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1 ]_IeJII/I, 3a/lavYi U IVIAHUPYEMBIC PE3YyJbTaTbl oﬁyqunﬂ o TMCIOMIIJIMHE

K ocHOBHEIM eIAM OCBOCHU JUCHUIIIIMHBI OTHOCUTCA:

. NOJy4YeHHEe 3HaHUH B 00J1acTH pa3pabOTKU CUCTEMBI JIEKTPOHHOI'O JOKYMEHT0000-
pora (C3/]) u cucTeMsl yrpaBieHus] KOPIOPaTUBHEIMU HH(POpManmoHHeIMU pecypcamu (ECM);

. oBIafieHNe 001el MeToauKoi pazpabotku COJ] u ECM;

. 3aKperIeHUE MOTy4aeMblX B CEMECTPE 3HAHUM U HABBIKOB HA MTPAKTHUKE;

. (dbopMHpOBaHUE B3aUMOCBA3EH, NOTYyYaeMbIX B CEMECTPE 3HAHUI M HAaBBIKOB C U3Y-
YEeHHBIMU PaHEE U U3yYaeMbIX NapauIeIbHO C JAHHON NHUCUUIUIMHOM;

. HOJTrOTOBKA CTYJIEHTOB K JIESITEIbHOCTH B COOTBETCTBUU C KBaJM(PHUKAIIMOHHOHN Xa-

paKkTepUCTUKON OakanaBpa.

K ocHOBHEIM 3aJadyaM JUCIHUIIIIMHBI OTHOCATCA:

. OBJIQJICHHE HaBbIKaMU U TipruemMamu pa3zpadbotku COJ] u ECM;

. M3Y4YEHUE U OCBOCHHE TEOPETHUUECKOT0 MaTepuaa, Kak B MPOLecCe KOHTAKTHOM, Tak
U B XOJ/I€ CAMOCTOSITEILHON pabOThI;

. BBITIOJTHCHUE TIPEOCTABICHHBIX MPAKTHYECKUX 3aJlaHui pa3IUYHBIX (OpM, KaK B
IPOIIECCe KOHTAKTHOM, TaK U B XOJIE CAMOCTOSTEIbHOU padOThI;

. caMOCTOsITeNIbHAsE paboTa HaJl TEMAaTUKON JNUCHIUIUIHHBI 1711 (OPMUPOBAHUS KOMIIE-

TEHIIUA OCHOBHOM 0Opa3oBaTebHOM nmporpamMmsbl (j1anee, OOIT).

[Tnanupyemblie pe3yIbTaThl 00yUYeHHUS JOKHBI COOTHECEHBI ¢ ycTaHoBIeHHBIMU B OT1OIT un-
JTMKATOPAaMH JIOCTHKCHUST KOMITCTCHITHIA.

COBOKYMHOCTh 3aIlJIAHUPOBAHHBIX PE3YyJIbTATOB OOYYCHHS 1O AUCIMILIUHE 00ecrednBacT
(GopMHpOBaHUE Y BBHITYCKHUKOB BCEX KOMIIETCHIIMH, YCTAHOBICHHBIX 00pa30BaTEIbHOM MpOorpam-

MOM.

O6IHerO(1)eCCI/IOHaJ'IBHBIe KOMIIETCHIIMU BBIITYCKHHUKOB U MHIAUKATOPHI UX JOCTHKCHUA

CriocoOeH npuHUMaTh
IPUHLINIIBI pabOTHI CO-
BpPEMEHHBIX HH(pOpMa-
IIUOHHBIX TEXHOJIOTUH U
POTPaMMHBIX CPEJICTB,
B TOM YHUCJIE OTEYe-
CTBEHHOTO ITPOU3BOJI-
CTBa, ¥ MCIIOJIb30BATh UX
NIPY PEIICHUH 3a/1a4
npodeccuoHaNbHOM Jes-
TEIBHOCTH

Kox xommne- | HammeHoBaHue NuaukaTopsbl IVIAHUPYEMBbIX pe3yJib-
TEHLHH KOMIIETEHLIMH TATOB 00Y4YeHHS 10 JUCIHUILINHE
OIIK-2. NOIIK-2.1. 3naer coBpeMeHHbIE MH(OpMAIH-

OHHbIE TEXHOJIOTUU U MPOrPaMMHBIE CPE/ICTBA,
OCHOBHbIE BUJbI U MPUHIMIIBI PabOTHl HHDOP-
MaI[MOHHBIX CHCTEM U MH(OPMAIIMOHHBIX TEX-
HOJIOTH; CIIOCOOBI BHEAPEHHsI M HHTErparuu
COBPEMEHHBIX NH(POPMAIIMOHHBIX CUCTEM, CIIO-
COOBI OIIEHKM HEOOXOIMMOCTH MCIOIb30BAHHUS
IIPOrPaMMHBIX CPEJICTB.

NOIIK-2.2. YMeeT HCHNONB30BATh COBPEMEH-
Hble WH(GOPMAIMOHHBIE TEXHOJOTHH H TIPO-
rpaMMHBIE CPECTBA, KaK B paMKaX OTJEIbHOTO
NPEeNNpUsITHsI, TaK U B paMKax KOpPIOpalHid,
rOCYJJapCTBEHHBIX CUCTEM; BHEPATh U HacTpa-
UBaTb COBPEMEHHblE WH(POPMALMOHHBIE CH-
CTEMBI, TPOBOAUTH UHTETPALIAIO PA3INYHbIX UH-
(OpMAallMOHHBIX CHUCTEM U  MPOTPaMMHBIX
CpPEJICTB, OLIECHUBATh HEOOXOJUMOCTb HCIIOIb30-
BaHUs MPOrPaMMHOIO CPEJCTBA AJISl pELIEHUs
3ajau.

NOIIK-2.3.BnaneeT HaBbIKaMy IPUMEHEHUS
COBPEMEHHBIX HHGOPMAIIMOHHBIX TEXHOJIOTHI




U IIPOTPAMMHBIX CPEACTB, IIPU PEIICHUH 3a1a4
B Pa3iIMYHBIX OTPACIAX, BHEAPEHUS U
HACTPOWKH COBPEMEHHBIX HH(POPMAITMOHHBIX
CHCTEM, OLICHKH HEOOXOAMMOCTH UCII0JIb30Ba-
HUSI IPOTPAMMHBIX CPEJICTB U MH(POPMAIIUOH-
HBIX CUCTEM JUIs PELICHU 3a4a4.

2 MecTo ITMCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOW MPOrpamMMbl

JucturnnmHa « DIeKTPOHHBIN TOKYMEHTO000POT» OTHOCUTCSA K YaCTH, OPMUPYEMOM ydacT-
HUKaMU 00pa30BaTeNbHBIX OTHOIIEHUH O6510Ka b1.

JucumminHa B3aMMOCBSA3aHa JIOTUYECKH M COAEPKATEIBHO-METOAUYECKH CO CIEAYIOUUMHU
aucuurmuHaMu U npaktukamu OITOIT:

Kommynuxkanus B UT-chepe;

JlokymMeHTupOBaHHE 3TanoB )ku3HeHHoro nukia UC;

HopmaTtuHoe perynupoBanue BHenpeHus u skcruryatanuu UC.

3 CTpykKTypa U coepkaHue TUCUUIINHBI
OO11ast TPYI0E€MKOCTh AUCIUILIAHBI COCTAaBIACT 2 3adeTHbIX(e) eaunuiy(p) (72_dgaca).

3.1 Buabl yueOHOii padoThI H TPYA0EMKOCTh
(mo ¢popmam oGyueHus)

3.1.1 Oynas popma oOyueHus

Ne . Koan4yectBo CemecTpnl
Buj yueOHoii padoThl
n/n 4yacos 1
1 | AyauTopHble 3aHATHS 32 32

B ToM umucie:

1.1 | Jexuuu 4 4

1.2 | CemuHapckue/mpaKkTHUECKUE 3aHIATUS

1.3 | JIabopaTopHbIe 3aHITHS 28 28
2 | CamocTosiTesibHAsI padoTa 40 40
B Tom uucne:
2.1
2.2
3 | IIlpomekyTOUHAs aTTeCTALMS
3auet/aud.3auer/s3K3aMeH 3a4er 3auer
Uroro: 72 72

3.1.2 OunHo-3a04Has popma 00ydeHUs
O6pa3oBarenbHON IpOrpaMMoOi He IPeyCMOTPEHa

3.1.3 3aounas ¢popma o0ydeHus
OO6pa3zoBarenbHOI MporpaMMoit He IPeyCMOTpEeHa

3.2 TemaTnuyecKuii NJIaH U3yYeHUS TUCIHUILIMHBI
(mo ¢popmam oGyueHus)

3.2.1 Ounas popma 00yueHus



n/n

Pa3genabl/TeMbl
JUCHMILINHBI

TpyroeMKoCTh, 4ac

Bcero

AyauTopHas padora

Jlexuun

CemuHapckue/
MIPAKTUYCCKHE
3aHATHS
JlaGopaTopHbie
3aHATHS

[IpakTuyeckas

noaAroToBKa

CamocTosaTeib-

Hasi paboTa

Tema 1 - OCHOBHBIE TTOHATHUS

SN

Jlabopartopnas pa6ora Ne 1 Cxema 6us-
Hec-TIpolecca.

Tema 2 - @ynkimonan COJl u ECM

SN

®Oynkunonan COJ1 u ECM: Buennuii
BJ10. JlaboparopHas padota Ne 3
BHemnuii 251eKTpOHHBIN TOKYMEHTO-
obopoTt

Oynknuonan COJl u ECM:
VYnpasnenue apxuBamu. JlaboparopHas
paborta Ne 4 YnpaBneHnue apXxuBamu

@ynkimonan COJ[ u ECM: Workflow
U ynpasieHue 6usHec-nporeccamu. Jla-
6oparopnas pabota Ne 5 Workflow u
yrpaBjieHrue OU3HEeC-TPOIECCaMu

®ynkunonan COJ1 u ECM: Vnpasie-
HUE 3aIHCIMU H JeIIOTPONU3BOICTBO.
JIaGopartophas pabota Ne 6 Ympasie-
HUE 3aIHCSIMH H JEIIONPOU3BOICTBO

®ynkumonan COJl u ECM:
OnekTpoHHas udpoBast MOAMUCH.
JlabopatopHas pabota Ne 7
OnekrpoHHas udpoBas MOAIKUCH.

Nurerpanus ECM B BeO-cpeny.
JlaGopatopHas padota Ne 8 MHTerpamms
ECM B BebO-cpeny

10

Tema 3 - [IpaBoBbIE aCIEKTHI.
Jlabopatopnas pabota Ne 9 [IpaBoBbie
aCIEKThI

dopma aTTecTAalNU

3a4€CT

Bcero yacos no AUCHUIVINHE HA TIEPBOM
Kypce

72

28

40

3.3 ConepxaHue TUCHUINTHHBI

Tema 1 - OCHOBHBIE ITOHATHUS

[Tonsarue snmekTpoHHoro nokymenta, CoJI, ECM.
Tema 2 - ®yukuuonan COJl u ECM
Oynkumonan u knaccudukanus COJ] u ECM-cucrem. Oco6eHHOCTH XpaHe-

HUS ¥ YIPaBICHUS JOKYMEHTaMH paznudnoro ¢popmata. Buemnuit 3/10. Pabora ¢

pacxoxnaenussMu B 3/]0. Opranusanus CUCTEMBI JIEKTPOHHOTO apxuBa. KiroueBbie

npo0eMbl 1 BOBMOXHOCTH yIipaBieHus: ousHec-mpoueccamu. Workflow u ero mecro

6




B ECM-cucremax. Record Management. [IpoGiemsr 1 TpeOGoBanus B 001aCTH yIIpaB-
nenus 3anucsmu. Pexomenaaruu no npumenenuto J11 (3LI1) u opranuzauuu opu-
JUYECKU 3HAYMMOT'O JIEKTPOHHOTO JOKYyMEHTO000poTa. J[0cCTOBEpHOCTh TOKYMEH-
TOB, 0€30MACHOCTD, Apyrue cBsizaHHble TepMuHbl. UnTerpamus ECM B BeO-cpeny:
dbynkuuonan cepucoB Google 17151 paboThl ¢ KOPHOPATUBHBIM KOHTEHTOM, (PYHKIIUU
CUCTEMBI YIIPaBIEHUS KOHTEHTOM.

