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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



14

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

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


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=311818&fld=134&dst=1000000001,0&rnd=0.4616703546317751#08137578924133004
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=311818&fld=134&dst=1000000001,0&rnd=0.4616703546317751#08137578924133004
https://new.znanium.com/catalog/product/536930
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Hexkpaxa A.B., llleBioBa I'.A. Opranusanust KOHQUACHIHUAIEHOTO JIEIONPOU3BOCTBA U 3aLIUTA
naopmanuu. M.: Akanemuueckuii mpoekt, 2007. — 220 c.

Kynsies, H. H. KoHdunennuanbHoe IeTONPOU3BOJACTBO M 3AIIUIICHHBIA AICKTPOHHBIN
TOKyMEHTO000pOoT[DnekTpoHHsiid pecype] : yueOnuk / H. H. Kynses, A. C. Hémymxkun, A. T.
®abpuunos; mox oobm. pea. H. H. Kynsesa. - M.: Jloroc, 2011. - 452 c. - (HoBas yHuBepcuTeTCcKas
OnbIMoTeKA). - ISBN 978-5-98704-541-1. - Pexxum JIOCTYTIA:
http://znanium.com/catalog/product/468998

Kynses, H. H.KonduaennuaibHoe AIONPOU3BOACTBO W 3aIIUIICHHBIM AJICKTPOHHBIN
nokymentoobopot: yuebnuk / H. H. Kynses, A. C. [Ié¢mymkun, A. I'. ®abpuynos; nox obm. pen. H.
H. Kynsesa. - M.: Jloroc, 2013.

JOITIOJIHUTCIIbHAsA

Jlapua M.B., PeickoB O.M. DnekTpoHHBIE JOKYMEHTHI B ympaBieHuu: Meton. IlocobOue/
BHUNIAA. M., 2008

6.2 Ilepeuennb pecypcoB HHGOPMALHOHHO-TEIeKOMMYHUKANIMOHHOM ceTn « AHTepHET).

HanunonaneHast snextponnas 6ubnmuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunast anexktponnas 6ubiamnorexka www.elibrary.ru
Dnektponnas o6ubarorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IlpodeccnonajbHble 0a3bl JaHHBIX H HHPOPMALHOHHO-CIPABOYHbIE CHCTEMBI

JlocTyn k npodeccruonanbHbIM 0a3am qanubIx: hitps://liber.rsuh.ru/ru/bases

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

7. MaTepuajibHO-TeXHHYECKOe ofecreyeHue JUCHUILIHHBI

s obecriedeHUs: TUCHMILUIMHBI HCMOJNb3YyeTCsl MaTepHalbHO-TEXHUYecKas 0aza 00pa3oBaTeIbHOTIO
YUPEKIACHUS:

1) 1uis NEKIMOHHBIX 3aHATHH - ydeOHas ayJIuTOpHs, TOCKa, KOMIBIOTEP MM HOYTOYK, MPOEKTOP
(cTaroOHapHBINA WK MIEPEHOCHON) JUIs AEMOHCTPALIUU YUeOHBIX MAaTEpHAIIOB.

CocraB MporpaMMHOT O obOecrneueHUs:

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


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

CocTtaB nmporpaMMHOTO 00€CIICUCHHUS
Windows

Microsoft Office

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

Adobe CS4 Master Collection

NGO~ wWNE

8. ObecnieueHne 00pa3oBaTEeIbLHOIO MpoLecca JJIsl JUIl ¢ OTPAHNYEHHBIMH BO3MOKHOCTAMH
310POBbSI H HHBAJIWI0B

B xonme peamuzauuy JUCHUIUIMHBI MCIOJNB3YIOTCS CIEAYIOLIUE JONOJHUTENbHBIE METO/IbI
00y4yeHMs, TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M IPOMEXYTOYHOM aTTecTaluu OOydyaroIlMXcs B
3aBHCUMOCTH OT UX WHIUBHIYaTbHBIX 0COOCHHOCTEH:

® Ui CJENBbIX W CIA0OBUIAIIMX: JIEKIUH O(OPMIISIOTCS B BHJIE 3JIEKTPOHHOIO JOKYMEHTa,
JOCTYIHOI'O C TIOMOUIbIO KOMIIBIOTEpA CO CIELUAIN3UPOBAHHBIM IPOrPAaMMHBIM 00€CIIEYEeHUEM;
MUCHMEHHBIC 33/IaHUSl BBIMOJIHAIOTCS HAa KOMIBIOTEPE CO CIEHUAIM3UPOBAHHBIM IPOTPAMMHBIM
o0ecreyeHneM WIM MOTYT ObIThb 3aMEHEHbl YCTHBIM OTBETOM; OOECIEeYMBAETCS WHAMBUIYyalIbHOE
paBHOMepHOe ocBenieHue He MeHee 300 JrOKC; Il BBIMOJTHEHHUS 3aJaHUsl MPU HEOOXOIUMOCTH
IIPEJOCTABIIAETCS YBEIMUYMBAIOIIEE YCTPOWCTBO; BO3MOXKHO TAaK)K€ HCHOJIb30BAaHHE COOCTBEHHBIX
YBEIIMYHMBAIOIINX YCTPOHUCTB; MUCHbMEHHBIC 3aJaHUs O(OPMIIIOTCS YBETMIEHHBIM HIPU(PTOM; SK3aMeH
1 3a4€T MPOBOAATCS B YCTHON (hOpMe MM BBITOJIHAIOTCS B MMCbMEHHOM (hopMe Ha KoMIbIoTepe.

® [UIsl TIyXUX U CIa0OCIHBIIANINX: JIEKIMH O(QOpPMIISAIOTCS B BHJIE 3JIEKTPOHHOIO JOKYMEHTA,
au00  mpeaocTaBiseTcss  3BYKOYCHWJIMBAIOILIas — ammapaTypa HMHAMBUAYAJBHOTO  IOJb30BAHUS;
MIMCbMEHHBIE 3aJIJaHUSl BBINOJIHSIOTCS Ha KOMIIBIOTEpE B MHCbMEHHOM (opMe; 3K3aMeH U 3a4ér
MIPOBOJIATCS B MUCBbMEHHOM (hopMe Ha KOMIIbIOTEPE; BO3MOKHO MPOBEIEHUE B (hOpME TECTUPOBAHMUS.

e JUIsl JIMI[ C HapyLIEHUSIMH OIOPHO-JBUTaTEJIbHOTO amnmnapara: JeKUUHu OPOpMIIIIOTCS B BUIE
ANEKTPOHHOTO JOKYMEHTa, JOCTYIIHOIO C IIOMOIIBI0 KOMIIBIOTEPA CO CIEHUATM3UPOBAHHBIM
IPOrpaMMHBIM ~ OOeclieYeHHeM; THCbMEHHBIEC 3a/laHUsl  BBINOJHSIOTCS HAa KOMIBIOTEpE CO
CHEIHaTM3UPOBAaHHBIM NPOTPAMMHBIM 00€CIIeUeHUEM; 3K3aMeH U 3a4€T MPOBOASTCS B YCTHOU (opMme
WM BBITIOJIHAIOTCS B MUCBbMEHHOM (popMe Ha KoMmIbroTepe.

[Ipu HEOOXOIMMOCTH MpeTyCMaTPUBAETCS YBEIMUEHNE BPEMEHH IS [TOJITOTOBKH OTBETA.

[Iponienypa mpoBefieHHsT MPOMEKYTOYHON arTecTalMy JUis OOy4arolUXCsl YCTaHABIMBAETCS C
yU€TOM MX MHIUBHIYaJIbHBIX NMCUXO(U3NIecKnXx ocobeHHocTel. [IpomMexyTodnas artecTamus MOXKeT
MIPOBOAMUTHCS B HECKOJIBKO ATAIOB.

[Ipn npoBeaeHMH mpoUEayphl OLEHUBAHUS PE3yIbTaTOB OOY4YEHHs MpeaycMaTpuBaeTcs
UCIOJIb30BaHNE TEXHUYECKUX CPE/ICTB, HEOOXOJUMBIX B CBS3M C MHAWBUIYAJbHBIMU OCOOEHHOCTSMU
oOyyaromuxcsi. OTH CpEACTBA MOTYT ObITh TPEIOCTABICHBl YHUBEPCUTETOM, WJIH MOTYT
HCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUYECKUE CPECTBA.

[IpoBenenue mpoueaypbl OLEHUBAHUS PE3YNbTATOB OOYUYEHMsI JOIMYCKAeTCsl ¢ MCIOJIb30BAHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH.

ObecneunBaeTcsi 10CTyn K HMHGOPMAMOHHBIM U OuOIMOrpaduueckuM pecypcaM B CETH
WuTepHeT [uist Kaxxaoro odydaromierocs B popmax, alaiTUPOBAHHBIX K OTPAHUYEHUSAM UX 310pPOBbS U
BOCTIPHUSTHS HHPOPMALINH:
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e UIsl CIIETIBIX W CHA0OBUISIIMX: B TIEYAaTHOW QopMmMe yBEIUYEHHBIM MIpuPTOM, B Qopme
AJIEKTPOHHOTO JIOKYMEHTa, B (hopme ayauodaiina.

® JIUIsl TITYXUX U CJIA0OCIBIIIAIINX: B Ie4aTHOU (opme, B (OpMe FIEKTPOHHOTO JJOKYMEHTA.

® Ui 00YYAIOUIMXCS C HAPYIICHUSMH OTMIOPHO-IABHIATEILHOTO armapara: B Ie4aTHou (Gopme, B
(hopMe AIIEKTPOHHOTO JOKYMEHTa, B (hopme ayaunodaiina.

Y4eOHblC ayIUTOPUU JJIsi BCEX BHUJOB KOHTAKTHOH WM CaMOCTOSITEIIBHON paboThl, HaydHas
OMOIMOTEKa W WHBIE TIOMEIICHUs Il OOYYEeHHS OCHAICHBI CIEIUAIbHBIM OO0OpYJIOBaHHEM |
y4eOHBIMU MECTaMH ¢ TEXHHUYECKUMHU CPEJICTBAMHU O0yUCHUSI:

® JIJIsl CJICTIBIX U CIA0OBUAAIINX: YCTPOMCTBOM JJII CKAHUPOBAHUS M YTCHHUS ¢ Kamepoirl SARA
CE; nucruteem Bpaitns PAC Mate 20; npunatepom Bpaiins EmBraille ViewPlus;

oISl TIYXUX W CIA0OCIHBIIANINX: aBTOMAaTHU3UPOBAHHBIM pPa0OYUM MECTOM Ui JIOJCH C
HapyILIEHUEM CITyXa U CIa00CTBIIIANINX; AKYCTUYECKUN YCUIIUTEIb U KOJIOHKU;

o 11 OOYYalOUIUXCSl C HAPYIICHUSIMH OIOPHO-JABUTATEILHOIO ammapara: TepeIBHKHBIMU,
peryaupyeMbpIMd 3proHoMuueckumu mapraMu CH-1; KOMIBIOTEpHON TEXHUKOH CO CIICIHAIbHBIM
IPOTPaMMHBIM 00ECTICYECHHEM.

9. MeToauueckue MaTepHuaJibl

9.1 InaHbl NMPAKTHYECKUX 3AHATHH

IIpakTnueckoe 3ansatue 1. (Tema 4). OcoOEHHOCTM YCTaHOBKM U pabOThl C MPOrpamMMoin
3JIEKTPOHHOTO JIoKyMeHTooOopota mpeanpusatus «AEJIO». - mnpoeepka cghopmuposeannocmu
komnemenuyuii - OINK-2.1

Henabr pabdorbl: paccMOTpeTh Ha NPAKTUKE OCOOEHHOCTH YCTAaHOBKM M pabOThl € MpOrpamMMmoin
AJIEKTPOHHOTO J0KyMeHTooOopora mpemnpustus «AEJIO». O3nakomutbes ¢ QyHkmusmu COJ1
«AEJIO», rne ¢ moafepKKoW TpaJuIMOHHOTO JEJIONPOU3BOJCTBA IMOSBISETCS BO3MOXKHOCTH 0Oe3
pHUCKa MEpPEeUTH OT NPHUBBIYHOTO «OYMa)KHOTO0» JEIONPOM3BOJCTBA K COBPEMEHHBIM TEXHOJIOTUAM
YIIpaBJICHUS] BUPTYaTbHBIMH TOKYMEHTAMHU.

IMopsinok BbINOJIHEHUS PAdOTHI

CryneHTBl C TOMOIIBIO TpPENoAaBaTeNis YCTaHABIMBAIOT MPOrpaMMy  3JIEKTPOHHOIO
nokyMeHToobopoTa npeanpusatis «IEJIO», yautsiBast Te 0COOEHHOCTH, KOTOPbIE MOT'YT BO3HUKHYTh
P BBOJIE B DKCILTyaTallHIo.

C noMolpio IpernoaaBaressi HaCTPauBalOT CUCTEMY B TOYHOM COOTBETCTBUU C BUPTYaJbHOU
CTPYKTYpoil o00bekTa HH(pOpMaTH3alMK, NPUHATHIMH MpPAaBUJIAMH U MOPSAKOM, MO3BOJSIOIIUM
MEPEHECTH MPUBBIYHYIO pabOUyI0 Cpely B 3JEKTPOHHBIM BHJ, YTO OYEBUIHO OOJErdaeT Mepexo] Ha
CO/1 (naHHBIE IPEIOCTABIISIET IPETIOAABaATENb).

