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1. IlosicHuTEILHAA 32T CKA
1.1. Heapb u 3272494 AMCHUTIMHBI

Heabp kypca: dopMupoBaHHE MpEICTaBICHUS OO0 SJIEKTPOHHOM JIOKyMEHTE KaK HOBOM

COCTaBJISIIOH_IefI B IPAaBOBbLIX OTHOLICHUAX. BrisiBIIeHHE OCHOBHBIX OCOOCHHOCTEH «BJICKTPOHHOI'O

JIOKYMEHTa», ©0a30BbIX TNPUHIMIIOB B3aUMOACUCTBUS SJEKTPOHHOTO M aAHAJIOTOBOTO «MHPay,
IIOHMMAaHMsI Nepexoia HHPOopMalUK U3 OOBIYHOTIO aHAIOTOBOIO MUPA B 3JIEKTPOHHBIH.

3aoauu Kypca:
o OBJIAJIETh TEOPETUYECKUM OOOCHOBAHHMEM IIPOLIECCOB JOKYMEHTALMOHHOIO obOecrnedyeHus
anmapara yrnpasJIeHHs 0OLIECTBOM;
o OCBOMTb  COBPEMEHHbIE€  IPOOJIEMBbl  3JIEKTPOHHOIO  JOKYMEHTHUPOBaHMsI  IIPaBOBOH,
VIIPaBICHYECKOH, HSKOHOMHUYECKOH, COIMAIbHOM, TEXHHYECKOW, HaydyHOW uHOpMAMH U

(bOpMI/IpOBaHI/Iﬂ CUCTCM JOKYMCHTAllUHU, O6CCHC‘II/IBaIOHII/IX ACATCIIbHOCTDb alrmapara YyIpaBJICHUA

YUPEKICHUM, OPraHU3aLUN U IPEANPUITUN;

. OBJIAJIETh HEOOXOIUMOI TEPMUHOJIOTHEH;
. chOopMUPOBAaTh HABBIKK MPO(PECCHOHAIBHOTO JOKYMEHTOBEAYECKOTO aHaln3a W paboThl C
nporpaMMaMd 10  OOECHEUEHHIO  3JCKTPOHHOTO  JIOKyMEHTOOOOpOTa, TOJKOBAaHUS  CHCTEM

BHGKTpOHHOﬁ JOKYMCHTAIIUU U CUCTEM BJICKTPOHHOI'O JOKYMCHTHUPOBAHMUA.

1.2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI 10 JUCHMIIJIMHE, COOTHECEHHBIX C
HHIMKATOPAMH JA0CTHKEHUs KOMIIeTeHIN

Komnerenuus HNuaukatopsl Pe3yabTaThl 00yueHus
(KoJ1 ¥ HAUMEHOBAHHE) KOMIeTeH Ui
(K0Jl 1 HAMEHOBAHUE)
I1K-1 - Cniocoben IK-1.1 3HaTh CYIIHOCTh UH(pOpMaIuH,
BBINOJIHATH PabOTHI IO 3HaeT MOPSJIOK YCTAaHOBKH, | METOJIbI U CIIOCOOBI €€ OTpaXKeHHS
YCTaHOBKE, HACTPOMKE U HaCTPOUKH U | 4 IIepenauy,
00CITy’)KUBAaHUIO 00CITy’)KHBaHUS Ymerb:  odopMisTh  pabouyro
IPOTPaMMHBIX, IPOTPaAMMHOTO TEXHUYECKYI0 JIOKYMEHTAIHIO C
IIPOrpaMMHO-aNnapaTHbIX o0ecrieueHus, CHCTEM | YYETOM JeHCTBYIOINX
(B TOM ymcTe yIIpaBJICHUS 0a3aMy | HOpDMATUBHBIX M METOJWYECKHX
KpUNTOTpapUUECcKuX) U JTAHHBIX, CPE/CTB | JOKYMEHTOB
TEXHUYECKHUX CPEJICTB AIIEKTPOHHOTO Brnanets: HaBBIKAMHU
3alUThl HH(pOpMAIUU JIOKYMEHTO0000poTa U | UCIIOJIB30BaTh OCHOBBI IPAaBOBBIX
CpeAcCTB 3alIUTHI | 3HAHUH B pa3iMyYHBIX  cdepax
uHpopManuu JeSITeTbHOCTH
[1K-1.2 3HaTh: OCHOBBI
Brnageer  HaBbikamMH 10 | MH)OPMAIMOHHOIO npasa,
YCTAaHOBKE, HACTPOMKE U | CYIIHOCTh KOH()HACHIIMATbHOCTH
00CITy’>KHUBaHUIO uHpOpMallUM M 3HAThb  BUJBI
IIPOrPaMMHOTI0 HOCHUTEJEH uH(popMauu u
obecrieueHus, MPOrpaMMHO- | 0COOEHHOCTH (UKCAlMM Ha HUX




anrmapaTHbIX U TEXHUYECKUX
CpeZCTB 3aLIUTHI
uHpopmarun c
coOmoieHneM TpeOoBaHUM
110 3anuTe HHPOpPMAaITUH

[1K-1.3

Ymeer yCTaHaBIIUBAaTh
porpaMMHOE OOeCTieUeHUe
B COOTBETCTBHUHU C
TEXHUYECKON
JOKyMEHTaluel, BIIOJHATD
HaCTPOUKY [1apamMeTpoB
paboThI MIPOrpPaMMHOTO
o0OecrieueHusl, BKJTIOYAst
CUCTEMBbI yIpaBJIeHUS
0a3amMH JaHHBIX U CPEICTBA
AIIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa,
dbopMynupoBaTth  mpaBuia
0e30MacHoi 3KCITyaTaluu

uHpopmanuu;
CYIIHOCTb MH(OPMALUU, METOMbI
U CHOCOOBI €€ OTpaKeHHs U

nepeaay,

3aKOHOMEPHOCTHU pa3BHUTHUA
OPEANPUATHIA PA3IMYHOTO THIA W
OpTaHHU3aLUI0 uxX
(YHKIMOHMPOBAHUS C  IEJBIO
JOCTHKCHUS MaKCHMaJIbHON
3P PEKTUBHOCTH npu
MHHHAMAJIbHBIX 3aTpaTax
pecypcos;

O0COOEHHOCTH U XapaKTepUCTUKH
JOKYMEHTOB  QHaJOroBoro W
3JIEKTPOHHOI'O BUJIOB;

METOABI 3aIMUTHl UHPOPMALUU H

TEXHOJIOTHH 00paboTKu
MH(pOpMaLINH.

Ymers: odopmisTe  pabouyro
TEXHUUYECKYI0 JIOKYMEHTAIUIO C
Y4E€TOM JIEUCTBYIOILINX
HOPMAaTHBHBIX M METOANYECKUX
JIOKYMEHTOB

Brnaners: HaBBIKAaMH
UCTIOJIb30BAaTh OCHOBBI IPABOBBIX
3HAHMH B Pa3IUYHBIX cdepax
JeSITeTbHOCTH;

OCHOBHOM TEPMHUHOJIOTHEH,
METOAAMHU " OCHOBHBIMH
aNITOPUTMAMH peanu3anum
3aIIAIIEHHOTO AIIEKTPOHHOTO
JIOKYMEHTO0000pOTa.

I1K-13 - Cnocoben
NpUHUMaTh  ydacTHE B
¢dbopmupoBaHuH,
OpTaHu3aIH u
MOJIIEP>)KaHUSL  BBITIOJTHEHUS
KOMILJIEKCa Mep o
o0ecredyeHno
MH(OPMALIMOHHOU

0€30MacHOCTH, YIpaBICHUH
MIPOIIECCOM UX pealTU3aIiH

[1K-13.1

3Haer pouenypy
OpraHM3alMy YCTAaHOBKU U
HACTPOMKM  TEXHHYECKHUX,
IIPOrPaMMHBIX
(mporpamMmHoO-
TEXHUYECKHUX ) CpEICTB
3aIIHATHI uH(popMaluuy,
BXOJISALINX B COCTaB
CUCTEMBI 3aIUTHI
uHpOpMallMK OpraHU3alluy,
B COOTBETCTBUU C
TEXHUYECKUM IIPOEKTOM U
HUHCTPYKUHUSIMU o
DKCILTyaTaluu

[1K-13.2

Bnaneer HaBbIKaMH
OpraHu3aluu u

CONPOBOXKACHUS

3HaTh: 3aKOHOMEPHOCTH Pa3BUTHS
OPENpUATHA Pa3TUYHOrO TUMNA U

OpraHHu3aLHIo ux
(GYHKIIMOHUPOBAHUSI C  IIEJIBIO
JIOCTHKEHUS MaKCHUMaIbHOU
3¢ (HEeKTUBHOCTH pu
MUHUMAaJIbHBIX 3arparax
pecypcos;

BUABI M OCOOEHHOCTH PHCKOB,
MOPOKIAEMBIX CUCTEMaMHU
JIOKYMEHTO000pOTa;

METOJIbl HCIIOJIb30BAHMSI CPENICTB
3aIUTHI uHpopMaun npu
MOCTPOCHUU CUCTEM
JIOKYMEHTO000pOTa;

METOJIEI o0ecrieueHus
IOPUANYECKON CHJIBI DJIEKTPOHHBIX
JTAaHHBIX;

OCHOBBI JIEACTBYIOLLETO
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aTTecTaluu 00BEKTOB
BBIUYHCIUTEIFHON TEXHUKHU
u BBIICTICHHBIX
(3anuIaemMbIx) MOMEIIEHUM
Ha COOTBETCTBUE
TpeOOBaHUSIM 1O  3alIUTE
nHpopmaruu

I1K-13.3
Ymeer paspabarbiBaTh U
pean30BbIBATh

3aKOHOIATeNILCTBA B 001acTH
AJIEKTPOHHOT'0 IOKyMEHTO000pOoTa
YMmerb:  odopmiaTe  pabouyro
TEXHUYECKYI0 JOKYMEHTAIUI0 C
Y4ETOM JEHCTBYIOIINX
HOPMATUBHBIX M METOAMYECKHUX
JIOKYMEHTOB;

OIICHUBATH UCIIONIb3YEeMbIC
CHUCTEMBI JIOKYMEHTO000pOTa C
TOYKH  3peHHsl  o0ecrneueHus

OpraHM3alMOHHBIE  MEpbI, | 3alIMIIEHHOCTH 00padaThIBacMOM
o0ecreunBaroIue uHpOpMALlUM U OPUANYECKON
3(G(HEeKTUBHOCTh ~ CHUCTEMBI | CUJIBI DJIEKTPOHHBIX JaHHBIX.

3alUTHl HH(POPMALIUU Brnaners: HaBbIKaMU
UCIOJIb30BaTh OCHOBBI IPABOBBIX
3HaHMH B pa3iauuHbIX cdepax

JIeSTEIIbHOCTH;
OCHOBHOM TEPMUHOJIOTHEN,
METOAAMU 51 OCHOBHBIMH
aJIrOpUTMaMHu peanuszanuu
3aIUIICHHOT O JJIEKTPOHHOIO
JIOKYMEHTO0000poTa

1.3. MecTO AUCHUIJIMHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl

JuctumuimHa «CHCTEMBI 3JICKTPOHHOTO JIOKYMEHTO000POTa» OTHOCUTCS K YacTh, OPMHUPYEMOi
y4acTHHKaMK 00pa30BaTe/IbHBIX OTHOIICHUH 0JI0KA TUCIUILIMH y4eOHOTO IJIaHa.
JIyiss OCBOGHUSI TUCIUTUIMHBI HEOOXOAMMbI 3HAHUS, YMEHUS U BiaJieHHs, cQOPMUPOBAaHHBIC B
XO04€ U3YYCHHA CICAYIOHMUX AUCHHUIIIMH W HPOXOXKIACHUSA NPAKTUK: «HpaBOBOC U OpPraHMu3aliMOHHOC
obecnieueHre HHGOPMAITMOHHON OE€30MaCHOCTHY.
B pesynbrare ocBOeHUS AUCUMIUIMHBI (OPMHUPYIOTCSI 3HAHUS, YMEHUS U BIaJEHUS,
HEOOXOAUMBIC JIJIS TIPOXOXKICHUS TUCIUILTHHBI «AyIUT HHOPMAIIMOHHON 0€30TTaCHOCTIY.

2. CTpyKTYypa IMCHHUILIHHBI
O6mmas TpyA0E€MKOCTh TUCHIUTIINHBI COCTaBIseT 3 3.¢., 108 akageMuueckux 4acos.

CTpyKTypa JUCHUIIMHBI 1151 04HOH (POPMBI 00yUeHUSI

O6bemM guctuIIMHBL B (GOpME KOHTAKTHOW pPabOThI OOyYaromuxcsi ¢ TMeAarormiecKuMu
paboTHUKaMu ¥ (WIIK) JUIAMH, TPUBIEKAEMbIMH K pealu3allid 00pa30BaTeIbHONW MpOTrpamMMbl Ha
WHBIX YCJIOBHSX, PU MTPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tun yuaeOHBIX 3aHATHIA KomuuectBo
4acoB
6 Jlexumn 26
6 [TpakTryeckue 3aHATUS 32
Bcero: 58

O0beM AUCHUILTUHBL B (pOpMe cCaMOCTOSATENbHON paboThl 00yJarouxcs cocrapiseT S0
aKaJeMHYECKHIX JacoB.




. Couepmanne AUCHUITJIMHbI

HaumenoBaHue pasjaesa
JTUCIHHUIIINHEI

Conep:xkanue

TEMA 1. BBEJAEHUE.

[Ipenmer u conepxaHue Kypca, METOJBI €ro
U3y4eHMs, HCTOUYHUKM WU JIUTEepaTypa, KOHTPOIb
OCBOCHHS.

[lonsaTniiHbII arrapar JIEKTPOHHOI'O
JOKYMEeHTO0000poTa. OCOOEHHOCTH 3JIEKTPOHHOTO
JOKyMeHTHpoBaHus HHpopmauuu. Kiaccuduxanus
AJIEKTPOHHBIX JIOKYMEHTOB, CUCTEM U KOMIUIEKCOB

JIOKYMEHTOB.

TEMA 2. APXUTEKTYPA U
OCOBEHHOCTH PABOTbI
CUCTEM DJIEKTPOHHOI'O
JOKYMEHTOOBOPOTA

O0630p U aHaTN3 OTEUYECTBEHHBIX Pa3pabOTOK

B 00JaCTH aBTOMAaTHU3allUU JOKYMEHTOOOOpoTa U

nenonpousoactBa  (bocc-Pedepent, ['pan/loxk,
JEJIO, EB®PAT-/lokymMeHTOO0O0POT,
CompanyMedia, Directum, DIS-cucremsl,
DocsVision, LanDocs, Optima-Workflow,
MOTUB). OnpIT BHEJIPEHUS CUCTEM.
JlononHurenbHble  BO3MOXKHOCTH ~ pabOTBl  C
cuctemamu.  OnNTUMaNbHBIL ~ BBIOOp  cHCTEM

AIIEKTPOHHOTO JIETOMPOU3BOJICTBA.

OcobenHocTr pabOTHl CUCTEM 3AIUIIIEHHOTO
3JIEKTPOHHOI'0 JIOKYMEHT0000pOoTa. 3aauul 3alluThl
uHpopMalun

npu QJICKTPOHHOM

JOKYMCHTHPOBAHUMU.

TEMA 3. BOBMOXHOCTH U
HPEUMYIIIECTBA

CUCTEMBI JIEKTPOHHOI'O
AEJIOITPOU3BOJACTBA (C2]1)

«JAEJIO».

OcHoBHbIE QYHKITUH CHCTEMBI SJIEKTPOHHOTO
nenonpousBosctea (COJl) «IEJIO» B obnactu
AJIEKTPOHHOTO JOKYMEHTOO0OpPOTa TPEIIPHSITHS:
UCTIOJTHEHMUS,

peructpanusd, KOHTPOJIb

MapLIpyTH3alus, OTYEThl, IOJHOLIEHHBI IIOUCK,
crucanue B Jeno. JlenerupoBaHue MOJTHOMOYMN Ha
paboTy C 2IEKTPOHHBIMH JIOKYMEHTAMHU.

Iepexon oT «OYMa>KHOTO»




JIEJIONPOU3BOJICTBA K COBPEMEHHBIM TEXHOJIOTHSM
YIpaBJICHUS BUPTYaTbHBIMU JOKYMEHTaMHU.
Oznakomnenue ¢ uHTepdeiicom  COJ]
«JIEJIO».
Oyukuuu COJ] «IEJIO» o pa3rpaHuyeHuto
JocTyna 10JIb30BaTENEH K AJIEKTPOHHBIM

JOKYMCHTaM.

TEMA 4. OCOBEHHOCTH
YCTAHOBKH M _PABOTHI C
IIPOTPAMMOW
3JEKTPOHHOI'O
JOKYMEHTOOBOPOTA
HNPEANPUITHUS JIEJIO»

YcraHoBka, HacTpoka W BHEIPEHHUE
IPOrpaMMbl  3JIEKTPOHHOTO  JIOKYMEHTO00OpOTa
«AEJIO» ¢ THHOBOH  CTPYKTypoH  OOBeKTa
MH(OpPMATU3ALINH.

MacmtabupyeMocThb Col «AEJIO».
«YBenu4YeHHe 0XBaTay MoJIb30BaTelNeH.

Pemaemble  3amaum, — oOecreyuBaronIue
KAUeCTBEHHBI JIOKYMEHTOOOOPOT — IpEeANpHUsTHS,
3HaKOMCTBO C Pa0OTOW MpPOTpaMMBbI: BHPTYyallbHAs
Kanuenspust - perucrpamusi JHOOBIX  THUIIOB
JIOKyMEHTOB B COOTBETCTBUU C TpeOOBaHHUIMHU
I'CAOY; peructpanus oOpamieHuii Tpax/aH,
noanepkka JLII; ynoOHbI 1 mpocTol GyMa)KHBIH
U 3JEKTPOHHBIM J0KyMeHTooOopoT. IloaroroBka
UCXOJAIIEH KOPPECHOHAEHIMM — COPTUPOBKA
UCXOJSIINX JOKYMEHTOB IO peecTpaM Ha OTIPABKY;
nevarb peecTpoB OTIPaBKU JIOKYMEHTOB,
KOHBEPTOB, IIAKETOB.

IlonroroBka mopy4yeHHs — CO3JaHHE U
paboTa ¢ MOPYy4YEHUSIMH JIIOOOH BIIOKEHHOCTH H
Pa3BETBIEHHOCTHU; paboTa C MPOEKTaMU MOPYUCHHI;
Ha3Ha4YCHHE BHYTPEHHHUX u BHEIITHUX
UCIIOJIHUTEINIEH; KOHTPOJBbHBIE M HE KOHTPOJbHBIE
Nopy4YeHusi; UHQOPMHUPOBAHUE O TOCTYIJIEHUH B
KaOMHET HOBBIX MOPYUYEHUH.

KoHTponp  ucnonHeHus  NOpydyeHUH  —

MpoCMOTP OTYCTOB 00 HCIOJHEHUH M CHATHE C
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KOHTPOJISL JIIOOBIX TOPYYEHHH; KOHTPOJIb Bcei
HepapXuu MOPYYEHUU - OT IYHKTOB, /10 CIOKHBIX
MHOTOCTYIEHYAThIX PE30JIOLUN, UMEIOIIHUX Pa3HbIX
aBTOPOB, KOHTPOJIEPOB U HCIOJIHUTENEH; MEXaHU3M
OTOBEIICHHUSI O MOCTYIJIEHUHM HOBBIX JOKYMEHTOB;
CO3/JaHME  HANOMHMHAHUN MO  TMOPYYCHUSIM;
MH(OPMUPOBAHHUE O HAPYUICHUH CPOKA HCIIOTHEHUS
JIOKYMEHTOB.

CornacoBanue —  TuUOKME  HACTPOUKH
Ipolecca COIVIACOBAHUS; CO3JaHHME Pa3IUYHbIX
MapIUIpyTOB; MYTH COTJIACOBAHMS ISl Pa3IMYHBIX
JOKYMEHTOB; TOJJEPKKa BEPCHOHHOCTH; CPOKH
COTJIACOBAHMS;, HATIOMUHAHUS M OTIOBEIICHUSI.

busnec-npoueccbl  —  10KyMEHTOOOOPOT
npennpusaTst 1000 CII0KHOCTH; HACTpPOIKa MoJ
KOHKPETHYIO 3a/1auy; paboTa mpoiiecca o Jirodomy
COOBITHIO — OT PETUCTpallU 10 TOJANMHUCAHUS
JIOKYMEHTA.

Pa6ora ¢ C3BJ dyepes MOOMIbHBIE
YCTpOHCTBA (iPad, iPhone, cMapT(hOHBI,
KOMMYHUKATOPBI, TaKKe MOOUJbHBIE Tele(OHBI,
TJIAHIIETHBIC KOMITHIOTEPHI)

Opranuzanus MTOJTHOLIEHHOTO
B3aumozeiicteuss COJ[ «/IEJIO» ¢ koHTponem
MPOXOXKACHUSI  JTOKYMEHTOB B  OpraHH3alUsX-
ajzpecarax.

OrnoBenieHnss U YBEIIOMJICHUSI — PacChUIKa
HANIOMMHAHUW W yBEIOMIIEHHH 1O  JHOOBIM
COOBITHSIM; HACTPOWKA HY>KHBIX YBEIOMIICHHIA.

CkaHupoBaHue, B TOM 4YHCJIE TOTOYHOE

CKaHMpPOBAHWE — TEPEBOJ JOKYMEHTAIlUh B
AIEKTPOHHBIN BUJ; ABTOMATU3UPOBAHHAs
perucrpauus pPacIO3HaHHbBIX JIOKYMEHTOB;

pacrneyaTtka U paCrio3HaBaHUE MITPUX-KOJO0B.

COS}IaHI/Ie OTYCTOB — IIOAIOTOBKH H II€CYaTh
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OTUeTHBIX  (OpM; CTATHCTHKA; MPOU3BOJLHBIC
OTYETHI; BEIOOD MIAOJIOHOB MEYaTH OTYETOB.

