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1. IEJA OCBOEHNA JUCIUILJIMHbI

L{e/bi0 M3y4EHHS MCIHIUIAHBL «DJIEKTPOHHBIA JOKYMEHTOO0OPOT» SABIACTCA MONYYCHHC H
yriyGiieHre 3HaHWH O IPHHIANAX IOCTPOCHHS JOKYMECHTOB M OCHOBAX (opMupoBaHus TOKYyMEHTOO00pOTA
B OpraHH3allis W YYPEKICHHAX pAsTHUHBIX (OPM COOCTBEHHOCTH. @®opMEpOBaHHE Y CTYIECHTOB
TIPAKTHYECKUX HABBIKOB II0 CO3JAHMIO ¥ 00paboTKe TOKYMEHTOB B JanbHedmeM 6yaeT criocoOCTBOBATE HE
TONBKO 6oONlee YCHEIMHOMY OCBOSHHIO JMCLMIUIMH, H3Y4eHHE KOTOPBIX MNPEATNONaracT paboty ¢
JOKyMEHTAITHEeH, HO H IPOX0XK/IEHHIO IPAKTHKA Ha D0JIee IPaMOTHOM YPOBHE.

3a/1aun H3y4eHHS THCIUILIHHBL

- chOopMHPOBATH y CTYJEHTOB Y€TKOC IPECTABICHHE O HEOOXOIMMOCTH M POIIA JOKYMEHTHPOBAHUA
B JIEATENLHOCTH OpraHU3aldi;

- O3HAKOMHTH CTYIEHTOB C OCHOBAMM 3IEKTPOHHOIO JETIONPOH3BOJACTBA H JI0KyMeHToobopoTa
OpraHH3aluH;

- O03HAKOMHTH CTYOEHTOB C OCOGEHHOCTSMH 3aIlATHl CIyXeOHOH M KOH(pHUIESHITHATEHOH
urHbOpMaLyH, obecTiedeHHs OTKPBITOTO JOCTYIIA IPakIal K uH(OPMAIMH B COOTBETCTBHH C [OJIOKCHUAMA
3aKOHO/IaTEIIECTBA;

- HAay4WTh CTYJEHTOB OPHEHTHPOBATHCA B CHTYallWsX, TPEOYIOIMX HM3/aHHA COOTBETCTBYIOLIMX
JIOKYMEHTOB.

2. MECTO JUCITUILIUHLI B CTPYKTYPE OIIOII BO
JIMCIAIIAHE «DJIeKTPOHHBIHA TOKYMEHTO000POT? OTHOCHTCH K MUCIHILINHAM BapHaTHBHOM 4acCTH.
IIpepexBr3uTH ucuUIUEHb: MHGopMaTuKa, OCHOBEI yIIPaB/ICHIECKOH EATE/IHHOCTH.

3. ILUIAHUPYEMBIE PE3YJIbTATHI OBYUEHHWS IO JTUCHOUILIMHE
[[1aHupyeMble pe3yibTarhl OOyYeHHA II0 MWCLUIUIMHE, COOTHECEHHBIE C IUIAHHPYCMBIMH
pesyasrarame ocBoeHus OIIOIT

Koz GpopMHpyeMbIX KOMIETEHLIHH VYposeHB InaaupyeMsle pe3yasTaThl 00ydeHus 110 JUCLUTLUINHE
OCBOEHHSA XapaKTepU3yIOLIHe STaIbl QOPMHPOBaHHA KOMIICTEHIIHHA
KOMMETEHIIHH (moKa3aTe/u OCBOEHMUS KOMITETEHIIHH)
1 2 3
OK-3 YacTAYHOE - 3gaTh 6a30BEIE PKOHOMHUECKHE IIOHATHSA, OOBEKTHBHBIE OCHOBHI
CrocoOHOCTE HCIIONE30BaTh OCHOBEI OCBOCHHE YHKUMOHUPOBAHHA JKOHOMHKH H MOBEJEHHS 3KOHOMHYECKHX
SKOHOMHYECKHX 3HAHHH B Pa3IMIHEIX areHTOB;
chepax JesTelIbHOCTH - Vmerp pemaTth THNWYHEIE  33/ladH,  CBA3aHHBIE C

podecCHOHANBHEIM H THYHEIM (PHHAHCOBBIM MIAHHPOBAHAEM;

- Bnamgets MeTogaMH IUIaHHPOBAaHHA  IPO(QECCHOHATBEHOH
NEATENBHOCTH, MHCIONL30BaHMS SKOHOMMYECKHX 3HAaHMH B
npodecCHOHATLHOM NPAKTHKE.

