banakoBckuii MH)KEHEPHO-TEXHOJIOTHIECKUN HHCTUTYT - (prythan
(benepanbHOro roCy1apCTBEHHOTO0 aBTOHOMHOTO 00pa30BaTeIbHOTO YUPEKICHUS
BBICITIIETO 00pa3oBaHUs
«HaunoHaIbHBIN UCCAEN0BATENbCKUN siepHbId YHUBEpcUuTeT «MUDI»

@akynbTET AaTOMHON YHEPTETUKU U TEXHOJIOTUI
Kadenpa «MHpOopMaLMOHHBIE CUCTEMBI U TEXHOJIOT MM

PABOYAS ITPOI'PAMMA
10 AUCLUILIINHE
«ONEeKTPOHHBIN JOKYMEHTOOOOPOT»

HanpagieHusi noAr0TOBKHU
«09.03.02 NudopMaliiOHHbIE CUCTEMBI U TEXHOJIOTUI

OcHoBHasi npodeccnoHaTbHAs 00pa3oBaTeJbHasI MPOrpaMMa
«H(pOpMaIIMOHHBIE CUCTEMBI U TEXHOJIOTHUIY

KBanudukanus BbINIyCKHHUKA
bakamasp

®opma 00ydeHust
3aouHas

bamakoBo



eab ocBOeHUS Y4eOHOM TUCIMILIMHBI

[lenb OCBOGHMS TUCIUIUIMHBI B 001aCTH O0yUYEHUS, BOCOIUTAHUS, Pa3BUTHS,
cooTHecenHble ¢ obommmu nensimu OOIT BO u tpeboBanusaMu npodeccrnoHanbHbIX
crangaptoB ([IpodeccronanbHbIil cTaHgapT «PyKOBOAMTENH MPOEKTOB B 00JIACTH
UH(GOPMAIIMOHHBIX TEXHOJOTHI, YTBEPKACHHBIN prUKa3oM MHUHUCTEPCTBA TPyia
U conuanbHOW 3ammThl Poccmiickori @enmeparmm ot 18.11.2014 Ne893H)
ABIAIOTCA: (pOpMUpOBaHUE, pa3BUTHE M COBEPIICHCTBOBAHUE Y CTYICHTOB
npo(eCCUOHANIBHBIX KOMIIETEHLIMN; JaTh CTYyJEHTaM YIIyOJIEHHOE, LEIbHOE U
KOMIIJIEKCHOE IIPEICTABICHUE O TEOPUM U IPAKTUKE HCIOJIB30BAHMSI METOJOB U
CpeACTB mepexofa K 0e30yMaKHOW TEXHOJOIMM YIPABJICHUS: aBTOMATHU3alUU
npoueayp paboTbl € 3JIEKTPOHHBIMU JOKYMEHTAMHU, OPraHU3alil XpaHEHUs U
IIOMCKA DIIEKTPOHHBIX JIOKYMEHTOB, OpraHu3aluu IIEKTPOHHOIO
JOKYMEHTO000pOTa M OOECHeUeHHUs YNpaBiE€HUS C [OMOLIbI0 HOBEHMIINX
texHosoruil B JIOY u apxuBHOM Jiene.

Mecto yueOHOU qucuuILuiuHbI B cTpykrype OOII BO

JuciuminHa «DJIEKTPOHHBIM JOKYMEHTOOOOPOT» OTHOCHTCS K OCHOBHOM
yacTd  oOpa3oBaTeIbHON  NPOrpaMMbl no  Hampasieruto  09.03.02
«H(popMallMOHHBIE CUCTEMBI U TEXHOJIOTUN.

HeoOxoauMpIMU yCIOBHUSIMH JJI1 OCBOCHMSI AMUCLUILIINHBI SIBISIOTCS 3HAHUS,
YMEHUS M IPAKTUYECKUE HAaBBIKM [0 MPEJUIECTBYIOIIMM JUCLHUIUIMHAM U
IIpaKTHUKaM:

Metoael M cpeAcTBa MNPOECKTHUPOBAHUS HMHPOPMAIIMOHHBIX CHCTEM U
TEXHOJIOTUI

VYpasneHne TaHHBIMA

CoBpeMEHHBIE TEXHOJIIOTMU UHTEPHET-ITPOTPAMMUPOBAHUS

WNHTepakTUBHOE IPOrpaMMUpOBaHUE Web-TIpUIoKeHU

Co3naHre UHTEPAaKTUBHBIX NPHUIIOKEHHH JIJI1 UHTEPHET

TexHoa0ruu co3gaHust web —pecypcon

OcHoBBI web-TiporpamMmmupoBaHus

NuocTpaHHbIN SA3bIK

NudopmaTtuka

NHocTpanHbIf S3bIK 17151 TPO(PECCHOHATEHOTO OOIIEHUS

Beenenune B cieiuanbHOCTD

J1emoBOM HHOCTPAHHBIN SI3bIK

VYyebHas mpakTrKa (03HAKOMUTEITLHAS )

3HaHUS, YMEHUS W IMPAKTUYECKUE HABBIKU, MOJYYEHHBIE IPU OCBOCHHH
JUCHMIUIMHBI, HEOOXOAMMBI TMpPU HM3YyYEHUU CIEAYIOUMX JUCHMUIUIUH U
MPOXOKJICHUS MPAKTHK:

NudopmaninoHHbIN MEHEIKMEHT

a TaK>Ke IIPU IPOXOXKIACHUH [ 0Cy1apCTBEHHON UTOIOBOM aTTECTALIUU.

IIpy ocBOoeHMM [AaHHOW JWCIUIUIMHBI CTYAEHT CMOXET YaCTHUYHO
MPOJIEMOHCTPUPOBAThL CJeAyloIMe 00001IeHHbIe TpyAoBble GyHKIuU: COop
uH(pOpMaIUK JJI1 MHULIUALMK TTPOEKTa B COOTBETCTBUU C MOJYYEHHBIM 33JJaHUEM



KoMmnerenuuu odyuarmerocsi, GopmupyemMmbie B pe3yJibTaTe 0CBOCHHUS
TUCHUNIMHBI

B mponecce ocBoeHuss AaHHON UCHMIUIMHBI y CTyA€HTa (POPMHUPYIOTCS

CJIIeaAyromue KOMIICTCHINH

YHUBEpCAIbHBIE
Ko
A Haunmenopanme
KOMIICT I/IHIII/IKaTOpBI JOCTHMXKCHHUSA KOMIICTCHIIN U
J— KOMITIETEHIIMH

Cnoco0eH B 1iudpoBoii cpeze
UCIIOJIb30BATh pa3IYHbIC
U(PPOBBIC CPE/ICTBA,

VKII-1 | mo3Bosstomme BO
B3aUMO/ICHCTBUU C IPYTUMHU
JFOIBMU JIOCTUTATh
MOCTABJICHHBIX IIEJICH

3-YKI-1 3nare: coBpeMeHHBbIE HH(OPMAIIMOHHBIE
TEXHOJIOTMH M ITU(POBBIE CPEACTBAa KOMMYHUKAIIUU, B
TOM YHCJIE OTEYECTBEHHOI'O IIPOM3BOJICTBA, A TAaKKE
OCHOBHEIC MIPUEMBbI n HOPMBI COLIMATLHOTO
B3aMMOJCUCTBUS M TEXHOJOTHMH MEXJIMYHOCTHOM H
IPYNIOBOM  KOMMYHUKAllMM C  HCHOJIb30BAHHEM
JIMCTAHI[MOHHBIX TEXHOJIOTHI

V-VKII-1 YMerTs: BBIOMpATh COBPEMEHHBIEC
WH(OPMAIMOHHBIE TEXHOJOTUU U MU(PPOBBIC CPEICTBA
KOMMYHUKallMM, B TOM YHCI€ OTEYECTBEHHOI'O
MIPOU3BOJICTBA, a TaKxKe YCTaHaBJIMBATh i
MOJJICP)KUBATH KOHTAaKTHI, o0OecreyuBaroIme
VCIEMHYI0 pPaboTy B KOJUICKTUBE U IPUMCHSTH
OCHOBHEIC METOJIBI n HOPMBI COLIMATLHOTO
B3aUMOJICUCTBUS Il pEaJM3allMd  CBOEW pPOJU U
B3aUMOJICHCTBUSL BHYTPU KOMAHJIbl C UCIOJIb30BAaHUEM
JIMCTAaHI[MOHHBIX TEXHOJIOTHI

