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Haeuzamop no momam Pykoeoocmea Onucanue momoe pykoeoocmaea
noav3zoeamens noavzoeamens

OnucaHue TomoB PyKoBoACTBa Nnosib3oBatens

OnuncaHune pasgenos TOMOB PYKOBOACTBA NMonb3oBaTtens npmsegeHo B Tabnuue (Tabnvua 1).

Ta6nuua 1. OnucaHwme pa3genoB TOMOB PyKOBOACTBaA nosfib3oBartens

Tom CopepxxaHue

BBegeHune

Ob6nactb npumeHeHnst Cuctembl

HasHavyeHne Cucrtemsl

KpaTkoe onucaHne Bo3MoxxHocTen Cuctemsl

ypOBeHb noaroToBKU Nnofib3oBaTtens

Bxopg B Cucrtemy

AnemeHTbI MHTEpPhelca

BepxHsis naHenb Cuctemsl

maBHoe meHo Cuctembl

MeHto nonb3oBaTens

HacTporika npocdhuns nonb3oBaTenst CUCTEMbI

nJ'IaHVIpOBaHVIe OTCYTCTBUA

OyHKUMA «MeHsa HeT B oduce»

HenernposaHue

PaboTa ¢ 3apgadamu

HacTtporiku yBegomneHun

HacTtpoiku meponpuaTun

HacTporiku nognucaHuns

Hactporiku APM

Pa6GoTa ¢ yBeqoMneHnsamm

HacTtpoika gawbopaa (4oMallHAs cTpaHuLa nonb3oBaTens)

Tom 1 PaboTa ¢ pawnertamu

Pa6ota c APM «ApxuBHOe XpaHeHUe»

Paboyee mecTo genonpounssogutens

Paboyee mecTo apxmBucTa

MprmeHeHne punbTpoB

Mownck B cucteMe no LUTPUXKOAY

MpocTon nouck

ATpUOYTUBHBIN NOUCK

PaboTta c novckoBbIMU 3anpocamun

YpaaneHve JOKYMEHTOB U3 N30paHHOro

HacTpowika otobpaxeHusa ctonbuos B obnactu npocmotpa B8 APM

Bbirpyska nepeyHst gokymeHToB Ha MK nonb3oBatens

Pa6GoTa co cTpaHuuen «CnpaBoOYHUK OpraHu3aunum»

BbinornHeHne nouncka Ha cTpaHuue « CnpaBoYHMK OpraHv3aumnmy

MpocMOTP KapToYkK nodpasaeneHns

MpoCcMOTP KapTOYKM COTPYOHUKA

Mepepaya gen

Pabota c APM «lepepnaya gen»

MonHasa nepepaya gen

YacTtuyHaga nepegada gen

Ouyepenb 06paboTKM 3aaaHun

Pa6oTa co LWITPUXKOLOM

MevaTb LITPUXKOOa

CKaHI/IpOBaHMe OJOKyMeHTa CO LUTPUXKOAO0M
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Haeuzamop no momam Pykoeoocmea Onucanue momoe pykoeoocmaea

nons3oeameii

nojis3oeamenia

Tom

CopepxaHue

PaboTa ¢ KapTO4YKOM JOKYMEHTa

KapTouka goKymMeHTa B onepaTtuMBHOW cuctTeme

KapTqua €OWHNLIblI XpaHEeHUA B apXMBHOVI cucrteme

Bknagka «BnoxeHnsa»

Bknagka «XpaHeHuey

Bknagka «HOpuanyeckasa 3Ha4MMOCTb»

Bknagka «Cssasn»

Bknagka «Y4YacTHUKM OOKYMEHTa»

Bknagka «MeTku»

Bknagka «ctopusi»

Bknagka «KommeHTapum»

Bknapgka «CornacosaHue u nognucaHve»

