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1. IMosicHuTeIbHAA 3alIUCKA
1.11lenp ¥ 3a1a4d AMCHMIUIMHBI

Ilenp AMCUMIIMHBI - MNOATOTOBUTH BBIIYCKHUKA, YMEIOIIETO OpPraHU30BaTh YIPABICHUE
AJIEKTPOHHBIMU JTOKYMEHTaMH B CHUCTEMax »JJIEKTPOHHOTO JOKyMeHTooOopoTa. OcBoeHHe

U CIUIIIINHEI

HampaBjICHO Ha

npuobpereHue

CTyICHTaMHU

3HaHUM O  BHEAPECHUU

MH(GOPMAIMOHHBIX TEXHOJIOTHH B AEATEIBHOCTD CIIyk0b1 JJOVY.

321,[[21‘11/1 JUCHHUIIINHBI:

- U3y4YUTb TCOPHUIO U IPAKTUKY IPUMEHEHHS aBTOMATU3UPOBAHHBIX CUCTEM B YIIPABICHUH

JOKYMEHTAaLUEN;

-U3YYUTb OCHOBHBIC ITOHATHS, UCIIOJIB3YCMBIC B ITPOLCCCC MPUMCHCHU A HH(bOpMaL[I/IOHHBIX

texaonoruii B JIOY;

- U3YYUTh UCTOPHIO aBTOMaTu3auu 1 Mexanuzauu JI0Y B Hamei cTpane u 3a pyoexoM;
- U3YYUTh HOPMATUBHO-TIPABOBBIE OCHOBBI IPUMEHEHHS WH(OPMAIIMOHHBIX TEXHOJIOTHii

B J10Y;

- M3YYUTh TEXHHUUYECKOE W MPUKIAJHOE MPOrpaMMHOE oOecredeHne, UCIoIb3yeMoe pu
OpraHu3aIuK JIEKTPOHHOTO IOKyMEHTO000pOoTa B NUH(OPMAITHOHHOM 00ECTIeYeHUH YITPaBIICHUS,

- U3YYUTh MPUHIMIIBI BEIOOpA M OPraHU3aLUI0 BHEIPEHHUS U HCIIOIb30BAHMS TEXHHUECKOTO
Y TIPOTPAMMHOTO 00ECTICUeHHS;

- U3Y4UTh UH(OPMAIIMOHHBIE CUCTEMBI U OCHOBHBIE HH(OpMaIMoHHbIE pecypchl B IOV

- M3YYUTh W TPOAHAIHM3UPOBATH CPEJCTBA 3aIUTHl MHPOpPMALKUU B WHPOPMALMOHHBIX
cucTeMax, ucrnolibzyeMoix B JIOVY;

- copmupoBaTh MPoPeCcCHOHATHHBIE HABBIKK PA0OTH B aBTOMATU3UPOBAHHBIX CHCTEMAX.

OcBoeHue AMUCUUIUIMHBI HANpPaBJICHO Ha TNPUOOPETEHHE CTYJCHTAaMH 3HaHUM 00
yIIpaBJIEHUH JOKYMEHTaMH C HCIOJb30BaHUEM MH(DPOPMALMOHHBIX TEXHOJOTHH. DTO MO3BOJMT
CTYIGHTaM OpPUEHTHPOBATHCS B MHOrO00pasMM MPOTPAMMHBIX CPEACTB M BapUAaHTHOCTH

MpOrpaMMHO-TCXHOJIOTHYCCKUX

peleHu A

AOKYMCHTAIlTUOHHOM o0ecreueHUN YIIpaBJICHUA.

peanusanuu

OAHOTHUITHBIX 3aga4 B

1.2 IlepeyeHb MIAHUPYEMBIX PE3YIBTATOB O0OYUEHHS 10 JUCIHUILINHE,

COOTHCCCHHBIX C MHAWKATOPAMH JOCTHXCHHNA KOMHCTCHHI/Iﬁ

Komnerenuun WMHuKaTopbl KOMIIETEHIUI Pesynbprarsl 00yueHus
I1K-4 Bnaneer | [IK-4.1. I[IpumeHnser 3HaHue 3HaTh: COBpeMEHHbIE HH(OPMAITIOHHbIE
3HAaHUSAMU COBpPEMEHHBIX CHUCTEMBI, CHCTEMBI 3JIEKTPOHHOTO
COBPEMEHHBIX MH(OPMALIMOHHBIX CUCTEM, JOKYMEHTO0000pOTa, IPaBOBOE
MH(POPMAIIMOHHBIX | CUCTEM 3JIEKTPOHHOTO peryaupoBaHue cepsl yIpaBiIeHUs

CHUCTEM U HaBbIKaMU
NPOCKTUPOBAHUS U
BHCAPCHUA CHUCTEM
3IIEKTPOHHOTO
JTOKyMEHTOO0OpOTa
B OpraHu3anuu

JTOKyMEHTOO00POTA,
MIPABOBBIX aKTOB B cdepe
yIpaBJeHus: nHOpMaIHen u
JOKYMEHTalUEN B
MIPAKTUYECKOU JEATEIIbLHOCTH

nHpopManuen U TOKyMeHTaIuei
YMeTb: IpUMEHSTh 3HaHUE HOPMATHBHO-
npaBoBOi 0a3bl B chepe ynpaBieHus
nHpopManuen 1 JOKyMEHTAIUeH B
[IPAKTUYECKOU JESATEIIbLHOCTH

Brnanets: HaBbIKamMu BbIOOpa
HEOO0XOAUMBIX TEXHOJIOTUYECKUI
peLIeHui B IIpoLecce yIpaBIcHUs
nHpopManuen U TOKyMeHTaIuei

I1K-4.2. ITpumenser
METOAO0JIOTHIO
OpraHU3alIOHHOTO
IIPOEKTUPOBAHMS ITPU aHAIIN3E
CUCTEMBI

3HaTh: MCTOJOJIOT'HYCCKHUEC OCHOBBI
MIOCTPOCHUSI YIIPABICHYECKUX CUCTEM H
CHCTEM JIOKYMEHTALMOHHOTO
oOecrieyeHus ynpaBiIeHUs

YMeTb: IPUMEHATH pa3IM4HbIC




AOKYMCHTAIIMUOHHOT' O
oOecrieyeHus yrpaBieHus B
OpraHu3aluu

MCTOAOJIOTUYCCKUC TOAXOAbI ITPU
NPOCKTUPOBAHUU CUCTEM
JTOKYMEHTAI[HOHHOTO 00eCTICYCHUS
YIIPaBJICHUS

BJ'Ia,Z[eTB: HaBbIKaMU aHaJIn3a u
OpraHU3alMOHHOTO MPOEKTHPOBAHHS
CHCTEM JOKyMEHTAI[HOHHOTO
oOecrieyeHus yrpaBJICHUs

I1K-4.3. YyactByeT B
MPOEKTUPOBAHUU U
BHEJPEHUH CUCTEM
3IIEKTPOHHOTO
JOKYMEHT0000pOTa B
OpraHu3aluu

3HaTh: npaBujia U METOJOJIOTHYCCKUC
noaAXoJbl K NPOCKTUPOBAHUIO CUCTEM
3JIEKTPOHHOTO JOKYMEHTO000pOTa
VYMeTh: BHCAPATH CUCTCMbI
3JIEKTPOHHOTO JOKYMEHTO000pOTa
BJ'Ia,Z[eTB: HaBbIKaMH BBISIBIICHUA
Han0oJIee ONTUMAJILHBIX ITIOKa3aTelIeH,
HCOGXOZ[I/IMBIX JJI IPOCKTUPOBAHUSA U
HACTPOMKH CUCTEM JJIEKTPOHHOTO
JOKYMEHTO00O0poTa

ITIK-7. Cniocoben
OCYIIECTBIIATh
JTOKYMEHTAIMOHHOE
obOecreueHne
ACATCIBbHOCTH I10
noa0opy, OICHKE,
Pa3BUTHUIO U
OpraHu3alnuu Tpyaa
nepcoHaa

IIK-7.1. Ilpumenser
MIPABOBBIE U TEOPETUUYECKUE
3HaHUS PU
JOKyMEHTHPOBAaHUU
TPYIOBBIX OTHOLIEHUH,
JTOKYMEHTHPOBAaHUU
MIPOXOXKICHUS
rOCYAApCTBEHHOMN U
MYHUIIUTIATIBHON CITyXKOBI,
paboTe ¢ mepcoHaTbHBIMU
JTaHHBIMU U
KOH(UACHIIUATEHOM
uHpopMarmen

3HaTh: IPaBOBBIE HOPMHI B cepe
YIpaBJIEHUS IEPCOHAIIOM U KaJIpOBOT0
JEJIONIPOU3BO/JICTBA

YMeTh: IPUMEHATh TEOPETUUECKUE U
IIpaBOBBIE 3HAHUS IIPU
JOKYMEHTUPOBAHUHU TPYIOBbIX
OTHOIICHHUH U CITY)KEOHOHN eSITeIbHOCTH
Brnanets: HaBbIKaM# paboTHI €
NIEPCOHAIBHBIMU JAHHBIMU U
KoH(UIEHITMATBHO N HHpOpMaIHei

I1IK-7.2. CocraBnser
Ka/IpOBYIO JJOKYMEHTAILHUIO,
paboTaeT ¢ JOKyMeHTauen
0 JINYHOMY COCTaBY B
TOCY/IapCTBEHHBIX OpraHax,
OpraHax MECTHOTO
CaMOYIIpaBIICHHS U
OpraHU3aLUsIX Pa3TMYHbIX
(dhopM cOOCTBEHHOCTH U
OpraHU3alMOHHO-TIPABOBBIX

dopm

3HaTh: IpaBUJIa COCTABJICHUS KapOBOU
JOKYMEHTAIIMH U PabOTHI C
JOKYMEHTaMH T10 INYHOMY COCTaBY
YMeTb: JOKYMEHTUPOBATh TPYAOBbIC
OTHOIIEHHUS U CITY)KEOHYIO JIEeSITETbHOCTh
B TOCYJAapCTBEHHBIX OpraHax, opraHax
MECTHOTO CaMOYTIPaBJICHUS U
OpraHu3alUsaX Pa3INnIHBIX GOpPM
COOCTBEHHOCTHU M OPTaHU3aLIMOHHO-
MIPaBOBBIX GOpM

Brnanets: HaBbIKaM# paboOTHI €
JOKYMEHTaMH 10 JINYHOMY COCTaBY B
rOCyJapCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYTIPaBJICHUS U
OpraHu3aIUsaX PA3INIHBIX GOPM
COOCTBEHHOCTH M OPTaHU3aLIMOHHO-
IPaBOBBIX OpM

[IK-7.3. Ucnonb3yer
MH(OPMAIIMOHHbIE CUCTEMBI
IUIs1 JOKYMEHTHUPOBAHUS
TPYIOBBIX OTHOIICHUN U

3HaTh: NOPSAIOK PYHKIIHOHUPOBAHUS
MH(OPMAIIMOHHBIX CUCTEM B TPYIOBOI

chepe
YMeTb: npUMeHITh HHPOPMAIIMOHHBIE




CITy’KeOHO e TENIbHOCTH, CHCTEMBI P padoTe ¢ KaapOBO
paboThI C KapOBOH JOKyMEHTauuen
JOKyMEHTaLUEN Bnaners: HaBbIkamMu

COBEPIIICHCTBOBAHUS Pa0OTHI KaJIPOBBIX
[0Ipa3/IeJICHU I Ha OCHOBE PUMEHEHHUS
COBPEMEHHBIX HH(HOPMAITMOHHBIX
TEXHOJIOTHUH

1.3 MecTo TUCHHIUINHEI B CTPYKTYPE OCHOBHOM 00pa30BaTEIbHON
OpOrpaMMbl

JucuuruinHa «ABTOMAaTH3HPOBAHHBIE CHCTEMBl JIOKYMEHTAIMOHHOTO OOeCTeueHHs
yIpaBJICHUS» OTHOCUTCA K YacTH JUCHMIUIMH 10 BBIOOPY, (OpPMHUpPYyEeMOH ydacTHHKAMH
00pa30oBaTeNIbHBIX OTHOIICHUH TIOJArOTOBKU CTY/ICHTOB 110 HANpaBJIEHUIO «JlOKYMEHTOBECHUE U
apXUBOBEJICHUEY.

Jlnsi OCBOGHMsSI TUCHMIUIMHBI (MOIYJsl) HEOOXOAWMBI 3HAHUS, YMEHHUS W BIAJICHUS,
c(OpMHUPOBAHHBIE B X0€ N3YUCHUS CIECTYIOUINX JUCIUIUINH!

- UndopmarmoHHbIe TEXHOIOTUN

- KanpoBoe nenonpon3BoacTso

- UndopmarioHHbIe TEXHOJIOTHH B IOKYMEHTALIMOHHOM 00ECTIEYCHUH YIIPABICHHS

B pesynmprare oOCBOEHHMS AMCHUIUIMHBI (MOIYNs) (OPMHUPYIOTCS KOMIIETEHIIMH,
HEOOXOAUMBIE JJIS1 U3YUEHUS CICAYIOMINX AUCIUILTUH U IPOXOKJICHUS IPAKTUK:
[IpenmurmoMHas npakTUka.

2 CrpykTypa JTUCUMILIMHBI

OO0mas Tpy10eMKOCTh TUCITUIUIMHEI cocTaBisier 3 3.e., 108 4.

CTpyKTypa AU CUMILIMHBI /151 04HOH (pOpMBI 00yUeHUsI

O0beM AUCHUIITUHBI B ()OpME KOHTAKTHOW PabOThI OOYYAIONIUXCS ¢ TEAaroTHYECKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTi3aIiii 00pa30BaTeIbHOM MpOorpaMMbl Ha
MHBIX YCIOBUSX, IPH MPOBEICHUH YI€OHBIX 3aHSATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA Komnuectso
9JacoB
2 Jlexuun 24
2 Cemunapsl/mabopaTopHble pabOThI 36
Bcero: 60

O0beM TUCHIHUTITUHBI B OPME CAMOCTOATEIbHON pabOThI 00YUAIOIIUXCS COCTABIISAET 48
aKaJIEMIYECKUX YACOB.