BeG-noctyn — monHOLIEHHas —ynajaeHHas
paboTa ¢ MOKyMEHTaMH; HCIOJHEHUE MOPYYCHHI;
KOHTPOJIb UCTIOJIHEHUS; COTJIACOBAHUE; ITOUCK.

OUIT — noanucanue (aiaoB U PEKBU3UTOB
JOKYMEHTOB; HCIIOJIb30BaHUE NPHU IOJNUCAHUU U
COrJIaCOBaHMHU; BBOJA HMH(POpPMAIMK OT PYKHU
(paxcumubHAS TOANKUCH, KOMMEHTAPUH, OTYET).

IOpunnueckn 3HaYUMBIA JOKYMEHTOOOOPOT
NpEANpUITHS.  —  OpraHu3alus  OPUANYECKH
3HaYUMOT0 JENOMPOU3BOACTBA JIOOOro macirada;
cozmanne u mnposepka OUIl; mmdpoanue
COOOIIECHUH; IITaMIbl BPEMEHHU; TOMJEPKKA BCEX
HCIIOJIb3yeMBIX B PO KpuntonpoBanaepos.

[IpoTOKOJIBI — MPOCMOTP BCEX JEUCTBUIA,
COBEPIIICHHBIX B CUCTEME.

HNuTerpanmss —  onucaHHas — CTPYKTypa

cucremsbl;, Hammmuue API.

TEMA 5. OCHOBHBIE OITIHUHA
CUCTEMBI JJIEKTPOHHOI'O
AEJIOITPON3BOJACTBA

«AEJIO»

Pa6ora c CHUCTEMOM 3JIEKTPOHHOT O
JIEJIONPOU3BOJICTBA Yepe3 MOOMIIbHBIE YCTpPOMCTBA
(iPad, iPhone, cmapTdoHBI, KOMMYHUKATOPHI U JIp.)
omust «MoOwnpHBIE — KabuHer». Pabora ¢
AIIEKTPOHHBIMU JOKYMEHTAaMU B KaOWHETE U BHE €ro
Ha OJHOM YCTPOMCTBE (IUIQHILETHBIA KOMIBIOTEP
WM HOYTOYK)- onuust «APM PykoBoautens».

Opranuzanus MTOJTHOLIEHHOTO
B3aUMOJICUCTBUS CUCTEM AIEKTPOHHOTO
JIOKyMEHTOO00pOTa C KOHTPOJEM MPOXOXKICHUS
JIOKYMEHTOB B OpraHU3alMsaX-aJpecaTax, OIIUs
«CepBep a11ekTpoHHOT0 B3aumoaecteus (COB)».

[Ipunanue  TNOJHOUEHHOM — IOPUAMYECKOM
3HAYUMOCTH 3JIEKTPOHHOMY JOKYMEHTOO0OOpPOTY,
ontust «FOpuandecku 3HaYUMBIN JOKYMEHTOO0OPOT

MNPCAIIPpUATUS.
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MaccoBslii epeBoji OyMakKHBIX TOKYMEHTOB

B BUpPTyalnbHbIM  Bup, onuus  «llorouHoe
CKAaHUPOBAHUEY.

Web-mocTyrm K0 BceM JaHHBIM M ()YHKIIHSIM,
MO3BOJIAIOIINI COTPYIHUKAM IIOJHOLIEHHO paboTaTh
C JOKyMEHTaMHU, HaxoJsCh B KOMaHIUPOBKE WIU
BHE ouca, KaK ¥ 32 CBOMM pabOYMM CTOJIOM, OIIIHS
«JIEJIO-Weby.

WNurerpamus COH «AEJIO» u 1C, onuwus
«JIEJIO-1Cy».

[IpoexTupoBanue u co3JaHue
MIPOU3BOJBHBIX OM3HEC-TPOIECCOB (IIPOU3BOJILHBIC
IpOLEAYpbl COIIACOBAaHUSA JOKYMEHTOB M T.IL.),
onuus «YIpaBICHUE MIPOLIECCAMU».

CBOEBpPEMEHHOCTh M3BEIICHUS COTPYAHUKOB
0 MPUXO0JI€ HOBOTO JOKYMEHTa, NMOPYYEHHUS U T...

gyepe3 IEKTPOHHYIO MOoUTy, onius «OnoBeneHus u

YBEIOMIICHHUSI.
Bo3moxHOCTE UHTErpanuu CUCTEMBI
«AEJIO» c JTHOOBIMU HCIIOJIB3yEMBIMU

opraHuszanueil MHGOPMallMOHHBIMU CHCTEMaMH H
Ou3HEC — MporpaMMaMu, IpHU HAJIUYUU JOCTYITHOTO

APIl-unTepoeiica.

TEMA 6. OPrAHM3AIIUA
CUCTEMBI JJIEKTPOHHOI'O
JOKYMEHTOOBOPOTA U EE
SAIINTA.
OYHKIIMOHAJIBHBIE
BO3MOXHOCTHU CHUCTEMbI
JJIEKTPOHHOI'O
AEJONTPON3BOJACTBA

«AEJIO».

HentpannzoBanHoe 0e30MacHOE XpaHEHUE
JOKyMEHTOB. OnepaTuBHBIN JOCTYN K JIOKYMEHTaM
C yd4eroM ImpaB IHoJb30Barene. Perucrpauns
BXOJIINX U UCXOIALIMX NOKyMEHTOB. IIpocmotp n
pellakTUpOBaHMUE TOKyMEHTOB. PaboTta ¢ mpoekTamu
Kontpons  Bepcnii

JOKYMCHTOB. JOKYMCHTOB.

IIoTHOTEKCTOBBIA  IIOHUCK AOKYMCHTOB IIO0 HX

cojepxaHuto. Pabota M ydeT JOKYMEHTOB JIHOOBIX
THUIIOB: oQucHbIe JIOKYMEHTHI, TEKCTHI,
M300paxKeHusi, ayAuo - U BUAeO(]aisbl, JOKYMEHTHI

CUCTCM IIPOCKTUPOBAHMA, APXUBbI, MPUIIOKCHUA U
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T.a. PaGora ¢  ¢aidimamu  (3JEKTPOHHBIMU
JIOKYMEHTaMH ). KonnexruBHas pabota

MOJIb30BaTelIell C BO3MOKHOCTBIO corjiaCoBaHmusl,

YTBEPKICHUS u KOHTPOJIA WCIIOJTHEHUS
NOoKyMeHTOB.  Pabora ¢ «kaOuHerom» -
«BUPTYaAJIbHBIM pabounm MECTOM.

MapmpyTtuzanuss IOKyMEHTOB, HacTpaWBaeMas IIO
KOKIOMY BHIY JOKYMEHTOB B  OTHCIBHOCTH.
JIBuKEeHHE JIOKYMEHTOB BHYTPU OpraHU3aluu.
Obecnieuenne TpPOLEIyphl MPOBEPKU  HATHYUHUS
JOKyMEHTOB.  ABTOMaTU3MPOBAaHHAs  3arpyska
JOKYMEHTOB U3 3JIEKTPOHHOW IIOYTHI U CO CKaHepa.
[ToTrouHOe cKaHMpPOBAaHME C HAHECEHUEM LITPUX-
KoJa. dopmupoBaHue Jell. Cucrema
aBTOMATHU3allMM y4deTa JOKYMEHTOB apXHBHOI'O
¢donna. Benenue ayaura mneyaTu OSKypHaJOB U
KapTOueK. YYeT M KOHTpOJIb pabo4yero BpEMEHU
COTPYIHHUKOB. YIaJICHHBIM JOCTYN K JaHHBIM H
GyHKLIMAM. YUYeT OCBEIOMIIEHHOCTH COTPYAHHUKOB,
MUMEIOLINX JOCTYT K JIOKyMEHTaM.

WupopmaninoHHo-cripaBoyHasi padbora.

[Toarembr 6.1-12 BKIFOYAIOT CAMOCTOSITEIIBHBIC Pa3/IEiIbl:

PeFI/ICTpaHI/IH JOKYMCHTOB

Pabota ¢ daitnamu (31€KTPOHHBIMHU JOKYMEHTaMH )

Pabota c nopy4yeHusimu (Bblgaya, UCTIOJTHEHUE U KOHTPOJIb)

PaGora ¢ «kabuHeToM - «BUPTYAJIbHBIM pa60‘lI/IM MCECTOM

Pabota ¢ npoexTaMu TOKyMEHTOB

HpI/IeM W BHCIIHSAA PACCBUIKA JOKYMCHTOB

I[BI/I)KCHI/IC JAOKYMCHTOB BHYTPH OpraHU3aluu

IToTrounoe CKaHUPOBAHUC C HAHCCCHUECM IITPUX-KOJA

dopmMupoBaHuE A€

Cucrema aBTOMaTH3aIIMN Y9€Ta JOKYMEHTOB apXUBHOTO (POH 1A

Y naneHHbli JOCTYN K JaHHBIM M (QYHKIHSIM

WNudopmanronHo-cnpaBoyHas pabora

Tembl JeKuUH
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Jlexmms 1. (Tema 1). Beenenue - (2 yaca).

Jleximsa 2. (Tema 2.). ApxuTekTypa U OCOOEHHOCTH pabOTBI CHCTEM SJICKTPOHHOTO
JOKyMEHTOO0OOpoTa - (2 yaca).

Jlekmmss 3. (Tema 3.). BO3MOXHOCTH ® TIPEUMYIIECTBA CHUCTEMBI 3JECKTPOHHOTO
nenornpou3BojictBa «JIEJIO». - (2 gaca).

Jlexius.4. (Tema 4.). OCOOEHHOCTH YCTAaHOBKH MPOTPAMMBI AJIEKTPOHHOTO JIOKYMEHTOO000pOTa
npennpusatus «AEJIO» - (2 gaca).

Jlekmwms.5. (Tema 4.). OcobeHHOCTH pabOTHI C MIPOrPaAMMOii IIEKTPOHHOIO JOKYMEHTO000pOTa
npeanpusTas «IEJIO» - (2 gaca).

Jlexuus 6. (Tema 5.). OCHOBHBIE ONIIUU CUCTEMBI 3JIEKTPOHHOTO Jenonpoun3BocTBa «IEJIO» -
(2 gaca).

Jlexkuus 7. (Tema 5.). Ilpuaanue rOpUANIESCKON 3HAYMMOCTH DIICKTPOHHOMY JOKYMEHTY - (2
qaca).

Jlekums 8. (Tema 6. 1.1.). Opranuzanusi CUCTEMBbI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa U €€
3amuTa. OYHKIHMOHAIBHBIE BO3MOXKHOCTH CHUCTEMBI 3JIEKTPOHHOro jenonpousBoactsa «/JEJIO».
Perucrpanus 10kymMeHTOB. - (2 yaca).

Jekuusa 9. (Tema 6. 1.4.). OyHKUMOHAIbHBIE BO3MOKHOCTH CHUCTEMBI D3JIEKTPOHHOTO
nenornpounsBozactsa «IEJIO». Pabora ¢ «kabuHETOM» - «BUPTYaJIbHBIM pabOYHM MECTOMY. - (2 daca).

Jlekumss 10. (Tema 6. 1.4.). OyHKIMOHAIbHBIE BO3MOXKHOCTH CHCTEMBI 3JEKTPOHHOTO
nenornpousBoactBa «JEJIO». «MoOuibHbBI KaOMHET» - paboTa € CHUCTEMBI 3JIEKTPOHHOIO
nenonpousBoactBa  «/IEJIO» wuepes moOunbHble ycTpoiictBa (iPad, iPhone, cmapTdoHsl,
KOMMYHHUKATOPHI | JIp.) - (2 yaca).

Jlekuusa 11. (Tema 6. 1.8.). @PyHKUMOHAIbHBIE BO3MOYKHOCTH CHUCTEMBI 3JIEKTPOHHOTO
nenornpousBozactBa «JIEJIO». [ToTouHoe ckaHupOBaHHME ¢ HAHECEHHEM IITPUX-KoJia - (2 Jaca).

Jlekimsa 12. (Tema 6. 1.10.). DyHKIMOHAJIbHBIE BO3MOXKHOCTH CHCTEMBI DJIEKTPOHHOTO
nenornpou3BojictBa  «JIEJIO». dopmupoBanue (cucremaTuzanus) ITOKYMEHTOB BHYTpH Jiella |
opopmiieHne Jen (eAMHULl apXUBHOro XxpaHeHus). CucreMa aBTOMAaTHU3allud y4yeTa JJOKYMEHTOB
apxuBHOro goHza - (2 yaca).

Jlexkimsa 13. (Tema 6. 1.10.). DyHKIMOHAJIbHBIE BO3MOXKHOCTH CHCTEMBI DJIEKTPOHHOTO
nenornpousBojgictBa «JIEJIO». Hactpoiika aBTOMaTu3mpoOBaHHOM CHUCTEMBI KiIacCH(UKAIMK AT U
JIOKYMEHTOB B DJICKTPOHHOM apXmuBe - (2 Jaca).

Jlekust 15. (Tema 6. 1.11.). ®yHKUMOHANBHBIE BO3MOXXHOCTH CHCTEMBI 3JIEKTPOHHOTO

nenonpousBoacTa «JEJIO». Y naneHHbIi JOCTYN K TaHHBIM U QYHKIUAM - (2 yaca).
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Jlekmmss 16. (Tema 6. 1.12.). DyHKIHMOHAIBHBIE BO3MOXHOCTH CHCTEMBI 3JIEKTPOHHOTO

JEeJIONPOU3BOACTBA «AEJIO».

WNudopmanroHHO-CcrIipaBOYHAS

pabora. dopmupoBaHue

(dhopManr30BaHHBIX OTYETOB 10 hopme: «CBeneHust 0 JOKyMEHTO00opoTe»- (2 yaca).

Jlekmsas 17. (Tema 6. 1.12.). DyHKIHMOHAIBHBIE BO3MOXXHOCTH CHCTEMBI 3JIEKTPOHHOTO

JIeJIONPOU3BOJICTBA «JIEJIO».

(opManTu30BaHHBIX OTYETOB MO (Qopmam:

HNudopmannonHo-cripaBoyHas

paborTa. dopmupoBaHue

«CBonmka 00 wucnomHenun», «CBemeHuss o pabdote

JOJDKHOCTHBIX JIMI] MOJIpa3IeieHUH C IOKyMEeHTaMu»- (2 yaca).

4. Oopa3oBaTe/ibHbIe TEXHOJIOTHH

Ne Buzpl yueOHBIX
HanmenoBanue pasnena . OO6pazoBaTeNbHbIE TEXHOJIOTUU
n/m 3aHATUN
1 2 3 4
1 |BBencuue Jlexmms 1. Jlexuus.
Huckyccus.

2 |APXHTCKTYpa 1 OCOOCHHOCTH Jlexuus ¢ pa3bopoM  KOHKPETHBIX
paboTHI CUCTEM PIIEKTPOHHOTO Jlexmmug 2. cuTyalui. BeIoJHEHNE MPAKTUYECKOTO
JIOKYMEHT0000pOTa [IpakTnueckoe |3adaHus o MeTony aHalmsa

3aHATHE. KOHKPETHBIX CUTyauun (AKC).
KounTponbnas pabota

3 |Bo3MOXHOCTH ¥ OPEUMYILIECTBA|Jlekmus 3. BrInosiHeHME TPAKTUYECKOTO 3aJaHUS
CHCTCMBEL JJICKTPOHHOTO | [ThakTHueckoe |MO  METOJY  aHalM3a  KOHKPETHBIX
nenonpoun3Bojicta «JIEJIO» 3AHATHE. curyanuii (AKC)

4 Ocobennoctu YCTAaHOBKHU U pa6OTBI HeKHI/Ig 4 HCKHI/IH c pa360pOM KOHKPETHBIX
¢ 1pOrpaMMon  JJICKTPOHHOIO I i cuTyanui. BITOIHEHNE TIPAKTUYECKOTO

aKTUYECKoe
JIOKyMeHTO060poTa  mpennpusTs| P 3a/laHus o METOAY aHanusa
aHsATHE. .
«AEJIO» 3 © KoHKpeTHbIX cutyauuii (AKC).

5 |OCHOBHbIE ONLMI CHCTEMbI Jlekuuss ¢ pa3bopoM  KOHKPETHBIX
JJIEKTPOHHOIO ACIIONPOU3BOACTBA  |JIekuus S. cuTyaluui. BeITIONIHEHNE TIPAKTUYECKOTO
«AEJIO» [IpakTuueckoe |3aJ[aHUS o METOLY aHaIm3a

3aHATHE. KOHKPETHBIX CUTyauuin (AKC).
KonTponbnas padota

6 |Opranuzanus CHUCTEMBI
AIIEKTPOHHOTI'O JJOKYMEHTO00O0pOoTa Texmus 6 Jlekust ¢ pa30opoM  KOHKPETHBIX
u ee 3amura. DyHKIMOHAIBHBIE 1 i cUTyalMil. BeImogHEHNE MpaKTUYECKOTo

aKTUYECKOE
BO3MOXKHOCTH cucremsi| P 3aJlaHus o METOy aHaJM3a
3aHSTHE. .
ANEKTPOHHOIO  JEJONPOU3BOACTBA KoHKpeTHBIX cutyanmii (AKC)
«JIEJIO»

B nmepwon BpeMEHHOrO MPHOCTAHOBIEHUS TIOCEHICHHUS OOYYArOIIMMUCS TOMEIICHUH U
tepputopuu PI'TY st opranusanum yueOHOTO mporiecca ¢ MPUMEHEHHEM AJIEKTPOHHOTO OOYYeHHS U

JTUCTAHIIMOHHBIX  00pa30BaTEIbHBIX
o0pa3oBaTeNbHbIE TEXHOJIOTHH:
— BUJICO-JICKIIHH,

TEXHOJIOTUN

MOTYT  OBITbH

HCIIOJIB30BAaHbl  CJICAYHOIIUC
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— OHJIAMH-JIEKLIUU B PEKUME PEATbHOI'O BPEMEHH;

— DJIEKTPOHHbIE YUEOHUKH, YUeOHBIE TOCOOUS, HAYUHbIE U3JaHUS B AJIEKTPOHHOM BHUJIE U JOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM PeCcypcam;

— CHCTEMBI JIJIs 3JIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJIBTALIUU C UCTOJIb30BAHUEM TE€IEKOMMYHUKAIIMOHHBIX CPECTB.

5. OneHka NJIAHUPYeMbIX Pe3yJIbTATOB 00y4eHHs

5.1 CucremMa oueHUBaAHUA

DopMa KOHTPOJIA Makc. KoJ1M4ecTBO 0a/1710B
3a oany Bcero
padory

Tekymuii KOHTPOJIb:

- paboma Ha NPAKMUYECKUX 3AHAMUAX 5 GayoB 40 Gaynos

- KOHMPOIbHAs paboma 10 6amnoB 20 GayoB

[TpomexyTouHas aTTecTalus — 3a4€T C OLIEHKON 40 6anoB

(TecTupoBaHUE)

HToro 3a cemecTp 100 GannoB

Ilosry4eHHBII COBOKYIIHBIN pe3ybTaT KOHBEPTUPYETCS B TPAJAULIMOHHYIO IIKAIY OLIEHOK U B
HIKaITy OIIeHOK EBporieiickoii cucteMsl epenoca u HakoruieHus kpeautoB (European Credit Transfer
System; nanee — ECTS) B cOOTBETCTBUH € TaOIUIICH:

[Ikana
100-6amnpHast mkana | TpagumuoHHas mIKaia ECTS
95— 100 A
8394 OTJIIMYHO B
68 — 82 XOpOoIIO 3a4TEHO C
56 — 67 D
50 _55 YIIOBJIETBOPUTEIHHO E
20— 49 FX
0_19 HEYIOBJIETBOPUTEIHLHO HE 3a4TEHO F

5.2 KpnTepml BbICTABJICHHUA OCHKMU IO TUCHHUIIIMHE

Bamnasl/ | Ouenka mo Kpnrepnn onenku pesyjbTaToB 00y4JeHHs 110 JUCHHUIIIHHE
IIkajxa | AMCHMILUINHE
ECTS
100-83/ OTJINYHO/ BeicTapisieTcst 00yJaroieMycsi, eClid OH TIIyOOKO U IPOYHO YCBOMJI TEOPETHUECKUI U
AB 3aUTEHO MPAKTUYECKUN MAaTEPUaII, MOXKET IIPOJEMOHCTPUPOBATH 3TO HA 3aHATHAX U B XOJI€
1

IIPOMEXKYTOYHOM aTTeCTalUHU.

OO0y4aronuiicss HCUEPITBIBAIONIE U JIOTHIECKH CTPOHHO M3/1araeT ydeOHBIH MaTepua,
YMEET YBA3bIBATh TEOPUIO C IIPAKTUKOM, CIIPABIISIETCS C PELICHUEM 3aJa4
npodeccHoHaIFHOM HANPaBIeHHOCTH BBICOKOTO YPOBHS CIIO)KHOCTH, ITPABUIILHO
000CHOBBIBAET IIPHHSTHIE PELICHUS.

CB00OHO OpHUEHTHPYETCS B yueOHOH M npoecCHOHaNIbHOM IMTEepaType.

Or1eHKa 1o AUCIMIUIMHE BBICTABISIFOTCS 00yJaronieMycs ¢ y4éToM pe3yIbTaToB
TeKyIEeH U IPOMEXYTOUYHOHN aTTeCTaLIH.

