banakoBckuii MH)KEHEPHO-TEXHOJIOTHIECKUI HHCTUTYT - (prythan
(beaepanbHOro TOCy1apCTBEHHOTO0 aBTOHOMHOTO 00pa30BaTeIbHOTO YUPEKICHUS
BBICIIETO 00Opa30OBaHUS
«HannoHaNbHBIN UCCIEA0BATENBCKUN A1epHbIA YHUBEPCUTET «MU D)

®DakynbTET aTOMHON SHEPTETUKU U TEXHOJIOTUN
Kagenpa «IHpopMaLnOHHbIE CUCTEMBI U TEXHOJIOT UM

PABOYAS ITPOT'PAMMA

10 TUCLUILIINHE
«CucTeMbl 3JIEKTPOHHOTO IOKYMEHTO000pOTa Ha MPEANPUATUN

HanpagjieHusi noAroToBK1
«09.03.02 NUudopMaliioOHHBIE CUCTEMBI U TEXHOJIOTHI

OcHoBHasi npodeccuoHaTIbHASE 00pa3oBaTelbHAsSI MPOrpaMma
«HbOpMAaIIOHHBIE CUCTEMBI U TEXHOJIOTHUM

KBanupukanus BbINyCKHUKA
bakamasp

®opma 00ydeHust
3aouHas

banakoBo



eab ocBOeHUS Y4eOHOM TUCIMILIMHBI

[lenb OCBOGHMS TUCIUIUIMHBI B 001aCTH O0yUYEHUS, BOCOIUTAHUS, Pa3BUTHS,
cooTHeceHHble ¢ o0mumu nemsiMu OOIT BO u tpeboBanusasMu npodeccHOHaIbHbIX
crangaptoB ([Ipodeccuonanpubrii ctanmapt «06.016. PykoBogutens mpoeKkToB B
o0iacTi MHPOPMAILIMOHHBIX TEXHOJIOTHI») ABIAIOTCS: (POPMUPOBAHHE, PA3BUTHE U
COBEPILIEHCTBOBAHHE Y CTYIEHTOB NPO(ECCHOHAIBHBIX KOMIETEHIMI; JaTh
CTYJEHTaM YIJIyOJIECHHOE, LEIbHOE M KOMIUIEKCHOE MPEJICTaBICHUE O TEOPHUH M
IPAaKTUKE HCIIOJIb30BaHUSI METOJOB M CPEACTB Iepexojga K 0e30yMakHOU
TEXHOJIOTUM YIPABJICHUS: aBTOMATHU3allUU MPOLELyp pabOThl C 3JIEKTPOHHBIMU
JOKYMEHTAMHM, OpPraHU3allid XPaHEHUsS M IIOMCKA DSJIEKTPOHHBIX JTOKYMEHTOB,
OpPTraHU3aLMU AJIEKTPOHHOTO JOKYMEHTOOOOpOTa M OOECIEeUEHMs YIpaBJICHUS C
MOMOIIBI0 HOBEUIIMX TexHoJIorui B JJOY u apxuBHOM Jiee.

MecTto yueOHOU qucuuIuiuHbl B cTpykrype OOII BO

HeoOxonumbIMu yCIOBUAMU 71 OCBOCHUS TUCITUIUIMHBI SBJISIIOTCS] 3HAHMUS,
YMEHUSI M TPAKTUUYECKHE HABBIKM 1O NPEAMICCTBYIOIUM JUCHUIUIMHAM H
MPAKTUKAM:

Metoasl M CpeAcTBa MPOEKTHUPOBAHUS HHQPOPMAIIMOHHBIX CHUCTEM U
TEXHOJIOTUH

VYrpaBiieHre TaHHBIMU

CoBpeMEHHBIE TEXHOJIIOTMU UHTEPHET-IIPOTPAMMHUPOBAHUS

WuTepakTuBHOE TporpaMMupoBanue  web-npwioxkenuin /  Co3gaHue
WHTEPAKTUBHBIX IPUIOKEHHUN 111 UHTEPHET

TexHosoruu co3nanust web —pecypcoB / OCHOBBI Web-IpOrpaMMHUPOBAHHS

NHocTpaHHbIN A3BIK

NudopmaTtuka

NHocTpaHHbIN A3bIK 17151 TPO(ECCHOHATBHOTO OOLIEHUS

BBenenue B cnenuaibHOCTh

J1e10BOM MHOCTPAHHBIN S3BIK

VYuebHas npakTuka (03HAKOMHUTEIbHAs )

3HaHUsA, YMEHUS U TPAKTUYECKUE HABBIKW, TOJYYEHHbIC MPU OCBOCHUU
JTVCHUIUIMHBI, HEOOXOIUMBI MPU U3YUYEHUH CIICTYIONICH AUCIUTIITUHBIL

NudopmainoHHbIi MEHEIKMEHT
a TaKKe IPU NPOXOKIACHUH ['0Cy1apCTBEHHOW UTOTOBOM aTTECTALUN. .

IIpy ocBoeHMM [AaHHOW MWCIUIUIMHBI CTYAEHT CMOXKET YaCTHUYHO
MIPOJIEMOHCTPUPOBATH  CeAyIomue o0000IeHHbIe TpynoBbie dyHKuu: COop
uH(MOpPMAITUH I MHULUAIIMY TTPOEKTa B COOTBETCTBUU C IMOJTYYEHHBIM 3aJJaHUEM.

Komnerenuuu odyuyaromerocs, (popMmupyembie B pe3yJibTaTe 0CBOCHUSA
AUCUMILTHHBI

B mpomecce ocBoeHMsi AaHHOW AMCHMIUIMHBI Yy CTyACHTa (HOPMHUPYIOTCS
CHEAYIOIINE KOMIIETCHIUNU:



YHUBEpCAIbHbIE

Kon
HaumenoBanue
KOMIIET WNHaukaTopsl TOCTHKEHUS KOMITETEHLIUN
KOMIIETEHIINH
CHITNH
3-VKII-1 3Hath: coBpeMeHHblE HHGOPMAIIMOHHBIC
TEXHOJIOTUH W HU(POBBIE CPEICTBA KOMMYHUKAIINH, B
TOM YHCJIE OTEYECTBEHHOIO IPOU3BOJICTBA, a TaKXKe
OCHOBHBIE  TNpPUEMbl U  HOPMBI  COLIUAIBHOIO
B3aMMOJICHCTBUSL M TEXHOJOTHMH MEXIMYHOCTHON H
CPYIIOBOM  KOMMYHUKAIlMd €  HUCIOJIb30BaHUEM
JTUCTAHIIMOHHBIX TEXHOJOTUI
V-VKII-1 YMers: BBIOMpATH COBPEMEHHBIE
. nH(OPMAaLIMOHHBIE TEXHOJIOTUU U IU(PPOBBIE CPEACTBA
Crnocob6en B mudpoBoii cpene opman i pp peal
KOMMYHUKAIlMM, B TOM YHCI€ OTEYECTBEHHOTO
UCII0JIb30BaTh pa3iauyHbIe
MIPOU3BO/JICTBA, a  TaKkKe  yCTaHaBIIMBaTh u
U poBbIe CpeICTBa,
MO//IEPKUBATH KOHTAKThl, o0ecrnieunBaroIye
VKII-1 | mo3Bostomme BO
. yCHelmHyo padoTy B KOJUIGKTUBE U MPHUMEHSTH
B3aMMOJICHCTBUHM C JIPYTHMMHU
OCHOBHBIE ~ METOJbl U HOPMBI  COLIMAJIBHOTO
JTObMU JIOCTUTaTh . .
N B3aMMOJICHCTBUS I pealnu3aliil CBOCH poiu
MOCTaBIICHHBIX IIeNei .
B3aUMOJICHCTBUSI BHYTPU KOMaH[Ibl C HCIOJIb30BaHUEM
JTUCTAHIIMOHHBIX TEXHOJIOTUH
B-VKII-1 Bmaners: HaBbIKAMU IIPUMEHECHUS
COBpPEMEHHBIX  MH(GOPMAIMOHHBIX  TEXHOJOTHH H
IU(POBBIX CpPEICTB KOMMYHHMKAIlMU, B TOM YHCIE
OTEUYECTBEHHOI'O0 MPOU3BOJCTBA, a TAK)Ke METOJaMH U
IIpUEMaMU COLIMAJIBHOTO B3aUMOJEUCTBUSA U PabOTHI B
KOMaHJ€ C  HCIHOJb30BaHUEM  JUCTAHLIMOHHBIX
TEXHOJIOTHI
npodeCCHOHAIIbHBIC
3agaun Kon u Nunukaropel
npodeccuoHaibHOW | OOBEKT MM 0071aCTh 3HAHUS HaUMEHOBaHHUE JIOCTHKCHUS
nesitenbHoCcTH (311]]) KOMITETEHIINHI KOMITETEHIINHI
BbIOOp  ucxonHbIX | MH(popMannoHHbIE IIK-12  Cnocob6en | 3-T11K-12 3HaTh:
JAHHBIX JUISL | TIPOLIECCHI, TEXHOJIOTUH, | MPOBOJIUTH BBIOOP | TpeOOBaHMS K
MPOECKTUPOBAHUS CUCTEMBl M  CE€TH, WX | UCXOJHBIX JaHHBIX | pa3paboTke
WHCTPYMEHTAJIBHOE JUTSt TEXHUYECKOTO
(mporpamMmHOe, TEXHUYECKOE, | IPOEKTUPOBAHUS C | 3a7aHMs, ero
OpraHU3allMOHHOE) Y4ETOM CTPYKTYPY u
o0OecnieyeHre, CcHocodsl U | TpeOoBaHUI MIPUHIIMIIBI
METOAbl  MPOEKTUPOBAHUS, | 3aKa3UMKa COCTABJICHHS
OTJHAJKV, TPOU3BOJICTBA U V-IIK-12 VYMeTh:
JKCIUTyaTaluu aHAJIM3UPOBATh
WH(pOPMAITMOHHBIX UCXOHYIO
TEXHOJIOTMMI W CHUCTEM B JIOKYMEHTAIUIO
pa3IUUYHBIX ~ 00NacTSIX U 3aKa3zyuKa
chepax AeaTeIbHOCTH B-IIK-12 Bnanets:
METOTUKOHN
COCTABJICHHS
TEXHUYECKOTO
3a/1aHus




