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PaboTa c LOKYMeHTaMn B COBPEMEHHON OpraHn3aunn SBaseTcs QyHKLMeNn 4enonpon3BoacTBa.
[enonponsBoacTBO - 3TO onpefesieHHas oTpac/b, BUA AeSTENIbHOCTU OpraHu3aumm, KoTopas HanpasjieHa Ha
obecneyeHne OKYMEHTUPOBAHUS N OpraHn3aumio Npasna paboTbl C LOKYMEHTaMN, akTaMu, opraHmnsaumnto paboTbl
c ohmuMafbHbIMW OOKYMEHTaMu.

dopMy opraHu3auunm 4enonpon3BoACTBa OpraHM3aums BelbpaeT C y4eTOM CBOEro pasmepa, obbvema
CyLLecTBylOLLEero foKyMeHToobopoTa, onpeaesieHHOro cocTaBa ero CTPYKTYPHbIX noapa3sneneHunt. Tak, ans
HeboJIbLUMX OpraHn3aunii, roe OKYMEHTUPOBaAHME OCYLLECTBAAETCA HENOCPEeACTBEHHO B NoApa3aesieHusx,
KOTOpbIe MOIYyT HAaXOAUTLCA B Pa3/INYHbIX paioHax, 0bbl4HO XapakTepeH BbIOOp LEeHTPann30BaHHON (OPMbI
opraHm3aummn okymeHToobopoTa. B 6onblunx opraHusaumax, HaobopoT, NCMONb3yeTCsA CMellaHHasa hopma
opraHu3sauum 4enonpon3BoACTBa.

O,EI,HaKO MMEeHHO UeHTpann3auna eaonpon3BoacTBeHHbIX MpoLeccoB B OpraHnsaumnm obecneynBaeT:

0 CHU>XeHne CTOMMOCTW OesI0NpPou3BOLCTBEHHbIX onepaLunii;

0 yny4weHne opraHusaunm Tpyna oenonpon3soACcTBEHHONO NepcoHasna, BHeApeHe ero HOpMNPoOBaHNS;

[ cneumnanmsaumio 1 B3anMo3aMeHaeMocTb paboTHUKOB AeNonpon3BoOACTBa;

[ Mcnonb3oBaHME MPOrPECCUBHBLIX U NPON3BOANTENbHbBIX TEXHUYECKNX CPeAcCTB;

[l eaANHCTBO OpraHu3auMoHHOro pykKoBOACTBaA.

Kaxkpas opraHmsaums Ao/KHa CTPEMUTLCS K LLeHTPaimM3aumm pasHbiX MYHKLWIA NPOLEeCCOoB, CBA3aHHbIX C MPUeMoM
M OTNPaBKOW AOKYMEHTOB, PErMcTpaumen u KOHTPOIEeM.

Takum obpa3om, rpaMoOTHasa N pauMoHalbHasa opraHm3aumns paboTbl C AOKYMEHTaMU CrOoCcoBCTBYET NPUHATUIO
BEPHbIX YNpPaB/ieHYeCKUX peLlleHnin. s 3Toro Ha NpeanpusTUN CO34aeTCs CneunasbHoe noapasneseHue -
cny>xba oOKyMeHTauMoHHOro obecneyeHuns.

Cnyx6a nokyMeHTauMOHHOIro obecnedyeHnsa SBASeTCA CTPYKTYPHbIM NoApa3feieHNEM, KOTOPOE BbIMOJIHAET U
peannsyeT QYHKLUNM N0 AOKYMEHTaLUNOHHOMY obecneyeHmnto ynpaBieH4YeCKon AeaTeNbHOCTHU, @ PaboTHMKN
OAHHOM CNy>Xbbl ABNSAIOTCA OTBETCTBEHHbLIMM 3@ OpraHu3aunto 4oKkymeHToobopoTa.

Tak, KpynHble opraHnM3aumn 0O/KHbI CTPEMUTLCA K LlenecoobpasHoi LeHTpann3aumm pasndHbiX GyHKLWA
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OOKYMEHTMPOBaHUSA, KOTOpPbIE 3aTparneatoT MOMEHTbI NpMeMa 1 OTNPaBKM AOKYMEHTOB, peructpaumm n KOHTpos
X NCNOJIHEHUSA, CTEHOrpaMpoBaHNA N NMevYaTaHna JOKYMEHTOB, NX Pa3MHOXXEHNSA, METOAMNYECKOr0 PyKOBOACTBa
0eflonpon3BoACTBOM.

Takum obpasom, paboTa c fokyMeHTaMu npenctasnseT cobon ocobein BUA AeATeNbHOCTM annapaTa ynpasieHus,
KOTOpbIA OXBaTbiBaeT BCE BOMPOCH! U 3afia4un, CBA3aHHble C JOKYMEHTUPOBAHMEM U OpraHmsaumen paboTsbl C
opuumManbHbIMM LOKYMeHTaMn. [JoKkyMeHTpoBaHWe npeacTaBaseT cobon cnocobbl hnkcaunm noToKos
MHopMaLumm No onpeaeneHHbIM NMpasuaamMm n CTaHgapTaMm.

Mpepnpuatua 1 opraHmsaumm obHapyXmMBatoT, YTO XOPOLLO CMPOEKTMPOBaHHAA 1 AOJKHbIM 06pa3oMm
peannsoBaHHaa cuctema paboTbl C AJOKYMEHTaMU MOXXET MOMOYb X MNOJSIb30BaTeNAM pellaTb HEKOTOpbIe U3
Hanbosnee N3bbITOYHbIX, PYTUHHbIX N MNOABEP)XEHHbIX OLLINMOKaM 3a4a4y NoBCeAHEBHbIX onepaLuii.

