MuHucTepcTBO HayKu U Bhicuiero oopasosanus Poccuiickoit denepannu
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PabGouass mporpamma muctumiauabel «MHDOpMAIIMOHHBIE TEXHOJIOTHH B
JOKYMEHTAIMOHHOM OOECIEeYEHUH YNPABICHUS U apXUBHOM JieJie» COCTaBjieHa B
COOTBETCTBMM € y4eOHBIMM IUIJaHAMHM 1O [porpamme OakajiaBpuara
JlokymMeHTOBeIeHHE U apXUBOBeaeHHE (JJoKyMeHTOBEEHUE U JOKYMEHTAIMOHHOE
obecrieueHre yIpaBJIeHUs] ), YTBEPKICHHbIM:

- 11 ouHo# dhopmel oOyueHus «30» urons 2023 roja;

PabGouass mporpamma JUCHHMIUIMHBI 0J00peHa Ha 3acedaHuu Kadenpsl
«Hcropus u 1okyMeHTOBeieHne» «28» aprycra 2023 roga, npotokost Ne 1.

Pabouyto nmporpammy cocTaBui
Cr. npenogaBateib Kadeapbl
«McTopus U1 JOKYMEHTOBEICHUE A.B. Bonkos

CoracoBaHo:

3aBenyromuii kapeapoit
«HMcTopust 1 TOKyMEHTOBEICHHUEY T.B. Kozenpuyk

HavanpHuk ynpaBieHus
00pa3oBaTeNbHON JEATEIbHOCTH N.B. I'puropenko



1. OFBEM JJUCIHUAIIJIMHBI
Bcero: 5 3auetHbix equnuil Tpygoemkocty (180 akageMUuecKuX 4acoB)

Ounas popMma o0yueHHs1

N Ha Bcro Cemectp
Bunx yuebnoit paboThl

JUCHHUTUTAHY 6
AynuTopHBIE 3aHATHHA (KOHTaKTHAast pabora c
npenoaaBaresjieM), BCero 4acon 96 96
B TOM YHCJIE:
Jlexun 48 48
IIpakTueckue 3aHATHS 48 48
CamocTrosiTesibHasi padoTa, BCero 4acoB 34 34

B TOM 4YucJIc:

IToaroroBka Kk sK3aMeHy 27 27

Jlpyrue BUbI CAMOCTOSITENILHOM PabOThI 57 57
(camocTOsATETLHOE N3YYCHHUE TEM (Pa3/IeIOB) TUCIUILINHBI)

Bua npoMekyTo4HOM aTTecTanumn JK3aMeH JK3aMeH

O0masi Tpya0eMKOCTh AUCHUIUVIMHBI M TPYA0€MKOCTh IO 180 180
ceMecTpaMm, 4acoB

2. MECTO JUCHUIIJIMHBI
B CTPYKTYPE OBPA3OBATEJBbHOM ITPOI'PAMMBI

JucnumuHa «HpOpMAIMOHHBIE TEXHOJIOTHH B JIOKYMEHTAIIMOHHOM
oOecCIieYeHUH YIPABICHUS W apXUBHOM JieJie» OTHOCHTCS K Oyioky bl wacth
TUCIHUIUINH, JOPMUPYEMBIX YIACTHUKAMH 00pa30BaTeIbHBIX OTHOIICHH.

W3ydyenne aucuMIUIMHBI  Oaswpyercs Ha  pesyibratax  OOydYeHHs,
c(hOpPMHUPOBAHHBIX MPH U3YYCHUH CICAYIOUTUX JUCIUILINH:

- ApXUBOBEJICHUE;

- JIOKyMEHTOBEICHUE;

- Nudopmartuka,

- HNupopMannoHHbIe TEXHOJIOTHH;

- ApXUMBHOE NPABO.

Pe3ynbrarhl 0Oy4YeHHS IO JIUCIUIUIMHE HEOOXOIAMMBI IS JTalbHEHIIIero
BBITIOJTHCHHSI Pa3zelioB KypCOBOIO MPOEKTa MO JUCHUIUITMHAM «OpraHu3amus u
TEXHOJIOTHS JOKYMEHTAITMOHHOTO 00ECIICUCHMSI YIIPABICHHS, « ADXUBOBEICHHCY,
a TaKkKe BBITYCKHOW KBATU(UKANMOHHOW pabOThl B YacTH aBTOMAaTHU3alUU
MIPOIIECCOB CO3/IaHUs, 00paOOTKU, XPAaHECHUS W MOWCKA JTOKYMEHTOB, TPUMEHEHUS
AIIEKTPOHHBIX CUCTEM JIOKYMEHTOO00POTa M apXUBHBIX HH(POPMAIIMOHHBIX CHCTEM.
Hactosimass  mucruruiiHa mpu3BaHa  CcOPMHUPOBATH  KOMIUIEKC — YMEHHA
3¢ (HEKTUBHOTO HCIIOJIB30BAHMUS COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOJOTHMA,
IPOrPaMMHBIX CPEICTB W 0a3 JaHHBIX MPU OPraHU3AIMH JTOKYMEHTAIIMOHHOTO
oOecrieueHnst yIpaBlIeHUs U BEICHUN apXUBHOTO Jieja.

Nzydenue JTUCITUTUIAHBI «MHpopmanoHHbIC TEXHOJIOTHH B
JOKYMCHTAITAOHHOM OOCCIICUCHUHU YIIPABJIICHUS W apXWBHOM jeiie» (hopMmupyer
KOMIUIEKC KOMIICTCHIINH, TO3BOJIIONIMX B IPOIECCE JTAIbHEHUIEro OOydeHUs
OBJIAJICTh 3HAHUSAMHU 10 TAKUM TPOPECCHOHATBHBIM JUCIMILTANHAM, KaK:

- TexHu4ecKue cpeacTBa yIpaBIICHUS;
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- OducHbIe TEXHOJIOTUY;
- HNudopmanmoHHoe 00ecriedeHre ypaBieHs,
- HNudopmarronHas 6€301MacHOCTh M 3alUTa HHPOPMALIUH.

3. INTAHUPYEMBIE PE3YJIbTATBI OBYUEHUA

Ilenbto ocBoeHMsT JUCHMIUIMHBL «MHPOpMAnMOHHBIE TEXHOJOIMH B
JOKYMEHTAllMOHHOM OO0ECIEUEHUN YIPABICHUS M ApXUBHOM [I€Je» SIBISIETCA
U3y4EeHHE TEOPETUUYECKUX MPOoOJIeM U MPHUKJIAJHBIX aCIeKTOB WH(OpMaTHU3ALUN
JOVY u apxuHoro aena. OCBoeHHE NUCHUIUIMHBI HAaIpPaBJIEHO HA MPUOOpETeHHE
oOy4JalomuMUCs 3HAaHUW O BHEIPEHHMH WH()OPMALMOHHBIX TEXHOJIOTUNA B
nesTenbHOCTh  cayxk0b1 JIOY u apxuBa. I[lpenmerom wu3ydeHust SBISIOTCA
UH(POPMAIIMOHHBIE TEXHOJOTHH, HMX BHJbI; BO3MOXXHOCTH W HaIlpaBJICHUA HX
ucnosnb3oBanus B JIOY M apXuBHOM Jieje; MpOLECChl CO3[aHus, HAaKOIUICHUS,
XpaHEHUs, MOMCKA U IPEJICTaBICHNUs] NH(OPMALUK U JOKYMEHTOB B JIEKTPOHHOM
BUJE, a Takke HHPOPMALMOHHBIE TEXHOJOTUH, MHCIIOJIb3YEMbIE B APXMBHOM
XPaHEHHH JOKYMEHTOB Ha TPAJULIMOHHBIX HOCUTEIISX.

3ajayaMu JUCLUIUIMHBI SBIISIOTCS:

- U3y4CHUE OCHOBHBIX IIOHSATHH, MCIOJB3YyEMBIX B  IpoLecce
IpUMEHEHUs MH(POpMaLMOHHbIX TexHoJoruil B JJOY u apxuBHOM feie;

- U3y4ECHUE UCTOPUM aBTOMaTu3aluu u mexanusauuu JJOY u apxuBHOTO
Jiesia B HaIIeH CTpaHe U 3a PyOeKoMm;

- M3y4YCHUE HOPMaTHUBHO-IIPABOBBIX OCHOB IIPUMEHEHUS
uHbOpMalMOHHBIX TexHoJoruil B JIOY u apxuBHOM feie;

- M3Yy4YEeHHE TEXHUUYECKOI0 ¥ PUKIIATHOTO MPOTPaMMHOTO 00eCieueHus,
UCIONB3YEeMbIX ~ MpPU  OpPraHM3allii  3JEKTPOHHOTO  JTIOKyMEHTOOOOpOTa,
UH(GOPMAIIMOHHOM O0ECTIeUeHUH yIPaBICHUS, OPTaHU3AI[MN aPXUBHOTO XPaHEHUs
JOKYMEHTOB Ha TPAJULMOHHBIX U 3JIEKTPOHHBIX HOCUTEIAX;

- U3y4YE€HUE INPUHLUIIOB BBIOOpA M OpraHu3allid BHEAPEHUS WU
UCIOJIb30BaHUsl TEXHUYECKOTO U ITPOrPAMMHOI0 O0ECIIEUEHNUS;

- U3y4eHNE UHPOPMALMOHHBIX CUCTEM U OCHOBHBIX MH()OPMALIMOHHBIX
pecypcoB B IOV u apxuBHOM Jieie;

- M3y4€HWE W  aHalIM3  CPEICTB  3alluThl  HMHpOpManuu B
MH(POPMAILIMOHHBIX CUCTEMAX, UCHOb3yeMBbIX B JIOY u apxuBHOM Jene.

Komnerenmuu, GopMupyemblie B pe3ynbTaTe OCBOCHUS AUCIUILTHHBL:

- ITK-10 — crocoOeH OpraHu30BaTh paboty CITYKOBI
JOKyMEHTAITMOHHOTO OOCCTICUCHHMS YITPABIICHUS U apXHBa OPTaHU3AINY;
- [IK-18 — cmocobeH  Biagers  HAaBBIKAMU  HCIIOJIB30BaHUS

UH(GOPMAIIMOHHBIX TEXHOJIIOTUN B TOKYMEHTAIMOHHOM O0ECTIeUeHUH YIPaBICHUS U
aApXUBHOM [I€JI€, a TAK)KE 3HAHUAMU 00 UX COBEPILECHCTBOBAHUY;

IToka3zarejn M KPpUTEPUHU OLICHUBAHUS KOMIIETEHIIMH

Ko Il1anupyemsble
A DopMyJIMPOBKA Py IMoka3arenu Kpurepun
KOMIIeTEeHIH pe3yabTaThbl
KOMIIeTeHIIU OLlCHUBAHUS OlLlCHUBAHWS
" 00y4eHust
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I1IK-10

CrocobeHn
OpraHu30BaTh
paboty  CiryxObI
,Z[OKYMGHTaI_[I/IOHHO
ro obOecreueHus
yIIpaBJICHUS u
apxuBa
OpraHu3anuu

OOGyuarommii
JTOJIKCH:

3HaTh: eI U
3a1aumn
PUMEHEHUS
UH(POPMALIMOHHBIX
TEXHOJIOTHI1 B
JIOKYMEHTAIMOHHO
M obecrieueHnH
yIpaBICHUS u
apXUBHOM  JIeTiE;
CUCTEMY
OTpaHUYECHUI u
pecypcos,
BITUSTIOLITMX Ha
ABTOMATU3AIHIO
JIOKYMEHTOO000pOTa
u APXUBHBIX
IPOIIECCOB
(mporpaMMHO-
anmnapaTHBIX,
OpraHU3aI[MOHHBIX,
UH(POPMALIMOHHBIX,
MIPaBOBBIX );
MOPSIOK
MOCTAaHOBKU 3a/1a4y
B pamKax
nudposoit
TpaHchopManuu
JIOKYMEHTAIlMOHHO
ro  obecrneueHus
yIpaBiIeHUS u
apXUBHOTO  JIeTa;
JIEUCTBYIOILINE
HOPMAaTUBHBIC

NpaBOBBIC AaKTHl B
obnactu
AJIEKTPOHHOTO
JOKYMEHTO0000poTa
, aApPXUBHOTO
3aKOHO/IaTeIbCTBA
u CTaHJapTOB
UH(POPMALIMOHHOM
0€30MacHOCTH;
BUJIbI u
(GyHKIIMOHATLHBIE
BO3MOXKHOCTH
nH(pOpPMAITMOHHBIX
CHCTEM
JIEKTPOHHOTO
JOKYMEHT0000poTa
" AJIEKTPOHHBIX

Crniocoben
OTIPENETSATh  KPYT
3amad = B cdepe
MIPUMECHCHHUS
WH(pOPMAITMOHHBIX
TEXHOJOTHH 1
aBTOMAaTHU3alUU
JOKYMEHTAI[MOHHO
ro oOecnevyeHus
yIpaBIeHUS "
apXUBHOTO Jiena U
BBIOMpATH
ONTUMAJIbHBIE
CHIOCOOBI ux
peuIeHus ¢ YYETOM
HOPMAaTUBHBIX
TpeOOBaHUH,
pecypcos u
OrpaHUYECHUN

Yérkoctp H
MOJTHOTA
(bOpMyYITUPOBKH
Kpyra  3aga4 B
pamKax
MMOCTaBJICHHON LIEIIN;
— O060CHOBaHHOCTD
BBIOOpA cnoco0a
pelIeHusT C OMOpou
Ha KOHKPETHBIC
HOPMBI
JIEUCTBYIOLLIETO
3aKOHOJATEIbCTBA U
CTaH/IapTHI B
obnactu
DIIEKTPOHHOTO
JIOKYMEHTOO000pOTa
U UH(OPMAITMOHHON
0e30IMacHOCTH;

— Yuér
UMEIOLINXCA
IPOrpaMMHO-
anmnapaTHBIX,
OpraHU3aI[MOHHBIX U
UH(POPMALIMOHHBIX
pecypcos u
OTPaHUYCHUN  IIpH
000CHOBaHUU
BBIOPAHHOTO
pelIeHus;
JlornuHocTe ©
MOCIIE0BATEIHHOCT
b JNEKOMIIO3ULINH
IIOCTABJIICHHOU IIeJIH
Ha KOHKpETHbBIE
3a1a4n
ABTOMATHU3AIINH;

— KoppekTHocTh 1
TOYHOCTb
ynoTpeOIeHus
MOHATUN U TEPMHUHOB
B obnactu
UH(POPMALIMOHHBIX
TEXHOJIOTHH,
AIIEKTPOHHOIO
JIOKYMEHTOO00pOTa
Y apXUBHOIO JieNa.