®yukuuonaa CI/0 u ECM: Buemnuit /10

Buibl BHEHIHETO 2JIEKTPOHHOTO JOKYMEHTO000pOTa. BHIbl BHEITHUX 3JI€K-
TPOHHBIX IOKYMEHTOB. PaboTa ¢ pacxoxaenusmu B D/]0.

@®yuknuonaja CIJl u ECM: YnpasiieHue apxuBamu

N3yuenune ¢pyHKIMI 1 BO3MOKHOCTEHN 2JIEKTPOHHBIX apXUBOB
(datawarehouses). Opranu3zaiusi CHCTEMbI AJIEKTPOHHOTO apXuBa. AMMapaTHbIE pe-
LICHUS.

®yukunonaja CI/l u ECM: Workflow n ynpasienue Ou3Hec-nmpoueccamu

KiroueBbie mpo0aeMbl U BO3MOKHOCTH YIIPABIEHUs OU3HEC-TIPOIIECCaMU.
Workflow u ero mecro 8 ECM-cucremax.

®yukuuonaa CI/l u ECM: Ynpasiienune 3aniucMHU M 1eJ10NPOU3BOICTBO

Paznmuuus B repmunax «Kanuenspusi» u «YnpasiieHue 3anucsimMmm», Record
Management. IIpo6iiemsl u TpeOoBaHUs B 00acTu yrpasieHus 3anucamu. OcoOeH-
HOCTH apXUTEKTyphI 11 paboTel ¢ HopmaTuBHO-cripaBouHoit nHpopmanueit (HCU).

@®yukunonaja CI/l u ECM: Jaexkrponnas undposas noanuch

Pexomenannu no npumenenuto I (D1I1) u opranuzanuu PUANIECKU 3HA-
YUMOT0 3JIEKTPOHHOTO TOKYMEHT0000poTa. J[0CTOBEpHOCTh TOKYMEHTOB, Oe30mac-
HOCTb, IPYTUE CBA3aHHBIC TEPMUHBI.

HNurerpauus ECM B Be4-cpeny

Oynkimonan cepBrucoB Google /ist paboThI C KOPIIOPATUBHBIM KOHTEHTOM,
TYTJI-CalThl, GYHKIIUNA CUCTEMBI YIIPABICHUS KOHTEHTOM.

Tema 3 - [IpaBoBbie aceKThI

3akoHojaTenbHble akThl PD, 3aTparuBaroiiyre BONPOCH! 3JIEKTPOHHOTO JI0KY-
MeHTo00opoTa. HopMaTuBHO-METOAMYECKHUE TOKYMEHTBI, PETYJIUPYIOIINE COBPEMEH-
HYI0 OpraHU3alMIo 3JIEKTPOHHOTO JOKYMEHTO000poTa. OTeYeCTBEHHbIE CTAHIaPThI,
KOTOPBIMU HEOOXOIMMO PYKOBOJICTBOBATHCS MpH ucnonb3zoBanuu COI u D]1. Mex-
JTyHApOJHBIC CTAHAAPTHI B 00JIACTH DJIEKTPOHHOTO JOKYMEHTO000POTA.

3.4 TemaTnka CEMUHAPCKUX/MIPAKTHYECKUX H JIAOOPATOPHBIX 3aHSATHH.

3.4.1 JlaGopaTopHble 3aHATHUS

JlabopaTtopnasi padora Ne 1 Cxema Ou3Hec-nmpouecca

Heap padotbl: M3ydyeHue npaBui 1 0COOEHHOCTEN pabOThI ¢ BHYyTPEHHUMH JIOKyMEHTAMU
opraHu3amuu u ousHec-nporeccamu komnanuu B ECM-cucreme. [lonsaTue cBsizel u OTIIMYNN
210, CO, ECM.



PesynbraT pabotsl: Paspaborannas cxema OusHec-npouecca B Hotanuu BPMN, koropas
wnTrocTpupyet padory B ECM-cucteme ¢ BHYTpEHHUMH UCXOISAIIMMHA JOKyMEHTaMH (perucTpa-
V51, BU3UPOBAHUE, NCTIOTHEHHUE ), TIOUICKAITIMH PETUCTPALIHH.

JlaGopaTopHas paGora Ne 2 YnpaB/ieHHe BH/1€0-KOHTEHTOM

Heanb padorel: U3ydenne pynknmnonana u kiaccuduranuun CIOJ] u ECM-cuctem, a Takxke
0COOEHHOCTEH XpaHeHHS U YIIPaBICHUS JOKYMEHTaMH pa3IMyHoOro ¢popmara: Meaua-1aHHble, Yep-
TEXHU U IPOYUN KOHTEHT.

PesynbraT paboTsl: PazpaboTaHHblil clieHapuil ynpaBieHUs: BUACO-KOHTEHTOM JUIs Ipe/l-
TPUSATHSL.

JlabopaTopHasi paGora Ne 3 BHemiHMii 3/1eKTPOHHBIN JOKYMEHTO000pPOT

Henb paboter: M3ydenue nopsiaka paboTsl C BHEITHUMH JICKTPOHHBIMH JOKyMeHTamMu. Pac-
CMOTpPEHHUE TAaKUX BOIPOCOB, KaK BU/IbI BHELIHETO AJIEKTPOHHOTO TOKYMEHTO000pOTa, BU/IbI BHEII-
HUX JIEKTPOHHBIX IOKyMEHTOB, pabota ¢ pacxoxaeHusmu B J10.

PesynbraT pabotsl: PazpaboTaHHbIi JOKYMEHT «AKT IPUEMKHU c1auu padoT (YCIIyT)».
JlabopaTropHnasi padora Ne 4 YnpaB/jieHue apxuBaMu

Henb pabotel: 3yuenue GpyHKIUI 1 BO3SMOXKHOCTEH JIEKTPOHHBIX APXUBOB
(datawarehouses). Opranuzanys CUCTEMBI JJIEKTPOHHOTO apXuBa. ANnapaTHbIE PELLICHUS.

PesynbraT pabothl: Pa3paboTaHHbli perinaMeHT nepegadn J0KyMEHTa B JOJITOBPEMEHHbII
apXuB.

JlabopaTopHas padora Ne S Workflow n ynpasienue 0n3Hec-nponeccamu

Hens pabotel: M3yueHue kiroueBbIX MpoOIeM U BOZMOKHOCTEH yIpaBiieHUs: OU3HEC-TIpo-
neccamu. Workflow u ero mecro B8 ECM-cucremax.

Pesynbrar paboter: PaspaboTaHHbIif periiaMeHT Ou3Hec-mpoIecca.
JlabopaTopHasi paGora Ne 6 YnpaBJ/ieHHe 3alIHCSIMH H 1€JIONPOU3BOACTBO

Henb padoter: U3ydenue pazmuuust B TepMuHax «KaHnenspus» u « YIipaBiIeHUE 3aUCIMI,
Record Management. OcoOeHHOCTH apXUTEKTypHI 171 padoTsl ¢ HopMaTHBHO-CcIIpaBOYHOI HHQOP-
manueit (HCH).

PesynbraT pabothl: Pa3zpaboTanHas crctema pa3ziesioB peecTpa.
Jlaboparopnasi padora Ne 7 JjiekTponnasi ungpoBasi noANUChH

ens paboter: M3yuenue npasmi u ocodennocteit npumenenus D11 (OLI1) u opranuzanun
IOPUIMYECKN 3HAYMMOTO 3JIEKTPOHHOTO JIOKYyMEHT0000poTa. JJ0CTOBEpHOCTh TOKYMEHTOB, 0€3-
OIMACHOCTb, IPYTHE CBSI3aHHBIC TEPMUHBI.

Pesynbrar pabotel: PaspaboTanHblil periiaMeHT nojgauu aexiapanuu npeanpustas B OHC.
JlaGopatopnas padora Ne 8 Unrerpauuss ECM B BeO-cpeny

Lens padoter: M3yuenune GpyHkmuonana cepsucoB Google s paboThl ¢ KOPIIOPATUBHBIM
KOHTEHTOM, T'yIJI-CaiiTOB, PYHKITUI CHCTEMBI YIIPaBJICHUS KOHTEHTOM.

Pesynbrat paboThl: Pa3paboTaHHBIi peraaMeHT B3auMOJICHCTBUS COTPYIHUKOB IPEAIPHUs-
tus ¢ Google-cepBucamu.

Jlaboparopnasi padora Ne 9 [IpaBoBble acneKThI

Ienb pabotel: M3ydeHue TeKyIero 3aKkOHOAaTENIbCTBA B chepe AIMEKTPOHHOTO JTJOKYMEHTO-
obopota u COJI/ECM.

Pesynbrat paboTel: Pa3paboTaHHbIi periaMeHT MPHUIAHUS FOPUINICCKON CHITBI JOKYMEHTY
cornacHo TpedoBanusm ['OCT 6.10.4-84.



3.4.2 CeMmnHapcKue/npaKTHYeCKHe 3aHATHS
He 3annanupoBanbl yueOHBIM IIIAHOM

3.5 TemaTnka KypcoBbIX NPOEKTOB (KYPCOBBIX padoT)

He npenycmotpeno
4  YyeOHO-MeTOAMYECKOe U MH(OPMALIMOHHOE oOecieyeHne

4.1 HopmatuBHbie 1okyMeHTHI 4 OCThI

1. ®enepanbhblii 3akoH oT 29 nexadps 2012 roga Ne 273-03 «O6 o6pa3oBanuu B Poccuiickoit
Oenepanum» (C IBMEHEHHUSIMU U JOTIOTHECHUSIMU );

2. @enepanbHbIi rocy1apcTBEHHBINH 00pa30BaTENbHBIN CTaHAAPT BHICILIET0 00pa3oBaHus - Oa-
KaJaBpHar 1o HanpasiyieHuto noarotosku 09.03.03 Ipukiagnas nuHbpopMaTuka, yTBepKACHHbIN IpU-
Ka3oM MuHucrepcTBa odpazoBanus u Hayku Poccuiickoit ®@eneparun ot 19.09.2017 Ne 922.

