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DocTrix Portal ð ɢɗɓ ɕɊɝɊɒɍɊ ɉɐɤ ɖɓɇɑɊɖɗɒɓɎ ɕɅɆɓɗɠ, ɓɆɐɅɉɅɣɞɊɊ ɝɍɕɓɏɍɑɍ 

ɇɓɌɑɓɋɒɓɖɗɤɑɍ ɕɅɖɝɍɕɊɒɍɤ, Ʌ ɗɅɏɋɊ ɈɍɆɏɍɑɍ ɖɕɊɉɖɗɇɅɑɍ ɕɅɌɇɊɕɗɠɇɅɒɍɤ ɍ 

ɖɓɔɕɓɇɓɋɉɊɒɍɤ. 

 

ȳɖɒɓɇɒɠɊ əɘɒɏɛɍɍ ɔɓɕɗɅɐɅ: 

 

Å ȳɕɈɅɒɍɌɅɛɍɤ ɊɉɍɒɓɈɓ ɕɅɆɓɜɊɈɓ 

ɔɕɓɖɗɕɅɒɖɗɇɅ;  

Å ȩɓɖɗɘɔ ɏ ɍɒəɓɕɑɅɛɍɍ ɜɊɕɊɌ 

Internet;  

Å ȵɅɖɖɠɐɏɅ ɘɇɊɉɓɑɐɊɒɍɎ ɔɕɍ 

ɒɊɇɠɔɓɐɒɊɒɍɍ ɒɅɌɒɅɜɊɒɒɠɚ 

ɉɊɎɖɗɇɍɎ;  

Å ȸɔɕɅɇɐɊɒɍɊ ɖɗɕɘɏɗɘɕɓɎ 

ɕɅɌɉɊɐɓɇ;  

Å ȵɅɌɈɕɅɒɍɜɊɒɍɊ ɔɕɅɇ ɉɓɖɗɘɔɅ ɏ 

ɉɓɏɘɑɊɒɗɅɑ. 



 

ÅȭɒəɓɕɑɅɛɍɓɒɒɠɎ ɔɓɕɗɅɐ 

ÅȸɉɓɆɒɅɤ ɖɓɇɑɊɖɗɒɅɤ ɕɅɆɓɗɅ 

Åȴɓɍɖɏ ɍɒəɓɕɑɅɛɍɍ 

ÅȶɓɛɍɅɐɡɒɠɊ əɘɒɏɛɍɍ 

ÅȧɍɌɘɅɐɍɌɅɛɍɤ, ɘɉɓɆɒɅɤ ɕɅɆɓɗɅ ɖ 
ɉɅɒɒɠɑɍ 

 

ȯɓɕɔɓɕɅɗɍɇɒɠɊ ɏɓɑɑɘɒɍɏɅɛɍɍ 

ȴɓɌɇɓɐɤɣɗ ɓɆɓɈɅɗɍɗɡ 
ɍɒəɓɕɑɅɛɍɣ ɓ ɖɓɗɕɘɉɒɍɏɅɚ, 
ɔɓɉɊɐɍɗɡɖɤ ɕɅɌɐɍɜɒɠɑɍ 
ɉɓɏɘɑɊɒɗɅɑɍ ɉɐɤ ɓɆɞɊɈɓ 
ɔɓɐɡɌɓɇɅɒɍɤ, ɖɓɌɉɅɇɅɗɡ ɢɐɊɑɊɒɗɠ 
ɖɓɛɍɅɐɡɒɠɚ ɖɊɗɊɎ. 

ȳɆɊɖɔɊɜɊɒɍɊ ɖɓɗɕɘɉɒɍɏɓɇ 
ɍɒəɓɕɑɅɛɍɊɎ ɓɆ 
ɓɕɈɅɒɍɌɅɛɍɓɒɒɓɎ ɖɗɕɘɏɗɘɕɊ 
ɏɓɑɔɅɒɍɍ, ɝɗɅɗɊ, ɘɐɘɜɝɊɒɍɊ 
ɇɒɘɗɕɍɏɓɕɔɓɕɅɗɍɇɒɠɚ 
ɏɓɑɑɘɒɍɏɅɛɍɎ.  

ȶɔɕɅɇɓɜɒɍɏ ɖɓɗɕɘɉɒɍɏɓɇ, ɔɓɍɖɏ 
ɖɓɗɕɘɉɒɍɏɓɇ, ɓɗɓɆɕɅɋɊɒɍɊ 
ɕɅɖɝɍɕɊɒɒɓɎ ɍɒəɓɕɑɅɛɍɍ ɓ 
ɖɓɗɕɘɉɒɍɏɅɚ ɖ əɓɗɓɈɕɅəɍɤɑɍ. 