apXUBOB;
YMers:
dbopMmynupoBaTh M
JICKOMITO3UPOBATh
3amayd B 00JacTu
ABTOMATU3AINH
JOKYMEHTAITUOHHO
ro  oOecrneyeHHs
yIIpaBJICHUS "
apXUBHOTO JieNia B
pamKkax
ITOCTaBJIICHHOMN
TeIH;
AHATU3UPOBATH
JIEUCTBYIOIINE
HOPMAaTUBHBIC
NPaBOBBIC AaKTHl W
CTaH/IapTHI TSt
BBIOOpA
ONTUMAITEHOTO
croco0a pemnieHus
poQeCCHOHATBHBI
X 3a1a4 C
IpUMEHEHHEM
UH(POPMALIMOHHBIX
TEXHOJIOTHIA;
OIICHHUBATH
UMEIOIINECS
POrpaMMHO-
anrmaparHeble,
OpTraHU3aI[IOHHEIC
u
UH(POPMAaLIMOHHbIE
pecypch "
OTpaHHYCHUS
(TexHHMUeCcKHe,
¢uHaHCOBBIE,
KaJpOBBIE,
IIPABOBBIE) u
YYUTHIBATh UX TPH
TUTAHUPOBAHHUH
aBTOMATH3AIHA
JOKYMEHTO0000poTa
u ApXUBHBIX
IPOIIECCOB;
BBIOMPATH u
000CHOBEIBATh
Haubosee

3P peKTHBHOE
nH(pOpMaIMOHHO-
TEXHOJIOTHYECKOE
pellIeHre 3a/1a41 U3




HECKOJIbKUX
AIbTEPHATHB;
Bnaners:
npuémamu
HeNenoNaraHiust U
IUTAHUPOBAHUS B
YCIIOBUSAX
HOPMATUBHOTO
perynupoBaHus
AIIEKTPOHHOTO
JIOKYMEHTOO000pOTa
U apXUBHOTO JIETa;
HaBbIKAaMH aHaIH3a
TEXHUYECKUX
OTpaHUYECHUN u
OLICHKHU
IPOrpaMMHO-
anmapaTHbIX u
UH(POPMALIMOHHBIX
pecypcos npu
pereHnu
poQeCCHOHATBHBI
X 3a/1a4; MeToJIaMH
CPaBHUTEIHLHOTO
aHanm3a
aNbTePHATUBHBIX
BapHAHTOB
nH(pOpMaIMOHHO-
TEXHOJOTUIECKIX
peleHui B
MPAKTUKE
JIOKYMEHTAIlHOHHO
ro  oOecrneyeHHs
yIpaBiIeHUS u
ApPXUBHOTO JIeTia.

ITK-18

CnocobOeH BiIagerhb
HaBBIKAMH
HCIIOIL30BaHUS
MH(POPMALIMOHHBIX
TEXHOJIOTHI B
JOKYMEHTAI[MOHHO
M obecrnieueHNH
yIpaBIeHUS 51
apXUBHOM JeNe, a
TaKKe  3HAHUSIMH
00 X
COBEPIICHCTBOBAH
4478

OO0yuarommii
JTOJIKEH:

3HaTh: OCHOBHBIE
BUJIBI U  KJIACCHI
WH(pOpPMaAITMOHHBIX
TEXHOJIOTHA,
NPUMEHSEMBIX B
JIOKYMEHTAIMOHHO
M obecrieueHUn
yIpaBICHUS "
apXUBHOM  JIeTI€;
(GyHKIOHAIbHbIE
BO3MOXKHOCTH
COBpPEMEHHBIX
CUCTEM
AIIEKTPOHHOTO
JIOKYMEHTO000pOTa

CnocolOeH BiIagerh
HaBBIKAMH
HCIIOIL30BaHUS
MH(POPMALIMOHHBIX
TEXHOJIOTHI B
JOKYMEHTAI[MOHHO
M obecrnieueHN
yIpaBIeHUS u
apXUBHOM Jene, a
TaKKe  3HAHUSIMH
00 X
COBEPIICHCTBOBAH
4478

[lonnora m
TOYHOCTH OIMCAHUS
G YHKIIMOHATBHBIX
BO3MOKHOCTEHN
IPUMEHSIEMBIX
UH(POPMALIMOHHBIX
TEXHOJIOTHI1 B
KOHTEKCTE
pelaemMbIx 3agaq
JOY wu apxuBHOTO
nena;

JlemoHCTpanus
HPAaKTHYECKIX
HaBBIKOB PabOTHI C
nH()OpPMaAITMOHHBIMHU
cHUCTEMaMH
JIEKTPOHHOTO




(COM),

AIIEKTPOHHBIX
apXUBOB u
CMEXKHBIX
nH(}pOpPMaAITMOHHBIX
CHCTEM;
HOpPMaTUBHbBIE
TpeOoBaHUS K
HCIIOJIb30BaHUIO
UH(POPMALIMOHHBIX
TEXHOJIOTHUI  MpH
CO3JIaHUH,
00paboTke,
XpaHEHUH, Y4E€Te U
HCIIOJIb30BaHUU
AIIEKTPOHHBIX
JIOKYMEHTOB u
apXUBHBIX (OHIIOB;
COBpPEMEHHBIE
TEHCHIINH u
HaTpaBIICHUS
COBEpIICHCTBOBAHU
S
nH(pOpPMaAITMOHHBIX
TEXHOJIOTUI B
chepe
JOKYMEHTAIUOHHO
ro  obecrneueHus
yIpaBICHUS "
apXMBHOTO  Jefa
(unpoBuzanus,
o0JauHble
TEXHOJIOTHH,
HCKYCCTBEHHBIN
WHTEIJICKT,
TEXHOJIOTHUHI
JIOJTOBPEMEHHOTO
XpaHEHUus
AIIEKTPOHHBIX
JIOKYMEHTOB);
TIPUHIIAIIBI
UHTETpalu
UH(POPMALIMOHHBIX
CUCTEM B EIUHYIO
1uQpoByLo
HHPPACTPYKTYpy
OpTraHH3aIny;
YMers:
UCIIOJIb30BaTh
nH(pOpMaIMOHHBIE
TEXHOJIOTHHI u
pOrpaMMHBbIE

JIOKYMEHTOO0O0pOTa
U DIEKTPOHHBIMHU
apXuBaMu npu
BBITIOJTHCHUH
poeCCHOHATBHBIX
3a/ay;

— O060CHOBaHHOCTD
MPEIJI0KEHU I 1o
COBEpIICHCTBOBAHU
10 MIPUMEHSIEMBIX
nH(OpPMaAITMOHHBIX
TEXHOJIOTUI c
ONopoi Ha aHaIu3
TEKYIIUX IPOIIECCOB
U COBpPEMEHHbIE
TEXHOJIOTUYECKHE
TEHJCHIINH;

— KoppekTHocTh 1
TOYHOCTD
PUMEHEHUS
TEPMHHOJIOTUHI B
obnactu
UH(POPMALIMOHHBIX
TEXHOJIOTHH,
DIIEKTPOHHOTO
JIOKYMEHTOO00pOTa
U apXUBHOTO JeNa;
— JlornyHocth W
apryMEHTUPOBAHHOC
Thb  BBIBOJOB O
eJIeCO00Pa3HOCTH
BHEJPEHUS  HOBBIX
TEXHOJOTUIECKIX
pelIeHu i B
npaktuky J1OY wu
apXUBHOTO JIefa.




CpeacTna TUTSE
ABTOMATU3AINH
MIPOLIECCOB
JIOKYMEHTAIMOHHO
ro  obecrneueHus
yIpaBIeHUS u
apXMBHOTO  Jefa
(peructparus,
KOHTPOJIb
UCTIOJTHEHUS,
XpaHEHue, TOUCK,
yu€r u
UCIIOJIb30BaHUE
JIOKYMEHTOB);
HACTpauBaTh u
aJanTUPOBATh
napaMmeTpsbl
UH(POPMALIMOHHBIX
CUCTEM ot
KOHKPETHbIE
3a1aumn
JIOKYMEHTOO00pOTa
u APXUBHOTO
XpaHEHUs;
OIICHHUBATH

3 PeKTUBHOCTD
MPUMEHSIEMBIX
nH(pOpPMaAITMOHHBIX
TEXHOJIOTUI u
BBISIBIISITD
HANPaBIIEHUSI  UX
COBEpIICHCTBOBAHU
s, aHaJU3UPOBATH
COBpPEMEHHbIE
TEXHOJIOTUYECKHE
pelieHus u
OTIPE/ICIIATh
11eJI€CO00Pa3HOCTh
UX BHEIpPCHUS B
MPAKTUKY
JIOKYMEHTAIMOHHO
ro  obecrneueHus
yIpaBICHUS "
apXUMBHOTO  JIefa;
pa3pabaTbIBaTh
NPEJIOKEHUST 110
ONITUMHU3AINH u
MOJIEpHHU3AIUN
UH(POPMALIMOHHO-
TEXHOJIOTHYECKOTO
obecrnieueHus
JIOKYMEHTAIlMOHHBI




X U apXUBHBIX
IPOIIECCOB;
Bnanets:
HaBBIKAMU PabOTHI
B cucreMax
AIIEKTPOHHOTO
JIOKYMEHTOO000pOTa
U AIIEKTPOHHBIX
apxuBax Ha ypOBHE
YBEPEHHOTO
HOJb30BATENsT U
aJIMUHUCTpaTopa
0a30BbIX (YHKIIHIA,
npuémamu
HaCTPOMKH,
KOH(HUTypHpPOBaHU
b u
COIIPOBOXKJICHUS
UH(POPMALIMOHHBIX
cucteM B chepe
JIOY u apxuBHOrO

nena;  MeToJlaMu
OIICHKH
shdexTuBHOCTH U
aHanm3a
MEPCIIEKTUB
COBEPIIICHCTBOBAHU
b
UH(POPMALIMOHHBIX
TEXHOJIOTHI B
JIOKYMEHTAIMOHHO
M obecrieueHnu
yIpaBIeHUS "
apXUBHOM  JIeTi€;
HABBIKAMU
dbopmMupoBaHHs
TpeboBaHU K
MOJIEpHU3ALUU U
Pa3BUTHIO
nH(pOpMaIMOHHO-
TEXHOJOTHYECKON
HH(ppacTpyKTyphI
APXUBHBIX
YUpEKICHUN u
cyx6 J10V.

4. COAEPKAHUE JUCIUITJINHBI

4.1. YueOHO-TEeMATHYECKNH IJIAH
Ounas popMma 00yueHust

Pybe:x

HaumeHoBanue pasjaena,

KoanuyecTBO 4acoB

10




TeMBbI KOHTAKTHOH padoThI ¢
Homep
pastena npenojaaBaTejiemM
, TeMBI Jlekuuu Tpakru.
3aHATHA
1 Beenenue B nHOpMaIimoHHbIE TEXHOJIOTHHI 2 2
) TexHuueckue CpeacTBa 00paboTKu 4 )
nHpopmaruu
3 KomnbrotepHsie ceTu u 4 )
TEJIeKOMMYHUKAIMOHHBIE TEXHOJIOTUH
4 OcHOBHBIE MPOrpaMMHBIE CpeacTBa ) )
MH(OPMAaLMOHHBIX TEXHOJIOTUI
Py6ex 1 5 Peammzamms  3amau JIOY ¢ momomisro ) 4
TEKCTOBBIX PEIAKTOPOB
6 Peamuzanms 3agau JIOY ¢ momomisio ) 4
TaOJIMYHBIX MPOIIECCOPOB
7 KomneiorepHas rpaduka u  TEXHOJOTUHU ) )
CO3JaHUs] MYJIbTUMEAUMHBIX ITPE3CHTALIUN
8 ['padpuaeckue BUICO- U ayTMOPEAAKTOPHI 2 2
PyGexHbIit kKoHTpoIsb Ne 1 2
Nudopmanmonnas 0e30MacHOCT, M 3aluTa
1 JaHHBIX B ABTOMATU3UPOBAHHBIX 2 2
MH(OPMALMOHHBIX CHCTEMAX
2 basa nansbix u cuctems! ynpasnenus bJ[. CIIC 4 2
3 CuHcTeMBbI AJIEKTPOHHOTO TOKYMEHTO000pOTa 4 2
4 ABTOMaTH3aLMS ApXUBHOTO JIEJ1a 4 2
PyGex 2 5 KoprnopatuHble HH)OpMAIIMOHHBIE CUCTEMBI 4 2
6 COJI «Jlupextym 2 4
7 COJ1 «Te3uc» 2 2
8 COJ1 «Docvisiony 2 2
9 COJl «Tessa» 2 2
10 Cucremsl 1C 2 4
Py6exxnbiit KoHTpOJIb No 2 - 2
Bcero: 48 48
4.2. Conep:kaHue JIEKIIMOHHBIX 3aHATHH
Tema 1. Beeoenue ¢ unghopmayuonnsvie mexunonouu
[Ipenmer, uenn u 3amayu UHGOPMALMOHHBIX TEXHOJIOTUH. B3auMocBs3b
JACIUILIAHBI «MuadpopmanrioHHbIE TEXHOJIOTUA B npodeccuoHanbHOM

JESITETBHOCTH» C JIPYTMMHU JUCHUIUIMHAME ClielranbHOCTH. [IpaBuiia TeXHHKH
oe3omacHoctu mpu padote 3a [1K.

Tema 2. Texnuueckue cpeocmea oopadomku ungopmayuu
Apxutektypa komnbioTepa. OcHoBHBIE ycTpoiicTBa [1K, X XapakTepucTHKH.
TexHuyeckue cpencTBa aBTOMaTH3alud. [lOHSATHE BBIYMCIUTEIBHON CHCTEMBI

(BC). OcnoBubie komnoneHTsl BC. CpeacTBa KOMMYHUKAIIUU U CBSI3H.

Tema 3. Komnbtomepubze cemu U meileKOMMYHUKAUUOHHbBLE MEXHO/102HU
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[lepenaua wundopmarnuu. JIMHUM CBS3M, WX OCHOBHBIE KOMIIOHCHTHI M
XapaKTepUCTUKU. KOMITBIOTEpHBIE TEIEKOMMYHHUKAIIMU: Ha3HAYECHHE, CTPYKTYypa,
pecypcebl. JlokallbHblE U TJIOOQJIbHBIE KOMIIbIOTEPHBIE ceTU. (OCHOBHBIE YCIyTH
KOMITBIOTEPHBIX ~CETEH: JJIEKTPOHHAs TouTa, TeleKoHpepeHuu, GaniaoBbie
apxuBbl. OCHOBHBIE MPOTOKOJBI OOMeHa HH(opMauueld B ceTtu. Bxoa B ceTb.
[Tocbuika u mpuem cooOuieHuit. Cets MuTEepHET. MH(DOpManMOHHBIE pPECypCHI.
[Touck nndopmanuu. JIokarabHbIE CETH.

