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1. MACIOPT PABOYEM IMTPOI'PAMMBbBI YUYEEHOM JUCITATIINHBI

OI1.12 Cucrembl 3JIeKTPOHHOI'0 JOKYMEHT0000poTa

1.1. OO6aacTh NpUMEHEHUsI NPOrPaAMMbI

Pabouas nporpamma yue6Ho#t qucuuminabl OI1.11 Cuctembl 31€KTpOHHOTO
JOKYMEHTO000pOTa, SABIAETCS YacThbiO MPOTPAaMMbl MOJATOTOBKH CIIELIMAIMCTOB
cpeanero 3BeHa (IITICC3) B coorBercTBUU ¢ ®I'OC no cnenuansHocTH 46.02.01
JIoKyMeHTallMOHHOE 00eclieueHne yNpaBieHUs U apXUBOBEICHHE

[Iporpamma yueOnHoit mucuumumabsl  OIL11  CucteMbl  3J€KTPOHHOIO
JOKYMEHTO000pOTa, MOKET OBbITh UCIIOJIH30BaHA B JOMOJHUTEIHLHOM MPO(QUIBHOM
oOpazoBaHud U MNPOPECCUOHANTBHOW TMOJArOTOBKE MO MNPOPUIIO MPOrpaMMBbl
NOJrOTOBKM  CIELMAIUCTOB  cpeAaHero  3BeHa  cnenuanbHocth  46.02.01
JlokyMeHTalMoHHOE o0ecrieuebHIe YIpaBIeHUs U apXUBOBEICHHUE.

1.2. Mecto yueOHoii ucuuiiniabl B ctpykrype IINICC3.

VYueonas nucuuruimaa OI1.11 CucteMsl 37€KTPOHHOTO TOKYMEHTO00O0pOTa,
BXOJUT B  JUCHUIUIMHBL  MPOPECCHOHAIBHOTO IHUKIAa y4eOHOTO IUIaHa
cnermanbHoctd  46.02.01  IoxkymeHTanmoHHOEe OOECreYeHHe YNpaBICHUS W
apXUBOBEJICHUE.

1.3. Ilesu u 3a1a4u y4eOHOH TUCUMILIMHBI — TPEOOBAHUSA K
pe3yJibTaTaM OCBOEHMS Y4eOHOM JUCIUNIHHDI:

B pesynprate ocBoenumst yueOHou auciuruimabl  OIl.11  Cucremsl
ANEKTPOHHOTO JOKYMEHTO000pOTa 00YUaIOIIUNACS TOJKEH YMETh:

— BecTU paboTy B CUCTEMax 3JIEKTPOHHOTO TOKyMEHTOO00POTa;

— WCIOJIb30BaTh WH(GOPMAIIMOHHBIE PECYpPChl I TOUCKa W XPaHCHHS
uHopManuu;

— YUTaTh (MHTEpPIPETUPOBATH) uHTEpdEic CHEUUATTN3UPOBAHHOTO
IPOrpaMMHOT0 00ecTieueHus, HaXOAUTh KOHTEKCTHYIO MTOMOIIb, padoTaTh €
JIOKYMEHTAIUEH;

— MPUMEHATH CHEIUATH3UPOBAHHOE MPOrpaMMHOE obecmeueHue aisi coopa,
XpaHeHus, 00padOTKU U TOWCKA JOKYMEHTOB;

— paboTaTh C MIEKTPOHHBIMH TOKYMEHTAMHU;

— HCHOJIb30BaTh CETEBbIE NPOTpaMMHBIE U TEXHUYECKHE CpEICTBa B
podecCHoHaIbHOMN AeATSILHOCTH;

— pabotaTh ¢ 6azamu gaHHBIX MS Access.

B pesynprate ocBoenus yueOHoM auciumiuHel OIl. 12 Cuctemsl
AIEKTPOHHOTO JJOKYMEHTO00O0pOTa 00YUAIOIINICS TOJKEH 3HAMb.!