3. [Ipuka3 Munucrepctsa oOpazoBanus u Hayku PD ot 05 anpesnst 2017 . Ne 301 «O06 yTBep-
xaenun Ilopsaka opraHuzanuy U OCYIIECTBICHUsT 00pa30BaTEIbHONW JESTEIbHOCTH 10 00pa3oBa-
TEJIbHBIM IIPOrpaMMaM BbICIIEr0 00pa3oBaHus — MporpaMmam OakajaBpuara, porpaMMam clienua-
JUTETa, IPOrpaMMaM MarucTpaTypsbl;

4. ITopsnoK MpoBeIeHUS TOCYAapCTBEHHOM UTOMOBOM aTTeCTallK 10 00pa3oBaTeIbHbIM IIPO-
rpaMMaM BBICILIEro 00pa3oBaHus — IporpaMMaM OakajiaBpuara, porpaMmmam crenuainTeTa u npo-
rpaMMaM MarucTpaTyphbl, YTBEpKIEeHHbINA npuka3zoM MunoopHayku Poccun ot 29 uronst 2015 r. Ne
636;

5. TlonoxeHue o MPaKTUUECKON MOATOTOBKE 00YYAIOIIKXCS, YTBEPKACHHOE MTPUKa3oM Mu-
HHUCTEPCTBA HAyKH M BhIcIIero oopa3osanus Poccuiickoit denepanuu 1 MuHUCTEPCTBA MPOCBEILIE-
uust Poccuiickoit @enepanuu ot 5 aBrycra 2020 r. Ne 885/390;

6. YcraB 1 J0KaJIbHbIE HOPMAaTHUBHBIE aKThl MOCKOBCKOT'O MOJIUTEXA

Ob6nactu npodeccroHaIbHOM AesTeNbHOCTH U chepbl MPOPECCHOHATBHON 1eATEIbHOCTH, B
KOTOPBIX BBITYCKHHKH, OCBOMBIINE MpOrpaMMy OakaiaBpHara (Jajiee - BBITYCKHUKH), MOTYT OCY-
HIECTBIIATH TPO(ECCUOHATIBHYIO J1€ATEIbHOCTb!

06 CBs13b, MHPOPMALIMOHHBIE U KOMMYHHMKAIIMOHHBIE TEXHOJIOTUH (B cdepe MPOEKTUPOBa-
HUS, pa3pabOTKy, BHEIPEHUSI U SKCILTyaTalluy CPEJCTB BHIYMCIUTEIBHON TEXHUKU U MHPOPMAIIUOH-
HBIX CUCTEM, YIIPABICHHS UX KU3HEHHBIM LIUKIIOM)

BbInycKHUKH MOTYT OCYIIECTBISATH MPO(PECCUOHANBHYIO AESITEIbHOCTD B IPYTUX 001aCTIX U
(unmn) chepax npodeccuoHanbHOM EeSTENFHOCTH NPH YCIOBUU COOTBETCTBHS YPOBHS X 00pa3oBa-
HUS U TIOJTyYEHHBIX KOMIETEHIINH TPpeOOBaHUAM K KBATU(PHUKAIUU paOOTHUKA, IPEABABISAEMbIM CO-
OTBETCTBYIOLIUMHU POGECCUOHATBHBIMHU CTaHAAPTaMU

4.2 OcHoBHasi IUTEpaTypa

1. bo6riieBa, Mapuna [1aBnoBHa. YmpaBiaeHUECKHH TOKYMEHTOOOOPOT: OT OyMa)KHOTO

K 2JeKkTpoHHOMY [Tekct]: Bompockl Teopun u npaktuku / M. II. boOsueBa. - Mocksa: TEP-
MUKA.PY, 2019. - 379 c: uin., tadi.; 22 cm.; ISBN 978-5-6040204-6-3

2. Mexaynapoansiii cranaapt ISO/IEC 26300 Uudopmanmonnsie TexHonoruu — dop-
Mat Open Document mist opucHbix npunoxenuii (OpenDocument) v1.0 [DnekTpoHHBIN pecypc]. —
URL: http://wiki.harlamenkov.ru/wiki/RU/document_formats/isoodf (nara oOpartieHus:
29.05.2019).

3. ISO / IEC 29500-1: 2016 UHdopMaiimoOHHBIE TEXHOJIOTHH. SI3bIKH OMCaHUs U 00pa-
6otku noxkymeHtoB. @opmartsl daitnoB Office Open XML. Hacts 1. OcHOBHBIE TIOJIOKEHUS U CIIpa-
BOYHHK 10 53bIKY pa3metku. — International Organization for Standardization, 2016. — 5036 c. ISO /
IEC 29500-2: 2012 MudopmanmoHHble TEXHOJOTUH. S3bIKK onucaHus U 00pabOTKH TOKyMEHTOB.
dopmarsr daitnos Office Open XML. Hacts 2. Cornatenusi 00 OTKpbITOH ymakoBke. — International
Organization for Standardization, 2012. — 138 c.



4. ISO / IEC 29500-3: 2015 NHdpopMaIiMOHHBIE TEXHOJIOTHH. SI3bIKH OTUCaHUS U 00pa-
6otku nokymenToB. @opmartsl daitnos Office Open XML. Yacts 3. CoBMECTUMOCTh U pacuInpsie-
MocTbh pa3meTku. — International Organization for Standardization, 2015. — 42 c.

5. ISO / IEC 29500-4: 2016 WHdpopMaIiMOHHbIE TEXHOJIOTHH. SI3bIKK OMUCAHUS U 00pa-
6otku nokymenToB. @opmartsl daiinoB Office Open XML. Yactp 4. @yHKINY EPEXOAHON MUTPa-
un. — International Organization for Standardization, 2016. — 1550 c.

6. ISO /IEC TR 29166: 2011 UndopmanroHHbIe TEXHOIOTHU. SI3BIKKM OMHUCAaHUS U 00-
pabOTKH TOKYMEHTOB. PykoBozsmme ykazanus 1o nepeBoay Mexuay ¢popmaramu 1oKkymeHToB [SO /
IEC 26300 u ISO / IEC 29500. — International Organization for Standardization, 2011. — 168 c.

7. HanoHanbHBIA rapMonn3upoBanHelii [[OCT P NCO/MOK 26300-2010 «HMudopma-
onHas TexHoaorus. @opmar Open Document miist opucHbix nmpunoxenuit (OpenDocument) v1.0y.

4.3 JlonoTHUTEIbLHAA JJUTEPATypa

1. XapnamenkoB A.E. bazossie konnenmuu punocodpun OpenOffice.org [DnekTpon-
HbI pecypc]. — URL:
http://wiki.harlamenkov.ru/wiki/RU/kb/philosophy/basic_concepts_of philosophy _openoffice_org
(mara obpamenus: 29.05.2019).

2. XapnamenkoB A.E. @unocodus OpenOffice.org [DnexTponnsiii pecypc]. —-URL:
http://wiki.harlamenkov.ru/wiki/RU/kb/philosophy (nata o6pamenus: 29.05.2019). AxtuBHbBIC U
MHTEPaKTUBHBIE 00Pa30BaTEeIbHbIC TEXHONOTHH ((DOPMBI MPOBEACHUS 3aHIATHI) B BBICIIEH IIKOJIE:
yuebnoe nocodue. — H. Horopoa, HHI'ACY, 2013
https://nngasu.ru/education/high_education/education_manual.pdf?ysclid=116h1upnz0471799586&
utm_source=ya.ru&utm_medium=referral&utm_campaign=ya.ru&utm_referrer=ya.ru

4.4 JnexkTpoHHBIE 00pPa30BaTeIbHbIE PeCypPChI

1. Kypc DneKTpOoHHBINH JOKYMEHTOO00pOT
https://Ims.mospolytech.ru/course/view.php?id=2585

4.5 JInueH3u0HHOe ¥ CBOOOIHO pacnpocTpaHsieMoe NPorpaMMHoe odecriedeHue

1. Microsoft Windows.
2. Beb6-6paysep, Chrome.

4.6 COBpeMeHHbIe npmbeccnonaﬂbnue 0a3bl JAHHBIX U I/IH(])OpMaIII/IOHHLIe ciupa-
BOYHbIC¢ CUCTEMBI

1. ®denepanbHas rocyJapcTBEHHAs HHPOPMAaLMOHHAs cucTeMa - HannoHnanbHas siek-
TpoHHas 6ubauorexa (HOB) https://H36.pd
2. CrpaBouHO-uH(popMaIoHHbIH nopTtain ['pamota.py http://www. gramota.ru/

5 MarepuajbHO-TeXHUYECKOe o0ecredeHne

JlaGopaTopHbie pabOThI U cCaMOCTOsITeNbHAs paboTa CTYACHTOB JOJKHBI IPOBOIUTHCS B CIIE-
LUAJIU3UPOBAHHOMN ayJUTOPUH, OCHAILIEHHON COBPEMEHHON OPI'TEXHUKOU U MIEPCOHATIbHBIMU KOMIIb-
I0TEPaMM C MPOrPaMMHBIM 00€CIIEYEeHHEM B COOTBETCTBUU C TEMAaTUKON M3y4aeMOIro Marepuala.
Yucno pabounx MecT B ay IMTOPHH JOJIKHO OBITh IOCTaTOYHBIM Ul OO€CTIeYeHNs] MHIUBU Y aJIbHON
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https://nngasu.ru/education/high_education/education_manual.pdf?ysclid=ll6h1upnz0471799586&utm_source=ya.ru&utm_medium=referral&utm_campaign=ya.ru&utm_referrer=ya.ru
https://nngasu.ru/education/high_education/education_manual.pdf?ysclid=ll6h1upnz0471799586&utm_source=ya.ru&utm_medium=referral&utm_campaign=ya.ru&utm_referrer=ya.ru
https://lms.mospolytech.ru/course/view.php?id=2585
https://нэб.рф/

paboTel cTyIeHTOB. Paboyee MecTo mpemnogaBaTelis JOKHO ObITh OCHAIIIEHBI COBPEMEHHBIM KOMITb-
I0OTEPOM C MOJKJIIOYEHHON K HEMY JIEKTPOHHON JOCKOM.

6 MeToauuecKue peKoOMeH AU

6.1 MetoanuecKkue peKOMeHIAUH IS TIPENoAaBaTe/Isi M0 OPraHu3auuu 00y4yeHust

[Ipn moAroToBke K 3aHATUSAM CIEAYET MpPEIBApUTENIbHO MpopadoTaTh MaTepuan 3aHsITHS,
IPEyCMOTPEB €ro MoJlayy TOYHO B OTBEJEHHOE JJIsl 3TOro BpeMs 3aHATus. CienyeT MoAroToBUTh
HE0OXO0JMMbIe MaTepHallbl — TEOPETUYECKUE CBEICHUS IS JISKIHA, 3a/1a4ul U1 JJaOOpaTOPHBIX pa-
6ot u ap. [lpu npoBeneHnu 3aHATHS clieAyeT KOHTPOJIUPOBATH [01avy MaTepHalia U pelieHue 3aa-
HUI ¢ y4eToM y4eOHOro BpeMeHH, OTBEICHHOTO JUISl 3aHATHUS.

IIpu mpoBepke pabOT M OTYETOB CJIEIYET YUUTHIBATh HE TOJIBKO MPABUIBHOCTD BHITOJTHEHUS
3aganuii JJabopaTopHBIX paboT, HO M ONITUMAIIEHOCTH BEIOPAHHBIX METO/IOB PEIIEHUS, TPAaBUIIBHOCTh
BBIIIOJIHEHHSI BCEX €0 1IaroB.

6.2 MeToanyeckue yKa3aHusi 1J1s1 00YyYAIOUIUXCS M0 OCBOECHHIO U CHUTLIHHBI

N3yyenne quCIUIUIMHBI OCYIECTBISIETCS B CTPOIOM COOTBETCTBUU C 1I€JIEBOI YCTaHOBKOM B
TECHOH B3aUMOCBSI3U yueOHBIM I1IaHOM. OCHOBOM TEOPETHYECKOI OATOTOBKU CTYIEHTOB SIBIISIOTCS
ayJUTOPHBIE 3aHATHUS U JIEKIIMU, MaTE€pUaIbl JAOOPaTOPHBIX PaloT.