Tema 4. Ocnosnvie npozpammmusle cpeocmea UHPOPMAYUOHHBIX
MexHOo02ull
[Iporpammubie cpeactBa MT. CucremHble NPOAYKTHI: ONEPALMOHHBIE
CUCTEMBI, aHTUBUPYCHBIE TPOTPAMMBI, TUATHOCTHYECKUE, CITY>KEOHBIE TPOTPAMMBI.
[Tpuxnagueie mporpamMMHble cpeactBa. [Iporpammubie cpeiacTBa B o0nacTu
aBTOMATH3alINU npodeccruoHanbHOM NEATEIIbHOCTH: KJaccudukanus,
BO3MO>KHOCTH.

Tema 5. Peanuzayusn 3a0au /I0Y ¢ nomouibio mekcmogwvlx pe0aKmopos
Pab6ora ¢ TekctoBeiM Tmporieccopom (Word u pyc. anamoru). OCHOBHBIC
MOHSITHS, WCIONB3yeMble B TEKCTOBOM IMPOIIECCOPE, MPUMEHEHHE TEKCTOBOTO
npoieccopa Ha pabodem Mecte OaHKOBCKOro crernuanvcra. Co31aHne IpoCcThIX U
CIOXHBIX TaONMWIl, WX pPEIaKTHPOBAHHUE, CTPYKTypa W CTHIb OQOPMIICHUS
nokymeHToB. dopmaTtupoBanme ab3ama, Hymepamus CTPaHWUIl B JOKYMEHTax,
WCITOJIb30BAaHUE KOJIOHTUTYJIOB. MapKUpOBaHHBIE W HYMEPOBAaHHBIC CITUCKH,
dbopmupoBaHUE OTIIABICHUS, O(POPMIICHUE JICTIOBON KOPPECITOHICHIIHH.

Tema 6. Peanuszayusa 3aoau /[OY ¢ nomowipto maodauuHwvix npoyeccopos
PabGora ¢ TabnamuneiM mponieccopoMm (Excel u pyc. ananoru). UaTEepdetic
TaOJIUYHOTO IIpoIeccopa, MPUMEHEHUE TaOJIMYHOTO Mpolieccopa Ha paboueM MecTe
ciennammcta. Ilpumenenue Qopmyn u  ¢yHKIUA B 1mpodecCuOHATbHON
nesarenbHocTH. [IpencraBinenue nupopmaruu B rpaduueckom BUJIE.

Tema 7. Komnvromepnasn cpagpuka u mexuono2uu co30anus
MYTbMUMEOUIHBIX NPE3CHM AU
[Iporpammel CO3aHMs rpaduyeckux 00BEKTOB, IPOrpamMMBel
JI€MOHCTpalMOHHOM rpaduku. TpeboBanus Kk cozmaHuto npeseHtanuii. Co3zganue
cmaitioB, ux odopmieHue. [lpumenenne 3¢ GdekToB aHUMAIUU K OOBEKTaM.
OpraHu3ainust NepexoqoB MexAy chnaigamu. IIpuMeHeHune TunepcchbuIoK.
JleMOHCTpanus Npe3eHTaluu.

Tema 8. I'paghuueckue suoeo- u ayouopeoaxkmoput
[TonsTrie u Kiaccudukanuss MyJIbTUMEIUHHBIX PEeNakTopoB. PactpoBas u
BEKTOpHas rpaduka: OCHOBHbIE (hopMmaThl U 00siacTH puMeHenus. ntepdeiic u
OCHOBHBIC MHCTPYMEHTHI rpaduueckux pemaaktopoB. Co3gaHue U pelakKTUPOBAHHE
rpaduyeckux u300paxkeHui, padoTa co CcI0sAMH, (UIBTpaMH W IIBETOBBIMU
mMonensiMi. OCHOBBI HEJIMHEWHOTO BHJIGOMOHTaXKa: HMIIOPT M 00paboTka
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BUJICOMATEPHUAIIOB, Hape3Ka, CKJeiKa, HalokeHue d(PPEKTOB U TUTPOB. DKCIOPT
TOTOBOTO BUACOPOJIMKA B pa3nnyHbie popmarel. OCHOBBI 3ByKO3aITUCH U 00pabOTKH
ayIMoMaTepualioB: 3amuch, O0Ope3ka, HOpMalIM3alus, HAJI0XKEHHE 3BYKOBBIX
JIOPO’KEK | 1rymonoaasienne. @opmatsl aynuodainos. MHTerpaius rpadguueckux,
BUJICO- M AyAMOMATEPHUATIOB B MYJIbTUMEIUHHBIC TPOCKTHI.

Tema 9. Hngpopmayuonnan 6e30nacnocms u 3auiuma OAHHbHIX 6
A6MOMAMU3UPOBAHHBIX UHPOPMAYUOHHBIX CUCIEMAX

[Tonstue 6ezonacHoctu AVC. Bunabl yrpo3 U METOABI U CPEACTBA 3aLIUTHI
uHbOpMaIUu. HopmatuBHO-1paBoBO€ oOecrieueHue uH($OPMALMOHHON
oe3omnacHoctu. [lonstue 6e3omacHOCTH MHPOPMAIMOHHBIX CHUCTeM. Buibl yrpos
AUC. EcrecTBeHHbIE U MCKYCCTBEHHBIE yrpo3bl. Kiaccudukanus Hapymmuresnei.
OcHOBBI 3aIIUThl UHGOPMAIIMU B BBIUMCIUTENBHBIX cHucTeMax. HeoOxoaumocTh
3amuTel  MHQopmauuu.  OCHOBHBIE  CIOCOOBI  3allUTBl  MH(OpPMALMH.
Kpunrorpaduueckoe 3akppiTue HHPOpMaLUU. DIEKTPOHHO-IIUPPOBas MOAIHUCE.

Tema 10. baza oannwvix u cucmemst ynpasnenus bJ/]. CIIC

OcHoBHbIC MOHATHUS: 0a3a JaHHBIX U cucTtembl yrpasienus bJ[. CYBJl MS
Access. OcHoBHble OO0BEKTHl  (TaOmuIbl, (OPMBI, OTYETHI,  3aMPOCHI).
Hcnons3oBanue uHpopmaluu, NpeACcTaBIeHHON B cieluann3upoBaHHbIX b/l

CrnpaBo4yHble TNpPaBOBbIE CHCTEMBI. VICTOYHMKM MOJYy4YEHHS MPABOBOU
uHpopmarmu. CocTtaB M CTPYKTypa CIPaBOYHOM MpaBOBOM cucTeMbl «lapaHt
Knaccuk Ilmrocy, «Koncymbrant». UuHpopmanmonusni 6ank cuctemsl (UBC).
[Mpunuuner noctpoenuss MBC. Ilouck B undopmarnmonHom Oanke. Kaprtouku
PEKBU3UTOB. [IOMCK 1O PEKBU3UTAM U MOJHOTEKCTOBBIN TOUCK.

Tema 11. Cucmemut 31eKMPOHHO20 0OKYMEHMO000pOoma

[lonsitue, HazHaueHWE U  KIacCU(UKALUSA CUCTEM  DIEKTPOHHOTO
nokyMeHtoobopora (COJI). ApxuTekTypa U OCHOBHbIE KOMIOHEHTHI COJI.
JKu3HEHHBIM MK  3JEKTPOHHOTO  JOKYMEHTa: CO3JaHHe, PpPErucTpaius,
COTJIacOBaHUE, YTBEPKACHHUE, UCIIOJHEHHE, KOHTPOJIb, XPAaHEHUE U YHUUTOXKEHUE.
OYHKIMOHAIbHBIE ~ BO3MOXHOCTH  coBpeMeHHbIx  CDOJI:  mapupyrtuzanms
JIOKYMEHTOB, KOHTPOJIb UCTIOJHUTEIbCKON UCUUILIMHBI, BEIEHUE 3JIEKTPOHHOIO
apxuBa, (QopmupoBanue otu€tHoctu. Huterpamms COJ ¢ apyrumu
UHGOPMAIMOHHBIMU CHCTEMaMHU OpraHu3anuu. Vcmosnp3oBaHue 3IEKTPOHHOU
NOJIMUCH B CHUCTEeMax JOKyMEHTooOOpoTa. TpeOoBaHHMA K BHEIPEHHUIO U
JKCIUTyaTaluu CO/I. HopmarnBHO-nipaBoBas 6aza AIEKTPOHHOTO
nokymeHToobopoTta. O030p Hambosee pacmpoCTpaHEHHBIX OTEUYECTBCHHBIX W
3apyOexHbIX maaTdopm CO/I.

Tema 12. Asmomamu3ayus apxuenozo oenia
[TonsiTHe, menW W 3aJayd aBTOMAaTH3allMU ApPXUBHBIX MpoieccoB. Poib
WH(POPMAITMOHHBIX TEXHOJIOTHI B OpraHU3alliy XpaHCHHs, yU4€Ta M UCIIOJIb30BAHUS
ApPXUBHBIX  JOKYMEHTOB.  ApXHUTEKTypa ¥  OCHOBHBIE  KOMITOHEHTHI
aBTOMATHU3WPOBAHHBIX  apXWBHBIX  WHGpopManuoHHBIX  cucteM  (AAUC).
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ABTOMAaTH3a1Ms KIFOUYEBBIX apXUBHBIX ONEpPALUA: MPUEM U SKCIEPTH3A LIEHHOCTH
JIOKYMEHTOB, (POPMUPOBaHHUE U ONIMCAHUE APXUBHBIX (DOHJIOB, COCTABIEHUE OMUCEN
Y Hay4YHO-CIPABOYHOTO amnmnapara, yu€T u 00ecrieueHre COXpaHHOCTH JTOKYMEHTOB.
DNEeKTPOHHBIE KaTaJory 1 0a3bl JAHHBIX apXUBHBIX POHI0B. OLIM(PPOBKA apXUBHBIX
JOKYMEHTOB: TEXHOJOTMHM CKAaHUPOBAHUSA, PACMNO3HABAHUSA TEKCTA, CO3/IaHHE
AIIEKTPOHHBIX KOMUM U METaAaHHbIX. OpraHu3aius 3JIeKTPOHHOTO YUTAJIBbHOIO 3aJI1a
U YOAIEHHOTO JOCTylla K apXWBHbIM MarepuainaMm. WHTerpauus apXWBHBIX
UH(POPMAIIMOHHBIX CHUCTEM C CHUCTEMaMH BJEKTPOHHOTO JOKYMEHTOO0OpOTa.
HopmatuBHO-1paBOBOE M METOUYECKOE 0OOecTieueHue aBTOMATHU3AIMH apXUBHOTO
nena. OO630p COBPEMEHHBIX OTEUYECTBEHHBIX MPOTPAMMHBIX PEIICHUN IS
aBTOMAaTHU3alUU JEATEIbHOCTH apXUBOB.

Tema 13. Kopnopamuenwvie ungpopmayuonnsie cucmemol

[Tonsarue, Ha3HAYEHUE " KJaccuduxanus KOPIIOPATUBHBIX
uHopmanmonnsix cucreM (KMC). Apxurektypa u ocHoBHbIe kommoHeHThl KUC:
anmnapaTrHoe, IporpaMMHoe, HTHQOPMAIIMOHHOE M OPraHU3alMOHHOE 00ecTeueHue.
Tunonorusa KNMC: ERP, CRM, HRM, SCM, BI-cucteMbl ¥ UX pojib B YIIPABICHUU
opranuzanueit. Uurerpamus KMC ¢ cucremamu 351€eKTpOHHOTO TOKYMEHTO000pOTa
U apXUBHBIMU HHQOPMALUOHHBIMU cuUcTeMaMH. JKU3HEHHBIA IMKI BHEAPEHUS
KNC: ob6cnenoBanue  OWU3HEC-NPOLECCOB, MPOECKTUPOBAHME,  HACTPOMKA,
TECTUPOBAHMUE, 3alyCK M COIMPOBOXJIeHUE. TpeOoBaHus K WH(POPMAIMOHHON
0€30I1acHOCTH U 3alllUTEe JaHHBIX B KopriopaTuBHoi cpene. Kpurepuu Bei6opa KMC
JUIsl opraHu3anuu. TEHICHIIMH PAa3BUTHA KOPIOPATUBHBIX HH(POPMAITMOHHBIX
CUCTEM: 00JIauyHBIC PEIICHUS, MOOUIIBHBIN TOCTYII, NCKYCCTBEHHBIM WHTEIIICKT.

Tema 14. CI/J «Jupexkmym

OO6mast xapakTepucTuka, UCTOpUS pa3BUTUA U To3ulmoHupoBanue COJI
«/IupexTym» Ha pbIHKE CUCTEM 3JIEKTPOHHOI'O JJOKYMEHTOO00pOTa. APXUTEKTYpa U
TexHoJiorTuueckas 1uiargopma cucrembl. OCHOBHBIE (YHKIHMOHAIbHBIE MOJYJIU:
JIEIONPOU3BOJICTBO, YIPABIEHUE JIOTOBOPaMH, YIPABICHUE COBEIIAHUSIMH,
KOHTPOJIb TOpy4eHH#, pabora ¢ oOpameHussMu rpaxaad. OpraHuzanus
AJIEKTPOHHOTO apxuBa U XpaHeHue JokymeHToB B COJI «/dupextym». Hactpoiika
MapuIpyTOB COrjacoBaHusi U OusHec-mpoueccoB. Mcnonb3oBaHuE 3JIEKTPOHHOU
MOJANKUCH W CPEACTB ayTeHTU(UKau. MoOunbHbIE W BeO-pemieHuss Ha 0ase
«Iupextym». HWHTerpamuss ¢ BHEMIHUMU WH(GOPMAIIMOHHBIMA CHUCTEMaMH U
cepucamMu. OCOOEHHOCTH BHEIPEHUS © AJMUHUCTPUPOBAHUS CHUCTEMBI B
OpraHU3aLH.

Tema 15. CI/ «Tezuc»

OO6mrasi xapakTepuCTUKA, Ha3HaYeHUE U KIoueBble ocoOeHHoctu COJ]
«Te3uc». ApXUTEKTypa CHUCTEMbI W HCIOJIb3yEMbIE TEXHOJOTHUYECKUE DPEIICHUS.
OcHoBHBIC (DYHKIIMOHATIBHBIE BO3MOXKHOCTH: PErucTpaius U Y4€T JTOKYMEHTOB,
yIpaBJieHHUE OpraHU3alMOHHO-PACTIOPSIAUTETLHOM JIOKYMEHTAIUEH,
aBTOMATHU3alMsl JICJIOBBIX MPOIECCOB, KOHTPOJIb MCIOJIHUTEIBCKONW JUCIUTUIUHBI.
Pabora ¢ mabionamMu JOKYMEHTOB U KOHCTPYKTOPOM MapHIPYTOB COTJIACOBaHMS.
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Monyiib 3JIEKTPOHHOTO apXUBa: CUCTEMATU3AlIMS, XpPAHEHUE U MIOUCK JIOKYMEHTOB.
CpeacTBa KOJUJIEKTUBHOM pabOThl U B3aMMOJEWUCTBHS COTpYIHUKOB. Hacrtpoiika
npaB JOCTyla M pasrpaHUYeHHE IOJTHOMOYMHN TmoJib3oBaTened. MuTrerpamus c
MOYTOBBIMU CEpBEpamMu, YUYETHBIMU CHUCTEMaMU U BHEIIHMMH 0a3aMu JaHHBIX.
OcobenHoctu pa3BépThiBanus U MacitabupoBanus COJ1 «Te3ucy.