?.az[atm BOCIIMTAHHUS, PCATUIYEMbBIC B paMKaX 0CBOCHUA TUCHHUIIIHNHBI

Coznanue Bosneuenue
Hampagie YCIIOBHIA, Hcnonp3oBaHre BOCTUTATEIIBHOTO B Pa3HOIUIAHOBYIO
HUe/lenn | oOecreynBaro MOTEHIMAaa Y4eOHOH TUCIUIIITHBI BHEY4YeOHYIO
1110504 TSI TeITbHOCTh
ITpodeccu | bopmupoBanu | HMcnons3oBanue BocnuTarenbHoro | [loBeIIeHNne 3HAHUI 110
OHaJIBHOE | €  KYJBTYpHI | TOTCHIMAJIA JTMCIUIUIAH | HTHPOPMATU3AIIH
BOCIIUTaH | HHPOPMALMOH | MPO(HECCHOHATBEHOTO MOJTyJIS Ui | obiecTBa U
ue HOU dbopmupoBaHre  0a30BBIX ~ HABBIKOB | KOMMYHHUKAI[HOHHBIX
Oe3omacHOCTH | MHGOPMAIMOHHON OE30MacHOCTH 4Yepe3 | TeXHOJIOTU JUTST
(B23) W3y4CHUE  TOCIEJACTBUH  XaJaTHOTO | pelIeHUs
OTHOILICHHUS K pabote C | KOMMYHHKATUBHBIX U
WHGOPMAIIMOHHBIME CHCTEMaMH, 0a3aMH | MO3HABATEIbHBIX 3a/1a4
TAHHBIX (BKITIOYAst NEPCOHANBHBIC | CTYJCHTAMHU.
JIaHHEIE), npueMax W MeTOoAax
37I0YMBIIIJICHHUKOB, MOTCHIIUATHBHOM
YPOHE T0JIh30BATEIISIM.

Crpykrypa u coaepkaHue y4eOHOM IUCHUTIIUHBI

JucuumuinHa m3ydaeTcs CTyJaeHTamMu Ha 5 kypce. OOmas TpyI0eMKOCTh
JIMCIIAIIIMHBI COCTABIISICT 3 3a4eTHRIX eauHMIIbI, 108 ak. yacos.

Kanenaapubiid mjian

Jciia

HanmenoBanue
pasnena (Tembl)
TUCLUTITUHEI

2 o

bI

Buner yaeGHoiA
IEeITEIbHOCTH
(gac.)

JlaboparopHsbie
[IpakTnueckue

CPC

ATTrectanus
pasnena

(bopma)

MaxkcumanbHbIi
OaJut 3a pasnen

OcHOBHBIC TNOHATHUSA
JOKYMEHT0000poTa

3aexkTpoHHoro | KM

1 | JoxymeHroobopor
COBPEMEHHOM
IIPEAPUITHH

RN
1
1
(00)

Ha | 9

2 | ABroMaruzauus
MPOIIECCOB
IIOTOKOB
JIOKYMEHTOB.

BBOJa
BXOJAIINX

13 1 |- |2 10

3 | Cucremsl
AIIEKTPOHHOTO
JOKYMEHT0000poTa

JOKYMEHT0000poTa
rOCy/apCTBEHHBIX
YUPSKIACHUSIX.

Crnemmduka BHEIPEHUS
CHCTEM 3JIEKTPOHHOIO

13 1 |- 2 10

B

30




4 | Cucrembl 13 1 |- - 10
KOMILIEKCHOU
aBTOMaTH3aluU
JOKYMEHTOoOOOpoTa U
JETOBBIX  IPOIIECCOB
00630p OCHOBHBIX
CHCTEM DJIEKTPOHHOTO
JIOKYMEHTO000pOTa,
IPe/ICTaBICHHBIX B
Poccun
5 | OcHoBuble TpeOoBanus | 13 1 |- - 10
K cucTeme
AJIEKTPOHHOTO
JOKYMEHTO000pOTa
(C210). Kputepun
BBIOOpA CUCTEM
AIIEKTPOHHOTO
JIOKyMEHT000OpOTa B
TOCYYPEKICHHSIX
2 Cucrema NauDocs. 3ammra ungopmanuu B chepe | K1 30
3J1eKTPOHHOI'0 JOKYMEHT0000poTa
6 | Kommiekc 10 - - 2 10
[IPOrpaMMHOI0
o0ecrievyeHus
NauDocs. Hasnauenue,
00JlacTh MPUMEHEHHS,
CTPYKTYpa 110,
OCHOBHbBIC (YHKIIHU U
MPUHIUTIBI 3aIHUTHL
7 | Ipunmumsr pabotsr ¢ | 12 - - 2 10
uHpopmMaruen B
CUCTEME NauDocs
(oCHOBHEBIE
MPAKTHYCCKHE
MIPUEMBI)
8 | [Ipobnemsr IT- | 11 1 |- - 10
0€30MMacHOCTH
9 | 3ammra uHpopManuu B | 12 - - 4 8
cucteme NauDocs
3auér 4 40
Hroro 108 | 6/2 | - 12/4 | 86
KU — KOHTpOJIb 110 HTOTam
Conep:xaHue JJEKIUOHHOT0 Kypca
Tema sexuun. Bonpocsl, oTpaéarbiBaeMble HA JeKIIUH Bcero Y4ebdHo-
4acoB MeTOAHYeCKoe
ob0ecrieyeHue
JIoKyMeHT0000pOT HA COBpeMeHHOM npeanpusituu. [Ipeamer u 1 1-3

conepxkanue kypca. CoctaB (QyHKIIMA W JI€JOBBIX TPOIECCOB,
BBIMIOJIHSIEMBIX B MoApa3aeneHusx. [IonsTue 10KkyMeHTa, KJacchl

JOKYMEHTOB, CBS3aHHbIE C BBIIOJHEHUEM (YHKIMH ylpaBiIeHUsS U
JIENOBBIMUA  TporieccaMu.  [loHSITHE  JOKYMEHTONOTOKA,  €ro




CTPYKTYpa.

ABTOMATH3allUsA TMPOLECCOB BBOJa MNOTOKOB BXOASIIMX
AOKYMEHTOB.

CocTtaB M coaepkaHuE oOnepaluii aBTOMaTU3UPOBAHHOI'O BBOJA
MOTOKOB  BXOJSIIMX  JIOKyMeHTOB. Coxep)kaHue — oreparuii
MOATOTOBUTENbHON  craamu. [loHsTHe  dopMaTHPOBAHHOTO
nokymenta (®J]). Buger ®JI. Acnektbl onmcanus mojeid DI,
Copepxanue ormepanuii OCHOBHOM CTaguu OOpabOTKM U BBOJA
nokyMmeHToB. Kiaccel ckaHepoB, XapakTEpUCTUKU CKAaHEPOB H
TpeOOBaHUSs, MPEABSIBISIEMBIE K BRIOOPY CKAaHEPOB.

