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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 DJIEKTPOHHOTO 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€  IpPOOJIEMBbl  3JIEKTPOHHOIO  JOKYMEHTHUPOBaHMsI  IIPaBOBO,
VIIPaBICHYECKOH, HSKOHOMHUYECKOH, COIMAIbHOM, TEXHHYECKOW, HaydyHOW uHOpMAMH U

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

YUPEKICHUM, OPraHU3aLUN U IPEANPUITUN;

. OBJIAJIETh HEOOXOIMMOM TEPMHUHOJIOTHUEH;
. 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 N0 TUCHHMIIJIMHE, 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
uHpopmauu 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 peaTU3aIiH

[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
BBIUHCIUTENFHON 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 00pa30BaTe/IbHOM 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,
HEOOXOIUMBIC JIJIS TIPOXOXKICHUS TUCIUILTHHBI «AyIUT HHGOPMAIIMOHHON 0€30ITaCHOCTIY.

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 caMOCTOSATENbHON 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 JJIEKTPOHHOI'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.
JlononHutenpHble  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
HPEUMYIIECTBA

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».
Oynkuuu COJ] «IEJIO» o pa3rpanuyeHuto
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» ¢ TuUOOBOH  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
JOKyMEHTOB B COOTBETCTBUU C TpeOOBaHUIMHU
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 JTOKYMEHTOB,
KOHBEPTOB, IIAKETOB.

IlonroroBka mopy4yeHHs — CO3JaHHE U
paboTa ¢ MOPYy4YEHUSIMH JIIOOOH BIIOKEHHOCTH H
Pa3BETBIEHHOCTHU; paboTa C MPOEKTaMU MOPYUCHHI;
Ha3Ha4YCHHE BHYTPEHHHUX u BHEITHUX
UCIIOJIHUTEINIEH; KOHTPOJBbHBIE M HE KOHTPOJbHBIE
NnopyuyeHusi; UHQOPMHUPOBAHUE O TOCTYIJICHUH 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  OpPraHMU3alUsAX-
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 pPacIoO3HaHHbIX 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 ¢ JOKyMEHTaMH; HCIOJIHEHUE 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 3HaYMMBIA 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,
COBEPIICHHBIX 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 «MoOwinpHBIE  KabuHer». Pabota ¢
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 iepeBoji OyMakKHBIX TOKYMEHTOB

B BUpPTyalnbHbIM  Bup, onuus  «llorouHoe
CKaHHUPOBAHUEY.

Web-mocTyrm K0 BceM JaHHBIM M ()YHKIIHSIM,
MO3BOJISIIOIIUN COTPYIHUKAM MOJHOIIEHHO padoTaTh
C JIOKYMEHTaMH, HaxoJsChb B KOMAaHJIUPOBKE WJIU
BHE o(uca, KaK U 3a CBOMM PabOYHMM CTOJIOM, OITIIHSI
«JIEJIO-Weby.

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

[IpoexkTupoBanue u CO3JIaHUE
MIPOM3BOJIBHBIX OHM3HEC-TIPOIIECCOB (IMPOU3BOJILHBIE
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, ayaiuo - U BUAeo(daisbl, 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» -
«BUPTYaJIbHBIM 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
GyHKUIUAM. YUeT 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 ¢ nopy4yeHusimu (Bbliaya, UCTIIOJTHEHUE 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
JTOKYMEHT000OpoTa - (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 rOpUANIECKON 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).

Jexkuusa 9. (Tema 6. 1.4.). @OyHKUMOHAIbHBIE BO3MOKHOCTH CHUCTEMBI 3JIEKTPOHHOTO
nenornpounsBozactsa «IEJIO». Pabora ¢ «kabuHETOM» - «BUPTYaJIbHBIM pabOYHM MECTOMY. - (2 daca).

Jlekumss 10. (Tema 6. 1.4.). OyHKIMOHAIbHBIE BO3MOXKHOCTH CHCTEMBI 3JEKTPOHHOTO
nenornpousBoactBa «JEJIO». «MoOuibHBIH 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 ckaHupOBaHKME ¢ 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 aBTOMAaTH3alMU y4yeTa JOKYMEHTOB
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).

Jlekuss 15. (Tema 6. 1.11.). DyHKUMOHANBHBIE 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».

WNudopmanoHHO-CrIpaBOYHAS

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
¢ 1IpOrpaMMon  3JICKTPOHHOIO 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 BpeMEHHOTO TPHOCTAHOBIEHUS TIOCEHICHHUS OOYYArOIIMMHUCS 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 PEAIbHOI'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 Pe3yJbTATOB 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 aTTecTanus — 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 OLCHKMU IO TUCHHUIIJIMHE

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 MIPAKTUYECKUN MaTEpHa, MOXKET IIPOJIEMOHCTPUPOBATh 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
npodeccroHaIFHOM HANPaBJIEHHOCTH BBICOKOTO YPOBHS CIIO)KHOCTH, ITPABUIIEHO
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
MIPOMEXYTOUHOH aTTeCTallH, He JOMycKas CyIIECTBEHHBIX 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 IPOPECCHOHANBHOM JIUTEPATYPE.
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.

OOy4aroUMIACs UCTIBITHIBAET ONPE/CIEHHBIC 3aTPY/HCHHUS B IPUMEHEHUHN
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 YpPOBEHb 3HAHUS Y4eOHOH ITUTEepaTyphl 10 JTUCLIUIUIMHE.
Or11eHKa M0 JUCIUIUINHE BRICTABISIIOTCS 00yJaroIEeMycs ¢ Y46TOM Pe3ysIbTaToB
TEKyUIeH U MPOMEKYTOYHOM aTTeCTaINH.

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

3a4TCHO

49-0/ HEYJIOBJICT- BericTaBnsercs 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 BBICTABIIIIOTCS 00ydaromeMycs ¢ 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,
NPOMEKYTOUYHOM aTTecTAMHU 00y4YaroIUXCS M0 JMCIUIITIHHE

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
JIEKTPOHHOIO JJOKYMEHTA.

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'OBOIO  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 pa6oT ¢ 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 WH(POPMALNHU, 00ECIIEYHBAIONIINM BO3MOXKHOCTH KOHTPOJIS
L[EIOCTHOCTHU U MOATBEPKACHUS MOATUHHOCTHU 3JIEKTPOHHBIX JOKYMEHTOB

3. MO3BOJIAIOIINI Pa3pelIUTh Nepeiady JOKYMEHTOB

4. VCIIOJIHUTEIIS JOKYMEHTA

3. JlokyMeHTHpOBaHHAasA HH(opMauusd - 3a@UKCHPOBAHHAS HA MAaTePHAJBLHOM HOCHTeE/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(OpMALIUN

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 npeACTAaBJICHHBIM 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 OoTOOpakeHHE JTOKYMEHTa (aHAJOTOBBIM U 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, 3amuTa THPOPMAIIMOHHBIX CUCTEM C TOUKH 3PEHUS TEXHOJIOTUH 00paboTKH HHGOpMAITUH.

5. ITousTHe IOpHJIquCKOﬁ CHJIBL. 3HAYMMOCTh OJICKTPOHHBIX JAaHHBIX B CUCTEMEC U BHE €C.
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6. OcHoBa B3aMMOOTHOIIEHUN YYAaCTHUKOB 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa Ha MpUMeEpe
cuctembl «JIEJIO».

1. DJEKTPOHHBIM JOKYMEHTOOOOPOT B pPaMKax OJHOTO IOPHAWYECKOro 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 SJIEKTPOHHOTO 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.  JluuensupoBaHHME 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 AJIEKTPOHHOTO JOKYMEHTOOOOpPOTa JJIsi COKpPAIICHHUS 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 TOJMHUCH, 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

OCHOBHas

CeprueB, 1O. H. Crangaptel uHpopmManmonHoN Oe3omacHocTH. 3ammra M 00paboTKa
KOH(HIESHIINATBHBIX TOKYMEHTOB : yaeOHoe nocodue / FO.H. CerueB. — 2-e u3n., mepepad. u mom. —
Mocksa : UHOPA-M, 2024. — 602 c. — (Bricuiee obpazoBanue). - ISBN 978-5-16-019904-7. -
Tekcr : anextponnsiit. - URL: https://znanium.ru/catalog/product/2021464


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
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3ammra uHGopManu B MHPOPMALMOHHOM O0IecTBe: YueOHoe mocodue A By30B / Maok

A.A. - Mockaga : I'op. munus-Tenexom, 2015. - 230 c.: 60x90 1/16 (O6moxka) ISBN 978-5-9912-0481-
1 - Tekcer : anextponnsiid. - URL: https://new.znanium.com/catalog/product/536930

Hekpaxa A.B., llleBnoBa I'.A. Opranuzanus KOHQHUICHIIMAIBHOTO JEIOMPOU3BOJICTBA U 3aIIUTA
uHpopmanuu. M.: Axkagemudeckuii mpoekt, 2007. — 220 c.