 

 

ȳɕɈɅɒɍɌɅɛɍɓɒɒɅɤ ɖɗɕɘɏɗɘɕɅ ȰɍɜɒɠɊ ɖɗɕɅɒɍɛɠ ɔɓɐɡɌɓɇɅɗɊɐɊɎ 



ȴɓɉɆɓɕ ɔɊɕɖɓɒɅɐɅ, ɔɓɍɖɏ, 

ɍɒɗɊɕɇɡɣɍɕɓɇɅɒɍɊ ɏɅɒɉɍɉɅɗɓɇ: 

ÅɍɒəɓɕɑɅɛɍɤ ɓ ɇɅɏɅɒɖɍɤɚ ɖ 

ɔɕɍɇɤɌɏɓɎ ɏ ɓɕɈɅɒɍɌɅɛɍɓɒɒɓɎ 

ɖɗɕɘɏɗɘɕɊ ɍ ɝɗɅɗɒɓɑɘ 

ɕɅɖɔɍɖɅɒɍɣ; 

ÅɅɇɗɓɑɅɗɍɌɅɛɍɤ ɔɕɓɛɊɖɖɅ 

ɔɓɉɆɓɕɅ ɔɊɕɖɓɒɅɐɅ ɔɓɉ 

ɇɅɏɅɒɖɍɍ; 

ÅɚɕɅɒɊɒɍɊ ɆɅɌɠ ɉɅɒɒɠɚ ɕɊɌɣɑɊ; 

ÅɔɐɅɒɍɕɓɇɅɒɍɊ ɍɒɗɊɕɇɡɣ ɖ 

ɒɅɔɓɑɍɒɅɒɍɤɑɍ, 

ɕɊɌɊɕɇɍɕɓɇɅɒɍɊɑ ɔɓɑɊɞɊɒɍɎ ɍ 

ɇɊɉɊɒɍɊɑ ɏɅɐɊɒɉɅɕɤ. 

 

ȥɇɗɓɑɅɗɍɌɅɛɍɤ HR ɔɕɓɛɊɖɖɓɇ 

ȸɔɕɅɇɐɊɒɍɊ ɕɅɌɐɍɜɒɠɑɍ ɇɍɉɅɑɍ 
ɌɅɤɇɓɏ ɓɗ ɔɓɐɡɌɓɇɅɗɊɐɊɎ.  

ÅȬɅɏɅɌɅ ɗɅɏɖɍ ɍ ɕɊɌɊɕɇɍɕɓɇɅɒɍɤ 
ɔɓɑɊɞɊɒɍɎ, ɌɅɤɇɏɍ ɒɅ ɉɓɖɗɘɔ ɍ 
ɑɒɓɈɓɊ ɉɕɘɈɓɊ. 

ÅȳəɓɕɑɐɊɒɍɊ ɓɗɔɘɖɏɓɇ, ɓɗɈɘɐɓɇ, 
Ɇɓɐɡɒɍɜɒɠɚ.  

ÅȭɖɔɓɐɡɌɓɇɅɒɍɊ əɘɒɏɛɍɎ  
ɘɔɕɅɇɐɊɒɍɤ ɍɒɛɍɉɊɒɗɓɇ.  

 

ȸɔɕɅɇɐɊɒɍɊ ɌɅɤɇɏɅɑɍ 

ȳɕɈɅɒɍɌɅɛɍɤ ɇɍɉɊɓɏɓɒəɊɕɊɒɛɍɎ 
ɖ ɔɕɍɑɊɒɊɒɍɊɑ ɔɓɗɓɏɓɇɓɈɓ ɇɍɉɊɓ 
ɔɓɌɇɓɐɤɊɗ ɓɔɊɕɅɗɍɇɒɓ ɔɕɓɇɓɉɍɗɡ 
ɖɓɇɊɞɅɒɍɤ  èɐɍɛɓɑ ɏ ɐɍɛɘé  ɒɊ 
ɔɓɏɍɉɅɤ ɕɅɆɓɜɊɈɓ ɑɊɖɗɅ. 

ȧɍɉɊɓɏɓɒəɊɕɊɒɛɍɍ 



ȸɉɓɆɒɓɊ ɖɕɊɉɖɗɇɓ ɕɊɌɊɕɇɍɕɓɇɅɒɍɤ ɔɓɑɊɞɊɒɍɎ  

ɖ ɍɒəɓɕɑɍɕɓɇɅɒɍɊɑ ɓ ɚɅɕɅɏɗɊɕɍɖɗɍɏɅɚ ɍ ɏɅɐɊɒɉɅɕɊ 

ɌɅɒɤɗɓɖɗɍ ɔɓɑɊɞɊɒɍɎ. 

