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Kpatkoe BBeznenne B nudpoBbie TexHojoruu. [lomuTrka rocymapctBa B 00JIaCTH
ConepaHTe nudposuzanuu. ['ocynapcTBenHbie nmporpaMmbl. CoBpeMeHHOE H(POBOE

npoctpancTtBo. OCHOBHI mEQpoBoro obmectsa. [{udpoBas rpaMOTHOCTE U
udpossle komnereHIMU. O030p COBpEMEHHBIX HUPPOBBIX TEXHOJIOTUH U
BO3MOXKHOCTEH WX TIPUMEHEHHUS IS PEHICHUS IOCTaBJICHHBIX 3a/ad.
['ocynapcTBeHHbIE HU(PPOBBIE YCIYTH U TOPTAJIbI.

Texnonorun ynaneHHoOW paboTel. daitmooOMeHHHKH. BeOuHapHbIE
TUTOIIAIKH. JlMCcTaHIIMOHHBIE TEXHOJIOTHH u BO3MOXKHOCTH
JIUCTaHIMOHHOTO oOydeHus. PaGora B on-line pexume. I{udposas
oOpa3oBaTenbHas cpefia YHUBEpCUTETa. 3HAKOMCTBO ¢ mopraioMm el.ncfu.ru
u Examirycom. DnekTpoHHble OMOIMOTEUHbIE CUCTEMBI.

Cucrematuzauusi u Xxpanenne uHpopmanuu Ha [IK. OG630p wu
knaccudukanus OC. OcnoBbl pabotsi B OC Windows/Astra Linux.
3HaKOMCTBO C HaIMOHAJIBHOW omepanuoHHod Astra Linux. Otambl
HOJArOTOBKM KOoMIbloTepa K pabore. MHtepdeiic nonb3osarens. Ilanens
3agady. PabGora c oxnmamm. Menemkep ¢ainos/I[Ipoonauk. Ilouck.
[ToumeHoBanue (paisioB, cucTemMaTH3alMs M KaTajgorusauus. Tusl
¢aiinos. Konsepranus. OcoOeHHOCTH BOCCTaHOBIICHHS WH(pOpPMAIMK Ha
USB-nocuTensx.

DJEeKTPOHHBIE TOYTOBBIE cepBHUCHL. O030p BO3MOXKHOCTEH COBPEMEHHBIX
IIOYTOBBIX CEPBUCOB. PoJib 3JEKTPOHHOM NOYTHI B HH(POPMALMOHHOM
oOMeHe. Perucrpanus, HacTpoiika, opraHu3anusi paOOTbl C MOYTOBBIMHU
coobmenusamu.  Cucremaruszauuss  cooOmeHuil.  bezomacHocts M
UCTIOJIb30BaHNE BPEMEHHBIX TTOUYTOBBIX SIIIUKOB U aHOHUMA3epPOB.
CereBoii atukert. [IpaBuna nenoBoii nepenucku 1 oOIIEHUS B COLMAIBHBIX
CETsIX, AJIEKTPOHHBIX MMOYTOBBIX CEpBHUCAX U MecceHmkepax. OcCOOEHHOCTH
nenosoit nepenucku B WhatsApp, Telegram, Viber u np.
WutepHer-TexHonoruu. OCHOBBI MOWCKA, KPUTHUYECKUA aHAINW3 M CHHTE3
uHpopmanuu B riobanbHON cetn WHtepHer. Pabora ¢ Opaysepamu
(u30panHOE, 3aKIaAKW, KypHalT M JAp.). XpaHeHHE OOJbIIUX O0BEMOB
naHHbIX. CeTeBble CEpBUCHI M HMX BO3MOXHOCTH. OpraHuzanus U
Oe3omacHocTh paboTel B oOmauHblx XxpaHwmniax —(MailO6nako,
SAunnexc/uck, Google Drive u ap.). Opranusanus COBMECTHOH palOThI ¢
nH(popmanuei. PaboTta B 00/1a4HBIX PUITOKEHUSIX

