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AHHOTAIIUA
K JIOIOJTHHTEIbHOI mpodeccHoOHATLHOM MporpaMMe NoBbIM eHNs KBaTHGUKAIIAT
«CrnenuaJucT 10 HACTPOIKe CHCTEMBbI YIIPABJCHHS KAJPOBLIMH IIPOIECCAMH, JOKYMEHTAMH,
cepsucamu Directum HR Proy

Moayasb 1. OcHoBbl padotsl B HR Pro

Tema 1. Tepmunosiorusi. Hopmatusaoe perymposanue K910

JlekyuonHble 3aHAMUA:

KanpoBslit 511eKTpOHHBIT ToKyMeHT0000poT. HopmarusHas 6a3a. [Topsnok BBenenns KOJ1O.
DNeKTpOHHAs MOMIKCh. Bumbl anekTporHbix noamuceit. Ocobernoctu mpumererus Ol B KOJO.
Pexomenparuu mo ucnosb3oBanuio Ol B Directum HR Pro. JlonroBpemeHHOE XpaHeHHE KaJApPOBBIX
JoKyMeHTOB.  YcoBepmeHcTtBoBanne OIl.  «IlepemrrammoBka»  OIl. MammuHounTaeMas
JIOBEpEHHOCTB.

Tema 2. O630p Bo3moxknocTeil Directum HR Pro. xocucrema pemennii.

JleKyuoHHble 3aHAMUA:

Okocucrema pemennii Directum HR Rro. Pemenme Kanpossni OJ1O. [pyrue pereHus
skocucteMbl Directum HR Pro. HR Pro - umnopronesaBucumas pa3paboTka.

IIpakmuueckue 3aHAMUA:

JInunenit kaburer. Materpamus HR Pro ¢ nHbOpMaimoRHEIMU cHCTEMaMy OpraHU3alkH.

Tema 3. OcHoBsI pa6oThl B Directum RX

Jlekyuonnsle 3aHAMUA:

Cnpagka.

OcHOBBI paboOTBI C JOKyMEHTaMH. OJEKTPOHHBIA JOKyMeHT. KapTrouka IOOKyMeHTa.
Conepxxumoe HoKyMeHTa. BeO-arenT.

OcHOBEI paboTHI ¢ 3a1a4aMy U 3aJaHUsSIM. 3aiada. ThIbl 3a1a4.

IIpakmuueckue 3anamusn:

Hauano u 3asepmenne paborsl. Bxonm B cucremy. CMeHa mapoissi. BeIXOI U3 CHCTEMBL
Uartepdeiic mpoBoauuka cuctembl. Ilanens HaBuranuu. Ilamxkm. Moxymu. Crmcku. Hactporika
BHEIIHETO BUa ciiucka. PaboTa co criucKoM.

Cosnanue mokyMeHTa. Bepcuu noxymeHTa.

Cospnanue 3anaud. Bemonnenue 3ananus. [louck.

Tema 4. PaboTa ¢ KaApOBbIMH 3JIEKTPOHHBIMH JOKYMEHTAMH

JlexkuyuonHble 3aHAMUA:

TumoBoi mopsIOK paboTHI C KaJpOBBIM JIEKTPOHHBIM JOKYMEHTOM.

Kanais! undopmMupoBanus coTpyaHuKa. Hapymenue cpoka 03HaKOMJICHUS.

Ilpakmuueckue 3anamusn:

Cosnanue kaaposoro cobsrrust B 1C: 3VII u ormpaBka KajgpoBoro qokymenta B HR Pro.
[Tommucanue nokymenTa pykosomureiem B HR Pro. Jlopabotka nokymenTa. OTKa3 B MOAIMCAHHH
pykoBojuteneM. OTipaBka Ha JopaboTKy. OTKa3 B [MOIACaHUH.

O3HakOMJIEHHE C JOKYMEHTOM B 3JIEKTpOHHOM Bupae. Pabora corpynumka B JImgHoM
kabureTte. [Toamuck 06 o3HakoMieHnn. OTKa3 OT 03HAKOMIICHHUS.
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O3nakomiieHHE C JOKyMeHTOM B OymakHoM Buje. O3HaKOMJICHHE COTPYJHHKOB, HE
OJIKIIIOYeHHBIX K JImunoMy kabuueTy. O3HaKOMIICHHE COTPYIHHKOB, HE BIITOJIHUBIINX 33/JaHHE B
CPOK.

OO6paboTKa OTKa30B OT O3HAaKOMJICHWs W/wmu moamucadus. OTmpaBKka Ha IIOBTOPHOE
o3HakomJieHrne. CocTaBiieHHe aKkTa 00 0TKa3e OT 03HAKOMJICHHS.

