[Tpunoxenue 5

denepanbHOE rOCYIapCTBEHHOE OIOKETHOE 00PAa30BATEIHHOE YUPEXKICHUE BBICILIETO
obpazoBanus « TaMOOBCKHUIA rocynapCTBEHHbIN yHUBEpcUTET uMenu [.P. Jlep:kaBuHay»
[Iemarornuecknii MHCTUTYT
Kadenpa coumanbHoit paboTh

YTBEPX/IAIO:
JIMpEeKIop-HECTUTY T

3 30
ok )
O 14y,
>\ YHHBR, sy

Q&A P ,,/’0(Q 69
&

<

«22» uronsa 2023 .

PABOYAS ITPOT'PAMMA

no muctmmuinae b1.B.JIB.09.1 Komnberotepusarius 3eKTpOHHOTO TOKYMEHTO000pOTa B
coranbHOU cdepe

Hamnpasnenue noarorosku/cnernuaibHOCTh: 39.04.02 - ConpanbHast pabota

[Tpodunb/HanpasnenHocTs/cnenuanu3anus: ConuanbHas HHKEHEPHs: TPOSKTUPOBAHUE,
OpraHM3allys 1 yInpasieHUe MpoIeccaMu B COLIMaIbHOM cepe

VYpoBeHb BBICIIEr0 00pa30BaHMs: MarucTparypa
Kpanuduxamms: Maructp

roa Habopa: 2023

TambOo0B, 2023



ABTOp NMpOrpamMmsbi:
JlokTop neparoruuyeckux Hayk, goueHT Kypunosuu Hanexxna BacuibeBHa

Pabouas nporpamma cocrapinena B coorBeTcTBuu ¢ ®I'OC BO mno nampasieHuto noarotroBku 39.04.02 -
ConmanpHas pabora (ypoBeHb MarucTparypsl) (mpuka3 MunuctepcTBa oopazoBanust U Hayku PD ot «05»
depans 2018 . Ne 80).

Pabouas mporpamma npunsaTa Ha 3acenanun Kadenpsr conmanpHoi paboTsr «14» utons 2023 r. [Iporokon
Ne 10

Paccmorpena u omobpena Ha 3acemanun YdeHoro coBeta [lemaroruueckoro nHCTUTYTa, [IpoTOKOT OT «22%
ntoHsa 2023 . Ne 9.



COIEPXAHUE

R (50077 fct:hi 1 1 89112 (61102 11 R0 1) SN 4

. Mecto muctiatIuHBL B CTPYKTYPE OIT MaTHCTPATYPBL. ... uvtinttetteeeteetteeteeteeteeaeeereeeneeneennenns 5

. O0OBEM U COMEPIKAHME TACTIATIITITHBL. . . ..\ vsussenssenteenseenneenseenneeneeeaseeeseanasanseanseanseenreenneenneans 5

. KonTponps 3HaHni 00y9IaromuXCsA U TUITOBBIE OIICHOUHBIE CPEICTBA. - .. venveneeneneaneeneeneennannenneanennes 6

. MeToandeckne ykazaHus I 00YUYAIOITAXCS 10 OCBOCHHUIO JUCITUTUTHHBI (MOJTYTIS) ..\ vveeeeeanreannannnns 10
. YueOHO-MeTonnYeCKOe U HH(POPMAIIMOHHOE 00CCIICUCHHE TUCIIMIIMHBL. . ... vvvsenransereereareareensannnns 10
. MarepuanbHO-TEXHUIECKOE obecrieueHue JTUCITUTITAHBL, MpOrpaMMHOE obecrieueHue,

npodeccroHabHBIC 0a3bl TaHHBIX U WH(POPMAITHOHHBIE CITPABOTHBIC CHCTEMBL. . ...'vveeereenreanreansannns 11



1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

[IK-4 CrocobeH K cOIMaibHOMY MPOTHO3HMPOBAHUIO, MPOCKTUPOBAHUIO M MOJICITUPOBAHHUIO TPOIECCOB,
HaIpaBJIEeHHBIX Ha 00eCTIeYeHHE COIIMAIbHOTO OJIArONoMy4usi U COUMATbHON 3alIUThI TpaXkIaH

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOCHHUS JUCIUILTUHBL:

