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1. ®yHKUMM aAMUHUCTPATOPA CUCTEMDI

AamuHuctpatop Cuctembl MOTUB 2.5 (manee — Cwuctembl) HagenéH LWMPOKUMMU
noaHomoumamn. OT KayecTBa ero paboTbl 3aBUCUMT paboTocnocobHocTb, 6e30MacHOCTb U
adpdeKkTnBHOCTL CHUCTEMBI.

B 06s3aHHOCTM agMuHUCTpaTopa CUCTEMbI BXOOMT:
— KOHTPO/b CPOKa MUCMO/1b30BaHUA INLEH3UKN U 3arpy3Ka HOBbIX Gaii10B INLLEH3MIA;
— 3arpysKa 10roTvna KoMnaHuu ansa otobpaskeHus s Cucteme;
— CO3ZlaHWe MepapxmnyecKom CTPYKTYPbl NOAPA3LAENEeHNIA OpraHM3aLmy;

— HacTpoiKa cnucka MHOOPMALMOHHBIX MOAEN, KOTopble OnpeaensAloT cocTaB nonemn
aApecHOM KHUMM U KapTOUYKM Nosib3oBaTea CUcTembl;

— ynpasneHue nosb3oBatenamm Cucremoi;

— COo34aHmne ncesgoHMMOB, KOTOpble AalT BO3MOXHOCTb nonb3oBaTtento
NPUCYTCTBOBATb OAHOBPEMEHHO B HECKO/IbKUX NoApa3aeneHnAxX,

— ynpasneHue NoNIHOMOYMAMM NONb30BATENEN;

— cO3JaHue rpynn NpaB W BKAOYEHME B HUX MNONb30BaTENE;

— ynpasaeHue NMYHbIMW NpPaBammn Nonb3osatenein Cucremol;

— ynpasaeHune HacTPOMKaMm Nosib30BaTeIEN U COCTaBOM NMYHKTOB MeHI0 CUCTEMbI;
— perucTtpauus B Cucteme o6bsaBAEHM;

— HacTpoWKa KaneHaapei paboyero BpeMeHu;

— ynpaBfeHWe HACTPOMKaMM OMOBELLEHUI MO 3a4adyam, COOOLEHMA U HAaNOMUHAHWIM
NoNb30BaTENIIM MO 3/1E€KTPOHHON noyte u SMS;

— aAMMHUCTPUPOBAHNE MOUCKOBOM CUCTEMDbI;

— CO3[aHue TUMOB 33434 C A0NO/HUTEIbHbIMU NOASMMU;

— co3AaHue TMnoB Tabauu;

— co3AaHne CYETYMKOB AN HYMePaLMn 33434 C A0NOTHUTEIbHBIMU NOAAMMU;

— CO3[aHne 1 HaCTPOoIiKa cnpaBoYHUKoB CucTeMbl;

— co3faHvne 06paboTUMKOB 4/1A BbIFPY3KU AaHHbIX B yA06HOM Buae 3 Cuctemol;

— MOHWUTOPUHT COCTOSAHMA ANCKOBOTO NPOCTPAHCTBA U yaaneHne BpeMeHHbIX Gaiinos.

MepeuncneHHble GYHKUMM agMUHUCTPATOP CUCTeMbl BbIMOJHAET C NOMOLLBIO pasaena
UHcTpymeHTbl — AamuHuctpuposaHue. [lyHKTbl meHio lMonb3osBatenn n HasHavyeHue
NONHOMOUMI TAKKe AOCTYMHbI M0/Ib30BaTENAM CO CTAaTyCOM «HayanbHUK».

— pa3paboTKa adpdeKTMBHOMN NOAUTUKK Be3onacHoCTy;

DYHKLMM aAMUHUCTPATOPA CUCTEMDbI 7



— BblABN1€HNE HECAHKLMOHNPOBAHHbIX AEVICTBMIZ nonb3osartesiei CuctemMbl;

— BblfIBIEHNE MOMbITOK HECAHKUMOHWPOBAHHOTO  AOCTyna
no/sib3oBaTes1en C Y3108, He NpeayCMOTPEHHbIX NONNTUKON Be3onacHoCTY;

K

Cucteme

CTOPOHHUX

— MOHUTOPWUHT ,D,EI‘/JICTBVIVI nonb3oBaTtesieili MO Ha3HaYeHUto AONONMHUTENDBbHbLIX NMpaB U

NOJIHOMOYNI NONb30BaATEAM Cucremol;

— nony4vyeHume CTatTUCTUKN NON1b30BaHUA CMCTGMOVI;

— nonyyvyeHume CTatUCTUKM No BHEWHUM NONb30BaTENAM;

— MOHUTOPWHT AENCTBUI NOIb30BaTENEN C AOKYMEHTAMM.

MyHKT MeH0 Tunbl 3aga4y AOCTYNeH TO/IbKO Mosib3oBaTento ¢ npasom «CosdaHWe TUMOB
3agau». [NyHKT meHlo CnpaBOYHMKM [OOCTYyMNeH MoJsib3oBaTenAm c npasom «CosgaHue

CMpaBOYHUKOBY».

Pabota B CucTeme BO3MOMKHa C MUCNOJib30BaHMEM odHOro 13 Tpex moaynei: Workflow,
Docflow nnn Complete. Cnvcok BO3MOXHOCTEN KaXa0ro Moaynsi CMoTpuTe B Tabnvue 1.

Tabnuua 1. CpaBHeHMe BO3MOXKHOCTE moaynei Cuctembl

Bo3moxkHoCTU

Co3pgaHue 3agad (nopyyeHui)

Yyactme B 3agavax

OTYéTbl NO 3aga4am

ApxuB 3aga4 (NnopyyeHuin)

Co3aaHue JOKYMEHTOB

PaccmoTpeHue 1 ucnosiHeHMe JOKYMEHTOB
OTYéTbl NO AOKYMEHTaM

ApXMB OOKYMEHTOB

AZMWHUCTPUPOBAHME AOKYMEHTOO60POTA
KaneHpapb

AApecHas KHura

Bubanoteka

Workflow
+

+

Docflow

Complete
+

+




YBegomneHus

Cucrtema nouncka

Moaynb cuctembl 6e30nacHOCTH
AOMWHUCTPUPOBAHME U HAaCTPOIMKK CUCTEMBI
Mpunoxenus (Windows n MacOS X)

PDA-uHTepodeiic

+ +
+ +
+ +
+ +
+ +
+ +

(DyHKLI,VIM AAMUHUCTPATOPA CUCTEMDI
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2. HacTpoiiku cuctembl

MyHKT meHo HacTpolKuM cuctembl pasgena AOmMuUuHUCMPUpPOBaHUe WCNONb3yT ANA
NPOCMOTPA M 3arpy3Ku NULLEH3MIA, HACTPONKM MHTepdelica, 3IN1eKTPOHHOM NoYTbl CUCTEMBI,
33434 U JOKYMEHTOB.

MMYyHKT MEHI0 COCTOWUT U3 HECKOJIbKMX BKNAAOK. Ona duKcauum U3ameHeHWM UCNonb3yinTe
KHOMKY COXpaHUTb.

2.1. Bknagka «JlmueHsum»

Bknagka JivueHsum (puc. 1) — pns npocmoTpa WMHGOPMaLMM O MOJIb30BaTE/bCKUX
JNINLUEH3MAX U 3arPy3KM HOBbIX IULLEH3UA.

HacTpoMKH CHETEMET

NMuuenzun Hurepdreic Hacrpoirm email Zapaum OowymeHTs HononHuTensHo
NuueHzna 1
Bumana TecToBaR NMUEHIHA

KonusecTes nonksoeaTansi
Konin+ecTen sHeWwHMx NonezosaTensi
DaTa HaHana MvLeHINM

Mepran ASACTENA MHUEHZHK

Cratyc

Bepcus

THn nuuEHzHN

NMuuexzna 2

Ewigara

KonusecTeo nonksoeaTensi
KOnM42CTES BHSWHI NONBI0EATENSA
DaTa HaHana AvusHIM

Mepwon ASACTEHA NMLEHINN

Cratyc

Bepous

THA NMLEHEHA

MapaMeTpsl AHUEHZMA

F000

He orpanm~eHo
15.03.18

100
OedcTenTensHa
Complets

OBLIMHAA NMUeHIHA

TecToBaA NMUEHIHA
5

He orpaHMseHo
11.04.18

130
OeRcTEHTensHa
Complete

KOHKYPEHTHaA NULEHZHRA

OBwes konuyecTes nonezosatansil Complate FO0D
Tekylwese Konu=ecTED NonssoeaTensd/ceconi Complete 341
Obwes womyecTeo nonezosatensi Workflow 0
Tekylss KoNM=2CTES nomesoeaTensd Warkflow ijo
Obwes wommyecTee nonezosaransi Docflow 0
Tekylss KoNMS2CTES nonssoeaTensd/ceconi Docflow of0
Ofilwes KOMM4SCTES BHEWHIK NONEI0BSTENSA He orpatx~eso
Tekylues KOMMHECTED PA3AMHHEL BHSWHYE NONs308aTenal B OTHPEMBK 3ag34ax 3
3arpyzuTe HoBel dain nuueHIMM: MyTe Kk dhanmy nnuenznm {motivi23.lic) Buifpate -

Puc. 1. BknagKa JiuueHsum

B Cucteme cywecTtsyeT gse NOJUTUKM INLLEH3UPOBAHUA:

— MmeHHaa (06bluHafA) NUUEH3MA — NpPaBO KOHKPETHOro cOoTpyAHWMKa paboTaTh B
Cucteme. TMpM MCNONb30BAaHUM TaKUX NMLEH3UM KOAMYECTBO MONb30BaTeNel,
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3aperncTpupoBaHHbIX B CuUcCTeMe B MNYyHKTE MeH AQMMUHUCTpUpOBaHuWe =
Monb3oBatenu, He MOXKET NPEBbIWATb 3HAYEHUE, YKazaHHOe B dpaline NnLeH3nN.

— KOHKypeHTHas nuueH3nA — NpaBo Ha OAHOBPEMEHHOoe MoAKatoveHue K Cucteme,
KOTOPOE MOX¥eT ObiTb COBMECTHO WCMO/b30BaHO JIlOObIMM  NMOMMEHOBAHHbIMM
nosb3oBaTeiamu. Mpu NCNONb30BaHWUM TaKUX IMLEH3UIA KONMYECTBO NONb30BaTENEN,
O[HOBpPEMEHHO paboTalolwmx B CUCTEMe, He MOXeT MpeBblllaTb 3HaAYeHUe,
YKasaHHoe B daine nmueHsunu.

daitn  AMUEH3MM  3arpyXkaloT Mocae  YCTaHoBKM  CUcCTeMbl NpU  NepBOM  BXoAe
aAMUHUCTpaTopa B Cuctemy.

daitn MNUEH3MM aBTOMaTMYECKM nomellaetcs B Katanor license\motiw, pacnonoxeHHbli
Ha cepBepe ¢ ycTaHoBAeHHOW CUCTeMolA.

JluueH3uns xapakTepusyeTca napameTpamu:

— BblgaHa — Has3BaHMe OpraHuMs3aLuK, KOTOPOM BblgaHa AuUUEH3MA. HassaHue
opraHusaumm oTobpakaeTca B 3aro/I0BKe CTpaHuLbl 6pay3epa.

— Konunuecteo nonb3oeareneit — YNCN0 NOb30BaTENEN, KOTOPbIE MOTYT BbiTb CO34aHbI
B CucTeme (B cNyyae UCNONb30BaHUA UMEHHOW NULEH3UM).

— [ata Hayana AnueHsuum.

— lMepuoga [eincTBUa NMLEH3UM — KOIMYECTBO KaNeHAapHbIX AHEN, B TEYEHNE KOTOPbIX
NUUEH3MA aeicTBuTenbHa. [0 UCTeYeHUA CPOKa [AENCTBMA MNOJy4uTe HOBYIO
NIMLEH3NIO.

— CTaTyc — IMLEH3MA MOXKET HaxoaUTbCA B O4HOM M3 CTaTyCOB:

e /lelicmeumenibHa — NVUEH3NA 3arpy)keHa B CUCTEMY KOPPEKTHO W CPOK ee
OEWNCTBUA HE UCTEK.

e JIcmeKna — CPpoK AeNCTBUA NTNLEH3MUM UCTEK.

e He cosnadaem HaumeHosaHue KomnaHuu. Obpamumeck K paspabomyukam —
3arpykeH ¢aiin, B KOTOPOM Ha3BaHWE OPraHM3aLMK He COBMaJaeT C Ha3BaHMEM,
YKa3aHHbIM B NpeaplayLue il AMUEeH3UN.

— Bepcua —oTobparkaeTcA HasBaHME OAHOIO U3 Moay/ei:

o Workflow

e Docflow

e Complete (noapobHee 0 pasnnUYMUAX MexKay MOAYASAMM CM. 1. 1).
— Tun AMUEH3UK — UMeHHanA (06blYHanA) UMM KOHKYPEHTHas.

Tun AnueHsun BbibUpaloT B aTpubyTax Mo/Ab30BaTeNA MPU €ro CO3AaHUMU  WAK
pefakTUPOBaHUW.
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Tunbl ﬂMLI,eH3Mﬁ AOCTYNMHbI NPX BbINONTHEHUN yCI'IOBMl;’IZ
- KOHKypeHTHbleZ €CTb XOTA Obl OAHa HEMPOCPOYEHHAA KOHKYPEHTHaA NnueH3na.

— WUmeHHble: ecTb XoTA Obl OogHAa HEMNpPOCPOYeHHas WMMEHHas /AULEH3UA U He
npeBbllWeH 06LWMA NMMUT NoNb30BaTENE N HA UMEHHbIX TNLEH3MAX

Tun ceccum NONb30BaTEIA — MMEHHAs UM KOHKYPEHTHan — onpeaenseTca Npu BXo4e B
Cucremy B nopagke npuoputera.

CTapT UMEHHOM ceccum BO3MOXKEH, eC/u:

— TUN INLEH3UM NONb30BATE/IA = UMEHHaS;

— ecTb ecTb X0TA 6bl 04Ha HENPOCPOYEHHAA UMEHHAA NNLEH3US;

— He npeBblWeH 06LWMIA AMMKUT NOb30BaTEIEN HAa UMEHHbIX INLEH3USAX.
CTapT KOHKYPEHTHOM CECCMM BO3MOMKEH, ECNN:

— TUN AnLEeH3UU Nonb3oBaTena = umeHHaa NJTIM KOHKypeHTHas;

— eCcTb X0Ts 6bl 04Ha HENPOCPOYEHHAA KOHKYPEHTHaA NMLEH3MUSA;

— He NpeBbIWeH TMMUT KOIMYECTBA KOHKYPEHTHbIX CECCUN.

B rpynne noneti MapameTpbl AULEH3UN YKa3aHbl CBOMCTBA INLLEH3MUMK:

— Obuwee Konuuectso nonb3osatenei/ceccuii (no  mogynam) — Ko/MYecTso
nonb3oBaTesiell, KoTopble MOryT bbiTb co3gaHbl B Cucteme (c y4éTtom Bcex ¢alinos
NNUEH3NI).

— TeKywee KOAMYECTBO nosb3osatenei/ceccuii (no moaynam) — KO/JMYECTBO

3aperncTpupoBaHHbix B CUCTEME Noab30BaTeNe.

— Obuwee KOAMYECTBO BHELWHWUX MNosb3oBaTeneil — KOJIMYECTBO  BHELHMX
nosb3oBaTeiei, KOTopble MOryT 6biTb co3gdaHbl B Cucteme (c y4éTom Bcex dainos
NINLEH3UI, HEe OrPaHNYEeHo).

— TeKyLiee KOIMYECTBO Pa3/INYHbIX BHELWHMUX MOJIb30BaTe/sield B OTKPbITbIX 3agayax —
KO/IMYECTBO 3aperncTpuMpoBaHHbiX B CUCTeMe BHeLWHWX Moab3oBaTesnei, KoTopble
yyacTBYyIOT B 3agadax nonb3osaTteneit Cuctembl. MoapobHo o paboTe ¢ BHeWHUMMU
nosnb3oBaTeNAMM CM. N. «PedaKTMpOBaHME coOCTaBa BHELWHWX MOAb30BaTENEN»
PYKOBOACTBa N0/1b30BaTEA CUCTEMDI.

KonnuyectBo Nonb30BaTENbCKUX TNLEH3UA MOXKHO YBENUYUTD, 3arpy3nB HOBbIN ¢aiin. Ona
3arpysku ¢aina HaxkmuTe KHOMKy BbibpaTb B nosie 3arpysuTb HOBbI daiin nuueHsun 1 B
OTKPbIBLUEMCA OKHE YKaxkuTe nyTb K danny motiw_25.lic.

Ecnn Ha MOMEHT 3arpy3Ku AeNCTBUTENbHA TEKYLLAA ANLEH3UA, KOJIMYECTBO CYLLECTBYHOLLNX
M HOBbIX NUUEH3UI cymmupyeTca. MNocne Bblibopa dalina AULEH3UM HaXKMUTE KHOMKY
CoxpaHuTb.
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Mpu ypauHoW 3arpy3ke danna AULEH3UM B CTPOKe CcTaTyca OTobpasuTcA Hagmnuch
LelicmeumenbHa. YpauHaa 3arpyska rapaHTMpoBaHa TO/IbKO MpPWM MOJHOM COBMAAeHUU
Ha3BaHMA OpraHM3aLumMmn, YKasaHHOro B daiiiax AULEH3UN.