CTpyKTypa AUCHUNIMHBI VIS OYHO-32049HOH opMBbI 00yUeHHnst

O0beM mucCHUIUIMHBI B (DOpME KOHTAKTHOW pPabOThI OOYYArOIIMXCS C MEAaroTHYeCKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTh3aIiii 00pa30BaTeIbHOMN MpOorpaMMbl Ha
WHBIX YCIOBUSX, IPH MTPOBEICHUH YI€OHBIX 3aHATHH:




Cemectp | Tun y4eOHBIX 3aHATHIA

KommuecTBo yacos

2 Jlexumn 16
2 Cemunapsl/mabopaTopHble pabOThI 20
Bcero: 36

O0beM AUCIUTITUHBI B OPME CAMOCTOATETHHON pabOTHI 00YUAIOIIUXCS COCTABIISET 72

AKaACMHUYCCKHUX YaCOB.

CTpyKTypa AUCHUNJIMHBI 115 3209H0H GopMbI 00yUeHusI

OO0beM IuCHHMIUIUHBI B ()OpMe KOHTAKTHON paboThl OOYyYaromUXcsl ¢ MeJarormyecKuMH
paOOTHHUKAMU M (MJTH) JIMLIAMH, TIPUBJIEKAEMbIMHU K peau3alii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MPOBEACHNUHU YI€OHBIX 3aHSATHI:

Cemectp | Tun y4eOHBIX 3aHATHIA

KommuecTBo yacos

2 Jlexumn 8
2 Cemunapsbl/mabopaTopHbIe pabOThI 16
Bceero: 24

O0beM AUCUIUTITUHBI B OPME CAMOCTOATETHbHON pabOTHI 00YUAIOIIUXCS COCTABIISAET 84

AKaACMHUYCCKHUX YaCOB.

3 Conpepxanue TUCHUIIAHBI

Ne | HammeHoBaHMe pa3iena
JUCHHUILINHDI

Conep:xanmne

1 BBenenne

[Ipeamer, uenu, 3axa4u, coepKaHue U METOANKA U3YUCHHS
Kypca, ero poib B MOArOTOBKE OaKalaBpOB, CBA3b C IPyTUMH
y4eOHBIMU AUCLMITIMHAMH. XapaKTepPUCTHKA
3aKOHOAATENbHBIX, HOPMAaTHBHO-METOANYECKHUX IOKYMEHTOB,
HAIIMOHAJBHBIX U M&KIYHAPOJHBIX CTAHAAPTOB MO H3Y4aeMOii
npobnemaTrke. HopMaTHBHO-cIIpaBOYHasi, METOIUYECKAs U
yueOHas muteparypa. MHTepHeT — pecypcbl. OCHOBHBIE
MOHATHS Kypca: DIEeKTPOHHBINA JOKYMEHT. DIIeKTPOHHAs
noanuck. FOpuanvyeckn 3HAYUMBIA JTOKyMEHTOOOOPOT.
MexaHu3anus, aBToMaTH3anus 1 UHPopMaTH3aLus
JeTIONpOn3BOACTBA. ABTOMaTU3MpoBaHHbIe cucTeMsl (AC),
nHpopmanuonusie cucremsl (MC), KoprmopaTuBHbIE
nHpopmanuonusie cucremsl (KMC), aBToMaTn3upoBaHHbIe
CHCTEMBI JOKyMEHTaLMOHHOTr0 o0ecredenus ynpasneHus (AC
JOVY) u np. Ponb kypca B COBEpIIEHCTBOBAHUH OPTaHU3AIAN
paboThI ¢ TOKYMEHTaMH B YIIPaBICHUH, CO3IaHUH
ONTUMAJIBHBIX YCIOBHH paboThI CITyK0O JOKYMEHTAllOHHOTO
obecnieuenus. 3Hauenue napopmaruzanuu OV Ha
COBPEMEHHOM JTarle.

2 Pasmen 1.

PrIHOK aBTOMATH3MPOBAHHBIX
CHUCTEM JOKYMCHTAIlHOHHOTO
o0ecrieueHus ynpaBlieHU

Cocrosiaue peiaka AC JIOY Ha cOBpeMEHHOM dTare.
Poccuiickuii u mexxnynapoansiit ppiHok AC JIOY. Cratuctuka
peiHKa. Cermenrtanus peiHka AC JIOY. Uctounnku
nHpopmaruu o cocrosauu peiHka AC JIOY. OcHoBHBIE
TEHJACHLINN N3MEHEHHSI pIHOYHBIX IMOKa3aTeNel 3a MOCIeTHUI
nepros. PakTopsl, BIUSIOMNE HA N3MEHEHNE NTOKa3aTenen




peiaKa. POk AC IOV B CTpyKType phIHKA
WH(POPMAITMOHHBIX TEXHOJOTUH. MeToInKa U KpUTEepUn
BbI0Opa aBTOMATH3MPOBaHHOM cucteMbl JJOVY.

Pasnen 2.

OcCHOBHEIE (PyHKITOHATBHEIE,
TEXHUYECKUE U
TEXHOJIOTUYECKUE TPSOOBAHUS
K aBTOMaTH3HPOBAHHBIM
cucTeMaM
JIOKYMEHTAI[HOHHOT'O
o0ecrieueHus yrnpaBlieHUsS

Lenu u 3agaum, CTOSIIUE IPU UCIIOIB30BAHUT
aBToMaTu3UpoBaHHbIX cucTeM B JIOY. Tunossie 3an1aun
aBromatuzanuu JIOY: co3ganue, nepenava, XpaHeHHE, TIOUCK,
KOHTPOITb UCTIOTHEHUS JJOKYMEHTOB. DJIEKTPOHHBIH
JOKYyMEHT0000p0T. OCOOSHHOCTH HUCIIOIb30BAHUS
aBTOMAaTHU3UPOBaHHKIX cucTeM B JIOY Ha cOBpeMeHHOM dTare
pa3BuTHA (CMEIIAaHHBIN TOKyMeHT0000poT). TpeboBanus,
MPEIbSIBISIEMbIE K aBTOMATH3UPOBAHHBIM CHCTEMaM B
COOTBETCTBHH C HOPMATHBHBIMHU ITPABOBBIMH JIOKYMEHTaMH.
[IpakTudeckue 3a1a49u, OCYIIECTBISIEMbIC
aBTOMaTU3UpOBaHHBIMU cucTeMaMu B JIOY. OcHoBHBIE
aBTOMAaTHU3UPOBAaHHBIE CUCTEMBI, CTIOIb3yeMble B JIOY u nx
KIIaccu(UKaIHsL. TexHOMOrHM: BKIFOYSHHSI IOKYMEHTOB
B CUCTEMY YIIPaBJICHUS JJOKyMEHTaMH M PETUCTPAIlUU B HEH;
yIpaBlieHus TOKyMEHTaMH B cucTeMe (pacipenesieHHOTo
yIpaBIeHHS TOKyMEHTaMH ); TOCTYTIa, TIONCKa U
WCIIONb30BaHMS JIOKYMEHTOB B CHCTEME U KOHTPOJIS 32 HX
WCIIOTHEHHUEM; XpaHEHHS U YHUUYTOXKEHUS JOKYMEHTOB.
TexHOMOruM MOTOKOBOTO CKAHUPOBAHUS JIOKYMEHTOB U T.II.

Pasnen 3. OcHOBHEIE
(yHKLUOHANbHbBIE
BO3MOXHOCTH U
XapaKTEepPUCTHKU
aBTOMATH3HPOBAaHHBIX
CHUCTEM JENIONPOU3BOICTBA

Peittunr n knaccudukanys aBTOMaTH3UPOBAHHBIX CHCTEM,
npumMensieMbix B JIOY: obmiast xapakTepucTika, pa3paboTuuK,
CTPYKTYypa MOCTpOeHUs, GYHKIMOHATBHBIE BO3SMOXXHOCTH,
TEXHUYECKHE XapaKTEePUCTUKH, OCOOCHHOCTH TEXHOJIOTUH,
pasrpaHu4eHue NpaB MOJIb30BATENENH B CUCTEME, CIIPABOUYHUKHU
CHCTEMBI, perUCTpaLus 1 y4eT HHpopMaliy B CHCTEME,
Be/IeHNE KOHTPOIBbHON paboThl, JOPMUPOBAHKE CITPABOK
OTYETOB, MA0JIOHBI (popM, MapIIPYTHI IBHKEHHS JOKYMEHTOB H
np. Pabora cucremuoro texsnomnora B cucreme. Pabora
TI0JIb30BaTENEH B CHCTEME.

[TepcriekTuBbI
WCIIONB30BAHUS U
HaIpaBIICHUS Pa3BUTHUS
ABTOMATHU3UPOBaHHBIX
CHCTEM JJOKYMEHTAI[IOHHOT'O
o0ecrieueHus ynpaBlieHUs

OcnoBHble TeHaeHnny passutud AC 10Y. Biausaue pazsutus
WH(POPMALIMOHHBIX TEXHOJIOTWH Ha aBToMaTu3anuo 10V,
Baxnocte AC IOV 11 rocyAapCTBEHHOTO yIIpaBiIeHNUS.
UcnonszoBanue AC JIOY npu okazaHnUU TOCYAapCTBEHHBIX
YCIIYT ¥ MEXBEIOMCTBEHHOM JIEKTPOHHOM B3aUMOJICHCTBHH.
OO0nadHbIe TEXHOJIOTHH B YIIPABICHUN TOKYMEHTaMH.

Y naneHHsbIN JOCTYI K CUCTEMaM. DKCIIEPTHBIE OLIEHKU
pa3BuTHA B cepe aBToMarunzanuu JOY.

4 OoOpa3oBaTeJibHbIE TEXHOJIOTHH

Jlns  mpoBeleHUs  y4eOHBIX
oOpa3oBaTelbHbIe TEXHOJOTMU. /[l opraHm3anmuu ydeOHOTO TMpolecca MOXKET OBITh
UCTOJb30BAHO JJIEKTPOHHOE OOyueHne | (WIM) AMCTAaHIIMOHHBIE OOpa3oBaTeNbHBIC
TEXHOJIOTHH.

3aHATUH  TI0 JUCLUITIIINHEC

HCIIOJIB3YKOTCA  PA3JIMYHBIC

5 OueHka IIAaHMPYEeMbIX Pe3yJbTATOB 00y4eHH S
5.1 CucreMa OlleHMBaHUS

®opMa KOHTPOJISA

Makc. KOJIH4ecTBO 02J1JI0B
3a ogny Bcero
padoty

TexyImuit KOHTPOJIb:




- yuacmue 8 ouckyccuu (memvol 1-4) |3 6ania 12 6annos
- BbINOJIHEHUe 3A0AHUL HA 3 6annos 48 bannos
npakmuieckom 3ansamuu (memsi 2-3)
[TpomexxyTouHas aTTecTaus 40 bannos
3auem
HToro 3a 5-6 cemectp 100 6annos

IK3aMeEH

ITony4eHHBIN COBOKYIIHBIN PE3YJIBTAT KOHBEPTUPYETCS B TPAJULIMOHHYIO LKAy OLICHOK U B
mIKaiy oneHok EBpomneiickoii cucremsl epeHoca 1 HakoruieHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM ¢ TabIuUIIEH:

100-6amsHas Ixama
N TpaguuroHHas mKana ECTS
95 -100 A
3304 OTJINYHO B

68 — 82 XOpOILIO 3a4TEHO C

56 — 67 D

50 _35 YIOBJIETBOPUTEIILHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIILHO HE 3a4TEHO F




5.2 Kpurepun BBICTaBICHHS OLICHKH 110 JUCITUMIINHE

Bamsl/
lxkama ECTS

O1eHKa 110
JNIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUTNHE

100-83/
A, B

«OTIIMYHO»

BricraBnsercs oOyyaromemycs, €Ciid OH IITyOOKO U
IIPOYHO YCBOWJI TEOPETHUUECKUM U MPAKTUYECKUI
MaTepual, MOKET MPOJAEMOHCTPUPOBATH ATO HA 3aHATUAX U
B XOJI€ IPOMEKYTOYHOU aTTECTALUH.

OOyuaromuiicsi UCUEPIBIBAIOIIE U JIOTHYECKH CTPOITHO
u3naraeT yuyeOHbI MaTepHuai, yMeeT yBA3bIBATh TEOPUIO C
IIPAKTUKOM, CIIPaBIISIETCS C PELLICHUEM 3a/1a4
npodeccuoHaTbHON HAPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0’KHOCTH, MIPaBUJILHO 0OOCHOBBIBAET MPUHSTHIC
peleHus.

CB000IHO OpUEHTUPYETCS B y4eOHOH 1
npodeccuoOHaNLHON TUTEpaType.

OreHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJITATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaLuu.

KoMnereniuu, 3akperui€HHble 3a JUCLUILIIMHOM,
cOpMHUPOBaHbI HA YPOBHE — «BBICOKHII».

82-68/

«XOpomo»

BricraBnsiercs oOy4aromemycsi, €ciii OH 3HaeT
TEOPETUYECKUI U PAKTUYECKUI MaTepUal, IPaMOTHO U I10
CYILECTBY U3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOYHOM aTTECTAllUH, HE JOIYCKasl CYILECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUCCKHE
IIOJIOXKEHHUS IIPU PELICHUH NIPAKTUYECKUX 3a1a4
npodeccuoHaTbHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CII0’KHOCTH, BJIaJIeeT HEOOXOJMMBIMHU JJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUEOHOH 1
npoheccuoHaNBLHON IUTEpaType.

OreHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJITATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnereniuu, 3akpemyi€HHble 3a JUCIUTUITMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIIHIi».

67-50/
D,E

«YIOBIIETBOPUTEIb
HO»

BrictaBnsercs o0ydaroiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUN MaTepuall,
JOITYCKAET OTJENbHBIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUSAX U B XOJI€ IPOMEXYTOYHOM aTTeCTaLUH.
OOyyJaromuiicss UCTIBITHIBACT ONIPEACTIEHHBIC 3aTPYAHCHUS
B MPUMEHEHUH TEOPETUUECKUX MOJIOKEHHUIN MPU PEILICHUHN
MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATHLHOM HAPABICHHOCTH
CTaHAAPTHOTO YPOBHS CJIOXHOCTH, BJIAJICET
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHU.

