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1. HEJIX OCBOEHUA JUCHHUIIJIMHBI (MOAYJIS)

1.1|enbto aucuumarabl « CHCTEMBI 3JICKTPOHHOTO TOKYMEHTO000pOTay sBsieTcst popMupoBanue kommeTeHiun [TK-16 u
MOJIy4eHUE HEOOXOIMMbIX 3HAHUW, YMEHUH, HABBIKOB.

1.2|3apavamu nucuuruinHbl « CHCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTay SBIISETCS NOJIYYUTh 3HAHUS 110 OCHOBAM TEOPHUHU H
MIPAaKTUKU B 00J1aCTH pa3paOOTKH U BHEIPEHUS AJIEKTPOHHBIX CUCTEM YIIPABICHUS JOKYMEHTOOOOPOTOM M OM3HEC- MIPOIleccaMu
JUTS Pa3iIMYHBIX MPEAMETHBIX oOsacTeld. M3yunTh Ha3HauEHHEe, TPUHLUI PabOThl U YCTPOHCTBO CUCTEM DIIEKTPOHHOTO
JIOKYMEHT0000pOTa, a TAKIKE CIUHBIC IPUHIIUITBI TOCTPOCHUS CUCTEMBI AJIEKTPOHHOTO AoKyMeHTooOopoTa (CO10). U3yunTs
HOPMATHBHBIE JOKYMEHTHI U CTaHAAPTHL. [10IydnTh IpaKTHYECKHe HABBIKM PabOTHI CO CIIPABOYHO- HOPMATHBHOM JINTEPATYpOl B
00J1aCTH AJIEKTPOHHOTO JJOKYMEHT0000pOTA.

2. MECTO JUCIHHUIIJIMHBI (MOAY.JI5I) B CTPYKTYPE OBPA3OBATEJIbHOM ITPOI'PAMMBbI

[k (paszen) OIT: [51.B.11B.02.01

3. KOMIIETEHIIMHN OBYYAIOIIETI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSA JUCHUIIIMHBI (MOY JIS)

[IK-3 CnocoGeH ocylecTBIATh MPOBeIeHHE PaOOT 10 00pabOoTKe U aHAIN3Y HAYYHO-TEXHHUYECKOH MH(POPMALINU U PE3yJIbTaTOB
HCCIIEIOBAaHUN

I1K-3.1 ITpuMeHseT HOpMAaTUBHYIO JOKyMEHTAIUIO B COOTBETCTBYIOIEH 00JaCTH 3HAHUI

40.011. Mpodeccuonanbuplii cranaapt "CIIEHUAJIUNCT ITO HAYYHO-UCCJIIEJOBATEJBCKUM U OIIBITHO-
KOHCTPYKTOPCKHUM PA3PABOTKAM", yrBep:kaéHHbIi NpuKka3oM MuHUCTepCTBa TPYAA H COLUANILHOI 3amMThl Poccniicko
®enepanum ot 4 mapta 2014 r. N 1211 (3aperucrpupoan Munucrepcrsom octunnu Poccuiickoii @enepannu 21 mapra 2014 r.,
peructpanuonnsiii N 31692)

IK-3. A. IIpoBeneHne HayqHO-UCCAEOBATENECKIX U ONBITHO-KOHCTPYKTOPCKHUX Pa3padOTOK MO OTAEIBHBIM pa3fesaM TeMbI
A/01.5 OcymiecTBieHne IPOBEIEHHS PabOT 10 00pPabOTKE U aHANN3Y HAyIHO-TEXHHIECKOH HH(POPMAIMHU U Pe3yIbTaTOB UCCIICIOBaHUH

B pe3yabTaTte ocBoeHNs JMCHUILIUHBI (MOIYJIs1) 00yUaloMiics 10JIKeH

3.1{3naTn:

3.1.1]|o0mme mpuHIUIBI 0)OPMIICHHS HOPMATHBHBIC JOKYMEHTAIINH;

3.1.2|croco0bl peanu3aliy arOpuTMOB 00paObOTKH JOKYMEHTOB;

3.1.3|O0CHOBBI MEHEXKMEHTA, PEaATM3YIOIINE MPHHIUITBI 3JIEKTPOHHOTO JOKYMEHT0000pOoTa;

3.1.4|ocHOBHBIE BUIBI Pa3METKH TEKCTA; OCHOBHBIE (JOPMATHI 3JIEKTPOHHBIX JOKYMEHTOB U OCOOCHHOCTH MX HCIIOJIL30BaHHUSI.