KomnereHuny, 3aKperuiéHHbIe 3a TUCHUIITMHON, ChOPMUPOBAHBI Ha YPOBHE —
«BBICOKHI».
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Banapl/ OueHka nmo Kputepuu oueHku pe3yjbTaToB 00y4eHUsl 10 JUCUUIJIMHE

Ixana | AucOMIINHE
ECTS

82-68/ XOpOI.HO/ BricTaBnseTcs o0ydaromemMycs, €CIH OH 3HAeT TEOPETUICCKUHN U MPaKTHISCKUN
C 3aUTEeHO MaTepuaj, rpaMOTHO H 10 CYIIECTBY H3/IaracT ero Ha 3aHATHAX 1 B X0Ae
MIPOMEXKYTOUHOHN aTTeCTallH, He JOMycKas CYyIIECTBEHHBIX HETOUHOCTEH.
OO6yyatouiuiicst npaBUIbLHO MPUMEHSET TEOPETUUECKHE TIOJIOKEHUS IPU PELLICHUU
MPAaKTUYECKUX 33a]1a4 MPO(PECCHOHANBHON HAPABICHHOCTH Pa3HOTO YPOBHS
CJI0)KHOCTH, BJIAJICET HEOOXOMMBIMY JIJISl 3TOTO HABBIKAMU M MPUEMAMH.
JlocTaTo4HO XOPOIIIO OPUESHTHPYETCS B YUCOHOH U POPECCHOHANBHOM JTUTEPATYpE.
Or1ieHKa MO JUCIUILUIMHE BRICTABISIOTCS 00yJaromEeMycsi ¢ YI6TOM Pe3ysIbTaToB
TEKyLIeW U IPOMEXYTOUHOM aTTECTALIMH.

Kommnerennnu, 3akperui€éHHbIE 32 TUCIHIUTHHON, COPMHUPOBaHBI HA YPOBHE —
«XOPOIINIY.

67-50/ YIOBJICTBO- BricTaBnseTcs o0y4aromemMycs, €CIH OH 3HaeT Ha 0a30BOM YPOBHE TEOPETHUECKIHA 1
D.E putensHo/ NPAKTHYECKHI MaTepHaJL, OMYCKACT OTACIbHEIC OLIMOKY MPU €r0 M3JI0KESHHH Ha
3aHATHAX U B XOJIE TPOMEXYTOUYHON aTTECTALIUH.

OOy4aroUMICs UCTIBITHIBAET ONPE/CTIEHHBIC 3aTPY/HCHHUS B IPUMEHEHUT
TEOPETUYCCKUX MMOJIOKEHHI MTPH PEIICHUHU MPAKTHYCCKHUX 3a1a4 MPOodheCCHOHATBHON
HalpaBJICHHOCTU CTAHAAPTHOT'O YPOBHS CJIOKHOCTH, BJIAACCT HCO6XO}II/IMI>IMI/I JJIsL
9TOro 6a30BBIMH HaBBIKAMH U MPUEMAMHU.

JleMOHCTpHpYeT N0CTaTOYHBII YPOBEHb 3HAHUS Y4eOHOMH ITUTEepaTyphl 10 JTUCIUIUINHE.
Or11eHKa M0 JUCIUIUINHE BRICTABISIIOTCS 00yJaroIEeMycs ¢ Y46TOM Pe3ysIbTaToB
TEKyUIeH U MPOMEKYTOYHOM aTTeCTaINH.

KomrmeteHnuu, 3aKperui€HHbIe 3a JUCHUILTHHON, COPMUPOBAHBI HA YPOBHE —
«OCTATOYHBINY.

3a4TCHO

49-0/ HEYJIOBJICT- BericraBnsercs oOyqaromeMycs, €Cli OH He 3HAaeT Ha 6a30BOM YPOBHE TEOPETHUECKUI
F,FX BOPHTE/IbHO/ | Y MPAKTHYECKHUIi MaTepual, JomycKaeT rpyOble OIIMOKH ITPH €TO M3JI0KECHUH Ha
3aHATHSX U B X0€ IPOMEKYTOUYHON aTTECTALlUH.

OOy4aronIMiCs NCTIBITHIBACT CEPhE3HBIC 3aTPYAHCHHS B IPUMEHEHUN TEOPETHUECKUX
TIOJIOXKEHUH MPH PELICHUHU MPAKTUUECKHUX 3a]1a4 MPOopeCcCHOHATBHON HAPaBICHHOCTH
CTaH/IapPTHOT'O YPOBHS CII0KHOCTH, HE BIaJieeT HEOOXOIUMBIMU JUIsl 3TOTO HaBBIKAMH U
IpUEMAMH.

JleMoHCTpHpYeT (parMeHTapHbIe 3HAHHS y4eOHOI! JIUTepaTyphl M0 TUCLUIIIHHE.
OrieHKa Mo JUCLHUIUINHE BBICTABISIIOTCS 00yUaromeMycs ¢ y4ETOM pe3yIbTaToB
TEKyLIeW U IPOMEXYTOUHOM aTTECTALIMHU.

KomnereHnuun Ha ypoBHE «JOCTAaTOUHBINY, 3aKPEIUIEHHBIE 34 JUCLUIUIMHON, HE
c(OPMHUPOBAHEL.

HEC 3a4TCHO

5.3 OuneHouyHble cpeacTBa (MaTepuHaabl) IJsl TeKyWero KOHTPOJS YyCIeBaeMOCTH,
NPOMEKYTOYHOM aTTecTAMU 00y4ar0IHXCS M0 JUCHMIIJIMHE

Texyuwyuit konmpo.is - IIpuMepHbIe KOHTPOJIbHbIE BONIPOCHI (6apuanm 3a0anus KOHMpOabHOU

paodomul)
Bonpocut Peanuzyeman
KomnemeHnyus
1. DnekTpoHHbIE TaHHBIE — MIOHSATUE U OMPEICICHHUE. VK-2; TIK-1; TIK-13

2. Tlomartme pmoxkymeHTa B 1H(pPOBOM MHpe. PexkBU3MT

YK-2; I1K-1; T1K-13
JIEKTPOHHOI'O JTOKYMEHTA.

3. MecTononoxeHue OJICKTPOHHOI'0O IOKYMCHTA, HOCHUTCIIb

VK-2; IIK-1; T1IK-13
uH(pOpMaLUH.

4. OmpeneneHus JIIEKTPOHHOIO JOKYMEHTa (mo | yK-2; MK-1; TIK-13
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3aKOHOAATENbCTBY). DopMa M cozep)kaHUE 3JIEKTPOHHOIO

JIOKYMEHTA.

5. CpaBHeHI/Ie AHAJIOI'OBOI'O  JOKYMCHTAa W  OJICKTPOHHBIX

VK-2; I1K-1; T1K-13
JTAHHBIX.

6. OOnacth TNPUMEHMMOCTH AaHAJOrOBOTO JOKYMEHTa H

YK-2; I1K-1; T1K-13
AJIEKTPOHHBIX JTAHHBIX.

Ilpomesricymounas ammecmayus (6apuanm umozo06020 mecma) - RPOBEPKA chopmuposannocmu
komnemenyui - YK-2; IIK-1; ITK-13

1. Kommjekc padoT ¢ JOKYMEHTAMH BKJIIOYAET:

1. npuéM, PErucTpanuio, PacChlIKy, KOHTPOJIb HCIONHEHHS, (OpMUPOBAHHE 1€, XpaHEHHE H
MMOBTOPHOE MCIOJIb30BaHUE TOKYMEHTALIUU, CIPABOYHYIO PabOTy

2. npuém, perucTpaiuio, (opMUpOBAHUE eI, XPAaHEHHE JOKYMEHTAIlUU

3. npuéM, PETUCTPALINIO, PACCHUIKY, XpaHEHHE U TOBTOPHOE UCIOJIb30BaHUE IOKYMEHTALUN

4. npuéM, PErUCTPALMI0, PACCBHUIKY, KOHTPOJb HCIHOTHEHHS, (OpMUpOBaHUE e, XpaHEHHE
JIOKYMEHTAIUH,

2. DJIEKTPOHHAS MOANMCH — AHAJIOT COOCTBEHHOPYYHOM MOANMHUCH........

1. MO3BOJISIOIINN TOJITBEPAUTD NIEpeady JOKYMEHTOB

2. SIBIISTIOIIMNACS CPEACTBOM 3aIIUTHI WHPOpPMAINU, 00ECTIEYMBAIONIAM BO3MOKHOCTH KOHTPOJIS
L[EIOCTHOCTHU U MOATBEPKACHUS MOATUHHOCTHU 3JIEKTPOHHBIX JOKYMEHTOB

3. MO3BOJIAIOIINI Pa3pelIUTh Nepeiady JOKYMEHTOB

4. VCIIOJIHUTEIIS JOKYMEHTA

3. JlokyMeHTHpOBaHHAasd HH(opMauusd - 3a@UKCHPOBAHHAS HA MAaTePHAJIBLHOM HOCHTe]e
NyTeM [OKYMEHTHPOBAHUS HMHPOPMAUMA C....., [O3BOJAIIUMH OIPeICJUTh TAKYI0
HH(poOpMAIMIO UM B YCTAHOBJIEHHBIX 3aKOHOAATEJAbCTBOM Poccuiickoit denepannu ciy4yasx ee
MaTepHaJIbHbIH HOCUTE/Ib

1. PEKBU3UTAMHU

2. yKa3aHWEeM HCTOYHHMKA MHPOpMAIIN

3. yKa3aHHUEeM JaThl OTIPaBKU WH(OpMALIUU

4. MOJITBEPK/IEHUEM €€ FOPUINUYECKON YHCTOTBI

4, OO6ume pyHKIMU JOKYMEHTA

1. UH(OPMAaLMOHHAs, YIpaBJIeHYeCcKast, KOMMYHUKAaTUBHAs, (YHKLUS UCTOPUUYECKOTO HUCTOUHHKA
2. npaBoBast, QYHKIUS UCTOPUUECKOTO UCTOYHUKA, QYHKIIMS y4eTa, ColraibHas

3. MpaBoOBasi, yIpaBlIeHYeCKasi, KOMMYHUKATUBHAS, KyJIbTYpHAs

4. nH(pOpMallMOHHAs, COLIMAIbHAs, KOMMYHUKAaTUBHAs, KyJIbTypHas

5. KoMmyHnkaTuBHast pyHKUIMS

1. BBINOJTHSAET 3aJa4y Iepefayd MHQGOpMalMyu BO BPEMEHU U NMPOCTPAHCTBE, MH(POPMAITMOHHOU
CBSI3M MEX]y YJIieHaMH1 00IIecTBa.

2. 3TO CMOCOOHOCTh JIOKYMEHTA COXPaHATh U IepelaBaTh KYJIBTYPHbIE TPaJuIMH, SCTETUUYECKHE
HOPMBI, PUTYaJIbl, IPUHSTHIE B OOILIECTBE

3. BBINOJNHAETCA O(PUIIMATBHBIMUA JOKYMEHTaMHU, KOTOPBIE CIIEIHAIbHO CO3JaHbl Ul esiel U B

npoliecce yrpapieHUs
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4. mpucymia JOKYMEHTaM, B KOTOPBIX 3aKpEIUIIIOTCS HW3MEHEHHUS IMpPaBOBBIX HOPM U
MpaBOHAPYIICHUI

6. OcHOBHBIE BUIBI y4eTa
CTaTUCTHUYECKHUI U OyXranTepcKuit
OyXTaJITEPCKHI M OTlepaTUBHBIN
OINEpPaTUBHBIN U CTATUCTUYECKUN
BCE€ BBILICNIEPEUNCIICHHBIE

el N =

Kaxkoii 1o0kyMeHT SIBJIsIETCSI OPUTHHAJIOM NPHU pa3padoTKe CJIy:KeOHbIX JOKYMEHTOB?
benoBuK, MOANMMCAaHHBINA JOIKHOCTHBIMU JIMLIAMH, C IPUIIOKEHHUEM, B PsIZIE CIIydaeB, [1€4aru
YepHOBHUK, NOJMKMCAHHBIN JIMIIOM OTBETCTBEHHBIM 3a €TI0 UCIIOJIHEHHE

IIpoekT nokymeHTa

Hu onvH U3 nepeuncieHHbIX

Eal S i

Jy0umKaT J0KyMeHTa 3TO -

HOBTOpHBH\/JI SK3CMILIAP MOAJIMHHUKA JOKYMCHTA, HE I/IMCIOHII/Iﬁ IOpPIIIPI‘-IGCKOﬁ CHJIbI
HOBTOPHBIN SK3eMIUIAP MOUIMHHUKA JOKYMEHTA, UMEIOIIUN I0PUIMUECKYIO0 CHITY
KCEPOKONHUs JOKyMEHTa

[ToBTOpHOE, TOUHOE BOCIIPOU3BEICHHUE MTOFITMHHUKA IOKYMEHTa

PP ©

9. Koraa BpInuCKa (KONMUS YaCTH JOKYMEHTA) NPUOOpeTaeT IPUANYECKYI0 CHIy?
1 MOCJIE €€ 3aBEPEHUS JOIKHOCTHBIM JIMIIOM OPTaHU3allUuU WM HOTapUYCOM

2. €CJIM OHA BBITIOJIHEHA C IPUMEHEHHEM OpPT.TEXHUKU

3 €CJIM OHA COOTBETCTBYET OPUTHHAITY JOKYMEHTA

4 MoCJie €€ MOJIYyYCHHUS 3aMpaliiBacMbIM JIULIOM

10. DJIeKTPOHHBIN JOKYMEHT J0JI7KeH COOTBETCTBOBATH TPeOOBAHUAM:

1. HMETh CTPYKTYPY, CO3[aBaThCs, IIEpEeaBaTbCd U XPAaHUTHCS C IIOMOIIBIO IIPOTrPaMMHBIX
U TCXHUYCCKUX CpeI[CTB

2. coz[epxcan, peKBI/ISI/ITI)I, BKJIFOYAKOIIINEC B CG6$I SHCKTPOHHYIO IIOoAIINCh WU I/IHOI\/JI

BHGKTpOHHBIfI AHAJIOT MOAIIMCH, AaTy €ro COCTAaBJICHUA, UM U aIpE€C OTIIPABUTCIIA, U UHBIC CBCACHUA,
3aBUCAIINEC OT JOKYMCHTA

3. HMETh BO3MOXXHOCTH OBITh npeACTaBJICHHBIM B Q)opMe, MMOHATHOM IS BOCIIpUATUA
YCIOBCKOM
4, COOTBETCTBOBATH BCEM BBIIICTICPCUYNCIICHHBIM Tpe6OBaHI/I${M

Ilpomesicymounas ammecmayua (npumepnsle KOHRMPOIbHbIE 60NPOCHL NO KYPCY) - NPOGEPKA
chopmuposannocmu komnemenyuii - YK-2; I1K-1; ITK-13

1. XpaHeHrne U OTOOpakeHHE JTOKYMEHTa (aHAJIOTOBBIM M DJEKTPOHHBIN) Ha MPUMEPE CUCTEMBI
«JIEJIO». -

2. bazoBeie cxeMbl peanmu3anuu  AJIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha TMPUMEPE CHUCTEMBI
«JIEJIO».

3. [TpeBparrenre TOKyMEHTa U3 aHAJIIOTOBOTO B 3JIEKTPOHHBIN U HA000POT, OPUTHHAI U KOTIHSL.

4, 3amuTta HHPOPMAIIMOHHBIX CUCTEM C TOUKH 3pEHUS TEXHOJIOTUH 00paboTKH HHGOpMAITUH.

5. ITousTHe IOpHJIquCKOﬁ CHJIBL. 3HAYMMOCTh OJICKTPOHHBIX JAaHHBIX B CUCTEMEC U BHE €C.



19

6. OcHoBa B3aMMOOTHOIIEHUN YYAaCTHUKOB 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa Ha MpUMeEpe
cuctembl «JIEJIO».

1. DJEKTPOHHBIH JOKYMEHTOOOOPOT B pPaMKax OJHOTO OPHAWYECKOro JHLa (KOPHOpanuu
€IMHOTO TOAYMHECHHS). DJIEKTPOHHBIM JOKYMEHTOOOOPOT MEXKIY IOPUANYCCKUMHU ((PU3HUCSCKUMHU)
JIMIIaMu Ha nipuMepe cucteMbl «IEJIO».

8. Pucku, mopok1aeMbie AIEKTPOHHBIMU CUCTEMaMH — MH(GOPMAITMOHHBIE M OU3HEC PUCKH.

9. 3ammrTa UHGOPMAIMK C TOYKH 3PEHHUS 3JIEKTPOHHOTO JTOKyMEHTO00OpoTa. THIIOBBIE YIpO3HI.
TunoBble HICTOYHUKH YTPO3.

10. 3akon 00 DLII. OTKpBITEIE U KOPIIOPATUBHBIE CHCTEMBI. Y TOCTOBEPSIONINE IIEHTPHI. Pa3nuune
B IIOJIX0/1aX K MOHsATHIO «Bhazaenen JLI1» — ropuanyeckoe wim GU3NIEcKoe JHIIO.

11.  JluuensupoBaHHWE JI€ATEIBHOCTH, CBSI3aHHOW C  QJIGKTPOHHBIM  JIOKYMEHTOOOOPOTOM.
Opranuzarop cetu oomena qaHHbIMU. CepTuduxanus HHPOPMAIIMOHHBIX CHCTEM U CPEICTB 3aIIUThHI
unpopmanuu. Mcnons3zoBanue cepTuGuIpoBaHHbIX dNeMeHTOB (6ubmnorex) CK3U.

12. CoBMerieHre 0a30BBIX TEXHOJOTHH AJICEKTPOHHOTO JOKYMEHTOOOOpOTa ISl COKPAIICHHUS UX

HEJIOCTAaTKOB Ha mpumepe cucteMbl «IEJIO».

6. YueOHo-MeTOoqHYecKOe M MHPOPMALMOHHOE O0ecTieyeHue TUCIUTLTHHBI
6.1 CnucOK HCTOYHHKOB H JINTEPATYPbI

HcTounuku

@enepanbhblii 3akoH oT 27.07.2006 Ne 149-03 «O0 wuHpopmanuu, HHPOPMAIMOHHBIX
TEXHOJIOTHUAX u (6] 3alIuTe HH(bOpM&HHH)), Pexxum AO0CTYyIIa:
http://www.consultant.ru/document/cons_doc_LAW_61798/

®enepanbhblif 3akoH "OO0 snexkTpoHHO nmoanmucu”" ot 06.04.2011 N 63-®3, Pexxum npocryma:
http://www.consultant.ru/document/cons_doc_LAW 112701/

ITocranosnenue IlpaBurensctBo Poccuiickoit @enepamuu ot 9 ¢espans 2012 r. Ne 111 O6
AJIEKTPOHHON TOJAIMHUCH, WCIOIB3yEeMOW OpraHaMH HCIIOJHUTEIFHOW BIIACTH M OpPraHAMH MECTHOTO
CaMOYIIpaBJI€HUs] PU OpraHU3alMM SJEKTPOHHOTO B3aMMOJEHCTBHS MEXIY COOOH, 0 MOpsjike ee
WCIIOB30BaHUsI, a Takke 00 YCTAaHOBJICHHH TPeOOBaHHI K 00ECIEUEHHUI0O COBMECTUMOCTH CPEICTB
JIEKTPOHHOU HOJIHCH, Pexum JIOCTyTA!
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=311818&fld=134&dst=100000
0001,0&rnd=0.4616703546317751#08137578924133004

Jlureparypa
OCHOBHasI
3ammra uHGopMau B MHPOPMALMOHHOM O0IecTBe: YuyeOHoe mocobue ajs By30B / Maitok

A.A. - Mockga : T'op. muaus-Tenekom, 2015. - 230 c.: 60x90 1/16 (O6moxka) ISBN 978-5-9912-0481-
1 - Texkcrt : anextponnbiid. - URL: https://new.znanium.com/catalog/product/536930


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
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
https://new.znanium.com/catalog/product/536930
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Hexkpaxa A.B., llleBioBa I'.A. Opranuzanust KOHQUACHIUAIBHOTO JICIONPOU3BO/ICTBA U 3AIIUTA
naopmanuu. M.: Akanemuueckuii mpoekt, 2007. — 220 c.

Kynsies, H. H. KoHdunennumanbHoe IeIONPOU3BOJACTBO U 3AIUIICHHBIA 3JICKTPOHHBIN
TOKYyMEHTOO000pOoT[DnekTporHbld pecype] : yueonuk / H. H. Kynser, A. C. Hémymkun, A. T.
®abpuunos; mox oobm. pea. H. H. Kynsesa. - M.: Jloroc, 2011. - 452 c. - (HoBas yHuBepcuTeTCcKas
OnbIMoTeKA). - ISBN 978-5-98704-541-1. - Pexxum JOCTyTA:
http://znanium.com/catalog/product/468998

Kynses, H. H.KonduaennuaibHoe AIONPOU3BOACTBO W 3aIIUIICHHBIM AJICKTPOHHBIN
nokymentoobopot: yueonuk / H. H. Kynses, A. C. [I¢gmymkun, A. I'. @abpuyunos; noa odur. pea. H.
H. Kynsesa. - M.: Jloroc, 2013.

JOITIOJIHUTCIIbHAsA

Jlapua M.B., PeickoB O.M. DnekTpoHHBIE JOKyMEHTHI B ymnparieHuu: Mertoxa. IlocoOue/
BHUNIAA. M., 2008

6.2 Ilepeuennb pecypcoB HHGOPMALHOHHO-TEIeKOMMYHUKANIMOHHOM ceTn « AHTepHET).
HanunonaneHast sexktponnas 6ubnmuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunast anexktponnas 6ubiamnorexka www.elibrary.ru
Dnektponnas 6ubarorexa Grebennikon.ru www.grebennikon.ru

6.3 IIpodeccuonanbHble 6a3bl JAHHBIX H HHPOPMATMOHHO-CIIPABOYHBIE CHCTEMbI

JHoctyn k npodeccruonanbHbiM 0a3am nannbix: https://liber.rsuh.ru/ru/bases

WHdopmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

7. MaTepHaJILHO-TeXHI/I'{eCKOC odecneyeHue AUCHHUIIIIMHBI

g obOecnieyeHus AUCHMILIMHBI UCIOJIb3yeTCs MaTepuaIbHO-TeXHHUYeckas 0a3za 00pa30BaTeIbHOIrO
YUPEKACHUS:

1) na7st MEKUMOHHBIX 3aHATHH - yueOHas ayIuTOpHs, JOCKA, KOMITBIOTEP WIIK HOYTOYK, IPOEKTOP
(cTalmoHAapHBIN WM TEPEHOCHOM) /U1 IEMOHCTPALUU YU€OHBIX MaTEpHAJIOB.

