PEJEPANBHbLI UHCTUTYT
LUNPPOBOU TPAHCPOPMALN
B COEPE OBPA3SOBAHINA

NHCTpyKUMA no paboTte neparora
c cepBucom «Mowu dbannbi»



1. OBIIME CBEJIEHHUS O CEPBUCE «MOU ®AMJIbI»

B cepBuce «Momn ¢aiibl» Ha nnatpopme PriAC «Mos WwKona»
NCMOMb3YeTCA POCCUACKUIA 06M1auHbIi ouc «P7-Odncy», paspaboTaHHbIA Ons
roCylapCTBEHHbIX YUPEXAEHWNIA, B TOM YMCIE YUPEXAEHMIN CUCTEMbI 06pa30BaHUS.
B coctaB 1Cnosib3yemoro peLleHus BXOAAT PefakTopbl TEKCTOBbLIX AOKYMEHTOB,
Tabnmy, M npeseHTauuid, COBMECTMMble CO BCEMMU MOMYNSAPHbLIMU (hopmaTamu,
nnaTgopma A1 COBMECTHOI paboThl.

Takum o06pa3omM, C nomoubo cepsuca «Mow (alinbl» negarornyecKuia
PaboTHMK MOXEeT CO3[aBaTb, XPaHUTb, PefaKTUpPOBaTb AOKYMEHTbI B MPUBLIYHBLIX
A9 Nonb3oBatens opmartax — TEKCTOBble JOKYMEHTbI, Tabnuubl, Npe3eHTauuu.
CepBuc fBnsetcAd 6e3onacHbIM 06/1a4YHbIM  XPaHU/IMLLEM  [aHHbIX W [aeT
nonb3oarteniiM PIrMC «Mos LKo/a» BO3MOXXHOCTb COBMECTHOM paboTbl Haf
AOKyMeHTamu. Mogcmnctema no3BosseT NpefocTaBAaTb 4OCTYN K (arinaM Apyrum
Mo/ib30BaTeNiAM CUCTEMbI, CKauuMBaTb (hai/ibl, HaxoAALMECH Ha BHELUHUX
HOCUTeNsX, 1 (haisibl, LOCTYN K KOTOPLIM NpefocTaB/ieH ApYrMm rnosib30BaTeIsgMu

CUCTEMBI.




2. IOJITOTOBKA K PABOTE B CEPBUCE «MOHU ®AWJIbI»

PaboTa nonb3oBaTensd B cepBuce «Mou [OKYMEHTbI» HauyMHAEeTCAa C
agTopusaumm B ®Ir’MC «Mos wkona». [na 310ro Heo6XOAMMO BbIMOHUTH
cneayoLme aencTens:

— B aflpecHoii  CTPOKe  WHTEpHeT-0603peBaTeNss  BBEAUTE  afIpec:

— HaXXMUTE Ha KONKy «BoNTW», pacnonoXXeHHY B BEPXHEM MPaBoM Yrny;

— BBEAWUTE CBOU YYETHbIE JaHHbIE.

Ecnn ayTeHTU(MKaLMsa nNpoLuna ycrnewHo, Bbl ByaeTe nepeHanpasieHbl Ha
BeO-CTpaHuLy, rae Heobxo4MMO yKasaTb MpPodusb, Nog KOTOPbIM [AOSIKEH ObITb

ocyLecTB/eH Bxog (puc. 1).
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Pucynox 1. Bvibop npoghuns nonvzosamens




C rnaBHOi CTpaHuLbl BXOL B MHTEpeic cepauca «Mou daiifibl» BO3MOXEH
ABYMS crnocobamu:
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3. OIIMCAHUE CTPAHUIIBI «XPAHUJINIIE JTOKYMEHTOB»
CEPBUCA «MOHU ®AMNIBI»

