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1. IMosicHuTEIBLHAA 3ANMNCKA
1.111ens v 3a1aum TUCHUATIIIUHBI

HGJIB AUCHUIIIMHBL - IOATOTOBUTH BBIITYCKHHKA, YMCIOIICTO OPraHMU30BATh YIIPABJICHUC
OJICKTPOHHBIMHU OOKYMEHTAMH B CHCTEMAX OSJICKTPOHHOI'O I[OKYMGHTOO60pOTa. OcBoeHue

JUCHUITIINHBI

HaIpaBICHO HA

npuolOpereHue

CTyJAEHTaMH1

3HaHUH O  BHEAPECHUHU

MH()OPMAITMOHHBIX TEXHOJOTHUH B IEATEILHOCTH CITy)O0b1 IOV

3amauu JUCHUILINHGL:

- UI3YUYUTH TCOPHUIO U MPAKTUKY HNPUMCHCHHUA aBTOMATU3UPOBAHHBIX CUCTEM B YIIPABJIICHUU

JIOKYMEHTALIUEH;

-U3YyUYUTb OCHOBHBIC IIOHATHSA, UCIIOJIB3YCMBIC B IPOLCCCC IPUMCHCHUS I/IH(bOpMaL[I/IOHHLIX

texHonoruii B JIOVY;

- U3yYUTh UCTOPHUIO aBTOMaTH3auuu u Mmexanuzanuu JJOY B Hameli ctpane u 3a py0oexxom;
- U3y4YUTh HOPMATUBHO-IIPABOBbIE OCHOBBI IPUMEHEHHS MHPOPMALIMOHHBIX TEXHOJIOTUH B

HOY;

- U3yYUTh TEXHUYECKOE U MPHUKJIAJHOE MPOrpaMMHOe oOecredeHrne, UCIoIb3yeMoe Mpu
OpTaHU3AINH AICKTPOHHOTO IOKYMEHTO000pOTa B HHPOPMAIIMOHHOM 00€CIICUeHUH YITPABIICHUS,
- U3y4UTh IPUHIIMIIBI BEIOOPA U OPraHU3alIMI0 BHEAPEHUS U UCTIOIB30BaHUS TEXHUUECKOTO
Y TIPOrpaMMHOTO 00eCIIeueHus;
- U3Y4YUTHh UH(POPMAIIMOHHBIE CUCTEMBI U OCHOBHBIE HH(OpMaImoHHbIE pecypcsl B IOV
- M3yYUTh W MPOAHATH3UPOBATH CPEJCTBA 3aIUTHI MH(DOpPMANMKA B MH(POPMAIMOHHBIX
cucreMax, ucrnoib3yemsix B JIOY;
- chopMupOBaTh MPOGECCHOHATBHBIC HABBIKK PAOOTHI B aBTOMATU3HPOBAHHBIX CUCTEMAX.

OcBoeHne AUCIUAILIAHEI

HalIpaBJICHO Ha HpI/IO6peTCHI/Ie CTYACHTaMU 3HaHUH 00

YIpaBJICHUU JOKYMEHTAMH C UCIIOJIb30BaHWEM HMH(POPMALMOHHBIX TEXHOJOTHH. DTO MO3BOJUT
CTy[J€HTaM OpHEHTUPOBATHCS B MHOroOOpasMM MPOrpaMMHBIX CpPEACTB M BapHUAHTHOCTHU

MMPOrpaMMHO-TCXHOJIOTUICCKHUX

peleHn 1A

AOKYMCHTAIIMUOHHOM obecrnieueHnu YHpaBJICHUA.

peanu3anuu

OJHOTHUITHBIX 3aga4d B

1.2H€D€‘I€HB INITaHUPYCMBIX PC3YJIBTATOB O6Vq€HI/IH N0 AWCIHUIIJINHEC,

COOTHCCCHHBIX C MHAWKATOPAMHK NJOCTHXXCHHU A KOMHCT@HHI/Iﬁ

CUCTEM U HaBBIKAMU
MPOCKTUPOBAHUS U
BHEAPEHUS CHUCTEM
JJIEKTPOHHOIO
JOKYMEHTO0000poTa
B OpraHu3anuu

JOKYMEHTO000pOTa,
MPaBOBBIX aKTOB B cepe
yrnpaBieHus: HHPopMaIuei u
JIOKYMEHTaluen B
MPaKTUYECKOU eATETbHOCTH

Komnerennuu WNuarkaTopel KOMIETEHIMN PesynbraThl 00y4yeHus
I1K-4 Bnageer | [IK-4.1. ITpumensier 3Hanne 3HaTh: COBpeMEHHbIE HH(POPMAITMOHHBIE
3HAHUSAMHU COBPEMEHHBIX CUCTEMBI, CHCTEMBI 3JIEKTPOHHOTO
COBPEMEHHBIX MH(POPMAIIMOHHBIX CHCTEM, JIOKYMEHTO000pOTa, IPABOBOE
MH(OPMALIMOHHBIX | CUCTEM 3JIEKTPOHHOI'O perynupoBaHue chepsl ynpaBaeHUsS

uHpopManreil 1 JOKyMeHTalen
YMeTh: NpUMEHATh 3HaHNE HOPMAaTUBHO-
npaBoBoOM 6a3bl B chepe ynpaBieHus
nHpopManuen u JoKyMeHTaIuen B
MIPaKTUYECKOU NeATEIbHOCTH

Brnanets: HaBbIKaMu BbIOOpa
HEOOXOIUMBIX TEXHOJIOTUYECKUN
pelIeHnI B IpoLiecce yIPABICHUS
uHpopManreil 1 JOKyMeHTaIen

[IK-4.2. IIpumensier
METOI0JIOTHIO
OPraHHU3aIlMOHHOTO
IIPOCKTUPOBAHUS IIPU AHAIIU3E
CUCTEMBI

3HATh: METONOJIOTHYECKNAE OCHOBBI
MIOCTPOEHHUS YIPABIEHYECKUX CUCTEM U
CHUCTEM JOKYMEHTAMOHHOTO
oOecrieyeHus ynpaBiIeHUsS

YMeTh: NpUMEHATh pa3IuyHbIe




JIOKYMEHTAIlMOHHOTO
oOecrnieueHus yrnpaBiaecHUs B
OpraHu3alu

METOA0JOTUUECKHE MTOIX0/IbI TPU
MPOEKTUPOBAHUU CUCTEM
JIOKYMEHTAIlMOHHOTO 00ecrieueHust
yIpaBlIeHUs

Bnaners: HaBbikaMu aHANM3a U
OpPraHU3aIMOHHOTO MPOEKTUPOBAHUS
CHUCTEM JOKYMEHTAI[MOHHOTO
oOecrneyeHust yupaBieHus

[1K-4.3. YuacTByer B
IPOEKTUPOBAHUU U
BHEJPEHUH CUCTEM
3JIEKTPOHHOTO
JOKYMEHTO000pOTa B
OpraHHU3aLUH

3HaTh: IpaBUiIa U METOJ0JOTUYECKUE
MOAXO/IbI K POEKTUPOBAHUIO CUCTEM
3NIEKTPOHHOT'O IOKYMEHTO000pOTa
YMeTh: BHEAPATH CUCTEMBI
3NIEKTPOHHOT'O IOKYMEHTO000pOTa
Biagets: HaBbIKaMU BBISBIICHHUS
Hau0oJiee ONTUMAJbHBIX IIOKA3aTEICH,
HEOOXOAUMBIX JUIsl IPOEKTUPOBAHUS U
HaCTPOWKHU CUCTEM AIEKTPOHHOIO
JIOKYMeHTo00opoTa

IIK-7. Criocoben
OCYIIECTBIISTh
JOKYMEHTAIMOHHOE
obecrieueHue
IEeITEILHOCTH TI0
noaoopy, OIeHKeE,
Pa3BHUTHIO U
OpraHu3aIy Tpyaa
nepcoHaia

[IK-7.1. Tlpumensier
IIPaBOBbIE U TEOPETUYECKUE
3HAHUA [IPU
JOKYMEHTUPOBAHUN
TPYIOBBIX OTHOILIECHHH,
JOKYMEHTUPOBAHUN
MIPOXOKICHUS
roCy1apCTBEHHOU U
MYHUIMIIAIBHOM CITyKOBbI,
paboTe ¢ nepcoHaJIbHBIMU
JTAaHHBIMU U
KOH(HIEHIIMATIbHON
nHpopmanuen

3HaTh: IPaBOBBIE HOPMBI B chepe
yIpaBlIeHUs IEPCOHAIIOM H KaJIpOBOTO
JIeJIONPOU3BO/ICTBA

YMeTh: NPUMEHATh TEOPETUUECKUE U
MIPaBOBBIC 3HAHUS TIPU
JIOKYMEHTUPOBAHUU TPYAOBBIX
OTHOIICHHUI U CITY)KEOHOU e TSIIbHOCTH
Brnanets: HaBblkamMu pabOTHI C
MEPCOHAIbHBIMU JJAHHBIMHU 1
KOH(puACHIMAIbHON HHpOpMaIuen

IIK-7.2. CocTaBnser
KaJIpOBYIO TOKYMEHTAIIHUIO,
paboTaer ¢ JoOKyMeHTaIuen
M0 TUYHOMY COCTaBY B
roOCy1apCTBEHHBIX OpraHax,
OpraHax MeCTHOTO
CaMOYIIpaBJIEHUSI U
OpTraHMU3AIHAIX PA3THUYHBIX
(hopM COOCTBEHHOCTH U
OpTraHU3aIOHHO-TIPABOBBIX

bopm

3HaTh: MPaBWJIAa COCTaBIICHHUS KapOBOM
JIOKYMEHTalUuu U paboThI C
JOKYMEHTaMH TI0 JINYHOMY COCTaBY
YMeThb: JOKYMEHTUPOBATh TPYAOBbIE
OTHOIIEHHUS U CITy>KEOHYIO IS TETbHOCTh
B TOCYZIapCTBEHHBIX OpraHax, opraHax
MECTHOTO CaMOYTIPaBJICHUS U
OpraHu3alUsaX PA3IUYHbIX GOpPM
COOCTBEHHOCTH M OpTaHU3alMOHHO-
IPaBOBBIX GopM

Brnaners: HaBbIKamMu paboOTEHI ¢
JOKYMEHTaMH T10 JINYHOMY COCTaBY B
TOCyTapCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYTPaBJICHUS U
OpraHu3aIUsIX PA3ITUIHBIX POPM
COOCTBEHHOCTH M OpraHU3allMOHHO-
IPaBoOBbIX (popm

[IK-7.3. Ucnonb3yer
MH(OPMALIOHHBIE CUCTEMBbI
JUISL TOKYMEHTHUPOBAHHUSI

3HaTh: NOPSIOK PYHKIMOHUPOBAHUS
MH(OPMALIMOHHBIX CUCTEM B TPYI0BOM

chepe




TPYJOBBIX OTHOIIIECHUHN H YMeTh: IpUMEHSTh HH()OPMAIMOHHBIS
CITY)KE€OHOU NeITeIbHOCTH, CHUCTEMBI TIpH paboTe ¢ KaJIPOBOM
paboTHhI C KapOBOA JIOKyMEHTauen

JIOKYMEHTalUe Bnaners: HaBbIKaMu

COBEPILIEHCTBOBAHUS PabOTHI KaJPOBBIX
Mo/pa3ieIiecHUi i Ha OCHOBE MPUMECHCHUS
COBPEMEHHBIX UH(HOPMAITMOHHBIX
TEXHOJIOTHI

1.3MecTo AUCHUIUIMHEL B CTPYKTYPE OCHOBHOUW 00Pa30BaTEILHON
IPOTrpaMMbl

JucuumnimHa «ABTOMaTHU3UPOBAHHBIE CHUCTEMBI JOKYMEHTAI[MOHHOTO oOOecreyeHus
yIOpaBJICHUS» OTHOCHUTCS K YacTH IUCHUIUIMH 10 BBIOOPY, (GOpMHpPYEeMOW YyYaCTHUKAMHU
00pa3oBaTeNbHbIX OTHOIICHUI MOATOTOBKH CTYIEHTOB M0 HANPaBlIEHUIO «J[OKyMEHTOBEICHUE U
apXHUBOBEJICHUE.

Jniss ocBOGHMS IUCHMIUIMHBI (MOIYJsl) HEOOXOAMMBI 3HAHWS, YMEHHS W BIaJCHUS,
c(OpMHUPOBAHHBIE B X0/1€ U3YUYCHHUS CIEAYIONINX AUCIUILINH:

- Un(opmaninoHHble TEXHOJIOTUN

- KagpoBoe nenonpous3BoacTBO

- UndopmannoHHbIe TEXHOJIOTHH B JOKYMEHTAITMOHHOM O0ECTICYCHUN YTIPABIICHHS

B pesynbraTte OCBOGHHS OUCHUIUIMHBI (MOAyJsi) (QOPMHUPYIOTCS KOMIIETEHIIUH,
HE0OXO0UMbIE JJI U3YUEHUSI CIAEAYIOIUX JUCLUILINH U IPOXOKICHUS MPAKTUK:

[IpeanumioMHas npakTHka.

2 CTpyKTypa IMCUMILINHBI

OO01mast Tpy0eMKOCTh JTUCIUTLIINHBI cocTaBiseT 3 3.e., 108 u.

CTpyKTypa TUCHUIIMHBI JJI51 04YHOH (popMBbI 00yUeHUs

O06bemM nuCHMIUIUHBI B ()OpME KOHTAKTHON pabOThl OOYYArOMIMXCS C TMEJaroru4ecKuMu
paboTHUKaMU U (WIJIK) TUIIAMH, TPUBJIEKAEMBIMH K pealin3aiuy o0pa3oBaTeNbHOM MPOrpaMMbl Ha
WHBIX YCIIOBHSX, IIPU TIPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tun yueOHBIX 3aHATHIA KomnnuectBo
4acoB
2 Jlekun 24
2 Cemunapsbl/nabopaTopHblie paboThI 36
Bcero: 60

O0beM TUCIUILTIHEI B (JOopMe caMOCTOSTENTbHON PabOThl 00yJaromMXCcst cocTaBisieT 48
aKaJeMUYECKHUX YacoB.

