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Kparxoe BBenenne B 1mudposble TexHoJoruu. llommTHka rocygapcTBa B 00nacTu
P — mudpoBm3ayuu. ['ocynapcTBeHHble nmporpaMMbel. CoBpeMeHHOE ITUBpPOBOE

npoctpancTtBo. OcHOBHI mudpoBoro odmectsa. [{udposas rpaMOTHOCTL U
¢ poBbie KomneTeHIuA. O030p COBPEMEHHBIX ITU(PPOBBIX TEXHOJOTUH H
BO3MOXXHOCTEH WX MPUMEHEHHS I PEIICHHS ITOCTaBJICHHBIX 3ajad.
lNocynapctBerHbIe TUGPOBBIC YCIIYTH U TOPTAHL.

Texunonornu ynaneHHod pabotel. DaiimooOMeHHMKH. BeOuHapHBIE
TJIOMAAKH. JIMCTaHIMOHHBIE TEXHOJIOTHH ¥ BO3MOXKHOCTH JIUCTAHITUOHHOTO
oOydenusi. Pabora B on-line pexume. [{udpoBas oOpa3zoBarensHas cpena
yHUBepcuTeTa. 3HaKoMcTBO ¢ moptaioMm elncfuru u  Exammycowm.
DNeKTpOHHBIE OMOIMOTEUHBIE CUCTEMBI.

Cucrematuzanusi u Xpanenne uHpopmanuu Ha [IK. OG30p wu
knaccudukanus OC. OcuoBel pabotei B OC Windows/Astra Linux.
3HAKOMCTBO C HAallMOHAJIbHOM omnepanuoHHOM Astra Linux. OTtambl
MOATOTOBKH KOMITbloTEepa K pabore. MuTtepdeiic monb3oBarens. Ilanens
3amauy. PabGora c¢ oxnamu. Menemxep aiinos/IlpoBonnuk. Ilouck.
[ToumeHnoBanwme (aityioB, CUCTEMATH3AIMS M KaTaIOTH3aus. TUIBI (ailyioB.
Konpepramus. OcobernHoctu BoccTaHoBieHHs uHGopmaruu Ha USB-
HOCHTEJIAX.

DJEKTPOHHBIC TOYTOBBIE CepBUCHL. (030p BO3MOXXHOCTEH COBPEMEHHBIX
MOYTOBBIX CEpPBUCOB. Poib 37€KTPOHHONW MOYTHI B HH(POPMAIMOHHOM
oOMeHe. Perucrpanusi, HacTpoiika, opraHuzanusi paboTbl C MOYTOBBHIMHU
cooomennsamu.  Cucremarmsanusa  cooOmeHuii.  be3omacHocTs H
WCIOJIb30BAHNE BPEMEHHBIX MTOYTOBBIX SIIUKOB U aHOHUMai3epoB.
CereBoii sTuker. [IpaBuna 1e10Boi MEPEeNUCKA U OOIIECHHS B COITMATBHBIX
CETsIX, ANEKTPOHHBIX MOYTOBBIX CEpBHCAX M MecceHkepax. OcoOeHHOCTH
nenoBoi nepenucku B WhatsApp, Telegram, Viber u ap.
Nurepuer-texnonoruu. OCHOBBI MOUCKA, KPUTHUYECKUN aHAIU3 U CHHTE3
uHdopmanuun B riobansHOM cetn MutepHer. PabGora ¢ Opaysepamu
(n30paHHOE, 3aKJIAJK{, XypHaT W JOp.). XpaHEeHHE OOJbIIUX O00BHEMOB
naHHblX. CeTeBble CEepBUCHI M HMX BO3MOXHOCTH. OpraHuzanus U
O0e3omacHOCTh  paboThl B oOjauHbIX  XpaHuwnumax (MailO6nako,
SAnnexc/luck, Google Drive u ap.). Opranuzamnusi COBMECTHOM pabOTHI C
uHdopmarnmeii. Pabora B 001a4HBIX PUTIOKEHUSIX