Ncnonb3ysa HageXXHble PYHKUNM 31EKTPOHHON CUCTEMbI YNPaB/eHNS OKYMEHTaMN, COTPYAHNKN OpraHn3aumnm
paboTatoT b6bicTpee n apekTBHEE, 0COBEHHO KOrAa 3TO AaeT MM BO3MOXXHOCTb:

- ICKNo4nTb pacneyaTkn 1 pyYHblie npouecchl

- MoNy4YnTb MFHOBEHHbIN JOCTYN K aKTyaJbHOW MH(OPMaLNN U LOKYMEHTaM NPSMO Ha MOBUIbHBLIX YCTPOMCTBAX

- HaBuraumsa n nopgaoep>xaHme B3aMMOCBA3N MeXXOy AOKYMEHTaMu, MoAeNsaMn npoekTnposaHusa (Hanpmumep, CAD) n
dpur3M4eCcKMMM NPOCTPaAHCTBAMMN NN aKTUBaAMMN.

- Mony4nTb AOCTYN K TOYHOW U MNOJIHOM LOKYMEHTaUUn — He3aBMCMMO OT UCTOYHMKa 1 bopMaTa — BCEro 3a
HECKOJIbKO KJIMKOB

- O6ecneynTb KOHTPOJIb BEPCUI AOKYMEHTOB 1 yYNpaBJ/ieHNe KOHTEHTOM, 4Tobbl nonb3oBaTenn He paboTanu ¢
HenpaBWJIbHBbIMU UKW YCTapEeBLUNMN OOKYMEHTaMW.

- Y nonb3oBaTenen ecTb AOCTYN K NMOJIHON M aKTyaslbHOW OOKYMEHTaLuKW, CBA3aHHOW C paboymMuy 3agaHnuaMmn nnm
apyrummn mnsHec-npoLeccamu.

- Mopnep>xmBaTb Ka4eCTBO, TOYHOCTb U MOJIHOTY OaHHbIX N METafaHHbIX B eOUHON cnctemMme. 3TO CUCTEMA
OOKYMEHTOB, KOTOpas yrnpoCTUT NPOoLEecChl U NO3BOJIUT KOMaH4e NCMNoJib30BaTb AaHHbIE.

Cunctembl paboThl C LOKYMEHTaMN opraHusaunm npeactasnsaoT cobon meToabl N CpeacTBa puKcauum
MHMopMaunm. K HUM OTHOCAT:

- TeKCTOBOE AOKYMEHTMPOBaHME.

- KUHO-, h0TO- 1 BUOEO000KYMEHTUPOBaHME.

- DNeKTPOHHOE JOKYMeHTUpOBaHMe.

1.TekcTOBOE AOKYMEHTUPOBaHNE

Takown cnocob nepena4vn MHHOPMaLMN Ha3bIBAOT CEMUOTUYECKNM NN 3HAKOBbLIM. MICNOIb30BaHMe 3HaKOB BMECTO
3BYKOBbIX CJIOB CTaJsI0 NEPBbLIM OMbITOM LOKYMEHTUPOBAHMA. DTO CTaJlo NPeAnoChIIKON A8 pasBUTUS
MNCbMEHHOCTN N TEKCTOBOr0 AOKYMEHTUPOBAHUS.

2.KnHo-, )oTO- 1 BUAEOOOKYMEHTUPOBaHME

Takne AOKYMEHTbI UCMONb3YIOT 418 TOYHOW (hUKCALUM MPOUCXOAALLMNX MPOLLECCOB MK COBbITUA.

3.2/71eKTPOHHOE AOKYMEHTUMPOBaHME.

[JOKYMeHTMpOBaHME OCYLLECTBAAETCA HE TOJIbKO Ha eCTECTBEHHOM fA3blKe (TEKCTOBOE JOKYMEHTNPOBAaHUE), HO U
Ha UCKYCCTBEHHOM. B 3ToM cny4vae nHgopmauna obpabaTbiBaeTCa C MOMOLLbIO KOMMbIOTEPA.

DYHKLNN SNEKTPOHHON paboThl C LOKYMEHTaMN MOXXHO UCMOMb30BaTh AJ11 aBTOMAaTUYECKOro CO34aHNS LWNPOKOro
CNeKkTpa AOKYMEHTaLWnN HeENOCPEACTBEHHO Ha OCHOBe Moaesien. OHM MOoryT 6biTb OCHOBaHbl Ha AOKYMeHTaXx,
Taknx kKak PDF n Docx chopMaThl, uan Ha html. Tnbkmne wabnoHbl MoryT 6bITb MCMOSIb30BaHbl A1 MOSHOWN
ajanTaunm co3faBaeMbiX LOKYMEHTOB, BKJIOYas JIOrOTUMbI, OraaBfieHuns, Tabamubl ¢ nHhpopMaumen 06 snemeHTax
1 gnarpamMmmsbl. CneunasbHble 0OTHETbHI TakK)Xe MOryT BbiTb CO34aHbl C MOMOLLbIO pPsifa UHCTPYMEHTOB, TakUX Kak
ri0ccapuin N OKHO Moucka.

PazpaboTuymkn Mmopenemn, aHaIMTUKN, apXUTEKTOPLI, MEHEAXKEPLI MPOEKTOB U ApYyrue MoryT NCNoJb30BaTb 3TO
CpencTBO A4N1A CO34aHUA LUMPOKOro cnekTpa nybamkaumm n 0T4eTOB Ha OCHOBE LOKYMEHTOB, TaKMX Kak:
Cneundukaumsa cMCTeEMHbIX TpeboBaHWUIA, OTYET O NpMMepax UCronb3oBaHUs, CnoBapb AaHHbIX, ONUCaHNe
APXUTEKTYPbI peweHns n MHoroe apyroe. Ero Tak>xe MoO>XHO UCMOJIb30BaTb AJ151 CO34aHMA CneunalibHbIX OTHETOB,
TaKMX KaK CNNUCOK Hanbonee naMmeH4MBbIXx TpeboBaHUi. [JokyMeHTaums B oopMaTe Html Takxe MmoxxeT ObITb
onybankoBaHa, 4Tobbl MO3BONINTL 3aMHTEPECOBaHHbLIM CTOPOHaM, He UMelLWw MM goctyna K Enterprise Architect,
npocMaTpmBaTb MoAenun ¢ canta MIHTpaceTn, KOTOPbLIN MOXKHO MPOCTO pa3MecTUTb B hanoBon cncteme bes
HeobxoAMMOCTN NCnosib30BaHNA Beb-cepBepa.