KonTponms cocrosHus JokymeHTa. 3aBepimienue ob6pabotku. Otuer «KoHTposb
03HAKOMJICHHS ¥ IIONIACaHUS TOKYMEHTOBY. JIucT o3HakoMieHusA. KOHTpOIb COCTOSHUS TOKYMEHTa
B 1C: 3VII. Otuer «KOHTpOIb 03HAKOMIIEHHS WM IIOAIMCAaHHS JOKyMEHTOB». PeecTp KaIpoBBIX
JOKyMEHTOB. 3aBepIeHre 00paboTKH JOKyMeHTa

Tema 5. PaboTa ¢ JIoKaIbHBIMH HOPMATHBHBIMH aKTaMH

JlekyuoHHble 3aHAMUA: :

TunoBoii nopsamok paboThI ¢ JIOKATbHBIMH HOPMaTHBHBIMH aKTaMHU.

ITpaxmuueckue 3anamusn:

Cosnanue u yteepxaenue JIHA. Ocobernnoctu pabotsl ¢ JIHA, panee nmoamuicanHOro Ha
oymare. O3nakomiienue ¢ JIHA. 3amonHeHne y4aCTHHKOB 33[1a4dl HAa O3HAKOMIICHHE C IIOMOIIBIO
cnrcKoB ydacTHHKOB. OcobenHocT pabothl ¢ JIHA, BBoIMMBIMY B IEHCTBHE OT/IENBHBIM IIPHKA30M.
Co3znanne cnrckoB JIHA. BapuanTs! 1cmionb30BaHUs HACTPOEHHBIX cIMCKOB JIHA.

Tema 6. I[logxmouenne Tekymux coTpyagHukos k K910

JlekyuonHble 3aHAMUA:

Bapmant 1 (6a30Beit) - Ilogkmouenume kx KOJIO ¢ HCIONB30BaHMEM 3JIEKTPOHHBIX
NOKYMEHTOB H MPOCTOH 3JeKTpoHHOM mnoxmuch. Bapmant 2 - Ilomkmouenme x KOJIO ¢
HCITOJIb30BaHHEM OyMaXHBIX JOKYMEHTOB. IIopsiok IeHCTBHH IIPH NOAKIIOYEHHH COTPYIHHKA K
JImunoMy xaOWHETY.

IlIpakmuueckue 3anamus:

Heticteus 8 HR Pro. OtmpaBka coTpyIHUKY IpurianmeHus B JInuHbIH kaOuHET.

Hetictug B JInunoMm kabumuere. Permcrpanus cotpyanuka B JIK. Bemryck cepruduxara
YHOII. INoamucanue cornacus Ha KOJ10.

KonTpons moakimouenus cotpyxauko k JIK. MaccoBoe nopkimogenne corpyaHukoB k JIK.
Bpemennoe otkirouenue cotpyxauka ot JIK. IToBTopHsIi BeIIyck cepTrdukara YHIIL

Tema 7. Ilpuem HOBOI0 COTPYAHHKA

JlekyuonHble 3aHAMUA:

I[TpaBoBbie HOpMEL ITocien0BaTeIPHOCTE IIAr0B IIPH IIpHeMe Ha paboTy.

Ilpakmuueckue 3anamun:

Cospanve kagmuaarta. IlogxkimoueHHe K JUYHOMY KaOwHeTy. Perumctpamus kanauaara B
auuHOM Kabuuere. [IpemocraBiieHMe ¥ IpoBepka JOKYMEHTOB I TPYJIOyCTPOMCTBA.
[Mpucoenunenne kagmunara kK KOJO. Bemryck YHOII. Otnpaska Ha mognucaHue JOKYMEHTOB IS
TpyAoycTpolicTBa. Iloanmcanme TpPYZOBOTO JOroBOpa M IpHKa3a O IIpgeMe Ha pabory
pykoBomutTeneM. JlopaOGoTKa IOKYMEHTOB [UIS TpyHOycTpoiicTBa. (O3HaKOMIIEHHE HOBOTO
COTPYIOHHKA C JOKYMEHTaMH JUis mpuema. [loamucaHue TpyZOBOTO IOroBOpa. 3aBepIICHHE
TpypoycTpoiicta. [Ipexparnenue TpynoycTpoiicTBa. TpynoycTpoHCTBO 63 HCIIONBE30BaHUA MOTY IS
«IIpuem Ha paboTy».