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yIEeOHOMH
JUTEPaTyphl 10 JUCHUILIIMHE.
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Bamsl/ O1eHKa 110 Kputepuu onieHKH pe3yabTaToB 00y4eHHUs IO TUCIUTUTHHE
Hlkama ECTS | gucuuruimnae

O1eHKa MO TUCIMITIIMHE BHICTABISIOTCS 00yJaromeMycs ¢
Y4€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTalluu.

KoMmnerenium, 3akperui€HHble 3a JUCLUIIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «JJOCTATOUHBII».

49-0/ «HeyznoBieTBopuTe | BricTaBnsercs oOyuaromemMycs, €ciii OH He 3HAeT Ha

F, FX JIBHO» 6a30BOM ypOBHE TEOPETUUYECKHUI U MPAKTUUECKUI
MaTepHall, JI0IycKaeT rpyoble OMMOKH MPH €ro
U3JI0’KEHUU HA 3aHATHUSAX U B XOA€ MPOMEKYTOUHOMN
aTTecTalllu.

OOyuaromuiicsi UCTIBITHIBACT CEPbE3HbIE 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUYECKHUX TOJIOKEHUH TIPU PELIEHUHT
MPAaKTUYECKUX 3a7a4 Mpo(hecCHOHaTbHON HalIPaBJICHHOCTH
CTaHJApPTHOI'O YPOBHS CJIOKHOCTH, HE BJIaJI€ET
HEOOXOAUMBIMHU JJIsl 3TOTO HAaBBIKAMU U IPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOH
JUTEPATypHI 110 AUCLUIIIIMHE.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTecTalllu.

KoMmiereH1um Ha ypoBHE «JI0CTaTOYHbINY, 3aKPETIIEHHBIE
3a IMCUUIUIMHON, HE C(DOPMHUPOBAHBI.

5.3 OuleHOYHBIE cpeaicTBa (MaTepHaIbl) JUIST TEKYIIEr0 KOHTPOJIS
YCIIEBAEMOCTH, IPOMEKYTOYHOM aTTeCTally 00yJaIOIIUXCs IO

JUCTTMITIIMHEC
[TpumepHas TeMaTHKa BOIIPOCOB /sl KOHTPOJIBHOM paboThI

HccnenoBanue OCHOBHBIX OOBEKTOB U MPUHIIMIIOB AaBTOMATHU3AIIUH B YIIPABJICHUH.
Vcnonp30BaHre aBTOMAaTH3UPOBAHHBIX CUCTEM B JOKYMEHTAI[MOHHOM 00€CIICUeHUH YIIPABIICHHUS.
AHanu3 HOPMATUBHO-IIPABOBBIX AKTOB, PETJIAMEHTUPYIOIIUX IPOLECCHl BHEAPEHUS U
HCII0JIb30BAHUS aBTOMAaTU3UPOBaHHbIX cucteM B JIOY.

AHanu3 HOpMaTUBHO-METOAUYECKUX JJOKYMEHTOB, PErJIAMEHTUPYIOIINX MPOLECCH BHEAPEHUS U
HCII0JIb30BAHUS aBTOMAaTU3UPOBaHHbIX cucteM B JIOY.

Benymue komnanuu-pa3paboTIYHKH TPOTpaMMHBIX TPoaykToB it JIOY u ux pazpaboTKH.
[Tpo6nembl ¥ epCIIeKTUBBI BHEAPEHHS! AIEKTPOHHOTO JJOKYMEHTO000pOTAa.

OcHoBHBIE 3ajauH, CTOSLIME MIEPE] aBTOMATU3MpOBaHHOM cuctemoit JIOY u nyru ux pemieHus.
AHanmm3 COBPEMEHHBIX MH()OPMALMOHHBIX TEXHOJOTHI CO31aHus, XpaHEHUs U OOHOBIICHUS
JOKYMEHTOB.

CucteMbl 3IEKTPOHHOTO JOKYMEHTOO0OpPOTa Ha COBPEMEHHOM dTare (CpaBHUTENbHBINA aHAIN3
IIPOrPaMMHOTO 00ECIICUeHUs).

Buenpenune aBTromarusnupoBaHHoi cuctemsl JJOVY (Ha nmpumepe KOHKPETHON OpraHu3alium).
OtpacneBble CUCTEMBI AIEKTPOHHOTO JOKYMEHT0000poTa B PO.

12. OcHOBHBIE TEHACHLIUU Pa3BUTHs aBTOMATU3UPOBaHHBIX cucteM J[OVY.
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KonTtponbHbie BOIPOCH U 3a1aHUs 11 IPOMEXYTOYHOM aTTeCTalluy [0 UTOTaM OCBOEHUS
U CIUILINHEI

Jaiite onpeaeneHue NOHATHIO «aBTOMaTU3UpOBaHHbIe cucTeMb» B JIOVY.

HazoBuTe 0CHOBHBIE aBTOMaTU3UPOBAHHBIE CUCTEMBI, UCIIOJIb3YEMBIE B YIIPABICHUU. Y KaXKUTE
UX MECTO B YIPABJIEHUH, HA3HAYEHUE U POJIb.

OxapakTepu3yiTe 0OCHOBHBIE 3Tarbl aBTomMartu3anuu J10VY.

Omnumute metoauky Beidopa AC Z1IOY.

Ha3zoBuTte ocCHOBHBIE (QYHKIIMOHAIBHBIE U TEXHUYECKHUE XapaKTepUCTHKHN coBpeMeHHbIX AC JIOV.
[IpoBeauTe aHamM3 3aKOHONATENBHOW 0a3bl, pErJIAMEHTHUPYIOIIEH IPOLECCH MPUMEHEHHS
nH(pOopMaMOHHBIX TexHoJoruit B JIOY.

[IpoBeauTe aHaM3 HOPMATHBHO-TIPABOBOM 0a3bl, PeryiaMEHTUPYIOIIEH MPOLECCH MPUMEHEHHS
nH(pOopMaMOHHBIX TexHoJoruit B IOY.

[IpoBeaure aHamM3 HOPMATUBHO-METOAMYECKOM 0a3bl, periJaMeHTUPYIOLIEH MpoIecchl
npUMeHeHHs HH(POPMAIMOHHBIX TexHoJoruii B JIOY.

Kak nopnepxuBaercs »KM3HEHHBIN IIUKI JOKYMEHTAa B aBTOMaTU3UPOBAaHHOM cucreme?

Kak nOKyMEHT BKJIOYAaeTCs B aBTOMATU3MPOBAHHYIO CHCTEMY: 3a/adM, TEXHOJOTHS, STaIlbl
nporecca?

Kak mnpoucxogur opraHuszanus KOHTPOJIS HCIOJHEHHS JOKYMEHTOB B COBPEMEHHBIX
aBTOMAaTU3UPOBAHHBIX CHCTEMAX?

OnummuTe TEXHOJIOTHUIO XPAaHEHUS AIEKTPOHHBIX JOKYMEHTOB.

JlaiiTe onpeeneHne MOHATHIO «0a3a NaHHBIX» U YKAKUTE UX OCHOBHOE Ha3HAUCHHUE.

JlaliTe ompeneneHue TMOHATUSAM «KOpHOpaTWBHAs 0a3a JaHHBIX» U «KOPIOpPAaTHUBHAS
MH(OpPMAIIMOHHAS] CUCTEMAY.

Kakoe npukiagHoe nporpaMMHoe o0ecriedeHrne MPUMEHSETCsl B aBTOMAaTU3UPOBAaHHBIX CHCTEMaX
JOY? [IpuBeaure npumMepbl COBPEMEHHBIX CUCTEM.

HazoBute pa3zpaboTku BeAylIIMX BEHAOPOB MPOrpaMMHBIX MpoaykTroB it OV (kommanus-
MIPOU3BOUTEID TI0 BEIOOPY CTY/CHTA).

Hazosure kpurepuu orieHku 1 BeiOopa Bengopa AC J10V.

OxapakrepusyiiTe BHeApeHHe HHPOPMALMOHHBIX TexHoyioruit B IOY: aTansl, opranuzanus,
CO3[IJaHUE TEXHUYECKOTO 3aJaHUs.

HazoBure penienus 1 Molyau aBTOMaTU3UpoBaHHbIX cucteM JI0VY.

20. Ha3oBuTE OCHOBHBIE TEHAECHLIUN Pa3BUTHsI aBTOMaTU3UPOBaHHBIX cucteM J[OVY.

6 VYueOHO-MeTOoaAMUYECKOE M HHPOPMAITMOHHOE o0eclieYeHUe U CIUNINHBI

6.1 CIIMCOK MCTOYHUKOB M JINTEPATYPHI

Hcrounnku
OcHOBHBIE

@enepanbubiii 3akoH Poccuiickoit @eaepauuu ot 27 utonst 2006 r. Ne 149 - @3 «O6
uHpopManuy, HHHOPMAIIMOHHBIX TEXHOJOTHIX U 0 3amuTe uHpopmauun» // C3 PO. - 2006. -
Ne31(u.1). - Cr. 3448.

IlocranoBnenue IlpaBurensctBa P® ot 25 ampens 2012 r. Ne 394 "O mepax 1o
COBEPILIEHCTBOBAHUIO HCIIOJIB30BaHUS HH(POPMALMOHHO-KOMMYHHUKAIIHOHHBIX TEXHOJIOTUH B
JEATENbHOCTH TOCYJapCTBEHHBIX OPraHoB» [DNeKTpoHHBI pecypc] // Pexum pocryma:
http://m.garant.ru/hotlaw/federal/395362/ , cBoOOIHBIMA.

[Tpuka3z MunkomcBsizu Poccun ot 02.09.2011 Ne 221 «O6 YTBepxknenun TpebGoBaHuii K
MH(POPMAIIMOHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO00OpOoTa (QelepalbHbIX OpIraHoOB
WCIIOJIHUTEIHHOM BIIACTH, YIUTHIBAIOIIUE B TOM YHUCIIE HEOOX0AUMOCTh 00paboTku HH(pOpMAIIHH,



http://m.garant.ru/hotlaw/federal/395362/
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IOCTYH K KOTOpOH  orpaHuueH» [OnekTpoHHbI pecypc] // Pexum  pocryma:
http://minsvyaz.ru/ru/doc/index.php?id 4=637 , cBOOOAHBII.

ITpuka3 Pocapxusa ot 22.05.2019 N 71 "OG yrBepxxaenuu [IpaBun aenonpon3BoacTBa B
rOCylapCTBEHHBIX OpraHax, oOpraHax MECTHOrO caMmoympaBieHHs" (3aperucTpupoBaHo B
Muntocte  Poccum  27.12.2019 N 57023) — [Dnekrponssiii  pecypc] //  URL:
http://archives.ru/documents/prik71 2019.shtml.

ITpuka3 Pocapxusa ot 15.06.2020 N 69 "O0 yrBepx)aeHuu TUNOBBIX (YHKIMOHATIHHBIX
TpeOOBaHUMN K CHCTEMAaM 3JIEKTPOHHOTO JJOKYMEHTOO00POTa U CUCTEMaM XPaHEHUS SIEKTPOHHBIX
JOKYMEHTOB B apxHMBaxX I'OCyJapCTBEHHBIX OpraHoB" (3aperucrpupoBaHo B MuHriocte Poccumn
20.10.2020 N 60484) - [DneKTpOHHBII pecypce] // URL:
http://archives.ru/documents/prik69 2020.shtml.

JlonoTHUTENbHEIE
I'OCT P 53898-2010 «Cucremsbl 3EKTPOHHOTO JTOKyMeHTooOopoTa. B3anumoneiictBue
CHCTEM YOpaBJIeHHUA JOKyMeHTaMu. TpeOoBaHMS K 3JIEKTPOHHOMY COOOIIeHHIO» - M.:

Crannaptundopm, 2010.

I'OCT P 7.0.8. - 2013 «Cucrema cranaapTtoB o HuH(popManuy, OHOIHMOTEUHOMY H
U3aTeIbCKOMY Jeiy. JleIonpou3BOACTBO U apXUBHOE 1eno. TepMuHbl U ompeneneHus». M.,
W3parensctBO crannapTos, 2014.

I'OCT 34.003-90. HWudopmarnmonHas TexHoiorus. KoMIUleKC CTaHAapToB Ha
aBTOMATH3UPOBAHHbIE CHUCTEMbl. ABTOMAaTH3MPOBAaHHBIE CHCTEMBbL. TEpMHUHBI M ONpEICICHUS
[DnexTponnsiii pecypc] / URL: http://docs.cntd.ru/document/gost-34-003-90

JIureparypa
OcHoBHas

WNHpopMallMOHHBIE TEXHOJOTUHU B JIOKYMEHTAI[MOHHOM OOECICUYEHUH YIpPaBICHUS H
apxuBHOM pene: yueOnuk g By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B. Tepentbesa, A.
I'. ®abpuunos / mox obur. pen. H. H. Kynsiea. - Mockaa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct: snekrponHsid. - URL: https://znanium.com/catalog/product/1211641. —
Pexxum nocryma: 1o noamnucke.

Jlapun Muxaun BacunbeBuu. MHpopmanmonHoe oOecrieueHHe ynpaBieHHsA: ydeOHOe
noco6ue / M. B. Jlapun; [M-Bo oOpa3zoBanus u Hayku Poc. deneparn, @enep. roc. 6roKeTHOE

oOpa3oBar. yupexxJieHue Beicil. oOpa3oBanus "Poc. roc. rymanutapssiii y-1"]. - MockBa: PITY,
2018.-278 c.