CTpyKTypa AUCHUIIMHBI AJI51 0YHO-3204HOI (PopMBbI 00yUeHUs1

O6beM nUCHUIIMHBI B (JOPME KOHTAKTHOM pabOThl OOyYalOMIMXCS C MEeAarormyecKuMH
paboTHUKaMU U (WJIK) JTUIL[aMH, TPUBJIEKAEMBIMU K pealin3aluy o0pa3oBaTelbHOM MporpaMMbl Ha
UHBIX YCIOBHSIX, TP MTPOBEACHUHU YUEOHBIX 3aHATHI:




Cemectp | Tum yueOHBIX 3aHATHI KonnuectBo
4acoB
2 Jlexuun 16
2 CemuHapbl/1a00paTOPHBIE PAOOTHI 20
Bcero: 36

O0BeM AUCIUIUTHHBI B (POpME CaMOCTOATEIbHON PaboThl 00YYaIOIIMXCS COCTaBIsAET 72

aKaICMHUYCCKUX 4YaCOB.

CTpyKTypa IMCUMIIMHBI JJIs1 3204HO () OpMBbI 00yYeHUs

O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW pPabOThI OOYYAIOMIMXCS C MEAarorH4ecKUMHU
pabOTHUKaMU U (WMJIH) JIUI[AMH, IPUBJIEKAEMBIMH K peai3alii 00pa3oBaTelIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPY MTPOBEJCHUH YICOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATUI KomnuuectBo
4acoB
2 Jlekuun 8
2 CemuHapbl/1a00paTOpHBIE PaOOTHI 16
Bcero: 24

O0beM TUCIHILIMHEI B (popMe caMOCTOSTEIbHON paboThl 00yYaroImuXxcs cocTaBisieT 84

AKaJCMHUYCCKHUX 9aCOB.

3 Copaep:kanue JUCHUTLTHHBI

Ne [ HaumeHoBaHme pa3jaesia
AU CIUILINHbI

Conep:xanue

1 BBenenue

[Ipenmer, uenu, 3a7auu, coiep kKaHre U METOJINKA U3yUEHUS
Kypca, ero poiib B IOATOTOBKE OaKanaBpoB, CBA3b C APYTUMHU
y4eOHBIMU AUCLUIIMHAMH. XapaKTepUCTHKA
3aKOHOJATENIbHBIX, HOPMAaTHBHO-METOMYECKIX JIOKYMEHTOB,
HAIIMOHAJBHBIX ¥ MEXYHAPOIHBIX CTAHJAPTOB 110 U3y4aeMOn
npobiematike. HopMaTHBHO-CIIpaBOUHasl, METOANYECKAS U
yuaebHas smteparypa. UaTepHeT — pecypcbl. OCHOBHbIE
MOHATHSA Kypca: DIeKTPOHHBIN TOKyMEHT. DJIEeKTPOHHAS
noanuck. FOpuanvyecku 3HaYNMBIH JOKYMEHTOOOOPOT.
MexaHu3auusi, aBTOMaTH3aLUs 1 HHPOpMATH3aLNS
JIeNonpou3BoicTBa. ABTOMaTH3upoBaHHbIE crcTeMbl (AC),
nHpopmaimonHsie cucremsbl (MC), KopropaTuBHbIE
nHpopmanmonnsie cucremsl (KMC), aBToMaTH3MpOBaHHbIE
CHCTEMBI JIOKyMEHTAaLMOHHOT0 obecnieueHus ynpasienus (AC
JOY) u np. Pons xypca B COBEPIICHCTBOBAaHIH OPTaHU3AIIIH
paboThI C TOKYMEHTaMH B yNPaBICHUHU, CO3AaHUH
ONTUMAJILHBIX YCIOBUH PabOTHI CIIyKO JOKYMEHTAIlHOHHOTO
obecnieuenus. 3nauenne napopmarnzanuu JOY Ha
COBPEMEHHOM JTarle.

2 Pasnen 1.

PbIHOK aBTOMaTH3UPOBAHHBIX
CHCTEM JIOKYMEHTAI[HOHHOTO
o0ecrieueHus ypaBieHus

Coctosnue peiaka AC JIOY Ha coBpeMEHHOM 3Tare.
Poccuiickuit u Mmexaynaponnsiii ppiHok AC IOY. CratucTtuka
poeraka. CermenTarust peraka AC JIOY. Uctounuku
nHpopmaiun o cocrosauu peiHka AC JIOY. OcHoBHBIE
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TEHICHIIMY U3MEHECHHSI PIHOYHBIX TTOKA3aTelIeH 3a MOCIeTHUN
nepuoj. akTopsl, BIUSAIONIME HA U3MEHEHHUE TTOKa3aTenei
peiaKa. PerHok AC JIOY B CTpyKType phIHKa
WH(POPMAITUOHHBIX TEXHOJOTHI. MeTOoIiKa U KPUTEPUU
BBEIOOpa aBTOMATH3NPOBaHHOH cuctemsl IOV,

Paznen 2.

OcHoBHbIE (PyHKIMOHATHHEIE,
TEXHUYECKHE U
TEXHOJIOTHYECKUE TPEOOBAHUS
K aBTOMAaTH3HPOBAHHBIM
CHCTEMaM
JIOKYMEHTAIIHOHHOTO
obecrniedeHus ympaBieHus

Lenn u 3aga49m, CTOSIIIINE TIPU HCIIOJIB30BaHUHU
aBTOMaTU3UPOBaHHBIX cucteM B JIOY. Tumosle 3amadu
apromatuzauuu J10Y: coznanue, nepeaaya, XxpaHeHHe, MTOKCK,
KOHTPOJIb UCTIOTHEHHS JOKYMEHTOB. DJIEKTPOHHBII
JIOKyMEHT0000pOT. OcOOEHHOCTH MCTIONB30BaHUS
aBTOMAaTH3UPOBaHHBIX cucteM B JJOY Ha cOBpeMEHHOM Tare
pa3BUTHsA (CMEIIAaHHbBII JOKyMeHToo0opoT). TpeboBanus,
MIpebSIBIsIEMbIe K aBTOMaTH3UPOBAHHBIM CHCTEMaM B
COOTBETCTBHH C HOPMATHBHBIMH MPABOBBIMHU TOKYMEHTAMH.
[IpakTHyeckue 3a1auu, OCYIIECTBISIEMBIE
aBTOMAaTHU3UPOBaHHBIMH cucTeMamu B JIOY. OcHoBHBIC
aBTOMATHU3UPOBAHHBIE CHCTEMBI, HCIIONB3yeMble B JIOY u nx
KJIAaCCH(UKAIHSL. TexHOoNOrnu: BKIIFOUEHUS! JOKYMEHTOB
B CUCTEMY YIIPaBJICHUA JOKYMCHTAMHU U PETUCTPALIUU B HeI\/'I,
yIpaBIeHUs TOKYMEHTaMH B CHCTeMe (PacIipeIeIeHHOTO
yIpaBiIeHUs JOKYMEHTaMH); JOCTYTIa, TIOUCKa U
HCIIOJIb30BaHUA JOKYMCHTOB B CUCTCME U KOHTPOJIA 3a UX
WCTIOTHEHUEM; XPaHEHHS U YHUUITOKESHHUS JJOKYMEHTOB.
TexXHOIOTHH TOTOKOBOTO CKAHMPOBAHHSI JOKYMEHTOB U T.I1.

Paznen 3. OcHoBHbIE
(yHKIMOHANBHBIC
BO3MOKHOCTH 1
XapaKTePUCTUKH
aBTOMATHU3WPOBAHHBIX
CHCTEM JICJIONIPOM3BO/ICTBA

PeifiTunr n xnaccudukanus aBTOMaTH3UPOBAHHBIX CUCTEM,
npumensieMbix B IOY: o0mas xapaktepucTuka, pa3padoTuuK,
CTPYKTYpa NOCTPOeHHsI, (HYHKLIHUOHAIBHBIE BO3MOKHOCTH,
TEXHUYECKUE XapaKTePUCTUKU, OCOOEHHOCTH TEXHOIOTUH,
pasrpaHdYeHue MpaB MOJIb30BaTENEH B CHCTEME, CIIPABOYHUKI
CHCTEMBI, pETUCTpaLHs U y4eT HHPOPMALUH B CUCTEME,
BeJIeHIE€ KOHTPOJIbHOM paboThl, JOPMHUPOBAHHE CIIPABOK U
OTYETOB, MIA0JIOHKI (HOPM, MAPIIPYTHI ABHKCHUS TOKYMEHTOB U
np. Pabora cucremHoro texHosora B cucreme. Pabora
110JIb30BaTEJICH B CUCTEME.

[TepcnexTuBsbl
WCTIOJIb30BaHUS U
HaTpaBJICHUS Pa3BUTHUS
aBTOMATHU3UPOBAHHBIX
CHCTEM JIOKYMEHTAI[HOHHOTO
oOecriedeHusl yIpaBJIeHHsI

OcHoBHble TeHaeHuuu pazputuda AC JJOY. BnusHue pa3Butus
WHPOPMAIMOHHBIX TEXHOJIOTUH Ha aBToMatu3anuo J10Y.
Baxunocte AC 1IOY a1 rocy1apcTBEHHOTO yIIPaBICHUS.
UcnonszoBanne AC JIOY mpu oka3aHUU ToCyJapCTBEHHBIX
YCIIYT U MEKBEJOMCTBEHHOM JIEKTPOHHOM B3aHMOJIEHCTBUH.
OO0nauHble TEXHOJIOTHH B YIIPABICHUU IOKYMEHTAMH.

Y naneHHsId 1OCTYI K CUCTEMaM.. DKCIIEPTHBIE OLICHKU
pa3BuTHi B cepe aromatuzanuu JJ0OY.

4 (Oopa3oBaTe/ibHbIE TEXHOJIOTHH

IMPOBECACHU A y‘IC6HBIX

3aHATHA 10 JAMCLHUIIIMHE
oOpa3oBaTenbHble TEXHOJOTMH. J[is opranumzanuu ydeOHOro mpolecca MOXKET ObITh
UCTIOJIb30BAaHO DJIEKTPOHHOE OOyuyeHue | (WIM) JUCTAaHIMOHHBIE 00pa3oBaTeNIbHbIC
TEXHOJIOI'UH.

HCIIOJIB3YIOTCA  Pa3JIMYHBIC

5 OueHka IIAaHUPYEMBbIX Pe3yJIbTATOB 00y4eHH S
5.1Cuctema OLIeHUBAHUS

dDopmMa KOHTPOJIA

Makc. KoJIM4ecTBO
0aJ110B




3a ogny Bcero
padory
Texymui KOHTPOJIb:
- yuacmue 6 ouckyccuu (memot 1-4) 3 6anna 12 bannos
- 8bINOJIHEHUe 3a0anull Ha 3 bannos 48 6annos
npakmuyeckom 3ausamuu (memoi 2-3)
[IpomesxyTouHas arTecTanus 40 6annos
3auem
Hroro 3a 5-6 cemecTp 100 6annos
9K3aMeH

[Tomy4yeHHBIN COBOKYIIHBIN PE3yJIbTAT KOHBEPTUPYETCS B TPAJAULIMOHHYIO KAy OLIEHOK U B
HIKaTy olleHOK EBporeiickoil cucteMsl eperoca u HakorieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM C TaOIUIICH:

100-0annpHas lxana
. TpaauimoHnHas IKaia ECTS
95— 100 OTJINYHO A
83-94 B

68 — 82 XOpOIIIO 3a4TEHO C

28 : g; yIOBJICTBOPUTEIHHO [E)
20-49 FX
0_19 HEYJIOBJICTBOPHUTEIBHO HE 3aYTEHO =
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5.2KDI/ITCDI/II/I BBICTABJICHUS OLICHKHW ITO JUCHUITIIIMHC

Bayuisr/
Hlxkama ECTS

OrneHka 1o
IUCLUAIIINHE

Kputepuu onieHku pe3yiabTaToB 00ydeHus Mo JUCIUIUINHE

100-83/
AB

«OTJIHUYHO»

BeictaBisercs 00y4aromemMycsi, €Clid OH INIy0oKo U
MPOYHO YCBOWJI TEOPETHYECKUI U PAKTHYECKUI
MaTepHuall, MOKET MPOJIEMOHCTPUPOBATH 3TO HA 3aHATUAX U
B X0JI€ TPOMEKYTOYHOH aTTECTAIHH.

OOyuaronuiicst UCUEPIBIBAIOIIE U JTOTMYECKH CTPOITHO
u3JaraeT yaeOHbI MaTepuall, yMeeT yBI3bIBaTh TEOPHUIO C
MPAKTUKOH, CIIPABIISETCA C pEIIeHUeM 3aad
npodecCHOHaIbHON HANPABICHHOCTH BEICOKOTO YPOBHS
CJIOKHOCTH, IPaBUJIBHO 00OCHOBBIBAET IIPUHATBIC
perIeHusl.

CB000IHO OpUEHTHPYETCS B yUeOHOH 1
npodecCHOHaIbHOM JIUTeparType.

OneHka no JUCHUILTMHE BBICTABISIOTCS 00ydaromeMycs ¢
y4E€TOM PE3yNIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaluu.

Komniereniuu, 3aKkpeniénnble 3a JUCUUILITMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUIIY.

82-68/

«Xopouio»

BricTaBisiercs 00y4aromemMycsi, €CiIi OH 3HaeT
TEOPETUYECKUN U IPAKTUYECKUN MaTEpUas, FpaMOTHO U II0
CYILIECTBY M3JIaraeT €ro Ha 3aHATUAX U B X0/
IIPOMEXYTOYHOH aTTeCTaluy, HE AOITyCKasi CyLIECTBEHHbIX
HETOYHOCTEH.

