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© N

Tema 1. MPUHUMMbI NOCTPOEHUA BE3BYMAMKHOW TEXHO/IOTUM .

NJ1AH nekyun 1

CooTHOLWEHME NOHATUIA MeXaHM3aunmM 1 aBTomaTm3aumnm
[0eN0NPOoM3BOACTBEHHbIX OnepaLmii.

McTopua npouecca aBTomaTMsaumm 4eN0onNponsBoacTea. Mictopuyeckune
3Tanbl aBTOMAaTU3aLMM OpraHn3aLmmn paboTbl C 3NEKTPOHHbIMM
OOKYMEHTamMu.

3a4a4m M OCHOBHbIE MPUHLLMMNbI COBPEMEHHOIO 4EN0MPON3BOACTBA.
O6ocHOBaHMe HeoHX0AMMOCTHM Nepexona K 6e3bymarkHo TexHoNornn
ynpasaeHus.

OcHoBHble npenmyuiectea 6e3bymarkHoM TexHonormm. HegocraTkm
MCNo/sib3oBaHMA 6e36yMarXKHOM TEXHO/IOTUN.

[JoKymeHTO060pOoT B M1pe 6e3bymarkHbIX TexHonornii Metoabl 1
cpeacTsa opraHu3aLmmn 6e3bymaxHON TEXHONOMMN yrpaBieHus.

KoHuenuun npumeHeHuns 6e3bymarkHOM TEXHONOMMM.
OcHOBHble TpeboBaHUA K ynpaBaeHYECcKon MHpopMaunu.
MpenmyLLecTBa 3N1eKTPOHHOIO AOKYMEHTO060pOoTa Had BymakHbIM.

KntoueBble 0COBEHHOCTM CUCTEM SNEKTPOHHOIO AOKYMeHTO060opoTa.
PassuTVEe MHDOPMALMOHHOTO MEHEAXMEHTA

BBEAEHUNE

Co3pgaHue B Hallen cTpaHe NpaBoOBOro rocyAapcTBa ¢
3dPeKTUBHO paboTaoLWMMM MHCTUTYTaMU
npeacTaBUTeNIbHON, UCNONHUTENIbHOM, cyaebHoM BnacTen,
NPOM3BOACTBA, HAYKN U 06pa3oBaHMA 0OyCcnaBANBaAETCA He
TONbKO BCECTOPOHHUM U NOSIHOLLEHHbIM IOPUAUYECKUM
060CHOBaHMEM UX AEATENBHOCTU, HO U GOPMUPOBAHNEM
PaLUMOHa/bHbIX, KOHKPETHbIX NPaBUA M Npoueayp ux
OYHKUMOHNPOBAHKUA, B TOM Yncne B obnactm pabothbl ¢
AOKYMEHTaMM.

[ns ynpoyeHns poCcCUMCKOMN rocyAapCcTBEHHOCTH
paLMOHaNbHOE yrnpaBaeHne AOKYMEHTaUMen MOXKeT
NOC/Y}KUTb OAHOM U3 Ba*KHbIX OMOPHbIX TOYEK YKPENnAeHUs
annapara ynpaB/JeHUs M CyLLEeCTBEHHbIM 3/IEMEHTOM ero
cTabunbHOCTW.
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KauyecTBo MHPOPMaLMM - KAYeCTBO yNpaBaeHuUn

* [JOKyMeHTMpOBaHHAA MHPOpPMaLMA COCTaBNAET OCHOBY
ynpasneHus, ero a¢pPpeKTUBHOCTb B 3HAYUTENbHOM
cTeneHun 6asupyeTcs Ha NPoOM3BOACTBE N NOoTpebaeHun
nHpopmaymu.

* B coBpemeHHOM obuiecTBe MHPOpMaLMs cTana
NONHOLLEHHbIM PECYPCOM NPON3BOACTBA, BaXKHbIM
3/1IEMEHTOM COLMaIbHOMN U MONUTUYECKOMN }KU3HU
obuiectsa.

* KauyecTBo MHOOPMaLUM onpesensaeT KayecTBo
ynpaB/ieHUs, NOCKONbKY MHPOPMALMA, KaK KPOBEHOCHanA
cUcTeMa, NPOHM3bIBAET BCE OPraHbl yNpaB/ieHus,
obecneynBan X sHePreTMYecKMM NOTEHLNANOM U
NPMBOAA B Lie/IeHaNpPaBAeHHOE ABUXKEHME.

* NHbopmauma puKcupyeTca B 4OKYMEHTAX,
KOTOpble NPMAALOT e OPraHMU3aLNOHHYI0
dbopMy 1 nepemeLLatoT ee BO BPEMEHN U
NPOCTPAHCTBE.

* [IOKyMeHTbl N JOKYMEHTHaa nHopmauma
NeXKaT B OCHOBE yMpaBAEeHYECKUX PELUEHUN U
ABNAKOTCA UX MATEPUANbHbIM BOMNIOLWEHNEM,
obecneynBatoT OPMUANYECKON CUIOM N TEM
CaMbIM CNOCOBCTBYIOT X NCMOJIHEHMIO.
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OCHOBHbIEe NOHATUA

[enonponssoacTBo — OTpac/b AeATeNbHOCTU, obecnednsatowas
[AOKYMEHTMPOBaHMeE M opraHun3saumio paboTsbl ¢ obuLmansbHbIMK
OOKYMEHTaMMu.

JoKymeHTaLMoHHOe obecneyeHune ynpasneHusa (40Y). Ero noasneHune
CBA3AHO C BHEAPEHMEM B YNPaB/ieHNE KOMIMbIOTEPHbIX CUCTEM U UX
OpPraHM3auMOHHbIM, NPOrPAMMHbBIM U MHGOPMALMOHHBIM 0becneyeHnem
ANA NPUBAMMKEHUSA K TEPMUHONOTUN, YNIOTPEBNAEMON B KOMMNbIOTEPHbIX
nporpammax u nutepatype. B HacTosLee Bpema TEPMUHDI
«denonpou3sodcmeo» U «00KyMeHmMayuoHHoe obecneyeHue
ynpaesaeHusa» A6AA0McA CUHOHUMAMU U NpuMeHAomcsa 001
0603HayeHusa 00Holi u molii ¥e deasmenbHocmu. W TOT, U APYron TePMUH
MOXHO BCTPETUTb, HAaNPUMep, B Ha3BaHUAX LOKYMEHTOB,
pernameHTUPYOLWMX OPraHN3aumio LOKYMEHTALMOHHbIX MPOLECCOB:
«locyaapcTBeHHas cucTeMa LOKYMeEHTaUMOHHOro obecneyeHus
ynpaeneHusa» n « TMnoBan MHCTPYKLMA NO 4eN0NPOU3BOACTBY B
MUHUCTEPCTBAx M BegomcTBax Poccuitickont Pegepaunm».

OCHOBHbIe NOHATUA

[ OKyMeHTMpOBaHUEe — 3TO NpoLEecc co3gaHnsa U opopmneHns
OOKyMeHTa. [ocyaapcTBEHHbIM CTaH4apT onpeaenser
OOKYMEHTMPOBaHUE KaK «3anncb MHPOPMALMM HA PA3INYHbIX
HOCUTENAX MO YCTAHOB/IEHHbIM MPaBUAAMY.

depepanbHbIt 3aKOH «06 MHPOPMaALMK, MHOPMATU3ALNM U
3awmTe nHdopmauum» (cT. 5) ykasbiBaeT: «[lOKyMeHTMpOBaHME
MHpOPMaLMK ABNAETCA 065A3aTe/IbHbIM YC/IOBUEM BK/IIOYEHUA UH-
dopmauuu B MHGOpMaLMOHHbIE pecypcbl. JOKYyMeHTUPOBaHME UH-
bopmaumm ocyLLLecTBNSETCA B NOpAAKe, YyCTaHaBAMBAEMOM
OpraHamu rocyaapCTBEHHOM BNACTU, OTBETCTBEHHbIMW 33
OpraHu3aLmio 4eNonpon3BoACTBa, CTaHAAPTM3ALMIO JOKYMEHTOB U
Mx maccmBoB, 6e3onacHocTb Poccuinckoit Peaepaumm».
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OCHOBHbIEe NOHATUA

JOKyMmeHT — 310 3a¢VIKCVIpOBaHHaiI Ha matepuasibHOM HOcUuTtene
MHCbOpMaLIMiI C peKBu3nTamm, no3sonAarowimumm ee MAEHTMd)MLIMPOBaTb.

i 3aKOH «O6 UH! WK, HGOPMATU3ALMM 1 3aLnTe MHHOPMALMM» 3aKPENNEHO ONPeAeNeHNe NOHATUSA «4OKYMEHT»)

370 3Ke onpegeneHne faHO U B roCyAapCcTBEHHOM CTaHAAPTe HAa TEPMUHbI U
onpegeneHua «,enonponsBoACTBO U apxuBHoe aeno». ina 6onee nonHo
XapaKTePUCTUKUN NOHATUA KAOKYMEHT» C/lefyeT PacKpbiTb U NOHATUE KPEKBU3UTY.

Kasabli SOKYMEHT COCTOMT U3 PAAa COCTAB/AIOWMX €70 3/1IEMEHTOB, KOTOPblE Ha3blBAIOTCA PEKBU3UTAMU
(HaumeHoBaHwe, aBTOp, afpecarT, TEKCT, AaTa, noanuch 1 T.4.). TOCT 3akpennsneT cneaytoliee onpeaeneHue:

PeKBU3UT fOKYMeHTa — 0653aTeNbHbIW 3n1emeHT ohopMmaeHUA
odULMNaNbHOro AOKYMEHTa.

PasnnyHble JOKYMEHTbI COCTOAT U3 Pa3HOro Habopa PeKBU3NUTOB. Y1CI0 PEKBU3UTOB OMNpPeAenseTcs Lenamm
€O34,aHNA JOKYMEHTa, ero Ha , Tpebo K COAepaHuto 1 Gopme AaHHOTO AOKyMeHTa. s
MHOTUX AOKYMEHTOB YM1C/1I0 PEKBU3UTOB CTPOTO OrpaHUYeHo. ﬂﬂﬂ pPAJA AOKYMEHTOB YMUC/I0 U COCTAaB PEKBU3UTOB
YCTaHOB/IEHbI 3aKOHOAATENbHBIMU U HOPMATUBHBIMU aKTaMU. Ho 8 tobom CNyyae, KaK cnegyet U3 onpegeneHua,

nHdopmaLms, 3adUKCMpPOBaHHAA Ha MaTepuasbHOM HOCUTENE, AO/KHA
6bITb 06A3aTEILHO 0POPMIEHA NYTEM NPOCTaBAEHNA HEOBXOANMbIX
pekBuM3nTOB. ToNIbKO TOrAa OHA CTAHOBUTCA AOKYMEHTOM.

OCHOBHbIe NOHATUA

JOKYMeHTO060pOT - ABUNKEHUE LOKYMEHTOB B OpraHmM3aumum ¢
MOMEHTA UX CO34aHMA UK MONYYEeHUs [0 3aBepLIEHUSA
WCMOJHEHWA UM OTNPaBAEHUA.

B TexHo/10r1I0 paboTbl C AOKYMEHTaMM BXOAUT:

npmvem u nepsmnyHan 0b6paboTKa JOKYMEHTOB;

UX NpeaBapuUTesIbHOE PAaCCMOTPEHUE M pacnpeseneHue;
perucTpaunn OKYMeHTOB;

KOHTPOJIb UCNOJIHEHUA LOKYMEHTOB;
nHPopMaLMOHHO-CcNpaBoYHan paboTa;

® UCNOJIHEHNE NOKYMEHTOB,
® X OTNPaBKa;

e cuctemaTtumsauus (popmmnpoBaHue aen) u Tekyllee xpaHeHue
[AOKYMEHTOB.
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MpaBoBas 6a3a 31EKTPOHHOTO
NOKYMEHTMPOBaHUS

MpaBoBYO OCHOBY 3/1EKTPOHHOTO AOKYMEHTO060pO0Ta CoCTaBAAET 0BLWMPHbIN
MacCuB HOPMaTMBHO-NPABOBbLIX aKTOB U METOANYECKUX AOKYMEHTOB.

MCTOYHMKaMM IOPMAMYECKOTO PEryIMPOBaHUA AeATENbHOCTM C 3/1EKTPOHHbIMM
AOKYMEHTaMM ABAAIOTCA:

KoHcTuTyums P®, cneumanbHble 3aKOHbI B 061aCT MHPOpMaLMK v
UHbOpMaTU3aL MK, OTpac/eBble 3aKOHbI. YKasbl MNpe3naeHTta PO 1
MNocTtaHoBneHUA MpaBuTtenbcTsa PP, akTbl MUHUCTEPCTB U BEAOMCTB,
HOPMAaTUBHO-NPaABOBbIE aKTbl CybbeKkToB Degepaunm, a TakKe
MeXAYHapOAHble HOPMATUBHbBIE aKTbI.

depnepanbHbiii 3akoH Poccuiickont Pegepauum ot 27 utona 2006 r. N 149-$3
06 nHdpopmaLmm, MHOOPMALMNOHHBIX TEXHONOTUAX M O 3aLLmTe MHGopMaL i,

ABNIAETCA OCHOBHbIM, pYyHAAMEHTANbHBIM 3aKOHOAATE/IbHBIM aKTOM B
CTPYKTYype MHPOPMaLIMOHHOIO Npaea, KOTOPbIN PeryanMpyer OTHOWEHUA
BO3HMKalOLME NPU: KOCYLLECTB/IEHWUM NPaBa Ha MOMUCK, No/yYeHue,
nepegayy, NPOM3BOACTBO M pacnpocTpaHeHne nHGopmaLmmn; NpUmeHeHue
NMHOOPMALMOHHbIX TEXHONOTMIA; obecnedeHme 3aWwmTbl nHGopmaLumn»/

denepanbHbint 3aKkoH Ne 63-03 «06 aneKkTpoHHOM nognucu» ot 1 nona 2012

CooTHOLWEHWE NOHATUI MEXaHU3aLUN U
aBTOMaTM3auMKM AeN0NPON3BOACTBEHHbIX
onepauumn

[na noBblleHMA ONepPaTUBHOCTU N COKPALLEHUA TPYAOEMKOCTH
AeNnonpon3BoACTBEHHOIO NPOLLECCa BHEAPAETCA MeXaHU3aLMA U
aBTOMaTM3aumMA paboTbl C AOKYMEHTaM:

* Cpep,CTBa COCTaB/1EHUA N U3TOTOBNIEHNA AOKYMEHTOB.

CpeacTtBa KONMPOBAHWUA M PA3MHOMKEHWA LOKYMEHTOB.

Cpenctsa 06paboTkM oKymeHTOB. CpeacTBa
XPaHEeHMs, MOUCKA U TPAHCMOPTUPOBKUN AOKYMEHTOB.

CpenctBa 06pabOTKM AOKYMEHTOB.
CpeacTtBa XpaHeHMA AOKYMEHTOB.
TpaHCNOPTUPOBKA M NepemMeLleHne OKYMEHTOB.

17.04.2013



CpeacTtBa mexaHM3aUum NoapasaensatoTcsa Ha:

* TeXHWYEeCKune CpeacTBa COCTaBNEHUA U U3TOTOBEHUA
AOKYMEHTOB (NULWyLLMe aBTOMATbI);

* TexHUYecKkue cpeacTBa A4 KONMMPOBAHMA U ONEepPaTUBHOIO
Pa3MHOMKeHUA JOKYMEHTOB (3/1eKTporpaduyeckoe
KonupoBanbHoe 060pyA0BaHME — KCEPOKC, a TaKKe cpeacTBa
onepatuBHOM nonnrpadmnmn — rektorpadol, POTaNnPUHTLI,
poTaTopbl);

* TexHUYEeCcKMe cpeacTBa 3KCNeAnLMOHHON 06paboTKu
NOKYMEHTOB (/1McTonoA60poUHbIe YCTPOICTBA, A4aTUPOBLLNKN,
KOHBEPTO3aK/IeMBaloLLMe MallNHbI, HYMepPaTopbl, CLUMBATENM,
aApecoBasibHble, KOHBEPTOBCKPbIBAIOLLME YCTPOICTBA,
bymaropesartenibHoe obopyaoBaHue U ap.);

* CpeacTBa XpaHEHWUs LOKYMEHTOB
(pa3nmuHoro poaa wWkadbl, CTENNAXKM, KAPTOTEKN)

Kak aBTomatnsmposaTtb 4eN10NPOU3BOACTBO U
Aenosble npoueaypobl?

Llna asmomamu3ayuu makoao, Ka3asnocs bbl,
npocmoeo npeomema, Kak paboma c

O0OKyMeHmMamu, rnpuxooumcs ucrnosnb3o8ame
rnocsedHUe mexHoso02uyecKue 00CMUMEeHUS:

* cuUCTeMbl ypaBaeHua 6asamMun AaHHbIX;
* CUCTEMbl NOUCKA AOKYMEHTOB 1 aHa/In3a TEKCTOB;

* CUCTEMbI CKAaHMPOBAHMA U PACNO3HaBaHMA
AOKYMEHTOB (NeyYyaTHbIX M PYKOMUCHbIX);

* cpeay KAneHT-cepsep;
* Internet/intranet.
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UcTopua npouecca aBTomaTtmsaumm
genonpon3soancrtea.

CyuwiecTByeT Ba OCHOBHbIX HanpaB/eHWsA Pa3BUTUA U BHEAPEHWA CUCTEM
[OKYMEHTO060pOTa Ha POCCUMNCKOM PbIHKE: TPAAULMOHHO POCCUIMCKOE U 3anagHoe.

3a nocnenHue 6onee yem 100 neT B Poccum cnoxunace onpegeneHHas MeToamKa paboTol
C JOKyMeHTamu. B coBeTcKoe Bpems OHa Noslyuymna AasnbHelwwee pa3suTme 1 bbina
3aKpensieHa B rocyapCTBEHHbIX CTaHAAPTaX, MHCTPYKUMAX U HAaCTaBNEHUAX MO
[Ae/10NpPOon3BOACTBY, YHAC/eA0BaHHbIX M B MOC/NIECOBETCKUIA Nepuoa.

TexHonorna fenonpon3BoACcTBa NpeanonaraeT BeeHne perncTpPaLMOHHO-KOHTPOJIbHbIX U
OTYeTHbIX GOPM U XKYPHANOB.

[na obecneveHna eanHoro nopaaka o6paboTkM AOKYMEHTOB NpesycMaTpMBaeTca
CO3ZlaHWe Cneuuann3npoBaHHbIX CAYXK6: ynpaBaeHnit Aenamm, CEKpeTapmaTos,
KaHUenspui.

OcHoBHasA Npobaema TpagULMOHHON TEXHONOMUU - LLEHTPAIM30BaHHOE OTC/IEXMBaHME
OBVXKEHNA LOKYMEHTOB B peaibHOM MacluTabe BpemMeHM, NOCKO/bKY TpebyeT Kak
LLeHTPaIM30BaHHOIO CBEAEHUA ONEePaTUBHON MHPOPMALUK, TaK U BEAEHUS OTPOMHOTO
KO/IMYECTBa Pa3/INYHbIX }KYPHAN0B U KapToTekK.

MporpaMmmHble NPOAYKTbI 3TOr0 HanpaBAEHUS COXPAHAIOT BCE TPAAULUN U HOPMbI
AeN0NpPon3BOACTBA, MPUHATbIE B KOHKPETHOM OpraHM3aumu.

OHM NI1LWb CONPOBOXKAAT ByMaXKkHbI JOKYMEHTOO60POT, yMEHbLUAs TPYA0EMKOCTb
PYTUHHBIX onepaumit no obpaboTke foKyMeHTOB. O4HAKO TakaA cucTema A0/1XKHa bbITb
CNocobHa CyLecTBEHHO PACUIMPUTL PaMKM TPASULIMOHHOTO AOKYMEHTOO60pOTa 3a cyeT
06paboTKM AOKYMEHTOB Ha NEPCOHA/IbBHOM KOMMbIOTEPE.

CucTemMbl 3TOrO HanpaBAeHWA - CBOeobpasHble "MOCTMKM" NocTeneHHOro nepexoaa oT
ByMmaXKkHbIX K 6e36yMakHbIM LOKYMEHTaM.

CpaBHeHMe TEXHONOIM

Poccuiickana TexHonorus 3anagHaA TexHonor

YeTKO BbIpaXkeHHbIi BEPTUKA/NbHbIN XapaKTep XapaKTep ABWKEHUsA AOKYMEHTOB NPEUMYLLECTBEHHO

[ABVKEHUA [JOKYMEHTOB (PYKOBOAUTESb - UCMOHUTENb  TOPU3OHTa/bHbIN, NPeAyCMaTpUBatOLLMUIA

- PYKOBOAMTENb) BHYTPU OpraHusaLmm BO3MOXKHOCTb MOMNaAaHNA JOKYMEHTa cpasy K
HEenocpeacTBEHHOMY UCMOHUTENIO, MUHYA
PYKOBOACTBO

OTCnexunBaHue Bcero Komniekca pabor ¢ OTCyTCTBME LEHTPANN30BaHHOTO (pamKax Beem

[OKYMEHTaMM B PETrUCTPALMOHHbIX KYPHanax uam 8 OpraH13aumm) KoHTponA

MALLIMHOMUCHbIX KapTOTEKaX, KyAa 3aHOCATCA BCE
cBeAeHNA O AOKYMEHTAX, UX NepemeLleHnax,
pe3ontounm HayanbCTBa, KOHTPO/Ib CPOKOB
UCNONHEeHUA, U T.4.

BepeHune perncTpaumoHHO-KOHTPOIbHbIX U OTYETHBIX Peructpauma AOKYMEHTOB NPOU3BOAMTHLCA
¢OpM KypHanos. [ina obecneyeHns eAMHOro nopagka HenocpeacTBeHHbIMW UCNONHUTENAMN (I'IOpy‘-IMTeﬂb n

06paboTK1 JOKYMEHTOB NpeAyCcMaTpUBaeTcs UCMONHUTENb BEAYT COBCTBEHHbIE KYpPHabl),
CO3AaHu1e CreumanmanpoBaHHbIX CayK6: yNpaBieHne  HEKoTopble BUAbI JOKYMEHTOB BOOBLLE He
[eNamm, CeKpeTapuaToBs, KaHLENAPHIA. perucTpupytotca. CneunanmnsnposBaHHble

NOAPa3sfeneHns, 3aHMmatoLmecs
[e/10NpOU3BOACTBOM, HE CO3Aat0TCA
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NcTopuyeckmne atanbl aBTOMaTU3aLuUmn
opraHu3auum paboTbl C 3/IEKTPOHHbIMMU

AOKYMEHTaMMU.

Perncrtpayma 4OKYMEHTOB Kak OAUH 13 BU40B
AOKYMEHTALMNOHHOIO obecneyeHus AeATENbHOCTU

(0] p rAaHN3a L||M W 0ppa n3 BaskHelwwNX GyHKLMI CUCTEM AOKYMEHTALIMOHHOO OBecreyeHus -
dYHKLUMA yyeTa SJOKYMEHTOB. YYeT AOKYMEHTOB 06ecneunBaeTcs UX perncrpaLmen-3anmucbio y4eTHbIx
OaHHbIX 0 IOKYMEHTE NO YCTaHOBNEHHOW dope, PuKcupytoLein GaKT co3aaHNA LOKYMEHTA, Er0 OTNPaBKK
MAW NONyYeHus

B nocnesHve roAbl NPOM30LLI0 NEePeoCMbIC/IEHNE PO/IN 3NEKTPOHHOTO JOKYMeHToobopoTa.

Ecan paHbLle oH BOCAPUHUMANCA NPEeNUMYLLECTBEHHO KaK CpeacTso
dBTOMaTU3aUnn AeN0NPOU3BOACTBA, To Tenepb ero BCe Yalle pacCMaTpMBAaOT Kak
MHCTpYMeHTapMVI yrnpaB/eHNA 3HAHNAMMN U KaK CPeaCcTBO MHTEerpaunmn busHec-

NPOoLUECCOB, B xoage BbINO/IHEHNA KOTOPbIX CO34AI0TCA U ABUXKYTCA AOKYMEHTbI. MHbIMM CNOBaMK, 3TO
opraHv3auma 1 ynpasneHue NpoLeccaMy perucTpaLmm 4OKYMEeHTOB Ha OCHOBE NOCAeA0BaTe/IbHOM
06paboTKM Pa3NNYHbIMK NOb30BATENAMMU APYTUX PAHEE CYLLECTBOBABLUMX LLOKYMEHTOB

OTaenbHble CUCTEMbI aBTOMAaTU3aLUM
NlOKymeHToob60poTa

HecKkonbKko npumepos:

- perncTpauma KoppecnoHAeHUMM (BXxogalme, ucxoasLume)

* 3NIEKTPOHHbBIN apXMB AOKYMEHTOB

- CMCTeMa COorIacoBaHMA [0roBOPOB

- CMCTEeMa KOHTPOIA UCMOTHEHUA PeLIEeHNA KONNerManbHbIX OPraHoB yrnpaBs/ieHnn
- cornacoBaHue u yteepxaeHve OPL,

* KOHTPO/Ib UCNOIHEHUA JOKYMEHTOB U MOPYYEHU

* KOHTPO/Ib UCMOJTHEHUA Kan0b6 U 0bpaLLeHUI rpaxaaH

 aBTOMATM3aLmMA AO0roBOPHOro npouecca

- 6UBMOTEKA PerlamMeHTOB YNpaBAEHYECKUX NpoLeayp

- OpraHusauma BHyTpPeHHero MHPOpPMaLMOHHOIo NopTana NPeanpPUATUA 1 ero
noapasneneHuni

- CUCTEMA KOHTPOIA 3HAHWUIA AOIKHOCTHBIX UHCTPYKLMIA

- BEAieHWNEe apXMBOB KOHCTPYKTOPCKOM U TEXHOIOTMYECKOM JOKYMEeHTaLmum
- OpraHusauua 4OKyMmeHToo60p0oTa B paMKax BegeHUs NPoeKToB

- CMCTema CornacoBaHua 61oaKeToB

- obopmieHMe KOMaHAMPOBOK, NPONYCKOB, AOBEPEHHOCTEN U T.4.
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3Ttanbl pa3spabotkn AUC 0

Mepexoa Ha cucTeMbl SNEKTPOHHOM PaboTbl €
OOKYMEHTaMMU - 3TO ANIUTENbHbIA M MHOTOMN/1aHOBbIN
npoLiecc, KOTopbI BKAOYaET B cebs cneayrowme
3Tanbl:

1-/ aTan - NoUcK MHGOPMALLMOHHOIO NPOAYKTa,
CUCTEMbI 3/IEKTPOHHOIO AO0KYMeHToobopoTa (Co4);

2-1 3Tan - BHeApPEeHMe U 0cBoeHNe MHPOPMALLMOHHOM
CUCTEMBI;

3-1 - npobaembl UCMO/Ib30BAHMSA;

4-# 3T1an - npobaembl 3aWMTbl UHPOPMaLUN,
MCNONb3yeMOM B 31EKTPOHHOM BUJ,

1-1 stan Mouck nHdopmaymm

CoBpEeMEHHbDIN PbIHOK 3/IEKTPOHHbIX CUCTEM PaboTbI €
AOKYMEHTAMM HEOAHOPOAEH, HACbIWEH CaMbIMU
pPa3HO06pPa3HbIMK MPOrPaMMHbIMKM NPoayKTamu. Ha
CeroAHALWHUNA AeHb Ha POCCUIACKOM PbIHKe
3N1EKTPOHHbIX MPOAYKTOB, NpeAHa3HaYeHHbIX ANA
PaboTbl C LJOKYMEHTAMMU, CYLLECTBYIOT NPOrPammMbl TPEX
TUNOB:

CUCTEéMbI aBTOMATU3NPOBAHHOIO AeN0Npon3BoacTBa;
CUCTEMbI SNEKTPOHHOIO ,CI,OKYMeHTOO60p0Ta;
CUcCTembl ynpasneHmA LI,OKyMeHTaLI,VIel\/'I.
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1-% TMn. CucTemMbl aBTOMAaTU3NPOBAHHOTO

nenonpounssoactsea (CAL)

Cuctema aBTOMaTU3MPOBAHHOTO NPOU3BOACTBA 0becneynsaeT paboTy € 31EKTPOHHLIMM BEPCUAMMU
[OKYMEHTOB U PEKBU3UTaMMU PETUCTPULIMOHHO-KOHTPO/IbHBIX GOPM B COOTBETCTBUM C MPUHATLIMM B
CTpaHe NpaBUIaMM, MHCTPYKLMAMM, CTaHZapTaMM MO 4eN0NpPOU3BOACTBY.

OCHOBHbIM HasHaYeHeM CUCTEM [Le0NPOU3BOACTBA ABNAETCA JOKYMEHTAIbHAA PErUCTPaLIMA Tex
W/IN UHBIX CBEPLUMBLUNXCA AENACTBUI U COBBITUI (Hanpumep, "AOKYMEHT MPUHAT K UCNONHEHUIO",
"LOKYMEHT nepeaaH Ha UCNOSIHEHME KOHKPETHOMY COTPYAHMKY", "Ha LOKYMEHT AaH
COOTBeTCTBYIOLWLMIA oTBET").

Cuctembl ABTOMATU3NpPOBaHHOIO Aenonpouns3BoaAcTBa OPUEHTUPOBAHDI Ha 6V|3Hec-npou.eccn>| C
31eMeHTaMun yrnpasaeHnUa NnoTokammn pa60T.

[aHHble cuctembl OCHOBaHbI Ha TPAagNUNMOHHOM OTEeYeCTBEHHOM Aenonpon3soacTse.

Monb3oBatensimm NoJ06HbLIX CUCTEM ABAAIOTCA COTPYAHMK OrPAaHUYEHHOIO YMCIA TaKMX
CTPYKTYPHbIX NOAPA3AENEHNI OPraHU3aLMm, Kak ynpasaeHue Aenamm, CekpeTapmarsl,
KaHuenspuu, obuiue otaena.

Ha pOCCMI‘/'iCKOM PbIHKE CUCTEMbI aBTOMATU3MPOBAHHOIO AeN10Npon3BOACTBa NpeacTaBAeHbl
AO0CTAaTOYHO WMPOKO BCeACTBME NONYNAPHOCTU AAaHHOIO HanpaBaeHUA. Bep,yw,aﬂ ponb
NPUHAONEXUT cnegyowmm CMCTeMam:

"feno";

LAN DOCS;

"1 C-pokymeHTOO60pOT"
"Nenonpounssoactso”

2-1 TMn. Cuctembl 31EKTPOHHOTO
NOoKymeHToobopoTa (340)

Cuctembl 310 obecneymBaloT CTPOro pernameHTUpoBaHHoOe U GOpMasibHO KOHTPOIMpPYemMoe
ABUXKeHne JOKYMEHTOB BHYTPU N BHE OpraHnU3aummn Ha oCcHoBe VIHd)OpMaLI,VIOHHbIX n
KOMMYHWUKALMOHHBIX TEXHONOMMIM. OHWU HEe TONbKO PErnCTPUPYIOT AENCTBUA U COBBITUA, HO U
NnoAAepPKMBAIOT CamMM NpoLecchbl paboTbl Haf AOKYMEHTaMu.

3TOT TN NPOrPAaMmM OTHOCMUTCA K 6O/IEe LIMPOKOI KaTeropum, 4em AeN0NpPOn3BOACTBO.
Monb3oBatenamu cuctem 30 ABAAIOTCA OTAE/bHbIE COTPYAHUKN MHOTUX NOAPAsAeNneHuni,
BOBJIEYEHHbIX B KaKON-N11M60 06w Mt BusHec-npovecc.

KoHKypeHTHble npenmyuiectsa cuctembl 340:

BO3MOXHOCTb CO3/iaHUA TEPPUTOPUANBHO pacnpeseneHHbIX CUCTeM paboTbl C JOKYMEHTamMu;
MHTErpaumsa TeEXHONOTUI AOKYMEHTUPOBAHHOM 6a3bl AbIHHbIX U 37IEKTPOHHOW NOYTbLI B OAHOWM
nnatdopme;

HaJeXXHOCTb B KayecTse XPaHUAULLLA MPOU3BOJIbHbIX O6bEKTOB.

CUCTEMBI 3N1EKTPOHHOTO SOKYMEHTOO60POTA NOAAEPKMBAIOT NPOLLECChl PaboTbl C AOKYMEHTAMMU, UX
[BW)XEHME B OPraHM3aLmu, a He NPOCTYIO PEFUCTPALLMIO U XpPaHEHWe. Hannume B 3TUX cUCTEMAx
3apaHee NPoAyMaHHOM BU3HEC-NOMMKK ABNAETCA UX CYLLECTBEHHbIM NPEVMYLLECTBOM.

Cpepy Hanbosiee U3BECTHbIX MPOAYKTOB 3TOO TUMA MOMHO Ha3BaTb Ciedylolume:

"N. System"
Company Media
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3-1 T1unN. Cuctembl 31EKTPOHHOTO
ynpaBseHna gokymeHTaumen (Cya)

. CUCTEMBbI 91EKTPOHHOTO YNPABAEHUA AOKYMEHTALMEN B OTAIUYME OT CUCTEM [AE€N0MPOU3BOACTBA U
[OKYMeHToobopoTa 0becneynBaioT yHMBEPCA/IbHYIO, MOBCEMECTHO JOCTYMHYIO cpedy ANA paboTbl M XpaHeHUs
BCEX TUMOB AOKYMEHTOB B MacLuTabe BCei opraHM3auum B LLe oM. Mcnonb3oBaHne BO3MOXKHOCTEN BED-
6paysepa faet paboTHMKaM opraHu3aLmMm JOCTYN K NOpTany ynpasneHuUs JOKYMEHTaMM.

. MCTOpVI‘-IeCKVI CUCTEMbBI YNPaB/IEHNA AOKYMEHTAMUN ABNANNCE BEPTUKANIbHbIMU NPUNOKEHUAMMU,
pa3paboTaHHbIMKU ANA UCNONb30BAHUA HEGONBLUMMM FPYNNAaMK CreLmanmncTos, paboTatowumx B
TeppuUTOpUaNbHOM 6M30CTU APYr OT APYra C CUABHO CTPYKTYPUPOBAHHBIMU AOKYMEHTaMMU.

CucTeMbl 9N1EKTPOHHOTO YNpaBAeHUA AOKYMeHTamMKn 061a4atoT cheayowmmmn cBOMCTBamMm:

*  ynpaBNeHWe XKMU3HEHHbIM LMKIOM AOKYMEHTa (OT aBTOPCKOM pa3paboTku A0 pefaKumm, yTBEPKAEHUA,
pacnpefeneHuns, apxmBupoBaHus);

*  pacnpeaeneHHoe peAaKTUPOBAHME Ha JIOKaNbHbIX CEPBEPAX TEPPUTOPUA/IBHO YAANEHHbIX NOAPA3AENeHN;

e obecneyeHue BceX OCHOBHbIX QYHKLMI yNpaBneHUa 4OKYMeHTaMK;

. PepakTMpoBaHWe 1 BHECEHME U3MEHEHWI B LOKYMEHTbI BMN/IOTb [0 OKOHYATENbHOTO YTBEPHKAEHUA
(HanomuHaHKWe No 31eKTPOHHOM NouTe);

*  MHOTOYPOBHEBbIN KOHTPO/Ib BEPCUIA, KOTOPbIN NO3BONAET OPraHU30BaTb BCE YEPHOBUKMN AOKYMEHTOB;

. 3alLMTa AAHHDBIX;

. NoAAepsKKa LWMPOKOro BbIGOpa KAMEHTOB;

e BbICTpOe Ha4yano paboTbl;

*  MaclWTabypyemocTb CUCTEM, O3HAYAIOLLAA, YTO BHEAPEHME MPOrPaMMbl MOXKHO Ha4aTb ¢ Nto6Oro, camoro
CKPOMHOTFO Liara, a 3aTem pa3sBepTbiBaTb M HAPALLMBATbL A0 YPOBHA NPEANPUATUA U 33 €0 NPeaensl.

HepoctaTKu ncnosib30BaHUA
6e36ymarKHOM TEXHONOTU

M p06f| emMma un HCI)O PMNPOBAHHOCTW. 4mobel pyrosodcmeo opzarusayuu npuwino x

861600y 0 HEOBXOOUMOCMU 8HEOPEHUA ABMOMAaMU3UpPOB8AHHOU cucmemel denonpoussodcmea (ACL), 0HO AoAHHO KaK
MUHUMYM 3HGMb O CYWecmeos8aHuU makux cucmem, 0415 Ye20 OHU NPedHa3Ha4eHbl U KaK 0Cywecmaume ux
8HedpeHue. Kpome mozo, pyKko8odcmeo op2aHu3ayuu om4yemsuso 0aXHO Npedcmasasme nosas3y om eHeOpeHus
M0006HbIX cucmem.

O p raHM3a L||V|O HHble N pOGnEM bl Ha kawdom npednpusmuu c meveruem spemeru

cKnadbleaemcs onpedeneHHas op2aHuU3ayUOHHAs cmpykmypa (npuyem He ece2da oMUMAsbHASA), hoPMUPYOMCA
€80U, XapakmepHsle MosbKo 0414 Hee, cmusu pabomel, MemMoObl yrpasaeHus u KoHmposs. BHedpsaemasn ACA e
60716WUHCMBE C/1y4aes HA MepsbiX MOPAax OKA3bIBAEMCA KaK Bbl «4yHepOoOHbIM menom» O Konnekmuea
npednpusmus.

NMcuxonornyeckme n po 6/1 €Mbl Ecau compydruru o6nadatom nosepxrHocmroli

uHgopmayueli, mo pykosodcmay npednpuamus ACL npedcmasnsemcs KaK NaHayes om ecex Heypsaouy, mo u 0esn0
B03HUKAIOWUX U3-30 HEOPEeX(HO20 OMHOWEHUSA K OOKYMeHmMam, a ucnosHumesnu cyumarom, ymo AC/ - 3mo ymo-mo
cpedHee mexdy 3neKmpoHHOU noYymodli U npussIYHeIM pedaKmopom.

Ecnu compydHuKu obaadarom Kakol-mo uHgpopmayueli no smum cucmemam, mo cumyayus 8 3Ha4yumesnbHol
cmeneHu meHAemcs. McnonHumenu meepdo yeepeHsl 8 Mom, Ymo nocsae eHedpeHusa ACL pykogodcmay 6ydem
U38eCMHO 0 8CeX UX MPOMaWKax (omyacmu amo cnpagednuso). B ceazu c samum Hepedko eHedpeHue noaHo8ecHoul
cucmemeol ACZ] scmpeyaem 3Ha4umesibHoe ConpomueseHue co CMopPOHbI UcnoaHumenel - OHU MOYHO 3HaOM, Ymo
um nocne amoeo bydem xyue.

I_I p06}'| emMma Kap,po B Bredperue ACA nodpasymesaem, umo ece ocHoBHbIe yyacmHuKU GusHec-
npoyeccos Ha npednpuamuu oaxHsl ymems pabomame Ha KoMrstomepe. Ha camom Oese 8 Monoobix,
OMHOCUMEsIbHO HEOaBHO CO30aHHbIX OP2AHU3AUUAX U hupMax mak u ecms. Ho ymo dename, ecsiu OCHOBHOU KOCMAK
pyKosodcmea npednpuamus noay4un obpasosaHue 15-20 nem Haz3aod? 1o cgaoemy onbimy u NPOHEccUoHaNbHbIM
HOBbIKAM OHU MO2ym M0IHOCMbI0 COOMBEMCMB08aMb 3aHUMAEMbIM OOAHHOCMAM, HO HUKO20a He 06y4anuce U He
pabomarnu Ha K. Beleod: 0by4eHue adMuHUCMpPamopos cucmembl C OMPLIBOM OM NPou3800cmea; oby4eHue
nonb3osameseli HO MepPUMOPUU 3AKAZHUKA.
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[1okymeHTOOH0pPOT B MUupe
6e36ymarKHbIX TEXHO/IOTUI

* Mo paHHbIM KypHana “ASAP” 3a rog B Mupe
npon3BoAMTCA 6 MAPA. LOKYMEHTOB;

* 0ObIYHbIN CAYXKALMW TPATUT B rod, okono 150
4aCcoB Ha NOWUCK YTePAHHOM MHPOPMaLMN.

e BcTaeTt ocTpas noTpebHoCTb NpeaocTaBAeHUA
HeobxoaMmol MHGOPMaL MU B TOTOBOM A5
“notpebneHns” suae c
nocneayrowmnm ee npeaoKeHnem.

e [JOKymeHTOObOopOT CyLLecTBYEeT B /11060 OpraHM3aLmm: oT camoi
ACKETUYHOM popMbl MexKay ByxranTepom 1 AMPEKTOPOM B BymarKHOM
BUAE, [0 COXKHOM LLeNoYKM NapaanefbHbIX U NocaesoBaTenbHbIX
OeNCTBUI B pamKax PaboT € 3/1eKTPOHHbIM JOKYMEHTOM.

e [ns nto60oi 0THOCUTENIbHO KPYMHOW KOMMNaHUM BeaeHue
[OKYMeHTO060poTa ABAAeTCA HENPOCTOM 3a4aueit: cogepkaTb Bce gena
B MopAAKe AeNCcTBUTENbHO HENPOCTO, 0COBEeHHO Npu 6o/bloM
KO/IMYECTBE JOKYMEHTOB.

* HaBecTu NOpAJOK B cUCTEME AOKYMEHTOB OpraHu3aLumm, caenatb pa60Ty

[OKYMEHTaMM YeTKOMN 1 3hPeKTUBHOM Coxperapn B

NOMOXET CUCTEMA INEKTPOHHOTIO

[OKyMeHToobopoTa.
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MeToAapbl 1 cpeacTBa OpraHM3auum
6e36ymarkHOM TEXHONOTMM YNPABAEHUA.

Be3bymarkHbli LOKYMEHTOO60POT 03HaYaeT, YTo BCe Onepaumu C OKYMEHTaMM NPOU3BOAATCA B 3/IEKTPOHHOM
Buae.

lOpuanyeckas cuna 4OKymeHTa 0becrneynBaeTcs 3a CHeT UCMO/Ib30BAHNA INEKTPOHHO-LMdPOBOI Nnoanucu
(3L) -- mexaHn3ma, KOTOPbIi NO3BONAET AOKA3aTb, YTO ABTOP NMPUCNAHHOTO INEKTPOHHOIO AOKYMEHTA
ABNAETCA UMEHHO TEM JIMLIOM, 3@ KOTO OH Ce6A BbIAAET, M YTO JOKYMEHT He Bbl1 U3MEHEH B npoLiecce
[OCTaBKM.

MO3HO yKa3aTb Ha NCUXONOrMYECKMIA acneKT npobiembl. MonydeHne MHGOPMaLMM B 3/IEKTPOHHOM BUAE
TpebyeT NpuBbIYKK;

5836YM3)'KHbIe TEXHON0Inn Tpe6yr0T OCHOBaTe/IbHOM TEXHUYECKOW nognepKu:
COOTBeTCTBerUJ,eVI I'IpOVISBO,D,VITGJ'IbHOVI BbIYMCNNTE/IbHOM TEXHUKM, BbICOKOW
I'IpOI'IyCKHOl‘/‘I cnocobHoCTH KOMMYHUKAUNOHHbIX JIMHUI, TEXHOJIOTMYHOCTH
a/ITOPUTMOB,

Be3bymarkHble TeXHONOrMmM TPpebyHoT OCHOBATe/IbHOM opUAMYecKoit noaaepsKky (Hanpumep, 8 Poccum Ha
[LaHHbIA MOMEHT HW Of|Ha HAN0rOBas MHCMEKLMA HE MPUMET OTHET TONIbKO B 3/IEKTPOHHOM BUAE, HU OAWH CYA,
He MPUMET A0roBOp, 3aBEPEHHbIN 3NEKTPOHHOM MOAMUCHIO U T.N.).

Mpouecc ynpasneHuns npeanpuaTMem B yCA0OBUAX PbIHOYHOM SIKOHOMUKM TpebyeT MHTEHCUOUKALMW 1 YETKON
OpraHu3aLmmn BCero NpeanpuATUs, BIJIOTb A0 KaXAOM0 COTPYAHMKA. TaKUm 06pasom, Npu Hannumm
pernameHTaLuu AenTeNbHOCTH, NPEXKAE BCEro B OTHOLIEHWUMU AeN0NpOon3BOACTBA, MHOOPMALMOHHbIE
TEXHO/IOTMW KaK KaTaaM3aTop AasibHelLwero nporpecca obuectsa npu3saHbl o6ecneqnTb AOCTYNHbIN U

3¢ dEKTUBHDIN MHCTPYMEHT aBTOMATU3aLLMK HAa OCHOBE 6e3ByMaXKHOro AeN0NpPon3BOACTBA U
[OKymeHTOOBOpOTA.

ABTOMaTM3aUMA ynpaBaeHUA
ri,gl,OI'(yMeHTOOGOF)OTOMZ KOHUenunn 1
CnCTembl

YBennuyeHne 06bEM0B MHGOPMALMM U UX ABUNKEHUE B HALLE BPEMSA YrKe NOA0OHbI He
CHEXHOMY KOMY, KaTALLEMYCA C ropbl, a laBUHe, HeCyLLLenca ¢ KaXKabiM AHEM BCE
cTpemuTenbHee, CTaHOBALLENCS BCE 6onblue M cTpalwHee. M cnpaBuTbCA € 3STUM BCE
TpyaHee Aake Npu UCNosib30BaHUM COBPEMEHHON TEXHUKU U KOMIMbIOTEPOB.

Hanbonee xapaKTepHbIM U3 OCHOBHbIX HEAOCTAaTKOB ByMayKHOro AOKyMeHToobopoTa
(«6ymarkHoro oduca»), cnabo NoaaatoWMXCA «U31EYEHMIO» MPU OTHOCUTENBHO BONbLLIMX
MHPOPMALMOHHbIX MOTOKAX, MOXHO Ha3BaTb, MNOXanyi, CUHAPOM KMYTHOM BOAbI».

OTctofia 3aBblleHHas YUCNEHHOCTb PaBOTHMKOB BO BCMOMOTATENbHbIX U
ALMUHUCTPATUBHO-YMPABIEHYECKMX CTYXKOAX, HU3KaA UCMOHUTENbCKAA AUCLUMANHA U
HeafeKBaTHOE NPEeLCTaBAEHNE O AeATENIbHOCTU KaK OTAENbHbIX CNYKO, TaK U
opraHu3aumm B Lesom. K aTomy MOXKHO f06aBUTb NJIOXYHO YNPaBAAEMOCTb, HU3KOE
KauyecTBO Tpyaa, 6onbline HakNagHble pacxodbl Ha BeAeHUE ByMaXKHOTO
OOKYMeHTO0b0pOTa, T. €. 3aTpaThl Ha Bymary, 3N1eKTPO3HEPrui0 (MexaHUYeckne nuwyLme
MaLLMHKKN CeroaHA PapUTET), PpacxoAHble MaTepunasbl, Ha TEXHUKY U e€ 0bCyXKuBaHue
(MK, ycTpoicTBa 4N1A KCEPOKOMMPOBAHUA U NP.), HAa NAOWAAN ANA XPAaHEHWS, Ha
[OMNONHUTENbHbIE NIOACKME PECYPChI U T. M.

