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AKTYAJIBHA ITPOBJIEMA EJIEKTPOHHOI'O IOKYMEHTOOBIT'Y —
HECTAYA JUCKOBOI'O ITIPOCTOPY

Y crarti  3po0JIeHO OIS OCHOBHHX
CHCTEM  CNEKTPOHHOTO  JIOKYMEHTOOOIry
Vkpainu. PosrnsHyro mpobiemy HecTaui
JMCKOBOTO MpPOCTOpY Ais 0a3u JaHuX Ta
TPUBAJIOTO 30epexeHHs JOKYMEHTIB
JOKYMEHTOOOIr'y. 3arporoHOBAaHO BUPILICHHS
npobiemMu Ha pUKIaai CUCTEMH
€JIEKTPOHHOTO  JTOKYMEeHTo00Iry  «Jlinoy,
[UIIXOM CTBOpeHHsA minMonyns «Jlimo-DB
Peopranizatop».

The review of the basic systems of electronic
circulation of documents of Ukraine is done in
the article. The problem of increase of disk
space is examined for a database and the
protracted maintenance of documents of
circulation of documents. Solution of problem
on the example of the system of electronic
circulation of documents «Dilo», by creation
of the submodule «Dilo — DB Reorganize» is
offered.

ITocTanoBKka npod/1eMH y 3arajibHOMY BHIJISIAL. Y CydacCHHUX yMOBAaX IIBHJKICTh TPUHHATTS
pillIeHHs Ta X OlepaTMBHA peaji3allis BUCTYNAIOTh BUPILIAIBHUMH YHHHUKAMU YCIHIIIHOI poboTH i
JOCSATHEHHS TIOCTaBJICHUX IJIe, a HasgBHICTb 1 IIMPOKE BHKOPUCTaHHS iH(opMmaliiiHo-
TENIEKOMYHIKAI[IHHIX CUCTEM CTa€ 3aopykoro e(heKTUBHOI poOOTH Oy/b-SIKOT0 MiANpHeMCTBA. ToMy y
HUHIIIHIA OypXJIMBHUI 4ac )UTTEBO BAXKIIMBOIO € 3[aTHICTh OpraHizallii IBUIKO pearyBaTi Ha MOCTiiHI
3MiHU. L{ell MOKa3HUK CHJIBHO 3aJISKUTh BiJl JTOCKOHAJIOCTI JOKYMEHTOOPIEHTOBAHUX O13HEC-TIPOIIECiB
oprasizailii i CTyreHs ix aBToMaTH3alii.

AHaJIOr4HO TOMY, SIK OIT € ojuHuIero iHpopMalii B iHOPMATHUIL, TOKYMEHT € OJUHHUIICIO
iHpopmarii y cucremax A0KyMeHTooOIry. CuCTeMH JTIOKYMEHTO00Iry 30epiratoTh TIOKYMEHTH, BEAYTh
iX icropito, 3a0e3MeuyroTh X pyX IO Oprasi3allii, JO3BOJISIOTH BIICTE)KYBAaTH BUKOHAHHS THX Oi3HEC-
NPOLIECIB, SIKUX LI IOKYMEHTH CTOCYIOThCS. B opraizaiiii, 1e BIpoBa/pkeHa cUCTeMa JOKYMEHTO00Iry,
JOKYMEHT € 0a30BMM IHCTpyMEHTOM YNpaBiiHHA. TyT Hemae pilieHb, JOpydeHb ab0 Haka3iB — €
JIOKyMEHTH, 1110 MICTSTh 11l caMi HaKa3u, pillieHHs, JOPY4YEHHs 1 Ta IHIIe: yce YIPaBIiHHA B OpraHi3ariii
3IIACHIOETBCS Yepe3 JOKyMEeHTH. B ymMoBax cTpiMKOro 3poctaHHs oOcsriB iHpopMallii, sska moTpiOHa
JUIst 3a0e3Me4eHHsT KOMEPLIMHOT JisTbHOCTI, epexiJl MNPHEMCTB 10 €IEKTPOHHUX (OPM YIpaBIIIHHS
1 €IEKTPOHHOTI'O JIOKYMEHTOOOIry JJ03BOJIMB OTpUMATH psij nepesar [1, ¢.17]:

— MIABUILUTH €(PEeKTUBHICTH yNpaBiliHHA Oi3HEC-NPOLIeCaMH 3a PaxXyHOK IMOJIMIIEHHS BUKOHABYOL
JUCLHUIUTIHY, ONTUMI3alil KOHTPOJIK BUKOHAHHS 3aBJaHb, aHANI3Yy OpraHi3aliifHO-pO3MopsAIIO0i
JISIIBHOCTI;

— MIABUILUTH ONEPATUBHICTS 1 AKICTh YIPABIIHCHKUX PIllICHb;