CocraB nporpaMMHOT0 00€CTICUEeHHUS:

1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security

2) ISl MPAKTHYECKUX 3aHATHH — KOMITBIOTEPHBIN KJIacC WM JIabOpaTopHsi, J0CKa, MPOCKTOP
(cTanlMOHApPHBIN WM TIEPEHOCHON), KOMIBIOTEP WU HOYTOYK JUISl MPENoIaBaTesi, KOMIIbIOTEPHI
JUTST OO yJarOIIIHXCSL.

CocraB mporpaMMHOT0 00€CTICUCHHUS:
1. Windows


http://znanium.com/catalog/product/468998
https://liber.rsuh.ru/ru/bases
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Microsoft Office

Kaspersky Endpoint Security
Mozilla Firefox
"NEJIO-IIpennpusitue"
"Apxusnoe JIEJIO"
CorelDrawCS6

Adobe CS4 Master Collection

©ONDOAWN

8. O0ecneueHne 00pa3oBaTEeIbLHOIO MpoLecca JJIsl JUIl ¢ OTPAHNYEHHBIMHA BO3MOKHOCTAMH
310POBbSI H HHBAJIWI0B

B xoxe peanuzanyy JUCHUIUIMHBI HCHOJB3YIOTCS CIEAYIONIME JOMOJHUTEIbHBIE METOJIbI
0o0y4yeHHs, TEKYIIEro KOHTPOJS YCIIEBAEMOCTHM M IPOMEXKYTOYHOM aTrTecTaluu OOydyaroIlMXcs B
3aBUCUMOCTH OT UX WHIAUBHUIYaTbHBIX 0COOCHHOCTEMH:

® Ui CJENBbIX W CIA0OBUIAIIMX: JIEKIUH O(OPMIISIOTCS B BHJIE 3JIEKTPOHHOI'O JOKYMEHTa,
JOCTYITHOTO C TIOMOIIBIO KOMITBIOTEpA CO CIIEHUAIM3UPOBAHHBIM IIPOTPAMMHBIM 00€CIICYeHUEM;
IIUCbMEHHBIE 3a/1aHUS BBINOJIHAIOTCA HA KOMIBIOTEpE CO CHELUAIN3UPOBAHHBIM IPOIPAMMHBIM
o0eCTie4YeHneM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIICYMBACTCS WHAMBHIYaTbHOE
paBHOMEpHOE ocBemeHHe He MeHee 300 JIOKC, U BBINOJIHCHUS 3aJaHUS TPU HEOOXOJUMOCTH
IIPEJOCTABIIAETCS YBEIMUYMBAIOIIEE YCTPOHWCTBO; BO3MOXKHO TAaK)X€ HCIHOJIb30BAaHHE COOCTBEHHBIX
YBEIIMYHMBAIOIINX YCTPOHCTB; MUCHbMEHHBIC 3aJaHUs O(OPMIIIOTCS YBETUIEHHBIM HIPU(PTOM; SK3aMeH
1 3a4€T MPOBOAATCA B YCTHON (hopMe MM BBINOJIHAIOTCS B IMCbMEHHOM (popMe Ha KoMIIbIOTEpeE.

® Ui TIIyXUX M CIA0OCHBIIAIIUX: JIEKHUU O(QOPMIISIIOTCS B BUAE SJICKTPOHHOTO JOKYMEHTA,
au00  IpenocTaBiseTCss  3BYKOYCHJIMBAIOLas — anmapaTypa HMHAMBUAYAJIBHOTO  IOJb30BAHUS;
MUCHMEHHBIC 33JaHUsl BBIOTHSIOTCS HAa KOMITBIOTEPE B THCBMEHHOW (opme; dK3aMeH M 3a4éT
IIPOBOJIATCS B MUCBMEHHOM (hopMe Ha KOMIIbIOTEPE; BO3MOKHO IIPOBEIEHUE B (hOpME TECTUPOBAHUS.

® Ul JIWIl C HAPYIICHUSIMU OTOPHO-IIBUTATEIBHOTO almapara: JISKIUU O(GOpMIISIFOTCS B BHIIE
AJIEKTPOHHOTO JIOKyMEHTa, JOCTYIIHOTO C TIOMOIIBIO KOMITBIOTEpa CO CIEIHATU3UPOBAHHBIM
IPOrpaMMHBIM ~ OOecClieYeHHeM; TMHCbMEHHBIE 3a/laHUsl  BBINOJHSIOTCS HAa KOMIBIOTEpE CO
CTEIMAM3UPOBAHHBIM TPOTPAaMMHBIM OOecrieueHHeM; dK3aMeH U 3a4€T MPOBOJISATCS B YCTHOH (hopme
WM BBITIOJIHAIOTCS B MUCBbMEHHOM (popMe Ha KoMIbroTepe.

[Tpu HEOOXOMUMOCTH TIpeyCMaTPUBACTCS YBEITMUYCHUE BPEMEHH ISl TIOATOTOBKH OTBETA.

[Iponienypa mpoBefieHHsT MPOMEKYTOYHON arTecTalMy JUis OOy4arolUXCsl YCTaHABIMBAETCS C
y4€TOM MX MHIUBHIYaJIbHBIX NMCUXO(U3NIecKX ocobeHHocTel. [IpomMexyTodnas artecTamus MOXKeT
IIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Ipu mpoBeseHWW TPOLEAYPHI OIEHHBAHUS PE3YJAbTaTOB OOY4YEHHs IpeaycMaTpHBaeTCs
HCIOJIb30BaHNE TEXHUYECKHUX CPE/ICTB, HEOOXOJUMBIX B CBS3M C MHAWBUIYaJbHBIMH OCOOEHHOCTSMU
oOydJaromxcsi. OTH CpEeICTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCHUTETOM, WIM MOTYT
HCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPEICTBA.

[TpoBenenune mporeaypsl OICHUBAHUS PE3YJABTATOB OOYyUYEHHS JOMYCKAETCS C MCIIOIb30BaHHEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH.

ObecneunBaeTcsi 10CTyn K HMHGOPMAMOHHBIM U OuOIMOrpaduueckuM pecypcaM B CETH
WuTepHeT Uit Kaxx0ro odyyaronierocs B popmax, alaiTUPOBAHHBIX K OTPAHUYEHUSAM UX 3/10pPOBbS U
BOCTIPHUSITHS HHPOPMAIINH:

e Ui CIENBbIX U CIA0OBUISAIIMX: B TME4YaTHOM Qopme yBenuueHHbIM HIpupTOM, B (hopme
9JIEKTPOHHOTO JIOKYMEHTa, B (hopMme aynnodaiina.

® IS TITyXUX U c1a0O0CIbIIIaliX: B Ie4aTHON dopme, B popMe 3JIEKTPOHHOTO TOKYMEHTA.

® ISl OOYJAIOIINXCSl C HAPYIICHUSIMU ONIOPHO-BUTATEIIHHOTO armapara: B Ie4aTHOH (opme, B
(dhopme 2eKTPOHHOTO JOKYMEHTa, B (popme aynnodaiina.
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Y4eOHble ayIUTOpUU JJIsi BCEX BHUJOB KOHTAKTHOH M CaMOCTOSITENIBHON paboOThl, HaydHas
OMOMMOTEKa W WHBIE TIOMEIICHUs Il OOYYeHHS OCHAIICHBI CIEIUAIbHBIM O0OpYJIOBaHHEM |
y4eOHBIMU MECTaMH ¢ TEXHHUYECKUMHU CPEJICTBAMHU O0yUCHUSI:

® JIJIsl CJICTIBIX U CIA0OBUAAIINX: YCTPOMCTBOM JJII CKAHUPOBAHUS M YTCHHUS ¢ Kamepoirl SARA
CE; nucruteem bpaiins PAC Mate 20; npunrepom bpaitis EmBraille ViewPlus;

oISl TIYXUX U clIa0OCHBILIANINX: aBTOMAaTU3MPOBAHHBIM pabOYMM MECTOM Ui JIIOJEH C
HapyLICHUEM CITyXa U c1a0O0CIbIIIalNX; aKyCTUYECKII YCUIIUTENb U KOJIOHKH;

o isi OOYYarOIIMXCs C HAPYIICHUSMH OIOPHO-IBUTATEILHOTO ammapaTa: TepeIBUKHBIMHU,
perynupyeMbiMu  dproHomudeckumu napramu CH-1; KOMIBIOTEPHON TEXHUKOH CO CHEIHATbHBIM
MIPOrpPaMMHBIM 00eCTIeYeHUEM.

9. Metoanyeckue MaTepHuaJIbl

9.1 Mnanbl NpPaKTHYECKHX 3aAHATHI

IpakTuyeckoe 3ansatue 1. (Tema 4). OcCoOOCHHOCTH YCTAaHOBKH W padOThI C MPOTpaMMON
ANEKTPOHHOTO JAoKyMeHTooOopota mnpennpusatus «JAEJIO». - mnposeepka cgpopmuposannocmu
komnemenuyuii - YK-2; IIK-1; I1K-13

Henabr pabdorbl: paccMOTpeTh Ha MNPAKTUKE OCOOEHHOCTH YCTAaHOBKM M pabOThl C NpOrpamMMmoin
JIEKTPOHHOr0 J0KyMeHTooOopota npeanpusatus «AEJIO». O3nakomutbes ¢ Qynkuusmu COJI
«AEJIO», rne ¢ moaiepKKoW TpaJuLMOHHOIO [EJIONPOU3BOJCTBA IOSBISIETCS BO3MOXKHOCTh 0Oe€3
pHUCKa TMEPEeUTH OT MPHUBBIYHOTO «OYMaKHOTO» JEIONPOM3BOJICTBA K COBPEMEHHBIM TEXHOJIOTHSM
YIpaBJIEHUS BUPTYAJIbHBIMHU JIOKYMEHTAMHU.

ITopsinok BbINOJIHEHUs padOThI

CTyneHTBl C TIOMOIIBIO TIPENOAABATENS  yCTAHABIMBAIOT IPOTPAMMY  3JIEKTPOHHOIO
nokyMeHToobopota npeanpusitust «IEJIO», yuntsiBas Te 0COOEHHOCTH, KOTOPbIE MOTYT BO3HUKHYTh
P BBOJIE B DKCILTyaTallHIo.

C noMoIuplo IpenoaaBaress HaCTPauBalOT CUCTEMY B TOYHOM COOTBETCTBUU C BUPTYaJIbHOU
CTPYKTYpoil 00bekTa HH(pOpMaTH3alMK, NPUHATHIMU MpPAaBHWJIAMH U TOPSAKOM, MO3BOJSIOIIUM
MIEPEHECTU MPHUBBIYHYIO pabouyio Cpely B AJIEKTPOHHBIA BHJ, YTO OYEBUIHO OOJIerdyaeT Mmepexo]l Ha
CO/1 (naHHBIE TPEIOCTABIISIET IPETIOAABaTEND).

J1st BbIOJTHEHUsI pa00oThI HE00X0AUMO:

1. Ilpoanann3upoBaTh TEXHOJIOTMYECKHH IPOLECC YCTAaHOBKH IIPOIPaMMBI 3JEKTPOHHOTO
nokymeHToo0opota npennpusatus «JEJIO», yauTsiBas T€ 0COOEHHOCTH, KOTOPhIE MOTYT BOSHUKHYTh
IIPH BBOJIE B KCILTyaTalHIo.

2. Hactpouts cucreMy B COOTBETCTBUH CO CTPYKTYPOH 00bEKTa HHPOPMATU3AIIH.

3. O3HaKOMUTHCS ¢ UHTEPPEcOM, BKIIOYAIOIIUM:

3.1. OsnakomiieHue ¢ GYHKIUEH «aBTOMOACTAHOBKA» U «CIHCOK THUIOBBIX TEKCTOBY,

M03BOJISIIONIEN paboTaTh ¢ OONBIIUM KOJIUYECTBOM JJOKYMEHTOB.
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3.2. TlpakTthueckoe O3HAKOMJICHHE C (QYHKIHEH «MacmTaOupyeMoCTn» («yBEITUYCHUS
oxBaray) moib3oBarenei, nmo3sossromeid B COJl «/IEJIO» omHOBpeMeHHO paboTaTh OT €AMHUIL 10
TBICSAY T10JIb30BaTENEN OJTHOBPEMEHHO.

3.3. O3nakomiieHHE ¢ QyHKIMEH B 00JacTU TOKyMEHTOOOOpOTa MpeAnpUaTUs (perucTpanus,
KOHTPOJIb HCHOJHEHHs, MapUIpyTH3alUs, Pa3IUYHble OTYEThI, MOJHOLIEHHBIM MOUCK, CIHCAaHUE B
JIeJ0), BXOJIAIIYI0 B cTaHAapTHYIO nmoctaBky COJ[ «IEJIO».

3.4. Oznakomiienue ¢ ¢pyHkuueil «/lenerupoBanne NOJTHOMOYUM Ha pabOTy C TOKyMEHTaMU»,
MO3BOJISIIONIEH JIETKO TepeaBaTh Jiejia pu cMeHe paboTHHKA (YXOJ B OTIYCK WU YBOJILHEHHUE).

3.5. Ha mpakTuyeckoM MpuUMepe OCYIIECTBUTh pa3rpaHUuEHUE JIOCTyHa pa3IMYHBIX
MOJIb30BaTeNe K JOKYMEHTaM, O3HAaKOMHTHCA C (YHKIMEW CHUCTEMBbl, Jalomeld BO3MOKHOCTh

OTIPEJICNIUTh, KaK U C KAKUMH JJOKYMEHTaMH OyyT paboTaTh paOOTHUKH MPEATPUSITHSL.

IIpakTnueckoe 3ansatue 2. (Tema 5). OcHOBHBIC ONIIUK CHCTEMBI IEKTPOHHOTO AEIOMPON3BOICTBA
«AEJIO» - nposepka cpopmuposannocmu komnemenyuii - YK-2; I1K-1; I1K-13

Heapr padoThi: paccMOTpeTh HAa MPAKTHUKE OCHOBHBIE OILMU CHCTEMBI 3JIEKTPOHHOTO
nenonpousBoacTBa «JEJIO», pemaemble 3amaun, 00eceYUBAIONINE KaYECTBEHHBIH U IOPUIHYECKU
3HAYUMBIH TOKYMEHTOO0O0POT mpeanpusaTus 1odoro macmradba. Coznanue u nposepka LI, mramms
BpEMEHH. 3HAKOMCTBO C MOJAECPKKOM Bcex ucnoiab3yembix B PO kpunronposaiinepos.

IMopsiiok BbINOJIHEHHS PA0OTHI

CTyneHThl C TMOMOIIBIO MpEnoAaBaTeNsl 3HAKOMSTCS Ha IPAKTUKE C OCHOBHBIMHU OILHU
CUCTEMBI DJIEKTPOHHOTO Jenonpous3BoacTBa «/IEJIO» (aHHbIe IPe10CTaBIsSIeT MPEnogaBaTens).

st BbINOJTHeHUsI pa0oThl He00X0AUMO:

1. OTKpBITH AHanOroBoe OKHO «KaHuensiprs», Mo3BOJISIONIEe ¢ TOMOIIbIO JaHHON ONIIUU
MIPOBECTH PETUCTPAIUIO JTIOOBIX TUIIOB TOKYMEHTOB B COOTBETCTBUU ¢ TpeboBanusmu ['CIOY,
MePEeBECTU MPOCTOM OYMasKHBIM TOKYMEHTOOOOPOT B JIEKTPOHHBIN HA TPUMEPE KOHKPETHOM
OpraHU3aIlfK; PETUCTPAINIO 00pallleHni TpaXkaaH; ocyiecTBUTh noaepkky DI (manubie
MIPEIOCTABIISET PENOAABATEND).

2. lloarotoBUTh K OTIpaBKE HMCXOJALIYI0 KOppecnoHJeHUU0. IIpous3BecTn COpTHPOBKY
HCXOJAIIMX JIOKYMEHTOB IIO peecTpaM Ha OTIpPaBKy; I€4aTb PEECTPOB OTIPABKU JIOKYMEHTOB,
KOHBEPTOB, AKETOB U JIp. (IaHHbIE MPEAOCTABIISIET MTPENOJaBaTEeNb).

3. IloaroToButh mopydeHue. JIJisi BBIMOTHEHUS D3TOTO 3aJaHHsl HEOOXOIUMO CO3/1aTh U
MPOBECTH pabOTy ¢ TOpPYUYEHHUSMHU (JlaHHBIE MPEIOCTaBIIACT MpENoaaBaTelb M3 JBYX BapHaHTOB
BIIO)KEHHOCTH M pa3BeTBIEHHOCTH). PaccMoTpeTh paboTy ¢ MpoeKTamMH MOpYyYEHUi; Ha3zHAUYCHUE

BHYTPEHHUX W BHEUIHUX HCIIOJHHUTENEH. PaccMOTpeTh pasHUIly KOHTPOJIBHBIX W HE KOHTPOJIBHBIX
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nopyuenuii. [IpoBectu paHHble B mporpamMme 00 «MHGOPMUPOBAHHM» O TMOCTYIJICHUH B KaOWHET
HOBBIX IIOPYYEHUM.

4. Tlo omuuu «KOHTpOJNb HCIONHEHHS TMOPYYEHUi» cHOpMUPOBATH YMEHHE IO MPOCMOTPY
OTYETOB 00 HCIOJIHEHHHU U CHATUE C KOHTPOJIA JOOBIX mopydeHuil. OcyliecTBUTh KOHTPOJb BCei
HepapXHuH MOPYYCHUH - OT MYHKTOB, /IO CJIOKHBIX MHOTOCTYIIEHYATHIX PE30IIOIHM, UMEIOIIUX Pa3HbIX
aBTOPOB, KOHTPOJIEPOB U UCTIONHUTENEeH. ONpeeIuTh MEXaHU3M OMOBEIIECHUS O TTOCTYIIJICHUU HOBBIX
JOKYMEHTOB; CO3/IaHW€ HAlOMHHAHUW 10 TOPYYCHHSIM; WHPOPMUPOBAHHWE O HAPYIICHUU CPOKa
HCIIOJIHEHUS IOKYMEHTOB.

5. B omnmun «CornacoBaHue» OCYIIECTBUTh HACTPOMKH IPOLIECCa COTJIACOBAHMS U CO3/IaHUs
pa3IMYHBIX MAapUIPYTOB, IyTEH corjacoBaHUsi JIS Pa3IUYHBIX JOKYMEHTOB. OCyIIeCTBUTH
MOAJIEPKKY BEPCHUOHHOCTH. YCTAaHOBUTH B IIPOrpaMMe CpPOKH COIJIACOBAHMSI; HAIIOMUHAHUS U
OTIOBEIICHHUS.

6. Hactpouts omuuio «busHec-mporeccsl». Ha KOHKpeTHOM IpHMepe MPOBECTU HACTPOUKY
1o/l KOHKPETHYIO 3a7a4y (JaHHBIE MPEIOCTABISET MPENoAaBaTelb) OT PETUCTPAMU 0 TOAMUCAHUS
JIOKYMEHTA.

7. O3nakomuthes ¢ paboroit ¢ COJl yepe3 MoOuIbHBIE YCTpOHCTBa (B KadyecTBe MpHUMEpeE
npernojaBaTesieM BelOupaeTcs oauH u3 ycTpoiicTs: iPad, iPhone, cmapTdoHbI, KOMMYHUKATOPBI, TAKKE
MOOHITEHBIC TeJIe()OHBI, TUTAHIIETHBIC KOMITBIOTEPHI).

8. OcymecTBisieTcst HacTporka oniuu «OpraHu3aius MOJIHOIEHHOTO B3aumoencTBus» COJ]
C KOHTPOJIEM MPOXO0KICHHS JOKYMEHTOB B OPraHU3alUAX-apecaTax U ONOBEIICHUS U YBEAOMIICHUS —
pacchbUIKa HAIOMHUHAHUKM U YBEAOMJICHHM O JIIOOBIM COOBITHSIM; HACTPOWKa HYXKHBIX YBEIOMIICHHIMA
(1aHHBIE MPEIOCTABIISIET MIPENOJaBaTeNb).

9. OcymiecTBUTh CKaHUpPOBaHWE JOKyMeHTa. OCYIIECTBISIETCS 3HAKOMCTBO C OTIUEH
«TOTOYHOTO  CKAHMPOBAaHUS» C  MEPEBOJAOM  JOKYMEHTAlMM B  JJIEKTPOHHBIA  BUA U
aBTOMATHU3HPOBAHHOW  PErHCTpAllMU  PACMO3HAHHBIX  JOKYMEHTOB (JIaHHBIE  MPEIOCTaBIISET
npenojasaTeinb). B urore nmpoussecTu pacneyaTky U pacno3HaBaHHE IITPUX-KOI0B.

10. Ha KOHKpEeTHBIX MpUMEpax OCYIIECTBUTHh CO3/IaHHE OTYETOB — IMOATOTOBUTH K TEYaTH
OTYeTHBIX (OpPM; CTAaTUCTHKH. PaccMOTpeTh Ha mpuMmepe OTIWYHS TPOU3BOJIBHBIX OTYETOB U
BO3MOYXHOCTh BBIOOpA MIA0JIOHOB TMEYaTH OTYETOB.

11. O3znakomienue c ommued «BebO-mocTym» — mMOMHOIEHHAs yaajleHHas padoTa ¢
JOKYMEHTaMU; UCTIOJHEHHE MOPYUYEHU; KOHTPOJIb UCIIOJIHEHNUS; COTJIacCOBaHUE; TTOUCK.

12. Osnakomuienue c ommmeit «3LI1» — moanmucanue (aiiioB U PEeKBU3UTOB JTOKYMEHTOB;
WCIOJIb30BaHUE TPH TOJANUCAHUM M COTJIACOBAaHWU; BBOJ WHGOpMAaNuu OT PyKU ((hakcUMHIIbHAsS

MOJINKCh, KOMMEHTApHUH, OTYET) (JaHHbIE IPEOCTABISAET MPENOAaBATENb).
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13. Pabora ¢ «IIporokonmamu». Ha ocHOBE BBEIEHHBIX MAHHBIX OCYIIECTBISETCS MPOCMOTP

BCEX JICWCTBUIA, COBEPIICHHBIX B CUCTEME.