CucTeMbl 3NEKTPOHHOTO AOKyMmeHToobopoTa (C3/), noABMBLUMECA OKONO ABaAUaTK neT
Ha3ag, COBepLUNIM NOAJIMHHYIO PEBOAIOLMIO B paboTe ¢ JOKYMeHTamMu, Nomoras
CNPaBUTbLCA C 3TOW pasrynaBLUeiics 6IOPOKPATUYECKOM CTUXMEN.
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NoHAaTHE «O0PUC», SINEKTPOHHbBIN 0dUC

MoHATHe oduca. Oduc - 3To MmecTo, rae cosepluaeTcs cnykba uam genosble onepauun. OH ABnAeTCA Ppabouum mecTom Ntogen,
obneyeHHbIX 0BEPUEM M BNACTbIO. TPAANLMOHHO OpraHWU3aLmna 4OKYMeHTO060poTa U paboTa KaHLEeNApUK CTanu rMasHbIMU
dyHKUMAMM oduca

Oduc — Kak MHGOPMaLMOHHaA cucTema

W3 BCex BMA0B TEXHONOTUIN MHPOPMALIMOHHAA TEXHONOTUA chepbl yNpaBneHUA NpesbABAAET camble BbiCOKMUe TpeboBaHMA K
yenoseyeckomy $aKTopy, OKasblBas NPUHLMNUANBHOE BAUAHWE Ha KBaNUDUKALMIO CNeLManmncTa, CoaepaHue ero Tpyaa,
DU3MYECKYIO U YMCTBEHHYIO HarpysKy, NpodeccMoHanbHble NepCneKTUBbl U YPOBEHb COLMAbHbIX OTHOWEHUIA. ONTUManbHan
MHPOPMALIMOHHAA TexHoorUA, 061a4at0LLaA BbICOKOW MMBKOCTbIO, MOBUIBLHOCTBIO M aAaNTUBHOCTBIO K BHELUHUM
BO34EMCTBUAM, ABNAETCA HEMPEMEHHbBIM YCI0BMEM NOBbIWEHNUA 3GPEKTUBHOCTH ynpaBAeHYeCcKoro Tpyaa B itobom oduce.
Oduc Kak KOMMYHUKaLMOHHaA cucTema.

AHaNM3 NOKa3bIBAET, YTO 3HAUMTENbHAA YACTb BPEMEHM CNEeLManncToB opurca yXO4MT Ha Pa3NIMYHOrO PoAa KOMMYHMKaLMK
(06meH MHpopmaLMelt) C Lenbio NOUCKa ONTUMAIbHOTO PeLleHus.

Oduc Kak coumoTexHUYecKas cuctema. PaboTHVUKM opurca HacTo BOCMPUHMMAIOT aBTOMAaTU3aLIMIO Kak yrpo3y cob6cTBeHHOM
paborte. (Tak Kak 0cO6€HHO B Haya/e 3TO BOCMIPUHMMANOCh KaK COKpaLleHWe YAC/IEHHOCTU paboTHKMKoB). Ho aBTomaTu3aLma
[L0/KHa NOHMMATBCA KaK NOoBbILIEHUEe KayecTBa paboTbl odKCa, 1 B TOM C/Iy4ae YACTEHHOCTb MOXKET BbiTb jaxe yBeanyeHa.
INEKTPOHHbIA 0PUC. 31eKMPOHHBIM OPUCOM HA3bIBAEMCA MPO2PAMMHO-ANNAPAMHbIU
KomrineKc, npedHa3HavyeHHsbIl 019 06pabomKu 00KymeHmos u asmomamusayuu pabomsi
nosb3oeamersieu 8 cucmemax yrnpaessieHUA. B coctas asneKTPOHHOTO oduca BXOAAT Cleylolye annapaTtHble
cpefcTBa:

OAWH NN HECKO/IbKO NEPCOHA/IbHbIX KOMMNbIOTEPOB, BO3MOXKHO, OG‘beAVIHeHHbIX B Ce€Tb (ﬂOKaﬂbH‘/K) waun I'I106a}1bHyK), B
3aBUCUMOCTM OT POAA AeATeNbHOCTU oduca);

reyaTatoLLme yCTPOIiCTBa;

cpeacTBa KONMPOBAHWA JOKYMEHTOB;

mozem (ecnm KomMbloTep NOAK/IOYEH K [106a1bHOM CeTU UAK TeppuUTOpUanbHoO yaaneHHol 3BM);

CKaHepbl, UCMO/Ib3yemble AN1A aBTOMATUUYECKOro BBOAA TEKCTOBOW U rpaduyeckoil MHGOpMaLMM HenocpeacTBEHHOE NepBUYHbIX
AOKYMEHTOB;

CTpUMepbI, NpeAHa3sHaYeHHble A/ CO3aHUA apXMBOB Ha MUHU-KacceTax Ha MarHUTHO NieHTe;

NpoeKUMoHHOoe 060pyAOBaHWe AR NPOBEAEHUA NPEe3eHTaLMA.

KoHuenunm npumeHeHmns
6e36ymarKHOM TEXHONOTUMN.

Be3bymarkHas TeXHO/I0rnA ynpasaeHums
OCHOBbIBAETCA Ha UCMONb30BaAHUM TPEX
OCHOBHbIX KOHLENLUWIA:

* repexos K 2/IEKTPOHHbIM AOKYMEHTAM,
® CO34aHUNEe Ccnctem ynpasaeHnAa JOKYMEHTaAMMN,

* CO34aHWNE CUCTEMbI SNEKTPOHHOTO
NOKYMeHTOo0obopoTa.
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KoHuenuum npumeHeHuns
6e36ymarKHOM TEXHONOTUU

KoHUenwums 3/1eKTPOHHOro 4OKYMeHTa nosasuaack B 80-x rogax ¢ NoABAEHMEM Ha PbiHKe
MWKPOKOMMbIOTEPOB U NepBoro rpaduyeckoro nHtepdeiica nonb3osartena (GUI).

Kak yTBep»aatoT coTpyaHuKM KomnaHum Delphi Consulting Group, yKe cerogHs B
HeKOoTOpbIX 061aCTAX AeATeIbHOCTM 3/1eKTPOHHbIM cnocobom obpabatbisaertca 4o 90 %
MHbOopMaLuu.

B oTnuMe OT LOKYMEHTOB Ha BYMarKHbIX HOCUTENAX C UX YKECTKUMM PaMKaMK, CTaTUYHOM
$opMOIt U orpaHUYEeHHbIMU BO3MOXKHOCTAMM NEepPexos K AMHaMUYHbIM LudpoBbIM
3/1EKTPOHHbIM LOKYyMeHTam obecneynmsaeT ocobble MPeMMyLLEecTBa NPy CO34aHNH,
COBMECTHOM MCMO/b30BaHUM, PACNPOCTPAHEHUMN U XpaHEHUN MHbOPMaLUK.

OHM MOTYT YBEANYUTD NPOU3BOANUTENILHOCTb MHOXECTBA NPUNOKEHNIA, UCMOb3YEMbIX B
6u3Hece, yMeHbLIMTb TPeBOBaHMA K pa3smMepam HaKoMuTenei, COKPaTUTb AWM NMOJHOCTbIO
pewunTb Npobaemy NoTepb M HEBEPHOTO PasMeLLeHNA 4OKYMEHTOB.

3a HECKO/IbKO NIeT KOHLENLMA 3/1IeKTPOHHOIO 4OKYMEHTa NoayyYnaa CBOe pa3BuTme oT
06bI4HOro rpaduyeckoro obpasa LOKYMEHTA A0 UAEW YIPABAEHNUA OKYMEHTAMMU.

CerofHa 3NeKTPOHHbIN AOKYMEHT - 3T0 popma 3HaKoMoro Buaa, obpaboTka KoTopoi
NPOMCXOAMT C MOMOLLbIO MOCAEA0BATE/IbHOTO NPUMEHEHNA TECHO B3aMMOCBA3AHHbIX
TEXHO/IOTUIA B paMKax TaK HasblBaeMblx CUcTeM YNpaBaeHUa INEeKTPOHHbIMM
OokymeHTtamu (CYL]) nnu Electronic Document Management Systems (EDMS).

3HauMTeNbHOE NOBbIWEHME NPOU3BOANTENBHOCTM MPU UCMONb30BAHNUMN TEXHONOMUM
EDMS oTmeyeHO BO MHOTMX OTPac/aAX: NMPaBUTENbCTBO, CYA0MPOU3BOACTBO,
topucnpyaeHuma, GapmaluesTiKa, CTpaxoBaHue, GUHAHCOBbIE YCAYTW, 34PpaBOOXPaHEHME,
NPOM3BOACTBO M CUCTEMY BbiCLLero o6pasoBaHus.

KoHuenunm npumeHeHmns
b6e36ymarKHOM TEXHONOTNM

CoaeprkaHnem TpeTbel KoHUenummn seaseTca paspaboTtka Cuctemol
dneKTpoHHOro [JokymeHTO060pPOTa, MPU3BAHHOW AN UHTErPaLUKN BCEX
MHOOPMALIMOHHBIX MPUAOKEHWUI B €ANHYI0 MHDOPMALIMOHHYIO cpeay,
obecneynBatoLLyto onepaTMBHOE B3aMMOAENCTBUE BCEX NOIb30BATENEN
NpW BbINOJIHEHUN MMM AEN0BbIX Npoueayp W GYHKUUIM ynipaBaeHus
HeobxoamMmon nHdbopmaumen.

CucTema 3/1eKTPOHHOIO AOKYMEHTO060pOTa A0/KHA NO3BONATD
NJIAHNPOBaTb M COCTaBAATL MAPLLIPYThl NepeaBUKEHUA LOKYMEHTOB,
KOHTPOJIMPOBATb 3TO NepeaBUKeHMe, YMeTb YNpPaBasaTb

[OKYMeHTOO60pOTOM U peryiMpoBaTh ero.

ITa KOoHUEeNuuMA MMeeT ABE CTaA1M B CBOEM Pa3BUTUMU:

OT BONJIOWEHUNA naen ncnosib3osaHus texHonornm "docflow", ceasaHHom
C NIaHMPOBAHMEM U YNPaBNEHUEM OKYMEHTONOTOKaMM,

no texHonorun "workflow", npeagHasHayeHHOM N5 ynpaBaeHUs
AEeN0BbIMU NpoLeccamu U npoLleaypamu, Npu BbINOAHEHUN KOTOPbIX

MCNOJIb3YHOTCA U CO34at0TCA AOKYMEHTbI.
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OcHoBHble TpeboBaHUA K
ynpaB/ieHYeCKon MHPOopPMaLUmn

* OCHOBHbIMW NPUHLMMAMM y4eTa onepaTUBHOM
MHbOPMALUM ABNSIOTCA KaYeCTBEHHbIEe
XapPaKTEPUCTUKKN 3TOM MHGOPMALMN U NMPUHLUUNbI
ee y4yeTa.

* OcHoBHOe TpeboBaHMe K y4eTHOM MHPOpMaLUU
— 3TO ee N0/Ie3HOCTb ANA NPUHATUA PeLleHN
Pa3NMYHbIMM FPYNMNaMun Nosb30BaTeNEN.
MonesHocTb MHGOPMaALMKM onpeaensaeTcs
cneumanbHbIMMN XapaKTEPUCTUKAMM.

OcHoBHble TpeboBaHUA K
ynpaB/ieHYeCKon MHPOopMaLUm

ACHOCTb. ficHocts MHbOPMaLMM BbITEKAET U3 ee TOUHOCTU. UHDOpMaLmA AOKHA BbITb NOHATHOM ANA Nonb3oBaTeNs,
obnagatoLLero onpeaeseHHbIM YPOBHEM NMPOGECCUOHANbHbBIX 3HAHWUIA.

YMeCTHOCTb. NHbopmauma A0NKHA OTHOCUTLCA K AeNy, BAUATb Ha SKOHOMUYECKME PELUEHUA NO/b30BaTeNs, MOMOraTh B
OLieHKe pa3HOBPEMEHHbIX (MPOLLIbIX, HACTOALMX U ByAyLLMX) SKOHOMUYECKUX CUTYaLUA.

Cop,ep)KaTen bHOCTb. UHpopmaLuma foNKHA OTHOCUTLCA K onpeseseHHOMY SKOHOMUYECKOMY ABNEHUIO, BbITb
HeobXoAMMOW 1 AOCTAaTOYHOMN A4/1A BOCNPUATMA 3TOTO ABNEHWUA. B He He JOMKHO BbITb IMIHMX CBEAEHWIA, KOTOPblE MOV Bbl
NPUBECTM K UCKAXKEHUIO SKOHOMUYECKOM CYLLHOCTY.

Cle.I,eCTBeHHOCTb. NHbopMaLuma cUUTaeTCA CyLLeCTBEHHOM, eC/IM ee OTCYTCTBUE UM HENPABU/IbHAA OLEHKa MOryT
NOB/IATL Ha pelleHne nosib3oBaTeNs.

CBOEBpEMEHHOCTb. 3Haunman uHdbopmaLua AoMKHa 6e3 3a4ePKKN BKAKOYATLCA B ONEPATUBHbINA aHaIU3 U OTYETHOCTb.
MonHoTa OTPaXXeHUA. Nndopmauuma aonKHa OTpaxaTb BCe IKOHOMUYECKME CUTyaLMK B OpraHn3aLmm.

J1IOrM4HOCTb. NHbopMaLma AO0NKHA CTPOUTLCA NO 3aKOHAM IOTMKK. 3aKOH TOXKAECTBA, B COOTBETCTBMUM C KOTOPbIM NpeameT
MHbOPMaLMK B Npesesiax OAHOTO COOBLIEHNA JOIKEH OCTaBaTbCA HEM3MEHHbIM, YTOGbI He BbI10 NOAMEHBI OAHOTO NpeameTa
APYTMM. 3aKOH NPOTUBOPEYMA, COTNACHO KOTOPOMY He MOTYT BbITb OAHOBPEMEHHO UCTUHHBIMU [Ba COO6LIEHMA, OAHO U3
KOTOPbIX YTO-MDO0 yTBEPXKAAeT 06 SKOHOMUYECKOM AB/IEHUM, @ IPYrOe OTPULIAET 3TO B TO XKe Camoe Bpems. 3aKoH
MCKJTIOYEHHOTO TPETbEro, CMbIC/ KOTOPOTO 3aK/I04YaEeTCA B C/IefytoleM: eC/i MMEIOTCA fiBa NPOTMBOPEeYaLLMX OAHO APyromy
co0bLeHNA 06 IKOHOMUYECKOM ABNIEHWUU, TO OFHO W3 HUX UCTUHHO, @ APYroe JI0XHO. Mexay HUMU He MOXeT 6bITb HU4ero
cpefHero. 3aKOH A0CTaTOYHOTO OCHOBAHWA, COTIaCHO KOTOPOMY, A/1A TOrO Y4To6bl NPU3HaTL MHGOPMaLMIO JOCTOBEPHON,
HeobXxoAMMbl lOKa3aTeNbCTBa M 060CHOBAHMA, NOATBEPXAAIOLME 3Ty JOCTOBEPHOCTb.

ﬂ,OCTOBEpHOCTb. NHbopMaLuma ABAAETCA AOCTOBEPHOMN, ECIN OHA HE COAEPMKUT CYLLLECTBEHHbIX OLIMBOK, NPaBaMBO
OTpaXkaeT XO3AWCTBEHHYIO [eATeNIbHOCTb.
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Knaccndumkaumna ynpaBneH4Yeckumx peeHnm

KnaccupurKaumoHHbIi lpynnbi

nNpu3HaK YnpaBneH4YecKux pelueHui
CTeneHb NOBTOPAEMOCTU Npobaembl TpagnumoHHble HeTtunuyHbie
3Ha4YMMOCTb Lenun Crparternyeckue TakTU4eckune
Cdepa Bo3gencTaumA [no6anbHble JlokanbHble
OnnTtenbHocTb peannsaumm [onrocpoyHbie KpaTKkocpoyHble
MporHo3npyemble nocnencTemA Koppektupyembie HekoppeKtupyembie
peleHua
MeToga pa3paboTKu pelueHus $PopmannzoBaHHble HedopmanunsosaHHble
Konnyectso Kputepues Bbibopa OpHOKpUuTepuanbHble MHorokputepuanbHble
dopma npuHATUA EanHoNnYHbIEe KonnernanbHbie
Cnocob ¢puKcaumm pelweHms JlOKyMEHTMPOBAHHbIE HepoKymeHTUMpOBaHHbIE

Mpenmyuiectso 6e36ymarkHbIX
TEXHOI0TUM

e 1. ONTMMM3aLMIO BpeMeHHbIX 3aTpaT (3koHoMuUA pabouyero BpemeHu) u
COKpaLeHue GUHAHCOBbIX PECYPCOB, CPEAM KOTOPbIX COKpaLLeHWe 3aTpaT Ha
6yMarkHble LOKYMEHTbl, HENPOWU3BOAUTENbHbIX 3aTpaT paboyero BpemeHu
COTPYAHMKOB, YCKOpeHWe MHGOPMALMOHHbIX NOTOKOB U U3MeHeHue
KOPMOPAaTUBHOM KyAbTYpbl B LLEEJIOM.

e 2. OtcyTtcTBUE AYOAMPOBAHUA.
e 3. M36exaHune ownbOoK.

* 4. TapaHTua onepatusHoro o6HoBaeHWs bopmaToB nNpeacTasieHms uHbopmauum
B 3/IEKTPOHHOM BUAE.

e 5. B03MOXHOCTb nony4vyeHuAa VIHd)OpMaLI,MOHHOM BbINNUCKW. Hanpumep, otnpasus nHdopmaumio
8 HA/IOTOBbIM OPraH B 31EKTPOHHOM BU/E MO TENEKOMMYHUKALMOHHBIM KaHanam CBA3W, HANOTONAATENbLLUK UMeeT
BO3MOMKHOCTb NONYYUTb MHGOPMALIMOHHYIO BbIMUCKY O BbINONHEHWUN 0BA3aTENbCTB Nepes, GI0AKETOM PasHbIX YPOBHEN
(pacnevatka no Hanoram)

* 6. 0OnepatnuBHoe MHPOPMUpPOBAHHUE.
e 7.lNoaTtBepxaeHne AOCTaBKM OTYETHOCTY.
* 8. KoHbuaeHuManbHOCTb.

* 9. [oBblWweHWe onepaTMBHOCTM 06paboTKM MHDOPMALLMK, UCKIOYEHME
TEXHUYECKUX OLUMUBOK.
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KntoueBble 0cOH6EHHOCTU cucTEM
3NEeKTPOHHOIo IOKYMEHTOO60POTA

He TaK AaBHO, C NOABAEHWEM CUCTEM yrpaBaeHus 6azamm AaHHbIX, NPEANPUATAA CMOW 3HAYUTENBHO
ONTUMM3MPOBATL YNPaBAEHWUE JaHHBIMU, NPEACTABAEHHBIMU B 3NEKTPOHHOM BUAE. TaKMe KOMMNAaHUM CYLLECTBEHHO
NOBbICUN CBOIO 3PHEKTUBHOCTb. CyLLLECTBYET OFPOMHOE MHOKECTBO Pa3/IMYHbIX MPUNOKEHUIN — ByXranTepcKux,
CUCTEM ANA CTPAXOBaHWsA, 3aKa3a 6uneTos u ap.

Ho y BCex Ux NpUCyTCTBOBAN OAMH CYLLECTBEHHbIW HEL0CTAaTOK — PaboTatoT NoA0HHbIE CUCTEMBI TONBKO C XOPOLLO
CTPYKTYPMPOBaHHOM MHbOpMaLMel. B TO ke Bpems, MHOMOUMCIEHHbIMM UCCAEA0BAHUAMM YCTAHOB/EHO, YTO 6onee
80% HeobX0AMMOro NPeANPUATUIO COAEPKAHNUA, ABNAETCA HECTPYKTYPUPOBAHHbIM. TO eCTb OHO NPEACTABAEHO B
pPa3po3HeHHbIX JOKYMEHTAX, M306paKeHUax pasnuyHoro Gopmara, BUAEO3aNUCAX, ayaMo3anucax, GaeL-ponmnkax,
Be6-CTPaHULAX 1 B APYrOM COBEPLUIEHHO Pa3/IMYHOM NPEACTaBAEHNUN.

MMeHHO ana opraHM3auumn n cuctemaTmnsaumm pabotsl ¢ nogobHom
HECTPYKTYPUPOBaHHOM MHbOPMaLMeid, pa3paboTaHbl CUCTEMbI 3NEKTPOHHOMO
OOKyMeHToobopoTa.

OcobeHHOCTH cUCTEMBI 3/1IEKTPOHHOTIO ,CI,OKyMEHTOO60pOTa:

- obecneuynBaet co3gaHme eAMHOro NPOCTPAHCTBA A4 PaboTbl C AOKYMEHTaMM Ha NpeanpUaTUm.

- NO3BO/IAET OPraHM30BaTb NONHOLEHHbIN 3NEKTPOHHbIN LOKYMEHTOO60POT Ha NpeanpuATUAX Nto6oro
macwTaba.

- CO[], MOKeT cTaTb eamMHOM CTpaTernyeckoin MHGPaCTPYKTYPOI ANA NOAAEPKKM BCETO KUIHEHHOMO
LMKAA NA0XO CTPYKTYPUPOBAHHOM MHbOPMaLmK B opraHmsaumax ntoboro maclutaba.

- no3BosifAeT o6ecneynTb BCeX COTPYAHMKOB OpraHM3aLLmMmn BO3MOXKHOCTbIO CO34aHMA, yNpasieHus,
NepCcoHaNM3MPOBAHHOO NPEACTaBAEHNA U PACNPOCTPAHEHUA COAEPKAHUA HEMOCPEACTBEHHO B X0A4e
BbINO/IHEHUA UMM CBOMX OBbIYHBIX CNYKEBHbIX 06A3aHHOCTEN.

KntoueBble 0cOH6EHHOCTU cucTEM
3NEeKTPOHHOIo IOKYMEHTOO60POTA

M dCLlWUTa 6 n pyeMOCTb. C3[, no3sonseT obecneyumsatb 0O4HOBPEMEHHbIN AOCTYN K

cUCTEME HeorpaHMYeHHOMY YMC/Y NO/Ib30BaTeNEMN U NOAAEPMHKKY pacnpeaeeHHbIX XpaHWUuLL,
ntoboro obvema.

5e3OI'IaCHOCTb n HCI)O pN\a L||V| M. cucrema 6esonacrocty sawmwaet

LLeNIOCTHOCTb AaHHbIX B TeYEHME BCErO UX }KU3HEHHOrO LMKAa, OT CO34aHMA M COMNacoBaHus, 40
yTBEPKAEHUA, NYBANKALMM, apXMBALMM UMW YAANEHUA

OTKp bITOCTb- Cuctema obecneumsaet NPOCTYO MHTEerpaumnio C passiMyHbiMn

APUNOKEHUAMUN U MHd)OpMaLI,VIOHHbIMM cnctemamum

ABTOMaTM3aUMA busHec-n POLECCOB. MrHosetHas paccbinka

AOKYMEHTOB Ha O3HaKOM/IeHUe, paCCMOTpeHUe, UCNoHeHne 6e3 NPUBA3KU K reorpa¢w-|ecr<omy
MeCTYy HaxoXxaeHuna nonb3osaTenem.
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17.04.2013

Pa3ButMe MHGOPMaALMOHHOIO
MeHeKMEHTA

*  ViKe ceryac 04eBUAHO, YTO JasibHelLIee Pa3BUTME KOPNOPATUBHOM CUCTEMbI 4OKYMEHTOO60poTa
LO/MKHO BbITb CBA3AHO C COBEPLUEHCTBOBAHWEM YNPABAEHUYECKUX MPOLEAYP U Pa3BUTUEM
MHPOPMALIMOHHOTO MEHEKMEHTA.

. Peanusauum ®epepanbHoit Lenesol nporpammbl “3nekTpoHHan Poccus (2002-2010 roapl)” ctana
OCHOBOM A1 GOPMUPOBAHUA B POCCMM CUCTEMbI MEKBEAOMCTBEHHOTO 3/IEKTPOHHOIO
AOKYMEHTO060pOTa M NOBbILLEHWA YPOBHA MHPOPMALMOHHOTO obecneyeHns ynpaBaeHUA B LLEeJIOM.

¢ [lonHOUEHHOE pelieHre Npobaembl ynpasneHusa 4OKYMEHTaLMel HeBO3MOXXHO 6e3 npaBoBoro
obecneyeHus. YcuneHve ponu npasa B COBPEMeHHOM Poccum ABASETCA HEOBXOAMMbIM YCNOBUEM
3¢pEKTUBHOCTM roCyAapCTBEHHOTO YNPaB/IEHHUS.

e 06nacTb MHGOPMALMM N AOKYMEHTALLMU B NOCAEAHMNE roAbl CTasla CAMOCTOATENIbHBIM 06 bEKTOM
NCcCNefo0BaHNI yHeHbIX-NpaBoBesos, cPOPMMPOBaANACh AaxKe HOBAA OTPACNb — UHPOPMALIMOHHOE
npaso.

*  YnpaBneHue JOKYMeHTaLMel Kak GYHKLMA MEHEAKMEHTA OCYLLECTBAAETCA B OPraHU3aLmMaAX B
YCNOBUMAX NpOLEecca NPUHATUA PELLEHWUI NO JOCTUNKEHWUIO BbIBPAHHOW Lean. UMeHHO noaTomy
ynpaB/ieHne AOKYMEHTALMEN TECHO CBA3AHO C NPobaemMammn MeHeKMEeHTa, OpraHU3aLMOHHbIMMU
CTPYKTYpamu, BONPOCaMmn NPOEKTUPOBaAHUA MHGOPMALMOHHBIX CUCTEM YNPABAEHWA, UX BHEAPEHMUA
M 3KCNAyaTaLuu, C aBTOMaTM3aLumeit ynpaBieHYecKMX NpoLeayp v NpoLeccos.

e CoBpemeHHble UCCNe0BaHNA MO MEHEAKMEHTY OPraHU3aLMii MOKa3blBalOT OrPOMHOE 3HaYeHne
paumoHanbHoM 06paboTKM MHOOPMALLMM ANA [OCTUHKEHWUA CTPATENMYECKUX U ONEPaTUBHbIX Lienei.

. Fno6annsaums MMPOBbIX IKOHOMUYECKMX, COLMANBHBIX M MHHOPMALMOHHbBIX MPOLLECCOB NPSAMO
B/IMAIET HA KAYeCTBO ynpasneHuna. MeToabl pelleHns 3a4a4 yNpasieHus B OpraHM3aLmax Ha poHe
COBPEMEHHbBIX Fe0NOIUTUYECKUX PEATUI U C yYETOM Pa3BUTUA MHGOPMALMOHHOTO 0bLLecTBa
OTpakeHbl B PAAE KPYNHbIX MOHOTPadUUECKUX UCCNEA0BAHUNI U CTATbAX, COBPEMEHHbIX y4eBHUKax
OTEYECTBEHHbIX U 3aNafHbIX CNELMANNCTOB.

Tema 1.2 [TPUHLMMNBI SNEKTPOHHOTO
ANOKYyMeHToobopoTa
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[EEN

LNV AEWN

11.
12.

13.

[NlnaH nexkumn 2

INEKTPOHHDIV JOKYMEHT U 3/IEKTPOHHbBIM JOKYMEHTOO60POT: OCHOBHbIE
MOHATUA.

®YHKLUMM cUCTEM aBTOMATM3aLLMM AEeN0NPON3BOACTBA.

Coaep:KaHue npoLeaypbl NONYYEHUA U NEPESAYM NOTOKOB LOKYMEHTOB.
Mpoueaypa 06paboTKM BXOAALLMUX U BHYTPEHHUX AOKYMEHTOB.

Mpoueaypa 06paboTKN UCXOLALMX LOKYMEHTOB.

CocTaB U coaepkaHue npoLeypbl KOHTPONA UCTIONIHEHUS AOKYMEHTOB.
CopepskaHue npouesypbl GOPMUPOBaAHWA AEN U CAAYUN AN B APXUB.

Knaccbl 1 cTpykTypa MHGOPMALIMOHHOW CUCTEMDI.

TpeboBaHWsA, NPUHLMMbI CO34aHUA 3NEKTPOHHON cucTeMbl. O6LLas
Knaccudumrauma C3/.

KoHuenuma ynpasaeHna KOpnopaTMBHbIMKU MHPOPMALMOHHBIMU pecypcamm
ECM (Enterprise Content Management).

CTPYKTYpa U KOMMOHEHTbI CUCTEMbI 3/IEKTPOHHOIO AoKymeHToobopoTa (CIA).
CocrasnsatoLLme cucTeMbl yNpaBaeHUA AOKYMeHTaumen Ha ocHose C3/: -
TEXHO/OTUA (Ha OCHOBE COBPEMEHHbIX KOMMbIOTEPHbIX KOMMJ/IEKCOB); -
KOpropaTuBHbIE MPaBu/Ia CO34aHUA U UCNONb30BaHUA UHPOPMALMOHHBIX
pecypcoB (M UX 3aKpenieHne B pacnopsaauTeNbHbIX JOKYMEHTaXx); - MCUXONOorus
nonb3oBaTtenemn u nx obyyeHue.

TpeboBaHMA K aBTOMATU3NPOBAHHbIM CUCTEMAM YNPaBAEHNA AOKYMEHTaLMeN

HenpepbiBHbIN POCT 06BEMOB AOKYMEHTAL MM
BO BCeM Mupe, Bce bonee WMpoKoe
NPUMEHEHME 3NEKTPOHHO-BbIYNC/IUTENBHOM
TEXHUKN Npun 06paboTke nHpopmaumu,
MCNO/Ib30BaHME HEBYMAXKHbIX HOCUTENEN U
Apyrne o6beKTUBHbIE GaKTOPbl NPUBOAAT
CNeunanncToB K BbIBOAY O HE06xoaMMoCTH
MOMCKA HOBbIX BO3MOXHOCTEN OB/IalEHUA U
ynpaB/ieHUA JOKYMEHTUPOBAHHOM
nHpopmaumen.
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[Nna coBpeMeHHOro OKYMEeHTOBEAEHMUSA BayKHbI UCCNeA0BaHUA
BO3MOXHOCTEW COBPEMEHHbIX MHGOPMALMOHHbIX TEXHOOTUI C
TOYKM 3PEHUA UX UCMOJIb30BAHUA B YNPaBAEHUN LOKYMEHTaLMEN.
HeobxoaMmbl aHaNM3 HaKOMEHHbIX AOCTUKEHWUI B 061aCTH
TEOPMM U NPAKTUKU SOKYMEHTOBEAEHUSA, BbIIBIEHNE TEHAEHLUNA MX
OanbHenwero pasBMTUA U NoJlyYeHMe Ha 3Tol 6ase HOBbIX Hay4HbIX
pe3ynbTaTos.

PeweHne npobaembl ynpaBneHUA AOKYMEHTALMEN B COBPEMEHHbIX
YCNIOBUSIX NO3BOINT LiesieHanpaBaeHHo ¢opmuMpoBaTb
MHPOPMaLMOHHbIE PecypCbl OpraHusaumini, obecneynTb mx
3ppeKTUBHOE PYHKLMOHMPOBAHME, a TaKXKe OTKPbITb AOCTYN
noTpebuTensim K MUHGOPMaLMOHHbIM Pecypcam ¢ HaMMeEHbLIMMMU
3aTpaTamum BPeEMEHW, TPyAa U CPeacTB.

enonponssoacteo

ABTOMATU3aLMNA 0EN10NPON3BOACTBA ABNAETCA
OZHMM M3 BaXKHbIX LIAroB Ha NyTX CO34aHMA
KOpPNOpaTMBHOM MHPOPMALLMOHHOWN CUCTEMbI, TAK
KaK NO3BONAET OPraHM30BaTb eANHYO pabouyio
obnactb ansa onepaTtMeHoOro obmeHa
OOKYMEHTaMM.

ABTOMaTM3aLMA AeN0NPON3BOACTBA peannsyer
Takue Hanpas/ieHUs AeNonpPou3BoACTBa, KaK
AOKYMEHTO060pOT N apXMB AOKYMEHTOB.
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ABTOMaTM3aUMUA
AOKymeHToobopoTa
HanpaB/ieHa Ha:

ONTUMM3ALMIO KOHTPOA Haj, AOKYMEHTOMOTOKaMM
KOMMaHWu;

co3gaHune egmMHOMN paboyen 061acTU KOMMYHUKaLMK
MeXKAy COTPYAHMKAMK;

OopraHn3aunto UEHTPAIN30OBAHHOTO pa3dmeLlleHnA
wabnoHoB AOKYMEHTOB;

CHUXKeHMe 06bemoB py4yHOro BBoaa U aybnmposaHuma
nHopmaumu;

dopmmnpoBaHME NPOCTON U OTNAXKEHHOM CUCTEMDI
COrIaCoBaHMA LOKYMEHTOB;

NnoBbllWEHNE NPOAYKTUBHOCTU paboyero npouecca.

INEKTPOHHbIN AOKYMEHT

DNEeKTPOHHbINA AOKYMEHT — 3TO NoHATUE 6osiee WMpPOKoe, YeM NPOCTO
3NEKTPOHHbI 06pa3 ByMasKHOTo OKYMeEHTa.

CroZia BKNIOYAIOT HEKMIA HAabop AaHHbIX (TeKCT, rpaduyeckoe
BMAEON306pakeHne, ayan03anmnch), Co3aaHHbIN C MOMOLLLIO KOMMboTepa
NN COXPAHEHHbIN Ha HEM. ITOT Habop CONPOBOXKAAETCA KAPTOUKOM C
aTpmbytamu (NnogobHO KapToTeKe KHUT B 6MBAMOTEKE), N0 KOTOPbIM
AOKYMEHT MOXHO BbICTPO HalTK (Ha3BaHMe, aBTOP, AaTa CO34aHUA U T. M.).

FOCT P 2.051-2006: 31ekmpoHHbIii doKymeHmM: [JoKymeHM,
8bIMOIHEHHbIU KAK CMPYKMypupo8aHHsili Ha6op 0aHHbIX, C030a8aEMbIX
po2paMMHO-MexXHUYEeCKUM cpedcmeomM u cocmoawuli uz 0syx yacmedli:
PEKBU3UTHOM, coaepKallen naeHTuouLmMpyowme aTpubyTol (MM,
BPEMS U MECTO CO3aHUSA, AaHHble 06 aBTOpe U T.4.) U 3/IEeKTPOHHYIO
uMdpoByo NognNuch;

coaep)KaTeNlbHOM, BK/IOYaIoLWel B cebs TEKCTOBYIO, YNCI0BYIO U/UK
rpadpuueckyto nHpopmawumio, Kotopas obpabaTtbiBaeTcA B KayecTse
eaMHOro Lenoro.

UM (FOCT P 2.051-2006) - HeoTbemMeMas 4YacTb PEKBU3UTHOM YacTu [,
npegHasHayeHHas gNs yA0CTOBEPEHUA U NOATBEPKAEHUA ero
NOANMHHOCTU U LLEeNIOCTHOCTM.
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INEeKTPOHHAA NoANUCH

*  3neKmpoHHasA yugpoasas nodnuce (ILI) — PeKBU3UT INEKTPOHHOTO AOKYMEHTa, NpeAHa3HauYeHHbIW Ans
3aLUMTbI AAHHOTO 3NEKTPOHHOIO AOKYMEHTa OT NOAAENKM, NONYYEHHbIW B pe3y/ibTaTe KpunTtorpaduuyeckoro
npeo6pa3oBaHna MHPOPMALMK C UCMONb30BAHUEM 3AKPBITOTO KNHOUA 31EKTPOHHOM LndpoBOM NoAMUCHU 1
no3BONALWMIA MaeHTUdULMPOBATL BNageNbla cepTUdMKATaA Ktoua NOAMUCH, a TaKKe YCTaHOBUTb
OTCYTCTBME UCKAKEHWUA MHPOPMALMK B 31EKTPOHHOM JOKyMeHTe (PeaepanbHblit 3akoH «O6 31eKTPOHHO-
uvdposoit noanucu»).

e C1wuona 2012 roga npekpaTun aeicteoBatb PeaepanbHblii 3akoH Ne 1-d3 «O6 anekTpoHHOM undposoi
nognucu». Ha ero mecto npuxoaut ®PepepanbHblii 3akoH N2 63-P3 «O6 aneKTPOHHOM nognucKn». Bmecto
3/1eKTPOHHOW UMbpPOBOI NognNucK ByayT MCNONb30BATLCA duyup HHaA U puyuposaHHas
3/1eKMpPOHHbIEe noodnucu.

e ®depepanbHblil 3aKoH Poccuiickoit ®epepaumm ot 6 anpens 2011 r. N 63-®3

¢ "O6 anekTpoHHOI1 noanucun" - 1) anekmpoHHas nodnuce (3M)- HGopMaLuA B 31EKTPOHHOM dopme,
KOTOpan NpMcoeanHeHa K apyrov MHGopMaLLMmn B 3NeKTPOHHOM dopme (nognucbiBaemor MHGopmaLmm) unm
MHbIM 06Pa30M CBA3aHa C Takoi MHbOPMaLMel 1 KoTopas UCMOJ/b3YeTca ANA ONpeseeHns Mua,
NoAMMUCHIBAIOLLErO MHPOPMALIMIO;

e 2) cepmucpukam Karo4a NPoeepKuU 3AeKMPOHHOII NOANUCU - SNEKTPOHHbIN SOKYMEHT UM SOKYMEHT Ha
6yMaskHOM HOCUTENE, BblAaHHbIE YA0CTOBEPSAIOLMM LLEHTPOM NM60 A0BEPEHHBIM IMLOM YA0CTOBEPAIOLLETO
LLeHTPa 1 NOATBEPKAAIOLME NPUHALIENKHOCTb KAtOYa MPOBEPKM INEKTPOHHOM NOANMCHK BRadenbLy
cepTudMKaTa K/1toua NPOBEPKM 31EKTPOHHOM Noanucu;

*  5) KAtoY 31eKMpPOoHHOI MOONUCY - YHVUKaNbHAA NOC/NeL0BaTEIbHOCTb CUMBO/IOB, NPeAHa3HauyeHHan ans
CO34aHUA 3NEKTPOHHOW NoANucK;

*  6) K04 NPOBEPKU 31€KMPOHHOU NOOMUCU - YHVKANbHAsA NOCNe40BaTENbHOCTb CUMBOJIOB, O4HO3HAYHO
CBA3aHHAA C K/KOYOM 3/1EKTPOHHOM NOANMUCH M NpefHa3HaYeHHas 418 NPOBEPKM MOAMHHOCTM 31IEKTPOHHOM
noanucu (Aanee - NpoBEpPKa 3/1EKTPOHHOM noanucw);

e Cratba 3. (3 P® om 6 anpens 2011 . N 63-®3) Mpasosoe peayauposaHue omHoweHuii 8 o6aacmu
ucnonb308aHUA 31€KMPOHHbIX nodnuceli

KBannounumpoBaHHaA n HekBannduLUMpPoOBaHHaA
3/1eKTPOHHAA NOANUCH

noanuce n

. MpuHATLINA 6 anpens 2011 roaa 3akoH Ne 63-®3 "O6 aneKTpoHHOI NoANUCU" CYLLLECTBEHHO N 06nactb mcl 3/1EKTPOHHO i noanwucu,
KOTOpan paHee Gbi1a OrpaHMYEHa PaMKamM¥ TP AaHCKO-NPAaBOBbIX OTHOWEHMIA. Tenepb 3 ANA MAEHTUGUKALMN IOPUANYECKOTO MM GU3NYECKOTO MUA MOXKET
MCNO/Ib30BATLCA B OAHOM TPEX GOPM:

. ® NPOCTas 3NeKTPOHHAA NOANKCH;
. .
. . ETLR
- noonuce, nocpedcmeom uc K00o08, naponel unu uHbIX cpedcme ¢akm
i nodnucu AUYoM.
Y 311, koTopas:

1) nonyyeHa B pesynbTate KpUnTorpaguueckoro npeo6pasosaHna MHHOPMaLMK C UCTIONL3OBAHMEM K/KOUA 3NEKTPOHHOM NOANMCH;
2) N03BONAET ONPeAeNUTL MO, NOANUCABLIEE 3NIEKTPOHHbIM AOKYMEHT;

3) no3BoNAET 06HAPYKUTb GaKT BHECEHUA U3MEHEHMNI B 3NIEKTPOHHDIN JOKYMEHT NOC/Ie MOMEHTa ero NoANuUcaHus;

4) cO3AaeTCA C UCNO/b30BaHNEM CPEACTB 3N1eKTPOHHON NOANMCH.

YeunenHas keanugpuyuposanHas 31 - 31eKTPOHHAA NOANMCh, KOTOPAA COOTBETCTBYET BCeM b # 3NEKTPOHHOM NoANMCH 1
C/lefyIoUMM [ONONHUTENbHBIM MPU3HAKaM:
. 1) KNIOY NPOBEPKM INEKTPOHHON NOANNCH YKa3aH B ¢ ceptuduKare;
. 2) ANA CO3AaHMA 1 NPOBEPKY 31EKTPOHHOI NOANMCH UCNIONL3YIOTCA CPE/ACTBA 3NEKTPOHHOM NOANMCH, NONYYMBLIME NOATBEPKAEHUE COOTBETCTBUA TPEGOBAHMAM,
yCTaHOBNEHHbIM B cooTBeTcTBUM ¢ Ne 63-33.
HauBosee BbICOKO CTENEHBIO 3aLMUIEHHOCTI 06aaaeT nodnuce (K3M), BOCTOBEPHOCTL KOTOPON NOATBEPKAEHA
c MoNY4MTb €€ MOXKHO TONbKO B aKKPEAUTOBAHHBIX FOCYAAPCTBOM Y/AOCTOBEPAIOWMX LUeHTPax. MoAnmucaHHbIi
KBA/MGULMPOBAHHON NOANMCBIO 3NEKTPOHHBIN OKYMEHT A TENbCTBOM K C MOANMCBIO M MEYaTbIo, @ aKKPeAUTOBaHHbIe YL|

BbICTYNaIOT rapaHTamMu NOAAMHHOCTH KIM.

KeanndnumnposaHHas 31eKTPOHHaA NOANMCL NPEAOCTaBAAET BO3MOXHOCTb IOPUANHECKNM U GU3NYECKUM 1MLaM OTNPaBAATL MO CeTU UHTePHET OTYETHOCTb B HaNOTOBbIe
opraHbl, 6aHKOBCKME W MHble AOKYMEHTbI. OHa Takxe ABNASTCA HEOBXOANMbIM YCNIOBUEM ANA PaBOThl C NOPTaNaMM roCyc/yr v roCyAapCTBEHHBIX 3aKYNOK, NPUHUMaeTCA
8 C1CTeMe 3/1eKTPOHHOTO TBEHHOTO iicTBmS,

[loKymeHMUpoBaHue UHOPMAYUU ABNACTCA 0BA3ATENbHBIM 3 pecypcbi. [lokyMeHTMpOBaHNe MHGOPMaLMM

OCYLECTB/IAETCA B MOPAAIKE, YCTaHaB/IMBA@MOM OPraHamu rocyJapCTBEHHOM B1ACTH, OTBETCT 3a 0pr: Ae. ACTBa, CTaHAAPTM3aLUMIO

AOKYMEHTOB U UX MaccuBoB, 6e3onacHocTb Poccuiickoin deaepaumm.

. y i us i ii cucmembl, P yI0 cuny nocse e2o nodnUCaHuA GONHHOCMHBIM
/IUYOM 8 NopAOKe, YCTAaHOB/IEHHOM 3aKOHOAATeNbCTBOM Poccuiickoil deaepauny.

. Op cuna {F 0, 06pabari un ‘0 C NOMOLLbIO aBTOMAT HHBIX U
TENeKOMMYHMKALIMOHHbIX CUCTEM, MOXET NOATBEPXK/ATLCA INEKTPOHHON NOAMNCHIO.

. 0pi cuna ii nodnucu npu Hanu4yuu e i i
cpedcme, obec NOANUCK, U C c pexuma ux ucno, ma.

. Mpaso me if MOdNuCU OCYWECTBAACTCA HA OCHOBAHUM MMLEH3MM. NOPAAOK BbIAAYM MLEH3MIT OnpeaenseTca

3aKoHoAaTenbcTBOM Poccuiickoin deaepauuu.
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INEeKTPOHHbIN AOKYMEHTOObOpPOT

Mog, 3NeKTPOHHbIM LOKYMEHTOO60POTOM (uam 30) NOHUMAETCA CNocob
opraHM3auumn paboTbl ¢ LOKYMEHTaMM, NPy KOTOPOM OCHOBHAaA Macca
[OKYMEHTOB opraHMsaumum (npegnpuatna) MCNonb3yeTcs B 31eKTPOHHOM BUAE U
XPaHUTCA LLEEHTPAIM30BAHHO B TaK Ha3blBaeMbIX 3/IEKTPOHHbIX apxuBax (JA),
CBOEO0HPA3HbIX MHOOPMALMOHHbIX CKNAAAX, UM XPAHUAULLAX SAHHBbIX.

INEKTPOHHbIN [OKYMEHTOOHOPOT MOXKET BbITb BHYTPEHHWM U BHELLHUM, U 3TO HaNaraeT onpeaenéHHyo
cneunduKy Ha MHPOPMALMOHHbIN 06MeEH.

CootsetctBeHHO MO/, cucTemon 3/1EKTPOHHOTIO AOKyMEHT0060p0Ta (Caﬂ,) B Y3KOM
cmbicne MOHMMaETCA NporpammHoe obecneveHune (komnbloTEpHasA Nporpamma, cucTema),
KOTOpOe NO3BOJIAET OPraHN30BaTb pa60Ty C 9N1EeKTPOHHbIMU AOKYMEHTAMU
(cospaHune, M3MeHeHMe, NOUCK, XpaHeHue), A TaKXKe B3aMMO,CI,e[;1CTBVIe mexay
COTPpyAHUKaMU: nepenavyy AOKYMEHTOB, BblAavy 3a,a,aHm71 (pacnopseHuiA, nopy4YeHui)
N KOHTPO/1b 3@ HUMMW, oTnpaBsKy yBeAOMNEHWI U T. M.

B 6onee wupokom cmbicne nog C3/, noHnmaetca COBpEMEHHaA OpraHM3aLmMoHHO-
TeXHONOrn4yecCKaa CTPyKTypa, NPOHMN3biBakoLaA BeCb I'IpOVI3BO,CI,CTBEHHbIl7I
OpraHM3m, BKAtO4YakoLWwana B cebau NPOrpaMmMHyto, N TEXHUYECKYIO, N
MeTOA0N10rMYeCKyro COCTaBAAKOLLYHO, a TaKXKe OpraHn3aunoHHble U HOPMATUBHO-

NpaBOBble ACMeKTbl. 3Ty cnuctemy MOXKHO CPaBHUTb C KKPOBEHOCHOW CMCTEMOI» KOMMNaHMK. 3aTOpPbI B
[ABVXKEHUM LOKYMEHTOB, UX MOTePA U 06MeH «HecBexel» (ycTapesLuel, HeaKTyalbHOM, HeA0CTOBEPHOM)
MHdOopmMaLMeit, B KOHLE KOHLOB, CTAHOBATCA MPUYUHOMN «3abonesaHus opraHmama». Tpombbl, 3aKynopKa
COCYA0B, KaHaN0B MHGOPMaLMOHHOTO 0BMeHa NPUBOAAT K Koanancy.

INEKTPOHHbIN AOKYMEHT U
3NEKTPOHHbIN AOKYMEHTO0OOOpPOT

YacTb «0UCHO-KaHLENAPCKMX onepaunin» ¢ «bymaramm» cerogHs
aBTOMaTM3NPOBaHbI, MepPCoHa/IbHble KOMMbIOTEPLI B HaLLe Bpems nmeeT
npaKkTnyecku nobas ysaxarwowan ceba pupma. Bnpouem, ecav He 6path B pacyér
He TPOHYTble UMBUAMU3ALMEN «KMeaBEeXKbMN YIONKN» Poccuum, rae u anekTpuyectsa-
TO 40 CUX NOP HEeT, BCTPEYAOTCA BapnaHTbl, KOraa HeKoTopble Gupmbl u
KOMMbIOTEPaMM He Mo/b3YHOTCA (BO BCAKOM C/lydae, ANS 3TUX Lenen).

Ho B HbIHELLIHMX YCIOBUAX KOHKYPEHLMM U pbiHka MHPOPMaLMA ABAAETCS
OAHUM U3 BaXKHEMNLLMX PECYPCOB, OCHOBHbIM KannTasiom
KOMMaHUW.