OOyuarouiics IpaBUIbHO IPUMEHSAET TEOPETHUECKHE
MTOJIOYKEHUS [TPU PEIICHUH TPAKTUYECKHUX 3a/1a4
npogeccCHOHaATbHON HANpaBIEHHOCTH Pa3HOTO YPOBHS
CJI0)KHOCTH, BJIaJIeeT HEOOXOIMMBIMHU ISl 3TOTO HaBbIKAMU
U IpUEMaMU.

JlocTaTOYHO XOpOIIO OPUEHTUPYETCS B yUeOHOU U
npo¢eccCHOHATILHOM JITepaType.

OneHka no JUCHUILIMHE BBICTABIISAIOTCS 00y4daromeMycst ¢
y4E€TOM PE3YJbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnerenuu, 3akpenia€HHuble 3a AUCIUTIIMHOM,
c(hOopMHUPOBAHBI HA YPOBHE — «XOPOIITHIN.

67-50/
D,E

«YyOOBJICTBOpH-
TCIIBHO))

BricTaBisiercs o0yyaromemMycs, €cii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U ITPAKTUUECKHUI MaTepuall,
JIOMyCKAeT OTAEIbHbIE OIINOKH MPH €ro U3JI0KEHUHU Ha
3aHATUAX U B XOJ€ MPOMEXYTOYHOU aTTECTALIUH.
OOyuaromuiics UCTIBITHIBACT ONpeIEIEHHbIE 3aTPYAHEHUS
B IPUMEHEHHNH TEOPETUYECKUX IMOJIOKEHUN ITPU PEILICHUH
MPAKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHON HAPaBICHHOCTH
CTaHapTHOI'O YPOBHS CIIOKHOCTH, BJIAZICET
HEOOXOAUMBIMH JJISl 3TOT0 Oa30BBIMH HABBIKAMU U
NpUEMaMHU.

JleMOHCTpHpYET 10CTaTOYHBIN YPOBEHb 3HAHUS y4eOHOM
JIUTEPaTyphl 0 JUCHUILIMHE.
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Bamnel/

Ormenka 1o

Ixana ECTS | gucuuniuge

Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE

OneHka no JUCHUILTMHE BBICTABISIOTCS 00ydarolemMycs ¢
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komniereniuu, 3aKkpeniénnple 3a JUCUUILTMHOM,
c(hOpMUPOBAHBI HA YPOBHE — «JIOCTATOYHBII.

49-0/
FFX

«HEYOOBJIETBOPHUTEC
JIBHO»

BeictraBnsiercs oOyuaromiemMycs, €Clid OH HE 3HaeT Ha
0a30BOM ypOBHE TEOPETUUYECKUIN U TPAKTUUCCKUN
MaTepHall, J1oMyckaeT rpyoblie oMOKH IIpU ero
W3JI0KEHUU Ha 3aHATHUIX U B XOJI€ IPOMEKYTOYHON
aTTECTaLlUN.

OOyu4aronuiicsi UCTIBITHIBACT CEPhE3HBIC 3aTPYAHECHUS B
IIPUMEHEHUH TEOPETUYECKUX T10JI0KEHUH IPU PELICHUH
MPAKTUYECKHX 33124 MPO(HEeCCHOHAILHOW HAIPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CJIO)KHOCTH, HE BIIaJIeeT
HEOOXOAUMBIMU JIJISl 3TOTO HABBIKAMU M MIPHUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHbIe 3HaHUS y4eOHOM
JUTEPATYPHI 110 AUCLUILIMHE.

OneHka 1o JUCLHUIUIMHE BBICTABISAIOTCS 00YYarOLEMyCs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTeCTaLlUU.

Komnerennumn Ha ypoBHE «IOCTaTOYHBIIN», 3aKPEIUIEHHBIE
3a AMCUUILUIMHON, HE COPMHUPOBAHBI.

5.301eH04HbBIE cpeicTBa (MAaTEPUAIBI) JUIS TEKYIIIETO KOHTPOJIS

YCIIEBAEMOCTH, IPOMEKYTOUYHOM aTTECTAlluU 06an}omnxc;1 110

JUCITMITIIMHC

[TpumepHas TeMaTHKa BOIIPOCOB Il KOHTPOJIBHON paboThI

I/ICCJ'ICI[OBaHI/IC OCHOBHBIX OOBEKTOB H MMPUHIUIIOB aBTOMAaTU3allUU B YIIPABJICHHUU.
Hcnons3oBanne ABTOMATU3HWPOBAHHBIX CUCTEM B JOKYMCHTAIITMOHHOM obecreyeHnu YIpaBJICHUA.

Anamus

HOPMAaTUBHO-IIPABOBLIX

AKTOB, PCTIIAMCHTUPYIOIIUX IMPOLECChl BHCAPCHHUA U

MCIIOJIb30BaHUsl aBTOMATHU3UPOBaHHbIX cucteM B JIOVY.

AHann3 HOpMaTUBHO-METOANYECKUX JOKYMEHTOB, PErJIAMEHTUPYIOLIUX MPOLIECCH] BHEAPEHUS U
MCIIOJIb30BaHUsl aBTOMATU3UPOBaHHBIX cucteM B JIOY.

Benymue komnanuu-pa3zpaboTUMKK MPOrpaMMHBIX IpoaykToB 11t JJOY u ux pa3paboTku.
[TpoGyieMbl U epCIeKTUBBI BHEAPEHUS AIEKTPOHHOTO JOKYMEHTOO00pOTA.

OcHoBHBIE 3a7ja4N, CTOSLIHUE MIEPE] aBTOMATU3UPOBaHHOM cuctemoit /IOY u nmyTH ux pemeHus.
AHann3 COBPEMEHHBIX HH(OPMALMOHHBIX TEXHOJOTHH CO3JaHMsI, XpaHEHUS U OOHOBIIECHUS

JAOKYMCHTOB.

CucreMbl AJIEKTPOHHOTO JIOKYMEHTOOOOpOTa Ha COBPEMEHHOM 3Tarie (CpaBHUTENIbHBIN aHaIN3
IPOTPaMMHOTO 00eCTIeueHHs).
Buenpenune aBromatuzupoBanHoi cucteMsl JIOY (Ha mpumMepe KOHKPETHON OpraHu3aIiii).
OTpacineBble CUCTEMBI AJIEKTPOHHOTO JOKYMEHT0000poTa B PO.

12. OcHOBHBIE TEHJEHIIMH Pa3BUTHsI aBTOMATU3UPOBaHHBIX cucteM J{OY.
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KoHTposbHbIE BONPOCH! U 3aaHUs JIJIs1 TPOMEXKYTOYHOM aTTECTAlMK 10 UTOTaM OCBOCHUS
NUCHUIIINHEI

Jaiite onpenesneHne NOHATHIO «aBTOMATU3HPOBaHHbIE cucTeMb» B JIOY.

Ha3oBuTe OCHOBHBIE aBTOMaTU3UPOBAHHBIE CUCTEMBI, UCIIOJIb3yEMbIE B YIIPABICHHUH. Y KaKUTE UX
MECTO B YNPABICHUM, HA3HAYEHUE U POJIb.

OxapakTepu3yiTe OCHOBHBIC 3Tanbl aBToMaTu3anuu JJOVY.

Onwumute metoauky Beidopa AC J10Y.

HazoBute ocHOBHBIEC ()yHKIIMOHATIBHBIE U TEXHUYECKUE XapaKkTepucTuku coBpemMeHHbIX AC JIOVY.
[IpoBenuTe aHanM3 3aKOHOJATEIBHON 0a3bl, pErJaMeHTUPYIOMIEH MpPOIecChl NPUMEHEHUS
nHpopManMoHHBIX TexHojorui B JJOVY.

[IpoBenuTe aHaIM3 HOPMATHBHO-TIPABOBOI 0a3bl, periaMeHTUPYIOUICH MPOLECCH MPUMEHEHHS
nHpopManMoHHBIX TexHoJorui B J[OY.

[IpoBenuTe aHanM3 HOPMATHBHO-METOAWYECKOM ©0a3bl, periaMeHTHPYIOIEH MpOoLecchl
pUMeHeHUs HHPOPMaIMOHHBIX TexHoyorui B JIOY.

Kak nognep:xuBaercs d)U3HEHHBIM UKJI JOKYMEHTa B aBTOMaTU3UPOBAHHON crucTeme?

Kak 1okyMeHT BKIIIOUaeTCs B aBTOMATHU3MPOBAHHYK) CHCTEMY: 3aJadyM, TEXHOJOTHS, 3Tallbl
npoiiecca?

Kak mnpoucxomut opraHu3anusi KOHTPOJISI HCIIOJIHEHHS JOKYMEHTOB B COBPEMEHHBIX
aBTOMATU3UPOBAHHBIX CUCTEMAX?

Onuimre TEXHOJOTUIO XPAHEHUS 3JIEKTPOHHBIX JOKYMEHTOB.

Jaiite onpenenenre NOHATUIO «0a3a JaHHBIX» U YKaXKHUTE UX OCHOBHOE Ha3HAYECHHUE.

Jaiite ompeneneHue TMOHSATHSAM «KOPIOpAaTWBHasg 0a3a JaHHBIX» M «KOPIOpAaTUBHAs
MH(pOpPMaLIMOHHASI CUCTEMAY.

Kakoe npukiagHoe mporpaMMHoe obecriedeHre MPUMEHIETCS B aBTOMAaTU3UPOBAHHBIX CHCTEMax
JOVY? [IpuBeaure npumMepbl COBPEMEHHBIX CUCTEM.

HazoBute pa3paboTku BeAyIIMX BEHIOPOB MPOTrpamMMHBIX MpoaykToB mia JOVY (kommanus-
MIPOU3BOUTEID 110 BEIOOPY CTYACHTA).

HazoBute kputepuu ouenku u Beidbopa Bengopa AC JIOY.

OxapakTtepusyite BHeapeHHe HHGOpMAIMOHHBIX TexHoorui B IOV : stamsl, opranuzarus,
CO3/1aHHE TEXHUUYECKOTO 3a1aHHUS.

HazoBure pemenus 1 MOyl aBTOMaTU3UpOBaHHbIX cuctem JJOVY.

20. Ha3zoBuTEe OCHOBHBIE TEHJICHIIMHU PAa3BUTHsI aBTOMAaTU3UPOBaHHbIX cucteM JIOY.

6 YueOHo-MeTOaAMYecKOe U HH(POPMAIIMOHHOE 00ecTieYeHHue TUCIUTIIMHBI

6.1CrcoK HCTOYHHKOB U JUTCPATYPhL

Hctounnku
OcHoOBHBIE

®enepanbhblil 3akoH Poccuiickoit @eaepanuu ot 27 utonsg 2006 r. Ne 149 - @3 «O06
uHpopMaLnu, HHPOPMALMOHHBIX TEXHOIOTUAX U 0 3amurte uHpopmaruny // C3 PO. - 2006. -
No31(u.1). - Ct. 3448.

IlocranoBnenue IlpaButensctBa P® ot 25 ampens 2012 r. Ne 394 "O mepax mo
COBEpUICHCTBOBAHUIO HCIIOJIb30BAHUS WH(OPMAMOHHO-KOMMYHHMKAIIMOHHBIX TEXHOJIOTUH B
JeATEILHOCTH TOCYAAapCTBEHHBIX oOpraHoB"  [OnekrponHblid pecypc| // Pexum pocryma:
http://m.garant.ru/hotlaw/federal/395362/ , cBoGOIHBEII.

ITpuka3z Munkomcszu Poccun ot 02.09.2011 Ne 221 «O6 Y1Bepxxkaenun TpeOGoBaHuit K
MH(OPMALIMOHHBIM CUCTEMaM 3JIEKTPOHHOTO JIOKyMEHTO0OOpoTa (eaepanbHbIX OpPraHoB
UCTIOJIHUTENIbHON BJIACTH, YUYUTHIBAIOIINE B TOM YKCIIe HEOOXOIMMOCTh 00pabOoTKN MH(OpMAIHH,



http://m.garant.ru/hotlaw/federal/395362/
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JOCTYIT K KOTOpOH  orpanwueH» [DnektpoHHbIH  pecypc] //  Pexum  pmocryma:
http://minsvyaz.ru/ru/doc/index.php?id_4=637 , cBoOOIHBII.

[Tpuka3 PocapxuBa ot 22.05.2019 N 71 "O06 ytBepxaeHuu [IpaBui neinonpou3BoicTBa B
rOCy/IapCTBEHHBIX OpraHax, oOpraHaXx MECTHOro camoynpasieHus" (3aperucTpupoBaHo B
Muntocte Poccum  27.12.2019 N 57023) - [Onekrponnbii  pecypc] //  URL:
http://archives.ru/documents/prik71_2019.shtml.

[Tpuka3 PocapxuBa ot 15.06.2020 N 69 "O06 yrBepxkaeHnn TUITOBBIX (PYHKIIMOHAIBHBIX
TpeOOBaHU K CHCTEMaM AJIEKTPOHHOTO JOKYMEHTOO0OO0POTa M CUCTEMAaM XPaHEHUS JIEKTPOHHBIX
JOKYMEHTOB B apXHBaxX rocyAapcTBEHHBIX opraHoB" (3apeructpupoBaHo B Muniocte Poccuu
20.10.2020 N 60484) - [DneKTpOHHBIH pecypc] // URL:
http://archives.ru/documents/prik69 2020.shtml.
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http://znanium.com/catalog/product/1015021

Jlapun Muxaun BacunseBud. Mudopmarmonnoe obecrieueHue ynpaBieHus @ yuyeOHOe
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http://www.cnews.ru/reviews/new/ikt v_gossektore 2014/, cBoGomHBIi.

UKT B roccexrope 2015: ananmutuyeckuii 0030p [DIEKTPOHHBINA pecypc] // ATEHTCTBO
CNews Analytics; Onekrpos. nan. M.: cop 1995 — 2015 Xonauar PBK. Pexxum nocrymna:
http://www.cnews.ru/reviews/gov2015/ , cBOOOIHBIH.

Peok C3/] 2010: o6o3penue [Dnekrponnsiit pecype] // ArenrctBo CNews Analytics;
OnektpoH. nan. M.: cop 1995 — 2011 Xonaunr PBK. Pexxum nocryma:
http://www.cnews.ru/reviews/free/dms2010/ , cBoOGOIHBIIA.

