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Beryn

VY CBITI, Ie TEXHOJIOTii MIBUAKO PO3BUBAIOTHCS, CICKTPOHHHUM JOKYMEHTOOOIT € HEOOXiTHO0
CKJIaJIOBOIO MPOLIECY YIPaBIiHHA TOKyMeHTaMu. ChOTO/HI 3aTpeOyBaHIUMHU CTAIOTh 3HAHHS 3 OCHOB
€JIEKTPOHHOIO JIOKYMEHTOOOITy, a TaKOK HaBUYKU BUKOPUCTAHHs MPOrPaMHOI0 3a0e3Me4eHHs s
e(eKTUBHOI aBTOMAaTH3aIlii TOKYMEHTOOOITY B OpraHi3alisx, yCTaHOBaxX Ta MiJIPUEMCTBAX.

ITin yac BuBuUeHHS Kypcy «OCHOBM €JEKTPOHHOIO JIOKYMEHTOOOIry» 3100yBadi OCBITH
O3HAMOMIIATBCS 3 OCHOBHHUMH TMOHATTSAMH Ta TEpPMiHAMH, TIIOB’SI3aHUMH 3 aBTOMAaTH3AIli€l0
JOKYMEHTOO00II'y Ta 3aKOHOAaBYMM PETyJIIOBaHHAM. BOHM /113HaI0ThCS PO CydacHi METOI Ta 3aCO0U
aBTOMATH3aIlil JOKYMEHTO00ITy, BKIIOYal0UH €JIEKTPOHHI JJOKYMEHTH Ta eJIeKTPOHHUH mianuc. Kpim
TOT0, CTYZICHTH HaBYaThCS JOCIIJKYBATH CUCTEMH €JIEKTPOHHOTO IOKYMEHTO001Iry Ta iX MOKIMBOCTI
3aCTOCYBaHHsS B YCTAHOBaxX, OpraHi3allisix Ta MIANPUEMCTBAX, a TAKOX HABUaTbCS 3axXHINATH
iHpopManio Ta 3a0e3nedyBaTH KOH(IACHIINHICT €NeKTPOHHOIo JOKyMeHTOooOIiry. OBOJOAIHHA
UMM 3HAaHHSMH Ta HaBUYKAMH JIO3BOJIUTH CTYIEHTaM CTaTH BIIEBHEHUM KOPHCTYBAa4eM CHUCTEM
€JIEKTPOHHOIO JIOKYMEHTO00Iry, TakoX MAMCLUUIUIIHA CTaHE KOPHCHOK s THUX, XTO Oaxae
mpaioBati B cpepi aBToMaTU3aIlll JOKYMEHTOOOITy, a TaKoX Il THX, XTO Oakae OyTH B Kypci
Cy4acHUX TE€XHOJIOT1H YIPaBIiHHI JOKYMEHTaMHU.

Merta Ta 3aBIaHHS IlI/IC].[I/Il'lJ'[iHI/I

Mera BuBuYeHHS IUCHUILUTIHU «OCHOBHU €JIEKTPOHHOTO JOKYMEHTOOOIry» — O3HalOMJIEHHS
CTYACHTIB 3 OCHOBHUMH MOHATTSAMH, TEPMiHAMU Ta 3aKOHOJABYMM DETYJIIOBaHHIM Yy cdepi
aBTOMAaTHU3aIlll JOKYMEHTOO0ITYy, CYJaCHUMH METO/IaMH Ta 3aco0amMi aBTOMaTH3aIllil, eIeKTPOHHUMH
JOKYMEHTaMH Ta €JEKTPOHHUM IIJIHCOM B CHCTEMI aBTOMAaTH3allil JOKYMEHTO00Iry, cucTeMaMH
€JIEKTPOHHOTO JOKYMEHTOOOITY Ta iX 3aCTOCYBaHHSM B yCTaHOBAaX, OpraHi3alisix Ta MiJIpueMCTBax,
a TaKoX 3axuUcToM iH(popMallii Ta KOH(IACHIIHHICTIO eJIeKTPOHHOrO JT0KyMeHToo0iry. Kpim Toro,
METOIO AUCIUILTIHU € HABYUTH CTYJICHTIB €(DEKTHBHO MPAIIOBATH 3 €IEKTPOHHIUMH JOKYMEHTAMH Ta
CHUCTEeMaMHM, 30Kpema, 3a0e3MmeuuTd IXHI0 Oe3neKy Ta KOH(DiIeHIIHHICTh, a TaKOX IiJBULIUTH
MPOAYKTUBHICTH Ta €EKTUBHICTh POOOTH 3 TOKYMEHTaMHU.

3aBAaHHAM BUBUYCHHS AUCHUIUTIHN «OCHOBH €IEKTPOHHOTO JOKYMEHTO00Iry» €: 03HAaOMUBIIN
i3 OCHOBHMMH TIOHATTSIMH Ta TEXHOJOTISIMA IO BHKOPHCTOBYIOTH JUIS aBTOMAaTH3aIlii
JIOKYMEHTO000iTy, chopMyBaTH y 3100yBadiB OCBITH HABUYKH POOOTH 3 MPOTPaAMHHUM 3a0€3MEeUCHHSIM,
10 BUKOPUCTOBYETHCSA U1 aBTOMATH3A1ll1 JOKYMEHTOOOIrY.



