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1. TTosicHUTeJIBLHAA 3aIMCKA

a. Leab u 3apa4m AMCUUIJIMHBI (MOIYJIs1)

Heab kypca: GopmupoBaHue MpeAcCTaBICHUS 00 AIEKTPOHHOM JOKYMEHTE KaK HOBOMU

COCTaBIISIOIICH B IMMPAaBOBLIX OTHOMICHUSAX. BrIsBEHHE OCHOBHBIX OCOOEHHOCTEH «IJICKTPOH-

HOr'o0 JOKYMCHTa», 0a30BbIX IIPUHIUIIOB B3aHMOJCHCTBUS QJICKTPOHHOT'O W aHaJIoroBOr'o

«MHpPa», IOHUMaHHUA NIEpCXoga I/IH(I)OpMaI_[I/II/I 13 OOBIYHOI'O aHAJIOTOBOT'O MHpa B 3HeKTp0HHBII>'I.

3aoauu Kypca:

oOecrieueHus anmnapara yrnpaBiaeHHs 00IIECTBOM;

OBJIaACTL TCOPECTUUCCKUM 000CHOBaHUEM nponeccoB  ITOKYMCHTAIITUOHHOTO

OCBOHUTH COBPEMEHHBIE IPOOIEMbI FIEKTPOHHOTO JTOKYMEHTHPOBAHUS TPABOBOH,

YIPaBICHYECKOH, HKOHOMHYECKOW, COIMAIbHON, TEXHWYECKOH, HayyHOH wuHpopManuu u

(bOpMI/IpOBaHI/Iﬂ CUCTEM OOKYMCHTAIIUH, O6CCH€‘-II/IBaIOHII/IX ACATCIIBHOCTD allliapara yupaBJICHUA

YUPEXKACHUN, OpraHu3aluid U IpeANpUsITUN;

OBJIAJIETh HEOOXOAMMOMN TEPMHUHOJIOTHUEH;

chopMuUpoBaTh HaBBIKU MPO(ECCHOHATBFHOTO JOKYMEHTOBEIYECKOTO aHam3a U

paboThl ¢ MporpaMMaMH MO OOECIIEYCHUIO JJICKTPOHHOTO JOKYMEHTOO0OPOTa, TOJIKOBAHHS

CUCTEM 3JIGKTpOHHOI7[ JOKYMCHTAIMHU U CUCTEM J3JICKTPOHHOT'O JOKYMCHTHUPOBAHUA.

1.2. ®opmupyemble KOMIETEHIMH, COOTHECEHHBIE C IUIAHUPYEMBIMHU pe3yjbTaTaMu

OoOyYeHHS TIO TUCHIUTUTAHE (MOOYI0):

Koabi Ilepeuennb TUIAHUPYEeMbIX pe3yJbTaTOB
KOMIIe- Conep:kanue KOMIeTeHIIH I 00y4eHMs M0 JUCHUIIINHE
TeHIHH
OIIK-4 CHOCOOHOCTBIO TMOHUMATh 3Haye- | 3HaTh CYIIHOCTh MH(OPMAILUU, METOABI U CIIOCO-
HUEe WH(QOpPMAlMU B Pa3BUTUU | OBl €€ OTpaKEHUS U Mepeayu;
COBPEMEHHOT0 O0IIEeCTBa, MpUMe- | YMeTh: Oo(QOopMIIATh pabodyr0 TEXHUYECKYIO
HATh HMH()OPMAIIMOHHBIE TEXHO- | JOKYMEHTAIMIO C YYEeTOM JICHCTBYIONIMX HOpMa-
JOTHH JJISl TOMCKa M 0OpaOOTKM | TUBHBIX M METOJUYECKUX JOKYMEHTOB
uHbOopMaIuu Brnaners: HaBBIKAMHU HCIIONB30BaTh OCHOBBI Mpa-
BOBBIX 3HAHUU B Pa3IUYHBIX cepax IesTeNbHO-
CTH
IK-13 CMOCOOHOCTHIO MPUHUMATDH | 3HaTh: OCHOBBI MH()OPMAIMOHHOTO IpaBa, CYII-

ydacTue B (pOPMHPOBAHUH, Opra-
HHU30BBIBAThH U TOAJICPKUBATH BbI-
IOJTHEHHE KOMIUIEKCa Mep 110
obecrnieyeHn0 MHQPOPMAITHOHHOMN
Oe3omacHoCTH, yTIPaBIATH
IPOLIECCOM UX peaTu3aluu

HOCTh KOHQHUICHIHMAIHHOCTH HWHPOPMALUU U
3HAaTh BUIBI HOcUTeNeH WHpoOpManuu u ocoOeH-
HOCTHU (pUKcallMy Ha HUX UH(pOpMaILINH;
CYLIHOCTh MH(OpMaIMK, METOJbl U CHOCOOBI €&
OTpayKeHUs U Nepeaay;

3aKOHOMEPHOCTHU Pa3BUTHS MPENNPUATUH pas3iIny-
HOTO THIA M OPraHM3aLHUI0 MX (YHKIHMOHHPOBA-




HUS C TIEJIBIO JTOCTIKEHUSI MaKCUMAITbHOU 3 dek-
TUBHOCTHU NP MUHMMAJIbHBIX 3aTpaTax pecypcos;
O0COOEHHOCTH M XapaKTepUCTUKH JOKYMEHTOB
aHAJIOTOBOTO U 3JIEKTPOHHOT'O BUJIOB;

METObI 3alUThl HHPOPMALIUU U TEXHOJIOTHU 00-
paboTku nHPOPMAIIHH.

Ymerb:  opopMIATH  PabOUYyl0  TEXHHYECKYIO
JOKYMEHTAILMIO C Y4E€TOM JAEHCTBYIOLIMX HOpMa-
TUBHBIX U METOJINYECKUX TOKYMEHTOB

BrnaneTrs: HaBbIKaMH HCIIOJIB30BaTh OCHOBBI Ipa-
BOBBIX 3HAaHUI B pa3IMuHBIX cdepax IesTeTbHO-
CTH;

OCHOBHOI TEPMMHOJOIHEH, METOJaMU U OCHOB-
HBIMHM aJITOPUTMaMHU pPeau3aluyu 3alIUIEHHOTO
AJIEKTPOHHOT'O JOKYMEHTO000pOTA.

I1CK-2.3

CIOCOOHOCTBIO OpPraHU30BaTh W
NPUHUMATh ydYacTHe B peayn3a-
UM KOMIUJIEKCA  OpraHHu3aIu-
OHHO-TEXHUYECKHUX Mep Mo obec-
NeYeHUI0 MHPOPMALMOHHON 0e3-
OIACHOCTH OOBEKTa 3allUTHI, C
pa3paboTKON HEOOXOAMMBIX IS
OTOr0 JIOKAJIbHBIX HOPMATUBHBIX
JIOKYMEHTOB

3HaTh: 3aKOHOMEPHOCTH PA3BHUTHS NPEIIPHUSITHI
Pa3IMYHOTO THIIA M OPTaHM3aLUI0 HX (QYHKIH-
OHHUPOBAHUS C LEJBIO JOCTHKCHHS MaKCHUMallb-
HOH  S(QQEKTUBHOCTH MNpHU  MHUHHUMAIBHBIX
3aTpaTax pecypcos;

BUJIBI U OCOOCHHOCTH PUCKOB, TIOPOXKIAEMBIX CH-
CTeMaMH JIOKYMEHTO000pPOTa;

METOABl  WCIIONB30BAHMS  CPEICTB  3aIIUTHI
uH(pOpMaIMK NPH MMOCTPOCHUH CHUCTEM JIOKYMEH-
TO00OPOTA;

METOAbI 00EeCTIeYeHUsI IOPUANIECKON CHIIBI 3JIeK-
TPOHHBIX JTaHHBIX;

OCHOBBI JICHCTBYIOIIETO 3aKOHOJATEIbCTBA B
00J1aCTH 3JEKTPOHHOTO JOKYMEHTO000pOTa
YmeTrh:  odopMisiTE  pabouyrd  TEXHHUYECKYIO
JOKYMEHTAIMIO C YYeTOM JCHCTBYIOLIMX HOpMa-
THUBHBIX U METOAMYECKUX JOKYMEHTOB;
OLICHWBATh HCIIOJIb3yEeMbIE CHCTEMBI JOKYMEHTO-
000poTa ¢ TOYKU 3peHHsI 00eCTICYEeHNUs 3alUIIIEH -
HOCTU OOpabaThiBaeMOl HMH(OpPMAIMKU U FOPHUIHU-
YECKOM CHJIBI JIEKTPOHHBIX JAHHBIX.

BrnaneTrs: HaBBIKAMH HCIIOJIB30BAaTh OCHOBBI Ipa-
BOBBIX 3HAaHUI B pa3IM4YHBIX cdepax NesITeTHHO-
CTH,

OCHOBHOW TEPMHHOJIOTHEH, METOJaMU U OCHOB-
HBIMH QJITOPUTMAaMHU PEATH3AlUH 3aIIUIIEHHOTO
3JIEKTPOHHOT'0 JOKYMEHT0000pOTa

1.3.MecTo TUCHUIUTHHBI B CTPYKTYPE OCHOBHOM 00pa30BaTEIbHON MPOrpaMMBbI

JuctummHa (Moaynb) «CHCTEMBI 3JIEKTPOHHOTO TOKYMEHTOOOOpOTa» BXOJHUT B Oa-

30BYIO YaCTb OHWKJIAa AJUCHUIIIMH IOATOTOBKHM CTYACHTOB II0 HAMNPABJICHUIO IMOATOTOBKHU

10.03.01 «udopmarmonHas 6€30mMacHOCTb» Mpopmib «Opranu3aius 1 TEXHOJIOTHS 3aIUThI

nHopmanuny. JuciumimHa peanusyercs kadheaport MapopmMannoHHo# 6€301MaCHOCTH.




I[J'ISI OCBOCHHS OUCHUIIJIMHBI (MOZ[y.TISI) H€06XOI[I/IMI)I 3HaHUA, YMCHUS H BJIAJCHHA,
C(bOpMI/IpOBaHHI)Ie B XOJ€ U3YUYCHUS CIICAYIOINNUX AUCHHUILIMH U NPOXOXKICHUS IIPAKTUK: «Opra-
HU3AIIMOHHOE W TIPaBOBOE obOecrieueHne MH(POpMaMOHHON Oe30MacHOCTHY, «3ammTa U odpa-
00TKa KOH(PUICHITNATBHBIX IOKYMEHTOB.

B pe3ynbrate 0CBOCHHMS MUCHUIUIMHBI (MOMIYJIsl) (POPMHPYIOTCS 3HAHUS, YMEHHS M BIla-
JeHHsI, HEOOXOAUMBIE I MPOXOXKIACHUs AUCUUIIITUH «CuctemMbl HH)OPMAIIMOHHO-aHATUTHYE-
CKOTO MOHUTOpUHTa» u «CHUCTeMbl ynpaBieHHs WH(OOPMAIMOHHONW 0E30MacHOCThIO», «AYAHUT

MHPOPMALMOHHO Oe30omacHoCTHY, «CHUCTEeMBI yIpaBiIeHUsI HHPOPMALIMOHHOM 0€3011acHOCTHY.

2. CTpyKTypa AMCHMILVINHBI (MOAYJIs) VIS O4HOI (pOPMBI 00yUeHUsI
O0umas Tpya0eMKOCTh JUCHMIUIMHBI COCTaBJsAeT 6 3. e., 216 4., B TOM 4HCJe
KOHTaKTHasi padora oOy4yamoumuxcs ¢ npemnoaasaresaeM 84 4., camocTosiTesibHasi padora

oOyuyaromuxcs 114 4., npomexxkyrounas arrecrauus 18 u.
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1 | Beenenue 5 4 - = - | CobecenoBanue.

2 | ApxuTeKTypa 1 0co- 5 4 4 16 | OueHka BbINOJIHE-
O6eHHocTH paboTHI CH- HUSl TPAKTUYECKOTO
CTEM DJIEKTPOHHOTO 3a/laHusl TI0 METOMY
JIOKyMEHTOO0O0pOTa aHanmM3a  KOHKpET-

HBIX CUTyaIui
(AKC)

3 | BoamoxHocTH u 1mpe- | S 4 6 16 | Ouenka BBINOJHE-
MMYIIECTBA  CHUCTEMBbI HUS TPAKTUYECKOTO
ANEKTPOHHOTO  JEJOo- 3a/laHusl TI0 METOMY
npousBozcTBa «EJIO» aHAIN3a  KOHKpET-

HEIX CUTYyalHi
(AKC)
4 | OcOOCHHOCTH YCTaHOB- | 5 4 6 16 | OneHka  BBINOJIHE-




KU Hu  paboTel €
OpOrpaMMOil 3JIEeKTPOH-

HUA TIIPAKTUYCCKOI'O
3aaHus 110 METOAY

HOTO  JOKYMEHT0000- aHanmmM3a  KOHKpeT-
pota MpEeANPUITHS HBIX CUTyarui
«JAEJIO» (AKC)

5 | OcHOBHBIE OMIINH CH- 5 4 6 18 | KonTponpHas  pa-
CTEMBI 3JIEKTPOHHOTO oorta
JIEJIONPOU3BOJICTBA
«JAEJIO»

IIpomexyrounas  ar-| 5 3aueT ¢ OLEHKOM
TecTalus TectupoBanue
HTroro 3a cemecTp 5 120 22 66

6 | Opranuzanus CUCTEMBbI 6 2 2 2 | OueHka BBITIOJIHE-
3JIEKTPOHHOTO HUSl TPAKTUYECKOTO
JIOKYMEHTO000poTa U 3aJaHusl 10 METOLY
ee 3amura. OyHKIHO- aHanu3a  KOHKpET-
HaJIbHBIE BO3MOXKHOCTH HBIX cUTyanui
CHCTEMBI JJIEKTPOHHOTO (AKC)
JIEJIONPOU3BOJICTBA
«JIEJIO»

6.1 | Peructpamust nokymen- | 6 2 2 4 | Onenka BBITIOJTHE-
TOB HUSl TIPAKTUYECKOTO
3aJaHusl 10 METOLY
aHanu3a  KOHKpET-
HBIX CUTYyalHi

(AKC)

6.2 | Pabora ¢ ¢aitmamu 6 2 2 4 | OneHka  BBITIOJTHE-
(97EKTPOHHBIMH HUSl TPAKTUYECKOTO
JIOKyMEHTaMH ) 3a/laHusl TI0 METOMY

aHanmM3a  KOHKpeT-
HBIX CUTyaIui
(AKC).
Kontponbnast  pa-
oota
6.3 | Pabota ¢ mopydenussimu | 6 2 2 | OueHka BBITIOJIHE-
(BBIIAYA, UCTIOTHEHHUE U HUSl TPAKTUYECKOTO
KOHTPOJIb) 3aJaHusl 10 METOLY
aHanu3a  KOHKpET-
HBIX CUTyaIui
(AKCO).
6.4 | Pabota ¢ «xabuHeTom» 6 2 2 4 | OueHka BBINIOJIHE-
- «BUPTyaJIbHBIM pabo- HUS TPAKTHIECKOTO
YUM MECTOM» 3aJlaHusl TI0 METOMY
aHanmmM3a  KOHKpeT-
HEBIX CUTyalHi
(AKC)
6.5 | Pabota ¢ mpoekramu 6 2 2 4 | OueHka BbINIOJIHE-

JIOKYMEHTOB

HUSI TPAKTUYECKOTO
3aIaHUsL IO METOY
aHanu3a  KOHKpET-
HBIX CUTYalHi




(AKC)

6.6 | Ilpuem u BHemHss pac- | 6 2 4 | OueHka BBINOJIHE-
ChLJIKa JIOKYMEHTOB HUS TPAKTUYECKOTO
3a/laHusl TI0 METOAY
aHanu3a  KOHKpET-
HBIX CUTyalHi

(AKC).

6.7 | JIBuKeHuEe TOKyMEHTOB | 6 2 2 4 OleHKa BBINIOJHE-

BHYTPU OpraHU3aLNHU HUSI TPAKTUYECKOTO
3a/laHusl TI0 METOAY
aHanu3a  KOHKpET-
HBIX CUTyalHil
(AKC)

6.8 | IloTouHoe ckaHUpOBa- 6 - 2 2 OneHKa BBINIOJHE-
HHE ¢ HAaHECEHUEM HUS TPAKTUYECKOTO
HITPUX-KOJa 3a/laHusl TI0 METOAY

aHaiau3a  KOHKpET-
HBIX CUTYyalHi
(AKC)

6.9 | ®opmupoBaHue 1€ 6 2 2 4 | Onenka BBITIOJTHE-
HUS TPAKTUYECKOTO
3aJlaHusl TI0 METOY
aHanu3a  KOHKpET-
HBIX CUTYyalHi
(AKC)

6.10 | Cucrema aBTOMAaTH3Aa- 6 2 6 |-

[IUU y4eTa JIOKYMEHTOB
apxuBHOTO GoHJA
6.11 | YmaneHHslil 10CTyI K 6 2 2 4 OreHka  BBITIOJTHE-
JaHHBIM U QYHKIUSAM HUS TPAKTUYECKOTO
3a/laHusl TI0 METOAY
aHanu3a  KOHKpET-
HBIX CUTYyalHi
(AKC)
6.12 | UadopmarmonHo- 6 2 - 4 |-

CIIpaBOYHAs paboTa

[IpomexxyToynas  ar-| 6 18 DK3ameH

TEeCTalHs TectupoBanue

Hroro 3a cemecTp 6 |20 22 | 18 48

Hroro 3a kypc 5,6 | 40 44 | 18 | 114

4. Conepxxanue QMCUUNINHbBI
4.1. Conepxanue pas3aeoB (TeM) JTUCHUILIHHbI

TEMA 1. BBEJAEHHWE.

Hpez[MeT H COACpKaHHUC KypcCa, MCETOJAbI €r0 H3YyUYCHUA, HMCTOYHUKHU U JIUTEpATypa,

KOHTPOJIb OCBOCHHA.




[TonsiTuiiHbIN anmapat 3JEKTPOHHOIO JTOKyMEHT0000poTa. OCOOEHHOCTH 3JIEKTPOHHOTO
nokyMeHTHpoBaHus uHpopmanmu. Krnaccumdukammsi 3JI€KTPOHHBIX JIOKYMEHTOB, CHCTEM |

KOMIIJICKCOB TOKYMCHTOB.

TEMA 2. APXUTEKTYPA U OCOBEHHOCTHU PABOTbI CUCTEM JJIEK-
TPOHHOI'O IOKYMEHTOOBOPOTA

O630p n aHaJIi3 OTCUYCCTBCHHBIX pa3pa60TOK B 0o0JIacTu aBTOMaTu3alnuu I[OKyMCHTOO60-

pora u aenonpousBoictBa (bocc-Pedepent, I'pan/lok, JEJIO, EBOPAT-/lokymenTo000pOT,
CompanyMedia, Directum, DIS-cuctemsi, DocsVision, LanDocs, Optima-Workflow, MOTUB).
OnbIT BHEIpeHUs] cUCTEM. J{ONOTHUTENbHBIE BO3MOKHOCTH paboThl ¢ cucreMaMu. OntuManib-
HBIH BBIOOp CHCTEM DJIEKTPOHHOTO JIEIOTPOU3BOJICTBA.

OcoOeHHocTH pabOThl CUCTEM 3aLIUIIEHHOTO 3JIEKTPOHHOIO TOKYMEHTO000pOoTa. 3aaauu

3alUThl UH()OPMALIMK TP AJIEKTPOHHOM JOKYMEHTHPOBAHUH.

TEMA 3. BOSMOXXHOCTHU U NPEMMYIIECTBA CUCTEMbI 9JIEKTPOH-
HOI'O AEJOITPOU3BOACTBA (C3]1) «AEJO».

OcHoBHBIE (DYHKIIMM cHCTeMBbl 371eKTpoHHOro nenonpousBoictsa (COJ) «/AEJIO» B
00JIaCTH 3JEKTPOHHOI0 JOKYMEHTOO00OpOTa MPEeNNpUsATHS: PETUCTpalMsi, KOHTPOJIb HCIIOJIHE-
HUS, MaplIpyTU3alMsl, OTYETHI, [TOJIHOLICHHBIN IOUCK, CIIMCaHue B 1eio. JlenernpoBanue mosi-
HOMOYHUH Ha paboTy C MEKTPOHHBIMHU JTOKYMEHTAMHU.

[lepexox oT «OyMa)kHOTO» JEIONMPOM3BOJICTBA K COBPEMEHHBIM TE€XHOJIOTHSIM YIIpaBlie-
HUS BUPTYaJIbHBIMHU JIOKYMEHTAMH.

Osznakomienwne ¢ uatepdeiicom COJI «IEJIO».

Oyukuuu COJ1 «AEJIO» no pasrpaHMYeHHUIO JOCTYIA MOJIb30BaTeNel K AJIEKTPOHHBIM

AOKYMCHTaM.

TEMA 4. OCOBEHHOCTH YCTAHOBKHM M PABOTHI C NPOIPAMMOW
QJIEKTPOHHOT'O IOKYMEHTOOBOPOTA ITPEAINIPUATHUA «IEJIO»

VYcraHoBKa, HAacTpoHKa M BHEJPEHUE HPOTrpaMMbl JIEKTPOHHOIO JIOKYMEHTOOO0OpoTa
«AEJIO» ¢ TunoBoi CTpyKTypoil o6bekTa HHGOpMaTH3ALMH.

Macurabupyemocts COJ1 «/IEJIO». «YBenuuenue oxBaTa» M0OIb30BaATENEH.

Pemraemble 3amaun, oOecrednBarONe KadyeCTBEHHBIH TOKYMEHTOOOOPOT MpEeANpHUsATHS,
3HAaKOMCTBO C pabOTOW MpOorpaMMBbl: BUpTyasibHas KaHuemspus - peructpainus J00bIX THIIOB
JTOKyMEHTOB B cooTBeTcTBUU ¢ TpeboBanusamu ['CHOVY; perucrpanus oOpalieHUil rpaxkiaaH;

nogepkka OUII; ymoOHBIE W mpocToil OyMaXHBIH M DJIEKTPOHHBIM JTIOKYMEHTOOOOPOT.



[ToaroroBka MCXOAAIEN KOPPECIIOHAEHIINNA — COPTUPOBKA MCXOMSIINX JTOKYMEHTOB 10 pEecT-
paM Ha OTIPABKY; [I€YaTh PEECTPOB OTIPABKH JIOKYMEHTOB, KOHBEPTOB, ITAKETOB.

[TonroroBka mopy4deHusi — cozjaHue U paboTa ¢ MOPYUYEHUSIMU JTHOOON BIIOKEHHOCTH U
pa3BETBIEHHOCTH; paboTa ¢ MPOEKTaMU MOPYYECHMIT; Ha3HAUCHHE BHYTPEHHHX U BHEIIHUX HC-
MOJIHUTEJNICH; KOHTPOJIbHBIE U HE KOHTPOJIbHBIE IOPYUYEHUs; MHHOPMUPOBAHHE O MOCTYIUICHUHU B
KaOWMHET HOBBIX MOPYYECHUH.

KoHTposab ucrnonHeHuss MOpy4YeHU — MPOCMOTP OTYETOB OO MCIIOJHEHUU U CHATHE C
KOHTPOJIS JIFOOBIX MOPYUYEHHIT; KOHTPOJIb BCEH MepapXHUU MOPYUEHHH - OT MMyHKTOB, 0 CIOKHBIX
MHOT'OCTYIIEHYAThIX PE3OJIOLNN, UMEIOUINX Pa3HbIX aBTOPOB, KOHTPOJIEPOB U MCIIOJIHUTENEH;
MEXaHU3M OIOBELICHUS O IOCTYIUIEHUH HOBBIX JOKYMEHTOB; CO3/laHHE HAallOMHUHAHUU IO IO-
py4eHusIM; THPOPMHUPOBAHKE O HAPYIIEHUH CPOKA UCTIOTHEHUS JOKYMEHTOB.

CornacoBanue — ruOKHE HACTPOWKH IpoLecca COTJIACOBAHMS;, CO3JAAHHUE PA3IUYHBIX
MapuipyTOB; IIyTH COIVIACOBAHMs JUISl PA3JIMYHBIX JOKYMEHTOB; IOJIECPKKA BEPCUOHHOCTH;
CPOKHM COTJIACOBAHMS; HAIIOMUHAHMS U OTIOBEILICHHSI.

busnec-mporiecchl — JOKYMEHTOOOOPOT MPENNPHUATHS JIFOOOW CI0KHOCTH; HACTpOIKa
Mo/l KOHKPETHYIO 3aJady; paboTa mporecca Mo J000OMYy COOBITHIO — OT PETUCTPALUU J0
MOANKUCAHUS JOKYMEHTA.

Pabora ¢ CO/] uepe3 mobunbHble yeTpoiicTBa (iPad, iPhone, cMmapTdoHbI, KOMMYHUKATO-
PBI, TaKKe MOOMIIbHBIE TeNE(OHBI, IUTAHIIETHbIE KOMIIBIOTEPHI)

Opranuzanus noiaHoueHHoro B3aumonaecteust COM «AEJIO» ¢ koHTposeM mpoxoxiae-
HUS JOKYMEHTOB B OpraHH3alUsIX-ajpecaTax.

OmnoBelieHns: U yBeJOMJICHHUS — PACChUIKa HATOMUHAHUHI M YBEIOMIICHHUH 1O JTI00BIM CO-
OBITHUSAM; HACTPOWKA HY>KHBIX YBEIOMIICHUI.

CkaHupoBaHH€e, B TOM YHUCIIE€ TIOTOYHOE CKAaHUPOBAHUE — NEPEBOJ] TOKYMEHTALIUU B DJIEK-
TPOHHBIM BHJI; aBTOMAaTU3UPOBAHHAs PETUCTpalLUs PACIO3HAHHBIX JOKYMEHTOB; paclieyaTka U
pacno3HaBaHUe MTPUX-KOAOB.

Coznanue 0T4eTOB — MOATOTOBKH U MeYaTh OTYETHBIX (OPM; CTATUCTUKA; IPOU3BOJIbHBIE
OTYEThI; BHIOOD 1IA0JIOHOB MEYaTH OTYETOB.

Be6-noctyn — monHoneHHas yaaneHHas paboTa ¢ JOKYMEHTaMU; HCIIOJHEHHE Mopyue-
HUI; KOHTPOJIb UCIIOJIHEHHUS; COTJIAaCOBAHUE; MMOUCK.

OUII — moxnucanue (GaiaoB U PeKBU3UTOB JOKYMEHTOB; UCIOJIb30BAHUE MPH MOJIKUCA -
HUM ¥ COTJIACOBAHUH; BBOJ MH(OpMaIuM oT pykH ((pakcuMuiIbHas MOAMUCH, KOMMEHTapHii, OT-

4er).



IOpuanueckn 3HaAYUMBIN JOKYMEHTOOOOPOT MPENNPUITHSI — OPTaHU3aALUS IOPUINYECKI
3HAYUMOTO JIEJIONPOM3BOJICTBA JTHOOOT0 MacmiTada; co3mganue u nposepka JLII; mmdppoBanue
COOOIIICHMI; ITAaMITBI BPEMEHH; MOIEPKKA BCEX UCIIOIB3yeMbIX B PD kpunronpoBaiaepos.

[TpoTOKOIIBI — IPOCMOTP BCEX AEHCTBHI, COBEPILIEHHBIX B CUCTEME.

WuTerparus — onucaHHas CTpYKTypa cucteMsbl; Hanmuuue APIL.

TEMA 5. OCHOBHBIE OIIIIMUA CHUCTEMBbBI JDJIEKTPOHHOI'O JAEJO-
IIPOM3BOACTBA «JIEJO»

PaboTa ¢ cucteMoii 3MEKTPOHHOTO JENONPOU3BOACTBA Yepe3 MOOHIbHBIE YCTPOWCTBA

(iPad, iPhone, cmapThOHBI, KOMMYHHUKATOPBI U JIp.) omnuus «MoOuabHbIN kKabuneT». Pabota ¢
AIIEKTPOHHBIMHU JIOKYMEHTaMH B KaOWHETe W BHE €ro Ha OJHOM YCTPOWCTBE (IJIaHIIETHBIH
KOMITHIOTEP MM HOYTOYK)- oniust «APM PykoBomuremnsn».

Opranuzaiiysg NOJHOLIGHHOIO B3aUMOJEHMCTBUSI CUCTEM 3JIEKTPOHHOIO JOKYMEHT0000-
poTa ¢ KOHTpOJIEM IMPOXOXKACHHS JTOKYMEHTOB B OpraHu3auusax-aapecarax, omuus «Cepsep
AeKTPOHHOTO B3aumoieicTBus (COB)».

[Ipunanue MNOTHOLUEHHOW MOPUIMYECKON 3HAYMMOCTH DJIEKTPOHHOMY JOKYMEHT0000-
porty, onuus «HOpuandecky 3HaYUMbIN JOKYMEHTOOOOPOT MPEIIPUITHSY.

