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TpynoemkocTe nporpamMmbl — 4 aKaJieMUYECKHX Haca
®opma 00yueHHsI — OUHO-3a04HAs C IPUMEHEHUEM JIUCTAHLIMOHHBIX

00pazoBaTeNbHBIX TEXHOJOIHIHA

Havanbnble HaBbIKH: 0a30Bble HABBIKK PabOTHI C ONEPAIlMOHHOM CUCTEMOH,

OCHOBBI paboThI B ceTH MHTepHeT




Ilporpamma mpenHasHadeHa Juii  OOy4YeHHsl COTPYJHHMKOB OpPraHOB
rOCy/IapCTBEHHOM BJIACTH, MECTHOI'O caMoOyIpaBiieHHs TroMeHcKoM ofnacTu u
NOJBEOMCTBEHHBIX WM  Y4YpexKAeHHi 0a30BoMy (YHKIMOHAIY CHCTEMBI
BJIEKTPOHHOI'0 JOKYMEHTO000pOTa M JAENONpOU3BOACTBAa TIOMEHCKOH 001acTH
(Bepcus Directum RX).

Meas oOyyennsi: dopMupoBanue y ciyiiareneil HHGOPMALUOHHO-
KOMMYHHUKaIlHOHHBIX KOMIIETEHIMH 11O BOIIPOCaM:

*  yIpaBJIEHUS 3JEKTPOHHBIM TOKYMEHTOO0OPOTOM;
* aBTOMAaTH3alMH IPOLECCOB COMIacoBaHUs U 00pabOTKH JOKYMEHTOB Ha

BCEX CTAJMAX B3aUMOJIEHCTBUS COTPYAHUKOB B XOZIe OU3HEC-TIPOIECCOB;

*  aBTOMATHU3AI[UH [TPOLECCOB KOHTPOJIS UCIIONHEHUS IPHHSTHIX PEIIeHHU.

Peanuzanus y4yeOHOH mporpaMMbl BO3MOXKHA B (opMare OYHO-320YHOIO
o0y4eHHs C TPUMEHEHHEM [HCTAHIIMOHHBIX OOPa30BATENBbHBIX TEXHOJIOIHI
(AOT).

Ounas vacte oOyueHus peanusyercss B QopMmare BebG-3aHsTHs (BeGUHAp).
[IpocnymmBaeTcs NEKIUOHHBIH Marepuall, MpaKTHYECKHe 3aJaHus BBITOJIHSIIOTCS
napauie]lbHO ¢ TpeHepoM (NpH  HAJHYWK  TEXHHUYECKOM BO3MOKHOCTH),
pazOGuparoTCs BOIPOCH B PeXKUME PeaibHOr0 BPEMEHH.

3a04Hasg 4acTh IPOrPaMMBl PEANU3YETCS 4Yepe3 CUCTEMY 3JIEKTPOHHOTO
obyuenuss (CD0). BrimonHeHHe TNPOBEPOYHBIX M HMTOrOBBIX  3aJaHUIl
(TecTupoBaHHuii), OOIIEHHE ¢ TPEHEPOM OCyllecTBIsgeTes Takxke B COO.

[IpomexcyTouHast OLlEHKa KauyecTBa OCBOSHHS IIPOrPaMMbI OCYIIECTBIAETCS
IyTeM YCTHOrO Ofpoca B XoJe BeOMHapa, NPOMEXYTOUHOIO TecTa B paMKax
AuCTaHUHOHHOrO Kypca B CODO. MroroBas oleHKa OCYIIECTBISIETCS B BHUJIE
tecTupoBanust B COO.,

[Tporecc 00y4eHuUs: OpraHu3yeTcst CIIeAyIOIUM 00pa3zoM:

OOyuaromuiicss ~ perucTpuUpyeTcss B  CHCTEME  JJIEKTPOHHOrO  O6GyueHHs,
3allUCHIBACTCSl HA KypC M II0JydaeT JOCTYHN K TEOPEeTHYECKOMY Marepuaily,
NPaKTUYECKUM 3a/laHusIM, BeOuHapam. Ilociie 3aBepiieHust o0y4ueHus U yCIemHoMi
Clla4yd TECTUPOBAHMS BBIJAETCS CEPTU(RUKAT O MPOXOKIEHHH Kypea.

