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1. IosicHUTENLHAA 3ANINCKA

1.111enp ¥ 3aa9M AUCITUILIMHEI
Llens MUCHMIUIMHBI - MOATOTOBHUTH BBIIYCKHHMKA, YMEKOLIETO OPraHM30BaTh YIIPABICHHE
SJICKTPOHHBIMH JIOKYMEHTAMH B CHCTEMAax »JJIEKTPOHHOTO JOKyMeHToobopoTa. OcBoeHue
IUCUMILIMHBL ~ HAIpaBIEHO Ha [PUOOPETEHHWE  CTYJAEHTAMH 3HAHUA O  BHEAPEHUH
UH(POPMALMOHHBIX TEXHOJIOTUN B ACATEIBHOCTH CIy)0b1 JJOVY.

3ajaun JUCHUTIIINHBI:

- U3YYHUTh TEOPHUIO U MPAKTUKY MPUMEHEHUS! aBTOMAaTU3UPOBAHHBIX CUCTEM B YIPaBICHUU
JIOKYMEHTALUEH;

-U3y4YUTh OCHOBHBIE IIOHATHUS, UCIIOJIb3yEMBbIE B TPOLIECCe TPUMEHEHUs MH(POPMAIIMOHHBIX
texnojoruii B J10Y;

- U3YYUTb UCTOPHIO aBTOMaTH3aluu U Mexanuzauuu JJOY B Hamiei cTpane u 3a pyoe:kom;

- U3YYHUTHh HOPMATUBHO-TIPABOBBIC OCHOBBI IPUMEHEHHU ST HHPOPMAITMOHHBIX TEXHOJIOTUN B
HOY;

- U3yYUTh TEXHUYECKOE U MPHUKIAJHOE MPOTPaMMHOE 00eCreueHrne, UCTIONb3YeMOe MIPH
OpTraHU3aIMH AIEKTPOHHOTO IOKYMEHTOO00pOTa B UH(POPMAIIMOHHOM 00ECIICUeHUH YIpaBICHUS,

- I3yYUTh IPUHIIMITEI BEIOOPA M OPTaHU3AINIO0 BHEAPSHUS U UCTIOIB30BaHUS TEXHHUECKOTO
U TIPOTPaMMHOT0 00€CTICUCHHS;

- I3y4YUTHh HHPOPMAIIMOHHBIC CUCTEMBI U OCHOBHBIC HH(pOpMaIMOHHBIE pecypcsl B IOV

- U3y4YUTh U MPOAHAIU3UPOBATH CPEICTBa 3alIUThl MH(GOPMALUU B WH(DOPMALMOHHBIX
cucreMax, ucrnoiibzyemsix B JIOVY;

- chopmupoBaTh MpodeccuoHaNbHbIE HABBIKK PAOOTHI B aBTOMAaTU3HUPOBAHHBIX CHCTEMAX.

OcBocHHE NUCHUIUIMHBI HAINPABJICHO HA MPUOOPETCHHWE CTYICHTAMU 3HAHHHA 00
yIpaBIeHUN JOKYMEHTAMHU C HMCIOJIb30BaHHEM HMH(GOPMAIMOHHBIX TEXHOJIOTUH. ITO MO3BOIHT
CTY[ICHTAaM OPHUCHTHPOBATHCS B MHOTOOOPa3WHM IMPOTPAMMHBIX CPEICTB W BapHAHTHOCTH
MPOrPaMMHO-TEXHOJIOTHUECKUX  PEIIeHWH  JUId  peanu3alid  OJHOTUIIHBIX  3aJad B
JIOKYMEHTAIIHOHHOM O0€CIICUCHUH YITPABIICHHMSI.

1.21lepeyeHs IIAHUPYEMBIX PE3YIHTATOB OOVUEHUS 0 AUCIUIUINHE,
COOTHECEHHBIX C MHAWNKATOPAMU NOCTHKEHUS KOMIIETEHIIUIA

KomMnerenuun WNHaukaTopel KOMIIETEHIUI Pe3ynbrarel 00yueHus
[1K-4 CnocoGen | [1K-4.1. o6ecieunBaer 3HaTh: IPaBOBOE PETYIUPOBAHUE CHEPDI
OCYLIECTBIIATH JIOCTYTI 1I0JIb30BaTENEH U yIipaBiieHUs! UHopMaruen u
MIPOEKTUPOBaHUE W | BeleHue NHPOPMAIIMOHHO- JOKyMEHTAEeN, COBPEMEHHBIE
BHE/IPEHHE CHUCTEM | CIIPAaBOYHOI paboTHI B UH(POPMALIMOHHBIE CUCTEMBI, CHCTEMBI
3JIEKTPOHHOTO MH(POPMALIMOHHOH cUcTeEMe IEKTPOHHOTO JOKYMEHTO000pOTA.
JOKyMEHTO000poTa YMeTh: IpUMEHATh 3HaHNE HOPMATUBHO-
B OpraHHA3aluu paBoBOH 0a3bl B chepe ynpaBlieHUs

uH(popMaIuel 1 TOKyMeHTaluen B
MPAKTUYECKOU JAEATETbHOCTH
Brnanets: HaBbIKaMu BbIOOpa
HEOOXOIUMEIX TEXHOJIOIMYECKHX
PELLIEHHH B IPOLECCE YIIPABICHUS
nHdopMalnyen U ToKyMeHTaluen

IK-5. Crnocoben | I1K-5.2. Umeer npaktudeckuit | 3HaTh: MeToAUKY npuMeHenus CO/I B
OpTaHu30BaTh OTIBIT Pa3pabOTKHU U yIIPaBIICHYECKOH IEATETHHOCTH
OIEpPaTUBHOE U | TECTUPOBAHMSI IPUKJIATHBIX OpraHu3aIyu




apXMBHOE XpaHEHHE

nmporpamMm B 00JIaCTH

VYMmeTs: IMPUMCEHATh TEXHUYECKOC U

JIOKYMEHTOB C | OTEpaTUBHOTO U APXHUBHOTO MIPUKJIAIHOE MPOTPAMMHOE 00eCTIeUeHre
UCTIOJIb30BaHUEM XpaHEHHS JJOKYMECHTOB JUIs OPTaHU3aIUH AIIEKTPOHHOTO
WHTETPUPOBAHHON JIOKYMEHT0000pOoTa B MH(GOPMAITMOHHOM

cpensl  pa3paboTKu,

oOecrieueHny yrpaBIeHUs

BKJIIOYasl CpEICTBa Bitaners: HaBbIKaMU BKIIFOUECHHMS
BHU3YyaJbHOTO JIOKYMEHTOB B CUCTEMY YIIPaBJICHHUS
IIpOrpaMMUPOBaHUS, JOKYMEHTaMH U PETUCTPALUU B HEH;
YMEET UCIIONIb30BAaTh YIIPaBICHUS TOKYMEHTAMU B CUCTEME
CpeacTBa (pacnpeneneHHOro yrpasieHus
aBTOMATH3ALNH JOKYMEHTaMH); OCTYIa, IOMCKa U
JTAallOB aHaJIM3a U HCIIOJIb30BAaHUS IOKYMEHTOB B CUCTEME
IIPOEKTUPOBAHHUS Y KOHTPOJIA 33 UX UCIIOJIHEHUEM;

XPAaHCHUA 1 YHUYTOXKCHUA NOKYMCHTOB

[1IK-7. Ciocoben

I1K-7.1. 3naeT TpeGoBaHUsA

3HaTh: HOPMATUBHO-IIPABOBbLIC OCHOBBI

pa3pabaTbIBaTh CTaH/IapTOB HAa TEXHUYECKYIO | IPOEKTUPOBAHMSI U BHEPEHHUS CUCTEM
TEXHUYECKYIO JIOKYMEHTAIUI0 JIEKTPOHHOIO IOKYMEHTO000pOTa
JOKYMEHTAIUIO U YMeTh: IPUMEHATh TEOPETUUECKUE U
HCIOJIb30BATh [PaBOBBIE 3HAHUS [IPU NPOEKTUPOBAHUU
cpencTaa u BHeipeHuu COJ] B KOHKpEeTHOH
aBTOMaTHU3alUU IIpU OpraHu3aIHu

IIPOEKTUPOBAHUU Bnanerb: HaBBIKOM IUIAHUPOBAHUS
MH(POPMAaLMOHHBIX 3TanoB pa3zpabotku u BHeapeHus CO/l B
cCHCTEM COOTBETCTBUHU C

[1K-7.2. UmeeT npakTH4eCKuit
OTIBIT YJacTHsl B pa3paboTke
TEXHUYECKOH TOKYMEHTAIIUU
Y TIPOSKTUPOBAHUHT
UH(POPMAIIMOHHBIX CHCTEM

3HaTh: METOJIUKY COCTaBICHUS
TEXHHYECKOHN JTOKYMEHTALUU JJIsI
OpraHU3AIMH B COITPOBOXKICHHUS
nestenbHocTH COJ

YMeTbh: NPUMEHATh TEOPETUUCCKUE U
METOIMYCCKHUE TIOJIOKCHUS IS
(hopMUpOBaHMS KOMILJIEKTA TEXHUYECKOM
JOKYMEHTAUU C YyYETOM YCIOBUMN
KOHKPETHOW OpraHu3aIuu

BnageTh: HaBBIKAMH COCTABIICHHS
UHCTPYKIUH, OPSIIKOB, PETIIAMEHTOB
JUTSL Pa3JTMYHBIX TPYIIIT [TOJIb30BaTelei
CO]Jl Ha OCHOBE JOKANIbHBIX
HOPMATUBHBIX aKTOB, PETYJIHPYIOIIHX
yIpaBlIeHUE JOKyMEHTaM B
OpTraHu3aI’

1.3MecTo MUCIUIUIMHEI B CTPYKTYPE OCHOBHOU 00pa30BaTEILHOM

Hucuunimna

IpOorpaMmabl

((ABTOMaTI/ISI/IpOBaHHBIe CUCTEMBbI JOKYMCHTAIMOHHOI'O obOecrieueHus

yIpaBJIEHUS» OTHOCHTCS K YacTH JUCHMIUIMH IO BBIOOPY, (QopMupyeMOW yuyaCTHHKaMHU
00pa3oBaTeNbHBIX OTHOWICHWHA 1O HampaBieHusM moarotoBku 46.03.02 JlokymeHTOBeneHUE U
apxuBoBeJieHHne, npoduist «HTemIeKTyaaIbHbIe CUCTEMBI B YIIPABICHUU TOKYMEHTaMU.

Jniss ocBOeHHS IUCHMIUTMHBI (MOIYJIsl) HEOOXOAWMBI 3HAHHWS, YMEHHS W BIaJCHUS,
c(OpMHPOBAHHBIE B X0/1€ U3YUCHUS CIEIYIOUINX JAUCIUIIINH:



- UndopmanroHHbIe TEXHOIOTUH

- UHpopManoHHbIE TEXHOJIOTUH B JOKYMEHTATHOHHOM 00ECIIEYEeHUHN YITPABICHMUS

- Pa3paboTka nHGOpPMAIIMOHHBIX CHCTEM

- UnpopmannonHoe obecrieueHue yrnpaBieHus.

B pesynbraTe OCBOCHHMS AMCHUIUIMHBI (MOAyJsl) (OPMHPYIOTCS KOMIIETCHIINH,
HE00XO0AUMBIE /1711 U3YUEHHUS CIEAYIOIINUX JUCHUILINH U IPOXOKACHUS MPAKTHK:

@®opmaThl AJIEKTPOHHBIX JOKYMEHTOB B CUCTEMaX 3JIEKTPOHHOTO IOKYMEHTOO00pOTa

['ocynapcTBeHHbIE HHPOPMALIMOHHBIE CUCTEMBI

[IpennurioMHast mpakTHKA.

2 CTpyKTypa IMCUMILIMHBI

OO0mias TpyA0eMKOCTh JUCIUIUIMHBI COCTABISIET 3 3.€., 108 u.

CTpyKTypa JUCHUIIMHBI JJI51 04HOI (POpMBI 00yUeHUsI

O0peM IUCHMIUIMHBI B (JOpME KOHTAKTHOM paboThl 00y4aroUXCs C MEAaroruuyecKuMH
paboOTHUKAMU U (WJIM) JIMLAMU, IPUBJIEKAEMbIMU K peanu3alii 00pa30BaTeIbHOM IpOrpaMmMbl Ha
UHBIX YCIIOBUSAX, TP MIPOBEACHUH YUEOHBIX 3aHATHUI:

Cemectp | Tumn yueOHBIX 3aHATUI Konnu
€CTBO
4acoB

7 Jlexiumn 24
7 CemMuHapbl/1abopaTropHbie paboThI 36
Bcero: 60

O0beM TUCIUILIMHEI B (popMe caMOCTOSTETbHON PabOoThl 00yJYaromuxcst cocTaBisier 48
aKaJeMUYECKHUX YacoB.

3 Coaep:xkanue IUCHUTLTHHBI

Ne | HaumeHoBaHue pasnena Copepxanue
JUCIUIIJINHbI
1 Bgeenenue [Ipenmer, nenu, 3agaun, COAEP>KaHUE U METOJUKA U3YUECHUS

Kypca, ero poiib B IOATOTOBKE OaKanaBpoOB, CBA3b C APYTUMHU
y4eOHBIMU JUCIUTUIMHAMU. XapaKTEePUCTHKA
3aKOHOAATEIhHBIX, HOPMATHBHO-METONIECKUX
JIOKYMEHTOB, HAaI[HOHAIBHBIX U MEKIYHAPOIHBIX
CTaHJapTOB N0 M3y4aeMoli nmpodiiemaruke. HopmarusHo-
CIIPaBOYHAS, METOAMYECKAs ¥ yaeOHas TuTepaTypa.
WuTepuet — pecypcrsl. OCHOBHBIE TOHATHS Kypca:
DIIEKTPOHHBIA TOKYMEHT. DJIEKTPOHHAS TIOJIITHCH.
HOpunuyuecky 3HAYMMBIH JOKYMEHTOO00pOT. Mexanuzanus,
aBTOMaTH3aLus U HHPOPMaTH3aLUs 1eTOIPOU3BOICTBA.
Aptomaru3upoBaHHbie cucteMbl (AC), nHGOPMAIHOHHBIC
cucremsl (MC), koprnopaTuBHbIe HH)OPMAIIMOHHBIE CHCTEMBI
(KHC), aBTOMaTH3MpOBaHHBIE CHCTEMBI
JIOKyMeHTaImoHHoTro obecrieueHus ynpasieHus (AC 10Y)
u ap. Poib Kypca B COBEpIIIEHCTBOBAaHUH OPraHHU3aINH




7

paboTHhI C TOKyMEHTaMH B YIIPaBJICHUH, CO3IaHUU
ONITUMAIILHBIX YCIOBUI PabOTHI CITYKO JJOKYMEHTAIIMOHHOTO
obecnieuenus. 3Haduenne nadopmarusanuu JJOY na
COBPEMEHHOM JTale.

