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CoBpeMeHHble UH(POPMALMOHHLIE

TeXHOJIOrMMN B AOKYMEHTaLlMOHHOM
obecne4yeHnUn ynpaBrieHns




OpraHuvsauuva Aenonpou3BOACTBaA U gOK!MEHTOOGOQOTa C
nCcnoJib30BaHUEM CpEACTB INTEKTPOHHDbIX KOMMYHUKaLUUMN.

OCHOBHbIE TEPMUHBI N MOHATUNA

* lokyMmeHTauuOHHOe obecneyeHue ynpasneHusa (0OY) oxBaTbiBaeT BONPOCHI
OOKYMEHTUPOBAHUA, opraHmM3aunm paboTsl C AOKYMEHTaMK B rnpoLecce
OCYLLECTBIIEHUSA YNPaBIIEHNA U CUCTEMATU3ALMIO NX aPXUBHOMO XPaHEHUA.

 loKkyMeHTUpOBaHUe npeacraBndeTr cobon co3gaHne JOKYMEHTOB, T. €. UX
cocTaBneHue, opopmMIieHne, corfiacoBaHne U N3roToBIIEHME.

e lenonpon3BoacTBO: KOMMIIEKC MeponpuaTum no obecneyenuto 10Y
npeanpuaTnsa nnn opraHndaunn. MHorga rosopsrt, 4to AOY aBnaeTcsi OCHOBHOM
doyHKUMen genonponssBoacTaa.

e OpraHn3auusa paboTbl C AOKYMEHTaMM - obecrnevyeHne OBUXKEHNS, NOUCKa,
XpPaHEHUSI N NCMNOSb30BaHUA JOKYMEHTOB.

e Cuctematmsayumusa apxmBHOIro XxpaHeHUs1 AOKYMEHTOB - ornpeaerneHne npasus
XpaHeHUsa co3gaBaemMomn B opraHmsaumnm nHpopmaunm, ee noncka u
NCNONb30BaHUA OS19 NOAAEPKKN MPUHATUSA YNPaBlIEHYECKNX PELLEHNN.

* IOKYyMeHTO000pOT - ABMKEHNE OOKYMEHTOB B pamkax [JOYVY.

* lenoBasa npouenypa - nocriegoBaTensHOCTb onpeaeneHHbIX onepaun,
COoBepLUaeMbIX COTPYAHUKaMM opraHM3aunn ansa peleHnsa Kakon-nmbo sagaym
NN LEenn B pamkax OesTeNnbHOCTU NPeanpusaTus Unu opraHmsauun,

e ANEKTPOHHLIN apXMB pPeLUaEeT 3adaduun cMctemaTnsaummm apxmBHOro XpaHeHus
9NTIEKTPOHHLIX OOKYMEHTOB B pamMkax [OVY.



DN1EeKTPOHHOE AEe/IONPOU3BOACTBO U AOKYMEHTO0O60pPOT Ha NpeaAnpuaTum

ANeKTPoOHHOE Aenonponu3BOACTBO U AOKYMEHTOOOOPOT Ha NpeanpuaTumn -
aBTOMaTU3NpoOBaHHas MHOrorMosib3oBaTenbCckad cUCTeMa, ConpoBoXaatoLlas
npouecc yrnpasreHnsa paboTon nepapxm4yeckon opraHnsaymm

OcCHoO8HbIe NoOHsIMUSs 3JIeKMPOHHO20 desioripou3eodcmea U doKyMeHmoobopoma

ONEeKTPOHHbLIN AOKYMEHTOo006opoT (3A0) — eanHbIN MexaHn3M no paboTe ¢
OOKYMEHTaMu, NpeacTaBfeHHbIMU B 9NEKTPOHHOM BMAe, C peanusaunen KoHUenumm
«B6e3bymMmaxHOro 4enonpons3BoacTeay.

ONEKTPOHHbLIN AOKYMEHT (D[1) — AOKYMEHT, CO30aHHbIN C MOMOLLIbIO CPEACTB
KOMMblOTEPHON 06paboTkn MHGOpMaL MK, KOTOPbIN MOXET ObITb NoagnMcaH
ANEKTPOHHOW undposon nognuceio (ALIM) n coxpaHEH Ha MalLMHHOM HOCUTENE B BUAE
doanna cooTBeTCTBYOWEro doopmara.