151 BbINOJTHEHUsI paGoThl He00X0AUMO:

1. TIpoanaiu3upoBaTh TEXHOJOTHYECKUH IMPOIECC YCTAHOBKU IPOrPaMMBbl 3JIEKTPOHHOTIO
nokyMeHToobopoTa npeanpusatus «IEJIO», yautbiBas Te 0COOEHHOCTH, KOTOPBhIE MOT'YT BO3HUKHYTh
IIPH BBOJIE B HKCILTyaTalHIo.

2. Hacrpoutb cucTeMy B COOTBETCTBUH CO CTPYKTYpPOH 00beKTa HH(OPMATH3AIINH.
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3. O3HaKOMUTBCS ¢ UHTEP(HEHCOM, BKIIFOUAFOITIM:

3.1. OsnakomieHue ¢ (QYHKIUEH «aBTOMOACTAHOBKA» M «CIHCOK THUIOBBIX TEKCTOBY,
MO3BOJISIONIEH paboTaTh ¢ OOJIBIIMM KOJIMYECTBOM JOKYMEHTOB.

3.2. Ilpaktuyeckoe O3HaKOMJEHHE C (QyHKUIUEH «MacmTabupyeMocTH» («yBeIHuEHUs
oxBarta») moJib3oBatenei, mozpossronieit B COJ1 «JIEJIO» ogHOBpeMeHHO paboTaTh OT €IMHHMII JI0
TBICSAY I10JIb30BaTENEN OJTHOBPEMEHHO.

3.3. O3HakomiieHHE C (PYHKIMEH B O0OJIACTH JTOKYMEHTOOOOpOTa MPEANPUSATHS (PETUCTpAIIHs,
KOHTPOJIb HMCIHOJHEHHs, MapUIpyTH3alUs, Pa3IUYHble OTYEThI, MOJHOLIEHHBIM MOUCK, CIHCAaHUE B
JIEN0), BXOAIIYIO B cTaHaapTHYIO moctaBky COJ «IEJIO».

3.4. Oznakomuienue ¢ ¢pyHkuueil «/lenerupoBanne NOJTHOMOYUM Ha pabOTy C TOKyMEHTaMU»,
MO3BOJISIONIEH JIETKO TIepeIaBaTh Jieja MpU CMEHe padOTHHUKA (YXOJI B OTIYCK WJIA YBOJIbHEHHE).

3.5. Ha mpakTuyeckoM TMpUMepe OCYIIECTBUTh pa3rpaHHUYEHUE JIOCTyHa pPa3IMYHBIX
MOJIb30BaTeNel K JIOKYMEHTaM, O3HAKOMHUTHCA C (YHKIMEH CHCTeMbI, Jarolleld BO3MOXKHOCTH

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

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

Heapr padoThi: paccMOTpeTh HAa MPAKTUKE OCHOBHBIE OILUU CHCTEMbI 3JIEKTPOHHOTO
nenornpoun3BojictBa «JIEJIO», pemraembie 3amauu, 00eCleUMBAIONINE KAYECTBEHHBIA U IOPUINYECKU
3HAYUMBINA TOKYMEHTOOOO0pOT mpeanpusaTus tobdoro macimrada. Coznanue u nposepka DI, mrammsr
BpEMEHU. 3HAKOMCTBO C MOJJIEP>KKOM BCEX MCMOIb3yeMbIX B PO kpuntonpoBai1epos.

Ilopsinok BbINOJHEHHS Pa0OTHI

CTyneHTbl C TOMOLIbIO IMpernojaBaTeis 3HAKOMSTCS Ha HPAKTHUKE C OCHOBHBIMHU OMNILIMHU
CUCTEMBI DJIEKTPOHHOTO Jenonpous3BoacTBa «/IEJIO» (maHHbIe TpeIoCTaBIISIeT MIPEnoaaBaTensb).

J1st BbIOJTHEHUsI pa00oThI HE00X0AUMO:

1. OTKpBITH AHanOroBoe OKHO «KaHuensiprs», Mo3BOJISIONIEe ¢ TOMOIIbIO JaHHON ONIIUU
MIPOBECTH PETUCTPAITUIO JTIOOBIX TUIIOB JOKYMEHTOB B COOTBeTCTBHH ¢ TpeboBaHusimu ['C/IOY,
MEPEBECTH MPOCTON OyMaXKHBIN TOKYyMEHTOOOOPOT B AJIEKTPOHHBIN HAa MpUMepe KOHKPETHON
OpraHM3aIlNK; PErHCTPAINIO OOpaIlleHUH rpaskaaH; ocymecTBUTh noaaepxky DI (manHbIe
MIPEIOCTABIISET PET0IaBaATEND).

2. IloarotoBuTh K OTIpaBKE HCXOJALIYI0 KOppeCHOHIAeHUH0. lIpon3BecTn COpTHPOBKY
UCXOMSIIUX JIOKYMEHTOB II0 peecTpaM Ha OTIPaBKy; Ie€4aThb PEECTPOB OTHPABKUA JOKYMEHTOB,
KOHBEPTOB, AKETOB U JIp. (IaHHBIE MMPEIOCTABIISIET MIPETIOaBATENb).

3. IloarotoButh mopydeHue. JIJisi BBIMOTHEHHUS D3TOTO 3aJaHHsl HEOOXOIUMO CO3/1aTh U

MPOBECTH PalbOTy ¢ TOpYYCHHUSIMHU (JaHHBIC TPEJAOCTABISACT MPENOoaaBaTelib M3 JBYX BapHAHTOB
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BJIOKEHHOCTH M Pa3BETBIEHHOCTH). PaccMoTpeTh paboTy ¢ HpoeKkTaMM INOpY4YEHUH; Ha3Ha4yeHUe
BHYTPEHHUX U BHEIIHUX HCHOJHMUTENEH. PaccMOTpeTh pasHMIly KOHTPOJBHBIX U HE KOHTPOJBHBIX
nopyyenuid. [IpoBecTn maHHbIe B mporpamme 00 «MH()OPMUPOBAHHM» O MOCTYIJICHMH B KaOWHET
HOBBIX IIOPYYCHHH.

4. Tlo onuun «KOHTpONb MCIOJNHEHUs MOPYyYEHUi» cHOopMUPOBATH YMEHHE IO MPOCMOTPY
OTYETOB 00 HCIIOJHEHHM W CHATHE C KOHTPOJS JHOOBIX mopydeHHd. OCyIIeCTBUTH KOHTPOJIb BCEH
HepapXuM MOPYYEHHUH - OT IIYHKTOB, /IO CJIOKHBIX MHOTOCTYIIEHYATBHIX PE30JIIOLHI, UMEIOIINUX Pa3HbIX
aBTOpPOB, KOHTPOJIEPOB M UCHOAHUTENEH. ONpEeneInTh MEXaHU3M OIIOBEIIEHHUS O OCTYIUIEHUN HOBBIX
JOKYMEHTOB; CO3[JaHME HAllOMUHAHUN IO HOPYYEHUsAM; HMHPOPMHUPOBAHHUE O HApPYLIEHUH CpPOKa
HCIIOJIHEHUS IOKYMEHTOB.

5. B onuun «CornacoBaHue» OCYIIECTBUTh HAaCTPOMKHU Ipoliecca COIVIaCOBAHUS U CO3JAHUS
pa3IMYHBIX MapLIPyTOB, IIyT€d COIVIACOBaHMS [UIsl Pa3jM4YHBIX JOKYMEHTOB. OCyIIECTBUTH
MOAJEPKKY BEPCHOHHOCTH. YCTAaHOBUTb B IIPOIpaMME€ CPOKHM COIVIACOBaHMS; HAIOMMHAHUA U
OTIOBELICHHUS.

6. Hactpouts onuuto «busnec-nponeccsl». Ha KOHKpeTHOM IpuMepe HPOBECTU HACTPOUKY
[I0JT KOHKPETHYIO 3a/lauy (aHHbIE NPEAOCTaBIsAeT NpenojaBaTeib) OT PeruCTpalud A0 HOAIHCAHUS
JOKYMEHTA.

7. O3nakomuthcs ¢ padoroit ¢ COJ] yepe3 MOOHMIIBHBIC YCTPOWCTBA (B KAayeCTBE MPUMEPE
nperoiaBaTenieM BeIOUpaeTcst ouH u3 ycrpoicTs: iPad, iPhone, cMapT(hoHBI, KOMMYHUKATOPBI, TAKKE
MOOMIIbHBIE TeJIe()OHBI, IUTAHIIETHBIE KOMITBIOTEPHI).

8. OcymiecTBiseTcss HACTpoMKa onuuu «OpraHu3anys MOJHOLEHHOTO B3anMoaencTeuss» CO/
C KOHTPOJIEM IIPOXOXKACHUS JOKYMEHTOB B OpraHU3alUsaX-aJpecaTax U OMOBEUICHUS U YBEJOMIICHUS —
paccbUIKa HAallOMUHAHUM U yBEJAOMJIEHMM IO JIOOBIM COOBITHSIM; HACTPONKa HYXHBIX YBEIOMIIEHHM
(1TaHHBIE MPEIOCTaBISIET IPENOoIaBaTeb).

9. OcyuiecTBUTh CKaHHpPOBaHME JAOKyMeHTa. OCyIIECTBIAETCS 3HAKOMCTBO C OINLHUEH
«MIOTOYHOTO  CKAaHUPOBAaHUSA» C  TEPEeBOJAOM  JOKYMEHTAallMd B  JJEKTPOHHBIA BUA U
aBTOMATHU3HPOBAaHHOW  pPEruCTpaliy  PaclO3HAHHBIX JOKYMEHTOB  (JlaHHble  IPEJOCTaBIsET
npernoiaBaTens). B utore mponsBecTu pacrevyarky U paclo3HaBaHUE IITPUX-KOJIOB.

10. Ha KOHKpeTHBIX NpHUMEpPax OCYLUIECTBUTh CO3/1aHUE OTYETOB — IMOATOTOBUTH K IE€YaTH
OTYETHBIX (OpPM; CTAaTHUCTHKH. PaccMOTpeTh Ha mpuMmepe OTJIWYHUS TPOU3BOJBHBIX OTYETOB U
BO3MO>XHOCTh BbIOOpA I1a0JI0HOB MeYaTH OTYETOB.

11. Oznakomsienne ¢ onmued «Beb-mocTym» — TMONHOLIEHHas ynaneHHas pabora c

AOKYMCHTaMH; UCIIOJITHCHUC HOpy‘-ICHHfI; KOHTPOJIb UCITOJIHCHUA; COTJIAaCOBAHUC, ITOUCK.
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12. Oznakomnenune ¢ ommuend «ILII» — moanucanue (ailyioB U PEKBU3UTOB JTOKYMEHTOB;
WCIOJIb30BaHUE TPH TOJANUCAHUM M COTJIACOBAaHWU; BBOJ WH(POpMANMU OT PyKU ((hakCHMHIIbHAS
MOAMKUCH, KOMMEHTApHUH, OTYET) (JaHHBIE MPEIOCTaBISET MPETOJaBaATENb).

13. Pabora ¢ «IIporokonmamu». Ha ocHOBE BBEIEHHBIX JAHHBIX OCYIIECTBISETCS MPOCMOTP

BCEX HeﬁCTBHﬁ, COBCPUICHHBIX B CUCTEME.

IpakTuyeckoe 3anstue 3. (Tema 1 1.1.). Opranuzanusi CUCTEMBI HIEKTPOHHOTO IOKYMEHTO000pOTa
u ee 3amura. OyHKIMOHAIBHBIE BOBMOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jienonpon3BocTBa «IEJIO»:
Perucrparust JOKyMEHTOB. - nposepka cghopmuposannocmu komnemenyuii - OIIK-2.1

Heas pabdoTbl: paccMOTpPeTh Ha TNPAKTUKE (YHKIHMOHAIBHBIE BO3MOXHOCTH CHCTEMBI
3JIEKTPOHHOTO Aenonpou3BoacTBa «JIEJIO»: Peructpaius 10KyMEeHTOB.

ITopsinok BhINOJIHEHHS PA0OTHI

[Ipexne yem mpuctynarb K padoTe ¢ JOKYMEHTOM, €ro HeOOXOIMMO BBECTH B CHCTEMY, T.C.
3aperucTpupoBaTh. Peructpupyrorcs Kak IOCTYNHMBIIME U3BHE, TaK U CO3/aHHbIE BHYTpU
OpraHu3alM JOKYMEHTBI: MHUCbMa, MPUKa3bl, JOTOBOPHI, OOpallleHUs TpakAaH M Ipouee (IaHHbIE
IIPEJOCTABIISAET MPENOAABATEIND).

Jlsis1 BbINOJTHEHU J1a00paTOPHOii pa6oThl HE00X0IUMO:

1. IlIpu perucrpauuu GopMUpPYETCs] pErUCTPaLlMOHHO-KOHTpoibHAs KapTouka (PK), B koTopyto
3aHOCSITCS CBEJICHUSA O JIOKYMEHTE, U CUCTEMAa aBTOMAaTHUYECKH IIPUCBAMBAET HOMEDP B COOTBETCTBUU C
3aaHHbIM 1a0noHoM. PK copepxuT monHblii Habop MeTaJaHHbIX U PEKBU3UTOB, IPEAYCMOTPEHHBIX
CTaHJIapTaMHU POCCUHCKOIO JAenonpou3BojacTBa. K kapTouke MOryr ObITh MpHUKpErieHbl (ailibl (1o
BapHaHTY 3aJlaHusl, BBIIAHHOTO MpernojaBaTesieM), COoAepallhie TEKCThl WM Tpadudeckue oOpasbl
caMHMX JOKYMEHTOB.