AmnmapatHoe o0ecrieueHHe TEpPCOHAJIBLHOrO  KOMIbloTepa. bazoBas
anmapaTtHas KoHurypauus. MaTepuHcKas 1ata. Y CTpoiicTBa, BXOASAILIUE
B COCTaB MarepuHCKod mmiuaTel. [Iporeccop, Ha3HayeHHE M OCHOBHBIE
XapaKTePUCTUKH (TAaKTOBAsl 4YaCTOTa, pa3psAaHOCTh, IIMHA MPOIIECCOpa, KIIII-
namsTh, MPOU3BOJUTENHHOCTH). [laMATh, Ha3HAYeHHE M BUJBI MAMSITH
(omepaTtuBHas, TOCTOSIHHAS, BHEIIHSSI), OCHOBHBIE XapaKTEPUCTHKHU.
YcrpoiictBa BBoAa-BbiBoja. llopThl BBOAa-BbIBOAa. Knaccudukarus
nepudepuitHpIX YCTPOMCTB (HOCHUTENH MJAHHBIX, KJIaBHATypa, MBbIIIb,
MOHHUTODPBI,  TPUHTEPHI,  ckaHepwl). KiaBuaTtypa  mIepcOHAIBHOTO
KommbioTepa. PasHoBunHOCTH KnaBuaTyp. Hasnauenue knasuil. ['opsuue u
(byHKIIMOHANBHBIE KIaBUIIH. KilaBuatypHble TpeHaXEPHI.

[IporpammHoe oOecrieueHue TMepcoHaNbHOTO KommbioTepa. CocraB
nporpaMmmHoro obecredenust (I10) mepcoHaNbHOTO KOMITbIOTEpA. Y POBHU

I10 (6a30BbIif, cHCTEMHBIH, ciy:KeOHbIH, npukiagHoi). Knaccudukams




IO (mo wnasnauenuto). Knaccudukamuss HPUKIATHBIX MTPOTPAMMHBIX
cpenctB. Kmaccupukamus ciay)eOHBIX MPOrpaMMHBIX cpenctB. O0630p
cpaBauTenbHb anamm3 [10 OC Windows/Astra Linux.

OO6paboTtka TekcroBoil mHMopmanuu. TexHomoruu pabOTHl C TEKCTOBOM
uHpopmanmeir B o¢ucHbIX H ceTeBbix npuioxenusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). [IpaBuna odopmiieHHSI TEKCTOBBIX
nokymentoB 1mo ['OCT. IIpodeccnoHaibHOE pEeNaKTUPOBAaHHE U
dopmatupoBanue nokymeHnta Co3manue TabauIl U rpaguueckux 00BEKTOB.
Brrancnenus B Tabnmunax. [octpoenne nquarpamm. Co3nanue rpadudeckux
cxeM. CoznaHue JOKyMEHTa CIOXKHOM CTPYKTypbl. PaGoTta co cruismu.
ABTOMAaTHYECKOE CO3J]aHWE OIJIABIICHHUS. DJEKTPOHHOE PEICH3UPOBAHUE
IoKyMeHTOB. Pabora B pexume wucnpasieHuit. Co3ganue mallIoHOB U
¢dopMm. ABTOMaTHUYECKas pacCTaHOBKAa CHOCOK Ha WCTOYHUKHU. [louTOBBIE
paccbutku. Co3manue TOKYMEHTOB CIUSTHHUSL.

