AHHOTAIIASL \§ B % |
K JOIOJTHHTEIbHOI podeccHOHATBHOMH IPOrpaMMe NOBbIM €HHS Knamannn
«Benymmuii moJb30BaTeJb CHCTEMBI YIIPABJEHHS KAJIPOBLIMHU IPOILECCAMM, JOKYMEHTAMH,
cepsucamu Directum HR Pro»

Moayas «OcHoBbl pa6oThl B Directum HR Pro»

Tema 1. TepmunoJtorus. HopmarusHoe peryanposanue K910

JlekyuonHsle 3aHAMUA:

KaipoBEIii 51eKTpOHHBIA T0KyMeHT0060p0T. HopMartuBHas 6a3a. [lopsamok Beenenus KI/10.
DIIeKTpOHHAS TOAMUCH. Bupl onekTporHsix nommuceit. Ocobernnoct mpumenenus OI1 8 KOJIO.
Pexomennanuu 1o ucnoiask3osanuio D11 B Directum HR Pro. JlonroBpeMenHO€e XpaHeHHE KaAPOBBIX
mokyMeHTOB.  YcosepmienctBoBanme  OII.  «IlepemrammoBka»  OIl.  Mamunovnracmas
JIOBEPEHHOCTb.

Tema 2. O630p BosmoxuocTeii Directum HR Pro. Oxocucrema pemenuii.

JIeKyuoHHble 3aHAMUA:

Dxocucrema pemenuii Directum HR Rro. Pemenne Kanposeni 5/10. [lpyrue pemreHus
skocuctems! Directum HR Pro. HR Pro - ummoproHe3aBucuMas pa3paboTKa.

IIpakmuueckue 3aHAMUA:

JInuneni kabuner. Marerpartus HR Pro ¢ nHbOpMaMOHHEIME CHCTEMAaM# OpraHU3aIuH.

Tema 3. OcuoBbI padoTsl B Directum RX

JlekyuonHble 3aHAMUA:

Crnpaska.

OcHOBBI paboOTHI C IOKYMEHTaMu. OJCKTPOHHBIM JOKymeHT. Kaprouka MOKyMeHTa.
Conepxumoe 10KyMeHTa. Be6-arenT.

OcHOBEI paboTHI C 33/1a4aMy U 3alaHusIM. 3aqa4a. THIls! 3a1a4.

Ilpaxmuueckue 3aHamuA:

Hauano u 3aBepmenue paboThl. Bxon B cucteMy. CMena mapois. Bbixon u3 CHCTEMBL
Untepdeiic npoomuuka cuctembl. [laHens HaBuramu. Ilamkm. Momymu. Crmcku. Hactpoiika
BHEIIHETO BHJa crrcka. PaboTa co CIIMCKOM.

Cosganue noKyMeHTa. Bepcuu noKyMeHTa.

Co3snanue 3anaun. Bemonaenue 3aganus. [louck.

Tema 4. PaGoTa ¢ KaApOBbIMH 3JI€KTPOHHLIMH I0KYMEHTAMH

JlekuyuonHble 3aHAMUA:

THIIOBOM MOPSIOK PabOTHI ¢ KaAPOBBIM 3JIEKTPOHHBIM IOKYMEHTOM.

Kanaine! uadopmMupoBaHus coTpyaHrKa. Hapyienune cpoka 03HaKOMJICHH.

Ilpakmuueckue 3aHAMUA:

Coznanne kagposoro coberrust B 1C: 3VII u ormpaBka KazgpoBoro mokymenta B HR Pro.
[Monmucanme foKyMenTta pykosomuteneM B HR Pro. Jlopabotka nokymenTta. OTka3 B IIOJIHCAHUN
pykoBouteieM. OTnpaBka Ha 10paboTKy. OTKa3 B IIOIHCAHUH.

O3HaKOMJICHHE C IOKYMEHTOM B O3JIEKTpOHHOM BHIe. PabGora corpymuuka B JlmgHOM
xabunere. [Toamucek 06 o3HakoMieHUH. OTKa3 OT 03HAKOMJICHHUSL.
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O3HakOMJIEHHE C JOKYMEHTOM B OyMmakHOM BuAe. O3HaKOMIIEHHE COTPYIHHKOB, HE
HOIKIIOYEHHBIX K JInunoMy kabunety. O3HaKOMIICHHE COTPYIHHKOB, HE BEIIOIHHUBIIUX 33aHUC B
CPOK.

O6paboTKa OTKa30B OT O3HAaKOMJICHUS W/WiH moamucanus. OTmpaBka Ha IIOBTOPHOE
ozraxkomierue. CocTaBiieHre akta 00 0TKa3e OT O3HAKOMIICHHS.

Kontpone cocrosHust nokyMeHTa. 3aBepmenue oOpabotkm. Otuer. «KoHTpOIB
O3HAKOMJICHHS M IOAIKCAHUS JOKyMeHTOBY. JIncT o3HakoMneHus. KoHTpoIb COCTOSHUS TOKYyMEHTA
B 1C: 3VII. Otuer «KOHTpOJIH 03HAKOMIICHHS M IIOJANMCAHUS JOKyMEHTOBY». PeecTp KaapoBBIX
JIOKYMEHTOB. 3aBepiueHne 00paboTKH JOKyMEHTa

Tema 5. Pa6oTa ¢ J1I0KaIbHBIMH HOPMATHBHBIMH aKTAMH

JleKuuonHvle 3aHAMUA:

TumoBoit mopsoK paboThl ¢ TOKaIbHBIMH HOPMAaTHBHBIMHU aKTaMH.