Tema 16. C3/] «Docvision»

OO01as xapakTeprucTUKa, Ha3HAYCHUE U OTINYUTENIbHbIe ocoOeHHocTH COJ]
«DocVision». Apxurektypa H TeXHOJOrHueckass Oa3a cucrembl. KiroueBbie
(GyHKIIMOHATIbHBIE MOAYJIN: aBTOMATH3alUsl KaHLESPUU, yIIPaBICHUE BXOISILIEH,
UCXOJSIIEeH M BHYTPEHHEH JOKyMEHTaluei, oOpaboTka OOpalieHuil TpaxaaH,
KOHTPOJIb TOopydyeHMil u 3amad. CpeacrBa NOTOKOBOIO CKAHMPOBAaHUS U
pacno3HaBaHMs ~ JAOKYMEHTOB.  OpraHusamusi  3JEKTPOHHOIO  apXuBa H
JOJITOBPEMEHHOIO XPAHEHUS JOKYMEHTOB. KOHCTpYyKTOp OHM3HEC-NPOLIECCOB U
MapuIpyToB  corjacoBaHus.  lIpuMeHeHue  SJEKTPOHHOM  NOAINUCU U
HMITPUXKOAUPOBaHUSA. MOOWIBHBIN AOCTYNl U yaajnéHHas paboTa ¢ JTOKyMEHTAMHU.
Nurterpanvonnsie  Bo3MmokHoctu COJ[  «DocVision» ¢ KOpHmopaTHBHBIMU
MH(POPMaLMOHHBIMU ccTeMaMU. OCOOEHHOCTH BHEAPEHUS M HACTPOUKH CUCTEMBI.

Tema 17. CI/ «Tessa»

OOmrast xapakTepuUCTHKA, Ha3HauYeHWE MW KiIo4eBble ocobernHoctn COJI
«Tessa». ApXHTEKTypa CHUCTEMBI U HCIIOJIb3yeMas TEXHOJOTHYEeCKas IaTdopma.
OcHOBHBIE (PYHKITMOHAIBHBIC BO3MOYKHOCTH: aBTOMATHU3AINS TOKYMEHTO000pOTa,
yIOpaBjieHHe OW3HEC-TPOIECCaMU, KOHTPOJIb HCIOTHUTEIBCKOW JTUCIUIUINHEI,
paboTta ¢ OpraHW3alMOHHO-PACTIOPSIAUTENLHON  moKymeHTarued. CpencTsa
CO3JIaHUSl W PEJAKTHUPOBAHUSA JTOKYMEHTOB, HACTPOWKA KApTOYEK U IIa0JIOHOB.
Moaynb  3IEKTpOHHOTO  apxuBa:  Kiaccudukanusi, HHICKCUPOBAaHHE U
MOJIHOTEKCTOBBIN MOUCK JOKYMEHTOB. IHCTpYMEHThI aHAIUTUKU U (POPMUPOBAHUS
otuétHocTH. Hactpoiika mMapuipyToB cOrjacoBaHUsi M aBTOMAaTU3alUsl PYTUHHBIX
onepauuii. MHTerpanus ¢ BHEIIHUMHM CUCTEMaMU M cepBuUcaMu. MoOWibHOE
npuioxeHue u Beo-unrepdeiic. OCOOEHHOCTH BHEIPEHUs, aIMUHUCTPUPOBAHUS U
macimtadbupoBanus COJI «Tessay.

Tema 18. Cucmemur 1C

Obmas xapaktepuctuka miaatpopmel «1C:Ilpeanpusitue» u e€ ponbp B
aBTOMATU3AlMMA  JICATEIbHOCTH OpraHu3aluid. ApXHUTEKTypa U  OCHOBHBIE
KOMIIOHEHTHI JIaTQopMbl: KOHUTypanuu, ©0a3pl JaHHBIX, KIHUEHTCKHE U
cepBepHble mpuioxkeHus. O030p TUMOBBIX KOHQUTYpalMi, NPUMEHSIEMBIX B
JOKYMEHTAallMOHHOM  obOecnieueHun  ymnpasieHus:  «1C:JlokymMeHT0060pOoTY,
«1C:Apxu», «1C:Ilpeanpustue. YnpapieHUE XOIAUHTOM». DYHKIIMOHAIbHBIC
BO3MOXHOCTH  «1C:JJlokyMeHTOO0OpOT»: peructpauus ©U Yy4E€T JIOKYMEHTOB,
COTJIaCOBaHUE, KOHTPOJIb HCIIOJIHEHMS, XPAaHEHHWE W TOMCK. ABTOMAaTH3alUsA
apxXuBHOrO yuéra u popmupoBanus onuceit aen B «1C: Apxusy. Hactpoiika 6uznec-
IPOLIECCOB M TpaB JI0CTYIa NoJib3oBaTenel. MHTerpanus pemenuit Ha miatgopme
1C ¢ CO/1 u ipyrumu KOpriopaTUBHBIMH cUCTEMaMu. Vcrosib30BaHUE 3IE€KTPOHHON
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noamucu. OCOOEHHOCTH BHEIPEHUS, OOHOBIICHUS M COMPOBOXKICHHSI CHUCTEM Ha
atdopme 1C.

4.3. IlpakTnyeckne 3aHATHSA

HopmaTus
Homep HanmenoBanue BpeMeHH, Yac.
pasneJa, pasnena, Ounas
TEMBbI TEMBbI (¢popma
00y4eHust

1 BBenenuve B uH(GOpMaIlMOHHBIE TEXHOJIOTUN 2

2 Texuuueckue cpencTBa 06pabOTKH HH(pOpMAIUU 2

3 KoMmmbloTepHble ceTd U TelIeKOMMYHHUKalMOHHbBIE )
TEXHOJIOTHU

4 OcHOBHBIE TIPOTPaMMHBIE CpeACTBa WH(OPMAIMOHHBIX )
TEXHOJIOTUI

5 Peanmuzanms 3amau  JIOY C  1IOMOIIBIO  TEKCTOBBIX 4
PEIAKTOPOB

6 Peamuzarus  3amau  JIOY ¢ 1OMOMIBIO  TaOIMYHBIX 4
MIPOLIECCOPOB

7 KommelorepHas rpaduka ¥ TEXHOJOTHMH CO3JIaHUS )
MYJbTUMEANNHBIX MPE3eHTAIUI

8 I'padmyeckue BUICO- U ayTMOPETAKTOPHI 2
Py6exxnbIii KoHTpOJTH No 1 2

9 Nudopmanmonnas 0e30mMacHOCTh M 3alllMTa JAaHHBIX B )
ABTOMATHU3MPOBAHHBIX MHPOPMAITMOHHBIX CUCTEMAX

10 baza nannbix u cucremsl ynpasienusa bJl. CIIC 2

11 CuCTeMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTa 2

12 ABTOMAaTH3aLMs ApPXUBHOTO JIeJia 2

13 KopriopaTuBHbie HH()OPMAITMOHHBIE CHCTEMBI 2

14 COJ1 «/Iupextym 4

15 COJl «Te3ucy» 2

16 CB]1 «Docvisiony 2

17 COJl «Tessa» 2

18 Cucremnl 1C 4
Py6exxnbIii KOHTpOJTH No 2 2

Bcero: 48

5. METOAUYECKUE YKA3ZAHUA JJIS1 OBYUYAIOLIIUXCA
IO OCBOEHUIO JUCHUIIJIMHBI

[Ipu mpocnymmBaHUU JIEKIMA PEKOMEHYETCS B KOHCIEKTE OTMEYaTh BCE
Ba)KHbIE MOMEHTBHI, Ha KOTOPBIX 3a0CTPSICT BHUMAHHE MPETOJaBaTelb.

[IpenogaBaTeneM 3amiaHUPOBAHO HCIOIb30BAHUE MPU YTCHUH JIEKLIUN
TEXHOJOTHH yueOHOU nuckyccun. [loaromy pekomenayetcst GUKCUpoBaTh ISt ceOs
MHTEPECHBIE MOMEHTHI C II€JIbIO UX aKTUBHOTO OOCYXKICHHS Ha TUCKYCCHH B KOHIIE
JEKIIHH.

3am0roM KayeCTBEHHOT'O BBIIIOJHEHUS MPAKTHYECKUX paboT sBIseTCS
CaMOCTOATENIbHAS TMOATOTOBKAa K HUM HaKaHyHE IyTeM IOBTOPEHHUS MaTepHajioB
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JeKiuuii. PeKOMeHIyeTCcs MOATOTOBUTH BOMPOCHI IO HESICHBIM MOMEHTaM U
00CyIUTh UX C TIPEToAaBaTesieM B Hauase MPakTUIeCKor paboThI.

[IpenogaBaTeneM 3amaaHUPOBAHO MPUMEHEHHE HA MPAKTUYCCKUX 3aHITHIX
TEXHOJOTHA pa3BUBAIOIICHCS KOOMEPAIMH, KOJUIEKTUBHOTO B3aMMOJICHCTBHS,
pa3z0opa KOHKPETHBIX CUTYaIUH.

YacTh mMpakTUYECKUX padOT BBIMIONHACTCS C HCIOJB30BAHUEM TaKUX
porpaMMHBIX TTPoayKTOB, Kak Microsoft Office Excel. PexomeHtyeTcs mOBTOPUTH
HABBIKH HUCIIOJIH30BaHUS YKAa3aHHBIX MTPOTPaMM.

JUis TeKylero KOHTPOJSI YCIEBAEMOCTH MO OYHOW (opme oOyueHus
IpernoAaBaTesieM UCHOJIb3YyeTCsl OauIbHO-pEHTHHIOBAs CUCTEMa KOHTPOJIA U
OLICHKH aKaJeMHUYeCKON aKTUBHOCTH. [l03TOMYy HACTOSTENBHO PEKOMEHIYETCs
TIIATEILHO IPOpadaThIBaTh MaTEpUall JUCIIUILIMHBI IPU CAMOCTOSITENIBHOM padoTe,
y4acTBOBATh BO BcexX (hopmax 00CyKICHUS U B3aUMOICUCTBUSA, KaK Ha JIEKIHSX, TaK
Y Ha MPAKTUYECKUX 3aHATUAX B LETISAX JYUIIETO OCBOCHUS MaTepHala v MOJydeHUS
BBICOKOM OIICHKH I10 pe3yJIbTaTaM OCBOCHUS JUCIIUILTUHBI.

BrimonmHeHne caMOCTOSITENFHOM PabOThl MOAPA3yMEBAET CAMOCTOSITEIILHOE
U3yYCHUE DPAa3/CNOB TUCIUIUIMHBI, MOJATOTOBKY K MPAaKTHUYECKUM 3aHATHSAM, K
PYOCKHBIM KOHTPOJISIM (M1 00y4YaroIIuXcsi OUHOU (PopMbl 00yUeHUS ), TIOATOTOBKY
K DK3aMEHY.

PexkoMeHyeMas Tpy1I0€MKOCTh CaMOCTOSITENILHOW pabOTHI MpeicTaBlicHa B
Tabnuie:

PexoMeHayeMBbli PeKHM CAMOCTOSITEILHOM PadoThI
Pexomenayemast
TPYAOEMKOCTb, aKa/l.
yac.

Ounas ¢popma

o0yueHust

CamocTosiTe/IbHOE H3Yy4YeHHEe TeM TMCIUIIHHBI: 53
BBenenue B uHhopMalnoHHbIE TEXHOJIOTUN
TexHuueckue cpencTBa 00pabOTKH HH(pOpMAIUK
KommbloTepHble ceTH U TeIeKOMMYHHKAIIMOHHbBIE TEXHOJIOTUN
OcCHOBHBIE IPOTPAMMHBIE CPEICTBA NHPOPMAITMOHHBIX TEXHOJIOTHI
Peanuzanms 3agad JIOY ¢ moMoIibo TEKCTOBBIX PETAKTOPOB
Peanm3anus 3agad JIOY ¢ noMoIpio TaOJIMYHBIX TPOIECCOPOB
KommbrotepHas rpaduka ¥ TEXHOJIOTUU CO3JaHUS MYJIbTUMEIHITHBIX
MpE3EHTaLMI
I'padmyeckue BUICO- U ayTMOPETAKTOPHI
Nudopmanmonnas  Oe30macHOCT W 3amUTa  JaHHBIX B
ABTOMATHU3MPOBAHHBIX MHPOPMAITMOHHBIX CUCTEMAX
baza nannbix u cuctemsl ynpasienusa bJl. CIIC
CuCTeMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTa
ABTOMaTH3aIMs apXUBHOTO JeNa
KopnoparusHabie nHGOpMaIIMOHHBIE CUCTEMBI
COJl «/lupextym
COJl «Te3ucy»
CB]1 «Docvisiony
COJl «Tessa»

HauMenoBanue
BH/IA CAMOCTOSITEIbHOMH PadoThI

AR RN N (D] DN W W W
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Pexomenayemast
HanMenoBame TPYA0E€MKOCTb, AKa/I.
BH/IA CAMOCTOSITEIbHOM PadoThI Jac.
Ounas ¢popma
00y4eHust

Cucremnl 1C 4
IMoaroroBka K py0e:KHbIM KOHTPOJISAM 4
(o 2 yaca Ha Kbl pyOex)
BoinoJiHeHHe KOHTPOJILHOM PadoThI -
IToaroroBKa K 3K3aMeHy 27

Bcero: 84

6. ®OHJ] OIEHOYHBIX CPEJICTB
JUISI ATTECTALIMY MO JUCHMILIAHE

6.1. IlepeyeHb OLIEHOYHBIX CPEACTB
1. BamibHO-peUTHHrOBas CHCTEMAa KOHTPOJS M OLICHKM aKaJIeMHYECKOU
aAKTUBHOCTH 00y4arOImuUXcs (I1s1 OUHOM (OPMBI 00yUIESHHST)
2. baHK NMCbMEHHBIX 3a/1aHui K pyOeskHbIM KOHTpotsiM Ne 1, Ne 2 (1 ouHOM
dbopMbI 00yUeHMS);
3. baHk BOIIPOCOB K 3K3aMEHY.