Pazgen 1.

PBIHOK aBTOMAaTH3MPOBAHHBIX
CHCTEM JIOKYMEHTAI[HOHHOTO
oOecrnieueHus ynpaBiecHUs

Coctosnue peiaka AC JIOY Ha coBpeMEHHOM 3Tarne.
Poccwuiickuit u Mexmynapoaasiid peraok AC JI0Y.
Craructuka peraka. Cermentarus peiaka AC JIOV.
Hctounuku napopmannu o coctosiuuu peiika AC JI0Y.
OCHOBHBIE TEHACHIIMH U3MEHEHHS PHIHOYHBIX IIOKA3aTeNeH
3a mocyieHUM nepuoi. GakTopkl, BIUSAIONINE HA U3BMEHEHUE
noka3zatesiel poiHka. PerHok AC IOY B cTpyKType phIHKa
WHQOPMAMOHHBIX TEXHOIOTUH. MeTonKa 1 KpUTEpUn
BBEIOOpa aBTOMATH3NPOBaHHOH cuctemsl IOV,

Paznen 2.

OcHOBHBIC (DYHKIIMOHAJILHBIE,
TEXHUYECKHE U
TEXHOJIOTHYECKUE TPEOOBAHUS
K aBTOMaTPI?;HpOBaHHBIM
cucTeMaM
JOKYMEHTAIIHOHHOTO
obecredeHus! ypaBlIecHUs

Ienu 1 3agaun, CTOSIILUE IIPU UCTIOJIB30BAHUU
aBTOMAaTHU3UpOBaHHBIX cucteM B JIOY. Tumnossle 3agauu
apromartusauuu JIOY: co3nanue, nepenaya, XxpaHeHHE,
MIOWCK, KOHTPOJIb UCIIOJHEHUSI JOKYMEHTOB. DJIEeKTPOHHBIH
JIOKyMEeHT0000pOT. OCOOEHHOCTH MCIIOJIb30BAHUS
aBTOMAaTHU3UPOBaHHBIX cucteM B JIOY Ha coBpeMeHHOM
JTare pa3BUTHs (CMEMIaHHBIA JOKYMEHTOO000POT).
TpeboBanus, npenbsBIsIEMbIC K aBTOMAaTH3HPOBAHHBIM
CUCTEMaM B COOTBETCTBHUU C HOPMATUBHBIMU IIPABOBBIMU
nokymeHTamu. IIpakTiuueckue 3agaun, oCyecTBIsIeMbIe
apTOMaTu3upoBaHHBIMU cucTeMamu B [JOY. OcHoBHBIE
aBTOMATU3UPOBAHHBIE CUCTEMBI, UcnoIb3yemble B JIOY u ux
KJIaCCI/I(l)I/IKaHI/IH. TexHomornu: BKIFOYSHUS JOKYMCHTOB B
CHCTEMY YIIPaBJICHUS TOKYMEHTAMH U PETHCTPALlH B HEH;
yhpaBlieHHs JOKYMEHTaMH B CUCTeMeE (pacrpenesieHHOTO
yHpaBiIeHUs JOKYMEHTaMH); JOCTYTa, TIOUCKa U
WCTIOJIb30BaHMS JOKYMEHTOB B CUCTEME M KOHTPOJIS 33 UX
WCTIOJIHEHHEM; XPAHEHHS U YHUUYTOXKEHUS IOKYMEHTOB.
TexHoI0rMM NOTOKOBOTO CKaHMPOBAaHUA JOKYMCHTOB U T.II.

Pasnen 3. OcHoBHBIE
(YHKIMOHATBHBIC
BO3MOXKHOCTH U
XapaKTePUCTUKH
aBTOMaTI/ISI/IpOBaHHBIX
CHCTEM JICITOTIPOU3BO/ICTBA

Pelitunr n knaccudukanus aBTOMaTH3MPOBAHHBIX CUCTEM,
npumensieMsix B IOY: o0mas xapakTepucTukKa,
pa3paboTUuK, CTPYKTYpa HOCTPOCHUS, QyHKIHOHATIbHBIE
BO3MOKHOCTH, TEXHUYECKHE XaPaKTEPHUCTHUKH, OCOOEHHOCTH
TEXHOJIOTHH, pa3rpaHUYeHHE TIPaB MOJIb30BaTeNel B
CUCTEME, CIIPABOYHUKH CUCTEMBI, PETUCTPALIUS U yUET
WHPOPMAIIUK B CHCTEME, BeJIeHHE KOHTPOJILHOU paboTHI,
(hopMHUPOBaHUE CIIPABOK U OTYETOB, MAOIOHBI POPM,
MapUIpyThl ABUKEHUS TOKYMEHTOB U ap. PaboTa
CHCTEMHOI'0 TeXHoJIora B cucreme. Pabota nonb3oBareneil B
CHCTEME.

ITepcnexTuBsl
WCTIONIb30BAHUS U
HaIpaBIIEHUS PA3BUTHUS
ABTOMATU3UPOBAHHBIX
CUCTEM JOKYMEHTALMOHHOTO
obecrniedeHus ynpaBieHUs

OcHogusble TeHaennuu pazsutus AC JIOY. Brnusaue
pa3BUTHS MH()OPMALIMOHHBIX TEXHOJIOTHI Ha
aproMaru3aiuo JJOY. Baxaocts AC IOV s
rocynapcTBeHHOro ynpasnenus. Mcnons3oBanue AC JIOY
IIPY OKa3aHUU TOCYJapCTBEHHBIX YCIYT U
MEXBETOMCTBEHHOM 3JIEKTPOHHOM B3aUMOJICHCTBHH.
OO6ayHple TEXHOJIOTHH B YIIPABICHUN JOKYMEHTAMHU.

VY aneHHbI JOCTYI K CHCTEMaM. DKCIIEPTHBIC OICHKH
pasButus B chepe aBTomaruzammu JOVY.




4 (Oopa3oBaTejibHbIE TEXHOJOTHH

Ne Buabl yueonsix |O0pa3oBareibHbIe
HaumenoBaHue pasjaesa “
n/n 3aHATHI TEXHOJIOIUH
1 12 3 4
1. |BBenenue Jlexmusg 1. BBoanast nekmus ¢
HCTOJIb30BaHIEM
BHCOMATEPHUAIOB
2 |PeiHOK aBTOMATH3WPOBAHHBIX cucTeM |Jlekums 2. Jlexuusi-Busyanuzanusi ¢
JOKYMEHTAIIMOHHOTO oOecrieyeHust MPUMEHEHUEM CIal-IPOEKTOpa
yIpaBicHHS JlabopatopHbie [ToaroToBka K 3aHSTHIO C
3aHATHA HCIOJIBb30BaHUEM PECYPCOB
HWHTEPHET, YKa3aHHBIX B
CamocTosTenpHasT |METOINYECKUX PEKOMEHIALUSIX K
pabora TUCITATIIHE.
KoncynpTupoBanue 1 npoBepka
JOMAIIHUX 331aHUH TOCPEICTBOM
obsauHoro cepsrica Dropbox
3  |OcHOBHEBIE (hyHKIIOHANBHEIE, | JIekius 3. [IpoGnemHuas nexmus
TEXHHYEeCKHe U TexHosoruueckue|JlabopaTopHsie 3aHATHS B cCUCTEMax
TpeOOBaHUS K aBTOMAaTH3UPOBAHHBIM |3aHSATHUS ANIEKTPOHHOTO JOKYMEHT0000poTa
CUCTeMaM JTOKYMEHTAIIHOHHOTO (CO) u Ha caiiTax BEHIOPOB
o0ecriedeHus! ynpaBieHUs CamocrostenpHast |[loaroroBka K 3aHATHIO C
pabora UCIIOJIb30BaHUEM PECYPCOB
MHTEPHET, YKa3aHHBIX B
METOAMYECKUX PEKOMEHIAIMAX K
JTUCLUTITUHE.
KoncynpTrpoBanue u npoBepka
JOMAIIHUX 331aHUH TOCPEICTBOM
obmauHoro cepsrca Dropbox
4  |OcHOBHBIE (dhyHkIMoHaNbHbIC | JIekius 4. Jlekuus-pu3yanuzanus ¢
BO3MOXHOCTH M XapaKTePHCTHKH NpUMEHEHUEM CIIaiI-TIpOeKTOopa
aBTOMATHU3UPOBAHHBIX cucreM [JlabopaTopHbie 3aHATHS B cUCTEMax
JeNIONIPOU3BOICTBA 3aHATHA 3JIEKTPOHHOTO JJOKYMEHTO00O0pOoTa
(CO[1) u Ha caifTax BEeHIOpPOB
CamocrositensHast |[loaroroBka K 3aHATHIO C
pabora HCHOJIb30BaHUEM PECYPCOB
WHTEPHET, YKa3aHHBIX B
METONYECKUX PEKOMEHAINAX K
JUCLUIUTHHE.
KoncynsTupoBanue u npoBepka
JOMAIIIHUX 33/IaHUH TOCPETICTBOM
obsauHoro cepsrca Dropbox
5 [TepcnexkTuBsbl HUCIOJIL30BAHUS u|Jlexuus 5. [IpoGnemHuas nexmus;
HAIIPaBIICHUSA pa3Butus | JlabopaTopHbie IToaroroBka K 3aHATHIO C
aBTOMATHU3UPOBAHHBIX CHUCTEM |3aHSTUS UCIIOJIb30BaHUEM PECYPCOB
JOKYMEHTAIlMOHHOTO o0ecrieyeHust HWHTEPHET, YKa3aHHbBIX B
yIOpaBJIeHUs] W apXWBHOTo XpaHeHus|CaMoCTOsITeNbHAS |METOJMUYECKIX PEKOMEHIAIHISIX K
JIOKyMEHTOB pabora IUCILIUILINHE.
KoncynpripoBanue u npoepka
JOMAIIHUX 33/1aHUH TOCPEICTBOM
obsauHoro cepsrica Dropbox

B mepuox BpeMEHHOTO NMPUOCTAHOBIEHMS IMOCEUICHHs OOy4YaroIIMMUCS TOMEIIEHUN H
tepputopun PITY nana opranmzanuum ydeOHOro mpolecca ¢ HPUMEHEHHUEM JIIEKTPOHHOIO
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Oo0y4eHHsT W JUCTAaHIMOHHBIX OOpPa30BaTEIbHBIX TEXHOJOTHH MOTYT OBITh HCIIOJIB30BaHbI
cieayronme o0pa3oBaTeNIbHbIE TEXHOIOT MU

— BUACO-JICKIINH,

— OHJIAMH-JIEKIINH B PEKUME PEAIIbHOTO BPEMEHU;

— DIIGKTPOHHBIE YYEOHUKH, YaeOHBIC TOCOOMS, HAYYHbIC M3IaHMs B DJIEKTPOHHOM BHUJE U
JOCTYT K HHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcaM;

— CHCTEMBI I 3JIEKTPOHHOTO TECTUPOBAHU,

— KOHCYJIBTALIMU C UCIOJIb30BAHUEM TEJIEKOMMYHUKALMOHHBIX CPEACTB.

5 OueHKa IIAHUPYEMBIX Pe3yJbTATOB 00y4YeHHs
5.1Cucrema OlleHUBAHUS

DopMa KOHTPOJIA

Makc. KOJIM4ecTBO

IK3AMEH

0aJU10B
3a oany Bcero
padory
Texkynui KOHTPOJIb:
- yuacmue 6 ouckyccuu (memwi 2-5) 3 banna 12 6annos
- 8bINOJHEHUEe 3A0aHUll HA NPAKmMuyeckom 3ausmuu (memol 2-3) |3 banios 48 b6annos
IIpomMexxyTouHas arrecrauus 40 6annos
(umozoswiii mecm)
HToro 3a 7 cemectp 100 6annos

[Tony4eHHBI COBOKYITHBIH Pe3yIbTaT KOHBEPTHPYETCS B TPATUIIMOHHYIO KAy OIICHOK U B
HIKaTy olleHOK EBporieiickoii cucteMsl nepeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM € TabIUIIEH:

100-6annpHas TpazmImoHHas Wkaa [xana
IIKasia ECTS
95-100 A
8394 OTIIMYHO B

68 — 82 XOpOIIO 3aUTEHO C

56 — 67 D

50 55 YIIOBJIETBOPUTEIHHO E
2049 FX
0_19 HEYJIOBJIETBOPUTEIHLHO HE 3a4TEHO F
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S.ZKDI/ITCDI/II/I BBICTABJICHHMA OLICHKH ITO AMCIUIIJINHC

Bamnel/
Ixama ECTS

Onenka 1o
IUCLIUILINHE

Kputepun onieHKH pe3ynbTaToB 00y4eHHS 10 JUCIUIUTHHE

100-83/
AB

«OTJIHUYIHO»

BricraBnsercst o0y4aromeMycsi, Clid OH TITyOOKO ¥ POYHO YCBOMII
TEOPETHYECKHUIl U MPAKTUUECKUH MaTepHrai, MOXET
MIPOJIEMOHCTPUPOBATH 3TO HA 3aHATHAX U B XOJI€ TPOMEXYTOUHON
aTTeCTaLN.

OOyuarommiicsi ICYEPIBIBAIONIE U JIOTHYECKH CTPOWHO U3JIaract
y4eOHBIIH MaTepuall, yMeeT yBA3bIBaTh TEOPHIO C IPAKTHKOH,
CIIPABIIICTCS C PEIICHHEM 3a/1ad MpodecCHOHANBHOH HallPaBJIeHHOCTH
BBICOKOTO YPOBHS CJIOKHOCTH, IIPABHJIBHO 0OOCHOBBIBAET PUHSATHIC
penIeHus.

CB00OHO OpHEHTHPYETCS B yueOHOI 1 nMpodecCHOHabHOM
IMUTeparype.

OneHka no JUCHUILTAHE BBICTABISIOTCS 00yUYalomeMycsl ¢ yUETOM
pe3yJbTaTOB TEKYILIEH U MTPOMEXKYTOUHON aTTeCTallUH.
KommnereHimu, 3aKperiéHHbIC 3a TUCIUILIMHON, CPOPMHUPOBAHBI HA
YPOBHE — «BBICOKHII».