— MIABUILUTH e€(PEeKTUBHICTh pOOOTH 1 HAIHHICTh (PYHKLIOHYBaHHS MIANPUEMCTBA;

— CKOPOTHTU HEBUPOOHHU1 BUTPATH POOOYOro yacy CHiBpOOITHUKIB;

— CTBOPUTH €AMHUH 1HOpMaLIfHUNA TpOCTIp mignpueMcTBa(oprasizanii);

— 3a0e3ne4nTH HaJIHICTh 00Ky 1 30epiraHHs JOKYMEHTIB;

— OpraHizyBaTH €(peKTHUBHUH KOHTPOJIb PI3HUX HANPSMIB JisUIBHOCTI MIJANpUEMCTBA (Oprasizarii)
Ta 1HIIE.

Bynp-sikuii TOKyMEHT y CHUCTEMI JOKYMEHTOOOIry 3a0e3leuyeThCsl «KapTKOIO», MOJIOHOI0
o 6i0mioTeyHoi. 3a3BMuYail KOHKpETHMH HaOlp MHOJIB y Takiii KapTLi NpUB'A3aHUN N0 TUIY
JokyMeHTa. CXOBHMILE CHCTEMH €JEKTPOHHOTO JIOKYMEHTOOOIr'y MOXHA YSBUTH Yy BUIIIAAI Oa3zu
JaHUX, [0 MICTUTh IH(OpPMAIII0 TOJIB KapTOK 1 JESKOro CXOBHUIA JII CAMHUX JOKYMEHTIB.
Haxanb, po3mipu JaHOTO CXOBHINA, LI0 MICTMTH BIANOBIAHY 0a3y JaHMX OOMEXeHI 1 3 4acoMm
BUHUKaEe NoTpeda B 30UIbIIEHI JUCKOBOI'O MPOCTOPY Ul 30epiraHHs JOKYMEHTIB Ta (ailniB, sKi
YTBOPEHI B IPOIIEC] €IEKTPOHHOI'0 JOKYMEHTOO0OIry.
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AHani3 pociaizxkenb i myOaikaniii ocTaHHix pokiB. 3a3BHuail IUIyTalOTh 1Ba TEPMIHH:
«JIUTOBOJICTBOY 1 «JIOKyMEHTOOOIr». J{iTOBOJICTBO — II€ TEPMiH, BYKHBAaHHI B KOHTOPCHKIN MPaKTHUILI
U1 TO3HA4YEHHs (hopManbHOro HaOOpy MpaBHUII POOOTH 3 JOKYMEHTaMH: BBEJCHHS KaHLEISIPCHKUX
CIpaB, CYKYNHICTh pOOIT 3 JOKYMEHTYBaHHS AiSJIBHOCTI 3aKiajy Ta OpraHi3auii JOKYMEHTIB B
HbOMY [2, ¢.313]. JIoKyMeHTOOOIr — 1Ie pyX JOKYMEHTIB B OpraHizaiii, TOYMHAIOYU 3 MOMEHTY iX
CTBOpPEHHsI a0 OJIepXKaHHsS [0 3aBepIICHHs BUKOHaHHA abo BigmpaminenHs [3, c.11]. Lle pyx
JIOKYMEHTa Bil cy0’ekTa 10 00’€KTa ympaBiiHHS 1 HaBMaKH, PyX JOKYMEHTa BCEepeauHI 00’€KTa
YIPaBIIIHHS 3 METOIO HOro BUKOHAHHS a00 BCTAHOBJICHHS B3a€MO3B'SI3KY.

IcHyIOTH cHCTEMH JOKYMEHTOOOIry, fKi MOXHA HajalITyBaTH Ha HEOOXiIHI IpaBHIa
TITOBOACTBA. AJle € CUCTeMH, SIKi CIOYaTKy MpU3HAYCHI IS MIATPUMKH caMme IMX MpaBui 1 B
I[bOMY CEHCl HE MaloTh 3arajbHUX (YHKLIH B JOCTaTHIM Mipi Juid TOTo, MO0 iX MOXHa Oyio
Ha3BaTH CHUCTEMaMU JIOKYMEHTOOOITy.

JlouinbHO 3A1IHCHUTH OTJIsII OCHOBHUX CUCTEM JIOKYMEHTO00Iry YKpainu:

— Docs Fusion i Docs Ope — 1e oaHa 3 HaUNOMYJISIPHIMIUX y CBITI CUCTEM, IO HAJIEKHTH JI0
KJIACy «eNeKTPOHHMX apxiBiB». Ha kanb, pi3HI NOKOJIHHA 1 KOMIOHEHTH HPOAYKTY JiCTaIH
pi3HI Ha3BH, 1 TOMY IIPH O3HAMOMIIEHHI 3 HUM BUHUKAa€ NeBHA IulyraHuHa. CroyaTKy icHyBaja
cucrema «Docs Open» — KiieHT-cepBepHe 3acTocyBaHHsS. [loTiM OyB po3pobneHuii cepsep
nonatkiB «Docs Fusiony, 1mo 3Bepraerbes 6e3mocepennbo 10 6a3u gaHux. /1o HbOro € aBa
kiieHTH: Windows-kimientT PowerDocs 1 Web-kiient CyberDocs.