2. Jlna oTpakeHUs BEJOMCTBEHHON WM oTpaciieBoil creruduku cocraB noiei PK moxxer
ObITh pacIIMpeH 3a CYET CO3/aHus JIONOJHUTEIbHBIX PEKBU3UTOB. [IpenocraBnsrorcs A BBoJA
JaHHbIE, COCTOSIIIME W3 JIBYX BapuUaHTOB — OJUH BapHaHT - MO BEJAOMCTBEHHOW NPUHAAJIECKHOCTH,
BTOPOW BapHUaHT — I10 OTPACIIEBOU.

3. CucreMa MO3BOJISIET B aBTOMATU3MPOBAHHOM pEXHME PErMCTPUPOBATH IEPENAHHBIE I10
AJIEKTPOHHOW IOYTE JOKYMEHTBHI, B TOM YHCJI€ CHa0)XEHHbIE SJIEKTPOHHON IU(PPOBOI MOAMUCHIO
(BUIT). Jnst moxkyMeHTOB, KOTOphie ToTOBATCS ¢ momotmibio MS Word u Excel, Takke peanuzoBana
YIPOILEHHAs MPOLEAYypa PETUCTPALUU NPSIMO U3 MPUBBIYHOM IS MOJb30BATENSA CPEIbl PEIAKTOPA.
JUisd BBINOJHEHWS 3TOTO 33JaHUs OJIHA TpyIIa CTYJEHTOB HaIlpaBJIIET Ha JJIEKTPOHHBIN ajpec
JIOKYMEHTBI, BTOpas TpyIina Ux MojaydyaeT U pacCMaTpUBAeTCs MPOLIECC PErUCTPaLlUU.

4. TlpoucxonuT 3HAKOMCTBO C OOJErYeHHOW W YCKOPEHHOM HpOIEAypOd perucTpanuu.

I/ICHOJ'H:3YIOTC$I CJICAYIOIUC NHCTPYMCHTBI:
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e 33/laHUE aBTOMATUYECKH 3aII0JIHAEMbIX 3HAUYEHUM PEKBU3UTOB (TI0 YMOIYAHUIO);

® 3aMOJHEHME PEKBU3UTOB IIyTeM BBIOOpa HYKHOTO 3HAYEHUS M3 3apaHee HacTPOSCHHOTO
CIPaBOYHHKA;

e mepeveHb HanboJiee YacTO UCIOIb3YEMBIX CTaHAAPTHBIX TEKCTOB;

® YCTAHOBJICHHE CCHUIOK Ha JIPYrUe JOKYMEHTHI;

® OTHECEHHE JOKYMEHTAa K TEMaTHYECKUM PyOpUKaM U Jp.

IpakTunyeckoe 3anstue 4. (Tema 1 1.2.). Opranuzanusi CUCTEMBI AIEKTPOHHOTO IOKYMEHTO000pOTa
u ee 3amura. OyHKIHOHATBHBIE BOZMOKHOCTH CUCTEMBI 3JIEKTPOHHOTO JIenonpon3BocTBa «IEJIO»:
Pabora ¢ daittamu (37EKTPOHHBIME JIOKYMEHTaMU) - HPOBEPKA CHOPMUPOBAHHOCH U KOMREMEeHUUIL -
OIlK-2.1

Leap pabdoThbl: paccMOTPeTh HA NPAKTHKE (YHKIMOHAIBHBIE BO3MOXXHOCTU CHCTEMBI
3JIeKTpOHHOTO AenonpousBoacTBa «IEJIO»: Pabora ¢ daiinamu (37€KTPOHHBIMH JOKYMEHTAMH).

IMopsiiok BbINOJIHEHUS PAdOTHI

[Ipexxne yeM MpUCTYNUTH K paboTe, HEOOXOAUMO K PETUCTPALMOHHON KapTOUYKe MPUKPEIHUTh
¢aiinpl m00BIX (QopMaTOB, coiepXkKaliue TEeKCT WM rpaduyeckue oOpas3bl TOKYMEHTOB (JaHHBIC
IIPEIOCTABIISAET IPEOAABATEND ).

Jlsis1 BbINOJTHEHU J1a00paTOPHOii pa6oThl HE00X0AUMO:

1. 3anucare Qaitnel B 6a3y maHHbIXx cuctembl «/IEJIO», ynocroBeputbcs O TrapaHTHH HX
COXpaHHOCTH. PaccMOTpeTh BapuaHT yJaleHHs ¢ JIOKaIbHOTO KOMIbIOTepa noiyib3oBatens. [Ipu stom
cucTeMa 0o0ecreyrBaeT MOJHOLEHHYIO paboTy C QaillaMu: mpocMOTp, peJakKTUPOBAHUE, yIAJIECHUE,
MOJNKCAaHUE 3JIEKTPOHHON HM(PPOBOM MOANKCHIO, pa3rpaHUYeHHe MpaB A0CTymna (kak Ha ypoBHe PK,
TaK U CaMOr0 JIEKTPOHHOTO JOKYMEHTA).

2. OcylecTBUTh NMEPEBO JOKYMEHTOB M3 OYMa)kHOM (OpMBI B 3JIEKTPOHHYIO (hopMYy (JaHHbIE
MIPEIOCTABIISET NPENOAABATEND).

3. OcyuiecTBUTh CKaHMpPOBAaHUE U pAclO3HaBaHWE OYMaXHBIX JOKYMEHTOB MpSMO U3
uHTepdeiica perucTpallMOHHOW KapTOYKHW U aBTOMAaTUYECKM MPUKPENHTh monydeHHsle daitnbl k PK
(Omnus «CkaHupoBaHUe») (AaHHBIE IPEAOCTABIISAET MPENOAABATEND).

4. PaccMOTpeTh BO3MOXHOCTh MAacCOBOI'O BBOJIa B CHCTEMY OyMaXXHBIX JOKYMEHTOB U
pacmo3HaBaHUsl HMX DJEKTPOHHBIX 00pa3oB (UTO XapaKTEpPHO I OpTraHu3aluid C OOJIBIINM
JOKYMEHTOIIOTOKOM). YOeAuTbCcsl MO KOJMYECTBY 3aTPau€HHOTO BpPEMEHHM O 3HAUYUTEIbHOM
COKpAIlleHUH TpyJo3aTpaT Ha BBOJA HH(DOpPMAIMM U CO3JaHUU MPEANOCHUIKM Ul Tepexona K
3JIEKTPOHHOMY JOKYyMEeHT0000poTy. (Onuus «IloTouHoe ckaHupoBaHME») (JaHHbBIE NPEIOCTABISAET

IpernojaBaTesb).
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5. OcyI1ecTBUTD «IIOTOYHOE CKAaHUPOBAHHUE Te MPHU PETUCTPALIMU HA IOKYMEHTE (Ha MepBOM
WIM Ha OTAEIbHOM YHMCTOM JIMCTE) I€4YaTaeTcs Ha3HA4aeMbIil CUCTEMON YHUKaJIbHBIA IUTPHUX-KOZ,
coJiep KAl YHUKAbHBIN HICHTU()UKALMOHHBIA HOMEP JOKYMEHTA U MpaBHiia ero 00padoTKH.

B 1mpouecce CckaHMpOBaHMS M PACHO3HABAHUS CHUCTEMA AaHAIM3UPYET IITPUX-KOI U
o0OpabaThiBaeT OTCKaHWPOBAHHBIE JOKYMEHTHl B COOTBETCTBHHM C yKa3aHHOH B HeM HH(OpMaluen.
[Tony4yennsle B 3aaHHOM (opmare pe3yabTaThl CKAaHHUPOBAHUS ABTOMATHYECKU IMPHKPEIUIAIOTCA K
cootrBercTByOIMM PK.

6. [IpousBoauTCst HACTPOUKH MapaMETPOB MOTOYHOTO CKAHUPOBAHMUS:

pacnojoXkeHue ITPUX-Koia Ha IOKYMEHTE WM YUCTOM JIUCTe OyMaru;

HOJJIEP’KKA PabOTHI C IBYCTOPOHHUM CKaHEPOM;

crocod o0paboTku (co3manme TpaduUecKoro H300pakeHHs, TEKCTOBOTO (aiima wim
KOMOWHHMPOBAHHBIN BapUaHT);

dopmarsl m3odpaxenus (TIFF, GIF, JPG, PNG), u pacnoznaBanus (TXT, RTF, DOC, HTML,
CSV, DBF, XLS, PDF);

7. Ilpoussectn otkpeiThe PK myreMm cuuThIBaHMS IITPUX-KOJA C OPUTMHAIA JOKYMEHTA C
MOMOIIBI0 PYYHOTO CKaHepa W OCYLIECTBUTh IIOUCK JOKYMEHTOB [0 IITPUX-KOAY (JIaHHBIE
MIPEIOCTABIISAET MPETOIaBaATENb).

Jns peanuzanuu JaHHON (DYHKIIMHM WMCIONB3YETCS NPOTPaMMHOE OOECTICYeHHE KOMITAaHUH

ABBYY — FineReader 6.0 mnm 7.0 Scripting Edition.

IpakTuyeckoe 3ausitue S. (Tema 1 1.3.). Opranu3aiys CUCTEMBI JIEKTPOHHOTO TOKYMEHTOO00pOTa
u ee 3ammra. OyHKIHOHATBEHBIE BOZMOKHOCTH CHCTEMBI dJIEKTPOHHOTO Jienonpou3BoacTBa «IEJIO»:
PaGora ¢ mopydeHusiMu (BbAa4ya, WCIONHEHWE W KOHTPOIb) - HMPOBEPKA CHopmMuposannocmu
komnemenuyuiit OINK-2.1

Heas pabGoTbl: paccMOTpPEeTh Ha TPAKTUKE (YHKIMOHATBHBIE BO3MOXHOCTH CHCTEMBI
aNeKTpoHHOro JaenonpousBoAcTBa «JIEJIO»: Pabora ¢ mnopyuyeHusiMH (BblJaya, HUCIOJHEHHE H
KOHTPOJIb).

ITopsinok BbINOJIHEHUs PadOThI

st BeIMOTHEHUS Ta00paTOPHOI pabOTHI HEOOXOIUMO 3HATH CIEAYIOIIEe:

Cucrema o0ecnieurBaeT pabOTy ¢ HECKOJIBKUMH BHIaMU MTOPYUYEHUN: PE3OTIOIHS — TOpyUEHUeE,
BBIJIaBAEMOE  YIOJIHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM Ha OCHOBaHMU JIOKYMEHTa; ITYHKT —
MOpy4YeHHe, coJeprKalieecsi B TEKCT€ CaMOro JOKYMEHTa M HE HMEIoIlee KOHKPETHOrO aBTopa;
MOTYMHEHHAST PE30JTIOLUS — OTHOCUTCS HE K IOKYMEHTY B IIEJIOM, a K €r0 OTIEIbHOMY IMYHKTY WA
PE30ITIONNH; CUCTEMA TIO3BOJISIET OTCIIEAUTh HEPAPXHIO PE30TIOIUIL JIF000H CII0)KHOCTH HE3aBUCHMO OT

UX KOJMYECTBA; IMPOEKT PE30TIONMM — IMPEIBAPUTENIbHBI BapUaHT PE3OJIOLUH, TpPeOyroImui
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YTBEPKACHUS pyKOBOJICTBOM. PykoBOoAMTEIN MOTYT BBOAUTH MOPYUECHUS U aBTOMAaTHYECKU PACChLIATh
WX UCIIOJHUTEIAM, JENErupysl MOJTHOMOYUS MO KOHTPOJIO CHEHUUATBHO BbIICIEHHBIM JOJKHOCTHBIM
JUIIaM WIK OTAeNaM KoHTpoisi. CucteMa MmoaaepKuBaeT paboTy ¢ JIOOBIM KOJUYECTBOM HOPYUYECHUI
[0 JOKYMEHTY, KaXJ0€ U3 KOTOPbIX HMEeT CBOUX (UTYpPaHTOB (aBTOPOB, KOHTPOJIEPOB U
ucnonuuteneit). Takum 00pa3oM, BceM 3aMHTEPECOBAHHBIM JIOJKHOCTHBIM JIUI[AM IPEIOCTaBISIOTCS
3¢ (heKTHBHBIC MHCTPYMEHTHI JIJIs1 YA0OCTBA KOHTPOJIS U UCTIOJTHEHHSI IOKYMEHTOB.

Jsis1 BbINOJTHEHHs Pa00ThI HEO0X0UMO:

1. BBectu «mopyueHue» H yOeOUThCS, YTO MPOM3OILIA aBTOMATHYECKas MepechUIKa
JIOKYMEHTOB MCIIOJIHUTEIISIM B UX paboune kaOuHeThl B cucteme «JIEJIO».

2. Bapuant 1. IlonmyuuBiiee JOKYMEHT JOHKHOCTHOE JIMIIO JOJIKHO CaMO HCIOJHUTH €r0 U
BBECTH B CUCTEMY COOTBETCTBYIOIIUNA OTYET.

2. Bapuant 2. IlonyuuBiiee JOKYMEHT AOJDKHOCTHOE IIMIO JIOJDKHO CBOEH pe3onronueit
HAMpPaBUTh TOKYMEHT JaJiee — UCMIOIHUTENSIM 00Jiee HU3KOTO YPOBHSIL.

