[ mos WwKona |

UHCTPYKLUUA

no pa60Te negarora ¢ cepsncom
«Mowu gpavnbi»




1. OBIIUE CBEJEHHUS O CEPBUCE «MOM ®AMJIBI»

B noncucreme «Pabota ¢ mokymentamm» (cepBuc «Mou daiinsny) Ha iarhopme GIMC «Mos mkomay
HCIIONB3yeTCsl poccuiickuii 00maunblii opuc «P7-Oducy, pazpaboTaHHBIN 11 TOCYTAPCTBEHHBIX YUPEKICHUM,
B TOM YHUCJIE YYPEKICHHH CHUCTEeMBbl 00pa3oBaHHsA. B cocTaB HCHONB3yeMOro pPElICHUS BXOISAT PEAAKTOPHI
TEKCTOBBIX JOKYMEHTOB, TaOJMI] M MpPE3CHTAlHii, COBMECTHMBIE CO BCEMHU MOMYISIPHBIMU (opmaramu,
r1aTdopma a1l COBMECTHOM paboTHI.

Takum oOpaszom, ¢ momolipio cepBuca «Mou (ailably megarorndeckuii paboTHUK MOXET CO37aBarh,
XpaHUTh, PEAAKTUPOBATH JOKYMEHTHI B MPHUBBIYHBIX NIJIS1 TOJb30BaTessl (hopMarax — TEKCTOBBIC TOKYMEHTHI,
Talnuipl, mpe3eHTanuu. CepBuc sSBIsETCs: 0€30MacHBIM O0TaYHBIM XPAHWIUIIEM TIAHHBIX U 1a€T MOJIb30BaATEIISIM
OI'MC «Most miKoiia» BO3MOXHOCTH COBMECTHOM pabOThl Haj JAOKyMeHTamH. l[lojacucrema IO3BOJISET
MPEeOCTaBIATh JOCTYN K (aiijzaM JIpyruM IOJIb30BATENSIM CHUCTEMBl, CKauMBaTh (ailyibl, HaxXOAAIlIUecs Ha
BHEITHUX HOCHUTENAX, U (haliiIbl, JOCTYI K KOTOPBIM MPEAOCTABICH IPYTHMH MOJIb30BATENISIMU CUCTEMBI.

2. IOAT'OTOBKA K PABOTE B CEPBUCE «MOHU ®AWJIbI»
(IIOACUCTEMA «PABOTA C JOKYMEHTAMM»)

Pabora nonp3oBatens B noacucreme «PaboTa ¢ qokymMeHTamm» HaunHaercs ¢ aBropu3anuu B GI'HC
«Mos mkomnay.

J11st 3TOr0 He0OXOIUMO BBITIOJIHUTD CIICYFOIIIE CHCTBHUS:

— B aJIpECHOM CTPOKe MHTEpPHET-0003peBarens BBeaAuTe ajapec: https://myschool.edu.ru/;

— HaXMUTE Ha KONKY «BOWTHY», pacONIOKEHHYIO B BEpXHEM TPABOM YIIIY;

— BBCIUTC CBOU YUCTHBIC NaHHBIC.

Ecnm ayrenTudukanus mpoinia ycrenrHo, WHTEPHET-0003peBaTesib OyIeT MepeHanpaBieH Ha BeO-
CTpaHUILY MTOJICUCTEMBI «bazoBas iaTopmay,
rae  HeoOXoaMMO  yka3aThb  npodwib, TOA  KOTOPOW  JIOJDKEH  OBITh  OCYINECTBICH  BXOJ

(puc. 1).