B-YKII-1 Bnanets: HaBBIKaMH TIPUMEHEHUS
COBPEMEHHBIX  WH(MOPMAIMOHHBIX  TEXHOJOTHH W
U(GPOBBIX CPEACTB KOMMYHHUKAIlMM, B TOM YHUCIE
OTEYECTBEHHOTO MPOM3BOJACTBA, a TAKXKE METOJAAMHU U
MpHeMaMU COIMAILHOTO B3aMMOJEUCTBUSA U PabOTHI B
KOMaH/Ie c HCIIOJIE30BaHIEM JHACTAHIIMOHHBIX
TEXHOJIOTUH

po(eCCUOHAIIbHbBIE
3anauu
. HanmenoBanue
npodeccuoHaTbHON OOBexT WHaukaTopbl TOCTHKEHUS
KOMIIETCHIINH,
JeSITEIIbHOCTH o0JacTh 3HaHUS KOMIIETEHIIUH
KOJ] KOMITIETEHIIUU
(3LA)
BbIOOp  ucxonHbIX | MHpOpManmonHbie
JTAHHBIX 11 | TIPOLIECCHI,
MPOEKTUPOBAHUS TEXHOJIOTHH, 3-TIK-12 3nate: TpeOoBaHUS K
cucremMbl u cety, | [IK-12 Cnocoben | pazpaboTke TEXHUYECKOT O
ux MPOBOJUTH BBIOOp | 3a/laHUsl, €ro CTPYKTypy U
WHCTPYMEHTAJIBHOE | HCXOIHBIX IIPUHLIMIIBI COCTaBJICHHUS
(mporpammHOE, JTAHHBIX s | Y-TIK-12 YMers: aHanu3upoBath
TEXHUUYECKOE, MIPOEKTUPOBAHMS | UCXOIHYIO JOKYMEHTALIHIO
OpPraHM3aI[IOHHOE) | C YUETOM | 3aKa3uuKa
obecreyenue, TpeboBaHMit B-IIK-12 Bnanmeth: MeTOIUKOH
CHOCOOBI M METOJIBI | 3aKa3unKa COCTaBJICHUS TEXHUYECKOTO
IIPOEKTUPOBAHMS, 3a/1aHus
OTJA/IKH,
IIPOU3BOJICTBA U




HKCIUTyaTalUH
MH(POPMAIMOHHBIX
TEXHOJIOTUH U
cHCTEM B
Pas3INIHBIX
obmactsx u chepax
JeATeILHOCTH

33.,[[21‘-11/1 BOCITMTaHUSA, pCAIIM3YCMBIC B PAMKaX OCBOCHUS JUCHHUITJIMHBI

Co3pnanue Bosneuenue B
Hampasne YCIIOBHH, Hcnons3oBanue BOCIUTATEIBHOIO Pa3HOIIIIAHOBYIO
Hue/uenu | obecrednBaro MOTEHITMAIA YICOHON TUCITUTIIMHBI BHEY4YCOHYIO
[IHAX JEATEIIbHOCTD
[Ipodeccu | popmupoBanu | Mcnonb3oBaHue BocnuTaTeabHoro | IloBelllieHne 3HAHUN IO
OHANBHOE | €  KYJIbTYpHI | MOTEHIHAIIA JTUCIUIUIMH | WH(OpMAaTU3AIUN
BOCIIUTAaH | MH(POPMAIMOH | MPOdheCcCHOHATHLHOTO MOYJIst g | obuiecTBa n
ue HOM ¢dbopMupoBanue 0a30BBIX HABBIKOB | KOMMYHUKAIIHOHHBIX
0e30macHOCTH | MHPOPMAIIMOHHON O€30MMacHOCTH 4epe3 | TEXHOJOTHM I
(B23) W3Y4EHHE  TOCJIEICTBUH  XaJaTHOIO | pelieHus
OTHOILIEHUS K pabore C | KOMMYHHKaTUBHBIX U
MH()OPMAIMOHHBIMUA CHCTEMaMH, 0a3aMu | MO3HABATEIBHBIX 3aad
JaHHBIX (BKITIOUAS MEPCOHANBHBIE | CTYJCHTAMH.
JaHHBIC), nmpuemMax H©  MeTojax
37I0YMBIIIJICHHUKOB, MOTEHIINATHLHOM
YPOHE TOJIb30BATEIISIM.

CTpykTypa U coaepkaHue y4eOHOM TUCIUTIIUHBI

JucuunnuHa u3ydaercd cryieHTamu Ha S5 kypce. OOmias TpyaoeMKOCTh
JMCIIAIIJIMHBI COCTABIISICT 3 3a4eTHBIX eaAuHuIIbI, 108 ak. yacos.

Kasiengapubii nuian

Ne | Ne HanmenoBanue Bunel yueGHoi Artrectanus | MakcuMallbHbIN
Pa | T paszena (TeMbl) JeSITeNbHOCTH paszziena 0asu1 3a paznen
3 e JUCITUTUTUHBI (gac.) (bopma)
zena
BI o o
o) 0]
5 51¢ 2|8
m | BBl E|O
2 3 4 5 6 | 7 8 9 11 12
1 OcHoBHble mNOHATHS B  cdepe 3iexkTpoHHoro | KU 30
JOKYMEHT0000poTa
1 | Joxymentoobopor Ha |9 1 |- - 8
COBPEMEHHOM
HIPEANPUATHA
2 | ABTomaTH3anus 13 1 |- 2 10
MPOLIECCOB BBOJIA
NOTOKOB  BXOJSIINX
JOKYMEHTOB.




3 | Cucremsl 13 1 2 10
AJIEKTPOHHOTO
JOKYMEHT0000pOoTa
Crnenuduka BHEIPCHUS
CHCTEM DIIEKTPOHHOTO
JOKYMEHTOOOOpOTa B
rOCyJapCTBEHHBIX
YUPEKACHUSIX.
4 | Cucremsl 13 1 - 10
KOMILIEKCHOU
aBTOMATH3aLUU
JOKyMEHTOoOOOpoTa U
JICTIOBBIX  TPOLIECCOB
00630p OCHOBHBIX
CHCTEM DIIEKTPOHHOTO
JIOKYMEHTO000pOTa,
MIPeCTaBICHHBIX B
Poccun
5 | OcHoBHble TpeOoBanus | 13 1 - 10
K cucreme
AJIEKTPOHHOTO
JOKYMEHT0000poTa
(CB0).  Kpurepun
BBIOOpA CUCTEM
AJIEKTPOHHOTO
JIOKYyMEHTO000poTa B
TOCYYPEKICHUIX
2 Cucrema LanDocs. 3amura undopmauun B chepe | KU 30
3JIEKTPOHHOT'0 IOKYMEHT0000poTa
6 | Kommiekc 10 - 2 10
MPOTPaMMHOTO
obecneuenust LanDocs.
Hasnauenne, o6nactb
IPUMEHEHUS,
CTPYKTypa 1o,
OCHOBHBIC (YHKIHMH H
MIPUHIMIIBI 3aIUTHI.
7 | lpunmumser paboter ¢ | 12 - 2 10
uHpopmaruen B
cucTeME LanDocs
(oCHOBHEBIE
MPaKTUYCCKUE
MIPUEMBI)
8 | IIpobGaemsr IT- | 11 1 - 10
0€30MacHOCTH
9 | Bamura uadopmaruu B | 12 - 4 8
cucteme LanDocs
3auér 4 40
Hroro 108 | 6/2 12/4 | 86

KW — xoHTpOJIb IO UTOTaM




Conep:kaHue JIEKIHIHOHHOTO Kypca

Tema nexkuuu. Bonpockl, oTpadaTrbiBaemMble HA JeKIUH

Bcero
4acoB

YyeoHo-
METOANYEeCKoe
o0ecreuenue

JIoKyMeHT0000pOT Ha cOBpeMeHHOM mnpeanpusituu. llpeamer u
comepkanue kypca. CoctaB (yHKUMH M JEJOBBIX IPOIIECCOB,
BBITIOJIHAEMBIX B IoApa3aencHusX. [TonsTue nokymeHTa, Kjiaccel

JOKYMEHTOB, CBSI3aHHBIE C BBINOJIHEHHEM (YHKIUN YIpaBlIeHUS U
NENOBBIMM  mporieccaMu.  lloHATHE  TOKYMEHTONOTOKA,  €ro

CTPYKTYypa.

1-3

ABTOMaTH3alMsl NPOLECCOB BBOJa MOTOKOB  BXOASIIHX
AOKYMEHTOB.

CoctaB ¥ coaepxaHHE OINEpaludii aBTOMATU3HMPOBAHHOTO BBOJA
IIOTOKOB  BXOASIMX  JAokymMeHToB. ConepkaHue — onepauuit
MOArOTOBUTENbHON  craguu.  [lonste  GopMaTupoBaHHOTO
nokymenta (®[). Buast OJI. Acnextsl onucanus mnoner DJI.
Conepxanue omnepaiuii OCHOBHOM CTauu oOpabOTKM HM BBOJA
IOKyMeHTOB. Kiacchl CKaHepoB, XapakTEpUCTUKU CKaHEpOB U
TpeOOBaHUs, MPEABSIBISIEMbIE K BEIOOPY CKaHEPOB.