3. B cooTBercTBUM C 3aJaHMEM JiI KOHTPOJBHBIX JOKYMEHTOB, IO KOTOPHIM BBEICHO
MOpYyYEHUE, AaBTOMATHYECKH  OTCICKHBAOTCS  CPOKH  HCIIOJIHEHUS, 0CO00  BBLICTSIOTCS
KOHTPOJIUPYEMbIE JIOKYMEHTBI M JIOKYMEHTBl C HCTEKIIMMH CpOKaMu ucnoiaHeHus. Cucrema
aBTOMAaTU4YeCKH MHGOPMUPYET MOJIH30BATEN O HAPYIIEHUH CPOKA PACCMOTPEHHUS WM HUCIOJIHEHUS
JIOKYMEHTOB M TIO3BOJISIET TOJy4aTh CBOJAKUA 00 MCIIOJIHEHHH KOHTPOJIBHBIX JIOKYMEHTOB. KOHTpOB
TaKXe€ MOKET OCYIIECTBISATHCS ITyTEM MTOUCKA IOKYMEHTOB IO PEKBU3UTAM KOHTPOJIBHBIX MTOPYYCHHI.

4. OcylecTBUTh CHATHE C KOHTPOJIS JOKYMEHTa IOCJE IMOJIYy4YEHUs HMTOrOBOTO OTYeTa OT
WCTIOTHUTEIIS.

5. IIpokOHTPOIMPOBATH (PYHKITUIO aBTOMATUYECKOTO YAAJICHUs] U3 BCEX pabounx KaOWHETOB

CUCTEMBI CBE/ICHUN O TOKyMEHTE (TI0CJI€ CHATUS C KOHTPOJIS «IIOPYUECHHUS).

IIpakTuyeckoe 3ausitue 6. (Tema 1 1.4.). Opranu3zaiusi CUCTEMBI JIEKTPOHHOTO JIOKYMEHTO000pOTa
u ee 3amuTa. OYHKIMOHAIbHBIE BO3MOXHOCTH CHUCTEMBI 3JIEKTPOHHOTO JAenonpou3BoacTBa «JIEJIO»:
Pabora ¢ «xabuHeTOM» - «BUPTYaJbHBIM pabO4YMM MECTOM» - HpogepKa chopmuposannocmu
komnemenuyuii - OINK-2.1

Hean padoTbl: paccMOTpEeTh HaA TMPaKTHKE (PYHKIMOHAIHHBIE BO3MOXXHOCTH CHCTEMBI
anekTpoHHOro paenonpousBoicTBa «JIEJIO»: PaGota ¢ «xabuHeTomM» - «BHPTYaJbHBIM pPaboOYnM
MECTOM.

ITopsinok BbINOJIHEHHS Pa0OTHI

s BeIMOTHEHUS Ta00paTOpHOI pabOTHI HEOOXOUMO 3HATH CIIEAYIOIIEe:
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Cucrema npenocTaBisieT CTyJeHTaM «BHPTYyalbHOE pabodyee MECTO» — €ro JIMYHbIA KaOuHeT,
MPEJOCTABIAIONINI  yI0OHbIE cpelncTBa Uil paboOThl € JOKYMEHTaMH: BBLAAYM, KOHTPOJIL U
WCIIOJIHEHUS TIOPYYEHUH, BUSUPOBAHUS U MOJAIMCAHUS [IPOEKTOB U JIp.

Kabuner mnpexacraBiser coboii HabOp Mamok, B KOTOPbIE TIPYNIUPYIOTCS JTOKYMEHTBHI,
IIOCTYIIMBIIME HAa WMS JOJDKHOCTHOTO JIMIIA: IIPUCIIAHHBIE HA BHU3MPOBAaHUE WM IIOJIHUCAHMUE,
OKUJIAIOIIME BHIHECEHMSI PE30JIIOIINH, MTOIJIEKALINE KOHTPOJIIO, IIPUHATHIE K UCIIOJIHEHHUIO U T. 1.

Pacnpenenenne mo mnankam KaOWHETa MO3BOJSIET YIOPAJOYUTH OOJIBIIOE KOJIUYECTBO
JOKYMEHTOB, HaXOASILIMXCS B TEKYyILEH paboTe.

Jliis BeINOIHEHMsI 1a00paTOpHO paboThI peocTaBisitoTes cienyrouye [lanku kabunera:

«Toctrynusiue»

«Ha ucnonnaeHnn»

«Ha xoHTpONE»

«Y pyKOBOZACTBa»

«Ha paccmoTpeHun»

«B neno»

«Y1paBieHHE IPOEKTaAMH JOKYMEHTOB)

«Ha Bu3upoBanum»

«Ha noxnucn».

[To 3amaHuio TPEAYCMOTPEHBI Pa3BHUTHIE CpeACTBa MH(POPMUPOBAHUS Bla/eNiblia KaOWHETa O
MOCTYIJICHUU B TAllKU HOBBIX JOKYMEHTOB WJIM M3MEHEHHWH MX cTaTyca (JaHHble IpeloCTaBiseT
MIPETo/IaBaTeNb).

bnarogapsi NOHATHOMY U MaKCUMAaJIbHO MPUOJIMKEHHOMY K peaJIbHbIM 3a/1ayaM I0J1b30BaTeNs
uHTepPeiicy MOKHO MPEEIbHO IPOCTO ONPEAEINUTD, C KAKUMH JOKYMEHTaMH padoTaeT JOIKHOCTHOE
JUI0 ¥ Ha KaKOM CTaJuM MCIOJHEHHs OHM Haxoxaarcs. Kak uHTepdeiic, Tak u HaOOp AOCTYIHBIX
(GyHKIMN MOTYT HaCTpauBaThCs MHAMBUYAIBHO JUIS KaXK10TO M0JIb30BaTeNs CUCTEMBI.

st BbINOJTHeHUsI paboThl HE00X0AUMO:

1. Hactpouts unTepdeiic HHANBUIYATBHO I Ce0s1 - TIOJIb30BATENSI CUCTEMBI.

2. Hannune coOCTBEHHBIX «pabodMX MECT» COTPYIHUKOB IMO3BOJSET yIOOHO OpPraHM30BaTh
COBMECTHYIO palboTy € JOKYMEHTaMHM OOJIBLIOrO YHUCNA JOJDKHOCTHBIX JHI[ (KaXIOMY CTYACHTY
BBIOMPAETCS TOJIKHOCTB ).

3. B cBsi3u ¢ TeM, 4TO KaOUHET SIBIISIETCS TakKe OJJHUM U3 3 (HEKTUBHBIX CPEACTB 0OecTIeueHUs
6e30macHOCTH KOH(UACHIMAIbHOW HH(OpMaIK, Onarofaps BO3MOXKHOCTH OTIpaHHUYEHHs IIpaB
I10JIB30BATENEN HA JOCTYI K HEMY CTYAEHTHI Ha MPAKTUYECKOM IIPUMEPE MOITY4aroT MIPaBo JAOCTYIa K

paboueMy KaOMHETY IPYToro JOHPKHOCTHOTO Jiniia (00yJaronierocs).
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4. IHcTpyMeHTapuii KaOMHEeTa ¥ IPUHIMIIBI Pa0OThl B HEM MOJTHOCTBIO YUUTBIBAIOT PUHATHIE
JIeTIOTIPON3BOCTBEHHBIC TEXHOJIOTUH, a TakKXe TPAAUIMOHHOE paclpenesneHine oO0sS3aHHOCTEH U
«pOJIeii» YIaCTHHUKOB JOKYMEHTOO0OOPOTA.

JUia 4YacTM Tpynmbl, YbH JOJDKHOCTU SBIIIOTCA PYKOBOJSIIMMHM, T.€. OTBETCTBEHHBIMU
JOJDKHOCTHBIMU  JIMLIAMH  TIPEAOCTABISAETCA 3aJaHue, 10 KOTOPOMY OHHM (JIOJDKHOCTHBIE JIMIIA)
IIepelaloT YacTh CBOMX ITOJIHOMOYUI NOMOIIHMKAM WIH CEKpeTapuary (IOJKHOCTH Yy APYroi 4actu

TPYIIIBI) — HanpuMep, PYHKIUI BBIAYH TOPYUCHHA, KOHTPOJIS 32 UX UCTIOJIHEHUEM U JIp.

IpakTuyeckoe 3ausitue 7. (Tema 1 1.5.). Opranu3zanusi CUCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000pOTa
u ee 3amura. OyHKIHOHATBHBIE BOZMOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jienonpon3BocTBa «IEJIO»:
Pabora ¢ mpoekTamMu TOKyMEHTOB -- npo8epKa chopmuposannocmu komnemenyuii - OIIK-2.1

Heab pabdoTbl: paccMOTpPeTh Ha NPAKTUKE (YHKIMOHAIBHBIE BO3MOXHOCTH CHCTEMBbI
3JIeKTpOHHOTrO AenonpousBoacTBa «IEJIO»: Paborta ¢ mpoekramu JOKYMEHTOB.

Ilopsinok BbINOJIHEHUS Pa0OTHI

st BeIMOSTHEHUS Ta00paTOpHOI pabOThl HEOOXOIUMO 3HATH CIEAYIOIIEE:

Bce ucxonsimue 10KyMeHTHI B Impolecce 00pabOTKH MPOXOAAT CTaguio MpoekToB. Cucrema
NOJICP>)KUBAET TOJIHBIM LUK paboThl C MPOEKTaMHU: CO3JlaHHE, PEJAKTUPOBAHHE C COXPAHEHUEM
MpEeNbIIYIIUX BEPCUM, COIJIaCOBaHME W YTBEp)KJAeHUE (MOANMCAHWE) W, HAKOHEL, pPErucTpanus
UCXOJAIIETO UM BHYTPEHHETO TOKYMEHTA, CO3/IaHHOI0 Ha OCHOBE IIPOEKTA.

Jns paboTbl € TNPOEKTaMH HUCHOJb3YeTCsl OCOOBIM THI PEruMCcTPALMOHHOW KapTOUKH,
coJiepKaluii Habop crenHuaIbHbIX PEKBU3UTOB.

st BbINOJTHeHUsI pa0oThl He00X0AUMO:

1. B cooTBeTcTBMM € CUTyallMOHHOM 3ajaueil rpymma pazouBaeTcst Ha JBe noArpymnmsl. OnHa
MOArpyNIa HWCIONHAET poib HMcnonnurens mnopydeHus. Bropas mnoarpymnma HCHOJIHSET poOJib
JIOMKHOCTHBIX JIULL.

1. IlepBaa noarpynna «McnoaHuTeENbY», CO34AET MPOEKT TOKYMEHTA, YKa3bIBA€T BU3UPYIOIINX
U TOAMMCHIBAIONIUX JODKHOCTHBIX JIMIL, a TaKXe MapIIpyT JBHXKEHHUS IMPOEKTa MEXAY HHUMHU
(mocnenoBaTeNbHOE WM MapajuledbHOE) (JaHHbIE MPEAOCTABISAET MPEN01aBaTeNb).

2. Bropas noarpynna «JloJoKHOCTHBIE JIMIIa», KOTOPBIM HAIIpaBJIEH JTOKYMEHT, 3HAKOMATCA C
€ro cojepXaHHUeM U BHOCST KOPPEKTHBBL. PelrakTHpoBaHME OCYLIECTBIISETCS IMyTeM HCIpPaBIEHUS
TEKyIIeW BepCcUH, MPUKPEIUIEHUS K KapTouke ¢ailyia ¢ 3aMeyaHusIMH, a TaK)Ke MyTeM CO3/1aHus HOBOI
BepcuM IpoekTa. Ha mnpakThueckoM mnpuMepe CTyAeHThl 3HakomsTcss ¢ CucreMoil, KoTopas
MOJIEP)KUBAaET pabOTy € HEOTrPaHWYEHHBIM KOJIMYECTBOM BEpPCHHl, YTO IMO3BOJSET YAOOHO

OpPraHHU30BaTh KOJJIEKTUBHYIO PaboTy C MPOEKTOM, 3(P(HEKTUBHO OTCIAEAUTH U YIOPSAOYUTH CO3/aHUE



30

pPa3IMYHBIX €ro BapHaHTOB U, NMPH HEOOXOJUMOCTH, Ha JIOO0OW CTaauu Mpolecca COrjIacoBaHUS
BEPHYTHCS K NPEABIAYIIEH pEAaKIUU.

3. Ilo cutyanmoHHOH 3anaue «J{OJKHOCTHBIE JIMIIA» YOBJIETBOPEHBI COJEP/KaHUEM IIPOEKTa,
OHM MOTYT €ro 3aBU3MPOBATH WIIM IMOAMUCATH B 3JIEKTPOHHOU dopMe, B TOM YHCIIE C IPUMEHEHUEM
MEePCOHAIbHON 3eKTpoHHOU I1udpoBoit momnmucu (DIII). Craryc mpoekTa, OTpakarolIui XOJ
BU3MPOBAHUS U TOANUCAHMSA, ABTOMATUYECKH OOHOBIsieTCs M oToOpakaeTcs Ha pabodyeM MecTe
«Hcnonnurensy».

