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[1lporpamMHa nnatdopma gna 6i3Hecy

CleverForms

CucreMa eNneKTPOHHOro AOKYMEHT00biry

EnekTtpoHHuin apxiB — E-ApxiB
O6MiH paHnMu 3 KoHTpareHtamu (CEQK)




Mpo nnatcdopmMy CleverForms

CleverForms - ue yKpaiHCbKa NnporpamHa
nnatpopma, AKa NPOMNOHYE LUMPOKUIN CMEKTP
cepBiciB gNA aBToMaTu3auil Ta onTUMI3aLii
6isHec-npoueciB Ha NianpmnemcTsi. BoHa
A0MNOMara€ 3eKOHOMUTU Yac i NiABUWNTH
NPOAYKTUBHICTb, aBTOMATM3YOUM LiiIKOM abo
4aCTKOBO Pi3HOMaHITHI poboui npouecy,
NoB'sAAI3aHi 3 e/IeKTPOHHUM AO0KYMEHTOO0birom.

Lito nhatdopmy moKHa BUKOPUCTOBYBATU AAK Y
NIOKaNbHi mepeXKi nianpuemcTsa, TaK i uepes
IHTepHeT 3 6yab-AKOro NPUCTPOLO, HA AKOMY €
bpay3ep, 6e3 HeobXxiaHOCTi YCTaHOBKMU
A0AATKOBOro NporpamHoro 3abesneyeHHs.

LeTani Ha canTi


https://clever-forms.com/

OCHOBHI nepeBAru

Hawi npodykmu adanmyromeca rnio
nompebu Bawoezo b6i3Hecy
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Halwi npoAayKTK iaeanbHO NiaxoaATb ANA YyNpaBAiHHA
AOKYMEHTaMM, 3aBAAHHAMM, NPOLECaMMU,
eNeKTPOHHUMM apXiBaMM | KOPNOPATUBHUM KOHTEHTOM.

Mu NPONOHYEMO CUCTEMY LLUBUAKOIO MOAENOBAHHA Ta
Bi3yani3auii 4okymeHTiB, APl Ans po60TH 3 30BHILLIHIMMK
ANoAaTKaMU i CUCTEMaMU.



01. [lpocToTa HONALWTYBAHHA.
XMapHUM cepsic

[locTyn Ao cuctemum B pexknmi 24/7/365 HesanexkHo Bifg,
MicLA po3TallyBaHHA KopucTyBaya. lNpautoe 3 6yab-
AKOro NPUCTPOIO 3 Cy4yacHUM Beb-bpaysepom bes3
aopaTtkosoro M3. aHi byaytb HaAiIMHO 3axXMLLEHI HaBiTb
332 YMOBW BTPATU HOYTOYKY Y CMapPTHOHY.




02.

MiHIMONbHI TexHIYHI BUMOIru

AnapaTHe 3abe3nevyeHHA poHboUnX MicLub KOPUCTYBAYIB,
LLLO BUKOPUCTOBYOTb KNIEHTCbKI poboui micyga
CleverForms, moxe maTn MiHiMasbHi TEXHIYHI BUMOTMW.

MK, HOyTOYKM Ta iHWI NPUCTPOI HEe NOTPEebyoTb 3HAUHUX
pecypciB, OCKiZlbKM OCHOBHE HaBaHTAXKEHHA
30CepeKYETbCA Ha CEPBEPHIN YACTUHI CUCTEMM.



03. NHy4YKICTb HONALWTYBAHHS

CleverForms - ue nporpamHa nnatdopma, ika rHyyKo
apanTyeTbca Ao noTpeb Ta 3aBAaHb BallOi KOMNaHii.
3aBaAKM il GyHKLiIOHANY MOXKHA HaNawWTyBaTU a/IfOPUTMU
NPOXOAXKEHHA NOroaKeHb AOKYMEHTIB, @ TAKOX
CTBOPOBATK Ta 3MiHIOBAaTU GOPMU JOKYMEHTIB,
AOBiAHWKIB, 3BITiB Ta iIHWKMX AOKYMEHTIB 332 HEOOXiAHICTIO.

Kpim TOro moXXHa BUBAHTaXyBaTu AaHi B iHWI CUCTEMU
ANS noaanblioro obaiky Ta aHanisy.




CONSENT

04. 3acToCyBOHHSA
ELLIM / KE

ssssss

I

3acTtocyBaHHA Ta nepesipKa KEI Big BCiX
KBaNipikoBaHMX HadaBa4iB NOCAYr, BUKOPUCTAHHA
ELLIT 3 BHYTPIWHbOIO LUeHTPY cepTUdiKauii KNrodis.