CyliecTByeT HECKOJIbKO MapaMeTpoB, KOTOPble MOXKHO HAaCTPOUTb AN8 afdanTaunn nHopMaLnm, BKIYaemMon B
CreHepupoBaHHbIA LOKYMEHT, BKJOYasa yrnopsaaoyMBaHMe 3/1IeMEHTOB U ANarpaMm N CKpbITUe onpeneneHHbIX
3N1eMeHTOoB. Tak>Xe MOoryT B6blTb NPUMEHEHbI PUALTPbLI, 3aMEHbI CJIOB 1 ApYyrue onunu.



KopnopaTnBHas paboTa C LOKYMEHTaMU - 3TO CTpaTermsa KOHTPoAa 3a ByMa>KHbIMU N SNEKTPOHHbLIMU
LOKYMEHTaMu opraHusaumnm, 4Tobbl X MOXKHO BbIN0 JIerKO BOCCTAHOBUTL B CJ/lyYae NMPOBEPKN COOTBETCTBUSA
TpeboBaHMAM. [epBOHaYaNbHO 3TOT TEPMUH OTHOCUJICS K SNIEKTPOHHbLIM AOKYMEHTaM, KoTopble bbln co3aaHbl Ha
KoMnbloTepe, nam 6yMakHbIM LOKYMEHTaM, KoTopble Bblin OTCKaHUpPOBaHbl B Ldposon hopmaT. 3Ha4YeHme
pPacLIMPUIOCh U BKJIIOYAET 3JIEKTPOHHYIO NOYTY, N3006parkeHns, BHYTPEHHNE OOKYMEHTbI, TakKne Kak cyxebHble
3anMCKM KOMMNaHWN, N BHELLUHME OOKYMEHTbI, TakKMe Kak MapKeTUHIOBbI KOHTEHT UAN MaTepuasbl O NpoAaXkax.

B KoHTekcTe cobnogeHns HopMaTUBHbIX TpeboBaHU OHO AO/HKEH YYMTbIBaTb CaeaytoLlee:

-KakK 0onro 6usHec OO/HKEH XPaHUTb AOKYMEHTbI;

-rae bnsHec [0MKEH XPaHUTb OOKYMEHTbI;

-KaK 0TCNeanTb N3MEeHEHNS B AOKYMEHTaXx;

-KaK BOCCTAHOBUTb AOKYMEHTbI B Ciy4ae c6os.

KopnopaTmnBHasa ctpaTerus paboTbl C AOKYMEHTaMu N03BOJISET OpraHn3aumnm MMeTb YeTKWA NiaH CBOUX
NpoLeccoB ynpaBseHns AOKyMeHToob6opoToM. OpraHu3aums MoXXeT NCNob30oBaTb cTpaTernio EDM, 4Tobbl
pewwmnTb, Kak nony4aTb, obpabaTbiBaTbh, NPOCMaTPUBaTb, XPaHUTb, U3BNEKaTb N YTUAN3NPOBaTb JOKYMEHTHI, @
Takxxe Korga busHec fokeH 3aBepnTb Kaxkabl war. Ctpaterna EDM onpenensieT, Kak 6usHec foxeH
KOPPEeKTUPOBaTb NpoLecc AN NoBbIWeHNA 3(PHEKTUBHOCTN.

OpraHun3aumsa MOXXeT UCNO0JIb30BaTb CUCTEMY YrpaBaeHns gokymeHTamum (DMS) gna cospgaHna eguHOro
npencTaBJ/iIeHNA BCEX LOKYMEHTOB MPeanpusaTus U NpenocTaBleHNns MHCTPYMEHTOB JOKYMeHToo6opoTa ans
MOHUTOPUHIA U KOHTPOSA u3MeHeHnn. DMS no3sonseT npeanpuaTUaM NosydYaTb SOKYMEHT nnbo nytem
CKaHMpOBaHUA PM3M4eCKOro 4OKyMeHTa, 1Mbo nyTeM 3arpysku Lngposor Bepcum.

lMocne ckaHMPOBaHMUA UK 3arpy3Ku LOKYMEHTa MoJjib30BaTeslb MOXKET NOMeTUTb JOKYMEHT TeraMmn u
MPOVHAEKCUPOBATL €ro C MOMOLLbIO KJIHOYEBbLIX CIOB U MeTadaHHbIX, 4T06Obl N0Ab30BaTENN MOMIN BLICTPO
HaxoANTb UX MO KJIIOYEBbLIM C/I0BaAM WJIN MOJIHOTEKCTOBbLIM NONCKOM. DMS ynopsgoynBaeT AOKYMEHT 1 nomewiaeT
ero B nanky, K KOTOpol MOryT NONy4YnTb AOCTYN COOTBETCTBYOLME COTPYAHUKN. DTN CUCTEMbI TakXe noMoratoT
obecne4ynTb cooTBeTCTBUE TpebOBaHNAM, yCTaHaB/IMBAA OrpaHNYEHUA Ha AOCTYN K onpeAeneHHbIM AOKYMEHTaM U
obecneynBas 4ONOSHUTENbHYIO 6€30MaCHOCTb.

OpraHunsaumnm pacrnosaratloT OFPOMHbLIM KOJINYECTBOM KOHTEHTa Kak B 6yMa)KHOM, Tak 1 B UncpoBoM popMaTax,
KOTOpPbIA MOJIb30BaTENN MOTYT XPaHUTb B 06LWEeA0CTYMHbIX N YaCTHbIX CETAX, Ha 0BLMX ONCKaX, B 9/1IEKTPOHHON
no4yTe uam Kaptotekax. OgHaKo xpaHeHne husnyecknx Marnos CONPsXKEHo € onpefesieHHbIMN PUCKaMu.
Cunctema EDM cokpawaeT noTpebHOCTb - U CBA3aHHbIE C 3TUM pacxodbl - B PM3M4ECKOM NMPOCTPaHCTBE ANA
XpaHeHus. HenpeaBnaeHHble 06CTOATENLCTBA, TaKMe Kak NMoXkap Uan HaBoOL4HEHMe, NOTeHLUWaNlbHO MOTyT
noBpeanTb NN YHUHTOXUTb prsndeckme dannbl. Cnctemsl EDM 06b14HO BKtOHYatoT B cebs niaH pe3epBHOro
KOMMPOBaHMA AaHHbIX 1 aBapMNHOro BOCCTAHOB/IEHWS, KOTOPbI NMpeaocTaBaseT NpeanpuaTusam LgpoByto
pesepBHYy0 KONuio.