Peiok CO/1 2015: xopomast GyHKIMOHATBHOCTh MOKET OBITh JICHIEBOI: 0003peHHE
[DnexTponnslii pecypc] / ArentctBo CNews Analytics; Dnexktpon. gan. M.: cop 1995 — 2015
Xonmuur PBK. Pexum nocryna: http://doc.cnews.ru/reviews/index.shtml?2015/04/30/595437 ,
CBOOOIHBI.

6. ZHGDGIIGHI) PECYPCOB I/IHd)ODMa]_II/IOHHO-TGHGKOMMVHHK&HI/IOHHOﬁ

CCTH «I/IHTGDHCT»
archives.ru/ - ®enepanabHOe apXUBHOE ar€HTCTBO
http://www.vniidad.ru/ - BHUUJIA L]
www.gosuslugi.ru/ - CipaBouHo-uHGpOpMAIHOHHbIH TOpTai «I 0CYAapCTBEHHBIC YCIyTH

pravo.gov.ru/ - OdurmansHblii HHTEPHET-MIOPTAT IPABOBON MHPOPMAIIUU
www.gdm.ru/ - [Hapaus ynpaBIsiomuX JOKyMeHTaIHe

www.eos.ru/ - Kommanus «IeKTpOHHBIE OPHCHBIE CHCTEMBI»
http://www.directum.ru/ - Komnaaus DIRECTUM
http://www.intertrust.ru/ - Komnanus « atepTpact»
http://www.evfrat.ru/ - Kommanus Cognitive Technologies
http://www.docsvision.com/ - Kommanus Docs Vision
http://v8.1¢c.ru/doc8/ - Kommanwus 1C JIokyMeHTO0O0pOT

www.consultant.ru/ - odunmaneHenii caiit komnanun Koucymneraatlmoc

www.garant.ru/ - uapopMaIoHHO-IPaBoBoit moprai ['apanT

https://ru.libreoffice.org/ - cBo6oaHbIi oducHbIi makeT LibreOffice

http://www.termika.ru/ - Koncantunrosas rpynma Tepmuka

www.sekretary.net/ - uapopMaIMoHHbIH opTan st npodeccroHanbHbIX Cexperapeit u
aJIMUHUCTPATUBHBIX PAOOTHUKOB

http://www.docflow.ru/ - nHpOpPMaITHOHHO-aHATMTHYECKHUM TTOPTAJ JIIEKTPOHHOTO JOKYMEHTO0O0pOTa
www.doc-online.ru - HesaBrcuMbIii TOPTAI O CHCTEMAX 3JCKTPOHHOTO JOKYMEHTOO0O0pOTA
cnews.ru/

www.ecm-journal.ru/


http://znanium.com/go.php?id=546624
http://www.cnews.ru/reviews/free/gov2012/
http://www.cnews.ru/reviews/free/gov2013/
http://www.cnews.ru/reviews/new/ikt_v_gossektore_2014/
http://www.cnews.ru/reviews/gov2015/
http://www.cnews.ru/reviews/free/dms2010/
http://doc.cnews.ru/reviews/index.shtml?2015/04/30/595437
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6.3 IlpodeccruoHanpHbIe 0a3bl JJAHHBIX U HTHOOPMAITMOHHO-
CIIPABOYHBIE CUCTEMBI

Hoctyn k npodeccuoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

HudopMalinoHHbIE CIIPABOYHBIE CUCTEMBI:
Koncynsrant [lmroc
I"apanT

7 MaTepl/IaﬂbHO-TeXHl/I‘leCKOC o0ecmeueHue ANCIUIIJINHBI

Aynautopuu ISl IPOBEACHHS JICKIHIA i CEMUHAPCKUX 3aHATUH C TEXHHYECKUMU CPEICTBAMU
00y4eHus (MyIbTUMEIUA-TIPOSKTOP (BUICOTIPOCKTOP), IKpaH (IEPEHOCHON HIIA CTAIlMOHAPHBIN)),
KOMIBIOTEPHBIN KJIacc JUIsl MPOBEICHUS JTa00PaTOPHBIX 3aHSATHH.

IHepeuens 11O
Nert Haumenoanue [10 [IpousBoauTenn Cnoco6
/i pacapocTpaHeHus
(JzuueHs'uoyHoe uiu
c60000HO
pacnpocmpamsiemoe)
Adobe Master Collection CS4 Adobe JULEH3UOHHOE
Microsoft Office 2010 Microsoft JIUIEH3MOHHOE
Windows 7 Pro Microsoft JIALEH3UOHHOE
Microsoft Office 2013 Microsoft JIUIEH3MOHHOE
Windows 10 Pro Microsoft JULEH3UOHHOE
Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
Microsoft Office 2016 Microsoft JIu1eH3noHHOE
Zoom Zoom JINIIEH3UOHHOE
Ilepeyens B/l u UCC
Nenr HanmMeHnoBaHue
/m
1 | MexnyHapoaHble peepaTuBHbIe HaykoMeTpudeckue b/l, nocTynHele B pamkax
HaMOHAJIBHOM noamucku B 2020 T.
Web of Science
Scopus
2 | IIpodeccronanbublie noaHoTekcToBbIe BJI, MOCTYyMHBIE B paMKax HAIlMOHAILHON
noamucku B 2020 T.
Kypnaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypuanet Taylor and Francis
3 | Ilpodeccuonanbublie moaHoTeKcTOBbIE B/

JSTOR
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W3nanus mo oO1iecTBeHHBIM H T'yMaHUTAPHBIM HayKaM
DnexkrponHas oubaunoreka Grebennikon.ru

4 | KoMIbIOTEpHBIE CITPABOYHbBIC TPABOBBIC CUCTEMBI
Koncynsrant Ilmtoc,
I"apant

[TporpaMMHBbIe cpecTBa, 3aICHICTBOBAHHBIE B Mpoliecce 00yUeHHUS:

- CBoOoaubIit odpucHbii maker LibreOffice

- Oducheiit maker npuioxenuit Microsoft Office

- O6naunoe xpanunuie ganasx Dropbox

- ABBYY FineReader

- Internet Explorer, Mozilla Firefox, Google Chrome

CrnipaBOYHO-TIPAaBOBBIE CUCTEMBL:
«Koncynbranmy, «I'apanm»

[TporpaMMHBIEC TPOTYKTHI, 33]ICHCTBOBAHHEIC B MPOIIECCE O0YUCHUS:
CucTeMbl 3JIEKTPOHHOTO JJOKYMEHTO000pOTa

- « 1EJIO» Kommanus 50C

- «E1 EBdpar» Kommnanus Cognitive Technologies
- DIRECTUM Komnanus DIRECTUM

- «Docs Vision» Komnanus Docs Vision

- «1C Joxymenroobopor» Komnanus 1C

IlopTanbHbIE pELICHHUS:
EOS for SharePoint
butpuxkc 24

8 ObecneyeHue 00pa3oBaTeJLHOIO MPoOIECCa IJISA JIUI[ C OTPAHNYEHHBIMU

BO3MOKHOCTHAMH 310POBbS U HHBAJIUIOB
B xozae peanuzanyy IUCHUILIMHBI MCIIOJIB3YIOTCS CJIEIYIOINE JOTIOITHUTEIbHBIE
METOAbl OOYyYeHHUs, TEKYyIIero KOHTpPOJII YCHEBAaeMOCTH M IPOMEXYTOUYHOM aTTecTaluu
00y4aroIuXxcs B 3aBUCUMOCTH OT UX UHJIUBUIYaJIbHBIX OCOOEHHOCTEM:

JUTS CJICTIBIX M CITA0OBUISIIINX:

- JeKmuu Oo(OPMIAIOTCS B BHUIE DJIEKTPOHHOTO JOKYMEHTA, IOCTYMHOTO C TOMOIIBIO
KOMITBIOTEPA CO CIIeUATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- THChbMEHHBIE 3a/laHWs BBIIOJHAIOTCS HAa KOMIBIOTEPE CO CIENHATU3UPOBAHHBIM
MPOrPaMMHBIM 00€CIIEYCHUEM, U MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieunBaeTCsl MHIMBUIYalbHOE paBHOMEpPHOE ocBemieHue He menee 300 mokc;

- Q7S BBINIONHEHUS 3aJaHusl TMPH HEOOXOAMMOCTH TMPENOCTABISETCS YBEIMYUBAIOIIEE
YCTPOMCTBO; BO3MOYKHO TaKXK€e UCITOJIb30BAHHE COOCTBEHHBIX YBEITUIHBAIOIINX YCTPOUCTB;

- IUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEITHUEHHBIM IPpU(TOM;

- 9K3aMeH | 3a4€T MIPOBOATCS B YCTHOM (hOpME HITH BBIITOTHSIOTCS B TUCBbMEHHOH (hopMe Ha
KOMIIBIOTEPE.
JUTSL TITYXUX U CIIa0O0CITBITIAIIHX

- Jekuuu Oo(OpMIISIOTCS B BHUAE JJICKTPOHHOTO JOKYMEHTa, IUOO0 TpPeaoCTaBIsSETCs
3BYKOYCHJIMBAOIIAS annapaTypa WHIUBHIYATEHOTO ITOIh30BaHUS;
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- IMCbMEHHBIE 3a/1aHUs BHIMOIHIIOTCS Ha KOMITBIOTEpPE B MUCbMEHHOH (opMe;

- 9K3aMEH | 3a4€T MPOBOJISATCS B MUCbMEHHOU (JOpME Ha KOMITBIOTEPE; BOZMOYKHO MPOBEICHUE
B (hopMe TECTHPOBAHUSI.
JUISL JIAL C HApYIICHUSIMH OTIOPHO-/IBUTATEIBHOTO arapaTra:

- JeKIMH O(OPMIAIOTCS B BHUJE JJIEKTPOHHOIO JOKYMEHTA, IOCTYHMHOTO C IOMOIIbIO
KOMIIBIOTEPA CO CIIEeUATN3UPOBAHHBIM IMPOTPAMMHBIM 00ECTICUCHUEM;

- THCbMEHHbIC 3a/laHusl BBIIOJHAIOTCS Ha KOMIBIOTEPE CO CIELHATU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIIEYECHUEM;

- 9K3aMEH U 3a4€T MPOBOAATCS B YCTHOM (pOpMe MITH BBIMOIHSIIOTCS B MUCbMEHHOM popme Ha
KOMIIBIOTEPE.

[Ipu HEOOXOMMMOCTH MPENyCMATPUBACTCS YBEJIMUYEHNE BPEMEHHU IS [TOITOTOBKH OTBETA.

[Iponienypa  mpoBefeHHsST ~ NPOMEXKYTOYHOM  aTTecTamuu Uit OOydaromuxcs
YCTaHABIMBAETCS € YYETOM MX HMHAWBUIYaJTbHBIX ICUXO(PU3UYECKUX OCOOECHHOCTEH.
[TpomexxyTodHAs aTTECTAIUS MOXKET IPOBOIUTHCS B HECKOJIBKO ITAIOB.

[Ipu mpoBeneHun Mmpoueayphbl OLCHUBAHUS PE3YIbTaTOB O0yuYeHUs MpedyCcMaTpuBaeTCs
UCIIONB30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBS3U C HWHIUBUAYAJIbHBIMU
0COOCHHOCTSIMHU OO0YYarOIIMXCs. DTU CPECTBA MOTYT OBITh MPEIOCTABICHBI YHUBEPCUTETOM, WIIN
MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKHE CPEACTBA.

[IpoBenenne mpoueAypbl OLEHUBAHUS  pPE3yabTaTOB  OOyuYeHUs JIOMYyCKaeTcs C
UCIIOJIb30BAaHUEM JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHA.

ObecnieunBaeTcs 10CcTyn K MHGOPMAalMOHHBIM U OuOIMOrpaduueckuM pecypcam B CETH
WuTepHeT U1 KaXaoro oOydaromierocss B ¢opMax, aJalnTHPOBAHHBIX K OTPAaHUYCHUSM HX
3JI0POBBS U BOCTIPUSATHUS HHPOPMAIUH:

JUTSI CTICTIBIX M CTTA00BUISIINX:
- B [Ie4aTHOM (hopMe YBETUYCHHBIM HIPUPTOM;
- B (hopme 31EKTPOHHOTO TOKYMEHTA;
- B popme ayauodaiina.
JUISL TIIYXUX M CJIa0O0CIIBIIIAIINX:
- B Ie4aTHou dopme;
- B (hopme 31eKTPOHHOTO TOKYMEHTA.
JUTSE 00YYArOIIMXCS C HAPYIIEHUSIMU OTIOPHO-IBUTaTENILHOTO arfmapara:
- B Ie4aTHoM (opme;
- B (hopme 2IeKTPOHHOTO TOKYMEHTA;
- B (hopme ayauodaiina.

VY4eOHble ayAUTOpUU IS BCEX BHIOB KOHTAKTHOW M CAMOCTOSITENbHOM paboThl, HayyHas
OuOJIMOTEKa U WHBIE TIOMEIICHUs Jii 00y4YeHHUs OCHAIICHBI CIEIUaTIbHBIM O000pYyJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHHUECKUMHU CPEJICTBAMU O0yUEHUSI:

JUTS CJICTIBIX M CITA0OBUISIIINX:

- YCTPOMCTBOM Il CKaHUPOBaHMs U uTeHus ¢ kamepoir SARA CE;

- mucrieeM bpaiinst PAC Mate 20;

- npuntepoM bpaitns EmBraille ViewPlus;

JUISL TIYXUX M CJIa0O0CIIBIIIAIINX

- aBTOMATU3MPOBaHHBIM pabOYMM MECTOM JJsi JIOJeH C HapylleHHeM CclyXa H
CI1a00CITBIIAIINX

- aKyCTHYECKHI YCHIUTENh U KOJOHKH;

JUTsE 00yYarOMUXCs ¢ HAPYIICHUSIMU OMTOPHO-IBUTATEIBHOTO arapara:
- IepPEeIBIKHBIMH, PETYIUPYEMbIMH dproHOMHuuYeckuMu napramu CU-1,
- KOMITBIOTEPHOUW TEXHHKOU CO CITeIUATBHBIM IIPOTPaMMHBIM 00€CITCUCHHEM.