- HAy4YHO-UCCJIEA0BATEIbCKHI
- OpraHU3allMOHHO-YIIPABICHYECKUI
- COLMAJILHO-TEXHOJIOTHYECKUHU

1.3 JucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
chepax: 01 ObpazoBanme u Hayka (B cdepe cpemHero mpodecCHOHATBLHOTO W BBHICIIETO OOpa30BaHUS,
po¢eCCUOHATBLHOTO O0Y4YeHHUsI W JOMOJTHUTENbHOTrOo o0pa3zoBanus), 03 ComumanbHoe OOCTy)KHMBaHHE (B
chepe ynpapieHUs COITUATBLHOM 3aITUTHI HACEIICHHUS )

1.4 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaroIIMXCsl TOJKHBI ObITH COPMUPOBAHBI:

O0001IEeHHBIC TPYIOBBIE Kon n HanmeHoBaHMe
(hyHKUMY / TPYAOBBIC komriereHiu @I'OC BO,
(GbyHKUMY / TPYyAOBBIC U HEOOXOIUMOM ISt
npodeccroHaIbHbIE (hopMHpOBaHUS TPYAOBOTO
JeiicTBus (py HaTU9IUU WK Ipo(ecCHOHATBHOTO
npodcranaapra) nefcTBUS

I/IH,I[I/IKaTopLI JOCTHIXXCHUSA KOMHGTGHHI/If/’I

[TIK-4 Criocoben [IpuMeHseT  TEXHOJIOTHH  KOMITBIOTEPH3WAIIMA B
COLIMATIFHOMY comuanebHOW  cdepe,  TEXHOJOTHH  3JIEKTPOHHOTO
MIPOTHO3UPOBAHUIO, JTOKYMEHTO00O0pOoTa

MPOEKTHPOBAHUIO U
MO/JIEITMPOBAHUIO
MPOIIECCOB, HAIIPABICHHBIX
Ha obecrieueHne
COLMAJIFHOTO OJIaronoIyyduns
U COLMAIBHOM 3aIlIUThI
rpaxaaH

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBs3eH JAUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

[IK-4 CnocobeH K COUMAIbHOMY TPOTHO3SUPOBAHMIO, TMPOCKTHPOBAHUIO |
MOJICIMPOBAHHUIO  TPOIIECCOB,  HANpPAaBIEHHBIX Ha  OOEcCHeYyeHHEe  COLHUATbHOTO
0JaromnoTy4usi U COLMAIBLHOM 3aIUThI FPaXKIaH

Ne HaumenoBanue dopma
/o JUCUUILINH, o0yueH
OTIPEIEISIOMNX us
MEXIUCUUIUIMHAPHBIE | 3a04Ha
CBSI3U o
(cemect
p)
214

—

Konduukroaoruuecko | +
¢ KOHCYJIBTHPOBaHUE
U MeuaIus

2 |OH1aiiH-TeXHOJIOT U N +
Y TPUKJIaIHbIC
IIPOrpaMMbI B
coluaabHOU cdepe




3(OcHoBBEI MemUanIU U | +
KOMMYHUKAIHH

4|CeMeliHO-OPUEHTUPOB | +
aHHAas MeTuanus B
paboTe CreruaIncToB
COITMATBHON cephl

5|CoBpeMeHHOE +
MpoOIEeMHOE TT0JIE
COITMATBHON PabOTHI

6 |CoumanbHoe +
MO/JICIUPOBAHUE,
MIPOrHO3UPOBAHUE U
MIPOEKTUPOBAHHUE

7| Texnomormueckast +
MIPaKTHKa

2. MecTo nucuuiuiaiabl B cTpykrype OIl marucrparypsbi:

JuctumnuHa «KoMmbroTepusanus MeKTPOHHOTO JOKYMEHTO000poTa B COLMAIbHOU cepey» OTHOCHUTCS K
gacTd, (hopMUPYEMOI yIacTHUKaMU 00pa30BaTeIbHBIX OTHOMIEHUH, ydueOHoro muaHa OIl mo HampaBiIeHHUIO
noarotoBku 39.04.02 - CouuanpHas padora.

JuctumuinHa «KoMibroTepu3zaius 3IeKTPOHHOTO TOKYMEHTOO0O0pOTa B COlMaIbHOM cdepey» u3ydaercs B 4
ceMecTpe.

3.00beM u conepxaHue JUCUUILINHBI
3.1.00peM QUCIUIUIMHEL: 2 3.€.
3aoyHas: 2 3.€.

