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coJiepyKaHue

Beeznerane B uu¢poBbie TexHOMorud. [10JIMTHKA rOCyHapcTBa B OGIACTH
mudposuzayu. ['ocynapctBennsie nmporpammel. CoBpeMeHHOEe nudpoBoe
npoctpanctBo. OcHOBHI HU(poBoro odmectsa. [ludposas rpaMoTHOCTH U
mudpossie komrereHIMUA. O030p COBpEMEHHBIX MU(PPOBBIX TEXHOJIOTUN H
BO3MOXXHOCTEHl HMX MPUMEHEHHs MJis pElIeHUs TIOCTaBJICHHBIX 3a/ad.
['ocynapcTBeHHBIE TU(PPOBBIE YCIYTH U MOPTAJbI.

TexHnonorun ynajaeHHod paboTel. DaitmooOMeHHUKH. BeOunapHbie
TUTOIAIKH. JlucTaHMOHHbBIE TEXHOJIOTHH u BO3MO>KHOCTH
TUCTaHIIMOHHOTO 00ydeHus. Pabora B on-line pexume. [udposas
oOpa3oBaTenibHasl cpeia YHUBEPCUTETa. 3HAKOMCTBO ¢ mopTanom el.ncfu.ru
u Examirycom. DneKTpoHHbIe OMOIMOTEUHBIE CHCTEMBI.

Cucrematuzanusa u xpaHenue wuHbopmanuu Ha [IK. OGz0p wu
knaccudukanus OC. OcuHoBbl pabotei B OC Windows/Astra Linux.
3HAKOMCTBO C HaIlMOHAIBHOW orepanmoHHo Astra Linux. 3ramnbl
MOJArOTOBKUM KoMIboTepa K pabote. MuTepdeiic nmonp3oBarens. [lanens
3amay. PabGora ¢ oxknamu. Menemxkep daiinos/IIpoonauk. Ilowuck.
[TonmenoBanue (QailyioB, cHUCTEMATH3allMs W KaTajJoru3anus. HITbI
¢aitnoB. Konsepranus. OcoOEHHOCTH BOCCTAHOBJICHUS WH(OpMAaLUU Ha
USB-nocurensx.

DJIEKTPOHHBIE TOYTOBBIE CcepBUCHL. O030p BO3MOMKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEPBHCOB. PoOJIb 3IEKTPOHHOH MOYTHl B WH(GOPMAIMOHHOM
oOmene. Perucrpamnusi, HacTpoiika, opraHuzanusi pabOThl C MOYTOBBIMHU
coobmeHusmMu.  Cucremartuzanusi  cooOmieHuidl.  bezonmacHocTs U
UCIOJIb30BaHUE BPEMEHHBIX MTOYTOBBIX SIUKOB U aHOHUMAaM3epoB.
CereBoii sTuket. [IpaBusa 1e10BoO EPENUCKA U OOIIECHUS B COLUATBHBIX
CeTsX, MEKTPOHHBIX MOYTOBBIX CepBUCAX U MecceHmkepax. OcobeHHOCTH
nenooii nepenucku B WhatsApp, Telegram, Viber u np.
WutepHeT-TexHOMOrMU. OCHOBBI MOMCKA, KPUTHUECKUIM aHAIM3 M CHUHTE3
uHpopmanuu B riobampHON cetu WuTepHer. PabGota ¢ Opaysepamu
(n30paHHOe, 3aKIagKH, KypHal W Jp.). XpaHeHHEe OONbIIMX 00BEMOB
naHHbiX. CeTeBble CEPBUCHI M HMX BO3MOXHOCTH. OpraHm3amus U
Oe3omacHocTh paboTel B oOmauHbix xpaHwmmmiax — (MailO6mnaxo,
Anpexc/luck, Google Drive u ap.). Opranuzauus COBMECTHOH pabOThI ¢
uHpopmanueil. Pabota B 006J1a4HBIX PHIIOKEHHUIX