82-68/

«XOopouo»

BricTaBnseTcs 00yJaromeMycs, €CTH OH 3HACT TEOPETUICCKUN 1
MPAKTUIECKUN MaTepHai, TPaMOTHO U IO CYIIECTBY H3JIaraeT ero Ha
3aHATHUAX U B X0 IPOMEKYTOUHON aTTECTALlNH, HE TOITYCKas
CYIIECTBEHHBIX HETOYHOCTEH.

OO0yuarommiicst TPaBIUIIEHO IPUMEHSIET TEOPETHUSCKUE TTOJIOKEHUS
IIPU PELICHNH MPAKTHYECKUX 33/1a4 NpodeccrnoHaIbHOM
HaIpaBJICHHOCTH Pa3HOI'O YPOBHS CJIOKHOCTH, BIaJeeT
HCO6XOZ[I/IMI)IMI/I JJIA 3TOI'0O HaBbIKAMHU U HpI/IéMaMI/I.

JlocTaTouHO XOPOIIIO OPUCHTUPYETCS B yUeOHOM U MPodhecCHOHATLHON
JIuTeparype.

OueHKa 1o AUCUMIUIMHE BBICTABIISIOTCS 00y4aomeMycs ¢ y4éToM
pe3yIbTaTOB TEKYIICH W MPOMEKYTOUHOH aTTECTAIINH.
Komnerenmmn, 3aKperui€éHHbIC 32 TUCIUIUINHON, COPMHUPOBaHBI Ha
YPOBHE — «XOPOIIHI.

67-50/
D,E

«YyHAOBJICTBOPU-
TCIIBHO»

BricraBnsercst oOy4aromemycsi, €Clii OH 3HaeT Ha 0a30BOM ypOBHE
TEOPETUYECKUI 1 MPAKTUIECKUHA MaTepHa, JOMyCKaeT OTAEIbHbIE
OIIMOKH IPH €r0 M3JI0KEHUN Ha 3aHATHAX U B X0Z€ IPOMEXYTOYHOH
aTTeCTallHU.

OOyuaronumiics NCIBITHIBAET ONpEeIEHHbIC 3aTPYAHEHUS B
IIPUMEHEHUU TEOPETUUECKUX TOJI0KEHU IIPU PELICHUH TPAKTUUYECKUX
3a1a4 IPO(eCCHOHANBHOI HallPaBICHHOCTH CTaHIaPTHOTO YPOBHS
CJIO’KHOCTH, BJIaJIeeT HEOOXOIUMBIMH JUISL 3TOT0 0a30BBIMH HaBBIKAMH
U IpuémMamu.

JleMOHCTpHpPYET AOCTAaTOYHBII yPOBEHb 3HAHUS YUeOHOW JHMTEpaTyphl
0 JUCLUILINHE.

OueHka 10 AUCIHIUINHE BBICTABIAIOTCS 00yJaromeMycs ¢ y4éToM
pe3yIbTaTOB TEKYIEH U IPOMEKYTOUHON aTTECTALUU.

Komnerennmn, 3akperuiéHHbIe 3a TUCHUIITMHON, ChOPMUPOBAHBI HA
YPOBHE — «JIOCTaTOYHBII».

49-0/
F,FX

«HCYAOBJICTBOPUTCIIbH
o»

BricraBnsiercst oOydaromemMycsi, €Clii OH He 3HaeT Ha 0a30BOM ypOBHE
TEOPETUIECKUI M MIPAKTUIECKUN MaTepHa, JOIMyCKaeT Irpyosie
OImMOKY TPH €TO W3JT0KECHNH Ha 3aHATHAX U B X0JI€ TIPOMEXYTOIHOMN
aTTecTaluu.

OO0yuaronmiics UCIBITEIBAET CEPHEIHBIE 3aTPYJHEHUS B IPIMECHEHUH
TEOPETUYECKUX II0JIOKEHUHN IIPU PELLIEHUH IPAKTUYECKUX 3a/1a4
po¢heCCHOHATIBHOI HANPaBICHHOCTH CTAHAAPTHOTO YPOBHS
CJIOKHOCTH, HE BJIaJIeeT HEOOXOANMBIMHU JISl TOTO HaBBIKAMHU H
TIpUEMaMH.

JleMoHCTpHpYeT (pparMeHTapHbIe 3HAHUS Y4eOHOW JIMTepaTyphl 10
JUCUUILIMHE.
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banmsr/ Ouenka no Kpurepuu oneHku pe3ynbTaToB 00y4eHHUsI IO JUCITUTIIINHE
[lxana ECTS | nucuumiune

OueHKa 0 AUCIHIUINHE BBICTABIIAIOTCS 00yJaromeMycs ¢ y4éToM
Ppe3ynbTaToB TEKYILIEH U IPOMEKYTOUHON aTTeCTaLlUK.
KomnereHiuu Ha ypoBHE «JI0OCTaTOYHBIIY, 3aKpEIIEHHBIC 32
JMCIUIUIMHOM, HE COPMHUPOBAHBI.

5.3 OneHoYHBIC CpeICTBA (MATEPUATIBI) TSl TEKYIIETO0 KOHTPOJIS
YCTIEBAEMOCTH, TIPOMEXKYTOYHOM aTTeCTAUNA 00YUIAIONTUXCS TI0
JTUCITUTIITUHE

IIpumepHasi TeMaTHKA BONPOCOB /IJIs KOHTPOJbHOH PadoThl

HccnenoBanre OCHOBHBIX OOBEKTOB U IIPUHLIUIIOB aBTOMATH3allMU B YIIPaBJICHUH.
Mcnonb30BaHue aBTOMaTU3UPOBAHHBIX CUCTEM B JIOKYMEHTAIIMOHHOM O0ECII€YeHUN YIPaBICHUS.
AHaiau3 HOPMAaTUBHO-IIPABOBBIX aKTOB, PETJaMEHTHPYIOIIMX IPOLECCHl BHEIPEHUS U
MCII0JIb30BaHUs aBTOMATU3UPOBaHHbIX cucteM B JIOV.

AHaian3 HOPMaTUBHO-METOANYECKUX JOKYMEHTOB, PErJIaMEHTUPYIOIINX MIPOLIECCHl BHEAPEHUS U
MCII0JIb30BaHUs aBTOMATU3UPOBaHHbIX cucteM B JIOV.

Benymme kommannu-pa3pabOoTYHKU MPOrpaMMHBIX TPOoayKToB st JJOY u ux pa3zpaboTKy.
[TpoOnembl ¥ NepCHeKTUBBI BHEIPEHUS JIEKTPOHHOIO TOKYMEHTO000pOTA.

OcHoBHBbIE 33/]auH, CTOSILIUE NIepe] aBTOMaTU3upoBaHHOM cuctemoit IOY u nyTu ux pemnieHus.
AHau3 COBpPEMEHHBIX WH(GOPMAIMOHHBIX TEXHOJIOTUH CO3[aHUS, XpaHEHHUsS M OOHOBJIECHHUS
JIOKYMEHTOB.

CucTteMbl JIEKTPOHHOIO JIOKYMEHTOO00OpOTa Ha COBPEMEHHOM 3Tare (CpaBHUTEIbHBIN aHAIIN3
IPOrPaMMHOTO 00CCIICUCHUS).

Buenpenue aBTomaTusnupoBanHoil cuctemsl JIOY (Ha mpuMepe KOHKPETHON OpraHu3alim).
OtpacieBble CUCTEMBI AIEKTPOHHOTO JJOKYMEHTOo0O0opoTa B PO.

OcHOBHBIE TEHICHIIUU Pa3BUTHsI aBTOMATU3UPOBaHHBIX cuctem JJOV.

KOHTpOJ’[LHbIe BOIIPOCHI A 3aJaHUA IJIA l'[pOME)KyTO‘lHOﬁ aTTeCTAllMi 110 UTOTraM
OCBOCHUA NTUCHHUIIIIMHBI

JatiTe onpeneneHne MOHITHIO «aBTOMAaTH3UPOBaHHBIE cucTeMbl» B JIOY.

HazoBuTe OCHOBHBIE aBTOMATU3UPOBAaHHBIE CHCTEMBI, HCIIOJIB3YEMBIE B YIIPABICHUH. Y KQXKUTE UX
MECTO B yNpPaBJICHUH, HA3HAYEHUE U POJIb.

Oxapakrepu3yiiTe OCHOBHBIE dTansl aBTomarusanuu JOVY.

Onummre metoauky Beibopa AC JIOV.

Ha3zoBute ocHOBHBIE (DYHKIIMOHAJIbHBIE U TEXHUYECKHE XapaKTepucTHKU coBpeMeHHbIX AC JI0Y.
[IpoBenuTe aHaiW3 3aKOHOJAATENbHOM 0a3bl, pPErIaMEHTUPYIOUIEH MpOLEecChl NPUMEHEHUS
UHPOPMALMOHHBIX TexHonorui B JIOVY.

[IpoBenuTe aHaW3 HOPMATHUBHO-TIPABOBOW 0asbl, PETIAMEHTHPYIOLIEH MPOLIECChl MPUMEHEHUs
UHPOPMALMOHHBIX TexHonoruil B JJOVY.

[IpoBenuTe aHamuM3 HOPMATUBHO-METOJUYECKOW 0a3bl, periiaMeHTUPYIOIIeH MpoIecchl
npUMeHeHHUs HHPOPMALMOHHBIX TexHonorui B JIOVY.

Kak nognep:xuBaercs »KU3HEHHBIN UKJI JOKYMEHTa B aBTOMaTHU3MPOBAHHOM crucTeme?

Kak AOKyMEHT BKIJIIOYAeTCS B aBTOMAaTU3MPOBAHHYIO CHUCTEMY: 3aJadd, TEXHOJIOTHS, ATallbl
nporecca?
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Kak mnpoucxoautr opraHuzanus KOHTPOJS MCIOJHEHHMS JOKYMEHTOB B COBPEMEHHBIX
aBTOMAaTU3UPOBAHHBIX CUCTEMAaxX?

Onumure TEXHOJIOTHIO XPAHEHUS AIEKTPOHHBIX IOKYMEHTOB.

JaiiTe onpenenenre NOHATUIO «0a3a TaHHBIX» U YKAKUTE UX OCHOBHOE Ha3HAUEHUE.

JaiiTe ompeneneHue TMOHATUSAM «KOPIOpAaTUBHAs 0a3a JaHHBIX» U «KOpPIOpATUBHAs
nH(pOpPMaILIMOHHAS] CUCTEMAY.

Kakoe npuxiagHoe nporpaMMHOE obecrieueHne MPUMEHSIeTCSl B aBTOMAaTH3UPOBAHHBIX CHCTEMax
JOVY? IlpuBenute npuMepbl COBPEMEHHbBIX CUCTEM.

HazoBute pa3zpa®oTku BeAymIMX BEHIOPOB MPOTPaMMHBIX NMpoAykToB it JJOVY (xommaHus-
[IPOU3BOUTEIb IO BHIOOPY CTYJCHTA).

HazoBute kputepuu ouenku u Beioopa Benaopa AC JI0V.

OxapakTepusyiiTe BHeApeHUE HHGOPMAMOHHBIX TexHoorui B JIOY: atansl, opranuzanus,
CO3/1aHHE TEXHUUYECKOTO 3a/1aHHUs.

Ha3oBute pemienus 1 MoAyau aBTOMaTU3UPOBaHHbIX cucteM [JOVY.

20. Ha3zoBuTe OCHOBHBIE TEHJICHIIMN PAa3BUTHsI aBTOMAaTU3UpOBaHHbIX cucteM JIOY.

6 VYuyeOHO-MeTOoaMYecKOe U MHPOPMAIMOHHOE Oo0ecTiedeHne TUCIUIINHBI
6.1CrucoK UCTOYHUKOB U JTUTEPATYPHI

Hcrounnku
OcHoBHbIE

®denepanpubiii 3akon Poccuiickoit ®eneparuu ot 27 utons 2006 r. Ne 149 - d3 «O6
uHpopManuu, THOOPMAITMOHHBIX TEXHOJIOTUSIX U O 3ammre uHpopmanun» // C3 PD. - 2006. -
Ne31(u.1). - Cr. 3448.

[locranoBnenue IlpaButensctBa P® ot 25 ampens 2012 r. Ne 394 "O wmepax no
COBEpPILEHCTBOBAHUIO HCIOJIb30BAHUSA HH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOIMH B
NCSITEbHOCTH TOCYIAapCTBEHHBIX oOpraHoB" [DmexTpoHHbIH pecypc] // Pexum pocryna:
http://m.garant.ru/hotlaw/federal/395362/, cBo6oaHbII.

[Tpuka3z Munkomcszu Poccun ot 02.09.2011 Ne 221 «O6 YTBepxkaenun TpeGoBaHUI K
UH(POPMALIMOHHBIM CHUCTEMaM 3JIEKTPOHHOTO JIOKYMEHTO00OpoTa (QerepaabHbIX OpraHoB
VCIIOJTHUTENIbHOM BJIACTH, YYUTHIBAIOIIKE B TOM YHCIIE HEOOXOAUMOCTh 00paboTKH HH(pOpMauu,
JIOCTyll K KOTOpOW  orpaHm4eH» [DnekrpoHHblii pecypc] /I Pexum  gocrymna:
http://minsvyaz.ru/ru/doc/index.php?id_4=637, cBoGoaHBIii.

ITpuka3 Pocapxusa ot 22.05.2019 Ne 71 "OG yrBepxaenuu IlpaBun nenonponsBojacTBa B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MeECTHOro camoymnpasieHus" (3aperucTpupoBaHo B
Muntocre  Poccum  27.12.2019  Ne  57023) - [Dnekrponnsiit pecypce] //  URL:
http://archives.ru/documents/prik71_2019.shtml.

ITpuka3z Pocapxusa ot 15.06.2020 N 69 "OO6 yrBepxaeHur TUNOBBIX (YHKIHMOHATBHBIX
TpeOOBaHUH K cuCcTEMaM 3JIEKTPOHHOTO JJOKYMEHTO00O0pOTa M CUCTEMAaM XPaHEHUs JIEKTPOHHBIX
JIOKYMEHTOB B apXMBaxX roCyJapCTBEHHbIX opraHos" (3apeructpupoBaHo B MuHnriocte Poccun
20.10.2020 Ne 60484) - [DnekTpoHHBII pecypc] /l URL:
http://archives.ru/documents/prik69_2020.shtml.

JlononuurensHbIE
I'OCT P 53898-2010 «Cucrembl 3J€KTpOHHOTO JOKyMEHTOOOopoTa. B3aumopeiicTeue
CHCTEM YIpaBICHHS JOKyMEHTaMHu. TpeOoBaHHS K JJIEKTPOHHOMY COOOLIEHHIO» - M.:

Cranpaptungdopm, 2010.