Bun yueOHOM paboTh (BCB;(:;I‘?;:OB)
O0mas Tpy10€éMKOCTb JMCHUIITHHBI 72
KonTaktHas pabora 6
Jlexuuu (Jlexummn) 2
[Tpaktuueckue (IIpakr. pab.) 4
CamocrostenbHas pabota (CP) 62
3auer 4

3.2.ConepxaHue Kypca:

Ne Ha3zBanue Bun yuebHoli | DopMBbI TEKyIIETO
TEMBI paszena/TeMsbl pabotsl, yac. KOHTPOJIS
Jlex |IIpa| CP
IIUH | KT.
pao.
31313
4 cemectp
1 OcCHOBHBIE TIOHATHS Pedepar;
1 QYHKIMH CUCTEM TectupoBanue
AIIEKTPOHHOTO RERE
JIOKyMEHTO000pOTa
B COIIMAJIbHBIX
OpraHu3aIusIX.
2 DNEeKTPOHHBIN Omnpoc;
JOKYMEHTOO00POT 1|2 |31 CobecenoBanue
U1l HAaCETICHUS




Tema 1. OcHOBHbIE MOHATHUS M (PYHKINH CHCTEM JIEKTPOHHOI0 JOKYMEHTO000POTAa B COIHAIBbHBIX
opranm3aunusx. (IIK-4)
Jlexknus.

nporenyp paboTsl ¢ JokymMeHTamMu. COBpPEMEHHBIE TEXHOJOTMHM aBTOMATH3AIlMH JEJIONPOU3BOICTBA.
CucTeMsbl 3JEKTPOHHOTO TOKYMEHTOO00POTa: aBTOMATH3alUs MPOLEAYP MOMYUYSHHS U MepeJadl BXOIAIINX
U HMCXOISIIUX JTIOKYMEHTOB, PETUCTpPAIlMM JIOKYMEHTOB, KOHTPOJS HCIIONHEHHS JOKYMEHTOB, XpaHECHHUs
ANEKTPOHHBIX JOKYMEHTOB. PasneneHue mnpaB JocTymna ayTeHTUUKaMs Moib3oBareneil. Kputepuun
BbIOOpa CDOJI. O030p pbIHKa COBPEMEHHBIX CHCTEM 3JIEKTPOHHOTO IOKyMeHTooOopora. CpaBHHTENbHAS
XapakTepucTUKa (YHKUIMOHAIBHBIX BO3MOXKHOCTEH cucreM EBdpar Jloxkymentoobopor, Documentum,
Office Media, IEJIO, LanDocs, DIS:Class, Docsvision.

IIpakTH4eckoe 3aHATHE.

IIpakTH4yeckoe 3aHsiTHE
I 1. Nzyuenne ¢pynkunonana CIJ «1C:nokymeHnT0060poT. JleMoBepcusi»

[TonsiTe nokanpHOTO Odurca. [IpUHIUTIBEI ¥ MpUeMbl PaOOTHI ¢ CHCTEMOM:
- perucrpanus 10KyMeHTa;
- mpucoeanHeHue Ganos;
- 3aroJHeHne BKIaAKu « KOHTpoIb» perucTpaliluoOHHON KapTOYKU JOKYMEHTA;
- Ha3Ha4YEeHHE MPaB JOCTYIa K JOKYMEHTY;
- OOIIMI TTOKCK;
- CO37JaHKE OTUYETOB;
- 00MeH COOOIEHUSIMH MEXTy MOJIb30BATEIISIMHU;
- paboTa ¢ 3IeKTPOHHOU MOYTOM;
- paboTa C MEeKTPOHHO-IIU(PPOBOI MOAMHUCHIO.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
3agaHus 1719 CaMOCTOSATEJIbHOM PadoThI

1. Hammucanne pedepara o CI/I.

2. [ToaroroBka k TecTupoBaHuio Ha 3HaHue 0cHOB CO/I.

3. JlomoyTHUTE TbHAS TPOPA0OTKA JICKIIMOHHBIX MAaTEPHAIIOB 110 TEMATHUKE JUCIHILTAHBL.
4, N3ydeHne oTaenbHBIX BOMPOCOB, CBSI3aHHBIX C PACIIUPEHUEM CONEPIKATEIBHON YacTH
JTUCLIMILUINHEI.

Tema 2. DjIeKTPOHHBII JOKYMeHT0000pOoT 1151 HacedeHus (ITK-4)
Jlekumus.

[Topran rocygapcTBEeHHBIX yCIyr. XpaHEHHE M COBMECTHasi paboTa Haj JOKYMEHTaMHU B KOPIIOPAaTHUBHOM
colMabHOM ceTh. Pa3menienre HOBOCTEHW W PACHOPSHKEHUH MO OpraHu3aiui. BuUpTyaabHble KaOWMHETHI.
CyxeOHbIe 3aKJIaIKi COUAIEHOTO COOOIIECTRA.