Opraamzanus paboThl ¢ TAOJMYHBIMH JaHHBIMHU CPEACTBAMH AJIEKTPOHHBIX
tabnun. TexHonmoruu padoThl ¢ TAONMYHBIMM JaHHBIMH B O(UCHBIX U
cereBbix npuioxenusx (LibreOffice, MSOffice, OpenOftice, GoogleDoc).
Tunbr manasix. HacTpoiika okHa mis paboThl. ABTOMAaTHU3aIvs MPU BBOJIE
TaHHBIX: (YHKIIMM aBTO3AIOJNHEHWS W aBTO3aBEPUICHHS. Psapl NTaHHBIX.
Co3manne mporpeccuit. Pabora co cmuckamMu MaHHBIX H  CO3JAHUE
COOCTBEHHBIX CIHCKOB MEpPEeYUCIeHUd. YciaoBHOe (opMaTHPOBAHUE.
Pabota c¢ dopmynamu u dyskumsmu. Mcnons3oBaHue aOCOTIOTHBIX H
OTHOCHUTEIIBHBIX CCBUIOK Mpu 00paboTke naHHbIX. Komanasl 1y paboThI ¢
¢aiinaMi ¥ TIOATOTOBKM JOKyMeHTa K medatd. Komaumpl it paboThl C
AJICKTPOHHOU TaOJIMIIeH Kak ¢ 0a30¥ MaHHBIX. AHANMM3 JAHHBIX OOJBIINX
tabmuin. CopTUpoBKa TaHHBIX. BBOA yCIOBUW IJIi COPTHUPOBKH JAHHBIX.
OunbpTpanus JaHHBIX. BBoj kputTepueB (ycloBHid) OTOOpa JaHHBIX.
Komannp! aiist co3nanust U paboThl ¢ AuarpaMmMaMu. DJIeMEeHThI nHTepderica
g pabotel ¢ auarpamMaMu. CrocoObl coznmanust auarpamm. CosnaHue
cMemanHbix auarpamMMm. Crapknaiiael. [loaBeneHue NpoMeEKyTOUYHBIX
WUTOTOB U CO3/IaHHE CTPYKTYPUPOBAaHHBIX Tabuui. KoHconuaanus naHHBIX.
[ToaroroBka Tabmul A1 KOHCOJNUIAIMM AAHHBIX. DTanbl KOHCOJIMIAIUU.
PaGora co cBomHbIMM Ta0nuuIaMu U JguarpamMmmamu. MacTep CBOJHBIX
tabmuin. PaGora B cBogHOM TaOmwmie. PuimbTpamus AaHHBIX CBOIHOU
tabnuuel. Co3nanue CBOAHOM nuarpaMmel. Mcnonb3oBanue nakera AHanu3
JTaHHBIX. IMIIOPT JaHHBIX. 3alluTa TaHHBIX.

[loarotroBka  OeMOHCTpallMOHHBIX — MarepuanoB. MHdorpaduka u
BU3yaJM3alusl JaHHBIX, KyJnbTypa mpe3eHtanuu. O030p MporpaMMHBIX
IPOAYKTOB AJIsl CO3/IaHus pe3eHTauuid. TexHomoruu paboThl ¢ BU3YAIbHON
uHpopmanueii B oducHbIx H cereBbix mnpunokenusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). I11abn0HbI U CTPYKTYpa Npe3eHTaLUH.
Coznanne snemMeHTOB Mpe3eHTauu. Co3laHUE CETEBBIX IMpE3eHTAIMil B
web-cepBuce Prezi.com. Mcmonb3oBaHne MalHAMOAIIUHTA (METaIbHBIX
KapT) Ui co3aanus npesenranuii. CoBMECTHOE CO3/JaHKE MPe3CHTalNH.
Hudposeie TexHONOTHU Ui 00pabOTKM TpadUuecKuX H300paxKeHUH.
I'padmueckue cpenctBa mpenctaBieHus AaHHBIX. OmudpoBKa W aHAIU3
n3zo0paxxkenuit. KommbloTepHoe (TeXHHYECKoe) 3peHue. TeXHOJOTHH
00pabOTKN MYyIbTUMEIUIHBIX JaHHBIX. BekTopHast U pacTpoBas rpaduka.
IIporpammuoe obGecrieueHue aiasi 0OpabOTKH TrpapuuecKux H300pa’keHHM
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe
Ilustrator; InDesign). Iloctpoenne auarpamm u 61j0k-cxeM (Microsoft




Visio). PaboTa ¢ oducHbIMU U ceTeBBIMH NpUIOKEHUAMU. OpraHu3arus
COBMECTHOI'O JOCTYIIA.