Yem 6onblue pazHoobpasHbix «paboumx AaHHbIX» (JOKyMeHTOoB, GaiioB 1 np.) no
ncTopum paboTbl KOMMNAHUK COAEPMKUT B CBOMX «3aKPOMax» MHPOPMaLIMOHHanA
CUCTEMA U YEM OHM NyyLLE OPraHW30BaHbl U yNpasaseMbl, TEM CaMa KOMMNaHusA
OKasblBaeTcsi 60/1ee KOHKYPEHTOCNOCOOHOM, 3aLULLLEHHOM U HE3aBUCUMOW MpU
yTpaTe NOACKMX PecypcoB (yBOIbHEHMSAX, Nepexoaax) v B 6onbluel cteneHu
3aCTPaxoBaHa OT NOTEPU KAMEHTOB, NapTHEPOB, YacTh bU3Heca, NOTeHLUMaNbHO
BaYKHbIX JOKYMEHTOB M Mp.
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INEeKTPOHHbIN AOKYMeHToobopoT

[na paboTbl C 3NEKTPOHHLIMUN AOKYMEHTaMM B Poccum Ha
NPOTAXEHUU MHOTUX N1eT Hanbosiee aKTUBHO UCMOJIb3YHOTCH
CUCTEMbI, KOTOPbIE MOYKHO OTHECTU B OCHOBHOM

K ABYM Kaaccam:

CUCTEMbI 3/IEKTPOHHbIX apxmneoB (CIA) n
CUCTEMbI 3/1IEKTPOHHOrO AOKYMeHToobopoTa (C3/).

HekoTopble aBTOpbI NpeanaratoT BblAENATb eLé 0aMH Knacc,
MHTEPECHbI UMEHHO AN1IA POCCUNCKUX NONb30BaTENEN, —
CUCTEMbI 3/IEKTPOHHOIO AEeN0NPON3BOACTBA, — W, YTODbI
He NyTaTb C NocneaHNUMMU, Ha3biBatoT ux CL1D — cuctemol
0,e/10Mpou3BOACTBA 3/IEKTPOHHbIE. Ho B NnpuHuMne
oTeyectBeHHble C3/[], KaK NpaBuM/I0, BKAOYAIOT B cebA 1 3Tn

byHKUMM.

CDYHKLI,I/II/I Cnctem aBtTomaTmlaummn aenonponssoacrtea

DT ovn | e

1

CO3IaHHe JIOKYyMEHT MOXET CO31aBaThCsI THO0 CAaMOCTOSTEILHO B COOTBETCTBYIOIIEM PEIAKTOPe (TEKCTOBOM,
JIOKYMEHTa rpadugecKom), TMO0 Ha OCHOBE MOATOTOBICHHBIX MAGIOHOB.

J171s1 KaXKI0TO YUETHOTO TOKyMEHTa (pOpPMHpPYETCs PErUCTPpalOHHO-KOHTpoIbHas kapTouka (PKK), B

PEruCcTparus KOTOPYIO 3aHOCATCS CBEJCHHUA O JOKyMEHTE. PerncTpupoBaThcs MOTYT Kak MOCTYMHMBIINE M3BHE, TAK H
JIOKyMEHTa CO3JIaHHbIE BHYTPH OPraHU3allii JTOKYMEHTBI.

THChMa U XapaKTepu3yeTcs TeM, YTO CBA3YIONIMM HayajloM MaKeTa JOKYMEHTOB SIBIAETCS a/[pecar - OTIPaBUTENb,
obpareHus JlaXke B TOM CITydae, €CJIH OH MUIIET 110 Pa3HbIM BOIIPOCAM.

TpaxIan

peIeHus u TeXHOIOT sl PErUCTPALHH, 06PAOOTKH M KOHTPOIIS PACTIOPSAUTENBHBIX JOKYMEHTOB: BHEIIHHX —

PpactopsKeHus TIOCTAHOBIIEHHH, YKa30B, PAaCTIOPSKEHUH BBIIIECTOAIMX OpraHU3alHif; BHYTPEHHHUX - IPOTOKOJIOB,
HPHUKA30B, PACIOPsDKEeHHIT. OTIMYACTCS OT TEXHOIOTHH 00pabOTKU MEPENUCKH TEM, YTO Ha KOHTPOIIb
CTaBUTCS HE TOJILKO JIOKYMEHT B LIEJIOM, HO M OTIEIbHBIE ITyHKTBI, TIEPENICKA U KOHTPOJIb BEAETCS MO
KaXIOMY M3 HUX B OTACIEHOCTH.

paboune manku TlonsATHE MaNKK UCTIONB3YETCA B CUCTEME JUTs 0OOBEIMHEHHS IOKyMEHTOB MO ONPEIEICHHBIM MPU3HAKAM.

TIONb30BATES IIpudewm, 3a9acTyio B IanKke XpaHUTCS HE caM JOKYMEHT, a CChUIKa Ha Hero. [op30BaTens MOXET CBOM
paboume Mmarku Co3/1aBark, yIauiTh 1 0OMEHUBATLCA MMM C JIPYTHMH T10JIb30BATENAMH.

KOHTPOJIb Peanmsyercs KOHTPOIIb HCTIONHEHHS JIOKYMEHTOB, KaK Ha YPOBHE aBTOpa PE30JIOLMH, TaK U

HCIIOTHEHHS LEHTPATM30BaHHBIH KOHTPOIIb C BO3MOKHOCTBIO (JOPMUPOBAHHMS CBOIOK 00 MCIIONHEHHH KOHTPOIBHBIX
JIOKyMEHTOB. I1p1 KOHTpOJIE HCTIOHEH S PACTIOPATUTENBHBIX IOKYyMEHTOB Ha KOHTPOJIb CTABUTCS HE
TONBKO JOKYMEHT B IIEJIOM, HO H OTJEJIbHBIC MyHKTEI.

00paboTka 1 K perucrpannoHHoi KapToYke MOXKET OBITh "MPUKpPEIUIeHo" 1000e YUCIIo (ailiioB, COREpIKAIINX
XpaHEHHE COOCTBEHHO JJOKYMEHT B KOMIBIOTEPHOM (hopMe mpeICTaBICH S (HAIPUMEp, TEKCT, ayHo WX
COOCTBEHHO BHJleoMaTepHal u T.4.). CucTeMa 10JDKHA 00/1aaTh BOSMOXKHOCTBIO CIUSHHS JOKYMEHTOB, [O3BOJISIOMICH
JIOKYMEHTOB CBOJIUTB BOEMHO OTACNIbHBIE (haliIbl TEKCTOB U rpauky, HOpMHUPYs 3aKOHUEHHBIH TOKYMEHT.

CoBpeMeHHBIE CHCTEMBI, B TOM HIIM HHOM BHJI€, 00€CIIEYHBAIOT YIPaBIeHHE OyMaKHBIMH JIOKYMEHTAMU
(OHH, KaK MPABHIIO, 3aPETUCTPUPOBAHBI B APXMBE, HO MX TEJI0 HAXOAUTCS HA BIIOIHE MAaTEPUANILHOM
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8

pabota ¢
B3aUMOCBSA3aHHBIM
U JOKYyMEHTaMH

JBHKECHUE
JIOKyMEHTOB, BBOJ
pesomonuii u
3aMevaHni

(byHKIHOHHPOBAHH
€ BIIOJKCHHBIX
TIOJICHCTEM
OTCJICI)KUBAHUE
BEpPCHi OJTHOTO
JIOKYMEHTa

YYET HOMEPHBIX
JIOKYMEHTOB
pacmpe/ieieHHas
obpaborka;
OTIpaBKa
JIOKYMEHTOB
(routa)
aBTOMATHYECKas
pacchbiika
COOOLICHHUI 1
YBEIOMIICHHUIA.
Cucrema
T103BOJISIET
(opmupoBarh

CIIMCKH PACCHLIKH.

CDYHKLI,I/II/I CUCTEM aBTOMATN3aLNN AeNONPOoOnU3BOoaCTBA

TlonepuBaeTCs BO3MOKHOCTb YCTAHOBIEHUS CCBLIOK MEKJTY PErMCTPAMOHHBIMM KAPTOUKAMH JIOKyMEHTOB,
CBSA3aHHBIX TEMATHYECKH, OTMEHSIONIMX WU IOTOMHSAIOIINX APYT JPYra, OBTOPHBIMU 1 T.71. PaboTas ¢
JIOKyMEHTOM, BCET/Ia MOXKHO MPOCMOTPETH BCIO MEPEMUCKY T10 BOMPOCY, €€ UCTOPHIO, Pa30C/IaHHbIE KOUH
KapTOYeK 10 JPYruM MOJpa: MMEst MIHC i 10CTYN K KaK/10H HHTEPECYIONIEH KapToUKe.

Mexanusm aBuskenust Jokymentos (workflow), obecneunBaer 06paboTKy U nepeaady J0KyMEHTOB MEXLY
NOJIb30BATC/ISIMH CUCTEMBbI. le/l 3TOM OCHOBAHHUEM JUTSA ABTOMATHYECKON nepeaadu JOKyMeHTa OT OAHOIO
JIOJKHOCTHOTO JINL[A IPYTOMY SIBIAETCS (DAKT BEIHECEHUs PE30IIONUHU MK (hakT ohopMIeHUs oTueTa 00
MCHOJHEHHH JIOKYMEHTa. MapIipyTu3aius ABUKEHHS JOKYMEHTA MOXKET ObITh KECTKO 3aJaHHOMH MIIM MOKET
3a71aBaTbCs M0JIb30BATEIIEM. HyTl: TPOXOXKACHHUS TOKYMEHTAa C MOMEHTA NEpPEaain €ro pyKOBOAUTEIIO HA
TIEPBUYHOE PACCMOTPEHME JIO CIIUCAHUS B 110 (PUKCHPYETCsl B 30HE HCIOIHUTENEH PEruCTPAMOHHOMN KapTOUKH.
B cucremy Aenonpou3BoACcTBa OPraHU3aLMI BXOJSAT [OACUCTEMBI OAPA3ACICHHIT ¢ CBOMMH (DyHKLMAMH (yder,
KOHTPOIIb, JIBUKEHHE JJOKYMEHTOB H JIP.).

Tlpu coBMecTHO# paboTe HECKOJIBKHX N0Jb30BaTENEH HAJl OTHUM I0KYMEHTOM, MHOTO BPEMEHH H CHJIl OTHUMAET
npobnema "Bepcuii" u nmpodaema "Konuii U OpUrHHAIOB'".

Vuer uCronb30BaHNs HOMEPHBIX I0KyMEHTOB. DOPMHUPOBAHHE OTYETHOCTH.

TTponecc 06paGOTKH JJOKYMEHTOB JIOJKEH ObITh €IMHBIM JUIs BCEX T10J1b30BaTENICH CHCTEMbI, HE3aBHCHMO OT
TEPPUTOPHAIIBHOTO PACIIONOKEH!s Pab0OUHX CTAHIMI, CEPBEPOB, CTENCHH UX YIaJICHHOCTH M HCIIONb3YeMBbIX
BHJIOB CBsi3u. [l oOMeHa HH(pOPMALMEH MEKILY TI0JIb30BATEISIMU B CHCTEME IIPEyCMATPUBACTCS IEKTPOHHAs!
1o4Ta, B QyHKLUH KOTOPOii BXOIWT: CIIy)KeOHAsH U JIMYHAs [IEPEINCKa;

CDYHKLI,I/II/I CUCTEM aBTOMATN3aLNN AeNONPOoOnU3BOoaCTBA

o . S

14

20

21

pabora uepe3
WHTteprer

MOUCK TOKYMEHTa
TI0 PEKBH3UTaM
KOHTEKCTHBIH
TIOHCK

apXMBHPOBAHHE
JIOKYMEHTOB

CIIHCaHHe
JIOKyMEHTa B
JIeno

BeJICHHE
croBapeii u
CNPaBOYHUKOB

CIIPaBOYHO-
AHAMTHYECKas
pabora;
TIOJTyYCHUE
OTYETOB
HACTpoiKa
CHCTEMBI

B cucreme peamisyercst Web- cepBep Jenonpon3BoACTBa, 00€CIedHBAOIIHI JOCTYI K JAHHBIM O
JIOKYMEHTaX M CAMHUM JIOKyMEHTaM C JIF000T0 JIOKAIbHOTO HIIH YIaJI€HHOTO KOMIBIOTEPA Yepe3 CETh
Internet (Intranet). IToap30BaTeNO IPEAOCTABISIETCS BOBMOXHOCTB 1S YOPMHPOBAHHMS 3a1POCa Ha
TIOHCK JIOKYMEHTa WJIH TPYTITIBI TOKyMEHTOB, 3apETHCTPHPOBAHHEIX B CHCTEME.

TTouck JOKYMEHTA MOXET OCYIIECTBIATHCS 10 PEKBU3UTAM, 10 TEME, 10 YKa3aHHBIM 3apaHEE KJIIFOYEBBIM
CIIOBaM.

CymeCTByer BO3MOXXHOCTB I[IOMCKA JOKYMEHTOB I10 KOHTEKCTY, TO €CTh I10 [IOJTHOMY 3HAaYCHUIO
TEKCTOBOTO TOJIs HJIH IO OTJAEIBHBIM CIIOBAM MJIM HX 4acTaM. ITpudyem mouck NpoM3BOAMTCS HE TONBKO B
PErHCTPAIHOHHO KapTOUKe, HO M HEMOCPEICTBEHHO B JIOKYMEHTE.

TTocne 06paboTKH, MOIMHUCAHHBIE JOKYMEHTBI OMEIIAIOTCS B apXHB. JIOKYMEHTBI U3 apXuBa
PENaKTHPOBATh HENb3sl, MX MOXKHO YHMTaTh MM yaansath. APM aqMMHICTPHPOBAHHUS aPXUBA IO3BOJIET
HACTPauBaTh PEKUMbI ADXUBHPOBAHHUS U BOCCTAHOBIIECHHS JIOKYMEHTOB, YCTaHABIIMBATh NPaBa JI0CTyNa K
apxuBaM

ITo 3aBepuienny paboThl Ha/l JOKYMEHTOM OH CITMCBHIBAETCS B JIeN0. Jlanee TokymMeHT 1100 nepeaercs
Ha apXMBHOE XPaHEHHE, TM00 YHUUTOXACTCS B COOTBETCTBHH C MPABHIIAMHI apPXMBHOTO XPAHEHHS,
TIPUHATEIMH Ha NPEANPHATHH. B aBTOMaTH3MPOBAHHOM CHCTEME CIIMCAHUE JIOKYMEHTA B JIETI0
OCYIIECTBIISIETCS ITYTEM 3aHECEHHS B PETMCTPALIMOHHYIO KApTOUKy COOTBETCTBYIOIIEH 3aIHCH.

K cnipaBoYHHKaM CHCTEMBI OTHOCATCS: MOJIb30BATENH, HOPA3/ICICHUS, OPraHU3alliH, TPAXK/IaHE,
TEMaTH4ECKHEe PyOPHKATOPBI JOKYMEHTOB, CTAHIAPTHBIC TEKCThI, HOMEHKIIATYPBI e, TPU(EI 10CTyna,
CIIMCKH PACCHUIKU. B HEKOTOPBIX CHCTEMaX MOXKHO CaAMOCTOATENLHO CO3/1aBaTh HOBbIE TAOIUIIbI
CIIPABOYHMKOB.

B cucreme popMupyIOTCS THIIOBBIE OTYETH! M TPadMKHU (CIPABKH, CBOJIKH, KYPHAIIbI, CIUCKH
JIOKyMeHTOB). Tak e MMeeTcs: BO3MOXKHOCTb 3arpyKaTh FeHeparop oT4eToB u rpaduxos. Ilpu pabore
PETHCTPHUPYIOTCS IEHCTBHA CHCTEMBI, NEHCTBHSA MOMb30BaTENEH.

Crenuanu3upoBaHHbIH HHCTPYMEHTApH MO3BO/SET B aBTOMATH3HPOBAHHOM PEXKHME CIIPOEKTHPOBATH
CHCTEMY, CTEHEPUPOBATh OTYETHBIE (POPMBI M CBA3H MEK/Ty HUMH, HACTPOUTH MEXaHU3MBI PETUIMKAIIMH,
HACTPOUTH MEXAHH3MBI JOCTYTIA K JaHHBIM.
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OTKPBITOCTh Cucrema moxer obecneunBats COM-unTepdeiic, Ipu 5ToM CTOPOHHHE Pa3pabOTINKUA MOTYT

CHCTEMBI HapamuBaTh BO3MOKHOCTHA CUCTEMBL COOCTBEHHBIMHA JOIIOJTHCHUSAMH. Bozmoxen BapuaHT
npHOOPETeHHs TeHePANbHOI JIMIEH3UH, TT03BOJISIONIEI BHOCHTh MOAH(DHKAILIMH B HCXOIHbIE
TEKCTHI. Hpeuocramme'rca HeOﬁXOL[I/IMaSI JOKYMEHTAllMs Ha CUCTEMY.

pernmamentanus  IlpaBa monp3oBaresis B CUCTEME PENIAMEHTHPYIOT KaK IIpaBa JOCTYMa K KapTOTEeKaM 1

IpaB JOCTyIa JIOKyMEHTaM B COOTBETCTBHH C UX rpudamu, Tak 1 HaGop GyHKIMI, TOCTYMHBIX JaHHOMY
MOJIB30BATEINIO (PEruCTpanis, peAAKTUPOBAHNE, CIIUCAHHUE JTOKYMEHTA B JI€J10, CHATHE C KOHTPOIIS
u T.11.). [Ipu HEOOXOAUMOCTH COTPYAHUKAM TOAPA3ACICHHI MOXKHO JaTh BO3MOXXHOCTh paboTarh
TOJIBKO C IOKYMEHTaMH CBOETO MoApa3aeieHus. JJOKyMeHThI IPyrux noapasaeaeHui OyayT um
HEJOCTYIHBI BOOOIIE MIIH JOCTYIHBI TOJIBKO ISl IPOCMOTpA

MacimTabupoBan PaboTocmoCOOHOCTE CHCTEMBI He TOMKHA 3aBUCETh OT YHCIIA MOIb30BaTeNeH, OT YPOBHS

HE CUCTEMBI BJIOKEHHOCTH CTPYKTYP.

JlenerupoBanue B cucteme mpeaycMoTpeHa dIeKTpOHHAs MOAMHUCH JOKYMEHTOB H PE30IIONUI Ha JOKyMEHTBL.

npasa moanucH  [Ipu HEOOXOMMMOCTH BOSMOKHO JICNIETHPOBAHKE MPaBa MOAMHUCAHHS OJHOTO JOKYMEHTA M
HaCTpOﬁKa ABTOMATUYECKOI'0 JACJIETUPOBAHUS IJIs1 BCEX NOKYMEHTOB, IOCTYMAKIIUX Ha MOANUCH

K PYKOBOJIHTEIIO.
3amura Ka)[(}:[()e paﬁoqee MECTO MOXET OBITh 3alAIICHO MapoJeM OT IMOMNBITKA HECAHKIIMOHUPOBAHHOTO
uHpOpMaLHU JocTyna K nHGOPMAIUH U BEIIOTHEHMS ASHCTBUIT OT JIMIA MOIb30BATEIIS.
COOTBETCTBUE CucreMa I0/DKHA COOTBETCTBOBATH CYIIECTBYIOIIEH AEIONPOU3BOACTBEHHON MPAKTHKE,
TpeOoBaHUAM MOJI€PKUBATh MOTHBIN JKU3HEHHBIH ITUKJI JOKyMEHTa B OPraHU3aLUH: OT €r0 NepBUYHOMN

JIEWCTBYIOMIUX pEerucTpamuu o cnucanus B Aeno. CucreMa JOIDKHA IIPONTH rOCYapCTBEHHYIO CePTHHOHKAILIHIO

Jenonpou3BoAcT Ha coorBercTBue 'OCTOB 10 1€710MPOH3BOACTBY.

BEHHBIX Co3aaHue CHCTEeM JeIOMPOU3BOICTBA JUIs OPraHU3aLMH, HMEIOMINX 0CO0bIe TPEOOBAHMS 1O

CTaH/IaPTOB. 3aluTe HH(POPMALINH, TIPOBOAATCS ¢ yueToM TpedoBanuii [ocrexxomuccun u GAIICH.
Heo6xoaumo 06ecneunTs COBMECTHMOCTD CHCTEMBI C JIFOOBIMHU CIEMAIBHBIMH CPEACTBAMHU
3aIIUThl HHGOPMALIMH, B TOM YHCIIE CEPTUGUIIMPOBAHHBIMHU, YTO O3BOJIUT COMIACOBATH €€
HCTIONB30BAHKE C YK€ ICHCTBYIOLUIMMHU CTaHAApTaMK 6e30MacHOCTH.

CopeprkaHue npoueaypbl NOAYYEHUA
N nepenayun NOTOKOB AOKYMEHTOB.

C TOYKM 3peHuns paboTHMKoB CAOY BblAENAIOT TPM OCHOBHbIX TUNA LOKYMEHTOB,

COCTaBAAIOWMX LLEHTPAN30BaHHbIV AOKYMEHTOO60POT:

* BxopAwme. 3TO AOKYMEHTbI, KOTOPbIE MOCTYNWUAN HA NPeANPUATUE OT BHELLUHUX
napTHepoB.

*  Ucxoaawme. O6bIYHO ABAAIOTCA OTBETOM OpraHM3aLmm Ha COOTBETCTBYHOLWMNE
BXOAALLME AOKYMEHT

¢ BHyTpeHHMe. Micnonb3ytoTcs 418 opraHMsaunm paboTbl npeanpuaTus.

*  Yepes CAOY NpoxoaaT He BCE BHYTPEHHME AOKYMEHTbI, @ TONIbKO Nepenmncka
Hanbonee KpynHbIX CTPYKTYPHbIX NogpasaeneHnii npeanpuaTma (0cobeHHo ecamn oHu
TEPPUTOPUANBLHO pacnpeseneHbl) U NpUKasbl pykoBoacTBa. Takke Yepes CAOY
NPOXOAAT BHYTPEHHWE AOKYMEHTbI, MOpOoXKAaloLwme ncxoaatme.

* B npoueaype npvema-nepenaqv 4OKYMEHTOB NPUHMMALOT y4acTUe TObKO BXoAsALLme
1 UcxoasaLLMe AOKYMEHTbl. BHYTpeHHME AOKYMEeHTbI Moc/ie perucTpaumm noctynaroT
PYKOBOACTBY Ha paccMoTpeHue.

* T[poueaypa 06paboTKM BXOAALLMX U BHYTPEHHUX AOKYMEHTOB npeaHa3HayeHa ans
KOHTPO/IA 32 NPABUJ/ILHOCTLIO MOCTYN/EHWUA KOPPECNOHAEHLMH No aapecy, 3a
NOJIHOTOM W LLe/IOCTHOCTLIO KOPPECnoHAeHUMM, ANA GUABTPALMKU NMOTOKOB BXOAALLMX
[OKYMEHTOB 1 NepeaspecaLmn Ux no HasHauYeHuo.
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BxoadALme AOKYMEHTbI NoaBepratoTca
cneayoLMM OCHOBHbIM onepauuam obpaboTKu :

* 3KCNeauUMOHHOM 06paboTKe;

* NEepPBUYHOMN PerncrTpauunm;

* WHOEKCMPOBAHWUIO AOKYMEHTOB;

* OTKpPbITUIO "PerncTpaumoHHbIX KapTo4yek";

* nepenaye Ha PacCMOTPEHUE PYKOBOACTBY.

Mpoueaypa 06paboTKM NCXOAALMX LOKYMEHTOB

BK/IIOYAeT B CBOW COCTaB psf, onepauuii No COCTaBAEHMUIO U PerucTpaumm AOKYMeHTOB,
nepBble TPU U3 KOTOPbIX BbLN PacCMOTPEHbI B Npeaplaylien npoueaype:

e paspaboTKa NpoeKTa 4OKYMEHTa B CTPYKTYPHOM NoApasae/ieHnu;

* COrnacoBaHMe NPoeKTa AOKYMEHTa B CTPYKTYPHbIX NOApasaeieHnsax
opraHusaumu;

e yTBEPXAEHME OOKYMEHTA PYKOBOACTBOM;
*  pernctpaums AOKYMeHTa;

*  WHAEKCMPOBAHME JOKYMEHTA;

* 3KcneauumMoHHan 0bpaboTKa JOKYMeHTa;

e OTnpaBKa AOKyMeHTa.
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CocTaB u coaepKaHue npoueaypbl
KOHTPONA NCNO/IHEHUA AOKYMEHTOB.

Bce AOKYMEHTbI, NOCTyNatoLmMe Ha UCMOAHEHWE AeNATCA Ha KOHTPOIMPYEMble U He
KOHTPO/IMpYeMmble B LLeHTpaM3oBaHHOM nopsagke. MNog koHTponb 6epyTca Hanbonee BaxkHble
[OKYMEHTbI:

*  [OKYMEHTbI rOCYyAapCTBEHHOO 3HAYEHUS;
*  MpUKasbl, PAaCNOPAKEHUA, NOCTYNAIOLME U3 BbILIECTOALLMX OPraHM3aLuii;
*  MpuKasbl U pacnopsaxKeHus, paspabaTbiBaemble BHYTPU OpraHM3aumu (npeanpuatus.

McnonHeHune AOKYMEHTOB Ha4MHaeTCA Noc/e TOro, Kak Ana KOHKPETHOro AOKyMeHTa 6bina
non

nonyyeHa "pesontouma”. "Pesontouma” - 3TO COXKHbIN PEKBU3UT, KOTOPbIV BKAKOYAET
cnepytoLime KOMMNOHEHTbI:

*  yKasaHWe PyKOBOACTBA, YTO AenaThb (HeKoTopasa KoMaHaa);
®  YKa3blBaeTCA UCMONHUTEND:

* noppasaesnieHue, rae UCNONHAETCS,

e @.N.0. KOHKPETHOIO UCMOSHUTENS;

®  CPOKM UCMONHEHMUSA;

*  noanucb pykoBoauTens;

* [AaTa NPOCTaB/IEHUA PE30IOLMUN.

BTOpPWYHbI AOKYMEHTOMOTOK, COCTOALLNI U3
"KOHTpO/IbHbIX KapToyek".

e B npouecce KOHTPOAA UCMOAHEHNA 4OKYMEHTa BO3HUKAET BTOPUYHbIN
[OKYMEHTOMOTOK, COCTOALLMIA 13 "KOHTPO/bHbIX KapTodek".

"KoHTponbHan KapTouka'" COCTOMT M3 Tpex pa3fesioB: B KOTOpble 3aHOCAT
PEKBU3UTHI:

e B MepBblit pa3aen 3aHOCAT OCHOBHbIE PEeKBM3UTbI "PerncTpaumoHHbIX
KapToyek", Nosly4YeHHbIX MPU BbIMOJHEHWUM NPOLEAYPbl PerncTpaumm
[AOKYMeHTa (NapameTpbl, OMMCbIBAOLLME TOT UAN MHOWM UCMNOAHAEMBI
[OKYMEHT) IOKYMEHTa;

* BO BTOPOW pasaen 3aHOCAT PEKBU3UTbI PE30OLUK;

* B TpeTbem pasgesie CoAepKaTCa OTMETKM O KOHTPO/E M 06 UCMOHEHMM
[OOKYMeHTa
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CoaeprkaHue npoueaypbl GOPMUPOBAHUSA

aen n caavn aen B apxmBs

3aKunTeENbHOM Npoueaypo, BbinonHaemol B C0Y, sasnsetca npoueaypa
dbopmMMpoBaHUA Aen 1 caaum ux B apxus. OpraHM3aLma apXMBHOrO XpaHeHUsA
OOKYMEHTOB U UX 3bHEKTUBHOIO UCMONb30BaHUA - OA4HA U3 OCHOBHbIX 33434
CNyK6bl LOKYMEHTALLMOHHOTO 0becneyeHns ynpaBaeHus.

OpraHu3aumsa XpaHeHWe AOKYMEHTOB B SKOHOMMUYECKOM cUCTEME BK/IOYAET
HECKO/IbKO 3Tanos.

CHayana popmupyloTcs Aena, B KOTOPbIX B TEYEHWE O4HOIO ro4a XpaHATCA
UCMONHEHHbIE AOKYMEHTbI, @ 3aTeM Aena nepesarorcs

:‘ . Tocy

Ap-
JMoxysmcurer — * —_— “:’“ — | unapc

BI TEB.
upen
apxu

Heno +f
THA

Cxema opeaHusayuu 0OKyMEHmOB 8 ope2aHu3ayuu

CopeprkaHue npoueaypbl GopmMmnpoBaHUA

NieN U caauu en B apxus

[leno - 3T0 COBOKYMHOCTb AOKYMEHTOB MAN AOKYMEHT, OTHOCALLMECA K
O4HOMY BOMPOCY MM YYACTKY AEATE/IbHOCTU U NOMELLLEHHbIE B OTAE/bHYIO
06N103KKY.

dopmMmupoBaHUMe Aen - 3TO NPOLLECC OTHECEHMA AOKYMEHTOB K
onpeaeneHHOMYy Aefly U CUCTeMATMU3aLMA LOKYMEHTOB BHYTPU Hero.
Onepaumnun bopmmnpoBaHMe Aen NpeaLecTByeT onepauna cocTasieHms
"HomeHKnatypbl gen".

"HomeHKnatypa gen" - 3To CMCTEMATU3NPOBAHHbIN NepeyYeHb
HanMeHOBaHMWI Aen, 3aBOAUMbIX Ha NPeanpPUATAM AN B OPraHM3aumm, ¢
YKa3aHMeM CPOKOB MX XpaHEHUA 1 0POPMIEHHDII B YCTaHOB/IEHHOM
nopsake. "HomeHknaTypa gen'" - 3T0 OPUEHTUPOBOYHbIN CNUCOK Aen,
Ha3BaHMe KOTOPbIX 3aTem NepeHocAT Ha 060Ky "[ena" u oHo
CTAaHOBWTCA €ro 3aro/I0BKOM, B pe3y/ibTaTe Yero AOKYMEHTbI, N0 Mepe X
nucnosiHeHusa, byayT nonaaaTb TonbKo B Te "[lena", KoTopblie 6bian
npeaycMoTpeHbl HOMEHKAATYpPO.
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Mpwn BbINOAHEHUU Npoueaypbl "PopmupoBaHUA aen
M caauun gen B apxms' BbINONHAKOTCA caeaytowme
rpynnbl onepauuim :

|. DopmmnpoBaHme "HomMmeHKNATYypPbl AENK. Kuncay

OCHOBHbIX NPU3HaKOB BblageneHus "[en" oTHOCAT cnepyowme: BUA LOKYMEHTA; TUM BOMPOCa;
reorpaduyecknii; KOppPeCcnoHAEHTCKUI, aBTOPCKUM U T. 4,

* |l. CocTtaBneHune n xpaHeHue "[en". npu ssinonsennn sroro

KOMIMJIeKCa onepaunin ocylecTeasetca oTbop AoKymeHToB B "[ena". K ocHOBHbIM
npuHUMNam otbopa OTHOCATCA: UCMONIHEHWE AOKYMEHTa; NPaBUIbHOCTb
3ano/IHEeHUS; ONpeaeneHHbI Nepuos CoCTaBNEHUS.

e ]I C,u,aqa B dPXUB. c>sroit uensto nposoautest coptuposka "aen” no

CPOKaM UX XpaHEHUA: KPATKOBPEMEHHOIO XpaHeHUA; A0/ITOBPEMEHHOIO XPaHEeHUA;
NOCTOAHHOIO XpaHeHUA.

¢ [locne yero npoBogMTCA cocTasneHme "BHyTpeHHel onuncy gen. (BHyTpeHHss onuck
[OKYMEHTOB, HaxoaALmxcs B aene No ).

e CocTaBnsaetcs "onucb gen' 3a onpegeneHHbln rog (Onuce aen 3a roa).

CTpYyKTYypa MHPOPMALMOHHOM

CncteMbl
Cmpykmypy uHpopmMayuoHHOU cucmemsl cocmasssem
COBOKYMHOCMb 0MOesibHbIX ee yacmeli, Ha3bl8aeMbiIx
rnodcucmemamu.

* [oacuctema - 3TO YaCTb CUCTEMBI, BblAE/IEHHAA NO
KaKoMy-1nMbo NpusHaky.

Tunbl ob6ecneymBatoWMX NOACUCTEM:

Teznimeckoe
ofecnievesme
Marematieckoe Hapopearmoad
obecnesere CaET
CmpyKkmypa UHhOPMAayUOHHOU cucmemebl KaK

Tporpaneoe
obecreserre
COBOKYINHOCMb obecneyusarouux noocucmem

* nMHPOpPMaLMOHHOE,

* TEeXHWYEeCKoe,

* MaTemaTu4yeckoe,

* MporpaMmHoe,

*  OpPraHM3auMOHHOE U

* npasoBoe obecneyeHue.

Hudopyaimorsoe
obecneserme
OpraxnsalHoRED ¢
ofecmeserme
Tlpasozoe
ofiecmederme
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NHdopmaumoHHOe obecneyeHune

Ona co3gaHns MHPopmaunoHHOro obecnevyeHmnsa Heobxoanmo:

AICHOE NMoHMMaHMe uenemn, 3agad, PyHKUMIA BCEN CUCTEMDI
yrnpaBaeHusa opraHusaumnei;

BbIIBNIEHWE ABUXKEHUA NHDOPMALIMN OT MOMEHTa BO3SHUKHOBEHUSA
W 00 ee UCMO/Ib30BaHWUA HA Pa3IMYHbIX YPOBHAX YNpaB/ieHus,
npeacTaBfeHHOM Ana aHanM3a B BUae cxem MHPOPMaLNOHHbIX
NOTOKOB;

COBEPLUEHCTBOBAHME CUCTEMbI AOKYMEHTOO60POTa;

Han4YMe U UCMONb30BaHNE CUCTEMbI KnaccudukaLumm n
KOAMPOBaHUSA;

BNageHne MeToA0/I0rnelt CoO34aHNA KOHLENTYa bHbIX
MHPOPMALNOHHO-IOTMYECKUX MOAENEN, OTPAXKAIOLLMX
B3aMMOCBS3b MHbOPMaLMK;

CO3ZaHNe MaccMBoOB MHPOPMALLIMM HA MALLMHHBIX HOCUTENSAX, YTO
TpebyeT HaM4YMa COBPEMEHHOro TEXHUYECKOro obecneyeHus.

TexHU4YecKoe obecneyeHune

TexHnuyeckoe obecneyeHme - KOMNAEKC TEXHUYECKUX
cpencts, npeaHa3HaA4YeHHbIX ANA pa6OTbI
VIHd)OpMaLI,MOHHOﬁ CUCTEMDI, a TaKXKe COOTBETCTBYHOWAA
AOKYMEHTAUMA Ha 3TU CpeacTtea N TEXHONOTN4YeCKkunue
npoueccol.

KomnneKkc TeXHU4YeCcKnx cpeacrtB COCTaBNAKOT:

KomnbtoTepbl Nt0bbIX Mogenen;

ycTponcTea cbopa, HakonneHua, o6paboTkn, nepenayum u
BbIBOAA MHGOPMALMK;

YCTpOﬁCTBa nepenayvyn aHHbIX U JINHUI CBA3MK,

OpPrTEXHMKA M YCTPOMCTBA aBTOMATUYECKOTO CbeMa
nHdopmauunm;

3KCNAYyaTauMUOHHbIE MaTepuanbl N Ap.
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MaTtemaTnyeckoe n nporpammHoe
obecneyeHune
K cpeactBam matemaTtnyeckoro obecneyeHms

OTHOCATCA:

* CpeacTBa MOAENMPOBAHMA NPOLECCOB
yrnpas/ieHus;

®* TUNOBble 3a44a4YUN ynpaB/i1eHUA,;

®* MEeTodbl MaTeEMAaTUYECKOIo NnporpaMmmmnpoBaHunA,
MaTeEMATUYECKOM CTaTUCTUKUN, TEOPUN MACCOBOTO

obcnyuBaHmAa n ap.
* B cocTaB nporpammHoro obecnevyeHuns BXoasaT

O6LLI,€CMCT€MHb|e M cneynasbHble NporpammHblie
NPOAYKTbI, @ TaKXKe TeXHN4YeCKaAa AOKYMEeHTaLluunA.

OpraHusaumoHHoe obecneyeHne

¢ OpraHu3aumnoHHoe obecrneyeHme - COBOKYMNHOCTb METOAOB U
CpeacTs, perlaMeHTUPYoLWMX B3anmoaencraeme paboTHUKOB C
TEXHMYECKMMM CPeACcTBaMM U MeXKAy cobol B npoLecce
pa3paboTKu 1 akcnayaTaumMm MHGOPMaALMOHHON CUCTEMDI.

OpraHusaunoHHoe obecneyeHune peanusyeT cneayowme GyHKLMK:

*  aHa/M3 CYLLEeCTBYIOWEN CUCTEMbI YNIPABEHUS OpraHn3auunen, rae

byaeT ncnonbsosatbca NC, 1 BbiaBAeHWe 3a4a4, NOAEXKALLMX
aBTOMaTU3aUUUK;

* MOAroTOBKY 33434 K peLIeHNto Ha KOMNboTepe, BKIOYAnA
TexHMnyeckoe 3agaHue Ha npoekTMposaHue NC n TexHMKo-
3KOHOMMYecKoe 06bocHOoBaHMe ee 3pPEeKTUBHOCTY;

* pa3paboTKy ynpaB/ieHYECKMX PELUEHWNI NO COCTaBy U CTPYKType
OpraHusaLmm, MeTog0/I0ITUIN pPeLLleHns 33434, HanpaBeHHbIX Ha
nosblweHne 3pPEKTUBHOCTM CUCTEMbI YIPABAEHUA.
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[paBoBoe obecneyeHne

MpaBoBoe obecneyeHne - COBOKYNMHOCTb NPABOBbIX HOPM,
onpenenaowmx Co3gaHne, PUANYECKUA CTATYC U
bYHKUMOHMPOBaHME MHOOPMALMOHHbIX CUCTEM,
pernameHTUpPYOLWMX NOPALOK NoAyYeHns, NnpeobpasoBaHUA U
MCNoNb30BaHMA MHGOPMALMK.

MpaBoBoe obecrneyeHne 3TanoB GyHKLMOHNPOBAHMA
MHPOPMALMOHHOM CUCTEMbI BKIIOYAET:

* CTaTyC MHGOPMALNOHHOM CUCTEMDI;

* npaBa, 0683aHHOCTU N OTBETCTBEHHOCTb NEPCOHANa;

* NpaBOBble NOJIOXKEHUA OTAE/NbHbIX BUAOB NpoLecca
ynpasneHus;

* MoOpPAAOK CO34aHMA U UCMO/Ib30BaHUA MHOPMaLIUK U Ap.

YHUOUUMPOBAHHbIE CUCTEMDI
AOKYMEHTALUMN

* YHUPULMPOBAHHbIE CUCTEMbI JOKYMEHTALLMM CO34a0TCA Ha
rocyapcTBeHHOM, pecnybnMKaHCKOM, OTPAC/IEBOM U
pernMoHanbHOM ypoBHAX. [1aBHasA Lenb - 3To obecneyeHne
COMOCTAaBMMOCTM NOKa3aTenen pasnnyHbix coep
06L,ecTBEHHOrO NPOM3BOACTBA.

Pa3paboTaHbl CTaHAAPTbI, F4e YCTaHaBAMBalOTCA TpeboBaHuMA:

* K YHUOMUMPOBAHHbBIM CUCTEMAM AOKYMEHTALUM;

* K YHUPMUMPOBAHHbIM GOpMam AOKYMEHTOB Pa3/IMUHbIX
YPOBHEW ynpaBieHus;

* K COCTaBYy U CTPYKType PEKBM3UTOB M NOKasaTenen;

* K NOpPALKY BHEAPEHUA, BEAEHUA U PETUCTPaLMHn
YHUOUNUMPOBAHHbBIX POPM LOKYMEHTOB.
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17.04.2013

Knaccndukaumm nHGOPMaLNOHHbBIX CUCTEM

Camol NpocTon N 04eBUAHOM Knaccndukaumemn
ABNAETCA Knaccndpmkaums no obnactam
NPUMEHEHMUA:

* MHOOPMALMOHHbBIX cMCTEMax B SKoHoMMKe (ACI
- aBTOMaTU3NPOBAHHbIE CUCTEMbI B SKOHOMMUKE),

e B 0obpasosaHuu (ACO),
* B Hay4dHbIx nccneposanmax (ACHU) v T.a.

Knaccudpumkauma nHPopmauMOHHbIX
CMCTEM MO Pa3HbIM NPU3HAKaMm

( HrbopmatmorH e ¢ KTeMEL )

TlocTemery  [4BTOMATHIALMH
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Knaccugurkayuu nHPOPMaLUMNOHHbBIX CUCTEM

e EWe oaHMM KNacCUPUKALMOHHBIM MPU3HAKOM MOXKET BbICTYMaTb XapaKTep
nHpopmauum, kotopoit onepupyet UC.

C 3TOW TOYKM 3peHuns Bce MHGOPMALMOHHbIE CUCTEMbI MPUHATO AENUTb HA

dakTorpadpuyeckme n AOKyMeHTabHbIE.

* [opg dakTorpapuyecknm TMNOM AaHHbIX MPUHATO NOHMMATb AaHHbIe
npeacrasnsatolme coboit onvcaHne HeKoTopbix GaKkToB NpeameTHOM 0baacTu.
Hanpumep, aktom ABAAIOTCA AaHHbIe HAa KOHKpeTHOro Yenoseka (PUO, agpec,
nacnopTHble AaHHbIE U T.M.), KHUTY (aBTOp, Ha3BaHWe, ro4 U3gaHua U T.n.),
MaLunHy (MapKa, rog, Bbifycka, Npo13soanTeNb U T.N.) U T.A4.

* [10KYMeHT, B 0T/InuMe OT haKTa, HEe MOMKET BbITb BbipaXeH NPOCTOMN CTPYKTYPOIl.

e OnpegeneHue: Nog LOKYMEHTOM Byaem NOHMMATbL XPaHALLMIACA B
MHbOpPMaLMOHHOM 6a3e, 06beKT NPON3BO/IbHOM CTPYKTYPbI, COAEpPKaLLNA
MHPOPMALLMIO NPOU3BOILHOIO XapaKTepa, AOCTYM, K KOTOPOMY MOMKHO
Nosy4YnTb NO €ro PEKBU3UTAM.

* [log peKksusMTammn 4OKymeHTa byaem NOHMMaTb COBOKYMHOCTb CBOMCTB 3TOrO
AOKYMEHTa, N03BO/AIOLWMNX OAHO3HAYHO ero naeHtndumumposats. NMpumepamm
PEKBM3UTOB MOTYT C/YXUTb Ha3BaHMe 4OKYMEHTa, er0 HOMep, AaTa Co34aHus,
MMeHa co3gaTenei, 3/1eKTPOHHaA NoANUCb 1 T.4,

* B KayecTBe NPMMepOB AOKYMEHTOB MOXHO NMPMBECTU CTaTbM, TEKCTbI NPUKA308
M pacrnopaxKeHuit, byxrantepckme gOKYMEHTbI, KapTbl MECTHOCTM, 3BYKOBbIE
3anuncu U T.A4.

Knaccndpmkauma nHPopmaLMOHHbIX CUCTEM
MO NPU3HAKY CTPYKTYPUPOBAHHOCTH
pellaemblx 3a4a4

( Hud opMaLMoHHEIE CHCT EMED )

[
I |

A CTPYKTYPHPOBAHHEIX 3afad T4 YACTHYHO CTPYKTYPHPOBAHHE
(aBTOMATHSAUMA PEIEHH) WTH HECTPYKTYPHPOBAHHEL Jafay

[

CO3JANIHE YTPaBIeHdeckHe paspabaTrBaloue
OTHETE ALTEPHATHEEI eIl eHHI

I MORENBHEIE I | SKCNEPTHEL I
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Knaccudpumkayma
MHOPMALMOHHbIX CUCTEM

NHpOpPMaLMOHHbIE CUCTEMbI, CO3Zal0LLMeE YNPaBJAeHYECKME OTYETHI,
obecneuynBaloT MHPOPMALMOHHYIO NOAAEPKKY MNOb30BaTeNS, T.€.
NpeAoCTaBAAT AOCTYN K MHOPMauun B 6ase AaHHbIX U ee
YaCTUYHYIO 06paboTKy. MpoLeaypbl MaHUNYANPOBAHUA AaHHbIMA B
MHPOPMALIMOHHOM cUCTEME AO/KHbI 0becneynBaTb cneayoume
BO3MOXHOCTHU:

cocTaBAeHne KOMBUHaLMIA AaHHbIX, MONYYaeMblX U3 Pa3/IUUYHbIX
WUCTOYHUKOB;

6bicTpoe AobaBaeHME AW UCKAIOYEHWNE TOTO AN MHOTO UCTOYHUKA
[AHHbIX M @aBTOMaTUYECKOe NepeKkItovYeHne MCTOYHUKOB NPU NOUCKe
[LAHHbBIX;

ynpaBneHue AaHHbIMU C UCNOJIb30BaHMEM BO3MOXKHOCTEW CUCTEM
ynpasneHusa 6asamu gaHHbIX;

JIOTMYECKYI0 HE3aBUCMMOCTb A@HHbIX 3TOFO TUMA OT Apyrux 6a3
OaHHbIX, BXOAALLMX B NOACUCTEMY MHDOPMaLMOHHOTo obecneyeHus;

aBTOMaTUYECKOE OTC/IEXMBAHME NOTOKA MHPOpMaLMK ANs
HanosHeHuA 6a3 AaHHbIX.

dKcnepTHble MHOOPMALIMOHHDbIE
CUCTEMDbI

dKcnepTHblie MHPOPMALMOHHbIE CUCTEMbI 0becneymBaloT
BbIPAabOTKY M OLLEHKY BO3MOXHbIX a/lbTEPHATMB N0J/Ib30BaTE/IeM 33
CYET CO34aHMNA IKCMEPTHbIX CUCTEM, CBA3AHHbIX C 06paboTKOM
3HAHWIA. IKCNepTHaA NoAAepKKa NPUHUMAEMBbIX M0/1b30BaTENIEM
peLIeHnit peanmsyeTca Ha ABYX YPOBHSAX.

PaboTa nepBoro ypoBHA 3KCNEPTHON NOAAEPKKM UCXOAUT U3
KOHUenuuu "TMNoBbIX YNpaBAeHYECKUX pelleHnin", B COOTBETCTBUN,
C KOTOPOM 4acTo BO3HMKalOLLME B MpoLLecce ynpaBaeHus
npobaemHble CUTyaLMM MOXKHO CBECTU K HEKOTOPbIM OAHOPOAHbIM
KJaccam ynpaB/ieHYeCcKUX PeleHmni, T.e. K HEKOTOPOMY TUMOBOMY
Habopy anbTepHaTMB. [11a peanmsaumm sKCNepTHOM NoaaepPHKKN Ha
3TOM YpPOBHe co3aaeTca MHGOPMaUNOHHbLIN pOHA XpaHEHUA U
aHanM3a TUMOBbIX a/IbTEPHATUB.
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KNACCUPUNKALNA NHOOPMALIMOHHBIX CUCTEM NO
(DYHKUMOHA/IbHOMY TMPU3HARY N YPOBHAM YIMPABJIEHUA

NHTerpmpoBaHHble MHGOPMALIMOHHbIE CUCTEMbI NpeanpuaTus (xonauura) (ERP)
BK/IOYaIOT B cebA noacmncTembl:

Q)yHKL{UOHGIIbeIlj NnpusHaK anpedeﬂﬂem Ha3Ha4yeHue I'IO[)CUL‘meMbI, a makie ee oCHosHble yenu, 3a0a4u u lﬁyHKMUU.

. Mpown3BoAcTBEHHAA AEATENbHOCTb CBA3aHA C HEMOCPEACTBEHHbLIM BbIMYCKOM MPOAYKLMM U HanpaB/ieHa Ha co3aaHue u
BHeApeHWe B NPOU3BOACTBO HAyYHO-TEXHUYECKMX HoBLecTB. (MES. MRP I1)

MapKeTuHroBas AeATenbHOCTb BKAtoYaeT B ceba (CRM):

. aHanW3 pbiHKa NpoussoauTenei 1 noTpebuteneit BbIMycKaemMol NPOAYKLUMM, aHaNU3 NPOAAK;
. OpraHW3aLmMio PEKNAMHOM KaMNaHWW MO NPOABUKEHMIO NPOAYKLNN;

. paLMOHaNbHYO OPraHU3aLMIo MATEPUA/ILHO-TEXHUYECKOTO CHABKEHNS.

duHaHcoBas geATenbHOCTL (FO) cBA3aHa ¢ opraHM3aLmeit KOHTPONA U aHan3a GUHAHCOBbIX PecypcoB GUPMbl Ha OCHOBE
6yxranTepcKom, CTaTUCTUYECKOM, ONepaTUBHOW MHPOPMALUK.