IIpakTH4eckoe 3aHATHE.
[IpakTHueckoe 3aHsATHE
1. 3HakoMCTBO ¢ pyHKIMAMHU U npaBuiamMu padotsl ¢ moprajgom [OCYCIIVT.
3ajanus AJ151 CAMOCTOSITEIbHOM PadoThlI.
3amaHus Ui CaMOCTOSATENIbHON PabOThI
1. U3yuenue noustust D111 u ee BugoB.
2. JlononHUTENNbHAs MPopaboTKa JIEKIIMOHHBIX MaTepPHUajIoB MO TEMATHKE JUCIUTUINHBL
3. M3y4eHne OTACIbHBIX BOIPOCOB, CBA3aHHBIX C PACIIUPEHUEM COAEP/KATEIbHON YaCTH JUCLUILINHEI.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:
baniabHO-peHTHHTOBBIE MEPOTIPUSATHS HE MPETyCMOTPEHBI



4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Omnpoc

Tema 2. DneKTpOHHBIN JOKYMEHTOOO0POT AJIsl HACETICHHUS
Tunosbie BONPOCHI ONIPOCa
[aiite onpeneneHre KOMIBIOTEPHON CETH.
[TosicauTe, uTO Takoe Opaysep.
UYro Takoe 00MauyHbIe TEXHOJIOTUU?
OOBsICHUTE TIPaBUIIA 3aITMCH aJipeca SJIEKTPOHHOM MOYTHI.
HazoBute nporpaMmel, ¢ TOMOILBIO KOTOPBIX MOYKHO MOJIYYUTh JIEKTPOHHYIO MIOYTY.

N N

Haiite onpenenenust noustuid: 1. [Touckopas cucrema - 2. [lonckoBbie HHAECKCHI - 3. CalT - 4.
BHeKTpOHHLH/I JTOKYMEHT - 5. JIokyMeHTO000pOT - 6. MapiipyTu3amus COOOIIEHHH B CUCTEME
AIIEKTPOHHOTO IOKyMEHTO000pOoTa -7. DIEKTPOHHBIA apXUB MPEIIPUITUS

6. HasoBure Hanbosee NoMyIsipHbIC TOMCKOBBIE MaluHbl IHTEpHETA.

7. PacckaxuTe 0 KOMIIBIOTEPHBIX BUPYCaXx.

8. TlosicHuTe MOHATHS UACHTU(DUKAIIMU U ayTEHTU()UKAIIUH.

9. Ilepeuncnure OCHOBHbBIE (PYHKIIMU CUCTEMBI AJIEKTPOHHOTO IOKYMEHTO0O0pOTA.

10. BepHnbl 1 yTBepkKA€HUS « DIEKTPOHHBINA JOKYMEHT - 3TO MOJHBIN aHAJI0T OyMa)KHOTO
JOKYMEHTA, TOJIbKO XPaHALIUICS Ha KOMIIBIOTEPEY, « DIEKTPOHHBIN TOKYMEHT HE UMEET IOPUINUECKOM
CHJIBI»?

Pedepar

Tema 1. OcHOBHBIEC TOHATHA U (QYHKIIMH CUCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa B COLUATBHBIX
OpraHu3aIusix.

Tunosblie TeMbl pepeparoB

. DIIEKTPOHHBIN TOKYMEHTOOOOPOT: CYIITHOCTh, POOJIEMbI

. MexayHapoaHbIii 1okyMeHT0060poT. [IpobiaeMbl MpaBoBOTO peryinpoBaHHs
. CucreMsl 3IEKTPOHHOTO TOKYMEHTO000pOTa

. DNEeKTPOHHBIN TOKYMEHTOOOOPOT: MPOOIEeMbl BHEIPEHUS

. 3akoH «O0 >eKTPOHHON UGPPOBON MOATTHCH))

. Obecneuenne 6e30macHOCTH U 3amuTa JoKymMeHToB Microsoft Office Word.

. ®opMmarsl (aitnoB u npeodpazoBanue 10KymMmeHTOB B Microsoft Office Word.

