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1. IHosicHuTeILHAA 3aNIUCKA

1.11exp 1 3aJ1a4l AUCHUILINHEL

Lenp MuCUMIIIMHBI - TOJTOTOBUTH BBIMYCKHUKA, YMEIOIIETO OpPraHW30BaTh YIIPaBICHUE
AJIIEKTPOHHBIMU JIOKYMEHTaMH B CHCTEMaX 3JIEKTPOHHOTO JO0KyMeHTooOopoTta. OcBoeHue
TUCHUIUTMHBL ~ HAMpaBICHO HA MPHOOpEeTeHWE  CTyJIEHTaMH 3HAaHUH O  BHEAPEHUU
MH()OPMAITMOHHBIX TEXHOJIOTHH B IEATEILHOCTH CIIy k051 IOV

3ajauu TUCHUTUINHBL:

- M3yYUTh TEOPHI0 M TMPAKTUKY MPUMEHEHHUS aBTOMATHU3UPOBAHHBIX CHCTEM B
YIpaBIICHUU JIOKyMCHTAIIUCH;

-M3y4YUTh  OCHOBHBIE  TIOHATHUS,  HCIOJNB3yeMbIE B  Ipollecce  MPUMEHEHUS
nHPOPMaMOHHBIX TexHoJorui B JJOVY;

- M3Y4YUTh MCTOPUIO aBTOMAaTH3anuu W MexaHuzanuu JIOY B Hamelt ctpane u 3a
pyOexoM;

- U3yYUTh HOPMATHBHO-IIPABOBBIE OCHOBBI MIPUMEHEHHUSI WH(OPMALMOHHBIX TEXHOJIOTHI
B J1I0OV;

- U3yYUTh TEXHUYECKOE U MPHUKIAJHOE MPOrpaMMHOe oOecredeHne, UCIOIb3yeMOoe MPU
OpTraHu3allMi  3JEKTPOHHOTO  JOKYMEHTOOOOpoTa B  HWH(POPMALMOHHOM  O0ECIeYeHUH
yIpaBleHus,

- U3YYHTh TIPUHIUIBI BBIOOpA W OPTaHU3AINMIO BHEAPCHUS © WUCIOJIH30BAHUS
TEXHUYECKOT0 ¥ MPOTrpaMMHOT0 00eCTieYeHHUS,;

- H3YYUTHh HHPOPMAIIMOHHBIC CUCTEMBI 1 OCHOBHBIC WH(OpMaIMOHHBIE pecypchl B JJOVY;

- M3yYUTh W MPOAHAIU3UPOBATH CPEIACTBA 3alIUTHl MHGOPMALUU B MH(DOPMAIMOHHBIX
cucTemMax, ucrnoiaszyeMoix B JJOY;

- chopmupoBaTh MpodeccHOHANbHBIE HaBBIKM pabOThl B aBTOMATHU3MPOBAHHBIX
crcTeMax.

OcBoeHHe AMCUMIUIMHBI HaIlpaBI€HO Ha MPUOOPETeHHE CTyACHTAaMU 3HaHWH 00
YIpPaBICHUU JOKYMEHTAMHU C HCIIOB30BAHHEM WH(POPMAIMOHHBIX TEXHOJOTHUH. DTO MO3BOJIHT
CTy[IEHTaM OpHEHTHPOBAThCSI B MHOT0OOpa3HM MPOTPAMMHBIX CPEICTB U BapUaHTHOCTH
MPOrPaMMHO-TEXHOJIOTHUECKUX ~ PEIICHWH Ui~ peaju3alliii  OJHOTHITHBIX 33734 B
JOKYMEHTAIIHOHHOM 00€CTIeYeHUN yIPaBICHHUS.

1.2H6[2€‘I€HB MJIaHUPYEMBIX PE3YJILTATOB O6y‘leHI/I$I IO JUCITUITIINHE,
COOTHECCHHLIX € MHAWKATOPAMU JOCTHIKCHUA KOMHGTGH!!I/Iﬁ

Komnerenuuu WHuankaTopsl KOMIETEHIUN PesynbraThl 00y4yeHus
I1K-4 Cnoco0en | ITK-4.1. obecnieunBaer 3HaTh: IPaBOBOE PEryJIMpPOBaHUE Chepbl
OCYILIECTBIIATH JOCTYII ITOJIB30BaTENEN U ynpasiieHus: tHPopmaluei u
MPOEKTUPOBaHKUE U | BeJleHHE HHPOPMALMOHHO- JIOKyMEHTaIueH, COBpeMEHHbIE
BHE/IPEHHE CHCTEM | CIIPaBOYHOI pabOTHI B UH(QOPMALMOHHBIE CUCTEMBI, CHCTEMBI
3JIEKTPOHHOTO UH(POPMALIMOHHON cucTeme 3JIEKTPOHHOI'0 JOKYMEHTOO00POTA.
JOKyMEHTO000pOTa YMeTh: IpUMEHSITh 3HAHWE HOPMAaTHBHO-
B OpraHu3aIu paBoBOM 06a3bl B chepe ynpaBieHus

uH(popmaImen u JOKyMeHTaIe B
MIPAKTUYECKOU IEATEIBHOCTH
Bnanets: HaBpikamMu BbIOOpa
HEOOXOMMBIX TEXHOJIOTUYECKUX
pELICHH B TPOLECCE YIIPABICHUS
uHbopMaluel 1 TOKyMeHTaluen

I1K-5. Cnoco6en | [1K-5.2. UmeeT npakTrueckuii | 3HaTh: MeToAUKy npuMeHeHus: COJI B




OpraHu3oBaTh
orepaTHUBHOE u
apXUBHOE XpaHEHUE
JIOKYMEHTOB c
HNCITOJIBb30BaHUECM
WHTETPUPOBAHHOMN

cpensl  pa3paboTKH,

OTIBIT Pa3pabOTKH U
TECTUPOBAHUS TPUKIIATHBIX
nporpaMm B 00JacTu
OTIEPATUBHOTO U ApXUBHOTO
XpaHEeHUs JOKYMEHTOB

YIIPABJICHYECKOM IEATEIBHOCTU
OpraHu3aIH

YMmerTs: IMPUMCHATH TCXHUYICCKOC 1
NPUKIIAJHOE TPOTPaMMHOE 00ecTieueHIe
AJId OpraHru3alu 3JICKTPOHHOI'O
JIOKyMEHTO000pOTa B MH()OPMAITMOHHOM
o0ecreyeHn! yrpaBIeHHs

BKJIIOYasi CpEeJCTBa Brnaners: HaBbIKaMU BKITIOUEHUS
BU3YaJIbHOT'O JOKYMEHTOB B CUCTEMY YIIPABICHHS
MIPOrpaMMHUPOBAHUS JOKYMEHTaMU U pEerucTpaliy B Hell;
, yMeeT yIpaBJIeHUs TOKyMEHTaMH B CHCTEME
HCIOJIb30BaTh (pacnpeeNIeHHOTO YIIpaBJIeHUS
CpeacTBa JIOKYMEHTaMH ); JOCTYTIA, TOMCKa U
aBTOMAaTHU3AINH UCIIOJIb30BaHUS JOKYMEHTOB B CHCTEME
JTAalloOB aHaJIW3a H ¥ KOHTPOJIS 33 MX UCTIOJIHEHHEM;
MIPOEKTUPOBAHMUS XpaHEHUsl U YHUUTOXKEHHsSI IOKYMEHTOB
[IK-7. Cnocoben [IK-7.1. 3naer TpeGoBaHus 3HaTh: HOPMAaTUBHO-IIPABOBBIE OCHOBBI
pa3pabatbIBaTh CTaH/IapTOB HAa TEXHUYECKYIO | MPOEKTUPOBAHMS U BHEIPEHUS CUCTEM
TEXHUYECKYIO JIOKYMEHTAILUIO AJIEKTPOHHOI'O JOKYMEHTO000pOTa
JOKYMEHTAIUIO U YMeTh: NPUMEHSTh TEOPETUYECKUE U
HCII0JIb30BaTh NPaBOBBIC 3HAHMS MIPU MPOSKTHPOBAHUU
CpeacTBa u BHeApeHuu CO /] B KOHKpETHOM
aBTOMATH3alUU TIPU OpraHu3aIiu
IPOEKTUPOBAHUU Brnagers: HaBBIKOM IJIAHUPOBAHUS
MH(OPMAITMOHHBIX 9TanoB pa3padotku u BHeapeHus COJI B
CUCTEM COOTBETCTBUHU C
[IK-7.2. Umeet npakTtudeckuil | 3HaTh: METOAUKY COCTABIICHUS
OTIBIT y4acTUs B pa3paboTke TEXHUYECKOM IOKyMEHTAlUU AJIs
TEXHUYECKOH TOKYMEHTALMU | OpraHU3aluy U COMPOBOKICHHS
U TIPOEKTUPOBAHUU nesitenbHocTH COJ1
UH(POPMALMOHHBIX CHCTEM YMeTb: IPUMEHSTh TEOPETUIECKHIE U
METOIUYECKHUE TTOTONKESHHUS [T
(opMHPOBaHUS KOMITJIEKTa TEXHUYECKOM
JIOKYMEHTAI[UU C YYETOM YCIOBUI
KOHKPETHON OpraHu3aIuu
Brnagets: HaBbIKaMu COCTaBICHUS
UHCTPYKIHUH, TOPSIKOB, PETIIAMEHTOB
JUTSL pa3JIMYHbIX TPYTI MMOJIb30BaTeneit
CD/] Ha OCHOBE JIOKATBHBIX
HOPMATUBHBIX aKTOB, PETYIUPYIOIMIUX
yhpaBJIeHUE TOKYMEHTaM B
OpraHu3aIuu
1.3MecTo AMCUMILIMHBL B CTPYKTYPE OCHOBHOW 00pa30BaTEIbHON
IIporpaMmbi
JlucuuninuHa «ABTOMATH3UPOBAHHBIE CHUCTEMBl JIOKYMEHTAIIMOHHOTO OOecreyeHHs

VOpaBIEHUS» OTHOCHTCS K YacTH JUCIUIUIMH 10 BBIOOPY, (OpMUPYEMO#l y4YaCTHHUKaAMHU
00pa3oBaTeNbHBIX OTHOIIEHUH 1O HarpaBieHUsM NoarotoBku 46.03.02 JlokyMeHTOBEICHHE U
apxXuBOBeICHUE, PO «THTEINEKTyallbHBIC CUCTEMBI B YIIPABICHUH JJOKYMEHTAMI).
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Jlnsi OCBOGHMS IMCUMIUIMHBI (MOAYJsS) HEOOXOIMMBI 3HAHUS, YMEHHS M BIIAJCHUS,
c(OpMUPOBAHHBIE B X0/1€ U3YUEHHUS CIIEAYIOIINX AUCIUILINH:

- UndopmanoHHble TEXHOJIOTUU

- UadopmanmoHHbIe TEXHOJIOTHH B TOKYMEHTAIIMOHHOM O0ECTICUCHHUH YTIPABICHUS

- PazpaboTka nH(pOpMaIIMOHHBIX CUCTEM

- UudopmanonHoe odecriedeHre ynpapaeHusl.

B pesynbraTe OCBOGHHS TUCHMIUIMHBI (MOAYJA) (HOPMUPYIOTCS KOMIIETEHIIMH,

HEOOXOIMMBIE ISl H3YUCHHUS CIICAYIONINX TUCIUILTNH U TPOXOKIACHUS PAKTHK:

®opmaThl AEKTPOHHBIX JOKYMEHTOB B CUCTEMaX 3JIEKTPOHHOTO JOKYMEHTO000poTa

I'ocynapcTBeHHbIE HHPOPMAIIMOHHBIE CHCTEMBI

[IpennurioMHast mpakTHKa.

2 CrTpyKTypa IMCUUIIMHBI

OO01mmas TpyA0eMKOCTh JUCIUTUTHHBI COCTaBiseT 3 3.¢., 108 .

CTpyKTypa AUCUHUILIMHBI 1JIs1 04HOH GopMbI 00yUeHUs!

O0beM MUCIUIUTHHBI B ()OpME KOHTAKTHOW PabOTHI 00YYaIOMIUXCS C MeAarormuecKuMu
pabOTHUKaMU U (WJIH) JIUI[AMHU, TIPUBJICKACMBIMH K peau3aiuid 00pa30BaTeIbHOM MPOrpaMMbl
Ha WHBIX YCJIOBUSX, P MPOBEJACHUN YUCOHBIX 3aHATHIA:

Cemectp | Tun y4eOHBIX 3aHATHI Konng
€CTBO
4acoB

7 Jleknnun 24
7 CeMuHApBI/TTa00PATOPHBIE PAOOTHI 36
Bceero: 60

O0beM AUCHUILTUHBI B (HOpPME CAMOCTOSATENbHON PaOOTHI 00YYAIOIIMXCS COCTABISET 48
aKaJeMUYECKUX Y4acOB.

3 Coaepxanue TUCHHUIIIMHBI

Ne | HaumeHnoBaHue pasaesia Conepxanue
AUCHHUILIHHBI
1 BBenenue [Ipeamer, uenu, 3ana4u, coAep>KaHUE U METOUKA U3YUCHUS

Kypca, ero pojb B IOATOTOBKE OaKajlaBpOB, CBSI3b C IPYTHMHU
y4eOHBIMU TUCIUTUIMHAMU. XapaKTePHCTHKA
3aKOHO/IaTENBHBIX, HOPMAaTUBHO-METOIUIECKUX
JIOKYMEHTOB, HAIIHOHAJLHBIX H MEXTyHAPOTHBIX
CTaHAAPTOB 110 H3y4aeMoi npobnematuke. HopmarusHo-
CIpaBOYHAsI, METOJMYECKAst U yueOHas TuTeparypa.
WuTepueT — pecypcsl. OCHOBHBIE TTOHATHS Kypca:
DIIeKTPOHHBIA JOKYMEHT. DJIEKTPOHHAS TTOIIHCE.
HOpuanuecky 3HaUUMBINA TOKYMEHTO000pOT. MexaHu3arus,
aBTOMAaTH3alMsl U HHQOpMATU3ALHS JeTIONPOU3BOCTBA.
Aptomatm3upoBanubie cucteMsl (AC), nHpOpMaITMOHHBIE
cuctemsl (MC), kopropaTuBHbIE HH()OPMAIITMOHHBIE CHCTEMBI
(KHC), aBTOMaTH3UPOBAHHBIE CHCTEMBI




JMIOKyMEHTaIMoHHOTO obecrniederHwus yrpasieaus (AC JJOY)
u 1p. Pornb Kypca B cOBEpILICHCTBOBAHNY OpraHU3aMN
paboOThI ¢ TOKYMEHTAaMHU B YITPABICHUH, CO3TAaHUN
ONITUMAJIBHBIX YCIIOBHI paOOTHI CIYKO TOKYMEHTAIIHOHHOTO
obecrieuenus. 3nauenue nHpopmatuzanuu JOY Ha
COBpPEMEHHOM JTare.

