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1. Henu ocBOeHMs TUCHUNIIHMHBI (MOIYJISA)

Lenbto kypca «MHPOpMaLMOHHBIE TEXHOJIOTUU B JJOKYMEHTOBEIEHUN U apXUBHOM Jie-
Je» SBIIAETCS:

- W3Y4YCHHE TEOPETUYECKHX IpOoOJeM M NPUKIAIHBIX aclEeKTOB HHGPOpMATU3aLUU
HOYVY u apxuBHOTro nena.

OcBoeHMe IUCLUIIMHBI HAIIPAaBJIEHO HA IPUOOpPETEHUE CTYACHTAaMM 3HaHUHM O BHeIpe-
HUHM WH(OPMAIIMOHHBIX TEXHOJIOTHH B AeATENbHOCTH caykO0bl IOY u apxuBa u npegHasHa-
YEHHOT0 ISl CTYJIEHTOB-0aKajJaBpoB 3 Kypca 10 CHEeUaIbHOCTH «JlOKyMEHTOBEeIeHUE U ap-
XUBOBEJICHUE)»

2. MecTo JuCUMILIMHBI (MOYJIS) B CTPYKTYpe 00pa30oBaTeibHOI MPOrpaMMbl
NMOAroTOBKM 0akajaBpa (MarmcTrpa, Cenmajaucra)

Jucuunnuna «HpopMalOHHBIE TEXHOJIOTUU B IOKYMEHTOBEACHUH M apXUBHOM Jie-
Jie» BXOJUT B BapUATHUBHYIO YacTh 00pa30BaTEIbHON MporpamMmsl 1o HarmpasieHuio 46.03.02
JlokyMeHTOBeIeHHE U apXuBOBeeHHe (Mpoduiib «/oKkyMeHTOBeeHIE U IOKYMEHTallMOHHOE
oOecrieueHre yrpaBICHU).

Jl11g u3ydeHus TUCUUIUIMHBI CTYACHTHI I0JDKHBI 00J1a1aTh TEOPETUYECKUMU 3HAHUSIMU
U TIPAKTUYECKUMHU YMEHHSIMHU B 00JIaCTH MH()OPMATHKH, UMETh 0a30BbIE HABBIKM B OOpaiie-
HUU C KOMITBIOTEPHON TEXHUKOM.

JlucumiuinHa SIBJISIETCSL TIOCTIeIOBATEIbHALICH /Il KypcoB: BBenenune B mpodeccuio;
JlokyMeHTanimoHHOe oOecIeyeHne rocyJapcTBeHHOro ycrpoiictBa B P®; MuoctpanHbIi
s3b1K; VHpopmaruka; Vctopust; McTtopust MUPOBOM M OTeUeCTBEHHOW KynIbTyphl; Kommue-
CTBEHHbBIE METOJbl B I'YMaHUTApPHBIX HCCIIEJOBaHUsIX; KOHUENINN COBPEMEHHOIO €CTECTBO-
3HaHus; MaTtematuka; MupoBasi XyJoxkecTBeHHas: KyiabTypa; OcHOBBI apxuBoBeneHus; Oc-
HOBBI IOKYMEHTOBEACHHUS; PycCKUil A3bIK B ATHOKYJIBTYPHON KOMMYHHUKaTUBHOU cpene; Tex-
HOJIOTHSI KOMaH1000pa30BaHusl U caMOOpraHu3alys; YueOHas MpakTHUKa; DTHOJOTUS U peru-
OHOBEJICHHUE.

N3yuaercs nmapamienbHO ¢ Kypcamu: be3omacHOCTh KU3HEAEATeNbHOCTH; JJOKyMeH-
TallMOHHOE OOecleueHnue apXuBHOIO Jieia U uHpopManoHHo# chepsl B PD; JlokymeHToBe-
nenue; MHoctpanHbli sA3bIK; MIHPOpMAIIMOHHBIE TEXHOJIOTUU B IOKYMEHTOBEACHUM U apXUB-
HOM Jnene; Mcropus mupoBbix nusunusanuii; [lonuronorus; CoBpeMeHHas opraHu3anus roc-
YAApCTBEHHBIX yupexaeHuil Poccun; dusnyeckas KyapTypa.

[IpenmecTByeT U3y4yeHUIO KypcOB: ApPXMBOBEIEHUE; APXMBBI M0 JIMYHOMY COCTaBY;
BrruucnurenbHas TexHuka u nporpammupoBanue B IOY u apxuBax; ['ocynapcTBeHHas uTo-
rosas aTrecrauus; I'ocygapcTBeHHbIe, MyHUIUTIIAIIBHBIE U BEJOMCTBEHHBIE apXuBbI; JlenoBas
nepenucka; Jlemosas puropuka; Jleronpou3BOACTBO KOMMEPYECKUX Npeanpustuid; Jlemo-
MPOM3BOJICTBO MYHUIMIAJIBHBIX yUpexaeHui; /JokyMeHTalmoHHoe o0ecreyeHne rpakaaH-
ckux oTHomeHu B PO; JlokymeHTarmoHHOE o0ecriedyeHne Tpy10BbIX oTHOIeHu B P®; Jlo-
KyMEHTAI[MOHHOE 00ecrieueHe YIpaBiIeHUsI Ha NPEANPUATHIX PA3IUYHbIX OpraHU3alliOHHO-
npaBoBbIX (opM; JIOKyMEeHTHpOBaHHE AEATEILHOCTH HETOCYIapCTBEHHBIX opranusanuii; Jlo-
KyMEHTHasl JIMHIBUCTUKA; JlokymeHTOBeneHue; JIOKYMEHTHl U JIOKYMEHTO000pOT B Oyxraji-
TepckoM yduere; MHnekcauusa u koaudpukanus nHGopmanuu B NpodecCHOHATbHON esSTeNb-
HocTH; MH(popMaIoHHbIe pecypehbl KaapoBoii ciy:x0bl; KaapoBoe 1enonpou3BoJCTBO U ap-
XUBBI IOKYMEHTOB IO JIMYHOMY cocTaBy; KoHpuaeHnanpHO€e 1e10Mponu3BOACTBO; JIMHIBU-
CTHYECKHE OCHOBBI JIEJIOBOr0 NuchbMa; MennakynbTypa; MexyHapoIHble CTaHJapThl yIIpaB-
JeHus1 JokyMeHTamu; Metoasl pannonanuzanuu JOY; MoaennpoBaHue cUCTEM TOKyMEHTa-
1uu opranu3anuu; Hopmarusaas 6a3a nenoBoro nucbMa; OOpaboTKH U 3aluTa TOKYMEHTH-
poBaHHON uHGpopmanuu; OpraHu3zanuss U TEXHOJOTHS JTOKYMEHTAllMOHHOTO OOecreyeHus
ynpaBnenusi; Opranuzanus paboTsl ¢ oOpameHHssMH rpaxaaH; OCHOBBI Hay4HO-
HCCJIEI0OBATENbCKOM eaTelbHOCTH; OCHOBBI CEKpeTapcKoro obcmyxuBanus; [lepcoHanbHbIe
JaHHbIE U MX JOKyMeHTupoBaHue; [IpaBoBenenue; [IpakTHKyM 10 COCTaBICHUIO U OpopmIie-
HUIO CIY)KEOHBIX JOKYMEHTOB; IlpomBrkeHwe HaydHOW mpoaykiuu; I[IpoektupoBanue



YIIPABJICHUYECKOW NOKyMEeHTauuu opranusauuu; IIpoektHas aesrtenbHOCTh; [Ipon3BoacTBeH-
Has npakTtuka; CoBpeMeHHbIE MPOOJIeMbl JOKYMEHTOBEACHU U apxuBoBeleHus; Couuosno-
rusi; CrienuanbHasi cucTeMa YY4eTHOU JOKyMeHTaluu; TeXHuuecKue cpecTBa ylnpaBiIeHUs B
JHOVY wu apxuBax; TpymHbele Bompochkl pycckoir opdorpaduu; TpymaHble BOIPOCH PYCCKOM
NyHKTyaluuu; YmpaBieHue nHpopMamoHHbIMU pecypcaMu B Poccuu u 3a pyOexom; Yueo-
Has npakTuka; dunocopus; JKOHOMUKA.

3 Komnerenunu odyyaomerocsi, popmupyemMmbie B pe3y/ibTaTe 0CBOCHHUSA
AUCUUIJIMHBI (MOAYJIs) U IVIAHUPYeMbIe Pe3yJbTaThl 00y4eHus

B pe3ynbraTe ocBOEHHS AUCUUIUIMHBI (MOAYJIS) 0OydarOUIHiics JT0JDKeH 00ajgarh clie-
JTYIOUTMMH KOMITCTCHIHSIMU:

OIIK-2 BnagenneM 6a30BbIMU 3HAHUSIMH B 00J1aCTH HH()OPMAITMOHHBIX TEXHOJIOTHIA

OIIK-4 BnaneHueM HaBbIKAMU UCIOJIb30BaHUSI KOMIIBIOTEPHON TEXHUKH M HHPOpMAIU-
OHHBIX TEXHOJIOTHH B TIOMCKE MCTOYHHUKOB W JIUTEPATypHl, MCIIOJH30BaHUM TPABOBBIX 0a3
JIAHHBIX, COCTaBJICHUU OMOIMOTpadUIECKUX U apXUBHBIX 0030pOB

OIIK-6 criocoOHOCThIO pelllaTh CTaHJApTHBIE 3aa4M MPOo(ecCHOHATIBbHON IesSTebHO-
CTH Ha OCHOBE MH(OPMAIIMOHHON U OnbOIMorpadguueckoil KynbTyphl ¢ IpUMEHEHHEM UH(OP-
MaIlMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA U C y4ETOM OCHOBHBIX TPEOOBaHMIA

[TK-6 criocOOHOCTBIO aHATM3UPOBATH CUTYAIMIO HA PHIHKE MH()OPMAIIMOHHBIX TPOIYK-
TOB W YCIIyT, JaBaTh dKCIEPTHYIO OIICHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JIOKYMEH-
TOOOOPOTA U BEICHUS SJICKTPOHHOTO apXUBa

[1K-14 BnaneHreM HaBBIKAMH MCIOJIH30BAHUS KOMIBIOTEPHON TEXHUKHA M MH(POpMAIH-
OHHBIX TEXHOJIOTUH B JIOKyMEHTAIIMOHHOM O0ECIICUCHUH YIIPABJICHUS K apXUBHOM JIejIC

CTpyKTYpHBIN 3JIEMEHT

IImarupyemsble pe3yiabTaThl O0yUESHUS
KOMIIETCHITUHU py pesy. v

OI1K-2 BrnageHrieM 6a30BbIMH 3HAHUSIMU B 00J1aCTH HHPOPMAIIMOHHBIX TEXHOJIOTUN

3HaTh Teopernueckrue OCHOBBI MHGOPMATUKU UM MUH(DOPMALMOHHBIX TEX-
HOJIOTUH ¥ BBIYUCIUTEIHLHON TEXHUKHU B TPO(ecCHOHANbHOM chepe
YMers: Pemarp mpakTuueckue 3amauu B mpodeccroHaibHOU cdepe, uc-

IIOJIB3YsA BO3MOXHOCTHU BBI‘II/ICJ'II/ITGJ'IBHOﬁ, OpFaHHSaHI/IOHHOﬁ TEX-
HHUKHU U ITPOTrPpaMMHOT'0 obecrnieueHUs

Bnaners: HaBbikamu paGoThl B JIOKAJbHBIX M TJ100QJIBHBIX KOMITBIOTEPHBIX
CeTsAX; HaBBIKAMU PAa0OTHI CO CIHEIHATU3UPOBAHHBIMHU XPAaHWIIH-
I[aMH JTJAHHBIX

OIIK-4 BnageHneM HaBBIKAMU HCIIOJIb30BAaHUS KOMIBIOTEPHOW TEXHUKH M HWH(POpPMAIMOH-
HBIX TEXHOJIOTHI B TIOMCKE MCTOYHHKOB M JIUTEPATYPHI, HCIIOJIHF30BAaHIH TIPABOBBIX 0a3 JaH-
HBIX, COCTaBJIEHUU OMOIMOrpanueckux U apxXUBHBIX 0030pOB

3HaTh [IpuHUMNIBl AEWCTBUS U KOHCTPYKTHUBHBIE OCOOEHHOCTH DPa3jIny-
HBIX TEXHUYECKUX CPEACTB  YIPaBICHUSA, HX  TEXHUKO-
JKCIUTyaTallMOHHBIE XapAKTEPUCTUKN

YMerb ITonp30BaTbCs pacpOCTPAHEHHBIMU IIOMCKOBBIMA CHUCTEMAMMU, TE-
MaTHYECKHUMH pyOpHKaTOpaMu, TEMaTHYECKUMU KaTaJloraMu
Branets HaBbikamu ncnonb3oBaHMsT KOMIOBIOTEPHONW TEXHUKU U MHGPOpMa-

IIMOHHBIX TEXHOJOTHI B MOUCKE UCTOYHHKOB WM JHUTEPATYpHI, UC-
MOJTb30BaHUM TIPABOBBIX 0a3 JaHHBIX, COCTaBIeHUU OnOIMoTrpadu-
YECKHX M apXUBHBIX 0030pOB

OIIK-6 cmocoOHOCTRIO pemaTh CTaHAApPTHBIC 3a7a4u Mpo(eCcCHOHATBLHON AesATEILHOCTH Ha
OCHOBe MH(OPMAIMOHHOW M Onbmuorpaduveckoil KyapTypsl ¢ MpUMeHEHHeM HH(opMaIu-
OHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHUI U C y4ETOM OCHOBHBIX TPeOOBaHMI




CTpyKTYpHBIN 37€MEHT

[Inanupyemsble pe3ynbTaThl 00yYeHHUS

KOMITIETEHIINH

3HaTh npodeccnoHabHYI0 TEPMUHOJIOTHIO, 3aKOHOJATENIbHYI0 U HOpMa-
TUBHO-METOAMYECKYIO 0a3y, perjiaMeHTUPYIOIIYI0 IPUMEHEHUE
MH(OPMALIMOHHBIX TEXHOJIOTUH B IEATEIHHOCTH OpraHu3alui

YMmers: OpranuzoBaTh aBTOMATU3MPOBAaHHOE pabodee MeCTO IS BBINOJ-
HEHUsi pPabOTHl C WCIOJB30BAHUEM HOBEWIIUX MMPOrpPaMMHO-
TEXHUYECKUX M OPraHU3aIMOHHBIX CPEJICTB

Brnanets: HaBbikamu camocTosATenbHONU paboThl ¢ MH(OOPMALIMOHHBIMU TEX-

HOJIOTUSIMU, TIPUMEHSIEMBIMU B JIEATEILHOCTH COBPEMEHHBIX Opra-
HU3aInI

[TK-6 crocoOHOCThIO aHATM3UPOBATH CUTYAIIMIO HA PBIHKE HH()OPMAIIMOHHBIX MPOAYKTOB U
YCIIYT, J1aBaTh 3KCHEPTHYIO OLEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JTIOKYMEHTO000-
poTa ¥ BeICHUS AJIEKTPOHHOI0 apXHBa

3HaTh

[IpuHnMnBl opranu3anuu paboT ¢ MpUMEHEHHWEM HH(OPMAIUOH-
HBIX TEXHOJIOTHI M 3JIEMEHTOB JIEKTPOHHOT'O JOKYMEHTOO0OpOTa

YmMmern

AHanu3upoBaTh CUTYALUIO HA PbIHKE MH(YOPMALMOHHBIX MPOIYK-
TOB U YCJYT, 1aBaTh 3KCIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMAM
AEKTPOHHOTO IOKYMEHTOO00pOTa U BEACHUS JIEKTPOHHOTO apXH-
Ba

Brnaners

OcHoBHBIMU MeTOMaMH cOopa W aHaym3a uHGOpManuu B mpodec-
CHOHAJIbHOM c(epe, METolaMH CTAaTUCTHYECKOH 00pabOTKU JaH-
HBIX C MCITOJIb30BAHUEM KOMIILIOTCPHBIX TEXHOJIOTNHU

IIK-14 BI1aACHHUCM HaBbIKaMH HCIIOJIb30BaHUA KOMHBI-OTGpHOfI TCXHHUKHU U I/IH(l)OpMaI_II/IOHHBIX
TEXHOJIOTHI B JOKYMCHTAIITMOHHOM obOecreyeHnu YIPpaBJICHUA U apXUBHOM JCJIC

3HaTh TexHoNOrNKM ONEpaTUBHOIO M JOJTOBPEMEHHOTO XPAHEHUS IJICK-
TPOHHBIX JOKYMEHTOB

YMers: OpueHTHpOBaTbCA B COBPEMEHHBIX OTE€YECTBEHHBIX aBTOMATHU3H-
POBaHHBIX CHCTEM JOKYMEHTAI[MOHHOIO OOecnedyeHUs YIpaBlie-
HUS

Bunaners: HaBbikamu paGoThl B JIOKAJbHBIX M TJ100QJIBHBIX KOMIIBIOTEPHBIX

CCTAX, HABbIKAMH pa6OTLI CO CICHHUAIN3UPOBAHHBIMU XPaHUIIN-
niaMHm JaHHBIX




4. CTpyKTypa U coJiep>KaHue AUCIUIUIMHBI (MOTYIIs)

OOmas TpyA0eMKOCTb AUCIMIUIMHBI COCTABIISACT 4 3a4eTHbIC eAMHUIBI 144 akaz. yaca, B TOM YHCIIE:
— KOHTakTHas pabora — 4,4 akaj. 4acos:

— ayauTopHas — 4 akaj. Jaca;
— BHeayautopHas — 0,4 akaj. yaca;

— camocTtosATelnbHas padora — 135,7 akan. 4acos;
— TOJArOTOBKA K 3a4eTy — 3,9 akaj. yaca.
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2/2u 33,7 |CaMocTosiTenbHOE U3ydeHHE | KOHTPOJIbHBIN TECT OIIK-2 —
1. OcHOBHBIC IPHHIHTIBI y4eOHOM M Hay4dyHOH JIUTe- 3yB, OIIK-4
aBTOMAaTHU3alluu B cepe paTypsl —3yB,
JOKYMEHTAI[HOHHO- BrInonHenne npakTu4ecKux OIIK-6 —
MH(OPMAIIMOHHOTO 00ECTIEYEHUS ¥ TEOPETUYECKHX 3aIaHuUi 3yB, [1K-6 —
yIIpaBJICHUSI. 3yB,
[1K-14 —3yB,
Htoro no pasneny (3UMHss ceccusi) 2/2u 33,7
2/2u (102 CamocrosTenpbHOe H3y4eHHEe | KOHTPOJIBHBIN TECT OIlIK-2 —
2. ANIapaTHOE | MPOrPaMMHOE y4yeOHOM M HaydHOU nuTe- 3yB, OIIK-4
obecrieyeHre, pa3HOBUIHOCTH, PaTypbl — 3B,
OCHOBHBIE XAPAKTEPHCTHKH BrlinonHenune npakTU4ecKux OIIK-6 —
U TEOPETHUYECKUX 3aJaHHH 3yB, [TK-6 —
3YB,
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HToro mo Kypcy 2/2u 2/2u|135,7 IIpomesKyTOUHAs aTTECTA-
M — 32a9€T ¢ Ol[eHKOM
HUTOro mo AuCHUILIHHE 4 | 2/2u 2/2u |135,7 3,9




5. O6pa3oBare/ibHbIe U HH(POPMALIMOHHBIE TEXHOJIOTHH

Jns peanuzanuu npeayCMOTPEHHBIX BUIOB YU€OHOH pabOThI MCIOJB3YIOTCS WHTEpaK-
TUBHBIC TEXHOJIOTMH — OpTaHW3alus o0pa30BaTeIbHOrO MpoIecca, KOTOpas Mpernoiaraet
AKTUBHOE M HEJIIMHEHHOE B3aMMOJICHCTBUE BCEX YYACTHHUKOB, JOCTHKEHHE Ha 3TOW OCHOBE
JUYHOCTHO 3HAYMMOTO JUIsi HUX 00pa30BaTenbHOro pe3yibTara. Hapsay co crenuammsupo-
BaHHBIMU TE€XHOJIOTHSIMHU TAKOTO POJia MPHHIIMI HHTEPAKTUBHOCTH MPOCICIKUBACTCS B OOJIb-
IIMHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOJOTHH. VHTEpaKTHBHOCTH MOAPA3yMEBACT
CyOBEKT-CYOBEKTHBIE OTHOIICHHUS B XOJ€ 00pa3oBaTENIbHOIO Ipollecca W, Kak CJCACTBHE,
dbopMUpOBaHUE caMOpa3BUBAOIICHCS HH(DOPMAIIMOHHO-PECYPCHOM Cpebl.

B xone npoBeneHust 3aHATUI TIPEyCMaTPUBACTCS UCMOJIb30BAHUE CPEACTB BHIUUCIIU-
TEJIbHOW TEXHUKH IPU BBINOJHEHUU 3a1aHUM.

6. Y4yeOHO-MeTOAMUYECKOE 0O0ecieYeHHe CaMOCTOATEeIbHOM PadoThl CTY/ICHTOB

AynuropHas caMOCTOSITENbHAs paboTa CTYACHTOB HAa JAaHHOM Kypce HE IPEayCMOT-
peHa.

BueaynutopHas camocTosiTenbHas padoTa CTYACHTOB OCYLIECTBIISETCS B BUJE U3yde-
HUS JIEKIIMOHHOT'O Kypca M JIMTepaTyphbl [0 COOTBETCTBYIOLIEMY pa3zely ¢ IpopaboTKoi ma-
Tepuasa (BbIIIOJHEHUE TECTOB U MPAKTUYECKUX 3a/laHuil).

[Tpumep npakTUYECKUX 3a/laHUil 110 KypCy:

1. OcHoOBHbIE NPUHIUIIBI ABTOMATH3AMH B chepe T0KYMEHTAIMOHHO-
HH(OPMANMOHHOI0 00ecTieyeHus1 YIpaBJieHHs.

3ammra OT OIMOOYHOTO BBO/IA JIAHHBIX

Korna co3natotcst popmbl 1l BBOJIa JaHHBIX APYTUMU COTPYIHUKAMU, OHU HEU3OEKHO
COBEpPILIAIOT Maccy OLIMOOK, MCKAKAIOLIMX KOHEYHBIH pe3ynbTar. To OykBY BMecTO HM(pPHI
3aHECYT, TO MPOOETIOB TOHACTABSIT.

Camu noHumaere - Masneimas ommoka, u JeMOTUBUPOBAHHBINA COTPYAHUK HaM olecrie-
yeH. Excel nmo3BosisieT MakCUManbHO CHU3UTh BEPOATHOCTH MOJJOOHBIX OIMIMOOK. A 3THUM JTyd-
11€ He MpeHedperarh.

PaccMmoTpum oOpaser] 3aiiuThl OT OIMOOYHOrO BBOJA JaHHBIX Ha Ipumepe (Gpopmbl Ta-
Oens pabouero Bpemenu. Ham HeoOxoaumMo 100UThCs, YTOOBI OTpaOOTaHHOE BpPEMsI yKa3bIBa-
JIOCh B CIIELUAIBHO MPEeIHA3HAUEHHBIX Ul 3TOTO CTPOKax (XKeJThle TUeikn). A Koja paboyero
BpEMEHH HEOOXO0/IMMO 3aHOCUTH B JAPYTUe€ CTPOKU (3€JICHbIE STUCHKH).

BBoJ1 yncnoBBIX 3HAUEHUN

21.]'[5[ Hayalia, HGO6XOJII/IMO OrpaHUYUThb BBOJ YHUCJIOBBIX 3HAYEHUW. ﬂpyrI/IMI/I CcJIOBAMHU -
CIeNaTh TaK, YTOOBI B SUEHKHU JUIS YUCENl HEBO3MOXKHO OBLITIO BBECTH OYKBHI MK clioBa. Kpome
TOTO, HE MOMEIMIAET, €CIM MBI 3alPEeTUM BHOCUTH 4mcia Oonbine 24. Eciu pykoBoAgWTENnh
HaImumeT 9uciio 41, To, 0O4eBHAHO, UTO TO OIleYaTKa.

THH=EE Paurssdpanarsn Eatg, Fuipaficrissc

TOH F: P

% R

K| Coprapomcy SumIp o Tewrt i
il £ Npncosemerenn Pt A

e BreigenuMm Bce sueiiku, B KOTOpbIe HEOO-
XOJJMIMO Pa3pelInuTh BBOJ TOJbKO uncen oT 0 mo 24. B nuHeiike MEHIO BBIOEpUTE 3aKIAIKy
"/lannvie" n B 6510ke "PaboTa ¢ maHHBIMU HalauTe MYHKT "[Iposepka dannvix". Ilpu HaXxKaTUH
HA 3TOT ITYHKT MOSIBUTCS OKOIIKO ISl HACTPOWKH OTPaHUYCHUS HA BBOJI.
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T 1 1 % T

[NpoeEepka BECAMMENX SHAYSHMI

MapameTpel | CooflweHWe OnA BEoAa | CoobueHue of owwbke

¥CNoBME NpoBEpKK

Tun AaHHbIX:

Miofoe 3HAYEHHE [/] MrHopuposaTe nycThie Aueliku

Niofioe 3HAYEHKE

LeicTEMTENEHDE
CrnMcoK

LaTa

Bpema

LAnuHa TekcTa
Apyroii

[ ] PAcpOCTPaHMTE M3MEHEHWA Ha APYTHE AYEFAKKM C TEM KE YCNOBHEN

[oc ] [omes

B none "Tun oanneix" BeiOMpaem NyHKT "JlelicTBUTENbHOE", €CIIM JTOIMYCKACTCS BHE-
ceHue ApoOHbIX 3HaueHul, win "Llenoe yueao0", ecnu ApoOHbIE 3HAUEHUS HE JIOMYCKAOTCS.

B noste "3nauenue" Beioupaem "Mexay". B none "Munumym" Baocum "0", B mose "Makcu-
mMyM" BHOCHM "24".

| | | | | Sl EE

MNpoBepka BEEOAMMED SHAUEHKI

YonoBWe NpoBepKK

Twun AaHHbIX:

|ﬂeﬁchMTent-Hue Izl WMrHOpMpoBaTE MYCThIE AYEikK

3HaqeHWE:

| MERAY Izl

MHHKMYM:

FanpocTRaHWTE MSMEHEHWA HE APYTME AYENKIA C TEM ME YCNOBMEM

e [

[Ipu xemaHUM MOKHO HACTPOUTH MOSBICHHE COOOIICHUS MPU HaBEIECHUHM TAOIUYHOTO
Kypcopa Ha sueiiky. [lns aToro mepeiinute B 3aknanky "Coobwernue 01 6600a", IOCTaBbTE
rajlouky B myHKTe "OTO0paxkaTh MOACKA3KY, €C/IU siYeiika sIBJIsieTCs TeKylel'" 1 BHECUTE


http://lern-excel.ru/wp-content/uploads/ZashitaHcisla.png

3aroJIOBOK U TCKCT C006U_ICHI/I$I. IToxoxum O6p2130M MOKHO HAaCTpOUTb COO6H.[CHI/I€, IIOABJIA-
romeecs B ciiydae, €CJIM BBEACHO HEBCPHOEC 3HAYCHUEC.

| | | | | | | | | | | T T T b 93
Buecure yucno ot 0 go 24
NtoBoe 3HaYeHWE BHE 3TOr
AnanazcHa He Byger npuHATo

[NpoEepka BEECOMMEBIX SHAYEHMWIA
T

MapameTpel || Cooblwenre AnA BE0da | | CooBlweHwe of ownbke |

OTofpaE%aTe NOACKE3KY, BCNM AYEKa ABNAETCA TEKVLLEA

ol | Mpi BRIBOPE AYEfKK BEIBECTH CREeAYHOLWes cooblleHue: B
SaronoBoK:
|EIHE::L-1TE yucno ot 0 ao 24
CoobweHme:
AIB|B|A| A\ A\ A4 BB Miofige SHEUEHWE BHE 3TOMO AMANE30Ha He GYAET NPUHATO -
A|e|B|8|"a|la|a|a|B]|E
OYWCTHTE BCE [ QK ] [ OTMeHa

Hcnonp3oBanue crucka A0IYCTHUMBIX 3HAYCHUI

C komamu, JIydlne BCEro MCMOJIb30BaTh 3a071aroBPEMEHHO MOATOTOBJIEHHBIA CITHUCOK.
dopmupyeM €ro Ha KakoW-HUOYAb OTIEIbHOW cTpaHulle. B 00meM-To OH yxe J0JKeH
UMeThCs, eciu popma Tabens Obula ckayaHa U3 opuuuanbHbIX pecypcoB. [IpocTo oTkpeiBaeM
9Ty CTPaHUILY, BBIJIETISIEM BCE KOJIBI, M 3a7]a€M BbIIeIeHHOMY auana3zony ums "Koxpr" (mpocto
IUILIEM 3TO HAUMEHOBaHME B aJIpECHOM sdelike).

Tenepp uaem Ha cTpaHully Tabelns, BbAEISEM HHTEPECYIOIMe Hac sYeWKH, U CHOBa
BbIOMpaeM NyHKT "/Iposepka dannvix". B none "Tun dannvix" Beioupaem nyHkT "Cnucok". B
noxe "Hcmounux” BHOCHM TI0CIIe 3HAKa "=" HMsl HAlIero CIIHCKA. )

E(E|E|A|A(A|A|A|BE|(BE|A(A|A|A|HA E|E(A|A|A|A(A|E|E|A(A(A|A|A|B

— |

| Coofwerwe ans sB0Aa | CoobweHne ob owwbke |

YonoBWe NpoBepkK

A|B|E|A|(A|A|A|A|B|B |5 Tun AaHHBN:

|Cnm::orq MrHOPMPOEETE MYCTHIE S4EikKM
CNWCoK AOMYCTHMEIX SHEYEHMIA

SHa4eHue:

ey [7]

MCToqHKE:

| =Koabl

PacnpocTpaHWTE MSMEHEHWA Ha APYIME AYSHKI C TEM K YCNoBHEM

OYWUCTHUTE BCe O ] [ OTMeHa

A|EBE|E|(A|A|A|A|A|EB| B
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Ecin BBl oTMeHHTE Traouky B nyHKTe "WrHopupoBaTh nmycrble siYeKu', TO Ipo-
rpaMMa He JacT OCTaBJISITh SIMEMKH MyCThIMU. JTOr0 HaM He Halo. A BOT B myHKTe "Cnucok
JAOIYCTUMBIX 3HAYeHHMIl" HaM rajodyka HU K yeMy. Eciau Mbl ee ocTaBUM, TO B SYEHKE IIO-
SIBUTHCSI KHOITKA BBITIAJAIOIIETO CIIUCKA, U3 KOTOPOTO HEOOX0IUMO OyAeT BHIOMpAaTh HEOOXO-
nuMoe 3HadeHue. [10CKOIbKY CITUCOK Y HAC OYE€Hb OOJBIION, TO BEIOOP U3 CHCKa OyIeT He-

E-

Bk y

YI[O6HBIM. T KpOMC TOro0 Haly SAYCHKU OYCHBb Y3KHMC, U KHOIIKA BbIIIAaJaromiero MCHIO
OyJIeT TOJIbKO MEIIaThCsl (CM. KApTUHKY CIIPaBa).

Takxe, TIpU JKEJIAHUU, BHOCUM TEKCT, MOSBISIONIMICS MPH HABEJICHUH TaOJIMYHOTO
Kypcopa Ha stueiiky. TekcT, MOsSBISIONUICS PY BBOJE OIMOOYHOTO 3HAYCHUS, JTyUIle MPO-
JIyMaTh U COCTaBUTh. B ciiydae ¢ kojaMu oTpabOTaHHOTO BPEMEHU OH MOXKET OBITh TAaKHM,
KaK Ha PUCYHKE.

Buecwre uncno ot 0 go 24
MoBoe 3HaYEHWE BHE 3TOTO
AWENasoHa He ByAeT NpUHATD

MapameTpel || CoofuleHke AnA BE0Aa | CoobBwerne of owwbke |

OTobpamaTe NoACKasKY, BCIM AYEika ABNFETCA TEKYLLEN

Mp BeiBope AYEiKK BEIBECTH Cleayowes coodweHre:
SaronosokK:
BreowTe wicno ot 0 Ao 24

CoobleHue:
NioBoe sHaYEHME BHE 3TOMO AMAMNA30HE He BYAST NPUHATO

OUMCTHTE Boe

Tax HacTpauBaem BCIO TaOIUILY.

3anper Ha U3MEHEHHUE STYEEeK

B sueiikax, B KOTOpbIX BHECEHBI (POPMYIIBI, 11€I€CO00Pa3HO MOJIHOCTHIO 3aIPETUTH Ka-
Kue Obl TO HU ObUIO M3MeHeHus. [yt BRBIOOPOYHOTO 3ampera U3MEHEHUH B siueiikax MbI HC-
MOJIb3yeM KOMaHAy "3amuTuTh Juct" B rpymme "H3venenus" 3axnanku "Peyenzuposarnue".

AaHHee PeyeHIMpoBaHWE Bug PazpaboTuHk

= = ) NMokasaTe MNW CKPRITE NPUMEYAHKWE @ EE ﬁiau.l,mmb KHUTY W
I I . 25 _

{3 MokasaTe BCE NPUMEYAHWA : @Pﬁpemmb M3MEHE

Mpegbigyuese CAEAyHIWEE ... | |ZAWKTHTE | FaWwWKTTe JdocTyn
i3 MNokasaTe pyKONWCHBIE NPUMEYEHUA NHET KHUMY ™ K KHMrE _.1.3-} WMcnpaeneHua =

MzmeHeHnA

MpumedaHua

Ho npensaputenbHo HEOOXOAUMO OTMETUTh STYEHKH, U3MEHEHUS! B KOTOPBIX MBI XOTHUM
paspewmnTh. Boigensem Bce 3TH SUYEHKHU, U HAXXMMaeM MPaBYI0 KHOMKY MbIK. OTKpoeTcs
KOHTEKCTHOE MeHIO. BeiOupaem nyHKT "@opmam sueek". OTKpbIBaeM 3aknanky "3awuma'.
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| Yucno | BbIpaBHUBaHWE | LLipudhT | MpaHuLE |3a.nua|(a | SawuTa |

CKpBITE ophyns!