0 I N W bW

. [IpaBoBbIe criocoObI 3amuTh HHPopManmu B Poccun
9. 3ammTa uHGOPMAIIMK OT BPEIOHOCHBIX MTPOTrpaMM

10. NudopmaimoHHoe HEpaBEHCTBO, IUGPOBOE paszjieneHue olmiecTBa, MHPpOpPMAMOHHAS OETHOCTD.
[TpoGneMsbl, MOCIEACTBUS, ITYTH PEIICHHSL.

11. IlocnenctBusa pa3Butust MHTEpHETa B COBpEMEHHBIX rocyaapcrsax. OCHOBHBIE YIpO3bl CO CTOPOHBI
WHuTepHeTa 1)1 COBPEMEHHOTO rocyapcTBa (B YaCTHOCTH, OJUTHYECKUE U SKOHOMHYECKHE).

12. Ilogxonpl K rocylapcTBEHHOMY peryaupoBaHuto MHrepHera B Poccum m apyrux rocynapcrBax.
MeponpusaTus 1 3aKOHOAATEIIbHBIC THULUATUBBI.

TecTupoBanme

Tema 1. OcHOBHBIE MOHATHS M (PYHKIIMH CUCTEM JIEKTPOHHOTO JOKYMEHTOO00POTa B COLUAIBHBIX
OpraHu3alusX.

[TpyMepHBIe BapHaHTBI TECTOB JUISL BBIXOIHOTO KOHTPOJIS
1. JTokyMeHTOOOOpOT - 3TO:



a.

ABUKCHUC JOKYMCHTOB B OpraHu3alvi € MOMCHTAa HUX CO3JaHUA WKW TIOJIYUYCHHUA OO0 3aBCPHICHUS

HUCIIOJIHCHUA WUJIN OTIIPAaBJICHUS.

0.

B.

YacTh JEJIONPOU3BOICTBA, HEIIOCPEACTBEHHO CBSI3aHHASI C CO3/IAHUEM JTJOKYMEHTOB.
OTpacib JESATENHOCTH MO pa3paboTke U O(QOpPMIICHUIO OPHUIMAIBHBIX AOKYMEHTOB, OPraHHU3AlMH HUX

JBUKCHUS, yUeTa U XPaHECHHUS.
I. JOKYMEHTAIlHOHHOE 0OecreyeHe yIpaBIeHusl.

.

N B~ W N = W W N =N

AW N =B

5.
1.
2.

ACATCIIBHOCTD 11O OpraHrU3alli XpaHCHUA JOKYMCHTOB.

. KakoBo 0cHOBHOE Ha3zHaueHHUE IEKTPOHHOTO JOKYMEHTO0O0poTa?
. XpaHEeHHe

. yuer

. ABTOMaTH3aIHs

. TIOUCK

. TunoBas cxema IBMKEHUS BXOJSAIIETO JOKYMEHTA COCTOUT U3 CIEIYIOIINX IPOLECCOB:
. [lonydenue -> PaccmoTtpenue -> Mcnonnenue -> Peructpauus -> B neno.
. [lony4yenue -> B neno -> Perucrpanus -> PaccMorpenue -> McnonHenue.
. [lonyuenue -> B geno -> PaccMmoTrpenue -> Mcnonnenue -> Peructpanusi.
. [lony4yenue -> Perucrpauus -> Paccmorpenue -> Mcenonnenue -> B geno.
. [lonydenue -> PaccmoTpenue -> Peructpanus -> Mcnonnenue -> B neno.

. TurnoBas cxema IBUKEHUS UCXOMAIIETO JOKYMEHTA:

. [lonroroBka -> Peructpanus - >B neno -> ComacoBanue -> YTBepxkaeHue -> OTnpaBka.
. [TogroroBka -> CornacoBanue -> YTBepxkaeHue -> Perucrpanus - >B aeno -> Otnpaska.
. IlonroroBka -> ComnacoBanue -> Perucrpanus, B 1e10 ->YTBepxkacHue -> OTnpaBKa.

. [TogroroBka -> CornacoBanue -> YTBepxkaeHue -> Ornpaska -> Peructpauus - > B J€70.

JIokyMeHTBI, 00pa3yIoluecs B Ipolecce AeITeIbHOCTH OpraHU3aluy, B JadbHeHem:
OCTAIOTCSI B apXMBE OpraHu3alluy Ha JJIMTEIbHOE apXUBHOE XpaHEHHE.
XpaHATCS B YCTAHOBJICHHBIE CPOKHU M 3aT€M IEpealoTcs Ha JJIMTENbHOE XPaHEHHE B COOTBETCTBYIOIINE

roCylIapCTBEHHbIE OpraHU3aI[IH.