CTPYKTYpPY IIPOTrPaMMHOI0 00eCIeYeHUS;

PBIHOK CHELUATU3UPOBAHHOTO MPUKIIATHOTO IPOrPaMMHOr0 00ECTIeYeHUs B
00J1acTU JOKYMEHTAlIMOHHOTO 00ECIIeYeHUs yIIPaBICHUS U apXUBHOTO Jiena
(aBTOMaTHU3UPOBAHHBIE CUCTEMBI YIIPABICHUS JOKYMEHTaMHu);

TexHojoruto padotsl B CYB/;

NEPCIEKTUBHbIE HaMpaBieHUs HWH(QOpMATU3ALMK JOKYMEHTAlMOHHOTO
oOecrieueHus ynpaBieHUs U apXUBHOTO JIENa;

OCHOBHBIE YTpO3bl HH(POPMALIMOHHOM 0€30MMaCHOCTH.

3Hanuss ¥ yMmeHus no jgucuumuinHe OIL11  Cuctembl 3I€KTPOHHOTO
JIOKyMEHTO000poTa opueHTHUpoBaHbl Ha (opmupoBanue o6mux (OK) u
npodeccronanbubix (I1K) koMnereHumii:

Kona HaumeHoBaHue pe3yJibTaTa 00y4eHUs!
OK 1. OK 1. [ToHnMaTh CYIIHOCTB U COLMANIBHYIO 3HAYMMOCTh CBOEH Oyayiel mpodeccuu, NposBIsTh K
Hell yCTOMUMBBIN HHTEpEC.
OK 2. OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO HAEATEIIBHOCTb, BBHIOMPATh THIIOBBIE METOIBI M CIIOCOOBI
BBINIOJIHEHHSI TPO(eCCHOHANBHBIX 33/1a4, OIIEHHBATh UX AP PEKTHBHOCT U KAUYECTBO.
OK 3. OK 3. IlpyHMMaTh pemieHHs B CTaHJIAPTHBIX M HECTaHIAPTHBIX CHTyallUIX W BECTH 3a HHX
OTBETCTBEHHOCTb.
OK 4. OK 4. OcymecTBisaTh MOUCK M UCIIONB30BaHMS WHPOPMAIMK, HEOOX0MMOU sl 3(h(EeKTHBHOTO
BBINIOJIHEHHSI TPO(eCCHOHANBHBIX 33/1a4, MPO(GEeCCHOHATIBHOTO M JIMYHOCTHOTO PAa3BUTHSL
OK 5. OK 5. Hcnosnb3oBaTh MH(POPMALHMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTHH B MpOodeccHoHaTBHOM
JIeSITEIIbHOCTH.
OK 6. OK 6.PabGortath B KOJUIGKTHBE M KOMaHje, d((PEKTUBHO OOLIATHCS C KOJUIEraMH, PyKOBOJCTBOM,
NOTPCOUTEIISIMH.
OK 7. OK?7. bparp Ha ce0s OTBETCTBEHHOCTh 32 PabOTy YICHOB KOMaH[bl (TOJYMHEHHBIX), Pe3yJIbTaT
BBIITOJIHEHHSI 33 1aHUSL.
OK 8 OK 8. CaMocTosITeNnbHO ONpEAesATh 3aJa4d MPO(PECCHOHAIBHOTO W JIMYHOCTHOTO pa3BUTHS,
3aHMMAThCsI CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHMPOBATH NOBBIICHNUE KBAJIM(HKAIIH.
OK9 OK9. OpueHtHpoBaTbCs B YCIOBHSIX YacTOM CMEHBI TEXHOJOTMH B MpodhecCHOHAIBHOM
JESITEIIbHOCTH.
IIK 3.2 BEINOIHATE TEKCTOBBIE pabOTHI pa3HOM CTENEHH CIIOXKHOCTH B TEKCTOBOM peaakrope MS Word.
IIK 3.3 BrInoaHsITh 00pabOTKY JAHHBIX B 9JCKTPOHHBIX TAOJIMIIAX.
IIK 3.5 OpraHu30BbIBaTh JOKYMEHT0000pOT B ciry:k0e JIOY npeanpustus.

