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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€  IPOOJIEMBbl  3JIEKTPOHHOIO  JOKYMEHTHUPOBaHMsI  IIPaBOBO,
VIIPaBIEHYECKOH, HSKOHOMHUYECKOH, COIMAIbHOM, TEXHHYECKOW, HaydHOW HHMOpMAINH

(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

Komnerennus
(Ko 1 HAMMEHOBaHUE)

HNuauxkaropsl
KOMIIeTeHIU I
(K0l ¥ HANMEHOBAHUE)

PesyabTaTnl 00yyeHus

OIIK-2.1. Criocoben OIlK-2.1.2. YwMeer | 3naem:  aNrOpUTMBI  YIIpaBJICHUS
MPOBOJIUTH aHAJIH3 aHATM3UPOBATh yrpo3bl | IPOLIECCAMU B CIIOKHBIX CHCTEMAaX.
(yHKLIMOHANBHOTO Tpouiecca | Oe3omacHocTH  MH(pOpManmy, | Ymeem: aHaTM3UPOBATH

00BEKTA 3aIHUTHI U €ro OlLlICHNMBaTh WH(OpPMAMOHHEIE | 3(PPEKTUBHOCTH METOIOB YIIPABICHHS
WH(POPMAIMOHHBIX PHCKH; NPUMEHSTD | CHCTEMaMH.

COCTaBIISIFOIIUX C IETBI0 aQHAJIUTHYECKUE U | Braoeem: peanusanueil aropuTMoB
BBISIBJICHHS BO3MOYKHBIX KOMITBIOTEPHBIE MOJIENN | yIpaBJICHHs B aBTOMAaTU3NPOBAHHBIX
HCTOYHUKOB ABTOMATH3MPOBAaHHBIX CHCTEM | CUCTEMaX.

WH(POPMAIIMOHHBIX YTPO3, UX " cucTeM 3aIIHUTHI

BO3MO>KHBIX LIEJIEH, MyTel
peanu3anuu u
MpeanoiaraeMoro yiiepoa

MHQOpPMaLUK;, aHAJIU3UPOBATH
MpOrpaMMHBIE U TIPOTPAaMMHO-
anmapaTHble pPEUIeHuS MpH
MIPOEKTUPOBAHUHU CUCTEMBI
3aIIUTHI HHPOPMALIUH C LEIbIO
BBISIBIICHUS yA3BUMOCTEHN

OIlK-2.1.2. Ywmeer
aHAJU3UPOBATh yIpo3bl
Oe3omacHocTn  WH(pOpPMAIUH,

OIICHHBaTh HMH(OPMAaIMOHHBIE




PHUCKH, MMPUMCHSTH
AHAJIMTUYICCKHC "
KOMIIBIOTCPHBIC MOACIN
ABTOMATU3UPOBAHHBIX CUCTEM
nu CUCTEM 3alIUThI

MH(QOpPMaLUK;, aHAJIU3UPOBAThH
MpOrpaMMHBIE U TPOTPaMMHO-
anmnapaTHele pEUIeHHs MpH
IPOEKTUPOBAHUU CHCTEMBI
3alIUTHI MHPOPMALIUH C LEITbIO
BBISIBIICHUS YA3BUMOCTEN

OIIK-2.1.2. Brnageer
HaBBIKAMU pacyera
nokazareneil 3pQHEeKTHBHOCTH
3aIUTHI nH()OpPMAaIHH,
oOpabaTeIBacMOi B
ABTOMAaTH3UPOBAaHHBIX

CUCTEMaX; MIPOBEACHUS
aHanmmsa VSI3BUMOCTH
IIPOrpaMMHOI0 5

MIPOTrpaMMHO-aIapaTHBIX
CPEJICTB 3aIUTH HH(POPMAITIH

1.3. MecTO IUCHUIJIMHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl

Juctumumza «CHCTeMBI SJIEKTPOHHOTO IOKYyMEHTOO000pOTa» OTHOCHUTCS K YacTH, OpMHUPYEMO
y4acTHHKaMu 00pa30BaTeIbHBIX OTHOILIEHNH OJI0Ka JUCHUILIMH y4eOHOTO IUIaHa.

I[J'ISI OCBOCHHUA AUCLUIIIINHBI HGO6XOI[I/IMI)I 3HAaHUA, YMCHUA W BJIAJICHHA, C(l)OpMI/IpOBaHHI)Ie B
X0JIe U3Y4YEHHUs CIEIYIOIUX JUCHUIIMH U MPOXO0XKAEHUS NpakTuk: «OpraHu3alliOHHOE U IPaBOBOE
oOecnieueHre MHGOPMAMOHHON Oe3omacHOCTH», «3amura U 00paboTka KOH(UIEHIMAIbHBIX
JOKYMEHTOBY.

B pesynbrare ocBOeHHS JUCHMIUIMHBI (DOPMHUPYIOTCS 3HAHUS, YMEHUS U BJaJeHus,
HEOOXOAUMBIE IS  MPOXOXKACHUS JAUCHUIUIMH «CucteMbl  HMH(OpMAIMOHHO-aHATUTHYECKOTO
MOHHUTOpHHra» H  «CucTeMbl ympaBieHUs HWH(GOPMALMOHHON  OE€30MacHOCTBIO»,  «AyAUT
nH(pOPMALMOHHO Ge30macHOCTH», «CUCTEMBI ypaBieHNs: HHPOPMALMOHHONW O€30M1aCHOCTH.

2. CTpyKTYpa IMCHHUILITHHBI
O6m1ast Tpy10EMKOCTh TUCIIUIUIMHBI COCTABIISIET S 3.€., 180 akajeMuuecknx 4acos.

CTpyKTypa AMCUMILIMHBI 1JIs1 04HOH GopMBbI 00yUeHust

O0pvemM nauciumIuMHBL B (popMe KOHTAKTHOM paboThl OOYy4aroOMMXCs C MeJarorn4ecKuMu
paboTHUKaMU M (WIK) JUIAMM, TPUBJIEKAEMBIMM K pealu3aluu 00pa3oBaTeIbHOW MpOrpamMMbl Ha
UHBIX YCIOBHSX, P MMPOBEACHNUN YUEOHBIX 3aHATHI:

Cemectp | Tunm yueOHBIX 3aHATUI Konuaectso
JacoB
5 Jlexuun 26
5 [IpakTrueckue 3aHATHs 32
6 Jlexnun 12
6 [IpakTrueckue 3aHgTHs 16
Bcero: 86
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O0beM AUCHUILTUHBL B (POpME CaMOCTOSTENBHON paboThl 00yJarommxcs cocTaBiser 94

AKaJICMHUYCCKUX YaCoOB.

3. Coeprxanue U CUUILIMHBI

HaumeHnoBaHue pa3jaesa
JTUCIHHUIIINHEI

Conep:xkanue

TEMA 1. BBEJAEHUWE.

[IpenmMer u conepkaHue Kypca, METOJbI €T0
U3y4eHMs, MCTOUYHUKM WU JIUTEepaTypa, KOHTPOJb
OCBOCHHS.

[lonsaTniiHbII arrapar 3JIEKTPOHHOI'O
JOKyMEeHTO000poTa. OCOOEHHOCTH 3JIEKTPOHHOTO
JOKyMeHTHpoBaHus nHpopmanuu. Kiaccuduxauus
AJIEKTPOHHBIX JIOKYMEHTOB, CUCTEM U KOMIUIEKCOB

JAOKYMCHTOB.

TEMA 2. APXUTEKTYPA H
OCOBEHHOCTH PABOTbI
CUCTEM DJEKTPOHHOI'O
JOKYMEHTOOBOPOTA

O0630p U aHaTN3 OTEUECTBEHHBIX Pa3paboTOK

B 00JaCTM aBTOMAaTHU3allUU JOKYMEHTOOOOpOoTa U

nenonpousBoactBa  (bocc-Pedepent, ['pan/loxk,
JEJIO, EB®PAT-/lokymMeHTOO0O0POT,
CompanyMedia, Directum, DIS-cucremsl,
DocsVision, LanDocs, Optima-Workflow,
MOTUB). OnpiT BHEJIPEHUS CUCTEM.
JlononHurtenpbHble  BO3MOXKHOCTH ~ pabOTBl  C
cuctemMamu.  OnTUMaNbHBIL  BBIOOp  cHCTEM

AIIEKTPOHHOTO JIEJOMPOU3BOJICTBA.

OcobenHocTH pabOTHl CUCTEM 3aIIUIIIEHHOTO
3JIEKTPOHHOI'0 JIOKYMEHT0000pOoTa. 3a7auul 3alluThl
uHpopMaun

npu QJICKTPOHHOM

JOKYMCHTHPOBAHUMU.

TEMA 3. BOBMOXHOCTH U
HPEUMYIIECTBA

CUCTEMBI JIEKTPOHHOI'O
AEJIOITPOU3BOJACTBA (C2]1)

«JAEJIO».

OcHoBHbIE HYHKITUN CHCTEMBI SJIEKTPOHHOTO
nenonpousBosctea (COJ]) «IEJIO» B obnactu
AJIEKTPOHHOTO JOKYMEHTOO0OPOTa TPEIIPHSITHS:
perucrpanus,

KOHTPOJIb HUCIIOJTHCHUA,

Mapuipytusanus, OTYCTHI, MOJHOLICHHBIN ITOUCK,

criicaHue B Jieno. JlemerupoBaHue MOJTHOMOYHMA Ha




paboTy C IEKTPOHHBIMH JIOKYMEHTAMHU.

Ilepexon oT «OYMa>KHOTO»
JIEJIONPOU3BOJICTBA K COBPEMEHHBIM TEXHOJIOTHIM
yIpaBiIeHUS] BUPTYAJIbHBIMH IOKYMEHTAMHU.

Osznakomnenne ¢  wuHTEepdeiicom COJI
«JIEJIO».

Oynkiuu COJ1 «AEJIO» o pasrpaHuueHUIO
JocTyna M0JIb30BaTeNe K AIIEKTPOHHBIM

JIOKYMEHTaM.

TEMA 4. OCOBEHHOCTH
YCTAHOBKH M _PABOTBI C
IIPOTPAMMOW
3JEKTPOHHOI'O
JOKYMEHTOOBOPOTA
HOPEANPUITUS JIEJIO»

VYcraHOBKa, HAacTpoMka W BHEAPCHHE
IIPOrpaMMbl  3JIEKTPOHHOIO  JIOKYMEHTOOOOpoTa
«AEJIO» ¢ TunoBo#l  CTPYKTypol  OOBEKTa
uHpOpMaTU3aLUH.

MacmrabupyemMocTb Co «AEJIO».
«YBEJIMUEHHE 0XBaTa» I10JIb30BATEIICH.

Pemmaempie  3amaum, — oOecneduBaromye
Ka4eCTBEHHBIH JJOKYMEHTOOOOPOT HpPEANpUATHS,
3HAaKOMCTBO C PabOTOM HpOrpaMMbl: BUPTYyasibHas
Kanuenspust - perucrpanusi JOOBIX  THUIIOB
JIOKyMEHTOB B COOTBETCTBUU C TpeOOBaHUIMHU
I'CHOY; peructpauus oOpallleHUd TrpaxaaH;
nogaepxxka DI, ynoOHbIN U mpocToil OyMaXKHBIN
U DJIEKTPOHHBIN JTIOKyMeHTooOopoT. [loaroroBka
UCXONAIIEH KOPPECIOHJAEHIMH —  COPTHUPOBKA
UCXOJAIINX JOKYMEHTOB II0 pEECTPaM Ha OTIPABKY;
nevarb peecTpoB OTIIPaBKH JOKYMEHTOB,
KOHBEPTOB, IAKETOB.

[TonrotoBka TmOpydYeHHs] — CO3JAaHUE U
pabota ¢ MOpydYyeHHSMH JFOOOWH BIOXKEHHOCTH H
Pa3BETBIEHHOCTH; paboTa C MPOEKTaMHU MOPYUCHHMIA;
Ha3HA4YCHHE BHYTPEHHUX u BHEIIHUX
UCIIOJTHUTENIEH; KOHTPOJbHBIE M HE KOHTPOJIbHBIE
NOpy4eHusi; WHPOPMHUPOBAHHE O TOCTYIUIGHUH B

KaOMHET HOBBIX MOPYYEHUH.
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KoHTponp  ucnonHeHus  NOpydyeHUH  —
IPOCMOTP OTYETOB 00 HCIOJHEHWU W CHSTHE C
KOHTPOJISI JIIOOBIX TOPYYEHUU; KOHTPOJb BCel
UEepapXUH MOPYYEHHUH - OT MYHKTOB, IO CIIOKHBIX
MHOT'OCTYII€HYAThIX PE30JIOLNN, UMEIOIINUX Pa3HbIX
aBTOPOB, KOHTPOJIEPOB U UCIOJIHUTENEH; MEXaHU3M
OMOBEUICHUS] O MOCTYIJICHUH HOBBIX JIOKYMEHTOB;
CO3JaHME  HANOMUHAHMM MO  MOPYYEHUSIM;
UH(POPMHUPOBAHUE O HAPYIICHUU CPOKA UCIIOTHEHUS
JIOKYMEHTOB.

CornacoBanue —  THUOKHE  HACTPOUKH
mpolecca COIVIACOBAaHUS; CO3JaHHE Pa3IUYHBIX
MapLIpyTOB; IMYTH COIJIACOBAHMS JUIsl Pa3IUYHbIX
JIOKYMEHTOB; IOJJIEPKKa BEPCHOHHOCTH; CPOKH
COTJIACOBaHUsI; HAIOMUHAHUS U OTIOBEIICHHUS.

busnec-mpouieccbl —  I1O0KyMEHTOOOOPOT
HOpeanpusaTHs J1I000H CII0)KHOCTH; HAcTpoilka Moj
KOHKPETHYIO 3ajauy; padoTa mpoliecca 1o 1rodomy
COOBITMIO — OT PETrucTpalud [0 TOIANUCAHUS
JIOKyMEHTA.

Pabota ¢ COJI uyepe3  MOOUIBHBIE
YCTpOMCTBA (1Pad, iPhone, cMapTQhOHBI,
KOMMYHHUKATOPbI, TakXe MOOWIbHbBIE Tene(OHBI,
IUTAaHIIETHBIE KOMITBIOTEPHI)

Opranuzanus MIOJIHOLICHHOT' O
B3aumoaeiictuss COJl «/AEJIO» ¢ xoHTposem
MPOXOXKAEHUSI  JOKYMEHTOB B  OpraHU3alusX-
azpecarax.

OnoBemieHuss U yBEIOMIIEHHS — DPacChlUIKa
HAallOMMHAHUH M yBEIOMJIGHHH 1O  JIIOOBIM
COOBITHSIM; HACTPOMKA HY)KHBIX YBEIOMIICHHH.

CkaHupoBaHMEe, B TOM 4HCIE IOTOYHOE
CKaHMpPOBAaHME — TIEpEeBOA  JOKYMEHTaluu B
AIIEKTPOHHBIN BU/T; aBTOMAaTHU3HpPOBaHHAs

peructpanusi PaCIIO3HAaHHBIX JOKYMCHTOB,




pacrneyaTka u pacrno3HaBaHHUE IITPUX-KOJIOB.

Co3panue OTYETOB — MOATOTOBKH M MEYaTh
OTYETHBIX (OpM; CTAaTUCTHKA; IPOU3BOJIBHBIC
OTYEThI; BEIOOD IA0JIOHOB MEYaTH OTYETOB.

BeO-mocTynmn — TIONHOLICHHAs — yaajaeHHas
paboTa ¢ JOKyMEHTaMU; HCIIOJHEHUE MOPYUYCHUH;
KOHTPOJIb UCIIOJIHEHUST; COTJIACOBAHUE; TIOUCK.

OUIT — moanucanue (aityioB U PEKBU3UTOB
JIOKYMEHTOB; HCIOJIb30BaHUE NPHU TOJIMUCAHUU U
COTJIACOBAaHWHU; BBOJA HH(POpPMAIMK OT PYKHU
(haxkcummIbHAS TOAMKUCH, KOMMEHTAPHMA, OTYET).

IOpunnyeckn 3HaYUMBIA TOKYMEHTOOOOPOT
OpeANpUsITHS  —  OpraHu3alus  OPUAMYECKH
3HaYUMOr0 JEJIONPOU3BOACTBA JIIOOOro MaciuTada;
cosmanne u mposepka OIII; mumdpoBanue
COOOIIIEHUH; IITaMIbl BPEMEHM; MOJIEPIKKAa BCEX
ucnonb3yemslx B PO kpunronpoBanaepos.

[IpoToKOBI — TPOCMOTP BCEX MEUCTBHIA,
COBEPIICHHBIX B CUCTEME.

Wurerpamuss —  omucaHHas — CTPYKTypa

cucteMbl; Haauune API.

TEMA 5. OCHOBHBIE OIIIUN
CUCTEMBI 3JIEKTPOHHOTI'O
AEJIOITPON3BOJACTBA

«AEJIO»

Pabora ¢ cucremoil  3IEKTPOHHOTO
JIeNIOTIPOU3BO/ICTBA Yepe3 MOOUIIbHBIE YCTpOMcTBa
(iPad, iPhone, cmapTdoHbI, KOMMYHUKATOPBI U JIp.)
onuust  «MoOunpHbBIE  KabuHer». Pabora ¢
AIIEKTPOHHBIMU JOKYMEHTaMH B KaOWHETE U BHE €ro
Ha OJIHOM YCTpOWCTBe (IUIaHIIETHBIH KOMIBIOTEP
WK HOYTOYK)- oniust «APM PykoBoautensy.

Opranuzanus TOJIHOLIEHHOT O
B3aMMOJIEICTBUS CUCTEM AIIEKTPOHHOTO
JIOKYMEHTOO0OpOTa € KOHTPOJIEM MPOXOXKJICHHS
JOKyMEHTOB B OpraHu3alusAx-aJpecarax, OILMs
«Cepgep anekTpoHHOTO B3aumoiercTBus (COB)».