MaccoBbiii TiepeBoJ; OyMakKHBIX JOKYMEHTOB B BUPTyalbHbIN BuM, omuus «[lotounoe
CKaHUPOBAHUEY.

Web-nocTymn KO BceM JaHHBIM U (YHKIHSM, TO3BOJISIFOIIMN COTPYAHUKAM TOJTHOLICHHO
paboTaTh C JOKyMEHTaMHM, HaX0AiCh B KOMaHAUPOBKE UM BHE o(uca, KaK ¥ 32 CBOUM pabouyum
ctosoM, ommwst «IEJIO-Weby.

Hurerpamus COM «AEJIO» u 1C, onuust «JEJIO-1Cx.

[IpoekTupoBanre u co3JaHHE MPOU3BOJIBHBIX OH3HEC-TIPOLECCOB (MPOU3BOJIbHbBIE
IIPOLEAYPBI COTIaCOBAaHUS JOKYMEHTOB U T.I1.), ONLIHUS «YTIpaBiIe€HUE MPOLIECCAMU».

CBOEBpEMEHHOCTh M3BEILIEHUSI COTPYAHUKOB O MPUXOJE HOBOTO JIOKYMEHTA, OPYUYCHUS
U T.JI. 4epe3 AIEKTPOHHYIO MMouTy, onius «ONOoBEIEeHUS U YBETOMIICHUS».

Bosmoxknocts unterpanuu cuctemsl «J{EJIO» ¢ mo0piMU HCTIONIB3yEeMBIMU OpraHU3allu -
eil nHhOpMallMOHHBIMU CUCTEMAaMH U OWM3HEC — MporpaMMaMu, MpU HaTu4uK JocTynHoro API-
unTepdeiica.

TEMA 6. OPTAHU3BAIINA CUCTEMbI JIEKTPOHHOI'O JOKYMEHTO-
OBOPOTA M EE 3AIINTA. ®YHKIIMOHAJIBHBIE BO3SMOXKHOCTH CUCTEMbI

QJIEKTPOHHOT'O AEJIOITPOU3IBOJACTBA «JIEJIO».

HenTpanu3zoBaHHOe 0€30IaCHOE XpaHEHUE JOKyMeHTOB. OmnepaTHBHBIA JOCTyn K

AOKYMCHTaM C Y4YC€TOM IIpaB II0JIL30BaTEIICH. PCI‘I/ICTpaIII/ISI BXOAAIUX U UCXOOAIINX JOKYMCH -



ToB. [IpocMOTp M penakTupoBaHue JOKyMeHTOB. PaboTa ¢ mpoektamu AoKyMeHTOB. KoHTpoib
BepcHil JOKyMeHTOB. [10JIHOTEKCTOBBIN MOUCK TOKYMEHTOB MO MX coAepxkaHuio. Pabora u yuer
JIOKYMEHTOB JTFOOBIX THUTIOB: O(DHCHBIC TOKYMEHTHI, TEKCThI, H300pa)KeHUsI, ayINO0 - U BUeodai -
JIbl, JIOKYMEHTBI CHCTEM NPOEKTUPOBAHHWS, apXUBBI, MpuiokeHus u T.1. Pabora c ¢aitnamu
(onexTpoHHBIMH JOKyMeHTamu). KosektuBHast paboTa mosib3oBaTeneil ¢ BO3MOXXKHOCTBIO
COTJIACOBAHUS, YTBEPKICHUS U KOHTPOJS UCIONHEHUs! TOKyMEHTOB. Pabota ¢ «xabuHeTOM» -
«BHUPTYAJIbHBIM pabo4yuM MecToM». MapipyTu3anus JOKyMEHTOB, HacTpauBaeMas 1o KaXJoMy
BUJY JOKYMEHTOB B OT/IEIbHOCTHU. [IBI)KEHUE JOKYMEHTOB BHYTpH opraHuszanuu. ObecredeHue
IIPOLEAYPBl IPOBEPKU HAJINYMS TOKYMEHTOB. ABTOMAaTH3MpPOBAaHHAs 3arpy3ka JOKYMEHTOB M3
AJIEKTPOHHOM IOYTHI U cO cKaHepa. IloTouHoe ckaHMpOBaHME C HAHECEHHEM LITPUX-KOJA.
®opmupoBanue nen. Cucrema aBTOMAaTHU3alMU y4yeTa JIOKYMEHTOB apxXUBHOro ¢oHIa. Benenue
ayJuTa MeyaTH KypHaJIoOB M KapTO4eK. YUeT U KOHTPOJIb pabouero BpeMeHH! COTPYIHUKOB. Y 1a-
JICHHBIN JOCTYI K JJAHHBIM U (QYHKUIUSAM. YUeT OCBEJOMJIEHHOCTU COTPYIHHKOB, HUMEIOLIUX J0-
CTYI K JokyMeHTaM. MHpopManimoHHO-cipaBoyHast paboTa.

[Toarembr 6.1-12 BKITIOYAOT CAMOCTOATENIbHBIE PA3/IEIIbI:

PCFI/ICTpaI_II/ISI JAOKYMCHTOB

Pabota ¢ ¢aitnamu (371eKTPOHHBIMHU JTOKYMEHTaMH)

Pabora ¢ nopydyeHusiMH (Bbla4a, HCTIOJTHEHUE U KOHTPOJIb)

PaboTta ¢ «kaOMHETOM) - «BUPTYaJIbHbBIM pa60‘II/IM MCCTOM»

Pabora ¢ mpoekTamMu JIOKyMEHTOB

IIpueM 1 BHEWIHSIS PACCHLIKA JOKYMEHTOB

JIBuKeHne TOKyMEHTOB BHYTPU OpraHu3aluu

IToTounoe CKaHHUPOBAHUEC C HAHCCCHUEM HITPUX-KOOa

dopMUpOBaHUE JE

Cucrema ABTOMATH3alWHN Yy4C€Td JOKYMCHTOB apXHUBHOI'O (I)OH)Ia

VY naneHHsbli 10CTyN K AAHHBIM U QYHKIUSIM

WudopmaninoHHo-cupaBoyHasi pabora

TeMbl JeKIUi

Jlekmus 1. (Tema 1). BBenenue - (2 gaca).

Jlekmust 2. (Tema 2.). ApxurekTypa U OCOOCHHOCTH PAaOOTHI CHUCTEM JJIEKTPOHHOTO
JOKyMEHTO00OpoTa - (2 Jaca).

Jlexus 3. (Tema 3.). Bo3MOXXHOCTM M IPEUMYIIECTBA CHCTEMBI 3JIEKTPOHHOTO JAEJO-
npousBoacTBa «JEJIO». - (2 yaca).

Jlexnus.4. (Tema 4.). OcoOEHHOCTH YCTAaHOBKM IMPOrPaMMBbl JIEKTPOHHOTO JOKYMEHTO-
oboporta npeanpustus «JIEJIO» - (2 gaca).

Jlexums.5. (Tema 4.). OcoGeHHOCTH PabOTHI ¢ MPOTPAMMON JIEKTPOHHOTO JTOKYMEHTO-

oboporta npeanpustus «JIEJIO» - (2 gaca).




Jlexius 6. (Tema 5.). OCHOBHBIE ONIIMM CHCTEMBI 3JIEKTPOHHOIO JIE€JIOIPOU3BOJICTBA
«AEJIO» - (2 gaca).

Jlexums 7. (Tema 5.). [Ipunanue ropuaudeckoil 3HAUUMOCTH JIEKTPOHHOMY JIOKYMEHTY -
(2 gaca).

Jlexums 8. (Tema 6. 1.1.). Opranuzanus CUCTEMBI JIEKTPOHHOTO JOKYMEHTO0OOpOTa U
ee 3amuTa. QOYHKIHOHAIbHBIE BO3MOXKHOCTH CHUCTEMBI JIIEKTPOHHOTO JEIOMPOU3BOJCTBA
«AEJIO». Perucrpanus 10KyMeHTOB. - (2 4aca).

Jlekmus 9. (Tema 6. 1.4.). OyHKIMOHATBHBIE BO3MOKHOCTH CHCTEMBI 3JIEKTPOHHOTO Jie-
nomnpousBoactBa «AEJIO». Pabora ¢ «kabMHETOM» - «BUPTYyaJbHBIM PabOYMM MeCTOMY». - (2
yaca).

Jlexus 10. (Tema 6. 1.4.). ®yHKIIMOHAIBHBIE BO3MOKHOCTH CUCTEMBI AJIEKTPOHHOTIO Jie-
nonpou3BoycTBa «JAEJIO». «MoOWIbHBI KaOWHET» - paboTa ¢ CUCTEMBI AJICKTPOHHOIO JIEJIO-
npousBojcTBa «JEJIO» yepe3 mobunbsHbie ycTpoiictBa (iPad, iPhone, cmapTdonbl, KOMMyHMKa-
TOPHI U 1Ip.) - (2 gaca).

Jlexums 11. (Tema 6. 1.8.). @yHKIIMOHATBHBIE BO3MOXHOCTH CHCTEMBI AJIEKTPOHHOTO J1e-
nonpousBoctsa «JIEJIO». [lorouHoe ckaHMpOBaHKE C HAHECEHUEM ITPHUX-KoJa - (2 Jyaca).

Jlexums 12. (Tema 6. 1.10.). OyHKIMOHATBHBIE BO3MOXHOCTH CHCTEMBI JIEKTPOHHOTO
nenonpoun3BoactBa «JEJIO». @opMupoBanue (cuctemarusaliysi) JIOKyMEHTOB BHYTpU Jella U
oopmieHue nen (eAMHUL apXUBHOTO XpaHeHus1). CucremMa aBTOMaTH3alMK y4yeTa JIOKYMEHTOB
apxuBHOTO (oHIa - (2 Jaca).

Jlexuus 13. (Tema 6. 1.10.). OyHKUIHOHATBHBIE BO3MOXHOCTH CHUCTEMBI 3JIEKTPOHHOTO
nenonpoun3Boacta «JEJIO». Hactpoiika aBTOMaTH3MPOBAHHON CHUCTEMBI KiIacCU(DUKAIMK eI
Y JOKyMEHTOB B 3JICKTPOHHOM apXxuBe - (2 yaca).

Jlexus 15. (Tema 6. 1.11.). dyHKIMOHATBHBIE BO3MOXXHOCTU CHCTEMBI 3JIEKTPOHHOIO
nenornpon3BoacTBa «JIEJIOy». Y naneHHbIi 1OCTYI K TaHHBIM U PyHKIHSAM - (2 daca).

Jlexus 16. (Tema 6. 1.12.). dyHKIMOHATBHBIE BO3MOXXHOCTH CHCTEMBI 3JIEKTPOHHOIO
nenornpous3BoacTBa «JIEJIO». MadopmanronHo-cripaBouHas padbora. @opmupoBanue Ghopmam-
30BaHHBIX OTYETOB 1O (hopme: «CBeneHus 0 JOKyMEHTO00opoTe»- (2 Jaca).

Jlexumst 17. (Tema 6. 1.12.). OyHKIHOHATBHBIE BO3MOXHOCTH CHCTEMBI JIEKTPOHHOTO
nenomnpousBojactBa «JIEJIO». NnpopmanronHo-cipaBouHast pabota. @opmupoBaHue Gpopmanu-
30BaHHbBIX O0TY4ETOB 1O opmam: «CBojka 00 ncnoiaHeHun», «CBeaeHus o paboTe JOIKHOCTHBIX

JUI] TIOJpa3/ie]ICHH ¢ TOKyMEeHTaMu»- (2 Jaca).

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH



HOT0 [OKYMEHTO000pPOTa» HCHOJb3YITCS Ccieaylolue o00pa3oBaTebHble TEXHO-

IIpu peanu3zannu paGoyeil mporpaMmMbl TUCHUILIUHBI «CHCTEMBI 3J1€KTPOH-

JIOTUM:
Ne Buner yue6-
HaumenoBanue pazgena . OO0pazoBaTenbHbIE TEXHOJIOTHH
/T HBIX 3aHSATHU
1 2 3 4
1 |BBenenue Jlexuus 1. Jlexuus.
Juckyccus.

2 |ApXHTEKTypa K 0OCOOCHHOCTH pa- Tlexuws 2 Jlexuust ¢ pa3d0OpoM KOHKPETHBIX CH-
OOTBI CHCTEM JIEKTPOHHOTO 5 Tyauuid. BeInojIHeHHE TPaKTUYECKOTO
JIOKyMEHT0000pOTa Jlaboparoproe 3a7aHus 10 METOJy aHajau3a KOH-

SaHATHC . kpeTHbIX cutyauuit (AKC).

3 |BosmoxkHOCTH M mpeuMyILIecTBa| Jlekuus 3. BbIMmosiHeHHE TPAKTHYECKOTO  3aj1a-
CHCTEMbI 3H6Km§ﬁ}gm 107 TTagoparoproe |HUA TI0 METOTy aHAIM3a KOHKPETHBIX
MIPOU3BOJICTBA «/] » SAHSITIHC. curyammit (AKC)

4 |OCOOCHHOCTH YCTAaHOBKH U pa- Tlexuus 4 Jlexuust ¢ pa3d0poOM KOHKPETHBIX CH-
OOTBI C MPOrpaMMOii BJICKTPOH- 5 Tyaluuii. BeIIIOJIHEHHE IPAKTUYECKOTO
HOTO JIOKyMEHTO000pOTa Jlaboparoproe 3a7aHus 10 METOJy aHajau3a KOH-
npeanpusitus «/IEJIO» SaHsATHC. KpeTHBIX cutyanuii (AKC).

5 |OCHOBHBIE ONLIUU CUCTEMBI JJIEK- Texums 5 Jlekuusi ¢ pa300pOM KOHKPETHBIX CH-
TPOHHOI'O ACIOIIPONU3BOACTBA a6 Tyauui. BeImoHEHNE TPAKTUYECKOTO
«AEJIO» aDOPAaTOPHOC |35 1apms MO METOLY aHANM3a KOH-

SaHATHC. kpeTHbIX curyaiuii (AKC)

6 |Opranuzanusi CHCTEMBI 3JIEK-

TPOHHOTO JOKYMEHTO00OpOTa H Jlexuus 6 Jlextust ¢ pa3dOpoM KOHKPETHBIX CHU-
ee 3amura. DyHKIHOHAJIBHBIE TTa6 Tyaluuid. BeIOJIHEHHE IPAKTUYECKOTO
BO3MOJKHOCTH ~ CHCTeMbI  3iiek-|” 20OPATOPHOC oanapna o merony amammsa koH-
TPOHHOTO nenonponsBozcta| >AHATHC. kpeTHbIX cutyanuii (AKC)

«JIEJIO»

5. Ouenka mJIaHMPyeMbIX Pe3yJbTATOB 00y4eHUs

5.1. CucreMa OlLleHUBaHUS

Cucrema TEKYIICTO U IMPOMEKYTOUHOI'O KOHTPOJIIA 3HAHUM CTYACHTOB IIO0 JUCHUILIJIMHE

«Cucremsbl QJICKTPOHHOTO ,[[OKYMCHTOO60pOTa» BBICTPAaUBACTCA B COOTBCTCTBUU C y‘le6HHM

IUIAaHOM OCHOBHOM 00pa3oBaTeNbHON MPOrpaMMBbl U MPEAyCMaTPUBAET 2 KOHTPOJIBbHBIX padoT, 2

TECTUPOBAHUS, NPOMEXKYTOUHAs aTTECTAalUA (3a4eT C OLEHKOM, 3K3aMEH).

[MepeyveHb KOMMNEeTEeHUUN C ykasaHneM 3TanoB nx oopMmpoBaHnsA B npoLiec-

Cce OCBOeHunA gucunniunHbl npeacrtaBnAaAeTcAa B Buge Ta6J'II/IL|,bIZ

No n/
n OUCUUNTUHDL

Koumponupyemewie pazoensi

(mempwl)

Koo

KOoHmpoaupyemou

KomnemeHyuu

Haumenosanue
OUEeHOUHO020 cpeocmea




1 1-3 OIIK-4, TIK-13 [1nan MIPAKTHYECKOTO
3aHSITHSI

2 4-5 [IK-13, I[ICK-2.3. [Tnan PaKTHYECKOTO
3aHSTHSI
KonrpomsHast pabora

3 6 I1ICK-2.3. [Tnan PaKTHYIECKOTO
3aHSTHSI
KoHTponpHas pabota

ITo xaxxpomy BHIY U (hopMe KOHTPOJISI MPETYCMOTPEHO CIIEAYIOIIee pacipenenenue oai-

JIOB:

Cucrema TCKYIIETO W MPOMEKYTOUHOT'O KOHTPOJIA 3HAHUI CTYACHTOB IO JUCHHUILJIMHE

«CHCTEMBI AIIEKTPOHHOTO JIOKYMEHTO000POTa» MPElyCMATPUBACT CICAYIOIICE pacipeieiCHUE:

3a paboTy Ha MPAKTUYECKUX 3AHATUAX — J10 5 OAJJIOB 32 KaXKA0€ MPaKTHUECKYIO padoTy;

3a KOHTPOJIBbHYIO padoTy — 10 10 6amios;

3a HTOTOBYIO paboTy - TecTupoBaHue (dk3ameH) — 110 40 6aoB

Hroro: 100 6anmoB 3a cemecTp (TUCITUTIINHY ).

TeCTI/IpOBaHI/IC IMPOBOAUTCH IIOCJIC U3YUCHUSA BCEX TCM (HO CCMCCTpaM).

[losy4yeHHBII COBOKYIIHBII pe3yJbTaT KOHBEPTUPYETCS B TPAJAULIMOHHYIO IIKAJIy OLICHOK

U B LKAy olleHOK EBpormelickoii cuctemsl nepeHoca u HakorieHus kpeautos (European Credit

Transfer System; nanee — ECTS) B coorBeTcTBHHM ¢ TaOnuueit:

100-6amibHast TpaimonHas mKana [xana
1IKana ECTS
95 -100 A
2394 OTJINIHO B
68 — 82 XOpOUIO 3a4TEHO C
56 — 67 D
50_ 55 YIOBJIETBOPUTEIILHO B
20-49 HEYI0BJICTBOPUTEIHHO HE 3a4TE€HO FX
0-19 F

5.2. Kputepuu BbICTABJIEHUS OLEHKH IO IUCIUIJINHE

Banasl/ Ounenka  mno | Kputepun oneHku pe3yibTaToB 00y4eHHs M0 JUCHHUILINHE
IIxana AUCUHUILINHE

ECTS

100-83/ 3a4TE€HO BricraBnsiercss oOywaromemycsi, €ciii OH TIIyOOKO W TPOYHO
A,B YCBOMJI TEOPETHYECKUM W MPAKTUYECKUH MaTepuas, MOMKET

IIPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX U B XOJ€ MPOMEKYTOU-
HOM aTTeCTaLMU.

OOyuaronuiicss NCUepIBIBAOLIE U JIOTUYECKU CTPOMHO HM3Jara-
eT y4eOHBI MaTepHuall, yMeeT YBA3BIBaTh TEOPHUIO C IMPAKTH-
KOM, CHpaBisieTcss C pemeHHeM  334ad npodecCHOHATbHOU




Bbanael/
Ixana
ECTS

OneHnka o
MUCHUILINHE

Kputepun oueHku pe3yJbTaToB 00yUeHHs N0 JMCHUIIUHE

HAIIPaBJICHHOCTU BBICOKOT'O YPOBHA CJIOKHOCTHU, IIPABUIIBHO
00OCHOBBIBAET MPUHSTHIE PEIICHUS.

CB0OOOHO OpHEHTHpPYETCS B y4eOHOM W TpodhecCHOHATBHOMN
JUTEpaType.

OneHka MO JHWCHUIUIMHE BBICTABIIIOTCS OOYyYaKOMIEMyCsl C
y4€TOM PEe3yJIbTaTOB TEKYIIEH M MPOMEKYTOYHON aTTECTAIINH.
Komnerennuu, 3akpernnéHHbie 3a JUCHUILTUHON, chopMHupoBa-
HbI HA YPOBHE — «BBICOKHIT».

82-68/

3a4TCHO

BricTaBisiercss 00yJaromeMycsi, €ClIM OH 3HAET TeOPETUICCKUI
Y IPAKTUYECKUN MaTepuall, TpaMOTHO U IO CYIIECTBY M3JIaraer
€ro Ha 3aHATUAX U B X0OJI€ HpOMe)KYTOHHOfI aTTecralluu, HE 10-
IIyCKasl CyLIECTBEHHBIX HETOYHOCTEM.

OOyyaromuiics TpPaBUIBHO MPHUMEHSIET TEOPETUYECKUE I10-
JIOKEHUS TIPU PEIICHUN MPaKTHUYECKUX 3a7ad mpodeccuoHab-
HOWM HamNpaBJIEHHOCTU PAa3HOIO YPOBHS CJIOXHOCTH, BIIAJEET
HEOOXOIMMBIMU JJIS1 3TOTO HABBIKAMH U IPUEMAMH.
JlocTaTouHO XOpOIIO OPHEHTUPYETCs B yueOHOU U mpodeccro-
HaJIbHOW JINTEpATypeE.

OueHka 1O JUCHMIUIMHE BBICTABISAIOTCA OOydaroleMycs ¢
YYETOM PE3YJIbTATOB TEKYIIEH U TPOMEKYTOUHOM aTTECTALINH.
Komnerennuu, 3akpemnnéHHbie 3a JUCHUILTUHON, chopMHupoBa-
HbI HA YPOBHE — «XOPOLIUIY.

67-50/
D,E

3a4TCHO

BricraBnsercss oOydaromiemycsi, €Cid OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUHN U NMPAKTUYECKUN MATEpHaAl, JOIYCKAET
OTJIENIbHBIE OIIMOKHU MPH €ro U3JI0KEHUU Ha 3aHATUSAX U B XOJIe
IIPOMEKYTOYHON aTTECTALUH.

OOyyaromuiics HCTBITHIBAET OIpENeiIEHHbIE 3aTPyJHEHHUS B
IIPUMEHEHUH TEOPETUYECKUX IOJIOKEHUM IMPU PEIICHUH ITpaK-
THYECKMX  3a7ady  IpoeCCHOHAJIbHOW  HAMpaBICHHOCTH
CTaH/IaPTHOTO YPOBHS CIIO)KHOCTH, BIIaZieeT HEOOXOIMMBIMU
JUIs ATOTO 0a30BBIMU HaBBIKAMU U TIPUEMAMH.

JleMOHCTpHpYeT TOCTATOUHbIM ypOBEHb 3HaHMS YUEOHOW Ju-
TepaTyphl IO TUCLIUILIAHE.

OneHka MO JWCHUUIUIMHE BBICTABISIOTCS OOyYaromeMycsi ¢
Y4ETOM pe3yabTaTOB TEKYLIEH U MPOMEKYTOUHON aTTECTALUU.

Kommerennuu, 3akperinénnble 3a JUCITUTUTMHOW, chopMUpOBa-
Hbl HA YPOBHE — «JIOCTAaTOYHBII).

49-0/
F, FX

HC 3a4TCHO

BeicraBisiercss oOyuaromemycs, €Clii OH He 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTEpHall, JOIYCKAET
rpyOble OMMOKM MpH €ro M3JI0KEHWU Ha 3aHATUSX U B XO/e
IIPOMEKYTOYHON aTTECTALUH.

OOy4aronuiicsi UCTIBITHIBAET CEPhE3HBIC 3aTPyAHEHHS B TIpUMeE-
HEHMU TEOPETUYECKUX MOJOXKEHUH IpU PEIIEHUM IpaKThye-
CKUX 3aJjad Npo(ecCHOHAIBHOM HaNpaBICHHOCTU CTaHAAPT-
HOTO YPOBHSI CJIOXHOCTH, HE BIIaJieeT HEOOXOAMMBIMM JUIs
3TOTO HABBIKAMU M NMPHUEMaMHU.

JleMoHCTpHpYyeT (parMeHTapHBbIC 3HAHUS YYeOHOU JIUTEpaTy-
PBI IO JMCLUIUIAHE.

OneHka MO JWCUWIUIMHE BBICTABIIIOTCS OOYyYalOMEeMycCsl ¢




banabl/ Ouenka  mno | Kpurepum oueHku pe3yibTaToB 00y4eHHs M0 JUCHHUILINHE
Ixana JIUCIHHUIIINHE
ECTS

y4E€TOM pe3ysIbTaTOB TEKYLIEH U IIPOMEKYTOUYHOM aTTECTALlUU.
KomnereHunn Ha ypoBHE «JOCTaTOYHBINY», 3aKpEIUIEHHBIE 3a
JUCHUILIMHOM, HE chOPMUPOBAHBI.

5.3. ®oH/1 OLIEHOYHBIX CPEICTB /ISl TEKYIIEro KOHTPOJIS YCIeBAeMOCTH, IIPOMeEKY-

TOYHOH aTTeCTalui 10 uToraM OCBOCHHUSA JUCHUIIJIMHBI

Texywyuii konmpons - IIpumepnsvie KOHmMPoIbLHBIE 60NPOCHL (6APUAHM 3A0AHUA KOHMPOITb-

Holl padombot)
Bonpocwo Peanuzyeman komne-
menyus

1. DJEeKTPOHHBIE JAHHBIEC — MIOHITHE U OIpeIeTICHHE. OIIK-4

2. [ToustHe mokymeHTa B HU(POBOM MHpe. PEKBH3HT 3JeK- OIIK-4
TPOHHOT'O JOKYMEHTA.

3. MecTomnosoxeHne 3JIEKTPOHHOTO JIOKyMEHTa, HOCHTEIb IIK-13
uHGbOpMaLIUH.

4. Omnpenenenus AIIEKTPOHHOTO JOKYMEHTA (mo OIIK-4, IIK-13
3aKOHOATEIbCTBY). DOpMa U COCPIKAHUE IICKTPOHHOTO TOKYMEH-
Ta.

5. CpaBHEHHE aHAJIOTOBOTO JIOKYMEHTa W JJIeKTpoHHbIX naH- | IIK-13, IICK-2.3.
HBIX.

6. OGacTi TPUMEHUMOCTH aHAIOrOBOro fAokymenTa u anek- | [IK-13, IICK-2.3.
TPOHHBIX JIAHHBIX.

Ilpomesicymounnlit KOHmMpOJIb (6apUAHM UMO208020 MeECcMa) - NPoGePKaA chopmuposanHo-
cmu komnemenuyuii - OIIK-4, IIK-13, IICK-2.3.