4. Ilpoiins Bce »3Tambl NPOLEAYPbl COIJIACOBAHUS, YTBEPKACHHBIM IPOEKT CTAHOBUTCS
UCXOJSIIMM UM BHYTPEHHUM JOKYMEHTOM, KOTOPBIH T0JKEH ObITh 3aperucTpupoBaH B cucteme. Ero

perucTpaloHHas KapTo4yka aBTOMaTU4ecku co3naercst Ha ocHoBe PK npoekra.

Ipakruuyeckoe 3ansatue 8. (Tema 6 6.6.). Opranuzaius CUCTEMbI 3JICKTPOHHOTO JOKYMEHTO000pOTa
u ee 3ammra. OyHKIHOHATBHBIE BOZMOKHOCTH CUCTEMBI 3JIEKTPOHHOTO Jienonpou3BoacTBa «IEJIO»:
[Ipuem u BHEIIHSAA PACCBUIKA TOKYMEHTOB - npogepKa cghopmuposannocmu komnemenyui - OIIK-
2.1

Heab pabGoTbl: paccMOTpPeTh Ha NPAKTUKE (YHKIMOHAIbHBIE BO3MOXHOCTH CHCTEMbI
aNeKTpoHHOro Aenonpou3BoacTa «EJIO»: [Ipuem u BHeUIH:S pacchliika JOKYMEHTOB.

151 BbINOJTHEHN S J1a00paTOPHOIl padoThl HE00X0AMMO 3HATH CJIeAyloLIee:

CoBpeMEHHBIN YPOBEHb Pa3BUTHsI YIIPABICHUECKHUX CBSI3€M U CPEICTB KOMMYHHMKAIMU BEIET K
MIOCTOSIHHOMY YBEJIMYEHHI0O OObeMa CcHnykeOHOM mnepenuckd. B KpymHBIX oOpraHuzamusx co
3HAYUTENIbHBIM JTOKYMEHTOOOOpOTOM Jjisi ee O0OpabOTKM CHEelMaIbHO CO3JAl0TCsl OT/AETIbHbIE
MO/Ipa3/JIeNIeHNs — SKCIEeIUIUHU. B CBS3M ¢ 3TUM Ba)KHBIM yCIIOBUEM co3AaHMs 3 (HEKTUBHON CUCTEMBI
JOKYMEHTO000pOTa SBJIsIeTCs aBTOMAaTu3alus (pyHKIUH mpuemMa-oTIpaBKU BXOAALIMX U MCXOJSIIUX
JOKYMEHTOB, IIPUYEM KaK B 3JIEKTPOHHOM, Tak U B OyMakHOU dopme.

Ha nannoit nmaGopaTopHoil paboTe CTYIEHTHI 3HAKOMSTCA C TMOJJICPKUBAEMOW B CHCTEME
«AEJIO» paboty ¢ MAPI-coBMeCTUMBIMU TOYTOBBIMU INporpammamu, B T.4. ¢ MS Outlook, uto
CO3JIal0T 00JIeryeHne o0paboTKU JOKYMEHTOB, IIEpeaBaeMbIX 110 3JIEKTPOHHOM MmouTe.

ITopsinok BbINOJHEHHS PadOTHI:

1. OcymecTBUTh NMpUEM U OTHPaBKY JAOKYMEHTOB IO 3JIEKTPOHHOM moure u3 uHTepdelica
CUCTEMBI (JaHHbIE IPEIOCTABIISET IPETOAABATEND ).

2. OcyecTBUTh aBTOMAaTU3UPOBAHHYIO PETUCTPALIUIO TOCTYUBIINX JOKYMEHTOB.

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

4. IlpousBecTH KOHTPOJIb 3a YBEAOMJIEHMSIMH O pErucTpalud JIOKYMEHTOB (B CHUCTEME

«JIEJIO», ycTaHOBIEHHOW B OpraHU3aluu-aipecare).
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5. CpaBHUTh TEXHOJOTHYECKHE NPOLEAYPbl M KOJIMYECTBO BpPEMEHM, 3aTPAYCHHOE Ha
COCTaBJIEHHE OTUYETHBIX JOKYMEHTOB Ha OTIIPABKY:

5.1. BymaxkHble JOKYMEHTBI OTIIPABIISIOTCS IO MOYTE, KYPhepOM HIIH (DeTbIBETEPCKOM CBS3BIO.
Jlyia opranu3aiuy OTIPaBKUA OOJIBIIONO KOJMYECTBA UCXOISIIUX JOKYMEHTOB HEOOXOJMMO BECTH HMX
y4eT IyTEM BHECEHUs B CIELHUAIbHBIE PEECTPbl, B COOTBETCTBHUM C KOTOPBIMHU OCYILECTBIISIETCS
neperaya JOKYMEHTOB Ha OTIpaBKy (1oa pocnuch). llpu TpaaulMOHHON TEXHOJIOTMU JUIsl 3TOTO
UCTIOJB3YIOTCS  YCTaHOBJIEHHBIE (QOpMBI peecTpoB. [lo HHUM JTOKYMEHTBI paclpenensiorcs B
3aBUCUMOCTH OT BHJIa U CTOMMOCTH OTIIPaBJIEHUs, KATErOpUHU aapecara U T. 1I.

5.2. Cucrema «/IEJIO» mo3BossieT 3HaYUTENHHO O0JErYUTh U aBTOMATU3UPOBATh TPYAOCMKH I
IIPOLIECC COCTABJIEHUSI PEECTPOB:

Bce mnomnexamue oOTHpaBKe HCXOIALIME JOKYMEHTBI, HMEIOIME BHEIIHETro ajpecarta,
aBTOMATHUYECKU MOMEIIAIOTCS B OTAeNbHYI0 manky. Cuctema HacTpamBaeTcsi Ha J1I000e KOJIMYEeCTBO
BHJIOB OTIIPABKU U KaTErOPHil aipecaToB, a TAKKe MPeIHA3HAYCHHBIX JIsI HUX TUIIOB PEECTPOB.

5.3. Pe3ynbpraThl 0TOOpa)karoTcs Ha 3KpaHE MOHUTOPOB C KOJIMYECTBEHHBIM BBIBOJIOM BPEMEHU
TpyZao3arpar.

6. CtyneHnTsl, ucnionHssa poiib «CoTpyaHuka s3xcnequuun» uin «Cekperaps», B JJIEKTPOHHOU
(hopMe TOTOBSIT PACCHUIKY, UCHIOIb3YS yI0OHbIE HHCTPYMEHTBI COPTUPOBKH JIOKYMEHTOB 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 / OTIPABJICHHBIX TOKYMCHTOB.

IIpakTnueckoe 3anstue 9. (Tema 1 1.7.). Opranuzanusi CUCTEMBI HIEKTPOHHOTO IOKYMEHTOO00pOTa
U ee 3amuTa. OyHKIIMOHAIBHBIE BOZMOXHOCTH CHCTEMBI DJIEKTPOHHOTO Jenonpon3BoacTBa «JIEJIO»:
JIBrKeHrEe JOKYMEHTOB BHYTPU OpPraHU3AUU - HPOGEPKA CHOPMUPOCAHHOCHU KOMNEMEHUUll -
OIlK-2.1

Hean pabdoTbl: paccMOTpEeTh Ha TMPaKTHKE (PYHKIHMOHAIHHBIE BO3MOXHOCTH CHCTEMBI
ANEKTPOHHOTO Aenonpoun3soacTsa «IEJIO»: /IBuxkenne JOKyMEHTOB BHYTPH OpPraHU3ALINN.

J1st BbIOJTHeHUsI pa00Thl HE00X0AMMO 3HATH CJeylolee:

[TomMrmoO BHeWIHEH pacChUIKM JTOKYMEHT B Ipoliecce paboThl ¢ HUM MOXKET NepeMeniaTbCst
BHYTPpHU opraHusanvn MCXKAY pa3IndYHbIMU JOJIDKHOCTHBIMHU JmnamMmn (HO}Ipa?;)IeJ'IeHI/If{MI/I).
ABTOMaTHuecKas Iepefadya JOKYMEHTOB IO JIOKAJBHOM CETH 3HAYUTENIBHO YIPOIIAET M YCKOpSET
oOMeH nHpopmanment 1 B3auMOICHCTBHE MEXY COTPYAHUKAMHU.

IMopsiiok BbINIOJIHEHHS JIA00PATOPHOI PadoThI:

1. Ocy1iecTBUTh NMEPECHIIKY PETUCTPALMOHHON KAPTOUKU C MPUKPEIUICHHBIMH K HEeW Qailinamu

B kaOuHer yoboro cotpynuuka. Ilpu stom cama PK xpanutcs Ha cepBepe, a B mamnke KaOHHeETa
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oToOpakaeTcs CChlIka B (popMe 3amucu O JOKyMeHTe. Takum o0pa3oM, HEOOXOIWMO pa3ociaTh
JOKYMEHT BO BCe MOApaz/esieH st 0e3 ero (pu3nyeckoro KOmMpoBaHusl.

2. Ilpou3BecTy ynajaeHUe 3allUCU U3 KaOMHETa, KOTOPOE HE MPHUBEAET K MOJHOMY YAAJIEHUIO
PK.

3. CpaBHUTh TEXHOJIOTUYECKHE TPOLECCHl, T[A€ MpU TPAAULHUOHHOM TEXHOJOTHH
JIEJIONPOU3BOJICTBA JIOKYMEHT OOBIYHO IMEPEAAECTCS MEXAY OTBETCTBEHHBIMU HCIOJHUTEISAMHU I10]
pocIuch B cieliMalbHOM KypHaie. s atoro B cucreme «J{EJIO» npenycMoTpeHo BeeHUE KypHaia
nepefayy, rje OTMeyaeTcs, K€M W KOI/la IOJy4eH OpUIMHajl MM KOIUs JOKyMeHTa. Tam ke
YKa3bIBa€TCsl HOMEP Jieja, B KOTOPOE HAIIPABIEH JOKYMEHT WK (aKT €ro yHUUYTOXKEHUS.

4. B cBm3u ¢ otuMm  (m.3.)) Ha  OCHOBAaHMM  3alHMCedl  JKypHaja  [epeaadu
«CekpeTapb/Ienonpon3BOAUTENbY JIOJDKEH aBTOMATHYECKH c(HOPMUPOBATH M pacrieyaTraTtb PEeecTphI
nepeaayu J0KyMeHTa BHYTPH OpraHU3aluu (B T 4. IO HOAPA3JICIECHUSIM).

5. Otpa3uTh B 3JIEKTPOHHOH (opME MacCOBOE O3HAKOMJICHHWE JOJDKHOCTHBIX JIUI[ C
JIOKYMEHTOM.

6. YOemutbcs, uro Qakt nepechiiku PK u mnepemaunm OymakHOro opuruHana (KOIHH)
aBTOMaTHuyecku ¢ukcupyercs cucreMoil «JIEJIO» B COOTBETCTBYIOIMX >KypHaJlaX, YTO IO3BOJSET

OIICPAaTUBHO OTCJIC)KUBATH BCC IICPEMCIUICHUA JOKYMCHTA BHYTPHU OpraHU3alluu.

Ipaktuyeckoe 3anarme 10. (Tema 1 1.8.). Opranuzauuss CHUCTEMBI 3JIEKTPOHHOTO
JTOKyMEHTOOOOpoTa W ee 3amura. DOYHKIHMOHATBHBIE BO3MOXXHOCTH CHCTEMBI JJIEKTPOHHOTO
nenornpou3BoactBa «J{EJIO»: IloTouHoe CKaHMpPOBaHHME C HAHECEHHEM WITPUX-KOJA - HPOGEpKa
chopmuposannocmu komnemenyuii - OIIK-2.1

eab pabGoTbl: paccMOTpPeTh Ha TNpPAaKTUKE (YHKIMOHAIbHBIE BO3MOXHOCTH CHCTEMBbI
aNeKTpoHHOTO Aenonpoun3soacTsa «IEJIO»: [loTouHOE cCkaHMpPOBAaHKE C HAHECEHNEM IITPUX-KOJa.

st BbINOJTHeHUsI paboThl He00X0AMMO 3HATH CJleylolee:

Pemenne «lloTouHoe ckaHupoBaHHE» KoMmaHuM «neKTpoHHble OducHbie CuctemMb»
MIOMOTAeT JIETKO U OBICTPO MEPEBECTH B AIIEKTPOHHBIN BUJ OOJBIION 00beM OyMa)KHBIX JOKYMEHTOB.
O¢dexkTuBHAs OpraHu3alnysg MOTOYHOTO CKAHUPOBAHMS MO3BOJSET 3HAYMTEIBHO COKPATUTH BpEMs
MacCOBOIO IE€pPEBOAA JTOKYMEHTOB B J3JIEKTPOHHBIM BHJA. BBICOKas CKOPOCTh JOCTHUraercs 3a CYET
aBTOMATH3allMM Tpolecca CKAaHUPOBAHMSI W NPUMEHEHHUS TEXHOJOTHH MapajuleNbHbIX BBIYUCIECHUN
IIpU pacro3HaBaHuu TekcTa. «[loTouHOe cCKaHMpOBaHUE» - 3TO KOpoOoUyHOe perieHue. [IpoayKkT Moxer
HCIOJIb30BATHCS COBMECTHO € JII000M CUCTEMOM JIEKTPOHHOIO JOKYMEHTO000pOTA.