9 Mertoauyeckne MaTepuaibl
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9.11iasbl IPAKTHYECKUX 3AHATHH.

Pazgen 1. PbIHOK aBTOMATU3MPOBAHHBLIX CHCTEM [JOKYMEHTALMOHHOIO o0ecne4veHHs
ynpaBJjeHus

Tema nabopamopnozo 3amsamusa: AHamU3 pBIHKA ABTOMAaTHU3UPOBAHHBIX  CHUCTEM
JIOKYMEHTAIlMOHHOTO 00eCIieueHus yIpaBICHU

L]env 3auamus: n3yuuts peiHOK AC JI0OY
@opma npogedeHus — 1€N0Bas UTpa
Bonpocul onsa 0bcyacoenus:

9. Cocrosuaue peiaka AC JIOY Ha COBpeMEHHOM JTarie.

10. Poccwuiickuit u mexxayHapoaabiid peiHok AC JIOY

11. Crarucruka psinka AC IOV .

12. CermenTanus peiaka AC J10Y

13. OcHOBHBIC TCHACHIINY N3MEHEHHUS PHIHOYHBIX ITOKA3aTeNIeH 3a MOCIeAHUN TIEPHO/.

KOHmpOJleble eonpocasl.

Oxapaxkrepusyiite cocrosinue poiHka AC JIOY Ha coBpeMeHHOM JTare.

OcobGennoctu poccuiickoro peiaka AC JIOY.

Oco0eHHOCTH MEXTyHapOAHOIO PHIHKA CUCTEM.

[Ipoananu3upyiite cratuctuky psinka AC J10VY.

Ha kakue cerments! nenutcs peiHok AC IOY?

BrisiBUTE OCHOBHBIC TEHICHIIMM M3MEHEHUS PHIHOYHBIX TOKa3aTesiel 3a MOCIeIHHMA
HEepUOS.

ook wdE

[Moarorosuts mpesentaruio «Coctosuue poiaka AC JIOY», ucnons3ys nporpaMmmy Microsoft
PowerPoint (10-15 cnaiigos).

Hemounuku:

NuTepHeT-pecypcesr:

http://www.docflow.ru/ - urdopManmoOHHO-aHATUTHYECKHIA TTOPTAT SJICKTPOHHOTO
JIOKyMEHTOO000pOTa

www.doc-online.ru - He3aBuCHMBIii TOPTAJI O CHCTEMaX 3JIEKTPOHHOTO TOKYMEHT0000pOTa
cnews.ru/

www.ecm-journal.ru/

CailTbl BEHI0POB:

www.eos.ru/ - Komnanus «3nekTpoHHbIe O(PHCHBIE CUCTEMBD»
http://www.directum.ru/ - Kommnanus DIRECTUM
http://www.intertrust.ru/ - Komnanus «uarepTpact»
http://www.evfrat.ru/ - Kommanus Cognitive Technologies
http://www.docsvision.com/ - Kommaunus Docs Vision
http://v8.1c.ru/doc8/ - Kommnanus 1C JJlokymeHTOO00pOT
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Pazgen 2. OcHoBHbIe PYHKUMOHAJIbHbIE, TEXHUYECKHE U TEXHOJOTHYeCKHe TPeOOBaHUS K
ABTOMATH3HMPOBAHHBIM CHCTEMAaM JOKYMEHTAIHOHHOT0 oOecrnevyenusi ympasienuss (18
YacoB)

Tema nabopamopnoeco sanamus.: Tpedoanus k AC JIOY

Llenv  3aumamusa: cPOpPMYyIHpPOBaTH OCHOBHBIE (YHKIHMOHAJbHBIE, TEXHHUUYECKHUE U
TEXHOJOTMYeCKHe TpeOOBaHUs K aBTOMATH3MPOBAHHBIM CHUCTEMaM JOKYMEHTalMOHHOIO
oOecrnieyeHus ynpaBIeHUs.

Dopma nposederus — IeNoBasi Urpa

Bonpocwt ons oocyscoenus:

1. BreiaBuTh OCHOBHBIE pyHKIIMOHANBHBIE TpeOoBaHus k AC JIOVY.

2. BwisButh ocHOBHBIE TexHUYeckHue TpeboBanus k AC JIOVY.

KOHmpOJleble eonpocsl.

1. VYkaxwute ocHOBHBIC pyHKIMOHATBHBIE TpeOoBanus k AC JIOVY.
2. Ykaxure ocHOBHbIE TexHnueckue Tpedoanus k AC JIOY.

Hcemounuku:

WHTepHeT-pecypchl:

http://www.docflow.ru/ - uadopmanoHHO-aHATUTHIESCKUN TTOPTAJ SIIEKTPOHHOTO
JOKYMEHTO000pOTa

www.doc-online.ru - HesaBrcuMblii IOPTATI O CHCTEMAaX 3JCKTPOHHOTO JOKYMEHTOO0O0pOTa
cnews.ru/

www.ecm-journal.ru/

CaiiTbl BEHI0pOB:

www.eos.ru/ - Komnanus «3J’IeKTp0HHHe O(i)I/ICHHe CUCTEMBID»
http://www.directum.ru/ - Kommanus DIRECTUM
http://www.intertrust.ru/ - Komnanus «atepTpact»
http://www.evfrat.ru/ - Kommauus Cognitive Technologies
http://www.docsvision.com/ - Kommauus Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C JIokyMeHTOO00POT

[Tnan mabopaTopHbIX 3aHATHI B aBTOMaTU3HpoBaHHOU cucteme JIOY — cucreme
AIIEKTPOHHOTO JoKyMeHToobopoTa (CI/I)

B cooTBeTcTBUU ¢ MapTHEPCKUMU JIOTOBOPAMU C BeAyIIUMU (hUpMaMH-pa3paboTINKaMH
ABTOMATH3UPOBAHHBIX CUCTEM JJOKYMEHTAI[MOHHOTO 00eCIICYCHHS YIIPABICHHUSI, CTYACHTHI UMEIOT
BO3MOXXHOCTh U3y9aTh CHCTEMBI JJIEKTPOHHOTO JIOKyMeHToo0opoTa (CD/]) Ha mpakTHKE B paMKax
yaeOHoro mporecca. JlaboparopHble 3aHSATHS AAalOT HE TOJBKO HATIISATHOE MPEICTABICHUE O
HA3HAYCHHUH U BCeX (PYHKIIMOHAIBHBIX BO3MOXKHOCTSIX CUCTEMBI, HO M IIPUBUBAIOT HABBIKH Pa0OTHI
C He.

CHcTeMBI 3JICKTPOHHOTO JIOKYMEHTOOOOpOTa SBISIFOTCS BaXKHBIM ITAlloM B IIPOIecce

nepexoaa K (I)OpMI/IpOBaHI/IIO I/IH(I)OpMaI_II/IOHHOFO O6IJ_IGCTB8. U OKa3aHUI0 MPaBUTCIbLCTBCHHBIX
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yCIyr B DJIEKTPOHHOM Buje. IlomydeHHble 3HAHUS TMOMOTYT  CTyJEHTaM  OBITh
KOHKYPEHTOCIIOCOOHBIMH Ha PhIHKE TPY/Aa.

3ansarue 1. BBenenue B cucreMy

® HA3HAYCHME U APXUTEKTYPa CUCTEMBI, OCHOBHBIE ITOHITUS U OIPEAEICHUs, O0IINE IPUHIIUIIBI
paboThI

¢ (YHKIMOHAIbHBIE BOBMOKHOCTH CUCTEMBI, OMIIIMOHHBIE MTOJICUCTEMBI

e poJsieBble GYHKINHU JOJDKHOCTHBIX JIMI M 0011ast cxeMa paboThl B CHCTEME

® COCTaB U CTPYKTypa CUCTEMHBIX CIIPABOUYHUKOB, HOPSA0K (GOPMHUPOBAHUS U OOLIUE BOIPOCHI
TEXHOJIOTUH UX BEJCHMS

e 0co0EHHOCTH UHTepQeiica U OCHOBHBIE TPUEMBI PAOOTHI B CUCTEME

e jocTyn K QpyHKIMSAM, 0cOOeHHOCTH HHTEp(delica 1 OCHOBHBIE TPHEMBI Pa0OTHI B CUCTEME

® BXOJ B CHCTEMY, CMEHA Mapos

3ansarue 2. 3arnoIHEeHUEe OCHOBHBIX CIIPABOYHUKOB
e 00IMEe CBEICHUS O CITPABOYHHKAX CUCTEMBI
® OCHOBHBIE IPUHIIUITBI HACTPOUKH CIIPABOYHUKOB O CTPYKTYPE OpraHU3aluu
e 3anyck noacuctemsl "llons3oBarenn”
e 00aBJICHHE TIOJIb30BATENICH, YCTAHOBKA PEKBU3UTOB T0JIL30BATEIISI M ITPAB JIOCTYIIA K
MOJCUCTEMAM U OIIHIM
® Ha3HAYCHHE KapTOTEK
® TIpeJoCTaBlICHUE MPaB JOCTYIA K KapTOTeKaM, rpaBa abCONIIOTHBIE U MpaBa B KAPTOTEKAX
® DKCHOPT/UMIIOPT CIPABOYHHUKOB
® OCHOBHBIC PUHIIUITBI HACTPOUKH CIpaBOYHUKA «[ pyIIIbI JOKYMEHTOBY
e HacTpoiika cnpaBouHuka «['pudsl roctyna»
® HACTpOIiKa M MpaBuja BeIeHUS CIIPaBOYHHUKA « BHUIIbI TOCTaBKN»
® HaCTpoOIKa U IpaBuia BEACHUS cripaBouyHUKa « CITUCOK OpraHU3aIHi
® HACTpOIiKa U mpaBuia BeleHUs crpaBoyHMKa «[ paxmane»
® HACTpoOiiKa U MmpaBuia BeJleHus cripaBoyHnKa « HomeHnkmarypa gem»
® HACTpOIKa M IpaBuia BEACHUS IPOUUX CIIPABOYHUKOB

® peopraHu3aiys CIpaBOYHUKOB.

3anstue 3. Unpopmanus o padore B cpene CO/]

OCHOBHBIM HMHCTPYMEHTOM paloOThI mosib3oBarens B cpene COJl sBusercs Hasueamop,
NPUHIKN PabOThl KOTOPOTO aHajlorM4eH mpuHimny padotel [IpoBomnuka Windows. B
HaBurartope otpakaercs epeBoO Marok, B OOIIEM Clydyae — CIO0XKHOW CTPYKTYphl, KOTOpOE IO
Ha3HAYCHUIO U IPUHLHUITY paOOThl TAK)KE aHAJIOTUYHO JEpEBY Aok, KOTOPOE MOKHO BHUJIETh B
[IpoBonHuKe, omHako, B oTyimune oT [IpoBoanuka, manku HaBuraropa comepxkar He (aitibl, a
KapTOUKH.

OCHOBHBIMH KapTOYKaMH, C KOTOPBIMH pabOTalOT IOJIb30BATEIH, SIBISIOTCS KapTOUKU
JIOKYMEHTOB Pa3JINYHBIX THUIIOB.

Kaprouka JOKyMeHTa MpejncTaBiseT CcOO0OH MaKCHUMajdbHO MOJPOOHOE OMUCAHUE
OTJIEIbHOTO JOKYMEHTA — THII, J1aTa CO3aHus, (paMuiIns Juia, 3aperucTpupoBaBIIeTro JOKYMEHT,
CBEICHMSI O COJEpKaHHMM, CCBUIKM Ha JPYyrue JOKYMEHTHI, — a TakK€ MOYKET BKJIIOYaTh B ceOs
rpadpuueckuil ¢aiin ¢ u300pakeHHeM OTCKAaHMPOBAHHOTO OyMa)KHOTO JOKyMeHTa u aiin,



21

COEpKaIlIMi pacro3HAaHHBIA TEKCT HOKyMeHTa. Ka)kaplil M3 yKa3aHHBIX BBIIIE 3JIEMEHTOB WIIU
CCBUIKM Ha HUX COAEPKATCS B OTACIIBHOM I10JI€ KAPTOUYKHU.

Kaprouku pasmemiarorcst B mankax B COOTBETCTBUM C YCTAHOBJICHHBIMH B OpraHU3aIUU
NPUHIMIIAMY, OJIHAKO Yallle BCEro JEpPEeBO IMAaMOK CTPOUTCS B COOTBETCTBUM CO CTPYKTYypOH
OpraHu3alliy, HArJISIIHO OTOOpa)kas HEpapXUYeCKyr MOTYMHEHHOCTh €€ TMoJpa3/ielieHul, a
TaK)Ke MPUHAJUICKHOCTh KaXKJOr0 COTPYIHUKA K OMPEIeIEHHON CTPYKTYPHOU €MHHUIIE.

Bo u3bexanne MHOrOKpaTHOTO MOBTOPHOTO BBOJA OAHOW U TOM ke MH(OpMAaLIUHU, a TaKKe
HCKJTIOYEHHS] BO3MOYKHBIX OLIMOOK IIPEyCMOTPEH HA0Op CIPAaBOUYHUKOB — KaTaJIOrOB Pa3InYHOrO
Ha3HA4YeHUsI, COJIEpKalINX HH(POPMAIUIO, CIPYHIHUPOBAHHYIO MO ONPEAENEHHBIM KPUTEPHUSIM.
Bxiroyaemast B cripaBOYHUKHA HH(POPMAIIHST UCTIONB3YETCS MPH 3allOJIHEHUU HEKOTOPBIX IMOJICH
KapTOYeK TOKYMEHTOB, IMO3BOJISIS M30ekKaTh BBO/A 3aBEJJOMO HEBEPHBIX CBEICHUI (Hampumep, B
TEeX MOJISX, T/I€ JOJKHBI YKa3bIBATHCS IAHHBIE O COTPYIHUKAX OpraHU3aIlii, HEBO3MOKHO BBECTHU
3alKCh O HECYIIECTBYIOLIEM COTPYAHUKE).