B npouecce camocToATeNbHOM pabOThl CTYAEHTHI 3aKPEIUISIIOT M yIIIyOJISIOT 3HaHUS, MOJTY-
YEeHHBIE BO BPEMsl ayIUTOPHBIX 3aHATUH, 10pabaThIBaOT KOHCIEKTHI M 3aIIMCH, TOTOBATCS K IIPOBE-
JICHUIO0 U 00pabaThIBAIOT PE3yJIbTaThl JTJA0OPATOPHBIX PabOT, TOTOBSTCS K IPOMEXYTOYHON aTTecTa-
IIUH, a TAKXKE CAMOCTOSITEIIbHO N3Y4atOT OT/AEJIbHbIE TEMbl YU€OHOU MTPOrpaMMBl.

Ha 3aHsATHSAX CTYy/I€HTOB, B TOM YHUCIIE MIPEAINOJIaralolinX NPaKTUYECKYIO A€ITeIbHOCTD, OCY-
IIECTBJISETCS 3aKpEIICeHUE MOTYYEHHbBIX, B TOM UHCJIE U B IIPOLIECCE CAMOCTOATEIbHON paboThI, 3HA-
Huil. Ocoboe BHUMaHKe 0OpalaeTcs Ha pa3BUTHE YMEHHUH M HABBIKOB YCTAHOBIICHUS CBSA3U MOJIOXKE-
HUI Teopuu ¢ npodeccHoHaNBbHON eATeIbHOCTRIO0 Oy IyIIero crennanicra B ooaactu Bed-TexHo-
JIOTHUH.

CamocrosTenbHas paboTa OCYIIECTBIAETCS MHAMBHIYadbHO. KOHTpOIb caMoCTOsTEIbHOM
paboThI opranu3yercs B IBYX Gopmax:

. CaMOKOHTPOJIb M CAMOOIIEHKA CTY/IEHTA;

. KOHTPOJIb CO CTOPOHBI IIpenojaBaTeiel (TEKYIUi U MPOMEKYTOUHbIH ).

Texymuit KOHTPOJIb OCYIIECTBIISECTCS HA Ay AUTOPHBIX 3aHATHUSIX, TPOMEXKYTOUHBIA KOH-
TPOJIb OCYILECTBIIAETCS B MUCBMEHHOM (YycTHOM) hopme.

KputepusimMu olleHKH pe3yIbTaTOB CaMOCTOATENBHOM pabOThl CTYICHTA SBJISIOTCA:

. YpOBEHb OCBOEHUS CTYJIEHTOM yueOHOr0 MaTepHarna;

. YMEHHUS CTYACHTA UCTIONB30BaTh TEOPETHUECKHUE 3HAHUS TIPH BBHITIOTHEHUH MPAKTHU-
YeCKHX 3a/1a4;

. c(hOopMUPOBAHHOCTH KOMIIETEHITUH;

. odopmIieHre MaTepHalia B COOTBETCTBUU C TPEOOBAHUSIMHU.
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7 ®oHJ OLEHOYHBIX CPE/ICTB

7.1 MeToabl KOHTPOJISl U OLICHUBAHUA Pe3yJ1bTATOB 00yUeHUs

B npouecce o0yueHMst HCTIONIB3YIOTCS CIIEAYIOLINE OLEHOYHbIE (POPMBI CAMOCTOSITEIBHOM pa-
OOTBI CTYJICHTOB, OLIEHOYHBIE CPEJCTBA TEKYILIETO0 KOHTPOJIS YCIEBAEMOCTH U MPOMEXKYTOUYHBIX aT-
TECTaLUU:

*  Onpocsl pa3zesnos.

*  KOHTpOJIbHBIE BOIIPOCHI Pa3JIENoB.

* TectupoBaHue (UTOrOBBIN TECT).

» [loagroroska k JIabopaTopHBIM paboTaM M MX 3aIUTA.
* [loaroroska k 3auery.

OO0pa3upbl 3a1aHull U IPOBEIEHHS TEKYLEro KOHTPOJIs, OaHKa TECTOBBIX 3aJaHUN IpuBe-
nensl B Paznene 7.3.1.

[IpomexxyTouHas arrectanus oOydaromuxcst B (popMe 3a4éra IpOBOJUTCA MO pe3ybTaTaM
BBINOJIHEHHSI BCEX BHJIOB yU4eOHOM pabOThI, MPelyCMOTPEHHBIX YUEOHBIM IIJIAHOM IO ITaHHOW TUCLIH-
winHe (MOAYIIO), IPU 3TOM YUUTBIBAIOTCS PE3YJIbTAThl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH B TeUe-
HHe ceMecTpa. OIeHKa CTENeHN JOCTIKEHUS 00yYaroIUMUCS TNIAHUPYEMBIX PE3YIbTaTOB 00YUECHHUs
[0 JUCLMIUIMHE (MOAYJIIO0) IPOBOAMUTCS IPENOAABATENEM, BEIYIIUM 3aHATUSA M0 AUCLUILIMHE (MO-
JyJII0) METOJ/IOM dKCIIEPTHOM olleHKHU. [1o uToram npomexyTouHOM aTTecTalluy 1o JUCHUILINHE (MO-
JTyJII0) BBICTABJISIETCS OLIEHKA «3aYTEHO» UJIM «HE 3aUTCHOM.

K mpomexyTo4HON aTTecTalyy IOIYyCKAOTCS TOIBKO CTYACHTHI, BBIIIOJIHUBIINE BCE BHUJBI
yueOHOIl paboThl, pelyCMOTpEHHbIE pabodell IpOrpaMMoil 10 JTUCIHMILIMHE — BBIIOJIHEHUE U 3a-
muta JIabopaTopHbIX paboT COTIACHO MOJYYEHHOMY 33JaHHUIO C TOCTH)KEHHUEM TTOPOrOBOro 3Haue-
HUS OLIEHKH.

OO0pa3upl BOIpOCOB AJIsl MPOBENEHUS MPOMEKYTOUHBIX aTTeCTaluil MpUBEAEHBI B Pa3nene
7.3.2.

7.2 lllkana u KpUTEpHUH OLIEHUBAHUS Pe3y/JIbTATOB 00y4YeHHSsI

Ikamaa one-
HUBaHUSA

Onucanue

BoinonHeHs! Bce BUIbI yueOHOM pabOThI, IPEyCMOTPEHHbIE YU€OHBIM I1J1a-
HOM. CTyZIeHT IEMOHCTPUPYET COOTBETCTBHUE 3HAHUM, yMEHUI, HAaBBIKOB IpU-
BEJICHHBIM B Ta0JIMIIaX MTOKa3aTesel, onepupyeT NpUOOPETeHHBIMUA 3HAHUSIMH,
3a4yTeHo YMEHUSMH, HaBbIKaMH, IPUMEHSIET UX B CUTyallUsAX MOBBILIEHHON CI0KHOCTH.
[Ipu 3TOM MOTYT OBITH 1ONYILIIEHBl HE3HAYUTENbHbIE OIIMOKH, HETOYHOCTH, 3a-
TPYAHEHUS NPH aHAIUTUYECKUX ONepalusix, IepeHoce 3HaHUM 1 yMeHHUH Ha
HOBBIE, HECTAHJJAPTHBIE CUTYALIHH.

He Beimonnen oaux uian Oosiee BUAOB yueOHOM paboThl, IpeIyCMOTPEHHBIX
yueOHbIM T1aHOM. CTYJIEHT JEMOHCTPUPYET HETIOJTHOE COOTBETCTBUE 3HAHUM,
YMEHHM, HaBBIKOB MPUBECHHBIM B TaOMUIAX MMOKA3aTese, JOMyCKaloTCs 3Ha-
YUTEIBHBIC OITMOKH, TIPOSBIIIECTCS OTCYTCTBUE 3HAHUM, YMEHUM, HABBIKOB 10
psAy MOKa3aTenei, CTyJEHT UCIIBITHIBAET 3HAUUTEIIbHBIE 3aTPYIHEHUS TIPU
ONEepUPOBAHUHU 3HAHUSIMU U YMEHUSIMU MIPU UX NEPEHOCE HAa HOBBIE CUTYAIUU.

He 3auteno

[ITkana oueHUBaHUSI UTOTOBOT'O TECTUPOBAHMSL:
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OIIK-2. Cnioco0eH NPpUHUMATH MPUHIHUINBI PA0OTHI COBPEMEHHBIX HH(POPMALHOHHBIX TeX-
HOJIOTHIi M MPOrPAMMHBIX CPeICTB, B TOM YHCJIe 0Te4eCTBEHHOI0 MPOM3BO/ACTBA, U HCIOJIb-
30BaTh X NPH pelleHuN 32124 NpodeccHOHAIBbHOI 1esiTeIbHOCTH

HTorosoe TectupoBanue

Kon- Kpurepuu oneHuBanust
TPOJIU-
KonTponupye- pye-
MBI pe3yJIbTaT MBbIE
00yueHus TEMBI 2 3 4 5
JTUCITH-
TUTAHBI
NOIIK-2.1. O0yuaro- Oo6yuarommiics | OOyuaro- OO6yuato-
3HaeT coBpe- uics ie- JIEMOHCTpU- uics ae- LIUICS IEMOH-
MeHHbIE HHDOP- MOHCTPUPYET | PYET HEriay0o- | MOHCTPUPYET | CTPHPYET CH-
MallMOHHbBIE HE3HaHUE KHE TEOpPETHYE- | MPOYHBIC TEO- | CTEMHBIE TEOpe-
TEXHOJIOTUH U TeopeThye- CKHUE 3HAHUS, peTndecKue TUYECKHUE 3Ha-
MIPOrPaMMHBIC CKHUX OCHOB MPOSIBIISIET 3HAHWS, BIIa- | HUSI, BIAJCET
CpeacTBa, oc- npeaMera, He | c1abo chOpMH- | ICHUE TEPMHU- | TEPMHUHAMHU.
HOBHBIC BUJIBI U BJIQJICET TEP- | POBAHHBIE Hamu, HO ipu | [IpaBUIIBHBIX OT-
TIPUHIUIIBI pa- MUHAMH, JIe- | HABBIKH aHa- ITOM JIellaeT | BETOB B TECTE
60161 HH(pOpMa- JaeT omnOKH, | Ju3a SBICHUHA U | Hecylle- 6omee 90% u 60-
IUOHHBIX CH- KOTOpBIC HE NPOIIECCOB, MO- | CTBEHHBIE ee.
cTeM u uHpOop- MOJKET UCTIpa- | Ka3bIBaeT HEJO- | ONMIMOKH, KO-
MAaIHOHHBIX BUThH JTAXKE CTaTOYHO CBO- | TOpBIC
TEXHOJIOTHIA; MpHU KOppek- | 6oHOE Biage- | OBICTPO UC-
CTIIOCOOBI BHE/I- IIUH TIPETIoia- | HUE TEPMHU- npaBJsieT ca-
pEHUS U UHTE- BaTeJIEeM. Hamu. Jlemaer | MocTOS-
TpaIu CoBpe- [TpaBUIBHBIX | OMIMOKH, KOTO- | TEIHHO MU
MEHHBIX HH(OP- 1-10 | OTBETOB BTe- | pbie MOXET HC- | NPH HE3HATH-
MAaIOHHBIX CH- CTEe MEHEe NIPaBUTh TEJBHOM KOP-
CTEeM, CITOCOOBI 59%. TOJILKO TIPH PEKIINH TIpe-
OLIEHKU HEO0XO0- KOPPEKIIHH MI0/JTaBaTEIICM.
JTUMOCTH HC- npernogaBare- | [IpaBHIIBHBIX
MOJIb30BAHHUS aem. [IpaBuib- | OTBETOB B Te-
MIPOrPaMMHBIX HBIX OTBETOB B | cTe Ooiee
CPEJNCTB. tecte 6onee 60 | 75% %, HO He
HOIIK-2.2. %, 1o He Oomee | 6osee 90%