1. Kommiaekc paﬁoT C JOKYMEHTAMM BKJIIOYAET:

1. npUEM, PErHCTpalio, PACChUIKY, KOHTPOJIb UCIIOTHEHHSI, (POPMUPOBAHUE J€JI, XpaHEHUE
Y TIOBTOPHOE HUCIIOIB30BAHKE IOKYMEHTAIIUH, CIIPABOYHYIO paboTy

2. npuéM, perucTpanuo, GopMUpOBaHUE AeT, XpPaHEHHE TOKYMEHTAIlUU

3. npuéM, PEruCTPallNIO, PACCBHUIKY, XpaHEHHE M TOBTOPHOE HCIIOIb30BaHHE JIOKYMEHTa-
005054

4. npUéM, PETHCTPAIINIO, PACCHUIKY, KOHTPOJIb UCTIOTHEHHSI, JOPMUPOBAHUE JEIT, XPAaHEHUE
AOKYMCHTAIIUH,

2. DJIeKTPOHHAS MOANMUCH — AHAJIOT COOCTBEHHOPYYHOM MOAMUCH........

1. MO3BOJISIOIINNA OATBEPAUTH IIEpeIady T0KYMEHTOB

2. SBIISIONIMIACS CPEACTBOM 3alllUThl WHGOpPMAUU, O00ECTEeYHBAOIINM BO3MOXHOCTh

KOHTPOJIS LIEIOCTHOCTH U MOJTBEPHKACHUS MOIJIMHHOCTH 3JIEKTPOHHBIX IOKYMEHTOB
3. NO3BOJIAIOIIMIN pa3pelnTh Nepeaady J0KyMEHTOB




4, HCIIOJIHUTCIIA JOKYMCHTA

3. JoxymenTupoBanHass nuHpopMauus - 3apUKCUPOBAHHASI HA MAaTePUAJIHLHOM HOCH-
TeJle MyTeM JOKYMEHTHPOBAHMSA WH(pOpMauus C....., NO3BOJSIIOIIUMH ONPeIeJUTh TAKYI0
HH(poOpMALMI0O WM B YCTAHOBJICHHBIX 3aKOHOAATEJLCTBOM Poccuiickoun denepanum ciy-
4yasix ee MaTepHAJIbHbII HOCHUTEJIb

1. PEKBU3BUTAMU

2. yKa3aHWEM HCTOYHUKA MH(pOpMaluu

3. yKa3aHHUEM JaThl OTIIPaBKU UH(OpMALIUU

4. MOJITBEPKJICHUEM €€ FOPUTUIECKON YHCTOTHI

4. OO0mue pyHKINH TOKYMEHTA

1. UHQOPMALIMOHHAs, YIIpaBJIEHUYECKasi, KOMMYHHUKAaTUBHAsA, (YHKIHS HUCTOPUYECKOI'O HUC-
TOYHUKA

2. npaBoBasi, PyHKIMS HCTOPUIECKOTO UCTOYHHKA, (PYHKIHMS y4eTa, COIHaIbHas

3. IIpaBoOBasi, yIpaBleHYeCKasi, KOMMYHUKAaTUBHAs, KyJIbTypHast

4. uH(GOpPMaIIMOHHASL, COI[MalIbHAs, KOMMYHHUKATUBHAS, KyJIbTypHas

5. KomMmyHnukaTtuBHasi pyHKuust

1. BBITOJIHACT 33jauy Nepegayd MHPOPMAaluU BO BPEMEHH U MPOCTPAHCTBE, MHPOPMALHU-
OHHOM CBSI3M MEXJy YJIeHaMHu O0IeCTBa.

2. ATO CIIOCOOHOCTH JIOKYMEHTa COXPaHATh U MepelaBaTh KyJIbTypHbIC TPAJAULIUHU, SCTETH-
YEeCKHE HOPMBI, PUTYaJIbl, IPHHSTHIE B O0IIECTBE

3. BBINIOJIHSAETCS OQUIIMATBHBIMU JTOKyMEHTaMH, KOTOPBIE CHEHATIbHO CO3JaHbl JUIs Leei
U B NIPOIIECCE YIIPaBICHUS

4. IpUcCylla JAOKYMEHTaM, B KOTOPBIX 3aKPEIUIAIOTCS U3MEHEHMS IPaBOBBIX HOPM M IIpa-
BOHApYIICHU I

6. OcHOBHbIC BH/IBI y4eTa

1. CTaTUCTUYECKHH U OyXraaTepcKuit
2. OyXxraiaTepcKuil U onepaTUBHBIN

3. ONEPATUBHBIN U CTATUCTUYECKHI
4. BCE BBILIEIIEPEUYHCIICHHBIE

7. Kakoii 10KyMeHT fIBJISIETCS OPUTHMHAJIOM NpPH Pa3padoTKe CiIay:KeOHBIX JTOKyMeH-
TOB?

I. benoBuk, moANMCaHHBIN JOJKHOCTHBIMHU JIMIIAMH, C IPUIIOKEHHUEM, B psJIe CIy4aeB, Ie-
yaTu

2. UepHOBUK, OAMUCAHHBINA JIUIIOM OTBETCTBEHHBIM 32 €r0 UCIIOTHEHUE

3. [Ipoekt nokymeHTa

4. Hu o1vH U3 nepedrcieHHbIX

8. Jdybdamkar 1oKkymMeHTa 3710 -

1 MOBTOPHBIN SK3eMIUISP MOATMHHUKA JOKYMEHTA, HE UMEIOIIUN IOPUANUECKON CHUITBI
2. MOBTOPHBIN 3K3EMILIAP MOMIMHHUKA JOKYMEHTA, UMEIOIINNA IOPUANYECKYIO CHITY

3 KCEpOKOIUs JOKyMEHTa

4 HOBTOpHOC, TOYHOC BOCIIPOU3BCACHUEC MOAJIMHHUKA JOKYMCHTA

9. Korna Bpinucka (KOs 4YacTH JOKYMEHTA) NPUOOpeTaeT PUAHYECKYIO CHITY?
1 MOCJIE €€ 3aBEPEHHUS JOJKHOCTHBIM JIMIIOM OPTaHU3AIMU WA HOTAPUYCOM

2. €CJIM OHA BBITIOJIHEHA C IPUMEHEHUEM OPI.TEXHUKH

3 €CJIM OHA COOTBETCTBYET OPUTMHAJY JIOKYMEHTa



4, IIOCJIC €€ MTOJYUCHUA 3allpallinBaCMbIM JIMIIOM

10. DJIeKTPOHHBIH IOKYMEHT J0JI5KeH COOTBETCTBOBATH TPEOOBAHUSIM:

1. UMETh CTPYKTYpY, CO3JaBaThCsl, IEpeAaBaTbCsl U XPAHUTHCA C IOMOIIBIO
MporpaMMHBIX U TCXHUYCCKUX CPEACTB

2. COJIEp>KaTh PEKBU3UTHI, BKIIOYAIOIINE B CeOsl IEKTPOHHYIO MOAMKUCH WU WHOU

BHGKTpOHHBIfI AHAJIOT TIOATIMCH, ATy €ro COCTABJICHUA, UM U aip€C OTHPABUTCIIA, U UHBIC CBC-
JACHUA, 3aBUCAIIINUC OT JOKYMCHTA

3. UMETb BO3MOKHOCTB OBITh MPEACTABICHHBIM B (pOpMe, OHATHOM ISl BOCIPUS -
THS YEJIOBEKOM
4. COOTBETCTBOBATH BCEM BBILICIIEPEUUCICHHBIM TPEOOBAHUIM

Hpomeofcymouuaﬂ ammecmauun (npumepuble KOHmMpOJlibHble 60NPOCHL RO KYyP-

cy) - npoeepka chopmuposannocmu komnemenuuii - OINK-4, IN1K-13, IICK-2.3

1. XpaHeHue U 0TOOpakeHHE JOKYMEHTa (aHAIOrOBBLIM M 3JEKTPOHHBIN) HA NPUMEPE CH-
crembl «JIEJIO». - OIIK-4
2. Ba3oBble CXeMBI peanu3ali SJIEKTPOHHOTO JOKYMEHTOOO0OpPOTa Ha MPUMEPE CHCTEMBI

«JIEJIO». — TIK-13

3. [IpeBpaiieHne JOKyMEHTa M3 AHAJIOTOBOT'O B BJIEKTPOHHBIM M HA000pOT, OPUTHHAT U
xorust. - OITK-4
4. 3amuTa HHGOPMALMOHHBIX CUCTEM C TOYKU 3PEHUS TEXHOJOTUU 00paboTKH MH(pOpMa-

muu. — [1IK-13, IICK-2.3.

5. [TonaTHE FOPUANYECKON CHIIBI. 3HAYMMOCTD 3JICKTPOHHBIX JAHHBIX B CUCTEME U BHE €€. —
OIIK-4,I1K-13.
6. OcHoBa B3aMMOOTHOILIEHUH YYaCTHUKOB 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa Ha MpHUMEpe

cuctembl «JIEJIO». —I1K-13, TICK-2.3.
7. DNEKTPOHHBIH JOKYMEHTOOOOPOT B paMKaxX OJHOTO IOPHAWYECKOTO JIHIA (KOPHIOpaIuu
€IMHOTO MOMYMHEHHUSI). DIIEKTPOHHBIN JOKYMEHTOOOOPOT MEXIY IOPUIANIECKUMH ((PU3NIECKU-

MH) JiunaMu Ha npumepe cuctemsl «JEJIO». — [1K-13, [ICK-2.3.

8. Pucku, nmopoxmaembie IEKTPOHHBIMU CUCTEMaMH — HH(OpMaITMOHHBIE U OU3HEC PUCKH.
—TIK-13, TICK-2.3.
9. 3amuTta MHGOPMALMU C TOYKH 3pEHUS 3JIEKTPOHHOIO JOKyMeHTooOopoTa. TumoBbie

yrpo3sl. TumnoBbie nctounuku yrpos. - OINK-4
10. 3akon 00 DIIII. OTKpeITEIE W KOPIOPATHBHBIE CHCTEMBI. Y JOCTOBEPSIONINE IEHTPHI.

Paznuune B moaxomax k moHsTHiO «Biazaenen DII» — ropuanueckoe wim Guznydeckoe JHI0. —

I1K-13, IICK-2.3.



1. JlunieH3upoBanne ACSATEIBHOCTH, CBS3aHHOM C AJIEKTPOHHBIM JIOKYMEHTOOOOPOTOM.
Opranmsatop cetn oomeHa nanHbIMU. CepTudukamnusi THPOPMAIIMOHHBIX CUCTEM U CPECTB 3a-
nThl nHpopmaruu. Mcnonb3oBanue cepTuduiupoBaHHbix 3eMeHToB (0ubiamorex) CK3U. —
I1K-13, I[ICK-2.3.

12.  CoBmenieHne 6a30BbIX TEXHOJOTHH AJIEKTPOHHOTO JOKYMEHTOO00pOTa Ui COKpAIICHUS

UX HEJOCTAaTKOB Ha npuMepe cucteMsl «/IEJIO». — I1K-13, IICK-2.3.

6. YueOHO-MeTOAMUYECKOE U HH(POPMAIITUOHHOE o0ecTiedeHne JUCITUTIMHBI
6.1. CIuCOK UCTOUYHUKOB U JIUTEPATYpPHI
a) HCTOYHUKH
®enepanbhblii 3akoH oT 27.07.2006 Ne 149-03 «O6 uHbopmanuu, UHPOPMALIMOHHBIX

TEXHOJIOTHSIX " 0 3aIuTe nH(pOpMALTAN», Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_61798/

®enepanpubiii 3akoH "OO0 snexktponHor moamucu" ot 06.04.2011 N 63-®3, Pexum
noctyna: http://www.consultant.ru/document/cons_doc LAW_112701/

[TocranoBnenue IIpaBurensctBo Poccuiickoit ®eneparyu ot 9 ¢epans 2012 r. Ne 111
OO0 »yIeKTPOHHON MOANMCH, UCHOJIB3YEMOM OpraHamMH MCIIOJIHUTEIbHOW BJIACTH W OpraHaMu
MECTHOI'O0 CaMOYIPABJICHUS IPU OPTaHU3alMU NIEKTPOHHOIO B3aUMOJAEHUCTBUS MEXy c000ii, 0
MOpPSIIKE €€ WCIOJIb30BaHUSA, a Takke 00 YCTAaHOBJICHHU TPeOOBaHWN K OOCCIICUCHHIO
COBMECTUMOCTH CpeACTB 3JIEKTPOHHOU IIOIINCH, Pexnm JocTyna:
http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&base=LAW&n=311818&fld=134&dst=1000000001.0&rnd=0.4616703546317751#08
137578924133004

a) OCHOBHAas1 JIUTepaTypa

3ammra uHGOpManuu B MHGOpPMAMOHHOM oOImiecTBe: YdeOHOe mocodue s By30B /
Mamok A.A. - Mocksa : [Nop. muaus-Tenekom, 2015. - 230 c.: 60x90 1/16 (O6aoxka) ISBN
978-5-9912-0481-1 - Tekct : AJIEKTPOHHBIN. - URL:
https://new.znanium.com/catalog/product/536930

Hekpaxa A.B., IlleBnoBa I'.A. Opraauzanusi KOHQUICHINAIBHOTO JIETOMPOU3BOJICTBA U
3amuTa nHpopmaruu. M.: Akagemudeckuii mpoekt, 2007. — 220 c.

Kynses, H. H. KondunenunansHoe Aenonpou3BOJICTBO M 3aIIMIICHHBIN 3J1EKTPOHHBINA
JTOKyMEHT0000poT[ DnekTpoHHblil pecype] : yueOnuk / H. H. Kynses, A. C. démymkun, A. I
®abpuunoB; mon ob6bm. pen. H. H. KynseBa. - M.: Jloroc, 2011. - 452 c. - (Homas
yHHBepcHUTeTCKass OmbOnmorteka). - ISBN  978-5-98704-541-1. - Pexum goctyna:

http://znanium.com/catalog/product/468998

Kynse, H. H. KondunenunansHoe nenonpon3BOACTBO W 3aIIUIIEHHBINA 3JIEKTPOHHBIN
nokymeHntoobopot: yueOnuk / H. H. Kynses, A. C. [Iémymkun, A. I'. ®abpuunoB; noj oOml.
pen. H. H. Kynsesa. - M.: Jloroc, 2013.


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://znanium.com/catalog/product/468998
https://new.znanium.com/catalog/product/536930
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=311818&fld=134&dst=1000000001,0&rnd=0.4616703546317751#08137578924133004
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=311818&fld=134&dst=1000000001,0&rnd=0.4616703546317751#08137578924133004
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=311818&fld=134&dst=1000000001,0&rnd=0.4616703546317751#08137578924133004
http://www.consultant.ru/document/cons_doc_LAW_112701/

0) OoonoanumenvHan 1umepamypa

Jlapua M.B., PrickoB O.U. DnekTpoHHBIE TOKyMEHTHI B yrpaBieHuu: Mertoz. [TocoOue/
BHUWJAI. M., 2008

B) MPOrpaMMHoe odecrnieuyeHue:
[Iporpamma 37€KTPOHHOTO JOKyMeHTooOopoTa npeanpusatus «AEJIO», OO0 «3nek-

tpoHHble Oducubie Cuctems» (30C).

[Tporpamma »nekTpoHHOTO HoKyMeHTooOopoTa npennpustis «APXVMBHOE JIEJIO»,
000 «2nexrponnsie Odpucueie Cucremsbn» (30C).

[Iporpammuoe oGecriedenne kommannu ABBYY — FineReader 6.0 mmm 7.0 Scripting
Edition.

r) 0a3bl JaHHBIX, HHPOPMALMOHHO-CIIPABOYHbIE H MONCKOBbIE CHCTEMbI:

Nerr/n HanmenoBaHue

MexayHaponusie pedepatuBHbie HaykomeTpuueckue bJl, mocTymHbie B paMKkax Ha-
MOHAIBHOM moanucku B 2017 1.

Web of Science

Scopus

[Tpodeccuonanbubie MOMHOTEKCTOBBIE bBJ[, AOCTymHBIE B paMKax HaIMOHAJIbHOM
noanucky B 2017 T.

Kypnansr Oxford University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnansr Taylor and Francis

KommnbrorepHsie cripaBOYHbIE PABOBBIE CUCTEMBbI
Koncynperant Iltoc,
T'apanT

7. MaTepuajabHO-TeXHHYECKOe obecrnedeHue TUCHUTINHBI/ MOLY IS
MatepuanbHO-TeXHUYeCKas 6a3a BKIOYAET yueOHbIE ay TUTOPUH JJIsl IPOBEICHUS 3aHATUI

JIEKIIMOHHOTO THUIA, 3aHATHH CEMUHAPCKOTO THUIIA, TPYMIOBBIX U MHAWBHUIYaJbHBIX KOHCYJIbTA-
UM, TEKYIEro KOHTPOJIS ¥ IPOMEKYTOYHON aTTECTALNH.

JUis1 JIEKUMOHHBIX 3aHATHH — ayauTopus, obopynosanHas I1K u npoexkropowm;

111 1a00paTOPHBIX 3aHATHUI — KOMIIBIOTEPHBIM KJIACcC, pACCMOTPEHHE KOHKPETHBIX TEM
0 MpobJIeMe OpraHU3alUU CUCTEMBI 3IEKTPOHHOI'0 JJOKYMEHTOO0O0POTa U €€ 3alllUThl B CUCTEME
IEKTPOHHOTO JEJIONPOU3BOACTBA porpammsl «IEJIO».

JUI IPOMEXYTOYHOM aTTECTAlMU — ayAUTOPHUs, KOMIIBIOTEPHBIN KJIacc.

Jnst mpoBeieHusI MPAKTHYECKUX 3aHATHH U TEKYIET0 KOHTPOJIS 3HaHUSI HEOOXOIUMBI:

KOMILIEKTHI (B AJIEKTPOHHOH (opme) 3aanuii 1i1si paboThl U TECTHI;

KOMIUIEKTBl pa3/laTOYHOro Marepuajga (Ha OyMaKHOM M 3JIEKTPOHHOM HOCHUTENSIX IO
TeMaM 3aHATHH ).

CoBpeMeHHbIN KOMIIBIOTEPHBIN KIacc OCHAILEH



Ilepeuyens 11O

Nert HaumenoBanwue [10 [TpousBoauTenn Crioco6 pacnpoctpane-
/m HUS (IUYyeH3uoHHOe UlU
€80000HO pacnpocmpa-
HAEMOE)

1 Microsoft Office 2010 Microsoft JIMCH3UOHHOE

2 Windows XP Microsoft JIMIIEH3UOHHOE

3 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE

4 CorelDrawCS6 Microsoft CcBOOOJTHO pacHpocTpaHs-

emMoe
5 Adobe CS4 Master Collection Microsoft CBOOOJTHO pacIpocTpaHsi-
eMoe

6 "NEJO-IIpennpusrue" 000 «DnekTpoH- JIM1eH3MOHHBIN JOTOBOP
HbIe OQHCHBIE CHU- JIB11/13 ot 14.11.2013
CTEeMBI (ITPOEKTHPO-
BaHUE U BHEJpe-
HUE)»

7 "Apxusnoe JIEJIO" 000 «DnekTpoH- JIn1ieH3MOHHBIN JOTOBOP
Hble O(UCHBIE CU- JIB11/13 ot 14.11.2013
CTeMBI (ITPOEKTHPO-
BaHUE W BHEJpe-
HUE)»

BKJIIOYAIOIITHM Hapsaagy € KOMIIBIOTCpaMu, MOAKIIOUYEHHBIMU K CETH I/IHTepHCT, 9KpaH U

HPOEKTOP.

I[HSI IMPOBCACHUA 3aHATHHI JICKOHMOHHOTI'O THIIA IMpeAJIaratoTCd TEMaTUUICCKUEC UIIJTFOCTpallun

B (hopmate mpesenTanmii PowerPoint.

8. OOecneueHune 00pa3oBaTeJLHOIO MpoIECCA IJISA JIUI ¢ OTPAHMYEHHBIMUA BO3MOMK-
HOCTSIMM 3/I0POBbSI H HHBAJINI0B

B xone peam3an JUCHUTUIAHBI UCIIOJIB3YIOTCS CICAYIOIINE TOIIOJHUTCIBHBIC

MCTO/bI o6yquI/1;1, TCKYLICTO KOHTPOJIA YCIICBACMOCTH H HpOMC)KyTO‘lHOﬁ aTTeCTalnn O6y-

Yaromunxcsa B 3aBUCUMOCTHU OT KX UHAUBUAYAJIbHBIX 0COOEHHOCTEIA:

® JIJIA CJICIbIX U C.Ha6OBI/IIISIH_II/IXI

- JICKIIUH 0(bOpMJ'I$II-OTCH B BHJAC DJJICKTPOHHOI'O HOOKYMCHTA, HOCTYIIHOTO C IIOMOIIBIO

KOMIIBIOTEPA CO CIICHUAIIN3UPOBAHHBIM IIPOT'PAMMHBIM O6GCH6‘16HI/ICM;

- I[IMCBMCHHBIC 3aJaHHsd BBIIIOJIHAOTCA Ha KOMIIBIOTCPE CO CIICHUAIM3UPOBAHHBIM

porpaMMHbIM 06GCHCHCHI/ICM, WK MOTYT OBITh 3aMCHEHEBI YCTHBIM OTBCTOM;

- obecrieuynBaeTCsl MHIMBHUyallbHOE paBHOMEpHOE ocBelieHne He menee 300 1ok,

- s BBITIOJNHEHUS 3aJlaHUsl MPH HEOOXOAMMOCTH MPEIOCTABISETCS YBEIHMYUBAIOIIEE

YCTPOICTBO; BO3MOYXHO TAaK)K€ UCIOJIb30BaHNE COOCTBEHHBIX YBEIMYUBAIOLIUX YCTPOICTB;

- MMCHMEHHBIE 3a/1aHMs 0QOPMIIIOTCS] YBEITHUEHHBIM MIPHPTOM;




- 9K3aMeH M 3a4€T MPOBOATCSA B YCTHOW (pOpMe MIIM BBITIOJIHSIOTCS B MHCBMEHHOU (hopme
Ha KOMITBIOTEDE.

® IS TUIYXUX M CJIA0O0CIBIIIAINX:

- JIGKUMU OQOPMIISIOTCSI B BHJIE DJIEKTPOHHOTO JOKYMEHTA, JHOO MPEIOCTaBISAETCS 3BYKO-
YCHIIMBAIOIIAs amllapaTrypa HHANBUAYAIBHOTO TTOJIb30BaHUS;

- MIMCHMEHHBIE 32/IaHNsI BHITIOJTHIIOTCS Ha KOMITBIOTEPE B MUCHMEHHOU Qopme;

- DK3aMEH ¥ 3a4€T MPOBOJASATCS B MICBMEHHOW ()OpME Ha KOMITBIOTEPE; BOSMOXKHO MPOBEIC-
HUE B (OpME TECTUPOBAHUA.

® IS JIUL C HAPYIIEHUSIMHU OIIOPHO-BUTaTEILHOTO alnapaTa:

- JeKuuu Oo(OPMIISIIOTCA B BHJIE HJIEKTPOHHOTO JOKYMEHTa, JIOCTYIIHOTO C TOMOIIbIO
KOMITBIOTEPA CO CIICIHUATU3NPOBAHHBIM IPOTPAMMHBIM 00€CIICUeHUEM;

- THCHPMEHHBIC 33JaHUS BBIMOJHAIOTCS HA KOMIIBIOTEPE CO  CIEIHATU3UPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeUeHUEM;

- 9K3aMeH M 3a4€T MPOBOIATCSA B YCTHOW (popMe MIIM BBITIOJIHSIOTCS B MHCbMEHHOU (hopme
Ha KOMITBIOTEDE.

[Tpy HEOOXOMUMOCTH TIPEAYCMaTPUBACTCS YBEITUUYCHUE BPEMEHH ISl TOATOTOBKH OTBETA.

[lpomiemypa  mpoBefeHUS  NMPOMEXKYTOYHOW  aTTeCTallk Uil OOYyYarOIIHXCS
YCTaHaBIMBaeTCd € Y4€TOM UX UHAMBUIAYAIbHBIX ICUXO(DU3MUECKUX OCOOEHHOCTEH.
ITpomerkyTouHast aTTecTalysl MOKET IPOBOUTHCS B HECKOJIBKO 3TaIlOB.

ITpu npoBeneHun mpoueaypbl OLEHUBAHUS PE3ylIbTaTOB OOyUYeHMs MpeaycMaTpHUBaeTCs
UCTIOJIb30BaHME TEXHUYECKHUX CpEICTB, HEOOXOAMMBIX B CBSI3U C HHAMBHIYaJbHBIMHU
0COOEHHOCTAMH O0yYaromuXxcsi. ITU CPEACTBa MOTYT ObITh NPEAOCTABICHBI YHHUBEPCHUTETOM,
WJIM MOTYT UCIOJIb30BaThCs COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

[IpoBenenne mpoueaypbl OLEHHWBAHHUS  PE3yJAbTaTOB  OOy4YeHHs JIOMyCKaercs ¢
MCTIOJIb30BaHUEM JHCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHIA.

ObecnieunBaercst 1OCTyN K WH(POPMAIMOHHBIM U OMOIHOTrpadMuecKuM pecypcam B CETH
WuTepHeT s Kakaoro odydvaromierocs B ¢popMax, aJanTUPOBAHHBIX K OTPAHUYCHUSM HX 3710-
POBBS U BOCTIPHSTHS WHPOPMAIIHH:

e JUIs CIENbIX U CIa00BUISAIINX:

- B Me4aTHOW (hopMe yBEeIMUYCHHBIM MIPpU(TOM;
- B (popMe PIIEKTPOHHOTO JIOKYMEHTA;

- B popme ayamodaiina.

® IS TIIYXUX M CJIA0OCIBIIIANINX:

- B IIeYaTHOU ¢opme;



- B hopMe 3JIEKTPOHHOT 0 JOKYMEHTA.

e It 00YyYaIOIIKXCS C HAPYLIEHUSIMU OTNIOPHO-ABUTAaTEIBHOTO armapara:
- B ieuaTtHoi (opwme;

- B (popMe 2IIEKTPOHHOTO JIOKYMEHTA;

- B popme ayamodaiina.

VYy4eOHble ayIMTOPUU JJIsl BCEX BUJOB KOHTAKTHON M CaMOCTOSITEJIbHOM paboThl, Hay4Has
O6uONIMOTEKa M MHbIE MOMENICHUs JUIsi 0Oy4YeHHs OCHAIIEHBI CIEUATbHBIM 000OpYyIOBaHUEM U
y4€OHBIMHM MECTaMH C TEXHUUECKUMH CPEICTBAMU OOyUEHHUS:

® s CIENbIX U CIa0OBUISIINX:

- YCTpOMCTBOM JJIsl CKaHUpOBaHus U ureHus ¢ kamepoid SARA CE;

- nucmieeM bpaiing PAC Mate 20;

- npuaTepoM bpaiins EmBraille ViewPlus;

® IS TIIYXUX U CIa00CIbIIAIINX:

- aBTOMAaTU3MPOBAHHBIM PAa0OYMM MECTOM JUId JIFOAEH ¢ HapylleHHeM cllyXa U ciabo-
CJIBILLIAINNX;

- aKyCTHYECKHH YCUIIUTEb U KOJIOHKH;

e s OOYYaIOLIMXCS C HAPYLICHUSIMU OMOPHO-JBUTaTeILHOTO arnmapaTra:

- IEPEABMKHBIMU, PETYJIUPYEMBIMH 3proHoMuueckumu napramu CHU-1;

- KOMITBIOTEPHOM TEXHUKOM CO CHEeHalbHBIM IPOrPaMMHBIM O0ECIIEUEHUEM.

9. MeToauyecKkue MaTepuaJibl

9.1. Ilnanbl Ja00OpPaTOPHBLIX 3aHATHH - npoeepka chopmuposannocmu Komne-
menyui - OIIK-4, I1K-13, IICK-2.3.

JlabopaTtopnoe 3ansaTHe 1. (Tema 4). OcoOeHHOCTHM YCTaHOBKM M pabOThl ¢

IPOrpaMMOM 3JIEKTPOHHOTO JOKyMeHTooOopoTa npennpusatust «JAEJIO». - nposepka chopmu-
posannocmu komnemenyuu - OIK-4, IIK-13.
Leasb padoThl: pacCMOTPETh Ha MPAKTUKE OCOOCHHOCTH YCTAaHOBKH M PaOOTHI C MPOrPaMMOii
3JIEKTPOHHOTO J0KyMeHToobopoTa npeanpusatus «IEJIO». O3nakomutbes ¢ pynkuusamu COJ1
«AEJIO», Tae ¢ noaaepXkoi TpaJguLHOHHOTO JIEJIO0NPOU3BOJICTBA MOSIBIISIETCS BO3MOYKHOCTD 0€3
pHICKa TIEpEHTH OT MPUBBIYHOTO «OYMa)KHOTO» JIEIOTPOU3BOJCTBA K COBPEMEHHBIM TEXHOJIOTH -
SIM YIIPaBJIEHUSI BUPTYaJIbHBIMU JIOKYyMEHTAMHU.

Ilopsinok BbINOJITHEHHs PAGOTHI



CTyzneHThl € TIOMOIIBIO MpEnoJiaBaTeNisi yCTAHABIMBAIOT IPOrPaMMy AJIEKTPOHHOI'O
nokyMeHToobopora npeanpusatus «AEJIO», yuutsiBas Te 0COOEHHOCTH, KOTOPbIE MOTYT BO3-
HUKHYTb IIPY BBOJE B DKCIULyaTaLMIO.

C moMo1uplo npenojaBaTeliss HaCTpauBarOT CHCTEMY B TOYHOM COOTBETCTBUHM C BUPTY-
aJIbHOW CTPYKTypoi oObekTa MH(POpPMATHU3ALUHU, NIPUHATHIMU MPaBUIAMHU U MOPSAIAKOM, MO3BO-
JISFOIIMM TIEPEHECTH NPUBBIUHYIO pabodylo Cpeay B AJIEKTPOHHBIN BHJ, YTO OYEBHJIHO OOJIer-
yaeT nepexo] Ha COJ] (1aHHBIE MPEIOCTABIISET MPENOaBATENb).

151 BbINOJTHEHH I J1a00paTOPHON padoThl HEOOX0AMMO:

1. IlpoaHanu3upoBaTh TEXHOJIOTMUYECKHUM MPOLIECC YCTAHOBKHM IPOIPaMMBbI 2JIEKTPOHHOTO
nokymeHToobopota npeanpustus «AEJIO», yuuteiBas Te 0COOEHHOCTH, KOTOPBIE MOTYT BO3-
HUKHYTb IIPY BBOJIE B AKCIUTyaTallMIo.

2. Hactpouts cucteMy B COOTBETCTBHH CO CTPYKTYpOil 00beKTa HH(OpMATU3ALIIH.

3. O3HaKOMUTBCS € UHTEP(DENCOM, BKIIOYAIOIINM:

3.1. O3HakomieHHe C (QYHKIMEH «aBTOMOJCTAHOBKAa» M «CIUCOK TUIOBBIX TEKCTOBY,
MO3BOJISIOIIEN PaboTaTh ¢ OONBIINM KOJIMYECTBOM JOKYMEHTOB.

3.2. IlpakTHueckoe O3HAaKOMJIEHHE C (yHKIMEH «MaclITabupyeMOCTH» («yBeJIUYECHHUS
oxBartay») moJib3oBatener, mozpossromieit B COJ «/IEJIO» ogqHOBpeMeHHO paboTaTh OT €IUHHII
710 THICSAY I0JIb30BaTENEH OHOBPEMEHHO.