Nudopmanmonnas 6e3omacHOCTh U €€ coctapisromue. OCHOBHBIE BUJIBI
yrpo3 0e30macHOCTH Ui TOJIb30BaTeNel (BUPYChI, cmam, (HUIIUHT,
TeXHu4yeckue cboum u  mp.). KommbroTepHble — MPECTYIUICHUS.
Knaccudpukamus. Metoapl mpoQuiIakTHKH. 3aKOHOJATEIbHBIE W WHBIE
npaBoBble akThl Poccuiickon @Pexnepanuy, peryaupyromme IpaBOBbIE
OTHOIICHHUST B cdepe UHPOPMAMOHHONW OE30MaCHOCTH U 3allHTHI
rOCyIapCTBEHHOW TaiHBI.

[udpossie uaCTpYMEHTH. OCHOBBI CAUTOCTPOCHUS. MEHTAIBHBIC KAaPThl U
T.J.

WudpopmanroHHbIle TEXHOJIOTHH B TPOPECCHOHATBHON JIEATEIBHOCTH.
Crennann3upoBaHHOE TIporpaMMHOe obecrieueHre (Mo o0nacTsIM 3HAHUK),
CrpaBouno-nipaBoBele cuctemsl (CIIC), CneumanusupoBaHHble 0a3bl
IaHHbIX. ba3el jaHHbIX. Beegenne B 0asnl gaHHBIX. PaboTta ¢ OCHOBHBIMH
oObekTamu 0a3amu aHHbIX. Co3aaHue Tabaull, 3aIpocoB, GOpPM M OTUETOB

Pe3ynbpratsl
OCBOEHUS
JMCTIATUTHHEI
(Mopynist)

[IpumeHsieT OCHOBBI TNOWCKAa M KPUTHYECKOIO aHaiu3a HHPOpMalUH;
HCIOJIb3YET METOJbl CHUCTEMHOTO MOJAXO0Ja JUIsl PELIEHHs] MOCTaBJIECHHbBIX
3aJa4y C TOMOUIbI0 IUGPOBBIX M HHPOPMAIMOHHBIX TEXHOJIOTHIA;
OpraHu3yeT JIMYHOE U (PPOBOE MPOCTPAHCTBO;

Bnageer TexHomorusMu mnoucka HH(popManmu U OOpaOOTKH JTaHHBIX,
METOJIaMU CHUCTEMHOIO MOAXO0Ja JUIsl PELIeHHs] MOCTaBJIEHHBIX 3ajad C
MTOMOUIbI0 IUPPOBBIX U HHPOPMAITIOHHBIX TEXHOJIOT Ui

Nmeer mpencraBieHune O 3aKOHOJATENBHBIX W HHBIE IPABOBBIX aKTax
Poccuiickoii denepanuu, peryaupyroux MpaBoBble OTHOIIEHUS B cdepe
MH(POPMAITMOHHON OE30TIaCHOCTH U 3aIIUTHI TOCYAaPCTBEHHOMN TalHBI;
[Ipumensier nnudpoBble TEXHOJIOTMM Ul PELICHHs MOCTABJIECHHBIX 3a/ad,
BbIOMpAas ONTUMAIBHBIA CHOCOO MX pELIEHUs, MCXOIs U3 JEeHCTBYIOIIMX
IIPaBOBBIX HOPM U MMEIOLIUXCS PECYPCOB M OTPaHUYCHMUIA;

Brnaneer TexHonoruell opraHum3anuu O€30MAaCHOTO JMYHOIO LU(POBOro
IIPOCTPAHCTBA;