6.2. Cucrema 0a/UIbHO-PEHTHHIOBOM OLICHKH Pad0ThI 00y4YarOIIUXCS 110
AUCHUILINHE
OunHas ¢popMma o0yueHHs1

Ne | HammeHoBaH
Conepxxanue
ue
Ounas ¢popma o0y4eHus1
1 | Pactipenenen | Pactipenenenue 6amios
ve 0ajuioB 3a Ilocemenne wu
CEMECTPBI TI0 OIICHKA
BHJIaM KauecTBa
yaeOHOMH paboTsl Ha
a0O0TBI ceMHHapcKuX | PyOexxubl | PyOexHBI
P ’ Bug ITocewe P vy vy
CPOKH ClIauu . 3aHATHUAX u 51
o yueOHO#l | HUe OKk3aMeH
yueOHo . | (kpome T€X | KOHTPOJIb | KOHTPOJIb
paboThHI: | JCKIIUH "
paboThI 3aHsATHH,  Ha | Nel Ne2
(moBoasITCA KOTOPBIX
JI0 CBeJIeHHSs 3arIaHupPOBaH
00y4arommx 0
csl HA TECTUPOBAHUE)
nepBoOM 0 12
p A To 44 (mo 2
yuyeOHOM Bamiena | (0,5 oA sa
3aHSATHH) i Oamra 3a o 7 o 7 o 30
KaK10e
OIlCHKA: | KaXKJI0¢e
3aHsTHE)
3aHSITUE)

18




Kpurepunit nepecyuera
0aJuI0B B TPaIUIIIOHHYIO
OLIEHKY [0  HUTOram
paboTel B cemecTpe H
3ayera

60 1 MeHee 0aJ110B — HEY10BJIETBOPUTE/IbHO;
61...73 — y10BJ1€eTBOPHUTEJILHO;

74... 90 — xopomo;

91...100 — oTiIM4HO

Kpurepun pomycka K
MPOMEKYTOUHOMU
aTTecTaluu,
BO3MOKHOCTH
MOJTyYeHUS
aBTOMAaTHYECKOTO 3a4eTa
(3K3aMEHAITMOHHOU
OIICHKH )
TUCITUTLIINHE,
BO3MOKHOCTh
MOJTy4eHUS
OassioB

1o

OOHYCHBIX

Jis nomycka K IIPOMEKYTOYHOM arTecTalMy 110 JUCLUIUIMHE
(MomyIr0) 32 ceMecTp 00yJaroIMACs JOJDKEH HaObpaTh 10 UTOTaM
TEKYIIEero U pyOeKHOro KOHTposieH He MeHee 51 Oanna. B ciiydae

ecnu  oOywaromuiics HaOpan Menee S1  Oamma, To K
ATTCCTALIMOHHBIM HCIIBITAHUAM OH HE JOITYCKACTCA.
Jns  mosydeHuWsl 9K3aMeHa 0e3 MPOBEACHUS  MPOLEAYPHI

MPOMEKYTOUHOM aTTecTanuu oOydyaromeMycs HeoOX0JuMOo
Ha0paTh B XOJI€ TEKYIIEro M PyOeKHBIX KOHTPOJIEH He MeHee 61
6amra. B sTom ciaydae uror OajNIbHOW OLIEHKH, HOJTY4aeMOM
oOydJaronuMcs, OMpeaesieTcss 1O  KOJWYECTBY  OaiioB,
HaOpaHHBIX UM B XOJI¢ TEKYILEro U pyOexHbIX KOHTpoJel. [lpu
3TOM, Ha YCMOTpPEHHE TMpEroAaBatTelis, OalllbHas OIeHKa
00y4Yaromerocsi MOKeT OBITh TOBBIIICHA 33 CYET MOMYyYCHHS
JOTIOJTHUTEIIBHBIX 0AJUIOB 32 aKaJIEMHUYECKYIO aKTUBHOCTb.
OOyuaromnuiicss, UMEIONIUI MpaBO Ha TOJY4YEHUE OLEHKH Oe3
MPOBEJICHUST TIPOILICAYPHI MPOMEKYTOYHON aTTECTAlluh, MOXKET
MOBBICHTh €€ IyTeM CJauyd AaTTECTallMOHHOTO HCHbITaHusd. B
cllyyae TOJydeHHs OOy4aromuMCsi Ha  aTTeCTallMOHHOM
ucnbiTanud 0 GayuioB UTOT OAJUIBHOM OLIEHKHM MO JIMCLUUIUIAHE
(MOITyJTI0) HE CHIMDKAETCH.

3a akaJeMHUYECKyI0 aKTHBHOCTb B XO/I€ OCBOCHHSI JUCIUILTUHBI
(Momyinst), ydacTue B Yy4ueOHOHM, HAy4HO-HCCIIEIOBATEIbCKOM,

CIIOPTUBHOM,  KyJbTypHO-TBOPUECKOH U  OOIIECTBEHHOM
NesTeNIbHOCTH  OoOydaromeMycsi MOTYT OBITb  HA4MCIICHBI
JOTIOJTHUTEbHBIE ~ Oa/uibl.  MakcuMallbHOE  KOJHUYECTBO

OTIOJTHUTENBHBIX  OaJJIOB
cocrasJiisteT 30.

3a AaKaJCMHUYCCKYIO AaKTHBHOCTH

OcHoBaHMeM i TOJY4YEHUS JOMOJHUTEIbHBIX  OajioB
SBIIIOTCSL:

- BBINIOJIHEHUE JOMOJHUTENIbHBIX 3a/laHuil 1O JUCIUILIUHE
(Monyio); JOTIOJTHUTEITLHBIE OaLITBI HaYHUCIISIOTCS
IIpenoaaBaTeiem;

- ydyacTue B TEYeHHE ceMecTpa B y4yeOHOW, Hay4HO-
HCCIIEA0BATENIBbCKOM, CIOPTUBHOM, KYJIBTYPHO-TBOPYECKOM H

oOmecTBeHHON nearenpHocTy KI'Y.

®opMBI U BUJIBI yIEOHOM

paboThI TUTSE
HEYCIICBAIOIINX
(BOCCTAaHOBMBIIIMXCS Ha
Kypce 00yJeHus)
00yJarmuxcs TUTS
TIOJTyYCHUS

HEIOCTAIMHUX Oa/IOB B
KOHIIE ceMecTpa

B cinywae ecim K TPOMEXKYTOYHOW arTecTallud (9K3aMEHY)
HaOpana cymma menee 51 Oama, oOydaromemycss HeOOXOIHMMO
HabpaTh HeAOCTaloIIee KOJTMYECTBO OAJIOB 3a CUET BBITOJIHEHUS
JOTIOJTHUTEIBHBIX 3aJlaHUM, O KOHIIA MOCJIeIHeN (3a4eTHOM)
HeJeNu ceMecTpa.

JIukBuamus akaJgeMHUUYecKnX 3aJ0KEHHOCTEH, BOSHUKIIINX H3-

32 pPa3HOCTH B YYeOHBIX IIIaHaX TMPH TEPEeBOJIE WU
BOCCTAHOBJICHUH, MMPOBOAUTCHA nyTeM BBITIOJTHCHU A
JOTIOTHUTEIBHBIX — 3amaHuid, ¢opMa U 00bEeM  KOTOPBIX

OINPEIEISAETCS IPENOIABATEIIEM.

6.3. Ilpouexypa oueHnBaHus Pe3yJIbTATOB OCBOEHUS JUCIUNIMHBI
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PyGexusiit koHTposib Ne 1 mpoBoauTcs B pOpME BBHIOTHEHHS MHCHMEHHBIX
3apanuii. Ha paGoty npu pyOe:KHOM KOHTpOJie 00ydaromeMy OTBOJAUTCS BpEMS HE
MeHee 40 MuUHYT (OcTaBlIeecs BpeMs 1eJIeco00pa3HO MOTPATUTh HA OOCYKIIEHUE
UTOTOB KOHTPOJIS U paboTy Haj omubkamu). [IpenonaBarenps olieHUBaeT B Oaminax
pe3ynbTaThl KaXkJ0ro OOYyYalollerocss M 3aHOCUT B BEIOMOCTb YYeTa TEeKYIIeH
yCIEBAEMOCTH.

Py6exubiit KOHTpOb No 2 mpoBOaUTCS B JOpME BBIMOJHEHUS TUChMEHHbIX
3amanuii. Ha paGoty npu pyOeXHOM KOHTpOJIE 00yJaroneMycsi OTBOJUTCS BpeMS
He MeHee 40 MUHYT (OCTaBITIeeCs: BpeMsl 11eJIeCO00pa3HO MOTPATUTH HA OOCYKICHUE
UTOTOB KOHTPOJIA U paboTy Haj omubOkamu). [IpenonaBaresns olleHUBAeT B Oaiiax
pe3yabTaThl KaKJOTO OOYYaromIerocsi U 3aHOCUT B BEAOMOCTb ydeTa TEKyIIeu
yCIIEBA€MOCTH.

DK3aMeH MPOBOJUTCS B TPAJUIMOHHON yCTHOW ¢dopme mo Owmieram, B
KaXJIOM U3 KOTOPBIX JBa Bormpoca. [Ipu noiHoM oTBeTe Ha BONMPOC 00yyaromuncs
noiydaet 15 6amnos, To ecTh Becero 30 6amios.

Pe3ynbTaThl TEKyIIEro KOHTPOJIS YCIIEBAEMOCTH M HK3aMEHa 3aHOCATCS
npernojiaBaresieM B HJK3aMEHALIMOHHYIO BEJOMOCTb, KOTOpas Cclaercsi B
OpraHU3AlMOHHBIN OT/IeNl MHCTUTYTA B J€Hb AK3aMEHA, a TAaK)Ke BBICTABIIAIOTCS B
3a4ETHYIO KHMKKY 00y4aroIerocs.

6.4. Ilpumepbl OLIEHOYHBIX CPECTB VI PYOeKHbIX KOHTPOJIeH U IK3aMeHa

IIpumepHbIe MMCHbMEHHBbIE 3aJaHUA IS Py0e:KHOro KOHTpoJs Ne 1
Bapuanr 1

3ananue 1. [laiiTe onpeneneHue MOHATUIO «MHPOPMAITUOHHAS TEXHOJIOTUS.
[lepeuncnure W KpaTKO OXapaKTEpU3yHTe OCHOBHBIE JTalbl Pa3BUTHUSA
WH(POPMAITMOHHBIX TEXHOJOTUH. YKaKHUTE, KaKOW dTall SIBISICTCS OMPESISIFOIIM
JUTSE COBPEMEHHOTO JIOKYMEHTAIIMOHHOTO 00ECTIeYeHHs YIIPaBICHUs, 1 00OCHYHITE
CBOM OTBET.

3amanue 2. CocTaBbTe CXeMy KIacCH(PHUKAIMU TEXHUYECKHX CpPEICTB
00pabdoTku uHbopMaIuu 1Mo GyHKIMOHAIBPHOMY Ha3HAYEHUIO (YCTpOICTBA BBOJA,
BBIBOJIa, XpaHEeHUsI, 00paboTku). [l KaKaoW Tpynmbl IPUBEIUTE HE MEHEE TPEX
IPUMEPOB YCTPOMCTB M YKKUTE UX OCHOBHBIC XapaKTCPUCTUKHU, 3HAUYUMBIC IS
paboThI C TOKYMEHTaMH.

3aganne 3. Onuiure aApXUTEKTYpy  KIMEHT-CEPBEPHOM  MOJEIU
KoMIbIoTepHOU ceTh. OOBACHUTE, KAKUM 00pa3oM JlaHHasi MOJENIb PEaTu3yeTcs B
CHUCTEME DJJIEKTPOHHOTO JIOKyMEHTOOOOpOTa OpraHHu3alH. YKaXXKUT€ OCHOBHBIC
POTOKOJIBI, UCIIOJIB3yEeMbIE IIPH Tepeiaye TOKYMEHTOB 0 CETH, U UX Ha3HauUCHUE.

3amanue 4. 3anogHuTe Ta0NMIly, pacOpeleirB — MEPEUYHCIICHHBIC
IPOrpaMMHBIE TPOAYKTHI TI0 KaTeropusM (OTIEpaIlMOHHBIE CUCTEMBI, TIPUKIIATHOE
I10, cucremuoe I10, antuBupycnoe 110): Windows 11, Microsoft Word, Kaspersky
Endpoint Security, Linux Ubuntu, Adobe Acrobat Reader, Dr.Web, 7-Zip,
LibreOffice Calc. OOocHyliTe OTHECEHHWE KaXXIOTO MPOJAYyKTa K BhIOpAHHOMU
KaTeropHH.
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3aganre 5. OnuiuuTe MNOWIArOBBIA AJITOPUTM CO3JaHUS B TEKCTOBOM
penaktope Microsoft Word mrabnona mnpukaza MO OCHOBHOM JI€SITEIBHOCTH,
BKJTFOUAIOIIIETO: HACTPOUKY mosel u mpudtoB B coorBercTBuu ¢ ['OCT P 7.0.97-
2016, co3nanre BepXHEro KOJOHTUTYJIA C PEKBU3UTAMU OpraHU3alMK, HyMEpaIuio
CTpaHMIL, 3aIIUTY JOKYMEHTa OT HECAHKIIMIOHUPOBAHHOTO PEIAKTUPOBAHMUS.

3aganue 6. CocraBbTe (QopMysbl sl TabJU4HOTrO Tporeccopa Microsoft
Excel, HeoOXxoaumbie JJ1s1 BEIEHUS KypHaia pEerucTpalMK BXOASAIINX JOKYMEHTOB:

a) aBTOMAaTHMYECKOE BBIUMCJICHHE KOJMYECTBAa IHEH, MPOILIEAIINX C JaThl
perucTpanuu JOKyMEHTa /10 TeKYIIEH 1aThl;

0) moacu€T KOJMYECTBAa JOKYMEHTOB, MOCTYMHUBIIMX OT KOHKPETHOTO
KOPPECIIOH/ICHTA,

B) OIpelesieHHe JOKYMEHTOB, CPOK HCIIOJIHEHUS KOTOPBIX HMCTEK (BBIBOJ
Hagnucu «IIpocpoueny).

VYKaxxuTte Ucronb3yemMble PYHKIUU U TOSICHUTE JIOTUKY KaxXa01i (OPMYJIbI.

3ananue 7. Pa3paboraiiTe CTpyKTypy MYyJIbTUMEIUUHON TTpe3eHTaruu (8—10
CaiIoB) JJIsl JOKJIa/la pyKOBOAMUTEINS OPraHU3allMd HAa UTOTOBOM COBEIIAHUM TI0
pe3ynbTaTam paboThl 3a roja. s Kaxaoro claijla yKaKuTe: 3arojoBOK, THII
KOHTEHTa (TEKCT, IuarpaMmma, Tabyuiia, U300pakeHue, BUJICO0), PEKOMEHIYEeMbIH
ad ekt aHuMaIy U nepexo]l Mexay ciaigamu. OO00CHyHTe BHIOOP BU3YyalbHOTO
ohopMIICHUS.

