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Beenenue B mudposbie TexHonoruu. llomuTuka rocynapcrBa B 0051acTu
mudposuzayu. ['ocynapctBennsie nmporpammel. CoBpeMeHHOEe nudpoBoe
npoctpanctBo. OcHOBHI LH(poBoro obmectsa. Ludposas rpaMoOTHOCTH 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. [ludposas
oOpa3oBaTenibHasl cpeia YHUBEPCUTETa. 3HAKOMCTBO ¢ mopTanom el.ncfu.ru
u Examirycom. DneKTpoHHbIe OMOIMOTEUHBIE CHCTEMBI.

Cuctematuzanmsi u XxpaHenne uHpopmanuu Ha [IK. OG630p wu
knaccudukanus OC. OcnoBbl padorei B OC Windows/Astra Linux.
3HAKOMCTBO C HallMOHAJIBHOW orepanoHHOW Astra Linux. DOtambl
MOJArOTOBKUM KoMIboTepa K pabote. MuTepdeiic nmonp3oBarens. [lanens
3amay. PabGora ¢ oxknmamu. Menemxkep dainos/IIpoBoanuk. Ilowuck.
[TonmenoBanue (QailyioB, cHUCTEMATH3allMs W KaTajJoru3anus. HITbI
¢aitnoB. Konsepranus. OcoOEHHOCTH BOCCTAHOBJICHUS WH(OpMAaLUU Ha
USB-nocurensx.

DJIEKTPOHHBIE TOYTOBBIE CcepBUCHL. O030p BO3MOMKHOCTEH COBPEMEHHBIX
MOYTOBBIX CEPBHCOB. POJIb 3JEKTPOHHON MOYTH B WH(GOPMALMOHHOM
oOmene. Perucrpamnusi, HacTpoiika, opraHuzanusi pabOThl C MOYTOBBIMHU
coobmeHusmMu.  Cucremartuzanusi  cooOmieHuidl.  bezonmacHocTs U
MCIOJIb30BaHNE BPEMEHHBIX MTOUTOBBIX SIIUKOB U aHOHUMaH3epOB.
CereBoii aTuker. [IpaBuia aenoBoii Nepenuckyu U OOLIEHUS B COLUATbHBIX
CeTsX, MEKTPOHHBIX MOYTOBBIX CepBUCAX U MecceHmkepax. OcobeHHOCTH
nenooii nepenucku B WhatsApp, Telegram, Viber u np.
WutepHeT-TexHOoMorMu. OCHOBBI MOMCKA, KPUTHUECKUI aHaIU3 M CHUHTE3
uHpopmanuu B riobampHON cetu WuTepHer. PabGota ¢ Opaysepamu
(u30paHHOe, 3aKJaJKH, >KypHal U Jp.). XpaHeHHE OOJbIIMX O00BEMOB
naHHbiX. CeTeBble CEPBUCHI M HMX BO3MOXHOCTH. OpraHm3amus U
Oe3omacHocTh paboTel B oOmauHbix xpaHwmmmiax — (MailO6mnaxo,
Anpexc/luck, Google Drive u ap.). Opranuzauus COBMECTHOH pabOThI ¢
uHpopmanueil. Paborta B 001auHBIX NPHIIOKEHHUIX