AnmapatHoe o0ecrieueHue TEpCOHANBHOrO  KOMIbloTepa. bazoBas
anmapartHas KoHburypamus. MaTepuHcKas miaaTa. Y CTpOiCTBa, BXOIAIINE
B cOCTaB MaTepuHCKoW miaTel. [Ipoluieccop, Ha3HayeHHME M OCHOBHBIE
XapaKTepUCTUKH (TAaKTOBas YacTOTa, Pa3psAAHOCTb, IIMHA MpOIeccopa,
KOMI-TIAMSITh, TIPOU3BOJUTENBHOCTE). [lamMsTh, Ha3HAYCHUE W BUABI TAMSTH
(omepaTuBHAs, TOCTOSIHHAsl, BHEIIHSS), OCHOBHBIE XapaKTEPUCTHKH.
VYerpoiictBa BBOja-BbiBoAa. I[lopTel BBOma-BeiBoja. Kiaccudukanus
nepuepuifHbIX YCTPONCTB (HOCHUTENH MJAaHHBIX, KJIaBUATYpa, MBIIIIb,
MOHUTOPBI,  TPUHTEPHI,  CKaHephl). KiaBumaTypa  TepCOHAIBHOTO
KomrbloTepa. PazHoBuaHOCTH KiaBuatyp. Ha3znauenue knasumi. ['opsuue
1 QyHKIMOHAIbHBIC KIaBUIIK. KilaBuaTypHbIe TpeHaXEPHI.

[TporpamMHoe oOecreueHne MepcoHaTbHOro Kommblorepa. CocraB
nporpammuoro ooecnedenus (I10) mepcoHaIbHOTO KOMITBIOTEPA. Y POBHU
ITO (6a30BbIi, CUCTEMHBIH, ciay>keOHbIH, npukiagHoi). Knaccudukarms




[0 (mo wnasHauenuto). Kraccudukamuss NPUKIATHBIX TPOrPAMMHBIX
cpeacts. Kmaccudukanus ciyxeOHBIX NpOrpaMMHBIX cpenactB. O030p
cpaBuutensubiii anaau3 [10 OC Windows/Astra Linux.

OO6pabotka TekctoBoil mHpopMmanmu. TexHomoruu paboOTBl C TEKCTOBOM
nHpopmanmelr B oducHBIX W ceTeBbiXx npuioxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). IIpaBuna odopmieHusT TEKCTOBBIX
nokymeHntoB 1o ['OCT. IIpodeccmonanibHOe pEeIakKTUPOBAHHE W
dbopmatupoBanue qokymenta Co3nanue Tabauil U rpad@uyecKux 0OHEKTOB.
Beruucnenus B rabnunax. Iloctpoenne nuarpamm. Coznanue rpapuueckux
cxeM. Co3maHue JOKyMEHTa CIOXKHON cTpyKTypsl. PabGora co crmismu.
ABTOMAaTHYECKOE CO3JAHHUE OIVIABICHMS. DJEKTPOHHOE PELEH3UpPOBAHUE
JOKyMeHTOB. Pabora B pexume wucrnpasineHuidl. Co3naHue 1IAa0JIOHOB U
¢dopMm. ABTOMaTHyeckas pacCTaHOBKA CHOCOK Ha MCTOYHUKU. [louToBbIE
pacceuiku. Co3iaHue JOKYMEHTOB CIUSTHHSL.

