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BBEJAEHUE

L{enbro OCBOCHMS JTVCLUTLINHBI «Cucremsl 3JIEKTPOHHOTO
JOKYMEHTOOOOpoTa» sBiseTcs ¢GopMupoBaHue Habopa NpodhecCHOHATBHBIX
KOMIETEHIIM OyIyIlero Marucrpa Mo HampasieHuto noarotoBku 09.04.02
«H(pOopMalIMOHHBIE CUCTEMBI U TEXHOJIOTUWY, AJISl pEIICHUS IPUKIIATHBIX 3a/1a4 B
paMKkax HampaBieHHOCTH (mpoduisi) «TexHosoruu paboThl C JAHHBIMUA H
3HAHUSIMU, aHATU3 UTHHOPMALTHI.

3agaur OCBOCHUS JUCUUILIAHBIL:

- mpuoOpeTeHue CTyACHTaMu TEOPETHUYECKUX 3HaHUMl B o00JyacTu
COBPEMEHHBIX CHUCTEM DJIEKTPOHHOTO JoKyMeHTooOopoTa (CIO/I);

- W3YYEeHME 3aJay, pelaeMblx c wucnosnb3oBaHueM COJ[, ocobeHHOCTEM
apxutektyp COJl, 0cOOEHHOCTEHN ympaBieHHUs KOHTYpaMHu MPEANPHUATHIMH Ha
0aze CO/I;

- U3y4YEHUE COBPEMEHHBIX MOAXOJ0B K MOHITHIO KOPHOPATUBHOCTU U €r0
cozxeprkanus B mpuMeHeHuu Kk CO/I;

- u3yueHue coBpeMeHHbIX CO/I, mpencTaBICHHBIX HA PHIHKE;

- TIOHUMAaHHME OCHOBHBIX TeHJAeHIMU pa3zButuss COJl, CBA3AHHBIX C
WU3MEHEHUSIMU YCIIOBUW B 00JIACTH IPUMEHEHUS;

- OBJIQJICHUE METOJaMHU paboThl C MPOrPaMMHO-TEXHUUYECKUMHU CPEICTBAMU
JIMaJIOTa YeJI0BEKa C OPUEHTUPOBAHHBIMU MH(POPMALIMOHHBIMU cucTeMamu - CO/1;

- m3ydyeHue ocobOeHHocTer komroHoBKM COJ] Ha 0a3ze cTaHIApTHHIX
KOMITOHEHT;

- U3y4YeHHE MPOOIEMHBIX BOIPOCOB BHeApeHUs U agantauuu CO/L;

- IOJTy4Y€HHUe OMbITa IpaKkTudeckon padotsl ¢ CO/I.

HanmenoBanue 1a60paTopHbIX padoT

JlaGopaTtopHast padora 1.

Tema: 3aaun aBTOMaTH3AIMHU JJOKYMEHTOOO0POTA M COBPEMEHHBIE METOIMKH yrpasieHus (TQM,
BPM, MBO, KM).

Copneprxanue: PazpaboTka Moayneit OCHOBHBIX IPOLIECCOB ITPpeoOpa3oBaHus HHPOPMALIUH.
JlaGopaTtopHast pabora 2.

Tema: Paznuunble acrieKThl aBTOMATH3AIMU JOKYMEHTO000poTa.

Coneprxanue: M3yyeHne MeTo10B MapuIpyTH3aIK JOKyMEeHTOB B cucteme MOTUB
JlaGopatopHnas pabora 3.

Tema: CucteMsl ynpaBiieHHs JOKyMEHTaMH (JI€KTPOHHBIC apXUBHI).

Coneprxanue: Tumnsl obecnieunBaronux noacuctem CO/1 JIEJIO.

JlaGopaTtopHast pabora 4.

Tewma: CucteMbl rpynmnoBoi paboThl HaJ JOKyMeHTaMu (groupware).

Conepsxanmne: Pabora 8 MS SharePoint.

JlaGopatopHnas pabora 5.

Tema: Cuctemsl yripaBieHus jaenoBbivu nporeccamu (Workflow management)

Conepxanue: IIpoektupoBanue ¢ nomompro ER-mmarpamm s HaCTpOWKM Ha CTPYKTYpYy
npeanpusTis SQ-KOHTPOIb Jed.

JlaGopaTtopHast padora 6.

Tema: ®@akTorpaduueckue CUCTEMBbI M KOPIIOPAaTUBHBIE YIIPaBIeHYECKHE HH()OPMAIIIOHHBIE
CHCTEMBI.



Copneprxanue: M3ydueHue BO3MOXKHOCTEH OpraHu3aluy JOKYMEHT0000pOTa B CUCTEME
'AJIAKTHUKA

JlaGopaTopHnasi padora 1. 3agaun apToMaTH3allUuM JOKYMEHT0000pOTAa N
coBpeMeHHbIe MeToankn ynpasjenusa (TQM, BPM, MBO, KM)

Lear u coaep:kanme: Pa3paboTka Momynedl OCHOBHBIX MPOIECCOB
npeoOpa3zoBaHus HHPOPMAIIUH.

OpranusanuoHHasi popma 3aHATHI: perIeHne MPOOJEMHBIX 3a/1a4.

Bonpocekl 1151 00cy:kn1eHusi Ha JadopaTopHoM 3aHsaTun: DopManuzanus
Head  aBTOMaTH3allud  JIOKyMeHTooOopoTta B komnanuu. CpaBHeHue
TPaJUIIMOHHBIX U COBPEMEHHBIX MOJX0I0B K aBTOMATU3aIUH JJOKYyMEHTO000pOTa.
B3auMocBs3b 3a/1a4 aBTOMAaTU3AI[UU U COBPEMEHHBIX MeToIUK yrpasienus (TQM,
BPM, MBO, KM). Ouenka 3ppeKTUBHOCTH aBTOMATH3alUU JOKYMEHTO000pOoTa
(TpaguIIMOHHBIA U COBPEMEHHBIM moaxoasl). Moxens ynpasnenus CO/I.
TepMUHOIOTHS ¥ KJIACCHI CUCTEM, TIPEICTABIICHHBIX Ha PhIHKE — 0030p. Paznuunbie
acmeKThl aBTOMAaTH3aluuu JokyMeHTooOopora. HoBas xonunenmms Agile ECM —
COJ1 kak «kuein» HHPOPMaUOHHON cucTeMbl. TpeH bl pa3BUTHUS OTPACIH.

Teopernyeckoe 000CHOBaHME

B coBpeMeHHOI OpraHu3aiuu CUCTEMBI JIEKTPOHHOIO JOKYMEHTO0OO0pOTa
(CO1) cranoBsATca oOs3arenbHbiM 3nemMeHToM WMT-undpactpykrypel. C ux
MOMOIILIO TTOBBIIAIOT 3P (HEKTUBHOCTH JEATEIBHOCTH KOMMEPUECKHUE KOMITAaHUU U
MPOMBIIIUICHHBIE TIPEATPUITHS, @ B TOCYJAPCTBEHHBIX YUPEKICHUSX Ha Oaze
TEXHOJIOTUIA 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa PEIIA0TCs 3aJauyd BHYTPEHHETO
YIOPABJICHUS, MEXKBEIOMCTBEHHOTO B3aUMOJCUCTBUS W B3aUMOJICHCTBUS C
HacesneHueMm. OOmenpunsTol abOpeBuarypoi siisiercss COJ1, XoTs HapaBHE ¢ HEM
taxoke ucnoib3yrores CAJl (cuctema aBTroMaTHU3aluu AeionpouspoacTea), COJ10
(cucTeMa JIeKTpOHHOTO JTIokyMeHTooOopoTa) 1 CAJIO (cucTema aBTOMaTH3aIuN
JIOKYMEHTO000pOTa).

Cucrtema 3JeKTpOHHOTO JokymeHTooOopora (COJl) — opraHu3ainroHHO-
TEXHUYECKass CUcTeMa, oOecrneuuBaroniasi MpoLEcC CO3JaHus, YIPABICHUS
JIOCTYTIOM M PacHpOCTPAHEHUS] DJIEKTPOHHBIX JOKYMEHTOB B KOMIIBIOTEPHBIX
CeTSAX, a TakKe OOecredyuBarolas KOHTPOJIb HaJl MOTOKaMU JOKYMEHTOB B
OpraHu3alluu.

OcCHOBHBIE 32/1a4H, pelIaeMble CUCTEMOM 3JIEKTPOHHOTO IOKYMEHTO000pOTA:!

— oOecrieueHne  WHCTpyMEHTaMU  3(PGEKTHBHOTO  YIpaBICHUS
MPOIIECCAMH U CBSI3aHHBIMU CHUMU JJOKyMEHTaMU;

— MO/IJIEPYKKa CITAXKEHHONW MHOTOIOJIB30BATEIHCKON pabOThI IepcoHasa
Ha BceX (a3ax IMOATOTOBKH, MPOXOXKIACHUS M apXWBUPOBAaHMS WH(pOpMAIUK O
3aJIaHUSIX U JIOKYMEHTaX;

— co3ganre A(POEKTUBHBIX KOMMYHHKAIMA MEXKIy ydYaCTHUKaAMHU
OM3HEC-TIPOIIESCCOB;

— aBTOMATHU3aIINS U TIOBBINIICHNE KaueCTBa KOHTPOJISI UCTIOTHUTETHCKON
JUCITUTUTHBL;



— NOBBILICHUE MPOU3BOAUTENBHOCTH TPyJa M COKpALLEHUE BPEMEHU
OOIIEro MPOXO0XKICHUS JOKYMEHTOB U BBIMIOJIHEHUS 3a/laHUI;

— YBEIMYEHHE CKOPOCTH pabOTHI C KIIMEHTAMU;

— nojaepxka 3(¢p(HEeKTUBHOTO HAKOIUICHHUSA, YNPAaBICHHUS M JOCTyHa K
uHbOpMaIUU U 3HAHUSIM;

— YIOPOUIEHUE U YJCLIEBICHUE XPAHEHHUSI OyMa)KHbIX JOKYMEHTOB 3a
CYET HAJIUYHS JIEKTPOHHOTO apXUBa;

— ONTUMM3AIMA OU3HEC-TIPOLIECCOB, ABTOMATH3allMs MEXaHHM3Ma HX
BBIIIOJIHEHHS U KOHTPOJIS;

— IPOCIIEKUBAHNE B3aMOCBSI3H 3a/a4y aBTOMaTH3aluU
JTIOKyMEHTO000pOTa M COBpEeMEHHBIX MeToauk ympasienus (TQM, BPM, MBO,
KM);

- BBEJICHHE  €IMHBIX  PETJAMEHTOB  IPOLIECCOB  IPOXOKICHUS
JIOKYMEHTOB U JIEATEILHOCTH COTPYIHUKOB.

Tepmun TQM (Totalqualitymanagement) wuiaum BceoOIM MEHEIHKMEHT
KayecTBa mosiBWICA B 60-¢ roasl Juisi 00O3HAYEHHs SIMOHCKOIO IMOAXO0Ja K
YIPABJICHUIO KOMIAHUSAMHU. DTOT MOIXO]] IPEAIO0Iarail HEMPEPbIBHOE YIIyUILIEHUE
KauecTBa B Pa3au4HbIX cepax AesITeIbHOCTH — IPOU3BOJICTBE, 3aKyIKaX, CObITE,
opraHuzainuu padoTel u 1p. B coBpemennoM nonumanuu TQM paccmarpuBaroT
KaK (UI0co(UI0 YIpaBIeHUsI OpraHU3alHEH.

TQM — B 6omb1eii crenenu ¢punocodust mponsBoacTBa. Ee rmaBHoe oTinmune
ot ISO B TOM, 4TO OHaA 3HAYUTEIBHO PACIIMPSET KPYT JIUI, OTBETCTBEHHBIX 3a
KOHEYHBIN pe3yibTaT. Eciu 1o MexX1yHapoIHOMY CTaHIAPTy OH OTPaHUYMBAETCS
pykoBozacTBOM, TO TQM HacTamBaeT Ha BOBJIEYEHHMHM B 3TOT IPOLECC KAXKIOrO

COTpYZHUKA.
Ectb cnenmmamzupoBannbie U T-ipoaykTsl, oOneryaromue BHenapenue TQM.
OHM  TOAACPKUBAKOT  BJIEKTPOHHOENETONPOU3BOJCTBO,  ABTOMATHYECKHU

VCITPABJISIOT JIOJDKHOCTHBIE MHCTPYKIMH [IPU U3MEHEHUU CTPYKTYpPHI ITPOLIECCOB,
OTCIICKUBAIOT KOHTPOJIbHBIE MOKa3aTenu.BPoccun Ttakue pemenus npeaararor,
Hanpumep, komnanuu «bUI, «MuTanesy», «Crnenrex».

BPM(BusinessProcessManagement)— KOHIICTIIIHS MIPOIIECCHOTO
VIOPABJICHHUS] OpraHU3alMel, paccMaTPUBAIOIIASION3HEC-TIPOLIECCHIKAK OCOObIE
pecypchl IPEANPUSITHS, HEIPEPHIBHO aIaNITUPYEMbIE€ K TOCTOSHHBIM U3MEHEHUSIM,
U TOoJlararouascss Ha TaKue MPUHIMIbBIL, KaK MOHATHOCTh M BUAMMOCTb OM3HEC-
MPOLIECCOB B OpraHu3aluu 3a CYET MOJICIMPOBAHUSA OU3ZHEC-TIPOLECCOB C
UCITOJIb30BAaHUEM (dbopMaIbHBIX HOTALMH,
UCIOJIb30BaHUATIPOrPaMMHOT000€CICUeHUMOACIMPOBAHNUS, CUMYJISLIUH,
MOHMTOpPUHIAa M aHaln3a OW3HEC-MPOLIECCOB, BO3MOXKHOCTH JTUHAMUYECKOTO
NEPEeCTPOCHUsT Mojielel OM3HEC-TIPOLECCOB CUJIaMU YYaCTHHKOB M CpPEACTBAMHU
IPOrPAMMHBIX CUCTEM.

BusinessProcessManagement  —KkoHIIEMIMS  MPOIECCHOTO  yIpaBJICHUS
OpraHu3almen, KoTopas paccMaTpUBaeT OM3HEC-TIPOIECChl KaKk 0COObIE PECYPChI
OPEINpPUITUS, HENPEPhIBHO aJalTUPYEMble K IIOCTOSHHBIM HM3MEHEHMSIM.
Konnenmnus nosnaraercss Ha Takue NPUHLUIBL, KaK MOHATHOCTh U BUIUMOCTD


http://ecm-journal.ru/card.aspx?ContentID=1633665
https://ru.wikipedia.org/wiki/%D0%91%D0%B8%D0%B7%D0%BD%D0%B5%D1%81-%D0%BF%D1%80%D0%BE%D1%86%D0%B5%D1%81%D1%81
https://ru.wikipedia.org/wiki/%D0%9F%D1%80%D0%BE%D0%B3%D1%80%D0%B0%D0%BC%D0%BC%D0%BD%D0%BE%D0%B5_%D0%BE%D0%B1%D0%B5%D1%81%D0%BF%D0%B5%D1%87%D0%B5%D0%BD%D0%B8%D0%B5
https://ru.wikipedia.org/wiki/%D0%98%D0%BC%D0%B8%D1%82%D0%B0%D1%86%D0%B8%D0%BE%D0%BD%D0%BD%D0%BE%D0%B5_%D0%BC%D0%BE%D0%B4%D0%B5%D0%BB%D0%B8%D1%80%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5

6H3H€C'Hp0HeCCOB B OpraHMU3alu 3a CUET MOJICIINPOBAHUA 6H3H€C'HpOHCCCOB C
HCIIOJIb30BAaHHUCM (1)0pMaJIBHI>IX HOTaHI/Iﬁ, HCIIOJIB30BAHUA  IIPOTPAMMHOIO
o0ecreyeHus MOACIIMPOBAHUA, CHUMYJIALIMH, MOHUTOPHHIA WM aHAJIN34d OousHec-
mpoueccCoB, BO3MOKHOCTb AIHMHAMHUUYCCKOIO IICPCCTPOCHUA MOI[CHCﬁ OusHec-
IMpoHCcCCOB CUIIAMHU YYACTHHUKOB U CPCACTBAMHU IIPOTPAMMHBIX CHUCTCM.

Ecnun BCC I/IH(i)OpMaHI/IOHHBIC CHCTCMBI, KOTOPBIC 00eCIICYNBAOT
ABTOMATHU3alIUIO U YIIPABJICHUC 6H3H€C-Hp0HCCC&MI/I, Pa3aciInTb Ha TpU KiIacca, TO
MOJydacTCd CIICAyromas KapTrhHa:

— CHCTCMBI YIIPABJICHUA I[OKyMeHTaHHeﬁ — ABTOMATU3HUPYIOT IABUKCHUC

JOKYMCHTAINH,

— CHUCTEMBI YNOpAaBJICHUS pecypcaMH — AaBTOMATU3UPYIOT yHOpaBJiCHUE
pecypcamu;

— CASE cpeactBa — aBTOMATHU3UPYIOT MOJEIUPOBAHUE U CO3JaHHUE
MIPOLIECCOB.

BPM-cuctema HaxouTCs Ha CTBIKE ATUX TPEX Ki1accoB kKopropaTtuBHoro [10.

MBO(otanri.ManagerialBuyOut)— BBIKYTI JI0JTA KOMITAaHUH

CO6CTBCHHBIMM€H€I[)KM€HTOM. Yacto MNPpUMCHACTCA B TCX ClIydasdaXx, KOIrJa
KOMIIAHUA HaAXOIUTCA B 3JKOHOMHUYCCKU ci1abom IIOJOXCHHNHN, W BJIaACIIbIbI
KOMITAaHUM OTKa3bIBalOTCs €€ (DMHAHCHpPOBAThH Jajee. B OONbIIMHCTBE ClIy4yaes
MBO npoucxoauT 3a cueT TpeThUX JIMIl: OAaHKOB WJIM privateequity (pOHIOB, Tak
Kak OOBIYHO MCHC/PKMCHT HC pacIiiojiaract CcpcacrBaMu B 10CTATOYHOM O6’b€M€,
YTOOBI BBIKYIIUTDH JOJIIO CBOEH KOMIIaHUU.

MeHemKMEHT snanui(anria.knowledgemanagement)— 3TO
CUCTCMATHUYCCKUC IIPOLCCCHI, 6nar0z[ap;1 KOTOPBIM CO3Jal0TCA, COXPAHAIOTCA,
pacipCaciiroTCA M IIPHUMCHAIOTCA OCHOBHBIC JJICMCHTBI HMHTCIUICKTYAJIBHOI'O
KalimgraJjia, HCO6XOI[I/IMBI€ JJIA ycCIiexa OpraHu3alnu, CTparcrus,
TpaHcopMUpyIOIIasi BCE BUIbI UHTEIUICKTYaJIbHBIX aKTUBOB B 00Jie€ BBICOKYIO
POU3BOAUTENILHOCTD, 3(P(HEKTUBHOCTH U HOBYIO CTOUMOCTh

MeToauka ¥ NOPSIAOK BHINOJHEHUS] padoThI

BelnonHuTe NMpeiokKEeHHbIE 3aJaHusl, UCIOJIb3Ysl CHCTEMY 3JIEKTPOHHOIO
JIOKyMEHTO000pOTA.

3apanmne 1. 3amycTuTe CHCTEMY DJIEKTPOHHOTO JIOKYMEHTOOOOpOTa W
JEJIONPOU3BOCTBA.

3amycTtute MOAYIb «J{OKyMEHTBI.

3ananue 2. M3yunTe OCHOBHBIE TIOHSTHS CHCTEMBI, OIMCAHHBIC B
TEOPETUUECKOM O0OOCHOBAaHWH, JTAHHOW J1a0OpaTOpHOUM pabOThl U HAWIUTE WX B
nporpamme. [lpu  BbIMOTHEHWUM JTa0OpaTOpPHOM PabOTHl  PEKOMEHIYETCS
Bocnoab3oBaThesa KHOIIK «ITomob.

Conep:xanue oT4yera u ero popma

— TloaroroBpTe OTYET, B KOTOPOM TMOJHOCTHIO OIUIIHNTE BBITIOJTHEHHUE

3aJIaHUMN.
— Oruet no nabopaTopHOIl paboTe TOJKEH CONEPKATh:
— HasBanue pa0boTsbl;


https://ru.wikipedia.org/wiki/%D0%90%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%9C%D0%B5%D0%BD%D0%B5%D0%B4%D0%B6%D0%BC%D0%B5%D0%BD%D1%82
https://ru.wikipedia.org/wiki/%D0%90%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA

— Ilens nabopatopHoii paboTHI;

—  @OpMyIMPOBKY 3a1aHUS U TEXHOJIOTHIO €r0 BBIIIOJIHECHHUS,

— OtBeTbl Ha KOHTPOJIBHBIE BOIIPOCHI.

KoHTposbHBIE BONIPOCHI:

1. HazoBure OCHOBHOE  HAa3HAYEHHWE  CHUCTEMBl  AaBTOMAaTH3ALUHU
JIEJIOMPOU3BOACTBA U 3JIEKTPOHHOT'O TOKYMEHTO000POTA.

2. [lepeuncinre OCHOBHBIE aBTOMAaTU3HPYEMBIE $yHKIIUN
JEJIONPOU3BOCTBA.

3. JlaiiTe ompeneneHus MOHATUSAM «JIOJDKHOCTHOE JIMIIO» M «II0JIb30BATEIb
CUCTEMBD». B ueM 3akirrodaercs OTIMYHE JTOJKHOCTHOTO JIMIA OT IT0JIb30BaTEeNs
CUCTEMBI?

4. Becerna nu TOHKHOCTHOE JIMLO SBIISIETCA MTOJIB30BATEIEM CUCTEMBI?

5. MoserT 11 noib30BaTelb OCYIIECTBIIATh padOTy B CUCTEME 3aHECKOJIBKUX
JOJDKHOCTHBIX JIUIL?

6. JlaiiTe ompeneneHrUe IMOHATHIO PETUCTPALMOHHAS KapTOYKa JTOKYMEHTA
(PK). 7. JlaiiTe ompeneneHue MOHATHUIO PETHCTPAIlMOHHAs KapTOYKa MPOEKTa
nokymenta (PKIL).

8. UTo Takoe «kapToTeka» U «kabuHeT»? B ueM 3akmouaercs ux orinuuue? 9.
KTo siBnsieTcs BiajenbleM U nojap30BareneM kadrunera?

10. U3 xakux namnok coctouT kabunet? HazoBuTe Ha3HAUEHUE KaKI0U aKu
KaOuHeTa.

11. HazoBure Ha3HaueHue rpuda gocrymna.

3ammTa 1a00paTopHO padoTHI

[Io pesynapTaTam oT4eTa, MPEACTABICHHOTO B MHUCbMEHHOU (opme,
npoBOAUTCA coOeceoBaHHEe, KOTOPOE HMEET KOHTPOJIUPYIOUIYI0 U Y4YEOHYIO
GyHKUIHU.

Annaparypa W marepuanbl. J[Ji1 BBIOJHEHHS J1aDOpaTOpPHOU pPadOTHI
HEOOXOJMM TEPCOHAIBHBIN KOMIIBIOTEP C XAPaKTEPUCTUKAMH, MO3BOJSIOIIMMU
YCTaHOBUTH omepaunoHHyo cuctemy Windows XP, MHTerpupOBaHHBIA NaKeT
MicrosoftOffice, Microsoft SQL Server 2005, COJ1 «/lemo».

Yka3zanus no TexHuke 0e3onmacHocTu. CaMOCTOSATENBHO HE MPOU3BOIAUTE:
YCTAaHOBKY M YJAJE€HHE MPOrPAMMHOI0 O0ECHEeUEHHUs, PEMOHT IEPCOHAIBHOIO
koMmriibroTepa. Cobmmonath mpaBuiia TEXHUYECKOW Oe30macHOoCTH TpH pabdoTe ¢
AIIEKTPOOOOPYIOBAaHUEM.

JlaGopaTopHasi padora 2.Pa3jn4Hble aCeKThl ABTOMATU3AIUN
TOKYMEHT0000pOTA

Heab u coaep:xanue:IloayuynTs HaBBIKM PaOOTHI B Pa3IMYHBIX aCHEKTax
aBTOMAaTHU3aLIMH JOKYMEHTOO0OpOTA.

OpranusannoHHasi popma 3aHATHIL: perieHre NpoOJIeMHBIX 3a/1a4, pa30op
KOHKPETHBIX CUTYaIIUH.

Bompocsl anig  o0cyxkaeHuss Ha Ja0OpAaTOPHOM 3aHATHM: PErHCTpaLUs
BXOJISIILIETO JIOKYMEHTA; PErucTpanus OOpallleHus TpakJaHWHA; PErucTpanus
UCXOMISIIETO JOKYMEHTA



TeopeTuueckoe 000CHOBaHHE

Cucremsbl QJICKTPOHHOI'O I[OKYMCHTOO60pOTa MOI'yT OTJIMYAaThCA 11O BUOAM
IMPUMCHACMBIX TCXHOJIOTH, CTCIICHHU MHTCTPAIllU U obOnactH IMPUMCHCHHA.

B 3aBucumocTtu ot IMPUMCHACMBIX TEXHOJIOTUH pa6OTBI MOJKHO BbIACIIUTH
YCTBIPC BUJa CUCTCM JJICKTPOHHOTO I[OK}’MCHTOO60p0T32

» Knuenm-cepeepuvie cucmemsl. B 1aHHOM BHUJE CHUCTEM OCHOBHBIE
MOJTyJIA YIIPaBJICHUS IOKYMEHTAIlMEW U JAHHBIMU Pa3MEIal0TCsl Ha BbIJICICHHOM
cepBepe. KimeHTckas 4acTh mpeacTaBisieT co0oi mHTepdenc B3amMOIeHCTBUS
MOJIb30BAaTEIIEH ¢ cucTeMOM. [IpenMyniecTBOM JaHHOTO BUJa CUCTEM SIBIISIETCSA UX
OBICTPOTA U HAZC)KHOCTb.

» Cucmemvl Ha OCHOBe 0a3 OaHHbIX. DTHU CHUCTEMbl, KakK IPaBUJIO,
UHTErpupoBanbl ¢ 0azamu naHHbiM Thna SQL unu Oracle . Bes undopmarms
XpaHuTcs B 3THX 0azax jgaHHBIX. st 00paboTku MHPOpMALUK MPUMEHSIOTCS
OTHAEJIbHbIE MOIYIH. [IpeMMyIIECTBOM TAaKHWX CHUCTEM SBIIIETCS BO3MOKHOCTD
XpaHeHus 00JIbIIOro 00beMa HHGOPMAIIUH.

» Cucmemul Ha ocnose web mexnonozuil. Itu CUCTEMbl 00ECIIEUNBAIOT
paboTy Ha OCHOBE YJIAJICHHOTO JOcCTyna K cepBepy. lIpeumyrmiectBoM 3Toi
TEXHOJIOTUU SIBISIETCS BO3MOYKHOCTh OTKAa3aThCs OT KJIMEHTCKHX MPUIIOKECHUU.
JlocTym K cucteMe JTOKYMEHTOO00OpOoTa ¢ padovyMX MECT IOJIb30BaTeNIed MOKET
OCYUIECTBIISITHCS TOCPEICTBOM Web Opay3epoB.

»  Cucmemovl Ha OCHOGe «001AUHBIX) MeEXHON02ul. J[aHHBIE CHCTEMBI
MOXOKHU IO CBOEH CYTH Ha CUCTEMBI ¢ Web-TeXHOJIOrusIMUA. OTInYue 3aKI04aeTCs
TOJBKO B TOM, UYTO B KauyeCTBE CEpBEpa CHUCTEMbI BJEKTPOHHOIO
JIOKYMEHTO00O0pOTa UCIIOIB3YETCSI CEPBEP XOCTUHT-TIPOBaiiiepa.

B 3aBucMMOCTH OT CTE€NEHU HWHTETPAllUU, CHUCTEMBI DJIEKTPOHHOTO
JIOKYMEHTOO00pOTa MOYKHO Pa3eIuTh Ha CICAYIOIIUE BUJIBIL:

»  Ynueepcanvnoie cucmemol INIeKMPOHHO20
ookymenmoooopoma(EDMS  cucmemsr). IOTO  HE3aBUCUMBIC  CHCTEMBbI
JIOKyMEHTOO0OpOTa, TOJHOCTHIO TPEIHA3HAYCHHbIE JUIsi aBTOMAaTH3alluu
mpolecca ympaBlieHHs JoKyMmeHTanued. Kak mnpaBuio, Takue CHUCTEMBI
HCITIOJIB3YIOT KJIMEHT-CEPBEPHYIO TEXHOJIOTHIO PAOOTHI.

» Cucmemovl ynpaenenus 2pynnoeou pabomou. IDTU  CHUCTEMBI
o0ecrneunBalOT paclpeieICHHYI0 paboTy ¢ JOKYMEHTaMU W JaHHBIMHU TPYTIIBI
noJib3oBaTenie. X ocHOBHOe Ha3zHadeHUE — OOECIECYUTh COBMECTHYIO padoTy.
[ToaTOoMy, cHCTEMBI yHpaBjiCHHS TPYMNIOBOM pabOTON HMMEIOT 3HAYUTEIHHO
MeHbIInH pyHKIHMoHaN, yeM EDMS cuctemsl.

» Bcmpoennvie modynu ¢ cocmase unopmayuonnwvix cucmem
ynpagnenusa. Takue moaynu umeroT Bce ERP cucremsbl. /JlanHbie Moayn Takxke
MMEIOT OorpaHuueHHbIA (PyHKIIMOHAN (B cpaBHeHHH ¢ EDMS cucremamu) u, kak
npaBuio, 6e3 BHeapeHus 6a3oBoro ¢pyHkimoHanaERPcucmemsiae paboTaroT.

Eme oaHuM HampaBi€eHUEM, MO KOTOPOMY MOXKHO CTPYKTYpUPOBATH
CUCTEMBI JJIEKTPOHHOTO JIOKYMEHTOO0OpOTa, SBISETCS OOJIACTh MPUMEHEHHS.
CymiecTBylOT ~ CHUCTEMBI  DJJEKTPOHHOTO  JIOKYMEHTOOOOpOTa,  KOTOPHIC
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OPUEHTHpPOBaHbl Ha CIEUMaJbHbIE BHIbl JOKYMEHTAllMKM WIH  Cc]epsl
nesitensHocTH. Hanpumep, PDM cuctemsl, cuctemMsl oaaepxkku pazpadotku I10,
cuctemsl Tuna HelpDesk, cuctembl noaiep>kxku MEAUIIMHCKON TOKYMEHTAIUH, U
mp.

Kpurtepuu BpiOOpa CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa BO MHOTOM
3aBUCAT OT MOTPEOHOCTEW M BO3MOKHOCTEW OpraHu3auuu. JleTaqbHbBI cCOCTaB
KPUTEPHUEB JI0JKEH ONPENEIATHCS HEMOCPEACTBEHHO HA OCHOBAaHUH OM3HEC LIeIen
U TEXHUUYECKHX LIeJIeH POoIecCcoB JOKYMEHTO000pOTa.

[Tomumo ACTAJIbHBIX KPHUTCPUCB, OPraHU3alvA OOJIKHA HCIIOJIIB30BATh U
0606HICHHI>I€ KPpUTCPHUH, KOTOPLIC CBA3aHbBI C BHIAAMH CHCTCM OSJICKTPOHHOIO
I[OKYMGHTOO6OPOT& N IIPUMCHACMBIMHU TCXHOJIOTHUSAMMU.

K Takum 0606HIGHHBIM KPUTCPUAM OTHOCATCA:

*  «3peJIocTh» CHCTEMBI 3JIEKTPOHHOI0
AOKYyMeHT0000poTa.HeoOX0AMMO OLICHUTh YPOBEHb «3PEIOCTU» BBIOMpAEMON
cuCTeMbl. Takas OLIEHKA MO3BOJUT IOHATh, KAK JTOJT0 CHCTEMA CYLIECTBYET Ha
PBIHKE, KaKO€ KOJIMYECTBO OpraHU3aluid MPUMEHSET 3Ty CHUCTEMY, CYIIECTBYIOT
71 OOHOBJIEHMS cUCTeMbl. Eciii cucTteMa HOBasi, U TOJIBKO BBIIIA HA PBIHOK, TO
CYILLECTBYET OOJbIIasi BEPOSTHOCTh OUIMOOK B pabOTE CUCTEMBL. DTO MOXKET
NpPUBECTH K MpobieMaM B XOJ€ OJKCIUTyaTallUd CHCTEMBI 3JIEKTPOHHOIO
JIOKyMEHTO000pOTa.

« CoorBercTBHEe cTaHAapTamM orTpacaum.B  pasmuuHbix  BHIax
JEeATEIbHOCTH CYIIECTBYIOT CBOM CTaHJAPTHI, IPSIMO WIIM KOCBEHHO BIIMSIOIINE HA
JIOKyMEHTOO0O0pOT opranu3aiuu. [Ipu BeiOOpe cructemMbl HE0OX0AUMO OOpaIiaTh
BHUMaHHE, KaKMM o0O0pa3oM TpeOOBaHUS 3THX CTaHAAPTOB YUYUTHIBAIOTCA B
CHCTEME JIEKTPOHHOTO JOKYMEHTO000pOTa.

= CoorBercrBHe HeasiM M KpuTHYeckuM (pakropam ycmexa. [lpum
BbIOOpPE CHCTEMbl HEOOXOAMMO YYMTHIBATh CTENEHb COOTBETCTBHUS LEJSIM
opranuzanuu. BaxxHo, 4ToObI CCTEMa MaKCUMaJIbHO COOTBETCTBOBAIA LIEISIM U
KJIIOYEBBIM TpeOOBaHUSIM opraHuzaluu. Eciu cuctemMa HE COOTBETCTBYET
TpeOOBaHMSIM, TO HEOOXOIMMO H3MEHUTHb BBIOOP CHCTEMBI, HO HE MEHSTH
KJIIIOYeBble TpeOoBaHus u nend. OpraHuzanus MOXKET HW3MEHUTh 4YacTb
TpeOOBaHUI MO KOHKPETHYIO CUCTEMY JOKYMEHTOOO0POTa, HO TOJIBKO €CITU ITH
TpeOOBaHMS HE SIBJISIFOTCS KPUTUUYECKUMH JIJIS1 TIPOLIECCOB OpraHU3alNH .

» YpOBeHb TEXHHYECKOH MOAJEPKKH. OJTOT KPUTEPU OTHOCUTCS K
BBIOOPY MOCTaBUIMKA CUCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopoTa. Heobxoaumo
OLICHUTh YPOBEHb TEXHUUECKOU MOJJIEPKKU CUCTEMBI, KaK BO BpEMsl BHEAPEHUS,
TaK 1 BO BpEMs SKCILTyaTal[ii CUCTEMBI.