Ilopsinok BbINOJHEHHs padOThI:

1. JIokyMeHTBI 3arpyXxaroTcsi B CKaHEp OJIHOM Tadkoil. B mporecce ckaHWpOBaHUS KaXKIbIi

OTJI€IbHBII AOKYMCHT M3 IIA4YKHW aBTOMATHUYCCKU I/I,Z[CHTI/I(bI/II_II/IPYIOTCSI o MTpHUX-KOAOY. Takum
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o0pa3oM, HauMHas ¢ 3arpy3KH JTOKyMEHTOB B CKaHEp, BCE JalbHENIINE ONEepallii MOTYT BBITOJIHATHCS
aBTOMaTH4yeckH, 0e3 ydacTust omeparopa. LLTpux-koa Ui TOKyMEHTa MOXKET OBITh CreHepupOBaH
CHCTEMOW W paclieyaraH Ha JOKyMEHTe HWJIM Ha OTIeIbHOM Jnucte Oymaru. Ecnm Ha cTpaHHIbI
JOKYMEHTOB YK€ HAHECEHbl IITPUX-KOABI CTAHAAPTHOIO (opmara, TO OHM TaKK€ MOIYT OBITh
WCIOJIb30BaHBI JUI UAECHTHU(PHUKALUH.

2. Pacno3naBanue tekcta(OCR).

Pacnio3Hare OTCKaHMPOBAHHBINM JOKYMEHT M COXPAaHUTH €ro B TEKCTOBOM ¢opmare. [IpoBectu
JanpHeHyo o0paboTKy JOKYMEHTOB M MPOU3BECTH OBICTPBIN MOUCK MO COJAEPKAHUIO TOKYMEHTOB.
Mexanu3m pacno3HaBaHus TekcTa B «[loToYHOM ckaHMpoOBaHHMW» Oa3zupyeTcs Ha BO3MOXKHOCTAX
nponykta ABBYY FineReader Engine 9.0, KOTOpblif cuMTaeTcs JIydlmIMM pELICHHEM s
pacro3HaBaHusl.

3. Paccmotpets ¢yHkumoo «CkaHHpOBaHUE OJHOM KHOMKOWy». CucTeMa MoiepKUBaeT paboTy
C CETEBBIMU CKaHEPaMHU.

3.1. 3arpy3utb JOKYMEHTHI B CKaHEp U HaXKaThb KHOIKY CKAaHUPOBAHMS Ha CaMOM YCTPOMHCTBE.
Pe3ynbrarel ckaHupoBaHMsI OyAyT aBTOMAaTHYECKM COXPAHEHbl M OTIPABJIEHBl Ha JabHEHIIYIO
o0pabotky. Takum o0pa3oM, ynpaBieHHE CKaHUPOBAaHMEM CBOJIUTHCS K HAXKATHIO OAHON KHOIKH. A
3HA4YMT, He TpeOyeTcs crelaIbHbIX IPOrpaMM JUIsl YIPaBICHUs CKaHEPOM, HE TpeOyeTcsl OTAEIbHOIO
pabouero mMecra JUIs yIpaBJIeHUS] CKAHUPOBAHUEM U JIOCTHTACTCS CYIIECTBEHHAsI SKOHOMUS BPEMEHH.

4. Paccmorperb BO3MOXHOCTh (yHKIuM «lloTouHOE CKaHHMpOBaHME» NapaUIEIbLHOU
00pabOTKM TEKCTa Ha HECKOJIbKHX CepBepax OJHOBPEMEHHO, UYTO I03BOJIAET AOOMUTHCS JHOOOM
HE00XO0AUMON CKOPOCTH 00pabOTKH.

5. IIpounsBecTu npouenypy perucTpalui CKaHUPYEMBbIX JOKYMEHTOB, KOTOpast IPAKTUYECKU HE
OTJIMYAETCS OT cTaHAapTHOU. Pemenne «IloTouyHOE CKaHUPOBAHUEY 3AIMYCKAETCSI HEMOCPEACTBEHHO U3
HCIOJIb3yeMON CUCTEMBI JOKYMEHTOO00POTA.

6. C nomorsio npenogasarens yoenutses, uto IlponykT «[loTouHOE CKaHMpOBAHHUE)» JETKO
MHTETPUPYIOTCS € JIFOOBIMH MPUIIOKEHUSAMH, MTOAEPKUBAIOIIMMHU CTAaHAAPTHYIO TEXHOJIOTHIO0 0OMEHa
nanaeiMu Windows Communication Foundation-WCF. B coctaB craHnapTHONH NOCTaBKM BXOJUT
IIPUMEpP HMHTETPALUU C AEMOHCTPALMOHHBIM mpuioxeHueM COJl B MCXONHBIX KOJAaX U KOMIUIEKT
JOKYMEHTAIUH [T pa3paboTUnKOB.

7. Pemenue «lloTouHoe CckaHHpOBaHME» MO3BOJIIET 00pabaThIBaTh JTOKYMEHTHI Ha BCEX
s3pIkax, nojaepxuBaeMbix ABBYY FineReader, Bkitodyarommx K HAcTOSIIEMY MOMEHTY: PYCCKHIA,
AHTTIUICKUHN, HEeMEIKUH, (hpaHIly3CKUi, HICTIAHCKUH, UTAbIHCKUN, IBEICKUN, (PUHCKUI, OONTapcKuii,
BEHT'€PCKH, CIIOBAIIKHUH, YEIICKHM, OAIIKUPCKUNA, OEIOPYCCKHA, Ka3aXCKHM, YKPAaHHCKHHA.

OTckaHUpOBaTh JOKYMEHT Ha OJIHOM U3 BO3MOXHBIX f3BIKOB, YOEIUBIIUCh B KadyecTBE

pacrio3HaBaHUsA TCKCTaA.
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IIpakTuyeckoe 3anstue 11. (Tema 1 1.8.). Oprasuzanuss CHUCTEMBI SJIEKTPOHHOTO
JOKyMEHTOOOOpoTa W ee¢ 3ammra. QDYHKIMOHAIBHBIE BO3MOXKHOCTH CHCTEMBI 3JICKTPOHHOTO
nenonpousBoactBa «JIEJIO»: IloTouHoe ckaHMpoBaHHE C HAaHECEHHEM IUTPUX-KOAA - HpoeepKa
chopmuposannocmu komnemenyuii - OIIK-2.1

Heap pabGoTbl: paccMOTpeTh Ha NpPAKTHKE (YHKIUOHAIBHBIE BO3MOXXHOCTH CHCTEMBI
anekTpoHHoro Aenonpou3soacTsa «EJIO»: [ToTouyHoe ckaHWpOBaHKE C HAHECEHUEM IITPUX-KOJa.

JlJ1s1 BBINOJTHEHNSI HE0OOXOAUMO 3HATH cieayloniee:

Paccmotpets peanu3zanuio AByx GyHKImi «[loTOYHOE CKAaHUPOBAHUEY:

1. ®opmupoBanue u OTHpaBKy B cHucteMy «lloTouHoe ckaHUpOBaHUE» 3asiBKH Ha
ckanupoBanue. ['ne co croponst COJl nmepenaercs 3ampoc, coaepkaiuil TpeboBaHUs Ha 00pabOTKyY
nokymeHnTa. Cucrema «llorouHoe ckaHupoBaHME» PETUCTPUPYET 3asiBKy U Bo3BpamaeT B COJI ee
VHUKaIbHBIA uaeHTU(UKaTop. Ha maHHOM dTame OCYIIECTBISETCS CBSI3KA  YHHUKAIBHOTO
uaeHTH(UKATOpa 3asBKM HA CKAHUPOBAaHUE C IUTPHUX-KOJOM, YK€ CYIIECTBYIOIIEM Ha JOKYMEHTE,
00 BHOBH CT€HEPHPOBAHHBIM.

2. Peanu3oBaTh mpueM M COXpaHEHHE WTOTOBBIX PE3yJIbTATOB, CHOPMUPOBAHHBIX CHCTEMOM
«[loTouHOE CKaHUpOBAHUEY.

Ha naHHOM 53Tarie BBIMOJHSETCS COMOCTABICHUE PE3YNbTaTOB BBIMOIHEHUS CKAHHPOBAHUS C
oobektamu COJI. ComocTaBieHre OCYIIECTBISIETCS Ha OCHOBE YHUKAJIBHOTO UICHTH(PHUKATOPA 3asIBKU
Ha CKaHWPOBAaHUE U MOXET OBITh pacirpeHo 1r000ii ousHec - morukoir CH/I.

Ilopsinok BbINOJHEHHS Pa0OTHI:

1. Peructpanus 1 ckaHupOBaHUE TOKYMEHTOB.

[TpoBecTn perucTpaiuio AOKYMEHTa, T.€. CO3/IaHUE PErMCTPALMOHHOM KapTOYKHU, BBINOJHUTH
10 OOBIYHBIM IPaBUJIAM MCIIOJB3YEMON CHCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopota. Jlanmee, mpu
oOpamenun Kk cucreMe «lloToyHOE CKaHHpPOBaHME» MPOUCXOAMT PETUCTpallUs 3asABKU Ha
CKaHHWPOBaHUE, TeHepaIUs MTPUX KOJa U YKa3aHHE MapaMeTPOB 3asiBKU (PACIONOKEHHE MITPUX-KOJa,
TpeGyeMble (hopMaThl, HEOOXOIMMOCTh pacno3HaBaHus). [locne 3amucu perucTpanMoOHHON KapTOUKU
JIOKyMEHTa B 0a3y JIaHHBIX Ha MEpPBYIO CTpPaHMILy JOKYMEHTAa WJIM Ha OTAENIbHBIN JHCT Oymaru c
MOMOIIIBI0 TIPUHTEpPA HAHECTH IITPUX-KOJ, COJACP AN YHUKAJIbHBIN HICHTH(OUKAIMOHHBIA HOMEP
JOKYMEHTa M YCTaHaBIUBAIOIIMKA MpaBuia ero oOpaboTkM (meyaTh MOIYYEHHOTO H300pakeHUs
IITPUX-KOJIAa  OCYLIECTBISICTCS ~ CPEICTBAMHM  CHCTEMBI  JOKyMeHTooOopora). Jlamee  maker
3aperucTpUPOBAaHHBIX JOKYMEHTOB MOMeENIaeTcs B yCTPOWCTBO Mojauu Oymaru ckaHepa, Mocje 4ero
BCsl 00pab0TKa TOKYMEHTOB MTPOU3BOIUTCS aBTOMATHIECKHU.

2. Ilppumenenne MTpUX-KOa.
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B nporecce ckaHMpOBaHUSI, HAHECEHHBIN HITPUX-KOJI UCIIOJIB3YETCSl KaK MPU3HAK OKOHYAHUS
TEKyIero JOKyMEHTa M Hayaja CIIEAYIOIIEro, a COJAEpXamascs B IITPUX-KOJAE JOIMOJHHUTEIbHAsS
uHbOpMaNKs IPUMEHSIETCS IS TaNbHel el nieHTudukannu oopadbaTeiBaeéMoro JOKyMEHTa.

3. Pe3ynbTarhl CKaHUPOBAHMS.

3.1. I'paduueckrie TOKYMEHTHI.

[Tpu coxpanenuu rpadugeckoro oopasa JOKYMEHTOB 00ECIIEUUTh BOZMOKHOCTh KOHBEPTALIUU
M300pakeHN CKaHUPYEMbIX JOKYMEHTOB B CleyIole (hopMaThl:

BMP (Windows or OS/2 bitmap);

PNG (Portable Network Graphics);

TIFF (Tagged Image Format);

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

Jns xaxpaoro ¢gopmara mpeaycMOTpeHa BO3MOXHOCTh YKa3aHHs Pa3MEpoOB H300pakeHUs U
JOTIONTHUTEIBHBIX aTpuOyTOB (TJTyOMHA 1IBETa, TN CKaTHs U T.11.). Eciu pasmep tpeGyemoro ¢popmara
OTJIMYACTCS OT TEKYIIEro rpaduyeckoro MmpencTaBIeHus,, TO MOXKET OBITh BHIMIOJIHEHA KOHBEPTAIHS C
MIPUMEHEHHEM 3aJIaHHBIX MapaMeTPOB (JIaHHBIE IPEIOCTABIISET MIPETOoAaBaTelb).

Pesynbrar pabotsl - chopMUpOBaTh MOHUMAaHKUE TOTO, 4TO onius «l[loTouHoe ckaHMpOBaHUE
peanu3yeT 3 EKTUBHYIO TEXHOIOTHIO MPeoOpa3oBaHus OyMaXHBIX IOKYMEHTOB B DJIEKTPOHHBIN BUJ
M TIO3BOJIIET B CXATble CPOKM OCYIIECTBUTH IEPEeXo] K paboTe C 3IEKTPOHHBIMH OOpazaMu
nokyMmeHToB. IIpogymMaHHble HAcTpOWKH, THOKME MEXaHU3MBl VYIpaBICHUS W MOApoOHas

JOKYMEHTAIH JUIsl pa3pabOTUYMNKOB /I€1al0T paboTy ¢ CUCTEMON Y0OHOH U pe3yIbTaTUBHOM.

IIpaktuyeckoe 3anaTme 12. (Tema 1 1.9.). Opra#auzauuss CHUCTEMBI 3JIEKTPOHHOTO
JTOKyMEHTOOOOpoTa W ee 3amura. DOYHKIHMOHATBHBIE BO3MOXHOCTH CHCTEMBI JJIEKTPOHHOTO
nenornpoun3BoctBa «JIEJIO»: dopMupoBanue nien - nposepka chopmuposannocmu KoMnemeHyuii
OIlK-2.1

Ieab pabGoTbl: paccMOTpPeTh Ha NPAKTUKE (YHKIMOHAIBHBIE BO3MOXHOCTH CHCTEMBbI
ANEKTpOHHOTO AenonpoussoacTsa «IEJIO»: ®opMupoBanue aei.