AnmapaTHoe oOecreueHHEe TEPCOHAIBHOTO  KOMIbIOTEpa. bazoBas
anmaparHas KoHUrypauus. MatepuHckas miata. Y cTpoiicTBa, BXOASIIME
B COCTaB MaTepuHCKOW Iuiatel. [Ipomeccop, Ha3Ha4eHHWE W OCHOBHEIC
XapaKTepUCTUKH (TaKTOBas 4YacTOTa, Pa3psAIHOCTb, IIHMHA Mpoleccopa,
KOII-MIAMSITh, TIPOU3BOJUTENBHOCTD). [lamMsTh, Ha3HAYCHNE W BUABI TAMSTH
(onmepaTuBHAsA, TMOCTOSIHHAs, BHEINHSSA), OCHOBHBIE XapaKTEPUCTHKH.
VYerpoiictBa BBOma-BbiBoAa. I[lopTel BBOma-BeiBoja. Kiaccudukanus
nepuepuiiHbIX YCTPONCTB (HOCHUTENH MJAaHHBIX, KJIaBHATYypa, MBbIIIIb,
MOHUTOPBI,  TPUHTEPHI,  CKaHephl). KiaBumaTypa  TepCOHAIBHOTO
KomrbloTepa. PazHoBuaHOCTH KiaBuatyp. Hasznauenuwe kiasum. ['opsune
1 QyHKIMOHAIbHBIC KIaBUIIK. KilaBuaTypHbIe TpeHaXEPHI.

[TporpammHoe oOecreueHne MepcoHaTbHOro Kommblorepa. CocraB
nporpammuoro ooecnedenus (I10) mepcoHaTbHOTO KOMIBIOTEPA. Y POBHU
ITO (6a30BbIi, CUCTEMHBIH, ciay>keOHbIH, npukiagHoi). Knaccudukarms




[0 (mo wnasHauenuto). Kraccudukamuss NPUKIATHBIX TPOrPAMMHBIX
cpeacts. Kmaccudukanus ciyxeOHBIX NpOrpaMMHBIX cpenactB. O030p
cpaBuuTenbHbIi anam3 [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
nokyMeHTOB. PaGorta B pexume wucnpasineHuil. Cozganue mabIoOHOB U
¢dopMm. ABTOMaTHyeckas pacCTaHOBKA CHOCOK Ha MCTOYHUKU. [louToBbIE
pacceuiku. Co3iaHue JOKYMEHTOB CIUSTHHSL.

Opranuzanus paboTsl ¢ TAOJUYHBIMU JaHHBIMH CPEACTBAMH HJIEKTPOHHBIX
tabmun. TexHomoruum paboThl ¢ TaONMYHBIMH JAHHBIMA B O(UCHBIX U
ceteBbix npmioxkenusx (LibreOffice, MSOffice, OpenOffice, GoogleDoc).
Tunsl nanusix. Hactpolika okHa miig paboThl. ABTOMaTu3alus Npu BBOE
JAHHBIX: (YHKIMU aBTO3AIIOJHEHUS U aBTO3aBEpUICHUS. Psibl JaHHBIX.
Cozpmanmne mporpeccuii. Pabora co chnuckamMu JaHHBIX M CO3JaHUE
COOCTBEHHBIX CHHUCKOB IlepeuucieHuil. YciaoBHOe (opMaTHpOBaHUE.
PaGora ¢ dopmynamu u ¢dyskuumsmu. Mcnonp3oBaHue aOCOMIOTHBIX U
OTHOCHUTEJIbHBIX CCBUJIOK IpHU 00paboTke naHHBbIX. KoMaHab! Ui paboThl C
¢aitnamMu ¥ MOATOTOBKM JOKyMeHTa K medatu. Komanasl juiss 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 mns co3manums W pabOTBl € JuarpaMMaMd. OJIEMEHTHI
uHTepdeiica g pabotel ¢ AuarpammaMu. CriocoObl co3jaHus JUarpaMm.
Coznanne  cmemaHHbix — jguarpamMm.  Cnapkxuiaiinel.  [lonBenenue
IPOMEXYTOUHBIX HMTOTOB M CO3JJaHHE CTPYKTYPUPOBAHHBIX TaOJIHULI.
Koncomunanus nanusix. [TogroroBka TabIuI At KOHCOJMUIAIUH JAHHBIX.
Ortanbl KoHCONMUaanuu. Pabora co cBOAHBIMM TaOIMIIaMU U JUarpaMMaMH.
Mactep cBoaHbix Tabmui. PaGota B cBojmHOM Tabmuue. PuubTpanus
JaHHbIX  cBojgHOW  Tabmuupbl. Co3gaHMe  CBOJHOW — JHMarpaMMbl.
Ucnonp3oBanne makera AHanmu3 AaHHBIX. Mmmopt nanHbIX. 3amura
JTAaHHBIX.