MK-7 YacTHaHOE - 3HaTh OCHOBHBIE IIOHATHS, MWCHONB3yeMble Jjuia ob3opa B
Croco0HOCTEIO, HCIIONE3YS OCBOEHHE OTeUeCcTREHHOM | 3apy0eKHOM HHGOPMAIHH;
OTEYECTBEHHEIE H 3apy0eKHEIE - VMers aHanM3WpOBRATE  HHOOPMALMOHHBIE  HCTOYHHKH,
HCTOYHHKH HH(OpMAIHH, cobpaTts aHATM3MPOBATh KYJILTYPHYIO, IPO(QECCHOHANBHYIO H JIHIHOCTHYIO
He0OX0IMMEIe JaHHEIE undGopMaIHio;
NpOaHAITH3APOBATE HX W IIOATOTOBHTH - Bragere HaBbIKAMH opraHm3aimu cOopa HHpOpMALMH JUIT
HH(OPMAIMOHHLLH 0030p H/HIH OATOTORKH HH(OPMAIHOHHOTO 0030pa H aHATMTHYECKOI0 OTIETA.

AHAIITHTHISCKHHN OTYET




4. OBBbEM U CTPYKTYPA JUCIUILIMHBI
Tpy10EMKOCTD IUCIMILIMHBI COCTABISET 2 3a9eTHBIX €IMHHUIIB], 72 Yaca

Bunst yaebnoi
paboTsl, BKIFO9AA
CaMOCTOSTEbHYIO
paboTy CTyIeHTOB
o H TPYHZOEMKOCTb (B DopMer
= gacax) O6neM ygeOHOM TEKYIIETO
Y 3 paboTH, KOHTPOTIA
Ne HanMmeHoBaHIie TeM H/HIH g § E = ¢ IpHMeHEHHEM YCIIEBAEMOCTH,
wn pa3IenoB/TeM THCLHIUIHHEL Z = = | 5 MHTEPAKTHBHBIX dbopma
O g i 8 ‘%_ METOJIOB TIPOMEKYTOIHOH
& 5| E|eg |Q (B wacax / %) aTTecTalyy
& g é Q (no cemecmpam)
= £ =
E| s
g | &
= |8
=
1 Tema 1. TloHATHE 3JIEKTPOHHOTO 4
JOKyMeHTa i | 3JIeKTPOHHOTO | 3 1-2 2 2 3/75
JTOKyMeHT0000poTa.
2 Tema 2. CucreMsl YIpaBIeHHS 8 6/75 .
PelTHHT-KOHTPOTE
3JIEKTPOHHBIM 3 3--6 4 4 No 1
IIOKYMEHT0060pOTOM.
3 |Tema 3. CHCTeMBI 3MEKTPOHHOIO | , 1.8 5 5 4 3/75
JIOKyMEHT0060pOoTa.
4 Tema 4. Cpenctea TIpynnoBOH 3 010 | 2 5 4 3/75
paboTEL.
5 |Tema 5. Cucrembl ympaBeRHs | o | 1415 | 2 4 3/75 PeiTHHT-KOHTPOIH
0CcOOBIMH BHIAMH JOKYMEHTOB. Ne2
6 |Tema 6. Kopropatusrsie | , | 5 | 4 4 8 6/75
HHGDOPMAIIHOHHBIE CHCTEMEL
7 |Tema 7. BHeipeHHE KOPIIOPATHBHBIX | 1 | 1510 | o 5 & 3/75 PelTHHr-KOHTPOITE
HHGOPMAIIMOHHEIX CHCTEM. Ne3
Bceero 3a III cemectp: 18 | 18 36 27/75 3ayer
Hroro mo IHCIMILTHHE 18 | 18 36 27/75 3ayer