Cucrembl 3J1eKTPOHHOI0 AOKYMEHT0000poTAa. O0ume
MOJIOKEHHUSI.

Crieninuka BHEAPEHUS CUCTEM JJICKTPOHHOTO JIOKYMEHTO000pOTa B
TOCYJapCTBCHHBIX yupexaeHusx. [naBHoe Ha3Hauenue CD/I.
Pemenwue ABTOMATHU3HPOBAHHBIMHU cpeacTBaMu Hanbosee
AKTYaJIbHBIX JICJIOMPOU3BOJICTBCHHBIX 33124 YUPESIKICHHI.

CucremMbl KOMILUIEKCHOH aBTOMAaTH3alMU JOKYMEHT0000poTa M
AeJIOBBbIX mpoueccoB (O030p OCHOBHBIX CHCTEM 3JIEKTPOHHOIO
AOKYMeHT0000poTa, npeacTaBjieHHbIX B Poccum.

OcHOBHBIE  33JauM  OpraHM3allMM  CHCTEMBI  DJIEKTPOHHOIO
nokymentoobopora (CO/0). Orambr paszsutus CO0O. Knaccs
CO0. [TpuHLIUIBI 1 0COOEHHOCTHU MOCTPOCHUS
ABTOMaTH3UPOBAHHBIX Cucrem KoHntpois Hcnonnenus
JloxkymenTtos (ACKU]T).

OcHoOBHbBIE TpedoBaHUs K cucreme 3J1eKTPOHHOI0
aokyMmenToooopora (CI10).

Kputepun BBIOOpa CHCTEM SIIEKTPOHHOTO JIOKYMEHTOOOOpOTa B
rocyupexjeHusx. OOmmue TpeOoBaHUS K J1EIONPOM3BOJICTBEHHBIM
byHKIMSIM, K

GYHKIUSM ~ KOHTPOJNS  MCIOJNHEHHUSA, TMOJJEPKKE  IMPOIIECCOB
pa3pabOTKH M COTJIACOBAHUS JOKYMEHTOB, K 00CCIIEUCHHIO paboThI
COTPYIHUKOB TEPPUTOPUATHHO YAAIEHHBIX TMOAPA3JEICHUN, K
MOJIIEP)KKE DJICKTPOHHOTO JIOKYMEHTO000pOTa MEXKIy OpraHaMu
BIIACTH WJTU YIIPABIICHUS, K MEXaHU3MaM HHTETPAIUH

Komiuieke nporpammuoro odecniedenust LanDocs.

IIpunnuner padorbel ¢ uHpopmanueis B cucreme LanDocs
(0OCHOBHbBIE IPAKTHYECKHE NPUEMBbI).

IIpooJemsbl IT-0e30nmacHocTu.

[TpyyrHBI BO3HMKHOBEHHMSI M 3HAYMMOCTb Pa3IMYHBIX MpodiIeM ¢
UT-0e3onacHocthio.  KonTponms  goctyma k  uHboOpmanuu,
IpOrpaMMHBIE  CpEJICTBA:  CpPEACTBa  KOHTPOJsS  JOCTyma K
nokyMeHTaMm, K Web-pecypcy, ammapaTtHble CpeicTBa KOHTPOJIS
J0CTyna, OHMOMETpPHUYECKHE CpeJICTBA, METOJ CKaHUPOBAHUS




paayXHOH OOOJIOUKH TIJIa3a, T€OMETPUM JIMIlA, PAacllO3HaBaHUE IO
roJIoCy, MO MOJIKCH, MO OTIIEYaTKy Nablia.

3ammuTa ungopmanuu B cucreme LanDocs. - 1-3
IlepeyeHb NpaKTUYECKUX 3AHATHH
TeMa npakTH4ecKOro 3aHATUA. 3aJaHUs1, BONIPOCHI, Bcero Y4ebHo-
oTpadaThiBaeMble HA MPAKTHYECKOM 3aHATHH 4yacoB MeToAnYecKoe
ob0ecrieyeHue
Wzyuenne unrepdeiica u ocHoBbI paboThl B cucteme NauDoc 1 1-3
Cucrema NauDoc: pabora ¢ mankamu 1 1-3
Cucrema NauDoc: pabora ¢ TOKyMEeHTaMu 1 1-3
Cucrema NauDoc: co3nanue 3aianuii K TJOKyMeHTam 1 1-3
Cucrema NauDoc: kaTeropuu 10KyMeHTa 2 1-3
Cucrema NauDoc: pabora ¢ )xypHaiamMu 2 1-3
Cucrema NauDoc: HOpMaTUBHBIE IOKYMEHTBI 4 1-3

IlepedyeHnnb 1a00paTOPHBIX padOT - HE MPEXYCMOTPEHbI Y4eOHBIM IIJIAHOM

3aganus 11 CAMOCTOATEILHOM PadOThI CTYJA€HTOB

3anaHusi, BONPOCHI, 1JIs CAMOCTOSITEIbHOTO U3y4yeHus (3a1aHus1)

Bcero
JaCOB

Y4yedHO-
MeTOANYecKoe
odecrmeyeHue

[lonstne noxymenrooOopora u ero xapaxktepuctuku. [lonsTHe u
BUJBI TOKYMEHTOOOOPOTa U JIEJOBBIX MPOLECCOB, UX CTPYKTYPHI U
coctaB KoMImoHeHT. OOocHOBaHHME HEOOXOJMMOCTH Iepexoia K
6e30yMaKHON TEXHOJIOTHHU yrpaBiieHHsl. OCHOBHbIE KOHIIETIIIUH.

8

1-3

Ilonstme  dopmatupoBanHoro  gokymenta (®J]). Bumer O/l
Xapakrepuctuka OCR, ICR u OMR-meTonoB pacrno3HaBaHUS
JOKYMEHTOB. MeToapl KOHTpOJS Omnepauuid CKaHUPOBAHUA U
pacrio3HaBaHUA TCKCTOB.

Metonsl uHAEKCHUpOBaHUS JTOKyMeHTOB. CoctaB (akTopoB U
TpeOOBaHUH, TPEABIBIIEMbIX K CHCTEMaM BBOJA OyMaKHBIX
JTOKyMeHTOB. Xapakrtepuctuka cucreMbl Cognitive Forms u ee
KOMITOHEHT JIJISI

AaBTOMAaTHU3allM1 BBOJA JJOKYMEHTOB.

10

OcCHOBHbBIE CBOMCTBA CHCTEM 3JIEKTPOHHOIO JOKYMEHTOO00OpOTa:
OTKpPBITOCTb, BBICOKas CTENEHb WHTETpallMM C MPUKIATHBIM
nporpaMMHbiM  oOecniedenueM (IO, ocoOeHHOCTH XpaHeHus
JOKYMEHTOB,  MapLIpyTu3alus  JOKYMEHTOB, pa3rpaHUYCHUE
JIOCTYIIA, OTCJIEKUBAHUE BEPCUM U TIOJIBEPCUNA TOKYMEHTOB, HAIMYHE
YTWINT MPOCMOTpPa JOKYMEHTOB Pa3HbIX (pOpPMaTOB, aHHOTHPOBAHHE
JOKYMEHTOB, TOJJEpKKa PpA3IUYHbIX KIMEHTCKUX [IPOTPAMM.
OcnoBHbIe TUIBI CO/].

10

O030p OCHOBHBIX CHUCTEM JOKYMEHTOOOOpPOTa, MPEICTABICHHBIX B
Poccun.  Xapakrepuctuka METOIOB M CpPEICTB OpraHU3AlNU
npuema-nepenaun JokymeHToB B COJIO ¢ Texnonorueir "adhoc".
Ocobennoctu  opranmzaunu COJ]  KoOMIEKTUBHONH  00pabOTKH
JOKYMEHTOB ~Ha MpHHOMIAX TeXHouoruu 'groupware" ¢
ucnonb3oBanueM cpeactBs Lotus Notes m MS. OcoOenHoctu
opranmzamu ~ COJIO, OpUEHTUPOBAHHBIX HA HCIOJIL30BAHUE

10




"docflow"-TexHomorum. 0630p OCHOBHBIX CHCTEM
JIOKYMEHTOO00POTA, MPEICTABICHHBIX B Poccuu.

Ocobennoctu BHeApeHus: COJl B rocy1apcTBEHHBIX

yupexaeHusx. CucrtemMbl € IpYIMMHM  HPWIOKEHUSIMH, K
BO3MOXHOCTSIM  HacTpoiiku  CucrteMbl, K  CTaHAapTU3aLUH,
yaupukanuu. Ocobennoctu BHeapenus CIJ B rocynapcTBEHHBIX
YUPEKACHUSX.