3EWMTE AYEEK WK CKPBITHE GOPMYN ASRCTEYIOT TONBKO NOCNE 3AWWTE MMCTa (Brnagka PeusH3MpoBaHre”,
rpynna "M3MEHEHWA™, KHOMKE “SalWmMTHTE IMCT ).

[To ymomyanuto, BO BceX suelKax CTOMT rajloyka HAIpOTHB NYyHKTa "3almuinaemasi
siyeiika". DTy rajouky Mbl OT)KUMAeM, pa3perinB, TAKUM 00pa3oM, U3MEHEHHS B BBIICIICH-
HbIX siyerikax. Haxxumaem "OK". Tenepb MOKHO 3aHATHCS 3alIUTOM JIUCTA.

[Tocne BpIOOpa KOMaH bl "3AIMTHT JIUCT" OTKPBHIBAETCS OKOLIKO, TO3BOJISAIOIIEE BbI-
OpaTh MapaMeTphl 3aIIUTHI:

° BHECTH IMAPOJIb JIJI1 OTMEHBI 3aIUTHI;
° MPOCTABUTh TAJOUYKH HAMPOTUB TEX MYHKTOB, KOTOPHIE MO3BOJIAT HCIIOIHSITH
HEKOTOPBIE OTIEPAINH C TYSHKAMU JTaKe TIPHU 3aIUIIICHHOM JIUCTE.
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7 NokasaTe MAKM CKPBITE NPHMEHAHKE = !_
LT Ee==

7P MokasaTe BCE NPHMEYAHKMA

% SaWUTIT
@ Pazpewr

Mpegbigywes CAeayiwes ... JAWNTHTE 3aWKTUTe Jdocryn ..
i 2 MNokasate pyKONMCHBIE NPUMEYEHNA AWCT KHWUMY ™ K KHHre _L&} Mcnpagn
MpumeyaHmna MzmeHeHMA
EHHE CCHINOK OTKAKYEHD MapameTpbl.

MNoO Plar/s Tlulv] w [x|y|zaAABACACAEAFAGAHAIIAIAKALAN AN |AC

-
3awuTa amcra m

SAMTUTE MACT 1M COAEMHMMOE ALIMLEEMBIN AUEEK

1 HeAEKAaX Ha paboTy [0 wcIam

Mapons ANA OTENKYEHWA 33WKTEl NTMCTA:

F - F'EEPEQHTI:I BCEM NONb30BEITENAM 3TOMD NMCTA.
|-

| ZI BblAeneHHE 380 N0KHPOBaHHBIX AHEeK
/| BElnENEHKE HE3A0NOKMPOBAHHEIX AYeek

r | hopMaTHPOBaHME AYEEK

|| hopmaTpoEaHIE CTONBLOE
| hopMETHMPOBaHIE CTPOK

[ | serasky cranfups

[ ecTaeky cTpok

; BCTEBKY MANEQCCEINOK
yaaneHwe cTonbuoe

| yaaneHwe cTpok

Hroro
otpabo-
r3'|] 31 TAHO 34

II nomoEm-

HY MEeCAl:

Ha3nauuTh naposab Mbl pEKOMEHIyeM, a MPOYHE MYHKThl MOXKHO OCTaBUTh B TOM BHUJIE,
B KoTopoM oHHU 3amaHbl. Haxumaem "OK", u mposepsem. IlompoOyiiTe BHecTH Kakyro-
HUOYIb 3aITUCh BHE TOTO OJIOKA, KOTOPBIN MBI BBLACTSUIN. JJOHKHO TIOSIBUTHCS OKOIITKO, KaK Ha

PUCYHKE. Ecmmn MMOSABUJIOCH, 3HAYUT BCC MMPOJACIIaHO BCPHO.

B

Aueiika 1unn AWarpaMMa sallMuleHs oT MSMEHEHMI,

Lié;_ YT1oBbl MSMEHUTE SAWLMILEHHYIO AYENKY UMM AWErPEMMY, CHUMMTE SEWMTY NPM NOMOLLM KOMaHAL! "CHATE SaWMUTY
"PeLgH3upoBaHue”, rpynna MsMeHeHita”). MNpu 5ToM MoxeT NoTpeboBaTLCA BE0A NaponA.

2. AnnapatHoe U NIporpaMMHoe odecriedyeHne, pa3HOBUIHOCTH, OCHOBHbIE
XapaKTePUCTUKHU.

VYuer pabouero Bpemenu B Excel

nucTa” (BKnanka




Tabenb yyera

paboyero BpemeHu
KanpoBuku opranuzanuii 00s13aHbpl BeCTH Tabenu ydera pabdo-

yero BpeMeHu. [Ipu 3Tom, cam y4yeT pabodero BpeMeHU CBOUX COTPYAHUKOB 00sI3aHBI BECTH
pykoBoauTtenu. U, 3auacTyro, BpeMs TPaTUTCS Ha COBEPIICHHO OECIOIe3HOE TIePEIUChIBAHIE
OJIHOM W TOM k€ nH(popmaIuu.

B0 661 HAMHOTO TIpOIIIE, eciH ObI TaHHBIE O pab0YeM BPEMEHU COTPYIHUKOB 3aHOCH-
JUCh €IMHOXIBI, a BCs nepepaboTka 3To mHMopManuu U GOPMUPOBAHUE YTBEPIKIECHHBIX
3aKOHO/IATENLCTBOM (POpPM yueTa MPOUCXOIMIN aBTOMATHUYECKH. M 3TO BIOJIHE BO3MOMXKHO C
ucnonb3oBanuem MS Excel.

[TonroToBka CTPYKTYpHI TaOIHIIBI

o s e o e e e

Tabeab ydera pabouero Bpe-
menn T-12 |
Jna nadana, ckagaem ¢ HMHTEp- T —
Hera (opmy Tabensn paboyero Bpe- | SRR
menu B Excel. Ha meppom mucre yka- = = — [[]]] I
3aHbl KOJbI paboyero Bpemenu. Hazo- | | AR e ===
BeM 5ToT JmcT "Koawl". Ha BropoM - = | : i S==

HE
I

coOcTBeHHO, Tabenb. Tak M Ha30BeM
ero - "Tabean". TpeTuit 1UCT MOCBS- cieiioiiiniind

meH omiare Tpyna. Hasoesem ero S EEEEEEEEIEEEEE

"Pacyer" (oH Ham mpuroautcs Ha | 0 B

CIEYIOMUX ypokax). UeTBepThIil TUCT

naszoeM "MTorm". 3mech Oyayr mom-
CUHUTBIBATHCA UTOT'OBBIC 3HAYCHUS 110 OTpa6OTaHHOMy BPCMCHHU.

Htak, mocMoTpuM, yTo Mbl uMeeM. CTaHnaapTHbIe (JOPMBI Belllb, KOHEUHO, XOpPOIIIasi, HO
HE BCeM 3TO ObIBaeT ynoOHO. K mpumepy, ecim pyKOBOJIUTENh OTMEYAET €KEITHEBHO BpPEMs
BBIXO/Ia COTPYJIHUKA Ha paboTy, BpeMs 0O€eHHOro MepephiBa U BpeMs OKOHYaHUs paldoThl,
TO Tabenp ydera pabodyero BpeMeHHu il 3Toro HeyaoOeH. [loatomy Ham HYXHO OyneT mpo-
IyMaTh yIOOHYIO TA0IUILYy AJs BBOJA dTUX 3HAYCHUH.

Co3znanue TaOIUIBI IJIS BBOJA JaHHBIX

Jlnis BBOJ]a AaHHBIX 00 OTpabOTaHHOM BpeMEHHU J100aBUM JIMCT, U Ha30BEM €ro, Hamlpu-
mep, "yuer". Ilepemectim ero B camoe Ha4ajlO Hallell KHUTH (HABECTH KypCOp MBIIIN K SIp-
45

W4+ MW Yyer - Kogw - Tabems , Pacuer - Mrorm - ¥
JIBIYKY JIUCTA, loraso o 3aKaTb KHOIIKY MBbBIIIK U, HE OT-

mycKasl ee, IePEeHEeCTH SPIBIYOK B caMoe Havajo). BOT Takoil mopsaok y HAC JTOJDKEH MOJY-
YUATHCS (CM. KAPMUHKY).

Tenepr mogymMaeM, Kak PYKOBOJHUTEIIO, KOTOPBIA Oy/IeT BECTH €KEJIHEBHBIA ydeT pa-
004ero BpeMeHU CBOMX COTPYAHHMKOB, OBLJIO OBl yIOOHEE BHOCUTH JaHHBIE IO CBOUM PabOT-
HUKaM. Heo0XoamMo mpeycMoTpeTh:

BpeMs Havyasa padoThl;
BpeMsl OKOHYAHUs pabOThI;
HPOJIOJKUTEIBHOCTh 00€IEHHOTO MTepephIBa.
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1
4 MelHay Owony Obepg Hog

[Tpu >xenaHuM, MOKHO TPEAYCMOTPETh Pa3InYHbIC BAPHAHTHI
BBOJIa JIaHHBIX. Hampumep, pykoBoautens MoxkeT BbiOupate @O
U3 BBINIAJAIONICTO CIHUCKA, U 3aHOCUThH BpPeMsl Hadanaa U OKOHYAHHS
paboThl 3TOr0 COTPYAHHKA. A TpH BBIOOpE JAPYroro COTPYAHHUKA,
OyayT oToOpakaThCsi TOJBKO IMOJSI JUIS BBOAA JAHHBIX O BPEMEHU
TOJIBKO 3TOTr0 coTpyaHuka. Ho Takyro Tabmuiry OyneT ciiokHee CO3/aTh.

A B |+
Moz palgenaing Maraaun K21
Py

e S0 corpynHuea Flon=xocme

HE LR B REL ST IR

o

E

F

G

=

Tab M2 Hay Owoww Obeg Hog

Ha0pocok Tadunbl BBOJA JaHHBIX 00 0TPAa00TAHHOM BpeMeHH
[ToaToMy OrpaHUYMMCS] OTHOCUTENIBHO MPOCTHIM BapUaHTOM BBOJA JAHHBIX B TAOJIHUILY.
[Ipenycmotpum mosie uisi BBOJA HaMMEHOBaHUS TonpasneneHus. [lyctb, B HameM ciyuyae,
sto Oynmer "Mara3un Nel". Huxe mpegycMoTpuM MecTo JUisl Ha3BaHusi Mecsina. Jlanee -
HA4YMHAEM CO3/1aBaTh Tadymily. B Hell OyayT ciieayromne mois:
[TopsinkoBbIif HOMED;
®UO cotpynHuKa;
HaumeHoBaHue JOMKHOCTH COTPYAHUKA;
TabenbHbIN HOMEP COTPYIHUKA;
Janee 6yayT pacronaratbcsi JaHHBIE 0 BpeMeHu. [IpegycMoTpuM Bpemsi HavaJia
pabouero Hs, BpeMs OKOHYAHMS, TIPOJIOJDKUTEITHHOCTh 00€/IeHHOT0 NepepbiBa 1 KOJIOH-
Ky /7151 BHECEHHS KOJa pab04yero BpeMeHHU.

A B c D QEWNF|G(H|I |J|K|ILIM|N|[O|/P Q R
1 ||_|O.a.p53.a.eneune |Mara3uH Me1i |
2
3 [Mecay | |
4 1 2 3 4
5 MNe |DHUO cotpyaHuKka I GRsHOETL Tab N2 |Hay |Cwod OBedKog |Haw |Oron Obed Kog |Hau [Owos{O8ag Kog [Hau | Ckow
6  1|WMeauoe Mean Meanoouy Crapwwii npogagey |0 225
T 2{Netpos MNetp MeTpoauy MNpogasey 1251
3  3|Cwpopos Cupop Cunopoeny |MNpogasey 0 564
9

e
=

Tabauua BBoJa TaHHBIX 00 0OTPA0OOTAHHOM BpeMeHH

[Tocneqnue deThipe KOJOHKH OTHOCSTCS K MEPBOMY YHCITy Mmecsia. Ham HeoOxoaumo
Oynet moBTopuTh WX 31 pa3 (Mo MakCUMaJIbHOMY KOJIMUECTBY JHEH B Mecsie). OHako, BHA-
yase, BbIIIE HAMMEHOBAaHUS KOJIOHOK HaIei Tabnuiel moctaBuM mudpy 1. Teneps Bbinenum
YEThIPE KOJIOHKH, KOTOPBIE HEOOXOIMMO TTpo1ydupoBath 31 pas, moaBeneM Kypcop MBIIIH K
YepHOMY KBaJPaTHKY CIIpaBa BBEPXY U MPOTSHEM TUANA30H 0 TOTO MOMEHTA, MOKa OJIOKOB
W3 YeThIpEeX KOJOHOK He Oymet 31.

JIJist HarJSAHOCTHU U O0JIeTUeHUs JabHENIel paboThl BHECEM JTaHHBIE BBHIMBIIICHHBIX
COTpyAHUKOB. Hapucyem rpaHuiibl mojei u TabauIs.

Besikmii pas, korzga coszgaenib TaOIUIbl ISl IPYTHX COTPYIHUKOB, HEOOXOAUMO OYEHB TIA-
TENBHO MOJOWUTH K 3alUTE OT OIIMOO0YHOI0 BBOAA JaHHBIX. [Haue MOCTOSAHHO MpUAETCA
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OTBEYaTh Ha BOMPOCHI M MPUHUMATh HAPEKaHUS O TOM, YTO Tabiuia He padoTaeT (XOTs He
paboTaeT UCKIIFOYUTENIBHO H3-3a HEMPABUIHBHOTO €€ 3aIIOJTHCHHS ).
Bot uro HaM HEOOXOAUMO 00ECICUNTh:

B noJie "Mecsi" 1oKeH JOMYCKaThCs TOJIBKO BBOJ OJTHOTO U3 12 HaMMeHOBaHU

MecsI1Ia;

BO Bcex kosioHkax "Havano" u "OkoHuaHue" D0JKeH 10 MyCKaThCsl TOJIBKO BBOJ B
dopmate Bpemenu ot () yacos 110 24 4acos;

BpeMst okoHuaHUs HE JOJDKHO OBITH PaHbIIIC BPEMEHH Havaa;

BO Bcex KosoHKax "OOen" MomKeH J0MyCKaThCs TOJIBKO BBOJ B (OpMATE BPEMEHH OT

0 gacos 5o 1 gaca;

BO Bcex KosoHkax "Kopa" momyckaeTcst BBOJI TOJIBKO OJJTHOTO U3 KOJIOB paboydero Bpe-

MEHU.
3awuma om owubouH020 86edeHUss Mecsaya
Mecay - .’\ . Jlns 0e30mmO0YHOro BBOJA HA3BaHMS MeEcsIa HEOOXOIUMO
A 5 co3naTth cnucok. Ham mpuaercst co3maBarh €Iie CIUCKH, MO-
1 Mecsau ATOMY MpeUIaraeM Uil HUX CO3[aTh OTAEJIbHBIN JIUCT, KOTO-
2 [AnBape pBI MBI TaKk U Ha30BeM - ' Cnucku". B nanpHelIeM Mbl €ro
3 |bespant MIOIIPOCTY CKPOEM.
4 |mapr Ha sTom nucte nepeuucianm Bce Mecsllbl. BoiaensieMm crmucok
b |anpens U 3a7]aeM eMy uMmsl - "mecay".
6 [mai Boszppamaemcs Ha nuct "Vuem", nu nmoaBoguM Kypcop MbIIIN
7 |MHoHE K sYeliKe, B KOTOPOH XOTHUM HMCIIOJIb30BaTh CIUCOK. Yepes Me-
8 |mone Hio "[IpoBepka manubIX" 3amaem Tun gaHHbIX "Cnucox" u
3 |aBryct HMCTOYHHUK JaHHBIX - IHAa3oH ¢ uMeHeM "Mecsay".
10 |ceHTAbpL
11 |okTRbpE
12 |HoAbpe
13 |nexabos Oepanuuenue Ha 8600 OAHHBIX O PEMEHU
T E—Ll ﬂpmepn:m-uamueuuﬁﬁm M-‘
VENOSme fpossprm
T 8 B
Boens E o | irHOpspOBaTE MYCTHIE FHEiRN
Smdagnie:
rera B
Bpens Havana:
0:00 22
Bipesin KoHLE:
15 =
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e o g . )
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Moyt NONBITKE BEOAS HEBEPHEIX AarHsix 0TOSpENATS cooduerme:

Bea: Jaronceox:
OcTanos 3 HeBeprei GODHaT aareix
Coofwerme:

SB2aKTe NPASNLHOE BPEMA 0T
0:00 ao 23:59

| o | Omea

Breinenum stueitku kosionok "Hauano" n "Oxonuanue", oTHOCAIIUXCS K 1-My dncny mecsna.
Taxke, uepes "lIpoBepky AaHHbIX" 3amaeM Tun AaHHBIX "Bpems", u BbIOMpaeMm 3Haue-
Hus mexxkay 0:00 u 23:59. B 3aknanke "Coobwenue 06 owudke" octasiseM Buj "OcTaHoB",
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a B 3aroJioBke muiieM "Hesepuwiti hopmam dannsix". B TEKCTE COOOIICHUS MHILIEM TTPUMEP-

HO cienyroriee - 'Bseoume npasunvroe epems om 0:00 0o 23:59".

[ToxoxuM 00pa3oM 3alUTHM STYEHKU B KOJOHKE "(Obed", TONbKO JUarna30oH 3HAYCHHI BBIOH-
paem mexay 0:00 u 1:00. B Texcre coobmenust 06 ommoOKke s Hanucan - 'Beedume npasuio-
Hy1o npodoaxcumenvrocms om 0:00 0o 1:00".
OpHako HEOOXOJMMO TIPEIYCMOTPETh BEPOSATHOCTh OMIMOOK, KOTJIa BpeMsi Hayaia Oynuer
1o3/IHee BPEeMEHU OKOHYaHMA. Bo m30exkaHue MOAOOHBIX CIydyaeB s Mpeaarai HCIob30-
BaTh YCJI0BHOEe (popMATHPOBAHUeE, 3aKpAIIUBAIONICE SYCHKH C BPEMEHEM B KpacHBIN IBET,

€CJIM Ha4aJio 1Mo3JHCC OKOHYaHM .
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Jnst 3TOro BBLAENSEM SYEHWKY B KOJIOHKE
"Hauano", nu B meH1o "YcjioBHoe GopmaTu-
poBanue" BeiOMpaeM myHKT "Co3aaTh mpa-
BIJI0". 3areM BbIOMpaeM NyHKT "Hcenosb-
30BaTh (opmyay st onpeneseHust ¢op-
MATHPOBAHHBIX siYeeKk'.
Kypcop B CTpoke (opMysbl M BIHCHIBAEM
ycnosue =E6>F6.

OOparuTe BHUMaHHE - €CJIM BBl HE BITUCHIBA-
€Te aJipeca A4eeK C KJIaBUATyphl, a yKa3bIBa-

YcranaBinuBaeM

€T Ha AT SYCHKHU MBIIIKOH, To Excel aBTOMaTndecku caeiiaet 3TH aapecaadcoaTTHBIMU (CO
3Hakamu "$"). HeoOxomumo cienath 3TH apecao THOCHTENbHBIMY (yIaIuTh Bce 3Haku "$").
B npotuBHOM citydae npu KOMHUPOBAHUU 3TOTO YCJIOBHS Ha JAPYTHE STYEUKHU, CCHUIKU HE OyIyT

1 2

Okony| Ofeg| Kog | Hay |Okony OGer

KoJoHKe "Koo0" HY)XKHO CO37aTh CIHU-
y)ke uMeercsi Ha ctpanune "Koowsi",
KOJIOHKAaX U HE B KaXJOH CTpOUKe.
OTH KOJIOHKM Ha CTPAHUILy CIIHCOK B
JIOHKY U B BuJie 3HaueHuid. Ho OykBBI
MIOJIO)KEHBI HE B KaXJOH CTpPOUKE.
HUSl TYCTBIX SYEEK BBIJENIIEM BCIO
B MeHi0 "HaliTH M BBIIEJHUTL" BBI-
NyHKT "BbljejieHHe rpynmbl sidye-
B nosBuBIIEMCS OKOLIKE CTaBUM ra-
nynkre "Ilycrbie  sAuyeMkH", U

nepemMeuiaTbCs.

3aTem ycTaHaBJIMBAEM Kypcop B suelky "Oxonuanue",

U CO37]aéM BTOpPOE MPABHIO C AHAIOTMYHOU (opmy-

noi. Beigenum o6e sueiiku, U MpOTSIHEM YCIOBHUE Ha

BCIO KOJIOHKY. [IpoBepsiem - paboTaer iu ycloBHE.
3awuma om owubouHo20 86004 KOOA
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" QUABTP ~ |BBIennTE ~

Pepaxtpos M Haitru..,

2 3amenuts..

P = Nepeitn...

Belgenenune Cpynnel a4eex..,
Qopmynst

Mpumevarna

YnosHOE GOPMATUPOBaHNE
Komcrammat

MNpogepka AaHHbIX

« Bmbop obvexros

Yy OfnacTb sbigeneHna...

Jl1s  3amuTel IOJiel B
COK 3THX KOJOB. XOTh OH
HO pacrnoJiaraercsi B AByX
[TosTomy komupyem o0e

Ju

OJIHY KO- od

A

6YIIYT pac- Mecsy,
_ 2 |AHBaps
Hns  yname- 3 eoopan:

KOJIOHKY, W 4 mapr
5 |anpens

OupaeM 6 wai

T T |mone

€K . & |maone
9 |asrycrt
HOqu B 10 | centAbpe
HaxnuMaeMm 11 owmbpe

12 | honbpe

"OK". Tenepb MoABOAUM KypCOP MBIIIH K 000 BBIZICICHHON SUEHKe, U HAKU- 13 aexadps

MaeM IpaByIO0 KHOIMKY MbIIIH. B OTKpbIBIIEMCS KOHTEKCTHOM MEHIO BBIOMPAEM 15
OYHKT "YaanauTe", a 3aTeM CTaBUM TrajlouKy Ha MyHKTe "S4ellku co cABHIOM

14

16

BBepx". Ilocne Toro, kak mer HaxmMeM "OK", ciucok mpuoOpeteT TpedyembIit BuA. Boigens-

€M ero, 1 3amaeM ums "Koo".

==
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Mapanetps | Coofwerse and eBona | Coofwesme of oumbce | _|
¥enosue nposepis
Tien maeic:
Crwacow |Z| | MrropeposaTs nycToe Eueio
W— iCrwaco: nomycTis Jrercrie]

:
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Bosepamaemcs k nucty "Vuem". Beinensem kononky "Koo"
. u uepe3 meHio "llpoBepka AaHHBIX" 3a7aeM THN JaHHBIX
| "Cnucok'" 1 NICTOYHHK JaHHBIX - IHaIa3oH ¢ uMeHeM "Koo".
I'anouky ¢ nyHkra "Cnmcok J0NMyCTHMbIX 3HAYeHHMI" Tyyu-
11e BCero oTxkarb. KHOMKa pacKphITHS CIHCKA TOJIBKO OyaeT
MeINIaTh, a 3HAYCHUS CO CIUIIKOM OOJBIIOTO CIUCKA JTYy4Ie
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BHOCUTH BPYUYHYIO, @ HE BbIOMpaTh. B coolmenun o6 ommuobke 51 Hanucan "Bsi 68enu Hegep-
Hblll K0O. O3HAKOMbIMECH CO CNUCKOM U UX 3HAYeHusmu Ha cmpanuysl "Koowt".

3&6€pW€Hu€ 3awiumsl aucma

L =
TRam s

£ B E[Fldaln
|l

1l [ Wacn] ]

5 WA apmgeee [eaema s, e e H =t
5 [Tjammime fummes  |Cramsd rpoassy |1 2= |
7 i) eres Merp Mevpome, | Mpagaaey CECN

§ 7
3

11

=

=

J B L W H QP 3@

Tenepb Bce sYEHKHM, OTHOCSIIUMECS K TIEPBO-
My YHCITy Mecsla, 3aluiieHbl. i 3ammThl
OCTaJIbHBIX SYEEK BOCIOJIb3YyeMCsl MPOTATH-
BaHMeM OJsioka. Beigensiem sTor 00K (BCce
SAYEHKH, OTHOCAILIUECS K TMEPBOMY YHCIY),
MOABOJUM KypCOp MBUIM K MaJE€HbKOMY
YepHOMY KBaJPAaTUKY B MPABOM HUKHEM YT-
Jy BBIIGJICHHOTO JMarna3oHa, u MpoTsAruBaeM
JI0 KOHIIA.

Jns  mymed  HaaeKHOCTH,  JKenaresb-

HO 3alIUTUTH JIUCT OT U3MeHeHHH. Briiennm Bce sTYEKU, U3MEHEHUSI B KOTOPBIX JOMYyCKa-

torcsa. O OynyT CleayOIUMU:
[Tone ¢ HaMMEHOBaHHEM MECSIIA;
Kononka "®MO corpynnuka';
Komonka "JlomxHOCTE";
Kononka "TabenbHbIit HOMEp';
Bce k0J10HKM C TaHHBIMU O BPEMEHH.

[ToaBenst Kypcop MbIIIM K JF00O0 W3 BBIIEIICH-
HBIX SAYCCK, HAXKUMACM IIPaBYIO KHOIIKY M BbI-
OupaeM B KOHTEKCTHOM MEHIO IyHKT "dopmaTt
suyeek". 3axo1UM Ha BKJIaAKy "3ammrTa" U OT-
"Jamumaemasi

JKUMaeM
ayeiika'.

raJlouky B TIIYHKTC

Tenepsb, Ha Bkiajake MeHIO "PenensupoBanue”

JIUCT MOXXHO 3allIUTUTD.

[ |8 ﬁ
[P [T r—— T [ e [ eee———
jrT————
[
HI2FTE P AT el THA ST SEFETINIT TR0 TN HRAHTE FETE (Al Frumrponsas
PP THEna ", KOS TLRSTWT RATT
o Crspea

Jns ynoOcTBa, mpeuiaraio 3aKpenuTh KOJOHKY C JIaHHBIMH O COTPYAHMKAax M CTPOKH C
HAaUMEHOBAHHUEM KOJIOHOK. J[JIs1 3TOro yctaHaBiMBaeM TaOJUYHBINA Kypcop Ha S4eiKy c aape-
coM E6, n otkpeiBaeMm 3akianky meHioo "Bua". Haxonum myHkT "3akpenuth o06jacTu" u
Ha)XMMaeM Ha HEro-kxeé B BbIMaBIlIeM cHucKe. Tenepb, Mpu MPOKPYTKE TAOIUIBI BHU3 WU
BIIPABO, HAUMEHOBAHMsI KOJIOHOK U JIaHHBIE O COTPYIHUKAX He Oy1yT mepeMeriaTbes.

Mgl ¢ BaMu cKadainu opUIHaIbHYI0 (opMy Tabemns yyera pabouero BpeMeHH, U co3alu Tad-
JWITy JJIs BBOJIAa JTAHHBIX 00 OTpaOOTaHHOM BPEMEHHU COTPYAHHUKOB. Termeph HEOOXOIUMO
c/enaTh Tak, 4ToObl BCE 3TH JAaHHBIE MPEeoOpPa30BHIBAIUCH B HEOOXOAMMBIE HAM 3HAYEHHUS B

Tabene yueta pabovero BpeMeHH.

Aemo3zanonnenue OAHHLIX O COMPYOHUKAX

Jns Havana, obecrieunM Ay0JIMpoOBaHUE JAHHBIX N0 COTPYAHUKAM. 3a4eM HaM BBOJAUTH I10
HECKOJIBKY pa3 MMEHa M A0JKHOCTH. llompocTy co3gaaum npsiMble CCBIJIKM HA T€ SYEHKH,
IJie JaHHBIE YK€ BHECEHBI. [l 3Toro ycraHaBirMBaeM TaOIU4YHBIN Kypcop Ha jucte "Tabens"
B SIYEHKY, KOTOpas JOJKHA CChUIATHCS HA MMs COTPYIHHMKA B JHcTe "VYuem", nmumeM B Hel

"n—mn

3HAK
JaHHEBIE.

, OTKpPbIBACM JIUCT, HA KOTOpBIfI CChlJIaEMCA U IICJIIKACM MBIIIIKOM TaM, I'A€ HaXO0ATCA

Opnako, 0OpaTUM BHHUMaHHE, HAM HEOOXOIUMO yKa3aTh HE TOJBKO MMS COTPYJHHKA, HO U
€ro JIOJDKHOCTh. B 3TOM citydae MOKHO MPOCTO OOBEAMHUT JaHHBIC C IBYX SUYEECK Yepe3 Orne-
parop "&". Ilocie Toro, Kak Mbl yKa3alid CChUIKY Ha naHHbie ¢ OHO, menkaeM MBIIIKON B
CTpoke (OopMYIIbI, 9TOOBI 37I€Ch MOSBUIICS MUTAIOIINI KypCOp, U BHOCUM HEOOXOIMMEIE OTle-



paTopbl. 3aTeM cChbUIaeMCsl Ha BTOPYIO siueiiKy. B KOHEUHOM uTOre AOJKHA MOJYyUYUTHCS BOT
takas popmyna: =Yder!B6&" "&Yuer!C6
F9 - £ | =vserlBsd”, “8vuerlcs  Kak BuawTe, MBI HE MPOCTO OOBEIUHWIN
LECCERCR LML BOF RSO G L £ R A 28 L 4 EEEEEEEFEEEEEEEEEEEEEEEEEE JaHHBIE, a elle ,I[O6aBI/I.]-H/I KaBBbIUKU C 3aris-
2

11 TN pufvasce e TOW U Mpo0OenoM Mexy HUMHU. Ecimu Obl MbI
s — 9TOr0 HE CHeJalii, TO JaHHbIe Obl 00BEeaU-
& E_; o | HUWIHCH 0€3 po0Oeria U 3amsTOM.

2| (cmmrmcn, | | s|s|efr|e]efu|nlr K coxaneHHio. HAM HE yIacTCs 3arlOJHHTH
) e OCTaJbHBIC SYCHKU Tabess C MOMOIIBI0 aB-
e 3 3 f tonpoTsaruBanusa. [lockoJIbKy B HCXOJIHOMH
1 Y ety oms Ta0JIMIIe TaHHBIC BHECEHBI B KAXIOH CTPOKE,
" nh:"p:"nf‘“ a B Taleyne 4Yepe3 CTPOKy (AUeikM IBYX
B 2 [Sewem 1351 CTpoK 00bemuHensl), To Excel popmupyer
AR HOBBIC CCBUIKH uepe3 CTpoKy. [loaTomy mpu-
ve|  |Dpmame JIETCS KaXKTyI0 (POPMYITy BHOCHUTB 3aHOBO.
b Pacuem npooonsxcumensnocmu pabom u

a8mo3anoiHexue K0008
Tenepbs HEOOXOAWMO BBIYHCIHUTH €:KETHEBHYI) MPOAOLKHUTEILHOCTh PadoThl. Dopmyna
3/1€Ch MIPOCTA - U3 BpeMeHU OKOHUAHUS 8bluUmaemM 8pemMs HaA4and U u3 NoayYyeHHOU pa3Huybl
gbluUmaem npoOOINCUMENbLHOCMb 00edeHHo20 nepepuisa. OHAKO Takas popmyia He cpado-
TaeT MpU HAIWYUHU HOYHBIX CMEH. B 3TOM ciiyyae HeoOXoauMO 3a7aBaTh YCJIOBHUSA, HO 3/1€Ch
MBI 3TOTO JIeJIaTh He OyeM, YTOOBI HE YCIOXKHSTh.
Buecem ¢gopmyny B sueiiky, COOTBETCTBYIOLIYIO BpeMEeHH, OTpaboTaHHOrO VIBaHOBBIM mep-
Boro uncia Mecdaua: =y4er!F6-Yuer!E6-Yuer!G6
Tenepb MBI MOKEM MPOTAHYTH 3Ty (HOPMYIY J0 STUEHKHU, COOTBETCTBYIOIICH MATHAAIATOMY
qucity. Bce cChUTKH MepeMecTsTCs MPaBIIIBHO, MTOCKOIBKY KOJMYECTBO KOJIOHOK, OOBEIMHS-
CT— T EEE OIIUX OJIHY STYEHKY B Tabelle COBMANaeT ¢ KOJIMUECTBOM KO-
[ s e s JIOHOK, COOTBETCTBYIOIINX OJHOMY JHIO Ha nmcte "Vuem".
IIpusTHOE coBnafCHUE.
AHaJIOTUYHBIM 00pa3oM BHOCHM (HOpPMYIy B SUEHKY, COOT-
| BETCTBYIOIYIO  IIECTHaAuaToMy umciy (=Yder!BN6-
| Vuer!BM6-Yuer!BO6), u npotsirnaeM ee 10 31-ro umcia.
| — . —. | Bo Bcex »THX sueiikax HEOOXOIMMO YCTAHOBHTH (hopMar
' BPEMCHH C YKa3aHUEM YacOB U MUHYT.
Tenepb, ecinu Mbl HAYHEM TPOBEPSTH PacdeThl, TO OOHAPY-
JKUM HETIPUSATHBIH MOMEHT - 3HAUCHHS HE BMEIIAIOTCS B TPAHMIIBI STUCHKH, TIOATOMY OTOOpa-
JKAIOTCSI OJTHU PEIIeTKU. BBIATH M3 TIOJI0KEHUSI MOKHO HECKOJIBKUMU MYTSAMHU:

yacramet bagmaT
s

| o] Lo 1

YMEHBIIUTH pa3Mep mpudTa 10 5 MyHKTOB;
YBEJIUYMB [IUPHUHY SUCCK;
3a1aTh opMaT ¢ yKa3aHHEM TOJbKO 4acoB (IIpH BeIOOpe popMmaTa siueiku, B IoJie
"Tun" BHOCUM 0JIHY OYKBY "4" CM. KapTUHKY).
S pemmi yMEHBIIUTE pazMep mpudTa.

3anonHseM Bce YeKU ¢ yKa3aHHeM OTpa0OTaHHBIX 4acoB Tabers.