Conepmaﬂue JIEKIHOHHBIX 3aHATHH 0 IACIHILIHHE

Tema 1. [ToHSTHE 3IEKTPOHHOTO JOKYMEHTA U SIEKTPOHHOTO JJOKYMEHTO000POTA.
[ToHSTHE SIEKTPOHHOTO JA0KyMeHTa. [ [OHATHE IeKTPOHHOTO AoKyMeHToobopoTa. [IpenmymecTsa 1

HEJIOCTATKH 3JICKTPOHHOTO JOKYMEHTA.

Tema 2. CHCTEMEI YIIPABIICHHUS 3IEKTPOHHEIM JOKYMEHTOO00POTOM.
OCHOBHBIE NPHHITAIE! paGOTHl CHCTEM YIIPABICHHS IEKTPOHHBIM JOKYMEHTOOGOpOTOM. BHIEI

CHCTEM 3IIEKTPOHHOTO JOKyMEHT0000pOTa.

Tema 3. CHcTeMBI SIIEKTPOHHOTO TOKYMEHTO00O0POTA.
Tumel  CHCTEM  3MEKTPOHHOTO  AOKymeHToOoOOpoTa.  CpaBHEHHE  CHCTEM  DIIEKTPOHHOIO

IOKyMEHTO00OopOTa.

Tema 4. CpezcTBa rpynmnoBoii paboTsl

[MonsTre, npuHIEIEl paboTeL. [IpEMepsI NPOrpaMMHEIX ITPOIYKTOB.

Tema 5. CHcTeMEBI yIIpaBlIeHHs 0COOBIMH BHIAMH JIOKYMEHTOB.

TloHsTHE, MpHHEIMNE paboTEL PaccMoTpenne cTpyKTypsl i uaTepdekica PDM-cuctem.

Tema 6. KoprmoparuBHEIe HH)OPMAIIHOHHEIE CHCTEMBL.

[loustre, ocobernOCTH, MOmyIH. KiacchpuKaIis KopIopaTHBHBIX HH)OPMAHOHHBIX CHCTEM.
Tema 7. Baeapenre KOPIOPATHBHBIX HHOOPMAITMOHHEIX CHCTEM.

BapuanTs! BHeapenus KVC: npeumymecTsa B HefpocTaTkd. CocTas, IENH K 3a/1a4l BHEJPEHHA KHUC.

CoaepkaHne NpaKTHIeCKNX 3aHATHH 110 JHCHHILIHHE
Tema 1. 1C ToxkymenToo6opot: M3yuenue uHTEpdEica CHCTEMEL



Tema 2. 1C JloxkymenToobopot: Baecenue B 6a3y cBeIeHHH O COTPyIHHKAX H IOJIb30BATENAX.
Tema 3. 1C JoxymernToobopot: Co3gaHue OTAEIBHAIX BHIOB JOKYMEHTOB.

Tema 4. 1C JToxkymeHTOOOOpOT: 3amonHeHNe Mo KapThl JOKyMEHTa.

Tema 5. 1C JTokymenToobopot: PemaktrpoBanue datinos. KonTpons Bepeui

Tema 6. 1C JTokyMeHT0000pOT: YIIpaBiIeHHE JOTOBOPaMH ¢ HOPMHPOBAHHEM CMET.

Tema 7. 1C JlokymMeHTOO0OPOT: YIIpaBIEHHE IPOECKTAMH.