[Ipunanue TMOJHOUEHHOW  HOPUIUYECKOMN

3HAYMMOCTH 3JIEKTPOHHOMY JOKYMEHTOOOOpPOTY,
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ormwst «HOpuandeckn 3HaYUMBIN JOKYMEHTOO0OPOT
PEITPUATHI.

MaccoBblii epeBoj; OyMa)KHbIX JOKYMEHTOB
B BUpPTyalbHbIH  Bua, onmus  «l[loTtounoe
CKaHUPOBAHUE.

Web-moctyn Ko BceM JaHHBIM M (DYHKIIHSIM,
MTO3BOJISIOIINNA COTPYTHUKAM ITOJTHOIICHHO paboTaTh
C JIOKYMEHTAaMH, HaxoJsiCh B KOMAaHJIHUPOBKE WJIU
BHE ouica, KaK U 32 CBOMM PabOYMM CTOJIOM, OIIIHS
«JIEJIO-Weby.

Hurerpamus COJl «AEJIO» u 1C, onuwus
«JIEJIO-1C».

[IpoexTrpoBanue u co3a"ue
IIPOU3BOJIBHBIX OM3HEC-TIPOLIECCOB (IIPOU3BOJIbHBIE
IpOLEAYphl COTJIaCOBaHUSA JOKYMEHTOB M T.IL),
onius «YTpaBJICHUE MPOIIECCaAMM».

CBOEBPEMEHHOCTh M3BEIICHHS COTPYAHUKOB
0 TMPHUXO0JIe HOBOTO JOKYMEHTa, MOPYYECHHS U T.I.

qgepe3 JICKTPOHHYIO ITOUTY, OIIIUA ((OHOBGH_IGHI/ISI u

YBEIOMIICHUSI.
Bo3moxHOCT MHTErpaluu CUCTEMBI
«AEJIO» c TH00BIMU HCITOJIB3YEMBIMU

OpFaHHSaHHeﬁ I/IH(i)OpMaI_II/IOHHBIMI/I CUCTEMaMHU H
Ou3HeC — nporpamMmmamu, IMpu HAJIUIUHU JOCTYITHOTO

APIl-unTepoeiica.

TEMA 6. OPIrAHM3ANUA
CUCTEMBI 3JIEKTPOHHOT'O
JOKYMEHTOOBOPOTA U EE
SAIINTA.
OYHKIIMOHAJIBHBIE
BO3MOXKHOCTH CHUCTEMbI
QJEKTPOHHOTI'O
AEJOINNPON3BOJACTBA

«AEJIO».

HeHTpaJ'II/ISOBaHHOG Oe3omacHoe XpaHCHUC
JAOKYMCHTOB. OHepaTI/IBHHﬁ AOCTYII K JOKYMCHTaM

C Yy4YeToM TMpaB mMoJib30oBarene. Perucrpanus

BXOJSIIINX U MUCXOAAIMMX NOKYMEHTOB. [IpocMmoTp u
pellakTUpoBaHHE JTOKyMeHTOB. Pabota ¢ mpoekTamu

JOKYMCHTOB. KOHTpOJ'IB Bepcnﬁ JAOKYMCHTOB.

[ToTHOTEKCTOBBI MOUCK JTOKYMEHTOB IO HX

conepkanuto. Pabota M y4eT AOKYMEHTOB JIFOOBIX

THIIOB: O(I)I/ICHBIC JAOKYMCHTHI, TCKCTHI,
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n300pakeHus], ayauo - U BUACO(AIIbl, JOKYMEHTHI
CUCTEM MPOSKTUPOBAHHUS, APXUBBI, MPUIOKEHUSI U
T.a0. Pabora ¢  ¢aitmamu  (3IEKTPOHHBIMH
JIOKYMEHTaMH ). KonnexrtuBHas pabora

IIOJIb30BaTElIEil C BO3MOKHOCTBIO corjiaCoBaHmusd,

YTBCPIKIACHUA n KOHTPOJIA HUCIIOJTHCHUA
JOKYMCHTOB. PabGoTa C «KaOMHETOM) -
«BHUPTYyaJIbHBIM pa60‘II/IM MCCTOMM».

MapmpyTtu3zaius ITOKyMEHTOB, HacTpauBaeMas IIO
KaXKI0My BHAY JOKYMCHTOB B OTACIBbHOCTH.
JIBr>keHUE JOKYMEHTOB BHYTPHU OpIaHU3aIUH.
ObecrieueHne MpoUEnypbl MPOBEPKH  HAJIHUUS
JIOKYMEHTOB. ABTOMAaTH3UpPOBaHHAs 3arpyska
JIOKYMEHTOB U3 3JICKTPOHHOW IMOYTHI M CO CKaHepa.
[TorouHOE CKaHMPOBaHHE C HAHECEHHEM IITPUX-
KOJIa. dopmupoBaHue Jell. Cucrema
aBTOMAaTHu3al y4d4€rta JOKYMCHTOB ApXHUBHOI'O
donga. Benenwe ayauTa mnedatd KypHAJIOB H
KapTo4eK. Y4YeT W KOHTPOJb pabo4yero BpPEMEHHU
COTPYIHUKOB. YJIAJICHHBIM JOCTYyN K JAaHHBIM U
GyHKIUAM. Y4YeT OCBEIOMJICHHOCTU COTPYIHUKOB,
UMCHOIIIUX AO0CTYII K JOKYMCHTaM.

WNHudopmaninoHHO-cIIpaBoyHas paboTa.

[Toaremsbr 6.1-12 BKIIOYAIOT CAMOCTOSITENIbHBIE PA3/IEIIbl:

PGFI/ICTpaHI/Iﬂ JOKYMCHTOB

Pabora ¢ ¢aitnamu (371€KTPOHHBIMH TOKYMEHTaMH )

PaGora c mopy4deHusimu (Bbliaua, HCTIOJIHEHNUE U KOHTPOJIb)

Pabota ¢ «kabOMHETOM» - «BUPTYaJIbHBIM pa0OUYUM MECTOM»

Pabora ¢ IMPOCKTAMU NOKYMCHTOB

HpI/IeM W BHCIIHSA paCChblIKa TOKYMCHTOB

JIBrKeHrEe NOKYMEHTOB BHYTPH OpraHU3aINU

IToTouHnoe CKaHUPOBAHUC C HAHCCCHUCM IITPUX-KOJA

dopMupoOBaHUE JeN

Cucrema ABTOMATHU3alluH1 YU€Ta NOKYMCHTOB apXHUBHOT'O (I)OH,Z[a

Y naneHHsblil JoCTyN K TaHHBIM U QYHKIUSAM

WudopmanronHo-cripaBoyHas pabora
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Tembl Jekuu

Jlexuus 1. (Tema 1). Beenenue - (2 yaca).

Jlekmsa 2. (Tema 2.). ApxXxuTekTypa W OCOOCHHOCTH pabOThl CHCTEM 3JICKTPOHHOTO
JIOKYMEHTO00OpoTa - (2 yaca).

Jlexuusa 3. (Tema 3.). Bo3MOXHOCTHM M INpPEUMYILIECTBA CHUCTEMBI 3JIEKTPOHHOTO
nenorpoun3BojictBa «IEJIO». - (2 yaca).

Jlexnms.4. (Tema 4.). OCOOEHHOCTH YCTAaHOBKHU MPOTPAMMBbI AJIEKTPOHHOTO JOKYMEHTO000pOoTa
npeanpusTas «IEJIO» - (2 gaca).

Jlexnus.5. (Tema 4.). OcobeHHOCTH pabOTHI C MTPOrPAMMOI ANMEKTPOHHOTO JOKYMEHTO000pOTa
npennpusatus «AEJIO» - (2 gaca).

Jlexmus 6. (Tema 5.). OCHOBHBIE OTITUU CHCTEMBI JIEKTPOHHOTO Jieionpoun3BocTBa «JIEJIOy -
(2 gaca).

Jlekuus 7. (Tema 5.). [lpunanue rOpUANIECKON 3HAYMMOCTH DIICKTPOHHOMY TOKYMEHTY - (2
yaca).

Jlexuusa 8. (Tema 6. 1.1.). Opranuszanusi CUCTEMBI AJIEKTPOHHOTO JOKYMEHTOOOOpOTa U ee
3amuTa. OYHKIMOHAIBHBIE BO3MOXXHOCTH CHUCTEMBI 3JIEKTPOHHOTO Aenomnpou3BoactBa «/IEJIO».
Perucrpanus 10kyMeHTOB. - (2 yaca).

Jlekmss 9. (Tema 6. 1.4.). OyHKIUMOHAIbHBIE BO3MOXXHOCTH CHCTEMBI 3JEKTPOHHOTO
nenornpousbozactBa «JIEJIO». Pabota ¢ «xabuHETOM» - «BUPTYalbHBIM pab0OYMM MeCTOMY. - (2 yaca).

Jlexima 10. (Tema 6. 1.4.). OyHKIMOHATbHBIE BO3MOXKHOCTH CHCTEMBI DSJIEKTPOHHOTO
nenonpousBoacTBa «JAEJIO». «MoOunbHbIE KaOuHET» - paboTa € CHUCTEMBI 3JIEKTPOHHOTO
nenonpouspoactBa «/IEJIO» uyepe3 wmoOunbHble ycTpoiictBa (iPad, i1Phone, cmaptdonsl,
KOMMYHHUKATOPBI 1 Jp.) - (2 yaca).

Jekimsa 11. (Tema 6. 1.8.). OyHKIMOHATbHBIE BO3MOXKHOCTH CHCTEMBI DSJIEKTPOHHOTO
nenorpoun3BojictBa «JIEJIO». [lorouHoe ckaHUpOBaHNE C HAHECEHHEM IITPUX-Koja - (2 yaca).

Jlexuusa 12. (Tema 6. 1.10.). @yHKIMOHAJIbHBIE BO3MOXKHOCTH CHCTEMBI 3JIEKTPOHHOIO
nenornpouspoactBa «JEJIO». ®opmupoBanue (cucreMaTH3alMs) JIOKYMEHTOB BHYTpU Jela U
oopmienue aen (€AMHUI] apXMBHOTO xpaHeHHs). CucremMa aBTOMAaTHU3allMM ydeTa JIOKYMEHTOB
apxuBHOTO QoHa - (2 yaca).

Jlekmms 13. (Tema 6. 1.10.). DyHKIHOHATBHBIE BO3MOXHOCTH CHCTEMBI 3JIEKTPOHHOTO
nenornpousBozactBa «JEJIO». Hactpoiika aBTOMaTH3MpPOBAaHHOM CHCTEMBl KiIacCU(pUKALMM AeT U
JOKYMEHTOB B 3JIEKTPOHHOM apXHBe - (2 yaca).

Jlekumst 15. (Tema 6. 1.11.). DyHKIHMOHAIBHBIE BO3MOXXHOCTH CHCTEMBI 3JIEKTPOHHOTO

nenornpoun3BojicTBa «JIEJIO». Y nanenusIit 1ocTyn K JaHHBIM U QYHKIUAM - (2 gaca).
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Jlekmmss 16. (Tema 6. 1.12.). DyHKIHMOHAIBHBIE BO3MOXHOCTH CHCTEMBI 3JIEKTPOHHOTO

JEeJIONPOU3BOACTBA «AEJIO».

WNudopmanroHHO-crIipaBOYHAS

pabora. dopmupoBaHue

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

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

JIeJIONPOU3BOJICTBA «JIEJIO».

(bopManTu30BaHHBIX OTYETOB 1O (opmam:

HNudopmannonHo-cripaBoyHas

paborTa. dopmupoBaHue

«CBonmka 00 wucnonHenun», «CBemeHuss o pabote

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

4. Oopa3oBaTe/ibHbIe TEXHOJIOTHH

Ne Buzpl yueOHBIX
HaumenoBanue paznena . OO6pa3oBaresbHble TEXHOJIOTHH
n/m 3aHATUN
1 2 3 4
1 |BBencuue Jlexmms 1. Jlexuus.
Huckyccus.
2 |APXHTCKTYpa 1 OCOOCHHOCTH Tlexuus 2 Jlexuus ¢ pa3bopoM  KOHKPETHBIX
paboThI CHCTEM IICKTPOHHOTO a6 ’ cuTyanui. BEITOIHEHNE TIPAKTUYECKOTO
abopaTtopHoe
JOKyMEHTO000pOTa parop 3a7JaHUsA o METOy aHaign3a
3aHATHE . .
KOHKpeTHbIX cutyauuit (AKC).

3 |BosmoxHocTH W mpenmyinecTsa|Jlexuus 3. BrlnmontHEHHE MPAaKTUYECKOro 3ajaHus
CUCTEMBI SJICKTPOHHOTO | TTaGopaTtopHoe |0 METOAy — aHauM3a  KOHKPETHBIX
nenonpoussozacTBa «JEJIO» 3aHSTHE. curyaimii (AKC)

4 |OcoOeHHOCTH YCTaHOBKU M paboThI Texus 4 Jlekust ¢ pa30oOpoM  KOHKPETHBIX
¢ HporpaMmon  SJIEKTPOHHOI'O a6 ] cUTyaluui. BeIIONIHEHNE TIPAKTUYECKOTO

abopaTopH
JIOKYMEHTO000pOTa  MPEANPUATHS OPATOPHOC | 34 anus no METOY aHanusa
3aHATHE. .
«AEJIO» KOHKpeTHBIX cutyaruii (AKC).
5 |OCHOBHBIE OTIMU CHCTEMBI Texuns 5 Jlekust ¢ pa30oOpoM  KOHKPETHBIX
3JICKTPOHHOI'O ACJIONPOU3BOACTBA ’ cuTyanui. BITOIIHEHNE TIPAKTUYECKOTO
JIEJIO JlaGopaTtopnoe
« » 3a1aHus o METOY aHanusa
aHsTHE. .
3 © KoHKpeTHbIX cutyanuit (AKC)

6 |Opranuzanus CHUCTEMBI
AIIEKTPOHHOI'O JJOKYMEHTO00O0pOoTa Texuns 6 Jlekust ¢ pa30oOpoM  KOHKPETHBIX
n ee 3amura. DyHKIMOHAIBHBIE a6 ] cUTyallMil. BeIOIHEHNE MPAaKTUYECKOTO

abopaTtopHoe
BO3MOXKHOCTH CUCTEMBI paTop 3aJlaHus o METOy aHaJM3a
3aHSTHE. .
ANEKTPOHHOIO  JEJONPOU3BOACTBA KoHKpeTHBIX cutyanmii (AKC)
«JIEJIO»

B nmepwon BpeMEHHOTO MPHOCTAHOBIEHUS TIOCEHICHHUS OOYYArOIIMMUCS TOMEIICHUH U
tepputopuu PITY st opranusanuu yaeOHOTO mporecca ¢ MPUMEHEHUEM dJIEKTPOHHOTO OOYIECHHS U

JTUCTAHIIMOHHBIX  00pa30BaTEIbHBIX
o0pa3oBaTeNbHbIE TEXHOJIOTHH:
— BUJICO-JICKIIHH,

TEXHOJIOTUN

- OHHafIH-JIeKHHH B PCKHUMCEC pCaJIbHOT'O BPEMCHH,

MOTYT  OBIThH

HCIIOJIB30BAaHbl  CJICAYIOIIUC
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— DJICKTPOHHbIE YUeOHUKH, yueOHbIe TOCOOUS, HAyYHbIE U3/IaHUS B JICKTPOHHOM BHUJIE U JIOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTelIbHBIM pPecypcam;

— CHUCTEMBI JUJISl JJIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIBTALUU C UCIOJIb30BAaHUEM TE€IEKOMMYHUKALIMOHHBIX CPEZCTB.

5. OneHKa JIAHKUPYEMBIX Pe3yJIbTATOB 00y4YeHUs

5.1 CucreMa oleHUBAHUSA

®opmMa KOHTPOJIS Makc. K0J1M4ecTBO 0aJJI0B
3a oany Bcero
padory

Texkynui KOHTPOJIb:

- paboma Ha NPAKMU4eCcKUx 3aHAMusX 5 OamioB 40 6amioB

- KOHMPOIbHASA paboma 10 6anoB 20 6amioB

[TpomMexyTouHas aTTecTalus — 9K3aMeH, 3a4eT C OLIEHKOU 40 6anoB

(TectupoBanue)

HToro 3a cemectp 100 6annoB

[Tomy4yeHHBII COBOKYITHBIN PE3YJITAT KOHBEPTUPYETCS B TPAAULMOHHYIO KAy OLIEHOK U B
mKaty oueHok EBporneiickoil cucreMsl neperoca u HakorieHus kpeautos (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUU ¢ TAOJIUIICH:

Ixana
100-6amtpHas mkana | TpagunroHHas 1IKaia ECTS
95 -100 A
8304 OTJINYHO B
68 — 82 XOpOIIIO 3a4TEHO C
56 — 67 D
50 _55 YIIOBJIETBOPUTEIHLHO E
20-49 FX
0_19 HEYIOBJIETBOPUTEIHHO HE 3a4TEHO =

5.2 Kputepuu BbICTaBJIEHHS OLleHKH 10 JMCIHUIIIMHE

Bamabl/ | Ouenka mo KpuTepun oneHkH pe3yJbTaToB 00y4eHHs 110 JUCHUTIIHHE

IIkajga | AMCHHUILIMHE

ECTS

100-83/ OTJINYHO/ BeicraBnsiercst oOy4aromeMycs, €Cii OH TITyOOKO M ITPOYHO YCBOMJI TEOPETHUECKHUN U
AB 3aYTEHO NpaKTHYECKUI MaTepHall, MOKET IIPOAEMOHCTPHPOBATh 3TO Ha 3aHATUSX U B X0JI€

MPOMEKYTOUHON aTTECTALUN.