OpraHunsaumnn, pacnonaratmwme daniamMmm B HECKOJIBKNX MeCTax, TakXe MOryT UCMbITbIBaTb TPYAHOCTU C MONCKOM
HeobxoAMMOM UM MHPOPMaLMN, YTO KpaliHe BaXKHO Ans cobnoaeHns TpeboBaHNn 3aKoHo4aTEeNbCTBA. CUCTEMDbI
EDM obecnedunBaioT 60/bLUYI0 OPraHU30BaHHOCTb, MOCKObKY BCe halijibl HAXOAATCHA B OOHOM LIeHTPasibHOM
MecTe, N NoNb30BaTeNIn MOryT JIerko HaxoAnTb haiibl C MOMOLLBIO MOJTHOTEKCTOBOIrO Nouncka. Mimes sce hannbl B
OLHOM LMMPOBOM XPaHUANLLE, MONb30BAaTENAN MOIYT MNOJYYUTbL K HUM AOCTYnN B NloboM mecTe B ntoboe Bpems.
Cuctembl EDM MOryT MHTErpmpoBaTbCs C Pas/iM4YHbIMU PYFUMU NPUIOKEHUSAMU, BKIIKOYAsA CUCTEMbI YpaBaeHUs
KoHTeHToM, Microsoft Office n Salesforce. Nockonbky Nonb3oBaTenn obbI4HO paboTatloT C APYrMMUM UHCTPYMEHTaMM
B paMKax cBoero paboyero npouecca, Ba>xHo, 4Tobbl cucteMa EDM KoMnaHUn Moria J1Ierko UHTErpmpoBaThbCs C
OPYrMMU NPUNOXKEHUNSMMN.

B opraHm3aumm MHOro ABVXKYLLUUXCHA YacTen, n cuctema EDM MoXeT MOMOYb YMEHbLUNTb KOJINYECTBO Y3KUX MeCT n
noafep>XuBaTb OpraHn3oBaHHbIN pabo4ynn npouecc. KoHTponb Bepcuin u 6e3onacHoCcTb B cucteme EDM no3sonsioT
MoJib30BaTeNAM JIErKO BUAETb, Y KOro eCTb JOCTYN K onpefesieHHbIM JOKYMEHTaM U Kakne n3MeHeHns BHeCIn
Apyrve nonb30BaTeNu, 4TO Takxe obecrneymBaeT opraHM30BaHHbIN paboymi npouecc.

EDM-cncTembl N CUCTEMbI YNPaBEHUS KOPNopaTMBHbLIM KOHTEHTOM (ECM) MoryT 3By4aTb MOX0>XKE, HO 3TO He
B3aMMO3aMeHseMble TepMUHbI. OpraHn3aumm ncnosb3ytoT EDM-cuctemy ons opraHmsaumnm 6yMaxkHbix n
3/IEKTPOHHbIX JOKYMEHTOB U CTPYKTYPUPOBAHHOI0 KOHTeHTa; ECM-cncTembl MO3BONSAIOT opraHmn3aumnsam cobupaTb,
ynpaB/ATb, XPaHUTb, KOHCEPBUPOBATbL U AOCTABAATb MHOXXECTBO AOMOJHUTEbHbLIX TUMNOB KOHTeHTa. Cuctemsl
ECM moryT ynopsafo4mBaTb ByMarkHble N LMD POBbIE AOKYMEHTbI, HO OHU Tak>XXe MOryT obpabaTbiBaTb Apyron
HEeCTPYKTYPUPOBaHHbLIN KOHTEHT, Takol Kak ayamno- n Buaeodanbl, counanbHble ceTn, Beb-CTpaHuLbl, KOHTPaKThI,
3aKas3sbl Ha MOKYMKY, cyeTa-paKTypbl N KBUTAHLWN,

MporpammHoe obecneyeHne EDM npefHa3Ha4YeHO OJ11 KOHTPOAA XXU3HEHHOI0 LMKJ/a 4OKYMEHTOB 1 obecneyeHus



cooTBeTCTBUSA TpeboBaHnaM. OHa hoKyCcMpyeTCs He TOJIbKO Ha XpaHeHn ParnioB, HO U HAa UHCTPYMEHTax n
rnpoLueccax, KoTopble NMpeanpusaTnsa UCMOAb3YIOT Ha NPOTSXXEHUN BCEro XXN3HEHHOM 0 LMK/a KOHTEHTa.

EDM sasnseTtcsa nogkaTteropven ECM, n B pesysnbTaTe cucteMa ECM MoxXeT He (pyHKUNOHUPOBATb AOJSIXKHbBIM
obpa3om 6e3 ycTaHOBIEHHOW cucTembl EDM.

CucTtembl paboTbl C AOKYMEHTaMN AOCTYMNHbI KaK IOKasbHbIE, TakK 1 06naYyHble.

JNlokanbHasa DMS no3BonseT UCnoab3oBaTb COOCTBEHHOE XpPaHUANLLE M BbINOJIHATL COBCTBEHHOE TEXHMYECKOoe
obcnyxneaHne. OpraHmsaummn, nMeLLne J0KaJbHYI0 CUCTEMY ynpaB/ieHns AOCTYNOM, HECYT OTBETCTBEHHOCTb 3a
CBOIO COBCTBEHHYIO 6€30MacHOCTb. 3TOT TMN DMS He 3aBUCUT OT VIHTEepHeTa - eC/In NHTEepPHeT-CoeANHEHne
OTKJt0YaeTcs, noab3oBatenn DMS no-npexHeMy MOryT NOAY4YUTb AOCTYN KO BCEM CBOMM OOKYMeHTaM.
HepnocTtaTkoM nokasnbHbix DMSE ABnsoTCA 60nblIMe NepBOHaYasbHbIE 3aTpaThbl MJIOC €XEeroAHble pacxonbl Ha
obHoBsIeHMe nNporpaMmHoro obecnevyeHusn. Pansbl B IOKaJIbHOW cUCTeMe ynpasiieHns 6a3amMmum AaHHbIX
aBTOMaTUYECKN HEe COXPaHAITCA B 0b61ake, MO3TOMY Ba>KHO 4acTO Co34aBaTb pe3epBHbIE KONUN.