10

[TpuHIUTIBL 321U Tl HHQOPMAIMK U Pa3TPaHUICHUC

MOJIHOMOYMI moJb30oBarenel B cucrteme LanDocs. Hasnauenwue,
oOmacte mnpumeHeHus, cTpykrypa I1O, ocHOBHBIE QYHKUUU H
OPUHLHUILI 3auThl. Ha3Hauenue u 061acTh MPUMEHEHUSI CUCTEMBbI
LanDocs. CtpykTypa nporpamMmmuaoro obecrieuenus uauu LanDocs.
OcHoBHble (GyHKIMM cucTtemMbl LanDocs. [IpuHIMNIBI 3amuThI
uH(hOpMAllMM M pa3TpaHUUYCHUE IIOJIHOMOYHUHN I0JIb30BaTeeii B
cucreme LanDocs.

Crenmuduka cuctemsl. Ilogkinrouenue k cucreme (pabora B cucteme
OT CBOETO UMEHH, OT UMEHU pykoBoauTensi) CMeHa maposis 10CTymna
K KoHTehHepy nwuHbX Kimoued OLII. HMuatepdelic cucremsl
(ctpyktypa rnaBaoro okHa LanDocs).

10

[puatmne! paboTtel ¢ uHGOpManUel B cucreme

LanDocs. Pabora ¢ 6a30if JaHHBIX JOKYMEHTOB: MPOCMOTp MEPEUHS
JOKYMEHTOB B XXYpHaJI€ PErHCTPalliy, PETUCTPAIIIOHHON KapTOYKH
JOKYMEHTa, crucka QailioB JokyMeHTa. Perucrpanus 1oKymMeHTa B
JKypHaJle perucTpanuu: 3anojaHenne peksusutos PK, npukpennenue
¢daitzioB K pPErucTpallMOHHON KapTouke [OOKyMeHTa. l3MeHenue
nokymenta LanDocs: u3MEHEHME pPErMCTpalMOHHOM KapTOYKH
JOKYMEHTa, pEIaKTUPOBAaHHE TEKCTOBBIX (hailIoB JTOKYMEHTA.
Pabora ¢ oxypHamamu peructpanuu. Pabora ¢ dunbTpamu
(mouckoBeie  (UIBTPBHI, oOrpaHWyeHue 1o jgare). Pabora ¢
cooOmeHusiMu: pabota ¢ pazaenom «lloutay, oTrpaBka COOOIIECHHS
(«YBemommenue», «3amaHue»). OOpaboTka cOOOIIEHUI B mMamke
«Bxomsmuey: KaTerOpuH COOOIIEeHHH, MOJTY4a€MBbIX
[Tons3oBareneM, o0paboTka cOOOIIEHUS TUNA «YBEJOMIICHHUEN,
«3ananue» cooOueHN-0T4éTOB. POpPMUPOBAHNE AHATUTHYECKUX
OTUYETOB.

10

Kpunrozamura u  Oe3omacHble  KOMMYHHKAalUU:  IOHATHE
Kpunrorpaduu, mudpoBaHue ¢ MOMOLIBIO KITI0Ya, C CHMMETPUYHBIM
KJIIOYOM,  acUMMeTpuyHoe  mmudpoBaHue, MmMHUPpPOBaHHE C
CUMMETPUYHBIM M  aCUMMETpUYHBIM  KitoyoM.  Lludposbie
ceprudukarel. Kiaccel ceprudukaroB. CucremMa TMOANMMCAHHBIX
IIPUWIOKEHUHN. be30macHOCTh Mpu nepenucke.

10

3amurta wuHpopmamu B cuctemMe LanDocs.  KommoneHTbI
MOJICUCTEMBI O€30MacCHOCTH: cepBep OE30MaCHOCTH; aIMUHUCTPATOP
cepBepa; knueHTckass komnoHeHTta. I10 cucrembr LanDocs. OOmiue
CBEICHMS O KpUNTOrpapUUecKUX alropuTMax: CHMMETPHYHOE,
HECUMMETPUYHOEe  IIH(poBaHHE, KOMOMHHPOBAHHBIA  METOA
mu@poBaHus, ANIEKTPOHHas IMdpoBas MNOANUCH (MpOrpamMMHOE
oOecrieyeHne 3JIEKTPOHHOM NMQPPOBON mNOANMCH M IUGPPOBAHUS
JOKYMEHTOB i Moxayied cuctembl LanDocs), ceprudukars
OTKpBITBIX  Kimtouer. Kiroun u  cepTtudukarsl  (KOHTEHHEPHI
CEKpEeTHBIX KJIIo4el, 0a3za JaHHBIX CepTU(UKATOB U CIPABOYHUKH,
kmoun  llentpa  ceprudukanmm, CepBepa  06e30MacHOCTH,
nonb3oBarenei). lludposanne mHbopManuu: KoHOUIESHIINATIBHBIX
JIOKYMEHTOB, MacTEP-KJIIOY.




PacuyerHo-rpaduyeckasi padbora He NpeayCMOTPEHA Y4eOHBIM IJIAHOM

KypcoBasi padora He npeaycMoTpeHa Y4eOHbIM IIAHOM

KypcoBoii NpoeKT He NpeaycMoTpeH yyebHbIM N1aHoOM
OoOpa3oBare/ibHbIC TEXHOJIOTMH

[Ipu peanmuzanuu ydeOHOro MaTepuaia Kypca HCIOIB3YIOTCS Ppa3IUYHbIC
oOpa3oBaTeNbHBIE TEXHOJOTMH, CIHOCOOCTBYIOUIME CO3JaHUI0  aTMochepsl
CcBOOO/IHOIM U TBOPUECKOM TUCKYCCHM KaK MEX]ly IPENoAaBaTesieM U CTyAeHTaMH,
TaKk W B CTyJeHueckod rpymnme. Llenpto mpu 3TOM sBIsETCS BBIpaOOTKA Y
CTYZACHTOB HABBIKOB WM KOMIIETEHIIMM, MO3BOJIIOIIUX CaMOCTOSATEIbHO BECTH
UCCIIEIOBATENbCKYIO U HAYYHO-TIEAArOTHYECKYI0 padoTy.

[IpakTnyeckass MOATrOTOBKAa MpU peaau3aluy Y4eOHOM JAMCUUIUIMHBI
OpPraHU3yeTCsl MyTeM IPOBEACHUS MPAKTHUECKUX 3aHITHH, MpeayCcMaTpUBAIOIINX
ydacTue o0y4yaroluuxcs B BBIIIOJHEHUU OTAENIBHBIX JIEMEHTOB padoT, CBA3aHHBIX
¢ Oyaymieit mpodecCuoHaNbHON JIEATEIbHOCTHIO.

[IpakTHdeckast MOArOTOBKA TaKXKE BKIIIOUACT B Ce0s 3aHATHS JICKIIMOHHOTO
TUTNIA, KOTOpBIE TMpEAyCMaTpUBAIOT  Mepedady  y4deOHoW  mHbOpManuu
oOydJarommmcsi, HEOOXOAMMOW Il  IOCJEAYIOLIEro  BBINOJIHEHUS  pador,
CBSI3aHHBIX C Oyay1Iel MPoPecCHOHATIBHOMN AESITENIbHOCTHIO.

[IpenogaBanue MUCHUIUIMHBI BENETCS C MPUMEHEHHEM CIEAYIOUINX BUIOB
00pa30BaTENbHBIX TEXHOJIOTUHA: HCIIOJIb30BAHUE 3JIEKTPOHHBIX 00Pa30BaTEIbHBIX
pecypcoB, o0ecneurBaIUX 00ydeHHe B HH(OpPMALMOHHOW 0Opa3oBaTeIbHON
cpele; JIEKIIMOHHbIE 3aHATUSl MPOBOJATCSA C HUCIOJIb30BAHUEM MYJIbTUMEIUIHOTO
JEKIIMOHHOTO MaTepuania.

DOoH/1 OLICHOYHBIX CPEACTB

@DOHJT OIEHOYHBIX CPEACTB MO JUCIHUIUIMHE OO0ECIeYrMBaAET IMPOBEPKY
OCBOCHMS  IUJIAHUPYEMBIX  pE3ylbTaTOB O00yueHus (KOMIETEHIMH ¢  HX
WHJUKATOPOB)  TIOCPEJCTBOM  MEPOMPHUSATHUH  TEKYIIero, pyOeKHOro u
MIPOMEKYTOUYHOTO KOHTPOJIS MO TUCIIUILIAHE.