[TomuMo KapTO4YeK IJOKYMEHTOB, IjaTdopMma MO3BOJSET OPraHMU30BaATH YMOPSJA0YEHHOE
xpaHeHue ¢aitnoB a000ro Gopmara, coaepkaimux HWHOOpPMAIUMI0 B TEKCTOBOM, TpaduuecKoi,
TabIMYHOU WK Apyroit hopme. [ 3Toro B Mexanusme miatopmbl MpeayCMOTPEH 0COObIi BUT
KapTOUYKU — KapTouka (aiina.

Jns Bcex THUMNOB KapTOYEK MPEIyCMOTPEH MEXaHU3M IIOMCKAa, KOTOPBIH MOXKET
OCYIICCTBIISATHCS IO 3aIUCSAM B TOJSAX KApTOUEK, TEKCTY MPUKPCEIUIEHHBIX K HUM (ailyioB u
COBOKYITHOCTH YCJIOBUH B JIFOOOM COYETaHUU.

B 3aBucumoctd OT Ha3HA4YCHHUS JOKYMEHTOB, a TAKXE BBIMOJHSAEMBIX COTPYIHHUKAMHU
00s3aHHOCTEH MpeaycMOTpeHa CcucTeMa Oe30MacHOCTH, IMO3BOJISIONIAs —pa3peliaTb WU
3anpemarb COTPYAHHUKY (TpyIIe COTPYAHHUKOB) TOCTYIN K JOOOMY BHUIY JAaHHBIX B HENSIX
OTpaHHYEHUS JOCTYIA K XPAHSIIUMCS CBEACHHUSIM M TapaHTUU COXPAHHOCTH BCEH MCIONIb3yeMOil
uHpopmanuu.

K nonomHuTeNnbHBIM CpeacTBaM, OOECHeYMBAIOIIUM O€30MacHOCTh JTaHHBIX, OTHOCSITCS
BO3MOXXHOCTH MIM(POBaHUS W/WUIM J100aBIE€HUS K JAOKYMEHTaM 3JIEKTPOHHON moamucu (mpu
HaJUYHH COOTBETCTBYIOIINX CEPTUPHUKATOB).

3anstue 4. Undopmanus o paboTe ¢ mankamu

B Hauratope oroOpaxkaercs depeso nanox, KOTOpO€ MO HA3HAYCHHUIO M TMPUHIUITY
MOCTPOEHHSI aHAJOTWYHO JEPEeBY MaroK, KOTOpoe MOXHO BuAeTh B IIpoBognuke Windows,
oJlHaKo, B oTinuune ot [IpoBoanuka, manku HaBuratopa copepxart He (ailiabl, a KAPTOUKH.

Hepapxuro mamnok ¢ kKapToyKaMu U MpaBa MoJb30BaTeNel Ha TOCTYI K AalkaM HacTpanBaeT
CIEIHAITACT TI0 BHEJPEHUIO CUCTEMBI.

B kxopHeBoii BeTBH JepeBa MAroK pacroiararoTcs 4deTbipe cucmemuvle nanku (Ilamkwm,
CnpaBounuku, Pe3ynbprarel moncka u Kop3uHa), KOTOpbIe HE MOTYT YIS THCS ITOTH30BATEIISMH,
U, KAK MUHUMYM, OJIHA 10/b308AMeNbCKAs TIATKA.

[Tanka ¢ Ha3BanueMm [lanmku (MOXET UMETh IPYroe Ha3BaHHE, HA3HAYCHHOE MTPU BHEIPSHHHN )
MOJKET COJIep’KaTh IMPOU3BOJIbHBIM HAOOp BIIOKEHHBIX MAaMOK, B TOM YHCJIE — CO CJIOXHOU
JIPEBOBUTHOW CTPYKTYpOH, KOTOpas OTpa)kaeT ITUOO0 OpPraHU3aIMOHHYIO CTPYKTYpy (Mamku
¢bunmnanos, [enapTaMeHTOB, BXOMIAIIUX B HUX OTAENOB, TabOpaTopuii U T.1.), MO0 crernupuky
poeCCUOHAIBHON JeATENHHOCTH, TUOO0 — ¥ TO, U APYTOE.

[Tormb30BaTebCKUE IMANKK MOTYT CO3/JaBaThCs W YAAIATHCA B 3aBUCHMOCTH OT IIpaB,
KOTOpBIC HMEET TOT WJIM WHOM MMOJIb30BaTelb. K 1monbp30oBaTebckuM OTHOCUTCS U [lepcoHanbHas
manka TO0Jb30BaTellsi — JTO Talka, KOTopas CO3Ma€Tcs UIS T0JIb30BATeNsl, BKIIOUEHHOTO B
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CIPAaBOYHHUK COTPYAHHUKOB. B 3Ty mamky mosip30BaTenb MOMagaeT mpu oTKpbiTuH HaBuraropa.
[Tanka Taxxe MOKET UMETh CIIOKHYIO CTPYKTYpY, KOTOpasi CO34a€Tcsl CaMUM I10J1b30BaTENIEM UITU
CHEUAJINCTOM I10 BHEIPEHUIO CUCTEMBI.

3anstue 5. Unpopmanus o pabore ¢ KapTOUKaMH

B C3/] ucnonp3yoT B Ka4€CTBE 3JIEMEHTOB ONEPANMOHHON Cpeabl KAPTOUKH Pa3IMYHOTO
BUJIA U HA3HAYECHHUS.

OnHU KapTOYKM MPEICTABIAIOT COOOH MaKCUMAaJbHO IMOAPOOHOE ONMUCAHHWE OTIEIILHOTO
JIOKYMEHTa: THUII, aTa Co3AaHus, (aMuIns JIULA, 3apEerUCTPUPOBABIIErO JOKYMEHT, CBEICHHS O
COJIepKaHUH, CCBUIKH Ha JIPyTUE JOKYMEHTBI, a TAK)KEe MOTYT BKIIIOUYATh B ce0s1 rpaduueckuil paiin
C u300pakeHHEM OTCKaHUPOBAHHOTO OyMaKHOTO JOKyMeHTa, (hailn, copaepkamuit
pacrio3HaHHbIM TEKCT JTOKYMEHTA WX JII000H JAPyroi COMyTCTBYIOIIUN (aii.

Jlpyrue KapTO4YKM IpEJHA3HA4YCHbl [UI COBEPLICHUSA OIPEACIEHHBIX  ONEpaLUi
JIeJIONIPOU3BOJICTBA:  HAJIOXKEHUE PE30JIIOLUH, BHU3MpPOBAHUE, YTBEPXKAECHUE JIOKYMEHTOB,
HOJArOTOBKA OTYETOB, KOHTPOJIb BBIIOJIHEHUS 3aJaHUH U T.I1.

Psan kapTodek MMEIOT BCIIOMOTaTelIbHOE Ha3HAu€HUE: BEJEHHE CIIPAaBOYHMKOB, MOMCK
JIOKYMEHTOB, HaCTpOMKa apaMeTpoB U T.II.

HMes 1OCTaTOYHO CIIOKHYIO CTPYKTYpY, Kaxaas KapTOuyka IO3BOJISIET PEruCTPUpPOBATh
OJIHYy €IWHMIy XpaHEHUus (Hampumep, MOKyMeHT). B oOmem ciydae KapTodka BKIIIOYAET
HECKOJIbKO HWMEHOBAaHHBIX BKJIAJOK, KaXJas M3 KOTOPBIX COJEPKHUT CHEHU(YUIECKYIO
MH(pOpMaLIMI0O O JOKYMEHTE WU APYroM OOBEeKTe, UId OIUCAaHUS KOTOpPOro CO3/aBajlach
Kaprouka. Kaxnmas Bkiaaka COCTOMT M3 OJHOM win Oosee CeKUuil (pa3zienoB), KOTOpble
HPECTaBIAIOT cO00M rpymiy nosei, coaepKaliyux CBI3aHHY0 HH()OpMaLUIo.

[Tone xapTOUKM MpeAHA3HAYEHO JAJISl ONMCAHUS OJHOIO U3 aTpHOyTOB 0OBEKTa, HAIIPUMED,
aBTOpa JOKYMEHTA, J1aThl PErMCTPaLuU, HOMepa U T.1.

Kaxnoe nmone MoxeT coaepkaTh TOJBKO ONPEAEIEHHBIM THIl JAHHBIX: 3TO MOXET ObITh
IIPOM3BOJIbHAS TEKCTOBas MH(OpMalMs, YuCIOBOE 3HaU€HUe, Aara ¥ Bpems u T.1. Hexotopsie
MOJIE MOTYT 3alOJHATHCS TOJBKO JTaHHBIMU, KOTOpbIE YK€ MMEITcs B cucreme. Hampuwmep,
aBTOPOM, HCITOJIHUTENIEM U JIMILIOM, MOJNHCABIINM JOKYMEHT, MOTYT OBITh TOJIBKO COTPYAHHKHU
OpraHu3aliH, 3apEerUCTPUPOBAHHBIE B CIPABOYHUKE COTPYIHUKOB U T.JI.

Kaprouku, peanusoBanHble B pa3ziuuyHblx COJl, MOryT OTIMYaThCs HAOOPOM BKIAJIOK,
NOJIEN, UX HA3BaHMSMHM U MOBEACHHEM. bosiee TOro, KapTOUKM MOTYT HECKOJIBKO OTJINYAaThCS B
pa3IMYHBIX BHEJPEHUIX JJa’ke B paMKax OJIHOTO MPHIIOKEHUs, Oaroapsi BO3MOKHOCTH THOKO
NEepeHacTPOMKU CHCTEMBbI 10J] TpeOOBaHUS KOHKPETHOI'O 3aKa3yMKa, HO BCE OHHM CTPOSTCS Ha
OCHOBE 00I11eT0 Habopa JIEMEHTOB.

OCHOBHBIMU KapTOYKaMH, C KOTOPBIMU paOOTarOT IOJB30BATENH, SIBISIOTCS KapTOUYKU
JIOKYMEHTOB Pa3JINYHBIX TUIIOB.

3anstue 6. Unpopmanus o padore ¢ daitnamu

[ToMuMoO cBeeHMI O JOKYMEHTE, KOTOpbIE 3aHOCATCS B MOJIsI KAPTOUKU JOKYMEHTA, K Hel
MOTYT MPUCOEAMHATHCS (paliiIbl, cosiepKaliue TeKCT TOKYMEHTa, ero rpaduueckoe n3oopaxxeHue,
a TaKXKe pPa3InYHYIO CBS3aHHYIO C JOKYMEHTOM BCIIOMOTaTelbHYI0 HH(OpMAIHIO (CXEMBI,
rpaduku, TaGIULIbI, WIUTIOCTPATUBHBIA MaTepuan).

@aiipl MOTYT TIPUCOEAMHATHCS K KapTOYKE [TOKYMEHTa pa3HBIMH CIIOCOOaMU H C
Pa3IMYHBIMH TTapaMeTpaMH, OT YKa3aHUsI KOTOPBIX 3aBUCAT JAaTbHEHUIINE BO3MOKXHOCTH PaOOTHI
CO CBSI3aHHBIM (haliIoOM.
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Bo3mosxHBI 4eThIpe criocoba no0aBiaeHus (aiisia B KApTOUYKY TOKYMEHTA:
® C [IOMOIIBIO KAPTOUKH (haiina;
e 13 cymiecTByromero daina;
® CO3JaHHEM KapTOUYKH U3 Ia0JIOHA, COACPIKAIIETO CBA3aHHBIN (aill;
® CKaHMPOBAaHUEM OyMa)KHOTO JIOKYMEHTA.

3anstue 7. Pabota ¢ perucTpalliOHHBIMUA KapTOUYKAMU BXOJSIIUX, UCXOAAIINX U BHYTPEHHHUX
JIOKYMEHTOB
e HasHaueHue (yHkuu, onpenenenue PK
e paznuunble Tuibl PK B cucreme, coctaB peKBU3UTOB, OCHOBHBIE U IONIOJHUTEIIBHBIE,
3aI10JIHEHUE 0053aTEeNIbHBIX U HE 00sI3aTEeIbHBIX PEKBU3UTOB
® perucTpanys BXOAAIMUX JOKYMEHTOB U IIUCEM I'paXkIaH
® perucTpanus co31aBaeMbIX (MCXOIAIINX) JOKYMEHTOB
e paboTa C IEKTPOHHBIMU 00pa3aMH JOKYMEHTOB
e npukperieane B PK ¢daitoB nokymeHToB, co3nannbix B npuiokerusx MS Office, B Tom
qucIIe ¢ UCI0JIb30BaHUEM IIPUJIaraeMbIX M1a0JIOHOB
e CKaHMpOBaHME OyMa)KHOTO JOKyMEHTa M IpHKperuieHue ero k PK
® BO3MOYHOCTb 3aKPbITHS IPUKPEIUICHHOTO (aiisia Ui pelakTUpOBaHUs, 3aKpbITHE (haiina
OTAENBHBIM TpH(OM JT0CTyTIa
e BO3MOXHOCTH HanoxeHus: DL na npukpernennsiii k PK daiin
® KOHTPOJb 32 JBMYKEHUEM U COCTOSIHUEM OyMaKHBIX JOKYMEHTOB: MmoHsTre JKypHana
nepeaay JT0OKyMeHTa, 3aHeceHrue MH(opMaIum o rnepeiaye, ClMcaH|y WM YHUUTOKSHUU
OyMa)XHOTO JIOKyMeHTa B 1aHHbIH JKypHan
e rneyarh PK, neuaTh nepeuHs 3aperucTpupoOBaHHbIX JOKYMEHTOB
® IIpocMOTp U penaktuposanue PK