Kagposas gestensHocTs (HRM)HanpasneHa Ha nogbop 1 paccTaHOBKY HEOBXOAMMbIX GUPME CEeLManucToB, a TakKe BejeHne
cyKebHOM JOKYMEHTALMM MO Pa3/IMYHBIM acrekTam.

YKasaHHble HanpaBaeHus AeATeNbHOCTH ONPeAeNNUAN TUNOBOW HaBOP MHPOPMALMOHHbBIX CUCTEM:

. NPOU3BOACTBEHHbIE CUCTEMBI;

CUCTEMbI MAapKETUHTa;

bUHAHCOBbIE U yYETHbIE CUCTEMDI;

CcUCTeMbl KaApOB (YenoBeYEeCKUX pecypcos);

NpoYMe TUMbl, BLINOAHAIOLME BCNOMOTraTe/bHbIE GYHKLUMM B 33BUCUMOCTU OT CNELMPUKN AEATENbHOCTU GUPMbI.

Tunbl MHGOPMALIMOHHbIX CUCTEM B 3aBUCMMOCTU OT
GYHKLMOHANbHOIO NPU3HaKa C y4EeTOM YPOBHEN
yrnpaBaeHua n KBanndpukaLumm nepcoHana

YPOBHH YPOBHH
YTIPABJIEHHA KBATTH®HUK ALIHH

Menemx eprr
BEICILIET 0 3BEHA

Crpatermdeckuit
IMeHemx epel
CPEFHEr 0 YPOBHA
H CIIEIHAJIHC ThI

OYHKIHOHANEHER
(TaKTHYECKHH)

OnepaTHBHEIE Henmomnrens

( ONEepaL o HHEIH)

PYHKLMOHAJIbHBIE
CHUCTEMBI

[MpouzeopcTEO
PHHAHCH
MapK eTHHT

Kangper
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CTpyKTypa MHPOPMaALMOHHOM
CUCTEMDI

* B MHPOPMALMOHHOM CMCTEME MMEETCA ABa
KOMMOHEeHTa: nporpamMmHoe obecneyeHune U
3N1eKTPOHHOE NHGOPMALMOHHOE XPaHUAULLE.

* VIHCI)OpmaLI,MOHHbIe CUCTEMbBI MOXHO Pa3gennTb Ha
dBTOHOMHbIE U CETEBbLIE.

* OCHOBHbIM CEPBUCOM /IOKA/IbHbIX KOMMbIOTEPHbIX
ceten asnaeTca GpannoBbIii CePBUC, OCYLLECTBAAEMbIN
dannoBbimun cepsepamu. PannoBbIN cepsep
npegHa3HayeH gna Toro, Ytobbl XpaHUTb Gannbl U
NpPeaocTaBATb K HUM A0CTYN NOAb30BATENAM CETH.

HanpasneHuna CI3/,

B cooTBeTcTBMM C Habopom peanmsyembix GyHKLMIA M obnacTel npumeHeHus B CI/,
MOKHO BbIAENUTb Cedylole HanpaBaeHus:

® cYCTeMbl e/I0NpPOon3BOACTBA;

® 5/1eKTPOHHbIE apXM1BbI;

e workflow-cucrtembl (gns kpaTkocT byaem HasbiBaTb X WF-cuctemamm);
® KoMnieKkcHble, uan ECM-cuctemel.

Ecnu TpaguumoHHble CI/] BCE eLé TAroTeroT K aBTOMaTU3aLLMMN AOBO/IbHO Y3KOM chepbl «KaHLENAPCKo-
oducHoro» AOKyMeHTo060pOTa, TO MHOTUE COBPEMEHHbIe cucTembl 340 AEMOHCTPUPYIOT 3HAUUTENBHO
60nblUMe BO3MOXKHOCTU U OPUEHTUPOBAHbI TaK¥Ke Ha paboTy ¢ busHec-npoLeccamu, NOALEPHKKY U
ynpasneHve MHGOPMaLMOHHBIMKU NOTOKAMMU U OPraHU3aLMI0 B3aMMOAENCTBUA NONb30BaTENEN.

TpeboBaHuWA K apxuTeKkType 1 06opyaoBaHuto aia C3/, cMeLLatoTca B CTOPOHY
ofHOBPeMeHHOW paboTbl MHOTUX MO/Ib30BaTe/Iei C KOHKPETHbIMM AOKYMEHTamM,

npoLieccamu, NPoeKkTamu, 6oNbLIMMU MacCMBaMM HECTPYKTYPUMPOBaHHOW MHbOPMaLLUK.

CyLuecTBeHHO MOBbILWAOTCA TPEHOBaHMA K BO3MOXKHOCTAM NOWCKA, HAAEKHOCTU
XpaHeHwus, K 06CNYKMBAHMIO U NOAAEPMKKE 3HAUMTEIbHBIX 06 BEMOB XPaHUMOMA
MHbOPMauuu.

CneuundmrKka aBTomaTnsaumm 6usHec-npoueccos B CI/ BbICTaBAAET CBOM TPeHOBaHMA MO CKOPOCTU
06paboTKM MHPOPMALMOHHbIX MOTOKOB, BO3MOXHOCTU UX KOHTPOAA U NepepacnpeaeneHms, no
ABTOMATM3aLMM OTAENbHbIX ONepaunii, Wwaros, paboT, N0 UHCTPYMEHTaM M CPeACTBaM HaCTPOMKM
MapLUpyTOB.
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Kakue 3aga4un n HanpasaeHUA
HeuenecoobpasHo peanunsosbiBaTb B C3/17?

K nogobHbIM 3a.a4amM MOXKHO OTHECTU, HaNpUMep, KafpoBoe Le/10NPOU3BOACTBO
WUAN Y4ET GUHAHCOBBIX LOKYMEHTOB, 334a4M aHaAMn3a 1 np.

HecmoTpa Ha To, 4To GOpManbHO HAa3BaHUA 3TUX 3a4a4 Bpoae Bbl HaNPAMYIO CBA3aHbI C JOKYMEHTamK, Nepsas
333a4a 3aK/1t04AETCA He B YNPaBNeHUM CaMUMKN JOKYMEHTAMM, A B Y4ETE U ynNpaBaeHUN Kagpamu.

TyT TpebyeTca noayyatb pasinyHble BbIGOPKM MO nepcoHany (Hanpumep, No 06pasoBaHmIo, MOy, CNeuUanbHOCTAM,
fate Npuéma/yBonbHeHUs), oNepupoBaTh 4aHHbIMU U3 KaZPOBbIX MPUKA30B U T. M.

[ns atoro nHdopmaums B 6ase faHHbIX JONKHA XPAHUTLCA B CTPYKTYPUPOBAHHOM BUAE, @ HE KaK OTAEe/bHble
HECTPYKTYPUPOBaHHbIE JOKYMEHTbI.

CosaaHue Kaxaoro JOKyMeHTa AONKHO OTPaXKaTbCA Ha U3SMEHEHWUM COCTOAHMA NepcoHana, nostomy /1A
ABTOMaTU3aUMM KagposBoro gesonponssoacrtea Ll,enecooGpasHee MCNoNb30BaTb
CMeLuMann3npoBaHHble CUCTEMbI YNpaBaeHUA NnepcoHanom (HRM - cuctembl), kotopbie moryT 6biTh
WHTerpmposaHbl ¢ C3/1 ANA XpaHEHUA U COTNAcOBaHMA HECTPYKTYPUPOBaHHOW MHdOpMaLmm (pestome, boTorpaduii,
KaApOBbIX NPUKA30B U T. 4.).

AHaNoOrMyHo o6CTOUT CUTYALMA CO CTPYKTYPUPOBaAHHBIMU GUHAHCOBLIMM [OKYMEHTAMM: CHETAMM, 3aABKAaMM Ha ONAaTy,
nnaTéxHbIMM AokymeHTamu v 1. n. OHU TECHO CBA3aHbl C PACYETOM 3a[0/1IKEHHOCTU, CPOKaMM
onnaTtbl, CTaTbAMU 6rop,>KeTa N Opyrummn napameTpamm, Kak npasuaio, y4nTbiBaemMbiMun B
byxrantepckux u ERP-cuctemax. Mockonbky, Hanpumep, 3neKTPOHHBIN 06pas cuéTa-GaKTypbl BCE pasHO
npuaétca $opmnpoBaTb, BBOAUTL U XPAHUTL B CTPYKTYPUPOBAHHOM BUAE (B ByXranTepcKoi Uam COOTBETCTBYOLLEN
Y4ETHOM cucTeme), TO 3aHOCUTb ero B C3/] ckaHMPOBaHMEM HellenecoobpasHo.

B AaHHOM cnyuae Haubonee MPABU/IbHBIN BapuMaHT — muHTerpauma ECM- n ERP-cuctem, npu kotopoit
3anucu ERP-ccTeMbl MOTYT OTNPABAATLCA B BUAE BNOXKEHUI B 3a4aHUA ECM-cucTembl, Hanpumep, ANA COFNacoBaHus, a
nTorosble 0T4ETbI ERP-cucTembl MoryT coxpaHaTbes B CI/], M NOANUCHIBATLCA SNEKTPOHHOM LMdPOBOM NOAMUCHIO.

UT CtpaTeruna

MpuHKMMan pelueHne o Bbibope u pa3suTUM UT-UHOPACTPYKTYpbI NPeaAnpUATUs, PYKOBOAUTENb
(nnu, no kpaitHeit mepe, UT-cny:kba) AONKEH pelnTb 3a4a4y — ONTUMAbHO HAaNONHUTbL
MHDOPMALMOHHYIO Cpeay KOMMNaHUM, OTbICKaTb Hanbonee spPeKTUBHbIE AN KOHKPETHON GUpPMbI
coYeTaHus NPOAYKTOB M TEXHONOIMI, pa3rpaHMunTL 061acTU NepeceyeHns B3anmogonoNHAOLLMX
NUT-cuctem Hanbonee paumoHanbHbIm obpasom.

Hago HainTh apdeKTUBHOE NPUMEHEHME ANA KasKA0N CUCTEMDI. A A/1A 3TOTO emy Haf0 XOPOLLO
pa3bumpaTbCA B HIOAHCAX Y TEPMMUHOIOMMK, B TOHKOCTAX CUCTEM, NPELIaraeMbiX CEFOAHA PbIHKOM,
NPeACTaBAATb M Y4UTbIBATb OCOBEHHOCTYM U CyLiecTBEHHbIe oTanuma CI/, u ERP-cuctem, xapakTtep
[AaHHbIX CUCTEM KasKaoro Tvna. NMpoBecTy BoAOPasAen MeXKay STUMMU CUCTEMaMKU U YETKO
onpeaenuTb NX TEXHONOTMYECKME FPaHMLLbl, METOA0NOMMIO B3aMMOAENCTBUA M 3a4a4n
noNb30BaTeNei He TOIbKO Ha CEerofHs, HO M XoTA Bbl Ha CPeAHECPOUHYIO MEePCNEKTUBY,
onpeaenuTb NOTEHUMAsbHbIE 06BEMbI faHHbIX, OLLEHWUTb BO3SMOXHOCTM MacliTabupoBaHua 1 np.

JonrocpoyHan UT-cTpaTerns gonxHa npeanonaratb HaiMunme cCaMoCcToATE/IbHOM
C3/], koTopas byaeT pelaTb CBOM 3a4a4M U NPU HEOBXOAMMOCTU UHTErpupoBaThes ¢ ERP-
cMcTeMol Mo pAAy Hanpas/ieHUi.

K npumepy, oT co3gaHuaA U ABUNKEHUA OKYMEHTOB, nognucaHua ux UM ao otnpasku
CTPYKTYPUPOBAHHbIX JOKYMEHTOB MO MapLUPyTam COMIAacCOBaHMA C UCMO/Ib30BAaHNMEM MEXaHU3MOB
workflow C3[], pasmelLeHna JOKYMEHTOB AUTENIbHOTO XpaHeHua u ERP-oTuéTHOCTM B
3/IeKTPOHHbIX apxuBax C3/, u np.
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* JN1eKTPOHHbIN AOKYMEHTO0bopPOT No3BONAET
aBTOMaTU3MpPOBaTb BbIMOJIHEHWE Onepauuit
OpPraHM30BaHHOIO XpPaHeHUA, MOUCKa,
perncrTpaumnmn, BU3SMPoBaHMA U OTC/IEXKMBAHMUA
TEeKYLWMX AENCTBUIA C JOKYMEHTAMM, a TaKKe
KOHTPONA U apXMBUPOBaAHMA HEaKTyaAbHbIX
[ OKYMEHTOB.

3a4a4n, KOTOpble MOMOXKeT peLnTb
aBTOMaTU3aLUMA eN0oNpPonU3BOACTBA:

¢ CcoBMeCTHaA pa60Ta C AOKYMEHTAaMMU, cornacosaHune
A0rosopos,

* OpraHM3aums 3NEeKTPOHHOIo apXMBa C BOSMOXKHOCTbIO
nepapxmum AOKYMEHTOB U PasINYHbIMU BUAAMWN BUBINOTEK;

* yAO06HbIN NOUCK AOKYMEHTOB;

e Beb-gocTyn B N1t060N MOMEHT BpeMeHU 13 11060 TOUKK
MWP3;

* rMbKaa HAaCTpPOMKa NpaB AOCTYNa;
* 3anpeT Ha pefaKTUPOBaHME YTBEPKAEHHbIX LOKYMEHTOB;

* npeaHacTtpoeHHble pa6ow|e npoueccol, a Takxke
BO3MOXHOCTb CO34aBaTb NepCOHaINU3NPOBAHHDbIE.
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HeobxoaMmoCTb aBTOMATU3NPOBAHHbIX
CUCTEM AOKYMEHTO0bopOoTa

e YnpasneHve MHPOPMALMOHHBIMM PECYPCAMM UMEET ANsA AEATENbHOCTU Nt06Oro yupexaeHus
ocoboe 3HayeHue. B CoBpEMEHHOM MUPE YUPEKAEHWS CTaZIKMBAIOTCA C HEOBXOAMMOCTbIO
06paboTku KonoccanbHoro obbema MHbopmaLmmn. HesaBUCHMO OT NPaBOBOro CTaTyca Uau
OpraHu3auMoHHbIX GOPM AEATENbHOCTU YUPEKAEHUA NPU3BAHbI AKTUBHO B3aMMOLENCTBOBATb C
OpraHamu UCMOIHUTE/IbHOM M 3aKOHOAATENbHOM BNACTU, CTPYKTYPAMM, Y4aCTBYIOWMMHU B
peryMpoBaHu1m 3KOHOMMKU. Bce 3TO B CBOIO ovepesb NOPOXKAAET cneumduyeckmii
LLOKYMEHTO060pOT.

*  YypexaeHus oCTPO OLLyLLAIOT HEOBXOAMMOCTb OpPraHM3aLmmn 3GpdEKTUBHOIO ynpasneHus
MHPOPMALMOHHBIMM PECYPCAMM U NPEANPUHUMAIOT aKTUBHBIE LWATK MO UCMO/Ib30BaHUIO
KOMMbIOTEPHbIX TEXHONOTMI B Chepe ynpasieHns 4OKYMEHTALMOHHBIMU NOTOKaMMU.

. K coaneHunio, npumeHeHMe KOMNbIOTEPHBIX Nporpamm B cdepe paboTbl C yNpaBieHYeCcKoW
(opraHv3aLMOHHO-pacnopAAUTENbHOW) LOKYMEHTALMEN B PAAE CIy4aeB He CONPOBOXKAAETCA
CTPYKTYPHOW NepecTpoiikon paboTbl C LOKYMEHTALMEN, YTO CYLLLECTBEHHO CHUXAET 3bdeKT oT
NPUMEHEHUA Aae CamMblX MHOTODYHKLMOHANbHBIX CMEeLManM3vpoBaHHbIX (M COOTBETCTBEHHO
[0POrocToALLMX) NPOrPaMMHbIX KOMMAEKCOB. HepeaKu cuTyaLum, Koraa BHeapeHne
KOMMNbIOTEPHBIX CUCTEM HOCUT GOPMasbHbIV XapaKTeEP U He COMPOBOXKAAETCA CYLLECTBEHHOW
onTMMM3aLMeit U YHUbUKaLMen LOKYMEHTALMOHHbIX MPOLLECCOB.

* B 6GO/bLIMHCTBE YUPEKAEHWIA CO CIOKHOM CTPYKTYPOMN BasKHOE 3HAUYEHWE UMEET YPOBEHb
OpraHu3auMy B3aMMOLENCTBUA NOAPA3AENEHNI U NOPAAOK 06MeHa uHpopmMaLmenn. Bonbwan
YacTb MHGOPMauUMK NepeaaeTcs B BUAE AOKYMEHTOB Ha BymaxkHOM HocuTene (0bmeH cnyxebHom
[LOKYMEHTaLMEN M OTYETHOCTBIO).

HeobxoaMmMoCTb aBTOMaTU3NPOBAHHbIX
cMcTem A0KYMeHTo0bopoTa

*  Ha npoTaXeHuu paaa NeT 4OCTAaTOYHO YETKO NPOCNEKMBAETCA TEHAEHUMA YBENUYEHUA 06bEMOB MHGOPMALIMOHHbIX
NOTOKOB, NPOXOAALLMX YePEe3 COBPEMEHHbIE YUPEKAEHNA. XapaKTEPHO, YTO MPOUCXOAUT POCT He TONbKO
[OKYMEHTO060pOTa Ha TPAAULMOHHBIX HOCUTENsAX, HO U MHGOPMALMK, NPOXOAALLEN NO INEKTPOHHbIM KaHanam, a
TaK¥Ke AOKYMEHTOB, CBA3AHHbIX C PYHKLMOHMPOBAHMEM KOMMbIOTEPHBIX CUCTEM.

. Pa6oTa no aBTomaTM3aLmMm AeN0NpoM3BOACTBEHHbBIX NMPOLLECCOB Havanach B Poccuu ewwé B Hauane 90-x rofos.
CyLLecTBeHHbIM LIArom B ynopsaAo4eHnn paboTbl o cy:ebHOW AoKYMeHTalmelt cTano BHeapeHue B 1997 roay
CucTeMbl aBTOMaTU3aLMM AOKYMeHTO060poTa 1 AenonpoussoacTsa - CAA/L. MporpammHbiit Komnaekc 6bin
paspabotaH no 3akasy baHka Poccumn Ha 6ase TMNOBOrO NPOrPaMMHOTO NPOAYKTa OAHOM U3 GUpMm,
cneumanvsnpyoLeica Ha aBToMaT3aumm paboTbl C JOKYMEHTaMu.

o Cuctema 3n1eKTpoOHHOTo foKyMeHToobopoTa (C3/) unm EDMS (Electronic Document Management Systems) - aTo
cucTemMa aBToOMaTU3aLMmn paboTbl C JOKYMEHTaMMU Ha NPOTAXKEHWUM BCErO WX KMU3HEHHOTO LyKAa (co3aaHue,
M3MeHeHMe, XpaHeHue, MOUCK, KnaccuduKaLuma 1 Np.), a TakKe NPOLLECCOB B3aUMOAENCTBUA MEXAY COTPYAHUKAMMU.
Mpv 3TOM NOA LOKYMEHTaMK B NEpPBYIo ouepeab NoApas3yMeBatoTCA HECTPYKTYPUPOBaHHbIe JOKyMeHTbI (dainbl Word,
Excel v np.). Kak npasuno, C3[], BkNtoyaeT B cebs 3N1eKTPOHHbIN apxu1B JOKYMEHTOB U CUCTEMY aBTOMATU3aLLMK
[1eN10BbIX NPOLLECCoB.

SddeKTnBHOE ynpasneHne JOKyMmeHTaumein Ha ocHoBe C3/] OCHOBAHO Ha TPeX COCTABAAIOLLMX CUCTEMbI:
e TexHonoruma (Ha OCHOBe COoBpPeMEHHbIX KOMNbIOTEPHbIX KOMI'IJ'IeKCOB);

*  KOpropaTuBHble NPaBUIa CO34aHUA U UCNONb30BaHNUA MHHOPMALLMOHHBIX
pecypcoB (M Ux 3aKpenneHue B pacnopaaUTeNbHbIX JOKYMEHTaXx);

*  MCUXON0rMA NoNb3oBaTenei n ux obyyeHue (Npu HeobXxoAMMOCTM MHANBUAYANbHOE).
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HeobxoaMMoCTb aBTOMaTU3NPOBAHHbIX
cMcTem A0KYMeHTo0bopoTa

B cucTemax AOKYMEHTOO60pOTa OCYLLECTBAAETCA PErUCTPALIMA HOPMATUBHBIX JOKYMEHTOB, PAaCMopPAAUTENbHbBIX
AOKYMEHTOB (MPUKa30B, PacropAKeHuit), NEPENUCKN C OPraHamMm BAACTH, YUPEXKAEHUAMM, KPEAWUTHBIMU OpraHuU3aLnamu,
APYIVMU YUPEXAEHUAMM U NPEANPUATUAMM, A TaKKe rpakaaHamu. Momumo atoro B C3/] BeaeTca paboTa ¢ BHYTpeHHe
cNyebHOW Nepenmnckoii 1 NPOeKTaMM OpraHU3aLMOHHO-PacNoPAAUTENbHbIX AOKYMEHTOB, CO3aBaeMbIX
CTPYKTYPHBIMU YUPEKAEHUIA.

C3/] o6ecneynBaeT KOHTPOb 3a ABUKEHMEM U UCMOSTHEHUEM AOKYMEHTOB, COAEPXKUT MOJHYI0 MHPOPMALMIO O
nopy4yeHuAx, AaHHbIX PyKOBOACTBOM U AEHCTBMRX ucnonHuTenei. BaxkHbIM anemeHTom C3,EI, ABNIAETCA CcucTtema
¢0pMa/’lebIX M CEMAHTUYECKMUX CCbIJIOK Ha B3aMMOCBA3aHHble AOKYMEHTbI U NOPYyYeHUA. Mouck B Caﬂ, nomMmuMmo
TPAANUMOHHDbIX A4e10NPOU3BOACTBEHHbIX PEKBU3UTOB 6a3wpye1’cn Ha cucreme Knaccud:wkaropos (B TOM Yyucne
TEMaTVNECKMX), NO3BO/IAIOWMX OCYLLECTBAATb KOHTEKCTHbIN 0T60p [OOKYMEHTOB.

Mpoueaypa BeAeHUA KNACCUPUKATOPOB CTPOrO PEMNAMEHTUPOBAHA. YacTb CNpaBoYHWKOB GopmupyeTca
CreunanucTamu, BeAyLMmmn perncTpaumio (Hanpumep, KNaccubmKaTop opraHM3aLmini - KOPPECnoHAEHToB). BHeceHne
M3MEHEHWIA B OCTa/IbHbIE - IPEPOraTMBa aAMUHNUCTPATOPa, KPOME TOT0, aAMUHUCTPATOP OCYLUECTBAACT NOCTOAHHbIM
MOHWUTOPWHT HOBbIX MO3ULMI KNACCUUKATOPOB U NPY HEOBXOAMMOCTU KOPPEKTUPYET UX. Takum obpasom, yCTpaHAeTCA
BO3MOXXHOe Ay6AnpoBaHMe NO3ULMIA CMPABOYHUKOB, U YCTPAHAOTCA OLWMBKK NPU perncTpauum AOKYMEHTOB.
IddeKTUBHOCTL PabOoTbl CUCTEMBI MOXKET BbiTb OBECMeUeHa TONbKO NPU YCA0BUM PEryNAPHOro 06yyeHWA noab3osatenei u
KOHTPOJIA 33 UX AeNCTBUAMM B CUCTEMe (McrpaBieHne oWwnbok, cobntogeHne TpeboBaHMii Mo 3anoNHeHNA 06A3aTe/IbHbIX
MHGOPMALMOHHbIX PEKBU3UTOB U T.M.).

Cospanue C3/] cBA3aHO M C USMEHEHWEM POAU CNYKEbl AOKYMEHTALMOHHOTO 0becneyeHns: onpesenaioTca
eAVHble TeXHONorMYeckune TpeboBaHMA K OpraHu13aLmm JOKYMeHToo6opoTa ¢ ucnonb3osaHnem C3[], ycraHasnmsaer
cucTemy “afMUHUCTPATMBHBIX PaMoK” B paboTe ¢ JOKYMeHTamMu, YTo GaKTUYeCKH ABNAETCA MeTogooruyeckoi 6ason ana
opraHusauum paboTsl ¢ MHGOpMaLMeil. B LIeSOM ycTaHOBNEHME YETKOrO NOPAAKA UCMO/b30BAHWUA CUCTEMBI U NPaBUA
paboTbl ¢ MHPOPMALIMEN ABNAETCA OL4HUM U3 OCHOBHbIX HaKTOPOB, obecneunsLLMX ycnelHoe BHeaperune C3/ n eé
NO/IHOLEHHOE MCMO/b30BaHMe.

MpenmyLLecTBOM NOCTaHOBKWN CUCTEMDI
3NEKTPOHHOIo IOKYMeHToo60poTa ABNsETCS

* BbICTpas OKynaemocCTb 33 CYET YyMEHbLUEHWUA 3aTpaT:
- Ha KonupoBaHwue,

- pacxogHble maTepuansbl,

- obopyaoBaHue,

- MepcoHan.

* TaKe Bbl BblrpbiBaeTe Bpema Ha 3Tanax MNoOnNCKa U
cornacoBaHuMAa AOKYMEHTOB.

e KaK UTOr: COKpaLLatoTCA CPOKN NPUHATUS
yrnpaBaeHYEeCKNX peLleHunn.
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TpeboBaHMA K aBTOMATU3UPOBAHHbIM
CUCTEMAM YNpaBAeHUs AOKYMEHTaUMen

. «YnpasneHue OKYMeHTaLMEN», KaK YHUBEPCANbHbIN TEPMUH, UMEET MEXAYHAPOAHOE NPU3HAHUE U
pacnpocTpaHeHue. OH 0603HaYaeT ynpasBneHue co3faHnem, UCNOIb30BAHUEM U XPaHEHWUEM [OKYMEHTOB
OpraHn3aummn B Te4eHMe UX X}U3HEHHOIO LMKNA Ha NPUHLUMNAX SKOHOMUYHOCTU N 3¢¢EKTVIBHOCTVI, C
MCNONb30BaHMEM HOBbIX MHPOPMALLMOHHBIX TEXHONOTUI, 06EeCcneynBaOLLMX KAUECTBEHHbIA MEHEAKMEHT N0
OTHOLUEHMUIO K IOKYMEHTAL MM KaK NONIHOLEHHOMY pecypcy ynpasneHus.

. B COBpPEeMEHHbIX YCNOBUAX TEHAEHUMA aBTOMATM3auMun paﬁOTbI C AOKYMEHTamMM Npoao/IKaeT YKpenaaTbCA. Echus
npeabIayLwmin Nnepmoa METOA0N0MMEN aBTOMATM3aLMK Bbina LLeHTPaAn30BaHHan pa3paboTka TUNOBbIX PELEHUI B
3TOM 06/13CTH, TO B HAcToALLEe BPeMA HAabNOAAETCA CO3AaHME PbIHKA aBTOMATU3MPOBAHHbIX CUCTEM YNPaBAEHUA
AOKYMeHTaL e, PasHOO6pPa3sHbIX Kak NO MAEONOTNM, TaK U MO HABOPY NCMO/b3YEMbIX NHPOPMALIMOHHDIX
TEeXHON0TnNn.

. COeAVIHeHVIe OTAENbHbIX VIH(i)OpNIaLI,VIOHHbIX TeXHOﬂOFMﬁ B CUCTEMY AaeT BO3MOXKHOCTb NOCTPOEHUA
ABTOMATU3MPOBAHHbIX CUCTEM YNpaBaeHun AokymeHTaumel (ACY/]) 8 opraHusaumsax. B uenom ACY[, ¢ Touku
3pEHUA NOJTHOTbI OXBATa TEXHONIOMMM 06PabOTKM MHPOPMALMM, MOTYT BbITb ABTOHOMHBIMM, MPUKAAAHBIMU 1
KomnaekcHbIMK. Tun ACY[], onpefenseTcs cyLecTBOM UCNOb3yemon naeonoruu (kanent-cepsep, workflow,
groupware 1 T.N.), @ TaK¥Ke OpPUEHTALMEN HA CYLLECTBYIOLME TPAAULMM AEN0NPOU3BOACTBA MU HA NPUMEHEHWE
NPUHLUMNNANBHO HOBbIX PELLEHUIA.

. HecmoTpa Ha 06unve ACY[], Ha MHPOPMALMOHHOM PbIHKE, HE peLLeHbl BONPOCH! UX BbIGOPa, OLEHKU U
knaccudumkaumu. Mpexae scero, ACY/L AoNKHa BbINOAHATL BCE 334a4M JOKYMEHTALMOHHOMO obecneyeHus
ynpaB/ieHWA B NONHOM 06beme: NOAFOTOBKY OKYMEHTOB, PErUCTPALINIO, KOHTPO/Ib 32 UCMONHEHWEM, MOUCK
[OKYMEHTOB, UX XPAaHEHWE U CNPABOYHYIO PaboTy N0 MAcCUBY AOKYMEHTOB.

. [ns Bbi6opa TMNa aBTOMATU3MPOBAHHOW CUCTEMbI YNPaBAeHUs LOKYMeEHTaumeln Heobxoguma paspaboTka
COOTBETCTBYIOLLEH MeTOAMKK. B paboTe npeanoxKeHbl MeToAbl BblAeNEHNUA rpynnbl NnapameTpos ACY/ 1 ux
KONIMYECTBEHHOW U KAYECTBEHHOM OLEHKU. MTPUMEHEHME 3TOW METOAUKM AOMKHO BbITb LONOAHEHO CUCTEMON
roCyAaPCTBEHHOW cepTUPMKALMM aBTOMATU3MPOBAHHbBIX CUCTEM YNPaBAEHUA AOKYMEHTALUMEN.

OcHoBHble cBonctBa C3/]

OTKpbITOCTb

. Bce C3/], nocTpoeHbl M0 MOAY/IbHOMY NPUHLMNY, a ux API-uHTepdeicbl ABNAIOTCA OTKPbITbIMU. 3TO NO3BONAET
£06aBnATb K C3/] HoBble GYHKLMM UNK COBEPLUEHCTBOBATD YXKe UMetoLmeca.

¢ B HacToAwee BpeMA pa3paboTka NpUoKeHUi, nHTerpupyembix ¢ C3/1, ctana otaenbHbIM BUAOM busHeca B
OTPacAu NPOMBbILAEHHOTO NPon3BoacTBa MO, U MHOXKECTBO TPETbUX GUPM FrOTOBbI MPEA/IONKUTL CBOU YCAYTU B
AAHHOM CermeHTe pblHKa. BO3MOXXHOCTb OTHOCUTENbHO NpocToro AobasneHunsa kK C3[, mHoXecTBa Moaynen ot
TPETbUX GUPM 3HAUUTENIbHO paclLMpAET UX GYHKLMOHabHbIE BO3MOXKHOCTU. Hanpumep, ana C3[ paspaboTtaHbl
MOZyNK BBOAA AOKYMEHTOB CO CKaHepa, CBA3M C SNEKTPOHHOM NOYTOM, C NporpaMmamm NepecbiIKM GaKcos 1 Ap.

BbicOKaa cTeneHb nHTErpaumm ¢ npmknagHbim MO

¢ KnoueBolt BO3MOXKHOCTbI0 CI/] ABNAETCA BbICOKAA CTENEHb UX MHTErPaLMm € PasNUYHbIMKU NPOrPamMMHbIMM
NPUIONKEHUAMM 33 CYET UCNONb30BaHWA TexHonormit OLE Automation, DDE, ActiveX, ODMA, MAPI u gp. A
HenocpeAcTBEHHO Npu paboTe ¢ AOKYMeHTamMK BOObLLE HET HEOBXOAMMOCTM NONb30BaTLCA yTUAMTamu CI/.
Monb3osatenu UMEIOT AEN0 TONBKO C 06bIYHBIMU NPUKNAAHBIMU NPOrPaMMaMU: B MOMEHT MHCTaNNALUM
KAMeHTCKoW Yyactu C3/] npuknafHble NporpaMmbl JOMNOHAKTCA HOBbIMU GYHKLMAMMU U SNEMEHTaMU MEHIO.
Hanpumep, nonbsosaTtens TekctoBoro npoteccopa MS Word, oTkpbiBas daiin, cpasy BUANUT 6MBAMOTEKU M Nanku ¢
[oKymeHTamu CO[] (0TKyAa OH 1 BbIGUPaeT HeobXoANMbI emy LOKYMEHT). [Py COXpaHEHUN AOKYMEHT
aBTOMaTUYeCKM pa3melaeTca B 6ase AaHHbIX CI/. To e OTHOCUTCA U K APYTUM OPUCHBIM U CNIeLMann3npoBaHHbIM
nporpammam.

e CnepyeT TaKxe OTMETUTb, YTO B 6O/IBLUIMHCTBE pacnpocTpaHeHHbIx C3/] peannsoBaHa UHTerpauma ¢ Hanbonee
nssecTHbiMu ERP-cuctemamu (8 yactHocTy, ¢ SAP R/3, Oracle Applications v ap.). UMeHHO BO3MOMKHOCTb
MHTErpaLum ¢ pasiMyHbIMU NPUIOKEHUAMM ABNAETCA OAHUM U3 XapaKTepHbIx ceoicTB CI/[. bnaroaaps emy C3/,
MOTYT BbICTYNaTb B Ka4ecTBe CBA3YIOLLLETO 3BEHA MeXKAY Pas/IMiHbIMU KOPNOPATUBHBIMU NPUNOKEHUAMM, CO3aBas,
Tem caMblM, OCHOBY ANA OpraHuU3aLuu Aen0Npon3BOACTBa Ha NPeAnNPUATUN. HeKoTopble oTpacnesble aHaNUTUKK
Aaxe cumtatot, 4to C3/] BNOSIHE MOTYT CTaTb OCHOBOW KOPNOPaTUBHOW MHGOPMALIMOHHOM cUCTEMBI NPeAnpUATUA
WM OpraHn3aLum (CyLLecTByioT 1 Apyrve MHeHwUs).
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OcHoBHble cBonctBa C3/]

OcobeHHOCTU XpaHEHUA AOKYMEHTOB

. B HacTosAuiee Bpema pa3paboTka NpUAOXKeHUI, MHTerpupyembix ¢ CI[], cTana oTaenbHbIM BUAOM 6usHeca B CI/], paborator,
npenMmyLLeCTBEHHO, Ha ba3se pacrpeAe/ieHHbIX apXUTEKTYP M UCTO/b3YIOT pasHoobpa3Hble KOMBMHaLMKM TexHosOTWii cbopa,
VHAEKCUPOBaHUA, XPaHEHUA, MOMUCKA M MPOCMOTPA 3N1eKTPOHHbIX AOKYMEHTOB. B 6osblunHcTee C3/] peannsosaHa
nepapxuyeckas cMcTemMa XpaHeHUs JOKYMEHTOB (no npuHumny "wkad/nonka/nanka"). Kaxabliit LOKYMeHT nomewaeTcs B
narky, KOTopas, B CBOIO OYepe/ib, HaXxO4MUTCA Ha MO/Ke U T. 4. Konn4ecTBO YpOBHEN BIOXKEHWA MPU XPaHEHWUM JOKYMEHTOB He
orpaHuyeHo. OZIMH U TOT e JOKYMEHT MOXET BXOAMUTb B COCTaB HECKO/IbKMX MarnoK W MOJIOK 3a CYET NPUMEHeHNA
MeXaHM3Ma CCbINIOK (MCXOAHbIV JOKYMEHT B 3TOM C/ly4ae OCTaeTcA HEM3MEHHBIM U XPaHUTCA Ha MecTe, onpesesieHHOM
aamuHucTpatopom C3[1). B page CI/] peann3oBaHbl eule 601ee MOLLHbIE BO3SMOXHOCTU XPaHEHUA 3a CHET OpraHM3aLmm
cBA3e Mex/y JOKYMeHTaMM (3T1 CBA3M MOXHO YCTaHaB/IMBaTb M PeJaKTMPOBaTh B rpaduyeckom Buge).

¢ Jlo6omy aokymeHTy B C9/] npucyLL, onpeseneHHblin Habop aTpubyToB (HanpUMep, ero Ha3BaHWe, aBTop AOKYMEHTa, Bpema
€ero cosfanva u 4p.). Habop aTpubyToB MOXKET MEHATLCA OT OAHOTO TUMa JOKYMEHTA K APYromy (B npesenax oAHOro Tuna
[IOKYMEHTOB OH COXpPaHAETCA HeM3MeHHbIM). B C3/] aTpnbyTbl AOKYMEHTa XPaHATCA B PENALMOHHOIM 6ase AaHHbIX. Ans
KaX/Oro TUNa AOKYMEHTOB C MOMOLLbIO BU3YaNbHbIX CPEACTB CO3A4aeTCA Waba0H KapTOUKM, rAe B MOHATHOM rpaduyeckom
BUAE NpeACTaBAeHbl HAMMeHOBaHWA aTpMBYTOB AOKyMeHTa. Mpu BBeAeHWUM AoKyMeHTa B C3/] Gepetca HeoBXoAMMbIiA
WabNoH 1 3aNONHAETCA KAPTOUKA (3aHOCATCA 3HaYeHUA aTpuByTOB). Moce 3aMoHEHUA KAPTOUKA OKa3bIBAETCA CBA3AHHOM C
CamMUM AOKYMEHTOM.

¢ B 6ONbLMHCTBE CNy4aeB, cepBepHan YacTb C/] COCTOMT U3 CNeAYIOLMX IOTUHECKUX KOMMOHEHTOB (KOTopble MOryT
pacnonaraTbcA Kak Ha OAHOM, TaK U Ha HECKO/IbKMX CepBepax):

. XpaHuava atpubyToB AOKYMEHTOB (KapToyek);
¢ XpaHWuLa AOKYMEHTOB;
¢ CepBMCOB NONHOTEKCTOBOW MHAEKCALMUN.

¢ Mo XpaHUAULLEM JOKY TOB 06bIYHO N TCA XPaHWIULLE COAEPKMMOTO OKYMEHTOB. XpaHunuie aTpubyTos u
XpaHUAULLE JOKYMEHTOB 4acTo 06begUHAIOT Nog obwmum "apxuB AOKY ToB". [1nA XpaHeHusa aTpmubyToB B
6onbwmHcTee C3[] ucnonbsytotea CYB/, Oracle, Sybase, MS SQL Server v Informix, o6ecneunsatoLe NOUCK JOKYMEHTOB NO
atpubytam.

OcHoBHble cBonctBa C3/]

Ocob6eHHOCTM MapLpyTU3aLUKN LOKYMEHTOB

Mogaynu C3/1, oTBevaloLwme 3a JOKYMEHTOO60POT, NPUHATO Ha3blBaTb MOAYIAMM MApPLUPYTU3aLMU AOKYMEHTOB. B
obwem cnyyae UCNonb3ytoTca NoHATUA "cBo6oaHON" 1 ")KecTKoI" MmapLupyTU3auum AokymeHToB. Mpwu "cBo6ogHoin"
MapLIpyTU3aLmMm 1060 yYacTBYIOLWMIA B SOKYMEHTOO6OPOTE MO/Ib30BaTE/Ib MOXKET MO CBOEMY YCMOTPEHMIO U3MEHUTb
CYLLECTBYIOLLMIA MAPLLIPYT NPOXOXKAEHUSA [OKYMEHTOB (MM 3a4aTb HOBbIN MapLupyT). Mpy "KecTKoit" mapLupyTvsaumm
MapLUPYTbl MPOXOXKAEHUA AOKYMEHTOB CTPOTO PEIIAMEHTUPOBAHbI, M NO/Ib30BATENN HE BNPABE UX MeHsATb. OfHaKo npu
"KeCTKOM" MapLIpyTU3aLmMm MoryT 06pabaTbiBaTbCA JIOTVYECKMUE OMEPALIMK, KOTAA MAPLUPYT U3MEHAETCA Npu
BbIMNO/IHEHWUW KaKMX-MBO 3apaHee 3aaHHbIX YCI0BUIA (Hanpumep, OTNPaBKe AOKYMEHTA PYKOBOACTBY NPU MPeBbIeHUN
KOHKPETHbIM M0/1b30BaTENIEM CBOMX AOMKHOCTHBIX MOIHOMOYMM). B 6onblumHcTBe CI, MOAYNb MApLIPYTU3aLMK BXOANT
B KOMIJIEKT MOCTaBKM, B HEKOTOPbIX CI[], ero HeobxoAMMO NprobpeTtaTb OTAeIbHO. MONHOPYHKLMOHANbHBIE MOAY/IN
MapLIpyTU3aLMmM paspabaTbiBaloT 1 NOCTABAAIOT TPETbU GUPMbI.

PasrpaHuyeHue goctyna

B C3/] peann3oBaHbl HafeXHble CPeACcTBa pasrpaHUyeHNA NOSHOMOYMI U KOHTPOAA 3a AOCTYNOM K OKYMeHTaMm. B
60NbLIMHCTBE C/TY4AEB C MX MOMOLLBIO OMPEAENATCA Cnedytolme BUApI AocTyna (Habop 3aaaBaembix NONHOMOYMNIA
3aBUCUT OT KOHKpeTHOM CI/1):

¢ TlONHBbIN KOHTPOAb HaJ, AOKYMEHTOM;

¢ [lpaBo pefaKkTUPOBaTb, HO HE YHUYTOXATb AOKYMEHT;

¢ [lpaBo co3aaBaTb HOBbIE BEPCUM [OKYMEHTA, HO HE PeaKTUpPOoBaTh ero;

¢ [paBo aHHOTMPOBATb JOKYMEHT, HO He PeAAKTUPOBATb €ro U He CO34aBaTb HOBbIE BEPCUM;
¢ [paBo 4MTaTb AOKYMEHT, HO He PeJaKTUpPOBaTh €ro;

¢ [lpaBo JOCTYyNa K KAPTOUKe, HO HE K COAEPKMMOMY JOKYMEHTA;

¢ [lonHoe oTcyTCTBME NPaB AOCTYNa K AOKYMEHTY (Bo Bpema paboTbl ¢ CI/] Kaxaoe AeiicTBUE NOMb30BaTENs
NPOTOKONMPYETCA, U, TAKUM 0OPa3oMm, BCA UCTOPUA ero paboTbl C JOKYMEHTaMKU MOXKET BbiTb SIETKO
NPOKOHTPONIMPOBAHA).
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OcHoBHble cBonctBa C3/]

OTcneknBaHue BepCuin U NoABePCUn AOKYMEHTOB

e [lp1 oAHOBPEMEHHOM paboTe C JOKYMEHTOM Cpasy HECKONbKUX Nonb3oBaTeneit (ocobeHHo, Koraa ero
HeobX04MMO COrNacoBbIBaTL B PA3/INYHBIX MHCTAHLMAX) O4eHb YA06HOM dyHKuMeln CO[ asnsetcs
MCMONb30BaHWe BepPCHii U NoaBepcuin LOKyMeHTa. MpesnonoKum, UCNONHUTENb CO34aN NEPBYIO
BEPCUIO JOKYMEHTA U Nepesan ee Ha PaCCMOTPEHMWE CredytoLemy noab3osatento. Bropoi
No/b30BaTe/Ib U3MEHUA OKYMEHT U CO3/a Ha ero OCHOBE Y)Ke HOBYIO BEPCMIO. 3aTem OH nepeaan
CBOIO BEPCUIO IOKYMEHTA B CEAYIOLLYI0 MHCTaHLMIO TPETbEMY NONb30BATENIO, KOTOPbINM CO34aN YiKe
TpeTblo Bepcuto. CnycTa onpefeneHHoe Bpems, 03HaKOMUBLUMCH C 3aMeYaHUAMM U UCMIPABAEHUAMM,
nepBbIii UCNONHUTENb OKYMEHTA peLuaeT A0paboTaTb UCXOAHYIO BEPCUIO U Ha ee OCHOBE CO3AaeT
NnoABepCHIo NepBoi BepCUM AOKyMeHTa. JocTouHcTBom CI/[] ABNAETCA Peann3oBaHHasn B HUX
BO3MOMKHOCTb aBTOMATUYECKOTO OTC/IEXKMBAHUSA BEPCUIA U NOABEPCUIA OKYMEHTOB (nonb3osatenv
BCErAa MOryT ONPeAenuTb, Kakas MMEeHHO Bepcua/noaBepcus JOKYMeHTa aBaseTca Hanbonee
aKTyaNbHOM N0 NOPAAKY MAU BPEMEHU WX CO3AAHMA).

Hannume yTMAnT npocmoTpa AOKYMEHTOB pa3Hbix GopmaToB

* B coctas 6onblunHcTBa C/] BXOAAT YyTUAUTBI 418 NPOCMOTPA AOKYMEHTOB (TaK HasblBaemble
NPOCMOTPOBLUMKM ? Viewers), NOHUMaloLLuMe MHOTve AecaTk GopmaTos ¢paitnos. C X NOMOLLbIO O4eHb
yAo6Ho paboTath, B YacTHOCTH, € rpaduyeckumu daitnamu (Hanpumep, ¢ daitnamu yeptexeii 8 CAD-
cucremax). Mommrmo 6a30BOro KOMNAEKTa YTUAUT NPOCMOTPA (BXoAALLEro B Kaxayto CI[1), y TpeTbux
dUPM MOKHO NPUOBPECTM AONONHUTENBHBIE YTUUTBI, XOPOLLO UHTErpupyemble ¢ C[,.

OcHoBHble cBonctBa C3/]

AHHOTMpPOBaHME AOKYMEHTOB

e Tpu opraHW3auum rpynnosoi paboTbl Hag 4OKYMeHTamMu 06bI4HO BECbMA MO/Ie3HAa BO3MOXHOCTb MX
AHHOTMPOBAHMA. TaK Kak B HEKOTOPbIX CY4anX MO/b30BATENM JIMLIEHbI NPaB Ha BHECEHUE KaKUX-1160
MN3MEHEHMI B AOKYMEHT B MPOLIECCE €ro COrMAcoBaHWA, TO OHWU MOTYT BOCMO/1b30BaTbCA BO3MOXKHOCTbIO
ero aHHOTUpPOoBaHwA. B 6obimHcTBe C3/] aHHOTUPOBaHWE PeaNU3YeTCA 3a CHET BKNIOYEHUA B KAPTOUKY
[OKYMeHTa aTpmbyTa AnA aHHOTaLMKW 1 Nepeaayu no/b3oBaTensm Npas Ha pefakTMpPoBaHMe TaKoro nons
KapToukuW. Ho Takoe pelleHue He Bceraa npuemnemo (0Co6eHHO NpM aHHOTUPOBAHUK rpaduyecKoro
[OKYMEHTa). B cBA3u ¢ 3TMM, B HEeKoTopbix CIJ, cyluecTsyeT Tak HasbiBaemas GyHKUMA "KpacHoOro
KapaHAaLwa', c MOMOLLbIO KOTOPOW MOXKHO rpaduyecku yKasaTb HeLOCTaTKM Ha CAMOM 1306paXKeHUu.
MporpammHble CPeACTBa, B KOTOPbIX peann3osaHa GyHKLUMA "KpacHOro KapaHaawa", WMpoKo
npesAnaraoTcs TPeTbUMU pupMmamu.