2.2. Bknagka «UHTepdeiic»

Bknagka UHTepdeiic (puc. 2) nossondeT ynpaBnaTb BHeWHUM BUAOM Cuctembl. MmMbkue
HacTPOMKM Oal0T BO3MOMHOCTb NPUBECTU UHTepdeic K KOpPnopaTUBHOMY CTWUAIO:
YCTaHOBUTb JIOFOTUM KOMMNaHUK, AeBU3 U U306parkeHNA Ha CTPaHULLE aBTopM3aLUN.

NoroTvn KomnaHuM oTobparkaeTcsa B NPaBOM Yy rNaBHOrO MeHio Cuctemsl. Mpu HaxaTum
Ha HEro OTKPOeTCA AOCTYMHbIA BCEM MOAb30BaTENAM CUCTEMHbIA CMPABOYHUK «BHelwHue
Pecypcbl» — CMUCOK CCbIIOK Ha BHELLHWE CeTeBble PecypCbl, KOTOPbIMM YacTO MOAb3YHOTCA
COTPYAHUKW.

AgmuHncTpatop CucTtembl pegakTupyeT CMpPaBOYHMK «BHeWHMEe pecypcbl» C MOMOLLbLO
BKNaAKN MeHI0 MHCTpYMEHTbI = AAMUHUCTPUPOBaHUE = CNPaBOUYHUKM.

[na 3arpyskm Norotmna HaxmuTe KHOMKy Bbi6patb B nosie Jlorotmn 1 yKaxkuTe nyTb K painny
B OTKPbIBLIEMCA OKHE. 3arpy»Kaemblit daiin gonxkeH umeTb Tun PNG, JPEG nnu GIF n pasmep
64x64 nuKkcenen. Ecnm pasmep nsobpaxkeHua npesbliliaeT yKasaHHble napameTpbl, Cuctema
aBTOMATMUECKM obpeXKeT ero A0 HY)KHbIX pa3mepoB. BbibpaHHbIN daiin oTobpasutca B
CTpOKe npocmoTpa. 1A yaaneHma 10roTuna HaXKMUTE KHOMKY .

Ons 3arpy3kn nsobparkeHus, BbIBOAUMOrO Ha CTPaHWULE aBTOPU3ALMKU, HAXKMMUTE KHOMKY
Bbibpatb B nosne WM3o06paxeHne M yKaxkute nyTb K anny B OTKPbIBLIEMCS OKHe.
3arpy»kaembiit dpaiin gonkeH umetb popmat PNG, JPEG uam GIF mn pasmep 390x100
nuKkcenein. BblbpaHHbIM daiin oTobpasnTca B CTPOKe mnpocmoTpa. [ns yaaneHus
N306parKeHUS HAXKMUTE KHOMKY X.
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Puc. 2. Bknaagka UHTepdeiic

Onsa otobparkeHusa B uHTepdeiice CucTembl AeBM3a KOMMNaHuMM B none [JesBus BNULWIMTE
TekcT. Obbem TekcTa He pJosiKeH npesblwatb 200 cMMBOIOB. TEKCT AeBM3a MOMKHO

dopmaTnpoBaTb c UcnosbzoBaHnem HTML-Teros.

B packpbiBatowemca cnncke OTobparxkeHue potorpadumii nonb3osBateneil B 1eHTe AeACTBUIN
BbIOMPAOT OAMH U3 TPEX PEXMMOB NOKa3a M30bpaxKeHUt:

— He omobpaxames —
nosab3oBaTene.

B JIeHTe [enctBuii He OyayT MOKasaHbl

doTtorpadum

— Omobpaxames mMosbKO N0b308aMENbCKUE — B NEHTE AeUCTBUI ByayT oTo6parkaTbes

TO/IbKO 3arpyKeHHble M0/b30BaTeIAMU  U306paAXKEHUS.

n306paxKeH NoKasaHbl He byayT.

— Omobpaxams -

B JIeHTe JeWcTBuin byayT oTobpaxKaTtbca

@dopMbl  OTCYTCTBYHOLLMX

n doTorpadpun

nonb3oBaTenen, u nycrolie d)OprI anAa HUX (EC/'IM no/sib3oBaTe/Ib HE 3arpysuna CBOKO

doTorpaduio).

14



2.3. Bknagka «Hacrpoiiku email»
Bknagka Hacrpoiku email (puc. 3) — ana TecTMpoBaHMA UM HACTPOMKU OTMNPaBKU
OMOBELLLEHWNI MO 3N1EKTPOHHOM noyTe (noapobHee o paboTe c onoseLeHUammu cm.n. 11).

— TecTMpoBaHMe ONOBELLEHUNA — CEKLMS 419 MPOBEPKU KOPPEKTHOCTM PaboTbl CUCTEMBI
PaccblIKK COOBLEHNNA.

B rpynne nonei ONpoc NoYTOBbIX ALMKOB 3aN0/HAIOT:

— Email otnpasurens, craButca B none from nucbma — email asBTonHdpopmaTtopa Cuctembl.
Agpec b6yaet yKkasaH B none FROM (oT Koro) B nUCbMax, OTNPaBAEHHbIX
aBToMHpopmaTopom nosib3oBatenam Cuctemol. B none Email ornpaBurena okHa BbI30Ba
obpaboTunKka mailerattach.php Tak»e ncnonb3yeTca BBeAeHHbIN email.

— Uma oTnpasutena — UMA aBTOMchopmaTopa Cuctembl B nucbmax, OTnpPaBAEeHHbIX
nonb3osatenam Cuctemol.

HacT poilkn CHCT eMbI

Nnuyensmm Hutepdeinc Hacrpoitkn email | 3apaun | [lokyMeHTbI [ ononHuTensHo

TecTHpOBaHHE ONOBEWEHH
Erriail:

Noruu:
Maponk K NOUTOROMY ALLMKY:

Cepeep POP3:

<

Mopt POP3 cepeepa (no
YMONJaHu 110):

Onpoc NoYTOBBIX ALMKOB

Ermail oTnpaeuTens, CTaeMTCA B
none from nucemMa:

MMA oTnpaBWTenA:

CoxpaHuTe

Puc. 3. BknagKka Hactpoiiku email

2.4. Bknaaka «3agaumn»

Bknagka 3agaum (puc. 4) — ans HasHadyeHuA nonb3osaTensam CUCTEMbl NpaB Ha AeNCTBUA B
NleHTe 33434, HaCTPOMKM AeCTBUIA NPU CO34aHUN 33434 U NPaBU U3MEHEHUA OaT Havana
M OKOHYaHMA 3afayu, BUAMMOCTM BKIAAAOK OKHA 3agayuun (nogpobHee 06 MCNONb30BAHUU
TUNOB 3aAa4 cm. n. 12).
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B rpynne nonei [eicTBua Npu CO3A4aHUM 33[,a4M HacTpamBatoT nosegeHme Cuctembl nNpu
HaXKaTuu KHonKn COXpaHUTb U cO34aTb HOBYHO 3aauy (MogpobHee 0 co34aHUKM 33434 CM.T.
«Co3pgaHue 3aga4un» «PyKoBOACTBa NO/Ib30BaTENAY):

— Ecnu dnarkok BkAtoUeH, byaeT oTKpbITa Gopma co3gaHus 3agaum (Toro »Ke Tuna, Yto u
npeaplaywas) c nyctbimmM nonsamu. Ecnm 3agava 6bina cosgaHa no wabnoHy, 6yayT
OYMLLEHDI TO/IbKO HE 3aMO/IHEHHbIE B HEM MOAA.

— Ecnn pnaxkok BbIKAtOYEH, byaeT OTKpbITa dopma CO34aHUS 334a4M CO 3HAYEHMAMMU
nosiei, CKONMPoOBaHHbIMM U3 NpeaplayLei 3a4aun.

B rpynne nonein PepakTupoBaHWe /AeHTbl AEWUCTBUIA HA3HaA4yalOT MONb30BaTENAM C
onpefenéHHbIMM PONSMU B 33Z3a4e BO3MOMKHOCTb PeZakTMpPOBaTb AelCTBUA B Hel. YTobbI
pa3spelwmnTb pesakTUPOoBaTb M yAanATb CBOM COOOWEHUA B NIeHTe AENCTBUN, BKAOYUTE
bnaxku.

3ameyuaHue: HacTPOoiiKa HeobXxoaMMa ANA HasHaYeHUa Npasa PeaakTMpPoBaTh HernocieaHme
JeicTBuAa B JfieHTe 3agaun. Ecnu  peitctBue nocnegHee B JIeHTe, aBTOP  MOMKeT
peJaKkTMpoBaTb ero 6ecrnpenaTcTBeHHO.

Jwuensun || MuTepdedic || Hactpoiikn email JOKyMEHTE: LononHuTentHo

J[EACTERR NPpK CO3AAHM 337a4M

]

OUMIATS NOMA BEOAE NDM COZ3HUM 23034

PegakTiposarue nexTsl aefcTeni

=]

PeflaKTYpOEaHME NeHTE! 1A CTBMI 2ETOpOM:
PeflakTYpOaaHWe NeHTEl JeACTEMI OTBETCTBEHHEIM DYKOBOMTENEM:

PefjakTMPOBaHWNe NeHTH! JeACTBIAN WCTIONHIUTENEM

ooo

PeflaKTYPDEEHIE NEHTE JEiCTEUMIH KOHTPONEDOM

=]

PefjakTvp0aaHMe NeACTaHA ADYTHX NONL30B3TENEH 3AMUHMCTDATOPOM
CUCTEMs

=

PeflakT¥p0aaHNe NOCNEHErO ASRCTBMA:

Mouck geicTenA

=

Jns Noucka 4eficTeMiA MCNoNb30BaTE NOMCKOBYED CUCTEMY!

Orpanu-eHis WSMEHEHIA AaThl HAYANE M OKOHYAHNA 334a4H

=

JaTa Ha4ana 3afaqM He MOKeT GuiTs B Byayulem

o

[aTa Hauana 33naun He MoxeT G5iTs B MPOLUNOM:

=]

J3T3 OKOHY3HHA 33134 HE MOKET ObiTe B NPOWNOM:
PepakTvpoaanme aTpubyTos a2y OTEETCTBEHHSIM Het
DYKOBOAMTENEM
PeflakT¥p0BaHWe Nonel TUNa 337134y KoHTponepamu: | Her
Vpanexwe cebs u3 3agaq Het

Co303HWE (EKDETHBLIX 33034 Oa

BUAMMOCTE BXNALOK OKHA 533341

PaGouas rpynna H...  Doxyment @annel | MNnarvposanve  CobbituA | KoHTakmsl Tabnuubl | ypHan | PaSouee Epe BuaeokoHdepen...  Joknagsl | JononHuTensxo
AsToOpH! Aa Aa Aa Aa na na Aa Aa na Aa Aa Aa

KoHTponepel zaqaqm da fda fda Ha Ha Ha da Oa da Aa Aa fa
OTBETCTEEHHDbIE PYKOBOAHTENH Aa Aa Aa Aa Aa Aa Aa Aa Aa Aa Aa Aa
Wcnonkurenu fa  fa Aa Oa la la Oa ha la Oa Oa fa

CoxpanuTs
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Puc. 4. Bknagka 3agaum

ApmuHuctpatop CucTembl  MOXKET Ha3HauuTb BCEM  MOAb30BaTeNIsIM  C  MPaBoOM
«AOMUHUCMpPAmMOop cucmemMs!» NPaBO HA PeAaKTUPOBaHUE U yaaneHue nobbix AeUCTBUN B
nexTe.

B rpynne TMoucKk AeWCTBUIA YyCTaHaBAMBAOT HACTPOMKY TMOWUCKA CUCTEMHbIX MU
NoNb30BaTENbCKUX AECTBMI MO 3aga4am A noucka AeucTBuii UCNoab3oBaTb NOMCKOBYHO
cUCTeMy, NO YMONYaHUIO OHa BKAoYeHa (cm. n. MNMouckoBas cuctema). Mpu BbIKAOYEHUN
HaCTPOMKM, a TaKKe B NpuaoxKeHun «MHbopmep» 4ns Noncka A4encTBMii ncnosblyeTca H6asa
OAHHbIX.

B rpynne noneii OrpaHUYEeHUMA U3MEHEHMA pf[aTbl Hauyaza WM  OKOHYAHMA 33Jauun
YCTaHaBNMBAOT OrpPaHUYeHUA gna 3HadyeHuit noneir Hayano n OKOH4YaHue 33ga4n. YT1obbl
YCTaHOBUTb OMUCaHHble B CTPOKax rPynnbl OrpaHWYEeHUs, yCTaHOBUTE COOTBETCTBYHOLIUE
O ERTZR

3ameyvaHue: Ecnm 3anpewieHo co3gaHue 3afad C AaTod Havana B npowsoMm u Gyayuiem,
M3MEHUTb AaTy Ha4ala 3a4a4yn 6y,qu HEBO3MOXHO.

B pacKkpbiBalowemcs cnvcke PepakTupoBaHuMe aTpubyTOB 3agauyM  OTBETCTBEHHbIM
pyKoBogutenem 3afaloT BO3MOMKHOCTb PeAaKTMPOBaHMA MoJiei 3a4a4 OTBETCTBEHHbIMM
pykosoautenamu. Mpu Bbibope 3HaYeHMsA Hem OTBETCTBEHHOMY PYKOBOAUTENO AOCTYMHO
pefakTMpoBaHMe  AOMOJIHUTENbHbIX Mofen 3agauu, paobasneHWe  KOHTPONEpPOs,
MUCNONHMTENEN W BHELWHWX NOAb3oBaTenei, pedaktupoBaHue WPIT M Tuna 3agaum,
nobaBneHne KOHTPO/IbHbIX TOYEK W cobbITU, co3gaHue noasagady (noapobHee cm. n.
«lpaBa Ha peJaKkTMpoBaHWe nosei 3agaym» « PyKoBoACTBa Nob30BaTENA»).

B packpblBatoliemca cnuncke PepakTtupoBaHue nosei TMna 3agadn KOHTposiepaMu 3a4atoT
BO3MOKHOCTb pe4aKTMPOBaHMA MONb30BaTEIbCKMX MOJIEN 3a4a4 KOHTpoiepamu 3adaum (B
TOM uyucne npu paboTe 3a Nosb3oBaTena ero 3amectutenem - cm. n. CosgaHue w
peaaKkTMpoBaHue Nosib3oBaTtesieit). 3HadeHMe No yMoYaHuio - Hem.

3HaueHusa noneit YpaneHue ceba us 3agay n Co3pgaHue CeKpeTHbIX 3agad ynpasnsaioT
COOTBETCTBYIOLMMMN BO3MOXHOCTAMM MO/b30BaTEEN.

B Tabnunue BuMAMMOCTb BKIAAOK OKHa 3a4auyM HacTpauBaloT OTObpaXkeHue BKIAZLOK OKHa
3a/lauu AN19 NoJsib3oBaTenei B pas/INYHbIX PONAX:

— Hem. BKknaaKa He BMAHA y4acTHMKam paboueli rpynnbl.
— [a. BknagKa BUAHA y4acTHWKam pabouel rpynnoi.

3ameuaHue: HacTpoliKa onpeaenseT BUAMMOCTb BKAaAOK KaK MPW CO3AaHWM, Tak M npwu
NPOCMOTpE CyLLECTBYIOLEN 3a4a4MN.
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[nAa 6bICTPON YyCTAaHOBKM OAMHAKOBOTO 3HAaYEHMA B Npeaenax CTPOKM Uam ctonbua
MCNONb3YWTE KOHTEKCTHOE MeHIo (puc. 5) (OTKpoeTCA NpK LWeNUYKe NPaBoi KHOMKOM MblLLK
Ha Ha3BaHWM BKNAAKMW UM POIM NONb30BaTENA B 3a4a4e).

BHOHMOCTE BKNAQ0K OKHA 3agaqn

Pabouas rpynna WPT | JokymenT dainbl MnaxupoBaxue Cobbita | KoHTakTol Tabmmubl
ABTOpbI Oa Oa Oa Oa Oa Oa Oa
Km—'rpure Het {}_n} Oa Oa Oa Oa Oa Oa Oa
OTeeTCTE Oa nOa nOa Aa na Oa Aa na
McnonHuTenK Oa Oa Oa Ha Oa Oa Ha

Puc. 5. bbicTpaa yCTaHOBKA 3HAYeHMN BUAMMOCTU BK1AA0K OKHa 3a4a4m
2.5. Bknagka «JOKyMeHTbI»

Bknaaka [JokymeHTbl (pUC. 6) — 414 yKasaHWUA AeUCTBMIA NPU CO34aHMM HOBOFO AOKYMEHTA.