C ykazanueMm Koja pabodero BpeMeHM MpoOieM OBITh HE JIOJKHO - MPOCTO CChIIaeMcsl Ha
HYXHYIO f4eliky. OHaKko, HaM He HYKHBI HYJIM B ClIy4asiX, KOrja s4elKka ¢ KoJaM Ha JIMCTE
"Vuem" nycTa. [TosTomy 3aKJaJbIBaeM cienyoiiee ycIo-
Bue:=ECJIM(EIITYCTO(Y4er!H6);"" ;Yuer!H6).
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BaThb aBTOMATHYECKHME pacueThl Tabems. Ham 2 |- ¥uer pabosero spesienn
e © yuEEx 3
HEoOX01MMO OyaeT BHECTH (OpMYIIbL, OACUH- ¢ i
THIBAIOIIUE KOJIMYECTBO OTPAOOTAaHHBIX YAaCOB *© fﬁl b B
imsaruocm, | T ; 5 7 7 1
¥ JIHEH, a TAKKE M30UPATENbHO IMOACUMTHIBA- [ | seseos 1 ) R
IOUIME JHU M Yachl, COOTBETCTBYIOLME pas- || : ;
JII/IIIHBIM KOI[aM. 9 . Hiisea Haie . et | |l o | wam | veoe | mom | wem | e | o | om | i | mam | mm | am
1 Cospnnad rpomims A | (e |un
. | [t FY RO R U U U P R U P U -
3 7 1in
Ceiiyac HaM HeOOXOAMMO BHeCTU (GOPMYNbl, . |7 [f=
MOJICUMTHIBAIONINE HTOTOBBIE 3HAYEHHUS] 34 o , [F=woms | e fefoe feooefon fon fonon fon s [ e [ [ oo
MecHL. .
Iloocuem ompabomannwlx OHell u 4acos
FEEI T | BFE [ |2 B mnonsx "Hmoco ompabomano..." mpocto

3aHOCUM (GOpMYIy CYMMUPOBAHUS 3HAUCHUN
T=l==] 1 : _ orpaboranHoro Bpemenu. OOparure BHUMa-
2w [= e S e o == Hue, yTo opMaT BpEMEHU HE BCErJla CUUTa-

LI

e L
r— e e
- €T MCXOMsl M3 OOIIEero KoJImdecTBa oTpado-
e o] ctems
— - TaHHBIX YaCOB. LIaCTO, o yMOJI9aHHIO,

ycTaHaBIMBaeTcs (hopmar, UCXOAAIIHN U3 24

Py . 4acos. J{ns ucrpaBieHus OMIMOKY BBIICINUTE

= F  BCE SYEMKM C CYMMOW YacOB, U 3aMEHHUTE

. dopmat na 37:30:55. OH cumTaer He Tepsst
I mees e s see yaChl 3@ IpenenaMu 24.
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). Kak BbI moHMMaeTe, MOCKOJIBKY JHAMa30Hbl Y HAC Pa30PBaHbI, TO MBI CKJIaIbIBAEM JIBa /1 a-
Ma3oHa Mo OTJEIbHOCTH.
Kommmpyem opmyny Bo Bce ocranbHbIe stueiiku. [Ipy KOMUPOBaHWU CCHUTKH OYIyT CMEIIaTh-
csl mpaBuiibHO. Ecnu oToOpasuTcst BpemMeHHou ¢opmaTt, TO, OMPOCTY, 3aMEHUTE €Tr0 Ha YhC-
JIOBOM (C TIOMOIIBI0 KOHTEKCTHOTO MeHIO "@opmat siueek"), 6€3 yKka3aHUs JECATUIHBIX JIPO-
Oeii.
[Toncuer oTpaboTaHHBIX YacOB 3a MeCAIl O0ecredyrnBaeM MPOCTeiie GopMynon CKiIaabIBa-
HUS IPOMEXKYTOUHBIX (POPMYJI, KOTOPBIE MBI TUCAIH paHee B Nosx "HMmoeo ompabomarno...".
TIloocuem npouux oannvlx 06 OMpPabOMAHHOM 8pEMeHU
[TogcueT komMYecTBa CBEPXYPOUHBIX YaCOB JIaBaiiTe OCTABUM JJIsl PyYHOTO 3arlOJHEHHsI, TO-
CKOJIbKY Ka)kJ1asi iepepadoTKa TOJHKHA MOITBEPIKAATHCS HE TIPOCTO OTMETKOW B Tabele, HO U
IPYTUMH TOKyMEHTaMu. MOXHO, KOHEYHO, M 3/1€Ch MPOIUCATh CIOXHBIN alTOPUTM, HO 3TO
noTpeOyeT HHOTO MOIX0/1a K OPMUPOBAHUIO BCEH TaOIHUIIHI.

ITo 5TOil e NMpUYUHE S UTHOPUPYIO MYHKT IMOJICYETA KOJIUYECTBA HOYHBIX 4acoB. Pa3 yx s
M3HAYAIbHO MPEJIOKUI HE paccMaTpHUBaTh MOAOOHBIE CIydyau, TO U ceiiyac HauMHATH 3TO
nenath OeccMBbICIIEHHO. TeM He MeHee, IPU BO3HUKHOBEHHH HHTEpeca, MOKHO MPOMHCAThH

AITOPUTMBI yueTa paboThl U B HOYHOE Bpe-
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C mojacdeToM KOJIHMYECTBA 4acCoB, OTpa60-
TaHHBIX B MpPa3sgHUYHBIC JHH, BCC - IPOCTO.
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Hcnonp3yem byHKLIHIO "CYM-
MECJ/IN":=CYMMECJIN(AG10:CN10;"=PB";AG9:CN9)+CYMMECJIU(CV10:FG10

;"=PB";CV9:FG9)

CMOTpHUM - YTO MONYYUIIOCh. YKaxkeM B ofauH u3 aHeu koj "PB". Ilonyuyunace necsituuHas
npoOb. [Ipobiema B TOM, 94TO Tak HacTpowics Gopmat siueek. [IpocTo BelIensieM Bce sTUeHKH,
dbopMaT KOTOPBIX JOJIKEH ObITh BPEMEHHOMW, U YCTaHABIMBAaEM, COOCTBEHHO, TOT, YTO YKa3bl-
BaeT Yackl 1 MUHYTHI. Kommupyem hopmyity Ha OCTaNbHBIE STYCHKH.

KonnuecTBo HEsSBOK MpensaraeM ykasblBaTh B JHSX, TOCKOJBKY JIOTHKA 3TOTO Tabelss mpe-
rojiaraeT UIMEHHO Takoi mojaxoxa. HesiBka Ha paboty ormeuaercs kogamu "IIP" u "HH". Hc-
nosnb3yeM GyHkiuo "CUETECJIN". TlockoybKy y Hac JBa YCJIOBHS, TO Mbl HX CKJIJbIBa-
eM. A, ITOCKOJIbKY, /IBa AUaNa3oHa, J0 CKJIA/IbIBAEM €Ile JIBAa YCJIOBHS U MO BTOPOMY JUAIa30-
HY. Takum obpazom MOJTy4aeTCst bopmy-
na:=CYETECJIM(AG10:CN10;"=HH")+CYETECJIN(AG10:CN10;"=ITP")+CUETEC

JU(CV10:FG10;"=HH")+CUETECJHU(CV10:FG10;"=IIP")

S | =CYETEC/IM(AG10:CN10;"=HH" }+CHETECAM (AG10:CN10;"=MP" |+ CHETEC/IN(CVI0:FG 10;"=HH"}+CYETECAM (CV10:FG10;"=MNP"}
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B xononke "13 HuX 1o npuuuHam..." npeny-
CMOTpPEHO TIO JIB€ SUEUKHU. 3aHOCUM B KaXK-
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e . CUYUTHIBAEM KOJIMYECTBO SUE€eK, OTMEUSHHBIX
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AHajoru4Ho 3aHocuM GOopMyIy TOJCYeTa
KoJinuecTBa siyeek ¢ kojgamu "B" B kosioHke "KonMYEeCTBO BBIXOJHBIX M MPAa3JTHUYHBIX
nuei":=CUETECJIM(AG10:CN10;"=B")+CUETECJNU(CV10:FG10;"=B").  JlomkHO
MOJTYYUTHCS KaK Ha KAPTUHKE.
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Brecenue nepeuvHblx OAHHBIX NO pacuenty ¢ nepCcoHalom
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Haunem ¢ camoro mpocToro - cienaeM CChUIKHU Ha S4ei-
KH, KOTOPBIC YK€ JOJDKHBI OBITh 3allOJHEHBI HA MPEIIbI-
IYIIAX CTPaHUIAX. DTO KOJNOHKA "TabenvHwvill HoMep" U
rpada 22 - "Yacwr (Onu)". TabenbHBII HOMEP MBI 3aHOCH-
au Ha crpanune "Vuem". CraBum 3Hak "'="' U KiIMKaeM
MBIIIKOM Ha COOTBETCTBYIOILEH suerke. 1 Tak 1o Bcemy
CITUCKY.

Pacuer oTpaboTaHHBIX B TEUEHHE Mecslla 4YacoOB OCY-
miecTBiseTcss Ha crpanuue "Tabeny". DTO sUEHKH B KO-
noHke "Bceero", sBnsromeiicss MmoapasnesioM KOJOHKH
"Umoeo ompabomano 3a mecsay". Takxke, Kak U TabeIb-
HBIIl HOMEp, BHOCUM CCBUIKH Ha 3TY KOJIOHKY.

Hanee, B rpade 19, nuiem ycTaHOBIECHHBIHN AJIST KaXXA0TO
coTpyAaHuKa okiaa (o Oosee CIOXKHBIX CXeMaxX OIUIaThl
TpyJa Mbl OyzeM roBOpUTh B apyroi crathe). ['pacda 20
n1st OyxranrepoB. B Hee 3anocutcst cuet bY, Ha KOTOpBIit
OTHOCSITCS pacXO/Ibl MO OIUIaTe TPYy/a.

CoOcTBeHHO, pacueTsl, HaunHatoTCs ¢ rpadpl 21. OTO OK/IagHAsi cyMMa, KOTOPasi pacCUUThI-
BaeTCs MPONOPIHOHATIBHO OTpabOTaHHOMY BpeMEHHU (Kak IpaBuiio, B yacax). M BoT 31ech
HAUMHAETCs O4YeHb HWHTepecHas TeMma. [l eXeMecsyHOro ydyera Mbl OTTaJIKUBaeMcs
OT HOPMATHBOB Pado4yero BpeMeHH, YCTAaHOBJIEHHBIX TPYAOBbIM 3aKOHO/IaTEIbCTBOM U yKa-
3aHHBIX B €KETOJHO YTBEPKIaEMOM IIPaBUTEIBCTBOM IIPOM3BOJCTBEHHOM KaJleHAApe.

[TockonbKy HOpMAaTUBBI YCTaHABIMBAIOTCS €IMHOXK/IbI B FOJl, U HE KOPPEKTUPYETCS BIIOCIIE -
CTBUH, MBI MO’KEM YCTAHOBHUTb UX TaM XK€, I'/Ie COCTaBIISUIN CIIMCOK MECSIIEB, OJIUH pa3, U HE
BO3BpaIllaThCsi K HEMY B T€UEHHE BCEro rojaa. B nanpHelinem, mpu BeIOOpPE TOro WM MUHOTO
Mecsia, Tabnuna OyAeT cama ONpeaessaTh - CKOJIbKO pad0ouuX YacoB YCTAHOBJIECHO B ATOM Me-

CAILIC.

Tlooeomoska cnucka 01 MecsauHo20 Hopmamuea pa6oqeeo epemMeru

HopmatmeMecay | [l Hayana JOMONHUM CIMCOK ¢ Mecsiamu. OTKpOEM CTpaHHIly
A B "Cnucox", u 106aBUM KOJIOHKY CIlpaBa OT HaUMEHOBAHUU Mecs-
" "
1 Mecsy,  Hopmamwe  U€B- Hazosem 3TY KOJOHKY Hopmamus".
7 [Aneape 1701 Ounun Baxublii MoMeHT. Ilockonbky MbI OyleM HCIOIB30BATh
3 |pespans 152] nmaHHBIC W3 Tabens, BHECEHHBIC B (hopMaTe BPEMEHHU, TO M 3]IeCh
4 |mapr 168] HOpPMAaTHUB YacoB MO MecsIaM s PEKOMEH]IyI0 BHOCUTH B opmate
5 |anpens 175] Bpemenu. MHade BIOCIEACTBUM MPHUIETCS OYEHb IMOBO3UTHCH,
6 [mai 143]  uTOOBI pacueThl ObUIN aIeKBATHBIMHU.
T |nHoHe 167]  TlooTomy BBIIENSEM KOJIOHKY, B KOTOPYK OyI€M 3aHOCHThH JaH-
6 |none 184 Hyre, u uepes MpaBylo KHOMKY MBIIIH BEI3BIBAEM JHAIOTOBOE OKHO
3 |aeryct 168 “@opmar siueex". UroGb! mumane nomst, Tuna "Munyme" u "Ce-
10 |cenTabpe 176 KyHOB!" HAM He Mella- R e I
11 |okTAbpE 176 1 Mecn;  Hgpugn T
JUCh, S BBIOMpAIO .wﬁ A
12 |HoRBpL 159 " w L b H
Bl ncsatie 4g3] TYHKT Bcee ¢opmartsl L T =
14 ® u craBmiO B oNie "Tum" [ mg|{ = nemsn e Lrman [ [neee
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OykBy "4" B KBaJIpaTHbIX ckoOkax (BOT Tak - [4]), 7 = =
0003HavaoIIeH 0TOOpaKEHNE TOJIBKO YaCOB. | [ I
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Haiinem B wHTEepHETE MPOW3BOJICTBEHHBIN KaJCH- i:’" ==
Japb U NEpenuIieM ¢ Hero HOPMaTUBBI IO KAXKI0- d;"'iw

My Mecsy i 40-uacoBoit paboueii Hemenu.
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TonbKO 3anuchIBaTh HYXKHO OYAET ¢ MUHYTaMU 4yepe3 aBoeroune, Hanpumep - 120:00. Mnaue
nporpaMmma OyAeT YUCIIO BOCIIPUHUMATh HEaJeKBATHO.

Ceituac HaM HEOOXOJMMO CO3/1aTh €lIe OJUH MOMMEHOBAaHHBIN Juana3oH. ITycte oH Oyzer
HaszwiBaThCs "HopmamueMecsay" (6e3 mpodena). [l 3TOro BbIAEHsIEM IUana30H C sYCH-
ku A2 1o staetiku B13 (B HEro MOMKEH MONACTh CIIUCOK MECSIEB U HOPMATHBBI YacOB B ATHU
Mecsbl). B aapecnyto sueliky BHocuM ums " HopmamusMecsay" (cM. KApTUHKY BBIIIE).

Hacmpouka asmomamudeckoco pacdenma OKJIAOHOU Yacmu 3apa60mH0u niamal

{ree K opteaieon v Tenepp MBI MOXEM paccuMTaTh OKJIATHYIO
ikl AR R th bE et B B b b Lo LA ACLA L LLARC LG L LA LLALIL L LU LL LU LL LU LL L LR R B etk bk b thads

AT T CYMMY, pAaCCYUTAHHYIO MPOIIOPIHOHAJIBHO OT-

Fouy mernas

— =l ___ =l J__=I] paboTaHHOMY BpeMeHHU coTpynHuka. Dopmymna
e——— | apudMETHYECKH MPOCTa -0TPaGoTaHHOe Bpe-
. | - | = | = | M# IeTMM HAa HOPMATHBHOE BpeMsl H YMHO-
T — —— 1 skaeM Ha okJjaa. Ho kak 5To peanu3oBarh B
- _— “==1 Excel?

HopmartuBHOe BpeMsi Mbl MOKEM B3ATh Ha OC-
- : HOBAaHWU BBIOpAHHOTO Ha crpanuie "Yuer"
] = | mecsama. Jlng 3TOro HMCmosb3yeM (YHKIHIO
T ——=== . BIIP, xoTOpas OyzneTr BBIBOAUTH TO KOJIUYECTBO
4acoB, KOTOPOE COOTBETCTBYET BHIOpaHHOMY
Mecsy (Uit 3TOH (PYHKIIMM MBI U CO3JaBalld
JTMara3ox "HopmamueMecsy"). OyHK-
[IUI0O MOKHO Cpa3y BBECTH B CTPOKYy (op-
Myi: BITP(Yuer!C3;HopmaTtusMecsin;2;J10
Kb).

VYcranaBiauBaeM Kypcop BHavaje (opMyJibl (TOciie 3HaKa paBHO) U BBOJMM YaCTHOE - aJIpec
SYEHKU C CyMMOUM oTpaboTaHHOTO BpeMeHu. [yt mepBoi 3amucu 310 Oyzaet stueiika BI11 (s,
0OBIYHO, HE 3aHOIIY a/IpeC SYEHKH BPYUHYIO, a IPOCTO KIMKAIO 110 HEW MBIIIKON ).

3areM ycTaHaBIMBaeM Kypcop B KOHIE (pOpPMYJbl MU YMHOXAeM BCE Ha SUEHKY C CyMMOM
oxmaga (M11). Koneunas d¢opmyna s nHepBoil  cTpoku  OyneT  BBIMVIAACTD
tak: =BI11/BIIP(Yuet!$C$3;HopmaTtusMecsi;2;JI0Kb)*M11

CchliKy Ha YeiKy ¢ HaMMEHOBaHMEM MeCsla Mbl YCTAaHOBHJIM a0CONIIOTHYIO, YTOOBI MOYKHO
OBLTIO CKOMUPOBATH GOPMYITY Ha APYTHE sTUCHKN 0€3 HeOOXOAMMOCTH UCTIPABIICHUMA

[Tocne Toro, kak Bbl HaxkMeTe ENter, B sueiike MoxeT 0TOOpa3uThCs HE YMCIO, a Bpems. Bee
MOTOMY, YTO B (pOpMyJie CChUIKM UAYT Ha slUeHKH co BpeMeHeM. J1J1s1 KoppeKTHOro oTo0paske-
HUS JaBaiiTe 3aMeHUM (opMaT BpeMEHH Ha JACHEXHbIH ¢opmar. BeiaernsieM BCIO KOJOHKY, H,
KaK 0OBIYHO, Yepe3 KOHTEKCTHOE MEHIO IMPOU3BOJIUM HEOOXOAUMbIE HACTPONKHU (CM. KapTHUH-
KY BBIIIIE).

Konupyem Gopmyny Ha Bce mpoune ssueiiku
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I'padsl ¢ 23 no 32 ocraisieM MyCThIMU. 75 Hamied (GOpMbl OIUIATHl TPYJa OHU HE HCIOJIb-
3ytotest. C rpad 33 u 34 nenaem npocthle cCbUIKM Ha rpadsr 21 u 22.

Ocobennocmu 4-it cmpanuywt ghopmor T-12
YerBeptas crpanuna Gopmsl T-12 nMeeT HECKOIBKO WHYIO CTPYKTYPY, HEKETH MPEAblIy-
me. Eciii Ha pe)XKHUX CTpaHWIAX JaHHBIC BBOJMIUCH MO KaKIOMY COTPYIHHUKY, TO 3]I€Ch
PacCUUTHIBAIOTCSI CBOJHBIC TAHHBIC TI0 BCEM COTPYAHUKAM Ha KaK[blii AeHb. Ha ocHOBaHUU
JAHHBIX ATOH CTPAaHWUIIBI, BIOCIEICTBHH, MOXXHO HACTPOUTH €KEMECSYHYIO CTATUCTHUECKYIO
OTUYETHOCTH MO MEPCOHATY OPTaHU3AIIHH.



Aemo3zanonnenue damol
Xotenoch Obl, 4TOOBI HE MPUXOIUIOCH BHOCUTH BPYUHYIO. UTOOBI

A B
1M H nata (opMHpOBAIIACh ABTOMATUYECKU. Beb MecsI Mbl yKe BHO-
ecnt OpMaTHE CUIIM Ha cTtpa”uue "Vuem", ynciio TaM yke CTOUT a IroA... HY, Ja-
2 |AHBapk 120 p > yK Y,
3 | hempans 152  Balre BHeceM roa Ha crpanuie "Cnucku", HOCKOIBKY MTaK €XKe-
4 \mapr 168 TOJHO KOPPEKTUPYEM TaM €KEeMECSUHbIE HOPMATHUBBI IO YacaM.
5 |anpens 175 3axoauM Ha CTpaHMIy, U 4YyTh HI)KE HAaUMEHOBAHUN MECSIIEB
B mail 143 mumem cioBo "I'ox". IlpaBee ot Hero BHocuM2015. OxgHako, 4To
7 | WHHE 167 MBI BUAUM - oTOOpakaeTcst crpaHHoe uncie 48360. Bee nmotomy,
8 MHneb 164 yro Ha 3Ty sYeiiKy pacmpocTpaHuics ¢popMar BpeMEHH B yacax,
39 |aBryct 168 xoTopwIi MBI HacTpauBanu paHee. BoigenseM sueiiky, u BHIOUpa-
10 cenTAbpE 176 em (hopmar 4mciIoBOM Ge3 HeCATHUHBIX 3HAKOB.
11 |okTAbpE 176 Tenepb HaM | A5 - S| =ATAZHAH| 1S BY9aTIC3E " "ECrmoHmIB15]
12 HoAbpk 159 T TABTEROR S r LN T NEA S A A d A R 4 40 4 FEEEEE FFE EPEFLEE FEEEEEEFFECO00L00Y
13 5 183 NPeACTOUT  He-
exabpk .
14 ﬂ p HpOCTaﬂ 3aIlaLIa. - OrepafoTin P Ha Jp ez ma puiiary
15 rl:lﬂ| I 2[]15' Hy)I(HO CHeHaTB Jditi. | wscea n":':“_-- ?‘x:;“' EeirREEME | DeivEsN | OTIreDE BTy
= ® Tak, 4yTOOBI YHC- T AT e | o | ot | v | e
ok T | rEamnas | s Ak | @ pOE
JI0 Mecsla, HanMEHOBAaHHE MecCsla M TOJ s | |k s | mouteenea | "™
ObLUTM OOBEIUHEHBI B OJHY SUYEHKY U Mpeoo- sagerrs S
y Yy - -
pazoBaHbl B popMar naThl. S 11 3TOrO HC- ¢ otpuou ot

nonb3oBan  pynkmuio JATA3ZHAY, koto-
pas mpeobpa3zyet TekcT B Bujae 1-auB-2015 B
dopmar nmatel. Ho mns storo HeoOxoammo
c(OopMHPOBATH ITOT TEKCT.

Uucno BHeceM B hopmyity mpocToit iudpoii.
C nomomusto oneparopa "'&"’, KOTOpbI 00BEANHAET 3aMUCH PA3IUYHBIX SUYEEK B OJHOH, CO-
€MHHUM 3TO YMCJIO C HaMMEHOBaHHEM Mecsa uepe3 aeduc. UtoObl aeduc BocprUHUMAICS
HE KakK oreparop, a Kak CUMBOJI, 3aKJIIOYMM €ro B KaBbluku. [lanee, cHOoBa uepe3 neduc, co-
eauHsieM ¢ uHpopMalen U3 SYEUKH ¢ TEKYILIUM T'OJJOM.

dopmyna npuobperaer (W) (S18%011050%1 Bul: =[JATAZHAY(1&"-"&Yuer!C3&"-
"&Cnucku!B15). He 3a0ynem no Bceil kKojoHKe uepe3 popmar sSueek HaCTPOUTh KpaTKHUM
dopmar gatsl.

Buecenue nar cneayronux yuces B Ta0MIIE YIPOCTUM MPOCTHIM NPHUOABIEHUEM K BBIILIECTO-
Aen sueiike enuHUIBL. TakuM o0pa3oM Kaxaas cieyromias siueiika Oyaer orobpaxkaTh clie-
JyIolllee YMCIO0 YCTaHOBJIEHHOro Mecsina u rojga. Hampumep B sueiike A7 Oyner ¢opmy-
na =A6+1.

Hanee, mpotsiHeM GopMyity 10 HIKHEH siueliku Ta0nuiel. OOpatuTe BHUMAaHHE, YTO B MECS-
Ibl C KOJIMUECTBOM JHEH MeHee 31, B HUKHUX sueiikax OyayT oToOpa)kaThCs YucIiia Cleayro-
niero mecsia. Mo>kHoO, KOHEUHO, OCTaBUTh KaK €CTh, HO 51 PELINJ UCIPABUTh HECOOTBETCTBUE

Rl RENr ARTOES

- |3

dbopmynoit B SYEUKax, COOTBETCTBYIOIIHUX 29-31 qyuc-

nam: =ECJIA(A33="";""; ECJIM(MECSIII(A33+1)=MECSIII(A33);A33+1;""))
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26 [src21s HpOBepKe.

o Bo-nepBeiX, OHa POBEPSET, HE CME-
HUTBHCSI JIX MECSAII TPY TPUOABIICHUH €11 -
HUIIBI BRIIECTOSAIIEH naTel. Ecim 1a, To

Ti— oToOpaxaercs MmycTas sueika, eclid HeT,
T - TO OTOOpakaeTcs Jara.
8| e . Bropas nposepka nposepsieT, HE

SIBJISICTCS JIA BBILIECTOSIIIAS SYEKKa ITyCTOM, €CIIHU Ja, TO U 3Ta TYEHKa OCTAETCS ITYCTOM.



Ecnu BTOpYIO MpOBEpKY HE caenaTh, TO B CIEAYIONIEH, Ocie MycTol, siueiike OyaeT oroOpa-
JKatbes omubouHoe 3uadenue (#3HAY).

Tenepb, kakoli Obl Mecsll He ObLT BBIOpaH, OTOOpaXKaThCS OYAYT TOJIBKO YHCIA, COOTBET-
CTByMOIIIKE ATOMY Mecsily. [Ipoune yncna oroOpaxarbes He OyayT.

Pacuem uenogexooneil u yenogexkouacos
_ I T —5' =CHETEC/A{TaGens!AGS:AL36,">0") ITogcuurars KOJIWYECTBO 4YCJIOBEKOJHEU B
1 e T e h—
’ none3oBas  pyakmuio CUETECJM, koTo-
o wescasen | sepaboran PYIO MBI HCIOJIB30BAJIM PaHEE HA CTPAHULIE
A uesnmeanjussens) S| S | ersendt | eeonadt | e "TaGenp". EAMHCTBEHHAS mpoOJeMa 3aKITo-

HER warme | EPOCTOEE HazuL ocouomncE | go=coaa- seEn

Tarmy | pommae | vewnd o gaeTcg B TOM, YTO HE YAAcCTCSl BOCIIOJIB30-

paSeneil | wwil oroyex | orzaseras- | coxpans

I uuiemma | == BATHCS ABTO3AIIOJIHCHHEM, MOCKOJIBKY Iepe-

EASIGEHED ‘=mar

. mme XOJ YMcel B Tabelie OCYIIECTBIISETCs 110 IO~
s PU3OHTANM, @ Ha crpanuue "Hmoeu” - 1o
BEPTHUKAIIH.

@opMyna Ui NOACYETa YEJIOBEKOJHEH, OT-
30 paOoTaHHBIX IEPBOro yucia Mecsua Oyner
o Ta-
008 xoit:=CUETECJIU(Ta6ean!AG9:AJ36;">
0D 0")_

Jis yckopeHust u oOnerdeHust paboThl, MOXKHO HPOTSAHYTh (HOPMYNy 10 HUKHEH SUYEHKH.
EnuncTBeHHOE, 4TO OyAeT HEeNpaBWJIBHO BO BCEX HMKECTOSIIMX (OPMYNax, 3TO JUANa30H
cymmupoBaHust. CTaBUM TaOJIMYHBIN Kypcop B sSUelKy ¢ OIMO0YHON (GopMyIIoif, BblenseM
HEBEPHBIN [Malla30H M 3aHOBO BBbLAEIAEM YK€ npaBwibHbld. Haxumaem Enter, u xypcop

BCTAHCT Ha HOBYIO OHJI/I60‘{HYIO quﬁKy.

Kommscme e

3

EL] 55 4 41 4l

Kax Bbl yxe, HaBepHOe, J10TaJIbIBa€TECh, YEIOBEKOYachl Oy/IeM CUUTaTh C HCIOJb30BaHHEM
¢ynkuun CYMM. IIpocto cymMMupyem Bech AMANa3oH, COOTBETCTBYIOILEIO YHCiIa Mecsla.
W tak o BceM crpokam. bykBeHHble 0003HAUEHUsI CUUTATHCS HE OYyT, a YUCIOBBIE BOMIYT
B pacyeT, Kak U nojioxeHo. He 3a0ynpTe mpeaBapuTesbHO MpeoOpa3oBaTh GopMar siueek BO
BpPEMEHHOM 0e3 yka3anus cekyHa ([4]:Mm;@).

[Tpoune rpadsl noTpedyroT Oojiee BAYMYMBOIO IMOJXOAA, HO OHM Bce TUMUYHbIE. [loaTOMy
MHOT'0 BpEMEHU Ha HaCTPOMKY aBTOpacyera 1o HUM y Hac He 3aiiMer.

[Tponomxaem HanonmHeHue crpanuibl "Hmoeu" dopmel T-12. ¥V Hac octamuchk cremyroume

TTOJIS:

o KonnuecTBo 4enoBeKo-IHEN MPOCTOEB. 37€Ch OUEBUIHO MOKHO HCIIOJIb30BaTh KO/JIbI,
0003HavaroIue mpocToi 1o pazubiM npuunHam -PII, HII, BII, 3b.

e He orpaboTaHo 4enoBeK0-4acoB B CBSI3U C pabOTOH B peKUME HETIOTHOTO PadoUero JHs.
Ucnonszyem koq HC.

o JIHU HesIBOK Ha paboTy:

e  ©XKEroJHbIM OCHOBHOM OIUIaunBaeMblid OTITycK - kog OT;

e  ©XEroJHbIH JOMOJHUTEIBHBIN OMIaunBaeMblil oTiyck - kog OJ;

e OTIIYCK B CBSI3H C 00yYE€HHEM C COXpaHEHHUEM 3apaOOTHOM IJIATHI, IOBHIIIICHUEM KBAJTH-
(duKanuu ¢ OTpHIBOM OT IPOU3BOJCTBA - Kozbl ¥, IIK u IIM;

e OTIIYCK IO OEPEMEHHOCTHU U pojiaM - koA P;

e 110 OoJie3nu - ko1 B;

e TIPOYME HESBKH, pa3pelIeHHbIE 3aKOHOATEILCTBOM (BBITTOJIHEHUE TOCYIAPCTBEHHBIX 005-
3aHHOCTEH U T.11.) - 00IOCH OLIMOUTHCS, HO 3/1eCh, BeposiTHO, kKoasl OXK, 10, 03, b, T,
I.

o Ilo npuunnam:

e C paspemieHus pabOTOAATENS - BCE BBIIIETIEPEUNCICHHBIE KOJIBI;
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e mporynsl - kox IIP;

e  MacCOBBIC HESIBKH - 3a0aCTOBKH B MOPSAKE, IPEAYCMOTPEHHOM 3aKOHOM - ko[ 3b;

e  KOJIMYECTBO YEJIOBEKO-/THEW BBIXOJHBIX U MPA3IHUYHBIX - UCIIOJIb3YyeM Ko B;

e Bcero - ckianpiBaeM MyHKTHI 3TOTO OJI0KA.

e Bcero uenoBeko-aHeH SBOK U HESBOK Ha pa0dOTY - TOKE UCTIOIB3YEeM CIIOKEHUE IAHHBIX B
3TON TaldIuUIE.

e KonudecTBo TONMOTHUTENBHBIX BEIXOAHBIX YEIIOBEKO-THEH MIPH MATUIHEBHON paboueit
Henene - konsl OB 1 HB.

e CnmcoyHasi YUCICHHOCTh PA0OOTHUKOB - CKJIAJILIBAEM ITOJICUETHI IO BCEM KOJaM.

e YuciaeHHOCTh paOOTHHUKOB:

e HE YYUTHIBAEMBIX B CIIMCOYHOM COCTABE, HO BKJIIOUEHHBIX B CPEIHECIIUCOYHYIO YUCIICH-
HOCTb - 3TO JJIsl PYYHOT'O TI0JICYETa, TOCKOJIbKY JAHHBIX IO TAKUM COTPYJTHUKAM B Tabelne
HET.

e CIHMCOYHOIO COCTaBa, KOTOPbIE HE BKIIFOUAIOTCS B CPEIHECTIMCOUYHYIO YUCIEHHOCTD - aHa-
JIOTUYHO MPEJBIAYIIEMY ITYHKTY.
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B ocHoBHOM OyneM HCIOJIB30BaTh (byHKum/I C‘{ETECJII/I u CYMMECJII/I OnuceiBaTh
noapoOHO KaXaylo (GopMmyiy He OyaeM, IMOCKOJIbKY Bce MOAOOHbIE (DYHKIMH MBI YK€ HC-
MOJIb30BAJIM HE oJIuH pa3. [IpocTo mpuBeneM cucok 3TuX GopMyIl, COOTBETCTBYIOIIUX TEp-
BOMY YHCITy MECSIIa:

o KonuuecTBo uenoBeko-aHEN MPOCTOEB - MOCKOJIbKY KOJOB HECKOJIBKO, TO MbI CKJIJ[bIBa-
€M HEeCKOJbKO 3HadeHuii. @opmyria B siueiike MmepBoro yuciia Mecsia Oyaer cieayro-
meii=CYETECJIN(Ta6enb!AG9:AG36;"PII'")+CUETECJIN(Tadean! AG9:AG36;"
HIT")+CUYETECJIN(Ta6ean! AGI:AG36;"BII")+CUETECJIN(Ta6ean! AG$9:AG36
;""3B"). 3meck MBI CHOBA CTAJIKUBaeMCs C MMPOOJIEMOH, UTO B OJTHOM TaOJIHIIE TTepeMeIe-
HUE UJIET TI0 TOPU30HTAIH, a B IPYTOH - 10 BepTUKAIHU. VICONh30BaTh aBTO3AMOTHEHHE
HE yJacTcsl.

e He orpaboTtaHo 4enoBeKo-4acoB B CBSI3U C pabOTOH B peKUME HETIOJTHOTO pab0yero JTHS -
=CYMMECJ/IU(Tab6ean!$SAGS$9:5AGS$36;"HC")

e JlHu HesIBOK Ha paboTYy:

o €XKErO/IHBbIN OCHOBHOM OIIaYMBAE€MbIN OTITYCK -
=CYUETECJIN(Ta6ean!SAG$9:5AG$36;"OT");
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€XKETOJIHBIN JIOTOJHUTENIbHBIN OIJIAYUBAEMBIN OTITYCK -
=CYUETECJIM(Ta6ean!SAG$9:5AG$36;"0n");

OTITYCK B CBsI3H ¢ 00y4EeHHUEM C COXpaHEHHEM 3apab0THOM TUIATHI, TOBBIIICHU-
€M KBATHU(UKAIINK C OTPHIBOM OT MPOU3BOJICTBA -
=CUETECJIN(Ta6enb!$AG$9:3AG$36;"Y'")+CUETECJIA(Tadean!SAG$9:SAGS3
6;"TK")+CUETECJIN(Ta6enn!$AG$9:5AG$36;"TIM");

OTITYCK TI0 O€PEMEHHOCTH U POJaM -

=CUETECJIM(Ta6ean!$SAGS$9:3AGS$36;"P");

1o 6oxesnn - =CUETECJIMA(Ta6ean!$SAGS$9:3AGS$36;"B");

MIpOYre HESBKHU, Pa3peIICHHBIC 3aKOHOIaTeILCTBOM (BBIMIOJHEHUE TOCYAap-
CTBEHHBIX 0053aHHOCTEH U T.I1.) -
=CYETECJIH(Ta6ean!$AG$9:3AG$36;" 0XK")+CUETECJIU(Tadean!SAG$9:SAG
$36;"J10")+CUETECJIN(Ta6ean!$AG$9:3AG$36;"03")+CUETECJIH(Ta6ean!$A
G$9:35AG$36;" IB")+CUETECJIN(Ta6ean!SAG$9:3AG$36;"T")+CUETECJIU(Ta
0eab!$SAGS9:5AGS36;"T™").

