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BepHyTbCS Ha rnaBHyto

DN1eKTPOHHbIA AOKYMEHTO0bOopoT

MO «[lokyBepn>» - 3TO aBTOMATU3NPOBaHHas MHOrOMoJib30BaTe/IbCKas CMCTeMa, COMPOBOXAatoLLas
npouecc ynpasneHns paboTon opraHnsaunm c Lenbto obecnevyeHns BbINOJHEHMA 3TON OpraHn3aunen
CBOUX (PYHKLMIA, CBA3AHHbLIX C perncTpaumen n y4éTom 4OKYMEHTOB, MOArOTOBKOM NPOEKTOB
[OKYMEHTOB, UX COrJlacoBaHMA N YTBEPXAEHNS, MOCTAHOBKOW 3a4a4 BHYTPU opraHmu3aunm, nx
LOBELEHNSA 00 NCMONHUTENEN N KOHTPOS X04a UX ncnoaHeHms. PaspaboTka gaHHOro
NPOrpamMMHOro pelueHns segétca komnaHnen 000 “BUT”. B faHHOM CNpaBOYHOM PYKOBOACTBE
npuBeaeHbl pekoMmeHgaumm rno pabore ¢ CUCTEMON 3NEKTPOHHOI0 AOKYMeHToobopoTa (fanee -
CucTtema). [IoKyMeHT npegHa3Ha4yeH ANns nonb3oBaTeNen CUCTEMSI.

OcCHOBHble (PYHKL MU NPOrpaMMmbl:

e pernctpaumsa n y4€T LOKYMEHTOB (BXOAALLMX, UCXOOALWMNX, BHYTPEHHNX);

* MOJIy4eHne 3JIeKTPOHHOWN NOYThI A1 AasibHelLwel OTNPaBKN OTBETOB 13 MPOrpaMMbl;

e nosy4veHune obpateHnin n3 MNC XXKX 1 0TBETOB Ha HUX;

* noJsiyvyeHue obpalleHnn n3 JIN4HOro kKabuHeTa XNUTeNa N OTBETOB Ha HUX;

* MOArOTOBKMW MPOEKTOB NCXOOALWMX U BHYTPEHHUX LOKYMEHTOB, UX COr1acoBaHne u
YyTBEPXAEHUE;

* MOCTaHOBKa 3afay, foBeeHne UX 40 UCNOJIHUTENIe N KOHTPOJIb X043 UX UCMOJIHEHUS;

e paboTbl C UMEKOLWUMAUCS Y KOMN@HWUN KOHTPareHTaMm, XxpaHeHe X KOHTaKTHOW MH(opMaLnK;

* NOAroTOBKa OTYETOB 0 paboTe B NporpaMme;

* MOUCK AOKYMEHTOB ¥ 3afiay COrjiacHoO pa3/iM4yHbIM YCJI0BUAM;

(hopMmpoBaHMe apxnBa 3aBepLUEHHbIX JOKYMEHTOB 1 3a4au.

B nporpamme nmeeTcsti BO3MOXXHOCTb MOCTPOUTb BCO paboTy C AOKYMEHTaMu B opraHm3auun. Kpome
TOro - OpPraHN30BaTb NOCTAHOBKY 3a4ay4 MeXay COTPYAHMKaMM C BO3SMOXKHOCTbIO KOHTPONA. Takxe -
XPaHUTb UHGOPMALIMIO 0 KOHTPAreHTax, C KOTOPbIMK Belacb Koraa-Hubyab unm BenéTcs B
HacToswee Bpems paboTa. Mpu HeobXoAMMOCTM, MOXKHO MOCTPOUTL HacTpanBaeMble OTHETHI 3a
nepuog, No KOHKPETHOMY COTPYLHMKY, OpraHmauum n T.n.

dneMeHTbl MHTepdenca
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Ho6po noxanoeaTtb!

OKHO aBTOpPU3auum Mocne nepexoga
no CCblJ1ke, I'Ipe,EI,OCTaBJ'IeHHOVI NnoJsib30BaTEJIi0, B OKHE aBTOPU3aUnn rnporpamMmmbl cCneanyetT BBeCTU
OaHHble, NpenocCTaBJieHHble aAMUHNCTPATOPOM CUCTEMBI - JIOTUH U MapOoJib. MNocne ycnewHoro eeoja

dBTOPM3aUMNOHHbLIX AaHHbIX N HaXXaTWA Ha KHOMKY BonTn NPOUCXOONT 3arpy3ka NporpaMmbl.
B Oowynes v -

N/

ANEKTPOHHBIA

Mocne 3arpy3kun B 0OKHE NPOrpamMmbi
LOCTYMEH XXYPHa BXOASLINX LOKYMEHTOB. B HEM npeAcTaB/eHbl CO3AaHHbIE N0Jb30BATENSMU NN
npuvileaLlne No CBS3aHHON C NPOrpaMMOit 3NEKTPOHHOWN MNOYTE AOKYMEHTHI.