I'OCT P 7.0.8. - 2013 «Cuctema craHzapToB no uHpopMmanuu, OMOIMOTEYHOMY U
U37aTeIbCKOMY Jely. JeTonpon3BOICTBO U apXWBHOE Jeno. TepMHHBI U onpeneneHus». M.,
W3narenbctBO cTanaapTos, 2014.
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I'OCT 34.003-90. Wudopmanmonnass TexHonorus. Komruiekc craHmapToB Ha
ABTOMATH3UPOBAHHBIC CHUCTEMbI. ABTOMAaTH3WPOBAHHBIC CHCTEMBI. TE€PMHUHBI WU OIPEIEICHUS
[Dnextponnslii pecypc] // URL: http://docs.cntd.ru/document/gost-34-003-90.

Jluteparypa
OcHoBHas

HNudbopManinoHHbIe TEXHOJOTHMA B JOKYMEHTAIIMOHHOM OOCCIEUYCHUU YIPABICHHUS H
apxuBHOM jeie : yueOonuk s By3oB / H. H. Kynaes, T. B. Konnpamosa, E. B. Tepentbena, A.
I'. ®abpuunos / mox obm. pex. H. H. Kynsiea. - Mockaa : Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct : snekrponnsii. - URL: https://znanium.com/catalog/product/1211641. —
Pexum nocrtyna: mmo noanucke.

Jlapun Muxaun BacunbeBuu. MHbopManmonHoe obecrieueHue yrpaBieHHs : yueOHOe
nocobue / M. B. Jlapus ; [M-Bo o0pa3oBanus u Hayku Poc. @eaepanmu, @eaep. roc. Or0IKETHOES
o0OpasoBar. yupexaeHue BbIciI. o0pa3oBanus "Poc. roc. rymanurtapusbiii yH-1"]. - Mocksa: PITY,
2018. - 278 c.

JlonosHuTEeNbHAS

lomunpina OJL. MuadopmanmonHbie cucTeMbl [DIeKTpOHHBIN pecype] @ YueOHoe
nocobue. Mocksa : UznarensctBo "®OPYM" : OOO "Hayuno-uznarensckuil uentp MHOPA-
M", 2014. - 448 c. - ISBN 978-5-91134-833-5.http://znanium.com/go.php?id=435900

®enotoBa E.JI. MHpOpMAIIMOHHBIE TEXHOJIOTHH U CHUCTEMBI [ DJIEKTPOHHBINH pecypc] :
YueOHoe mocobue. MockBa : M3garensckuii Jlom "OOPYM" : OOO "HayuHo-u3garenbckuid
neatp MHOPA-M", 2014. - 352 c. http://znanium.com/go.php?id=429113

3aronckuii A.B. HHpopMmalnroHHbIE TEXHOJOTHH: pa3paboTka HHGOPMAIMOHHBIX
MoJIeJIe U cucTeM [DIIeKTpOHHBIN pecypc] : yuebHoe mocodue / A. B. 3artonckuii. - Mocksa :
PUOP : Uudpa-M, 2014. - 344 c. http://znanium.com/go.php?id=400563

Bnosenko JI. A. Mudopmannonnas cucrtemMa npeAnpusTus : YueOHoe mocodue. - 2 ;
nepad. u gon. - MockBa ; MockBa : By3oBckuii yueOnuk : OOO "Hay4uHo-u3naTenbcKuil HEHTp
NH®PA-M", 2015. - 304 c. http://znanium.com/go.php?id=501089
Actanmuyk B.A. ApXuTekTypa KOpPIOpPAaTHUBHBIX HH(POPMALMOHHBIX CHCTEM [DJIEKTPOHHBIHI
pecypc] . - HoBocubupck : HoBocuOupckuii rocynapCTBEHHbIH TEXHHUUECKUH YHUBEPCHUTET
(HI'TY), 2015. - 75 c. http://znanium.com/go.php?id=546624

UT B opranax rocymapctBeHHol Bnactu Poccum 2012: anamutudeckuit 0030p
[DnexTponnslii pecypc]| // ArentctBo CNews Analytics; Dnektpon. gan. M.: cop 1995 — 2012
Xomauar PBK. Pexxum moctyma: http://www.cnews.ru/reviews/free/gov2012/, cBoOoaHbII.

UT B opranax rocymapctBeHHOM Biactu Poccum 2013: aHanutuueckuit 00630p
[Dnexrponnsiii pecypc] / ArenrctBo CNews Analytics; Dnektpon. man. M.: cop 1995 — 2015
Xonauur PBK. Pexum mocryma: http://www.cnews.ru/reviews/free/gov2013/, cBo6omHbI#.

UKT B roccexkrope 2014: ananmutuueckuit 00630p [DIeKTpOHHBIN pecypc] // ATEHTCTBO
CNews Analytics; DnextpoH. aaH. M.: cop 1995 — 2015 Xonauur PBK. Pexum pocryna:
http://www.cnews.ru/reviews/new/ikt_v_gossektore 2014/, cBoOOIHBIN.

UKT B roccektope 2015: ananutuueckuii 0630p [DneKTpoHHBIN pecypc| // ATeHTCTBO
CNews Analytics; Onextpos. nan. M.: cop 1995 — 2015 Xonauar PBK. Pexxum nocryma:
reviews/gov2015/, cBoOOaHBIH.

Perrok COJI 2010: o6o3penue [Dnexrponnsiii pecype] // ArenrctBo CNews Analytics;
Onektpon. nan. M.: cop 1995 — 2011 Xonmuar PBK. Pexxum nocryma: http://www.cnews. ru/
reviews/free/dms2010/, cBoGonHBI.

PeiHok CO/I: xopomas (yHKIMOHAJIBHOCTh MOXET OBITh JIEHIEBOH: 0003peHHe
[DnexrponnsIii pecypc] // AreatctBo CNews Analytics; Dnexktpon. gad. M.:— 2023 Xonauar PBK.
Pexxum nocryna: http://doc.cnews.ru/reviews/index.shtml?2015/04/30/595437, cBoGoaHBbII.
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6.2 [IepeueHb pecypcoB I/IHd)ODMaI_II/IOHHO-TGH@KOMMVHI’IK&HI/IOHHOﬁ
cetu «MHTEpHETY

archives.ru/ - ®enepaibHOE apXUBHOE areHTCTBO

http://www.vniidad.ru/ - BHUMJIAJI

www.gosuslugi.ru/ - CipaBouHO-HH(GOPMAIIMOHHBIN TTOpTall «["0CYyIapCTBEHHBIC YCIYTH»
pravo.gov.ru/ - OduiuanbHblii KHTEPHET-TIOPTAJ [IPaBOBOM HH(BOPMAIUN
www.gdm.ru/ - Tribams ynpaBistonux JOKyMEHTaueH

w

Wttp://www.directum.ru/ - Komnauust DIRECTUM

Wttp:/lwww.intertrust.ru/ - Komnanus «uarepTpact»

bttp://www.evfrat.ru/ - Komnauus Cognitive Technologies
bttp://www.docsvision.com/ - Kommanus Docs Vision

bttp://v8.1c.ru/doc8/ - Kommanus 1C JIokyMeHTOO00POT

ru/ - Komnanus «35eKTpoHHbIC 0(DUCHBIC CHCTEMBIY»

www.consultant.ru/ - opunmaneabIi caiit kommannu KoncymeranTlroc
www.garant.ru/ - uadopmarmoHHO-1IpaBoBoi optai ['apaHT

cBoboaubIi oducHbi maker LibreOffice

http://www.termika.ru/ - Koucantunrosas rpymnma Tepmuka

w

w

Wttp://www.docflow.ru/ - urdopmalnoOHHO-aHATUTHYECKUI TOPTANT JJICKTPOHHOTO
FOKYMEHTO000pOTa

www.doc-online.ru - HezaBucuMmbIii mopTa 0 CHCTeMax 3JIEKTPOHHOTO JOKYMEHT0000poTa
k

www.ecm-journal.ru/

6.3 [IpodeccrnonanbHbBIE 0a3bl TAHHBIX ¥ MTHOOPMAIIMOHHO-
CIIPABOYHBIE CUCTEMBI

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

WHpopMalinoHHbIE CIIPABOYHbIE CUCTEMBI:

Koncynprant [lnroc

I'apanT

UH(POPMALMOHHBIN opTai Juist npodeccuoHanbHbIX Cekperapeit 1 aAMUHUCTPATUBHBIX

paboTHUKOB

- 0o g " g o

7 MarepuajbHO-TeXHHYECKOe o0ecnevyeHue TN CIUIINHBI

Jns  oOecniedeHuss  TUCHUIUIMHBI  HUCIONB3YETCsl  MaTepualbHO-TEXHHUYeckas  0asa
00pa3oBaTeNbHOTO YUpPEXKACHUS: YydeOHble ayJWTOPUHU, OCHAIIEHHBIE JIOCKOM, a TaKxke
KOMIIBIOTEPOM U TIPOEKTOPOM [T IEMOHCTPAIMH YI€OHBIX MaTepHUATIOB.

COCTaB HpOFpaMMHOFO O6CC1’IC‘-ICHI/I}II
Windows
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Microsoft Office

[TporpaMMHBIE€ TPOTYKTHI, 33]ICHICTBOBAHHEIEC B MPOIIECCE OO YUCHUS:
CucreMsl 31€KTPOHHOTO JOKYMEHTO000pOoTa

- «IEJIO» Kommnanus 30C

- «E1 EBdpar» Kommanust Cognitive Technologies
- DIRECTUM Kowmmnauus DIRECTUM

- «DOCS VISION» KOMITAHI S DOCS VISION
- «1C JOKYMEHTOOBOPOT» KOMITAHUA 1C

ITopTanbpHble pemieHus:
EOS for SharePoint
burpukc 24

8 ObecneyeHue 00pa30BaTeJILHOI0 MPOIECCA JJISA JIUI[ C OTPAHNYEHHBIMHU

BO3MOKHOCTAMH 3I0POBbSI U HHBAJTUIAOB
B X0[4€ peajin3daiuu AUCHUIIIIMHBI UCITIOJB3YIOTCA CICAYIOMUEC NOIMOJIHUTCIIBHBIC
MCTOBI O6y‘{eHI/I$I, TCKYHICTO KOHTPOJIA YCIICBAEMOCTH U HpOMeHCYTOqHOﬁ aTTcCTaluu
06yqa101111/1xc;1 B 3aBUCUMOCTH OT UX HHAUBHUAYAJIbHBIX OCOOCHHOCTEH:

JUTSL CTICTIBIX M CTTAa00BUISIINX
- Jleknuu O(GOPMIIIOTCS B BHJE JJICKTPOHHOTO JIOKYMEHTA, IOCTYITHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CIELHUaIN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;
- THUCHMCHHBIC 3aJIaHUs BBIIOJHAIOTCS Ha KOMIBIOTEPE CO CICIHATU3UPOBAHHBIM
MPOrPaMMHBIM 00€CTIeYeHUEM, UITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;
- o0ecrnieunBaeTCsl MHIMBUIyAIbHOE paBHOMEPHOE ocBelieHue He meHee 300 Jirokc;
- Q7S BBINONHEHUS 3aJaHUsl MPH HEOOXOAMMOCTH MPEIOCTABISETCS YBEIMYUBAIOIIECE
YCTPOMCTBO; BO3MOYKHO TaKXKE HCITOJIb30BAHIE COOCTBEHHBIX YBEITUIHBAIOIINX YCTPOUCTB;
- IUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEIUYEHHBIM HIPU(TOM;
- 9K3aMEH | 3a4€T MPOBOIATCS B YCTHOM (DOpPME HITH BBITTOJHSIOTCS B MUCbMEHHOU (popme Ha
KOMIIBIOTEPE.
JUTSL TITYXHUX ¥ CIa00CTBIIIATHX
- Jekuuu o(OopMIISIOTCS B BHUAE JJIEKTPOHHOTO JOKYMEHTa, JTUOO0 TMpeaoCTaBIseTCs
3BYKOYCHJIMBAIOINAS aliapaTrypa WHANBUIYATLHOTO TIOJB30BaHUS;
- IMCbMEHHBIE 3a/IaHUs BHITMOIHIIOTCS Ha KOMITBIOTEPE B MHUCbMEHHOH opMe;
- 9K3aMEH | 3a9€T IPOBOJIATCS B TUCHMEHHOU (JOpME Ha KOMITEIOTEPE; BOZMOYKHO IPOBEICHUE
B (hopMe TECTHPOBAHUSI.
JUTSI JIUT] C HAPYIIICHUSIME OTTOPHO-/IBUTATEIILHOTO aIlapara:
- JeKIuu O(OPMIAIOTCS B BUJIE AJIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C TOMOIIBIO
KOMITBIOTEPA CO CIIeIUATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;
- THChbMEHHBIE 3a/laHWsl BBIOJHAIOTCS HAa KOMIBIOTEPE CO CIENHATU3UPOBAHHBIM
MIPOrpaMMHBIM 00€eCIIeUYeHUEM;
- 9K3aMEH ¥ 3a4€T MPOBOASATCS B YCTHOM (pOpMe UITH BBIMTOTHSIOTCS B MTUChbMEHHON (hopMe Ha
KOMITBIOTEPE.
[Ipu HEOOXOMMMOCTH MPEAYCMATPUBACTCS YBEITHMUCHNE BPEMEHHU IS TTOITOTOBKH OTBETA.
[Mpouenypa  TWpOBENEHUS  MPOMEKYTOYHOM  arTeCTallMd IS OOydJaromuxcs
YCTaHABIMBAETCS C YYETOM UX UHAUBHIYAIBHBIX TMCUXOPU3MUECKHX OCOOEHHOCTEH.
[TpomeskyTOYHAS aTTECTAIUS MOXKET IMTPOBOIUTHCS B HECKOJIBKO ITAIIOB.
[Ipu mpoBeneHUN MpOLETYpPHl OIICHUBAHUS PE3YTHTATOB OOyUYEHHS MpPEayCMaTpUBACTCS
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UCIIONB30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBSI3U C HWHIUBUAYAILHBIMHU
0COOEHHOCTSAMHU O0YYarOMIMXCs. DTU CPEICTBA MOTYT OBITh MTPEIOCTABIECHBI YHUBEPCUTETOM, HITU
MOTYT HCIOJIb30BaThCsl COOCTBEHHBIE TEXHIUYECKHE CPEIICTBA.