VYV pesynbpTaTax BUBYEHHS AUCIUIUIIHU 3/100yBayl OCBITH IOBHHHI MaTH JOCTaTHI 3HAHHS Ta
HaBUYKHU JUI epeKTUBHOI peaniszalii aBToMaTu3aii JOKyMeHToOo0ITy B Oy/b-sKiil opranizaiii Ta OyTu
HiATOTOBJICHUMH JIO BIPOBA/DKEHHS CYYacCHUX I1HCTPYMEHTIB poOOTH 3 JOKYMEHTaMU B
€BPOIEHCHEKOMY OCBITHROMY IPOCTOPI.

OuikyBaHi pe3y1bTaTH HABYaAHHS

VY pe3ynpTaTi OCBOEHHS KypCy HaBYaJIbHOI JAUCHUILIIHM «OCHOBU  €IEKTPOHHOTO
JIOKYMEHTOOO0ITY» y 3100yBauiB BHUIOI OCBITH (OPMYIOTHCS TJIMOOKI Ta CHCTEMHI 3HAHHSA, SKI
nepeadavaroTh BUIbHE BOJIOIHHS MOHSATIHHMM amapaTtoM, PO3yMiHHS OCHOBHHX 3aJad MpEAMETY,
fioro metu Ta 3aBaaHHs. CTyAeHTHU MOBUHHI

3Hamu:

— OCHOBHI HOHSATTS Ta TEXHOJIOTI, 10 BAKOPHCTOBYIOTH B @aBTOMATH3allii JOKYMEHTOO0O0Iry;

— TIOHATTS MPO KUTTEBUN IIUKJI TIOKYMEHTA B CUCTEM1 aBTOMAaTU30BaHOTO IOKYMEHTOOOIrY;

— OCHOBH Oprasi3ailii eIeKTpOHHOTO 0(iCy B CHCTEM €JIeKTPOHHOTO JoKyMeHTo00iry (CE/I);

— cy4yacHMM cTaH pO3BUTKY 1 BropoBamkeHHsa CEJ[ B ycTaHoBax, HIiANPUEMCTBaX Ta
Oprasi3arisx;

— ¢ynkuionansHicts CEJL;

— METOJIU Ta 3acOo0M 3aXUCTy iHOpMaLii mpu poOOTi 3 ENEKTPOHHUMH TOKYMEHTAMH.

emimu:

— BUKOPHCTOBYBATH IHCTPYMEHTH aBTOMATH3allli pyTMHHHUX POOIT Ta ONTHUMI3aIlii MPOIECiB
JIOKYMEHTOO0O0ITY;

— BUKOPHCTOBYBATH €JIEKTPOHHO-IU(POBUIL MiAMHUC;

— ¢opMyBaTH BUMOTH JI0 CUCTEM E€JIEKTPOHHOI'O JJOKYMEHTOO0O0Iry;

— TpalioBaTM B  CEPEJOBHINI TOTOBHX MPOTPAMHHUX MPOAYKTIB, SKI  peali3yroTh
(GYHKI1OHATBHICTh CUCTEM €JIEKTPOHHOTO JIOKYMEHTOO0O0ITY.

IIporpama HaBYAJIbHOI 1M CHUILTiHU

TeopeTnko-mMeTo0JI0TiUHI 3acaau oprauizauii eJIeKTPOHHOI0 JOKYMEHTO000iry
e (OCHOBHI OHATTS, TEPMIHHU y cepl aBTOMATU3ALll] TOKYyMEHTOOOITY.

e 3aKOHOJIaBYE PETryJIIOBaHHs c(hepH eJEeKTPOHHOIO JOKYMEHTOOOIrY.

e EJIEKTPOHHUHN JOKYMEHT Ta MO0 KUTTEBUU LIUKIL

e [loHATTS Npo €NeKTPOHHUHN MIANKC Ta JA0BIPYI MOCIYTH.

CucremMu eJIeKTPOHHOIO JOKYMEHTO000iry

e (CydacHI METOJIM Ta 3aCO0M aBTOMATH3AIli] JIOKYMEHTOOO0ITY.

e Oprasi3ailist 30BHIIIHBOTO Ta BHYTPILIIHHOTO €IEKTPOHHOTO JTOKYMEHTOOOITY.

e CucteMH €JIEKTPOHHOIO JTOKYMEHTOOOITY Ta MOJKJIMBOCTI iX 3aCTOCYBaHHS B yCTaHOBaX,
OpraHizauisx Ta MiAMpUeEMCTBAX.

e Ormsin QyHKIINA Ta MOXKIMBOCTEN HAUMOUIMPEHIIINX CUCTEM €JIEKTPOHHOTO JOKYMEHTO00ITy
B YKpaiHi.

e ETtanu nepexoay 70 €J1€KTPOHHOTO JJOKYMEHTOOOITy B OpraHi3amisx.

e 3axuct iHpopmarii Ta KOHDIIECHIIHHICTh €IEKTPOHHOTO JOKYMEHTOO00Iry.