Tema 8. IlepeBon, mepemMenieHne, yBoJibHeHHE COTPYAHHKOB. M3MeHeHHMe JaHHBIX O
COTPYAHHKAX

IlIpakmuueckue 3aHAMUA:

V3MeHeHne TaHHBIX COTpyIHUKA. [lepeBon 1 nepeMemeHHe COTPYIHHUKOB.

OdopmiieHre COBMECTUTENhCTBA B Hammx opraHusanusax. Co3fgaHue COTpyIHHKA —
coBmectutens. lloaxmouenue coBmecturened kK JIK. OcobGemnoctu otkimouenue oT JIK
COTPYIHHKOB-coBMecTHTeNeH. 3amernenne coBMectuteneii B HR Pro.
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YBoNbHEHHE COTPYIHUKA. J[eACTBHS ITepe ]l OTKIIFOYCHHUEM YBOJIBHSIOIIEr0Cs COTPY AHUKA OT
Jlmaroro kabwnera. OTKIIIOYeHHE coTpyaHMKa OT Jlmunoro kabuuera u HR Pro mpu yBoibHEHHH.
[IpenocraBieHue YBOIBHSIOMEMYCSI COTPYAHUKY 3JIEKTPOHHBIX KaJpOBBIX JOKYMEHTOB. BhIrpyska
SJIEKTPOHHBIX JOKyMeHTOB. OOpa0oTka BBITPY3KHM 3JIEKTPOHHBIX IOKyMEHTOB. lcmpaBieHue
OIIIOOK BBITPY3KHU JIEKTPOHHBIX JOKYMEHTOB.

Tema 9. PabGoTa ¢ 3asBIeHUSIMHA

Ilpakmuueckue 3anamua:

Odopmitenne 3asBieHns coTpyIHIKOM B JInunom xabunere. OTciexuBaHue craryca pabot
1o 3asBieHUIO B JInunoM kabuuere. VicmonHeHune paboT IO 3asBIEHHIO. 3aBepLICeHHE 00paboTKu
3asBieHus. CoriacoBaHue 3asBICHUN. 3asBICHUS CO CIIOXHBIM IOpsakoM oOpabortku. I[Tpouee
3asBJICHUE.

Moayasb 2. HacTpoiika npoieccoB M opraau3anuoHHoi crpyKTypbl B HR Pro
Tema 1. O630p 3TanoB HacTpoiiku Directum HR Pro
JlekyuonHsie 3aHamu:
JlelficTBHSI, BBIIOJIHSIEMBIE aIMUHUCTPATOPOM. JI€HCTBUS, BHIIOIHIEMBIE CIIEIUAIIMCTOM II0
pabote ¢ mepcoraioM. [1oIroToBKa K MHTETpallly C IPUII0XKEHUEM [ ocKkimroy.

Tema 2. Hactpoiika opranm3anuoHHoi cTpykrypbl. Cuaxponmsamnus ¢ 1C:3VII

JlekyuonHble 3aHAMUA:

Hcnons3oBanue pacmmpenus s 1C:3VIL. Cxema paboThl 1 IiepeiaBaeMbIe TaHHEIE.

Ilpakmuueckue 3anamua:

VYcranoBka pacmupenust. Hactpoiika npas nons3zoBateneil 1C. Hactpoiika pacmupeHus.

CHHXpOHHU3AIUS OPraHU3alMOHHONW CTPYKTYphl. Ilopsnok mepBUYHONW CHHXPOHU3ALWU
OpraHU3aMOHHON CTPYKTYphl. OOpaboTka OMUOOK CHHXPOHU3AIIH.

Co3manue HOBO#M opramm3amuu. Co3manue mnoapaszgeneHud. Co3gaHue INTAaTHOIO
pacnucanus. [lepBudHas CHHXpOHU3ALNNS JaHHBIX.

OTnoxxeHHas CHHXpOHU3AIMS TaHHBIX. CHHXPOHM3ALKs B HECKOJIBKHUX ITIOTOKAX.

Co3zmanue coTpyIHUKOB HOBOI OpraHu3aiiy. 3arnoJHEHHE PyKOBOIUTEIEH.

Ocob6ennoctu padotsl B HR Pro mpu coBMmemenun nomxHocTeil. OrpaHundeHre BUIUMOCTH

OpPTCTPYKTYPHI.

Tema 3. Hactpoiika moxyns «Kaaposbiid 310»

Ilpakmuueckue 3anamusn:

[Tonxmouenue k cepBucam JIK. HacTtpoiiku B kaprouke Hameil opranusanuu. HacTponku
JIOTUPOBAHMUS U OIIOBEIIECHUS COTPY IHUKOB.