ITo npuunnam:

¢ pasperieHus padboTomaTelis. 31eCh JOCTATOYHO CIOXKUTH MPEIBITYIITNE pac-
yeTel -—=CYMM(AUG6:DF6);

nporyisl - =CUETECJIM(Ta6ean!SAGS$9:SAG$36;"TIP");

MacCOBBI€ HESIBKU - 320aCTOBKH B MOPSIJIKE, IPETyCMOTPEHHOM 3aKOHOM -
=CYUETECJIN(Ta6ean!SAG$9:5AG$36;"3B");

KOJINYECTBO YEJIOBEKO-THEH BBIXOAHBIX U MPA3THUYHBIX -
=CYUETECJIM(Tadean!SAG$9:5AG$36;"B");

Bcero - =CYMM(DG6:EX6).

Bcero uenoBeko-iHel SBOK 1 HesIBOK Ha padoty - =CYMM(16;EY6).

KomnuecTBo TOMOTHUTENBHBIX BBIXOIHBIX YETIOBEKO-THEH MpU MSATHAHEBHON paboueit
HeJene -
=CUETECJIH(Ta6ean!$SAG$9:3AG$36;"OB'")+CUETECJIA(Tadenn!SAGS$9:5AGS
36;""HB").

Crnucounas yrcneHHOCTh paboTHHKOB - =CYMM(16;Y6;EY6;FU6).

Tabnuua HacTpoeHa Ha MaKCHMMalbHO BO3MOKHOE aBTo3amojHeHue. Temeps (opmoii T-
12 MOXHO TIOJTK30BATHCSI C MUHUMYMOM PYTHHHBIX TPYyIO03aTpar.



7. OnleHOYHbIE CPeACTBA /ISl NPOBEEHUS MPOMEKYTOUYHOM aTTeCTAMHU

a) HJIaHI/IpyeMbIe pe3yJabTaThbl oﬁyqe}mﬂ H OLICHOYHBIC CpeaACTBA AJIsl IPOBECACHUSA l'[pOMe)KyTO‘IHOi/i arrecramum.

CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnanupyemblie pe3ynbTaThl
o0y4eHus

O1neHOYHBIC CPEACTBA

OI1IK-2 Bnageanem 0a30BBIMI 3HAHUSIMHI B O

OmacTi HH(POPMAIIMOHHBIX TEXHOJIOTHIA

3HaThb Teoperuueckue OCHOBBI 1. OcHOBHBIE TPUHIHMIIEI ABTOMATH3aIMH B cdepe JOKYMEHTAIMOHHO-WH(OPMAIIHOHHOTO
nHpopMaTtuk U uHPOpMa- oOecrnieueHus yrnpaBIeHUsI.
LHOHHBIX TEXHOJOTHMH U 2. Tlpeamochulku aBTOMATH3AIUHU YIIPABICHYCCKON JICATEIIHHOCTH.
BBIYMCIIUTEIIbHOW TEXHUKHU 3. lenp u 3amaun yueOHOM TUCHUILIMHBI. DKOHOMUKA Poccuu B mepexoaHblid MepHoj U UH-
B npodeccuoHanbHoi cde- (hopMaIMOHHBIE KOMITBIOTEPHBIE TEXHOJIOTUH. DTabl Pa3BUTHS CPEIICTB M CUCTEM MEXaHU-
pe 3allMy ¥ aBTOMATH3alMK yIpaBiIeHUYECKOH nesTenbHocTU. NH(popMalmoHHbIE pecypChl Cu-
CTeM aBTOMAaTH3allMH YIpaBJIeHUYECKOU AestenbHOCTH. [loHaTne mHpOpMaum, cTpykTypa
U CBOMCTBA HH(OPMAIIHH.
4. OOmas XxapakTepUCTUKA U CTPYKTYpa CUCTEMbI IOKYMEHTAIIMOHHOTO 00eCreYeHUs yrpaB-
JICHUS.
YMers: Pemate npaktuyeckne 3a- [IpomexyTO4HBIN TECT

nadd B TpohecCHOHATBHOM
cdepe, UCTIONB3YST BO3MOXK-
HOCTM  BBIYHCIUTENIBHOM,
OpPraHU3allMOHHON TEXHUKHU
U TporpaMMHOro obecrme-
YCHUS

Kaxkoi#t u3 cnoco6oB nonkimoueHuss k MaTepHeT obecrieunBaeT HanOOIBIINE BO3MOKHOCTH

U1 10CTYyNa K HH(OPMAIIMOHHBIM pecypcam?

— IOCTOSIHHOE COeIMHEHHE 110 ONITOBOJIOKOHHOMY KaHAJY

— YIaJIEHHBIN TOCTYH MO0 KOMMYTHPYEMOMY Tele(OHHOMY KaHalTy

— TIOCTOSIHHOE COE€TMHEHHE I10 BBIJICICHHOMY Tele(OHHOMY KaHaTy

— TEpMHUHAIBHOE COEMHEHHE [0 KOMMYTHPYEMOMY Telle(hOHHOMY KaHally

Mopgewm - 370...
— IIOYTOBaA IporpaMma
— CETEBOM IIPOTOKOJI




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

— cepsep MuTepHer
— TeXHU4YecKoe YCTPOCTBO

MonewMm, nepenatonuii nHGOpMaIHIO co ckopocThio 28 800 OuT/c, MOXKET mepenarh JBeE
ctpanuIlsl TekcTa (3 600 6ailiT) B TEUCHHE...

— 1 MuUHYTHI

— 1 gaca

— 1 cekyHabl

— 1 gusa

DnexTpoHHas novrta (e-mail) mo3BossieT nepenaBarh. .
— TOJBKO COOOIICHHUS

— TOJBKO (paiiiab

— COO00OIIeHUs H NPUJIOKEHHBbIE (ailibl

— BHJEOU300pakeHUs

Kakoii nporoko:n sBnsercsa 6a3oBbiM B HTEpHET?
— HTTP

— HTML

— TCP

— TCP/IP

Kommerotep, moaximoueHHbI k IHTepHET, 003aTeTbHO UMEET...
— IP-aapec

— Web-cepep

— JIOMAIITHIOI0 Web-CTpaHuIly

— JIOMEHHOE UM




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

I'nnepccebuiku Ha Web - crpanuiie MOryT o0ecrednTh Nepexo...
— TOJIBKO B IpeJiesiax JaHHOH web - CTpaHHUIIbI

— TOJIKO Ha Web - CTpaHUIIbI TaHHOTO cepBepa

— Ha o0yt0 web - CTpaHHUIly JaHHOTO PETHOHA

— Ha J100y10 web - crpanuiy Jodoro ceppepa Uutepuer

3amaH agpec AMEKTPOHHON MOUTHI B ceTh Internet: user name@int.glasnet.ru. KakoBo nms
BJIaJIeNIbLIa 3JICKTPOHHOI'0 aapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

—ru

Bpay3zepsr (Hanpumep, Microsoft Internet Explorer) sienstrorcst...
— cepsepamu MHTEpHET

— aHTHBUPYCHBIMHU MPOTPAMMAMHU

— TPaHCISTOPAMH SI3bIKA IPOrPAMMHUPOBAHUSI

— CpexcTBOM MpocMoTpa web-cTpaHuni

Web-ctpanuiisl uMeroT hopmar (paciimpesue)...
— *.Ixt

— *.htm

— *.doc

— *.exe




CTpyKTypHBIH

[Tnanupyemsble pe3ynbTaThl

2JIEMEHT OneHoYHbBIE CPEACTBA
oOyueHus
KOMIIETEHIIUH
Bnaners: HaBpikamu pabGoTel B J10-

KaJbHBIX M IJIOOAJIBHBIX
KOMIIbIOTEPHBIX CeTsaX;
HaBbIKaMu paboThl cO cIe-
LUAIM3UPOBaHHBIMU  Xpa-
HUJIMIaM1 JaHHBIX

1. Bbipa06oTKka HAaBBIKOB Pa00ThI ¢ perucrpamnueii 10KyMeHTOB

Ynpasicnenue 1. Pecucmpayusa 0oKkymenmoas.
Lenp ynpaxxHeHUs — MOJIyYCHHE TBEP/IbIX HABBIKOB PETUCTPAIIUU JOKYMEHTOB.

3ananme 1. Co3nanue daiisioB

Coznats 4 ¢aiina, ¢ koTopsiMu BbI B mocnenyromem Oyaere paboTaTh:
e B Word (3asBncHue B JeKaHAT O JIOMYCKE K 3aHATUAM 110 JJoKyMeHTO000po-
Ty. @opMa — cTaHAapTHOE 3asiBICHUE),
e B OnoknHore (OOBsicHUTENBHAS O Mporycke 3aHsaTus. Dopma cBoboHAS),
e B Excel (pe3ynbrarsl ciaun mocneaHe# ceccun),
e HaliTM B KOMIbBIOTEpPE WIM NEPEHECTH C HOCHUTENS, WIM CO3[aTh JIIOOBIM
CPEICTBOM KapTHHKY Pa3MepOM MPUOIUZUTENBHO 4X5CM.
KommenTapuii. Co3gansble (ailyibl KaKIbIM U3 yYaCTHUKOB TPYIIIbI HAa 3aHATUU HEO0XO-
JIMMO COXpaHUTh. KOHKpeTHOE MECTO He MMeeT 3HaueHus, T000i u3 (ailnoB, MPUCOETUHEHHBIX K
JOKYMEHTY, 3aperHCTPUPOBAaHHOMY B 0a3e, COXpaHUTCS BMECTE C JOKYMEHTOM B 0a3e W B TOCIE/I-
CTBHMHM OYZ€T JIerko HaiiieH nporpammoit. [Ipumep ¢aiinos nmpuBeaeH B MpUI0KeHUN 1.

3ananue 2. Perucrpanus 10KyMeHTOB
3aperucTpupoBaTh 4 JOKYMEHTA:
e c co3laHHbIMU B | 3ajmanuu (aiiaamu 1moJ pa3HbIMHU JaTaMH B auarna3oHe 1-
30 okta6ps 2005r. [{nsg peructpaiyiv JOKyMEHTOB BBIOpATh MOTOK JOKYMEH-
TOB CBOEW Tpynmbl. 3amoidHuTh moje npedukca: 3a, 06, Ot, I'p, coorBer-
CTBEHHO; BbIOpaTh rpu( KonpuaeHunaabHo.

KommenTapun.




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

1. He cnenyer nyrars JlaTy peructpanuu 31eKTPOHHOTO IOKyMeHTa U JlaTy co3paHus ero
(bymaxkHoTrO0) mpenka. B coydae BXOASIEro MOTOKa JOKYMEHTOB moiie ¢ "JlaTtoit peru-
cTpauuu" TOKyMEHTa pacloJIOKEHO B MEPBOM CTpoUKe MmoJiei, a nojie ¢ "aroi" cozma-
HUS PapoOAUTENS JOKYMEHTA pacrojaraercsi B TpeThel CTPOKE, MOCBALICHHON OpraHu-
3alMU-OTIIPABUTEIIO.

2. AHaJIOrMYHO, HOMEpP PETUCTPAIMH TOKYMEHTa (KEITOE TOJIe B IMEPBOM DSy) TeHEPH-
pyercs CUCTEMOW, a MCXOASIIMNA HOMEpP OOBIYHO YK€ MPOCTABIEH IMPHU OTIPABKE OT
KOppecnoHieHTa B Bairy opraHu3zaiuio, OH 3al0JHSAETCS BPYUHYIO (C OyMa)XHOIO HO-
CUTEIs WM 3TO — JlaTa OTIPAaBKU AJIEKTPOHHOTO MUChbMa) B Oenoe mose (HeoOs3arenb-
HO€ ISl 3aTI0JIHEHMS).

3. Bce momns, B TOM 4mclie MPOrpaMMHO HE KOHTposiHpyemble (Oemnblii (oH), B IeHCTBU-
TEIbHOCTH HEOOXOAMMO 3aIONHTh. BO-NIepBBIX, 3TO MPEANUCHIBAETCS IPaBUIaMH J10-
KYMEHTO0000pOTa, BO-BTOPBIX, CYILIECTBEHHO 00JIer4aeT MOUCK J0OKYMEHTA.

4. ®opMoO#l perucTpauuyd MOTYT OBITh MPEAYCMOTPEHBI Kak IpedHuKc K HOMEpy, Tak U
rpud nokyMeHTa. DTH MO B JAHHOM CIllydae CIYKaT Ui TPYNIHPOBKUA U YCKOPEHHUS
MOMCKA JIOKYMEHTOB.

5. 3HaueHUs B MOJSIX MOTYT KakK BbIOMPAThCS U3 CIOBApsl, TaK M 3aMONHITHCS MPOU3BOIIb-
Ho. [IpennoureHue cienyer ornaBaTh BbIOOPY M3 CIIOBapei, Tak KakK HCIIOJIb30BaHHE
CTaHJAPTHBIX 3HAYEHUH YMEHbIIAET BEPOSTHOCTh PETUCTPALIUH C OLIHMOKOI.

6. Ilpm ommOOYHON perucTpanuy JOKyMEHTa B MOTOK, B OOIIEM CiIydae HEIOCTYITHBIN
M0JIb30BATENI0, 3TOT JOKYMEHT Oy/leT AOCTYIEH TOJIbKO 3TOMY IOJIb30BATEN0 KaK pe-
TUCTPATOPy 3TOT0 JIOKYMEHTa, HO He OYyJeT BHJAEH U JOCTYNEH APYIMM Yy4acTHUKAM
TPYTIIBL

Ynpasicnenue 2. Ilouck 0okymenmos.
HCHB YIIPAXKHCHUSA — 3aKPCIJICHUEC HABBIKOB IMOMCKA JOKYMCHTOB B PA3JIMYHBIX CUTyalUAX,

BBIpa60TI(a YMCHHUA CACIATh BLI60pKy AOKYMCHTOB B Pa3/IMYHLIX pa3pe3ax pasiMYHbIMU crocoba-

MHU.

Cy'IJ_IeCTByeT YCThIPE BO3MOKHBIX BapHaHTAa IIOUCKA JOKYMCHTOB:
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® [IOUCK JOKYMEHTOB;

® [IOMCK ITOPYYECHHUI;

® TI0WCK 110 popme;

®  paCIIMPEHHBIN MTOUCK.

3ananue 3. HaliTu 10KyMeHTBI, 3aperucTpupoBaHHbIe B 0a3e

e Haiitu Bce 1OKyMeHTHI, cOCTaBlIeHHble Bamu BceMu BO3MOXHBIMH crioco0a-

MHU.
KommenTapuii. Kak Bsl momuute, n1okymenToB Obuio yetsipe. Eciiu Bl pu perucrpanuu
3anonHmM nosne Kro moanucan, to y Bac He 6yner npobiem.

e Haiitu 1OKyMeHT 0 HOMepY (ABa-TpU BapUaHTa).

e Haiitu JOKYMEHTHI 1O J1aTe perucTpaiuu (JBa-Tpyu BapHaHTa).

e Haiitu noxymenTsl B notoke Bameil rpynmnel co cioBom "momyck" B mose
Kparkoe coaep:kanue, 3aperucTpupoBaHHble Bammmu cocensmu cieBa U
crpana (I1ocae10BaTeabHO).

e HaiiTu MOKyMEHTHI Ballero MmoToka, UMEIOIIMe "3aHsA" B KPaTKOM COJepKa-
HUU Y pa3HbIMU JaTamu B Auana3zone 10-20 MapTa TeKymiero roja.

e HaiiTu MakcuManbHOE YMCIIO TOKYMEHTOB B nuamnaszone aar 10-30 mapra Te-
KYILIEro rojia B IOTOKE CBOEH IPYIIIIBL.

e HaliTu TOKyMEHTHI ¢ cofiepKaHueM "nekaH" U gatamu ¢ 5 nmo 20mapra TeKy-
LIETO0 roja.

e Haiitu qokyMeHTHI ¢ "3aHAT" B KpaTKOM coaepkaHuu U "2*" B Homepe.

3ananue 4. HaiiTu 10KyMeHTBI HCIIO/IBb3YS PaciinpeHHbIi MOKCK.

e Haiitu noKyMeHTHl, 3aperucTpupoBanHble ¢ 10 MapTa TeKyliero roja.
e HaiiTu Bce TOKyMEHTBI, 3apETUCTPUPOBAHHBIE JTIOOBIM M3 IBYX MPHUCYTCTBY-
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IOLIMX HA 3aHATUM CTYAEHTOB(K) rocie 15 Mapra TekyIiero roia.
e lcnonb3ys npeabl Ay 3apoc Cy3uTh ITIOMCK ITyTEM YTOYHEHUsT KOHTEKCTa
"nexan".
e Haiitu Bce NOKYMEHTBI, IOJMNHMCAaHHbIE (KOPPECHOHJCHT) JIOOBIM M3 IBYX
cocezieli(0K), MPUCYTCTBYIOUIMX HA 3aHATUH, COJEpXKAIUEC OObACHUTEIbHBIC.
KommenTapuii. Mcnons3yercs 3HaueHue B nosie Perucrparop.

OIIK-4 BJIaACHHUCM HaBbIKaMH HCIIOJIb30BaHUA KOMHLIOTepHOﬁ TCXHHUKHU U PIH(bOpMaI_II/IOHHLIX TEXHOJIOTHH B ITOMCKE UCTOYHUKOB U JINTCPATYPHI,

HCITIOJIb3OBAHHWHU ITpa

BOBBIX 0a3 JIAHHBIX, COCTaBJICHUH OMOIMOrpauIecKux M apXUBHBIX 0030pOB

3HaTh

[puHUMnel  ACHCTBUS U
KOHCTPYKTUBHBIE ~ OCOOEH-
HOCTHU Pa3JIMYHBIX TEXHHYE-
CKMX CpEICTB YIIpaBJICHUA,
ux TEXHHKO-
IKCILTyaTalMOHHBIC XapaK-
TEPUCTUKU

1.

N

ok~

[Tonstue aBTOMaTu3upoBaHHoro padouero mecra (APM). APM kak MHCTpyMeHT 1jis pa-
[MMOHAIM3AIMN ¥ WHTCHCH(PHUKAIMU YIpaBlieHYeCKOl aesrenbHOCTH. Ha3znauenne APMa,
ero (pyHKIIMH, CTPYKTypa, obnactu npumeHeHus. Mecto APMa B cTpyKType CUCTEMBI aB-
TOMAaTHU3allMM yIpaBiIeHUYEeCKON AesTtenbHOCcTU. Pacnipenenennsie APMbI u cuctemsl oOpa-
060TKM UH(OpPMAIUH.

Knaccudukanms u apxuTeKkTypa CUCTEM TIOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YIIpaBIeHUs
JIekoMIIO3UIMsT CHUCTEMBbl AaBTOMATH3AllMM YIPaBIECHUYECKON nedaTenbHOCTH. CHCTEMHBIN
MOAXO K JeKoMIo3uIuu. [IpuHIunmb! 1ekoMno3uiuu cuctemsl. Kinaccudukaius MeTo10B
U CpelcTB AexoMmmo3uiuu. Opranu3ainuoHHas U QyHKIMOHAIbHAS CTPYKTYPhl CUCTEM aB-
TOMaTU3UpOBaHHOrO ympasieHus. [loacucremsl u. 3agaun. OcOOEHHOCTH apXHUTEKTYp CO-
BPEMEHHBIX KOMITBIOTEPHBIX CUCTEM 00paboTku uHpopMaluu B oduce.

AnmapaTtHoe obecriedeHue cucteM apromarusamnuu JJOY

Knaccudukanus anmapaTHbIX CpeACcTB. Paznuuus BHYTpH KiaccoB. MUHUMANIBHBIA U OII-
TUMAaJIbHBIN HAOOPBHI almapaTHbIX CpeAcTB Uit aBToMaTu3anuu JOVY.

[IporpamMmmMHoe obecrieuenue cucreM aBTomarusanuu JJOY

VYMmers:

[Mosnp30BaThest pacmpocTpa-
HEHHBIMH TTOMCKOBBIMU CH-
cTeMaMu, TEMATHYECCKUMU

pyOpuKaTopamu, TeMaTuye-

[IpomexxyTouHBIN TECT

Kaxko#t 3 cnoco6oB monkirodeHus K HTepHET oOecneunBaeT HaAMOOIBIITNE BO3MOKHOCTH
JUISL TOCTyTa K HHPOPMAIIMOHHBIM pecypcam?
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CKHMH KaTajJdoraMmu

— NOCTOSIHHOE COe/INHEeHHeE M0 ONTOBOJIOKOHHOMY KAHAJIY

— YIaJICHHBIHN TOCTYH 110 KOMMYTHPYEMOMY Tele(OHHOMY KaHaTy

— TOCTOSIHHOE COE€TMHEHHE I10 BBIJICICHHOMY Tele(OHHOMY KaHATy

— TEepMUHAIBHOE COSUHEHHE [0 KOMMYTHpPYEeMOMY Telle(hOHHOMY KaHaIly

Mogewm - 3T0...
— TIOYTOBAsl MPOrpaMma
— CETEBOM MPOTOKOJI
— cepsep UnTeprer
— TeXHU4YecKoe YCTPOMCTBO

Moaem, nepenaroniuii “HGopManuw co ckopocThio 28 800 OuT/C, MOXKET IepenaTh JBE
ctpanuIlsl TekcTa (3 600 6aiiT) B TeUEHHE. ..

— 1 MUHYTBI

— 1 gaca

— 1 cekyHabl

— 1 gusa

DnexTpoHHas mouTa (e-mail) mo3BosseT nepenaBarth...
— TOJBKO COOOLICHUS

— TOJBKO (ailsibl

— €0001IeHUs U MPUJIOKeHHbIe (ailibl

— BHJICOU300pKECHHS

Kakoii nporoko:n sBnsierca 6a3oBbiM B UHTepHET?
— HTTP

— HTML

— TCP
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— TCP/IP

Kommnbrotep, nonkimtoueHHbl K IHTEpHET, 00s13aT€IHHO HMEET. ..
— IP-aapec

— Web-cepsep

— JIOMAIIHIOI0 Web-CTpaHuIly

— JOMEHHOE UMs

['unepccpuiku Ha Web - cTpaHuIle MOTYT 00ECTIeUUTh HEPEXO/I...
— TOJIBKO B MpeJienax JaHHOH web - CTpaHHIIbI

— TOJIBKO Ha Web - CTpaHUIbl JaHHOTO cepBepa

— Ha o0yt web - CTpaHHUIly JaHHOTO PETHOHA

— Ha a100y10 web - crpanuny swodoro ceppepa Unrepuer

3amaH ajgpec NMEKTPOHHON mouthl B ceTu Internet: user name@int.glasnet.ru. KakoBo ums
BIIAJIENIbIIA DJIEKTPOHHOTO ajapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

—ru

bpayseps! (Hanpumep, Microsoft Internet Explorer) sisnsirorcs...
— cepBepamu MHTEpHET

— AHTUBUPYCHBIMH IIPOTpaMMaMu

— TPaAHCISTOPAMH SA3bIKa IPOTrPAMMUPOBAHHUS

— CpeICTBOM NMPocMoOTpa web-cTpaHun

Web-ctpanuiisl umMeroT opmar (pacimpenue)...
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KOMIICTCHIINHN OGWGHHH
— *.ixt
— *.htm
— *.doc
— *.exe
BJI&[[GTI)I HaBI)IKaMI/I HNCITIOJIBb30BaHUA

KOMITBIOTEPHOH TEXHUKH H
WH()OPMAIIMOHHBIX  TEXHO-
JIOTHH B IIOMCKE HCTOYHU-
KOB W JINTEPATYPHI, UCTIOIb-
30BaHMM  TMPaBOBBIX  0a3
IaHHBIX, COCTABICHUN OHO-
nuorpauuecKkux U apxuB-
HBIX 0030pOB

PeIlaKTI/IPOBaHHe AOKYMCHTOB

Crnenyer 4eTKO pa3iauyarh: B KAKOM PEXUME HAXOAUTCS JOKYMEHT - pEXXUME pPeIaKTUPOBa-
HUs JOKYMEHTA WM B PEKHUME TOJIBKO NMPOCMOTpa. Bo BTOpOM cilydae HEBO3MOKHO COXPaHUTh
ClIeNlaHHble, Ka3aJ0Ch Obl, N3MEHEHUs (PEeJaKTOPCKUE IPABKK) B JOKYMEHTE (WM TOJIBKO B IIPUCO-
eAuHEeHHOM (paiine). Ecnu 1oKyMeHT HaXxoAuTcs B PEKHMME PEIAKTHUPOBAHUS y KOTo-Inbo, TO OH
JOCTYIIEH TOJIBKO B PEKHUME IIPOCMOTpA AJI IPYTUX MOJIb30BATEIICH.

Ynpasicnenue 3. Peoakmuposanue 0okymenma
KommenTapumu.
1. YtoObl BHECTH KaKHe-TUOO M3MEHEHUS B JOKYMEHT, HEOOXOIUMO €ro B3sTh Ha pelak-
tupoBaHue. /it 7Toro HeoOX0IMMO MICITKHYTh MBIIIBIO TI0 KHOMKe Havyath pemaktupo-

BaHme N (v myHKT MeHIo PenaktupoBanue= B3sTh Ha peJakTUPOBaHUE).

2. OueBWaHO, YTO OJHOBPEMEHHAs! pab0Ta HECKOJIBKHUX MOJB30BATEICH CHCTEMBI C OJTHIM
U TEM K€ JOKYMEHTOM MOXKET IIPUBECTU K PACCOrIaCOBAHUIO B NaHHBIX. lJIg TOrO 4TO-
Obl IPeIOTBPATUTH 3TO, B cicteMe EBOPAT-Jl0kyMeHTOOO0POT peaan3oBaH MEXaHU3M
OJIOKMPOBaHUS TOKyMEHTa. 3abupasi JOKYMEHT Ha peJaKTHPOBAaHUE, MOJIb30BATENb TEM
CaMbIM JIMIIAET JPYTUX IOJIb30BaTEIEH BO3MOKHOCTH BHOCUTh B 3TOT JOKYMEHT H3Me-
HeHus. [loka oH He 3aBepIIUT paboOTy C TOKYMEHTOM, HUKTO, KPOME HEro, He CMOXET
PEAAKTHUPOBATh ITOT JOKYMEHT (BHOCHUTh M3MEHEHMSI B PErHCTPAIlMOHHYIO KapTOUKY
JIOKYMEHTa, 100aBIATh UM PEJaKTUPOBATH IPUCOETMHEHHBIE K IOKYMEHTY (hailibl, co-
3/1aBaTh WJIM M3MEHSITh NOPYUYEHUS MO JOKYMEHTY). 3a0JOKHpPOBAaHHBIA JIOKYMEHT J0-
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CTYIIEH APYTUM MOJIb30BATENSAM JULIb U1 IPOCMOTpA.
st pa30I0KMpOBaHKS JOKYMEHTA CJIEAYEeT HICIKHYTh MBIIIbIO 110 KHONKE 3aKOHYUTh

pEOaKTUPOBAHUE C COXPaHEHUEM _l (unu myHKT MeHI0 PenaktupoBanne= 3aKOHYUTH
pEAaKTUPOBAHUE).
Jl1st 3aBepiiieHUs pelaKTUPOBAHUS JOKyMEHTa 0€3 COXpaHEHHUS! M3MEHEHUH MICIKHUTE

= |

MBIIIBIO 1O KHOMKE 3aKOHYMTh PEJaKTHPOBAHHE 6€3 COXPAHEHHUS =% MM BHIIONHHUTE
koMaHay PenaxktupoBanne= OTMEHUT peAaKTUPOBAHUE U 3aKpOMTE OKHO JOKyMEHTa
(myHkT MeHto JlokymeHT= Bbixon).

3ananme 5. HenmocpeacrBeHHoe pejakTUPOBAHUE.

e B3arb Ha penakTHpoBaHue cBOoe 3asBICHME B JACKaHAT U U3MEHUTH pa3Mep LIpUQTa
€ro IIANKH.

e BriiiTu U3 pexuma pelakTUPOBAHUS C COXpPAaHEHUEM JIOKYMEHTa. Y OeqUThCs, 4TO
MPUCOEAMHEHHBIN (ailll COXpaHEeH BMECTE C MPOJIETAHHBIMU U3MEHEHUSIMHU TEKCTa.

KommenTapumn.

1. HlenxHyB ABaXIbl [0 JOKYMEHTY, BbI 0TKpoeTe HOBOE OKHO C JIaHHBIM JJOKYMEHTOM B
pexuMe IpoCcMOoTpa.

2. Jlnst Toro, 94TOOBI BIIOCIIEACTBUM MOXHO OBIJIO COXPAaHWUTh M3MEHEHHUS B JTOKYMEHTE,
HE00XO0/MMO B3STh €ro Ha peJaKTUPOBAHUE.

3. OTKpBIB NpUCOCAMHEHHBIN (aiin B mpocMoTpiinke, Bel (hakTHdeckn HE CMOXKETE ero
OTpeIaKkTUpoBaTh. [t 3TOoro HeoOxoauMo sKcropTHpoBath ¢aitn B MS Office, HaxkaB
Ha COOTBETCTBYIOLIYIO KHOIIKY.

4. Tlocne pemakTupoBaHUs (ailll MOXKHO COXPAaHUTh OJAHHUM U3 JBYX crioco6oB: uian Co-
XpaHuTh, win CoxpaHUTh Kak. Bo BTopom citydae HEOOXOAMMO €ro COXpaHUTh MOJ TEM
K€ UMEHEM, yKa3aB TOYHOE MECTOHAX 0K ICHHUE.

5. Berittu u3 MS Office.

6. YOenutncs, uto daiin Bel orpenaktupoBanu, Be3as [IpocmoTpimka.
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TOB.

3ananue 6. PenakTupoBanue 10KyMeHTa NyTeM IIPUCOeIMHEHNSI HOBOIO (aiija.
Hcnonb3yiiTe KOMMEHTApUU K YIPAKHEHHUIO.
e Haiitu O0bsicHUTEIBHYIO cocena(Ku).
e B34Tb JOKYMEHT Ha peAaKTUPOBAHUE.
e OrpenaktupoBarh gokymeHt B Word: moamucars "OTpenakTHpOBaHO (KeM),
narta ...".
e CoxpaHuTh (haiia ¢ HOBBIM UMEHEM ...-1.
e [lpucoenuHuTh Qailll K JOKYMEHTY.
e COXpaHHUTb TOKYMEHT.

3aganue 7. PenakTupoBanue A0KyMeHTA IyTeM CBSI3bIBAHMS ¢ HUM JAPYIHX JO0KYMEH-

KommenTapumn.

1. B HeKoTOpbIX cilydasx YJOOHO K TEKYyIIEMY AOKYMEHTY, COAepXkKalleMy, BO3MOXXHO, HE
OJIMH TPUCOETUHEHHBINH (haill, MPUCOETUHUTD €llle OJUH WIM HECKOJIBKO JOKYMEHTOB
BMECTE C COIEpKAIIMMUCS B HUX BCEMH (pailmamu.

2. Cnenyer MOMHMTb, KaXJIbI pa3 UCHOJIB3YIOTCS JIMIIb CCHUIKMA Ha YIIOMHHAEMBIE B J10-
KyMeHTax (haiiibl.

3. JlaHHBIA MeXaHU3M Yallle BCETO UCIOIb3YETCs PU CO3AAHUU CIIOKHBIX OTYETOB 10 BbI-
MTOJIHEHHBIM MTOPYYEHUSM, CBA3aHHBIM C JaHHBIM JOKYMEHTOM.

e B34Tb Ha peJaKTUPOBAHNE JOKYMEHT CO CBOMM 3asiBJICHUEM.
e (BsA3aTb C HUM JIOKYMEHT CO CBOUMH PE3YyJIbTaTaAMH CAAYU MTOCIEIHEN CECCUU.
e (CoxpaHHUTb JOKYMEHT U BBINTHU U3 PEKUMA PEIaKTUPOBAHUS.
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3. O0MeH co001eHUSAMU MEKIY M0JIb30BaTeISAMU.

B nporpamme, aHaTOTHYHO IMOYTOBOM, UMEETCSI BOBMOKHOCTh IIOYTOBOTO OOMEHa coo0IIe-
HUSIMU MEX]1y 3apETUCTPUPOBAHHBIMU I0JIb30BATENIIMU CUCTEMBI.