3.3. O3nakomyieHue C (QyHKUUMEH B 00NacTH JOKYMEHTOOOOpOTa MpPEANpUSATHS
(peructpanusi, KOHTPOJIb HCIIOJIHEHHUS, MApILIPyTH3alUsl, PA3JIMYHBbIE OTYETHI, MOJTHOLEHHBIN
MOMUCK, CIIUCAHKE B JEJI0), BXOAIIYI0 B cTaHAapTHYIO ocTtaBky COJI «IEJIO».

3.4. Oznakomiienue ¢ ¢pyHkuuei «JlenerupoBanue moJiHOMOYM Ha paboTy C JOKyMEH-
TaMuy, MO3BOJISIIOIIEH JIETKO MepelaBaTh Jiela INpU CMeHe paboTHUKA (YXOJ B OTIYCK WIIU
YBOJIbHEHUE).

3.5. Ha mnpakThueckoM IpuUMepe OCYHIECTBUTH pa3rpaHU4YECHHE JIOCTYIA Pa3IUdHBIX
M0JIb30BaTeNNe K JOKyMEHTaM, O3HAaKOMUTBHCSA ¢ (YHKIMEH CHCTEMBbI, Narolieil BO3MOKHOCTb
OIIPENENINTh, KaK U ¢ KAKUMH JTIOKyMEHTaMH OyJyT paboTaTh paOOTHUKYU MPEATIPHUSTHS.

CnHcoK HCTOYHHKOB U JINTEPATYPbI:
1. PyxoBoACTBO MOJIb30BaTENO MO paboTe ¢ MPOrpaMMOil 3JEKTPOHHOTO JTOKYMEHTO000-
pota npennpusatus «AEJIO», OO0 «3nekrponnsie Oducusie Cucremsn» (30C), 2010.

JlabopaTtopnoe 3ansatue 2. (Tema S5). OcHOBHBIE OINIIMKA CUCTEMBI 3JIEKTPOHHOTO JIEJIO-
nipou3BojicTBa «EJIO» - nposepka cpopmuposannocmu komnemenyuit - INK-13, IICK-2.3.

Leanb padoThl: pacCMOTPETh Ha MPAKTUKE OCHOBHBIE OMIUU CUCTEMBI 3JIEKTPOHHOIO Jie-
nonpousBoactBa «JIEJIO», pemaempble 3amaun, 0OeCTIieUNBAIONINE KaYeCTBEHHBI W IOpUIANYC-

CKM 3HAYUMBIA JTOKyMEHTOOOOpOT mpeAmnpusitus drodoro macmraba. Co3maHue W MpoBepKa



OUII, mramnel BpeMeHH. 3HAKOMCTBO C TMOJIEPKKON BCEX HCIOJIB3yeMbIX B PD kpumnrompo-
BailIepoB.

IMopsinok BbINOJHEHUS PadOThI

CryaeHThl ¢ OMOIIBIO MPENOAABATENsl 3HAKOMSTCS HAa IMPAKTUKE C OCHOBHBIMHU OIIUHU
CUCTEMBI AJIEKTPOHHOTO Aenonpon3BoacTBa «{EJIO» (manHble peaocTaBiseT NpernoiaBaTeib).

151 BbINOJIHEHUs1 1a00paTOPHOI padoThl HEOOXOAUMO:

1. OTkpbITh TUanoroBoe okHO «KaHuensipus», Mo3BOJISIONIEE C TOMOLIBIO JaHHOU
OIIIIUU TIPOBECTU PETUCTPALIMIO JIFOOBIX THUIIOB JIOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
I'COY, nepeBecTr MpOCTOi OyMasKHBIM JOKYMEHTOOOOPOT B 3JIEKTPOHHBIN HA IpUMEpe KOH-
KPETHOW OpraHU3aIliu; PETUCTPALNIO OOpAIICHUI IPaskaH; OCYIIECTBUTh moanepkky LI
(1aHHBIE MTPEIOCTABIIAET MIPETOAABATEND).

2. IloaroToBUTH K OTHpPABKE MCXOASILYI0 KOppecHnoHIeHIuIo. [Ipons3BecTy cOpTUPOBKY
UCXOSIINUX JOKYMEHTOB IO PEeecTpaM Ha OTIIPaBKY; Ie€4aTb PEECTPOB OTIIPABKU JTOKYMEHTOB,
KOHBEPTOB, [IAKETOB U Jp. (JaHHBIE MIPEIOCTABIISET MPEnogaBaTeb).

3. IloaroToButh nopydeHue. (s BBIMOIHEHUS 3TOTO 33/aHUs HEOOXOAMMO CO3/aTh U
MIPOBECTU PabOTy C MOPYUYEHUSMHU (JaHHBIE MPEIOCTABIIAET MPENoAaBaTeb U3 ABYX BapUaHTOB
BJIO’)KEHHOCTH U Pa3BETBJICHHOCTH). PaccMoTpeTh paboTy ¢ mpoekTaMu MOopyUYeHUil; Ha3HaYCHUE
BHYTPEHHUX U BHEIIHUX HCIOJHUTENEH. PaccMOTpeTh pa3HUIly KOHTPOJIBHBIX U HE KOHTPOJb-
HBIX TopydeHuid. [IpoBecTu qaHHbIE B IporpaMMe 00 « iHGOPMUPOBAHUMY» O MOCTYIJICHUH B Ka-
OMHET HOBBIX IOPYUYCHUH.

4. Tlo onmuu «KOHTpOIL UCTIONHEHUS MOPYYCHUI» CHOPMUPOBATH YMEHHUE 1O IPOCMOT-
Py OT4ETOB 00 MCHOJIHEHUHU U CHATUE C KOHTPOJS JOObIX MmopydeHuil. OCyecTBUTh KOHTPOIb
BCEM HepapXuu MOPYYEHUH - OT IMYyHKTOB, /IO CJIOXHBIX MHOTOCTYNEHYATHIX PE30JIIOIHH,
HMMEIOLIUX pa3HbIX aBTOPOB, KOHTPOJIEPOB U HUCHOMHUTENEH. ONpenenuTb MEXaH|u3M OIOBELIe-
HUS O TIOCTYIJIEHWH HOBBIX JIOKYMEHTOB; CO3/IaHUE HAIIOMUHAHHWI 10 MOPYUYEHUAM; HHHOPMHU -
pOBaHUE O HAPYLIEHUU CPOKA UCIIOJIHEHHS JOKYMEHTOB.

5. B onmmmn «CornacoBanue» OCYyIIECTBUTh HACTPOMKH MPOIECCa COrJIaCOBAHUS U CO3/1a-
HUS Pa3IMYHbIX MapIIPyTOB, MyTEW COTJIACOBAHUA [UISl PA3JIMYHBIX JOKYMEHTOB. OCYIECTBUTH
MOJJIEP>)KKY BEPCUOHHOCTU. Y CTAaHOBUTH B NMPOTPAMME CPOKU COTJIACOBAHHWS; HAIIOMHHAHUS U
OTMOBEILIECHHUS.

6. Hactpouts onuuto «buznec-nporneccel». Ha KOHKpeTHOM mnpumepe MPOBECTH Ha-
CTPOMKY MOJI KOHKPETHYIO 33/1auy (IaHHbIE MPEJOCTABIISIET MPENO0/IaBaTelNb) OT PETUCTPALIMH JI0

noArnucCaHuss JO0KyMCEHTaA.



7. O3nakoMuThCs ¢ pabotoit ¢ COJI uepe3 MOOMIIBHBIE YCTPOIMCTBA (B KaYECTBE MIPUMEPE
npernojaBaTesieM BbIOMpaeTcss oAuH U3 ycTpoiicTs: 1Pad, iPhone, cmapTdoHbl, KOMMYHUKATODBI,
TaKke MOOMJIbHBIEC TeJIe(DOHBI, TUTAHIIIETHBIE KOMITHIOTEPHI).

8. OcymecTBisieTcs: HacTpoika onuuu «Opranu3anus MOJHOIEHHOTO B3aUMOJICHCTBUS
COJ] ¢ KOHTpoOiEeM MPOXOXKIEHHUS TOKYMEHTOB B OpraHM3alMsIX-aJpecaTax U OMOBEIEHHUS U
YBEIOMJICHHS — PacChUIKa HAllOMMHAHUW M YBEJOMIIEHUH MO JIOOBIM COOBITHSIM; HACTpPOWKa
HY’KHBIX YBEJIOMJICHHUH (JaHHBIE MTPEIOCTABISET MPEN0AaBaTeNb).

9. OcylecTBUTh CKaHUPOBAHUE JOKYMEHTa. OCYHIECTBISETCS 3HAKOMCTBO C OIILUEH
«MOTOYHOTO0 CKAaHUPOBAHUS C MEPEBOJOM JOKYMEHTALIMHU B 3JEKTPOHHBIA BUJ U aBTOMATH3H-
POBAaHHOM perucTpanuy pacro3HAHHBIX JOKYMEHTOB (JJaHHBIC IIPEIOCTaBJISET MPEMNo/1aBaTeb).
B urtore npousBecTy pacnevyaTky ¥ pacrio3HaBaHUE MITPHUX-KOJOB.

10. Ha KOHKpETHBIX TPUMEPAX OCYIIECTBUThH CO3JJaHUE OTUYETOB — MOATOTOBUTH K TEYaTH
OTYETHBIX (POPM; CTATHCTHKU. PaccMOTpeTh Ha mpuMepe OTIMYUS MPOU3BOJBHBIX OTUYETOB U
BO3MOKHOCTb BBIOOpA MIA0JIOHOB MEYaTH OTYETOB.

11. O3nakomienue c ommueid «BeO-moCTym» — TOJHOIEHHAs yIaJIeHHas paboTa ¢
JOKYMEHTaMH; UCTIOJTHEHHE IMOPYUYCHUIT; KOHTPOJIb UCTIOJHEHHS; COTJIACOBAaHUE; TTOUCK.

12. O3nakomienue c¢ onmueit « LIy — moanmucanue GhaiaoB U PEKBU3UTOB IOKYMEHTOB;
UCIONIb30BaHKE MPH MOAMMCAHUH U COTJIACOBAHUU; BBOJ MH(OpPMAIMH OT PYKH ((paKCUMUIbHAS
MOJMKCH, KOMMEHTApUi, OTUET) (JaHHBIE IPEIOCTABISET MPENOIaBaTENb).

13. Pabota ¢ «lIpoTokonmamm». Ha ocHOBE BBEIEHHBIX JAaHHBIX OCYIIECTBISIETCS TPO-
CMOTp BCEX JIEUCTBUN, COBEPIIECHHBIX B CUCTEME.

Cnncoxk MCTOYHUKOB U JINTEPATYPHI:
1. PykoBoiCTBO TOJIE30BATENIO TIO pabOTE C MPOrPaMMOl 3JIEKTPOHHOTO JOKYMEHTO000-

pota npeanpustusi «IAEJIO», OO0 «2nexkrponusie Odpucusie Cuctems» (30C), 2010.

Jlabopatopnoe 3ansitue 3. (Tema 1 1.1.). OpraHuzanusi CUCTEMBI SJIEKTPOHHOTO
JOKYMEHT0000poTa U ee 3amuTa. OyHKIIUOHATbHBIE BO3MOKHOCTH CHCTEMBI 3JIEKTPOHHOTO Jie-
nonpousBoiactBa «AEJIO»: Perucrpanusi HOKYMEHTOB. - mpoeepka chopmuposannocmu
komnemenuui - OIIK-4, I1K-13.

Leap padoThbl: paccMOTpeTh Ha MPaKTUKE (YHKIIMOHAJIbHBIE BO3MOXKHOCTH CHCTEMBI
3NEKTPOHHOTO Jienonpoun3Boictsa «JEJIO»: Peructpanus 10KyMEHTOB.

Iopsaok BbINOJHEHUs PAOOTHI

[Ipexae yem mpucTynate K paboTe ¢ JOKYMEHTOM, €ro He0OXOJMMO BBECTU B CHCTEMY,

T.€. 3apPETUCTPUPOBaATh. PErHCTpUPYIOTCA KaK MOCTYNMBILNME W3BHE, TaK M CO3JAaHHBIE BHYTpHU



OpraHM3aliy JOKYMEHTBI: [MChbMAa, IIPUKa3bl, TOTOBOPHI, OOpalleHus TpaxkJaH U mpodee (JaH-
HBI€ MIPEIOCTABIISET MPernogaBaTesb).

Ju1s1 BbINOJIHEHM S JIA0OpPaTOPHOI padoThl HEOOXOAMMO:

1. IIpu peructpauuu (HopMHUPYETCS PETUCTPALMOHHO-KOHTposibHas kaptouka (PK), B
KOTOPYIO 3aHOCSITCSI CBEJICHUSI O JOKYMEHTE, U CHCTEMa aBTOMAaTHYECKU IMPHUCBAWBAET HOMEP B
COOTBETCTBUM C 3aAaHHbIM IabiaoHoMm. PK comepxut monHblii HaOOp MeTagaHHBIX M PEKBH-
3UTOB, IIPEyCMOTPEHHBIX CTaHIApTaMU POCCUICKOro aenonpousBoiactsa. K kaprouke Moryr
OBITh MPUKPEIUICHBI (aiibl (10 BapHaHTy 33JaHUs, BBIJAHHOTO MPEIoIaBaTesieM), coJlepKalue
TEKCTHI WK TpaduuecKkue 0opa3bl CaMUX JOKYMEHTOB.

2. Jlna oTpakeHUS BEAOMCTBEHHOM WM oTpacieBod cnemuduku cocraB moseir PK
MOKET OBITh PAaCHUIMPEH 3a CYET CO3JaHUs JONOJHUTEIbHBIX PEKBU3UTOB. lIpemocTaBisitoTcs
JUIS BBOJA JAaHHBIE, COCTOSIINE U3 JBYX BapUAaHTOB — OJUH BapUAHT - MO0 BEAOMCTBEHHOU IpH-
Ha/JIe)KHOCTH, BTOPOU BapuaHT — 10 OTpacieBoil.

3. Cucrema mo3BOJISIET B aBTOMaTHU3WPOBAHHOM DPEKHMME PETHUCTPUPOBATH IEpe/laHHbIC
0 JIEKTPOHHOM MOYTE JOKYMEHTHI, B TOM YHCIie CHAOKEHHbIE 3JIEKTPOHHON U(POBOM MOIH -
ceto (DUII). [ns nokyMeHTOB, KOTOpbIe TOoTOBATCS ¢ momombio MS Word u Excel, Takxke pea-
JIM30BaHa YOPOIIEHHAas MpolLeaypa PEerucTpaluyd OpsMO W3 TMPUBBIYHOM ISl MOJb30BATENS
cpenbl penakropa. JlJis BBINOJIHEHHUs 3TOTO 3aJaHUs OJHA IpyINna CTYJIEHTOB HalpaBiseT HA
JIEKTPOHHBIN aJpec JOKYMEHTHI, BTOpas Ipylla HX IOJIy4aeT U PaccMaTpHUBAETCS IPOLECC
perucTpanyi.

4. TlpoucxoauT 3HAKOMCTBO C OOJIETYCHHON M YCKOPEHHOM MpOIEeTypOl perucTpariiu.
Hcnonp3yroTes ciaeyromue HHCTPYMEHTHI:

e 33/laHME aBTOMATHUYECKH 3aII0JIHAEMbIX 3HAUEHUN PEKBU3UTOB (II0 YMOJIYAHHUIO);
® 3aMOJHEHHE PEKBU3UTOB IyTEM BHIOOpA HYKHOTO 3HAUEHHUs M3 3apaHee HACTPOSHHOTO
CIIPaBOYHMKA;
e mepeueHb HauboJjiee YacTo UCIOIb3yEeMbIX CTAHAPTHBIX TEKCTOB;
® YCTAaHOBJIEHUE CCHUIOK Ha JIpyrue JOKYMEHTHI,
® OTHECEHHE JOKYMEHTa K TeMaTHYeCKUM PyOpHuKam | Jp.
CnHcoK MCTOYHMKOB U JINTEPATYpPbI:
1. PykoBoaCTBO TOJIE30BATENIO IO pabOTE C MPOrpaMMOil 3JIEKTPOHHOTO JOKYMEHTO000-

pota npeanpustus «AEJIO», OO0 «2nexkrponusie Odpucusie Cuctems» (30C), 2010.

Jlaboparopnoe 3ansitue 4. (Tema 1 1.2.). OpraHuzanusi CUCTEMBI SJIEKTPOHHOTO

,Z[OKYMCHTOO60];)OT3 H €€ 3aliuTa. (DYHKLII/IOHaJIBHBIe BO3MOXHOCTH CHUCTEMBI JICKTPOHHOI'O AC-



nonpousBosctBa «JEJIO»: PabGorta ¢ daitiamu (371€KTPOHHBIMH JTOKYMEHTAMU) - HPOBEPKa
chopmuposannocmu komnemenyuii - [11K-13, IICK-2.3.

Heap paGoTbl: paccMOTpeTh Ha MPAKTUKE (YHKIMOHAJIbHBIE BO3MOXKHOCTH CHUCTEMBI
anekTpoHHoro aenonpousBojacTBa «JIEJIO»: Pabora c¢ daitnamMmu (37€KTPOHHBIMHU JIOKYMEH-
TaMH).

Ilopsinok BbINOJTHEHHS PAGOTHI

[Ipexne yeM mpuctynuth K pabore, HEOOXOAMMO K PETMCTPALIMIOHHOW KapTOUKe MpH-
KpenuTh (aiisl 100X (HopMaTOB, copeprKalne TeKCT Win rpadguyeckre o0paszbl JOKYMEHTOB
(maHHBIE MPEAOCTABIISAET MPENOAABATEND ).

151 BbINOJTHEHH S J1a00paTOPHON padoThl HEOOX0AMMO:

1. Banmcate Qaiinsl B 6a3y maHHbIX cucteMbl «JIEJIO», ynocToBepHUTHCS O rapaHTHH UX
COXpaHHOCTH. PaccMOTpeTh BapuaHT yJaJIeHus C JOKAJIbHOTO KOMIIbIOTEepa mnojib3oBaTend. [Ipu
3TOM cHcTeMa 00eCHeurBaeT MOJHOLEHHYIO paboTy ¢ ¢aillaMu: MpoCcMOTp, peAakTHPOBaHUE,
yAaJeHue, MoJIICaHue SJIEKTPOHHON UG POBOI MOANKCKHIO, pa3rpaHUUYEHUE MpaB JOCTyMa (Kak
Ha ypoBHe PK, Tak 1 caMoro 3JIeKTpOHHOTO JOKYMEHTA).

2. OcyiecTBUTh MEPEBOJI JOKYMEHTOB U3 OyMa)KHOU (OpPMBI B DJIEKTPOHHYIO (HOpMy
(maHHBIE TIPEIOCTABIIAET MPETOAABATENb ).

3. OcymiecTBUTh CKAaHUPOBAHKE U pACTO3HABaHHE OyMa)KHBIX IOKYMEHTOB MPSIMO U3 UH-
Tepdeiica perucTpaliiOHHONW KapTOUYKU M aBTOMATUYECKH MPUKPENHUTh MOJy4YeHHbIE (pailiabl K
PK (Omnmus «CkanupoBaH#e») (TaHHBIC MIPEIOCTABIISET MPEMogaBaTelb).

4. PaccMOTpeTh BO3MOXKHOCTh MacCOBOTO BBOJA B CHUCTEMY OYMa)KHBIX TOKYMEHTOB H
pacro3HaBaHMA HMX JJIEKTPOHHBIX 00pa3oB (YTO XapakTepHO Ui OpraHM3aluid ¢ OOJIBIIUM
JOKYMEHTOIIOTOKOM). YOEIUThCS M0 KOJIMYECTBY 3aTPAYCHHOTO BPEMEHH O 3HAYHTEIHHOM CO-
KpallleHUH TPy103aTpaT Ha BBOJ MH(OpPMALMK U CO3AAHUU MPEANOCHUIKH s IEPEX0/ia K dIIeK-
TPOHHOMY JOKyMeHTooOopoTy. (Onmus «I[loTouHoe ckaHMpoBaHUE») (JIaHHBIE MPETOCTABISAET
MIPETNO0/1aBaTelb).

5. OcyuiecTBUTh «IOTOYHOE CKaHMPOBAHHE» TJ€ MPHU pErucTpalnuy Ha JOKyMeHTe (Ha
MEePBOM WJIM HAa OTAEIHLHOM YHCTOM JIUCTE) MEeYaTaeTcs] Ha3HAYaeMblii CUCTEMON YHUKAaJIbHBIH
HITPUX-KOJI, COACPKAIINNA YHUKATbHBIA UICHTH(PUKAIIMOHHBI HOMEp JOKYMEHTa U MpaBuja ero
00paboTKH.

B npouecce ckaHMpOBaHUS M paclO3HABAHUS CUCTEMa aHAIM3HMPYET IUTPUX-KOA U 00pa-
0aThIBae€T OTCKAaHWPOBAHHBIC JIOKYMEHTHI B COOTBETCTBHUHU C YKAa3aHHOW B HeM HH(OpMaIuei.
[TonmyyenHble B 3a1aHHOM (popMaTe pe3ynbTaThl CKAHUPOBAHUSI aBTOMAaTHYECKU MPUKPETUISIOTCS
K coorBeTcTBYIOmMUM PK.

6. [Ipon3BoaUTCS HACTPOMKHU MapaMeTPOB MOTOYHOTO CKAHUPOBAHUS



pacrojioKeHUE MTPUX-KOJIa Ha JOKYMEHTE WJIH YUCTOM JICTE OyMary;

MOJIICPKKa PAbOTHI C IBYCTOPOHHUM CKaHEPOM;

croco0 006paboTku (co3gaHue rpaguIecKkoro N300pakeHusI, TEKCTOBOTO (aiiia Wi KOM-
OMHUPOBAHHBIN BapHAHT);

dopmarsl m3obpaxenus (TIFF, GIF, JPG, PNG), u pacno3naBanus (TXT, RTF, DOC,
HTML, CSV, DBF, XLS, PDF);

7. [Ipoussectu oTKpbiTHE PK MyTem cunThiBaHMs MITPUX-KOAA C OpUTHHANIA JJOKYMEHTA C
MOMOIIBI0 PYYHOTO CKaHEpa M OCYIIECTBUTH IMOUCK JOKYMEHTOB MO INTPUX-KOAY (JAaHHBIE
MPEIOCTABIISIET MPETIOIaBaATENb ).

Jis peanuzanuu JaHHOW (DYHKIMK WCHOIB3YETCS MPOTPaMMHOE OOCCIIeYeHHE KOMIIa-
uuu ABBYY — FineReader 6.0 wim 7.0 Scripting Edition.

CnucoK HCTOYHUKOB U JINTEPATYPbI:
1. PyKoBOACTBO MOJIB30BATEINIO IO pabOTE C MPOrPaMMON JIEKTPOHHOTO TOKYMEHTO00O0-

pota npeanpusatus «AEJIO», OO0 «2nexkrponusie Odpucubie Cuctemsn» (30C), 2010.

Jlabopatopnoe 3anstue 5. (Tema 1 1.3.). Opranuzanusi CUCTEMBI 3JIECKTPOHHOTO
JIOKYMEHT0000poTa U ee 3amuTa. OyHKIIMOHATbHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jie-
nomnpousBonactBa «JIEJIO»: Pabora ¢ mopydeHusiMu (BbIgada, HCIOTHEHHE U KOHTPOJb) -
npoeepka cpopmuposannocmu komnemenyui - IIK-13, IICK-2.3.

Heap padoThbl: paccCMOTpeTh HAa MPAKTUKE (YHKIIMOHAJIHHBIE BO3MOXKHOCTH CHUCTEMBI
aneKTpoHHOTO aenornpousBojacTBa «JIEJIO»: Paborta ¢ mopyueHussMu (Bblada, HCIIOJHEHUE U
KOHTPOJIb).

Iopsiiok BbINOJHEHUS PAGOTHI

JI1st BBIMIOSTHEHUS JIa0OpaTOpPHOU pabOThl HEOOXOIUMO 3HATH CJIEIYIOIIEE:

Cucrema oOecrnieunBaeT pabOTy ¢ HECKOJIbKMMHU BHJIAMU MOPYYEHUMN: PE30JIIOIMS — I10-
pyueHHe, BBIJABAEMOE YIOJHOMOYEHHBIM JOHDKHOCTHBIM JIMIIOM Ha OCHOBAaHUHU JOKYMEHTA;
MyHKT — MOpYYeHHUE, COepKalleecss B TEKCTe CaMOro TOKyMEHTa U HE MMEIOIee KOHKPETHOTO
aBTOpa; MOJUYUHEHHAs! PE30JIOIUS — OTHOCUTCS HE K JIOKYMEHTY B II€JIOM, a K €r0 OTAEIbHOMY
MYHKTY WU PE30JIIOLNUU; CHCTEMa IMO3BOJISIET OTCIEIUTh MEPAPXHI0 PE3OTIONUN JTHO00H CIIOXK-
HOCTH HE3aBHCHMO OT UX KOJIHMYECTBA; MPOEKT PE30TIOIUHN — MpeIBAPUTEIbHBIM BapUAHT PE30-
JIOLUY, TPEeOYIOMUN YTBEPKICHHSI PYKOBOACTBOM. PyKOBOIUTENN MOTYT BBOJUTH OPYUYEHUS U
ABTOMATUYECKU PAaCChUIaTh UX MCIOIHUTENSAM, ACNIErupys MOTHOMOYHUS MO KOHTPOJIIO CHEIU-
aJIbHO BBIJIEJICHHBIM JOKHOCTHBIM JIMLIAM WK OTAeNIaM KOHTpouist. CucTteMa MoAiepKUBaeT pa-
00Ty C JIOOBIM KOJIMYECTBOM TMOPYYEHHUH IO JOKYMEHTY, KaKIO€ M3 KOTOPBIX MMEET CBOMX

¢urypanToB (aBTOpOB, KOHTPOJIEPOB M UcTONHUTENEH). Takum 00pa3oM, BCeM 3aMHTEPECOBAH-



HbIM JOJDKHOCTHBIM JIMOaM IIPEAOCTABIIAIOTCA 3(1)(1)GKTI/IBHBI€ HHCTPYMCHTBI JJIA y,I[O6CTBa
KOHTPOJIA U UCITIOJTHCHUS JOKYMCHTOB.

Ju1s1 BbINOJIHEHM S JIA0OpPaTOPHOI padoThl HEOOXOAMMO:

1. Bectu «mopyueHue» U yOeIuTbCsA, YTO HPOM30LIA ABTOMATHYECKas IepechlIKa
JOKYMEHTOB MCIIOJTHUTENSAM B X paboune kabuHeTsl B cucreMe «EJIO».

2. Bapuant 1. [TonyuuBiuee JOKyMEHT JAOJKHOCTHOE JIMIO JOKHO CaMO MCIIOJIHUTDH €ro
U BBECTU B CUCTEMY COOTBETCTBYIOLIUI OTYET.

2. Bapuanrt 2. IlonyuuBiiee JOKYMEHT AOJKHOCTHOE JIMLO JIOJKHO CBOEH PE30J0LUEi
HalmpaBUTb JOKYMCHT JaJICC — UCIIOJITHUTCIIAM 0oJiee HU3KOTO YPOBHA.

3. B cooTBeTCTBUHU C 3aJJaHUEM JUIsl KOHTPOJIBHBIX JOKYMEHTOB, 110 KOTOPBIM BBEJIEHO
MOpY4YeHHE, aBTOMATHUYECKH OTCIICKHMBAIOTCS CPOKH HCIIOJNHEHHs, O0CO00 BBIJICISIOTCS
KOHTPOJHUPYCMBIC OOKYMCHTBI M AJOKYMCHTBI C HCTCKIIMMH CPOKaAMH HCIIOJIHCHUS. Cucrema
aBTOMATUYECKU MH(OPMHUPYET MOJIH30BATENS O HAPYIIEHUH CPOKA PACCMOTPEHUS UM UCIIOJIHE-
HUSA AOKYMCHTOB W ITO3BOJISACT MOJIy4aTb CBOJIKH 00 HCIIOJHEHHUH KOHTPOJIBHBIX JOKYMCHTOB.
KoHTpoibp Takke MOXET OCYIIECTBIATHCS IyTeM IIOMCKAa JOKYMEHTOB [0 PEKBU3HUTaM
KOHTPOJIbHBIX ITOPYUYCHUH.

4. Ocy1ecTBUTh CHATHE C KOHTPOJIS JOKYMEHTA MOCJE MOJIyYeHUs] UTOTOBOTO OTYETa OT
VCTIOJTHUTEJIS.

5. IIpokoHTpOIMpPOBaTh (PYHKIMIO aBTOMATHYECKOIO YAAJICHUS U3 BCeX pabouyux KaOu-
HETOB CHCTEMBI CBEJICHUI O JJOKYMEHTE (TI0CIIE CHATHUS C KOHTPOJIS «IIOPYUEHUS).