— Documentum — 1e cucrema yrnpaBiiHHS JOKYMEHTaMH, 3HAHHAMHU 1 Oi3Hec-mpolecaMu s
BEJIMKMX MIJNPUEMCTB 1 opradizaiiii. Cucrema TiJIbKM MOYMHAE BIPOBAKYBATUCS B YKpaiHi,
ajie BKe JJaBHO 1 MIITHO 3aCTyXKHJia Ha MO3HUIIII0 OJHOTO 3 JifepiB iHaycTpii. Documentum — e
wiar¢popma, OUIBIIO MipO0, HDK TOTOBUH NPOAYKT, TNpPU3HAYEHA Ui CTBOPEHHS
PO3MOAUICHUX apXiBiB, MIATPUMKHU CTAHIAPTIB SKOCTI, YIIPABIIHHSA NPOEKTAaMH B PO3MOUICHUX
NPOEKTHUX Tpynax, Oprasizaiii KOpIOpPaTUBHOIO IUIOBOJCTBA, JUHAMIYHOTO YIIPABIIHHS
BMICTOM KOPIIOPaTHUBHUX IHTEPHET-MIOPTAIIIB.

— LanDocs. Cucrema LanDocs B meprry uepry Opi€HTOBaHa Ha JUIOBOJACTBO 1 apXiBHE
30epiraHHs JOKyMeHTIB. BoHa ckiiagaeTbes 3 JEKUTbKOX KOMIIOHEHTIB: CUCTEMH JIUIOBOJICTBA,
cepBepa JOKYMEHTIB (apxiBy), MICHCTEMU CKaHYBaHHS 1 Bi3yaii3allii 300pakeHb, MiACUCTEMH
oprasizailii BUIaJIEHOTO JOCTYIy 3 BUKOPUCTaHHAM Internet-kiieHTa, MOIITOBOTO cepBepa.

— Microsoft SharePoint Portal Server. Cucrema € eIeKTpOHHMM apXiBOM 3 PO3BHHEHHUMH
3aco0aMu MATPUMKHU criabHOI poboTu. Lle, MalOyTh, mepmuii npoayktT kommanii Microsoft,
SKMA MOXE IpeTeHAyBaTH Ha posb KoprnopartuBHoro. [lianTpumye: chibHE CTBOPEHHS
JOKYMEHTIB, BEJICHHS BEpCiii JTOKYMEHTIB, BHJIyYE€HHS 1 IOBEpHEHHs JIOKYMEHTIB B apXiB
(check-out, check-in). ¥ Hpomy Hemae Windows-kiieHTa sk Takoro. s gocTymy A0 apxiBy
BUKOPUCTOBYEThCSI Web-KIlieHT (CTOPOHHI PO3POOHUKH MOKYTh JIOMMCYBATH Ul HHOTO CBOT
KOMIIOHEHTH) 1 KOMIIOHEHT, iHTerpoBanuii B Windows Explorer, 1o no3Bossie 3sepTatucs 10
apxiBy K 10 HaOopy ¢aiinis.

—  Optima Workflow. Xoua cucrema i HazuBaeTbcst Optima Workflow, e Oinbuie Hixx workflow-
npoaykT. OKpiM 3arajJbHOro MeXaHi3My oprasizalii MmoToKy po0ir, BiH 103BOJIsI€ 30epiraTu Ha
4ac MPOBEJCHHA poOIT yCi JOKYMEHTH, L0 CTOCYEThCs 10 mporecy. g uporo sk cxoBwuiie
BUKOPUCTOBYEThCSI MeXaHI3M 3araibHux Tek Microsoft Exchange. KopucHoro MoxIIUBICTIO €
BIZICTeKCHHS KPUTUYHMUX IUIAXIB 1 MPEACTABICHHS KOMILUIEKCY B3a€MO3B’S3aHHMX pPOOIT y
Burisizl aiarpam ['anra. CuctemMa aBToMaTu3ye NpOLECH peecTpallii JOKYMEHTIB 3a MPpaBUIaMH
JIOBOJICTBA, pealli3ye MEXaHI3MU aHOTYBaHHSA 1 300py pe3oJitoliii, JOCTaBKU 3BITIB IPO
BUKOHAHHS JIOPY4YECHb.