5. OBPA3OBATEJIBHBIE TEXHOJIOI'HHA
B nipenofaBaHiy JUCHUILTHHEI «DNeKMPOHHbIN OOKYMeHM0o060pom» UCTIONB3YIOTCS pasHoo0pasHbIe
00pasoBaTebHEIC TEXHOIOTHH KaK TPAIUIMOHHEIE, TaK M C IPHMEHECHHEM aKTHBHBIX M MHTEPAKTHBHBIX
METOIOB 00YUICHHS.
AXTHBHBIE B HHTEPAKTHBHBIE METONIEI OOy JIEHHS:
—  Humepaxmusnas nexyus (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Ipynnosas ouckyccus (memaNe 1, 2, 3, 4,5, 6, 7);
— Ponesvie uepor (mema Ne 3, 4, 6, 7);
— Tpenune (mema Ne 5);
—  Ananuz cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
—  Pasbop xonxpemuvix cumyayui (mema Ne 1, 2, 3, 4, 5, 6, 7).

6. OIIEHOYHBLIE CPEJICTBA JJIsI TEKYIIEI'O KOHTPOJISL YCIIEBAEMOCTM,
MPOMEXYTOYHOM ATTECTAITAH 1O HTOT'AM OCBOEHMSI JTUCIUILIIAHBI K
YYEBHO-METOIWYECKOE OBECIEYEHUE CAMOCTOSITEJIBHOU PABOTHI
CTYJAEHTOB

Texywuti KOHMpPOIL YCnEBAeMOCHU.
PefiTHHT-KOHTPOJIB 1

1. Dnexmponnwiii Ooxymenm coznacno Dedepanvuviii 3axor om 10.01.2002 Ne 1-®@3 «06 snexkmponHou
Yupposo noonucuy - 3mo:
a) 3alMCaHHOE HA MANMAHHOM HOCHTENE 3JIEKTPOHHOE COOOIEHHE, PEKBH3HUTHI KOTOPOTO O(GOPMIEHBI B
COOTBETCTBHH C HOPMATHBHBIMH TpeOOBaAHHIMHA
6) moboe coobimenne, 3anucKa, TEKCT, 3alMCAHHBIM Ha MAIITHHHOM HOCHTEIE
B) JIOKyMEHT, B KOTOPOM HH(OPMAIIHS IIPE/ICTARICHA B SIEKTPOHHO-IIH(POBOH hopme

2. Kaxumu 6udamu HOpMAmMUEHbIX aKmos pezyiupyemcs OOKyMeHmoobopom opeanusayuu?
a) BCE OTBETHI BEPHEL;

0) oTpacneBEIMH U MEKOTPACIeBhIMU;

B) TOCY/IapCTBEHHBIMH;

I) JIOKAJIbHBIMH aKTaMH OpraHu3alui.

3. BepHo nu ymeepaicoenue, 4mo Kealu@uyuposannas u HeKeanuMuyuposantds SNeKmpoHHAs Yuppossie
NOONUCU 8bI0QIOMCA 6 CREYUAILHBIX YeHmpax u npeocmasnsiom coboi grew-nakonumens ¢ 3aNUCAHHBIM
Ha HeM KoooM?
a) 11a;
0) Her.
PeliTHHI-KOHTPOJIB 2
4. Kaxas us nepequciennvlx Cucmem 31eKImMpOHHO20 OOKYMeHmoobopoma A6n1emcs OnmuMaibHOu?
a) Lotus Domino.Doc;
0) Hemno;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepno nu ymeepoicoenue, yumo cucmema «1C. JJoxymenmoobopom» noseonaem ocywecmeisims paccolixy
npunauieHuil Ha noceuyerue 3anIaNUPOBAHHLIX MEPONPUAMUL 6CeM COMPYOHUKAM OP2AHUAYUU?

a) ma;

0) HeT.



6. IIpoepammmuoe obecneuenue Lotus Notes omunocumcs k:

a) CHCTeMe yIIpaBJIeHus 0COOBIME BHIAMH JOKYMEHTOB;

©) cpencTBaM rpymmoBoi paboTe;

B) CIOEOHATGHEIM MOLYJIAM  YOPABIEHHS JIOKYMEHTOODODOTOM B  COCTaBe  KOPIOPAaTHBHBIX
AH()OPMAIHOHHBIX CHCTEM UL TPEAIPHITHIA;

I') YHHBEPCAIBHEIM CHCTEMAaM BIIEKTPOHHOIO JOKYMEHTOO00pOTA.