IpakTuyeckoe 3anstue 3. (Tema 1 1.1.). Opranu3anusi CUCTEMBI AIEKTPOHHOTO IOKYMEHTO000pOTa
u ee 3amuTa. OyHKIMOHAIBHBIE BO3MOKHOCTU CUCTEMBI JIEKTPOHHOIO Jiesionpou3BoacTBa «/IEJIO»:
Perucrpanust 1OKyMEHTOB. - npoeepka cpopmuposannocmu komnemenyuii - YK-2; I1K-1; I1K-13

Hean padoTbI: paccMOTpEeTh Ha MPaKTHKE (QYHKIMOHAIBHBIE BO3MOXHOCTH CHCTEMBI
3JIEKTPOHHOTO Aenonpou3BoacTBa «JIEJIO»: Peructpaius 10KyMEeHTOB.

Iopsiiok BbINOJIHEHHS PA0OTHI

[Tpexxne yem mpuCTymaTth K paboTe ¢ TOKYMEHTOM, €ro HeoOXOJUMO BBECTH B CHUCTEMY, T.C.
3aperucTpupoBaTh. PerucTpupyrorcsi Kak TMOCTYNMBIIME U3BHE, TaK MW CO3JIaHHbIE BHYTPHU
OpraHu3aliy JOKYMEHTBI: MHChbMa, MPUKAa3bl, JOTOBOPHI, OOpallleHus TpakIaH U Mpouee (JaHHBIC
MPEAOCTABIIACT MPENOAABATEND ).

Jlsis1 BbINOJTHEHU 1a00paTOPHOii pa6oThl HE00X0IUMO:

1. ITpu peructpauuu GopMUpyeTCsl perUCTpallMOHHO-KOHTpoIbHAs KapTouka (PK), B koTopyto
3aHOCSTCS] CBEICHHS O JIOKYMEHTE, M CUCTEMa aBTOMAaTUYECKH MPUCBAUBAET HOMEP B COOTBETCTBUHU C
3aaHHbIM abaoHoM. PK comepkuT nmomHblid HaOOp METaAaHHBIX U PEKBU3HUTOB, MPEIyCMOTPEHHBIX
CTaHJIapTaMHU POCCUHCKOI0 JAenonpou3BoacTBa. K KapTouke MOryr ObITh NpPHUKpEIeHb! (ailibl (110
BapHaHTY 3aJlaHusl, BBIIAHHOTO MpenojaBaTeNieM), coeprKallue TeKCThl WM Trpadudeckue oOpasbl
CaMUX JIOKYMEHTOB.

2. Jlns oTpakeHUs BEJOMCTBEHHOW WM oTpacieBoi crenuduku cocraB moseir PK moxer
OBITh pPACIIMPEH 3a CYET CO3JaHUs JIOMOJHHUTEIbHBIX PEKBU3UTOB. [IpemocTaBisioTcst i BBOJAA
JTaHHBIE, COCTOSIIIME W3 JIBYX BAPUAHTOB — OJUH BApUAHT - MO BEJIOMCTBEHHOW MPUHAJJIEKHOCTH,
BTOPOW BapHUaHT — 10 OTPACIIEBOU.

3. CucremMa MoO3BOJISIET B aBTOMATH3WPOBAHHOM DPEXKHMME PETUCTPUPOBATH TEpPEAaHHBIC IO
AJIEKTPOHHOU TMOYTE JOKYMEHTHI, B TOM YHCJI€ CHAOXEHHBIE SJICKTPOHHOU IMGPOBOM MOIMUCHIO
(BUIT). Jns moxyMeHTOB, KOTOpble ToToBATCs ¢ momoisio MS Word u Excel, Takke peannzoBaHa
YOPOUIEHHAsl MPOLEelypa PErUCTPAlUU MPSMO M3 NMPUBBIYHOW JUISL MOJIB30BATENS CPENbl pelaKkTopa.
JIns BBIMOJHEHHWS ATOTO 3aJaHus OJIHA Tpylnna CTYACHTOB HAmNpaBisieT Ha JJIEKTPOHHBIM aJpec
JIOKYMEHTBI, BTOpasi TPYyIIIa UX MOJYyYaeT U paCCMaTPUBAETCS MPOLECC PErUCTPALIUH.

4. TIpoucxomuT 3HAKOMCTBO C OOJETYeHHOW W YCKOPEHHOW MPOIEAYpOd perucTpaiuu.
Hcnons3yrores cneayronme HHCTPYMEHTHI:

® 33JJaHME ABTOMATUYECKHU 3alOJHAEMbIX 3HAUYEHUN PEKBU3UTOB (110 YMOJIYAHUIO);
® 3aMOJIHEHHE PEKBU3UTOB TyTEM BBIOOpAa HYXHOTO 3HAYEHUS W3 3apaHee HACTPOCHHOTO

CIIpaBOYHHKA,
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® [ICPCUCHb Han0oJIee YacTo HCIIOJIb3YCMBIX CTAHAAPTHBIX TCKCTOB,
¢ YCTAHOBJICHUC CCBUIIOK Ha APYTHUC JOKYMCHTBI;

® OTHECEHHE JOKYMEHTAa K TEMaTHYECKUM PyOpUKaM U Jp.

IMpakruuyeckoe 3ansatue 4. (Tema 1 1.2.). Opranuzaius CUCTEMbI 3JICKTPOHHOTO JTOKYyMEHTO000pOTa
u ee 3amura. OyHKIHOHATBHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jienonpon3BocTBa «IEJIO»:
Pabora ¢ daittamu (37EKTPOHHBIME JIOKYMEHTAMU) - HPOBEPKA CHOPMUPOBAHHOCHU KOMREMEeHUUIL -
YK-2; TIK-1; I1K-13

Heap pabGoTbl: paccMOTpeTh Ha NPAKTHKE (YHKIUOHAIBHBIE BO3MOXXHOCTH CHCTEMBI
3JIeKTpOHHOTO Aenonpou3BoacTBa «IEJIO»: Pabora ¢ daiinamu (37€KTPOHHBIMH JOKYMEHTAMH).

IMopsiiok BbINOJIHEHUS PAOOTHI

[Ipexxne yeM MpUCTYNUTh K paboTe, HEOOXOAUMO K PETUCTPALMOHHON KapTOUYKe MPUKPEIHUThH
¢aiinpl m00BIX (QopMaTOB, coepkKallue TEeKCT WM Tpaduyeckue oOpas3bl TOKYMEHTOB (JaHHBIC
MIPEOCTABIISICT MPETIOAABATEND ).

Jlsis1 BbINOJTHEHU J1a00paTOPHOii pa6oThl HE00X0AUMO:

1. 3anucare aitnel B 6a3y maHHbIx cucteMmbl «/IEJIO», ynocroBepuTbcs O TapaHTHH HX
COXpaHHOCTH. PaccMOTpeTh BapHaHT yJaleHUs C JOKAJIbHOTO KOMIIbIOTEepa mojb3oBaTend. [Ipu stom
cucteMa oOecreunBaeT MOJHOIEHHYIO paboTy ¢ ¢aimaMu: MPOCMOTP, PEAAKTUPOBAHUE, YIAJICHUE,
MOJITMCAHUE JIEKTPOHHON HU(POBOH MOIMUCHIO, pa3rpaHUYeHNE NpaB aAoctyna (kak Ha ypoBHe PK,
TaK ¥ CaMOr0 JIEKTPOHHOTO JOKYMEHTA).

2. OcylecTBUTh NMEPEBO JOKYMEHTOB M3 OYMa)kHOM (OpMBI B 3JIEKTPOHHYIO (OopMYy (JaHHbIE
MIPEOCTABIISIET MPETIOAaBATENb ).

3. OcymecTBUTh CKaHHPOBAHWE M pACIO3HaBaHUE OYMaKHBIX JIOKYMEHTOB TIPSMO U3
uHTepdeiica perucTpalluoOHHON KapTOUYKH M aBTOMATHUYECKH MPHUKPENUTh moiydeHHble (aitnel k PK
(Omnus «CkaHupoBaHUe») (AaHHBIE IPEAOCTABIISAET MPENOAABATEND).

4. PaccMOTpeTh BO3MOXHOCTh MacCOBOTO BBOJIa B CHUCTEMY OYMaXXHBIX JIOKYMEHTOB H
pacmo3HaBaHUs HMX DJEKTPOHHBIX 00pa3oB (YTO XapaKTEpHO [Jisi OpTraHu3aldid C OOJBIIUM
JOKYMEHTOIOTOKOM). YOeIuThCsl MO KOJMYECTBY 3aTPau€HHOr0 BPEMEHH O 3HAYUTEIBHOM
COKpallleHUH TpyJo3aTpaT Ha BBOJA HH(DOpPMAIMM M CO3JaHUU MPEANOCHUIKM Ul Tepexona K
AJIEKTPOHHOMY JOKyMeHTooOopoTy. (Ommust «I[loTouHoe ckaHupoBaHUE») (IaHHBIC MPETOCTABISIET
IpernojaBaTens).

5. OcylIecTBUTh «IIOTOYHOE CKAaHUPOBAHUE» TJ€ IPU PETUCTPALMH Ha JTOKyMEHTe (Ha MepBOM
WIM HA OTAETHHOM YHCTOM JIMCTE) IeYaTaeTcs Ha3HA4aeMbI CUCTEeMOW YHUKAaIbHBIA INTPHUX-KOJ,

coJiepKalluil yHUKaIbHbINA UACHTU()UKAIIMOHHBIA HOMEp JOKYMEHTA U MpaBuiia ero o0paboTKH.
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B nmpomecce ckaHupoBaHHS M pPAcllO3HABaHUS CHCTEMa aHAJIU3UPYET WITPUX-KOA U
o0OpabaThiBaeT OTCKAaHWPOBAHHBIE JOKYMEHTHI B COOTBETCTBHHM C yKa3aHHOH B HeM HH(OpMaIrmen.
[ToydeHnHbie B 3aaHHOM (hopMare pe3ysbTaThl CKAHUPOBAHUS ABTOMATHYCCKU MPHUKPEIUISIOTCS K
cootBeTcTBYyroIUM PK.

6. [IponsBoauTCst HACTPONKH MapaMeTPOB MOTOYHOTO CKAHUPOBAHUS:

pacmoIoX)eHUe MTPUX-KO1a Ha IOKYMEHTE WJIM YUCTOM JIUCTE OyMaru;

MOJIJIEPIKKA PabOTHI C IBYCTOPOHHUM CKaHEPOM;

crioco0 o00paboTku (co3maHue Tpaduyueckoro H300pakeHHs, TEeKCToBoro (aitna wim
KOMOWHHMPOBAHHBIN BapUaHT);

dopmater m3obpakenus (TIFF, GIF, JPG, PNG), u pacnoznasanus (TXT, RTF, DOC, HTML,
CSV, DBF, XLS, PDF);

7. IlpousBectu otkpbiTue PK myreM cuuThiBaHUS WITPUX-KOAA C OpPUTMHANA JOKYMEHTa C
MOMOIIBI0 PYYHOTO CKaHepa H OCYHIECTBUTh IIOUCK JOKYMEHTOB [0 IITPHUX-KOAY (JIaHHBIE
MIPEIOCTABIISCT MPETIOIaBATEb ).

s peanmuzanuyd JaHHOHW (YHKIIMHM HCIIOJIB3YETCS MPOTPAaMMHOE OOECIeUYeHHE KOMITaHWH

ABBYY — FineReader 6.0 wiu 7.0 Scripting Edition.

IIpakTnueckoe 3anstue 5. (Tema 1 1.3.). Opranuzanusi CUCTEMBI JIEKTPOHHOTO TOKyMEHTO000pOTa
u ee 3amura. OyHKIHOHATBHBIE BO3MOKHOCTH CHCTEMBI 3JIEKTPOHHOTO JIenonpon3BojcTBa «IEJIO»:
PabGora ¢ mopydyeHusiMu (BblIa4a, HCIOIHEHHE WM KOHTPOIb) - HPOBEPKA chopmuposannocmu
komnemenuyuii YK-2; T1IK-1; ITK-13

Heas pabGoTbl: paccMOTpPEeTh Ha TPAKTUKE (YHKIMOHATBHBIE BO3MOXXHOCTH CHCTEMBI
3JIeKTpoHHOrO jAenomnpousBoactBa «JEJIO»: Pabora ¢ mnopydyeHussMu (Bbllaya, HCIIOJHEHHE U
KOHTPOJIb).

IMopsinok BbINOJIHEHUS PAdOTHI

st BeIMOSTHEHUS Ta00paTOpHOI pabOThl HEOOXOUMO 3HATH CIEAYIOIIEe:

Cucrema o0ecrieunBaeT paboTy ¢ HECKOJIBKUMH BHJIAMH ITOPYUEHUI: pe30IIoLus — MOpYyUYEHHE,
BBIIaBAEMOE YMOJHOMOYEHHBIM JIOJDKHOCTHBIM JIUIIOM HA OCHOBAaHMM JOKYMEHTA; IYHKT —
MOpy4YeHHE, COJNepIKalleecss B TEKCT€ CaMOro JOKYMEHTa M HE HMEIOIIee KOHKPETHOTO aBTOpa;
MOTYMHEHHAST PE30JTIOLUS — OTHOCUTCS HE K IOKYMEHTY B IIEJIOM, a K €r0 OTACIHHOMY ITyHKTY WA
PE30JIIOIUH; CUCTEMA MO3BOJISIET OTCIEIUTh HEPAPXUIO PE3OITIOIHIA JTH000H CI0KHOCTH HE3aBUCHUMO OT
WX KOJIMYECTBA; IMPOCKT PE3ONIONUH — TWPEIBAPUTENbHBI BapUAHT PE3ONIOIHNH, TPEOYIOIIHIA
YTBEP)KJIEHHS pYKOBOJICTBOM. PyKOBOIUTEIN MOTYT BBOJUTH MOPYUEHHSI H aBTOMATHIECKH PACCHLIATh
WX HCIOHUTEISIM, JEJIETUPYSl TOJTHOMOYHS TI0 KOHTPOIIO CIEIHATbHO BBICICHHBIM JIOJKHOCTHBIM

JIMaM HJIn OTACJIaM KOHTPOJIA. Cucrema MOAACPIKUBACT pa60Ty ¢ M100BIM KOJIMYECTBOM HOpy‘lCHI/Iﬁ



28

M0 JOKYMEHTY, KaXJ0€ U3 KOTOPbIX HMEeT CBOUX (UIYpPaHTOB (aBTOPOB, KOHTPOJIEPOB U
ucnonuuteneit). Takum 00pa3oM, BceM 3aWHTEPECOBAHHBIM JIOJDKHOCTHBIM JIUIAM TIPEI0CTABISIOTCS
3¢ (heKTHBHBIC MHCTPYMEHTHI JIJIs1 YA0OCTBA KOHTPOJIS U UCTIOTHCHHSI IOKYyMEHTOB.

st BbInoJIHeHNs1 padoThbl HEOOXOAMMO:

1. BBectu «mopyueHue» H yOeOUThCS, YTO MPOM3OILIA aBTOMAaTHYeCKas IepechlUIKa
JOKYMEHTOB HCIIOJTHATEIISIM B X paboune kKaOuHeThl B cucteMe «IEJIO».

2. Bapuant 1. IlonyuuBiiee JOKYMEHT JOKHOCTHOE JIMIIO JOJKHO CaMO HUCIOJHUTH €r0 U
BBECTH B CUCTEMY COOTBETCTBYIOLIUNA OTYET.

2. Bapuant 2. Ilosy4uBiiee MOKYMEHT JOJDKHOCTHOE JIMIIO JOJDKHO CBOEH pPE30Ioluei
HAMPaBUTh JOKYMEHT Jaliee — UCMIOJHUTENSIM 00Jiee HU3KOTO YPOBHSI.

3. B cooTBercTBUM C 3aJaHMEM MJiI KOHTPOJBHBIX JOKYMEHTOB, IO KOTOPHIM BBEICHO
MOpyYeHHe, aBTOMATHYECKH  OTCICKHMBAIOTCS  CPOKM  HCIIOJHEHUS, 0co00  BBLIETSIOTCSA
KOHTPOJIUPYEMbIE JIOKYMEHTBl W JIOKYMEHTbl C HCTEKIIMMH CpOKamMu ucnoiHeHus. Cucrema
ABTOMATUYECKH WH(POPMHUPYET TOJIB30BATENISI O HAPYIICHUH CPOKA PACCMOTPEHUS WIIM HCIIOJHECHUS
JIOKYMEHTOB M TIO3BOJISIET TMOJIy4aTh CBOJAKUA 00 MCIIOJIHEHHH KOHTPOJIBHBIX JIOKYMEHTOB. KOHTpOIH
TaKX€ MOYKET OCYLIECTBIATHCS IYTEM ITOMCKA JOKYMEHTOB IO PEKBU3UTAM KOHTPOJIbHBIX TOPYUYECHHUI.

4. OcylecTBUTh CHATHE C KOHTPOJIS JOKYMEHTa IOCJI€ IOJYyYEHUs HMTOrOBOIO OTYETa OT
WCTIOTHUTEIIS.

5. TlpokoHTpoHpOBaTh (DYHKIIMIO aBTOMATHYECKOTO YIAJIICHUS U3 BCEX paboumx KaOMHETOB

CHCTEMEI CBEJICHUI O HAOKYMCHTC (HOCJIC CHATHUSA C KOHTPOJIA «HOpy‘leHI/IH»).

IIpakTnueckoe 3ansitue 6. (Tema 1 1.4.). Opranuzanusi CUCTEMBI HIEKTPOHHOTO IOKYMEHTOO00pOTa
U ee 3amuTa. OyHKIIMOHAIBHBIE BOZMOXHOCTH CHCTEMBI DJIEKTPOHHOTO Jenonpon3BoacTBa «JIEJIO»:
PaGora ¢ «xabuHeTOM» - «BUPTYaJbHBIM pabOUYMM MECTOM» - Hpo8epKa chopmuposannocmu
komnemenuyuii - YK-2; IIK-1; I1K-13

Hean padoTbl: paccMOTpEeTh HaA TMPaKTHKE (PYHKIHMOHAIHHBIE BO3MOXHOCTH CHCTEMBI
anekTpoHHoro paenomnpousBoacTBa «JEJIO»: Pabora ¢ «kabuHerom» - «BHUPTyadbHBIM paboOdYnM
MECTOM).

Ilopsinok BbINOIHEHHS Pa0OTHI

st BeIMOTHEHUS Ta00paTOpHOI pabOTHI HEOOXOIUMO 3HATH CIIEAYIOIIEe:

CucreMa MpenocTaBiIseT CTYICHTaM «BUPTyalbHOE pabodee MeCcTO» — €ro JIMYHBIM KaOWHET,
MPEIOCTABIAIOIMINNA  yIOOHBIE CpEeNCTBAa Ui pabdOThl C JAOKYMEHTaMH: BBbIIayd, KOHTPOIS U

HUCIIOJIHCHU A HOpy‘-IGHHﬁ, BU3HWPOBAHUSA U MMOAINMUCAHUA ITPOCKTOB U JIP.
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Kabuner mnpencraBnser coboii HaOOp mMamokK, B KOTOPbIE TPYNIUPYIOTCS JTOKYMEHTHI,
MIOCTYIMBIIME Ha HUMS JODKHOCTHOTO JIMIA: IPUCIAHHbIE Ha BHU3MPOBAaHUE WM IIOJIMCAHUE,
OKUJIAIOIIME BBIHECEHMSI PE30JIIOIINH, MTOIJIEKALINE KOHTPOJIIIO, IPUHATHIE K UCIIOJHEHUIO U T.J.

Pacnpenenenne mno mnankam kaOWHETa TIO3BOJISIET YIOPSAJOYUTH OOJIBIIOE KOJIUYECTBO
JOKYMEHTOB, HaXOIALINXCA B TEKyILel padoTe.

Jnist BeIoNTHEHHST 1a00paTOpHOM paboThI penocTaBisoTes cienytonue [lanku kabunera:

«[Toctrynusiue»

«Ha ucnonnenumn»

«Ha koHTpOne»

«Y pyKOBOACTBa»

«Ha paccmoTpeHun»

«B nemo»

«YmpaBieHue MpoeKTaMUu JOKYMEHTOBY

«Ha Bu3zupoBanun»

«Ha mognucny.

[To 3amanuio MpenyCMOTPEHBI Pa3BUTHIE CPeACTBa MH(DOPMHUPOBAHMS Blajeiblla KaOMHETa O
MOCTYIUIGHUH B TAaNK{A HOBBIX JIOKYMEHTOB WJIM W3MEHEHHM UX cTaTyca (JaHHbIE MPEIOCTaBIISICT
IIpenojaBaTesb).

bnaronapsi HOHATHOMY U MaKCUMAaJIbHO NMPUOJIMKEHHOMY K peaJIbHbIM 3a/1ayaM I0J1b30BaTeNs
uHTepdeiicy MOXKHO MPEeTbHO MPOCTO ONPENEINUTh, C KAKUMH IOKyMEHTaMU paboTaeT T0JKHOCTHOE
JUIO ¥ Ha KAaKOM CTaJuM WCHOJHEHUs OHM Haxoxasrcsa. Kak mHTepdeiic, Tak M HabOp IOCTYIHBIX
(yHKIIMI MOTYT HACTpauBaThCSl MHAWBUIYATIbHO JUISl KQXKJIOTO MOJIb30BATENs CUCTEMBI.

st BbINOJTHeHUsI pa0oThl He00X0AUMO:

1. Hactpouts nunTepdeiic nHANBUIYaTbHO JUIS ¢e0s - TOIb30BATEINS CUCTEMBI.

2. Hannune coOCTBEHHBIX «paboOdyMX MECT» COTPYIHUKOB MO3BOJISIET yIO0OHO OpraHHU30BaTh
COBMECTHYIO paboTy € JOKYMEHTaMH OOJBIIOro 4YMcia JOJDKHOCTHBIX JIML (KaXIOMY CTYACHTY
BBIOMPAETCSI TOJIKHOCTB ).