O6nayHas DMS gocTtynHa 6M3Hecy B pexxume oHNanH. Obna4vHbi npoBanaep obbIYHO B3MMAET eXXEMECAYHYI0 UK
eXerogHyto naaTy, KoTopas BkatoHaeT B cebs TexHn4eckoe obcnyxmBaHne n obHOBEHNSA NPOrpaMMHOro
obecneyeHuns. B oTanyme oT IOKaNbHOro BapmnaHTa, obnavyHas DMS ob6xoanTcs He Tak Aoporo u He TpebyeT
60/1bLLIMX NepBOHaYanbHbIX 3aTpaT. [Nonb3oBaTenaMm obnayHonm DMS He Hy>XHO cO34aBaTb pe3epBHbIE KOMUU CBOUX
hannos, NOCKOJIbKY OHN aBTOMAaTUYECKN COXpaHAaoTCA B obnake. MNonb3oBaTenm MOryT NOAYYUTb AOCTYN K
obnayHom cncteme Besne, roe ectb MIHTepHeT, 0gHaKo B ciy4vae c60a NogkaveHus K IHTepHeTY NoJsib30BaTe b
He CMOXXeT MOoJly4MTb AOCTYN K CBOMM (harnamM. ObnavyHble DMSE NosHOCTbLIO 3aBUCAT OT NOCTaBLUMKa yCayr no
nognep>XXaHuto cmctemMol B pabovyem COCTOSAHMN, B TO BPEMS KaK JIOKabHasaA cMCTeMa 3aBUCUT OT COBCTBEHHbIX UT-
pecypcos.

DMS nosBonseTt NpennpmaTUaM CKaHMPOBaTb, XPaHUTb N U3BNEKaTb Ae/I0Bble AOKYMEHTbI, HO Y Hee eCTb
[OMOJIHUTENbHbIE YHKLMN, KOTOPbIE BKJIIOYAIOT:

-Knaccurkaums OKYMEHTOB: NO3BOJIAET MOJb30BaTeNaAM KilacCupnumpoBaTb JOKYMEHTbI C MOMOLLbIO Nonen
MeTafaHHbIX;

-MOMWCK MO KJIIOYEBbLIM C/I0BaM: MOBbILLIAET AOCTYMHOCTb KOHTeHTa B DMS;

-MPOCMOTP OOKYMeHTa: MO3BOJISIET NOJIb30BaTEsISIM MPOCMaTpMBaTh N3obpa)keHne goKyMeHTa 6e3 HeobxoamMmocTn
YCTaHOBKM AOMNOJIHATENLHOIO NPOrpaMMHoOro obecrneyeHus;

-pefakTUpOBaHMNE OOKYMEHTOB: MO3BOIAET NOJIb30BaTENAM PeAaKTMPOBaTb U CO34aBaTb HOBbLIE BEPCUU
OOKYMEHTOB;

-KOHTPOJIb BEPCUIA: MO3BONSAET NOJIb30BaTENAM BUAETb BCE N3MEHEHMS, KOTOPLIE APYyrie Nosb30BaTeNn BHOCAT B
[OKYMEHT, 1 BOCCTaHaB/MBaTb 6osiee cTapble BepCUMU AOKYMEHTOB;

-06LWMM [OCTYN K AOKYMEHTaM: N03BOJISET NOJIb30BaTeNNsIM 0OMEHNBATLCSA LOKYMEHTaMN C BHYTPEHHUMN NN
BHELUHMMM NOJIb30BaTENAMMU;

-6e30MacHOCTb W ayauT: NPefoCTaBAAOT NOJIb30BaTE/ISIM BO3MOXXHOCTb KOHTPOJIMPOBaTh, Kakne oTAe bHble nnua
WAV Fpynnbl MOryT MOAy4YaTb AOCTYN K AOKYMEHTaM M Kakon ypoBEHb AOCTYMa Y HUX eCThb;

-paboyne npoueccs C LOKYMEHTaMu: NO3BOMAIT agMUHMUCTPaTopam onpenensaTs pabounin npouecc ¢
OOKYMeHTaMun No BCeN opraHmsauunm.

CucTteMa ynpaB/ieHUA OOKYMEHTaAMN MOXXET yay4qwinTb paboTy opraHmsaumm 1 To, Kak OHa crnpasBaseTcs C
cobniogeHnem TpeboBaHM 3aKoHO4ATENbLCTBA U NpoLieccaMn COBMeCTHOM paboThbl.

TpeboBaHMA K COOTBETCTBUIO AOKYMEHTOB MOTYT ObITb CI0XKHBIMY, HO DMS MOXXeT CHU3UTb PUCK HECOOTBETCTBUSA
TpeboBaHUAM, TaKMM Kak pekoMeHgaunm HIPAA no 6e30nacHOCTU N KOHDUAeHLManbHOCTU. DMS moxeT
aBTOMaTU3NPOBaTb ONpefefieHHble PYHKLMN, Takne Kak rpapMkmn XxpaHeHus 3anncen, No3ToMy opraHusaumm c
MEeHbLLEN BEPOSTHOCTbIO ByayT noaBepraTbCs pucky HecobnoneHus TpeboBaHUA.

Be3onacHOCTb AOKYMeHTOB. [lokyMeHTbl 60/iee 3aluuieHbl, Korga oHn HaxoaaTcsa B 3alluieHHOM obuiem
xpaHunuwe. DMS TpebyeT oT nosb3oBaTenen BXxo4a B CUCTemy, 4To obecneymBaeT AOMNOJHUTENbHbLIA YPOBEHb
6e30MacHOCTM AN 3alUNThl KOHTEHTa OT KnbepaTak U Xxakepos.

Yny4yweHHbIn NoncK. NMonck 4OKYMEHTOB OTHMMaeT MHOIMo BpeMeHu, Ho DMS MoXeT n3snekaTb alibl, BbINOHASA
MONCK NO KJIIOYEBOMY CJ10BY U/ hpase. DMS Tak)Ke MOXeT UHOEKCUPOBaTb KaTeropun BHYTPU OOKYMeHTa nin
nanku n obecneymBaTb ewe 6onee NaaBHbIA NOUCK.