Ilonnmaer mpuHOMIBI ~ pabOTBl  COBPEMEHHBIX  MH(POPMAIMOHHBIX
TEXHOJIOIMH, mporpaMMmHoro odecrneuenus 11K u 3HaeT ero BO3MOXKHOCTH;
[Ipumensier uHQOpPMALMOHHBIE TEXHOJIOTMM [UI1  pPELIeHUs  3ajad
poQecCHOHANBHON 1eATENbHOCTH; pabOTaeT C TEKCTOBBIMU U YMCIIOBBIMU
JAHHBIMU, MPOBOAUTH NPOCTEHLIYI0 AHAINTHUKY TEKCTOBBIX U YHCIOBBIX
JAHHBIX C TIOMOILIbIO CIELUAIBHOIO IPOrPaMMHOIO  oOecreyeHus;
oOpabarpiBaeT rpadudeckue n300paKeHHUS;

Hcnons3yer pecypcbl MHTepHEeT M ero cepBHUChHI, BKIIOuYas oOOJauHbIE
XPpaHWINIIA U IPYTHe HHCTPYMEHTHI OPraHU3aluy IPOEKTHOM, B TOM YHCIIE
COBMECTHOM, paboTBhI;

Bnaneer HaBblkaMM IpPUMEHEHHS HWH(POPMALMOHHBIX TEXHOJOIMM JUIs
pewieHuss Mpo(pecCHOHATIBHBIX 3a/ady, OCHOBaAaMM HH(OPMALMOHHOM
0€301aCHOCTHU U C0cO0aMHU €€ 3aIIUTHL.

TpynoeMKocCTs,
3.€.
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Ilepeyenb OCHOBHOI M ONOJHUTEIBHOM JTUTEPATYPbI, HCOOXOAUMOM 1JIsi OCBOCHHS

JUCHHUITJIMHbI

OcHoOBHasA
TuTepaTtypa

1. bammaxoga,, E. Y. ndopmaTika u nuHGOpMalMOHHBIE TEXHOIOTUH.
Texnonorust padorst B MS WORD 2016 : yuebnoe mocobue / E. W.
bammakoBa. - MWHdpopmatuka u  HHGOPMALMOHHBIE TEXHOJOTHH.
Texnonorust paborst B MS WORD 2016,Becs cpok oxpaHbl aBTOPCKOTO




npasa. - DnekTpoH. nas. (1 ¢aiin). - Mocksa : At [Iu Ap Meaua, 2020. - 90
C. - anekTpoHHbI. - Kuura Haxomutcs B mpemuym-epcun OBbC IPR
BOOKS. - ISBN 978-5-4497-0515-0, sx3eMILIIpOB HEOTPAHHUYCHO

2. Bammaxoga,, E. 1. UndopmaTika u nHGOpPMaLMOHHBIE TEXHOIOTUH.
Ywmuwiii Excel 2016: 6ubmuoreka (ynkuumii : yuyeOnoe mocodbue / E. .
bammaxkoBa. - MHdopmaTika u nH(GOPMAIIMOHHBIE TEXHOJIOTUU. YMHBIN
Excel 2016: 6ubimoTeka GpyHKIMiT, Bech cpok 0XpaHbl aBTOPCKOTO Mpasa. -
OnektpoH. aaH. (1 daitn). - Mocksa : Aii [lu Ap Menua, 2020. - 109 c. -
aneKTpoHHbIN. - KHura Haxonutes B npemuym-sepcun ObC IPR BOOKS. -
ISBN 978-5-4497-0516-7, 3k3eMILISIPOB HEOTPAHHUYCHO

3. Masnnpa,, A. I'. Uadopmaruka u nHGOPMAIIMOHHBIE TEXHOJIOTHH :
nabopatopubIii mpaktukyM / A. I'. Manapa, A. B. [lonos, A. U. JIpsikoHOB.
- Uadopmaruka n uapopmarmonHbie TexHomorum,2026-09-20. - DnexTpoH.
naH. (1 ¢aitn). - Camapa : Camapckuii TOCYJapCTBEHHBIM TEXHHYECKHUI
yausepcureT, 9bC ACB, 2020. - 64 c. - anekTpoHHbIN. - KHUra Haxoaurcs
B npemuyM-Bepcun ObC IPR BOOKS. - ISBN 2227-8397, sx3emIuisapoB
HEOTrpaHUYEHO