Kynses, H. H.KonduaennuaibHoe AEIONPOU3BOACTBO W 3aIUIICHHBIM  AJICKTPOHHBIN
TOKYMEHTO0000poT[ DnekTpoHHslii pecypc]| : yueonuk / H. H. Kynse, A. C. démymkun, A. T.
®abpuunos; oz obmr. pen. H. H. Kynsesa. - M.: Jloroc, 2011. - 452 c. - (HoBas yHuBepcurTerckas
o6ubnuoreka). - ISBN 978-5-98704-541-1. - Pexum JOCTyMa:
http://znanium.com/catalog/product/468998

Kynsies, H. H. KoHdunennuanbHoe IeIONPOU3BOJACTBO M 3AIIUIICHHBIA AICKTPOHHBIN
nokymeHToo6opot: yueonuk / H. H. Kynses, A. C. [Igmymkun, A. I'. ®abpuynos; nmoa obm1. pea. H.
H. Kynsesa. - M.: Jloroc, 2013.

JOIIOJIHUTCIIbHAsA

bapanoga, E. K. AxTyanpHble BOpOCH 3amnuThl HHPOpManuu : MoHorpadus / A.B. babam, E.K.
BbapanoBa. — Mockga : PUOP : UHDPA-M, 2023. — 111 ¢. — (HayuHnas Mbicib). —
https://doi.org/10.12737/monography_58dbc380aa3a4. - ISBN 978-5-369-01680-0. - Tekcr :
anexktpounsiid. - URL: https://znanium.com/catalog/product/1915704

6.2 Ilepeuennb pecypcoB MHGOPMALHOHHO-TEIeKOMMYHUKANIMOHHOM ceTn « AHTepHET).
HanunonaneHast snextponHas 6ubnuorexa (HO5) www.rusneb.ru
ELibrary.ru Hayunast anexktponnas 6ubiamnorexka www.elibrary.ru
Dnektponnas 6ubarorexa Grebennikon.ru www.grebennikon.ru

6.3 IlIpodeccuoHanbHble 6a3bl JAHHBIX H HHPOPMALMOHHO-CIIPABOYHBIE CHCTEMbI

Joctyn k npodeccruonanbHbIM 6a3am nanubix: https://liber.rsuh.ru/ru/bases

WHpopmanoHHbIe CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

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

s obOecnieyeHus AUCHMILIMHBI UCHOJIB3yeTCs MaTepHalbHO-TEXHHUYecKas 0a3a 00pa30BaTeIbHOIO
YUPEKACHUS:

1) s NEKIMOHHBIX 3aHATHU - ydeOHas ayAMTOPHs, T0CKa, KOMIBIOTEP WM HOYTOYK, IIPOSKTOP
(cTalmOHApHBIN WM MTEPEHOCHOM) I IEMOHCTPALUK YUeOHBIX MaTepHAJIOB.

CocraB nmporpaMMHOTO 00€CTICUCHHUS:

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


https://new.znanium.com/catalog/product/536930
http://znanium.com/catalog/product/468998
https://liber.rsuh.ru/ru/bases
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2) sl MPAKTHUYECKUX 3aHATUH — KOMIIBIOTEPHBIN KJIaCcC WU JIaOOpaTopHsi, TOCKa, MPOCKTOP
(cTanMOHAPHBINA WM MEPEHOCHOH), KOMITBIOTEp WM HOYTOYK JJIsl MPEroIaBatelis, KOMIIbIOTEPhI
JUTSE 00 YJarOIIHUXCSI.

CocTtaB nmporpaMMHOTO 00€CIICUCHHUS
Windows

Microsoft Office

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

oakrwdE

8. O0ecnieueHne 00pa3oBaTEIbLHOIO MpoLecca JJIsl JUIl ¢ OTPAHNYEHHBIMHA BO3MOKHOCTAMH
310POBbSI H HHBAJINI0B

B xoxe peanuzanyy JUCHUIUIMHBI HCHOJB3YIOTCS CIEAYIOIIME JOMOJHUTEIBHBIE METOJIBI
0o0y4yeHHs, TEKYIIEro KOHTPOJS YCIIEBAEMOCTHM M IPOMEXYTOYHOM aTrTecTaluu OOydyaroIluXxcs B
3aBHCUMOCTH OT UX WHIAUBHIYaTbHBIX 0COOCHHOCTEH:

® Ui CJENBbIX W CIA0OBUIAIMX: JIEKIUH O(OPMIISIOTCS B BHJIE 3JIEKTPOHHOIO JOKYMEHTa,
JOCTYIHOTO C IOMOLIbIO KOMIIBIOTEPA CO CIELUAIU3UPOBAHHBIM IPOTrPAMMHBIM OOECIIEYEHUEM;
MUCHMEHHBIC 33/IaHUS BBIMOJIHAIOTCS HAa KOMIBIOTEPE CO CIEHUAIM3UPOBAHHBIM IPOTPAMMHBIM
o0ecreyeHneM WIM MOTYT ObIThb 3aMEHEHbl YCTHBIM OTBETOM; OOECIEeYMBAETCS WHAMBHUIYaTbHOE
paBHOMepHOe ocBelieHue He MeHee 300 rOKC; sl BBIMOJHEHUs 3aJaHus MpU HEOOXOAMMOCTU
IIPEJOCTABIIAETCS YBEIMYMBAIOIIEE YCTPOWCTBO; BO3MOXKHO TAaK)XK€ HCIHOJIb30BAHHE COOCTBEHHBIX
YBEIIMYHMBAIOIINX YCTPOHUCTB; MUCHbMEHHBIC 3aJaHUs O(OPMIIIOTCS YBETMYEHHBIM HIPU(PTOM; SK3aMEH
1 3a4€T MPOBOASATCSA B YCTHOM (pOpME MIIM BBINOJIHAIOTCS B MUCbMEHHOM (popMe Ha KOMIIbIOTEpE.

® Ul TIIyXUX M CIA0OCHBIIAIIUX: JIEKIUU O(QOPMIISIIOTCS B BUAE SJCKTPOHHOTO JOKYMEHTA,
a00  mpeaocTaBiseTcss  3BYKOYCWJIMBAIOILIas — ammapaTypa HMHAMBUAYAJBHOTO  IOJb30BAHUS;
MMUCHMEHHBIC 3aJaHUsl BBIMOJHSIOTCS Ha KOMITBIOTEpPE B MHChMEHHOM (opme; dK3aMeH H 3a4éTr
MIPOBOJIATCS B MUCBbMEHHOM (hopMe Ha KOMIIbIOTEPE; BO3MOKHO MIPOBEIEHUE B (hOpME TECTUPOBAHHUS.

® Ul JIWIl C HAPYIIEHUSMH OTIOPHO-IIBUTATENBHOTO arapara: JISKIUU O(GOpMIISIFOTCS B BHIIE
AJIEKTPOHHOTO JIOKYMEHTa, JOCTYIIHOTO C TIIOMOIIBIO KOMITBIOTEpA CO  CIEMUATN3UPOBAHHBIM
IPOrpaMMHBIM  OOecrieueHHeM; IMHCbMEHHBIE 3a/laHUsl  BBINOJHSIOTCS HAa KOMIBIOTEpE CO
CTEIMAM3UPOBAHHBIM TPOTPAMMHBIM OOecrieueHreM; dK3aMeH U 3a4€T MPOBOJISATCS B YCTHOH (hopme
WJIM BBITIOJIHAIOTCS B MUCBbMEHHOM (popMe Ha KoMIbroTepe.

[Tpur HEOOXOMUMOCTH TIPETyCMaTPUBACTCS YBETMUYCHUE BPEMEHH IS TIOATOTOBKH OTBETA.

[Iponienypa mpoBefieHHs MPOMEKYTOYHON arTecTalMy JUis OOyYarolUXCsl YCTaHABIMBAETCS C
yU€TOM MX MHIUBHIYaJIbHBIX NMCUXO(U3NIecKnx ocobeHHocTel. [IpomMexyTodnas arrecTamus MOXKeT
MIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Ipu mpoBeseHWM TPOUEAYPHl OLEHUBAHUSA PE3YJIbTaTOB OOy4YEHHS IperycMaTpuBaeTCs
HCIOJIb30BaHNE TEXHUYECKUX CPEICTB, HEOOXOJUMBIX B CBS3M C MHAWBUIYaJbHBIMU OCOOEHHOCTSMHU
oOydJarommxcsi. OTH CpEeICTBA MOTYT OBITh MPEJOCTABICHBI YHUBEPCHUTETOM, WIH MOTYT
MCIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPEJICTBA.

[TpoBenenune mporeaypsl OICHUBAaHUS PE3YJIbTaTOB OOYUYSHHS JOMYCKACTCS C MCIIOJIb30BaHHEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH.