« MacmradupyemMocTb cucTeMbl. DTOT KpUTEpUil BBIOOpA BaXKEH C TOUKU
3peHUs] pacHIMpPEHUs] NeATEIbHOCTH opraHuzauuu. [Ipum yBenuueHun oOBEMOB
paboT M pacuMpeHun 0a3bl MOJb30BATENCH CHUCTEMbl OHA JIOKHA MO3BOJISATH
OpraHu3alMyi MacITabupOBaTh PELICHUS.

= JIOCTYHOCTH CUCTEMHOM JOKYMeHTAlUMH. [ [OMUMO 10JIb30BaTENBCKON
JOKYMEHTAIllUU JJisl OpraHu3alli MOXET OBIThb BaXKHBIM HMETh JOCTYN K
JOKYMEHTAIMU 110 aIMUHUCTPUPOBAHUIO WU U3MEHEHUIO HACTPOEK CUCTEMBI.
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« 3ammrTa cucrembl. [lpu  BeIOOpe  cHCTEMBI  3IEKTPOHHOTO
JOKYMEHTO000pOTa HEOOX0AUMO 0OpalniaTh BHUMAaHUE HA NMPUMEHSEMBIE MEPHI
obecnieyeHuss 0€30IaCHOCTU B CUCTEME. Y OpraHu3alldyd MOTYT CYIIECTBOBATH
CBOM TpeOOBaHMSI IO TOJUTHKE O€30IaCHOCTH U KOH(PUIEHIIUAIBHOCTH JAHHBIX.
Bribupaemas cuctema J10JKHA MO3BOJISATh HACTPAUBATh AOCTYI K MHPOPMALUHU U
JOKyMEHTaM B COOTBETCTBHUHU C MOJIUTUKON O€30IIaCHOCTH OPraHHU3aLUH.

= OTKa30yCTOHYHUBOCTHb CUCTEeMbI. JlJIsI HEKOTOPBIX OPTaHU3ALMUN BpEMS
MIPOCTOSI CUCTEMBI AJIEKTPOHHOTO TOKYMEHTOO0OPOTa MOXKET OBITh KPUTHUECKUM
dakropom. [Ipu BbIOOpE crucTeMbl HEOOX0aUMO OOpaliaTh BHUMaHHUE, CKOJIBKO
BPEMEHH MOKET MOTPeOOBAThCA HAa BOCCTAHOBJICHUE CHUCTEMbl B MUHUMAJIbHOMN
paboueii KOH(pUTYpaLHH.

« Croumocts Bjaagenus. [Ipu BeiOOpe cucTeMbl HEOOXOAMMO Y4ECTh
OOIIYI0 CTOMMOCTb BIIQJICHUSI CUCTEMON: CTOMMOCTh IOKYNKH JIHMIIEH3UH,
CTOMMOCTb aIMUHUCTPUPOBAHMS, CTOUMOCTb PAaCIIMPEHUS CUCTEMbI, CTOMMOCTb
TEXHUYECKON MOAJEPKKH U OOHOBJIEHHS, CTOUMOCTh aIlllapaTHOTO 00eCIeYeHUs
Y TIp.

JlanHble KpUTEpHUsl BKIIOYAIOT B ce0s Hanbosee oOIIMe acleKTsl BbIOOpa
CUCTEMBI AJIEKTPOHHOI'O JIOKyMEHTO0OOpoTa. /[ pa3paboTKu MOJHOrO cOCTaBa
KpUTEpUEB HEOOXOIUMMO TMPUBJIEKATh MHOTHE MOAPA3AEICHUs] OpTraHU3aLUU:
PYKOBOJCTBO, opuanyeckyro ciayx0y, WT mnonapasaeneHus, TEXHUYECKHUX
CHELMATUCTOB, CIEHAINCTOB M0 JOKYMEHTOOOOPOTY U Mp.

MeToauka u NOPSIAOK BHINOJHEHUS] padoThI.

BrinosmHuTE NIpEANIOKEHHBIE 3a/1aHMs, WCIIOJbB3Yysl CHCTEMY JJIEKTPOHHOIO
JTIOKyMEHTO000poTa u AenonpousBoactsa «MOTHBy.

3amanue 1. Peructpanusa Bxopsmero nokymenra B cucreme «MOTHBy.
Pabota co cnipaBouHuKOM «OpraHuzanumy.

— 3aperucTpupymnre BXOASIIMN JOKYMEHT, 3alI0JTHUB BCE OCHOBHBIE TTOJIS.

— Baecute B cnpaBouHMK «OpraHu3anuy Ha3BaHHE OPTraHU3ALNM, W3
KOTOPOMH OBLJIO MPHUCIAHO JaHHOE MTHCHMO.

B 3aBucuMocTH ot HacTpoek CHCTEMBI CYIIECTBYET iBa BapuaHTa 00pabOoTKU
JOKYMEHTOB, IOCTYIIUBIIMX B Balll OTAEI U3 APYroro NoApas3AcIeHUs:

— JIOKyMEHT HENMOCPEACTBEHHO MONAJAET K €T0 UCIIOJHUTEIO.

— JIOKyMeHT momnajgaer B KaHUEISIPUIO BAILIETO MOAPA3AEIEHUs, U TOJIbKO
MOCJIE PETUCTPALIMM €r0 B JAHHOW KaHIEISpUM TMOPYYEHUsSI OTIPaBISIOTCSA
ucnonHutensiM.  IIpu  cooTBercTByromux  Hactpodkax CuUCTeMbl — Takas
perucTpanus MOXKeT MPOUCXOJIUTh B AaBTOMAaTHUYECKOM PEKUME.

Peructpannio MOXET BBINOJIHUTh TOJIBKO COTPYAHUK C COOTBETCTBYIOIIMMU
MpaBamu.

B kaprouke nOKyMeHTa €CTh cHeluajibHas 3akiaaka ''PerumcrpannoHHbIE
3anucu", TIe COoAepKUTCS uHopMamuMs O TOM, KOrja, KeM M B KaKuUX
nojpa3ieNieHusix ObUI  3aperucTpupoBaH  JaHHBIM  JOKYMEHT, a TaKxke
COOTBETCTBEHHO MPUCBOEHHBIE EMY PETUCTPALIMOHHBIE HOMEPA.
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3aganue 2.Mapuipytusanusa aokymeHTa.lcrnonHenue mo00ro JOKyMeHTa
«MOTHB» HauuHaeTcss ¢ CO3[AaHUS TMOPYYEHUN HCIOJHUTEAM. Mapmpyt
JIOKyMEHTa — 0JTO YNOPSAAOYEHHbIH HaOop Takux mnopydeHuil. I[lopyuenus
HA3bIBAIOTCS €Ill€ TOYKaMu mapuipytoB. Ha paboune Mecta COTpyAHHKOB B HX
nanku "Bxojasuue JoKyMeHThI" TpUXoAsaT nopydenus. [lonb3oBaTenb, OTKpbIBas
MOPYYEHHs, TIOJIy4aeT caM JIOKYMEHT, KOTOPbIM MpeaHa3HayeH ISl UCTIOTHEHUs
(cornmacoBaHms, Moanucu W T.1.). Takum oOpazom, peanusyercs "ABUKEHHE"
JTOKyMEHTOB B Cucrteme.

[Iporpamma mnpenjiarae€T pa3iaudHbIE CIOCOOBI OpPraHU3alUK  JBHXKCHUS
JIOKYMEHTOB MEXIY MOJpa3/IeICHUSIMU U COTPYHUKAMU Balllell opraHu3aluu:

— IlocaenoBaTeabHOCTH UCIIOTHEHUS,

— [lIaGmonbl MapIpyTOB,;

— Hcnonb30BaHWE COXPAHEHHBIX MAapUIPYTOB;

— IIpumep mapuipyra - paboTa ¢ NpOEKTaMH;

— Oco0eHHOCTH perucTpauuu JOKyMEHTOB.

Conep:xkanue oruera u ero gpopma

— IloarotoBeTe OTYET, B KOTOPOM IIOJHOCTHIO OIHIIUTE BBITOJIHEHUE
3aJlaHUN.

— OtueT no nabopatopHOi paboTe TOKEH COJIEPKATh:

— Ha3Banue paboTsi;

— lenp mabopatopHoii pabOTHI;

—  @®opMynMpPOBKY 33/IaHUSI U TEXHOJIOTHIO €0 BBITIOJIHEHUS;

— OTBeThl HA KOHTPOJIBHBIE BOIIPOCHL.

KouTpoJsbHBIE BONIPOCHI

1. JIOKyMEHTBI B CUCTEME PETUCTPUPYIOTCA OJHOKPATHO WJIM MHOTOKPATHO,
T.e. TMOCJIE TEPEChUIKH JOKYMEHT JOJDKEH 3aHOBO PErHuCTPUPOBATHCS B
MOAPA3JAEICHUN — NOJIyYaTese JOKyMeHTa?

2. Kakcoznarotcst nopyueHus UCTIOTHUTEIISM?

3. HazoBure u naiite KpaTkoe ONMCaHuEe PEKBU3UTOB BXOASIIETO JOKYMEHTA.

4. Onpenenute TOYKKA MapIIPyTOB MPU MApIIPYTHU3ALUUA JOKYMEHTA.

5. Kakme cmocoObl oOpraHu3aliuu JBIKEHUS JOKYMEHTOB  MEXKIY
no/Ipa3ieICHUsIMU ?

3amura JjadbopaTopHoi padoThI

[lo pesynapTaTam oTyeTa, MPEACTABICHHOTO B MUCbMEHHOU (opme,
MPOBOJUTCS COOEceoBaHUEe, KOTOPOE€ HMEET KOHTPOJUPYIOIIYI0O U Y4EeOHYIO
byHKUIHU.

JlabopaTtopnass padora Ne 3. Cucrembl ynpapjieHHUsI JOKyMEHTaMH
(3/1eKTpPOHHBIE APXHUBBI).

Leab u coaep:kanue: [1oydynTh HaBBIKKA CO31aHUS MMOPYUYECHHU B CUCTEME
«AEJIO». HayunThCsl OCYIIECTBAATH KOHTPOJb 32 UCIIOJIHEHUEM MOPYUYEHU.

OpranunzannonHas ¢popma 3aHATHIA: pelIeHrne TpoOIeMHBIX 3a1a4, pa3oop
KOHKPETHBIX CUTYallUH
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Bonpocel Ajsi 00Ccy:kaeHMsT HAa J1a00pPATOPHOM 3aHATHH: CO3JAaHHE
NOpY4YEeHU B cucTeMe (pe30JolMsl, MYyHKT, MOJAYMHEHHAs PE30JIIOLHUs, MPOEKT
PE30JIOLUY, MPOEKT MOJYMHEHHOW PE30JIONUU),UX MCIOTHEHUE M KOHTPOJb
WCITOJIHEHUSI TIOPYYCHUH.

Teopernueckoe 000CHOBaHME

Cucrema ynpaBJIeHUsA
noxkymentamu,CY [, DMS(anrin.Documentmanagementsystem)—
KOMITbIOTEpHAsiICUCTEMA (MJIM HAOOPKOMIIBIOTEPHBIX MPOrpaMM), HCHOJb3yeMas
JUIST OTCICKMBAHHUS W XPAHEHUs DJICKTPOHHBIX JIOKYMEHTOB H/HIIM 00pa3oB
(u300parkeHU W UHBIXapTe(PaAKTOB) OYyMaXKHBIX JOKYMEHTOB. (CuHCTEMBI
yopaBieHuss — gokymeHtamu  (DMS)  0o0blMHO  paccMaTpuBaIOTCA — Kak
KOMIIOHEHTCUCTEM YIIPaBIICHUS COJIEPKUMBIM MacmTada
npeanpustusi(EnterpriseContentManagementSystem, ECMS),
Pa3HOBUIHOCTUCHUCTEM yIpaBieHus coaepkuMbiM(CMS).

B oOmem cnydae cucrembl ymnpasieHuss jgokymMeHTamu (DMS)
IIPEAOCTABIAIOT XpaHEHUE,BEPCUOHUPOBAHUE,
OMETKYMETaJaHHBIMUMOE30M1aCHOCTh [0 OTHOLICHHIO K JIOKYMEHTaM, a TaKke
WHJIEKCUPOBAHUE U Pa3BUTHIE BO3MOKHOCTH IIOUCKA JOKYMEHTA.

DYHKIMOHAIBHBIE BO3MOXXHOCTH CHCTEMBI

Cucrema o0ecneyrBaeT TMOJIHBIA JKU3HEHHBIM LHUKI JOKYMEHTa B
OpraHW3alMU OT CO3JaHMUs MMPOEKTA TOKYMEHTA JI0 CIIUCAHUSA B JEJ0 U Nepeadyu B
apXWB.

PaboTa ¢ BXOASIMMHI U UCXOASIIMMH TOKYMEHTaMU

Peructpanus, KOHTPOJIb U YUET BXOASIIEN U UCXOISIIEH KOPPECTOHACHIINU

Perncrpanuss mnepenaHHbIX 1O OJEKTPOHHOW IIOYTE JIOKYMEHTOB B
aBTOMaTU3UPOBAHHOM pEXUME, B TOM YHCIE 3alUIICHHBIX 3JEKTPOHHON
IIOAIIUCHIO

Hactpoiika CTpyKTypbl pPErucTpallioOHHOIO HOMEpa B COOTBETCTBUU C
HOMEHKJIATYPOU JIeJl, IPUHITON B OpraHu3aluu

Hanoxenue pe3ontonnii, KOHTPOJIb HUCIOJHEHMS, HAIMCAHUE U IPOCMOTP
OTYETOB I10 PE30IIOLUAM

[lepecblika [OKYMEHTOB JUIsl MCIOJHEHUS BHYTPUM OpPraHU3ALMHU IO
3aIaHHBIM MapIIpyTaM

CoriacoBanue JOKyMEHTOB JIF0OOTO TUIIA, BKJItOUast TOTOBOPbI

BpICTpBII TMOUCK 1O BCEM PEKBU3UTAM PETUCTPALMOHHONW KAapTOUYKHU
JOKYMEHTA, BO3MOKHOCTb COXPAHEHUs W MCIIOJIb30BAHUS CJIOKHBIX MOMCKOBBIX
3ampoCcoB

Cnucanue NOKYMEHTOB B J€J0 M BO3MOXKHOCThH I€peladyd Ha apXUBHOE
XpaHEHHE

ABTOMaTH3a1Ms OTIPABKU UCXOISALIEN KOPPECTTOHICHIINU

Pabota ¢ BHyTpeHHUMH JOKYMEHTaMU OpraHU3aliu

[Tonnep>kuBaeTcst MOTHBIA UKI pabOThI ¢ MPOEKTaAMU JOKYMEHTOB:
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https://ru.wikipedia.org/wiki/%D0%A1%D0%B8%D1%81%D1%82%D0%B5%D0%BC%D0%B0_%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D1%8F_%D1%81%D0%BE%D0%B4%D0%B5%D1%80%D0%B6%D0%B8%D0%BC%D1%8B%D0%BC#.D0.A0.D0.B0.D0.B7.D0.BD.D0.BE.D0.B2.D0.B8.D0.B4.D0.BD.D0.BE.D1.81.D1.82.D0.B8
https://ru.wikipedia.org/wiki/%D0%A1%D0%B8%D1%81%D1%82%D0%B5%D0%BC%D0%B0_%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D1%8F_%D1%81%D0%BE%D0%B4%D0%B5%D1%80%D0%B6%D0%B8%D0%BC%D1%8B%D0%BC
https://ru.wikipedia.org/wiki/%D0%92%D0%B5%D1%80%D1%81%D0%B8%D0%BE%D0%BD%D0%B8%D1%80%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5
https://ru.wikipedia.org/wiki/%D0%9C%D0%B5%D1%82%D0%B0%D0%B4%D0%B0%D0%BD%D0%BD%D1%8B%D0%B5

CO3JJaHHE PETUCTPALIMOHHON KAPTOUKHU MPOEKTA JOKYMEHTA, B TOM YHCJIIE, «BO
VICIIOJIHEHHE)» PACTIOPAIUTENBHOTO TOKYMEHTA

MU3MEHEHHE MPOEKTA ¢ XPAaHEHHUEM IPEbIIYIINX BEPCUI

COIJIaCOBaHME MPOEKTA JOKYMEHTA

YTBEPKJICHUE ITPOEKTA JOKYMEHTA

aBTOMAaTHYECKasl perucTpanus JOKyMEHTA, CO3JaHHOIO HA OCHOBE IPOEKTA

nouck 1o Bcem pekBuzutaMm PKIIJI, BO3MOXHOCTb COXpAaHEHUS W
VICIIOJIb30BaHUS CII0KHBIX ITOMCKOBBIX 3aIIPOCOB

3alaHUe MapUIpyTa ABMKEHUS ITPOEKTA TOKYMEHTA U YIIPABJICHUE UM

VCIIOJIb30BaHUE AJIEKTPOHHOM MOAIMCH NPHU COTJIACOBAHWH U YTBEPKICHUHU
IIPOEKTA JTOKYMEHTA

@opMHUPOBAHUE TOPYUYEHUHN 110 JOKYMEHTAM.

[lepemaya mMOANMCAHHBIX AOKYMEHTOB COTPYIHMKAM Ha O3HAKOMIIEHUE W
VICIIOJIHEHUE.

KOHTpOJIb POX0KIEHNS U UCIIOJIHEHMSI IOKYMEHTOB.

VYIpaBiieHUE JOCTYIIOM K JOKYMEHTaM.

Pabota ¢ ma6ioHamMu TOKYMEHTOB.

BBICTpBII TIOMCK 110 BCEM PEKBHU3UTAM PErUCTPALMOHHON KapTOYKH,
BO3MOKHOCTb UCIIOJIb30BAHUSA U COXPAHEHUS CIIOKHBIX IIOMCKOBBIX 3aIlIPOCOB.

Anmapatypa u Martepuaibl. /[ BbIONHEHUs 1a00OpaTOPHOM pPadOTHI
HEOOXOMM NEPCOHAIBHBIN KOMIIBIOTEP C XapaKTEPUCTUKAMU, MO3BOJSIOMIMMU
YCTaHOBUTH omepannoHHyro cuctemy Windows XP, MHTErpupOBaHHBIA NaKET
MicrosoftOffice, Microsoft SQL Server 2005, COJ1J1 «emo».

Yka3zanus mo TexHuke 0e3onmacHocT. CaMOCTOSATENBRHO HE MPOU3BOIAUTE:
YCTAaHOBKY M YJaJE€HHE MPOrpaMMHOIO OOECHEeYEHHs, PEMOHT IMEPCOHAIBHOIO
koMibtoTepa. CobOnonath mpaBuiia TEXHUYECKOW Oe3omacHocTH mpu pabote ¢
AIIEKTPOOOOPYIOBAHUEM.

Meroanka U NOPSAIOK BBINOJTHEHUsI padoThlI.

BoInonHuTe NpennoKeHHbIE 3aJaHus, UCIOIb3YysS CUCTEMY JJIEKTPOHHOTO
JIOKYMEHTO000pOTa U JIETIONPOU3BOICTBA «/leno».

3ananme 1. Co3nanue pe3oJroIui.

3aperucTpupyiTe HOBBI BXOISAIIUN TOKYMEHT. [ |

3amanue 2. Co3naHue MyHKTOB.

— 3aperucTpupyuTe HOBBIM BXOIAIIAN TOKYMEHT.

— Cozpaiite B HEM HE MEHEE 5 MOPYUYEHUH B BUJIE ITYHKTOB.

— IlocraBpTe HA KOHTPOJIb EPBBIMA U TPETUM ITYHKT JOKYMEHTA.

— K kaxaoMy nyHKTY BBEIUTE MO 2 NOJYMHEHHBIE PE3OTIOLHUN.

3ananme 3. PaboTa ¢ mpoexkTaMu pe30Ironuil.

K nmokyMeHTy, CO3JaHHOMY B 3aJaHMM 1, BBEIHUTE MPOEKT MOJYUHEHHOMN
PE30IIOLHUN.

YTBepauTe ero oT UMEHU pyKoBoIUTENS (aBTOpa pezontonuu). [ Pazomuure
MPOEKT PE30JIIOIIMU UCTIOIHUTENSIM U3 KaOMHETa aBTopa. Coep:kanne oTYeTa U ero
(¢opma

Coaep:xxanue or4yera u ero popma
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— IloagroroBpTe OTYET, B KOTOPOM IIOJHOCTBIO OIHWIIUTE BBIIOJHEHHE
3aJIaHUM.

— Oruet no 1abopaTopHOIl paboTe TOJKEH CONEPKATh:

— HaszBanue paboThI;

— Iens mabopatopHOi pabOTHI;

—  @opMyIMPOBKY 3a1aHUS M TEXHOJIOTHIO €r0 BHITIOJIHEHHUS,

— OTBeTbl Ha KOHTPOJIBHBIE BOIIPOCHL.

KoHTposbHBIE BONIPOCHI

1. YUto Takoe nopyueHue?

2. Yem pe30JroLHst OTINYAETCS OT NOJYUHEHHON pE30JIOLHUN?

3. B geM 3akmmtouarorcss 0COOCHHOCTH PaOOTHI ¢ TPOSKTAMHU PE3OITFOITHIA?

4. Kak mpocMOTpeTh NEPEUEHb NOPYUEHUN?

5. Kak nepememarscs Mexay mnopydeHusmu? 6. I'me oroOpaxaroTcs
VICITOJIHUTEIIN TOPYUCHUI?

3ammTa 1a00paTopHOM PpadoThI

[lo pe3ynbraraM oT4YeTa, NPEACTABIEHHOTO B NHUCbMEHHOU (opme,
IpOBOAUTCA coOeceOBaHUE, KOTOPOE€ HMEET KOHTPOJIUPYIOUIYI0 U Y4YEOHYIO
byHKIHU.

JlaGopaTopHuasi padora Ne4. CucteMbl rpynnoBoii padoTbl HaJl JOKYMEHTAMHA
(groupware).

Heanb 7 coeprkaHme: Hayunrtscs
rpymnmnoBoipaboTeiHanoKkyMmeHTaMuBMSSharePoint.

OpranusannonHasi popma 3aHATHIA: pelIeHne MPOOJIEMHBIX 3a1a4, pa30op
KOHKPETHBIX CUTYallWN.

Bonpocel 115 00Cy:KaeHNs HA JJA00PaATOPHOM 3aHATHH:TPYIIIIOBas padoTa
C TOKYMEHTaMH.

Teoperudeckoe o00cHOBaHME

Cucrembl KOJIIEKTUBHOW (TpymmoBoi) pabotsl (Groupware) — oOumi
TEPMHUH ISl MH(POPMAIMOHHBIX CUCTEM (TOJCHCTEM), KOTOpbIE HAlOT TpYIIe
J0JIe BO3MOXXHOCTh OCYIIECTBIISITh COBMECTHYIO JesTeIbHOCTh (JointActoins).
Hampumep, noaroraBivBarh 1 TPUHUMATh PELICHUS], IPOU3BOIUTE 3KCIEPTHYIO
OLICHKY HOBBIX HJEH, yNpaBisTh MOAPA3ACICHUSIMH KOMIIAHUM, MpPOLIECCaMU,
IpPOEKTaMU U TMEPCOHAJIOM, CO3/aBaTh MPOTpaMMHOE oOOecredeHue MAJis
KOMITBIOTEPOB, MUCATh OTYETHI M0 PeAM3alMu MPOEKTOB, B3AUMOJICHCTBOBATD C
BHEIIHEH cpeoil  (OpraHamMu  BJAcTH, COLMAJIbHBIMU  OpPraHHU3aLUSMH,
MOCTAaBIIMKAMHU, TAPTHEPAMH, KIIMEHTaMU, KOHKYPEHTaMH). 3HAaYUTENbHAs 4acThb
cpencts  Groupware BO3HHMKJIO B pe3yibTaTe pa3BUTUSL CPEACTB OOMEHa
coO0mIeHUSIMU (TIEPBBIM TaKUM CPEACTBOM ObLI MPOAYKT noja HazBanuem PLATO
GroupNotes, nosiBuBuiics B 1976 rony).

Takne cuctemspl, peanu3yroluecs, Kak IpPaBUIO, B JIOKAJIBHBIX WIH
pacnpeeneHHbIX CeTsX, o0pa3zytor UHTErPUPOBAHHYIO cpeny
(IntegratedCollaborativeEnvironments — ICE) u mpenHa3HadaroTCsi HE TOJBKO
JUISI COBMECTHOM pabOThl, HO U AJIs MOJTY4YeHHs U (pOpMUpPOBaHuUs 3HaHU. B Takom
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Cllydae UX ONPEIEISIOT TEPMUHOM ''KOMIIBIOTEPHBIE CPEACTBA KOJJIEKTUBHOM
padotrer B cetn" (ComputerAidedNetworkGroupware). Nx Takxke MOXKHO
paccMaTpuBaTh KaK pPa3BUBAIONIYIOCS JMCHMIUIMHY, W3YYalOIIyl0 BIIMSHHE
KOMITBIOTEPHBIX W KOMMYHHMKAIIMOHHBIX TEXHOJIOTMM Ha TMOBEJACHUE U
MPOU3BOAMTENILHOCTh TPYIIbI, a TAKKE HA MPOLECCHl peaanu3alui KU3HEHHOTO
[MKJIa CIIOKHBIX MPOTPAMMHBIX U MH(QOPMALMOHHBIX CHCTEM. JTa JUCIMILIMHA
OCHOBaHa Ha HWH(OpMATUKE, KOTHUTUBHUCTHKE, IICUXOJIOTMH, COLIMOJIOTHUH,
OpPraHU3alMOHHOM W JIMYHOCTHOM TIOBEICHHHM W HWH(POPMAIMOHHBIX CHCTEMax
YIPABJICHHUS.

C pa3BuTHEM 3TOW TUCHUIUIMHBI MOSABUIACH MHOTO CHHOHMMOB TE€PMHHA
"KOMITBIOTEPHBIE CPEJCTBA KOJJIEKTUBHOM paboThl B ceTu". B nureparype yacto
uCIoib3yeTcst (hpasbl "coBMecTHas paboTa Ha 6a3e KOMITBIOTEPOB", "MIpOrpaMMHOE
o0OecrieyeHue KOJUIEKTUBHOIO IOJIb30BaHuA", '"mporpamMmHoe oOecreyeHue
paboTbl KOMaHIbI", "TEXHOJOTUYECKas TOMJIEPKKa JEATeIbHOCTH pabodeit
rpynmnbl”’, "KOJUIEKTMBHBIE CHUCTEMBl MOIJEPKKH MPUHATHS  PEIICHH",
"KOJIJIEKTUBHAS ABTOMAaTHU3UPOBAHHAs pabora", "coBMecTHas
aBTOMaTU3UpOBaHHas pabora", "KOMMyHHUKAIlMM C TOMOIIbIO KOMIIbIOTEpA",
"ruOKME MHTEPAKTUBHbBIC TEXHOJIOTUH JJIS OCYIIIECTBICHUS KOJUICKTUBHBIX 3a71a4"
U Jaxe "pacliupeHHasl MacTepcKasi 3HaHUi'".

B npuHnmne Bcé 3To 03HaYaeT HaJIu4Yue NporpaMMHO-aINMNapaTHbIX CPEICTB,
peaNnu3yronmX 3JIEKTPOHHOE TPOCTPAHCTBO, B KOTOPOM OCYIIECTBIISIETCS:

. coop u 00paboTka MHOpMaIK, HEOOXOAMMOUM ISl MOJATOTOBKHU
MIPUHATHS PEILICHUMN;

. yIOpaBJICHHE KOMAaHJaMH W MPOU3BOACTBO pabOT MO peanu3aluu
IPOEKTOB;

. dbopMHpOBaHHE M BOCIPOMU3BOACTBO 3HAHMSI — OT IIOHMCKA

HEO0OXOMMBIX UICTOYHUKOB JI0 OOCYKJIEHUS PE3YJIbTATOB U MyOJIUKAIIUN padoT.
[IporpammHoe oOecrieueHre KOJUIEKTUBHOTO TIOJb30BaHUS TO3BOJISET
rpynne corpynaHukoB (Group/Team) oCyIIECTBISTH COBMECTHBIE IEWUCTBHS C
1EIbI0 JTOCTHKEHHS TIOCTABJICHHBIX 3aj1a4, WCIOJIb30BaHUS OOIIMX JAHHBIX U
uH(OpMAIUK, U YCOBEPIICHCTBOBAHUS JIEATEILHOCTH MO0 MIPUHATHIO PEIICHUN Ha

0aze  KOpHopaTuBHBIX  KOMMyHuKaimmii.  [IporpamMmmuHoe  obecreueHue
KJIACCU(PUIMPYIOTCS B 3aBUCUMOCTH OT BBITIOJIHAEMBIX (QyHKIUI:

. TUTSL TIOAJICPKKH TIPUHSITHSI PEIICHUN;

. Juist o0ecrieueHus mpoiiecca MoJib30BaHus oOiel nHdopmanuen u
dbopMHpoBaHUs 3HAHUM;

. JUTS YIPaBIIEHUS TPOIIeCCaMi COBMECTHON pabOTHI;

. JUTSL YIIPaBIIEHUSI KOMMYHUKAIIHSIMH.

OmuH W3 TeX, KTO CTOsUl Y HMCTOKOB CO3JaHHS TCOPHH W METOJIOB
KOJUIEKTUBHOM padoTsl — Jlyr DHrensbapt (DougEngelbart) — B 60-e roxpr XX
BEKa TPEACKa3bIBaJl, YTO B OJIM3KOM OyayIleM KOMITBIOTEPHI CMOTYT PACHINPUTH
I'PaHMIIBI YeJIOBEYECKOT0 MHTEIUICKTa "Oarojapsi yCIOKHEHHIO MPOTPAMMHBIX
CHCTEM U COTPYJHHYECTBY Ha OCHOBE M C TIOMOIIBIO0 HOBBIX TexHoJoruii". Ero
naboparopus o CO3JaHUIO pacIIpEeHHOU MAaCTEPCKOU 3HAHUU
(AugmentedKnowledgeWorkshop) paboTana HaJl HEKOTOPBIMHU
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(dbyHIaMEHTaIbHBIMU BOIIPOCAMHU, KOTOPHIE OKAa3aJMCh BECbMa CYIECTBEHHBIMU
JU1S1 IOHUMAaHUS OCYILECTBICHUS KOMITBIOTEPHBIX CUCTEM MOIEPHKKH COBMECTHOM
paboThI.

OHu BKIIOYAIOT B Cce0sl TEXHUKY OpraHu3aluu AHaliora MpPU MO3TOBOM
mtypme u ero 3anuck (DialogMappingWare), tenekoHdepeHnii, COBMECTHOE
CO37laHUE AJIEKTPOHHOM TOKYMEHTAIlMU, MEPCIEeKTUBHOE IUIaHUpOBaHUE, 0a3bl
JAHHBIX KOJUIEKTUBHOTO MOJIb30BAaHUSI, OPTaHU3ALUI0 KOHTAKTOB MEHEIKEPOB U
UCITOJIHUTENIEN C MPUMEHEHUEM CPEJCTB MyJibTuMenna. He 6e3 BnusiHUS ero uuen
B 1970-x rogax mosBUIIOCH JBa HanOoJyiee MIUPOKO HCIOJIb3YEMbIX KOMIIOHEHTa
POrpaMMHOT0 00€CIeYeHNs KOJJIEKTUBHOTO MIOJIb30BaHUS — 3JIEKTPOHHAS [10YTa
U TEJICKOH(EPCHITHH.

B 80-x rogax nosiBUJIMCh ¥ BOLLIY B TOCTOSHHOE UCITOJIb30BAHUE OCHOBHBIE
TEPMUHBI U HAEH B cdepe COBMECTHOM pabOThl Ha 0a3e KOMIBIOTEPOB:
IpOrpaMMHOE OOECHEeYEeHHE KOJUIEKTMBHOIO TMOJb30BaHUS, KOJUJICKTUBHBIE
CUCTEMbl MOJJICPKKM TPUHATUS PpELIEHUM, coBMecTHas pabora Ha Oa3ze
KOMIIBIOTEPOB, TelneKoH(pepeHIMU. B Hacrosiiee BpeMsi CUCTEMBI MOAJIEPIKKU
paboThl TPYNI U 3NEKTPOHHBIE CUCTEMBbl OPraHU3allMU COBEIIAHUN CUUTAIOTCS
HanOoJiee BaXXHBIMHU COCTABJISIONIMMU CUCTEM IMOAAECPKKHU MPUHSATHUSL PELIICHUN U
YIPaBJIEHUS IESITENbHOCTHIO NPEANPUSITHIA.

DnexTpoHHas nouta. Mcropuuecku cloXuiaoch Tak, 4TO cucremMa oOMeHa
ANEKTPOHHBIMU CcOOOIIeHUsAMH (e-mail) cTam ogHa M3 TMEPBBIX MAaCCOBBIX
TE€XHOJIOTUIA IPyNIoBOl paboThl. Te KOMIIAHUH, KOTOPBIE IEPBBIMH BBEIU Y CEOs
TaKkyto (popMy 0OIIECHHUS, TOIYUHIIA HA HEKOTOPOE BPEMSI 3aMETHOE KOHKYPEHTHOE
npeuMyIecTBo. B Hacrosimiee BpeMsl 3JEKTpOHHAs MouTa SBISETCS CaMOu
paclpoCTpaHEHHONW ¥ MOJIB3YIOIIEHCS  HAuOOJBIIMM  ycrexoM  (opMoi
KOMMYHHUKAIIMIOHHOTO 00€CeueHUs] KOJUIEKTUBHOIO MOjab30BaHus. Kaxabiid, y
KOTO €CTh JJICKTPOHHBIM aJipec, MOKET MOChUIATh 3JEKTPOHHBIE COOOIIECHUS
JH000MY IPYrOMY YEJIOBEKY, Y KOTOPOIO TOXKE €CTh a/IpeC 3JIEKTPOHHONU MOUYThHl —
Ha JTIF000 COETMHEHHBIN C CEThIO KOMIBIOTEP U JIF0OOH TOUKE 3€MHOTO I1apa.