MoaneprKKa PasNMYHbIX KAMEHTCKUX NPOrpamm

¢ KnueHtamu 6onblumnHcrea C34 moryT 6b1Tb MK ¢ OC MS Windows, Windows NT. B HekoTopbix C3/,
ncnonb3aytotea Takxke naatdopmsl UNIX u Macintosh. Kpome Toro, Bce coBpemeHHble C3/], no3sonsatoT
pabotaTb c JOKyMeHTaMM Yepe3 cTaHAapTHble Web-HasuraTopsl. Tak kak Web-Hasuratopbl MoryT 6biTb
pasmelLeHbl Ha Pa3HO06pPa3HbIX KAMEHTCKMUX NnaTGopmax, To 3To obneryaeT peleHne npobaembl
obecneyeHunn pabotbl C3/], B reTeporeHHbIx ceTeBblx cpeaax. [1pu Mcnonb3oBaHWM MHTEPHET-TEXHONOTUI Y
C3[] noaBnsAeTcA eLle OANH CePBEPHbIi KOMMOHEHT, OTBEYAIOLLMIA 33 OCTYN K AOKYyMeHTam Yepe3 Web-
HaBuraTopsl.
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« Tema 2.1 Knaccmoukayma cnctem
YNpPaBAeHUA AOKYMEHTaMMN.

Tema 2.1 Knaccudumkayma cuctem
ynpaBaeHUa JOKYMEHTaMMU

MnaH nekynn 3:

O6uwasn knaccudpukaums CIM.

KoHuenuus ynpasaeHua KOpnopaTMBHbIMU MHPOPMALMOHHBIMU
pecypcamn ECM(Enterprise Content Management).

CY[ — Cuctembl ynpasneHuns gokymeHtamm (EDMS-cuctemst);
C9A- Cnctema aNeKTPOHHbIX apXMBOB.
KopnopaTueHble C3/[ (enterprise-centric EDM),

CucTtembl ynpasneHua cogep*umbim CMS (content management
systems).

N

o v A W

7. Cuctemsbl ynpasneHua nHdopmaumein IMS (information management

systems), nopTtasnsbl.

8. Cuctemsbl ynpasneHus nsobpaxeHuamm/obpasamum IS (imaging systems).

9. CAAMN - CucTembl aBTOMaTU3aL MK AeN0BbIX Npoueccos (WMS);

10. ACKW[A — ABTOMaTU3MPOBAHHbIE CUCTEMbI KOHTPOJIA UCMOIHEHMA
[OKYMEHTOB.
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Obuwana knaccndukrauma C3/
KoHuenuna ECM

Bonpoc knaccuduraumm CI[], 4OCTATOUHO CNOMeH BCaeacTaue 6bicTporo PA3BUTMA PbIHKA 3TUX cucTem. Tem bonee, uTo
HauuHan ¢ 2001 r. BCE 60/1bLUYIO NONYNAPHOCTL CTaNa HabupaTb KOHLENLMA "ynpaBaeHne KopropaTUBHbIM
cogepxmmbim (Enterprise Content Management - ECM)", a He ynpasneHue aneKTpoHHbIM AOKYMEHTOO60pOTOM (8
cootsetcTauu ¢ "Forrester TechRankings"). TepMnH ECM nossunca ¢ nerkoit pyku Toprosoii accoumaumn AlIM International
1 HaKpbiBaeT coboit Bce CUCTEMbI YpaB/eHWA KOPNopaTUBHON MHbOPMaLMeit.

B T0 e Bpems, ecau Forrester Research onpeaensetr ECM, Kak VIHTerpVIpOBaHHbIVI noAaxo4 K ynpasnieHuto
AOKyMeHTamun U Web-coaepXMMbIM, To A KoHcanTUHIoBol KomnaHun Doculabs ynpasneHue KopnopaTmeHbIM
copepxumbim ECM npeacTasnseT coboit "'KaTeroputo, 06beguHALLYI0 BO3MOXKHOCTU CUCTEM YNpaB/ieHuUs
KOPNOpPaTUBHbIMUN AOKYMEHTAMMN U CUCTEM YNPaBAEHUNA COA4EPHKUMbBIM CO cnocobHoCTblo ynpasneHua
MNO/IHbIM XXU3HEHHbIM LLUK/IOM KOPMNOPaTUBHOIO coaep*XMmoro (an npoaoKarwemca pocte Ymcna ero
TMnos)".

C TOYKM 3peHUA OTPaCNeBbIX aHAUTUKOB, KoHUenuua ECM npeanaraet mHoro 6usec-npeumywects. ECM-cucrtema,
MHTErpupyroLwan BCe KOHTEHTHO- U NPOLLECCHO-OPUEHTUPOBAHHbIE TEXHOIOMUU BHYTPU NPeanpuAaTua,
obecneunsaer 0buLyo MHOGPACTPYKTYPY A8 YNPaBAEHMS ero 4OKYMEHTO060p0TOM, MUHUMMU3UPYIOLLYIO
HeobX0AMMOCTb Pa3BepPTbIBAHWUA M NOALEPHKKN MHOMKECTBA TEXHONOMMIN ANA peannsaummn pasandHbIX
6M3Hec-d>yHKLl,V|l7|. CyTb AaHHOrO NOAX0AA (ero ele HasblBaOT MHGPACTPYKTYPHBIM) COCTOUT B TOM, 4To KOPMOPATUBHOE
COAEPKMMOE He [OMKHO NPUHAANENATL TONbKO OAHOMY NPUNOKEHUIO UK cucTeme. OHO JOMKHO BbITb JOCTYNHO ANA
MHOXXeCTBa NPUIOXKEHUI U cBOGOAHO PacrpoCTPaHATLCA MeXAY HAMU. BaxHbim cBoiicTBom ECM-MHbpacTpyKTypbl (BKAOYaloLLEe
COOTBETCTBYIOLLME MPUNOKEHNA BO/BLIMHCTBA BEHA0POB OTPAC/M) ABAAETCA e He3aBUCUMOCTb OT eAUHCTBEHHOTO
YHMBEPCANbHOTO XPaHUAULLA COAePXUMOro. B ECM—MchpaCprKType MHTErpupyeTcs MHOXECTBO CMeLnanmsnpoBaHHbix (Mam
YHac/1ej0BaHHbIX) penosnTapmes JaHHbIX (Jae OT KOHKYPUPYIOLLMX BEHAO0POB), BK/IOYas, B TOM YUC/E, XPaHU/IULLA 3/IEKTPOHHBIX
[IOKYMEHTOB 06 WU3/e/INAX, SNEKTPOHHYIO NoYTY, XpaHuauwa Web-cogepxumoro, paiinosble cuctemsl 1 gaxe CYB/. Takum
o6pasom, ECM-nHbpacTpyKkTypa obecneunsaer obLwuii coi MHTErpaummn (Mam BUpTyanusaumu) ans
KayK4oro penosuntapma AaHHbIX (N03B0/AA AenaTb 3aNpoChbl K HUM OTKyAa YrogHo no Bcemy
npep,npvamo), TEM CaMblM MUHUMU3UPYA HEOBXOAMMOCTb MHTErPALUM CUCTEM YNPABAEHUA SNEKTPOHHBIMU AOKYMEHTaMU U
CUCTEM YNpaBAeHUA COAEPKMUMbIM OT MHOXeCTBa BeHA0p0oB. Kpome Toro, ¢ nomolbto ECM-UHOpacTpyKTypbl peanusytoTcs Takue
CepBuCbl YNpaBAeHUA KOPNOPaTMBHbLIM COAEPXKMMbIM, KaK NepCoHaNn3aLma, KOHTPOIb AOCTYNa, yNpaBAeHUe NONHOMOUYUAMM
ronb3osatesieit U A4p. (4To yrpouiaeT agMUHUCTPUPOBaHKE U conpoBoxaeHne ECM-cuctembl).

C2A — cuctembl 3N1eKTPOHHbIX apXMBOB

Poccuiickne cuctembl B 60N1bLUEN CTENEHU OPUEHTUPOBAHBI HA NOAAEPKAHME JOKYMEHTOOPUEHTUPOBAHHOTO
yNpaB/ieHWs, a HE Ha yNpaBaeHWe NPOU3BONbHbLIM, KaK MOAHO TeNepb rOBOPUTb, KOHTEHTOM (T. €. CaMbiM
pa3Hoo6pasHbIM MHGOPMALMOHHBIM HAaMOAHEHUEM, COAEPKAHMEM), KaK Ha 3anage.

Ha3BaHHble Bbllle YyCNOBHbIE KAACChbl U3HAYaIbHO HaLLEAMBAANCh Ha Pa3Hble 334341 U CLLEHAaPUMN NCNONb30BaHMA.

CIA (cucTema 3/1eKTPOHHbIX apXMBOB) CO34aBasIUCh, YTO6bI B TeYEHWE ANUTENbHOTO
BPEMEHM XPaHWUTb M YUUTbIBaTb AOKYMEHTbI KaK 34aKue cBoeobpasHble MHPOPMaLMOHHbIE
cKnagbl.

[lOKyMEeHT CONpOBOXAa/CA COOTBETCTBYIOWMMU PEKBM3UTAMU (KAPTOUKOM, aHANOTMUYHOM
61M6AMO0TEUHOI1), UTODObI €ro NOTOM MOXKHO ObINI0 HANTU M NPOCMOTPET.

[ns peannsaummn aHanoOrMYHbIX 3334 NOABNAIOTCA Pa3/MYHbIE, B TOM YMC/Ie annapaTHble,
CUCTEMBI XPaHEHMUA U MOUCKA BYMarKHbIX JOKYMEHTOB, My/ibTUMeANa- U GoTomaTepuanos
(MUKpodULWKM) 1 Np., yHUPUUMpPYLOTCA GOpMaTbl AOKYMEHTOB.

YTO NPOUCXOAMUT C AOKYMEHTOM BHE apxMBa, AaHHYIO CUCTEMY He MHTepecyeT. B npouecce
pa3BuTMA B COA NOABAAIOTCA MHCTPYMEHTbI M GYHKUWUM AN peannsaumm NoAUTUKK
XpaHeHWA U MUTPaLMK AOKYMEHTOB. Hanpumep, BblAENAOT AOKYMEHTbI ONEPATUBHOIO U
[0/rOBPEMEHHOIO XPaHEeHUA 1 NepeBos U3 04HOTO BMAA B Apyroi. Takum obpasom, 1 3aecb
HaUYMHAIOT NOABAATLCA SNEMEHTbI ABUMKEHUA U CTAANU KUSHEHHOTO LIMKAA AOKYMEHTa,
npocreiiwme docflow n workflow.
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CucTeMa 31eKTPOHHOro
nokymeHtoobopoTa (C3/)

Ecnn COA nsHavyanbHO co34aBannCh ANA XPAHEHUA U YYETA LOKYMEHTOB,
To C3/], npeaHa3HaYvanUCb A4 yNpaBAeHUA LOKYMEHTaMU.

Nio6oit LOKYMEHT NPOXOAMUT pasHble Gpasbl CBOErO XMU3HEHHOTO LMKAA, U ero, ANA yA06CTBa U ycKopeHusa paboTbl, Ha
BCEX 3TUX CTAAMAX MOKHO CAENATb AOCTYMNHBIM APYTMM COTPYAHUKAM, C KOTOPbIMM HEOBXOAMMO B3aUMOAENCTBUE, B
TOM YuCAe elé B NpoLiecce NOAroTOBKM AOKYMeHTa. OTClofa BO3HUKAIOT M Takue NOHATUA, Kak BEPCMOHHOCTb
LOKYMEHTOB, CTaAMN KU3HEHHOTO LNMKIA, COCTOAHMA AOKYMEHTOB, MapLUpyTbl ABUMNKEHUA, COBMECTHanA
(rpynnosas) pabota, npouecc, docflow u workflow u np.

B cBoto oyepeap, CI[], pa3BMBatOTCA B HANPABAEHWUU YCUNEHWUA aPXMBHBIX GYHKLMIA: NOABAAIOTCA pa3HOO6pasHble
XPaHUAULLA SOKYMEHTOB, NPEACTaBNEHUA JOKYMEHTA B pa3HbIX popmaTax.

B pe3ynbTaTe NOABNAETCA HOBbIN KNACC CUCTEM, MONYUMBLUMIA Ha3BaHWe ECM, B KOTOPOM NpeacTaBaeHbl GYHKLUK
060ux BblLLeyNnoMAHYTbIX HanpasaeHui (COA u C3[]). Enterprise Content Management (ECM) — 370 ynpasneHue
KopnopaTuBHbIMU I/IH¢OpMaLI,l/IOHHbIMVI pecypcamu, nx cogepKaHnem v HanoJIHeHnem.

MoHATMe ECM-cucTembl HeckonbKo wupe, Yem C3/. Moz nepsoii NOHMMatOT Habop TEXHONOMUIA, UHCTPYMEHTOB U
METOA0B, UCMONb3YeMbIX A1 c6Opa, yNpaBneHUs, HAKONNEHWA, XPaHEHWA U JOCTaBKM MHPOPMALMK BcemM
noTpebuTenam BHyTpM opraHusaumuu. Hanpumep, Ans Toro, YTobbl UMETb NPaBo HasbiBaTbcA ECM-cuctemoit, C3/
[0MKHa COAEPXaTb CPEACTBA CKAHUPOBAHWA AOKYMEHTOB, rapaHTMPOBaTh COXPAHHOCTb JOKYMEHTOB, NOAAEPKMUBATL
pernameHTbl 4OCTYNa K HUM U X XPaHeHUA, ynpasieHune NHTepHeT-4aHHbIMU U « AUHAMUYECKUM KOHTEHTOM» NpU
OopraH13aLumn B3aMMOAENCTBUA MHOTUX NONb30BaTENEN U T. A,

KomnnekcHas aBTomaTtusaumsa npeAnpuaTUiA, KOMNAHWI, Kak NPaBUIO, CTPOUTCA NYTEM UHTETPALMM HECKOIBKMUX
cuCTeM, Kaxk/aan U3 KOTOPbIX PellaeT onpeaenéHHbIi Kpyr 3a4a4. Mo3TomMy O4eHb BaXKHO NPaBUAbHO ONpeaesnTb, YTo
MMEHHO [JO/XKHO Peann30BbIBaTLCA B PAMKaX KaX A0 CUCTEMbBI, M 06ecneynTb UX paLMoHasibHOe B3aumogeincTame.
B cooTtseTcTBUM C HABopOM peanusyembix GyHKUMIA 1 obaacTei npumeHeHus B C3/, MOXXHO BblAENWUTb Cleaytolme
HanpasneHus:

® cuUCTeMbl eN0NpPon3BO/CTBA;

® 3/1eKTPOHHbIE apXMBbI;

o workflow-cuctembl (ana KpaTkocTh Byaem HasbiBaTb X WF-cuctemamu);

® KOMNIEKCHble, unn ECM-cuctemsl (0 NOCAeAHUX Mbl Y3KE FOBOPUAU BbILLE).

ECM = C3A + C3/1

Ecnm COA n3HavanbHO CO34aBaINCh A/1A XPAaHEHUA U y4éTa
[OKYMEHTOB,

To C2/1 npegHa3HavYaAnUCb ANA ynpaBieHUA JOKYMEHTAMMU.

No60it LOKYMEHT NPOXOAUT pasHble Gasbl CBOErO KM3HEHHOIO UMKAA, U ero, ansa yaobcrea u
yCKOpeHua paboTbl, Ha BCEX 3TUX CTaAMAX MOXKHO CAENaTb AOCTYMNHbLIM APYTMM COTPYAHUKAM, C
KOTOPbIMW HEOBXOAMMO B3aMMOAENCTBME, B TOM YMC/IE eLE B NPOLLECCE MOArOTOBKM LOKYMEHTa.

OTctofa BO3HMKAIOT 1 Takue noHatna, kak BEPCUMOHHOCTb AOKYMEHTOB, CTaAUU
YKM3HEHHOTO LIMKNA, COCTOAHMA AOKYMEHTOB, MapLLPYTbI
ABUXKEHMA, coBMecTHas (rpynnosan) pabota, npouecc, docflow u
workflow u np.

B cBoto ouepeab, C3/], pa3BMBatoTCA B HaNPaBAEHUM YCUIEHUA aPXMBHbIX GYHKLMIA: NOABAAIOTCA
pa3HOO6pasHble XPaHUAULLA LOKYMEHTOB, NPeACTaBIeHUA AOKYMEHTa B pasHblx popmarax.

B pesynbTaTe NoABAAETCA HOBbIM KAacc CUCTEM, MNOYYMBLUMIA Ha3BaHue ECM,
B KOTOPOM NpeAcTaBAeHbl QYHKLMM 060UX BbiLEYNOMAHYTbIX HAaNPaBAeHWU
(COA 1 C24).

Enterprise Content Management (ECM) — 3To ynpaBnieHue

KOpMNopaTUBHbIMU MHPOPMALIMOHHBIMK PECYPCAMM, UX COAEPIKAHMEM U
HanonHeHuem.
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YNPABNIEHUE KOPNOPATUBHbIMU UH®OPMALMOHHbIMU PECYPCAMU

Enterprise Content Management (ECM)

MoHatne ECM-cucTtembl HeCcKonbKo wupe, yem CI/.

MNog ECM-cuctemon NOHMMaKOT Habop TEXHOIOTUIA, MHCTPYMEHTOB U METOA0B,
ncnonbsyembix ans cbopa, ynpasaeHUs, HAKOMIEHUA, XPaHEHWUA U JOCTAaBKK
MHPOPMaLMM BCceM NOTPeBUTENAM BHYTPU OpraHM3aLmu.

Hanpumep, ansa Toro, 4tobbl MMeTb NPaBo HasbiBaTbca ECM-cuctemoin, C3/]
[LOJIKHA CoAeprKaTb CPeAcTBa CKAHMPOBAHUA JOKYMEHTOB, rapaHTMpPOBaTb
COXPaHHOCTb AOKYMEHTOB, MOAAEPKMBATb PEI/TAMEHTbI JOCTYNa K HUM U UX
XpaHeHwuA, ynpasBaeHne MHTEPHET-AaHHbIMU U « AUHAMUYECKUM KOHTEHTOM» NMpu
OpraHu3aumun B3aMMoAEeNCTBUA MHOTUX NOJIb30OBaTeNeN U T. 4.

KomnnekcHaa aBTomatmsauma HpeAanHTMVI, KOMMaHUWM1, KaK npasunno, CtTponTca
NYTEM MHTErpaLmmn HECKOJIbKMX CUCTEM, KaXKaaA U3 KOTOPbIX pellaeT
Oﬂpeﬂ,eﬂéHHbIVI Kpyr 3agay. [103TOMy O4eHb Ba*KHO NPaBU/IbHO ONpeaenuTb, YTo
MMEHHO O0/1XHO pPeasin30BbiBaTbCA B paMKax Ka)KLI,Oﬁ cucTemsl, U obecneyunTb mx
paunoHanbHOE Baammop,eﬁcmme.

Bo3amorxkHocT ECM-cuctem MOXKHO pas3genmtb
Ha HECKOJIbKO OCHOBHbIX KaTEropuii:

¢ O6wue PyHKUMKN YNpaBIEeHUA COAEPHKUMBIM, NO4 KOTOPbIMM NOHUMAETCA
CNOCOBHOCTb YNPaBAATb MHOMECTBOM 3/1EKTPOHHbIX 06BbEKTOB (M306parKeHMUAMM,
odUCHbIMU fOKYMeHTamu, rpadukamu, yeptexkamu, Web-cofepkumbim, 31eKTPOHHOM
nou4Toi, BMAeo, ayamo u mynstumeama). ECM-cuctema obecneumnsaet penosurapuii ans
BCEX 3TUX TUMOB 3/IEKTPOHHbIX 06BEKTOB C PasIMYHbIMKU BUBANOTEUHBIMM CEpBUCAMM
(npodununposaHnem cogepkumoro, dyHkumammu check-in/check-out, ynpasneHnem
BEPCUAMMU, BeleHUEeM XPOHOI0rMK peBu3nii, obecnedeHrem 6esonacHoCcT1 focTyna K
[OKYMeHTaM v Ap.), @ TakXKe CnocobHOCTb YNpaBAaTb AaHHbIMU 06bEKTaMM B TedeHue
BCEro MX }KM3HEHHOro UMKAA.

e DyHKLMM yNnpaBaeHWA NPOLLECCAaMM, NOA KOTOPbIMM NOHMMAETCA CNOCOBHOCTb
aBTOMaTU3aLMK M ynpasaeHus 6usHec-NpoLLeccamm 1 notTokamu pabor.

*  WHTerpaumsa c gpyrnmmn ECM-cnuctemamm, nogpasymesatowas cnocobHocTb
nHTerpaumm ECM-cuctemsl ¢ BHelwHUMKU ERP-cuctemamm, opUCHBIMU NPUNONKEHUAMM,
XPAaHUAULLAMU COAEPHKUMOTO, apyrumn CIM. UHTerpauma MoxKeT 6bITb BbIMOSHEHA C
NMOMOLLbIO PA3/IMYHBIX MOAXOA0B, BKNHOYAA UCMOb30BaHME 0OBEKTHO-OPUEHTUPOBAHHbIX
nMHTepdericos (Takux, Kak EJB), KoHHeKTOpoB, APl-MHTepdeincos, TEXHONOMMU
MHTerpaLmm KopnopaTuBHbIX NpuaoxeHnin EAl (Enterprise Application
Integration) u gp.
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Knaccnoumkauyma C3/[

EDMS (Electronic Document Management Systems)—=C3/,
OpPUEHTMPOBaHHble Ha Bu3Hec-nNpouecchl (business-process EDM).

. Bu3sHec-npouecchbl nexar B ocHose KoHuenuuu ECM. Cuctembl atoro Tuna (EDMS) npegHasHayeHbl gas
cneuuprUecKmnx BEPTUKaIbHbIX U FOPU3OHTA/IbHBIX MPUIOXKEHUI (MHOTAA OHU UMEIOT U OTpac/ieBoe NpUMeHeHwe).

. EDMS-cucTembl 06ecneymBatoT NONHbIN KU3HEHHbIN UUKN pa60TbI C AOKYMeHTaMMU, BKAKOYanA
paboTy c 06pasamu, ynpaBneHume 3anncamum 1 NoTokamu paboT, ynpasieHue coaepnumbImM 1 Ap.

. EDMS-cuctembl o6ecrneymsatoT XxpaHeH1e 1 Mounck 2-D AOKYMEHTOB B OpUrMHabHbix GopmaTtax (M306pakeHnit,
CAD-¢ai1n0B, 31€KTPOHHbIX TabANL, 1 p.) C BO3MOXHOCTbIO MX FPYNMNMPOBKYM B Nanku. CyliecTByeT MHeHue
HEKOTOPbIX OTPAC/IeBbIX aHA/INTUKOB, YTO (B 3aBUCMMOCTM OT UCMO/Ib3YEMbIX CXEMbI MHAEKCALMM U MPUIOXKEHUI)
AaHHbIN JOKYMEHTHO-OPUEHTUPOBAHHbIW NMOAXOA, MOXKET obecneuntsb B page EDMS-cuctem go 80%
dYHKUMOHaNbHOCTU PDM-c1CTEMbI MPU MEHbLUEI CTOMMOCTU BHEAPEHUS.

Hanbonee n3BecTHbiMM paspaboTynkamm EDMS-cucTem ABAAIOTCA KOMMNAHUK:

. Documentum (cuctema Documentum),

. FileNet (cuctemsl Panagon n Watermark),

. Hummingbird (cuctema PC DOCS) u ap.

BeHzopbl, 60/bLue APYTMX KOMMAHWI NpeycnesLUMe B yNpaBAeHUU COAEPXKUMbIM (Hanpumep, komnaHumu Documentum

u FileNet), cdpoKycMpoBanu cBoto AeaTenbHOCTb Ha peanusaumm 8 CI/ Takmx GYHKLMIA, KaK:

*  ynpasneHwue wabnoHamu,

*  ynpaB/ieHWe AVNHAMUYECKMMU NPe3eHTaLnaMN n

. nybavkauna Web-cogepxumoro.

. EDMS-cuctembl 06ecneynBatoT XopoLwwnii ypoBeHb peanusauum Penosntapues u 61bNMOTEYHDIX
CepPBMCOB A/1A YNPaBAEHMUA 3/IEKTPOHHbIM COAEPKMMbIM (Hanpumep, o6pasamm n odUCHbIMU
LOKYMEHTAMM), Kaxaas 3 HUX Haubosee cunbHa B cBoel 06acTU. Hanpumep, B cucTemax oT KOMMaHmit Open
Text 1 iManage Hanbonee xopoluo npopaboTaHo ynpasneHne opUCHbIMM AOKYMEHTamMu. B cBoto ouepesp,
cuctembl oT KomnaHuii Tower Technology, FileNet, IBM u Identitech oco6eHHO cunbHbI B ynpasneHum
n3obpaxkeHnamu nsgenuii 6onbworo obvema.

Knaccndpukayma C3/

KopnopatusHblie C3/ (enterprise-centric EDM). ).

e Cuctembl 3TOrO TMNa obecneunBaloT KOPNOPaATUBHYIO MHPPACTPYKTYPY (AOCTYNHYIO Bcem
KOpMOpaTMBHbLIM NONb30BATENAM) A1 CO34aHUA LOKYMEHTOB, KONNEKTUBHOW paboTbl
HaZ HUMM 1 UX NyBANKaLUK.

* basosble PpyHKUMM KopnopaTuBHbIX CO/[l aHanornyHbl dyHKumam C3/,
OPUEHTUPOBAHHbIM Ha BU3HEeCc-NpoLEecchbl.

e Kak npasuno, kopnopatuneHble C3/[] He OPMEHTUPOBAHbI HA UCMO/Ib30BaHUE TONbKO B
KaKOM-TO KOHKPETHOMW OTPAC/AU UM Ha peLleHue Y3KOi 3a4aun.

e KopnopatusHble CI[l BHeApPAOTCA, Kak 06LWEeKopnopaTUBHbIE TEXHONOTUMU.

Pa3paboTKoit 1 npoasuKeHnem KopnopatueHbIx CO/[1 3aHMMAtOTCA KOMMNAHUN:
¢ Lotus (cuctema Domino.Doc),

¢ Novell (Novell GroupWise),

e Open Text (cuctema Livelink),

e Keyfile,

¢ Oracle (cuctema Context),

e iManage v ap. Hanpumep, cucmema Open Text Livelink obecrne4usaem KonnekmugHyro
pabomy Had OOKyMeHmMamu fo npoexkmy 0711 8HeWHUX U BHymMpeHHUX nosns3oseamened,
nposedeHue oHnaliHosbIx ducKyccull, pacrpedesneHHoe NAaHUPOsaHUE U
mapwpymusayuto 00KymeHmos u op.
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Knaccndumkauyma C3/[

CMS = Cucrtemsl ynpasaeHUA cogepXMmMbimMm

(content management systems).

CuctemMbl JaHHOTO TUNa obecneymBaloT co3aaHne COAEPHRMMOro, AOCTYN U YNPaBIeHNE COAEPKUMbIM,
[LOCTaBKY COAEPKMMOTO (BMNIOTb A0 YPOBHA pPasfenoB AOKYMEHTOB U 06BEKTOB ANA UX MOCNeAYIOLEero
NOBTOPHOTO UCMONb30BAHUA Y KOMIUAALUM).

[JocTynHocTb MHOPMALMK He B BUAE JOKYMEHTOB, a B BUJe 06beKTOB MeHbLLero pasmepa obneryaet
npouecc obMmeHa MHbOPMaLMEN MeXaY NPUNOKEHUAMMU.

YnpasneHue Web-coaepvmbim TpebyeT Hann4MA BOSMOXKHOCTM yripaBneHna o6bekTammu pasHoro
COAEPKMMOro, KOTopble MOryT BbITb BKAtOUeHbI B Web-npeseHTauuio (Hanpumep, HTML-cTpaHuubl u Web-
rpaduKy). Kpome Toro, ynpaesnerune Web-coaepumbim TpebyeT HaNMuMa BOSMOXKHOCTM CO3AaHuUA
npe3eHTaLMOHHbIX Wab0HOB, C MOMOLLbIO KOTOPbIX OCYLLLECTBAAIOTCA NPe3eHTaLmUa AMHaAMUYECKOoro
COAEPKMMOTO 1 ero NepcoHanusauma (0OCHoBaHHasA Ha NPeANOYTEHUAX NONb30BaTeNe, UX NPOGUAAX U
ap.).

Ha MUPOBOM PbIHKE U3BECTHbI CUCTEMbI YNPaBaeHUA COA4EPHKNMbIM OT KOMMNaHWUM :

Adobe,

Excalibur,

BroadVision,

Documentum,

Stellent,

Microsoft,

Divine,

Vignette n ap.

OnpepgeneHHbI ypoBeHb ynpasneHua Web-cogepvmbim npeanaratot Takxke komnanuu FileNet, Tower n
Identitech. B cBoto ouepeap, kKomnaHua IBM peanunsyet pyHKUmMM no ynpasneHunio Web-cogepKMumbim Ha
6ase pelueHunit oT komnaHuii Interwoven u Open Market (4epes napTHepCcKMe OTHOLEHUA C HUMK), @
KomnaHua Tower nHTerpuposana csoe MO No ynpaBaeHWIo 3/1eKTPOHHbIMM JOKYMEHTaMM C peLleHUAMM No
ynpasneHuto Web-coaepxunmbim oT KomnaHum Stellent.

Knaccndpukayma C3/

”VIS = Cuctembl ynpasneHusa nHdopmavmen

(information management systems) / nopTanbi.
Takue cuctembl 06ecneymBaloT arpermpoBaHne MHopmMmaLmu, ynpasiaeHune
nHdopmaumein n ee 4oCTaBKy Yepes Internet/intranet/extranet.
C ux NOMOLbIO peannsyeTca BO3MOXKHOCTb HaKOM/1eHnAa (M I'IpMMeHeHMFI) onbiTa
B pacnpep,eneHHon KOpI'IOpaTMBHOﬁ cpeae Ha OCHOBE UCNnonb3oBaHUA 6busHec-
npaBu/, KOHTEKCTA U MeTagaHHbIX.
C nomoupbto NopTasioB obecneynBaeTca TakKe AOCTyN Yepes cTaHAapTHbIM Web-

HaBMraTop K pAAy NPUIOKEHWI SNEKTPOHHOM KoMmepunn (06bIvHO, Yepes
uHTepoeiic ERP-cuctembl).

Mpumepamu NopTaioB ABASKOTCA CUCTEMDI :

Excalibur,

Oracle Context,

PC DOCS/Fulcrum,

Verity,

Lotus (Domino/Notes, K-Station).
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Knaccndpukauyma C3/[

IS = Cuctembl ynpasaeHusa nsobparkeHnamm/obpasamu (imaging systems)

¢ C MX NOMOLLbIO OCYLLLECTB/IAETCA KOHBEPTALMA OTCKaHWMPOBAHHOM C ByMarKHbIX
HocuTenel nHGopmaLmMm B 3NEKTPOHHYIO dopmy (06bI4HO, B popmarte TIFF).

¢ [laHHas TeXHONOTMA NIEKUT B OCHOBE NEPEBOAA B 3NEKTPOHHYO dopmy
MHGOPMALMM CO BCEX YHACNEA0BAHHbIX BYMaXKHbIX JOKYMEHTOB U
MUWKPOODUIbMOB.

B uncno 6a30BbIx GYHKLMIN CTaHAAPTHOW cUCTEMbl 06PaboTKM M306parkeH Ui
BXOAAT:

* CKaHMpOBaHMWe,
* XpaHeHwe,
*  pAd BO3MOMKHOCTEW NO MOMCKY M306parkeHU n ap.

Knaccndpukayma CI3/[

WMS - cucrems ynpaBieHna NoTokamu pabot
(workflow management systems).

e CuCTeMbl J@HHOIO TMNa NpegHa3HaYeHbl AN obecneyeHns mapLpyTM3aLmm
NoToKoB paboT Ntoboro TMNa (onpeaeneHuns nytei maplwpyTmusaunmn ¢annos) B
pamKax KOpNopaTUBHbIX CTPYKTYPUPOBAHHBIX M HECTPYKTYPUPOBAHHbIX BU3HeC-
npoLLeccos.

*  OHM ncnonb3yroTcA ANA NOBbIWeHUA 3PPEKTUBHOCTU U CTENEHN KOHTPOIMPYEMOCTH
KOpMopaTMBHbIX BU3HEC-NPOoLEeccos.

* CuctemMbl ynpaBneHua NOTOKamm paboT 06bI4HO NprobpeTatoTcs, KaKk YacTb peLueHns
(Hanpumep, EDMS-cuctembl unn PDM-cuctembl).

¢ KomnaHu- pa3paboTuymKkn TaKUX CUCTEM:

* Lotus (cuctembl Domino/Notes n Domino Workflow),
e Jetform,

¢ FileNet,

e Action Technologies,

e Staffware n gp.

e Xopowuli yposeHb yripasaeHua nomoxkamu pabom obecrneyusarom 8 ceoux
peweHusax makxce komnaHuu FileNet, IBM (4epe3 unmezpayuto ¢ 10 MQ Series
Workflow), Identitech, Tower (vepe3 uHmezpayuto c 10 Plexus u Staffware), Gauss
(4yepe3 uHmeepayuro c 10 Staffware) u Op.
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ACKMA
ABTOMAaTU3N PpOBaHHAA CUCTEMA KOHTPONA

[OKYMEHTOB U MOPYYEHUN.

MCNoJIHEHNA OOKYMEHTOB U nopyquMﬁ

ACKU[ npegHasHayveHa gnsa 3pPeKTUBHOIO KOHTPOA 3a BbIMOJAHEHNEM

@ ACKMA 30 - Windows Intemet Explorer % f

T ] |

) - [] rovmess sianumis sutgeing.conolampiasi=201578

G e | @ acka30

1 Crparmsa = (5 Cegame =

2 -

[ACKHA 3.0

Bakon U. 1. (OO0 "Bun": rex. AupexTop)

Roxyneno

KoHTpone ncnonHesns

Heie, ewe He aakpuTme (1-0,00%)
2-18,18%)

(1-9,00%)

pwe (2-18,18%)
3-27,27%)

18,18%)

@ Vereprer | Souipmspenvom pesouse wen.

TMonows Buixon

#100% -

ACKMA

ABTOMaTM3MDOBaHHaﬂ CUCTEMA KOHTPOANA
MCNoJIHEHNA OOKYMEHTOB U nopyquMﬁ

ACKW[, no3sonset: Co34aTb MHOFOYPOBHEBYHO BEPTUKAJIbHYIO CUCTEMY CKBO3HOIO

KOHTPONSA AOKYMEHTOB U MOPYYeHUN.
B no6yto MMHYT HabakogaTh "cpes" Bcex BbINOAHAIOWMXCA MOPYHEHMA.

KOHTpoNMpoBaTb CPOKM UCMIONHEHUA NOpydYeHuit. Cuctema NoaHocTbio 6epeT Ha cebs
KOHTPO/Ib UCMONHEHUA NMOPYYEHUI, OTCNENKMBAA CPOKM U COOBLLAA COTPYAHMUKAM O

MPOCPOYEHHbIX NN HEBbINOMTHEHHbIX NOPYYEeHUAX.
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ACKHNA
ABTOMATU3NPOBAHHAA CUCTEMA KOHTPOS
NCMONIHEHUA AOKYMEHTOB N NOPYYEHU I

. Mpenmywectsa ACKUA:

MHoroypoBHeBas BepTMKasbHaA CUCTEMa CKBO3HOTO KOHTPONA.

. Mopy4yeHKUa MOryT Bbl4aBaTbCA UCMONHUTENAM Ha OCHOBE MOPY4EHUI NMO/TYYEHHbIX OT BbILIECTOALLErO
pyKOBOACTBa.

Jlerkoctb BHeagpeHua

. CucTema npocTa B OCBOEHUU U He TpebyeT crneLmnanbHOro obyyeHnn nosb3osaTenei.

. Mpu passepTbiBaHUM ACKU/, He TpebyeT ycTaHOBKM nNporpamm Ha pabounx mectax. Ha komnbioTepe
nonb3oBaTeNA HyeH TonbKo Internet Explorer

mMbKocTb.

. [NA KaXXA0ro pyKOBOAWUTENSA, 3aMeCTUTENA PYKOBOAUTENA MU MeHeaKepa MOryT bbITb onpeseneHbl CBOW BUAbI
AOKYMEHTOB U KaTeropum nopyyeHuit

0O6meH uHpopmaLmeit.

. Cuctema no3sonseT BECTU NEPEnUCKy No BONPOCam CBA cucnon nopy , KaK mexay
pyKkoBoauUTeNIeM N UCMONHUTENIAMMU, TaK U UCMONTHUTENAM MeXay coboii ¢ MOMOLLbIO BCTPOEHHbIX MHCTPYMEHTOB.

— =

Knaccudpukauma C3/1
CNCTEeMbI YyNnpaBaeHnAa KOpnopaTuBHbIMU INTEKTPOHHbIMWM 3aNMUCAMMN.

¢ [peanaraemyto IDC knaccuodumkaumio CO0 MOXKHO AOMONHUTb TaKKe cucTeMamm
ynpaBAeHnA KOPNopaTUBHLIMU 3/1EKTPOHHbBIMW 3aMUCAMMU.

e PblHOYHOMY cermeHTy MO ynpasieHUs KOPNopaTUBHLIMM 3aMMUCAMM YKe OKOO 5
ner.

* KopnopaTuBHble 3anucu d)VIKCVIpOBaHbI BO BPEMEHU N HEU3MEHAEMDbI.

e OHM ABNAIOTCA CBUAETENLCTBOM BU3HEC-TPAH3aKL MM, Pa3ANYHbIX NpaB U
06A3aTeNnbCTB U Ap.

e KopnopaTuBHble N0b30BaTENN AOKHbI CAMU OMPELAENUTb, KaKoe CoaepKnmoe
Heo6Xx04MMO caenaTb KOPNopaTMBHOM 3anNUCbio (Takoe pelleHue TpebyeT oLeHKM
nepcneKkTUBHbIX MoTpebHocTen nx busHeca).

B uncno KopnopaTUBHBIX peLleHnit, TpebyoLWmMX COXPaHEHUA COAEPKMMOTO, BXOAAT:
e OCHOBHble 6M3Hec-cucTeMmbl, BKAtoUYan ERP-cuctembl M Byxrantepckme cuctembl,
* nouToBble cucTembl (Hanpumep, MS Exchange),

*  CUCTEMbI YNpPaBAeHMA OTYETAMM U BbIBOLOM,

*  CUCTEMbI 37IEKTPOHHOI KOMMEpPLMH,

*  MNporpammHble CPEACTBA KONNEKTUBHOM paboTbl (CMCTEMbI ynipaBaeHUs
NPOEKTaMU, OHNAaNHOBOM KOHdeEpPEeHL-CBA3K 1 4p.).

B KauecTBe NpMmepoB CUCTEM yNpPaBAEHUA 3aNNCAMN MOXKHO npusectyn MO:
e Capture ot Tower Software,

* iRIMS ot OpenText n

*  Foremost oT TrueArc.
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Knaccndpumrkauma C3/1

OMS- cuctembl ynpasneHus BbiIBogom (output management systems).

MHorve KoprnopaTueHble No/b30BaTeNM XOTAT COBMPaTh AaHHbIE U3 Pa3HbIX MPUIOXKEHUN, paboTaloLWmX B
reTeporeHHo cpese, U reHepMpoBaTh OTYETbI B 3/IEKTPOHHOM BUAE. Takas BO3MOMKHOCTb 0COBEHHO
HeobxoaMMa AnsA KOMNaHWM, ncnonb3aytowmx ERP-cuctembl (B KOTOpbIX Bcerga cobUpaeTcs v XpaHUTCA MHOTO
MHPOPMALLMK, HO He BCeraa ecTb cnocobHOCTb TMBKOM reHepaLmm Bcex HeOBX0AMMbIX OTYETOB).

MmeHHO N03TOMY Ha MMPOBOM PbiHKE Caﬂ, M NOABUNUCHL TaK Ha3biBaemble CUCTEMDbI ynpaBneHMﬂ BblBO,CI‘OM
(output management systems - OMS),

OCHOBHbIM NpeaHa3Ha4YeHUEM KOTOPbIX ABNAETCA reHepauna BbIXOAHbIX 4OKYMEHTOB.

B HekoTopbix OMS-cuctemax 4ONONHUTENLHO Peann30BaHbl Takke BO3MOXHOCTU apxXmBauumn n
AONTOBPEMEHHOIO XpPaHEHUA BbIXOAHbIX OTYETOB U JOKYMEHTOB. B cBA3M € 3TM, MHOrMe n3 OMS-
cuctem Knaccuduumpytotea Gartner Group, Kak MHTErpupoBaHHbIe CUCTEMbI apXmnBaLnnM U NOUCKa
BokymeHToB (IDARS - integrated document archive and retrieval systems). Oanako rnasHoit
npu4nHoi nonynapHoctn OMS-cucTem Bee e ABNAETCA 3aHMMaeMan MMM PbiHOYHAA HUWa - feHepauma
LOKYMEHTOB M OTYETOB B MHGOPMALMOHHBIX CMCTEMAX NPeANPUATUIA U OpraHM3aLmii,
NOCTPOEHHbIX C ncnonb3oBaHnem ERP-cuctem. Mo mHeruro aHanumukoe Gartner Group, 0dHUM u3
cn1abbix mecm cospemeHHbIx ERP-cucmem Asaaemca UMeHHO 1710xoe yrpassneHue 2eHepayueli 8bIX00HbIX
dokymeHmos (paspabom4yuku ERP-cucmem 60sbwe cocpedomoyeHsl Ha MosblWeHUU yHKYUOHAAbHOCMU
KnroYesbix Modysneli caoezo 10, yem Ha "emopocmeneHHbix" 8onpocax obecriedeHUs 2eHepayuu 8bIX00OHbIX
omyemos, He UMeoU4UX, M0 UX MHEHUH, XOPOWUX PbIHOYHbIX Mepcriekmus). Imom Hedocmamok ERP-cucmem u
MOCAYHU OCHOBHLIM haKMOPOM MosABseHUA U bbicmpozo pas3sumus peiHka OMS-cucmem. Pad OMS-cucmem
omeeyaem mosbKo 3a pacrnpedesneHue u 00CMasKy 8bIXOOHbIX OOKYMEHMO8 (8 31eKmpPoHHOM sude ? 8
¢popmamax HTML, XML u PDF). OyeHb yacmo OMS-cucmembl UHMe2pUpo8aHs! € MPO2PAMMHbLIMU NaKemMamu
CKaHUPOBAHUA OOKYMeHmMos u usobpaxceHul. lone3Holi 803MoxHOCMbIO HeKOMopbix OMS-cucmem Asnaemcsa
u 83aumodelicmaue ¢ yHacn1e008aHHbIMU KOPMOPAMUBHbIMU CUCMEMAMU.

MOKHO TaKKe OTMETUTb CreLanbHble MOAYAW YNPABAEHUA 31EKTPOHHbIMU LOKYMEHTaMM, BCTpanBaemble B
ERP-cuctemsl (SAP R/3, Baan u ap.). Of4HAKO BO3MOXKHOCTM 3TUX MOZYNEN AOCTAaTOYHO OrpaHMYeHbl, TaK Kak
NPaKTUYECKN HEBO3MOMXKHO CO34aTb YHUBEPCANbHYIO M NOAHODYHKLMOHaNbHYO ERP-cuctemy.

Tema 2.2 ABTOMATU3aUUA
XpaHeHUA 3/1eKTPOHHbIX
NOKYMEHTOB
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Tema 2.2 ABTOMATM3aUMA XPAHEHUA
3NEKTPOHHbIX JOKYMEHTOB

MNnaH nekuuu 4
Tanbl pa3BUTUA CPEACTB ABTOMATU3MPOBAHHOIO XpPaHEeHUA U
NMOWUCKA TEKCTOBbIX JOKYMEHTOB.
MoHATME MHPOPMALMOHHO-NOMUCKOBOM CUCTEMDI.
MoHATUE CUCTEMBI YNPABAEHWNA SNEKTPOHHBIMW AOKYMEHTAMM
(Cyn).
CtpykTypa CY/[, 1 HasHayeHne ee KOMMNOHEHTOB.

YHUKanbHble BO3MOXHOCTM CUCTEM ynpasaeHnA a/IeKTPOHHbIMMU
AOKYMEHTaMM.

KnaccnoumKkauma cuctem ynpaB/ieHUs 3/1eKTPOHHbIMM
OOKYMEHTaMMU.

OyHKumun CY. MeTtoabl OpraHU3aLmMm XpaHEHUA U NOUCKA
LOKYyMeHTOB B CY/]. XapaKTepuCTUKa CUCTEM ynpaBaeHuA
3NEKTPOHHbIMU AOKYMEHTaMMU

MoHATHE MHPOPMaALMOHHO-NONCKOBOM

cuctembl (UNC)

WUNC - 310 cucTema, npeaHasHauYeHHan AN XPaHEHUA U NMOUCKA AOKYMEHTOB C
TEKCTOBOW, rpadunyeckon, TabanyHom MHPopmaumelt Nno aTpubyTam, KNHoHEBbIM
CNI0BaM AOKYMEHTa U COAEPKaHUI0 B Kakol-1nbo npegmeTHOM obnacTu.

Boiaenstor UMNC aByx TMNoB: dpakTorpadmyeckme n foKymeHTorpapumyeckme
cucTembl.

UNC dpakTorpadpuueckoro Tvna npegHasHayeHbl 410 XPaHEHWUs 1 NOMUCKa GaKTos,
nokasaTtesieil, XapaKTepUCTUK KaKkmx-1Mbo 06bEKTOB UAK NpoLeccos (Hanpumep,
cBefeHun 0 paboTHMKaX, O NPeANPUATUAX, aKLLMOHEepaxX U T.4.).

[LokymeHTorpadpuyeckme UMC oTanYaloTca TeM, YTO OBGBEKTOM XPaHEHMA M NOUCKA
B 3TUX

cUCTEMAX CYXKAT AOKYMEHTbI, OTYEeTbI, pedepaTbl, 0630pbl, }KyPHaNbl, KHUTU U T.4.
CueHapuit noucka AoKymeHTa npu nomoum UMNC 06bI4HO CBOAMTCA K BBOAY
3anpoca Ha NOWUCK, COCTOSALLLETO U3 OA4HOMO UAN HECKOIbKUX CNOB, NMOC/Ee Yero
npeabABAAETCA CNUCOK MMEH HaleHHbIX OKYMEHTOB.

Monb3oBaTENb MOMKET OTKPbITb /10601 U3 HAWAEHHbIX OKYMEHTOB M eciu
NMOWMCKOBasA CUCTEMA NO3BONAET, BXOXKAEHUA UCKOMbIX C10B B JOKYMEHTE
BbIAENAOTCA — KMOACBEYMBAIOTCAN».
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NHPOopMaLMOHHO-NONCKOBanA
cuctema (UNC)

*  MOXHO BblAeNWTb Cieaytolime 0CO6eHHOCTM OpraHn3aLmnm n GyHKLUMOHUPOBaHMA
[oKymeHTorpadwmueckoit UMC, oTanyatowme ee ot cMcTeM ynpasneHns 6azamm CTPYKTYPUPOBaHHbIX
[LaHHbIX:

e o [lOKYMEHTbl MOTYT XpaHUTbCA Ha Bymare, MUKporpadpuuecknx HOCUTENAX UK CYLLECTBOBATb B
3N1IEKTPOHHBbIX GopmaTax.

e Mukporpadpuyeckme GopmaTbl BKAOYAOT MUKPOPUIbMbI, MUKPODULLM, Chaiiabl U apyrve
MUKPOGOPMBI, NPOU3BOAMMbIE PA3HOOBPA3HLIMM LOKYMEHTHBIMU KaMepamm. DNEKTPOHHbIe
bopmaTbl eLe MHOrOYUCNEHHEE, OHU BKKOYAIOT SLOKYMEHTbI, NOATOTOBEHHbIE B TEKCTOBbIX
NPOLLEeCCcopax, CUCTEMAX 3/IEKTPOHHOW MOYTbI U APYrMX KOMMbIOTEPHbIX NPOrpammax, oundpoBaHHble
n306paskeHna NpoLeanX CKAHMPOBaHME LOKYMEHTOB M Npou. [pu aTom Npegnonaraerca
06A3aTeIbHOe XPaHEHUE KaK 3NIEKTPOHHbIX KOMNWUIA AJOKYMEHTOB, TaK U X BYMarKHbIX OPUTMHA/OB.

e o EC/IM LOKYMEHTbI 3aHUMAIOT 60/1bLION 06BEM U MONHbIE 3NEKTPOHHbIE KONUK BblAABATb Ha
NPOCMOTP MW XPaHWUTb HE BO3MOXKHO, TO A/ TAKUX LOKYMEHTOB CO34aM0T U XPAHAT 3NEKTPOHHbIE
afpeca ux xpaHeHus.