nporp

1.4 Pexomenayemoe KOJIM4YECTBO YaACOB HA OCBOEHUE NPUMEPHOI
aMMBbl Y4eOHOH TUCUMIJIMHBI:

MaKCHUMaJIbHOW y4eOHOM HArpy3KH o0ydaromerocs: /8 4acoB, B TOM YHCIIE:
- 00s13aTeIbHON ayAUTOPHON y4eOHON HArpy3Ku oOydaromerocs: 52 Jaca,

- caMoO

CTOATENHLHOM paboThl 00yJaromerocs 26 4acos.




2. CTPYKTYPA U COAEP)KAHUE YUEBHON JUCIUILJIAHBI

2.1. O0bem yueOHOI TUCHUILUIUHBI U BUAbI y4eOHOH padoThl

Bua yyeOHOM padoThI Ofrem
4acos
MaxkcuMmasbHas yueOHasi Harpy3Ka (Bcero) 78
Oobs13aTesibHAsA ayIMTOPHAas yuyeOHAasi HArpy3Ka (Bcero) 52
B TOM YHUCJIE:
- 1abopaTtopHbie pabOTHI -
- IPAKTUYECKHUE 3AHATHUS 42
- IPOBEPOYHbBIE PAOOTHI 10
CamocrosiTesibHas paboTa o0y4yalonierocs (Bcero) 26
B TOM YHCJIE:
- BBIMIOJIHCHUE JOMAITHUX 3aJaHUN MO0 HaNUCaHUI pedeparon 26

no TemMe yuyeOHOro mMarepuana C MOCIeAyIOUIeH opraHu3aluei
JocTyna TO JIoOKanbHOW ceTth. PabGoTa ¢ 3lEKTPOHHBIM
y4eOHHKOM