Pazpgen 1.

PBIHOK aBTOMATH3UPOBAHHBIX
CHCTEM JIOKYMEHTAIMOHHOT'O
obecrniedeHus yrpaBIeHUs

Cocrosiaue peiHka AC IOV Ha cOBpeMEHHOM 3Tarie.
Poccuiickuii u mexayHapoansiil peiHok AC JIOVY.
Crarucrtuka peiaka. Cermentanus peiaka AC 10V,
Uctounnkn naop™Maruu o coctossanu peiaka AC JIOY.
OcCHOBHBIE TEH/ICHIIMY U3MEHEHHUS PHIHOYHBIX IIOKa3aTeneil
3a nociegHui nepuof. GakTopsl, BIMUSAIOUIME HA U3MEHEHUE
nokazateneil peiHKa. PeiHok AC IOV B cTpyKType pbIHKa
MH()OPMAIIMOHHBIX TEXHOJIOTHH. MeToauKa u KpuTepuu
BbIOOpa aBTOMATH3MpOBaHHOU cucTeMbl JIOY.

Paznen 2.

OcHoBHbIE (PYHKIIMOHATBHBIE,
TEeXHUYIECKHE U
TEXHOJIOTHYCCKHUEC Tpe6OBaHI/ISI
K aBTOMaTH3MPOBAaHHBIM
cucTeMam
JOKYMCHTAllTUOHHOT'O
ofecrniedeHus yrpaBieHUs

Ienu u 3a1a4m, CTOSIIUE TP UCTIOIH30BAHUH
aBTOMAaTU3UpOBaHHBIX cucteM B JJOY. Tunosele 3anaun
apromatuzanuu JIOVY: co3nanue, nepenada, XpaHeHHE,
MOKMCK, KOHTPOJIb UCIIOJIHEHHUS TOKYMEHTOB. DJICKTPOHHBIN
JIOKYMEHT0000pOT. OCOOEHHOCTH HCITOJIL30BaHUS
aBTOMAaTU3UPOBaHHBIX cucTeM B JIOY Ha coBpeMeHHOM
JTane pa3BUTHUS (CMEIIaHHEIN TOKYMEHTO000POT).
TpeOoBaHus, MPEABABIAEMbIC K aBTOMATH3UPOBAHHBIM
CHCTEMaM B COOTBETCTBHUHU C HOPMATHUBHBIMH IPABOBBIMHU
nmokyMmeHTamu. [IpakTrdaeckue 3a1aun, OCyIecTBIsIeMbIe
apToMaTu3upoBaHHbIMU cucTeMamMu B JIOY. OcHOBHEIE
aBTOMAaTU3UPOBAHHBIC CUCTEMBI, UCTIONb3yeMbie B IOY u ux
knaccuukanusa. TexHOIOTHH: BKIIOUEHHUS TOKYMEHTOB B
CHCTEMY YIIPaBJIEHHS JOKYMEHTAMH U PETHCTPAINY B HEll;
yIpaBiIeHHS JOKYMEHTaMH B CUCTEME (pacrpeelieHHOTO
yHpaBiIeHHS JOKYMEHTaMH); JIOCTYIIa, TOWCKa U
MCIOJIb30BaHUS JOKYMEHTOB B CUCTEME M KOHTPOJIS 33 UX
MCIOJHCHUEM; XPAaHCHUS U YHUUTOXKECHHUS JIOKYMECHTOB.
TeXHOJIOTUU TOTOKOBOTO CKAHUPOBAHUS JOKYMEHTOB U T.II.

Paznen 3. OcHOBHBIE
(hyHKITOHATBHEIE
BO3MOKHOCTH 1
XapaKTePUCTUKU
aBTOMATU3HUPOBaHHBIX
CHUCTEM JEJIOTPOU3BO/ICTBA

PeiiTunr u knaccuukanys aBTOMaTu3UPOBAaHHBIX CHCTEM,
npuMeHseMbIx B IOV : o0mrast XxapakTepruCcTHKa,
pa3paboTUHK, CTPYKTYpa IOCTPOCHHUS, PYHKIIHOHATBHBIE
BO3MOXXKHOCTH, TEXHUUECKHE XaPAKTEPUCTHKH, OCOOCHHOCTH
TEXHOJIOTHH, pasTpaHuueHHUE NPaB I0JIb30BaTeIeh B
cucTeMe, CIIPABOYHUKU CHCTEMBI, PETHCTPAIHS U YUeT
WHQOPMAIH B CUCTEME, BeJICHHE KOHTPOJIBHOM PadoTHl,
(hopMupoOBaHHE CIIPABOK U OTYETOB, MTAOIOHBI (hOpM,
MapIIpyThl IBHKEHUS TOKYMEHTOB U 1p. Paborta
CHCTEMHOTO TEXHOJIOTa B cucTeMe. PaboTa mons3oBarerneii B
CHCTEME.

IlepcnexTuBbl
HCIIOJIb30BaHUS U
HanpaBJCHUS Pa3BUTHSA
ABTOMATHU3UPOBAHHBIX
CHCTEM JOKYMEHTAllHOHHOTO
oOecrnieueHus yrpaBieHHUs

OcHoBHble TeHaeHuH pa3Butus AC 10Y. Bnusnaue
pa3BUTHI HHPOPMAITHOHHBIX TEXHOJIOTHHA Ha
apromatuzanuio JJOY. Baxxunocts AC IOV nns
rocygapctBeHHoro ynpapieHus. cnons3oBanue AC JJOY
TIPH OKa3aHUH TOCYNAPCTBEHHBIX YCIyT U
MEXBEIOMCTBEHHOM DJICKTPOHHOM B3aMMOJICHCTBUH.
OO0navHbIe TEXHOJIOTUY B YIIPABICHUH JJOKYMEHTAMH.

Y naneHHslil TOCTyN K CUCTEMaM. DKCIIEPTHEIE OIICHKH
passutwsl B cepe apromatuzanuu J1OY.




4 OoOpa3oBaTesibHbI€ TEXHOJOTHH

Ne Buasbl yueOnnix |O0pa3oBaTeibHbIC
HaumenoBanme pa3aesa .«
n/n 3AHATHH TEXHOJIOTUH
1 |2 3 4
1. |BBenenue Jlexmus 1. BBojanas nekmus ¢
WCTIOJIH30BaHUEM
BUJICOMATEPUAIIOB
2 |PeIHOK aBTOMATH3MpPOBAHHBIX cucTeM |Jlexrmst 2. Jlexmus-Bu3yanu3amnus ¢
JIOKYMEHTAIIHOHHOTO obecrieueHus MIPUMEHEHNEM CITaliI-TIPOEKTOpa
YIIpaBICHUS JlaGoparopHbie IToaroroBka K 3aHSATHUIO C
3aHATHUS UCTOJIb30BAaHUEM PECYPCOB
WHTEPHET, yKa3aHHBIX B
CamocrosiTenpHas |METOAMYECKUX PEKOMEHAANAX K
pabota JTUCLUTUINHE.
KoHncynpTrpoBanue u npoBepka
JIOMAITHHUX 33/1aHUH TTOCPEICTBOM
obmayHoro cepsuca Dropbox
3 [OcHoBHBIC (yHKIMOHANIBHBIE, | JIekust 3. [IpoGieMHuas ekuus
TeXHHYECKHe W  TexHosorndeckue |JlaboparopHbie 3aHATHS B CHCTEMaxX
TpeOOBaHHA K aBTOMATH3UPOBAHHBIM [3aHITHA 3JIEKTPOHHOTO
cHUcTeEMaM JIOKYMEHTAI[MOHHOTO nokyMeHnToobopota (COJ]) u Ha
o0ecrieueHus yIpaBIeHHs CamocTosiTenbHas |caiiTax BEHIOPOB
pabora IToaroToBKa K 3aHITHIO C
WCTIOJIH30BAHUEM PECYPCOB
WHTEPHET, YKa3aHHBIX B
METOMYECKUX PEKOMEHIAIHIX K
TACITUTUTHHE.
KoncynsTupoBaHnue u nposepka
JIOMaITHAUX 33/I1aHUH TTOCPEICTBOM
obmagroro cepsuca Dropbox
4  |OcHOBHBIE dbyuakunonanpubie | JIeknus 4. Jlexnusi-Bu3yanu3zanusi ¢
BO3BMOXHOCTU M XapaKTEePUCTHKHU MpUMEHEHUEM CIalI-TIPOEKTOpa
aBTOMAaTU3UPOBAHHBIX cucreM |JlabopaTopHbie 3aHATHS B CUCTEMAaX
JIEJIOTIPOU3BOJICTBA 3aHATHA 3JIEKTPOHHOTO
nmoxymeHnToobopora (CO/1) u Ha
CaMmocrosTenpHas |caifTax BEHIOPOB
pabota IlonroToBKa K 3aHIATHIO C
HCTOJIb30BAaHUEM PECYPCOB
WHTEPHET, YKA3aHHBIX B
METOJMYECKAX PEKOMEHIAIIIX K
TUCTIATIIIHE.
KoncynsTupoBanue u npoBepka
JIOMAIIIHUX 3aJaHUI OCPEACTBOM
obxaugnoro cepsrca Dropbox
5 [TepcniexTrBBI HUCIOJIb30BAHUS n|Jlekus 5. [IpoGieMHas Jiekuus;
HaIlpaBJICHUs passutus |JlaboparopHbie IToAroToBKa K 3aHITHIO C
aBTOMAaTHU3UPOBAHHBIX CUCTEM |3aHATHS WCTIOJIH30BAHUEM PECYpPCOB
JIOKYMEHTAIIHOHHOTO obecrieueHus WHTEpHET, yKa3aHHBIX B
YOpaBJICHUS W AapXUBHOTO XpaHeHus|CaMOoCTOsATEIbHAs |METOAMYECKUX PEKOMEHIANUAX K

JOKYMCHTOB

pabora

JUCLUTLTIHE.

KoncynpTipoBanue u mpoBepka
JIOMAIITHUX 33JIaHAN TIOCPEJICTBOM
obmaynoro cepsuca Dropbox
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B mepuos BpeMEHHOro NPHOCTAHOBJIECHUS MOCEIIEHUS OOYYaroIMMHCS TMOMELICHUNA W
tepputopun PITY nna opranmzanum y4yeOHOro mporecca ¢ HPHUMEHEHHEM 3JIEKTPOHHOTO
o0y4yeHHs W JUCTAaHLMOHHBIX OOpa30BaTEIbHBIX TEXHOJOTHH MOTYT OBITh MCIOJIb30BaHbI
cieayronme o0pa3oBaTeIbHbIE TEXHOIOTHU:

— BUJICO-JICKIUH;

— OHJIAMH-JIEKIIMM B PEKNUME PEATIBHOTO BPEMEHH;

— DJICKTPOHHbIE YUYeOHUKH, yueOHbIe TOCOOUS, HayuyHbIe U3AaHUS B DJICKTPOHHOM BHJIE U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEeIbHBIM pecypcam;

— CHUCTEMBI JIJIs1 QJIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIBTAIIMH C UCIOJb30BAHUEM TEIIEKOMMYHHUKAIHOHHBIX CPECTB.

5 Ouenka mIaHUPYEeMbIX Pe3yJIbTATOB 00y4YeHUA
5.1Cucrema OLICHUBAHUS

dopMa KOHTPOJIS Makc. K0JIM4ecTBO
0aJu10B
3a oany Bcero
padorty
Tekyimmit KOHTPOJIb:
- yuacmue 6 ouckyccuu (memul 2-5) 3 6anna 12 6annos
- 8bINOJIHeHUe 3a0aHUll Ha npakmuyeckom sauamuu (memsi 2-3) |3 dbannos 48 bannos
[IpomexxyTounas arrecranus 40 6annoe
(umozoswiii mecm)
Hroro 3a 7 cemectp 100 6annos
9K3aMeH

[Tomy4yeHHBI COBOKYIIHBIN PE3yJIBTAT KOHBEPTUPYETCS B TPAJAULIMOHHYIO KAy OLIEHOK U B
HIKally OlleHOK EBporneiickoii cucteMsl nepeHoca 1 HakomieHust kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBHM € TabIUIEH:

100-6annpHas T — [lIxana
1IKaja ECTS
95-100 A
3904 OTIIUYHO B

68 — 82 XOpOIIO 3a4TEHO C

56 —67 D
5055 YAOBIETBOPUTEIBHO E

20 —-49 FX
0-19 HEYJIOBIETBOPUTEIHHO HE 3a4TEHO F
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5.2Kputepuu BbICTaBACHUS OIIEHKH O JUCIUIIINHE

Bamnsl/
Hlxkama ECTS

O1eHka 1o
ITUCLUILINHE

Kputepuu onieHkH pe3ynbTaToB 00yUueHUs M0 AUCIUILTHHE

100-83/
A.B

«OTJIIMYHO»

BeicraBnsieTcst oOyqaromieMycsi, €Cii OH TITyOOKO ¥ IIPOYHO YCBOMII
TEOPETUYECKUI U IPAKTUUECKUI MaTepuall, MOXKET
TIPOJIEMOHCTPUPOBATH 3TO HA 3aHATHAX U B XO/I€ TIPOMEXKYTOUHON
aTTeCTalNy.

OOy4aroNMiCs UCYCPITBIBAIONIE U JIOTHYCCKU CTPOWHO U3JIaract
yueOHBIIl MaTepuall, yMeeT yBS3bIBaTh TEOPHIO C IPAKTHKOM,
CIIPABIISIETCS C PEIICHUEM 3a1a4 MPO(eCCHOHANTBHON HAIPaBICHHOCTH
BBICOKOI'O YPOBHS CJIOKHOCTH, ITPABUIIBHO O6OCHOBI)IB8.CT IIPUHATHIC
peIICHUS.

CB00O0HO OpueHTHpPYETCA B yueOHOH U TpodhecCHOHATEHON

JIuTEepaType.

O1eHKa 1Mo AUCIMIUIMHE BBICTABIISIOTCS 00yYaroneMycst ¢ y4éToM
pe3yJIbTaToOB TEKYyILEH U MPOMEKYTOUHON aTTeCTalluu.
Komnereniiu, 3akperi€éHHbIe 3a AUCIUITINHOMN, C(OPMHUPOBAHEI Ha
YPOBHE — «BBICOKHIY.