Opranuzanus paboTsl ¢ TAOJUYHBIMU JaHHBIMH CPEACTBAMH HJIEKTPOHHBIX
tabmun. TexHomoruu paboThl ¢ TaOIMYHBIMH JaHHBIMH B O(HCHBIX U
ceteBbix npmioxkenusx (LibreOffice, MSOffice, OpenOffice, GoogleDoc).
Tunsl nanusix. Hactpolika okHa miig paboThl. ABTOMaTu3alus Npu BBOE
JAHHBIX: (YHKIMU aBTO3AIIOJHEHUS U aBTO3aBEpUICHUS. Psibl JaHHBIX.
Cozpnanmne mporpeccuit. Pabota co cnuckamMu JaHHBIX M CO3JIaHUE
COOCTBEHHBIX CHHUCKOB IlepeuucieHuil. YciaoBHOe (opMaTHpOBaHUE.
PaGora ¢ dopmynamu u ¢dyskuumsmu. Mcnonp3oBaHue aOCOMIOTHBIX U
OTHOCHUTEJIbHBIX CCBUJIOK IpHU 00paboTke naHHBbIX. KoMaHab! Ui paboThl C
daiinamMu ¥ MOATOTOBKM JOKyMEHTa K medatd. Komauapl s paboThl C
AJIEKTPOHHOM Tabiuiei kak ¢ 06a30i NaHHBIX. AHAINU3 JAHHBIX OOJBIIUX
tabmun. CopTHpOBKAa MaHHBIX. BBOA YCIIOBHIA IUISI COPTUPOBKU JAHHBIX.
QunbTpanys aHHbIX. BBox kputepueB (ycioBuil) 0OTOOpa JIaHHBIX.
Komanger mnst co3maHumss u  pabOTBI € JUarpaMMaMu. DJIEMEHTHI
uHTepdeiica s pabotel ¢ Auarpammamu. CriocoObl co3aHus JUarpaMm.
Coznanne  cmemaHHbix — jguarpamMm.  Cnapkxuiaiinel.  [lonBenenue
IPOMEXYTOUHBIX HMTOTOB M CO3JJaHHE CTPYKTYPUPOBAHHBIX TaOJIHULI.
Koncomunamus nanasix. [ToaroroBka TabmuI At KOHCOMUIAINH JTaHHBIX.
Otanbl KoHCOMUaanuu. Pabora co cBOAHBIMH TaONIMLIAMHU U JMarpaMMaMH.
Mactep cBoaHbix Tabmui. PaGota B cBojmHOM Tabmuue. PuubTpanus
JaHHbIX  cBojgHOW  Tabmuupbl. Co3gaHMe  CBOJHOW — JHMarpaMMbl.
Ucnonp3oBanne makera AHanmu3 AaHHBIX. Mmmopt nanHbIX. 3amura
JTAaHHBIX.

[TonroroBka  AEMOHCTpalMOHHBIX  MaTepuanoB. HWudorpapuxka u
BU3yallM3allUsl JAaHHBIX, KyJbTypa mnpe3eHTauuu. OO030p mporpaMMHBIX
NPOAYKTOB JUIA CO3/aHUSl Tpe3eHTanui. TexXHONOoruu paboThl ¢
BU3yallbHOW MH(poOpManued B OQPHCHBIX U CETEBBIX MNPUIOKEHUAX
(LibreOffice, MSOftfice, OpenOffice, GoogleDoc). 11labnons! u cTpykTypa
npesentaimidi. CoznaHue s31eMeHTOB mpe3eHTauuu. Co3aHue CeTeBBIX
npe3eHTanuii B web-cepsuce Prezi.com. Mcnonp3oBanne MaiHAMAMIIIHTA
(MeTanpHBIX KapT) U co3laHus npe3eHTauui. COBMECTHOE CO3JaHHE
MIPE3CHTALAMN.

[TudpoBble TeXHONOTUU i 00pabOTKM TpapuuecKux H300paKECHUH.
['paduueckue cpencTBa mpeacTaBieHUs] AaHHBIX. OnuppoBKa W aHAIH3
nzobpaxxenuii. KommbioTepHoe (TeXxHHYECKoe) 3peHue. TeXHOJIOTHH
00paboTKK MyJNbTUMEIUIHBIX JaHHBIX. BekTopHast 1 pacTpoBas rpaduxa.
[TporpamMHuoe obecriedueHue aasi 00pabOTKU TpapUuecKuX H300paskeHUi
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe




[lustrator; InDesign). Iloctpoenune nuarpamm u Omok-cxem (Microsoft
Visio). PaboTa ¢ oucCHBIMU M CETEBBIMH NMpHIOKEHUSIMUA. Opranuzanus
COBMECTHOTI'O JOCTYTIA.