CucreMbl  3JIEKTPOHHOIO0  JIOKYMEHTO000pOTA. Oo61mme
MOJIOKEeHHSI.

Creuunguka BHEPEHUS CUCTEM 3JIEKTPOHHOTO JOKYMEHTO00OpOoTa
B TOCYIApCTBEHHBIX YyupexaeHMsX. [naBHoe Ha3HaueHue COJI.
Pemenne  aBTOMAaTU3MpPOBaHHBIMU  CpeACTBaMH  Haumbosee
AKTYAJIbHBIX JCJIOINPON3BOJACTBCHHBIX 3a1a4 yqpencneHHf/i.

CucreMbl KOMILUIEKCHON aBTOMATH3ALMH JOKYMEHT0000poTa 1
AenoBbIX npoueccoB O030p OCHOBHBIX CHCTEM JJIE€KTPOHHOIO
AOKYMEHT0000pOoTa, npecTaBiieHHbIX B Poccun.

OcHOBHBIE  3a/Jla4ydl  OpraHU3allMd  CHCTEMBI  DJIGKTPOHHOTO
nokymentoobopora (COH0). Dtansl pazsutus COJ10. Knaccer
CO0. ITpuHLIHMIIBI U OCOOEHHOCTH MOCTPOEHUS
ABTOMaTH3UPOBAHHBIX Cucrem  KouTposns Hcnonuenus
JlokymenTtos (ACKUJT).

OcHOBHBbIE  TpeOOBaHMS K  CHCTeMe  JJIEKTPOHHOIO
aokyMenToooopora (CI10).

Kputepun BbIOOpa CHCTEM 3JEKTPOHHOTO JOKYMEHTOOOOpOTa B
rocyupexaeHusx. Oouue TpeOoBaHUs K JAETONPOU3BOACTBEHHBIM
GyHKIUSAM, K

GYHKIUSM ~ KOHTPOJISL  WCIIOJIHEHUS, TOJAEPKKE IPOIECCOB
pa3pabOTKH U COTJIACOBAHUS JOKYMEHTOB, K 00ECIeYeHUI0 PaboThI
COTPYTHUKOB TEPPUTOPHAIBLHO YAAJCHHBIX TMOApA3JEICHUM, K
MOJIJICPIKKE IEKTPOHHOTO JIOKYMEHTOO00pOTa MEXKIy OpraHaMu
BJIACTH WUJIM YIIPABIICHUS, K MEXaHU3MaM MHTETpalluu

Kommniekce nporpammuoro obecnieyenusi NauDocs.

Ipunmuner padorsl ¢ uHopmanmeir B cucreme NauDocs
(OCHOBHBIE MPAKTHYECKHE NPHEMBbI).

IIpo6aemsl IT-6e30nacHocTH.

[IpyurHbBl BO3HUKHOBEHMSI M 3HAYUMOCTb Pa3JIMYHBIX MPOOJEM C
NT-6e3onacHocThio.  KoHTpons goctyma K MHpOpMaIuH,
MpOrpaMMHBIE  CpEeACTBa: CpPEACTBA KOHTPOJIS JOCTyHna K
nokymeHtam, k Web-pecypcy, ammapaTHble CpeacTBa KOHTPOJIS
J0CTyNna, OMOMETpPUYECKHUE CpPEICTBA, METOJl CKaHUPOBAHMS
paxy>KHOH OOOJOYKH IJla3a, TEOMETPUH JIUIIA, PAaclO3HABAaHHE IO
roJIocy, Mo MOJIHUCH, [0 OTHEYaTKy NaJlblia.

3ammra uadopmanuu B cucreme NauDocs.

IlepeyeHb NpaKTHYECKUX 3aHATHI

Tema npakTuyeckoro 3aHATHs. 3aJaHus, BOIPOCHI,
oTpadaTbiBaeMble Ha MPAKTUYECKOM 3aHSITUH

Bcero
JacoB

YuebHo-
METOANYECKOoe
odecmeyeHne

W3yuenue unrepdeiica u ocHoBbl paboTsl B cucteme NauDoc

1-3




Cucrema NauDoc: pabora ¢ mankamu

Cuctema NauDoc: paboTta ¢ ToKyMeHTaMH

Cucrema NauDoc: co3nanue 3ajaHuii K JOKyMEHTaM

Cucrtema NauDoc: kaTeropuu JOKyMeHTa

Cuctema NauDoc: pabota ¢ xypHaiaMu

Cucrema NauDoc: HOpMaTuBHBIE TOKYMEHTBI

2NN R[(R| -

IlepeyeHnb 1a00paTOPHBIX PadoOT - He NMPeIYCMOTPEHbI Y4eOHBbIM IIJIAHOM

3aganus 11 CAMOCTOATEILHOM PadOThI CTYJAEHTOB

3ananusi, BOIPOCHI, 1JIsi CAMOCTOSITEIbHOT0 U3yYeHH sl
(3apanus)

Bcero
4acoB

Yyeono-
METOANYEeCKoe
o0ecreuenue

[lonarue noxymeHTOO0OpOTa M €ro XapakTepucTuku. [loHarue u
BU/IBI JJOKyMEHTOOOOPOTa M JICIOBBIX IPOLECCOB, UX CTPYKTYPHI U
coctaB KOMIOHEHT. OOOCHOBaHME HEOOXOAWMOCTH IEpexoaa K
6e30yMaKHON TEXHOJIOIHHU yrpaBiieHHsl. OCHOBHbIE KOHIIETIIIUH.

8

1-3

Ilonstme  popmatmpoBanHoro  gokymenta (®J]). Bumgsr DU,
Xapakrepuctuka OCR, ICR u OMR-MeTonoB pacmno3HaBaHUs
JOKYMEHTOB. MeTroasl KOHTPOJSA OIepanui CKaHUPOBAaHUSA H
pacno3HaBaHUs TEKCTOB.

Metoapl WHIEKCHpOBaHHS JTOKyMeHTOB. CocraB (akTOpoB u
TpeOOBaHUIl, MpEAbSBIAEMBbIX K CHCTEMaM BBOJa OyMa)KHBIX
JOKYMEHTOB. Xapakrepuctuka cuctembl Cognitive Forms u ee
KOMITOHEHT IS

AaBTOMATH3allMM BBOJA JIOKYMEHTOB.

10

OCHOBHBIE CBOMCTBAa CHUCTEM 3IEKTPOHHOIO JOKYMEHTOOOOpOTa:
OTKDBITOCTb, BBICOKAasl CTENEHb HWHTETpallMM C IPHUKIATIHBIM
nporpaMMHbiM  obecrieueHnem (I1O, ocoOeHHOCTH XpaHEHUs
JOKYMEHTOB, MapuIpyTH3alusi JOKYMEHTOB, pa3rpaHUYEHHE
JIOCTYIIa, OTCJIe)KMBAHUE BEPCUM W IOABEPCUH JOKYMEHTOB,
HaJIMYMe YTUIUT NPOCMOTpPa JOKYMEHTOB pa3HbIX (OpMaToB,
AHHOTHPOBAHMUE JOKYMEHTOB, MOJJEPKKA Pa3IMUHBIX KIMEHTCKUX
nporpamMMm. OcHoBHbIE THIIBI CO/I.

10

O030p OCHOBHBIX CHCTEM JOKYMEHTOOOOPOTA, MPEJCTABICHHBIX B
Poccun.  XapakrepucTuka METOJOB M CpEACTB OpraHU3aluu
npuema-nepenaun gokymeHtoB B COJIO c texnonorueit "adhoc".
Ocob6ennoctu opranuzaiuu  COJ]  kojuleKTUBHOW  00pabOTKH
JOKYMEHTOB Ha NpHUHLIMIIAX TexXHojoruu "groupware" c
ucnonb3oBanueM cpeacts Lotus Notes u MS. Ocobennoctu
opranmsaiuu  C3J10, OpHEHTHPOBAaHHBIX Ha HCIIOJIB30BAHUE
"docflow"-TrexHonorumu. 0630p OCHOBHBIX cucTeM
JOKYMEHTO000POTa, MpeacTaBIeHHBIX B Poccun.

10

Ocobennoctu BHeapenust CO/] B rocy1apcTBEHHBIX

yupexaeHusix. CucreMbl ¢  JpYyrUMH  [PWIOXKEHUSMH, K
BO3MOXXHOCTSIM ~ HacTpoilku CucTeMbl, K CTaHAapTU3aLUH,
yaudukanun. Ocodennoctu BHeapeHuss COJl B rocyaapcTBEHHBIX
YUPEXKIECHUSX.