JlonoHUTENbHAS

I'omuueiaa O.J1. MadopmarmoHHble cucTeMsl [ DNeKTpOHHBIH pecypce] : YueOHoe nocodue.
Mocksa: UznatensctBo "OOPYM»: OO0 "Hayuno-uznatensckuii uentp MHOPA-M", 2014. -
448 c. - ISBN 978-5-91134-833-5. http://znanium.com/go.php?id=435900

®enotosa E.JI. HpOpMaIIMOHHBIE TEXHOJIOTHH U CUCTEMBI [ DJIEKTPOHHBIN pecypc] : YueOHoe
nocobue. Mocksa: M3natensckuii JJom "@OPYM" : OO0 "Hay4yHo-u31aTENbCKU IIEHTP
HNHO®PA-M", 2014. - 352 c. http://znanium.com/go.php?id=429113

3aronckuii A.B. MHpopManmoHHbIe TEXHOJIOTHU: pa3paboTka HH(POPMAILIMOHHBIX MOJEIEH 1
cucTeM [ DIEeKTPOHHBIN pecypc] : yuebHoe mocobue / A. B. 3aronckwuii. - Mocksa: PUOP:
Wundpa-M, 2014. - 344 c. http://znanium.com/go.php?id=400563

Brnosenko JI. A. MapopmannonHas cucrema npennpusatusi: YueOHoe nocodue. - 2; nepad. u
nort. - MockBa; Mocksa: By3osckuii yueOnuk : OOO "Hayuno-uzgarensckuii nentp MHOPA-
M", 2015. - 304 c. http://znanium.com/go.php?id=501089



http://minsvyaz.ru/ru/doc/index.php?id_4=637
http://archives.ru/documents/prik71_2019.shtml
http://archives.ru/documents/prik69_2020.shtml
http://docs.cntd.ru/document/gost-34-003-90
http://znanium.com/go.php?id=435900
http://znanium.com/go.php?id=429113
http://znanium.com/go.php?id=400563
http://znanium.com/go.php?id=501089
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Actamuyk B.A. ApxuTekTypa KOPHOpaTUBHBIX HHPOPMALMOHHBIX CUCTEM [DJIEKTPOHHBIN
pecypc] . - HoBocubupck : HoBocuGupckuii rocy1apcTBEHHBIN TEXHUUECKU YHUBEPCUTET
(HI'TY), 2015. - 75 c. http://znanium.com/go.php?id=546624

UT B opranax rocygapctBeHHoi Binacti Poccun 2012: ananutudeckuit 0630p
[DnextponHsbIil pecype] // ArentctBo CNews Analytics; DnekrpoH. mad. M.: cop 1995 —2012
Xonguar PBK. Pexxum nocryma: http://www.cnews.ru/reviews/free/gov2012/ , cBoOOTHBIN.

UT B opranax rocygapcrBeHHoi Binacti Poccun 2013: ananutuueckuit 0630p

[Dnextponnsblit pecype] // ArentctBo CNews Analytics; Dnekrpon. nas. M.: cop 1995 — 2015
Xonguar PBK. Pexxum nocryma: http://www.cnews.ru/reviews/free/gov2013/ , cBoOOTHBIN.
HKT B roccextope 2014: ananurudeckuit 0630p [IneKTpoHHBIH pecypc] / ATeHTCTBO
CNews Analytics; Dnextpon. nan. M.: cop 1995 — 2015 Xonaunr PBK. Pexum noctyna:
http://www.cnews.ru/reviews/new/ikt v_gossektore 2014/, cBoOOmHBII.

HKT B roccextope 2015: ananurudeckuit 0630p [IneKTpoHHBIH pecypc] / ATeHTCTBO
CNews Analytics; Dnextpon. man. M.: cop 1995 — 2015 Xonauunr PBK. Pexum noctyna:
http://www.cnews.ru/reviews/gov2015/ , cBOOOIHBIH.

Peirok CO/1 2010: 0603penue [ DnexTponHsbIii pecype] // ArenrctBo CNews Analytics;
OnektpoH. AaH. M.: cop 1995 — 2011 Xonguur PBK. Pexxum nocrymna:
http://www.cnews.ru/reviews/free/dms2010/ , cBOOOIHBIA.

Peirok CO/] 2015: xopomas ¢pyHKIMOHATIBHOCTH MOXKET OBITh JEHIEBON: 0003peHHe
[Dnextponnsblit pecypc] // ArentctBo CNews Analytics; OnekTpoH. gan. M.: cop 1995 — 2015
Xonguar PBK. Pexxum nocryma: http://doc.cnews.ru/reviews/index.shtml?2015/04/30/595437 ,
CBOOOTHBIH.

6.2 IlepeyeHb pecypcoB HH(POPMAITHOHHO-TEICKOMMYHHUKAITHOHHOMI

cetu «MHTEpHETY
archives.ru/ - ®enepanbHOE apXUBHOE ar€HTCTBO
http://www.vniidad.ru/ - BHUUJIA]]
www.gosuslugi.ru/ - CnpaBoyHO-nH(pOpMaLMOHHBIN opTal «[ ocyaapcTBEHHBIE YCIIyTH

pravo.gov.ru/ - OpuuuanbHEI HHTEPHET-TIOPTAJ IPaBOBON HH(OpMAIH
www.gdm.ru/ - ['miibaus ynpapisiioluX J0KyMEHTauen

www.eos.ru/ - Komnanus «9neKTpoHHbIE OQUCHBIE CHCTEMBI»
http://www.directum.ru/ - Kommanuss DIRECTUM
http://www.intertrust.ru/ - Komnanus «atepTpact»
http://www.evfrat.ru/ - Komnanust Cognitive Technologies
http://www.docsvision.com/ - Komnauus Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C [lokymerToo00poT

www.consultant.ru/ - opunmanbabli cailiT komnanuu Koncynsrantllnroc

www.garant.ru/ - ”HpOpPMaMOHHO-TIPaBOBOM mopTan ['apaHT

https://ru.libreoffice.org/ - ceoboanbIii oducHbIil maker LibreOffice

http://www.termika.ru/ - Koncantunarosas rpynmna Tepmuka

www.sekretary.net/ - nHGOpMaMOHHBIN OpTaN A1 npodeccruonansHbIX Cekperapei u
aJIMUHUCTPATHBHBIX PAa0OTHUKOB

http://www.docflow.ru/ - uHpOpMaIMOHHO-aHATUTUIECKUH ITOPTAJI HIEKTPOHHOT'O TOKYMEHT0000pOoTa
www.doc-online.ru - He3aBucuMBIii mopTai 0 cucTemMax 3JIeKTPOHHOTO JJ0KyMEHTO000poTa
cnews.ru/

www.ecm-journal.ru/


http://znanium.com/go.php?id=546624
http://www.cnews.ru/reviews/free/gov2012/
http://www.cnews.ru/reviews/free/gov2013/
http://www.cnews.ru/reviews/new/ikt_v_gossektore_2014/
http://www.cnews.ru/reviews/gov2015/
http://www.cnews.ru/reviews/free/dms2010/
http://doc.cnews.ru/reviews/index.shtml?2015/04/30/595437
http://www.vniidad.ru/
http://www.gosuslugi.ru/
http://www.gdm.ru/
http://www.eos.ru/
http://www.directum.ru/
http://www.intertrust.ru/
http://www.evfrat.ru/
http://www.docsvision.com/
http://v8.1c.ru/doc8/
http://www.consultant.ru/
http://www.garant.ru/
http://www.termika.ru/
http://www.sekretary.net/
http://www.docflow.ru/
http://www.doc-online.ru/
http://www.ecm-journal.ru/
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6.3 IIpodeccrnoHanbpHbIe Oa3bl JAHHBIX U HHGOPMAIIHOHHO-
COpPaBOYHBIE CUCTEMEI

JlocTyn Kk mpodeccnoHanbHbIM 0a3aM gaHHBIX: https://liber.rsuh.ru/ru/bases

WHupopmanioHHbIE CITPABOYHbBIE CUCTEMBI:
Koncynbrant [limroc
lapant

z MaTepl/Ia.]]bHO-TeXHI/I‘leCKOC odecrneueHue AUCHHUIIIINHBI

Jns  oOecrmeyeHHs ~ TUCHMIUIMHBI — MCIIOJB3YETCS  MaTepHalibHO-TEXHHUYecKas  0aza
00pa30BaTENILHOTO  yUPEXKJCHHs: YueOHble ayIWTOpPUH, OCHAIIEHHBIE JOCKOH, a TaKxke
KOMIBIOTEPOM U MPOEKTOPOM ISl AEMOHCTPALIMU YU€OHBIX MaTepPHAaJIOB.

CocTaB mporpaMMHOTO 00ECIICUCHHSL:
Windows
Microsoft Office

[TporpammHbIe TPOAYKTHI, 33JIelICTBOBAaHHbIE B IPOLIECCE O0YUECHUS:
CucTeMsbl 3JIeKTPOHHOTO JOKYMEHTO000poTa

- «IEJIO» Komnanus 30C

- «<E1 EB¢par» Komnanus Cognitive Technologies
- DIRECTUM Kowmnanus DIRECTUM

- «Docs Vision» Kommnanus Docs Vision

- «1C JoxymenTtoo6opot» Kommanus 1C

[ToprasnbHble penieHus:
EOS for SharePoint
burpukc 24

8 OOecneyenue 00pa3oBaTeJIbHOIO MPOLIECCA IS JIUI C OTPAHUYEHHBIMH

BO3MOKHOCTSAMMU 3/I0POBbHA 1 HHBAJIHU/I10B
B xone peannzanuy AMCUUILIMHBI UCTIOIB3YIOTCS CIEAYIOLINE TOTIOJHUTENbHBIE
METOJbl OOy4YeHHs, TEKYIIEro KOHTPOJS YCHEBAeMOCTH M IMPOMEXKYTOYHOM aTTecTaluu
o0yJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYyaIbHBIX 0COOCHHOCTEH:

JJI CIICIIBIX U CHaGOBI/I,Z[}IH_[I/IXZ

- Jeknur OGOPMIISIIOTCS B BUJIE AJIEKTPOHHOTO JOKYMEHTA, IOCTYITHOTO C IMOMOIIBIO
KOMHBIOTepa co CHCI_[I/IaJ'II/ISI/IpOBaHHBIM HpOFpaMMHBIM OGCCHC‘ICHI/ICM;

- IIMCBMCHHBIC 3aJaHWusl BBIIIOJIHAKOTCI Ha KOMHBIOTCpC CO CHCI_[I/IaJII/ISI/IpOBaHHBIM
HpOFpaMMHBIM OGCCHC‘ICHI/ICM, 1501058 MOFy’I‘ 6]:ITI> 3aMCHCHBI yCTHBIM OTBCTOM,

- o0ecrieunBaeTCs MHIUBUyaAIbHOE paBHOMEpHOE ocBerieHre He menee 300 JTrokc;

- JJId BBIIIOJIHEHUA 3adaHUA HpI/I HCOGXOZ[I/IMOCTI/I Hpe,Z[OCTaBJ'DICTCH YBCHI/I‘II/IBaIOH_ICC
YCTPOMCTBO; BOZMOXKHO TaK)K€ MCIIOJIH30BAHHE COOCTBEHHBIX YBEIMYMUBAIOIIUX YCTPONCTB;

- MUCBbMEHHBIE 3aJJaHNs 0(DOPMIIIOTCS YBEIIMYCHHBIM HIPUPTOM;
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- DK3aMeH M 3a4€T MPOBOJIATCS B YCTHOM (hopMe MITH BBITIOIHSIOTCS B MUCbMEHHON (opme Ha
KOMIIBIOTEPE.
JUISL TITYXUX U CI1a00 CIBIIIAIIHX

- JeKuuu o(GOpPMIIAIOTCS B BHUJAE 3JCKTPOHHOTO JOKYMEHTa, JMOO MPEeIoCTaBIseTCS
3BYKOYCHJIMBAIOIAs allllapaTypa MHAUBUAYAJIBHOTO TOJIb30BaHUS;

- MUCHbMEHHBIE 331aHUS BHITIOJIHIIOTCS HAa KOMIIBIOTEpPE B IMCbMEHHOH (opMme;

- 9K3aMEeH M 3a4€T POBOATCS B MUCbMEHHOM (hopMe Ha KOMIIBIOTEPE; BO3MOKHO MTPOBEACHUE
B (hopMe TeCTUPOBAHUSI.
JUIS JIULL C HApYIIEHUSIMH OIIOPHO-BUTaTENBHOTO anmapara:

- JeKIuu O(GOPMIISIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C IOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOTPaMMHBIM 00eCIIeueHUEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCSI HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeUeHUEM;

- DK3aMeH M 3a4€T MPOBOJIATCS B YCTHOM (hopMe MITH BBITIOJIHSIOTCS B MUCbMEHHON (opme Ha
KOMIIBIOTEPE.

[Tpu HeoOX0IMMOCTH NPETyCMATPUBAETCS YBEIMUCHUE BPEMEHH IS TOJITOTOBKH OTBETA.

[Mpouenypa  mpoBedeHHsS]  MPOMEKYTOYHOW  aTTecTalid g OOydJarouiuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAWBUIYAJIBHBIX TCHXO(HU3MUECKHMX OCOOEHHOCTEH.
IIpomexyTouHas aTTecTalysi MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

[Tpu mpoBeneHUH MPOLEAYPHl OLIEHUBAHMS PE3yJIbTaTOB OOYYEHHs MpeaycMaTpUBaeTCs
UCTOJb30BAHUE TEXHUYECKUX CPEJACTB, HEOOXOAMMBIX B CBSI3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSIMH 00yYarOIUXCs. DT CPEACTBA MOTYT OBITh IPEOCTABICHBl YHUBEPCUTETOM, WITH
MOTYT MCIIOJIb30BATHCSI COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBeneHne mpoueaypbl OLEHUBAHHUS  pe3yiIbTaTOB OOY4EHHUS JOMYyCKaeTcs ¢
MCIOJIb30BAHNEM JTUCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyNn K MHQOPMAIMOHHBIM M OuOIMOrpadguyeckuM pecypcaMm B CETH
WuTepHer mis kaxjaoro oOydaromierocst B (opmax, agalnTHPOBAHHBIX K OTPAHMYEHUSM HUX
3JI0POBBSI U BOCTIPHUSTHUS HH(POPMAIUH:

JUISL CIIETIBIX U CITAO0BHISIIUX:
- B IeYaTHON (opMe yBEITMUYCHHBIM HIPUPTOM;
- B (hopMe 37eKTPOHHOTO JOKYMEHTA;
- B hopme ayamodaiina.
JUISL TITYXUX U CI1a00CIBIIIAIIHX
- B Ie4aTHOH (opme;
- B (hopMe 37eKTPOHHOTO JOKyMEHTA.
111 00Y4JaIOIIMXCS ¢ HAPYIICHUSMHU ONIOPHO-/IBUTATEIbHOTO ammapara:
- B Ie4aTHOH (opme;
- B (hopMe 37eKTPOHHOTO JOKYMEHTA;
- B hopme ayamodaiina.