OOyyaronuiicst NCUEPIBIBAIOLIE U JIOTHYECKH CTPOWHO M3JIaraeT y4eOHbI MaTepHal,
yMeeT YBA3bIBATb TEOPHIO C IPAKTUKOM, CIIPABIISIETCS C PELICHUEM 3a1a4
podecCHOHaNbHON HAIPABICHHOCTH BRICOKOTO YPOBHS CI0KHOCTH, MIPABIIIEHO
000CHOBBIBACT MTPUHSATHIC PEIICHUSI.

CBOOOTHO OPHEHTUPYETCS B yUeOHOH M MPOPEeCcCCHOHANBHOM JINTEpaType.

OrieHKa M0 JUCHUIUINHE BBICTABILIIOTCS 00yJaromeMycs C y96TOM pe3ylIbTaToB
TEKyLIeW U IPOMEXYTOUHOM aTTECTALIMHU.

Kommerennnu, 3akperiéHHbIe 3a TUCIUIUTMHON, COPMHUPOBAHBI 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 MaTepa, rpaMOTHO H 110 CYIIECTBY H31AracT €ro Ha 3aHATHAX 1 B XOAe
MIPOMEXYTOUHOHN aTTeCTally, He JOMycKas CYIIECTBEHHBIX HETOUHOCTEMH.
OO6yyatoniuiicst npaBUIbHO MPUMEHSET TEOPETUUECKUE TTOJIOKEHUS IPU PEIICHUU
MPAaKTUYECKUX 33a]1a4 MPO(PECCHOHANBHON HAPABICHHOCTH Pa3HOTO YPOBHS
CJI0)KHOCTH, BJIAJICET HEOOXOMMBIMY JIJISl 3TOTO HABBIKAMU M MPUEMAMH.
JlocTaTo4HO XOPOIIIO OPUECHTHPYETCS B yueOHOM U podecCHoHATLHON IUTepaType.
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 6a30BOM yPOBHE TEOPETHUECKUH 1
D.E putensHo/ NPAKTHYECKHI MaTepHaJL, OMYCKACT OTACIbHEIC OLIMOKY MPU €r0 M3JI0KESHHH Ha
3aHATHAX U B XOJIE TPOMEXYTOUYHON aTTECTALIUH.

OOy4aroUHiCs] UCTIBITHIBAET ONPEACAEHHbBIC 3aTPY/THCHUSI B IPUMEHCHUH
TEOPETHYCCKUX MOJIOKECHUI MTPH PEIICHUH MPAKTHUECKUX 3a71a4 MPodecCHoHaIbHON
HalpaBJICHHOCTU CTAHAAPTHOT'O YPOBHS CJIOKHOCTH, BJIAACCT HCO6XO}II/IMI>IMI/I JJIsL
9TOro 6a30BBIMH HaBBIKAMH U MPUEMAMHU.

JleMOHCTpHpyeT N0CTaTOYHBII YpPOBEHb 3HAHHUS Y4eOHOM TUTEepaTyphl 10 JUCIUIUINHE.
Or11eHKa MO JUCIHUIUIMHE BRICTABISIOTCS 00yJaroeMycs ¢ y4ETOM pe3ysIbTaToB
TEKyUIeH U MPOMEKYTOYHOM aTTeCTaINH.

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

3a4TCHO

49-0/ HEYJIOBJICT- BeicTaBnsercst oOygaromeMycs, €Cii OH He 3HAaeT Ha 0a30BOM YpOBHE TEOPETHUCCKHUN
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
TIOJIOKEHUH MPH PEIICHUHN NMPAKTUUECKHX 3a/1a4 MPOoeCcCHOHATBHOM HAIIPaBIeHHOCTH
CTaH/IapPTHOT'O YPOBHS CII0KHOCTH, HE BIaJieeT HEOOXOIUMBIMU JUIsl 3TOTO HaBBIKAMH U
IpUEMAMH.

JleMoHCTpHpYeT (parMeHTapHbIe 3HAHHS y4eOHOI! JIUTepaTyphl M0 TUCLUIIIHHE.
Or1ieHKa Mo JUCLUIUINHE BBICTABIIIIOTCA 00ydaromeMycs ¢ y46TOM pe3yIbTaToB
TEKyLIeW U IPOMEXYTOUHOM aTTECTALIUMU.

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

HEC 3a4TCHO

5.3 OuneHouyHble cpeacTBa (MaTepuHaabl) IJsl TeKyWero KOHTPOJS YyCIeBaeMOCTH,
NPOMEKYTOYHOM aTTecTANMHU 00y4YaroIUXCs M0 JMCIUIITTHHE

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

paodomul)
Bonpocut Peanuzyeman
Komnemenyus
1. DnexTpoHHBIE AaHHBIE — IOHATHUE U OTIPEJICIICHUE. OIIK-2.1
2. Tlomartme pmoxkymeHTa B 1H(pPOBOM MHpe. PexkBU3MT
OIlK-2.1
AJIEKTPOHHOI'O JJOKYMEHTA.
3. MecrononoxeHue 3JIEKTPOHHOTO JOKYMEHTa, HOCUTEINb
OIlK-2.1
uH(pOpMaLUH.
4. Omnpenenenus DJIEKTPOHHOI O JOKYMEHTa (mo | OIIK-2.1
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3aKOHOAATENbCTBY). DopMa M cozep)kaHUE 3JIEKTPOHHOIO

JIOKYMEHTA.

5. CpaBHeHI/Ie AHAJIOI'OBOIO  JOKYMCHTa M OJICKTPOHHBIX

OIlK-2.1
JTAHHBIX.

6. OOnacth TNPUMEHMMOCTH AaHAJOrOBOTO JOKYMEHTa H

OIlK-2.1
AJIEKTPOHHBIX JTAHHBIX.

Ilpomesricymounas ammecmayus (6apuanm umozo06020 mecma) - RPOBEPKA chopmuposannocmu
komnemenuyuii - OINK-2.1

1. Kommjekc padoT ¢ JOKYMeHTAMH BKJIIOYAET:

1. npuéM, PErucTpanuio, PacChlIKy, KOHTPOJIb HCIONHEHHS, (OpMUPOBAHHE 1€, XpaHEHHE H
MMOBTOPHOE UCIOJIb30BaHUE TOKYMEHTALIUU, CIPABOYHYIO PaboTy

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

3. npuEM, PETUCTPALINIO, PACCHUIKY, XpaHEHHE U TOBTOPHOE UCIIOJIb30BaHUE TIOKYMEHTALIUN

4. npuéM, PETrUCTPALUI0, PACCBUIKY, KOHTPOJb HUCIOJTHEHHS, (OPMHUpPOBAHUE [el, XpaHEHUe
JIOKYMEHTAIUH,

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

1. MO3BOJISIOIINN TOJITBEPAUTD NIEpeady JOKYMEHTOB

2. SIBIISTIOIIMNACS CPEACTBOM 3aIIUTHI WHPOpPMANNU, 00ECTIEYMBAIOIIIM BO3MOKHOCTh KOHTPOJIS
L[EJOCTHOCTHU U MOATBEPKACHUS MOATUHHOCTH AJICKTPOHHBIX IOKYMEHTOB

3. MO3BOJIAIOIINI Pa3pelIUTh Nepeiady JOKYMEHTOB

4. VCIIOJIHUTEIIS JOKYMEHTA

3. JokyMeHTHpOBaHHAasA HH(opManusd - 3a@UKCHPOBAHHAs HA MAaTepPHAJILHOM HOCHTeJe
NyTeM [OKYMEHTHPOBAHUS HMHPOPMAUMA C....., [O3BOJAIIUMH OIPeICJUTh TAKYI0
HH(popMANMIO WM B YCTAHOBJIEHHBIX 3aKOHOAAaTeNbCcTBOM Poccuiickoit @eaepanun ciayyasx ee
MaTepHaJIbHbIH HOCUTE/Ib

1. PEKBU3UTAMHU

2. yKa3aHWEeM HCTOYHHMKA MHPOpMAIIN

3. yKa3aHHWEeM JaThl OTIPaBKU HHGOpMAITUU

4. MOJITBEPK/IEHUEM €€ FOPUINUYECKON YHCTOTBI

4, OO6ume pyHKIMU JOKYMEHTA

1. UH(OPMAaLMOHHAs, YIpaBJIeHYeCcKast, KOMMYHUKAaTUBHAsL, (QYHKIHS UCTOPUYECKOTO HCTOUHUKA
2. npaBoBast, QYHKIUS UCTOPUUECKOTO UCTOYHUKA, QYHKIIMS y4eTa, ColraibHas

3. MpaBoOBasi, yIpaBlieHYeCKasi, KOMMYHUKATUBHAS, KyJIbTypHas

4. nH(pOpMallMOHHAs, COLIMAIbHAs, KOMMYHUKAaTUBHAs, KyJIbTypHas

5. KoMmyHnkaTuBHast pyHKUIMS

1. BBINOJTHSACT 3aJady INepefayd MH(pOpMalMyd BO BPEMEHU U NMPOCTPAHCTBE, MH(POPMAITMOHHON
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
OIEPaTUBHBIN U CTATUCTHYECKUI
BCE€ BBILICNIEPEUNCIICHHBIE

el N =

Kaxkoii 1o0kyMeHT SIBJIsIETCSI OPUTHHAJIOM NPHU pa3padoTKe CJIy:KeOHbIX JOKYMEHTOB?
benoBuK, MOANMCAHHBINA JOIKHOCTHBIMU JIMLIAMH, C IPUJIOKEHHUEM, B PsIZIE CIIydaeB, [1€4aTu
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 MTOATTMHHUKA TIOKYMEHTA

PP ©

9. Koraa BpInuCKa (KONMUS YaCTH JOKYMEHTA) NPUOOpeTaeT IPUANYECKYI0 CHIy?
1 MOCJIE €€ 3aBEPEHUS JOHKHOCTHBIM JIMIIOM OPTaHU3alMU WU HOTApUYyCOM

2. €CJIM OHA BBITIOJIHEHA C IPUMEHEHHEM OpPT.TEXHUKU

3 €CJIM OHA COOTBETCTBYET OPUTHHAITY JOKYMEHTA

4 MoCIIe €€ MOJIYUYCHHUS 3aMpaliuBacMbIM 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\/'I

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

3. HMETh BO3MOXXHOCTH OBITh MNpEACTaBJICHHBIM B CI)OpMe, MOHATHOMN 1A BOCIIpHUATHUA
YCIOBCKOM
4, COOTBETCTBOBATH BCEM BBIIICTICPCUYNCIICHHBIM Tpe6OBaHI/I${M

Ilpomescymounan ammecmayus (npumepHsie KOHMPOTIbHbIE 6ONPOCHL NO KYPCY) - RPOBEPKA
chopmuposannocmu komnemenyuii - OIK-2.1

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

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

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

4, 3amuTta HHPOPMAITMOHHBIX CUCTEM C TOYKU 3PEHUS TEXHOJIOTUU 00pabOTKU MHPOPMAITUH.

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

7. DJEKTPOHHBIA JOKYMEHTOOOOPOT B pPaMKax OJHOTO IOPHIMYECKOTO JMIa (KOPIOparuu
CIUHOT0 TOMAYMHEHHS). DIEKTPOHHBIA JOKYMEHTOOOOPOT MEKAY HOPUANYCCKUME ((DU3UUSCKIMHU)
JIMIIaMu Ha nipuMepe cucteMbl «IEJIO».

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

9. 3ammrta nHGOPMAIMK C TOYKH 3PEHUS IEKTPOHHOIO TOKYMEHTOOoOOpoTa. THUIlOBBIE yrpo3bl.
TunoBble HICTOYHUKH YTPO3.

10. 3akoH 00 DLII. OTKpBITBIE U KOPIIOPATUBHBIC CUCTEMBI. Y IOCTOBEPSIIOITUE IEHTPHI. Pazmudune
B IIOJIX0/1aX K MOHsATHIO «Bhazaenen JLI1» — ropuanyeckoe wim GU3NIEcKoe JHIIO.

11.  JluueH3upoBaHHME JESATEIBHOCTH, CBSI3aHHOHM C  DJIEKTPOHHBIM JOKYMEHTOOOOPOTOM.
Opranuzarop cetu oomeHna gaHHbIMU. CepTudukanyss HHPOPMAIIMOHHBIX CHCTEM U CPEJICTB 3alUThI
unpopmanuu. Mcnons3zoBanue cepTuGuIpoBaHHbIX dNeMeHTOB (6ubmnorex) CK3U.

12. CoBMerieHre 0a30BBIX TEXHOJOTHH AJIEKTPOHHOTO JOKYMEHTOOOOPOTa JUIsl COKPAIICHHS HX

HEJIOCTAaTKOB Ha mpumepe cucteMbl «IEJIO».

6. YueOHo-MeTOoqMYecKOe M HHPOPMALMOHHOE 0O0ecTiedeHH e TUCITUTITHHBI
6.1 CnucOK HCTOYHHKOB H JINTEPATYPbI

HcTounuku

@enepanbhblii 3akoH oT 27.07.2006 Ne 149-03 «O0 wuHpopmanuu, HHPOPMAIMOHHBIX
TEXHOJIOTHUAX u (6] 3alIuTe I/IHCI)OpMaI_II/II/I», Pexxum AOCTYyIIa:
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 @enepamuun ot 9 ¢espans 2012 r. Ne 111 O6
AJIEKTPOHHOW TOJIMHUCH, WCIOJIB3yEMOW OpraHaMH HCIIOJIHUTEIBHON BIACTH W OpraHaMH MECTHOTO
CaMOYIIpaBJI€HUs] PU OpraHU3alMM SJEKTPOHHOTO B3aMMOJEHCTBHS MEXIY COOOH, 0 MOpsjike ee
WCIIOB30BaHUsI, @ Takke 00 YCTAaHOBJICHHH TPeOOBaHHII 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(HISHIIMATBHBIX TOKYMEHTOB : yueOHoe mocodue / FO.H. CerueB. — 2-e u3n., mepepad. u o1, —
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 uHGOpMaIM B MHPOPMALIMOHHOM 00IecTBe: YueOHoe mocobue ajs By30B / Maitok
A.A. - Mockaga : I'op. munus-Tenexom, 2015. - 230 c.: 60x90 1/16 (O6moxka) ISBN 978-5-9912-0481-
1 - Texkcrt : anexktponubiid. - URL: https://new.znanium.com/catalog/product/536930

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

Kynses, H. H.KonduaennuaibHoe AEIONPOU3BOACTBO W 3aIUIICHHBIM  AJICKTPOHHBIN
JTOKYMEHTO0000poT[ DnekTponHslii pecypc]| : yueonuk / H. H. KynseB, 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. [I¢gmymkun, A. I'. ®abpuynoB; 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 snextponnas 6ubnuorexa (HO5) www.rusneb.ru
ELibrary.ru Hayunast anexktponnas 6ubdiamnorexka www.elibrary.ru

6.3 IlIpodeccnonajbHble 0a3bl JaHHBIX H HHPOPMALHOHHO-CIPABOYHbIE CHCTEMBI

JocTyn k nmpodeccruoHanbHbIM 0a3am qanubIx: hitps://liber.rsuh.ru/ru/bases

WHubopmanroHHbIe CITPABOYHBIE CUCTEMBI:
1. Koncynbsrant [liroc
2. Tapanr

7. MaTepuajibHO-TeXHHYECKOe ofecreyeHue JUCHUILIHHBI

s obecrieyeHus] TUCHMIUIMHBI MCMOJNb3YyeTCsl MaTepHalbHO-TEXHUYecKas 0aza 00pazoBaTeIbHOIO
YUPEKIACHUS:

1) Ui NEKIMOHHBIX 3aHATHU - ydeOHas ayJIuTOPHS, TOCKa, KOMIBIOTEP WM HOYTOYK, MPOSKTOP
(cTarOHapHBINA WM TIEPEHOCHON) [T IEMOHCTPalUK y4eOHBIX MaTEepUaIOB.

CocraB mporpaMMHOT O obOecrnieueHUs:

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

2) Uil TPaKTHYECKHX 3aHSATHH — KOMIIBIOTEPHBIN Kiacc WM J1labopaTtopusi, AOCKa, MPOEKTOp
(cTauMOHApHBIN MM NEPEHOCHON), KOMIBIOTEP WM HOYTOYK JUIsl MPEnoiaBaTesi, KOMIIbIOTEPbI
11 00yYaroIUXCA.


https://new.znanium.com/catalog/product/536930
http://znanium.com/catalog/product/468998
https://liber.rsuh.ru/ru/bases
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CocraB mporpaMMHOT0 00€CTICUCHHUS:
Windows

Microsoft Office

Kaspersky Endpoint Security
Mozilla Firefox
"NEJIO-IIpennpustue”
"Apxusnoe JIEJIO"
CorelDrawCS6

Adobe CS4 Master Collection

NG~ WONE

8. Obecneuenne 006pa3oBaTEJBLHOIO MPOIECCA JIf JIMI[ ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMH
310POBbsI H HHBAJIHI0B

B xoze peamuzanuM JUCHMIUIMHBI HCHOJB3YIOTCSA CIEAYIOIIHE JONOIHHUTEIbHBIE METOJIbI
00y4eHHs, TEKYIIEr0 KOHTPOJS YCIIEBAEMOCTH M IPOMEXKYTOYHOH aTTecTaluu OOydJaromuxcs B
3aBUCUMOCTH OT UX MHIUBHyalbHBIX OCOOEHHOCTEM:

® UIsl CIICNIBIX M CJIA0OBUIAIIMX: JIEKIUU O(QOPMIISIOTCS B BUJAE DJEKTPOHHOTO JOKYMEHTA,
JIOCTYIIHOT'O C TIOMOIIbIO KOMIIBIOTEPA CO CIIELUATM3UPOBAHHBIM IPOrPAMMHBIM OOECIIEUECHUEM;
[IUCbMEHHBIE 3a/1aHUS BBINOJHAIOTCA Ha KOMIBIOTEpE CO CHELUAIU3UPOBAHHBIM IPOTPAMMHBIM
o0ecriedYeHneM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECIIC€YMBAETCS WHAMBHIYaTbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JIOKC; s BBINOJHEHMs 3aJaHUsl IpU HEO0OXOAMMOCTH
MIPEIOCTABIIAECTCS YBEIMYMBAIOIIEE YCTPONCTBO; BO3MOYKHO TaK)K€ HCIIOJb30BAHUE COOCTBEHHBIX
YBEJIMUMBAIOUINX YCTPONCTB; MMCbMEHHBIE 3aJaHNus 0(OPMIIIOTCS YBEITUUYEHHBIM HIPU(PTOM; SK3aMEH
1 3a4€T MPOBOSATCS B YCTHON (pOpME MIIH BBITIOJHSIOTCS B MIUCBMEHHOM (popMe Ha KOMIIBIOTEpE.