MOMUCK OCYLLECTBAAETCA HAXOKAEHWEM AOKYMEHTA MO ABYM NPUHLUMNAM:

*  no atpubyTam AOKYMEHTA — faTe CO34aHUsA, pasmepy, aBTopy 1 np. u

* [0 ero cogeprKaHuio (TekcTy).

e O6bI4HO NOMCK MO COAEPHKAHMIO AOKYMEHTA BbINOMHAETCA ABYMA CNocobamu: Mo KAYEBbIM C/I0BaM
1 N0 BCEMY TEKCTY, KOTOPbI Ha3bliBalOT NOIHOTEKCTOBbIM, MOAYEPKMBAA TEM CaMbIM, YTO A1 NMOMUCKa
MCNO/Ib3YEeTCA BECb TEKCT LLOKYMEHTA, @ He TO/IbKO ero PeKBU3UTLI.

NMPOEKTUPOBAHUE CUCTEM YNPAB/IEHUA
AOOKYMEHTAMU

e [1nA NOMCKa AOKYMEHTOB CO34al0T U XPaHAT UX NOUCKOBble 06pasbl.

* MowucKoBblit 06pa3 goKymeHTa (MOA) — COBOKYNHOCTb KOA0B
BeAyLINX KAHYEBbIX CN0B (AeCKpMNTOPOB), KOTOPbIE ONUCHIBAIOT
CMbICA, coaeprKaHne JOKYMeHTa.

* KAtoueBble CI0Ba 1 UX KOAbl XPaHATCA B cneLuasbHOM cnosape —
Tesaypyce.

e [1nA TOro, 4TOObl OCYLLECTBAATD MOUCK AOKYMEHTOB, HYXKHO CO34aTb
MHPOopMaLMOHHO-NOUCKOBBIN A3biK (UMS), B cocTaB KOTOpPOro BXoauT
Te3aypyc U rpammaTmKa A3blKa, T.e. COBOKYMNHOCTb NPaBmA 3a4aHuA
MHOXeCTBA BbICKa3blBaHMUM HA MHOXECTBE K/0YEBbIX C/IOB.

® YT06bl OTbICKaTb AOKYMEHT, HY*XHO c034aTb C nomolubto UMA
NOMCKOBbII 06pa3 3anpoca (M03), koTopblit NpeacTaBaseT coboit
COBOKYMHOCTb 3aKOAMPOBAHHbIX KAKOYEBbIX C/10B, OMUCHIBAOLWNE TE
OOKYMEHTbI, KOTOPbIE HY}KHO HalTU.
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Cxema B3aMMOAenCTBMA KOMMNOHEHT
NMC

| HITA-Tezaypyc |

—
4-"";- -\\\‘\_
IToncxoBeri obpas TTonckoBeIil 0Opas
TorvaredTa (TTOTT zanpoca (ITO3)
L] \ A
TMoxvyeHT fox |
— - 3anpoc 103

OCHOBHble NOHATKA, ynoTpebnaemblie
B chepe NOUCKa AOKYMEHTOB.

* PeneBaHTHOCTb — CTEMEHb COOTBETCTBUSA HalAEHHOTO JOKYMEHTA
3anpocy. HanaeHHbIN No 3anpocy AOKYMEHT MOMKET UMETb OTHOLLIEHWE
K 3aMpocy, T.e. cogepKaTb HYXKHY0 (MCKOMYIO) MHOOPMALMIO, @ MOXKET
M HE UMETb HUKAKOTO OTHOLIEHUS. B nepBom ciyyae OKYMEHT
Ha3blBaeTCA peneBaHTHbIM (No-aHruiickK relevant — «comHocawulica
K Oeny»), BO BTOPOM — HepeJieBaHTHbIM, MW LIYMOBbIM.

¢ Kak npasu/o, B 110601 NOUCKOBOM CUCTEME MO 3aMnpocy BblAaeTcs
HECKO/1bKO (Yalle MHOro) HalaeHHbIX AOKYMeHTOB. MHoOrne M3 HuUX
MOFYT NOBECTBOBATb HE O TOM.

* W HaobopoT, HEKOTOPbIE BayKHbIE, PE/IEBAHTHbIE, AOKYMEHTbI MOTYT
6bITb MPONYLLEHbI MPY NMOUCKE. FICHO, YTO KOJIMYECTBO TEX U APYIrUX
onpeaenseT Ka4ecTBO NOUCKA, KOTOPOE MOXKHO ONpPeaenuTb
[0CTaTOYHO TOYHO.

¢ OCHOBHbIMW MOHATUAMM B MUPE NMOUCKOBbIX CPEACTB ABNAIOTCA UAEM
TOYHOCTU M NOJSIHOTbI MOMUCKa.
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OCHOBHbIe NOHATUA, ynoTpebnaemble B
chepe Nomncka AOKYMEHTOB.

* TouHocTb Noucka (T) onpegensetca Tem, Kakas 4acTb MHGOPMaLWK, BbIAAHHAA B OTBET Ha
3anpoc, ABNAETCA PENeBaHTHOM, T.e. OTHOCALLENCA K 3TOMY 3anpocy v ABAAETCA NapaMeTpom,
MOKa3bIBaIOLLMM, KAKOBA 0/1A PENEBAHTHbLIX JOKYMEHTOB B 06LLeM Yncie HaWaeHHbIX. IToT
rokasaresb paccuuTbiBaetca no dopmyne:

e VHpenTs=--mememe *100%,

e VHO6

¢ rae VH pen — KONMYeCcTBO HalAeHHbIX JOKYMEHTOB, Pe/ieBaHTHbIX 3anpocy;
*  VHOG6 — obLee KoAM4YecTBo HanAEeHHbIX AOKYMHETOB.

e Ecaun, Hanpumep, BCe BblAaHHbIE NO 3aMpoCcy AOKYMEHTbl OTHOCATCA K 4Ny, TO TOYHOCTb
pasHa 100%; ecnu, HaNPOTMB, BCE LOKYMEHTb! LIYMOBbIE, TO TOYHOCTb MOMCKA PaBHa HYIO.

¢ TMonHoTa noucka (M) — LonoAHWUTENbHbIM NapaMeTp, NOKa3blBalOLW MK, KakoBa AoNA (Man
NPOLEHT) HalAEHHbIX PESIeBaHTHbIX JOKYMEHTOB B 06LLEM KOIMYecTBe penesaHTHbIX
[OKYMEHTOB, T.e. XapaKTepu3yeTcs COOTHOLIEHUEM MEKAY BCE PenieBaHTHOM
nHobopmaLmen, umetoLueiics B 6ase, 1 T ee YacTbio, KOTOPas BK/IOYEHA B OTBET U
paccunTbiBaeTcs no dopmyne:

e VHpennM =-—---mmmme * 100,

e Vobpen

e rae VH pen — KO/IMYecTBO HallAeHHbIX JOKYMEHTOB, pesieBaHTHbIX 3anpocy;

¢ Vo6 pen — obLLiee KONMYECTBO JOKYMEHTOB, pefieBaHTHbIX 3aMNpoCy, XPaHALLMXCA B CUCTEME.

OCHOBHbIe NOHATUA, ynoTpebnaemble B
chepe Nnoncka AOKYMEHTOB

e [ouck — npoueaypa BblAeNeHUA U3 HEKOTOPOro MHOYECTBA O6LEKTOB NOAMHOMKECTBa,
COZEPIKALLErO TObKO Te 06BEKTbI, KOTOPbIE YA0BNETBOPAIOT HEKOTOPOMY YC/NOBUIO.
BuAabl NOMCKa: NO COBMNAAEHMIO, NO UHTepBany 61130CTH, CNOKHOMY apudmeTUYecKomy
YC/I0BMIO, CEMAaHTUYECKOMY YC/IOBUIO, SIOTUYECKOW COBOKYMHOCTU HECKOIbKUX YC0BUIA
UT. 4.

MeTogbl no1cka: nepebop, BbluMC/ieHEe aAPecoB, ANXOTOMUYECKUIA MOUCK.

e [lepebop — npoBepKa ycn0BUiA NOMCKA A0 BCEX 0ObEKTOB, BXOAALLMX B COCTAB
[aHHOTO MHOKecTBa.

* BbluncieHue agpecoB — onpeaeseHne agpeca B BUAE HEKOTOPOIN OAHO3HAYHOW
dYHKLMM OT 334aHHOIO YC/I0BUA NMOUCKA, onpeaesieHne 30Hbl NaMATHU, OFrPaHUYEHHOM
WM NPOU3BOJIbHOM MO pa3mepy, KOTopas ABNAETCA -NMHeNHON GyHKUMEN OT Koaa,
BXOAALLErO B YC/I0BUE MOUCKA.

e [INXOTOMMYECKUIA MOUCK — MOC/Ee KA Ao NPOBEepKU yMeHbLIaeTca 061acTb NoMcKa
npumepHo B 2 pasa. Kpome NpoBepKu BbINOJHEHWUA YCI0BUIA NOUCKA Kaxablii pa3 Hago
onpeAenuTb 3HaK OTKNOHEHWA OT 3a4aHHOTO YC/1I0BUSA NMOMUCKa.
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Tema 3.1 YNpaBaeHue
NOKYMeHTO0bopoTOM

N ero CTPyKTypa

[lnaH nekunmn 5

YnpaBneHue AOKYMEHTO060pOTOM M ero CTPyKTypa.

MpuHumnbl OCY[l: opMeHTauma Ha paboTy ¢ AOKYMEHTaMM,
pa3paboTKa «aKTMBHOro» NPOrpPammHOro obecneyeHuns
ana 3CY, agantayma K UsSmeHeHUAM KOHKPETHbIX
YCNOBUM 3KCNAyaTauum.

TpeboBaHus U NpuHLMNLI co3ganua ICYL, cocTas u
copaepaHme NoaCUCTEM U NCNONIb3YEeMbIX
MHOOPMALMOHHbBIX TEXHOIOTUIA.

Ha3HauyeHue 1 TexHonorma paboTbl CUCTEMbI MAaCCOBOTO
BBOAA BYMaKHbIX AOKYMeHTOoB B C 1 ICY/.

NHpacTpyKTypa OTKPLITbIX KNOYEN: COCTOSHUE U
nepcnekTBbl. OCHOBHbIE MOHATUA TEXHONOTMUN LMPPOBLIX
cepTMdmKaToB.
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YnpaBneHne 4OKYMeHTO060poTOM U
ero CTPyKTypa

* [1. 1.1 OCHOBHble MOHATMA 3IEKTPOHHOIO
,CI,O KYMe HTOO6O pOTa ([loKyMmeHTO060pOT; INEKTPOHHBIN AoKymeHToo6opoT (310);

INEKTPOHHbIV AOKYMeHT (31); dnekTpoHHasa nognuce (3M); MalwmMHOUYUTAEMbIA AOKYMEHT -- AOKYMEHT,
NPUTOAHBINM AN1A aBTOMATUYECKOTO CHUTBLIBAHUA COAEPIKALLENCA B HEM MHGOPMALIMK, 3aNUCAHHBIN HA MarHUTHbIX U
OMNTUYECKUX W APYTVX HOCUTENAX UHOPMALMK; )

* [1. 1.2 BO3MOXXHOCTM 3/IEKTPOHHOIO
AOKyMeHToobopoTa

* [1. 1.3 Pewaemsble 3aaa4um

e . 1.5 Mpobnembl nepexoaa Ha 3NEKTPOHHbIN
AOKymeHToobopoT

e [1. 1.6 TpeboBaHMA, NnpeabABAAEMbIE K CUCTEME
3NEeKTPOHHOIo AOKYMeHTo0bopoTa

OCHOBHbI€e npuHUUMbI NOCTPOEHUA
IEKTPOHHOTIO I,EI,OKyMeHTOO6O|Z)OTa

1) Meps.biii NpUHLMN co3aaHma ICY/ - opueHTauma Ha paboTy C AOKYMEHTAMM.
13 3TOro NPUHLMNA BbITEKAET KaK CNeAcTBME TOT GaKT, 4To HpopmaLmoHHoe obecneyeHne ICY AONKHO
NpesoCTaBaATb BO3MOXHOCTb MHTErPUPOBAHHOM 06paboTKM BCex BUA0B MHOPMALMK, LUMPKYANPYLOLLEN
B OPraHW3aLum, B T.4. LOKYMEHTOB, MOPOXKAEHHbIX 3/IEKTPOHHbBIM M BYMarKHbIM LOKYMEHTOOBOPOTOM:
BHELUHEN U BHYTPEHHEN NepenucKu, OCyLeCTBAAEMON KaK B 3/IEKTPOHHOM, TaK 1 B BymaxkHoi popme.

¢ OcHoBHoOW YacTbto MO ICY[, nonkHa 6biTb 6a3a faHHbIX 3NEKTPOHHbIX foKymeHTOoB (BA4J), KoTopas
CTaHOBUTCA 3/1IEMEHTOM LLEHTPA/IM30BaHHOW 6a3bl JaHHbIX BCeV OpraHn3aLmMm UAu NpeanpuaTia n
dopmupyeTca Kak LLeHTPaIM30BaHHbIW 3EKTPOHHBIN apXMB AOKYMEHTOB (BK/HOYAIOLLMMA B T.4. 1
6yMarkHble OPUTUHAJIbI U 3NEKTPOHHBIE KOMUU OPUTMHAN0B BYMaXKHbIX JOKYMEHTOB).

Cuctema ynpasneHus 6a3oi AaHHbIX LOKYMEHTOB J0NKHa 06ecneynBaTh BbINONHEHUE CAeayoLLMUX

yHKUMIA:

® - LLeHTPa/NM30BaHHYIO PErCTPALIMIO BCEX JOKYMEHTOB, KOTOPbIE LIMPKYNNPYIOT B OPraHu3aLmu;

* - XpaHeHWe JOKYMEHTOB B 3/IEKTPOHHOM BUAE B Pa3/IMUYHbIX dopmarax;

*  -BefleHMe LeHTPa/IM30BaHHOIO KaTasiora JOKYMEHTOB OpraHusaLmm, obecneunsatoL,ero BOSMOXHOCTb
MX MOWCKa (Mo KNtoUEeBbIM aTpMByTam, C UCNONb30BAHMEM MOSHOTEKCTOBOTO NOUCKa U T.4.);

* - XpaHeHMWe NOSHOW UCTOPUU PabOoTbl C AOKYMEHTAMMU (KTO, KOTA4a U Kak paboTan ¢ JOKyMeHTOM), a
TaKKe Pas3/IMYHbIX BEPCUW LOKYMEHTOB;

* - HaZEKHYIO CUCTEMY 3aLUWTbI AOKYMEHTOB, PerNameHTaLmMIo JOCTyNa NepcoHana K JOKyMeHTam
PasANYHOrO Ha3HauYeHus;
* - BO3MOMHOCTb MNOAAEPIKKM apXMBOB AOKYMEHTOB Ha BCEX BMAAX BHELIHWX YCTPOWCTB, BK/OYas

MarHuToonTuyeckune n 6ubnnortekn CD-ROM.
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OCHOBHbI€e npuHUUMNbI NOCTPOEHUA
IEKTPOHHOTIO I,EI,OKyMeHTOO6O|Z)OTa

1) NepBbIi NpuHUMN co3gaHnsa ICY/ - opueHTauma Ha paboTy ¢
OOKYMEHTaMM.

MpuKknagHoe nporpammHoe obecriedeHne SCY/ fOMKHO BKAOYATb Cneaytolime
K/toYeBble KOMMNOHEHTb!:

- cUCTemy yNpaB/ieHNA XpaHeHNemM AOKYMEHTOB - NporpammHoe obecneyeHue,
peanusylowme GyHKLMMN yrnpasaeHna eanHbIM AOKYMeHTapHbIM GOHA0M
opraHv3auun (LeHTPaNM30BaHHbIM apXMBOM);

- cUCTemy ynpas/ieHna 4OKYMEHTOO60pOTOM - MporpammHoe obecrnedeHue,
peanusylolee aaAMUHUCTPUPOBaHME 4OKYMEHTO060pOTa, ynpasaeHne
MapLpyTM3aumein n ABUKeHMeM 4OKYMEHTOB, KOOpAUHALMIO
[OKYMEHTOMNOTOKOB, KOHTPO/1b 3a NepeasusKeHnem 4OKYMEHTOB, 3a
CBOEeBpeMeHHOM Ux obpaboTKkoi 1 T.4.;

- Habop CTaHAAPTHbIX BU3HEC - NPUNOKEHMI, UCMONb3YHOLLMUXCA COTPYAHNKAMM
opraHv3aLumn 4na NOAroTOBKM AOKYMEHTOB - TEKCTOBbIX MPOLECCOPOB,
3/1EKTPOHHbIX Tabauu, v T.N., HABOpP cneLmann3mpPoBaHHbIX GYHKLMOHANbHbIX
NPUAOXKEHWUN, NpeaHa3HauYeHHbIX 419 NOATOTOBKU AOKYMEHTOB (B OT/numMe oT
CTaHAAPTHbIX BM3HEC - NPUIOXKEHWNIA, OHM B3aMMOLENCTBYIOT C 6a30i AaHHbIX,
NoALEPXUBAIOLLEN CTPYKTYPUPOBAHHYIO MHPOPMaLMIO);

- cUCTemy 3KCnopTa /MMMNopPTa AOKYMEHTOB;

Mepsbi NpuHUKMN paspaboTkm ICY/] No3BONAET ONPeAenTb
COCTaB U cofeprKaHMe NOACUCTEM U UCMOJIb3yeMbIX MHGOPMALMOHHbIX
TexHosnorunit ICY/:

* - M0ACUCTEMA COCTaB/IEHUA NEKTPOHHbIX AOKYMeHTOB (CucTema co3gaHus

34);

* -noAcucTemMa opraHM3aumMM MaccoBoro BBoaa, npeobpasoBaHus
6YMaXKHbIX OKYMEHTOB B 3/1EKTPOHHbIN BUA M 3arpy3Ku UX B 3/1EKTPOHHOE
XpaHunuute (Cuctema maccoBoro BBoAa bymaxkHbIX 4OKYmMmeHToB - CMB);

*  -NoACUCTEMA OCYLLECTBAEHMA XPAHEHMSA, MOUCKA U BblAaYM SNEKTPOHHbBIX
[OKYMEHTOB Mo 3anpocam nosb3osatenei (Cuctema ynpasneHmn
3NEKTPOHHbIMKW AOKYyMeHTamu - CYA);

* -noAcucTema NAaHMPOBaHWUA MapPLIPYTM3aLMM U KOHTPOAA UCMOHEHMSA
[OKYMEHTOB M BbINOJHEHNA 4eN0BbIX NPOLLECCOB C Lebio
CBOEBPEMEHHOro AOKYMEHTaLMOHHOro obecneyeHms ynpasaeHus
(Cuctema anekTpoHHOro AokymeHToobopoTa - C340).
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2) Bropown npuHumn co3aanmsa ICY/L - pa3paboTka
"aKTnBHOro " nporpammHoro obecnevenua ans SCY/.

PaboTa ¢ AOKYMEHTamMM ABAAETCA OCHOBHbLIM CMOCO60M BbINONAHEHUA GYHKLMI aNA
nepcoHana opraHusaumu. Llenb aBTomaTM3aumm npoLLeccoB ABUMKEHUA JOKYMEHTOB U
CBA3AHHbIX C HUMW 334aHUI - NOJIlyYEHME LLe/IOCTHOrO MeXaHM3Ma yrnpaBaeHus
LeATeNbHOCTbIo NpeanpuaTuaA, nostomy MO ICY/[, 4oXKHA BbINONHATL caegytowme

YHKUMM:

e - obecneynBaTb BO3IMOXHOCTb PYKOBOACTBY OpraHu3aumm pacnpegenatb paboTbl u
KOHTPONMPOBATH NPOLLECC MUX BbINOJHEHWUSA UCNONHUTENAMM;

® - [00 KaxAaoro ncnonHutena 4osoanTb MHd)OpMaLI,MIO O TOM, KaKue pa6OTbI, B KaKune
CPOKn n B KaKow nocnenoBateNlbHOCTU OH A0/1XKeH BbINONTHATb;

* - [00CTaBNATb Ha pa6oqme MecTa UCnonHuTenen AOKYMEHTbI U NOPYyYeHUA;
¢ - BbICTPanBaTb CNNCOK pa60T, KOTOpble 40N1KeH BbINONTHUTb UCNO/THUTEN b,

e -obecneuvBaTb UCMONHUTENIO BO3MOMKHOCTb NOC/e BbiGopa U3 cnucka
COOTBETCTBYIOLLEN PAabOTbl, KMOrPY}KEHUA » r0 UMEHHO B TO GYHKLUMOHANbHOE
NPUNOXKEHME, KOTOPOEe CBA3AHO C COOTBETCTBYIOLLMM TUMNOM PaboThl (MK 3agaHus).

2) Bropown npuHumn co3aanma ICYL - pa3paboTka
"aKTnBHOro " nporpammHoro obecnevenua ans SCY/.

Mogenb "akTnBHOro" nporpamMmHoro obecneyenus
NPUHLMNNANBHO OTINYAETCA OT TPAAULMOHHON MOAENN
"nmaccmeHoro" MO, NpeaoCcTaBAAKOLWENO NLIb BOSMOXKHOCTb
No/Ib30BaTENO BbINONAHUTL TE€ UIN UHbIE 3apaHee
npeaonpeaeneHHble pyHKUUKU, @ HE NAHMPYIOLLETO U
KOHTPO/IMPYIOLLErO, Kakue GpyHKUMM M Korga Heobxoammo
BbINONHUTb.

[ns AOCTUMKEHNA NOCTABNEHHOM LN SNEKTPOHHAA cucTema
yrnpaB/ieHnA 4OKYMEHTOOBOPOTOM A0/1XKHa pa3pabaTbiBaTbCA
Ha 6a3e ncnonb3oBaHma TexHonornm "workflow",
No3BONSAIOLLEN NNAHNPOBATb BbINOMHEHNE MOTOKA PaboT U
NOAKNIOYEHUSA K KaxkaoM paboTe cBOEro NnporpammHOro
obecneyeHUa N HeOBXOAMMbIX 3NIEKTPOHHbIX JOKYMEHTOB.
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3) TpeTnit npmuHumnn cosganHua ICY/M - nporpammHoe
obecneyeHne ICY/[] 4ONKHO NErKo aganTMpPoBaThCA K
N3MEHEHUAM KOHKPETHbIX YC/I0BUI SKCNyaTaumu. .

OTcloga BbiTeKaeT HeobXxoAMMOCTb pa3pabaTtbiBaTb U BHegpaTb MO ICY/ AByMA meTogamu:
* - MEeTo4OM KOMMNOHEHTHOIO NPOEKTUPOBAHMA,
* -cucnonb3oBaHnem cpeacts CASE - TexHonorum npoektuposaHua UC.

e MeTog KOMMOHEHTHOrO NMPOEKTUPOBaHWA OCHOBaH Ha UCMONb30BaHWUU FOTOBbIX
NPOrpammHbIx CpeacTs (KOPOBOUHbLIX NPOrPAMMHbBIX NPOAYKTOB), NPeAHAa3HAYEHHbIX
ANA peleHns OTAe/bHbIX FPYNN 3a4a4, Hanpumep, NoyYeHnsa U BeAEHWUA CUCTEMbI
3NEKTPOHHbIX OKYMEHTOB, XPaHEHWUA U MOUCKA NEKTPOHHbIX JOKYMEHTOB, NepPechiIKu
[OKYMEHTOB Ha UCMOJIHEHWE U €10 KOHTPOAb U T.4.

* 3TV NporpammHble NMPOAYKTbI HAa MEPBOM 3Tane - Noc/e YCTaHOBKM noABepratoTcs
HaCcTpoiKe Ha NapameTpbl NPeAMEeTHOW 061acTU U 06bEANHAIOTCA B 4UHYI0 CUCTEMY,
MOCKO/bKY Ka)Abli U3 HUX 061a43€T CBOWCTBAMU OTKPLITOCTH.

* B npouecce aKkcnayaTaumm Takoin cMCTEMbI - HA BTOPOM 3Tarne ocyLLecTBAAeTCA
NOCTOAHHAA afanTauna ee OTAe/IbHbIX KOMMOHEHT K U3MEHEHUAM YCI0BUN
dYHKLMOHMPOBAHMA: M3MEHEHMIO COCTaBa 3aay U cocTaBa PpyHKLMIA, KonnyecTsa u
BW0B AOKYMEHTOB, U3MEHEHMWIO annapaTHOM NAaTPopMmbl, Yncaa Nosnb3oBaTenen,
NOCKO/IbKY BCE KOMMNOHeHTbl CY/] 061a4at0T CBOMCTBAMM MacluTabupyemocTu,
OTKPbITOCTW, MOAYNbHOCTU U T.4,..

3) TpeTnit npmuHumnn cosganHua ICY/M - nporpammHoe
obecneyeHne ICY/] 4ONKHO NErKo aganTUpPoBaThCA K
N3MEHEHUAM KOHKPETHbIX YC/I0BUI SKCNAyaTaumu. .

Mcnonb3osaHune CASE - TexHonorum npoektnposaHma NC gaeT BO3MOXKHOCTb OCYLLECTBAATL
aflanTaLmio NporpammHoro obecneyeHus K cneumonKe ero sKCnIyaTaLmMm gpyrum MeTO4O0M,
KOTOpbIV OCHOBbIBaeTcA co3gaHmm CASE-mogenn cuctembl M aBTOMATUHECKOW reHepauum
nporpammHoro Koga. lMpumeHeHne 3Toro MeTofa NPOEKTMPOBAHMA NO3BOAET Ha 3Tane
nccnefoBaHUA npeameTHoOW 061acTu 1 Nnpobiem coBepLIEeHCTBOBAHMA AOKYMeHTO060poTa Ha
npeanpuATUMN co3aaBaTb U NOAAEPKNBATb MHPOPMALMOHHYIO MOAE/b BCEW CUCTEMBI.

I'Ipm 3TOM peLaroTCcA TPU OCHOBHbIE 3a4a4u:

e -TocTpoeHne MoLenw CyLLecTByIoLWEel B OpraHn3aLmm TexHonormm pabotsl -
bopmynupyloTcsa 1 onucbiBatloTCA GYHKLMM NoApasaeneHunin, pelaemblie UMM 3a4a4m 1
TEXHO/IOTUA UX BbINOJHEHWS.

* - Ha ocHoBe aHanun3a mogenu CyLI.I,ECTBy}OLLI,eﬁ TeXHONOorMn onpeaenaroTca OCHOBHble
Hanpas/aeHNA ee COBEPLIEHCTBOBaHNA.

* - PaspabatbiBaetca moaens byaylieit (aBTOMaTU3MpPOBaHHOW) MHGOPMALMOHHOM cUCTEMbI

e - onpegensertcs Habop aBTOMaTU3MpPyeMbIX QYHKLMIA, CTPYKTYpa eanHOM
aBTOMaTU3UPOBAHHOMN 6a3bl OPraHU3aLMm, CXeMbl U aNTOPUTMbI 06paboTKK MHbOPMaLUK K
T.4., HA OCHOBE KOTOPOW OCyLLecTBAsAEeTCA reHepauusa 6a3 aHHbIX U NPOrpamMmMHbIX KOL0B
06paboTKu.

Ha aTtane aKkcnayataumm noay4eHHoM CUCTeMbl BCe U3MEHEHUsA BHOCATCA B UHDOPMALLMOHHYIO

MOZenb, KOTopas NojBepraeTcA NOBTOPHOW reHepaumm 6a3 AaHHbIX U KOAOB, TEM CaMbiM

OCyLLEcTBAAA a4anTaLmIo ee K U3MEHEeHUAM YCN0BUIA IKCNyaTaLmn.
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Ha3HaueHune n TexHonorna paboTtbl cMcTembl
MacCOBOro BBoAa 6ymakHbix 4OKymeHTOB B 9C 1
2CY/Aa.

CerogHs npouecc nepeBoga bymakHbIX LOKYMEHTOB B None3Hble AN AaNbHeNLero
MCMNONb30BaHMA AaHHbIe He OrpaHNYMBAETCA YCTAHOBKOM 06bIYHOIO cKaHepa uan MoV,
CoBpemeHHble TEXHO0MMM NPefoCcTaBAAoT 6oraTbili BbIGOP CLUeHapues BBoAA U
OpraHM3aLUMOHHbIX Mogenei, cnocobHbIX obecneunTb Hagnexalwmii yposeHb TOYHOCTU U
CKOpOCTH paboTbl ¢ UHGOPMaLMEN.

TexHonornm Beoga M 06paboTkmn AaHHbIX (engl. Data and Document Capture) nomoratoT
Ntob0oM opraHmn3aLmMm pesynbTaTMBHO M BbICTPO peLlaTb BONPOCHI, CBA3aHHble ¢ 06paboTKoi
1 NepeBoAOM B 3NIEKTPOHHbIN BUA Pa3INYHbIX CTPYKTYPUPOBAHHbBIX U He
CTPYKTYPUPOBAHHbIX AAHHbIX.

Takue cuctembl oTHOCATCA K Knaccy OCR 1 No3BONAIOT pewnTb cneaytolme 3agaun:

e 0ObecneyeHne onepaTMBHOIO NepeBoaa BymaKHbIX LLOKYMEHTOB B 3/IEKTPOHHbIN BUA,
018 XpPaHEeHWA, UCNO/Ib30BaHUA B MUHGOPMALMOHHOM cucTeMe U NpeaoCcTaBieHUA
KOHTpareHTam

¢ [loBbIWEHMA CKOPOCTU M TOYHOCTM 06PaBOTKM NOTOKOB BXOAALLEN AOKYMEHTALUN

*  ONTMMM3aUMKM BBOAA AAHHbIX KIMEHTOB U NPeaoCcTaBAeHna UM MHbopmaLmm

e 0ObecneyeHna aBTOMATUYECKOrO BBOAA M KayecTBEHHON 06paboTKu cneumduyeckoi
OOKYMeHTauun (aHkeT, dopm, cHeToB, BNaHKOB 1 Npoyee)

e Co34aHMA 3NEKTPOHHOIO apXMBa OTCKAHMPOBAHHbIX, @ TaK e BepUOULMPOBAHHbIX
[OKYMEHTOB

NHbpacTpYKTYypa OTKPbITbIX KAKOYEN:
COCTOSIHME U NepCneKTUBLI

KoHuenuma nHdpacTpyKTypbl OTKPbITbIX Kntodel (PKI - Public Key

Infrastructu FE) cama no cebe He HoBa. MexayHapoaHbIi coto3 anekTpocsasu (ITU) yke mHoro
neT Hasag pa3paboTan cTaHAapTbl Ha CTPYKTYPY 633 AaHHbIX, 3aMMCU B KOTOPbIX COAEPKanu
MHPOPMaLLMIO O NO/Ib30BaTeNsAX. ITO CTaHAAPTbLI cepum. Pa3paboTka 3TUX CTaH4APTOB OCYLLECTBAANACh
B pamKax 6osiee LWMPOKOI NPOrpamMmbl, KOTOPan BKAKOYAa MHOTUE Apyr1e CTaHAapTbl cepum X n
OXBaTbIBaa KaK TEJIEKOMMYHUKALMK, TaK U MeTOAbl aBCTPAKTHOM CUHTAKCUYECKOM HOoTaLuu,
Ha3sbiBaemol ASN.1 (Abstract Syntax Notation One). (ASN.1 - 3T0 A3bIK, UCNOAb3YEMBbIN B pamKax
NPOTOKO/I0B B3aMMOCBA3M OTKPbITbIX CUCTEM A/IA ONMUCAaHWUA aBCTPAKTHbIX CUHTAKCUYECKUX CTPYKTYP.)
Mcnonb3osaHue PKI pacumpanocs no mepe Toro, Kak MHOrOYMCNIEHHbIE KOMMAHUM MbITaANUCh
paclWwupuUTL CBOU Aen0Bble onepaLum ¢ NomoLLbio UHTepHeTa.

PKI moKHO npeacTaBasATb cebe B BUAE INEKTPOHHOMN TeNepOHHOM KHUMM, KOTOPas MOMKET
NPeANOXKUTb YCAYrn "KeNToro cnpaBoYHUKa" (TOProBo-NPOMbILWAEHHOTO pa3aena TenedoHHON KHUMM)
ANA npegocTasneHua uHdopmaumm "aHOHUMHbIM" aboHeHTam TenedpoHHOM ceTn obuiero
Ha3sHauyeHus. ITo o3Hauaer, yto PKI ocHoBbIBaeTCA Ha KaTasore Ha3BaHuMit (MmeH) 1 ux agpecos. Jas
CBOEro UCnonb3oBaHuA Katanor PKI gonkeH 6biTb ony6ankosaH (nogo6bHo tenedoHHOMY
CMPaBOYHMKY, TOPrOBOMY PEFUCTPY MAU PErUCTPY KOMMAaHWI1), NpUYem BbICOKOe KauecTso
MHGOpPMaLLMK, coAepsKaLLencs B TaKOM KaTanore, 6yaeT npuaasath Bec ero nosb3osartensam,
MOBbILLIATH UX MPECTUIK B €/I0BOM MUPE M MOKET TaKKe NpesbaBATb BbICOKMe TpeboBaHMsA K
KOMMaHWK, KoTopas B HeM NpeacTasaeHa. Katanor ¢ ycrapesLuei uamn 1oxHoin nibopmauumein 6bicTpo
TepsAeT LeHHOCTb U OT6PAKOBbLIBAETCA.

17.04.2013

67



NHbpaCcTpyKTYypa OTKPbITbIX KAKOYEN:
COCTOAHMNE U NepCneKTuBbI
e PKI aBnsetcsa MHPPaACTPYKTYPOMn, a HE NPOCTO
TexHonormen 6asbl AaHHbIX.

e [loCTyn K 3TOMY KaTa/iory OCyLLECcTBASETCA C
MOMOLLbIO HECKO/IbKMX NPOTOKO/I0B A0CTYNa;

* MPUW 3TOM KOHTEHT [0/1KEH PerynmpoBaThcs, a
yAaneHus - nybanKoBaTbes, YToObl NONb30BaTENM
MOIN Nony4aTb Hanbosee ceexyo MHGopmaumio.

MobyauTtenbHble NPUYMNHBI ANA CO34aHUA
PKI

e CraHgapt X.500 aBunca passuTMEM CTaHAAPTOB B3aMMOCBA3M OTKPbITbIX cucTem (OSI - Open System
Interconnection), KoTopble 6b11M pa3paboTtaHbl B EBpone. OgHako nepBoHayanbHO cTaHAapTbl X.500 u PKI
He MOrM BbITb aAaNTUPOBaHbI B KaUecTBe CPeACTB NPeAoCTaBNEHUA INEKTPOHHbIX "KeNTbIX CTpaHuL".
CraHgapTbl OSI cuMTanmcb CANLIKOM TPYAHBIMU ANA peannsauumn npoussoamTenamm sHe Esponsl,
ocobeHHo B ycnosuax 70-x - Hayana 80-x rr. Kpome Toro, KpUNTorpadua ¢ OTKPLITLIM K/OHOM,
HeobxoaMman AN CKpenaeHUs LOKYMEHTOB LMdpoBoM NOANUCHIO, TOTAa eLue He 6bl1a pacnpocTpaHeHa.

*  BbicTpoe pa3sutne UHTepHeTa B 90-€ IT., CONPOBOXKAaeMoe Bce 6os1ee WMPOKUM ee UCNONb30BaHNEM NpU
OpraH13aLmm 31eKTPOHHO KoMMepLUK, 06ycnoBuNo NOTPebHOCTb B HOBbIX MeToAax undposoi
ayTeHTUOUKaumK. PaisecT, LLamup n dngemaH - ocHoBaTenn KomnaHum RSA paspaboTtanu metoabl
wudposaHua/aewndpoBaHna ¢ UCMNONb30BAHWMEM Map OTKPbITLIX U 3aKPbITbIX (CEKPETHbIX) KAtoue,
oflHaKo Takne meToAbl Tpeb6oBanu 60NbLIOW BbIMUCAUTENBHOWM MOLLHOCTM U A0 90-X IT. LUIMPOKO He
MCMob30BaNCh. Tenepb e BbIYMCANTENbHAA MOLLHOCTb NEPCOHA/IbHBIX KOMMbIOTEPOB AenaeT
NCNO/Ib30BaHNE TEXHO/I0TUN LI,VI¢pOBOI\;I noANUCH BNoJIHE A0CTYMHbIM, @ NTPUMEHEHNE TaKMUX NPOrPaMMHbIX
cpeacTs, Kak PGP (Pretty Good Privacy), no3sonunio npuobpecti onbIT M 3aBoeBaTb 61arocKNoHHOe
OTHOLLEHMe K 3TOM TeXHONOrMW. B HacToALLee Bpema Hanbosiee ycneLHbIM MeTogom obecneyeHms
uMdpPOBOIN NAEHTUHHOCTM ABNAETCA UCMONb30BaHME CepTUPMKaTa B COOTBETCTBUM CO cTaHAAPTOM X.509 1
cooTBeTCTBYIOLWEro Habopa cTaHAapToB UHTepHeTa.

*  WcxopHblit ctaHaapT X.509 ¢ TeueHMem BpeMeHU NpeTepnen pag U3SMeHEHUI, 1 ero NocneaHAA Bepcua
(Version 3) 6bina cTaHaapTM30BaHa NpobaemHoi rpynnoii npoektuposaHua HTepHeTa (IETF). Xota
odpuLManbHol paTudmKaLmm He 6110, 6onbluas YacTb PKI-nocTaBLyMKOB NpuHAa cTaHaapT X.509.
KaTanor X.500 ctaHOBMTCA peluatownm GakTopom NpoBeAeHNA onepaLmii SN1eKTPOHHOW KOMMEpPLUU, YTO
06bACHAETCA Hannumem MoLuHbIX MK, a TakKe Tem 06cToATENBCTBOM, UTO B CLUA NpUHATLI Nexalume B ee
OCHOBE CTaHAAPTHI.
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CtpykTypa PKI

Ons nogaepxkm PKI Heobxogmmebl cneaytolme TeXHUYECKNe CpeacTBa:

OAuH nAn HeckosibKo KaTasioros (X.500 uau sKBUBANIEHTHbIE).
CeptudukaTtbl

CnnCcoK aHHYNMpPOBaHHbIX (0To3BaHHbIX) cepTudumkatos (CRL - Certificate
Revocation List).

MpoTokon goctyna K Katanory (DAP nnn LDAP - Lightweght Directory
Access Protocol,) ans nonydenus ceptudukaTos.

Cpeacrtsa gob6aseHUs HOBbIX CEPTUHUKATOB B KaTasor.

Cpeacrtsa onoBelleHMsA KOHTPO/IIepa KaTanora OTHOCUTE/IbHO
M3MEHEHWI B cTaTyce cepTndmKata, BKIOUYasn BPEMEHHYIO
NMPUOCTaHOBKY AENCTBMA UK OT3bIB.

CpepacTsa csasu (TCP/IP).
CpeacTsa 3almThbl KpUNTorpaduUeckmx Katouen ot 3noynortpebaeHus.
MeToza, TOYHOTro NPeACTaBAEHNA BPEMEHM

OCHOBHble NOHATMA TEXHO0IMNN LI,M(I)pOBbIX

cepTMdUKaToB.
Ceptudukatbol. CepTudMKaT COAEPHKUT MHPOPMALMIO Kak O CBOEM

nonb3osBartesie, Tak u 06 OopraHe BaacCTy, KOTOprﬁ €ro sbigan.

Takas MHPOpMaLMA BKIKOYAET:

BblaeneHHoe uma DN nonb3oBatens;

afpec 3N1eKTPOHHOM NoYTbl NONb30BaATENS;

OTKPbITbIN K/OY M aITOPUTM, KOTOPbIA OH UCMOJIb3YET;
dakynbTaTUBHbIE aTPMBYTbI, KOTOPLIMK 061a4aeT NONb30BaTeNb;
UMPPOBYIO MOANMUCL OpraHa BAACTH, YAOCTOBEPAIOLLETO KOHTEHT;

MEeCTOHaxoXAeHWe opraHa Biactu (ceptuduKaTtol MoryT camm cebsn
YAOCTOBEPATD);

CPOK rogHocTH cepTudmKaTa;

KauyecTBO NPOBEPKM OpraHa BNACTW, BbINMOJHEHHON 0 BblAAYN
cepTuduKaTa.
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* Tema 3.2 ABTOMATU3aLUMNA
npoueccoB BBOAA MNOTOKOB
BXOAALLMX AOKYMEHTOB

[lnaH nekunmn 6

Cocras un coaeprxaHume onepau,mﬁ dBTOMAaTU3NPOBAHHOIO
BBOAa NMNOTOKOB BXOAAWMNX JOKYMEHTOB.

CopeprkaHue onepaumin NOAroToBUTE/IbHOM CTaguun.

MoHATMe popMmaTUPOBaAHHOIO AoKymeHTa (D). Buabl O/.

CopeprkaHune onepaumii OCHOBHOM cTaaum 06paboTkM 1
BBOAA AOKYMEHTOB.

Intranet n Extranet.

XapakTepuctnka u HasHadeHume OCR, ICR cuctem n OMR-
MeTo40B pacno3HaBaHUA AOKYMEHTOB.

CocTaB TpeboBaHMIA, NpeabABASEMbIX K CUCTEMaM BBOAA
B6YMarKHbIX LOKYMEHTOB.

Knaccndukauma n xapaktepmucTnka cuctem
aBTOMaTU3aLMM BBOAA AOKYMEHTOB
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CocTaB U coaepKaHue onepaumi
aBTOMATU3NPOBAHHOIO BBOAA NOTOKOB
BXOAALLMX JOKYMEHTOB

OpHoO 13 OCHOBHbIX 334a4, CBA3AHHbIX C COKPaLLEeHWem 3aTpaT Ha 06paboTKy AaHHbIX,
ABNAETCA aBTOMATM3aLIMsA MacCOBOTO BBOAA BYMarkKHbIX NEPBUYHBIX JOKYMEHTOB,
3arpysKku AaHHbIX B UHGOPMALMOHHYO 6asy.

e OCHOBHOE OT/INYME MACCOBOrO BBOAA JOKYMEHTOB OT MPOCTOrO CKAHUPOBAHUSA COCTOUT B
TOM, YTo 06pabaTbiBaeTcA 60/bLLIOE KONNYECTBO OAHOTUMHBIX JOKYMEHTOB.

* B Kayecmese npumepos npusnoxceHuli 0aHHOU MeXHOM02UU 8 KOHKPEMHbIX MPpedMemHbIX
06710cMAX MOXCHO npusecmu cucmemy 8800d U 06pabomku "llaamexcHbix nopyyeHul" e
baHKe, cucmemy 88o0a "Hanozo8bix deknapayuli”, cucmemy 8800a U NpPosepKu
byxaanmepcKux 00OKYyMeHmMoe 8 NeHCUOHHOM ¢hoHOe.

e [inAa opraHusauum 06paboTkun 6obLLIOro KonnyecTsa bymarkHbIX JOKYMEHTOB M NepeBosa
MX B 3NIEKTPOHHYIO popMy HEOBX0AMMO pa3paboTaTb CMCTEMY MacCOBOTO BBOAA
nokymeHToB (CMB), KoTopas byaeT cnocobHa paboTaTb Kak C O4HMM, TaK U €
HECKO/IbKMMMU TbicAYaMU ByMaKHbIX JOKYMEHTOB B A€Hb:

* onpepgeneHve cocTaBa onepaLmii, KOTopasa AOMKHA BbINOJHATb CUCTEMA;

BbIGOP TEXHUYECKMX CPEACTB Peasn3aLum BbINOSHEHWUA 3TUX onepaLuii;

e BblOOP M HACTPOIiKa NPOrpaMmHOro obecneyeHusn;

*  pa3paboTKa TEXHONOMMYECKOM JOKYMEHTaLUN

OcHOBHble onepauumn
aBTOMATU3NPOBAHHOIO BBOAA BYMaXKHbIX
AOKYMEHTOB

ABTOMATU3NPOBAHHOE YTEHME N BBO,
AOKYMEHTOB BK/OYatOT B cebs onepaunm,
KOTOpPble MOXHO 06beaANHUTb B HECKOJIbKO
CTagunn:

* 1) noAroToBKa AOKYMEHTOB K CKAHMPOBAHUIO;
* 2) nonyyeHue n3obparkeHnsa AOKYMEHT];

e 3) pacno3HaBaHMe U BBOA, AaHHbIX,
cogepalmxca B JOKymeHTe B Ub.
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CopepraHue onepaLunii NoaroToBUTEIbHON CTaAUN :

MNoaroToBKa AOKYMEHTOB AJ1A CKAaHUPOBaHMA Npeanonaraet
BbIMONIHEHNE CheaAyWnX Waros:

e . onpegeneHne camMoro gOoKyMeHTa A1 CKaHUPOBaHUS;
e - BblOOP KOHKPETHbIX 061acTeN JOKYMEHTA AN CKaHUPOBAHUSA;

e . onpegefieHMe TEXHONOTMYECKON LEMOYKM ABUKEHNS JOKYMEHTA
00 CKaHMpOBaHuS;

* . HenocpeacTBEHHasA NOAIOTOBKA AOKYMEHTOB A1 CKAHMPOBAHUA:
OTKPbITUE KOHBEPTOB, YAa/IEHNE CKPEMNOK UAN APYrNX NPEeaMETOB,
MEeLLAWMX CKaHUPOBAHUIO;

¢ - NOAroToBKa NMNakeToB AOKYMEHTOB A/14 CKAHUPOBAHUA.

CocTaBneHuMe onncaHWA Kaxaoro AOKYMeHTa npearnonaraer
BbINOJIHEHME TPEX onepaLuii:

* - COCTaBNEHWE HaCTPOIMKM GOPMbI LOKYMEHTA,
* - HacTPOWMKK nosei GpopmMbl LOKYMEHTA
* - MHAeKcaumn 6asbl aHHbIX.

MonyyeHne n3obparkeHna JOKYMeHTa

2. NonyyeHune M306pa)'KEHMF| AOKYMEHTa BK/IIOYaEeT B cebs BbINO/SHEHUE TaKUX
onepau,mﬁ KaK CKaHMpPOBaHWE; KOHTPO/1b Ka4yeCTBa OTCKaHNPOBAHHbIX
V|306pa)1<eHm‘/‘| M BO3MOXHO€E NOBTOPHOE CKaHNpOBaHMe.

CKaHMpOBaHMe — 3TO OYEeHb OTBETCTBEHHAA Onepauusa, 1, CNefoBaTesbHO, K
BbI6OPY KOHKPETHOM MOAENN CKaHepa HeobXo4MMO NOAXOAUTb AOCTaTOYHO
0TBEeTCTBEHHO. lMpu BbiIGOpE cneayeT yunTbiBaTb caegytowme GakTopbl: pasmepsbl
[OKYMEHTOB, UX COCTOAHME, ABNAETCA I AOKYMEHT OAHOCTOPOHHUM MUK
[ABYXCTOPOHHWM, NPOM3BOAUTE/IbLHOCTbL CKAHEPOB, HEOBX0AMMOE pa3pelleHmne
N306parkeHns, HaAEKHOCTb NOAYyYaeMbIX M306pakeHnit n gpyrue.

B HacToALLEee BpemMsA Ha pblHKe TEXHUYECKMX CpeacTB npeasaraeTca 40CTaTOYHO
60/1bLLUIOE KOINYECTBO Pa3NINYHbIX Mo,a,eneﬁ CKaHepoB, KOTOpPble MOXHO
K}'IaCCMd)MLI,MpOBaTb no Npon3BoanTENbHOCTU Ha caeayrouimne snuabl:

- MepcoHasbHble — HU3KOCKOpOCTHble (20-40 cTpok/MuH, Hanpumep, Fujitsu Scan
Partner 10, HP Scanlet un ap);

- HacTo/ibHble opUCHble — cpegHecKopocTHble (40-60 cTpoK/MuH nan 80-120
n306paxkeHnit B MMHYTY, Hanpumep, BancTec 2610 Bell&Howell6338 Fujitsu3099
Kodak ImageLink 500 u gp.);

- BbICOKOMPOM3BOAMUTENbHbIE NOTOKOBbIe (90-185 cTpaHunu/muH namn 180-370
n3o6paxkeHnit B MMHYTY, Hanpumep, BancTec S-series Photomatrix 5000, Kodak
Imagelink 900 u ap.).