10

[TpuHIMIB 3a1UTH HHGOPMALIMU U pa3TpaHUYEHHE

noJHoOMOuMii mosb3oBareneil B cucreme NauDocs. Hasnauenwe,
obOnactb mnpumeHeHus, cTpykrypa I1O, ocHoBHBIe GYHKIUH H
NpUHIMIBI 3aMThl. HasHaueHne u 00:1acTh NPUMEHEHHs CUCTEMBbI

10




NauDocs. CtpykTypa NOporpaMMHOTO OOECIICUeHUs JIMHUH
NauDocs.

OcHoBuble (yHkiuu cuctembl NauDocs. [IpuHIMMBI 3anTUTHI
uH(pOpMAllMM W pa3TPAaHUYCHHUE ITOJITHOMOYUHN TIOJb30BaTEICH B
cucreme NauDocs.

Crneuuduka cucremsl. [loakmrouenue k cucreme (pabota B
CUCTEME OT CBOEr0 HMMEHH, OT UMEHH pykoBoautens) CmeHa
napoJisi JocTyna K KonTeinepy mnunbix kmoueit DI MaTtepdetic
cucreMsl (CTpyKTypa riaBaHoro okua NauDocs).

[punimne! paboTtel ¢ HH(GOpPManue B cucreme 10 1-3
NauDocs. PabGora ¢ 0a30ii [maHHBIX JOKYMEHTOB: IIPOCMOT]
nepeyHsl JOKYMEHTOB B JKypHaJe PErucTpaliy, perucTparoHHOMI
KapTOYKU JOKYMEHTa, chucka (aiinoB nokymeHTa. Perucrpanus
JIOKYMEHTA B )KYpPHAJIE PErUCTPALMU: 3a0JHEHUE peKBU3UTOB PK,
NpUKpeIyieHre (QailyioB K PEerUCTPAlMOHHON KapTOYKe JOKYMEHTA.
WNsmenenue noxymenta NauDOCS: m3MeHEHHE perucTparuoOHHOM
KapTOYKU JOKYMEHTa, pEJaKTUPOBAHHE TEKCTOBBIX (hailjioB
nokyMmeHTa. Pabora ¢ oxypHasamu peructpauuu. PabGorta c
¢dbunpTpamu (IMOMCKOBBIC (QUILTPHI, OTPaHUYCHHE TT0 jaare). Pabora
¢ coobmenusimu: pabora c¢ pasmgenom «llouray, oTmpaBka
COOOIIEHUS («YBenomieHuey, «3amaHuey). O6paboTka
coolOmenuii B manke «Bxoasmume»: KaTeropuu CcooOLIECHUH,
nonyyaembix Ilomp3oBarenem, o0paboTka cOOOLIEHUS —THIMA
«YBegoMIIeHue», «3aganue» cooOeHu-0TuéToB. DopMHUpOBaHHE
AHAIUTUYECKUX OTYETOB.

Kpunrozamura u  Oe3onacHble  KOMMYHHUKALMU:  IIOHSTHE 10 1-3
kpunrorpaguu, muppoBaHME C  NOMOIIBIO  KJIHO4Ya, C
CUMMETPUYHBIM  KJIIOYOM,  aCUMMETPUYHOE  HIM(pOBaHUE,

mudpoBaHUe € CUMMETPHUYHBIM U ACUMMETPHUYHBIM KIIFOUOM.
Hudpossie ceprudukarel. Kiaccel ceptudukaros. Cucrema
NOJIITMCAaHHBIX NPUIOKEHHUH. be30omacHOCTh TPy NepenucKe.

3amura wuHpopmarmu B cucteme NauDocs. KommoHeHTHI 8 1-3
HOJICHCTEMBI 0€30MaCHOCTH: cepBep 0€301acHOCTH;
aJIMUHUCTPATOpP CepBepa; KIMeHTcKas KomrmoHeHTa. 10 cuctemsl
NauDocs. O0mue cBeneHHs O KpUNTOrpaUUYEeCKUX alrOpUTMax:
CUMMETPHUYHOE, HECHMMETPUYIHOE mmdpoBanue,
KOMOMHUPOBAHHBIM MeTOJ| MU(pPOBaHUs, AJIEKTPOHHAs LU(ppOBas
HNOJAMUCH (TMporpaMMHOE oOOecreueHue 3JIEeKTPOHHON UHU(pOBOi
HOANMCH M IHU(PPOBaHUS JOKYMEHTOB JUISI MOJYJEH CHUCTEMbI
NauDocs), ceprudukarsl OTKpHITBIX  Kitouedl. Kiroun u
cepTUUKaATHl (KOHTEHHEpPBhl CEKPEeTHBIX KItoYel, 0a3za JaHHBIX
CepTU(PHUKATOB M CIPaBOYHMKH, Kitoun LleHTpa cepruduxanmm,
Cepgepa 0e30MacHOCTH, MOJIb30BATENEH ). [Mudposanwue
uHpOpManni: KOH(QUICHIINATBHBIX JJOKYMEHTOB, MaCTEP-KITIOY.

PacuerHo-rpaduyeckasi padbora He MpexyCMOTPEHA Y4eOHBIM IJIAHOM

KypcoBasi padoTa He npeaycMOTpeHa y4eOHbIM IJIAHOM

KypcoBoii npoekT He npeaycMOTpPeH YU4eOHBIM IJIAHOM




Oobpa3oBareibHbIE TEXHOJIOTHH

[lpu peanuzanuu y4eOHOro MaTepuala Kypca HCIOJIb3YHOTCS pPa3uYHbIC
00pa3oBaTe/IbHBIC  TEXHOJIOTHMH, CHOCOOCTBYIOIIUE  CO3JaHUI0  aTMOC(epsl
CBOOOJTHOM M TBOPYECKOW TUCKYCCHUHU KaK MEKIY MPEMOIaBaTeNIeM U CTYICHTAMHU,
TaK ¥ B CTyJcHUYeckou rpymme. [leiapto mpu 3TOM SBISETCS BBIPAOOTKA Y
CTYJCHTOB HABBIKOB M KOMIICTCHIIMM, ITO3BOJIAIOIINX CAMOCTOSTEIBHO BECTH
UCCIIEIOBATENLCKYIO H HAYYHO-TIEIarOTUIECKYIO paboTy.

[TpakTHdeckass TMOATOTOBKa TpPW peaTU3aldd  y4eOHOH JHCIUTIIHMHBI
OPTraHM3YETCs IyTeM IPOBEICHHS MPAKTHUCCKUX 3aHITHHA, MMPETyCMaTPHBAIOIINX
ydacThe O00yJaroNIuXcs B BBIITOJHEHUHM OTACIBHBIX 3JIEMEHTOB pa0OT, CBSI3aHHBIX
¢ Oyaymieit mpodecCHOHaNBHOM NeITeTbHOCTHIO.

[TpakTHdeckasi TIOArOTOBKA TaK)Ke BKIIOYACT B CeOS 3aHATHS JICKITMOHHOTO
TUMA, KOTOpbIe  TMpEAyCMATPUBAIOT  Mepenavyy  ydeOHOW  umH(OpMAaIMH
oOyJaromumMmcsi, HEOOXOAMMON IS  TOCIEAYIONMEro  BBHITIOMHEHHS  pador,
CBSI3aHHBIX C OyAyIIeH MpodecCHOHANTBHON IeATeIbHOCTHIO.

[TpermogaBaHue TUCIUIUIMHBI BEIETCS C MPUMEHEHHEM CJCHYIONINX BHIOB
00pa30BaTENbHBIX TEXHOJIOTHHA: HCIIOJIb30BAHHUE AJICKTPOHHBIX 00Pa30BaTEIBHBIX
pecypcoB, oOecneunBapIUX OO0y4YeHHe B HH(DOPMAIMOHHOW 00pa30BaTeIbHON
cpele; JICKIIMOHHBIC 3aHATHS MPOBOJATCS C HMCIIOJIB30BAHHEM MYJIbTUMEIHIHHOTO
JICKIIMOHHOTO MaTepuara.

(I)OHII OLHCHOYHBLIX CPEIACTB

@OHJ] OLIEHOYHBIX CPEACTB MO JUCHMILNIMHE OOECHEUYMBAET MPOBEPKY
OCBOCHHMSI  IJIAHUPYEMbBIX  pEe3ylbTaTOB o00yueHus (KOMIETEHUUMH ¢ HX
WHIUKATOPOB)  TOCPEACTBOM  MEPOINPHUSTUNH  TEKYIIEro, pyOexHOro W
MIPOMEKYTOUYHOT'O KOHTPOJIS M0 AUCUHUTLINHE.

