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004 BBenenue B HHq)OpMaIIHOHHLIe TEXHOJOI'UH

Kpatkoe
CoJlepKaHue

BBeenue B uudposbie TexHosorum. [lonmurika rocymapcrsa B 061actu
mudpoBm3aruu. ['ocynapcTBenHbie mporpaMMbel. CoBpeMeHHOE ITUBpPOBOE
npoctpancTBo. OcHOBHI mudpoBoro odmectsa. [{udppoBas rpaMOTHOCTL U
¢ poBbie KomneTeHIuA. O030p COBPEMEHHBIX ITU(PPOBBIX TEXHOJIOTHH H
BO3MOYXHOCTEH WX MPUMEHEHHS I8 PEIICHHUS ITOCTaBJICHHBIX 3ajad.
I'ocynapcTBenHbie IU(POBBIC YCIYTH U TIOPTAIBL.

TexHonornu ypanenHoii padorbl. aitnooOMeHHUKH. BeOunapHbie
TUTOIIA TKH. JlucTaHIIMOHHBIE TEXHOJIOTHH u BO3MOKHOCTH
TUCTAHIIMOHHOTO oOyueHus. Pabora B on-line pexume. [udposas
oOpasoBaTesibHas cpeia YHUBEPCUTETA. 3HAKOMCTBO ¢ mopTajoMm el.ncfu.ru
n Examiycom. DnekTpoHHbIe OMOIMOTEYHbIE CUCTEMBI.

Cucrematuzanusi u xpaHenue wuHpopmauuu Ha IIK. OOG30p wu
knaccudukanus OC. OcuoBbl pabotei B OC Windows/Astra Linux.
3HaKOMCTBO C HAallMOHAJIBbHON omnepanvoHHOW Astra Linux. Dramnbl
MOATOTOBKH KOMIIbloTepa K pabore. Murepdeiic monb3oBarens. Ilanens
3amauy. PabGora c¢ oxHamu. Menemxep ¢aiinos/Ilpoonnuk. Ilouck.
[ToumenoBanme (aitoB, cucTeMaTu3alus U KaTajgoru3amus. Turbl
¢aitnoB. Konsepranus. OcoOeHHOCTH BOCCTAHOBIIEHUS HHGpOpMaluu Ha
USB-HoCHTESIX.

DJIeKTPOHHBbIE MOYTOBBbIE cepBHCHI. O030p BO3MOXKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEpBUCOB. Poib 3J€KTPOHHOM MOUYTHI B HHGOPMAIMOHHOM
obmene. Perucrpanusi, HacTpoiika, opraHuzanusi pabOTbl C MOYTOBBIMHU
cooOmenusamu.  Cucremarmsanusa  cooOmienuii.  be3omacHocTh H
WCIOJIb30BAHNE BPEMEHHBIX MTOYTOBBIX SIIIUKOB U aHOHUMai3epoB.
CeteBoii yTHKeT. [IpaBuia 1e10BOM NMEPENMUCKU U OOIIEHUS B COIMATBHBIX
CeTsX, DJIEKTPOHHBIX MMOYTOBBIX CepBUCAX U MecceHKepax. OcoOeHHOCTH
nenoBoit nepenucku B WhatsApp, Telegram, Viber u ap.
HNuTtepuer-Texnosiorun. OCHOBHI MOWCKA, KPUTUUECKUN aHAIN3 U CUHTE3
nHdopmaruun B riobanpHOM cetn Mutepner. PabGorta c¢ Opayzepamu
(n30paHHOE, 3aKJIaJK{, XypHal M Ap.). XpaHEeHHUE OOJIbIINX 00BEMOB
naHHblX. CeTeBble CEPBUCHI M HMX BO3MOXXHOCTH. OpraHuzanus U
0e3omacHOCTh paboTel B oOjauHbix xpanwmmmax (MailO6mnaxo,
Annexc/luck, Google Drive u ap.). Opranuzanus COBMECTHON pabOTHI €
uHpopmarmeii. Pabora B 001auHBIX MPUIIOKEHUSIX