YMeeT ucnosb-
30BaTh COBpE-
MEHHbIE HHDOP-
MaIlMOHHBIE
TEXHOJIOTUH U
MIPOTPaMMHBIC
CpEICTBa, KaK B
pamMKax OTIeIb-
HOTO MpEANpUs-
THUS, TaK U B

74%
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pamKax Kopro-
pauuii, rocyaap-
CTBEHHBIX CH-
CTEM; BHEJIPSTH
Y HaCTpauBaTh
COBpPEMEHHBIC
UH(POPMALINOH-
HBIC CHCTEMBI,
MIPOBOJUTH UH-
Terpaunuio pas-
JIMYHBIX UHDOP-
MAaIMOHHBIX CH-
CTEM U IIpO-
IPaMMHBIX
CpEeZACTB, OLIEHH-
BaTh HEOOXOIH-
MOCTb HUCIIOJIb-
30BaHMSI MIPO-
IrPaMMHOTO
CpeacTBa s
pelIeHus 3a1ad.
NOIIK-2.3.Bna-
JieeT HaBbIKaMU
MIPUMEHEHHUS CO-
BPEMEHHBIX HH-
(hopmarmoHHBIX
TEXHOJIOTHI U
MIPOTPaMMHBIX
CpEeACTB, IPU
peleHnn 3a1a4q
B Pa3IMYHBIX
OTpacysx, BHEI-
peHus 1
HaCTPOWKH CO-
BPEMEHHBIX HH-
(hopmaImoHHBIX
CHCTEM, OIICHKH
HEOOXOIUMOCTH
MCTIOJIb30BaHUS
MIPOTPaMMHBIX
CPEICTB U WH-
(hopmarmoHHBIX
CHCTEM JIJIs pe-
IICHUS 33/1a4.

7.3 OueHo4YHbIE CpeIcTBa

7.3.1 Texkymmuii KOHTPOJIb

OHGHO‘-IHI:IG CpeacTBa TCKYIICTO KOHTPOJIA YCIICBAECMOCTH BKIIFOYAKOT OIMPOCHI, KOHTPOJIb-

HBIE BOIIPOCHI M TECTHPOBAHUE (UTOTOBOE) /ISt KOHTPOJISI OCBOCHUS 00YJaIOIMMHUCS PA3/IeIoOB JIHC-

OUITJIMHBI.

1. IIpuMepHBbIe BONPOCHI /ISl 3a1UUTHI JJA00PATOPHBIX padoT

14



Tema 1 - OcHOBHBIE TTOHATHS
JlaboparopHras pabota Ne 1 Cxema OusHec-mporiecca
KonTpoJsibHBIE BOIPOCHL:
1. Yto Takoe 3IEKTPOHHBIA JOKYMEHT U JJIEKTPOHHBIN TOKYMEHTO000pOT?
2. Kak pacuudpossiBaercs abopeBuarypa EDMS u B uem ee otinune ot CO/1?
3. B uem cocrout npuHiunuaneHas pasauna Mexay CoOJ1 u ECM? YUro HykHO npeanpu-
HTh, 4T0OBI COJ] crana ECM-cucremoii?
4. B ueM coCTOST NMpeuMyIIECTBA AIEKTPOHHOTO JOKyMEHTO000poTa?
5. Oxapakrepusyiite stansl BHeApenus ECM-cuctemsl.
6. Kakue TeXHOJI0THH JIeXaT B OCHOBE YIIPABJICHHS KOPIOPATUBHON MH(MOpMaIuei?
Tewma 2 - @ynknuonan COJ] u ECM
JlabGopaTtopHnas padota Ne 2 YnpaBieHrue BH1€0-KOHTEHTOM
KoHnTponbHbIe BOPOCHI:
1. Ilepeuncaure ocHoBHble pyHKIMH ECM-cuctemsl.
2. KakoBsl 3Tanbl 0OHOBJIEHHS CETEBOTO AucKa mpH nepexoae k ECM-cucreme?
3. KakoBbI OCHOBHBIE CIIOCOOBI KOPHIOpPAaTUBHOTO Moncka B ECM?
4. Yto0 Takoe KM3HEHHBII LIUKJI KOHTEHTA U KaKUMH CII0CO0aMHU MOYKHO UM YTIPaBJIATh?
Oyukuuronan COJ1 u ECM: Buemnuit 910
JlaboparopHas padota Ne 3 BHemHuil 37€KTpOHHBIN JOKYMEHTOO00POT
KoHnTponbHbie BOPOCHI:
Kakue Bunst BOJIO BbI 3HaeTe?
Yem omiinyarorcs oneparops! /10 ot oneparopos 910 CD?
Yto Takoe NEKTpPOHHAsl OTYETHOCTh U KAKUM CTaHJapTaM OHA MOJAUUHSETCS?
Kaxue BU/Ibl BHEIIHUX 3JIE€KTPOHHBIX TOKYMEHTOB BaM U3BECTHBI?
KaxoBbl BO3MOKHBIE ITyTH pabOTHI ¢ pacxoxaeHussMu B 3107
dDyHKuI/IOHan C3/1 u ECM: YnpaieHue apxuBamMmu
JlabGopaTtopHnas pabota Ne 4 YnpaBneHue apxuBaMu
KoHTponbHbIEe BOMPOCHI:

MBI e

1. Kakue 3amauu pemiaet J0JIrOBPEMEHHBIN JIEKTPOHHBIN apXUB?

2. B uem pazHuIla MeXAy apXUBUPOBAHUEM U PE3EPBHBIM KOMMMPOBAHHEM TOKYMEHTOB?

3. Kakue oCHOBHBIE aCMEKThl HY>KHO YUUTBIBATH IPU OPTaHU3AIMH 3JIEKTPOHHOTO apXuBa?

4. Kakumu cioco6amMu MOKHO 00€CTIEUUTh IOPUANYECKYIO 3HAYMMOCTh JJOKYMEHTa Ha
MPOTSHKEHUH BCETO CPOKA €ro XpaHEeHHUs ?

Oyukruonan COJ1 u ECM: Workflow u ynpaenenue OusHec-mporeccamu

JlabopaTtopnas padota Ne 5 Workflow u ynpasnenue 6uzHec-nporieccamu

KoHTposibHBIE BOITPOCHI:

1. Yto Takoe Ou3HEC-TIpoIiecC B paboTe MPEeANPUITHS?

2. Jlnsa gero ciaenyet BHenpsATh cuctreMy Workflow?

3. B uem ocHoBHbIe oTiinuus cucreM Workflow u BPMS?

4. Kaxkue npeumymiectsa gaect BPMS?

Oyukuuonan COJ1 u ECM: YnpaieHnue 3anucsiMu U J1€J10IPOU3BOJCTBO

JlabopaTtopHnas padota Ne 6 YnpapieHue 3anucsiMu U JAeJIONPOU3BOJICTBO

KonTposibHBIE BOIPOCHL:

1. Yro Bxoaur, cornacHo cranaapTy ISO 15489:2001, B nonaTue «YnpaBiaeHUe 3amu-
caMu»?

2. Kak M0HO aBTOMaTH3UPOBATh CUCTEMY BEJCHHS pPEeecTpOB?
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3. Kakum 00pa3om MOKHO yHpaBJIsTh KHU3HEHHBIM LUKIOM 00beKTa yuyera?
4. Kak pemaercs mpobiema mpeBpaiieHus pa3po3HEeHHBIX JOKYMEHTOB B HCTOYHHK 3HA-
HUN?
Oynaknuonan COJ] u ECM: DnextponHas nudpoBasi MOMHUCH
JlabGopaTtopHnas padota Ne 7 DnexTponHas udpoBasi MOMUCH
KonTtposbHble BOIIPOCH:
1. Yem oTiimyaercs 3aKpbITHII KIIFOY 3JEKTPOHHOM MOJIUCH OT OTKPBITOro Kitoua JI1?
2. Kaxkue BuUIbl 2JIEKTPOHHOMN IOJIIUCH BbI 3HaeTe?
3. B kakux ciy4asx UCIOJIb3YETCS TOJIBKO KBATU(HUIIMPOBAHHAS 3JICKTPOHHAS TIOIHCH?
4. Kakue peKBU3UTHI IPUAAIOT IOPUIUUECKYIO CHITY DJIEKTPOHHOMY JOKYMEHTY?
Hurerpamus ECM B BeO-cpeny
JlabopaTtopnas padota Ne 8 Muarerpamus ECM B BeO-cpeny
KoHTposbHbIE BOIPOCHI:
Kak cepsucel Google MOKHO IpUCIIOCOOUTH JUIsl HCIIOIB30BAHUS B On3Hece?
Kakue npeanpusitus MOryT UCIOJIb30BaTh B Ou3Hece cepBuckl Google?
Kakne ECM-3anaun pemaror Google caiiter?
Yro Takoe CMS?
Ha xakue kareropuu nenstcss CMS?

IS e

Tewma 3 - [IpaBoBbIE aCIEKThI

JlabopaTtopHnas pad6ota Ne 9 [IpaBoBbIe acTieKThI

Henb paboTel: M3yueHne TeKyniero 3ak0HOIaTeNIbCTBA B c(hepe IJIEKTPOHHOTO TOKYMEHTO
ob6opora u COJI/ECM

[Topsinok BeIOTHEHHUS PaOOTHI

KoHTposbHbIE BOIPOCH:

1. Kaxkue 3akoHO/ATEIbHBIE aKThl PETJIAMEHTHPYIOT BOIIPOCHI 3JIEKTPOHHOTO IOKYMEHTO-

obopora?
2. KakuMmu oTe4eCTBEHHBIMHU CTaHJIAPTAMH PYKOBOCTBYIOTCS KOMITAHHUH TIPU UCTIOBH30-
Banum COJ[ u 317

3. I[J'IH KaKHux ueneﬁ OTCUCCTBCHHLIC MPCATIPUATHUA MOT'YT UCIIOJIb30BAaTh MCIKAYHAPOIHBIC

CTaHAapThI B obnacTH QJICKTPOHHOT'O ,Z[OKYMGHTOOGOPOTB.?

2. Tunosbie NpakTHYeCKUE 3aaHUS

1. Pazpaborats 61ank qoroBopa ¢ popmoii BBOAA JaHHBIX.

2. Pa3paboTtars 61aHK TOTOBOpA C aBTOMATUYECKH 3aIOJTHAEMBIMH MOJISIMU 0€3 uc-
M0JIb30BaHUSI MAaKpPOCOB.

3. Pa3paboraTh afanTUBHBIN (TO3UTHB / HETATUB) AOIOH MPE3EHTALIUI

4. Pa3pabotaTh O1aHK HUPKYISAPHOTO MUCbMA C 3amoIHeHueM u3 b/

3. ITepeyeHb THIIOBBIX BONPOCOB HA 3a4eT

1. [ToHsATHE «INEKTPOHHBIN TOKYMEHT» B HH()OPMAIIHOHHON CHCTEME OpTaHU3alnH.

2. TepMmuHoOIOTHS, UCTIONB3YEMAasi B CUCTEMAX 3JIEKTPOHHOTO IOKYMEHTO000POTA.

3. 3ajaun CUCTEM AJIEKTPOHHOTO IOKYMEHTO000POTA.