DMS obecneynBaeT BHYTPEHHIOK COBMECTHY0 paboTy, a Takxe BHELLHIO COBMECTHYIO paboTy C noabmu,
MMEeLWMMN aBTOPU30BaHHbIN AOCTYM. MNonb3oBaTeNN MOTYT Noay4aTb AOCTYN K AOKYMEHTaM U3 pa3HbIX
NCTOYHNKOB B HECKOJIbKMX MecTax. DMSes Tak>xe npefgsiaratloT CMCTEMY KOHTPOAA BepCuin, Kotopasa Heobxoanma
noJsib3oBaTeNsAM LJ19 BOCCTaHOBIeHNs Bosiee CTapbiX BEPCUA AOKYMEHTOB.

CywecTtByeT MHOXXeCTBO DMSE Ha BbI6Op C pa3MyHbIMU BO3MOXXHOCTSAMU. BOT HECKOIbKO NyYLLNX BapuaHTOB AN



pacCMOTpEeHUNs:
Microsoft SharePoint

Microsoft SharePoint npenocTaBnseT nosb3oBaTeNASAM BO3MOXXHOCTW YNpaB/iieHUS AOKYMEHTaMn 1 COBMECTHOM
paboTbl. OpraHnsaunm MOryT co3faBaTh NOJIb30BaTE/IbCKNE NONA MeTafaHHbIX, COOTBETCTBYOLWMe noTpebHoCcTAM
opraHusauyumu.

SharePoint Syntex

Mmochbi:

-MpocToTa co3aaHns 4OKYMEHTOB, COBMECTHOM paboThl N pefakTUPOBaHMS

-JlocTyneH oTaenbHO nam B KomnaekTe ¢ Microsoft Office 365

MwuHychbl:

-MHO>XXeCTBO BO3MOXHOCTEN, KOTOpble MOryT noTpeboBaTb AONOHUTENLHOW NOArOTOBKM NEpCcoHana

M-cannbl

M-Files - 3To cnctema ynpaB/iieHMs [OKYMEHTaMU, KOTopas NpefocTaBaseT NpeanpuaTuamM MHOXKECTBO (PYHKLNA
0N opraHum3aunm, oundpoBkn ByMarkHbIX 3anncen n aBTomaTmlaummn paboymx npoueccos. M-Files npeanaraet
JNIoKabHble, 06nayHble NN rmbpuaHbie CUCTEMBI.

Mnochbl:

-MpocToi B UCnonb3oBaHUN MHTEPGENC, CO3LaHHbIN Mo obpa3uy nposogHnka Windows

-NHTerpupyetca c Adobe Sign, KoTopas NO3BOJISIET MOJIb30BATENSAM NPUMEHATb IJIEKTPOHHbIE MOAMUNCU K
OOKyMeHTaM M-Files

-NnTerpupyetcsa c Microsoft Office n Salesforce CRM

-MpepynpexpaeT Nosb3oBaTenen o Haan4dnn oy6n1MKaToB LOKYMEHTOB

MuHycCbI:

-NHdopmMayms o ueHax HeaoCTYMHa OHIAaNH, MO3TOMY KOMMNaHUAM Heobxoanmo obpaTuThcs K M-Files 3a LeHOBbLIM
npensioxxeHnem

-MporpammHoe obecnevyeHne gna JOKyMeHTaumn

DocuWare - 370 061a4HbIN BapyaHT ynNpaB/eHNna JOKYMEeHTaMM U aBToMaTU3aLumMm 4OKyMeHToobopoTa, KOTOopbIi
MO3BOJIIET OpraHn3aLnm NepeHoCnTb CBOM LNGpPoBble N ByMaXkHble JOKYMEHTbI Ha eguHYo naaTgopmMmy.

Mmochbi:

-Ob6ecneymBaeT MOBUIIBHYIO NOOAEPKKY

-OxBaTbIBaeT LUNPOKUIA CAEKTP 3a4a4y No ohopMAEeHU0 LOKYMEHTOB

MwuHycbI:

-MpepnaraeT orpaHNYeHHY0 MHTErpaumnio

-HekoTopble pyHKLMN TPpebytoT OTAE/BHON 3arpy3Ku U3 NPUIOXKeEHNS.

DNeKTpPOoHHas cncTemMa paboTbl C LOKYMEHTaMUN CUIbHO OT/INYAETCHA OT CUCTEMbI yNpaBieHNs KOpnopaTUBHbIM
KOHTEHTOM. HeCcMOTpS Ha TO, 4TO OHM UMEKT MHOIO OBLLNX PYHKLMIA, 3Ta CMCTeMa Co3haHa A1 onTuMmn3aumm
AKTUBHbIX N AMHAMNYECKUX AOKYMEHTOB, KOTOPbIE MOXKHO HaWTU B OpraHu3aumnsax ¢ 601blWnM KoOMYeCcTBOM
aKkTueoB. N HaobopoT, cMcTeMa ynpaBfieHUS KOPNOPaTUBHLIM KOHTEHTOM nMpefHa3HayYyeHa 419 XpaHeHns 1
ynpaBJieHNs HECTPYKTYPUPOBaHHbIMM AaHHbIMU, KOTOPbIe MpeTepneBarnT 04eHb Masio naMmeHeHNn. OHa He
noaxoAuT ANS OaHHbIX aKTUBOB U UHXKEHEPHbIX YepTeXXen. B MH)XXeHepHOW 1 Npon3BOACTBEHHOW OTPACNSX MOXET
MOAKNIYaTLCA U NHPOPMMPOBATL MHCTPYMEHTLI MHPOPMaALMOHHOIO MOAENPOBAHNSA 30aHUA 1 yNpaBaeHUs
obbekTamMu oNs yayylweHns onepauMoHHON CBA3M N obecnevyeHns AOCTYNMHOCTU BaXKHbIX AaHHbIX.