C moMomipl0 MPOrpaMMHOTO OOecTeueHus s padoThl C AJIEKTPOHHOMN
MOYTOW MOKHO CO3/1aBaTh 3JIEKTPOHHbIE COOOIICHUS U JENaTh BIOKEHUS B HUX.
OyHKINS BIOKEHUS UCIIONb3YETCs JIJIsl OTIIPABKU 10 MOYTE JOKYMEHTOB JIF0O0T0
THUIIA, HAPUMEP, TEKCTOBBIX JOKYMEHTOB, JIEKTPOHHBIX TaOJHI], MyJbTUMEINA
GaiinoB, QaitioB 6a3 JaHHBIX U T. JI. pa3paOOTaHHOE IM03KE MPOrpaMMHOE
oOecrieueHue g QUIBTpAIMU TEKCTa PACIIMPUIO BO3ZMOXHOCTH 3JEKTPOHHOM
MOYThI, YTOOBI MOMOYb MOJB30BATENO B CTPYKTYPUPOBAHWM, HAMPABICHUU U
bunbTpanmu coobuienuil. IlorpedHOCTs B 3THX yciayrax oOyclOBJIEHAa TEM, 4TO
MOCTOSIHHO PAacTeT KOJMYECTBO IMOYTHI, KOTOpas MOYTH WJIM COBCEM HE HY>KHA
nosib3oBatento (Spam). [IporpammHoe obGecrieueHue sl (PUIBTpAIMM MOXKET
o0ecnieunBaTh JOCTABKY IOJb30BATENSAM TOJIBKO MMEPCOHAIBHBIX COOOLICHHIA,
COZIEpKAIllUX BaXXHbIE JUISI HUX HOBOCTH, a TaKXe IIOMOTaeT HaXOIUTh
uHpOpMaIMIO, HEOOXOAUMYIO MOJIB30BATENSIM B MPOLIECCE MPUHATHS PEILICHUH.

Kommbrorepasie ¢opymsr u yathl (Forum/Chat) — pa3HOBHIHOCTH
AIIEKTPOHHOM TOYThI, KOrJa COOOIIEHHS CHCTEMATHU3UPYIOTCS IO TEeMaMm, a
JUAJIOTH 3a4acTyl0 OpraHum3yrorcs wmojnepatopoM. Takas ¢opma oOmeHwus,
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U3BECTHAs KaK AacHHXpOHHas cucreMa HedopmanpHOro oOMeHa MHEHUU Ha
3aJlaHHYI0O TEMY, MOXET NPUMEHSTHCS B CIydasX, KOIJa JIMYHbIE BCTPEUH
Heo0s13aTebHBI UM HEOCYIIECTBUMBI.

Cucrembl TpoBelieHUS KOH(PEPEHIM Ha OCHOBE KOMIBIOTEPOB. Takue
CUCTEMBI TIpOBEJIeHUs KOHpEepeHIu (MHTEpaKTUBHbIEC TeNEKOH(EPEHIIUN) NatoT
BO3MOXKHOCTh ~ TpYIIE€ COBMECTHO palOTaloUMX, HO TEePPUTOPUATBHO
pa3zieNeHHBIX JtoJiel 0OMeHUBaThCs B pexuMe Online MHEHUSIMU, UACIMU WU
uHbopMalueit npu 00CyKIeHUU KaKoro-110o0 BOIpoca, IPeo0IeB BPEMEHHbIE U
IPOCTPAaHCTBEHHbIE Oapbeppl. B  HacTodmee BpeMs CyllecTBYeT Macca
Pa3HOBUIHOCTEHN CHCTEM MpOBENEHUs KOH(MEPEHIH, BKIIOYas KOMIbIOTEPHBIC
KOH(pepeHIUH (COBEIIaHMS, MPOBOJMUMBIE C TOMOIIBIO AJIEKTPOHHON TIOYTHI),
CEJICKTOPHBIE COBEIIAHHUA C BO3MOXKHOCTBIO MOAKIIOUEHUS MOOHMIIbHBIX
a0OHEHTOB, KOH(EPEHUHUH C WCIOJb30BAHUEM HACTOJBHBIX MEPCOHAIBHBIX
KOMIIBIOTEPOB, CPEICTB MYJbTUMEIUA, TeJI€ U BUICOKOH(DEPEHIMH, U
KOH(epeHIuu.

KonnexktuBHoe oQopmieHHE TEKCTOBOM JOKyMEHTAllMM U TpapuyecKux
matepuainos. ['pynnosas pa3paboTka JOKYMEHTAUH — 3TO CO3/1aHUE KOMILIEKTa
JOKYMEHTAM¥ OJHOBPEMEHHO I'PYIIION COTPYJHUKOB, 4YaCTh U3 KOTOPBIX MOTYT
COBMECTHO paboTaTh HaJ OJAHUM JIOKYMEHTOM (BBIABIEHHE U (POPMUPOBAHUE
TpeOoBaHUil, OTpabOTKa cHelu(HUKALUH, COCTABJIEHUE IUIaHa, OTYeTa,
WHCTPYKI[MU, MOATOTOBKA TEKCTa OpOoIIIOpsl WM cTaTbu). Mcnonab3oBaHue
CUCTEMBI JJI1 KOJUIEKTUBHOTO O(OPMIIECHUS JOKYMEHTALMH MO3BOJISIET KaKIOMY
yiieHy pabouel rpynibl Co3/1aBaTh U PEAAKTUPOBATh CBOM COOCTBEHHBIE Pa3/IEbl
JIOKYMEHTOB, B KOTOpPbIE MOTYT BXOJUTh TEKCT, I'pauka, dJEKTPOHHbIEC TaOIUIIBI
U T.I. AnimapaTHoe o0ecreyeHue JUisi ITOW CUCTEMbI BKIIIOYAEeT B ce0sl (haioBbIit
cepBep ¢ b/l, KOTOpbIN SBIAETCS OAHUM U3 Y3JI0B JOKAJIBHON CETU U C KOTOPHIM
COEMHEHbl IEPCOHAJbHbIE KOMIbBIOTEpbl paboueid rpynmbl. Ha Hem
COCpeNoTOYEeHa BCSI JOKYMEHTALMs TIPYIIbI, TEKCTOBBIE PENAKTOPBI U
rpaduyeckue TMakeThl (€CiIM B3aUMOJICMCTBHE TMOCTPOEHO MO CXeme "KJIMEHT-
cepsep").

YroObl TpyIa MOrjia COBMECTHO CO3/1aBaTh JOKYMEHTBI, HCIOJIb3yeTCs
CHELMATU3UPOBAHHOE TPOTrPaMMHOE OOecreyeHHe, MO3BOJISIONIEe ONPEIeIiTh
MECTOIMOJIOKEHHE JOKYMEHTOB, HAXOUTh WX, OTCIIEKUBATH ITyTH NEPEMEILECHNUS,
o0OecrieynBaTh COXPAaHHOCTb U  AJEKBATHOCTb, a TaKXe OCYIIECTBISATh
KOH(UTypallMOHHBII U BEPCHUOHHBIA KOHTPOJb CIIOKHBIX MHOTOCTPAaHUYHBIX
JIOKYMEHTOB, COJEPKAILUX TEKCT, TAOIUIBI U TPaPUKY.

Cucrembl aBTOMaTH3allMK JIETONPOU3BOJCTBA M JOKYMEHTOOOOpOTa
(OfficeAutomationSystems).  IlpukiagHple  mporpamMMbl  aBTOMaTH3aIlUU
YIOPABJICHUS JEIOMPOU3BOACTBOM U IOKYMEHTOOOOPOTOM OXBATHIBAIOT BCE BU/IBI
BOIPOCOB, CBSI3aHHBIX C JESATENBHOCTbIO B O(uce, KOTOpbIe TOJIKHBI OBITH
U3YYEHbI U IPUHSTHI K UCTIOJHEHHIO, a TAKXKE TPEOYIOT YTBEPKACHUS CO CTOPOHBI
uepapxuu MEHEKEPOB. CoBpeMeHHbIE CUCTEMBI yIpaBJiIeHUS
JIOKYMEHTAIlMOHHBIM OOECIEYeHHEM HUMEIOT Pa3BUTHIE CPEICTBAa CO3IaHUS U
PACCBhUIKH JOKYMEHTOB B aBTOMAaTHU3UPOBAHHOM PEKHUME, MIO3BOJISISI OTCIIEKNUBATh
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MapIIpyThl U IPAaBUIILHOCTH 3alI0JHEHUS TJOKYMEHTA Ha BCEX 3TAIax €ro CO3AaHus
1 00pabOTKH.

Ha poccuiickoM pbIHKE NPEACTaBIEHbI IECATKA JOCTYITHBIX MPOrPAMMHBIX
MPOYKTOB POCCUMCKUX U 3apyOeKHBIX (PUPM B IIMPOKOM LIEHOBOM JUana3oHe, B
Internet MOXHO cKayaTh pa3nu4HbIe BapuaHThl OpenSource NPOAYKTOB IS
yIpaBieHUs] OPUCHON NeATETHLHOCTDIO.

[TnanupoBanue nesTenpHOCTH pabounx rpymm (GroupActivityPlanning).
CucremMbl IUTAHUPOBAaHUA i1 pabouuxX Tpynnm (COCTaBICHHE MOBECTKU JIHS
pabouyux Trpynn) yOpoLIAT MPOLECC IUIAHUPOBAHUSA HX  E€XKEIHEBHOM,
€KEHEJIETbHON M JOJTOCPOYHON JearenbHOCTH. PaboTass ¢ 0a30i JaHHBIX
KOJUIEKTUBHOTO TOJIb30BaHUS M MPOrpaMMaMH-IUIAHUPOBIIMKAMH, OpraHU3aLIHs
MOET CBECTM K MHUHMMYMY HAaKJIAJIKU B PAacClHUCAHUM YJIECHOB rpymmbl. Takue
moaynu tumna Outlook B HacTosiiee BpeMsi BCTPAMBAIOTCA IMPAKTUYECKHA BO BCE
o(ucHbIE TPOrpaMMBbI, a JUIsl OBICTPOTO IJIAHUPOBAHUS U HAJEKHOIO KOHTPOJIS
UCIIOJTHEHUSI UCTIONB3YIOTCS MporpaMMHble nakeTta tTuna MS Project u Primavera.

CucreMbl TEKCTOBbIX 0a3 JaHHBIX I OTKPBITBIX paOO4MX TIpYIIIL
Hcnons3oBanue Ttakux bBJl saBisercs poctaToyHO 3((HEKTHBHBIM CHOCOOOM
JOCTyna K  HECTPYKTYPUPOBAHHBIM  TEKCTOBBIM  JIaHHBIM,  XPaHALIAM
pa3zHoOOpa3Hble MaTepualbl OpraHU3alud — COBOKYIHOCTh TEKCTOBBIX JIaHHBIX,
MOJIyYEHHBIX U3 JIEKTPOHHBIX COOOUICHUM, 3JIEKTPOHHBIX JOCOK OOBSIBICHUN U
KOJUIEKTUBHBIX PECYpPCOB CBOOOJHOIO AOCTyHa. DTO Ba)KHbIM KOPHNOPATHBHBIN
pecypc, KOTOpPbI MOXET MCIOJIb30BATHCS MPHU PEUICHUU BHYTPEHHHMX 3a/ad, B
paboTe ¢ KIMEHTaMU U BO MHOTUX JIPYTUX CIIy4dasiX.

[Ipy  XpaHEeHMM  TEKCTOBBIX  JaHHbIX A3((PEKTUBHBIM  CHOCOOOM
CUCTEMaTU3alMK OOJIbIIMX OOBEMOB HH(OpPMALUU SIBISETCS MNPUMEHEHUE
TEXHOJIOTUH CCBUJIOK U Turneprekcra. Mcnonp3oBaHue runeprekcTa 00ecrneunBaeT
MOJIB30BATENISIM OBICTPBIA U YAOOHBIN JAOCTYN K MHGOPMAIINH, COACPKAIIEHCS B
0onbIINX JTOKyMeHTax. KOJIJIEKTUBHOE MCIIONBb30BAHUE THUIEPTEKCTa MO3BOJIAET
JFOASIM IPOBOJIUTD CEAHC PaCpPEICIIEHHOM paboThl B peXKUME peabHOIO BpEMEHH,
HaIlpuMep, OAHOBPEMEHHO ITPOCMATPUBATH U PEAAKTUPOBATH PA3JINUHbIE YUaCTKU
TekcTa. JlefcTBUS MOJIB30BaTENsl HEMEUIEHHO OTOOpa)KatoTCs Ha JUCILIESIX BCEX
YYaCTHUKOB, BEIOPABIIMX JIJIs1 pA0OOTHI PEKHUM B3aUMOJIEHCTBUS C CUIIHOU CBSI3BIO.
Ecnu monp3oBatens BhIOMpAET PEKUM B3aUMOJCHCTBHUS CO CIIa0OW CBS3bIO, OH
MOKET MPEAIPUHUMATh KaKue-mu0o AeUCTBUS, KOTOpble HE OyAyT cpa3y BUIHBI
OCTAJIbHBIM,  OJHAKO  CHCTeMa  OTCJIEXKHMBAaHUS  BEpPCUMl  JIOKyMEHTa
(SourceSafeSystem) o0s13aTenbHO 3aPUKCUPYET M COXPAHUT BCE CJICJIaHHbBIC
U3MEHEHHUS.

Otmerum, uro B 80-¢ u 90-e rogpl XX Beka JUAEPOM CpPEOU HEAOPOTHX
MPOrPaMMHBIX MPOIYKTOB, PEATU3YIOMIMX KOJUIEKTUBHYIO pabOTy C OTKPBITHIMU
b/l B JOKanbHOW CETHM OpraHU3alMH, JOJITO€ BpeMs ObUT MPOAYKT
LotusNotes/Domino kommanuu Lotus. DTOT HpOAYKT HMMEET MacCy Ba)KHBIX
ocobenHocte. baswr qanHbIx LotusNotes XpaHsT JOKyMEHTBI, KOTOPBIE COACPIKAT
rpadudeckue JaHHbIE, YIEKTPOHHBIE TaOIHIIbl, TEKCTOBYIO HH(POPMAIIHIO, U T. .
B popMe oxHo 3anucu. bosee Toro, 3To mporpamMmmHoe o6ecrieueHrne COBMECTUMO
CO MHOTMMH IMONYJIIPHBIMU TEKCTOBBIMU PEAAKTOPAMH, MPOTPaMMaMH s
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paboOTBl C DJJIEKTPOHHBIMU TaONWIAMU U TpapUUYeCKUMH TaKeTaMu IS
NepcoHaNbHOTrO KommbioTepa. LotusNotes MoxkeT paboTaTh W3-NOJ Pa3IMYHbIX
OTEpPAlMOHHBIX CUCTEM U C PA3JIMYHBIM anmnapaTHbIM obecnieueHruemM. OHO MOXKET
OBITh MCIIOJIB30BAHO MpPHU paboTe Ha JIOOBIX KOMIBIOTEPAX C OMEPAIMOHHBIMU
cuctemamu Windows win Unix, a Takke HEKOTOPHIMU MOMYJISIPHBIMU CETEBBIMU
omneparMoHHbIMU  cucTeMamu, BkJItodas Novell, Banyan u IBM. Takas
COBMECTUMOCTh YIPOIIAET TMPOIECC IMOJb30BaHUs o00mel uHbopMmaluel u
COBMECTHYIO pa0OTy MOJIb30BaTeNIel B KPYIHBIX paclpeAeieHHbIX CHCTEMaX.

Cucremsl ynpapneHus 0a3zamMu JaHHBIX JUis pabounx rpymi. PazMemnienue,
XpaHeHue, obecrieueHne OE30MacCHOCTH W BblAada WHGOpPMAIMU 10 3ampocam
SABJISIIOTCS byHIaMEHTATBHBIMU byHKIASIMA ABTOMATU3UPOBAHHBIX
UH(POPMAIIMOHHBIX CHUCTEM. XpaHEHUE JaHHBIX OCYIIECTBIISETCS Ha BTOPHUYHBIX
ycTpoiicTBax xpaHeHus uHpopmauuu (DataStorage), mpu 3TOM HCHOJB3YETCSA
HepapXUYECKUX CUCTEMA YPOBHEN JaHHBIX: OUT, OaiiT, moJie, 3anuch, Gaitn u 6aza
nansbix. Kaxnas 3anvce B BJ[ comepKut onpeniesieHHbIe OISl 3aJaHHOM JIJTUHBI,
COBOKYITHOCTD 3amuceil mpecTaBisieT co0oi daii.

Cucrema ynpasnenust 0azoii manHbix (DataBaseManagementSystem —
DBMS) mnpenoctaBisieT MOJb30BaTEN0 3aMpalliBacMbIe JIaHHBIC, CKpbIBas
TEXHOJIOTUM UX pa3MelieHus, xpaHeHus: u oocnyxkuanus. CYB]] mis paboumnx
Ipyni — 3TO MpOrpaMMHOE oOecriedeHne sl yIpaBiieHus (BBoJa, OOHOBJICHHUS,
CUCTEMaTHU3ALMH, OCYIIECTBICHHS 3allPOCOB, CO3/IaHMS OTYETOB U T. 1.) OazaMu
nanHbeix. Takue nomynsipasle CYBJI, xak MicrosoftAccess, Progress, MySQL
MOTYT HMCHOJIb30BaThCsl KaK OJHUM YEJIOBEKOM, TaK W TPYNION HCIOIHUTENEH.
Pazmune mexny CYB/] nns pabounx rpynn v unauBuayaibHeix CYB/] coctout
B ToM, 4To CYBJ] mis pabounx rpynn KOHTPOJUPYIOT JOCTYI U COBMECTHOE
UCIIOJIb30BAaHUE JAaHHBIX W 00ECIEUMBAIOT UX LEJIOCTHOCTh MPU KOJJIEKTUBHOU
pabore.

Cospemennbie CYBJl, peanuszyemble, Hanmpumep, TEXHOJOTUSMH U
WHCTPYMEHTANIbHBIMU ~ cpeAcTBamu  Microsoft u  Oracle, mnpenocraBmistor
MHOKECTBO THOKWX (DYHKITUH IJIi OCYIIECTBJICHHUS KOJUIEKTUBHOM pabOTHI ¢
KOMITJIEKCHBIMUA U paclpeieieHHbIMU 0a3aMu JaHHBIX. OTMETHUM, 4YTO ceidac
JOCTYIHO JIOCTATOYHO MHOTO CBOOOIHO PAacHpOCTpaHsSIEMbIX MPOIYKTOB, TaKUX
kak Web-cepBepsl Apache, 6a3 qanasix MySQL wmmu PostreSQL.

CucteMbl  TOAJMEPKKUM  TOATOTOBKM W TIPUHATHS  PEIICHUS
(DecisionSupportSystems). C cepeaunnl 1980-x ronos, korjaa okyc IpuMEeHEHUS
MHOOPMAIIMOHHBIX CHUCTEM CTaJl CMEIIAThCcsl OT TOATOTOBKM OTYETOB K
ucnosb3oBanuto C aiig noaaepxku peanusanuu OusHeca, CTall pa3BUBAThCS U
BCE IIMPE MCIOJIB30BATHCS CHUCTEMBI, IMO3BOJISIONIEE TPYIIaM CHEHUAIMCTOB
3¢ ()EeKTUBHO 3aHMMATHCS TMOATOTOBKOM NPUHSTHS JI€JOBBIX pemeHud. Taxas
cucTteMa Il KOJUICKTUBHOW  pa0OThl  SIBASIETCS  "WHTEpPaKTUBHOU
aBTOMATHU3UPOBAaHHOW CHUCTEMOM, KOTOpasi CIIOCOOCTBYET OOJErYeHUI0 MPUHATHUS
pelIeHui M0 HeCTPYKTYPUPOBAHHBIM BOIIPOCAM JIUIIAMH, pPa0OTaIOIIKUMU coo01Ia
U TIPEJICTABIIAIOIIUMU COOO0M rpymmy.

B nauvane 1990-x rogoB cnoxmuiack 0000IIeHHAs cucTeMa TpeOOBaHUM Ha
TEXHOJOTHYECKOE COMPOBOXACHHE pabOThl TaKUX TPYNN U HEOOXOIUMBIE
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KOMMYHUKaIMU. KaXIpli M3 YIEHOB TAaKOW TIPYINbl HWMEET IEPCOHAIBHBIN
KOMITBIOTEP WM pabouyl0 CTaHIMIO, KOTOpas COEJUWHEHA B JIOKAJbHOW WIH
Internet cetu ¢ KOMIbIOTEpaMH APYTUX UYICHOB IPYMIIBI, @ TAKXKE C OJTHUM HIIU
HECKOJBKUMH OOJIIIUMHU DKpaHAMHU WJIM 3JEKTPOHHBIMU JOCKaMH OOILEero
MOJIb30BAHUSL JUISI TOTO, YTOOBI Ka)Abld M3 YYaCTHUKOB TPYIIIbBI MOT BHUJIETh
uH(pOpMaIUIO, BBOJUMYIO JPYTUMHU.

[IporpammHoe oOecriedyeHue MJii TPYIINOBBIX CHCTEM OOECIECYEHUS
OPUHATHSA PEUICHUH JODKHO MOJJICPKUBATH CIEHUATM3UPOBAHHBIC (DYHKIIHH,
TaKhe€ KaK aHOHUMHBIA BBOJ M€ M KOMMEHTApUU IOJIb30BATENS], COCTABICHUE
nepeyHs nHGopMaluu, BBOAUMOH MOJIb30BATENSIMU, TOJIOCOBAaHHUE, pAH)KHUPOBAHHUE
alIbTepHATUBHBIX pelleHnid u ux BbIBoA Ha dkpaH (DialogMappingSystem).
YenoBeueckass COCTaBISIIONIAsi BKIIOYAeT B ceOS OJHOTO WM HECKOJIBKO
AKCIIEPTOB, AaHAJTUTUKOB, MPEJCTABUTEIECH 3aMHTEPECOBAHHBIX TPOESKTHBIX KOMAH /T
U MOJepaTopa, KOTOPBIA IPOBOJUT CECCHIO M SIBIIACTCS ITOCPEIHUKOM MEXKIY
Ipynmnod M KOMIIBIOTEPHOM CHUCTEMOW. 3ajaud TIpynmbl BKIOYAIOT B ceOs
HaJaXUBaHUE JIMYHOCTHBIX KOMMYHHUKAIUH, 0OCYXJIECHUE U CUCTEMHBIN aHau3
npobsieM, pelleHue BO3HUKAIOIIMX BOMIPOCOB, IEPErOBOPHI, pa3pelieHue
KOH(JIMKTOB, IPOEKTUPOBAHUE BAPUAHTOB PEIIECHUs, IIOJrOTOBKA JOKYMEHTOB U
COBMECTHOE MX UCIOJIb30BaHUE.

OcHoBaHHOE Ha MPUMEHEHUN UH(DOPMALIMOHHBIX TEXHOJIOIHH MPOrpaMMHO-
anmapatHoe okpyxkenune (IntegratedCollaborativeEnvironments —  ICE),
BKJIFOYAIONIEE ayJIMO U BUICOTEXHUKY, MPOLIEAYPbl, METOANKHU, BCIIOMOTaTEIbHbIE
CpelICcTBa M JlaHHbIE, HEOOXOJIMMBbIE MJig padOThl, O00ECIEeYUBAET MOAAECPKKY
IPYNIOBBIX COBEIIAHUN, KOTOPbIE MOTYT ObITh paclpe/iesieHbl KaK 10 BPEMEHH,
Tak U B mpocTpaHcTBe. [IporpaMMHbIe MPOAYKTHI KOJUIEKTUBHOTO IMOJIb30BAHUS
o0beIUHSIOT B cebe Bce Oouibliiee KonuecTBo Internet-mporokosnoB. K Takum
MPOIYyKTaM OTHOCSTCS, Hampumep, Domino ot lotusDevelopment wunu
MicrosoftExchange ot Microsoft.

B Hacrosiiiee Bpems peub yxe He uzietT o0 o0ecreuyeHun OTAeIbHBIX cdep
JeSITEIbBHOCTH KOJUIEKTUBHON pa®oThl. Ha phiHKE MMeeTcss MHOTO MPOIYKTOB OT
BEIYIIUX 3apYyOSKHBIX MPOU3BOJIUTEIICH ITpOrpaMMHOro odecrieueHust Microsoft,
IBM, Intel, SunMicrosystems, Borland, Novell, HekOTOphIX pOCCHICKHUX
KOMITaHWUM, KOTOpbhIE peanu3yioT moidHopyHKIMoHANbHY0 cpexy (MUT-
UH(PACTPYKTYPY) YNpaBICHUS ACATENbHOCTbIO KoMIaHuu u 3¢ dextunoro MUT-
COMPOBOXKJICHUSI 3TOM JAESITEIIbHOCTHU AJIS PEIIeHUs] OCHOBHBIX OM3HEC-3a/1a4.

Annaparypa W marepuaibl. J[Ji1 BbIOJHEHUS J1aDOpaTOpPHON pPadOTHI
HEOOXO/JMM TEPCOHAJIBHBIN KOMIIBIOTEP C XAapaKTEPUCTUKAMH, MO3BOJSIOIIMMU
YCTaHOBUTH omnepaunoHHyo cuctemy Windows XP, MHTErpupoOBaHHBIA IMaKeT
MicrosoftOffice, Microsoft SQL Server 2005, MSSharePoint.

Yka3anus no rexnuke 0e3onacHocTu. CaMOCTOATENBHO HE IPOU3BOINTD:
YCTaHOBKY M YyAaJIeHHE MPOTrpaMMHOr0 00ecredyeHHs, PEMOHT IMEepPCOHAIbLHOTO
koMmIiibroTepa. CobmoaTh TpaBuiIa TEXHHYECKOW Oe30macHOCTH Tpu paboTe ¢
3JIEKTPOOOOPYTIOBAaHUEM.

MeTtoauka U OPSII0K BHINOJIHEHHUs PadoThbl/
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BoeinonHute MNpeanoKeHHbIE 3aJaHusl, HCIOJIb3YSl CHUCTEMY TIPYIIOBOM
paboTel Hag gokymentamu MSSharePoint.

3apanue 1.Co3naiite pabounii mporiecc.

3ananme 2.Busyanuzupyiite pabounii mporecc.

Conep:xanue oT4yera u ero popma

— IlogroroBeTe OTYET, B KOTOPOM IOJHOCTBHIO OIUIIUTE BBHIOJIHEHUE
3a1aHUM.

— Ot4eT no 1adopaTopHOi paboTe MTOKEH COJECPKATh:

— HaszBanue pa0boTshl;

— llens mabopaTopHoii pabOTHI;

—  @®opMynMpOBKY 3a/IaHUSI U TEXHOJIOTHIO €T0 BBITTOJIHCHUS;

— OTBeThI Ha KOHTPOJIBHBIE BOIIPOCHL.

KoHTposbHBIE BONIPOCHI

1. Yto Takoe pabouwnii mporiecc?

2. HazoBuTE OCHOBHBIE 3JIEMEHTHI pabOUUX MPOIECCOB

3. CranmapTHble pabouure MpoIeCCHhl.

4  HWcnonw3oBanue Bo3MokHocTed — SharePoint g opranuzanuu
JOKYMEHTO000poTa

3amura J1adopaTopHoi padoThI

[lo pesynapTaTam oOT4eTa, MPEACTABICHHOTO B MUCBMEHHOW (opme,
MPOBOJUTCS COOECEIOBAHNUE, KOTOPOE HMEET KOHTPOJUPYIOIIYI0O U Y4EeOHYIO
(GyHKUIHU.

JlabopaTopHas padora NeS. CucremMsbl ynpapJjieHHs AeJIOBbIMHU MPOLECCAMU
(workflowmanagement)

Heabs u coaep:xkanme: HayunTbcs yImpaBisiTh AEIOBBIMHU IPOLIECCAMU C
MTOMOIIBIO CUCTEMBI YIIPABJICHUS JEIOBBIMU MPOLIECCAMMU.

OpranmzannonHas popma 3ansatuii: KomneroTepHble CUMYIISIIIUN.

Bonpocsl aist  00Cy:kneHMsT Ha J1a00pPaTOPHOM 3aHSATHH:CHCTEMS
MapHIpyTH3aUUA JTOKYyMEHTOB/

Teopernueckoe 000CHOBaHME

Cuctempl 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa C Pa3BUTHIMU CPEJICTBAMHU
workflow (WF) B ocHOBHOM paccunmTaHbl Ha OOECIIEUCHHME IBIDKCHHUS HEKUX
O0OBEKTOB IO 3apaHee 3aJlaHHbIM MapiipyTaMm (Tak Ha3biBaeMas '“KecTKas
MmapmpyTtu3anua'). Ha kaxaom stame 0OBEKT MOXKET MEHSTHCSA, MOITOMY €ro
Ha3bIBAIOT OONMM ciioBoM "pabota" (work). CucTteMbl Takoro THMa Ha3bIBAIOT
cuctemamu workflow - "morok paGot" (K coxkalleHHuto, JJIsi TOTO TEPMHHA HET
TOYHOT'O 3KBUBAJIEHTAa B pyccKoM s3bike). K paboram Moryt ObITh NMpHUBS3aHbI
JIOKYMEHTBI, HO HE JOKYMEHTHI SIBIISIOTCSI 0a30BbIM OOBEKTOM ATUX cucteM. C
MOMOIIILI0O TaKUX CHCTEM MOKHO OPTaHM30BaTh OIpeJeieHHbIe padOThI, s
KOTOPBIX 3apaHee U3BECTHBI U MOTYT OBITh MPOMUCAHBI BCE TAIIbI.

PazButueM cucTeM MaplIpyTU3aluud JOKyMeHTOB sBisitorcs WorkFlow
CUCTEMBI, UJIM CUCTEMbI KOMIIEKCHOW aBTOMAaTHU3aI[Mu OM3HEC-TIPOLIECCOB.

21



B omnuume OT cucTeM MapHIpyTH3allMM  JOKYMEHTOB, OOBEKTOM
MapHipyTH3allud B HUX SBISETCA COBOKYIMHOCTH JaHHBIX MCIOJIb3YEMbIX B
HEKOTOpoM OusHec-tipotiecce. [lonbp3oBaTenb MojgydaeT Ha pabouee MeCTo
UH(OPMAIMIO O TOM, YTO OH JIOJDKEH CIeNaTh U BCe HEOOXOIUMBIE NJisi ATOTO
nannbie. WorkFlow npunoxenue onpeaenser, Kakoe MPHUIOKEHUE JTOJDKHO ObITh
3aImynIeHo ISl peanu3anuu GyHKIMNA Ha JAaHHOM paboueM MeECTe, U 3arpykKaeT B
Hero HeoOxoauMble ganubie. [Tapaaurma WorkFlow cucremsl mpemnomnaraet, 94To
M0JIb30BaTEIb JOJKEH BBINOJMHATH TOJNBKO HEOoOXoauMmble (YHKIUH, BCIO
PYTHHHYIO palbOTy — ONpENESIEHUE IMOCIEI0BATEIbHOCTH ACHCTBUM, JOCTAaBKY
Heo0X0uMol HH(pOpPMAIMK, KOHTPOJIb CBOEBPEMEHHOCTH HCIIOTHEHUS PaOOThI U
npodee BemoHsAeT cucrema WorkFlow.

@Oynkmun WorkFlow mpumnoxennid BBIXOIUT 3a paMKd (QYHKIUH CHCTEM
JOKyMEHTOO0OpOTa, OJHAKO, TEXHOJOTWH, HCIOJb3yeMble B  JAHHBIX
NPWIOKEHUSAX OYEeHb OJIM3KA TEXHOJIOTHSIM, HCIOIB3YEMbIM B CHCTEMax
MapHIpyTU3aUUA JOKYMEHTOB, K TOMY K€ MapLIPyTU3ALMs JOKYMEHTOB MOXKET
paccMaTpUBATHCS KakK YacTHBIN ciiydait 3amaun moctpoenus WorkFlow cucrem.

OPTIMA-WorkFlowobOecrieunBaeT  BH3yallbHOE  IPOCKTHPOBAHHE U
MOAU(PUKAIMIO MAPIIPYTHO-TEXHOJIOTMYECKUX CXEM JTIOOBIX JIETOBBIX MPOIIECCOB
MPOXOXKIEHUS U UCTIOJIHEHUSI JOKYMEHTOB.

JIns KakIoro W3 IOJb30BaTENEel BEAyTCS HWHIWBUAYAJIbHBIE CIUCKH
JOCTYITHOW ajpecalid MpPU PacChUIKE JOKYMEHTOB B paMKaxXx CBOOOJTHOM
MapuIpyTU3alUK IPU MPOXOKICHUH JTOKYMEHTA.

Cucrema aBTOMAaTHUYECKH OTCIEKUBAET W CONOCTABISIET IJIAHOBBIE
(HOpMaTuBHbIE) U (PAKTUYECKHE XapPAKTEPUCTUKU BBIMOJHSIOIIUXCSA padoOT Mo
00pabOTKE M MCHOJHEHUIO JOKYMEHTOB, 4YTO TMO3BOJIIET CBOEBPEMEHHO
OOHapyXUBaTh OTKJIOHEHUSI B CpPOKaxX BBHIMIOJIHEHUS pabOT U MNPUMEHSTh
afgekBaTHble Mepbl. CUCTEMa MMEET MOJIHOLUECHHBIM MEXaHW3M KOHTPOJIS BEpCUU
JIOKYMEHTA, KOTOPBIN MO3BOJISIET ABTOMATHUYECKHU dbopmupoBaTh
«XPOHOJIOTUYECKOE JIEPEBO» COOBITHI B MCTOPUU MPOXOXKACHUS JTOKYMEHTa, C
Y4€TOM BCEX €0 MepeMeIIeHN, BO3BPATOB HA 1OPA0OTKY, BXOXKICHUN B KAUeCTBE
COCTaBHOM YacCTH B JIPYTHE TOKYMEHTHI U T.]I.

brnarogapst moanepkxke MexXaHW3Ma KOHTPOJISI BEPCUM, €CTh BO3MOYKHOCTH
OJIHO3HAYHO OMNPEJETUTh — KTO, KOTJla, HA KAKOM TEXHOJIOTMYECKOM dTare, Ha
KaKoM paboueM MecTe MPOU3BEI TO UM MHOE U3MEHEHHUE B JOKYMEHTE.

B mnargopmeOPTIMA-WorkFlowpeanu3oBansl ~ pa3BUTBIE  CpencTBa
BU3YyalIM3allMM TEKYIIETO MECTOIOJIOKEHUSI AKTYaJIbHbIX BEPCUH JOKYMEHTOB,
METO/Ibl HAKOTUICHHUS KOJUIEKIIMU PE30JIOUUNA K JTOKYMEHTY, BHOCUMBIX Ha BCEX
MPOWJIEHHBIX UM 3TanoB 00paboTku. Bce 310 oOecrieunBaeT BO3ZMOXHOCTH JIsI
OpraHu3allid TMOJHOLIEHHOTO YMPABICHUS MPOXOXKIEHUEM M HCIOJHEHUEM
JOKYMEHTOB.

TunoBoe pemenue «CornmacoBanue aoroBopoB» Ha miarpopme OPTIMA-
WorkFlow  mpennasmaueno  mias  TMOKOH — aBTOMATHM3allMM  IIpolecca
COTJIACOBAHUSAOTOBOPOB, JIOMOJHUTENBHBIX COIJIAICHUN U APYTrOM KOHTPAKTHOU
JOKYMEHTALUH.
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MicrosoftSharePoint. Paboune mponeccer SharePoint 2013 ocHoBaHbl Ha
mwiatrpopme WindowsWorkflowFoundation 4, xotopas Obula CyIIECTBEHHO
nepepaboTaHa 1O CpaBHEHUIO C TpeaplAymuMu  Bepcusmu. [lmardopma
WindowsWorkflowFoundation (WF), B cBoio ouepeab, OCHOBaHa Ha (DYHKIIHIX
obmena coodmenusmu WindowsCommunicationFoundation (WCF).