B rpynne nonen [eiAcTBMA NpU CO34aHMMU AOKYMEHTA HacTpameatoT nosegeHue Cuctembl
NPW HaXKaTuM KHOMKKM COXPAHUTb U CO34,aTb HOBbIM JOKYMEHT B OKHE CO34aHUA AOKYMEHTA
(nogpobHee o cosgaHuM AoKymeHToB cm. n. «CosgaHue [OOKymeHTa» «PykoBoacTBa
nonb3oBaTena» ):

— Oyuwame nosq 68000 NPU c030aHUU OOKYMeHmMa:

e Ecnun dnaxoK BKAKOYEH, ByaeT OTKpbiTa popma co3gaHMa OAOKYMeHTa (TOro e
TMNa, YTO W Npeablaywmin) ¢ NycTbimu nonamu. Ecan OOKYMEHT co3zaH no
WwabaoHy, byayT oUMLLEHbI TONIbKO He 3aMnoJ/IHEHHbIE B HEM NOAS.

e Ecnn ¢dnaxok BbiKNOYeH, OyaeT OTKpbiTa ¢opma co34aHMA [OKYMeHTa Co
3HaYeHMAMM BCEX MOJIEN, CKOMMPOBAHHbIMM U3 NPeAblAYLLETO AOKYMEHTA.

— OYuwames Mapwpym npu co30aHUU O0KYyMeHMa:

e Ecnv dnaxkoK BKAtoUYeH, byaeT oTKpbiTa Gopma co3aHMA SOKYMEHTA, B KOTOPOM
MapLLPYT PacCCMOTPEHMSA HE 3aJaH.

e Ecnn dnaxkoK BbIKAOYEH, bByAeT oTKpbITa dopma co34aHUA LOKYMEHTa, B KOTOPOWA
Bbl6paH MapLUpPYT, YKa3aHHbIM ANA npeaplaywero 4oOKyMmeHTa.

B rpynne nonei UsmeHeHue npusHaKa «OKOHYaTe/NbHAs BepcuA» MNOAb30BaTENSIM B
Pa3NMYHbIX POMAX Ha3HAYaloT NpaBa Ha U3MeHeHue npusHaka OKoHYamesbHAA 8epcuA Ana
$alinoBs, NpPUKPeNEHHbIX K AOKYMeHTY (noapobHee o npmn3Hake « OKOHYaTeNbHasA BepCUA»
cvm N, «[pocmoTp M pedakTUpoBaHME  KapTOYKM  AOKyMeHTa»  «PyKoBoacTBa
Nnonb30BaTeNaA»).

B rpynne noneli PepaKTMpoBaHWE CBOUX [OKYMEHTOB HaCTPauMBalOT BO3MOMKHOCTb
PEeOaKTUPOBAHMA  [JOKYMEHTOB, WHUUMMPOBAHHbLIX W  CO34aHHbIX  MOAb30BaTeNEM
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(noppobHee cm. n. «PerncrpauMoHHble KapTOYKM OOKYMEeHTOB»  «PykoBoacTBa
aAMUHUCTPaTOpPa AOKYMEHTOO6OpOTa).

etz MHTEpDeRC Hacrponkn email Japaquw _ [OononHUTENEHD

JeWCTEMR MPK CO3ZaHMK JOKYMEHTA

OYWWETE NONA BBOGE NPKW COSOEHMM QOKYMEHTE: =

OYWLWETE MAPWPYT NPK COSOZHUN JOKYMEHTS: ]

MzmeHeH1e npusHaka "OroHYaTenEHaa BepoHa”

ABTOD QOKYMEHTA:
Monez0BaTens C Npasamy PeaaKTUpOBaHNA:
KoHTponép TUNa QoKyMEeHTS: ]

PegakTUPOEaHWE CEOMX JOKYMEHTOE

Hz paccMoTpEHMI Het
Ha vcnonHeHun: Het
B 3pxuse: Het
CoznaHME (BAZAHHLIX OOKYMEHTOR: MoNb30BATENM C MPEBAMK MEMUMWDOBEHWA
MHGOPMWDOBETE B 3a024a% 00 MEMEHEHWAX B Het
OOKYMEHTE:
HHopMUpoBaTL B 33A84aX 00 MEMEHEHWAX B Het

CCEINHILMECA OOKYMEHTIX
MoATESp¥ASHWE NOW COMNACOBAHNM Het

JedcTans No YMoM4aHnio 4nR Maccosol obpaioTim 3H3UEHHE He 33030

AOKYMEHTOB:

KonuposaHue KapTodKd DOKYMEeHTa: Oa

ABTOMATHYSCKOE BRIMMCTEHWE NONel-HyMepaTopos: Het

MpoBepKa YHUKANEHOCTH J0KYMEHTOB: Bre yHMKaNEHLIE NonA
Co303HHE YEPHOBMKOE JOKYMEHTOB: Oa

CoxparuTs

Puc. 6. Bknagka [lOKyMeHTbl

B packpbiBatowemes cnucke CospaHue CBA3AHHbIX AO0KYMEHTOB BblOMpaloT OAHO w3
3HaYeHUM:

— Hem —co3gaHue CBA3aHHbIX JOKYMEHTOB HEBO3MOMXHO
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— Monb308amenu ¢ NpAsAMU UHUYUUPOBAHUS — CO34aBaTb CBA3aHHbIE [AOKYMEHTbI
MOTYT NO/Ib30BATENIN, Y KOTOPbIX €CTb NPABO MHULIMMPOBAHUA XOTA Bbl O4HOIO TUNA
OOKYMEHTOB.

— [lons3zoeamenu ¢ npasamu CO030QHUSA CBA3AHHbIX aOKyME.’HmO6 — CO34aBaTb
CBA3aHHble AOOKYMEHTbl MOTYT TOJIbKO MOJ/1b30BaTe/ 1IN, KOTOPbIM aOMUHUCTPATOP
Cuncrtemsbl HasHaumn cooTBeTCTBYHOLWEE NPaBo.

B packpbiBatowemca cnucke UHPopmupoBaTb B 3apadax 06 M3MEHEHUAX B OOKYMeHTe
BbIOMPAOT OAHO M3 3HAYEHUI:

— /la — nndopmauma o6 M3MeHEHUM 3HAYEHUN Monel AOKYMEeHTa TpaHcaupyeTca B
OTKPbITble 334a4yM MO PacCMOTPEHWMIO/UCMONHEHNIO 3TOMO [AOKYMEHTa B KayecTse
CUCTEMHbIX AeMCTBUIA. B neHTe AeNcTBUIM 3a8a4 TaKKe oTobpaxkaeTcsa nHdopmaums ob
N3MeHeHUN NpusHaka OKoHYamesnbHAs sepcus GannoB AOKYMeHTa, fobaBneHUU U
yAaneHuu daiinos.

— Hem — nndopmauma o6 NsmeHeHU 3HaYeHUIN NoSIEN AOKYMEHTa He oTobpaykaeTcs B
33/1a4ax Mo ero PaccMOTPEHUIO/UCNONHEHWIO.

B packpbiBatowemcs cnucke lMoaTBep:KAeHUe MpU COrnacoBaHMM BblIOMPAOT OAHO W3
3HaYeHUM:

— [a —npw HaxaTun KHonKu CornacoBatb, onepauua byaeT BbiNoHeHa nocne
NoATBEPKAEHMA NOIb30BaTENEM 3aMPOCa O BbINOJHEHUN.

— Hem — cornacoBaHuve JAOKyMeHTa 6y,u,eT nponseeneHoO HenocpeacrseHHO nocne
HaXXaThnAa KHONKW.

B packpbiBatowemca cnucke [lecTBME MO YMOJIYAHUIO ANA MaccoBoii 06paboTku
AOKYMEHTOB YKa3aHO AEWCTBME, COBEPLUIAEMOE MPWU HaKaTUU KHOMKM E| (O6paboTaTb

AOKYMEHT) B cnucKke [JOKyMeHTbl MHe Ha paccMOTpeHue. B pacKpbiBaloweMmcs Crnucke
BbIOMPAOT OAHO M3 3HAYEHWNIA:

— 3HayeHue He 3a0aHO — By AeT OTKPbITO OKHO BbiBOpa onepaumu.
— Coenacosams — cornacoBaHme BblbpaHHbIX JOKYMEHTOB;

— Coennacosams € 3aMeYaHUAMU — COrnacoBaHue Bbl6paHHbIX AOKYMEHTOB C
3aMeYvyaHnamu;

— OmKa3ambCA c02/10C080Mb — OTKa3 COr1acoBaTb Bbl6paHHbIe AOOKYMEHTbI.

3ameuaHue — HacTpoiikuK, onpegenéHHble BO BKAaAKe «JLOKymeHTbl» (MHCTpymMeHTbl —
AaMUHUCTPUPOBaHUE — HacTpoiiKM cuctembl), ABAAIOTCA CUCTEMHBbIMU. WX MOXKHO
nepeonpeaennTb Npu CO34aHMM PErncTPaLMOHHOM KapTOUYKM AOKymeHTa. [lpuopwuteT
HacTPOEeK, yKasaHHbIX NPW CO34aHUN KapTOUKM, ByaeT Bbille, YEM Y CUCTEMHbIX HaCTPOEeK
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(nogpobHee cm. n. «Co3gaHMe  perncTpaLMoOHHOM  KapTOukM»  «PykoBOACTBa
aAMUHUCTPaTOpPa AOKYMEHTOO6OpOTa).

3HayeHre nona KonupoBaHMe KapTOUKM JAOKYMEeHTa YMpaBiaseT oTobpaskeHMem B
OOKymeHTax KHonku 1 (KonnposaTtb KapTouky).

B pacKkpbiBatlowemca Ccrnvcke ABTOMaTMUYecCKOe BblUUC/IEHUE MOJIe-HYMepaTopos
BbIOMPAOT OAHO M3 3HAYEHUIA:

— [a — B none HymepaTopa Npu Co34aHUM U PeJaKTUPOBAHUMN KapTOYKM AOKYMEHTA No
YMOI4aHUI0 OTOBparKkaeTca BbIYUCIEHHOE 3HAYEHNE.,

— Hem — pna npocmoTpa BblMMCAEHHOrO 3HayeHua Nons-HymepaTopa noTpebyeTcs
HaxaTb KHOMKy # (nogpobHee cm. n. «Co3daHWe AOKYMEHTa C MPUCBOEHMEM
Homepa» «PykoBoacTBa No/b30BaTENNAY).

B packpbiBatouwemca cnucke MpoBepKa YHUKaNbHOCTU OOKYMEHTOB BbiIOMPAOT 04HO U3
3HaYEeHUM:

— Bce yHUKQ/bHbIE NOsA — MNPOBEPKA YHUKANbHOCTU NPU CO34aHUN [AOKYMEHTOB
BbINO/HAETCA NO 3HAYEHUIO AN5 BCEX NOJSIeN (pexum M).

— Jlloboe 13 YHUKANbHbIX MNo/1elt — MPOBEPKA YHMUKANbHOCTU MPU CO3AAHUN AOKYMEHTa
BbIMOJIHAETCA MO 3HAYEHMIO ANA 10OOro u3 nosien (pexxum M1/in).

B packpbiBatowiemcss cnucke CospaHue 4YepHOBUKOB AOKYMEHTOB BblOMPAlOT OAHO U3
3HaYEeHUM:

—/la — 3HayeHWe no ymonuyaHuio. B Cucteme p[oOCTYNHO cO3fJaHME YEPHOBMKOB
OOKYMEHTOB.

— Hem — no ymon4aHuto He AOCTYMHO CO34aHMe YePHOBUKOB AOKYMEHTOB.

3ameuaHune — HacTpoiku, onpegenéHHbie BO BKkAaake [oKymeHTbl (UHCTpymeHTbl —
AaMUHUCTPUPOBaHUE — HacTpoiiKM cuctembl), ABAAIOTCA CUCTEMHbIMU. WX MOXKHO
nepeonpegennTb NpuU CO34aHUM PEFUCTPALMOHHON KAPTOYKM AOKYMeHTa. [Mpuoputet
HacTPOEK, YKasaHHbIX NMPW CO34aHUN KapTOUKM, OyaeT Bbllle, YEM Y CUCTEMHBIX HACTPOEK
(noppobHee cm. n. «Co3gaHWe  perucTpauMoHHOW  KapTouykuM»  «PykoBoacTBa
agMUHUCTPaTopa AOKYMeHToobopoTa»).
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2.6. Bknagka «dopmartbi»

Bknagka Popmarbl (puc. 7) — gns HacTpoku GopmaToB oTobpaXKeHMA AAHHbIX.

HacT poiKn CHCTEMBI
TNnuensng HuTepdeic Hacr poiikn email Japnauu OOoKYyMEHTbI DopMaThbl OonoaHAT enbHo
Lenoe
Pazgenutents rpynn pazpAgoe: MpofBen R
Bewecr BEHHOE
PaznenuTens rpynn pazpAao0e: MpoGen hd

<

[eCcATUUHBIR pazaenuTens:

- F.
MWHWHaNEHOE YMCN0 paspAA0E ApobOHOA YacTH: 2 o
" .Y
MaKCHManeHoe YMCno pazpALoe ApobHO YacTH: 2 o
CMMBON BANKIThI: py6
CoxpaHuTe

Puc. 7. Bknagka ®opmarbl

B rpynne nonenn Llenoe HactpamsaioT dopmat noner tuna «Llenoe» B 33gadvax.
PasgenuTtens rpynn paspagos BblIOMPaoT B O4HOMMEHHOM PacKpPbIBaKOLLLE MCA CMTMCKE.

Pasgenutenb rpynn paspagoB UCNOAb3YIOT 414 YNPOLWEHMA yTeHua umop B 60nbliMX
yncnax. B KauecTBe pasgenuTens MOMHO WCMO/Ab3oBaTb npoben wau 3anatyo. Ytobbl
OTKNOYNTL OTOBpaXkeHue pasgenuTens, BblbepuTe B  PACKPLIBAOWEMCA  CMUCKE
Paspenutennb rpynn pa3pagoB 3HaYeHue Hem.

B rpynne nonei BewiectBeHHOe HacTpauBaloT ¢opmaT nonem Tuna «BelwecTBeHHOeE» B
3aga4ax u «4Yncno» — B JOKYMeEHTax:

— Pasgenutenb rpynn paspsgoB W OeCATUMYHBLIN  pasgenvTtenb BblbMpaloT B
OAHOMMEHHbBIX PACKPbIBAOLWMXCA CNUCKaX. B KauecTBe pasgenuTens rpynn paspagos
MOXHO MCNO/1b30BaTb Npoben Uan 3anaTyto, B KayecTse AECATUYHOIO pasfenutens —
TOYKY MK 3anATyto. YTOObI OTKAOUMTL OTODOpParkeHMe pasgenunTens rpynn paspsagaos,
BblbepuTe 3HaYeHMe Hem B pacKpblBatOWEMCs Crinucke Paspenutenb rpynn paspaapos.

— MUHUMaNbHOE M MaKCMMa/ibHOE YMCI0 Pa3pAdoB B APO6HON 4YacTWM yKasblBalOT C
KNaBMaTyPbl UM NMPU MOMOLLM KHOMKK [~ .
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— CMMBOA BaNtOTbl BBOAAT C KNaBuaTypbl. CUMBON OyaeT aBTOMaTUYECKM NOACTaBNEH
nocne 3HaYeHWI, YKasaHHbIX B YMCAOBbIX NOASAX, TO €CTb 3HAYeHusA Mnosen byayT
oTobparkaTbca B AeHeXKHoM popmaTe.

YKaszaHHble dopmaTbl ByayT MCNONb30BATLCA NO YMOAYaHUIO. HacTpoOMKK, YKasaHHble ans
KOHKpPETHbIX NoJiei B TMnax 3aaay n J0KYMEHTOB, MPUOPUTETHEE HACTPOEK, YKa3aHHbIX Ha
OAHHOM BKNagKe.

2.7. BkKnagKa «[JonosaHUTe NbHO»

Bknagka AononHutenbHo (puc. 8) — A1 HaCTPOMKM MapameTpoB HGUBAMOTEKM, 3adaHus
BO3MOMHOCTU peakTUpoBaHuA GainnoB 1 MeHIo,BbIbopa AeNCTBUS NPU NepeHanpaBieHUn
06bEeKTOB M NOAUTUKKN Be30MacHOCTH.

HacTpoHKH CHCTEMBI

Nuuensumn Hutepdenc Hactpoikn email Japaun NoKyMEHTH JonoAHKUTENBHD

BubnuoTeka

MpoBepKa YHUKANEHOTH Aobaenremslx Dannos: MpoBepATs H23B2HWR W pasMepsl dainos v
OefcTame no yMon4aHWo NpW 4obasnsHuyw dalina: Oobasute b
dainnm

OTKpRIBaTE (D23ANs! ANA PEOZKTHDOBZHKR: Oa b
MpoToKONKMPOBaTE NPOCMaTD hainos: Het b
MonuTvKa Dez0NaCHOCTW N2poned: MpocTsle Naponu b
HaCTpoMKa Mesk NoNs30BaTENAMM: Bre Nonsz08aTenu £
Yuer pafioyero BpeMeHM NOMNL30B3TENEA: Oa w
YEENOMNATE 00 WEMeHeHuH pabdodsi rpynnsl NpM Oa 5

nepeHanpaeneHyni obbexToa:

Coxpantmte
Puc. 8. Bknagka [lononHUTENIbHO

B rpynne noneit Bubnuoteka HacTpamBaloT MPOBEPKY YHWUKanbHOCTM Ao6aBnsembiX B
6ubnuotekry daiinos. B packpbiBatoliemcs cnvcke MpoBepKa YHUKaNbHOCTU A,06aBAAe MbIX
daiinos BbIOMPAOT OAHO U3 3HAYEHUIA:

— He nposepsams — npoBepKa yHUKanbHOCTM danna npu gobasneHun B 6mMbanoTteky
Npown3BoanTbLCA He ByaerT.
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— lpogepams Ha38aHUA ¢alinos — NPU NPOBEPKE YHUKANbHOCTU YYUTLIBAKOTCA TONbKO
Has3BaHuA ¢aiinos.