JJis1 BbINoJTHEHUs1 padoThI HEOOXO0AUMO 3HATH CJeaylolee:

B TedeHue Tekyliero roja HMCIOJHEHHBIE JOKYMEHTBI «CIIMCBIBAIOTCS B JIENIO», W, TaKUM
obpasom, GopmupyeTcst apXuBHbIA (poHa opranuzanuu. CrcremMa MpeIocTaBiseT yA0OHbIe CpeacTBa
JUIs OpraHU3alluu XpaHEeHUsI Kak OyMaXKHBIX, TaK M 3JIEKTPOHHBIX JOKYMEHTOB (MPHUKpeIruieHHbIX K PK
(haiinon).

Ilopsinok BbINOJHEHHS PadOThHI:
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OYHKIMS «OMHUCh JeM» O0ecleynBaeT aBTOMATHU3AIMI0 OCHOBHBIX 3a/ad ONEpPaTUBHOTO
XpaHEHHs JOKYMEHTOB U JIEJ:
® [OJJEPKKA IPUHATON B OPraHU3alMy HOMEHKIIATYPHI 1€1T;
e MEXaHWU3M CIIMCAaHUs IOKYMEHTA B JIEJI0;
® [IPOCMOTp NEpPEYHs JOKYMEHTOB, CIIUCAHHBIX B JEJI0;
e [ojJep)KKa pabOThl ¢ MHOTOTOMHBIMHU JIEJIaMU;
® aBTOMAaTHYECKMH IEpecUeT CTPAHUL] B JIEIIE;
® BO3MOXHOCTb OTKPBITh U 3aKPBITh JEJIO JJIs MOCTYIUICHUS] B HETO HOBBIX JOKYMEHTOB.
1. OcymiecTBUTh IPEIBAPUTEIBLHOE CIMCAHUE JOKYMEHTA B JI€JI0 HA CTAJAUM PETUCTPALUN WU
paboThI ¢ HUM ITYTEM IMOMEIICHHUS B ClIeUalbHYIO Manky («B gemoy).
2. Korma moKyMeHT ucCHoiiHEH M paboTa ¢ HUM 3aBeplleHa, Uis ero HaxokJIeHus B 0aze
JAHHBIX HAIpPaBUTh €T0 B JI€JI0, UCIOJb3Ys] MHCTPYMEHT AJIs TPYIIIOBOIO CIIMCAaHUS B JEJO 3apaHee

MOATOTOBJICHHBIX JJIS 3TOTO JOKYMEHTOB (JaHHBIEC MPEOCTABIISIET MPENOAaBaATENb ).

IIpakTuyeckoe 3anmstue 13. (Tema 1 1.10.). Opranuzanusi CHUCTEMBI 3JIEKTPOHHOTO
JOKyMEHTOOOOpoTa W ee¢ 3ammra. QDYHKIMOHAIBHBIE BO3MOXKHOCTH CHCTEMBI 3JICKTPOHHOTO
nenonpousBoacTBa «JIEJIO»: Cucrema aBromMarw3alyil ydera JOKYMEHTOB apxXxwBHoro (onma - -

npoeepka cpopmuposannocmu komnemenyuii - OIK-2.1

Leap pabGorbl: paccMOTpeTh Ha NPAKTHKE (YHKIUOHAIBHBIE BO3MOXKHOCTH CHCTEMBI
3NeKTpoHHOrO AenonpousBoacTBa «/IEJIO»: Cuctema aBTOMaTHU3alMK yyeTa JOKYMEHTOB apXUBHOIO
donna.

st BbINOJTHeHUsI pa00oThl HEO0X0AMMO 3HATH CJeyolee:

Cuctema «/IEJIO» obGecrieunBaeT OCHOBHBIE (PYHKIIMM PabOTHI C apXWBOM, HO JuIsl Oojee
IyOOKOM paboThl IO BEJICHUIO W YYETYy apXUBHBIX e co3faHa oTaenbHas cuctema «APXVMBHOE
JEJIO». [Ing 3¢ ¢dexkTuBHOro B3aMMOJEHCTBHS BYX CHCTEM peajli30BaHa BO3MOXKHOCTH IKCIOpTa-
MMIIOpPTA IaHHBIX.

Ilopsinok BbINOJHEHHs padOThI:

B Xxoze BbINOMHEHUS MPaKTUYECKOW PabOTHI CTYIEHThl 3HAKOMATCA C HOMEHKIATYypoil nen
OpraHM3alM, OIEPATUBHBIM XpaHEHUEM JeJ, MOArOTOBKOM Jel JUlsl Iepefadyd Ha apXHBHOE
XpaHEHHUE.

Ha xoHkpeTHOM mpumepe JaeTcsi BO3MOXKHOCTb OCYIIECTBUTH MMOAJEPKKY JEATEIbHOCTH
apXuBa OpraHHU3aIiu:

1. OCYU.[CCTBI/ITB BBOJ TOKYMCHTOB B CUCTCMY (IlaHHBIe mpeaoCTaBJIACT HpCHOI[aBaTCJ'IB).



37

2. OcymIecTBUTh PETUCTPALIMIO JIEN U IOKYMEHTOB C CO3JaHUEM apXUBHBIX PErHCTPAI[MOHHBIX
kaprouek (APK) Ha nena u TOKyMEHTHI.

3. OcymecTBUTh MNpUEM UCHOJHEHHBIX JOKYMEHTOB M3 CHUCTEMBl aBTOMAaTU3allUU
nenornpou3BojictBa «JIEJIO» nns dopmupoBanus u opopMieHus 1aeil.

4. OcymecTBuTh (POpMUPOBaHUE (CHCTEMaTU3allks JOKYMEHTOB BHYTPHU Jiesia) U oopMIICHHE
nel (eMHULl ApXUBHOT'O XPaHEHHUS).

5. Hactpouts cucremy KiiacCuUKaIKUU 1€l ¥ JOKYMEHTOB B apXHUBE.

6. O3HAaKOMUTBCS € IJICKTPOHHBIMH 00pa3amu (GaiaamMu) T0KYMEHTOB.

7. OcymiecTBUTh ¢ nomouplo QyHkuuu «I1oTOYHOrO CKaHMpPOBaHMS» IMEPEBOJ JOKYMEHTOB
OyMa)KHOTO apXUBHOTO (POHJIA B AIEKTPOHHBIN BHI, MOAJIEPKUBACMBII CUCTEMO.

8. IIpousBecTu TomorpadupoBaHUE XPAHWIUINA JOKYMEHTAILHOTO apXWBHOTO ()OHIA U Y4eT
CcBOOOIHOTO MECTa B apXUBOXPAHUIIHILAX.

9. C mnomoupl0 aBTOMATU3UPOBAHHO TOJTOTOBICHHOM HOMEHKIATYpOH [Ieln Cco3/aTh
HOMEHKJIATYpHbIE 3aroJOBKHU JEJl B COOTBETCTBUU CO CXEMOM KiaccH(PHUKAlUM, ONpPENeIeHHON aJis
KaxJ10r0 (hoHJa (IaHHBIE TPEIOCTABIISIET MIPETIO1aBATEIb).

10. OcymiecTBUTh TPYNIUPOBKY 1€ B mpeaenax ¢GoHa, UCIOIb30BaB HACTPAUBAEMYIO IS
Kakaoro ¢oHIa cxeMy cucreMaTusanuu nen. [lpuaepuBaTbcsi BO3MOKHOCTH CUCTEMATH3AIUH el
BHYyTpH (OHJAa C YYETOM CJICIYIOIUX KIACCU(PHUKAIMOHHBIX TPU3HAKOB: XPOHOJOTUYECKHU-
CTPYKTYPHOTO, TEMaTHYECKOTO, (DYHKIIHOHAILHOTO, OTPACIEBOT0, IIPEIMETHO-BOIIPOCHOTO.

11. OcymiecTBUTh Yy4€T M KOHTPOJb ABMKEHUS JAEJI C BEICHHUEM KapTbl-3aMECTUTENS Ha
BBIJIaHHEBIE JIeNa (JaHHbIE MPEOCTaBISET MPENOIaBaATENbD).

12. TIpousBecTH B3KCIEPTH3y LEHHOCTH JOKYMEHTOB, BKJIIOYas OTOOp JIOKYMEHTOB Ha
roCy/1apCTBEHHOE XpaHEHUE, KOHTPOJIb CPOKOB MX XPAaHEHMs; BbIJCJIICHUE €]l K YHUUTOKEHUIO.

13. OcymecTBUTh TOHUCK J€T U JOKYMEHTOB B apXuBe (JaHHBIE MPEIOCTABIISET
MpenoaBaTens).

14. OcymiectButh (HOPMUPOBAHHE TOUCKOBBIX 3alpOCOB IO JIFOOBIM PEKBH3UTAM (M HUX
couetanuio) APK (nanHble mpenocTaBiseT NpernoaaBaTeb).

15. IlpomsBecT COXpaHEHHE, NPOCMOTP U KOPPEKTHPOBKY COXPAHEHHBIX ITOMCKOBBIX
3aIpOCOB.

16. OcymiecTBUTh MOUCK U OTOOpa)K€HHE CIHCKA Jel U JOKYMEHTOB MO Cc(HOpMHUPOBAHHBIM
MTOMCKOBBIM 3aMpocaM (JIaHHbIE MPEAOCTABIISIET MTPENOJaBaTelb).

17. OcymiecTBUTh MOUCK €T U JOKYMEHTOB IO IITPUX-KOY.

18. OcymiecTBUTh COPTUPOBKY, YJAJIECHUE, BEACHHWE CTAaTHUCTUKM HAWICHHBIX 3alucell B
pe3yIABTUPYIONIEH TaOIHUIE (IaHHBIE TTPEIOCTABIISET MPEMO1aBaTEb).

19. OcymiecTBUTH MeYaTh pe3ysibTara MoucKa.
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IIpakTuyeckoe 3ansatue 14. (Tema 1 1.11.). Opranuzanus CHCTEMBI  3JIEKTPOHHOTO
JOKyMEHTOOOOpoTa W ee¢ 3ammra. QDOYHKIMOHAIBHBIE BO3MOXKHOCTH CHCTEMBI 3JICKTPOHHOTO
nenonpousBogctBa  «JAEJIO»: VYmanenHblii goctynm K JaHHBIM W QYHKOUSAM - HpoeepKa
chopmuposannocmu komnemenyuii - OIIK-2.1

Heas pabdoTbl: paccMOTpPeTh Ha TNPAKTUKE (YHKIHMOHAIBHBIE BO3MOXHOCTH CHCTEMBI
3JIEKTPOHHOTO Jieionpou3BoicTBa «JIEJIO»: Y naneHHsIi 1OCTYI K TaHHBIM U (QYHKIIHSM.

[t BbINoJIHeHHs1 pa00Thl HEO0X0AMMO 3HATH CJIeylolee:

B cucreme «IEJIO» peanu3oBaH MOJHOLEHHBINH web-uHTepdeiic JocTyna KO BCeM JaHHBIM U
¢byukusam (Omus «JIEJIO -WEBY), mo3Bosistonuii padotats ¢ qokymeHTamu uepes Internet\Intranet.
Jlnst ycrienmHoi opraHu3alM YOAJIeHHOW paboThl JocTaTodyHo web-Opaysepa Microsoft Internet
Explorer 5.5 SP (1 Bbl1I€) UM TOJIHOCTBIO COBMECTUMOTI'O C HUM IIPOIPAaMMHOI'0 00ecIieyeHusl.

«AEJIO-WEB» npenocTapisieT MpakKTHYECKH BCE OCHOBHBIE (PYHKIIMOHATBHBIE BO3MOYKHOCTH:

perucTpanus J0KyMEHTOB (C aBTOMAaTHYECKUM 3al0JIHEHUEM HEKOTOphIX mosier PK);

pPETUCTpALIMs CBSI3aHHBIX IOKYMEHTOB;

npukpervieHue ¢ainno K PK;

3aBepenue u nposepka DI npukperuiennsix k PK ¢daiinos;

BBIHECEHHE PE3O0JIIOLUN 10 TOKYMEHTY U KOHTPOJIb UCIIOJIHEHUS;

BBOJI OTYETOB 00 UCIIOJHEHUU IOPYUYEHUH;

paboTa B nankax kabuHera (IpocMOTp MOCTYNHUBIIUX B KAOMHET IOKYMEHTOB);

corjacoBaHue (BU3MPOBAHKE) U MOAMNNCAHUE TPOEKTOB JOKYMEHTOB;

MOMCK JIOKYMEHTOB U IOPYYEHUH 10 3HaYEHUSIM UX PEKBU3UTOB;

IIOJIHOTEKCTOBBIN IIOUCK JOKYMEHTOB;

UCIOJIb30BaHUE Pa3HOOOPa3HBIX BCTPOCHHBIX TOMCKOBBIX 3aIIPOCOB;

pasrpaHUyeHHe MpaB AOCTYIA K JaHHBIM U (PYHKIIHSIM.