B riiaBHOM OKHE B J1€BOM €ro yactu umeroTcs nanku Bxoasimue u Ucexoasmme. Yucno mo-
Ka3bIBa€T KOJUYECTBO COJIEPKAIINXCA B Manke coodueHuit. [lanky MOXHO pacKpbITh, HIETKHYB IO
HeW MbIIbI0. B 3TOM ciydae cripaBa, B BEpXHEH 4acTU OKHA, JACTCSl CIIMCOK COOOIICHHM, B HHXK-
HEH YacTH OKHA IMOKa3bIBaeTCs TEKCT BBIIEICHHOTro coobuieHus. K cooliienuo MoryT ObITh MpHU-
COCITMHEHBI 3aPETUCTPUPOBAHHBIC B CUCTEME JIOKYMEHTHI WU JTH00bIe (aitiibl. CIIUCOK COOOIICHHUS
BMECTE C BJIO)KCHUSIMH MOXKET OBITh JIETKO PAaCKPBIT WM CBEPHYT, IPYNMNHUPOBKA HarmoMuHaeT MS
Excel.

Jnst coobuiennii B nankax Bxoasimue, Ucxoasimme oToOpakaroTcsi peKBU3UTHL: TeMa CO-
oOl1eHus, aaTa OTIPABJICHUS U MOJYYEHHUSI COOOIICHHS, OT KOTO M KOMY HaIlpaBJIeHO COOOIICHUE.
[Topsitok moJsielt MOKHO U3MEHSTh, IEPETACKUBAs MBILIBIO.

s TOKyMEHTOB M MOPYYEHUN 3aJaeTCsl TaKkKe MPU3HAK TOKyMEHTa («CKpemKay), Ha3Ba-
HHUE JOKYMEHTA, PETUCTPALMOHHBIA HOMEP JOKYMEHTA, TEKYILEE COCTOSIHUE JOKYMEHTA WM MOpY-
YEHUsI, CIIMCOK MCTIONHUTENIECH MOpydeHHs, KOHTPOJIbHAsA U (paKTUUECKas JaTa MCIOIHEHUS JOKY-
MeHTa (MOpy4YeHus), aTa Hayalla UCTIOJHEHHs TOKyMEHTa (MOpYy4YeHus ), KOHTPOJIep, MOTOK, K KO-
TOPOMY OTHOCHUTCS JOKYMEHT. TeKkyliee COCTOSIHUE ONPENEIeTCS CHMBOJINYECKH PAa3HOIBETHBIMU
ukoHkamu. B mone Kontponep oroOpaxaercs dhaMuiusi COTpyIHUKA, 3apPETUCTPUPOBABILETO J0-
KYMEHT B CUCTeME, U (pamMIIIHsl KOHTPOJIEpA MO JOKYMEHTY (B CKOOKax).

IIpocmarpuBas nanky Ha KOHTpoJie, KOHTPOJIEP CAEOUT 33 XOJOM HCIIOJHEHUS MOPYUEHUN
o qokymeHTam. [Ipu monydeHnn yBeTOMIICHHUS WM HAIIOMUHAHKS O TIPUOJIMIKEHUH CPOKA MCTIOJI-
HEHUsI KaKoro-Tu00 MOpYy4YeHHUs] KOHTPOJIEP MOXKET MPOCMOTPETh JOKYMEHT WJIHM MOpYYeHHE, ABa-
Kbl IIEJIKHYB MBIIIBIO IO €r0 Ha3BaHUIO.

AHAJIOTUYHO HUCHOJIHUTENb, IpocMarpuBas nanky I[lopy4eHusi, uuTaer yBEJOMIICHHS M
HAMOMUHAHMS 110 HA3HAYEHHBIM €My MOPYUYEHUSIM, TPOCMATPUBAECT MOPYUYECHHS U JOKYMEHTHI U T.
L.
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Ynpasicnenue 4. Oomen unoueudyanvnvimu coooueHuAMU.

3ananue 8. OTHPaBUTH U MOJYYHTH COOOIICHUS.

e BepHyTbCs B IlIaBHOE OKHO CHCTEMBI. [I[pOCMOTPETh Manku ¢ COOOIIECHHUSIMA.
e Hanucare nucbMo coceay(ke) cmpaBa, B KOTOPOM COOOIIHUTE, YTO BbI BBI-
MOJIHsAETE 3aJjaHue 9, U MONPOCUTE OTBETUTh U COOOIIMTH, KAKOE 3aJlaHue
BBITIOJIHSIET OH(a).
KommenTapuii. Heo6x0auMo H HaxaTh Ha KHONKY PacchlIKa JOKYMeHTA |, WIH BbI-
Opath yHKT McHIO JlokyMeHT0060poT=HoBOE coodmenne. Tem campiM oTkpoeTcs ¢popma Pe-
JAKTHPOBAHUE COOOIIECHMSI.
e [IpocmoTpuTe MOTydEeHHBIE COOOIICHUSI.

Ynpasicnenue 5. Paccoinka coobwenuii.

3aganue 9. Paszocaath coo0LeHNns M0 CNUCKAM PacChLIKH.

e (CocraBUTh TUCHMO, B KOTOpOM BbI mo3/paBisieTe ¢ peructpanueil B cucre-
Mme: "[loznpasisro Bacc ...".

e BriOpars cnmcok pacceliku BeeM mosib3oBaTesisiM, OTIIPaBUTh MUCHMO IO
ATOMY CIIMCKY PaCCBUIKH.

e [lo cnimcky pacchuiki Bama rpynna cienaTbh pacchlIKy COOOIIEHHUS, O TOM,
YTO 3TO — TECTOBAs PAacChUIKa ¢ MPOChOOH MOATBEPAUTH MOJIyUECHHUE.

e [IpoxoHTponMpoBaTh OOMEH COOOIIEHUSIMHU.

4. IIpaBa nocTyna K J10KyYMeHTY.

ITo YMOITYAaHUIO JOCTYII K CO3JaHHOMY JOKYMCHTY OCYIICCTBIIACTCA COIJIACHO ITpaBaM O0-
CTyla, YCTAHOBJICHHBIM IS ITOTOKA JOKYMCHTOB, K KOTOPOMY IMPUHAJICKUT pel“I/ICTpI/IpyeMHﬁ H0-
KYMCHT. Ho Br1 MoxeTe W3MEHHUTH IIpaBa 10CTyINna K TOKYMCHTY, Ha3HAYMB IICPCOHAJIBHLIC IIpaBa
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J0CTyIna K 3ToMy JoKyMeHTy. Kpome Toro, o ymosiuaHuio mpaBa J0CTyNa K JOKYMEHTY aBTOMa-
TUYECKH IIPUCBAUBAIOTCS CUCTEMON MCIIOJIHUTENSAM MIOPYUYEHUN U COIVIaCOBAaHUN (BpEMEHHBIE ITpa-
Ba JIOCTYIa) Ha BPEMsI BHIIIOJIHEHUS UMH Pa0OT IO JOKYMEHTY.

Eciu ycraHoBieHBI NepcOHaIbHbIE MIpaBa JAOCTYNA K JOKYMEHTY, TO OCTaBILIHECS COTPY.-
HUKU OpraHu3aliy, Jake eCIM OHM 00JaJaroT MpaBOM JOCTyNa K JJOKyMEHTaM 3TOro MOTOKa, He
OyayT UMETh IOCTYH K JAHHOMY JJOKYMEHTY.

Ha3naueHune nepcoHasbHBIX MPaB JOCTYNa HAa JOKYMEHT MOXXHO OCYILECTBUTHb HE TOJIBKO
MPU PETUCTPALIMU JTOKYMEHTA, HO U B JIFOOOH IPYroif MOMEHT BPEMEHHU.

YroObl Ha3HAYUTH MEPCOHAJIBHBIE MpaBa JIOCTyNa Ha JOKYMEHT, BBIIIOJHUTE CIEAYIOLINE
JIICUCTBUS:

® BO3bBMHUTE JIOKYMEHT Ha peJaKTUpOBaHME (€CIU Bbl PETUCTPUPYETE HOBBIH
JIOKYMEHT, TO IOKyMEHT YK€ HaXOJIUTCSI HAa peAaKTUPOBAHUH );

e BpiOepure B MeHIO nporpammbl TyHKT Jokyment=IIpaBa nmocryma. Ha
HKpaHe MOSBUTCS AUAJIOT YCTAaHOBKU IIPaB;

e ycraHOBUTE (yard B yek-OOkcax B mosie UreHue A T€X JUI U3 CIUCKA
ITosb30BaTesIb, KOTOPBIE MOTYT IIPOCMAaTpUBaTh JOKYMEHT. I ycraHoBuUTE
¢naru B yek-Ookcax B moJie 3amuchb s Te€X JIML, KOTOPble MOTYT 3TOT J10-
KYMEHT PEAAKTUPOBATh.

e cciau HeoOXO0aUMO 100aBUTh HOBBIX JIUI (WJIM TPYI), IIEIKHUTE MBIIIBIO Ha
kHonke Jlo6aBUTH 1 BhIOEpUTE B MOSIBUBLIEMCS OKHE COTPYAHUKOB, KOTO-
pble OyayT 100aBIEHbI B CIIUCOK JIUL], UMEIOLIUX JJOCTYI K PeAAKTUPYEMOMY
JIOKYMEHTY.

Bpemennble npaBa A0OCTyIa NPUCBAUBAIOTCA COTPYAHUKY CHUCTEMOM aBTOMAaTHYECKH U aB-
TOMAaTUYECKH OTHUMAIOTCA. Tak KOHTPOJEp MoJiydaeT BPEMEHHOE IIPaBo YTEHHS JOKYMEHTa JI0 TeX
0P, MOKA OH SIBJISIETCS] KOHTPOJIEPOM IO JaHHOMY JOKYMEHTY. OTBETCTBEHHBIN MCIIOIHUTEND 10-
pydyeHus mojydaer Ju00 MpaBo YTEHHUS TOKYMEHTa, 100 mpaBo ero n3MeHeHus. COMCIOIHUTENh
MIOPYYEHUs MOJIY4YaeT TOJBKO MPABO YTEHMsI JOKYMEHTa. DTH IpaBa JAIOTCS C Hadana ACHCTBUS
MOPYYEHUsl U IO CHATHUSA ero ¢ KoHTpous. [lonb3oBarens, KOTOPOMY TOKYMEHT HAlpaBieH Ha CO-
IJ1aCOBAHME, M10JIy4aeT TOJIbKO MPABO YTEHUS JOKYMEHTA.
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HIIEMEHT OrneHouHbIe CPECTBA
KOMIIETEHIIUH obyuenus
AHaJIOTMYHO, ITpaBa JOCTyIla MO>KHO Ha3HAYUTh WIK U3MEHUTH PoJn.
[Tpu BbIOOpE BKIaaku I'pynmsbl A0CTyna perucTpaTop MOXKET Ha3HAUYUTH IpaBa JOCTyIa He
OTJEJbHBIM COTPYJIHHUKAM, a LEJOH Tpylme COTPYAHHUKOB, OOBbEJUHEHHBIX B TaK Ha3bIBaEMYIO
rpymiy Jnoctymna. B aToM ciydae aHalOTWYHBIE TpaBa JOCTYMA MOJYYalOT BCE COTPYAHUKH, BXO-
JSIIKe B BBIOPAHHYIO IPYIILY JA0CTYyIA.
OIIK-6 ciocoGHOCTBIO pemIaTh CTaHIAAPTHBIE 331a4H MPO(HECCHOHANBHON ACATEIHHOCTH HAa OCHOBE MH(POPMAMOHHON U OnOIHorpaduueckon
KYJIBTYpBbI C IPUMEHEHNEM HH(OPMAIlMOHHO-KOMMYHHUKALIMOHHBIX TEXHOJIOIHH U C YYETOM OCHOBHBIX TpEOOBaHUM
3HaTh poeCCUOHATIBHYI0  Tep- 1. Knaccudukanus nporpaMMHbIX cpelcTB. Pasnnuus BHyTpu kiaccos. becruatHoe, ycnos-
MUHOJIOTHIO, 3aKOHOJa- HO-TUTATHOE W KOMMEpYECKOoe MporpaMMHoe obOecriedeHrne. OyHKIMOHAT MPOTrPaMMHOTO
TEIbHYI0O U HOPMAaTHUBHO- obecneyeHrss. MUHUMAaJIbHBIA U ONTHMaJIbHbBIM HAOOPbI MPOrPaMMHBIX CPEJCTB Ul aBTO-
METOAMYECKYI0 0asy, pe- Martuzaiuu JJOY B opranuzanusix pa3auaaHoro mpogurs.
IJIAMEHTUPYIOILYIO TpUMe- 2. TIpobGnemsl BBIOOpa ¥ ONITUMH3AIMHU AlAPaTHO-NIPOIPAMMHBIX KOMIIEKCOB.
HeHHe  WH(POPMAIMOHHBIX 3. Br16op nporpamMMHoO-anmapaTHBIX KOMIUIEKCOB aBTomMatu3anuu JJOY
TEXHOJIOTUH B JEATENbHO- 4. Knaccuduxanus komruiekcoB aBTroMatuzanuu JIOY. CpaBHUTENbHBIM aHAU3 CUCTEM
CTU OpPraHU3aALMI O/10, npencrasnennsix Ha Poccuiickom peinke. Kputepuu Beroopa.
YMers: OpranuzoBaTh  aBTOMAaTH- [IpomexyTO4HBIN TECT

3UpOBaHHOE pabouyee MeCTo
JJIsA BBIIIOJTHEHUA pa6OTI)I C
UCIIOJIb30BAHUEM  HOBEH-
X ImporpaMmMHO-
TEXHHYECKHX W OpraHH3a-
IMUOHHBIX CPEACTB

Kaxkoit u3 cnoco6oB nonkioueHuss Kk MaTEpHET 0OecieunBaeT HanOOIBIINE BO3MOKHOCTH
JUISL TOCTyTa K HH(POPMAIIMOHHBIM pecypcam?
— MOCTOSIHHOE COeIMHEHHE MO ONTOBOJTOKOHHOMY KaHAJLY
— YJAJICHHBIH TOCTYH 10 KOMMYTHPYEeMOMY Tele(OHHOMY KaHaTy
— TIOCTOSIHHOE COETUHEHHE T10 BBIJCICHHOMY Tele(OHHOMY KaHATY
— TepMUHAIBHOE COSMHEHHE 1T0 KOMMYTHPYEMOMY Telle(hOHHOMY KaHaIy

Monem - 3T0...
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— II0YTOBAas IpOrpamMma
— CeTeBOM MPOTOKOI
— cepsep MuTepHer
— TeXHHYeCKoe YCTPOHCTBO

Moaem, nepenaroniuii nHGopManu co ckopocThio 28 800 OuT/C, MOXKET IepenaTh JBE
ctpanuilsl TekcTa (3 600 OaiiT) B TEUCHHE...

— 1 MuUHYTHI

— 1 gaca

— 1 cekyHabl

— 1 gusa

OnekrpoHHas mouta (e-mail) mo3BoJIsIeT MepeaaBaTh...
— TOJIKO COOOIIEHUS

— TOJBKO (paiiiab

— C0001IeHUs U MIPUJIOKeHHbIe (ailbl

— BUAECOU300paKEeHUS

Kakoii nporoko:n sBnsercsa 6a3oBbiM B HTepHET?
— HTTP

— HTML

— TCP

— TCP/IP

Komnbrotep, noakiatoueHHbIl K IHTEpHET, 00s13aT€IbHO UMEET. ..
— IP-aapec

— Web-cepsep

— JIOMAIIHIOI Web-CTpaHHIly
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— JAOMCHHOC€ UM

['unepccriiku Ha Web - cTpanuiie MOTYT 00€CIIEUUTh MEPEXOL. ..
— TOJIBKO B IIpeJieNax JaHHOH web - CTpaHMILIbI

— TOJIBKO Ha Web - CTpaHUIIbI JaHHOTO cepBepa

— Ha J1to0y10 web - cTpaHHUIly JaHHOTO peruoHa

— Ha 1100y10 web - crpanuny Jirodoro cepsepa Unurepuer

3agaH ajapec 3JEKTPOHHON moutsl B cetu Internet: user name@int.glasnet.ru. KakoBo ums
BIIAJIENIbIIA DJIEKTPOHHOTO ajapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

—ru

Bpaysepst (Hanpumep, Microsoft Internet Explorer) sisisrorest. ..
— cepsepamu MHTepHeT

— aHTHBHPYCHBIMU IpPOIrpaMMaMHU

— TPaHCIIATOpPaMH S3bIKa IIPOTPaMMHPOBAHHUS

— Cp€aACTBOM MPOCMOTPa Web-CTpaHI/III

Web-crpanuisl uMeroT hopmar (pacmmpenue)...
— *.txt

— *.htm

— *.doc

— *.exe
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DIIEMEHT OneHouHble CpeCTBA
oOyueHus
KOMIETEHINH
Bnaners: HaBbikamu camocrosiTenb- Ynpasicnenue 6. Haznauenue u uzmenenue npas oocmyna K 00KyMeHmy.

HOW paboThl ¢ MH(pOpPMAIH-
OHHBIMH  TEXHOJIOTHSIMH,
MPUMEHSIEMBIMHU B JCSTEIb-
HOCTH COBPEMEHHBIX Opra-
HU3aIUI

3ananue 10. 3axanne nepcoHaNbHBIX MPAB A0CTYINA K JOKYMEHTY

B3sTh Ha pegakTHpOBaHUE CBOM JOKYMEHT ¢ rpadudeckuM QaitoM. 3amom-
HUTH €r0 HOMED.
3anaTh cleayromre mpaBa J0CTyna K TOKyMEHTY:

* coceny(ke) cupaBa — TOJIbKO HAa YTCHHE;

= coceny(ke) ciieBa — Ha YTEHHE M 3alUCh. BRIMTH U3 pexuma penax-

TUPOBAHUS C COXPAHEHUEM.

OtnpaBuTh COOOLIEHHE COCENsIM ClIeBa M CIpaBa ¢ mpockOoi: Haiitu moxy-
MeHT ¢ HomepoM (Bbl 3annomuuim). Ecnu Halifercs, To B35Th Ha peJaKkTUPO-
BaHue. Jlo6aBuTh ceds k aBTOopam JokyMeHTa (noamnucano). Coxpanuts. OT-
MpaBUTh coolIieHre k Bam, B KOTOpOM COOOIIUTH O pe3ynbTaTax padoThI.
[Tonyuuts 00a coollieHust OT ceceield U yOeIuThCs, YTO Pe3yabTaThl COOT-
BETCTBYIOT OKHJIAaHHSM.

3aganue 11. U3MeHeHnne npaB 10CTyNa K JOKYMEHTY

B3aTp Ha penakTupoBaHue Bamr JOKyMeHT.
W3meHuTh npaBa JocCTyma: 3aKpbITh AOCTYI coceay(ke) cieBa. 3anuch. Bolii-
TH U3 PeKMUMa PeJaKTUPOBAHUS C COXPAHEHUEM.
OtnpaBuTh aHAJIOTHYHBIE 3agaHNI0 9 COOOIIECHUS:

* coceny(ke) cieBa,

" He CMEKHOMY IPHUCYTCTBYIOILIEMY Ha 3aHATHUU CTYJIEHTY(Ke).
[Tomy4uuTh OTBETHI OT 0OOUX KOPPECIIOHJICHTOB U yOEIUTHCS, YTO JOKYMEHT
HEJOCTYIIEH HU TOMY HU JPYTOMYy.
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3ananme 12. 3aganue npas aocryna ['pynme gocryna.

B3sTh TOT k€ JOKYMEHT Ha peAaKTUPOBAHUE.

Bb13BaTh OKHO 3a/aHus MpaB IOCTyHa. 3aaTh MpaBa JOCTyHa K JOKYMEHTY
JUTsL IpyTroi Tpymibl Ha BKiajake ['pynnbl qocryna.

YOenuThcs, 4TO 3a/laHbl MIpaBa Ha YTeHHUE. 3a/1aTh MpaBo Ha u3mMeHeHue. Co-
XPaHWUTb. BITH U3 peKMMa pEAAKTUPOBAHUS C COXPAHEHUEM.

[lepeiitu B rmaBHoe okHO nporpamMvmbl EB@®PAT-poxkymentoodopor. Co-
3nath [IOMCK TOJBKO YTO PEAAKTHPOBAHHOTO JOKYMEHTa. YOEIUTHCS, UTO
OH HE HaxoAuTCA (HEAOCTYIIEH JIJIs YTEHHUS IO MpaBmly ymMoiadaHus Bam kak
YJIeHY FPYIIBI C JOMYCKOM K JOKYMEHTaM Ballero MoToKa).

3aganue 13. UccieqoBanne BpeMEeHHbBIX IPAB A0CTYIIA.

Co3aTh HOBBIM TOKYMEHT, 3aIll0JIHUB TOJIBKO €T0 IIAIKY.

BeiOpare mynkr meHto Ilopyuennme=HoBoe mopyuenue. 3anaTh IpoH3-
BosibHOe Ha3zBaHMe mopy4deHHsi B JK€JITOM IIOJ€ JIEBOTO HIKHEIO OKHA,
Hanpumep "1". Beiopats McnoJiHuTE/ISI MOPYYeHHUs] B CAMOM HIDKHEM XKell-
TOM I10JIE HIEJIKHYB 10 KHONKE cripaBa. Haxates kHonky OK.

BeiOpate myHkT MeHio CorsiacoBanue= HoBoe corsiacoBanme. AHajaoruy-
HO 3az1aTh ero Ha3panme u BoiOpath npyroro Mcnoanurens. Haxars kHOm-
Ky OK.

BeI3BaTh quanor 3ajaHusi mpaB J0CTyma. YOeIuThCs, YTO MOSBHIUCH Bpe-
MEHHBIE MTpaBa J0CTyNa K Qaiiiy, 1 OHU pa3IndHBI.

5. llopy4eHusi, CBSI3aHHBbIE € IOKYMEHTOM

B cnydae, korjia ¢ JOKyMEHTOM CBSI3aHBI KAKHE-JTM0O0 JTCHCTBUS B OPTaHU3AIINH, 3aIIOTHICT-
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cs ero KOHTpOJIbHAsA KapTO4YKa, PACIIOIOKEHHAs B HIDKHEN yacTH JoKymeHTa. CylecTBYIOT /1B
Pa3HOBUIHOCTH JCWUCTBUS, CBA3aHHOTO C JOKYMEHTOM, IO KOTOPOMY MOJKET OBITh OCYIIECTBIICH
koHTpoJIb - [lopyuenue u CorsiacoBanue (kak yactHbii cinydaid [lopyuenus, korna Mcnmosnure-
JII0 He0OXOUMO MOATBEPAUTH (J1a) WJIM OTBEPrHYTh (HET) coaepxaHue JOoKymeHTa. Jljig 3Toro
HMMEIOTCS COOTBETCTBYIOIIME MYHKTH B MeHI0 «CoriacoBanue». Pe3ynbrar corjacoBanus Oyner
OTpaXXaTbCs B UKOHKE COCTOSIHUS JAHHOM Ollepalyi).
B cucreme EBO®PAT-/1okyMeHT0000POT peann30BaHbl ABA MEXAHM3Ma CO3JaHUsl MOPY-
YEHUI:
® CO3JaHuE NOPYYECHHI HAa OCHOBE PE3O0JIIOLUII;
® CO3JaHuE NOPYYEHUI BPYUHYIO.
Tak kax Pe3osonum 4acto UCHOIB3YIOTCS U paboTe ¢ JOKYMEHTaMH, B IPOrpaMMe uMe-
eTcst He0oJIbLIasi aBTOMATU3ALIUS ATOTO CIIydast.

6.1. Co30anue nopyuenus no pe3onouuu

Jlnis Toro 4TtoOBl cO3/1aTh HOBOE HE3aBHCHUMOE MOPYyUEHHE Ha OCHOBE 3alIMCAHHOM B CIHMCKE
Pe3oroumu mo JOKYMEHTY pE30JIIOLHMH, BBINOJHUTE CIEAyIOIIME AEHMCTBUSA Ha BKiaake KoH-
TPOJb!

1. 3amosHUTE TEKCT PE30JIIOIHI IO TOKYMEHTY.

2. B mone UcnonHuTenb BHOCATCS UCIIOJHUTENH U3 CIUCKA COTPYAHHKOB, 3apETUCTPUPOBAH-
HBIX B cucTeme. BpiOop ocyiiecTBisieTcs ¢ MoMolbi0 OkHa BpiOop ucnosiHuTe 1€H MO pe-
30/1I00MHU. {7151 3TOro B MPaBOM €ro mojie HeoOXoIuMo cOPMHUPOBATH CIUCOK COTPYAHHU-
KOB ITyT€M BbIOOpA MX M3 CIUCKa B JIEBOM I0JIE, a 3aTeM HakaTb KHONKY CoxpaHuTh. Bol-
30B caMOro OkHa BbIOOp mcnmoJiHHTeNell MO0 Pe30JIIOUMH MPOU3BOAUTCA C IOMOIIBIO
KHOIIKH ), KOTOpast MOSBIISIETCS IPU yCTAaHOBKE Kypcopa B nojie MenotHuTe b TaOIUIIbI
Pe3osaonun no noxkymenty Bikiaaku Konrpous. [lpu Beibope Bkiaaku Posum BMecTo da-
MUJIMM COTPYIHUKA B KaUY€CTBE MCIIOJHUTENS 10 PE30JIOLUU MOXHO BbIOpaTh OMpeeneH-
HYIO POJIb.

3. AHQJIOTUYHO 3aIOJHSIOTCS OISt ABTOP pe3oonuu, noist Jara Hanoxenusi u Cpok uc-
TOJIHECHHS.
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4.

o

B none KoHTpoJb BO3JI0keH Ha CTaHIApTHBIM 00pa3oM BBIOMpAaeTCs UMsSI KOHTPOJIEpa,
KOTOPBIH B JaJibHEHeM OyIeT CIeIUTh 3a HCIIOJHEHUEM JoKyMeHTa. Jlanee.

Beraenure pe3ontonuio, Ha OCHOBE KOTOPOM Bbl XOTUTE CO3/1aTh IIOPYUYCHHUE.

[I{enKHUTE MBILIBIO HA PACIOJIOKEHHOM CIIpaBa OT CIIMCKA PE30JIIOLMI KHOIIKE Y TBEPAMTh
pe30JI0nHM0. B KOHTPOJIBHOI KAapTOUKE AOKYMEHTA, PACIOJIOKEHHON HENOCPEICTBEHHO
O] PErUCTPALMOHHON (POPMOM, OTOOPA3UTCS BHOBb CO3/IaHHOE IIOPYYEHHUE.
Otpenaktupyiite, pu HEOOXOJUMOCTH, TEKCT HOPYUYEHHUs, KOHTPOJIbHBIE CPOKH Hayalla U
OKOHYAHMS UCIIOJIHEHHUS IIOPYYEHUS, CIIUCOK UCIIOJIHUTENIEH ITOPYUYEHUS.

Jl1g co3ganysi HOBOTO MOPYYEHMsI IOBTOPUTE YKa3aHHYIO ITPOLEAYpY ¢ II.5.

OTMeTuM, YTO KOHTPOJIEP MO TOKYMEHTY — OOIINHN /ISl BCEX MOPYUEHH.

ITpu co3naHuy MOpy4eHUH Ha OCHOBE PE30JIOLUN MOKHO, B OTJINYUE OT CO3JaHUs IOpy4e-

HUW BPYYHYIO, CO3/1aBaTh TOJHKO HE3aBUCHUMBIE TopydeHus. Co3qanue MoANOpyuYeHUd Ha OCHOBE
PE30IIIOMI HEBO3MOXKHO.

OJIHaKO, Ha OCHOBC pCSOJ'IIOIII/Iﬁ MOXHO CO3aaTh JBa HC3aBHCHMbIX, HO BBIITOJIHACMBIX

CTpPOTO MOCJIE0BATENBHO APYT 3a APYroM mnopydenus. Jlemaercs 3To Tak: OepyTcs MpeiBapUTEb-
HO CO3J[aHHbIE JIBa HE3aBUCUMBIX MOPYYEHHUs. 3aTEM BBLIEISETCS MEPBOE UX HUX M C MOMOIIBIO
MeHio Ilopyuenne= HoBblii nepexoa HazHauaeTcs BTOPOE MOPYUYEHUE CIASAYIOIIUM 32 IEPBBIM.

6.2. Cozoanue nopyuenusn epyunyro

Ipu co3panny MOPyIEHHs O JOKYMEHTY BPYYHYIO BBIIOIHSIOTCS CICAYIOIINE ICHCTBUS:

[I{enxaem MBIIIBIO 11O KHOIIKE LI Co3naTp HOBOE NMOpPY4YeHHeE (MU BBI3BIBAEM ITYHKT Me-
Hio Ilopyuenue=>HoBoe nopydenue). Pesyiabrarom OyneT mosiBIeHHE HOBOTO (IOKa My-
CTOr0) IOpYy4eHus ¢ cepbiM (poHOM cieBa. [IpaBee cTpouku ¢ mopydeHHeM MOoJsl Ha BKIIaa-
Kax He 3anoJjHeHbl. Jlanee, 3amonHs0TCsA 3T MOJIS.

Ha Bxiiagke KonTposb BeIOUpaeM KOHTpoJepa Mo J0KyMEHTY (OH MOXKET OBITh y)Ke Ha3Ha-
YeH paHee). 3aTeM MEepeXOJuM Ha BKJIAJKYy C XapaKTepUCTHKaMHM IOpPYYEHHUS B IIPaBOM
HUKHEM CErMEHTE OKHa.

[IeIKHYB MBIIIBIO 1O CIIPABOYHHUKY «...» CHHCOK moJib30BaTteeii, Bol cMoxere BbIOpaTh
VICTIIOJIHUTEJIS JAHHOTO MOPYYEHHUS U, €CIIM ITO HEOOXOIMMO, COMCIIOJIHUTENEH.
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BBoauTcs Ha3BaHue Mopy4yeHus, a Ha BkIaake TekeT mopy4eHusi BBOJUTCS €0 TEKCT.
B none Cpok HCIOJIHEHUs YKA3bIBACTCSl CPOK MCTIOIHEHHSI TIOPYYCHHS WM YCTaHABIUBACT
(dnar B mose «06e3 cpokay.
6. YcranaBnuBaroTcs (IIpU HEOOXOAUMOCTH) Y OTBETCTBEHHOTO MCIIOIHHUTENSI U COMCITOTHUTE-
ISl IpaBa U3MEHEHUs JokyMeHTa ((iar B mosue).
IIpn HaxaTun Ha kHONKY OK B KOHTPOJIBHOM KapTOUKE JOKYMEHTA 3aIlOJIHAETCS CTPOUYKa C
3TUM nopydenueM. [locie co3nanus mopydyeHus: ero He0OXOAMMO COXPaHUTh B 0a3e maHHBIX. s

ok~

3TOr0 HEOOXOAUMO 3aBEPIIUTH PEIAKTUPOBAHHUE JOKYMEHTa (KHOIIKA ;“). [Ipu 3TOM KOHTpOJIBHAS
KapTO4Ka JOKYMEHTa CHOBA U3MEHUT BUJI.

Paccmotpum anemenTsl KontpospHoi kapTouku. Camoe JIeBO€E MOJI€ OTBOAUTCS MOJ CTPYK-
Typy. B mpocteiimux ciydasx oHa He mokasbiBaeTcs. Bropoe, Ha yTo oOpaiaercss BHUMaHUE —
(OH, Ha KOTOPOM pa3MeIlIeH 3HAa4OK JTOKyMEHTa (CM. CIIPaBOYHYIO HH(OPMAIHS 110 MOAYJIIO).

Kaxxtoe n3 nmopydeHuil B KOHTPOJIBHOM KapTOUKe UMEET HoMmep. Ecin nopydeHue sBisieTcst
CJIEAYIOIIMM 33 KAKMM-JTHO0 JIpyTM MOpPYYEHHEM, TO B CKOOKaxX 0ToOpaXkaeTcss HOMep MopydeHus,
10 MCIIOJIHEHUH KOTOPOTO HAYHET BBIIOJIHATHCS JAHHOE IIOPYUYEHUE.

Pa3zHouBeTHBIE 3HAUKM YKa3blBalOT TeKYyIlee COCTOSIHHME MOpY4YeHHs] (CM. CIPaBOYHYIO
nH(pOopMaLKs IO MOAYIIO).

Kak TosbKO JOKYMEHT OY/AET CHAT C peAaKTUPOBAHUS, UCIIOJIHUTEISAM U KOHTpoJepy OyyT
ABTOMAaTUYECKH OTIIPABJICHBI YBEJIOMIICHUS O MIOPYYEHHUAX MO JTOKYMEHTY. Y BEIOMIICHUS MOABSATCS
y Hux B nankax Ilopy4yenusi 1 KOHTpPOJIb COOTBETCTBEHHO INTABHOTO OKHA CUCTEMBI.

[Tonss OTBeTcTBeHHBbI(bIE) M0 IOKYMeHTY U McmoJiHUuTe/ M M0 JOKYMEHTY Ha BKJIAJKE
KoHTpoJb 3aroHAI0TCS CUCTEMON aBTOMaTHYECKH ITPU HA3HAYEHUH NOPYUYEHHM U COTTIaCOBaHMM
M0 JOKYMEHTY. DTH MOJs MOTYT OBITh MCIHOJB30BaHbl B Ka4eCTBE PEKBU3UTOB IPH MPOBEIECHUU
IIOMCKA JOKYMEHTOB.

6. UcnostHeHne MOpy4YeHUsi COMCIIOJTHUTEJIeM

B XO0/JI€ BBIINIOJIHCHUA pa6OTI)I 10 MOPYYCHUIO COUCITOJHHUTEb BBIMTOJIHACT PCAAKTHPOBAHUC
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JIOKYMEHTA, CO3JaHhE U PelaKTUPOBaHHE MPUCOSAUHEHHBIX (ailioB, U3MEHEHHUS B PETUCTPALIMOH-
HOM KapTOYKe JOKyMEHTA (€CJIM COUCIIOTHUTENIO JaHO MPaBo penakTupoBanus). C OTKPBITUEM J10-
KyMEHTa Il O3HAKOMJICHHUS C IOPYYEHUEM B KOHTPOJIBHON KapTOYKe JOKYMEHTa IMOPYYEHHUE CO-
WCTIOTHUTEIISI OTMEYAETCS TTOJIOCOM CBETJIO-CUHETO IIBETA.