3aganue 8. ONUIUTE TEXHOJIOTHIO MOArOTOBKH MYJbTUMEIUNHOTO OTUETA O
JESITEIbHOCTH apXHBa, BKIIIOYAIOLIETO: ouu@poBaHHbIE (HOoTOrpaduu apXHUBHBIX
JIOKYMEHTOB, BUJICOPOJIMK C 0030pOM apXUBOXPAHHWIIUIIA U ayAH03aIINCh HHTEPBBIO
C BETEpaHOM OpraHu3aluU. YKaKUTE, Kakhe MporpaMMHbBIE CpPEACTBa Bbl Oyjere
UCIIOJIb30BaTh HA KaXX/I0M 3Tare, Kakue (popmarsl (paiiyioB BeIOEpETE 151 U'TOTOBOTO
NPOAYKTa U TIOYEMY.

Bapuanr 2

3ananue 1. Packpoiite conmepxaHue MOHATUN «HMHDOpMALU», «IaHHBIEY,
(BHAHUSA» U OOBSICHUTE UX B3aUMOCBs3b. Onummure, KakuM o00pa3om
WH(OPMAIIMOHHBIE TEXHOJOTMU MpeoOpasyloT JaHHble B HMHPOpMAIMIO, a
uHOpMAIMIO — B 3HAHUSA B KOHTEKCTE JOKYMEHTAlIMOHHOTO oOecreueHus
ynpasieHus. [I[pyuBeauTe KOHKPETHBIN IPUMEDP U3 MPAKTUKH JEJIONPOU3BOJICTBA.

3ananue 2. CpaBHUTE TPH TUIIA YCTPOMCTB XpaHeHust uHpopmarmu (3kECTKUN
muck HDD, TtBepmotenpHbi HakomuTenb SSD, oOnauHoe XpaHWIUIIE) TIO
CICNYIONUM KPHUTEPUSAM: CKOPOCTh UTCHUS/3amMUCH, OOBEM, HAAEKHOCTD,
CTOMMOCTh, MOOWJIBHOCTh. (CrenaiiTe BBIBOJL O TOM, KaKOW THI XpaHEHUS
ONTUMAJIEH [JI1 OpraHu3alluy SJEKTPOHHOIO apXWBa, U apryMEHTUPYUTE CBOM
BEIOOD.

3aganue 3. JlaiiTe CpaBHUTEIbHYIO  XapaKTEPUCTUKY  JIOKAJIbHOU
BeruuciautTensHol cet (JIBC) u rnoGanbHol cetu MHTEpHET 1O ClEAYHONTUM
napaMeTpaMm: TEPPUTOPUAIBHBIA OXBaT, CKOPOCTh MEPENAYN JAHHBIX, CTENEHB
3alIUIIEHHOCTH, CTOMMOCTh OKCIUIyaTallid, BO3MOYKHOCTH [JIsi OpraHU3aluu
JTOKyMEeHTOoOOOpoTa. YKaxkuTe, B Kakux ciydasx g COJ[ uenecoobpasHo
ucnosb3oBaTh JIBC, a B kakux — o0jauHble peiieHus Ha 6aze HTepHera.
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3amanue 4. OnummTe Ha3HAYEHWE W OCHOBHbIE (DYHKIIMOHAJbHBIC
BO3MOXKHOCTH CJIEIYIOIIMX MPOTPAMMHBIX CpEeACTB, mNpumensemMbix B JIOV:
Microsoft Outlook, Adobe Acrobat Pro, FineReader, Tesseract OCR. Ykaxkure, Ha
KaKOM JTafle >KM3HEHHOTO LMKJIa JOKYMEHTa MCHOJB3YeTCs Kaxkaas U3
NEPEUUCIICHHBIX MPOrpaMM, U MIPUBEIUTE IPUMEP KOHKPETHOM 3a/1auu, periaeMon
C €€ IIOMOIIIBIO.

3amanue 5. OnummTe NOPAIOK BBINOJIHEHUS B TEKCTOBOM PEIAKTOPE
Microsoft Word cneayroniux onepauuii mpy MOArOTOBKE MPOTOKOJA COBEIIAHUS:
co3nanue Tabnuiel ¢ rpadamu «Ne m/m», «Bompocy, «Jlokmamanky, «PemeHuey,
«Cpok», «OTBETCTBEHHBI»; HCIIOJB30BAHUE  CTUJICM  3arojOBKOB IS
aBTOMATUYECKOT0 ()OPMUPOBAHUS OTJIABJICHUS; BCTaBKa MEPEKPECTHBIX CCHUIOK Ha
IMYHKTBl TIOBECTKH JHSI; HACTPOMKa pexuma PEeleH3UPOBaHUS ISl KOJUIEKTUBHOU
paboTHI Ha/l TOKYMEHTOM.

3amanue 6. OnummMTe MouaroBbii anroput™ cosnanus B Microsoft Excel
CBOJHOM aHaTUTUYECKON OTYETHOCTU MO JIOKYMEHTOOOOPOTY OpraHM3aluu 3a
KBapTa:

a) popmMupoBaHue UCXOAHOU TabIUILIBI ¢ TONSIMU «JlaTay, «Bua 1okymeHTay,
«Koppecnonnenry, «Mcnomautensy, «Cratycy;

0) MOCTPOEHHUE CBOJIHOM TaOJIUILIBI C TPYNIIUPOBKOM MO BUAAM JOKYMEHTOB U
UCITOJIHUTEIISM;

B) CO3/IaHME KPYTrOBOM JHAarpaMMbl, OTPAXKAIOLIECH JOJIO HUCIOIHEHHBIX,
IPOCPOUYCHHBIX U HAXOSAIIUXCS B padoTe JOKYMEHTOB.

VYKaXuTe UCTONIb3yeMble HHCTPYMEHTHI U (DYHKIIUU.

3amaane 7. Cdopmymupyiite TpeOoBaHHs K OQOPMIICHUIO JEIOBOI
Ipe3eHTallud B COOTBETCTBUU C MPHUHIMIIAMUA BU3YaJIbHOW KOMMYHUKAIIUH.
OnumuTe TUNUYHBIE OMMOKKM TIPW CO3MaHWM CIIal0oB (HE MEHee MATH) U
IPEeMIOKUTE CHOoCcoObl MX ycTpaHeHus. llpuBeauTe npumep KOPPEKTHOTO U
HEKOPPEKTHOTr0 0(GOpMIIEHHSI Claiila C aHaJUTUYECKOM JuarpaMMmou 1o
pe3ynbTaTam J0KYMEHTO000poTa.

3ananue 8. Pa3zpaboraiite miaH co3fgaHusi oOy4arouiero BUJICOPOIUKA IS
HOBBIX COTPYJIHUKOB KaHUemsipun «[lopsaok peructpaiuu BXOAAIUX JOKYMEHTOB
B COJl». Ykaxure: 1eneByr0 ayauTOPUIO U XPOHOMETPaX, 3Talbl MPOU3BOJICTBA
(HamycaHWe CLEHapusi, 3alUCh SKpaHa, O3BYYHMBAHHE, MOHTAX), MPOTPAMMHBIE
CpeICTBa I KaXKJIOTro 3Tama, TpeOOBaHUS K KAueCTBY BUJECO- U ayAHOAOPOKKH,
UTOTOBBIN (hopMaT Gaiina Ui pa3MenieHns Ha KOPIIOPATUBHOM MOpTalie.

IIpumepHble NUCHbMEHHBbIE TECTOBbIE 3aJaHNUS VISl PY0Ee:KHOr0 KOHTPOJIs Ne 2

Bapuanr 1
3amanue 1. Ilepeunciure U OXapaKTepU3yWTE€ OCHOBHBIE BHUJBI YIpPO3
uH()OPMAIMOHHOW  0€30MaCHOCTH  aBTOMATHU3UPOBAHHBIX  MH(POPMALMOHHBIX
CUCTEM, pa3/ie]IuB UX Ha €CTECTBEHHbIE M HMCKYCCTBEHHbIC. J[JIsl Kax a0 TpymIibl
NPUBEAUTE HE MEHEE TPEX MPUMEPOB M YKAKUTE COOTBETCTBYIOIIME METOAbI U
cpeacTBa 3amuThl. OOBICHUTE POJIb HOPMATUBHO-TIPaBOBBIX akTOB (D3 Ne 152 «O
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NepCOHANbHBIX JAaHHbIX», @3 No 149 «O6 undopmanmu, UHPOPMAIIMOHHBIX
TEXHOJIOTHAX U O 3amuTe nHhopmaiumn») B ooecnedennn 6e3omacHoctu AUC.

3amanue 2. JlaiiTe omnpezeseHus TMOHATHAM «0a3a JAHHBIX», «CHCTEMa
ynpasieHuss 0a3aMM JaHHBIX», «CIIPaBOYHO-IIpaBoBas cucreMay. Onummure
OCHOBHblE MoJenu 0a3 JaHHBIX (UMepapXuyecKas, CeTeBas, pPEJILUOHHAs) HU
yKaXHTe, Kakas W3 HHUX Hauboiee pacnpocTpaHeHa B coBpeMeHHbIX CO/JI.
ITpuBenure mHpUMEpPbl  CHPABOYHO-IPABOBBIX  CHCTEM, HCIOJB3YEMBIX B
JOKYMEHTAIlMOHHOM O0€CTieueHUH yNpaBieHUs (HE MeHee TPEX), U ONUIINTE UX
(GYHKIIMOHATIBbHBIE BO3MOXKHOCTH JIJIsl IOMCKA HOPMATHUBHO-IIPABOBBIX AKTOB.

3aganue 3. OnuIIMTE NOJHBIA KU3HEHHBIN [IUKJI 3JIEKTPOHHOTO JOKYMEHTA B
CO]] oT MOMeHTa CO3/1aHus IO CIIa4H B apXUB WM YHUUTOXKEeHHs. s kaxmoro
JTana yKakKUTe: BBIMOIHIEMbIE ONEPallii, OTBETCTBEHHBIX YUaCTHUKOB MpoIlecca,
CTaTychl OKyMeHTa B cucteme. OObsicHuTe, kakuM oOpa3zom CIJ] obGecneunBaer
KOHTPOJIb UCIIOJIHUTENBCKON JUCIMILIMHBIL HA KaX0M 3Talle dKU3HEHHOTO LIUKJIA.

3aganue 4. Onummre TEXHOJIOTHIO OLM(POBKU apXUBHBIX JOKYMEHTOB,
BKJIFOUAIOLIYIO CJIEAYIOLIME 3Tallbl: MOANOTOBKA JOKYMEHTOB K CKaHUPOBAHUIO,
CKaHUpOBaHME, pacno3zHaBaHue Tekcta (OCR), co3gaHMe  MeTaJaHHBIX,
BepU(pUKaLUs pe3yIbTaTOB, 3arpy3Ka B JEKTPOHHBIA apXuB. [ Kaxaoro srama
YKQXXHUTE HCIIONb3yEMOE IPOrPaMMHOE M allapaTHOE OOECIeUeHUe, a TaKKe
TpeOOBaHUS K KaYECTBY IIOJYyYAEMBbIX AJIEKTPOHHBIX KOIUH.

3amanue 5. CocTaBbT€ CpPaBHUTEIBHYIO TaOJHMIly OCHOBHBIX KJIacCOB
KoprnopatuBHbix HHpopManmonneix cucreM (ERP, CRM, HRM, BI) mno
CIIEIYIOIIUM KPUTEPHUSIM: Ha3HAYeHHE, OCHOBHbIE (YHKIMOHAJIbHBIE MOIYIIH,
KaTeropuM  IMOJIb30BaTee, CBA3b C JIOKYMEHTALIMOHHBIM OOECIeUYeHHUEM
ynpasineHusi. Cpenaiite BbiBon o ToMm, Kakoil kimacc KHUC naumbonee TecHO
uHTerpuposal ¢ COJ/I u nouemy.

3aganue 6. Onummure  (QYHKIUOHAJIbHBIE  BO3MOXKHOCTH — MOAYJIS
«Ympasnenue noropopamm» B COJ1 «lupextym». Ykaxute, Kakue 3Tarbl padboThl
C IOTOBOPOM aBTOMAaTU3HUPYIOTCS B CUCTEME (OT CO3JaHUS IPOEKTA /10 UCTIOIHEHHUS
00513aTeNbCTB), KAKUM 00pa30M HACTPAaMBAIOTCS MapIIPyThl COIVIACOBAHUS, KAKHUe
CpeICTBa KOHTPOJISI CPOKOB M YBEAOMIIEHUH IperycMoTpeHbl. [IpuBenure npumep
TUIIOBOW CXEMBI COIIACOBAHUS JI0TOBOpPA B JAHHOM CHCTEME.

3amanue 7. Oxapakrepu3yWre CpeiacTBa KOJUIEKTMBHOM paboThl U
B3aUMOJICUCTBUSL COTPYAHUKOB, peanu3zoBanHbie B COJl «Tesucy. Onuiure
BO3MOXXHOCTH CHUCTEMBI 110 COBMECTHOMY PEIAKTHPOBAHUIO JIOKYMEHTOB,
00CYyXJIEHUIO 33/1a4, 00MEHY KOMMEHTapUSAMH U YBEAOMIICHUSIMH. Y KQXKHUTE, KAKUM
00pa3oM B CHUCTEME pealii30BaHO pa3rpaHUUYCHHE MpaB JOCTyIa MOJIb30BaTeNeil u
HACTpOMKa poJiei.

3aganue 8. Onumure Bo3MoxHocTH COJ] «DocVision» B 9acTH IOTOKOBOTO
CKaHUPOBAHMA U PpAaCIO3HABAaHUS JOKYMEHTOB. YKaXuTe, Kakue (opMaThl
JOKYMEHTOB  MOJIJEPKUBAET CUCTEMA, KakUM O00pa3oM  OCYLIECTBIIAETCA
aBTOMaTUYeCcKass  KilacCU(PUKalUs  OTCKAHUPOBAHHBIX  JOKYMEHTOB,  Kak
HACTPauBalOTCs I1a0JIOHBl PACHO3HABaHUS Ul Pa3IMYHbIX THUIOB JIOKYMEHTOB
(mpukasbl, cyeTa, 10roBOpbl, NuchMa). OOBICHUTE, KAK PE3YJIbTAThl PACIIO3HABAHUS
CBSI3BIBAIOTCS ¢ KAPTOUKaMU JOKyMeHTOB B CO/1.
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3amanue 9. Onumure WHCTPYMEHTHI AHANUTHKA U (POPMHUPOBAHUS
OT4YETHOCTH, npeaycmoTpeHHbie B COJ] «Tessa». YKaxkuTe, Kakue CTaHJIapTHHIC
OTU€ThI JOCTYIHBI B cHCTeMe (IO MCHOJHUTEIbCKOM TUCUHUIUIMHE, MO 3arpy3Ke
nojpa3iefieHui, Mo BHAAM JOKYMEHTOB M [Ip.), Kakue mapameTpbl MOXKHO
HacTpauBaTh NpU (GOPMHUPOBAHMU OTYETOB, B KakWX (opmaTax OCYIIECTBISETCA
BBITpYy3Ka. IlpuBenure mnpuMep aHAJIUTUYECKOTO OTYETA, MOJE3HOTO A
pykoBoautens ciyxosl JJOY.