—  JAUIO. Cucrema «lIJIO», sika A0 HemaBHbOrO 4acy HazuBanacs «J{i1o-96», € THMOBHM
NpeACTaBHUKOM CHCTEM aBTOMaTH3alii JAUTOBOACTBA 1 came B i SAKOCTI OTpuUMana
HOMYJSAPHICTh B YKpaiHi. BoHa MocioBHO MIATPUMYE BCi ITpaBuiia AI0BOJCTBA, YCIaIKOBaH1
BiJl paJsTHCHKOTO JJIOBOJICTBA 1 MPUUHATI B YKpaiHi.

Cuctrema «JUIO-ITIATTIPUEMCTBO» — o/1Ha 13 caMHX MepeIoBUX Cepell ICHYIOUUX CUCTEM
€JIEKTPOHHOI'0 JJOKYMEHTOO00Iry [4].
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Cucrema «dLJIO» - KOMILJIEKCHUI MIPOMHUCIIOBUI PO3B’SI30K, 1o
3a0e3reyye aBTOMATH3AIlil0 MPOIECY MITOBOJCTBA, a TAKOXX BEJIEHHS MOBHICTIO EIEKTPOHHOTO
JIOKYMEHTO0O00Iry oprasizartii. Cucrema e(eKTUBHO BUKOPUCTOBY€ETHCS K y

HEBENMKUX KOMEPIIHHUX KOMIIaHIAX, TaK 1 B PO3MOJUICHHX XOJIUHTOBUX ab0 BIIOMYHX

CTPYKTypax

Ilepma Bepcist cucremu «AIJIO» Bunymena B 1996 pomi. Croromni «IIJIO»
BUKOPUCTOBYIOTH 3500 KommaHiii, ycTaHOB, opraHizainiii Ykpainu, Pocii, binopycii i kpain CH/I,
a 3arajibHe 4MCJIO BCTAaHOBIEHHX pobounx Micip 250 000. PeanizyroTscs mporpamu aBToOMaTH3aIil
OpraiB BJaJy BCiX piBHIB Ha 0a3i cucremu «{1JIO».

o nepear cuctemu «JI1JI0» nependauyroTh Take:

- MacmrTabHa i THydYka B HACTPOIOBAaHHI, JIETKO aJANTYETbCsA A0 CHEHU(IKU JTOKYMEHTOOOIry
B OpraHi3amisix 0y/ib-IKOro po3mipy BiJ OHOTO POOOYOT0 MICIIs i 0 THCSYI;

- 3alesnedye HeoOXinHUM piBeHb KOH(DiZEHIIHHOCTI iH(OpManii W BIIMOBIIHICTH YyCIM
HOPMAaTHBHUM BHUMOTaM $K POCIHCBKOTO, YKpaiHCHKOTO, OLIOPYCHKOTO JUIOBOJACTBA, TaK 1
MbkHapogHux crtaHgaptiB  (ISO 15489 «Iudopmanis #  nokymenranisi — KepyBanus
nokymentamm» 1 ISO/IEC 17799:2000 «Indopmaniitii Texnosnorii — [IpakTuyHuii mociOHUK 3
KepyBaHHs 1H(OpPMaIiiHOI0 OE3MEK0I0»);

- 3ales3rnedye 3axMIICHUNA EJIEKTPOHHUM JOKYMEHTOOOIr 3 BHKOPUCTAHHSAM EJIEKTPOHHOTO
1 POBOro MIANHUCY 1 CTIeHiaNbHUX KpUNTOrpadiuHuX 3ac00iB;

— Ma€ MOJJIMBOCTI MacoBOTO TNEpEBOJy MalepoBUX JIOKYMEHTIB B €JIEKTPOHHUA BHUI 1
nepeMileHHs iX y 6a3y JaHuX cucTeMHU 3a ornomororo omnuii «I[ToTokoBe ckaHyBaHHS»;

— MIATPUMYE NOBHHUM LUK POOOTH 13 MPOEKTaMU JOKYMEHTIB, Y TOMY YHCHi iX MapLIpyTH3aLito i
Bepcii;

— JIO3BOJISI€ TIPALIOBATHU 3 IOKYMEHTaMH SK Y JIOKaJIbHIM Mepexi, TaK 1 BifiaieHo — yepe3 IHTepHeT
(«A11JTO-WEBY);

— Mae€ BIIKpUTY apXiTEeKTypy i HaJa€ MOKJIMBICTh IHTErpauii 3 IHIIMMH MPOrPaMHUMHU 3acO0aMU
K KommnaHii BupooHuka «Enexkrponni OgicHi CuctemMmuy», Tak 1 HIINX BUPOOHUKIB MPOTrPaAMHUX
IPOIYKTIB.