CBs3p MKy (popMUPYEMBIMA KOMITIETCHIUSIMH B (popMaMu KOHTPOJS UX
OCBOEHUSI TIPEJICTABJICHA B CIIEIYIOIICH TabIuIe:

KO,I[ 1 HAUMCHOBAHUEC

Ne HaumeHoBaHnE KOHTPOIMPYEMBIX WHAMKATOpa HaumenoBanue
n/m pa3aenoB (TeMbI) JOCTHKEHUS OLIEHOYHOT'O CPEJICTBA
KOMIIETEHITAI
BxoaHol KOHTpOJIb
Bonpocst BXOJTHOT'O
1 | BxoaHoii KOHTPOIH KOHTPOJIA
(MMCHMEHHO/YCTHO)

ArtTecranus pa3JenoB, TeKYIIHH KOHTPOJIb YCIIeBAEMOCTH
2 | Tema 1. Jloxymenroobopor Ha | 3-YKII-1,3-IIK-12 KonTtposns o uroram (B

COBPEMEHHOM NPEANIPUATHH. (dhopme TecTHpOBaHMS)
Y-VKII-1, Y-TIK-12 IIpakTraeckoe 3amanne




Tema 2. ABromarm3arus nporeccoB | B-YKII-1, B-IIK-12 IIpakTuueckoe 3amanue

BBOJIA IIOTOKOB BXOJISIIIIUX
JTOKYMEHTOB.

Tema 3. Cucrembl 3JIEKTPOHHOTO
JIOKYMEHTOO00pOTA. Cnenuduka
BHEAPEHHUS] CUCTEM  3JEKTPOHHOTO
JOKYMEHTO000poTa B

TOCY/IapCTBEHHBIX YUPEKICHUSIX.

Tema 4. CucreMbl KOMIUIEKCHOM
ABTOMATH3AIMH JOKYMEHTO00OpOTa U
JENOBBIX TporieccoB O030p OCHOBHBIX

CUCTEM 3JIEKTPOHHOT'O
JIOKYMEHTOO000pOTa, MPEACTABICHHBIX
B Poccumn.

Tema 5. OcHoBHble TpeOOBaHUS K
cucreme AIIEKTPOHHOTO
nokymenToobopora (C310). Kpurepuun
BbIOOpA CHCTEM AIIEKTPOHHOTO
JOKYMEHT0000pOTa B TOCYIPEIKICHUSX.

3 | Tema 6. Kommiekc mnporpammuoro | 3-YKII-1, 3-1IK-12 KoHTposs no uroram (B
obecneuenus LanDocs. Hasnauenue, ¢opwme Tectuposanus)
obnacTe mpuMeHeHus, ctpykrypa 110, | Y-YKL-L, V-IIK-12 [IpaxkTuyeckoe 3ananue
OCHOBHbIE (YHKLUHMU W TNPUHLHUIBI B-VKII-1, B-IIK-12 IIpakTrueckoe 3amanue
3alIUTHI.

Tema 7. Ilpunnuner paboTel  C
uHpopmanueii B cucreme LanDocs
(OCHOBHBIE IPAKTHYECKHE TIPUEMBI)
Tema 8. [IpoGnemsr I T-6e30macuocTu
Tema 9. 3amura wuHbOpMaUu B
cucteme LanDocs

IIpomexxyTouHast aTTecTanus

Bomnpocsl k 3auety

4 3auer VKII-1, IIK-12 (ycTHO)

BxonHOI KOHTpOJb MpeaHa3HAuyeH Ui BBISBICHUS NPOOETIOB B 3HAHMIX
CTYACHTOB M TOTOBHOCTH MX K IMOJYYCHHIO HOBBIX 3HaHUU. OIEHOYHBIC CPE/ICTBA
JUI BXOJHOT'O KOHTPOJIS HPEICTaBISIOT COOON BOMPOCHI, KOTOpBIE 3aJar0TCs
CTYJIEHTaM B YCTHOM (popme.

OueHoYHbIE CpeICTBA ISl BXOJHOTO KOHTPOJISA, TEKYILIETO KOHTPOJIS U
MPOMEKYTOUYHON aTTeCTANU (AHHOTAIUS)

OneHouyHble CpEACTBA ISl BXOAHOTO KOHTPOJIA NPEACTAaBISIOT COOOM
BOMPOCHI, KOTOPBIE 33JJaI0TCS CTYJEHTaM B YCTHOM (opMe.

B kauecTBe OLICHOYHOIO CpEnCTBA TEKYLIErOo KOHTPOJISA HCIOJb3YHOTCA
YCTHBIH OIPOC, TECTUPOBAHUE, Pe(epaThl.

B kauyecTBe OLICHOYHOIO CpeaCTBA AaTTECTALMM pa3liesia HCHOJb3YHTCA
TECThI, UTOTOBAasi KOHTPOJIbHAs paboTa.

JIns MpOMEKyTOYHOW aTTECTALMM MPENYCMOTPEHBI TECThI, TEOPETUUECKUE
BOITPOCHI.



[To uroram oOydeHUs BEICTABIIACTCS 3a4eET.
Ilepeuens BOMPOCOB BXOHOT0 KOHTPOJIS

. [TosicHuTe NOHATHE JOKYMEHTA.

. [TosicHUTE MOHATHE AICKTPOHHOM MOYTHI HA MPEANPUATUH (TOCYUPEKICHUN).
. [TosicHuTe MOHSATHUE PJIIEKTPOHHOTO JOKYMEHTA.

. [lepeuncnure MaTeprUaIbHBIE HOCUTENIH JICKTPOHHBIX JOKYMEHTOB.

. I[Tosicante norsTue 6a3pl qanHbx, CYB/I.

. [lepeuncnure coco6s! 3anmtel nHPopmaruu Ha [1K.

. [losicHUTE MOHATHE W BUJIbI JIOKAJIILHOW CETH.

. IlosicHuTE OHSATHE U BUJIBI TJ100ATLHOM CETH.

. [lepeunicnute OCHOBHBIE JOKYMEHTHI IIPU TPYJI0YCTPOUCTBE HA PadoTy.

10. TlosicHuTe Ha3HAYCHHE 3AITUTHI AICKTPOHHOMN TOIITHCH.

OO ~NNOT Pk WDN -

TunoBble TECTOBbIE 3aaHUS

1. DIEKTPOHHBIN TOKYMEHTOOOOPOT — 3TO:

1) MaTtepuanbHbId 00BEKT, coAepKaluii HHGOPMAITUIO B 3aUKCUPOBAHHOM BHU/IE
U CHeNUalbHO NMpeAHa3HAYEHHBIN 1715 e€ Iepelayi BO BPEMEHH U POCTPAHCTBE;
2) IBUKEHUE JOKYMEHTOB B OPraHU3alMy C MOMEHTA UX MOJIYYEHUS WIH CO3/IaHUs
710 3aBEPIICHMS UCTIOJHEHUS, OTIPABKHU aJpecaTy WIH C/layu Ha XpaHEHUE;

3) ANEKTPOHHBIN TOKYMEHT - 3TO JOKYMEHT, B KOTOPOM HH(pOpMaLUs
MpeACTaBIICHA B 3JIEKTPOHHO-LU(PPOBOM opme;

4) oTpacib JeSTeIbHOCTH, OXBaThIBAIOLIAS BOIPOCHI XPAHEHUS U UCIIOJIb30BaHUS
apXHUBHBIX IOKYMEHTOB.

2. Ha xakue JOKyMEHTOINOTOKH JIETUTCS TOKYMEHTAIUS:

1) nuceMa, pacniopsiKeHus, 10TOBOPa;

2) 10roBopa, JOKYMEHTBI OPTaHOB BJIACTH;

3) BXogsiue, UCXOASIINE, BHYTPEHHUE TOKYMEHTBHIL;

4) oOpaiieHus rpaxaan (kasoObl, IPEIJIOKCHUS U 3asIBIICHU ).

3. Peructpanus 31€KTPOHHBIX TOKYMEHTOB — 3TO:

1) ycTaHOBJIEHHE KOJMYECTBA M COCTaBa APXUBHBIX JOKYMEHTOB B €IMHMIIAX y4eTa
U (uKcalus NpUHAIICKHOCTA KaXI0M €IMHUIIBI yUeTa K OMPeAeIEHHOMY
KOMILIEKCY M 00IlIeMY UX KOJUYECTBY B YUETHBIX IOKYMEHTAX;

2) BakHEWIIMI 3Tan pabOThl ¢ JOKYMEHTAMH U ONPEAEIAeTCA KaK 3alicCh YUYETHBIX
JIAHHBIX O IOKYMEHTE MO0 YCTaHOBJICHHOU popme, pukcupyromias (GakT ero
CO3JaHMs, OTIIPABJICHUS WIH MOTYUYEHUS;

3) 9TO MakCUMAaJIBHO PAIMOHAIBHOE COKPAIICHHE KOJINYECTBA YeTO-TH00 MyTeM
CTaHJapTU3AIUHU K eIUHOU (popMme;

4) opraHuzamusi JOKYMEHTOOOOpOTa, XpaHEHUS W HWCIIOJIh30BaHUS JOKYMEHTOB B
TEKYIIEH NeSITEIbHOCTH YUPEKICHUS.