AnmapaTtHoe o0ecrneyeHHe TEPCOHAJIBHOI0 KoMmnbloTepa. ba3oBas
anmapaTtHas KoHurypauus. MaTepuHcKas 1ata. Y CTpoiicTBa, BXOIALINE
B COCTaB MarepuHCkoi muaTel. [Ipoleccop, Ha3HayeHHE M OCHOBHBIE
XapaKTepUCTUKU (TaKTOBas YacTOTa, Pa3psTHOCTh, IIHWHA IMPOIIECcopa,
KOII-IAaMATh, POU3BOAUTEIHHOCTD). [laMaATh, Ha3HAUEHUE U BUJBI TAMSTH
(omepatuBHas, TOCTOSIHHAs, BHEIIHSAS), OCHOBHBIE XapaKTEPUCTUKH.
YcrpoiictBa BBoAa-BbIBojaa. llopTel BBOAa-BhIBOAa. Knaccudukarus
nepudepuiiHpIX YCTPOMCTB (HOCHUTENH MJAHHBIX, KJIaBHATypa, MBbIIIb,
MOHHTODPBI,  TPUHTEPHI,  CKaHepwl). KnaBuaTypa  MmepCOHAIBLHOTO
KoMmImbloTepa. PasHoBUIHOCTH KiaBuartyp. Ha3nauenue kiaBuml [opsuue
1 (QYHKIIMOHANBHBIC KIaBUIIH. KiiaBuaTypHbie TpeHaXKEPHI.

IIporpamMHoe oOecneyeHne NEePCOHAJBLHOr0 KommblTepa. Cocras
nporpammuoro obecrnedenust (I10) mepcoHanbHOTO KOMITBIOTEpA. Y POBHU

I10 (6a30BbIi, cHCTEMHBIN, ciyxeOHbI, npukiagHoit). Knaccudukanms




IO (mo wnasnauenuto). Knaccudukamuss HPUKIATHBIX MPOTPAMMHBIX
cpenctB. Kiaccupukamus ciaykeOHBIX TpOrpaMMHBIX cpenctB. O0630p
cpaBauTenbHbI aHamm3 [10 OC Windows/Astra Linux.

O6padoTka TekcToBoii nHpopmanuu. TexHonorun padoThl C TEKCTOBOM
uHpopmanmeii B o¢uCHBIX u cereBbiXx mnpuioxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). [lpaBuna odopmieHus TEKCTOBBIX
nokymentoB 1o ['OCT. [IlpodeccuonaiibHOoe penakTHpPOBAaHHE U
dopmarupoBanue qokymenTta Cosnanue TabmuI U rpadudeckux 0ObEKTOB.
Brrancnenus B Tabnmunax. [loctpoenne quarpamm. Co3nanue rpadudeckux
cxeM. CoznaHue JOKyMEHTa CII0O)KHOM CTpyKTypbl. PaGoTta co cruismu.
ABTOMAaTHYECKOE CO3JAHUE OTJIABJICHMS. OJIEKTPOHHOE PELIEH3MPOBAHUE
nokyMeHToB. Pabora B pexxume wucnpaieHuil. Co3paHue m1aOJIoOHOB U
¢dopMm. ABTOMaTHUECKass pacCTaHOBKAa CHOCOK Ha UCTOYHUKHU. [louToBEIE
paccbuiku. Co3qaHne JOKYMEHTOB CIUSHUS.