— llpogepams  HA38aHUA U pasmepsl ¢Galinoe — Npu MNPOBEPKE YHUKAAbHOCTU
YUYMTbIBAOTCA Ha3BaHMe U pasmep $arinos..

3ameuaHue: Ecnv ans nons yCTaHOBMEH MPU3HAK <YHUKANIbHOE®, MPU MOMbITKE A06aBUTL B
Tabnuuy yXe CyllecTBytoLiee 3HauYeHNe Ha 3KkpaH ByaeT BbIBEAEHO NpeaynpeXxaeHue.

B packpbiBatouemcs cnucke [eicTBue no ymonyaHuio npu gobasneHun daina sbibmpator
Aevictene Cuctembl npu AobasneHuu B nanky gpanna-gybaumkata:

— /lobasume — nomecTuTb Gaiin B nanky 6MbanoTekn. B Takom cnyyae B OAHOWN Nanke
MOTYT OKa3aTbCA HECKONbKO dainnos-aybaunKaTos.

— 3ameHums —3ameHUTb aybaunkat gobasnsembim dainom.

— [lponycmumbe — NPONyCcTUTb Nanky, B KOTOPOK pacnosioskeH aybaukart (dbainn He byaeT
Ao06aBneH B NPoNyLLEHHYIO NankKy).

B rpynne nonei ®Painbl HacTpamBaloT AocCTyn K ¢alinam Ana penakTUpoBaHuA W
NPOTOKONMPOBaHWE 0bpaLLeHNI K dalinam.

B packpbiBatoLwemca cnmcke OTKpbIBaTb ¢aﬁl’lbl ANA peanakTupoBaHUA MOXXHO Bbl6paTbZ

— /la. 3HayeHune no ymonuyaHuto. MNonb3oBatensam paspelleHo peaakTMpoBatb daitbl,
3aperncTpuposaHHble B Cucteme.

— Hem. OTKpbITWE $alinoB 4/1a peAakTMPOBAHNA HEAOCTYMHO.
B packpbiBatoLemca cnvcke NMPoToKoAMpoBaTb NPocMoTp $aitioB MOMKHO BbIbPaTh:

— Hem. 3HayeHMe No ymonyaHuioo. YYET obpaleHuin nonb3oBatenei K dainam He
BeaéTcA.

— /Ja. MNpoTokonmposaTb o0bpalleHus K gpainnam Ha cTtopoHe cepsepa. MHPopmauma o
npocmoTtpe dainos 6yaet pobaBneHa B KypHan [AOeWCTBUMA MOJib30BaTesnen.
NHbopmauma o NpocmoTpe AOKYMEHTOB CPeACTBAMM NpeaBapuUTeIbHOTO NPOCMOTPA
6yaeT aBToMaTMyeckM AobasneHa Ha BKiagKy ypHan KapTouKu 0KYMEHTa.

B packpbiBatoLemca cnvcke Monutuka 6e3onacHOCTU Naponeii BbIbUpatoT 04HY U3 NOAUTUK
6e30MacHOCTM Maposiei, co3daHHbix B Cucteme. MoapobHee o paboTe C NOAUTUKAMM
6e3onacHocTy naposiei cm. n. 23.1.2. MNocne nsameHeHUA NOAUTUKN Be3onacHOCTM naponei
Ha 3KpaHe o0Tobpa3mnTCca 3anpoc o HeobXoAMMOCTN cobpoca Naposieit Nonb3oBaTeen.

B packpbiBatollemcss cnucke HacTpoiika meHI0 nonb3oBaTensamu BbibepuTe oaHO U3
3HaYeHUM:

— Bce nonb3osamenu — Kaxkgplh nonb3oBatenb CUCTEMbI MOXKET MHAMBUAYaSbHO
HACTPOMUTb COCTAaB U O4YEpPEeSHOCTb MYHKTOB MEHH, BXOAALWMX B Pasgesibl rMaBHOrO
meHto Cucremol.
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— Monb308amenu ¢ NPABOM HACMPOUKU MeHo — HacTpamBaTb COCTAaB U 04YepPeaHOCTb
MYHKTOB MEHIO MOTYT TONbKO MoJ/ib30BaTesin, obnagatowme npasBom «HacTpolika
MEHIO».

B packpbiBatoliemMcs cnucke YYET pabouero BpemeHu nosib3osaTteneit Bbibepute oaHoO m3
3HaYeHUM:

— /la — B Cucteme BepgTca y4éT pabouyero BpemeHM Nosib3oBaTesieii: oTobpaskaroTca
KHOMKM ynpasieHuns pabouymm BpemeHeMm 1 OTYET «Paboyee BpemMs Nosib3oBaTenein».

— Hem — y4yéTt pabouyero BpemMeHW nosib3oBateneit B Cucteme He BeAETCA: KHOMKU
ynpaeneHua paboymm BpemeHeM U OTYET «Paboyee Bpema nonb3oBaTenein» He
oTobparkatoTcs.

MopgpobHee 06 y4yéTe paboyero BpemMeHW CM. pasgen «Y4yét paboyero BpeMeHMU
nosib3oBaTesiei» « PyKoBOACTBA NO/b30BaTENAY .

B pacKkpbiBatowemcs cnucke Yesegomnarb 06 uameHeHun pabodeit rpynnbl  nNpu
nepeHanpaBieHUN O6BHEKTOB YKasblBAOT 3HAYEHWE NO yMoONYaHUo gaa dnaxkka He
ygedomname o6 usmeHeHuu pabouyeli epynnel B OKHe mMepeHanpaBneHns o6beKToB
Cuctembl. lMpn BbibOpe 3HaueHus «[a» B 3ajayax, U3 KOTOPbIX yAaneH nosb3oBaTesb, Mo
yMonYaHuio 6yayT perncTpupoBaTbCsl COOTBETCTBYIOLWLME CUCTEMHbIE AeicTBUS (noapobHee cm.
n. «MepeHanpaBneHne 06beKTOB CUCTEMbI OAHOTO MOJIb30BaTENA APYrMM» « PyKOBOACTBA
Nno/ib30BaTenA»).

Hactpoiiku cuctembl 25



3. HacTpoiiku agpecHOM KHUrn

AdpecHaa KHu2a — OpraHW30BaHHasi COBOKYMHOCTb KOHTAaKTOB Mofb30BaTenel, obecreuvBaeT
BbICTPbIN AOCTYM K KOHTaKTHOW MH(OopMaLmn.

Hacmpolika aodpecHoli KHua2u — YycTaHOBKa npaBun pobaBneHus M oTobparkeHus
MHPOPMALMM B KOHTAKTax M PEKBM3UTAX MONb3oBaTenei. B 3aBUCMMOCTM OT HyXA
npeanpuaTua, ncnosbsyrolero CUcteMy, agMUHUCTPATOP MOXKET onpesenTb Haanune B
KapTO4YKe KOHTAKTa Nonel pasHbiXx TUNOB M pacnpedennTb UX B CTPYKType 3aKadoK
aflpecHON KHUIU. KOHTaKTbl agpecHbiX KHWUF MOryT 6biTb MCNONb30BaHbl B 3aJayax M
[OKYMEeHTaXx.

HacTpoiika KapToueK Nonb3oBaTeei U KOHTAKTOB AO0CTYMHA B NYHKTE MeHI0 MHCTPYMEHTbI
- AAMUHUCTPUPOBaHUe -> HacTpoiiku agpecHoit KHuru (puc. 9).

HacT poiikn afpecHoil KHUM
Monsa 0bpaboTunkm HacT polikn 3aknagok

+ 7 -+ +

HaseaHue nona WaeHTudwmkatop  Tin nons OfssaTencHoe ... YHukansHoe...  CBAsb | Boifop us cmoka  CrMcoK SHaYeHuMi
DAMUNHA LASTMAME CTpoka FIE] Het Het
ma FIRSTMAME Crpoka Het Het Het
OT4ecTE0 PATRONYMIC CTpoka Het Het Het
JomsHoCTE WORKPOST Tewct Het Het Het
lata poxaeHua BIRTHDATE faTa Het Het Het
WzobpameHne PICTURE WMzobpameHe Her Het Het
Mon GEMDER CTpoka Het Het Oa My cKoi HeHok. .
NomawHui TenedoH HOMEPHOME TenedoH Het Het Het
Pabouuit TenedoH WORKPHOME TenedoH Het Het Het
CoToseli TenedoH CELLPHOME TenedoH Het Het Het
Email EMAIL Email Het Het Het
Agpec - ynuua, gom, ke,  ADDRESS CTpoka Het Het Het
Obnacte REGION CTpoka Het Het Het
Hacen&HHEIR MyHKT CITY Crpoka Het Het Het
MoyToBLI Ko ZIPCODE CTpoka Het Het Het
KomnaHus COMPANY Crpoka Het Het Het
CTpaHa COUNTRY CTpoka Het Het Het

CoxXpaHuTb
Puc. 9. MyHKT meHto HacTpoiiku agpecHom KHUri. Bknaaka Monsa

PefakTMpoBaHME CTPYKTYPbl KapTouyeK Mo/b30BaTesied M AaHHbIX KOHTaKTOB AO0CTYMHO
nonb3osaTento, obaagatole My NpaBom « AZIMUHUCTPATOP CUCTEMbI».

3amevaHne — PeKomMeHAyem HacCTPOWUTb afpecHble KHUTMM A0 peructpaumm B Cucteme
nonb3oBaTesien.

26



3.1. MNona apgpecHoi KHUIU

Mo ymonuyaHWio afpecHas KHWUra COAEPMKUT CUCTEMHble NOoAA, NpeaHasHayeHHble AnA
3aZaHusA pPas3INYHOM MHOOPMALMM O MOJIb30BaTENAX U KOHTAKTax. CMMCOK CUCTEMHbIX NOJIEN
agpecHon KHUMM npueedeH B Tabnuue 2. B Tabnuue TakKe yKasaHa BO3MOXHOCTb
pefakTUPOBaHUA U yaaneHuA Ana CUCTEMHbIX NONEN.

Tabnuua 2. CuctemMHble NOAA aAPECHOM KHUIU

Bce nonsa 06s3areNnbHOCTb
damunns - - —
Nma - + —
OtyecTBO - + —
JonxHocTb - + —
[aTa poxaeHus - + —
N306parkeHne - + _
Mon - + —
JomawHwuii TenedoH - + —
Pabounii TenedpoH - + —
CoToBblit TenedoH - + —
Email - + _
Aapec — ynauua, A0M, KB - + —
O6nactb - + _
HacenéHHbIl NyHKT - + —
MouToBbIV KOA, - + —
KomnaHwua - + —
CtpaHa - + _
Skype + + +
ICQ + + +
Facebook + + +
B KoHTakKTe + + +
BHyTpeHHUI TenedoH + + +
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AOMUHUCTPATOP MOXKET f006aBNATb AOMONHUTENbHbIE NONA B KAPTOUYKY NOJib30BaTeENEN U
KOHTaKTOB. [na pob6aBneHUs HOBOro nonsa Haxmute KHonky + (Jobasutb). MNpu
nobaBfeHUM NoNs 3aJaiTe ero HasBaHMe, TUN AaHHbIX (YNCN0BOE, TEKCTOBOE M Np.) U, NpU
HeobXxoANMMOCTU, — A0NOIHUTEIbHbIE NpU3HakK (puc. 10).

MpeaycMoTpeHo co3aaHme TUMNOB NoNeN:
— Llennoe —BBOA Lenbix Yncen (Hanpmumep, 13000).

— BewjecmseHHoe — BBog, APOOHbLIX umcen (Hanpumep, 13,500 wnm 13.500). Onn
pasgeneHns Lesoin 1 ApobHOM YacTen MCNONB3YIOT TOUKY <.> MU 3aNATYIO <,>.

— Jloauyeckuli —BbIBOP M3 CMMCKA OGHOTO U3 3HAYEHUI: «[a» uamn «Het».

Oobasntb none *
HazeaHwe nonmA: BHyTpeHHUA TenedoH
WoeHTMDMUKATOP: WM
Tun nongA: TenedoH b
0bAzaTensHoe none: Het 24
YHWKaneHoe none: Het g
CoxpaH1Te OTHEHWTE

Puc. 10. Co3gaHure Noas agpecHom KHUMM

— Cmpoka — BBOA NPOUN3BOJIbHbLIX CMMBOIOB (He 6onee 80). Bo3moXKHO 3aaHue cnucka
AONYCTUMbIX 3HAYeHW NoNA. 3HaYeHWs YyKasbiBaloT B none CNUCOK 3HavyeHwuid.
Karkgoe 3HaueHMe yKasblBalOT C HOBOW CTPOKM (Yepes Enter). Ecnum BKkntoueH dnaxkok
Bbibop M3 CnucKa, NOAb30BaTe/lb CMOXET YKasblBaTb B MoJie TOMbKO 3HaYeHuUA U3
cnucka. Ecnm ¢naxkoKk BblK/AKOYEH, NOMb30BaTE/lb CMOMKET BblbUpaTb 3HAYeHMs U3
CMMCKa M BBOAMTb COBCTBEHHbIE 3HAYEeHUS.

— Texkcm —BBOZ, HEOTrPaHMYeHHOro 06bema MHGOPMaL MM MPOM3BOILHOTO COAE PHKAHMUA.

— /lama —yka3aHue aaTbl. Mone 3anonHAT BbIGPaB 3HaYeHMe B KaneHaape (KHoMmKa |-°
) unn BBOZOM C KNaBuaTypsbl B popmate, yCTaHOBAEHHOM NPW HacTpolike CUCTEMDI.

— CcblIK@ HA CNpAsoYHUK — BblIBOP 3HAYeHWA U3 CNpaBoYHWMKa (noapobHee o
CNpaBOYHMKax cMm. pasaen 15).

— MHoXecmeeHHaA Ccblaka Ha CNpasoYHUK — Bbl60p HECKO/IbKMX 3HA4YeHWin wus
CnpaBOYHUKa.

Mpu co3gaHunm nonei Tuna «Ccblika Ha CNPaBOYHUK» U «VIHOXECTBEHHanA CCblIKa Ha
CMPaBOYHMK» YKaXKMTe Mojie CNpaBOYHMKA, KOTOpoe ByaeT MCNoNb30BaHO A/1A WX
3anosHeHus. CnpaBoYHMK M €ro nosie BblBMPAOT B PACKPbLIBAOLMXCA CMMCKaX

28



CnpasouHuk 1 [one. B crnncke o0TOGpaMKaloTCA CNpPaBOYHUKM, AOCTYMHbIE
nonb3oBaTento ANA MPOCMOTPa M peaaktupoBaHua. Mons CnpaBoyHuK u Mone
06s3aTeIbHbI 415 3aN0HEHUS.

— UN3o0b6paxeHue — npukpenaeHune rpaduyeckoro daiina, Hanpumep, doTorpadmm
nosnb3oBaTterns.

— @®aln — npukpenneHve darina npomssonbHOro ¢opmata. lNocne npukpenneHus
daiina B none otobparkaeTcs ccblaka 4nA €ro NPoCMoTpa.

— Email — 3apaHue 31eKTPOHHOro ajpeca no/sib3oBaTena (KoHTakTa). Ecan none
3aMnoJ/IHEeHO, MPU NPOCMOTPE MHPOPMaLMN O MOJib30BaTeNe (KOHTaKTe), BO3MOKHA
OTMpaBKa 3/1IEKTPOHHOIO MUCbMa Ha YKasaHHbl agpec. pu co3gaHUKM BHELWHEero
No/ab30BaTeNA M3 aApPecHOW KHWUMM, 3/IEKTPOHHbIN aapec BbiBMpPaemMoro KOHTaKTa
aBTOMaTM4Yeckun byaeTt gobasneH B nose Email.

— TenegoH — 3apaHue Homepa TenedoHa (coToBoro, AomallHero, paboyero). Ecnun none
3ano/IHEHO, NPW NPOCMOTPE MHPOPMALUM O NOSIb30BATENE, BOSMOXHO OCYLLECTBUTD
3BOHOK MNpPW HanMuuM noakatodeHHoro B Cucteme cepBepa  KOMMYHMKaUMIA.
(nogpobHee cm. n. «CBasb» «PyKoBoacTBa nonb3oBatena»). Bo3amoxHa HaAcTOMKa
oTnpaBkM SMS-onoBeweHWin Ha  HOMepa, YKasaHHble B MNoAAX  TuUNa
«TenedoH» (NnoapobHee 0 HACTPOWMKe OMNOBELLEHMA BCEX MO/Ib30BaTeNEl CM. pasaen
11.3, 0 HacTpoiKe MNONY4YEHMA OMOBELLEHUN KaxgblM MO/Ab30BaTe/ieM CM. M.
«HacTpoikn onoBeLweHUn» « PykoBoACTBa NOb30BATENIA»).

— ljeem — ycTaHOBKa LBeTa OTOOpa)KeHWA MNoAA B KapTOyKke nosb3oBatens. Liset
BbI6GMPAOT U3 NAAUTPLI.