[TonroroBka  AEMOHCTpalMOHHBIX  MaTtepuanoB. HWudorpapuxka u
BU3yallM3allUsl JAaHHBIX, KyJbTypa mnpe3eHTauuu. OO030p mporpaMMHBIX
NPOAYKTOB JUIA CO3/aHUSl Tpe3eHTanui. TexXHONOoruu paboThl ¢
BU3yallbHOW MHGpopManued B O(GHUCHBIX U CETEBBIX MPUIOKEHUAX
(LibreOffice, MSOftice, OpenOffice, GoogleDoc). 111abnons! u cTpykTypa
npesentaimid. CozgaHue 3j1eMeHTOB mpe3eHTauuu. Co3aHue CeTeBbIX
npe3eHTanuii B web-cepsuce Prezi.com. Mcnonb3oBanne MaiHAMAMIIIHTA
(MeTanpHBIX KapT) U co3laHus npe3eHTauui. COBMECTHOE CO3JaHHE
MIPE3CHTALAMN.

[TudpoBsie TexHONOTMU i 0OpabOTKM TpapuuecKuX H300paKeHUH.
['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€ cocrapistomuye. OCHOBHBIC BUJIBI
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 IPOrpaMMHOe oOecrieueHue (1o 00IacTsiM 3HaHUN),
Cnpasouno-nipaBoBbie cuctembl (CIIC), CnenuanmsupoBaHHbIe 0a3bl
naHHbIX. ba3el nanHbIX. BBeneHue B 0a3bl maHHBIX. PaboTa ¢ OCHOBHBIMU
o0bekTaMu 6azamu nanHbiX. Co3ganue TabauIl, 3aIpocoB, GOpM U OTUETOB

Pesynprarsl
OCBOEGHUS
JUCIUTUTUHBI

[IpuMeHseT OCHOBBI TOWMCKA W KPUTHUYECKOrO aHaiu3a HH(POpMAINU;
UCIOJb3YyET METOJbl CUCTEMHOr0 MOJAXOAA JJIi PELIeHHs IOCTaBIEHHBIX
3aJa4 ¢ TOMOMIbIO MHUQPPOBBIX H HMHDOPMALMOHHBIX TEXHOJIOTHM;
OpraHu3yeT JIMYHOe HU(PPOBOE MPOCTPAHCTBO;

Bnageer TexHosmorusiMu noucka HH(poOpManuu M 00pabdOTKU JaHHBIX,
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(GOPMAITMOHHO 0€30MaCHOCTHU U 3aIlIUThI TOCYIAPCTBEHHON TailHbI;
[TpumensieT nudpoBbIE TEXHOJOTUU Ul PELIEHUs MOCTABJIECHHBIX 3a]ad,
BbIOMpas ONTHUMAJbHBIN CIOCOO WX PELICHHS, HUCXOJs U3 JEHCTBYIOIINX
MIPABOBBIX HOPM M UMEIOIINXCS PECYpCOB U OTPAaHUYCHHIA;

Brnaneer TexHonorueil opraHuzanuu 0€30MACHOTO JUYHOTO LHU(POBOro
IIPOCTPAHCTBA;

[Tonumaer npuHIMIBI ~ pabOTBI  COBPEMEHHBIX  MH(OPMAIMOHHBIX
TEXHOJIOTUH, IporpaMMHoro obecnieuenus [1K u 3HaeT ero BO3MOKHOCTH;
[Tpumensier MH(OPMAIMOHHBIE TEXHOJOTMM Uil  peIIeHUs 3ajad
npogecCuOHANBHON 1eATeTbHOCTH; PabOTaeT ¢ TEKCTOBBIMHU 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 UHCTPYMEHThI OPraHU3aluy IPOEKTHO, B TOM YHUCIIE
COBMECTHOM, pabOoThI;

Bnageer HaBblkaMM TOpUMEHEHHS HWH(POPMALMOHHBIX TEXHOJOTUH s
pemieHuss Mpo(ecCHOHATBHBIX 3a/ad4, OCHOBaMM HH(OPMAIMOHHOM
0€30MacHOCTH U CIIOCOOAMU €€ 3aIIUTHI.