XpaHmnmme JOKYMEHTOB — 3TO MOAY/Mb AN XpaHeHud, MNpPoCcMOoTpa,
PelaKTUPOBaHMS M COBMECTHOM paboTbl Had AOKYMEHTaMM, M306paXKeHMsmMu,
3
n — «Mou Ookymenmwuly — 3TO TMPUBATHOE XpaHWUIuLWEe. Y KaXAaoro
fI0Nb30BaTeNst ecTb 3TOT pa3fgen. B gaHHOM pasgene MOXHO C€O34aBaTb WM
Barpy>Xatb JOKYMEHTbI TO/IbKO A1 NePCOHa/IbHOI0 MCMN0/1Ib30BaHWA,

Hocmynno Ons mews» — 3TOT pasfeNn COAEPXWUT [AOKYMEHTbl, K KOTOPbIM
ponb3oBaTento NpegocTaBnnn 4OCTYN Apyrue nonb3oBaTenu,

Cosmecmuwvili docmyny — B 3TOM pasgenie cofepXarca AOKYMEeHTbl, AOCTyn K
KOTOpPbIM NpeAaocTaB/ieH APYrMM NO/b30BATENSAM;

4

Kopsuna» — pasfen, roe XpaHsTcs BCe YaaneHHble (halinbl, KOTOpble MOXHO
BoCcCcTaHOBUTbL WU/ OKOHYaTE/IbHO YOa/INTb MO3XKeE,

Blocneonue Ooxymenmuvly — 3TOT Pa3fleNn COAEPXKUT AOKYMEHTbl, C KOTOPbIMU
ao/1b30BaTeNb pa60Tan B MocCnegHee BpPeEMA.
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4. OIMCAHUME ONEPAIIMA CEPBUCA «MOHW ®ANJIbI»
(PABOTA C XPAHUW/IMIIIEM JOKYMEHTOB)

4.1. I[OﬁaBJIeHI/Ie, CO31aHME, IPOCMOTP U PEAAKTUPOBAHUEC TOKYMCHTOB

CepBuc «Mow (haiinibl» NO3BONSAET M0/1b30BATENO CO34aBaTb M A06aBNATb
AOKYMEHTbI.

3arpysnThb B CEPBUC MOXHO C/ieAytoLLme TUMbl (aiinos:

e TEKCTOBble JIOKYMEHTHI;

e 3/IEKTPOHHbIE TabMLbl;

e pe3eHTaLuu;

e 1300paXKeHns.

[nsa 3arpyskn (no6aeneHns) taiina Heo6X0AMMO BbIMOMHUTL CRefytoLme
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Pucynox 6. Konmexcmmnoe menro

— B OKHe Aucrietyepa (hailnioB BbIGepUTe (haitNibl, KOTOpble TpebyeTcs
3arpysuTb B XpaHWvWe [OKYMEHTOB, M HaXMUTE KHOMKY «OTKPbITb» WK

nepeMecTuTe B paboyyto 061acTb arin ¢ KomnbloTepa (puc. 7);
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Pucynoxk 7. 3aepyska ¢hatina

B XpaHunuiLe AOKYMEHTOB MOXHO CO3[aBaTb HOBble (haii/ibl UMK Nanku.




[nd co3gaHuns daina HeobX0AMMO BbIMOHUTD CNeaytoLne AencTBUSA:
— OTKPOWTE HYXHbIA pasfen wan nanky, rge Tpebyetcd co3faTb HOBbIM
(hain, BbIGEpMTE COOTBETCTBYHOLLYHO OMLMIO Ha N1eBOM GOKOBOW NaHenu;
— HaXXMUTe KHOMKY «Co34atb» B /IeBOM BepxHeM yrny (puc. 8) n Bbibepute
OfHY U3 CeAyroLLMX OMUWIA:
1) «[OKyMEHT» — /1 CO3[aHNs HOBOIO TEKCTOBOIO AOKYMEHTA;
2) «Tabnuua» — Ana co3faHns HOBOro Tab/IMYHOI0 JOKYMEHTa;
3) «[pe3eHTaUus» — NS Co34aHUst HOBOW Npe3eHTauum;

4) «[Manka» — Ans co3aaHns HOBOW Nanku;

B Ookyment
Taénuua

lNpeseHTaymA

HoBasa nanka

3arpysuTb dain

1 Kob3uHa

Pucynox 8. Cozoanue aiina

— BBeAWTE MM (halina uan nanku B COOTBETCTBYIOLLEM MOJiE U HOXKMUTE
«COXpaHUTb».