3ameuaHue: Mos NOJYAHEHHBIM  MOHUMAIOT CMPABOYHMK, COAEPXKALLMI CChISIKY HA MaBHbIN
crpaBoYHMK. Hanpumep, cnpaBodHmk CTpaHbl rnaeHbIi, a Fopoga — noguYnHEHHLIN. Toraa npu
BblOOpe 3anucu «Poccus» B none cnpaBoyHuka CTpaHbl, B cnpaBoYHuke Fopoga OyayT
oTobpaxkaTbCs TONbKO Te 3anMcu O ropofax, KoTopble codepXarT CCbiKy Ha 3anuck «Poccusiy».

— Jloeuveckuli — HacTpoMKa /IOTMYECKOro onepaTtopa co 3HadeHuem [a/Her,
BbIOMPAIOT yCTaHOBKOM dnaxkka. Hanpumep, MOXHO YCTaHOBUTL 3HadyeHue «LLtaTHbIi
COTPYOHUKY.

3ameuaHue — Co3gaHue nonei ¢ 0ANHAKOBbIMWN 3HaYEHUAMM HeaonycTumo. Mpu nonbiTKe
CO34aTb MOJIE C YIKe CYLLEeCTBYIOLLMM Ha3BaHMEM by eT BblgaHO npeaynpeKaeHue.

Kpome Ha3BaHWA v TMNA 418 NONA MOMKHO YKa3aTb AOMO/IHUTE IbHbIE MPU3HAKN:
— 0b6AazamesnbHoe —0683aTeIbHOCTb 3anoJIHEHNA NoAA. HoBbI KOHTAKT (Monb3oBaTenb

CMCTEMbI) He 6y,£I,E‘T COXpaHeH, TMOKa He 3anoJiIHeHO obasatenbHoe none.
Obs3zaTenbHble NOAA NOMEYEHbI KpaCHOl;'I 3Be3p,qu0171.
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— YHUKQ/16HOE — KOHTPO/Ib YHUKaZIbHOCTU 3HAYEHWUI MONS; NPU3HAK YCTaHaBAUBAKOT 18
NCKAtoYeHMA aybnnpoBaHus 3HaueHUI. MNMpUsHaK YHUKA/1bHOe MOMKHO YCTaHOBUTb ANA
nonei tmna «CtpoKa», «BewecrseHHoe», «Llenoe», «Tekct», «TenedoH», «Email».

3ameuaHue: Mpu ycTaHOBKe 3HayeHua Ob6s3amenvbHoe pna noneit tmna «Ccblika Ha
CNPaBOYHMK» N « MHOXeCTBEHHAsA CCbIIKa Ha CMPaBOYHMKY, NPU 3aMO/IHEHWMM 3TUX NoNen
npoBepAeTCa HaAnyme y NoAb30BaTeNA NPaB Ha NPOCMOTP 3anuceit CNpaBoYHUKa. He nmes
Mpas Ha CMPaBOYHUK, MONb30BaTE b HE CMOXET 3an0/IHWUTb MOAA.

3ameuyaHue — Ecnm anAa nona yctaHoOBAEH NPWM3HAK YHUKG/bHOE, OHO aBTOMATMYECKM
CTQHOBUTCA 00A3aTe/IbHbIM 417 3aMNO/HEeHMA (Npu BKAOYEHUU NaXKa YHUKAAbHoe
aBTOMATMYECKM BKAtoYaeTcs dnaxkok O6s3amesibHOe, He No4/1eXKalmii USMEHEHUIO).

[na KaxKaoro nons MOXKHO YKas3aTb naeHTUdUKaTop. MaeHTUOUKATOPbI MCMOAB3YIOT NpU
dopmupoBaHmMM ¢aiina cooTBeTcTBMA 0bpaboTuMka (noapobHee o co3gaHuM dalina
cootBeTCcTBMA CM. M. 14.2.3). 3HayeHUs nonen, ANA KOTOPbIX YKasaHbl MAEHTUPUKATOPDI,
OOCTYMNHbI ANA BbIrpy3ku B dainbl popmaTtos RTF n XLS.

[na 338aHnA naeHTUPMKaTOpa UCNONb3YIOT TAaTUHCKUE BYKBbI B BEPXHEM pernctpe, undpbl
M CUMBOJ1 HUXKHETO NnoavyepKkueBaHma. Micnonb3oBaHue uudpbl B KayecTse NepBoro CMMBOJIa
naeHTMdUKaTopa HegonycTumo. MakcumanbHan AnvHa ngeHtTuduKatopa — 50 cMmBonosB.

Mcnonb3oBaHWe OAMHAKOBbLIX MAEHTUOUKATOPOB U UAEHTUPUKATOPOB CUCTEMHBIX MONEM
(cm. n. 14.2.3) HegonyctMmo. Mpy MNOMbITKE COXPAHEHWUA MOAA C Y¥KE CYLLECTBYHOLLMM
naeHTMGUKaTOPOM, Ha IKpaH byaeT BbiIBeAeHO NpeaynpeKaeHue.

3ameuaHue — HasaHue naeHTUOMKATOPA He LO/IKHO COAEPKaTb B cebe MMeHU Apyroro
naeHTUduKatTopa. Hanpumep, uaoeHmdmkatopy Henbas npuceouts uUMs «FIOSOTRUDNIK»,
ecnum cyuiectByeT none ¢ ngeHtmgumkatopom «SOTRUDNIK».

Mocne 3agaHMA Bcex aTPUBYTOB NoNA HaxkmuTe KHonky CoxpaHuTb. HoBoe none noasuTca B
CMUCKe noneu.

HoBble (Tonbko uTo Ao6aBneHHble) nona oTobpaskaloTcA B CAWCKE B nopadxke WX
pobasnenuns. Ona M3MeHeHMA nopsaka nonen UCnosb3yinte KHonku t (Mepemectutb
BBepx) U + (MepemecTuTb BHU3).

OTKpoliTe OKHO peAaKkTMPOBaHWUA NOAA ABaXKAbl LWEKHYB Ha HEM WAW BblAEMB B CMIUCKE U
HaXXMUTe KHOMKy ¢ (PeAakTMpoBaTb) Ha NaHeNN MHCTPYMEHTOB. PefakTupoBaHue nonei
aHaNIOMMYHO UX CO34aHMIO.

Ons yoaneHus nons BblAeNUTE €ro B CMUCKE M HaXXMuTe KHonKy — (YaanuTb) Ha naHenu
WMHCTPYMEHTOB.

3.2. O6paboTUMKM afPECHOI KHUTU

Obpabor ynk — 3TO LWAGMIOH, NO3BONSAIOLMIA BbIFPY)KaTb MHGPOPMaLMIO O 3aadax/AoKyMeHTax

[na npocMoTpa M nedyaTtvt B dain opmata RTF unm XLS (XLSX), U3MEHATb 3HAUEHUSI HEKOTOPbIX
rnosnel, a paccoinatb email-onoBelleHus (noapobHee cm. n. 14).
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Ucnonb3oBaHue 06p360TLIMKOB NO3BOJIUT NO/1b30BATENIO!

— NONyYnTb B YAOOHOM AO/18 MPOCMOTPA M nevyaTn Buae MHPopmauuio o6 obbeKTax
Cuctemsl (3aga4ax M AOKYMEHTAX) M BHECEHHbIX B HUX U3MEHEHUAX,

— OpraHM30BaTb 3/1EKTPOHHYIO pPaccblky WMHPopmauum o6 obbeKkTax Cuctembl (B
¢dopmate RTF) U npuMKpennEHHbIX K HUM dainos.
YT106bl NOAKNIOYMTL 06PabOTUMK K agpecHOMn KHUre, Nnepeiiante Bo BKAagKy O6paboTumkm

(puc. 11) u nomectute 06paboTuMKM U3 nona [ocTynHble 06paboTYMKM B Mone
MNoakntoueHHble 06paboTuMKK (NepeTackMBaHUEM UAKN MPU MOMOLLU KHOMKK [#)).

Hacr poitkn agpecHoil KHIM

Hacrtpoiikn Monsa ObpaboTunkm HacT poitkmn 3aKnafgok

HDocrynioie obpaboTunkn MogknioyeHHwe obpaboTunkn
OTNPaBUTE BNOMEHWA NOYTOR 3KcnopT B XLS

OTueT No AefACTEMAM NONL30BaTEne + | WMnopt XLS

MepecdeT HyMepaTopa *

MeyaTe NeHTHl OeACTEWRA
3KkcnopT B RTF

CoxpaHuTs
Puc.11. Bknagka O6paboTtumkm
MNMocne pob6aBneHna 06paboTyMKoB, HaXKMUTE KHOMKY COXpPaHUTb.
Bocnonb3oBaTbca 06paboTUMKOM MOMKHO, HaXKaB KHOMKY & - g okne NPOCMOTpPa afpeCcHOM

KHUTU.
3.3. 3aKnagKu agpecHoi KHUrm

NHbopmMauma 0 Nonb30BaTENAX MOXKET ObITb pacnpeneseHa No TEMATUYECKMM 3aKagKaMm.
3aknagku 6yayT oTobparkatbea:

— B OKHe CO3ZaHMA NoNb30BaTeNsA/KOHTaKTa;
— B OKHe NpocmoTpa nHbopmaLmm 0 Nob3oBaTeie/KOHTaKTe.
Mo yMoNYaHUIO aapecHasn KHUra CoAe PKUT 3aKNadKu:
— JlnyHan nidopmauus,
— KoHTaKTHasa nHdopmaums,
— AgpecHas nidopmaums,

— busHec-uHpopmauus.
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Kaxaan 3akfagKa COOEPMKMT MONA, COOTBETCTBYOLIME €e TemaTuke. AAMMHUCTpaTop
C1CTeMbI MOXKET U3MEHMUTb COCTaB 3aKaA0K M NONEl B HUX.

HacTpoiKa 3aKn1aaoK afpecHOM KHUMM JOCTYMNHA BO BKAaAKe HacTpoiku 3aknagok (puc. 12)
NyHKTa MeHto HacTpoiiku agpecHoi KHUIn.

Hacr poitkn agpecHoil KHurn

Mona 06 paboTunKn HacT poilkn 3aKnanok

PepakTop: +
3aKnaaka: KDHTEhTHaHHHd]DDMELI,HHl el | A -

MNonA BHE ZaKnagok:  BHYTpeHHWA Tenedod, doMawHui Tenedod, O6nacTe, MoOYTOBLIA
koa, ICQ, Facebook, B KoHTakTe
Monsa Buibpano
BHYTpeHHWi Tenedon Pabouuit Tenedox
OomMawHni Tenedod CoToBslA TenedoH
Appec - ynuua, 4oM, Ke.
ObnacTe

+

Errail
Skype
Hacen&HHLIA NyHKT
MouToBRkIl Kog
KoMnanua

CTpaHa

ICQ

Facebook

w | | r |+

B KoHTakTe

CoxpaHuTbe

Puc. 12. BknagKa HacTpoiiku 3aknagok

PepaktupoBaHue Has3BaHWA W yAaaneHue 3aKnagkum JIndHaa VIHd)OpMaIJ,Mﬂ HeEOOCTYNHO.
OcTanbHble CUCTEMHDbIE 3aKAAL4KM MOXHO pefaKTUPOBaTb.

[locTynHO co3gaHMe HeorpaHMYeHHOro KOAMYEeCTBa 3aKnagoKk. [na co3gaHua HOBOW

3aKNafKM BBeAMTe HasBaHMe B nosne Pepaktop U Haxmute KHonky '+ (Jo6asuTh).

Co3pgaHHanA 3aKkfaKka 0TOBPasnTCA B pacKpbliBaloLWEMCA Crincke 3aknagka (41a npocmoTpa

CMWUCKA 3aKNa40K HaskmMUTe KHOMKy (™).

ﬂ,ﬂﬂ U3MEHEHWNA HA3BaHWMA 3akKN1adKu Bbl6epMTe €e B CNUCKe, Ha*XXMUTE KHOMKY 4
(Pe,CI,aKTMpOBaTb), BBeAUTe HOBOe Ha3BaHMe B none Pepakrop. I'Iop,TBepp,MTe NN OTMEHUTE

4

n3meHeHusa (KHoNKM ¥ 'n | ™ | cooTBETCTBEHHO).

32



[nsa yoaneHus 3akNagKkm Haxkmute KHonky |~ | (YganuTe) M noaTsepauTe yaaneHue.

Bce nobaBneHHble agMMHUCTPATOPOM CUCTeMbl MOAA MO YMONYaHUIO OTOBparkaloTca Ha
3aKknagke JiInuHaa uHpopmauma B nopagke AobasneHua Ha Bkaagke Monda. Yactb nonei
MOKHO MepeHecTU Ha Apyrve 3aknagku. Jonyctumo ayb6anmposaHMe 04HOTO M TOFO XKe Nons
B HECKO/NIbKMX 3aKkNagkax. B 3Tom cnyyae npu  npocmotpe uHPopmaumm o
nonb3oBaTene/KOHTaKTe TaKXe bygeT nponcxoanTb ayb6anpoBaHmMe AaHHbIX.

B crincke Mona (pacnonoxeH cneBa) oTo6pa)kaloTCsl Ha3BaHWS BCEX MOMEW afpecHON KHWMN.
UTo6bl U3MEHWUTL CMMCOK MOJIEN 3aKNaaKW, BbIbEpUTE ee B pacKpblBalolEMCS CMUCKE: CMpaBa, B
crnncke Bbl6paHo, 0TO6pasATCA Mons, KOTOpbIE YXKe pacrnosfioXeHbl Ha 3aknaake. [ns HoBOM
3aKnagku cnucok 6yaeT nyct. Jo6aBuTb Mosie Ha 3akiagky MOXKHO nepeTackMBaHMeM WAKN Npu
MOMOLLM KHOMKM [», YTOBbI yA4aNWUTb MOME M3 3aKTaaKkv: MepeTalMTe ero BNpaBo UM HaXMuTe
-

kHonky ' * . ins Bblbopa HECKONbKMX MOMEW BbIAENSINTE WX, YAEPXUBasi Ha)kaTou knasuwy Ctrl
nnm Shift.
KHonkn * n * — ana nepemewieHna nona Beepx M BHU3, KHonku * n ¥ — nna

nepemelLleHNs Nosaa B HayaNo W KOHEL, CNMCKa COOTBETCTBEHHO. [locne coxpaHeHwus
M3MEHEHUN NOPAAOK  pacnosioeHua nonei B GOpmMe KOHTAKTA  U3MEHWUTCA
COOTBETCTBEHHO. [/ BbI6Opa HECKONbKMX MOJeN BbIAENSNTE UX yAEpXKUBasi HaXkaTol KaBuLLy
Ctrl vnu Shift. MaMeHUTb NOPSAOK NMOSEN MOXHO NEpeTackMBasi MX B HEO6X0AMMOE MECTO Crmcka.

[ns coxpaHeHUA U3MeHEHUI HaXKMUTe KHOMKY COXPaHUTb.
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4. NMNonb3osBarenu

B nyHKTe meH0 UHCTpymeHTbl -> ApgMUHUCTpUpoBaHuMe - MMonb3osatenum (puc. 13)
bGOPMUPYIOT OPraHU3aLMOHHYIO CTPYKTYPY MPeanpuatMa M Mpou3BOAAT AeicTema C
nosb3oBaTeNsaMu (co3aHme, pefakTUPOBaHME, NepeMeLLEHWNE, yaaNEeHNE).

3ameuyaHue: B pa3gene lMonb3oBarenu 0To6pa>+<a+0Tcn TONbKO COTPYAHWUKU, Ha KOTOPbIX
€eCTb NoAHoMoUUA [osiHbIe Npasa, a TaKXKe NogpasgesieHnA, Ha YYACTHUKOB KOTOPbLIX eCTb
nonHomouuna lNosHelie npasa.

B neBoM yacTn NyHKTa MeHI0 oTobparkaeTca AepeBo nogpasgeneHnin Cuctemsl, B NpaBon —
CMUCOK MoNb30BaTeNIEN M NCEBAOHMMOB BblbpaHHOro noapasgeneHus. B HUKHeN vacTu
OKHa pPacnonoKeHbl MnaHenu YyhnpaBneHuA [OepeBOM NoApPasZe/leHUM W CMUCKOM
nosib3oBaTesiei.

MonbzoBaTeny

4 Tpynna KoMnaHWii <TPER] > Hpuowueckan cnyxwba
4 [ 3A0 4{AMEPOH=»

- = PMHEHCOBLIA AMPEKTOP

N2 daMunua, WMA, 0TYECTBO Lom#HoCTb Cratyc ™

Benoea AHacTacwA QeQopoEHE HaqansHuk iopranHec...  HaqanbHMK
- = AvpexkTop No Npoaa#an .
. 4  Kepeeea AHHZ MuxainoeHa HOpucT SAC «AMEPOH=  CoTpyaHuk
- = TnaeHbIi MHxeHep

5  CnupwaoHoea Onera BukropoBHa  HOpuct 3A0 «KAMEPOH:  CoTpyaHuK
4 Hopmamqeccan cnyxba

- = MapTHEPBI

- B KnmeHTel

MaHene ynpaBneHusA
OepeBoM nogpazgeneHui MaHenk ynpaeneHWA clMCKOM Nonk2oBarenei

+ ||| — m E + || — | Nepesectu | | Cosaatk ncesgeoHum || SaMecturenw R\' L

Puc. 13. NMyHKT meHto Monb3oBatenu pasaena AOMUHUCMpupoeaHue

B pepese nogpasaeneHunii GoOpMUPYIOT OPraHM3aLMOHHYIO CTPYKTYpPY Mpeanpuatva C
cobntogeHneM nepapxmm NoguYMHEHHOCTU. CHavana CO34al0T [1aBHble NOAPA3LENEHUS,
3aTem —NoA4YnHEHHbIe. JepeBo nogpasaeeHnii oTobparkaeTcs HauMHaA ¢ NoApasgeeHus
TeKyLWero noab30oBaTe A, C BKAOYEHNEM BCEX BJAOXKEHHbIX B HETO NOAPA3AENEHUN.