82-68/

«XOpouIo»

BeicraBnsiercst oOy4aromeMycsi, €Clii OH 3HaeT TEOPETHUCCKUN U
MIPAKTUYECKUHA MaTepHai, TpaMOTHO H IO CYIIECTBY M3JIaraeT ero Ha
3aHATHUSAX U B XOJI€ IPOMEXKYTOUHON aTTeCTalllu, HE AOIMyCKas
CYLIECTBEHHBIX HETOYHOCTEH.

OOyuarouuiicst MpaBUIIbHO IPUMEHSET TEOPETHYECKUE MTOJI0KEHHS
TIPU PEIICHNH MTPAaKTHYECKHX 3a1a4 MpodeccHOHaNbHON
HAIPaBICHHOCTH Pa3HOTO YPOBHS CIIOKHOCTH, BIAIEET
HEOO0XOAUMBIMU JUISI TOTO HaBBIKAMH U IPUEMAMU.

JlocTaTo4HO XOpOIIO OPHEHTHPYETCs B yueOHOH 1 pohecCHOHAIBHOM
JUTEparType.

OueHka 10 AUCIMIUIMHE BBICTABIISIOTCS 00yYaronieMycs ¢ y4éToM
pe3yIbTaToOB TEKYILEH U IPOMEKYTOUHON aTTEeCTALlUN.
KommeTeH1uu, 3akperui€HHbIe 3a TUCUUILTMHON, C(hOPMHUPOBAHbI HA
YPOBHE — «XOPOIIHI».

67-50/
D.,E

«YyIOBJIETBOPU-
TEJIbHO»

BricTaBmisiercs o0y4aromeMycsi, €CIIH OH 3HaeT Ha 0a30BOM YPOBHE
TEOPETHUYECKHUH U MPAKTHISCKUI MaTepHuall, TOIMyCKaeT OTACIbHBIE
OMMOKH IPHU €T0 U3JI0KCHUHU Ha 3aHATHAX U B XOJI€ TIPOMEKYTOUHOMH
aTTeCTAIlHH.

OOyyaroIMiics CTIBITHIBAET OIPEAEIEHHBIE 3aTPy/JHEHHS B
MIPUMEHEHHUHU TEOPETHYECKHUX MOJI0KESHUHN MPH PEIICHUN MPAKTHYECKUX
3aj1a4 MpoQecCHOHAIbHON HANPABIEHHOCTH CTaHAAPTHOTO YPOBHS
CJIOKHOCTH, BJIaJICCT HeO6XOILI/IMI)IMI/I JJIA 3TOTO 6330BLIMI/I HaBbIKaMHU
1 IpUEMAMH.

JeMoHCTpHpYeT TOCTaTOYHBIN yPOBEHb 3HAHHS YIeOHOH IHTEpaTypHl
10 JUICIIUTUTHAHE.

OreHKa O AUCHUTUTHHE BBICTABIISIOTCS 00YYarOIIEMYCs C YIETOM
pe3yJIbTaToOB TEKYILEH U MPOMEKYTOUHON aTTeCTalluu.

KommeTenmmu, 3akperui€HHbIe 3a TUCUUILIMHON, c(hOPMHUPOBAHEI Ha
YPOBHE — «AOCTATOYHBII.

49-0/
FFX

«HCYAOBJICTBOPUTECIIbH
o»

BricTaBisieTcst 00y4aroIeMycsi, €l OH He 3HAaeT Ha 0a30BOM ypOBHE
TEOPETHUECKHUN U IPAKTHIECKUIT MaTepual, [OMycKaer rpyobie
OLIMOKH MPH €r0 M3JI0KEHUH Ha 3aHATHUSIX U B X0JI€ IPOMEXYTOYHOM
aTTecTallvy.

OOyu4aroHUIACS UCTIBITHIBAET CEPHE3HBIC 3aTPYAHEHHS B IPUMEHEHHH
TEOPETHYECKUX TIOJIOKEHUH MTPU PEIICHUH MTPAKTHUECKHUX 33724
npo(heCcCHOHABHOW HATPABICHHOCTH CTAHAAPTHOIO YPOBHSI
CJIOKHOCTH, HC BJIaJICCT HCOGXO}II/IMBIMI/I JUJIA 3TOT'O HaBbIKAMHU U
npuémMamu.

JemoHcTpupyeT (hparMeHTapHbIe 3HAHHUS YIeOHOH JUTEPaTyphl O
JIMCUHIUINHE.
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Bamnel/

O1eHka 1o

[Ixana ECTS | gucuumiuge

Kpurepun onieHKH pe3ynbTaToB 00yUeHUs 10 TUCIUILIIMHE

OueHKa 110 AUCIMIUIMHE BBICTABIISIOTCS 00yYaronieMycs ¢ y4éTom
pe3yIbTaToOB TEKYyILEH U MPOMEKYTOUHON aTTeCTallUuN.
KomnereHIiu Ha ypoBHE «I0CTaTOYHBIID, 3aKPEIUIEHHBIE 32
JHMCIUIUIMHOMN, HE C()OPMUPOBAHBI.

5.3 OtieHOUHBIE CpeICTBA (MaTEpHabl) ISl TEKYIIEro KOHTPOJIS
yCIIEBAEMOCTH, TPOMEXKYTOUHOM aTTECTallUi 00yJarONTUXCs 110

JAUCHUITIIINHC

IIpumepHast TeMaTHKA BONPOCOB /IVISI KOHTPOJIbHOI PadoThI

HCCJ’IGI{OB&HI/IG OCHOBHEIX O0OBEKTOB U IIPUHIMIIOB aBTOMAaTU3alluX B YIIPABJIICHHUHU.

Hcnons3oBanue
YIIPaBJICHUSI.
HOPMAaTHUBHO-IIPABOBBIX

Ananmus

ABTOMATHU3UPOBAHHBIX CHUCTEM B AOKYMCHTAIlTUOHHOM obecrnieueHUN

aKTOB, PETIaMEHTHUPYIOLIUX IPOLECCHl BHEAPEHUs U

KCIIOJIb30BaHMS aBTOMATU3UPOBAHHBIX cucTeM B JIOY.

AHann3 HOPMaTUBHO-METOANYECKUX JOKYMEHTOB, PErJIAMEHTUPYIOUIUX MIPOLIECCH] BHEAPEHUS U
KCIIOJIb30BAaHMS aBTOMATU3UPOBAHHBIX cucTeM B JIOY.

Benymnie koMnanuu-pa3zpaboTYUKH MPOrpaMMHBIX poaykToB 1t JJOY u ux pa3paboTku.
[TpoOnemsl 1 epcreKTUBBI BHEAPEHUS JIEKTPOHHOTO I0KyMEHTO000pOTA.

OcHOBHBIE 337auH, CTOSIINE NIepe aBTOMaTU3upoBaHHON cuctemoi JIOY 1 nyTH ux peueHus.
AHanmu3 COBPEMEHHBIX HH()OPMALMOHHBIX TEXHOJIOTHH CO3/1aHMs, XpaHEHUS U OOHOBIIECHUS

JIOKYMEHTOB.

CucrteMbl 3JIEKTPOHHOTO JTIOKyMEHTOOOOpOTa Ha COBPEMEHHOM 3Tare (CpaBHUTENbHBIM aHAIN3
IIPOTPaMMHOTO 00ecrieueHUs).
Buenpenue aBromatuzupoBanHoii cucteMsl JIOY (Ha npuMepe KOHKPETHOM OpraHu3aIiii).
OtpacineBbie CUCTEMBI AJIEKTPOHHOTO I0OKyMEeHT0000poTa B PD.

OCHOBHBIE TEHAEHIIUH Pa3BUTHUSI aBTOMATU3HPOBaHHbIX cucteM [JOVY.

KoHTpoJibHbIe BONPOCHI U 3aJaHUsl /I NPOMEKYTOYHOMH ATTeCTAIUM M0 UTOraM
OCBOEHUSI JUCIHUIJIMHBI

Jaiite onpesesieHne NOHATUIO «aBTOMAaTU3UpOBaHHbIE cucTeMb» B JIOY.

HazoBuTe OCHOBHBIE aBTOMAaTU3HPOBAHHBIE CUCTEMBI, UCIIOIb3YyEMBIE B YIIPABICHUU. Y KaXKHUTE
UX MECTO B YIIPABJICHUH, HA3HAYEHUE U POJIb.

Oxapaktepu3yiTe OCHOBHBIE 3Tanbl aBToMatuzanuu JJOVY.

Onummre metoauky Beidopa AC ZIOY.

HazoBuTe ocHOBHbBIE (YHKIIMOHAIBHBIE M TEXHUYECKUE XApAKTEPUCTUKH coBpeMeHHBIX AC

HOYV.

[IpoBeauTe aHanmu3 3aKOHOJATENHHOM Oa3bl, PETIAMEHTHUPYIOIICH MPOIEeCcChl MPUMEHEHUS

MHPOPMALMOHHBIX TexHonorui B JJOVY.

[TpoBeauTe aHanM3 HOPMATUBHO-TIPABOBOM 0asbl, PErIAMEHTHPYIOMIEH MPOIECCHl TPUMEHEHUS

MHPOPMALMOHHBIX TexHonorui B JJOVY.

[Iposenute HOPMAaTHUBHO-METOJUYECKONH 0a3bl, pErIaMEHTHPYIOUIEH TMPOIECCHI

aHaJIn3

pUMEHEeHHs HHPOPMALMOHHBIX TexHoiorui B JIOVY.
Kak nmonnepxuBaeTcst )KU3HEHHBINA IUKIT JOKYMEHTAa B aBTOMAaTU3HUPOBAHHOM cucTteme?
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Kak AOKyMEeHT BKIJIIOYAeTCSi B aBTOMAaTHU3MPOBAHHYIO CHUCTEMY: 3aJaud, TEXHOJIOTHSI, STallbl
npouecca?

Kak mnpoucxogur opraHusanus KOHTPOJIS MCIHOJIHEHMSI JIOKYMEHTOB B COBPEMEHHBIX
aBTOMAaTU3MPOBAHHBIX CHCTEMAaxX?

Onuiure TEXHOJIOTHUIO XPAHEHUS MIEKTPOHHBIX JOKYMEHTOB.

Haiite onpezeneHne NOHATUIO «0a3a JaHHBIX» U YKa)KUTE UX OCHOBHOE Ha3HauYCHUE.

JlaliTe ompeneneHue TMOHATUSAM «KOpIOpaTHUBHas 0a3a JNaHHBIX» U «KOPHOpAaTHBHAs
nH(pOpPMaLIMOHHAS] CUCTEMAY.

Kakoe mnpuknanHoe mporpaMMHOE oOOecledyeHHe MpPHUMEHSETCS B aBTOMAaTU3MPOBAHHBIX
cucremax JIOY? [IpuBennure npumMepsl COBPEMEHHBIX CHCTEM.

Ha3zoBurte pa3paboTku BeaylmMX BEHIOPOB HPOTrpaMMHBIX MpoaykToB mias JIOY (xomnaHwus-
MIPOU3BOUTEINH 110 BEIOOPY CTYIEHTA).

Ha3zosure kpurepuu ouieHku 1 Beibopa Beropa AC J10Y.

Oxapaxrepu3yiiTe BHEApEeHHEe HHPOPMAIMOHHBIX TexHoyoruii B JIOY: atambl, opranuzanus,
CO37JaHUE TEXHUUYECKOIO 3aJaHusl.

Ha3oBute pemenns n Moayau aBTOMaTU3UPOBaHHBIX cucteM JJOVY.

20. Ha3zoBuTE OCHOBHBIE TEHJICHIIMU Pa3BUTHsI aBTOMATU3UPOBaHHbIX cuctem JJOV.

6 YueOHO-MeTOAUYeCKOe M HHPOPMAIIMOHHOE O0ecTeYeHre TUCIUTIIUHBI
6.1 CriuCOK MCTOYHUKOB U JINTEPATYPBI

Ucroununku
OcHoBHbIE

®denepanbubiii 3akoH Poccuiickoit @eneparuu ot 27 utonsa 2006 r. Ne 149 - 3 «O6
uHpopMannu, HHOOPMAIIMOHHBIX TEXHOJOTUAX U O 3ammure uHpopmanum» // C3 PO. - 2006. -
No31(u.l). - Cr. 3448.

ITocranoBnenue IlpaButensctBa P® ot 25 ampens 2012 r. Ne 394 "O wmepax no
COBEpIICHCTBOBAHUIO HCIOJB30BaHUs HH(POPMAIMOHHO-KOMMYHUKALMOHHBIX TEXHOJOTHI B
NEeSATEIbHOCTH TOCYJapCTBEHHBIX oOpraHoB" [DnekTpoHHBIH pecypc] // Pexum nmocryma:
http://m.garant.ru/hotlaw/federal/395362/, cBo60aHBI.

[Tpuka3 MunkomcBszu Poccun ot 02.09.2011 Ne 221 «O6 Y1Bepxkaenun TpeGoanuii k
MH(GOPMALIMOHHBIM CUCTEMaM 3JIEKTPOHHOTO JIOKyMEHTO00OpoTa (QelepalbHbIX OpraHoB
UCTIOJIHUTEIIBHOW ~ BJIACTH, YYUTHIBAIOIIME B TOM 4YHCIE HEOOXOAUMOCTH 0OpabOTKH
nH(popMaIy, IOCTYyn K KOTOpPOW OrpaHUYeH» [DneKkTpoHHBIH pecypc| // Pexxum mocryna:
http://minsvyaz.ru/ru/doc/index.php?id 4=637, cBOOOIHBIHA.

[Tpuka3 PocapxuBa ot 22.05.2019 Ne 71 "OG6 yrBepxknenuu [IpaBui aenonpoun3BoCTBa B
rOoCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOro caMoymnpasieHus" (3aperucTpupoBaHO B
Muntocte Poccum  27.12.2019 Ne  57023) — [Dnektponnsiid pecypc] //  URL:
http://archives.ru/documents/prik71 2019.shtml.

[Tpuka3 Pocapxusa ot 15.06.2020 N 69 "OG6 ytBepkaeHnr TUNOBBIX (GYyHKIIMOHATBHBIX
TpeOOBaHMH K CHCTEMaM »JJIEKTPOHHOIO JIOKyMEHTOOOOpOTa M CHCTEMaM XpaHEHHUs
ANIEKTPOHHBIX JTOKYMEHTOB B apXuBax TOCYIapCTBEHHBIX OpraHoB" (3aperucTpupoBaHO B
Muntocte  Poccum  20.10.2020 Ne  60484) - [DOnekrponnbiii  pecypc] //  URL:
http://archives.ru/documents/prik69 2020.shtml.