B pesynbrate OCBOEHHMs JAHHOW IPOrpaMMBI CIYILATENIH HPHOOPETYT
CIIEYIOIIHE
3Hanus:
* TPaBWJI UCITOJIb30BaHMs CHCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000POTa,;
e 00s3aHHOCTEH yJaCTHHKOB JIOKyMEHTOOOOpOTA;
e npaBul pabOTBl C OCHOBHBIMH OOBEKTAMHU CHCTEMBI 3JIEKTPOHHOTO
JOKYMEHTO000pOTAa;
e wuHTepdeiica U CTPYKTYpHI IPOBOAHUKA cucTeMbl Directum RX;
® nepeqHs MOouCKoB cucteMbl Directum RX, croco6oB 3amanusi Kpurepues u
[OIIArOBOT0 MOPSIIKA BBITIOJHEHUS 3a1aHUH.
® BO3MOXHOCTEH Mcnonbs30BaHust HHCTpyMenToB MU B Directum RX;
Ymenus:
* OCYWICCTBJISATH OCHOBHBIE JeHCTBMS C 3JIGKTPOHHBIMH JOKYMEHTAMHU:
CO3/1aHHe, IIPOCMOTP ¥ U3MEHEHHE, HACTPOIiKa IIpaB J0CTyMa, HH(pPOBaHHE,
IoANKcanue, paboTa ¢ BEPCHIMHU;




OCYIIECTBIATE JICHCTBUSL C 3a/lauaMH U 3aJaHusIMU: CO3[JaHHME 3ajad,
BBHITIOJIHEHHME 3aJaHUi, NpueMKa paboT o 3ajave, CO3JaHHe I0A3anad,
pabora ¢ BIOYKEHHUsIMH, Ha3HAYEHHE TIPaB JOCTYyIIa K 3a1a4aM;
OCYILIECTBIIATD IEHCTBHsI C TIOPYYEHUSIMH: UCIIOJHEHHE, OTIIPaBKa B pabory,

MPOJJIEHUE CPOKA UCIIOJIHEHHS;
OCYIIIECTBIIATH [IOUCK OOBEKTOB.

IPUMEHATh MHCTpyMeHThl MW 11 cpaBHeHMS JOKYMEHTOB W CO3JaHUS

BEPCUH TOKYMEHTOB.

HaBbiku:

paboTbl ¢ OCHOBHBIMH

o0BeKTaMu

CHUCTEMBI

3JIEKTPOHHOTO

JIOKyMeHTOO60pOT8,Z SJICKTPOHHBIE JOKYMEHTEI, IMTallKH, 3a1a4y 1 3aJaHusl,

MOMCKa 00BEKTOB — MAIoK, JIOKYMEHTOB, 3a/1a4, 3a0aHuil U IOPyUYEHHH,

ucronb3oBanus MHM-WHCTpyMEHTOB JiIl IIOATOTOBKM W WHTErPAIHH

aHHOTauu# B 3amaun CDOJ]

YUEBHBIHN IJIAH
IIpakTnueckasn |
Bceero
oora/
No HaumenoBanue pasgenos, Teopus pabora (1.) |
CamocTosiTesbHast I
n/n JHCHMIUIHH H TeM (u.)
BHEAyIUTOPHAS _
pa6oTa ?
1 3HakoMcTBO ¢ Directum RX 0,1 0,1
5 IIpenBapuTennpHast fIaCTpoﬁKa repe; HavyajaoMm 0.1 0.2 03
paboTEI ¢ cucTEMOi
3 ITpoBoiHUK BeO-KIHeHTa 0,1 0,4 0.5
4 [Tarmxu B Directum RX 0,1 0,4 0,5
5 Hoxkymentsl B Directum RX 0,1 0,4 0,5
6 Pabora ¢ 3ajayamu u 3amanusamu B Directum 02 0.4 0.6
RX
7 Pabota ¢ nopyuenusimu B Directum RX 0,2 0,3 0,5
8 [Touck o6nexros B Directum RX 0,1 0,1 0,2
¢} Boamoxxnoctu MU B COJT 0,2 0,3 0,5
10 | Urorosoe TectupoBanue 0,3 0,3
Beero (munyT/uacos) 1,2 2,8 4
YYEBHO-TEMATHUYECKHWH TIJIAH
IIpakTHUeckasn
pabora/
No Haumenopanue pasnesos, gucipuminn 1 | Teopusn o P —— | . ¢
n/n TEM (uacoB) (4acoB)
BHEAYIUTOpPHAasI
pabora
3HaxkoMcTBO ¢ Directum RX 0,1 0,1
2 IlpenBapurenbHas HaCTPoiika mepen 0,1 0,2 0,3