Hactpoiika poieit. [Tpenonpenenennpie posu. Pomm mms pabotel ¢ moaynem «KaapoBbli
S0».

Hactpoiika BbIrpy3ku 1IokyMeHTOB. CrpaBounHuk «Omepanuyd ¢ JOKYMEHTaMH L
BEITPY3KHY.

Hactpoiika ¢honOBBIX porieccoB. OcHoBHEIE (poHOBEIE mporiecckl HR Pro.

Tema 4. HacTpoiika BHI0B JOKYMEHTOB

Ilpakmuueckue 3anamus:

Bunaer nokymenToB. [1a6nonsr nokymenToB. HacTpoiika Bu1oB JoKyMeHTOB. COOTBETCTBHE
megaTHbIX Gopm 1C:3VII u BunoB qokymenToB HR Pro. Ilopsimok HacTpoiiku COOTBETCTBHS.

Tema 5. Hactpoiika npas noanucu, ceprupuxkatoB YKIII YcoBepmencrsoBanue 11

IIpakmuueckue 3aHAMUA:

Hactpoiika cepruduxaror YKIII u npaB mognucy ajs pyKOBOIUTENEH, IOIIHCHIBAIOIIAX
JTOKyMeHTHL. Bepubukarnus 3JeKTpOHHBIX Homucel. Y coBeprneHcTBoBanue 1.
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Tema 6. Hactpoiika moayns «OTmycka»

Ilpakmuueckue 3anamun:

Hactpoiixa oTIyckoB B KapTouke Hamel opranu3anuu. CHHXpoHH3anus oTmyckoB. Cxema
paboTel U nepenaBaeMble qaHHbIe. HacTpoiika uHTerpanuu. [leppudnas CHHXpOHU3AIUs OTITY CKOB.
O6paboTrka ommbok cuHXpoHu3anuu. CHHXpOHM3AIUS NAHHBIX IO OTIyCKaM IIpH JalbHeHInen
pabote B cucteMme. Posmu 1yt pabotel ¢ mogyneM «OTiryckay.

Hactpoliika BHIOB JOKYMEHTOB II0 OTIIyCKaM. Buisl ToKkyMeHTOB 1o otiryckaMm. Hacrtpoiika
a0bJI0HOB TOKYMEHTOB I10 OTILyCKaM.

@DoHOBBIE ITPOIECCHI A paboThI MOAY I « OTIyCKay.

Tema 7. Ilpoune HacTpoiiku

JIekyuonHble 3aHAMUA:

VYyernele 3anucu. HeumHrepakTuBHBIE HOIB30BaTend. OCOOEHHOCTH pabOTHI ¢ YYETHBIMH
3alMCsIMH HEMHTEPAKTUBHBIX I10JIb30BaTeNel. JleficTBrs aqMuHICTpaTOpa MPH N3MEHEHHH JOCTyTIa
COTpyIHHMKa K KaJpOBEIM cepBUcaM (BEO-KIUEHT W/WiM JU4YHBI KabuHeT). CiyxeOHbIe
nosb3oBatenu. Kanennapu pabodero BpeMeHu. YacTHbIE KalleHAapu pabodero BpeMeHH.

Tema 8. Hactpoiika 6u3Hec-mponeccoB

JlekyuonHnsle 3aHamuA:

No-code B Directum HR Pro. BapuanTtsr mporeccoB. Cxema BapuanTa mpoiecca. OCHOBHBIE
THUIIBI GJIOKOB, UCIOJIB3YeMBIX Ha cxeme. OKHO penakropa cxeMbl. bubmmoreka 6mokoB. HacTpoiiku
6mokxoB. HacTpoiika mepexomoB Mexmy Omokamu. HacTpoiika mepexo 0B ¢ HCIIOIb30BaHHEM
IIPUOPUTETA PE3YIIbTaTa BHITIOJTHEHHUS.

Tema 9. Coznanue 6usnec-mponecca. Ilpocras 3agaya HR Pro

Jlekyuonnvie 3anamu:

[Ipocras 3amaua HR Pro. BapuanT npornecca « MupopmupoBanme coTpyIHHKOBY». BapuaHt
nponecca «OTnpaBka 3agaHuil OAHOBPEMEHHOY». BapuanT nporecca « OTmpaBka 3agaHuil Apyr 3a
JIPYTOM.

Ilpakmuueckue 3anamus:

Coznanme BapuaHTa Ipolecca. BorauciiseMble BRIpaXeHMsI.

Tema 10. Hactpoiika cxembl OH3Hec-mponecca

Jlekyuonnvie 3aHAmMuUA:

ITopsimox HacTpoMKH cxeMbl. Banumanus cXeMsl.