CnHcoK NCTOYHMKOB U JINTEPATYpPbI:
1. PyxoBOACTBO MOJIb30BAaTENIO MO paboTe ¢ MPOrpaMMOil 3JIEKTPOHHOTO JIOKYMEHTO000-

pota npennpustus «AEJIO», OO0 «3nekrponnsie Opucueie Cucremsn» (90C), 2010.

JlabopaTopnoe 3ansitue 6. (Tema 1 1.4.). Opranuzauus CHUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000poTa U ee 3amuTa. OyHKIUOHAIbHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jie-
nonpousBojactBa «JIEJIO»: Pabora ¢ «kaOMHETOM» - «BHUPTyaJbHBIM PabOYMM MECTOM» -
npoeepxa chpopmuposannocmu komnemenyuii - 1NK-13, IICK-2.3.

Leap paGoTbl: paccMOTpeTh Ha MPaKTUKE (YHKIMOHAJIbHBIE BO3MOXKHOCTH CHCTEMBI
ANEeKTPOHHOTO JenornpousBoacTBa «IEJIO»: Pabora ¢ «xabuHEeTOM» - «BUPTyallbHBIM paboYnM
MECTOM.

Ilopsinok BbINOJTHEHHS PAGOTHI

Jnist BeIONTHEHMST TAOOpaTOPHOI pabOTHl HEOOXOIUMO 3HATH CIIEIYIOIIEe:



Cucrema npeocTaBiseT CTyACHTaM «BUPTyallbHOE pabouee MECTO» — €T0 JIMYHBINA KaOu-
HET, MPEeAOCTABISIOMNNA yI00HbIE CpeAcTBa Ui PabOThl C JOKYMEHTaMU: BbIIay, KOHTPOJIS U
WCIIOJTHEHUS IOPYUYEHUH, BUBUPOBAHUS U MOJIMCAHUS IPOEKTOB U JIp.

Kabuner npezcrasinser coboit HabOp Marnok, B KOTOPbIE TPYNIUPYIOTCS JOKYMEHTHI, I10-
CTYMUBIIUE HA UMS JOJKHOCTHOTO JIMIIA: TIPUCJIaHHbIE HAa BUBUPOBAHHE WM MOAMUCAHUE, OKHU -
JIArOIIMe BHIHECEHHSI PE30IIOIUH, TOIekKAIINE KOHTPOIIO, IPUHATHIE K UCTIOTHEHHIO U T.1.

Pacnpenenenue mo mamkam kaOuWHETa MO3BOJISIET YHMOPSAOYUTH OOJBIIOE KOJIUYECTBO
JOKYMEHTOB, HaXOAAILIUXCS B TeKylIel padore.

Jnist BBIMOTHEHUS 1a00paTopHOM paboThI MpeaocTaBIsAtoTCs cieaytomume [lanku kabune-
Ta!

«lToctynusmme»

«Ha ucnomaeHnm»

«Ha xoHTpOIe»

«Y PYKOBOICTBa»

«Ha paccmotpeHnmny

«B neno»

«YT1paBieHHue MPOeKTaMU JJOKYMEHTOBY

«Ha Bu3upoBanumn»

«Ha nmognucn».

o 3amanuo mpeayCcMOTPEHBI pa3BUTHIE CPe/ICTBA HH(OPMUPOBAHUS BiaJesblia KaO1He-
Ta O MOCTYIUIEHHH B IAIIKU HOBBIX JOKYMEHTOB WJIM U3MEHEHUH UX cTaTyca (ZaHHBIE IIPENo-
CTaBJISICT MPEMNO/IaBaTEeb).

bnaronaps noHsITHOMY U MakCHMalbHO NMPUOIMKEHHOMY K PEalIbHBIM 3a/iadaM I10JIb30-
BaTessl UHTEpQeiicy MOKHO MpeNeabHO MPOCTO OMPEAEInTh, C KAKUMHM JOKYMEHTaMu paboTaeT
JOJHDKHOCTHOE JIMIO M Ha KaKOM CTaJiuy MCIIOJIHEHUs OHU HaxojsaTcs. Kak unrepdeiic, Tak u Ha-
00p AOCTYNHBIX (DYHKIUH MOTYT HacTpamBaThCS MHIMBUIYAIBHO Ul Ka)XIOTO MOJIb30BaTelNs
CUCTEMBI.

11 BbITOJIHEHM S JIA00OPATOPHOI padoThl HEOOXOAMMO:

1. Hactpouts unTepdeiic "HANBUIYaAIbHO AJsl ce0s - OIb30BATENS CUCTEMBI.

2. Hannuue coOCTBEHHBIX «paboduX MECT» COTPYJHHKOB TMO3BOJISET yIOOHO OpPraHu30-
BaTh COBMECTHYIO PabOTy C JJOKyMEHTaMH OOJIBILIOr0 YHcia JOJKHOCTHBIX JIMI (KaKIOMY CTY-
JICHTY BBIOMPAETCS TOJIKHOCTD).

3. B cBs13u ¢ TeM, 4TO KaOMHET SIBIISETCS TaKke OTHUM u3 d(H()EKTUBHBIX CpPEeCTB 00eC-

nedeHust 6e30nacHOCTH KOH(HUASHIIMATbHON nH(pOpMaIU, 61aroaapsi BOSMOXKHOCTH OTpaHUye-



HUSA IIpaB OJIL30BaTeIe Ha JOCTYII K HEMY CTYACHTBI HA IMPAKTHYCCKOM IMPUMCEPE IMOJTYydar0T
MpaBo J0CTyNa K pabodemMy KaOMHETY JIPYToro JOKHOCTHOTO JIHIa (00yJaromerocs).

4. InctpymeHTapuii kaOMHeTa U MPUHIUIBI padOTHl B HEM IMOJIHOCTHIO YUUTHIBAIOT MIPHU-
HSATBIE J1€JIOMPOU3BOJICTBEHHBIE TEXHOJIOTHH, a TAKXKe TPAAUIIMOHHOE pacipeesieHne 00a3aHHO-
CTeH U «poJiei» YYaCTHUKOB JIOKyMEHTOO0OpOTa.

JlJis 4acTu TPYMIbI, YbU JOJDKHOCTH SIBISIOTCA PYKOBOMASIIMMU, T.€. OTBETCTBEHHBIMU
JOJDKHOCTHBIMU JIUIIAMH TIPEJOCTaBISETCS 3a/JaHue, M0 KOTOPOMY OHH (JIOJDKHOCTHBIEC JIUIIA)
MepeJaroT YacTh CBOMX MOJHOMOYHI MOMOIIHUKAM WM CEKpeTapuary (IOIKHOCTH Yy APYToi
YacTH TPYIIbl) — HapuMep, GYHKUUH BbIJa4d TOPYUYECHUH, KOHTPOJISA 32 UX UCIOJTHEHUEM U JIp.

CnucoK HCTOYHHKOB U JINTEPATYPbI:
1. PykoBoiCTBO TOJIE30BATENIO IO pabOTE C MPOrpaMMOl 3JIEKTPOHHOTO JOKYMEHTO000-

pota npeanpustus «AEJIO», OO0 «2nexkrponusie Odpucusie Cuctems» (30C), 2010.

JladboparopHoe 3ansitue 7. (Tema 1 1.5.). Opranuzanust CUCTEMBI SJIEKTPOHHOTO
JOKYMEHT000opoTa U ee 3amuTa. OyHKIUOHATbHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jie-
nonpousBoyictBa «JIEJIO»: PaboTta ¢ mpoekTaMu ITOKYMEHTOB -- HPOGepKa ChopmuposanHo-
cmu komnemenyuii - I1IK-13, IICK-2.3.

Heap padoThbl: paccMOTpeTh Ha MPAKTUKE (YHKIIMOHAJIbHBIE BO3MOXKHOCTH CHUCTEMBI
3JIEKTPOHHOTO Aenonpou3BoacTBa «AEJIO»: PaboTa ¢ mpoekTaMu JOKYMEHTOB.

Iopsiiok BbINOJIHEHUS PA0OOTHI

Jnist BeIONTHEHMST TAOOPaTOPHOI pabOTHl HEOOXOIUMO 3HATH CIIENYIOIIEe:

Bce ucxoasime A10KyMEHTHI B Ipoliecce 00paboTKH MPOXOIAT CTaauio MpoekToB. Cu-
CTeMa MOJIEP>KUBAET MOJHBIA LIMKJI padOThl C IPOEKTaMU: CO3JJaHHEe, PEJaKTUPOBAHUE C COXpa-
HEHUEM IMpEelbIIyIIUX BEpCHUIl, COIIaCOBAaHUE U YTBEp)KIACHHE (MOAMMCAHME) U, HAKOHEL,
perucTpanmsi HCXOIALIero WIK BHYTPEHHETO IOKyMEHTa, CO3JaHHOTO Ha OCHOBE IIPOEKTA.

Jlisg paboThl ¢ IpOEKTaMU MCIOJIB3YEeTCsl OCOOBIN THI PEerMCcTPallMOHHON KapTOYKH, CO-
Jepxaluid Habop creluaIbHbIX PEKBU3UTOB.

11 BbITOJIHEHM S JIA00OPATOPHOI padoThl HEOOXOAMMO:

1. B cOOTBETCTBUH C CUTYallMOHHOW 3aJaueil rpynmna pa3OuBaeTcs Ha JIBE€ MOATPYIIIHI.
Opna moAarpyImna UCHoNHSAET poib McnomHutens mopydeHus. Bropas moarpynma HCHONHSET
poJib JIOJ>KHOCTHBIX JIULL.

1. IlepBas noarpymnmna «/cnOJHUTENBY, CO3AET MPOEKT TOKYMEHTA, YKa3bIBa€T BU3HPY -
IOIUX ¥ TOJMUCKHIBAIONINX JOJDKHOCTHBIX JIMII, a TAKXXE€ MApPUIPYT IBUKEHHUS MPOCKTa MEKITY

HUMH (TIOCJEI0BATENLHOE WM NapajljIesibHOE) (JaHHbIE MPEOCTABIISICT MPETOaBaTENb).



2. Bropas mnoarpynmna «/l0JKHOCTHBIE JIMI@», KOTOPBIM HAaIpaBi€H JIOKYMEHT,
3HAKOMSATCS C €r0 COACPKAHMEM M BHOCAT KOPPEKTHUBBL. PegakTupoBaHHE OCYIIECTBIAETCS
MyTeM MCIIpaBJICHUs TEKYLIe BepcUu, MPUKPEIICHUs K KapTouke (aiiia ¢ 3aMeuaHusiMH, a Tak-
e IyTEM CO3/1aHHs HOBOM Bepcuu npoekra. Ha mpakTuueckom nmpumepe CTyAEeHThl 3HAKOMSATCA
¢ Cucremoii, KoTOopasi MOANEPKUBAET PadOTy C HEOTPAHUYEHHBIM KOJIUYECTBOM BEPCHil, UTO
MO3BOJISIET YI00HO OPraHU30BaTh KOJUIEKTUBHYIO pa0dOTy € MPOEKTOM, IPGHEKTUBHO OTCIETUTH U
YIOPAJOUYHUTh CO3/IaHUE Pa3IMYHBIX €0 BapUAHTOB M, IPU HEOOXOIUMOCTH, Ha JIIOOOW CTaauu
IIpoLIeCcCa COIIACOBAHMS BEPHYTHCS K IPEABIIYIIECH pEIaKIIUU.

3. Ilo curyanuoHHOHN 3anauye «JlOJPKHOCTHBIE JUIA» YJIOBJIETBOPEHBI COAEPKAHHEM
MIPOEKTa, OHU MOTYT €r0 3aBU3UPOBATh HJIU MOANKCATH B JIEKTPOHHOU (hopMe, B TOM YHCIE C
MPUMEHEHHEM TIePCOHALHOM AekTpoHHON mudposoit moanmucu (DLIT). Craryc mpoekra, oT-
paKaloMMi XOJ1 BU3UPOBAHUS U MOAMUCAHUS, aBTOMATUIECKNA OOHOBIIIETCS U OTOOpaskaeTcs Ha
pabouem mecte «McnomHuTemns.

4. Tlpoliasa Bce 3Tambl ONPOLEAYPHl COTJIACOBAHUA, YTBEPKIACHHBIA MPOECKT CTAHOBUTCA
UCXOSIIUM WM BHYTPEHHUM TOKYMEHTOM, KOTOPBIA TOJKEH OBbITh 3apEeTUCTPUPOBAH B CH-
creme. Ero perucrpanoHHas KapToyka aBTOMAaTUYECKH co3aaercst Ha ocHoBe PK mpoekra.

Cnmncoxk MCTOYHUKOB U JINTEPATYPhI:
1. PykoBoACTBO mOJNb30BaTENIO MO paboTe ¢ MPOrpaMMoOil 3MEKTPOHHOTO AOKYMEHTO000-

pora npeanpusatus «AEJIO», OO0 «3nekrponnsie Odpucusie Cucremsn» (30C), 2010.

JlabopaTtopnoe 3ansitue 8. (Tema 6 6.6.). Opranuzauus CHUCTEMBI 3JIEKTPOHHOTO
JOKyMEHTO0000poTa 1 ee 3amuTa. OyHKIMOHATBHBIE BO3MOKHOCTA CHCTEMBI 3JIEKTPOHHOTO Jie-
nonpousBojictBa «JIEJIO»: IlpueM u BHEWIHSS pacChbulKa JOKYMEHTOB - Hpo6epKa cghopmupo-
eannocmu komnemenyuii - IIK-13, IICK-2.3.

Heab padoTbl: paccMOTPETh Ha MPAKTHKE (YHKIIMOHAIBHBIE BO3MOXKHOCTU CHCTEMBI
3NEKTPOHHOTO Jienonpoun3BocTBa «/EJIO»: Ilpuem u BHENIHAA pacchlulKa JOKYMEHTOB.

11 BbIOJIHEHM S J1A00PaTOPHOI padoThl HEOOXOAMMO 3HATH CJeAylollee:

CoBpeMEeHHBIII YPOBEHb Pa3BUTHS YNPABICHUECKUX CBS3€M M CPEICTB KOMMYHMKALUU
BEJIET K MOCTOSITHHOMY YBEJIMYEHUIO 00beMa CIy>KeOHOU MepenucKu. B KpymHBIX opraHu3aiusax
CO 3HAYUTENbHBIM JOKYMEHTOOOOPOTOM ISl €e 00pabOTKH ClenHaIbHO CO3A0TCs OTAETbHBIC
NOJpA3eNICHHs — SKCIEAUIUH. B CBSA3M ¢ 3TUM Ba)KHBIM YCJIOBUEM co37aHus 3((HEeKTUBHOMN CH-
CTeMbI JJOKYMEHTO00OpOTa SBISETCS aBTOMATHU3ANMs (QYHKIMI MpHUeMa-OTIIPABKUA BXOMAAIIUX H

UCXOMSIINUX JOKYMEHTOB, MPUYEM KaK B JIEKTPOHHOH, Tak U B OyMakHOH (hopMme.



Ha nannoii nabopaTopHoii paboTe CTyA€HThI 3HAKOMATCS C MOJIEPKUBAEMON B CHCTEME
«AEJIO» padoty ¢ MAPI-coBMeCTUMBIMM MOYTOBBIMU ITporpaMMamy, B T.4. ¢ MS Outlook, yto
co37ar0T obJerdeHne 00paboTKH JOKYMEHTOB, TIEPEIaBaeMbIX IO AJIEKTPOHHOM TOUTe.

IMopsinok BbINOJIHEHHS JIA0OPATOPHOIT padoThI:

1. OcyuiecTBUTh IPUEM U OTHPABKY JOKYMEHTOB IO 3JIEKTPOHHOM nouTe n3 uHTepdeiica
CHCTEMBI (JJaHHbIE IPEAOCTABISAET MPETO1aBaTENb).

2. OcyecTBUTh aBTOMaTU3UPOBAHHYIO PETUCTPALIUIO ITOCTYIUBIIUX JTIOKYMEHTOB.

3. IlpoBectu mpouenaypy noamnucanus otrnpasisgemoro coodmenus I (mudposanue
COOOIIEHUH C IPUMEHEHUEM CPEJICTB KPUIITO3AILUTHI).

4. IlpousBecTH KOHTpPOJIb 3a YBEAOMJIEHUSIMH O PErMCTpalMd JTIOKYMEHTOB (B CHCTEME
«AEJIO», ycTaHOBJIECHHOU B OpraHu3aluu-aapecare).

5. CpaBHUTH TEXHOJIOTMUECKHE MPOLEAYpbl U KOJIWYECTBO BPEMEHM, 3aTpauye€HHOE Ha
COCTaBJIEHHE OTUYETHBIX JOKYMEHTOB Ha OTIPABKY:

5.1. bymaxkHble TOKyMEHTHI OTHPABISAIOTCSA MO MOYTE, KypbepoM HIH (eNbIberepcKoi
cBs3bt0. J[71s1 opraHM3anuy OTIPABKH OOJIBIIOTO KOJMUYECTBA UCXOAALIMX JOKYMEHTOB HE00XO-
JUMO BECTH MX y4YeT ITyTEM BHECCHMS B CIICLUAIbHBIE PEECTPBI, B COOTBETCTBUU C KOTOPBIMU
OCYILIECTBIIsIETCS Nepeaaya JOKYMEHTOB Ha OTIPaBKy (1moja pocnuck). [Ipu TpagunMoHHOM Tex-
HOJIOTHHM JIJIs1 3TOTO MCIIOJIb3YIOTCSl yCTaHOBJIEHHbIE (OpMbI peecTpoB. 110 HUM JOKyMEHTHI pac-
IIPENEISIFOTCS B 3aBUCUMOCTH OT BUJA U CTOMMOCTH OTIIPaBJICHMsI, KATETOPUU aApecaTa U T. II.

5.2. Cucrema «/IEJIO» 1mo3BosisieT 3HaUUTEIBHO OOJIETYUTh U ABTOMAaTH3UPOBATh TPYJIO-
€MKHUH IIPOLIECC COCTABJIEHUSI PEECTPOB:

Bce noanexamue oTnpaBKe HCXOASIIME JTOKYMEHTBHI, UMEIOLIME BHEIIHErO ajpecara,
aBTOMATHUYECKH MOMEIIAIOTCS B OTAENbHYI0 nanky. CucreMa HacTpauBaeTcsl Ha JII000e KoJIude-
CTBO BHJIOB OTIPAaBKM U KaTerOpui aJpecaroB, a TAKKE MpPEJHA3HAUYECHHBIX A HUX THUIIOB
peecTpoB.

5.3. Pe3ynbTaThl 0TOOpakaroTCsl Ha 3KpaHEe MOHUTOPOB C KOJIMYECTBEHHBIM BBIBOJOM
BPEMEHH TPYyI03aTpar.

6. CryneHtsl, ucnosHsas poib «CoTpyaHuKa 3kcnenuuum» uim «Cekperaps», B JJIEK-
TPOHHOH (OpME TOTOBAT PACCBUIKY, MCIOJIB3YS YAOOHbIE HHCTPYMEHTBI COPTUPOBKH JOKYMEH-
TOB IO peecTpaM, (HOPMHUPYIOT COIEPKUMOE MAKETOB M pacledyaTblBaloT FOTOBBIE PEECTPbl U
KOHBEPTHI.

7. C nomombto cucreMsl «JIEJIO» mpoBecTH NOUCK MO COAEP)KMMOMY PEECTPOB KOH-
KPETHBIX MOJTOTOBJICHHBIX Ha OTIPAaBKY / OTIPABICHHBIX JTOKYMEHTOB.

Cnucox HCTOYHUKOB M JUTEPATYPLI:



1. PykoBO/ACTBO MOJIB30BATEIIO IO pabOTE C MPOrPaMMON JIEKTPOHHOTO JTOKYMEHTO00O0-

pota npeanpusatus «AEJIO», OO0 «2nexkrporusie Odpucubie Cuctemsn» (30C), 2010.

Jlabopatopnoe 3anstue 9. (Tema 1 1.7.). Opranuzanusi CUCTEMBI 3JIECKTPOHHOTO
JIOKYMEHT0000poTa U ee 3amuTa. OyHKIIMOHATBHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jie-
nonpousBoctBa «JIEJIO»: /IBukeHrne TOKYMEHTOB BHYTPU OpraHU3ALNU - Hpo8epKa chopmu-
posannocmu komnemenyui - I11K-13, IICK-2.3.

Heap padoThbl: paccMOTpeTh HAa MPAKTUKE (YHKIIMOHATIHHBIE BO3MOXKHOCTH CHUCTEMBI
NIEKTPOHHOTO Aenonpoun3BoacTsa «JIEJIO»: J[BrkeHne JOKYMEHTOB BHYTPH OpraHU3alUH.

Jliis1 BbINOJTHEHUs1 J1a00pPaTOPHOii padoThl HEOOXOAUMO 3HATH CJeAyIolee:

[ToMuMoO BHENIHEH PacChUIKM JOKYMEHT B Ipoliecce paboThl ¢ HUM MOKET MepeMeniaTh-
Csl BHYTPHU OpPraHU3AIMU MEXAY Pa3IUYHBIMU JOJKHOCTHBIMH JIULIAMH (TTOAPA3ICIICHUSIMH).
ABTOMaTHYECKas nepeaadya JOKYMEHTOB M0 JIOKAIbHON CETH 3HAYUTEIBHO YNPOILIAET U YCKOPS-
eT oOMeH nH(popMaIue U B3aUMOJICHCTBHE MEXKITY COTPYIHUKAMH.

IMopsinok BbINOJIHEHHS JIA0OPATOPHOIT padoThI:

1. OcymiecTBUTh NEPECHUIKY PErUCTPALMOHHONW KAPTOYKU C NPUKPEIUICHHBIMM K HEU
¢aitnamu B kabuHet oboro cotpynnuka. Ilpu atom cama PK xpanutcst Ha cepBepe, a B mamnke
KaOuHeTa oToOpaXkaeTcsi cchlika B popme 3amucu 0 JoKymeHTe. TakuM oOpa3om, HE0OX0IuMO
pazocnaTh JOKYMEHT BO BCE MOApa3/esieHus 6e3 ero (u3nyecKoro KOmMpoBaHUs.

2. IlpousBecTy yaalieHue 3aMucu U3 kKabuHeTa, KOTOPOe HE MPUBEIET K MOJTHOMY yaaje-
Huto PK.

3. CpaBHUTH TEXHOJOTUYECKHUE IMPOIIECCHI, /i€ MPU TPAJAULIMOHHON TEXHOJOTHUU JIEJ0-
MIPOU3BOJICTBA JOKYMEHT OOBIYHO IEPENAeTCS MEXKIY OTBETCTBEHHBIMH HUCTIOJHUTEIISMHU TIO]
pocnuch B crienuanbHOM kypHane. s storo B cucteme «JIEJIO» mpemycmoTpeHo BeneHue
JKypHaja Inepenayu, riae 0TMEUYaeTcs, KEM M KOrja IOJIYyYeH OpPUTHMHaJl WM KOMUs JOKYMEHTA.
Tam ke yka3bIBaeTcs HOMEp Jiela, B KOTOPOE HaIpaBJIEH JTOKYMEHT WU (aKT €ro YHHUTOXKE-
HUS.

4. B cBs3u ¢ TuM (11.3.) Ha OCHOBaHUM 3amKcel xypHana nepenaun « CexpeTapb/neno-
MIPOU3BOIUTENb) JIOJDKEH aBTOMAaTHYEeCKH CQOpPMHpPOBATH M pacredaTaTh peecTpbl Mepeaayu
JOKYMEHTa BHYTPHU OpraHMU3aIiy (B T 4. MO MOJAPa3IeICHUsIM).

5. Otpa3uTh B JIEKTPOHHOU (opMe MacCOBOE O3HAKOMJICHHE JOJDKHOCTHBIX JIHIL C
JIOKYMEHTOM.

6. Yoenutncs, urto ¢akt nepecsiiku PK u mepemaunm OGymakHoro opuruHaia (KOTIHUH)
aBToMatuyecku (ukcupyercs: cuctemorn «JIEJIO» B cOOTBETCTBYIONIUX KypHAalIaX, YTO MO3BO-

JICT OICPATHUBHO OTCJIC)KMBATH BCC MCPEMCIICHUA JOKYMCHTA BHYTPH OpraHHU3allu.



Cnuncoxk MCTOYHUKOB U JIUTEPATYPHI:
1. PykKoBOACTBO MOJIB30BATEIIO IO pabOTE C MPOrPAMMON IJIEKTPOHHOTO TOKYMEHTO00O0-

pota npeanpusatus «IAEJIO», OO0 «2nexkrponusie Odpucubie Cuctemsn» (30C), 2010.

Jlabopatopnoe 3ansitue 10. (Tema 1 1.8.). Opranuzanus CHUCTEMBI 3JEKTPOHHOTO
JOKyMEHTO0000poTa U ee 3amuTa. OyHKIMOHATIbHBIE BO3MOXXHOCTH CHCTEMBI 3JIEKTPOHHOTO Jie-
nomnpoussonactsa «JIEJIO»: IloTouHoEe CkaHMpOBaHHE C HAHECEHMEM IITPUX-KOJA - HPO6epKa
chopmuposannocmu komnemenyui - 11K-13, IICK-2.3.

Heasb padoTbl: paccCMOTPETh Ha MPAKTHKE (YHKIIMOHAJIbHBIE BO3MOKHOCTU CHCTEMBI
a5eKTpoHHOTO AenonpousBoacta «EJIO»: IloTouHOe CKkaHMpOBaHUE C HAHECEHUEM ILUTPHUX-
KoJa.

11 BbINOJTHEHHS J1a0opaTopHOii padoThl HEOOXOAUMO 3HATH CJIeAylolIee:

Pemenne «llorounoe ckanupoBaHue» KomMmnaHuu «nekTpoHHble OducHbie CructeMbl»
MOMOTaeT JIETKO M OBICTPO NEPEeBECTH B DIEKTPOHHBIM BUA OoyblION 00beM OyMa)KHBIX
JOKYMEHTOB. D(QQeKTHBHAs OpraHMU3aLUs MOTOYHOTO CKAHUPOBAHMS MO3BOJISET 3HAYUTENIBHO
COKpaTUTh BPEMsl MacCOBOI'O IEPEBOJA JOKYMEHTOB B 3JIEKTPOHHBIM BHJ. BbICOKas cKOpOCTb
JOCTUraeTcsl 3a CYeT aBTOMAaTHU3allMU Mpoliecca CKAHUPOBAHUS U MPUMEHEHUS TEXHOJIOTMH Ia-
pajUIeNIbHBIX BBIUMCIEHUH MpH pacno3HaBaHMU TekcTa. «[loTouHoe ckaHMpoBaHHE» - 3TO KO-
pobouHoe pemieHue. [IpoayKT MOXKET HCIOJIb30BAaThCSI COBMECTHO € JHOOOM cucTeMOW 3iek-
TPOHHOT'O JJOKyMEHT0000pOTA.

ITopsinok BbINOJHEeHHs J1a00paTOPHOI padoThI:

1. IokyMeHTBI 3arpy>arTcsi B CKaHEep OJHOM mauykoil. B mpoiiecce CkaHMpOBaHUS Kax-
Il OTIEJIBHBIN JOKYMEHT W3 MaykKd aBTOMATHYECKU HACHTU(ULHPYIOTCS IO IITPUX-KOAY.
Taxum o0pa3zom, HauMHas C 3arpy3KH JOKYMEHTOB B CKaHep, BCE JajbHEHIIne onepaluun MOTyT
BBIIIOJIHATHCS aBTOMATUYECKH, 0e3 ywactusa omepartopa. LITpux-xon ans AOKyMEHTa MOXKET
OBITh CreHEpUpPOBaH CUCTEMOI M pacrieyaTaH Ha JOKyMEHTE WM Ha OTAEIbHOM JIHCTEe OyMarw.
Ecnu Ha cTpaHMIbl TOKYMEHTOB YK€ HAHECEHBI IITPUX-KObI CTAHJAPTHOTO (hopMaTa, TO OHU
TaKXe MOTYT OBbITh UCIIOJIb30BaHBbI Ul UACHTU(PHUKALUH.

2. Pacno3naBanue Texkcta(OCR).

Pacnio3HaTh OTCKaHUPOBAaHHBIN JOKYMEHT U COXPAHUTh €ro B TeKcToBoM (hopmarte. [Ipo-
BECTH JalbHEHIIYI0 00pabOTKY JOKYMEHTOB M HMPOM3BECTH OBICTPBIM MOUCK IO COAEP KaHUIO
JOKyMEHTOB. MexXaHu3M pacro3HaBaHHs TekcTa B «IloToyHOM ckaHMpoBaHHW» OazupyeTcs Ha
Bo3MoOkHOCTsX nponykTa ABBYY FineReader Engine 9.0, koTopblif cunTaercst Ty4IinM pelie-

HUCM JIA paCliO3HaBaHUs.