® Ui IJIyXUX M CJIA0OCHBIIAIUX: JIEKUUU O(QOPMIISAIOTCS B BUJAE 3JIEKTPOHHOTO JOKYMEHTa,
00  MpeaoCTaBiIsAeTCs  3BYKOYCWIIMBAIONIAsl — ammapaTypa HWHAWBUAYAJIBHOTO  TOJBH30BAHUS;
MUCbMEHHBIE 33JaHUsl BBIOJHSIIOTCS HAa KOMIIBIOTEpE B IMHUCBMEHHOH (opme; 3k3aMeH U 3auéT
MIPOBOASATCS B MUCbMEHHOM (JopMeE Ha KOMITBIOTEPE; BO3MOYKHO MPOBE/IEHUE B (JOPME TECTUPOBAHMUSL.

® /Ui JIMIl C HapyLIEHUSMHU OMOPHO-JBUTATENBHOIO ammapara: JIEKIUU Oo(GOopMIISIIOTCS B BHJIE
JIEKTPOHHOTO JIOKYMEHTa, JOCTYIIHOTO C IIOMOINBIO KOMIBIOTEPA CO  CIEHUATU3UPOBAHHBIM
MpOrpaMMHBIM ~ OO€ClieYeHHEeM; THChMEHHBIE 33/IaHUsl  BBIOJHSIOTCS HAa  KOMIBIOTEpE CO
CIEeLUAIN3UPOBAHHBIM NPOIPAMMHBIM 00€CIIeUeHUEM; FK3aMeH U 3auéT MPOBOJATCS B YCTHOH (hopme
WM BBITIOJTHSIOTCS B MTMCBMEHHOM (popMe Ha KOMITbIOTEpE.

ITpu HEOOXOMMMOCTH MpeycMaTpUBAETCs YBETMUYEHUE BPEMEHHU AJIs IIOATOTOBKU OTBETA.

[Ipouenypa mpoBeneHus NMPOMEKYTOYHOW aTTeCTAllMM JJIsi OOy4yaroUIMXCsl yCTaHABIMBAECTCS C
y4€TOM UX MHAMBHUIYANbHBIX NCUXO(PU3NUECKUX 0ocoOeHHOCTeH. [IpoMexyTouHas arTectanus MOXET
MIPOBOJIUTHCS B HECKOJIBKO ITAIOB.

IIpu mpoBeneHUMM TPOLEAYPbl OLEHUBAHUS pPE3YAbTaTOB OOY4YEeHHs MpeaycMaTpUBaeTCs
WCTIOJIb30BaHNE TEXHUYECKHUX CPE/ICTB, HEOOXOIMMBIX B CBS3M C WHIAMBHIYATbHBIMH OCOOCHHOCTSIMU
oOydJaromuxcsi. OTH CpeACTBA MOTYT OBITh IPEJOCTABICHBl YHUBEPCHUTETOM, MIH MOTYT
HCIOJIb30BaThCsl COOCTBEHHbIE TEXHUUECKHUE CPEJICTBA.

IIpoBenenune mpoueaypsl OLEHUBAHUS PE3YJAbTaTOB OOyUYEHMs JOMYCKAeTCs C UCIOJIb30BaHHEM
JUCTAHIIMOHHBIX 00Pa30BaTENIbHBIX TEXHOJIOTUH.

ObecneunBaercs AOCTYN K HH(MOPMAIMOHHBIM W OubnuorpaduyeckuM pecypcaMm B CETH
WuTepHer 1t Kaxaoro odyyvaroierocs B (opMax, aJaiTUPOBAHHBIX K OTPAHUYEHUSIM UX 3[J0POBBS U
BOCTIPHUATHSA HHPOPMALIUU:

e UIsl CIENBbIX M CHA0OBUIAIIMX: B IE€YaTHOM ¢opMme yBEIMYEHHBIM LIPUPTOM, B Qopme
AJIEKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.

® JIUIsl TIIYXUX U CJIa0OCIHBIIIAIINX: B Te4aTHOU (opme, B (opMe FIEKTPOHHOTO JJOKYMEHTA.
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® 17151 00YJaIOLINXCSl C HApYIICHUSIMH ONOPHO-ABUIaTeIbHOIO anmapara: B Ie4yaTHOH ¢opme, B
(dhopme 3IeKTPOHHOTO JOKYMEHTa, B (popme aynnodaiina.

VY4eOHble ayIUTOpUU MJIsi BCEX BHUJOB KOHTAKTHOH M CaMOCTOSITENIBHON paboThl, Hay4yHas
OubnuoTeka M WHBIC TOMENIEHHs I OOYYEeHHs OCHAIIEHBI CIEUATbHBIM O0OpYAOBAaHHEM U
y4eOHBIMU MECTaMH ¢ TEXHUYECKUMHU CPEJICTBAMU OOyUEHUSI:

® ISl CIIETIBIX U CJIA0OBUSIINX: 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 CiIyXa U c1a0O0CIbIIaNINX; aKyCTUYECKHI YCUIINTENb U KOJIOHKH;

o1 OOyYarOIIUXCS C HApYLIICHUSAMHU OIOPHO-ABUTATEIILHOTO ammnapaTa: IepeIBUKHBIMH,
peryiupyeMbIMu sproHomudeckumu napramMu CU-1; kOMIbIOTEpHON TEXHUKOH €O CIHELHAIbHBIM
MIPOrPaMMHBIM 00€CTIeYeHUEM.

9. MeTtoanyeckue MaTepHuaJIbl

9.1 Mnanbl MPaKTHYECKHX 3aAHATHI

IpakTuyeckoe 3ansatHe 1. (Tema 4). OcCOOCHHOCTH YCTAaHOBKH W padOThI C MPOTpaMMOU
ANEKTPOHHOTO JoKyMeHTooOopota mnpennpusatus «AEJIO». - mnposeepka cgpopmuposannocmu
komnemenuyuii - OINK-2.1

Heabp pabdoThbl: paccCMOTPETh Ha MPAKTUKE OCOOEHHOCTH YCTAaHOBKM M pabOThl C MPOrpamMMoOin
ANEKTPOHHOTO JokyMeHTooOopota mpennpustus «JEJIO». Os3nakomuthcs ¢ (ynkuumamu CO]]
«AEJIO», tne ¢ moaaepX Kol TPaIuIMOHHOTO JEJIONPOM3BOJCTBA MOSBISIETCS BO3MOXKHOCTH 0O€3
pHUCKa TMEpPEeUTH OT MPHUBBIYHOTO «OYMa)KHOTO» JEIONPOM3BOJICTBA K COBPEMEHHBIM TEXHOJIOTHSIM
yIpaBlI€HUs! BUPTYAIbHBIMU JTIOKYMEHTAMH.

ITopsinok BbINOJIHEHUs padOThI

CTyneHTBl C TIOMOIIBIO TIPENOAABATENS YCTAHABIMBAIOT IPOTPAMMY  3JIEKTPOHHOTO
nokyMeHToobopota npennpusitust «IEJIO», yuutsiBas Te 0COOEHHOCTH, KOTOPbIE MOTYT BOSHUKHYTh
P BBOJIE B DKCILTyaTalHIo.

C noMoIuplo IpenoaaBareis HacTPauBalOT CUCTEMY B TOYHOM COOTBETCTBHUU C BHUPTYaJIbHOU
CTPYKTYpoil 00bekTa HH(OpMaTH3alMM, NPUHATBIMU IpaBUJIAMM M TOPSJIKOM, MO3BOJISIFOIIUM
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
nokymeHToo0opota npennpusatus «JIEJIO», yauTsiBas T€ 0COOCHHOCTH, KOTOPhIE MOTYT BOSHUKHYTh
IIPH BBOJIE B DKCILTyaTalHIo.

2. Hactpouts cucreMy B COOTBETCTBUH CO CTPYKTYpPOH 00bEKTa HHPOPMATU3AIUH.

3. O3HaKOMUTHCS ¢ UHTEPPEcOM, BKIIOYAIONIUM:
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3.1. OsnHakomyieHHe ¢ (YHKIHEH «aBTOMOJCTAHOBKa» M «CHHUCOK THIIOBBIX TEKCTOBY,
MO3BOJISIONIEH paboTaTh ¢ OOJBIIMM KOJIMYECTBOM JOKYMEHTOB.

3.2. IlpakTtuyeckoe O3HAKOMJIEHHE C (QYHKIUMEH «MacmTabupyeMoCTH» («yBeIHUCHHS
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 HUCIOJIHEHMS, MapIIPyTH3aLUsl, PAa3IMYHbIC OTYETHI, MOJTHOLICHHBIA TOUCK, CIHUCAHHUE B
JIEN0), BXOAIIYI0 B cTaHaapTHYIO moctaBky COJ «/IEJIO».

3.4. O3nakomiieHue ¢ ¢pyHkuuen «JleaerupoBanue MoJHOMOYUI Ha paboOTy ¢ JOKYMEHTaMM,
MTO3BOJISIFOIICH JIETKO TIepeaBaTh Jieja Mpu CMeHe paboTHHKA (YXOJ B OTITYCK WJIA YBOJbHEHHE).

3.5. Ha mnpaktuueckoM TMpUMEpe OCYIIECTBUTh pa3TpaHUUYCHUE JIOCTYyNa pa3IudHBIX
MOJIb30BaTeel K JIOKYMEHTaM, O3HAKOMUTHCS C (YHKIMEH CHCTeMbI, Aarolield BO3MOXKHOCTH

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

IIpakTuyeckoe 3ansitue 2. (Tema 5). OCHOBHBIE ONIIMU CUCTEMBI AIEKTPOHHOTO JEIOMPOU3BOJICTBA
«AEJIO» - nposepka cpopmuposannocmu komnemenyuii - OIK-2.1

Heab paboTbl: paccMOTpETb HAa MPAKTUKE OCHOBHBIE ONIMU CHUCTEMBI 3JIEKTPOHHOTO
nenorpoun3BojictBa «JEJIO», pemaembie 3amaun, 00eCleUMBAIONINE KAaYECTBEHHBIH U HOPUANYECKH
3HAYUMBINA JOKYMEHTOOOOPOT Ipeanpusitus Jrobdoro Macitada. Co3ganue u nposepka LTI, mrrammbr
BpPEMEHH. 3HAKOMCTBO C MOJAECPKKOM BCeX UCTIOIb3yeMbIX B PD kpunronposaiinepos.

ITopsinok BhINOJIHEHHS PA0OTHI

CTyneHTbl C TOMOUIbIO MpEenojaBaTesis 3HAKOMSTCS Ha MpPaKTUKE C OCHOBHBIMHU OIIIMH
CHCTEMBI 3JIEKTPOHHOTO Jieornpou3BoacTBa «/IEJIO» (naHHbIe Ipe1oCcTaBsSeT NPErnoaaBaTeb).

J1st BbIOJTHEHUsI pa0oThI HE00X0AUMO:

1. OTkpeITh qUanOroBoe OKHO «KaHuensipus», MO3BOJISAIONIEE ¢ TOMOIIBIO JaHHON 0NN
MIPOBECTH PETUCTPAIIUIO JIOOBIX TUIIOB JOKYMEHTOB B COOTBeTCTBHH ¢ TpeboaHusimu ['C/IOY,
MIEPEBECTU MTPOCTON OYMaKHBIM TOKYMEHTOOOOPOT B IEKTPOHHBIN Ha MpUMEPEe KOHKPETHOU
OpraHU3alK; PETUCTPALMIO 0OpallleH!i rpaxkJaH; ocyliecTBUTh noanepxky DL (nanHbe
IIPEIOCTABIISAET IPENIOAABATEND).

2. IloarotoBuTh K OTIpaBKE HCXOJALIYI0 KOppecHoHIAeHUH0. lIpon3BecTn COpTHPOBKY
UCXOJAIIMX JOKYMEHTOB IO peecTpaM Ha OTIpaBKy; I€4aTh PEeCcTPOB OTMPaBKU JOKYMEHTOB,
KOHBEPTOB, TAKETOB U JIp. (JaHHBIE NTPEIOCTABISIET IPENoIaBaTesb).

3. ToaroroButh mnopyueHue. J[as BBIMOJHEHHUS ATOrO 3aJaHHs HEOOXOIUMO cO37aTh H
MPOBECTU paboTy € MOpPYUEHUSMHU (JlaHHBIE MPEIOCTaBISAET MpenojaBaTelb M3 JIBYX BapHaHTOB

BJIO’)KEHHOCTH M pa3BeTBIEHHOCTH). PaccMoTpeTh paboTy C MpoeKTamMH MOpyYeHUM; HazHAueHUeE
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BHYTPEHHUX U BHEIIHUX MCIOJIHUTENCH. PaccMOTpeTh pa3sHUIly KOHTPOJIBHBIX M HE KOHTPOJIBHBIX
nopy4yenuid. [IpoBecTn maHHble B mporpamme 00 «MH()OPMUPOBAHMM» O MOCTYIUICHUH B KaOHHET
HOBBIX IIOPYYEHUH.

4. Tlo onuun «KOHTpONb MCIONHEHUs] MOPYyYeHUi» cHOpMUPOBATH YMEHHE IO MPOCMOTPY
OTYETOB 00 MCIIOJIHEHUM U CHATHE C KOHTPOJS JIIOOBIX MopydeHHi. OCyIIecTBUTh KOHTPOJb BCeH
HepapXUM MOPYYEHHUH - OT IIYHKTOB, /IO CJIOKHBIX MHOTOCTYIIEHYATBIX PE30JIIOLMMA, UMEIOIUX Pa3HbIX
aBTOpPOB, KOHTPOJIEPOB M UCHOAHUTENEH. ONpeaeuTh MEXaHU3M OIIOBELIEHUS O NOCTYIIEHUU HOBBIX
JOKYMEHTOB; CO3[JaHME HAlOMUHAHMA O MOpPYYEHUAM; HMH(GOPMHPOBAHHWE O HAPYILIEHHH CPOKa
HCIIOJIHEHUS IOKYMEHTOB.

5. B onuun «CornacoBaHue» OCYIIECTBUTh HAaCTPOMKH Ipoliecca COIVIACOBAHUS U CO3AAHMS
pa3IMYHBIX MapLIpyTOB, IIyT€Hd COIVIACOBAHMUS JUIsl pPa3iMuYHbIX JOKYMEHTOB. OCYIIECTBUTH
MOAJEPKKY BEPCHOHHOCTH. YCTAaHOBUTb B IIPOIpaMME€ CPOKHM COIVIACOBaHMS; HANOMHMHAHUA U
OIIOBELICHHUS.

6. Hactpoutp onuuto «busHec-npoueccsl». Ha KOHKpeTHOM NpuMepe IpPOBECTU HACTPOUKY
[10J1 KOHKPETHYIO 3aJauy (JaHHbIE IPEJOCTaBIsSET MPEnoaBaTesib) OT PErucTpaluu A0 MOANUCAHUS
JOKYMEHTA.

7. O3nakomuthes ¢ paboroit ¢ COJl yepe3 MoOUIbHBIE YCTpOHCTBa (B KayecTBe MpHUMEpE
mperoiaBaTeNieM BeIOUpaeTcs: oauH U3 ycrpoiicts: iPad, iPhone, cMapTdoHBI, KOMMYHHUKATOPBI, TAKXKE
MOOMIIbHBIE TeNIe()OHBI, TUTAHIIETHBIE KOMITBIOTEPHI).

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

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

10. Ha xOHKpeTHBIX NpUMEpax OCYHIECTBUTH CO3JaHHE OTYETOB — IOATOTOBUTH K IE€UaTH
OTYETHBIX (OpPM; CTATHUCTUKU. PaccMOTpeTb Ha mIpuUMepe OTIMYUS MPOU3BOJBHBIX OTYETOB U
BO3MO>XHOCTh BbIOOpA I1a0JI0HOB MeYaTH OTYETOB.

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

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

MOJINKCH, KOMMEHTApHUH, 0TYET) (JaHHbIE IPEOCTABIISET MPENO0/1aBaTeNb).
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13. Pabora ¢ «IIporokomamu». Ha ocHOBe BBEIEHHBIX JAHHBIX OCYIIECTBISETCS MPOCMOTP

BCEX JICWCTBUIA, COBEPIICHHBIX B CUCTEME.

IpakTuyeckoe 3anstue 3. (Tema 1 1.1.). Opranu3anusi CUCTEMBI AIEKTPOHHOTO IOKYMEHTO000pOTa
u ee 3amura. OyHKIHOHATBHBIE BO3MOKHOCTH CHCTEMBI 3JIEKTPOHHOTO Jienornpou3BocTBa «IEJIO»:
Perucrparust JOKyMEHTOB. - nposepka cghopmuposannocmu komnemenyuii - OIIK-2.1

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

I[opsiaok BbINOJIHEHUS 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: MHChMa, MPUKAa3bl, JOTOBOPHI, OoOpallleHus TpakJaH U Tpouee (JaHHBbIC
MPEAOCTABIIACT MPENOAABATEIND ).