[To cytn, mozenp pabodme MPOIECCHl MOJCIUPYIOT CTPYKTYPHUPOBAHHBIC
ousHec-mpoueccel. IToaromy padoune npouecce WindowsWorkflowFoundation 4
— 9TO CTPYKTYpUpPOBaHHAs KOJUIEKIUsS "aeicTBuil" pabouero mpoiecca, Kaxjaoe
U3 KOTOPBIX IPEACTaBIsIeT (PYHKIIMOHAIBHBI KOMITOHECHT OU3HeC-TpoIiecca.

[Tnardpopma paboumx mporeccoB B SharePoint 2013 wmcmons3yeT Mozeib
neiicteuii - WindowsWorkflowFoundation 4 s npencraBiienus Ou3Hec-
nporieccoB Ha ocHoBe SharePoint. Kpome Toro, B SharePoint 2013 peanu3oBana
BBICOKOYPOBHEBAsI MOJENb 'HIUIIO3-CTagusA'', HA OCHOBE KOTOPOW CO3HAIOTCS
paboune mpoIeccHl.

BaxxHo  OTMETHTH  CBSI3b  MEXKIYyJEHCTBUAMUpaOOdero  mporiecca
uneiictBusmuSharePoint. JlelicTBus pabodero mpoiiecca IpeCcTaBIsIIOT 0a30BbIe
yIpaBisieMble OOBEKTBI, METOABI KOTOPBIX OIPEICISAIOT IMOBEACHHE pPadOoyero
nporecca. C apyroii cTOpoHsbI, neiicTBug pabodero mpoiecca — 3To 000JI0UKa,
WHKAICyIupytomas 0a30Bble JCUCTBHS W TPEIACTABISIIONIAS WX B TOHATHOC
SharePointDesigner ¢opme. Co3narenn pabo4ux MpOIECCOB B3aUMOJICHCTBYIOT C
JNCHCTBUAMHU pabodYero mporecca, B TO BpeMsl KaKk MOJIYJIb BBITOJTHCHHS Pabounx
MPOIIECCOB PabOTAET HA OCHOBE COOTBETCTBYIOIIMX JICUCTBUH.

JlelicTBus, T. €. peanr3anns KJIaCcCOB JICUCTBUM, JEKIAPATUBHO PEATU3YIOTCS
¢ momorisio XAML.

JleiicTBusi paboYnX TMPOIIECCOB BBI3BIBAIOTCS C IMOMOIIBIO CI1a00CBSI3aHHBIX
BeO-cyk0, ncnonpayronux APl-uatepdeiice! nis B3aumoaericteus ¢ SharePoint.
Ot APIl-unTtepdeiice OCHOBaHBI Ha byHKIHIX oOmeHa
coobmenusmuWindowsCommunicationFoundation (WCF).

Nudpactpykrypa oOMeHa COOOIIEHUSIMUA OYE€Hb THOKas W TOJJIEPKUBACT
MpaKTUYeCKu 000N mmabiioH oOMeHa COOOIICHUSMHU, KOTOPBIH BaM MOXET
noHagooutecss. OOpatute BHuUMaHHMe, uTo B (pepme SharePoint2013Windows
WorkflowFoundation u WCF pasmerienst B WorkflowManagerClient 1.0.

WorkflowManagerClient 1.0, SharePoint2013 u SharePointDesigner 2013
IPEIOCTABIIAIOT BaKHBIC KOMIIOHEHTBI HOBOH MH(PPACTPYKTYPHI:

— WorkflowManagerClient 1.0 oOecrieynBaeT yIpaBJICHHUEC
OTIPENICIICHUSAMU pab0ovYMX TpoIeccoB. B HeM Takke pa3MeInaroTcsl MPOIECChI
BBITTOJIHEHHSI SK3EMILISIPOB paO0OYHX MPOIIECCOB.

— SharePoint2013npenoctasiser miarGopmy st pabourx MPOIECCOB
SharePoint, kotopsie MoaenupyroT Ou3Hec-mpoliecchl Ha ocHoBe SharePoint,
CBsI3aHHBIC C IOKYMEHTaMH, CITUCKAMH, TT0JIb30BaTeIIIMHU U 3a1adamMu SharePoint.
Kpome Toro, paboume TpOIECCHI, CONMOCTABICHHS, ICHCTBUS H JApYyrUe
MeTaJlaHHbIe paboumx mporeccoB SharePoint xpaHATCS M KOHTPOJIHMPYIOTCS B
SharePoint2013.

- SharePointDesigner 2013— 3To OCHOBHOE CpPEICTBO, C ITOMOIIBIO
KOTOPBIX OM3HEC-TIONB30BaTENIeH CO3/IAl0T OmpeaeeHusl pabodero mpoiecca u
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nyOJIUKYIOT MX, KaK U B MPEeAbLAYIINX Bepcusix. OHO TakKe MCIOJIb3YyeTCs AJs
YIaKOBKHU OIpeAeNieHus] pabouero mporecca co CBSI3aHHBIMHU KOMITIOHEHTaMU
SharePoint wu 6e3 Hux.

Workflow na miarpopme 1C monyyaeT HIMPOKOE TNPUMEHEHHE, T.K.
nporpamMmMHbie poaykThl 1C pemaroT B OCHOBHOM y4eTHbIe 3aaaun. Workflow B
MHTErPUPOBAHHON crucTeMe J00aBIIIeT BOBMOKHOCTh B3aUMOJICHCTBUSA, YTO JaeT
MOJIOKUTENIBHBIN cuHepreTuueckuii 3¢ dexr. Ha ceromusmnmii nens workflow
CUCTEMBI MOJTYYUIN HE TOJIBKO IIMPOKOE PacHpOCTpaHEHUE, HO U pa3BUTHE. Tak
cucteMbl kiaacca BPMS moxkHo npeicraButh, kak passutue Workflow, ognako, B
uzaeosnorun BPM BakHas posib yaensercs Takke MOHUTOPUHTY U MEKCUCTEMHOMY
B3aMMOJCUCTBUIO. lIpuMepomM Takou CHCTEMBI MOXKET CIYKHTb IPOLYKT
"TutepCodt: Ynpasnenue mpoueccamu Ha miardopme “1C: [penmpusitue 8.2.”.

[TutepCodt: Ymnpasnenue mnporeccamu» pabdortaer Ha miaatpopme «1C:
[Tpenmpusite 8» ¢ BO3MOXKHOCTBIO UCHOJIb30BaHUs BeO-uHTepdeiica. [IpomykT
MOXET paboTaTh B €IMHOM 0a3e ¢ 10001 yueTHol cucteMol (koHurypamuei 1C)
WIH OTZIETBHO.

bu3Hec-mpoLeccoHOKpaTHO MOJETUPYETCsT B BUACTPAPUUECKONH CXEMBI.
HacTpoiiku Monenu mpouecca NpOU3BOAATCAO€3 ydacTusi IporpamMMmucToB.B
Ou3Hec-mipoliecce  HACTPAaMBAIOTCA — WCIOJHUTENM — 3ajad, [epenaBaeMas
uHbopMaluss U €€ BHUJ, CPOKU BBINOJIHEHHS M ONHUCAHHE 3aJad, BapHAHTHI
MapIIpyTOB, YCIOBHSI, CBSI3b C JAHHBIMH YUETHOU CHCTEMBI, TIPaBa MOJIb30BaTEINCH.

HacTtpoeHnHast MoJienb MO3BOJIAET 3allycKaTh OM3HEC-IPOLECC MHOTOKPATHO.
B pamkax sk3eMmiuisipa OW3HEc-Tpoliecca MporpaMmMa aBTOMATHYECKHA CTaBHUT
3aJlayyl MOJIb30BATENSAM U KOHTPOJIMPYET 3all0KeHHbIE perinameHTsl. Codupaemast
CTaTUCTHMKAa W CUCTEMA OTUETOB NPEIOCTABJISIOT BO3MOKHOCTH AJII KOHTPOJIS
JESITEIIbHOCTH KOMITAHUHU M ONTUMH3AIUN OU3HEC-TTPOIIECCOB.

Bce nokyMeHThI OyyT nepeaaBaThCsl U XpaHUTHCS B 2JIEKTPOHHOM Buje. Hu
OJIUH JIOKYMEHT He MOTepseTcs, T.K. BCE 3aJeiiCTBOBaHHbIE B OHU3HEC-TIpoLieccax
JOKYMEHTBHI TOMEINAIOTCd B JJIEKTPOHHBIM apxuB. Cuctema obecrneuyuBaeT
CTPYKTYpUPOBaHUE JOKYMEHTOB, XpPAaHEHHE YYETHBIX KapTO4YEeK, COBMECTHOE
pelaKTUpOBaHHE, XpAaHEHHWE BEpCUH M TOHUCK, B T.4. IO COACPKUMOMY
JIOKYMEHTOB.

PykoBouTeNb MOXKET OJTHUM B3IJIJIOM OLIEHUTh COCTOSIHUE JIEJI KOMITAHUH,
UCIIOJIb3YsI OJICKUCTEMY cOOpa U pacyeTa KIIt0UeBbIX MoKa3aTenen 3pHeKTUBHOCTH
KPI (KeyPerformancelndicators). IToacucrema B OHJIaH-PEKUME KOHTPOJIUPYET
3G ()EeKTUBHOCTh pabOTHl COTPYJHUKOB W MPEANPUSITHS B LEIOM, ONUPAsCh Ha
3HaueHusd (PAKTHUECKUX ToKazareyeld OW3HEC-POLECCOB M CpaBHUBAA HMX C
ATAJIOHHBIMU (TJTAHOBBIMHU).

[Tonb3oBaTenu ObICTpO oOydaroTcss paboTe B cucTteMe Oyaronaps mpocToMy
uHTep(delicy, TOCTPOCHHOMY IO IPUHIIUITY OTOOPAKEHUS! HEBBITTOJIHEHHBIX 33/1a4.
Bes HeoOxoanmast uHGopMaiusi JOCTyIIHA MOJIb30BATENI0 U3 KapTOUYKU 3a/1ayH,
KOTOpasi COAEP>KUT HEOOXOAUMBII MUHUMYM U He 0oJiee TOro. 3anmyTaTbes B TAKOM
uHTepderice HEBO3MOXKHO.

[IpoayKT n03BOJISAET:

— KonTponupoBarh 1 HanpaBiIATh AESTEIbHOCTh KOMITAHUU;
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— IloBbICUTE TPO3PAaYHOCTH U YIPABISIEMOCTh IPOLIECCOB, TPOTEKAIOIIUX B
OpraHu3allly;

— [loBBICUTH MCHOTHUTENBCKYIO JNUCIUILUIUHY, BBIIBUTh «y3KHE MECTa» B

paboTe opraHU3aIlNH;

— VYcCKopuTh  NIpOTEKaHWE  OU3HEC-TIPOLIECCOB,  COKPATUTh  BpPEMs

COTJIaCOBAHMU;

— IlocTpouts 3 PexTHBHYIO CUCTEMY MOTHBALIUU [IEPCOHAIA;

— DOKOHOMMWTbH BpeMsl PYKOBOAMUTEIEN U COTPYTHUKOB;

— IloBbicuTh KauecTBO pabOTHI OPraHU3AIMH B LIEJIOM.

Annapatypa u Martepuaibl. /[ BbIONHEHUS J1a0OpaTOPHONM pPabOTHI
HEOOXOJMM TEPCOHABHBIN KOMIBIOTEP C XapaKTEPUCTUKAMHU, MO3BOJISIIOIIMMU
YCTaHOBUTH OlEpanuoHHyl0 cuctemy Windows8, HHTErpHpOBaHHBIA MaKeT
MicrosoftOffice, Microsoft SQL Server 2012, MicrosoftSharePoint 2013.

Ykazanus no rexnuke 0e30nacHocTH. CaMOCTOATENBHO HE IPOU3BOINTD:
YCTaHOBKY M YyAaJIEHUE MPOTrpaMMHOIO 0OeCHedeHUs, PEMOHT IMEPCOHAIBLHOTO
komnbiorepa. CoOmrofaTh IpaBUila TEXHUUYECKOH OE€30MacHOCTH IpU paboTte ¢
AIEKTPOOOOPYTIOBAHUEM.

MeTtoauka U IOPSII0K BHINOJIHEHHUS PadOThI

Beimonnute peI0KEHHbIE 3a/1aHus, UCIIOJIB3YSI CUCTEMY
MicrosoftSharePoint 2013.

3apanme 1.3anycTure cucTEMY yNPAaBICHHUS E€JI0BBIMU IIPOLIECCAMMU.

Omnpenenute HaOOp OU3HEC-TIPOIECCOB, KOTOPHIE MOKHO H/HJIN HEOOXO0IUMO
aBTOMATU3UPOBAaTh C LEJNbI0 YMEHBLIEHUS MOTeph HH(GOPMALUM, YCKOPEHHUS
B3aMMOCHCTBUS MEXIY HMCIOJHUTEISIMA U MOBBILIEHUS OOIIEH yHpaBiIsieMOCTH
TPEIIPUSTHUS.

3apnanme 2.Pa3paboraTh pelieHusl s MOJb30BaTeNIed MyTeM HACTPOMKH
MOJICUCTEM YIPAaBIEHUSI JTOKyMEHTaMu W OW3Hec-mpoleccamu, JHOO MyTeM
CO3JaHMsl CHNELHAIU3UPOBAHHBIX MPUJIOKEHUW MJIA ONPEICICHHBIX THIIOB
JIOKYMEHTOB U OW3HEC-IPOLECCOB.

Conep:kanue oryera u ero popma

— IlogroroBeTe OTYET, B KOTOPOM IOJHOCTBHIO OIHUIIUTE BBIOJIHEHUE
3aJJaHUN.

— Oruet no nabopaTopHOIl paboTe TOJKEH CONEPKATh:

— Ha3Banue paboTsi;

— llens maGopaTopHoii pabOTHI;

—  @OopMyIUPOBKY 33JJaHUS U TEXHOJIOTHIO €r0 BHIIOJIHEHHUS;

— OTtBeTbl Ha KOHTPOJIBHBIE BOIIPOCHI.

KonTposbHbIe BONIPOCHI

1.YTo Takoe MapmpyTu3anus J1OKyMEHTOB?

2. Yro HacTpauBaeTcsi B OM3Hec-Tpoleccax”?

3. UTo colepKUT KapTOUKa 3a1aun?

4. Kak HacTpauBaTh HOJCHUCTEMBI YIPABICHUS IOKYMEHTaAMM M OH3HEC-
nporeccamu?

5. Urto Takoe npHHLIMI 0TOOPaKEHUSI HEBBIIIOJIHEHHBIX 3a7a4?
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3amura 1a00paTOpHOIl padoThI

[To pesynpTaTam oTuyeTa, NPEICTABICHHOIO B MUCBMEHHOW (¢opMe,
IpOBOAUTCA cOOECeOBaHNUE, KOTOPOE HMEET KOHTPOJIUPYIOUIYI0O U YUYEOHYIO
GbyHKIUH.

JlaGoparopHasi pabora Ne6. @akrorpaguueckue CUCTEMbI U
KOPNOPaTUBHbIE YNIPaBJIeHYeCKHe HH(POPMALMOHHbIE CHCTEMBbI.

Heanb | coJepKaHue:
N3ydeHneBo3MoxkHOCTeHopranu3anuuaokyMentrooooporascucteMel’ AJTJAKTUK
A.

Oprannzannonnas popma 3anatuii: KomneroTepHbIE CUMYIISIIUN

Bonpocsl 1 0o0cy:xaeHnsi HA J1a0OPaAaTOPHOM 3aHATHH:BO3MOKHOCTU
opranuzanuuokymeHToo0opotaBKHUC.
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TeopeTuueckoe 000CHOBaHHE

[Iporpammusbiii  mpoaykt  «lamakTuka»  pa3paboTaH  Koprmopamuen
«'AJTAKTUKAY. Pa3paboTunk cuCTEMBbI 00ECIICUHNBAET:

—  pa3paboTKy M MOJJEPKKY aKTyalIbHOCTH MHCTPYMEHTAIBHBIX CPEJCTB U
CTaHAapTOB;

— JIETaJbHYIO MpOpabOTKy MPEAMETHON 00JaCTH Ha 3Tanax CHUCTEMHBIX
VCCJIEIOBAHNM, CHCTEMHOI'O aHAJIM3a U CUCTEMHOTO IIPOEKTUPOBAHNS;

— KayeCTBEHHYIO M OBICTPYIO MPOTPAMMHYIO pEalM3alUI0 CIOXKHBIX
IPOEKTOB 32 CYET MPUMEHEHUS COBPEMEHHBIX METOJOB  pPa3pabOTKH
nporpammHoro ooecredeHust (CASE-TexHOIOTHH HT.11.)

— TEXHUYECKYID M METOAMYECKYIO0 NOJJIEPKKY Ha 3Tamax CHCTEMHOIO
BHEJIPEHUS U CUCTEMHOM 3KCIUTyaTalllu;

— oOyueHue NoJab30BaTeNIel MPAKTUUECKON paboTe ¢ CUCTEMOI];

— CHCTEMHYIO MHTErpalMio, KOMIUIEKCHYIO IIOCTaBKy OOOpYy/J0BaHus,
pacyeT U MOHTaX CETEH;

— HacCTpOMKy U MOJEPHU3AIUIO KOMITBIOTEPHOTO u
TEJIEKOMMYHUKaLIMOHHOTO 000pYA0BaHUS;

— KOHCAQJITUHTOBBIE YCIYTH IIPU MPOEKTUPOBAHUU OU3HEC-TIPOLIECCOB.

Cucrema «l anakTrka», KAKMHOTOIIOJIb30BaTENIbCKask KOMIUIEKCHAS CUCTEMaA
yIOpaBiICHUs  OpraHu3zauuer(koprnopanuei),  pazpaboTaHa ¢ y4eToM
CJIEIYIOIIMXOCHOBHBIX TPEOOBaHUI:

— aJanTUBHOCTH MO OTHOIICHHUIO K MPOQIIO AESITEIBHOCTU OpraHU3aluu
1100011 (POopMBI COOCTBEHHOCTH 3a CUET MapameTpOB, MO3BOJISIIOIIMX HACTPOUTH
CUCTeMY Ha crneuuuky XO3sIICTBEHHOW, (PMHAHCOBOM W MPOU3BOJACTBEHHOM
NEATEIbHOCTH OPraHnu3aluu-TI0Jb30BaTelIs;

— ‘pasrpaHMyY€HHE OIEpPaTHUBHO-YNPABICHUYECKUX U (PUHAHCOBO-YUETHBIX
3a]a4 [PH MOJIHOM X UHTETpaluy Ha ypoBHe 0a3a JaHHbIX;

— CTOAJEP)KKa  paclpeeieHHbIX 0a3 JaHHBIX Il obOecrieyeHus
MH()OPMAITMOHHOTO  B3aUMOJCHCTBUS ~ MHOTOO(PHUCHBIX  KOpHOpauud  H
TEPPUTOPHUAIBHO yIAJIEHHBIX MOAPAa3/1eICHUN;

— -OoXBaT  BCEro CHEKTpa  THUIOBBIX  TNPOU3BOJCTBEHHBIX U
aJIMUHUCTPATUBHBIX (DYHKIINA;

— -eIMHOOOpa3ue MOJIb30BATEIbCKOTO HMHTEpdeiica Ajis BCeX pelaeMbIX
3aj1ay;

— ‘TpeNoCTaBlieHWE YJOOHOrO0 WHCTPYMEHTApHUS JUIsl Pa3BUTHUS CUCTEMBI
MOJIb30BATENEM;

— °YCKOpEHHas  MOATOTOBKA  CHUCTEMHBIX  aJMHUHHUCTPATOPOB  TIO
DKCILTYyaTallUH CUCTEMBI.

B ¢ynkunonanbHoi cTpykType cucteMbl «l agakTUKa» UMEeTCs:

— "KOHTYp aAMUHUCTPATUBHOT'O YIIPABIICHUS;

— * KOHTYp ONEpPaTUBHOIO YIPaBICHHUS;

— "KOHTYp YHPABJICHHS IPOU3BOJICTBOM;

— *KOHTYp OyXTaJlTepCcKOro ydera.
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Cucrema mnocTpoeHa IO MOIYJIBHOMY NpPUHLUITY, Oiarojgaps 4yemy B
3aBUCUMOCTH OT MPOU3BOJICTBEHHO-I)KOHOMUYECKON CHUTYyallMH JOIyCKaeTcs
M30JUPOBAHHAS IKCIUTyaTalusl OTACIbHBIX MOAYJIEH, a TAKKE HUCIIOIb30BaHUE HX
MIPOU3BOJIbHBIX KOMOMHAIUH.

Nwmeetcs eme 2 MOAyssi, KOTOPhIE BBIHECEHBI 3a Mpelebl MPUBEICHHBIX
KOHTYpOB. OJTO MOIyJib «YTpaBJI€HUE JOKYMEHTOOOOPOTOM» U MOJIYJIb
HACTPOWKM HWHMOPMAIMOHHOTO OOECIEYEHUsI CHUCTEMbl Ha KOHKPETHOE
MIPEANPUATHE.

HcXOMHBIM TEXHOJIOTMYECKUM IIIarOM BHEAPEHUS CHUCTEMBI Ha OOBEKTE
SABIICTCSI eeHacmpoiika. VIHpopManmoHHass HacCTpolKa cucTeMbl «[ amakThkay
BBITIOJIHACTCS 7O Havajla e€¢ MPaKTUYECKOTO TIPUMEHCHHS U  SBISETCS
00s13aTENBHBIM YCJIOBHEM TIOCIEAYIONMIEH SKCIUTyaTanuu. B Xome HacTpoiiku
HAIOJTHSIOTCS WH(POPMAIMOHHBIE MACCUBHI 0a3bl JaHHBIX, UCIIOIB3yEMBbIC Jaliee
BCEMH MOMYJISIMU, BXOJSAIIMMHU B CHUCTEMY, a TaKKe OMPENEISIOTCS MapaMeTphbl
(GYHKIMOHUPOBAHUSI ~ CUCTEMBI. HactpauBaercs  cinemyroommii  Habop
MH(OPMAITMOHHBIX KOMIIOHEHT CUCTEMBI:

— IpaBa JOCTYIIa;

—  KkJaccuUKaATOPHI U Apyras HOPMAaTHBHO-CITPAaBOYHASI HHPOPMAIIHS,

—  MEXO(UCHBIN OOMEH;

— CTPYKTypa KOpHopaluu;

—  DJIEKTPOHHBIA OOMEH ¢ OaHKOM;

— CHCTEMHBIE JaHHBIC U TTapaMETPhI MOJIB30BATEIIA.

Hacmpoiika npasé 0ocmyna umeet 1iellb ONpeAeanThb, K KAKUM TPOTrpaMMHBIM
MOIYJISIM pa3penraeTcs TOCTYN KOHKPETHBIM TMOJIh30BaTENsAM. TaKyr HaCTPOUKY
BCETJa  BBIMOJHSAET CHUCTEMHBIM  QJAMHHHCTPATOP TOCAE  WHCTAJUISIUH
«l"amaktukn»y. KaxaoMy U3 MOJb30BaTeliel NPUCBAUMBAECTCA: UMS B CHUCTEME,
napoJiib, MpaBa JOCTyIa K MOAYJSIM, IIpaBa JOCTyMa K TabiuiiaMm JaHHbIX. Ecnu
4acTh MOJYJIEH JOJDKHA OBITh 3aKphITa JUIsl TIOJIB30BATENS, TO TOCJIE HACTPOMKH
IpU BXOJI€ TOJB30BATENSl B CHUCTEMY 3aKPBITBIE 3JEMEHThl MEHIO MPOCTO HE
BBICBEUMBAIOTCS Ha d3kpaHe. OrpaHudeHHe MpaB JocTyna K Tabmuiam 0a3bl
JAHHBIX CBSI3aHO C TEM, YTO TMOJB30BATENb MOXET OBITh JUIIEH YacTH
BO3MOXXHOCTEH (MOIU(UKAIIMU WIM YIaJICHUS KaKUX-TMO0O aHHBIX, WIM K€
BO3MOXXHOCTH MX MPOCMOTPA).

Hacmpouxa  HopmamueHno-cnpagounoii  6a3vl  TPEACTaBIseT  coOOH
HAITOJITHCHUE KJIaCCU(UKATOPOB, KATaJOTOB M CIPABOYHHUKOB CHCTEMBI. DTOT
mporecc sBISIETCS (PaKTHYSCKHM 3aBEPIICHHUEM TPAKTHYECKOW padoOTHl TIO
YIOPSIOYCHUIO COOPAHHBIX HOMEHKIIATYP KOJUPYEMBIX 00BEKTOB, IO pa3paboTKe
CHUCTEM KOJHMPOBAHUS, TNPHCBOCHHUIO KOJOB, O(POPMIICHHIO, COTJIACOBAHHUIO C
3aMHTEPECOBAHHBIMU JINIIAMH U YTBEPKICHHUIO KJIaCCU(UKATOPOB.

Hacmpotuika medsxcogpucrhocoobmenanipeqnionaraeT oOIpeaeieHne U BBOJ
napamMeTpoB  yTWIWTHI  KOPIOPATHBHOTO MEXKO(MUCHOTO oOOMeHa. 31ech
HACTPAMBAIOTCS aIPECHBbIE JaHHBIC KaXJA0ro odrica, MpuU3HAKKA BHIOOPKHU TOYTHI,
THUII Pa3pEIICHNs] MEXKCETEBBIX KOH(MIUKTOB U JP.
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Hacmpouxa cmpykmypol kopnopayuu BBIIIOTHIETCS € LEIbI0 KOHCOIUAALUN
0a3 JaHHBIX (QWINAJIOB M BO3MOYKHOCTH COCTaBJIEHUS KOHCOJIMJIHMPOBAHHBIX
OTYETOB.

Hacmpotixa snekmponnozo oomena ¢ OAHKOMIPEANONAraeT OIpeleiIeHne
¢dopM, BXOAAIIUX U UCXOAAIMX OAHKOBCKHUX JTOKYMEHTOB, UX AJIEMEHTOB U psAJia
JIPYTUX I1apaMeTpoB.

Monyns «Ynpaenenue OOKYMEHM0000pOomom» oOecrnieunBaeT
B3aMMOJICHICTBHE BCEX IMOJb30BATENEH CHCTEMBl. JTOT MOAYNIb (DaKTHUECKU
peanu3yer (QyHKIMU WHGOPMAIMOHHONW CHUCTEMBI aBTOMaTW3aluu oduca. ITo
TUMIUYHAS CUCTEMAa PETUCTPALlMU U 00pabOTKH Omepalnii, BOSHUKAIOIINUX B O(HCe.

Monynbs noanepKUBAaeT KOMMYHUKAIMU IOJI30BATENEH, a Takke Yy4er,
XpaHeHue 1 00pabOTKy JTOKYMEHTOB U YUE€THBIX KAPTOUYEK OYMaXKHBIX JOKYMEHTOB
(IOroBOpOB, MHUCEM, MPUKA30B, MPOTOKOJIOB COBEHIAHUWA U Ap.). JOKyMEHTHI
CO3JA0TCS CKAHUPOBAHUEM, ITOJIYYEHUEM I10 AIEKTPOHHOM MOYTE, MOArOTOBKOM B
TEKCTOBBIX PEJAKTOPAX.

Moynb noiepKuBaeT CIEAYIOINE IPOLECCH B OPHCE:

e  CO3JaHHE U BEJICHHUE HOMEHKJIATYpPhl A€l (UPMBI;

e  CO3JaHHME ITOJHOTEKCTOBBIX JJOKYMEHTOB;

e  KJIacCU(UKALMIO TOKYMEHTOB U €€ UCII0JIb30BAHUE;

e  MOHHUTOPHHI CTaJui 00paOOTKH JOKYMEHTOB U KOHTPOJIb UX UCTIOJTHEHMUS,;

e TOUCK JOKYMEHTOB (10  (OpMaIbHBIM  TMOJSM, [PUCBOEHHBIM
JIOKyMEHTaM);

e  MPOABUKEHUE JOKYMEHTOB 10 MapLIPyTy;

e  MaccoBas pacchbUIKa JOKYMEHTOB B MOJPA3CICHHUS;

e  pErucTpalMs OTYETOB CHUCTEMBI «l amaKkTukay;

e  MPOCMOTp cmHcka U (10 BbIOOPY) MPOCMOTP COAEPKAHUS JOKYMEHTOB,
CBS3aHHBIX C JJOKYMEHTaMU-OCHOBaHUSAMH (CUETaMU 3a MPOAAHHBIE TOBAPHI WIN
YCIIYTU U T.I.) U C HAIIPABJICHUSIMU pabOT XO3sIIICTBEHHOIO IJIaHA.

C 1995 rona kopnopanus «['anaktuka» corpyaHuyaet ¢ By3amu ctpad CHI',
nomorasi TOTOBUTH CHIEIUATICTOB, BIIA/ICIOIITUX COBPEMEHHBIMHU
WHOOPMAIMOHHBIMU UM YIPaBICHYECKUMU  TEXHOJOTHsIMU. B pamkax
MOJIHOMAaCIITaOHOM MporpaMMsl «l ajakTHKa U By3bI» C HAMU yKe paboTatoT 6osee
180 Bemymmx By30B Coapyxectsa, Bkiarodas MI'Y um. JlIomoHocoBa, Poccuiickyro
DKOHOMHUYECKYIO akajaemMuto uM. llnexanoBa, ['ocynapCTBEHHBI YHHUBEPCHUTET
ynpasieHust uM. C.OpKOHUKUA3E U Op.

CnocobctrBys umH(popmaTuzanuu cdepbl oOpazoBaHus (M, TEM CaMbIM,
NOBBIIICHUIO ~ MHTEJUIEKTYaJbHOrO  MOTEHIMana oOLIecTBa), KOPIOpalus
TO0OpPOBOJIBHO M OCO3HAaHHO OepeT Ha cels COIMallbHO-3HAYMMYIO HOIly, Oe3
KOTOpoi r00ass KpynmHas KOMIAHUSL HE MOXET JIOJIT0  OCTaBaThCs
OOIIETPU3HAHHBIM JIUIEPOM.

OcCHOBHBIE MO0JI0KeHUS MIPOEKTA

VYyactue B mpoekre «['amakThka» W By3bD» HAUMHACTCS C 3aKIIOYEHUS
JIOTOBOpa 00 MCIOJB30BAaHUU KOMITBIOTEPHOM MPOrpaMMBbl, COTIACHO KOTOPOMY
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yueOHOE 3aBeJCHHE MOJIYYUT B CBOE pACIOpsDKEHUE OECIIaTHYI0 Y4eOHYIO
Bepcuio cucteMbl «lamaktuka ERP», metomumueckne Marepuansl o 0a30BBIM
KOHTYpPAaM U MOJIHYIO JOKyMeHTaluto 1o cucreme «l amaktrka ERPy.

[Ipu HeoOxomumocTH By3 OyAeT MOdydaTh OECIUIATHYH0 TEXHUYECKYIO
MOJIJIEPKKY (B pabodee Bpems 1Mo TenedoHy), a TaKke OECIUIaTHOe OOHOBIICHUE

Bepcul cucteMsl «l anaktuka ERP» u qokyMmeHTanum.

« CoTpynHuYas ¢ Kopropaiuei, By3bl U yueOHbIE IIEHTPhI YKOHOMST OY€Hb
cepbe3Hble (PMHAHCOBBIE PECYpPCHl - MBI YK€ BJIOXKWIM HMX, YTOOBI CO3/1aTh U
peaocTaBUTh BaM camblie repeioBbIe MPOrPaMMHBIE IPOTYKTHI.

« By3bl mosyuaroT AOCTyn K TEXHOJOTHSIM, KOTOpble OyAyT BHEIPEHBI Ha
OTEUYECTBEHHBIX NPEANPUITUAX 3aBTPA - U BAllUM CTYAECHTaM IPHU MOCTYIUIEHUU
Ha pabOTy HE MOHAA00UTCS MepeoOyUCHHE.

o [loBbIIaeTcst  kadecTBO  OOyueHUs  CTyAeHTOB. By3aMm-mapTHepam
KOpIiopanus OpEelOCTaBIsET  JAEHCTBYIOLIUE MaKEThI COBPEMEHHBIX
YIPABJICHUYECKUX CUCTEM. A 3TO - HAWITYUYIIUH CIOCOO YKPENUTh TEOPETUUECKHE
3HAHUSI U NPUOOPECTH MNPAKTUUYECKUE HABBIKKM B 00JACTH HH(POPMALMOHHBIX
TEXHOJIOTUH.

o CTyJIEHTBI M TIPENOIaBaTENU, aKTUBHO YYACTBYIOIINE B «TaJaKTUYECKUX)
MPOEKTax, MOJyYaroT CTUIICHIMU U TPpaHTbl Koprnopanuu. Hanbonee nntepecHsie
KypCOBBI€ U JIUIIOMHBIE pa0boThI Mo cucteMe «I anaktuka ERP» Tupaxupyrorcs c
Halllel MOMOUIBIO U MIEPEIAIOTCA B IPYTHE BY3HbI.

 By3bl nosyyaroT npsiMyro OMOIIb KOPIIOPAIMU B TPYAOYCTPOICTBE CBOUX
BBIITYCKHUKOB. KaxXplii TOJ NECATKH CTApUIEKYPCHUKOB M BBIITYCKHUKOB BY30B
MOCTYIAIOT HA CTAKUPOBKY U Ha pabOTY B MOPA3CICHUS KOPTIOpAIUHU, B GUPMBI-
MAPTHEPBIL, a TAKXKE HA NMPEANPUATHSI, OCHAILLIEHHbIE cucTeMo «l anmaktrka ERP».
bynymue cneuManucTsl, MPOUICANIAE TOJATOTOBKY C  HMCIOJIb30BaHUEM
TEXHOJIOTUYECKHUX JTOCTHKEHUI «l amakTukuy, Oojnee KOHKYpPEHTOCIOCOOHBI Ha
phIHKE TpyJa M BOCTPEOOBaHbI B CaMbIX pa3HBIX OOJACTAX SKOHOMHUKU U
YIPABJICHUS.

o UMUK W TPUBJIEKATEIBHOCTh BY3a, HCIOJB3YIOMIET0 TEXHOJOTUU
«l"anakTuku», B ri1azax adUTYpPUEHTOB MOBBIIIAECTCS.