3.
4.

W N = N

LW N =

8.

MOJJIEKAT YHUUTOXKEHUIO.
BEpHBI OTBETHI 1,2 1 3. 5. BepHBI OTBETHI 2 U 3.

. Kak Ha3bIBalOT 27IEKTPOHHBIE TOKYMEHTBI, KOTOPBIE COJIEPKAT TEKCTHI HA €CTECTBEHHOM f3bIKE?
. CTPYKTYpUPOBaHHBIE

. HECTPYKTYypUPOBaHHbIE

. €CTECTBEHHBIE

. IIpenmMymiecTBa 3MEKTPOHHOTO TOKYMEHTOO0OPOTa B CPABHEHUH C OyMa)KHBIM:

. yI00CTBO XpaHEHUS TOKyMEHTOB;

. BO3MOXXHOCTb pabOThI B OPraHU3ALUIX C MOCTOSSHHBIMU CTPYKTYPHBIMH N3MEHEHHSIMU;
. 3 PEeKTUBHBII KOHTPOJIb 32 UCTIOTHEHHEM TIOPYUYEHUH;

. YCKOpEHHE TIOMCKA JOKYMEHTOB.

Ha ocHoBe kakoro 3akoHa MO>KHO TPUJATh IOPUANUECKYIO CHUITY JIEKTPOHHOMY JOKYMEHTHI?

a) «O06 undopmaryu, HHPOPMATU3ALUHU U 3ALTUTE UHPOPMAITUID

0) «3aKkoH 00 IEKTPOHHOU TU(PPOBOI TOATUCHY

B) «I'pakgaHCKUI KOIEKC)



9. DnekrponHas nudpoBas MOAMUCH 0OCCIICUNBACT:

a) OXpaHy NepCOHAIBHON HHPOPMAIIMK OT TIepexBara

0) mudpoBaHUE TEKCTA JOKYMEHTA, MEPeIaBaeMOoro 0 CETH
B) MOJIJTMHHOCTH MOJIIUCEH TOKyMEHTa

10. C wucnonb30BaHUEM, KaKUX IPOrPAaMMHBIX CPEICTB MOXHO OPraHM30BaTh dJIEKTPOHHBIN
JTOKYMEHTO000pOT?

1. ELMA

2.1C

3. DIRECTUM

4. EBOPAT

11. Ectb 1 B cucteme 1C 21€KTpOHHBINA JOKYMEHTOOOOPOT BOBMOKHOCTh YUHUTHIBATh pabouee Bpems?
1. na

2. HeT

3. 1a, HO TOJIBKO NPU HAJIMYMK MAaKCHMAaJbHBIX PAB y YUETHOH 3alKCH

12. C noMo111b10 KaKoi IporpaMMbl MOJKHO MOJIYYUTh JIEKTPOHHYIO MOUTY?
1. Outlook Express

2. Windows Commander

3. binokHoT

4. WinZip

4.3 TIpomexxyTouHas aTTecTalus 10 AUCIHUILTIHE IPOBOAUTCS B hopMe 3aueTa

Tunosbie Bonpocekl 3auera (I1K-4)
. DJeKTpOHHAs JOKyMEHTAIUS: ONPEEIeHHE U OCOOCHHOCTH.
. OneKTpoHHBIA JoKyMeHT (D/1).
. HeopmanmzoBanHsbIit u ciryxeOHbIe (0OQHUITHATBHBIC) AIEKTPOHHBIE TOKYMEHTHI.
. DNEeKTPOHHBIN TOKYMEHTOOOOPOT. [IpHHIIUITEI TOCTPOCHUS CHCTEMBI JIEKTPOHHOTO JJOKYMEHTO000pOTA.
. Cxema 3JIeKTpOHHOTO TOKyMEHTO00O0pOTa.
. OYHKIIUH CUCTEM BIIEKTPOHHOTO JOKYMEHT0000pOTA.
. [Ipermy1iecTBa U HEAOCTATKU AIEKTPOHHBIX JOKYMEHTOB 10 CPAaBHEHUIO C OyMa)KHBIMHU.

0 I N W bW

. BI/II[bI MMOUCKa JOKYMCHTOB U CIIy4aH UX HUCIIOJIb30BaHUA.
9. 3agauu, pemaeMbie COBPEMEHHBIMH CHCTeMaMu JokyMeHTooOopoTta. [Tpumepsr CO/I.