InekTpoHHaa undposasa noanuck (SLUIM) — aHanor cobcTBEHHOPYYHOM NOANMUCH,
ABMAOWMACA CPeaCTBOM 3aLUnTbl MHGopMaumm, obecnevmBaroLLiiM BO3MOXKHOCTb
KOHTPONS LLENOCTHOCTU U NOATBEPXKAEHMSA NOANUHHOCTU 3NIEKTPOHHbBIX JOKYMEHTOB.

ANEeKTPOHHbIN AOKYMEHTO000pOoT. OCHOBHbIE NpeuMyLecTBa BHeAPEHUSA:

e  COKpalleHue PUHAHCOBLIX M BPEMEHHbIX U3EePXKEK MO co3aaHnIo n obpaboTtke
OOKYMEHTOB;

« 9dhdeKkTUBHaAA opraHn3auuns JoOKyMeHToobopoTa AaeT NoBbllLEHME ONEPaATUBHOCTY
OeATenbHOCTU noapasgeneHn n cnyxé KomnaHuu;

e  MHTEerpauusi "HdopMaLmn, cogepallemn gaHHble B pasfnyHbIX JOKyMeHTax, ang
NPUHATUS PYKOBOACTBOM OMnepaTuBHLIX U1 OOBOCHOBAHHLIX YNpaBlieHYECKNX peLLEHNN;

e cO3OaHue ycroBun Anga nepexoda oT pyTUHHOro bymaxkHoro 4oKkyMmeHToobopoTa K
nepcnekTnBHon 6e36yMakHON (3NEKTPOHHON) TEXHOMNOMNMU;

s onTMMM3auunto GU3HEC-NPOLIECCOB CBSA3AHHbLIX C AENONPON3BOLACTBOM U
OOKYMEHTOO60POTOM Ha NpeanpusaTum;




Co3pnaHue OOKYMEeHTOB Ha OCHOBe€ LWwabsioHOB

LLlabnoH npeacrtaBndaeTr coboun 3aroToBKy nnm nycton 6naHk, B KOTOPOM
Nosib30BaTesSib B COOTBETCTBMM CO CBOMMM 3aJa4yamu 3arofiHAET HYXHble rpadbl

cobCcTBEHHOM MH(POpMaUMEN.

Cnocobbl co3gaHua LWabroHOoB
 C yucrtoro nucra
* Ha ocHOBe roToBOro 4OKyMeHTa

ATanbl co3aaHnsa wabn
1. ®ann — co3paTtb
(BbIBpaTb TN QOKYMEHTA - LLabrioH)
2. PepaktupoBaHue wabnoHa Kak
OObIYHOro JOKYMEHTA
3. BcTtaBka makpocos u
NHOPMALNOHHbIX NOoSen
(MeHI0 BCTaBKa komaHaa rnone)

— 4. Qann - CoxpaHuTb Kak — BblOpaTb TUM

OOKyMeHTa WwabnoH 1 BBECTH
Ha3BaHMe.
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CosznaHue WAabNoHOB OJOKYMEeHTOB Ha OCHOBe cdopm

MeHto Bua - NaHenb MHCTpYyMeHTOB - PopMbl

dsieMeHmbI ¢hopm:
« TekcToBOE none

o dnaxok

* [lone co cnnckom
 Tabnuua
 Pamka

TIpakTHIeCKAA padoTa Ne

 3aTeMHeHue noneu

Y Kakgoro anemMeHLa#opmMbl eCTb CBOU
napameTpsbl

00PVIOBAHIIE!:

Xoa padoTsI

[Nocne co3paHua wabdnoHa u

paccTaHOBKM nosien gpopm OTe]
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N3MeHeHune BLIBOZEI
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DN1eKTpoHHasa undposasa noanucb. HazHayeHue u NnpuMeHeHue

AnekTpoHHas umndposas noanuck (ALIM) — pekBM3UT aNeKTPOHHOrO AOKYMEHTA,
npeaHasHavYeHHbIN AN 3aWnThl 4aHHOTO 3NEKTPOHHOIO AOKYMEHTa OT noaaenku