Bxog

Mpochunts negarorMyeckoro :
MNpoodnnb agMuHrcTparopa

paboTHUKS

Pucynox 1. Beibop ipoduns nonvzosamens
C m1aBHOM CTpaHUIIBI TTOJIB30BaTENs BXON B HHTEpdelic moacucTeMbl «PaboTa ¢ ToKyMeHTaM1» BO3MOXEH

JBYMs CIIOCOOaMU:

1-ii cmoco6: B MeHIO «CepBHCEHI» BBIOpaTh MMyHKT «Mou (haiiisny (puc. 2).
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Pucynok 2. Mento cepsucoe @I'UC «Mos wikona»

2-ii coco0: 1moyib30BaTeb MOKET Ha4aTh paboTy ¢ JOKyMEHTaMHU, HaXxosich Ha aBHOM cTpanuue ®I'UC
«Mos mxonay (puc. 3). Bxon B noncucremy «PaboTa ¢ J0KyMEHTaMMU» OCYILECTBIISETCS IPU HAXKATHUH CCHUIKU
«Mowu ¢aitnb.
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Pucynoxk 3. [ nasnas cmpanuya
3. OIMCAHME CTPAHMIIBI «XPAHWIHIIE JJOKYMEHTOB» CEPBUCA «MOHW ®ANJIbI»

XpaHWHIIe JOKYMEHTOB — 3TO MOIYJb JJIsSi XPaHEHUs, MPOCMOTPA, PEIAKTHPOBAHUS M COBMECTHOM
paboThI HAJ TOKyMEHTaMU, N300paKeHUSIMHU, IIEKTPOHHBIMH Ta0IHUIIaMU, TIPEe3eHTAUSIMH U T. 1. OH CONEPKUT
cienyromue pasnensl (puc. 4):

— «Mou doxymenmosl» — 3TO MPUBATHOE XPAHWIHIIE. Y KaKIOTO MOJIH30BATENsI €CTh 3TOT pasaen. B
JTAHHOM pasJiese MOKHO CO3/1aBaTh U 3arpy»KaTh JOKYMEHTBI TOJIBKO I TEPCOHATHHOTO UCTIONH30BAHHS,;

— «[ocmynno ons meHs» — 3TOT pas3lieN CONEPIKUT JOKYMEHTHI, K KOTOPBIM ITOJIb30BATEITIO MPEI0CTABHITH
JOCTYII APYTHE MOIH30BATEIH;

— «Cosmecmupitli 0ocmyny — B 3TOM pasfielie COAePKATCs TOKYMEHTBI, IOCTYTI K KOTOPBIM TPEI0CTaBICH
JPYTUM TIOJTb30BATEIISIM;

— «M36pannoe» — pazzien COOEPKHUT JOKYMEHTBI, KOTOpPhIE MOJIh30BaTelb 100aBmi B «30paHHOEY;

— «Kop3una» — pasznen, Tne XpaHATCS BCE yHaleHHbIE (Dailiibl, KOTOPHIE MOXXHO BOCCTAHOBHUTH HIIH
OKOHYATCJIbHO YAAJIUTh ITO3KE;

NI 3 DRI



— «llocneonue 0okymenmul» — 3TOT pas3lieN COIEPKUT TOKYMEHTHI, ¢ KOTOPBIMHU M0JIb30BATENb padoTal

B IIOCJICAHEE BpPEMsI.
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Pucynok 4. Cmpanuya «Xpanunuwe 0okymenmosy»

4. OIMCAHME ONEPAIIU CEPBUCA «MOM ®AMIBI»
(PABOTA C XPAHW/IMIIEM JOKYMEHTOB)
4.1. lo6aBienue, co3nanmne, NPOCMOTP U PeIAKTHPOBaHHUE JOKYMEHTOB

Cepsuc «Mou (aiineny O3BOJISET MOJIB30BATENO CO3aBaTh U JO0ABIATH JOKYMEHTHI.
3arpy3uTh B CEpPBUC MOKHO CIIEAYIOIINE TUTIHI (halIOB:

® TCKCTOBBIE JIOKYMEHTHI;

® DJIEKTPOHHBIC TaOJHIIbI;

® [pE3CHTAINY;

¢ 1300pakeHus.