MHorue u3 TexX, KTO CEroAHs 3HAKOMUTCSA C «[ aJIaKTUKOW» Ha CTYJACHYECKON
CKaMbe, CO BpEMEHEM CO34aAyT COOCTBEHHbIH  OHW3HEC, BO3IJIaBAT
rocripeanpustie. M korma mepen HUMH BCTaHET BOMPOC 00 aBTOMaTH3alUU
KJIFOUEBBIX OM3HEC-TIPOLIECCOB HA CBOEM MPEINPHUSATUU - TO UM OYJEeT MO CHIIaM
CaMOCTOATENbHO BBIOpATh BaApUAHT, KOTOPBIA MPUHECET MAKCUMAJIbHYIO IPUOBLIH
IIPY MUHUMAaJIbHBIX U3AEPKKAX.

TunoBoil BapuaHT COTpyAHHYECTBA Kopropauu «l anakTvka» U y4eOHbIX

3aBEJICHUM B paMKax MporpaMmbl «I'anakTuka u By3bD»:

« Komnstotepnas nporpamma (cucrema «lamaktuka ERPy») nns oOyuenus
(6ecrmaTHO);

o JlokymeHTamnmu no cucteMe «l amaktrka» (OecTuiaTHo);

« MeToanueckue MaTepualsl o 0a30BbIM KOHTYpaM (OecIIaTHO);
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o OcTanpHBIC Pa3pabOTKH TUIATHO, IO CEOECTOMMOCTH.

Annaparypa W marepuaibl. J[Ji1 BBIOJHEHUS J1abOpaTOpHOU pPabOTHI
HEO0OXOJMM TEPCOHAIBHBINM KOMITBIOTEP C XapaKTEPUCTUKAMU, MO3BOJISIOMIMMU
YCTaHOBUTH omepannoHHyo cuctemy Windows XP, MHTErpupOBaHHBIA MaKeT
MicrosoftOffice, Microsoft SQL Server 2005, KUC T'AJIAKTHUKA(yueOHas
BEpCHUs).

Ykazanus no trexnuke 6e3o0nacHocTu. CaMOCTOSTEILHO HE TTPOU3BOINUTD:
YCTaHOBKY M yAaJleHHE MPOTpaMMHOr0 00ecCredyeHHs, PEMOHT IMEepPCOHAIBLHOTO
koMIibtoTepa. CoOiroath npaBuiia TEXHUYECKOW Oe30macHOCTH Ipu padoTe C
AIIEKTPOOOOPYIOBAHUEM.

MeToauka U NOPs/IOK BbINOJTHEHUSI PAa0OThI

BreimonHuTe MpeanioKeHHbBIE 3aJaHUsS, HUCIONB3YsSd CHUCTEMY CHCTEMBI
«l"anakTuka» (yueOHYIO BEpPCHIO).

3apnanme 1.3anyck cuctembl «['amaktuka» (yueOHoil Bepcum). Hactpoiika
JIOKyMEHTO000pOTa.

BoInoHUTH peructpanuio 1 00paboTKy onepalinii, BOSHUKAIOIIUX B oduce:

MOJIJICP)KKY KOMMYHHKAIIUN TTOJIH30BATENCH;

y4eT, XpaHeHHue U 00pabOTKy TOKyMEHTOB,

y4eT, XpaHeHHe M o0pabOTKy YYETHBIX KapTOUEeK OYMa)KHBIX JTOKYMEHTOB
(1oroBOpOB, MUCEM, IIPUKA30B, IPOTOKOJIOB COBELIAHUH U Ip.).

JIOKYMEHTBI CO3/aI0OTCSI CKAaHMPOBAHHEM, MOJYyYEHHUEM M0 SJIEKTPOHHOM
MOYTE, MOATOTOBKON B TEKCTOBBIX PEAAKTOPax.

3apanue 1.C mnomoiblo MOAYIsi«Ynpasnenue O0OKYMEHMOOOOPOMOM)
HACTPOUTH CIEAYIOIINE MPOLIECChl B Oduce:

e  CO3JaHHE U BEeJCHHUE HOMEHKIIATYPHI Ael (UPMBI;

e  CO3JaHHE MOJHOTEKCTOBBIX IOKYMEHTOB;

e  KJaccU(UKAIMIO JOKYMEHTOB U €€ UCIIOIh30BaHUE;

e  MOHHTOPHHT CTaAuil 00pabOTKH JOKYMEHTOB U KOHTPOJIb UX UCTIOTHEHUS;

e TOUCK JOKyMEHTOB (0  (GOpMalbHBIM  TOJSM, MPUCBOCHHBIM
JIOKyMEHTaM );

e  TPOABUKEHUE JOKYMEHTOB 10 MapIIpyTy;

e  MAaccoBas pacChbUIKa JOKYMEHTOB B IMOJIPa3ICICHHUS;

e  pETUCTpAIHs OTYETOB CHCTEMBI «I amakTukay;

e MPOCMOTp cmHcka U (10 BbIOOPY) MPOCMOTP COAEPKAHUS JTOKYMEHTOB,
CBSI3aHHBIX C JIOKYMEHTAaMH-OCHOBaHHUSAMH (CUETaMU 3a MPOJAHHBIC TOBAPHI WIIN
YCIIYTH Y T.I1.) ¥ C HAIIPaBJICHUSIMU PabOT XO3SMCTBEHHOTO TIaHA.

Conep:xanue oT4yera u ero popma

— TloaroroBpTe OTYET, B KOTOPOM TOJHOCTHIO OIUIIHNTE BBITIOJTHEHHUE
3aJaHUM.

— Oruet no nabopaTopHOIl paboTe TOJDKEH CONEPKATh:

— HasBanue paboTsr;

— llens maGopaTopHoii pabOTHI;

—  DopMyIMPOBKY 3aTaHUS M TEXHOJIOTHIO €r0 BBITIOJIHCHHUS,

— OTBeTHl HA KOHTPOJIBHBIE BOMPOCHI.
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byHKIHU.
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BBeaeHune

B Hacrosimee Bpemsi aKTyaldbHBIM CTAHOBATCS TPEOOBaHHUS K JIMIHBIM
KayecTBaM COBPEMEHHOTO CTYJEHTa — YMEHHIO CaMOCTOSITENIbHO TMOIMOJHATh U
OOHOBJISITH 3HAHUS, BECTH CAMOCTOSTEIBHBIM MOUCK HEOOXOIUMOT0 MaTepHaa,
ObITh TBOPYECKOW JIMYHOCTBIO. OpHeHTamuss y4eOHOro Imporecca Ha
CaMOpPa3BUBAIOIIYIOCS JIMYHOCTDH JIENIaeT HEBO3MOXKHBIM Mpoliecc 00ydeHus 6e3
yueTa MHAUBUTyaIbHO-TMYHOCTHBIX 0COOEHHOCTEN 00ydaeMbIX, MPEJOCTABICHHS
UM TpaBa BbIOOpa myTedl U cmocob6oB oOyueHusi. [losiBisiercss HoBasi 1ielb
00pa30BaTEeNBLHOTO TpOIlecCa — BOCIHTAHWE JUYHOCTH, OPUCHTHPOBAHHOW Ha
Oyaymiee, CrMOCOOHOW pemiaTh THUMHYHBIE MPOOJIEMBl W 3aJadd HCXOAS U3
IpUOOPETEHHOTO YUeOHOTO ONbITA U aIEKBATHON OLIEHKH KOHKPETHON CUTYalUu.

Pemenue atux 3aga4d TpeOyeT MOBBILIEHUS POJIM CAMOCTOATEIbHOU paboThI
CTYACHTOB HaJ  y4yeOHbIM  MaTepUaloOM, YCHJIEHUS  OTBETCTBEHHOCTU
OpernojaBaTesiss 3a pa3BUTHE HABBIKOB  CAMOCTOATEIbHOM  paboThl, 3a
CTUMYJIMpPOBAaHUE MPO(ECCHOHATIBHOTO POCTAa CTYAEHTOB, BOCHUTAHHE MX
TBOPYECKON aKTUBHOCTH ¥ MHUIIUATUBBI.

CamocrosiTenbHasi ~ paboTa  CTYJEHTOB  CIIOCOOCTBYET  pPa3BUTHUIO
OTBETCTBEHHOCTH W OPTaHMW30BAaHHOCTH, TBOPYECKOTO IMOAXO0Ja K PEIICHUIO
npo0JieM y4eOHOTO U TpoheCCUOHATIBHOTO, B TOM YHCJI€ HAYYHOTO YPOBHSI.

ObLlaa XxapaKTepuUCTMKa CaMOCTOATENbHOM PaboTbl CTyAeHTa Npwu
N3YYEHUU AUCLUMUNANHDI

CormacHo yuyeOHOMY TIuTaHy ™0 HampaBieHuto moarotoBku 09.04.02
«MHpOpMAITMOHHBIE CHCTEMBI W TEXHOJOTHW» BKIIOYACT ayJUTOPHBIC (HOPMBI
paboThl (JIEKIIMOHHBIE W JIA0OPATOPHBIC 3aHATUSI), KOTOPBHIE MPOBOIATCS MPH
HEIMOCPEICTBEHHOM y4aCTHUHU MPENO0IaBaTelIsi U CAaMOCTOSITENIbHYIO padoTy.

CaMOoCTOSTETHFHO JOJKHBI BBITTOJIHATHCS CIEAYIONINE BUIBI PaOOT:

—- paboTa ¢ JEeKIIMOHHBIM MaTEPHUAIOM;

—- U3y4eHHE YUeOHO-METOMUECKON JTUTEPATypPhl IO TEMaM;

—TOATOTOBKAa K  jabopaTopHbiM  paboTaM ¢  HCIOJb30BaHUEM

00pa3oBaTeIbHBIX PECYPCOB

—BBITIOJITHEHHE KOHTPOJILHON PaOOTHI 10 MHANBUAYATLHOMY 32/ IaHHIO.

3aayaMy CaMOCTOSATEILHOM pabOTHI CTY/ICHTA C JICKIIMOHHBIM MaTepHUaIoM
SIBJISTFOTCSI:

— caMOCTOATeIbHAs paboTa Mocye MPOCTyITUBaHUS JICKIUH,

— 00006menre nHpopMaruu, coodIaeMon mpernogaBaTeiieMm,

— nopaboTKa KOHCIIEKTOB JIEKIHH (MPH HEOOXOAMMOCTH).

3agayamMu  CaMOCTOSITEIILHOTO U3Y4YEHHUS  y4eOHO-METOIUYECKOM
JUTEPATYPHI ABIISIOTCS:

— Hay4MTbCS OCMBICJIEHHO M CaMOCTOATENBbHO paboTaTh € y4eOHbIM
MaTepuaoM, C HaydHOU HHpOpPMaIeH,
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—  3QJI0)UTh OCHOBBI CAMOOPTAHHU3AIIMNA ¥ CAMOBOCITUTAHUS C TEM, YTOOBI
MPUBUTH YMEHHUE B JAJIbHEUIIIEM HEMTPEPHIBHO MOBBIIIATH CBOIO KBAIH (DUKAITHIO.

— 3aKpenuTh, PACIIUPUTH U YIIIYOUTh 3HAHUS, OBIAJACTh YMEHUSIMHU U
HaBbIKAMHU, TMOJYYCHHBIMM Ha ayJUTOPHBIX 3aHATHUSIX TMOJ] PYKOBOACTBOM
MPEIO/IaBaTelIeH;

—  U3YYUTh JIOTIOJTHUTEIBHBIA MaTepuand IO IUCIHUIUIMHE W OBIAJETh

YMCHUCM BI)I6I/IpaTI) HCO6XO,I[I/IMLIﬁ MaTcpuall U3 pa3INIHbIX HCTOYHHUKOB.

Jnst 6picTporo U 3¢G(GEKTUBHOTO OCBOCHUSI HOBOTO Marepuaia BO BPEeMs IPOBEICHHS
71a00paTOPHBIX PabOT, CTYJACHT JOJDKEH OCYIIECTBIIATH MPEABAPUTEIbHYIO MOArOTOBKY. OHa
BKJIFOYAET B ceOs:

—MpopabOTKy COOTBETCTBYIOIIETO MaTepralia JICKIIMOHHBIX 3aHSITHIA;

—pa30op 3aaHuil ¥ MOPsIKA MPOBEICHUs JTa00paTOPHOU pabOTHI;

—aHaJ M3 BO3MOYKHOCTCH MPUMCHEHHUS IMOJYYCHHBIX TEOPETHUCCKUX M MPAKTHUYCCKUX
3HAHUH [Tl PEIICHHS PeabHBIX Pa0OYMX 3a/1a4.

HpI/I CaMOCTOATCIbHOM H3Y4YCHHH yq€6HO'M€TOﬂquCKOﬁ JIUTCPATYPHI II0

AUCHUIITIMHC PCAIN3YIOTCA KOMIICTCHIINH

KOMHeTeHIIl/II/I oﬁyqammerom, (l)opanyeMLIe B pe3yjabTatrTe U3YyUCHUS
ANCIHUIIJINHBI
HanmMmeHnoBanue KOMIICTCHIIUHN

Nunexc DopmyJIUpPOBKA:

CIOCOOHOCTh  CO3JIaHUSI TEXHUYECKOW JOKYMEHTAalUu HHGPOPMALUOHHO-
METOJIMYECKOTO0 W MApKETHMHIOBOTO0 Ha3zHaueHUs B cdepe MH(POpMalMOHHBIX
TEXHOJIOTUI U CUCTEM

[1K-2

CIIOCOOHOCTh TPOBOJAUTH HEMOCPEACTBEHHOE PYKOBOACTBO IpOIECCaMU
pa3pabOTKM  HPOrpaMMHOrO0  OOecHeueHusl, OpraHM3alus  HpOIECCOB
pa3paboTKM MpPOrpaMMHOTO  OOecredeHus, yIpaBiICHHE MPOrpaMMHO-
TEXHUYECKMMHU, TEXHOJIOTHYECKH MU M YEeJIOBEUECKHMHU pecypcamu

[TK-7

CIIOCOOHOCTh ~ TPOBOJUTH  pa3pabOTKy METOAMK  aHajiu3a, CHHTE3a,
ONTUMM3AIMU U MPOTHO3UPOBAHUS KAaueCTBa MPOLECCOB (YHKIIMOHUPOBAHUS
00BEKTOB NMPOPECCUOHANBHOM JESTEIBHOCTH B PA3JINYHBIX 00JIaCTAX U cepax
1M (POBON SKOHOMUKH

[1K-14

TEXHOJIOTMYECKAS KAPTA CAMOCTOSTEJIBHOM PABOThI

s crynenToB ouHOU (hOpMBbI O0yUEHHUS:

Cpenctsa O0BeM 4acoB, B TOM YHUCIIE
Konp! peanuzyembix U CPC KonraktHa Bcero
N Bun nestensHocTH
KOMIIETEeHIINH, TEXHOJIOT g paboTa ¢
CTY/ICHTOB
WHAUKaTOPa(OB) nn MIpernoaaBa
OLICHKH TeJIeM
2 ceMecTp
M[K-2 (M1 -1, UJ1-2, Pabora ¢ nekumnonusiM | Cobeceno 1,62 0,18 1,8
na-3), IK-7 (M4 -1, | marepuanom BaHUE
na-2, ua-3), rK-14
(U1 -1, UI-2, U]1-3)
M[K-2 (M1 -1, UJ1-2, CaMOCTOSTEIIbHOE Cobeceno | 114,12 12,68 126,8
UA-3), IK-7 (MO -1, | uzyuenue yueOHO- BaHUE
Wa-2, Ua-3), 1K-14 | meroauueckoi
MA -1, Ua-2, NJ1-3)
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JUTEPATYPHI 10 TEMaM
1-6
MK-2 (M1 -1, UJ1-2, IToaroroBska K Ortuer 4,86 0,54 54
WnAa-3), liK-7 (M1 -1, | mabopatopHbIM (muceMeH
WUa-2, UA-3), 1K-14 | paboram ¢ HBI#1)
MO -1, U1-2, UJ1-3) | UCIONb30BaHHEM
00pa3oBaTeIbHBIX
pecypcoB
MK-2 (M1 -1, UJ1-2, BrinonHeHue KouTpon 9 1 10
na-3), IlK-7 (MAQ -1, KOHTPOJLHON paboTHI | bHas
Wna-2, UA-3), 1K-14 | no wemuBuayanbHOMY | paboTa
Mna-1,na-2, U-3) | saganuio
Hroro 3a 2 cemectp 129,6 14,4 144
Utoro | 129,6 144 144
s ctynenToB 3a04HOM hopMbl 00yUEHUS:
CpenctBa O0beM 9acoB, B TOM YHUCIIE
Koapl peanusyembix B u CPC KonraktHa Bcero
KOMIICTCHIIUH, WL ACATEIILHOCTH TEXHOJIOT s paboTa ¢
CTY/ICHTOB
WHAUKATOPa(OB) nn TperoaaBa
OLICHKU TeJIeM
3 cemectp
M[K-2 (A -1, UJ1-2, Pabora ¢ nekumnonneM | Cobeceno 0,36 0,04 0,4
na-3), IlK-7 (MA -1, MaTepruasoM BaHWE
Ua-2, Ua-3), lK-14
(W] -1, UJ1-2, UJI-3)
M[K-2 (A -1, UJ1-2, CaMOCTOSTEIIBHOE Cobeceno | 144,36 16,04 160,4
WUAa-3), 1iK-7 (U1 -1, | m3ydenue yueOHO- BaHHWE
na-2, U1-3), [IK-14 | metonnyeckoi
MO -1, 11-2, NUJ1-3) | aurepaTypsl IO TEMam
1-6
MK-2 (U1 -1, UA-2, IToaroroBka x OTuer 1,08 0,12 1,2
na-3), IK-7 (M4 -1, | nabopatopHbiM (mrcpMeH
na-2, UA-3), lK-14 | paboram c HBIN)
MO -1, U1-2, UJ1-3) | UCHONb30BaHUEM
00pa3oBaTeIbHBIX
pecypcoB
MK-2 (MA -1, UA-2, Brimonnenne Kontpon 9 1 10
NA-3), 1IK-7 (U -1, | xoHTpoJbHOW pabOTHI | bHAS
Wna-2, Ua-3), 1K-14 | no ueauBuayanbHOMY | paboTa
Mna-1,n1a-2, UJ-3) | saganuio
HUroro 3a 3 cemectp 154.8 17,2 172
Uroro | 154,8 17,2 172

Meroanueckue yka3zaHus 1Mo padoTe ¢ JEKIIMOHHBIM MaTEePHAIOM

BaxxHbIM kpuTepueM B paboTe ¢ JICKIIMOHHBIM MaTepuajioM SIBJISE€TCS MOATOTOBKA
CTYJIEHTOB K CO3HAaTE€JIbHOMY BOCIpPHATHIO IpenojaBaeMoro marepuana. Ilpu
NOJArOTOBKE CTyJEHTa K JIEKIMM HEOOXOAWMO, BO-TIEPBBIX, IICUXOJOTHYECKU
HAaCTPOUTHCA Ha 3Ty paboOTy, OCO3HATh HEOOXOJUMOCTh €€ CHCTeMAaTUYECKOIO
BBITIOJIHEHUSI. BO-BTOpPBIX, HEOOXOIMMO BBHINIOJHEHHE MO3HABATEIHHO-TIPAKTHUYECKON
NESATENbHOCTY HAKAHYHE JIEKUMHU (MPOCMATPUBAHME 3aMMCEN NMpPEabIAYIIEeH JeKIUU IS
BOCCTAHOBJICHUS B NIaMSTH PaHEE U3YYEHHOI'O MaTepuaia; 03HaKOMIICHUE C 3aJaHUSIMU
JUIL CaMOCTOATEIbHOM paboThl, BKIYEHHBIMM B IpOrpammy, moalOop JIUTEpaTyphl)
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[TogroroBka K JIEKIMH MOOWJIM3YET CTYACHTAa Ha TBOPUYECKYIO paboTy, IVIaBHBIMH B
KOTOPOU SABJISIIOTCS YMEHHMS CIIylIaTh, BOCIPUHUMATD, 3aIIUCHIBATb.

Jlexuusi — 3TO OJIMH U3 BUJOB YCTHOM peUH, KOTJa CTYyIEHT JOJIKEH BOCIPUHUMATh
Ha CIIyX M3JIaraéMbli MaTepuall. BHUMATENbHO CIIyIIAIOMIKUKA CTYIEHT HAIPSKEHHO
paboTaeT — aHaTU3UPYET U3JIaraeMblii MaTepHual, BhIACIAET IJIaBHOE, 000011aeT ¢ paHee
MOJIyYeHHOM HH(pOpMalIMel U KPaTKO 3alKiChIBAET.

3anuchIBaHuE JEKINUN — TBOPUECKHI TpoLiecc. 3anuch JIEKIUU KpaliHe BakKHA. DTO
MO3BOJISIET HAJOJTO COXPAaHUTh OCHOBHBIE TIOJOXEHUS JIEKIMH; CIOCOOCTBYET
MOJIIEP>KaHNI0 BHUMAHUS; CIOCOOCTBYET JIyUIIeMY 3allOMUHAHUSI MaTepHara.

Jns a>¢pdexTtuBHOM pabOThl € JIEKIMOHHBIM MAaTEpUAIOM HEOOXOIUMO
3a(UKCUPOBATh Ha3BaHUE TEMBI, IUIAH JIEKLUN U PEKOMEHIOBAHHYIO JIUTEPATYPy.

[Tocne 3Toro npucTymnath K 3aliCH COAEPKAHUS JIEKIIHUH.

B oopmiiennn koHCTIEKTa KUK BaXKHBIM MOMEHTOM SIBJISIETCSI HEOOXOAMMOCTD
OCTaBJIATH I0JIA, KOTOPbIE MOTPEOYIOTCS AJIs MOCIEAYyIoed paboThl HaJl JIEKIIMOHHBIM
MaTepuaIoM.

3aBepIIaronUM 3TallOM CaMOCTOSITENIbHOM paboThl HaJA JIEKIUEH SIBISICTCS
00paboTKa, 3aKperieHue 1 yriyosienne 3Hanuii mo teme. HeoOxoammo oOpamarses K
JEKIUAM HEOAHOKpaTHO. [lepBhIil MPOCMOTpP 3amuceld KENaTelIbHO CAENaTh B TOT ke
JIeHb, KOT/1a BCE CBEXO B NMaMsATH. KOHCIEKT HY>KHO MPOYUTATh, 3AMOJHUTH MPOMYCKH,
pacmm@poBaTh HEKOTOPHIE COKpAIICHHs. 3aTeM HAJI0 O3HAKOMHUTHCS C MaTepUaTIOM
TEMbl 1O Yy4e€OHUKY, BHECTHM HYKHbIE€ YTOUHEHHUS M JOMOJHEHHUS B JIEKIIMOHHBIN
Marepua.

METOOAMHECKME  YKA3SAHWA MO  wu3yyeHuto  y4ebHo-
MEeTOANYECKOM INTepaTypbl MO TEMam

3HaYMUTeNbHO 0OJIbILE YCUITUI U BpEMEHU HEOOXOMMO 3aTPaTUTh HA CAMOCMOAMEeNbHOe
u3yyeHue 0OCHOBHOU U OONOTHUMENbHOU TUMepamypbi.

OcHoBHas nuTepaTrypa — 3TO y4eOHMKM M y4yeOHble mocoOus. B yueOHMKax naercs
MOJIHOE M3JI0KEHUE MaTepHalla B COOTBETCTBUHU C MPOrpaMMOil 1o ydyeOHOM aucuurivHe. B
y4eOHOM NOCOOUHU MOKET OBITh U3JI0KEH MaTepuall MO OTAEIbHBIM IJaBaM, pa3zesam, TeMaMm.
B y4eOHoit mporpamMme Kak10i ryMaHUTAPHOU JUCITUTUIMHBI B KAYECTBE OCHOBHOM JINTEPATYPHI
pekoMeHnayercs 2-3 ydeOHUKa WM y4eOHBIX MOCOOUs, B KOTOPBIX CTYJIEHT 3a0UHON (OpPMBI
o0yudeHus HaiiieT HeoOXOAUMYI0 MH(OPMALIMIO Ul MOJATOTOBKU K 3a4eTaM WJIM dK3aMeHaM U
BBITIOJTHEHUS] KOHTPOJIBHBIX 3aJJaHUM.

K nomonHutenbHOW nuTepaType OTHOCSATCS MEPBOMCTOYHUKU  (oduIMaNbHBIE
JOKYMEHTBI, aBTOpCKHME pPabOThl M T.M.), MOHOrpaduyeckas M CIHelHajgbHas JUTepaTypa,
y4eOHUKM M ydeOHble TOCOOMs, HE BOIUEAIINE B IIepeYeHb OCHOBHOM JIMTEPATYPHI,
XpecToMaThH, CIPABOYHHUKH, CJIOBApH, allbOOMBI HATJISIIHBIX TOCOOMIT U Jp.

CamocrodarenbHass paboTa CTyJEHTa IO COBEPIICHCTBOBAHMIO KOHCIIEKTOB JICKIIUH,
W3YYEHUIO OCHOBHOM M JOMNOJHUTEIBHOM JINTEpPaTyphl 3aBEpLIACTCS CTaAUEH MOATOTOBKH
K CeMUHApPCKUM U NPAKMUYECKUM 3AHAMUAM, A MAaKxHce K meKywel U npoMedCcymoyHou
ammecmayuu (K3ameHy Uiy 3aiemy) no y4eonou OucCyuniuHe.

Tema camocTosiTeJIbHOTO N3yueHus: 1. OCHOBBI AJIEKTPOHHOTO JJOKYMEHTO000pOTa. 3a1aun
aBTOMaTH3allMM JOKYMEHTO000pOTa U coBpeMeHHble MeToauku ynpasierus (TQM, BPM,
MBO, KM)..

Buj 1eTeJIbHOCTH CTYIEHTOB: CaMOCTOSITEIIBHOE U3yYEHUE JINTEPATYPbI

HUToroBpiii NPOAYKT CAMOCTOSITEIbHOM PA0OTHI: KOHCIIEKT

CpeacTBa M TeXHOJIOTHM OLIEHKH: cobeceoBaHNe
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IInan koncnekta: ChopMyaTUpoOBATH OTBETHI HA KOHTPOJIbHBIE BOMPOCHI
1. Haznauenwue u xknaccudukamus CO/I.
2. OcHosnble cBoricTBa CO/I.
3. OcHoBubIe 3agaun CO/].

Pexomenapyemas aureparypa
OcHoBHasi IuTEepaTypa:

10. Pomanenko M. I'. CucreMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa: Yy4eOHO-
MeToaudeckoe mocoore/M.I'. Pomanenko. — CraBpomnons: M3n-Bo CKDY, 2014. — 84 c.
11. Kynses, H. H. KonduneHuuambHOe I€I0NMPOU3BOJICTBO M  3alTUIICHHBINA

ANIEKTPOHHBIN JOKyMeHTo000poT [Tekcer] : yueOnuk / H. H. Kynsies, A. C. [&mymxkun, A. T'.
®abpuunos ; pea. H. H. Kynses. - M. : Jloroc, 2012. - 452 c.

JdomosiHuTEIBbHAS JIUTEPATYypa:

1. Uepnor B. H. CucteMbl 31€KTPOHHOTO JOKYMEHTO000pOTa: yueOHOe mocooue /
B. H. Yepnos; Poc. akaz. roc. coyx0s! ipu [Ipesunente Poccuiickoit @eneparuu. — M.: Uzn —
Bo PAI'C, 2009. — 83 c.

2. Oenepanbubiii 3akoH Poccuiickoit @enepanun Ne 152-O3 «O nepcoHaIbHBIX
maHHbIX» oT 27.07.2006r.

3. [Tpuka3 ®enepansHoii apxuBHOM city:x0b1 Poccun N 68 TuroBas HHCTpYKLIUS IO
JIEJIONPOU3BOJICTBY B (heJIepaTbHBIX OPraHaX MCIIOJTHUTEIHLHON BIACTH.

4, Metoauyeckiue — peKOMEHJAalMK 1o  pa3paboTKe  MHCTPYKIHMA 1O
JIEJIONPOU3BOJICTBY B  (helepalIbHBIX OpraHax HCIOIHUTEIBHOW BJIACTH, YTBEP)KICHHBIE
npuka3zoM Pocapxusa ot 23 nexabps 2009 r. Ne 76.

S. I'OCT P 51141-98. [lenonpou3BOACTBO M apXuBHOE Jeno. TepMuHbl U
OIIpe/IeTICHUSI.

6. I'OCT P 6.30 2003 TpeboBanus k 0pOpMIICHHUIO TOKYMEHTOB.

7. I'OCT P HCO 15489-1-2007 Cucrema craHaapToB 10 HHGOpMaLUH,

OMOJIMOTEYHOMY W W3JaTEIbCKOMY Jelly. YTpaBieHue nokyMeHTamu. OOmume TpeOoBaHMS.
Tpeb6oanus 'CHOY.

Tema camocTosiTe1bHOr0 M3ydeHus 2. . Monens ynpasnenust COJ1. TepMuHoIOrus 1 KJ1acchl
CO/1. PaznuyHble acrieKThl aBTOMaTU3alUU JOKYMEHTO000poTa.

Buj 1eTeJJbHOCTH CTYIEHTOB: CAaMOCTOSTEIIBHOE U3yUYEHUE JINTEPATYPbI

HToroBblii NPOAYKT CaMOCTOATEILHOM Pad0ThI: KOHCIIEKT

CpeacTBa M TeXHOJIOTHM OLIEHKH: cobeceloBaHNe

IInan koncnexra: ChopmMyaupoBaTh 0TBEThl HA KOHTPOJIbHbIE BOIIPOCHI

1. OcHOBHBIMH XapaKTEpHUCTUKAMH JJOKYMEHTO00OpOTa
2. KadecTBeHHBIM XapaKTEpUCTHKAaM JOKYMEHTOOOOpOTa
Pexomenngyemas aureparypa

OcHoBHasi iuTEepaTypa:

1. Pomanenko M. I'. CuctemsI 3JIEKTPOHHOTO TOKYMEHTO000POTa: yueOHO-METOIUIECKOe
nocobue/M.I'. Pomanenko. — CraBponons: M3a-8o CKOY, 2014. — 84 c.

2. Kynses, H. H. KonduaennuansHoe ASTOMPON3BOICTBO M 3AIUIICHHBIN 3JICKTPOHHBIH
nokymenTtoobopor [Tekcr] : yuebnuk / H. H. Kynses, A. C. [Iémymkun, A. T.
®abpuunoB ; pen. H. H. Kynses. - M. : Jloroc, 2012. - 452 c.

JdomosHuTeIbHAS JIUTEpATYypa:

1. Yepno B. H. Cuctemsl 25eKTpOHHOTO JOKYMeHTOOOOpoTa: yuebHoe mocodbue / B. H.
YepHos; Poc. akan. roc. ciyx0b1 ipu [Ipe3unente Poccuiickoit deneparuu. — M.: Uz
—B0 PAI'C, 2009. - 83 c.
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N

®enepanbHblil 3akoH Poccuniickoit @enepanuu Ne 152-D3 «O nepcoHanbHbIX JaHHBIX»

ot 27.07.2006r.

3. Ilpuka3 denepanpHoii apxuBHON cinyx0bl Poccum N 68 TumnoBas WHCTpYKUHS MO
JIEJIONPOU3BOJICTBY B (heJIepaIbHBIX OpraHax UCIOJIHUTEILHON BIACTH.

4. Meroanyeckre peKOMEHJIAIMH 10 pa3paboTke MHCTPYKLUH IO JeONPOU3BOACTBY B

denepanbHbIX OpraHax UCIOJHUTENLHOM BIAacTH, yTBEPKACHHbBIE MTpHKa3zoM PocapxuBa

ot 23 nexabdps 2009 r. Ne 76.

I'OCT P 51141-98. [denonpou3BOJICTBO U apXUBHOE /1€J10. T€pMUHBI U ONIPEACTICHUS.

I'OCT P 6.30 2003 TpeGoBanus K 0(hOPMIICHUIO TOKYMEHTOB.

I'OCT P CO 15489-1-2007 Cuctema cTaHIapTOB 110 HHGOPMAITUH, ONOJIMOTCUHOMY U

U3JIaTeIbCKOMY Jeny. YmpaBieHue nokymeHtamu. OOmme TpeOoBanms. TpeboBaHus

I'CaOY.

No o

Tema camocTosiTesibHOro n3ydyenusi Ne 3. KopnoparusHas cucrema 3J€KTPOHHOTO
TOKyMeHT0000poTa. CHCTeMBbl aBTOMATU3AIMH IETIONPOU3BOICTBA U IOKYMEHTO000pOTa
«BOCC—-Pedepent» u «/lenox.
Buj 1eATeJIbHOCTH CTYI€HTOB: CaMOCTOSITEIbHOE U3yUEHUE JINTEPATYPhI
HUTOroBbIii NPOAYKT CAMOCTOATEILHON PA0OThI: KOHCIIEKT
CpencTBa M TeXHOJIOTHH OLIEeHKH: coOeceoBaHHe
IInan koucnexra: ChopmMyTupoBaTh OTBETHI HA KOHTPOJIbHbIE BOIPOCHI
1. Kopnopatususie CO/{
2. O030p cucTeM EKTPOHHOTO JOKYMEHTO000pOTa
3. HUcnons3oBanue COJ] bocc-PedepeHT B ynpaBieHdeckoM mporiecce
4. TlpeumymectBa u Henocratku COJ1 bocc-Pedepenr.
Pexomenayemas aureparypa
OcHoBHast JiMTEeparypa:
1. Pomanenko M. I'. Cuctemsl 3JIEKTPOHHOTO IOKYMEHTO000pOTa: y4eOHO-METOIUYECKOe
nocobue/M.I'. Pomanenko. — CraBponons: M3a-8o CKOY, 2014. — 84 c.
2. Kynses, H. H. KonduaennuansHoe ASTOMPON3BOACTBO M 3AIUIICHHBINA 3JICKTPOHHBIH
nokymenroobopot [Tekcr] : yuebnux / H. H. KynseB, A. C. Hdémymkun, A. I.
®abpuunoB ; pen. H. H. Kynses. - M. : Jloroc, 2012. - 452 c.

JlonosHUTEILHAS JIUTEpaTypa:

1. Yepnos B. H. CucremMsl 351eKTPOHHOTO TOKYMEHTO000pOTa: yueOHOe mocobue /
B. H. Yepnos; Poc. akan. roc. cnyx0s1 ipu [Ipesunente Poccuiickoii ®deneparuu. — M.: U3zn —
Bo PAI'C, 2009. - 83 c.

2. ®enepanbhbiil 3akoH Poccuiickoit @enepanun Ne 152-03 «O nepcoHalbHBIX
JaHHBIX» oT 27.07.2006r.

3. [Tpuxa3 ®@enepanbHoil apxuBHOH ciy>k0b1 Poccun N 68 TumnoBas HHCTpYKIHS 110
JIeNTOTIPOU3BOICTBY B (he/iepabHbIX OpraHax UCIOJIHUTEIbHON BIACTH.