AnnapaTHoe oOecrieueHHEe MNEPCOHAIBHOTO  KoMmIbioTepa. bazoBas
anmapaTtHasi KoHpurypamus. MarepuHckas maTta. Y CTpOMCTBa, BXOISAIINE
B cocTaB MaTepuHCKoW 1uiatel. [Iporeccop, Ha3HaueHHE M OCHOBHBIC
XapaKTEePUCTHKHN (TaKTOBask YacTOTa, Pa3psOHOCTh, IIWHA IMPOIeccopa,
K3II-NIaMsTh, IPOU3BOJAUTENBHOCTD). [lamMsTh, Ha3HAYEHHE U BUABI MAMSITH
(onmepaTWBHAs, TIOCTOSIHHAsI, BHEIIHSS), OCHOBHBIC XapaKTEPUCTHKH.
VYcrpoiictBa BBOJa-BbiBoga. IlopTel BBOAa-BbiBoja. Kiaccugpukarus
nepuepuiHBIX yCTPOMCTB (HOCHTENM JaHHBIX, KIIABHATYpa, MBIIIb,
MOHHUTOPBI,  TNPHHTEPbI,  CcKaHephl). KiaBuaTypa  mHepCcOHAIBbHOTO
KoMrbroTepa. PasHoBugHoctn kitaBuaryp. Hasnauenue knasum. [opsuume
U QyHKIMOHANbHbIE KIaBullu. KiiaBuaTypHble TpeHaXEPHI.

[TIporpamMHOe oOecreueHne MepcoHabHOrO Kommblotepa. CocraB
nporpamMmmuoro obecneuenus (I10) mepcoHAIBHOTO KOMITBIOTEpA. Y POBHU

ITO (6a30BbIi, CHUCTEMHBIN, CIIY)KeOHBIN, TpuKIagHon). Knaccudbukarms




IO (mo wnazHauenuio). Kiaccupukamuss NPUKIATHBIX MPOTrPAMMHBIX
cpenctB. Knaccuduxanus cioykeOHbIX NporpaMMHbIX cpenctB. O030p
cpapauTenbHbId anammu3 [10 OC Windows/Astra Linux.

O6paboTka TekcToBOW HHpOpManuu. TeXHONIOruu pabOThl ¢ TEKCTOBOU
uHpopmanueii B oducHbIX u cereBbix mnpuioxkeHusx (LibreOffice,
MSOffice, OpenOffice, GoogleDoc). IlpaBuia odopMacHHS TEKCTOBBIX
mokymentoB 1o ['OCT. IlIpodeccuonampHoe penakTUpOBaHHE U
dbopmartupoBanue fokyMeHTa Cosnanue Tabauil U rpaduIecKux 0ObEKTOB.
Beruucnenus B rabnunax. [loctpoenne nuarpamm. Coznanue rpaduuecKkux
cxeMm. Co3nmaHue MOKYMEHTa CIIOKHOM CTPYKTyphl. Pabora co crtuismu.
ABTOMAaTHYECKOE CO3JaHHME OTJIABICHHSA. DJEKTPOHHOE PEICH3MPOBAHUE
nokymeHToB. Pabora B pexxume ucrpasinenuil. Co3naHue 1mabIOHOB U
¢dopm. ABTOMaTHyecKass pacCTaHOBKAa CHOCOK Ha MCTOYHUKU. [louToBBbIE
paccbuiku. Co3ganue JOKYMEHTOB CIUSHUS.

Opraamzanus paboThl ¢ TAOIMYHBIMU JTAaHHBIMH CPEACTBAMH AIIEKTPOHHBIX
tabnuu. TexHonmoruu paboThl ¢ TAOIMYHBIMH JAHHBIMH B O(HCHBIX U
cereBbix npuioxkenusx (LibreOffice, MSOffice, OpenOffice, GoogleDoc).
Tunsl ganasix. Hactpoiika okHa ayis paboThl. ABTOMaTHU3alus Mpy BBOE
JAHHBIX: (YHKIHMW aBTO3AINOJHEHUS M aBTO3aBEpPIICHUS. Psiibl JaHHBIX.
Coznmanue mporpeccuii. PabGora co chnuckamMu JaHHBIX W CO3JaHUE
COOCTBEHHBIX CITUCKOB TIEpEUMCIICHUI. YcIoBHOE (opMaTUpOBaHUE.
Pabora ¢ dopmynamu u ¢dynkuusmu. Vcmonb3oBaHue aOCOMIOTHBIX H
OTHOCHUTEJIbHBIX CCBUIOK IpU 00paboTke AaHHbIX. KomaHbl 1uist paboThl C
daitnaMu ¥ MOArOTOBKU JOKyMeHTa K meudaTd. Komannel ans paboTsl ¢
JIEKTPOHHON Ta0NMIeH Kak ¢ 0a30i JaHHBIX. AHAIU3 JAHHBIX OOJBIINX
tabnuu. CopTUpoBKa JaHHBIX. BBOA yclnoBUN ISl COPTHPOBKU JIaHHBIX.
@unpTpanusi NaHHBIX. BBon kputepueB (ycnoBuil) oTOOpa JaHHBIX.
Komanapl anms co3maHus W pabOTBl € guarpaMMaMu. OJEMEHTHI
uHTepdeiica st padboTel ¢ quarpammamu. CrocoObl CO3/1aHUs TUarpamm.
Coznmanume  cmemaHHbix  guarpamMm.  Cnoapkuaiinel.  [lonBenenue
IMPOMEKXYTOUYHBIX HMTOTOB M CO3JJaHHE CTPYKTYPUPOBAHHBIX TAOJIHII.
Konconupamus gansasix. [logroroBka Tabmuil s KOHCOMHIANN TAaHHBIX.
Oranbl KoHconuaanuu. Pabota co CBOAHBIMU TabMWIIaMK U IHarpaMMaMH.
Mactep cBogubix Tabmui. PaGota B cBomHO# Tabmuie. DuubTpanus
JMaHHBIX  cBomHOW  Tabmmmbl. Co3gaHWe  CBOJHOW — JMarpamMMBbl.
Hcnonp3oBaHne makeTa AHaiIM3 JAaHHBIX. MIMImopT naHHBIX. 3amuTa
JTAHHBIX.