Ilpocmomp u  pedaxmuposanue TEKCTOBbIX [OKYMEHTOB, Tab/IMUHbIX
LOOKYMEHTOB U Mpe3eHTauuin Nosb30BaTe/lb MOXET OCYLLECTBNATb NOCPEACTBOM
PefakTopoB AOKYMEHTOB. [l MosydeHUss MOAPOGHONA CnpaBku O (PYHKUMOHae
pefaKTopoB HeOO6X0AMMO 06paTUTLCA K pasaeny 4.2 HaCTOALWEN MHCTPYKLNN.

Ecnv y nonb3oBatens HeT npaB Ha PefakTMpOBaHWE OOKYMeHTa, TO npu
Ha)kaTuy Ha ero HasBaHWe [OKYMEHT OTKPOEeTCH B COOTBETCTBYIOLLEM pefakTope

B PEXMME NPOCMOTpA.




B pexume npocMoTpa nNpeanaraloTcs  CTaHAapTHblE  WHCTPYMEHTHI,
NO3BOMISIOLLME YBENNUUTL WM YMEHbLUMTbL MacliTab (haiinoB, HaCTPOUTb WX

pasMep, NePexoanTb MO CTPaHULAM, CKayaTb UK pacrneyartatb UX.

4.2. YnpaBJjeHue J0KyMeHTaMHU

4.2.1. CopTHPOBKA 1OKYMEHTOB

YTOObI ObICTPO HANTU HYXXHbIA JOKYMEHT, BOCMO/Mb3YWTECH COPTUPOBKOM
[NOKYMEHTOB, pacro/ioXKeHHOW Haf, ClUCKOM AOKYMEHTOB.

[MapameTpbl COPTUPOBKM (pUc. 9):

— «Ha3BaHue;

— «ABTOp»;

— «l/13MeHeH»;

— «Pa3mep thaina».
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Pucynok 9. Illapamempui copmupoexu

[ns COPTMPOBKM AOKYMEHTOB HaBeAuTe KypCOp Ha HYXXHbIA MapameTp

COPTMPOBKU 1 HAXKMUTE Ha Hero uau Ha kHonky T

4.2.2. Ilonck 10OKYMEHTOB

[na noncka AOKYMEHTa NOJ/Ib30BaTeHO HGO6XO,CI|I/IMO BBECTN B MNMONUCKOBYHO
CTPOKY Ha3BaHME AOKYMEHTa NMOJIHOCTbKO UK YaCTb Ha3BaHUA N HaXKaTb KnaBULLY
Enter, 4To6bl 0TOGPA3NNNCHL HallleHHble aneMeHThbl (puc. 10). Pe3ynbTaThbl Moucka
MO>XHO COPTMPOBaTh MO NMapaMeTpam:

o «Has3BaHue,;
e «ABTOpP»;

e «l/I3MeHeH» (gaTa MOCNeAHEro U3MeHeHNS);




o «Pa3vep (harina.
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Pucynox 10. Ilouck doxymenma

4.2.3. leiicTBHS C TOKYMEHTAMH

[ns Bblbopa AencTBUSA C (hainlom Mosb30BaTelb HAXOAUT HY)XKHbIA JOKYMEHT
M ONUMIO B KOHTEKCTHOM MEHK0. [OCTyn Mo/b30BaTeNnsi K KOHTEKCTHOMY MEHHO
MOXET OCYLLECTBMATLCS ABYMS Crocobamu:

— Ha)XaTviem NpaBoii KHOMKM MblLLW MO Ha3BaHWIO AoKyMeHTa (puc. 11);
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Pucynox 11. Konmexcmnoe mento. 1-ui cnocob evizoea

— HaXaTMeM Ha 3HauoK (punc.12).
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Pucynok 12. Konmexcmuoe menro. 2-ii cnoco6 6vl306a