4. JIoKyMeHT Kak 00beKT perynupoBanusi. DyHKIIMN U BUJbI JOKYMEHTOB, UX YHU(DU-
Kallys U CTaHapTH3aIusl.
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5. I'ocynapcTBeHHOE peryMpoBaHue, HOpMaTUBHAS IIPABOBAsk U METOAUYECKass OCHOBA
JIOKYMEHTAITMOHHOTO 00ECTICYCHHS YIIPABIICHUSI.

6. CyIIHOCTh, HAMPABIICHUS U BUIBI TOCYAAPCTBEHHOTO PETYJIUPOBAHUS JOKYMEHTAIU-
OHHOTO OOECIeUeHUs yIPABJICHHs, HA3HAYECHUE, OCOOCHHOCTH M COOTHOIIIEHNE HOPMATHBHOTO TIpa-
BOBOI'0 U METOJUYECKOTO PETYJIUPOBAHUSI.

7. CocraB U CTpYKTypa HOPMATUBHOM MPABOBOM U METOJUYECKON OCHOBBI JOKYMEHTA-
IIUOHHOTO 00ECTIICUYCHUS yIPABICHHUS.

8. Hasznauenue n 0coO€HHOCTH UCTIOIB30BAHMS [ 0CYy 1apCTBEHHON CUCTEMBI JOKYMEH-
TAIMOHHOTO Oo0ecTieueHus yrnpasieHun u [IpaBuin nenonpou3BoAcTBa B eiepalibHbIX OpraHax Uc-
MMOJTHUTEILHOM BIIACTH.

9. VYnpasieHne 3JeKTPOHHBIME JOKYMEHTaMHU.

10.  Kiaccudukanus CUCTEM JEKTPOHHOTO IOKYMEHTO000pOTA.

11.  [Toaxonbl K CO3/IaHUIO CUCTEM BJIEKTPOHHOTO TOKYMEHTOO0OpOTA.

12. TpebGoBaHHUS K CUCTEMaM.

13.  Drambl BIOOpaA CHCTEMBI aBTOMATU3AIINH.

14.  Dtamnbl BHEPEHUS CUCTEMbl aBTOMATHU3ALINH.

15.  OOmwue TpebGoBaHMS K TOKYMEHTHPOBAHUIO YIIPABICHUYECKOH eI TEIHbHOCTH.

16.  Cocras, conepxanue 1 0COOEHHOCTH peaau3aliy TpeOOBaHUI K PaCIIOIOKEHUIO U
o(opMIICHHIO PEKBU3UTOB JTOKYMEHTOB.

17.  Crpyxrypu3zauus TEKCTOB YIPABIEHYECKUX JOKYMEHTOB.

18.  Buubl yHUPHUIIUPOBAHHBIX TEKCTOB, 0COOEHHOCTH OopMiIeHUS TpadapeTHOTO TEK-
CTa, aHKEThbI ¥ TaOJIHULbI. 1

19.  CocraB 1 Ha3HAUYEHUE OT/AEIbHBIX BUJ0B OPraHU3aMOHHO-TIPABOBbIX, PACIOPSIIU-
TEJIBHBIX U WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

20.  OcobennocTH 0(hOpPMIICHUS OTICIBHBIX BUJOB IOKYMEHTOB, 00Pa3yIOIIUXCS B TIPO-
1ecce AeATeIbHOCTH TOCYJapCTBEHHOTO OpTraHa.

21.  Ponb TOKYMEHTOBEICHHUS B COBEPIICHCTBOBAHHH MPOIIECCOB YIIPABIICHHUSI.

22.  HopmaTHBHO-METOJIUYECKHE aKThI, pETJIaMEHTHPYIOIINE CO3aHie U 0POPMIICHHE
JTIOKYMEHTOB.

23.  JIoKyMeHT — 00bEKT JOKYMEHTOBEAUECKUX HCCIEIOBaHUM.

24.  Tloustue «uHpopMarus». CBsa3b HHGOPMAIUU U TOKyMeHTa. Poss nHbOpMarum B
COLMAJIBHBIX U YKOHOMHUYECKHUX MpoIleccax.

25.  @OyHKUIUHM JOKYMEHTOB. JJOKyMEeHT — noyin(yHKIIMOHATBHBINA 00BEKT.

26.  TexcToBoe JOKyMEHTUPOBAHHE U ITAIbI €T0 Pa3BUTHAL.

27.  TexHuueckoe JOKYMEHTHPOBAHHUE.

28.  ®otonokymentupoBanue. [losBnenne, pa3BuTue, MpuMeHEHHE.

29.  KunomokymeHntrupoBanue. [losiBieHue, pa3BuTre, BUICO3aIUCH.

30.  dononmoxymentuponanue. [losiBneHue, pa3BuTHe, MpUMEHEHUE.

31.  MarepuanabHble HOCUTEIU HHPOPMAITUH.

32.  CoiicTBa u npu3Haku 1oKyMmeHTa. HpopMannoHHble cBoiicTBa JoKyMeHTa. Opuru-

HAJILHOCTH JIoKyMeHTa. [TognmuuHocTh nokyMeHTa. KonuitHOCTh JOKyMEHTa.

33.  Crpykrypa nokymeHnTa. PekBusuter. @opmyssip rokymeHTa @opmyisip-oopaser.
OcobenHocTr hopMyJIsipa TOKyMEHTOB, TIOTYYEHHBIX Pa3IMYHBIMU CIIOCOOaMHU (TEKCTOBBIMH, Ma-
IMHHBIMH, KHHO-, (POTO-, POHO-, TEXHUYECKUMH ).

34.  TpagumumonHas ¢popma 1okyMeHTa. POpMyIIsIp TEKCTOBOTO JIOKYMEHTA B €70 HCTOPH-
YECKOM Pa3BUTHH.
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35.
36.

I'OCT P 6.30-2003. Ero coaepxanue, 3Hau€HUE.
Tekct nokymenta. CTpykTypa TeKcTa. DIeMeHThI TeKcTa. JIMHrBUCTHYECKUE 0CO-

OCHHOCTH JTIOKyMEHTA. YHU(DHUKAIHS TEKCTa JOKYMEHTA.

37.

Knaccudukanus. OcHOBaHUS KiIacCU(UKAIUH.

38. CxJiaipIBaHUE CUCTEM JOKyMeHTanuu. CounaibHas JOKYMEHTOKOMMYHHKAIIMOHHAS

cucreMa.

39.
40.

JlokymMeHTHas KOMMyHUKalus. JJOKyMEHTHast 1eATEIbHOCTD.
YHUpHUIUPOBaHHBIE CUCTEMBI TIOKyMEHTAIMU. [ ocy1apcTBeHHBIE CTaHAAPTHI Ha YHUDU-

KallMOHHBIC CUCTEMBI. THUIIOBBIC CIICIUATM3UPOBAHHBIC (DOPMBI IOKYMEHTOB.

41

TOB.

44.
45.
46.
47.
48.
49.

4.

1.

. TpeGoBaHMs K COCTaBICHHUIO ¥ O()OPMIICHHIO OPTaHU3AIMOHHBIX JIOKyMEHTOB.
42.
43.

TpebGoBanust K COCTaBICHUIO U OPOPMIIEHUIO PACIIOPSAIUTENbHBIX JOKYMEHTOB.
TpebGoBanust K cOCTaBICHUIO U 0POPMICHUIO MHPOPMAIIMOHHO- CITPABOYHBIX JIOKYMEH-

OcobenHoctu ohopMiIeHUs ACATENBHOCTH KOJUIETHAIBHBIX OPraHOB.
Odopmiienne yHU(PUIUPOBAHHOMN TOKYMEHTALIUMH 110 IMYHOMY COCTaBY.
[Iponeccbl TOKyMEHTOOOpa30BaHMUSL.

HepBI/I‘IHBIe KOMIIJICKCBI TCKCTOBBIX TOKYMCHTOB.

BCI[OMCTBGHHBIG APXUBBLI.

l'ocynapcTBeHHBIE ApXUBBI.

Tect

HaBI/IFaTop aBTOMaTI/ISI/II)OBaHHOI‘/’I Z[OKyMeHTaHHOHHOﬁ CHUCTCMBI BKJIIFOYACT. ..

a) IepeBo (Mepapxulo) Narmok;

0) MHAEKCHBIN yKa3aTelb;

B) om0 OTBETCTBEHHBII;

F) MEPCOHAJIBHBIC MTANIKNU COTPYAHHUKOB.

2.
JEPIKHT. ..

I/IHCTp}IMCHTaJ'IBHaH IIaHCIIb aBTOMaTHSHpOBaHHOﬁ HOKYMGHTaHHOHHOﬁ CHCTCMBI CO-

a) 001aCTh TPYIITUPOBKH;
0) mento CepBuc;
B) TUIIOBBIC KAPTOYKH;

r) BKiIaaky Oomue.

3.

ABTOMaTI/ISI/IpOBaHHaSI AOKYMCEHTAIITMOHHASA CUCTEMA COACPIKUT IAIIKH. ..

a) CBSI3b PETUCTPALIMOHHBIX KapTOUEK;

0) OTBETCTBEHHBIE HCIIOTHUTEIH;
B) MIEpCOHAIILHBIE JIe]la COTPYTHUKOB;
T') KOHTPOJIBbHBIE CPOKHU.

4.

MCHTHI. ..

J1s paboThI ¢ peruCTPallMOHHBIMU KapTOUYKaMH MPUMEHSIOT CJIETYIOIINE dJle-

a) web-yzen npunoxxenus: FrontPage;
0) kHOTIKY DOPMBI;
B) BKJIaJIKy MacTep OTBETOB;
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T') IoJIe C BO3MOKHOCTBIO BBIOOpA.

5.

TwumoBas pEerucTpaioHHas KapTodKa BKIIOYACT. ..

a) TmoJie JU1sl BBOJIA JaHHBIX C IIOMOIIBIO TPYIIIBI KHOIIOK;
0) nepeBo (MepapXxuio) Mamnok;

B) web-y3en npuioxenus FrontPage;

r) BKJIaJAKy MacTep OTBETOB.

6.

IIPUMEHSIOT. ..

Jl1s pelakTUpOBaHUsl TaHHBIX B aBTOMaTU3UPOBAHHOM JJOKYMEHTALIMOHHON CUCTEME

a) BKIaaky CBsi3u KapTOYCK;

0) kHOTIKY PeakTupoBaTh;

B) nanky JlouepHsist pe3oronus;
r) BKiIagky OTmnpaBka JOKyMEHTa Ha 10pabOTKYy.

7.

BBog ungopmanuu B paboyee mojie OCyecTBISETCs C TOMOIIBIO. . .

a) crucka beICTpbIil OUCK;

0) Bkianku CBS3b KapTOYEK;

B) criricka KOHTpOJIBHBIN CPOK;

r) npu3Haka BHenHuii KOHTPOJIb.

8.

I[J'ISI peTrucCTpalv BXOIAIINX ,Z[OKYMGHTOB/HI/ICGM HGO6XOI[I/IMO. ..

a) BLI6paTI:> OTBCTCTBCHHOI'O UCIIOJTHHUTCIIA,
6) CO30aTh PETUCTPALIMOHHYIO KAPTOYKY BXOIAMICTO JOKYMCHTA B HepCOHaHLHOﬁ IaIrke,

B) BbBIIBUTH HCUCIIOJTHCHHBIC TOKYMCHTHI,

I') HaKaTh KJIaBUaTypHYyIo komOuHammto Ctrl+V.

9.

BzanmocBs3b MCKIAY JOKYMCHTAMU OCYIICCTBIIACTCA C TIOMOLIBIO. ..

a) MepPCOHAILHON TAIKH;

0) omiu OTBETCTBEHHBIN;

B) BKJIaJKU CBsI3b KapTOYEK;

r) nanku JlouepHsst pe30IItoLus.