OCHOBHOE OKHO nporpamMmMmsbl U €ro 3JiIeMeHTbl

%] OcHoBHOE MeHIo nporpaMMBl - pasaensi.

e Bxogasuine - LOKYMEHTbI, KOTOpbIe NOCTYMAloT B OpraHM3aLnio n3sHe. Bkaw4vaeT B cebs
[peTeH3nn n AKTbl OCMOTpA.

e licxomswme - LOKYMEeHTbl, KOTOPble FOTOBAT COTPYAHUKN OpraHu3aumu.

* BHyTpeHHME - [OKYMEHThI, OTHOCALWMECS K KaTeropun “OpraHn3auoHHO- pacrnopsagnTesbHble
LOKYMeHTbI”, cyXebHble 3annckun, Npukasbl, pacnops>KeHuns, 3asBaeHnsa n T.4.

e 3a[a4M - Ha UX OCHOBAHMM MPONCXOOUT OCHOBHOE B3aMMOLENCTBME MeXAy COTPYAHNKaMK
opraHmusauun. Mo cBA3aHHbLIM JOKYMEHTaM U OTAebHO.

e ApXvB - LOKYMEHTbI 1 3afia4n, paboTa Cc KOTOpbIMU Bblla NOSIHOCTLIO 3aBEpLUEHa.

e KOHTpareHThbl - pa3fes C 4OCTYMNOM K CMMCKaM KOHTPareHToB opraHu3aumm - GU3n4ecknx nim
topUaNYeCcKnX nuy, (B TOM Ynucne - opraHoB HaZ30pa), a TakXKe JOoCTyn K hopMupyemMbiM B
nporpamme oT4yeTam).

e OT4yeTbl - pa3fen ¢ LOCTYMNOM K CMUCKaM OTYETOB, KOTOPble AOCTYMHbI TeKyLemy
noJib30BaTeslo.

e [Mounck - pe3ynbTaThl MOUCKa B MPOrpaMMe C BO3MOXXHOCTbIO NoAPOBHOMN puabTpaLnm.
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MeHI0 HacTpoek ¥ yBef,OMJIeHUN

e MMepekntoyaTesb aKTUBHOIO COTPYAHMKA (MOXeT 6biTb 60/bLLIE OAHOrO)

¢ YBeOM/IEHUNS (KOJIOKOJIbYMK) - MEHIO BCEX YBEIOMIEHUI NPOrpaMMbl, Pa3aesieHHbIX No
KaTeropumsm.

e [lepeknoyeHmne TemMbl 0PoOpMAEHUS

MeHI0 nonb3oBaTensa (MHMLMAsIbl aBTOPU30BAHHOMO MOb30BaTENS) - HACTPOMKK, CNpaBKa 0O
nporpamMmme, KHOMKN CMeHbl MoNb30BaTeNs U BbIXO4a U3 MPOrpamMmsl.

LLeHTpanbHas 4acTb MHTepdeica nporpaMmmbl

XypHan pa3gena - nepevyeHb 06bEKTOB (HanpuMep, LOKYMEHTOB UK 3afay), NpeacTaBAeHHbIX
B TabfM4HOM BuAe C AefleHneM Ha CTpaHuLbl. [OCTYMHO NepekslnyeHne KoanyecTsa
00BbEKTOB, O4HOBPEMEHHO AOCTYMHbIX Ha CTpaHuLe (25-100).

bbiCcTpble PUALTPLI pa3aena - PUNbLTPbI, KOTOPLIMU NOJL3YIOTCA Yalle BCero.

KHomnka npocMoTpa 3anucei B TEKYLLEM XYpHasle Ha KOHKPETHYIO JaTy.

MeH10 31eMeHTOB 0TOOPaXXEHNS - MOKa3 B MOHOIKPAHHOM PEXMNME, CKPbITUE KOIOHOK
XXypHana.

®yHKUMOHanbHas KHormka Co3faTth - OCHOBHAS KHOMKA, HaXKaTue Ha KOTOpYH No3sonseT
C034aTb HOBbI 06BEKT (KapTOYKYy AOKYMEHTA, 3aflaydl, KOHTpareHTa v T.4.) B AaHHOM
pa3sgerne.

KapToq Ka OOKYyMeHTa
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B KapTouyke OOKYMeHTa nNpeacTaB/iieHbl cnepylowme 31eMeHTbl MHTepdenca:
1. KHONKW AOMONHUTENbHBIX OENCTBUIA

e KHonka nobaBneHns Teros.

e KHonka fobaBneHnsa py4yHon cBa3n. OTKPLIBAETCS OKHO MOMCKa W CBSA3bIBAHMSA C TEKYLLUM
00BEKTOM AOMOJIHUTENbHbIX BPYYHYIO.

e KHOMKa nevyaTtn OpMbl KAPTOYKM JOKYMEHTA.