HUmozcosas ammecmayus 6 popme oughhepenyuposannozo zauema




2.2. TemaTrnuyeckuil mjiaH u cogep:kanue ydyeoHoi qucuunannsl OIl.11 CucteMbl 3JeKTPOHHOI0 JOKYMEHT0000poTa

HaumenoBaHue pa3jiesioB u Copep:xanue y4eOHOro MaTepuasa, JJabopaTopHbie padoThl M NPAKTHYECKHE 3AHATHSI, CAMOCTOATEIbLHAS padoTa O61bem Yposenn
TeM o0y4Jarommxcs, KypcoBasi padora (IpOEKT) (ec/iu npedycmMompeHul) 4acoB OCBOEHHS
1 2 3 4
82
Pazmen 1. Cooepoicanue yuebnozo mamepuaia 8
WNudopmannonHoe 1 Beenenue. Mudopmarrionnsie cucteMbl. OCHOB b€ MOHSTHSL. 33/1a4H, pelIaeMble C TIOMOIIBI0 HH(POPMAIMOHHBIX 2
obecrieyeHme TexHonoruii. CoBpeMeHHbIEe TeHACHINHU Pa3BUTHSI MHPOPMAMOHHBIX TEXHOJIOTHI
YTIPABJIEHYECKOH 2 ABTOoMaTu3upoBaHHoe pabouee Mecto (APM) u ero ocHamenne. APM crenmanucta. TexHudeckas U mporpaMmHas
ACATCIIBHOCTU peanmzanysi KoMneloTep oro opuca TexHomnorus "kinueHT-cepsep”
3 Hasznauenue nporpammuoro odoecneuenusi. CTpyKTypa mporpaMmMHoro ooecrieuerusi. [lakeTbl mpuKkiaaHbIx
nporpamm. [Taker MS Office — unTerpupoOBaHHas cpeaa
4 CeTteBble TexHOJIOIMH B yripaBieHud. JlokaneHble cetn. OcHoBHbIe (yHKIMK cetn  Kiaccudu aunms JIBC
[epenaua nndopmarnuu B cetu. I'modanbHas cetb MHTEpHET
5 Jenonpon3BoICTBO U IOKYMEHTOOOOPOT C MCIOJIb30BAHUEM CHCTEM 3JIEKTPOHHBIX KOMMYHHUKAIIHH.
KopnopaTBHbIE CHCTEMBI IOKYMEHTOO00POTa
6 HNudopmanmonHas 6€3011acHOCTh aBTOMATU3UP BaHHBIX CHCTEM M CeTeil A THBHpYCHas 3aluTa HH(POPMaIIHK:
3ammra KOMITBIOTEPHOM HHpOpMaLIUH
CamocTrosiTesibHasA padoTa 00y4YalOIMXCA: BBITOJHCHNE JOMAIIHUX 3aJaHUi 110 HAMCAHUIO JIEKTPOHHBIX pedepaToB 1o 10
TeMe y4eOHOro Matepuaa ¢ rmocjeyolieii opranu3aipeii 10CTymna no JIOKajabHOU ceTd. PaboTa ¢ 3J1eKTpOHHBIM
yuEOHHKOM
Paznen 2. 44
[IporpammHoOe obecrieueHue
YIPaBJIEHYECKOU
JEeATEIIEHOCTU
Tema 2.1. Conepxanue y4eOHOT0 MaTepuana 2
Cucrema ynpaBieHHs 1 OcCHOBHBIE IOHATHS U OnpeaeneHus Teopur 6a3 qanHbIX. OcHOBHBIE TOHATHS MS Access. OCHOBHBIE THITHI 2
peSIUOHHBIMU 06a3aMu nmaHabIX. CBOMCTBA Mol 0a3bl JaHHBIX.
na"gabix MS Access [IpakTryeckue 3aHATH: 22
IIp 1. | Oxuo nmpunoxenusst MS Access u okHo 6a3bl qanHbX. Co3man e ba3er qanaeix Co3maHue IpocToi TaOIHIIE ¢ 2
momotmipio Mact pa u B pexume Korcrpykropa. 3amonaenne Tabmui. OCHOBHBIC IPUEMBI PA0OTHI C TAHHBIMH
IIp 2. |PenaktupoBanue 6a3sl faHHBIX. CO3/1aHHE HOBOTO IOJIS C UCIIOIB30BaHUEM ITOJICTAHOBKHU 3HAYECHHUH U C 2
(ukcupoBaHHBIM HabOpoM 3HaueHnH. CO3/TaHre U 3aMoHEeHH  T10J1s ¢ oTorpadueit 2
IIp 3. | Opranuzamnus paboTeI ¢ JaHHBIMHU. Y CTaHOBKA cBs3eil. Co3manue u 3amomHenne ¢popmel. [IpencraBnenne 3anmcei
B popme. CoptupoBka u guinbTpanus JaHHBX. [lonck nanubex. Co3qanne u mpuMeHeHne QuiIbTpa 2
IIp 4. | Co3manme HOBOTO OIS B TabnwuIle. DIIEMEHTHI yIIpaBIeHUs. BcTaBka aneMeHTa yIpaBieHUs B GopMy.