JlomosHUTENbHBIE
I'OCT P 53898-2010 «Cucremsl 3I€KTPOHHOTO TOKyMeHTooOopoTa. B3aumoneiictBue
CHCTEM YIIPaBJICHUS JOKyMEHTaMHu. [peOoBaHHS K JJIEKTPOHHOMY COOOHmIEHHIO» - M.:

Crannaptundopm, 2010.
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I'OCT P 7.0.8. - 2013 «Cucrtema cTaHmapToB 1mo HHpOpMAaLUH, OUOIUOTEUHOMY U
U3JIaTeNIbCKOMY JieTy. Jlenonpous3BoACTBO U apXHMBHOE Jen0. TepMuHbl U ompeaeneHus». M.,
W3parensctBO cTangaptos, 2014.

I'OCT 34.003-90. Wudopmanmonnas TtexHonorus. Komiuiekc cTaHmapToB Ha
aBTOMAaTH3HPOBAHHBIE CUCTEMBbL. ABTOMAaTH3UPOBAHHbBIC CHUCTEMbl. TEpMUHBI U ONpEICICHUS
[DnexTponnstit pecypc] / URL: http://docs.cntd.ru/document/gost-34-003-90.

Jlureparypa
OcHoBHast

WNudopmaniioHHble TEXHOJIOTMH B JOKYMEHTAllMOHHOM OOECNEYeHUU YHpPaBICHUS U
apxuBHOM jiene : yueOHuk st By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B. Tepentbena, A.
I'. ®abpuunos / mox obm. pen. H. H. Kynsesa. - Mocksa : Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct : anekTpoHHblid. - URL: https://znanium.com/catalog/product/1211641. —
Pexxnm noctymna: o noanucke.

Jlapun Muxann BacunbeBnu. MH(popMmaioHHoe oOecriedeHre YIpaBlIeHHs @ yuyeOHoe
nocobue / M. B. Jlapun ; [M-Bo oOpaszoBanusi u Hayku Poc. ®enepamuun, denmep. roc.
O10/KeTHOE 00pa3zoBaT. yUpexJeHHe BbICII. oOpa3oBaHus "Poc. roc. rymaHuTapHbid yH-T"]. -
Mocksa: PITYVY, 2018. - 278 c.

JomnonauTensHas

lomuupiaa O.JI. MHopMmanmoHHbIe cHCTEMBI [DIEKTPOHHBIN pecype] : YdeOHoe
nocobue. Mocksa : Uznarenscto "OOPYM" : OO0 "Hayuno-usgarensckuii neHtp MH®OPA-
M", 2014. - 448 c. - ISBN 978-5-91134-833-5.http://znanium.com/go.php?id=435900

®enoroa E.JI. UndopmanimoHHbie TEXHOJIOTHH U CHUCTEMBI [ DJEKTPOHHBIA pecypc] :
VYuebnoe nocobue. Mockpa : MU3garensckuii JJom "®@OPYM" : OOO "HayuHo-u31aTenbCKUi
nentp MHOPA-M", 2014. - 352 c. http://znanium.com/go.php?id=429113

3aronckuii A.B. HMHdpopmannoHHbIE TEXHOJOTHM: pa3paboTka HH(GOPMAIIMOHHBIX
MOJICJIe U CUCTEM [DIIeKTPOHHBIN pecypc] : yueOHoe mocodue / A. B. 3aronckwmii. - Mocksa :
PUOP : Undpa-M, 2014. - 344 c. http://znanium.com/go.php?id=400563

Brosenko JI. A. MudopmarnonHas cucreMa mnpeanpusatus : YuebHoe mocodue. - 2 ;
nepab. u gom. - MockBa ; Mocksa : By3zosckuii yuebnuk : OOO "HayuyHo-u31aTeNbCKUNA LIEHTP
NH®PA-M", 2015. - 304 c. http://znanium.com/go.php?id=501089
Actamuyk B.A. ApXuTeKTypa KOpPIOpPAaTHBHBIX HH(POPMALMOHHBIX CHUCTEM [DJIEKTPOHHBIN
pecypc] . - HoBocubupck : HoBocuOMpcKHil ToCyJapCTBEHHbBIN TEXHUYECKUN YHHBEPCUTET
(HI'TVY), 2015. - 75 c. http://znanium.com/go.php?id=546624

UT B opranax rocymapctBeHHoil Biactu Poccum 2012: ananuTudeckuit 00630p
[Onexrponnslit pecypc] / ArenrctBo CNews Analytics; DnexTpos. gan. M.: cop 1995 — 2012
Xonauar PBK. Pexxum noctyma: http:// www.cnews.ru/reviews/free/gov2012/, cBOOOTHBIH.

UT B opranax rocynapctBeHHOH Biactu Poccum 2013: ananutuueckuid 0630p
[Onexrponnsbiii pecypc] / ArenrctBo CNews Analytics; Onekrpon. man. M.: cop 1995 — 2015
Xonaunar PBK. Pexxum noctyna: http://www.cnews.ru/reviews/free/gov2013/, cBoOOTHBIH.

UKT B roccextope 2014: ananmutuyeckuii 0030p [DnekTpoHHBINH pecypc] / ATEHTCTBO
CNews Analytics; DnextpoH. gan. M.: cop 1995 — 2015 Xonmauur PBK. Pexum nocryna:
http://www.cnews.ru/reviews/new/ikt v_gossektore 2014/, cBoOOIHBIA.

UKT B roccektope 2015: ananutuueckuii 0630p [DNeKTpoHHBIN pecypc] // ATEeHTCTBO
CNews Analytics; Onextpos. man. M.: cop 1995 — 2015 Xonguur PBK. Pexxum nocrymna:
http://www.cnews.ru/reviews/gov2015/, cBoOOTHBII.

Perrox C3J] 2010: o6o3penue [DnekrpoHHbIi pecypc] / ArenrctBo CNews Analytics;
OnektpoH. AaH. M.: cop 1995 — 2011 Xonauur PBK. Pexum noctyma: http://www.cnews. ru/
reviews/free/dms2010/, cBOOOIHBIN.
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Pemok COJI: xopomas (yHKIMOHAJBHOCTH MOXKET OBITh JIeIIeBOM: 0003peHue
[Dnmextponnsiii pecypce] // ArenrctBo CNews Analytics; Onextpos. man. M.:— 2023 Xonauar
PBK. Pexxum J0CTyTa: http://doc.cnews.ru/reviews/index.shtml?2015/04/30/595437,

CBOOOIHBIMN.

6.2 Ilepedenn pecypcoB HHPOPMAITMOHHO-TEICKOMMYHHUKAIIMOHHON

cetu «HTEpHET»

archives.ru/ - ®denepaibHOE apXHUBHOE ar€HTCTBO

http://www.vniidad.ru/ - BHUMNJIA /]

www.gosuslugi.ru/ - CnpaBouHO-UH(POPMAITMOHHBIN TOpTan «[ 0cy1apcTBEHHBIE YCITyTH»
pravo.gov.ru/ - OdunuanbHbIi HHTEPHET-TIOPTAJ IPABOBOM WHPOPMALIUU

www.gdm.ru/ - [riibaust ynpaBisiionux JOKyMEHTaIueH

www.eos.ru/ - Komnanus «9neKTpoHHbIE OHCHBIE CUCTEMBD»

http://www.directum.ru/ - Komnanuss DIRECTUM

http://www.intertrust.ru/ - Komnauus «urepTpact»

http://www.evfrat.ru/ - Komnanus Cognitive Technologies

http://www.docsvision.com/ - Komnanust Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C JlokymeHTO060pOT

www.consultant.ru/ - odpunmraneHeiii cailT komrmannu Koncynsrantliroc
www.garant.ru/ - ”HGOpMalMOHHO-IIPaBOBOM nopTai ['apaHT

https://ru.libreoffice.org/ - cBoOGoHbII oducHBI makeT LibreOffice
http://www.termika.ru/ - Koncanrunarosas rpymnma Tepmuka

www.sekretary.net/ - uHpopmanoHHBIi opTan s npodeccuoHanbHbIX Cekperapeil u
aJIMMHHUCTPATUBHBIX PAOOTHUKOB

http://www.docflow.ru/ - nuHpOpMaIMOHHO-aHATTUTUYECKHI TOPTAI 3JEKTPOHHOTO
JOKYMEHTO000pOoTa

www.doc-online.ru - HezaBuCHMBIif mopTal 0 cucTeMax 3JIeKTPOHHOTO IOKyMEHT0000poTa
cnews.ru/

www.ecm-journal.ru/

6.3 IIpodeccuonanbHbie 6a3bl TAHHBIX U UHPOPMAITUOHHO-

CIIPAaBOYHLIC CUCTCMEL

Joctyn k npodeccuonanbHbIM 6a3am qaHHbIX: https://liber.rsuh.ru/ru/bases
WudopManroHHbIe CIIPABOYHBIE CUCTEMBI:

KoncynbranT [1mroc
lapanT

7 MarepuajibHO-TEXHHUYECKOE o0ecnedeHue TN CIIMIIIMHBI

,Z[J'If[ oOecreyeHns JUCIHHUITIINHBI HCIIOJIB3YCTCA MaTCprUaJIbHO-TEXHUYCCKAA

Oaza

o6pa30BaTeJleoro YUPCIKACHUA: y‘{e6HBIC ayJJuToOpuu, OCHAIlIEHHBIC IlOCKOﬁ, a TaKxXeC

KOMIIBIOTCPOM U IPOCKTOPOM IAJId JEMOHCTPAILUU y‘-Ie6HI)IX MaTCpuraaoB.
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CocraB mporpaMMHOTO 00ECTICUCHHUS:
Windows
Microsoft Office

[IporpaMmMHBIe IPOIYKTHI, 3a/ICICTBOBAaHHBIC B MpoOIecce 00yICHUS:
CucTteMbl 3IEKTPOHHOTO JOKYMEHTO000pOoTa

- «JIEJIO» Kommanus 50C

- «E1 EBpar» Komnanus Cognitive Technologies
- DIRECTUM Komnanusa DIRECTUM

- «DOCS VISION» KOMITAHUA DOCS VISION
- «1C IOKYMEHTOOBOPOT» KOMITAHHMA 1C

[TopranbHble pelIeHUS
EOS for SharePoint
burpuxc 24

8 Obecneyenne 00pa3oBaTeTbHOIO MPOLECCA IJISA JHUI C OTPAHUYCHHBIMH

BO3MOKHOCTHAMH 310POBbS U HHBAJIUIO0OB
B xone pcanmn3an JUCHUIIINHBI UCTIOJB3YIOTCA CICAYIOINUC JOIMMOJIHUTCIIBHBIC
METObI O6y‘—IeHI/I$I, TCKYIIECTO KOHTPOJISA YCIEBACMOCTU U HpOMe)KYTOI—IHOfI aTreCTaiuu
o6yqa101u14xca B 3aBUCUMOCTHU OT UX HHAUBHUIYAJIbHBIX 0COOEHHOCTEIA:

IUIS CJIENBIX U CJIA0OBUISIINX:

- JeKuuu O(OPMIISIIOTCS B BHJE DJIEKTPOHHOTO JOKYMEHTA, JOCTYMHOTO C TIOMOIIBIO
KOMIIBIOTEpA CO CHEIMATU3UPOBAHHBIM IIPOrPAaMMHBIM 00€CIICUEHUEM;

- TMCbMEHHBIE 3a/laHusl BBIIIOJIHAIOTCS Ha KOMIIBIOTEPE CO CHELHMAIU3UPOBAHHBIM
IPOrpaMMHBIM 00€CIIeUeHHEM, HIIU MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieunBaeTCs HHIMBUYallbHOE paBHOMEpHOE ocBetieHre He menee 300 mokc;

- JUIs BBIIOJHEHUS 3aJaHMs NP HEOOXOJMMOCTH IPENOCTaBISIETCs YyBEIUYMBAIOLIEe
YCTPOHCTBO; BO3MOXHO TaK)K€ MCIIOJIb30BaHNE COOCTBEHHBIX YBEIMUUBAIOIIUX YCTPOUCTB;

- IUCbMEHHBIE 3aJJaHUs O(POPMIISIOTCS yBEJINYEHHBIM HIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHOM (pOpME MM BBIMOIHAIOTCS B MTUCbMEHHOHN opme Ha
KOMIIBIOTEDE.
IUISL TIYXHMX U C1a00CIIbIIAIINX

- JekuMu O(QOpPMISIIOTCA B BHJE 3JIEKTPOHHOIO JOKYMEHTa, JHOO NpeaoCTaBIsAeTCs
3BYKOYCHWJIMBAIOIIAs annapaTypa HHAUBUYyaJIbHOTO MOJIb30BaHUS;

- IMCbMEHHBIE 3aJJaHUs BBIIOJIHAIOTCS HA KOMIIBIOTEPE B IMCbMEHHOU (opMe;

- 9K3aMeH M 3auéT MPOBOAATCS B NHCBMEHHOH (OpMe Ha KOMIIBIOTEPE; BO3MOXKHO
IpoBe/ieHuE B (popMe TeCTUPOBAHHUS.
JUIS JIUL ¢ HapyLIEHUSIMHU OIIOPHO-ABUTaTEIbHOIO annapara:

- JeKuuu Oo(OPMISIIOTCS B BHJE AJIEKTPOHHOIO JOKYMEHTA, JOCTYIHOTO C IOMOIIbIO
KOMITBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00€CIICUeHUEM;

- IMCbMCHHBIE 3allaHUs BBIIOJHAIOTCS HAa KOMIIBIOTEPE CO CIELHUAIU3HPOBAHHBIM
MPOrPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH M 3a4€T NPOBOAATCS B YCTHOM (pOpME MM BBINOIHAIOTCS B MMCbMEHHOM (popMe Ha
KOMIIBIOTEPE.

[Tpu HEOOXOAUMOCTH MpeycMaTpUBAETCs yBEJINUYEHUE BPEMEHHU AJIs IOATOTOBKU OTBETA.
[Iponienypa  mpoBefeHHsT  NPOMEXYTOUHOM  arrectamuu  uis  OOyYaroIIuXCs



16

YCTAHABJIMBAeTCI C YYETOM UX HWHAMBUAYAIbHBIX MNCHUXO(QU3UYECKHMX OCOOCHHOCTEH.
[IpomexxyTouHas arTecTanusi MOXKET IPOBOIUTHCS B HECKOJIBKO ATAIOB.

[Ipu npoBeneHNH NpoOIEAYpPHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs MpeaycMaTpUBaeTCs
WCTIOJNIB30BAaHNE TEXHUYECKHX CPEJICTB, HEOOXOIMMBIX B CBS3M C HWHIUBUAYAJIbHBIMU
0COOEHHOCTIMH OOyYaroluXxcsi. ITH CPeACTBa MOTYT OBITh NMPEIOCTABICHBI YHUBEPCUTETOM,
WM MOTYT HCIIOJIb30BaThCS COOCTBEHHBIE TEXHUUECKUE CPEICTBA.