7. Kaxozo u3 éudos snexkmpouno yugpoeoii noonucu ne cyujecmsyem?
a) mpocras;
6) ropuaugecKas;
B) KBATU(HIIMPOBAHHAS;
I') HeKBaTH(HIMPOBaHHASL.
PeiiTHHT-KOHTPOJIE 3
8. Umo u3 nepeyuciieHHo20 He OMHOCUMCSA K Rapamempam Hocumeneil S1eKMmpoHHbIX OOKYMEHMO8?
a) CTOMMOCTH XpaHeHHs | MerabaiiTa HH(pOpMaIHH;
6) BO3MOXKHOCTE OCYIIECTBIICHHS IIOJTHOTEKCTOBOT'O IIOMCKa;
B) CKOPOCTB JIOCTYTIA K HHPOPMAIIHH.

9. I1o0 cnysicebHbIM 31eKMPOHHBIM OOKYMEHMOM NOHUMAEMCAL:

@) 3alMCaHHOe Ha MAIIMHHOM HOCHTENe 3JIEKTPOHHOE COODINeHHe, PEeKBH3UTHI KOTOPOro O(OpMIIEHHI B
COOTBETCTBUH C HOPMATHBHEIMU TPeOOBAHHIMY;

6) DOKYMEHT, B KOTOpOM HH(MDOpMAITHSA IIpeICTaBIeHa B SIIEKTPOHHO-IH(pOBOi hopMe;

B) CTPYKTYPHPOBAHHEIH HH(MOPMAIIHOHHBEIH OOBEKT, B COOTBETCTBHE KOTOPOMY MOXKET OBITH ITOCTaBIICHA
COBOKYIIHOCTE (paiinioB, XpaHAMKXCA Ha HAKOIUATENE KOMIIBIOTEPA;

r) moboe coobImeHne, 3aMACKa, TEKCT, 3allHCAHHBIA HA MAITHHHOM HOCHTETIE.

10. Bepno nu ymeepoicoenue, umo cucmema «IC. [Jokymenmoobopomy nosgonsiem o0cCyujecmenimo
HpoCcMOmp OOKYMEHMO8 U (paiiios ¢ 2pynnUPOBKON N0 PA3NULHBIM NPUSHAKAM (N0 8UOAM OOKYMEHMOE, HO
npoexmam, no omoenam):

a) J1a;
0) HerT.
IIpomesicymounas ammecmayusi O UMO2am 0C60eHUs OUCYURNUHEL (3adem).
Cuucok BOIPOCOB K 3a9eTy
1. TlonsTue mOKyMeHTa, JOKYMEHTOOO0POTA M IOTOKA JIOKYMEHTOB.
2. Mecro C3]] B uropMaIimoHHON cUCTEME IPEATIPHITHS.
3. Tuner COJI (cucTeM 3JI€KTPOHHOTO JOKYMEHTO000pOTa).
4. Kiaccudukarnus aBTOMaTH3MPOBAHHEIX CHCTEM ETOIPOR3BOJCTBA H 31IE€KTPOHHOTO

JOKYMEHTO000pOTA.

5. TeHmeHIMH pa3BHTHSA CHCTEM IIEKTPOHHOTO JOKyMEHTO0O0pOTA.

6. JlokymeHT B HHGOPMAIHOHHON cicTeMe. THITBI JOKYMEHTOB B HH(QOPMAITHOHHOH! cHCcTeMe: OyMarKHBIH
IOKyMeHT, 00pa3 IOKyMEeHTa, 3MeKTPOHHBIN JOKYMEHT, CTPYKTYPHPOBaHHbIE JOKYMeHTHI, XML —
IIpe/iCTaBICHHE.