Opranmsanuss padoTrsl ¢ Ta0JIMYHBIMM [JaHHBIMH CpeICTBAMH
3JIeKTPOHHBIX Tadaun. TexHonoruu paboThl ¢ TaOMMYHBIMU TAHHBIMH B
oducHbix u ceteBbix npuiokenusnx (LibreOffice, MSOffice, OpenOffice,
GoogleDoc). Tunsl  ganabix. Hacrtpoiika okHa 118 paOoOTBHI.
ABTOMaTH3aysi TPH BBOJC JAaHHBIX: (YHKIMU AaBTO3ANOJNHEHUS W
aBTro3aBepmieHus. Psapl ganabix. Cosmanue mporpeccuit. PaGota co
CMHCKaMH JaHHBIX W CO3/[aHUE COOCTBEHHBIX CITMCKOB TEPEUYHCIICHHN.
VYcnosuoe ¢dopmarupoBanue. Pabora ¢ dopmynamu U QyHKIUSAMHU.
Hcnonb3oBaHne aOCOMIOTHBIX M OTHOCHTEIBHBIX CCBHUIOK NMPHU 00paboTKe
nanHblX. Komanael s paboThl ¢ ¢aiiiaMu U NOATOTOBKU JOKYMEHTa K
neyatd. KoMaHnmpl mis pabOTBI C AJIEKTPOHHOW TaOiuie Kak ¢ 0a3oi
JMaHHBIX. AHAIU3 JMAaHHBIX OoybIMX Tadyiui. CopTUpPOBKa MaHHBIX. BBoa
YCJIOBUM ISl COPTUPOBKH JaHHBIX. PUIbTpanus JaHHbIX. BBoa KpuTepuen
(ycnoBuii) orbopa nmaHHbIX. KomaHael i co3gaHuss W pabOThI €
auarpaMmami. DJIeMeHThl uHTepdeiica s paboThl C JuarpaMMmamu.
CrocoObl  co3manus nuarpamm. CoznaHue CMEIIaHHBIX —JUarpamm.
Cnapknaitabl.  [logBeneHne NpPOMEXYTOYHBIX HUTOTOB W CO3JIaHUE
CTpyKTypupoBaHHbIX Tabmun. Koncommmauus npanubeix. I[loarotoBka
TaOMUI A7 KOHCOJHMJAUMHU JaHHBIX. OTanbl KoHconuaauuu. Pabota co
CBOJHBIMH TabIUIIAMU U AUarpaMMaMu. Mactep cBoaHbIX Tabnui. Pabora
B CBOJHOUM Tabmuie. OwibTpanusi JTaHHBIX CBOJHOM Tabmuiel. Co3gaHue
cBOAHOM auarpammsbl. Mcmonp3oBanue nakera AHanu3 JaHHBIX. MMmopT
JIAHHBIX. 3allluTa JaHHbIX.

IloaroroBka JgeMOHCTPANMOHHBIX MaTepuaioB. Wudorpaduka wu
BU3yaJM3allMsl JaHHBIX, KylibTypa mnpe3eHTauuud. OO630p HporpaMMHBIX
OPOAYKTOB JUIsl CO3/aHus mpe3eHTanuil. TexHomoruu paboOThl ¢
BU3yaIbHOH uHGoOpManeln B OQHUCHBIX U CETEBBIX MPUIIOKEHUAX
(LibreOffice, MSOffice, OpenOffice, GoogleDoc). I11aGnoHs! U cTpyKTypa
npezentanuid. CozgaHue 3j1eMeHTOB mnpe3eHTauuu. CosJaHue CeTeBBIX
npe3eHTanuii B web-cepBuce Prezi.com. Vcnonb3oBaHne MalHIMAIIHHTA
(MeTanbHBIX KapT) Ais co3iaHus npeseHTanuid. COBMECTHOE CO3/1aHHe
IIPE3ECHTALIUMN.

Hudposeie TexHonornu st 00padoTkn rpadpuyecknx n300pakKeHui.
I'paduueckue cpenctBa mpejacTaBieHus AaHHBIX. OuudpoBka M aHaAIU3
nzobpaxkenuit. KomnbroTepHoe (TexHMYeckoe) 3peHue. TexHOJIOTUH
00paboTKH MyJIbTUMEIUMHBIX JaHHBIX. BekTopHas u 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 MPUIIOKEHUAMU. OpraHu3arus
COBMECTHOTO JI0CTYIA.

Nudopmannonnas Oe3omacHocTb M eé cocraBiasiomme. OCHOBHbIE
BUJBI YTPO3 0€30MacHOCTH IJIS MOJIb30BaTeNel (BUPYCHI, criaM, (HUIIUHT,
TeXHUUeckue cbom u  mp.). KommbroTepHble — TPECTYIUICHHS.
Knaccudukanus. Metoasl npoduinakTukd. 3aKOHOJATEIbHBIE W HHBIC
npaBoBbele akThl Poccuiickoil @enepanuu, peryJupyrolIMe IPaBOBbIE
OTHOIICHHUST B cdepe UHPOPMANMOHHONW OE30MaCHOCTH W 3allHTHI
rOCy/IapCTBEHHOW TaiHBI.