ObecneunBaeTcsi I0CTynl K HMHGOPMAMOHHBIM U OuOIMOrpaduueckuM pecypcaMm B CETH
WuTepHer Uit Kaxxoro odyuaromierocs B popMax, alanTUPOBAHHBIX K OTPAHUYECHUSAM UX 370POBBS U
BOCTIPHUSITHS HHPOPMAIINH:

e Uil CIENbIX U CIA0OBUIAIIMX: B TE4YaTHOM Qopme yBenuueHHbIM HIpupTOM, B (hopme
9JIEKTPOHHOTO JIOKYMEHTa, B (hopMme ayanodaiina.

® ISl TITyXUX U c1a0O0CIbIIANINX: B IEYaTHON Gopme, B popMe 31eKTPOHHOTO TOKYMEHTA.
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® 17151 00YJaIOLINXCSl C HApYIICHUSIMH ONOPHO-ABUIaTeIbHOIO anmapara: B Ie4yaTHOH ¢opme, B
(dhopme 3eKTPOHHOTO JOKYMEHTa, B (popme aynnodaiina.

VY4eOHble ayIUTOpUU MJIsi BCEX BHUJOB KOHTAKTHOH M CaMOCTOSITENIBHON paboThl, Hay4yHas
OubnuoTeka M WHBIC TOMENIEHHs I OOY4YeHHS OCHAIIEHBl CIEeUUAIBHBIM OOOpPYIOBAaHUEM U
y4eOHBIMU MECTaMH ¢ TEXHUYECKUMHU CPEJICTBAMU OOyUEHUSI:

® ISl CIICTIBIX U CJIA0OBUSIIUX: YCTPOMCTBOM JIJIsi CKAHUPOBAHMS M UTEHUS ¢ Kamepoid SARA
CE; nucruieem Bpaitna PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;

oISl TIYXUX U clIa0OCHBILIANINX: aBTOMAaTHU3MPOBAHHBIM pabOYUM MECTOM Ui JIIOJCH C
HapyILICHUEM CITyXa U c1abO0CIHbIIIalINX; aKyCTUYECKII YCUIIUTENb U KOJIOHKH;

o1 OOyYarOIIUXCS C HApYLIICHUSAMHU OIOPHO-ABUTATEIILHOTO ammnapaTa: IepeIBUKHBIMH,
perynupyeMbiMu pronomudeckumu napramMu CH-1; KOMOBbIOTEPHON TEXHHUKOW €O CHELUaIbHBIM
MIPOrPaMMHBIM 00€CTIeYeHUEM.

9. MeTtoanyeckue MaTepHuaJIbl

9.1 Mnanbl MPaKTHYECKHX 3aAHATHI

IpakTuyeckoe 3ansaTHe 1. (Tema 4). OcCOOCHHOCTH YCTAaHOBKH W padOThI C MPOTPaMMOU
ANEKTPOHHOTO JAoKyMeHTooOopota mnpemnpusatus «JAEJIO». - npoeepka cgpopmuposannocmu
komnemenuyuii - YK-2; I1K-1; I1K-13

Heabp pabdoThbl: paccCMOTPETh Ha MPAKTUKE OCOOEHHOCTH YCTAaHOBKM M pabOThl C MPOrpamMMoOin
ANEeKTPOHHOTO JokyMeHTooOopota mpennpusitus «JIEJIO». O3nakomuthcs ¢ (ynkuumamu CIO]]
«AEJIO», tme ¢ moaaepX Kol TpaJullMOHHOTO [EIOMPOU3BOJICTBA MOSBISETCS BO3MOXKHOCTH 0€3
pHUCKa TMEpPEeUTH OT MPHUBBIYHOTO «OYMa)KHOTO» JEIONPOM3BOJICTBA K COBPEMEHHBIM TEXHOJIOTHSIM
YIpaBlIeHUS! BUPTYAJIbHBIMHU IOKYMEHTAMHU.

ITopsinok BbINOJIHEHUs padOThI

CTyneHTBl C TIOMOIIBIO TIPENOAABATENS YCTAHABIMBAIOT IPOTPAMMY  3JIEKTPOHHOTO
nokyMmeHToobopota npeanpusitust «IEJIO», yuutsiBas T€ 0COOEHHOCTH, KOTOPbIE MOT'YT BO3HUKHYTh
P BBOJIE B DKCILTyaTalHIo.

C noMoIuplo IpenoaaBaress HaCTPauBalOT CUCTEMY B TOYHOM COOTBETCTBUU C BUPTYaJIbHOU
CTPYKTYpoil o00bekTa HH(}OpMaTH3alMM, NPUHATBIMU MpaBUJIAMH M TOPSJIKOM, MO3BOJISIOIIUM
MIEPEHECTU MPHUBBIYHYIO pabouyio Cpely B AJIEKTPOHHBIA BHJ, YTO OYEBUIHO OOJIerdyaeT Mmepexo]l Ha
CO/1 (naHHBIE TPEIOCTABIISIET IPETIOAaBaTEND).

st BbINOJTHeHUsI padoThl HE00X0AUMO:

1. Ilpoanann3upoBaTh TEXHOJIOTMYECKHH NPOLECC YCTAaHOBKH IIPOIPAaMMBl 3JEKTPOHHOTO
nokymeHToobopota npennpusatus «JIEJIO», yauTsiBas T€ 0COOCHHOCTH, KOTOPhIE MOTYT BOSHUKHYTh
IIPH BBOJIE B DKCILTyaTalHIo.

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

3. O3HaKOMUTHCS ¢ UHTEPPEcOM, BKIIOYAIONIUM:
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3.1. OsnHakomsieHHe ¢ (YHKIHEH «aBTOIMOACTAHOBKAa» M «CIHUCOK THUIIOBBIX TEKCTOBY,
MO3BOJISIONIEH paboTaTh ¢ OOJBIIMM KOJIMYECTBOM JOKYMEHTOB.

3.2. Ilpaktuyeckoe O3HAKOMJIEHHE C (YHKIUEH «MacmTabupyeMocTHn» («yBEIMYCHHS
oxBarta») moJib3oBatener, mo3possronieii B COJ1 «/IEJIO» ogHOBpeMeHHO paboTaTrh OT €IWHUIL J0
TBICSIY MOJIb30BaTENeH OAHOBPEMEHHO.

3.3. O3HakomiieHHE C (PYHKIMEH B OOJIACTH JTOKYMEHTOOOOpOTa MPEANPUSATHs (PETUCTpaIHs,
KOHTPOJIb HUCIOJIHEHMSI, MapUIPyTH3aLUs, PA3JIMYHbIE OTYETHI, MOJHOLICHHBIA TMOUCK, CIUCAHUE B
JIEN0), BXOAIIYI0 B cTaHaapTHYIO moctaBky COJ «/IEJIO».

3.4. O3nakomiieHue ¢ ¢pyHkuuen «JleaerupoBanue MoJHOMOYUI Ha paboOTy ¢ JOKYMEHTaMM,
MTO3BOJISIFOIICH JIETKO TIepeaBaTh Jieja Mpu cMeHe paboTHHKA (YXO B OTIYCK MU YBOJIBHCHHE).

3.5. Ha mnpaktuueckoM TMpUMEpe OCYIIECTBUTh pa3TpaHUUYCHUE JIOCTYyNa pa3IudHBIX
MOJIb30BaTeel K JIOKYMEHTaM, O3HAKOMUTHCA C (YHKIMEH CHCTEMBbI, Aalolield BO3MOXKHOCTh

OIIPCACIINTD, KaK U C KAKUMH JOKYMCHTaAMH 6y,HYT pa6OTaTL pa6OTHI/IKI/I NpCaAIpUusATUs.

IIpakTuyeckoe 3ansitue 2. (Tema 5). OCHOBHBIE ONIIMU CUCTEMBI AIEKTPOHHOTO JEIOMPOU3BOJICTBA
«AEJIO» - nposepka cpopmuposannocmu komnemenyuii - YK-2; I1K-1; I[1K-13

Heab paboTbl: paccMOTpETb HAa MPAKTUKE OCHOBHBIE ONIMU CHUCTEMBI 3JIEKTPOHHOTO
nenorpoun3BojictBa «JEJIO», pemraembie 3amauu, 00eCleUMBAIONINE KAYECTBEHHBIA U IOPUINYECKU
3HAYUMBINA JOKYMEHTOOOOPOT Ipeanpusatus Jrobdoro Macmtadba. Co3nanue u nposepka DI, mrammb
BpPEMEHH. 3HAKOMCTBO C MOJAECPKKOM BCeX UCTIOIb3yeMbIX B PD kpunronposaiinepos.