3. Paccmotpets pynkimio «CkaHUpOBaHHE OAHOW KHOMKOW». CHucTreMa MoAIep KHBAET
paboTy C CETEBBIMU CKaHEPAMH.

3.1. 3arpy3uTh AOKYMEHTBHl B CKAaHEp M Ha)XaThb KHOIKY CKAHUPOBAHUS HAa CaMOM
ycTpoiicTBe. Pe3ynbTaThl ckaHMpOBaHUS OyAyT aBTOMAaTHYECKH COXPAHEHbI M OTIPAaBIEHBI Ha
nanpHeinryto o0padorky. Takum oOpa3om, yrnpaBieHHEe CKaHUPOBAHUEM CBOJUTHCS K HAXKATHUIO
OJTHOM KHOTKH. A 3HA4YMUT, He TpeOyeTcs creuuanbHBIX MPOrpaMM JUIsl YIIPaBJICHUS CKaHEpOM,
He TpeOyeTcs OTAENBHOTO pabodyero MecTa i YIPaBJICHUs CKAHUPOBAHUEM H JOCTHTaeTCs CY-
LIECTBEHHAsI 5)KOHOMHUSI BPEMEHHU.

4. PaccMoTpeTh BO3MOXKHOCTh (hyHKIMU «[loTOUHOE CKaHMpOBaHME) MapaeNbHON 00-
pabOTKH TEKCTa HA HECKOJBKUX CEpPBEPax OJHOBPEMEHHO, YTO MO3BOJSET MTOOUTHCS JI00O0M He-
00X0AMMON CKOPOCTH 00pabOTKH.

5. IlpousBecTu mpoLEaypy PETUCTPALIUUA CKAHUPYEMBIX JOKYMEHTOB, KOTOpas MpaKTH4e-
CKH HE OTJIMYAeTCs OT cTaHaapTHou. Pemenne «IloTouHOE CKaHMpPOBAHMEY» 3aIyCKAaeTCsl HEMO-
CPEIICTBEHHO M3 UCIOJIb3yEeMOUW CUCTEMBI JIOKYMEHTOO00POTA.

6. C momompio mpenonaBarens yoeautbes, uto [Ipoaykr «IloTouHoe ckaHMpOBaHHE)
JIETKO MHTETPUPYIOTCS € JHOOBIMU MPUIOKEHHUSIMH, MOAICPKUBAIOIIUMU CTaHAAPTHYIO TEXHO-
noruto oomeHa gaHHeIMEM Windows Communication Foundation-WCF. B cocraB crangapTHO#
MOCTaBKHM BXOAMUT MPUMEP MHTErPALMH C TEMOHCTPALIMOHHBIM IpuiioxkeHueM COJ[ B HCXOAHBIX
KOJaX ¥ KOMIUIEKT JOKYMEHTAIMH AJIsl Pa3padOTYHKOB.

7. Pemenne «[loTouHoe ckaHMpOBaHUE» TO3BOJIsAET 00padaThIBATh TOKYMEHTHI Ha BCEX
s3pIKax, noanepxkuBaeMbix ABBYY FineReader, BkITo9arommx K HACTOSIIEMY MOMEHTY: PYyC-
CKUH, aHTJIMICKUH, HEMEIKUH, (PpaHIly3CKUN, UCTIAHCKUH, UTATbIHCKUN, IBEACKUH, PUHCKUA,
OonrapcKkuii, BEHIePCKHiA, CIIOBAIIKHMA, YCIIICKUH, OalIKUPCKUiA, OETIOPYCCKHiA, Ka3aXxCKUH, yKpa-
WHCKHH.

OTckaHMpOBaTh JOKYMEHT Ha OJHOM W3 BO3MOJKHBIX SI3BIKOB, YOCIMBIIHNCH B KaueCTBE
pacro3HaBaHus TEKCTA.

Cnmncoxk MCTOYHUKOB U JINTEPATYPhI:
1. PykoBoacTBO moJib30BaTeio Mo paboTe ¢ MporpaMMoil 3JeKTPOHHOTO AOKYMEHTO000-

pota npeanpusatus «IEJIO», OO0 «2nekrporusie OdpucHbie Cuctemsn» (30C), 2010.

JlabopaTopnoe 3ansaTtue 11. (Tema 1 1.8.). Opranuzanust CUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000poTa U ee 3amuTa. OyHKIMOHAIbHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jie-
nonpousBonctBa «JEJIO»: TloTouHOE CKaHMpPOBAaHHME C HAHECEHWEM IITPUX-KOAA - HPOBEpPKa

chopmuposannocmu komnemenyui - I11K-13, IICK-2.3.



Heab padoTbl: paccMOTPETh Ha MPAKTHKE (YHKIMOHAIBHBIE BO3MOXKHOCTU CHCTEMBI
anekTpoHHOro aenonpousBoacTBa «IEJIO»: [TorouHoe ckaHMpOBaHWE C HAHECEHHUEM IITPHUX-
KoJa.

J1s1 BbITOJIHEHMSI J1A00OpPaTOPHOI padoThl HEOOXOAMMO 3HATH CJeAylollee:

PaccmotpeTs peanuzanuto AByx ¢yHkimil «[loTouHOE CKaHUpOBaHUEY:

1. ®opmupoBanue u oTHpaBky B cuctemy «IloTouHOoe ckaHMpoBaHUE) 3asSBKH Ha CKaHU-
poBanue. I'ne co croponsl COJl nepenaercs 3ampoc, coaepkamuid TpeboBaHus Ha 00pabOTKy
nokyMmeHTa. Cucrema «IloTo4HOE CKaHMPOBAHME» PETUCTPUPYET 3asBKy U Bo3Bpamaer B COJI
ee YHUKaIbHBIM uneHtudukarop. Ha manHOM sTame oOCymIeCTBISETCS CBS3KAa YHHKAJIbHOTO
UACHTU(HUKATOpPA 3asiBKM HA CKAHUPOBAHME C IITPUX-KOAOM, YK€ CYIIECTBYIOIIEM Ha JIOKYMEH -
T€, TM00 BHOBb CT€HEPUPOBAHHBIM.

2. Peanm3oBare mpHeM M COXpPaHEHHUE UTOTOBBIX PE3yJbTaTOB, CPOPMHPOBAHHBIX CH-
cremoil «IIoToOuHOE CKaHMPOBAaHUE.

Ha nanHOM 3Tamne BBINOJHSETCS COMOCTaBICHHUE PE3yJIbTATOB BBHINOJIHEHHS CKaHUpPOBA-
Husa ¢ oobektamu COJ]. ComocTaBieHue OCYIIECTBISECTCS HA OCHOBE YHUKAJIBHOTO MACHTH(U-
KaTopa 3asBKH Ha CKAHUPOBAHHUE M MOXKET OBITh pacIIUPEHO JIF000H OusHec - morukoin CO/I.

IMopsinok BbINOJIHEHHS JIA0OPATOPHOIT padoThI:

1. Peructpanus u ckaHupoBaHUE JOKYMEHTOB.

[IpoBectu peructpanuo J0KyMEHTA, T.€. CO3JaHUE PETUCTPALIMOHHON KapTOYKH, BBIIIOJI-
HUTbH 110 OOBIYHBIM IPAaBHJIAM MCIIOIB3YEeMON CHCTEMBI AJIEKTPOHHOTO JOKyMeHTooOopoTa. Jla-
nee, pu oOpaieHun k cucreme «IloTouHoe CkaHMpPOBAHME)» MPOUCXOMUT PETUCTPALUS 3asIBKU
Ha CKaHMpOBaHME, I'€Hepalys IITPUX KoJa U yKa3aHHE IapaMeTpOB 3asBKU (PacloOXEHHUE
IITPUX-KOJ1a, Tpedyemble (hopMaThl, HEOOXOTUMOCTH pacno3HaBanus). [locie 3ammcu peructpa-
IIUOHHOW KapTOYKW JOKyMEHTa B 0a3zy JaHHBIX Ha MEPBYIO CTPAHHILy TOKYMEHTa WU Ha OT-
JeNIbHBIN JTUCT OyMaru ¢ MOMOIIBIO0 IPUHTEPA HAHECTU IITPUX-KOJ, COEP KA YHUKAIbHBIH
UACHTU(DUKAIIMOHHBIN HOMEp JOKYMEHTa U YCTaHaBJIMBAIOIIMM MpaBuia ero oOpadoTKH (1eyaThb
MOJTyYEHHOTO M300pa)KeHHsI MITPUX-KOJA OCYIIECTBISIETCS CPEIICTBAMHU CHUCTEMBI JTOKYMEHTO-
obopota). Jlanee makeT 3aperucTpUPOBAHHBIX JOKYMEHTOB MOMEUIAeTCS B YCTPOWCTBO MOJAUH
Oymaru ckaHepa, ocje 4ero Bcs 00paboTka JOKyMEHTOB MPOU3BOAUTCS aBTOMATHUYECKU.

2. [IpumeHeHne MTPUX-KO/A.

B npouecce ckaHupoBaHusl, HAHECEHHBIN LITPUX-KOJ UCIOJIb3YETCS KaK IPU3HAK OKOH-
YaHMs TEKYIIEro JOKyMEHTa U Hadaja CIEAYIOLIEro, a COAepKalascs B IITPUX-KOAE AOMOJIHU-
TenbHas HMHGOpMAIMs MpHUMEHseTCs Ui JaubHeimedl uaeHTudukamun oOpadaTbiBaeMOro
JOKyMEHTA.

3. Pe3ynbTaThl CKAaHUPOBAHUS.



3.1. I'paduueckre TOKYMEHTHI.

[Tpu coxpanennn rpadudeckoro odpasza TOKYMEHTOB 00€CIEUNTh BO3MOKHOCTh KOHBEP-
Talluy M300pakeHNH CKAaHUPYEMBIX TOKYMEHTOB B CIIEAyOIIHE (POPMATHI:
BMP (Windows or OS/2 bitmap);
PNG (Portable Network Graphics);
TIFF (Tagged Image Format);
JPEG (Joint Photographic Experts Group);
PDF (Portable Document Format).

Jns kaxaoro ¢popmara npeaycMOTpeHa BO3MOKHOCTh yKa3aHHsI pa3MepOB N300paskeHUs
U JIOTIOJTHUTEIBHBIX aTpuOyTOB (TIIyOuHa LBETa, THUM CXaTus U T.1.). Ecnu pazmep tpeOyemoro
¢dopmara oTIIMYAETCS OT TEKYIIETro rpaudeckoro MpecTaBIeHUsl, TO MOXKET OBITh BBIITOJTHEHA
KOHBEpTAIHS ¢ IPUMEHEHUEM 3aJJaHHBIX TTapaMeTPOB (TaHHBIC MPEIOCTABIISET MPETIOAABATEND ).

PesynbraT paboThl - copMHpPOBATH TOHUMAHKUE TOTO, YTO onmus «IloToYHOE CKaHMPO-
BaHWe» peanu3yeT 3(Q(EeKTUBHYIO TEXHOJOTHIO TpeoOpa3oBaHUs OyMaXkKHBIX JTOKYMEHTOB B
ANIEKTPOHHBIN BHJ M MO3BOJIIET B CXKAaThIe CPOKU OCYIIECTBHTH HEPEX0J] K paboTe ¢ 3JIEKTPOH-
HBIMH 00pazaMu JOKyMEHTOB. [IpomymaHHBIE HACTPOHKH, TMOKHE MEXaHW3MBI YIPAaBICHUS H
noApoOHast JTOKyMEHTauusi Uil pa3padOTYMKOB JIENAIOT pPabdOTy € CHCTEMOW YIOOHOW W
PE3yJIbTaTUBHOM.

CHuCOK HCTOYHHUKOB U JIMTEPaTypbl:
1. PykoBOACTBO MOJIb30BATENIO MO paboTe ¢ MpOrpaMMOil 3JIEKTPOHHOTO JIOKYMEHTO000-

pota npennpusatus «AEJIO», OO0 «3nekrponnsie Odpucusie Cucremsn» (30C), 2010.

Jlaboparopnoe 3ansitue 12. (Tema 1 1.9.). Opranuzamusi CUCTEMBI JIEKTPOHHOTO
JIOKYMEHT0000poTa U ee 3amuTa. OyHKIMOHAIbHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jie-
nonpousBoyctBa «JEJIO»: ®opmupoBanue nen - nposepka c@opmupoeanHocmu Komne-
menyun - 11K-13, IICK-2.3.

Heap paGoTbl: paccMOTpeTh Ha MPAKTUKE (YHKIMOHAJIbHBIE BO3MOXKHOCTH CHUCTEMBI
3JIEKTPOHHOTO Aesonpou3BoAcTBa «JEJIO»: ®opmupoBanue aei.

[t BbINOJTHEHMSI J1A00OpaTOPHOI padoThl HEOOXOAMMO 3HATH CJeaAylollee:

B Tedenue TekyIiero rojaa UCMOIHEHHBIE JOKYMEHTBI «CIUCHIBAIOTCS B AENO0Y», U, TAKUM
oOpazom, (opmupyercs apxuBHbIM (oua opranuzanuu. Cuctema MNpPelOCTaBIsAET YyIO0OHBIE
CpeICTBa sl OpraHM3aIlMi XpaHEHHs Kak OyMa)KHBIX, TaK U AJIEKTPOHHBIX JOKYMEHTOB (IIpH-
kperieHHbIX K PK ¢aiinos).

Ilopsinok BbINOJHEeHH J1a00paTOPHOI padoThI:



qDYHKHI/ISI «OIIUCHh OCII» oOecrieuynBaeT ABTOMAaTHU3alllI0 OCHOBHBIX 3aJa4 OICPATHUBHOI'O
XpaHeHUs JOKYMEHTOB U JIEJI:
® [OAACPIKKa HpI/IHSITOI\/’I B OpraHuM3aliii HOMCHKJIATYpPhbI JEJI;
e MEXaHW3M CITUCaHUS JOKYMEHTA B JIENO;
® IIPOCMOTp MEPEYHA TOKYMEHTOB, CIINCAHHBIX B JEJI0;
¢ [MOAACPIKKa pa60TBI C MHOT'OTOMHBIMHU ACJTIaMHU,
® aBTOMATHYECKHI MEPECUET CTPAHUI] B JCIIE;
® BO3MOXHOCTb OTKPBITh U 3aKPBITh JIEO AJIs MOCTYIUICHUS B HETO HOBBIX JOKYMEHTOB.
1. OcymiecTBUTh TpEABAPUTEIHHOE CITUCAHNE JOKYMEHTa B €TI0 Ha CTAJWU PETUCTpa-
MY WK paboThl C HUM ITyTeM MOMEIICHHS B CTICHANIbHYIO manky («B memo»).
2. Korma moKyMeHT MCIIOJHEH M padoTa ¢ HAM 3aBepIieHa, JJIs €ro HaXxOXICeHUsS B Oase
JTaHHBIX HAMPABHUTh €r0 B JEJI0, UCIIOJIb3Ysl HHCTPYMEHT JUISl TPYTIIOBOTO CITMCAHUS B JIEIIO 3apa-

HEC IMOATOTOBJICHHBIX AJIA 9TOI0 JOKYMCHTOB (,I[aHHBIe MpEeaAOCTABIIACT npenoz[aBaTenb).

Cnucoxk HCTOYHUKOB U JINTEPATYPHI:
1. PykoBOACTBO MOJIb30BaTENO MO paboTe ¢ MpOrpaMMOil 3JIEKTPOHHOTO JTIOKYMEHTO000-

pota npenmnpusatus «AEJIO», OO0 «3nekrponnsie Odpucusie Cucremsn» (30C), 2010.

Jlaboparopnoe 3ansatue 13. (Tema 1 1.10.). Opranuzanus CUCTEMbI JIEKTPOHHOTO
JIOKYMEHT0000poTa U ee 3amuTa. OyHKIMOHAIbHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jie-
nonpousBoactBa «JIEJIO»: Cuctema aBTOMaTU3aIMU yueTa JOKYMEHTOB apXUBHOTO (poHpa - -
npoeepka cpopmuposannocmu komnemenyui - INK-13, IICK-2.3.

Heab padoThbl: paccMOTPETh Ha MPAKTHKE (YHKIMOHAIBHBIE BO3MOXKHOCTU CHCTEMBI
3neKkTpoHHOro nenonpou3BoacTBa «JEJIO»: CuctemMa aBTOMaTHM3alUM ydeTa JOKYMEHTOB ap-
XUBHOTO (POHJIA.

[t BbIOJTHEHMSI J1A00OpaTOPHOI padoThl HEOOXOAMMO 3HATH CJeaAylollee:

Cucrema «JIEJIO» obecrieunBaeT 0CHOBHBIE (DYHKIIMH PaOOTHI C apXHUBOM, HO AJis OoJee
rIIyOOKO# paboOThl IO BECHUIO M yUeTy apXMBHBIX JIeNl co3/laHa oTAenbHas cucreMa «APXUB-
HOE JEJIO». Inst 3G ¢peKTUBHOTO B3aMMOJAEHCTBHS ABYX CHCTEM peajr30BaHa BO3MO>KHOCTb
AKCIIOPTA-UMIIOPTA JaHHBIX.

IHopsiiok BbINOJHEHHS JA0OPATOPHO PadoThI:

B xone BbINOIHEHMS] MPAKTUYECKOW pabOThI CTYJEHTBI 3HAKOMSTCS C HOMEHKIJIATypOil
JIeJl OpraHu3aliy, ONepaTUBHBIM XpaHEHUEM JIeJ1, TOATOTOBKOM JIeN JUIsl epeaadn Ha apXUBHOE

XpaHeHue.



Ha xoHkpeTHOM npuMepe JaeTcs BO3MOXKHOCTb OCYIIECTBUTDH MOIEPKKY JEATEIbHOCTH
apxuBa OpraHU3aIliu:

1. OcymecTBUTh BBOJ JOKYMEHTOB B CUCTEMY (JIaHHBIE MPEIOCTABIISIET MIPENOIABATEND).

2. OCyIlIEeCTBUTh PErHCTPALMIO €)1 U JOKYMEHTOB C CO3/aHUEM apXMBHBIX PEruCTpaly-
oHHBbIX KapTouek (APK) Ha nena u 1oKyMeHTBHI.

3. OcymecTBUTh NPUEM UCTIOIHEHHBIX JOKYMEHTOB M3 CHUCTEMBI aBTOMAaTH3aLUHU IEJI0-
npousBocTBa «AEJIO» s popmupoBanust U 0ohpOpMIIEHUS .

4. OcymecTBUTh (OPMHUPOBAHUE (CHCTEMAaTU3alMs IOKYMEHTOB BHYTpH Jienia) 1 ohopM-
nieHue Jen (€IUHULl apXUBHOTO XPAHECHHUS).

5. HactpouTh cucteMy Kiaccuukamnmu e U JOKYMEHTOB B apXHUBe.

6. O3HaKOMHUTKCS C IIMEKTPOHHBIMU 00pa3aMu ((aiiamMu) JOKyMEHTOB.

7. OcyniecTBUTH € MOMOIIBI0 GYHKINHU «II0TOYHOTO CKaHMPOBAHMS» MEPEBOJI JOKYMEH-
TOB OyMa)KHOT'O apXUBHOI'O (POHA B 3JIEKTPOHHBIN BUJI, OIEPKUBAEMBIN CHCTEMOIA.

8. IIpomsBectu TomorpadupoBaHUE XPAHWIUIIA JTOKYMEHTATHHOTO apXWBHOTO (poHIA U
y4eT CBOOOZHOT0 MeCTa B apXMBOXPaHUIIUILAX.

9. C nomomp0 aBTOMATU3MPOBAHHO IOArOTOBJICHHONM HOMEHKIATYPOM I€N CO3JaTh
HOMEHKJIATypHBIE 3aroJIOBKU JIeJ1 B COOTBETCTBUM CO CXEMOH KilacCH(UKAIUK, ONpeaesIeHHON
11 Kax10ro hoHa (JaHHbIe IPeOCTaBIsIeT NPenojaBaTesb).

10. Ocy1iecTBUTh TPYIIUPOBKY A€d B mpenenax (poHna, UCIONb30BaB HACTPAUBAEMYIO
IS Kaxaoro (oHaa cxeMmy cuctemaruszauuu jaen. [IpunepkuBatbcss BOSMOXKHOCTH CHCTEMATH -
3alUy Jiesl BHYTpH (POHJA C yUETOM CIEAYIOUINX KIACCU()UKAIMOHHBIX MPU3HAKOB: XPOHOJIOTH -
YECKU-CTPYKTYPHOTO,  TEMaTHYECKOro,  (PyHKIHMOHAIBHOTO,  OTPAciIe€BOTr0,  MPEAMETHO-
BOIIPOCHOTO.

11. OcyuiecTBUTh YY€T M KOHTPOJIb JBUKEHHS JEN C BEACHHEM KapThl-3aMECTUTENS Ha
BbIJIAHHBIE Jieja (JaHHbIE TPEIOCTABIISET IPENo1aBaTeb).

12. IIpousBecTn 3KCHEPTU3y LEHHOCTU JIOKYMEHTOB, BKJIOYas OTOOp JOKYMEHTOB Ha
roCyIapCTBEHHOE XpaHEHUE, KOHTPOJIb CPOKOB UX XPAHEHHUS; BBIICIICHUE A€ K YHUUTOKEHHUIO.

13. Ocy1ecTBUTh MOUCK A€ U IOKYMEHTOB B apXMB€ (JaHHBIE NIPEIOCTaBIIAET MIPENnoia-
BaTelb).

14. OcymecTBUTh (OPMHUPOBAHNE MOMCKOBBIX 3alIPOCOB MO JHOOBIM PEKBHU3MTaM (M UX
couyeranuio) APK (manHble mpenocTaBiisieT NpenoaBaTesb).

15. ITponsBecTu coxpaHEHHE, MPOCMOTP U KOPPEKTUPOBKY COXPAaHEHHBIX IIOUCKOBBIX 3a-
IIPOCOB.

16. OcymiecTBUTh MOUCK U OTOOpa)KEHHE CHHCKA JIENl U JIOKYMEHTOB 10 c(hOpMHUPOBaH -

HBIM MTOMCKOBBIM 3ampocaM (JaHHbIE MPEIOCTABIISIET MPETOIaBaTeNb).



17. OcymiecTBUTh MOUCK JI€T M IOKYMEHTOB T10 IITPUX-KOTY.
18. OcymecTBUTh COPTHPOBKY, YIaJ€HUE, BEICHUE CTATUCTUKU HAWJAEHHBIX 3allUceil B
pe3yabTUpYIOIIeH TabauIe (HJaHHBIC TPEAOCTABIISIET MPEMOAABATEND ).
19. OcyiiecTBUTH NI€YaTh pe3yJibTaTa MOUCKa.
Cnucok MCTOYHNKOB U JINTEPATYPbI:
1. PykoBoACTBO mONB30BaTENIO MO paboTe ¢ MPOrpaMMoOil 3MEKTPOHHOTO AOKYMEHTO000-

pota npeanpusatus «AEJIO», OO0 «3nekrponnsie Odpucusie Cucremsn» (30C), 2010.

JlabopaTopnoe 3anaTne 14. (Tema 1 1.11.). Opranuzanus CUCTEMBI 3JIEKTPOHHOTO
JOKyMEHT0000poTa 1 ee 3amuTa. OyHKIMOHATBHBIE BO3MOKHOCTA CHCTEMBI 3JIEKTPOHHOTO Jie-
norpousBoycTBa «JIEJIO»: Y naneHHslid 1OCTyN K JaHHBIM U (QYHKIUSAM - npoGepKa cghopmu-
poeannocmu komnemenyuu - 1NK-13, IICK-2.3.

Heab padoTbl: paccMOTPETh Ha MPAKTHKE (YHKIIMOHAIBHBIE BO3MOXKHOCTU CHCTEMBI
ANIEKTPOHHOTO Jenonpoun3BoacTsa «IEJIO»: Y naneHHbIit AOCTYI K TaHHBIM U (PYHKLIHSM.

st BbIOJIHEHM S J1A00PaTOPHOI padoThl HEOOXOAMMO 3HATH CJeAylollee:

B cucreme «JIEJIO» peanu3oBaH mogHOIICHHBIN web-uHTEpdeiic qocTyna Ko BCeM JaH-
HbIM U QyHKIUAM (Ommmst «IEJIO -WEBy), nmo3Bossironuii paboTath ¢ JOKyMEHTaMHU 4epes
Internet\Intranet. Jns ycmemHo#l opraHu3aiuu yJaleHHOW paboThl JOCTaTOYHO web-Opaysepa
Microsoft Internet Explorer 5.5 SP (1 BbllIe) WM MOJHOCTHIO COBMECTUMOIO C HUM NPOrPaMM -
HOTrO 00ecreyeHusI.

«JIEJIO-WEB» npenoctaBisieT IpakTHYeCKH BCE OCHOBHBIE (DYHKIIMOHAJIbHBIE BO3MOXK-
HOCTH:

perucTpaius JOKyMEHTOB (C aBTOMAaTHUYECKUM 3ar0JHEHHEM HEKOTOphIX noseit PK );

pErucTpanys CBA3aHHBIX JTOKYMEHTOB;

npukperienue ¢aiinos k PK;

3aBepenue u nposepka DI npukpennenusix k PK daitnos;

BBIHECEHUE PE30IOLUNN 110 JOKYMEHTY U KOHTPOJIb UCIIOJIHEHHS];

BBOJ] OTYETOB 00 MCIOJHEHUU OPYUCHUM;

paboTa B mankax kabuHeTa (IPOCMOTp MOCTYMUBIINX B KAOMHET JTOKYMEHTOB);

coriacoBaHue (BU3ZUPOBAHKE) U MOJANKCAHUE TIPOEKTOB JTOKYMEHTOB;

IIOMUCK JIOKyMEHTOB U ITOPYYEHUH 10 3HAYEHUSIM UX PEKBU3UTOB;

MIOJIHOTEKCTOBBIN ITIOUCK JIOKYMEHTOB;

UCTIOJIb30BaHUE PAa3HOOOPA3HBIX BCTPOCHHBIX TTOMCKOBBIX 3aIPOCOB;

pasrpaHrueHHE MPaB IO0CTYIA K JAHHBIM U (DYHKIIHSM.

IMopsiiok BbINOJHEHUS JA0OPATOPHOI PadoThI:



1. Ha konkpetnoMm npumepe («IIpeanpusitue ¢ TeppUTOPHATILHO PACIPEIEICHHON CTPYK-
TypOW») CTYIEHTHI 3HAKOMSTCS C YHHUBEPCAIBHBIM BEO-TOCTYIIOM KO BCEM KOPIIOPATHBHBIM
nokymMeHTaM. IMeroT BO3MOKHOCTh 3(PPEKTUBHON yIaIeHHOW PabOThl C HUMH, TMTO3BOJISFOIIEH C
nomouibio cucteMsl «JIEJIO» co3nath ocHOBY 17151 (hOpMUPOBAHUS €IMHOTO WH(OPMALIMOHHOTO
MIPOCTPAHCTBA B OpPraHU3alluy JOO0r0 MaciTada U ypoBHSL.

2. C nomompto onmmu «JIEJIO-WEB» moka3biBaeTcsi BO3MOXXHOCTh pabOTHI B cHCTEME
«AEJIO» paboTHuKaMm ynaneHHOTO (uiuana (Ha KOHKPETHOM MpUMeEpe), KOTOPhIE CTAaHOBSITCS
PaBHOMPABHBIMHU YYACTHHUKAMU JOKYMEHTOOOOPOTa B paMKaX BCETO MPEATPUSITHS.

3. B xozne nenoBoii urpel, BeICTynas B ponu «PykoBogurenein» u «lcnonnurenei», Ha-
Xonsammxcsi BHE oduca (B CIy:KeOHBIX MOE3KaX, KOMAHIUPOBKAX M T. 1.), CTYJCHTHI UMEIOT
BO3MOXHOCTb Y4aCTBOBAaTh B PUHITUU PELICHHUI MO JOKYMEHTAM, UX UCIIOJHEHUH U KOHTPOJIE,
WCIIONB3YS YOAICHHBIA JOCTYI, YTO CO3AAET MPEANOCHUIKH ISl YBETUYCHHUSI MOOMIHLHOCTH TIEp-
COHaja.

4. B xome nenoBOM WTpPHI, OCBOCHUS MPUMEHEHHS BEO-TEXHOJOTHH IOKa3bIBACTCS Ha
KOHKPETHBIX NPHUMEPAX 3HAUYUTEIBHOE YNPOUIEHUE APXUTEKTYpbl KOPIOPATUBHOW CHCTEMBI
JOKYMEHTO000pOTa, HEe TpeOyroliel YCTaHOBKM Ha pabouux MecTax IoJIb30BaTeNiell OCHOBHOTO
KIMEHTCKOro mpuiokeHus. Pabora camux monb30BaTeneil CHCTEMBl TakKe YHpoIlaercs,
Onmarogapsi MHTYUTHUBHO MOHITHOMY M MPOCTOMY B HCIIOIb30BAaHUHM UHTEPQENCy.

Cnucoxk MCTOYHHUKOB U JIUTEPATYPHbI:

1. PykoBoACTBO MONIB30BaTENIO IO pabOTe ¢ MPOrpaMMOil NMEKTPOHHOTO AOKYMEHTO000-

pota npennpusatus «AEJIO», OO0 «3nekrponnsie Odpucusie Cucremsn» (30C), 2010.