CBsi3p MeXxay (QopMUpPYEMBIMU KOMIIETEHLUSIMH U (POpMaMU KOHTPOJS UX
OCBOEHUS MPEJCTaBJICHA B CIIEeyIOIIel Tabaue:

Kon 1 HanmeHoBaHKe HaumenoBanue
Ne HanmeHoBaHME KOHTPOINPYEMBIX
WHIMKATOPA JTOCTIKCHUS OLICHOYHOT'0
n/n paszesnoB (TeMbl) .
KOMIICTCHIIU cpencTa

BxoaHol KOHTpOJIb

Bomnpocsl BXOIHOTO

1 | BxomHOI KOHTPOIb KOHTPOJIS
(MMCBMEHHO/YCTHO)
ATTecTanus pa3ienoB, TEKYIIHH KOHTPOJIb yCTIEBAEMOCTH
2 | Tema 1. JlokymeHTOOOOpOT Ha 3-VKII-1, 3-T1K-12 KoHTposb utoros
COBPEMEHHOM TIPEANPHUATHH. (B bopme
Tema 2. ABTOMaruzanusi MpPOIECCOB TECTUPOBAHMA)
BBOJA HOTOKOB BXOMIAIINX V-VYKII-1, V-TIK-12 [IpaxTHueckoe
JIOKYMEHTOB. 3a/1aHHNC
Tema 3. CHCTEMBI >JIEKTPOHHOTO B-VKII-1, B-TIK-12 Hpaxmirieckoe
3aJaHucC
JOKYMEHTO000pOoTA. Crenuduka
BHEJIPEHUS CHCTEM  DJIEKTPOHHOTO
JOKYMEHTO000poTa B

rOCYJIapCTBEHHBIX YUPEKICHUIX.
Tema 4. CucremMbpl KOMIUIEKCHO




aBTOMATHU3alMU JOKYMEHTOO00pOoTa H
NenoBbIX nporeccoB O630p OCHOBHBIX

CUCTEM 3JIEKTPOHHOIO
JOKYMEHTO000pOTa, MPEJACTaBICHHBIX
B Poccun.

Tema 5. OcHOBHBIE TpeOOBaHHUS K
cucTemMe 3JIEKTPOHHOTO
nokymenToobopora (C30). Kpurepun
BBEIOOpA CHCTEM 3JIEKTPOHHOTO
JOKYMEHTO0000pOTa B TOCYUPEIKICHHSX.

3 | Tema 6. Komriuiekc mporpaMMHOTo 3-VYKII-1, 3-T11K-12 KonTtpouss nroros
o6ecrieuerns NauDocs. Haznauenwue, (B dopme
obnacTe mpuMeHeHus, cTpykrypa 110, TECTHPOBAHHS)
OCHOBHbIC (DYHKUMH X IIPUHLHIIBL V-YKII-1, V-IIK-12 IIpakTuueckoe
3aILUTBHI. 3a7aHHc
Tema 7. Tlpubmmmsr paGoTei ¢ B-VYKII-1, B-TIK-12 [pakTHdeckoe

3a/1aHue

nHpopmanuerr B cucreme NauDocs
(OCHOBHBIC IPAKTHYECKUE TIPUEMBI )
Tema 8. [IpoGaemsr I T-6e30macHocTn
Tema 9. 3ammra wuHpopManuu B
cucreme NauDocs

ITpomexxyTOUYHAas aTTeCTaLUs

Bomnpocs! k 3auery

4 3auer VKII-1, ITIK-12 (yeTHO)

BXO[[HOfI KOHTPOJIb MNPEAHA3HAYCH [JIA BBIABJICHUA HpO6€JIOB B 3HAaHHUAX CTYACHTOB H
TOTOBHOCTU MX K IOJYYEHUIO HOBbIX 3HaHUM. OLIEHOYHBIE CPEACTBA JJIsi BXOJHOIO KOHTPOJIA
MIPEACTABIISIIOT COO0M BOMPOCHI, KOTOPBIE 337al0TCS CTY/ICHTaM B YCTHOU (hopme.

OueHouyHbIe CPeCTBA /ISl BXOJAHOI0 KOHTPOJISl, TEKYILEro KOHTPOJIA U
MPOMEKYTOYHOM aTTeCTAUM (AHHOTALIMS)

OrneHouHble CpEACTBA S BXOJHOTO KOHTPOJS MPEICTaBISAIOT COOOM
BOIIPOCHI, KOTOPBIE 33/1al0TCS CTY/IEHTaM B YCTHOM (popme.

B kauecTBe OLIEHOYHOrO CpeACTBAa TEKYLIEro KOHTPOJIA HCIOJB3YIOTCS
YCTHBIHN OIPOC, TECTUPOBAaHKE, PedepaThl.

B kadecTBe OIIEHOYHOTO CpeiCTBa aTTECTALMM pa3/ieia HCIONb3YIOTCS
TECThI, UTOTOBAasi KOHTPOJIbHAs padoTa.

JIJiss pOMEXYTOYHOW aTTeCTalli MPEeTyCMOTPEHBI TECThI, TEOPETHUECKUE
BOIIPOCHI.

[To uroram oOy4eHuUsl BHICTABIIAETCS 3a4ET.

IlepeyeHb BONPOCOB BXOJHOT0 KOHTPOJIA

. [losicHuTe OHATHE JOKYMEHTA.

. [TosicHuTE MOHATHE IAECKTPOHHOMN MOYTHI HA MPEATIPUATUH (TOCYUPEIKICHUN ).
. [losicHuTE MOHATHE INEKTPOHHOTO JOKYMEHTA.

. [lepeuncnure MaTepraAIbHBIE HOCUTEINH JJIEKTPOHHBIX JOKYMEHTOB.

. [losicante nonstue 6a3bl manabIX, CYB/I.

. [lepeunciure criocoOsI 3anmmThl nHGOpMaruu Ha [1K.

. [losicHuTE MOHATHE U BUBI JIOKAJILHOM CETH.

~N NN kW~



8. [losicHuTe MOHSTHE U BUIBI TJI0OATILHON CETH.
9. Ilepeunciiite OCHOBHBIE JJOKYMEHTHI IIPU TPYAOYCTPONUCTBE Ha paboTy.
10. IosicHuTe Ha3HAYEHUE 3AIUTHI JEKTPOHHOU MOAMKCH.

TunoBble TECTOBbIE 3aaHUS

1. DEeKTpOHHBIN JOKYMEHTOOOOPOT — 3TO:

1) MaTepuanbHBIA 00BEKT, COAEpKaMUi HHHOPMAITHIO B 3a)UKCHPOBAHHOM BHU/IE
U CTIIEIMAIBHO MPeAHa3HAYEHHBIN 7151 € Tiepeladyi BO BPEMEHH U MPOCTPAHCTBE;
2) IBWKEHWE JOKYMEHTOB B OPTaHHU3AIIMY C MOMEHTA MX MOTYUYCHUS UIH CO3/IaHUS
JI0 3aBEPIICHMS UCTIOTHEHUSI, OTIPABKHU aJpecaTy WK CJa4l Ha XpaHEHUE;

3) AIEKTPOHHBIN TOKYMEHT - 3TO JOKYMEHT, B KOTOPOM MH(pOpMaLIUs
MIpPE/ICTaBIICHA B AJIEKTPOHHO-1IU(DPpOBOIT hopme.;

4) oTpacib IeATeTbHOCTH, OXBaTHIBAIONIAS BOIIPOCHI XPAaHEHUS U UCIIOJIb30BAHUS
aApXUBHBIX JIOKYMEHTOB.

2. Ha xakue TOKyMEHTOIIOTOKHU JEIUTCS IOKYMEHTAIIUS:

1) mucbMa, paciopsbKeHus, JOTOBOPa;

2) AoroBOpa, JOKYMEHTHI OPTraHOB BIIACTH;

3) BXoasIue, UCXOIAIITNE, BHYyTPEHHNUE JTOKYMEHTHI;

4) oOparenus rpaxaad (KaJoObl, MPEIJI0KEHUS U 3asBJICHUS ).

3. Perucrtpanus sneKTpOHHBIX JOKYMEHTOB — 3TO:

1) ycTaHOBJICHHE KOJTMYECTBA M COCTaBa apXMBHBIX JOKYMEHTOB B €IMHUIIAX ydeTa
1 (UKcarus IPUHAIICKHOCTH KaXKION SIMHUIIBI ydeTa K ONpeaeICHHOMY
KOMITJIEKCY U OOIIEMY UX KOJIMYECTBY B YUETHBIX JTOKYMEHTAX;

2) BaKHEWIINI Tan pabOThl C JOKYMEHTAMH M OTNIPEAEIIAETCS KaK 3aMucCh YYETHBIX
JTAHHBIX O JIOKYMEHTE M0 YCTaHOBJIEHHOU popme, pukcupyromas HaxkT ero
CO3/aHMsl, OTIIPABJICHUS WM MOTYUYCHUS;

3) 9TO MakCUMAaJIBHO PAIMOHAIBHOE COKPAIICHHE KOJINYECTBA YeT0-I100 myTeM
CTaHJapTU3AINHU K eIUHOU (popMme;

4) opraHuzanusi JOKYMEHTOOOOpOTa, XpaHEHUS W UCIOJIb30BaHUSI JOKYMEHTOB B
TEKYIIEH ACATEIHbHOCTH YUPEKACHUS.