Cucrema  «JUJIO» -  TupaxHuii  «xopoOkoBuit»  mpoaykr. Cucrema  6e3
OyAb-SIKUX  3aMOBJIEHUX JOpOoOOK BHUpIllye 3aBJaHHS aBTOMAaTHU3allli JAUTOBOACTBA U
€JIeKTPOHHOTO JOKYMEHTOOOIry OinmpInocti opranizamiii (puc 1). 3a 10NOMOTOI0 THYYKOi
CUCTEeMH JIOBIIHUKIB JIETKO MOKe OyTHM BCTaHOBIEHAa 1 HajamroBaHa QaxiBUSIMU
3aMOBHHKA.

(ONMWTEABHEE o

APM PyronopuTens
OCHOBHBLIE DYHKELIMA

MogroToexa

WCXOALER T ——
MNopyuena KOppecnoHaeHLHn walu et

Kavyenapua

KowTpons OBpaujenme
werionHennn  TPAMAAH
ROPYUeHIA

OrueThi

CRaMMpOBIHIE  Cocnacananme

MpoToxons!

Puc. 1. barato¢yHKIIOHAJTBHICTD CUCTEMHU €JIEKTPOHHOTO T0KyMeHT000Iry «I1JIO»
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BuninenHss HeBHpilleHHMX paHille YacTHH 3arajbHoi mpodsaemu. IIpuponHo, mo 3a
KUIbKa POKIiB, aKTUBHOTO BUKOPHUCTAaHHSIM 3aMOBHHUKAMU CHCTEMH €JIEKTPOHHOTO JOKYMEHTOOOIry,
6a3a naHux Juig 30epiraHHs eJIeKTPOHHUX JIOKYMEHTIB MOXKE JOCSATaTH KUIBKOX COTEHb Tira0aiT i
BHUIIIE.

VY cBolo uepry, 30uIbLICHHS 00CATIB 30€peKeHNX JOKYMEHTIB y 0a3i JaHUX MPUBOAUTH JI0
TOTO, IO 3aMOBHUKM IOBHHHI 30UIbIIYBATH TUCKOBI MAacHMBH, & CHCTEMHI aJMIHICTPATOpU LUX
KOMIaHIi TepioJUYHO MOBHUHHI NPOBOJUTH JAedparMeHTalil0 AWUCKIB, apxiBallilo [TaHUX 3
MOJANbIIMM 30€peKeHHSM [UX JaHUX Ha 30BHINIHIX HOCIAX, BECTH BIAMOBITHUN peEeCTp
30epexKeHUX [aHUX 3 METOI0 JIOCTYMHOCTI NOUIYKY MOTPIOHOTO JOKyMEHTa B apxiBi. A 1e
JOJATKOBI 1 He Manmi (iHAHCOBI BUTpATH, SKi JISATalOTh HA IJIedl 3aMOBHUKA MpPH KYIiBIi
BIJIMIOBITHOT'O yCTaTKyBaHHS, Ta CHUCTEMHHUX aJMIHICTpAaTOpiB MpH MPOBEACHHI POOIT 1070
3BUIbHEHHS JOJATKOBOT'O JUCKOBOT'O IPOCTOPY.

IMocTanoBka 3aBaanHs. Cutyaiis 31 30UTbIIEHHSM 00CSTIB 30€peKEHUX IOKYMEHTIB y 0a3i
JAHUX Ta 3MEHILICHHS JUCKOBOTO MPOCTOPY, CIIOCTEPIra€ThCsl TaKOXK y TUX OpraHizamisix, sKi
BUKOPUCTAIOTh CUCTEMY €JIEKTPOHHOTO JOKYMEHT000Iry «J{1JIO».

[Tincucrema «lino — DB Peopranizarop» 37aTHa 3HAYHOIO MIpOIO 3a0INATUTH (hiHAHCH
3aMOBHHKIB Ha NMPUAOAHHS JOPOrOro YCTaTKyBaHHS Ui 30UIbLICHHS JAMCKOBOTO MPOCTOPY Oasu
JaHUX.

Merta cTarTi — aHani3 ICHYIOUMX CHUCTEM JOKYMEHTOOOI'y 3 METOI MOIIYKY MOMJIUBHUX
IUISAXIB CTBOPEHHS aBTOMAaTU30BaHOi CUCTEMH 3/1aTHOI 3MEHIIYBaTH TaOJIMYHUI MPOCTIp cepBepiB
cuctemu «JI1JIO».