Jlaboparopnoe 3ansitue 15. (Tema 1 1.12.). Opranuzanus CUCTEMbl JIEKTPOHHOTO
JOKyMEHTO000poTa U ee 3anmTa. OyHKIIMOHATBLHBIE BO3MOKHOCTH CUCTEMBI SJIEKTPOHHOTO JIe-
nonpousBosictBa «JIEJIO»: NudopmanmonHo-cripaBoyHasi padoTa - npoeepka cghopmuposan-
nocmu xkomnemenyui - I11K-13, IICK-2.3.

Heap paGoTbl: paccMOTpeTh Ha MPAKTUKE (YHKIMOHAJIbHBIE BO3MOXKHOCTH CHUCTEMBI
aeKTpOHHOTO Jeonpoun3BojictBa «EJIO»: MudopmarmonHo-crpaBoyHas padoTa.

[t BbINOJTHEHMSI J1A00OpaTOPHOI padoThl HEOOXOAMMO 3HATH CJeaAylollee:

Cucrema mpenocTaBiseT MUPOKHUE MTOMCKOBBIE BO3MOKHOCTH i OBICTPOTO U yI0OHOTO
MoJTy4eHus To0o0i nH(pOopMaluy, HAKOIUICHHON U COXpaHeHHOH B 0a3e AaHHbIX. OHa MO3BOJISIET
MTHOBEHHO HAaXOJIUTh JAOKYMEHTBHI, IOPYUYEHHUS M MPOEKTHI JTOKYMEHTOB IO 3HAYCHHIO JIFOOBIX
PEKBU3UTOB U MX MPOU3BOJIHLHOMY COYETaHHIO. Takke BO3MOXKEH MOJTHOTEKCTOBBIA MOWCK IO

cofiep>kaHuIo (ailyioB, MPUKPEIUIEHHBIX K PErHCTPALMOHHBIM KapTOYKaM.



[TosryuenHas TakuM 00pa3oM MH(POpPMALHSL CITYKUT JJIs1 OLIEHKH 3G (HEKTUBHOCTH PabOThI
KaK BCEro yIpaBJIEHYECKOIrO amnmnapara, Tak U KOHKPETHBIX JTOJKHOCTHBIX JIMIL (MCTIOJHUTENEH)
U albHENIIEro MPUHATUS MEpP COBEPIICHCTBOBAHUS HCIIOJHUTEIbCKON JUCIUIUINHBL.

IMopsinok BbINOJIHEHHS JIA0OPATOPHOIT padoThI:

1. Co3naTh MOMCKOBBIE 3ampockl (J1I000H CI0XKHOCTH, JIaHHBIE MPEIOCTABIsIET Mpenoja-
BaTellb) M OCYIIECTBUTh UX COXPAaHEHHE JJIS MOCIIEAYIOIIEr0 MHOTOKPATHOTO UCTIOJIb30BaHUS.

2. Co3pate u chOpMHUPOBATh MOUCKOBBIA 3alPOC «C HYJS» (JaHHBIE MPEAOCTABISAET
IIpenoaaBaTep).

3. Coznatp u cpopMHUpOBAThH MMOMCKOBBIN 3aIPOC HA OCHOBE paHee CO3AaHHOTrO IadoHa
(B 3ampoce COYETArOTCsl pa3iuyHbIE BUIBI MOMCKA: HAa TOYHOE COBIAJEHHUE, 10 PA3IUYHBIM
Juana3oHaM 3HA4eHHH u ap.).

4. OToOpaHHBIE B pe3yjbTaTe MOMCKA JOKYMEHThI IOMECTUTh HAa XpaHEHHE B EPCOHAIIb-
HBI€ MAaIKK M0JIb30BaTeNIel W/WIK pacredyaTaTh B BUJE MEPEUHS.

5. Ucnonw3ys onuuio «MexaHu3Mbl pyOpHUKalMi JOKYMEHTOB» (OTHECEHHUS K OIpeje-
JICHHOM Teme) HalWTH HeoOXOAMMBbIE JOKYMEHTHI IO OIpPEEeICHHON TeMaTHKe WJIN BOIPOCY U
pa300paThCsi B UCTOPUH NMPOOJIEMBI (AaHHbIE IPEAOCTABIAET PEIOAABATEID).

6. Hactpouts «lIpaBamu noctymna kK MHGOpMaIu» A1 KOHKPETHBIX KaTeropuil Mcmos-
HUTEJIeH, TeM CaMbIM MOKa3aTh, YTO BO3MOXKHOCTH INOMCKA JTOKYMEHTOB Uil KaXJIOTO IOJIb30-
BaTelIsl ONPENEIISIFOTCS B COOTBETCTBUH C Pa3pEeIIUTEIbHON CUCTEMON IOCTyTA.

6.1.0rpanuuuTh JOCTYI K IOKYMEHTY;

6.2. OrpaHuuuTh JOCTYI K IPYIIE JOKYMEHTOB;

6.2. OrpaHM4YuTh JOCTYII K KApTOTEKE;

6.3. OrpaHuyuTh TOCTYTI MO TPpU(y OrpaHHUCHHIO.

7. ChopmupoBath GOpMaIM30BAHHBIN OTUET, IPEIOCTABIISIONINI MOJHYO HH()OPMAIIHIO
0 X0j1€ paboThl C JOKYMEHTaMH (B JIONOJHEHUE K CTAHJAPTHOMY IIOMCKOBOMY MEXaHU3MY), YTO
MOKAa3bIBA€T CBOWCTBO (YHKIIMHM - MTHOBEHHO MOJy4yaThb MHTEPECYIOLIUE PYKOBOJCTBO CTaTH-
CTHYECKHE JaHHBbIE II0 JOKYMEHTOOOOPOTY B COOTBETCTBMM C 3aJaHHBIMHU mapamerpamu. Cu-
cTeMa aBTOMaTHUYeCKH 00pabaThIBAaET AaHHBIE U IPEACTABISAET UX B BUJIE TOTOBOIO IOKYMEHTA B
¢dopmare Word ¢ BO3MOKHOCTBIO BBIBOJa Ha IIeUaTh CPEICTBAMH TEKCTOBOTO PEAAKTOPA.

7.1. Ocy1ecTBUTh HACTPOMKY MapaMeTpoB AJIs KaXI0ro oT4eTra 00ecreynB MakCUMallb-
HYIO TOYHOCTh M Kau€CTBO PE3yJIbTATOB ITOMCKA U YJ0OCTBO pabOTHI C CUCTEMOM.

7.2.CpopMupOBaTh U MOIYUUTH CIAEAYIOIINE OTYETHBIE (DOPMBI:

CaeneHusi 0 TOKYMEHTOO0O0pOTE.

CBopka 00 UCTIOTHEHUH.

CripaBka-HanIlOMHUHaHKUE 00 UCTIOIHEHUH TTIOPYYEHUI.



CeeneHus 0 TOKyMEHTOO00OPOTE MO KOPPECIIOHACHTAM U TpaKIaHaM.

Ceenenus o paboTe JOIKHOCTHBIX JIUL/TIOAPA3ACICHUN C JOKYMEHTAMH.

Cnucok MCTOYHNKOB U JINTEPATYPbI:

1. PykoBoacTBO moJib30BaTeio Mo paboTe ¢ MporpaMMoil 3JeKTPOHHOTO AOKYMEHTO000-

pota npeanpusatus «JIAEJIO», OO0 «2nekrporusie OducHbie Cuctemsn» (30C), 2010.

9.2. MeToan4yecKne peKOMEHIAIMH M0 OPTraHN3ANMH CAMOCTOSATEIBLHOMH PadoThI
1 cemecTp

Bua pabotsr

Conepxanue
(mepeyeHb BOMPOCOB)

Tpynoem-
KOCTh
caMocCTosi-
TEIBHOU pa-
60THI
(B yacax)

Pexomenmanuu

IlonroToBka k

OxapakTepu3yiTe nepexoj OT

[Ipoananu3upoBaTh Marepuan y4yeOHH-

neknuu  Tema | «OyMa)KHOTO» JIEJIOTPOU3BOI- 14 KOB
Ne3. CTBA K COBPEMEHHBIM TEXHO- 3amuTta nHGOpMAUU B MHGPOPMAIHOH-
«Bo3MokHO- | OTHSIM  yNIpaBiICHHS BHUPTY- HOM oOmiecTBe: YueOHoe mocobue s
CTU U IIPEUMY- | aJbHBIMHU JOKYMEHTaMHU. By30B / Mamok A.A. - Mocksa : ['op. -
mecrea  cu- | YmobctBo wuHTepdetica CI/] Hus-Tenexom, 2015. - 230 c.: 60x90 1/16
creMbl  31ek- | «IEJIO». (O6noxka) ISBN 978-5-9912-0481-1 -
TPOHHOIO Jie- Tekct : anextponHst. - URL: https://
JIOTIPOM3BO/I- new.znanium.com/catalog/product/
ctea  (CON) 536930.
«JIEJIO» PykoBOACTBO 1MOIB30BATENIO IO padboTe C
MIPOTPaMMOM 3JIEKTPOHHOTO JIOKYMEHTO-
obopora mpemmpusatus «JEJIO», OO0
«OnekrponHsle  Oducaple CucTeMb»
(900), 2010
IMoaroroeka k | [lopsimok paboTa ¢ cHCTEMOW [Ipoananu3upoBaTh Marepuan y4eOHH-
nexuuu  Tema | 3IEKTPOHHOIO JIEIONPOU3BOL- 14 KOB
No5. «OcHoB- | cTBa gepe3 MOOWIbHBIE PykoBOACTBO IOJIB30BATEINIO IO paboTe C
HBIE  OMIIMH | YCTPOMCTBA. MIPOTPaMMOM 3JIEKTPOHHOTO JTOKYMEHTO-
cucteMsl 37ieK- | OCHOBHBIE OINLUU  CUCTEMBbI obopora mpennpuarus «JIEJIO», OO0
TpoHHOro ge- | DI «AEJIO». «Onexrponnsie  O¢ucHele CucTeMb»
nonpou3Bol- | Web-gocTyn Ko BCeM JAaHHBIM (20C), 2010
ctBa «AEJIO» | u QpyHKIUAM.
Wurerpammst COJ1 «AEJIO» u
1C, ommust «IEJIO-1C».
[ToarotoBka k | Tema 2. Bo3mMoXHOCTH © Tipe- CM. CCBUIKM Ha JICKIIUH U MPAKTHIECKHE
(MCK) AMYyLIECTBA CUCTEMBI  DBJIEK- 16 3aHATUS, MaTepUanbl KOTOPBIX MOTYT
KOHTPOJIBHOM | TPOHHOTO  JI€JIONPOM3BOCTBA ObITb TIOJNE3HBIMU IIPH IOIATOTOBKE K
pabore «JEJIO». IIPOMEKYTOUHON aTTECTALIUM, A TAKKE
Tema 3. Ocobennoctu pPEKOMEHyeMble UICTOYHUKH U JINTEpaTy-
YCTAaHOBKM ¥  paboOTBl € Py 1O IHUCIUTUINHE.
pOrpaMMoOil  3JEKTPOHHOIO
JOKYMEHTO000pOTa TpeArpusi-
ast «JIEJIO».

Tema 4. OCHOBHBIE OIIUU CH-
CTEMBI 3JIEKTPOHHOTO  JEIO-
npou3BoacTBa «JEJIO»

IlonroToBka k

Tembl JAUCHUITIINHBI

CM. CCBUIKHM Ha JICKIIMU U MPAKTUYCCKUC



https://new.znanium.com/catalog/product/536930
https://new.znanium.com/catalog/product/536930
https://new.znanium.com/catalog/product/536930

HPOMEKYTOY-
HOM arrecra-
UM (9K3aMEH)

18

3aHATHS, MaTepUangbl KOTOPBIX MOTYT
ObITh TIOJNIE3HBIMU IIPH IIOJrOTOBKE K
MIPOMEXYTOUYHOW aTTeCTallui, a TaKkKe
PEKOMEHyeMble UCTOYHUKU U JINTEpaTy-
Py 1O JUCLUILIUHE.

Hmozo no oucyunaune 66
2 cemecTp
Bun paboTst Copnepxanue Tpynoem- PexomMmenmanun
(mepedeHs BOIIPOCOR) KOCTh
€aMoCTOs-
TENbHOM pa-
0OTHI

(B yacax)
IlonroroBka k | IIpouenypa Ge3omacHOro Xxpa- [Ipoananu3upoBate Mmarepuan y4ueOHU-
nekuun Tema | HeHust JOoKymMeHTOB. Omepa- 10 KOB
Ne6. 1.1.-6.12. | TUBHBIA JOCTYH K JOKYMEHTaM PykoBomcTBO TIONTB30BATENO IO paboTe ¢
«Opranuzanys | ¢ y4eToM MpaB MOJIb30BaTENCH. MIPOrpaMMOM 3JIEKTPOHHOTO JTOKYMEHTO-
CUCTEMEI 3Jiek- | Paborta ¢ (aiimamu (351eKTpoH- obopora mpennpusatus «JIEJIO», OO0
TPOHHOIO HBEIMH JJOKYMEHTaMH). «Onexrponnsie  OducHele CUCTEMBI»
JIOKyMEHTO- (50C), 2010
obopota u ee
3amIuTa.
DyHKIHO-
HaJbHBIC
BO3MO>KHOCTH
CUCTEMBI DJIEK-
TPOHHOTO Jie-
JIOTIPOU3BO/I-
ctBa «JIEJIO».
IToaroroBka k | Ilopsimok perucTpanuu BXOIs- [Ipoananu3mpoBaTh Marepuan ydeOHH-
naboparop- UX U UCXOIAIMIMX JOKYMEH- 14 KOB
HBIM 3aHSITHUSM | TOB. CM. CCBUIKM HA JIEKIIMU U NPAKTHYECKUE
Tema Nel. | IIpocMOTp M peAakTHpPOBaHUE 3aHATHS, MaTepuagbl KOTOPBIX MOTYT
6.1.-6.12. JIOKYMEHTOB. OBITh TIOJIC3HBIMU TPU TOATOTOBKE K
«Opranmzanus | Pabora ¢ mpoexTamMu JOKyMeH- MIPOMEXXYTOYHOW aTTeCTalluH, a TaKKe
CHUCTEMBI dJIEK- | TOB. pPEKOMEHIyeMble UICTOYHUKH U JINTepaTy-
TPOHHOI'O Kontponp Bepcuil noKyMeH- Py 0O JUCUUIUIMHE.
JIOKyMEHTO- TOB. PykoBomcTBO TIOITB30BaTENO IO paboTe ¢
obopora u ee | [lonHOTEKCTOBBIH MTOUCK [IPOrpaMMOM JIEKTPOHHOTO JTOKYMEHTO-
3aIlHUTA. JOKYMEHTOB II0 HX COAEpxKa- obopota mpennpusitus «JAEJIO», OO0
DyHKIHO- HHIO. «OnekrponHsle  Ocducaple  CuCTEMBD»
HaJIbHbIE PaGota u yuer IOKyMEHTOB (20C), 2010
BO3MOXHOCTH | JIFOOBIX ~ THUTOB:  OQUCHBIC
CHUCTEMBI DJIEK- | TOKYMEHTBI, TEKCTBI, H300-

TPOHHOTO Jie-
JIOTIPOU3BO/I-
ctBa «IEJIO».

pakeHus1, ayauo- u Buaeodai-
JIBI, IOKYMEHTBI CHCTEM TPOEK-
TUPOBAaHUS, APXWBBI, IpHU-
JIOKEHUS U T. 1.

KomnexruBHas paboTa momnb30-

BaTejiel C  BO3MOXHOCTBIO
COIJIaCOBaHUs, YTBEPKIACHUS U
KOHTpOHSI HCITIOJTHCHU A
JIOKYMEHTOB.

PaboTa ¢ «xabureTOM» - «BHp-
TyaJIbHBIM PabOYUM MECTOMY.
MapipyTu3anus JOKYMEHTOB,




HacTpaMBaemas IO KaxIOMy
BUIY JOKYMEHTOB B OTIEJIbHO-
CTH.

JBmKeHne OKYMEHTOB BHYT-
Y OpraHu3aIum.
Obecneyenue poLeypsl
MPOBEPKU HAJIMYUS JTOKYMEH-
TOB.

ABTOMaTH3MPOBaHHAsA 3arpys-
Ka JOKYMEHTOB M3 3JIEKTPOH-
HOM MOYTHI M CO CKaHepa.
[loroyHoe ckaHMpPOBaHUE C Ha-
HECEHUEM IITPHUX-KOa.
dopMUpOBaHUE JEIL.

Cucrema aBTOMaTH3alMH yde-
Ta JOKYMEHTOB apXHBHOTO
thonna.

Benenue aynura neuatu xyp-
HAJIOB M KapTOUeK.

Yder u KOHTponb pabouero
BpPEMEHH COTPY/IHHKOB.
VYnajeHHBIH AOCTYN K AaHHBIM
1 QyHKIUAM.

VYuer OCBEJOMIIEHHOCTH
COTPYIHHUKOB, HMEIOIHUX J0-
CTYH K IOKYMEHTaM.
WndopmanmonHo-cripaBoYHast
paborTa.

ITonroroska k | Tema 2. Bo3moxxHoCTH 1 Tipe- AKTyanbHbIe BOIIPOCHI 3aILUTHI
(MCK) UMYIIECTBA CHUCTEMBI  DJIEK- 8 nH(pOpMALIUN MoHorpadpuss / A.B.
KOHTPOJIBHOM | TPOHHOTO JIEJIONPOU3BOJICTBA babam, E.K. Bbapamoa. — Mocksa :
pabore «JIEJIO. PUOP : UH®PA-M, 2020. — 111 ¢. —
Tema 3. OcobenHoCTH (Hay4unas MBICITB). —
YCTaHOBKM W paboTBl ¢ https://doi.org/10.12737/monography_58
IpOrpaMMONl  3IEKTPOHHOIO dbc380aa3a4 - Tekct : >NEKTPOHHBIU. -
JOKYMEHTOO0O0pOTa Mpennpus- URL:
tus «JJEJIO». https://new.znanium.com/catalog/product
Tema 4. OCHOBHBIE OIIIUU CH- /1052207
CTeMBI DJIEKTPOHHOTO  [EIO- CM. CCBUTKM Ha JIKIINH M TPaKTUIECKHE
mpousBoacTBa «EJIO» 3aHATHS, MaTepuanbl KOTOPBIX MOTYT
OBITh TIOJIE3HBIMH TIPU TIOATOTOBKE K
MMPOMEXYTOYHOW aTTeCTAlluU, a TaKKe
pEKOMEHTyeMble UCTOYHUKHU W JIUTEpary-
Py 1O AMCIUILIHHE.
IMoaroroBka k | TeMbl qUCHUTLITAHBL CM. CCBUTKM Ha JISKI[MH W TPAKTUIECKUE
MPOMEKYTOY- 6 3aHSATHS, MaTepualbl KOTOPHIX MOTYT
HOW arrecra- OBITh TIOJIE3HBIMH TP TIOATOTOBKE K
in (9K3aMeH) MIPOMEKYTOYHON aTTECTAllMHM, a TaKKe
PEKOMEHIyeMble UCTOYHUKHU W JIUTEpary-
Py IO AHCIUILIHHE.
Hmoeo no oucyuniumne 48




AHHOTAUMSA TUCHHUILIHHBI

JucuumuinHa «CHUCTeMBl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa» pealnu3yeT B COOTBET-
CTBUM C TpeOOBaHUSIMU (ellepalbHOr0 IoCyJapCTBEHHOIO 00pa30BaTEIbHOTO CTaHIapTa
BbICIIero oOpa3oBaHus 1o HampasieHuto noarotosku 10.03.01 «Mudbopmanmonnas 6e3omnac-
HOCThY (KBanM(uUKalus (CTeneHb) «OakanaBpy), YTBEpKIEHHOIO M BBEJICHHOTO B JCHCTBHE
npuka3zoM MunuctepcTBa oopasoBanus u Hayku PO ot 01 nexalpst 2016 . Ne 1515.

JucrumnimHa «CHCTEMBI 3JISKTPOHHOTO JTOKYMEHTOOOOPOTa» BXOJUT B 0a30BYIO YacCTh
LUMKJIa JUCHUIUIMH TIOJTOTOBKM CTYJIEHTOB 10 HampasieHuto mnoarotoBku 10.03.01
«Unpopmarmonnas Oe3omacHOCTb» mnpoduimo «OpraHuzanus W TEXHOJIOTUS 3aIIUTHI
uH(popMaLUn».

Jucuunnuna peanusyercs Ha (akynbTeTe MH(POPMALMOHHBIX CUCTEM M 0OE30MacCHOCTH
kadenpoit nHpopmaroHHON Oe3zomacHocTH MHCTUTYTa MHPOPMAIMOHHBIX HAyK U TEXHO-
JOruii Oe30MacCHOCTH.

ConeprkaHue AMCLUIUIMHBI OXBaThIBAE€T KPYI BOIPOCOB, CBSI3aHHBIX C PAacCMOTPEHUEM
npolecca OpraHU3alM  3JIEKTPOHHOIO JIOKYMEHTOOO0OpOTa Ha MPEeInpUATHH Pa3IMYHBIX
MaciTaboB U cdep IesTeabHOCTH Ha npuMepe cucteMbl «JIEJIO», pa3spaboTanHol KoMmmaHuei
«9Onekrponnbie Opucueie Cuctems» (30C), U3ydyeHHEM TEOPETHUECKUX, METOJOIOTUIECKUX U
MPAaKTUYECKUX MPOOJIeM, OXBATHIBAIOIIMX OOecrieueHre aBTOMAaTH3alUK MPOLIECCOB AETIOMPON3-
BOJICTBA U BEJICHHE IOJHOCTBHIO 3JEKTPOHHOTO JOKYMEHTO00OpOoTa Ha 00BbeKTe MH(pOpMaTH3a-
. HampaBneHo Ha npuoOpeTeHHe CTyJIeHTaMu TNTyOOKMX W BCECTOPOHHHMX 3HAHHH 110
COBPEMEHHBIM METO/IaM aBTOMATHU3WPOBAHHOW OO0pabOTKM KOH(PHICHIHMATHHBIX JOKYMEHTOB C
o0ecrie4eHrneM IOPUIMYECKON 3HAYUMMOCTH 00padaTbiBaeMoil HH(pOpMaIim.

Lucyunnuna nanpasenena na ghopmuposarue ciedyiouux KOMnemeHyull 6bINYCKHUKA:

OIIK-4 - ciocoOHOCThIO TOHMMATh 3HAUY€HHE MH(OpPMAIMK B PA3BUTUHU COBPEMEHHOTO
o011ecTBa, MPUMEHATh HHHOPMAITMOHHBIC TEXHOJIOTHH JJIs IIOMCKa U 00paboTku nHpOopMauu

IIK-13 - cnocobrocmvio npunumams yyacmue 8 (hOpMUpOBAHUU, OP2AHU30BLIBAMb U
nooo0epiHcUsams BblNOJIHEHUE KOMNIEKCA Mep No 0OecnedyeHur0 UHpOpMayuoHHol 6e30nacHo-
cmu, Ynpasisams npoyeccom ux peanusayuu

IICK-2.3. - cnocobnocmvio op2anu306amv U NPUHUMAMbL YYACmue 6 peanu3ayuu
KOMNJIeKca Op2aHu3ayuOHHO-MEXHUYecKux mep no obecneyenuro uH@GopMayuoHHou 6e30nacHo-
cmu 00vbeKma 3auwumal, ¢ paspabomrou HeobX00UMbIX ONsl IMO20 NOKANbHLIX HOPMAMUEHBIX
OOKYMEHMO8.

B pe3ynbrare ocBOEHUS JUCUMILIMHBI 00YYarOIMiCs TOJIKEH:

3HaTh:



J CYUIHOCTHh MH()OPMAIIIH, METOIBI ¥ CTIOCOOBI €€ OTPasKeHUS U Mepeaadn;

. OCHOBBI MH(OPMALMOHHOTO MpaBa, CYIIHOCTh KOH(UICHLIMAIBHOCTH HH(POPMALUU U
3HATh BUJIbI HOCUTENIEH HHPOPMALUU U OCOOEHHOCTH (PUKCAIIK HAa HUX MH(POPMALINY;

J 3aKOHOMEPHOCTH Pa3BUTHS NPEANPHUATUN PA3IMYHOTO THIA U OPTaHU3ALUI0 UX (PYHKIIH -
OHUPOBAHHS C LENBIO JOCTIKCHHS MaKCUMalbHOH 3((eKTUBHOCTH INpH MUHHMAIBHBIX

3aTparax pecypcos;

o 0COOEHHOCTH M XapaKTEPUCTUKH JJOKYMEHTOB aHAJIOTOBOTO M 3JIEKTPOHHOTO BH/IOB;

o METO/IbI 3aIUTHl HTHPOPMAIIUN U TEXHOJIOTUU 00paboTKU MHPOpMAIUH.

o BUJIBI 1 OCOOCHHOCTH PUCKOB, IIOPOKIAEMBIX CUCTEMaMH JIOKyMEHTO000pOTa;

. METOJIbl HCIIOJIB30BaHUSI CPEACTB 3alIUThl HMH(OPMALMKU TPU HOCTPOCHUU CUCTEM
JIOKyMEHTOO0O0pOTa;

J METO/Ibl 00eCTIeYeHHsI FOPUINIECKON CHITBI DJIEKTPOHHBIX JTaHHbBIX;

o OCHOBBI JIEHCTBYIOIIETO 3aKOHOJATEIbCTBA B 00JIACTH 3JIEKTPOHHOTO JIOKYyMEHTOO00pOTa
Ymers:

J 0oQopMIIATh paboUyI0 TEXHUYECKYIO JOKYMEHTALMIO C YY€TOM ACHCTBYIOUIMX HOPMATHUB-

HBIX 1 METOAUYCCKUX JOKYMCHTOB

Bnanetn:
° HaBBIKAMH UCIIOJIb30BAaTh OCHOBBI IIPABOBBIX 3HAHUH B Pa3IMYHBIX cpepax AesITeIbHOCTH
° OCHOBHOM TEPMHUHOJIOTHEH, METOAAaMU U OCHOBHBIMH aJITOPUTMaMU peaTu3aliyl 3alliu-

MIEHHOTO AJIEKTPOHHOTO IOKyMEHTO00O0pOTA.

JucuunnuHa u3ydaercss B 5-oM H 6-oM cemecTpax. OOmiasi TpyJI0eMKOCTb OCBOEHHUS
JTUCITUTUTMHBI COCTaBIIsIeT 6 3a4eTHbIe equHUIIbl (216 yaca). [IporpaMMoil TUCITUTIIUHBI TIPEITY -
CMOTpEHBI JICKIIMOHHBIE 3aHATUA — 40 Jaca, mabopaTtopHble 3aHsATHS — 44 Yyaca, CaMOCTOSITEINb-
Has pabora cryaeHta — 114 gaca.

[IpemycMOTpeHbl cleayroliue BHIBI KOHTPOJS OCBOCHMS JUCHUIUIMHBI TEKYIIMHA
KOHTPOJIb YCTIEBAEMOCTH B (JOPME KOHTPOJIBHOU PabOTHI, a TAaKkKe MPOMEKYTOUHAS] aTTECTAIIUS

B (bOpMC 3a4eTa C OLCHKOH M DK3aMeHa.



JIUCT UBSMEHEHUM

Ilpunooicenue 2

Ne Tekcer akTyanusanuy uinu npunaraemsii K PITL [ara Ne iporo-
JIOKYMEHT, COAECPKAIINN U3MEHECHUS KoJ1a

1 | Obnosnen cocmas npoepammmnoco obecneyenus (110), 29.06.2017 e. 10
co8pemMeHHbIX npogeccuoHanrbhvix 6az danuvix (b)) u
ungopmayuonro-cnpasounvie cucmem (MCC)

2 | ObHosnena ocHoBHAs U OONOTHUMENbHAS TUmepamypa 26.06.2018 e. 20

3 | Obnosnen cocmas npoepammuozo odecnevenus (110), | 26.06.2018 e. 20
COBPeMeHHbIX npogeccuonanrvhvlx 6as oauuvix (BI) u
unghopmayuonno-cnpasounvie cucmem (MCC)

4 | ObHosnena cmpykmypa oucyuniunvl (Mooyas) oas ounou | 29.08.2019 a. 1
Gdopmol 0oyuenus (2019 2.)

5 | ObHosena ocHOBHAS U OONOHUMENbHASL TUmMepamypa 29.08.2019 e. 1

6 | Obnosnen cocmag npocpammuozo odecnevenus (110), | 29.08.2019 a. 1
COBPeMEeHHbIX npogeccuonanrvhvlx 6a3 oauuvix (BI) u
unghopmayuonno-cnpasounvie cucmem (MCC)

7 | Obnosnena cmpykmypa oucyuniunsl (Mooyns) ons ounou | 23.06.2020 2 14
dopmol 0oyuenus (2020 2.)