VYueOHble ayIUTOPHH JUIS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIBHOM pabOTHI, HayyHas
OubIMoTeKa W MHbIE MOMEUICHUs Il 0OYYeHHUs] OCHAILEHBI CIEelUaTbHBIM 000pYJOBAHUEM H
y4eOHBIMH MECTaMU C TEXHUYECKUMHU CPEACTBAMU O0yUEHUS:

IUISL CIIETIBIX U CITAO0BHISIIUX:

- YCTPOICTBOM Ul CKaHHpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaitns PAC Mate 20;

- mpunTepoM bpaiins EmBraille ViewPlus;

IUISL TITYXUX U CI1a00CIBIIIAIINX

- aBTOMATU3MPOBAHHBIM pabOYMM MECTOM JUIi JIIOJEH C HapylleHHeM Cciyxa u
¢1a00CIIBIIIAIINX;

- aKyCTUYECKHM YCUIIUTEND U KOJIOHKH;

111 00Y4JaIOIIMXCS ¢ HAPYIICHUSMHU ONIOPHO-/IBUTATEIbHOTO amnmapara:
- IEPEIBUKHBIMU, PETYIMPYEMBIMU 3proHoMuueckuMu napramu CH-1;
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- KOMIIBIOTEPHON TEXHUKOM CO CHEIHMATIBLHBIM ITPOrPAMMHBIM 00€CIICYEHHEM.
9 Meroauyeckue MaTepUAaJIbI

9.1 Il;1aHBl IpakTHYECKUX 3aHITHH.

Paznen 1. PpIHOK aBTOMaTH3MPOBAaHHBIX CHCTEM JOKYMEHTAIIMOHHOIO olOecredyeHHs
ynpasJieHUst

Tema nabopamopnoco  3auamus: AHalIu3 pbIHKA  aBTOMATHU3UPOBAHHBIX  CUCTEM
JOKYMEHTAIIHOHHOTO 00ECTIeYeHHs YIIpaBJICHUS

L]ens 3anamusa: n3yauts peiHOK AC JIOY
Dopma npogedenus — 1eN0Bas Urpa
Bonpocul 011 06cyarcoenus:

9. Cocrosinue ppiHka AC JIOY Ha cOBpeMEHHOM 3Tale.

10. Poccuiickuii n mexxyHapoaaslil peiHok AC JIOY

11. Cratucruka peiaka AC J10Y

12. Cermenranus psinka AC JIOY

13. OcHOBHBIE TEHJECHIIMY U3MEHEHUS PHIHOYHBIX [TOKA3aTeNe! 3a MOCIEAHUI NEPUOI.

KOHmpOJZbele 60NpocCyLl.

Oxapaxkrepusyiite cocrosiHue ppiika AC JIOY Ha cOBpeMEHHOM JTarle.

Ocobennoctu poccuiickoro peiaka AC J10Y.

OCoOEHHOCTH MEXTYHAPOJHOTO PhIHKA CHCTEM.

IIpoananuzupyiite cratuctuky poinka AC JIOVY.

Ha kakue cermenTts! nenutcst ppiHok AC JI0Y?

BbisiBUTE OCHOBHBIE TEHACHLUN W3MEHEHUS PBIHOYHBIX MOKa3aTesiel 3a MOCIeIHUN
MIEPUOI.

AN

[MoaroroButs mpe3enTarmio «CocrosiHue peraka AC JIOY», ucnons3ys nporpammy Microsoft
PowerPoint (10-15 cnaiinos).

Hcemounuru:

HNutepHer-pecypcesr:

http://www.docflow.ru/ - uHGOpPMAITMOHHO-AHATTUTHYECKUN TTOPTA DIEKTPOHHOTO
JOKyMEHTOO0OpOTa

www.doc-online.ru - He3aBucuMBIii mopTan o cucTeMax 3JMEeKTPOHHOTO JOKYMEHTO000poTa
cnews.ru/

www.ecm-journal.ru/

CaliTel BEHIOPOB:
www.eos.1u/ - Komnanus «1eKTpoHHbIE 0(DMCHBIE CUCTEMBD»
http://www.directum.ru/ - Kommaaus DIRECTUM


http://www.docflow.ru/
http://www.doc-online.ru/
http://www.ecm-journal.ru/
http://www.eos.ru/
http://www.directum.ru/
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http://www.intertrust.ru/ - Komnanus « MatepTpact»
http://www.evfrat.ru/ - Kommanus Cognitive Technologies
http://www.docsvision.conv/ - Kommanust Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C JlokymMmeHTOO00pOT

Paznen 2. OcHoBHBIe (PyHKIHOHAIbHbIC, TEXHUYECKHE M TEXHOJIOTMYECKHEe TPeOOBaAaHUSA K
ABTOMATHU3HPOBAHHBIM CHCTEMAaM [OKYMEHTAIIMOHHOIO o0ecnevyeHusi ynpasJieHus (18
4acoB)

Tema nabopamopnozo 3ansmus: Tpeboanus k AC JI0Y

Llenv  3auamusa: cPOPMYTUPOBATH OCHOBHBIE (YHKLIHMOHANBHBIC, TEXHUYECKHE U
TEXHOJIOTHYEeCKHe TpeOOBaHUS K AaBTOMATH3UPOBAHHBIM CHCTEMaM JOKYMEHTAllMOHHOTO
oOecrieyeHus yrpaBaeHHUs.

Dopma nposedenusi — NeNOBas Urpa
Bonpocuwl ons obcyscoenus:

1. BroisBuUTH OCHOBHBIE YHKIIMOHANBHBIE TpeboBanust k AC JI0Y.
2. BroiaBUTH OCHOBHBIEC TexHMUYecKHE TpeboBanus Kk AC ZIOV.

KOHmpOJZbele 60NpocCoLl.

1. VYkaxwure ocHOBHbIEe (hyHKIMOHATbHBIE TpeboBanus Kk AC JIOVY.
2. VYkaxurte ocHOBHbIE TexHnueckue TpedoBanus k AC J10VY.

Hcemounuru:

NurtepHer-pecypcesr:

http://www.doctlow.ru/ - uHpOpMAITMOHHO-aHATUTUYECKUH TOPTAJ HIIEKTPOHHOTO
JTOKyMEHTOO0OpOTa

www.doc-online.ru - He3aBucumBIii mopTan o cucTeMax 3JIEKTPOHHOTO JOKYMEHTO000poTa
cnews.ru/

www.ecm-journal.ru/

CaliiTel BEHIOPOB:

www.eos.1u/ - Komnanus «1eKTpoHHbIE 0(DMCHBIE CUCTEMBD»
http://www.directum.ru/ - Komnanust DIRECTUM
http://www.intertrust.ru/ - Komnanus « MatepTpact»
http://www.evfrat.ru/ - Komnanus Cognitive Technologies
http://www.docsvision.conv/ - Kommanust Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C JlokymMmeHTOO00pOT

[Tnan nabopaTtopHBIX 3aHATHI B aBTOMaTU3UpoBaHHOU cucteme JIOY — cucreme
ANIEKTPOHHOTO JoKyMeHTooOopoTa (CO/])
B cooTBeTcTBUM ¢ MapTHEPCKUMHU JOTOBOPAMH C BEAYIIUMHU (UpMaMH-pa3padOTINKaMU
aBTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO 00ECTIEUEeHNUS YIIPABICHUS, CTYACHTHl HMEIOT
BO3MO’KHOCTB U3y4aTh CUCTEMBI 3JIEKTPOHHOTO TOKyMeHTooOopoTa (CO /) Ha mpakTHKE B paMKax

yueOHoro mporecca. JlaboparopHbie 3aHATHS JAIOT HE TOJILKO HATJSAHOE MPEJCTABICHUE O


http://www.intertrust.ru/
http://www.evfrat.ru/
http://www.docsvision.com/
http://v8.1c.ru/doc8/
http://www.docflow.ru/
http://www.doc-online.ru/
http://www.ecm-journal.ru/
http://www.eos.ru/
http://www.directum.ru/
http://www.intertrust.ru/
http://www.evfrat.ru/
http://www.docsvision.com/
http://v8.1c.ru/doc8/
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Ha3HAYEHUH U BCeX (PYHKIIMOHATBHBIX BO3MOKHOCTSX CUCTEMBI, HO ¥ TIPUBHUBAIOT HABBIKU Pa0OTHI
C He.

CucTeMbl 3JEKTPOHHOTO JOKYMEHTOOOOPOTa SIBISIFOTCS BaXKHBIM JTAallOM B TIpoIlecce
nepexosia K (GOpMHUPOBAHUIO MH(GOPMAIMOHHOTO OOIIECTBA U OKA3aHUIO MPABUTEIHCTBEHHBIX
yCIyr B JJIIEKTpOHHOM  Bujae. [lodydeHHble 3HaHUS TOMOTYT  CTyAEHTaM  OBITh
KOHKYPEHTOCIIOCOOHBIMU Ha PBIHKE TPY/a.

3anstue 1. BBenenue B cucremy

* Ha3HAYCHHE M APXUTEKTypa CUCTEMbI, OCHOBHBIC OHITHUS U OTIPE/IeNICHUs, OOIIME TPUHIIMIIBI
paboThI

* (pyHKIIMOHAIbHBIE BO3MOKHOCTH CHCTEMBI, OTIIIMOHHBIE TIOJCUCTEMBI

* poJieBble PYHKIMH JOHKHOCTHBIX JIUI] U 0011asi cxemMa paboThl B CHCTEME

* COCTaB M CTPYKTYpa CUCTEMHBIX CIIPABOYHUKOB, MOPAIOK (POPMHUPOBAHUS U OOIIHNE BOIIPOCHI
TEXHOJIOTUU UX BEICHUS

* 0cOOEHHOCTH UHTEpdeiica 1 OCHOBHBIE TPUEMBI PA0OTHI B CHCTEME

* JIOCTYI K QYHKIHUSAM, OCOOCHHOCTH MHTEpdelica 1 OCHOBHBIE TPUEMBI paOOThI B CUCTEME

* BXOJI B CHCTEMY, CMEHA MapoJis

3ansTue 2. 3an0JHEHNE OCHOBHBIX CIIPAaBOYHHKOB
* 00mue cBEJCHUs O CIIPAaBOYHUKAX CUCTEMBI
* OCHOBHbIE IPUHIIUIIBI HACTPOMKH CIIPABOYHUKOB O CTPYKTYpPE OpraHU3aLuu
* 3anyck nogcucreMs! "Ilons3oBarenn”
* no0aBJeHHUE M0JIb30BaTeNeH, YCTAHOBKA PEKBH3HUTOB I10JIb30BATENS U PaAB JIOCTYMHa K
MOACUCTEMAM U OILUSAM
* Ha3HA4YECHHE KapTOTEK
* MpenoCTaBICHHE MPaB JOCTYyIA K KAPTOTEKaM, IpaBa abCOIIOTHBIE U ITpaBa B KapTOTEKax
* 3KCIOPT/UMIOPT CIPABOYHUKOB
* OCHOBHbIE€ IPUHIINIIBI HACTPONKHU CIPaBOYHUKA «I pyNIbl JOKYMEHTOBY
* HacTpoiika cripaBoyHuKa «I pudsl gocTymnay
* HACTpPOWKa M IpaBUJIa BEACHUS CIIPAaBOYHUKA «BUIbI JOCTaBKM»
* HacTpoiika U IIpaBWJa BEACHUs clIpaBOYHUKa «CIIMCOK OpraHu3aluin
* HacTpoilKa M IIpaBWJIa BEACHUS CIIpaBOYHMKA «I pask1aHe»
* HacTpoiika M IIpaBuJia BeeHUs cupaBouHuKa «HomeHknarypa nem»
* HacTpoilKa M IIpaBUJIa BEACHUS IPOYUX CIIPABOUHUKOB
* peopraHu3alys CIpaBOYHHUKOB.

3ansartue 3. Unpopmanus o padore B cpene CIO/]

OCHOBHBIM HMHCTPYMEHTOM paboThl moisib3oBaTens B cpeae COJl sBusercs Hasueamop,
OPUHLOMO pabOThl KOTOPOrO aHajoruueH mnpuHuuny pabotsl IlpoBomnuka Windows. B
HaBurarope otpaxkaercs JepeBO Harok, B 00LIeM Cllydae — CIO0XKHOH CTPYKTYpBI, KOTOPOE IO
HA3HAYEHUIO U MPUHIMITY PaOOTHI TAKKE aHAJOTHMYHO JEPEBY MoK, KOTOPOE MOXKHO BUJETH B
[IpoBoaHUKe, 0qHAKO, B oTiauuKe oT [IpoBoanuka, manku HaBuratopa copepkat He daiinbl, a
KapTOUKH.

OCHOBHBIMH KapTOYKaMH, C KOTOPBIMH pabOTalOT IOJIb30BATENH, SBISIOTCS KapTOUKH
JOKYMEHTOB Pa3JIMYHBIX THUIIOB.
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Kaprouka pmoKkymeHTa TMpencTaBisieT COO0OH MaKCHUMalbHO MOJPOOHOE OIHUCAHUE
OTJENLHOTO JJOKYMEHTa — TUII, JaTa co3JaHus, (paMuiIns JIMLa, 3aperuCTPUPOBABILETO TOKYMEHT,
CBEJICHUS O COJEP>KAaHUH, CCBUIKM Ha JPyrue JOKYMEHTHI, — a TakKe MOXKET BKJIIOYaTh B cels
rpadpudeckuii Qaiin ¢ u300paKEeHHEM OTCKAaHMPOBAHHOTO OyMaKHOTO JOKYMEHTa M (aid,
CoJiepKalluil paclo3HaHHBIA TEKCT JOKyMeHTa. KaX/aplil U3 yKa3aHHBIX BBILIE 3JIEMEHTOB WJIU
CCBUIKM Ha HUX COJEPKATCs B OT/ICIIBHOM I0JI€ KapTOUKH.

Kaprouku pa3memarorcsi B Mamkax B COOTBETCTBUH C YCTAHOBJICHHBIMH B OpPraHU3ALUU
NPUHLIMIAMH, OJHAKO 4Yallle BCEro JIEpPeBO MANOK CTPOUTCS B COOTBETCTBHHM CO CTPYKTYpOM
OpraHu3alluy, HArJIAJHO OTOOpaXkas MEepapXUUecKyl0 NOTYMHEHHOCTh €€ MoApasfeieHU, a
TaKKe MPUHAMIEKHOCTD KaXJI0I0 COTPYAHUKA K ONPEACIEHHON CTPYKTYPHOH €AUHULIE.