17.04.2013

72



KOHTpO/Ib KayecTBa CKaHUPOBAHMUA

Mo KauecTBy CKAaHMPOBAHMA, 3aBUCALLErO OT Pa3peLualoLLeit CNOCOBHOCTH, X MOKHO Pas3fenuTb Ha
cnesytowme rpynnbi:

* - CHW3KOW paspeluatoLleit cnocobHocTbio (200-400 Toyek Ha Atoim);
e - COcpeaHel paspelatoLeit cnocobHocTbio (600-800 Touek/atoim);
* - CBbICOKOI pa3pewatoLeit cnocobHocTbio (1600-2800 Touek/atoinm);
* - CMeuManbHoro HasHayeHus.

[N BBOAA BETXMX SOKYMEHTOB NPUMEHSIOT CKaHepbl CMeLuanbHOro Ha3HaueHUs C BaKyyMHbIM NPUXUMOM
[LOKYMEHTOB, KOTOpbIE NPeabAB/AIOT BECbMA HU3KME TpeboBaHUA K LOKYMeHTY 1 obpabaTtbiBaloT ero B
waaauem peskume. Takne cKaHepbl MO3BOIAIOT CKAHMPOBATb HE MOJIHOCTLIO PACKPbLITbIE KHUMM U
[LOKYMEHTbI M/10X0ro Kauyectsa. CKOpOCTb BBOAA Y TakMX yCTPOMCTB 0,25-3 CTpaHWLbl B MUHYTY.

¢ KOHTpO/b KauyecTBa OTCKAaHUPOBAHHbIX U306PaXKeHU HEOBXOAMM ANA TOTO, YTOBbI BCE HYXKHble
LOKYMEHTbI 6bIIM OTCKAHUPOBaHbI U IETKO YMTaeMbl (HE JONKHO BbITb MPONYLLEHHBIX CTPAHWL,
HeKauyecTBEHHbIX M306paXKeHW U T.4.).

e [1nA nosbiweHns 3GPEKTUBHOCTM U HAAEKHOCTU CUCTEMBI CIEAYET UMETb BO3MOXKHOCTb BbIGOPOUHOA
NPOBEPKM KayecTBa OTCKAHMPOBAHHbIX M306pasKeHUA, a TaKXKe NPU CKAHMPOBAHWUM MHOTOCTPAHWUYHbIX
[OKYMEHTOB — BO3MOXXHOCTb OTC/IEXKMBATh NOPALOK CKAHUPYEMbIX CTPAHUL,.

e ToOBTOpHOE CKaHWPOBaHWE NPOBOAMTCA B C/ly4ae HEYA0BNETBOPUTENbHOTO KaYeCTBa N306paXKeHUA Uam
13-3a Npobnem, CBA3aHHbIX C HENPaBUIbHBIM NOPALAKOM CTPAHWL, B AOKYMEHTE

Pacno3HaBaHue 1 BBOA AaHHbIX B
NHPOopMaLUMOHHYIO Ba3y

3. PacnosHaBaHuWe M BBOA, AaHHbIX, COAEPKALMXCA B
[OKyMeHTe, B MHGOpMaLMOHHYto 6a3y npeanonaraet
BbIMO/IHEHME CNEAYIOLLMX OCHOBHbIX Onepawuuii:

* - npeaBapuTenbHaa 0b6paboTka n30bpakeHUn,

* - HaxoXAaeHue nonew (cermeHTauUMA AOKYMEHTA U YTEHUE
TEKCTa),

* - MPOBEpPKA Pacno3HaHHOW MHPOPMALUK,

* - BBOA OAHHbIX B UHGOPMALMOHHYIO 6a3y.
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XapakTepuctnka n HasHadeHue OCR, ICR cuctem um
OMR-meTOA0B pacno3HaBaHUA AOKYMEHTOB.

PacnosHaBaHue AOKYMEHTa, aHa/In3 codepKaHUA AOKYMEHTa U n3snevyeHne AaHHbIX
OCYLLEeCTBNAIOTCA B HacToAllee BpemMmA C NOMOLLbIO CeayoWwnx cuctem
Pacno3HaBaHUA TEKCTOB, OT/INYAOLWKMXCA NO CTOMMOCTHU, Ka4eCTBY U CKOPOCTH pa60TbI2

e - OCR (Optical Character Recognition) — TexHon10r1s ONTUYECKOTO
pacno3HaBaHMA MNeYaTHbIX CMMBO/IOB, T.e. NepeBoAa CKAHMPOBAHHOTO
n306parkeHna NeYaTHbIX CUMBOJIOB B MX TEKCTOBOE NPEACTAB/EHUE;

¢ - ICR (Intelligent Character Recognition) — pacno3HaBaHue pa3aenbHbIxX
nevyaTHbIX CUMBOJIOB, HANUCAHHbIX OT PYKW;

¢ . OMR (Optical Mark Recognition) — pacno3HaBaHne OTMETOK (06bIMHO
nepeyepKHyTble KpecT-HaKkpecT 6o ranodkamm KBagpaTtbl UK Kpyru);

e - CTunusosaHHble Umdpbl — pacnosHaBaHWe PYKOMUCHbIX LUdP,
HanMCcaHHbIX OT PYKM NO Wab/IoHy, KaK Ha NOYTOBbIX KOHBEPTAX;

CyulecTByeT HECKOIbKO NOAX0A0B K
peannsaLmnm TeEXHONOTMN BBOAA PYKOMUCHbIX
CUMBO/IOB:

PacrnosHasaHwe on-line ocyLwecTBAAETCA B TOT MOMEHT, KOT4a Ye/N0BEK MULET CreLmnanbHbIM Nepom Ha
CEHCOPHOM 3KpaHe, BOCMPUHUMAIOLLEM AOMNOHUTENbHYIO MHPOPMALIMIO O TPAEKTOPUM ABUKEHWA PYKU,
HaK/IOHE nepa, cuae HaXXMMa 1 7.4, MPUMEHAETCA B OCHOBHOM B NEPCOHA/IbHbIX 3/IEKTPOHHbIX 3aMMUCHbIX
KHUKKax Tna 3Com PalmPilot ans pyKONMCHOro BBOAA YMCIOBbIX M CUMBO/IbHBIX AAHHbIX.

- PacnosHasaHue off-line — pacnosHaBaHue NPOU3BO/IbHOMO PYKOMMCHOTO TEKCTa, BBEAEHHOTO B KOMMbIOTEP
yepes cKaHep.

PacrosHaBaHWe pyKoneyaTHbIX CUMBOJIOB ABAAETCA NMOAMHOMKECTBOM TEXHOIOTUM pacno3HasaHusa off-line.
MpyMeHAETCA, KaK NpaBuIo, 4/19 BBOAA CTaHAAPTHbIX Gopm. O4eBUAHO, 4TO pacrno3HaBaHWe PyKOMUCHOTO
TEKCTa 3HaYMTE/IbHO C/IOKHEE, YeM neyaTHoro. Ecam B nocneaHem cydae mbl UMEEM AEeNno C
OrpaHUYeHHbIM YUCIOM BapuaLmii M306parkeHnin wpndTos (LwabnoHOB), TO B PYKOMMCHOM BapUaHTE YNCAO
wabnoHoB Hensmeprumo 6osblue.

[na OCR cCTEM B OCHOBHOM MCMO/b3YIOTCA TPU TEXHONOTUN:

- maTtpuyHas (Matrix-based),

- onucaresnbHas (ocHoBaHa Ha OMUCAHMW NPaBWJI NOCTPOEHUA CUMBO/IOB),
- HellpoHHas (OCHOBaHa Ha MCMO/b30BaHWUKN HEMPOHHbIX ceTelt).

MpoBepKa pacno3HaHHbIX 4aHHbIX ABAAETCA CAeAyIOLEeN onepaumei, peaamsyemoit cuctemon BBoaa.
CUCTEMbI aBTOMATUYECKOrO Pacno3HaBaHus 06blYHO BMECTE C Pe3yNbTaToM BO3BPALUAIOT TaK HasbiBaemMyto
"'cTeneHb yBepeHHOCTU" . [15 NOBbIWEHUA HAAEKHOCTU AAHHbIX MOC/E PACNO3HABAHWUA NPUMEHAIOTCA
onpeseneHHble Noab30BaTe/IeM aBTOMATU3UPOBAHHbIE METOAbI MPOBEPKM AaHHbIX (HANPUMEP, MOXKHO
NpOBEPUTL, UMEETCA W Pacno3HaHHas MHbopmaLws B 6ase AaHHbIX, U €CIN HET, TO NOMETUTb NoJe Kak
HEeKOppEeKTHoE).
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CocTaB TpeboBaHUI, NPeabABASAEMbIX K
cuctemam BBoAa bymarxKHbIX JOKYMEHTOB.

CyLiecTByeT MHOKECTBO KOMMaHWA, KOTopble NPeaNaratoT PeLleHna AN KOMMOHEHTbI
cuctem 06paboTkun dopm. PeweHre o BHeApeHUN cucTeMbl 06paboTKu dopMm, a TakKe
BbI6OP TOrO UM MHOTO MPUNOMKEHWNA AONKHbI MTPOU3BOAMTLCA C YYETOM B MEPBYIO oYepesb
cneayowmx TpeboBaHuiA:

e - TN o6pabaTbiBaeMbIX 4OKYMEHTOB U BUA, COAEPKALUNXCA B HUX LAHHDBIX;

* - TOYHOCTb PAcMO3HaBaHUA;

e - Hanuuune 3bPEKTUBHOM CUCTEMbI PEAAKTUPOBAHUS;

* - HacTPaMBaeMOCTb CUCTEMbI Ha TPEB6OBaHMA KOHKPETHOrO 3aKasuMKa 1 CNoCcobHOCTb
N3MEHATLCA COMMACHO MEHAIOLLMMCA BHELWHMM YC10BMAM 6e3 NporpaMmMMpoBaHus;

e - Ha/iMuyMe NOALEPKKM CKAaHEPOB Pa3/IMYHbIX TUMOB, @ TaK}Ke Pa3Horo poga naat
06paboTKM N306parkeHnt JOKYMEHTOB;

e - Ha/nuume peaakTopa GoOpMm, HaCTPAUBAIOLLENO CUCTEMY Ha HOBble GOPMbI UK
M3MeHeHUs cTapoi GopMbl, Ha KOTOPYIO cMcTeMa Bblia NpesBapuTebHO
OPUMEHTUPOBAHA;

e - Ha/iMuMme pefakTopa cxem 06paboTKM LOKYMEHTOB, OTKPbITOro MHTepdelica
NOAK/MOYEHUNA PA3AINYHBIX MOAYNEN PACNO3HABaHMA (B 3aBUCMMOCTM OT TUNA GopMmbl
MOHO A/1A MOBbIWEHMA KayecTBa pacno3HaBaHMA NMOAKAOYATb TOT UM MHOW MOAY b,
KOTOpbIli Hanbonee NnoaxogauT ANA 4aHHOMo TMNa Gopmbl);

* - Ha/JMuMe pefaKTopa CXem JKCMopTa B 6asy AaHHbIX (AaHHbIE, KOTOpble U3B/IEKaloTCA
npu obpaboTke GopMbl, AONKHbI ObITb NepeaaHbl UAK B 6a3y AaHHbIX ANA XPaHEHUS,
WUAK B Apyrue BUsHeC-NpuUNoKeHnsa ana obpaboTku).

KnaccudpumKkauma u xapakTepmucTnKa cMctem
aBTOMaTU3auMKM BBOAA AOKYMEHTOB

PaccmoTpum B KauecTBe npumepa cuctemy Cognitive Forms komnaHum Cognitive Technologies. Cognitive
Forms — poccuitckan cuctema NPOMbILLIEHHOTO (MHOTAA FOBOPAT MOTOYHOrO) BBOAA CTaHAAPTHLIX Gopm
[OKYMEHTOB, KoTopas paboTaeT nog, ynpasieHnem onepaumoHHbix cuctem Windows.

Cuctema npuHagiexut K knaccy OCR/ICR/OMR 1 nossonset BBoANUTb B 6a3bl AaHHbIX U
MHOOPMALMOHHbBIE cUcTEMbI GOPMbI C MEYATHLIM, PYKOMUCHBLIM 3anoiHeHuem u oTmeTkamu (checkbox).

BHeapeHue cuctembl No3BosifeT 06ecneynTb yCKopeHre BBOAA CTaHAAPTHbLIX GOPM AOKYMeEHTOB B 5-10
pas No CPaBHEHWIO C PYYHbIM BBOLOM.

¢ CKaHMpoBaHHble 06pa3bl MOryT BbITb COXPaHEHbI B 31€KTPOHHOM apxmBe 6aHKa 419 BeAeHus
MCTOPUM AeNONPOU3BOACTBA OPraHU3aLmm.

e Cognitive Forms coCcTOUT 13 Tpex OCHOBHbIX MOAY/ei:

e - Cognitive FormDesigner oTBe4aeT 33 NPOEKTMPOBaHMNE onMcaHMA GOPMbl JOKYMEHTA ANA
NpPOrpamm pacnosHaBaHUA U PefaKTUPOBAHUA.
e - Cognitive FormReader obecneunsaeT aBToMaTUyecKoe pacrno3HaBaHWe NOTOKA CTaHAAPTHbIX

bopm, NocTynarwLLmMx Co CKaHepa. B aBTOMaTUYECKOM pesKMMe OCyLLEeCcTBASET NOTOYHOe
pacnosHaBaHue Gopm Mo 3a4aHHOMY OMUCAHMIO M KOHTEKCTHYIO NPOBEPKY Pe3ybTaTos.

e - Cognitive FormEditor npegHa3HayeH A9 ONepaTOPCKOro KOHTPOA PAacno3HaHHbIX Gopm U
CoXpaHeHUa MHPopmMaL MK U3 BBeAEHHbIX popm B 3anuncu 6asbl AaHHbIX M NO3BOAAET onepaTopy
BW3ya/IbHO KOHTPO/IMPOBATL U PeAaKTMPOBAThb Pacno3HaHHble nona Gpopm.

¢ Cognitive Forms gaeT BO3MOXHOCTb OCYLLECTBAATb pacnpeseNneHHyto, B paMKax JIoKaIbHOW ceTi,
06paboTKy BBOAMMBbIX GOpM M A06UTbCA 3DDEKTUBHOIO AOCTYNA K AAaHHbIM B PEXKMME PeasibHOro
BpEMEeHU
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. tema 3.3. 0H630p POCCUNCKUX U

3apybexHbix C3/1, npumepbl

npumeHeHmna CI3/1 B mupe

N

© N U A

[lnaH nekunn 7

0O6wuit 0630p poccuiicknii pbiHka C34.
OCHOBHble TEHAEHUMN PAa3BUTUA MUPOBOTO pbiHKa CI/.

Mpumepsbl npumeHeHna C3/, 8 mupe: C3/, B 34paBOOXPAHEHMUN;
C3/ B opraHax rocyaapCTBEHHOM B/1IaCTU M OpraHax MecTHOro
camoynpasnenus; C3/[ B papmauestuke; C3/ B chepe Bblaaum
3ainmos; C3/[] B chepe KommyHanbHbIX yeayr; C3/ B chepe
nateHToBaHuaA; C3/] B 06/1aCcTN NPOEKTUPOBAHUSA.

Mpumepsbl npumeHeHna OMS-cuctem.

UnTerpaumna C3/[ c aopyrmumum NpmuaoKeHNAMMU.

UuTerpaumna C3/ c ERP-cuctemamm.

UnTerpaumna C3 ¢ CRM-npunoxkeHnamu.

OcobeHHocTn Bblbopa 1 BHeapeHuns C3/[1 B paboTy apxnBoB U
OOKYMEHTALMOHHbIX C/Y}KO opraHmsayummn.
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O6wmin 0630p poccnmnckmum poiHka C3/.

MoTpe6HOCTb POCCUMCKMX NPEANPUATUI U OpraHWU3aLMii B ONTUMU3ALMKU CBOETO
[OKYMeHTOO60pOTa OCTaeTcs BbICOKOM W NPOA0/KAET pacTu.

3a nocnegHue roabl B Poccm NOABUAUCH AECATKM KOMNAHUM, 3aHUMAOLWMXCA
pa3paboTkoit 1 noctaBkon CI[, Kak 3apybeXkHbIX, Tak U COBCTBEHHOW pa3paboTKu.
Mepsble macwTabHble BHegpeHus C3/, (nycTb, B 6ONbLUMHCTBE CBOEM, NMUIOTHbIE)
B Poccuu yxe ectb.

MOXHO CYMTaTb, YTO OCHOBbI POCCUICKOrO pbiHKa MO ynpasneHus
[OKYMeHTO060p0oTOM CHOPMUPOBaHBI.

Mo gaHHbIM IDC, 06bem poccuiickoro pbiHKa C3[, (C/[ oTeyecTBeHHOM
pa3paboTku BMmecTe ¢ 3apybexkHbimm C3) B 1999 r. coctaBun okono $2 miH. Mo
MHEHMIO aHa/IMTUKOB, € 1999 r. exxeroAHble TeMMbl POCTa POCCUMIACKOTO pbiHKa CI/[,
coctasnatoT He meHee 30%. EcTb 1 TaKOe MHeHMe, Y4TO HauMHaa ¢ 1998 r.
HabntopaeTcs NOYTU ABYKPATHOE exerogHoe yseanyeHne obbema poccuiickoro
pbiHKa CIO/.

MepcrneKkTBbl POCCUIMCKOTO pbiHKa CI/ yny4ylwaeT NpMHATUE 3aKoHa 06
3N1eKTPOHHOM LMPPOBOI NOANNCK, CO3AAIOLLENO NPABOBYO OCHOBY A/1A
pacnpocTtpaHeHua CO/[1 npu mexxKoprnopaTMBHOM B3aumogaerncTeun. CyuiectayeT
MHEHMWEe pAJa OTPAC/IeBbIX aHA/IMTUKOB, YTO NOTEHLMA/bHbI 06BEM POCCUICKOTO
pbiHKa C3/], cocTaBNAET COTHU MU/IIMOHOB [0/11apOB (NMPU YCNEeWwHOM PasBUTUn
POCCUIACKON SKOHOMMKM).

Obwmnin 0630p poccnmnckum poiHka C3/,

CnepnyeT CKas3aTb, YTO Ha POCCUICKOM pPbIHKE NPUCYTCTBYET U pAg, U3BECTHbIX
3apybexHbix cuctem (Documentum, DOCS Open/Fusion, Staffware, Panagon,
Doculive, Lotus Notes u ap.).

M3 MO oTeyecTBEHHOM pa3paboTKM HaMbObLLIYIO U3BECTHOCTL B POCCMM MOAyYMam
cneaylolme nporpaMmMHbIe CUCTEMbI U UX NOCTABLLMKMK:

BOCC-PedepeHT (AiTn);

Kogekc: okymeHToobopoT (KoHcopuuym "Koaekc");
MpaH-aokK (MpaHuT),

Esdpat (Cognitive Technologies);

Oeno (30C);

LanDocs (/1aHuT);

KpoH (AHKelt);

OfficeMedia (InterTrust);

Effect Office (FapaHT UHTepH3NLWHA);

N.System (LleHTp KomnbioTepHbix TexHonoruit), LS Flow (Slouna-Codrt),
Ontuma (Optima Workflow),

3CKALO (MHTepnpokom/laH),

1C:dokymeHTo060pOT 1 1C:Apxus (1C),

LUmnpkynap m VisualDOC (UeHTpMUHBecT CodT), LokymeHT-2000 (TelcomService),
Mpuaa (IBS), RS-Document (R-Style Software Lab) u pag gpyrux (cm. Mpun. II).
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Obwmin 0630p poccnmnckmum pbiHka C3/,

Mo knaccuoukaumm IDC, 6O0NbLIMHCTBO OTeyecTBeHHbIX C3/, OTHOCUTCA K Knaccy
CUCTEM, OPUEHTUPOBAHHbIX Ha BU3Hec-npoLecchl (HePeaKo ¢ anemeHTamu
ynpas/iieHUsA NOTOKamu paboT). B pasainuHbIX UCTOUHUKAX OTMEYEHO, YTO B
60nbWMHCTBE OTedecTBeHHbIX C3/] peannsoBaHbl cnegytowme GyHKLUK:

O6paboTka/xpaHeHne OKYMEHTOB;

YnpasneHue notokamu pabot (nepesaya 4OKYMEHTOB MEXAY UCMONHUTENAMM);
KOHTPO/Ib UCNONHEHWS LOKYMEHTOB;

MouncK [OKYMEHTOB MO aTPMBYTam U NMONHOTEKCTOBbIN NMOUCK;

PaboTa co B3aMMOCBA3aHHbIMW AOKYMEHTamMu;

PernameHTaums npas 4ocTyna;

CnucaHue fLOKYMEHTOB;

MHTEerpauma ¢ BHEWHUMM CUCTEMAMM 31EKTPOHHOM NoYTbl U Ap.

OCHOBHbIM AOCTOMHCTBOM OTeyecTBeHHbIX CI/[, ABNAeTCA onpeneneHHbIn y4eT
poccuiickon cneumdukin n Tpaamumii paboTbl C AOKYMEHTAMM (3a/10XKEHHDIN
M3Ha4YanbHO B UX BU3HEC-NI0TUKY).

OCHOBHble TeEHAEHUUWN Pa3BUTHA
MWPOBOro pbiHKa C3/.

Bbixoa, Ha oTeyecTBEHHbIM PbIHOK C3/,
MHoronpodunbHbIX UT-KomnaHui (komnaHum, Kak IBS,
AKBapuyc (ee fAoYepHIO KOMMNaHMO AKBapuyc
KoHcanTuHr), R-Style, NaHuT 1 ap. (He roBopsA y»xe 06
AlTn)

CoBmecTHble paboTbl No cTaHaapTulaunm C3/

Pag poccuiickux komnanui (HTL, UPM, UHTepTpacTt, 30C)
COBMeCTHO paboTatoT B 061acTh cTaHAapTM3aumm
npoTokonos B3aumogencTemsa C3/[. B anpene 2002 r. oHM
CO34aNn ANA 3TOro cneLnanbHyr NOCTOAHHO
aencreyrowyto "Pabouyto rpynny no ctaHgapTU3aumm
NPOTOKoNOB".
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OCHOBHble TeEHAEHUUWN Pa3BUTHA
MWPOBOro pbiHKa C3/.

* PoOCT MHTEpeca K pOCCUMIACKOMY PbIHKY 3apyberkHbIxX
pa3p360TLWIKOB M NOCTaBLWMNKOB C3,£|, 3TOT MHTepec NPoABAAeTCs B BbIXoAe

3apybexHbix BeHA0poB C3/] Ha POCCUITCKUI PLIHOK Yepes KOMNaHWKU-NapTHePOoB. B KauecTBe npuMepa MOXHO
OTMETUTb KaHaAcKyto drpmy Hummingbird, aelicTsytolyto Yepes cBoero napTHepa — POCCUIICKYIO KOMMaHUIO
HBS — no npogsuxeHnuto cuctembl DOCS Open/Fusion, cuctembl ynpasneHus 3HaHuamu Fulcrum, cpeactea
MHTErpaumu gaHHbix Genio u noptana Hummingbird EIP. Pewnna BbIATM Ha POCCUICKMIA PLIHOK M KOMMAaHWA
FileNet (B 4acTHOCTH, C nOMOLLbIO KOMNaHUM "TanakTuka", ctaswel naptTHepom FileNet B npoaBusKeHUM Ha
poccuiickuin poiHok C3/, Panagon).

v

° PaBpa 60TKa nHTe FPUPOBAHHbIX PELLEHUMN npucyrcrsme Ha poccuiickom poitke
HECKO/IbKMX AecATKOB C3/] BbIHYXAAeT pa3paboTyMKOB CO34aBaTh CPEACTBA ANA UX MHTErpaLmu. Mpumepom sTomy
MOMET CYXKWTb BbINYCK KOMnaHuen AT B mapte 2002 r. XML-wnto3a 8 cBoei C3/ BOCC-PedepeHT, KoTopbli
No3BOAUT 06BEANHUTL B €ANHOE MHHOPMALMOHHOE NPOCTPAHCTBO C3/], NOCTPOEHHbIE HA PA3NNYHbBIX
naaThpopmax u UCNoNb3aytoLLne pasHble GOPMaThbl AAHHbIX.

e CoTpyaHMYECTBO M COBMECTHOE NPOABUKEHNE
NHTErpUPOBAHHbIX PeLleHnM

. NHTepecHo, 4TO HEeKOTOpble POCCUICKME KoMNaHWUKM npeanaratot csou C3/, B Buae OEM-Bepcuid,
npeaycTaHOBNEHHbIX Ha KOMMbloTepax c6OpKM cBoero napTHepa. Mprmepom sTomy ABAAETCA COTPYAHUYECTBO
poccuiickux kKomnanuit AiTu u UHen-[ata, npegnaratolimx CBOMM KAMEHTaM UHTErpUpoBaHHOe
peleHune,npeacTasnstowee coboit OEM-sepcuio C3, BOCC-PedepeHT, npedycTaHOBAEHHYIO Ha MK IKc

MNpumepsbl npumeHeHna C3/ 8 mupe
C3/], B 34paBOOXpaHEeHUN

MepgmumHcKan opraHunsaums Geisinger Health System HaxoguTca B ropoae Danville n
obecneymBaeT ycnyramu 34paBooxpaHeHma 2 MH. YenoBek, xusywmx B 31 rpadceree
wraTa MeHcMnbBaHMA: OT OKa3aHMA UM NepPBON NOMOLLM B YC/IOBUAX CEIbCKON MECTHOCTH
[0 NPOBeAEHUA CNOXKHbIX ANArHOCTUYECKMX U NedebHbix npoueayp B Geisinger Medical
Center.

Geisinger Health System BHeapuna y cebs C3[] TOWER IDM (Bmecto Document Imaging
System) pa3paboTku komnaHun TOWER Technology, koTopas uHTerpuposaHa ¢ Ambulatory
System, pasBepHyTOW B ceTu KANHUK Geisinger Health System B 3anagHol, UeHTpanbHOM U
CeBepo-BocTouHol NeHcnnbBaHun. CooTBeTCTBYIOLME CNYKObI Geisinger nosyunam
CTabWUbHbIV U HAZEXHbIM JOCTYN K GUHAHCOBLIM, MEANLUMHCKUM, CTPAXOBbIM U OTYETHbIM
pokymeHTam. [Jo BHeapeHua MO TOWER B akcnyatupyemolii B Geisinger cucteme
exXerofHo 06pabaTbiBaNOCh M COXPAHANOCH A0 2 MIH. 06pa3oB AoKyMeHTOB M 12000
COLD-otueToB. Nocne BHeapeHna MO TOWER npeanonaraetca ysennuntb pabouyto
3arpysKy cuctembl go 4 maH. 06pa3os (y»ke B nepsblii rog). ObecneyeHo 4OKYMeHTabHOe
conpoBoxaeHune pabotbl bonee 7000 coTpyaHukos Geisinger, noutn 24000 exerogHbIx
rocnutanusaumii u 1.4 maH. NoCeLWeHM NaLMeHTaMM BpaYen.

Kpome Toro, B Geisinger Health System BHegpeHo MO TOWER Document Portal, c
NOMOLLBIO KOTOPOro Bpayuun nonyunnm Web-gocTyn K AaHHbIM O MHOTUX TbiCAYaAX
naumeHToB. Tak KaKk cuctema pacwmpeHa ao Web, To TpaavumoHHble BymarkHble
DOKYMeHTbl 06beamHeHbl ¢ Web-nHbopmaumein. U aTo gaet Bo3amorKHOCTb Geisinger
yHUOMLMPOBaTb NpoLeAypbl XPaHEHUA U UCMONb30BaHMA MHDOPMaLUK.
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Npumepsbl npumeHeHna C3/1 8 mupe
C3/[ B8 dapmaueBTUKe

Novartis — 310 KpynHaa papmauesTUyeckas KomnaHus, obpasosaHHas B 1996 r. B pesy/ibraTe CAMAHUA
M3BECTHbIX B MUpe waeluapckmx dupm Sandoz u Ciba. Oa4HUM U3 rNaBHbIX HaNpPaBNEHUI
AeatenbHocTn Novartis ABAAIOTCA HayYHble NCCAeA0BaHUA NO CO3AAHUIO HOBbIX NEKAPCTBEHHbIX
npenapa;os (exxerogHo Novartis MHBeCTMpYeT B 3TO HanpasneHue 6osee 2.9 MApA. WBEeNLAPCKUX
¢dpaHKoB).

Mocne camanHua y Novartis Bo3HWKNa Nnpobiema — HeobXxoAMMOCTb 06beAMHEHNA MHPOPMALMOHHBIX
pecypcoB 1 3HaHWI ABYX paHee He3aBUCUMbIX KOMNaHWI 1 apdeKkTUBHOE ynpasieHne nmu. Cnepyet
OTMETUTD, YTO A1 Nto6oM GpapmaLLeBTUHECKOW KOMMNAHWUKU BOMPOC yNpaBieHMA JOKYMEHTaLMUeNR no
co3faBaeMbiM ieKkapcTBam TpebyeTt ocoboro BHUMaHuA. na komnanum Novartis LieHa Bonpoca bbina
elLle Bbllle, TaK Kak pykosoacTso Novartis BnoiHe 060CHOBaHHO ONacanoch, YTO NOC/Ee CAUAHUA
KOMMNaHWI MOTyT 6bITb MOTEPAHbI (MM Ype3mepHO NPoay61MpPOoBaHbl) MHGOPMALMOHHbIE Pecypchbl
60nbworo o6bema (0cO6EHHO NPU OTCYTCTBUMM B3aMMOLENCTBUSA MEXKAY TEPPUTOPUANIBHO
YAANEHHBIMU NMPOEKTHLIMU KOMaHAAMM, PaHee He COTPYAHWUYABLUMMU APYT C APYrOM).

[lo cnnaHMA KomnaHuit nepcoHan Sandoz XpaHWA UCCNeA0BaTENbCKYIO AOKYMEHTALMIO B BymarkHOM
BuAe, Ha MK, cepBepax KOPNOpPaTUBHOM CETH, a TaKKe B NPUNOKEHUAX, paboTatowmx nog OC VMS.
MHorue coTpyaHuKM Sandoz He mornv addeKkTnBHO paboTtaTtb B cucteme VMS BCieacTame CAOXKHOCTH
ee Nosb30BaTe/IbCKoro nHtepoerica. Noatomy gaa Toro, YTobbl NOAYYUTL AOCTYN K MHGOPMALMMU
[APYroro y4eHOro UM rpynnbl UCCNeaoBaTeNen, 3TM COTPYAHUKM Bblav BbIHYKAEHbI CBA3bIBATLCA C €€
aBTopamu no TesiepoHy, OTNPABAATb 3aMPOChl NO 3NEKTPOHHOM NOYTE UM 3anNpaLIMBaTh 3TN AaHHbIE
no ¢akcy.

Npumepsbl npumeHeHna C3/1 8 mupe
C3/1 B cpepe BbiAAYM 3aMMMOB

Komnanumsa GMAC Commercial Mortgage (GMACCM) npeaocTaBaset KoMMepyeckme 3aiimbl nog, 3as0r
1 ABNAETCA OAHOW M3 KpyNHenwmx B cBoei obnactn geatenbHoctv B CLUA (60 oducos, ob6cnyskmsaetcs
6onee 47000 3aitmos). Hactynun momeHT, koraga GMACCM pewwna BHeapuTb C3/], Tak Kak o6paboTka
601bWOro 06bEMa AOKYMEHTOB KaK B BYMaXKHOM, TaK U B 31EKTPOHHOM BUAE 3HAUYUTENIbHO
3aTPYAHANQ UX KOHTPOb.

[ina pewexuns csomx Nnpobaem No ynpasneHuto JokymeHToo6opotom GMACCM yctaHosuna C34,
OnBase pa3pabotkn komnaHuu Hyland Software, B KoTopoit ocyLecTBAseTcA ynpaBneHume Bcen
KopnopaTuBHOI MHPopMaumeit (gokymeHTamm MS Word v ux o6pasamu, Tabavuamm Excel,
COOBLLEHMAMM INEKTPOHHOM NouTbl, PDF-daitnamu n 6onee 1800 suagamu otyetos AS/400). Momumo
TOrO, YTO KOMMAHWA NOY4YKUIa BO3SMOMKHOCTb robanbHoro Web-aoctyna K ceTv XxpaHuauLy, aHHbIX B
OnBase, ans paga cBoux cneymanbHbix otaenos GMACCM co3pana cobCTBEHHbIN ypoBEHb A0CTyNa K
AaHHbIM (C HacTpansaembim MHTepdelicom). [locTyn K cucTeme No BCemy MUpY MMetoT okosio 2000
COTPYAHWKOB KOMNaHWK (Mx ayTeHTUdUKaLmMa ocywecTennetcsa B cpeae Windows NT).

B HacToAwee Bpema B KOMMaHMK exkeaHEBHO obpabatbiBaetcsa okosio 100000 gokymeHToB (6onee 20
noTtokos pabor). Mpu aTom okono 3600 TMNoB AOKYMeHTOB (90% MosyYeHHbIX LOKYMEHTOB)
CKaHWUpytoTcA M 06pabaTbiBatoTCA B A€Hb UX MOYYEHUA U perucTpaummn. Ina ux ckaHMposaHusa,
0YMCTKM 0O6Pa30B JOKYMEHTOB, CHMTbIBAHUSA WITPUX-KOLOB, PACNO3HaBaHNA CUMBOJIOB U UHAEKCALMK
npumeHsaetca MO Ascent Capture pa3pabotku komnaHuu Kofax. Ha Kaxaov ctaaum yteepaeHus
[OKYMEHTOB MCNO/Ib3YETCA TEXHO/IOMMA 3NEKTPOHHOM noanuck Approvelt ot oT komnaHwuu Silanis. Yke
B aBrycte 2001 r. npu nomolum C3[, OnBase ocyliecTBaaNOCh ynpasaeHue bonee, yem 2.3 MAH.
3/IEKTPOHHbIX AOKYMEHTOB (BCero 6osee 16 mMaH. cTpaHuL).
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Npumepsbl npumeHeHna C3/1 8 mupe
C3/1 B chpepe KOMMYHAJIbHbIX YCAYT

Komnanusa Alliant Energy (ronosHoi oduc — B ropoge Madison, wrat Bupgxuntua)
3aHMMaeTCcA NpefocTaBieHneM KOMMYHaNbHbIX YCAYr U obcnyxnsaet 6onee 1 maH.
KnneHToB Ha CpeaHem 3anage CLUA. Ana abdeKkTnBHOro ynpasneHna nHpopmaumen,
Heobxo4MMOW AN1A BbINOJIHEHUS OCHOBHbIX 6BusHec-onepauuii, Alliant Energy npuobpena
C3[, Documentum, Ha 6a3e KOTOPOW cO34aH OBLLMIA KOPNOPATUBHBIN PENO3UTAPUNA.

Mpw nomowm C34 Documentum komnaHua Alliant Energy LeHTpanvsosana ynpasneHve
MHPOPMaLMel U KPUTUYECKU BarKHbIMKU BU3Hec-goKyMeHTamu. o BHeagpeHUA
Documentum komnanwus Alliant Energy He moria MHAEKCMPOBATb OH/1AMHOBbIN MOUCK. Bo
MHOIUX Cly4Yasnx ee COTPYAHUKM Bblnn BbIHYKAEHbI 3aHUMATLCA MOMCKOM ByMaKHbIX KOnui
OOKYMeHTOB. [1n1A pacnpocTpaHeHna nameHeHul B AokymeHTax Alliant Energy
peannsoBasna HacTpamMBaeMblit NOTOK paboT (pa3paboTaHHbIN Ha A3bike Visual Basic), yepes
KOTOPbI MOXHO NPOBEPATb BXOAALLME U UCXOAALLME JOKYMEHTbI, MapKMpPOBaTb U1
MapLIpyTU3MpoBaTb MX. [IPOCMOTPEHHbIE AOKYMEHTbI BbIBOAATCA Ha NAOTTEPBI ANA
yTBEPKAEHMA. YTBEPKAEHHbIE JOKYMEHTbI COXPaHAITCA B 6a3e gaHHbIx Documentum un
[Aanee pacrnpoCTPaHAIOTCA B 31EKTPOHHOM BUAE.

Byaywme nnaxbl Alliant Energy no ncnonbsosaHunto Documentum BKAKOYAIOT ynpasieHne
KOHTPaKTamMu, KOPPeCcnoHAEeHLMEN, PAa3IMYHBIMWN AOMKHOCTHBIMU UHCTPYKLUAMU U
N06BbIMKU APYTUMU AOKYMEHTaMU, TPebyOLWUMIN perynapHbIX peBU3mnii.

Npumepsbl npumeHeHna C3/1 8 mupe
C3/1 B cpepe naTeHTOBAHUS

Komnanusa Seed Intellectual Property Law Group u3 ropoga Cuatna 3aHMmaeTca nateHToBaHuem. OaHoM u3
NPUYMH BHEAPEHWA Y HEEé TaKMX HOBbIX TEXHOIOMMI, KaK KoNNeKTUBHan paboTa (collaboration) n o6paboTka
o6pasos gokymeHTOB (document imaging), ctana HEOBXOAMMOCTb CHUMKEHUA PAacXoA0B Ha GOTOKONMpPOBaHKUE N
oTnpaBKy paKkcos. CneayeT cKasaTb, YTO paHee, ANA YMEHbLLEHUA CBOEI 3aBUCUMOCTH OT ByMarkHbIX
[OKyMeHTOB, Seed Law Group y»e MHBECTUPOBana COTHM TbICAY A0N1aPOB B CUCTEMY YNpaB/eHNA
cofepxumbim iManage WorkSite for Legal paspabotkun komnaHuu iManage.

Tem He MmeHee 13 coobpaskeHuii 6esonacHoCTH (1 No pAay APYrUX MPUYKUH) KPYNHbIE KOPNOPATUBHbIE KAUEHTbI
Seed Law Group [0 cux Nop NpeanoYnTaloT NocblNaTh HEKOTOPbIE JOKYMEHTbI (Hanpumep, NaTeHTbl 1
Toprosble Mapku) B GymakHom Buae. s nosbileHns apdeKTMBHOCTU 06pabOoTKM 3TUX JOKYMEHTOB
KomnaHuAa Seed pelnna obecneunTb noscemectHyto Web-40cTynHOCTb MX LIMGPOBbIX OTCKAHMPOBAHHbIX
o06pa3zos (c nomoubto MO iManage). Ans atoro 6biam Mcnonb3oBaHb! Ludposble konupsl Canon ImageRunner
BMecTe C TeXxHoNMornei ckaHnposaHua eCopy, BK/ItOUatoLLeit ManopopMaTHYIO CEHCOPHYIO NaHenb,
NoAKNo4aeMyto HenocpeacTBEHHO K Konupy ImageRunner.). Mocne ckaHMpoBaHWA LMdpoBble 06pasbl
[OKYMeHTOB cTaHoBATCA Web-A0cTynHbl 415 BCcex nonb3osaTteneii C3/, iManage (lopucToB KOMNaHWUK, eé
KNAWEHTOB U Ap.). JoKyMeHTbI B iManage NpovHAEKCUMPOBaHbl, @ UX MOUCK OCYLLECTBAAETCA MO UMEHM KNeHTa
1 Homepy Aena.

YnpassieHve cogepXMmbIm ¢ nomoLlpbto iManage obecneynno 6e30MacHOCTb 31€KTPOHHOIO B3auMOAEeNCTBUA
KOPMOpaTUBHbIX NO/b30BaTenel (419 NPOCMOTPa AOKYMEHTOB — YaCTo NOC/E NONYYEHWUA SNEKTPOHHOIN NOYTHI
CO CCbINIKOW Ha AOKYMEHT — ronb3oBaTeny BXogaT B C3/] yepes naposib), yMeHbLIWAO Ynco npobiem,
CBA3AHHbIX C KOHTPOIEM BEPCHIA JOKYMEHTOB U OTNPABKOW/NONYYEHUEM 3NEKTPOHHOI NouTsl. Mpu nonyyeHnn
[OKYMEHTbI CKaHMpPYIoTCA Ha ycTpoiicTBax ImageRunner, 060pya0BaHHbIX TexHosornelt eCopy.

Mpy nomowm AByx UMdPOBbLIX KONMPOB C GYHKLMEN CKaHWPOoBaHUA prpma Seed Law Group ceityac exxegHeBHO
obpabatbiBaer ot 500 10 800 AOKYMEHTOB, pasmep HEKOTOPbIX M3 KOTopbIx AocTuraeT 300 cTpaHuLL.
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Npumepsbl npumeHeHna C3/1 8 mupe
C3/1 B 06/1aCTV NPOEKTUPOBAHUA

KomnaHnua BOC Gases (ropog, Murray Hill, wraT Hbto-Aopk) 3aHMmaeTca
NPOEKTUPOBAHNEM U CTPOUTENBCTBOM 33aBOA0B MO NepepaboTKke NpUpoaHoro rasa s 60
cTpaHax mmpa. B 1997 r. pykosoacteo BOC Gases npuMHANO peLleHune o
CTaHZapTU3aLmMm cBoei paboTbl. KoOMNaHWKM yAanocb CHU3UTb CTOMMOCTb
CTPOUTENLCTBA 3a CYET NPUMEHEHMSA TaK HasblBaemblx "fabrication packages"
("nakeToB AOKYMEHTOB, HEO6XOAMMbIX SNA CTpoUTENbCTBA"). B KaXkabli Takol "naket"
BXOLAT COTHU EANHUL, COAEPHKUMOTO, BKAtOYan 2-D 1 3-D dainbl CAD-cuctem,
doTorpadum, Habopbl CTaHAAPTHBIX ONEepPaLMOHHbIX NpoLeayp, PUHaHCOBbIE U
MApPKETUHIOBblE AOKYMEHTbI, Npe3eHTaumu 1 gp. 4na ynpasaeHna cNoXHbIM
npoueccom c6OpKKM Takoro "nakeTa" 41a KaxkAoro HOBOro 3aB0Aa, €ro
MapLpyTU3aL M1 1 yTBepXKAeHUs KomnaHus BOC sBHeapwuna C3/[ Documentum. XoTa u
[0 BHeApeHua cuctembl Documentum 604bWKWHCTBO MHOPMaLMK, Heobxogumon ana
NPOEKTUPOBAHWUSA M CTPOUTENbCTBA 3aBOAOB, CYLLECTBOBA/IO B 3/IEKTPOHHOM BUAE,

0 HAKO OHa bbl1a pa3bpocaHa MO MHOMKECTBY MECT M XPaHMAACb HA PA3HbIX
nnatdopmax. BHeapeHme Documentum B macwiTabe Bceit KOMNAaHUM NO3BOAUIO
CTaH4APTU3NPOBATL €€ PaboTy, yAyYLINAO YNpaBaeHWe NOTOKaMK paboT 1 Bepcramm
[OKYMEHTOB, a TaKKe NOBTOPHbLIM MCMNO/Ib30BaHWEM MHPOPMALLMK NpKU
NPOEKTUPOBAHNMN HOBbIX 3aBOLOB.

B pesynbtate BHegpeHua C3/[, Documentum komnaHma BOC ymeHblwinna caom
TpyAo3aTpaThl Ha pa3paboTKy NpoeKTa cpeaHero macwTtaba npumepHo Ha 50% (c 4140
yacos g0 2033 yacos). CTaHAapTM3auUnUa paboT No NPOEKTUPOBAHUIO U CTPOUTENLCTBY
no3Bo/InAa CHU3UTL pacxogbl BOC npu cTponTenbCcTee 3aBog0B B cpeaHem Ha 20%

[Mpumepsbl npumeHeHna OMS-cuctem

3Ty dyHKUMo OMS-cMCTeM YacTo elle HasbiBatloT
"naketHon obpaboTkoi"

Komnatus Pilot Travel Centers 3aH1MaeTca ynpasieHmem 235 TypuCTUYECKMMM LeHTPaMm 1 70 CKAagamm pasanyHbIX
ToBapos. Pilot Travel Centers Heo6xoaumo Bbino 6bicTpee pearMposaTth B LeHOO6Pa30BaHMM U Ha NOTPEBHOCTM CKNAA0B B
ToBapax. Mpw atom Pilot Travel Centers exxemecA4YHO NPUXOAUNOCH reHepnpoBaTb oT 250 4o 350 OTYETOB U3 YCTAaHOBNEHHOM
y Hee ERP-cuctembl Lawson, KoTopas 6bla MHTErpMpoBaHa co CneLuan3MpoBaHHbIMU BEPTUKAIbHBIMM MPUIOKEHNAMMU.
Komnanum Pilot Travel Centers 6b110 He06X0AMMO pelleHne, KOTOPOe YNPOCTMAO Bbl reHepaLMio OTYETOB, MCMONb3YA
MHTepHeT An1A AOCTaBKM MHGOPMaLMK.

[ns reHepauum otyeToB 6bi10 BHegpeHo MO ViewDirect paspabotku komnanum Mobius Management Systems. C nomoLybio
MO ViewDirect 8 Pilot Travel Centers Tenepb reHepupytoTca ABa 6O/IbLUMX OTYETA, AaBTOMATUYECKMN Pa3AeNAtoTCA KOHKPETHbIE
pasgenbl 3TUX oT4eToB (Ha 6ase NpeABapuTe/IbHO 3aJjaHHbIX YCIIOBUI AOCTYMa K HUM No/b3oBaTenNelt), a nonb3oBaTenam
OTNPaB/IAIOTCA COOBLLEHNA 3/IEKTPOHHOW MOYTbI C TMMEePCCbIIKAMM Ha HeOBXOAMMbIE MM pa3zenbl OTYETOB. 3a cueT
ncKAoYeHnA 6onbluoro o6bema paboT Mo COCTaBNEHMIO OTYETOB, COPTUPOBKE JaHHbIX, NeYaTh U OCTaBKe TBePAbIX KOMWii
oTYeToB (pacnpocTpaHeHuio), komnaHusa Pilot Travel Centers SKOHOMWT 3HauUTeNbHbIE GUHAHCOBbIE U BPEMEHHbIe PecypCbl
(oueHuBaeTcs, 4To 3a 3 roga 3KOHOMMA cocTasuT Ao $200000). [1na AoCTyna K OTYETaM MCMONb3YIoTCA CTaHAapTHble Web-
HaBUraTopbl.