[IpoBeneHne mpoueAypbl OLIEHUBAHMA  pE3ylIbTaToB  OOy4YEeHHs  JOIyCKaeTcss ¢
MCIOJIb30BaHUEM TUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

OO6ecneunBaeTcs 10CTyn K MHGOOPMAIIMOHHBIM U OMOIHOrpaduuecKuM pecypcam B CETH
WuTepHer mis kaxzaoro oOywaromierocss B gopmax, aJaNTHPOBAaHHBIX K OrPAaHUYCHHSIM HUX
3JI0POBbS U BOCIIPUATHUS MH(OPMAIIH:

IUTSL CIIEIBIX U CIIA00BUISIINX
- B Ie4aTHON (popMe yBETUUYEHHBIM HIPUPTOM;
- B (hopme 3eKTPOHHOTO TOKYMEHTA;
- B (hopme ayanodaiina.
JUTSI TIIYXUX M CJIA00CITBITIAIIHX
- B Ie4aTHOH Gopme;
- B (hopme 37eKTPOHHOTO IOKYMEHTA.
111 00yYaroIuXcs ¢ HApYLUICHUIMU OMOPHO-/IBUraTeIbHOTO arapara:
- B Ie4aTHOH (opme;
- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;
- B popme ayauodaiina.

VY4eOHble ayIUTOPUU AJIsl BCEX BHJIOB KOHTAKTHON M CaMOCTOSITENIbHON pabOThl, Hay4Hast
O6uOIMOTEeKa U MHbIE MOMEUICHMs JUIsl 00y4YeHHsI OCHAILlEHBI CIEUAIbHBIM 000pYy/I0OBaHUEM U
y4eOHBIMHU MECTaMU C TEXHUYECKUMHU CPEICTBAMHU 00yUEHUS:

IUTSL CIIEHBIX U CIIA00BUISIINX

- YCTPOICTBOM Il CKaHUPOBaHMs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaitns PAC Mate 20;

- npuntepoMm bpaitis EmBraille ViewPlus;

JUTSl TIIYXUX M CIIa0O0CIIBIIIAIINX

- aBTOMATHU3MPOBAaHHBIM pPabOYMM MECTOM JUIs JIIOJeH C HapylIeHHeM cliyXa |
c71a00CIIBIIIAIINX;

- aKyCTUYECKHH YCUIIUTEb U KOJIOHKH;

U1 00y4aroIKXCs ¢ HAapYLIEHUSIMHU OMTOPHO-BUTATEILHOTO ammapara:
- IEPEIBIKHBIMU, PETyJINPYEMBIMHU dproHoMuueckumu napramu CU-1;
- KOMITBIOTEPHOM TEXHUKOW CO CIIeUaTbHBIM IPOTPaMMHBIM 00€CTIEYEHUEM.

9 Meroauueckne MaTepuaJbl

9.111naHbl NPAKTUYECKHUX 3aHATUH.

Pasnen 1. PblHOK aBTOMATH3MPOBAHHBLIX CHCTEM [OKYMEHTAIIMOHHOIO oOOecneveHus
yHnpaBJIeHUsI

Tema nabopamopHnoco 3anamus. AHaIU3 pbIHKA aBTOMAaTH3HPOBAHHBIX  CHUCTEM
JOKYMEHTAI[MOHHOTO O0EeCTIeueHus yIpaBiIeHUs

Lenv 3anamus: n3yunts peiHOK AC JIOY

dopma npogedeHus — Ne0Bask Urpa
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Bonpocul 0na 06cyscoenus:

Cocrosinne poeiaka AC JIOY Ha coBpeMEeHHOM 3Tare.

Poccuiickuit u MmexxayHapoansiii ppiHok AC JIOY

Cratuctuka peiaka AC Z1I0Y

CermenTanus peinka AC JIOY

OCHOBHBIE TEHJICHIIUY U3MEHEHUS PBIHOYHBIX [T0KA3aTeNeH 3a MOCIeIHUIN EPUOI.

SNk W =

KOHmpOﬂbele 68onpocsl.

Oxapakrepusyiite cocrosinue peiaka AC JIOY Ha coBpeMeHHOM JTare.

Ocob6ennoctu poccuiickoro peiaka AC JI0Y.

OCo0eHHOCTH MEKIYHAPOIHOTO PHIHKA CHCTEM.

[Ipoananuzupyiite ctatuctuky peinka AC JI0OY.

Ha kaxue cermenTtsl nenutcs peinok AC JJOY?

BrisiBUTE OCHOBHBIE TEHACHIIMM M3MEHEHUS PBIHOYHBIX MOKa3aTelled 3a MOCIeIHHMA
NEPUOS.

ANl e

[lonroroBute mnpe3eHtanuto «CocrosHue pbiHKa AC JIOY», wucnonb3ys nOporpamMmy
Microsoft PowerPoint (10-15 cnaiigos).

Hemounuku:

HNuTepHeT-pecypesl:

http://www.docflow.ru/ - nHpOpMaIMOHHO-aHATTUTUYECKHUIA TOPTAT AJICKTPOHHOTO
JOKYMEHTO00O0pOTa

www.doc-online.ru - He3aBrcHMBIN IOPTAT O CHCTEMAX JIEKTPOHHOTO TOKYMEHTOO0OpOTa
cnews.ru/

www.ecm-journal.ru/

CailTbl BEHI0pOB:

www.eos.ru/ - Komnaaus «neKkTpoHHbIE O(UCHBIE CUCTEMBD)
http://www.directum.ru/ - Komnanuss DIRECTUM
http://www.intertrust.ru/ - Kommanust « UatepTpact»
http://www.evfrat.ru/ - Komnanus Cognitive Technologies
http://www.docsvision.com/ - Kommanus Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C JlokymeHTOO00pOT

Pa3nen 2. OcHoBHBbIe (YHKIIHOHAJIbHBIE, TEXHUYECKHE U TEXHOJIOTHYeCKHe TPeOOBAHUS K
aBTOMATH3HPOBAHHBIM CHCTEMaM [OKYMEHTALMOHHOr0 o0ecmedeHusi ymnpasienusi (18
4acoB)

Tema nabopamopnozo 3ausmusi: TpeboBanus k AC 1OY

Llenv  3amsmusn:  cHopMynupoBaTh OCHOBHBIE (DYHKIIMOHAIBHBIC, TEXHHUYECKUE U
TEXHOJIOTUYECKHE TpeOOBaHMS K aBTOMATH3UPOBAHHBIM CHUCTEMaM JOKYMEHTAI[MOHHOTO
o0ecIeYeHUs yIIPaBICHHUS.

Dopma npogedeHnus — NENOBast UTPa

Bonpocul ona 0b6cyscoenus:

1. BpisiBUTH OCHOBHBIE (QyHKIMOHAIbHBIE TpeboBanus k AC JIOV.
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2. BbsIBUTH OCHOBHBIC TexHUYeckue TpedboBanus k AC JIOVY.
Konmponvhuvie 6onpocwi:

1. VYkaxwure ocHOBHbIe (pyHKIIMOHANBHBIE TpeOboBaHust k AC JI0Y.
2. VYxkaxwute oCHOBHbIe TexHHUeckue TpedoBanus k AC J10Y.

Hemounuku:

HNuTepHeT-pecypcbl:

http://www.docflow.ru/ - nHGOpMAITMOHHO-aHATTUTUYECKHI TOPTAI 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa

www.doc-online.ru - He3aBuCHMBII IOpTaJl O CHCTEMaX AJIEKTPOHHOTO IOKYMEHT0000pOoTa
cnews.ru/

www.ecm-journal.ru/

CaiiTbl BEHJI0POB:

www.eos.ru/ - Komnanus «neKTpoHHbIE O(PHCHBIE CUCTEMBD)
http://www.directum.ru/ - Komnanuss DIRECTUM
http://www.intertrust.ru/ - Komnanus « MatepTpact»
http://www.evfrat.ru/ - Komnanus Cognitive Technologies
http://www.docsvision.com/ - Kommanus Docs Vision
http://v8.1c.ru/doc8/ - Komnanus 1C JlokymeHTO060pOT

[Tnan nabopaToOpHBIX 3aHIATUN B aBTOMATU3UpOBaHHOM cucteme JJOY — cucteme
AIEKTPOHHOTO TIoKyMeHTooOopoTa (CO/I)

B cooTBeTcTBUM ¢ mMapTHEPCKUMH JOTOBOpPaMH C BEAYLUIUMH (prupMaMu-pa3padoTIMKaMU
ABTOMATH3MPOBAHHBIX CHCTEM JOKYMEHTAIIMOHHOTO OOECTICUeHHsI YIPaBICHUS, CTYIEHTHI
HUMEIOT BO3MOXKHOCTh M3y4aTh CUCTEMBI AJIEKTPOHHOTO JTOKyMeHTooOopoTa (CD/]) Ha mpakTuke
B pamkKax ydeOHOro mpouecca. JlabopaTropHble 3aHATHS HAalOT HE TOJBKO HAarJsSIHOE
MNpEACTAaBJICHUE O HAa3HAYCHHUHM H BCEX q)YHKHI/IOHaJ'H)HBIX BO3MOXHOCTAX CHCTEMBI, HO H
MIPUBUBAIOT HABBIKU paOOTHI C HEH.

CucreMbl 3JEKTPOHHOTO JTOKYMEHTOOOOpOTa SIBISIOTCS Ba)XHBIM JTAlloM B Ipoliecce
nepexosa K GOopMUPOBAHUIO HMH(YOPMAIMOHHOTO OOIIECTBA M OKA3aHHIO MPABHTEILCTBEHHBIX
ycayr B OJICKTPOHHOM BUC. HOqueHHBIe 3HAHUA IMOMOryT CTyACHTaM OBITH
KOHKYPEHTOCIIOCOOHBIMH Ha PhIHKE TPY/A.

3anstue 1. BBegenue B cucremy

® Ha3HAa4YEeHUE M apXUTEKTYypa CUCTEMBbI, OCHOBHBIE TOHATHUS U ONpPEAEICHUs, O0IUe TPUHLIUIIBI
paboThI

¢ (YHKIMOHAJIbHBIE BO3MOKHOCTH CUCTEMBI, ONIIMOHHBIE TIOJICUCTEMBI

® poJeBble GYHKIUHU JTOJKHOCTHBIX JIMI M 001I1ast cxeMa paboThl B CHCTEME

® COCTaB U CTPYKTypa CHCTEMHBIX CIIPAaBOUYHUKOB, MOPSAOK (POPMUPOBAHUS U OOIIIHE BOIPOCHI
TEXHOJIOTHH UX BEJICHUS

e 0COOEHHOCTH MHTEpdeiica U OCHOBHBIE IPUEMBI PA0OTHI B CHCTEME

® JIOCTYN K (PyHKUIMAM, 0COOEHHOCTH UHTEpdeiica U OCHOBHbIE IPUEMBI PA0OTHI B CUCTEME
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® BXOJ B CHCTEMY, CMEHA MapoJist

3anHsTue 2. 3a110JIHEHHE OCHOBHBIX CIIPABOYHUKOB
e 00mIHE CBEJICHUS O CIIPABOYHUKAX CHCTEMBI
® OCHOBHBIE PUHLHUIIBI HACTPOMKH CIPABOYHUKOB O CTPYKTYpPE OpraHU3aALMNH
e 3amyck nojcucremMs! "[lons3oBarenu"
e no0aBlIeHHE TOJIH30BaTENIEH, YCTAaHOBKA PEKBU3UTOB MOJIB30BATEIIS U MIPaB JOCTYyIIA K
MOACUCTEMAM U OIILIHIM
® Ha3HAYECHHE KapTOTEK
® TpeoCTaBIEHHE MpaB AOCTYIa K KapTOTeKaMm, IpaBa adCOIIOTHBIE U MTpaBa B KapTOTEKaX
® SKCIIOPT/UMIIOPT CIIPAaBOYHHKOB
® OCHOBHBIE PUHLUITBI HACTPOMKH CIPaBOYHUKA «[ pyIIIbI JTOKYMEHTOB»
e HacTpoiika cipaBouHUKa «['pudsl q0CcTyma»
® HACTpOWKa M MpaBWJIa BEJICHHsI CIIpaBOYHUKA « Buabl qocTaBKm»
® HACTpOIKa M MpaBUIIA BEJCHUS CIPaBOYHUKA « CITUCOK OpraHU3alMii)
® HACTPOWKa U IPAaBWJIA BEJACHUS clpaBouHUKa «[ paxkiaHe»
® HACTpOIKa U IpaBWIIa BeJeHUs cipaBouyHuKa « HoMeHkiarypa nen»
® HACTpOIKa U MpaBUJIa BEJCHUS MPOYNX CIIPABOYHUKOB

® peopraHu3anus CpaBOYHUKOB.

3anstue 3. Undopmanus o padote B cpene CO/]

OCHOBHBIM HMHCTPYMEHTOM paboThbl moisb3oBarens B cpene COJl sBuserca Hasueamop,
OpUHLIMI PAabOTBl KOTOPOro aHajoruyeH npuHiuny padotsl IlpoBonnunka Windows. B
HaBurarope oTpaxaercsi JepeBO IManokK, B 00IIEM CiIydae — CIOXKHOH CTPYKTYpBI, KOTOPOE IO
Ha3HAYEHUIO U NMPUHLUIY paOOThl TAKXKE aHAJIOTUYHO JEPEBY MANOK, KOTOPOE MOKHO BUJIETh B
[IpoBonnuke, ogHako, B ommune oT [IpoBoanmka, manku HaBuraropa comep:kat He (aitibl, a
KApPTOUKH.

OCHOBHBIMU KapTOYKaMH, C KOTOPBIMH DPAOOTAIOT MOJIb30BATENH, SBISAIOTCA KapTOUKHU
JOKYMEHTOB Pa3JIU4HbIX THUIIOB.

Kaprouka JoKyMeHTa MpeiacTaBisieT co00ll MakcHMMalbHO MOAPOOHOE ONUCaHHE
OTAENBHOTO JOKYMEHTa — THI, JaTa Co3JaHus, (aMuwius Juia, 3aperucTpUpOBABILETrO
JOKYMEHT, CBEICHHA O COJEP)KAHUHM, CCBUIKM HA JPYrHe€ IOKYMEHTBI, — & TaKXE MOXET
BKJIIOYaTh B ce0st rpaduyeckuii (aiin ¢ n300pakeHueM OTCKAaHMPOBAHHOTO OyMa)KHOTO
JIOKyMeHTa U (¢aill, cofepKaluii pacno3HaHHbI TeKCT JOoKyMeHTa. Kaxplii M3 yKa3aHHBIX
BBIIIIE€ IEMEHTOB WU CCBIJIKM Ha HUX COJAEPIKATCS B OTAEIBHOM I10JI€ KAPTOUKH.