Ilopsinok BbINOJHEHHS Pa0OTHI:

1. Ha xonkperHom mnpumepe («lIpennpustie ¢ TeppUTOPUAIBHO pacHpeAeIeHHOM
CTPYKTYpOI1») CTyIEHTHl 3HAKOMATCS C YHHMBEPCAJIbHBIM BEO-IOCTYNOM KO BCEM KOPIOPAaTHUBHBIM
nokyMmeHTaMm. MmeroT BO3MOXHOCTh 3¢ (EeKTHUBHON ynajieHHOW paboThl ¢ HHUMH, MO3BOJISIIOMIEH C
nomouipio cucreMmbl «J{EJIO» co3mate ocHOBY uisi (hOpMHpOBaHHS €IUHOTO HH(OPMALHOHHOTO
MPOCTPAHCTBA B OpraHU3aluy J1000ro Maciradba 1 ypoBHsI.

2. C nomompio onmmu «/JIEJIO-WEB)» mnoka3bsiBaeTcsi BO3MOXKHOCTb pabOThI B CHCTEME
«AEJIO» paboTHuKaM yJaJeHHOro Quinana (Ha KOHKPETHOM IpUMeEpe), KOTOphI€ CTAHOBATCS

paBHOIIpaBHBIMU YYaCTHUKaAMHU I[OKYMGHTOO60pOTa B paMKax BCETO MPCANIPHUATUA.
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3. B xome nenoBod wurpsl, BbeIcTynas B poiu «PykoBomutenein» u «McnomHuteneiny,
HaxXoAAIMXcsl BHE o¢uca (B CayXeOHBIX MOE3KaX, KOMaHIUPOBKAX M T. I.), CTYAEHTHl HUMEIOT
BO3MOXHOCTb Y4YaCTBOBATb B IMPUHATHU peH_ICHI/Iﬁ o OOKYMCHTaM, HUX HCIIOJIHCHUHW W KOHTPOJIC,
WCIOJIB3YS YIAICHHBIN IOCTYII, YTO CO3J]aeT MPEANOCHUIKU I YBEJIUYEHHUSI MOOMIBHOCTH IEpCOHAa.

4. B xome naenoBoW Wrpbl, OCBOCHHUS NPUMEHEHHUS BEO-TEXHOJOTHIl MOKa3bIBAaeTCS Ha
KOHKPETHBIX IIpUMEpax 3HA4YMTEJIBHOE YIPOIUECHHE apPXUTEKTYypbl KOPIOPATUBHOM CHCTEMBI
JOKYMEHTO000pOoTa, He TpeOyromeld YCTaHOBKM Ha pabodMx MecTax IOJbh30BaTelell OCHOBHOTO
KJIIMEHTCKOTO NpuiiokeHus. Pabora caMux monb3oBaTeneil CUCTEMBl TakXKe yIpolaercs, Omaromaps

WHTYUTHUBHO TIOHATHOMY U IIPOCTOMY B MCIIOJIb30BAaHUH UHTEPPEiicy.

IIpakTuyeckoe 3ansitue 15. (Tema 1 1.12.). OpraHu3zanuss CHCTEMBI  3JIEKTPOHHOI'O
JOKyMEHTOOOOpoTa W ee¢ 3ammra. QDOYHKIHOHAIBHBIE BO3MOXKHOCTH CHCTEMBI 3JICKTPOHHOTO
nenonpousBojcta «IEJIO»: MndopmanronHo-cripaBouHas pabota - npoeepka cgpopmuposannocmu
komnemenuyuii - OINK-2.1

Heab pabGoTbl: paccMOTpPeTh Ha NPAKTUKE (YHKIHMOHAIbHBIE BO3MOXHOCTH CHCTEMbI
3JIeKTpOHHOTrO AenonpousBoacTBa «IEJIO»: MHdopmanmonHo-cipaBoyHast padora.

Jl1s BBINOJTHEHHs1 Pa00ThI HEOOXOAMMO 3HATH CJIeAylolee:

Cucrema npenocTaBiIsieT IIMPOKHUE MOUCKOBBIE BO3MOXHOCTU ISl OBICTPOro M YAOOHOTO
noJrydeHus 1000 MHGPOpPMAaLMKU, HAKOIUIEHHONM M COXpaHEHHOH B 0a3e AaHHbIX. OHa IMO3BOJIAET
MIHOBEHHO HAaXOJWUTh JIOKYMEHTBI, MOPYYEHHUS M NPOEKTHl JOKYMEHTOB IO 3HAYEHUIO JIIOOBIX
PEKBU3UTOB M HMX MPOU3BOJIBHOMY COYETAaHHIO. Takke BO3MOXEH IOJTHOTEKCTOBBIM MOMCK 10
coJiepKaHuIo (haiiIoB, MPUKPETIICHHBIX K PErUCTPAIIMOHHBIM KapTOUKaM.

[Tonydyennas Takum 0O6pa3zoM HHGOPMAIHS CIYXKHUT Ul OLEHKHU 3((HEeKTUBHOCTH pabOThl Kak
BCEr0 YINPAaBJICHYECKOI'O ammapara, TaKk M KOHKPETHBIX JOJDKHOCTHBIX JIMI[ (MCHOJHUTEJEeH) H
JaJIbHENUIIEro MPUHATUS MEP COBEPIIEHCTBOBAHUS UCIIOJHUTENBCKON JUCIIUIIIIUHBIL.

Ilopsinok BbINOJHEHHS padOThHI:

1. Co3iaTh MOMCKOBBIE 3aIIPOCHI (JIF000M CIIOKHOCTH, TaHHBIE IPEOCTABIIAET MPENnoJaBaTeb)
U OCYILIECTBUTBH UX COXPAHEHUE JUISl MOCIIEIYIOIEr0 MHOTOKPAaTHOI'O NCIIOJIb30BAHHS.

2. Coznate M cOpMHpPOBaTH TOUCKOBBIM 3ampoc «C HYJIs» (JaHHbIE MPEAOCTaBIISIET
IpernojaBaTens).

3. Co3nath U cpopMHUPOBATH MOMCKOBBIM 3alpOC HAa OCHOBE paHee CO3JlaHHOro mabioHa (B
3alpoce COYETAIOTCSl Pa3IMUYHbIE BUbI MIOMCKA: Ha TOYHOE COBIAJCHHE, 110 Pa3IMYHBIM JUana3oHaM
3HAYeHUH U 1p.).

4. OToOpaHHbIE B pe3ysbTare MOMCKAa JOKYMEHThl TOMECTUTh HAa XpPAaHEHUE B MEPCOHAIbHBIE

AKX [T0JIb30BaTeIeh 1/WIH pacrneyaTratb B BUAC NICPCUHS.
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5. Ucnonb3ys ommuio «MexaHU3Mbl pyOpUKaIMK JOKYMEHTOBY» (OTHECEHHUS K OINpeaesICHHON
TEME) HAWTU HEOOXOAUMBIE TOKYMEHTHI MO ONPEACICHHON TeMaTUKE WU BOMIPOCY U pa3odpaThCs B
UCTOPUU MPOOIEMBI (JIaHHBIEC MPEIOCTABIISICT MIPETIOABATENb ).

6. Hactpoutrs «lIpaBamu poctyna k wuHpOpManMM» [UIsl KOHKPETHBIX KaTeropui
UCIIOJIHUTENIEH, TEeM CaMbIM I[10Ka3aTh, YTO BO3MOXKHOCTH IIOMCKAa JIOKYMEHTOB [UIsl Ka)KIOTO
I10JIb30BATENS OMPENEISAIOTCS B COOTBETCTBUM € PA3pELIMTENBHON CUCTEMOM JoCcTyma.

6.1.0rpaHuyuTh 10CTYN K JOKYMEHTY;

6.2. Orpanu4uTh AOCTYI K Ipynme JOKYMEHTOB;

6.2. OrpaHuyuTh AOCTYI K KAPTOTEKE;

6.3. OrpaHu4MTh AOCTYI MO rpU(y OTPaHUYCHHIO.

7. ChopmupoBaTh (HOpMATH30BAHHBIA OTYET, MPEIOCTABISIONMN TOJHYI0 HH(pOpPMAIHIO O
XoJle paboThl C JOKyMEHTaMH (B JOIOJHEHHE K CTaHAAPTHOMY IOMCKOBOMY MEXaHU3MY), YTO
MOKa3bIBa€T CBOMCTBO (YHKIUMU - MIHOBEHHO TIONy4yaTh HHTEPECYIOUIHME PYKOBOACTBO
CTaTUCTHYECKHE MAaHHBIE IO JOKYMEHTOOOOPOTY B COOTBETCTBHH C 33/JIaHHBIMU I1apaMeTpaMHu.
Cucrtema aBToMaTH4ecku oOpabaThIBaeT JaHHBIC W MPEICTABISET MX B BUJIEC TOTOBOTO JTIOKYMEHTA B
dbopmate Word ¢ BO3MOKHOCTBIO BBIBOJIA HA TI€YaTh CPEACTBAMHU TEKCTOBOTO PEIAKTOPA.

7.1. OcylecTBUTh HACTPOMKY MapamMeTpoB IJIS Ka)XJOro OoT4eTa 0OECleYyrMB MaKCUMAJbHYIO
TOYHOCTB M KAYECTBO PE3YJIBTATOB MIOMCKA U YIOOCTBO PAOOTHI C CHCTEMOM.

7.2.ChopMUpOBaTh U TIOTYYUTH CIEAYIONINE OTYCTHBIE OPMBI:

CBenieHHs 0 JOKYMEHTOO00pOTE.

CBojaka 00 UCTIOTHEHHH.

CrnpaBka-HanmOMMHAaHKUE 00 UCTIOJIHEHUU MTOPYUYEHUH.

CeneHust 0 TOKYMEHTOOO0OPOTE TTO KOPPECTIOHACHTAM U Tpak/IaHaM.

CBeI[eHI/IH 0 pa60Te JOJIXKHOCTHBIX J'II/II_I/HOI[paBI[CJ'ICHI/Iﬁ C JOKYMCHTAaMHU.
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IIpunoxenne 1. AHHOTAITHS
paboueii mporpaMMbl JTUCIUTIIHHBL

AHHOTAIIUSI PABOYEHA ITPOTPAMMBI JIUCHUATLIAHBI

JucuuiuinHa — peanu3yercss Ha ¢akyiabTere HMH(OPMAIMOHHBIX CHCTEM M 0€30IacHOCTU
kadeapoi nHGopmMaIrmoHHOM 0€30IMacCHOCTH.

Heabp kypca: dopMupoBaHHE MpeICTaBICHHUS 00 SJIEKTPOHHOM JIOKyMEHTE KaK HOBOM
COCTaBJISIONICH B TPABOBBIX OTHONICHHSX. BBIABIEHHWE OCHOBHBIX OCOOCHHOCTEH «3IIEKTPOHHOTO
JOKYMEHTa», 0a30BbIX NPUHLHUIIOB B3aUMOJACUCTBUSA JJIEKTPOHHOTO W aAHAJIOTOBOTO «MHpPay,
MMOHUMAaHHUS Tepexo1a HHPOpMaIUU U3 0OBIYHOTO aHAJIOTOBOTO MUPA B 3JICKTPOHHBIMH.

3aoauu Kypca:

. OBIIAJIETh TEOPETUYECKUM OOOCHOBAHHMEM IIPOLIECCOB JOKYMEHTALMOHHOTO OOecredeHus
amnmapara yrpaBJIeHHS 0OIIECTBOM;
. OCBOUTH  COBPEMEHHBbIE  MPOOJIEMBI  3JEKTPOHHOTO  JOKYMEHTHPOBAaHUS  IPAaBOBOM,

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

JlucuuiuinHa HanpasjieHa Ha (pOpMUpPOBaHUE CIIETYIOIUX KOMIIETEHIIMI:

OIIK-2.1. Crioco6eH npoBOIUTH aHATU3 (PYHKIIMOHATBHOTO MpoIecca 0OBEKTA 3alIUThI U €T0
MH()OPMAMOHHBIX COCTABIISIONINX C LIEJIBIO BBISBICHUS BO3MOKHBIX HCTOYHHUKOB HH(OPMAIMOHHBIX YTPO3, UX
BO3MOJKHBIX IIeJIeH, MyTel peaan3aiy 1 IpeInoiaraeMoro ymepoa

B pe3yabTaTC OCBOCHUS JUCHUIIIINHBI oGytmmumﬁca JOJIDKCH:

YMeTh:

MIPUMEHATH TUIIOBBIE TPOTPAMMHBIE CPECTBA CEPBUCHOTO HA3HAUYCHUSI U MOJTH30BATHCS CETEBBIMU
CpeICcTBaMU JJisi OOMeHa IaHHBIMH, B TOM YHUCJIE C UCTIOJIh30BAaHUEM II100aIBHON HHPOPMAITIOHHOM
cetu aTepuer

aHAIM3UPOBATh Y(PPEKTUBHOCTH METOJIOB YIIPABICHUS CUCTEMAMHU

3HaTh:

AIrOPUTMBI YIPABIECHUS MPOLECCAMU B CJIOKHBIX CHCTEMaX.

Bnanets:

peanu3anuen anropuTMOB YIIPABICHUS B aBTOMaTU3UPOBAHHBIX CUCTEMAX.

[To mucrumnnHe MpeIycMOTpEeHa MPOMEXKYTOUHas aTTecTalus B (popme sK3aMeHa U 3a4éTa ¢ OI[CHKOM.
OO6m1ast TpyI0€MKOCTh OCBOCHUSI TUCIUIUIMHBI COCTABIISIET D 3a4€THBIC €IUHUIIBI.