 

ÅȨɕɅəɍɜɊɖɏɓɊ ɔɕɊɉɖɗɅɇɐɊɒɍɊ ɍɒəɓɕɑɅɛɍɍ ɓ 

ɔɓɑɊɞɊɒɍɤɚ (ɔɐɅɒ ɌɉɅɒɍɤ);  

Åȴɕɓɖɑɓɗɕ ɍɒəɓɕɑɅɛɍɍ ɓ ɉɓɖɗɘɔɒɓɖɗɍ (ɏɊɑ, ɏɓɈɉɅ, 

ɉɐɤ ɏɅɏɓɎ ɛɊɐɍ ɌɅɕɊɌɊɕɇɍɕɓɇɅɒɓ); 

Åȴɕɓɖɑɓɗɕ ɕɊɌɊɕɇɍɕɓɇɅɒɍɤ ɜɊɕɊɌ outlook ; 

Åȴɓɍɖɏ ɖɇɓɆɓɉɒɠɚ ɔɓɑɊɞɊɒɍɎ; 

ÅȭɒɗɊɈɕɅɛɍɤ ɖ Microsoft Exchange Server. 

 

ȳɗɓɆɕɅɋɊɒɍɊ ɏɐɣɜɊɇɠɚ ɔɓɏɅɌɅɗɊɐɊɎ 

ɉɊɤɗɊɐɡɒɓɖɗɍ ɏɓɑɔɅɒɍɍ ɇ ɖɔɊɛɍɅɐɡɒɓɑ 

ɕɅɌɉɊɐɊ ɔɓɕɗɅɐɅ. 

 

ÅȧɓɌɑɓɋɒɓɖɗɡ ɒɅɖɗɕɓɎɏɍ ɇɍɉɓɇ 

ɓɗɓɆɕɅɋɊɒɍɤ ɏɐɣɜɊɇɠɚ ɔɓɏɅɌɅɗɊɐɊɎ 

(ɐɍɒɊɎɒɠɊ ɈɕɅəɍɏɍ, ɈɍɖɗɓɈɕɅɑɑɠ ɍ ɗ.ɉ.); 

ÅȬɅɈɕɘɌɏɅ ɍ ɕɅɖɜɊɗ ɏɐɣɜɊɇɠɚ ɔɓɏɅɌɅɗɊɐɊɎ 

ɍɌ ɇɒɊɝɒɍɚ ɖɍɖɗɊɑ (ɒɅɔɕɍɑɊɕ: CRM, Help 

Desk/Service Desk ɍ ɉɕɘɈɍɊ); 

ÅȥɇɗɓɑɅɗɍɜɊɖɏɓɊ ɓɆɒɓɇɐɊɒɍɊ ɉɅɒɒɠɚ ɔɓ 

ɏɐɣɜɊɇɠɑ ɔɓɏɅɌɅɗɊɐɤɑ. 

 

ȵɊɌɊɕɇɍɕɓɇɅɒɍɊ ɔɓɑɊɞɊɒɍɎ ȴɓɏɅɌɅɗɊɐɍ ɕɅɆɓɗɠ ɔɊɕɖɓɒɅɐɅ (KPI) 