Kaproukn pasmemaroTcst B mankax B COOTBETCTBUU C YCTAaHOBJIEHHBIMU B OpraHM3aLUU
IIPUHLIMIIAMH, OJHAKO Yallleé BCEr0 JEPEBO MAaNOK CTPOUTCS B COOTBETCTBHM CO CTPYKTYpOM
OpraHu3aliy, HarjsAHO OTOOpaXkash MepapXMUYecKyro MOJYMHEHHOCTh €€ IMOoJpa3/eleHul, a
TAKXE MPUHAICKHOCTD KAXKJO0TO COTPYAHUKA K ONIPEACIEHHON CTPYKTYPHOM €AUHULIE.

Bo u3bexaHne MHOTOKPAaTHOTO TIOBTOPHOT'O BBO/IA OJTHOW M TOM ke MH(OpMAINH, a TaKXKe
UCKJIIOYEHHUS] BO3MOXKHBIX OLIMOOK TNPEAYyCMOTpEH Habop CIPaBOYHUMKOB — KaTajloroB
Pa3NIMYHOrO HA3HAYEHUS, COAEPKALIMX HH(POPMAIMIO, CTPYNIHUPOBAHHYIO 1O OMNpeAeTIEHHBIM
KpUTepHsiM. Bxirodaemass B CHpaBOYHMKH HMH(OpMAIUS HCIOIB3YETCS MPH  3aNOTHEHUH
HEKOTOPBIX IOJIEH KapTO4eK JOKYMEHTOB, MO3BOJIAS HM30€XaTh BBOJA 3aBEIOMO HEBEPHBIX



20

CBeIeHUI (Hampumep, B TeX IMOJAX, T€ JOJDKHBI YKa3blBAThCS JAHHbIE O COTPYJIHHKAX
OpTaHu3aIiH, HEBO3MO)KHO BBECTH 3aIHCh O HECYIIECTBYIOIIEM COTPYIHUKE).

[ToMrMO KapTOYeK MOKYMEHTOB, IIaTGopMa MO3BOJISIET OPraHU30BaTh YIOPAJOYCHHOE
xpaHnenue (aitioB moboro Gopmara, copepkamux WHOOPMALUIO B TEKCTOBOW, rpaduuecko,
TabmuaHONW WM Apyroi ¢opme. g sToro B MexaHuzMe miaat(opMbl IPeayCMOTPEH OCOOBIi
BHJI KAPTOYKH — KapTouKka (paiina.

Jlnst BceX THUNOB KapTOYEK TMPEIyCMOTPEH MEXaHU3M TIOMCKA, KOTOPBIA MOXKET
OCYIIECTBIISITHCS TIO 3aHCSIM B TOJSAX KapTOYEK, TEKCTY NMPHKPEIUIEHHBIX K HUM (ailjioB H
COBOKYITHOCTH YCJIOBUH B JTIOOOM COYETaHHH.

B 3aBucuMocTH OT Ha3Ha4YeHUs JTOKYMEHTOB, a TaK)K€ BBITIOJIHIEMBIX COTPYTHHKAMH
0053aHHOCTEH TPeAyCMOTpEHa CHUCTeMa Oe30MacHOCTH, TMO3BOJISIOMIAs pa3pemarb HIn
3ampemarb COTPYIHHUKY (TpyIIe COTPYJHHKOB) IOCTYI K JIFOOOMY BHJYy JaHHBIX B IEISAX
OTpaHUYCHUS JTOCTYTIA K XPAHSIIIAMCS CBEICHHSIM 1 TAPAHTUU COXPAHHOCTH BCEH MCITONIB3yeMO
nHpopmanuu.

K nmomonHUTENBHBIM CpecTBaM, O0ECTICUYMBAIOIIAM O€30MaCHOCTh JIaHHBIX, OTHOCSTCS
BO3MOYKHOCTH HIM(POBAaHUS W/WIU MOOABJICHUS K TOKYMEHTAaM OJJIEKTPOHHOH moamucH (mpu
HAJIMYMUA COOTBETCTBYIOIIUX CEPTUPHUKATOB).

3ansatue 4. Unpopmanus o pabote ¢ nankamu

B Hasuratope otobOpakaeTcst depeso hnanok, KOTOpPOE MO HAa3HAYCHHUIO U TNPHUHIIUITY
MIOCTPOCHMSI AHAJIOTUYHO JIepeBy IMAIoK, KOTopoe MOXHO BuAeTh B IlpoBognuke Windows,
oJHaKo, B oTiinune ot [IpoBoanuka, nanku HaBuraropa comepixar He (ailiibl, a KapTOUKH.

Hepapxuro mnamok ¢ KapToukaMd M IIpaBa II0Jb30BATECIEM Ha JOCTYNl K IIalKaM
HaCTpauBaeT CIIEHUAIUCT 110 BHEAPEHHUIO CUCTEMBI.

B xopHeBOll BETBM JepeBa NANOK paclojararoTcs 4deTelpe cucmemmuvie nanku (Ilanmkw,
CripaBounuky, Pezynbrarel noucka u Kopsuna), KoTopble He MOTYT YJAJIAThCA M10JIb30BATEISIMH,
U, KAK MUHUMYM, OJIHA 10/1b306aMeNbCKas TAIKA.

[lanka c¢ Ha3BanueM Ilanku (MOXeT HMMETh JApyroe Ha3BaHUE, HA3HAUYEHHOE IPHU
BHEJPEHNUN) MOXET COJEpXKaTh MPOU3BOJIBHBIN HAOOp BIIOKEHHBIX IANOK, B TOM YHUCJIE — CO
CIIO)KHOM JIPEBOBUJIHOM CTPYKTYpOH, KOTOpasi OTpakaeT JM00 OpraHU3alMOHHYIO CTPYKTYpY
(manku QuIManoB, JACMAPTAMEHTOB, BXOJSIIMX B HUX OTJEJIOB, JIAOOpATOPWUH W T.1.), MO0
crenuQuKy npopeccuoHaNbHOMN 1eATeIbHOCTH, TNO0 — U TO, U IPYTOE.

[Tonp30oBaTenbCckue ManKd MOTYT CO3[aBAaThCsl M yAAIATHCS B 3aBUCUMOCTH OT IIPAB,
KOTOpBIE MMEET TOT WX MHOW Monb30BaTeib. K nmonb3oBarenbsckuM oTHOCHUTCS U [lepcoHanbHas
Iarka II0JIB30BATENsl — JTO IANKa, KOTOpas CO3HAETCs Uil IOJIb30BATENsl, BKIIOUYEHHOIO B
CIIPaBOYHMK COTPYJHHUKOB. B 3Ty manky monb3oBaTeinb nonaaaer npu oTkpbiTuu Hasuraropa.
[Tanka TakXke MOKET MMETh CIOXKHYIO CTPYKTYpy, KOTOpas CO3HAETCsi CaMUM IOJIb30BATEJIEM
WIH CIIELUAIMCTOM I10 BHEAPEHUIO CUCTEMBI.

3anstue 5. Undopmanus o paboTe ¢ KapToOuKamu

B CO/J1 ucnonp3yloT B Ka4eCTBE 3JIEMEHTOB ONEPALIMOHHOM Cpelibl KApTOUKH Pa3InyHOIO
BH/Ia U HA3HAUCHUS.

OpHM KapTOYKH MPEJCTABISIOT CO00M MaKCHUMallbHO TMOJAPOOHOE OMHCAHHUE OTAEIHLHOTO
JOKYMEHTA: THII, JaTa CO3AaHus, PaMIIus JUIA, 3apPETUCTPUPOBABIIETO JOKYMEHT, CBEJICHHS O
COJIep>)KaHUU, CCHUIKA Ha JApPYyTHUe TOKYMEHTHI, a TakK€ MOTYT BKJIIOYATh B ce0s rpaduueckuit
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¢aitn ¢ uz00pakeHHEM OTCKAaHMPOBAHHOTO OyMa)KHOTO JOKyMeHTa, aill, cojepxKaiuit
pacro3HaHHbIN TEKCT TOKYMEHTA WX JIF000H APYTOi COMyTCTBYIOIIUH (aii.

Jpyrue KapTOUKM MOpeAHA3HAYEHBl [UIi COBEPLIEHUS ONPEHECNEHHBIX  OIEpaLuil
JIeJIONPON3BOJCTBA: HAJIO)KEHHWE PE30NIIOLMM, BHU3UPOBAaHUE, YTBEPXKIACHHUE JTOKYMEHTOB,
[IOJIFOTOBKA OTYETOB, KOHTPOJIb BBIIIOJHEHUS 3aJaHUM U T.11.

Pan xaprouek MMEIOT BCIIOMOTaTelIbHOE Ha3HAYEHHUE: BEJICHUE CIPABOYHMKOB, MOMCK
JOKYMEHTOB, HaCTpPOMKa IapaMeTpoOB U T.II.

HMes 1OCTaTOYHO CIIOXKHYIO CTPYKTYpY, Kaxkaas KapTOuka IO3BOJISIET PErucTpHUpOBaTh
OJIHY €IWHHUIlYy XpaHeHUs (HampuMmep, JOKyMeHT). B ofmiem cioydae KapTouka BKJIIOYAET
HECKOJIbKO HMEHOBAHHBIX BKJIAJOK, KaXJIas M3 KOTOPBIX COAEPKHUT CHEHUPUUECKYIO
nH(pOpMaALIMI0O O JOKYMEHTE WM JAPYyroM OOBEeKTe, A ONHCAaHMs KOTOPOro CO3[aBajiach
kapTouka. Kaxkmas Bkiajka COCTOMT M3 OJHOM wiu Ooniee cekuui (pas3ienoB), KOTOpHIE
MIPEJICTaBISIOT COOOM IpyMITy MoJieH, coAepKallUX CBSI3aHHYI0 HHPOPMAIHIO.

[Tone xapToUKH MpeaHa3HAYEHO JJIsl OMMCAHUS OJJHOTO U3 aTpuOyTOB 00BEKTa, HAITPUMED,
aBTOpPA TOKYMEHTA, 1aThl PETUCTPALlMU, HOMEpa U T.J.

Kaxxnoe mone MoXeT coaepkaTh TOJIBKO OINpeAeNEHHBIA THUI JAHHBIX: 9TO MOXET OBbITh
MIPOM3BOJIbHAS TEKCTOBas MH(OpMAlMs, YUCIOBOE 3HAYCHHE, Jara U BpeMs U T.1. Hekoropeie
II0JII MOTYT 3alOJHATBHCS TOJBKO JAaHHBIMU, KOTOpBIE YK€ MMEITCS B cucreme. Hampumep,
aBTOPOM, WCIIOJTHUTENIEM U JIUILIOM, MOAMUCABIINM JOKYMEHT, MOTYT OBITh TOJIBKO COTPYIHUKH
OpraHM3aliM, 3apETUCTPUPOBAHHBIE B CIIPABOYHUKE COTPYJHUKOB U T.1.

Kaprouku, peanuzoBanHble B pasznuuHbix COJ, MOryT oTinudarbcs HAOOPOM BKIIAJIOK,
IoJIeH, UX Ha3BaHMUSAMM U MOBEAECHHEM. boisiee TOro, KApTOUKU MOTYT HECKOJBKO OTIMYATHCS B
pa3IMYHbIX BHEJPEHUIX JJa’Ke B paMKaX OJHOTO NMPHJIOKEHHsI, Oarogapsi BO3MOXKHOCTH THOKOH
IIEPEHACTPOMKHU CUCTEMBI 110/ TpeOOBaHUS KOHKPETHOI'O 3aKa3uMKa, HO BCE OHM CTPOATCS Ha
ocHOBe 00111er0 Habopa 3JIEMEHTOB.

OCHOBHBIMU KAapTOUKaMH, C KOTOPBIMH DPAOOTAIOT IOJIb30BATENIH, SBISAIOTCA KapTOUKHU
JOKYMEHTOB Pa3JIN4HbIX TUIIOB.

3ansatue 6. Unpopmanus o padore ¢ daiimamu

[TomuMo cBenieHU# 0 JOKYMEHTE, KOTOPbIE 3aHOCSTCS B MOJISI KAPTOUKU JOKYMEHTA, K Hel
MOTYT TPUCOCTUHATHCA (aiuibl, conep)KaliMe TEeKCT JOKyMeHTa, ero rpaduyeckoe
n300paxkeHue, a TakKe pa3INyHyIO CBSI3aHHYIO C IOKYMEHTOM BCIIOMOTaTeNIbHYIO0 HH(OpMaINIo
(cxembl, TpaduKu, TaOIUIBI, WLTIOCTPATUBHBIN MaTepuar).

@aiiel MOTYT NPUCOENMHATHCA K KapTOUKEe JOKYMEHTa pa3sHbIMU CHoco0aMu U ¢
Pa3IMYHBIMH [TapaMeTpaMH, OT YKa3aHUsl KOTOPBIX 3aBUCST JdajbHEHIINE BO3MOXKHOCTH PabOThI
CO CBS3aHHBIM (hailyiom.

Bo3moskHbI yeThIpe criocoba go0aBneHus (aiiyia B KapTOUKy JTOKYMEHTA:
® C [IOMOIIBIO KapTOUKH (haiina;
® U3 CylIecTBYyoIIero (aiina;
® CO37aHHMEM KapTOYKHU U3 IA0JI0HA, CO/IEPIKAIIEro CBI3aHHbIN (aii;
® CKaHUPOBAaHHWEM OYMa)KHOI'O JJOKYMEHTA.