10.

IIpu yTBEpKACHUN PE30NIOLUU OCYIIECTBISIOT CIEAYIOIINE AEHCTBHS. . .

a) CO3JJaHUE PErHCTPAIIMOHHON KapTOUKH TOKYMEHTA;

0) 3amoiHeHre MTPUX-KOoJa Ha OyMa)KHOM OpUTHHAaJIe JOKYMEHTa;

B) 3aII0JIHCHUE TAPAMETPOB PE30ITIOINHY;

F) OTKPBITHC 3a/IaHUA U3 HepCOHaﬂbHOﬁ ITaIIKH.

11. OcHOBHBIMU 3ala4aMi aBTOMaTu3aluu JOKyMCHTAIIMUOHHOI'O obOecrieueHus YHpaBJICHUA

N CUCTEM JOCTaBKH HH(bOpMaLII/II/I SABJIAIOTCA. ..

a) UHTEerpalLus TEXHOJIOTUH JeJIONPOU3BOACTBA B €AUHBIN MIPOLECC;

0) MOArOTOBKA TEKCTOBBIX IOKYMEHTOB;

B) HCIIOJIb30BaHUE CPEACTB BHEITHUX KOMMYHHKAIUI;
T') IPUMEHEHHE ayIHOBU3YaIbHBIX CPEJICTB.
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12. TexHONOTHH aBTOMATHU3UPOBAHHOTO TIOKYMEHTAIIMOHHOTO 00ECTIeUeHUsI YIIPABICHUS
BKJTIOYAIOT. . .

a) TUTAHUPOBAHKE U YIPABJICHNUE PECYPCAMU;

0) popMupoBaHue U HAKOIJICHUE 0a3bl JIEKTPOHHBIX JOKYMEHTOB;

B) IPOrpaMMHO-aNMapaTHyo miaThopmy;

T') JEJNOBYIO TpaduKy.

13. K 1oKyMeHTallMOHHOM cucTeMe, BHITOIHSIOMEH (YHKINHU TOCTaBKU HH(POPMAIIUH,
NPEIbABISIOT CIeNyIoImue TpeOOBaHuUS. . .

a) orepaTtuBHOE (HOPMUPOBAHHE YKA3aHUI;

0) TOCTOBEPHOCTH TMEPEAaBAEMbIX IOKYMEHTOB;

B) MOJTrOTOBKA IJIAHOBBIX JIOKYMEHTOB;

I') pa3paboTKa MPOrpaMMHBIX aITOPUTMOB.

14. Texnonoruu kiacca «Pabouas rpynmay (group ware) ajsi JOKYMEHTAllMOHHBIX CUCTEM
XapaKTepU3yHOTCH. ..

a) OTCYTCTBUEM CTPYKTYpPHU3aIlMH B OpraHNU3aluu padoT;

0) HaKOIJICHWEM 3JICKTPOHHBIX JIOKYyMEHTOB B MH(OPMALIMOHHOM Oa3e;

B) reHepalmell OTYeTOB U3 0a3bl JAHHBIX;

') HACTPOMKOM Ha TpeOOBaHUs 3aKa3uMKa.

15. Texnonoruu knacca «Pabounii moTok» (working stream) st JOKyMEHTAITMOHHBIX CH-
CTEM CIIyKarT JJIsl. ..

a) aBTOMaTHU3aIuHU TOKYMEHTO000pOTa B CPEAHHUX M KPYIHBIX oucax;

0) KOHTpOJISI BEpCUI MPOTPaMMHBIX MPOTYKTOB;

B) ONpeeNeHHs TPOrpaMMHO-aIIapaTHONW KOH(PUTYpaluy CHCTEMBI;

T') IPEJOCTABIICHUS YCIIYT TI0 UMHTAITMOHHOMY MO/ICTTHPOBAHUIO.

1 6. CpeacTtBa opucHOM aBTOMATH3AIIUNA 00CCTICUNBAIOT. . .

a) GopMHpOBaHUE AITOPUTMOB 00PAOOTKHU JOKYMEHTOB B OPTaHHU3aIINH;

0) ompeiesieHrne MporpaMMHO-anapaTHON KOH(PHUTypariii TOKYMEHTAIIMOHHON CUCTEMBI;
B) OTKa30yCTOWYMBOCTH CUCTEMBI (PE3epPBUPOBAHHE PECYPCOB);

') 00paboTKy TaOMMYHBIX JAHHBIX.

17. CeTeBble KOMIIBIOTEPHI B JOKYMEHTALMOHHBIX CHCTEMAaX 00€CIIEYUBALOT. . .
a) SKCIETUIIUOHHYIO 00pabOTKy TOKYMEHTOB;

6) KOHTPOJIb UCITOJTHCHHA IO CYIIECCTBY IMOCTABJICHHBIX 3a/1a4,

B) KOJUIEKTUBHBIH JIOCTYT K PecypcaM CeTH;

T') MCCIIeZIOBaHNE 3HAKOBBIX CUCTEM.

18. ANropuT™M MpOXO0XKIEHUS UCXOASIINX JOKYMEHTOB BKITFOYAET. ..
a) y4eT M TUIaHUpOBaHKE paboyero BpeMeHu;

0) cocTaBlieHHE TPOEKTA JTIOKYMEHTA,

B) OTKa30yCTOWYMBOCTb CUCTEMBI;

T') IPEIOCTABIICHNE BIUNCIUTEIbHBIX PECYPCOB.



19. B 10KyMEHTalIMOHHBIX CUCTEMAX JJIs IOUCKA PETUCTPAllMOHHO-KOHTPOJIBHBIX KapTOUEK
NPUMEHSIOT. . .

a) UHTETrpalMIo TEXHOJIOTUI JIEI0NPOU3BOICTBA;

0) aBTOMAaTH3aIMIO0 aIMUHUCTPATUBHO-YIIPABICHUCCKUX (PYHKITUI;

B) MPEIMETHO-BOMPOCHBIN MPU3HAK CHCTEMAaTU3ALINN;

I') CpeJCTBa MaKpOIPOrpaMMHUPOBAHHUSL.

20. KoHTpoJibHasA J€IbHOCTh JOKYMEHTALlMOHHON CUCTEMBI OOECIIEUNBAET. . .
a) CUCTEMAaTH3aIHI0 PETUCTPALIHOHHBIX (DOPM IO CPOKaM UCIIOTHEHHUS;

0) SKCIEAUIIMOHHYI0 00pa0OTKY BXOISAIINX JOKYMEHTOB;

B) HCIIOJIb30BAHNE CETEBBIX IIPOTOKOJIOB;

I') yIpaBJieHUe nepeaayeii HHPopMariH.

21. UndopmaTuzanus TOKYMEHTAIIMOHHOHN JACATEIHbHOCTH OpPraHU3aIlui 00eCIIeunBaeT. ..
a) YMEHbIIIEHHE CKOPOCTHU MPOXO0KIECHUS JOKYMEHTOB IO MapLIPyTaM;

0) TUKBUAIMIO U3IHUIIHUX JOKYMEHTAIMOHHBIX MapIIPYTOB;

B) CTPYKTYpPUPOBaHKE padOT C yKa3aHUEM UX UEPAPXHH;

T') BBISIBJICHHE KOH(MDIUKTYIOMINX PECypCOB.

22. ABTOMAaTH3aIMs JOKYMEHTAIIMOHHOTO 00ECIIeYeHUs yIIPABICHHS 00ECIIeYnBacT. ..
a) CBOEBPEMEHHYIO KOPPEKIIHIO HCXO/IHBIX TIAHOB;

0) pocT MoTeph YacTH HHPOPMAIIHH;

B) BBIOOp ONTHUMAIBHON MPOrPaMMHO-AMNIAPATHOMN MIAT(HOPMBI;

T') IPEIOCTABICHNE YCIYT IO UMUTAITMIOHHOMY MOJIETUPOBAHUIO.

23. JIns nobiteHus 3 GpeKTUBHOCTH OPraHU3AIMOHHOTO TPOEKTa HEOOXOAUMO. . .
a) YMEHBIINTh NTHTEHCUBHOCTH HH()OPMAIIOHHBIX ITOTOKOB;

0) BbIOpaTh MUHUMAJIbHYIO €IMHUILY U3MEPEHUs JJIUTEIbHOCTH padoT;

B) 00€CII€YNUTh KOHTPOJIb BBITOJIHEHHS TOCTABIEHHBIX 33/1a4;

I') KOIMPOBATH JIaHHBIE B BHJI€ CTATUYECKOr0 PUCYHKA.

24. C nomouipbto npunoxxkenust Microsoft Outlook MmoxHo. ..

a) JUKBUAMPOBAThH U3JIUIIHUE TIOKYMEHTAIIMOHHbIE MAaPIIPYTHI;
0) BECTU CIMCOK 3allJIaHUPOBAaHHBIX 33/1a4;

B) BBISIBUTH KOH(IMKTYIOIINE U MIEPErpyKEHHBIE PECYPCHI;

T') COKPAaTUTh TPYJIOEMKOCTb PaOOTHI C IOKYMEHTaAMH.

25. IIpuMeHeHHe IeKTPOHHON MOYTHI B JOKYMEHTALMOHHOM 00€CIIeueH!H yIpaBJIeHUsS
HO3BOJISIET. ...

a) yJIy4IIUTh Ka4eCTBO 00pabOTKU JOKYMEHTOB UCIIOTHUTEISIMU;

0) palMOHAIBHO paclpeleUTh MaTepHUaIbHbIE PECYPCHI;

B) YIPOCTHUT BBIOOD MTPOrPaMMHO-AIAPATHON TIIATPOPMEI;

') yMEHBIIUTH BPEMSI IOCTABKU JOKYMEHTOB.

26. ABTOMaTU3MPOBAHHBIE CUCTEMBI TIJITAHUPOBAHUS TPOEKTOB MO3BOJISIOT. . .
a) pacCuUMUTaTh KPUTHUYECKUE MYTH;
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0) HACTPOUTH YUETHBIC 3AIIHCH;
B) pa3paboTaTh aJrOpUTMBI 00OPAOOTKH TOKYMEHTOB;
T') CHCTEMaTH3HPOBATh PETHUCTPALIMOHHBIE (DOPMBI IO CPOKAM HCITOTHEHHUS.

27. Ilpumenenue ctaHaapTHBIX GopM npusoxenust Microsoft Project mo3Bosser. ..
a) CHU3UTh BEPOSATHOCTH MOTEPh YaCTU UHPOPMALIUY;

0) pa3paboTath aropuTMbl 00PaOOTKU JOKYMEHTOB;

B) MPOCMATPUBATh U PEJAKTHPOBATH HHPOPMALIUIO O pecypcax;

T') IPEJOCTaBUTh YCIYTH 110 UMUTALIMOHHOMY MOJICIIUPOBAHHIO.

28. Haznauenue pecypcoB B npuiioxkenuu Microsoft Project mo3Bousier. ..
a) pacHpoCTpaHATh JOKYMEHTHI IpoekTa o HTepHery;

0) OTCIe)KUBATh 3aTPaThl HA PECYPCHI;

B) JTMKBHIMPOBATH U3JIHIIHNE JOKYMEHTAIIMOHHBIC MAaPIIPYTHI;

I') IPOCMAaTPUBATh JHEBHUK COOBITHIA.

