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Beenenne B qudposele TexHosorun. [lonmuTuka rocymapcrea B oOnacTu
mudposmsammu. 'ocynapcreennsie nmporpammbl. CoBpeMeHHOe LuppoBoe
npoctpancTBo. OcHOBBI Lupposoro obmectsa. Ludposas rpaMOTHOCTD U
udposele komnereHIUUA. O030p COBpEMEHHBIX LU(PPOBBIX TEXHOJIOTUH H
BO3MOKHOCTEH WX TNPUMEHEHHUS MJIsl PELICHUs ITOCTaBJICHHBIX 3a1ad.
I'ocynapcTBerHble UG POBBIE YCIYTH U IOPTAJIBL.

Texnonorun ynanenHoit paborer. DaitnooOMeHHHKH. BeOuHapHbIe
TUTOIIA/IK . JlMcTaHIMOHHBIE TEXHOJIOTUU u BO3MOYKHOCTH
nucraHnuoHHoro oOydenus. Pabora B on-line pexume. I[udpposas
oOpa3oBaTeNibHas cpea YHUBEPCUTETA. 3HAKOMCTBO ¢ mopTaiom el .ncfu.ru
u Exammycom. D1ekTpoHHbIE OHOIMOTEUHBIE CHCTEMBI.

Cucremaruzanuss u xpaHeHue wuHbpopmanuun Ha [IK. O630p wu
knaccudukanus OC. OcHoBbl paboter B OC Windows/Astra Linux.
3HaKOMCTBO C HAIMOHAJIBbHOW oOmnepaunoHHoW Astra Linux. Dtambl
MOATOTOBKU KoMmIbioTepa K pabote. MHTepdeiic monb3osarens. Ilanens
3amau. Pabora ¢ oknamu. Menemkep ¢aitnos/I[IpoBonnuk. Ilouck.
[MoumeHoBanue ¢aiiioB, cUcTeMaTH3alWs W KaTtajoruzauus. Twrbl
¢aitnos. Konsepraunsa. OcoOeHHOCTH BOCCTAHOBJIEHHsSI WH(pOpPMAINU Ha
USB-nHocuTensx.

DneKTpOHHbIE TOYTOBBIE cepBHCHL. (O030p BO3MOXKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEPBHCOB. PONIb 3JEKTPOHHOW TOYTH B HH(POPMALMOHHOM
obmene. Perucrpanusi, HacTpoika, OopraHuzanysi pabOThl C MOYTOBBIMH
coobmenusamu.  Cucremarnszaumsi  cooOmeHuil.  besomacHocth |
UCTIOJIb30BAHNE BPEMEHHBIX MIOYTOBBIX SIIMKOB U AHOHMMAaH3epOB.
Ceresotii sTuker. [lpaBuna nenoBoi nepenucku u OOIIEHUS B COLUAIBHBIX
CeTsIX, HJIEKTPOHHBIX MMOUTOBBIX CepBUCAX U MecceHmkepax. OcodeHHOCTH
nenosoii nmepernucku B WhatsApp, Telegram, Viber u np.
Wnreprer-TexHomorun. OCHOBBI MOWCKA, KPUTHUECKUI aHAIN3 M CHUHTE3
uHpopmanmu B rTinodanpHOU cetu HWHrepHer. Pabora ¢ Opaysepamu
(n30paHHOE, 3aKJTaKH, KypHAT W 1p.). XpaHeHHe OoNbInX OOBEMOB
nanHbIx. CereBble CepBUCHI M HMX BO3MOXHOCTH. OpraHusauus o
OesomacHocTh  paboTel B oOjauHbIXx XpaHmmmmax —(MailObnako,
Aupexc/luck, Google Drive u ap.). OpraHuzanus COBMECTHOH pabOTHI ¢
uHpopmarueii. Pabora B 00J1a4HBIX MPUITIOKEHUSIX

AnmaparHoe ofecneueHHe TEPCOHAIBHOTO  KOMIBbIOTEpa. baszoBas
ammapaTHasi KoHpurypauus. MatepuHCcKas 1mjata. Y CTPOCTBA, BXOJSIIHE
B COCTaB MaTepuHCKOH IuiaTel. Ilporeccop, Ha3Haue€HHE W OCHOBHBIE
XapaKTEPUCTUKN (TaKTOBAasl YacTOTa, Pa3psIHOCTb, IIMHA IPOLECCOpa,
K3II-MIAMSTh, IPOU3BOAUTENBHOCTD). [lamMsTh, Ha3HAUEHHE W BUABI TAMSTH
(onmepaTuBHAsA, TIOCTOSIHHAS, BHEIIHSS), OCHOBHBIE XapaKTEPUCTUKH.
YcrpolictBa BBOma-sbiBoma. I[lopTtel BBOma-BbiBOmA. Krnaccudukarus
nepupepruiiHbIX YCTPONCTB (HOCUTENM [AaHHBIX, KJIABHATYpPa, MBILIb,
MOHHUTOPBI,  TNPHUHTEPLL,  CKaHepel). KiaBuarypa  mepCOHAIBHOTO
KoMIbloTepa. PasHoBupHOCTH KilaBuatyp. Hasnadenue knasuin. Iopsume
U pyHKIIMOHANBHBIE KiIaBUIIU. KiiaBuatypHbie TpeHAKEPHI.

