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Pogoiji za vkljucitev v delo oz. za
opravljanje Studijskih obveznosti:

Prerequisits:

Student/studentka mora pred pristopom k
izpitu pripraviti in zagovarjati seminarsko
nalogo.

Prior to the exam, the student has to
prepare and present seminar work.

Vsebina:

Content (Syllabus outline):

e Osnove procesov.

¢ Vloga dokumentov pri obvladovanju
procesov.

o Dokumentni sistemi in sistemi za
upravljanje vsebin.

¢ Osnove analize in nacrtovanja procesov
in dokumentnih sistemov.

e Uporaba orodij za obvladovanje
procesov in dokumentnih sistemov.

e Zajem in pretvorba dokumentov.

e Zajem meta podatkov.

o Klasificiranje in signiranje dokumentov.

e Process basics.

e The role of documents in the process
management.

¢ Document Management and content
management systems.

e Basics of analysis and planning process
and document management systems.

e Use tools for process management and
document management systems.

e Capture and document conversion.

¢ Capturing metadata.

o Classification and assigning documents.




¢ Ohranjanje in dologoro¢na hramba
dokumentov (arhiviranje).

¢ Objavljanje dokumentov.

e Verzioniranje.

¢ Preservation and long-term storage of
documents (archiving).

e Publishing.

e Versioning.

Temeljni literatura in viri / Readings:

e Jones, J. 1. (1999). The document Methodology. Priority Process Associates.

e Azad, A. (2008). Implementing Electronic Document and Record Management
Systems. Auerbach publications (Taylor & Francis Group).

e Rockley, A. & Cooper, C. (2012). Managing Enterprise Content: A Unified Content

Strategy (2nd ed.). Berkeley: New Readers.

Cilji in kompetence:

Objectives and competences:

Studentom predstaviti osnovne principe
delovanja, uporabe, in administracije
dokumentnih sistemov ter razumevanje in
sistematicno obvladovanje dokumentov v
podijetjih.

Ucna enota prispeva k razvoju naslednjih
splosnih in predmetno specificnih
kompetenc:

e usposoblijenost za samostojno in
avtonomno uporabo, nadzor in
vzdrzevanje informacijsko
komunikacijske tehnologije v
organizaciji

e poznavanje in razumevanje Sirokega
nabora aplikacij informacijsko
komunikacijske tehnologije v
sodobni druzbi

e sposobnost fleksibilne in aplikativhe
uporabe teoreticnega znanja

e zZmMOZNost za prepoznavanje in
izkorisCanje priloznosti, ki se ponujajo
v delovnem in druzbenem okolju (ki
se izkazujejo kot podjetniski duh in
aktivno drzavljanstvo

¢ uporaba metodologij informatizacije
poslovnih procesov v praksi

e razumevanje informatizacije z
implementacijo celovitih
informacijskih resitev in e-poslovanja
v praksi

Present to students the basic principles of
functioning, use, administration and
document management systems as well as
understanding and systematic document
management in organizations.

The instructional unit contributes to the
development of the following general and
subject-specific competences:

e competence for independent and
autonomous use, monitoring and
maintenance of information
communication technology in an
institution

e knowledge and understanding of a
wide range of applications of
information communication
technology in the modern society

e ability to flexibly apply knowledge in
practice

e the ability to recognise and take
advantage of the opportunities,
arising in work and social
environment (and shown as the
entrepreneurial spirit and active
citizenship)

o use of methodologies of business
process informatisation in practice

e understanding of informatisation with
the implementation of
comprehensive information and
e-business solutions in practice




Predvideni Studijski rezultati:

Intended learning outcomes:

Znanje in razumevanje:

Student/studentka:

e se seznanis procesi in dokumentnimi

sistemi

e razume delovanje, namen in
prednosti uporabe ter uvedbe
dokumentnih sistemov pri
informatizaciji poslovnih procesov

Knowledge and understanding:

The student will be able to:

¢ be familiar with processes and

document management systems

e understand the operation, the

purpose and benefits of use as well as
introduction of document
management systems in the
computerization of business processes

Metode poucevanja in ucenja:

Learning and teaching methods:

¢ predavanja z aktivno udeleZbo

Studentov (razlaga, diskusija, vprasanja)

e vagje v racunalniski u€ilnici (primeri,
reSevanje problemov): namen je
spoznati programska orodja za
uporabo dokumentnih sistemov. Vaje
bodo potekale v manjsih skupinah

¢ seminarska naloga, ki jo Studentje
pripravijo v manjsih skupinah.

Vklju€¢evala bo realni primer procesa in

dokumentov v konkretnem orodju za
upravljanje z dokumenti

lectures with active students'
involvement (explanation, discussion,
questions, examples, problem solving)
lab work

individual and group consultations
(discussion, additional explanation,
dealing with specific questions)
seminar that students will prepare in
small groups. It will include a real
example of the process and documents
in a specific tool for document
management

Delez (v %) /

Nacini ocenjevanja:

Weight (in %) Assessment:

Nacin (pisni izpit, ustno izprasevanije,
naloge, projekt):

e pisniizpit

e zagovor seminarske naloge

50
50

Type (examination, oral, coursework,
project):

e written exam
e presentation of seminar work
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