4, Meroauueckue  peKOMEHJAIMU MO0  pa3paboTKe  WHCTPYKIUH  T0
JIeNIOTIPOU3BOJICTBY B (peiepalbHBIX OpraHax MCIOJHUTEIbHON BJIACTH, YTBEpIKIECHHBIC
npuka3zoM Pocapxusa ot 23 nexabps 2009 r. Ne 76.

5. I'OCT P 51141-98. [lenonpou3BOACTBO U apXWBHOE JAeno. TepMuHbl U
oTpeieNIeHusl.

6. I'OCT P 6.30 2003 TpeboBanus k 0OpMICHUIO TOKYMEHTOB.

7. I'OCT P HCO 15489-1-2007 Cucrema craHmapToB 10 HHGOpMAIIHH,
OMOIMOTEYHOMY M M3/aTEeNIbCKOMY Jiely. YIpaBieHue aokymeHTamu. OOmiue TpeGoBaHUS.
Tpe6osanust 'COVY.
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Tema camocTosiTe1bHOr0 M3ydyeHust Ne 4. akrorpadudyeckue CUCTEMbl U KOPIOPATUBHBIC
ylpaBjieHYeCKHE NHPOPMALIMOHHBIE CUCTeMbl. CUCTEMBI yIIPaBJIEHUS T0KYMEHTAMHU
(27IEKTPOHHBIE apXUBBHI).

Buj 1eATeJBbHOCTH CTYAEHTOB: CAaMOCTOSATENIBHOE N3yUYEHUE JINTEPATYPHI

HToroBplii NPOAYKT CAMOCTOATEILHOM Pa0OThI: KOHCIIEKT

CpeacTBa M TEXHOJIOTHM OLEHKH: cobeceloBaHNe

IInan koncnexra: ChopmMyTupoBaTh 0TBETHl HA KOHTPOJIbHbIE BOIPOCHI

1.
2.

OCHOBHBIE KOMITOHEHTHI (haKTOrpapuIecKuX CUCTEM
OcHoBHBIE 331a4H (PaKTOrpaPUUECKUX CUCTEM

3. :‘)BOJ'IIOHI/IH u KJ'IaCCI/I(l)I/IKaI_II/IH CHUCTEM DJICKTPOHHOI'O apXHUBUPOBAHUA

4.

OCHOBHBIC ITOJIOKCHUS U Tpe6OBaHI/I$I KOHICIIIHMH CO3JaHHUA MCKXBCIOMCTBCHHBIX
QJICKTPOHHBIX apXHUBOB.

Pexomenayemas quteparypa

1.

2.

No o

OcHoBHas1 iuTEpaTypa:

Pomanenko M. I'. CHUCTEMBI JIEKTPOHHOTO JIOKYMEHTOO00pOTa: Yy4eOHO-METOINYECKOES
nocobue/M.I". Pomanenko. — CtaBpomnois: U3n-Bo CKOY, 2014. — 84 c.

Kynses, H. H. Kondunenmanbaoe 1e10MPOU3BOICTBO U 3aNIUIICHHBIN ICKTPOHHBIN
nokymenTtoobopor [Tekcr] : yuebnuk / H. H. Kynses, A. C. [Jémymkun, A. I.
®abpuunoB ; pea. H. H. Kynses. - M. : Jloroc, 2012. - 452 c.

JlonosiHUTEIBLHAS JIUTEpaTypa:

Yepuos B. H. Cuctemsl 351eKTpOHHOTO AOKYMEHTOOOOpoTa: yuebHoe nocodbue / B. H.
UYepnos; Poc. akan. roc. ciyx6s! npu [Ipesunente Poccuiickoit @enepanuu. — M.: U3n
— B0 PAI'C, 2009. — 83 c.

®enepanbhblil 3akoH Poccuiickoit @eneparu Ne 152-D3 «O nepcoHanbHbIX TaHHBIX»
ot 27.07.2006r.

[Ipukaz ®enepanbHOi apxuBHOM ciyk0bl Poccun N 68 TumoBas MHCTpYKIUS IO
JIeNIOTIPOU3BOICTBY B (he/iepabHBIX OpraHax UCIOJIHUTENIbHON BIACTH.

MeToauueckie peKOMEHIaluu M0 pa3paboTKe MHCTPYKIUH IO JIEI0NPOU3BOJICTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHOM BIIACTH, YTBEpP)KIEHHbIE pUKa3oM Pocapxusa
ot 23 nexabps 2009 r. Ne 76.

I'OCT P 51141-98. Jlenonponu3BoACTBO U apXUBHOE J1€710. TepMUHBI U ONIpEAEIEHUS.
I'OCT P 6.30 2003 TpeboBanust kK 0GOPMIICHHIO JOKYMEHTOB.

I'OCT P UCO 15489-1-2007 Cuctema cranaapToB M0 MH(OpMaIK, ONOINOTEeYHOMY U
W3/1aTeNbCKOMY Jieny. YmpaBiieHue AokyMmMeHtamu. O6mme TpeboBanus. TpeGoBaHus
I'Caoy.

Tema camocTosiTeJbHOro u3yyenuss Ne 5. Cucremsl rpynmnoBoil paboTel HaJl JOKYMEHTaMH
(groupware). CucTemsl yrpaBiaeHuUs AeI0BbIMU Tporieccamu (workflow management).

Buj nesiTeJIbHOCTH CTYIEHTOB: CaMOCTOSTENBHOE N3yUEHUE JINTEPATYPHI

HTOroBblii NPOAYKT CAMOCTOATEIbHON PA0OTHI: KOHCIIEKT

CpeacTBa M TeXHOJIOTHM OLIEHKH: cobeceloBaHNe

IInan xkoncnexra: ChopmMyaupoBaTh 0TBETHl HA KOHTPOJIbHbIE BOIIPOCHI

1.
2.
3.

Ha3znaueHue cucteMsl prHHOBOfI pa6OTLI Haa IOKYMCHTaMU

3aaun cucTeMbl IPYNHOBON padOTHI Ha/l JOKYMEHTaMHU
Haznauenue cucremsl ynpasieHus A€I0BBIMU IIPOLECCAMU

3amaun CUCTEMBI yIIpaBJIeHUs JIeJI0BbIMH mporieccamu (workflow management).
PexoMenayemas jiureparypa

1.

OcHoBHas1 iuTEeparypa:
Pomanenko M. I'. CucTeMbl 31€KTPOHHOTO TOKYMEHTO000pOTa: Y4eOHO-METOIUYECKOE
nocobue/M.I". Pomanenko. — CtaBpomnons: U3n-Bo CKOVY, 2014. — 84 c.
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No o

Kynses, H. H. Kondunennuanpaoe 1eI0MPOU3BOICTBO U 3aLTUIICHHBIN IEKTPOHHBIN
nokymeHToo0opot [Tekcr] : yueonuk / H. H. Kynses, A. C. [démymxkun, A. T.
®abpuunos ; pea. H. H. Kynses. - M. : Jloroc, 2012. - 452 c.

JlonoiHUTEILHAS JIUTEpPaTypa:

Yepuo B. H. CucreMsl 3JI€KTPOHHOTO TOKyMEHTOOOOpoTa: yueObHoe mocodue / B. H.
UYepnos; Poc. akaz. roc. ciyx0sl pu [Ipesunente Poccuiickoit @eneparun. — M.: U3
— 80 PAT'C, 2009. — 83 c.

®enepanbhblil 3akoH Poccuniickoit @enepanyu Ne 152-D3 «O nepcoHanbHbIX TaHHBIX»
ot 27.07.2006r.

[Tpuka3 denepanpHoii apxuBHON cinyx0bl Poccum N 68 TumnoBas WHCTpYKUMS MO
JIEJIONPOU3BOJICTBY B (heJIepaIbHBIX OPraHax UCIOJIHUTEILHON BIACTH.

Metoanyeckre peKOMEHIAUMH MO pa3paboTKe MHCTPYKLUHUHN IO JEONPOU3BOJICTBY B
denepanbHBIX OpraHax MCHIOJHUTENBHON BIacTH, YTBEPKACHHbIE MpHKa3zoM PocapxuBa
ot 23 nexabps 2009 r. Ne 76.

I'OCT P 51141-98. [lenonpou3BoACTBO U apXUBHOE Aei0. TepMHUHBI U ONpeIeTICHUsI.
I'OCT P 6.30 2003 TpeboBanus k 0(pOpMIECHHUIO TOKYMEHTOB.

I'OCT P UCO 15489-1-2007 Cuctema cTanaapToB o uH(OpManuu, OnOIMOTEUHOMY U
W3/1aTeNbCKOMY Jieny. YmpaBiieHue aokymeHtamu. O6mme TpeboBanus. TpeGoBaHus
I'Caoy.

Tema camocTosiTeTbHOr0 M3y4yeHusi Ne 6. J[okyMeHTOOOOpPOT B reOoMH(OPMALMOHHBIX U
tepputopuanbubix cucrtemax (I'MC, TUC).

Buj nesiTeJIbHOCTH CTYIEHTOB: CAMOCTOSITEIIbHOE N3yUYEHHUE JIUTEPATYPHI
HUTOroBbIii NPOAYKT CAMOCTOATEILHON PA0OTHI: KOHCIIEKT

CpencTBa M TeXHOJIOTHH OLIEHKH: coOeceJoBaHHe

Ilnan koncnekTa: ChopMyIMpoBaTh 0TBETHI HA KOHTPOJIbHbIE BOIIPOCHI

1.
2.
3.

OneKTpoHHbIe KapThl reonHpopmannonHsix cucreM (I'C)
Knacc cucrem
['eonndopmarnonHas cucrteMa IeKTPOHHOTOo IokymMmeHToobopoTa ( TUC310)

Pexomennyemas jmreparypa

1.

2.

oo

OcHoBHas1 JIuTepaTypa:

Pomanenko M. I'. CucTeMbl 31IEKTPOHHOTO TOKYMEHTOO00pOTa: YyUeOHO-METOUIECKOE
nocodue/M.I". Pomanenko. — CtaBpomnons: U3n-so CKOVY, 2014. — 84 c.

Kynses, H. H. KondunenuuanbHoe 1eI0MpOU3BOICTBO U 3aLTUIICHHBIN AIeKTPOHHBIN
nokymeHToo0opot [Tekcr] : yueonuxk / H. H. Kynses, A. C. [Hémymxkun, A. I.
®abpuunos ; pea. H. H. Kynses. - M. : Jloroc, 2012. - 452 c.

JlonotHUTEIBHAS JIUTEPATYypa:

Yepuos B. H. CucreMsl IeKTpOHHOTO TOKyMEHTO0OOpoTa: yuebHoe mocodue / B. H.
Yepnos; Poc. akan. roc. ciayxOsl npu Ilpesunenre Poccuiickoit deneparmu. — M.: U3n
—B0 PAI'C, 2009. - 83 c.

®enepanbHblil 3akoH Poccniickoit @enepanyn Ne 152-D3 «O nepcoHalbHBIX JaHHBIX
ot 27.07.2006r.

[Tpuka3 denepanpHoil apxuBHOM cinyxk0bl Poccunm N 68 TumnoBas WHCTpyKUMS MO
JIEJIONPOU3BOJICTBY B (heJIepaIbHBIX OPraHax MUCIOJIHUTEIbLHON BIACTH.

Metoanyeckre peKOMEeHJIAIMKU Mo pa3paboTKe MHCTPYKLUMN 1O JEeONPOU3BOICTBY B
(benepanbHBIX OpraHax UCIOJHUTENBHON BIacTH, YTBEpKACHHbIE MTpHKa3zoM PocapxuBa
ot 23 nexadps 2009 r. Ne 76.

I'OCT P 51141-98. [1enonpou3BOICTBO K apXUBHOE /1€J10. T€PMUHBI U ONIPEACICHUS.
I'OCT P 6.30 2003 Tpe6oBanus K 0(hOpMIICHUIO TOKYMEHTOB.
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7. TOCT P UCO 15489-1-2007 Cuctema cTaHAapTOB 10 UH(OpMAIIH, ONOITUOTEUHOMY U
W3/1aTeNIbCKOMY JIeny. YTpaBiieHHe AokyMeHTamu. OOmme TpeboBanms. TpeGoBaHus
rcaoy.

METOANYECKME YKA3AHWA MO [MoarotoBke K nabopaToOpHbIM
paboTam

s GpicTporo U 3¢ (eKTUBHOTO OCBOEHMS HOBOIO MarepHaja BO BpeMs IPOBEICHUS
7a00paTOPHBIX PabOT, CTYJACHT JOJDKEH OCYIIECTBIATH IPEABAPUTEIbHYIO HMOArOTOBKY. OHa
BKJIIOYAET B ceOsi:

— ITpopaboTKy COOTBETCTBYIOIIETO MaTepHaia JEKIMOHHBIX 3aHATHI;

— Pa36op 3ananuii u nopsika nposeneHus 1a00paTOpHOI paboThI;

— AHanu3 BO3MOXXHOCTEH MPHUMEHEHHsI IMOJYYEHHBIX TEOPETUUYECKUX M MPAKTHYECKUX
3HAHUM JUId peleHns pealbHbIX PadoYMX 3a/1ad.

[IpopaboTka MaTepuana JEKIMOHHBIX 3aHATHH OCYHIECTBISIETCS C ITOMOIIBIO
KOHCIIEKTOB, KOTOPBIE€ HCHOJB30BAIUCH NPU 00yyeHUU. [IOBTOPSIOTCS OCHOBHBIE MOHSATUS U
KOHIICTIIIUH TEMBI, TPYAHBIE I TOHUMAHHSI MECTa OJPOOHO pa3OoUparoTCs CaMOCTOSTENBHO, C
IpUBJICUYEHHE OCHOBHOM M PEKOMEHIyeMOW JMTepaTypbl Kypca. Pe3ynbTaTroM AaHHOro 3tama
MOJTOTOBKH JIOJDKHO SIBIISITHCS CO3JITAaHHE HEOOXOANMOM TEOPETHYECKON Oa3bl AJIsl BBIITOIHEHHS
nabopaTopHO pabOTHI.

Pazbop 3amanuii M mopsAaKa TPOBEACHUS J1A0OPATOpHOW pPabOTBI HEOOXOTUM LIS
YBEJIMYEHUS! BPEMEHH, TMOCBSAIIEHHOTO HEMOCPEICTBEHHON O0TpabOTKEe TEOPETUUYECKUX 3HAHUMN
Ha IPAKTHUKE W Pa3BUTUIO YMEHHUsS aJalTHPOBaThb TEOPETHUECKUE 3HAHMS K HM3MEHSIOLIeHCs
peanbHOM cpee.

AHanmm3 BO3MOXKHOCTEH NMPUMEHEHUS TOJYYEHHBIX TEOPETHUYECKHX M MPAKTHYECKUX
3HaHUM JUI pelIeHUs peajbHbIX pPabdOYMX 3ajad BKJIIOYAET B ce0s MOMCK MPHUMEPOB H3
coOCTBEHHOM pabodell MpaKkTUKH CTyIEHTa (€clii TaKkoBas UMEETCs), WM PacCMOTPEHHE
CYIIECTBYIOIUX PEIICHUH, OCHOBAHHBIX Ha JaHHOM Matepuaie. [Ipumepom paboTsl Ha JaHHOM
dTaIe MOXKET CIYKUTh IPUMEHEHUE MOJIEPHU3UPOBAHHBIX AJITOPHUTMOB B HBIHE CYIIECTBYIOIINX
Y HOBBIX NPOEKTUPYEMBIX CUCTEMAX.

B urore noarotoBku k 1a00paTOpHOMY 3aHATHIO CTYAE€HTHI JOJIKHBI 3HATH!

— OCHOBHOI TeopeTHuYecKHil MaTepuall, KOTOpPbIM 3aKkperuisercs 1abopaTopHoi pado-
TO;

— 1IeJIb, COJEPKAHUE U METOJIUKY €€ NPOBEIEHUS.

METOANYECKME YKASAHWA MO NOLAIOTOBKE K 3k3ameHy

UroOsl nyurne, MPOAYKTHBHEE HCIOIH30BaTh BpeMs Ha MOJTOTOBKY K DK3aMEHaM,
HE00XO0IUMO elle 10 Hayalla CECCUM COCTAaBUTH IJIaH CBOEH paboThI

[lepBoHavalIbHO JIy4llle TPOCMOTPETH BECh MaTEpHall, OLIEHUTh POJIb U MECTO KaXKJI0T0
U3 €ro paszenos, naparpagos, BOIPOCOB, a TOTOM HaUYMHATh UX JAETAIbHYIO MPOPabOTKY.

J171s1 OCHOBATENbHOTO 3alIOMUHAHUS U YCBOCHHS MaTepHalla XKelaTelIbHO MOBTOPUTH €TI0
HE MEHee YEeThIpeX pas.

a) MepBBIi MPOCMOTP BCErO KOHCIEKTA WM pa3jieia - o0I1ast OpHeHTUPOBKA;

0) BBISIBIICHHE OCHOBHBIX HJIEH U UX B3aHMOCBSI3H;

B) IOBTOPEHHE HAauOO0Jee CYIIeCTBEHHBIX (DaKTOB;

I') COCTaBJ€HHE IUIaHa WM BOMPOCOB M JalibHElIlee MOBTOPEHHE MaTepHalia yxke IO
COCTaBJICHHOMY IJIaHY U BOIIPOCaM.

[Ipn moBTOpeHHMH MaTepuana Hepe] HPK3aMEHOM HeKeNaTelIbHO HCIOJIb30BaTh MHOTO
KHUT. B cTpyKType KakJI0ro Kypca Win pasjiesa CylIeCTBYIOT KJIIOUEBBIC JIEKIIMH, B KOTOPBIX
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C(I)OpMy.HI/IpOBaHBI OCHOBHBIC 3aKOHBHI, onpeﬂeneHHs{ U IIOJIOXKCHUA, HOJIy‘II/IBH_II/Ie pa3BI/ITI/I€ B
JATbHEHIINX JIEKIHUAX. DTH JIEKIIMH HE00X0IMMO TIpopadboTaTh HanboJiee TIaTeIbHO.

B X0I€ IOATOTOBKHM K DJDK3aMCHaAM cnez[yeT AKTHUBHO HCIIOJIbB30BAaThH prHHOBBIe nu
WHMBUIYaJIbHBIC KOHCY/IbTAlMH. MaKCHMAJIbHYIO TI0JIb3Y OT KOHCYJIbTAI[UH MOXKHO MOJTYYHUTh
TOorga, Korjga CTyI[eHT HpI/IXO[[I/IT Ha HCC C CO6CTBCHHBIMI/I KOHerTHBIMI/I BOHpOcaMI/I, a HE
HAJICETCs YCIIBIIIATh TOJIBKO OTBETHI Ha BOIPOCH APYTUX. B 1eHb 3aueTa MM SK3aMeHa HYXKHO
u30eratb CTpeccoBbIX cuTyaruid. [lo Mepe mpuOmKkeHus 3K3aMeHa ClielyeT JyMaTh O TOM, U4TO
BbI 3HaeTe 1 MOXKETe, a HE 0 TOM, Yero He YAaJIOCh Y3HATb.

HGHI/ITCH TaKOﬁ OTBECT CTYI[eHTa, B KOTOpOM I-I}/BCTByeTCH €ro YMCHI/IC BBIACIUTD I'NIABHOC,
CaMOCTOSATENIBHOCTD, T.€. CIIOCOOHOCTh 0000IIATh, MOJIOKUTEIBHOE COOCTBEHHOE OTHOIIEHUE,
3aI/IHTepeCOBaHHOCTB B HpCI[MCTe, YMCHI/ISI HpI/IMeHSITB CBOHM 3HAHUA IJI1 OTBETA Ha BOHpOCBI,
JISKAIIUE YyTh B CTOPOHE OT OCHOBHOTO.

Bonipocs! 17151 CaMOKOHTPOJIsE

1 OcHOBHBIE TIpOIIECCHI TPe0Opa3oBaHus HHPOPMAITUH.
2 Uro Takoe undopmanoHHbii 0OMeH. Cuctema HHPOPMAILIHOHHOTO OOMEHA.
Cetn nH()OPMAITIOHHOTO OOMEHA.

3 Omnpenenenne undopmannonHoi cuctemsl (MC) u qokymenToobopora.
4 DTtanbl pa3BUTHS UHPOPMALIMOHHBIX CUCTEM.

5 Ilpouecchl B MHPOPMALIMOHHOM CUCTEME U MOJIEPIKKA IJTEKTPOHHOTO
JIOKYMEHTO000pOTa

6 JIokyMEHTO000POT B reOMH(POPMALIMOHHBIX U TEPPUTOPUATIBHBIX CUCTEMAX.
7 Haznauenue CO/I.

8. OcHoBHEIe cBoiicTBa COJI.

9. O6mryro knaccudukarus CO/1.

10. IIpeumymectsa ot ucnoaszoBanus CO/I.

11. KopniopatuBubie C3/1: nHPOpMaIMOHHO-TTIOMCKOBBIN S3bIK, CUCTEMA
WH/IEKCHPOBAHMsI, TEXHOJIOTHsI 00pabOTKH TaHHBIX, ITOMCKOBBIH ammnapar,
KPUTEPUHU OLIEHKH CUCTEM.

12 TToHsTHE 3JIEKTPOHHOTO Ouca.

13 IlepcrieKTUBBI UCTIOIB30BAaHUS DJIEKTPOHHBIX JOKYMEHTOB.

14 3apaun u pynkuun CO/I.

15 CoctaB u cTpykTypy HH(MDOpMAITMOHHBIX cucTeM, COJl, OCHOBHBIE SJIEMEHTHI,
NOpAA0K (PYHKIIMOHUPOBAHUS.

16 OcuoBubie pyakuuu CI/I.

17 OcHOBHBIE TEHIEHIIMHU Pa3BUTHsI MUPOBOTO pbiHKa CO/I.

18 OcHOBHBIE TEHJIEHIIUH Pa3BUTHsI poccuiickoro peiaka CO/I.

19 Bunp! knaccuduxanum nHGOpMamoHHsIx cucteM u COJ1.

20 Unrerpanuro CO/] ¢ ERP-cucremamu.

21 HUnrerpanuto COJ] ¢ CRM-nipuiiokeHUsIMHU.

22 OcHoBHbIE 0co0eHHOCTH BBIOOpa CO/I.

23 OcHoBHble ocobenHocTr BHenperus CI/I.

24 XapaKTepUCTUKHU U COAEPKAHNE OCHOBHBIX 3TAIllOB BHEIPEHUS
koprnopatuBHbix CO/1.

25 CB/1, opueHTHpOBaHHBIE HA OU3HEC-TIPOIIECCHI

26 Kopnoparususie CO/]

27 Cuctembl yIpaBiIeHUs COIECPKUMBIM

28 CucteMsl yrpaBieHus: H300paxeHusIMu/o0pa3amMu

29 CucteMsbl yripaBieHHUs TIOTOKaMU padboT

30 Cucremsl ynpaBiaeHHUs BBIBOJOM
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31 UnaTerprpoBaHHbIC CUCTEMBI ApXUBAIIUHU U MTOUCKA JOKYMEHTOB

32 OCHOBHBIE 3a/1a4M CUCTEM YIPABJICHUS JOKYMEHTaMU

33 OcnoBuble oHsTus Texnonoruu Workflow.

34 ®daktorpaguvecKue CUCTEMbI M KOPIIOPATUBHBIC YITPABICHYCCKHE
MH(OPMAIIMOHHBIC CUCTEMBI.

35 OyHKIMOHAIBHBIE BO3MOKHOCTH CUCTEMBI «l allaKTHUKa.

36 OCHOBHBIE XapaKTEPUCTUKU cUCTEMBI «[ aakTHKa

37 JOoKyMEHTOOOOpOT B T€OMH(POPMAIIMOHHBIX U TEPPUTOPHATBHBIX CUCTEMAaX

1 PaboTath ¢ mporpaMmMHBIMH cpeacTBamMu peanusanuu COJ]
2 IlpuBoauthk npumepsl npumenenust C3/1 B mupe.

3 Paborats ¢ cuctemoii PayDox

4 Pabotats ¢ cuctemoit MOTHB

5 Pabotats ¢ cuctemoit «I amakTuka»

6 Paborats ¢ cucremoit SQ-KOHTPOJIb JIEJT

7 Pabotarts ¢ cuctemoit MS SharePoint

8 Permate TUTIOBBIC 337a9M B cucTeMax kiacca Workflow

1 HaBeikamu pabotsl ¢ ['IC aiis opraHu3amuy 3JeKTPOHHOTO JOKYMEHTO000pOoTa
2 HaBbikamu paboTBI C MPOrpaMMHBIMU CpeacTBaMu peanuzanun CO/]
3 HaBeikamu pcamm3anun J0CTyIla K JaHHBIM U K JIOKYMCHTAM B KOPIIOPATHUBHBIX

coa

y‘—le6HO-l\/\eTO,ﬂ,W—IECHOG 1 l/IHCIDOpI\/\aLLl/IOHHOE obecneyeHune

ANCUMNANHDI

8.1. IlepeyeHb OCHOBHOW W JONMOJHHMTEJIbLHON JIMTEPATypbl, HEOOXOAMMON A

OCBOCHUA NTUCHHUIIIIMHBI

1.

2.

1.

o o

8.1.1. [lepeyeHb OCHOBHO¥ JIUTEPATYPHI:

Pomanenko M. I'. CucteMbl 2IEKTPOHHOTO TOKYMEHTOO00pOTa: y4eOHO-METOUIECKOE
nocodue/M.I". Pomanenko. — CtaBpomnons: U3n-so CKOVY, 2014. — 84 c.

Kynses, H. H. KonpunennuanbHoe 1e10n0pou3BOJACTBO U 3aLIUILEHHBIN JIEKTPOHHBIN
nokymeHToo0opotT [Tekcr] : yueonuxk / H. H. Kynses, A. C. Hémymkun, A. T.
®abpuunos ; pea. H. H. Kynses. - M. : Jloroc, 2012. - 452 c.

8.1.2. [lepeyeHb AONMOTHUTEIbHOM JIUTEPATYPbI:

Uepno B. H. Cucremsl 31eKTpOHHOTO JTOKYyMeHTOOOOpoTa: yuebHoe mocodue / B. H.
Yepuos; Poc. akan. roc. ciayxOsl npu Ilpesunente Poccuiickoit @eneparun. — M.: U3n
—Bo PATI'C, 2009. - 83 c.

®enepanbHblil 3akoH Poccniickoit @enepanyu Ne 152-D3 «O nepcoHalbHBIX JaHHBIX»
ot 27.07.2006r.

[Tpuka3 denepanpHoil apxuBHOM ciayxkO0bl Poccunm N 68 TumnoBas WHCTpYKUMS MO
JIEJIONPOU3BOJICTBY B (helIepaIbHBIX OPraHax UCIOTHUTEIbHOU BIACTH.

Metoanyeckre peKOMEeHIAIMKU Mo pa3paboTke MHCTPYKLUH IO JeNONPOU3BOJACTBY B
(benepanbHBIX OpraHax UCIOJHUTENBHON BIacTH, YTBEpKACHHbIE MTpHKa3zoM PocapxuBa
ot 23 nexabdps 2009 r. Ne 76.

I'OCT P 51141-98. /lenonpon3BoACTBO U apXUBHOE J€10. TEpPMUHBI U ONIPENETICHUS.
I'OCT P 6.30 2003 Tpe6oBanus k 0(hOpMICHUIO TOKYMEHTOB.

I'OCT P UCO 15489-1-2007 Cuctema cTanaapToOB 1o HH(pOpMaLuu, ONOINOTEUHOMY U
U3JaTeIbCKOMY JieNly. YTpaBiieHHe JokyMeHTamu. OOmue TpeboBanus. TpebOoBaHUsS
I'caoy.
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8.2. IlepeyeHnb yueOHO-METOAUYECKOT0 00ecTiedeHHsI CAMOCTOSITEILHOIH PadoThI
00y4YaKIIUXCS 10 TUCHHILINHE
1. MeToauueckux yka3aHUW 1O  BBIIOJHEHHUIO J1a0OpaTOPHBIX pabdoOT 1Mo

mucuuruinHe «CHUCTEMBI 3JICKTPOHHOTO JOKYMEHTO000POTa;

2. MGTOI[I/IIICCKI/IC YKazaHusd [JId CTYACHTOB IIO OpraHu3alnun CaMOCTOSITEILHOM

paboThl o quctUIIMHE «CHCTEMBI SJIEKTPOHHOTO TOKYMEHTO000pOTaY.

8.3. IlepeyeHb pecypcoB HH(POPMANMOHHO-TEJEKOMMYHHMKALMOHHOW  CeTH

«HTEepHET», HEOOXOAMMBIX IJIsI OCBOEHUS TUCIIHIIINHBI

1.

D0C: CucteMbl IEKTPOHHOTO JTOKYMEHTO000pOoTa. [DNEeKTpoHHBIH pecypc] Bemymmii
POCCUNCKUIA TPOU3BOAUTENH U MOCTABIIMK CUCTEM aBTOMAaTH3alMU JOKyMEHTO000pOTa U
nenornpousBojictBa, ECM-cucrem. [caiit]. — 2012. — URL: http://www.eos.ru/
ITocTaHOoBKa W KOHTpPOJIb HCIIOJIHCHHS TOpY4YeHUH [DJEeKTpOHHBIN pecypc]//
DOCUMETR: [caiT]. — 2012. — URL:
http://www.documetr.ru/avtmoatizirovannaja_sistema_postanovki_poruchenij.html

Tack — meHemxkep [Dnekrponnbi pecype| // Meramnan: [cait]. — 2012. — URL:
http://www.megaplan.ru/products/task.html.

Knapucc — ynoOHas mporpamma KOHTpOJS TOpY4YeHU#H [DnexkTpoHHbIH pecype] //
Knapucc: [caiit]. — 2012. — URL.: http://www.claris.su/commission
yqe6HO-MeTOHquCKHﬁ KOMIIJICKC AUCIHUIIJINHBI «TexXHOoJIOTHN CHUCTEM SJICKTPOHHOI'O
nokymeHToobopota» [cait]. — 2012. — URL: http://www.ssla.ru/umk/2012/23040062-
12/ssla_ru23040062gavrilov-tehnologii-system-edo.pdf

6. E1 EBdpar — cucrema 31eKTpOHHOTO JOKYMEHTOOOOpOTa U aBTOMAaTU3aluK OH3HEC-
npoiieccos [caiit]. — 2012. — URL.: http://www.evfrat.ru/
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MUHUCTEPCTBO HAVKU U BBILLIET'O OBPA3OBAHNS POCCUNCKON
®EJIEPALIIN
denepalibHOE TOCYAapCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOC YUPEIKICHUES

BBICILIETO 00Pa30BaHUS
«CEBEPO-KABKA3CKNUN ®EAEPAJIbHBIN YHUBEPCUTET»

[Taruropckuit nacTUTyT (pruman) CKOY

METOINYECKHUE YKA3AHUMA 110 BBIITIOJIHEHUIO

KOHTPOJIbHOM PABOTbI
O IMCHUITJIMHE
CUCTEMBI DJIEKTPOHHOT'O JOKYMEHTOOBOPOTA
Hampasnenue noaroroBku 09.04.02
HNupopmanuoHHbIe CHCTEMBI
TE€XHOJIOTHH
Hanpasnennocts (mpoduiinb) «TexHoJsiorun padoThl ¢ JaHHBIMU U
3HAHUSIMH, aHAJIU3 UHPOPMATUN
KBanudukaiys BeIMyCKHUKA Maructp

[Iaturopck, 2026
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BBenenue
MeTtoauueckue yKazaHUsl COJIEpKAT IEepeuYeHb BApUAHTOB 3aJaHUM s
KOHTPOJIBHBIX paboT, TpeOOBaHUS K OPOPMIICHHIO KOHTPOJIBHBIX padOT U IIpUMEp
BBITIOJIHEHUA 3a7aHusi. TeopeTMYeCKO OCHOBOM MOATOTOBKHM CHEIUAINCTA
SBJISIIOTCS 3HAHUS B 00J1aCTH MHOOPMATUKH, BEHIYUCIUTEILHON CUCTEM.

1. [enp, 3a1a4M ¥ peain3yeMble KOMITIETCHITUN
MeTtonuueckre yka3aHUSI COCTaBJICHBI C Y4e€TOM TpeOOBaHHWM cTaHgapTa
BBICIIETO  OOpa3oBaHusi 10  gucuuiuinHe:  «CHUCTeMBbl  3JIEKTPOHHOTO
TOKyMeHTOo0OopoTay. Llenpio ocBoeHUsT TUCTUTUIMHBI «CHUCTEMBI 3JIEKTPOHHOTO
JOKyMEHTOO0O0pOTay SIBJSETCS MOTYyYEeHNE MaruCTpaHTaMu 3HAaHUHN O TIPUHITUTIAX
OpraHW3allid COBPEMEHHBIX CHCTEM »JJICKTPOHHOTO JTOKYMEHTOO0OpOTa, WX
CTPYKTYpe€ U PYHKIIMOHUPOBAHUH.

Nunekc DopMyIUpPOBKA:

CIOCOOHOCTh  CO3JIaHUSl TEXHUUYECKOW JOKYMEHTAalUu HHGPOPMALUOHHO-
[1K-2 METOAMYECKOTO M MAapKETHHTOBOTO Ha3HAdeHUs B cdepe MH(OPMAIMOHHBIX
TEXHOJIOTUI U CUCTEM

CIIOCOOHOCTH IMPOBOAWTL HCIOCPCACTBCHHOC PYKOBOJACTBO IIpoHecCaMu
p33pa6OTKI/I IIporpaMMHOI 0 066CH€‘16HI/I5{, opraHnu3anus IIpouecccoB

TK=7 pa3pabOTKM  TPOTPAMMHOTO  OOECHeueHHs, yIpaBJIEHHE MPOrPaMMHO-
TEXHUYECKMMHU, TEXHOJIOTUYECKH MU 1 YEJIOBEYECKUMH peCypcamu
CIOCOOHOCTh ~ HPOBOJUTH  pa3pabOTKy  METOJUK  aHalu3a, CHHTE3a,

K-14 ONTHMHU3ALMY U MPOTHO3MPOBAHUS KayecTBa MPOLEcCOB (YHKIMOHUPOBAHUS

00BEKTOB NMPO(eCcCHOHANBHOM AEATEIBHOCTU B PA3IMYHbIX 00J1aCTIX U cepax
11 (POBOH IKOHOMHUKH

2. dopMynupoBKa 3a1aHUS U €r0 00BbeM

KonTtponbsHas pabota BKItOYaeT B cebe BOMPOCHI O TeMaM, KOTOPbIE HYKHO
U3YyYUTh CaMOCTOSITEIbHO M IO HHUM TMOATOTOBUTH OTYET M MPE3CHTALUH.
Pe3ynbTaThl  BBIMONHEHUS  KOHTPOJIBHOM  pabOThl  MPEIOCTABISIOTCS B
AMeKTpOHHOM BHjae. OO0beM KOHTPOJIBHON paboThl coctaBisieT 10-15 meuaTHbIX
aucToB (popmara A4.