05. EkoHoOMIs Ha
aHTUBIpycHoMy M3

Bca poboTa BUKOHYETLCA Y BEOAOAATKY, TOMY 3aXUCTY
notpebye nnwe cepeepHa YactMHa. He noTtpibHO
npunAaGaHHA NiLEeH3IMHOro aHTMBIPYCY ANA KNIEHTA.



https://clever-forms.com/glossary/kep/
https://clever-forms.com/glossary/etsp/

06. lNMpocTe apgMiHICTPYBAHHS

ALMIHICTPYBAHHA Ta OHOBNEHHA 3BOAUTLCA 40
HaNawTyBaHHA | OHOBJIEHHA cepBepa | He BUMArae
aAMIHICTPATUBHOI NIATPUMKU KNIEHTCbKMX MiCLb.




07. B6ypoBaHui
KOHCTPYKTOP

dopm

Y B6ya0BaHOMY KOHCTPYKTOPI
$dopm HanawToBYOTLCA NPaBa
JOCTyny A0 onepadlin no poborti 3
JaHUMK (nepernaa, ApyK, nianuc
TOLLO), NPOXOAKEHHA JOKYMEHTIB
Ta IX Y3roaXeHHsA.

Ha ocHosi API nhatdopmn moxKHa
LLIBUAKO PO3P0OAATU 30BHILLIHI
A00aTKN, OTPUMYBATH UM
nepenasaTu AaHi B iHWI cucTemMu
3riaHO po3pobneHnx npasun.



https://clever-forms.com/wp-content/uploads/2023/04/CF_ARI_31.pdf

CucreMa eneKTpoOHHOro
AOKYMEHTOoO0biry
CE[l CleverForms

Cuctema eNeKTPOHHOTO A0KYMEHTOO0biry
(CEL) CleverForms nobyaoBaHa AK BigKpuTa
CUCTEMA, AKY MOXHA HanawTyBaTu Nig,
KOHKpeTHi bi3Hec npouecu i 3aBAaHHA.

HanawToBYOTbCA | MOAENIOOTLCA CTPYKTYPU
NiANPUEMCTB 3 PO3rany*KeHoK IEpapXIEto,
po3pobaAaTbcs GOPMM AOKYMEHTIB,
AOBiAHMKIB, TapudiB, 3BIiTiB TOLLO.




3aBpaHHSA, aKI Bupiwye CEJ] CleverForms

01. O6pobKa BENUNKOT KiIbKOCTI 04. MocTtaHOBKA 33434 Ta KOHTPOb
BXiZIHOi/BUXiAHOT KOpecnoHAeHLi BUKOHAHHA

05. Ob6bMmiH enekTpoHHUMMU
AOKYMEHTaMM 3 KOHTpareHTamm

02. BHyTpilWHA B3aEMOAiA MixK
CNiBPOOITHUKAMM KOMNaHii

03. TlHyyKe HanalwTyBaHHA NpaB AOCTYNy 06. 3acTtocoByBaHHS eNEeKTPOHHUX
A1 KOPUCTYBaYiB umndposux nignucis (ELLM)



https://clever-forms.com/glossary/etsp/

LLlo nae 6i3Hecy BNpPOBAOYKEHHS
CE[l CleverForms

3HUXKEeHHA BUTPAT Ha nanip Ta iHWwi marepiann ana
ANOKYMeHTOO0biry, OCKilbKM BeCb NpoLec NepeHoCUTbLCA B
eNeKTPOHHUN dopmar.

36inbweHHA NPOAYKTUBHOCTI POO6OTU, OCKINIbKM AOKYMEHTM MOXKHA
LUBMAKO CTBOPIOBATU, peaaryBaTm Ta HaACUNATU B €/IEKTPOHHOMY
BUINALI.

MoKpalweHHA AKOCTi 06cNyroByBaHHA KNIEHTIB, OCKi/IbKU
3MEHLLUYETHCA Yac Ha 06POOKY AOKYMEHTIB Ta MOKPALLLYETHCH
TOYHICTb iX 06pO6KM.

NiaBuweHHA 6e3neKn AOKYMEHTIB, OCKi/IbK1 BOHU 36epiratoTbcs B
e/IeKTPOHHOMY BUTNAAI HA 3aXULLEHNX cepBepax 3 MOXJ/IUBICTIO
0OMeXKeHHA A0CTYNY A0 HUX.
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Mopayni Ta dpyHkuioHan CE/] CleverForms

dannose cxosuule

3aBAaHHA | Npouecu

KoHTpareHTw i 6iniHr

Po3ymHi popmu

KomyHikau,ii

ObMiH gaHMMM

Mpunom BiaBiayBadiB

3axucT iHpopmau,ii

= ELLM (KEM)

CE .
ALOMIHICTPYBaAHHA

{f%) AT (API)

—
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EnekTpoHHUM apxiB
E-ApxiB CleverForms

E-Apxis CleverForms - ue nporpamMmHuUi NPOAYKT,
Npu3Ha4YeHn ansa npmmomy, 3bepiraHHA, Buaadi
Ta 3HULWEHHA eNeKTPOHHUX AOKYMEHTIB. BiH
[,03BoNAE 36epiratn apxiBHi eNeKTPOHHI
AOKYMEHTHU, a TaKOXK oundppoBaHi Konii
nanepoBUX AOKYMEHTIB.