HaumenoBaHue pa3jiesioB u Copep:xanue y4yeOHOro MaTepuasa, JJabopaTopHbie padoThl M NPAKTHYECKHE 3AHATHSI, CAMOCTOATEJIbLHAS padoTa O61bem YpoBenn
TeM o0yJarommxcs, KypcoBasi padora (IpOeKT) (ec/iu npedycmMompeHut) 4acoB OCBOEHHS
1 2 3 4
Hcnone3oBanue syieMeHTa YIpaBJIeHAS 2
[p5 |Co3pmanme3anp ¢ u ordera. Co3gaHue B 3arpocax BEUHCIsIEMBIX oneil. Odopmiterne otyera. [leuats
00BEKTOB 0a3bl JaHHBIX 2
IIp 7. | Opranu3zamus pabOTHI ¢ JAHHBIMU. Y CTaHOBKA cBsi3ei. Co3/1aHNe MOMYMHCHHO W CBSI3aHHOH (opM 2
IIp 8. |OO6paboTka AaHHBIX C TOMOIIBIO 3aIIPOCOB 2
I[Ip 9 | Co3pmanue 3ampocoB ¢ mapameTpoM
IIpoBepounsbie padoTHI 6
IIp 6 |BrmosnHeHue 3aueTHON padboTel. OqHOTAOMMYHAsS BJ] 3
[Ip 10 | BeimosHeHKe 3aueTHON paboThI B pesMOHHBIX B/] 3
[Ip 11 | BemmosneHue 3aueTHON paboThl. KOoMIIIEKCHBIH 3a4eT 1Mo Teme 3
CamocTosiTeIbHAsI padoTa o0ydJarommxcsa: oTpaboTka onepanuii B mporpamme MS Access, paboTa co cripaBOYHOMN 6
cucremoii Access, pabora ¢ y4eOHO-METOIMUECKOH JIUTEPATYypPOH 10 TeMe
Tema 2.2. Cooepoicanue yuebnozo mamepuana 8
Opranusanus BeieHus [IpakTrueckue 3aHATUS
JICITOTIPOU3BO/ICTBA B 0a3ax ITp 12 | Yuer Bxoasmieit JOKyMEHTallUU 2
na"gabix MS Access [Tp 13 | Yuer ucxoasmieil TOKyMeHTaIN 2
[Ip 14 | OtmpaBKka UCXOAAIIMX JOKYMEHTOB II0 AJIEKTPOHHOM MOUTe 2
Ip 15 | Causinue 6a3bl gaHHBIX ¢ JokymeHToM Word 2
CamocTosiTesibHAsA padoTa 00y4arOIMXCS . BEIIOJIHEHHE 3aJaHIH 110 METOANYECKOMY IIOCOOHIO C UCIIOIb30BaHHEM 2
HapaOOTOK MO CMEXHbIM aucuuiuinHaM «KommnblorepHas 00paboTka ToKyMeHTOB» U «O(hUCHAS TEXHUKA
Tema 2.3. Cooepoicanue yuebnozo mamepuaia 6
ABTOMAaTHU3HMPOBaHHAA IIpakTH4ecKkue 3aHATH
CHCTEMa YIIpaBICHUS IIp 16 | ABToMaTH3aMsI pacChUIKU 2
JOKYMEHTaMHU IIp 17 | Co3ganne KOHBEPTOB 2
[Ip 18 | ABTOMaTH3UpPOBAHHOE 3aIIOJHEHUE TOKYMEHTOB 2
CamocrosiTebHasi padoTa 00y4YaloIMXCsA: OTPaOOTKa TEXHOJIOTHH paboThI B IpOrpaMMe 4
Tema 2.4. Cooeparcanue yuebHo2o mamepuaia 6
Pabora ¢ [IpakTHYeCKUe 3aHATHS
aBTOMATH3MPOBAHHON IIp 19 | OpopMireHHE BXOAAMUX TOKYMEHTOB 2
TPOrpamMMOoi 110 Ip 20 | OhopmnerrEe HCXOIAIINX JOKYMEHTOB 2
ACIOUPONU3BOACTBY Ip 21 | OdpopmieHNE TIPHKA30B 2
CamocrosTebHasi padoTa 00y4aomMXcs: 0TpaboTKa TEXHOJIOTHH PAOOTHI B POTpaMMe; HCIIOIB30BaHNE YIeOHOTO 4

MaTepHaa 1o CMEeXHBIM auciuumHaM «KoMmbrorepHas 00paboTka 7oKyMeHTOB» U «OdrcHas TeXHUKa»