Kpurepuu oieHKHM TeCTOBbIX 3a/JaHMI:
1. ITonHOTa 3HAHUI TEOPETUUECKOTO KOHTPOJIUPYEMOTO MaTEpHUaa.
2. KonnuecTBO NpaBUIbHBIX OTBETOB.

IIpumepsbl NPAKTHYECKUX 3aaHU I

3apanme 1. Co3nare HOBYIO nanky «@UHAHCOBBIE TOKYMEHTBI» B CHCTEME
NauDoc, n Ha3HauuTh IPYNOBbLIE ITpaBa AOCTYIA.

Coznaerca nanka « PHHAHCOBBIE JOKYMEHTHI»

Ha3nauaroTcs rpynmnoBsle IpaBa qocTyna K nanke @UHaHCOBOMY OTIETY

oOecreynBaeTcs JIOCTYI K MarKe TOJbKO (PMHAHCOBOMY OTIENY U IUPEKTOPY.
OcranbHble noab30BaTenu cucreMbl NauDOC He MOMKHBI UMETh JIOCTYI K 3TOU
nanke. [[ns ynpaBieHus JOCTYNOM K Marlke MOoJb30BaTelb JOJIKEH UMETh Ha Hee
npaBo «Pegakropy.

JI71st 3TOr0 MPOM3BOAUTCS BXOJ B POpMYy Ha3HAUYEHHMs MpaB JOCTYMa K MAarlKe,
ucnosb3yercss «KoHTposb 1OCTyma» U3 pacKpbIBAIOIIETOCS MEHI0, JIMOO KHOIKa



«KonTpons noctyna» Ha nanenau uHCTpymeHToB NauDoc.

Ha3nauaroTcss rpynmoBble MpaBa Ha JOCTyNl K mnanke «@PUHAHCOBBIE
JOKYMEHTBDY (PMHAHCOBOMY OTEINY.

3ananme 2. [IpousBecTu U3MEHEHUE CTaTycCa MaIKH.

[Tocne co3ganus mankyu aBTOMaTHYECKH MEPEXo UM B Hee. BHOBb co3gaHHas
nanka HE COJIEpPXKHUT JOKYMEHTOB. BMmecTo cnucka JOKYMEHTOB YKa3bIBaeTCS
«ITanka mycra», TO €cTh, IPUCBOEH CcTaTyC «Penaktupyemasy.

M3mensieM cTaTyc Manku Ha «3aMopoXxeHHas» yepe3 PerakTop nanku.

MCTOI[I/IKa MpoOBEACHUSA 3a14Y€Ta
HpOMe)KYTO‘-IHaﬂ arrecranusa 1o JUCHHUIIIIMHE B COOTBCTCTBHUU C y‘-Ie6HBIM

IUTAHOM HaIlpaBJICHUA NPOBOAMUTCA B (Qopme 3aueta. 3adeT MO AUCHUIUIMHE
OpeACTaBIsieT  cOo0OW  HMTOrOBOE  MCHBITAHWE 1O  MpodecCHoHaIbHO-
OpPUEHTHUPOBAHHBIM npobiieMawm, yCTaHaBIIMBAIOLIEe COOTBETCTBHE
HOJIFOTOBJIEHHOCTH CTYJEHTOB TpeOOBaHMUSIM 00pa30BaTENIbHOIO CTaHAApTa. 3a4yeT
OPOBOAMUTCA C IENBI0 TPOBEPKM YPOBHSI M KauecTBa (POPCHUPOBAHHOCTHU
KOMIETCHIIMA B paMKaxX COOTBETCTBYIONIETO 3Tala W TIO3BOJSET BBIIBUTH U
OLICHUTh TEOPETHUYECKYI0 W MPAKTUYECKYIO TOJTOTOBKY CTYACHTA IJISl PEIICHUS
po(ecCUOHANIBHBIX 3a/1a4.

3adeT NpoBOAUTCSA B MUCbMEHHOW (OpME MO MHIUBUIYAJbHOMY 33[aHUIO B
J[Ba JTara:

1 sman — evinonnenue nepeoco 3a0aﬂuﬂ, Komopoe sKiiodaem nodeomoeky
omeema Ha meopemuqecmtd eonpoc,

2 oman - 6blNoJIHeHue 6mopoco 3a0anuﬂ, Komopoe eKjirodaem peuleHue
npakmu4eckoco 3A0aHUA.

IIpu 3aouHoii QopMe oOy4YeHHs] B KadyeCTBE OLIEHOYHOI'O CpeAcTBa
aTTeCTalluy pasjiesa UCII0JIb3YETCs TaKXKe KOHTPOJIbHAas padboTa.
Koumponvhas paboma — CpeICcTBO NPOBEPKH YMEHMM NPUMEHSTH IOJyYEHHBIE
3HAHMS IS BBIMIOJHEHUSI 3aJaHui MO TeMe WM pasaeny. BelmonHseTcs no
VHIUBUIYAIBHOMY 3a/IaHHIO, MPEACTABICHHOMY B METOJIMYECKUX YKa3aHUAX IS
BBIMOJIHEHHSI KOHTPOJIBHBIX paObOT MO AUCLUILIIMHE.

IIpuMep THUIIOBOTO 3a1aHUSA VISl 3a4€Ta

1. [IpoBectn anam3 oteuecTBEHHbIX COJ]
2. Co3pgaiiTe W 3apETUCTPUPYWTE  HOBBIM  BXOIAIIMH  JTOKYMEHT
"MndopmManinonHoe MHUCbMO" B XKypHaje peructpaiuu "Bxoasmiye 10KyMeHThI".

IIepeyeHsb BOIIPOCOB K 3a4eTy

1.ITosicHUTE TOHSTHE TOKYMEHTOOOPOTA.

2.TlosicHuTe OCHOBHBIE TPEOOBAHUS K peaM3aIiui JOKYMEHTO000pOTa.
3.IlosicHuTE MOHATHE IOKYMEHTONOTOKA U €T0 OCHOBHBIE XapaKTEPUCTHUKHU.

4. TMosicaute noHsiTHE 00BEMA JOKYMEHTOO0OPOTA.

5.0xapakTepu3yiTe TEXHOJOTHUYECKHM Tpoiecc 00paboTKU U TepeMEIICHHS



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

HUCXOJISAIIET0 JOKYMEHTAIMOHHOTO MOTOKA.

6.1TosicauTe knaccel u ctpykrypa MC.

7.0xapakTepusyite ooecneunBaromiye noacucrems NC.

8.0Oxapakrepu3zyiite UC o ypoBHSAM YyIIpaBICHUS.

9.0xapaxkrepusyiite UC o creneHu cioxHOCTH U MaciuTaly.

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

11. I[Tosicaute otnuuutensubie cBoiicTBa KMC.

12. Ioscaute 3agaun DCY /1.

13. IlosicauTte 1ienu BHeapenus DCVY /I

14. [osicHuTE OpraHU3alMOHHBIE 3a/1a4d MPEAIPUSLTUS PelllaeMble C
BHepennem DCY 1.

15. Oxapakrepusyiite HanpasieHus BHenpenus CO/1.

16. Oxapakrepusyiite NpuKiIagHoe porpammuoe ooecrneuenue ICY /1.

17. TlosicauTe pa3paboTKy "aKTHMBHOTO'" MPOTPAaMMHOIO OOECICUCHHS s
OCVY .

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

19. Oxapakrepu3syiiTe cucTemMy 3JIeKTPOHHOTO JokyMeHToo6opoTa NauDoc.

20. [TosicauTe ocHOBHBIE 00BEKTHI B cucTeMe NauDoc.