IIporpammuoe oOecneueHne mepcoHaNbHOro KommbtoTepa. CocraB
nporpammuoro obecrneuenus (I10) nepcoHabHOTO KOMIIBIOTEpA. Y POBHH
I1O (6a30BbliA, CHCTEMHBIH, Ciy:keOHBIH, npukiaagHon). Knaccudukarms




IO (mo HasHauenuro). Kiaccupukanuss TpPUKIATHBIX NPOTPAMMHBIX
cpeacts. Knaccudukammst ciykeOHBIX HporpaMMHbIX cpencts. O0630p
cpaBauTenbHbIN aHamms [10 OC Windows/Astra Linux.

Obpaborka TekcroBoil mHpopmarmu. TexHonoruu padOThI C TEKCTOBOH
uHpopmaumeii B oducHpix u cereBbix mnpriokeHmsx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). Ilpasuna ohopMIIEHHS TEKCTOBBIX
nokymento mo ['OCT. TIlpodeccuoHanbHOe penakTUPOBaHHE U
dopmatupoBanue nokymenta Coznanue Tabmui u rpadguueckux 0ObeKTOB.
Broraucnenus B Tabnuuax. [Toctpoenue nuarpamm. Co3nanue rpadudecknx
cxeM. Co3nmaHMe NOKYMEHTa CIIOXKHOH CTPyKTypsl. Pabora co cTHisiMu.
ABTOMAaTHYECKOE CO3/IaHHE OMIABICHUS. DJEKTPOHHOE PELIEH3UPOBAHUE
nokymMeHToB. Pabora B pexume wucnpasnenmnii. Co3ganue mabiOHOB U
¢dopm. ABTOMaTHYECKast PACCTAHOBKA CHOCOK Ha MCTOYHHUKH. [louTOBBIE
pacceuiku. Co3naHue JOKyMEHTOB CIIHSTHUS.

Opranuzauus padboTsl ¢ TAOJMYHBIMU JAHHBIMH CPEICTBAMH 3JIEKTPOHHBIX
tabmun. TexHonorun padoThl ¢ TaOJIMYHBIMH HAHHBIMH B O(HCHBIX U
ceresbix nmpmiokennsix (LibreOffice, MSOffice, OpenOftice, GoogleDoc).
Tunbr nanaex. Hactpoiika okHa ayis paboTel. ABTOMAaTH3ALMsI IPU BBOAE
JAaHHBIX: (PYHKLIWU aBTO3AIMOJHEHUS W aBTO3aBEPIICHUS. Psabl MaHHBIX.
Cospmanme mporpeccuii. Pabora co couckaMu JaHHBIX W CO3/IaHHE
COOCTBEHHBIX CITUCKOB TNepeunciIeHud. YcioBHOE (HOpMATHPOBAHUE.
Pabdora ¢ dopmynamu u Qyskumsmu. Mcnonp3oBaHue aOCOMIOTHBIX U
OTHOCHTEJIbHBIX CCBIIOK Mpu oOpaboTke manHbX. KoMauab! ans pabotsl ¢
¢aitnamMu ¥ TOATOTOBKM AOKyMeHTa K medatu. Komanael s pabotsl C
3JIEKTPOHHOM Tabnuneit kak ¢ 6a3o0if MaHHBIX. AHAJNIU3 JAHHBIX OOJBIINX
tabmun. CopTUpoOBKa NaHHBIX. BBOX YCIOBHWI IJIsI COPTUPOBKU IAHHBIX.
QunbpTpaimst OaHHBIX. BBOx KpuTepueB (ycioBHWii) OTOOpPa JaHHBIX.
Komannbt nanms cosmamss u paboTBl € JAuMarpaMMaMd.  DJIEMEHTHI
untepdeiica mis padbotel ¢ quarpammamu. CriocoObl CO3TaHUS TUATPAMM.
Cozpanne  cmemanHbix — guarpamm.  Cnapknaiinel.  Ilonsenenue
NPOMEXKYTOYHBIX HMTOTOB M CO3JaHHE CTPYKTYPHUPOBAHHBIX TaOIHILL
Konconunanmst nannbix. Iloaroroska tabmui 1 KOHCOMUAALNHT JaHHBIX.
Oransl koHconmunanun. Pabora co cBOgHBIMU TaOIUIIAMU U THArpaMMaMH.
Macrtep cBomHbix Tabnuu. PaGora B cBogHOl Tabnuue. PuibTparus
OaHHbIX  cBogHOHW  Tabmmubl  Co3gaHMe  CBOOHOH — AMArpaMMbl.
HUcnonp3oBanne makera AHanu3 AaHHBIX. MMmopt paHHBIX. 3ammura
TaHHBIX.