MaHenb [ONONMHUTENbHbIX 4eUCTBUMA

Tom 2

HacTtporika pexunma oTobpaxeHus KapTOYKM AOKYMEHTa

Pepaktu poBaHNE KapTO4YKMN JOKYMEHTa

OTmeHa 6J'IOKI/IpOBKI/I KapTO4YKMN AOKYMEHTAa OT pedaKTUpoBaHUA

KOI'IVIpOBaHI/Ie AOOKyMeHTa

[ob6aBneHne gOKymeHTa B U3bpaHHoe

PaboTta ¢ nognuckamm

OTtobpakeHne AenCTBUN NOOYNHEHHbIX

q)YH KUuMOHalnbHasa naHesb

PaboTtac ANEeKTPOHHbIMU NOANMNCAMU U3 KAPTOYKN OOKYMEeHTa

Pa6GoTa ¢ darnamu B penosmtopum

PenaktupoBaHue caiina, XpaHsiLLerocsi B peno3vTopum

PasbnokupoBaHue darna

CpaBHeHne Bepcui hanna, XpaHsiLerocs B penos3mtopum

PaGoTta c AOKYMeHTaMu B OnepaTMBHOﬁ cucrteme

OnpepgeneHne ycnoBuU XxpaHeHuUs

Orlpep,eneHwe CpOKa XpaHeHNA OOKyMeHTa

OnpepgeneHne cpoka XpaHeHUsi rpynbl JOKYMEHTOB

M3ameHeHne CpOKa XpaHeHNA OOKYMEHTa

M3ameHeHne CpOKa XpaHeHWUA rpynrbl JOKYMEHTOB

OT60p JOoKyMeHTa, TpebytoLlero xpaHeHus

Tom 3

OT60p rpynnbl JOKYMEHTOB, TPEOYIOLLNX XpaHEHUSI

OT60p JOKYMEHTA, He TpebytoLLero xpaHeHus

OT60p rpynnbl JOKYMEHTOB, HE TPEBYIOLLMX XpaHEeHs

lNepepaya Ha XxpaHeHue

PaamelyeHne OOKyMeHTa Ha onepaTtnBHOE XpaHeHne

PaamelleHne rpynnbl JOKYMEHTOB Ha onepaTtnBHOM XpaHEHUN

I'Iepep,aqa OOKyMeHTa Ha apXnBHOE XpaHeEHne

Mepenaya rpynnbl JOKYMEHTOB Ha apXMBHOE XpaHeHue

HOBTopHaﬂ nepegada JOKyMeHTa Ha apXnBHOE XpaHeHWe Nocrie OTKIIOHEHNA NMpuemMa B apxmB

MoBTOpHas nepenaya rpynnbl JOKYMEHTOB HA apXMBHOE XPaHEHWE MOCIE OTKINOHEHWs! NpuemMa
B apXuB

MNepenava AOKYMEHTa Ha orepaTMBHOE XpaHeHMWe Nocre OTKIOHEHUA Npuema B apxuB

I'Iepep,aqa rpynnbl JOKYMEHTOB Ha onepaTtnBHOE XpaHeHMe nocrie OTKIOHEeHNA npnemMa B apxmB

3KCHepTVI3a LHeHHOCTU AOKYMEHTOB C UCTEKLUMM CPOKOM

MpoaneHve cpoka XxpaHeHus!
MpoaneHne cpoka XpaHeHUs rpynnbl JOKYMEHTOB

MNepenaya Ha MOCTOSIHHOE XpaHEeHWe

I'Iepep,aqa Ha NMNOCTOAHHOE XpaHeHue rpynnbl JOKYMEHTOB
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Haeuzamop no momam Pykoeoocmea Onucanue momoe pykoeoocmaea
noav3zoeamens noavzoeamens

Tom CopepxaHue

I'Iepe,qaqa C onepaTtnBHOIo XxpaHeHus B apxXmB

I'Iepe,qaqa B apXuB C OonepaTtunBHOIro XxpaHeHuAa rpynribl JOKYMEHTOB

BbigeneHuve K YHUYTOXEHUIO

BbigeneHuve K YHUYTOXEHUIO rpynnbl JOKYMEHTOB

Pab6oTa c eguHuLamm XpaHeHuA B apquHoﬁ cucrteme

Mpuem Ha apxmMBHOE XpaHeHUe

Mpriem OKYMEHTa Ha apXMBHOE XpaHeHne

OTkas B npunemMme JoKyMeHTa Ha apxXmBHOE XpaHeHne

OTkas B npueme rpynnbl JOKYMEHTOB B apXuB

HanpaBneHme AOOKYMEHTa Ha NOBTOPHYO NMPOBEPKY BaJIMOHOCTU OAHHbIX

HanpaBneHme rpynnbl JOKYMEHTOB Ha NMNOBTOPHYIO NMPOBEPKY BaJIMOHOCTU AAHHbIX

Cos3paHue eguHULbI XpaHeHunsA

I'Io,qTBep)KneHwe I-OpVIﬂVI'-IGCKOﬁ 3HA4YUMOCTU AOKYMEHTOB C UCTEKAalLWNUM CPOKOM
I'OpVIFI,VI‘-IECKOﬁ 3HAYUMOCTHU

MoaTBep)xaeHne punanYeckon 3Ha4MMoOCTH

HanpaBneHme rpynnbl eguHUL XpaHeHUA Ha NOBTOPHOE noaTBepXXaeHne ropmp,mquKon
3HA4YMMOCTU