Bo u3bexanne MHOTOKPAaTHOTO MOBTOPHOTO BBOJIA OJJHOM U TOH ke MH(pOpMAIINH, a TAKXKe
MCKJTIOUEHHS BO3MOXKHBIX OLITHOOK MPEyCMOTPEH HA0Op CIIPABOYHUKOB — KaTaJIOTOB PA3IMYHOTO
Ha3HAYEHUS, COJEepXKAIMX HH(OPMAIMIO, CTPYIIHPOBAHHYIO MO OINpPEACTEHHBIM KPUTEPHUSIM.
Bkioyaemasi B CipaBOYHMKM MH(pOpPMALKS UCHOIB3YETCs] MPU 3aNOTHEHUN HEKOTOPBIX MOJeH
KapTO4eK JOKYMEHTOB, T03BOJISAS M30€XKaTh BBOJA 3aBEJOMO HEBEPHBIX CBEICHUI (Hampumep, B
TeX MOJISIX, I/I€ IOJDKHBI YKa3bIBATHCS TAHHBIE O COTPYIHUKAX OpraHU3allMU, HEBO3MOYKHO BBECTH
3aIHCh O HECYLIECTBYIOIIEM COTPYIHUKE).

[TomMuMoO KapTOYeK JOKYMEHTOB, IUIaTGopMa IMO3BOJSET OPraHU30BaTh YIOPSI0YEHHOE
XxpaHeHue (ainoB moboro (opmara, comepkamux UHPOPMAIHMIO B TEKCTOBOH, IpaduuecKoil,
TabIMuHOM mnu 1pyroit popme. st 3T0ro B MexaHu3Me miaTGopMbl IPeycMOTPEH 0COOBIN BUT
KapTOUKH — KapTouKa (aiina.

Jlns BceX THUIOB KapTOYeK NPEAYCMOTPEH MEXaHH3M IIOHUCKA, KOTOPBI MOXET
OCYIIECTBIISATHCS MO 3aMUCSIM B IOJIAX KapTOYEK, TEKCTY MPUKPEIUIEHHBIX K HUM (ailjioB H
COBOKYITHOCTH YCJIOBUH B JIFOOOM COYETAHUH.

B 3aBucuMoOCTH OT Ha3HAYeHHS JOKYMEHTOB, a TAaK)Ke BBIMOJHSAEMBIX COTPYIHUKAMHU
o0si3aHHOCTEHl TpeayCMOTpeHa cucTeMa O€30HacHOCTH, IO03BOJIAIONIAsl pas3peliaTh WM
3ampenarb COTPYIHHUKY (TpyIIe COTPYIHHKOB) JIOCTYN K JIOOOMY BHUIY JAaHHBIX B IIEJNSX
OTPaHUYEHUS JOCTYIA K XPAHAIIMMCS CBEACHUSAM U FapaHTHH COXPAaHHOCTHU BCEH MCIOJIBb3yeMOM
MH(POPMAIHH.

K nomonHuTENbHBIM CpeacTBaM, O00ECHEeUMBAIOIIMM O€30MaCHOCTh JAaHHBIX, OTHOCSTCS
BO3MOKHOCTH HIM(PPOBaHUA WMWK N0O0ABICHUS K JTOKYMEHTaM BJIEKTPOHHOW moamucu (mpu
HAJINYUH COOTBETCTBYIOLIUX CEPTUPHKATOB).

3ansartue 4. Unpopmanus o padore ¢ mankamu

B Hasurarope otoOpaxaercsi depeso nanok, KOTOpOE IO HA3HAYEHUIO M TMPHHLHUITY
MOCTPOEHMS AHAJIOTUYHO JIEPEBY MoK, KOTOpoe MOXHO BHAeTh B IIpoBoanumke Windows,
oJHaKo, B oTiauume oT [IpoBonHuka, nanku HaBuratopa conepxar He Gaiisibl, a KAPTOUKH.

Hepapxuro nanok ¢ KapTouKamMu U IIpasa I0JIb30BaTeIed Ha JOCTYII K ITallkaM HaCcTPauBaeT
CIELUATIUCT 110 BHEAPEHUIO CUCTEMBI.

B kopHeBOif BETBM JepeBa MaNoK pacrojaratoTcsi derbipe cucmemmusie nanku (Ilamku,
CrnpaBounuku, Pe3ynbrarsl noucka u Kopsuna), KOTOpele HE MOTYT yAQIATHCS MOJIb30BATEISIMM,
U, KAK MUHUMYM, OJIHA N01b3084MeNbCKAA TATKA.

ITanka c Ha3BaHueM Ilanku (MOKET UMETH APYroe Ha3BaHUE, HA3HAUYEHHOE NPU BHEAPEHUN )
MOJKET COJEp)KaTh MPOM3BOJBHBIA HAOOp BIOKEHHBIX IAllOK, B TOM YHCIE€ — CO CJIOKHOM
JIPEBOBUIHOM CTPYKTYpOH, KOTOpas OTpakaeT JMUOO OpraHU3allMOHHYIO CTPYKTYpY (Tamku
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¢wimanos, 1enapTaMeHTOB, BXOSIINX B HUX OTIEIIOB, J1a0OpaTopuil M T.1.), THOO0 CHEUPHUKY
npodeccuoHaNbHON AEATENBHOCTH, THO0 — U TO, ¥ IPYTOe€.

[Tonp30BaTeNbCKUE MANKH MOTYT CO3aBAaThCA W YHAIATHCS B 3aBHCHUMOCTH OT TIpaB,
KOTOpBIE UMEET TOT WJIM MHOM moJsib3oBaTenb. K noabp3oBarensckuM oTHOCHTCS U [lepcoHanbHas
mamnka TOJb30BaTeNsd — 3TO Tanka, KOTopas co3MaéTcst Ul TOJIb30BaTeNs, BKIIOYEHHOTO B
CIPAaBOYHHUK COTPYIHMKOB. B 3Ty mamky mosib30BaTens MomajgaeT Mpu OTKpeITUM HaBurartopa.
[Tanka Takxke MOXKET UMETh CIIOKHYIO CTPYKTYPY, KOTOpast CO3/1aéTCs CaMUM I10JIb30BaTeNIeM WK
CIELUATUCTOM IO BHEAPCHUIO CUCTEMBI.

3ansartue 5. Unpopmanus o pabote ¢ KapToUKamMu

B CO/1 ucnonp3yloT B Ka4eCTBE 3JIEMEHTOB ONEPALIMOHHOM Cpebl KapTOUKU PA3INYHOTO
BUJIA U HA3HAUCHHUSL.

OnHu KapTOYKH TMPEICTaBIISAIOT cO00M MaKCHMAIBbHO MOAPOOHOE ONMHCAHHE OTAEIBHOTO
JOKYMEHTA: THII, J]aTa cO3AaHus, (haMIIns JIUIA, 3apETUCTPUPOBABIIETO JTOKYMEHT, CBEICHUS O
COJIepKAHUH, CCBUIKM Ha JPYyrue JOKYMEHTHI, a TakKe MOTYT BKIIIOYaTh B ce0sl rpaduuecKuit
¢aitn ¢ n300paKEeHHEM OTCKAaHUPOBAHHOTO OyMa)KHOTO JOKyMEHTa, (aiii, coaepKaiuii
pacro3HaHHBIN TEKCT JOKYMEHTA WIH JIF000H Ipyroil comyTcTBYIOMUM (aii.

Jlpyrue KapTOYKH INIPEIHA3HAYECHBl JUIA COBEPILICHUS ONPEICIEHHBIX  OIllepalui
JETIOTIPOU3BOCTBA: HAIOKEHUE PE30JIIOLMH, BHU3UPOBAHHE, YTBEPXKACHUE JTOKYMEHTOB,
MOJITOTOBKA OTYETOB, KOHTPOJIb BHITIOJHEHHS 3aJaHUN U T.11.

Psn kapTouek MMEIOT BCIIOMOTAaTelIbHOE HA3HAUCHHE: BEJCHHUE CIIPABOYHHMKOB, IOHMCK
JOKYMEHTOB, HACTPOWKA MapaMeTpOB U T.II.

Hmest OCTaTOYHO CIOXKHYIO CTPYKTYPY, KaXKIas KapTodka MO3BOJISIET PErHCTPUPOBATH
OJHY €AMHUIly XpaHEHHs (Hampumep, IOKyMeHT). B oOmem ciydae KapTouka BKIJIIOYAET
HECKOJIPKO HMMEHOBAaHHBIX BKIQJOK, KaXJas U3 KOTOPHIX COJCPKUT CIEHUPHUECKYIO
MHPOpPMAIMIO O JOKYMEHTE WM JPYroM OObeKTe, I OMHMCAaHUS KOTOPOTO CO3JaBajiach
Kaprouka. Kaxnas BKiajgka COCTOMT M3 OJHOM wim Oojee cekuuil (pasfenoB), KOTOpHIE
MPEJCTaBISAIOT cOO0 rpyIy MmoJiei, CoAepKaIuX CBA3aHHYIO HH()OPMAITHIO.

[Tosie KapTOYKKM NMpPEJHA3HAYCHO JUIsl OIMCAHUS OJHOTO U3 aTpuOyTOB 00BEKTa, HAIIpUMED,
aBTOpa JJOKYMEHTA, 1aThl PErUCcTpaluy, HoMepa 1 T.1I.

Kaxnoe mosie MOXET copep)kaTh TOJILKO OMPEACTIEHHBINM THUI JaHHBIX: 3TO MOXET OBITh
MIPOU3BOJIbHAS TEKCTOBask MH(pOpMAaIMs, YUCIOBOE 3HAYCHUE, Jjata U Bpems U T.a1. HexoTopsie
MOJISE MOTYT 3allOJIHATHCS TOJBKO JAaHHBIMHU, KOTOPBIE YK€ MMeIoTcs B cucreme. Hampumep,
aBTOPOM, MCIIOJHUTEIEM U JIULOM, TOJMHUCABIINM JOKYMEHT, MOTYT OBITh TOJBKO COTPYAHUKU
OpraHu3alluM, 3apETUCTPUPOBAHHBIE B CIPABOYHUKE COTPYIHUKOB H T.JI.

Kaprouku, peanusoBanHble B paznuuHblx COJl, MOryr orimyarbcs HabOpOM BKIAJIOK,
MoJIeH, UX Ha3BaHUSAMH M MOBeneHHeM. boyiee TOro, KapTOYKM MOTYT HECKOJIBKO OTIMYAThCS B
Pa3NUYHBIX BHEJIPEHUAX JJaKe B paMKax OJHOTO MPUIIOKEHUs, OJaroiaps BO3MOKHOCTH THOKOM
NEPEHACTPOUKH CHUCTEMBI TOJI TpeOOBaHMsSI KOHKPETHOTO 3aKa3uMKa, HO BCE OHM CTPOSATCSA Ha
OCHOBE 0011er0 HabOPa HNEMEHTOB.

OCHOBHBIMU KapTOYKaMH, C KOTOPBIMH pabOTalOT IOJIb30BATENH, SBISIOTCS KapTOUKH
JOKYMEHTOB Pa3JIMYHBIX THUIIOB.

3ansarue 6. Unpopmanus o padore ¢ daitnamu
IToMuMO cBeneHMI O JOKYMEHTE, KOTOPBIE 3aHOCATCS B MOJIS KAPTOUKU JOKYMEHTA, K HEU
MOTYT IPUCOEANHATHCS (DAIIbI, COJepIKaIe TEKCT TOKYMEHTa, ero rpaguueckoe H300paxeHue,
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a TaKkKe PA3IMYHYIO CBA3AHHYIO C JIOKYMEHTOM BCIIOMOTAaTEIbHYI0 HH(OPMAIUIO (CXEMBI,

rpaduKy, TaOIUIBl, MJUTIOCTPATUBHBIA MaTepHan).

@aiinpl MOTYT TNPHUCOCAMHATHCS K KapTOYKE JOKYMEHTa pa3HbIMU CIOCO0aMH U C

Pa3NUYHBIMU MTapaMeTpaMH, OT YKa3aHHUsI KOTOPBIX 3aBUCAT AajJbHEHUIINEe BO3ZMOKHOCTH PabOThI

CO CBSI3aHHBIM (hailsioM.

Bo3MosxHBI ueTsIpe criocoba 1o0aBieHus ¢aiisia B KapTOUKy TOKyMEHTa:
C MOMOIIIBIO KAPTOUKH (haiina;
U3 CylIecTBYoIIero Qaiina;
CO3/IaHMEeM KapTOUKU U3 abJI0Ha, COJIEPKAILEro CBA3aHHbIN (aiin;
CKaHMpPOBaHWEM OyMa)KHOTO JIOKYMEHTA.