4. [BerkoBa, A. B. Unpopmatuka u nHpOpMallMOHHBIE TEXHOJIOTUU
DnexTpoHHBIN pecypc : YuebHoe mocobue mias CIIO / A. B. Ilerkosa. -
HNudopmarnka n napopmannonnsie Texnonorunu,2020-08-30. - Capatos :
Hayunas xuura, 2019. - 190 c. - Kaura Haxoaurtes B mpeMuyMm-Bepcuu IbC
IPR BOOKS. - ISBN 978-5-9758-1891-1, 3k3eMIUISIpOB HEOTPAHUISHO

JlononHuTenpHas
IuTeparypa

1. CoBpeMeHHbIe WH(DOPMAIMOHHBIE TEXHOJOTUHA  DJIEKTPOHHBIN
pecypce : COOpHHMK TPYIOB IO MaTrepuagaM 3-il MEKBY30BCKOH Hay4HO-
TEXHUYECKON KOH(EPEHIIMU C MEXIYHAPOAHBIM ydacTueM 29 ceHTIO0ps
2017 r. / B. U. BomoBau [u np.] ; pea. B. M. Aptromenko. - Koponés :
Hayunslii xoncynstant, MI'OTY, 2017. - 191 c. - Kuura Haxonurtcs B

npemuym-Bepcun  ObC PR BOOKS. - ISBN 978-5-9500999-7-7,
9K3EMIUIIPOB HEOTPAHUICHHO
2. CoBpeMeHHbIE MYJIBTUMEIUITHBIE WH(POPMAIIMOHHBIC TEXHOJIOTHU

DneKkTpoHHBIN pecypc : yueoHnoe mocodue / C.C. Meitbko / JI.A. Pereuko /
A.Il. Anekcee / A.P. Bantotun / U.A. KoponbkoBa. - CoBpeMeHHbIE
MyJIbTUMEANIHBIC HHGOpMaMoHHbIe TexHooruu,2019-05-25. - Mockaa :
COJIOH-ITPECC, 2017. - 108 c. - Knura naxonutcs B 6a3oBoii Bepcuu DbC
IPRbooks. - ISBN 978-5-91359-219-4, 5k3eMIUISIpOB HEOTPAHUYEHHO

3. CoBpemeHHbIE HMH(QOPMAIMOHHBIE TEXHOJOTUU  DJIEKTPOHHBIN
pecype : yue6Hoe mocobme / C.C. Mmwitbko / JI.A. Peneuxo / U.A.
KoponbkoBa / A.P. Banrotun / A.Il. AnekceeB ; pen. A.Il. Anekcees. -
Camapa : [ToBomxkckuit rocy/AapCTBEHHBIN YHUBEPCUTET
TeleKoMMyHUKauui u uapopmatuku, 2019. - 101 c. - Kuura naxoaurcs B
6azoBoii Bepcuu DbC IPRbooks., 3x3eMIuIsipoB HEOrpaHUYEHHO

4. Amiep, FO.I1. Cratuctuueckoe ynpasieHue nporeccamu. «bombiine
JTaHHBIE» DJIEKTPOHHBINA pecypc : yueOHoe nocodue / E.A. Yepnsbix / FO.I1.
Amiep. - Cratuctudeckoe ympaBieHHe mporeccaMu. «bombline
nmanHbie»,2019-09-01. - Mocksa : U3narensckuii Jlom MUCuC, 2016. - 52
C. - Knura naxoaurcsa B 6azoBoii Bepcuu DbC IPRbooks. - ISBN 978-5-
87623-969-3, 3x3eMIIsIpOB HEOIPAaHUYEHHO