[IpoBenenure mpoueAypbl OLEHUBAHUS  pe3ylIbTaTOB  OOy4YEHHUS  JIOMYCKaeTcs C
MCIIOJIb30BAaHUEM JTUCTAHIIMOHHBIX 00PAa30BaTEIBHBIX TEXHOIOTHH.

O6ecneunBaeTcss AOCTYN K MH(GOPMAIIMOHHBIM M OMOIHMOrpaduIecKuM pecypcam B CeTH
WuTepHeT s Kakaoro oOywaromierocss B ¢gopMmax, aJalnTUPOBAHHBIX K OTPAaHUYCHUSM HX
3JI0POBBS U BOCTIPUSATHUS HHPOPMAIUH:

JUTSI CTICTIBIX ¥ CTTA00BUISIIINX
- B [Ie4aTHOM (hopMe YBETMUECHHBIM IIPUPTOM;
- B (hOpMeE IIEKTPOHHOTO JOKYMEHTA;
- B popMme ayauodaiina.
JUTS TITYXHUX ¥ CIa00CTBIIIANTHX
- B meyaTHou opme;
- B (hOpMeE IIEKTPOHHOTO JOKYMEHTA.
JUTsE 00YYarOIIUXCS C HAPYHICHUSIMU OIOPHO-IBUTaTeNIbHOTO afrmapara:
- B IIeYaTHOU opMme;
- B (hopme 31eKTPOHHOTO TOKYMEHTA;
- B hopme aynnodaiina.

VY4eOHble ayAUTOpUH JUIS BCEX BUJAOB KOHTAaKTHOM M CaMOCTOSITENIbHOIN paboThl, HAyyHas
OnOIMoTeKa W WHBIC TTOMEIICHHS JJIi O0y4YeHHS OCHAIICHBI CICIHAIbLHBIM 000pyJIOBaHUEM U
yu4eOHBIMU MECTaMH C TEXHHUYECKUMHU CPEICTBAMU O0yUEHUS:

JUTSL CJICTIBIX M CITA0OBUISIIMNX:

- YCTpOMCTBOM JJ1s1 CKaHUpoBaHus U uTeHus ¢ kamepoit SARA CE;

- nuciieeM bpaiins PAC Mate 20;

- npuHTepoM bpaitnst EmBraille ViewPlus;

JUI TIYXHX M CI1a0O0CIBIIIAIINX

- aBTOMAaTU3MPOBAaHHBIM pabOYMM MECTOM JJsi JIIOJeH C HapylleHHeM CcllyXa H
¢J1a00CIIBIIIAIINX;

- aKYCTHYECKHM YCUIIUTENb U KOJOHKH;

JUTSL O0YJAFOIIIUXCS C HAPYIISHUSIMU OITOPHO-/IBUTATEIILHOTO arrapara:
- IepPeIBIKHBIMH, PETYIUPYEMbIMH dproHoMuueckumu napramu CU-1,
- KOMITBIOTEPHOM TEXHUKOU CO CITEeIUATBHBIM IIPOTPAMMHBIM 00€CIICUCHHEM.

9 Metoauyeckue MaTepuasibl

9.111naHbl IPAKTUYECKUX 3AHSITHH.

Paznen 1. PpIHOK aBTOMATHM3MPOBAHHBIX CHCTEM [JOKYMEHTALMOHHOIO O0ecle4eHHs
ylpaBJieHUS

Tema nabopamopnozco 3amsmus: AHaTU3 pBIHKA ABTOMAaTH3WPOBAHHBIX  CHCTEM
JIOKYMEHTAITMOHHOTO 00ECIICUCHHUS yIIPABIICHUS

Lenv 3anamus: n3yunts peiHOK AC JIOY

Dopma nposedeHruss — IENOBasi UTPa

Bonpocul onsa oocyscoenus:

1. Cocrosaue peraka AC JIOY Ha COBpeMEHHOM JTare.
2. Poccuiickuit u Mexaynapoansiii peiHok AC J1I0Y
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3. Craructuka psiaka AC J10Y
4. Cermenranus peiaka AC JIOY
5. OcCHOBHBbIE TEHACHIIMYA N3MEHEHHUS PHIHOYHBIX IIOKa3aTeNIel 3a NOCIEAHUNA IEPUO/,.

KOHmpOJleble eonpocsl.

Oxapakrepusyiite cocrosinue poiika AC JIOY Ha coBpeMeHHOM 3Tare.

Ocob6ennoctu poccuiickoro peiaka AC JJOY.

Oco0eHHOCTH MEX1yHApOAHOI'O PHIHKA CUCTEM.

[Ipoananusupyiite ctatuctuky poinka AC J1I0OY.

Ha kakue cermenTs! nenutcs ppiHok AC JIOY?

BrisiBUTE OCHOBHBIE TEHICHIIMM M3MEHEHUS PHIHOYHBIX IOKa3aTesel 3a mocienHuit
HEPUOS.

ook wnE

[MoaroroButh npe3entaiuio «Cocrosiue peiika AC JIOY », ucnons3yst mporpamMmy Microsoft
PowerPoint (10-15 cnaiinos).

Hemounuku:

NuTepHeT-pecypcesr:

http://www.docflow.ru/ - uadopmanroHHO-aHATUTHYECKHI TTOPTAJ SJIEKTPOHHOTO
JIOKyMEHTOO000pOTa

www.doc-online.ru - He3aBUCHMBIii IOPTAI O CHCTEMaX JIEKTPOHHOTO JJOKYMEHTO000pOTa
c

www.ecm-journal.ru/

e

@ailTbl BEHJIOPOB:

W

bttp://www.directum.ru/ - Komnauus DIRECTUM

http:/lwww.intertrust.ru/ - Komnanus «uarepTpact»

http://www.evfrat.ru/ - Komnauus Cognitive Technologies
bttp://www.docsvision.com/ - Kommanus Docs Vision

bttp://v8.1c.ru/doc8/ - Komnanus 1C JJokymeHTOOO0pOT

ru/ - Komnanus «91eKTpOHHbIE 0(UCHBIE CUCTEMBI»

Pa3nen 2. OcHoBHBbIe (PYHKIHOHAJIbHBIE, TEXHUYECKHE U TEXHOJOTHYECKHEe TPEOOBAHUS K
ABTOMATH3HPOBAHHBIM CHCTEMaM [OKYMEHTAMOHHOro obOecrieyeHusi ynpabienus (18
YacoB)

Tema nabopamopnozco sanamus: Tpeboanus k AC JIOY

Llenv  3awamusa:  choOpMynupoBaTh OCHOBHbIE (YHKIIMOHAJIbHBIC, TEXHUYECKHE W
TEXHOJIOTUYECKHE TPeOOBaHUS K aBTOMATH3UPOBAHHBIM CHCTEMaM JOKYMEHTAI[HOHHOTO
oOecrieyeHus yrpaBiieHUs.

Dopma nposedeHruss — IENOBast UTPa

Bonpocul onsa oocyscoenus:

1. BroisBUTh OCHOBHBIE PyHKIMOHANBbHBIE TpeOoBaHus k AC JIOVY.

2. BoiaButh ocHOBHBIE TexHUYeckue TpeboBanus k AC JIOVY.

KOHmpOﬂbele 60npocsl.
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1. Vxkaxute ocHOBHBIC (hyHKIIMOHATBHBIE TpeOoBanus k AC J1I0VY.
2. Ykaxure oCHOBHBIC TexHnueckue TpedoBanms k AC JIOY.

Hemounuku:

NuTepHeT-pecypcesl:

http://www.docflow.ru/ - uabopmanroOHHO-aHATUTHIECKHI TTOPTAJ SJIEKTPOHHOTO
JIOKyMEHTO000pOoTa

www.doc-online.ru - He3aBUCHMBIiA IOPTAJI O CHCTEMaX JIEKTPOHHOTO JJOKYMEHT0000pOTa
c

www.ecm-journal.ru/

e

@aliThl BEHI0POB:

WWW.e0s.ru/ - Komnanus «JeKTpOHHbIC 0()UCHBIE CHCTEMBI»
http://www.directum.ru/ - Komnauus DIRECTUM

bttp://lwww.intertrust.ru/ - Komnanus «UuarepTpact»

http://www.evfrat.ru/ - Kommanus Cognitive Technologies
http://www.docsvision.com/ - Komnanus Docs Vision

http://v8.1c.ru/doc8/ - Kommnanus 1C JlokyMeHTOOO0pOT

[1nan naGopaTtopHbIX 3aHATUH B aBTOMaTH3upoBaHHOH cucteme JIOY — cucteme
AIIEKTPOHHOTO IoKyMeHTooO0opoTa (CI /1)

B cooTBeTcTBUM € MapTHEPCKMMHU JI0TOBOPAMHU C BEAYIIMMHU (pupMaMU-pa3zpaboTUMKaMU
ABTOMATHU3UPOBAHHBIX CUCTEM JJOKYMEHTAILIMOHHOTO 00ECII€YEeHHUs YIIPABJICHUS, CTYI€HTbI UMEIOT
BO3MO>KHOCTb M3Y4aTh CUCTEMBI JIEKTPOHHOT0 IOKyMeHToo0opoTa (CO /1) Ha IpaKTHKE B paMKax
yuebHoro mpornecca. JlabopaTopHble 3aHATHS AAalOT HE TOJBKO HAMVIAJHOE IPEJICTaBlIEHHE O
Ha3HaUYEHUH 1 BceX QYHKIMOHATIBHBIX BOBMOKHOCTSX CUCTEMBI, HO M IPUBUBAIOT HAaBBIKU paOOTHI
C HEH.

CucreMbl 3J€KTPOHHOTO JIOKYMEHTOOOOpOTa SBISIOTCS BaXKHBIM ATAalloM B Ipoliecce
nepexoaa K (pOpMHPOBAHUIO MH(POPMALMOHHOTO OOILIECTBA M OKAa3aHHUIO MPaBUTEIbCTBEHHBIX
ycIayr B JJEKTpOHHOM  Buje. llodydyeHHble 3HaHUS MOMOTYT  CTyAEHTaM  OBITh
KOHKYPEHTOCIIOCOOHBIMH Ha PBIHKE TpYAa.

3anstue 1. BBenenue B cucremy

® Ha3HAYCHME U APXUTEKTYPa CUCTEMBbI, OCHOBHbIE MTOHATHUS U ONpEAETIeHUs, 00IIMe TPUHIIUIIBI
paboTsl

¢ (yHKIMOHAIbHbIE BO3MOKHOCTH CUCTEMBI, OMIIMOHHBIE MTOJICUCTEMBI

e poseBble (YHKIIMH JTOJDKHOCTHBIX JIUI] M 00IT[asi cXxema padoThl B CUCTEME

® COCTaB U CTPYKTypa CUCTEMHBIX CIIPAaBOYHUKOB, OPSAOK (POPMUPOBAHUS U 00IIKE BOIPOCH
TEXHOJIOTHH UX BEJACHUS

e 0coOeHHOCTH MHTepdeiica U OCHOBHBIE PUEMBI pabOThI B CUCTEME

e j10CcTyN K QyHKIMSIM, 0cOOEHHOCTH UHTep(delica 1 OCHOBHbIE TPUEMBI pa0OTHI B CUCTEME

® BXOJ B CCTEMY, CMEHa IapoJIs
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3ausarue 2. 3arnoJIHEHUE OCHOBHBIX CIIPABOYHUKOB
e 00uIMe cBeIeHUs O CIIPABOYHUKAX CHCTEMBI
® OCHOBHbBIE ITPUHIIMUIIBI HACTPOWKH CIIPABOYHUKOB O CTPYKTYpPE OpraHu3aluu
e 3anyck nojcucremsl "llons3oBarenn”
e jo00aBiieHHE MOJIb30BATENECH, YCTAHOBKA PEKBU3UTOB MOJIb30BATEINS U MTPaB AOCTYIIA K
MOJCUCTEMAM U OINLIHIM
® Ha3HA4YECHHE KapTOTEK
® IpejoCTaBICHHE MPaB AOCTYIA K KapTOTEKaM, IpaBa abCOJIIOTHBIC U ITpaBa B KAPTOTEKaX
® DHKCHOPT/UMIOPT CHPABOYHUKOB
® OCHOBHBIE IPUHIIMIIBI HACTPOMKH CIPaBOYHUKA «[ pyNIIbl JTOKYMEHTOB)
e HacTpoiika cripaBoyHuka «I pugsr qocTymnay
® HACTpPOWKa U IpaBuUia BEICHUS CIIPABOYHUKA «BUIbI TOCTAaBKM)
® HACTpOWKa U IpaBuia BEACHUS CIpaBOYHUKA «CIIMCOK OpraHu3aIuii»
® HACTpoOIKa U IpaBuia BeACHUs crpaBouHuKa «[ paxxaane»
e HacTpoiika U npaBuia BeJleHus cupaBoyHuka «HomeHkmnarypa gemn»
® HACTpOIKa U IpaBuia BEACHUS IPOUYUX CHPABOYHUKOB
® peopraHu3alys CIpaBOYHUKOB.

3anstue 3. Undopmanus o padore B cpeae CI/]

OCHOBHBIM HMHCTPYMEHTOM paboThl mosib3oBarenss B cpene COJl sBusercs Hasueamop,
OPUHIKN PabOThl KOTOPOro aHajoruveH mnpuHimny padotel [IpoBomnuka Windows. B
HaBurarope orpaxkaercs IepeBo Marok, B 00IIeM cly4dae — CIO0KHOH CTPYKTYpBI, KOTOPOE IO
HA3HAYEHUIO U IPUHLUITY Pa0OThI TAK)KE aHAJIOTUYHO JEpPEBY NANOK, KOTOPOE MOKHO BUJIETh B
[TpoBogHMKe, oaHaKo, B oTiauuue oT IlpoBognuka, manku HaBuraropa cogep:xar He daiinsl, a
KapTOUKH.

OCHOBHBIMU KapTOYKaMH, C KOTOPbIMHM pabOTalOT IOJIb30BATENH, SIBISIOTCS KapTOUKU
JIOKYMEHTOB Pa3JINYHBIX THUIIOB.

Kaprouka nokymeHTa mpezncTaBiseT co00H MakCHMajabHO MOJPOOHOE OMHCAaHHE
OTJIENBHOIO JOKYMEHTA — THII, J1aTa CO3aHus, (haMuiIns Juna, 3aperucTpupoBaBIIETo0 JOKYMEHT,
CBEICHMSI O COJEpKaHMM, CCbUIKM Ha JPYrue JOKYMEHTBI, — a TAaKKE€ MOYKET BKIJIIOYaTh B ceOs
rpadpuueckuil ¢aiin ¢ u300paKeHHUEM OTCKAaHUPOBAHHOTO OyMa)KHOTO JIOKyMEHTa W (ail,
CoJlepKallvil pacliO3HAaHHBIA TEKCT NOKyMeHTa. Kaxablil U3 yKa3aHHBIX BBIIIE 2JIEMEHTOB HIIU
CCBIJIKM Ha HUX COJIEP’KATCS B OTJEJIBHOM I0JI€ KApTOUKH.