ITonroTtoBka  JE€MOHCTpAaUMOHHBIX  MaTepuanoB. Huporpaduka wu
BU3yaJIM3alMsl JaHHBIX, KyJbTypa mnpe3eHTannd. O030p mHpOrpaMMHBIX
NPOAYKTOB Il CO3MaHUsl mpe3eHTauud. TexHomoruu paboTel ¢
BU3yalbHOH wuHpOpManmedd B O(PUCHBIX W CETEBBIX NPUIIOKEHHUSIX
(LibreOffice, MSOftice, OpenOffice, GoogleDoc). I11abnoHsb! U CTPYKTYpa
npesenTauuii. Co3naHue 31eMeHTOB mpe3eHTannuu. CO3JaHHE CETEBBIX
npe3eHTanuii B web-cepprice Prezi.com. Mcnonb30BaHue MalHIMAIIIHHTA
(MeTanbHBIX KapT) ISl co3fmaHus mnpeseHTanmid. COBMECTHOE CO3JaHHE
MIPE3EHTALU.

[udposeie TexHomorun st 00paboTkM Tpaduvecknx H30OpaKeHUN.
I'paduueckue cpencrsa mpenctaBieHus AaHHbIX. OundpoBka U aHAIU3
uzobpaxkennii. KowmmbroTepHoe (TeXHHUYECKOE) 3peHHne. T eXHOJOTHH
00paboTKU MYJBTHMEANIHBIX JaHHBIX. BexTopHas u pactpoBas rpaduka.
IIporpammuoe obecnieuenue ansi 0OpaboTkH rpaduuecKux H300pakeHUi
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe




Mlustrator; InDesign). Iloctpoenue aumarpamm u Omok-cxem (Microsoft
Visio). Pabora ¢ opucHbIMH U CeTeBbIMH MpPHIOKEHUAMU. OpraHu3aLs
COBMECTHOT'O JIOCTYTIA.

HNudopmarmonnas 0e30nmacHOCTh U €€ cocTaBsitoinrie. OCHOBHBIE BHIBI
yrpo3 0e30macHOCTH Uil MOJIb30BaTenell (BUPYCHL craM, (DHUINUHT,
TexHuueckne cbou uw  mp.). KommbroTepHble — MpecTyIUICHUS.
Knaccupukaumsa. Merompl npoduakTHKH. 3aKOHOJATENbHBIE M HHBIE
npaBoBble akThl Poccuiickoil Pepepauuy, peryJUpPyrOIINe IPaBOBLIC
OoTHOmIeHUss B cdepe UHPOPMALMOHHONW OE30MaCHOCTH U 3AIUTHI
roCyJapCTBEHHOH TalHBbL

udpossie uacTpyMeHTh. OCHOBBI CAUTOCTPOCHMSI. MEHTalIbHbIE KapThl U
T.JI.

HUHpopManMOHHBIE TEXHOIOTMH B MPOPECCUOHATBHONH NeATENbHOCTHU.
CriennaaM3upoBaHHOE MPOrpaMMHOe obecriedeHue (o o0aacTsM 3HAHUI),
Cnpasouno-npaBoBbie cuctembl (CIIC), CrnenuanusupoBaHHble Oa3bl
naHHbIX. basel naHHbIX. BBenenue B 0a3bl naHHbIX. PaboTa ¢ OCHOBHBIMU
oObekTamu Oazamu naHHBIX. Co3nanue TadnuL, 3anpocos, GOPM U OTUETOB

PesynpTatsl
OCBOEHUS
JOVCLUTITUHBI

IIpuMeHsieT OCHOBBI TIOMCKA W KPUTHUECKOrO aHaln3a HH(OPMALWH,
UCIIONIb3YE€T METOIbl CHCTEMHOrO MOAXONAa IJISl PEIleHHs MOCTABJICHHBIX
3ama4  C TOMOINBI IU(PPOBBIX U HMHPOPMALMOHHBIX TEXHOJIOTHIL,
OpTaHu3yeT JUYHOE [TU(POBOE MPOCTPAHCTBO,