[TonroToBka  AEMOHCTpallMOHHBIX  MaTepuanoB. HWuborpaduka u
BU3yaJIM3allusl JaHHBIX, KyJabTypa mpe3eHTanuu. O030p MporpaMMHBIX
IOPOAYKTOB JUIi CO3/IaHUS Tpe3eHTauui. TexHomoruum paboThl C
BH3YyaJIbHOW WH(OpMAMe B O(PHUCHBIX M CETEBBIX MPHIOKCHHUIX
(LibreOffice, MSOffice, OpenOffice, GoogleDoc). I1Ia6nonbl U CTpyKTYypa
npesentammii. Co3manue »eMeHTOB mnpe3eHTanuu. Co3JaHue CEeTEeBBIX
npe3eHTanuii B web-cepsuce Prezi.com. Mcnonb3oBanne MaHAMAIIHHTA
(MeTanbHBIX KapT) Ui co3jaHusa npe3eHTauuid. CoBMECTHOE CO3/aHHe
IIPE3EHTALAMN.

[udposbie TexHOMOTHU 1711 00pabOTKM TpadUUIeCKUX H300paKEHUH.
I'padmyeckue cpencTBa mpencTaBieHus MaHHBIX. OuudpoBka W aHAIH3
n3o0paxkennit. KommproTepHoe (TexHuUueckoe) 3peHue. TexXHOJIoruu
00paboTKK MyIbTUMEINIHBIX JaHHBIX. BekTopHas U pacTpoBas rpaduka.
[Iporpammuoe obecrnieduenne s 00pabOTKH TpaduuecKux H300paKeHUH
(GIMP, EasyPaint, Inkscape, Corel Draw; Adobe Photoshop; Adobe




[ustrator; InDesign). Iloctpoenue nuarpamm u Omok-cxem (Microsoft
Visio). PaboTta ¢ opucHBIME B CETEBBIMH NPHIOKEHUSAMU. OpraHu3ans
COBMECTHOI'O JOCTYIIA.

HNudopmanronnas 6e3omnacHocTh U €€ cocrapisomue. OCHOBHBIE BHUJIbI
yrpo3 0e30macHOCTH i IOJIb30BaTeNe (BUPYCHI, cHaM, (DUIIHHT,
TexHuueckue cobou u  mp.). KommblorepHble — mpecTyIUICHUS.
Knaccudpukanus. Metoasl npoduiaakTUKH. 3aKOHOJATEIbHBIE U HWHBIC
npaBoBble akThl Poccuiickoil denepanuu, peryJMpyrole IPaBOBbIC
oTHOmIeHUsT B cdepe uHDOpPMANMOHHONW OE30MACHOCTH W  3aIIUTHI
roCyJ1apCTBEHHOM TalHBI.

[Tudpossie nHCTpYMEHTHL. OCHOBBI CAaTOCTpOEHUSI. MeHTalbHbIE KapThl |
T.J.