E-ApxiB 3ab6e3neyvye 3py4yHnin 4octyn 4o
APXiBHUX ENEeKTPOHHUX AOKYMEHTIB, OpraHisauito
apXiBHOro AOKymMeHTo0biry, KoHpiAeHLiMHICTb Ta
HaAiNHICTb 36epiraHHA AaHuX.




01.

02.

03.

3aBAaHHSA, SKI BUpIWwye E-ApxiB

[Nonerwye Ta CTPYKTYPYE npouec
apxiByBaHHA JOKYMEHTIB
nignpuemcraea

PernameHTye nopAago0K, NPUHLMNN
Ta npaBuna 3beperkeHHsA
AOKYMEHTIB KOMNaHii

3abe3neyye WBUAKNIN Ta NETKUN
NOLWYK NOTPIOHOro AOKYMEHTY

(HomeHKnaTypa, aTpMbYT, TEKCT)

04.

05.

06.

36epiraHHA eNeKTPOHHUX
AOKYMEHTIB BMNPOAOBXK
HeobXigHMX CTPOKIB

Po3meXKyBaHHA Ta KOHTPOb
npaB 4OCTyny A0 eNeKTPOHHUX
OOKYMEHTIB

BMKOHaHHA BUMOTU/HOpPMU
3aKOHOAABCTBA LWOA0 apXiByBaHHA
€/IEKTPOHHUX AOKYMEHTIB
TpuBanoro 36epiraHHA



DyHKUioHan i1 MoXXnuBocTi E-ApxiB

ENeKTPOHHMI apXiB BHYTPILLHIX Ta 30BHILLHIX >
€NEeKTPOHHUX AOKYMEHTIB Ta oumnbpOoBaHUX

nanepoBux

Nepenada Ha apxiBHe 36epiraHHA ULMPPOBUM .

NPOTOKOIOM i3 nignncaHHAm KET

«ABTOMATUYHE» apXiBYBaHHA BHYTPILLHIX .
€/IEKTPOHHUX AOKYMEHTIB

LLIBMAKMIA NOLWYK Ta PO3MENKYBAHHA NpaB .
AO0CTYNY A0 apXiBHUX €NeKTPOHHUX AOKYMEHTIB

LeTani Ha canTi

PoboTa 3 napameTpamm apxiBHUX eNEeKTPOHHUX
AOKYMEHTIB: TOMIB, CNpaB Ta TEPMIHIB X
36epiraHHA

BuKopuctaHHA KoHTenHepis ASIC 3rigHo ACTY
ETSIEN 319 162-1:2016

Buaayva apxiBHUX eNEeKTPOHHMUX AOKYMEHTIB 33
3anNUTOM Ta iX NOBEPHEHHA

3HULWEHHA eNeKTPOHHUX AOKYMEHTIB Mnicna
3aKiHYeHHA TepMiHy 36epiraHHA


https://clever-forms.com/elektronnij-arhiv-e-arhiv/

LLlo nae 6i3Hecy
BripoBamKeHHA E-ApxiB

01. EKoHOMIs vacy

CniBpobiTHMK BuTpayae Biag 10 ao 60
XBMIMH pOHOYOro Yacy Ha NoLyK
NOKYMEHTIB. ENeKTPOHHMI apxiB
A0NOMOXeE CKOPOTUTU

MOLLYK TYHUKHYTA BTPaTH 02. PicT npoayKTUBHOCTI

npaui

3eKOHOMMIEHNI YaC MOXKHa

poboyoro yacy.

BMKOPUCTOBYBATU ANA iHWMNX BUPOOHUUMX
bYHKUIN, WO A03BONAE MEHLIOMY YUCNTY

NpaLiBHMKIB BUKOHYBATK binblue poboTw.



03. BuBinbHeHHA 0O0AATKOBUX NMJ1OLL

E-ApxiB 4,03BO/INTb 3BIZIbHUTU NPUMILLEHHA, AKI
paHille BUKOPUCTOBYBaAUChb AN 36epiraHHS
nanepoBOl AOKYMeHTaLii, Ta 3HU3UTb BUTPATH Ha

3abe3neyeHHA 6e3nekn Uux NPUMILLEHb.