BbINOTHUB MOpyUYEHHYIO €My 4acTh pabOThl MO MOPYYEHHUIO, COMCIIONHUTENb MHILIET OT-
4eT(bl) OTBETCTBEHHOMY UCIIOJIHUTEIIO U/ KOHTpoJiepy. COMCTIOTHUTENh MOXKET MUCATh TOJIBKO
MIPOMEXYTOUHbIE OTYETHI U HE MOXKET MUCATh OTYETHI O BBHIMOIHEHUU 3a1aHusi. Co3aath oT4eT(bl)
MOHO HECKOJIbKUMU CITOCOOaMHU.

6.1. Omuem omeemcmeeHHOMY UCHOJIHUMETIO
Jyis co3maHusl OTYETa COMCIIONIHUTENIEM BBIICISICTCS IOPYYCHUE M BHIOMPAETCS IIYHKT Me-

1o [opy4yenne= OTunTaThes (WIM HOKUMAETCA KHONKA = HammcaTh 0T4eT MO MOPYyYeHHIO).

B nosBuBmemcs auanorosom okHe Hamucath oTder mo nopy4denuto (puc. 13) BeiOupaer-
¢ NyHKT OTBETCTBEHHOMY HCIOJHHUTENI0 rTopydeHns nin KonrpoJaepy n Haxumaercsa OK.

[TosiBnsierca okHO PemakTHpoBaHme COOOLIEHHsI, B KOTOPOM COMCIIOJHUTEND I€YaTaeT
TEKCT COOOIIEeHUsI 00 OTYETE MM TEKCT OTUETa 00 HCIIOTHEHUH.

Ecnu concnonuuTens He 00J1aaeT MPaBOM peAaKTUPOBAHUS JOKYMEHTa, TO OH MOXET CO-
3/1aTh HOBBIA IOKYMEHT U MPUKPENUTH €ro K cBoeMy oT4eTy. COMCIIOIHUTENb MOKET OCTYIHUTh U
MO-MHOMY: ISl CO3JIaHMsI OTYeTa Mepesl OTBETCTBEHHBIM MCIOJIHUTENEM O MpOJesiaHHON paboTe B
okne IIpocmoTp. Bxoasimue 10KyMeHThI Ha MaHelle HHCTPYMEHTOB BhIOMpaeTcs KHonka - Ho-
Boe cooOmenue. [losBisiercss okHO PemakTupoBaHue COOOIIEHHSI, B KOTOPOM COMCIIOJIHUTEIb
MO>KET HaIucaTh TEKCT COOOIIEHHS O BBHITIOJIHEHUH CBOCH YacTh pabOThI.

TakuM 0o0pa3oM OTIpaBIIEHHOE COOOIIEHHE MOSBUTCS y OTBETCTBEHHOI'O HCIIOJHUTENS B
nanke Bxoasimme. K co3maBaeMoMy COOOIICHHIO MOYKHO MPUKPENUTh 3apETUCTPUPOBAHHbIE 10-
KYMEHTBI HCIONB3ys MYHKT MeHIO JlokymeHT=IIpuKpenuTh WM BOCIOIH30BABIINCH KHOIKOM

| .
= 11 BbIOpaB HY>KHBIN JOKYMEHT.

6.2. Coz0anue npomexcymouno2o omuema 0,11 KOHmMpoJiepa
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OTuMTaBIINCH TIEpE] OTBETCTBEHHBIM HCIIOJHUTEIEM COMCIIOIHMTENb CO3AaeT OTYET Ul
KOHTpOJIEpa.

OTueT 0 MOpy4YeHHH, MOCIIE €ro OTHPABKH COUCHOIHUTEIEM, OTOOPA3UTCsl Y KOHTpoOJIepa B
nanke KoHTpoJs.

7. I[eﬁCTBI/Iﬂ OTBETCTBCHHOI'0 UCITOJTHUTE/IA MOPYICHUSA
C MOJIYYCHHUEM YBCAOMJICHUS O HA3HAUCHUHN OTBCTCTBCHHBLIM HCIIOJHUTCICEM CTaH,HapTHBIﬁ

3HauoK nporpamMMel EB@PAT-/lokymenT0000pOT L B TP3€ U3MEHUTCS Ha 3HAYOK 5’“‘4 PasBep-
HyB okHO nporpamMmbl EBDPAT-/lokymenToodoport, Bol yBuaute, uro nanka Ilopyyenusi co-
JIEPKUT COOOILEHUS, OJHO U3 KOTOPHIX HOBOE (KOJMYECTBO HOBBIX COOOIICHHI YKa3bIBAE€TCS B
KPYTJBIX CKOOKAX PsIIOM C Ha3BaHUEM COOTBETCTBYIOIIEH MaIKH).

IIpounTaB TEKCT YBEIOMIICHUS, UCIIOJTHUTEND MOKET IIPOCMOTPETh JOKYMEHT U IOPYYEHUs
10 HEMY, JBAXKJbI IIEJIKHYB JJI 9TOTO IO CTpPOKE JOKyMeHTa. Ecnu nmopydenue y Bac BeiieneHo
TEMHO-CUHUM LIBETOM, TO BBl — OTBETCTBEHHBIN UCNIONHNATEND. OTBETCTBEHHBIH UCIIOIHUTEIL MO-
KET paclpeieNuTh 00513aHHOCTU MEXIY APYTUMHU COTPYAHHKAMHU, Ui 3TOIO OH MOXET CO34aTh
MIOATIOPYYEHHUS.

7.1. Co30anue noonopyyenus
I[J'If[ CO3aHuA MOANOPYUYCHHA MO IMOPYUYCHHUIO UCIIOJIHHUTECIIL OTMEYACT 3TO IOPYUCHUC TC-

KYIIEM, T0CJIe Yero IIeIKAET MBIIBI0 10 KHonke = | HoBoe moanopy4enue WIH HCIIOIb3yeT
nyHKT MeHio 3agaun= [loanopyyenue.

Ha Bxianke Ilopy4yenue B nosie Ha3Banue mopy4eHusi BBOAMTCS Ha3BaHHWE NOAINIOpYyYeE-
Hus. Ha Bknanke Texer mopy4yeHMsi BBOAMTCS NOJpoOHOe 3amaHue. Ha3HauaroTcst MCHOTHUTE-
mu(J1b), @ TaKXKe yKa3bIBAaeTCsl CPOK MCIIOIHEHUS JaHHOTO noanopydenus. [locne aToro Haxxumaet-
cs1 kHonka OK B HykHel yactu Bknagku Ilopy4enue u 3aBepiiaercs peJakKTHPOBAaHUE JJOKYMEHTA.

Co31aHHOE MOANOPYUYEHHE MOCIIE COXPAHEHUS HAa KOMIIBIOTEPE Y OTBETCTBEHHOI'O HCIOJI-
HUTEJNSI OTMEYEHO IOJIOCOM OPaHKEBOr0 LIBETA. JTO O3HAYAET, YTO OH SIBJISETCS KOHTPOJIEPOM IO
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JTaHHOMY ITOPYYCHHMIO.
VcniomHUTENb OTYUTHIBAETCS 00 HCIIOJIHEHUW IMOAMOPYYCHHS Tepel] OTBETCTBEHHBIM HC-
TTOJTHUTEJIEM OOBIYHBIM 00pa3oM.

7.2. Cuamue noonopy4enus ¢ KOHmMpoJisa
OTBeTCTBEHHBIN UCIIOIHUTEND ITpocMaTpuBaeT nanky KoHTpoJib, B KOTOpOil XpaHATCS Kak
JOKYMEHTBI, TaK U TOPYYEHUS, U1 KOTOPBIX OH SIBIISIETCS KOHTPOJIEPOM (Ha3HAUEHHBIM CHCTEMOM
0 yMOJT4aHuio). OTINYUTh MOPYUYEHUSI OT JOKYMEHTOB MOKHO, €CIIU MOocMOoTpeTh Ha mnoje Kon-
TpoJiep. Y nopyueHuit oroOpaxxkaercss UMsi KOHTpoJiepa B CKOOKax.

OTBETCTBEHHBIH HCHOJHUTENb OTKPBIBAET JOKYMEHT M IIEIKACT MBIIIbIO IO KHOIIKE 5¥
CHATh mnopyYeHHMe ¢ KOHTpoJas (Ui TeX K€ Lejedl ucnoip3yercss NyHKT MeHo Kol-
TPoab= CHATH ¢ KOHTPOJIs1), a 3aT€M MUIIET KOMMEHTapUii K UCIIOJTHEHHOMY OPYUYEHHUIO.

TIpy CHSTHH TIOPYYEHHS C KOHTPOJS 3HAYOK COCTOSHHS TOPYJEHHS IPUMeT B ¥ mc-
MOJIHEHO B CPOK.

3anuch O CHATUU MOPYYEHUS C KOHTPOJISI U TEKCT KOMMEHTapHus OyAyT NEepeHeceHbl Ha
BKJIQJIKy IOpYy4YeHUs X0/ UCIOJTHEHUS.

[Tpy HEYAOBIETBOPUTENHHOM BBIIIOJHEHUH MOPYUYEHUSI OHO MOXKET OBITh BO3BPAIIEHO HC-
MIOJTHUTEIIO MIOPYYEHHsI Ha 10paboTKY.

7.3. Co30anue omuema 0meemcmeeHHbIM UCNOJIHUmM elem
CHsIB uMeroniecst HoANOpyYeHus: ¢ KOHTPOJIS (€ciu OHU ObLIM), OTBETCTBEHHBIN MCIIOIHU-
TEeJb CO3J]aeT OTYET KOHTPOJIEPY O BBIMTOIHEHUU TIOPYUYESHHUSI.
Beinensercst B ciicke mopydeHue U Beioupaercst myHKT MeHIO [lopydenne= OTunTarbes

(MM 11€TIKaeM MBILIBIO MO KHOTIKE = nanenn UHCTPYMEHTOB).

Ha sxpane nossnsercs nuanor (puc. 18). B HeM BbiOupaercss NyHKT 3aABUTh KOHTPOJIEPY
0 rOTOBHOCTH U HaxxnumaeTcs kHonka OK.

ITocne 3akpeiTHs quanorosoro okHa Hanmuears 0T4eT 10 NMOPY4YEHHMIO HA DKPAHE MOSBUTCS
okHO PegakTupoBanme coobuienusi (puc. 19), B KOTOPOM OTBETCTBEHHBI MCIOJHUTEIH MOXKET
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HaOpaTh TEKCT caMOro OTYETa O BBIIOJHEHHMU MOPYUYEHUs U paboTax, MPOU3BEIEHHBIX B PAMKAX
BBIIIOJIHEHUS [IOPYYCHHS.

K coo0mienuto MOryT ObITh IPUCOEIUHEHBI OTYETHI UCIIOJIHUTENIEH OANOPYYEHUN U COuC-
HOJHUTENeH 00IIEero NopydeHHs.

[Tocne Haxkatuu Ha kHONKy OTnpaBuUTH OTYeT OyJeT HampaieH KoHTpoiepy. Ilpu oT-
MpaBKe oT4eTa 00 MCIOIHEHUH TOPYYEHUSI KOHTPOJIEPY OPYYCHUE MEPEXOIUT B IIPOMEKYTOUHOE

COCTOSHHE TFOTOBO L, KOTOPOE 03HAYAET, YTO OTBETCTBEHHBI HCIOTHUTEND COOOIIMI O BBIIOJ-
HEHHMU MOPYYEHUs, HO NOPYUYEHHUE elle HE PACCMOTPEHO KOHTPOJIEPOM, U KOHTPOJIEp CMOXKET pac-
CMOTpPETh MOPYYEHUE U NPUHSATH PEIICHUE O CHATHM MOPYYEHMsI C KOHTPOJI JMOO BO3BpALCHUU
€ro Ha JI0paboTKy.

JUis co3manus TEKyIEero oT4eTa O X0/ UCIOIHEHUs mopydeHust BeioepuTe myHKT Ilpome-
’KYTOUYHBIH 0T4eT. B 3TOM cilyuae nopydeHue He OyzeT paccMaTpuBaThcs Kak UCIIOJIHEHHOE U I'o-
TOBOE K ITPOBEPKE.

[1K-6 criocoOHOCThIO aHATU3UPOBATH CUTYAIMIO Ha PhIHKE MH()OPMALIMOHHBIX MPOJYKTOB M YCIYT, 1aBaTh HKCIEPTHYIO OLIEHKY COBPEMEHHBIM

CUCTCMAM JJICKTPOH

HOTI'O I[OKYMGHTOO60pOTa 1 BCACHUS DJICKTPOHHOT'O ApXHBa

3HaTh

[TpuHIMNIBL  OpraHU3anuu
paboT ¢ MpUMEHEHHEM HH-
(GOpMallMOHHBIX ~ TEXHOJIO-
TMid M DJEMEHTOB 3JIeK-
TPOHHOTO JIOKYMEHTO0000-
pora

BHenpeHnue aBToMaTU3UPOBAaHHBIX CUCTEM B chepe yIpaBiIeHuUs.
Baenpenue aBromatu3supoBaHHbIX cuctem 210
Oransl BHeApeHUs. OCHOBHBIE CII0)KHOCTH BHEJIPEHUSI U ITYTH UX pa3pelIeHusl.

1
2.
3.
4. DKcruryaraiys aBTOMAaTU3UPOBAHHBIX CUCTEM B cpepe YIpaBJICHUS.

YMeTs:

AHanu3upoBaTh CUTYALHIO
Ha pbIHKE HH(OpPMAIHOH-
HBIX NPOAYKTOB M YCIYT,
JlaBaTh HKCIEPTHYIO OLICHKY
COBPEMEHHBIM  CHCTEMaM

IIpomekyTOUHBIN TECT

Kakoit u3 cnoco0oB mojkiatoueHust k MHTepHeT olecrnieunBaeT HauOOJBIINE BO3ZMOKHOCTH
JUISL T0CTyTna K MHPOPMAIIMOHHBIM pecypcam?
— IOCTOSTHHOE COeIMHEeHHe 110 ONITOBOJIOKOHHOMY KaHAJIY
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AIIEKTPOHHOTO JIOKYMEHTO-
0o00opoTa W BeIEHUS DdIICK-
TPOHHOTO apXKBa

— YIaJICHHBIN TOCTYH 110 KOMMYTUPYEMOMY Tesle(OHHOMY KaHaTy
— TOCTOSIHHOE COETMHEHHE I10 BBIJICICHHOMY Tesle()OHHOMY KaHATy
— TEepMUHAIBHOE COSMHEHHE [0 KOMMYTHpPYEeMOMY Telle(hOHHOMY KaHaly

Mogem - 370...
— IIOYTOBAsI MPOrpaMma
— CETEBOM MPOTOKOJI
— cepsep UnTepHer
— TeXHU4YecKoe YCTPOMCTBO

Moaem, nepenaroniuii “HGopManuw co ckopocThio 28 800 OuT/C, MOXKET IepeaaTh JBE
ctpanuilsl TekcTa (3 600 OaiiT) B TEUCHHE...

— 1 MUHYTBI

— 1 gaca

— 1 cexyHasbI

— 1 gusa

DnekTpoHHas moyra (e-mail) mo3BoJIsieT nepeaaBaTh...
— TOJBKO COOOLICHUS

— TOJBKO (ailsibl

— €0001IeHUs U MPUJIOKeHHbIe (ailibl

— BHJICOU300pKECHHS

Kakoii nporokon sBnsierca 6a3oBbiM B UHTepHET?
— HTTP

— HTML

— TCP

— TCP/IP
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KommnbroTep, noakiatoueHHbl K IHTEpHET, 00s13aT€IHHO HMEET. ..
— IP-aapec

— Web-cepsep

— JIOMAIIIHIOI0 Web-CTpaHuIly

— JIOMEHHOE UMs

['unepccpiiku Ha Web - cTpaHuIle MOTYT 00ECTIeUUTh HEPEXO/I...
— TOJIBKO B MpeJienax JaHHOH web - CTpaHHIIbI

— TOJIBKO Ha Web - CTpaHuIbl JaHHOTO cepBepa

— Ha o0yt web - CTpaHHUIly JaHHOTO PETHOHA

— Ha 1100y10 web - crpanuny jdoro ceppepa Untepner

3agaH ajgpec MEKTPOHHON mouThl B ceTu Internet: user name@int.glasnet.ru. KakoBo ums
BIIAJIENIbIIA DJIEKTPOHHOTO ajapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

—ru

bpayseps! (Hanpumep, Microsoft Internet Explorer) sinsirorcs...
— cepBepamu UHTEpHET

— QHTHUBUPYCHBIMH IIPOTpaMMaMu

— TPaAHCISTOPAMH SA3bIKa IPOTrPAMMUPOBAHHUS

— CpeICTBOM NPocMoOTpa web-cTpaHun

Web-crpanuis! umeroT hopmar (pacmmpeHue)...
— *.txt
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KOMITETECHILINU 00yueHus
— *.htm
— *.doc
— *.exe
Bmagers: OCHOBHBIMU METOJaMHU

cbopa u aHanm3a uHpopma-
Md B TPO(HecCHOHATBLHOM
chepe, MerogamMHu CTaTH-
CTUYECKON 00paboTKMU JaH-
HBIX C HCIOJb30BAHUEM
KOMITBIOTEPHBIX ~ TEXHOJIO-
Ui

8. leiicTBHSI KOHTpOJIepa 110 NOPY4YEHUIO

KOHTpOJ'Iep MOZKET BBIIOJHHUTD C ITOPYYCHHUEM CIICAYIOLIHUC OIICpalluu:

CHATh NMOpyYEHUE C KOHTPOJS (KHOMKA Lﬂ( Wi myHKT MeHi0 KoHTpoab>
CHATb ¢ KoHTpoOJs). [Ipy 3TOM MOpydeHue 1 Bce CBA3aHHBIE C HUM MOJIIO-
pYUYEHHS CUMTAIOTCS BBIIOJHEHHBIMU. CaMO MOpYy4YeHHE NEPERIET B COCTOS-

e nenoaneno (Y& , VrEwm VH). Cusrs IIOPYYEHUE C KOHTPOJIS MOXKHO B
100011 MOMEHT, a HE TOJBKO IOCIIe MOJYYeHUsI OTYeTa OT OTBETCTBEHHOIO
VCIIOJTHUTEJIS.

BEPHYTb MOPYYEHHE HA KOHTPOJb (KHOIKA = Bepuyrs nmopydenue Ha
KOHTPOJIb WM MYHKT MeHI0O KoHTpob= BepHyTh Ha KOHTPOJIB). B ciy-
Yyae eciIu KOHTPOJIEp HE YIOBJIETBOPEH IMOJYYEHHBIMU pE3yJlbTaTaMH, OH
MOYKET BEPHYTh MOpPYUYEHHE MCIIOJHUTENI0 Ha A0paboTKy. IIpu 3ToM 3Ha4OK

COCTOSIHUS TIOPYYEHUS TIPUMET BUJ HA KOHTPOJe (|11 4 170031 E!!)

OTMEHUTH BBINIOJHEHUE TMOPYYEHUsI(KHOIKA .J WM NyHKT MeHo Kon-
TPoJab=>OTMeHUTH BbINOJHeHNe). OTMEHA BBIOIHEHHS MTOPYUYCHHS OCY-
LIECTBIIAETCSA B ClIy4ae, KOrjla IMOPY4YEHHUE OKa3ajaoCh HEHYXKHBIM, JUIIHUM
WIM KOTJa MpHU CO3JaHUU MOPYyYEHUH Oblia NOMmylleHa Kakas-HuOyap myTa-
HULIA.

[Ipu oTMeHe mopyuyeHus: Bce pabOThl MO0 HEMY CUMTAIOTCS HEHY)KHBIMH U UX MOXHO yJa-

JINTb, 4 UCTIOJIHUTCIN MOT'YT HCpCﬁTH K BBIIIOJIHCHHUIO JIPYI'UX HOpy‘lCHHfI. HpI/I O9TOM 3HA4YOK CO-
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CTOSIHUS TOPYUCHHS M BCEX BXOJIAIIUX B HETO MOANOPYUYCHUNM MPUMET BUJI MPEKPAIIEeHO o)

Bce neiictBusi KOHTposiepa (PUKCUPYIOTCS Ha BKiIaaKe XOA MCHOJHEHUs nopydeHus. Tam
K€ TOSBIISIOTCS COOOIICHUs 00 U3MEHEHUU COCTOSTHUS TOPYYCHHSI U JOKYMEHTA.

Kpome BrilenepeyrcieHHbIX ISHCTBHM, HAa TI000M CTaauu BBIMOJIHEHHUS MOPYYEHUSI KOH-
TPOJIEP U PETUCTPATOP MOTYT U3MEHUTh Ha3BAHHE U TEKCT MOPYUYEHUSI, U3BMEHUTH CPOKU MCIIOJIHE-
HUS MTOPYYEHHUS, HA3HAYUTH APYroro OTBETCTBEHHOTO UCIOMHUTENS U COUCTIONHUTeNel. B mocnen-
HEM CJIy4ae BCEM HCIOIHHUTEISIM PACcChUTAIOTCS COOOIEHHS COOTBETCTBYIOIIETO COACPIKAHUSI.

OTBETCTBEHHBIE MCHOJHUTENMN SBISIOTCS KOHTPOJEpaMH ISl CO3AAHHBIX MMHU MOJIOpYyYe-
Huii. OHM 00J1aAI0T 1O OTHOIICHUIO K HUM TEMH K€ MOJHOMOYHSIMH, YTO M KOHTPOJIEPHI JTOKY-
MEHTA 10 OTHOIICHHUIO K IOKYMEHTaM U TIOPYUYEHUSIM.

Kpome onepanuii ¢ OTACIbHBIMUA MOPYYECHUSMU, OTHOCSIIIUMUCS K UCTIOJHEHUIO IOKYMEH-
Ta, KOHTPOJIEP WIIM PETUCTPATOP MOTYT TaKKe BBIIIOIHATD Psifl ICUCTBHI HaJl BCeM JOKyMeHTOM. B
1IETIOM 3TH JICHCTBHS aHAJIOTHYHBI ACHCTBUSAM C TTOPYUEHUSIMH.

KoHTpoiiep MOKET BBIIIOJIHUTH C JOKYMEHTOM TaKyH0 ONEPALHIO:

— CHSTb JOKYMEHT C KOHTpPOJIs (KHOTKa W nyHKT MeHI0O KoHTpo1b= CHATH ¢ KOH-
TpoJs). [Ipu 5TOM TOKyMEHT U BCE OTHOCSIIHECS K HEMY TOPYYECHHS CIUTAIOTCS BBIIONHEHHBIMH.

3Ha9OK COCTOSIHHS MOPYYCHHIT PHMET BUJI HCHOJTHEHO (‘fﬂ Ve ‘fa) a JIOKYMEHT NepereT B

COCTOSIHUE MCIIOJIHEH (fm Vi ‘fm) B 3aBHCHMOCTH OT KOHKpPETHOW CHTYyal[uu KOHTPOJIEP
MOJKET CHATbH JIOKYMEHT C KOHTPOJIS KaK I1OCJIE BBIIIOJIHEHHUS BCEX NMOPYUYEHUN 10 3TOMY TOKYMEH-
Ty, TaK U B IIPONU3BOJIbHBII MOMEHT BPEMEHU;

KonTponep u peructpatop MOTyT BBIIIOJIHUTD C TIOKYMEHTOM CJIEIYIOIIYIO OEpaIUIo:

e [JOTMEHMTH BBIIIOJIHEHUE JTOKYMEHTA (KHOIIKA >y IIpepBaTh BBINOJHEHHE
BCeX MOPYYEeHU MO JOKYMEHTY WiH MyHKT MeHI0O KOHTPob=> OTMeHUTH
BbINOJHEeHHe). [Ipy 3TOM aBTOMAaTHYEeCKH OTMEHSIOTCS BCE MOPYYEHHUS T10
JIOKYMEHTY, a UCTIOJTHUTEIN OCBOOOXKIAIOTCS OT BBIITOJIHEHUS TOPYUYEHUH 110
HEMY.
IomuuTe! 1OCIIE CHATHS JOKYMEHTA C KOHTPOJIS WJIM OTMEHBI €r0 BBIMOJIHEHUS, CO3/1aHNe
MOPYYEHUH IO ITOMY TIOKYMEHTY OY/IET y»e HEBO3MOKHO! !
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9. CpokH HCIIOJTHEHN S TOPYYeHHIA.

PeanuzoBaHHbBIN B cUCTEME MEXaHU3M KOHTPOJISL CPOKA MCIIONHEHUS IOKYMEHTOB U HATJIsA JI-
HOE OTOOpaKEHHE COCTOSIHUN TOKYMEHTOB ITO3BOJISIOT JIETKO OPUEHTUPOBATHCS B TEKYIIEM COCTO-
STHUM JIEI.

Kaxxnoe nopyueHue (10KyMEHT) UMEET KOHKPETHBI CPOK MCIOJIHEHUs (WM HE UMEET, ec-
U ycTaHoBIeH (riar B moje «0e3 cpoka» Ha Bkiaake [lopyyeHue), KOTOpbI yKa3bIBaeTCs MPHU CO-
31aHuy nopyuyeHus (nokymeHnta). CoctosiHue, B KOTOPOM HAaXOJUTCS IOPYyUYEHHUE, 3aBUCUT OT 3TOTO
CpoKa.

B cutyanuu, Koraa KOHTPOJIbHBIN CPOK MCIIOJHEHUS MOPYYEHHUs (JIOKYMEHTA) UCTEK, a I10-
pyuyeHue (JOKYMEHT) ellle HaXOJUTCs Ha KOHTPOJIE, COCTOSIHUE MOPYYEHUs (IOKyMEHTa) MEHSETCs
Ha COCTOSIHME Ha KOHTPOoJIe + MPOcpPoYeHo0 (0TOOpaXkaeTcsl B KOHTPOJIbHOM KapTOUKe TOKYMEHTa U
B nankax [opy4yenust 1 KoHTpoJb).

[Topydyenue (IOKYMEHT) MOXET OBITH BBIMOJHEHO B CPOK (TOrJa OHO Oy/eT HaXOAWTHCS B
COCTOSIHUU MCIIOJTHEHO B CPOK) WU C OINO3JaHUEM OTHOCUTEIBHO KOHTPOJBHOI'O CpoKa (B 3TOM
cilydae mopydeHue OyaeT HaXOUThCS B COCTOSHUN HCTIOJIHEHO + MPOCPOYEHO).

C npubnukeHreM KOHTPOJIBHOI'O CPOKa MCIIOJIHEHHSI MOpyUYeHHsl (JOKYMEHTa), CUCTEMA aB-
TOMAaTUYECKU PACChIJIACT HAIIOMUHAHMSI UCIIOJHUTENISIM OPYUYEHUS COIVIACHO HACTPONKaM, MPOU3-
BEJICHHBIM B MOJyjJle AAMHHHMCTPATOP cucTeMbl. HamoMuHaHus npeacTaBisioT co00i OObIYHBIE
COOOIIIeHUS, aBTOMATHYECKU cPOpMUPOBaHHBIE CUCTEMOM. CHcTeMa MOXKET pacchliaTh COOOIICHUS
KaK 3a OIpEAETIEHHOE KOJUYECTBO JHEHM 1O HACTYIUIEHUS KOHTPOJBHOTO CPOKA, TAK U B MOMEHT
HACTYIJICHUS] KOHTPOJIBHOIO CPOKa M JaKe uepe3 OIpe/ie]IeHHOE KOJMYECTBO JIHEH MOCie HACTYyII-
JICHUsI KOHTPOJIBHOTO CpoKa. AJIMUHHCTPATOpP MOXKET BBHIOpATh THUIl PACChUIAEMBIX YBEIOMIICHUH U
YKa3bIBaTh NEPUOJAUYHOCTD UX PACCHUIKH.

10. ITpouecc cCHATHS MOPYYEHHU M JOKYMEHTA C KOHTPOJIS
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[Tocne cHATHA KOHTPOJIEPOM MOPYYEHHS] C KOHTPOJS Cpa3y BCTYNMAeT B CUIY CIEAYIOIIEe
IIOpPYYEHHUE, a OTBETCTBEHHOMY MCIIOJIHMTEIIO JAHHOI'O MOPYYEHUs HalpaBisieTcss o0 3TOM yBe-
JOMJICHHE.

Ecin xoHTpoJIep MPOJ0KAeT CHUMATh MOCIEAYIOUINE TOPYUEHUs, TO [0 KaXI0MY U3 HUX
KOMMEHTapuu 00 OTMEHE MOpyUYEHUH MOSBISAIOTCS Ha BKIIAJKe X0/ UCIOJHEHUsl, 2 3HAUYKH COCTO-

o
SIHUSL TIOPYYCHUSI U3MEHSIOTCS Ha MmpeKpameHo 1. Kpome TOro, MCIOIHUTENIO TOCBIIAETCS CO-
oOuieHre 00 OTMEHE BBIIIOJHEHUS IOPYUYEHUSI.
[Tocnennum 3TanioM 00pabOTKH JTOKYMEHTA SIBIISICTCS €ro CHATHUE ¢ KOHTpous. J[ng storo

KOHTPOJICP HICIKACT MBIIIBIO IO KHOIIKC ._‘W CHATDb ¢ KOHTPOJISA BECHb JOKYMEHT U IMUIICT KOM-
MCHTapI/Iﬁ B ITosiBUBIIEMCs OkHe CHATD ¢ KOHTPOJIA BECH JOKYMEHT.

Baumanue: AOKYMCHT MOYKHO CHATH C KOHTPOJIA, AAXKE €CJIW BBIIIOJHCHBI HC BCC MMOPYyYC-
HHA 10 HEMY.

HpI/I CHATUN JOKYMCHTA C KOHTPOJIA BCC HC3ABCPUICHHBIC MOPYUYCHHUA ITPUHUMAIOT COCTOA-

ure ¥H nenoneno B CPOK U CaM JOKYMEHT TOXK€ IEPEXOJUT B COCTOSTHUE V= mcnosnen B CPOK.
JIOKyMEHT, CHATBIM C KOHTPOJISL, OCTAETCSI B CUCTEME.
MoXxHO He 0TOOpakaTh CHATHIE C KOHTPOJSI JOKYMEHTHI U nopy4yeHus B nankax Ilopyue-
Husi 1 Konrpoas. [lns 3TOro BBIOEpUTE B IJIABHOM OKHE MporpaMmbl B MeHIO HyHKT Cep-

puc=>Ilapamerpbl WM HAXKMUTE HAa KHOIKY 1T ITapameTpsl B NaHenu MHCTPYMEHTOB. B oT-
KpbIBIIEMcs nuanorooM okHe Hacrpoiika nouroBoro kimenTa (puc. 43) B nose «Illepememarb
3aKpbIThIe 3aaHUsl B KOP3UHY NPH 00HOBJIEHMH MANOK» yCTaHOBUTE (uiaxkok. B aTom ciyuae
He OyyT 0ToOpaXkaThCs HCIIOJTHEHHBIE TOPYYEHHUS IO JOKYMEHTY.

MO>KHO yJanuTh TOKYMEHT U3 NAIoK, I0Ce yAAICHHUs TOKyMeHTOB u3 nanok Ilopyyenue
1 KonTpoJs B MycopHYI0 KOP3HMHY OHU OCTAlOTCS B CUCTEME.

B cucreme MoxHO ynanuTh J1000i TOKyMeHT. [[ist sToro BbIOEpUTE B Manke AOKYMEHT,
MOJUIeXkKAIUI YIaJIeHNI0, OTKPOUTE €ro JJIsl peJaKTUPOBAHUS, IIOCIIE YEro BHIOEPUTE B MEHIO IMTYHKT
IpaBka= Yy ganuth. JJOKyMEHT U BCEe He3aBEpIIECHHBIE MIOPYYCHUS TI0 HEMY HEepEHayT B COCTOS-
HUE YAAJICHHbIN ('% u @l). VY 1ansaTe JOKYMEHTBI MOKET TOJIBKO IIOJIB30BaTENb ¢ IPaBaMU aJIMUHU-
crpatopa. [locne ynanenus noxkymeHTta komanjoi IlpaBka™¥YaaauTh TOKYMEHT OyleT COBCEM
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yaaJI€H U3 CUCTEMBI, OJHAKO, KaK IIPaBUJIO BMECTO yAaJICHUA JOKYMCHTOB W3 CUCTEMBI HCIIOJIHCH-
HBIC JOKYMCHTLI CAAIOT B apXUB.

Ynpasxcuenue 7. Ilocmanoeka ookymenmoe na Konmpons no pesontoyuu.

3ananue 14. O3HAaKOMHUTBH €CO CBOMMH YCIIeXaMH B cecCHHU cocefa(Ky) cjieBa M CIpaBa.
[Mony4yuTs moaTBEPAKAEHNE O3HAKOMJIEHUS] M PeKOMEH AN U.
e B3sTh IOKYMEHT CO CBOMMH PE3yJIbTaTaMH CHa4d CECCHUU Ha PEIaKTHPOBA-
HUE.
e Coznarp pezomonuto [Ipenonasarens "O3nakomuTh ¢ Bammmu pesynbrara-
MU c/1ayM ceccuu cocena(ky)".

e (Coznarp nopydenue cebe "03HaKOMHUTH cocefa(Ky) CIpaBa cO CBOMMH yCIle-
XaMH ¥ co31aTh oT4eT".

Haznauuth cpok ucnoiaHenus | 1eHb.

HazHauuTh ce0si 1 KOHTPOJIEPOM M MCTIOTHUTETIEM IOKYMEHTA.

CoxpaHUTh TOKYMEHT U BBIUTH U3 PEKUMA PEIAKTHUPOBAHMSI.

[TepeiiTn B TJIaBHOE OKHO CHCTEMBI M ITOJTYYHTh YBEIOMIICHHSI.

Pazocnate MOKyMEHT KOPPECHOHJEHTaM C MPEIIOKEHUEM O3HAKOMHTHCS,
MOATBEPAUTH (DAKT 03HAKOMIICHHS U TIPEIJIOKUTH PEKOMEHIAINH TT0 yieoe.
[Tomy4nTh OATBEPKACHUS O3HAKOMIICHUSI.

e (Co31aTh OTYET KaK UCIOJHUTENIO IOKYMEHTa U OTIPABUTH €r0 KOHTPOJIEPY.
e [lody4uTh OTYET U MO €r0 MOTYYEHHUIO CHATH TOKYMEHT C KOHTPOJISL.