C LLOKyMeHTamu MOXXHO BbIMOJIHUTbL CeaytoLlme feinctems (puc. 13):

— OTKPbITb JOKYMEHT 4115 paboTbl C HAM,;

— HaCTpOUTb AOCTYM K JOKYMEHTY 419 ApYrUX Mo/b30BaTenNel;

— KOMUPOBaTb  BHELUHIOW  CCbIIKY 4719 NPeAocTaB/eHus  JOoCTyna
K LOKYMEHTY;

— KOMWPOBaTb JOKYMEHT B ApYryHO Manky noLcuUCTeMbl;

— MNepeMecTUTb B [PYryro Narky BHYTPY XpaHWUIMLLA [OKYMEHTOB, yKa3aB
Ha3BaHMWe nanku;

— [y6bnuposarthb (co3haTb KOMNMKO) BHYTPW OAHOMN 1 TOI XKe nanku;

— [06aBnTbL KONWIO LOKYMeHTa B pasgen «3bpaHHoe,

— MNeperMMeHOoBaTb JOKYMEHT;

— NPOCMOTPETb UCTOPUIO Bepcuii paboTbl C JOKYMEHTOM,;

— 3abnokupoBath (hailn 4N JasibHEerLWero pefakTUpPOBaHUA — ApYrMMum
M0/1b30BaTe/IIMN C COOTBETCTBYHOLLMMY NPaBamn Ha peakTMPOBaHUE;

— CKayaTb B UICXO4HOM (hOpMaTe Ha XXECTKMIN ANCK KOMMNbIOTEPa,;

— CKayaTb JOKYMEHT B OJHOM U3 BO3MOXHbIX (hOPMaTOB;

— yoanuTb AOKYMEHT, MepeMecTvB ero B pasgen «KopsvHa» xpaHunuiwia

AOKYMEHTOB.
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Pucynok 13. Konmexcmuoe merio

4.2.4. TllpenocraBieHue 10CTYyNA K JOKYMEHTY

BTKPbITb JOKYMEHT,
U — HaCTPOUTb AOCTYN APYrmnx Nonb30BaTeNen K OOKYMEHTY,
n — [06aBUTb B N306PaHHOE;
0 — MOMETUTb KaK MPOCMOTPEHHOE;
H  — ckauaTb JJOKYMEHT.
a
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YT06bl MMETb BO3MOXHOCTb NPeA0CTaBMTb AOCTYN K (haiinly, N0Nb30BaTe/o
HeobXxo4nMo:

— B pasgene «CoBMECTHbIA JOCTYN» BbIOpaThb (haiis;

— OTKPbITb KOHTEKCTHOE MEHIO (haiina;

— BblOpaTbh «HacTpoiika gocTtynax;

— nepefBUHYTb NepekntoYvaTenb «BHELWHMIA 4OCTYN».

[ns npegoctaBneHus [OCTyna K AOKYMEHTY MO CCbl/IKE MOMb30BaTe b
C NOMOLLbKO KOHTEKCTHOr0 MeHt (puc. 15) MOXeT onpefgenmtb Tun AOCTyNa,
BbIGpaB 13 CNMCKa:

«Ymenuey» — [aHHbIA TUN JOCTYNa K AOKYMEHTY AacT BO3MOXKHOCTb APYrm
Nob30BaTeNSAM UCMO0/b30BaThb (aiin TONbKO A/t YTEHMS.

«3anucvy — AaHHbIA TUN AOCTYNA K AOKYMEHTY AacT BO3MOXHOCTb ApYrnmM
nonb3oBaTeNsaM pefakT1poBaTh (aiin.

«Kommenmupoeanue» — [aHHbIA TUN [JoOCTyna K AOKYMEHTY [acT

BO3MOYXHOCTb JpYTr1MM M0/Mb30BaTeNsiM KOMMEHTPOBATb (haiin.