Jiist 3arpy3ku (mobasierus ) (haiiaa HEOOXOIUMO BBITTOIHUTE CIICAYIONIUE TCHCTBUS:

— B MeHro maBHOM cTpaHUIIBI pa3iena BHIOEpUTE 3HAUYO0K (puc. 5);

Mowu pokyMeHTbI

De

=\ [JocTtynHo gna MeHA

c-f; CoBMecTHbIl gocTyn
v W3bpaHHoe

7] Obwue

O KopsuHa

(D Mocnepxue AOKYMeHTBI

Pucynox 5. Menio enasnoii cmpanuyst cepsuca «Mou ¢haiinbty

— B MOSIBUBIIEMCS] KOHTEKCTHOM MEHIO BBIOEPUTE MYHKT «3arpy3uTh ¢aitim» (puc. 6);



MORALUKONQ sra Q

MO AN

+ Commm | v Mak fokyMerTEl
B Oowymest

& Mou gory P ] Hasmamue Awrop [rey— Pamep duina

N Agcrymmg El npesenvaunn

&,  ConmecTd
[3 Hosan nanxa

T Watpa

= Dm“’m

[ wopanka

(D Nocnegsne LokymesTbi

Pucynox 6. Koumexcmuoe menio

— B OKHe jucrerdyepa (ainoB BeiOepuTe (ailiibl, KOTOpBIE TpeOyeTcs 3arpy3uTh B XpPaHUIIHIIE
JOKYMEHTOB, H HOKMHUTE KHONIKY « OTKPBITEY WM IIEPEMECTUTE B pab0uyro 00JacTh (aiiin ¢ kommbioTepa (puc.7);
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Pucynox 7. 3aepysxa gpaiina

B xpanunuine 10KyMeHTOB MOXKHO CO3/1aBaTh HOBBIEC (PaiiyIbl MITH TIAMKH.
Jnst coznanus aiina He0OXOAUMO BBIIOJIHUTH CIEAYIOIINE eHCTBUS:
— OTKpOMTE HYXHBIM pa3ien Wid Tamnky, rae TpelOyercs co3laTh HOBBIM ¢aii, BeIOEpUTE
COOTBETCTBYIOIIYIO OIIIMIO HA JICBOW OOKOBOM TTaHEIH;
— HaxXMHTE KHOTIKY «C03/1aTh» B IEBOM BepXHEM YTy (pHC. 8) ¥ BBIOEPHUTE OJIHY U3 CIEAYFOIINX OTIIIHA:
1) «JlokyMeHT» — 715l CO3JJaHUsI HOBOTO TEKCTOBOT'O JOKYMEHTA;
2) «Tabmuia» — nys co3JaHust HOBOTO TaOJIMYHOTO JOKYMEHTA;
3) «llIpe3enTarus» — 115 CO3AaHUS HOBOM MPE3CHTAIIHH;
4) «Ilamka» — s co3aHUsT HOBOM TaIKH;
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Pucynox 8. Cozoanue ghaiina

— BBeauTe UM (Daiiyia WM ManKyu B COOTBETCTBYIOIIEM I0JI€ U HAKMUTE Ha 3HAYOK « COXPaHUTHY.

IIpocmomp u pedaxmuposanue TEKCTOBBIX JOKYMEHTOB, TAaOJUYHBIX JOKYMEHTOB W Ipe3eHTaLMH
MOJIb30BaTeNIb MOXKET OCYIIECTBISATH IMOCPEICTBOM DPEIAKTOPOB JOKYMEHTOB. Jlnsi monydeHus moapoOHOM
CIpaBKu O (YyHKIMOHAJE PEAAKTOPOB HEOOXOMUMO 00paTUThCA K paszieny 4.2 HacTOALIUX METOJUYECKHX
PEKOMEH AU H.

Ecnu y monp3oBareist HET NpaB Ha PENAKTUPOBAHME JOKYMEHTA, TO NPHU HAXKaTUM HA €r0 HAa3BAHUE
JOKYMEHT OTKPOETCSI B COOTBETCTBYIOIIEM PEAAKTOPE B PEKUME IIPOCMOTPA.

B pexume npocmorpa mpemiararorcs CTaHAAPTHBIE MHCTPYMEHTBI, MO3BOJSIOUIME YBEIUYUTH WU
YMEHBIIUTH MacTad (ailyioB, HACTPOUTH UX pa3Mep, MEPEXOAUTH MO CTPAHUIIAM, CKa4aTh UJIU pacreyaTarh uX.

