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«Pabora ¢ CIIC Koncyastantlliatoc»
Mecmo npogedenus — kabunem uH@oOpMayUOHHbIX MEXHONO2UL

Ne | HaumenoBanue tembl 1 | ConepikaHue 00ydeHus KonnuectBo
/1 4acoB
1 Hauano paboTsl ¢ 3aIyCK CUCTEMBI. 1
CUCTEMOM. OcHOBHBIE IIOUCKOBBIE 33/1a4UH, PELIAEMBbIE C
nomotubto CIIC Koncynbrant-ILtoc.
Onucanune CTapTOBOro OKHa, BO3MOYKHBIE
BapHaHTHI BXOJ]a B CUCTEMY B 3aBUCIMOCTH OT
pelaeMoil monb30BaTeeM 3aJauu.
BhICTpBI MOUCK KOAEKCOB. 3HAKOMCTBO C
BKJIaJiKaMu «OrnaBiieHue» u «Penaxkiumy.
2 OO0muit Bu OKHA Bun okna noucka. Coaeprkanue BKIaa0K (B 1
noucka. Kaprouka BU/JIE aHOHCA). PaznuyHble BUIbI MEHIO.
MOKCKa U €€ eMeHThl. | BeTpoeHHas cuctema nomoiu.
Pasnnynble BUbI MEHIO.
3 ITonck KOHKPETHBIX Mertoarka noucka JOKyMeHTa B 3aBUCUMOCTH 2
JIOKYMEHTOB C OT TOT0, KaKue€ PEKBU3UTHI U3BECTHBI.
U3BECTHBIMU Cnosapu nosneil. [louck Hy>KHOTO 3HaUE€HUS B
PEKBU3UTAMH. cinoBape. QUIbTP B CIIOBApSIX.
ITouck noxymeHTa 110 HOMEPY.
[Touck nOKyMEHTa ¢ UCIIOIb30BAaHUEM
HECKOJIbKUX PEKBU3UTHBIX MOJEH.
ITonck 1oKymeHTa 110 Ha3BaHHUIO.
Hcnonb3oBanue BKIagku «OCHOBHOM MOUCK.
OcobenHocTH paboThI ¢ osieM «Jlatay.
4 ITonck KOHKPETHBIX Mertonrka moucka JOKyMEHTa, O KOTOPOM HET 2
JOKYMEHTOB, CBEJICHUSI | TOYHBIX JAHHBIX.
0 KOTOPBIX U3BECTHBI BbICTpBIil MONCK TOKYMEHTOB IO UX
npuommuTensHo. [lone | cogeprkanuro. Mcnonb30BaHue BKIAIKH
«TeKCT TOKyMEHTay. «OcHOBHOI onck» noist «TekeT ToKyMeHTa.
Hcnons3zoBanue Jlornueckue onepatopsl. [lepexon k Hy)KHOMY
JIOTHYECKUX YCIOBUH. (parMeHTy B JOKYMEHTE.
5 Pemenue mpumepoB Ha | Pabota ¢ paGoueii TeTpaapio «Crienuaaucty 2
MOUCK KOHKPETHBIX IPaBOBOM CeprD»
JIOKYMEHTOB.
6 Co3nanue noadopok MeTtoauka nocTpoeHus 3anpoca s 2
JIOKYMEHTOB. COCTaBJIEHUS TOJOOPKHU TOKYMEHTA.

Hcnonk3oBanue noien

IIpsanok ucnonszoBanus nouen «Tekcr




«Teker mokymeHTa» u
«TemaTtukay.

nokymeHTa» u «Tematukay.

Hcnonb3oBaHre CHHOHUMOB B I0JI€ 2TEKCT
JIOKYMEHTa».

OcobenHocTH BIOOpA 3HAUECHH B T10JIE
«Tematuka». OcoOeHHOCTH ACHCTBUSA (DUIIbTpa.

7 [Touck nadopmaruu o | [louck no [IpaBoBoMy HaBUraTopy ¢
KOHKPETHOMY ucrosb3oBaHueM mnoseil Kaprouku noucka.
IIPaBOBOMY BOIIPOCY. [TonsiTve 1 CTPYyKTypa MpaBOBOTO HABUIaTOPA..
IIpaBoBoO¥i HaBUraTOP. Mertonrka noucka 1 BbIOOpa KIFOUEBBIX

MTOHSTHUH.