3. B cBs3u ¢ TeM, UTO KaOMHET SABJSIETCS TaKkKe OJHUM U3 3(h(DEKTUBHBIX CPEICTB 0OecTIeYeHns
6e30macHOCTH KOH(UACHIIMAIBHOW HH(pOpMalMK, Oyarogapsi BO3MOXHOCTH OTrpaHMYEHHs IIpaB
0JIb30BaTeJe Ha TOCTYN K HEMY CTYACHTHI Ha MPAKTUYECKOM MpUMepe MOIyqaroT MpaBo JAO0CTYIa K
paboueMy KaOMHETY IPYTOro JOJHPKHOCTHOTO Jiniia (00yJaromerocs).

4. NuacTpymeHTapuii kabWHeTa U MPUHIUIBI pa0OTHl B HEM MOJHOCTHIO YUYUTHIBAIOT MPHHSTHIE
JIeTIOTIPOU3BOICTBEHHBIE TEXHOJIOTUH, a TakXe TPaJUIMOHHOE paclpeneseHre o0sS3aHHOCTEH u

«poJIei» y4aCTHHUKOB JOKYMEHTOO0OPOTA.
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Jig 4YacTM TpyNmbl, YbH JOJDKHOCTU SABJIIOTCA PYKOBOJSIIMMHM, T.€. OTBETCTBEHHBIMU
JNOJDKHOCTHBIMU  JIMLIAMHU  [IPEIOCTABIIAETCA 3aJaHHUE, 110 KOTOPOMY OHHM (JODKHOCTHBIE JIMIIA)
IIepelaloT YacTh CBOMX ITOJIHOMOYUI NOMOIIHMKAM WIHA CEKpeTapuary (IOJKHOCTH Yy APYroi 4actu

TpyMIbl) — HanpuMep, PyHKIUN BbIIaYd MOPYUYEHHH, KOHTPOJIS 32 UX UCTIOJIHEHUEM U Jp.

IpakTuyeckoe 3ausitue 7. (Tema 1 1.5.). Opranu3zanusi CUCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000pOTa
u ee 3amura. OyHKIMOHAIBHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO JIenonpou3BojacTBa «IEJIO»:

Pabota ¢ mpoekTaMu TOKYMEHTOB -- npoeepka cgropmuposannocmu komnemenyuit - YK-2; I1K-1;
I1K-13

Heas pabdoTbl: paccMOTpPeTh Ha TNPAKTUKE (YHKIHMOHAIBHBIE BO3MOXHOCTH CHCTEMBI
3JIEKTPOHHOTO Jienonpou3BojictBa «JIEJIO»: PaboTa ¢ mpoekTamMu TOKYMEHTOB.

Ilopsinok BbINOJIHEHHS PA0OTHI

st BeIMOTHEHUS Ta00paTOpHOI pabOThl HEOOXOIUMO 3HATH CIEAYIOIIEE:

Bce ucxopmsime HOKyMEHTBI B Ipoliecce 00pabOTKH MPOXOAIT CTaaui0 MpoekToB. Cucrema
MOAJEP>KUBAET MOJHBIM LUK pabOThl ¢ MPOEKTaMH: CO3JIaHUE, PEJAKTUPOBAHUE C COXPAHEHHUEM
MpEeIbIAYIIUX BEPCUH, COrJlacoBaHWE W yTBep)KJIeHue (MOAMHMCAHWE) W, HAKOHEel, PEeTUCTpanus
UCXOJAIIETO UM BHYTPEHHETO JOKYMEHTA, CO3JaHHOT0 Ha OCHOBE ITPOEKTA.

s paboTbl € NOpOEKTaMHM MCHOJIb3YEeTCs OCOOBIH THI PErUCTPALMOHHONW KapTOYKH,
coJiep>Kalluii Habop CrelHaNbHBIX PEKBU3UTOB.

J1st BbIOJTHEHUsI pa0oThI HE00X0AUMO:

1. B cooTBeTcTBMM € CUTyallMOHHOM 3ajaueil rpymma pazouBaeTcst Ha JBe noArpymnmsl. OnHa
MOArpyNIa HWCIONHSEeT poib Vcnonnurens mnopydeHus. Bropas mnoarpymnma HUCHOJHSET poJib
JIOMKHOCTHBIX JIULL.

1. IlepBas nmoarpynna «VcrnosHATENBY, CO31AET MPOEKT TOKYMEHTA, YKa3bIBAET BU3UPYIOLINX
U TOAMKMCHIBAIOIIUX JODKHOCTHBIX JIMIL, a TaKXe MapIIpyT JBH)KEHHUS MPOEKTa MEXAY HUMHU
(mocnenoBaTeNbHOE WU MApATIJIEIbHOE) (JIaHHBIE TTPEIOCTABIISAET MPENOIaBATENb).

2. Bropas noarpynna «JloJoKHOCTHBIE JIMIA», KOTOPBIM HAIIpaBJIEH JTOKYMEHT, 3HAKOMATCA C
€ro COACPKAHUEM MU BHOCST KOPPEKTHBBI. PenakTHMpOBaHME OCYIIECTBIIAETCA IyTEM HCIPABICHUS
TEKYyIIeW BepCcHH, MPUKPEIUIEHUS K KapTouke ¢ailia ¢ 3aMeYaHUsIMHU, a TaKXKe IyTeM CO3JaHusl HOBOM
Bepcun ImpoekTa. Ha mpakThueckoM mpuMepe CTyIeHThl 3HakomaTcs ¢ Cucremon, KoTopas
MOJIEP)KUBAaET pabOTy € HEOTrPaHWYEHHBIM KOJIMYECTBOM BEpPCHHl, YTO IMO3BOJSET YAOOHO
OpPraHU30BaTh KOJUIEKTUBHYIO Pa0OTy C MPOEKTOM, 3((HEKTUBHO OTCIEAUTh U YHOPSAOUYUThH CO3AaHUE
pa3IMYHBIX €ro BapHaHTOB W, NMPH HEOOXOJUMOCTH, Ha JIO0OW CTaauu IMpolecca COrjiacOBaHUS

BEPHYTBCS K MPEIBIYILIEH pEeJaKIIIH.
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3. ITo curyauroHHOM 3amaue «/{0KHOCTHBIE JUIa» YIOBJIECTBOPEHBI COAEPKAHUEM IPOEKTA,
OHU MOTYT €ro 3aBU3MPOBATh WJIM MOJMHUCATH B NEKTPOHHOU (popme, B TOM YHCIEe C MPUMEHEHUEM
MepcoHANBHON 3MekTpoHHON nudpoBorr mommucu (DLII). CraTyc mnpoekTa, OTpaKAIOUIUH XOJ
BU3UPOBAHUS M TMOJIUCAHUS, aBTOMAaTHUYECKU OOHOBISIETCS M OTOOpa)kaeTcsi Ha paboueM MecTe
«McnomHuTens ».

4. Ilpoiigs Bce 3Tambl NPOLEAYPHl COTJIACOBAHMSI, YTBEP)KIEHHBIH HPOEKT CTAHOBUTCS
UCXOJAIINM WM BHYTPEHHHM JTOKYMEHTOM, KOTOPBIN JOJKEH ObITh 3aperucTpupoBat B cucrteme. Ero

pPErucCTpaioHHas KapTouKa aBTOMATHUYCCKHU CO31a€TCA Ha OCHOBE PK IIPOCKTA.

IIpakTuyeckoe 3ausitue 8. (Tema 6 6.6.). Opranu3zanysi CUCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000pOTa
u ee 3amura. OyHKIMOHAIBHBIE BO3MOKHOCTH CHCTEMBI 3JIEKTPOHHOIO JIen0onpon3BojcTBa «IEJIO»:

[Ipuiem 1 BHeUIHSS pacchUIKa JOKYMEHTOB - HpoGepKa chopmuposannocmu komnemenuyui - YK-2;
ITK-1; TIK-13

Ieap pabGorbl: paccMOTpeTh Ha NPAKTHKE (YHKIHMOHAIBHBIE BO3MOXKHOCTU CHCTEMBI
3JEKTPOHHOTO Jienonpou3Boicta «IEJIO»: [IpueM u BHELIHsAS pacchlUiKa JOKYMEHTOB.

151 BpINOJTHEHUs J1a00paTOPHOIl padoThl HEO0OXOAUMO 3HATH CJIeAYIoLIee:

CoBpeMeHHbIN YpOBEHb Pa3BUTHsI YIIPABICHUECKUX CBSI3€M U CPEICTB KOMMYHMKAIIMHU BEJET K
MOCTOSTHHOMY ~ YBEJIIMYCHHIO OOBbEMa CIyKeOHOW mepenuckh. B KpymHBIX OpraHu3amisx co
3HAYUTENIBHBIM JTOKYMEHTOOOOpOTOM JJisi ee 00paboTKM CHEelHMaNbHO CO3JAI0TCS  OTAETIbHbBIC
MO/Ipa3IeNIeHUs] — SKCIIETUIIMHU. B CBSI3U ¢ 3TUM BaKHBIM yCIIOBHEM co37aHUs 3 (HEKTUBHON CUCTEMBI
JIOKYMEHTO00O0pOTa SIBJISIETCSl aBTOMATHU3alus (QyHKUMN MpueMa-oTIpaBKU BXOISIMIMX U MCXOASIIUX
JIOKYMEHTOB, IPUYEM KaK B 3JIEKTPOHHOM, Tak U B OyMaxHOU (opMme.

Ha nannoii nmaGopaTopHOM paboTe CTYAEHTHI 3HAKOMATCS C MOJIECPKUBaeMOW B cCHCTEME
«AEJIO» paboty ¢ MAPI-coBMeCTUMBIMM MOYTOBBIMU MporpamMmamu, B T.4. ¢ MS Outlook, yro
co37ar0T 0bJsierdeHne 00paboTKH IOKYMEHTOB, TIEPEIaBaeMbIX IO SJIEKTPOHHOM MOYTE.

Ilopsinok BbINOJHEHHS padOThHI:

1. OcymecTBUTh NMpUEM M OTIPABKY JOKYMEHTOB IO 3JIEKTPOHHOM MouTe M3 HMHTepdeiica
CUCTEMBI (JaHHBIE TIPEIOCTABIISET MPEIO1aBaTENb).

2. OcyiecTBUTh ABTOMAaTU3UPOBAHHYIO PETUCTPALIMIO MOCTYIUBIINX JOKYMEHTOB.

3. TlpoBectu mpouenypy mnoamucaHusi oTmpasisieMoro coobmenuss DIl (mmudpoanue
COOOIIEHUH C MPUMEHEHHEM CPEICTB KPUIITO3AIIUTHI).

4. Tlpous3BecTH KOHTPOJIb 32 YBEAOMJICHHSAMH O pETHCTpallid JOKYMEHTOB (B CHCTEME
«AEJIO», ycTaHOBICHHOW B OpraHU3alUA-aIpECcaTe).

5. CpaBHUTh TEXHOJIOTUYECKHE TPOIEAYpbl M KOJUYECTBO BPEMEHM, 3aTpaue€HHOE Ha

COCTaBJICHUC OTYCTHBIX JOKYMCHTOB Ha OTIIPABKY:
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5.1. BymaxHbie TOKYMEHTBI OTIPABIISIFOTCS T10 TTOYTE, KyphepOM HIIH (PEeTbIbETEPCKOM CBA3BIO.
Jlnist opraHu3any OTIPABKU OOJIBLIONO KOJIMYECTBA MCXOIAIIUX TOKYMEHTOB HEOOXOIMMO BECTH UX
ydeT IyTEM BHECEHHUS B CHEIHAJIbHBIE PEECTPbl, B COOTBETCTBUM C KOTOPBIMU OCYLIECTBIIAETCS
nepenavya JOKYMEHTOB Ha OTIpaBKy (mmoa pocnuck). Ilpu TpagulMOHHON TEXHOJOTHUHU AJI 3TOrO
UCIOJIb3YIOTCSL yCTaHOBJIEHHbIE (QopMbl peecTpoB. [lo HHUM JOKYMEHTBHI paclpeiensiorcs B
3aBUCHMOCTH OT BUJa U CTOUMOCTH OTIPABJICHUS, KATETOPUHU ajpecaTa U T. I.

5.2. Cucrema «JIEJIO» no3Bosie€T 3HAUUTEIBHO O0JETYUTh U aBTOMAaTU3UPOBATh TPYAOEMKUI
MIPOLIECC COCTABJICHUSI PEECTPOB:

Bce mnopnexamue OTHOpaBKE HCXOJSIIME JOKYMEHTHI, HMEIOIIME BHEIIHEro ajapecara,
aBTOMATHYECKH MOMEIIAIOTCSA B OTAENbHYI0 manky. Cucrema HacTpauBaeTcsl Ha J1I000e KOJIUYEeCTBO
BUJIOB OTIIPABKU M KATETOpUi aJpecaToB, a TAKKE MPEAHA3HAUEHHBIX /JI HUX TUIIOB PEECTPOB.

5.3. Pe3ynbTaThl 0TOOpaKkaloTCS Ha 9KpaHe MOHUTOPOB C KOJIMYECTBEHHBIM BHIBOJIOM BpEMEHU
Tpyao3arpar.

6. CtynenTsl, uctoiHssa posib «CoTpyaHuka skcneauiumn» uin «Cekperaps», B JJIEKTPOHHOU
(opme rOTOBST PacCBUIKY, HCIIONIB3YS YIOOHBIE HHCTPYMEHTHI COPTUPOBKHM JOKYMEHTOB I10 peecTpam,
(bopMHUPYIOT COJIEP)KUMOE TTAKETOB U PACIIeYaThIBAIOT TOTOBBIE PEECTPBI U KOHBEPTHI.

7. C nmomomuisio cuctembl «JIEJIO» mpoBecTu MOMCK MO COJIEPKUMOMY PEECTPOB KOHKPETHBIX

IMOATOTOBJICHHBIX HAa OTIIPABKY / OTHPABJICHHBIX JOKYMCHTOB.

IpakTuyeckoe 3ausitue 9. (Tema 1 1.7.). Opranu3zaiusi CUCTEMBI JIEKTPOHHOTO JIOKYMEHTO000pOTa
u ee 3amuTa. OYHKIMOHAIbHBIE BO3MOXHOCTH CHUCTEMBI 3JIEKTPOHHOTO Jenonpou3BoacTa «JIEJIO»:
JIBu>KeHHEe TOKYMEHTOB BHYTPU OpTaHU3aLUH - npoeepKa chopmuposannocmu komnemenyuii - Y K-
2; TIK-1; TIK-13

Ieab pabGoTbl: paccMOTpPeTh Ha NpPAKTUKE (YHKIMOHAIBHBIE BO3MOXHOCTH CHCTEMBbI
ANEeKTpoHHOrO Aenonpou3BoacTa «{EJIO»: /IBuxkeHre JOKyMEHTOB BHYTPU OpPraHU3alNH.

11 BbIOJTHeHUsI paboThl He00X0AMMO 3HATH CJleylolee:

[ToMuMo BHeNIHeW pacCchUIKM JOKYMEHT B Ipolecce paboThl ¢ HUM MOKET IepeMelaThbCs
BHYTPM OpraHU3allUd MEXIy pPa3IUYHbIMM JOJDKHOCTHBIMH  JMIAMHU  (IIOJPAa3/eIEeHUsIMHU).
ABTOMaTHuecKas mepejadya JOKYMEHTOB IO JIOKAJbHOM CETH 3HAYUTENIBHO YIPOIIAET M YCKOpSET
oOMeH nHpopMalueil 1 B3auMOIeHCTBUE MEKY COTPYIHUKAMH.

Ilopsinok BeINOJIHEHNS 1a00pPaTOPHOIl padoOTHI:

1. OcymiecTBUTh NEPECHUIKY PETUCTPAIMOHHON KAPTOUKH C MPUKPEIJICHHBIMU K Hell daiinamu
B KabuHer yoboro corpynuuka. Ilpu stom cama PK xpanutcs Ha cepBepe, a B mamke kaOuHeTa
oToOpakaercs cchUlka B (opMe 3amucu O JOKyMeHTe. Takum 00pa3oMm, HEOOXOIMMO pa3ociaTh

AOKYMCHT BO BCC IMOAPA3ACIICHUS 0e3 ero (bI/ISI/IquKOFO KOIMUPOBAaHU.
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2. TlpousBecTu ynajaeHHe 3allUCU U3 KaOMHETa, KOTOpOEe HE MPHUBEAET K MOJHOMY YAAJIECHUIO
PK.

3. CpaBHUTb TEXHOJIOTMYECKUE NPOLECCHl, TIJ€ NpU TPAAULMOHHOW TEXHOJIOIHU
JIEJIONPOU3BOJICTBA JIOKYMEHT OOBIYHO IEPENaeTCs MEXAY OTBETCTBEHHBIMH HCHOJIHHUTEISIMU O]
pocnuch B crieliManbHOM KypHaie. [ atoro B cucreme «J{EJIO» npeaycMoTpeHo BeeHHE KypHaia
neperayy, Ie OTMEYAaeTCs, KEM M KOrja IOJYy4eH OpUIMHAJ WIM KONHsS JOKyMeHTa. TaMm ke
yKa3bIBa€TCsl HOMEP JIeNa, B KOTOPOE HAIpaBJIeH JOKYMEHT WIN (paKT ero yHHITOXKECHUSI.

4. B cBm3um ¢ otum  (m.3.)) Ha  OCHOBAaHMM  3alKMCEedl  JKypHaja  Mepeaadyu
«CekpeTapn/IeonpoOru3BOAUTENb)» JT0JKEH aBTOMAaTHYecKd c(OopMHUpOBaTH U pacreyaTaTb PeecTpbl
neperayy JOKyMEHTa BHYTPU OPraHU3alMy (B T Y. IO [TOAPA3ACIICHUSM).

5. Orpa3uTh B D3JEKTPOHHON (opMe MaccoBOE€ O3HAKOMJIEHHE JOJDKHOCTHBIX JIMI[ C
JIOKYMEHTOM.

6. YOemutbcs, uto ¢akt mnepechuiki PK u mepemaunm OymakHOro opuruHana (KOIHH)
aBTOMaTHuecku ¢ukcupyercss cuctemoil «JIEJIO» B COOTBETCTBYIOMIMX KYpHAIaX, YTO ITO3BOJISET

OIICPAaTUBHO OTCJIC)KUBATHL BCC ICPEMCIICHUA JOKYMCHTA BHYTPHU OpraHrU3alu.

IpakTuyeckoe 3ansatue 10. (Tema 1 1.8.). Opra#uzanuss CHUCTEMBI 3JIEKTPOHHOTO
JOKyMeHToOOOpoTa u ee 3amura. QDOYHKIHMOHAIbHBIE BO3MOXKHOCTU CHCTEMBI 3JIEKTPOHHOTO
nenonpouspoacTBa «JIEJIO»: IloTouyHoe ckaHMpOBaHHE C HAHECEHHEM IUTPUX-KOAA - MpOGepKa
chopmuposannocmu komnemenyuii - YK-2; I1K-1; T1K-13

Hean pabdoTbl: paccMOTpEeTh HaA TMPaKTHKE (PYHKIMOHAIHHBIE BO3MOXHOCTH CHCTEMBI
3IEKTPOHHOTO Jieonpou3BoicTBa «J{EJIO»: [loTouHoe ckaHUpOBaHWE C HAHECEHUEM IITPUX-KO/Ia.

st BbINOJTHeHUsI pa00oThl HEO0X0AMMO 3HATH CJeyolee:

Pemenne «[loTounoe ckaHupoBaHue» KomMnaHuM «OnekTpoHHble OducHsie CHCTEMBI»
IIOMOTaeT JIETKO U OBICTPO MEPEBECTU B 3JIEKTPOHHBIM BUJ 00JIbIION 00BEM OyMa)KHBIX JOKYMEHTOB.
OddexTrBHAsS OpraHu3alusi MOTOYHOTO CKAHHUPOBAHUS TO3BOJISIET 3HAYUTEIHHO COKPATUTH BpeMS
MacCOBOIO IepeBoAa JIOKYMEHTOB B 3JIEKTPOHHBIM BHUA. BbICOKas CKOPOCTh JOCTUTaeTcs 3a CYeT
aBTOMATHU3ALMKM TPOIEcCCa CKAaHUPOBAHUS M MPUMEHEHMs] TEXHOJIOTMH MapajlIeIbHbIX BBIYMCIECHUN
IIpH pacrio3HaBaHUM TekcTa. «I[loTouHOE ckaHupoBaHHE» - 3TO KopobouHoe pemnieHue. [IpoaykT MoxeT
HCIOJIb30BAaThCSI COBMECTHO C JIF000M CUCTEMOM AJIEKTPOHHOTO JOKYMEHTO000POTA.

Iopsaok BbINOJIHEHUS PA0OTHI:

1. JIokyMeHTHI 3arpy»aroTcsi B CKaHep OJHOHN mauykoil. B mporecce ckaHMpOBAHUS KaXKIbIid
OT/IETBHBI JOKYMEHT W3 TAYKd aBTOMATHYECKH HWICHTU(MOUIMPYIOTCS IO INTPUX-KOAYy. Takum
o0pa3zoM, HauWHas ¢ 3arpy3KH JJOKYMEHTOB B CKaHEp, BCE JTaTbHEHIITHE OTIEPAIIMH MOTYT BBIMIOJTHSATHCS

ABTOMAaTU4YCCKU, 0e3 ydqacCTus oneparopa. H_[TpI/IX-KOI[ A1 JOKYMCHTAa MOXKCET OBITh CTCHCPUPOBAH
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CUCTEeMON W pacredaTaH Ha JOKYMEHTE WM Ha OTAeJIbHOM JiucTe Oymaru. Eciam Ha cTpaHMIIbI
JOKYMEHTOB YK€ HAHECEHbl IITPUX-KOABI CTAaHAAPTHOTO Qopmara, TO OHH TaKXKe MOTYT OBITh
WCTIOJIB30BAHBI JUIs UACHTH(HUKAIINH.