3ansTtue 8. Pabora ¢ mpoekTamMH JOKYMEHTOB

e Ha3HaueHHe 3ana4n «PaboTa c MpoeKTaMu TOKYMEHTOBY
e 00mas cxeMa paboThl C MPOEKTaMH JIOKyMEHTOB

e crocoObl CO3JaHNUS TPOEKTa JOKyMEHTa

e peructpaluoHHas kapTouka nmpoekta qokymenta (PKIIJI), cocraB pekBU3UTOB U UX
3all0JIHEHUE

® 33/laHUe MapIIpyTa JBUKEHHS JOKYMEHTA: OTIIPaBKa MPOEKTa JOKYMEHTA (B T.4. DJIEKTPOHHOMN
KOMHUM TPOEKTa TMpUKa3za WU JIOOOro JAPYroro JOKYMEHTa) Ha COTJAaCOBaHWE W/WIIM Ha
MOAMHICH

® ABTOMATHYCCKOC U3MCHCHUC CTaTyCa IIPOCKTA JOKYMCHTA
® MHOXCCTBCHHOCTH BCpCI/Iﬁ IMPOCKTOB NOKYMCHTOB

¢ perucrpanus JOKyMCHTA Ha OCHOBC YTBCPIKACHHOI'O IIPOCKTA
IMTOMCK ITIO 3aJaHHBIM IMapaMETpaM PECTUCTPALMOHHBIX KapTOUYCK ITPOCKTOB JOKYMCHTOB

Paspnen 3. OcHOBHBIE (DYHKIIMOHAJIbHbIE BO3MOKHOCTH M XapaKTePUCTHKHU
aBTOMATH3MPOBAHHBIX CHCTEM /1eJ10IIPOU3BOACTBA
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Tema nabopamopmnozco 3anamus: 3ydenne GpyHKImoHaIbHBIX Bo3MokHOCTel AC JIOY
(2 gaca)

Lenv 3auamus:
1. U3yuuTb OCHOBHBIE ()YHKLIMOHAIbHBIE BOZMOKHOCTH U XapaKTEPUCTUKH
aBTOMATHU3UPOBAHHBIX CUCTEM JEJIONPOU3BOACTBA.
2. BBINONIHNUTE OCHOBHBIE TEXHOJOIMUECKUE ONIEPALMM € JOKYMEHTUPOBAaHHOM nHHpopManuei B
AC 10Y (peructparus 10KyMEHTOB, KOHTPOJIb UCTIOJHEHUS, TOUCK WH(POPMAILINH, BEICHUE
CIPaBOYHHUKOB, (POPMUPOBAHKE OTUYETOB U JP.)

Dopma npogedenus — IEIOBas UTPa
Bonpocwt ons obcyscoenus:

Ha3nauenue 1 NpuHLHKIIBI TOCTPOEHUSI aBTOMATU3UPOBAHHBIX cucTeM JJOY.
[TpaBuiia paboThl cucTeMHOr0 TexHoJsora B pasnuunbix AC JIOV.

[TpaBuna paGotsl nosab3oBaTens B paznuuHbix AC JIOY.

OcHoBHBIE (YHKIIMOHATIBHBIE BO3MOKHOCTH paznuuHbix AC J10Y.

BeInonHeHne 0OCHOBHBIX TEXHOJIOTHYECKUX ONEpaLii ¢ JOKYMEHTUPOBAHHOM
unpopmanueii B AC IOV (perucrpamusi J0KyMEHTOB, KOHTPOJIb UCIIOTHEHUS, TIOMCK
uH(pOpMaLK, BEJCHUE CIIPAaBOYHUKOB, ((OPMUPOBAHKUE OTYETOB U JP.)

agrwdE

KOHmpOJleble 680Npocyvl.

Kakoe naznauenune y AC JIOY?

Onumure NpUHLKIIBI IOCTPOSHUS aBTOMAaTU3UPOBAaHHbIX cucteM JJOVY.
[Tepeuncnure ocHOBHbIE QyHKIMU cucTeMHoro TexHoisora B AC JIOVY.
[Tepeuncnure ocHOBHBIE (DyHKIMH MToNB30Bateis B paznuyabix AC IOV,
HazoBure ¢pyHKIMOHAIBHBIE BO3MOXKHOCTH pazanuHbix AC JI0Y.

agrwbdE

Hcemounuku:
Meroauueckre MaTepralbl BEHI0POB, pa3MellleHHbIe B 00auHoM xpanuiuiine Dropbox.

NHuTtepHeT-pecypcesl:

http://www.docflow.ru/ - uadopmanroHHO-aHATUTHIECKUI TTOPTAJ SJIEKTPOHHOTO
JOKyMEHTOO00pOTa

www.doc-online.ru - HesaBucuMbIii TOPTAI O CHCTEMAX 3JICKTPOHHOTO IOKYMEHTO000pOTa
cnews.ru/

www.ecm-journal.ru/

CaiiTbl BEHI0pOB:

www.eos.ru/ - Komnanus (<3J'ICKTpOHHLIe O(I)I/ICHBIC CUCTEMbBID»
http://www.directum.ru/ - Kommanuss DIRECTUM
http://www.intertrust.ru/ - Kommanus «atepTpact»
http://www.evfrat.ru/ - Kommaunus Cognitive Technologies
http://www.docsvision.com/ - Komnanus Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C JIokyMeHTOO00POT

[Tnan mabopaTopHBIX 3aHIATHI B aBTOMaTU3upoBaHHOM cucteme JIOY — cucreme

AIIEKTPOHHOTO JoKyMeHToobopoTa (CI/I)
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3ansarue 9. CBI3bIBaHUE JOKYMEHTOB
® T[IOHATHE CBSI3KH, MPSIMbIC U 0OpaTHBIC CBS3KH, CHMMETPUYHBIC CBI3KH
® CBS3BIBAaHME JIOKYMEHTA B MOMEHT PETUCTPAIlUU
® CBS3BIBAaHHE JIOKYMEHTOB, HAXOISAIIUXCS B Oa3e

® CCHUIKA Ha BHEIIHUH (CETEBOM) apec

3anstue 10. dopmupoBaHue 3a1a4 1 3aJaHUI
® CO3/IaHME U 3aII0JIHEHUE KapTOUYKHU 3a/1a4u
® MapuIpyTH3aIus 3aJaHuil
e riepenayva 3aJaHuil B paboTy
[ ]
3ausatue 11. BreinmonneHue 3aganuit
® PEXHUMBI OTKPBITUS U CTAaTYChl KAPTOUKH 3a/1aHUs
e paboTa YJaCTHHUKOB BBITIOJTHEHUS 3aaHMsI (MCIIOJHUTEIIS, OTBETCTBEHHOTO MCIIOTHUTEIIS,
KOHTpPOJIEPA)
e CO3JaHue MOJUMHEHHBIX 3aJ1a4 U 3aJJaHUI

3anstue 12. CornacoBaHue 10KyMEHTOB

L4 CO3JaHNEC KAapTOYKHU COIIaCOBAHUS

o 3aIlIOJIHCHHUEC KAaPTOYKH COI'JIaCOBAHUA

o 3aIlyCK IIponecca CoriacoBaHusa

L4 BBITIOJIHEHUEC COIJIaCOBaHUA

o CO3/IaHHE TTOAYMHEHHBIX COTJIAaCOBAHUM
o KOHCOJIMJalMs U3MEHEHUN

3anstue 13. [Touck nokymeHTOB, 3aaa4, 3agauuii B CO/I. JInunble nanku
® [IOMCK IO HOMEpPaM
e nouck no pexsusnuraMm PK u conepxanuto nokymeHTa
® T[IOWCK MO PE30TIOIUU
® [IOMCK MO XypHaJy MepeJadyn J0OKYMEHTOB
e 0000IIEHHBIN TOUCK
® [IOMCK MPOEKTOB JJOKYMEHTOB
e 00paboTka pe3ynbTaTOB MOMCKA — BHIBOJI HA TeUaTh
e paboTa ¢ TMYHBIMH MMANKAMH
® CO3J/IaHME TAMOK U Pa3MEIIeHHE B HUX JTOKYMEHTOB

3ansarue 14. @opMupoBaHHE OTYETOB U AHAIN3 TAHHBIX MO JIS
. JEMOHCTpAIIHS BAPHAHTOB MCTOJIB30BaHUS CTAHAAPTHBIX OTYETHBIX (hOPM
. (hopMHUpOBaHUE 3aMIPOCOB

3anstue 15. JlononHuTeNbHBIE HACTPOHKHU pabovyero Mecra

® HACTPONKH CHCTEMBI Ha pab0OYEeM MECTE IMOJIb30BaTelsl, 0OCOOEHHOCTH 00eCIIeueHHUs
paboTHI MONIB30BATENIEH CUCTEMBI C YUETOM UX JIOJDKHOCTHBIX 00s3aHHOCTEM
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¢ HAa3HAUCHHUC U BBIIIOJIHCHUC MMOJB30BATCIBCKUX HACTPOCK

® JI0JB30BaTCIbCKUC CIIUCKHU

3anstue 16. Yuer pabouero BpeMeHH
® 3aMoJHEHHE KapTOUYKU paboyero JHs
® XpOHOMETpaxk pabouero BpeMeHH

HToroBas paboTa 110 BBINOJIHEHHBIM 331aHUsAM 0(OpMIIIETCs B BUJIe IIpe3eHTalun. Britovatores
BCe HcciegoBaHHble cTyaeHToM CO/I.
CrpykTypa paboThI:
Oransl BHeApenust COJ B npeanonaraeMoi opraHu3aluu.
Oranel padboTsl ctyneHTa B CO/I.

Haznauenune COJl 1151 TOKyMEHTalIUOHHOTO 00ECIIEYeHHsI YITPABIICHUSI.

M W o

Bamiu oT3bIBBI M ITOXKEIaHUS K IIpOrpaMMHOMY IIPOAYKTY (HO,Z[FOTOBKa SCCC).

IIpu npoBenenun mnabopaTopHbIXx 3aHATHH B COJ] HCHONB3YHOTCS METOAUYECKUE

MaTepuabl, pa3paboTaHHBIE BEHOPaMHU.

Benpop IIporpaMMHBbIi Caiir
NPOAYKT
CoJ
20C JEJIO http://www.eos.ru/
Cognitive Technologies EBOPAT http://www.evfrat.ru/
JlupexkTym DIRECTUM http://www.directum.ru/
1C 1C JIokyMeHTO000pOT http://v8.1c.ru/doc8/
«JloxcBrky DocsVision http://www.docsvision.com/

Pazgen 4. IlepcneKTUBBI HCNIOJIb30BAHUS U HATIPABJICHUS Pa3BUTHS
aBTOMATHU3HMPOBAHHBIX CHCTEM JOKYMEHTAIIMOHHOI0 o0ecrneyeHHs ynpasJeHus (2 yaca)

Tema nabopamopnoco 3auamus: Tennenuuu u HanpasieHus pazsutus AC JIOY

L]env 3ansamus: BoIABUTH TEHAEHUMHU U POAHATIU3UPOBATH HanpasiieHus pa3Butus AC
JOYV.

Dopma npogedeniis — IEIIOBas UTPa
Bonpocul onsa 0bcyscoenus:

1. OcHOBHbIE TEHAEHLMU Pa3BUTHSI aBTOMATHU3UPOBAHHBIX CUCTEM JOKYMEHTAI[HOHHOTO
oOecrieyeHus yrpaBiieHHUs

2. Brnugnue pa3BuTHs HHPOPMAIIMOHHBIX TEXHOJIOTUH Ha aBToMaTtu3auuio J[0Y.

3. O6naunble TexHogoruu B JJOY.

Konmponvnvie éonpocwi:
1. Oxapakrtepu3yiite ocHOBHbIE TeHAeHIuH pa3Butus AC JIOVY.
2. Kak BIusIOT pa3BUTHsI MH(POPMAIIMOHHBIX TEXHOJIOIUH Ha aBToMaTu3aiuo JOY?


http://www.eos.ru/
http://www.evfrat.ru/
http://www.directum.ru/
http://v8.1c.ru/doc8/
http://www.docsvision.com/
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3. Kakue npumMeHnsiroTcst obsaunbie TexHosnoruu B JJOY?

[ToaroroBute mnpesentanuio «CocTOSHUE PbIHKA U OCHOBHbIE TeHAEHUMU pazButus AC
JIOY B PDy, ucnons3ys nporpammy Microsoft PowerPoint (10-15 ciaiifos).

Hemounuku:

WuTepHeT-pecypchl:

http://www.docflow.ru/ - uadopmanroHHO-aHATUTHIECKUN TTOPTAJ SJIEKTPOHHOTO
JOKYMEHTO000pOTa

www.doc-online.ru - HesaBucuMblii OPTAI O CHCTEMAX 3JCKTPOHHOTO JOKYMEHTOO0O0pOTa
cnews.ru/

www.ecm-journal.ru/

CaiiTbl BEHI0pOB:

www.eos.ru/ - Komnanus ((3HeKTp0HHLIe O(I)I/ICHBIG CUCTEMbBI»
http://www.directum.ru/ - Kommanus DIRECTUM
http://www.intertrust.ru/ - Komnanus «uarepTpact»
http://www.evfrat.ru/ - Kommauus Cognitive Technologies
http://www.docsvision.com/ - Kommanus Docs Vision
http://v8.1c.ru/doc8/ - Kommanus 1C JIokyMeHTOO00POT

9.2 MeToanyecKrue peKOMEHIALMH T10 TTIOATOTOBKE MMChbMEHHBIX Da60T

Tewmsl pedepaToB:

1. HccnenoBanre OCHOBHBIX OOBEKTOB M MPUHIIMIIOB aBTOMATU3AI[MH B YIIPaBJICHUH.

2. Hcnonp30oBaHWE  aBTOMAaTU3MPOBAHHBIX  CHUCTEM B JOKYMEHTAallHOHHOM
o0ecreyeHn! yrpaBieHUs..

3. AHanu3  HOPMAaTHBHO-TIPaBOBBIX  AKTOB, PETIAMEHTHUPYIOIIUX  MPOLECCHI
BHEJIPEHNUS U UCIOJIb30BaHUS aBTOMAaTU3UPOBaHHbIX cucteM B JJIOVY.