IlpakmuuecKkue 3aHAMUA:

Cozmanme u yrBepxaenue JIHA. Ocobernoctu pabotsl ¢ JIHA, panee moamucanHoro Ha
oymare. Oznakomiienue ¢ JIHA. 3anonHeHne yYacTHUKOB 3aa4ll HAa O3HAKOMIICHHE C IIOMOINIBIO
crucKoB yyacTHuKOB. OcobennocTr paboTsl ¢ JIHA, BBOAMMBEIMHU B IEHCTBUE OTICTBHBIM IIPUKa30M.
Coznanue cuuckos JIHA. BapuaHThl HCIIOIB30BaHUSL HACTPOCHHBIX cIUCKOB JIHA.

Tema 6. Ilogk/rouenne TeKymux corpyaaukos k K90

JlexyuonHuble 3aHAMUA:

Bapuanr 1 (6Gasomwii) - Ilomxmouennme k KOJIO ¢ HUCIONB30BaHHEM 3JIEKTPOHHBIX
JOKYMEHTOB H IIPOCTOM O3JEKTpoHHOM moxmucu. Bapmant 2 - Ilomkmouenme k KOO ¢
HCIIONB30BaHUEM OYMaXXHBIX TOKYMEHTOB. Ilopsmok medcTBHMM IPH MOJKIIOYCHUH COTPYTHUKA K
JlmyroMy KaOUHETY.

Ilpaxmuueckue 3aHAMUA:

Teticreust 8 HR Pro. OTnpaBka cOTpyJHUKY IPUIIIAMeHNs B JIMIHbIA KaOWHET.

IeiictBust B JImanoM kaGumere. Perucrpauus corpymumka B JIK. Bemyck ceprudukara
VHOIL. ITognucanwne cornacus Ha KOJ10.

KOHTpOIb MOJKIIOYeHHs coTpyIHUKOB K JIK. MaccoBoe MOAKIIOYEHHE COTPY IHUKOB K JIK.
Bpemennoe otkirouenne cotpynnuka ot JIK. ITosropHsli Bemyck cepruuxara YHOIIL

Tema 7. IIprieM HOBOI0 COTPYIHHKA

JlekyuoHnHble 3aHAMUA:

IIpaBoBEIe HOPMEL [10CIIe0BATEIBHOCTD MIAroB IIPK PUEME Ha paboTy.

Ilpaxmuueckue 3anamun:

Co3manue kaHampaTa. IIoAKIIOYeHHEe K JIMYHOMY KaOHHeTy. Perumcrpamus kannuaaTra B
TEYHOM KabmHeTe. IIpeocTaBleHWE M IMpPOBEpKAa ITOKYMEHTOB Ui TPYHOYCTPOMCTBA.
[Ipucoenunenue xaumuaara k KOJ10. Bemyck YHOII. OtnpaBka Ha MOANHCAHAE JOKYMEHTOB AL
Tpymoycrpoiictea. [lofmucanne TpyOOBOrO JOroBopa M IpHKasa O IpUEME Ha paboty
pyxoBomureTeM. JlopaboTka JOKyMEHTOB JUis TpyHAOycTpoicTBa. (O3HaKOMJICHHE HOBOTO
COTpYIHHMKA C JOKyMEHTaMH Uil IpueMa. IIOJIMCaHWE TPYHOBOIO HOrOBOpa. 3aBepIieHue
TpynoycTpoiicTsa. [Ipekparenue TpyoycTpolicTsa. TpynoycTpoicTBo 6e3 HCIOTb30BaHMS MO ISt
«IIpuem Ha paboOTy».

Tema 8. IlepeBoa, mepeMenenne, yBoJbHEHHE COTPYIHHKOB. M3MeHeHHe TaHHBIX O
COTPYIHHKAX

Ilpakmuueckue 3aHAMUA:

V3MeHeHNE JaHHBIX COTPYAHUKA. [lepeBon U mepeMeleHre COTpy IHUKOB.

OdopMIIeHHE COBMECTUTEIBCTBA B HANMX OpraHmsawsx. CosfaHHe COTPY/IHHKA —
copmecturens. Ilomxmouenne cosmectuteneii x JIK. Ocobennocrs ortkmodenne ot JIK
COTpPYIHHKOB-cOBMecTHTeNelH. 3amentenne copmectutesned B HR Pro.
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YBoNIBHEHUE COTPYIHUKA. J[€HCTBH Iepel OTKIIIOYEHUEM YBOJIBHSIOMIEr0CsA COTPYAHAKA OT
JImgnoro xabunera. OTKIIIOYeHHE COTpyAHUKA OT JImunoro xabunera u HR Pro mpu yBosibHEHUU.
IIpenocraBieHre yBOJIBHSIOMEMYCSI COTPYIHHUKY 3JIEKTPOHHBIX KaIpOBBIX JOKYMEHTOB. BEITpy3ka
3JIEKTPOHHBIX JOKyMeHTOB. OOpa0oTka BBITPY3KH OJJIEKTPOHHBIX JOKYMEHTOB. VcmpaBieHue
OIMMOOK BBITPY3KH 3JIEKTPOHHBIX TOKYMEHTOB.

Tema 9. PabGota ¢ 3agBaeHUsIMHI

Ilpakmuueckue 3anamua:

Odopmnenue 3asBieHus coTpyJHAKOM B JImgnom kabuuete. OTcnexuBaHue cTaTyca paboT
o 3asiBiieHnIo B JImgnoMm kabunere. VcnonHeHue paboT IO 3asBIEHUIO. 3aBeplieHUe 00paboTKH
3agBieHus. CoriacoBaHue 3asBICHUN. 3asBIICHUS CO CIOXHBIM IopsakoM oOpabotku. IIpouee
3asBJICHUE.
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