HaumenoBaHue pa3jiesioB u Copep:xanue y4yeOHOro MaTepuasa, JJabopaTopHbie padoThl M NPAKTHYECKHE 3AHATHSI, CAMOCTOATEJIbLHAS padoTa O61bem YpoBenn
TeM o0yJarommxcs, KypcoBasi padora (IpOeKT) (ec/iu npedycmMompeHut) 4acoB OCBOEHHS
1 2 3 4
Bcero: 78

JUis XapaKTepUCTUKH YPOBHSI OCBOECHHUS yUeOHOr0 MaTepHasa UCIONIb3YI0TCs CleAyIoIue 0003HaUeHHS:

1 - o3HaKOMUTEIBHBIN (y3HaBaHUE paHEE U3YUYEHHBIX 0OBEKTOB, CBOWCTB);

2 - penpoAyKTUBHBIH (BBIMOIHEHUE AESITEIBHOCTU IO 00pa3Ily, MHCTPYKIUHU WIH MO PyKOBOJCTBOM);

3 - MPOAYKTUBHBIN (IMIIAHUPOBAHUE U CAMOCTOSITENIbHOE BHITIOJHEHUE ACSTEIbHOCTH, PEIllEHUE
poOJEMHBIX 3aj1a4).




3. YCJIOBHUS PEAJIM3ALIMU PABOYEI MPOTPAMMBI YUYEBHOM
JTUCHUATNIUHBI

3.1. TpeGoBanusi K MUHUMAJIBLHOMY MATEPUAIbHO-TEXHUYECKOMY
o0ecrneYeH NI

Peanuzaums yueOnoit nucuumnuael OIL11  Cuctema 33€KTpOHHOIO
JIOKyMEHTO000pOTa, OCyIIeCTBIsieTcs B  ydeOHOM kabuHere: «KaOuner
uHpopmatuku. Jlabopatopuss uHDOpPMATUKM U KOMIIBIOTEPHOH 00pabOTKH
NOoKyMeHTOB. JlaGopaTtopus HHPOPMATUKU U HH(DOPMALMOHHBIX TEXHOJIOTHH.
JlaGopatopusi TeXHMUYECKMX CpeAcTB ympaBieHus. JlaGoparopus cucrem
ANEKTPOHHOTO JIOKyMeHT0o0OopoTa. JlabopaTopusi HHPOPMALIMOHHBIX TEXHOJOTUM.
JIaGopaTopusi TEXHUUECKUX CPEACTB OOYUECHUSD.

O6opynoBaHue 1a00paTopur U paboUrX MECT JIabOpaTOpHUU:

— CTOJIBI ¥ CTYJbsSI IJIS JICKIIMOHHBIX 3aHSTHH;

— CTOJBI JUII KOMITBIOTEPHOW TEXHHKH, CTYJIbS TIOBOPOTHBIC ISl paOOTHI 3a
KOMIIBIOTEPOM;

— mkad (MoJIKM) JUIsi METOAMYECKUX IMOCOOM M pa3aaToyHOro marepuasa,
MUCHBMEHHBIN CTOJ U CTYJ JJIsl IPEToIaBaTes, KaIto3H.
Texnuueckue cpescTBa 0OyUECHHUS:

— COBpPEMEHHBIE MYJIbTUMEIUINHBIEC TIEPCOHATBHBIE KOMITBIOTEPHI;

— JIOKaJIbHAsI CETh C BBIXOJIOM B INI00anbHYI0 ceTh UHTEpHET;

— CEeTeBOU MpUHTEP, MYJIbTUMEIUNHHAS TOCKA C IPOEKTOPOM.

[IporpammHoe obecrnieueHue:

— onepanuonHas cucteMa MS Windows XP u Brie;

— Internet Explorer 6.0 u Bbiire, uaTerpupoBanubiii maker MS Office XP wu
BBIIIIC; CIPAaBOYHO-TIpaBoBas cucrtema «Koncynbrantllnrocy;

— aHTUBHpYyCHas nporpamma « AHTUBHpYC Kacmepckoroy,

— TMporpamma pacro3HaBaHUs 00pa3oB,

— mpodecCHOHALHO OPUEHTUPOBAHHOE MPOrpaMMHOE oOOecriedeHue B
00JaCTH TOKYMEHTAIIMOHHOTO 00ECIIeYeHU s YIIPABICHUS U apXUBHOTO JIeTa.