2. Pacno3naBanme tekcta(OCR).

Pacnio3naTh OTCKaHWPOBAHHBIN TOKYMEHT U COXPAaHUTH €ro B TeKcToBOM ¢opmarte. [Iposectu
nanpHeHyto 00paboTKy JOKYMEHTOB M NMPOU3BECTH OBICTPBIN MOUCK MO COJAEPKAHUIO TOKYMEHTOB.
Mexanu3m pacro3HaBaHusi TekcTa B «IIOTOYHOM CKaHMpOBaHHMW» Oa3uMpyeTcs Ha BO3MOXKHOCTSX
nponykta ABBYY FineReader Engine 9.0, KoTOpwIii cuMTaeTcs Jyd4lIUM peEIICHUEM IS
pacno3HaBaHusl.

3. Paccmotpets pynknmio «CkaHUpOBaHUE OAHOW KHOMKOW». CHUCTeMa MOICPKUBAET padoTy
C CETEBBIMU CKaHEPaMHU.

3.1. 3arpy3uTh 1OKYMEHTHI B CKaHEp M HA)KaTh KHOIKY CKAaHUPOBAHMS Ha CAaMOM YCTPOWCTBE.
Pe3ynbrarel ckaHupoBaHHs OyAyT aBTOMATHYECKH COXPAHEHbI W OTHpaBICHbl HA AaJbHEHIIYIO
o0pabotky. Takum 00pa3oMm, ynpaBieHHE CKaHUPOBAHHEM CBOJUTHCS K HAKATHIO OJHON KHOIKH. A
3HAYHT, He TpeOyeTcsl CrennaIbHBIX IPOrpaMM JUIsS YIPABJICHUSI CKaHEPOM, HE TpeOYyeTCsl OTIeIbHOTO
paboyero mMecra AJisl yIpaBICHUs] CKAHUPOBAHUEM U JJOCTUTAETCS CYIECTBEHHAs 5KOHOMUSI BPEMEHHU.

4. Paccmorperb BO3MOXHOCTh (GyHKIMU «lloTouHOe CKaHUWpOBaHHE» MapaUIEIbLHOM
00pabOTKM TeKCTa Ha HECKOJBKHX CepBEpax OJHOBPEMEHHO, YTO IIO3BOJISIET JOOWUTHCS JTIO00M
HEO0XO0AMMOI CKOPOCTH 00pabOTKH.

5. IIpousBecTu npornenypy perucTpaluy CKaHUPYEMBIX JOKYMEHTOB, KOTOpasi IPaKTUUECKU HE
OTIIMYAETCS OT cTaHAapTHOU. Pemenune «I[loTouyHOE cCKkaHMpOBaHME) 3aITyCKAETCsl HETIOCPEICTBEHHO U3
HCIIOJIb3YEMOU CUCTEMBI JOKYMEHTOO00pOTA.

6. C nomoueto npenoaasarens yoenutscs, uyTo Ilpoaykr «lloTouHOE ckaHMpOBaHUE» JIETKO
UHTETPUPYIOTCS C JTIOOBIMU MPUIIOKEHUSIMHU, MOAIEPKHUBAIOIUMHI CTAHJAPTHYIO TEXHOJIOTHIO OOMeHa
nanaeiMd Windows Communication Foundation-WCF. B coctaB craHnapTHOW MOCTaBKH BXOIUT
MpUMEp HMHTErPallUy C AEMOHCTPAaUMOHHBIM mpuioxkeHueM COJl B MCXOAHBIX KOJAaX U KOMIUIEKT
JOKYMEHTAIUH 7151 pa3paboTYNKOB.

7. Pemenue «IloTouHOE CKaHMpOBaHHE» I03BOJIAET OOpabaThIBaTh JOKYMEHTHl Ha BCeX
a3bIkax, nojaepxkuBaeMbix ABBYY FineReader, Bitouaromux K HacTosIIEMYy MOMEHTY: PYCCKHIA,
AQHTJIMACKUHN, HEMETIKUH, (DpaHIly3CKUH, UCTIAHCKUH, UTATbIHCKUHN, IBEACKNAN, (PUHCKHA, OOITapCKUA,
BEHI'ePCKHI, CIIOBALIKUM, YEILICKUN, OAIIKUPCKUN, OETOPYCCKUM, Ka3aXCKHUM, YKPaUuHCKHH.

OTckaHMpOBaTh JOKYMEHT Ha OJHOM M3 BO3MOXKHBIX $3BIKOB, YOEIUBIIHCH B KauecTBE

pacrio3HaBaHUsA TCKCTA.

IIpaktuyeckoe 3anstue 11. (Tema 1 1.8.). Opra#uzanuss CHCTEMBI 3JEKTPOHHOTO
JTOKyMEHTOOOOpoTa W ee 3amura. DOYHKIHOHAIBHBIE BO3MOXXHOCTH CHCTEMBI JJICKTPOHHOTO
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nenornpousBojctBa «JIEJIO»: IloTouHoe CkaHMpOBaHME C HAHECEHHEM IITPUX-KOJA - HPOGEpKa
chopmupoeannocmu komnemenyuu - YK-2; I1K-1; I1K-13

Heap padoThI: pacCMOTPETh HA NPAKTHKE (YHKIMOHAIBHBIE BO3MOXXHOCTH CHCTEMBI
3JEKTPOHHOTO Jienonpou3BojictBa «{EJIO»: [loTouHoe ckaHUpOBaHKE C HAHECEHUEM IITPUX-KO/Ia.

J1st BbINOJIHEHNSI He00X0UMO 3HATH cJieylolee:

Paccmotpets peanuzanuio AByx QyHkuuii «[lorounoe ckaHUpOBaHUE:

1. ®opmupoBanue u ormnpaBky B cucreMy «lloTouHoe ckaHupoBaHHE» 3asBKH Ha
ckanupoBanue. ['ne co croponsl COJ1 mepenaercs 3ampoc, coaepKamuii TpeboBaHUS Ha 00pabOTKy
nokymenta. Cucrema «lloTouHoe ckaHHpOBaHME» PETUCTPHUPYET 3asiBKy M Bo3BpamaeT B COJI ee
VHUKaIbHBIA — uaeHTUukarop. Ha gaHHOM 9Tame  OCYIIECTBISIETCS CBA3KAa  YHUKaJIbHOTO
uAeHTH(UKATOpPA 3asBKM HA CKAaHUPOBAHUE C INTPHUX-KOJOM, YK€ CYIISCTBYIOIIEM Ha JOKYMEHTE,
1100 BHOBH CTEHEPUPOBAHHBIM.

2. PeanuzoBaTh mpHEM U COXpaHEHHE UTOTOBBIX PE3YyIbTaTOB, CHOPMUPOBAHHBIX CHCTEMOM
«[loTouyHOE CKAaHUPOBAHUE.

Ha nmanHOM »Tame BBITIOJIHAETCSI COMOCTABJICHUE PE3YJIbTATOB BBINMOJIHEHUS CKAaHUPOBAHHS C
oobekramu COJ]. ComocTaBieHHE OCYIIECTBISIETCSI HA OCHOBE YHUKAIBHOTO UACHTHU(PHUKATOPA 3asIBKU
Ha CKaHUPOBaHUE U MOXET OBITh paciIupeHo J1t00oii Ousnec - norukout CHO/I.

Ilopsinok BbINOJIHEHHS PadOTHI:

1. Perucrpanus u ckaHMpoBaHUE JOKYMEHTOB.

[IpoBecTu perucTpanuio JOKYMEHTA, T.€. CO3[I[aHWE PETUCTPAIIMOHHONW KApPTOUYKH, BBHITIOJHUTH
Mo OOBIYHBIM TPaBUJIAM HCIIOJNB3YeMON CHCTEMBI JJIEKTPOHHOTO JTOKyMeHTooOopoTa. [lanee, mpu
obOpamenuu Kk cucreMe «I[loTouyHOE CKaHMpPOBAaHME» TMPOUCXOIUT pErucTpaIs 3asiBKH Ha
CKaHMPOBaHUE, TeHEpaIus IITPUX KOJAa U YKa3aHHUE apaMeTPOB 3asBKU (PaCHOJIOKEHUE MITPUX-KO/IA,
Tpedyembie (popmaThl, HEOOXOAMMOCTh pactio3HaBaHus). [locie 3anucu perucTparmoOHHONW KapTOUKH
JOKyMeHTa B 0a3y NaHHBIX Ha TEpPBYIO CTPAHHIy JOKYMEHTa WM Ha OTAENbHBIM JHUCT Oymaru c
MOMOIIBI0 TIPUHTEPA HAHECTH MITPUX-KOJ, COJACpPKAIIUNA YHUKAIbHBIN UICHTH(PUKAIMOHHBII HOMED
JIOKYMEHTa W YCTaHABJIMBAIONIMN TMpaBujia e€ro oO0paboTKM (Tedarh MOJIYyYEHHOTO HM300paKeHus
HITPUX-KOJA  OCYIIECTBIIETCS  CpPEACTBAMHU  CHCTEMbI  JOKyMeHTooOoporta). Jlamee maker
3aperuCcTPUPOBAHHBIX JOKYMEHTOB TMOMEIIAeTCS B yCTPOWCTBO Mojauyn Oymarud ckaHepa, Mocje 4ero
Bcs 00paboTKa JOKYMEHTOB MPOU3BOIUTCS aBTOMATUYECKH.

2. [TpuMeHeHne mTpux-Koaa.

B nporiecce ckaHupoBaHUs, HAHECEHHBIM MITPUX-KOJ UCIIOIB3YETCS KaK MPHU3HAK OKOHYAHHS
TEKYLIEro JIOKYMEHTa M Hayajia CIEIYIOLIEro, a cojepiKallascsi B IITPUX-KOJE ONOJIHUTEIbHAs
nH(bOpMaLUs TPUMEHSIETCS I JalbHEUIel uieHTuGUKauu o0padaThiBaeMOT0 TOKYMEHTA.

3. PCSyﬂBTaTBI CKaHHUpOBaHMU.
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3.1. I'paduueckue TOKYMEHTHI.

[Tpu coxpanenuu rpaduiyeckoro obpasa JOKYMEHTOB 00€CIEUNUTh BOZMOKHOCTh KOHBEPTAIHH
M300pakeHN CKaHUPYEMbIX JOKYMEHTOB B ClIeyIole (hopMaThl:

BMP (Windows or OS/2 bitmap);

PNG (Portable Network Graphics);

TIFF (Tagged Image Format);

JPEG (Joint Photographic Experts Group);
PDF (Portable Document Format).

Jns xaxpaoro ¢gopmara mpeaycMOTpeHa BO3MOXHOCTh YKa3aHHs pa3MEpoB H300pakeHUs U
JIOTIOTHUTEIBHBIX aTpUOyTOB (IIyOMHA [IBETA, TUI CXKaTUs U T.11.). Eciu pasmep tpebyemoro gopmata
OTJIIMYAETCS OT TEKYIIEro rpaduyeckoro MmpencTaBIeHus], TO MOXKET ObITh BBIITOJIHEHA KOHBEPTAILHS C
MIPUMEHEHHEM 3aJIaHHBIX MTapaMeTPOB (JIaHHBIE MTPEIOCTABIISET MIPETOoAaBaTelb).

Pesynbrar pabotsl - chopMupoBaTh MOHUMAaHKUE TOro, uto onius «l[loTouHoe ckaHUpoBaHUE»
peanmu3yeT 3G (GEKTUBHYIO TEXHOJIOTHIO MPeoOpa3oBaHus OyMaKHBIX JOKYMEHTOB B 3JICKTPOHHBIA BHT
M TIO3BOJIIET B CXATble CPOKM OCYIIECTBUTH IEPEeXo] K paboTe C 3JIEKTPOHHBIMH OOpazaMu
nokymeHToB. IlpogymaHHble HAcTpoikM, THOKME MEXaHU3Mbl VIpaBICHUS U MOApoOHas

JOKYMEHTAIUs JJIsl pa3pabOTYMKOB JAETaoT paboTy ¢ CUCTEMOM yI0OHON U pe3yIbTaTUBHOM.

Ipaktuyeckoe 3anarme 12. (Tema 1 1.9.). Oprasuzauuss CHUCTEMBI 3JIEKTPOHHOTO
JTOKyMEHTOOOOpoTa W ee 3amura. DOYHKIHMOHATBHBIE BO3MOXXHOCTH CHCTEMBI JJIEKTPOHHOTO
nenornpoun3BoctBa «JIEJIO»: dopMupoBaHue nien - nposepka chopmuposannocmu KomMnemeHyuii
YK-2; TIK-1; TTIK-13

eab pabGoTbl: paccMOTpPeTh Ha TNpPAaKTUKE (YHKIMOHAIbHBIE BO3MOXHOCTH CHCTEMBbI
ANEKTpOHHOTO AenonpoussoacTsa «IEJIO»: ®opMupoBanue aei.

Jln1s BBINOJTHEHHs1 Pa00ThI HEOOXOAMMO 3HATH CJIeAylolee:

B TedeHme Tekymero roja MCHOJHEHHBIE JTOKYMEHTBI «CIMCBIBAKOTCA B JEJI0», U, TaKUM
obpasom, GopmupyeTcst apXuBHbIA (poHA opraHmzanuu. CucremMa NpeocTaBiseT yloOHbIe CpeacTBa
JUIs OpraHMU3alluu XpaHEeHUsl Kak OyMaXKHBIX, TaK M 3JEKTPOHHBIX JOKYMEHTOB (MpHUKpeIUieHHbIX K PK
(haiinon).

Ilopsinok BbINOJHEHHS padOThHI:

OyHKIUS «OMHUCh Je» 00ecrneunBacT aBTOMATHU3ALMIO OCHOBHBIX 3a]ad OIEepPaTHBHOTO
XPaHEHMS JOKYMEHTOB U JIEJ:

® [OJJEPKKA IPUHATON B OPraHU3alM HOMEHKIIATYPHI €T,
e MEXaHW3M CIIMCaHHUs TOKYMEHTA B JIEJI0;

® [POCMOTp NEpEYHs JOKYMEHTOB, CIIHCAHHBIX B JIENIO;
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® MojAJIepKKa pabOThI C MHOTOTOMHBIMHU JIEJIAMU;
® aBTOMAaTUYECKUU MEpPECcUeT CTPaHUIl B JEIE;
® BO3MOXHOCTb OTKPBITh U 3aKPBITh JEJIO JJIS MOCTYIUICHUS] B HETO HOBBIX JOKYMEHTOB.
1. OcymiecTBUTh NMpeBapUTENbHOE CIIMCAHUE JOKYMEHTA B J€JI0 HAa CTAJUU PETUCTPALIUU WU
paboThI ¢ HUM ITyTEM MOMEIICHHUS B ClieUalbHYIO Manky («B gemoy).
2. Korma nokyMmMeHT ucmojiHeH W paboTa ¢ HUM 3aBeplleHa, Uil ero HaxokIeHus B 0aze
JAHHBIX HAIpPaBUTh €ro B JI€J0, UCIOJIb3ys UHCTPYMEHT /I TPYIIOBOrO CHUCAHUS B JIEJIO 3apaHee

MOATOTOBJICHHBIX JJIS 3TOTO JOKYMEHTOB (JJaHHBIE MPEIOCTABISET MPETOIaBaTEeNb).

IpakTnueckoe 3anstue 13. (Tema 1 1.10.). Opranuzauusi CHCTEMBI BJIECKTPOHHOTO
JOKyMEHTOOOOpoTa W ee¢ 3ammra. QDYHKIMOHAIBHBIE BO3MOXKHOCTH CHCTEMBI 3JICKTPOHHOTO
nenonpousBoacTBa «JIEJIO»: Cucrema aBromMarw3alyyl ydera JOKYMEHTOB apXWUBHOro QoHma - -

npoeepka cpopmuposannocmu komnemenyui - YK-2; I1K-1; I[1K-13

Ieap pabGorbl: paccMOTpeTh Ha NPAKTHKE (YHKIHMOHAJIBHBIE BO3MOXXHOCTU CHCTEMBI
ANeKTpoHHOrO AenonpousBoacTBa «/IEJIO»: Cucrema aBToMaTu3aluy yyeTa JOKYMEHTOB apXUBHOIO
dbonpa.

JJ1s1 BbIOJIHEeHUs1 padoThl HEOOX0AUMO 3HATH CJeayloLee:

Cucrema «/IEJIO» obecneunBaeT OCHOBHBIC (PYHKIHMH pabOTBI C apXUBOM, HO s Oojee
IyOOKOM paboThl IO BEJICHUIO W YYETYy apXUBHBIX e co3faHa oTaenbHas cuctema «APXVMBHOE
JEJIO». JIng 3¢ ¢dexkTuBHOro B3aMMOJEHCTBHS BYX CHCTEM peaii30BaHa BO3MOXKHOCTb SKCIOPTa-
HMMIIOPTa 1aHHBIX.

Ilopsinok BbINOJHEHHS padOTHI:

B xone BbINONIHEHUS MPAKTUYECKOW pabOThI CTYAEHTHI 3HAKOMSTCS C HOMEHKJIATypoH Jien
OpraHM3aliM, OIEPATUBHBIM XpaHEHUEM JeJ, MOArOTOBKOM Jel Uil Nepejadyd Ha apXHBHOE
XpaHEHHUE.

Ha koHkpeTHOM mnpuMepe [naeTcsi BO3MOXKHOCTh OCYIIECTBUTH MOJJAECPKKY JA€ATE€IbHOCTU
apXuBa OpraHU3aliu:

1. OcyiecTBUTh BBOJ JOKYMEHTOB B CUCTEMY (JaHHBIE IIPEJOCTABIISAET IIPENOIABATEND).

2. OCylEeCTBUTh PETUCTPALMIO 1€ U IOKYMEHTOB C CO3JAaHMEM apXMBHBIX PErMCTPALlMOHHBIX
kaprouek (APK) Ha nena u TOKyMEHTHI.

3. OcymecTBUTh MNpPUEM HUCHOJHEHHBIX JOKYMEHTOB M3 CHUCTEMBl aBTOMaTH3allUU
nenornpousBozactsa «EJIO» st popmupoBanus u opopmieHus aei.

4. OcymiecTBUTh (pOopMHUpOBaHHUE (CHCTEMaTHU3allUs JOKYMEHTOB BHYTPH Jiefia) U oopMieHne

nen (eIMHULl ApXUBHOTO XPaHEHHUS).
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5. Hactpouts cucreMy kjaccuuKanuu el U JOKyMEHTOB B apXHBE.

6. O3HaKOMUTHCS € HIEKTPOHHBIMHU 0Opa3ami ((aiiamMu) JOKYMEHTOB.

7. OcymecTBuTh ¢ momouibio GyHKIuu «[10TOYHOTrO CKaHMPOBAHUS» MEPEBOA JTOKYMEHTOB
OyMa)KHOTO apXUBHOI'O ()OHJIA B IEKTPOHHBIN BUJI, OEPKUBAEMBbII CUCTEMOIA.

8. IlpousBectu TonorpadupoBaHUE XPaHWINIIA JTOKYMEHTAJIbHOI'O apXUBHOIO (OHAA U Y4eT
CBOOO/IHOTO MECTA B apXUBOXPAHUIIMILAX.

9. C nomoupl0 aBTOMATU3UPOBAHHO IOJrOTOBJIEHHOM HOMEHKJIATYpOl Jiel  Cco3/aTh
HOMEHKJIATYpHBIE€ 3ar0JOBKM €] B COOTBETCTBUU CO CXEMOM KilacCU(UKALMU, ONpPENesICHHON A
Kax/10r0 (poHAa (1aHHBIE IPEIOCTABISAET IPENOIAaBATENb).

10. Ocy1iecTBUTh TPYIIIUPOBKY JeN B mpezaenax (oHJa, MCIOIb30BAaB HACTPAUBAEMYIO IS
Kaxgoro ¢goHja cxemMy cucreMatusauuu nen. IlpunepuBaTbcsi BO3MOXKHOCTH CHUCTEMATU3ALUU JIENT
BHYTpM (OHJa C Y4YETOM CJIEIYIOIUX KIACCU(PHUKALMOHHBIX IPU3HAKOB: XPOHOJIOTMYECKHU-
CTPYKTYPHOT'0, TEMaTHUYECKOT0, (DYHKIIMOHAJILHOTO, OTPACIEBOI0, IPEIMETHO-BOIIPOCHOTO.

11. OcymecTtBuTh y4y€T M KOHTPOJb JBMXKEHHUS i€ C BEIACHUEM KapThI-3aMECTUTENS Ha
BBIIAHHBIE JIeNa (AaHHbIE PEJOCTaBISAET PENOIaBaATENb).

12. IlpousBecTH »3KCHEPTU3Y LEHHOCTH JOKYMEHTOB, BKJIOYas OTOOp JIOKYMEHTOB Ha
roCyJJapCTBEHHOE XpaHEHHE, KOHTPOJIb CPOKOB X XPAHEHUS; BIICICHHUE A€ K YHUUTOXECHHUIO.

13. OcymecTBUTh NHOUCK J€1 W JOKYMEHTOB B apXWBe (JAaHHbIE MPEIOCTaBISAET
IIpenojaBaTesb).

14. OcymecTBUTh (OPMHUPOBAHME TOUCKOBBIX 3aMPOCOB IO JIIOOBIM pEKBU3UTaM (U HUX
coyeranuto) APK (1anHble mpeocTaBiseT mpernoiaBaTensb).

15. Ilpom3BecTH COXpaHEHHE, NIPOCMOTP U KOPPEKTHPOBKY COXPAHEHHBIX ITOMCKOBBIX
3aIpoCoB.

16. OcymiecTBUTh NOUCK M OTOOpa)KE€HHWE CIHCKA TN M JOKYMEHTOB HO C(HOPMHUPOBAHHBIM
MIOMCKOBBIM 3aIlpocaM (JIaHHbIE MPEIOCTABIISET MPENO1aBaTeNb).