WNudopmanmonnas 6e3omacHOCTh U e€ cocrapisromue. OCHOBHBIC BHJIBI
yrpo3 0e30macHOCTH [UIs TOJb30BaTesnel (BUPYCHI, cmam, (UIINHT,
TeXHHUecknue cobou u  mp.). KowmmbelorepHble  TpeCTyIUICHUS.
Knaccudpukanusa. Metoasl npoduiIakTHKU. 3aKOHOJATENIbHbIE M HHBIC
npaBoBble akThl Poccuiickoil ®Penepauuu, peryjaupyrolye IMpaBOBbIE
oTHomieHuss B cdepe uHPOpPMALMOHHONW OE30MACHOCTH W  3aIIUTHI
rOCyIapCTBEHHOW TANHBI.

[{udpobie HHCTpYMEeHTHI. OCHOBBI CAUTOCTPOCHUSA. MeHTaNbHbIE KapThl U
T.J.

HNudopmaliioHHble TEXHOJOTHMH B MNPO(ECCHOHANBHOM N1eATEIbHOCTH.
Crennani3upoBaHHOE TPOrpaMMHOE oOecrieueHue (1o 00JIacTsIM 3HAHUI),
Cnpasouno-nipaBoBbie cuctembl (CIIC), CnenuanmsupoBaHHbIe 0a3bl
naHHbIX. ba3el nanHbIX. BBeneHue B 0a3bl maHHBIX. PaboTa ¢ OCHOBHBIMU
o0bpekTaMu 6azamu nanHbIX. Co3ganue TabJull, 3a1POCOB, (OpM U OTUETOB

Pesynprarsl
OCBOEGHUS
JTUCIUTLTAHBI
(Momyms)

[IpuMeHseT OCHOBBI TOWMCKA W KPUTHUYECKOrO aHaiu3a HH(POpMAINU;
UCIOJb3YyET METOJbl CUCTEMHOr0 MOJAXOAA JJIi PELIeHHs IOCTaBIEHHBIX
3aJa4 ¢ TOMOIIbIO HHUQPPOBBIX H HHDOPMALMOHHBIX TEXHOJIOTUM;
OpraHu3yeT JIMYHOe HU(PPOBOE MPOCTPAHCTBO;

Bnaneer TexHosmorusiMu noucka HH(popManuu M 00pabOTKU JTaHHBIX,
METOJJaMH CHUCTEMHOTO MOJAXO0Ja Uil pPEUIeHHsS IOCTaBJICHHBIX 3a/ay C
MOMOIIbIO IU(PPOBBIX U UHGOPMAITMOHHBIX TEXHOJIOTHIA

Hmeer npencraBieHUE O 3aKOHOJATEIbHBIX U HHBIE IPABOBBIX aKTax
Poccuiickoit @enepanuu, peryimpyroImdx MpaBoBble OTHOIIEHUS B cdepe
MH(GOPMAIIMOHHO 0€30MaCHOCTH U 3aIlUThI TOCYIAPCTBEHHON TailHbI;
[TpumensieT nudpoBbIE TEXHOJOTUU Ul PELIEHUs MOCTABJIECHHBIX 3a]ad,
BbIOMpasi ONTUMAJIBHBIA CHOCOO WX PpeIIeHHs, UCXOAs M3 JeHCTBYIOLIMX
IIPABOBBIX HOPM M UMEIOLINXCS PECYPCOB U OTPaHUUYECHMI;

Bnaneer TexHomorueil opraHuzanuu 0€30MacHOTO JIMYHOTO IU(PPOBOTO
IIPOCTPAHCTBA;