3.2. HundopmanuonHoe odecnieueHue o0ydeHus

OCHOBHBIE HCTOYHUKH:

1 Kopnees, U. K. JlokymeHTanimonHoe oOecrieueHHEe YIPaBICHUS : YYCOHUK |
MPAaKTUKYM JJIs1 cpeaHero npodeccuonansuoro oopazosanwus / . K. Koprees,
A. B. ITimenko, B. A. Mamypues. — 2-¢ usn., mepepad. u gom. — Mocksa :
NznaTenbcTBO IOpaiir, 2021. — 384 c.— (ITpodeccunonanpHoe



obpazoBanue). —ISBN 978-5-534-05022-6.—URL.:
https://urait.ru/bcode/472550

Kysnenos, N. H. JlokyMeHTalluoHHOE oOecrieueHue yIIpaBJICHUS.
JIOKyMEeHTOOOOPOT U JENOMPOU3BOACTBO : YUEOHUK U MPAKTUKYM JIJISl CPETHETO
npodeccuonanprHoro oopazosanusi / U. H. Ky3nenos. — 3-e uzn., nepepabd. u
JOIl. — Mockaa : N3parenbcTBO Opaiir, 2021. — 462 c. —
(ITpodeccuonanbuoe odbpazosanue). — ISBN 978-5-534-04604-5. — URL :
https://urait.ru/bcode/470020

XavatpsH, 1. A. Oprasuzanyss #  CONPOBOXKICHHE  3JIEKTPOHHOIO

nokymeHtoobopora : yueonuk st CIIO / T'. A. Xauarpsu, . B. Ky3nenosa.
— Caparos : [IpodobpazoBanue, 2020. — 156 ¢. — ISBN 978-5-4488-0877-7.
— Texcr : a5eKTpoHHBIN // DNEeKTPOHHBIN pecypc HudpoBoil 00pazoBaTebHON
cpenbl CIIO PROFo6pazoBanue:[caliT].— URL:
https://profspo.ru/books/97086

JlonmoTHUTEIbHbI€ HCTOYHUKM

. Jlebenesa, T. H. Undopmatuka. MupopmanmoHHbie TEXHOIOTHH : Y4eOHO-
Mmetoandeckoe nocodbue mis CIIO / T. H. Jlebenesa, JI. C. Hocosa, II. B.
BonkoB. — Caparos : IIpodobpazoanue, 2019. — 128 c. — ISBN 978-5-
4488-0339-0. — Texkcr : 27eKTpOHHBIA // DIEKTPOHHBIA pecypc HUPPOBOU
obpazoBatensHoit cpeasl CIIO PROFoOpaszoBanue : [caiit]. — URL:
https://profspo.ru/books/86070//

. Crenanosa E.H. Cuctema 31eKTpOHHOTO JOKYMEeHT0o0O0poTa (001agHoe

pemienue) [DnekTpoHHbIN pecypc]: yueoHoe mocodue / E.H. CtenanoBa. —
DnekTpoH. TeKcToBbie AaHHbIe. — CapartoB: Aii [Iu Dp Menua, 2018. — 182 c.
—978-5-4486-0136-1.—Pexxum nocrymna:
http://www.iprbookshop.ru/73341.html

HNuTepHeT-pecypebl:

. «Koncynprant Ilmoc» - 3akoHomatenbcTBO P®: KOAEKCHI, 3aKOHBI, yKa3bl,
nocrtaHoBieHus IIpaBurensctBa P®, HOpMaTuBHBIE JOKYMEHTHI. Pexum
nocryma: http://www.consultant.ru

. T'apanT — 3akoHOHaTENbCTBO (KOJAEKCHI, 3aKOHBI, YKa3bl, HOCTaHOBICHUS) PD,
aHAJIMTUKA, KOMMCHTapUH, pakTuka. Pexxum moctyna http://www.garant.ru
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JTUCHUATNIUHBI