KpynHas amepukaHckas komnaHus Hill's Pet Nutrition (Topeka, wrat KaH3sac), umetowas 6onee 250 AUCTPUBLIOTOPCKUX
LieHTPOB, MOCTPOMAA CBOW BU3HEC Ha [OCTaBKe PasHOO6Pa3HbIX TOBAPOB /1A AOMALLHWX MBOTHbIX B BETEPUHAPHbIE
NYHKTbI NO BCeW cTpaHe. ECTeCTBEHHO, YTO BaXKHYIO po/ib B ycnelHocTn busHec-moaenu Hill's Pet Nutrition urpaer
CBOEBPEMEHHOCTb [JOCTaBKM TOBAPOB M OTCYTCTBUE MPOCTOA TPAHCMOPTHbIX CPeACTB. 115 ONOBeLLeHUA AUCTPUBBLIOTOPCKUX
LIeHTPOB O 3aKasax Ha Norpysky ucnosnbayetcs MO ynpasaeHUs BbIBOAOM [JOKYMEHTOB pa3paboTku komnanum HP/Dazel,
MMeloLLee CTaHAAPTHbINM HTepdeiic ¢ ERP-cuctemamu (ecav Ha npeanpuaTum He ucnonb3yetca ERP-cuctema, To
[LOKYMEHTbI OTNPABAAIOTCA M0 3/EKTPOHHOI nouTe unm yepes dakc). Mo gaHHbiM HP/Dazel, okono 30% c6oes B 6usHec-
npotieccax NpeAnpuATUiA U OpraHU3aLMii NPOMCXOAAT UMEHHO U3-3a NPOB/IEM C JOCTABKOM JOKYMEHTOB. ITn cbou nouTu
BCErAa NPUBOAAT K NOTEPe BPEMEHM U AEHer.
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NUHTerpauuna C3/, c apyrumm
NPUNOKEHUAMMN

foBOp#A 0 MpaKTUYeckom npumeHeHun CI[, Henb3sA He paccmoTpeTb 6onee NoapobHo 1 npobaemy
MX MHTErPaLLMM C APYrMMU KOPMIOPATUBHLIMM NPUNOXKEHWUAMMU. PelueHne aToi npobaembl o4eHb
BaYKHO /151 COBPEMEHHOTO NPeANPUATUA, 0COBEHHO, 8C/IM Ha HEM UCTO/b3YIOTCA OLAHOBPEMEHHO
HECKO/IbKO KOPMOPaTUBHbIX NPUAOKEHWIA. B HacToswee Bpema CI/, Yalue BCEro MHTErpUpYoTCs co
cneayowmMMmM TUNamm NpuaoxKeHuii: ERP-cuctemamu, opucHbiMmn npunoxeHuamu u front-end
npunoxeHuamu (Hanpumep, CRM).

Y1o Kacaetcs ERP-cuctem, To 0aHUM M3 X Cabblx MECT ABAAETCA HeKoTopas U36bITOYHOCTb
[OKYMEHTOB, reHepUPYeMbIX B OCHOBHbIX MOAyAAX ERP-cuctembl (TOMMMO HEL0CTaTOYHO Pas3BUTbIX
BO3MOKHOCTEW Mo rMbKOoM reHepaLymn OTHETOB, OTMEYEHHbIX Bbllue). Pa3sepTbiBaHue
LLeHTPaIM30BaHHOrO peno3uTapus (Ha 6ase C3[]), obecneunBarowero Kaxapin moaynb ERP-
CUCTEMbI HEOBXOAMMbIMM eMY JOKYMEHTaMM, CMOCO6CTBYET YMEHbLIEHUIO ONEPaLMOHHbIX
PacxoA0B NPEANpPUATUAA U YCKOPAET BO3BPAT MHBECTULMIA. TO ecTb, nHTerpauusa C3M u ERP-cuctembl
obecneyvBaet 6o/ee BbiICOKOE 3HaYeHMe nokasatens IRR, Yem 3T0 MOXKET BbITb MONYYEHO NpU
aBTOHOMHOM MCMONb30BaHUK AaHHbIX cucTem. [ins obecnedeHuns Tako UHTerpaumm pag,
paspabotunkos CI/, (Hanpumep, komnauuu FileNet, IBM, Hyland, Identitech u ap.) Bctynaert s
NapTHepPCKMe OTHOLWeHMA ¢ pa3paboTumkamu Begywmx ERP-cuctem (SAP R/3, PeopleSoft u Oracle).

Mpw nHTerpaummn C3/, ¢ oPpUCHBIMU MPUIOKEHUAMM NOIL30BATENAM MPEL/IAraeTcs BO3MOXXHOCTb
[0CTyna K 6MBIMOTEYHbIM CEPBMCAM HEMOCPEACTBEHHO U3 PAcNpPOCTPaHEHHbIX OGUCHBIX
npunoxenui (Hanpumep, MS Word, MS Excel n MS PowerPoint). Kpome Toro, npakTu4ecku Bo Bcex
pacnpoctpaHeHHbix CI/] cywwecTsyeT BO3MOXKHOCTb paboTbl yepes Web-Hasuratop MS Internet
Explorer.

UHTerpayna C3/ c ERP-cuctemamum

Mo oueHKaM aHa/IMTUKOB, B HacTosALee Bpema 6onee 80% MHPOPMALMOHHbBIX aKTUBOB
npeanpUATUIA U OpraHn3aLuii XpaHNUTCA B OpMe HECTPYKTYPUPOBAHHbIX AOKYMEHTOB,
HEeA0CTYNHbIX coBpemeHHbIM ERP-cuctemam (7. e., 6onbwmHcTBO ERP-cCTEM OXBaTbiBaeT CBOEM
bYHKLMOHANbHOCTBIO TO/IbKO 0K0/10 20% BCEX CTOPOH AeATeNbHOCTU NpeanpuaTua). C obpaboTkoi
HeCTPYKTYpVpOBaHHOW MHGOPMaLMK ceityac Nyylle Bcero cnpasasatotea CI/,.

WNHTerpauma ERP-cuctem ¢ C3/] obecneunsaet noaaepKKy 61UsHec-npoLLeccoB BCEro NpeAnpuUaTUA
— Yyepes onepaTUBHOE yNpaBaeHWe JOKYMEHTaMK, 06pasamu, NOTOKaMmn paboT, KOpPNopPaTUBHBIMU
otyeTamu u ap. C nomotubto C3/, BHYTpK ERP-cucTem cTaHOBUTCA AOCTYMHOM BCA Heobxoanmas
MHbOPMaLWA U faHHbIe — MHBOMCDI, 3aNPOChl KMEHTOB (AOKYMEHTbI, GaKcbl U cOObLLEeHMA
3/IEKTPOHHOW NOYTbI), YepTexn 1 Ap. B naHHom cnyyae CI/] BbICTYMaeT B KayecTBe cBOe0bpasHOro
KOHLIeHTpaTopa, obecneymBatoLLero AOCTyN NoAb30BaTeNel K HEOBXOANMOMN NHPOPMALUU.
Bonbwnm foctonHcTBoM MHTerpauumn C34, ¢ ERP-cuctemamm asnseTca u npegoctasneHve
BO3MOXHOCTM A/ NO/Ib30BaTesel paboTaTh B cpee NPMBbIYHbIX UM MPUNOKEHWIA.

B HacToAwee Bpema pag, 3apybexHbix CIL, yke HTerpupoBaH yepes API-uHTepodelic c Hanbonee
pacnpocTpaHeHHbIMK 3apybexkHbIMM ERP-cuctemamum (Bkntodan SAP, PeopleSoft, J.D. Edwards, Baan
1 Ap.). B To e Bpema HekoTopble pa3paboTunkn ERP-cuctem npegnaratoT Ana UHTErpauum
cobcTBEHHbIN MHTEpdeiic (Hanpumep, SAP AG — cTaHaapTHbI nHTepdeic SAP Archivelink,
obecneuvBalowmin focTyn K penosutapuam SAP R/3) n gasxe ceptuonumpytor CI[, Ha
MNHTErpMpPYEMOCTb CO CBOMMU CUCTEMAMMU.

CyLLecTBYIOT pa3/inyHble NOAX0AbI NPY BHEAPEHMUM U COBMECTHOM ncnonb3osanumn C3 v ERP-
cuctem. Ecnm ogHM NpeanpuATUA MHTErPUPYIOT TEXHOOTUM YNPaBIEeHUA 31EKTPOHHbIMMU
AOKYMeHTamu nocne BHegpeHusa ERP-cuctem, To mHorme apyrue passopaumsatot ERP-cuctemsl,
Y}Ke Nob3yAcb pasnyHbiMu C3/,
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NHTerpaumna C3/[, ¢ CRM-
NPUNOKEHUAMN

3ameTHoe MecTo Ha COBPEMEHHOM PbIHKE BU3HEC-NPUNOKEHNI 3aHUMALOT U CUCTEMbI YIPAB/IEHUA
B3aMMOOTHOLLEHUAMM C KnneHTamm (CRM). B yactHocT, CRM-NpUIOXKEHWA NPeLaaratoT Takue KoMnaHuu,
Kak Siebel Systems, Clarify, Vantive, IBM, Janna Systems u ap. [laxke pa3pabotunku ERP-cuctem (Hanpumep,
Oracle, SAP, Peoplesoft n Baan) BbinyckatoT (Mamn nnaHMpytoT BbiNnycTUTb) CRM-NpUioKeHUs B Kadectse
HaACTPOWMKMN HAZ CBOMMM CUCTEMAMU.

EcTecTBeHHO, 4To pa3paboTtunku CI[, He 060LWAM CBOMM BHUMAHWEM ITOT NEPCNEKTUBHbIN CETMEHT PbIHKA.
Mo cnoxuMBLIEMYCA HA PbIHKE MHEHWI0, CI/] AOMKHbBI BbICTYNaTh B Ka4ecTBe 0CO6Oro MHTErpaLMoHHOMo
€108, NO3BO/AOLLENO MHOMECTBY XPaHWIULL AaHHbIX U back-end npunoskeHuit 6bITb CBA3aHHbIMK C TEMU
e BU3Hec-npoLeccamu, C KOTOPbIMU B3aumogencTayet ppoHT-oducHoe CRM-npunoxkeHve. CIJ, 4OMKHbI
NoAAEPYKMBATL LUIMPOKOE MHOXECTBO GpOPMATOB AaHHbBIX U KOMMYHWKALMOHHbIX CTaHAAPTOB, KOTOpble
MOTYT MCMOb30BaTbes B CRM-NpunoxeHusx. s nonb3osaTtens He UMEeT 3HaYeHusl, Kak OH
B3aMMOZEICTBYET C NPOAABLIOM: PEMMCTPUPYACH Ha CaifTe, OTNPaBAAsA COOBLIEHNE NO INEKTPOHHOM NoyTe,
MCMOJ/Ib3ys aBTOMATU3UPOBaHHYHO TesleOHHYIO CUCTEMY, OTNIPABAASA GaKC MU MUCbMEHHDbIN 3anpoc Un
pasroBapuBas C NpeacTaBuUTesemM NPOAABLA B LeHTpe 06paboTKu BbI30BOB.

[na nHterpaumn C3, u CRM-NpunoxeHuin nprMeHatoTCA pasHble cnocobbl. LLnpoko pacnpoctpaHeHo
NCNONb30BaHNE KOMMNOHEHTHbIX Mogeneit (COM, CORBA v JavaBeans). Takum o6pa3om, AeICTBYIOT,
Hanpumep, komnaHuu Staffware, Identitech u Plexus. [ipyroi nogxoa — 3To co3gaHue WabaoHHbIX
NPUNOXKEHWNI, KOTOPbIE MOTYT BbITb MCMO/Ib30BaHbI BO MHOXKECTBE CLieHapueB. Tak AeNCTBYIOT KOMMAaHUU
FileNet u Lucent (www.mosaix.com), npegnaratoLume WwabioHHbIE NPUIOKEHWSA, KOTOPbIE MOTYT 6biTb
NOBTOPHO MCNO/Ib30BaHbI BO MHOXecCTBe cuctem — oT CRM go ERP.

OcHoBHble ocobeHHOCTU Bbibopa C3/],

* [lo MmHeHuto oTpacnesblx aHannTukos, C3/1 ctaHOBUTCA
HeobxoaMMOoM, Koraa obwmin 06bEM AOKYMEHTOB,
eXkerogHo obpabaTtbiBaeMbix B NpegnpuaTumn uan
opraHmsauuu, goctmraet 4000-5000. ChegyeT cKasaTb, YTO
BHeapeHue CI/[] He sBNsieTCA NaHaLUEeen oT Bcex npobaem
npeanpuatuA. [NaBHOM LeNbio ee BHeAPEHUA ABNAETCA
nosblweHne 3pPEKTUBHOCTU AOKYMEHTO0b0opOoTa
npeanpuATUA AN OpraHn3aumu, a, cnenoBaTeNbHo, B
KaKoM-TO cTeneHu, U 3pPEKTUBHOCTU UX PAabOTbI B LLE/IOM.
ECTb M TaKOe MHeHWe, YTO raBHOM Lenbto BHeagpeHua CI3/
ABnAeTcA co3gaHme sdpPpeKTUBHOM cpeapl yNnpaBaeHUs U
GYHKUMOHMPOBAHUA NPeanpUATUA UAKM OPraHU3aLLUN.
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OcobeHHOCTM BblibOpa 1 BHeapeHua C3 B
paboTy apXMBOB N AOKYMEHTALMOHHbIX CNYKO
OpraHu3aumm.

Mpu aTom npu BbiGope C3/] HEOOXOAMMO YUUTBIBATb PAL, CIEAYIOLLMUX BAXKHbIX MOMEHTOB:

e [JocratouHo 60nbluoe pa3zHoobpasue CI/] (Kak oTeuecTBeHHOM, Tak 1 3apybexxHoi pa3paboTku),
NPEeACTaBAEeHHbIX HA POCCUMCKOM PbIHKE;

e HageXHoCTb KOMNaHWUKU-NocTaBLMKa CI/, v NpeanaraeMble eto yCI0BUA NOCTaBKM, BHEAPEHNA U
CONPOBOXAEHNA (38 HEMHOTWE rofbl CYLLECTBOBAaHUA OTeYeCTBEHHOTO MT-pbiHKa yKe Bblnn cnyvau, Koraa
[OCTaTOYHO U3BECTHbIE U BHELLHE 61arononyyHble KOMNAaHUK UK YXOAWN C PbIHKA ? NPUMEPOM ABAAETCA
yxoZ BecHol 2002 r. c 0OTe4eCTBEHHOIO pbiHKa Aenosoro MO komnaHum HUKocCodT ? nnm e npekpalieHve
pa3BUTUA M MoAepHM3aLmK coero MO, 4To 03HaYaeT, PaKTUUECKU, YXOA, C PbIHKA ? MPUMEPOM CNYKUT
npekpatLeHue Takxke BecHoi 2002 r. pa3suTua MO "BOCC-Kopnopauma" komnaHunen AinTn);

¢ BO3MOXHOCTb gopaboTkm C3/, B pa3yMHble CPOKM (C NpUemMaIemMbIMU LLEEHOBbIMM YCI0BUAMM) NOA, cneundury
npeanpuaTus.

B obLiem cayyae npu Bbibope pUPMbI-NOCTaBLLMKA U BHeApeHLa CI[] HYKHO y4YecTb creayiolme TpeboBaHua:

e Cepbe3HOCTb GUPMbI (HaIMUMe U3BECTHOTO MMEHM Ha PbIHKE, CBOETO NOCTOAHHOTO OdUCa, KeNaHUA
COXPaHWUTb M YKPENUTb CBOW PbIHOYHbIM MMUAMK 33 CHET YCMELIHON PeannsaLmum o4epesHoro NpoekTa
BHeapeHua CO4 v gp.);

e Pasmep GpMpMmbl, HaMuMe y Hee JOCTAaTOUHbIX PECYPCOB AR BbINOJHEHWUSA NPOEKTa BHEAPEHWUS B JOTOBOPHbIe
CPOKM;

¢ Hanunuve B pupme AOCTaTOUHO 6O/IBLLOTO M CTaBUIBHOTO KONNEKTUBA Pa3paboTunkos 1 BHeapeHues CI;

e OnbIT pupMmbI B pa3paboTke 1 BHegpeHun CI[], B aHANOTMYHBIX NPEANPUATUAX U OPraHM3aLumaX (nyyLe Bcero,
€C/IN eCTb BO3MOMKHOCTb NOCMOTPETb BHeApEHHble CI[], B paboTe 1 NooBLaThCA C UX NoAb30BaTeNAMM);

e CyLecTBytOT in B pUpMe-pa3paboTymKe TEXHONOMUA U CTaHAAPTbI MO NPOrpaMMMUPOBAHUIO, KAk OHU
odopmMneHbl (y3aKOHEHbI) M NoAAEPXKMUBAIOTCA;

. CyUJ,eCTBVeT e dmpme—BHep,peHu,e TEeXHONOrnAa BHeAPEHNA, U KaK OHa NnoAAepXKNBaAETCA AOKYMEHTA/IbHO.

Kak npasuno, BHeapeHune CI/1 Ha npegnpuatnm
BK/IlOYaeT cneaytolme OCHOBHbIe 3Tanbl:

¢ TwaresbHbIN aHann3 BU3HEC-NPOLLECCOB NPEANPUATUA, COCTOAHUA UCNONb3yeMOro 060pyA0BaHMA 1
TEXHO/IOTUI;

¢ PaspaboTka MHGOPMaLMOHHO-GYHKLMOHAIBHOM MOAENN NPEANPUATUA, PEUHXUHUPUHT ero busHec-
npoLeccos;

*  AHa/i13 BO3MOXHOM KOHOWIYpaLmmM annapaTHO-NPOrpammMHbIX CPeACTB, Heobxoanumoit A BHegpenusa CI/.

*  BbINONHEHMWE NUAOTHOrO NPOEKTa;

*  VYTBepXAEHWe Pe3ynbTaToB BbIMONHEHMA MUIOTHOTO MPOEKTA U pa3paboTka naaHa BHeapeHua CI;
*  Bblbop 1 nocTaBka HeobxoauMbIx Ana BHeapeHUa C3/], annapaTHO-NPOrpaMMHbIX CPEACTB;

¢ [loctaBka v uHcTannauma C34,;

e ApanTtauma u HacTpolika C3[;

*  [lepeHOC 1 KOHBEPTALMA AAHHbIX U3 YHACNeA0BaHHbIX CUCTEM;

¢ O6yyeHue CUCTEMHbIX AAMUHUCTPATOPOB U Nosnb3oBaTenei pabote ¢ CIM;

¢ [loAroToBKa KOHTPONLHOIO NPUMEpPa, NPOrPaMMbl U METOAMKM UCTIbITAHWNIA, NPOBeAEHME NOTHOTO
TecTupoBanua C3/,;

¢ Pa3paboTka NPOeKTHOM, NPOrpPaMmMHOM, TEXHUYECKOW U NONb30BaTENbCKON AOKYMEHTALMM.
* 3aBepleHue BHegpeHua C3/, caaya ee B NPOMBbILLIEHHYIO SKCMNyaTaumio;
*  ConposoxaeHue C3/.
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BBO,CI, N permctpaumna 4OKYMEeHTOB

MHTepdelic BBOAA U perucTpaLMm LOKYMEHTOB B CUCTEME PEAsIN30BaH B BUAE macTepa,
COCTOALLEro U3 HECKONIbKUX NOCNe0BaTeNbHbIX LWAros.

Mpu BBOAE AOKYMEHTa B CUCTeMY OT NoAb30BaTeNs notTpebyeTca NUWb yKasaTb
HeobxoaMMble PEKBU3UTbI OKYMEHTA U MPUKPENUTb 31€KTPOHHBIN JOKYMEHT.

Ha ocHoBe 37O MHOPMaLMM CUCTEMON FreHePUPYETCA KapTouka LOKYMEHTA — CTPaHULa,
Ha KOTOpOW NpefcTaBaeHa BCA MHGOPMALMA O LOKYMEHTE.

B cnyyae peructpaumm AOKYMeHTa OT NoAb30BaTeNs TaKKe noTpebyeTcs yKasaTb
HeKoTopble AONOAHUTENbHbIE aTPUBYTLI perucTpaLmu.

B 3aBMCMMOCTM OT HAaCTPOWMKM CUCTEMbI AaHHble OnepaLLMn MOryT BbITb YNPOLLEHbI UK,
Haob0opOT, pacliMpeHbI.
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Kaxkabl AOKYMEHT B CUCTEME MOKET UMETb
HEeorpaHM4YeHHOE KOIMYeCcTBO Bepcuii pannos.

Mpu 3ToM ToNIbKO 0AHa Bepcua daitna byaeT akTyanbHoM (Tekylei), a
ocTasibHble byayT NMMbo ero YepHOBUKaMU, MO0 YCTapeBLUMMU BEPCUAMU
dainna.

Ha e,EI,VIHOl\/'I KapTO4Ke JOKYMEHTa XPaHUTCA BCA UCTOPUA USMEHEHUA
coaepaHuA JOKYMeHTa.

Mpw 3TOM BEPCUMN OLHOIO U TOTO Ke JOKYMEHTA, KOTOpble HEPeaKO
M3MEHAIOTCA B NMPOLLECCE €ro COrMIacoBaHmA, OPaboTKU U APYIUX ENCTBUN,
MOTYT UMETb pa3/inyHble popmaTbl. BEpCMOHHOCTb AOKYMEHTA NO3BOAAET
M36erKaTb NyTaHULbl M MOBTOPHOFO CO34aHMA HECKO/IbKMX 3K3EeMNIAPOB
KapPTOYKM OAHOro AOKYMEHTa.

Hasan omarr, || Orepsenre || fleicrae | Cnpeea |2 )Mpodkns  [1) Buirw

[HokymeHT "3.0.5 - passepHyTo.docx”

Obwan wwpopraists | Bepowm (1) | Cessw (0) | foctyn | WcTopus

of fosaeu

Kongo: 15 w | Haiineno sarwceii: 4 |Crparsnss 1] G §

Craryc @aiin N 4

3 17.07.201217:31 17.07.2012 17:31

07.2012 17:32
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ApPXUB 3NEKTPOHHbIX AOKYMEHTOB

Bce AOKYMEHTbI MPUNONKEHUA «DNEKTPOHHbIN AOKYMEHTO060pOT»
GOpPMUPYIOT e4MHbBIN IEKTPOHHbIN apPXMB — XPAaHUAMULLE AOKYMEHTOB.
ApXvB AOKYMEHTOB MMeeT ya0bHbIN NOMCK, No3BOAAIOWMI BbICTPO
OTbICKaTb HYHble AOKYMEHTbI HE TOJIbKO MO MX Ha3BaHWAM, HO U NO
onpeaeneHHbIM PEKBU3UTAM.

Pe3ynbTaTbl NOMCKa 0TOBPaAXKatoTCA B CTPOroOM COOTBETCTBMM C NPaBamu
NoNb30BaTeNs HA LOKYMEHTbI — OKYMEHTbI, K KOTOPbIM M0/Ib30BaTe b He

UmeeT ocTyna, 6yayT CKpbITbI.

O6yueHue

Myre: Obu
Koneo: 15 = | Meness ssrucedt 24 |Crosans:

12.01.20119:26

DIRECTUM

JHeprua
3penbix
pelweHumn

DNEeKTPOHHbIN apXUB

-

*  J/IEKTPOHHbI apXMB AOKYMEHTOB — 3TO BbIFO4HOE pPeLleHne no
OpraH13aLmMm XpaHeHN AOKYMEHTALMOHHOM 6a3bl ANA AMHAMUYHO
pa3BMBaloOLLENCA KOMNAHMM C NOCTEMNEHHO BO3PACTaloWMM 06 beMOM
OOKYMEHTOB.

¢ OCHOBHbI€ M/IOCbl CO3/1aHMA 3EKTPOHHOIO apX1Ba 3aKa4YatoTca B:
* 3awmTe MHPOPMALMMK, TaK KaK AOCTYN K Hel byaeT MMeTb TO/IbKO
3aperucTPUPOBaHHbIN NONb30BaTE Nb.

¢ HeobxogmMmble 4OKYMeHTbI ByayT AOCTYNHbI BO BCeX punmanax u
oTAenax KOMMNaHWM, YTO CYLLECTBEHHO COKPATUT TPYA03aTpaThl
COTPYAHWKOB.

*  J/IeKTPOHHbI apXMB He 3aHUMAET PU3MYECKOTo NPOCTPAHCTBA U
No3BO/IAET XPaHUTb OFPOMHOE KoanyecTso ¢alifios.
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BO3MOKHOCTM 3N1EKTPOHHOIO apXxmBa:

* MIHOBEHHbIN A0CTYN K dpannam;
* 3arpysKa AOKYMEHTOB pa3nmyHoro popmara;

* ya06HbIM MOUCK NO 3a4aHHbIM KPUTEPUAM;

* pPaHXMPOBaAHME AOKYMEHTOB;

* pasrpaHuYeHune npas AO0CTyna No/ib30BaTeNEN;
* peAaKTMpOBaHME AOKYMEHTA NPAMO B CUCTEME;
* KONNeKTMBHaA paboTa ¢ AOKYMEHTamU;
* yAaNneHHbIN A0CTyn;

* CO3[aHue TemaTu4yeckux bubnmorekx

[1BUXKeHne JOKYMEHTOB B
opraHmsaumu

OAHVMM M3 OCHOBHbIX MPEUMYLLECTB UCMOJIb30BaHUA CUCTEM
3N1eKTPOHHOI0 AOKYMEHTO0b0pOTa ABNAETCA BO3MOXKHOCTb
yA06HOM opraHM3aummn paboTbl C JOKYMEHTaMU.

PaboTa ucnonHuTenen c JOKyMeHTaMn BeAeTcs NONHOCTbIO B
3/1EKTPOHHOM BUAE, YTO NO3BONAET HE TONIbKO NPeAOoTBPaTUTb
CNly4aMHYI0 NOTEPIO OPUrMHaNa AOKYMEHTA, HO M 3HAYUTENbHO
COKPaTUTb CPOKM BbINONIHEHMA AEUCTBMIA C AOKYMEHTAMM,
YMEHbLINUTL BPEMA Peakuumn UCNOoNHUTENEN Ha NOAyYaemble
3ajaun,

a TaKKe Npu HeobXxoANMMOCTM NO3BOINTL BoNbLIONM rpynne
nopen oaHoBpemMeHHO obecneynTb NONHOLEHHYIO paboTy ¢
AOKYMEHTOM.
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MapLUpyTbI ABUXKEHUA NOKYMEHTOB

MpunoxeHne «INeKTPOHHbIW AOKYMEHTOO6OPOT» NO3BOAAET TMOKO yNpaBaATb

ABUNXKEeHUeEM OOKYMEHTA B OpraHn3sauunn.

paccmoTpeHne OKYMEHTA U O3HAKOMNEHNE C JOKYMEHTOM, Tpe6yeT oT
NUCNONTHUTENA BCETO ZINb HECKONIbKUX LWWENYKOB MbllUbIO.

MOTYT OCYyLLEeCTBNIATb AQVICTBMH C JOKYMEHTOM €AMHOBPEMEHHO; NPU 3TOM
cuctema obecneynBaet y,CI,O6HO€ Bsammop,eﬁcmme ncnonHutene

- ) B
Vo || s Gremars || Ao T

MuceMo "Kanoba or 000 Adepesoctpoit”

Osazave | Heropwn | foxymert (orepus 6 moson crse)

[loKymMenTbI

Hudopmauna

BbIno/sIHEHMe TaKMX CTaHAAPTHbIX onepau,mfz'l, KaK cornacosaHune OOKYMEHTa,

bnarogapa BO3MOXHOCTAM napanneanon pa60TbI, HECKOJIbKO UCTMOTHUTENEN

fara Kavana 17.07.2012 McnonmTens

Cpox 3a8epueHiA 17.07.2012 Mpwopurer * Cpegmh
o Ccrarye © Hoean

RaTa cozpanma 17.07.2012 16:28
TINCT Cornacosanna

Haonsmens Mo Kanoba o1 000 AepesocTpoit” Aata  Kowserrapai

Ha cornacosarst

MapLpyTbl ABUKEHUA JOKYMEHTOB

* EAMHOXAbI CMOAENMPOBAHHbLIA MAPLUPYT B Aa/IbHEALEM MOXKET
6bITb MCNONB30BAH CKO/IbKO YrogHOo pa3, obecneymBan YeTkoe
pernameHTMPOBaHHOE ABUXKEHNE AOKYMEHTOB B OPraHM3aumm.

* BbIMNOAHWUTbL OTNPABKY AOKYMEHTA MO rOTOBOMY MapLUpyTy

MOMHO C KapTO4YKN OOKYMEHTAa, BbIMO/IHNB BCErO Napy WeNYKOB

MbILWbHO.

Refcrain Ornpasie
- PO Mapwpy

o
NO DAHOMY 13 OCTYIHLIX NPOUECCOB.
CTpaMBIOTCR B AMsaiHepe ELMA

Obwan undopraisn | Bepom (1) | Cessn (0) | Hocryn | Wcropma |

B nt06011 MOMEHT C/le0BaHNA AOKYMEHTa Mo
MapLLPYTYy MOXHO MPOCMOTPETb, F4e B TEKYLLMIA
MOMEHT HaXOAMTCA AOKYMEHT, KaKue onepaunm ¢

HWM BbINOHAOTCA.
ITa MHGOPMaLMA MOKET BbITb NONYyYEeHA KaK BEom

W3meHeHmne

> : Ha Moanucanue I‘IW craryca:Ha |
KpPaTKOM MHbOPMaTUBHOM BU/E C KAPTOUKM — u
AOKYMEHTa, TaK U B 6onee HarnagHoOm
rpad)vmecr(om BapMaHTe Ha KapTe MmaplpyTta PermcTpauna
(3eneHoit pamKoit nomeyaeTcs TeKyLLan —

BbINONHAEManA C JOKYMEHTOM onepaums).

WameHenne
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AHanns apdeKTMBHOCTU BHEAPEHUA
cao/

3P PeKTUBHOCTb — 04HO M3 Hanbonee 06LLUX SKOHOMUYECKUX NOHATUIA. IPPEKTUBHOCTL MOKHO ONPEAENUTb KaK BEPOATHOCTb
AOCTUXEHUA Lenu. NposeaeHHbIN Bbille aHaM3 NPeAnocbiNoK BHeapeHna C3/] HefoCTaToOuEH A/1A peKoMeHAauun ee
BHeApeHUA. Heobxoamm aHanuns skoHomu4eckol apdekTusHocTv CI[.

Llenn BHeApeHUA cUCTEMbI INEKTPOHHOTO JOKyMeHToo6opoTa:

aBTOMaTM3aLMA AeN0NPOU3BOACTBA;

aBTOMaTM3aLWA NOTOKOB JJOKYMEHTOB;

ABTOMATM3aLIMA KOHTPONA UCMONHEHUA AOKYMEHTOB U NOPYYEHWIA;

MOBbILIEHNE UCMIONHUTE/IbCKOW AUCLMMINHDI;

HaBe/leHWe nopaaKa B pabote ¢ JOKyMeHTamu;

COKpalLeHWe BpeMeHU Ha onepaLmm ¢ JOKyMeHTamu;

nepexog, K 6e36ymakHbIM TEXHONOTUAM.

Takum 06pa3om, MOXKHO onpeaenuTb SGPEKTUBHOCTL UCMONb30BAHWA CUCTEMbI S/IEKTPOHHOTO JOKyMmeHToobopoTa (C3/) B y3kom
CMbICNe AN1A OTAENbHbIX NPOU3BOACTB U No/b3oBaTeseil. B 3ToM ciydae pasymHO paccMaTpuBaTh cieaytolime Buabl 3GpeKTos:

3KOHOMMYECKUI — ero nokasartenu YYUTbIBAIOT B CTOUMOCTHOM BblpaXXeHUU BCe BMUAbI Pe3y/1bTaTOB M 3aTpar, OﬁyCﬂOBneHHbIX
peanusaumeit C3/. ABTOMaTM3aLmMA 4e10NPOM3BOACTBA, aBTOMATU3ALLMA NOTOKOB AOKYMEHTOB, aBTOMATU3aLLMA KOHTPOAA
MCNONHEHNA JOKYMEHTOB U MOPYYEHUIA cNocobCTBYET COKPaLLEHMIO OWNBOK, NPUCYTCTBYIOLLMX NPU PYYHOM TPYAE, YCKOPEHWIO
npouecca JOKYMeHTO060pOTa, YTO A3aeT HECOMHEHHbIW BbIMIPbILL BO BPEMEHM 1 SKOHOMUIO B PACXOAAX INEKTPOIHEPruu,
3aTpaT Ha ONAaTy MAWMHHOIO BPEMEHU U T.4.

¢dMHaHCOBbIV — pacyeT NokasaTesieit aToro Buaa sadpdekTa 6asmpyeTtcs Ha pUHAHCOBBIX pe3ysbTaTax Mcnonb3osaHua C3/, 4To
HaXOAWT OTpasKeHWe B COKpalleHWe BpeMeH! Ha onepaLym ¢ JOKYMEHTaMM, TeM CaMblM CHUXKAeT NPOAO/IKUTENbHOCTb
paboTbl C JOKYMEHTaMy,

pecypcHbIii — ero NoKasaTeNAMM OTPaKaloT BAUAHME Ucnonb3osaHua C3/] Ha 06bem NpoussoaCcTBa U NoTpebaeHUa Toro unm
MHOTO BUJa MaTep1anbHOro pecypca (3N1eKTPOSHePrum, TPYAOBbIX PeCypcos 1 Ap.). Kak yKe 6bi10 cKa3aHo, BbIMIPbIL BO
BPEMEHM Npu paboTe ¢ JOKYMEHTaMU CHU3UT PacXog, 371eKTPOPECYPCoB, TPYAOBbIX PECYPCOB U T.A4,.

Hay4HO-TEXHWYEKUI1 — BKNIOYAET HOBM3HY, NPOCTOTY, NonesHocTb C3/1;

COLMaNbHbIN — €ro NoKasaTe/In YYnTHIBAIOT COLMabHble pesybTaTbl peanusaumnn C3[, Bbipaalolwmecs B yMeHbLIEHUN
TPYAOEMKOCTU NOATOTOBKM M NepepaboTKn eAnHULIbI AaHHbIX B aBTOMATU3MPOBAHHOM CUCTEME YNPaBAeHUA
AOKYMEeHTo060poTOM.

JKOHOMMA 3aTpaT Ha onaaTy TpyAaa
nonb3osBatenen C3/

PaccmoTpum noapo6Hee SKOHOMMIO 3aTpaT Ha onAaTy TpyAa nonb3osatenei CI/.

PacueT ycNoBHOW rof0Bol 3KOHOMMM 3aTpaT Ha onaaTy TpyAa paboTHUKOB j-i1 KBanuduKaumm Cj npu UsmeHeHun
TPYA0EMKOCTHU MPOLLEeCCoB NOArOTOBKM 1 06paboTkn MHbOpMaLmu B pesyabTate BHegpeHus CI/] onpeaensetca no popmyne:

Cj = Canj (Q1 - Q2) A2 / &j,

rae C3nj — rogoBoit GoHA 3apaboTHOI NaaTbl PabOTHUKA j-i KBaAMdUKALLMK, 3aHATOTO NOATOTOBKOW M NepepaboTKoM AaHHbIX,
py6.; Q1, Q2 — TPyA0EMKOCTb MOATOTOBKM M NepepaboTKu eANHULbI aHHbIX B 6330BOM M HOBOM BapuaHTax NporpaMmmHoro
npogaykKTa, Yen./u; A2 — roposoit 06bem paboT no NoAroToske v nepepaboTke AaHHbIX B HOBOM BapMaHTe NPOrpamMmmHoOro
NPOAYKTa, HaTypanbHbIX eA.; ®j — rogosolt GoHA paboyero BpemeHu ogHOro paboTHMKa j-i KBanupUKaLMm, 3aHATOrO
NOATOTOBKOW U NnepepaboTKoi AaHHbIX, Y.

PaccunTaem sKOHOMMIO 3aTpaT Ha ON/aTy TpyAa MeHemepa, paboTatolero B 6logkeTHOI cdepe no 11 paspagy eanHOMN
TapudHOI CETKM U MMetoLLero oknag 2787 pybneit. C y4eTOM TOro, UTO MEHEKEP MMEET eXXeMECAYHYI0 NPEeMULO B pasmepe
75% OT CBOEro OK/Nafa, ero eXxemecayHas 3apnnarta cocrasnset 4877,25 py6. CnepoBaTesnibHO, rofoBoi ¢poHA 3apaboTHol
nnaTtbl MeHeAKepa cocTasnset 58527 py6. YuuTbiBas, YTo Npu NATUAHEBHOM paboyeit Heaene, KoAMYecTBo paboumx AHeit 249,
ropoBoi doHA pabouero BpemeHn meHeaKepa cocTaBuT 1992 vaca.

TPYAOEMKOCTb NOATOTOBKM 1 0GOPMAEHWS LOKYMEHTOB NpU NpexHem metoae paboTsl v B cucteme C3[ cocTasasiet
COOTBETCTBEHHO 25 [4en./u.] u 20 [yen./u.]. Tonosoit o6bem paboT no nogrotoske u nepepaboTke gaHHbIx B C3/ (B
HaTypanbHbIX eaMHULAX) cocTasnfeT = 80 LOKYMEHTOB.

Takum 06pa3om, Nosyyaem 3KOHOMUIO 3aTPaT Ha OMAATy TPYAA MeHeasKepa:
C =58 527- (25— 20)- 80 / 1992=11752,41py6neil,

4TO coctaBnseT 20% ot ronosoro GpoHAa 3apaboTHol NnaThl MeHeaxepa 11 pa3pasa, 3aHATOro NOArOTOBKOM M nepepaboTkoi
[IOKyMEHTOB B aBTOMAaTU3MPOBaHHOI1 cUcTeMe LOKyMeHToobopoTa.
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JDKOHOMMA 3aTpaT Ha onnaTy
MaLlUMHHOIO BPEMEHMN

Mpw 3ameHe 6a30B0ro NporpammHoro npogykra (M) Ha HOBOE, KaK NPaBWJIO, yMEHbLUIAETCA BPEMSA
MCMO/Ib30BaHUA BbIYUCANUTENbHBIX CPEACTB. PacyeT 3KOHOMMM 3aTPaT Ha ON/IaTy MALWMHHOMO BPeMeH!
npoussoauTca no dopmyne

Cvmuw = Umw (T1wo — T2wo) A20 6

rae CMi — ropoBas SKOHOMMA 3aTPaT Ha ONJIaTy BpemeHU paboTbl i-ro pecypca BbIYUCAUTENBHOTO
KOMMIEKCa UM KOMMYHUKALMOHHbIX CPEACTB, CBA3AHHBIX C BbINONHEHWEM dYHKLMI uccneayembix MM,
py6.; LiMi — cToMmocTb ogHOro Yaca paboTbl i-ro pecypca BbIYMCUTENIbHOTO KOMMJIEKCA UK
KOMMYHWKALMOHHbIX CPEACTB NPUMEHUTENBHO K KOHKPETHOMY KOHTYPY 1 pexxumy pabotsl, py6./4.; T1ij,
T2ij — Bpems BbINONHEHUA j-X OMepaLMi1 Ha i-M pecypce BbIYUCIUTENBHOTO KOMIIEKCa UK
KOMMYHWKaLMOHHBIX CPeACTB B 6a30BOM M HOBOM BapuaHTax ucnosnb3osanua MM, 4; A2j — KoAn4ecTso j-x
onepauuii, BbINONHAEMbIX N0 HOBOMY BapuaHTy MM B TeueHue roaa.

Paccuntaem rogoByto SKOHOMUIO 3aTPAT HA OMNAaTy BpeMeHU paboTbl aBTOMaTM3MpPOBaHHOTO paboyero
mecTta (APM) meHepsKepa B aBTOMATU3UPOBAHHOW cUCTEME JOKYMeHToo60opoTa. CTOMMOCTb OHOrO Yaca
paboTbl APM meHemyepa 7 pybneit; Bpems BbINOJHEHUA onepaLmii, CBA3aHHbIX C 4oroBopamu Ha APM
MeHeKepa Npu cTapom meToze paboTbl U B aBTOMATU3MPOBAHHOW CUCTEME JOKYMeHToobopoTa
COCTaBNAIOT COOTBETCTBEHHO 5 Yacos U 3 Yaca; 1002 — KOIMYECTBO ONepPaLIMiA, CBA3AHHBIX C AOTOBOPaMMU,
BbINO/HAEMbIX B aBTOMATM3MPOBaHHOMN cUCTEME AOKYMEHTOO60pOTa B TeYeHWe roaa.

Takum 06pa3om, rofoBas IKOHOMUA 3aTPaT Ha ON/IaTy BpemeHu paboTbl aBTOMaTU3UpOBaHHOTO paboyero
mecta (APM) meHeaepa B CETU CUCTEMbI JOKYMEHTO060pOTa COCTaBMT:

Cm =7- (5 -3)-1002 =14028 py6nei.

BbiBOA,

[NaBHbIi BbIBOA, KOTOPbIiA BbITEKAET U3 C( paboTbl, TCA B C opmbl 1 MmeToapl paboTbl € JOKYMEHTauuewn 8
opr B PaMKax T TBa 1 AOKY -aUMOHHOTO OBecneyeHyA ynp He oTBevaloT y r;
MHOpMaTUZaUMA oSmecraa umpo«oe pacnpocTpaHeHme HOBbIX MHG HHBIX 1 KOMMY HHbIX TEXHO/IOTH, NOCTENEHHOE BHEAPEHME PbIHOUHBIX

Ta MPUBE/IN K YCUNEHWIO PO MHGOPMALMY B COLMANBHO-3KOHOMUUECKHX T " ee Kak 0

CcTpaTeriyeckoro pecypca. B cswzm CTem, YTO OCHOBHYIO 4aCTb MHOPMALMOHHOTO PECYPCa COCTAB/IACT AOKYMEHTALMA, MOKHO CYMTATb, YTO HA COBPEMEHHOM 3Tane
co3penu HeobxoAMMmble NPeANOCLIIKMA A/ NEPEXOAA K KOHLENTYabHO HOBOMY Cnocoby paboTbl C LJOKYMEHTAMM B OPraHM3auusx — yNpasieHunio AOKyMeHTaumen
Ha METOA0/10rMM MHPOPMALUMOHHOTO MEHEYKMEHTA. ABTOMATM3aLNA CUCTEM YNIPaB/IEHNA AOKYMEHTaLmelt TPeByeT 0CoBOT0 BHUMAHWA K C/IEAYIOWMM MOMEHTaM:

1. U3yueHne MHGOPMALIMM KaK HAY4YHOI KAaTeropui, NO3HaHUE 3aKOHOB U HoCTel HHbBIX METOA0N0rMYECcKM NPUBANKAET K
MOHMMAHWIO BOMPOCOB YNpaB/eHnA AOKYMeHTaumeii. B npouecce yn| nHd M3 OTAE/NbHBIX CBEAEHUI W AAHHDBIX B 3HAHWA, HA
0OCHOBE KOTOPbIX A 6O/IbWHHCTBO YNp: KX P 7.310 T Hue ocy TCA B CNOXKHbIX UHG HHbIX
NPOLECCoB, KOTOpbIE BK/IOYAIOT B Ce6A NPOM3BOACTBO, OBP: v notpe6. VH

MHd)OpMaLlMOHHb\E  NPOYECChI MPOTEKAIOT B UHGOPMAUMOHHbIX CUCTEMAX — COBOKYNHOCTM 08, COCT: eavHoe uenoe

(opi HHble npoueccs! u WHPOPMALMOHHDIE CUCTEMbI MHTETPUPYIOTCA B MHPOPMALMOHHYIO MHPPACTPYKTYPY OpraHusauum,
KOTOpaﬂ obeci £OCTUKEHME YNp: KUX uenem Ha 6ase cO34aBaeMbIX MHHOPMALMOHHBIX PECYPCOB. MPU MOMOLM AOKYMEHTUPOBaHUA MHbOPMALNA
npuoBpeTaeT HeO6XOAVMbIE CBOIICTBA U B BUAE AOKY csoto ponib 8 Npoyeccax ynp 3 ynp: Kue iicTeuA

OT 06beKTa cy6beKTy ynpasneHua 1 curHanmsmpya o6 oﬁpaTHom peakumun

UTaK, GyHKUMOHNPOBaHNE IOKYMEHTA B OPraHN3aLMm NPeAbABAAET K HeMy 0cobble TpeBoBaHMA: GUKCaUMA NHOPMALMK HA MATEPUA/IBHOM HOCUTENE U HannMe
MAEGHTUOUKALMOHHBIX NPU3HAKOB Tem cambim ynp: KMii JOKY c KO TOUKM 3DEHNA OTINYAETCA OT NOHATHI AOKYMeHTa
B CMEKHBIX ANCUNNAMHAX, KOTOPbIE He NPeAbABNAIT K HeMY TaKUX CTPOruX TpeGosaHui.

2. Ana ynp: Koro HHbIM ABNAETCA HOCUTENb MHOPMALUMN. HOCUTENM JOKYMEHTHOW MHPOPMaLIMM M3MEHAIOTCA B XOAE TEXHUYECKOTO
nporpecca. C passuTMem HOBbIX NHOPMALMOHHDIX TEXHONIOTHI NOABNAIOTCA TaK Ha3bIBa@Mble 3/1eKTPOHHbIE AOKYMEHTbI, HOCUTENIN NHHOPMALNK KOTOPbIX
NPUHLMNMANLHO OTNYAIOTCA OT «6By . Yenosek Tb 3/1€KTPOHHbIN AOKYMEHT TO/IbKO € MOMOLLBIO CTIELMabHBIX TEXHONOTUYECKNX

NpOLeAYP M NPOrPaMMHbIX CPEACTB. INEKTPOHHbIE AOKYMEHTbI UMeIOT GH3MUECKYIO 1 TOTUYECKYIO CTPYKTYPY, He COBNaAaloLLyio C NPeXHUMM NPeACTaBeHNAMM O
AOKYMEHTE KaK KeCTKOM, HeN3MEHAGMO KOHCTPYKLMM MHGOPMALWK 1 ee HocuTens.

3. CywecTsyeT cneumdyKa 3NEKTPOHHbIX AOKYMEHTOB, 0COGEHHO B YaCTU OPUANYECKOI CUbI, nc.cmeHocm CI’|0(20503 XpaHeHus, I'IpVIMEHeHMﬂ OTKPbITbIX
$OpMaToB 1 CTaHAAPTOB 3aNNCH ANA 0BMEHa 3N1EKTPOHHBIMM AOKYMeHTamu. [Py 3TOM BaHOe d KO

YAOCTOBEPEHMA MOAMHHOCTU 3NeKTPOHHBIX JOKYMEHTOB NPY MOMOLLM 3/1EKTPOHHOM LMGPOBOI NoanMcH MIM c nomombno cucTembl ,qorosopos mexay
Y4ACTHUKaMM 3N1eKTPOHHOTO 06MeHa uHbopmaunen.

OaHaKo HapAay C Bbl umnc, bIMM NONOMKM CTOPOHAaMM CHCTEM 3NEKTPOHHOTO AOKYMEHTOO0B0POTa MMEIOTCA W OTpULaTeNbHbIe:

nepeo6yuerue nepcoHasna. Mpu nepexoge o1 GymaxHOTo AOKyMeHTO060pOTa K CI/] TpebyeTca nepeobyyeHme NepcoHana, KOTOPOE 3aHMMAET MHOTO BpEMEHU Y
COTPYAHWKOB, W NO3TOMY NPOBOAMUTL €ro B paboyee Bpems HEBbIrOAHO. KOHEYHO, MOXXHO nepeobyyaTb COTPYAHWKOB BO BHEpaboyee BPems, HO B 3TOM C/y4ae He
BCE COTPYAHWKM U3bABAT )KENAHNE STUM 3aHMMATbCA.

yBenuyenune obbema JOKYMeH pota. C Pt B Opr: C3/1 nponcxoamt y obbvema ee y Ta POBHO B /1Ba pa3a, Tak Kak
CO3/AI0TCA ABA AOKYMEHTOO60POTA: GyMaXKHbIif M 3/IEKTPOHHBIA M MOHOCTBIO OTKA3aTbCA OT OAHOTO B NOJIb3Y APYIOro HEBO3MOKHO. B AanbHelwem 8 paGote
NPOUCXOANT NoNHOE AyBANpOBaHUE OKYMEHTOB, KOTOpble BbiM CO3A4aHbl paHee Ha ByMaXkHbIX HOCUTENAX, U KOTOPbIE B AasbHelWwem ByayT co3AasaTbes B
opraHusaumm.

6 ABNAETCA OAHOM M3 CAMbIX aKTYa/IbHbIX 33434 aBTOMATM3aLMN of n

HayuHoe p 3TUX
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[lpenmyuwiectsa aBTOMaTU3aLUnm
Aenonpoun3BoAcTBa:

6e3onacHoe xpaHeHue nHbopmaLum;

KOHTPO/Ib HaZ MHGOPMALMOHHBIMU NOTOKAMMU;
yMeHbLUEHMe 3aTpaT Ha MaTepuabHble Pecypchbl;
3KOHOMMA TPYA03aTparT;

ocBoboKaeHUe GU3NYECKOro NPOCTPAHCTBA;

CHUXeHne BpeMeHHbIX Usgeprek Ha
HaXxoxXgeHune AOKYMEHTOB.

17.04.2013

92