OCHOBHbIe PYHKLNUM INEKTPOHHON CUCTEMbI AOKYMEHTO060pOTa, Ha KOoTopble cneayeT obpaTuTb BHUMaHME:

- Jlerko HacTpauBaeMble paboyne npoueccol

-KOHTpONb BEPCUI 1 NPOLLECCHI YTBEPXKAEHMS MOMOTyYT ONTUMU3NPOBaATbL MHopMaumio o pabovem npouecce,
TaKylo KaK TUM AOKYMEHTa 1 Konn4ecTBo paboymx konuin. B KOHEYHOM NUTOre 3TO MOXET YNPOCTUTb COBMECTHYIO
paboTy n rapaHTupoBaTb, 4TO BCe BynyT paboTaTb Ha HY)KHOM CTpPaHULE B HY>KHOE BpeMs.

- IHTYUTMBHO NOHSATHOE yrNpaBJieHNe BEPCUSMM LOKYMEHTOB

- ABTOMaTM4YeCKNIN KOHTPOJIb BEPCU AOKYMEHTOB M ayAUT NOMOratoT rapaHTUpPOBaTh, YTO BCE BEPCUM U
YEPHOBMKWN OOKYMEHTa TOYHO 3amncCbiBalOTCA U YMPABASAKTCA MeXAY YieHaMn KOMaHAbl 1 yCTponcTBaMun. TOT
TVN yNpaBJ/ieHU KOHTEHTOM MOXXeT cnocobcTBoBaTb COBNIOAEHMNIO HOPMATUBHBLIX TpeboBaHUI U rapaHTUPOBaTh,
4YTO BCe MOJIb30BaTEAN MMEIKT AOCTYN K aKTyasIbHOM WU TOYHOM UHpopMaumn, 4Tobbl MakKCMMU3NPOBaTh
NPON3BOANTENBHOCTb, OCTaBaTbCA B 6e30nacHOCTM 1 obecnevymBaTb LENOCTHOCTb AaHHbIX.

DNEeKTPOHHbIN AOKYMEeHT0060pOT, NO3BOAAOWMA 0OMEHNBATLCA CO CBOMMM NApTHEPaMU Ba>KHbIMU I0PUANYECKUMN
OOKYMEeHTaMu, TaKUMU Kak A4OroBopbl, cHeTa-pakTypbl U akTbl, @ Takxe coobuieHnammn B ceobogHoM hopmaTe,
CerofHs o4eHb Ba>KeH.



YT106bI rapaHTMPOBaTb LLEJIOCTHOCTb U KOH(DUAEHUNAIbHOCTb, BCE NepefaBaeMble OKYMEHTbI CHab)xatoTcsa
UNPOBOM MOAMMNCHIO YNOJIHOMOYEHHbIX AOJIXHOCTHbBIX JINL U LWNGPYIOTCA C UCNOJIb30BaHUEM
CepTUPMLNPOBaAHHbLIX MEXaHU3MOB LG POBaHNS.

OpraHun3aumm HecyT OTBETCTBEHHOCTb 3@ COCTaB/I€HNE CMNUCKA COTPYAHMKOB, YMOJHOMOYEHHbIX YNpaBasaTb
CNCTEMON ANCTAHLMOHHOI0 06CNYyXXUBAHNSA. DNEKTPOHHLIA JOKYMEHT C LIMGPOBON NOAMUCHIO UMEET TaKylo Xe
IOPUONYECKYIO CUY, KaK U JOKYMEHT Ha ByMa>kHOM HOocuTene, NOANMUCaHHbIA YMOJHOMOYEHHbIM JINLLOM W
3aBepEeHHbIN NeYaTblo OpraHmM3auun.

CucTtema No3BOJSISIET NOJIb30BATENSAM CO34aBaTh KJOYN 1 cepTuduKaThl LMPOPOBON NOANUCA 1 BblaaeT
npeaynpexxaeHns, Korga cCpok nx 4encTBma NoAXOAUT K KOHLY. icnosib30BaHMe cepTUULMPOBaHHbIX
MEexXaHN3MOB LWIMPPOBAHNSA NH(MOPMaLMN U aHTUBUPYCHOIO NPorpaMMHoro obecnevyeHuns sawmuiaeT
nepepaBaeMble AaHHble OT KPakM U HECaHKLMOHUPOBAHHOIrO AOCTyna.

DNEeKTPOHHbLIN AO0KYMeHToo6opoT nossonseT yaobHee n 6bicTpee paboTaTb € AOKyMeHTaMu. 10 3TUM NpuyYnHam
BHeApEeHMe 3JIeKTPOHHOIr0 4OKYMEHTO060pOoTa YaCTo OTKAaAbIBAOT A0 TEX Mop, NOKa OHO He CTaHeT abcontoTHO
HeobxoanMbIiM. OHO JaeT BO3MOXKHOCTN 0OMEHUBaATLCA AOKYMEHTaMN B 3/1I€EKTPOHHOM Buae. YTobbl 3/1eKTPOHHbIN
LOKYMEHT MMEN TaKylo XKe IPpUANYecKyo CUy, Kak U pacnevyaTaHHbIA U NOANMCAHHbLIA LOKYMEHT, HeobxoanMo:
-IMeTb 3N1eKTPOHHYI0 LndpoByto nognumck (LM nav sneKTpoHHY NOANMCE), MOATBEPXKAAOLWLYI0 NOAJIMHHOCTb
OOKYMEeHTa;

-BbITb NOOKOYEHHBIM K CleunannusnpoBaHHoMy onepaTtopy 300, obecneydmBatowemy 6€30nacHOCTb MHoOpMaL U
M nepefaBaTb €e Mo ferasbHO YyCTaHOB/IEHHbIM KaHaflaM CBA3MU.