17. OcyiiecTBUTh MOUCK €T U JOKYMEHTOB I10 IITPUX-KOTY.

18. OcymiecTBUTh COPTUPOBKY, yJaJ€HHWE, BEACHHME CTAaTHUCTUKM HaWJICHHBIX 3amluced B
pe3yabTUpYIoLIel Tabuie (1aHHbIe PEI0CTABISAET MPENo1aBaTeNb).

19. OcymiecTBUTh Ie4aTh pe3ypTaTa MOUCKa.

IIpakTuyeckoe 3ansitue 14. (Tema 1 1.11.). Opranuzamuss CHCTEMBI 3JIEKTPOHHOIO
JNOKyMeHToOOOpoTa U ee 3amura. OYHKIMOHAIbHBIE BO3MOXKHOCTH CHCTEMBI 3JEKTPOHHOTO
nenorpousBoactBa «JAEJIO»: VYnpaneHHslid J0CTYn K JaHHBIM U (QYHKIUSM - HpoeepKa
chopmuposannocmu komnemenyuii - YK-2; I1K-1; TTK-13
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Leap pabGoTbl: paccMOTpeTh Ha NPAKTHKE (YHKIMOHAIBHBIE BO3MOXXHOCTH CHCTEMBI
3JIEKTPOHHOTO Aenonpou3BoacTBa «AEJIO»: Y naneHHblil 10CTYN K JaHHBIM U (DYHKIIHSM.

JJsis1 BbINOJTHEHUS padoThl HEOOX0AUMO 3HATH CJeaylolee:

B cucreme «JIEJIO» peann3oBaH MOJHOIIEHHBIH wWeb-uHTepdelc JocTyna KO BCeM JaHHBIM H
byuknusam (Omus «JIEJIO -WEBY), mo3Bosstonuii padborats ¢ qokyMmeHTamu uepes Internet\Intranet.
Jlyis ycriemHoW opraHu3aluy yOAICHHON paboThl noctarouHo web-Opaysepa Microsoft Internet
Explorer 5.5 SP (4 BbIIII€) WM TOJTHOCTHIO COBMECTUMOTO C HUM IMPOTPAMMHOT0 00eCIIeUCHHUS.

«JIEJIO-WEB» npenoctaBisieT IpaKTHYSCKHA BCE OCHOBHBIE (YHKITMOHAIBHBIE BO3MOKHOCTH

perucTpanus JOKyMEHTOB (C aBTOMaTHYECKUM 3aM0JIHEHHEM HeKOTOphbIX noseid PK );

perucTpanyst CBSI3aHHBIX IOKYMEHTOB;

npukperienne ¢ainos k PK;

3aBepenue u nposepka DI npukpemiennsix k PK daiinos;

BBIHECEHUE PE3O0JIOLUN 0 TOKYMEHTY U KOHTPOJIb UCIIOJIHEHUS;

BBOJ] OTYETOB 00 UCIOJIHEHUU MTOPYUEHUH;

paborta B nankax kaOuHeTa (IIpOCMOTP NOCTYNMBIINX B KAOMHET JOKYMEHTOB);

corjiacoBaHue (BU3MPOBAHUE) U MOANKUCAHNE TPOEKTOB TIOKYMEHTOB;

MOKCK JIOKYMEHTOB U TIOPYUYEHU MO 3HAYCHHSIM UX PEKBU3UTOB;

MOJIHOTEKCTOBBIN MOUCK JJOKYMEHTOB;

HCII0JIb30BaHUE Pa3HOOOPAa3HbIX BCTPOEHHBIX ITOUCKOBBIX 3allPOCOB;

pasrpaHUYeHHe MpaB AOCTYIA K JAaHHBIM U (QYHKIIHSIM.

IHopsaok BbINOJIHEHUS PA0OTHI:

1. Ha xonkpetHom mnpumepe («lIpeanpusitue ¢ TEPPUTOPUATIBLHO paclpeaeIeHHON
CTPYKTYpO1») CTYAEHTbl 3HAKOMSTCS C YHUBEPCAJIbHBIM BEO-TOCTYNOM KO BCEM KOPIOpPAaTHUBHBIM
JOKyMeHTaM. MIMeloT BO3MOKHOCTh 3(PQPEKTHBHON yAaJeHHOH pabOThl ¢ HUMHM, MO3BOJISIOIIEH C
nomotnpio cucrtemsl «JIEJIO» co3maTte OCHOBY Ui (POPMHPOBAHUS €IUHOIO HMH(OPMAIIMOHHOTO
MPOCTPAHCTBA B OPTaHHU3AIMHU JTI000T0 MaciTada U ypOBHS.

2. C nomouipto omuuu «JIEJIO-WEB» mnoka3biBaeTcsi BO3MOXKHOCTH pabOThI B CHUCTEME
«AEJIO» paboTHuKaM ynaieHHOTo Quinana (Ha KOHKPETHOM WIpUMEpe), KOTOPhIE CTaHOBSITCS
PaBHOMPABHBIMH YYaCTHUKAMH JOKYMEHTOO0OOPOTa B paMKaX BCETO MPEeANPHUSITHS.

3. B xome nenoBod wurpel, BbeICTynass B ponu «PykoBomutenein» u «McnomHuTenen»,
HaxoJsmuMxcsi BHe oduca (B CIyXKeOHBIX IMO€3JKaX, KOMaHIWPOBKaX M T. I.), CTYAECHTHl UMEIOT
BO3MOKHOCTh y4YaCTBOBAaTh B MPUHITHH PEUICHUN MO JTOKYMEHTaM, UX MCIOJHEHHUU U KOHTPOJE,
UCMOJb3Ys yJAJIEHHBIN TOCTYII, YTO CO3JAeT MPEANOCHUIKH [T YBETUUEHUSI MOOUIBHOCTH TepCOHAIA.

4. B xome ndenoBOM WIphl, OCBOCHHUS TPUMEHEHHS BEO-TEXHOJOTHMH TOKa3bIBaeTCAd Ha

KOHKPETHBIX IpUMEpax 3HAYMUTEIbHOE YIPOIIEHHE apXHUTEKTYphl KOPIIOPATHUBHOM CHUCTEMBI
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JOKYMEHTOO0OpOTa, HE TpeOyromeld yCTaHOBKM Ha pPab04YMX MecTaxX I0Jh30BaTelieli OCHOBHOTO
KIIMEHTCKOTO MpuiokeHus. Pabora caMux Mmoip3oBaTeNiell CUCTEMBI TaKXKe YIpOIIaeTcs, omaromaps

MHTYUTHBHO IMIOHATHOMY M IIPOCTOMY B UCIIOJIb30BaHUH UHTEPDEHCY.

IIpaktuyeckoe 3ansitue 15. (Tema 1 1.12.)). Opranuzamuss CHCTEMBI 3JIEKTPOHHOI'O
JOKyMeHToOOOpoTa U ee 3amura. QDOYHKIMOHAIbHBIE BO3MOXKHOCTH CHCTEMBI 3JEKTPOHHOTO
nenonpousBojacTa «IEJIO»: MudopmanmonHo-cripaBouHas paboTta - npoeepka cghopmuposannocmu
komnemenuyuii - YK-2; I1K-1; I1K-13

Heas pabdoTbl: paccMOTpPeTh Ha TNPAKTUKE (YHKIMOHAIBHBIE BO3MOXHOCTH CHCTEMBI
3JIeKTpOHHOTO AenonpousBoacTBa «IEJIO»: MudopmanmonHo-cipaBoyHas padora.

[t BbINoJIHEHHs1 pa00Thl HEO0OX0AMMO 3HATH CJIeylolee:

Cucrema mpefocTaBisieT UIMPOKHWE MOUCKOBBIE BO3MOXXHOCTH [UIsl OBICTPOrOo U YAOOHOTO
MOJIy4eHusl J1I000M MH(pOpMAIMM, HAKOIUIEHHONM M COXpaHEHHOM B 0a3e naHHbIX. OHa MO3BOJISET
MTHOBEHHO HAaXOIWTh JIOKYMEHTHI, MOPYYEHHS M MPOCKTHl JOKYMEHTOB I10 3HAYCHUIO JIFOOBIX
PEKBU3UTOB W HMX MPOU3BOJIBHOMY COUYETaHUIO. Takke BO3MOXKEH IOJIHOTEKCTOBBIA IMOUCK IIO
coJiep>kaHuto (haisIoB, MPUKPETIICHHBIX K PErUCTPAIIMOHHBIM KapTOUYKaM.

[Tony4yennas Takum 00pa3zoM MHMOPMAIHS CIYXKHUT ISl ONEHKH 3()PeKTUBHOCTH pabOThI Kak
BCETO YIPABICHYECKOTO ammapara, Tak ¥ KOHKPETHBIX JOJDKHOCTHBIX JIMI] (MCIIOJHUTENEH) U
JAJIbHEUIIIETr0 MPUHSATUS MEP COBEPIIICHCTBOBAHUS UCIIOIHUTENBCKON JUCIUILTUHBIL.

ITopsinok BbINoJIHeHUs padoOThI:

1. Co3nath MOMCKOBBIE 3aMPOCHI (JIFOOOH CIIONKHOCTH, TaHHBIC TPEIOCTABIISIET MIPENO1aBaTElb)
1 OCYILIECTBUTDH UX COXPAHEHHE ISl TOCIEYIOIIEr0 MHOTOKPAaTHOTO MCIIOIb30BaHUS.

2. Co3mate M cOpMHPOBATH TOUCKOBBIM 3ampoc «C HyJsA» (JaHHBIE TPEIOCTABISET
IIPETo/IaBaTeNb).

3. Co3nath u chopmMupoBaTh MOUCKOBBIM 3alpOC HA OCHOBE paHee CO3JaHHOTO IrabioHa (B
3arpoce COYETAIOTCs pa3IMyYHbIe BUJBI MIOMCKA: Ha TOYHOE COBIAJICHHE, 110 Pa3JIMYHBIM JUana3oHaM
3HAYeHUH U 1p.).

4. OroOpaHHbIE B pe3ysibTaTe MOUCKA JOKYMEHThI IOMECTUTh Ha XpaHEHHE B NEPCOHANIbHbIE
ManKH MOJIb30BaTeIe U/UIN pacnedyararh B BUJE MEPEUHs.

5. Ucnone3ysa ommuio «MexaHu3Mbl pyOpUKaIMK JOKYMEHTOBY (OTHECEHHUS K OIMpeaesICHHON
TeMe) HalTH HeoOXOAMMBbIE JOKYMEHTHI IO OINpe/IelIeHHOW TeMaTUKe MM BOIPOCY M pa3odpaThbcs B
UCTOPUHU TPOOJIeMbl (JaHHBIE IPEAOCTABIISAET MPETOAABATEND ).

6. Hactpoutrs «lIpaBamu poctynma Kk HHpOpManMU» Uil KOHKPETHBIX KaTeropui
UCIIOJIHUTENIEH, TEM CaMbIM I[I0Ka3aTh, YTO BO3MOXXHOCTH TMOHMCKA JOKYMEHTOB [UIsl KaXKIOro

MOJIB30BATCIA ONIPCACIIAOTCA B COOTBETCTBUU C p8.3pCI_I_II/ITeJ'IBHOI7I CHCTEMOM AOCTYIIA.
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6.1.0rpaHuuuTh AOCTYI K TOKYMEHTY;

6.2. OrpaHn4uTh JOCTYN K TPYIIIE JOKYMEHTOB;

6.2. OrpaHn4muTh 1OCTYI K KAPTOTEKE;

6.3. OrpaHu4yuTh JOCTYI O TPU(Y OrPAHHUYCHHUIO.

7. CdopmupoBaTh (opMaNU30BaHHBIA OTYET, MPEIOCTABISAIONIMN TMOJHYI0 HH(OpPMALHIO O
xoze paboThl ¢ JOKyMEHTaMH (B JONOJHEHHWE K CTAaHIAPTHOMY MOHWCKOBOMY MEXaHU3MY), UTO
MOKa3bIBa€T CBOWCTBO (YHKIMHM - MIHOBEHHO IMOJy4aTb HMHTEPECYIOIINE PYKOBOICTBO
CTaTUCTUYECKUE JIaHHBIE MO JOKYMEHTOOOOpPOTY B COOTBETCTBHM C 3aJaHHBIMU IapaMeTpaMHu.
Cucrema aBTOMaTuyecKd oOpabaThiBaeT JaHHBIC W MPEACTaBISET UX B BUJE TOTOBOrO JIOKYMEHTa B
¢dopmare Word ¢ BO3MOKHOCTBIO BBIBO/Ia HA ME€YATh CPEACTBAMH TEKCTOBOTO PEAAKTOPA.

7.1. OcyIecTBUTh HACTPOWKY MapaMeTPOB ISl KAXKIOTO OT4eTa 00eCHeYrB MAaKCHUMAIIbHYIO
TOYHOCTH M KQUeCTBO PE3YJIbTATOB MOUCKA U y00CTBO pabOThI C CUCTEMOM.

7.2.ChopMupoBaTh U NOTYYUTH CIEAYIOLIUE OTYETHBIE (POPMBI:

Caenenust 0 IOKyMEHTOO0OpOTE.

CBozka 00 UCTIOTHEHUH.

CrnpaBka-HanmoMHHaHKE 00 UCTIOTHEHUH MTOPYYCHUH.

Caenenus 0 TOKyMEHTOOOOPOTE M0 KOPPECTIOHACHTAM U Tpak/IaHaM.

Ceenenus o paboTe JODKHOCTHBIX JIMIY/TIOIPA3/ICICHUH ¢ JOKYMEHTaMH.
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IIpunoxenne 1. AHHOTAITHS
paboueii mporpaMMbl JTUCIUTIIHHBL

AHHOTAIIUSI PABOYEHA ITPOTPAMMBI JIUCHUATLIAHBI

JucuuruinHa — peanu3yercst Ha ¢akyiabTere HH()OPMAIMOHHBIX CHCTEM M 0€30IacHOCTU
kadeapoi nHGopmMaIrmoHHOM 0€30IMacCHOCTH.

Heabp kypca: dopMupoBaHHe MpenCTaBICHHUS 00 DSJIEKTPOHHOM JOKYMEHTE Kak HOBOM
COCTaBJISIONICH B TPABOBBIX OTHONICHHSX. BBIABIEHHWE OCHOBHBIX OCOOCHHOCTEH «3IIEKTPOHHOTO
JOKYMEHTa», 0a30BbIX NPUHLHUIIOB B3aUMOJACUCTBUSA JJIEKTPOHHOTO W aAHAJIOTOBOTO «MHpPay,
MMOHUMAaHHUS Tepexo1a HHPOpMaIUU U3 0OBIYHOTO aHAJIOTOBOTO MUPA B 3JICKTPOHHBIH.

3aoauu Kypca:

J OBIIAJIETh TEOPETUYECKUM OOOCHOBAHHMEM IIPOLIECCOB JOKYMEHTALMOHHOTO OOecredeHus
anrmapara yrnpasJeHHs 00LIECTBOM;
. OCBOUTH  COBPEMEHHBbIE  MPOOJIEMBI  3JEKTPOHHOTO  JOKYMEHTHPOBAaHUS  IPAaBOBOM,

VIIPaBICHYECKOH, HSKOHOMHUYECKOH, COIMATbHOM, TEXHHUYECKOW, Hay4HOH wuHpOpMamuun W
(GbopMHpOBaHUSA CHCTEM JOKYMEHTAllMHM, OO0ECIeYMBAIOLIMX JEATEIHOCTh almnapara yIpaBJIeHUsS
YUPEKACHUN, OPTraHU3ALMN U TPEATPUATHIA;
. OBJIa/IETh HEOOXOIMMOM TEPMUHOJIOTHUEH];
. c(OopMHpOBATh HABBIKM MPO(GECCHOHATBHOIO JTOKYMEHTOBEAUYECKOro aHajau3a U palboThl ¢
IporpaMMaMd 10  OOECHEYEHHMIO 3JEKTPOHHOTO  JIOKyMEHTOOOOpOTa, TOJKOBAaHUS  CHCTEM
JJIEKTPOHHON JOKYMEHTALMU U CUCTEM IEKTPOHHOTO JOKYMEHTUPOBAHMS.

JlucuuiuinHa HanpasjieHa Ha (pOpMUpPOBaHUE CIIETYIOIUX KOMIIETEHIIMI:

IIK-1 - CrnocobeH BBINOMHATH PA0OTBI IO YCTAaHOBKE, HACTPOlKE U OOCIYKUBaHHIO
MPOrpaMMHBIX, HPOTPAMMHO-AaNNapaTHBIX (B TOM 4YHCIE KPUNTOTPaQUUECKHX) U TEXHHYECKUX
CpPEeACTB 3allUThl HH(pOpMALUU

B pesynbrare 0CBOCHUS NUCIUILTUHBI O0YYaIONTHIACS JOKEH:
3HaTh CYIIHOCTh HH(POPMALIUU, METOJIBI U CTIOCOOBI €€ OTpa)KeHHsI U TiepeiadH;

OCHOBBI MH(OPMAIMOHHOTO TIPaBa, CYIIHOCTh KOH(MWICHIMAIBHOCTH HH(OpPMAIMK W 3HATH BUIBI
HocuTenel nHdopMauu 1 0cOOEHHOCTH (PrUKcaluy Ha HUX UH(OopMaIuy;

CYIIHOCTH WH(OPMAIINU, METOJIBI U CTIOCOOBI €€ OTpayKEHHSI U TIepeIadH;

3aKOHOMEPHOCTH Pa3BUTHS NMPEANPUATUI pa3IMUHOTO TUIIA U OPTaHU3AIMIO X (QYHKIIMOHUPOBAHUS C
HENBI0 JOCTIKEHHSI MAKCUMAITbHOW A((GEKTHBHOCTH ITPH MUHUMAJIBHBIX 3aTpaTax pecypcoB;
0COOEHHOCTH U XapaKTePUCTUKU JOKYMEHTOB aHAJIOTOBOT'O M 3JIEKTPOHHOTO BUIOB;

METO/IbI 3aIUTH HHOOPMAITUU U TEXHOJIOTHU 00pabOTKH MHGOPMAITHH.

YMeTh: opopMIISATh pabouyr0 TEXHUYECKYIO TOKYMEHTAIIUIO C YI€TOM JIEUCTBYIOIIUX HOPMATUBHBIX U
METOJIUYECKUX JOKYMEHTOB
opopMIIATE PabOUYyI0 TEXHUUYECKYIO JOKYMEHTAIMI0 C YYETOM JEHCTBYIOIIMX HOPMATHUBHBIX H
METOJIUYECKUX JOKYMEHTOB

Braners: HaBBIKAMHU HCIIOIH30BAaTh OCHOBHI ITPABOBBIX 3HAHWH B Pa3JIMUHBIX Chepax IesTeTbHOCTH;
OCHOBHOI1 TepMHHOHOFHeﬁ, METOJaMH W OCHOBHBIMH QJITOpUTMaMU pCaiM3allii 3allUIICHHOI'O
3IIEKTPOHHOTO IOKYMEHT0000pOTA.

HaBbIKaMH HCII0JIB30BATh OCHOBBI IIPABOBBIX 3HAaHUH B Pa3INYHBIX C(l)ean ACATCIIbHOCTHU

I1K-13 - CriocoOeH mpuHUMATh y4acTue B (OpMUPOBAHUH, OPTAaHU3AIUH U TIOICPIKAHHSI
BBINOJIHEHUS KOMIUIEKCa Mep M0 00ecredeHn 0 HHPOPMALMOHHOM 0e3011acCHOCTH, YIIpaBIeHUH
IIPOLIECCOM UX pean3aliu

B pe3ynbrare 0CBOGHUS NUCIUILTUHBI 00YYaIOLIHICs JOKEH:
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3HaTh: 3aKOHOMEPHOCTHM pA3BUTUS MNPEANPHUSITHN  Pa3IMYHOrO TUNA W OPraHu3alui0  HX
(YHKIIMOHUPOBAHUS C LENbI0 JOCTHKEHHS MaKCUMaJbHOW S(QQPEKTUBHOCTH NpPU MHHUMAIbHBIX
3aTpaTax pecypcos;

BUJIBI U OCOOCHHOCTH PUCKOB, MOPOKAAEMBIX CUCTEMAMH JOKYMEHTOO00pOTa;

METOBI HCIIOJIb30BAHMSI CPEJCTB 3aLIUTH HH(POPMAIIH ITPU MOCTPOSHUH CHCTEM JOKYMEHTO000POTa;
METO/]Ibl 00ecTIeYeHUS FOPUINYECKOM CUIIbI DJIEKTPOHHBIX JaHHBIX;

OCHOBBI JIHCTBYIOIIETO 3aKOHOATEIHCTBA B OOJIACTH AIEKTPOHHOTO JOKYMEHTO000pOTa

YMmeTh: 0popMIIATh pabouyr0 TEXHUYECKYIO TOKYMEHTAIMIO C YYETOM JIEHCTBYIOIIUX HOPMAaTUBHBIX U
METOANYECKUX JIOKYMEHTOB;

OLICHUBATh HCIIOJIb3YEeMbI€ CHUCTEMBI JOKYMEHTOOOOpOTa € TOYKM 3peHus olecrnedyeHus
3alIMIIEHHOCTH 00pabaThiBaeMoii HH(OPMAIK U IOPUINIECKON CHIIBI 3JIEKTPOHHBIX TAHHBIX.
Brnagers: HaBbIKaMU UCIIOJIB30BAaTh OCHOBBI MPABOBBIX 3HAHUI B pa3IUUHbBIX chepax AesiTeIbHOCTH;
OCHOBHOI TEPMMHOJIOIMEM, METOJaMU M OCHOBHBIMM aJIrOPUTMaMU pealM3alUd 3alllULIIEHHOIO
ANEKTPOHHOTO JJOKYMEHTO000pOoTa

[To nucnumnMHe MpeIycMOTPEeHa IPOMEXYTOUHAs aTTecTanus B (hopme 3auéTa ¢ OLEHKOM.
OO6m1ast Tpy10€MKOCTh OCBOCHHUSI IUCHUIUIMHBI COCTABIISCT 3 3a4€THBIC €IMHUIIBI.