ITopsinok BhINOJIHEHHS PA0OTHI

CTyneHTbl C TOMOUIbIO IMpernojaBaTesis 3HAKOMSTCS Ha HPAKTHUKE C OCHOBHBIMHU OMNIIMU
CHCTEMBI 3JIEKTPOHHOTO JienonpousBoacTBa «/IEJIO» (naHHbIE pe1oCTaBIIsSIeT IPENoJaBaTeb).

J1st BbIOJTHEHUsI pa0oThI HE00X0AUMO:

1. OTkpeITh qUanOroBoe OKHO «KaHuensipus», MO3BOJISAIONIEE ¢ TOMOIIBIO JaHHON 0NN
MIPOBECTH PETUCTPAITUIO JTIOOBIX TUIIOB JOKYMEHTOB B COOTBeTCTBHH ¢ TpeboBaHusimu ['C/IOY,
MEepPEBECTU MPOCTON OyMaKHBIM TOKYMEHTOOOOPOT B 3JIEKTPOHHBIN Ha IPUMEPE KOHKPETHOM
OpraHU3alK; PETUCTPALMIO 0OpallleH!i rpaxkJaH; ocyliecTBUTh noanepxky DL (nanHbe
IIPEIOCTABIISAET IPENIOAABATED ).

2. IloarotoBuTh K OTIpaBKE HCXOJALIYI0 KOppecHoHIAeHUH0. lIpon3BecTn COpTHPOBKY
UCXOJAIIMX JOKYMEHTOB IO peecTpaM Ha OTIpPaBKy; Ie4aTb PEECTPOB OTIPABKU JOKYMEHTOB,
KOHBEPTOB, TAKETOB U JIp. (JaHHBIE NTPEIOCTABISIET IPENoIaBaTesb).

3. ToaroroButh mnopyueHue. J[is BBINONHEHHS 3TOTO 3aJaHUS HEOOXOJUMO CO3AaTh MU
MIPOBECTU PpabOTy € MOPYUEHUSMHU (JlaHHBIE MPEIOCTaBISET IMpEenojaBareib W3 JABYX BapUaHTOB

BJIO’)KEHHOCTH M pa3BeTBIEHHOCTH). PaccMoTpeTh paboTy C MpoeKTamMH MOpyYeHUM; HazHAueHUeE
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BHYTPEHHUX U BHEIIHUX MCIOJIHMUTENCH. PaccMOTpeTh pasHMIly KOHTPOJBHBIX M HE KOHTPOJBHBIX
nopy4yenuid. [IpoBecTn maHHble B mporpamMme 00 «H(OPMUPOBAHMM» O TMOCTYIUICHHHM B KaOWHET
HOBBIX IIOPYYEHUH.

4. Tlo onuun «KOHTpONb MCIONHEHUs] MOPYyYeHUi» cHOpMUPOBATH YMEHHE IO MPOCMOTPY
OTYETOB 00 MCIIOJHEHUM U CHATHE C KOHTPOJS JHOObIX mopydeHHH. OCyIeCTBUTh KOHTPOJIb BCEH
HepapXuM MOPYYEHHUH - OT IIYHKTOB, /IO CJIOKHBIX MHOTOCTYIIEHYATHIX PE30JIOLHI, UMEIOIINUX PAa3HbIX
aBTOpPOB, KOHTPOJIEPOB M UCHOAHUTENEH. ONpeaeuTh MEXaHU3M OIIOBELIEHUS O NOCTYIIEHUU HOBBIX
JOKYMEHTOB; CO3[JaHME HAllOMUHAHUN IO HOPYYEHUsAM; HMHPOPMHUPOBAHHME O HApPYLIEHUH CpPOKa
HCIIOJIHEHUS IOKYMEHTOB.

5. B onuun «CornacoBaHue» OCYILIECTBUTh HACTPOMKH IPOLIECCA COINIACOBAHUS U CO3/AHUA
pa3IMYHBIX MapLIpyTOB, IIyT€Hd COIVIACOBAHMUS JUIsl pPa3iMuYHbIX JOKYMEHTOB. OCYIIECTBUTH
MOAJEPKKY BEPCHOHHOCTH. YCTAaHOBUTb B IIPOIpaMME€ CPOKHM COIVIACOBaHMS; HANOMHMHAHUA U
OIIOBELICHHUS.

6. Hactpouts onuuto «busHec-nponeccsl». Ha KOHKpeTHOM IpuMepe NpPOBECTU HACTPOUKY
[10J1 KOHKPETHYIO 3aJauy (JaHHbIE IPEJOCTaBIsSET MPEnoaBaTesib) OT PErucTpaluu A0 MOANUCAHUS
JOKYMEHTA.

7. O3nakomuthes ¢ paboroit ¢ COJl yepe3 MoOUIbHBIE YCTpOHCTBa (B KayecTBe MpHUMEpE
nperoiaBaTenieM BeIOUpaercst oauH u3 ycrpoicTs: iPad, iPhone, cMapThoHbI, KOMMYHUKATOPBI, TAKKE
MOOMIIbHBIE TeNIe()OHBI, TUTAHIIETHBIE KOMITBIOTEPHI).

8. OcymiecTBisieTcss HACTpoMKa onuuu «OpraHu3anys MOJHOLEHHOTO B3anMoaenctsuss» CO/
C KOHTPOJIEM IIPOXOXKACHUS JOKYMEHTOB B OpraHU3alMsaX-apecaTax U OMOBEIIEHUS U YBEJOMIICHUS —
paccbUIKa HallOMUHAHUM U yBEAOMJIEHMM IO JIOOBIM COOBITHSIM; HACTPOHKa HYXHBIX YBEIOMIIEHHM
(1aHHBIE MTPEIOCTABIISIET MIPENOJaBaTENb).

9. OcyuiecTBUTh CKaHHpPOBaHME JAOKyMeHTa. OCyIIECTBIAETCS 3HAKOMCTBO C OINLHUEH
«IIOTOYHOTO  CKaHUPOBAaHUSA» C  TEPEBOAOM  JOKYMEHTAalluM B  JJIEKTPOHHBIA BHI U
aBTOMATHU3MPOBAHHOW  pPEruCTpalii  PaclO3HAHHBIX JOKYMEHTOB  (JlaHHble  IPEJOCTaBIsET
npenojaBaTeins). B urore nmpoussecTu pacneyaTky U pacno3HaBaHHE IITPUX-KOI0B.

10. Ha KOHKpeTHBIX NpHUMEpPax OCYLUIECTBUTH CO3JaHHUE OTYETOB — IMOATOTOBUTH K IE€YaTH
OTYETHBIX (OpPM; CTATHUCTUKU. PaccMOTpeTb Ha mOpUMepe OTIMYUS MPOU3BOJBHBIX OTUYETOB U
BO3MO>XHOCTh BbIOOpA I1a0JI0HOB MeYaTH OTYETOB.

11. O3znakomienue c ommued «BebO-mocTym» — mMOMHOIEHHAs yaajleHHas padora ¢
JOKYMEHTaMU; UCIIOJHEHHUE TOPYUYEHUI; KOHTPOJIb HUCIIOIHEHNUS; COTJIaCOBAHUE; TTOUCK.

12. Oznakomiienue c¢ omnmmert «LII» — monmucanue (aiaoB M PEeKBU3UTOB JOKYMEHTOB;
WCIOJIb30BaHUE MPH MOJANUCAHUM M COTJIACOBAaHUU; BBOJ MHGOpManuu OT pyKu ((hakcUMHUIIbHAsS

MOJNKCh, KOMMEHTApHUH, OTYET) (JaHHbIE IPEOCTABISAET MPENOIaBaATENb).
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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 BO3MOKHOCTH 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 10KyMeHTOB.

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
OpraHu3alyy JOKYMEHTBI: MHChbMa, MPUKAa3bl, JOTOBOPHI, OOpallleHusl TpaxkJaH U Mpodee (JaHHBIC
MPEAOCTABIIACT MPENOAABATEND ).

Jlsis1 BbINOJTHEHU 1a00paTOPHOii pa6oThl HE00X0IUMO:

1. ITpu peructpauuu GopMUpyeTCsl perUCTpallMOHHO-KOHTpoIbHAs KapTouka (PK), B koTopyto
3aHOCSTCS CBEICHMS O JIOKYMEHTE, U CUCTEMa aBTOMATUYECKH MPUCBAUBAET HOMEP B COOTBETCTBHUM C
3aaHHbIM abaoHoM. PK comepkuT nmomHblid HaOOp METaAaHHBIX U PEKBU3HUTOB, MPEIyCMOTPEHHBIX
CTaHJIapTaMHU POCCUHCKOI0 JAenonpou3BoacTBa. K KapTouke MOryr ObITh NpPHUKpEIeHb! (ailibl (110
BapUaHTY 3aJlaHusl, BBIIAHHOTO MperojaBaTesieM), COoJeprKallue TeKCThl WK rpaduyeckue oOpasbl
CaMUX JIOKYMEHTOB.

