTH.
Crnennann3upoBaHHOE TIpOrpaMMHOe obecrieueHre (Mo 001acTsM 3HaAHUK),
CrnpaBouno-nipaBoBele cucteMbl (CIIC), CneumanusupoBaHHbIE 0a3bl
naHHbIX. ba3el manHbIX. BBegenue B 0a3pl naHHbIX. PaboTa ¢ OCHOBHBIMU
oObexkTaMu 6azamu naHHbIX. Co3aaHue Tabaul, 3apocoB, GOPM U OTUETOB

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 HH(popManumu M 0O0pabOTKU JaHHBIX,
METOJIaMU CHUCTEMHOIO MOJXO0Ja JUIsl PElIeHHs] MOCTaBJICHHBIX 3ajau C
MOMOUIbIO TUPPOBBIX U HHPOPMAITMOHHBIX TEXHOJIOT Ui

Nmeer mpencraBieHune O 3aKOHOJATENBHBIX W HHBIE TPABOBBIX aKTaX
Poccuiickoit deneparuu, peryIupyomuX MpaBoBble OTHONIICHHS 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 U UMEIOLIUXCS PECYPCOB U OTpaHUUYECHUIA;

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  pEIIeHUs  3ajad
po(hecCUOHANTBbHOM ESTeNIbHOCTH; padOTAET ¢ TEKCTOBBIMU M YHCIOBBIMU
JTAHHBIMU, MPOBOJUTH MPOCTEUIIYI0 AHAIUTUKY TEKCTOBBIX M YHMCIOBBIX
JaHHBIX C TIOMOMIbIO CHEIHATBbHOTO MPOTPAMMHOTO  00eCHedeHus;
o0OpabaTtpiBaeT rpaduueckue n300paKeHHUS;

Hcnonbzyer pecypcel MHTepHET U €ro cepBUCH, BKJIIOYas 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.

TpynoeMKocCTs,
3.e.
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OcHoBHaA
IuTeparypa

1. bammaxosa,, E. W. MHWudopmatnka u  uHpOpMaAIMOHHBIE
texHoJoruu. TexHonorust padotsl B MS WORD 2016 : yueGHO€e mocobue /
E. U. bammakoBa. - Mudopmatuka M MHYOPMAIIMOHHBIE TEXHOJOTHH.




Texuonorust padorer B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
npaBa. - JnekrpoH. gad. (1 daitn). - Mocksa : At [lu 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: Oubmmortexka (yHKui : ydeOHOE
nocobue / E. W. bammaxoBa. - Wupopmarnka u WHPOPMAIUOHHBIC
TexHonoruu. YwmHbIA Excel 2016: Oumbnmoreka dynkiuii,Becs 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 u 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 ynusepcuter, 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 mocooue mius CIIO / A. B. Ilserkosa. -
Nudopmatuka u nHpopMannonnasie 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

DneKkTpoHHBIN pecype : yueoHoe nocodue / C.C. Meitbko / JI.A. Peneuko /
A.Il. Anexcees / A.P. Bantotun / U.A. KoposbkoBa. - 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. CoBpemeHHbIe HMH(QOPMAIIMOHHBIE TEXHOJIOTUH  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 uHdopmatuky, 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 MpOIeccaMu.
«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