Kaproukn pasmemaroTcst B Mankax B COOTBETCTBUU C YCTaHOBJIEHHBIMH B OpraHU3allud
IPUHLIMIIAMH, OJHAKO Yallle BCEro AEPEBO IANOK CTPOUTCS B COOTBETCTBHM CO CTPYKTYpOM
OpraHM3aliy, HarIsAHO OTOOpaXkas HepapXUYecKylo MOJYMHEHHOCTh €€ MoJpa3felieHuH, a
TaK)Ke MPUHAJUIEKHOCTh KaXKIOr0 COTPYIHUKA K ONPEIENEHHON CTPYKTYPHON €AMHHUIIE.

Bo u3bexanne MHOrOKpaTHOTO MOBTOPHOTO BBOJA OAHOW U TOM ke MH(OpMalLnH, a TakxKe
UCKJTIOYEHHS] BO3MOXKHBIX OIIMOOK IPEeTyCMOTPEH HA0Op CIIPaBOUYHUKOB — KaTaJIOrOB Pa3InYHOrO
Ha3Ha4YeHMs], COJIepKallNX HHQOpPMAIUIO, CIPYNIHUPOBAHHYIO IO ONpEeAETEHHBIM KPUTEPHUSIM.
Brutouaemasi B CipaBOYHMKH MH(POPMALUS HUCHOIB3YETCsl PU 3ar0JIHEHUH HEKOTOPBIX IMOJei
KapTO4eK JIOKyMEHTOB, [T03BOJIss N30€XaTh BBO/IA 3aBEIOMO HEBEPHBIX CBEACHUH (Hampumep, B
TeX IOJISAX, I'/I€ TOJKHBI YKa3bIBaThCsl JaHHBIE O COTPYAHUKAX OpraHU3aliy, HEBO3MOKHO BBECTU
3aIMCh O HECYIIECTBYIOLIEM COTPYIHHKE).
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[TomMrMO KapTOUeK MOKYMEHTOB, IUIaT(opma MO3BOJIICT OPraHM30BaTh YHMOPSIOYCHHOE
XpaHeHue QaiinoB moboro ¢opmara, coxepkamiux HHPOPMALUIO B TEKCTOBOH, rpaduvecKoil,
TabIMYHOM WM pyroit ¢popme. {7t 3TOro B MexanusmMe miaTopmMbl IPeyCMOTPEH 0COOBIA BU/T
KapTOUYKH — KapTouKa (aiina.

Jis  BceX THUNOB KapTOYeK TMPEAYCMOTPEH MEXaHU3M IIOMCKA, KOTOPBIA MOXKET
OCYIIECTBIIATHCS 10 3aIKCAM B IOJSX KAapTOYEK, TEKCTy NMPHUKPEIUIEHHBIX K HUM (DaillioB u
COBOKYITHOCTH YCIJIOBHH B JTIOOOM COYETaHUH.

B 3aBucMMoOCTH OT Ha3Ha4YeHHs JOKYMEHTOB, a TaKXKe BBIIOJHAEMBIX COTPYAHUKAMH
0053aHHOCTEl TpenycMOTpeHa CHUCTeMa Oe30IacHOCTH, IO3BOJIIONIAs paspemaTrbh WM
3anpemarb COTPYIHUKY (TpyMIe COTPYJHHKOB) TOCTYN K JIOOOMY BHIY NAHHBIX B IIEJSX
OTPaHUYEHUS JIOCTYIA K XPAHSAIIMMCS CBEICHHUSIM U TApaHTUU COXPAHHOCTH BCEH MCIIONIb3YeMOi
uHpOpMaLnH.

K nomonHUTENnsHBIM CpeACTBaM, OOECIIEUMBAIOMINM O€30MaCHOCTh JIaHHBIX, OTHOCSTCS
BO3MOXKHOCTH MIM(POBAHUS W/WIM TO0ABICHUS K JOKYMEHTaM 3JIEKTPOHHOH moimucu (Tmpu
HAJIMYUH COOTBETCTBYIOIINX CEPTU(PHKATOB).

3anstue 4. Unpopmanus o pabote ¢ nankamu

B Hasuratope otoOpaxaercs depeso nanok, KOTOPOE IO HA3HAYCHHUIO U IIPUHIMILY
NOCTPOCHHSI aHAJOTMYHO JEPEBY IMAIoK, KOTOpoe MOxHO BuaeTh B I[IpoBognumke Windows,
onHaKo, B orimune ot [IpoBonHuka, manku HaBuraropa comepkar He (aiiibl, a KapTOUKH.

Hepapxuto nanok ¢ kKapToukaMu U IpaBa MoJIb30BaTeNIel Ha IOCTYH K IallKaM HacTpauBaeT
CIELUAJINCT 10 BHEJPEHUIO CUCTEMBI.

B kopHeBoli BeTBM JepeBa MaIlOK pacloyiaratloTcsi yeTbipe cucmemusie nanku (Ilamkwu,
CrpaBounukH, Pe3ynbTatel norcka u Kopsnna), KOTopble He MOTYT YAAJIAThCS [0JIb30BaTEISIMH,
Y, KaK MUHUMYM, OJIHA N0/1b3064mMenbCKasl TalKa.

[Tanka ¢ Ha3BaHueM [lanku (MOKET UMETh JAPyroe Ha3BaHHE, HA3HAYEHHOE IIPU BHEJIPEHUH )
MOJKET COJIep>KaTh IPOU3BOJIbHBIN HAOOp BIIOXKEHHBIX MAaNOK, B TOM YHUCIE — CO CJIOXHOU
JIPEBOBUJIHOM CTPYKTYpOHM, KOTOpas OTpa)kaeT JUOO OpraHMU3alOHHYIO CTPYKTYpy (mamku
¢bunnanos, [enapTaMeHTOB, BXOAAIIUX B HUX OTAENOB, JabOpaTopuil U T.A.), TMOO CHEHUPUKY
npodeccuoHaNbHOM NesSTeNIbHOCTH, TU00 — U TO, ¥ IPYTOe.

[Tonp30BaTenbCKUE MANKKM MOTYT CO3/aBaThbCs U YAAIATHCA B 3aBUCHUMOCTH OT IIpasB,
KOTOpBIE UMEET TOT WJIM MHOW Mosb30BaTelb. K nonb3oBarenbckuM oTHOcUTCs U [lepcoHanbHas
IankKa II0JIb30BaTeNsl — 3TO IAlKa, KOTopas CO3MA€Tcs Ul IOJb30BaTelNs, BKIIOUYEHHOTO B
CIIPAaBOYHMK COTPYAHHUKOB. B 3Ty mamky mosip30oBaTenb NONagaeT npu OoTKpbiTMH Hasuraropa.
[Tanka Taxxe MOKET UMETh CIIOKHYIO CTPYKTYpPY, KOTOpasi co3a€Tcsl CaMUM I10JIb30BaTeNIeM UITU
CHEIHAJINCTOM I10 BHEAPEHUIO CUCTEMBI.

3ansrtue 5. Undopmanus o padbote ¢ KapTouKaMu

B CO/] ucronb3yroT B KaueCTBE JIEMEHTOB ONEPALMOHHOM CPebl KAPTOUKU PA3TUYHOTO
BUJIA U Ha3HAYCHUS.

OnHU KapTOYKM TMPEICTaBISAIOT COOOW MaKCHMAaJbHO IMOJPOOHOE OMUCAHHWE OTIEIBHOTO
JIOKYMEHTA: TUII, JaTa CO3/laHus, (aMUIus JIHIIA, 3apEeTUCTPUPOBABILETO JOKYMEHT, CBEICHHUS O
COJIepKaHNH, CCBUIKH Ha JPYTHE TOKYMEHTHI, @ TAK)KE MOTYT BKITIOYATh B ce0sl TpaduuecKuii aiin
¢ wu300pa)keHHEM OTCKAHMPOBAHHOIO OyMaXHOro JOKyMeHTa, (aiin, cojaepkamuit
pacro3HaHHBIN TEKCT JOKYMEHTa WX 000N APYroil comyTCTBYIOMIMM (aii.
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Jlpyrue KapTO4YKM TpeAHa3Ha4deHbl JUIsl COBEPLUCHMS ONpEeAETEHHBIX oONepanui
JIeNIOTIPOU3BOICTBA:  HAJIOXKEHUE PE30JIIOLUH, BH3HPOBAHUE, YTBEPXKACHUE JIOKYMEHTOB,
MOJTrOTOBKA OTYETOB, KOHTPOJIb BHITOJHEHHS 3aJaHUN U T.11.

Pan xaprodek HMMEIOT BCIIOMOTraTelIbHOE HAa3HAuY€HUE: BEACHHUE CIPAaBOYHUKOB, ITOMCK
JIOKYMEHTOB, HACTpOHKa [1apaMeTpoB U T.II.

Mmest 1OCTaTOYHO CIIOXKHYIO CTPYKTYpPY, KaXKaas KapTOuka IO03BOJIIET PEruCTPUpPOBAThH
OJIHYy €IMHMIly XpaHEHHUs (Hampumep, JOKyMeHT). B oOmeMm ciaydae KapTouka BKIIHOYAET
HECKOJIbKO HMMEHOBAHHBIX BKJIAQJOK, KaxJas M3 KOTOPBIX COJEPKHUT CHeLU(UUIECKYIO
UHPOPMALIMIO O JOKYMEHTE WM APYroM OOBEKTe, Ul ONMCAHUS KOTOPOIO CO3/1aBajlach
Kaprouka. Kaxmas BKJIaaka COCTOMT M3 OJHOM MWK Ooyee CEeKIHi (pa3lienoB), KOTOpbIE
NPECTaBISIIOT OO0 IpyIITy MoJiel, CoepKalluX CBA3aHHYIO HH(OPMAIIHIO.

[Tone xapTOUKM MpeAHA3HAYECHO IS OMMMCAHUS OJHOTO M3 aTpUOYTOB 00BEKTa, HAIpUMep,
aBTOpa JIOKYMEHTa, JaThl PETUCTPALlUU, HOMEpA U T.JI.

Kaxnoe nmone MoeT coaepkaTh TOJBKO ONPEAEIEHHBIM THII AAHHBIX: 3TO MOXET ObITh
IPOM3BOJIbHAsL TEKCTOBasi MH(pOpMalKs, YUCIOBOE 3HAUEHUE, JaTa ¥ BpeMs U T.1. Hekotopsle
HOJIST MOTYT 3allOJIHATHCS TOJBKO JIAaHHBIMH, KOTOpBIE YK€ HMMeroTcs B cucteme. Hampumep,
aBTOPOM, UCHOJHUTEIEM U JIUIOM, IOANUCABIINM JIOKYMEHT, MOT'YT ObITh TOJIBKO COTPYIHUKH
OpraHu3aIiy, 3apETUCTPUPOBAHHBIC B CIIPABOYHUKE COTPYIHUKOB H T.JI.

Kaprouku, peanuzoBanHble B pa3nuuHbix COJl, Moryr ominyarbcsi HAOOpPOM BKJIAJIOK,
MOJIeH, X HAa3BaHUSIMH U MOBEJICHHEM. bojee TOro, KapTOYKM MOTYT HECKOJBKO OTJIMYATHCS B
pa3IMYHBIX BHEAPEHUSIX JTaKe B paMKaxX OJHOTO MPUIIOKEHUS, O1aronapss BO3MOKHOCTH THOKOM
HepeHacTPOMKU CHCTEMBbI 10J] TpeOOBaHUS KOHKPETHOI'O 3aKa3uMKa, HO BCE OHU CTPOATCS Ha
OCHOBE 00111eT0 Habopa 3JIEMEHTOB.

OCHOBHBIMU KapTOYKaMH, C KOTOPbIMHM pabOTalOT I0JIb30BATENH, SIBISIOTCS KapTOUKU
JIOKYMEHTOB Pa3IMYHbIX TUIIOB.

3anstue 6. Unpopmanms o pabdore ¢ daiimamu

IToMuMO cBelleHH O JOKYMEHTE, KOTOPBIE 3aHOCATCA B IOJIS KapTOYKH JTOKYMEHTA, K HEl
MOTYT MIPUCOEAUHATHCS (PaliIbl, coaeprKalIue TEKCT T0KYMEHTa, ero rpaguueckoe n3o0paxxeHue,
a TaKKe PA3IMYHYI0 CBSI3aHHYIO C JIOKYMEHTOM BCIOMOTaTeIbHYI0 HH(OpMaluio (CXEeMbl,
rpaduku, TaOJIUIbl, MJUTIOCTPATUBHBIA MaTepua).

@aiinpl MOTYT TNPHCOEAMHATHCS K KapTOUKe JOKYMEHTa pa3HbIMH CIIOCO0aMU M ¢
pa3IMYHBIMH ITapaMeTpaMH, OT YKa3aHUsI KOTOPBIX 3aBUCAT AajbHEWIINEe BO3MOXKHOCTH PabOThI
CO CBSI3aHHBIM (ailsiom.

Bo3mosxHbI 4eThIpe criocoba go0aBneHus (aityia B KapTOUKy TOKYMEHTA:
® C [IOMOIIBIO KAPTOUKH (paiina;
® U3 CyIIECTBYIONIETO (haiina;
® CO3/IaHMEM KapTOYKHU U3 MA0JIOHA, COIEPKAIIETO CBA3AHHBIN (aiin;
® CKaHMpOBaHUEM OyMa)XHOTO IOKYMEHTA.