Touku BXoza B JOKyMEHT, IIOJy4EHHBIH yepe3
IIPaBOBOM HABUTATOp. Y HUBEPCAIBbHBIN ITIOUCK
10 TEKCTY.

8 IIpumeps! Ha IIpuMepsl HCIIONB30BAHKS PACIIUPEHHOTO
pas3uYHbIC BUJbI noucka. Beibop napameTpoB paciiupeHHOro
IIOMCKA IOKYMEHTOB C IIOKCKA.

UCIOJIb30BaHUEM 3akperuieHUe HaBbIKOB IOUCKA JIOKYMEHTOB C
KAapTOUYKHU ITOMCKA U HCIIOJIb30BaHUEM PA3JIMYHbIX [10JIEH KAPTOUKU
[IpaBoBOro HaBUraToOpa. | MOUCKA M IIPABOBOTO HABUTaTOPA.
Ocobennoctu

HCIOJIb30BAHUSA

paciIipeHHOr0 MOUCKa

10 TEKCTY ¥ Ha3BAHUIO

JIOKYMEHTA.

9 ITouck wacto Bunps! nadopmaium, KOTOpyr MOXKHO IOITY4YUTh
HCIIOJIB3YEMOU yepes BKiIaJku «CrpaBoyHas HHPOpMaLusa» U
uHpopmanuu, HoBocTeil | «O030pbI».

u 0030poB. [Tonydyenne | Ilouck cnpaBouHON MHPOPMAITUH.
JOKYMEHTOB, [Tony4yeHne 1OKyMEHTOB MOCIIEIHUX
N00aBJICHHBIX B MIOTIOJTHEHUH.

cucremy c nocneguumu | ITone «Korna nomyuen».
nonoyiHeHusIMu. [lore

«Korzaa nomnyuen».

10 | JepeBo-cnucok. Beioop | JlepeBo-CITMCOK B OCOOSHHOCTH TPEICTABICHUS
MH(POPMAIIMOHHOTO JIOKyMEHTa B HEM.
6anka CopTupoBKa U [TepedpopmaTtupoBaHe Ha3BaHUI TOKYMEHTOB B
YTOYHEHHE CIIUCKOB. CIMCKE MTPU U3MEHEHUH HIpUPTA.

Paznuynble BUABI COPTUPOBKU CIUCKA.
VYTounenue cnucka o nossim Kaprouku
MIOKCKA.

11 | Ananu3 KOKyMeHTa. ITpocMOTp TEKCTA, KJIIABUILY YIIPABJICHUN

CripaBka K JOKyMEHTY.
Ornasnenue. Pegaknun
nokyMeHTa. [Touck
¢dparmeHTa Tekcra.

KypCOpOM, COZIEp>KaHUE MTaHEIN COCTOSHUS B
HIDKHEH 4acTH OKHA C TEKCTOM JIOKYMEHTA.
[TepedopmarnpoBanne TEKCTA.
Omnpenenenne 0COOEHHOCTEN TPUMEHEHHS
JIOKYMEHTA.

OO0t MopsI0K BCTYIUICHUS B CUITY
HOPMAaTUBHBIX ITPABOBBIX AKTOB; ITOUCK
uHpOpMaLru 00 3TOM B CHCTEME
KoncynsranTl Intoc.

HHTepakTUBHOE OTJIaBIICHUE.

ITouck ¢pparmeHTa TeKcTa.




Paznuunble pegakuuu 10KymeHTa. beicTpbIit
MOUCK PEHAKLIUH.

12 | JlokyMeHT Kak ['unepTeKcToBBIE CCHUIKH, MIEPEXO]] 10 HUM,
COCTaBHas 4acTb BU3YaJIM3alUsl CCbUIOK Ha yTPaTUBILNUE CUILY
€IMHOTO JIOKYMEHTBI, UCTOPUS IEPEXOJIOB.
MH(POPMAIIMOHHOTO OTtpakeHnue cBs3ei JOKYMEHTa, KIaCCH(PUKAIHS
MaccuBa. CBsI3€H, BU3yaJu3alMs CBA3EH, 1epEBO CBA3EH.
['unieprekcroBbie Oco0eHHOCTH YHUBEPCATBHOTO TTOUCKA 11O
ccbUiku. CBsizu TEKCTY MPU Mepexo/ie B TOKYMEHT Yepes
JIOKYMEHTA. CCBLJIKU.