3.2|Ymerh:

3.2.1|npaBuibHO MOArOTaBIUBATH JOKYMEHTHI K 00pabOTKe B 2JIEKTPOHHOM CHCTEME JOKYMEHTO000POTa,;

322 OLCHMBATb Ka4€CTBO I/IH(I)OpMaIII/IOHHI)IX TeXHOHOFHﬁ; pa3pa6aTI>IBaTI> TEXHOJIOTHN O6pa6OTKI/I OJICKTPOHHBIX JOKYMCEHTOB,

3.2.3|TOTOBUTH U HpeOGpaSOBHBaTB JOKYMCHTEI B Pa3JIMYHBIX (I)opMaTax; pa3dMeyaTb TCKCT B COOTBETCTBHU C ITPABUIIAMHU 3aJaHHOI'O
sA3bIKa Pa3METKU,

3.2.4|m07B30BaThCS CUCTEMOM yHpaBJiCHUs BEPCUAMMU; IT10JIB30BATHCA CHCTEMOM TPpECKUHTI'a OIIMOOK.

3.3|Baagers:

3.3.1|Bnazers: MeTOAaMH HOATOTOBKH JOKYMEHTOB K 00pabOTKe B CUCTEME 3IEKTPOHHOTO JOKYMEHTO000pOTa,;

3.3.2|HaBBIKaMU HCO6XOL[I/IMI)IMI/I JUISL UCIIOJIB30BaHUS PYKOBOAAIINX JOKYMEHTOB,; HaBbIKAMU OLICHKU Ka4€CTBa I/IH(bOpMaI_[I/IOHHI)IX

TEXHOJIOTHH.
4. CTPYKTYPA U COAEPKAHME JUCIUIIJIMHBI (MOAYJISA)
Kon HanmenoBanue pa3aenoB u TeM /BH 3aHATHUS/ Cemectp / | Yacos | IIpumeuyanue
| 3aHATHSH Kvpc
Pa3zpen 1. CucreMsl 3J1eKTPOHHOI0 A0KYMEHT0000poTa. OCHOBHbIEC NOHSITUS U
onpeneneHus
1.1 OyHKIMH, 331291 U 0OCOOCHHOCTH AJIEKTPOHHOTO JOKyMeHTooOopoTa. /JIex/ 7 1
1.2 3HaKOMCTBO C HHCTPYMEHTAJILHOM cpenoit paspadorku VBA. /TIp/ 7 2
1.3 HopmaTtuBHBIE TOKYMEHTEI, perTIaMEHTUPYIOIIIE JeTOIPOU3BOACTBO. /JIek/ 7 1
1.4 Co3pnanue u BelieHHE HHPOPMAIIMOHHO — TOKYMEHTAJILHON 0a3bl. Y CTAaHOBKA U 7 11
HacTpoiika cucreMsl /Cp/
Pa3nen 2. lokyMeHT0000pPOT U yNIpaBJjeHYecKast 1eATeJIbHOCTh
2.1 JIOKyMEHT Kak 3JIeMEHT YIpaBlIeHIeCKOU esiTenbHOCTH. /JIex/ 7 2
2.2 Co3aHue 1 KCIIONb30BaHUE MAaKPOCOB B mporpammax nakera MS Office. /TIp/ 7 2




2.3 O6nekTh! mporpammbl MS Excell u nporpamMHsiii joctyn K HuM. /TIp/ 7 4

2.4 JIOKyMEHT000O0pOT KaK COCTaBHAs YaCTh YNPaBICHYECKOH esTeabHOCTH. /JIex/ 7 2
2.5 O0bexTsl nporpammsl MS Word 1 nporpamMmusblii goctyn k HuM. /IIp/ 7 4
2.6 DNEKTPOHHBIN TOKYMEHTO000POT U 3 (HEKTHBHOCTD YIPABICHYCCKOMN e TeIbHOCTH 7 2