4.2. YnpasJjieHue 10KyMEeHTaMu
4.2.1. CopTUpOBKa J0KYMEHTOB

YroObl OBICTPO HAWTH HYKHBIH TOKYMEHT, BOCTIONB3YHTECh COPTHPOBKOI TOKYMEHTOB, PACTIOIOKEHHOH
HaJl CIUCKOM JIOKyMEHTOB.

[TapameTpsl copTrpoBKH (puc. 9):
o «Ha3paHmuey;

e «ABTODY;

o «U3meHen»;

o «Pa3mep daitmay.
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Pucynox 9. [lapamempuwr copmuposexu

JI1st COPTUPOBKM TOKYMEHTOB HaBEAUTE KypCcOp Ha HYKHBIW IMApaMeTp COPTUPOBKHU U HAKMUTE HA HETO
WJIM Ha KHOIIKY A

4.2.2. IloucK 10KYMEHTOB

Jliist moucka JOKyMEHTa IMOJIb30BaTeIi0 HEOOXOAMMO BBECTH B MTOUCKOBYIO CTPOKY Ha3BaHUE JOKyMEHTa
MOJTHOCTBIO MJIM YacTh HAa3BaHUS M HaXKaTh KiIaBuily Enter, 4T00bI 0TOOpa3HINCh HalICHHBIE JIEMEHTHI (pHC.
10). Pe3ynbrarsl noucka MOKHO COPTUPOBATh 110 TapaMeTpam:



e «Ha3Banuey;

e  «ABTOp»;

e «J/3meHen» (ara MOCIEIHETO U3MEHEHNUS);
o «Pa3mep daitnay.
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Pucynox 10. Ilouck ooxymenma
4.2.3. [leiicTBusl ¢ JOKYMEHTAMH

st BeIOOpa eicTBUS ¢ (pailyioM MoNb30BaTeNlb HAXOAUT HYKHBIM TOKYMEHT M OMIUI0 B KOHTEKCTHOM
MeHto. JlocTym monb30BaTelNs K KOHTEKCTHOMY MEHIO MOXKET OCYIIECTBIISATHCS ABYMsI CIIOCOOAMMU:
— Ha)XaTHEM MPaBOW KHOIMKH MBIIIN MO0 Ha3BaHHIO TOKyMeHTa (puc. 11);
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Pucynox 11. Koumexcmuoe menio. 1-ii cnocob 6vizo06a

— HakaTueM Ha 3Hayok ~  (puc.12).
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Pucynox 12. Konmexcmrnoe menro. 2-1i cnocob 6vi308a

HAaCTPOUTH AOCTYII K AOKYMCHTY IJId APYTrUXx HOJIB3OB3TGJ'ICI71;

KOIIMPOBATb BHCIIHIOIO CCBUIKY IJIA MPEAOCTABICHUA JOCTYIIA K JOKYMCHTY,

KOIIUPOBATh JOKYMCHT B APYT'YIO IIAIIKYy IOACHCTEMBI;

& Honwg

~+ Tepemectints &

rLl Ayawposat

MNEPEMECTUTD B APYTYIO MMAlIKy BHYTPHU XpaHUIIHIIA JOKYMCHTOB, YKa3aB Ha3BaAHUC IAIIKH;

TyOmupoBaTh (CO3AaTh KOIMUIO) BHYTPU OJTHOU U TOM K€ TAIKH;

,Z[O6aBI/ITI:> KOIIMKO JOKYMCHTA B Pa3JCJI «I/I36paHHOC»;

INEPEUMCHOBATH JOKYMCHT,

MIPOCMOTPETh UCTOPHIO BEPCHIT pabOTHI C JOKYMEHTOM;

3a0JI0KMPOBATH

baiin s

JallbHEeHIIero

PECAaKTUPOBAHUSA

COOTBCTCTBYIOIIINMU IIpaBaMU HA PCAAKTUPOBAHHNC,

CKa4aTh B HCXOJHOM (I)OpMaTC Ha ’K€CTKUM JUCK KOMIIBROTCPA,

CKa4daTb JOKYMCHT B OAHOM U3 BO3MOKHBIX (bOpMaTOB;