2. Jlns oTpakeHUs BEJOMCTBEHHOW WM oTpacieBoi crenuduku cocraB moseir PK moxer
OBITh pPACIIMPEH 3a CYET CO3JaHUs JIOMOJHHUTEIbHBIX PEKBU3UTOB. [IpemocTaBisioTcst i BBOJAA
JTAaHHBIE, 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 moxkyMeHTOB, KOTOopble ToToBsATCs ¢ 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 MOJIYyYaeT U pACCMAaTPUBAETCS MPOLECC PETUCTPALIUH.

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

® 33JJaHME ABTOMATUYECKHU 3alOJHAEMbIX 3HAUYEHUN PEKBU3UTOB (110 YMOJIYAHUIO);
® 3aMOJIHEHHE PEKBU3UTOB ITyTEM BBIOOpA HYXHOTO 3HAUYEHUS 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.

IpakTuyeckoe 3anstue 4. (Tema 1 1.2.). Opranuzanusi CUCTEMBI HIEKTPOHHOTO IOKYMEHTO000pOTa
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 BO3MOXXHOCTU CHCTEMBI
3JIeKTpOHHOTO Aenonpou3BoacTBa «IEJIO»: Pabora ¢ daiinamu (37€KTPOHHBIMH JOKYMEHTAMH).

IMopsiiok BbINOJIHEHUS PAOOTHI

[Ipexxne yeM MpUCTYNUTh K paboTe, HEOOXOAUMO K PETUCTPALMOHHON KapTOUYKe MPUKPEIHUThH
¢aiinbl m00BIX (GopMaTOB, coAepkKallue TEeKCT WM rpaduyueckue oOpas3bl TOKYMEHTOB (JaHHBIC
MIPEOCTABIISICT MPETIOAABATEND ).

Jlsis1 BbINOJTHEHU J1a00paTOPHOii pa6oThl HE00X0AUMO:

1. 3anucare aitnel B 6a3y maHHbIx cucteMmbl «/IEJIO», ynocroBepuTbcs O TapaHTHH HX
COXpaHHOCTH. PaccMOTpeTh BapuaHT yJaleHus C JOKaIbHOTO KOMITbIOTEpa mojb3oBaTens. [Ipu stom
cucteMa oOecreunBaeT MOJHOIEHHYIO paboTy ¢ ¢aimaMu: MPOCMOTP, PEAAKTUPOBAHUE, YIAJICHUE,
MOJITMCAHUE JIEKTPOHHON HU(POBOH MOIMUCHIO, pa3rpaHUYeHNE NpaB aAoctyna (kak Ha ypoBHe PK,
TaK ¥ CaMOT0 JIEKTPOHHOTO JJOKYMEHTA).

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

3. OcymecTBUTh CKaHHPOBAHWE M pACIO3HaBaHUE OYMaKHBIX JIOKYMEHTOB TIPSMO U3
uHTepdeiica perucTpalluOHHON KapTOUYKH M aBTOMATHYECKH MPUKPENHUTh MoidydeHHble Qaitnbl 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
JOKYMEHTOIIOTOKOM). YOEeIUThCSI MO KOJUYECTBY 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 CKAaHUPOBAHMUE» TJie IPU PETUCTPALIMH Ha JTIOKyMEHTe (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 nmnporecce ckaHupoBaHHS M PAClIO3HABAaHUS CHCTEMa AaHAJIU3UPYET MITPUX-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. [IpousBouTCst HACTPONKH MapaMEeTPOB MOTOYHOTO CKAHUPOBAHMUS:

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 W OCYLIECTBUTh IIOUCK JOKYMEHTOB [0 IITPUX-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 TOKYyMEHTO000pOTa
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: paccMOTpPeTh 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 ITOPYUYEHH: pe30JIoLus — OPYUYEHHE,
BBIIaBAEMOE YMOJHOMOYEHHBIM JIOJDKHOCTHBIM JIUIIOM HA OCHOBAaHMM JOKYMEHTA; IYHKT —
MOpy4YeHHE, COJNepIKalleecss B TEKCT€ CaMOro JOKYMEHTa M HE HMEIOIIee KOHKPETHOTO aBTOpa;
MOTYMHEHHAST PE30JTIOLUS — OTHOCUTCS HE K OKYMEHTY B IIEJIOM, a K €r0 OTIEIbHOMY IYHKTY WA
PE30JIIOIUH; CUCTEMA MO3BOJISIET OTCIEIUTh HEPAPXUIO PE3OITIOIHIA JTH000H CI0KHOCTH HE3aBUCHUMO OT
WX KOJIMYECTBA; IMPOCKT PE3ONIONUH — TWPEIBAPUTENbHBI BapUAHT PE3ONIOIHNH, TPEOYIOIIHIA
YTBEP)KJIECHHS pyKOBOJICTBOM. PyKOBOIHUTEIN MOTYT BBOJIUTH MOPYUEHHS M aBTOMAaTHYECKH PACCHUIATh
WX HCIOHUTEISIM, JEJIETUPYSl TOJTHOMOYHS TI0 KOHTPOIIO CIEIHATbHO BBICICHHBIM JIOJKHOCTHBIM

JIMaM HJIn OTACJIaM KOHTPOJIA. Cucrema MOAACPIKUBACT pa60Ty ¢ M100BIM KOJIMYECTBOM HOpy‘lCHI/Iﬁ
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M0 JOKYMEHTY, KaXJ0€ M3 KOTOPBIX HMEET CBOMX (UTypaHTOB (aBTOPOB, KOHTPOJIEPOB H
ucnonuuteneit). Takum 00pa3oM, BceM 3aWHTEPECOBAHHBIM JIOJDKHOCTHBIM JIUIAM TIPEI0CTABISIOTCS
3¢ (heKTHBHBIC MHCTPYMEHTHI JIJIs1 YA0OCTBA KOHTPOJIS U UCTIOTHCHHSI IOKYyMEHTOB.

st BbInoJIHeHNs1 padoThbl HEOOXOAMMO:

1. BBectn «mopydeHue» W yOeaUThCS, YTO TIPOMU3OILIA aBTOMATHYECKas IEpechUIKa
JOKYMEHTOB HCIIOJTHATEIISIM B X paboune kKaOuHeThl B cucteMe «IEJIO».

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

2. Bapuant 2. Ilosy4uBiiee MOKYMEHT JOJDKHOCTHOE JIMIIO JOJDKHO CBOEH pPE30sroluei
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 M JIOKYMEHTBl C HCTEKIIMMH CpOKamMu ucnoiaHeHus. Cucrema
ABTOMATUYECKH WH(POPMHUPYET TOJIB30BATENISI O HAPYIICHUH CPOKA PACCMOTPEHUS WIIM HCIIOJHECHUS
JIOKYMEHTOB M TIO3BOJISIET TMOJIy4aTh CBOJAKUA 00 MCIIOJIHEHHH KOHTPOJIBHBIX JIOKYMEHTOB. KOHTpOIH
TaKX€ MOKET OCYLIECTBIATHCS IIyTEM ITOMCKA TOKYMEHTOB IO PEKBU3UTAM KOHTPOJIbHBIX TOPYUYECHUI.

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

5. TlpokoHTpoHpOBaTh (DYHKIIMIO aBTOMATHYECKOTO YIAJIICHUS U3 BCEX paboumx KaOMHETOB

CHCTEMEI CBEJICHUI O JAOKYMCHTC (HOCHC CHATUSA 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» - «BUPTYaJIbHBIM pabOUYMM MECTOM» - Hpo8epKa chopmuposannocmu
komnemenuyuii - YK-2; IIK-1; I1K-13

Heapr pabGorbl: paccMOTpeTh Ha NPAKTHKE (YHKIHMOHAIBHBIE BO3MOXKHOCTH CHCTEMBI
asieKTpoHHOro aenonpou3BojactBa «JIEJIO»: PabGora ¢ «kxaOuHeTOM» - «BUPTYaJbHBIM pabOUYUM
MECTOM.

IHopsaoK BbINIOJIHEHHS PA0OTHI

st BeIMOTHEHUS Ta00paTOpHOI pabOTHI HEOOXOIUMO 3HATH CIIEAYIOIIEe:

Cucrema npenocTaBiIsieT CTyJeHTaM «BHPTYyalbHOE pabouee MECTO» — ero JUYHBIA KaOUHET,
MPEJOCTABIAIONINI  yI00HbIE cpelncTBa Ui paboOThl C JOKYMEHTaMH: BBLAAYM, KOHTPOJIL U

HUCIIOJIHCHU A HOpy‘—IGHHﬁ, BU3WPOBAHUA U MMOAINMUCAHUA IIPOCKTOB 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 PE30IIIOIINH, MTOIJIEKALINE KOHTPOJIIO, IIPUHATHIE K UCIIOJIHEHUIO U T. 1.