4 KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUA YUEBHOM

KOHTIJOJIL N OLI€HKA PC3YJIbTAaTOB OCBOCHUA AUCHHUINIMHBI OCYIIICCTBIIACTCA

MpenoaBaTeseM B MPOIECCe MPOBEICHUS TPAKTUUECKUX 3aHITHN U

71a00paTOPHBIX PadOT, TECTUPOBAHUS, & TAKXKE BBHIMOJHEHUS 00YUYaIOIIUMUCS

VMHJVBHUIYaJbHBIX 3aJIaHH, IPOEKTOB, UCCIEAOBAHUN.

Pe3yabTaThl 00yueHnus (0CBOEHHbIE YMEHUs],
YCBOEHHbIE 3HAHMSA)

(I)OpM])I U METOAbI KOHTPOJISA U
OLIEHKHU Pe3yJIbTATOB 00yUeHHsI

YMmeHnus:

BeCTH paboTy B CHCTEMAX AIICKTPOHHOTO
JIOKYMEHTO000pOTa;

HCIIOJIb30BaTh HH(POPMAIIOHHBIC PECYPCHI ISl TIOMCKa U
XpaHeHus HHpopMaIu;

YUTaTh (HHTEPIPETUPOBATH) HHTEP(ENC
CTEIHATM3UPOBAHHOTO MPOTPAMMHOTO 00ECTICUSHUSI,
HAXOMUTh KOHTEKCTHYIO TIOMOIIb, PabOTaTh C
JIOKYMEHTaLUeH;

IMPUMEHATH CICIIUATTU3UPOBAHHOC IPOTPaMMHOC
obecrieueHue 111 cOopa, XpaHeHHUs, 00paOOTKH U TIOUCKa
JIOKYMEHTOB;

paboTaTh C IICKTPOHHBIMU TOKYMEHTAMH;
HCITIOJIb30BATh CETEBBIC TPOTPAMMHBIC U TEXHUIECKHE
CpencTBa B MPOQECCHOHATBHOM JeATeIbHOCTH;

paboTath ¢ 0azamu TaHHBIX MS Access.

Dopma KOHMPOJA: OYeHKa omuema
1O 8bINOAHEHUIO NPAKINULECKUX
saoanui na IIK

Memoo xonmpons: oyenka
PE3VILIMAMOS GbINOTHEHHBIX 3A0AHUIL
(ogpopmnenue 3adanuii 6 B/ MS
Access)

3HaHua:

3HATh CTPYKTYPY IPOrPaMMHOTO 00ECIICUCHHS;

PBIHOK CHELHATM3UPOBAHHOIO IPHUKIIAIHOTO IPOrPAMMHOIO
obecrieueHns B 00J1aCTH JOKYMEHTAIIMOHHOTO 00eCcTIeYeHHsI
yIIpaBJIeHUs U APXHUBHOTO [ej1a (aBTOMATH3HPOBAHHBIC
CHCTEMBI YIIPABJICHUS JOKYMEHTAMHN );

texHonoruto padorsl B CYB/I;

HEPCIEKTUBHBIC HATIPABICHHST HH(YOPMATH3ANN
JOKYMEHTAI[MOHHOTO 00ECIICUeHNS YIPABICHUS 1
apXUBHOTO JIeTIa;

OCHOBHBIE YIPO3bl HH()OPMAIIMOHHON 0€301MaCHOCTH.

@opma koHmpoaa.: onpoc (YCTHBIA U
MUCBMEHHBIN ), KOHTPOJIbHAsI padoTa,
OTYETHI [10 CAMOCTOSITENILHOM paboTe
(odopmnennsie OPJ] na I1K,
tabiuier MS Word u MS Excel,),
3amuTa 0OPMIICHHBIX JOKYMEHTOB
U JIeJl B 2JIEKTPOHHOM BHJIE
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