3anstue 7. PaboTa ¢ perucTpaiiOHHBIMHU KapTOYKaMH BXOSIINX, UCXOASIIUX U BHYTPEHHUX
JIOKYMEHTOB

Ha3zHaueHue QyHkiuu, onpenenenue PK
e paznuussle Tunbl PK B cucteme, coctaB peKBU3UTOB, OCHOBHBIE U JOIIOJIHUTEIIBHBIE,
3aIoJIHEHHE 0053aTENIbHBIX U HE 00sI3aTEeIbHBIX PEKBU3UTOB
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® perucTpanus BXOASIIUX JOKYMEHTOB M IMHCEM TpaXkIaH

® perucTpaius co3gaBaeMbIX (UCXOMSIINX) JOKYMEHTOB

e paboTa c IMEeKTPOHHBIMU 00pa3aMu TOKYMEHTOB

e npukpemienue B PK daiinoB mrokymenToB, co3manubix B npuioxenusx MS Office, B Tom
YHCJIe C UCIIOJIb30BAaHUEM ITPHJIaraeéMbIX 1a0JI0OHOB

® CKaHMpOBaHME OYMa)KHOTO JOKYMEHTa M MpHKperuieHue ero k PK

® BO3MOXHOCTH 3aKPBITHS IPUKPEIICHHOTO (aiiyia [y peakTHpOBaHUs, 3aKpbITHE (haiina
OTAENBHBIM TPH(OM J10CTyIIa

e Bo3MOxHOCTHh HastokeHus D11 Ha mpukperiennsit k PK daiin

® KOHTPOJIb 32 JABHKEHUEM M COCTOSIHUEM OYMa)XHBIX IOKYMEHTOB: noHsTHe XKypHana
neperayu JOKyMEHTa, 3aHeceHre HH(pOopMaluy o repeayde, CIIMCAaHUH WITH YHUYTOKEHUN
OyMaXKHOTO JIOKyMEHTa B TaHHBIH JKypHan

e neyarh PK, neuats nepevns 3aperucTpupoBaHHbBIX JOKYMEHTOB

e [IPOCMOTp U peaaktupoBanue PK

3ansrtue 8. PaboTta ¢ mpoeKkTaMu JOKYMEHTOB

e Ha3HaueHue 3a7auu «PaboTa ¢ mpoeKkTaMu JOKYMEHTOB)
e 00mas cxema paboThI C MPOEKTAMH IOKYMEHTOB

e crocoObI CO3JaHMs MPOEKTA IOKYMEHTa

® perucrpainroHHas KapTodka npoekra gokymenta (PKIIJI), coctaB pekBU3UTOB U UX
3aroJHEeHHE

e 3a/laHUE MapIIpyTa ABUKEHUS JOKYMEHTA: OTIIPaBKa IIPOEKTA IOKYMEHTA (B T.4. 3JIEKTPOHHOM
KOIIMM TPOEKTa TMpHKa3a WU JIIOOOro APYroro JAOKYMEHTa) Ha COTJIaCOBaHWE W/MIM HA
MOJIHUCH

® aBTOMAaTHM4ECKOE M3MEHEHME CTATyCa IPOEKTa JTOKYMEHTa

® MHOYKECTBEHHOCTb BEPCH IPOEKTOB JOKYMEHTOB

® perucrpanus JOKyMCHTA Ha OCHOBEC YTBCPIKIACHHOI'O IIPOCKTA
TIOUCK IO 3aJaHHBIM IIapaMETpaM PETUCTPALIMOHHBIX KapTOYCK ITPOCKTOB JOKYMCHTOB

Pa3nes 3. OcHOBHBIC (DYHKIHOHAJBHBIC BO3MOKHOCTH H XapAKTePUCTHKH
aBTOMATU3HPOBAHHBIX CHCTEM /1eJ10NIPOU3BOACTBA

Tema nabopamopnozco 3auamus: N3yuenue GyHkimoHanbHbIX Bo3MoxkHocTed AC JIOY
(2 gaca)

Lenv 3auamus:
1. W3yuutb OCHOBHBIE (PYHKIIMOHATbHBIE BO3MOKHOCTH U XapaKTEPUCTUKHI
aBTOMATHU3MPOBAHHBIX CCTEM JEJIONPON3BOICTBA.
2. BBIMONHATE OCHOBHBIE TEXHOJIOTHYECKUE OTIEPAIMH C IOKYMEHTHPOBAHHOM HH(pOpMannen B
AC J10Y (peructparus 10KyMEHTOB, KOHTPOJIb UCTIOJIHEHUS, TOMCK HH(OpMAIIUHY, BeIEHUE
CIPaBOYHHUKOB, (POPMHUPOBAHUE OTUYETOB U JIp.)

dopma npoeedenusi — NeN0Bas Urpa

Bonpocul ons 0bcyscoenus:
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Ha3nauenue v npuHIMIBI TOCTPOEHUS aBTOMATU3UPOBaHHbIX cucteM J[OVY.
[IpaBuna paboTsl cucTeMHOro TexHosora B paznuaabix AC J1I0Y.

[TpaBuiia pabotsl nosib3oBatens B pasnuuHeix AC JIOY.

OcHoBHbIE HYHKIIMOHATBHBIE BO3MOXKHOCTH paznudHbeix AC JIOVY.

BrinosiHEHME OCHOBHBIX TEXHOJIOTMYECKUX ONEPALUN ¢ JOKYMEHTHPOBAaHHOM
unpopmarnueii B AC JIOVY (perucrpanus 10KyMEHTOB, KOHTPOJIb UCIIOJIHEHHUSI, TIOUCK
uH(pOpMaLNK, BEJCHHE CIIPAaBOYHUKOB, ((OPMUPOBAHKE OTYETOB U JP.)

KOHmpOJleble eonpocsl.

arONE

Kaxoe naznauenue y AC JIOY?

OnuiuTe TpUHIMUIBI IOCTPOECHUS ABTOMATU3UpOBaHHbIX cucteM IOV,
[Tepeuncnure ocHOBHBIE pyHKIMH cucTteMHoro Texnonora B AC JI0Y.
[Tepeuncnure OCHOBHBIE (PYHKITMH OJIB30BaTeENs B paznuaHbix AC JIOY.
HazoBute ¢pyHkunoHampHble BO3MOXXHOCTH pa3nuuHbeix AC JIOVY.

Hemounuku:

MeTtoanueckie MaTepralibl BEHIOPOB, pa3MellleHHbIC B 00JauHOM Xpanuiuiine Dropbox.

NuTepHeT-pecypcesr:

http://www.docflow.ru/ - uadopmanroHHO-aHATUTHYECKHI TTOPTAJ SJIEKTPOHHOTO
JIOKyMEHTOO000pOTa

www.doc-online.ru - HesaBucuMblii mOpTai 0 CHCTEMaX 3JEKTPOHHOTO JOKYMEHTO000pOTa

C

www.ecm-journal.ru/

(&

(aiiThl BEHIOPOB:

W

bttp://www.directum.ru/ - Komnauus DIRECTUM
http:/Iwww.intertrust.ru/ - Komnanus «uarepTpact»
http://www.evfrat.ru/ - Komnauus Cognitive Technologies
bttp://www.docsvision.com/ - Kommanus Docs Vision
bttp://v8.1c.ru/doc8/ - Kommanwust 1C J[okyMeHTOO00pOT
ru/ - Komnanus «91eKTpOHHbIE 0(UCHBIE CUCTEMBI»

[Tnan mabopaTopHBIX 3aHATHI B aBTOMaTU3HpoBaHHOM cucteme JIOY — cucreme

AIIEKTPOHHOTO AoKkyMeHToobopoTa (CO/I)

3anstue 9. CBsA3bIBaHUE TOKYMEHTOB

TMIOHATUC CBA3KU, IIPAMBIC U O6paTHBIC CBA3KH, CHMMCTPUYHBIC CBA3KU
CBA3BIBAHUEC NJOKYMCHTA B MOMCHT pETUCTpALlUA
CBA3LIBAHUEC JOKYMCHTOB, HAXOAAIINUXCA B Oaze

CChUIKA Ha BHEITHUH (CETEBOM) aapec

3anstue 10. dopmupoBaHue 3a1a4 U 3a1aHUN

CO3JJaHUE U 3allOJIHEHUE KaPTOUYKU 3a7a4u
MapuIpyTU3anus 3aJaHun
nepeaaya 3a/laHuii B paboty
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3ausatue 11. BreimonneHue 3aganui

® PEXKUMBI OTKPBITUA U CTaTyChl KAPTOUKH 3aIaHUS

e paboTa YJaCTHUKOB BBITIOJHEHUS 3aJaHUsI (MUCIIOJIHUTEISI, OTBETCTBEHHOTO UCTIOJTHHUTEIIS,
KOHTpOJIEpa)

e CO3JaHHE NOAYMHEHHKIX 3a7a4 M 3aJaHui

3anstue 12. CornacoBaHue 10KyMEHTOB
®CO3/JaHNE KAPTOUKU COTTIACOBAHUS
®3aTI0JTHEHHE KapTOYKH COTJIACOBAHUS
®3aITyCK MPOIECcCa COTIACOBAHUS
®BBINOJIHEHUE COTJIACOBAHUS

®CO3/JaHUE MTOTYNHEHHBIX COTJIACOBAaHUHN
®KOHCOJIMJIAINS U3MEHEHNI

3anstue 13. [Touck nokymeHToB, 3aaa4, 3agauuii B CO/I. JInunble nanku
® IOMCK IO HOMEpaMm
e 1ouCK no pekBusutam PK u conepxannio JokyMeHTa
® [IOMCK MO PE30JIOIUHU
® [IOMCK IO XypHaly MepeJayu J0KyMEHTOB
e 000OIIEHHBIH TOUCK
® [IOMCK MPOEKTOB JJOKYMEHTOB
e 00paboTka pe3yabTaTOB MOMCKA — BHIBOJI HA TeUaTh
e paboTa ¢ JTUYHBIMHU ITAITKaMHU
® CO3/IaHME MANOK U Pa3MEIICHHE B HUX JTJOKYMEHTOB

3anstue 14. q)OpMI/IpOBaHI/Ie OTYCTOB U AHAJIN3 JAHHBIX MOIAYJIA
¢ ICMOHCTpAlUs BaApUAaHTOB UCITIOJIB30BAHUA CTAHAAPTHBIX OTYETHBIX (bOpM

e(hopMUpPOBaHHE 3aIIPOCOB

3anstue 15. JlonoaHUTENbHBIE HACTPOUKH pabovero MecTa

® HACTPONKM CHCTEMBI Ha pab0OYEeM MECTE MOJIb30BaTelsl, 0OCOOEHHOCTH 00eCIIeueHus
paboOTHI IOJIL30BATENICH CUCTEMBI C YUE€TOM MX JIOJDKHOCTHBIX 00sI3aHHOCTEH

¢ HAa3HAaUCHHUC U BBIITOJHCHUC ITOJIB30BATCIBCKUX HACTPOCK

® JI0Jb30BaTCIbCKUC CITUCKU

3anstue 16. Yuer pabouero BpeMeHU
® 3aI0JHEHUE KapTOYKU pabovero AHA
® XpOHOMETpaxk pabouero BpeMeHH

Htorosas paboTa Mo BHIMOJIHEHHBIM 33JaHUsIM 0OpMIISIETCS B BUJIE Pe3eHTaluu. Britouatorcs
BCe uccaegoBaHHbie crygeHToM CO/I.
Ctpykrypa paboThI:

1. Oranw BHeApenuss COJ] B mpeamnonaraeMoil OpraHu3aIyy.
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2. DOrarmbl paboTsl ctynenta B CO/I.
3. Haznauenue C3OJ1 Ui JOKYMEHTAIIHOHHOTO OOECIICYCHHUS YIIPABICHHS.

4. Bamu 0T3bIBbI U MOXKEIaHUs K IPOrPaMMHOMY MPOAYKTY (TIOJITOTOBKA 3CCE).

[Ipu mpoBenennu saboparopHbix 3aHsATHH B COJ] MCHONB3YHOTCS METOAMYECKHUE

MaTepuaibl, pa3padoTaHHbIE BEHOpaMH.

Benpop IIporpaMMHbIi Caiir
NMPOAYKT
Co1
20C JEJIO http://www.eos.ru/
Cognitive Technologies EBOPAT http://www.evfrat.ru/
JupexTym DIRECTUM http://www.directum.ru/
1C 1C JIokyMeHTO000pOT http://v8.1c.ru/doc8/
«JIoxcBmxka» DocsVision http://www.docsvision.com/

Pa3nes 4. [lepcrnieKTUBBI HCNOJIB30BAHNS U HATIPABJIEHUS] PA3BUTHUS
ABTOMATU3HPOBAHHBIX CHCTEM JIOKYMEHTAIIMOHHOT0 00ecneyeHus: ynpasjenus (2 Jaca)

Tema nabopamopnozo 3auamusa: TenaeHuuu u HanpasieHus pazsutus AC JIOY

L]env 3ansamus: BIIBUTh TEHIEHLMHU U IPOAHATIM3UPOBATH HanpaBiieHus pa3Butus AC
J0YV.

Dopma npogedenus — NeIOBas UTPa
Bonpocwt ons ob6cyscoenus:

1. OcHOBHbIE TEHAEHLMU Pa3BUTHSI aBTOMATHU3UPOBAHHBIX CHUCTEM JOKYMEHTAI[MOHHOTO
oOecrieueHus ynpaBiIeHUs

2. BrnusHue pa3BuTHs MHPOPMAIIMOHHBIX TEXHOJIOTUHA Ha aBToMatu3anuio JOVY.

3. O6maunsie TexHoaoruu B JIOY.

Konumponvuvie gonpocwi:
1. Oxapakrepu3yiite ocHOBHbIE TeHaeHIH pa3sutus AC JIOVY.
2. Kak BIusIOT pa3BUTHsI HH(GOPMAIIMOHHBIX TEXHOJIOTUH Ha aBToMaTHu3anuo JOY?
3. Kakue npumenstorcs odnaunble TexHonoruu B JJOY?

[MoaroroButs mpe3eHTtarmio «COCTOSIHUE PbIHKA W OCHOBHBIC TeHAEHIMU pa3Butus AC
JIOY B PDy, ucnons3ys nporpammy Microsoft PowerPoint (10-15 caiifos).

Hemounuku:

HNuTepHeT-pecypcesr:

http://www.docflow.ru/ - nadopmanoOHHO-aHATUTHIECKUN TTOPTAJ SJICKTPOHHOTO
JIOKyMEHTO000poTa

www.doc-online.ru - He3zaBucumbIii IOPTA O CUCTEMAX JCKTPOHHOTO JOKYMEHTO000pOTa
c

www.ecm-journal.ru/

e

w
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r
u


http://www.eos.ru/
http://www.evfrat.ru/
http://www.directum.ru/
http://v8.1c.ru/doc8/
http://www.docsvision.com/
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CailTbl BEHI0POB:

w

Wttp://www.directum.ru/ - Komnauust DIRECTUM
http://www.intertrust.ru/ - Kommanus «MatepTpacT»
bttp://www.evfrat.ru/ - Komnauus Cognitive Technologies
bttp://www.docsvision.com/ - Kommanus Docs Vision
bttp://v8.1c.ru/doc8/ - Komnanwust 1C [lokymeHTOO00pOT
ru/ - Komnanus «31eKTpoHHBIE O()UCHBIE CUCTEMBIY

9.2 MeToanyecKue peKOMEHAAIMHM T10 TTOATOTOBKE MMChbMEHHBIX Da6OT

Tewmsl pedepaToB:

1.VccnenoBaHue OCHOBHBIX OOBEKTOB U MPUHLIUIIOB aBTOMATH3AL[H B YIIPABICHUH.