Jlsis1 BbINOJTHEHU 1a00paTOPHOii pa6oThl HE00X0IUMO:

1. ITpu peructpauuu GopMUpyeTCsl perUCTpallMOHHO-KOHTpoIbHAs KapTouka (PK), B koTopyto
3aHOCSTCS CBEICHHS O IOKYMEHTE, M CUCTEMa aBTOMAaTUYECKH MIPUCBAUBAET HOMEP B COOTBETCTBUU C
3aaHHbIM mabdaoHoM. PK comepkuT nmomHblid HAa0Op METaIaHHBIX U PEKBU3UTOB, TPETyCMOTPEHHBIX
CTaHJIapTaMHU POCCUHCKOI0 JAenonpou3BoacTBa. K KapTouke MOryr ObITh NpPHUKpEIeHb! (ailibl (110
BapHaHTY 3aJlaHusl, BBIIAHHOTO MperojaBaTesieM), coAepiKalliue TEeKCThl Wi rpaduueckue oOpasbl
CaMUX JIOKYMEHTOB.

2. Jlns oTpakeHUs BEJOMCTBEHHOW WM oTpacieBoi crenuduku cocraB moseir PK moxer
OBITh pPACIIMPEH 3a CYET CO3JaHUs JIOMOJHHUTEIbHBIX PEKBU3UTOB. [IpemocTaBisioTcst i BBOJAA
JAaHHBIE, COCTOSIIME W3 JBYX BAPUAHTOB — OJWH BApUaHT - MO BEJIOMCTBEHHOW MPUHAJJICKHOCTH,
BTOPOW BapHUaHT — 10 OTPACIIEBOU.

3. CucremMa MoO3BOJISIET B aBTOMATH3WPOBAHHOM DPEXKHMME PETUCTPUPOBATH TEpPEAaHHBIC IO
AJIEKTPOHHOU TMOYTE JOKYMEHTHI, B TOM YHCJI€ CHAOXEHHBIE SJICKTPOHHOU IMGPOBOM MOIMUCHIO
(BUIT). Jns moxyMeHTOB, KOTOpble TOTOBATCs ¢ momolnsio MS Word u Excel, Takke peanusoBana
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 MOJIYy4aeT U pacCMaTPUBAETCS MTPOLIECC PErUCTPALIHH.

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

® 33JJaHME ABTOMATUYECKHU 3alOJHAEMbIX 3HAUYEHUN PEKBU3UTOB (110 YMOJIYAHUIO);
® 3aMOJIHEHHE PEKBU3UTOB ITyTEM BHIOOpAa HYXHOTO 3HAYEHUS W3 3apaHee HaCTPOCHHOTO

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

® OTHECEHHE JOKYMEHTAa K TEMaTHYECKUM PyOpUKaM U Jp.

IpakTuyeckoe 3ansarue 4. (Tema 1 1.2.). Opranuzanusi CHCTEMBI JJIEKTPOHHOTO IOKYMEHTO000pOTa
u ee 3amura. OyHKIHOHATBHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jienonpon3BocTBa «IEJIO»:
Pabora ¢ daittamu (37EKTPOHHBIME JIOKYMEHTAMU) - HPOBEPKA CHOPMUPOBAHHOCHU KOMREMEeHUUIL -
OIlK-2.1

Heap pabGoTbl: paccMOTpeTh Ha NPAKTHKE (YHKIUOHAIBHBIE BO3MOXKHOCTH CHCTEMBI
3JIeKTpOHHOTO Aenonpou3BoacTBa «IEJIO»: Pabora ¢ daiinamu (37€KTPOHHBIMH JOKYMEHTAMH).

IMopsiiok BbINOJIHEHUS PAOOTHI

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

Jlsis1 BbINOJTHEHU J1a00paTOPHOii pa6oThl HE00X0AUMO:

1. 3anucare aitnel B 6a3y maHHbIx cucteMmbl «/IEJIO», ynocroBepuTbcs O TapaHTHH HX
COXpaHHOCTH. PaccMOTpeTh BapuaHT yJalieHus C JIOKaJbHOTO KOMITbIOTEpa mnojbs3oBatens. [Ipu stom
cucteMa oOecreunBaeT MOJHOIEHHYIO paboTy ¢ ¢aimaMu: MPOCMOTP, PEAAKTUPOBAHUE, YIAJICHUE,
MOJITMCAHUE JIEKTPOHHON HU(POBOH MOIMUCHIO, pa3rpaHUYeHNE NpaB aAoctyna (kak Ha ypoBHe PK,
TaK ¥ CaMOro JIEKTPOHHOTO JOKYMEHTA).

2. OcymecTBUTh NMEPEBO JOKYMEHTOB U3 OYMa)kHOI (hOpMBI B 3JIEKTPOHHYIO (hOpMY (JTaHHbIE
MIPEOCTABIISIET MPETIOAaBATENb ).

3. OcymecTBUTh CKaHHPOBAHWE M pACIO3HaBaHUE OYMaKHBIX JIOKYMEHTOB TIPSMO U3
uHTepdeiica perucTpalluoOHHON KapTOYKH M aBTOMATHUYECKU MPUKPENUTh MosydeHHble ¢ainsl k PK
(Omnus «CxkaHupoBaHUe») (JaHHBIE IPEIOCTABIISAET MPENOAABATENbD).

4. PaccMOTpeTh BO3MOXHOCTh MacCOBOTO BBOJIa B CHUCTEMY OYMaXXHBIX JIOKYMEHTOB H
pacmo3HaBaHUs HMX DJEKTPOHHBIX 00pa3oB (YTO XapaKTEpHO [Jisi OpTraHu3aldid C OOJBIIUM
JOKYMEHTOIIOTOKOM). YOEeIUThCsI MO KOJUYECTBY 3aTPAau€HHOIO0 BpPEMEHM O 3HAUYUTEIbHOM
COKpallleHUH TpyJo3aTpaT Ha BBOJA HH(DOpPMAIMM M CO3JaHUU MPEANOCHUIKM Ul Tepexona K
AJIEKTPOHHOMY JOKyMeHTooOopoTy. (Ommust «I[loTouHoe ckaHupoBaHUE») (IaHHBIC MPETOCTABISIET
IpernojaBaTens).

5. OCylIecTBUTh «IIOTOYHOE CKAaHUPOBAHME» TJ€ MPH PErHCTPALUU Ha JOKYMEHTE (Ha IepBOM
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 nmporecce ckaHupoBaHUS M pPAcllO3HABaHUs CHCTEMa AaHATU3UPYeT IUTPUX-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. [IpousBoauTCst HACTPOUKH MMapaMeTPOB MOTOUYHOTO CKAHUPOBAHUS:

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

MOJIJIEPIKKA PabOTHI C IBYCTOPOHHUM CKaHEPOM;

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

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

7. IlpousBectu otkpbiTue PK myreM cuuThiBaHUS WITPUX-KOAA C OpPUTMHANA JOKYMEHTa C
MOMOIIBI0 PYYHOTO CKaHepa H OCYHIECTBUTh IIOUCK JOKYMEHTOB [0 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 HIEKTPOHHOTO JIOKYMEHTOO00pOTa
u ee 3amura. OyHKIHOHATBHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO J1en0npon3BojcTBa «IEJIO»:
PabGora ¢ mopydyeHusiMu (BblIa4a, HCIOIHEHHE WM KOHTPOIb) - HPOBEPKA chopmuposannocmu
komnemenyuii OITK-2.1

Heas pabGoTbl: paccMOTpPeTh Ha TPAKTUKE (YHKIMOHATBHBIE BO3MOXHOCTH 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 NTOPYUYEHHH: PE30TIOLHS — MOPYUYEHHE,
BBIIaBAEMOE YMOJHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM Ha OCHOBAaHHM JOKYMEHTA; IYHKT —
MOpy4YeHHE, COJNepIKalleecss B TEKCT€ CaMOro JOKYMEHTa M HE HMEIOIIee KOHKPETHOTO aBTOpa;
MOTYMHEHHAST PE3OJTIONUS — OTHOCUTCS HE K JOKYMEHTY B IIEJIOM, a K €r0 OTIEIbHOMY MYHKTY HITH
PE30JTIOIUH; CUCTEMa MO3BOJISIET OTCIEANTh HEPAPXHIO PE3OIIOIUI JIF000H CI0KHOCTH HE3aBUCUMO OT
WX KOJIMYECTBA; IMPOCKT PE3ONIONUH — TWPEIBAPUTENbHBI BapUAHT PE3ONIOIHNH, TPEOYIOIIHIA
YTBEPXKJIEHHS PYKOBOJICTBOM. PyKOBOIUTENN MOTYT BBOJUTH IMMOPYUYEHHSI H aBTOMAaTHUECKH PacChUIaTh
WX HCIOIHUTEISIM, JEJIETUPYSl MOJTHOMOYHS MO0 KOHTPOIIO CHEIHAIbHO BBIICICHHBIM JOJDKHOCTHBIM

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, KOHTPOJEPOB U
ucnonuuteneit). Takum 00pa3oM, BceM 3aUMHTEPECOBAHHBIM JIOJDKHOCTHBIM JIMIIAM TIPEIOCTABIISIOTCS
3¢ (heKTHBHBIC MHCTPYMEHTHI JIJIs1 YA0OCTBA KOHTPOJIS U UCTIOTHCHHSI IOKYyMEHTOB.

st BbInoJIHeHNs1 padoThbl HEOOXOAMMO:

1. BBectn «mopydeHue» W yOeOUThCS, 4YTO TIPOU3OILIA aBTOMATHYECKas IEepeCchUIKa
JOKYMEHTOB MCIIOTHUTEISIM B UX paboune kabuHetsl B cucteme «JIEJIO».

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

2. Bapuant 2. Ilony4uBiiee HOKYMEHT JOJDKHOCTHOE JIMIIO JOJKHO CBOCHU PpPE30JIHOLHEH
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 JIOKYMEHTBI W JIOKYMEHTbl C HCTEKIIMMH CpokKamu ucnonHeHusi. Cucrema
ABTOMATUYECKH WH(POPMHUPYET TOJIB30BATENISI O HAPYIICHUH CPOKA PACCMOTPEHUS WIIM HCIIOJHECHUS
JIOKYMEHTOB M TIO3BOJISIET TMOJIy4aTh CBOJAKUA 00 MCIIOJIHEHHH KOHTPOJIBHBIX JIOKYMEHTOB. KOHTpOIH
TaKX€ MOYKET OCYHIECTBIATHCA IIyTEM NTOMCKA JOKYMEHTOB 10 PEKBU3UTAM KOHTPOJIBHBIX [TOPYYECHUI.

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

5. TlpokoHTpoHpOBaTh (DYHKIIMIO aBTOMATHYECKOTO YIAJIICHUS U3 BCEX paboumx KaOMHETOB

CHCTEMEI CBEJICHUI O JOKYMCHTC (HOCJ'IC CHATUSA C KOHTPOJIA ((l'IOpyLIeHI/IH»).

IIpakTnueckoe 3ansitue 6. (Tema 1 1.4.). Opranuzanusi CUCTEMBI HIEKTPOHHOTO IOKYMEHTOO00pOTa
U ee 3amuTa. OyHKIIMOHAIBHBIE BOZMOXHOCTH CHCTEMBI DJIEKTPOHHOTO Jenonpon3BoacTBa «JIEJIO»:
PaGora ¢ «xabuHeTOM» - «BUPTYaJIbHBIM pPabOUYMM MECTOM» - Hpo8epKa chopmuposannocmu
komnemenuyuii - OINK-2.1

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

Ilopsinok BbINOJHEHHS Pa0OTHI

st BeIMOTHEHUS Ta00paTOpHOM pabOTH HEOOXOIUMO 3HATH CIEAYIOIIEE:

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

HUCIIOJIHCHU A HOpy‘—IGHHﬁ, BU3HUPOBAHUSA U OO CAHUA IMTPOCKTOB U 1P.
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Kabuner mnpencraBnser coOoii HaOOp NamoK, B KOTOPbIE TPYHNIUPYIOTCS JTOKYMEHTHI,
MIOCTYIMBIIME Ha HUMS JODKHOCTHOTO JIMIA: IPUCIAHHbIE Ha BHU3MPOBAaHUE WM IIOJIMCAHUE,
OKUJIAIOIIME BBIHECEHMSI PE30JIIOLINH, [TOIJIEKAINE KOHTPOJIIO, IIPUHATHIE K UCIIOJIHEHUIO U T.JI.

Pacnpenenenne mno mnamnkam KkaOWHETa TMO3BOJSET YIOPSAOYUTH OOJBIIOE KOJIMYECTBO
JOKYMEHTOB, HaXOIALINXCA B TEKyILel padoTe.

Jnist BeIoNTHEHHST 1a00paTOpHOM paboThI penocTaBisoTes cienytonue [lanku kabunera:

«[Toctrynusiue»

«Ha ucnonnenumn»

«Ha koHTpOne»

«Y pyKOBOACTBa»

«Ha paccmoTpeHun»

«B nemo»

«YmpaBieHue MpoeKTaMu JOKYMEHTOBY

«Ha Bu3zupoBanun»

«Ha mognucny.

[To 3amanuio MpenyCMOTPEHBI Pa3BUTHIE CPeACTBa MH(DOPMHUPOBAHMS Blajeiblla KaOMHETa O
MOCTYIUIGHUH B TANKW HOBBIX JTOKYMEHTOB WJIM M3MEHEHUU HMX CTaTyca (JaHHbIe MpPeIoCTaBIseT
IIpenojaBaTesb).

bnarogapsi HOHATHOMY U MaKCUMAaJIbHO MPUOJIMKEHHOMY K peaJIbHbIM 3a/1ayaM I0J1b30BaTeNs
uHTepdeiicy MOXKHO MPEeTbHO MPOCTO ONPENEINUTh, C KAKUMH IOKyMEHTaMU paboTaeT T0JKHOCTHOE
JUIO ¥ HAa KAaKOM CTaJuM WCHOJHEHUs OHM Haxonarcs. Kak uHTepdeiic, Tak U HabOp JOCTYIHBIX
(GyHKIMI MOTYT HACTpauBaThCS MHAMBUIYAIBHO JUIS KQXK/I0TO TOJIb30BaTEIIsl CUCTEMBI.

st BbINOJTHeHUsI pa0oThl He00X0AUMO:

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

2. Hannune coOCTBEHHBIX «pabodMX MECT» COTPYIHHKOB IO3BOJIIET yJOOHO OpPraHHW30BaTh
COBMECTHYIO paboTy € JOKYMEHTaMH OOJBIIOr0 4YMcia JOJDKHOCTHBIX JIMIL (KaXIOMY CTYACHTY
BBIOMPAETCSI TOJIKHOCTB ).

3. B cBs3u ¢ TeM, UTO KaOMHET SABJSIETCS TaKkKe OJHUM U3 3(h(DEKTUBHBIX CPEICTB 0OecTIeYeHns
0e30macHOCTH KOH(UACHIIMAIbHOW HHpopMalnuu, Oiarogapss BO3MOXHOCTH OTpaHUUYEHHs IpaB
0JIb30BaTeJe Ha TOCTYN K HEMY CTYACHTHI Ha MPAKTUYECKOM MpUMepe MOIyqaroT MpaBo JAO0CTYIa K
paboueMy KaOMHETY IPYTOro JOJHPKHOCTHOTO Jiniia (00yJaromerocs).

4. NuacTpymeHTapuii kabuHeTa U MPUHIUIBI pa0OTHI B HEM MOJTHOCTHIO YIUTHIBAIOT MPUHSTHIC
JIeTIOTIPOU3BOICTBEHHBIE TEXHOJIOTUH, a TakXe TPAJUIMOHHOE paclpenesneHne o0s3aHHOCTEH u

«poJIei» y4aCTHHUKOB JOKYMEHTOO0OPOTA.
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Jig 4YacTM TpyNmbl, YbH JOJDKHOCTU SABJIIOTCA PYKOBOJSIIMMHM, T.€. OTBETCTBEHHBIMU
JOJDKHOCTHBIMU  JIMLIAMHM  IIPEIOCTABIIAETCS 3a/JaHue, 10 KOTOPOMY OHM (JOJKHOCTHBIE 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.). Opranusaiys CUCTEMBI JIEKTPOHHOTO TOKYMEHTOO00pOTa
u ee 3amura. OyHKIMOHAIBHBIE BO3MOKHOCTH CUCTEMBI 3JIEKTPOHHOTO JIenonpou3BojacTBa «IEJIO»:
Pabota c mpoekTamu IOKyMEHTOB -- HpoeepKa cghopmuposannocmu komnemenyui - OINK-2.1

Leab pabdoTbl: paccMOTpPeTh Ha NPAKTUKE (YHKIHMOHAIBHBIE BO3MOXHOCTH CHCTEMBbI
3JIeKTpOHHOTO AenonpousBoacTBa «IEJIO»: Pabora c mpoekTtamu JOKYMEHTOB.

IMopsiiok BbINOJIHEHUS PAdOTHI

Jiist BeIosIHEHMsI 1a00paTOpHOI paboThl HEOOXOAMMO 3HATh CIIEAYIOLIEE:

Bce ucxonsimue 1OKyMeHTB B Impolecce 00paOoTKH MPOXOAST CTaguio MpoekToB. Cucrema
MOJIICP)KUBACT TIOJNHBIA LUK pabOThl C MPOEKTaMHU: CO3JaHHE, PEJAKTUPOBAHHE C COXpPAHEHHUEM
MpEeNbIIYIIUX BEPCUM, COIJIaCOBaHME W YTBEp)KJAeHUE (IOANMCAHWE) W, HAKOHEL, PErucTpanus
HCXO/AIIET0 WX BHYTPEHHET 0 IOKyMEHTa, CO3/IaHHOI'0 Ha OCHOBE IPOEKTA.