Kpurepuu oieHKH TeCTOBBIX 3aJaHUI:
1. ITonHOTa 3HAHUI TEOPETUYECKOTO KOHTPOJIUPYEMOTO MaTepHUaa.
2. KonnuecTBo NpaBUIIbHBIX OTBETOB.



IIpuMepbl NPAKTHYECKUX 3aTAHUM

3apanme 1. Co3nare HOBYIO nanky «@UHAHCOBBIE JTOKYMEHTBD» B CHCTEME
NauDoc, u Ha3HauUTh TPYNOBBIE MIpaBa AOCTYIIA.

Coznaercs nanka « DHHAHCOBBIE JOKYMEHTHI»

Ha3nauaroTcs rpynnossle ITpaBa Aoctyna K nanke @UHaHCOBOMY OTIEIY

o0ecrnieunBaeTcs JOCTYM K MAIKe TOIbKO (PMHAHCOBOMY OTAEIY U AUPEKTOPY.
OcranbHble nonb3oBaTenn cuctemMbl NauDOC He AOKHBI UMETh JTOCTYIl K 3TOU
nanke. /[ns ynpaBieHus JOCTYIIOM K MAallKe MOJb30BATENb JOJDKEH UMETh Ha Hee
npaBo «PemakTop».

Jjis 3TOrO Mpou3BOAUTCA BXOA B (OpMy Ha3HAYCHHS IMpaB JOCTyMa K Mamke,
ucnons3yercs: «KoHTponb mocTymay W3 pacKpbIBAIOIIETOCs MEHIO, JIMOO KHOIKa
«KonTpons noctyna» Ha naHenu nHCTpymeHToB NauDoc.

Ha3nauvarorcss rpynmoBble IpaBa Ha JOCTyIl K mnanke «@PUHAHCOBBIC
JOKYMEHTBD» (PMHAHCOBOMY OTHEITY.

3apanme 2. [IponsBecTn H3MEHEHUE CTaTyCa MAIKH.

[Tocne co3naHus mankyu aBTOMaTUYECKU IEPEX0IUM B Hee. BHOBb co3aHHas
narka HE COJIEPKHUT JOKYMEHTOB. BMecTo cnucka JOKYMEHTOB YKa3bIBaeTCS
«ITanka mycra», TO €cTh, IPUCBOEH CcTaTyC «Penakrupyemasy».

N3meHnsiem cTaTyc manku Ha «3aMopoKeHHasD» yepe3 Pemakrop manku.

MCTOIII/IKa NMpoOBEACHUSA 3a14Y€Ta
HpOMe)KYTO‘-IHaSI arrecranusa 1o JUCHHUIIIIMHE B COOTBECTCTBUU C y‘—Ie6HBIM

IUTAHOM HaIlpaBJICHUA NPOBOAMUTCA B (Qopme 3aueta. 3adeT MO AUCHUIUIMHE
OpejcTaBiIsieT  coOOM  MTOrOBO€  HUCHBITAHUE MO  IPO(ecCHOHAIBHO-
OpPUEHTHUPOBAHHBIM npobiiemawm, yCTaHaBIIMBaIOIEe COOTBETCTBHE
HOJIFOTOBJICHHOCTH CTYJEHTOB TpeOOBaHMUSIM 00pa30BaTEILHOTO CTaHAapTa. 3adyeT
OPOBOAMUTCA C 1IEJbI0 MPOBEPKM YPOBHS M KayecTBa (POPCHUPOBAHHOCTHU
KOMIETEHIIMA B paMKax COOTBETCTBYIOIIETO JTala M TO3BOJSET BBIIBUTH U
OLICHUTh TEOPETHUYECKYI0 M MPAKTUYECKYIO0 MOJATOTOBKY CTYIACHTA HJSl PEIICHUS
po(ecCUOHANBHBIX 3a/1a4.

3adeT mpOBOAWTCSA B MUCBMEHHOW (OpMe MO MHAVBUIAYATHLHOMY 33aHUI0 B
J[Ba JTara:

1 sman — evinosnenue nepeoco 361()(1Huﬂ, Komopoe sKiidaem HOOZOMOBK)/
omeemda HA meopemuqecmﬁ eonpoc,

2 sman - 6bINOJIHEHUe enopoco 3adaHuﬂ, Komopoe e@Kjaodaem peulerHue
npakmu4eckoco 300aHUAL.

[Ipu 3aounHoii ¢opMe oOydyeHHS B KadyeCTBE OLEHOYHOIO CpeacTBa
aTTeCTallMy pasjiesa UCII0JIb3YETCs TAKXKe KOHTPOJIbHAas padboTa.
Koumponvhas paboma — CpeIcTBO NPOBEPKH YMEHMM NPUMEHSTH IOJyYEHHBIE
3HAHMS [JIS BBIMIOJHEHUSI 3aJaHui MO TeMe WM pasfeny. BelmonHsercs no
VWHIUBUIYAIBHOMY 3a/IaHHIO, MPEACTABICHHOMY B METOJMYECKHX YKa3aHUAX IS
BBINIOJTHEHHSI KOHTPOJIBHBIX PaOOT MO AUCLUILIIMHE.



IIpuMep THUIOBOTO 3aIaHUSA JIsl 3a4eTa

1. IIpoBecTu aHanu3 oredecTBeHHBIX CO/]
2. Co3pmaiilTe W 3aperHCTpUPYHMTE HOBBIA  BXOASIIMN  JOKYMEHT
"UnadopmarinonHoe MchbMo" B KypHase peructpanuu "Bxoasimme 10KyMeHTHI".

IlepeyeHb BONPOCOB K 3a4eTy

1.ITosicHUTE TTOHSATHE TOKYMEHTOOOPOTA.

2.IlosicHuTe OCHOBHBIEC TPEOOBAHUSA K peain3alliy TOKYMEHTOO00pOTA.

3.IlosicHuTE MOHATHE IOKYMEHTOMOTOKA U €T0 OCHOBHBIE XapaKTEPUCTUKHU.

4. TTosicaute oHATHE 00BEMa JOKYMEHTOO00POTA.

5.0xapakTepu3yiTe TEXHOJIOTHUUYECKHH Tpoiiecc o0paboTKU U MepeMenieHus
HUCXOASIIETO TOKYMEHTAIMOHHOTO MTOTOKA.

6.1TosicauTe kinaccel u ctpykrypa MC.

7.0xapakTepusyite ooecreunBaromiye moacucrems UC.

8.0Oxapakrepu3zyiite UC o ypoBHSAM YIIpaBICHUS.

9.0xapaxrepusyiite MC 1o cTeneHu clioKHOCTU U MaciTady.

10. [TosicHuTe 0OCOOEHHOCTH apXUTEKTYPHI “KIUEHT-CepBep” .

11. Tlosicaute oTnmuntensHbie cBoricTBa KUC.

12. ITosicaute 3amaun ICY /1.

13. Iosicaute nenu Baeapenus DCY /1

14. TlosicHuTe OpraHM3alMOHHbBIC 33/1a41 MPEANPUATHS PEIIAEMBbIE C
BHenpennem DCY /1.

15. Oxapakrepu3syire HanpasieHus BHeapeHust CO/1.

16. Oxapaktepusyiite npukiagHoe nporpammuoe odecrneuenue ICY /1.

17. TlosicauTe pa3paboOTKy "aKTHMBHOTO'" MPOTPAaMMHOIO OOECIICUCHHS s
OCVY /.

18. TIlosichure amantaumto [0 DOCVY]][ Kk U3MEHEHUIO B YCIOBUH
AKCILTyaTaluu.

19. Oxapakrepu3yiiTe cucTemMy 3JIeKTPOHHOTO TokyMeHToo6opoTa NauDoc.

20. [TosicauTe ocHOBHBIE 00BEKTHI B cucteMe NauDoc.