3ananue 15. O3HAKOMHTBCS €O yCIIeXaMM B CECCHM COCe/Iel ciieBa U CIpaBa.

e (Co31aTb HOBBIU JOKYMEHT.
e Co3marp pesomornuio [IpenogaBarens "O3HAKOMUTBHCS C ycleXxaMH CoOcCe-
na(Ku) cripaBa JJOKYMEHTOM U CO3/IaTh OTYET C COBETOM 1o yuebe".
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Haznauuts cpok ucnonHenus 1 nenb(dac).

Haznauuth cocena(ky) cieBa KOHTPOJIEPOM JOKYMEHTA, a ceOsl - UCIIOIHUTE-
JeM.

BpliiTi U3 10KyMeHTa.

[Tonyuuts yBenoMieHuE.

Otocnarb coobIieHrne ¢ mpock0oii mepeciarh JOKYMEHThI C MPUCOEIUHEH-
HbIMHU (haiiTaMu pe3ylbTaTOB CBOEH CECCHH.

ITonyuuTh AOKYMEHTBI OT KOPPECHOHACHTOB, O3HAKOMMUTBCS C PE3yJbTaTa-
MU, CBA3aTh CBOM JOKYMEHT C ITOJyYEHHBIMU JOKYMEHTaMHU.

Co31ath OTYET KOHTPOJIEPY U MPUIIOKUTD IMOTYYUBIINKUCA TOKYMEHT.
[TonyunTs NOATBEPKACHUE O CHATHH IOKYMEHTA C KOHTPOJISL.

I1K-14 BnaseHueM HaBBIKAMU MCIIOJIb30BAaHUS KOMIBIOTEPHON TEXHUKH U MH()OPMAIIMOHHBIX TEXHOJOIMH B JIOKYMEHTAllUOHHOM 00ecreueHnH
YIPaBJICHUS U apXUBHOM JIENIE

3HaThb TexHomoruu onepaTuBHOIO 1. Tloustue cuctembl, e€ cTpykTypa U ¢yHkuuu. CBoiicTBa cucTeM, UX KiaccuuKanus.
U JIOJIFOBPEMEHHOIO Xpa- VYnpasnenue cucremamu. MHbpopmanuss B cucreMax ympaBlieHUs, ee Kiaccuukamus,
HEHHUs DJICKTPOHHBIX JIOKY- CBOMCTBA, TEXHOJIOIUA 00paboTku. [IoHATHE CUCTEMBI aBTOMATU3UPOBAHHOTO YIPABJICHHUS.
MEHTOB CucTeMHBIH MOAX0/1 B YIIPaBJIEHUH, €T0 CTPYKTYpa, 0COOEHHOCTH U CYIIIHOCTb.
2. Tlonsartue u knaccuuKanus CUCTEM OPraHU3allMOHHOTO YIIPaBIECHUS
3. OyHKIMOHATBHBIE OCOOEHHOCTH CHCTEM YNPAaBICHHS W KIACCH(PHUIUPYIOMINE MPHU3HAKH.
ABTOMaTH3aIMsl YIIPABIEHUYECKON AEATEIbHOCTH U SIKOHOMUYECKHE MH(POPMAITMOHHBIE CH-
creMbl. KOMIIBIOTEpHBIE TEXHOJIOTUU U CUCTEMBI aBTOMATH3UPOBAHHOTO YITPABJICHUS.
4. ArnmapaTHoOe U IporpaMMHOE obecrieueHue, pa3sHOBUAHOCTH, OCHOBHBIE XapaKTEPUCTHUKH.
YMers: OpuentupoBarsCsi B CO- [IpomexxyTouHBIN TECT

BPECMCHHBIX OTCUCCTBCHHBIX
ABTOMAaTU3UPOBAHHBIX CH-
CTCM JTOKYMCHTAIIMOHHOT'O

Kaxkoit u3 cnoco6oB nonkioueHuss Kk MHTEpHET 0OecrieunBaeT HaMOOIBIINE BO3MOKHOCTH

JUIsL 1OCTYNa K HH(OPMAIIMOHHBIM pecypcam?
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o0ecrnieueHus yrnpaBaeHUsS

— NOCTOSIHHOE COeINHEHHE N0 ONTOBOJIOKOHHOMY KaHAJLY

— YIaJICHHBIHN TOCTYH 110 KOMMYTHPYEMOMY Tele(OHHOMY KaHaTy

— TOCTOSIHHOE COE€TMHEHHE I10 BBIJICICHHOMY Tele(OHHOMY KaHATy

— TepMUHAIbHOE COSMHEHHE [0 KOMMYTHPYEMOMY Telle(hOHHOMY KaHay

Mogewm - 3T0...
— TIOYTOBAsl MPOrpaMma
— CETEBOM MPOTOKOJI
— cepsep UnTepner
— TeXHU4YecKoe YCTPOMCTBO

Moaem, nepenaroniuii “HGopManuw co ckopocThio 28 800 OuT/C, MOXKET IepenaTh JBE
ctpanuIlsl TekcTa (3 600 OaiiT) B TeUCHHE...

— 1 MUHYTBI

— 1 gaca

— 1 cekyHabl

— 1 gusa

DnexTpoHHas mouTa (e-mail) mo3BosseT nepenaBarth...
— TOJBKO COOOLICHUS

— TOJBKO (ailsibl

— €0001IeHUs U MPUJIOKeHHbIe (ailibl

— BHJICOU300pKECHHS

Kakoii nporoko:n sBnsierca 6a3oBbiM B UHTepHET?
— HTTP

— HTML

— TCP
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— TCP/IP

Kommnbrotep, nonkimtoueHHbl K IHTEpHET, 00s13aT€IHHO HMEET. ..
— IP-aapec

— Web-cepsep

— JIOMAIIHIOI0 Web-CTpaHuIly

— JOMEHHOE UM

['unepccpuiku Ha Web - cTpaHuIle MOTYT 00ECTIeUUTh HEPEXO/I...
— TOJIBKO B MpeJienax JaHHOH web - CTpaHHIIbI

— TOJIBKO Ha Web - CTpaHUIbl JaHHOTO cepBepa

— Ha o0yt web - CTpaHHUIly JaHHOTO PETHOHA

— Ha a100y10 web - crpanuny swodoro ceppepa Unrepuer

3agaH ajapec 3NMEKTPOHHOM mouthl B ceTu Internet: user name@int.glasnet.ru. KakoBo ums
BIIAJIENIbIIA DJIEKTPOHHOTO ajapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

—ru

bpayseps! (Hanpumep, Microsoft Internet Explorer) sisnsirorcs...
— cepBepamu MHTEpHET

— AHTUBUPYCHBIMH IIPOTpaMMaMu

— TPaHCISTOPAMH A3bIKa IPOTrPAMMUPOBAHHUS

— CpeICTBOM NMPocMoOTpa web-cTpaHun

Web-ctpanuiisl umMeroT opmar (pacimpenue)...
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KOMIICTCHIINHN OGWGHHH
— *.ixt
— *.htm
— *.doc
— *.exe
Bnaners: HaBbikamu paGoTel B JIO- Ynpasxcnenue 8. Cozoanue nezasucumovix nopyuenuil.

KaJbHBIX M IJI0OQJIBHBIX
KOMITBIOTCPHBIX CCTIX,
HaBbIKaMH pa6OTBI CO CIIC-
MUAIM3UPOBAHHBIMUA Xpa-
HHUJIMIIAaMH JaHHBIX

3ananue 16. Co31aTh HECKOJIBKO JIOTHYECKHU HEe CBA3AHHBIX NOPYYeHM .

Co371aTh HOBBIN JOKYMEHT. 3alIOJHUTh €r0 LIANKy U COXPAHUTh.

Co3pmare He3aBUCHMOE MOpYyUYeHHE coceqy(ke) cieBa (MCHOJb3ys MyHKT Me-
Hio [Topyyenne=HoBoe nopyuenne): [Iprcoenunuts rpadpudeckuii daiin B
Ka4ecTBe JOKyMeHTa. HazHauuTh ce0s KOHTPOJIEpOM.

Cosnars HezaBHCHMOE HOpY4YeHHE cocepy(Ke) crpaBa (MCIOJNb3Ysl KHOIKY

cl ): aTth XapakTepHCTUKY 3arpyK€HHOCTH Ha 3aHsaThH. HasHauuTh ceds
KOHTPOJIEPOM.

Hcnonp3ys MEXaHU3M CO3/1aHUs NTOPYYEHHUS IO PE30JIIOIUM CO3AaTh HE3aBU-
cumoe nopyueHue (0e3 pe3osrolun) 1000My U3 IPUCYTCTBYIOUIMX Ha 3aHs-
TUU cTyAeHTOB(K): OTBeTuTh Ha Bompoc "Kakoe 3ai1aHue Bbl BBIOJHSAETE U
HE OTBJIEKAIOT JIM Bac nopy4yeHus?". HazHauute ce0st KOHTPOIEPOM.
[ToTpeOyiiTe OTYETHI OT WCHOJHUTENECH, €CIM OHU €Ie HE OTYUTAINUCH IO
MIOPYUYEHHUIO.

[TosyunTe OTYETH 1 CHUMUTE OPYUYEHUS C KOHTPOJIS.

11. IHocaenyrommue nopyueHust

Uto6bl cO3/1aTh MOCJIEJOBATEILHOCTD BBINOJIHEHUS NOPYYEHHI He00X0IuMO BhIOpaB Mopy-
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YeHUE, K KOTOPOMY MPHCOCIUHSICTCS CICIyIoIee OPYUYCHUE IIEIKHYTh MBIIIBbIO 110 KHOnKe Co-
31aTh nepexol... (0 yMoryaHuio BeiOupaercs neiicteue Ilepexon Ha HOBOe MOpy4YeHHe, HO TIPU
HE0OXOJMMOCTH M3 BBITIAJIAIOIIETO CITUCKA MOXHO BBIOpath neiictBue [lepexos Ha HOBOE coriaco-
BaHUE WJIM HA JIPYroe CylecTBykomlee mopydenue). s Tex xe meneit UCcroib3yeTcs MyHKT MEHIO
3agaun=>Ilepexon=Ilepexoa Ha HoOBoe... /[ajiee MPOU3BOAUTCS 3aMOJIHEHHE XaPAKTEPUCTUK T10-
pydeHust OOBIYHBIM 00pa30OM.

[Tpu naxatuu Ha kHOMKY OK (Takke Kak MpH Mepexoje Ha JIPYryl CTPOKY KOHTPOJIbHOMN
KapTOYKH MJIM TPH COXPAHEHUH JIOKYMEHTa) HOBOE TIOPYYEHHUE TOSBUTCS B KOHTPOJIBHOM KapTOUYKe
JOKYMCHTA.

HaroMHuM, 4TO MOXHO Tak)K€ CHadajia co3/1aTh MOPYYCHHE OOBIYHBIM CITIOCOOOM (U3 Pe30-
JIFOIUH ), @ TIOTOM CZEJIaTh €ro CISAYIOIINM.

12. MapumipyT npoxoxaeHusi AJOKyMEHTOB (Ha IpUMepe COrJIacOBAHMMT)

CornacoBaHus — pa3HOBUIHOCT OPYUEHUH, KOTJ]a UCTIOJHUTEIO0 HEOOXOIMMO JIUIIb TOJI-
TBEPAUTDH CBOE COTJIACHE WJIM OTBEPTHYTh JIOKYMEHT.

Omnepanuu coriacoBaHUsl MOTYT BBINOJIHATHCS KaK B BBIOpAaHHOW IIEMIOYKE COTJIACOBAaHUM —
MapuipyTe IpoX0oXJIeHHs JOKYMEHTa, Tak U oTAeiabHO. Hanbosee ynoTpeOUTENbHBIMHU B KH3HEH-
HOM LIMKJIE JOKYMEHTA SIBJISIFOTCS CIEAYIOLIUE MapIIPYThI:

e JlocnenoBaTenbHOE COTIIACOBAHUE JJOKYMEHTA

e [lapannenbHOE COINIACOBAaHUE TOKYMEHTA

e [lapannenbHO-MIOCEI0BATENbHASA TOATOTOBKA JOKYMEHTOB
[Tpumep napasmieabHO-1I0CIEA0BATENBHOIO MapIIpyTa IPUBEIEH Ha puc. 1.
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Pyk
Cexkpe-
Tapb =P (0] > Pyk - r > Ju-
(perI/ICTpaTOp, nCT T Avv NnarTAN
Pyx

Puc.1. Cxema cornacoBaHus J0KyMeHTa. MapuipyT 10KyMeHTa

MapupyT IpOX0KJIeHNs TOKYMEHTa WM MapUIpyT JOKYMEHTa MOKET CO3/1aBaThCs WIIU C
nomouipio JIu3aiiHepa MapIIpyTOB UM BPYYHYIO, KaK LENIOYKA CBA3AHHBIX MOPYYEHHUH IO JTOKY-
MEHTY. B 3TOM paszeine paccMaTpUBarOTCd KIMEHHO TAKUE IOPYYCHHUS.

s mocTpoeHuss Mapumpyra JOKYMEHTa CIYXKUT BKiIaaka Bxoabl M BeIXoabl. B aeiicTBu-
TEJIBHOCTU OHA HCIOJb3YeTCsl BCErAa, HO B OOJIBIIMHCTBE CIIy4yaeB JOCTATOYHO HACTPOEK IO
ymosryanuio. Vcnons3yst KomOuHamuy BXOA0B M BBIXOJOB MOXHO MOCTPOUTH MapIIPYT JH000it
CII0OKHOCTH.

ITo ymonmuanuto Bceraa BeiOupaercs KomOunanus BxoaoB B nonoxxeHnu M, yto cooTBer-
CTBYET I0OCJIEJOBATEILHOMY MPOXOKICHHUIO LIENOYKU nopydeHuil, a KomOnHauus BBIX010B MO-
XKeT ObITh WK B mojoxeHuu W, Ui mocienoBaTelnbHbIX HE3aBUCHUMBIX MOPYYEHUH, WM B MOJIO-
xenun WJIM nns nepexona Ha HOBYIO BETKY nopydeHuid. Ta nuiau nHas KOMOMHAIIMKM UCTIOIb3YIOT-
Csl TIOKAa PENAaKTHpYyeTCs MOopydeHue, 10 HaxkaTus Ha KHONKy OK. IToToM MOYKHO TOJNBKO yIanuTh
TEKyIllee NOPYYEHUE U IIOCTPOUTH €TO 3aHOBO.

N3 cxembl, NpUBEJCHHOMN Ha puc.l, ICHO, 4YTO BO3MOHBI JIUILb JIBE KOMOMHALMH I BXO-

Crneny- Cneny-

foliee nopyde- / olIee opyde- . .
JIOB: Pyt I pyTe” |, [lepBBIii crydail peanusyeTcs pu

MPOCTOM MOCJIE€I0BATEILHOM MPOXO0XKIEHUU LEMOYKU. SICHO, UTO 3/1eCh HE UTPAET POJIU 3HAYEHUE
KOMOMHAaIUM, Tak Kak B moooM cinydae (U umu UJIN) mpousoiineT enMHCTBEHHBIN nepexoa. Bro-
poil ciiydail HacCTymaer, Korja BO3MOXKHOCTh MCIIOJIHEHHS MOCIEAYIOMIEro NOPYYeHHs] 3aBUCUT OT

—>
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PE3yJIbTaTOB BBIMOJIHEHHSI HECKOJIBKUX (ABYX WM OoJiee) mpeAblAyunX nopyuenuii. JleiictBurenn-
HO, €CJIM BBIICHUTCS, YTO KOHTPOJIEp CHUMAET C KOHTPOJIS WM IPEKPALIAeT UCIOJIHEHUE KAKOIo-
00 U3 NPEbIIYIINX MOPYUSHHM, TO UCTIOJHEHHE MOCIEIYIOIIEro MOPYYEHHUSI MOKET U HE HACTY-
nuTh. U 31€Ch BO3MOXKHBI IBE CUTYAIMH: KOI'/1a JOCTaTOYHO MPEKPAIIEHUs KOHTPOJIS B OJHOM JIIO-
O0M M3 MPEeABLAYIINX MOPYYSHHH Ui MpeKpalleHusl KOHTPOJIsl B IIEJIOM MO JOKYMEHTY. B sTom
ciydae ucnoib3zyercs KomOunanus Bxonos: U. Bropas cutyanus — 40CTaTOYHO YCIIELUIHOTO UC-
TIOJIHEHUS TIOPYYCHU XOTs OBl B OJTHO POJUTENHCKON BETBH, M IIPOBAI B JIPYTHX HE UTPAET Cylie-
CTBEHHOU poiu. B aTom ciydae ucrnonb3yercs komonnanus Bxonos: UJIN.

Kom0unanuu BbIX0oa0B. Bo3MoxxHbI Takxke Tpu ciydas. [IepBblii: BbIMOIHSIETCS TpocTast

Hcnon-
HEHHOE MOpY-

—

MOCIEA0BATEIHOCTh MOPYYEHUN . 3necb He BaxHO 3HaueHue KomoOm-
HALMH BBIXOJA0B, B JII000OM ciyyae OyJeT BBINOJNHATHCA Mocheayromee. Bo BTopoMm ciydae

Ucmon-
HEHHOE MOopY-

, KOrja TOKYMEHT HaIpaBIIsETCS I UCIOJIHEHUs Cpa3y HECKOJIBKUM OT-
BETCTBEHHBIM UCIOJHUTENSAM (IBYM Uiu Oosiee) 3HaueHne KoMOMHAIuM BBIXO10B BHICTABIISETCS
. 3neck (Tpetnii ciaydait) popmanbHO Bo3MOkHO 3k3otudeckoe MJIU, npeanonararoiiee, 4To mo-

Hcnon-

HEHHOE IopY-
cleqyolye nopydeHus (Caeayrouie 3a UCIOIHEHHBIM ) OynyT ucmnosn-

HATBHCS TOCIIEN0BATENBHO: NIPU CHATUU C KOHTPOJISI HCIIOJIHEHHOTO MOPYUYEHUs 3allyCTUTCS NepBast
U3 CIENYIOIUX ONepalui, a Ipu OTMEHE MOPYUYECHHUs, 3aIlyCTUThCSI BTOpas U3 MOCIEAYIOIMIMX Olle-
pauumii (eciam Takas €cTh) U TaK Jajee.

HanomHuM, 4TO JUIsi MOCTpOEHHS MapuipyTa MHPOXOXKAECHUS TOKYMEHTa HCIOJb3YEeTCs
kHonka Co3aaTh NepexoA... MaHeIu HHCTPYMEHTOB.

Jns mpuMepa paccMOTPUM Kak Ha MPAaKTUKE peau3yeTcs BXOJ K IJIaBHOMY OyXranrepy u3
cxembl Ha puc.l. Jlns atoro perucrpatop BeyiensieT nopydenue 2(1) u BeIOMpaeT CTpenKy BbIaaa-
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[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

o1ero MeHo kHonku Co3aaTh nepexo... MaHelu HHCTPYMEHTOB. B mosBuBILIEMCS MEHIO BBIOU-
paet nyHkT Ilepexoa Ha HOBOe COIIacOBaHHe.

[anee peructparop 3amoJiHsAeT, Tak)Ke KaK U B IPEbIyIIuX cliydasx, nojs Hazsanue mo-
pydenusi u Ucnonnuresnn Ha Bkiaake CorjiacoBanue.

Ha Bxiagke Bxoabl U BBIXOJbI PETUCTPATOP OCTABISET MEPEKIIOYATEH YCTAHOBICHHBIMU
o ymoyganuto (M). Oro ompenensiercss Tem, uTo [aBHBIA OyxraiaTep OyJeT COINIACOBBIBATH JIO-
KYMEHT TOJIbKO IIOCJI€ COTJIACOBAHUS €r0 BCEMU MPEABbITYIIUMU UCTIOTHUTENSAMU 2, 3 U 4.

OpHako, eciiv MPeAIoIaraeTcsi, 4YTo IJIaBHBIA OyXraJlTep MOXET COTrJIaCOBHIBATh JOKYMEHT
MOCJIe €ro COTJIacOBaHUs XOTsA Obl OAHUM M3 HCHONHHUTENEH 2, 3 wiu 4, To He0OXOJUMO YCTaHO-
BUTH Nepekintoyarens B nose Komounanus Bxonos B nonoxenue UIN.

st coznanus nepexona (CTpeiIKy) OT UCIIONHUTENS 3 K UCHIONHUTEN0 S (TTaBHBIN Oyxrai-
TEp) peructparop BblAenaseT 3anuch 3(1) u BeIOMpaeT cTpenky Bblnajnarouiero MeHto kHonku Co-
31aTh Mepexo/l... MaHeJIn HHCTPYMEHTOB. B mosBHUBIIEMCsT MEHIO OH BbiOMpaeT myHKT CorJiaco-
BATh JIOKYMEHT, KOTOPBIH COOTBETCTBYET MTOPYUEHUIO, UCTIOTHIEMOMY TIaBHBIM OyXTaITepOM.

AHaJOTUYHBIM 00pa30M co37aeTcs nepexo (CTpenka) OT UCIIOMHUTENS 4 K UCIIOIHUTENIO 5
(rnaBHBIN OyxranTep).

B pesynpTaTe mocneaoBaTeIbHOCTh BBIMOJIHEHHUS MOPYUYEHUN CTaHOBUTCS cieayromiei: 1,
2(1), 3(1), 4(1), 5(2,3,4). Ilocnegneit TOUKOM MapuIpyTa COTIACOBAHUS JOKYMEHTa, KOTOPYIO CO-
3/1a€T PETUCTPATOp, SABJISIETCA coryiacoBaHue (yTBEp:KJIEHHE) JOKYMEHTa TupekTopom. s sToro
peructpaTop BelaenseT nmopydeHue 5(2,3,4) u BeIOMpaeT KHOIKY Bbinajgaromiero meuo Co3aarh
nepexoj... MaHeJI MHCTPYMEHTOB. B mosiBuBIIeMcs MeHIO BbiOMpaeT nyHKT Ilepexon Ha HoBoe
corsiacoBanue. [lanee 3anonnHsarorces nois Ha BkiIaake CorsnacoBanme. [lonoxenne nepexirovare-
Jeit Ha Bkiagke BXoabl M BBIXOAbI MOXKHO OCTaBUTH 0€3 M3MEHEHHMs], TaK KaK JaHHBIN HCIIOHH-
Tenb (6) uMeeTCst Bcero oJuH BXoJ (CM. cxemy Ha puc. 19).

B PE3YIbTATC nOoCICaJ0BaTCIBHOCTD HOpy“ICHI/Iﬁ CTaHOBHUTCA CJ'IC,Z[yIOH.ICﬁI
1,2(1), 3(1), 4(2), 5(2.3,4), 6(5).

13. BoinoJiIHeHHE COrIacOBaHMsl JOKYMEHTAa
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B rnmaBHOoM okHe cucteMbl B nosie Tum mosBuics 3Ha4OK _:2'1, YKa3bIBAIOLIUN Ha TO, YTO
JAHHBIN TOoKyMeHT u3 nanku [lopyyeHus sBisieTcsi TOKYMEHTOM, HApPaBJICHHBIM ISl COTJIacOBa-
Hus. B mose, oTpaxarolieM COCTOSHUE JTaHHOTO COTJIAaCOBAHMSI, HAXOJUTCS 3HAYOK E%, uHhopmMHu-
PYIOIIUKA O TOM, YTO COTJIaCOBAHUE UJET.

[Tocne OTKpPBITHS JOKYMEHTa B MaHEIM MHCTPYMEHTOB TaKXe MOSBHIWCH JIBE AKTHBHBIE

1
(mocTymHbIE TSl BBI30BA COOTBETCTBYIOIIMX KOMAH]1) KHOIIKH: — Onodputsh 1 =| OrknonnTs.
[Tocne mpocMoTpa JOKYMEHTA UCIIOTHUTENb MOXKET BBIOPATh OAHY U3 IBYX BO3MOKHOCTEH:

0J06PHTH JOKYMEHT MM OTKIOHMTb. OH 000pSAeT JOKYMEHT U HaXKHMAET Ha KHONKY 22 On06-
PMTBb Ha MaHeIu UHCTpYMEHTOB. [losBisercs okHO (puc. 83), B KOTOPOM OH MUILET CBOM KOMMEH-
Tapuu U HaxxumaeT Ha kHonky OK.

B mnone cocTtosiHus TOKyMEHTa y MCIIOJHMUTENS IMOSBISETCS 3HAaYOK YKa3bIBAIOLIUI Ha TO,
YTO JIOKyMEHT 0/100peH. Ha Bxiiagke Xoa MCIOJHEHHs TOSBISETCS COOTBETCTBYIOLIAs 3aIlUCh,
OTpaXkarolllas KOMMEHTapui, HalTMCAHHBIN IIPU COTJIACOBAHUH.

Ecnu ucnonHuTens npyu COrjaacoBaHUU JOKYMEHTA OTKJIOHSIET €ro (HaKMeT Ha KHOIKY =]
OTKJIOHHUTB), TO TAKXKE MOSABISAETCS OKHO JJISl yKa3aHUs IPUYUH OTKIIOHEHHUS.

KonTponep nonyyaer YBegomiieHue 0 3aBeplieHUH BceX MOPYy4eHHIA.

JIoKyMeHT cHUMaeTcs ¢ KOHTpouid. [l 3TOro perucTpaTop OTKPHIBAET OKHO JIOKyMEHTa U
BBINOJIHAET KOMaHy (BbIOUMpaeT MyHKT MeHI0) KoHTpob= CHATH ¢ KOHTPOJs. B 0kHe KOMMeH-
tapusi CHATH ¢ KOHTPOJISI BeCh JOKYMEHT ITUIIET KOMMeHTapuil u HaxxuMaeT kHonky OK.

Kontponep nonyuaer YBenoMiieHHe 0 CHATHH JOKYMEHTAa ¢ KOHTPoJs. Takum obpa3zom
3aKaHYMBAKOTCS BCE OMEPALMH 110 COTIIACOBAHUIO IOKYMEHTA.

3aganue 17. Co31aTh HECKOJIBKO COIJIACOBAHUI OJJTHOTO YPOBHSI.

KommenTapumu.

1. Dro u mocnemylouiye 3alaHus BBIMONHSIOTCS KOJUIEKTHMBHO, O€3 3TOrO BBINOJHEHUE
HeMbIcTuMO. ClieyeT OTHOCHTBCS C TMOHWMAHHEM K BBIMOJHEHUIO MOPYYECHUN TPHUCYT-
CTBYIOIIMX Ha 3aHSATHH W BBHINOIHATH MX JOOPOCOBECTHO, MOCKOJIBKY C OJTHOM CTOPOHBI,
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OneHouHble CpeCTBA

Bamu Oynyt orpaGaThiBaThCsl HABBIKM MCIIOJHEHUS MOPYYEHUH, CO3[aHUs U OTIPABKU OT-
YeTOB, C IPYroil CTOPOHBI, U BbI He 000iieTech 6€3 TOMOIIY NMPUCYTCTBYIOIINX.

HacrostensHo PEKOMEHAYECTCA CO6J'II-OI[aTB npennaraeMHﬁ IMOPAAOK HaIlpaBJICHUSA IIOpYyUC-

HUM, 4TOOBI HE CO3/1aBaTh MEPETPYy3Ky OTAEIbHBIX Jull. Harpys3ka mo BBIIOJHEHHUIO MOPY-
YEHHI B 9TOM ciy4ae OyaeT mpuOIM3UTENIbHO OJUHAKOBOM /ISl BCEX MPUCYTCTBYIOIIHX.
e Co3znath HOBBIM AOKyMEHT. [lpucoequHuTh K HeMy (aili co CBOMMH OLIEHKAaMH 32
MOCJIETHIO ceccrio. Ha3HauuTh ceds KOHTPOIEPOM.
e (Co3aarh HE3aBUCHMOE COIIacOBaHUE (ITyTeM BbIOOpa B MeHIO) "YTBEpAUTH OI[CHKHU"
y cocena(Ku) cleBa.
e (Coznarp He3aBUCHUMOE corjacoBaHue (myrem BbiOopa kHONKH Co031aTh HOBOE CO-
riaacoBanue) "CornacoBarh y OlleHKH" JIJ1s1 cocea(Ku) cripana.
e Tloay4uTh OTYETHI U CHATH COTJIACOBAHUS C KOHTPOJIS.

Ynpasicnenue 9. Cozoanue yenouex nopyuenuii.

3aganue 18. Co3naTh HECKOJIBKO MOCJIECA0BATEIbHO BHINOTHAIIMXCA MOPYyYeHHI.

Co3nate HOBBIN JoOkyMeHT. Ilpucoeaunuts k Hemy ¢aitn. Ha3znauuts ceOs
KOHTPOJIEPOM.

Co3mare He3aBUCHUMOE MOpPYUYEHHE JUIsl MEpBOro crpasa cocena(ku). B Hem
MPEMIOKUTD CBA3ATh C TEKYIIUMM JOKYMEHTOM CBOM CO3[IaHHBIN paHee J0-
KYMEHT C aHAJIOTMYHBIM (ailiom.

Co3pnare nopyueHue, KOTOPOE JOJKHO Oy/eT BBINOIHATHCS BTOPBIM, CTPOTO
3a MEPBBIM, Ul CIEAYIOLIETO cocefa clpaBa. B HeM CHOBa IpeIOKUTH
MPUCOEAUHUTD TOKYMEHT C TOYHO TaKUM ke ¢aitioM, yro u y Bac. Mcnomnb-
30BaTh IIYHKT MEHIO.

Co3pathe TpeThe MOCIEN0BATEIbHOE MOPYUYEHHUE (BBIMOIHAIOMIEECS [0 OKOH-
YaHUIO BBINIOJHEHUS! BTOPOT0). AHAJIOTUYHOE JUIsl TPETHErO COCe/la CIpaBa.
Hcnonbs30BaTh COOTBETCTBYIOLIYIO KHOIIKY.
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Cozpate eme OIHO IMOCIENOBATEIBHOE MOPYYECHUE, aHAIOTUYHOE UISl 4YeT-
BEPTOro coceia crnpasa. Mcroap30BaTh TaKkKe KHOIKY.

3aKOHUYUTH PEJAKTUPOBAHUE, OTIPABUTH HA UCIIOJHEHUE.

KoHTposmmpoBaTe nponecc BBIIOJHEHHsI, CBOEBPEMEHHO CHUMAsl ¢ KOHTPOJIA
MIOPYYECHUS.

ITo oxOH4YaHNUHU BBHIIIOJIHEHUSI BCEX IIOPYUYEHHM CHATH JOKYMEHT C KOHTPOJIS.

3ananue 19. Co3aaTh HENOYKY COIJIACOBAHUI IOKYMEHTA.

Coznath HOBBIN MOKyMeHT. [IpucoequHuTh K HeMy ¢aill co CBOMMU OIICH-
KaMH 3a MOCIIeHIO ceccuio. HazHauuTh cedst KOHTPOIEpOM.

Co3znaTh HE3aBUCUMOE corJlacoBaHHe (IIyTeM BblOOpa B MeHI0) "YTBepAUTh
oreHKH" y cocena(Ku) cieBa.

CosznaTh mocneayrolee coriacoBaHue (UCmnonb3ys MeHro) "CoraacoBatb MOU
oreHKu" y cocena(ku) crpana.

Coznatp mocienyromiee coriacoBanue (MCIonb3ys KHomKy) "CoriacoBaTh
MOM OLIEHKU" Y MPUCYTCTBYIOLIETO CTYACHTA.

[Tomy4uTh OTYETHI U CHATH COTJIACOBAHMSI C KOHTPOJISL.

Ynpasxcuenue 10. Henonvzosanue 0ouepuux npoyeccos 8 06uxiceHuu 00OKymenma.
KommenTapmii. B 5ToM ynpakHeHUM MOAENUPYIOTCS THUIUYHBIE CUTYallUM, KOT/a Nepen

MIPUHATHAEM PEUICHUS WU B MPOLECCE BBITOJIHEHUS OPYYEHUS PYKOBOAMUTEND OTAENA WIH TPYIIIbI
pelaeT NpUHATh BO BHUMAHUE MHEHHUE CBOUX COTPYAHUKOB WM PA3JEIUTh 3aaHUE MEXIY CBOU-
MH COTPYJHUKAMM.

3ananue 20. Co31aTh cOrjiacoBaHue, cojep:kaiiee J04epHIe COTJIACOBAHMS.

Co3nath HOBBIM JOKYMEHT. [IprcoenuHuTh K HeMy (aili co CBOMMU OICH-
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KaMH 3a MOCJIEIHIO0 ceccuio. HazHaunuTh cocena ciieBa KOHTPOJIEPOM.
Co3pmatk coriacoBaHue, B KOTOPOM Ha3HAYHUTh CeOsl UCTIOIHUTEIIEM.

Co3nath JBa-TpU JOYEPHHUX COIJIACOBAHMM, C JIFOOBIMM yYaCTHUKaMHU 3aHs-
THs, B KOTOPBIX COTJIaCOBaTh CBOM OLICHKH. B mepBOM ciydae uCrosib30BaTh
MEHIO, BO OCTAJIBHBIX CIIy4asX — COOTBETCTBYIOLIYIO KHOIIKY.

CHATP JTOKYMEHT C PEJAKTUPOBAHUS U IMPOKOHTPOJIMPOBATH BBINOJIHEHUE
JIOYEPHUX COrIaCOBaHUM. BO3MOXKHBI U OTPULIATEIIBHBIE COTJIACOBAHUSA.
CornacoBarb JOKYMEHT.

Y6enutbes, 4To JOKYMEHT CHAT KOHTPOJIEPOM C KOHTPOJISL.

3ananue 21. Co3aaTh nopyvenue, coaep:kaiiee nNoAnopy4eHus.

Co3nate HOBBIN JAOKyMeHT. IIpucoeaHuTh K HeMy (aiil co CBOMMHU OIeH-
KaMH 3a IOCJIEIHION ceccuro. HazHauuTs cocena ciieBa KOHTPOIEPOM.
Co3pare nopydyeHue, B KOTOPOM Ha3HAYUThb Ce0sl MCHOIHMUTENEM. 3ajada —
BBISIBUTH JIYYILIErO CTYACHTAa U3 YETBEPKH, BKIIOYaroIien Bac.