ɼʤʙʛʦʙʸ ʪʫʩʙʦʡʯʙ 

ʃʧʥʨʙʦʡʸ 

+  

ÅȰɊɒɗɅ ɒɓɇɓɖɗɊɎ  

ÅȦɅɒɒɊɕɠ ɖɓ ɖɖɠɐɏɓɎ ɒɅ 

ɇɅɋɒɘɣ ɍɒəɓɕɑɅɛɍɣ  

ÅȭɒəɓɕɑɊɕɠ  

Åȩɒɍ ɕɓɋɉɊɒɍɤ 

ɖɓɗɕɘɉɒɍɏɓɇ 

ÅȦɐɓɏɍ ɖɖɠɐɓɏ ɒɅ ɇɅɋɒɠɊ 

ɕɅɌɉɊɐɠ ɔɓɕɗɅɐɅ 

ÅȻɍɗɅɗɅ ɉɒɤ 

Åȴɓɍɖɏ ɖɓɗɕɘɉɒɍɏɅ 

ʊʧʫʩʬʝʦʡʣʡ 

ʆʙʱʙ ʟʡʠʦʵ 

ʌʠʤʴ ʨʧʝʩʙʠʝʞʤʞʦʡʢ 

+  

+  

+  

+  

Å ȳ ȯɓɑɔɅɒɍɍ 

Å ȵɘɏɓɇɓɉɖɗɇɓ 

Å ȶɗɕɘɏɗɘɕɅ ȯɓɑɔɅɒɍɍ 

Å Ȳɓɇɓɖɗɍ 

Å ȴɕɊɖɖ-ɕɊɐɍɌɠ 

Å ȯɅɐɊɒɉɅɕɡ ɑɊɕɓɔɕɍɤɗɍɎ 

Å ȦɐɓɈ ɕɘɏɓɇɓɉɖɗɇɅ  

Å ȳɆɕɅɗɒɅɤ ɖɇɤɌɡ  

ÅȥɉɕɊɖɒɅɤ ɏɒɍɈɅ 

Åȩɒɍ ɕɓɋɉɊɒɍɤ 

ÅȩɓɖɏɅ ɔɓɜɊɗɅ 

ÅȲɓɇɠɊ ɖɓɗɕɘɉɒɍɏɍ 

ÅȲɓɇɓɑɘ ɖɓɗɕɘɉɒɍɏɘ 

ÅȹɓɗɓɈɅɐɊɕɊɤ 

Åȹɓɕɘɑɠ 

Åȳɔɕɓɖɠ 

Åȹɓɗɓɏɓɒɏɘɕɖɠ 

ÅȭɌɇɊɞɊɒɍɤ 

ÅȳɆɞɍɊ ɉɓɏɘɑɊɒɗɠ 

Åȶɓɗɕɘɉɒɍɏɍ ɔɓɉɕɅɌɉɊɐɊɒɍɤ 

ÅȬɅɉɅɜɍ 

ÅȴɓɐɊɌɒɠɊ ɖɖɠɐɏɍ 

ÅȭɌɇɊɞɊɒɍɤ 

ÅȳɆɞɍɊ ɉɓɏɘɑɊɒɗɠ 

ÅȯɅɐɊɒɉɅɕɡ 

ÅȬɅɉɅɜɍ 

ÅȴɓɐɊɌɒɠɊ ɖɖɠɐɏɍ 

ʊʞʩʛʡʪʴ 

+  

+  

ÅȧɍɉɊɓɏɓɒəɊɕɊɛɍɍ  

ÅȬɅɤɇɏɍ 

ʌʠʤʴ ʨʩʧʞʣʫʧʛ 



Å ȰɊɒɗɅ ɒɓɇɓɖɗɊɎ (ɇɓɌɑɓɋɒɓɖɗɡ ɔɕɊɉɖɗɅɇɐɤɗɡ 

ɗɊɏɘɞɍɊ ɒɓɇɓɖɗɍ ɇ ɇɍɉɊ ɖɐɅɎɉɝɓɘ, ɐɊɒɗɠ ɖ 

ɏɅɕɗɍɒɏɅɑɍ, ɔɕɓɖɗɓ ɔɊɕɊɜɒɤ ɌɅɈɓɐɓɇɏɓɇ ɍ ɗ.ɉ.) 

Å ȦɅɒɒɊɕɠ ɖɓ ɖɖɠɐɏɓɎ ɒɅ ɇɅɋɒɘɣ ɍɒəɓɕɑɅɛɍɣ 

(ɇɓɌɑɓɋɒɓɖɗɡ ɔɕɊɉɖɗɅɇɍɗɡ ɒɊɖɏɓɐɡɏɓ 

ɖɑɊɒɤɣɞɍɚ ɉɕɘɈ ɉɕɘɈɅ ɆɅɒɒɊɕɓɇ ɇ ɇɍɉɊ ɖɐɅɎɉ 

ɝɓɘ) 

Å ȭɒəɓɕɑɊɕɠ (ɔɓɈɓɉɅ/ɇɅɐɣɗɅ) 

Å ȩɒɍ ɕɓɋɉɊɒɍɤ ɖɓɗɕɘɉɒɍɏɓɇ 

Å Ȧɐɓɏɍ ɖɖɠɐɓɏ ɒɅ ɇɅɋɒɠɊ ɕɅɌɉɊɐɠ ɔɓɕɗɅɐɅ 

Å ȻɍɗɅɗɅ ɉɒɤ 

Å ȴɓɍɖɏ ɖɓɗɕɘɉɒɍɏɅ (ɇ ɕɊɌɘɐɡɗɅɗɅɚ ɔɓɍɖɏɅ 

ɓɗɓɆɕɅɋɊɒɍɊ ɏɓɒɗɅɏɗɒɓɎ ɍɒəɓɕɑɅɛɍɍ, 

əɓɗɓɈɕɅəɍɍ, ɖɖɠɐɏɍ ɒɅ ɔɕɓəɍɐɡ) 


