Buxiaa ocHoBHOro marepiany aociigxenns. Ilincucrema «/limo — DB Peopranizatop»
NpU3HAYeHa JJI BUBAHTA)XXCHHS M 3aBaHTaKEHHsS JOKYMEHTIB ((ailliB peecTpauiifHOI KapTKH),
ontuMizamii ¥ npedparmenrtamii 6a3m ganux «JIJIO» [5]. Lls mincucrema Oyae BiIMIHHUM
MOMIYHHMKOM IPH apXiBallii Ha 30BHIIIHI HOCIT He 3aTpeOyBaHUX B ONepaTUBHIN poOOTI TOKYMEHTIB
(paitniB) no sKMX NOBruii yac He OyJ0 3BepHEHb KopucTyBauaMu cucteMu «J1JIO» (puc. 2).

CTBOpeHHsI Takoi MICUCTEMHM CTal0 PeaJbHOI0 HEOOXIIHICTIO, BUKIMKAHOIO AKTUBHUM
BUKOPDUCTAHHSAM CHCTEMH €JIEKTPOHHOTO JOKYMEHTOOOIry misi 30epiraHHs eJleKTPOHHUX
JIOKYMEHTIB Oe3mnocepeiHbo B 0a3i JaHUX.

B, CucTesw OEND
NOCME PEoEraHnaaLmMm

&>

CD-DVD-BLUERAY

MNogcucTema

- «eno — DB Peopranuwaatop»
BO Cuctemu OENO
00 DEeOpraHi3aumMi

BHewHMi amek
\. J g

Puc. 2. brok-cxema. Po6ora mincucremu «/lino — DB Peopranizatop»

[Mincucrema «/lino — DB Peopranizarop» mpaiitoe 3 Oyab-akuMu (GopmaraMu JOKyMEHTIB
(daiinis) 13 po3mipom g0 20Gb.

BuBanTtaxkeHi nokymeHTH (¢aitnu) MOXyTh OyTH 30epexeHi Ha Oyap-sSKUX THIAaX HOCIIB.
[Tpuyomy BapTicTh 30epiraHHs JOKyMEHTIB ((aiiliB) Ha HOCISIX B pa3ud HUXKYE HA BIAMIHY BiJ
HEOOXIJJHOCTI JIOKYNMOBYBAaTH JOPOTl JUCKOBI MacuBU. Y OyIOb-SKH MOMEHT MOKHa Oyne
3aBaHTAXXUTH HEOOXiTHI ToKyMeHTH ((aiinn), siki 30epiramucs Ha HOCIIX.

[Tincucrema «/lino — DB Peopranizarop» BUKOHYE Taki Jii:

— BHUBaHTaXeHHs JIokyMeHTiB i3 PK (¢aimiB). Ilpu BUKOHAHHI LIOTO MPOIECY peecTpalliiiHa
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kapTtka(PK) nokymeHTa 3aiMInaeTbcs HE3MIHHOIO W JTOCTYIHOIO JJIsi TOBHO(YHKI[IOHATBHOT
poboTu KopucTyBadiB. Butsrae Tinbku enekTpoHHUI o0pa3 mokymenta PK (¢daiin abo kinmbka
¢aiiniB). Micue ganoro nokymenrta B PK (¢aiin abo kinbka (ailiiiB) aBTOMaTHYHO 3aMIHSETHCS
Ha Qaiin-nporokon. Y (ailni-nmpoToKosi BKa3yeThCs AOKIAaHA iH(POpMaLis Ipo BUBAHTAKCHHS
naHoro nokymenra (gaitny PK);

— pOOUTH OLIIHKY PO BUBaHTaKEeHH: qokyMeHTa i3 PK (daiin-nporokon);

— 3aBaHTaXeHHs NOKyMeHTIB y PK (¢aitnm) 3 Oyap-skux TUIIB HOCIIB Je 30epiratoTbesi paHimie
BUBaHT@XeHI JOKyMeHTH (¢ainim). Ilpm BukoHaHHi naHoi omepauii  (aiI-mpoTOKOT
aBTOMAaTHYHO 3aMIIIAETHCS PaHille BUBAHTAXKEHUM JTOKyMEHTOM ((aiiiom);

— peopranidamito, ontuMmizamito 6aszu ganmx (bJl). /lani omeparii 103BOJSIIOTH 3pPOOUTH
JOCTYMHUMH JUI BUKOPHCTAaHHS paHHIA 3aiHATH mpoctip B/l ne 30epiramucs TOKYMEHTH
(dpaitnn).

€ MOXJIMBICTh JETAJBHOIO IPOTOKOJIFOBAHHS BCHOIO IPOLIECY BUKOHAHHA OIepariil.
B aBromMaTHyHOMY pEXHMMI BUKOHYETHCS TIOBHHUH KOHTPOJIb 3a MPOLIECOM MPaBHIBHOI 0OpoOKU
JOKYMEHTIB 1 peopranizanii b/I.