IIpyMepHbIe PaKTHYECKHE 3aJaHUS K 3a4eTy

1. BeimonauTe  mpPOCMOTP  3alMCHM € MCIOJIb30BaHUEM  (QUIbTpa
«OTtobpakeHue.

2. BrinonHuTe peructpanuio 10KyMeHTa.

3. BrInonHuTe mpocMOTp 3aluceil B KypHalle W YAAIWTE HE AaKTyalbHbIE
3aIuUCH.

IIkajabl oleHKH 00pa30BaTeJIbHBIX J10CTHKEHU I

Banawl Ouenka (0aaa
(utoroBoit 3a OTBeT HA
. . TpeGoBanus Kk 3HAHUAM
PEUTHHTOBOM 3a4yere)
OLIEHKH)

— OneHKa «3a4T€HO» €CIM OH MMEET 3HaHUs OCHOBHOI'O
MaTepuana, €Ciad OH MPOYHO YCBOWJI MPOrpPaMMHBIM Marepual,
MIOCJIEIOBATEIbHO, YETKO M JIOTUYECKH CTPOMHO €ro M3jaract
100-60 «3a4meno» €ro Ha 3aueTe, BJaJeeT HEOOXOAUMBIMU HAaBbIKaMU U IpUeMaMu
24-40 6annosé | UX BBIOJHEHHUS, YMEET TECHO YBS3bIBAaTh TEOPHIO C MPAKTUKOM

— VYueOHble JOCTMXKEHHSI B  CEMECTPOBBIM MEpUoN U
pe3yinpTaTaMi  PYOEKHOTO  KOHTPOJS  JEMOHCTPUPYIOT
JIOCTATOYHYIO CTENEHb OBJIAJCHMS IIPOIPAMMHBIM MAaTEPUATIOM.

— OreHKa «He 3a4TEHO» BBICTABIISIETCS CTYJEHTY, KOTOPBIM He
3HaeT 3HAYUTENBHOM dYacTW MPOrpaMMHOIO  MaTepuaia,
JIOITyCKaeT CyLIeCTBeHHbIe omuOKu. Kak mpaBuiio, oneHka «He

59-0 «He 3aumeHo» | 3a4TE€HO» CTaBUTCS CTYICHTaM, KOTOpPBIE HE MOTYT IPOIOJKUTH
23 - 0 6annos | obyuyeHue 0e3 AONMOJHUTENBHBIX 3aHATUN MO COOTBETCTBYIOIIECH
JMCITUTLITIHE.

— VYueOHBIE JOCTHXKEHHS B CEMECTPOBBIM MEPUON U
pe3ynbTaTaMu  PyOSKHOTO KOHTPOJS JIEMOHCTPUPOBAIU HE




BBICOKYIO CTEINEHb OBJAJACHUSA MPOTPAMMHBIM MATEPHAJIOM I10
MHUHHAMAJIBLHON IUTAHKE.

Y4eOHO-MeTOAMYECKOE U MHPOPMALIMOHHOE o0ecneyeHne y4eOHoi
TUCHUNITIMHBI

OcHoBHas JuTEparypa
1. Amamkas, A. I'. 3ammra >JEKTPOHHOTO JOKYMEHTOOOOpOTa: ydeOHOE
mocoome / A. TI. Amnankas. — Owmck: CubAJMA, 2019. — 87
c. https://e.lanbook.com/reader/book/149493/#1

JlonoJIHUTEIbHASI JIMTepaTypa
2. Kpakosckuii, FO. M. MeTonpl 3anuThl HHpoOpMaIuu: yueOHoe mocooue s
By30B / FO. M. KpakoBckuii. — 3-e¢ uzn., nepepad. — Cankr-IletepOypr: Jlanb,
2021. — 236 c. https://e.lanbook.com/reader/book/156401/#159
3. Kynses H. H. KonduneHumnaipbHOE ACIONMPOU3BOJACTBO W 3alIUIICHHBIN
ANIEKTPOHHBIN JoKkymMeHTooOopoT: yueOnuk / H.H. KynsieB. - Mocksa: Jloroc,
2013. - 452 c. https://ibooks.ru/bookshelf/29403/reading

IIporpammHoe odecnieuenue u UHTEpHET-pecypehl
1. DnexrponHO-OMOMHMOTEUHAs cucTema «Jlaupy - http://e.lanbook.com.
2. DnektpoHHO-OMOMMoTeuHas cuctema «lOpaitt» - http://www.biblio-
onlain.ru.

3. Poccuiickas HarmoHanbHas oudnuoreka - http://www.nlr.ru/
4. TlouckoBas cuctema - http://www.rambler.ru.
5. TlouckoBas cuctema - http://www.yandex.ru.
6
7

I"apanT - http://base.garant.ru/.
HNuTepHer-YHuBepcurer NudopmarnmonHbix TexHonoruu -
http://www.intuit.ru

JlJ1st TpoBeICHUST IPAKTUUECKUX 3aHATHUUA U BBITIOJIHEHUS CaMOCTOSATEIBHOU
pabOThI UCTIONB3YIOTCS YU€OHBIE KOMIIBIOTEPHBIE KJIACChl C BBIXOAOM B MIHTEepHET
Y JIUIEH3UOHHBIM TTPOTPAMMHBIM 00ECIICUCHHUEM.

MarepuajibHO-TEXHHYECKOe o0ecneyeHue y4eOHOM M CUUIITIMHbI

JIeKMOHHBIE 3aHATHUS IPOBOJATCS B Ay JUTOPUAX: yueOHas MeOesb, yueOHas
JIOCKa, KOMIUIEKT MYJIbTUMEIUMHOTO 000PY10BaHHUS

[IpakTuueckue 3aHATHS TPOBOISTCS B KOMIBIOTEPHBIX Kiaccax: ydeOHas
mebenb, y4yeOHash JIOCKa, KOMIUIEKT MYJbTUMEIUHHOTO  000pYJOBaHMS,
MEPCOHATbHBIE KOMITbIOTEPHI.

Jlns camocTosiTenbHOM paboThl 00YYaIOIMIMXCSI UMEETCS: YUTAJBHBIA 3a1 C
BBIXOJIOM B ceTh MHTepHeT: YueOHast MeOenb, KOMIUIEKT MYJIbTUMEIUHHOTO
000pyA0BaHus, IEPCOHATIbHBIE KOMIBbIOTEPHL, MDY
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Y4eOHO-MeTOAMYECKHE PEKOMEHIAIIUY J1JIs1 CTY/IeHTOB

1. Ykazanus 115 IpoCIyIIMBaHUS JICKIIUMA
[lepen HauvamoM 3aHATUN BHUMATEIbLHO O3HAKOMHUTHCS C YUCOHBIM IIJIAHOM

IPOBEJCHUS JIEKIIUK U CIIMCKOM PEKOMEHIOBAaHHOMU JIUTEPATYPBHI.

[lepen mocemeHueM OYEpPETHON JIEKIMU OCBEXHUTh B IMAMSITH OCHOBHBIE
KOHIIEMIINK MPOHIEHHOTO0 paHee marepuana. [loaroToBUTh mpu HEOOXOAUMOCTH
BOIIPOCHI Mpenojasarento. He Hago omacatbesi, 4TO BOMNPOCHL MOTYT OBITh
IPOCTHIMHU.

Ha nexuum OCHOBHOE BHHMMaHUE CJIEAyeT YIeliITh HE (opMmynaMm MU
MaTEMaTUYECKUM  BBIKJIAJKaM, a  COACPXKAHUI  H3Y4aeMbIX  BOIPOCOB,
OIIpE/IETICHUSM U TIOCTAaHOBKAaM 3a/1a4.

B mponecce n3ydeHus JEKUUOHHOTO Kypca HEOOXOAMMO II0 BO3MOXKHOCTH
YacTO BO3BpPAILATHCS K OCHOBHBIM MOHATHUSAM M METOJAM pelIeHHs 3anad (371ech
BO3MOYKEH BBIOOPOYHBIN KOHTPOJIb 3HAHUN CTYJIEHTOB).

KenaTenbHO HCIOIB30BATh KOHCIEKTHI JIEKIUH, B KOTOPBIX HCIOJB3YyETCS
IOpUHATas MpenojaBaTesieM cucTeMa 0003HaYeHHH.

Jis  Oonee moapoOHOTO M3y4yeHUs Kypca clefayeT paborath C
PEKOMEH/I0BaHHBIMU JIMTEPATYPHBIMU HCTOYHMKAMU U BHOBb MOSBISIOLIIMMUCS
UCTOYHUKAMU.

2. YKa3aHus IS y9acTUs B IPAKTUYECKUX 3aHATHSIX

[lepen  mocemieHneM  YSCHUTh TEMY  MPAKTHYECKOTO  3aHATHS U
CaMOCTOATENILHO U3YYUTh TEOPETHUECKUE BOMPOCHI.

B KkoHIEe mnpakTUYecKOoro 3aHsATHS MpPU HEOOXOJUMOCTH BBIICHUTH Y
IIPENOABATENS HESCHBIE BOIPOCHI.

OCHOBHBIE pe3yJbTaThl BHITOJHEHUS padOThl HEOOXOAUMO pacrevyaTaTh.