4. AHanan3 HOpMaTUBHO-METOANYECKUX JOKYMEHTOB, PErJIaMEHTUPYIOLIUX MPOIIECCHI
BHEJIPEHNUS U UCIOJIb30BaHUS aBTOMAaTU3UPOBaHHbIX cucteM B JIOVY.

S, Benymue xommanuu-pazpabOoTUMKM HporpaMMHBIX npoaykToB st AOY u ux
pa3paboTKu.

6. [TpoGyieMbl U epCIEKTUBBI BHEAPEHUS AIEKTPOHHOTO JOKYMEHTOO00pOTA.

7. OcHoBHBIE 33J1a4H, CTOSIIIIKE NIEPE] aBTOMAaTU3UpoBaHHOM cuctemont JIOY u nytn
UX pEIIeHUS.

8. AHa/iu3 COBPEMEHHBIX HMH(POPMALMOHHBIX TEXHOJOIMH CO3/IaHUs, XpaHEHUS U
OOHOBJIEHUSI TOKYMEHTOB.

9. CuctemMbl  3JIEKTPOHHOIO  JIOKyMEHTOOOOpOTa Ha  COBPEMEHHOM  3Talme
(cpaBHUTENBHBIN aHAIU3 TPOrPAMMHOTO OOecTIeueHus).

10. Buenpenne aBTomatusmpoBaHHOU cuctembl [JOY (Ha mpumepe KOHKPETHOM
OpTaHU3AIIHH ).

11.  OrtpacneBbie CHCTEMBI AJIEKTPOHHOTO JOKYMEHT0000poTa B PO.

12. OCHOBHBIE TEHACHIIUYN Pa3BUTHS aBTOMATH3UPOBAHHBIX cucTeM J[OY.

Pexomenpamnum o nmoaroroBke u odopmiieHuo pedepara

[ToaroroBka pedepara MO3BOJSET 3aKPENUTh TEOPETHUECKHUE 3HAHUS MO JHUCLUUIUIMHE,
nproOpecT HaBBIKM CaMOCTOSITENIHOTO YIIyOJIEHHOr0 M3y4YeHHMs OJHOTO U3 paslesioB Kypca.
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[Tpu moxroToBke pedeparta CTyACHTHI MOTYYAOT HABBIKK M YMEHHE paboTaTh ¢ UCTOYHUKAMU U
JTUTEPaTypOil, AaHATU3UPOBaTh (aKThl W JaHHBIC CIECNHATBHOW JIUTEPATyphl, U3Jararb
NPOYHUTAHHOE COBPEMEHHBIM MPO()ECCHOHATBHBIM SI3BIKOM.

Pedepar nomken ObITH OPOPMIICH B COOTBETCTBHH C TPEOOBAHUSMU, TPEIBSIBISIEMBIMU K
MOJITOTOBKE U 0(DOPMIICHHIO HAYYHBIX Pa0OT.

Pedepar Brimrouaer:

- TUTYJIbHBIH JIUCT;

- OTJIaBJICHHE;

- BBEJICHHE;

- OCHOBHYIO 4acTh (TeMaTUYECKUE pa3/Ieibl);

- 3aKIIIOYCHHE;

- CIIUCOK UCTOJB30BaHHBIX HICTOYHUKOB U JTUTEPATYPBHI.

O6bem pedepara - 15-20 cTpanwui Tekcta (mpu Habope depes 1,5 MHTepBajga u pazmepe
mpudra 13-14). Pedepar numercs Ha OHON CTOPOHE CTAHAAPTHOTO JIKcTa Oymaru gopmara A4
(210x197Mm).

Crpanunsl pedepara HymepyroTcss apabckuMu mmdpamMu Ha BEpXHEM IOJie JIMCTa, Oe3
KaBbIUEK, IE(PUCOB U APYTUX 3HAKOB MPEIUHAHUSA. TUTYIIBHBIH JIUCT U OTJIABJICHUE HE HYMEPYIOT,
HO BKJTFOYAIOT B 00IIMi 00beM pedepara.

Hayuno-cripaBouHbIi anmapar pedepara BKIOYAET CIHUCOK UCTOYHUKOB U JINTEPATYPHI U
MOJCTPOYHBIE CHOCKHU. I10JICTpOYHBIE CHOCKM HCIIONB3YIOTCS BO BCEX CIIyYasX IIUTHPOBAaHUS B
TeKcTe pedepara MPaBOBBIX aKTOB, JIOKYMEHTOB, MPOM3BEICHUI aBTOPOB MOHOTpadUii, cTaTei,
y4eOHUKOB, yUCOHBIX TTOCOOMIA, a TAK)KE MTPH [IATHPOBAHUY CTAHIAPTHBIX ONPE/ICIICHUI TEPMUHOB
u noHatuii. Bce npuBoaumeie B pedepare (akThl, mudpel, 1aThl, KOHKPETHBIC JaHHBIC TAKKE
JIOJKHBI OBITH TIOATBEPIKIACHBI TIOJICTPOYHBIMU CHOCKaMHU.

CHOCKM HyMEpYIOT B MpeIeax OAHOM CTPAHUIIbI apaOCKUMHU ITU(PPaMU, TEKCT CHOCKU
Pa3MEIIArOT MO ITOCJIEIHEH CTPOKOM TEKCTA.

9.3 Nunle MaTepuanl

Meroanueckue Marepuasl BEHIOPOB
DJIEKTPOHHBIE BEPCUU MAaTEPHAIOB Pa3MEIICHbI B 00JauHOM XpaHuiuiine Dropbox.
Ccblka JaeTcsi CTyIeHTaM Ha IEpBOM MPaKTUYECKOM 3aHSITHH.
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Ipuioxenue 1

Annomayus oucyunaunvl (Mo0oyns)

JuctumimHa ABTOMATU3HPOBAHHbIE CHCTEMbl JIOKYMEHTALMOHHOrO  o0ecreyeHus:
ynpaBJleHUsl peanusyeTcs Ha akyibmeme APXUBOBEICHUS U JOKYMEHMOBeOeHUs Kagheopoll
Aemomamuzuposannvix cucmem /{OYV.

Ilenp OUCUMIUIMHBL: TOATOTOBUTH BBITYCKHHMKA, YMEIOLIEr0 OpPraHu30BaTh YIIPABICHUE
AJIEKTPOHHBIMU JIOKYMEHTAMH B CHUCTEMax 3JIEKTPOHHOIO JOKyMeHToobopora. OcBoeHue

JUCLMIUIMHBl ~ HANPaBJICHO Ha HNpUOOpeTeHHe CTyAEeHTaMHM 3HAaHUH O BHE/IPCHUU
UH(POPMALMOHHBIX TEXHOJIOTUN B AEATEIBHOCTD CIy>KO0bI JJOVY.
3amaun:

- U3yYUTh TEOPHIO U MPAKTUKY MPUMEHEHHS aBTOMATH3UPOBAHHBIX CUCTEM B YIPABICHUU
JIOKyMEHTaleH;

-M3y4YUTh OCHOBHEIC TIOHSATHS, UCIIOJIb3YEMBbIC B ITPOIIECCE TPUMEHEHUS HHPOPMAITHOHHBIX
texnojoruit B J1I0Y;

- U3Y4YMTb UCTOPHIO aBTOMaTH3aluu U Mexanuszauuu JIOY B Hawieil ctpane U 3a pyOexoM;

- U3YYUTh HOPMATUBHO-TIPABOBBIE OCHOBBI IPUMEHEHHU ST HH(POPMAIIMOHHBIX TEXHOJIOTUN B
HOY;

- U3yYUTh TEXHUYECKOE U MPHUKJIAJHOE MPOrpaMMHOe 0OecredeHrne, UCIoIb3yeMoe Mpu
OpTaHHU3AINH MICKTPOHHOTO IOKYMEHTO000pOTa B MH(DOPMAIIMOHHOM O0ECIICUCHUH YIIPABIICHUS,

- U3y4UTh IPUHIIMUITBI BEIOOPA M OPTaHU3alIMI0 BHEAPEHUS U UCIIOIB30BaHUS TEXHHUECKOTO
Y TIPOrpaMMHOTO 00eCIIeueHus;

- U3Y4YUTHh UH(POPMAIIMOHHBIE CUCTEMBI U OCHOBHBIE HH(OpMaImoHHbIE pecypcsl B IOV

- M3yYUTh W MPOAHATM3MPOBATH CPEICTBA 3alIUTHl WH(GOPMAUU B WH(DOPMAIMOHHBIX
cucreMax, ucrnoib3yemsix B JIOY;

- chopmupoBaTh MPOPECCHOHAIbHBIC HABBIKK PA0OTHI B ABTOMATH3UPOBAHHBIX CUCTEMAX.

JuciumimHa ABTOMATH3HPOBAHHbIE CHCTEMbl JIOKYMEHTALIMOHHOrO  olecrieyeHust
ynpasJleHHsl HampajeHa Ha (GOpMUPOBAHHE CIEAYIOUIMX KOMIIETEHLUI:
[IK-4 Brnageer 3HaHUSIMH COBPEMEHHBIX HMH(QOPMAIMOHHBIX CHCTEM U HaBBIKAMU
MPOEKTUPOBAHUS U BHEJIPEHUS CUCTEM 3JIEKTPOHHOTO JOKYMEHTOO0OPOTa B OpraHU3aluu
[IK-7. CnocobeH ocCymecTBIATh TOKYMEHTAIIMOHHOE OOECIeUYeHHe EeATEeTbHOCTH 10
no100py, OIleHKe, Pa3BUTUIO U OpraHU3alliy TpyJa epcoHana

B pe3ynbrare 0cBOECHHUS TUCHUILUIMHBI ABTOMATH3HPOBAHHbIC CHCTEMbI IOKYMEHTALIMOHHOT O
o0ecrneyeHus: ynpapjaeHust 00yJaronuics JOJKEH:

3HaTh:

COBpeMeHHbIE MH(POPMAIIMOHHBIE CUCTEMBI, CUCTEMBI JIEKTPOHHOTO JOKYMEHTOO00pOTAa,
MIPABOBOE peryIupoBaHue cepsl yrnpaBieHus nHbopMaluei u ToKyMeHTaluen
METO/I0JIOTUYECKHE OCHOBBI IIOCTPOCHHUS YIIPABICHYECKUX CUCTEM U CUCTEM
JIOKYMEHTAI[MOHHOTO 00eCTIeUeHHs yIpaBICHUS

MpaBujIa ¥ METOIOJIOTHIECKUE TIOIXO/IBI K TPOSKTUPOBAHUIO CUCTEM AJIEKTPOHHOTO
JIOKYMEHTO0000pOoTa

MpaBOBbIC HOPMBI B chepe YIpaBIeHHUs MEPCOHATIOM U KaJpOBOTO JIETOTPOU3BOICTBA

MpaBHJIa COCTABJICHHS KapOBOH IOKyMEHTAIUU U padOTHI ¢ JOKYMEHTaMU 110 JTHYHOMY COCTaBY

YMmers:
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MIPUMEHATH 3HAaHUE HOPMATHBHO-TIPABOBOM 0a3bl B cdepe yrpasieHus nHpopMmaren u
JIOKYMEHTAlUEN B TPAKTUUYECKON AEATEIIbHOCTH

MPUMEHSTH Pa3IMYHbIe METOI0JIOTMYECKHE TTOIXObI IPHU MPOSKTUPOBAHUH CUCTEM
JIOKYMEHTAI[MOHHOTO 00ECTICUeHUs yIPABICHHUS

BHEJPATH CUCTEMBI JJIEKTPOHHOT'O JJOKYMEHTO0000pOTa

MPUMEHSTh TEOPETUIECKHE U TTPABOBBIC 3HAHUS MPHU JOKYMEHTHPOBAHUU TPYIOBBIX OTHOIICHUH
U CITy>KeOHOM e TeIbHOCTH

JIOKYMEHTHUPOBATH TPYIOBBIC OTHOIICHUS U CITY>KEOHYIO IEATEITHPHOCTh B TOCYIapCTBEHHBIX
OpraHax, OpraHax MeCTHOTO CaMOYTIPaBJICHHs U OpraHU3alUsIX pa3Iu4HbIX HopM
COOCTBEHHOCTH M OPTraHU3allMOHHO-TIPABOBBIX (OpPM

Bnaners:

HaBBIKAMU BBIOOPA HEOOXOAUMBIX TEXHOJIOIMYECKHH PEeLIEHUH B IPOLIECCE yIPaBIECHUS
uH(popMaIel 1 TOKyMeHTaIuen

HaBbIKAMU aHAJIM3a U OPTaHU3ALMOHHOTO IPOEKTUPOBAHMSI CUCTEM JTOKYMEHTALIMOHHOTO
oOecrnieueHnsl yIpaBieHuUs

HaBBIKAMU BBISBICHUS HanOoJiee ONTUMAIbHBIX IIOKa3aTenel, HeOOXOIUMBIX IS
IPOEKTUPOBAHUS U HACTPOMKHU CUCTEM JIEKTPOHHOI'O JOKYMEHTO000pOoTa

HaBBbIKaAMU pabOThI C IEPCOHAILHBIMU IaHHBIMU U KOH(QHIEHIIMATbHON HH(OpMaIen
HaBBIKAMHU PaOOTHI C TOKYMEHTAMH 110 JIMYHOMY COCTaBYy B TOCYJapCTBEHHBIX OpraHax, OpraHax
MECTHOI'0 CaMOYTPaBJICHUS U OpPraHU3alusAX pa3IndHbIX (OpM COOCTBEHHOCTH U
OpraHU3alMIOHHO-TIPABOBBIX (OPM

ITo gucruminHe ABTOMaTI/I3I/Ip0BaHHbIe CUCTEMBI JOKYMECHTAIIUOHHOTI'O odecnevyeHu
YupaBJieHas IIPpEayCMOTPEHA IPOMEKYTOYHAA aTTECTaAlsd B cbopMe IK3AMEHA.

O6ma;1 TPYAOCMKOCTb OCBOCHUS JUCIHHUIIIMHBI COCTABJISICT _3_33‘16THBI€ CANHUIIBI