Hudposbie uHCTpyMeHTHI. OCHOBBI CaUTOCTpOCHUSI. MeHTanbHbIE KapThl
U T.J.

HNHpopManoHHbIe TEXHOJIOTHH B NPO(ecCHOHAIBLHON NeATe1bHOCTH.
Crnennann3upoBaHHOE TIpOrpaMMHOe obecrieueHre (Mo 001acTsM 3HaAHUK),
CnpaBouno-nipaBoBbie  cuctembl (CIIC), CnemmanusupoBaHHbIE 0a3bl
naHHbIX. ba3el manHbIX. BBegenue B 0a3pl naHHbIX. PaboTa ¢ OCHOBHBIMU
oObvexkTaMu 6a3zamu naHHbIX. Co3gaHue Tabaul, 3anpocoB, (GOpM U OTYETOB

[IpumeHsieT OCHOBBI TOHMCKA WU KPUTHUYECKOTO aHalIu3a HH(POpPMAILUU;

Pe3ynbTaTe!
WCTIOJIBb3YeT METOJbI CHCTEMHOTO MOJXOJa JUIS PEIIeHHUS MOCTaBJICHHBIX
OCBOCHMA 3aJa4y  C TOMOUIbI0 IMGPOBBIX M HMHPOPMAIMOHHBIX TEXHOJIOTHIA;
AVCIAIIIHBI OpraHM3yeT TMYHOE U(POBOE NPOCTPAHCTBO;
(Mojtyst) Braneer TtexHosorusiMu Toucka HHGOpPMAalMu M OOpabOTKU JaHHBIX,
METOJ]AMH CHUCTEMHOTO IIOJX0JAa JUIS PEIICHHS TMOCTABJICHHBIX 3a/1a4 C
MOMOUIbIO TUPPOBBIX U HHPOPMAITMOHHBIX TEXHOJIOT Ui
TpynoeMKoCTb, 4
3.€.
®dopma N
3adeT, 3a4eT ¢ OICHKOM
OTYETHOCTHU
IlepeyeHb OCHOBHOM M J0NOJHHUTEILHOM JIUTEPATYPbI, HEOOXOAUMOM /1JI51 OCBOEHHUS
AUCHUTLIUHBI
1. bammaxosa,, E. W. HWudopmatnka u  wuHPOpMAIMOHHBIS

OcHoBHasA
nuTeparypa

texHosioruu. Texunomnorus padotet B MS WORD 2016 : yuebHnoe nmocodue /
E. U. bammakoBa. - MHpopmaTtuka u WHGOPMAIIMOHHBIE TEXHOJIOTHH.
Texnonorust pa6otel B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
npaBa. - DiekTpoH. naH. (1 ¢aitn). - Mocksa : Aii [Tu Ap Meaua, 2020. -
90 c. - anekrponsblil. - Knura Haxoaurtcs B npemuym-Bepcun ObC PR
BOOKS. - ISBN 978-5-4497-0515-0, sk3eMILIApOB HEOTPAHUICHO

2. bammakosa,, E. W. MWudopmatnka u  uHPOPMAIMOHHBIC
TtexHoJoruu. YMHbIH Excel 2016: Oubanorexka ¢yHKuuii : ydeOGHOe
nocobue / E. W. bammakoBa. - HMHpopmaruka u uHPOpMAIMOHHBIC
texHonorun. Ywmubid Excel 2016: O6ubnmoreka ¢ynkuii,Becs cpok
OXpaHbl aBTOPCKOTO TpaBa. - DneKkTpoH. naH. (1 ¢aiin). - Mocksa : At [1u
Ap Menua, 2020. - 109 c. - anekTpoHHBIN. - KHUra HaX0IUTCS B IPEMUYM-
Bepcun OBC IPR BOOKS. - ISBN 978-5-4497-0516-7, sKk3eMIUISIpOB
HEOrpaHUUYEHO