IIpumepHble NpakTHYECKHE 32JaHUS K 3a4eTy

1. BemmonmHuTe MPOCMOTpP  3amUCH € HCIOJNB30BaHMEM  (UIBTpa
«OTobpakeHue».

2. BeImomHUTE perucTpamuio 10KyMeHTa.

3. BeImomHUTE MpOCMOTp 3aMUCcel B )KypHAJIe U yIaJUTe HE aKTyalbHbBIS

3aIlrCH.


http://www.smartcat.ru/Referat/wthedramjd/

IIkajnbl oneHKH 00pa30BaTeIbLHBIX 10CTUKEHU I

Bbamabl Ouenka (0aaa
(uToroBoit 3a OTBET HA
. . TpeGoBanus Kk 3HAHUAM
PEUTUHTOBOU 3a4yere)
OLICHKH)

— OreHKa «3a4TEHO» €CIIM OH HMEET 3HaHHS OCHOBHOTO
Marepuana, €cid OH MPOYHO YCBOWJI MPOTPAMMHBIA MaTepuall,
MOCJIEIOBATEIbHO, YE€TKO W JIOTHYECKH CTPOHHO €ro M3Jjaraer
«3aumeHo» | €TO Ha 3a4eTe, BIaJeeT HeOOXOIMMbIMU HaBBIKAMH M IIPHEMaMU
24-40 6annosé | UX BBIIOJHEHHUS, YMEET TECHO YBS3bIBAaTh TEOPHIO C PAKTUKOM
— VYueOHBIE [OCTIKEHHS B  CEMECTPOBBIA MHEpHOA U
pesynpTataMu  pyOEKHOTO  KOHTPOJS  JIEMOHCTPHPYIOT
JIOCTAaTOYHYIO CTENICHb OBJIQJICHUS IPOTPAMMHBIM MaTEPHUAIIOM.

100-60

— OleHKa «HE 3aYTCHO» BBICTABJISICTCS CTYACHTY, KOTOPBIH He
3HAeT 3HAYMTEIBHOM YacTH MPOrPAaMMHOIO  MaTepuaa,
JIONYCKAaeT CyIIeCTBeHHbIe OmuOKku. Kak mpaBmiio, OICHKa «HE
3a4TEHOY» CTABUTCS CTYACHTaM, KOTOPbIC HE MOTYT MPOJOIKUTH
«He 3aumernoy | oOydeHHe 0e3 JTOMOIHUTEIbHBIX 3aHATHH MO0 COOTBETCTBYIOIICH
23 - 0 bannoé | JUCLUILIMHE.

— VY4yebHble [JOCTHKCHHMS B  CEMECTPOBBIM  EPUOX U
pe3yibTataMu  pyOEKHOrO KOHTPOJIA JIEMOHCTPHUPOBAIH HE
BBICOKYIO CTEIEHb OBJIAJCHHS MPOrPAMMHBIM MaTEpPHAIOM I10
MUHHMMAJILHOM IIJIaHKE.

59-0

YueOHO-MeTOAMYEeCKOEe U MHPOPMALIMOHHOE o0ecriedyeHue y4eOHOoM
TUCUMILTAHBI

OcHoBHas JuTEpaTypa
1. Anamkas, A. I'. 3ammra >3J€KTPOHHOTO JOKYMEHTOOOOpOTa: Yy4YeOHOE
nmocoome / A. TI. Amnamkas. — Owmck: CubAAU, 2019. — 87
c. https://e.lanbook.com/reader/book/149493/#1

JlonoJTHUTEIbHAA JJUTEepaTypa
2. Kpaxorckuii, FO. M. Metoasr 3amuTsel nHGOpMaIu: yaeOHOe mocoOne s
By30B / 0. M. KpakoBckuii. — 3-¢ uzn., nmepepad. — Cankr-Iletepoypr: Jlanp,
2021. — 236 c. https://e.lanbook.com/reader/book/156401/#159
3. Kynses H. H. KonduaenmumanpHoe AETONPOU3BOICTBO M 3alTUIICHHBIN
ANEKTPOHHBIN JokymMeHTooOopoT: yueOHuk / H.H. Kynses. - Mocksa: Jloroc,
2013. - 452 c. https://ibooks.ru/bookshelf/29403/reading

IIporpammHuoe obecnieuenue u UHTEepHeT-pecypchl

1.9nexkTpoHHO-0MbIMOTeUHAs cucTema «Jlauby - http://e.lanbook.com.
2.27eKTpOHHO-0nbnoTeuHas cucrema «kOpaiim» - http://www.biblio-onlain.ru.
3. Poccuiickas HaimoHaabHas oubiroTeka - http://www.nlr.ru/

4. TlouckoBas cuctema - http://www.rambler.ru.

[Touckosas cucrema - http://www.yandex.ru.

["apanT - http://base.garant.ru/.

HNuTepHer-YHuBepcurer NudopmanmoHHbIX TexHonoruu -

N oo
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Jljis ipoBeieHUsT IPAKTHUECKUX 3aHSATHI M BBITOJHEHUSI CAaMOCTOSTEIIbHOM
paboThI UCTIONB3YIOTCSl Y4EOHBIE KOMITBIOTEPHBIE KIIACCHI C BBIXOJIOM B MIHTEpHET
U JIMIEH3UOHHBIM TPOTPaMMHBIM obOecrieueHueM. Kcmonb3yeMoe MmporpaMmMHOe
obecneuenue: MS Office, cucrema snekTpoHHOro qokyMmenToooopora NauDoc.

MaTepl/IaﬂbHO-TeXHl/I‘leCKOC o0ecrneueHue y‘l@ﬁHOﬁ ANCIHHUIIINHBI

JIeKIIMOHHBIE 3aHATHSI IPOBOATCS B ayJUTOPHSIX: yueOHast MeOenb, yueOHas
JI0CKa, KOMIUJIEKT MYJIbTUMEIUUHOTO 000pYyT0BaHUS

[IpakTHyeckue 3aHATHS TPOBOAATCA B KOMIIBIOTEPHBIX Kiaccax: y4deOHas
mMebenb, y4yeOHas JIOCKa, KOMIUIEKT MYJbTUMEIUIHOTO  000pYJOBaHMA,
HePCOHAJILHBIE KOMITBIOTEPHI.

Jlis caMOoCTOSITeNIbHOM paboThl 00YYaOIIMXCsl UMEETCS: YUTAIbHBINA 3a1 C
BbIX0ZIOM B ceTb MHTepHeT: YueOHas MeOenb, KOMIUIEKT MYJIBTUMEIUITHOTO
o0opy10BaHUs, IEPCOHATBHBIE KOMITbIOTEPHI, MDY,

Y4eOHO-MeTOoAMYeCKHEe PEKOMEHIAIUU 1JIS CTY/ICHTOB

1. Yka3zanus 115 npoCIyIIMBaHUs JIEKIAN
[lepen Hauamom 3aHATHII BHUMATEIbHO O3HAKOMHUTHCS C YYEOHBIM IUIAHOM

MPOBEJECHUS JICKIUN U CIIUCKOM PEKOMEHI0BAaHHOM JINTEPATYPHI.

[lepen moceleHHEM OYEpPEIHON JIEKIUU OCBEXHUTh B NaMITH OCHOBHBIC
KOHIICTIIIUY MPOMIEHHOTO paHee Marepuaia. [1oaroToBuTh mpu HEOOXOJIUMOCTH
BOIIPOCHI TpemnojaBarento. He Hajgo omacatbesi, 4TO BOMPOCHI MOTYT OBITh
MPOCTHIMH.

Ha nexuuu OCHOBHOE€ BHHMMaHUE CJEAyeT YAeISITh He QopMmyiaaM u
MaTeMaTUYECKUM  BBIKJIAQJKaM, a  COJIEPKAHUIO  HM3y4aeMbIX  BOIPOCOB,
OMpEeICJICHUSIM U ITOCTAHOBKAaM 3a/ady.

B nporiecce n3ydeHus JEKIMOHHOTO Kypca HEOOXOAMMO IO BO3MOKHOCTH
4acTO BO3BpAILAThCS K OCHOBHBIM MOHSATHUSIM M METOJAM PEIICHMS 3a1ay (31eCh
BO3MOYKEH BEIOOPOUYHBIN KOHTPOJIb 3HAHUN CTY/ICHTOB).

JKenarenbHO HCMOIB30BaTh KOHCHEKTHI JICKIHMM, B KOTOPBIX MCIOJIB3YETCS
MPUHATAs MPErnoiaBaTeeM cucTemMa 0003HauCHUH.

Hns  Oosee moApOOHOTO HM3YyYEHHs Kypca cieayeT paboTtaTh ¢
PEKOMEHJAOBAaHHBIMU JINTEPATYPHBIMU HMCTOYHUKAMH W BHOBb MOSIBISIOIIMMUCS
HUCTOYHUKAMU.

2. YKa3zaHus sl y4acTHUs B MPAKTUYECKUX 3aHATUSIX

[lepen  mocemieHWEM  YACHUTh TEMYy  MPAKTUYECKOrO  3aHATUA U
CaMOCTOSITEJIbHO U3YYUTh TEOPETUUECKUE BOITPOCHI.

B KoHIlE MNpakTUYECKOTO 3aHATHS TIPU HEOOXOJUMOCTU BBISICHUTH Y
npenojaBatTesis HesICHbIE BOITPOCHL.