HAYAJIOM paGoThI ¢ CHCTEMOIH

A IIpoBoanuk Be6-kauenTa Directum RX 0,1 0,4 0,5

4 IManku B Directum RX 0,1 0,4 0,5

D JoxkymenTsl B Directum RX 0,1 0,4 0,5
Pabora ¢ 3ajauamMu u 3aJaHNAMH B

5 Directum RX 0% 04 0.

6.1 OCHOBHBIE OHATHS 0,05 0,1 0,15

6.2 Coznanme mpocToii 3a1a49n 0,05 0,1 § )

6.3 3aaya Ha COrJIaCOBAaHHE 110 PErJIaMEHTY 0,1 0,2 0,3

7 Pa6ora ¢ nopyuennsamu B Directum RX 0,2 0,3 0,5

7.1 [Topyuenue B cucreme Directum RX 0,1 0,1 0.2

7.2 3asaya Ha UCMIOJIHCHHE ITOPYYEeHHS 0,1 0,2 0,3

8 ITouck 06bexToB B Directum RX 0,1 0,1 0,2

9 Boszmoxxnoern UU B CI[] 0,2 0,3 0,5
OOpaboTka TOKYMEHTOB ¢ IOMOLIBIO

9.1 MEXaHU3MOB Ario. CpaBnenune 0,1 0,1 0,2
JOKYMEHTOB.

9.9 Co3zanue BepcuH JIOKYMEHTA C TIOMOIILIO 0,.05 0.1 0.15
reHepatusHoro MU

93 Iloaroroska aHHOTa?HH K JOKYMECHTY. 0.05 0.1 0.15
BonpocHo-0TBETHBII TOHCK.

10 Hrorosoe TecrupoBanue 0,3 0,3
Bceero (uacos) 1,2 2,8 4

COJEPKAHHUE ITPOTPAMMBI
I 3HakoMcTBO ¢ Directum RX

O6urue cBenenus o cucreme Directum RX.
2. TlpenBapurenbHasi HACTPOHKa Mepe]] Ha4aaoM paboThl ¢ CHCTEMOI

IMoxkmouenne k 6aze Directum RX. Crocobsr ayrentuukanuu. Beoj
noruHa, napoist. Mento none3obarens Directum RX. IlepconansHble HACTPONKH.
M3menenue napons. 3aBepuieHne paboTel. YcranoBka Be6-arenta. [TpakTuueckoe
3ajlanue «YcraHoBKa Beb-arentay.
3. IIpoBonnuk BeO-kimuenTta Directum RX

Obuias undopmarus o Ilposoanuke BeG-wximuenra. Murepdelic cucteMsl.
IlpoBogHMK BeG-I0OCTYNa: MaHeNlb HAaBUTAIMH, CIHCOK MOJIYJeEH, JepeBo MNalok,
TaHeNlb JIGHCTBUH, CTPOKa II0MCKa, KHOMKa OBICTPOro CO3JaHHs, 00IacTh
COJIEP’)KMMOr0  I1aIlOK, KOHTEKCTHOE MEHI0, CIIPaBKa, (GUIBTPEI, mNaHesb
(unpTpanyuy, OOBEKTHl — MAIKH, JOKYMEHTBI, CCBUIKM, CIIPABOYHMKH, 3aJauH,
3aaHusl (TMOHATHA), MaHelb HACTPOWKHM BHEIIHEr0 BHIA, MEHIO TOJIB30BATElI,
BO3SMOXKHOCTH pabOTBI cO crucKoM o00bekToB. O630p mMamok u Mopyjiei B
NIPOBOJIHUKE: TIpENONpE/IC/eHHbIE TallKH, BXOASLIME, MCXOJAIINe, H30paHHOE,
HEJlaBHUE JIOKYMEHTEI, He[ldBHHE 3alaHus, 3aMelleHue, obuue nanki. Mojyiu B
cucreme. Jloctynnocts Monyneit (ITpoune npomeccer: HacTpolika y4eTHOH 3amuch
u 3amenienus; [lomgnepxkka). Ilanka notoka B Directum RX: 0630p, cozpnanue,