Ucnonb3oeaHue yugpoeoli nodnucu no3eosisiem ocyu,ecmaeums:

« KOHTpoOrb LIENTOCTHOCTK NepeaaBaemMoro JOKYMeHTa: npu nobom criy4aiHoM Unm
npegHaMmepeHHOM U3MEHEHUN JOKYMEHTa NOANUCL CTaHET HeaeNCTBUTENbHOW,

« 3awmTy OT U3MEHEeHU (Noaaenkn) AOKYMeHTa: rapaHTus BbisiBNEHUS NoAaenku npu
KOHTpOMe LieNoCTHOCTM AenaeT noaaenbiBaHne HelenecoobpasHbiM.

« HeBO3MOXHOCTb OTKa3a OT aBTOPCTBA. Tak Kak co3aaTbh KOPPEKTHYHO NOANUCH MOXHO,
NYLWLb 3HasA 3aKPbITbIA KNIOY, Briagenel, He MOXeT 0TKasaTbCs OT CBOEW MOAMNUCH.

« [lokasaTenbHoe NoATBeEpPXAEHNe aBTOPCTBa AOKYMeHTA: Tak Kak co3gaTb KOPPEKTHYHO
MOANMUCb MOXHO, NLLb 3Has 3aKPbIThIV KoY, BNnageneL napbl KIo4Yen MoOXeT JoKasaTb
CBOE aBTOPCTBO NOAMNUCU NOA AOKYMEHTOM

Bce amu ceolicmea 3L no3eosnsitom ucnonb3oeamsb eé Ois1 criedyrowux yesel:
« [leknapupoBaHue TOBApPOB U YCNyr (TaMOXEHHbIE AeKnapauumn)
* Perucrtpaumsa coenok no oobekrtam HeABMKMMOCTH
* lcnonb3oBaHue B GaHKOBCKMX cUCTEMaX
*  OneKkTpoHHasi TOProBnsi N roc3akasbl
*  KOHTpOnb UCNOMHEHNA rocyaapCcTBEHHOINO BloaXeTa
* B cuctemax obpauleHus K opraHam BnacTtu
« [nsa obasatenbHOW OTYETHOCTU Nepes rocyaapCTBEHHbIMU yUpEXOEHNSAMMN
« OpraHnsauma rpnandeckn 3Ha4YMMOro dNeKTPOHHOro 4OKyMeHTOoObopoTa
* B pacyeTHbIX U TPENONHIOBbLIX CUCTEMAX



DNeKTPOHHAaA um oBasa noanuch. Cpeacrea u» npuMeHeHue

CxeMbl NOCTpoeHUs umdpoBon nognmcu

Cywiecmeyem HeCKOJIbKO cxeM nocmpoeHusi yugpoeoli nodnucu:
 Ha ocHoBe anropntMoB CUMMETPUYHOro WndpoBaHud. [laHHaa cxema
npeoycMaTpuBaeT Hanmune B CUCTEME TPETLEro Nuua — apbuTpa, Nonb3yLLerocs
nosepnemM obenx CcTopoH. ABTopmnsaunen JOKyMeHTa aBnseTca cam dpakT
3awndpoBaHUs ero CEKPETHbIM KIKYOM U Nepeaada ero aponTpy.[8]
 Ha ocHoBe anropnTMoB aCMMMETPUYHOIO LWndpoBaHns. Ha gaHHbIM MOMEHT Takue
cxeMbl QLM Hanbonee pacnpocTpaHeHbl N HAXOAAT LWMPOKOE NMPUMEHEHNE.

O6buwenpu3sHaHHas cxema yughpoeoli nodnucu oxeambigaem mpu npouyecca:

* [eHepauus knoyeBoun napsl. [1pyn nomoLm anropnTMa reHepaunm Knroya
paBHOBEPOSATHLIM 06pa3oM M3 Habopa BO3MOXKHbIX 3aKpbITbIX KNoYen BbibupaeTcs
3aKPbITbIA KNKOY, BbIYUCIAETCA COOTBETCTBYHOLLUA €MY OTKPbITbIN KIHOY.

«  ®dopmunpoBaHue nognucun. [ns 3agaHHOro 9NeKTPOHHOro JOKYMEHTA C MOMOLLbIO
3aKpbITOro Kno4a BblYUCIAETCS NOAMNUCH.