[Tonumaer npuHIMIBI ~ pabOTBI  COBPEMEHHBIX  MH(OPMAIMOHHBIX
TEXHOJIOTUH, IporpaMMHoro obecnieuenus [1K u 3HaeT ero BO3MOKHOCTH;
[Tpumensier MH(OPMAIMOHHBIE TEXHOJOTMM Uil  peIIeHUs 3ajad
npogecCHOHANBHON 1eATETbHOCTH; pabOTaET ¢ TEKCTOBBIMH U YMCIOBBIMU
JAHHBIMU, MPOBOAUTH MPOCTEUIIYI0O AHAIUTUKY TEKCTOBBIX U YHCIIOBBIX
JAHHBIX C TIOMOIIbI0 CHELUAIBHOIO IPOrpaMMHOIO  O0OECHeueHHUs;
oOpabatbiBaeT rpaduyeckrue U300paxeHus;

Ucnonp3yer pecypcel MHTEpHET M €ro CepBHUCHL, BKJIIOYash OOJIAYyHBIC
XpaHWINLIA U JPYTHE HHCTPYMEHTBI OPraHU3alluy IPOEKTHOM, B TOM YHUCIIE
COBMECTHOM, pabOoThI;

Bnageer HaBblkamMM TpUMEHEHHs HH(POPMALMOHHBIX TEXHOJOTUH s
pemieHuss NMpo(EecCHOHATBHBIX 3a/ad4, OCHOBaMHM HMH(OPMAIIMOHHOM
0€30MacHOCTH U CIIOCOOaMU €€ 3aIIUTHI.

TpynoeMKocCTs,
3.€.
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IlepeyeHb OCHOBHOM M IONOJIHUTEJIbHOM JIUTEPATYPbl, HEOOXOAMMOM 1)1 OCBOCHUS

AUCHHUIIJIMHbI

OcHoBHAaA
JUTEepaTypa

1. bammakoBa,, E. W. HWuadopmatnka u uHpOpmMannoHHBIE
texHosoruu. Texnonorust padotsl B MS WORD 2016 : yuebHoe nocobue /
E. W. bammakoBa. - Mudopmatuka M MHGOPMAIMOHHBIE TEXHOJIOTHH.




Texnonorust padborer B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
mpaBa. - DnekTpoH. naH. (1 ¢aiin). - Mocksa : Ait [ITu Ap Menua, 2020. -
90 c. - snexTponHbli. - KHura Haxogutcs B npemuyM-Bepcun ObC IPR
BOOKS. - ISBN 978-5-4497-0515-0, sx3eMIUIsIpOB HEOTPAHHUICHO

2. bammakoBa,, E. W. MHWudopmatuka wu  uHPOpMALMOHHBIE
texHosiorud. YMHBIM Excel 2016: Oubnuorexka ¢yHKIuiA : ydeOHOE
nocobue / E. W. bammakoBa. - Wudpopmaruka u WHPOPMALUOHHBIC
texHosoruv. YMHbIH Excel 2016: Oubnmoteka ¢yHkumii,Bech cpok
OXpaHbl aBTOPCKOTO Mpasa. - DIeKTpoH. naH. (1 ¢aiin). - Mocksa : A [Iu
Ap Menua, 2020. - 109 c. - snexkTpoHHbIN. - KHUra HaXoAUTCA B IPEMUYM-
Bepcun OBC IPR BOOKS. - ISBN 978-5-4497-0516-7, sx3eMIuIsipoB
HEOTPaHUYEHO

3. Mannpa,, A. I'. Uapopmaruka u nH(HOpMAIIMOHHBIE TEXHOJIOTHH :
nabopaTtopHbiii ipakTukyMm / A. I'. Manapa, A. B. [Tonos, A. U. JIpsikoHOB.
- HWudopmatnka u wuHPOpManmoHHbIe TexHONOrHH,2026-09-20. -
OnextpoH. naH. (1 daiin). - Camapa : Camapckuil TrocyaapCTBEHHBIN
texHuueckuil yHusepcuter, ObC ACB, 2020. - 64 c. - 2IEKTPOHHBIN. -
Knura naxomutcst B npemuym-Bepcun ObC IPR BOOKS. - ISBN 2227-
8397, 5K3eMILISIPOB HEOrPAHUYEHO