10. DnexTpoHHbIE MOTOKM WHGpOpPMAaUWU Ha Tpeanpuituu (B oduce). TeXHOIOTUS CKaHUPOBAHUS U
pacrno3HaBaHMs JOKYMEHTOB. [Ipumepsl nmporpamm.

11. HocuTenu 3eKTpOHHBIX JOKYMEHTOB. O0MauyHbIe TEXHOIOTUH XPaHEHUs JaHHbIX. [[puMepsl cepBUCOB.
12. Buabl cUCTEM 3JIEKTPOHHOTO IOKYMEHTOO0OpOTa

13. [Ipo6nembl OpraHu3auy MEKTPOHHOTO JOKYMEHTO000poTa.

14. Texnonoruu obecrnedeHus: 6e3onacHocTH. CTaHIapT OIEHOK O€30MaCHOCTH KOMITBIOTEPHBIX CHUCTEM.
15. ®enepanphbrii 3akoH Ne 1- @3 ot 10 ssuBaps 2002 roga "OO6 31ekTpoHHOM 1TMppOBOH oamHcH".

16. Pa6ota ¢ mopranom 'OCYCIIVT.

Tunosble 3aganusa 1 3adera (IIK-4)
1. DNeKTPOHHBIN JOKYyMEHTOOOOPOT: CYIIHOCTb, TPOOIEMBI
2. MexayHapoaHblii JOKyMeHTO000poT. [IpobiemMbl MpaBOBOTO peryIupOBaHMS
3. CucteMsl ANIEKTPOHHOTO IOKYMEHTO000pOTa



4. DNEeKTPOHHBIN JOKYMEHTOOOOPOT: MPOOJIeMbl BHEIPEHUS

5. 3akoH «O0 3EeKTPOHHOU UGPOBON TOATTHCH)

6. Obecneuenne 6€30MaCHOCTH U 3amuTa J0KyMeHToB Microsoft Office Word.
7. ®opmarsl ¢aitnoB u npeodpazoBanue 1okyMmeHTOB B Microsoft Office Word.
8. IIpaBoBbIe crtocoOb! 3amuThl HHGpOpMaluu B Poccun

9. 3ammTa nHGOPMAIIMK OT BPEIOHOCHBIX ITPOTpaMM

10. NudopmaimoHHoe HEpaBEHCTBO, IUGPOBOE paszjeleHue oOmiecTBa, MHPpOpPMAMOHHAS OETHOCTD.
[TpoGneMsbl, MOCIEACTBUS, ITYTH PEIICHHSI.

11. IlocnenctBusa pa3Butust MHTEpHETAa B COBpEMEHHBIX rocyaapcrBax. OCHOBHBIE YIpO3bl CO CTOPOHBI
WHuTepHeTa 1)1 COBPEMEHHOTO rocyjapcTBa (B YaCTHOCTH, NOJTUTHUECKUE U SKOHOMHYECKHE).

12. Ilogxonpl K rocylapcTBEHHOMY peryaupoBaHuto MHrepHera B Poccum m apyrux rocynapcrBax.
MeponpusaTus 1 3aKOHOAATEIbHBIC THULUATUBBI.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

JleckpunTopsl (YpOBHU) — OCHOBHBIC IPU3HAKH OCBOCHHUS (ITOKA3aTeIu

Orenka Kommnerenmu
TOCTHKEHHMSI pe3ynbTaTa)
11K-4 JIeMOHCTpUpPYET BBICOKHH YPOBEHb NPUMEHEHHS TEXHOJOTHH
«3a4TECHON KOMITBIOTEpU3allMd B COLMAIBHOH  cdepe,  TEXHOIOTHH
3IIEKTPOHHOTO JJOKyMEHTO000pOTa
[IK-4 JIeMOHCTpUpPYET HEYAOBIECTBOPUTENbHBI YPOBEHb IPUMEHEHUS
«HE 3a4TCHO» TEXHOJIOTHH KOMIIBIOTEPHU3AIMK B COLMAJILHON cepe, TEXHOIOTUU

AIIEKTPOHHOTO JJOKyMEHTO000pOoTa

5. MeTonnueckue ykazaHusi AJisi 00y4al0IIUXCS 110 OCBOCHUIO M CHUILTHHBI (MOLYJIS)
MeTtonnueckue yka3zaHus IO OpraHU3alui CaMOCTOSITEIbHON paboThl 00yYarommxcst

[Tpuctynas K M3y4EHHUIO AUCHUILIUHBI, B MEPBYIO Ouepeab OOydyaromuMcsi HEOOXOAMMO O3HAKOMHTHCS C
copepkanueM paboueit mporpammbl nucuuruinabl (PIT[), xotopas ompexpensier comep:kanue, oObeM, a
TaKKe MOPAIO0K N3yUSHHs U TIPENoAaBaHus y4eOHOU AUCIUIUINHBI, €€ pa3/elia, YacTH.