29. Ucnonp3oBanue cBs3u uepe3 MHTepHeT B mpunoxennu Microsoft Project mo3Bomser. ..
a) 100aBIATH COOBITHSA B KaJICHAPh;

0) OTKpBIBATh KOHTEKCTHOE MEHIO (haliJIOB;

B) YKa3bIBaTh TUII CBS3H MEXIY paboTamu;

I') OAAeP)KUBATh KOMMYHHUKAIIHOHHBIE BO3MOKHOCTH KOPIIOPATHBHBIX CETEH.

30. C noMo1bto HHPOPMAIIMOHHBIX TEXHOJIOTUN ONEPAIIMOHHON IEATEIBHOCTH. ..

a) BBITIONHSIOT PaOOTHI B aBTOMATUYECKOM PEKUME C MUHUMAIBHBIM YYaCTHEM YEJIOBEKa;
0) GopMHPYIOT OTYETHI HAa TEKYIIIHUE 3aMPOCHI;

B) PEIIAlOT CTPYKTYPUPOBAHHBIE 33]1a4H, I KOTOPHIX pa3padoTaHbl aJTOPUTMBI;

T') BBISIBJISIIOT KOH(DJIUKTYIOIINE PECYPCHI.

31. C nomMomipo HHOOPMAITMOHHBIX TEXHOJOTUH YIIPABICHHUS. . .

a) OCYIIECTBIISIIOT MOOMEPAIIMOHHYI0 00pa0OTKY JaHHBIX;

0) aHATM3UPYIOT BO3MOKHBIE PEIICHUS U ACHCTBHUS,

B) HCTONB3YIOT JIETATU3UPOBAHHBIC JAHHBIE;

T') B3aUMOJICHCTBYIOT C WWW-Y3JIOM C LI€JIbIO TIOyUeHUs JOMOTHUTEIBHBIX YCIIYT.

32. C noMouibp0 TEXHOJOTUM aBTOMATHU3aIuu oduca. ..

a) pemaroT CTPYKTYPHPOBAHHBIC 3a]a4H;

0) OLICHUBAIOT TEKYIIIee COCTOSHNE O0BEKTa YIIPaBICHMUS,
B) MPOBOJIAT MAaTEMaTHUECKOE MOJICITUPOBAHUE;

r) ohopMIISIOT TaOIMUHbIE (OPMBI TIPEICTABICHUS JTAHHBIX.

33. Bo BpeMsi KOMIIbIOTEPHOIT 00pabOTKH JOKYMEHTOB. ..

a) 00beIUHSIOT (parMeHThl JOKYMEHTOB, IOATOTOBJIEHHBIE PA3IMYHBIMU PAOOTHUKAMU;
0) OCYLIECTBIISAIOT MTOONIEPALIMOHHYIO 00pabOTKY JaHHBIX;

B) OIICHUBAIOT TEKYIIIEEe COCTOSIHUS OOBEKTa YIIpaBJICHUS;

I') IPOBOJAT MaTEMAaTUYECKOE MOAETHUPOBAHNUE.

22



34. Bo BpeMs pabOThI C TEKCTAaMH Ha KOMITBIOTEPE. . .

a) MPOBOJIAT CTATUCTUYCCKHI aHAJIN3 IKCTIEPUMEHTAIBHBIX TaHHBIX;
0) cO3/1at0T IOKYMEHTHI TI0 CTaHAPTHBIM I1a0JI0HAM;

B) OLIEHUBAIOT OTKJIOHEHUS OT IUIAHOBBIX MOKa3aTelei;

T') IPOBOJAT MaTEMaTUYECKOE MOIETUPOBAHUE.

35. C noMomIbIO TEKCTOBBIX PEJAKTOPOB. ..

a) BBIOMPAIOT MIa0JIOHBI IOKYMEHTOB;

0) OLIEHUBAIOT TEKYIIEE COCTOSTHIE O0BEKTA YIPABICHUS;

B) OPraHU3YIOT XpaHEHUE JOKYMEHTOB,;

T') IPEJOCTABIISIOT YCIYTH IO UMUTAIIMOHHOMY MOJIEITHPOBAHUIO.

36. ®opMaTHpOBaHUE TEKCTA MTO3BOJISIET. . .

a) BeIOUpaTh MpUdTHI, GopMaThl U (HOPMBI IPEACTABICHUS JOKYMEHTOB;
0) TOTOBUTH CIIPABKH O BBIIIOJIHEHHBIX OMEPAIHIX;

B) OLIEHUBATh COCTOSIHHE 00BEKTa yIpaBICHUS;

T') IPOBOJUTH CTATUCTHYECKHUE PACUCTHI.

37. C noMomipio rpauuecKux peakTopos. ..

a) 3aMEHSIOT CUMBOJIbl HyMEpaluu U ePeUUCICHHUS;

0) IPeAOCTABIISIOT CIIPABKHU O BBIOJIHEHHBIX OIEPAIIUsX;
B) MIYT CHHOHHMBI UCIIOJIb3yEMBIX CIIOB;

T') MOBOPAYHMBAIOT M300PaKEHUS HA HYKHBIN yTOJL.

38. CuctemMbl aBTOMAaTUYECKOTO MEPEBOJIa TEKCTOB MO3BOJISIOT. ..
a) co371aBaTh BEKTOPHBIE N300paKEHUS;

0) penakTUpOBATh NIEPEBECHHBIN TEKCT;

B) Ka4YECTBEHHO OQPOPMIISITh TaOJIMYHBIE JAHHBIE;

T) epeiaBaTh JOKYMEHTHI MeXAy 0a3aMu 1aHHBIX.

39. Ilpumenenue nenoBoi rpaduKy B TOKYMEHTOBEACHUH TTO3BOJISET. ..
a) MpeoOpa3oBBIBATH TEKCT B TAOIHILY ¢ (OpMATUPOBAHUEM TTOCIIEIHEH;
0) BBIPAaBHHUBATH TEKCT MO YKAa3aHHBIM TPaHUIIAM;

B) PUMEHSTH BEKTOPHBIC H300pakeHUs U n300pakeHus B (hopMe pacTpa;
T') CO3/1aBaTh JJOKYMEHTHI IO CTAHIAPTHBIM I11a0JI0OHAM.

40. bno4Hoe npenCcTaBICHNE UCXOHBIX TAHHBIX MO3BOJISET. ..
a) BBISIBJIATH KOH(DIIUKTYIOIIHE PECYPCHI;
0) co3naBaTh HH(GOPMAIIMOHHBIE XPaHUJIUIIA, 00Pa3yIOIIUe eAMHOE HH(POPMAITMOHHOE MPO-

CTPAHCTBO;

B) CO3/1aBaTh JOKYMEHTHI 10 CTAHJAPTHBIM I1a0JIOHAM;
T') IPEIOCTABIIATH YCIYyTH IO UMUTAIUOHHOMY MOJIETUPOBAHUIO.

41. I'unepTeKkCcTOBbIE TEXHOIOTHUN TPUMEHSIIOTCS IS . .

a) BEJICHUS KaTaJIOTOB AJICKTPOHHBIX OMOIHNOTEK, My3€€eB, BRICTABOK, SPMAPOK;
0) OLIEHKHU TEKYIIIETO COCTOSIHUSI 00bEKTa YIPABIICHHS,
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B) BBISIBJICHUS! KOH(DIUKTYIOLINX PECypCOB;
T') IPOBEJICHUSI MATEMaTUYECKOTO MOJEIUPOBAHMUSL.

42. 'mnepTekcToBbIe 0a3bl JAHHBIX MO3BOJISIOT. ..

a) pa3pabaTbIBaTh 3alIOMHHAIOIIUE YCTPOMCTBA, 00Iagaronue OOIBIION MaMIThIO;

0) BBIABIATH KOH(IMKTYIOIINE PECYPCHI;
B) OLICHUBATh TEKYIIEE COCTOSIHUE 0OBEKTa YIPABICHHUS;
I') UCTIOJIb30BaTh OJIOKU JAHHBIX, COJIEPIKAIIUX TEKCT, N300pakeHUsI, 3BYK.

43. I'unepTeKCTOBbIN rpad Mepexo0B MO3BOJISIET. . .

a) MPEJICTABIATh CTAThU U MX B3aMMOCBSI3H;

0) CHIDKAaTh CTOUMOCTH cOOpa, mepeiauu, XpaHeH!us U 00pabOTKH JaHHBIX;
B) 00ecIieunBaTh HEIIPOTUBOPEUNBOCTh JIOKYMEHTOB;

T') IPEJOCTABIIAT YCIYTH IO UMUTAIMOHHOMY MOJICITHPOBAHHIO.

44. I'unepTekcToBask HABUTALlUS O3BOJISIET. . .

a) MPOU3BOJILHO KOMIIOHOBATh MH(POPMALIMOHHBIE OJIOKH;

0) hopMHpOBATH CTATHU MO TPYIIAM, UMEIOIINUM OHMHAKOBOE POACTBO;

B) BbIOMpaTh WIpUPTHI, PopMaThl U GOPMBI IIPEICTABICHUHN TOKYMEHTOB;
I') IPUMEHSTHh BEKTOPHBIC N300pakKeHHS M 1300paKeHus B popMe pacTpa.

45. [IporpaMMbl HAaBUTATOPHI B CIIYKOaX COSAMHEHUIN OCYIIECTBIISIOT. ..

a) pelIeHrne CTPYKTYpUPOBAHHBIX 3a]1a4, JUIsl KOTOPBIX Pa3paOOTaHbl allTOPUTMBI;
0) kauecTBEeHHOE OPOPMIICHHE JJOKYMEHTOB TaOIHMUHON (POpMBI

B) IPOBE/ICHUE CTATUCTUYECKOTO aHAJIM3a IKCIIEPUMEHTAIBHBIX JaHHBIX;

I') B3aUMOJICHCTBUE C WWW-Y3JIOM C LIEJIbIO [TOJIy4E€HHUS JOTIOJHUTEIbHBIX YCIIYT.

46. [l sKcruryaTallid WWWw-y3JI0B HCTIOJIB3YIOT. . .

a) METOJIbl MATEMaTHYECKOTO IPOTPAMMHUPOBAHMUS,

0) MOBOPOT M300pakeHUs HA TPEOYyEMBIH YToJT;

B) NMMPOTOKOJIBI TTepeaun runeprekcra http;

r) npeoOpa3oBaHue TEKCTa B TAOIUILY C POpMAaTUPOBAHUEM TOCIIETHEH.

47. llpunoxenue Internet Explorer mo3Bosser...

a) co3/1aBaTh MH()OPMAIIMOHHBIE XPAHWIIHIIIA,

0) mpocMaTpuBath web-ctpanuilsl B IHTepHeTe;

B) o0ecrieYnBaTh HEMPOTUBOPEUNBOCTh JJOKYMEHTOB;
') KAYeCTBEHHO O(POPMIIATH TaOJIMYHBIC TaHHBIC.

48. NHcTpyMeHTanbHas naHenb npuioxenus Internet Explorer cogepxur. ..
a) KHOIIKH YIIpaBIIeHUS] HaBUTAILIUEH;

0) sI3bIK pa3MeTKH runeprexcra html;

B) KaTaJOTH JIEKTPOHHBIX OMOIHOTEK;

T') MPOTPpaMMHO-aMapaTHYO TIaTGopMmy.
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49. Tlpunosxenue Internet Explorer mo3Bossier aBTOMaTHYECKH MOJTy4aTh JaHHbIE U3 HTEp-
HeTa C MOMOUIbIO. . .

a) CTeIHaTbHBIX KaHAJIOB;

0) TaOJIMYIHBIX TPOIIECCOPOB;

B) MEXaHU3Ma IOJITUCKH,

I') METOZ0B MaTeMaTHYECKOT0 POrpaMMHUPOBAHUS
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