8 | Obnosnena ocnosnas u donornumenvHas aumepamypa 23.06.2020 2 14

9 | Obnosnen pazoen n.4 Obpazosamenvhvie MEXHOLOCUU 23.06.2020 2 14

10 | Obnosnen cocmas npoepammuozo obecnevenus (110), | 23.06.2020 2 14

cospemeHublx npogheccuonanvHulx 60az Ooaumvix (BI]) u
unghopmayuonno-cnpasounvie cucmem (MCC)




[Ipunoxenue 1
K JIUCTY U3MEHEHUN

1. Cocrtas nporpammuoro odecneuenus (I10), coBpemeHHbIX IpodeccHOHATBHBIX 0a3 1aH-

HbIX (B/1) 1 undopmanuonno-cnpasounbie cucteM (MCC) (2017 r.)

Ilepeuyens 11O
Tabnuua 1
Neri/mt Haumenosanue [10 [TpousBoauTenn Crnioco6 pacrpocTpaHeHuUs
(ruyensuonnoe unu c60600-
HO pacnpocmpamsemoe)
1 MicrosoftOffice 2013 Microsoft JTUIICH3UOHHOE
2 Windows XP Microsoft JTUIICH3UOHHOE
3 KasperskyEndpointSecurity Kaspersky JIUIIEH3UOHHOC
4 OC «AnwsT O6pazoBanue» 8 000 «bazaneT | IULIEH3UOHHOE
CI10
Ilepevyens B/l u UCC
Tabnuuya 2
Neri/mt HaunmenoBanue

MexnayHapoansie pedepaTuBHbIe HayKoMeTpuueckue b/, noctynmHeie B pamkax Ha-
UOHAJIILHOM mmoanucku B 2017 r.

Web of Science

Scopus

[Tpodeccuonanbabie TOMHOTEKCTOBBIE BJI, JMOCTYmHBIE B paMKax HAIMOHAIHHOM
noanucky B 2017 r.
Kypnuanst Oxford University Press

KommnbroTepHsie cripaBOYHbIE PABOBbIE CUCTEMBbI
KoncynpranT [lntoc,
lapanT

Cocrasurenn: K.n.u, gouent, I'.A. llleBiioBa




[Ipunoxenue 2
K JJUCTY U3MEHEHHH

2.00HOB/1ICHHE OCHOBHOM M JONMOJHHUTEJLHOM auTepatypsl (2018 r.)

B pazgen 6. YueOHo-MeTOnMUYecKoe U MH(POPMALMOHHOE ol0ecredeHre TUCHUIUIMHBI BHO-

CATCA CIICAYIOIINE NU3MCHCHUA!

JloTIoNHUTE pa3fen OdonoiHumenvHas aumepamypa

[Tonmepxkka MPUHATHS PEIICHWA TPH TMPOSKTHPOBAHWU CUCTEM 3aIlUTHl WHPOPMAIHH :
moHorpadus / B.B. Byxtospos, M.H. XKykosa, B.B. 3onorapes [u ap.]. — Mocksa : UHOPA-
M, 2018. - 131 c¢. — (Hayuynas wmbicap). — www.dx.doi.org/10.12737/2248. - Tekcr :

anektpoHHbIi. - URL: https://new.znanium.com/catalog/product/947806

3.CocraB nporpammHuoro odecneuenus (I10), copemeHHbIX MpodeccHOHATBHBIX 0a3 1aH-
HbIX (b/1) u undopmanuonno-cnpasounblie cucteMm (MCC) (2018 r.)

Ilepeuyens 11O
Tabnumua 1

Nemr Haumenosanue 110 [IpousBogutens | Crocod pacmpocTpaHeHHs

/m (ruyernsuonnoe unu c60600-

HO pacnpocmpamsiemoe)
1 Adobe Master Collection CS4 Adobe JIAIICH3UOHHOC
2 Microsoft Office 2010 Microsoft JIAIICH3UOHHOC
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk CBOOOMHO  pacmpocTpaHs-
eMoe
5 Archicad 21 Rus Student Graphisoft CBOOOJHO  pacmpocTpaHs-
eMoe
6 SPSS Statisctics 22 IBM JINIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
8 SPSS Statisctics 25 IBM JAICH3MOHHOE
9 Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
10 OC «Anbt O0pa3zoBanue» 8 00O «bazanet | IMIIEH3NOHHOE
CIIO
11 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
12 | Windows 10 Pro Microsoft JIAICH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JUIIEH3UOHHOE
Ilepeyens B/l u UCC
Tabnuya 2

Nen/mm HanmenoBanue

Web of Science
Scopus

MexayHaponusie pedepatuBHble HaykomeTpuueckue bJl, nocTynHble B pamkax Ha-
MAOHAIILHOM TToamnucku B 2018 1.

HpO(beCCI/IOHaHBHBIe IOJIHOTCKCTOBBIC BI[, JOCTYIIHBIC B pPaMKax HaHHOHaHBHOﬁ



https://new.znanium.com/catalog/product/947806

noxmnucku B 2018 T.
Kypnanel Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypnans! Taylor and Francis
DJIeKTpOHHBIC U3JAHHS U3ATEIbCTBA Springer

[MpodeccrnonanvHbie MOTHOTEKCTOBBIC B/
JSTOR
W3nanus mo o0IIeCTBEeHHBIM M T'YMaHUTAPHBIM HayKaM

KomMmnproTepHble ClIpaBOYHBIE TPABOBBIE CUCTEMBI
Koncynprant [Lmroc,
I"apanT

CocraBurens: K.u.H, nfonenr, I'.A. IlleBiioBa



[Ipunoxenue 3
K JINCTY U3MEHEHHUN

4. OO0HOBJIeHHE CTPYKTYPbI JMCHUILIMHBI (MOAYJIs1) JIsi 04HOH opMbI 00ydyenus (2019 r.)

CTpyKTypa THCHUILINHBI (MOAYJIs1) AJI O4HOI (POPMBI 00yUeHHuSs
OO01mmast TpyA0eMKOCTh JUCIUTUTHHBI COCTABIISET 6 3. €., 216 4., B TOM YHClie KOHTAKTHAS
pabota oOydaromumxcs ¢ mpenojaBarenem 84 4., camocTosTenbHas padora o0ydaromuxcs 96 .,
IPOMEXKYTOUHas arTectauus 36 u.

? Buabl yueOHoit padoThI
E (B yacax)
]
3 KOHTAKTHAasl =
(=
©
S
=3
2
=S| = = = ®opMBbI TeKyHIIEro
2
2| E| = = = KOHTPOJIsI ycneBa-
Ne n/ Pazgen nucumniim- = s | E § = €MOCTH,
n HbI/TeMbI © | E = = S | dopma npomexyToU-
< 3 .
5 | B = S | wWoii aTTecTammm (no
2]
= | E| S < cemecmpam)
5 < - o
) “ )
= & =
= 2 2
> = %
< o L
s S =
ElE 2
=3
g =
Lg

1 BBenenue 5 4 - = - Co0OecenoBaHue.

2 | ApxuTeKTypa 1 0Cco- 5 4 4 12 | OueHka BBINOJIHEHUS
OeHHocTH paboTHI CH- MIPaKTUYECKOro  3aja-
CTEM 3JIEKTPOHHOTO HUS 110 METOJy aHaJH-
JOKyMEHTO000poTa 3a KOHKPETHBIX CHUTYya-

uit (AKC)

3 | Bo3amoxHocTu U mpe- | 5 4 6 12 | OueHka BBINOJTHEHUS
UMYIIECTBA CUCTEMBI MPAaKTUYECKOro  3aja-
AJIEKTPOHHOTO  JIEJIO- HUS 110 METOJy aHaJM-
IIPOM3BOJCTBA 32 KOHKpPETHBIX CHUTYya-
«JAEJIO» nuii (AKC)

4 | Ocobennoctu 5 4 6 12 | OueHka BBINOJHEHUS
YCTAaHOBKM U paboThI MIPAaKTUYECKOro  3aja-
C IpOrpaMMoil siex- HUS IO METOJy aHaJu-
TPOHHOT'O JIOKyMEHTO- 32 KOHKpPETHBIX CHUTYya-
o0opoTa mpeanpUsITHs uuit (AKC)

«JAEJIO»

5 | OcHoBHBIE ONIIIMM CH- | 5 4 6 12 | KonrponbHas pabota
CTEMBI 2JIEKTPOHHOTO
JIEJIONPON3BOCTBA
«JIEJIO»

IIpomexxyrounas ar-| S 18 OK3amMeH
TECTALUS TectupoBanue
Hroro 3a cemecTp 5 120 22 18 48




Opranuzanus cu-
CTEMBI HJIEKTPOHHOTO
JTOKYMEHTO000poTa U
ee 3amura. OyHKIHO-
HaJbHbIE BO3MOXHO-
CTHU CHUCTEMBI HJICK-
TPOHHOTO JIEJIONPOU3-
BojicTBa «JIEJIO»

OneHKa BLIIOJIHEHUSA
MPAKTUYECKOro  3aja-
HUS 110 METOJy aHaJH-
3a KOHKPETHBIX CUTya-
it (AKC)

6.1

Peructparus
JIOKyMEHTOB

OneHKa BLIIOJIHEHUA
MPaKTUYECKOro  3aja-
HUS 110 METOJy aHaJH-
3a KOHKPETHBIX CUTya-
it (AKC)

6.2

PaGota ¢ daitmamu
(9TIEKTPOHHBIMHU
JIOKYMEHTaMH )

OneHKa BLIIOJIHEHUSA
MPAaKTUYECKOTO  3aja-
HUS 110 METOJy aHaJH-
3a KOHKPETHBIX CHUTya-
it (AKC).
KonTponbnas pabota

6.3

Pabora ¢ nmopyueHu-
MU (Bblaya, UCIIOJ-
HEHWE U KOHTPOJIb)

OlleHKa  BBIIIOJHEHUS
MPAKTUYECKOTO  3ajia-
HUS 110 METOJy aHAJIH-
3a KOHKPETHBIX CHTYya-

it (AKC).

6.4

Pab6oTa ¢ «xabuHe-
TOMY - «BHUPTYallb-
HBIM pabOYMM Me-
CTOM»

OneHka  BBINOJHEHUS
MPaKTHYECKOTO  3ajJa-
HUS TI0O METOJy aHau-
32 KOHKpPETHBIX CHUTYya-
uuii (AKC)

6.5

Pabora ¢ mpoexTamu
JIOKYMEHTOB

OmeHka  BBIOJTHEHUS
NPaKTHYECKOTO  3aj]a-
HUS TI0O METOJy aHau-
32 KOHKpPETHBIX CHUTYya-
uuii (AKC)

6.6

[Ipuem u BHEmIHAA
pacchlIKa JOKyMEH-
TOB

O1leHKa  BBITIOJHEHUS
MPAKTHYECKOTO  3ajia-
HUS 110 METOJy aHAJIH-
32 KOHKpPETHBIX CHUTYya-
nuii (AKC).

6.7

JBr>KEHUE TOKYMEH-
TOB BHYTPHU OpraHu3a-
185054

O1leHKa  BBINIOJHEHUS
MPAKTHUYECKOTO  3aja-
HUS 110 METOJy aHAJH-
32 KOHKPETHBIX CHTYya-
nuii (AKC)

6.8

IToTounoe CKaHUpPOBa-
HHUEC C HAHCCCHUEM
MTpUX-Koaa

OleHKa  BBIIOJIHEHUS
MPAKTHUYECKOTO  3aja-
HUS 110 METOJy aHaJH-
32 KOHKPETHBIX CHTYya-
uuii (AKC)

6.9

DopMuUpOBAHUE JET

OneHKa BLIIOJIHEHUSA
MPAKTUYECKOTO  3aja-




HUA 11O METOAY aHAJIM-
34 KOHKPETHBIX CUTYya-

it (AKC)
6.10 | Cucrema aBToMaTuza- | 6 2 6 |-
MU y4eTa IOKyMEH-
TOB apXUBHOro (oHJa
6.11 | YanenHslit JocTyn K 6 2 2 4 OlleHKa  BBIIIOJHEHUS
JAHHBIM U (QYHKIIHSIM MPaKTUYECKOTO  3aja-

HHUA 110 METOAY aHAJIM-
34 KOHKPCTHBIX CUTYya-

it (AKC)
6.12 | UadopmarmonHo- 6 2 - 4 |-
crpaBoyHasi paboTa
IIpomexxyTounass ar-| 6 18 DK3ameH
TeCcTalUs TectupoBanue
Hroro 3a cemectp 6 |20 22 18 48
HTroro 3a kypc 5,6 | 40 44 36 | 96

5.00HO0B/IEeHHE OCHOBHOM M 10NOJHHUTEJIbHOM JuTepaTypsl (2019 r.)

B pazgen 6. YueoHO-MeTOAMUYecKoe U MH(OPMALMOHHOE o0ecnedeHne TUCIHHUIVIMHBI BHO-
CATCS CACAYIOIINE U3MEHCHUS
Hononuute paznen Ocrosnas numepamypa

KommnekcHast 3ammra vHGOpMAnUM B KOPHOPATUBHBIX CHUCTeMax : ydeO. mocobue /
B.®. [llansrun. — MockBa : U] «DOPYM» : UHOPA-M, 2019. — 592 c. — (Briciiee
oOpazoBanue: bakanaBpuar). - Tekct : anextponnsiit. - URL: https:/new.znanium.com/catalog/
product/996789

Kpunrorpaduueckas 3ammra uHbopmarnuu : y4ded. mocodbme / C.O. Kpamapos, O.1O.
Mutsicoa, C.B. CokonoB [u ap.]; mox pea. npod. C.O. Kpamapoa. — Mocksa : PUOP :
NHOPA-M, 2019. — 321 ¢ —  (Bwicmiee  oOpazoBanme). —  DOI:
https://doi.org/10.12737/1716-6 - Teker : AIEKTPOHHBIN. - URL:
https://new.znanium.com/catalog/product/1018903

6.CocTaB nporpammuoro obecnedenus (I10), coppemeHHbIX npodeccuoHaTbHBIX 0a3 1aH-
HbIX (b/1) u undopmanuonno-cnpasounblie cucteMm (MCC) (2019 r.)

Ilepeuyens 11O
Nen HaumenoBanue 110 [IpousBoauTens Crnioco6 pacmipocTpane-
/m HUS (JIUYeH3UOHHOe UIU
€680000H0 pacnpocmpa-
Hsiemoe)
1 Adobe Master Collection CS4 Adobe JTUICH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk CBOOOJTHO PacIpoCTpaHs-
emMoe



https://new.znanium.com/catalog/product/996789
https://new.znanium.com/catalog/product/996789

5 Archicad 21 Rus Student Graphisoft CBOOOHO pacIpoCTpaHs-
eMoe
6 SPSS Statisctics 22 IBM JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIALIEH3UOHHOE
8 SPSS Statisctics 25 IBM JIALIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
10 OC «AnbT OOGpazoBaHue» 8 00O «baszanpt CIIO | nuneH3uoHHOE
11 Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
12 | Windows 10 Pro Microsoft JIMIIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JUIIEH3UOHHOE
14 Microsoft Office 2016 Microsoft JIMLIEH3UOHHOE
15 Visual Studio 2019 Microsoft JIMIICH3MOHHOE
16 | Adobe Creative Cloud Adobe JIALIEH3UOHHOE
MNepeyvenb B n NCC
Nemr HanmenoBanme
/m

oHabHOM mmoamucku B 2019 .
Web of Science
Scopus

1 | Mexnynapoansie pedepaTuBHble HaykomeTpudeckue bJ/I, nocTymnHble B pamKkax Haim-

noxnucky B 2019 r.

SAGE Journals

Kypnaner Cambridge University Press
ProQuest Dissertation & Theses Global

Kypuanst Taylor and Francis

2 | [Ipodeccuonanbupie momHOTEKCTOBBIE bBJI, mocTymHble B pamMkKax HalWOHAIHHON

JSTOR

3 | [Ipodeccrnonanvubie momHOTEKCTOBBIE B/

N3 nanus o oOMEeCTBEHHBIM M TYMaHUTAPHBIM HayKaM
OnektpoHHas 6ubauorexka Grebennikon.ru

Koncyanprant Ilntoc,
l"apanT

4 KOMHBIOTepHBIe CIIPaBOYHBIC ITPABOBBIC CUCTCMBbI

CocTaBuUTEND:
K.n.u, nonenr, I'.A. llleBnosa




[Ipunoxenue 4
K JJUCTY U3MEHEHHH

7. O0HOBJIEHHE CTPYKTYPbI JUCHUILIMHBI (MOAYJIs1) AJ1s1 04HOI (popmbl 00yueHus (2020 r.)

CTpyKTypa AUCHHMILUIMHBI (MOAYJISI) AJ1 OYHOH (pOPMBI 00yUeHHUSs

OO6m1ast TpyJ0€MKOCTh TUCIUIUIMHBI COCTABISET 6 3. €., 228 4., B TOM YHCJIE€ KOHTAKTHAas

pabota oOydwaromuxcsi ¢ mnpenojaaBaTesieM 84 4., camocTosTenbHas padora oOydatommxcs 108

4., TPOMEXKYTOUHAS aTTecTanus 36 4.

? Buabl yueOHoit padoThI
s (B yacax)
=
8 KOHTaKTHas [
(=]
(=]
s
2
%
§ & g = ®opMBbI TeKyIIEr0
2| E| = = % KOHTPOJISI ycneBa-
Ne n/ Pa3pea nucuuniim- é s = 5 = €MOCTH,
n HbI/TeMbI S E = = g ¢hopma npomekyToU-
& = : S HOM aTTecTauuu (no
[P}
= | E| S < cemecmpam)
5 < - @)
o ol =
- @ =
= 2 2
= = %
= =9 o
] ) =
EIE| 2
2
o :
'S

1 | BBenenne 5 4 - = - CobOecemoBaHue.

2 | ApxuTeKTypa 1 0co- 5 4 4 12 | OueHka BBINOJTHEHUS
OCHHOCTH pabOTHI CH- MPaKTUYECKOTO  3aja-
CTEM DJIEKTPOHHOTO HUS TI0O METOJly aHAJIH-
JIOKyMEHTOO000pOTa 3a KOHKPETHBIX CHUTYya-

it (AKC)

3 Bo3moxHoctu u mpe- | 5 4 6 14 | OueHka BBIIOJHEHHUS
UMYIIECTBA CHCTEMBI MPaKTUYECKOro  3aja-
AJIIEKTPOHHOTO  JIEJIO- HUS TI0O METOJly aHaJIH-
MIPOU3BOICTBA 3a KOHKPETHBIX CHUTya-
«JAEJIO» uuii (AKC)

4 OcobenHocTu 5 4 6 14 | OueHka BBIIOJHEHUS
YCTAaHOBKA U PaOOTHI MPaKTUYECKOTO  3aja-
C TMpOrpaMMOM HJIEK- HUS 110 METOJy aHaJH-
TPOHHOT'O JIOKYMEHTO- 3a KOHKPETHBIX CHUTYya-
o0opoTa MpeanpusTHs it (AKC)

«JAEJIO»

5 | OCHOBHBIE ONIIUH CH- 5 4 6 14 | KonTpoasHas pabora
CTEMBI DJIEKTPOHHOTO
JENIOTPON3BOACTBA
«AEJIO»

[Ipomexyrtounas ar-| 5 18 OK3aMeH
TecTanus TectupoBanue




HTroro 3a cemecTp 20 22 18 54

6 | Opranuzanus cu- 2 2 2 | OueHka BBINOJHEHUS
CTEMBI AIEKTPOHHOTO MPAKTHYECKOro  3aja-
JOKYMEHT0000pOoTa U HUS 110 METOJy aHaJH-
ee 3amura. OyHKIHO- 3a KOHKPETHBIX CUTya-
HaJbHbIE BO3MOXHO- uuit (AKC)

CTH CHUCTEMBI HJICK-
TPOHHOTO JEJIONPOU3-
BojicTBa «JIEJIO»

6.1 | Peructparmus 2 2 4 | OueHka BBINOJHEHUS

JIOKyMEHTOB MPAKTHYECKOro  3aja-
HUS TI0O METOJly aHaJIH-
3a KOHKPETHBIX CUTYya-
uit (AKC)

6.2 | Pabora ¢ daitmamu 2 2 4 | OueHka BBITIOJHEHUS
(9TIEKTPOHHBIMH MPAKTUYECKOro  3aja-
JIOKYMEHTaMH ) HUS 110 METOJy aHaJH-

3a KOHKPETHBIX CUTya-
it (AKC).
KonTponbhast pabora

6.3 | Pabota ¢ mopy4eHu- 2 2 | OneHka BBITTOJIHEHUS
MU (Bblaya, UCIIOJ- MPAKTUYECKOro  3aja-
HEHHUE U KOHTPOJIb) HUS 110 METOJy aHaJH-

3a KOHKpPETHBIX CHUTYya-
it (AKC).

6.4 | Pabota ¢ «xabune- 2 2 4 | OnieHKa  BBITIOJIHEHUS
TOMY - «BHPTYyallb- MPaKTUYECKOro  3aja-
HBIM pabOYNM Me- HUS TI0O METOJTy aHaJIH-
CTOM» 3a KOHKPETHBIX CHUTya-

it (AKC)

6.5 | PaboTta c mpoekramu 2 2 4 OneHKa BBIIOJIHEHUA
JIOKYMEHTOB MPaKTUYECKOro  3aja-

HUS 110 METOJy aHaJH-
3a KOHKPETHBIX CHUTya-
uuii (AKC)

6.6 | IIpueM u BHELIHSIS 2 4 OLeHKa  BBITIOJIHECHUA
pacchlIKa JOKyMeH- MPAKTUYECKOro  3aja-
TOB HUS 110 METOJy aHaJH-

32 KOHKpPETHBIX CHUTYya-
uuii (AKC).

6.7 | JIBW>KEHUE TOKyMEH- 2 2 4 | OueHka BBINOJHEHUS
TOB BHYTPH OpTraHH3a- MPaKTUYECKOTO  3aja-
1002078 HUS TI0O METOJIy aHAJIH-

3a KOHKpPETHBIX CHUTYya-
nuii (AKC)

6.8 | [loTouHoe ckaHUpOBa- - 2 2 | OueHka BBINOJHEHUS
HUE C HAHECEHUEM MPaKTUYECKOro  3aja-
ITPUX-KOJa HUS TI0O METOJIy aHAJIH-

3a KOHKPETHBIX CUTya-
nuii (AKC)

6.9 | ®opmupoBaHue e 2 2 6 OLeHKa BLIIOJIHEHUSA




it (AKC)
6.10 | Cucrema aBToMaTuza- | 6 2 6 |-
MU y4eTa IOKyMEeH-
TOB apXuBHOTO (hoHzA
6.11 | YnaneHHslil 10CTYyI K 6 2 2 6 OneHKa BBIIOJIHEHUSA
JAHHBIM U (QYHKIIHSIM MPaKTUYECKOTO  3aja-

uuii (AKC)
6.12 | UadopmarmonHo- 6 2 - 6 |-
CIIpaBOYHas paboTa
[IpomexxyTounas ar-| 6 18 DK3amMeH
TeCcTalus TectupoBanue
Hroro 3a cemecTp 6 |20 22 18 54
HToro 3a kypc 5,6 | 40 44 36 | 108

8. O0HoOBJIEHHE OCHOBHOI1 U AO0NOJHUTeIbHON JuTepaTypsl (2020 r.)

B pazaen 6. YueOHO-MeTOAMUYECKOe U MH(OPMAIIMOHHOE O0ecTeyeHue U CIUIINHbI
BHOCATCSA CJIEAYIOIINE U3MEHEHHUS:

JlomoHUTh pasnen JonmoHuTe/IbHAS JIUTEpaTypa

AKTyanpHBIE BOMpPOCH! 3aIiuThl HHGpopMmanmu : MoHorpadus / A.B. babam, E.K.
bapanoBa. — Mocksa : PUOP : UHOPA-M, 2020. — 111 c¢. — (Hayunas msbicip). —
https://doi.org/10.12737/monography 58dbc380aa3a4 - Tekcr : »snexrtponnsii. - URL:
https://new.znanium.com/catalog/product/1052207

Kabamor, C. ). DnekrpoHHOE NPaBUTEIBCTBO. OJEKTPOHHBIA JTOKYMEHTOOOOPOT.
Tepmuns! u onpenenenus : yaueoHoe nmocodue / C.1O. Kabamos. — Mocksa : UHOPA-M, 2021.
— 320 c¢. — (Beicmee oOpa3oBanue: bakanaBpuar). - ISBN 978-5-16-006835-0. - Tekcr :
anektpoHHbIH. - URL: https://znanium.com/catalog/product/1132150

9. B snement pabodeil mporpammbl m.4 OOpa3oBaTejibHbIE TEXHOJOTHMH BHOCSTCS
CIIEYIOIIE U3MEHEHHUS:

B mepuon BpeMEHHOro MPHOCTAHOBIICHUS TOCEIICHUS] OOYYArOIIMMUCS TTOMEIICHUN M
tepputopun PITY. nna opranuzanuu y4eOHOro Mpolecca ¢ MPUMEHEHHEM DIIEKTPOHHOTO
oOyueHusi M JUCTAHIIMOHHBIX O00pa30BaTENbHBIX TEXHOJOTHH MOTYT OBITh HCHOJIb30BaHBI
clenyromre 00pa3oBaTeabHbIe TEXHOJIOTHH:

— BUJICO-JIEKIUU;

— OHJIAMH-JIEKIIUHN B PEKUME PEATBbHOTO BPEMEHHU;

— DJICKTPOHHBIE YYCOHWUKH, yUeOHbIC MOCOOUS, HAYYHBIC U3/IaHUS B YJIEKTPOHHOM BHJIE U
JOCTYTI K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;

— CHUCTEMBI IS SJIEKTPOHHOT'O TECTUPOBAHMS;

— KOHCYJIbTAIIMH C UCIIOJIb30BAHUEM TEJIEeKOMMYHHUKAIIMOHHBIX CPEJICTB.

10. B snemenT paboueit mporpaMmel 7. MaTepuajbHO-TeXHUUYeCKOe ofecrnevyeHHe
AUCHHUILNIMHBI/MOIYJISAA BHOCATCS CIENYIOIINE U3MEHEHMUS:
[lepeuens B/] u UCC

MPaKTUYECKOTO  3aja-
HUS TI0 METOJy aHaJU-
32 KOHKpPETHBIX CHUTYya-

HUA 11O MCTOAY aHAJIN-
34 KOHKPCTHBIX CUTYya-



https://new.znanium.com/catalog/product/1052207

Nor/mt

Hanmenosanue

Web of Science
Scopus

MexnyHaponnele pedepaTuBHble HaykomeTpuueckue bJl, moctymHeie B pamkax
HanoHaJIsHOU noamucku B 2020 T.

rmoamuckd B 2020 r.

SAGE Journals

XKypnansl Taylor and Francis

XKypnanel Cambridge University Press
ProQuest Dissertation & Theses Global

[Ipodeccronanbupie TOMHOTEKCTOBBIE bBJ[, mgocTymHbIe B paMKax HaIMOHATBHON

JSTOR

[IpodeccrnonanpHbie MOTHOTEKCTOBBIE B/

W3nanus mo oOniecTBEHHBIM U TYMaHUTapHBIM HayKam
DnektpoHHas 6ubnuoreka Grebennikon.ru

KoncynperanT Ilntoc,
lapanT

KOMHLIOTepHBIC CIIPAaBOYHBIC ITPABOBLIC CUCTCMbI

B anemenT pabodeii mporpaMMbl 7. MaTepHaJbHO-TeXHHYECKOe o0ecnedeHue U CHUIIMHbI/

MOAYJH BHOCATCSA CICAYIOINEC N3MCHCHUA!

Cocmae npozpammnozo ovecneuenusn (I110)
Nenr Haumenosanue I10 [TpousBoauTeIn Crioco0 pacnpoctpane-
/m HUS (TUYEeH3UOHHOE UIU
€80000HO pacnpocmpa-
HAEeMOE)

1 Adobe Master Collection CS4 Adobe JIMLIEH3UOHHOE

2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE

3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE

4 AutoCAD 2010 Student Autodesk CBOOOIHO pacrpocTpaHsi-

eMoe
5 Archicad 21 Rus Student Graphisoft cBOOOJTHO pacIpocTpaHsi-
eMoe

6 SPSS Statisctics 22 IBM JINIIEH3UOHHOE

7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE

8 SPSS Statisctics 25 IBM JIMIICH3UOHHOE

9 Microsoft Office 2013 Microsoft JIAIIEH3UOHHOE

10 | OC «AnbsT O6pazoBanuey 8 00O «bazanst CIIO | nuiieH3nOHHOE

11 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE

12 Windows 10 Pro Microsoft JIMLIEH3UOHHOE

13 | Kaspersky Endpoint Security Kaspersky JUICH3UOHHOE

14 | Microsoft Office 2016 Microsoft JINICH3UOHHOS

15 Visual Studio 2019 Microsoft JIMLIEH3UOHHOE

16 Adobe Creative Cloud Adobe JIMLIEH3UOHHOE

17 Zoom Zoom JIMIICH3UOHHOE

CocTaBuTEIb:

K.n.u, nonienr, I'.A. llleBnosa
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