CHATH TOKYMEHT ¢ PEIAKTUPOBAHUS, IIOJYYUTh 3aJaHUE U IPUCTYIHUTH K CO-
3JIaHUIO TOANIOPYYEHU.

CoznaTh MOANOPYYEHHUS] TPEM YYAaCTHUKAM 3aHSTHUS, B KOTOPHIX NMOPYYUTH
npuciaaTh CBOM (paiiibl ¢ onleHkamu. Mcrnonb30BaTh MEHIO U COOTBETCTBYIO-
LIYIO KHOIIKY.

[TonyunTh pe3ynbTaThl TPEX YYACTHUKOB Tpymibl. CHATh C KOHTPOJIS BBI-
MOJIHEHHBIE TTOJITOPYUEHUSI.

B cnyuae HEKa4eCTBEHHOIO BBINIOJHEHUS 3aJjaHUs BO3BPAaTUTh HA IOBTOPHOE
HCIIOJIHEHHE.

IIpocMOTpeTh NMONTY4YEHHBIE PE3YIBTAThl CECCUHU, BBIIBUTH JIYUILETO U3 IPYyI-
IIBI 110 3TUM pe3yibTaraM. Co3/1aTh OTUET 110 MOPYUYEHUIO.

Y6enuThesl, 4TO TOKYMEHT CHSIT C KOHTPOJISI KOHTPOJIEPOM.
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3apanme 22. Co31aTh corjiacoBaHme, cojaep:xaiiee nNoANOpPyYeHusl.

e (Co3pnarb HOBBIM JOKyMeHT. HazHauuTh cocena ciieBa KOHTPOJIEPOM.

e Co3zgarh COrilacOBaHUE, B KOTOPOM Ha3HAUUTh ceOs KOHTPOJIEPOM, a cocela
cieBa - ucnoiaHureneM. [lopydnts eMy IpUHATE WIM OTBEPrHyTh Bamm pe-
3yJbTaThl B nociueanei ceccuu. OH JOJDKEH NPEABApUTEIbHO KaK-TO IONY-
yuTh OT Bac Bamm pe3ynbTaThl.

e BrimosnHure noanopyyeHue

Ynpasicnenue 11. Cozoanue cnoscnovix mapuipymaos npoxosxrcoenus 00Kymenma.

3ananue 23. Co31aTh CJI0KHOE MOPYYEHHE, COCTOSIIEe U3 HECKOJIbKUX LenoYeK.
KommenTapumn.

1. Ilpennaraercs co3naTh MaplIpyT, IPUBEIEHHBIM Ha puc.l9, ucnonb3ys NpUCYTCTBYIOMIMX

Ha 3aHATHUU BMECTO HUCIIOJIb30BAHHBIX B IIPUMEPE NOJIKHOCTHBIX JIWII.

2. Tak kak 3aaHUC HaIlpaBJICHO Ha 0Tpa6OTKy HAaBBIKOB 3aJIaHW BXOAOB U BBIXOJAOB B IIOPY-

YCHHUC, TO HC CTOJIb BAXXHO KAaKHEC 3TO 6y,ZLy'T MOpy4YCHUs, HAIIPUMEP, OHU MOTYT OBITH CO-
I’ TaCOBaHUSIMH.

3. PaSy'MHO Ha3HAYNUTh ceOs KOHTPOJICPOM, YTOOBI Ha6J'IIOI[aTL 3a MMPOXOKACHHUEM JOKYMCH-

TOM MapIIpyTa, CO3/IaHHOT0 Bamu ke Kak perucTpaTopom.

e Co3znarb HOBBIH JOKyMeHT. [IpucoeMHUTE K HeMy (ailsl ¢ IpeaoKeHHEM KOJUIEK-
TUBHOTO TPOCMOTpa CBEXKEro OyokdacTepa B KMHOTEATpe B OJNMKANUIIYIO HEEIO,
MOCTYMHBIIET0 OT OTCYTCTBYIOILETO Ha 3aHATHM mpusTens. HazHauute ceOs KOH-
TPOJIEPOM.

e (Co3paiiTe MapuIpyT JBUKEHHUS TOKyMEHTa JJsi coryiacoBaHus. Mcnonb3yiite cels
KaK 4-TO UCIIOJIHUTES.

e (CoxpaHHTe JOKYMEHT M TEM CaMbIM OTIIPABLTE €r0 110 MapUIPYTYy.
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L4 KOHTpOHHPYﬁTe mponecc MpoxXoXKIACHUA NOKYMCHTA, CHUMAasA C KOHTPOJIA BBIIIOJI-
HCHHBIC COTJIaCOBaHUA, a 3aTEM U BEChb JOKYMCHT.

3ananue 24. Co31aTh CJIOKHBINA MapIIPYT ABUKEHUS] JOKYMEHTA.

13
14

Puc. 21. CnoxHbIN MapuIpyT IBUKEHUS TOKYMEHTA.

e Coznarb JOKyMeHT. Ha3HauuTh ce0s KOHTPOJIEPOM.

e B KOHTpOJIBHON KapTOUKE CO3JaTh MPEJCTABICHHBIM CXEMaTUYHO MapLIpyT
JBUKEHUSI TOKYMEHTA, 3aMEHSsI TPOHYMEPOBAHHBIX HCIIOJHUTENEN 3aperu-
CTPUPOBAHHBIMU NOJIb30BATENIAMUA CHCTEMBI.

e CoOXpaHHUTH TOKYMEHT.

e [lonyuyuB u3BeUIeHHE O Haydaje MCIOJHEHUS TOKYMEHTa CHSTh €ro ¢ KOH-
TPOJISL.

Saganue 25. OT4YeT N0 BHINMOJIHEHHBIM 3aIaHUSAM.

KommenTapuii. 3a1anne BBIMOTHSAETCS IO OKOHYAHUH BBITIOJTHEHUS BCEX MPEABIIYIINX 3a-
JTaHUH.
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e Haiitu Bce co3nannbie Bamu B nponecce BBINOJHEHUS 3aaHuil 2-25 OKy-
MEHTBHI.

e (Co3zaarb HOBBIM JOKYMEHT OTUeT, ¢ KOTOPBIM CBA3aTh 3TH JTOKYMEHTHI.
e IlIpeacraBurs oryer IIpenonmasarento, HapUMeEp, MEPECIAB MY ITOT JOKY-
MEHT.

Ilpunoostcenue 1
Hexany ¢axynsrera [InMHO
10./1. KopoOkoBy
oT

3agBjeHune

[Tpomry AOMYyCTUTH MEHS K 3aHSATHUSM B KOMITBIOTEPHBIN Kiacc aJisi paboThl ¢ cuctemoit ED-
PAT-/lokyMeHTOOOOPOT.

O 200...r.
(5 10% (53510 10 11115 (S

Hexany ¢axynprera [ITnMHO
10./1. KopoOkoBy
OO0bsicHuTEeIbHAS
S, crynent rpynnst u/I0Y-306 MBanos U.U., nponyctun 3anstud no aucuuiuimae KUT B

JOVY, Tak kak 00bescs NUPOKKOB (C KalycTOH U MOBUIJIOM) U HE CMOT BCTaTh ¢ auBaHa. [Ipomry
MeHs IpOCTUTh. Bripesp, noka yuych Ha (akynbTeTe, TUPOKKOB €CTh HE Oyay.
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Jlaboparopnasi padora — Moay.b «/Iu3aiinep MmapmpyToB»

Hcnonb3ys cripaBouHbIA MaTepuan MOAyJs «/ln3aliHep MapLIpyTOB» BBIIOJIHUTE CIEAYIO-

IIM€E 3aIaHusl.

CoriacoBaHue 3asiBJeHHS HA OTIIYCK

[Ipumep mapiipyTa pacCMOTpPEHHS 3asBICHUS Ha OTIYCK OTOOpaXkeH Ha puc. 1.
[Topsi0K BBIMOTHEHUS STAllOB 00PaOOTKU JOKYMEHTA M0 JAaHHOMY MapIIpyTy CIETYIOIIHIA:

1)

2)

3)

TaKk Kak y coriacoBaHuii «HawampHUK mozpaszaeneHus» u «OTnen KaapoB» HET
ONpeANICCTBYIONUX 3JIEMCHTOB, TO BBIIIOJIHCHUC MaplIpyTa HAYHETCA C HHUX. Taxnum
00pa3oM, OJJHOBPEMEHHO HAYHYT BBIMOJIHATHCS 00a 3TUX COTIACOBaHMS, TO €CTh 3a-
SABJICHUC Ha OTIIYCK 6YI[6T paccMaTpruBaTLECA HAYaJIbHUKOM IIOAPA3ACICHUA U OTAC-
JIOM KaJpOB MapajulebHo;

TaK Kak y coriacoBanuii «HayampHuk noapaszaeneHus» U «OTAeN KaIpoBy JIOTHIe-
CKO€ YCIIOBHE BbIX0/1a «BBIMONHATH nepBoey» (Tabauma 1), To mepexosl OT 3THUX CO-
IJIaCOBaHMM K COrjacoBaHuIo «/IUpeKTop» BBIMOIHSTCS B cllydae OJOOpEeHHs JOKY-
MEHTa KaXJIbIM M3 HUX COOTBETCTBEHHO. Tak Kak y coriiacoBanusi «Jupextop» jo-
THYECKOC YCJIIOBHE BXOOa «HaunHath BMECTEC», TO OHO HAYHET BBIIIOJIIHATHCA (SaﬂB-
JeHue OylleT pacCMOTPEHO JUPEKTOPOM HPEIANPHUATHS) TOJIBKO TOT/a, Korjaa Oyaer
MOJIy4€HO 0JI00peHHe OT OO0OMX HCIIOJIHUTENEH MpeAbIAYIINX corjiacoBaHuil. B
MIPOTHUBHOM CIIydae MapIIpyT MIPEepBETCS;

TaK KaK y COTJIACOBaHUs «JIMPEKTOp)» JIOTMYECKOE YCIIOBHE BbIXO/Aa «BBITOIHATH
NEpBOE», TO MEPEXO/1 OT HEro K mopydeHuto «OTaen KaJpoB» BBIIOJIHUTCS TOIBKO B
ciydae ofoOpeHus JOKYMEHTa. TakuMm oOpa3oM, €Clid JUPEKTOp OJ00pHUT 3asiBiie-




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

HUE, HAYHET BBINOJIHATHCSA nopydeHue «Otaen kaapos» (odhopmieHue oTnycka). B

IIPOTUBHOM CJIy4ae MapuIpyT PEPBETCS;

4) moce Toro kKak nopyuerue «OTaen KaapoB» OyaeT 3aBepIIeHO (CHIATO ¢ KOHTPOJIA),
HAYHET BBINOJIHATLCSA NopydeHue «byxranrepus» (pacueT OTIyCKHBIX BbIuIar). Ilo-
CJie 3aBEpIICHUS ITOTO MOPYUYEHHUSI 3aBEPIIUTCS BECh MapIIPYT.

2

" HayansH4E nogp...

"

B

o Dupektop. . . . . . Otasnraapoe

B

- OTaen kagpoE.

Puc. 1. IIpumep MapuipyTa pacCMOTPEHUS 3asIBJICHUS HA OTITYCK

Jlormueckue YCJI0BUS BXOAOB M BBIXOJOB, YKA3AHHBIC IJIA Y3JIOBBIX 3JICMCHTOB MapHipyTa

«CormacoBaHue 3asBJICHHS Ha OTITYCK» IIPEACTABJICHLI B Ta6J'II/II_[e 1.

]

. Busrasmrepu

Tabnuna 1.
Tumn 1 Ha3BaHUE y3JI0BOTO DJIEMEH- Jlornueckoe ycio- Jlornueckoe ycno-
Ta BHE BXOJ1a BHE BBIXOJIa
CornacoBanne «HavyanbHUK mOA- Boinonusate  nep-
paszeneHus» i BOE
Bemonuate  nmep-
Cornacosanue «OTaen KaapoBy» - Boe

CornacoBanue «/IupexTop» HaunnaTte BMecTe

BeinosiHaTh  HIEp-

et |



CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

BOC

[Topyuenue «Otnen KagpoB - BrinosHsTh BCe

[Topyuenue «byxranrepusi» - -

CoraacoBanmue AOroBOpoOB

[Ipumep mapipyTa coriiacoBaHus I0rOBOPOB OTOOpakeH Ha puc. 2.
[Topsa 10K BBIMOTHEHUS 3TAOB 00pabOTKH JOKYMEHTA M0 JAaHHOMY MapIipyTy:

1)

2)

3)

4)

TaK KaK Yy COIrjlaCoBaHHsA ((IOpI/ICTy» HET NMPCAMICCTBYIOIUX 3JIEMCHTOB, TO BBIIOJI-
HEHHUE MaplIpyTa HauHeTcs ¢ Hero (OyneT mpoBeleHa IOpHUINYEcKas MPOBEpKa J0-
roBOpa);

Tak Kak y cormacoBaHus «HOpucTty» normdeckoe ycioBHE BbIXoJa «BBITOTHATH
niepBoe» (Tabnuna 2), To B ciaydae 0JJ0OpeHus JOrOBOpa IOPUCTOM BBITIOJIHUTCS TIe-
pexon K BeTBieHHIO «lIpoBepka» W HauyHETCS PACCMOTPEHUE YCIIOBUM BETBJICHUS
(Oyner onpeneneHo, KTo OyJIeT COrliacoBbIBaTh JOTOBOp). B ciiydae oTkiIOHEHUS 10-
rOBOpA BBIMOJIHUTCS MEepexo/l K mopyueHuto «Crnucanue B apxuB» (TOKyMEHT OyzeT
CTHCaH) U TOCIIE 3aBEPIICHUS MOPYYCHUs (CHATHS C KOHTPOJIS) 3aBEPIIUTCS BECh
MapIIpyT,

HampuMep, B cBoiicTBax BeTBIeHHs «IIpoBepka» yka3zaHO CIIEAYIOIIEE yCIOBHE Tie-
pexozia OT HEro K COIIaCOBAaHUIO «J{MPEKTOpy»: KOHTpOJep TOKyMEHTa — I10JIb30-
BaTeNb, HCHOJHSIOMMN posib «JlupekTop». A ycinoBue mepexona K COrJacOBAHHIO
«3aMeCTUTENIO»: KOHTPOJIEp JOKyMEHTa — IO0Jb30BaTeNlb, WCHOJIHSIOMUN pPOJIb
«3amecTuTens AUpeKTopa». Tak Kak y BeTBieHus «[IpoBepkay jorndeckoe ycioBue
BbIX0/1a «BBINOJHATE MEpBOE», TO B 3aBUCUMOCTH OT TOT0, KTO Ha3HA4Y€H KOHTpPOJIe-
POM JIOKyMEHTa, HAaYHETCsI BHITIOJIHEHUE coriacoBanus «Jlupextopy» (moroBop Oy-
JIeT COTJIACOBBIBAThCA JUPEKTOPOM) MIIM COTJIACOBaHMSA «3aMECTUTEIN0» (JIOTOBOP
Oy/IeT COTTIacOBBIBATHCS 3aMECTHTENIEM JIUPEKTOPA);

TaK KaK U y COracoBaHus «J{MPEKTOPY», U y COTrJIaCOBAaHUS «3aMECTUTEIIO» JIOTH-
YeCKOe YCIIOBHE BBIXOA «BBITIOIHATE EpBOEY», TO MEPEXO0J OT OJTHOTO M3 ITHX CO-




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

IJIACOBaHMM K MOPY4YeHUI0 «MeHeKepy» BBIIOJHUTCS TOJBKO B TOM Cilydae, eclid
JIOTOBOP MOJYYHUT 000pEHHE TUPEKTOpa JIUO0 €ro 3aMECTUTEINS COOTBETCTBEHHO. B
MIPOTUBHOM CIly4ae MapuIpyT MpepBeTcs;

5) Tak kak y nmopydeHus «MeHemKepy» Joruyeckoe yciaoBue Bxona «Haumnath cpa-
3y», TO BBINOJHEHHE TTopyueHus: «MeHemkepy» (opopMiIeHHEe JOroBOpa) HAaYHETCs
II0CJIE€ TOT0, KaK OYJEeT BBIIOJIHEH NEPEXO0] OT OJHOTO U3 IPEIIECTBYIOUINX COIJla-
COBaHM (MCXOMS U3 JIOTUYECKUX YCIOBUI BXOJOB U BBIXOJOB, KOTOPHIE YKa3aHbI
JUISL IPEALIECTBYIOIIUX 3JIEMEHTOB, APYTroi Nepexo He BBIIOIHUTCS HUKOI'1a);

6) mocne 3aBepiieHust mopydeHuss «MeHemkepy» (CHATHS ¢ KOHTPOJISL) 3aBEPIIUTCS
BECh MapLIPYT.

— 7. HwperTopy el
. ISRy

- Npoeepka . Menesakepy

- . . Cnycanqe g a...
Puc. 2. [Ipumep MapuipyTa coriacoBaHus JOTOBOPOB
.HOFI/I‘-ICCKI/IC yc.HOBI/Iﬂ BXOA0B U BBIXOOOB, y1(a3aHHBIC JJIsL y3HOBBIX 3JICMCHTOB MalePYTa

«CornacoBaHue JOTOBOPOBY MPEICTABJICHBI B TAOIHIIE 2.
Tabmuma 2.




CTpyKTypHBIH

[Tnanupyemsble pe3ynbTaThl

AJIEMEHT OneHouHble CpeCTBA
oOyueHus
KOMITETCHIIUH
Tun u Ha3BaHUE Y3JI0BOTO AJIEMEH- Jlornueckoe ycio- Jlornueckoe ycio-
Ta BHE BXOJa BHE BBIX0J1a
Beinonusate  nep-
CornacoBanue «tOpucty» - p
BOE
[Topyuenue «Crincanue B apxuB» - -
Beimonuate  mep-
Bersnenue «IIpoBepka» -
BOE
Beimonuate  mep-
CornacoBanue «/lupexropy» - Boe
Beimonuate  mep-
CornacoBanue «3aMeCTUTEIION -
BOE
[Topyuenue «MeHemxepy» Haunnats cpaszy -

CoBMmecTHAsI MOATOTOBKA TOKYMEHTA

[Ipumep mapipyTa COBMECTHOM MOATOTOBKH IOKyMEHTa OTOOpakeH Ha puc. 3.
ITopsi0K BBIMOJIHEHHS 3TAoB 00pabOTKU TOKYMEHTA 10 JaHHOMY MapIIpyTy:
1) Ttak kak y nmopy4eHusi «BBeneHne» HET MPEAIISCTBYIOIIUX Y3JIOBBIX JIEMEHTOB, TO
BBITNIOJIHEHUE MAPIIPYTa HAYHETCA C HETO;
2) TaK Kak y nopydueHus «BBegeHue» JTOrn4ecKoe yClIoBHE Bbixoa «BBIMONHATH BCe»
(Tabnuna 3), To MocIe ero yCHemHoro 3aBepiieHus (CHATUS ¢ KOHTPOJIS) WM OTMe-
Hbl HAYHETCS MapajuleibHOE BbINOJHEHHE nopydyeHuid «Yacte 1» m «Hacts 2», a
TaKXKe NapajielbHOE BBIOJHEHHE OTCpoukd «OTcpouka» (OTCpOYKa MO3BOJIUT
HayaTh BBINOJHEHUE MOPYUYEHHsI «3aKII0UEHHUE» HE paHee, YeM HCTEeYeT BpeMsl OT-
CPOYKH);
3) Tak kak y mopydenuit «Hacte 1» u «Hacth 2» JOoru4eckoe ycioBHe Bbixoaa «Bbi-
MIOJIHATH BCE», TO MEPEXO0J] OT KaXAOr0 M3 HUX K MOPYYEHHIO «3aKIIOUEHHUE» BBI-
MIOJIHUTCS, KOTJIa COOTBETCTBYIOIIEE NMOpyYeHUEe OYJIeT CHATO C KOHTPOJISI WIH OT-




CTpyKTypHBIH
DIIEMEHT
KOMIETEHINH

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

MeHeHo. Tak kak y mopydeHus «3akiodeHue» JIorhdeckoe ycioBue Bxoaa «Hauu-
HaTh BMECTE», TO OHO HAYHET BBIMOJIHATHCS TOJIBKO TOT/Ia, KOTa 3aBepIIATCs MOPY-
yenust «Hactb 1» u «Hactp 2» (OyAyT CHATHI C KOHTPOJISI I OTMEHEHBI), a TaKkKe
HCTEYET BPEMs OTCPOUKH;

4) mocie 3aBepuICHUsT MOPYYEHHs «3aKI0UYeHHe» (CHATHE ¢ KOHTPOJS WM OTMEHA),
3aBEpPUIMTCS BECh MapILPYT.

B2

BeedeHue ™ Oreposka " JaknoueHue

Ty

Yacre 7

Puc. 3. IIpumep mapuipyTa NoAroTOBKH TOKYMEHTA

Jlorudeckuie ycJIOBHS BXOJIOB M BBIXOJIOB, YKa3aHHBIC IS Y3JIOBBIX JIEMEHTOB MapIipyTa
«CoBMecCTHas TTOATOTOBKA JOKYMEHTa» MPE/ICTABICHBI B TaOIHUIIE 3.
Tabauua 3.

| THII ¥ HA3BAHNE Y3JI0BOTO YJIEMEH- | Jloruyeckoe ycio- | Jlormyeckoe ycro- |




CTpyKTypHBIH

[Tnanupyemsble pe3ynbTaThl

AJIEMEHT OneHouHble CpeCTBA
KOMITETCHIIUH 0byuenus
Ta BHE BXOJIa BHE BBIX0/1a
[Topyuenue «BBeneHuey - BrinosHsTh BCe
[Topyuenue «Hactb 1» - BrinosHsTh Bee
[Topyuenue «Hactp 2» - BeinosssTe Bee
Otcpouka «OTcpoukay Haunnate BMecTe -
[Topyuenue «3axnroyeHue» Hauunate BMecTe -

Oruer npexocTaBuTh B Buje JokymMeHnTa Word co BcTaB/IeHHBIMH CKPHUHIIOTAMH Pa-
0ouero mpouecca.




0) Ilopsinok mpoBeaeHUs] MPOMEKYTOUYHOH ATTECTAIUM, NMOKA3ATE]N U KPUTEPUH
OlLleHUBAHUS:
[TpomerxyTouHas arTecTalus MPOBOAUTCS B popMe 3a4éTa.
[Ipu moaroroBke K 3auery oco00oe BHUMaHHUE clielyeT oOpaTUTh Ha CIEAYIOIIUe MO-
MEHTBHI:
1. PerynsapHoe npoureHue (He MEHbIIE TPEX pa3) U OCMBICICHHE TEOPETUYECKOTO Ma-
Tepuana;
2. BreinonHeHre NTPaKTUYECKUX 3a/IaHUN C ONOPOM HAa TEOPETUUYECKUIT KOMMEHTapHil
1 00pasIsl;
3. TlocrostHHYIO M 1OOPOCOBECTHYIO pabOTy Ha MPAKTHUUECKUX 3aHATHUSIX, & TAKXKE ca-
MOCTOSITEIIBHYIO padoTy.
Kputepuu ouenku (B COOTBETCTBUH ¢ (POPMUPYEMBIMU KOMIIETEHUUSMU U TUIAHUPYE-
MBIMH pe3yJIbTaTaMU O0yUYCHHS):
— HAa OLUEHKY «OTJMYHO» — CTYJICHT JI0JDKEH MOKa3aTh BHICOKHM YpOBEHb 3HAHUMN
HE TOJIBKO Ha YPOBHE BOCIIPOU3BEICHUS U OOBSICHCHHSI HH(POPMAIUH, HO ¥ HH-
TeJUIEKTyallbHble HABBIKM PELICHHs MpoOJIeM U 3a7ad, HaXOXKACHUS YHUKAIb-
HBIX OTBETOB K IIPOOJIEMaM, OIIEHKH U BEIHECCHHS KPUTUICCKHUX CYXKICHHIA,
— Ha OIECHKY «XOpOIIO» — CTYICHT JOJDKEH IOKa3aTh 3HAHHUS HE TOJbKO Ha
YpOBHE BOCIIPOU3BEACHUS U OOBSICHEHHS MH(OPMAIIMK, HO U UHTEIUICKTyallb-
HBIC HABBIKH PEIICHUS MPOOJIEM U 33]1a4, HaAXOXKICHHS YHUKAIBLHBIX OTBETOB K
npobsemMam;
— Ha OLEHKY «yIOBJIETBOPHUTEJBHO» — CTYJCHT JIOJDKEH IOKa3aTh 3HAHMS Ha
YPOBHE BOCIIPOM3BEICHHUS U OOBSCHEHHS WH(POPMAIUHN, WHTEIUICKTYaJbHBIE
HABBIKU PEUICHUS MPOCTHIX 3a/1a4;
— HAa OLIEHKY «HeyJA0BJeTBOPHUTEIbHO» — CTYJIEHT HE MOXET OKa3aTh 3HAHUS
Ha YpOBHE BOCIIPOM3BEICHUS M 00BICHEHHS WHPOPMALIUU, HE MOXKET ITOKa3aTh
MHTEIJIEKTYaTbHbIe HABBIKM PEIISHUS MPOCTHIX 3a/1ad.

8 YueoHo-MeTOAMYEeCKOE U HHPOPMAIHOHHOE o0ecTieyeHre TUCHUTLTHHBI (MOTYJIs1)

a) OcHoBHasi IMTEpPaTYpA:

1. Coseros, b. . Mupopmanrionnsie TexHonoruu : yueOHuk st By3oB / b. f. Cose-
ToB, B. B. llexanoBckuii. — 7-¢ u3a., nepepad. u pon. — Mocksa : U3narensctBo FOpaiiT,
2020. — 327 c¢. — Pexum pgoctyna: https:/biblio-online.ru/viewer/informacionnye-
tehnoloqii-449939%#page/l — 3aru. ¢ 9kpaHa.

2. Tpodpumos B.B. Nndopmanronnsie TexHoiaoruu B 2 T. Tom 1 : yueOHUK 1715 cpeHe-
ro npocdeccuonansHoro obpazosanus / B. B. Tpodumos, O. I1. Unbuna, B. U. Kuses, E. B.
Tpodumona ; nox pepaxuueit B. B. Tpodpumoa. — Mocksa : U3znatensctBo FOpaiit, 2019.
— 238 c. — Pexxum nmoctyna: https://biblio-online.ru/viewer/informacionnye-tehnologii-v-2-
t-tom-2-433803#page/l — 3aru. ¢ 3kpaHa.

0) /lomoJiHUTe IbHASA JIUTEpaTypa:

1. CoBpemMeHHbIE TEXHOJIOTUM W TEXHUYECKHE cpeAcTBa HHpopmaruzanuu: Yuyed-HUK /
Iumor O.B. - M.:HUIl UHD®PA-M, 2016. - 462 c.: 60x90 1/16. - (Beic-11ee obpa3zoBaHue:
bakanaBpuar) (Ilepermér 7BL[) ISBN 978-5-16-011776-8 - Pexum nmocryma:
https://new.znanium.com/read?id=189737

2. Kysnenos, . H. JlokymeHTanmmonHoe oOecrnedeHue ympasieHusa. JJokyMeHTooOopoT u
ACJIOMPOU3BOJACTBO : y‘-IeGHI/II( " IPAKTUKYM JJIsI CPECAHCTO HpO(bCCCI/IOHaJ'ILHOPO 06pa303aH1/1;1
/ V1. H. Ky3nenoB. — 3-e u3., nepepad. u gon. — Mocksa : MznarenscTBo FOpaiit, 2020. —
462 c¢. — Pexum jgocryma: https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo-451242#page/l - 3aroaoBok ¢ 3kpaHa



https://biblio-online.ru/viewer/informacionnye-tehnologii-449939#page/1
https://biblio-online.ru/viewer/informacionnye-tehnologii-449939#page/1
https://biblio-online.ru/viewer/informacionnye-tehnologii-v-2-t-tom-2-433803#page/1
https://biblio-online.ru/viewer/informacionnye-tehnologii-v-2-t-tom-2-433803#page/1
https://new.znanium.com/read?id=189737
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-451242#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-451242#page/1

B) Meroanyeckue yKazaHus:

1. PomanoB E. II. DiekTpOHHO-BBIYMCIUTEIbHAS TEXHUKA M MPOrPAMMHUPOBAHUE
[DnexTpoHHBI pecypc] : ydeOHO-Meroamueckoe mocobuwe / E. Il. PomanoB ; MI'TY. -
Marnutoropck : MI'TY, 2017. - 1 saekrpon. ont. guck (CD-ROM). - Pexum mocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3068.pdf&show=dcatalogues/1/1
135237/3068.pdf&view=true . - MakpooOBEKT.

r) IlporpammHuoe odecnieuenne u UHTEepHET-pecypcehl:
Ilpocpammmnoe obecnevenue:

Haumenosanue 110 No norosopa Cpok AeicTBUS TUIEH3UU
MS Windows 7 J-1227 ot 08.10.2018 11.10.2021
MS Office 2007 Ne 135 ot 17.09.2007 0eccpovHO
7Zip CBOOOJIHO pacmpocTpansie- | 6eCCpoOUHO
moe 10

Humepnem-pecypcol:

1. HammonanmbpHasi WH(POPMALMOHHO-aHAIUTUYECKAss cucTeMa — Poccuickuil WH-
nekc HayyHoro uutuposanus (PUHLI) URL:
https://elibrary.ru/project_risc.asp

2. DnekrtpoHHas 0a3a mepuoanveckux m3nanuii East View Information Services,
OO0 «MBUC» https://dlib.eastview.com/

3. TlouckoBas cucrema Axamemusi Google (Google Scholar) URL:
https://scholar.google.ru/

4. WudopmarnmonHas cuctema - EnnHOe OKHO J0CTyna K MH(OPMAIIMOHHBIM pe-
cypcam URL: http://window.edu.ru/

5. Poccwuiickas lNocynapctBenHnas oubimoTeKa. Karanoru
https://www.rsl.ru/ru/4readers/catalogues/

6. Onextponnble  pecypcsl  OuOmmorekm  MITY wm. T'.M. Hocora
http://magtu.ru:8085/marcweb2/Default.asp

7. Yuusepcurerckas udopmannonnas cucrema POCCHS https://uisrussia.msu.ru

8. MexnayHapoaHas HayKOMeTpuueckas pedepaTHBHas M IOJHOTEKCTOBas 0Oa3za
JIAHHBIX Hay4HBIX n3ganuii «Web of science» http://webofscience.com

9. MexnayHaponHas pedepaTUBHas U MOJTHOTEKCTOBasl CIpaBovHas 0aza JaHHBIX
Hay4YHBIX U3JaHuil «Scopusy  http://scopus.com

10. MexxnyHaponHast 6a3a IOJIHOTEKCTOBBIX  KypHaioB  Springer Journals
http://link.springer.com/

9 MarepuaibHO-TeXHUYECKoe o0ecrevyeHue JUCUUILIMHBI (MOTYJIs1)

MaTepHaﬂbHO-TCXHquCKOG obecneyeHne JUCIHHUIIIINHBI BKIIIOYACT:

Y4eOHble ayTuTOPUU ISl TIpoBe- | Cron KOMIBIOTEPHBIN, CTOJN MUCHMEHHBIM, CTyna oduc-
JEHUsl JUCTAaHLMOHHBIX 3aHATUH | HBIM, JOKyMeHT-kamepa Epson, uctounuk Oecnepeboii-
JIEKIMOHHOI'O THUIA Horo nutanust POWERCOMIMD-1500AP , kamepa BbI-
COKOTO  pa3pelieHHs, KOMIBIOTEp TMEPCOHATBHBIN
(tun6), mpoektop ViewSonicPJD7526W, cnukephon
HactonbHbI  Calisto-620  Plantronics, BeG-kamepa
LogiteachC920, cuctema akycTuueckas HacTOJbHas,
cTepeorapHutTypa (MUKpOGOH C I[IyMOIOJABICHUEM),
skpanHacTeHHbIDigis Optimal-C MW DSOC-11032*2



https://magtu.informsystema.ru/uploader/fileUpload?name=3068.pdf&show=dcatalogues/1/1135237/3068.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3068.pdf&show=dcatalogues/1/1135237/3068.pdf&view=true
https://elibrary.ru/project_risc.asp
https://dlib.eastview.com/
https://scholar.google.ru/
http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/
http://link.springer.com/

VY4eOHble ayqUTOpPUU Ul TPOBE-
JEHUSl TPAKTUYECKUX 3aHATHH,
IPYIIIOBBIX M HWHIUBHUIYAIBHBIX
KOHCYJIbTAallMi, TEKyNIEro KOH-
TPOJIA M IIPOMEKYTOYHOM arre-
CTaluH

Cron KOMITBIOTEPHBIM, CTOJI IMHCHMEHHBIM, CTYNl O(uc-
HBIH, TOKyMeHT-KaMmepa Epson, mctounuk Oecniepeboii-
Horo nutanust POWERCOMIMD-1500AP , kamepa Bbl-
COKOTO0  pa3pelieHusi, KOMIIBIOTEp IEepPCOHAIbHBIN
(tun6), mpoekrop ViewSonicPJD7526W, crnukephon
HactosnbHbId  Calisto-620  Plantronics, BeO-kamepa
LogiteachC920, cucrema akycTHueckas HACTOJIbHAS,
crepeorapHuTypa (MUKpOo(hOH ¢ IIyMOIIOJABICHUEM),
skpanHactenHbiDigis Optimal-C MW DSOC-11032*2

[TomerieHust Ui CaMOCTOSTEINb-
HOU pabOoThI 00yYAIOIIHUXCS

ITepconanbuple KOMIBIOTEpHl ¢ makerom MS Office,
BbIX0JIOM B MHTEpHET M C JOCTYNOM B 3JEKTPOHHYIO
nH(pOPMaLMOHHO-00pa30BaTENbHYIO CPENY YHUBEPCUTE-
Ta

[Tomemienue s XpaHeHHs U
PO HUIAKTHIECKOTO 00CTyKUBa-
HUSl y4eOHOro o0opy10BaHuUs

Cremnaxxu 11 XpaHeHHUs yaeOHO-HArJIsIHBIX ITOCOOMH 1
yu4eOHO-METOINYECKOM TOKYMEHTAIUH.