Jis paboTbl € MPOEKTaMH HUCHOJIb3YeTCsl OCOObIM THI PErucTpallMOHHON KapTOYKH,
coJiep Kaliii HAbOp CHEeNHaTbHBIX PEKBU3HUTOB.

J1s1 BbINOJTHeHUsI pa0oThl He00X0AUMO:

1. B cooTBeTcTBUU C CUTYallMOHHOM 3ajavell rpymnmna pa3OuBaercs Ha jaBe moarpymmsl. OaHa
noJArpymnmna ucnoiHser posb Mcmomnutens mnopydeHus. Bropas mnoarpymnma UCHONHSAET poJib
JlOMKHOCTHBIX JIMII.

1. IlepBaa noarpynna «McnoaHuTeENbY», CO34AET MPOEKT TOKYMEHTA, YKa3bIBA€T BU3UPYIOIINX
U TOJAMUCHIBAIOIIMX JOJDKHOCTHBIX JIMI, a TaKXe MapIIpyT IBW)KEHUS IPOEKTa MEXIYy HHUMHU
(mocnenoBaTeNbHOE WM MapajuleIbHOE) (1aHHbIE PEAOCTABISAET MPENOo1aBaTeNb).

2. Bropas moarpynmna «J{oJpKHOCTHBIE JIMIA», KOTOPHIM HAINPaBIeH TOKYMEHT, 3HAKOMSTCS C
€ro CoAepX aHHUEM U BHOCST KOPPEKTHBBL. PelakTHpoBaHME OCYLIECTBIISIETCS IMYTEM HCIpPaBIEHUS
TeKyIeH Bepcuu, NPUKPEIJICHUs K KapTouke ¢aiisa ¢ 3aMe4aHusIMH, a TAKKe MyTeM CO3/1aHUsI HOBOM
Bepcuu TmpoekTta. Ha mnpakTudyeckoM mpuMepe CTYAeHThl 3HakomsaTca ¢ CucreMol, KoTopas
MOAJEpKUBaeT paboTy C HEOrpaHWYEHHBIM KOJMYECTBOM BEPCHil, UYTO MO3BOJIIET YAOOHO
OpPraHHU30BaTh KOJJIEKTUBHYIO PabOTy C MPOEKTOM, 3()(PEKTUBHO OTCIAEAUTDH U YIOPSIOYUTH CO3/1aHUE
pa3NUYHBIX €ro BapUaHTOB M, MPU HEOOXOAMMOCTH, Ha JIOOOH CTaJuu Mpolecca COINIACOBAHUS
BEPHYTbCS K MPEbIAYIIEH PeIaKIiH.

3. Ilo cutyauroHHOM 3amade «/{omKHOCTHBIE JTUIa» YIOBIETBOPEHBI COJECPHKAHUEM IPOEKTA,

OHHU MOT'yT €TI0 3aBU3HMPOBATH WJIK MOAINUCATH B BHGKTpOHHOﬁ q)opMe, B TOM 4YHUCJIE C MIPUMCHCHUEM
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MepCOHAIbHON 3neKTpoHHOU I1mdpoBoit mommucu (DIII). Craryc mpoekTa, OTpakarolIui XO
BU3UPOBAHUS M TOJIMUCAHUS, aBTOMATHYECKH OOHOBISETCS M OTOOpa)kaeTcsi Ha paboyeM MecTe
«HcrmomHuTEIA.

4. Ilpoiias Bce dTambl MPOIEAYPHl COTJIACOBAHUS, YTBEPXKIACHHBIM IMPOEKT CTAaHOBUTCS
HCXOJISIIUM WJIM BHYTPEHHUM JIOKYMEHTOM, KOTOPBIH JOJKEH OBITh 3apErMCTPUPOBaH B cucteme. Ero

perucTpaloHHas KapToyka aBTOMaTH4ecku co3naercst Ha ocHoBe PK npoekra.

IpakTuyeckoe 3ansatue 8. (Tema 6 6.6.). OpraHuzanusi CHCTEMBI YJIEKTPOHHOTO IOKYMEHTOO000pOTa
u ee 3amura. OyHKIHOHATBHBIE BO3MOKHOCTH CHCTEMBI 3JIEKTPOHHOTO Jienonpon3BocTBa «IEJIO»:
[IpueM u BHEIIHSAS pacchlUIKa JOKYMEHTOB - npoeepka copmuposannocmu komnemenyui - OIIK-
2.1

Heab pabdoTbl: paccMOTpPeTh Ha NPAKTUKE (YHKIHMOHAIbHBIE BO3MOXHOCTH CHCTEMBbI
aNeKTpoHHOro AenonpousBoacTsa «{EJIO»: [Ipuem u BHeLIHS pacchliika JOKYMEHTOB.

151 BbINOJTHEHN S J1a00paTOPHOIl padoThl HEO0X0AMMO 3HATH CJIeAyloLIee:

CoBpeMeHHBIN YPOBEHb Pa3BUTHsI YIIPABICHUECKUX CBSA3EH U CPEACTB KOMMYHUKALMM BEIET K
IIOCTOSIHHOMY YBEJIMYEHHIO O0beMa CIyKeOHOM nepenuckd. B KpymHBIX oOpraHuzamusx co
3HAYUTEIBHBIM JOKYMEHTOOOOPOTOM Ui €€ OOpabOTKH CIEMUATbHO CO3JAI0TCS  OTACIbHBIC
MOJIPA3/ICICHUsT — IKCIETUIMH. B CBS3U ¢ 3THM Ba)KHBIM YCIIOBHEM cO37aHus 3()PEKTUBHOMI CHCTEMBI
JOKYMEHTO000pOTa SABJIsIETCs aBTOMaTu3auus (pyHKUIUH MpHeMa-OTIPaBKU BXOAALIMX U MCXOJSIIUX
JOKYMEHTOB, IIPUYEM KaK B 3JIEKTPOHHOM, TaKk U B OyMaxkHOU dopme.

Ha nannoil maGopaTopHOW paboTe CTYAEHThl 3HAKOMATCS C MOJJIEPKUBAEMOM B CHCTEME
«AEJIO» paboty ¢ MAPI-coBMECTUMBIMU MOYTOBBIMH IporpaMMmamu, B T.4. ¢ MS Outlook, uto
CO3JIal0T 00JIeryeHne o0paboTKU JOKYMEHTOB, IIEpeaBaeMbIX 110 3JIEKTPOHHOM MmouTe.

ITopsinok BbINOJHEHHS PadOTHI:

1. OcymecTBUTh NpUEM M OTHPaBKY JAOKYMEHTOB IO 3JIEKTPOHHOM moure u3 uHTepdelica
CUCTEMBI (JaHHBIE IPEIOCTABIISAET MPENOIaBATEND ).

2. OcymecTBUTh ABTOMAaTU3UPOBAHHYIO PETUCTPALIUIO TOCTYIUBIIMX JOKYMEHTOB.

3. IlpoBectu mpoueaypy mnoanucaHus otnpasisemoro cooOmenuss OUII (mmdppoBanue
COOOIIIEHUH C TPUMEHEHHEM CPEICTB KPUIITO3AIINUTHI).

4. IlpousBecTH KOHTPOJb 3a YBEAOMJIEHMSIMH O pErucTpanuy JOKYMEHTOB (B CHCTEME
«JIEJIO», ycTaHOBIIEHHOW B OpraHU3alMu-aipecare).

5. CpaBHUTb TEXHOJIOTUYECKUE TPOLEAYPl M KOJMYECTBO BPEMEHHM, 3aTPau€HHOE Ha
COCTABJICHHE OTYETHBIX JOKYMEHTOB HA OTIIPAaBKY:

5.1. BymaxHbie TOKYMEHTBI OTIPABIISIFOTCS 110 TIOYTE, KyPhepPOM HIIH (PENTbIBETEPCKOM CBA3BIO.

I[J'ISI opraHu3an OTIIPaBKU OOJIBIIOr0 KOJUYESCTBA HUCXOAIINX TOKYMCHTOB HCO6XOI[I/IMO BCCTH UX
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Y4e€T IyTEM BHECEHUS B CIELHUAIBbHBIE PEECTPbl, B COOTBETCTBHUM C KOTOPBIMH OCYILECTBIISIETCS
neperaya JOKYMEHTOB Ha OTIpaBKy (Iox pocnuck). Ilpu TpagunMOHHON TEXHOJOTMHU AJs 3TOrO
UCTIOJNB3YIOTCS  YCTaHOBJIEHHBIE (OpMBI peecTpoB. [lo HHM JIOKYMEHTBI paclpeneisioTces B
3aBUCUMOCTH OT BHJIa U CTOMMOCTH OTIIPaBJIEHUs, KATErOpUHU apecara U T. II.

5.2. Cucrema «/IEJIO» mo3BoJisieT 3HaYUTENBHO O0JIETYUTh U aBTOMATU3UPOBATh TPYAOCMKHUN
IIPOLIECC COCTABJIEHUSI PEECTPOB:

Bce mnoanexamue OTIpaBKe MCXOAAIIME JOKYMEHTBI, HMEIOLME BHEIIHEro ajpecara,
ABTOMATHUYECKHU MOMEIIAIOTCS B OTAeNbHYIO manky. Cuctema HacTpauBaeTcsi Ha J1I000e KOJIMYECTBO
BHJIOB OTIIPABKU U KaTETOPU aIpecaToB, a TAKKE MPEJHA3HAYCHHBIX JJI1 HUX THIIOB PEECTPOB.

5.3. Pe3ynbraTsl 0TOOpaXkaroTcsi HAa HKpaHEe MOHUTOPOB C KOJHMUYECTBEHHBIM BBHIBOJIOM BPEMEHH
TpyZao3arpar.

6. CtyneHnTsl, ucnonHssa poiib «CoTpyaHuka sxcnequuun» uin «Cekperaps», B JJIEKTPOHHOU
(hopMe TOTOBSIT PACCHUIKY, UCIOIb3Ys yI0OHbIE HHCTPYMEHTHI COPTUPOBKHU JOKYMEHTOB IO peecTpam,
(bOpPMHPYIOT COEPKUMOE ITAKETOB U PACIICYATHIBAIOT TOTOBBIE PEECTPhI U KOHBEPTHI.

7. C nomouipto cuctemsl «JIEJIO» npoBecTu MOMCK MO COJIEPKUMOMY PEECTPOB KOHKPETHBIX

IOATOTOBJICHHBIX Ha OTIIPABKY / OTIIPABJICHHBIX JOKYMCHTOB.

IIpakTnueckoe 3ansitue 9. (Tema 1 1.7.). Opranuzanusi CUCTEMBI IIEKTPOHHOTO TOKYMEHTO000pOTa
u ee 3amura. OyHKIHOHATBHBIE BO3MOKHOCTH CHCTEMBI 3JIEKTPOHHOTO JIenonpon3BojcTBa «IEJIO»:

Z[BI/I)KGHI/IC JOKYMCHTOB BHYTPHU OpraHU3allUNu - RpO6epKa C([mpmupoeauuocmu Komnemeuuuﬁ -
OIIK-2.1

Heapr pabGorbl: paccMOTpeTh HA NPAKTHKE (YHKIUMOHAIbHBIE BO3MOXKHOCTH CHCTEMBI
ANEKTPOHHOTO Aenonpoun3soacTsa «IEJIO»: /IBuxkenne JOKyMEHTOB BHYTPH OpPraHU3ALNN.

J1st BbINOJTHeHUsI pa00Thl HE00X0AMMO 3HATH CJeylolee:

[TomMrMO BHeEWIHEH pacChUIKM JTOKYMEHT B Ipoliecce paboThl C HUM MOXKET MepeMeliaTbes
BHYTpPUM OpraHM3alMl MEXAY pa3IMUYHbIMM  JOJDKHOCTHBIMM  JHUIAMH  (IIOJpa3/esICHUsIMN).
ABTOMaTHuecKas Iepefadya JOKYMEHTOB IO JIOKAJBHOM CETH 3HAYUTENIBHO YIPOINAET M YCKOpSET
oOMeH nHpopmanmen 1 B3auMOIEHCTBHE MEXY COTPYAHUKAMHU.

IMopsiiok BbINOJIHEHHS J1A00PATOPHOI padoThI:

1. Ocy1iecTBUTh MEPECHIIKY PETUCTPALMOHHON KapTOUKH C IPUKPEIIJICHHBIMU K Hell ¢aiinamu
B kaOuHer yoboro corpynuuka. Ilpu stom cama PK xpanutcs Ha cepBepe, a B mamnke KaOHHeTa
oroOpakaeTrcsi cChlIKka B (opMe 3amuch O JOKyMeHTe. Takum o0pa3oMm, HEOOXOOUMO pPa30ciaTh
JOKYMEHT BO BC€ IMo/ipa3/iesieHns 0e3 ero Gpu3nyeckoro KOmupoBaHHUsL.

2. TlpousBecTu ynajaeHHe 3alUCU U3 KaOMHETa, KOTOpOEe HE MPHUBEAET K MOJHOMY YAAJIECHUIO

PK.
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3. CpaBHUTh TEXHOJOTMYECKUE MPOLECChl, TA€ NPU TPATAULMOHHON TEXHOJIOTUH
JIeTIOTIPOU3BOCTBA JOKYMEHT OOBIYHO MEpeaaeTcss MEKIY OTBETCTBEHHBIMH MCIIOJHUTENSIMH T10]
pocIuch B cielManbHOM KypHaie. [ atoro B cucreme «J{EJIO» npeaycMoTpeHo BeeHUE KypHaia
neperayy, Iae OTMEYaeTCs, KeM M KOrja IMOJIy4eH OpHUIMHaJ WIM Komus JOKyMmMeHTa. Tam ke
YKa3bIBa€TCsl HOMEP Jiej1a, B KOTOPOE HAIlPaBJIEH JOKYMEHT WK (aKT €ro yHUUTOXKEHHUS.

4. B cBm3u ¢ otuMm  (m.3.)) Ha  OCHOBAaHMM  3alHMCedl  JKypHaja  Iepeaayu
«CekpeTapb/IenonpOn3BOANTENbY J0JDKEH aBTOMATUYECKH c(hOpMUpOBaTH M pacreyaTatb pPeecTpbl
nepeaayu JOKyMeHTa BHYTPH OpraHu3aluu (B T 4. 110 MOAPA3ICICHUSIM).

5. Otpa3uTh B 3JIEKTPOHHOH (hopMEe MaccoBOE O3HAKOMJIEHME JOJKHOCTHBIX JIMI[ C
JIOKYMEHTOM.

6. YOenutbcs, uro ¢akt nepechuiku PK u mnepemaunm OymakHOro opuruHana (KOIHH)
aBTOMaTHuyecku ¢ukcupyercs cucreMoil «/{EJIO» B COOTBETCTBYIOIIMX >KypHaJlaX, YTO IO3BOJSET

OIICPATUBHO OTCJIC)KUBATH BCC NICPEMCIICHNA JOKYMCHTA BHYTPHU OpraHU3alluu.

Ipaktuyeckoe 3ansaTme 10. (Tema 1 1.8.). Opranuzauuss CHUCTEMBI 3JIEKTPOHHOTO
JTOKyMEHTOOOOpoTa W ee¢ 3ammura. QDOYHKIMOHAIBHBIE BO3MOXKHOCTH CHCTEMBI 3JICKTPOHHOTO
nenonpousBoactBa «JEJIO»: [loTouHoe ckaHMpoBaHHE C HAaHECEHHEM IUTPUX-KOAA - HpOoeepKa
chopmuposannocmu komnemenyuii - OIIK-2.1

Leap pabdoTbl: paccMOTPeTh HA NPAKTHKE (YHKIHMOHAIBHBIE BO3MOXXHOCTU CHCTEMBI
aNeKTpoHHOTrO Aenonpoun3soacTsa «IEJIO»: [loTouHOE cCkaHNpPOBAaHKE C HAHECEHNEM IITPUX-KOJa.

11 BbIOJTHeHUsI paboThl He00X0AMMO 3HATH CJleylolee:

Pemenne «lloTouHoe ckaHupoBaHHE» KoMIaHuM «neKTpoHHble OducHbie Cuctemb»
MIOMOTAeT JIETKO U OBICTPO MEPEBECTH B AIIEKTPOHHBIN BUJ OOJBIION 00beM OyMa)KHBIX JOKYMEHTOB.
O¢dexkTuBHAs OpraHu3alnysg MOTOYHOTO CKAHUPOBAHHUS IO3BOJSET 3HAYUTEIBHO COKPAaTUTh BpeMs
MacCOBOIO IE€peBOAA JTOKYMEHTOB B JJIEKTPOHHBIM BHJA. BBICOKas CKOPOCTh JOCTHraercs 3a CYeT
aBTOMATH3allMM Ipolecca CKAaHWPOBAHMSI W NPUMEHEHHUS] TEXHOJOTMHM MapajuleNIbHbIX BBIYUCIECHUN
IIpU pacno3HaBaHuu TekcTa. «[loTouHOe cCKaHMpOBaHUE» - 3TO KOpoOoUyHOE pemieHue. [IpoayKkT Moxer
HCIOJIb30BATHCS COBMECTHO € JII000M CUCTEMOM 3IEKTPOHHOIO JOKYMEHTO000pOTA.