WudopManlMoOHHbIE TEXHOJIOTUH B TPOPECCHOHATBHON EATEIbHOCTH.
Crernuanu3upoBaHHOE ITporpaMmMHoe obecrieueHne (1o o0aacTsIM 3HAHUM),
CnpaBouno-npaBoBeie cuctembl (CIIC), Cnenmanu3upoBaHHbIE 0a3bl
naHHbix. ba3el nanHbeix. BBenenue B 6a3pl naHHbIX. PaboTa ¢ OCHOBHBIMU
o0bexTamu 6a3amu ganHbix. Coznanue Tabmuil, 3apocoB, GOPM U OTYETOB

[Torumaer mnpuHIUOBI cOopa, orOopa W 0000mEeHUs HWHPOPMALINH,

Pesynbprarel o
TUTIOBBIE  TPOIECCHl  MH(POPMAIMOHHBIX TEXHOJOTUH; THUIOBBIE H

OCBOCHIA HECTaHAAPTHBIE MPOLECCH HH()OPMAITMOHHBIX TEXHOJIOTUI

AUCLUIIIMHDI [Tonumaer NpuUHIMOBI cOopa, oT6opa M 0000LIeHUS HHGPOPMALUH;

(mMoxyst) THIIOBBIE TIPOIIECCH MH(OPMAIIMOHHBIX TEXHOJIOTHI;
Pemraer crangapTHble 3amauu  MpOQECCHOHATBHOW JESITEIbHOCTH Ha
OCHOBE COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTUN; PACCUUTHIBAET
OCHOBHBIE XApPAaKTEPUCTUKU TEXHOJIIOTMYECKUX AallapaToB € IMOMOIIbIO
MH(OPMALIMOHHBIX TEXHOJIOTHUI;
Hcnonb3yeT mNpakTU4YeCKUH ONbIT paboTel €  HMH()OPMaLMOHHBIMU
MCTOYHUKAMH, OIBIT HAYYHOT'O MIONUCKA, CO3JaHMsI HAyUYHBIX TEKCTOB;
HmeeT npakTU4ecKuil OnbIT paboThl ¢ HHPOPMAIIMOHHBIMH HCTOYHUKAMU,
OIBIT HAYYHOI'O IIOMCKA, CO3JaHMs HAYYHBIX TEKCTOB;
Brnaneer 0a30BbIMM M HECTaHAAPTHBIMM METOJAaMH HCIHOJIb30BAHUS
MH(OPMALIMOHHBIX TEXHOJIOTHUI;
JleMoHCTpHpyeT BiajieHHe 0a30BbIMM M HECTaHJAPTHBIMH METOAAMHU
UCIOJIb30BaHUs] MH()OPMAIIMOHHBIX TEXHOJIOTHIA;

TpynoemMKocCTb, 4
3.€.
dopma o
3aueT, 3a4eT ¢ OLIEHKOMN
OTUYETHOCTH
Ilepeyenb OCHOBHOM M 1ONIOJHUTEJIBHOM JTUTEPATYPhI, HCOOXOAUMOM 1JIs1 OCBOCHHS
AUCHUILINHBI

1. bammakoBa,, E. W. HWuadpopmatnka u uHpOpManuoHHBIE

OcHoBHas
auTeparypa

texHosioruu. Texnonorust padotsl B MS WORD 2016 : yuebHoe nocobue /
E. U. bammakoBa. - Nupopmatuka 1 MHGOPMAIMOHHBIE TEXHOJIOTHH.
Texnonorust pabotsl B MS WORD 2016,Beck cpok oxpaHbl aBTOPCKOTO
npaBa. - OnekTpoH. aaH. (1 daiin). - Mocksa : At [1lu Ap Menua, 2020. -
90 c. - anexTponHsli. - KHura Haxogutcs B npemuyM-Bepcun ObC IPR
BOOKS. - ISBN 978-5-4497-0515-0, 3x3eMILIsIpOB HEOTPAaHUUYEHO

2. bammakoBa,, E. W. HWadpopmatnka u uHpOpMannoHHBIE
TexHonoruu. YMmHb Excel 2016: Oubmmorexa ¢dyHkuuii : ydeGHOE
nocobue / E. M. bammaxoBa. - WHdopmaruka u wuHPOpMalMOHHBIE
texHonoruu. YwmHbIA Excel 2016: Oubmuoteka Qynkuuii,Beck cpok
OXpaHbl aBTOPCKOTO TMpaBa. - IneKTpoH. AaH. (1 ¢aiin). - Mocksa : At [In
Ap Menua, 2020. - 109 c. - anexTpoHHBIN. - KHUra HaxX0qUTCS B IPEMUYM-