2.Vcnonp30BaHnEe aBTOMATHU3MPOBAHHBIX CHUCTEM B JIOKYMEHTALIMOHHOM O0eCHeueHUH
yIpaBJICHUSL.

3. AHaM3 HOPMATUBHO-TIPABOBBIX AKTOB, PErJIAMEHTHUPYIOIIUX IMPOIECCH BHEAPEHHS U
UCIIOJIb30BaHUS aBTOMAaTU3UPOBaHHBIX cucteM B JIOY.

4. AHanu3 HOPMATHBHO-METOAMYECKUX JOKYMEHTOB, pEriaMEHTHPYIOIIMX IPOLECCHI
BHE/IPEHMS U MCII0JIb30BaHMsI aBTOMAaTU3UPOBAaHHbIX cucTeM B JJOVY.

5.Benymue xomMnaHuMM-pa3pabOTUMKU MpPOTrpamMMHBIX MnpoayktoB st JOVY u ux
pa3paboTKH.

6. [Ipo6nembl 1 epCIeKTUBBI BHEAPEHHS HJIEKTPOHHOTO JOKYMEHTO000pOTA.

7.OCHOBHBIE 33JauH, CTOSIILME Mepesl aBTOMAaTHU3UpoBaHHOM cuctemoit JIOY u nyrtu ux
pelieHus.

8.AHaiu3 COBPEMEHHBIX HH(MOPMAIMOHHBIX TEXHOJOIMH CO3JlaHMsl, XpaHEHUus M
OOHOBJIEHUSI TOKYMEHTOB.

9. CucreMmbl 3IEKTPOHHOIO IOKyMEHTO000pOTa Ha COBPEMEHHOM 3Tare (CpaBHUTEIbHbIH
aHaJIM3 MPOrPaMMHOTO 00eCIIeUeHNs).

10.Buenpenune aBromarusupoBaHHoi cuctembl JIOY (Ha npuMepe KOHKPETHOM
OpTaHU3AIHH).

11.OtpacneBble CUCTEMBI AIEKTPOHHOTO JOKYMEHT0000poTa B PO.

12.OcHOBHBIE TEHIICHIINN PA3BUTHS aBTOMATH3HUPOBaHHBIX cucteM [JOY.

Pexomengaruu o noarotoBke u oopmiieHuo pedepara

ITonroToBka pedepaTta MO3BONSET 3aKPENHUTh TEOPETUUYECKHUE 3HAHUS MO TUCLHUIUIMHE,
nproOpecTH HAaBBIKM CaAMOCTOSITENIFHOTO YIITyOJIEHHOTO M3y4YeHHs OIHOTO W3 paselioB Kypca.
[Tpu moaroroBke pedepara CTyIEHTHI MOJTy4arOT HABBIKM U yMEHHE paboTaTh ¢ HCTOYHUKAMU U
JUTEPaTypoid, aHAIM3UPOBaTh (aKThl W JaHHBIE CIIEHUAIBHOW JIUTEpATypbl, H3JIarath
IPOYNUTAHHOE COBPEMEHHBIM NMPO(ECCHOHANBHBIM S3bIKOM.

Pedepar nomken ObITh 0OpMIIEH B COOTBETCTBUH C TPEOOBAHUSIMH, TIPEIBABIIEMBIMU K
HOJrOTOBKE U O()OPMIICHUIO HAYYHBIX paboT.

Pedepar Brirouaer:

- TUTYJIbHBIN JIHUCT;

- OTJIaBIICHHE;

- BBEJICHHE;

- OCHOBHYIO YacCTh (TeMaTHYECKHUE pa3/ieybl);

- 3aKJIIOYCHHUE;

- CITUCOK MCTIOJIh30BaHHBIX HCTOYHHKOB U JINTEPATYPHI.

O06mwem pedepara - 15-20 crpanur Tekcra (mpu Habope yepe3 1,5 uHTEpBana U pazmepe
mipudra 13-14). Pedepar nuiercst Ha 0HON CTOpOHE CTaHIAPTHOTO JiucTa Oymaru popmara A4
(210x197Mm).
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Crpanuns! pedepara HymMepyroTcss apabckuMu IdpamMu Ha BEpXHEM IOJE JIMCTa, Oe3
KaBbIUeK, e(UCOB U APYTUX 3HAKOB MPEMUHAHUSA. TUTYIIBHBIN JIUCT U OTJIABICHUE HE HYMEPYIOT,
HO BKJIFOYAOT B 001K 00heM pedepara.

Hayuno-cripaBo4HbIii anmapar pedepara BKIIOYAET CIIUCOK UCTOYHUKOB U JINTEPATYPHI U
HOJCTPOYHBIE CHOCKHU. I10JCTpOYHBIE CHOCKM MCHOJB3YIOTCS BO BCEX CIydasX LUTHPOBAHUS B
TEKCTe pedepara NPaBOBBIX aKTOB, IOKYMEHTOB, MIPOU3BEICHUI aBTOPOB MOHOTpadwii, cTarei,
y4eOHUKOB, y4eOHBIX TOCOOUH, a TAKXKe MPU UTUPOBAHUH CTaHAAPTHBIX ONPEACICHUN TEPMUHOB
u noHatuii. Bce npuBoauMeie B pedepare (akThl, UQpHI, 1aThl, KOHKPETHBIC JaHHBIC TAKXKe
JIOJKHBI OBITH TIOATBEPKACHBI MTOICTPOYHBIMU CHOCKAMH.

CHOCKM HyMEpPYIOT B Ipe/Ieax OAHON CTPAHUIIBI apaOCKHUMHU ITUPPaMU, TEKCT CHOCKH
pa3MeIIaroT MO/ OCJIEIHENH CTPOKOM TEKCTa.
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IIpunoxenue 1

AnHomayus oucyunaunvl (Mooyns)

Hucuurninuna «ABTOMAaTU3HPOBAHHbIE CHCTEMbI JOKYMEHTAIMOHHOIO olecrevyeHus:
ylpaBJieHHs» peanu3yercs Ha (akylnbTeTe apXUBOBEIEHUS U JIOKYMEHTOBEICHHs Kadenpoi
ABTomatu3npoBaHHbIX cuctem JJOVY.

[lenb AMCUMIUIMHBI: TMOATOTOBUTH BBIMTYCKHUKA, YMEIOIIETO OpPraHW30BaTh YIPABJICHUE
AJIEKTPOHHBIMU JIOKYMEHTAMHU B CHUCTEMaxX OJJICKTPOHHOrO JIOKyMeHTooOopoTra. OcBoeHue
JUCLUIIMHBI ~ HalpaBJICHO HA MNPHOOPETEHHWE CTYJCHTaMH 3HAaHUH O  BHEAPCHHH
UH(POPMALIMOHHBIX TEXHOJIOTUN B ACATEIBHOCTD CIy)0b1 JIOVY.

3amaun:

- U3YYUTh TEOPHIO U MPAKTUKY TPUMEHEHUSI aBTOMaTU3UPOBAHHBIX CUCTEM B YIIPaBICHUU
JIOKYMEHTAIUECH;

-M3y4YUTh OCHOBHBIC TIOHSATHS, UCIIOJIB3YEMbIC B MPOIECCEe MPUMEHEHHUS WHPOPMAITMOHHBIX
texHnojoruii B J1I0Y;

- U3YYUTh UCTOPHIO aBTOMaTH3anuu u Mexanuzanuu [JOY B Hamieil ctpane u 3a pyoexoM;

- U3Y4YUTh HOPMATHBHO-IIPABOBBIE OCHOBBI MPUMEHEHUSI HH(POPMAIIMOHHBIX TEXHOJIOTUH B
HOY;

- M3Y4YUTh TEXHUYECKOE M MPUKIAJHOE MporpaMmHoe oOecredyeHue, UCIOoIb3yeMoe Mpu
OpTaHHU3AINH MICKTPOHHOTO IOKYMEHTO000pOTa B MH(DOPMAIIMOHHOM O0ECIICUCHUH YIIPABICHUS,

- U3Y4YHUTh MPUHIUIIBI BEIOOPA U OpraHU3AIMI0 BHEAPEHUS U HCIIOIb30BAHUS TEXHUYECKOTO
Y TIPOrpaMMHOTO 00eCIIeueHus;

- U3Y4YUTh UH(OPMALIMOHHBIE CUCTEMBI M OCHOBHBIE HH(OpMaImoHusie pecypcsl B IOV

- M3YYUTh W IPOAHATU3UPOBATH CPEIICTBA 3alIUTHl WHPOPMAIMKU B WHPOPMAITMOHHBIX
cucreMax, ucnoisb3yembix B JIOVY;

- chopmupoBaTh MPOPECCHOHATBHBIC HABBIKK PA0OTHI B aBTOMATH3UPOBAHHBIX CUCTEMAX.

JuctumuimHa «ABTOMATHU3HMPOBAHHbIE CHCTEMbI JOKYMEHTAIIHOHHOIO o0ecrevyeHHs
ylpaBJieHHs» HaMpaBlieHa Ha (OPMUPOBAHUE CIEAYIOIIUX KOMIIETECHIINH:

[1K-4 Crnoco0OeH OcCymecTBISITh MPOCKTUPOBAHUE U BHEAPEHHUE CHUCTEM JJIEKTPOHHOTO
JIOKYMEHTO000pOTa B OpraHu3aIluu

[NK-5. CnocobGeH oOpraHu3oBaTh OINEPATUBHOE W APXWUBHOE XpaHEHUE JIOKYMEHTOB C
HCIIONIb30BAaHMEM WHTETPUPOBAHHON Cpelbl pa3padOTKH, BKIOYAas CPEJICTBA BH3yalbHOTO
MPOrPaMMHUPOBAHUS, YMEET WCIIOIb30BaTh CpPEJCTBA ABTOMATH3AIMH OSTallOB aHAW3a W
MPOEKTUPOBAHUS

[1K-7. CniocoOeH pa3pabaThiBaTh TEXHUYECKYIO JOKYMEHTAIIMIO M UCIIOJIb30BATh CPEJICTBA
ABTOMATU3AINH [IPU MPOCKTUPOBAHUN HHPOPMAIIMOHHBIX CHCTEM

B  pesympraTe  OCBOCHHS ~ JHCHUIUIMHBI  «ABTOMATHU3HPOBAHHBIE  CHCTEMBI
JAOKYMEHTAIMOHHOT0 o0ecredeHHsl YIPaBJIeHUs» 00yJaroNINiics TOKEH:

3HaTh:

MIPABOBOE peryarpoBaHue cepsl ynpaBieHus nHbopMaIuei u T0KyMeHTaIueH,
COBpeMEHHbIC HH()DOPMAIIMOHHBIC CUCTEMBI, CHCTEMBI SJICKTPOHHOTO JIOKYMEHTOO00POTA.

MeToauKy nmpuMeHeHus: COJ] B yripaBiIeHUYECKOM eATENbHOCTH OpraHu3allun

HOPMAaTHUBHO-TIPABOBBIC OCHOBBI POCKTHPOBAHUS M BHEIPCHHS CHCTEM JICKTPOHHOTO
JIOKyMEHTO000poTa

METOJIUKY COCTABJICHHS TEXHUYECKOH JOKYMEHTAIIMH JITsI OPraHU3alliy U CONTPOBOXKICHUS
nestenpHocTH COJ]
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YMeTh:

NPUMEHSTh 3HaHUE HOPMAaTHBHO-TIPAaBOBO 0a3bl B cdepe ynpasieHus nHpopManuen u
JIOKYMEHTAIIMEH B MPAKTHYECKOU JIeATETLHOCTH

MPUMEHSTh TEXHHYECKOE U MPUKIIAIHOE MPOTPAMMHOE O0ECTICUeHUE JIJIsl OPTaHU3aIHH
3JIEKTPOHHOTO JIOKYMEHTO000POTa B MHPOPMAITMOHHOM 00ECIICUECHUH YITPABICHUS

IPUMEHSTHh TEOPETUUECKHUE U IIPABOBBIE 3HAHUS IPU IPOEKTUPOBAaHUU U BHeApeHun COJ]
B KOHKPETHOW OpraHu3aIiiu

HpI/IMeHSITb TeOpeTI/I‘ICCKI/Ie U MCTOIUYCCKHEC ITOJIOKCHUA IJIA (bOpMPIpOBaHI/ISI KOMIIJICKTA
TEXHUYECKON JOKYMEHTAIIMH C YIETOM YCIOBHM KOHKPETHOW OpraHU3aIlun

Bnanets:

HAaBBIKOM IIJIJAHUPOBAHUS 3TAIIOB pa3padoTku U BHeApeHus COJl B COOTBETCTBUU C

HaBbIKaMU BKJIIOYCHMSI JOKYMEHTOB B CUCTEMY YIIPaBJIICHHUs JOKYMEHTaMU U PEruCcTpaluu
B HEll; yIIpaBJIEHUs JOKYMEHTaMU B CUCTEME (pacIpeielIEeHHOIO yIIpaBiIeHUs JOKyMEHTaMu );
JIOCTYTIa, TOMCKA U UCIIOJIB30BAHMSI JOKYMEHTOB B CUCTEME U KOHTPOJIA 34 UX HCIIOJIHEHUEM;
XPAaHEHUs U YHUUTOXKEHUSI TOKYMEHTOB

HaBBIKAMU BBIOOpa HEOOXOAUMBIX TEXHOIOTMYECKUH PEeLIEHUH B MPOLIECCE yIPaBIECHUS
uH(opmanen u JOKyMeHTaIue

HaBBIKAMU COCTaBJICHUsI MHCTPYKLIMM, IOPSAJKOB, PErJIAMEHTOB JUIS Pa3JIMYHbIX TPYIIIT
nosib3oBareseit COJl Ha OCHOBE JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB, PETYJIUPYIOLIUX YIPaBICHUE
JOKYMEHTaM B OpraHM3aluu

[To nucuuiuiiHe ABTOMATH3MPOBAHHBIE CHCTEMbI JOKYMEHTALIMOHHOT0 o0ecneyeHnst
yHpaBJIeHHs [IPe1yCMOTpPEHa IPOMEKYTOUHas aTTecTalus B GopMe 9K3ameHd.

O6ma;1 TPYAOCMKOCTb OCBOCHUS JUCHHUIIIIMHBI COCTABIISACT 3 3a4eTHBIE CAMHUIIBI