Ilopsinok BbINOJHEHHs padOThI:

1. JIokyMeHTBI 3arpyXxaroTcsi B CKaHEp OJIHOM Tadkoil. B mporecce ckaHUpOBaHUS KaXKIbIi
OTJENbHBIA JTOKYMEHT W3 Maykd aBTOMATHYECKH WACHTU(GUIMPYIOTCS IO IITPUX-KOAY. Takum
o0pa3om, HaYMHAas € 3arpy3KH TOKYMEHTOB B CKaHEp, BCE JalbHEUIINE ONepalii MOTYT BBITOIHATHCS
aBTOMAaTH4ecKku, 0e3 ydactusi omeparopa. LITpux-kon uis TOKyMEHTa MOXET ObITh CreHEepHUpOBaH

CHCTEMOM H pacni€datad Ha AOKYMCHTC HJIM Ha OTACJIBHOM JINCTE 6YMaFI/I. Ecmu Ha CTpaHUIIbI
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JOKYMEHTOB YK€ HAHECEHbl IUTPUX-KOABI CTAHAAPTHOTO (opmara, TO OHM TaKKe MOIYT OBITh
WCTIOJIb30BAHBI JUIs UACHTH(HUKAIINH.
2. Pacno3naBanue tekcta(OCR).

Pacrnio3HaTh OTCKaHMPOBAaHHBIN JOKYMEHT U COXPAaHUTh €ro B TeKcTOBOM (opmare. [IpoBecTu
JanpHeyo o0paboTKy JOKYMEHTOB M IMPOU3BECTU OBICTPBIN MOUCK IO COAEPKAHHUIO TOKYMEHTOB.
Mexanu3m pacro3HaBaHusi TekcTa B «IIOTOYHOM CKaHMpOBaHHMW» Oa3upyeTcs Ha BO3MOXKHOCTSX
nponykta ABBYY FineReader Engine 9.0, KoTopblif cuMTaeTcs JIydlIMM pELICHHEM s
pacrno3HaBaHMus.

3. Paccmotpers dyHkmio «CkaHUpOBAaHUE OJHOW KHOIKOM». CHCTEMa MOIepKUBAET paboTy
C CETEBBIMU CKaHEPaMHU.

3.1. 3arpy3utb JOKYMEHThI B CKaHEp U HaXKaThb KHOIKY CKaHHPOBAHMs Ha CaMOM YCTPOMHCTBE.
Pesynprarthl ckaHupoBaHMs OyayT aBTOMATHYECKM COXPAHEHbl M OTIPABJIECHbl HA JlAJbHEHIYIO
o0pabotky. Takum o0Opa3oM, ynpaBieHHE CKaHUPOBAaHMEM CBOJUTHCS K HAXKaTHIO OJHON KHONKH. A
3HAYHT, He TpeOyeTcsl CrennaIbHBIX IPOrpaMM JUTsl YIPABJICHUS CKaHEPOM, HE TPeOyeTCst OTAEIHHOTO
pabouero mMecra JUIs yIpaBJIeHUS! CKAHUPOBAHUEM U JOCTHTACTCS CYIIECTBEHHAsI SKOHOMUS BPEMEHH.

4. Paccmorperb BO3MOXHOCTh (yHKIMH «[loTOYHOE CKaHMpOBaHME» IapauIeIbHON
00pabOTKM TEKCTa Ha HECKOJIBbKHX CepBepax OJHOBPEMEHHO, UYTO I03BOJIAET AOOMUTHCS JHOOOM
HEO0XO0IMMOI CKOPOCTH 00PabOTKH.

5. [IpousBecTu nporenypy perucTpaluy CKaHUPYEMbIX JOKYMEHTOB, KOTOpasi IPaKTUUYECKH HE
OTIIMYAETCS OT cTaHAapTHOU. Pemenune «I[loTouyHOE cCKaHMpPOBaHME) 3aITyCKAETCsl HEMIOCPEICTBEHHO U3
HCIOJIb3yeMON CUCTEMBI JOKYMEHTOO00POTA.

6. C nomouieto npenoaasarens yoenutscs, uyTo Ilpoaykr «lloTouHOE ckaHUpOBaHUE» JIETKO
MHTETPUPYIOTCS € JIFOOBIMH MPUIIOKEHUSIMH, MOIEP)KUBAIOIINMU CTAHJAPTHYIO TEXHOJOTHIO OOMEHa
nanaeiMd Windows Communication Foundation-WCF. B coctaB craHnapTHONW MOCTaBKH BXOIUT
IIPUMEpP HMHTErPAallUU C AEMOHCTPAalMOHHBIM npuioxkeHueM COJl B MCXOIHBIX KOJAX M KOMILIEKT
JOKYMEHTAIUH 7151 pa3padoTYNKOB.

7. Pemenue «lloTouHoe CckaHHpOBaHME» MO3BOJISIET 00pabaThIBaTh JTOKYMEHTHI Ha BCEX
a3bIkax, nojaepxkuBaeMbix ABBYY FineReader, Bitouaromux K HacTosIIEMY MOMEHTY: PYCCKHIH,
AQHTTIUICKUHT, HEMEIKUH, (HpaHITy3CKUI, CTTAHCKUM, UTaTbIHCKUN, IBEACKUH, GUHCKUN, OONMTapCKUi,
BEHI'ePCKHI, CIIOBALIKUM, YEIICKUI, OAIIKUPCKUN, OETTOPYCCKUM, Ka3aXCKUM, YKPaUHCKHM.

OTckaHUpOBaTh JOKYMEHT Ha OJIHOM M3 BO3MOXHBIX $3BIKOB, YOEIWBIIUCh B KadyecTBE

pacro3HaBaHus TCKCTA.

Ipaktuyeckoe 3ansaTme 11. (Tema 1 1.8.). Opra#uzauuss CHUCTEMBI 3JIEKTPOHHOTO
JTOKyMEHTOOOOpoTa W ee 3amura. DOYHKIHOHATBHBIE BO3MOXXHOCTH CHCTEMBI JJIEKTPOHHOTO
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nenornpousBojctBa «JIEJIO»: IloTouHoe CkaHMpOBaHME C HAHECEHHEM IITPUX-KOJA - HPOGEpKa
chopmuposannocmu komnemenyui - OINK-2.1

Heas pabdoTbl: paccMOTpPeTh Ha TNPAKTUKE (YHKIHMOHAIBHBIE BO3MOXHOCTH CHCTEMBI
3JEKTPOHHOTO Jienonpou3BojictBa «{EJIO»: [loTouHoe ckaHUpOBaHKE C HAHECEHUEM IITPUX-KO/Ia.

J1st BbINOJIHEHNSI He00X0UMO 3HATH cJieylolee:

Paccmotpets peanuzanuio AByx QpyHkumii «[lorounoe ckaHUpOBaHUE:

1. dopmupoBanue u ornpaBky B cucremy «lloTouHoe ckaHupoBaHHE)» 3asBKH Ha
ckanupoBanue. ['ne co croponsl COJ1 mepenaercs 3ampoc, coaepKamuii TpeboBaHUS Ha 00pabOTKy
nokymenta. Cucrema «lloTouHoe ckaHupoBaHHE» PETMCTPUPYET 3asiBKy U Bo3Bpamaer B COJI ee
VHUKaIbHBIA — uaeHTUukarop. Ha gaHHOM 9Tame  OCYIIECTBISIETCS CBA3KAa  YHUKaJIbHOTO
UACHTU(UKATOPA 3asBKM Ha CKaHUPOBAHHE C INTPUX-KOJOM, YK€ CYIIECTBYIOIIEM Ha JTOKYMEHTE,
1100 BHOBH CTEHEPUPOBAHHBIM.

2. PeanuzoBaTh MpHEM M COXPaHEHUE HTOTOBBIX PE3yIbTaTOB, CHOPMUPOBAHHBIX CHCTEMOM
«[loTouyHOE CKAaHUPOBAHUE.

Ha nanHoM »Tame BBINOJHSETCS COIOCTABIEHUE PE3YJIbTATOB BBHIIOJHEHUS CKAaHUPOBAaHUS C
oobekramu COJ]. ComocTaBieHHE OCYIIECTBISIETCSI HA OCHOBE YHUKAIBHOTO UACHTHU(PHUKATOPA 3asIBKU
Ha CKaHUPOBaHUE U MOXET OBITh pacIIupeHo J1t00o0it Ousnec - norukout CHO/I.

Ilopsinok BbINOJIHEHHS PadOTHI:

1. Perucrpanus 1 ckaHUpOBaHUE JOKYMEHTOB.

[TpoBecTu perucrpanuio JOKYMEHTa, T.€. CO3JJaHUE PETMCTPALMOHHONW KapTOUYKH, BBIMOIHUTH
M0 OOBIYHBIM TPaBUJIAM HCIIOJNB3YEMOH CHCTEMBI JJIEKTPOHHOTO JOKyMeHTooOopota. Jlamee, mpu
obOpamenuu Kk cucreMe «I[loTouyHOE CKaHMpPOBAaHME» TMPOUCXOIUT pErucTpaIs 3asiBKH Ha
CKaHMPOBAaHUE, T€Hepalis ITPUX KOJa U YKa3aHHE IMapaMeTPOB 3asiBKU (pacloyioKeHHe MTPUX-KoJa,
TpeOyemble hopmarbl, HEOOXOAMMOCTh pacno3HaBaHus). [locne 3amucu perucTpaoOHHONW 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 YCTaHABJIMBAIONIMI TMpaBujia €ro oO0paboTkKH (Te4aTh MOJYYEHHOTO H300paKeHUs
HITPUX-KOJA  OCYIIECTBIIETCS  CpPEACTBAMHU  CHCTEMbI  JOKyMeHTooOoporta). Jlamee maker
3aperuCcTPUPOBAHHBIX JOKYMEHTOB MOMEIIAeTCs B yCTPOWCTBO Moja4yn Oymaru ckaHepa, Mocje 4ero
Bcs 00paboTKa JOKYMEHTOB MPOU3BOIUTCS aBTOMATUYECKH.

2. [TpuMeHeHne mTpux-Koaa.

B nporecce ckaHnMpoBaHUS, HAHECEHHBIN IITPUX-KOJI UCIIOJIb3YETCSl KaK MPU3HAK OKOHYAHMUS
TEKYLIEro JIOKYMEHTa M Hayaja CJEIYIOLIEro, a cojAepXkamiascs B IITPUX-KOJE TONOJIHUTEIbHAs
nH(bOpMaLUs TPUMEHSIETCS I JalbHEUIel uieHTuGUKauu o0padaThiBaeMOT0 TOKYMEHTA.

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

[Tpu coxpanenuu rpaduyeckoro oopasa JOKYMEHTOB 00€CIEUYNTh BO3MOKHOCTh KOHBEPTALIUU
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 mpeaycMOTpEeHa BO3MOXKHOCTh YKa3aHHs pa3MepoB H300pakeHUs U
JIOTIOJTHUTEIBHBIX aTpuOyTOB (IIyOMHA [IBETa, THI CKaTHs U T.11.). Ecinu pasmep Tpedyemoro ¢opmara
OTJIIMYAETCS OT TEKYIIEro rpaduyeckoro MmpencTaBIeHus], TO MOXKET ObITh BBIITOJIHEHA KOHBEPTAILHS C
MIPUMEHEHHEM 3aJIaHHBIX MapaMeTPOB (JIaHHBIE IPEAOCTABIISIET MIPETOAaBaTelb).

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 IEPEX0]l K paboTe C 3JICKTPOHHBIMH OOpazaMu
nokymeHToB. IlpogymaHHble HAcTpoikM, THOKME MEXaHU3Mbl VIpaBICHUS U MOApoOHas

JOKYMEHTAIs ISl pa3pabOTYMKOB JAETal0T paboTy ¢ CUCTEMOM yI00HOM U pe3ybTaTUBHOM.

Ipaktuyeckoe 3anarme 12. (Tema 1 1.9.). Oprasuzauuss CHUCTEMBI 3JIEKTPOHHOTO
JOKyMeHToOOOpoTa U ee 3amura. QDOYHKIMOHAIbHBIE BO3MOYKHOCTH CHCTEMBI 3JEKTPOHHOTO
nenonpoussoactsa «/IEJIO»: @opmupoBanue nen - nposepka chopmuposannocmu KoOMnemeHyuil
OIlK-2.1

eab pabGoTbl: paccMOTpPeTh Ha NpPAaKTUKE (YHKIMOHAIbHBIE BO3MOMXHOCTH CHCTEMBbI
ANEKTpOHHOTO AenonpoussoacTsa «IEJIO»: ®opMupoBanue aei.

Jln1s BBINOJTHEHHs1 Pa00ThI HEOOXOAMMO 3HATH CJIeAylolee:

B TedeHue Tekymero roaa MCHOJHEHHBIE JOKYMEHTBI «CIIMCBIBAKOTCS B JEJIO», U, TaKUM
obpasom, GopmupyeTcst apXuBHbIH (poHa opranuzanuu. Cucrema NpeocTaBiseT YAOOHbIE CpecTBa
JUIs OpraHMU3alluu XpaHEeHUsl Kak OyMaXKHBIX, TaK M 3JEKTPOHHBIX JOKYMEHTOB (MpHUKpeIUieHHbIX K PK
(haiinon).

Ilopsinok BbINOJHEHHS padOThHI:

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

® [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 JJIsI TIOCTYIUICHHUS B HErO HOBBIX JOKYMEHTOB.
1. OcymiecTBUTh NMpeBapUTENbHOE CIIMCAHUE JOKYMEHTA B J€JI0 HAa CTAJUU PETUCTPALIUU WU
paboThI ¢ HUM ITYTEM IMOMEIICHHUS B ClIeUalbHYIO NManky («B gemoy).
2. Korna nokymMeHT ucnojiHeH M pa0oTa ¢ HMM 3aBeplleHa, JJIi €ro HaxXxOXKJIeHus B 0ase
JAHHBIX HAIpPaBUTh €ro B JI€J0, UCIOJIb3ys UHCTPYMEHT /I TPYIIOBOrO CHUCAHUS B JIEJIO 3apaHee

MOATOTOBJICHHBIX JJIS 3TOTO JOKYMEHTOB (JaHHBIE NMPEOCTABIISIET MPENOAaBaTENb).

IpakTnueckoe 3anstue 13. (Tema 1 1.10.). Opranuzauusi CHCTEMBI BJIECKTPOHHOTO
JOKyMEHTOOOOpoTa W ee¢ 3ammura. QDYHKIMOHAIBHBIE BO3MOKHOCTH CHCTEMBI 3JICKTPOHHOTO
nenonpousBoacTBa «JIEJIO»: Cucrema aBromMarw3alyil ydera JOKYMEHTOB apxXxwBHoro (onma - -

npoeepka cpopmuposannocmu komnemenyuii - OINK-2.1

Ieap pabGorbl: paccMOTpeTh Ha NPAKTHKE (YHKIHMOHAJIbHBIE BO3MOYKHOCTH CHCTEMBI
ANeKTpoHHOrO AenonpousBoacTBa «/IEJIO»: Cucrema aBToMaTu3aluy yyeTa JOKYMEHTOB apXUBHOIO
dbonpa.

JJis1 BbIOJTHEeHUs1 padoThl HEO0OX0AUMO 3HATH CJeayloLee:

Cucrema «/IEJIO» obecneunBaeT OCHOBHBIC (PYHKIHMH pabOTBI C apXUBOM, HO s Oojee
IyOOKOM paboThl TIO BEJICHUIO W YUYETy apXUBHBIX Jied co3faHa oTaenbHas cuctema «APXMBHOE
JEJIO». [Ing 3¢ ¢dexkTuBHOro B3aMMOJEHCTBHS BYX CHCTEM peajli30BaHa BO3MOXKHOCTH IKCIOpTa-
HMMIIOPTa 1aHHBIX.

Ilopsinok BbINOJHEHHS padOTHI:

B xone BbINOJNIHEHUS! NMPAKTUYECKOW PabOTHI CTYIEHTHI 3HAKOMATCS C HOMEHKJIATYpOW Jen
OpraHM3aliM, OIEPATUBHBIM XpaHEHUEM JeJ, MOArOTOBKOM Jel Uil Nepejadyd Ha apXHBHOE
XpaHEHHUE.

Ha koHkpeTHOM mnpuMmepe [aeTcsi BO3MOXKHOCTb OCYIIECTBUTH MOJEPKKY JA€ATE€IbHOCTU
apXuBa OpraHU3aliu:

1. OcyiecTBUTh BBOJ JOKYMEHTOB B CUCTEMY (JJaHHBIE IIPEIOCTABIISAET IPENIOAABATEND).

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

3. OcymecTBUTh MNpPUEM HUCHOJHEHHBIX JOKYMEHTOB M3 CHUCTEMBl aBTOMaTH3allUU
nenornpousBozactBa «EJIO» st popmupoBanus 1 opopmIeHHS Jeil.

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

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

6. O3HaKOMUTHCS € HIEKTPOHHBIMHU 0Opazami ((aitiamu) JOKYMEHTOB.

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

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

9. C nomoupl0 aBTOMATU3UPOBAHHO IOJrOTOBJIEHHOM HOMEHKJIATYpOl Jiel  Cco3/aTh
HOMEHKJIATYpHBIE€ 3ar0JOBKH JIeJl B COOTBETCTBUU CO CXEMOM KilacCU(UKALMU, ONpPENeICHHON A
Kax/10r0 (poHAa (1aHHBIE IPEIOCTABISAET IPENOIAaBATENb).

10. Ocy1iecTBUTh TPYNMUPOBKY 1 B mpezenax (oHIa, UCIOIb30BAB HACTPAUBAEMYIO IS
Kaxxaoro ¢oHja cxemy cucreMatusauuu jen. IlpuaepxuBaTbCsi BO3MOXKHOCTH CHCTEMAaTH3aLUHU Aei
BHYTpM (OHJa C Y4YETOM CJIEIYIOIUX KIACCU(PHUKALMOHHBIX IPU3HAKOB: XPOHOJIOTMYECKHU-
CTPYKTYPHOT'0, TEMaTHUYECKOT0, (DYHKIIMOHAJILHOT'0, OTPACIIEBOI0, IPEIMETHO-BOIIPOCHOTO.