ylaneHue manku rnoroka. CrucKku: HacTpoiitka oToOpaXkeHus CIUCKOB B Directum
RX, HacTpo#Ka BUIMMBIX CTOIOLOB, COPTHPOBKA 3amucell, (GUIbTpamus 3armmuceii,
HaCTpPOKa BHELIHEr0 BU/a CIHCKA, U3MEHEHHE IIMPHUHBI KOJOHOK. [lepeMelenue
¥ KOITHPOBaHHE CCBLIOK Ha OOBEKThl CUCTEMbl. PaboTa ¢ HECKONBKHMH 3aIMCIMH.
Oxcnopr 3anuceit. [Ipakruyeckoe 3ananne «HacTpoiika 0TOGpaXkeHUs CITUCKOBY.
4. Tlanku B Directum RX

Cosnanue nanxu. IlpaBa mocryna. [eiicTBust ¢ nmankamu. Co3faHue marnox.
Kaprouyka manku. Tunel namok u ux cBolictBa. [lanku yHUBepcalbHEIE,
JOKYMEHTOB, 3ajad4, 3ajanuii, ysegomiieHuid. [IpaBa moctyma. Co3maHue manku
KonupoBaHueM. JleiicTBHS ¢ mankamMu: HW3MEHEHHE CBOMCTB (neperMeHOBaHHUE,
THIT), KOMHUPOBaHHE CCBUIKH Ha MarKy, yJaJcHHE MAankd M yJaleHHe CCBUIKM Ha
nanky, OTIIpaBKa BJIOXKEHWEM B 3ajady, Ha3Ha4deHMEe cTaTyca, UCTOpus paboThI C
nankoi. IIpaktuueckoe 3ananne «PaboTa ¢ mankamMm».
5. Joxymentsl B Directum RX

Coszanne npocToro JOKyMEHTa: OCHOBHbBIC MOHSTHS, THUII JOKYMEHTA, BU
nokymenta. CrocoObl cO3/aHHsl COJCPKUMOrO JOKYMEHTa: W3 IabiioHa, W3
(aiina, co ckanepa. O030p kaprouku nokymenra. Ilpasa mocryma. CMeHa Tuma
npocToro Jokymenra. Co3nanue IpuinoxeHuit K JoKyMeHTy. OCHOBHEIE OIEpPAIiH
C NOKYMEHTaMH: PeJIaKTUPOBaHHE COJIEPIKUMOro ¢ BeO-areHTOM, 0e3 Beb-arenra,
peXHUM TMPEANnpoCMOTpa, KONMPOBAHHME NOKyMEHTa, IeperMeHoBaHue. Bepcuu
nokymenra. Ilanens «Bepcun». Co3zgaHue BepCcHH «H3 IOCIEAHEH BEPCHH», (U3
wabnona», «u3 Qaiina», «co ckanepay. Crnucok Bepcuif. CBsS3H JTOKYMEHTOB.
3akmagka «CBsA3W» B KapTOyke MOKYMEHTa. [ pyIIBI CBSI3aHHBIX JIOKYMEHTOB.
YcTaHOBKa CBA3M MexAy JoKyMeHTamu. Co3gaHue CBSI3aHHOTO JIOKYMEHTA.
['pynnel CBA3aHHBIX JOKYMEHTOB. YJIajeHHe CBA3ei TOKYMEHTOB. MOHHTOpPHHT
COCTOSIHUS JIoKymeHTa. Mcropust paborel. 3aknanka «3amadum» B KapTOUKe
JOKyMeHTa.  MOHUTOPHUHI  COCTOSIHMSI ~ JOKYMEHTa, OTIpaBJIEHHOI'O  Ha
coryiacoBanue. MOHMTOPUHT BBINOJIHEHUS MTOPYUYEHHit 1o pesomonuu. IIpocMoTp
uctopuu. Iloanucanme JOKYMEHTOB dJeKTpoHHOM moxamuckio (DIT). Obmas
uHpopmanus o6 aJeKTpoHHON moamucu B DirectumRX. ABToMaTHdeckoe u
pyuHoe rnoamnucaHue. Pesynbrar noANMCH: COTJIACOBAHO, COIVIACOBAHO C
3aMeuYaHUsIMM, HE corjiacoBaHo, yTBepxkaeHo. IIpocMorp undopmanum o6 IIT.
IIpeobpazosanue B PDF c¢ ormerkoii 06 DII. DKCHOOPT W UMIIOPT JIOKYMEHTOB.
OxcnoptT Bepenit nokyMeHTa. MIMIIOpT B HOBYIO BEPCHIO, B TIOCIIEIHION BEPCHIO.
6.  Pabora c 3anavamu u 3aaanusamu B Directum RX