B 31eKTpOHHOM JOKYMeHT0060opoTe COXpaHeHbl BCE OCHOBHbIE MPUHLMMNbLI ByMa>KHOro AOKyMeHToobopoTa.
DNEKTPOHHbIE [OKYMEHThLI MOTYT ObiTb OTPeAaKTUPOBAHbI, @ 3aKa3bl U OOMNOJIHUTESIbHbLIE 3a4a4X MOryT 6bITb
chopMmpoBaHbl. MHMUMATOP OOKYMEHTa MOXXET NpoYnTaTbh AOKYMEHT, MPOCMOTPETb CPOKK 1 BCeX, KTo paboTaeT
Hal OOKYMEHTOM, B TO BPEMS KaK MeHeO )Kepbl MOryT OTCJIEXMBATb CTATYC KaXKA0ro JOKYMEHTa B pexunme
peanbHOro BpemMeHu. [0ToBble AOKYMEHThI YTBEPXAATCHA N0 3a4aHHOMY KYpPCy B 3aBUCUMOCTM OT KOHUrypaLumnm
npas Mojsb3oBaTens. Hanpumep: cneunanncT oTaena 3akoH4YMa paboTy Hag AOKYMEHTOM 1 coobLiaeT o
3aBEepLUEHNM, Ha)KaB COOTBETCTBYIOLLYIO KHOMKY. HenocpenCcTBEHHbIN PYKOBOAUTESb CreumaincTa yBeaoMIaeTcs
0 TOM, YTO OOKYMEHT rOTOB, OH pacCMaTpPMBAET M YyTBEpXKAAET ero. PykoBoaunTeb OpraHmn3aumm Takxe
noANMCbIBaeT AOKYMEHT, Ha)KMMas cneunasbHble KHOMKN.

B HacToALee BpeMs 3aKOH He TpebyeT Ncnosb30BaHUS 31€KTPOHHOIO AOKYyMeHToo6opoTa, XOTS MHOrume
rocopraHbl y>ke MoryT obMeHnBaTbCA LOKYMEHTaMN B 9NEKTPOHHOM Buae. 3710 bbicTpee, mpouie n gellesne, 4em
obmeH ByMa)kHbIMU OOKYMeHTaMWU.

Ob6MeH 3/1eKTPOHHBbIMM AOKYMEHTaMU C pa3/IN4yHbIMU FOCyAapCcTBEeHHbIMU opraHamu byaeT cTaHOBUTLCA BCe 6onee
pacrnpoCcTpaHEeHHbIM ABJIEHMEM.

PaboTaTb ¢ ByMakHbIMM LOKYMEHTaMn Aoporo. Ecim ecTb BO3MOXXHOCTb He nevyaTaTb M OTAPaBAAaTh ByMaXkHble
OOKYMeHTbl X0TS 6bl BHYTPM OpraHm3aumnm, 3TO y>Ke COKOHOMUT AeHbrn 1 yckopuT paboTy. Hanpumep, ecnm
Heobxoanmo yTBepanTb ByMa>kHbI LOKYMEHT, CEKPETapb MOXXET NOTPATUTb Ha 3To H6osblie Yaca, 4To TpebyeT
60nbLIOro KoNM4yecTBa nepenucku. Nocne nepexona Ha 340 Ha NevYaTb N AOCTAaBKY AOKYMEHTOB TPaTUTCA
ropasfo MeHblue geHer. Korga Heobxoanmel byMarkHble LOKYMEHTbI, C/leayeT Y4YnUTbiBaTb PacXo4bl Ha nevyaTb,
KypbepcKune ycayru, No4YToBble pacxoibl U XpaHeHue.

Ons nuua, OTBETCTBEHHOIO 3a AOKYMEHThI, WM A1 MEHEO)KEPOB Ba>XKHO 3HaTb, KTO paboTaeT C [OKYyMeHTaMu B
no6on MomeHT BpeMeHu. 30 rno3BosISeT NOCMOTPETb, KOrAa U KTO OTKPbIBal U pefaKTUpoBas JOKYMEHT, Kak OH
BbIFAANT CEeNYacC N KTO ero CAep>XXnBaeT. ITO NMO3BOSISET YAyyLNTb KOHTPOb Hag brusHec-npoueccamMmu n
ONCUUMNHON.

MoBbiLLIEHME MPON3BOANTENBHOCTU N YHUDUKauWs npoueayp gopMmnpoBaHms n obpaboTKn AOKYMEHTOB.
CylwecTByeT onpefeneHHbIn NopsaaokK, ynpowatowmn paboTy Ana Bcex COTPYLHUKOB, MOCKOJIbKY MpoLecchl 1
OBVKEHMe NOKYMEHTOB 3apaHee NpoAyMbIBalOTCS M HacTpauBatoTca B cucteme. MNMopyyeHnsa He aybnmpytoTcs,
LOKYMEHTbI YTBEPXKAATCA BbICTpee, peleHns ToXXe NpuHuMatoTcsa beicTpee. Bce pepakunm 4OKyMeHTa 0bbl4HO
COXPaHATCHA B CUCTEME, MO3TOMY NMpU HEOOXOANMOCTM €CTb BO3MOXXHOCTb BEPHYTLCS K TON UM MHOW BEPCUN.
JocTynHOCTb nHpopMauumun. NMonck, NOAroToBKa 1 oTnpaBka AOKYMeHTOB 4Yepe3 /10 3aHMMaeT MeHbLUe BPeEMEHN.
OyHKUMA noncka 30 No3BoONAET NCKATb OKYMEHThI MO pPa3/INyHbIM NapaMmeTpaM. YTobbl HANTW 31EKTPOHHbIN
OOKYMEHT, HE HY>KHO 3HaTb ero peKBU3nTbl, 419 NONCKA 3JIEKTPOHHbLIX JOKYMEHTOB [OCTAaTOYHO HECKOJIbKUX
KJItlo4eBbIX CN10B. Manky ¢ AOKyMeHTaMn MOryT 6GbITb OpraHM30BaHbl MO XXeNaHUK COTPYAHUKOB. Hanpumep, nx
MO>XHO PacroJIoXKNTb B TOM NOC/e40BaTEIbHOCTY, B KOTOPOW OHU A0JKHbI 6bITh NepefaHsbl. J1lobon AOKyMeHT
OOCTYyMNeH Ka)KAoMy C COOTBETCTBYOLLUMKN NpaBamu, ¢ Jtoboro yctponctea u B ntoboe Bpemsa. Jlioon MoryT
paboTaTb Haf AOKYMEHTaMW, Aa)Ke eCQN OHU, HanpuMep, HaXoAATCS B KOMaHAnpoBke. Jliobasa BakHas
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