ITpakmuueckue 3anamua:

JHo6asnenue 610xoB. Hactpoiika nepexonos. biok «YcioBue». Hactpoiika cBocTB GI10KOB.
[ITabnonsr ctpok. Hactpoiiku wucnomaurenedi. Hacrpolika cpoxoB. HacTpoiika pe3yibTaToB
BBINIOTHEHUs 3a1anus. [Ipoune HacTpoiiku. Hactpoiika BioxxeHuii. IIpoBepka cxeMsl.

Tema 11. Berunciiambie postn. @yHknuu BeipaskeHuii. [lapamerpsl nponeccos

Jlekyuonnvie 3aHAmMUA:

DyHKIHH TS HACTPOMKHU BRIYUCIIIEMBIX BEIpakeHUH. [Ipumep ucnonb3oBanus pynxnuit HR
Pro. Beruucnsiemsre poiu. [Ipumep ucmonbp30Banus BerAucisseMoit poiu. [lapaMeTpsl mpomeccos.

Tema 12. Ocob6ennoctn 3axad HR Pro. 3agaya Ha 00paboTKy JOKYMEHTOB, CBSI3aHHBIX
¢ paboToii

JleKyuoHHbvle 3aHAMUA:

CocTosiHHS KaJIpoBBIX 3aja4. Vcrnoap30BaHre COCTOSHUM 3a1ay.

bubnmoreka 61008 HR Pro. bioku Moy « O6mue xkomnoneHTs! HR Pro». bioku Moy s
«Kanposerit 3/10». broku Moy « KOHHEKTOD K yYETHBIM CHCTEMAM.
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Touku BeI30Ba 3a1a4. Vcmob30BaHe TOYEK BHI30BA.
Tumer 3anaq HR Pro. 3amaga Ha 06paboTKy HOKyMEHTOB, CBS3aHHBIX C paboToi. BapuaHTh
MPOIIECCOB IO YMOIYaHUIO. PekoMEHIaMy 0 HACTPOHKe BApHAHTOB IIPOLIECCOB.

Tema 13. Hactpolika 3asgBaenmnii. [I1a610HbI 3asiBIeHAi 1151 THYHOT0 KaOHHeTa

JlekyuonHnble 3aHAMUA:

Vmnopt  cranmapTHBIX 3asBneHmii. HacTpoiika crammapTHeIx 3asBnemmit. HacTpoiika
COOCTBEHHBIX 3asBIICHHUI.

Iopsimok co3anus ¥ HACTPOUKH HOBOTO 3asBJICHUS.

Ilpakmuueckue 3anamus:

Coznanne Buna poxymenrta. Coznanue maGona 3assiuenus mi Directum RX. Cosmanue
ma6iiona st JImgaoro kabuHera.

Tema 14. HacTpoiika mapamMeTpoB 3asiBJIeHHs

Ilpakmuueckue 3anamus:

Coznanme Hactpoiiku 3asBienus. Ctpykrypa JSON-¢aitna. Cexrus parameters. Twmsl
napameTpoB. Cexnus form.

Tema 15. 3aga4ya Ha paccMoTpeHHe 3aIBJIEHHI COTPYIHHKOB

Jlekyuonnsvie 3aHamuUA:

Bapuant npornecca no ymorganuio. biok «CornacoBanue qoKyMeHTOBY. biok «Vcronnenue
paboT 1o 3aIBICHUION.

Ilpakmuueckue 3anamun:

Hacrpoiika coGCTBEHHOT0 BapraHTa Iporiecca. PekoMeHIaImu o HacTpOiKe COOCTBEHHBIX
BApUAHTOB MPOIECCOB.

Tema 16. Hactpoiika uatepdeiica

JlekyuonHsle 3anamusn:

Hacrpoiixa mnpoBomuuka. IlpencraBmenuss mpoBogHuka. [IpefcTaBieHus MOLIYJIEH.
Hacrpoiika kaprouku. HacTpoiika CIIHCKOB 3aIiCei.

Tema 17. HacTpoiika u ynpasJjieHHe mpaBaMH J0CTyna

Jlekyuonnsie 3anamus:

Tuner npas poctyma. IIpuopurer mpaB. CrocoObl Ha3HAYEHWS W YIIPaBJICHHUS MpaBaMu
nocryna. Py4ynas Belada mpaB. ABToMaTH4ecKasl Bbiiada mpas. HacTpoiika mpas ocTyma B Gu3Hec-
nponeccax. biok «Hacrpoiika mpaB noctynay. biok «Beinada nmpaB Ha IPpOCMOTpP JOKYMEHTOBY.
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