6.1. OCHOBHBIE TIOHSITHS
Ornuune nousTuit «3amaday u «3amanue». YBemomienue. Ilanku: Bxopsmue,
Hcxopsimpe. OOmasi cxema >KU3HEHHOTO IMKJIAa 3aadyd: 3allyCK HOBOM 3amaun
(MHMIMANU3aLus), NOJyYeHUe 3a[aHus HCHONHUTeNeM (B paboTe), BLIIONHEHHE
3a/aHusl  (BBIIOJIHEHO), IIOJyYeHHE HHHIMATOPOM  3aJIaHHsA-KOHTpONb (Ha
KOHTpOJIE), IPUHATHE 3aJIa4M WM OTHpaBKa Ha 1opaGoTky. Bujsl 3ama4: npoctas




3a7a4a, 3ajla4a Ha cBOOOJHOE corllacoBaHMe, 3ajlaua Ha pacCMOTPEHHE JOKYMEHTa,
3a/ava Ha HMCIIOJIHEHWE IOPYYeHHMH, 3aJada Ha COIVIACOBAHME MO PEriiaMeHTY,
3aja4a Ha o3HakomieHue ¢ OP/1.

6.2. Co3naHue npocToii 3a1aun
O0630p KapTO4KM — TOJISI JUIsl 3AlOJIHEHHS, OONAacTh BJIOKEHMH, 0067acTh
NEepenucKy, TMaHelb JecrBui. Hacrtpolika wmapumpyra 3amauu. Hcropwusl.
Hactpolika npaB nocryna. Ilepenucka mo 3amauve. M3mMeHeHHe TeKcTa 3aJiayd U
saganus. OtnpaBka 3agaud Ha BbinonHeHue. [lomyuenue 3ananusi. Kaprouka
3afanus. Beinonnenue 3ananus. [lpuemka padot mo 3amade. OTciaexXuBaHue X074
BBIIIOJIHEHMSI 3a/1a4/3aianuid. Cozanue nmomzanad. [IpekpaiieHue U pecrapt 3a/au.
CniocoOsl BiokeHus: 00bekToB. OTIpaBKa 3a1a4u (3a1aHusl) BIOKEHHEM B APYTYIO
sajavy. IIpocmorp Bnoxkenuii. Haznauenue npaB Ha BioxeHue. [loamucanue
BnoxxeHuit DI, Y naneHnue BioxKeHHii.

6.3. 3ajaya Ha COrJIacOBaHUe IO peryiaMeHTy
O630p moneil kapTOUKHM 3afaydl — TeMa, PerjiaMeHT, COIJIaCYIOIlHe, JpyrHe
YYaCTHHUKH, 00nacTh BioKeHMs, o6nacte nepenucku. Joctym. [Tanens jeicTBrii.
OtnpaBka JOKyMeHTa Ha coryiacoBanue. Kaprouka 3ajgaHus Ha COMNIACOBaHHE.
O6nacte mnepenucku. OOnacte BioxeHud. OO6NMaCTh PEKBH3UTHI JIOKYMEHTA.
Ilanens pedicTBHi. BeInonHeHHe corjlacoBaHMs: COIJIAacOBaTh, Ha A0paboTKYy,
nepeanpecoBaTs. JloGaBurh  cornacyiomero. MOHMTOPUHI  COTJIACOBaHHUS
JNOKyMeHTOB. DopMUpOBaHUE JINCTA COTTIACOBAHUS.
7.  Pabora ¢ nopyuenussmu B Directum RX

A P ITopyuenue B cucteme Directum RX
OcHoBHble d3Tanbl paboThl ¢ nopy4deHUsMH. CIocCOOBI CO3NAHHS ITOPYUYESHHUS
IIOMOLIHUKOM, UCIIOTHUTEJICM.