BapuanTsl 3a1aHiM BEIOUPAIOTCS U3 TAOJIMIIBI IO TTOC/IeHEH 1udpe 3aueTHOH
KHIDKKH.

3. OOuue TpeOoBaHUs K HAMMCAHUIO U OPOPMIICHUIO PAaOOTHI

KonTponbHass paboTa BBITIOJHSETCS W CAACTCI B JJIEKTPOHHOM BHJE Ha
CD/CDRW nocurene. Ha kouBepTe HE0OX0OAMMO yKa3aTh HA3BaHUE JUCITUTIINHBI,
®UO crynenta, (axkyabTeT, HOMEp Tpymmbl, MUA(Pp 3a4eTHOW KHIKKH, No
BapHaHTa 3aJlaHusi, U CIHMCOK BCEX CO3JaHHBIX B XOJI€ BBIMOJHEHMS 3aJaHus
¢aitnos.

[IpuBeneHHBIN B KOHIIE METOUYECKUX YKA3aHUM CIIMCOK JINTEPATYPBI MOXKET
UCIIOJIb30BAThCS CTYJCHTAMH IIPH BBIITOJIHEHUU KOHTPOJIBbHOM PabOTHI.
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4. BapuaHTbl 3a1aHUH JJ1s1 CTYJICHTOB 3204HOUM (hOpMbI 00yUEeHUS
5. [ns BBIMONTHEHHS] KOHTPOJIBbHON pabOThl HEOOXOAMMO BBIOPATH OJIHY U3
MIPEIOKCHHBIX TEM (TMPEAMETHBIX 00JIacTel) O BapUaHTaM.

Tembi1-2
Bapuant 1
3aganue | Pa3oOparh paszinyHble acleKThl aBTOMATH3alUU
1 JOKYMEHTO000pOTA.
3ananue 2 | Mcnonbs3oBarth CTaHAAPTHYIO CUCTEMY
aBTOMaTHU3ALNH JIEJIONPOU3BOCTBA u
JIOKYMEHTO000poTa.
Bapuanr 2 2
3amagne 1 | Onucarh 3a1a4n aBTOMAaTH3aNU
JOKYMEHTOO0OpOTa M COBPEMEHHBIE METOJUKHU
ynpasyenus (TQM, BPM, MBO, KM).
3ananue 2 | Mcnons30Bath CTaHJIapTHYIO CUCTEMY
aBTOMaTHU3AINH JIEJIONPOU3BOICTBA 17}
JIOKYMEHTO000pOTa.
Bapuant 3 3
3amanue 1 | Pazpaborate Mozens ynpasierus COJ[
3amanue 2 | Mcnonp3oBarh NOpH  pa3pabOTKE apXUTEKTYpPbI
«KJIUEHT-CEPBEP»
Bapuant 4 1
3amanue 1 | PazpaboTtarh 31€KTPOHHBIN apXUB.
3ananue 2 | Mcrionb3oBaTh CTaHJApTHYIO CHUCTEMY
aBTOMATHU3AINH JIeJIONPOU3BOICTBA U
JIOKyMEHTO000pOTa.
Bapuanr 5 2
3ananue | Pa3pabotaTh KOPIIOPaTUBHYIO CUCTEMY
1 ANIEKTPOHHOTO JJOKYMEHTOO0O0pOTA.
3ananue 2 | Mcrionb3oBaTh CTaHJApTHYIO CUCTEMY
aBTOMATHU3AINH JIeJIONPOU3BOICTBA U
JIOKYyMEHTO000pOTA.
Bapuanr 6 3
3amanue 1 | Pazpabotath cuctemy rpynmnoBoil pabOThl Haj
JOKYMEHTaMHU
3apganue 2 | Mcnosb30Bath CTaHJAPTHYIO CUCTEMY
aBTOMaTHU3ALNH JeONPOU3BOACTBA u
JOKYMEHTO000poTa.
Bapuant 7 1
3amanue 1 | Pa3paboraTh MOJeIb aBTOMAaTHU3alNU
JOKYMEHTOO0OpOTa B  T€OMH(OPMALMOHHBIX
CUCTEMAX
3ananue 2 | Mcnons30Barth CTaHAAPTHYIO CUCTEMY
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aBTOMATHU3ALNH JEIONPOU3BOCTBA u
JIOKYMEHTO000poTa.

Bapuant 8 2

3aganue | Pazpabortath MOJIENb aBTOMAaTHU3aIIU
1 JIOKYMEHTO00O0pOTa TEPPUTOPUATIBHBIX CUCTEMAX

3ananue 2 | Mcnoas30Barth CTaHJAPTHYIO CUCTEMY
ABTOMAaTHU3ALNH JEJONPOU3BOCTBA "
JIOKYMEHTO000pOTA.

Bapuant 9 3

CropoekTupoBaTh CTPYKTYpPYy HNPEANPUSATUS C
noMobio ER-nuarpamm miist nactporiku COJ1

3anmanue 2 | Mcnonb3oBaTh CTaHJIapPTHYIO CUCTEMY
aBTOMATH3AINN JIeNIOTPOU3BOICTBA u
JOKYMEHTO000pOTA.

Bapuanr 10

3aganue | Pazpabotarh MOJyJib OCHOBHBIX IPOIECCOB
1 npeoOpa3zoBaHus HHPOpMaLUU

3amanue 2 | Mcronp3oBaTh CTaHJIaPTHYIO CUCTEMY
aBTOMATH3AINN JICIIONIPOU3BOICTBA U
JIOKYMEHTO000pOTa.

6. Ilpumep BBITIOJIHEHUS] KOHTPOJIBHOU PaOOTHI
3ananue 1 Paspaborate Mozaens ynpasienus COJ]
Conepxanue

BBenenue

1. O6mas xapakrepuctuka opranuzaiuu OO0 «[1u6-21(1)»

2 AIMUHHUCTPUPOBAHUE B CUCTEME DJIEKTPOHHOTO JOKYMEHTOOOOpOTa
EB(dpar

2.1 Hactpolika yBeqOMIEHUN

2.2 HacTpoiika TOTOKOB JOKYMEHTOB

2.3. PaboTa B MoJab30BaTEIBCKOM PEXKUME B CUCTEME DIIEKTPOHHOTO
nokymeHToobopoTa EBdpar

2.4 TunoBsle ONepanuy C JIEKTPOHHBIM TOKYMEHTOM

3 Opranuzanus pad6otel B COJ[ EOPAT Ha npumepe OuzHeC NpoueccoB
YBOJIbHEHHE COTPYJIHUKA U IPUEM Ha pabOTy COTPYyAHHUKA
3aKIroueHHe

CnHcoK HCTIOIb30BaHHOM JIUTEPATYPhI

BBenenne

COBpeMeHHBIe opraHm3anyv IMPOU3BOAAT MW  IIOJIYy4YarOT CKCIAHCBHO
OI'pPOMHOC KOJIMYCCTBO BHYTPCHHUX W BHCHIHUX JOKYMCHTOB. I[OI(YMGHTLI HOCAT
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pa3HOOOpa3HBIN XapakTep, KacaroTCs BOIMPOCOB PA3IMYHON aKTyadbHOCTH, MOTYT
OBITH aJIPECOBaHbBI IIMPOKOMY KPYTy COTPYJIHUKOB WM Y3KOH TpyIIie JIUI, ObITh
CPOYHBIMU WJKM TpeOOBaTh IIAHOBOM  pPaOOTHL.  YCHEIIHO  YNPaBISITh
HEeTPEPHIBHBIM IIOTOKOM JJOKYMEHTOB ITO3BOJISIOT CIISIIUATU3UPOBAHHBIEC CUCTEMBI.

[Tosisnenune COJI (cucTeM 3JIEKTPOHHOTO JOKYMEHTO000pOTa) Kap IMHAIBHO
M3MEHUJIO TPOLEeaypy padoThl ¢ JOKYMEHTAIlMed Ha MPEANpUITHAX, a TakkKe
NPEAOCTAaBUIO0  KPYMHBIM  OpPraHU3alMsAM  IIUPOKHE  BO3MOXKHOCTH  JUJIS
COBEPIIICHCTBOBAHUS.

CucremMa  BJIEKTPOHHOTO  JOKYMEHTOOOOpOTa -  OpraHU3aIlMOHHO-
TEXHUYECKasi CUCTeMa, KOHTPOJMPYIOIIas MOTOK JOKYMEHTOB B OpPTraHHM3alluM U
oOecrieurBaroIIas CO3/IaHWE, YIPABJICHUE JOCTYIIOM M PacHpoCTpaHEHHUE
AJIEKTPOHHBIX JOKYMEHTOB B KOPIOpPaTUBHOM KoMmbloTepHOM cetn. CO]I
MTO3BOJIIET COKPATUTh BPEMEHHBIE 3aTpaThl HA 0OPa0OTKY JIOKYMEHTOB, TTIOBBICUTD
OTIEPATUBHOCTh, HATAJUTh A(HPEKTHUBHOE B3aMMOJICHCTBHE MEXKIY OTIEIaMU,
MOJHSATH Ha KAYECTBEHHO HOBBIM YPOBEHD YIIpaBICHHE OM3HECOM.

Cnopoc Ha COJ] nosBuiics B Hadaie 90-X roJioB, HA CETOJHSIIHUN JCHb
PBIHOK JAHHOTO IPOTPAMMHOTO IIPOJYKTAa JIOCTAaTOYHO Pa3BUT M CIOCOOCH
MPEIOKUTh IMIUPOKUM BBIOOP CHUCTEM C pa3audyHbIM (pyHKIMoOHamoM. Kaxkmas
KOMIIaHUs BBIOHMpaeT MporpaMMHOE pellieHrne, KOTOpoe Hanbojaee COOTBETCTBYET
YPOBHIO €€ Pa3BUTHS U MOTPEOHOCTAM. PBIHOK mpeiaraeT pemeHus jis KpyImHbIX
KOMMaHui, Manbix u cpenuux ¢upm. Ilpm stom nenpro COJ] sBmsieTcs He
HMCKOPEHEHUE OyMakKHBIX JIOKYMEHTOB, a CO3/laHH€ OJIarOMpHUSTHON Cpeibl s
3¢ (heKTUBHOTO (DYHKIIMOHUPOBAHUS U YIIPABIEHUS OpraHU3allei.

OCHOBHBIE PUHIIUITBI JIEKTPOHHOTO TOKYMEHTO000pOTA:

o OnHoKpaTHasi perucTpanus JOKYMEHTa, TMO3BOJISIONIAs OJHO3HAYHO
UJECHTU(UIIUPOBATH JOKYMEHT.
° Bo3moxxHOCTH IapaIEIBHOTO BBITIOJIHEHUSA onepanui,

MO3BOJIAIONIAS COKPAaTUTh BpEeMs JIBUOKEHUS JIOKYMEHTOB U TIOBBIIICHUS
OTEPATUBHOCTU UX UCIIOTHEHUS.

o HenpepbIiBHOCTH JIBYDKCHUS JIOKYMEHTA, MO3BOJISIOIAS
UJCHTU(GUIIMPOBATh OTBETCTBEHHOTO 3a WCIOJIHEHHWE JOKYMEHTa (3a/1adyu) B
KaQK/IbIi1 MOMEHT BPEMEHHU KU3HH JIOKyMeHTa (Tiporiecca).

o Enunas (wm cormacoBanHasi pacnpesenéHras) 6a3a JOKyMEHTHOU
uHpoOpMaIMK, TO3BOJIAIONIAS  HUCKIIOYUTh  BO3MOXKHOCTH  JTyOJMpPOBaHUS
JIOKYMEHTOB.

o D¢ dexTuBHO OpraHM30BaHHAas CHCTEMa TIOMCKAa JOKYMEHTa,
MO3BOJISIONIAS HAXOAUTH TOKYMEHT, 00J1a71asi MUHUMATBHOU HH(GOpMAITHEH 0 HEM.
o Pa3BuTas cuctema OTYETHOCTH 10 PA3IMYHBIM CTaTycaM U aTpuoyTam

JIOKYMEHTOB, TIO3BOJISIIOIIAs KOHTPOJIUPOBATh JBIKCHHE JOKYMEHTOB TO
mporieccaM JOKyYMEHTOOOOpOTa ¥ MNPUHUMATh YINPABICHUYECKUE PEIICHUS,
OCHOBBIBAsSICh Ha JJAHHBIX U3 OTYETOB.

C3/l, kpome TOTO, MpEaHA3HAUYECHA JJIsi OPraHU3allMd W aBTOMAaTHU3AIUU
MIPOIIECCOB B3aUMOJICHCTBUS MEXIy COTPYAHUKAMH (Iepeladyd JOKYMEHTOB,
BBIJIaYM 3aJaHUM, OTNpaBKU YyBeAoMyieHMH u T.10.). COTPYyIHHKA MOTYT
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ONEpPaTHBHO MOJyYaTh JIOOYI0 HEOOXOAMMYI0 HWHGOpPMAIMIO MO KJIMEHTaM
KoMmnaHuu. [Ipy 3TOM JOKyMEHTaMH MOTYT OBITh KaK CTPYKTYPHPOBaHHBIC
00BEKThl WH(POPMAIIMOHHOM CHCTEMBI, O00JaJalolue OMNpe/IeIeHHBIM HaOoOpoM
CTaHJAPTHBIX PEKBU3UTOB, TaK W HeCTpyKTypupoBaHHble (dainsr Word, Excel,
pdf, jpg n mmp.).

Takum o6paszom, BHeapenne COJ] pemaeT BOIPOC HE TOJBKO ONTUMHU3AIINH
6H3HCC-HpOHeCCOB N 3KOHOMHUH TPYHO3aTpPaT PYKOBOIAIICTO 3BCHA IIPCAIIPUATHA,
HO M ITOBLIMIACT KOHTPOJIb UCITOJITHCHUA pa60T 10 IOKYMCHTAaM U IIPOAYKTHBHOCTDH
paboThI COTPYTHUKOB.

1 Obmas xapaktepuctuka opranuzauuu OO0 «[TU6-21(1)»

Kak pabGotatb B cHuCTEME 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa MBI
paccMotpuMm Ha mnpumepe opranmzanun OO0 «I1M6-21(1)». B kauectBe
aBTOMAaTH3UPOBAHHOW cHCTEMbl Mbl  Hcnonb3oBan  COJ[  «EBOPATY.
Opranuzanus 000 «I1A6-21(1)» 3aHUMAETCS IIPOU3BOJICTBOM
BBICOKOKAaYECTBEHHOMN MPOPECCHOHAIBHON XOJIOJUIBHOM TEXHUKH JIJIST TOPTOBBIX
U THUIIEBBIX nOpeanpusatuii. OCHOBHBIMH BHJAMHU BBITYCKa€MOW MPOAYKIUU
ABJISIIOTCSL  XOJOJWJIBHBIE W MOPO3WIbHBIE  KaMEpbl C  Pa3IMYHBIMU
XapakTepUCTUKaMHu U pazMmepamu. [Ipennpusarre coCTOMT U3 YETBIPEX OTIIEIIOB:
IJIAHOBO - (DMHAHCOBBIN OTJEN, OTJE] MAapKETUHra U CObITA, IOPUCTKOHCYJIBT U
IIPOU3BOACTBEHHBIN oTaen. Kaxknoe nmoapaseneHue BKIOYAET B CBOIO OYepe.lb
ornen Oosiee HU3KOro ypoBHs. Hanmpumep, miaHOBO - (UHAHCOBBIM OTAEIN
nojpasensiercs Ha OyXraiaTepurd U SKOHOMHYECKUH oTaen. Bc€ 310 MoxkHO
YBUJETh B OPraHU3ALMOHHON CTPYKTYpE yIpaBieHus npeanpustueM (puc. 1).

[lItaTHOE pacnucaHue - HSTO HOPMATHUBHBIM JOKYMEHT MpPEIIpUsTUS,
OoQOpMIISIOIIUNA CTPYKTYpY, IITAaTHBIA COCTaB WM YHUCJIEHHOCTb OPraHU3aluu C
yKa3aHUeM 3apa0OTHOM IIaThl B 3aBUCHUMOCTH OT 3aHUMAEMOW JOJIKHOCTH.
[lITaTHOE pacnucaHre OTPaKAET CYIIECTBYIOIIEE WM MJIaHUPYEMOE pa3jielieHue
TpyJa MexAy pabOTHUKaMH, ONMMMCAHHOE B JOKHOCTHBIX HHCTPYKIUSX.

[ltatHoe pacnucaHue HMeeT OoybllIoe 3HayeHue sl 3PPEKTUBHOTO
UCII0JIb30BaHUs paOOTHUKOB. OHO 1a€T BO3MOKHOCTh CPAaBHUBATh MOAPA3/AEICHHUS
M0 YUCJIIEHHOCTU COTPYJIHUKOB, KBATM(PHUKALNUHU, YPOBHIO OIJIaThl. MOXET ObITh
WCIIOJIB30BaHO MPU aHAIN3E 3arpy3KH paOOTHUKOB, 00hEMa BBIMOJIHAEMBIX PadoT,
YTOYHEHHUIO JOJDKHOCTHBIX MHCTPYKLMM, a TakXe OLEHUTH LEIeCO00pa3HOCTH
CYILIECTBYIOIIEH CTPYKTYPhI Opranuzamuu (taods.1).

54



JHpexTop

-
IImanoro- IOpHCTROH- TIpoH3P OJICTE EHHBIEH OT1ae1 MapKeTHHTa
{HHAaHC OBLIH OTAET CYIILT OTJeN H cObITa
.,
-\ r N
ByxranrepHs ] Crysba | mTO Public
Ge30IaCHOCTH \ J Relation
_J i N
DKOHOMHYEC H Crmang T'TI
s ~
IIpoHzEOACTEEH
HbIe YIACTKH
>
) S
IMex IMex IMex
| Nel Ne2 Ne3

Pucynok 1 - OpranuszanuonHas CTpyKTypa ynpaBiI€HUs NPEIIPUATHEM

Tadmuma 1 - Cot

yaHuky opranuzanuu [1106-21(1)

CtpykTypHOE OUO cotpyaHuka JomkHoCTh CucremHoe umst
10JIpa3cJICHNE IO/Ipa3JIEJICHHUs
Jupekrop Anppeesa E.C. Jupekrop director
HOpuCTKOHCYIBT Kosenkosa A.C. IOpucr urist
Cnyx06a 6ezonacHoctu | Cyxopykona E.B. Opuct uristl
3aposusieB A.C. IOpucr urist2
[TnanoBo-punancoseiit | Anapees /I.E. HauanbHuk ninanoso- | pfo
oT/eN (huHAHCOBOTO OT/ENA
byxranrepus Munrasosa A.P. I'naBHbIi Oyxrantep | glb
Paccoxnna A.J. SKOHOMMCT ecol
Ky3pmunbix E.A. SKOHOMHUCT eco9
[Topy6osa M.JI. SKOHOMMCT eco2
OkoHoMuueckuit oraen | Cadapos J1.X. DKOHOMHUCT eco3
Annudepona T.O. SKOHOMHCT eco4
Otaen MapKeTHHra U Mouainos N.0O. HavansHuk otnemna omis
cOBITa MapKEeTHHTa U COBITA
Public relation XoterHCKast M.U. MapKeTOJIoT marketolog
OTnen cObITa Koponés M.T'. SKOHOMHUCT €co5
3asroponuuii B.JI. | sxoHOMUCT ecob
Konosasiora A.C. SKOHOMHUCT eco’
IIpon3BOACTBEHHBIN I'abnpaxmanos P.P. | Hawanbuuk po
oTIEN MIPOU3BOJICTBEHHOTO
oThena
MarepuanbHo- CmupnosB A 1O. Jloruct otnena MTC | mtsl
TEXHUUYECKOE
cHa0XeHue
Kosenkos A.A. Cnemmamuct MTC mts2
IIpon3BOACTBEHHBIE UYepkacos [1.1. HHXKEHEP ingeneer
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Y4aCTKU

Iex 1 IletpoB A.M. Macrep masterl
Momuikun O.E. MacTep master2
Jlompauea C.A. pabouwmii rabochil
Mamaea H.P. WHKEHEP ingeneerl

Ilex 2 Hurmatynun K. /1. MacTep master3
[IBeroB A.JI. Macrtep master4
BacrokoBa A.D. pabounii rabochi2
Mumikuna A.IL VH)KEHEP ingeneer2
ITaBnos [1.B. PaGounit rabochi3

Iex 3 Opaos C.I'. MOHTEpP monter
UYenpacosa 1.B. pabounii rabochi4
XopomaBuH A.Jl. pabounii rabochi5

Crman I'T1 ITpoxopos W.T. KJIJIOBIITUK clad1
Tuxomupona P.C. KJIQOOBIIHUK clad2

2 AIMUHHUCTPUPOBAHUE B CUCTEME JIEKTPOHHOTO JOKYMEHTOO0OpOTa
EBdpar

Cucrema EB®PAT no3Bomsier Bam  noBbicUTh  3Q(PEKTHUBHOCTD
NeATEIbHOCTH OpraHu3allnH, oTJena, JenapTamMeHTa, VIIYYIIHUTh
UCIIOJIHUTENbCKYIO  JIUCLUIUIMHY, COKOHOMUTH BpeMs Ha BCEX JTamax
NEeATEIbHOCTH  COTPYJHUKOB,  CO3[aTh  €AMHOE  HMH(POPMALUOHHOE U
YIPABJICHYECKOE MPOCTPAHCTBO HA MPEANPUATHH.

Crpykrypa oxHa anmuHuctpupoBanuss B COJ EBO®PAT Beirmssaut
CIICAYIOIIUM 00pa3oM:

Pucynok 2 - OxHo agmunuctpupoBanus B CO /] «kEBOPAT»

Ha 1neBoil maHenmn pacnosioKeHbl TakWe BKIAQJKW, Kak HACTpOMKa
YBEIIOMJIEHUW, TOTOKA JTOKYMEHTOB, COTPYIHUKH, KaJIEHAAph CUCTEMBI, CIIOBAPU
CHUCTEMbI, CIHCKH PACCBUIKM, palbOTarouIMe COTPYAHUKH, TPYIIbI JIOCTyNa H
xpaHuiuiie Gopm.

Jig Toro 4toOBI CO3/1aTh HOBOE MPEANPUATHE HEOOXOAMMO HaKaTh Ha

KHOIIKY g‘ U B IIOSIBUBILIEMCSI OKHE BBECTU Ha3BaHME Ballei OpraHu3aluu.
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Jlanee co3maéMm CTPYKTypHBIE TOJpa3JeieHUs] OpPTaHU3aIlui, a WMEHHO
oTensl (IPOU3BOJCTBCHHBIM OT/IE], IIAHOBO - (DUHAHCOBBIM OTACH, OTICIH
MapKeTHHra W CObITa W IOPUCTKOHCYNT). g KakJoro oTjaesa aHaJOTHIHO
co31aéM CTPYKTYpHBIE IoApa3aeieHrs. Hanpumep, miaHoBo - pUHAHCOBBIN OT/IET
MO/Ipa3/ieIIeTCs Ha OYXTaJITePUI0 M SKOHOMUYCCKUN OTJEIN, a OT/Ie]l MapKCTHHTa
U cObITa - Ha otaena corita u Public relation.

JIt000# T0JIB30BaTENIb MOXKET OBITh 3aPETUCTPUPOBAH B KOMILIEKCE TOJIBKO
B COCTaBe Kakoro-imbo TOJpa3feicHUuss JToW opraHusanuu. I[losTomy
aJIMUHUCTPATOP JIOJDKCH HACTPOWTHh KOMIUIEKC TakuM oOpa3oMm. UToObl OH
OTpakaJl peajbHO CYIIECTBYIONIYIO CTPYKTYPY THOJpa3aeiaCHUN, COTPYIHUKH
KOTOPBIX OYIyT MOJIb30BaThCS KOMILJICKCOM JJISI BHITOJTHCHHS CBOCH paOOTEHI.

CtpykTypa OpraHu3aliii pacroJjiaraeTcsi B HEpapXUYECKOM BHIE Kak
MOKa3aHO Ha PUCYHKE 3.

fr Apannnciparop EBOPAT - Corpyaninn =] ﬁ(_
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Pucynok 3 - Uepapxuueckasi CTpyKTypa MpeanpusaThs
Crreyrommum 3TarnoM 3arnoJIHIEM CTPYKTYPY OpraHU3aluy B COOTBETCTBUH
CO IITATHBIM PACIIMCAHUEM.

.

Co3mgaém HOBOrOo coTpynHuKa. HakaB Ha KHOIKY ll , B TIOSIBUBIIEMCS
OKHE BBOJIUM JIaHHBIC B COOTBETCTBUH CO INTATHBIM pacmucaHueM. HeoOxomumo
TaK)Ke TMPUCBOWTH KAXKIOMY COTPYIHHUKY CHCTEMHOE HMs, I0J] KOTOPHIM OH
CMOXET BXOIHWTh B CHCTEMY JJICKTPOHHOTO JOKYMEHTOOOOpPOTa W BBINOJHSATH
pa3iuuHbie TIOpydeHUs. Bo m30ekaHuWe HEMOJIAJOK B JAHHOH HepapXuu
COTPYIHUK JOKCH HAXOAWTHCS UMEHHO B TOM CTPYKTYPHOM TOJpAa3/ICiCHNUH, B
KOTOPOM OH paboTaer.
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Pucynok 4 - OkHO cO31aHHSI HOBOTO COTPYAHUKA OPTaHU3aLAN

oo™

[To mepe Toro, Kakyto JOJKHOCTh 3aHUMAET COTPYJHUK B OpraHU3alUU, OH
UMEET OIpeAeNi€HHbIE TMpaBa MpU BXOJE B CHUCTEMY 3JIEKTPOHHOIO
NOKyMeHTooOopoTa. Hampumep, AHpEeKTOp oOpraHu3allk BIaJACET TaKUMH
MOJIHOMOYHSIMHU, KAaK aJIMHUHHUCTPUPOBAHHE CUCTEMBI, PACIIUPEHHBIA KOHTPOJb,
CO3J]aHuE OTYETOB, KOHTPOJIb UCTIOJHEHUS 3aJaHUI U CO3/ITaHNE PETUCTPALMOHHBIX

dbopm.

Mudopmaums o coTpyaHuke @

Brog & cucreny
Parvunun IAnapeesa CucTemHoe uMa [M"—'
Wma lEKarepuna Napons I’...—
Oryecreo ICepreeeua MNostop napons r‘—
Domkrocte inupemop P Aa oo I

Komnara I r
¥V PacwwmperHesi KoHTpons
Teneporbl l V' KoHTponb HCNonHeHHa 3anatsil
S ]—— ¥ Coanamue orustos

¥V Coananue perucTpaumoHHsix Gopm
e-mail I

MNpumesare I

Kondurypauun patoyero Mecta nons3osarens:
Il'lo YMONYAHIEO _Z_J

Coxparure 3akpems I

Pucynox 5 - 3anonnennas (popma CBOAKU AUPEKTOPA MPEITIPUSTHUS
Jlist  TiaBHOro opucta JaHHbIe (YHKIUA COXPAHSIOTCS, KpOMe
aIMUHUCTPUPOBAHMUS  CHCTEMBI, OJHAKO OH BMECTO 3TOTO  MOXET

aJIMUHUACTPHUPOBATH TOKyMEHTOOOOPOT.
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Pucynok 6 - 3anonHenHnas (popma CBOAKHM TJIaBHOTO IOPUCTA
Havansnuk nonpazaenenus oonagaet HabopoM GyHKIHI, 32 HCKITIOYCHHEM
aIMUHUCTPHUPOBAHUS CUCTEMBI M TOKYMEHTO000pOoTa (prc.7).

HMisdoprsanka o COTPYOHHKE ril
Bixon B CacTEMY
P aveiman |H|:ua|'m Cucrermece wrn oo
Hen |Hrup|;. Mapone l—
OrsecTen |Elnsr-:-m MowToprapong |2
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Pucynox 7 - 3anonnenHas (popma CBOJKM HaYaJIbHUKA TIOIPa3ICICHUS

OObIyHBIN paboUMii HAAEIAETCS JUIIb IPABOM CO3/IaHUS PErHCTPAIIMOHHBIX
¢dopm B COJI EBOPAT (puc.8).
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Pucynox 8 - 3anonHennas gpopma cBOAKH pabovero opraHu3aiiu

2.1 Hactpolika yBeqOMIEHUN

YBEOOMIICHHS SBIISIIOTCS CPEACTBOM  B3aMMOJCHUCTBUS TOJIb30BAaTEIEH
komiuiekca EBOPAT npu coBMecTHOW paboTe C JOKYMEHTaMH. Y BEIOMIICHUS
paboTarOT AaHAJIOTHMYHO COOOIICHHSIM DJIEKTPOHHOW TIOYTHI, PaCChUIAIOTCS
ABTOMATUYECKU B COOTBETCTBUU C BBIMOJHEHHBIMU HACTPOMKAMU KOMILIEKCA.

Hactpoiika yBenomiieHU ONpenensieT, KAaKue UMEHHO YBEJIOMIICHUS U B
KaKue CpOKM OyAyT pacchUIaThCsS IONbh30BaTeIsIM. BBIOpaHHas HacTpoiika
pacrnpocTpaHsieTcsl Ha BECh KOMIUIEKC B II€JIOM U HE MOXKET OBbITh HM3MEHEHa
BBIOOPOYHO [IJIl OTIENBHBIX JIOKYMEHTOB WJIM MOTOKOB JOKYMEHTOB, MO3TOMY
aIMUHUCTPATOPY CUCTEMBI CIEAYET OCYIIECTBUTHh HACTPOWKY TaKHM OOpa3oM,
YTOOBI OHA OBIJIa IPUTOAHA JIJIST BCEX CITyYacB.

11 Ampwinwcrparop EBOPAT - Hactpoima yse aomae wui

I 06 WETEWIEOL CDORS

 pacrza 5 0ol PB3 NPU HACTYINEHSM CPOKA
|

(s Pa3 00 CPOKA 1 pas nocne

o6 HCTeweaet CPOSS

© worza 5 et P3 TPM MICTYNOHEE! COOKA

Corprgmsesnt * I
C D300 CPOKA W P33 NOCE

h Heanceanams COrACIOUIEro Sat e
O MCTEwINe CPORD

© meorza 5 et PB3 NP HICTYNNEIES! COOKA
cl

c P83 A0 CPOKA W a3 nocos

OF HCTEwR! CDORS
T ocns ' Omet PSS EU HACTIINErSS! CPOKA

c
|
c P2 A0 CHOKA H pas nocne

© MOtatelTa

(f =

copsIeen SAABKIU UCNOMHITEN O FOTORHOCTH 7 cremun nopeerset € KoHTDORR
~— HECTDOGM 3 AERTDOHH0G MM

Tourmt s ‘ " ey

Crpsers I Ombl ] Bogma I

Pucynok 9 - Okno HacTpoiiku yBenomienuii B CO1 «kEBOPAT»
Hacrtpoiika yBegOMIICHMH HAaXOIUTCA B IIPABOM BEPXHEM YINIy OKHa
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aaAMUHUCTpUpoBaHus cucreMbl EBOPAT.
B naHHOM OKHE MOYHO BBIOpaTh, KOTO U CKOJIBKO pa3 yBEIOMIISATh, a TAKXKE
O BBIIIOJIHEHUH KaKUX ONEpalUi JOHKEH OBITh IPEIYNPEKIEH COTPYTHUK.

2.2 Hacrtpolika MOTOKOB JOKYMEHTOB

[ToToK TOKYMEHTOB MPEACTABIIAET COOOM COBOKYIMHOCTh CYHIECTBYIOUIUX U
BHOBb CO3JaBAEMBIX JOKYMEHTOB, OTHOCSIIMXCS K KOHKPETHOMY HaIlpaBJICHUIO
paboT, BBIMIOJHSAEMBIX COTPYIHUKAMU opraHuzanuu B Komruiekce EB®OPAT.
[ToTOKM TO3BOJIAIOT OMPENEHUTh KPYr COTPYAHUKOB, 3aHUMAIOIIUXCS TEMU WIIN
WHBIMU 3aJjayaMH, U UX IpaBa JOCTyINa K JOKyMeHTaM. [[ns KaXaoro moToka
YCTaHABJIMBAETCA COOTBETCTBUE C PETMCTPALlMOHHOW (opmoM, KoTopas OyaeT
UCIIOJIB30BAaThCA IPU CO3JaHUM HOBOTO JOKYMEHTA JaHHOIO NOTOKa. Taxke s
KQ)KJIOr0 IMOTOKA YKa3bIBACTCs CBOWCTBO, ONPEEISAIOIEE BOSMOKHOCTD CO3AaHuUs
B HEM IPOEKTOB JIOKYMEHTOB, TO €CTh IOKYMEHTOB, HAXOAAIUXCS B pa3paboTKe.

IlepBOHAYaIbHO TPU YCTAHOBKE KOMILJIEKCA AaBTOMATUYECKU CO3JAK0TCA
IIOTOKU BXOJAIINX, UCXOAAIINX U BHYTPEHHUX JJOKYMEHTOB, a TAKXKeE JI0rOBOPOB U
cirykeOHbIX 3anucok (puc.10).

Hactpolika OTOKOB JOKYMEHTOB HaXOJIUTCs CJIEBA BO BTOPOM Py OKHA
aIMUHUCTpUpOBaHUs. B ngaHHOM paszaene BbIOMpAIOTCA JTOKYMEHTBI, KOTOpBIE
OyIyT HCIOJIB30BaTh COTPYAHHKH OpPraHU3alldd TMPHU BBHIMOTHEHUH Pa3IAYHBIX
nopy4eHuil. /[ns Hamiei opranu3ay BbIOpaHbl CIEAYIOIINE BUAbI JOKYMEHTOB:

BuyTpeHHNnE TOKYMEHTHI
Bxopnsmuye nOKyMeHTBI
Jorosop

Hcexopsmme 1OKyMEHTBI
CyxeOHas 3amucka
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Pucynoxk 10 - OkHO HacTpOWKH MOTOKOB JTOKYMEHTOB
CnpaBa BO BKJIAJKE pPEIAKTUPOBAHHUE JOKYMEHTOB HAXOMATCS TOJBKO
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Pucynox 11 - OxHO BbIOOpa COTPYJHUKOB AJII COOTBETCTBYIOIIETO MOTOKA
JIOKYMEHTOB

JIji Ka)KJ0ro U3 BHIOPAHHBIX HAMH JIOKYMEHTOB BBIOMPAeM COTPYAHHUKOB,
KOTOPBIE CMOT'YT MX MCHOJb30BaTh. [lepeHOCHM BCeX COTPYAHUKOB OpraHU3alun
000 «IIN6-21(1)» B mnpaBoe mnoine (puc.ll). DTo o03HaYaeTr, 4YTO BCEM
COTPYIHHUKAM MPEANPUATHS Pa3pelIeHO MCIOJb30BaTh BbIOPAHHBIE JOKYMEHTHI
npu padore B COJl EBOPAT.