3amanue 10. Onumurte (yHKIUOHAIBHBIE BO3MOXKHOCTH KOH(UTYpaLUU
«1C:/JokyMeHTOO0OpOT» B YacTH aBTOMATHU3AIMH JIEJIOMPOU3BOJCTBA. Y KAXKHUTE,
KaKhe BHJbl JIOKYMEHTOB MOKHO PErHCTPUPOBATh B CHUCTEME, KaKUM 00pa3oM
HACTPaMBaIOTCA IA0JIOHBI TPOLIECCOB U MAPIIPYTHI COIIACOBAHUS, KaK pealn3yercs
KOHTPOJIb HCIOJIHEHUSI TopydeHuil. OOBSICHUTE MNPEUMYLIECTBA HMHTETPALUN
«1C:[lokymeHTOO00pOT» € JOpYrHMH KOHPUTYypauusMu Ha  1iaTdopme
«1C:ITpennpustue» (Hampumep, «1C:byxranrepus», «1C:YnpaBienue
TOPTOBIICH ).

Bapuanr 2

3ananue 1. Packpoiite conepkaHue MOHATUS «KpUnTorpaduyeckas 3ammra
uHpopmaruuy. OnumuTe NpPUHIUN PabOThl 3JIEKTPOHHOW IUGPOBOM MoANUCH
(OUII): mpouecc GopMHUpPOBaHUS, MPOBEPKH M XPAHEHUS. YKaXKHUTE, KaKue
HOPMATHUBHBIE aKThl peryJupytoT ucnoiaszoanue DI B Poccuiickoit @enepanun
(@3 Ne 63 «OO6 »snextpoHHOU moamucu»). OOBSICHUTE, B KaKUX IMpoIeccax
JOKYMEHTAIlMOHHOTO obecrieueHust ympasienuss npumenenue OLII sBasercs
00s13aTeNbHBIM, a B KAKUX — PEKOMEHIYEMBIM.

3amanue 2. OnumuTe MOpoLEcC MNPOEKTUPOBaHMS Oa3bl JaHHBIX I
aBTOMATU3UPOBAHHOW CHUCTEMBbl yu€Ta apXUBHBIX (DOHAOB. YKaXKUT€ OCHOBHBIC
cymHocTd ((oHA, ONMUCH, NEN0, JOKYMEHT), CBSI3M MEX]Iy HUMU U KIIOYEBBIC
aTpuOyThl Kaxaou cymHocTd. Iloctpoiite ynpomiénnyro ER-muarpammy (B
TEKCTOBOM BHE). OObsICHUTE, KaKyl0 pojib B paboTe apXMBUCTa HIPAIOT
CIIPAaBOYHO-IIPABOBBIE  CUCTEMBI IIPU  NPOBEACHUU OSKCHEPTU3bl LEHHOCTU
JIOKYMEHTOB.

3apanue 3. IIpoBenute CpaBHUTENBHBIM aHaiW3 JABYX MOAXOIOB K
OpraHu3alMK AIEKTPOHHOTO IOKYMEHTO000poTa: ieHTpasin3oBaHHas COJ] (ennHas
cUCTEMA JIUI BCEW OpraHU3allMK) U ICLIEHTPAIN30BaHHas (OTIEIbHbIE CUCTEMBI JJIS
noApa3JeieHuil ¢ mocieayroe naTerpamueit). st Kakaoro nojixoaa yKaxuTe
IPEUMYIIECTBA, HEJOCTATKU, TPEOOBaHUS K HHAPACTPYKTYpE U LEIeCO00Pa3HOCTh
NPUMEHEHHUS B 3aBUCUMOCTH OT Macitada U CTPYKTYpbl OPTaHU3aLIHH.

3ananue 4. Onumure (GyHKIIMOHATIbHBIE BO3MOYKHOCTH
aBTOMATHU3MPOBAHHBIX  APXMBHBIX  HMHQOPMAIIMOHHBIX CHCTEM B  4YacTu
dbopMHpOBaHUS U BEJEHUS HAay4YHO-CIIPABOYHOIO armapara apxuBa. YKaXKuTe,
KaKue BUJbl CIPABOYHUKOB (IIyTE€BOJIUTEIHN, 0030pbI, KATAJIOTH, YKa3aTeIn) MOTYT
ObITh AaBTOMATHU3UPOBAHBI, KAaKUM O00pa3oM OO0ECreYrMBaETCsA IMOJIHOTEKCTOBBIN
MOMCK [0 DJICKTPOHHBIM KOMNMSIM apXUBHBIX JOKYMEHTOB, KaK OpPraHHM3yeTCs
VIOQIEHHBIA JIOCTYI HCCIENOBATEIEM K MarepuajgaM 4Yepe3 JJIEKTPOHHBIN
YUTAJIBHBIN 3aJI.
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3aganue 5. ONUIIMTE OCHOBHBIE 3Tambl XWU3HEHHOIO LHKJIA BHEIPEHUS
KOpPHOpaTUBHOM WMHGOPMAIIMOHHOW CHUCTEMbl B OpraHU3ALMH: MPEIITPOECKTHOE
o0OcnenoBaHue, pa3padoTka TEXHUYECKOTO 3a/laHus, IPOEKTUPOBAaHNE, HACTPOUKA U
KacTOMHU3AIlUs, TECTUPOBAHKE, OMbITHASL SKCIUTyaTallMs, MPOMBIIUICHHBIA 3aIyCK,
conpoBoxaeHue. JlJig KaXKIoro srana yKaKHUTE KIIOYEBbIE 3a7a4d, YYaCTHUKOB
npoiiecca U OCHOBHbIE pUCKU. OOBICHHUTE, TOUYEMYy 3Tan 00cCie0oBaHUs OU3HEC-
MIPOLIECCOB SABJISIETCS] KPUTHUECKUM Jisl yeneturHoro BHeApenust KUC.

3ananue 6. OnummTe MOOUIBHBIE U BEO-peIICHUs], pealn30BaHHbIe Ha 0aze
COI «/lupektym». VYKaxuTe, Kakue OIepauud C JOKYMEHTaMHU JIOCTYIIHbI
MOJIB30BATEISIM Yepe3 MOOUITbHOE TIPHIIOKEHHUE U BeO-uHTepdeiic, Kakum oOpazomM
oOecrieunBaeTcss 0€30MaCHOCTh YJAJIEHHOTO JIOCTYIa, Kakhe OTrpaHUYeHUs
(YHKIIMOHATIBHOCTHU CYLIECTBYIOT [0 CPABHEHUIO C HACTOJBHOM Bepcueit. Ouenure
3HaUCHWEe  MOOWJIBHBIX  PEHICHWH 11 TOBBINIEHUS  OMEPATUBHOCTH
JIOKyMEHTO00OpOTa B OpraHU3alUH.

3aganue 7. Onumute Bo3MmoxHOCTH COJ[ «Te3uc» mo aBroMaTu3aluu
paboThl C OPraHU3aAUOHHO-PACTIOPAIUTEILHON TOKYMEHTAMEH. Y KaXUTe, KaKue
Busbl OPJ] moanepxkuBaroTCsi cCUCTEMOM (MpPUKA3bl, PACHOPSKEHUS, MPOTOKOJIBI,
CITy>keOHBIC 3alKMCKU U JIp.), KAKUM 00pa3oM peaii3oBaHa paboTa ¢ 1madioHaMu U
YHU(GULIHUPOBAHHBIMU (hOpMaMU IOKYMEHTOB, KaK HACTPAUBAETCS aBTOMAaTHYeCKas
perucTpanus U NpUCBOEHNE HOMEPOB JOKYMEHTaM.

3amanne 8. Onummurte QyHKIMOHAIBHBIE BO3MOKHOCTH COJl «DocVision» B
4acTu 00pabOTKHM OOpameHui TpakaaH. YKaXWTe, KaKuM o0pa3oM B CHCTEME
oOecreunBaeTcsl perucTpanusi OOpalleHHuid, KOHTPOJIb CPOKOB PACCMOTPEHHUS B
cootBercTBUU ¢ D3 No 59 «O mopsgke paccMOTpeHUs OOpalleHH TpaxaaH
Poccuiickoit  ®enepanumn», (opMupoBaHHE OTBETOB M OTYETHOCTH  JUIA
KOHTpOJIMpYOImUX opraHoB. [IpuBeaure nmpumep mapuipyta 06pabOTKH TUIIOBOTO
oOpalieHus rpaxxaaHruHa B JAHHOW CUCTEME.

3apanue 9. OnummuTe KOHCTPYKTOpP OM3HEC-TPOLIECCOB, PEAIM30BaHHBINA B
COJl «Tessa». YkaxuTte, Kakue TUIBI OU3HEC-TPOLECCOB MOKHO MOJECIUPOBATH B
cucteMe (mocieaoBaresibHbIe, MapauieNbHbIE, YCIOBHbIC, UKIMYECKUE), KaKUM
00pa3oM HacCTpauBalOTCA yCJIOBUA NEpexoia MEeXIy dTanaMu, Kak 3a/1al0Tcsl poJin
UCIIOJIHUTENIEH M CPOKHM BBIMIOJIHEHUs 3anad. [IpuBenure mnpumep HACTpOKu
Ou3Hec-mpolecca COrJIacOBaHUs — CINY)KEOHOM 3allUCKU € MCHOJIb30BaHUEM
YCIIOBHOTO BETBIICHUSI.

3amanue 10. Onumunrte (yHKIUOHATBHBIE BO3MOXKHOCTH KOH(PUTYpaLUU
«1C:ApxuB» A7 aBTOMAaTU3allMd apXUBHOTO Jelia. YKaXWTEe, KaKue ONepaluu
apXUBHOTO y4€Ta aBTOMATU3UPYIOTCS B cucTeMe ((OpMHUpOBaHHME OMHCEU e,
HOMEHKJIATyPHI JIeJl, aKTOB O BBIJICJICHUU K YHUYTOXEHHUIO, JTUCTOB-3aBEPUTENICH ),
KakuM oOpa3oMm obecneunBaercs unrterpauusi ¢ «l1C:JlokymeHTOOO00pOT» AJIs
nepeaadr JOKyMEHTOB Ha apXMBHOE XpaHEHUE, KaKue OTYETHI U MevaTHbie (HOpPMbI
JNOCTYNHBI ~ mojb3oBaTento.  CpaBHure  Bo3MOxkHOCTH — «1C:ApxuB»  co
CHEUAIU3UPOBAHHBIMU ApXUBHBIMU UH(OPMAITMOHHBIMUA CUCTEMAMH.
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IIpuMepHBIe BONIPOCHI K IK3aMeHY 10 Aucuuiuinie «Mudgopmannonubie
TeXHOJIOTHH B IOKYMEHTALIMOHHOM O0ecre4eHUH YIPaBJICHUS] H APXHBHOM
aesie»

1.  Ilpenmer, mnenmun W 3a7aud  HUHQOPMALMOHHBIX  TEXHOJIOTHH.
B3aumocBsI3b AMCHMILIMHBI C IPYTUMU JUCHUIUIMHAMU CIIEHUAIBHOCTH.

2. ApXHTEKTypa NIEpPCOHAIBHOIO KOMIIbIoTepa. [IpuHIMIBI MOCTpOEHUS U
(YHKIIMOHUPOBAHMSL.

3. OCHOBHBIE  YCTpOIICTBA IEPCOHAIBHOIO KOMIIBIOTEpPA U HUX
XapaKTEPUCTUKU. YCTPOWCTBA BBOAQ, BBHIBOJA, XpaHGHHUS U 00pabOTKH
uHbOpMaLUu.

4.  BoblunciuTenbHBIE CUCTEMBI: TOHSATHE, KiIacCHU(HUKAIMSA, OCHOBHBIC
XapaKTEPUCTHUKHU.

5.  llepenaua nndopmauuu. JIMHUU CBSI3U, UX OCHOBHBIE KOMIIOHEHTHI U
XapaKTEPUCTUKH.

6.  KomnbloTepHble CEeTH: ONpEIENeHHE, KiIacCU(PUKAIMs, OCHOBHbBIE
xapakTepucTuku. JlokanpHble M rioOanbHble ceT. Cetb MHTepHeTr u €€
MH(POPMAIIMOHHBIE PECYPCHI.

7. IIporpaMMHbIe cpeacTBa MHPOPMALMOHHBIX TeXHOJIOTUI. CUCTEMHBIE
IPOrpaMMHBIE IMPOAYKTHI: OIEPALMOHHBIE CUCTEMBI, YTUIMUTHI, CEPBUCHBIC
IPOrPaMMBlI.

8.  IlpukiagHble mporpaMMHBIE CPEACTBA: Kiaccu(UKalvs, Ha3HAYCHUE,
OCHOBHBIE  KAaTeropud MPOrpPaMMHOTO  OOECHEYeHHs, MNPUMEHSIEMOro B
JIOKYMEHTAIlMOHHOM OOECIIeUEeHUH YIIPaBICHHUS.

9. TexcroBbie IIPOLIECCOPBL: Ha3HAuYEHUE, (byHKIIMOHATbHBIE
BO3MOXKHOCTH, MPUMEHEHHE B JOKYMEHTAIlMOHHOM OOECIEUEHUU YIPaBICHUS.
[TpakTHyeckoe 3a7aHuE MO CO3JAaHUI0 U O(POPMIICHHIO JOKYMEHTa B TEKCTOBOM
IIPOLIECCOPE.

10. Tabauunble IPOLIECCOPBIL: Ha3Ha4YECHHE, (yHKIMOHAIbHbIE
BO3MO>XHOCTH, INPUMEHEHHE B JOKYMEHTAllMOHHOM OOECIIEUYECHUU YIIPaBJICHUS.
ITpakTHueckoe 3aaHHe IO CO3/aHUI0 TaOJUIbl, MCIOIb30BAaHUI (GOopMya HU
IOCTPOEHUIO JUarpamm.

11. IIporpamMmsl JEMOHCTPALIMOHHON rpauku: Ha3Ha4YeHHE,
(YHKIIMOHAJIbHBIE BO3MOYKHOCTH, TpPEOOBAHMA K CO3/aHUI0 IPE3EHTALUM.
[IpakTHueckoe 3aJaHue IO CO3/ITAHUI0 MYJIbTUMEAUMHON MPE3CHTALIUH.