13 | Coxpanenue [leyarh TOKyMEHTa U €0 YacTH, HACTPOUKH
pe3yabTaToOB pabOThI C | MEYATH.

JIOKYMEHTOM. [Toncy€r cTpanuil Juist eYaTH.
IIpenBapuTesbHBINA IPOCMOTP IEYATH.
Coxpanenue B ¢aii.
Komnuposanue B8 MS Word.
Otkpeitue 6mankoB 8 MS Word win MS Excel.

14 | Coxpanenue Bb100p TOKyMEHTOB U3 CIIUCKA U1 COXPAHEHUSI
PE3yNbTAaTOB IMOUCKA pE3yNbTaTOB MOUCKA.

JIOKYMEHTOB (I1€4aTb, Bb160p BapuaHTOB COXpaHEHUS pPe3yIbTaTOB
coxpaHeHue B ¢daili u MOKCKa, COXpaHEHHE TOJILKO Ha3BaHUU
KonupoBanue B MS JIOKYMEHTOB M3 CIIMCKA WJIN BbIOPAHHBIX MOJEH.
Word). Bri6op moseti.
Br16op nyTu coxpaHneHus B Qails, uMeHH Qaiina
1 Tuna ($ausos.
15 | Ilanku 1OKyMEHTOB. Coznlanue nanku JJOKyMEHTOB U TPYIIIIbI MAIOK.
3aHeceHue B MAIKY OTAEIbHBIX JOKYMEHTOB U3
IIOJIyYEHHOT'O CIIUCKA U BCEX JIOKYMEHTOB.
JloGaBnieHre JOKYMEHTOB B MAIIKy, ylaJleHHe
JIOKyMEHTOB U3 NaIKH.
Onepanny ¢ nankam.
OKCHOPT U UMIIOPT HAroK.

16 | oxyMeHTHI Ha ITocraHOBKa JOKYMEHTOB Ha KOHTPOJIb U CHATHE
KOHTpOJIE. JIOKYMEHTOB C KOHTPOJISI.

MOHMTOPHUHT U3MEHEHU B TOKYMEHTAaxX Ha
KOHTpOJIE.
17 | YcraHoBKa 3aKiIaI0K. Co3ztanue rpymi 3akjaZjok 1 CaMuXx 3aKialiok.
Hcropus 3ampocos. KoMmMmeHTapuu K 3akiiagkam.
DKCIOPT U UMIOPT 3aKIAI0K.
OKHO BKJIaJKH.
JeiicTBus HaJ 3anpocaMu (BBIIOIHUTS,
YTOYHHTD. IEPEUMEHOBATH).
18 | [Touck 1OKyMEHTOB Kpatkoe onucanue pasnena «®rHaHCOBBIN

pazaena «PUHAHCOBBIE
KOHCYJIbTAIlHN» U
0COOEHHOCTH paboTHI €
HUMH.

KOHCYJIbTaIIUM.
Mertoarka norucka He0OX0IUMBIX (PUHAHCOBBIX
KOHCYJIbTALIN.

Pa6ota ¢ xoncynpranusmu u3z b dunancucr.
OcoOeHHOCTH MOKCKA U aHAINU3a UHPOpMAaLUH
n3 Ub Koppecnionnenuus Cuetos.
OcoOenHoctu noucka uopmanuu uz b




byxrantepckue uzianus u npecca.
19 | Ocobennoctu noucka u | Ilouck nokymeHnToB pazzaena «PopMel 2
aHanu3a MHGOPMAIMK B | TOKYMEHTOB2 U 0COOEHHOCTH pabOThl C HUMH.
pasnenax «Popmsl [Touck u ucnop30BaHNE UHPOPMALIUH TIO
JOKYMEHTOBY, CyleOHOM ITpaKTHKE.
«KoMmmeHnTapuun W3ydenue nHpopMaiuy u3 paszaena
3aKOHOZAATEIILCTBAY, «KoMMeHTapuu 3aKOHOATEIbCTBA»
«CynebHas mpakTuka». | Buasl MaTepuanos, IpeCcTaBICHHbBIX B pa3/ele.
OcobeHHOCTH IpeicTaBIeHNs HHPOPMALIUHU B
paszzere.
AKTyanusanusi JOKYMEHTOB B paszelle.
20 | TectupoBauue Ha 2
3HAHUE CUCTEMBI
Koncynsrantllntoc B
peskume on-line.
Hroro: 30
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