4. IIBetkoBa, A. B. UnpopmaTnka n nHOOPMAIMOHHBIE TEXHOJIOTUH
DnexTpoHHBINA pecypce : YuebHoe mocodue ans CIIO / A. B. LlBerkosa. -
HNudopmarnka n napopmanuonnsie Texnonornu,2020-08-30. - Caparos :
Hayunas kuwura, 2019. - 190 c. - Kuura Haxonurcs B IpeMUyM-BEPCUHU

JlomosHuTENbHAS
auTeparypa

OBC PR BOOKS. - [ISBN 978-5-9758-1891-1, »x3eMIusipoB
HEOTrPaHUYCHO
1. CoBpeMeHHbIC MH()OPMAIIMOHHBIE TEXHOJOTHU  DIICKTPOHHBIN

pecypc : COOpHHK TPYyIOB IO MarepuagaM 3-il MEXBY30BCKOW Hay4HO-
TEXHUUYECKON KOH(DEepeHINH ¢ MeXAyHapOoAHBIM ydacTueM 29 ceHTsA0ps
2017 r. / B. W. BonoBau [u np.] ; pea. B. M. Aptiomenko. - Koponés :
Hayunsiii koHcyneTant, MI'OTY, 2017. - 191 c. - Knura Haxogutcs B

npemuyM-Bepcun  OBC IPR  BOOKS. - ISBN 978-5-9500999-7-7,
9K3EMIUISIPOB HEOTPAHUYEHHO
2. CoBpeMeHHbBIC MYJIbTUMEIHIHHBIC WH(POPMAIMOHHBIE TEXHOJIOTHU

OnekTpoHHBIN pecypc : yueOHoe nocodue / C.C. Mbitbko / [I.A. Penieuko /
A.Il. AnekceeB / A.P. Bantotun / U.A. KoponbskoBa. - CoBpeMeHHbIE
MYJIbTHMEINIHBIE HH(QOpMaMOHHBIE TexHOoIorHH,2019-05-25. - Mocksa :
COJIOH-ITPECC, 2017. - 108 c. - Knura Haxoautcss B 6a30Boil Bepcun
3BC IPRbooks. - ISBN 978-5-91359-219-4, sx3eMIUIIpOB HEOTPaHUIEHHO
3. CoBpeMeHHbIE MH()OPMAIIMOHHBIE TEXHOJIOTUH  DJIEKTPOHHBIN
pecypc : yuebnoe mocoobme / C.C. Msitbko / J.A. Pemeuko / U.A.
KoponbskoBa / A.P. Bantotun / A.Il. Anekcees ; pen. A.Il. Anekcees. -
Camapa : [ToBomxcKui rOoCyJJapCTBEHHBIN YHUBEPCUTET
TesieKoMMyHUKauii 1 uaopmatuku, 2019. - 101 c. - Knura Haxoaurcs B
6a3zoBoit Bepcuu DBC [PRbooks., s3K3eMIUISIpOB HEOrPaHUUEHHO

4. Amnep, IO.JI. Craructuyeckoe  ynpaBi€HHE  MPOLECCAMHU.
«bonpme naHHpIe» ODIEKTPOHHBIM pecypc : ydebHoe mocodme / E.A.
Yepubix / FO.IL. Anmnep. - Cratuctuueckoe YIpaBleHHE MpPOIECCaMH.
«bonpmme manabBIe»,2019-09-01. - Mockga : U3natenbckuii JJom MUCuC,
2016. - 52 c. - Kuura naxomutcs B 6a3zoBoil Bepcuu DBC IPRbooks. -
ISBN 978-5-87623-969-3, sx3eMIIIsIpOB HEOTPAHHYCHHO