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 konTpose»

«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{d HOBBIX JIOKYMEHTOB WJIM W3MEHEHHWU HMX 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 KaKOM CTaJuM MCIOJHEHHs OHM Haxoxasrca. Kak mHTepdeiic, Tak U HaOOp JOCTYMHBIX
(yHKIIMI MOTYT HACTpauBaThCSl MHAWBUIYATIbHO JUISl KQXKJIOTO MOJIb30BATENs CUCTEMBI.

st BbINOJTHeHUsI pa0oThl He00X0AUMO:

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

2. Hannune coOCTBEHHBIX «pabodyMX 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(UACHIMAIbHOW HH(pOpMalMK, Oyarogapsi BO3MOXHOCTH OrpaHMYEHMs 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 pa0OTH B HEM MOJHOCTHIO YUUTHIBAIOT MPUHSTHIE
JIeTIOTIPOU3BOICTBEHHBIE TEXHOJIOTUH, a TakXe TPaJUIMOHHOE paclpeneseHre o0sS3aHHOCTEH u

«poJIei» y4aCTHHUKOB JOKYMEHTOO0OPOTA.
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Jig 4YacTM TpyNmbl, YbH JOJDKHOCTU SABJIIOTCA PYKOBOJSIIMMHM, T.€. OTBETCTBEHHBIMU
JOJDKHOCTHBIMU  JIMLIAMHU  NIPEOCTABIIETCA 3aJaHHME, 110 KOTOPOMY OHHM (JOJDKHOCTHBIE 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

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

Ilopsinok BbINOJIHEHHS PA0OTHI

st BeIMOTHEHUS Ta00paTOpHOI pabOThl HEOOXOIUMO 3HATH CIEAYIOIIEE:

Bce ucxopmsime HOKyMEHTBI B Ipoiiecce 00pabOTKU MPOXOAIT CTaaui0 MpoekToB. Cucrema
MOAJEP>KUBAET MOJHBIM LUK pabOThl ¢ MPOEKTaMH: CO3JIaHUE, PEJAKTUPOBAHUE C COXPAHEHHUEM
MpEeIbIAYIIUX BEPCUH, COrJlacoBaHWE W yTBep)KJIeHue (MOAMHMCAHWE) W, HAKOHEel, PEeTUCTpanus
UCXOJSIIETO UM BHYTPEHHETO JOKYMEHTA, CO3JaHHOTO0 Ha OCHOBE IIPOEKTA.

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
MOArpyNnmna HCHoNHseT poib Mcnonnurens mnopydeHus. Bropas mnoarpymma 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
(mocnenoBaTeNIbHOE WU MApATITIEIbHOE) (JIaHHBIE TTPEIOCTABIISAET MPENOIaBaTEb).

2. Bropas noarpynna «JloJoKHOCTHBIE JIMIA», KOTOPBIM HAIIpaBJIEH JTOKYMEHT, 3HAKOMATCA C
€ro COACPKAHUEM MU BHOCST KOPPEKTHBBI. PenakTHMpOBaHME OCYIIECTBIIAETCA IyTEM HCIPABICHUS
TEKYyIIeW BepcUH, MPUKPEIUICHUs K KapTouke ¢ailia ¢ 3aMe4aHusIMH, a TaKXKe ITyTeM CO3JJaHUsI HOBOM
Bepcun ImpoekTa. Ha mpakThueckoM mpuMepe CTyIeHThl 3HakomaTcs ¢ Cucremon, KoTopas
MOJIEP)KUBAaET pabOTy € HEOTrPaHWYEHHBIM KOJIMYECTBOM BEpPCHHl, YTO IMO3BOJSET YAOOHO
OpPraHU30BaTh KOJUIEKTUBHYIO pabOTy C MPOEKTOM, 3((HEKTUBHO OTCIEAUTh U YHNOPSAOUUTH CO3aHUE
pa3IMYHBIX €ro BapHaHTOB W, NMPH HEOOXOJUMOCTH, Ha JIO0OW CTaauu IMpolecca COrjiacOBaHUS

BEPHYTBCS K MPEIBIYILIEH pEeJaKIIIH.
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3. Ilo cutyauoHHOM 3amade «/{omKHOCTHBIE JUIIa» YIOBIETBOPEHBI COJECPKAHUEM IPOEKTA,
OHU MOTYT €ro 3aBU3MPOBATh WJIM MOJMHUCATH B NEKTPOHHOU (popme, B TOM YHCIEe C MPUMEHEHUEM
MepcoHANBHON 3MekTpoHHON nudpoBorr mommucu (DLII). CraTyc mnpoekTa, OTpaKAIOUIUH XOJ
BU3MPOBAaHUS M TMOJIUCAHUS, aBTOMAaTHMYECKH OOHOBISETCS M OTOOpa)kaeTcsi Ha paboyeM Mecte
«McnonHuTEA».

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;
I1K-1; I1K-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€H U CPEICTB KOMMYHHMKAIUU BEJET K
MOCTOSTHHOMY ~ YBEJIIMYCHHIO OOBbEMa CIyKeOHOW mepenuckh. B KpymHBIX OpraHu3amisx co
3HAYUTENIBHBIM JTOKYMEHTOOOOpOTOM JJisi ee 00paboTKM CHEelHMaNbHO CO3JAI0TCS  OTAETIbHbBIC
MOJIpa3/IeIeHus] — HKCHEeTUIMU. B CBSI3U ¢ 3TUM Ba)KHBIM YCIIOBHEM CO3JaHMsI 3(PPEKTUBHOMN CHCTEMBI
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 MOJIEPKUBAeMOW B CHCTEME
«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 3JIEKTPOHHOHM MouTe W3 uHTepdeiica
CUCTEMBI (JaHHBIE TIPEIOCTABIISET MPEIO1aBaTENb).

2. OcyiecTBUTh ABTOMAaTU3UPOBAHHYIO PETUCTPALIMIO MOCTYIUBIINX JOKYMEHTOB.

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

4. IlpousBecTH KOHTPOJIb 3a YBEAOMJIEHMSIMH O PpErucTpaluu JOKYMEHTOB (B CHUCTEME
«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 10 TTOYTE, KyphepOM HIIH (PeTbIbEeTePCKOM 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 (moa pocnuch). Ilpu TpaaulMOHHON TEXHOJIOTHUU AJIL 3TOTO
UCIOJIb3YIOTCSL yCTaHOBJIEHHbIE (QopMbl peecTpoB. [lo HHUM JOKYMEHTBHI paclpeiensiorcs B
3aBUCHMOCTH OT BUJa U CTOUMOCTH OTIPABJICHUS, KATETOPUHU ajpecaTa U T. I.

5.2. Cucrema «/IEJIO» mo3BoJsieT 3HaUuTEeNbHO OOJIETYUTh U aBTOMATU3UPOBATh TPYIOSMKHIA
MIPOLIECC COCTABJICHUSI PEECTPOB:

Bce mnopnexamue OTHOpaBKE HCXOJSIIME JOKYMEHTHI, HMEIOIIME BHEIIHEro ajapecara,
aBTOMATHYECKH MOMEIIAIOTCSA B OTAENbHYI0 manky. Cucrema HacTpauBaeTcsl Ha J1I000e KOJIUYEeCTBO
BUJIOB OTIIPABKU M KAaTETOpUi apecaToB, a TAKXKE MPEAHA3HAUEHHBIX JJI1 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
(hopme rOTOBST pacChUIKY, HCIIOJIB3YS YIO0OHBIE HHCTPYMEHTBI COPTUPOBKU 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 / OTHPAaBJICHHBIX 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 cihopmuposannocmu komnemenyuii - Y K-
2; TIK-1; TIK-13

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

Jl1s BBINOJTHEHHs1 Pa00ThI HEOOXO0AMMO 3HATH CJIeAylolee:

[ToMuMo BHeELIHEH pacChUIKM JOKYMEHT B Ipolecce paboThl ¢ HUM MOMKET IepeMelaThbCs
BHYTPM OpraHU3allUd MEXIy pPa3IUYHbIMM JOJDKHOCTHBIMH  JMIAMHU  (IIOJPAa3/eIEeHUsIMHU).
ABTOMaTHuecKas mepejadya JOKYMEHTOB IO JIOKAJbHOM CETH 3HAYUTENIBHO YIPOIIAET M YCKOpSET
oOMeH nHpopMalueil 1 B3auMOICHCTBUE MEXKY COTPYIHUKAMH.

Ilopsinok BeINOJIHEHNS 1a00pPaTOPHOIl padoOTHI:

1. OcymiecTBUTh NEPECHUIKY PETUCTPAIMOHHON KAPTOUKH C MPUKPEIJICHHBIMU K Hell daiinamu
B KaOuHer yroboro corpynHuka. Ilpum stom cama PK xpanutca Ha cepBepe, a B namnke kKaOuHeTa
oToOpaxaercs ccbulka B (opme 3amucu o JOKyMmMeHTe. TakuM o0pa3oM, HEoOXOIUMO 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 TEXHOJIOTUYECKHE IHPOLECCHl, TJA€ TNpU TPAJAULHUOHHOW TEXHOJIOIMU
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 IOJy4eH OpUIMHAaJ WIM KOIUS JOKyMeHTa. TaM 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 OPraHU3alMU (B T 4. IO [TOAPA3AECIICHUSAM).