3ansatue 7. PaboTta ¢ perucTpaniOHHBIMH KaPTOUKAMHU BXOISIIUX, UCXOIAIINUX U BHYTPEHHUX
JOKYMEHTOB

HazHaueHue QyHkuuu, onpeneneaue PK

pasnuunbie TuIBI PK B cucreme, coctaB peKBU3UTOB, OCHOBHBIE U IOTIOJTHUTEIBHBIE,
3aroJIHEHHE 00s3aTENIbHBIX U HE 003aTeIbHBIX PEKBH3UTOB

perucTparys BXOAIIUX JOKYMEHTOB U MTHCEM IPaXJIaH

pEerucTpaims co3/1aBaeMbIX (UCXOASIINX) TOKYMEHTOB

paboTa C 3MeKTpOHHBIMU 00pa3zaMH JOKYMEHTOB

npukperuienue B PK ¢aiinoB 1okyMeHTOB, co31aHHBIX B puiokeHusx MS Office, B Tom
YHCIIe ¢ UCTIOIb30BaHUEM MPHIIAraeMbIX M1a0JI0HOB

CKaHMpOBaHKE OyMa)KHOTO JIOKyMEHTa U MpUKperuienue ero k PK

BO3MOJKHOCTB 3aKpPbITHS MPUKPEIJICHHOTO (haiiyia i peJakTUPOBaHUs, 3aKpbITHE (aiina
OTIENBHBIM TPU(OM JI0CTYIIA

BO3MOKHOCTh Hanoxxenus: DL na npuxperuienusiit k PK daiin

KOHTPOJIb 32 IBUKEHHUEM M COCTOSTHUEM OyMa)XHBIX JOKYMEHTOB: MoHsATHE JKypHana
nepesayn TIOKyMeHTa, 3aHeceHne NHPOPMAIIUH O Tiepeiaye, CIIMCAHNN WK YHUYTOXECHUH
OyMa)KHOTO TOKYMEHTa B JaHHBIN JKypHai

nedath PK, mevars nepeyHs 3aperucTpupoBaHHBIX JOKYMEHTOB

IPOCMOTP U penakTupoBanue PK

3ansartue 8. PaboTa ¢ mpoekTaMu JOKYMEHTOB

Ha3zHaueHue 3a1aun «PaboTa ¢ mpoekTaMu TOKYMEHTOB)
oOrmias cxema pabOThI ¢ IPOSKTaMHU JIOKYMEHTOB
CrocoOBI CO3/TaHMSI TPOEKTA JOKyMEHTa

perucTpanronHas kaprouka npoekra gokymenTa (PKII/), coctaB pekBU3UTOB U UX
3aroJHEHNE

3aJlaHle MaplIpyTa IBM)KEHUS JOKYMEHTA: OTIPaBKa IPOEKTa JOKYMEHTA (B T.4. QJIEKTPOHHON
KOIUM TPOEKTa MpHUKaza WK JI000ro Jpyroro JOKYMEHTa) Ha COTJIACOBAaHHWE W/MIU Ha
IO JITUCh

aBTOMAaTHUYECKOE U3MEHEHHE CTaTyca IIPOEKTa JOKYMEHTa
MHO>KECTBEHHOCTb BEPCHI1 IPOEKTOB TOKYMEHTOB

perucrpanys JOKyMeHTa Ha OCHOBE YTBEPKJIEHHOTO ITPOEKTA
IIOMCK M0 33JJaHHBIM ITapaMeTpaM PErUCTPALMOHHBIX KAPTOUYEK IPOEKTOB TIOKYMEHTOB
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Pa3nen 3. OcHOBHBIE PYHKIIMOHAIBbHBIE BO3MOKHOCTH M XapAKTEPUCTUKHU
aBTOMATH3HPOBAHHBIX CHCTEM JeJI0NPOU3BOACTBA

Tema nabopamopnozco 3anamus: I3yuenune GyHKInoHanbHbIX Bo3MoxHocTe AC JIOY

(2 yaca)

Lenv 3ausamus.
1. M3yuuTh OCHOBHBIC (DYHKIIMOHAIBLHBIE BOBMOKHOCTH U XapaKTEPUCTUKU
ABTOMAaTHU3UPOBAHHBIX CHCTEM JEJIOMPOU3BOICTBA.

2. BBINOTHUTH OCHOBHBIE TEXHOJOTHYECKUE ONEPALIMH ¢ JOKYMEHTUPOBAaHHOM MH(opMaIueii B
AC J10Y (peructpanus T0KyMEHTOB, KOHTPOJIb HCIIOJHEHHS, TOUCK UH(OPMAINH, BEJCHHUE

CIPaBOYHHUKOB, (HOPMUPOBAHHE OTUYETOB U Jp.)

Dopma nposedenusi — eNOBas Urpa
Bonpocuwl ons o6cyscoenus:

HazHaueHue n npuHIUIBI TOCTPOEHUS aBTOMaTU3HpoBaHHbIX cuctem JI0Y.
[IpaBuna paboThl CUCTEMHOTO TexHOJora B paznuuHbix AC JIOV.

[IpaBuna paboTsl moab3oBaress B paznuuneix AC JIOY.

OcHoBHBIE QYHKITMOHATBbHBIE BO3MOXKHOCTH pa3nuuHbix AC JIOV.

BrlnonHeHne OCHOBHBIX TEXHOJOTMYECKUX ONEPALUN ¢ JOKYMEHTUPOBAHHOU
uHpopmanueit B AC JIOY (peructpanusi JOKyMEHTOB, KOHTPOJIb HCIIOJIHEHHS], TIOUCK
uH(pOpMaINH, BeIeHUE CIIPABOYHUKOB, (POPMUPOBAHHE OTYETOB H JIp.)

MBS

KOHmpOJZbele 60NpocCyLL.

1. Kakoe naznauenue y AC IOY?

2. OnuumuTe NPpUHIUIBI TOCTPOEHUS aBTOMAaTU3UPOBaHHbIX cucteM J[OVY.

3. Tlepeuncnure ocHoBHbIE (hyHKIMU crcTeMHOro TexHozora B AC J10VY.

4. Tlepeuncnute OCHOBHBIE (PYHKIIMM NOJB30BaTeNs B paznuunbix AC JIOV.

5. HazoBute ¢pyHKumoHambHbIe BO3MOKHOCTH pa3nuyHbix AC JIOVY.
Hcemounuku:

Mertoanyeckue MaTepHalbl BEHIOPOB, pa3MelIeHHbIe B 00JauHOM XpaHuuiie Dropbox.

NurtepHer-pecypcesr:

http://www.docflow.ru/ - uHGOpPMAITMOHHO-aHATTUTHYECKUN TTOPTA DIIEKTPOHHOTO
JTOKyMEHTOO0OpOTa

www.doc-online.ru - He3aBucuMBIii mopTan o cHCTeMax MEKTPOHHOTO JOKYMEHTO000poTa
cnews.ru/

www.ecm-journal.ru/

CaliiTel BEHIOPOB:

www.eos.1u/ - Komnanus «1eKTpoHHbIE 0(DMCHBIE CUCTEMBD»
http://www.directum.ru/ - Komnanust DIRECTUM
http://www.intertrust.ru/ - Komnanus « MatepTpact»
http://www.evfrat.ru/ - Komnanus Cognitive Technologies
http://www.docsvision.conv/ - Kommanust Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C JlokymMmeHTOO00pOT


http://www.docflow.ru/
http://www.doc-online.ru/
http://www.ecm-journal.ru/
http://www.eos.ru/
http://www.directum.ru/
http://www.intertrust.ru/
http://www.evfrat.ru/
http://www.docsvision.com/
http://v8.1c.ru/doc8/
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[Tnan nabopaTtopHBIX 3aHATHI B aBTOMaTU3UpoBaHHOU cucteme JIOY — cucreme
ANIEKTPOHHOTO JoKyMeHTooOopoTa (CO/])

3anstue 9. CBsi3pIBaHUE JIOKYMEHTOB
* TIOHATHUE CBS3KH, IPSAMBIE U 0OpaTHbIEC CBSA3KH, CHMMETPUYHBIEC CBA3KU
*  CBSI3bIBAHME JOKYMEHTA B MOMEHT PErucTpalun
*  CBS3BIBAHME JOKYMEHTOB, HAXOAIIMXCS B 06aze

* CCBUIKA Ha BHELIHUM (ceTeBOM) azpec

3anstue 10. dopMupoBaHue 3a1a4 U 3aJaHUN
*  CO3JIaHUE U 3aII0JIHEHUE KapTOYKH 3a/1a41
* MapLIpyTHU3auus 3aJaHUI
* mepeaaya 3aJaHHi B pabOTy
.
Saustue 11. Brinonxenue 3aganuii
*  PEKHUMBI OTKPBITUS U CTATyChl KAPTOUKH 3a/1aHUS
* paboTa yYaCTHUKOB BBIIIOJHEHUS 331aHUs (UCTIOJHUTENS!, OTBETCTBEHHOTO HCTIOJTHHUTEIS,
KOHTPOJIEPA)
* co3JIaHHUe NMOMUUHEHHBIX 3a7a4 U 3aJaHui

3anstue 12. CornacoBanue JOKyMEHTOB

. CO3JIAaHUE KAPTOUYKH COTJIACOBAHMS

. 3alI0JIHEHNE KaPTOUYKHU COTJIACOBAHUS

. 3aIyCK ITPOLECCA COTJIACOBAHMS

. BBITIOJTHEHHE COTJIaCOBaHUSI

. CO3JaHNE MOJUMHEHHBIX COTJIACOBAHUM
. KOHCOJIHTAIMS N3MEHESHU

3anstue 13. [louck JoOkyMeHTOB, 3a1a4, 3ajanuii B CO/1. JInunbie nanku
* [OHUCK [0 HOMEpam
* mowuck no pekBusutam PK u conmepxkanuio qokymMeHTa
*  TIOHUCK IO PE30JTIOIHUH
* TIOMCK IO )KypHAIy Mepeiadnl TOKyMEHTOB
*  000O0IIECHHBII TTOUCK
*  [OHUCK IIPOEKTOB IOKYMEHTOB
* 00paboTka pe3yabTaTOB IMOUCKA — BBIBOJI HA MIEYATh
* paboTa ¢ TMYHBIMH MTATTKAMHU
*  CO3JIaHUE IMANOK U pa3MeIIeHUE B HUX IOKYMEHTOB

3anstue 14. @opMUpoBaHUE OTUETOB U AHAIM3 IAHHBIX MOIYJIS
. JE€MOHCTpAIHsI BApUAHTOB UCIIOJIB30BAHUS CTAHAAPTHBIX OTYETHBIX (OpPM

. (bopMupoBaHUE 3aIIPOCOB

3ansartue 15. JlonosHUTENbHBIE HACTPOUKH paboyero mecra
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*  HACTPOWKHM CHCTEMBI Ha pabodyeM MEeCTE M0JIb30BaTENsl, 0COOEHHOCTH 00eCTIeUeHHS
paloTHI MOJIb30BaTENEH CUCTEMBI C YYETOM UX JOJDKHOCTHBIX 00s3aHHOCTEH

¢ Ha3HA4YCHHE U BBIIIOJHCHHE IMOJB30BATCIbCKUX HACTPOCK

® IIOJIb30BATCIBCKHE CIIMCKU

3ansarue 16. Yuer pabouero BpeMeH!
*  3aI0JIHEHHE KapTOUYKU paboyvero JHs
* XpPOHOMETpax pabovero BpeMeH!

HTorosas paboTa 1o BBITOJHEHHBIM 3aJaHUAM 0(hOpMIIsieTCsl B BUJIE IPe3eHTaIMU. BrimoyatoTes
BCe HcclieoBaHHbIe cTyaeHToM CO/I.
CtpykTypa paboThI:
Oranel BHeApeHusa COJl B npeanosaraeMoi opraHu3alyu.
Ortansl paboTs! cryneHta B CO/1.

Haznauenune COJI uis JOKYMEHTAIIMOHHOTO 00ECIICUeHH S YIIPABICHHUS.

el N

Baiu oT3bIBbI M IOXKENAHUS K IPOrPaMMHOMY NMPOAYKTY (IOATOTOBKA 3CCE).

IIpu npoBeneHnu nabopaTtopHbIX 3aHATHH B COJ] HCMIONB3YIOTCS METOIMYECKHE

MaTepHualibl, pa3paboTaHHbIE BEHAOPAMHU.

Benpnop IIporpamMHubIii Caiir
NPOAYKT
CJ
20C JEJIO http://www.eos.ru/
Cognitive Technologies EBOPAT http://www.evfrat.ru/
Jupexrym DIRECTUM http://www.directum.ru/
1C 1C JIokymMeHTO00OpOT http://v8.1c.ru/doc8/
«JloxcBroxH» DocsVision http://www.docsvision.com/

Pasnean 4. IlepcnekTHBbI HCNOJIb30BAHMS U HANIPABJICHUS Pa3BUTHUA
ABTOMAaTHU3HPOBAHHBIX CHCTEM IOKYMEHTALIMOHHOI0 o0ecniedeHnsl ynpaBJjieHus (2 yaca)

Tema nabopamoprnozo 3anamus.: TeHneHIIMK U HanpaBieHus pazsutus AC I0Y

L]env 3anamusa: BeISIBUTh TEHACHIIMU U IPOAHAIU3UPOBATH HanpaBieHus pa3sutus AC
HOVY.
Dopma npoeedenus — NeNOBast UTpa
Bonpocuwl ons ob6cyscoenus:

1. OcHOBHBIE TEHJEHIMM Pa3BUTUSl aBTOMATU3HPOBAHHBIX CUCTEM JTOKYMEHTALMOHHOTO
oOecrieyeHHs yrpaBJieHUs

2. Baustnue pazButus nH(GOPMAIIMOHHBIX TEXHOJIOTHI Ha apToMaTu3anuio JJOY.

3. O6naunbie TexHooruu B J1I0Y.

KOHmpOJZbele 60NpocCoLl.


http://www.eos.ru/
http://www.evfrat.ru/
http://www.directum.ru/
http://v8.1c.ru/doc8/
http://www.docsvision.com/
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1. Oxapakrepusyiite ocHOBHbIE TeHAeHINHU pa3BuTHs AC JIOVY.
2. Kak BIMSIOT pa3BUTHS HHPOPMAITMOHHBIX TEXHOJOTHI Ha aBToMaTu3aiuio JJ0Y?
3. Kakue npumeHnstorcst obnaunsie TexHojaoruu B JJOY?

IToaroroButh mpe3eHTanno «COCTOSHUE phIHKAa U OCHOBHBbIE TeHACHLUMH pa3Butus AC
JIOY B P®», ucnonsiys nporpammy Microsoft PowerPoint (10-15 cnaiinos).

Hcemounuru:

NurtepHer-pecypcesr:

http://www.docflow.ru/ - uHQOpPMAIIMOHHO-aHATTUTUYECKUN TIOPTAJ AIIEKTPOHHOTO
JTOKyMEHTOO0OpOTa

www.doc-online.ru - He3aBucuMbIil mopTai o cucreMax 3JeKTPOHHOTO IOKyMEHTO000poTa
cnews.ru/

www.ecm-journal.ru/

CaliiTel BEHIOPOB:

www.eos.1u/ - Komnanus «31eKTpoHHbIE 0(DMCHBIE CUCTEMBD»
http://www.directum.ru/ - Komnauust DIRECTUM
http://www.intertrust.ru/ - Komnanus « atepTpact»
http://www.evfrat.ru/ - Komnanust Cognitive Technologies
http://www.docsvision.conv/ - Kommanust Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C JlokymMmeHTOO00pOT

9.2 MeTtoan4yecKkue peKOMEHIAIINH M0 ITOJATOTOBKE NHUCHhbMEHHBIX pad0T

Tems! pedeparos:

1. HccnenoBanne OCHOBHBIX OOBEKTOB U IPUHITUIIOB aBTOMATU3AIIUH B YIIPABJICHHH.

2. Hcnonp3oBaHWEe  aBTOMAaTU3MpPOBAHHBIX  CHUCTEM B JIOKYMEHTAl[MOHHOM
o0ecreyeHn! yrpaBIeHHs.

3. AHanu3  HOPMAaTHUBHO-IIPABOBBIX  aKTOB,  PEMVIAMEHTHUPYIOLIUX  MPOLIECCHI
BHEJIPEHHUS U UCIIOJIb30BaHUs aBTOMAaTU3UPOBaHHbIX cucteM B JIOY.