HanpaBneHwe eauMHUL XpaHEeHUs1 Ha NOBTOPHYO NPOBEpPKy nognucen

I'IpOBe.quMe JKCnepTn3bl UEHHOCTU eANHUNL XPpaHeHUsA C UCTEeKLWWMM CPOKOM

lMpoaneHne cpoka xpaHeHust

MpoaneHune cpoka XpaHeHUs1 rpynibl eaUHUL, XpaHeHUs

I'Iepep,aqa Ha NOCTOAHHOE XpaHeHune

I'Iepep,aqa Ha NMNOCTOAHHOE XpaHeHne rpynnbl eguHUL XpaHeHUA

BbigeneHue K YHUYTOXEHUIO

BbigeneHue K YHUYTOXEHUIO rpynnbl eOUHNL XpaHeHUA

PopmMupoBaHue nevyaTHbIX oopm

MeyvaTHble ¢hopMbl aKTOB

AKT 0 BblAENEHNN K YHUYTOXEHUIO apXUBHbIX OOKYMEHTOB

AKT 0 BblAeNeHNN K YHUYTOXEHNI OOKYMEHTOB

PaboTa c napameTpamu nevyaTtHbix opm

MaccoBas Bbirpy3ka JOKYMEHTOB

MaccoBas BbIrpy3ka BrioXXeHUi OKyMeHToB us APM

Co3gaHue peecTpa BbIrpy3Kku

Ho6aBneHne [OKYMEHTOB B PeecTp BbIrPy3Ku

[o6aBneHne JOKYMEHTa B PEECTp BbIrPY3K1 13 KAPTOYKM AOKYMEHTA

[obaBneHne HECKONbKNX JOKYMEHTOB B peecTp BbIrpy3ku n3 APM

APM «MaccoBble BbIFpy3Ku»

KapTouka peecTpa BbIrpy3ku

PepakTupoBaHue peecTpa BbIrpy3ku

PenaktMpoBaHve napaMeTpoB peecTpa Bbirpysku

HacTpolika npaB JocTyna K peecTtpy BbIrpy3ku

YnaneHne 0OKYMEHTOB U3 peecTpa Bbirpy3ki

3aKkpbITUe peecTpa BbIrPy3ku

Bbirpyska peectpa

Tom 4 PaGoTa c MeponpusaTMsMu

PaboTa c kaneHgapem

CospgaHne meponpusaTms

Co3sgaHune MeponpusaTUs No JOKYMEHTY

MpocMoTp MeponpuATUS

O6paboTka 3anpoca Ha pe3epBMpOBaHME pecypca
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Haeuzamop no momam Pykoeoocmea Onucanue momoe pykoeoocmaea

nons3oeameii
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Tom

CopepxaHue

CornacoBaHue BpeMEHN npoBeaeHnA MeponpuaTna c ero ydaCtHmKkamum

M3meHeHne BpeMEHN MeponpunAaATud

O6HOBNEHNE MeponpUaATUA

YpaaneHve meponpusatus

OTI'IpaBKa YBeLI,OMJ'IeHVIIZ y4aCTHMUKaM MeponpuAaTmna 1 npurnalleHHbIM nmuam

qDOpMVIpOBaHI/Ie OTHETOB NO NUCNOJ1b30BAHNIO peCypCOB N MECT NpoBedEeHNA MepOHpVIFITMVI

PaboTa c KOMNNeKkTamMn JOKYMEHTOB

Co3gaHne HOBOro KoMmnriekTa OOKYMEHTOB

PaboTta ¢ kapTO4KON KOMMNNEeKTa AOKYMEHTOB

PaboTa ¢ BNOXEHMUSIMN KapTOYKM KOMMJEKTa

PaboTa ¢ gokymeHTamMu, BXOOALWMUMN B COCTaB KOMIMIEKTa

Mownck OOKYMEHTOB B COCTaBE€ KOMMJIEKTa

CDOpMI/IpOBaHI/Ie COCTaBa KOMIMJ1eKTa JOKYMEHTOB

Pepaktu poBaHNE KapTO4YKM KOMMJIEKTA

3aBepLueHV|e q)OpMI/IpOBaHVIFI COCTaBa KOMMJ1eKTa JOKYMEHTOB

dopmupoBaHMe nevyaTHbIX chopm

O6noxka Kkomnnekta

Onucb KoMMekTa

CraTtuncTmka KoMnsekTa

FpynnoBble onepauun npu paboTte ¢ KOMNNEKTaMu AOKYMEHTOB

BkntoyeHwe rpynnbl JOKYMEHTOB B UMEIOLLMNCa kKoMmnnekt ns APM

O6beguHeHne rpynnbl JOKYMEHTOB B KOMMNekT us APM

dopmMumpoBaHne 0bnoxek Ans rpynnsl kKOMNnekTos u3 APM

dopmmpoBaHme onucy ans rpynnbl kKoMnnektos n3 APM

dopmmpoBaHMe CTaTUCTUKKN AN rpynnbl komnnekTos n3 APM
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