TpynoeMKocCTs,
3.€.
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JUCIUIINHDI

OcHoBHAaA
JUTEepaTypa

1. bammakoBa,, E. W. HWuadpopmatnka u uHpoOpMannoHHbIE
texHosoruu. Texnonorust padotsl B MS WORD 2016 : yuebHoe nocobue /
E. W. bammakoBa. - Mudopmatuka M MHGOpPMALMOHHBIE TEXHOJIOTHH.




Texnonorust padborer B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
mpaBa. - DnekTpoH. naH. (1 ¢aiin). - Mocksa : Ait [ITu Ap Menua, 2020. -
90 c. - anexTponHbli. - KHura Haxogutcs B npemuyM-Bepcun ObC IPR
BOOKS. - ISBN 978-5-4497-0515-0, sx3eMIUISIpOB HEOTPAHHUYCHO

2. bammakoBa,, E. W. MHWudopmatuka wu  uHPOpMALMOHHBIE
texHosorud. YMHBIM Excel 2016: Oubnuorexka ¢yHKumMA : 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 nuH(OOPMAIIMOHHBIE TEXHOJIOTHH :
nabopaTtopHbiii ipakTukyMm / A. I'. Manapa, A. B. [Tonos, A. U. JIpsikoHOB.
- HWudopmatnka u wuHPOpManmoHHbIe TexHONOrnu,2026-09-20. -
OnektpoH. gad. (1 daiin). - Camapa : Camapckuil ToCyJIapCTBEHHBIM
texHuueckuil yHusepcuter, ObC ACB, 2020. - 64 c. - 2IEKTPOHHBIN. -
Knura naxomutcs B npemuym-Bepcun ObC IPR BOOKS. - ISBN 2227-
8397, 5K3eMILISIPOB HEOrPAHUYEHO

4. I[BetkoBa, A. B. Unpopmatuka u nHOOPMAIIMOHHBIE TEXHOJIOTHH
DnexTpoHHBINA pecypce : YuebHoe mocodue ans CIIO / A. B. LlBerkosa. -
HNudopmarnka n napopmanuonnsie Texnonornu,2020-08-30. - Caparos :
Hayunas xuwura, 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 : COOpHUK TPYyIOB IO MarepuaiaM 3-il MEXKBY30BCKOW Hay4HO-
TEXHUYECKON KOH(pEepeHLHH C MEXAyHapOJHBbIM ydacTHeM 29 ceHTsa0ps
2017 r. / B. 1. Bonosau [u ap.] ; pen. B. M. Aptiomenko. - Koponés :
Hayunenii koncynsrant, MI'OTVY, 2017. - 191 c. - Knuura Haxonurcs B
npemuyM-Bepcun ObC IPR  BOOKS. - ISBN 978-5-9500999-7-7,
9K3EMIUISIPOB HEOTPAHUYEHHO

2. CoBpeMeHHBIE MYJIbTHMEIUIHBIE 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.
KoponbkoBa / A.P. Bantotun / A.Il. Anekcees ; pen. A.Il. Anekcees. -
Camapa : [ToBomxckui rocyZapCTBEHHBIN YHUBEPCUTET
TeJleKOMMyHUKauii 1 uHpopmatuku, 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 YHpaBlIeHHE MpPOIECCAMH.
«bonpmme manabBIe»,2019-09-01. - Mockga : U3natenbckuii JJom MUCuC,
2016. - 52 c. - Kuura naxomutcs B 06a3zoBoil Bepcuu DBC IPRbooks. -
ISBN 978-5-87623-969-3, 3x3eMIIIsIpOB HEOTPAHHYSHHO