2. BNOK peKBU3NTOB AOKYMEHTa.

e TeMa JOKYMeHTa - 0 YEM 3TOT CO3[aBaeMbll JOKYMEHT.
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e Mcxoasilumin HoMep - HOMep UCXOASLLEro, KOTopbIi Obl1 BO BXOASALWEM AOKYMEHTE, KOTOPLINA
NonyyYunn.

Tun [OKYMEHTa - K KAaKOMy pa3fesny AOKYMEHT OTHOCKTCS.

CTaTyC AOKYMEHTa - COCTOSHME, B KOTOPOM HaXOAWUTCA LOKYMEHT B JaHHbIA MOMEHT.
Hanpumep, 3TO YepPHOBUK N [OKYMEHT, NepeaaHHbiin B paboTy.

e PErmcTpaumnoHHbIi HOMEp AOKYMEHTA - O4epPenHOM HOMEpP perncTpaumnm.

JlaHHble 0 BpeMeHW Co3aaHns JOKYMEHTa 1 aBTOpe, KOTOPLIA ero cosaan.

CpoK IOKYMEHTa - MJIaHnpyeMbli CPOK, KOTOPbIA 0TBOAMTCS Ha 06paboTKy 3anpoca no
LNOKYMEHTY.

MpuopnTET - BbICTABASIEMAs BaXKHOCTb JOKYMEHTA.

3. BNOK faHHbIX OTNPaBUTENS OKYMEHTA.

e TN OTNPABAEHNS - OTKYAA NOJIyYeH BXOAALMNIA JOKYMEHT, MO KaKOMY KaHany CBsi3W.

e TUN OTNPABUTENS - KATErOpPUS OTMNPABUTENS BXOAALEr0 JOKYMEHTa.

OpraHu3aums - 3anoJIHAeTCs, eCav OTNPABUTESb - OPUANYECKOE JINLO WU KOHTPOINPYOLLNIA
OpraH.

e OTNpaBUTeNb IOKYMEHTA - HENOCPEACTBEHHAsA NEPCOHA OTMNPABUTENS, OT KOTOPOro MoJyyeH
BXOJALLMA OKYMEHT.

JlaHHble 0 TenedoHe 1 3IEKTPOHHOIN NoYTe OTNPABUTENS IOKYMEHTA.

CBSiI3aHHbIN C JOKYMEHTOM afpec - afipec, No KOTOPOMY MoJly4eH 3anpoc. MoXXeT 0T/IM4aThCs
0T agpeca OThnpaBUTENS.

4. Bknafku hyHKLMOHANbHbIX YacTen KapTOUKMN.

e VIH(hopMauus - none Ans ykasaHus SOMNONHUTENbHOW NHPOPMaLMK O LOKYMEHTe.

e Qannbl - nHTephenc gobasneHuns Gannos K KapToyKe LOKYMEHTa.

e CBA3U - MecTO 0TOBpaXKeHNs [OKYMEHTOB WM 3a[ay, KOTOpble CBA3aHbl C CO34aBaeMbIM
[OKYMEHTOM.

e llcTopunsa - NCTOPUSA U3MEHEHNI COLEPXKMMOro UM CBOMCTB CO34aBaeMoro OKyMeHTa.

5. BNoK (pyHKLNOHabHbIX KHOMOK.

e COXpaHMUTb - Ha)KaTUe COXpPaHSAET COAEPKMMOE KapTOUKM 1 3aKpbIBaET eé.

e HasHaunTb 3a4ayy - HaxxaTue OTKPbIBAeT NHTEPGENC Ha3HAYeHNS CBA3AHHbIX C JOKYMEHTOM
3a71a4 Nno ero 06paboTke 0AHOMY UM HECKONBKUM UCMIONHUTENSAM.

OTBETUTb - HAXKaTNE NPUBOAUT K BbICTPOMY OTBETY Ha 3aMOJIHEHHbIA AOKYMEHT, NPONycKas
MPOLLeCC COracoBaHUS COLEPKMMOr0 BXOASLLEr0 UM UCXOAALLEr0 JOKYMEHTA.

3agaHue - NoAroToBKa NPOVN3BOACTBEHHOrO 3alaHNS Ha OCHOBAHWM NOCTYNUBLLEr0 obpalleHns
ANst NOAPSAHON OpraHu3auum.

3aBepLNTb - HaXaTue 3aBepLiaeT paboTy C CO34aBaEMbIM LOKYMEHTOM, CTAaHOBUTCS
JIOCTYIMHOW KHOMKa NepeMeLLeHns JOKYMEHTa B apXUB.

MpakTnyeckne coBeThl No paboTe B NporpamMme
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