Jli1st caMOCTOSITENTFHON paOOThl BAYKHOE 3HAUCHUE UMeeT pasnenbl «O0beM U coiep:kaHue JUCIUTUTMHBDY,
«Y4eOHO-MeTomuueckoe U HH(popMaImoHHOE 00eCTIeYeHNE TUCIUILTMHBD U «MarepruaabHO-TEXHUIECKOEe
obecrnieueHre JUCITUTUIMHBI, TPOrpaMMHOE obecreueHue, MpodecCuoHaIbHbIC Oa3bl TaHHBIX U
WH(POPMAIIMOHHBIC CIIPABOYHBIC CHCTEMBI.

6. YueOHO-MeTOoAUYecKOe U HHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:
1. Brim. 4: DnexTpoHHBINA JOKyMEeHTO0O0poT, 2014. - 24 c.

2. Ypunnos, A. . DnexTpoHHbII 00MeH TaHHBIMU : yueObHoe nocobue. - 2021-12-31; DnekTpoHHBI 00MeH
naHHBIMU. - MockBa: EBpasuiickuil oTkpbIThIii nHCTUTYT, 2011, - 181 c. - Teker : anexrponHsiii // IPR
BOOKS [caiit]. - URL: http://www.iprbookshop.ru/11136.html

6.2 JlononHUTENbHAS JIUTEPATYpA!
1.2013, Ne 1, 2012
2. Ne 1(250),2014

6.3 VlHble HICTOUHUKHU:

1. Poccuiickas HanmoHanbHass OMOInoTeKa - www.nlr.ru

2. FOpunuueckas 6udnuoreka «OpuctJ/Iuby - http://www.juristlib.ru/

3. CnpaBouno-npaBoBas cuctrema Koncymerant [Tmtoc http://www.consultant.ru - http://www.consultant.ru

10



11

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUILIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBbIE CTIPABOYHbIE CHCTEMbI

MarepuaiabHO-TEXHUYECKOE 0OecrieueHre TUCIUIUTMHBI, IPOrpaMMHOe obecrieueHre u HH(pOpMaIHoHHbIE
CIIPABOYHBIE CUCTEMBI

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIINHEC HGOGXO,Z[I/IMO CJIICAyomee MarcpruaJIbHO-TCXHUYCCKOC
obOecrnieucHue: y‘-Ie6HI>Ie AyauToOpruun Jid TIPOBCACHUA 3aHATHI JICKIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHLHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMEICHHUS ISl CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeICTaBIeHus yueOHo nHpopManuu
OO0JIBIION ayTUTOPHH.

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYIOBaHUS,
o0ecreunBaIIfe TeMaTHIECKUE WILTIOCTpaud (TPOEKTOP, HOYTOYK, IKpaH/ MHTEPAKTUBHAS JIOCKA).

JluneH3noHHOE ¥ CBOOOTHO PACcTIPOCTPaHIEMOE MPOTPaMMHOE 0OeCTICUCHHE:
Omneparmonnas cuctema Microsoft Windows XP SP3

Abby FineReader 10.0

Microsoft Windows 10

Omnepanunonnas cucrema Microsoft Windows 7, 8, 10

LibreOffice

Omnepanmonnas cucrema "Anst O6pazoBanue”

ITpodeccronanbhblie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:

1. Hayunas snexrponnas 6ubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru

2. [Ipesunentckas 6udbnmmoreka umenu b.H. Ensriuna. — URL: https://www.prlib.ru
3. Poccuiickas HarmoHanbpHas onbamoreka. — URL: http://nlr.ru

4. Poccuiickas rocynapctBenHas Oubnaunoreka. — URL: https://www.rsl.ru

5. Dnekrponnas o6udmuorexka POOU. — URL: https://www.rtbr.ru/rffi/ru/library

JJIeKTPOHHASA HH(POPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiicTBue mnpemnogaBarensi M CTyAE€HTa B Iporecce OOy4deHHs] OCYIIECTBISETCS MOCPEICTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKALMOHHBIX TEXHOJOTHH, MCHOIb3yEeMbIX B
AIIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIbHOM Cpesle YHUBEPCUTETA.