11. OcymecTtBuTh y4y€T M KOHTPOJb JBMXKEHHUS i€ C BEIACHUEM KapThI-3aMECTUTENS Ha
BBbIIAHHBIE JIeN1a (JaHHbIE PEJOCTaBISET IPENOaBaTENb).

12. IlpousBecTH »3KCHEPTU3Y LEHHOCTH JOKYMEHTOB, BKJIOYas OTOOp JIOKYMEHTOB Ha
roCyJJapCTBEHHOE XpaHEHHEe, KOHTPOJIb CPOKOB X XPAHEHUS; BIJCICHHUE e K YHUUTOXKCHHUIO.

13. OcymecTBUTh HOHUCK J€1 U JOKYMEHTOB B apXuBe (JaHHBIE IPEIOCTABIISAET
IIpenojaBaTesb).

14. OcymecTBUTh (OPMHUPOBAHME TOUCKOBBIX 3aMPOCOB IO JIIOOBIM pEKBU3UTaM (U HUX
coyeranuto) APK (nanHble mpeaocTaBiIseT MpernoaaBaTelb).

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

16. OcymiecTBUTh NOUCK U OTOOpa)X€HHWE CIHCKA Jel M JOKYMEHTOB HO C(HOPMHPOBAHHBIM
MIOMCKOBBIM 3aIlpocaM (JIaHHbIE MPEIOCTABIISET MPENO1aBaTeNb).

17. OcyiiecTBUTH MOUCK JI€TT U JOKYMEHTOB I10 IITPUX-KOTY.

18. OcymiecTBUTh COPTUPOBKY, yJaJeHHWE, BEACHHWE CTaTHUCTUKM HAWJEHHBIX 3aluceid B
pe3yabTUpYIoLIel Tabuie (1aHHbIe PEI0CTABISAET MPENo1aBaTeNb).

19. OcymiecTBUTh Ie4aTh pe3ypTaTa MOUCKa.

IIpaktuyeckoe 3ansitue 14. (Tema 1 1.11.). OpraHuzamuss CHCTEMBI 3JIEKTPOHHOIO
JNOKyMeHToOOOpoTa U ee 3amura. QDOYHKIMOHAIbHBIE BO3MOXKHOCTH CHCTEMBI 3JEKTPOHHOTO
nenorpousBoactBa «JAEJIO»: VYnpaneHHslid J0CTYn K JaHHBIM U (QYHKIUSM - HpoeepKa
chopmuposannocmu komnemenyuii - OIK-2.1
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Leap pabGoTbl: paccMOTpeTh Ha NPAKTHKE (YHKIMOHAIBHBIE BO3MOXXHOCTH CHCTEMBI
3JIEKTPOHHOTO Aenonpou3BoacTBa «AEJIO»: Y naneHHbli 10CTYN K JaHHBIM U (DYHKLIUSM.

JJsis1 BbINOJTHEHUS padoThl HEOOX0AUMO 3HATH CJeaylolee:

B cucreme «JIEJIO» peann3oBaH MOJHOIEHHBIN web-uHTepdelic 1ocTyna KO BCeM JaHHBIM U
byuknusam (Omus «JIEJIO -WEBY), mo3Bosstonuii padborats ¢ qokyMmeHTamu uepes Internet\Intranet.
Jlis ycremHoW opraHu3aliy yOAJIeHHOH paboThl noctarodHo web-Opaysepa Microsoft Internet
Explorer 5.5 SP (4 BbIIII€) WIIM TOJTHOCTHIO COBMECTUMOTO ¢ HUM TMPOTPAMMHOT0 00eCTICUeHHUSI.

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

perucTpanus JOKyMEHTOB (C aBTOMAaTUYECKUM 3aIl0JIHEHHEM HeKOTOpbIX nosel PK );

perucTpanyst CBSI3aHHBIX IOKYMEHTOB;

npukperienne ¢ainos k PK;

3aBepenue u npoBepka DI npukpemnennsix k PK ¢aiinos;

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 TIOPYUYEHUH MO 3HAYCHUSIM UX PEKBU3UTOB;

MOJIHOTEKCTOBBIN MOUCK JJOKYMEHTOB;

MCII0JIb30BaHUE Pa3HOOOPa3HbIX BCTPOEHHBIX MOMCKOBBIX 3aIIPOCOB;

pasrpaHUYeHHe MpaB AOCTYIA K JAaHHBIM U (QYHKIIHSIM.

IHopsaok BbINOJIHEHUS PA0OTHI:

1. Ha konkperHom mnpumepe («IIpeanpuarue ¢ TEpPpPUTOPHAIBHO paclpeeseHHOM
CTPYKTYpOI») CTYAEHTBl 3HAKOMSTCS C YHUBEPCAJIbHBIM BEO-TOCTYNOM KO BCEM KOPHOPaTHUBHBIM
JOKyMeHTaM. MIMeloT BO3MOKHOCTh 3(PQPEKTHBHON yAaJeHHOH pabOThl ¢ HUMHM, MO3BOJISIOIIEH C
nomotpio cucrtemsl «JIEJIO» co3maTte OCHOBY s (OPMHUPOBAHHS €IUHOTO HH()OPMAIMOHHOTO
MPOCTPAHCTBA B OPTaHHU3AIMHU JTI000T0 MaciTada U ypOBHS.

2. C nomouipto omuuu «JIEJIO-WEB» mnoka3piBaeTcss BO3MOXKHOCTb pabOThl B CHUCTEME
«AEJIO» paboTHuKaM ynaieHHOTo Quinana (Ha KOHKPETHOM WIpUMEpe), KOTOPhIE CTaHOBSITCS
PaBHOMPABHBIMH YYaCTHUKAMH JOKYMEHTOOOOpPOTa B paMKaxX BCETO MPEATNPHUSATHUSI.

3. B xome nenoBod wurpsl, BeICTynas B poiu «PykoBomutenein» u «HMcnomHuteneiny,
HaxoJsmuMxcsi BHe oduca (B CIyXKeOHBIX IMO€3JKaX, KOMaHIWPOBKaX M T. I.), CTYAECHTHl UMEIOT
BO3MOKHOCTh y4YaCTBOBAaThb B MPUHITHUM PELIEHUN MO JOKYMEHTaM, UX HUCIOJHEHHH U KOHTpPOJIE,
UCTOJb3Ys yJaJIeHHBIN TOCTYII, YTO CO3AAET MPEANOCHUIKH Ul YBEIHMUEHHsI MOOMIBHOCTH NEPCOHANA.

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

KOHKPETHBIX IpPUMEpax 3HAYMUTEIBHOE YIIPOIIEHHE apPXHUTEKTYpbl KOPIOPATUBHOM CHUCTEMBI
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JOKYMEHTOO0OpOTa, HE TpeOyromeld yCTaHOBKM Ha pPab04YMX MecTaxX I0Jh30BaTelieli OCHOBHOTO
KIIMEHTCKOTO MpWIokeHus. PaboTa caMux Mmonb3oBaTeNell CUCTEMBI TaKXKe YIpoIIaercs, Omaromaps

MHTYUTHBHO IMIOHATHOMY M IIPOCTOMY B UCIIOJIb30BaHUH UHTEPDEHCY.

IIpaktuyeckoe 3ansitue 15. (Tema 1 1.12.). Opranuzamuss CHCTEMBI 3JIEKTPOHHOI'O
JOKyMeHTOoOOOpoTa U ee 3amura. QDYHKIMOHAIbHBIE BO3MOXKHOCTH CHCTEMBI 3JIEKTPOHHOTO
nenonpousBojacTa «IEJIO»: MudopmanmonHo-cripaBouHas paboTta - npoeepka cghopmuposannocmu
komnemenuyuii - OINK-2.1

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

[t BbINoJIHEHHs1 pa00Thl HEO0OX0AMMO 3HATH CJIeylolee:

Cucrema mpefoCTaBiseT MIMPOKUE MOUCKOBBIE BO3MOXKHOCTH JUIsl OBICTPOTO W YIOOHOTO
MOJIy4eHusl J1I000M MH(pOpMAIMM, HAKOIUIEHHONM M COXpaHEHHOM B 0a3e naHHbIX. OHa MO3BOJISET
MTHOBEHHO HAaXOAWTh JOKYMEHTHI, MOPYYCHHS M TPOCKTHl JOKYMEHTOB IO 3HAYCHUIO JIIOOBIX
PEKBU3UTOB W HMX MPOU3BOJIBHOMY COUYETaHUIO. Takke BO3MOXKEH IOJIHOTEKCTOBBIA IMOUCK IIO
coJiep>kaHuto (haisIoB, MPUKPETIICHHBIX K PErUCTPAIIMOHHBIM KapTOUYKaM.

[Tonydyennast Takum 00pa3oM MHGOPMAIHS CIYXKHUT I OLEHKH 3((HEKTUBHOCTH pabOTHl Kak
BCETO YIPABICHYECKOTO ammapara, Tak ¥ KOHKPETHBIX JOJDKHOCTHBIX JIMI] (MCIIOJHUTENEH) U
JabHEUIIIer0 MPUHSATHS MEpP COBEPIICHCTBOBAHUS UCIOIHUTEIBCKON AUCIUIIIINHBIL.

ITopsinok BbINoJIHeHUs padoOThI:

1. Co3nath MOMCKOBBIE 3aMPOCHI (JIFOOOW CIIOKHOCTH, TaHHBIC MPETOCTABIISIET MPENO1aBaTElb )
1 OCYILIECTBUTDH UX COXPAHEHHE ISl TOCIEYIOIIEr0 MHOTOKPAaTHOTO MCIIOIb30BaHUS.

2. Co3mate M copMHpPOBATH TOUCKOBBIM 3ampoc «C HyJIS» (JaHHbIE NPEAOCTaBIsAET
IIPETo/IaBaTeNb).

3. Co3narb u chopmMupoBaTh MOUCKOBBIM 3alpPOC HA OCHOBE paHEe CO3JAaHHOTrO IadioHa (B
3arpoce COYETAIOTCs pa3IMyYHbIe BUJBI MIOMCKA: Ha TOYHOE COBIAJICHHE, 110 Pa3JIMYHBIM JUana3oHaM
3HAYeHUH U 1p.).

4. OroOpaHHbIE B pe3ysibTaTe MOUCKA JOKYMEHThI IOMECTUTh Ha XpaHEHUE B NEPCOHAJIbHbIE
ManKy MOJIb30BaTeNe W/UiK pacnedaraTh B BUAC MTEPEUHS.

5. Ucnone3ysa ommuio «MexaHu3Mbl pyOpUKaIMK JOKYMEHTOBY (OTHECEHHUS K OIMpeaesICHHON
TeMe) HalTH HeoOXOAMMBIE JOKYMEHTHI 110 OINpe/eIeHHOW TeMaTHKe MM BOIPOCY U pa3o0paThCs B
UCTOPUHU TPOOJIeMbl (JaHHBIE IPEAOCTABIISAET MPETOAABATEND ).

6. Hactpoutrs «lIpaBamum poctyna k wuHpOpManMM» [UIsl KOHKPETHBIX KaTeropui
UCIIOJIHUTENIEH, TEM CaMbIM I[I0Ka3aTh, YTO BO3MOXXHOCTH TMOHMCKA JOKYMEHTOB [UIsl KaXKIOro

MOJIB30BATECIA ONIPCACIIAOTCA B COOTBECTCTBUHU C pa3peIlIPITeJ'ILHOﬁ CHCTEeMOH A0CTYIIA.
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6.1.0rpaHuuuTh AOCTYI K TOKYMEHTY;

6.2. OrpaHn4uTh 1OCTYN K TPYIIIE JOKYMEHTOB;

6.2. OrpaHn4muTh 1OCTYI K KAPTOTEKE;

6.3. OrpaHu4yuTh JOCTYI O TPU(Y OrPAHHUYCHHUIO.

7. CopmupoBath GOpMaNIM30BaHHBIA OTYET, MPEIOCTABIAIOMINUNA MOJHYIO HHPOPMAIUIO O
xoze paboThl ¢ JOKyMEHTaMH (B JONOJHEHHE K CTaHJApTHOMY IOMCKOBOMY MEXaHH3MY), YTO
MOKa3bIBa€T CBOWCTBO (YHKIMHM - MIHOBEHHO IMOJy4aTb HMHTEPECYIOIINE PYKOBOICTBO
CTaTHUCTUYECKUE JIaHHBIE MO JOKYMEHTOOOOpPOTY B COOTBETCTBHM C 3aJaHHBIMU MapaMeTpamH.
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 IS KaXIOTO OT4eTa 00ECIeYrMB MaKCHUMAaTbHYIO
TOYHOCTH M KQUeCTBO PE3YJIbTATOB MOUCKA U y00CTBO pabOThI C CUCTEMOM.

7.2.ChopMupoBaTh U MOTYYUTH CIEAYIOUINE OTYETHBIE POPMBI:

Caenenust 0 IOKyMEHTOO0OpOTE.

CBozka 00 UCTIOTHEHUH.

CrnpaBka-HanmoMHHaHKE 00 UCTIOTHEHUH MTOPYYCHUH.

CaeneHus 0 TOKyMEHTOOOOPOTE M0 KOPPECTIOHACHTAM U TPak1aHaM.

Ceenenus o paboTe JODKHOCTHBIX JIMIY/TIOIPA3/ICICHUH ¢ JOKYMEHTaMH.



41

IIpunoxenne 1. AHHOTAITHS
paboueii mporpaMMbl JTUCIUTIIHHBL

AHHOTAIIUSI PABOYEHA ITPOTPAMMBI JIUCHUATLIAHBI

JucuumimHa — peanms3yercss Ha (QakylibreTe HHQOPMAIMOHHBIX CHCTEM U 0€30MacHOCTH
kadeapoi nHGopmMaIrmoHHOM 0€30IMacCHOCTH.

Heabp kypca: dopMupoBaHHE MpeICTaBICHHUS 00 SJIEKTPOHHOM JIOKyMEHTE KaK HOBOM
COCTaBJISIONICH B TPABOBBIX OTHONICHHSX. BBIABIEHHWE OCHOBHBIX OCOOCHHOCTEH «3IIEKTPOHHOTO
JOKYMEHTa», 0a30BbIX NPUHLHUIIOB B3aUMOACWUCTBHS D3JEKTPOHHOTO M aHAJOrOBOIO «MHpay,
MMOHUMAaHHUS Tepexo1a HHPOpMaIUU U3 0OBIYHOTO aHAJIOTOBOTO MUPA B 3JICKTPOHHBIMH.

3aoauu Kypca:

J OBIIAJIETh TEOPETUYECKUM OOOCHOBAHHMEM IIPOLIECCOB JOKYMEHTALMOHHOTO OOecredeHus
anrmapara yrnpasJeHHs 00LIECTBOM;
. OCBOUTh  COBPEMEHHBbIE  MPOOJEMBbI  3JIEKTPOHHOTO  JOKYMEHTHPOBAaHUS  IPaBOBOM,

VIIPaBIEHYECKOH, OSKOHOMHUYECKOH, COIMAIbHOM, TEXHWYECKOW, HaydyHOW uHGPOpMAMH U
(GbopMHpOBaHUSA CHCTEM JOKYMEHTAllMHM, OO0ECIeYMBAIOLIMX JEATEIHOCTh almnapara yIpaBJIeHUsS
YUPEKACHUN, OPTraHU3ALMN U TPEATPUATHIA;
. OBJIa/IETh HEOOXOMMOM TEPMUHOJIOTHEH];
. copMHpOBATh HAaBBIKM MPOPECCHOHAIBLHOIO JOKYMEHTOBEIUYECKOrO aHaiu3a U paldoThl ¢
IporpaMMaMd 10  OOECHEYEHHMIO 3JEKTPOHHOTO  JIOKyMEHTOOOOpOTa, TOJKOBAaHUS  CHCTEM
JJIEKTPOHHON JOKYMEHTALMU U CUCTEM IEKTPOHHOTO JOKYMEHTUPOBAHMS.

JlucuuIuinHa HarpasieHa Ha pOPMUPOBAaHUE CIETYIOIUX KOMIIETEHIIMA:

OIIK-2.1. CnocobeH mnpoBOAUTH aHaIW3 (PYHKIHMOHAIBHOTO Ipoliecca OObEKTa 3allUThl U €ro
WH()OPMAIIMOHHBIX COCTABIISIOIINX C IEThI0 BBISBICHUS BO3MOXKHBIX MCTOYHUKOB HH(OPMAITMOHHBIX
yrpo3, UX BO3MOXKHBIX IIeJIeH, MyTel peanu3aluu 1 MpeanoiaraemMoro ymepoa

B pe3ynbrate 0cBOSHUS AUCHUTUIHHBI O0yYaIOIIHICS TOKEH:

VMmeTs:
IIPUMEHATHh THUIIOBBIE MPOTPAMMHBIE CPEICTBA CEPBUCHOIO HA3HAYEHUs M IOJIb30BATHCA CETEBBIMHU
cpencTBamu JJisi OOMEHa JIaHHBIMHU, B TOM YHCJIE C MCIIOJIb30BaHUEM T100anbHON WH(DOPMAIIMOHHOMN
cetu nTepuer
aHAM3UPOBaTh AP (HEKTUBHOCTH METOJIOB YIPABJICHUSI CUCTEMaMU

3HaTh:
ITOPUTMBI YIIPABICHHS TPOLIECCAMHU B CJIIOKHBIX CHCTEMaX.

Bnanets:
peanu3anue aIroOpuTMOB YIIPABIICHHUS B aBTOMaTU3UPOBAHHBIX CUCTEMaX.

[To nucnumninHe NperycMOTpEeHa MPOMEXYTOUHAsl aTTecTalus B popme 3a4éra ¢ OLEHKON 1 3K3aMeHa.
OO1m1ast TpPy10€MKOCTh OCBOCHUS AUCLUIUIMHBI COCTABIISET 5 3a4€THBIE €TUHHIIBI.