« [lpoBepka (Bepudpukauma) nognucu. Ins gaHHbIX JOKYMEHTa U NOANUCU C MOMOLLbIO
OTKPLITOro Kritoua onpeaenderca AeNcTBUTENbHOCTb NOAMUCH.

Ycnoeus ucnonb3oeaHus AUII:
» Bepudumkauma nognmcy gosmkHa Npon3BOANTLCHA OTKPbITbIM KIKYOM, COOTBETCTBYHOLLNM
MMEHHO TOMY 3aKpbITOMY KIH4Y, KOTOPbIN CNONb30Barica Npy NoAnucaHum.
» bes obnagaHna 3akpbITbIM KITHOYOM AOMKHO ObITh BbIMUCAUTENBHO COXHO CO34aTb
NErMTUMHYIO LMPPOBYIO NOAMUCH.



Microsoft Outlook - cpeacTBo aBToMarusaumm pabouyero Mecra
Microsoft Outlook obecnedynBaeT BO3MOXXHOCTb OOMEeHMBaTbCA COODLLEHNAMU
SNEKTPOHHOW MOMThI, YNPaBNATb KaneHgapem, 3agadaMn U CiMCcKOM KOHTaKTOB

UHTepdenc Microsoft Outlook
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OcHoBHble koMnoHeHTbl Microsoft Outlook

KaneHgapb

KaneHgapb — 9TO 9NEKTPOHHbLIN aHanor HaCToNbHOIro NEPEKMAHOro KaneHaapsi, UMeoLmn
bonee LWnMpokme BO3MOXHOCTK 10 yMOnYaHMIO Kaxkable CYTKU B KarneHgape rnogesieHol Ha
nosiydacoBble oTpesku, [Npu Lwenyke Ha CTpoKe OTKpbiBaeTca puneTp, Npegnaratowmm Habop
nosien, OPUEHTUPOBAHHbLIX HA OpraHM3aunio BCTpeY (peasibHbIX UNu CETEBLIX) C JNTOAbMN.
KaneHgapb Outlook , B oTniinume ot HacTonbHOro, obnagaet psgaomM OyHKUMN, CBA3AaHHbIX C
aBToMatusaumen. Tak, Hanpumep, oOH cnocobeH 3apaHee onoBeLlaTb 0 NPEACTOALLMX
MEPONPUATUSX, aBTOMATUYECKN MPOBEPATL 3anfiaHMPOBaHHbLIAN PacnopsiaoK AHA U
onpenenaTb BO3MOXHOCTb y4acTUA B HAMEYEHHbIX BCTpeYax.
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Jgal‘im Opaska Bua W3bpaHHoe Cepeuc [delicTeua Cripaska

JE]CoaAgﬂ: - ‘ =] ‘ Gy X | CerofHa ‘ [T ferb [BlPabouaa Hepena ‘ ‘ @) ’,’H - = ‘ Q2 ‘ o Q ] outiook \WMdHEE%20Nank K aneHaaps v |
BT M| Kanenpaphb . 13 mapTa 20051, &

Qﬁ 13 mapta All4 Mapt 2005 \ Anpene 2005 )‘
Sy nec4ynce nec4ynece

S [OLCIIERY MEEREiie Sl Jiiiiig areniid
Microsoft Outlook BO3MOXHO .
NpoBeAeHne BCTPeY B o R e
BUPTyanbHoM pexume. Takue o B
MEepOMNpPUATUS Ha3bIBAKOTCS o X

cOBPaHUSIMU N0 CETU (CETEBLIMM |l e

YaaneHHele

18*
19*
20"

Mo speki | 2 ]_E

Apyrvie spn...| ~~ 00

‘Bcera anemeHToR: 0

KOHJbepeHUnaMn).