Brnapeer Ttexnomormsmu mnoucka uHGOpMArMu H 0OpabOTKM JaHHBIX,
METOlaMH CHCTEMHOTO TOAXONA Ul PEIleHHs TOCTABJISHHBIX 3a71ad C
MOMOIIBIO LU POBBIX U MHYOPMAITOHHBIX TEXHOJIOTUH

HNmeer mnpencraBieHne O 3aKOHOMATENBHBIX W HHBIE TPABOBBIX aKTax
Poccutickoii @enepanuy, peryJIupyrOIIuX MpaBoOBble OTHOIIEHUsS B chepe
UH(POPMAIIMOHHOI 0€30MaCHOCTH U 3aIUTHI TOCYJAPCTBEHHON TaiHBL,
[Ipumensier unpoBbIE TEXHOJIOTHH ISl PEIICHUs] TOCTABICHHBIX 3a1ad,
BBIOMpAsT ONTUMAJBHBIN CIOCO0 WX pEIleHHs, MCXOAS M3 ACHCTBYIOLINX
MPaBOBBIX HOPM U UMEIOIIHUXCS PECYPCOB U OIPaHUYCHUN,

Brapeer TexHosormedl opraHM3aluM O€30MACHOTO JIMYHOTO LHU(POBOrO
MPOCTPAHCTBA;

ITornmaer mpuHIUnbl  paboOTBl  COBPEMEHHBIX  HWH(POPMALMOHHBIX
TEXHOJIOTHA, porpaMMmHoro obecrnedeHust [IK u 3HaeT ero BO3MOKHOCTH,
[Ipumensier WHQOPMALMOHHBIE TEXHOJIOTHH Il PELICHUs  3amad
npodeccHoHaNBbHON NesTeTbHOCTH, paboTaeT ¢ TEKCTOBBIMH M YHCIIOBBIMHU
IaHHBIMH, MPOBOAHNTH MPOCTEHINYI0 AHATUTHKY TEKCTOBBIX W UHCIIOBBIX
JaHHBIX C TIOMOLIBIO CIIELHAIBHOIO IPOrPaMMHOTO  OOECHeUeHHS,
obpabaTeiBaeT rpaduyueckue H300paKeHUs,

Hcnonbsyer pecypcbl MHTepHET W €ro CepBUCHL, BKJIIOUash OOJIa4YHbIC
XPaHWIUINA U APYTrue HHCTPYMEHTBI OPraHU3aLuH MPOEKTHOH, B TOM YHCIIe
COBMECTHOM, pabOThI,

Brnaneer HaBbIKAMHM TpUMEHEHHS WH(POPMALMOHHBIX TEXHOJOTHUH JUIs
pemeHnss MpoQeCCUOHANBHBIX  3a7ad, OCHOBAMH HH(pOPMALIMOHHON
0e30nacHOCTH M cIoco0aMH ee 3alHThL

TpynoemkocTs,
3.€.

4

®dopma
OTYETHOCTHU

3auer, 3a4eT C OLEHKOH

ITepeueHb 0CHOBHOI M JOMOJHUTEJILHOM JTUTEPATYPbI, HEOOXOAUMOI /151 OCBOECHHS

AUCIHHUILIHHBbI
OcHOBHast 1 bammakosa,, E. WM. HWnadpopmatuka u  uHPOPMALMOHHBIE
texHojioruu. TexHomyorusi pabotrel B MS WORD 2016 : yuebroe nocobue /
JauTeparypa

E. 1. bBammakoBa. - UHbopmarnka m MHOOPMAIIMOHHBIE TEXHOJOTHH.




Texnonorust padorst B MS WORD 2016,Bech cpok oxXpaHbl aBTOPCKOTO
npasa. - JnekTpoH. aad. (1 ¢aiin). - Mocksa : Al [Iu Ap Menna, 2020. -
90 c. - snexTpoHHbIi. - KHura Haxogutcst B npemuyMm-sepcuu ObC IPR
BOOKS. - ISBN 978-5-4497-0515-0, 5k3eMILIsIpOB HEOTPAHUUEHO
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nocodbue / E. M. bammakoBa. - HMHpopmatnka m wuHPOpPMALIMOHHBIE
texHojioruu. Ywmubii Excel 2016: O6ubmmoreka ¢ynkumii,Becb cpok
OXpaHbl ABTOPCKOTO mpasa. - DnekTpoH. aaH. (1 daiin). - Mocksa : Aii [Tu
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Bepcun OBC IPR BOOKS. - ISBN 978-5-4497-0516-7, 3Kk3eMIUISIpOB
HEOrPaHIUYEHO