3. CamocrosiTenbHas paboTa CTYJIEHTOB OOBIYHO CKJIAJbIBAaCTCS U3
HECKOJBKHX COCTABJISIFOLIUX

- paboTa ¢ TekcTaMu: Y4YEOHUMKaMH, TOTOJHUTEIBHOM JIUTEPaTypoil, B TOM
YHUCJIe MaTepuagaMu MHTEPHETA, a TakKe TpopadoTKa KOHCIEKTOB JIEKIUKT;

- HaIllMcaHue JI0KJ1a/10B, pedepaTos;

- IOATOTOBKA K MPAKTUYECKUM 3aHATHUSIM;

- IOATOTOBKA K 3a4ETY HEIOCPEICTBEHHO MEPE HUM.

Takum  oOpa3omM, camocTosiTenpHass paboTa  CTYACHTOB  SIBJISIETCS
HEO0OXOAMMBIM KOMIIOHEHTOM TOJTyYEHHUSI TOJTHOLIEHHOTO BHICHIETO 00pa30BaHMUS.

MeTozmqecmle PEKOMEHIAUHA NI npenonaBaTeneﬁ

1. Ykazanus 1jist npoBEeACHUS JICKLINI

Ha mepBoii BBOJHOW JIEKIMHU CAenaTh OoONIUN 0030p comepkaHUsi Kypca H
OTMETUTh HOBBIE METOJbl MU MOAXOJbl K PEIICHUIO 33Ja4, PacCMaTPUBAEMbIX B
Kypce, IOBECTH JI0 CTyICHTOB TpeboBaHMs KadeIpbl, OTBETUTH HA BOTIPOCHI.

[Tpu moATOTOBKE K JEKITMOHHBIM 3aHSATUSM HEOOXOIMMO MPOTYMaTh IIJIaH €T0



MIPOBEAECHHUS, COJICPKAHUE BCTYNUTEIbHONW, OCHOBHOW M 3aKIIOYUTEIBHOM 4YacTu
JIEKIIMHU, O3HAKOMHUTHCA C HOBHHKAMHM Y4€OHOHM M METOJMYECKON IUTEpaTyphl,
nyOMuKalUsIMU TEPUOJIMYECKONM TMeyaTH 10 TeMe JIEKIIMOHHOTO 3aHSTHUA.
YTOYHUTH TJIaH NPOBEAECHUSA MPAKTUYECKOrO 3aHATHS Mo TeMe jgekuuu. llepen
U3JI0KEHUEM TEKYIEero JIEKIIMOHHOTO MaTepualia HAlNOMHHUTh 00 OCHOBHBIX
UTOraX, TOCTUTHYTBIX HA NPeabIAynX JeKIusax. C 3TOH 1EeNbI0 3aaTh HECKOIBKO
BOIPOCOB ayJAUTOPUU U OCYIIECTBUTH BEIOOPOUHBIN KOHTPOJb 3HAHUS CTYJCHTOB.

B Xxozme NEKIMOHHOrO 3aHATHS TMPENOJABATENb JOJDKEH Ha3BaThb TEMY,
y4eOHbIE BOINPOCHI, O3HAKOMUTH CTYAEHTOB C T[EPEYHEM OCHOBHON U
JONIOJIHUTENIBHON JIMTEPATYphl IO TeMe 3aHAThs. PackpeiBasg coaepxkaHue
y4e€OHBIX BOIPOCOB, AKUEHTUPOBATh BHUMAHHWE CTYJACHTOB HAa OCHOBHBIX
KAaTEeropusiX, SBJICHUAX U Ipoleccax, 0COOCHHOCTAX UX MpPOTEKaHHs. PackpbpiBaTh
CYIIHOCTb WU COACPKAHUE PA3IMYHBIX TOUEK 3PEHUS M HAYYHBIX NOAXOJO0B K
OOBSCHEHUIO T€X WJIM UHBIX SIBIICHUU U MPOIECCOB.

CrnenyeT apryMeHTUPOBAaHO 0OOCHOBATh COOCTBEHHYIO MO3UIUIO IO CIIOPHBIM
TEOPETHUYECKUM BolpocaM. IIpuBoanuTs npumepsl. 3ajaBaTh 110 XOAY HU3JIOKEHUS
JIEKIIUOHHOTO MaTepHalla pUTOPUYECKUE BOIIPOCHI U CAMOMY J1aBaTh HA HUX OTBET.
OTO CHOCOOCTBYET AaKTUMBU3ALMM MBICIUTENBHON JI€ATEIbHOCTH CTYACHTOB,
IIOBBIIICHUIO UX BHHMMAaHUsA U MHTEpeca K MaTepually JICKLMH, €€ COACPKAHUIO.
[IpenonaBarenb JOJKEH PYKOBOJIUTH PabOTOM CTYJEHTOB MO KOHCHEKTUPOBAHUIO
JEKIIMOHHOTO  MaTepuala, MOAYEPKHBaTh HEOOXOJUMOCTh OTPAKEHHUS B
KOHCIIEKTaX OCHOBHBIX TIOJIO)KEHH HM3y4aeMol TeMmbl, 0c000 BBIIEIA,
KAaTerOpuaJibHbI anmapar. B 3akiIiouuTenbHOM 4YacTH JIEKUUMU HEOoOXOIUMO
chopMynHpoBaTh OOIKME BHIBOABI MO TEME, PACKPBHIBAIOIIME COAEpKaHUE BCEX
BOIIPOCOB, MIOCTABJICHHBIX B JIEKIMH. OOBABUTH IIJIaH OYEPETHOTO MPAKTUUECKOTO
3aHATUA, JaThb KpaTKME PEKOMEHJAUMU 10 IOJATOTOBKE CTYIEHTOB K
IPaKTUYECKOMY 3aHATHIO. ONpENeNnuTh MECTO U BPEMSI KOHCYJIBTALIMM CTYJICHTaM,
MO’KEJIaBIIUM BBICTYIIUTh Ha MPAKTUYECKOM 3aHITHU C pedepaToM.

Ha mnocnenneil nexkuuu ynenuTh Bpems Uisi 0030pa HambOosee Ba)XHbBIX
IIOJIO’KEHUM, pACCMOTPEHHBIX B KypcCe.

2. Yka3zaHus 715l IPOBEICHUS MPAKTUYECKUX 3aHATHI

Yerko 0003HAYUTH MPAKTUUECKOTO 3aHSTHS.

OOCyIuTh OCHOBHBIE MTOHATHUS, CBA3aHHBIE C TEMOM MPAKTUYECKOTO 3aHITHS.

B npouecce BBINMOTHEHNN NPAKTUYECKUX 3aJaHU PEKOMEHI0BATh CTyAEHTaM
MPUMEHSATH COOTBETCTBYIOIIME Pa3JIEbl TEOPETUUECKOrO YUeOHOr0 MaTepuana.

OTmeyaTh CTYJEHTOB, HauOoOJieeé AKTUBHO BBIMOJHSIOMMX MPAKTUUYECKUE
3a1aHUS.

B KOHUE DpaKkTHUYECKOrO 3aHATHS 3aJaTh AayAUTOPHUM  HECKOJBKO
KOHTPOJIBHBIX BOIIPOCOB.

3.Yka3aHus 1o KOHTPOJIO CAMOCTOSITEIbHON paOOThI CTYICHTOB

[To ycmoTpenuro mpemnopaBaTens 3aJaHUE€ Ha CaMOCTOSITENIbBHYIO paboTy
MOJKET ObITh MHIUBUYaJIbHBIM.

[Tpy wucmonb30BaHUM WHIAUBUAYAIbHBIX 3aJaHUN TpeOOBaTh OT CTYyJEHTa
NUCHbMEHHBIN OTYET O MPOAETaHHON padoTe.

C wuenpl0 KOHTPOJS KayecTBa BBIMOJIHEHHUSI CAMOCTOSITEIbHOW paboThI
TpeOOBaTh MHIUBUIYAJbHBIE OTYETHI (IOMYCTMMO BMECTO MHUCHbMEHHOTO OTYETa
NPUMEHSTh UHINBUYaIbHbIE KOHTPOJIbHBIE BOIIPOCHI).



[Iporpamma cocTaBieHa B cOOTBeTCTBUU ¢ TpeboBanusmu OC HUAY MUDU
no HarnpasyieHuto 09.03.02 MudopmMaimoHHbIe CUCTEMBI M TEXHOJIOTHH

Pabouyro mporpaMmy cocTaBmiia
JOIEHT Kad.
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Penenzenr M.A. HecrIThIX

[Iporpamma ono6pena Ha 3aceganuun Y MKH «HdopmarimonHbie cCUCTEMBI
u TexHosorum» ot 4.07.2023 roga, mpoTokom NeS.
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