7. JHoxyment B COJI. Coznarue. Penaktupopanue. IIybmukarnus. ApxuBHpoBaHHe.

8. Ocnorasle Bo3MoxkHOCTH CO/I: [Torck MOKyMEHTOB. MapmpyTH3ausa ¥ KOHTPOIb HCIIONTHEHHA.
Or4ersL

9. OcHoBHble Bo3MOxkHOCTH CO/I: AAMUHHACTpUpOBaHKUE. BO3MOXKHOCTH COTPYAHHKOB.

10. Ocuorusle bynxiuu COJI. Tunossle TpeboBarmsa x CO/I.

11. TIpeumymecTBa BHEPEHUS CHCTEMBI TEKTPOHHOTO JOKYMEHTO000pOTA.

12. IlpuumHbI aBTOMATH3aUKH. BEIOOP CHCTEMBI aBTOMATH3ALIMH.

13. Kparkuii 0630p peIHKa U KiacCHpHKAES mIaThopM, IpeacTapleHHsX Ha peike COJI.

14. Cpencra rpynmnoBo# paboTsl.

15. Cucremsl ynpasneHus 0coOBIME BHAMH JOKYMEHTOB.

16. CoenmansHble MOIYIH YIPaBIEHUS JOKYMEHTO000ODOTOM B COCTaBE KOPIOPATHBHBIX
HHGOPMAIMOHHBIX CHCTEM



17. KopnoparupHas uHGOpMAIIHOHHAS CHCTEMA.

18. CucreMEBl aBTOMATH3alUH JETIONIPOH3BOACTBA.

19. Tlopcuctema apxuBa JOKYMEHTOB, YIIPaBICHHsS KOHTEHTOM U CpPe/ICTBA CTPYKTYPH3AIlHH.
20. CucTteMbI BBOJIa AOKYMEHTOB U cHcTeMBI 00paboTku 0Opa3oB JOKYMEHTOR