3anstre 7. PaboTa ¢ perucTpaliioHHBIME KapTOYKaMH BXOSIINX, HCXOIAIINX U BHYTPEHHUX
JIOKYMEHTOB

Ha3zHaueHue QyHkuH, onpenenenue PK
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e paznmuunsle Tunel PK B cucremMe, coctaB peKBU3UTOB, OCHOBHBIE U IOTIOJHUTEIIbHBIE,
3aIoJIHEHUE 0053aTeNIbHBIX U HE 00s3aTeIbHBIX PEKBU3UTOB

® PETUCTPALNA BXOAAIMUX JOKYMEHTOB M IIHCEM I'PaXkaH

® perucTpauus co3aaBaeMbIX (MCXOISIINX) TOKYMEHTOB

e paboTa ¢ IEKTPOHHBIMU 00pa3aMH JIOKyMEHTOB

e npukpemieHue B PK ¢aiinos okyMeHTOB, co3gaHHbIX B npuiioxkeHusx MS Office, B Tom
YHCIIe ¢ UCTIOIb30BaHUEM MTPUIIaraeMbIX M1a0JI0OHOB

® CKaHMpOBaHUE OyMa)KHOI'O JOKyMEHTa U pukperuieHue ero k PK

® BO3MOXHOCTb 3aKpBITUS IPUKPETJICHHOTO (paiiia /Ui peJakTUPOBaHUs, 3aKpbITHE (aiina
OTAENBHBIM rpudoM rocTyma

e BO3MOXHOCTb Hanoxxenust DL na npukpennennsiii k PK daiin

® KOHTPOJb 32 JABMKEHUEM U COCTOSIHUEM OyMa)KHBIX JIOKyMEHTOB: MmoHsATHE JKypHana
nepeaayu T0KyMeHTa, 3aHeCeHne MH(opMaIu o rnepeiaye, ClMCaHUU WM YHUUTOKEHUU
OyMayKHOTO JIOKyMeHTa B faHHbIN JKypHau

e 1neyars PK, neuats nepeuns 3aperucTpupoBaHHBIX JOKYMEHTOB

e IPOCMOTp U penakTupoanue PK

3ansartue 8. Pabora ¢ mpoekTamMu JOKYMEHTOB

e Ha3HaueHHe 3a7auu «PaboTa ¢ mpoeKTaMu TOKyMEHTOBY»
e o0mas cxema paboThl ¢ MPOEKTaAMU JOKYMEHTOB

e crocoOBI CO3aHuUs MMPOCKTA JOKYMEHTa

e perucTpamnroHHas kapTouka rnpoekra gokymenta (PKII/), coctaB pekBU3UTOB U UX
3ar0JIHEHUE

e 33JlaHUe MaplIpyTa JBIDKCHUS JIOKYMEHTAa: OTIpaBKa IpoeKTa JJOKyMeHTa (B T.d.
ANEKTPOHHON KOMUU MPOEKTa MPHKa3a WM JII000ro APYroro AOKyMEHTa) Ha COTJacOBaHUE
WU/WIY HA TOIUCH

® ABTOMATHUYCCKOC U3MCHCHUC CTATyCa NPOCKTA JOKYMCHTA
® MHOXCCTBCHHOCTH BepCI/Iﬁ IMPOCKTOB JOKYMCHTOB

® perucTpanus JOKyMEHTa Ha OCHOBE YTBEP)KIECHHOTO MTPOEKTa
MTOMCK T10 33JJaHHBIM MTapaMeTpaM PEruCTPAIMOHHBIX KapTOYEK MPOCKTOB JOKYMEHTOB

Paznea 3. OcHOBHBIE (DYHKIMOHAJIbHbIE BO3MOKHOCTH H XapaKTepPHUCTHKH
aBTOMATH3HPOBAHHBIX CHCTEM /1eJ10NPOU3BOACTBA

Tema nabopamopnozco 3anamus: 3ydenue GyHKIIMOHAIBHBIX Bo3MoxkHOCTe AC JIOY
(2 gaca)

Lenv 3auamus:
1. W3yunTh OCHOBHBIE ()YHKIIMOHAIBHBIE BO3MOXKHOCTU M XapaKTEPUCTHKH
aBTOMATH3MPOBAHHBIX CHCTEM JICIIOTIPOU3BO/ICTBA.
2. BBINOJIHUTE OCHOBHBIE TEXHOJIOTHYECKUE ONEPALlUH C JOKYMEHTUPOBAaHHOM HH(popMaIen B
AC IOV (peructpanust JOKYMEHTOB, KOHTPOJIb UCTIOJIHEHHSI, TOUCK HH(POPMALINH, BEICHHUE
CIPaBOYHHUKOB, (POPMUPOBAHNE OTUYETOB U JIP.)
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Dopma npogedenus — EII0Bast Urpa
Bonpocwt ons o6cyscoenus:

Ha3naueHnne v NpuHIAIIBI TOCTPOEHUSI aBTOMAaTU3HPOBAaHHBIX cucteM JJOY.
[TpaBuma paboTbl cucTeMHOro TexHosora B paznuuabix AC ZIOVY.

[IpaBuna paGoTsl noabs3oBaTens B pazianunHbix AC J1I0VY.

OcHoBHbBIE (PYHKLIMOHATbHbIE BO3MOKHOCTH pa3zinyHbix AC ZIOY.

BrinosiHeHNE OCHOBHBIX TEXHOJIOTHYECKUX OMEPAM ¢ JOKYMEHTUPOBAHHON
unpopmanueit B AC JI0Y (peructpanus 10KyMEHTOB, KOHTPOJIb UCTIOJTHEHUS, TOMCK
nH(pOopMalnu, BeICHUE CIPABOYHUKOB, POPMUPOBAHUE OTUETOB U JIp.)

SNk W=

KOHmpOﬂbele 6onpocyl.

1. Kakoe naznauenue y AC JIOY?

2. OnuumuTe NpUHLIUIBI TOCTPOCHUS aBTOMAaTU3UPOBaHHBIX cucteM JIOY.

3. Tlepeuncnute ocHOBHbIE GYHKIIMHN cucTeMHOro TexHosora B AC JIOVY.

4. Tlepeuncnute OCHOBHBIC (YHKLUH MoJIb30BaTeNs B pazanuHbix AC JIOY.

5. Ha3zosure ¢pyHK1MOHANBHBIE BO3MOXHOCTH paznnyHbix AC JIOY.
Hemounuku:

MeTtoauueckue MaTepralibl BEHI0OPOB, pa3MelleHHbIe B 001auHOM XpaHuiuiie Dropbox.

HNuTepHeT-pecypcbl:

http://www.docflow.ru/ - uHpOpPMAITMOHHO-aHATUTHYECKUN TTOPTAIT ANEKTPOHHOTO
JIOKyMEHTO000pOTa

www.doc-online.ru - He3aBucuMmbIii MOpTa 0 CUCTEMaX JIEKTPOHHOTO JOKYMEHTO000pOTa
cnews.ru/

www.ecm-journal.ru/

CaiiTbl BEHJIOPOB:

www.eos.ru/ - Komnanus «3nekTpoHHbIEe O(PHCHBIE CUCTEMBD)
http://www.directum.ru/ - Komnanuss DIRECTUM
http://www.intertrust.ru/ - Komnanus « UatepTpact»
http://www.evfrat.ru/ - Komnanus Cognitive Technologies
http://www.docsvision.com/ - Kommnanus Docs Vision
http://v8.1c.ru/doc8/ - Komnanus 1C JlokymeHTO000pOT

[1nan maGopaTopHBIX 3aHATUH B aBTOMaTU3UpoBaHHOU cucteme JI0OY — cucteme
ANEKTPOHHOTO JoKyMeHTooOopoTa (CO/)
3ansaTue 9. CBsA3bIBaHUE TOKYMEHTOB
® [IOHSTHE CBSI3KU, IPSIMbIE U 0OpaTHBIE CBA3KU, CAMMETPUYHBIE CBSI3KU
e  CBS3bIBaHME JJOKYMEHTA B MOMEHT PETUCTpaLUU
e CBS3bIBaHUE JOKYMEHTOB, HAXOJAIIMXCS B Oa3e

® CChUIKA Ha BHEIIHUHU (CETEBOM) aapec

3anstue 10. dopmupoBaHue 3a1a4 U 3aJaHUI
® CO3/1aHME U 3alI0JIHEHHUE KapTOYKHU 33/1a4u
e MapupyTHU3aLMs 3aJaHUN
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e Tmepenava 3aaHui B padboTy
[ ]

3anatue 11. Brimonaxnenue 3aganuii

® PEXUMBI OTKPBITUS U CTaTyChl KAPTOUKH 3aJaHUs

e paboTa yJYaCTHUKOB BBITIOJIHCHHS 3aaHuUsl (MUCTIOJIHUTEISI, OTBETCTBEHHOTO UCIIOJIHUTEIIS,
KOHTpPOJIEpa)

e CO3JaHMe MOAYMHEHHBIX 3aJa4 M 3aJaHuM

3anstue 12. CornacoBaHue 10KyMEHTOB
®CO3/1aHUE KAPTOUKU COTIIACOBAHUS
®3aII0JIHCHHUE KAPTOUKH COTTIACOBAHUS
®3aITyCK ITPOIIEcca COTJIACOBAHMS
®BBINIOJIHEHUE COTJIACOBAHUS

®CO3/IaHHE TTOJYNHEHHBIX COTJIACOBAHUI

®KOHCOIU AL U3MESHESHUM

3ansarue 13. [lonck JOKyMEHTOB, 3a1a4, 3aganuii B CO/l. JInunbie nanku
® [IOHCK IO HOMEpam
e mouck no pexkBuszutam PK u comepkanuto 1o0KymMeHTa
® [IOUCK MO PE30IIOLUN
® TIOWCK TI0 XXypHaJTy Mepead TOKYMEHTOB
e 000OIIECHHBIH MOUCK
® TIOUCK MPOEKTOB JOKYMEHTOB
e 00paboTKa pe3ynbTaTOB MOUCKA — BHIBOJ HA MIeYaTh
e paboTa C TMYHBIMH MaKaMU

® CO34aHHC IIaIllOK U pa3MCIICHUC B HUX JOKYMCHTOB

3anarue 14. ®opMupoBaHKHE OTUETOB U aHAIU3 TAHHBIX MOJTYJIS
¢ ICMOHCTpalura BapUaHTOB UCIIOJb30BaAHUA CTAHAAPTHBIX OTYCTHBIX q)OpM

¢ hOopMHpOBAHHUE 3aTIPOCOB

3anstue 15. JlonmoaHUTEIbHBIE HACTPOUKHU pabovero Mecrta

® HACTPOWKH CHCTEMBI Ha pabOYeM MECTE MOJIb30BaTelIsl, 0COOCHHOCTH 00€CTICUCHUS
paboTHI MMOJIL30BATEICH CUCTEMBI C YUYETOM HX JIOJKHOCTHBIX 00s3aHHOCTEH

® HAa3HA4YCHHUC U BBIINIOJHCHUEC IMMOJTB30BATCIIBCKUX HACTPOCK

® [IOJB30BaTCIbCKUC CIIMCKU

3anstue 16. Yuer pabouero BpeMeHH
® 3aI0JJHEHHE KapTOUKU Pabovero JHs
® XpOHOMETpaxk pabo4ero BpeMeH!

HrtoroBass paboTa MO BBINOJHEHHBIM 3aJaHusM oQopmiiseTcs B BHAC NPE3CHTAIUU.

Bxomouatorest Bce uiccienoBannbie ctynenTom COJ1.
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CtpykTypa paboThI:
1. DOramnsl BHeapenust CO/1 B mpeanonaraeéMoi opraHu3ainm.
Ortarmbl paboTel ctyaeHTa B CO/I.

Haznauenne COJ1 115 TOKyMEHTAlIMOHHOTO 00eCTIeYeHHsl YIIPaBICHUSI.

Eal

Bamu oT3BIBEI U OXKEIaHUS K MIporpaMMHOMY IIPOAYKTY (HO,[[FOTOBKa 3CCC).

[Ipu mnpoBenenuu nadopaTopHbix 3aHATHH B COJl HCMONB3YIOTCS METOIUYECKUE

MaTCpHabl, p33pa6OTaHHBIC BCHIOpAMH.

Benpop IIporpaMmmHubIit Caiir
MPOAYKT
CoJ
250C HAEJIO http://www.eos.ru/
Cognitive Technologies EBOPAT http://www.evfrat.ru/
Jupextym DIRECTUM http://www.directum.ru/
1C 1C JIokyMeHTO000pOT http://v8.1c.ru/doc8/
«JlokcBrxH DocsVision http://www.docsvision.com/

Pazgen 4. IlepcneKkTHBBI HCNIOIb30BAHUS U HATIPABJICHUS Pa3BUTHS
aBTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTAIIMOHHOI0 o0ecnedeHus ynpasJeHus (2 yaca)

Tema nabopamopmnozco 3anamus: Tennenuuu u HanpasiaeHus pazsutus AC JIOY

Llenv 3anamusa: BpISIBUTH TEHJIEHIIMH U [TPOAHAIM3UPOBATh HamnpasiaeHus pa3BuTus AC
HOYV.

Dopma nposedenus — IeNoBas Urpa
Bonpocul on1 06cyacoenus:

1. OcHOBHbIE TEHJEHLUHU Pa3BUTHS ABTOMATU3UPOBAHHBIX CHUCTEM JOKYMEHTAIIMOHHOTO
obecrieyeHns ynpaBiIeHUs

2. BnusiHue pa3BuTHs HHQOPMALIMOHHBIX TEXHOJIOTUN Ha aBToMaTtu3anuio J10Y.

3. O6naunbie TexHojoruu B JIOY.

Konmponvnuvie éonpocwi:
1. Oxapakrepusyiite ocHoBHbIe TeHAeHIMH pa3Butus AC JIOY.
2. Kak BAMSIOT pa3BUTHSA HHPOPMALMOHHBIX TEXHOJIOIUI Ha aBToMaTtu3amuio JJ0Y?
3. Kakue npumenstorcst o6naynsle TexHonoruu B JJ0Y?

[MoaroroButs mpe3eHTanmio «COCTOSHUE PBIHKA U OCHOBHBIE TeHAEHUWHU pa3Butusi AC
JOVY B P®», ucnonsiys nporpammy Microsoft PowerPoint (10-15 cnaiinos).

Hemounuku:

HNuTepHeT-pecypcbl:

http://www.docflow.ru/ - uHGpOpPMAITMOHHO-aHATUTHYECKUN TTOPTAI ANEKTPOHHOTO
JOKYMEHTO000pOTa

www.doc-online.ru - He3aBuCHMBII IOpTaJl O CHCTEMaX AJIEKTPOHHOTO TIOKYMEHTO000pOTa


http://www.docsvision.com/
http://v8.1c.ru/doc8/
http://www.directum.ru/
http://www.evfrat.ru/
http://www.eos.ru/
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cnews.ru/
www.ecm-journal.ru/

CaiiTbl BEHIOPOB:

www.eos.ru/ - Komnanus «9neKTpoHHbIE OHCHBIE CUCTEMBD»
http://www.directum.ru/ - Komnanus DIRECTUM
http://www.intertrust.ru/ - Komnauus «urepTpact»
http://www.evfrat.ru/ - Kommanust Cognitive Technologies
http://www.docsvision.com/ - Komnanust Docs Vision
http://v8.1c.ru/doc8/ - Komnanus 1C JlokymeHnToo00poT

9.2 MeTtoandeckue PCKOMCHAANHWH I10 MOJATOTOBKE IMMHMCHEMCHHBIX [Za6OT

Tewmsl pedepaTos:

1. WccrnenoBanre OCHOBHBIX OOBEKTOB U MPUHIIMIIOB aBTOMATU3ALlUH B YIIPABJICHUU.

2.Wcnonb30BaHUe aBTOMAaTU3UPOBAHHBIX CHCTEM B JOKYMEHTAlMOHHOM OO€CeueHUU
yIpaBIEHUS.