JIPYTUMH

IIOJIB30BaTCIIsIMHU

YAaJIuTh JOKYMCHT, IICPEMECTUB €TI0 B pa3aCiI <<KOp3I/IHa)> XpaHWJIMIa JOKyMCHTOB.
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Pucynox 13. Koumexcmmuoe menio
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4.2.4. IlpexocraBieHue 10CTyNa K JOKYMEHTY

OYHKIIMOHATBHBIE BO3MOXKHOCTH pazzena « COBMECTHBIN HocTym» cepBuca «Mou (ailsibny mo3BOJISIOT
TIOJIB30BATEIISIM XPAHUTH (PailyIbl ¥ MPEAOCTABIATE IOCTYH B IMYHOE XPAHWINILE APYyTuM Tosb3oBaressim OI'C
«Most mIKOIa» ¢ BOBMOXKHOCTBIO (prc. 14):

—  OTKpPBITh IOKyMEHT;

— HACTPOWTH JOCTYH JAPYTHX MOJIB30BATEICH K JOKYMEHTY;

— 100aBUThH B M30paHHOE;

— IIOMETHUTh KaK IPOCMOTPEHHOE;

— CKayvaTh JIOKYMEHT.
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Pucynox 14. Ilpedocmasnenue docmyna k OOKyMeHmy

YroObl UMETh BO3MOXKHOCTbD MPEOCTABUTH IOCTYI K (haiiiny, MOJIb30BaTEII0 HEOOXOIUMO:

e B pazzaene «COBMECTHBIN JOCTYID» BBIOpATh (haii;

® OTKPBITh KOHTEKCTHOE MEHIO (paiina;

e BbIOpaTh «HacTpoiika moctymnay,

® TIEPEBUHYTH MEPEKITIoUaTenh « BHEIHUI ToCTym.

Jlist mpeocTaBIeHuUs JOCTyIa K JJOKYMEHTY IO CCBUIKE TIOJIh30BaTelb C IIOMOIIBIO KOHTEKCTHOTO MEHIO
(puc. 15) MOXXET OTpeNeNuTh THIT JOCTYIIA, BHIOPAB U3 CITUCKA!

«Ymenuey — pHaHHBI THUN JOCTyNa K JOKYMEHTY JacT BO3MOXKHOCTh JIPYyTHUM  IIOJIb30BATEISIM
WCIIOJIB30BaTh (DAl TOJIBKO Il YTCHHUS.

«3anucvy — IAHHBIA TUN JOCTyMa K JOKYMEHTY JacT BO3MOXKHOCTh JPYTMM IOJb30BATEIISIM
penakTUpoBaTh (am.

«Kommenmuposeanue» — TaHHBIA THIT JOCTYIA K JOKYMEHTY aCT BO3MOXKHOCTH JIPyTHM ITOJIb30BATEISIM
KOMMEHTHPOBATh (ail.
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Pucynok 15. Hacmpotika muna oocmyna
4.3. Paznen «CnpaBka» poccuiickoro odjaaunoro ogpuca «P7-Oguc»

IIpu OTKpBITHM JOKyMEHTOB B cepBuce «Mou (ailnbpy A pelakTUpOBaHMS IOJIb30BATENb MOMKET
nofipoOHee MO3HAKOMUTBHCS C BO3MOXKHOCTAMHU pelakropa JOKyMeHTOB. Jlist 3toro Bo Bkiagke «®aiin» B
BEpXHEH MaHeIu MHCTPYMEHTOB HeoOxoaumo mepeiitu B pasnen «CropaBkay. IlosBurcs unrepdeiic paszgena

«CrpaBkay, conepKaiuii moagpoOHyo HHPOPMALIUIO O PEIAKTUPOBAHUU JTOKYMEHTOB pa3HbIX (hopmaroB (puc.
16-18).
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Pucynok 16. Humepgeiic pazoena « Cnpasxay 0751 meKcmogo2o 00KyMeHma
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