3. Mannpa,, A. I'. UnpopmaTtrka u MHGOPMAIIMOHHBIE TEXHOJIOTUH :
nabopaTopHblil mpakTukyM / A. I'. Mangpa, A. B. ITonos, A. U. JIpskoHOB.
- Hudopmatuka u wuHPOpMaLMOHHBIE TexHOa0rnu,2026-09-20. -
OnextpoH. ngaH. (1 ¢aitn). - Camapa : Camapckuii rocynapcTBEHHBIN
TexHuueckuil ynusepcurer, ObC ACB, 2020. - 64 c. - 3I€KTPOHHBIN. -
Kuura naxonutcst B npemuym-sepcun ObC IPR BOOKS. - ISBN 2227-
8397, 3K3eMIUISIPOB HEOTPAHUYEHO




4. [[BetkoBa, A. B. Mndopmatnka u nHMOpMAIMOHHBIE TEXHOJIOTUU
DneKTpoHHBIN pecypc : Yuebnoe mocobue mns CIIO / A. B. IlBerkosa. -
WNndopmatuka u napopmannonnsie Texnosoruun,2020-08-30. - Caparos :
Hayunas xuwura, 2019. - 190 c. - Kaura Haxogurcst B mpeMUyM-BEpCUU

JomonauTenbHas
nuTepaTypa

3BC IPR BOOKS. - [ISBN 978-5-9758-1891-1, osk3emmisipoB
HEOrpaHUYEHO
1. CoBpemMeHHBIE HH(POPMAIIMOHHBIC TEXHOJOTUH  DJIEKTPOHHBIN

pecypc : COOpHUK TPYIOB IO MaTepuaniaMm 3-H MEXKBY30BCKOW HAaydHO-
TEXHUYECKON KOH(EepeHINH C MEKIYHAPOIHBIM ydacTheM 29 ceHTsOps
2017 r. / B. W. BonoBau [u np.] ; pen. B. M. Aptiomenko. - Koponés :
Hayunsiit xoncynerant, MI'OTY, 2017. - 191 c. - Kaura Haxoaurtcs B

npemuyMm-Bepcun  OBC PR BOOKS. - ISBN 978-5-9500999-7-7,
IK3EMILISIPOB HEOTPAHUICHHO
2. CoBpeMeHHbIE MYJIbTUMEIUHHBIE WHPOPMAIIMOHHBIC TEXHOJIOTUU

DnekTpoHHBIN pecype : yuedHoe nocodue / C.C. Meithko / JI.A. Peneuko /
A.Il. AnexceeB / A.P. Bantotun / U.A. KopombkoBa. - CoBpeMeHHbIE
MyJIbTHMEIHITHBIE HHpOopMarmoHHble TexHomorum,2019-05-25. - Mockasa :
COJIOH-ITPECC, 2017. - 108 c. - Knura naxoautcsi B 6a30BOil BepcHu
3BC IPRbooks. - ISBN 978-5-91359-219-4, sx3eMIIsipoB HEOrpaHHUEHHO
3. CoBpeMmeHHble  WH(DOPMAIMOHHBIE TEXHOJOTUHA  DJIEKTPOHHBIN
pecypc : yuebnoe mocobme / C.C. Mwirbko / JI.A. Peneuxo / U.A.
KoponbkoBa / A.P. Bantotun / A.Il. Anekcees ; pen. A.Il. Anmekcees. -
Camapa : [ToBosKCKMI roCyAapCTBEHHBIN YHUBEPCUTET
TenekoMMmyHuKanuii 1 uHpopmaruku, 2019. - 101 c. - Kaura naxoaurcs B
6a3oBoii Bepcuu DbC IPRbooks., sx3eMIIIsipoB HEOTpaHUYCHHO

4, Anmnep, IO.dI. Cratuctuueckoe  ympaBiI€HHE  IPOLECCAMMU.
«bonpimme mgaHHBIe» DIEKTPOHHBIM pecypc : ydeObHoe mocoome / E.A.
Uepnsix / FOII. Amnep. - Craructuueckoe yIpaBJICHHE IPOIECCAMH.
«bonpmue marabIe»,2019-09-01. - Mocksa : M3garensckuii JJom MUCHC,
2016. - 52 c. - Kaura naxoaurcs B 6azoBoit Bepcuu DOBC IPRbooks. -
ISBN 978-5-87623-969-3, sx3eMIIIIpOB HEOTPAHNUESHHO