04. 3MeHLWeHHS MOXX/IMBUX 36UTKIB

3MEHLIYETbCA PU3UK HECAHKLIOHOBAHOIo AoCTyny
10 KOMepLiMHOI/KOH®iAeHUiNHOI iHdopmalLliii,
BTPATU Ba*KNMBUX AOKYMEHTIB i MOB'A3aHIi 3 LM

KOMEpPL,iMHi, CyaoBi pU3MKW.



O6MIiH AaHUMM
CEK CleverForms

Cuctema eNeKTPOHHOrO A0KYMEHToO0biry 3
KoHTpareHTamu CleverForms (CEAK) — ue
IHCTPYMEHT ansa epeKTnBHoro Ta 6esneyHoro
0OMIiHY e/IeKTPOHHUMWN AOKYMEHTAMMU 3
NapTHepPamMm Ta KOHTpareHTamu BiANOBIAHO 40
BMMOT 3aKOHOZaBCTBa.

Llen npoayKT Ha,a€ MOKANBICTb rAPaHTOBAHOI
[O0CTaBKN e/IeKTPOHHUX AOKYMEHTIB Ta A03BONAE
3[iNCHIOBATN OOMIH PiI3HUMKM BUOAAMWN JOKYMEHTIB,
TAaKMMM SIK JOrOBOPU, PaxXyHKU-PAKTYPU, aKTU

O Y WBMAKOMY Ta 3py4yHOMY POopmari.




O1.

02.

NMepesaru CEAK CleverForms

CncTema rapaHTye Ha4inHy A0CTaBKYy
KOHTpareHTam Ta 36eperkeHHs BaXKINBUX
e/IeKTPOHHUX AOKYMeHTIB. Kpim Toro, BoHa
3abe3neuye BUCOKUI piBEHb 3aXUCTY AAHMUX,
OCKiNIbKM Nepeaayvya eneKTPOHHUX AOKYMEHTIB
BifAOYBAETbCA YepEe3 3aXULLLEHMIA NPOTOKOA 3
3aCTOCYBaHHAM WMPpPYBaAHHS.

3a ponomoroto CEAK CleverForms nerko
3abe3neunTn J4OCTYN BCiM KOHTPareHTam 4o
e/IeKTPOHHUX JOKYMEHTIB, LLIO NoTpebyoTb
O3HAMOMJ/IEHHA Ta Nignucy.




5

03, 3actocysanHa CELK CleverForms 3meHLuye yac
06po6bKM Ta 06MiHY eN1eKTPOHHMMMU
AOKYMEHTaMM, 3HUKYIOUM NPU LLbOMY PU3UK

BTPATU LLIHHUX AQHUX.

[MepeBaru
04, BvropucranHa CEAK CleverForms
C ED.K BeAe A0 3HMXKEHHA BUTPAT Ha

nanepoBy AOKYMEHTaLilo Ta

CleverForms -y .



TexHiuHI MoXxnuBocTi CE[1IK CleverForms

Hapasante Ta oTpymyinTe A0CTyn A0 @ OaHouacHWi 6araToKOPUCTYBALbKNA PEXUM
€NeKTPOHHUX AOKYMEHTIB B CUCTEMI poboTH

O6MmiHtoMTECh haiamu 3 HWKUMK @ HasasHicTb cTaTyCcy AOKYMEHTY No eTanam
KOPUCTyBayamm 0bpobKH

@ [MpoTtoKontoBaHHA BCiX AiK KOPUCTYBaAYiB 3
eNeKTPOHHUMU JOKYMEHTaMU

BigkputTAa AOCTYNYy A0 eNeKTPOHHUX
AOKYMEHTIB i $panniB 30BHILLHIM KOHTpPareHTam

@ UeHTpanisoBaHe 36epekeHHA OKYMEHTIB

HaABHICTb @GEKTUBHOI CUCTEMM MOLLYKY NiANPUEMCTBA, WO 3anobirae ix aAybatoBaHHIO

€/IEKTPOHHUX AOKYMEHTIB

@ BvKOpWCTaHHA NMpaB AOCTYNY [0 €NEKTPOHHUX
NiaTpuMKa BUKopucTaHHA KEM BCix HagaBauis AOKYMEHTIB Ta onepaLiii 3 HUMM 3rigHO Npasu,
nocnyr LLLO BUKOPUCTOBYHOTLCA HA MiANPUEMCTBI

LeTani Ha canTi


https://clever-forms.com/obmin-danimi/
https://clever-forms.com/glossary/kep/

KOHTOKTU

Po3pobHuK npodykmy: TOB «AdsepmaliziHe Ekcripec»

€ NMTaHHA abo noTpibHa KOHcyabTaLia?

@ gys. Onexcu Tuxozo 89 A, ogh. 100
m. Kuie, 03067

Ry men. +38 050327 34 56

[N cleverforms@a-express.com.ua
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