3. Manppa,, A. I'. Unpopmarnka 1 MHPOPMALIMOHHBIE TEXHOJIOTHH
naboparopubrii nmpaktukym / A. I'. Mannpa, A. B. Tlonios, A. Y. JIpsikOHOB.
- HWadopmaruka wu wuHPOpMauMOHHBIE TeXHONOTHHU,2026-09-20. -
Onektpon. man. (1 ¢aiin). - Camapa : Camapckuii rocyaapCTBEHHBIH
TexHuueckuit yHusepcutetr, 9bC ACB, 2020. - 64 c. - 2NeKTPOHHBIN. -
Knura naxonutcs B npemuym-sepcuun ObC IPR BOOKS. - ISBN 2227-
8397, 5Kk3eMIIISIPOB HEOTPAHUYEHO

4. IBerkoBa, A. B. MadopmaTuka u nHGOPMALIIOHHBIE TEXHOJIOTHH
DnekTpoHHbI pecypc : YueOnoe nmocodue mis CIIO / A. B. LiseTkoBa. -
HUndopmaruka u nHpopmaunoHusie TexHonoruu,2020-08-30. - CapaTos :
Hayunas xnura, 2019. - 190 c¢. - KHura HaxoguTcs B NPEeMHUYyM-BEPCUU
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OBC IPR BOOKS. - ISBN 978-5-9758-1891-1, »sk3eMIuIsipoB
HEOTPAaHUYEHO
1. CoBpemenHble MHOOPMALIMOHHBIE TEXHOJIOTUU  DJIEKTPOHHBIN

pecypc : COOpHUK TPyHOB MO MarepuaiaM 3-il MeKBY30BCKOH Hay4HO-
TEXHUYECKOH KOH(PEPEeHIHH C MEKAyHAPOAHBIM ydacTHeM 29 CeHTs0ps
2017 r. / B. 1. Bonosau [u ap.] ; pen. B. M. Aptromenko. - Koponés :
Hayunsiit koncynbranr, MI'OTY, 2017. - 191 c. - Kuura Haxonurcs B
npemuym-Bepcun DOBC IPR BOOKS. - ISBN 978-5-9500999-7-7,
SK3EMILISIPOB HEOTPAHUYEHHO

2. CoBpeMeHHbIE MYJbTUMEIUIHBIE WH(POPMALMOHHBIE TEXHOJIOTHU
DnekTpoHHbIH pecypc : yuebHoe mocobue / C.C. Meitbko / J1.A. Peneuko /
ATl Anexcees / AP. Banrotur / M. A. KoponpkoBa. - CoBpeMeHHbIE
MyJIbTUMEAUNHBIE HHOPMATMOHHBIE TEXHOJIOTHN,2019-05-25. - Mocksa :
COJIOH-ITPECC, 2017. - 108 ¢. - Kaura Haxonutcsi B 0a30BOi BepcUU
3BC IPRbooks. - ISBN 978-5-91359-219-4, 5k3eMIUISIPOB HEOTPAHUUEHHO
3. CoBpeMeHHble MH(POPMALMOHHBIE TEXHOJOTUH  JJIEKTPOHHBINA
pecypc : ydeOnoe mocobue / C.C. Muirbko / JI.A. Pemeuxko / U.A.
Koponbkosa / A.P. Bantotun / A Il Anekcees ; pen. A.Il. Anekcees. -
Camapa : IToBoskckuit roCyapCTBEHHBIN YHUBEPCUTET
TelekoMMyHHUKauil 1 nHpopmaruky, 2019. - 101 ¢. - Knura maxogurcs B
6azoBoit Bepcun IbC IPRbooks., 3Kk3eMIIIsIpOB HEOrPaHUIEHHO

4. Annep, IOIL  Craructuueckoe  ympaBieHHE  MPOLIECCAMHU.
«bonpivie maHHbIE» DNEKTPOHHBIN pecypce : ydebHoe mocobme / E.A.
Uepubix / FOII. Amnep. - CraTucTU4eckoe YMpaBJIeHHE MPOLECCaMU.
«bombimue manaubie»,2019-09-01. - Mocksa : U3gatenbckuii Jlom MUCuC,
2016. - 52 ¢. - Kuura Haxomutcs B 0azoBoii Bepcun DbC IPRbooks. -
ISBN 978-5-87623-969-3, 3k3eMILIIPOB HEOTPAHUUEHHO