npeanpustus. /Jlex/

Paznen 3. CucreMsl 3/1eKTPOHHOI0 JOKYMEHT0060pOTa

3.1 ADpXUTEKTypa COBPEMEHHBIX CUCTEM 3JIEKTPOHHOIO I0KYyMEHT0000poTa. /JIex/ 7 2
3.2 Pa6oTa ¢ 6a30BBIMH AITOPUTMHUECKUMHU CTPYKTypamH si3bika VBA. Bersienue, 7 4
kbl /TIp/
33 TexHOJI0ruu, UCIONB3YEMBIE ITPH Pa3paboTKe CHCTEM AJIEKTPOHHOTO 7 2
JIoKyMeHToo0opoTa. /JIex/
34 Pabora ¢ maccuBamu u daiinamu. /TIp/ 7 2
3.5 ABTOMaTH3aIIMS JOKYMEHTOO00POTa MAIBIX MpeanpusTHid. /JIex/ 7 2
3.6 Peanm3zanus npouenyp u pynkuuii Ha VBA. /TIp/ 7 2
3.7 3amuTa HHGOPMAIIMHU B CHCTEMaX JIEKTPOHHOTO JOKyMeHTooOopoTa. /JIek/ 7 2
3.8 Peanu3zanus rpaduueckoro untepgeiica nporpamm Ha VBA. /TIp/ 7 4
3.9 Ucnons3oBanue VBA st noctyna x 6azam nansbix /I1p/ 7 4
3.10 Hcnonb3oBanne VBA mmst co3ganHus 0T4eTOB | npe3enTanuii /TIp/ 7 4

Pa3nen 4. CamocTosiTesbHasi paboTa

4.1 IMoaroToBka k nexuusam /Cp/ 7 8

4.2 IMoaroToBka K mpakTHIecKUM 3aHsATHsIM /Cp/ 7 32

Pa3ngen 5. KoHTaKTHbIE Yachbl HA aTTECTALMIO

5.1 3auet /KD/ 7 0,25

5. OHEHOYHBIE MATEPHUAJIBI

OrneHOYHBIE MaTepUabl ISl IPOBEICHUS TPOMEXKYTOYHON aTTeCTallii 00YYAIOIIIXCS IPUBEICHBI B PHIIOKEHNH K pabodeil mporpamme
JUCLIUIUINHBIL.

DopMBI B BHBI TEKYIIET0 KOHTPOJISI O TUCHUILIHHE (MOJIYITIO), BUIBI 3a/IaHUH, KPUTEPHUU HX OLCHUBAHUS, paclpeeeHre 0aJuioB Mo
BUJIaM TEKYILETO KOHTPOJIS pa3padaThIBalOTCS MperogaBaTeseM JUCIUIUIMHEL C YYETOM ee CIIeHU(HUKN U JOBOASATCS 10 CBEICHUS
00y4aroIuXcsl Ha IEPBOM yueOHOM 3aHATHH.

Texy1uii KOHTPOIIb YCIIEBAEMOCTH OCYILECTBIIAETCS NIPENOoaBaTeNeM JUCHUIUINHBI (MOLYJIsl), KaK IPaBUIIo, ¢ ucnoab3oBanueM DMOC
WM IIyTEeM NPOBEPKH MHUCbMEHHBIX paboT, IPeyCMOTPEHHBIX pabOoYMMH IPOrpaMMaMH JUCLUIUIMH B PaMKaX KOHTaKTHOH paboThI U
CaMOCTOATENbHON paboTh! 00yyatomuxcs. s huKcupoBaHus pe3yIbTaToB TEKYILET0 KOHTPOIIS MOXKET ucnonb3oBathes DMOC.

6. YHEBHO-METOJNYECKOE H THO®OPMAIIMOHHOE OBECHHEYEHUE JUCHUIIIMHBI (MO1Y JIS)

6.1. Pexomenayemasi iutepaTypa

6.1.1. OcHoBHAs1 TUTepaTypa

ABTOPBI, COCTaBUTETHN 3arnaBue Uznarensc D1. anmpec
TBO. IO
JI1.1 |llysanora H. H., OCHOBBI JICTIONPOU3BO/ICTBA. SI3BIK CITy’)KEOHOTO JOKYMEHTA: Mocksa: https://urait.ru/bcode/4
HBanosa A. 1O. YueOHUK U IPAaKTUKYM IOpaiir, 39062
2019

6.1.2. lononHuTeIbHAS JUTEPATYpPa

ABTOpLI, COCTaBUTCIIN 3arnaBue I/IBZ[aTeIILC Ol aapec
TBO. TOTT




ABTOpLI, COCTaBUTCIIN 3ariaBue HBH&TGHLC O azpec
TBO. I'OJT

J2.1

Amnankas A. T. 3ammTa 3JeKTPOHHOTO IOKYMEHTO000poTa: YuebHoe nocodre  |Omck, 2019| https://e.lanbook.com/b
00k/149493