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

6. YOemutbcs, uto ¢akt mnepechuiki PK u mepemaunm OymakHOro opuruHana (KOIHH)
aBTOMaTHuecku ¢ukcupyercsi cucreMoir «JIEJIO» B COOTBETCTBYIOMIMX KYPHAIaX, YTO TTO3BOJISET

OIICPAaTUBHO OTCJIC)KUBATHL BCC ICPEMCIICHUA JOKYMCHTA BHYTPHU OpraHrU3alu.

IpakTuyeckoe 3ansatue 10. (Tema 1 1.8.). Opra#uzanuss CHUCTEMBI 3JIEKTPOHHOTO
JOKyMeHTOoOOOpoTa u ee 3amura. QDOYHKIHMOHAIbHBIE BO3MOXKHOCTU CHCTEMBI 3JEKTPOHHOTO
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 MEPEBECTH B NEKTPOHHBIM BUJ OOJIBLION 00bEM OyMaXKHBIX TOKYMEHTOB.
OddexTrBHAsS OpraHu3alusi MOTOYHOTO CKAHHUPOBAHUS TO3BOJISIET 3HAYUTEIHHO COKPATUTH BpeMS
MacCOBOIO IepeBoAa JIOKYMEHTOB B 3JIEKTPOHHBIM BHUA. BbICOKas CKOPOCTh JOCTUTaeTcs 3a CYeT
aBTOMATHU3AlMKU TPOIECCa CKAaHUPOBAHUS M NMPUMEHEHHS] TEXHOJIOTMH IapalIeNbHBIX BBIYUCICHUI
IIpH pacnio3HaBaHuM 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 ckaHUpOBaHUS KaXKIIbIid
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[ AJI1 JOKYMCHTAa MOIKET 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 OTCKaHHPOBAHHBIN 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, koTOpwlii cuMTaeTrcs JIy4lIUM peHICHUEM 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 CaMOM YCTpPOMCTBE.
Pe3ynbrarel ckaHupoBaHHs OyAyT aBTOMATHYECKH COXPAHEHbI W OTHpaBICHbl HA AaJbHEHIIYIO
o0pabotky. Takum 00pa3oMm, ynpaBieHHE CKaHUPOBAHHEM CBOJUTHCS K HAKATHIO OJHON KHOIKH. A
3HAYHT, He TpeOyeTcsl CrennaIbHBIX TPOrpaMM JUIsS YIPABJICHUS CKaHEPOM, HE TpeOYyeTCs OTebHOTO
paboyero mMecra AJisl yIpaBICHUs] CKAHUPOBAHUEM U JJOCTUTAETCS CYIECTBEHHAs 5KOHOMUSI BPEMEHHU.

4. Paccmorperb BO3MOXHOCTh (GyHKIMU «lloTouHOe CKaHUWpOBaHHE» MapaUIEIbLHOM
00pabOTKM TEKCTa Ha HECKOJBKHX CepBepax OJHOBPEMEHHO, YTO IIO3BOJIIET JOOHMTHCS JEOOOM
HEO0XO0IMMOI 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 nomouipto mpenogasarens yoenutscs, uyto Ilpoaykr «lloTouHOE CkaHMpPOBaHUE» JIETKO
UHTETPUPYIOTCS C JTIOOBIMU MPUIIOKEHUSIMHU, MOAIEPKHUBAIOIUMHI CTAHJAPTHYIO TEXHOJIOTHIO OOMeHa
nanaeiMd Windows Communication Foundation-WCF. B coctaB craHnapTHOW MOCTaBKH BXOIUT
IIpUMEp HMHTErPallUd C JAEMOHCTPALUOHHBIM mpuioxkeHueM COJl B MCXOAHBIX KOAAX U KOMILUIEKT
JOKYMEHTAIUH 7151 pa3paboTYNKOB.

7. Pemenue «IloTouHOE CKaHMpOBaHHE» I03BOJIAET OOpabaThIBaTh JOKYMEHTHl Ha BCeX
a3bIkax, nojaepxkuBaeMbix ABBYY FineReader, Bitouaromux K HacTOSIIEMY MOMEHTY: PYCCKHI,
AQHTIIMACKUHN, HEMETIKUH, (DpaHIly3CKUH, UCTIAHCKUH, UTATbIHCKUHN, IIBEACKAN, (PUHCKHA, OOITapCKUiA,
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
chopmuposannocmu 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 QpyHkuuii «llorounoe 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» PETUCTPUPYET 3asBKy W Bo3Bpamiaer 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 COXpPaHEHHE HTOTOBBIX 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 paclIupeHo 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 HCIIONB3YEMON CHCTEMBI JJIEKTPOHHOTO TOKyMeHTooOopoTa. [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 3amucu perucTparmoOHHON 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 YCTaHABJIMBAIONIUN TMpaBuiia ero oOpabOoTKU (TedyaTh MOJYYEHHOTO H300paKeHus
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. PCSy.TIBTaTBI CKaHUPpOBaHMU.
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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 (IMIIyOWHA [IBETA, TUI C:KaTUs U T.11.). Eciu pasmep tpeGyemoro gopmata
OTJIIMYAETCS OT TEKYIIEro rpaduyeckoro MmpencTaBIeHus], TO MOXKET ObITh BBIITOJIHEHA KOHBEPTAILHS C
MIPUMEHEHHEM 3aJIaHHBIX MTapaMeTPOB (JIaHHBIE MTPEIOCTABIISET MIPETOoAaBaTelb).

Pesynbrar paGotsl - chopMUpoOBaTh MOHUMAaHUE TOTO, 4TO onius «l[loTouHoe ckaHMpOBaHUE)
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

JOKYMEHTAIs JJIsl pa3pabOTYMKOB JAENaloT 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»: dopMupoBanue nen - 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 Tedenme Tekymiero roja MCIOJHEHHBIE JTOKYMEHTBHI «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 BbINOTHEHHS 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 NEpPEYHs JOKYMEHTOB, CIIHCAHHBIX B JEII0;
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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 gemnoy).
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

MMOATOTOBJICHHBIX JJISI 3TOTO JOKYMCHTOB (I[aHHBIe MpeaoCTaBIACT HpeHOIlaBaTeHB).

IpakTnueckoe 3anstue 13. (Tema 1 1.10.). Opranuzauusi CHCTEMBI BJIECKTPOHHOTO
JOKyMEHTOOOOpoTa W ee¢ 3ammra. QDYHKIMOHAIBHBIE BO3MOXKHOCTH CHCTEMBI 3JICKTPOHHOTO
nenonpousBoacTBa «JIEJIO»: Cucrema aBromMarw3alyil ydera JOKYMEHTOB apXWBHOrO (oHma - -

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.

JJis1 BbIOJTHEHUs1 pa0oThl HEOOXO0AUMO 3HATH CJeayloLIee:

Cucrema «/IEJIO» obecneunBaeT OCHOBHBIC (PYHKIHMH pabOTBI C apXUBOM, HO s Oojee
IyOOKOM paboThl IO BEJICHUIO W YYETYy apXUBHBIX e co3faHa oTaenbHas cuctema «APXVMBHOE
JEJIO». [Ing 3¢ ¢dexkTuBHOro B3aMMOJEHCTBHS BYX CHCTEM peali30BaHa BO3MOXKHOCTb JKCIOpTa-
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 naercsi BO3MOXXHOCTb OCYIIECTBUTH MOJAEPKKY JA€ATEeIbHOCTU
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 v 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 XPaHEHMUS).
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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 apXUBHOIO ()OHJIA B IEKTPOHHBIN B, MOJIEPKUBAEMBIN CUCTEMOM.

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 JIeJl B COOTBETCTBUU CO CXEMOM KilacCH(UKALMU, ONpPENeICHHON A
Kax/10r0 (poHAa (1aHHBIE IPEIOCTABISAET IPENOIAaBATENb).

10. Ocy1iecTBUTh TPYIIIUPOBKY JeN B mpezaenax (oHJa, MCIOIb30BAaB HACTPAUBAEMYIO IS
Kaxgoro ¢oHzaa cxemy cucreMarusauuu nei. IlpuaepkuBaTbcss BO3SMOXHOCTU CHUCTEMATH3aLMU JIE]
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 MPEJOCTaBIISAET PENOIaBaTENb).