[ns Bbl30Ba KOHTEKCTHOTrO MEHI0 AepeBa nogpasgaenieHuin (puc. 14), WenkHuTe npasoit
KHOMKOM MbILWW Ha Ha3BaHWWN NoApPa3aeeHnA.
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NonwsosaTenn

4 B Mpynna kovnarui <TPEAT» Hopugwueckan cnyxwba
4 [ 380 «AMEPOH=

- & ®uHaHCoBsIi avpexTop

N2  DaMunma, MMA, OTHECTBO Jom#HocTE Cratyc ™

3 Benoea AHacTacHA @enopoEHa HauaneHWkK kopradeck...  HadansHuk
- 5 AvpexTop no npogasam .
. Kepeeea AHHE MuxainoeHa HOprcT 3A0 «KAMEFOH>»  CoTpyaHuk
; TNAEHLIA MHAEHEP

L] CnupuaoHoea Onera BukTopoBHa  HOpuct SAD «KAMEPOH=»  CoTpyaHuk

- 3 MNapTHEpsI + [obaeuTe noapasnensHe
3 KnKMeHTEI 7

PeaakTupoBaTe NoApasaensHue
¥nanMTe noapasaeneHue

COXPaHUTE B daiin

K

3arpysuTb W3 daina

+||#||— E + || — | Nepeeectu | Cosaatk ncesacHM | | 3aMecTUTERM R\' ey

Puc. 14. KoHTeKCTHOEe MeHIo AepeBa NoapasaeieHUn

Kaxgbl nosib3oBaTenb MNpPW CO34aHMM 3aKpensieH 33 onpeaesiéHHbIM  CTPYKTYPHbIM
noapasgeneHnem KomnaHuun. CoctaB CTPYKTYPHbIX NOApasaeeHU yTBE PXKAAIOT MPUKA3oOM
pyKoBoACTBa KomnaHuu. Monb3oBaTenb Co cTaTycom «HayanbHuk» (cm. n. 4.2.1) moxeT
[o6aBuUTb Nonb3oBaTeNnel B cBOeE U AodepHue nogpasgenenuns. O co3gaHumn CTPYKTypbI
noapasgeneHuit cm. n. 4.1.1.

4.1. Pabota c nogpasgeneHuAMmu

4.1.1. flo6aBneHmne n peaakTupoBaHue noapasaeneHui

Ytobbl a06aBUTb noapasgenieHMe B CTPYKTYpPY KOMMaHuM, Bblibepute A1 Hero
poauTenbcKkoe nogpasgeneHue. LlenkHute no HasBaHWIO B AepesBe MNoApasAeeHui,

CTpOKa C Ha3BaHMeM OKpacuTca B cepblii useT. Haxmute kHonky ¥ (Job6asuTb
noApasgenieHne) Ha NaHenn ynpasneHUs AepeBOM NoApasaeeHUn U 3anoaHUTe noas B
OTKpbIBWEMCA OKHe (puc. 15).
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OobasnTb noapasaenelne X

0Obue cBeeHnn Mona

HazeaHve nogpazgenedns:  YNpasneHWwe Kagpoe

YCNOBHBIA HOMEp: 010
o
3HAYEHWE CYETUMKE: 24 oo
Oata obHyneHua: 18.01.2017 09:00:00 &
llabnoH HymepaTopa: {department{ counter}
CoxpaHiTb OTMEHWUTE

Puc. 15. OKHO gobasneHusa noapasaeeHus

[JelicTBre AOCTYNHO B KOHTEKCTHOM MEHHO: LEIKHUTE NPaBOi KHOMKOM MbILLM Ha Ha3BaHUK
nogpasaeneHna u Bbibepute NyHKT [,o6aButb nogpaspeneHue (puc. 16).

Mons3oBaTenH

4 5 Mpynna koMnanmi « TPEAD»
- B AD «KAMEPOH:
- B AD «ANBKOP:
- 1 T« ATATAN:

E + [JoSaeuts nogpazgenerue

E # PenakTHpOBaTh FDAIJEB,IEFEI-{D
C — ¥OanuTh NOAPasaeneHe
E CoXpaHKTL B dakn

Jarpy=uTh M3 daiina

Puc. 16. lo6aBneHune noapasgeneHuns Yepes KOHTEKCTHOE MEHIO

Mo YMONYaHWIO OKHO CO34aHWA NoApasfAefieHUs COAepPKMT oaHy BKAaaky — O6uwiue
cBeaeHua. Bo BK1agKe 3anoHAKT Nona:

— HassaHue nopgpasgeneHums.

— YcnoBHbIi Homep — MOXHO MCMob30BaTh ANA GOPMUPOBAHMA PETrUCTPaLIUOHHbIX
HOMEPOB 3334 U JOKYMEHTOB (B WabsioHax HyMepaTopoB).

— 3HayeHue CYETUYMKA — HaYa/IbHOE 3HAYEeHMEe CHETUMKA AnA nogpasaeneHna; sBoaAaTt C
KM1aBUaTypbl AU NP NOMOLWKM KHONKKU ~.
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— [lata 06HyneHuA — aaTta cbpoca CYETYMKA K HY1e BOMY 3HAYEHMIO.

— LWWa6noH HymepaTtopa — WwabnoH, No KoTopoMy GOPMUPYIOTCA HOMEPA CO34aBaeMbIX B
noapasgeneHun 3agad. NogpobHee cm. n. 4.1.2.

Ecnu B KapTouKy noapasgeneHua AobasneHbl AOMNONHUTENbHbIE MOJA, B OKHE CO34aHuA U
peaakTMpoOBaHMA noapasgeneHnsa oTobpaxaetca Bknagka Mona (puc. 17). Cnmcok
AOMONMHUTENbHbLIX MNONEN KapTOYKM noapasgeneHus GopMUPYIOT B MNYHKTE MeHHo
Hacrpoiiku nogpasgenenuit (nogpobHee cm. n. 17).

PegakTnposarts NoApasaeneHne *
OBwme ceegeHun Monsa

Haseanmne SraveHune
YHKLIMM PatboTa ¢ Gyxrantepckod gokyHeHTaUMell W oTUETHOCTED
npaea

Nonyuats oT crpykTypHEX noapazAenenmil keofkoaMMele Ma

Aata yTeepwaeHus ™ 08.11.2017 00:00:00
D ononHUTENEHEIE CBEAEHHA

Anpec ™ r. Mockea, yn. KpacHonpyadas, 4. 19/5 kopn. C odmc 18;19

Coxpannte OTHMEHHTE

Puc. 17. OKHO peaKTUPOBAHMA NOAPA3AENEHMUA

Cnocob6 3anosiHeHWA MNonen 3aBUCUT OT WX Tuna. NoapobHee O 3aNONHEHUM NONEwn
Pa3nnYHbIX TMNOB cM. n. 15.1.2.

NMocne yKasaHMA [aHHbIX ANA noapasgeneHuma HaXmute KHonKy CoxpaHutb. OKHO
,D,O6aBﬂeHMFI 3aKpoeTca, noapasaeneHne 0T06pa3MTCF| B Aepese I'IO,CI,p33,EI,€I'I€HMVI.

ﬂ,/’lﬂ pPenakTnpoBaHNA nNapamMeTpoB noapasaeneHna sblAenTe ero B gepese N Haxmute

kHonky ¢ (PepakTvpoBaTb nOApasfeneHve) Ha MaHenu YhnpaBAeHUA [epeBoMm
nogpasaeneHuin. [elicTBMe TaK»Ke AOCTYNHO B KOHTEKCTHOM MEHIO: LUEe/IKHUTE NpaBoi
KNaBUWeEN MbIlWKM Ha Ha3BaHMM noApasfeneHus U BblbepuTe NyHKT PepakTMpoBaTb
nogpasaeneHve. PegakTupoBaHMe nogpasfaeneHua aHalorMyHO ero cosgaHuto. [nn
dUKCAUUKN U3MEHEHMUI HAXKMUTE KHOMKY COXPaHUTb.
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4.1.2. Co3paHue wabaoHOB HOMEpPOB 3a4ay

WabnoH Hymepamopa cnyxut ans GopmupoBaHUA PerncTpaLmoHHbIX HOMEpPOB 3adad,
co3gaBaeMblXx B 3TOM nogpasfdeneHun. [puBaAsKa 3adaun K NoApasaeneHuio
OCYLLECTBAAETCA MO OTBETCTBEHHOMY PYKOBOAMTEIO 3a4a4K.

Ecnun B 3agaye He 3a4aH OTBETCTBEHHbIM PYKOBOAWUTE/b, TO NpU GOPMMPOBAHUU HOMEpPa
WabsoH HymepaTopa He y4yuTbiBaeTCA. B 3ToM cnyyae B KayecTBe HOMepa MCNoAb3yeTcs
naeHTnounkartop (ID) sagaun.

LLabn10oH HyMepaTopa MOKET BKAOYATb 3/1€ MEHTbI:

— {counter} — Tekyluee 3HayeHMe CYETUMKA noapasgeneHus. HayanbHoe 3HauyeHUue
CY4ETUYMKa 3a4atoT B Nosie 3HauyeHue cuéTumKa. B none [lata o6HyneHUA MOXKHO 334aTb
0aTy, B MOMEHT HacTyM/ieHUss KOTOPOW TeKyllee 3HayeHue c4éTymka cbpocutca B
einHNLY.

— {department} —ycnoBHbIi HOMep NoapasgeneHus.

— {id}—id (maeHTUPMKALMOHHbIN HOMEP) 3a4a4n.

— {parent}—id poamTenbckon 3aga4un (NpMMeHMMO TONbKO A1 NoA334au4).

— {X}—none BBOAa, 06sA3aTENbHOE A7 3aNO0/IHEHWNS MOCTaHOBLLMKOM 33434M.

— {x}—none BBOAA, He 0b6A3aTeIbHOE ANA 3aMN0NHEHMUA NOCTaHOBLMKOM 3a4a4MK.

— TeKywiasa paTta — 3HayeHue TeKyllen gatbl. dopmaTt oTobparkeHMA OaTbl MOXKET
BK/1I0OYaTb 3HaYEHUA:

o {YYYY}—ueTbipe undpbl TeKyLLErO roaa;

{YY}- aBe umopsbl TeKywero roaa;

{MM} — Tekywmi mecaw; ecnm umdpa mecaua meHole 10, To yctaHaBamMBaeTca
NNANPYIOLWNIA HONb;

{M} —Terkywunit mecau; ecnm umdpa mecsaua meHble 10, TO AMANPYIOWMIA HONb He
ycTaHaBAMBaeTcs;

{DD} — TekywwmMih AeHb Mecsaua, ecnn undpa Aatbl (AHA mecaua) meHbwe 10, TO
yCTaHaBNMBAETCA NUANPYIOLLMIA HONb;

{D} — TeKywmii geHb mecaua, ecnm uudpa aatbl (aHA mecaua) meHbwe 10, TO
NNANPYIOLLMIA HOMb HE YCTaHaBAMBaETCA.

3ameuaHue — B none BBOAa HOMepa 334a4n MOXKHO BBecTu He 6onee 40 cumBonos. MNone,
obs3aTenbHOE 418 3aN0NHEHMA NPU CO34aHUM 3a4a4M, MOMEYEHO KPacHOM 3Be3404KOM.

WabnoH HymMmepaTopa MOXET BK/1I0OYATb KaK BCe NepeyYuncaieHHble Bbllle 3/1IEMEHTbI, TaK U
HEKOTOpPbIE M3 HUX. ,D,OI'IYCTMMO BK/loYeHWe B WabnoH HymepaTopa NpPOun3BOJIbHbIX
CMMBO10B.
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Ecnrn pna noppasgeneHus He 3agaH WabNoH Hymepatopa, TO HOMepy 3afayn byaet
npucsBoeHo 3HayeHune ee |D.
4.1.3. YaaneHue 1 nepemelleHue nogpasaeneHui

Onsa yoaneHus nogpasgeneHuns Bblbepute ero B epese W HaxXmute KHoOMRy |~ (Yaanutb
nogpasaeneHue). JelcTBre TaKKe AOCTYNMHO B KOHTEKCTHOM MEHIO: LLEeNKHUTE MpaBoW
KNaBuWEW MbIlIM Ha Has3BaHMM nogpasgeneHua W Bblbepute NYyHKT  Yaanutb
nopgpasaeneHue.

YpaneHue noapasgeieHus, CoAeprKallero noib3osartenei uamn govepHue noapasaeneHus,
HEBO3MOXHO.

BOo3MOXKHO nepemelleHWe MoapasgeneHuii BMecTe € MoJsib3oBaTenamu. TaKas
Heo6X0AMMOCTb MOKET BO3HUKHYTb NPU MU3MEHEHMM CTPYKTYPbl OpraHmn3aLmm.

[Ona nepemelleHUs noapasfeneHna LWESKHUTE MO ero Has3BaHWo, nepeTalmTe
noapasfaeneHne B HYKHOE MeCTO, YAEPKMBaa HaxaToW KHOMKYy mblwK. Mocne Bbibopa
POAMTENbCKOTO NoAPa3aeeHMsA NOABUTCA AMaN0roBOE OKHO, B KOTOPOM YKaXuTe geincrene
C AOMONHUTENbHbIMW NOSIHOMOUYMAMM Nob30oBaTenei (puc. 18) nogpobHee cm. n. 5.

lMogresepwmoenne #

4 CoXpaHWTE AONOAHWTENEHLIE NOAHOMOYKHA NoNeL30BaTENEH?
"\-_‘/
Ha HeTt OTMena

Puc. 18. CoxpaHeHMe NOJHOMOYNI NPU NepeMeLLEHUM Noapa3aeieHunA

B oKHe BbIOMpPAIOT 0AMH 13 BapUAHTOB:

— [a — nonHomoums coxpaHalTcA. Kpome MONHOMOYMI Ha ApYyrux Monb3oBaTesen,
COXPaHATCA M  [AOMNONAHWUTE/NbHble MOJIHOMOYMA Ha CamMMX Mo/Ab3oBaTenel
nepemeLLaeMoro noapasgeneHus.

— Hem — nopgpasgeneHne nepemellaetcd 6e3 CcoOXpaHeHMA  AOMOAHUTENbHbIX
NOJHOMOYUMI NO/Ib30BaTENEMN.

— OmMmeHa — 0TMeHa NepemeLLEeHMA NogpasaeeHus.
Mocne nepemeleHUs 0TobpasnTca AepeBo NoapasaeneHUi C UISMeHEHHOM CTPYKTYPOIA.

3ameuyaHne -— [lepemelleHVe NOAPA3OENEHNA B €ro [JAOYEPHUE nNoapasgeneHus
HeAoCTyMHO.
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4.2. PaboTta c nonb3oBaTenamm

4.2.1. Co3paHue U pefaKkTupoBaHue nonb3oBaTeneun

Ona AO6aBJ'IeHMF| nonb3oBatenA Bbl6epMTe nogpasaeneHune, B KOTopoe ero HeO6XO,CI,MMO

no06aBnTb, HaxmuTe KHonKy 1/ (lo6aBUTb NoNb30BaTENA) Ha NaHe I yNpaBAEHMNA CMTUCKOM
nosib3oBaTesieli U 3aN0IHUTE NONA B OTKPbIBLLUEMCA OKHe (puc. 19).

HudopMayns o nons3osarene (e 4
MeaHoea HaTtanes CepreeeHa
() MyxumnHa (@) HeHuHa
[ata poxpaenna: 15.09.1968 |
NON#HOCTE: Byxrantep

Cucremnan nidopmaymn
WMA nonesosaTena™ MeaHosaHC
MNapons™ aranns

MNoaTeep#asHKe Napona™

Cratyc® CoTpyaHuK

L ononHMTEREHEIR HOMED 1

MNopaaok MONB30BETENA MPK 2

NpWHY AMTENEHOA COPTUPOBKE

MNpaea Ha mogynu™® Workflow ¥ Docflow

CMEHWTE NEPOME NPM CIELYKOWEN BX00E

Apnpechan nidopmaymus
CTtpaHa Pocoua
Hacen&HHBIA NyHKT Mookea

KounTakTHas midopmayna

Pabouuii TenedoH 8-820-784-57-496

Ky

Emiail ivanova@test.ru
Bnsnec-nHgopmayna

KoMnaHua 000 "KAMEPOH"
CepBep KOMMYHHKE LIWi

HauMeHoBaHKe 3HEYEHWE N0 YMOM4EHHIO
NoruH

MNapone

CoxpaHnTh OTmeHnTE [pynnel npas

Puc. 19. OKHO co3gaHmMA HOBOro NOb30BaTeNA
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CnucoKk nonel OKHa cO34aHWA MoJb30BaTENA M CNOCOb MX FPyNMnUPOBKU onNpenensitoT B
MyHKTe MeHI0 MHCTpyMeHTbl — AAMUHUCTPUPOBaHME — HAcTPOIKKU agpeCcHOMN KHUTU.