Bepcun OBC IPR BOOKS. - ISBN 978-5-4497-0516-7, sk3eMIUIsIpOB
HEOTPaHUYEHO

3. Mamngpa,, A. I'. Uadopmatuka u nHPOpMaIMOHHBIE TEXHOJOTHUH :
naboparopusrii mpaktukyMm / A. I'. Mannpa, A. B. [Torios, A. U. JIpsKOHOB.
- HWudopmatuka wu wuHbopmanmonHeie TexHojorun,2026-09-20. -
Onextpon. maH. (1 ¢aitn). - Camapa : Camapckuil TOCYAapCTBEHHBIN
texundeckul yuuepcurer, IbC ACB, 2020. - 64 c. - 3JIEKTpPOHHBIH. -
Knura naxomutcs B npemuym-Bepcun ObC IPR BOOKS. - ISBN 2227-
8397, 5K3eMILISAPOB HEOrPAHUYEHO

4. I[BetkoBa, A. B. Unpopmatuka u nH(OOPMAIIMOHHBIE TEXHOJIOTHH
DneKkTpoHHBIN pecypce : Yuebnoe nmocoodue mius CIIO / A. B. IiBerkona. -
HNudopmaruka n napopmanuonnsie texnonornu,2020-08-30. - Capatos :
Hayunas kuura, 2019. - 190 c. - Knura HaxoguTcs B NMpPEeMHUYM-BEpPCUU

JlomonHuTenbHas
auTeparypa

OBC [IPR BOOKS. - [ISBN 978-5-9758-1891-1, »x3emIusapoB
HEOTPAHUYEHO
1. CoBpemeHHBIE WMH(DOPMAMOHHBIC TEXHOJOTHU  DJICKTPOHHBIN

pecypc : COOpHUK TpPyaOB IO MarepuayiaM 3-il MEKBY30BCKOW HaydHO-
TEXHUYECKOH KOH(EpEeHIMH C MEXIYHApOTHBIM ydacTHeM 29 CeHTAOps
2017 r. / B. . BonoBau [u np.] ; pea. B. M. Aptiomenko. - Koponés :
Hayunsiit koncynprant, MI'OTY, 2017. - 191 c. - Knura Haxonurcs B

npemuym-Bepcun  OBC [PR  BOOKS. - ISBN 978-5-9500999-7-7,
AK3EMILIIPOB HEOTPAHUICHHO
2. CoBpeMeHHbBIE MYJIbTHMEIUHHBIC WH(POPMAIMOHHBIC TEXHOJIOTHU

DNeKTpOHHEIH pecypc : yueobroe mocooue / C.C. Muitbko / [I.A. Peneuko /
A.Il. AnekceeB / A.P. Bantotun / U.A. KoponbkoBa. - CoBpeMeHHBIE
MYJIbTHMEANIHBIE HHYOpMAMOHHBIE TexHOTI0rHN,2019-05-25. - Mockaa :
COJIOH-ITPECC, 2017. - 108 c. - Knura Haxoaurcss B 6a30Boil Bepcun
3BC IPRbooks. - ISBN 978-5-91359-219-4, sx3eMIUIIpOB HEOTPaHUIEHHO
3. CoBpeMeHHbIE MH()OPMAIIMOHHBIE TEXHOJIOTUH  DJIEKTPOHHBIN
pecypc : yuebnoe mocooue / C.C. Mwitbko / J[.A. Pemeuxko / U.A.
KoponbkoBa / A.P. Bantotun / A.Il. Anekcees ; pen. A.Il. Anekcees. -
Camapa : [ToBomxckui roCyapCTBEHHBIN YHUBEPCUTET
TeJIeKOMMYHUKaIi 1 uaopmatuku, 2019. - 101 c. - Knura Haxoaurcs B
6a3zoBoii Bepcun DBC [PRbooks., s3x3eMIUIIpOB HEOrPaHUUEHHO

4. Amnep, IO.JI. Craructuyeckoe  ymnpaBlI€HHE  MPOLECCAMHU.
«bonbume naHHBIE» DIEKTPOHHBIN pecypc : ydeOHoe mocobue / E.A.
UYepnbix / FO.II. Apnep. - CraTucTudeckoe yINpaBlieHHE IPOIECCaMHU.
«boapmme manabpie»,2019-09-01. - Mocksa : U3narensckuii JJom MUCHC,
2016. - 52 c. - Kuura Haxomutcs B 6a3zoBoit Bepcun DBC IPRbooks. -
ISBN 978-5-87623-969-3, sk3eMmIsipoB HEOTpaHUYEHHO