1.2. 3ajlaya Ha UCITOJIHEHUE TTOPYYeHHS
Kaproyka mopyuenuss — Tema, 00jacTh MOSICHEHHE, CPOK, 00NacTh MEpernucKH,
obnacts BnoxeHui. Co3maHue Moj3ajayu B paMKaxX MCIIOJHEHHs IIOPYyYEHUIA.
BapuaHTEl MCIOJNHEHHUs MOPYYCHUH: BBINOJHUTB, 3alPOCUTEH MPOIJIEHHE CPOKa,
co3zarh Ioa4MHeHHoe mnopydeHue. [leuars nopyuenus. Bxnanka nopydenwe.
Hcropus. Bemonnenne nopyuenus. KoHTposib HCTIONHEHUS TTOPYYEHHH.
8.  Ilouck o0bekToB B Directum RX

BosmoxkHocTr nmomncka o6bekToB B cucteme. CTpoka noucka. PacimmpeHHbIi
nouck. Kpurepum noucka. CnocoObl 3amaHus KpHUTepueB IoucKa. HenaBaue
nokymeHThl. HenaBuue 3aanus.
9. Bozmoxxnoctu MU B COJ],

9.1 OGpaboTka JOKYMEHTOB C IOMOIIBI0 MexaHM3MOB Ario. CpaBHeHue
JIOKYMEHTORB.
Co3panne KapToukM JIOKyMeHTa/oOpallleHusi U3 CKaH-o0pasza, KiacCHUKALs
obpamenuii B coorBercTBUM ¢ ObuepoccuiickuMm kinaccudukaropom. OG630p
BO3MOKHOCTEH CpaBHEHHUSI COIEPXKUMOIO IOKYMEHTOB M BEPCHH JOKYMEHTOB.




PesynpraT cpaBHeHHS .

9.2 Cosnanue BepcUH JOKYMEHTA C MOMOIIBIO reHepaTusHoro U,
Cosjianue BepcuUM JOKYMEHTa Ul HMCXOMSIIETO MHCHMA, CIYKEOHOH 3amHucKH,
npuKasa, MPUIOKEHHS K JOKYMEHTY UM IIpOCTOro JIOKymeHTta. Pesymerar
[IOATOTOBKH TEKCTA JOKYMEHTA.

9.3 IloaroroBka aHHOTALMH K JOKyMEHTY. BOITPOCHO-OTBETHBIH MOMUCK.
[logroroBka aHHOTAMM  TiepeJi OTHPABKOM  JIOKYMEHTOB  3ajaueil  Ha
paccMOTpeHHe, 03HAKOMIJIEHHE MJIM COMIacoBaHHe (CBOOOIHOE, MO MpOIeccy W
110 periaamMenTy). BonpocHO-0TBETHBIH MTOHCK.

10.  HMroroBoe TecTHpOBaHUE.

KAJIEHAAPHO-TEMATUYECKUMN IJIAH

AcHb

Yuebnnrii

3nakoMmcTBo ¢ Directum RX

[IpenBapurenbnas HacTpoHKa Iepe] HauaioM paboThl ¢ CHCTEMOI
[TpoBoauuK BeG-KiIHEHTA

[Tanmku B Directum RX
Hoxyments! B Directum RX
PaboTa ¢ 3anayamu 1 3aganuavu B Directum RX I nenb
Pabota ¢ nopyuenusmu B Directum RX
[Touck 06BexTOB B Directum RX
Boamoxkaoctu MU B COJT

10. |Htororoe TecTHpoBaHHE
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Hroro: 1 xanennapHselit 1eHn