21. IlopcucreMa MapInpyTH3aMHA JOKYMEHTOB U yIIPABICHUA 3aJaHUSIMHU.

22. Tunsl IpUTOKEHUH, BHEAPIEMBIX B paMKax KoprnopatuBHod CO/I.

23. DnexTpoHHas MU(pOBas NOANKCE: IIOHITHE, BUIBI H peIacMbIe 3a1auH.

Camocmosmenvras paboma
Tembl pedepaTon

1. IlongaTre noKyMeHTa, JOKYMEHTOO00POTa ¥ IIOTOKA JOKYMEHTOB.
2. Ilenu BHEApPEHHS NEKTPOHHOTO TOKYMEHT0000pOTA.
3. Mecto C3/1 B uHPOPMAIMOHHO! CHCTEME IIPEATIPHSTHS.
4., Tumer COJI (cHCTEM 3IEKTPOHHOTO JOKYMEHTO000pOTA).
5. Knaccuuxarus aRTOMaTH3HPOBAHHEIX CHCTEM JIETIOIIPOM3BOICTBA U DIEKTPOHHOTO T0OKYMEHT0000pOTA.
6. TenmeHIMH PA3BUTHSA CHCTEM 3JIEKTPOHHOTO JOKYMEHTO000POTA.
7. JokyMeHT B MH(OPMAIHOHHOM cHcTeMe. THITBI JOKYMEHTOR B HHOPMAITHOHHOH cHcTeMe: OyMaKHBIH
JIOKYMEHT, 00pa3s JOKyMEHTa, 3JIeKTPOHHBIA JOKYMEHT, CTPYKTYpHpOBaHHEIEe JOKYMeHThl, XML —
[IpeICTABIIEHHE.
8. Hoxyment B CO/I. Co3nanue. Pemaktupopanue. [lydnukanusa. ApxuBHpoBaHHE.
9. Tunmorsie kommoreHTEI CO/l: XpaHWIHIIE KapToyeK (aTpHOYTOB) IOKYMEHTOB; XPaHUIHINE JOKYMEHTOB;
KOMITOHEHTEI, OCYIIECTBIIAIONHE ON3HEC-TTOTHKY CHCTEMBI.
10. OcuoBusie BozmoxHOoCcTH CI/I: [lonck moxymeHToB. MapmpyTH3anus 1 KOHTPOJIb UCIIOITHEHHS.
Otuetsl.
11. OcHoBHBIE Bo3MOXHOCTH CI/[: AnMHHHACTpUpOBaHKHE. BO3MOXHOCTH COTPYIHHKOB.
12. OcuoBusie pysaknuu COJ1. Tunopsie Tpebopanus k CO/I.
13. IIpeumymmecTBa BHEIPEHUSA CUCTEMB] IEKTPOHHOI'O TOKYMEHTO000POTA.
14, TlprumrHEl aBTOMaTH3aIMH. BEIOOp CHCTEMEI aBTOMATH3ALIMH.
15. Kparkuii 0630p peiHKa 1 Kiaccupuxanus miathopm, nmpeacTaBieHHbIX Ha peiHKe CO1,
16. CpenctBa rpynioBoi paboThl.
17. Cucremsl ynpasieHHs 0COOBIMH BHIAMH JOKYMEHTOB.
18. CrienpanbHble MOTYIIH YIIPaBICHUSA JOKYMEHTOOO0POTOM B COCTABE KOPIIOPATHBHBIX
HH(OPMAIHOHHBIX CUCTEM
19. KopnopaTtuBHas HHGOpMAHOHHAS CHCTEMA.
20. YHHBepcaIbHBIE CHCTEMBI SIIEKTPOHHOTO JJOKYMEHT0000pOoTa.
21. IlopcuecTeME! aBTOMATHRANHE TIOKYMEHTO000pOTa.
22, CHCcTeMBI aBTOMATH3AIMH JEJIOIPOH3BOICTRA.
23. Iloncucrema apxuBa JOKYMEHTOB, YIIPaBIeHUs KOHTEHTOM H CPENCTBA CTPYKTYPH3AIIHH.
24. CucteMsl BBOJIa IOKYMEHTOB B CHCTEMEI 00paboTkl 00pa3oB JOKYMEHTOB
25. IlopcucTemMa MapmpyTH3aMK JOKYMEHTOR U YIIPABICHUS 3aJaHHUSIMH.
26. CHcTeMBI KOMIUIEKCHOH aBTOMATH3AIHH OM3HEC-TIPOIIECCOB.
27. Tunsl IpHIIOKEHUH, BHEAPAEMEIX B paMKax KopnopatuBHo# CO/I.
28. ApXHBBI JIEKTPOHHBIX JOKYMEHTOB.
29. ABTOMaTH3anKs IPOIECCOB KJIACCHYECKOTO POCCUHCKOI0 I0KyMeHTo000poTa
(momneprkka TOKYMEHTAIIHOHHOTO obecriedenns ynpapnenus - JOY).
30. Uctopus Baenpenus CI/1.
31. DnexTpoHHas nU(pPOBas NOIKCE: IIOHATHE, BUJIBI M peIIacMbIe 3a/la4H.

DoHJ| OLIEHOYHBIX CPEICTB UL IIPOBE/ICHHUS aTTECTAIHH YPOBHs chOPMHUPOBAHHOCTH KOMIIETEHIAH
oOydJaromuxcs M0 JUCIHILIHHE 0QopMIIAeTCs OTEILHBIM JJOKYMEHTOM.

7. YYEBHO-METOJIWYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHHE
TACTATLINHBI

7.1. KHHroo6ecme4eHHOCTh



HauMeHOBaHHe JIUTEPATYpPEI: ABTOD, HA3BAHHE,
BHJ M3aHHs, H3AATENBCTBO

Ton u3nanus

KHHUT'OOBECITEYEHHOCTB

KomauecTBo 3K3EMILIAPOR Hanugue B
m3aHuit B 6ubmotexe Bal'V B JNEKTPOHHOM
cootBeTcTBHH ¢ ®I'OC BO 6ubnnoreke Bal'yV
1 2 3 4