Intepdeiic mizcucTeMn MaKCUMalbHO MIPOCTUH 1 IHTYITUBHO 3p0o3yMinuii. BiH ckiagaeTscs 3
YOTUPHOX IHTErpOBaHUX MOAYIiB. KoKeH MOAysb BIAMNOBIJa€ 3a BUKOHAHHS MEBHOTO 3aBJaHHA 1
oMy BIJNOBI/Ia€ KOHKPETHA 3aKJIaJIKa.

1. Moaynb BUBaHTaXEHHS T0KyMeHTIB — (paiiniB i3 PK).

Ileit Momynp BiANOBima€ 3a  BHBaHTaXEHHA JoKkymeHTiB  (daiimiB) 3 PK
HeoOxigHo akTuBYyBaTM OJuMH a0  JeKUIbKa MapaMerpiB, 3a SKUMH BH  XOYeTe
BiiOpaTu JOKYMEHTH, IO MUIATaloTh BUBAaHTOKEHHIO: 3a HOMEPOM JOKYMEHTIB, 3a
po3mupeHHsaM (aiiiay, 3a JaTol, 3a PO3MIpOM, 3a OOJIKOM TIpynH JOKYMEHTIB, 3a Tpupom
JOCTYILy.

[Ticnst KOXKHOTO OKpPEMOro IMpoleCy BHMBAHTAXEHHS JOKYMEHTIB ((aiiiB) y BKazaHUU
KaTaJor OyAyThb aBTOMAaTMYHO CTBOPIOBAaTHUCS MamnkH, e 1 OyayTh 30epiraTvcs BUBaHTa)KeHI
nokymeHtH (¢aitnu). Koxkna mnanka ¢opmyerbess 1o Qgopmary  owner/pik/Micslb/IeHb
(Ne mporecy BuBaHTaxeHHs). @opMaT CTBOPEHHUX MANOK BUKOPUCTOBYETHCS TUIBKU AJISI 3pyYHOCTI
BiZIOOpaXKeHHS.

Jlia Ge3neuHoro 30epiraHHs BUBAaHTAKEHUX JaHUX PEKOMEHJOBAHO 30epiraTé JOKYMEHTH
((aiinn) Ha 3ammdppoBanux auckax. Ilicns BukoHaHHs BinmosinHoro mpouecy PK moxkymenra
3aJIMIIAETHCS HE3MIHHOIO 1 JOCTYITHOIO /1711 pOOOTH 3TiIHO 3 JOCTYITHUMH IPaBaMH Y KOPUCTYBaya.
BuBanTaxxyerbcst nuie enekTpoHHUM o0pa3 nokymenty PK (daitn aGo nekinbka aitniB).
Micue nporo gokymeHTty (daiin abo nexinbka ¢ainis) B PK aBToMaTHuHO 3aMiHIOETHCS HA (aiii-
OpOTOKOJI. Y (hailsli-npoTOKOJII BKAa3yeThCs JleTallbHa iHQOpMalis PO BHBAHTAXEHHS LBOTO
JOKyMeHTa ((aiiny).

2. Monaynb 3aBaHTaXeHHs JOKyMeHTIB — (¢paiinis B PK).

Leit Mmomynb BiAMOBIAAE 3a BIAHOBIICHHS paHillle BUBAHTAXKEHUX JOKYMEHTIB (¢aiiniB) 3 PK.
HeoOxigHo BuOpatu ouH mapamerp, 3a SKUM BH OaxkaeTe BiAiOpaTu JTOKYMEHTH, L0 HiUIAraloTh
BIZITHOBJICHHIO.

3. Moayns ontumizarii.

Le#t Mmoxyns mpusHaueHuid ans ontuMizanii bJ] cuctemu «I1J10O».

[Tponiec onTumizanii MOBUHEH BUKOHYBATH TUIbKH aaMiHicTpaTop B/l. ITponec Ontumizamii
€ TPUBAJIUM 32 YAaCOM 1 HOTO pEKOMEHI0BaHO MTPOBOJIUTH Ha BUIbHOI BiJl KopHucTyBauiB b/l cuctemu
«AUJIO». Omepanito mo ontumizanii bJ[ Oinbmie 100(cta) Gb, pekoMeHIOBaHO TIaHYBaTH Ha
BUXI1JHI JHI.

OO60B’s13k0BO  HEOOXIHO NEpPEeBIPUTH HAABHICTH CaMOi OCTAHHBOI pEe3epBHOI KOMii
B/l cucremun «IIJIO». Skmo pesepBHOi Komii HemMae, TO OOOB’SI3KOBO CTBOPUTH i
SIKIIO BM KOPUCTYETECS aBTOMATHYHUM CTBOPEHHSAM pe3epBHUX Komid BJl, To 0060B’s13k0BO
Bigkmrounte el mpouec. fAxmo BJl 3naxoguthes B pexumi «ARCHIVELOG», B mporeci
BUBAaHTaKEHHS, 3aBAaHTAKEHHsS 1 ONTHUMI3allli TeHepYyeThCsl BEIMKMA 00’€M apXiBHHUX KYpHAJiB,
TOMY PEKOMEHIYEThCS CTEKUTH 3a po3MipoM katamory ARCHIVE.
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[Ticns mpomecy BHBaHTaXeHHA JOoKyMeHTIB (daini) 3 BJl HeoOXximHO mpoBecTH
onrtumizaiito. L{g npouenypa 103BOIUTH JepparMeHTYBAaTH TaAOIUUHUIN TIPOCTIp.