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

13. OcymecTBUTh NHOUCK J€1 U JOKYMEHTOB B apXHMBe (JaHHbIE MPEJOCTaBISAET
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. OcyiiecTBUTh NOUCK M OTOOpaXXEHHWE CIMCKA Jel M JOKYMEHTOB MO C(HOPMHUPOBAHHBIM
MIOMCKOBBIM 3aIlpocaM (JIaHHbIE MPEIOCTABIISET MPENO1aBaTeNb).

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

18. OcymiecTBUTh COPTUPOBKY, yJaJeHHWE, BEACHHWE CTaTHUCTUKM HAWJEHHBIX 3aluceid B
pe3yabTUpYIoLIel Tabiuie (1aHHbIE PEIOCTABISAET MPENo1aBaTeNb).

19. OcymiecTBUTh Ie4aTh pe3ypTaTa MOUCKa.

IIpakTuyeckoe 3ansitue 14. (Tema 1 1.11.). Opranuzamuss CHCTEMBI 3JIEKTPOHHOIO
JNOKyMeHToOOOpoTa U ee 3amura. QDOYHKIMOHAIbHBIE 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.
Jlis ycriemHoW opraHu3aluy yIAJIeHHOH paboThl noctatouHo 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 3all0JIHEHHEM HEeKOTOphIX 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 UCIOJIHEHUH MTOPYUEHU;

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 Pa3HOOOPa3HbIX BCTPOEHHBIX TOUCKOBBIX 3alPOCOB;

pasrpaHUYeHHe MpaB AOCTYIA K JAaHHBIM U (QYHKIIHSIM.

IHopsaok BbINOJIHEHUS PA0OTHI:

1. Ha xonkpetHom mnpumepe («lIpeanpusitue ¢ TEPPUTOPUATIBLHO paclpeaeIeHHON
CTPYKTYpO1») CTYAEHTbI 3HAKOMSTCS C YHUBEPCAJIbHBIM BEO-TOCTYNIOM KO BCEM KOPHOpPaTHBHBIM
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» mnoka3piBaeTcsi BO3MOXKHOCTb 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 «HMcnomHuteneny,
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 CO3AeT MPEANOCHUIKH [T YBETUUYEHUSI MOOUIBHOCTH MIEpCOoHAIa.

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

KOHKPETHBIX IpUMEpax 3HAYMUTEIbHOE YIPOIIEHHE apXHUTEKTYphl KOPIIOPATHUBHOM CHUCTEMBI



40

JOKYMEHTOO0OpOTa, HE TpeOyromeld yCTaHOBKM Ha pPab04YMX MecTaxX I0Jh30BaTelieli OCHOBHOTO
KIIMEHTCKOTO MpUiIokeHus. PaboTa caMux Moib3oBaTeNeil CUCTEMBI TaKXKe YIpoIaercs, Oiaromaps

MHTYUTHBHO IMIOHATHOMY M IIPOCTOMY B UCIIOJIb30BaHUH UHTEPDEHCY.

IIpaktuyeckoe 3ansitue 15. (Tema 1 1.12.)). Opranuzamuss CHCTEMBI 3JIEKTPOHHOI'O
JOKyMeHToOOOpoTa U ee 3amura. QDYHKIMOHAIbHBIE 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 HAaXOIHMTh JIOKYMEHTHI, MOPYYCHHUS M NPOCKTHl JOKYMEHTOB I10 3HAYCHUIO JIIOOBIX
PEKBU3UTOB W HMX MPOU3BOJIBHOMY COUYETaHUIO. Takke BO3MOXKEH IOJIHOTEKCTOBBIA IMOUCK IIO
coJiep>kaHuto (haisIoB, MPUKPETIICHHBIX K PErUCTPAIIMOHHBIM KapTOUYKaM.

[Tonydyennas TakumM 00pa3oM MHGOPMAIHS CIYXHUT JUIS OLEHKH 3(pPEeKTHBHOCTH pabOTHI Kak
BCETO YIPABICHYECKOTO ammapara, Tak ¥ KOHKPETHBIX JOJDKHOCTHBIX JIMI] (MCIIOJHUTENEH) U
JAJIbHEUIIIETr0 MPUHSATUS MEP COBEPIIICHCTBOBAHUS UCIIOIHUTENBCKON JUCIUILTUHBIL.

ITopsinok BbINoJIHeHUs padoOThI:

1. Co3ath MOMCKOBBIE 3aMPOCHI (JIF0OOH CIIOKHOCTH, JaHHBIC TPEIOCTABIISIET MIPENO1aBaTElb)
1 OCYILIECTBUTDH UX COXPAHEHHE ISl TOCIEYIOIIEr0 MHOTOKPAaTHOTO MCIIOIb30BaHUS.

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

3. Co3matb u chopmMupoBaTh MOUCKOBBIM 3alpOC HA OCHOBE paHee CO3JaHHOTO ImabioHa (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
TIATTKH TT0JIB30BaTeNeH W/ pacrievaTaTh B BUJIE TEPEUHS.

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 K uHPOpMaUMKM» JUIsI KOHKPETHBIX KaTeropui
WCTIOJTHUTENICH, TeM CaMbIM TI0Ka3aTh, YTO BO3MOXXHOCTH TIOMCKa JOKYMEHTOB JJISi KaKIOTO

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 1OCTYH 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 MOWCKOBOMY 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 TOTOBOTO JOKYMEHTa 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 MOTYYUTH CIEAYIOIIUE 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. AHHOTAITHSA
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 OO0 DSJIEKTPOHHOM JOKYMEHTE Kak HOBOM
COCTaBJISIONICH B TPABOBBIX OTHONICHHSX. BBIABIEHHWE OCHOBHBIX OCOOCHHOCTEH «3IIEKTPOHHOTO
JOKYMEHTa», 0a30BbIX NPUHLHUIIOB B3aUMOJACUCTBUSA JJIEKTPOHHOTO W aAHAJIOTOBOTO «MHpPay,
MMOHUMAaHHUS Iepexo/1a HHGOPMAIUU U3 0OBIYHOTO AaHAJIOTOBOTO MUPA B 3JICKTPOHHBIN.

3aoauu Kypca:

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

YIPaBIEHYECKOW, HSKOHOMMYECKOH, COLMAIbHOW, TEXHUYECKOH, HayyHOW HHpOpMALUU U
(GbopMHpOBaHUSA CHCTEM JOKYMEHTAllMHM, OO0ECIeYMBAIOLIMX JEATEIHOCTh almnapara yIpaBJIeHUsS
YUPEKACHUN, OPTraHU3ALMN U TPEATPUATHIA;
. OBJIa/IETh HEOOXOIMMOM TEPMUHOJIOTHUEH];
. copMHpOBATh HAaBBIKM MPOPECCHOHAIBLHOIO JOKYMEHTOBEIUYECKOrO aHaiu3a U paldoThl ¢
IporpaMMaMd 10  OOECHEYEHHMIO 3JEKTPOHHOTO  JIOKyMEHTOOOOpOTa, TOJKOBAHUS  CHCTEM
ANEKTPOHHON JOKYMEHTAIMU U CUCTEM 3JIEKTPOHHOTO TOKYMEHTHPOBAHMUSL.

JlucuuiuinHa HanpasjieHa Ha (pOpMUpPOBaHUE CIIETYIOIUX KOMIIETEHIIMI:

IIK-1 - CrnocobeH BBINOMHATH PA0OTBI IO YCTAaHOBKE, HACTpOWKE U OOCIYKHUBAHHIO
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(OPMAITMOHHOTO TIpaBa, CYIIHOCTh KOH(MMICHIMAIBHOCTH HWH(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 OPraHU3aIMIo0 UX (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.

YMeTb: 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 HCIIOJIH30BaTh OCHOBHI TPABOBBIX 3HAHUH B Pa3JIMYHBIX chepax AesTeIbHOCTH;
OCHOBHOI1 TepMHHOHOFHeﬁ, METOJaMH W OCHOBHBIMH QJITOpUTMaMU pCaiM3allii 3allUIICHHOI'O
3IIEKTPOHHOTO IOKYMEHT0000pOTA.

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

I1K-13 - CriocobeH mpuHUMATh y4acTue B GOPMHUPOBAHUH, OPTaHU3AIIUH U TIOICPIKAHUS
BBINOJIHEHUS KOMIUIEKCa Mep M0 00ecredeHn 0 HHPOPMALMOHHOM 0e3011acCHOCTH, YIIpaBIeHUH
IIPOLIECCOM UX pean3aliu

B pe3ynbrare 0CBOGHUS NUCIUILTUHBI 00YYaIOLIHICs JOKEH:
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3HaTh: 3aKOHOMEPHOCTH pA3BUTUS MNPEANPUITHN  Pa3IMYHOrO0 THUMA 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(POPMAIMH ITPU TOCTPOSHUH CHCTEM JIOKYMEHTO000POTa;
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 IOKYMEHTOB;

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 pealu3alUd 3allULIEHHOIO
ANEKTPOHHOTO JJOKYMEHTO000pOoTa

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