12. T'paduyeckume, ayamo- U BHIECOPEIAKTOPHI: Ha3HA4YCHHUE,
KJIacCU(pUKalus, OCHOBHbIE (DYHKUHMOHAIbHBIE BO3MOXKHOCTH, NPUMEHEHHUE B
poeCCHOHATEHOM JESITEIHPHOCTH.

13. HWudopmanuonHas  0e30macHOCTh:  TOHATUE,  BHABI  YIpo3
aBTOMATH3UPOBAHHBIM nH(OPMAITMOHHBIM CHCTEMaM, Kiaccuukanus
HapyIIUTENEeH, HOpMAaTUBHO-IIPAaBOBOE OOECIIeUeHHE.

14. 3ammra uHpopmaruu B BBEIYHUCIIATEILHBIX CHUCTEMAX.

Kpunrorpadguueckue MeToabl 3alMThl. JJIEKTPOHHAs LHUQpPOBas MOJIHUCH:
MOHSITUE, BUBI, TOPSAJIOK TPUMEHEHUS.

15. bBa3bl gaHHBIX: TOHATHE, KiaccuPuKanus, Moaenu AaHHbIX. CUCTEMBI
ynpasienus 6azamu qaHHbix (CYB/]): Ha3HaueHune, OCHOBHbIE (DYHKIIMHU, IPUMEPHI.
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16. CnopaBouHble IPaBOBBIE CUCTEMBI: MOHATHE, Ha3HAYEHUE, OCHOBHbBIC
GbyHKUHOHATIbHBIE ~ BO3MOXHOCTH, npumepbl  CIIC, npumeHsiemMblx B
JOKYMEHTAIIMOHHOM 00O€CTIeUeHUH YIIpaBICHUSI.

17.  CucreMsl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa: MOHSTHE, Ha3HAUYCHHE,
Kjaccudukanus, OCHOBHbIE (PYHKIHMOHAIbHbIE MOAYJIH, S>KU3HEHHBIA IUKII
AIEKTPOHHOTO JJoKymMeHTa B CO/I.

18. ABTomaTu3auus apXuUBHOTO Je€ja: UedH, 3a7adyd, OCHOBHBIC
HaIpaBJIeHUs, MPOTPAMMHBIC CpPEIICTBA, TEXHOJOTHUS OIUMPOBKA aAPXHBHBIX

JIOKYMEHTOB.

19. KopnopaTuBHbie nH()OPMAITMOHHBIC CHCTEMBI: MIOHSTHE,
knaccudukanus, apxutekrypa, ocHoBHbie kiaccel (ERP, CRM, HRM, BI), stamst
BHE/IPEHUSL.

20. COH «dupextym»: o01as XxapaKTepUCTUKA, apXUTEKTypa, OCHOBHBIE
(YHKIIMOHAJIbHBIE MOJ1YJIM, OCOOCHHOCTH BHEIPEHUS U SKCILTyaTalllu.

21. CBJI «Te3uc»: oOmas  XapakTepUCTUKA,  (PYHKIIMOHAJIbHBIC
BO3MO>XHOCTH, CPEACTBA KOJUIEKTMBHONH pPa0OTBI, OCOOCHHOCTH HACTPOWKH H
aJIMUHUCTPUPOBAHMUSL.

22. CBJ «DocVision»: oOmas xapakTepUCTHKA, (PYHKIIMOHAJIbHbBIC
BO3MOXXHOCTH, CpEACTBAa IOTOKOBOIO CKaHUPOBAaHUS U  PACIIO3HABAHUSA
JIOKYMEHTOB, 0COOEHHOCTH IPUMEHEHUS.

23. COHA  «Tessa»: oOmas  XapakTepuCTHKa, (YHKIMOHAJIbHBIC
BO3MOXKHOCTH, KOHCTPYKTOpP OH3HEC-NPOIECCOB, HWHCTPYMEHTBHl AHATUTHKU U
OTYETHOCTH.

24.  Cucrems! Ha matgopme «1C:IIpennpusitue»: oOuias xapakTeprucTuKa
mwiatrpopmel,  koHurypauun  «1C:/loxkymenroobopor» u  «1C:Apxusy,
(yHKIIMOHATbHBIE  BO3MOXHOCTH, OCOOCHHOCTH MHTErpallid C JAPYyTUMHU
MH(POPMALMOHHBIMU CUCTEMAMH.

6.5. @oHJ OLIEHOYHBIX CPEACTB
[Tonnelii OaHK 3agaHUid Uil TEKYIIETro, pPYOEKHBIX KOHTPOJIEH U
MPOMEKYTOUYHOM aTTECTAUUM M0 JUCUUIUIMHE, MOKa3aTeau, KPUTEPHUH, LIKaJbI
OLICHMBAHUS  KOMIIETCHIMMA, METOJMYECKHE  MaTepualibl, ONPEACIISIOIINE
IPOLIETypbl OIIEHUBAaHUS O0pPa30BaATENbHBIX PE3YJIbTATOB, MPUBEIACHBI B y4EOHO-
METOIMYECKOM KOMIUIEKCE AUCHHUILINHBL.

7. OCHOBHASA U JONOJIHUTEJIBHAS YUYEBHAS JIMTEPATYPA
7.1. OcHoBHas y4yeOHas1 IUTEpPaTYpa
1. JlokymeHTOBeIeHNE: YUeOHUK [ DnekTpoHHbIHN pecypc]/ Jlappkos H.C. - M.
: [Ipocnekr, 2016. — noctyn u3z 3bC «KOHCYIbTaHT CTyIEHTAY.
2. oxymeHntoBeaeHue [DnexktpoHHbi pecypc]: yueOnuk / H.H. Kynses,
J.H. Ypanos, A.I'. ®abpuunos; nox pex. npod. H.H. Kynsesa - M. : Jloroc, 2017.
- noctyn u3 IbC «KoHCYyIbTaHT CTyACHTAY.

7.2 lonosHUTEILHAS JIUTEpaTypa.
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1. IIpaBma 06 3JIEKTPOHHOM JOKYMEHTOOOOpPOTE [DIEKTPOHHBIN pecypc] /
I.A. Pomanos, T.H. Unbuna, A.1O. Jlorunosa - M. : JIMK Ilpecc, 2018. - goctyn
13 ObC «KOHCYJIbTaHT CTYJICHTaY.

2.  DIeKTpOHHOE  MpaBOCydue.  DJEKTPOHHBIM  JOKYMEHTOOOOpPOT
[DnexTponnsbIil pecypc] / Uyua C.}O. - M. : IIpocnekr, 2017. - noctyn u3z 9bC
«KOoHCYIbTaHT CTYJEHTa.

8. YYUEBHO-METONYECKOE OBECIIEYEHUE
CAMOCTOSATEJBHOMN PABOTHI OBYUAIOIIIUXCSI
1.  https://cyberleninka.ru/ - Hayunas osnekTpoHHass  OubnHMoTeKa
«KubepJlennnka»
2. https://www.elibrary.ru/ - Hayunas snextponnas 6ubaunoreka elibrary.ru

9. PECYPCBI CETU «<MHTEPHET»,
HEOBXO/IMUMBLIE JJI151 OCBOEHUA TNCIUAITINHBI

1. http://dist.kgsu.ru — cucteMa noaaepxku yueoHoro nporecca KI'Y;

2. http://www.vniidad.ru  —  caiit =~ Bcepoccuiickoro  Hay4HO-
UCCIIEIOBATEILCKOTO MHCTUTYTA IOKYMEHTOBEICHHS 1 apXUBHOTO JIETIa;

3. https://termika.ru — akTyajgbHble MNYyOJMKAIMK IO MpoOiemMaM
JIOKYMEHTOBE/ICHHUS 1 JICTIOTIPOU3BOJICTBA;

4.  https://edou.ru — akTyaJbHble NyONIMKAlMU 1O  mpodieMam
JIOKYMEHTOBEICHUS U JISTIOTIPOU3BOICTBA;

5. https://delo-press.ru — akTyanbHble NyOIMKAMU MO MpodiIeMam

AOKYMCHTOBCACHUS U ACIIOIIPONU3BOJICTBA.

10. YH®OPMAIINOHHBIE TEXHOJIOT'NN,
INPOI'PAMMHOE OBECHHEYEHHUE
N NTHOOPMAILIMOHHBIE CITPABOYHBIE CUCTEMbI

[Ipy yTeHnH NEKIUI UCTIONIB3YIOTCS CIAUIOBbIE TPE3CHTALUN.

MuHuManbHble TpeOOBaHUSI K OMEPALMOHHON CHCTEME M MPOTrPaMMHOMY
00ecreueHn0 KOMIbIOTEPa, UCIOIb3YEMOTO IIPH MOKA3€ CJIAWIOBBIX MPE3EHTALIUN.

st oOyuaromuxcs, o0y4arouuxcsi C HMCHOJb30BaHUEM JIMCTAHIIMOHHBIX
00pa3oBaTeNbHbIX TEXHOJIOTHI 3aHSATHUS MOJHOCTHIO WJIM YACTUYHO MPOBOMASTCS B
pEKHUME OHJIAKH.

11. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE
JANCIUITIJINHBI
KommbroTepHsiii Ki1ace, HarsiAHbIC TOCOOUS IO OCHOBHBIM pasiesiaM Kypca,
MYyJIbTUMEAUMHOE 000pynOBaHUE (IIEPEHOCHOW MEpPCOHAJIBHBIA KOMIIBIOTED,
MYJIBTUMEIUHUHBIA MPOEKTOP, MYJIbTUMEIUUHBIA SKpaH).

12. JJIsd OBYYAIOHIUXCHA C UCITOJIB30OBAHUEM
JIMCTAHIIMOHHBIX OBPA30OBATEJIBHBIX TEXHOJIOT' A
[Ipy uCHoJIb30BaHUM  DJIEKTPOHHOTO OOYYEeHHS U JAMCTAHIIMOHHBIX
oOpasoBarenbHbix TexHosoruit (manee D0 u JIOT) 3aHATHS MOJMHOCTBIO WIIU
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YAaCTUYHO MPOBOJATCSA B pexuMe oHyaiiH. O0beM NMUCIMIUIMHBI U PaCIpeIeIICHUE
Harpy3ku 1o BujgaMm paboT coorBercTByeT 1. 4.1. Pacnpenenenue Oamios
COOTBETCTBYET M. 6.2 1100 MOXKET ObITh U3MEHEHO B COOTBETCTBUM C PEILICHUEM
kadenpel, B ciydae nepexoaa Ha D0 u JIOT B mponecce oOydeHus. Pemenue
Kadeapbl 00 MCHOJIB3YEMbIX TEXHOJOTUSX U CHUCTEME OLEHUBAHMS JOCTUXKEHUN
oOyyJaroumxcsi MPUHUMAETCS C yYEeTOM MHEHHUs BEAYLIEro MpenojaBaress U
JIOBOJIUTCA 10 O0YYaIOIIHUXCS.
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[MPMJIOKEHME 1

AHHOTaIMs K paboyeil mporpaMMe JTUCITUTUTMHBI
«AHndpopManHOHHBbIEC TEXHOJIOTUHU B
TOKYMEHTAMOHHOM 00€eCIeYeHUHN YIIPABJICHUS U APXUBHOM
aese»

00pa3oBaTeIbHON MPOTPAMMbI BBICIIIETO 00pa30BaHUS —
nporpaMmbl OakajgaBpuara
46.03.02 — /lokyMeHTOBe/IeHHE U APXMBOBEICHH e

HanpapnenHocTs (mpoduib):
JlokyMeHTOBeleHHe U TOKYMEHTAI[HOHHOE o0ecrevyeHue yrpaBJieHHs

Tpynoemkocts aucummuinsbl: S 3E (180 akagemMuueckux 4acoB)
Cemectp: 6-i1 (ounast popma)
dopMa IpOMEKYTOUHOM aTTeCTalMK: JK3aMEH

CopnepxaHue JUCHUILUIMHBI

Brenenue B unhopmalmoHHble TEXHOJIOTUN

TexHauueckue cpeacTBa 00padboTku HHGOPMALIUU

KoMIibtoTepHbI€ CETH U TeIEKOMMYHUKAIMOHHBIE TEXHOJIOTUN

OCHOBHBIE POTPAMMHBIE CPEJICTBA UHPOPMALIMOHHBIX TEXHOJIOTUN

Peanuzanus 3agau JIOY ¢ moMoIibi0 TEKCTOBBIX PEIaKTOPOB

Peanuzanus 3agau JIOY ¢ nomolipio TaOIMYHBIX TPOLECCOPOB

KowmrmproTepras rpadyka 1 TEXHOJIOTHH CO3aHMS MYJTbTUMEIUHHBIX MTPE3CHTAINNA
['padrueckue BuaCO- U ayTMOPEIAKTOPHI

NudopmarmonHas 0e30MacHOCTh W 3allWTa JaHHBIX B aBTOMATH3UPOBAHHBIX
UH(OPMAITMOHHBIX CUCTEMAaX

ba3za nannbix u cucremsl ynpasienus b/1. CIIC

CucTeMbl JIEKTPOHHOTO JOKYMEHTO000pOoTa

ABTOMAaTH3aIMs APXUBHOTO JIeJia

KopnopartuBhbie HHOOPMAIMOHHBIE CUCTEMBI

CO/Jl «IupexTtym

COJl «Te3ucy»

CH /]I «Docvisiony

CDJI «Tessa»

Cucremsr 1C

30



JIMCT
perucTpanuv U3MeHeHu (10MoJTHeHUl) B pado4yIo MporpaMmmy
YueOHOH TUCIHUIINHBI
«HdopManmoHHbIe TEXHOJIOTHHM B TIOKYMEHTAIIMOHHOM O0ecre4YeHun
yIpaBJieHUs U APXUBHOM J1eJie»

HN3MeHeHus / 1ONIOJTHEHHUS B PA004YyI0 IPOrpaMmy
Ha20 /20 y4eOHbIii roa:

OTBETCTBEHHBIN NPEIOIABATENh / ®.1.0. /

W3MeHeHus yTBepkKICHbI Ha 3aceaHuu Kadeapbl «  » 20 r,
[IpoToxos Ne

3aBenytromuii kadenpoi « » 20 T.

HN3meHenus / 1onoJiHeHUs B pad04yl0 NporpamMmy
Ha20 /20 y4eOHbIii roa:

OTBETCTBEHHBIN MPEIOIABATEND / ®.1.0. /

W3MeHeHus yTBepkKICHbI HA 3aceJaHuu Kadeaphbl «  » 20 r,
[TpoTokos Ne

3aBenytromuii kadenpoi « » 20 T.
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