Jocryn - a.pptx

Nonsacsarenn noprana & Nobaswrs 00 KotwposaTy
& Neparor 785494 - BAsnensy
Brewrinh gocTyn » 00 Korcwpooats
[ Ornpaners ysemomnerne
< AN DCEX y KOO 6CTH CoBMNa -
Hrenune
Janncsy

KOMMENTAROOANAE

Pucynox 15. Hacmpoiika muna oocmyna
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4.3. Paznen «CnpaBka» poccuiickoro 06;1a4noro opuca «P7-Oduc»

Mpy OTKPLITUN JOKYMEHTOB B cepBuce «Mow (haitnibl» Ans pefakTMpoBaHus
nonb3oBaTeNlb MOXKET NOAPO6HEe MO3HAKOMUTLCS C BO3MOXHOCTAMM pefakTopa
AOKYMEHTOB. [19 3TOro BO BKMagke «®aiifi» B BEPXHEN NaHenm WUHCTPYMEHTOB
Heob6XxoaMMo nepeliT B pasfgen «Cnpaska». [losBUTCS WHTepdeic pasgena

«CnpaBKa», COAepXKallniA MOAPOBGHYD  MH(OPMaUMI0 O  PefaKTUPOBaHUM

[AOKYMEHTOB pasHbix popmatos (puc. 16-18).

MOR WKoNG

Tnasan

3arpuiTe Mewso MnTepdeiic nporpammul

Towck
3HaKOMCTED C NONs30BATENSCOIM Bknagka Masxas
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G Seraes dain KaK CTIMAHWE  L{BETOBLIE CXEMbI
Mewats OKHO OHNAIH-PEAAKTOPA 1OKYMEHTOB.
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Pucynox 16. Humepdgetic pazoena «Cnpasxka» 0151 mexcmogo2o 00KymMeHma

MOS WKoNna = Tabnmya xisx TonoseHxuH Cemen

Tnassan  Bcraska  Maser  Qopuyna  [lamwse  CoopwanTabnuuya  CoBwecanpabora  [pencramnesse  Mnandet

3aKpbITh MEHIO WnTepdeic nporpammel Iowcx
Bknagka MasHas
3HAKOMCTBO C N10NLI0BATENCKMM

HTEpdericom penakTopa Brnaska MnasHan NPM OTKPBITY i TaBnuLEL. OHa NO3BONSRET (POPMATHDOBATE AUETIKN # AHHEIE B HX, NPAMEHATL (DUNLTDS!
anexTpoHHLX TG BCTABNATS GywKLMM. 3nece gy qocwnnm HEKOTOPLIE APYTUE ONLMK, TAKHE KaK L{BETOBEIE CXEMBI, (DYHKIA BOPMATHPOBATS KaK WAGNOK TaBNMuL! 1 T4
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Pucynok 17. Hnmepgpetic pazoena «Cnpasxay onsa mabauy
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Brnaaxa Mnaswan no pM OTKpBITIN OHa N038ONAET 3aTH OCHOBHLIE NADIMETPH CNARAA, OPMATHPOBATS TEXCT, BCTABNATL
HEKOTOPbIe OBEXTb, BIPABHNBATS 1 PACTIONArTL WX & ONPEAENEHHOM NOPAAKE

ORHO OHRAMH-PEAAKTOPa NPE3eHTALIN

A P1OOC " p - .

Bossa  Cossscriam pabora  Mnanwas

N el L L M -

OKrHO AECKTONHOTD PEAAKTOPa NPEsEHTALMA

#9700nC | B fovoram | [ roecprsim S TN = e 2|
T ——r—,

Comectun pafiors e

o B © *

* % . E S Hagwes  Vootpavene -+ Swripa~ | v

C NOMOLSHO ITOR BKNAAKH B MOKETE BLINONHUTY CNBAYIOLIME ASHCTBHA

* ynpasnaTe

A0EM W 1

T BHYTH nons,

* BCTABNATL TEXCTOAKIE NOf

Kerus

b OOBEXTH Ha cnaiige,

hopMaTHPOBaHWE TEKCTa,

Pucynox 18. Humepdgetic pazoena «Cnpasxa» 015 npezenmayutl
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