OcHOBHBIE PE3YyJbTAThI BBHITIOIHEHUS PA00OTHI HEOOXOIUMO pacreyararh.
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3. CamoctosiTenibHas paboTa CTYJCHTOB OOBIMHO CKJIAJBIBACTCS M3
HECKOJIbKUX COCTaBJISIFOIIINX

- paboTa ¢ TeKCTaMH: Y4eOHMKAMH, JOMOJHUTEIBHON JINTEPATypol, B TOM
YHCIIe MaTeprualaMid HHTEPHETA, a TAKKE MPOPadb0TKa KOHCIICKTOB JICKIIHIA;

- HalTMCaHWe TOKJIAJ0B, pedepaTos;

- MOJITOTOBKA K MPAKTUICCKUM 3aHSATHUSIM;

- MOJITOTOBKA K 3a4€Ty HEIOCPEICTBEHHO MIEPe)T HUM.

Takum  o0Opa3oMm, camocTosATeNbHas paboTa  CTYACHTOB  SIBISCTCS
HEOOXOIUMBIM KOMIIOHEHTOM ITOJTyYEHUS MOJTHOIICHHOTO BBICIIETO 00pa30BaHHSI.

MeToanyeckue peKOMEHAANUM I IpenojgaBaresaen

1. Yka3zanus 11 npoBeAEHUs JICKIUN

Ha nepBoii BBOAHOI JeKIMU clejaTh oOIUi 0030p COAEpKaHUS Kypca U
OTMETUTh HOBBIE METOABl M TMOAXOAbl K PEIICHHUIO 33Ja4, pacCMAaTPUBAEMBIX B
Kypce, IOBECTHU J0 CTYIECHTOB TpeOOBaHMs KadeIpbl, OTBETUTH HA BOIPOCHI.

[Ipy NOArOTOBKE K JIEKIMOHHBIM 3aHATUAM HEOOXOJUMO MPOAYMATh IJIaH €ro
MPOBENICHUA, COJECP)KAHUE BCTYNHUTEIBHOW, OCHOBHOW W 3aKJIFOYUTEIBHOM YacTh
JEKIUU, O3HAKOMHUTHCS C HOBHMHKAMHU Y4E€OHOW M METOJUYECKOM JUTEpaTyphl,
nyOnuKamusIMU  MEPUOJUYECKOM TMeyaTH 10 TeMe JIEKIMOHHOIO 3aHSTHUA.
YTOYHHUTH IJIaH NMPOBEACHUS NPAKTUYECKOTO 3aHATHs MO Teme Jekuuu. [lepen
U3JI0’)KEHUEM TEKYIIEero JIEKIMOHHOIO MaTepuaia HalOMHUTh 00 OCHOBHBIX
UTOTax, JOCTUTHYTHIX HA NPEAbINYIIMX JeKIHsIX. C 3TON LENIbI0 3aaTh HECKOIBKO
BOIPOCOB ayAUTOPUHU U OCYILIECTBUTH BEIOOPOUYHBIN KOHTPOJIb 3HAHUS CTYICHTOB.

B Xxozme NEKIMOHHOrO 3aHATHS TPENOJABATENb JOJDKEH Ha3BaThb TEMY,
y4eOHbIE BOINpPOCHI, O3HAKOMHUTH CTYAEHTOB C T[EPEYHEM OCHOBHOU U
JOTNIOJIHUTENBHON JMTEPATYpbl IO TeMe 3aHAThs. PackpeiBasg coaepxkaHue
y4eOHBIX BOINPOCOB, AKUEHTUPOBATh BHUMAHHWE CTYJEHTOB Ha OCHOBHBIX
KAaTeropusiX, SBJICHUSX U TMpoIeccax, 0COOCHHOCTAX MX MpOTeKaHus. PacKkpbIBaTh
CYIIHOCTh M COJEpXaHUE Pa3JIMYHBIX TOYEK 3PEHHA M HAYYHBIX MOJIXOJ0B K
OOBSCHEHUIO TEX WUJIM MUHBIX SIBJICHUH U MPOLECCOB.

CrnenyeT apryMeHTUPOBaHO 0OOCHOBATh COOCTBEHHYIO MO3UIMIO IO CIIOPHBIM
TEOPETHUYECKUM BompocaM. IIpuBoanuTh npumepsl. 3aiaBaTh [0 XOAY W3JIOKEHUS
JIEKIIMOHHOTO MaTepuaia pUTOPUYECKUE BOIIPOCH U CAaMOMY JaBaTh HA HUX OTBET.
OTO CHMOCOOCTBYET aKTUMBU3ALMU MBICIUTENBHON NI€ATEIbHOCTH CTYACHTOB,
NOBBIIICHUIO MX BHUMAaHUS U MHTEpPECa K MaTepuaiy JIEKLUUHU, €€ COIEPKAHUIO.
[IpenogaBaTens AOKEH PYKOBOAUTH PabOTON CTYJIEHTOB MO KOHCIEKTHPOBAHUIO
JEKIIMOHHOTO ~ MaTepuala, MOAYEPKUBATh HEOOXOJUMOCTh OTPAKEHUSI B
KOHCIIEKTaX OCHOBHBIX TIOJIO)KEHMM M3y4aemMoll Tembl, 0c000 BBIIEI,
KaTeropuajibHbI anmapar. B 3akimiouuTenbHOM YacTh JEKUUH HEeO0OXOAMMO
chopMyIHpoBaTh OOIIHME BHIBOABLI MO TEME, PACKPBIBAIOIINE COACPKAHUE BCEX
BOIIPOCOB, TIOCTABJICHHBIX B JIEKIMHU. OOBSABUTH IJIaH OYEPETHOTO MPAKTUYECKOTO
3aHATHS, JaTh KpaTKMe PEKOMEHJAIMU TI0 TMOJArOTOBKE CTYAEHTOB K
MPAKTUYECKOMY 3aHATHIO. ONpenesIuTh MECTO U BPEMSI KOHCYJIBTAIIMU CTYJICHTAM,
MO>KEJIaBIIUM BBICTYIIUTh Ha MPAKTUYECKOM 3aHITHUHU C pedepaToM.

Ha mnocnenneil nexkuum ynenuTh Bpems [Uisi 0030pa Hambosee Ba)XHbBIX



II0JIO’KEHUH, pACCMOTPEHHBIX B KypCe.

2. Yka3zaHus U1 IPOBENECHUS IPAKTUUECKUX 3aHATHI

YeTko 0003HaYUTh MPAKTUYECKOTO 3aHATHSL.

OOcyauTh OCHOBHBIE MOHATHS, CBSI3aHHBIE C TEMON MPAKTUUECKOTO 3aHATHUSI.

B npouiecce BHINOTHEHUI NPAKTUYECKUX 3aJaHUN PEKOMEHI0BAaTh CTYAEHTAM
IPUMEHATH COOTBETCTBYIOIINE Pa3/ieiibl TEOPETUUECKOrO yueOHOro MaTepHara.

OTmeuaTh CTYACHTOB, HanOoyieeé AKTHBHO BBIMOJHAIOMNX MPAKTUYECKUE
3aJjaHusl.

B KOHLE NpPakTUYECKOTO 3aHATHA 33JaTh AyJUTOPUH  HECKOJBKO
KOHTPOJIbHBIX BOITPOCOB.

3.YKka3aHus 10 KOHTPOIKO CAMOCTOSTEIbHON paOOThI CTYI€HTOB

[To ycmoTrpeHuio mnpemnojaBatessl 3aJaHHE Ha CaMOCTOSITEIbHYIO paboTy
MOJKET OBITh MHIUBUYaTbHBIM.

ITpu wucnonb30BaHUM WHIAMBUAYAIbHBIX 3aJaHUNA TpeOOBaTh OT CTYJEHTA
NUCHbMEHHBIN OTYET O MPOAEIaHHON padoTe.
C 1enpl0 KOHTPOJISI KaueCTBa BBIMOJIHEHUS CaMOCTOSITENIbHOM paboThl TpeOOBaTh
WH/IMBHUIyaJIbHbIE OTYETHI (JOMYCTUMO BMECTO MUCBMEHHOTO OTYETa MPUMEHSTh
VH/IMBHU1yaJIbHbIE KOHTPOJIbHBIE BOIIPOCHI).

[Iporpamma coctaBieHa B cOOTBeTCTBUU ¢ TpeboBanusamu OC HUAY MUOU no
Hamnpasyieauto 09.03.02 UadopmaiimoHHbIEe CUCTEMbI U TEXHOJIOTUHU

Pabouyro nporpamMmmy cocraBuiia

JOIEHT Kad.

«MHpOpMAIIMOHHBIE CUCTEMbBI U TEXHOJIOTUU H.M. Bumrak
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[Iporpamma ono6pena Ha 3acenanuu Y MKH «HdopmaiimonHbie CUCTEMBI U
TexHoiorum» ot 15.11.2021 roga, mpotokon Ne2.
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