3. AHanu3 HOPMATHUBHO-IPABOBBIX aKTOB, PETIAMEHTHUPYIOIIMX IMPOLECChl BHEAPEHUS U
UCII0JIb30BaHUs aBTOMATU3UPOBaHHbIX cucteM B JIOY.

4.AHanu3 HOPMATHBHO-METOAMYECKUX JOKYMEHTOB, PErJaMEHTHPYIOIIMX MPOLECCH
BHEJPEHHUS U UCIIOJIb30BaHUS aBTOMAaTU3HPOBaHHbIX cucteM B JIOVY.

5.Benymue xomnaHuM-pa3pabOTUYMKH MPOTrpaMMHBIX MpoAaykToB it JAOY u ux
pa3paboTKu.

6.[IpoGeMbl ¥ IepCHEKTUBBI BHEIPEHUSI 3JIEKTPOHHOTO TOKYMEHTOO00pOTA.

7.OCHOBHBIE 33/1aud, CTOSIIIME NEpe] aBTOMaTH3upoBaHHOU cuctemoit JJOY u mytu ux
peneHusl.

8.AHamM3 COBpPEMEHHBIX HWH(POPMALMOHHBIX TEXHOJOTUH CO3JaHMsA, XpaHEHUs U
OOHOBJICHHS JJOKYMEHTOB.

9.Cucrembl 31EKTPOHHOTO JT0KYyMEHTO00O0pOTa Ha COBPEMEHHOM 3Tarne (CpaBHUTEIbHBIH
aHaJIU3 MPOTPAMMHOI0 00ECIIEYEHHUS ).

10.Buenpenue aBTomaTtu3upoBaHHOM cuctemsl JIOY (Ha mnpuMepe KOHKPETHOM
OpraHu3aINH).

11.0tpacneBble CUCTEMBI 3JIEKTPOHHOTO JJOKYMeHToo0opoTa B PO.

12.OcHOBHBIE TEHJEHIIMH Pa3BUTHSI aBTOMAaTU3UPOBaHHBIX cucteM JIOY.

PexomMenammu 1o noaroToBke 1 ohopMIeHHIO pedepaTa

[ToaroroBka pedepara Mo3BOJSET 3aKPENUTh TEOPETUUECKUE 3HAHMS 10 JAUCLUILIUHE,
IpUOOPECTH HABBIKM CaMOCTOSTENIBHOTO YIIyOJIEHHOr0 M3y4YeHMs OJHOIO M3 Pa3liesioB Kypca.
[Tpu nmoaroroBke pedepara cTyI€HTHI OJYYarOT HABBIKK U YMEHHE paboTaTh C HCTOUHUKAMH U
JTUTEPATypoi, aHaIM3upoBaTh (aAKThl M JaHHBIE CICNHAIBHONW JIUTEpaTyphbl, H3JIaraTh
MIPOYNUTAHHOE COBPEMEHHBIM NMPO(ECCHOHANBHBIM S3bIKOM.

Pedepar nomken ObITH OPOPMIICH B COOTBETCTBUU C TPEOOBAHUSIMH, MTPEABSIBIIEMBIMH K
MOJrOTOBKE U O()OPMIIEHUIO HAYYHBIX padoOT.

Pedepat Brirouaer:

- TUTYJbHBIN JIHCT;

- OTJIaBJICHHUE;

- BBEJICHHE;

- OCHOBHYIO 4acTb (TEMaTHUECKHUE Pa3/EIbl);

- 3aKJIIOYCHHUE;

- CIIMCOK MCITIOJIb30BAHHBLIX UCTOYHHUKOB H JIUTCPATYPHI.
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O6mwem pedepata - 15-20 cTpanul Tekcta (mpu Habope yepe3 1,5 uHTEpBana U pazMepe
mpudra 13-14). Pedpepat nuinercs Ha 0AHOM CTOPOHE CTaHIAPTHOrO JiMcTa Oymaru popmara A4
(210x197Mm).

Crpanunsl pedepata HyMepyrOTCs apaOCKUMU IUppaMHU Ha BEpPXHEM IOJ€ JHCTa, Oe3
KaBbIueK, J1e(UCOB W J[PYrMX 3HAKOB NpenuHaHusa. TUTYIbHBIM JUCT M OIJIaBIEHUE HE
HYMEpYIOT, HO BKJIIOYAIOT B 001uii 00beM pedepara.

HayuHo-cnipaBouHsblii anmapar pedepara BKIIOYAET CIMCOK UCTOYHUKOB U JIMTEPATypPhI U
MOJICTPOYHBbIE CHOCKH. [lo/ICTpOUHbIE CHOCKM MCHOJB3YIOTCS BO BCEX CIIydasX LUTUPOBAHUS B
TEKCTe pedepaTa MPaBOBBIX AKTOB, JTOKYMEHTOB, MPOU3BEICHUI aBTOPOB MOHOTpaduid, craTei,
y4eOHUKOB, Y4Y€OHBIX IOCOOMH, a TakkKe MpH LUTUPOBAHMM CTAaHIAPTHBIX OIpeAeTeHUN
TEPMUHOB U NOHATHHA. Bee mpuBoaumele B pedepate pakThl, UGPHI, JaThl, KOHKPETHBIC JaHHbIE
TaK)Ke JOJKHBI ObITh MMOATBEPKICHBI TOACTPOUHBIMH CHOCKAMHU.

CHOCKM HyMepYIOT B Mpejieax OJHON CTpaHHUIbl apaOCKUMH HU(pPaMu, TEKCT CHOCKH
pa3MelarT Mo MOCJIEIHEN CTPOKOM TEKCTa.
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Hpuiaoxenue 1

Annomayus oucyuniunvl (Mooyns)

JucuuminHa «ABTOMAaTHU3MPOBAHHbIE CHCTEMbI JOKYMEHTALMOHHOIO o0ecneveHus:
ynpaBJieHus» peanu3yercs Ha ¢akylnbTeTe apXHUBOBEICHHUS W JOKYMEHTOBEACHHS Kadempoi
ABTOMatn3upoBaHHbIx cuctem J[OY.

[lenb AMCUMIUIMHBI: TMOATOTOBUTH BBIITYCKHUKA, YMEIOIIETO OPraHW30BaTh YIPABJICHUE
ANIEKTPOHHBIMU JIOKYMEHTAMH B CHCTEMaX JJIEKTPOHHOTO JOKyMeHTooOopoTa. OcBoeHUe
TUCIUIUIMHBI ~ HAMpaBJICHO HA MPUOOpETeHHE CTyJIGHTaMH 3HAaHWMM O  BHEIPEHUU
MH(GOPMAIIMOHHBIX TEXHOJOTHH B IeATeIHHOCTH CIIy X061 JIOY.

3agaun:

- U3yYHUTh TEOPUIO U MPAKTUKY IPUMEHEHUS aBTOMATU3UPOBAHHBIX CUCTEM B YIIPABICHUHU
JNOKyMEHTalUEH;

-M3y4YUTh OCHOBHBIE TIOHSTHS, UCTIOJIB3yEMbIC B TPOIIecCce MPUMEHEHHS] MHPOPMAITUOHHBIX
texHonoruii B JIOVY;

- U3YYUTh UCTOPHUIO aBTOMAaTH3aIK 1 MexaHu3auu JJOY B Haiell cTpaHe u 3a pyoexom;

- U3YYUTh HOPMATHUBHO-IIPABOBBIE OCHOBBI MMPUMEHEHUS WH()OPMAITMOHHBIX TEXHOJIOTHH B
A0Y;

- U3yYUTh TEXHUYECKOE W TPHUKIAJTHOE MPOrpaMMHOE OOecredeHue, MUCTIOoIb3yeMoe MpHU
OpraHM3alfKi  JJIEKTPOHHOTO  JOKYMEHT0OOOpoTa B  WHGOPMAIMOHHOM  OOeCleYeHHH
YIpaBJICHUS,

- U3YYUTH MPUHITUIIBI BEIOOPA U OPTaHHU3AINIO BHEAPEHUS U HCIOIH30BAHUS TEXHUYECKOTO
Y IPOrpaMMHOTO 00eCTIeUeHNsT;

- U3YYUTHh UH(POPMAIIMOHHBIE CUCTEMBI U OCHOBHBIC HH(OpMaIIMOHHBIE pecypchl B IOV

- U3YyYUTh W TMPOAHATM3UPOBATH CPEACTBA 3alIUThl MHPOpManuu B HHGOPMAIIMOHHBIX
cucTemax, ucrnoiaszyeMsix B JJOY;

- copMupoBaTh IpoeccHoHaTbHBIE HABBIKA PA0OTHI B aBTOMATU3UPOBAHHBIX CHCTEMaX.

JucuuninuHa «ABTOMATH3MPOBAHHBIE CHCTEMbl JOKYMEHTAIIMOHHOIO oOlOecrnedyeHHs
ylnpasBJIeHHMsD» HalpasiieHa Ha (JOPMHUPOBAHUE CIEAYIOINX KOMIIETEHIUI:

[1K-4 CnocobeH OCyIIEeCTBIATh MPOSKTUPOBAHWE U BHEIPEHHUE CHCTEM HIIEKTPOHHOTO
JOKyMEHTO000pOTa B OpraHU3aLuu

[1K-5. CrocobeH opraHu3oBaTh ONEPAaTHBHOE M apXMBHOE XpaHEHHE JIOKYMEHTOB C
UCTOJIb30BAaHUEM HMHTEIPUPOBAHHON cCpeabl pa3pabOTKH, BKIIOYas CPEJICTBA BHU3YaJIbHOTO
IIPOrpaMMUPOBAHUS, YMEET MCIOJIb30BaTh CpPEACTBA ABTOMATH3allMM J3TallOB aHalIu3a |
IIPOEKTHUPOBAHUS

[1K-7. Cniocoben pa3zpabaTbiBaTh TEXHHUECKYIO JOKYMEHTAIMIO M UCIIOIb30BaTh CPECTBA
aBTOMaTH3allMU PU NPOEKTUPOBAHUH HH(POPMALIMOHHBIX CHCTEM

B pesynapraTe  OCBOGHMSI ~ JUCUUIUIMHBI  «ABTOMATHU3HPOBAHHBIE  CHCTEMBI
AOKYMEHTAIMOHHOI0 o0ecrnedeHHUs1 YNIPaBJeHUs» 00yUYaronnics TOIKeH:

3HaTh:

MIPaBOBOE peryJupoBaHue cepbl yrpaBieHus nHhopMaluen 1 T0KyMeHTalreH,
COBpPCMCHHBIC I/IH(I)OpMaI_[I/IOHHBIC CUCTCMbI, CUCTCMbI 3JICKTPOHHOT'O I[OKyMGHTOO60pOTa.

MeTouKy npumeHenus: CO/] B yrpaBlieHUECKON JEATeIbHOCTH OpTraHU3alHu1

HOPMAaTUBHO-IIPABOBBIC OCHOBLI ITPOCKTUPOBAHNA U BHCAPCHHUA CUCTEM SJICKTPOHHOT'O
JIOKyMEHTO000pOTa
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METOJMKY COCTABJICHUS] TEXHUYECKON JOKYMEHTAIIMU JJIs OPraHu3aliy U COMPOBOXKICHUS
nesitenbHOCTH COJI

YMerTsb:

NPUMEHSATh 3HaHUE HOPMATHUBHO-TIPaBOBOI 0a3kl B cdepe ynpasieHus nHpopManuei u
JNOKyMEHTaluen B MPAaKTUYECKON IeATEIbHOCTH

NPUMEHATh TEXHUYECKOE U MPUKJIIAJHOE IPOrpaMMHOe oOecrieueHue /Uil OpraHu3aIiu
AJIEKTPOHHOTO JOKYMEHTO000pOoTa B UHPOPMAITMOHHOM OOECIIEUeHUH YIIPaBJICHUS

IIPUMEHSTH TEOPETUUECKHE U IIPABOBBIE 3HAHUS NPU IPOEKTUPOBAHNU U BHeApeHUH COJ]
B KOHKPETHOW OpPraHHu3aluu

IPUMEHSATh TEOPETUYECKHE U METOIMUYECKHE TIOJI0KEHUS 151 POPMUPOBAHUS KOMIUIEKTA
TEXHUYECKOHN JOKYMEHTALMH C YYETOM YCIOBUI KOHKPETHOM OpraHU3alnn

Bmaners:

HaBBIKOM IIJIAHMPOBAHUS 3TANOB pa3paboTKu 1 BHeApeHHst COJ] B COOTBETCTBUH C

HAaBBIKAMH BKJIFOUCHHUSI IOKYMEHTOB B CHCTEMY YIPABICHUS TOKYMEHTAMH U PETUCTPALUN
B HEH; yNpaBJIeHUs JOKYMEHTaMU B CUCTEME (pacIpeIeIeHHOrO yIPaBIEHUS TOKyMEHTAMH);
JOCTYIIa, TOMCKA U UCIIOJIb30BAHUS JOKYMEHTOB B CUCTEME U KOHTPOJIS 32 X UCIIOJHEHHUEM;
XPaHEHMS U YHUUYTOKECHUS IOKYMEHTOB

HaBbIKaMU BbIOOpa HEOOXOAMMBIX TEXHOJIOTHYECKHM pEIIeHU B IPOLECCe YIIPABICHUS
uHpopManueit U JOKyMeHTaIen

HAaBBIKAMH COCTABJICHUsI HHCTPYKIIUH, ITOPSIAKOB, PETJIAMEHTOB JIJISl PA3JIUYHBIX TPYTII
nosib3oBaresel C3 /1 Ha OCHOBE JIOKAJIbHBIX HOPMATUBHBIX AKTOB, PETYJINPYIOIUX YIIPABICHUE
JOKyMEHTaM B OpTraHU3aLNHI

ITo nucuuiuiiHe ABTOMATH3MPOBAHHBbIE CHCTEMbI JIOKYMEHTALMOHHOI 0 00ecreYeHust
ylnpaBJeHHs IPeAyCMOTpEHa MPOMEKYTOUHAs aTTeCTalus B opMe IK3aMeHA.

OO6m1ast TpyA0€MKOCTh OCBOCHUS TUCITUTIIINHBI COCTABIISACT 3 3a4ETHBIC €THHUIIBI
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