OcHoBHas qHUTEpaTypa

1. Kyzsmuna, U. B. Jlenonpou3soacteo
[2nexTpoHHEI! pecypc] : yaebHoe mocobie /
H. B. Ky3sMHHA. — DJIEKTPOH. TEKCTOBBIE
Ianaele. — M. : MockoRckHit
TYMaHHTapHEIH yHEBepcHTeT, 2017. — 128
c. — 978-5-906912-98-5

2017

http://www.iprbooksh
op.ru/74718.html

2. DNeKTPOHHOE TIPaBHTEILCTRO. 2017 http://znanium.com/ca
DIIeKTpOHHBIH JoKyMeHT0060poT. TepMHUHEI talog/product/809828
H onpeneneHus : yae6. mocobue / C.10.

Kabamos. — M. : UHO®PA-M, 2017. — 320

¢. — (Bricmee obpa3osanue: bakanaBpuar)

3. Crenanosa, E. H. CucreMa 3J1eKTPOHHOIO 2016 http://www.iprbooksh

IokyMeHTO0O0poTa (06/1a4HOe pelIeHHE)
[SnekTpoHHEIHA pecypc] : yuebHOoe mocobue /
E. H. CrenanoBa. — DIeKTPOH. TEKCTOBHIE
nanuble. — Caparos : Al [Tu Op Menua,
2018. — 182 c¢. — 978-5-4486-0136-1

op.ru/73341.htm

OTIONHUTEIbHAS JIHTEpaTypa

1. ITun6aes, /1. B. [IpaBoBoe perymupoBaHme
2JIEKTPOHHOTO JOKyMeHTo060poTa
[DnexTpoHHBI pecypc] : yaebHoe mocobue /
J0. B. I1I16aeB. — D1eKTPOH. TEKCTORBIE
naunbie. — CapatoB : By3oBckoe
obpazoBanue, 2016. — 70 c. — 2227-8397

2016

http://www.iprbooksh
op.ru/57260.html

2. Pribakos, A. E. OCHOBEI
JIeIOTIPOM3BO/ICTBA [ DNEKTPOHHEIH pecypc] :
yueOHuk / A. E. Pri6akoB. — DJIeKTpOH.
TEKCTOBBIE laHHbIe. — MHMHCK :
PecrrybnukaHckuil HHCTUTYT
mpodeccronansHoro obpasosanus (PUII0),
2016. — 320 c. — 978-985-503-606-8

2016

http://www.iprbooksh
op.ru/67690.html

3. KontuaeHIaIsHOE JETONPOU3BOICTRBO U
3AIIHIEHHEIH STEKTPOHHBIH
IOoKyMeHTo000poT [DNeKTpOHHELH pecypc] :
yuebnuk / H. H. Kynses, A. C. JIgMymkuH,
A.T. ®abpuqnos, T. B. Korapamesa ; mox
pen. H. H. KyHsaeB. — DJIEKTPOH. TEKCTOBBIE
nagueie. — M. : Jloroc, 2016. — 500 ¢c. —
978-5-98704-711-8

2016

http://www.iprbooksh
op.ru/66416.html

7.2. AaTepHET-pecypcehl

1. Jlemo-Bepcus nporpamMmuoro npoxaykra 1C: loxkymertoobopor - http://v8.1c.ru/doc8/demo/

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHWE JUCITUIIJIMHbI

JAns peanw3anuy NaHHOW IUCIUIIAHBI HMMEIOTCA CIELMAJbHBIE IIOMEIIECHHS U IIPOBEICHHS
3aHATHH NeKYUOHHO020 Muna U 3aHAMU NPAKMU4ecKko20 mund, mexyujezo KOHMPONs U NPOMENCYMOYHOU
ammecmayuy, a makxce NOMeweHus 0Nl CaMOCMOAMENbHOU pabomei.

[MpaxTrgyeckue 3aHATHS IPOBOIATCSA B KOMIIBIOTEPHOM Ki1acce (aymutopus 204-6).

[MepeueHb UCTIONB3YEMOTO JTHIIEH3HOHHOTO IIPOrPaMMHOT0 00ECIECUEHHUS:

makeT MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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