B BepxHel 4actu yKaxkute ®UO nonb3osatens, MNoA, AATYy POXKAEHMA U OOJKHOCTb.
MaKcumanbHas g4iMHa 3HadeHua nona Pamunma — 80 cMMBOIOB.

Y106bI f06aBUTL doTOrpadmio Nonb3oBaTens, WeNAKHUTE NIEBON KHOMKOM MbIlK B Nnoae C
KapTUHKON B /IEBON BEpPXHEW 4acTU OKHa W BblibepuTe M306parKeHUe B OTKPbIBLUEMCA
[MaNoroBom OKHe. B OKHe mpocmoTpa BbIOPaHHOrO M306paXKEHUA MOXKHO OMpPeaenuTb
obnactb, KOTopas byaeT ncnosb3oBaHa B Kayectse GpoTorpadum nosbsosaTens.

B rpynne noneit CuctemHasa MHGOPMaLMA 3aN0NHAIOT NONA:

— Umsa nonb3osatensa — ums, Kotopoe 6yaeT MCMONb30BaHO A4/1A BXoda B Cuctemy.
Heponyctuma peructpaumsa asyx uau 6osnee nonb3osateneil C OAMHAKOBbLIMMU
MMeHaMM, NO3TOMY NPW COXPaHEHWM HOBOro nosb3osaTensa Cuctema nposepseT
YHMKaANbHOCTb YKa3aHHOIO MMeHM Nosib3osatena. Mpu BbiABAEHWUM coBNageHuin byaeTt
npeA/ioXeHO yKasaTb HOBOE MMA N0/Ib30BaTeNA.

— Maponb, MogTtsep)kaeHue naposis — Naposib MOAb30BaTeNss M MNOATBEPMKAEHUE
napons.

3HaueHusa noneir Uma nonb3osatena v aponb MOryT cogeprkaTb NaTUHCKUE U
pycckme 6yKBbl, umMbpbl n cumsonbl: "#S5%()*,—./,;;<=>?@[\]*_{|}~. Oonyctumas
ANMHA UMeHW noab3oBaTensa —oT 3 4o 80 cMmBoNOB.

MUWHMManbHaA AnMHa Napoas 3a4aHa HaCTPOMKaMM TeKYLLLEN NONUTUKN Be30nacHOCTH
naponen, makcumasnbHas aaunHa naponsa — 80 cumeonoB. Cuna napona onpegenseTca
yncnom u3 gmanasoHa [0, 100]. NHTepBanam AuanasoHa COOTBETCTBYIOT CTPOKOBbIE
3HavyeHumA:

e 0...20—«0OyeHb cnabbiiny,

e 21...50—«Cnabblit»,

e 51...60— «XopoLwuii»,

e 61... 80— «CUAbHbINY,

e 81...100— «O4eHb CUNbHbINY.

Bo BpemAa 3aJaHMA HOBOro naponA Ha 3KpaHe oTobparkaeTtca cooblleHve Buaa
<CmpoKosoe 3HaYeHue> (KMeKywaa cuad napoasa>/<MuHUMAAbHAA CUad naponass),
npu HaBefeHMM Kypcopa Ha coobuieHne oTobparkaeTca noAcKaska C nepedyHem
06A3aTeNbHbIX AN BbINONHEHUA ycoBui (puc. 20).
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pomoe . Hopui Anekceseny

8 ® MyxumHa HEHWMHE
\.n‘
* [aTa poXaeHns: 08.09.1980 |
‘Q Jon#HoCTE: CHCTEMHEI 3OMWHWCTPETOR FPYNnel KOMNaHWA «Tpedgs

Cucremnan udopmayma

Vima nonbzoeatena”™ admin

Mapons™

MoaTeepsaetke napona™

Mpaea Ha Mogynk™ | Workflow
’ i orkflov Docfloy MUHMMaNEHEIE YCNOBKA BbINDAHEHbI

Nuunan wucopMayma

Puc. 20. 3anonHeHue nona «MNaponb»

— b u Craryc — CTaTyc nonb3osaTtend. B cooTBETCTBMU CO CTAaTyCOM MOJIb30BaTeNto Mo
YMOYAHUIO HAa3HAYakTCA NOZTHOMOYUNA Ha APYTrUX nonb3oBaTenen Cuctembl:

e [onb3oBaTesb co cTatycom CompyOdHUK UMeeT NOJIHOMOYUSA TOJIbKO Ha cebA.
e [Nonb30BaTe b CO CTAaTyCOM Hayas1bHUK UMeeT MNOJIHOMOYMA:
o «lMonHble npaBa» Ha NONb30BaTe el CBOEro U NOAYNHEHHBIX NoApa3ae/eHUI;

o «TONbKO CBOWM 3afayuM» Ha MOJib30BaTeNel CO CTaTycom «HauyanbHWUK» U
«enonpoussoauTtenby» noapasaeneHuii 04HOro YyPOoBHA.

e [lonb3oBaTenb CO CTatycom ,ﬂE’ﬂOH,DOUB’EOdLImE’ﬂb nmeeT noaHomo4unAa «ToNbKO
CBOWU 3a4au4n»:

O Ha Bcex NoJb30BaTesIei CBOero U NOAYNHEHHbIX NoapasaeneHui;

O Ha Mo/ib30BaTefiell CO CTaTycom «HadanbHUK» M «JlenonponssoamTenb»
noAapasgeneHunit o4HOTo C HUM YPOBHSA.

— [ ononHUTeIbHbIK HOMEP — YNC/IOBOE 3HAYEHMNE, KOTOPOE MOXKHO UCNOAb30BaTb NpKU
dopmMmmnpoBaHnKM 3HauyeHUs noaa Tuna «Hymepatop». NoapobHee cm. n. 4.1.2.

— Mopagok nonb3osatensa NpyU NPUHYAUTENbHOM COPTUMPOBKE — YMCI0BOE 3HaYeHue,
KoTopoe byaeT MCnoNb30BaHO NP COPTUPOBKE NoAb30BaTeNel NogpasaeneHus (ans
COPTUPOBKM MONb30BaTeNEN LWENKHUTE NO 3aronoBKY KosoHKM N2 B cnucke). Mo
YMO/MYaHUIO MO/Ib30BaTeNM OTCOPTMPOBaHbl Mo  damunun. Ecnm  Bo3HMKaeT
HeobX0AMMOCTb COPTUPOBKM MOAb30BaTeNei MO 3HAYMMOCTM B MOAPA3LENEeHUMU,
pekomeHayem 3afaBaTb 3HadeHue Aia nons [opaAaoK nonb3oBatena npm
NPUHYAUTENbHOI COPTUPOBKE, 1 COPTMPOBATL NOJb30BaTe el no nonto Ne.

— MNpasa Ha moaynun —yKasbiBatoT: workflow, docflow nnn complete nogpobHee cm.n. 1.

— CMeHUTb Napo/ib Npu cieaylowem Bxoae — npu exoge B CMCTEMY MONb30BaTeNO
6yaeT MNpefioKeHO M3MEHUTb naposab Aans obecnedveHusa 6GesonacHoctu. [ns
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nosnb3oBaTesiei, Bnepsble Boweawnx B Cuctemy, byaetT oTobparkaTbca CTpaHMUA
NPUBETCTBUA, a NpeaynpeXaeHne o CMeHe Napoaa NoABUTCA NPU CaeayloLlWeM BXoae
B Cuctemy. AAMUHUCTPATOP CUCTEMbI MMEET BO3MOXHOCTb COPOCUTL Mapoan BCEM
No/ib30BaTe/IAM, 33 MUCKIIOYEHUEM CUCTEMHbIX (C npusHakom CepsucHaa y4yemHas
3anuce), B NyHKTe meHio UHCTpymeHTbl = Cuctema 6esonacHoctu => MoauTUKM
6e3onacHocT BKknagka MMonutuku 6esonacHoctu naponeut (cm. n. MoAUTUKK
6e3onacHocTM naponei).

— CepBuUCHaA yyeTHaA 3anucb — ¢Jiar yKasbiBaeT Ha NPUHALNEKHOCTb YYETHOM 3aMncK K
CepPBUCY WMAM NONb30BATENIO, CO34AaHHOMY A/1A aBTOMaTU4Yeckoro nmbo py4yHoro
BbIMOJIHEHWNA CUCTEMHbIX 3a4a4. [0 yMONYaHUIO BbiKAoYeH (puc. 21).

— He meHATb Napo/sib MO UCTEYEHUU CPOKa AEWCTBUMA — MPU BKAOYEHUM ¢nara y
nonb3oBaTeNa He 3anpawusaeTca cbpoc Naponsa MO WUCTEYEHUU CPOKA - BPeMEeHM
XWU3HKW Naponei, ykasaHHOro B NoAnTUKe 6esonacHocTn naponei (cm. n. MonnuTUKK
6e3onacHocTM naponeit). Mo yMoAYaHMIO BbIKJHOYEH.

CMEHWTE Naponk NpH CNELYHILEM EX0E

CepeEMcHan y4ETHAA 3aNHcE

He MeHATH NAPONE NO HCTEYEHWA COOKA D8RCTEHA |

Puc. 21. 3anonHeHue noneit « CMEHUTb NAPO/b NPU caeaytolem Bxoae», «CepBucHas
YYeTHaA 3anmcb», «He MeHATb Naposib NO NCTEYEHNWN CPOKA AEUCTBUA»

3ameuaHue — [pynna noneit CucremHasa uHpopmauma He oTobparkaeTca Npu BbI30BE OKHE
npocmoTpa MHbopMaLMmn 0 nosib3osatesie (LEeNYOK MO CCbIIKE C MMEHEM Mo/1b30BaTens) B
APYTUX NYHKTax meHo Cuctemsl.

Co3gaHue nosib3oBaTeNid HEBO3MOMKHO 6e3 3anosiHeHWA o06A3aTesibHbIX (OTMEeYeHHbIX
KpacHoW 3Be3gouykoit *) noneili. MNona damunua, Uma nonb3osatensa, [MMaponb,
MNopTteepkaeHue napons, Cratyc v [paBa Ha moaynu Bcerda ob6A3aTenbHbl AnA
3anosiHeHus. OTobparkeHMe W 06A3aTeNIbHOCTb 3aMNO/IHEHMA APYIUX MNofen 33aJaét
aaAMUHUCTPaTOp CUCTeMbI B MyHKTE MeHto HacTpoiiku agpecHoi KHuru (nogpobHee cm. n.
3).

Cnucok cucteMHbix (fob6aBneHHbIX B CMCTeMy NO YMOAYaHWIO) Noneir aApecHOn KHUIMM
npusegeH B n. 3.1. AamuHucTpaTop Cuctembl MoXKeT A00aBNATb APyrMe NoAas, HacTpameaTb
oTobpakeHne 1 0653aTeIbHOCTb 3aNOJIHEHUA CUCTEMHbBIX U NOJ/1b30BaTE/IbCKUX NOSEN.

B rpynne noneii CepBep KOMMYHUKaLMIA YKa3blBalOT NapameTpbl CEpBepa KOMMYHWUKaLnii
(noapobHee cm.n. 20). Ecan cepBep NO YMONYaHWUIO He 3adaH MAM ANA NoAb3oBaTens
HeobxoAMMO 3adaTb MHAMBUAYa/NbHble HACTPOWKW. HassaHWe cepBepa KOMMYHWKaLMiA
BblbMpatoT B none HaumeHoBaHue. [lpU  WUCNOb30BAHMM CTOPOHHErO CcepBepa
KOMMYHUKaUWIA yKaXknte NOMMH M MNapofib No/ab3oBaTens Ha cepsepe. [na cepsepa
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KOMMVHMKaLI,Mﬁ FreeSwich YKa3biBaTb J1I0OTMH U NapoOsib HE HYXHO, OHU TreHepupyroTCca
dBTOMaTU4YeCKMU.

MpenoycMmoTpeHa BO3MOXHOCTb OTMPABKM HOBOMY MOJ/1b30BATE/I0  YBEAOMJIEHUA O
peructpaunm B CucTeme Ha 3/N1eKTPOHHbIA agpec uau coToBbih TenedoH. Hacrpolite
MoYTOBbINA CepBep U/MAKN 3aKNouMTe AOrOBOP C ONepaTopoM COTOBOW CBA3M, HacTpoliTe B
Cucteme onoseleHus (cm. pasgenst 11.2 n 11.3), yKaKuTe agpec 3/1eKTPOHHOW MNouThbl
n/unn Homep coToBoro TenedoHa MNo/b30BATENA NPWU ero cosdaHuu. Homep coToBOTO
TenedoHa 0653aTeNIbHO YKa3biBaloT B popmate 7XXXXXXXXXX (MHaue SMS-onoBelleHUs He
6yayT oTNpaBaeHbl NONb30BaTENIO).

3ameuaHne — ECiM 3NeKTPOHHbIM agpec u/van TenedoH 6blAM yKasaHbl yXe nocne
CO34aHUA NOIb30BATENA, YBEAOM/IEHUE O PETUCTPALMN OTNPABAEHO He byaerT.

KHonKa Mpynnbl npaB — ana gobaeneHns nonb3oBaTesneit B rpynnbl NpaB Npu CO34aHMUM.
KHoMKa A[oCTynHa no/ib30BaTeNlo MpUM HaauMuMuM y Hero xota 6bl O0gHOro M3 npas:
«AAMUHUCTPATOP CUCTEMbI», K AAMUHUCTPATOP cUcTeMbl Be3onacHoCTUY, K AOMUHUCTPATOP
6MbnnoTeKkN», «AgMUHUCTPATOP AOKYMeHTOOb6opoTa». MNonb3oBaTento AOCTYMHbI TO/bKO
Te rpynnbl Npas, HA KOTOpPble Yy Hero ectb npasa. lNpu HaXKaTUM KHOMKU OTKPOETCA OKHO
Bbl6Opa rpynn npas (puc. 22).

Ona pobaBneHua nosib3oBaTena B rpynny MnpaB WEJKHUTE MO ee Ha3BaHWIO B CrMUCKe
[octynHbie rpynnbl NpaB M HAaXXMUTe KHOMKY = . 1A yAaneHusa rpynnbl NpaB M3 CNMcKa
Fpynnbl NpaB N0Nb30BaTENA BblAE/INTE €€ U HAXKMUTE KHOMKY <

KHonka == —pans gobaBneHna Noab3oBaTesia BO BCe AOCTYMHbIE rpynn npas. KHonka <= —
ANA yaaneHua nonb3osaTeia U3 BCEX rPynn npas.

Mocne 3anonHeHUA PEKBMU3UTOB HOBOTO MOJ1b30BaTENA HAXKMUTE KHOMKY CoOXpaHuTb. HoBbIi
nosib3oBaTe/ib 0TO6PaA3nTCA B CMIUCKE NOJIb30BaTeNel TOro noapasaesieHus, B KOTopoe OH
6bin gobasneH.

LOCTyNHEIE MRyl Npas [pynnkl Npae nonesosaTens
[Lorosopel KonTpone (opa)

Zanew [Chepa Mnwoc] - KonTpone {cnys sanmcam)
WcxoaAwan KoppecoHaeHUMA = CosaaHwe aokyMeHToB (Bx)
KoHTpone (norosopsl) - CosaaHWe AOKYMEHTOE (Mox)

==
OpraHW3ELM0HHO DaCNoPAAMTENBHEIE AOKY] CozaaHve aokymeHTos (opa)
CozaaHue NopyYeHWi

< > < >

OK OTmeHa

Puc. 22. OkHo BblbOpa rpynn npas
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PepakTupoBaHMe pPEKBU3UTOB MO/b30BaTeNA aHaNOMMUYHO WX 3anojsiHeHuto. YTobbl
M3MEHWUTb 3HayeHMe nojsel KapTOuYKM Nosb30oBaTend, BblbepuTe noapasaeneHue,
nepenauTe no ccolaike ¢ dammanein nonb3oBaTena U BHECUTE UIMEHEHUS.

[na HasHayeHWs 3amecTUTensa BblbepuTe MO/b30BaTeNA B CMUCKE M HAKMUTE KHOMKY
3amectutenn. lMNogpobHoe onucaHve npoueaypbl HasHauYeHWsA 3amecTuTenein cm. B .
«[JenernposaHue nonHoMoumin» «PykoBoacTBa nonb3oBartens».

3ameuaHue — B nyHKTe meHto Mosb3oBaTenn HeZOCTYMHbI MPOCMOTP U peaakTUpoBaHUe
JINYHBIX AaHHbIX. Pe4aKTUpOoBaTh UX MOXKHO B MYHKTE MeHIo HacTpoiiku — Mowu peKBU3UTbI.

4.2.2. MNepeBoga nonb3oBaTenen mexay nogpasgeneHuamm

MepeBoa Noib3oBaTeNA UAW FPYNMbl NOAb30BaTeNEN B Apyroe noapasgeneHune MNoapobHo
onucaH B n. «lepemelleHne nosb3oBaTesien B Aepese nogpasaeneHuii» «PyKkosoacTsa
no/sib3oBatena».