4. AHanu3 HOpMaTUBHO-METOANYECKUX TIOKYMEHTOB, PErJIaMEHTUPYIOIIHX ITPOLIECCHI
BHEJIPEHHUS U UCIIOJIb30BaHUs aBTOMAaTU3UPOBaHHbIX cucteM B JIOY.

S. Benymue xomMmaHuu-pa3zpabOTYMKH MPOTpaMMHBIX MpoaykToB it AOY u ux
pa3paboTKH.

6. [Tpo6nembl ¥ IEpCIEKTUBBI BHEPEHUS 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

7. OcHoBHBIE 3ajauH, CTOALIME MEpE] aBTOMATU3UPOBaHHOM cuctemoit JIOY u nyru
UX pELICHHUS.

8. AHanmm3 COBPEMEHHBIX MH()OPMAIMOHHBIX TEXHOJOTHH CO3/1aHUs, XpaHEHUs U
OOHOBIIEHHSI TOKYMEHTOB.

9. CucremMbl  BJIEKTPOHHOTO  JIOKYMEHTOOOOpOTa HAa  COBPEMEHHOM  JTare
(cpaBHHUTEBHBII aHAIN3 TPOTPAMMHOTO 00ECIICUEHUS).

10.  Bueppenue aBroMaTmsupoBaHHON cuctembl JIOY (Ha mpuMepe KOHKpPETHOU
OpraHu3alum).

11.  OtpacneBble CUCTEMBI AIIEKTPOHHOTO TIOKyMeHTO000poTa B PO.

12. OcHOBHbIE TEHJECHIINN Pa3BUTHsI aBTOMaTU3UPOBaHHBIX cuctem JIOY.

Pexomennamuu mo noaroToBke u oopmienuro pedepara


http://www.docflow.ru/
http://www.doc-online.ru/
http://www.ecm-journal.ru/
http://www.eos.ru/
http://www.directum.ru/
http://www.intertrust.ru/
http://www.evfrat.ru/
http://www.docsvision.com/
http://v8.1c.ru/doc8/
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[TonroToBka pedepaTa MO3BOJISIET 3aKPEHUTh TEOPETHUECKUE 3HAHMA IO AUCIUILINHE,
NpUOOPECTH HABBIKM CaMOCTOSITEIILHOTO YIIIyOJIEHHOTO M3YYeHHsI OJHOTO M3 pa3ziesioB Kypca.
[Tpu moaroroBke pedepara CTyIEHTHI MOJIy4alOT HABBIKK M YMEHHE paboTaTh ¢ HCTOYHUKAMHU U
JUTEpaTypoil, aHanM3upoBaTh (AaKTBl M JaHHBIC CHENHMAJIBHOM JMTEpaTypbl, U3JaraTh
MPOYUTAHHOE COBPEMEHHBIM MPO(PECCHOHATBHBIM SI3BIKOM.

Pedepar nomkeH ObITH OOPMIIEH B COOTBETCTBHH C TPEOOBAHUSAMU, IPEIBIBISIEMBIMU K
MOJITOTOBKE U 0(hOPMIICHHIO HAYYHBIX padoT.

Pedepart Brimoyaer:

- TUTYJIBHBIN JIUCT;

- OTJIaBJICHUE;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TEMAaTHUYECKHUE Pa3JIeIibl);

- 3aKJIIOYEHHE;

- CIIUCOK MCTIOJIb30BaHHBIX HCTOYHHUKOB U JINTEPATYPHL.

O6wem pedepara - 15-20 crpanur Tekcra (rpu Habope uepe3 1,5 uHTepBana u pasmepe
mpudta 13-14). Pedepar nuinercs Ha 0AHOM CTOpPOHE CTaHJAPTHOTO JincTa Oymaru ¢popmata A4
(210x197Mmm).

Crpanunsl pedepara HymepyroTcss apabCKUMU IM(paMu Ha BEpPXHEM IOJe JHCTa, 0e3
KaBbIUEK, 1e(DUCOB U JPYTrUX 3HAKOB MpenuHaHus. TUTYIbHBIN JUCT U OTJIaBlIeHHE HE HyMEpYIOT,
HO BKJIIOYAIOT B 00ImMii 00beM pedepara.

HayuHo-cripaBouHblif anmapar pedepara BKIIOYAET CIUCOK UCTOYHHKOB U JIUTEPATYPHI U
MOJICTPOUYHBIE CHOCKH. [10JICTpOUHBIE CHOCKM HCIOJIB3YIOTCS BO BCEX CIy4asX HUTHPOBAHHS B
TEKCTe pedepaTa MPaBOBBIX aKTOB, JOKYMEHTOB, IPOU3BEACHUI aBTOPOB MOHOTpadHii, cTaTe,
y4eOHHUKOB, Y4eOHBIX TOCOOHIA, a TakKe MPU UTHPOBAHUM CTAHIAAPTHBIX OMPEICICHHH TEPMUHOB
u noHsTHi. Bee mpuBoauMble B pedepare GpakTbl, HUQPHI, AaThl, KOHKPETHBIC JTaHHBIE TaKXKe
JOJKHBI OBITH TOATBEPKACHBI ITOICTPOYHBIMUA CHOCKAMH.

CHOCKHM HyMEpYIOT B Tpe/eiax OJHON CTPaHUIbl apaOCKUMHU [TU(ppaMu, TEKCT CHOCKH
pPa3MEILaroT MO MOCIEIHEH CTPOKOM TEKCTa.
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Hpuioxenue 1

Annomauusa oucyuniunst (Mo0y/is)

JucuumimHa ABTOMATH3HPOBAHHBIE CHCTEMbI JIOKYMEHTAIMOHHOTO  o0ecreveHus:
yHpaBJleHUusl peanusyercs Ha @pakyibmeme APXUBOBENCHUS U JOKYMEHMOBeOeHUs Kageopoll
Asmomamuzuposannvix cucmem [JOY.

Llenp MUCHMIIMHBI: TOATOTOBUTH BBITYCKHHWKA, YMEIOLIETO OPraHMU30BaTh YIpaBJICHUE
AJIEKTPOHHBIMU JTOKYMEHTaMH B CHUCTEMax »JJIEKTPOHHOTO JOKyMeHTooOopoTa. OcBoeHHe
IUCUMIUIMHBL ~ HampaBJIeHO Ha MNPHOOpETeHHMEe CTyIEeHTaMH 3HAaHUH O  BHEAPEHHH
MH(GOPMAIMOHHBIX TEXHOJIOTHH B AEATEIBHOCTD CIIyk0b1 JJOVY.
3anauu:

- U3yYUTH TEOPHIO U MPAKTUKY IPUMEHEHHS aBTOMAaTH3UPOBAHHBIX CUCTEM B YIIPaBICHUHU
JOKYMEHTAaLUEN;

-M3y4UTh OCHOBHBIE IOHATHS, HCIIOJIb3YEMbIE B IIpOIiecce MPUMEHEHUs HH(OPMAIIMOHHBIX
texaonoruii B JIOY;

- U3YYUTh UCTOPHIO aBTOMaTu3auu 1 Mexanuzauu JI0Y B Hamei cTpaHe u 3a pyoexoM;

- U3yYUTh HOPMATUBHO-TIPABOBBIE OCHOBBI MPUMEHEHHS WH(OPMAIIMOHHBIX TEXHOJIOTHid
B J10Y;

- U3YYUTh TEXHUUYECKOE U MPHUKIIAHOE MPOTrpaMMHOe 00eCIIeYeHre, UCIIONIb3YeMOe TIPH
OpraHU3alUH AEKTPOHHOTO JOKYMEHTO000pOTa B MH(POPMAIIMOHHOM 00ECTI€YeHIH YITPaBICHNUS,

- U3YYUTh IPUHIIMIIEI BEIOOPA M OPraHU3aLUI0 BHEPEHUS M UCTIOJIL30BAHUS TEXHUUECKOTO
Y TIPOTPAMMHOTO 00ECTICUeHHS;

- U3Y4UTh UH(OPMAIIMOHHBIE CUCTEMBI U OCHOBHBIE HH(OpMaIMoHHbIE pecypchl B IOV

- M3YYUTh M MPOAHATU3UPOBATh CPEJCTBA 3AIUTH MHPOPMALUU B WH(POPMAIMOHHBIX
cucTeMax, ucrnolibzyeMoix B JIOVY;

- chopmupoBath MpoeccuoHaTbHbIE HAaBBIKU pa00OThl B ABTOMATU3UPOBAHHBIX CHCTEMAX.

JucuuruinHa ~ ABTOMATH3MPOBAHHbIE  CHCTEMbI  JOKYMEHTALIMOHHOrO0  o0ecrevyeHus
ynpaBJieHusl HanpaBlieHa Ha GOPMHUPOBAHUE CIEAYIOMIMX KOMITETEHITHIA:
[IK-4 Brnageer 3HaHMSMH COBPEMEHHBIX HMH(POPMALMOHHBIX CHCTEM U HaBBIKAMH
MPOCKTHPOBAHMS U BHEJIPEHUS CUCTEM JIEKTPOHHOTO JJOKYMEHTO000POTa B OPTaHU3AINH
[TIK-7. CnocobeH OCyIIeCTBISATh JOKYMEHTAIMOHHOE OO0ECleYeHHe IesATeIbHOCTH IO
moA00pY, OIICHKE, Pa3BUTHIO U OpraHU3aIH TPy IepcoHaIa

B pesynbrare ocBOCHHS AUCIHMIUIMHBI ABTOMATH3UPOBAHHbIE CHCTEMbI JOKYMEHTAHOHHOT O
o0ecrieyeHusl yNpaBJieHHs1 00YJaIOIINICS TOJKEH:

3HarTh:

COBpEMEHHBIC HH(OPMAIIMOHHBIE CUCTEMBI, CHCTEMbI AJIEKTPOHHOTO IOKYMEHTO000pOTa,
NPaBOBOE pETyIUpoBaHKe cepbl yrpaBieHuss HHGOpMALKEii U TOKYMEHTaLUEH
METO/I0JIOTHYECKUE OCHOBBI TIOCTPOCHHS YIPABICHYECKHX CUCTEM M CUCTEM
JTOKYMEHTAI[MOHHOTO 00eCTIeUeH sl YIIPaBICHUS

MpaBUJIa U METOIOJIOTUYECKHIE TIOAXO0bI K IIPOSKTHPOBAHHUIO CHCTEM 3JICKTPOHHOTO
JTOKyMEHTOO0OpOTa

NPaBOBBIC HOPMBI B chepe yrpaBlieHHs TIEPCOHATIOM U KaJIpOBOTO JIEJIONPOU3BOICTBA

NpaBUJIa COCTABJICHHS KapOBOI JOKYMEHTAIIMH U Pa0OTHI C JOKYMEHTaMH 110 INYHOMY COCTaBY

VYMeTh:
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MPUMEHSATH 3HAHUE HOPMATUBHO-TIPaBOBOI 0a3bl B cdepe ynpaieHus HHGopmanuei u
JOKYMEHTAlUeN B IPAKTUYECKOU IEATEIbHOCTH

MPUMEHSTH Pa3IMYHbIE METOA0JIOTUYECKUE TIOAXObI IIPU IPOSKTHPOBAHUN CUCTEM
JOKYMEHTAIIHOHHOTO 00ECTIeYeHHs YIIPaBJICHUS

BHEPSATH CUCTEMBI SJIEKTPOHHOTO JIOKyMEHTO000pOoTa

MPUMEHSATH TEOPETUYECKHE U ITPABOBBIC 3HAHUS MPH JOKYMEHTUPOBAHUH TPYIOBBIX OTHOILICHUIHA
U CITyKeOHOH e TeTbHOCTH

JTOKYMEHTUPOBATh TPYAOBbIE OTHOLICHHUS U CITY>KEOHYIO IeSITEIbHOCTh B TOCY/IaPCTBEHHBIX
opraHax, opraHax MECTHOTO CaMOYITPaBJICHHUS U OPTaHU3ALUAX PASIUIHBIX POPM
COOCTBEHHOCTH M OPTaHU3aLIMOHHO-TIPABOBBIX (POpPM

Bnaners:

HaBBIKaMU BBIOOpa HEOOXOIMMBIX TEXHOJIOTUYECKUH PEIICHUI B IPOIIeCcCe YIIPaBICHUS
uHpopmanuen U TOKyMeHTauen

HABBIKaMU aHANIN3a U OPTaHU3AIMOHHOTO MPOSKTHPOBAHKS CUCTEM TOKYMEHTAITMOHHOTO
oOecrieueHus yrpaBJieHUS

HaBBbIKAMH BBISIBIICHHS HanOOJIee ONITUMANIbHBIX ITOKa3aTeei, He00X0 IUMBIX IS
MIPOCKTHPOBAHUS U HACTPOHUKH CUCTEM DJICKTPOHHOTO IOKYMEHTO000pOTa

HaBBIKAMH PA0OTHI C MIEPCOHAIBHBIMU JAaHHBIMU M KOH(UACHIIHAILHOM HHPOpMaLUeit
HaBBIKaMU Pa0OTHI ¢ JOKYMEHTAMH I10 TUYHOMY COCTaBY B TOCYIapCTBEHHBIX OpraHax, opraHax
MECTHOTO CaMOYITPABJICHUS U OPTaHU3AIUAX PA3THIHBIX (POpM COOCTBEHHOCTH U
OpraHU3aIMOHHO-TIPABOBBIX (OpM

ITo mucuuruinHe ABTOMATH3HPOBAHHBIE CHCTEMbI JOKYMEHTAIIHOHHOI'0 00ecreyeHHs
ynpaBJieHusl TIPeayCMOTPEHA IPOMEXKYTOUHAs aTTecTalus B GopMe dK3ameHda.

0611_[2151 TPYAOCMKOCTb OCBOCHUS NUCHUIIJIMHBI COCTABJISICT _3_3&‘IGTHBIG CANHUIIBI
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