L



OcHOBHblIe KOMNOHEeHTbl Microsoft Outlook

OpraHusaTtop 3agad

OpraHusaTtop 3a4a4y npeAHasHavyeH ans NnaHMpPOBaHUS KOHKPETHbIX paboT u
KOHTPONS UX ncrnonHeHuns. [insa aToro npeanaratTcsl COOTBETCTBYIOLLNE NONS,
NO3BONSAOLLIME YKa3aTb BpeMS Havyana u okoH4YaHust pabor, nx temy,
NpeaycMoTPETb pacxobl, onpeaennTb Y4acTHUKOB M MPOKOHTPONMPOBaTh

COCTOH HI e ﬂen . @] 3apauv - Microsoft Outlook g o [m] S|
| @alin Dpaeka Bia WsbpaHoe Cepeic OelfcTena Crpaska
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OcHOBHbIe KOMNOHEeHTbl Microsoft Outlook

OGpaboTuuK coodLLeHnN

OTOT KOMMNOHEHT BbINOMHAET PyHKUMN «UeHTpa cBasn» Outlook . OCHOBHbIM
BUAOM obpabaTbiBaeMbIX COOOLLEHUIN ABAAIOTCHA COOBLLIEHNSA SNEKTPOHHOMN
noytbl. Kpome Toro, obpabatbiBaoTCca COOBLEHUS N APYINX CnyX6b, Hanpumep

noytbl Ha ocHoBe Web un AOKYMEHTOB, OTINPaBJIEHHbIX MO CETW.

B kadecTBe KnneHTa
SNEKTPOHHOU NOYTHI
Outlook obnapaet
BCEMWN OCHOBHbIMMU
dYyHKUMAMK, PALOM
OOMONMHUTESBbHBIX U
HEeKOTOPbLIMU
cneumanbHbIMU, B TOM
yucne cpeacreamu
domnneTpaumn
NOCTYynarLLmnx
coobLeHnn,
ynpasneHns cnuckamm
MOYTOBOW PACCHISIKU U

OPYrMA.
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OcHOBHbIE

KOMMNOHEeHTbl Microsoft Outlook

OpraHu3aTtop KOHTaKToB

CooepXuT ceegeHust o nasax n opraHmsaumsax. daHHble n3 nanku KoHTakTbl
HanpsaAMy0 UCNonNb3yTCA ocTanbHbiMK cpeacTtBamn Outlook u gpyrmmm
npunoxenmnamm Microsoft Office. Habop dpunbTpoB No3BoONAET COPTUPOBATL
OaHHblEe pas3nnyHbiMM cnocobamMmmn B 3aBUCMMOCTU OT KOHKPETHOM 3a4auM.

[Manka KoHTakTbl nmeer
HEKOTOpPbIE NOMEe3HbIE
doyHKUUN,
Heobxoanmble npu
WHTEHCUBHOMN paboTe B
NHTepHeTe. B
YaCTHOCTM, Nnuuam
(OpraHMsaumsamM) MOXHO
CTaBUTb B COOTBETCTBUE
cepTnduKaTt OTKPbITOro
Krto4ya 9S1eKTPOHHOM
noanucuy,
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OcHOBHblIe KOMNOHEeHTbl Microsoft Outlook

[OHeBHUK

[JHEBHMK — 3TO cpeacTtBo AJid BHECEHUNA 3anncen camoro pPa3rin4HoOro
XapakTepa. Ero otnnumne ot KarneHaap4 3aKro4aeTcd B BOSMOXXHOCTU XPaHUTb

NpaKTU4YECKN Nobblie 3anmcn. 3To MOXKET ObiTb U HANOMUHAHNE O COBLITUN, U

CCblJIKa Ha pecypcC, 1 JINYHblE€ 3aMETKN, N MHOIoe pyroe.

Bropas pyHkunsa [JHeBHMKa — aBTOMaTnyeckas |

& NHesHVK - Microsoft Outlook } = IEI |i]
®aiin [paeka Bua MsbpaHHoe Cepemc [eicTemMA Cripaska
J ¥ Cospath ~ ’ ’ ) :’“ outiook : \WiMyHbIe % 20NankdHEBHMK, SiZ
AHEeBHHK . =

perncTpawms Bcex atanoB paboTbl Haf

nokymeHTammn Microsoft Office, cBasb C
KOTOPbIMW YCTaHOBEHA. XapakTep U CTENEHb
CBS131 3anncen B AHEBHMKE C APYrMMU
anemeHTamm 6a3sbl gaHHbIX Outlook
HacTpamBaeMbl — MNOMb30BaTESlb MOXET UMK
ynpaBnaTb
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