Taka omepamis Oyne Ayke KOpUCHa B THX OpraHizalisx, Je€ KOPUCTYBadl penaryroTh
nokymeHTH (daiinn) 6e3nocepennso y b/ cucremu «I1JIO».

[Tporrec Onrtumizaiii MOXHa NPOBOAWTH, HE3AJIEKHO BiA TOTO, MPOBOAWIMCA abo Hi
nporecu BuBantakeHHst a00 3aBaHTa)KEHHS JOKYMEHTIB ((aiiiiB).

4. Monynb NpOTOKOJIFOBAHHS.

Lleit Moaynb aBTOMAaTUYHO peecTpye yci aii mporeciB BuBantaxenns i1 BimHoBrneHHs
JOKYMEHTIB ((aiiiiB).

Y KOXHOMY OKpPEeMOMY IpOTOKOJi 30epiraerbcs iHQoOpmamis, sKa BIIHOCHTHCS
0e3mocepeIHbO 0 KOHKPETHOTO mpoliecy. Yci 3BiTH 30epiratotbes Oesnocepentro y b/l cucremu
«A1JIO». Takoxk € MOKIUBICTD 30€perTi KOKEH 3BIT B OKpeMoMy (aiiii.

BucHoBKM i mepcnekTHBH NoJadblIMX Ppo3podok. CTaTTd NpPUCBIYECHA AaKTyalbHIH
npo6iemi, 3 SIKOI0 CTHKAIOThCS KOPUCTYBaul CUCTEM €JIEKTPOHHOTO JOKYMEHTOOOIry — Iie HecTaya
JIUCKOBOTO MPOCTOPY i 30epeKeHHs TOKYMEHTIB ((aiiiiB), sSIKi CTBOPIOIOTHCS 1 HAKOIMUYYIOTHCS B
mporeci poOOTH 3 CHUCTEMOK EJIEKTPOHHOTO JTOKYMEHTOOOIry. Y poOOTI MpPOBEACHO OTJISI
HaHOUTBI BXKUBAHUX CUCTEM E€JIEKTPOHHOTO JIOKYMEHTOO0O0Iry YKpaiHu.

Amnaui3 rany3i mokasas, 110 JPKEpesaoM MpoOieMH € HaJMIpHE BUKOPUCTaHHS 0a3u JaHUX SIK
CXOBHIIIA JJIS 30BHIMIHIX 1 BHYTPIIIHIX JOKYMEHTIB MiANPHUEMCTB.

Ha mpuxnaai cucremu «{lIJIO», sika 3rifHO 3 NpOBEAEHUM aHANI30M Taily3i Ta OTJSAY
CY4aCHUX CHCTEM JOKYMEHTOOOIry € JIiZIepOM Cepell CUCTEM ENEKTPOHHOI0 JTOKYMEHTO00Iry, 0yIo
3alpONOHOBAaHE BUPILIEHHS 1iel mpoOsemu. Pimenns Oyno 3HaiiieHe B CTBOPEHHI aBTOMAaTHU30BaHO1
CHCTEMH, 3[JaTHOT 3MEHIYBaTH TaOJMYHUN mpocTip cepBepiB cucremu «1JIO», He mopymryroun
BUMOI HOPMAaTUBHUX JOKYMEHTIB 3 JOKYMEHTOOOI'y, 3TiJHO 3 SKMMH JOKYMEHT IOBHHEH
30epiraTucs Ha MiANPUEMCTBI CTPOrO IEBHUMN Yac.

[Tincucrema «Jlino — DB Peopranizatop» pekOMeHAYEThCS 10 BHUKOPHCTAaHHS yciM Oe3
BUKIIIOYEHHS MIANPHEMCTBAM, II0 BHUKOPUCTOBYIOTh «/IIJIO» 1 mo 3iTkHynucs 3 mpobiemoro
nepenoBHioBaHHA bJl. YnpoBa/pkeHHS M€l MiJICUCTEMH JIO3BOJUTH 3a0IAIUTH (PIHAHCH Ha
npua0aHHs TOPOTOro CEPBEPHOTO YCTATKYBaHHS [T 30UIBIICHHS JUCKOBOTO IIPOCTOPY.
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