6.2 UndopMannoHHbIe TEXHOJOTMH, HCIOJIb3yeMble TIPH OCYIIecTBJIeHHH 00pa30BaTeILHOr0 Mpolecca mo TUCHHILINHE (MOIY.TI0)

6.2.1 ITepeyeHb JTULEH3UOHHOIO H CBOOOJHO PACHIPOCTPAHAEMOI0 IPOIPAMMHOI0 o0ecredeHust

6.2.1.1

Microsoft Windows 8 No 0342100004814000045

6.2.1.2

Microsoft Office 2013 Professional Toroeop No 0342100004814000045

6.2.2 Ilepeyenb npodeccHOHATBHBIX 023 JAHHBIX U MHGOPMALHOHHBIX CIPABOYHBIX CHCTEM

6.2.2.1

Hayunas snexrponsas 6ubanoreka eLIBRARY .RU - kpynneiimuii poccuiickuii HHGOpPMalOHHO-aHATUTHUECKU IOPTAl B
00JIacTH HayKH, TEXHOJIOTUH, MEIHMIMHBI 1 00pa3oBanus. Pexxum mocryma: http://elibrary.ru

6222

ba3za xuur 1 my6uKanmit JnekTporHoi ondmmoTekn "Hayka u Texanka'"- http://www.n-t.ru

6.2.2.3

Topran ms pa3paboTYMKOB AICKTPOHHOU TEXHUKHU: http://Wwww.espec.ws/

6.2.2.4

Baza nannbix «bubnuoreka nporpammucta» https://proglib.io/

6.2.2.5

Iapanr.py https://www.garant.ru/

6.2.2.6

Koncynbrantllnoc http://www.consultant.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUTIIIMHBI (MOJY JIST)

7.1

VYueOHble ayIUTOPUH IS TPOBEICHHS 3aHATHI JISKIIMOHHOTO THIIA, YKOMIUIEKTOBAaHHBIE CHIEIUATM3NPOBAHHON MEOEbIO U
TEXHUYECKUMH CPEACTBaMH 00yUeHHS: MyJIbTUMeINITHOe 000pyJOBaHUE ISl IpeloCTaBIeHIs yueOHOH nHpOopMau O0JIbIION
ayAUTOPUH W/WJIH 3BYKOYCHIIMBAIOIee 000pyJ0BaHue (CTAIIMOHAPHOE WITH MIEPEHOCHOE).

7.2

VueOHble ayAUTOPHH ISl IIPOBEICHHS 3aHATHI CEMUHAPCKOTO THUIIA, TPYIIIOBBIX U WHMBHIYAJIbHBIX KOHCYJIBTAIUH, TEKYIIETO
KOHTPOJIS U TPOMEXYTOYHOM aTTECTALIMH, YKOMIUIEKTOBAHHBIC CIICIAATN3HPOBAHHON MEOCIBIO i TEXHMIECKHMH CPEACTBAMA
00yueHus: MyJIbTHMEMITHOE 000pyJOBaHHE W/UIIN 3BYKOYCHIMBAIOIIEE 000pyJOBaHHE (CTAlMOHAPHOE MM IIEPEHOCHOE)

7.3

[Tomerenus Ui caMOCTOSITENBHON PabOTHI, OCHAIIIEHHBIE KOMIIBIOTEPHOM TEXHUKOW C BO3MOXHOCTBIO IOJKIIIOYEHUS K CETH
"WHTepHeT" 1 00ecrieYeHueM JIOCTYIa B JJIEKTPOHHYIO HH()OPMAaMOHHO-00pa30BaTeIbHYIO CPEy YHUBEPCHUTETA.

7.4

Iomemenust 1y1st XpaHeHHsT H TPOPIIAKTHIECKOTO 00CTYKUBaHUS yueOHOTO 000pyI0BaHHS

1.5

Y4eOHble ay TUTOPUH JUIsl IPOBECHHUS JIAOOPATOPHBIX pab0T YKOMIUIEKTOBAHBI CIICIIUATM3UPOBAHHON MEOEIBI0 M TEXHUUECKUMHU
cpeacTBaMu 00yuYeHHs: HOYTOYKH HITM KOMIBIOTEPHI, OKII0YeHHBIE K JIokanbHOH ceti CamI YTIC.