Pabota B mMONB30BAaTENBCKOM PEXKUME B CHCTEME DJIEKTPOHHOIO
nokymeHToobopota EBPOAT

2.3 TunoBsle onepanuu € JIEKTPOHHBIM TOKYMEHTOM

Bo3Moxnoctu mnons3oBaTenbckoro komrmuiekca EBOPAT npu pabote ¢
JOKYMEHTaMHU JOCTAaTOYHO MMIHUPOKU. CaMbIMH pACIPOCTPAHEHHBIMU U YaCTO
UCIOJIb3YEMbIMH ONEPALUSIMU SBJISIFOTCS: COTJIaCOBAaHUE JOKYMEHTA, IPUHATUE K
UCTIOJNIHEHHI0 U Apyrue. g Oonee nogpoOHOTO HM3y4YEHHS PacCMOTPUM
BBITIOJTHEHUE omepaluii Ha ciieayroiieM npumepe. ChopMupyeM HOBBINM JOKYMEHT
«cnmyxeOHasg 3amucka» ¢ perucrpaumoHHbiM HomepoM 02 ot 19.03.13 nmns
IOPUCKOHCYJIbTA C MPOCKOOI O MOATOTOBKE JTOKHOCTHBIX MHCTPYKLMM ISl BCEX
JTOJDKHOCTEH coTpyaHukoB opranuzanuu OO0 «I116-21(1)».

Pucynox 12: 3anonHsemM perucTpaluoHHyI0 KapTOUKy MOTOKa «CIIy>KeOHast
3aMKiCKa», B KOTOPOM pOJIb OTHPABUTENS OTBOJUTCA TUPEKTOPY OpraHU3aluu
00O «I116-21(1)», a B poJib MOTyYaTEIIS - TTTABHOMY IOPUCTY.

Pucynok 13: 3axoaum moja yd€THOW 3allMChIO0 FOPHCTA W MPUHHMAEM K
VCITOJIHEHHUIO JIOKYMEHT, IPHUCIAHHBIA ITUPEKTOpOM mpeanpusatus. Pucynok 14:
[Ipy mpuHATHM K WCIOJTHEHWIO JOKyMEHTa jao0aBisieM KomMmeHTapuil: «K
VICITOJIHEHHIO TIPUHSTOY.

Pucynok 15: OcymectBisiem Bxox B cucteMy EB®OPAT non umenHem
JUPEKTOPA U MTPOBEPSIEM HAINYUE YBEAOMIIEHUS OT FOPUCTKOHCYJIBTA O IPUHITHH
K UCIIOJHEHUIO JOKYMEHTA.

Pucynok 16: IlumemM oT4€T mO MOpPYYEHHIO, B KOTOPOM 3asBIIIETCA O
TOTOBHOCTHU NOPYYEHHMS KOHTposuiepy. PucyHok

: [Tocne oTnpaBku 0TYETA IO MOPYUYEHUIO KOHTPOJJIEPY CHUMAEM 33JIaHUE C
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KOHTPOJIS.

Pucynok 18: IIpoBepsieM craryc 3a1anusi, KOTOPbIN IPU CHATUU C KOHTPOJIS

JOKYMCHTA JOJIKCH IIOMCHATHCSA Ha «3aBCpIH€HO».
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Pucynok 13 - OTkppITast KapTouka JOKYMEHTa, KOTOPbIA NPUHUMAETCS K
UCIIOJIHEHUIO
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Pucynok 14 - OkHO BBOJa KOMMEHTapHsl MpU MPUHSATUU JOKYMEHTa K
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Pucynox 16 - OTkpsITas KapTouka TOKyMEHTa ¢ OTYETOM 00 UCTIOJIHEHUN

64



POfMETPALAOHNLS HOMBR JData pencTpawme 07 koro Komy
0 M0

n - 4 cC » 19032013 N ¥ |Anppeesa E. C. = b IKoeannnaA. C.
Big gocymenTa HarmeHocTe JDomeHocTe

CrywefiMan 3anucka ¥ OuMpeKTop pmeT
Kpamai CoRRmeaHin:

ToAroT08Ka AQTKHOCTHEIX WHETPYKIMA ANA BCEX AODKHOCTER coTpyANnkos oprakmaayws 000 TuE-21(1)"

Coasamime JoKyuesTs

Per. ioviap  Hasessie notona Biig ankipasTs Jams pervcTpauss T cenmi

Mokazams
CHATH € MOMTPOAR E "
I . BEaisiTe K athT SEeit
puCoeguHarHEe dafne - T
ME | Hasnasss Apsicomliemmesro San
Mokazams
|| N9 (nepexnaw) Crarye Menomarmens Hasasme | ax ] Orresia ﬁ H
g rumaser sancpwerse [Koserrosa A €. |Mopyierne no -
) ’ Henamemene Konenxona A, €.
Cpok HENOAHEr
Temicr Mogugersen | oa ucnonerse
|fenpeesalE. C19.02.2013]
Peasmous pescvmed

Pucynok 17 - OTtkpeiTas KapTouka JOKYMEHTA, KOTOPBIA CHHMAETCS C
KOHTPOJIS
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Pucynok 18 - OTkppeITas KapTOUKa JOKYMEHTA O 3aBEPIICHUH Ollepaluu

3 Opranuzauus padotsl B COJ[ EBPAT na npumepe GuzHec mpoiieccoB
YBOJIbHEHUE COTPYAHHUKA U MPUEM HA pabOTy COTPYIHUKA

3axoauM MOJ AUPEKTOPOM U BBIOMpaeM MOTOK AOKyMeHTOB «CiyxeOHas
3alMCKa». 3aloIHsIEM HOBYIKO PETHCTPALMOHHYIO KapTOUKY, I'/I€ BUJ JOKYMEHTa
yKa3bIBaéM «BBITOBOp». B mone oTmpaBuTens ykaspiBaeMm ceOs, TaK KaKk 3TO MbI
OTHpABIIAEM, a B I0OJ€ MOJIy4aTesisd YKa3blBa€M COTPYJHHKA, KOTOPOMY XOTHUM
ornpaBuTh 1oKyMeHT (Paccoxuna A.I.). IIpu xenanuu MokHO 10OAaBUTH KPaTKOE
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coiep)KaHHe K JIOKYMEHTY.

Hanee npuxperuisgeM ¢haiabl HEOOXOIUMBIE JIJIs1 OTIPABKHU, B JAHHOM CIy4ae
ATO JIBa TEKCTOBBIX (haiiia: BeIroBop Nel o nmpomycke padotsl 30 mapta 2013 rona

10 HEYBAXKUTENbHON IpuurHEe U BhIroBOp Ne2 o mpormycke pabotsl 1 anpens 2013
rojia o HeEyBaKUTEIbHOU npuuuHe (puc.19).
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Pucynox 19 - 3amonHeHue perucTpaniioHHON KapTouku «CiyxeOHas
3aIuCKa

®opwmbl ipukaza Nelu nmpukaza Ne2 0 BBIHECEHUU BBITOBOpPA COTPYAHUKY
Paccoxunoii A.W. moxxHO yBUzieTh Ha pucyHke 20 u 21.

IIpuxas Ne 1 01 01.04.2013

06 o6BABNEHMM BEIFTDBOP A

Ha ocHoBaHuKm Toro, 4to 30.03.2013r, 3KoHOMKUCT PaccoxuHa AW, oTCyTCTEOBaNaHa pabore

Bes yEAMMTENEHEIX NPWYKH B TEYEHKME 3 Yacoe ¢ §.00 go 11.00, pyKoOEOACTBYACE CT. 192 -
193 TK P,

NMpHUKazEIBaK:

1. 33 HapyWweHWe TPy AOBOM AMCUMNNMHE! 00 EABMTE BEIFCECD PaccaxuMHoR A, B
COOTEETCTBMM CN, 2 4, 1 cT, 192 TH PD,

2. OTEETCTEEHHEIM 33 MCNONHEHWE HACTOALLEro NPUKAZa HAa3HAYMTE HAYanNEHWKa NNaHoBo-
dPMHaHcoBOro oTaena Angpeeea [.E.
OcHoBaHWA:

- 3KT 06 0TKaze 0T NpeAcTaBNeHHA 0GBACHEHWA No haKTY OTCYTCTEWA Ha pabodem mecte
PaccoxmHoR A, 0T 30.03.2013r N28;

- AOKNAAHaA 2anMcka 3KoHomMueTa NopyBoeoi M. 4. o1 30.03.2013r. N29,

AupekTop /AHapeeea E.C./

HavaneHWK KpuaMdeckoro oTaena /KoBeHkoea A C. [/

C NpyKazom 03HaKoMNeHa JPaccoxuHa A,/

Pucynok 20 - @opma npukasza Nel 0 BBIHECEHUU BBITOBOPA COTPYIHHUKY
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ITpuka3 08 00BABICHHH BEITOBOPA 33 HapYLICHHE TPYI0BOIH
THCIHILTHHEL

OO0 'TEIS-21(1)"

IIpuka3 Ne 2 o1 02.04.2013
06 ofBABNEHWKW BEIFOBOPA

Ha ocHoBaHmm Toro, uyto 1,.04,2013r, sKoHoMMCT PaccoxkHa AW, oTcyTcTBoBanaHa pabote
fez yBaMMTENEHEX NPUUKMH B TEUeHWe 4 yacoe c 13.00 go 17.00, pyKoBOACTBYACE CT. 192 -
193 TH PdD,

NPWKa3EIBa0:

1. 33 HapyLWeHWe TpYA0B0A AMCLMNNMHEl 00LABUTE BEIFOBOP PaccoxnHoi A1, B
COOTBETCTEMM C M, 2 4, 1 cT, 192 TK P,

2. OTBETCTEEHHEIM 33 MCNOMHEHWE HACTOALLEr0 NPUKA3aHA3HAYWTE HaYankEHKa NNaHoBo-
duHaHCcoBOro oTAeNa AHdpeesal.E

OCHOBaHWA:

- aKT ob oTKaze oT NpeAcTaBNEHMA 0B BACHEHMA NO daKTy OTCYTCTEMA Ha pabouem MecTe
PaccoxWHol A1, oT 1.04.2013r N28;

- AOKN3AHAA 2anncka 3KoHoMueTa MopyBGoeoa M. J. oT 1.04.2013r. N29,

OupekTop JAHgpeeBa E.C./
HayaneHWK pUAKMYECKOro oTaena JKoBeHKoBa A.C. f
CNpUKazoM 02HaKoMNeHa J/PaccoxmHa AN,/

Pucynok 21 - @opma npukasza Ne2 0 BEBIHECEHUHU BBITOBOPA COTPYIHHUKY

CrnenyroomuM maroM NepexoAruM Ha BKIAJKY «KOHTPOJIb» M 3aloJIHAEM
PE30JIIOIHUI0 TI0 TOKYMEHTY. BbiOupaeM naty HaJOKE€HHS U CPOK HCHOJHEHHS

(puc.22).
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Pucynok 22 - OKHO 3aIt0MHEHUS PE30JIIOIUU IO TOKYMEHTY

B kadecTBe aBTOpa pe30NIONMU YKa3biBaeM ceOs, B Ka4eCTBE UCTIOIHUTEIIS
yKa3bIBaeM HadaJIbHUKA OT/IEJIa, B KOTOPOM paboTaeT COTPYAHHK, KOMY aipeCOBaH
JOKYMEHT. B 11ojie «0TBeTCTBEHHBIH 110 IOKYMEHTY» aHAJIOTHIHO YKa3bIBaeM ceosl,
B T10JI€ «KOHTPOJIb BO3JIOKCH Ha » COOTBETCTBEHHO HaYaIbHHUKA OT/ICIIA.

KoHeuHbIM 11arom yTBepxkaaeM pe3odtornuio (puc.23).
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Pucynok 23 - OKHO yTBEpKIEHHS PE30IIOLUN
3axonum B cuctremy EBOPAT mnoj HayanbHUKOM IJIAaHOBO-(PMHAHCOBOTO
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OT/ieJIa U IPUHHUMAEM K UCIIOJTHEHUIO JOKYMEHT, OTIIPABJICHHBIA TUPEKTOPOM, 110
KOTOPOMY HauaJIbHUK IJIAHOBO - (PMHAHCOBOTO OT/EJNA SBJISIETCS HCTIOTHUTEIIEM.

Tenepp 3axoauM MojA ITUPEKTOPOM U YJIOCTOBEPUBAEMCS, YTO HAYAIBHHUK
IJIAHOBO - ()MHAHCOBOTO OTJENa MPHUHSUIT K UCTIOTTHEHUIO TTOPYYEHHE. ITO MOKHO
YBUJIETh B IpaBOM HIkHEM yrity okHa [IpoBoguuk EBOPAT (puc.24).
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Pucynok 24 - OkHO nmpocMOTpa YBEAOMIIEHUS O IMIPUHATHU K HCIIOJIHEHUIO
MOPYYEHHUS

Co3gaéM HOBBIM JOKYMEHT, UCIOJB3Yys MOTOK JOKYMEHTOB «BHYTPEHHHUE
JOKyMEHTBD». Terneps Oy/ieM OTIPaBIsATh MPUKa3 00 YBOJIBHEHUH COTPYIHHUKA Ha
COTJIACOBAaHUE C IOPUCTOM. YHH(pUIIMPOBaHHAs (opMa IMpUKa3a HA yBOJIbHEHHE
MPEACTABIICHA HA PUCYHKE 25.

AHQJIIOTUYHO  TPEABI3ANONHSAEM PETHCTPALMOHHYIO KapTouky. Buna
JIOKYMEHTa BBIOMpaEM TPUKA3. B Ka4yeCTBE aBTOpa
PE30JIOLUN, KOHTPOJIMPYEMOT0, OTBETCTBEHHOTO IO JJOKYMEHTY YKa3bIBaeM ceos,
TO €CTh JUPEKTOpa MPEANpPUSITHS, UCIIOIHUTENS BbIOMpaeM TJAaBHOTO IOPHUCTA,
BeJlb UMEHHO OH JIOJDKEH COTrjlacoBaTh MPOEKT npukasza. [Ipukpermisem tpu daitna:
BbITOBOpNel, BeIroBOp No2 O HapylieHHH TpPYAOBOTO pexuMa U mpuka3z o0

YBOJIBHCHUH COTpyAHHKA. Korjaa Bce oI 3aroIHeHBI, YTBEPKIAeM PE30TFOIUIO
(puc.26).
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PucyHnok 26 - OKHO yTBEpKAE€HUS PE3OIOLUU IO TOKYMEHTY
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COTpYIHHUKA

BrinonHgemM BXOJ B CHUCTEMY OT MMEHH IJIaBHOTO topucTta. OTKpbhIBaeM
HOBBIE JIOKYMEHTBI, KOTOPbIC MPHILLIH OT JIMPEKTOPA (puc.27).
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Pucynok 27 - OkHO mpocMOTpa MPUCTAHHBIX JOKYMEHTOB

C moMoIIbo BKIAJKHU «3a1aqm» CoTiacyeM MPOeKT prKa3a 00 YBOJIbHCHUN
¥ BBOJUM KOMMEHTapui (puc.28).
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Pucynox 28 - OkHO BBOJ]Ja KOMMEHTAapHsl IIPHU COIIACOBAHUHU MPUKA3a

[Ipy BBITIOSHEHWM NaHHBIX JEHCTBUI cTaTyc MpHKaza 00 YBOJHHEHUH
JIOJDKEH MIOMEHSTHCS Ha «0J100peHo» (puc.29).

[ N (nppexop.u) | Craryc | WcnoresiTens | Hazsamme [ CpoK HONoNHEHHA [ DAKTHYECKMA C...
v| ~MES 02.04.2013 13:1...
I -
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Pucynox 29 - OkHO IpoBepKH cTaryca mpuKasza 00 YBOJIbHEHUU

Tenepp 3axoauM B CHCTEMY OT JUPEKTOpa U IMPOBEPSIEM COIIACOBAHHE
npukasza. Ilocne momyuyeHus cornacoBaHus OT IOPHUCTA HAIPABIsAEM IPUKA3 Ha
YBOJIbBHEHHE COTPYJIHUKY U HAYAJIBHUKY MOJPA3ACICHHUS.

[Tocne yBosibHEHHS] paOOTHHKA OOHAPYKUJIACh HEXBATKA KaJpOB, IO3TOMY
NOSIBWJIACh HEOOXOIUMOCTb ITOMCKA HOBOI'O COTPYIHUKA Ha MECTO MPEABIAYIIETO.
ITocne BpIOOpa HOBOrO COTPYJHHMKA COCTaBISIEM IMPOEKT NpUKa3a O MpUEME HA
paboty. YauduuupoBanHas ¢popMa ImpukKasza o npueme Ha paboTy NpeicTaBieHa
Ha pucyHke 30. JlaHHBIN NPUKa3 CIEAYET COMIACOBATh C FOPUCTOM, JUJIS ITOTO OT
MMEHH TUPEKTOpA CO3/1aéM HOBBIM TOKyMeHT «CiyxeOHas 3anucka». B kaduecTse
OTNPABUTENSL B PErUCTPALIMOHHON KapTOYKe YKa3biBaeM ce0si, B KauyecTBe
NoJIy4aresis - pHUCTa. 3arlojHsAeM KpaTKOe COJAEp)KaHHME W MpHUKperuiseM (aiin
npoekta nmnpukaza o npuéme pabornuka Kyspmuabeix E.A.  (puc.31).
OTBETCTBEHHOIO MO JTOKYMEHTY U UCIIOJHUTENS YKa3bIBA€M IOPUCTA, B KAYECTBE
aBTOpa PE30JIOLUHU U KOHTPOIMPYIOIIETO YKa3bIBaeM CeOsl.
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Pucynok 31 - OkHO co31aHusI HOBOW PErUCTPAMOHHON KAPTOYKH

Bo Bkianke «3amaun» BeiOMpaem nyHKT «CornacoBanuey (puc.32).
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Pucynoxk 32 - OxHO nipoueIypsl CO3/IaHUsI COTJIaCOBAHUA IOKYMEHTA

Visjzopauoat popai 7-1
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Pucynok 30 - Yaudumupoannas ¢popma ﬁpHKasa 0 Mpueme Ha padboTy

BBoguM Ha3BaHwe W nwMiieM TeKCT corjacoBanus (puc.33). Taxke
yKa3bIBa€M CPOK UCTIOTHEHHS M COTIIACYIONIero. B JaHHOM cilydae coracyronmm
SIBIISIETCS IOPHCT.
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Pucynok 33 - JlnasoroBoe OKHO 3alI0JIHEHUS COTJIACOBAaHUSA JOKYMEHTA
YTBepk1aeM pe3oronuio (puc.34).

[ _-m[nepww} CraTyc Henonarans Haapasas -prl-w.-. | o Torane ..
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Pucynok 34 - OkHO yTBep:KAEHHS PE3OIIOLUH

3axonuM MO/ IOPUCTOM, OTKPBIBAEM JOKYMEHT IPHKa3a M Ha BKIAJKE
«Ucnonnenuey BoiOMpaeM NyHKT «On00puth corinacoBanuey (puc.3s).
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Pucynok 35 - OkHO coriacoBaHusl IOKYMEHTa

[locne BBINOJHEHUA [OAHHOTO JEWCTBUS CTAaTyC JOKYMEHTa JOJDKEH
noMeHAThCA Ha «On00peHo».

3ax0uM O] TUPEKTOPOM U yOeK1aeMCsl O TIOJI0KUTEIHHOM COTIaCOBaHUU
npukasa o npuéme Ha padoty corpyanuka Kyzsmunsix E.A. (puc.36)
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Pucynok 36 - OkHO nmpocMOTpa yBEAOMIIEHUI AUPEKTOpa

Teneps TOKyMEHT TIpHKa3a OT UMEHHU JTUPEKTOPA OTIPABIIIEM HaYaIbHUKY
oTJIeNna, B KOTOpoM OyieT paboTaTh HOBOOpaHEI], 8 IMCHHO HaYaJIbHUKY TUTAHOBO-
¢uHaHCcOBoro otaena. DopMy pPETUCTPANMOHHONW KApTOYKH HCIOJIb3YeM
ciyxebOHas 3anucka (puc.37).
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Pucynok 37 - OKHO 3a10JIHEHUSI HOBOW PErMCTPAallMOHHON KapTOUKH
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3anoJjiHsAeM MOJISI AHAJOTMYHO MpPEAbIAYIIEd KapTOUYKe, TOJBKO B POJHU
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WCIIOJTHUTENSL U OTBETCTBEHHOTO MO JJOKYMEHTY YKa3bIBa€M HayajlbHUKA [JIAHOBO
- unancoBoro otaena. Jlanee yTBepk1aeM pe3oItouIO.

ABTOpPUTH3UPYEMCS B CUCTEME IO/l HAYAJIbHUKOM IIJIaHOBO - ()MHAHCOBOT'O
otnena. Ha nmanenu cinesa BeiOupaem nanky «Ilopyuenus» (puc.38) u oTKpbIBaeM
JIOKYMEHT, MO0 KOTOPOMY HauyajbHUK IJIAHOBO-(PUHAHCOBOTO OTJEja Ha3HA4YEH
OTBETCTBEHHBIM.
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Pucynok 38 - OkHO co3aaHusi HOBOTO COTPYIHUKA OPTaHU3ALUU

B oTkppiTOM QOKyMeHTE mepexoauM Ha BKIanKy «McmomHeHuey», rne
BbIOMpaeM cTpouky «lIpuHATE K ucnonHeHuo» (puc.39).
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Pucynok 39 - OkHO npoueaypbl NPUHATHS TOPYUYEHUS K UCITOJTHEHUIO

CHoBa 3axoAuM TOJA JIUPEKTOPOM. B MpaBOM HUKHEM YIJIy HaXOAuM
yBeloMJieHnn O ToM, 4To AmnapeeB JI.E. Ha3HaueH OTBETCTBEHHBIM IO
UCIIOJHEHUIO JoKyMmeHTa (puc.40).
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Pucynoxk 40 - OkHO TpOCMOTpa YBEAOMJIEHUN TUPEKTOPA
[Tocne Toro, kak Bce Mopy4eHuUs JUPEKTOpa OYIyT BHITIOJHEHBI, OTKPhIBAEM
BCE JOKYMEHTBI U CHUMAEM C KOHTPOJISI.

3aKIroYeHue

AHQJIOTUYHO TOMYy, Kak OWT sBISeTCS eauHuled wuHopManuu B
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KHOEpHETUKE, JOKYMEHT SBJSETCS eAWHHUIeH wWHPOpMAIMKM B CHCTEMax
JTOKyMEHTO000poTa. CUCTEeMBbI IOKYMEHTOO00OPOTa XPaHAT JOKYMEHTHI, BEIyT UX
HCTOPHIO, 00ECTICYMBAIOT X JIBUKEHHUE 110 OpraHU3aIliH, TTO3BOJISIOT OTCIIC)KUBATh
BBITIOJTHEHHWE TeX OW3HEeC-MPOIEecCcOB, K KOTOPhIM 3TH JIOKYMEHTHI HMEIOT
OTHoOIIIeHHE. B opranuzaiuu, rje BHeJApEeHa CUCTeMa JOKyMEHT0000poTa, JOKYMEHT
SBJISIETCS 0a30BBIM HMHCTPYMEHTOM YIIPABJICHHS. 3]I€Ch HET IMPOCTO PEIICHHH,
MOPYYEHUM WIJIM MPUKA30B - €CTh JIOKYMEHTHI, COJIEpKAIUe 3TH CaMble MPHUKA3bI,
pelieHus, MopyYeHusi U T.JA.. BCE YIPaBJICHHE B OPraHM3allMM OCYIIECTBIISCTCS
yepe3 JOKYMEHTHI.

brmarogapss cucreme AIEKTPOHHOTO JIOKYMEHTOOOOPOTa  MOSIBISETCS
BO3MOYKHOCTh OTCJICKHMBATh BBHIMIOJIHEHUE COTPYAHHUKAMHU OMPEICIICHHBIX paboT,
BO3MOYKHOCTh ONTHUMHU3AIIMA OM3HEC-TPOIECCOB M aBTOMATH3allMM MEXaHU3Ma MX
BBITIOTHEHU W KoHTpoiia. Taxxke COJ] obecrieunBaer Oonee 3ddekTuBHOE
yIpaBJeHUE 3a CUET aBTOMATHYECKOIO KOHTPOJIS, MPO3PAYHOCTH ACATEILHOCTH
BCEH OpraHu3aluy Ha BCEX YPOBHSX.

[Ipu wucnonp3oBannu COJ] MPOU3BOAMTENIBHOCTh TpyJAa IepcoHana B
cpenHeMm yBenuuuBaercss Ha  20-25%, CTOMMOCTH apXMBHOTO  XpaHEHUS
AJICKTPOHHBIX TOKYMEHTOB Ha 80% HMKe B CPAaBHEHUH CO CTOMMOCTBIO XpaHCHUS
OYMaKHBIX apXHBOB, M 3TO TOJBKO YacTh npeumytiectB CIO/I.

Takum 00pa3zoM, MOXKHO yTBepXaaTh, uTo BHeapenue COJl sBiseTcs
KPUTHYECKH BaXXHBIM (PAKTOPOM JUIS YCICIIHOTO BeAeHUs OW3Heca Kak Mayion
OpraHU3alliA, TaK U KPYITHON KOMIIaHUH.

/. Tlnan-rpaduk BeINOTHEHUS 3aJaHUsI
JlaTa monmyuyeHus 3aJaHus [arta npegocTtaBiieHus
BBITNIOJIHEHHOTO 3aJIaHUS

VYcranoBounas ceccus. CeHTIOph | 3UMHSISL ceccHsl 3a JIB€ HEICNH J10
2016r. Hayana ceccun. Hosiops 2016r.

8. Kputepuu orieHuBaHust paboThl

OneHka «OTJIIMYHOY» BBICTABIISECTCA CTYICHTY, €CJIM OH MTPOJEMOHCTPUPOBAI
rJIyOOKHE, UCUEPIIBIBAIOIINE 3HAHUS M TBOPUYECKHE CIIOCOOHOCTH B MOHWMAHUH,
U3JI0O)KCHUM W MCIOJB30BAaHUHM YYEOHO-TIPOTPAMMHOTO MaTepuaia; JIOTUYECKH
MOCJIE0BATEIbHBIE, COJIEPKATEIbHbIC, IOJIHbIC, MPABWIbHBIE W KOHKPETHbBIC
OTBETHl HA BCE IIOCTaBJICHHBIE BOMPOCHI U JOMOJHUTEIIbHBIE BOIMPOCHI
MpernojiaBatesis; CBOOOJHOE  BJIQJCHWE OCHOBHOWM W JOTOJHUTEIHHOU
JUTEPATYPOU, PEKOMEHIOBAaHHON y4eOHOH IPOTPaMMOH.

OneHka «XOpOoUIo» BBICTABIISAETCS CTYJIEHTY, €CIM OH MPOJIEMOHCTPUPOBAI
TBEpJbIE U JIOCTAaTOYHO TIOJIHBIE 3HAHMS BCETr0 MPOrPAMMHOIO MaTepuaa,
MPaBUWJIbHOE MMOHUMAaHUE CYIIHOCTU U B3aUMOCBSI3U PACCMAaTPUBAEMBIX MPOIECCOB
W SBJICHWH; TIOCJeJO0BaTebHbIC, TMpPABUJIbHBIE, KOHKPETHBIE OTBETHI Ha
MOCTaBJICHHBIE BOMPOCHI IPU CBOOOJHOM YCTPAHEHUU 3aMEUYaHUM 10 OTAEIbHBIM
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BONpOCaM; JOCTaTOYHOE BIIAJCHUE JIUTEPATypOd, PEKOMEHJOBAHHON yueOHOIl
MIPOTrPaMMOH.

OneHka «yIOBJIETBOPUTEIBHO»  BBICTABISIETCS  CTYIEHTY, €CIU OH
IIPOJIEMOHCTPUPOBAJ TBEPABIC 3HAHHUS U ITOHUMAaHHWE OCHOBHOI'O IPOrPaMMHOIO
MaTepuaa; IpaBUiIbHbIE, 0€3 TpyObIX OIIMOOK OTBETHI HAa IOCTaBICHHBIE BOIPOCHI
IpU YCTPAHEHUU HETOYHOCTEH M HECYIECTBEHHBIX OIIMOOK B OCBELICHUU
OTIEIBHBIX  IIOJIO)KEHWM  IIPM  HABOMAIIMX  BOIpOCAaxX  IPENoJaBaTels;
HEJIOCTATOYHOE  BIJIAJICHUE  JIUTEpPaTypod, PpPEKOMEHJOBAaHHOW  ydeOHOMU
IIPOTPAMMOM.

OueHka «HEYIOBJIETBOPHUTEIBHO» BBICTABISIETCA CTYAEHTY, €CIM OH
IPOJEMOHCTPUPOBAJ HEMPABUIIBHBIE OTBETHl HA OCHOBHBIE BOIPOCHI, JOIMYLIEHBI
rpyOble OMMOKM B OTBETAX, HEMOHMMAHHWE CYLIHOCTH H3JIara€MbIX BOIPOCOB;
HEYBEPEHHbBIE U HETOUHbBIE OTBETHI HA JOTIOJIHUTEIbHBIE BOITPOCHI.

9. Tlopsinok 3ammThl pabOThI

3amuTa KOHTPOJIbHOM paboThl MPOBOJUTCS B BHUJIE HAYYHOTO JHUCKOCA C
[pe3eHTAlUeN BBIOJHEHHBIX 33/J1aHUN, B COOTBETCTBUM C I'pa(UKOM 3aIlIUTHI.
[locne nmokiaga CTyAEHTY 3aJAr0TCA BONPOCHI KaK IIPENOJABaTelIeM, TAaK U
CTYJAEHTaMH I'PYIIIBI.

B mpouecce 3ammThel cBOeM  pabOTBl  CTYJIEHT JeNaeT JIOKjIan
IPOAODKUTENBHOCTBIO 7-10 MuHyT. Jloknan noikeH ObITh IpeaBapUTENIBHO
MOJATOTOBJIEH CTyJAEHTOM. Jlydlliee BreyaTieHUE MPOU3BOJIUT JOKIAI, B (opMme
nepeckasa, 0e3 3a4TeHHUs] TEKCTa, KOTOPbIM CJIEAYET MOJIb30BAaThCSA TOJIBKO IS
yTOouHeHus uudpoBoro Mmarepuana. CTyJeHT T0JKEH CBOOOITHO OPUEHTUPOBATHCS
B CBOEi1 padore.

B BBICTYTUIEHUU HE00X0AMMO KOPPEKTHO UCII0JIb30BATh
JEMOHCTPALIMOHHBIE MaTepUaibl, KOTOPbIE YCUIIMBAIOT I0Ka3aTEIbHOCTh BHIBO/IOB
U 00Jler4aroT BOCHpUATHE JAOKJIaza cryneHTta. OHM OQOpMISIIOTCS B BHJE
npe3eHTanuu B cucreMe Power Point.

10. YueOGHo-MeToan4ecKOe M MHPOPMAITMOHHOE 00eCTIeYeHNE TUCITUTITNHBI
Pexomenayemasi iureparypa

OcHoBHas JuTEparypa

12, Pomanenko M. I'. Cucrembl 3JI€KTPOHHOTO JTOKYMEHTOOOOpOTa:
yueOHo-MeTondeckoe nocooue/M.I'. Pomanenko. — Ctasponoins: M3a-s0 CKOY,
2014. -84 c.

13. Kynsies, H. H. KoudunenmuaibHoe AeJIONPOU3BOJCTBO U
3aIIMUIICHHBIN AJEKTPOHHBIN TOKYyMEeHTO000poT [ Tekct] : yueOnuk / H. H. Kynsies,
A. C. Iémymikun, A. I'. ®abpuunos ; pen. H. H. Kynsies. - M. : Jloroc, 2012. - 452
C.

JlonoiHUTEILHASA JMTEpaTypa:

8. Uepnos B. H. CucteMbl 2I€KTPOHHOTO JOKYMEHTOO0O0pOTa: yueOHOe
noco6ue / B. H. Yepnos; Poc. akan. roc. ciyx0bl npu [Ipesunente Poccuiickoii
®epneparuu. — M.: U3n — Bo PAT'C, 2009. — 83 c.
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Q. @enepanpHblii 3akoH Poccuiickoit @enepaunn Ne 152-03 «O
MePCOHANBHBIX JaHHBIX» OT 27.07.2006r.

10. [Ipukaz denepanpHON apxuBHOW ciyk0bl Poccun N 68 Tumosas
WHCTPYKIIUS IO JCJIONPOU3BOJICTBY B (ellepalibHbIX OpraHax HMCIOJHUTEIbHOU
BJIACTH.

11. Meroauueckre peKOMEHAAMH MO pa3padOTKe HWHCTPYKIMM 1O
JIEJIONPOU3BOACTBY B  (pelepaibHBIX OpraHax HCIOJIHHUTEIIBHOM  BJAcTH,
yTBEPKJIeHHbIE IpHrKka3oM Pocapxusa ot 23 gexadps 2009 r. Ne 76.

12. I'OCT P 51141-98. Jlenonpon3BoACTBO U apXUBHOE J1€70. TEepMUHBI
Y OIIPEJIEIICHHS.

13. I'OCT P 6.30 2003 TpeboBanus k 0OpMIICHHIO TOKYMEHTOB.

14, I'OCT P CO 15489-1-2007 Cuctema CTaHIapTOB 1O MH(GOPMAITHH,
OMOJIMOTEUHOMY W M3JATEIBLCKOMY Jielly. YTpaBlieHHe AokymeHTamu. OOriue
TpeboBanus. Tpebosanus 'CHOY.

MeTtoauyeckas Jureparypa:

1. MeTtoauueckue ykazaHus MO BBINOJIHEHUIO J1a0OpaTOPHBIX paboT Mo
quctuminHe «CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000pOTay;

2. MeTtonuueckue yka3aHus MO BBITTOJIHEHUIO KOHTPOJIBHON paboThI 10
quctuminHe «CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000pOTay;

3. MeToauueckre peKOMEHJIAuuu JUIsl CTYJEHTOB [0 OpTraHu3aluu
CaMOCTOATENBbHONM  paboThl 1O  AUCHUIUIMHE «CHUCTEMBI  BJIEKTPOHHOTO
JIOKyMEHTOO00pOTay.
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7. D0C: Cucrembl 3IEKTPOHHOTO JOKYMEHTOOOOpOTa. [DIEKTPOHHBIN
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http://www.documetr.ru/avtmoatizirovannaja_sistema_postanovki_poruchenij.ht
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2012. — URL: http://www.megaplan.ru/products/task.html.

10. Knapucc — yaoOHas mporpamMma  KOHTPOJSL — HOPYYECHH
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