Bmecte ¢ nepeBogom nosib3oBaTesiel CUCTEMA NPeANoNUT NepeHanpaBuUTb OOBEKTHI
CucteMbl BAaAeNbLAMU UM YHACTHUKAMM KOTOPbIX NONb30BaTeNN ABaatoTcA. MoapobHee o
nepeHanpas/iieHun o6beKToB cm. M. 4.2.4.

O Ha3HaYeHUU AONOJIHUTEJIbHbIX NMONHOMOYNI cM. M. 5. 18 cOXpaHEHUS NOSHOMOYNI U
nepeBoa No/b30BaTeNna HaxkMuTe KHonky CoOXpaHUTb.

3amevaHue — npOCMOTpeTb CUCTeMHble U AONOJIHUTE/IbHble MOJIHOMOYMA NONb30BaTeNA
MOXHO C NTOMOLLbIO ot4yéTta «lonHOMOUMA NoNb30OBaTENAY.

4.2.3. Nepepaua npas 1 AONOAHUTENbHbIX NONHOMOYMNIA

[nsa nepegayvm npas v AOMNONHUTENbHbIX NOTHOMOYMI OAHOIO NOAbL30BaTENS APYTOMY:

— BblbepuTe B CMMCKe NOAb30BaTeNs, NPaBa U 4ONONAHUTE bHbIE NOJTHOMOYMA KOTOPOTO
nepeaaoT APYroMy COTPYAHUKY,

— HaXMuUTe KHOMRY 2 (I'Iepe,u,aTb npasa n ONOJTHUTE/IbHbIE FIOJ'IHOMO‘-IVIFI) Ha NaHen
ynpassieHNA CMNCKOM I'IO/'Ib3OBaTEI'IEI\;1,

— YKaKuTe COOTBETCTBYIOLLME 3HAYEHUS B OTKpbIBLUEMCA OKHe (puc. 23) noapobHee cm.
n.>5.
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MNepegaTs Npasa W OONOAHHT EbHBIE NOAHOMOYHA *

CoTpygHui: & x Benoga AHactacwa @enopoeHa

Mpaea NoNL30BaTENA: OobaenTs b
MonHomMouynAa HA none30BaTens: NobaenTs h
MoNHOMOUKMA NONEZ0B3TENA: NobaenTs hd
CoxXpaH1TE OTHEHWTE

Puc. 23. OKHO nepegayu NpaB 1 AONONHUTENbHbIX MOHOMOYMM

Ytobbl yKasaTb COTPyAHMKA, KOTopomy 6yayT nepegaHbl npaBa WM AOMNONHUTE/NbHblE
NONHOMOUMSA, HAXKMUTE KHOMKY ¢ 1 BbiBepuTe Noab30oBaTeNA B OTKPbLIBLUIEMCA OKHe (puc.
24).

BbibepuTe nogpasaeieHne, yKarKuTe nosib3oBaTesia B ClUCKe.

Buifiop nonesosaTensii [=]{ES
4 B Noapazpeneqna 3A0 «KAMEPOH» (Qoncr )
a rpynna koMnaHui « TPEND»
- O 2A0 «KAMEPOH®» M2 Moapazaenenve  ®amMinKs, MMA, OTHECTBO JomkHocTs CraTtyc
- O KnuenTsl 1 3A0 «KAMEPCH» Hoeakoe Ceprefl Bnagw... TeHepanbHbid .. HaZanbHak ®

4 5 Fpynnbl NonbzoBaTenei
[ Byxrantepus
[ WT-cnewranucr
[ PykoeopuTenn Bucwero zeeHa
[ pykoeomuTenM cpegHero s8eHa

4 3AO < AMEPOH=» CMopogckad Onera Cra.. [MoMoWwHWK red..  [enonpouse... ®

Puc. 24. OKkHo BbIbOpa COTPYAHMKA A5 Nepesayn Npas v 4OMNOJHUTEIbHbIX MOJTHOMOYMI

MNMoapobHoe onuncaHme npoueaypbl CM. B M. HasHayeHWe NoNHOMOYMIA NOb30BaTENAM U M.
«I'Iepe,u,aqa npas " AOOMNOJTHUTE/IbHbIX NOAHOMOYUI OOHOro nosnb3oBaTenA Apyromy»
« PyKOBO,D,CTBa noNb30BaTeENA».

4.2.4. NepeHanpaBieHne 06beKkTOB CUCTEMDbI

[nsa nepeHanpaBneHna 06bekToB CUCTeMbl OAHOIO N0/1b30BaTENS APYTUM:

- BblﬁepMTe B CMMCKEe N0ab30BaTeNs, 06beKTbI KOTOpPOro 6y,c|,yT nepeHanpas/eHbI,

— HaXXmuTte KHomnKy "* (MepeHanpaBuTb 06bEKTbI) Ha NaHeNM ynpasaeHUA CrUCKOM
nosab3oBaTesnew,

— YKayKuUTe COOTBETCTBYIOWME 3HAYEHMSA B OTKPbIBLLUEMCS OKHE (puc. 25).
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MepeHanpasBuT b 06 bEKTBI [=]1ES

4 Bre obbeKTE CMCTEMBI )
- O NpoekTbl ®
4 = 3apaun Kepeesa AHHa MuxaitnoBHa ®
- [ 3anaqm no THnam Kepeeea AHHa MuxaAnoeHa
- [J 3anaqi no npoekTam Kepeeea AHHa MUxalnoeHa
- [ 3anaqw no ponam Kepeeea AHHa MWxaAnoeHa
- [0 3anauqm (cnmcok) Kepeeea AHHa MuxainoeHa
- [ Mons Tvna “CoTpyaxik” CnupuaoHoea Onera BukTopoeHa @&
- O OokymenTbI ®
4 MapwpyTbi ®
- [J OnpeneneH B CXEMaX PECCMOTPEHWA ®
- O Kanengapn ®
He yeegoMnaTe of M3MeHeHIM pabodei rpynnel COXpaHUTE OTMEHWUTE

Puc. 25. OKHO BbibOpa 06BEKTOB U MONb30BaTE/IEN A1 NEepPeHaNnpPaBAEHUS

MoapobHee cm. n. «MNepeHanpaBneHne 06beKTOB CUCTEMbI OAHOMO NOAL30BaTENA APYTUM»
«PyKoBoAcCTBa noab3oBaTena»
4.2.5. YpaneHue nonb3osartenei

yp,aneHmo noanexart noab3oBaTe/ 1N, yBOJIEHHbIE U3 OPraHU3aUUN.

YpaneHue nonb3oBaTend 3 Cuctembl BOSMOMKHO TOJIbKO MOC/e NepeHanpasieHna Apyrum
nosfb3oBaTenam Bcex 06beKTOB CUCTeMbl, BNAAENbLEM WAW YYAaCTHUKOM KOTOPbIX OH
asnsaetca cm. n. 4.2.4. NMonb3oBaTenb b6yAeT yaaseH TONbKO U3 OTKPbITbIX 33adad, T.e. U3
3aJa4, KOTopble He HaXO4ATCA B apXmBe.

Ons yganeHus nonb3osBaTens BblAE/INTE €ro B CMIUCKE COTPYAHWKOB, HAXKMUTE Ha MaHenu
ynpaBneHus KHonky =/ (Yganutb nonb3osatens) u BblbepuTe nonb3osBatenein ans
nepeHanpaBneHUs B OTKPbLIBLUEMCS OKHE.

MNpn ypaneHnn nosb3osaTtens 6y,u,yT yYOaneHbl BCE €ro JIn4Hble KaneHaapw, cobbiTvA B
KaneHaapAax, Tn4YHble KOHTaKTbI.

Ona yoaneHua nonb3osatens u3s Cuctembl HakmuTe KHOMKy COXpaHUTb, ANnA OTMEHbI
yAaneHus — KHonky OTMeHUTb.

3ameuaHua:

1. Mpu oTcyTCTBUM OOBEKTOB MO/b30BATENA MOXKHO yAanutb U3 Cuctembl 6e3
nepeHanpasaeHus.
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2. YpaneHve eaMHCTBEHHOro B CucTeme aaMUHUCTPATOpPA, ero nepemelleHne U3
KOPHEBOro noapasaeneHmnsa HeBO3MOMKHO.

3. YpaneHue cOTPYAHWKA, NMPUHMMABLLETO y4YacTMe B PACCMOTPEHUWN OOKYMEHTA Ha YiKe
NPOMAEHHbIX YPOBHAX MAapLUPYTHOM CXeMbl, He BAMAET Ha AaNbHelllee PacCMOTpeHMe
[OKYMeHTa.

4.3. Pabota c nceBgoOHUMaMK

LLE‘J'Ib CO34aHMNA NceBAOHMMaA NO021b30BaTeNA — AaTb AOCTYN K 3a4a4aM 3TOro No/sib3oBaTeNA B
OorpaHM4eHHOM AManasoHe.

Mepapxnueckas noAYMHEHHOCTbL NoJsb3oBaTenen B Cucteme nossonneT obecneyuunTb
BbILLECTOALLMM MOJIb30BATENAM CO CTaTyCOM «HAYa1bHUK» MOHbIA ZOCTYN K 3343a4aM CBOUX
NOAYMHEHHbIX NoapobHee cm n. 4.2.1. NpakTuKa akcnayaTauuu CUCTeMbl Ha NpeanpUATUAX
noKasa/ia HeobXoAMMOCTb CO34aHMA AOMNONHUTEIbHbIX CBA3EN MeXKAy N0/ib30BaTeNAMU He
CBA3aHHbIX MeXay coboli noapasaeneHuit. ATy 3aAadyy MOXKHO PELLUTb NyTeM HasHayeHusA
OOMNO/HUTENbHBIX MOJHOMOYMA, YTO NO3BONAET OpraHu3oBaTb B CUCTEME MaTPUYHYIO
CTPYKTYPY NOAYMHEHHOCTH.

Ecnu nonb3osamerns 8binosnHsem 3adadyu 8 pasHbix rnodpasdesneHusix npednpusimus,
KOHmMporepb! amux 3aday4 0omkHbl uMems 00CMyn MOJIbKO K mem 3adaqyaM, KOmopble
omHocsmcs K ux nodpasdeneHuro. Hanpumep, meHedxep o pekrname MOXem 6bIMoIHAMb
pabomy no npodswxeHuro Npodykyuu mpex nodpasdeneHull KOMnaHuu 8 paMmkax mpex 3adad.
Kormponepsi amux 3aday 00rpKkHbI UMemb MOJIHOMOYUST Ha MeHedXepa moribKO rnpu e2o pabome
Had 3adayveli noOpa3denieHus1 KOHmMposepa. Ymobbl obecredums Makyr 803MOXHOCMb 8
Cucmeme npedycmompeHo co3laHue rncesdoHUMO8 rorib3osameriel. [lcegadoHUM
omobpaxxaemcs 8 criucke ronb3oeamernel nodpasdeneHusi 8 hopmame: «ms

rnonb3o8amerns» (0na 3aday no «HassaHue nodpasdeneHus») (puc. 26).

TL «KAMWTAN:

N2 DAMKAKA, MMA, OTYECTED O omeHocTE
Benoea AHacTacka Pegopoeta (anA 3agay no T «KAMWTAN:) HauanbHKK opramMHeckor cmysd...
3 Macnoea AHHa CepreegHa HauanbHKK 0TAENE MAPKETHHIA ...

Puc. 26. OTobpakeHWe nceBAOHMMA B CMUCKE COTPYAHMKOB Nogpa3aeneHums
Monb3oBaTenn co cTaTycom «HayanbHUK»  MOrYyT CTaBUTb 3a4auyM  MCEeBAOHUMY
Nnonb3oBaTeNs, He Mesa JOCTyNna Ko BCEM ero 3aga4am.

[na co3gaHma nceBgoHMMa:
— BblbepuTe B CNMUCKe NOIb30BaTeNA, /18 KOTOPOro CO34aETe NCEBAOHUM,

— HaXXmuTe KHonKy Co3aaTb MNCEeBAOHMM Ha MaHe/AW YNpPaB/ieHUs  CMUCKOM
nonb3oBaTesien,
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— OTMeTbTe OJHO WAM HECKONbKO MoapasfeneHuid, B KoTopbix TpebyeTca co3gaTb
nceBAoOHMM MOJ1b30BaTeNA, B OTKPbIBLLEMCA OKHe (puc. 27).

Bribepnte nogpasgeneine =11k
F =z ""C{I'qucx ﬂ'
4 = Nopagpazgeneqna
4 5[ |rpynna komnanni « TPEAD»
4 5[ ]340 «KAMEPOH>
- B[] ®uHaHcoesi gupekTop
4 E‘,ﬂnpen‘rnp no Npoga:am
O[] 0Taen npoaa Ha BHYTPEHHEM PhiHKE
([ ]OTaen npopax Ha BHEWHEM PLIHKE
[ (] OToen MapKeTHHIa W NPOABMMEHHA
- B[ Irnaeuuil nHxeHep
O [Jtopuanueckan cnyxba
- B5[]3A0 «ANBKOP»
- B TL, «KANMWTAM»
- & INapTHEps
- B KnuenTu

CoxXpaHHT kb OTMEHHTE

Puc. 27. OkHo BbIbOpa noapasaeneHus Aaa ncesaoHMMa noJib3osaTens

[ns packpbITUA Bcex A0UYEPHUX NoApa3aeNeHUit poanTeIbCKoro, BbibepuTe ero B CrUCKe U
HaXXMUTe KHOMKY : (Pa3BepHyTb Bce). Haxkmute KHOMKy % (CBepHYTb BCe), YTOObI CKPbITb
[ouyepHue nogpasgeneHus.

Bo3moKeH NOMCK NoapasaeneHuns no HasBaHUIo MKW ero YacTu: Beeaute WabaoH noucka B
COOTBETCTBYIOLEE MONEe WM HamuTe KHOMKY S mnam Kknasuwy Enter. MNepexogute K
cnefyloulemy pesynbTaTy MOMCKa MNOBTOPHO HaxaB KHonky S uam Kknasuwy Enter.
MapameTpbl NOMCKa COPaAcbIBAOTCA MPM HaXKaTUM KHOMKK @,

[nA 3aBeplieHms onepaumm co3aaHnA NCEBAOHMMA HAXKMNUTE KHOMNKY COXpaHUTb.

MNceBgoHUM Noab3oBaTensa OTO6p33VITCF| B CMMCKe NoAb30BaTenel Toro nogpasageneHua, B
KOTOPOM OH CO34aH.

[N npocmoTpa CyLLecTBYHOLWMX NCeEBAOHMMOB MOAb30BaTENNA YKaKUTE ero MMsA B noJe
BBO/1a B BEPXHEM YaCTV OKHa M HaxmuTe KHonky A . OTo6pasutca cnncok nonb3osaTtenei, s
MMEHM KOTOpbIX BCTpedyaeTcA WabnoH NOMCKa, C YKasaHMEM MNPUHAANEXKHOCTU K
noApasgeneHunto, B TOM Yucne M K TeM NogpasfeneHusamM, B KOTOPbIX Y Mo/sib3oBaTens
CYLLEeCTBYIOT NceBAoHUMbI (puc. 28).
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0 @ () ii\ 7 Q' Hosakoe s ;I

MoTtue 3agaum [oKyMeHThl CerAzb Kanengape BubnuoTeka
(466/55/103) (56/3/10) (770}

MNonbsosaTenu

PECUMPEHHBIM NOWCK 3308494 JOKYMEHTHI

4 5 Mpynna komnanwii <TPEAl>  Haiigeno 3 cosnagennii "Hosakos”
- B AD «HAMEPOH=

MO DEAMANA, MMA, OTYECTBOD [omHoCTE Cratyc =
- 7 AD =ATTBKOP - .
Hoeakos Ceprell Bnagumuposuy {ana sagad no Byxrantepua) eHepaneHeii AMpeKTop .. Ha4ansHHK
- = T <K AMMTAMN: = .
. Hoearkoe Cepreli Bnagummposid (Ans 330a4 no BlogxeTHel...  [eHepankHelli AMPeKTop ... HadaneHWK
- = NapTHEPLI - .
1 Hoeakoe Ceprei BnagrmMupoemy MEeHepanbHLIA aMpekTop ... HadanbHuk
- (5 KnueHTel
+ || A - E + | = | Nepesectn | | CozpaTh NceBAoHMM | | 3aMecTUTEmM l\\l e

Puc. 28. OKHO NpoCMOTpa pe3ynbTaTOB MOMCKA

[na yaaneHus ncesaoHMMa BblAENUTE €ro B CMUCKE NO/b30BaTeNEN U HAXKMUTE KHOMKY
(YoanuTb nonb3oBatena) Ha naHenu ynpasneHua. YOaneHue nceBAOHUMMA aHaforM4yHo
yZAaneHuio nonb3osartens. NogpobHee 06 yaaneHun nonb3osateneli cm. n. 4.2.5.

MceBLOHMMbI NMOb30BATENIEN MOMKHO NEPEBOAUTb M3 OLHOrO MOAPA3LeNeHusa B ApYyroe.
MNepemelleHre NCeBLOHMMOB aHANOMMYHO MepeMeLleHnto nonb3osatesnei (nogpobHee
cm. n. 4.2.2). MNpu nepesoae nceBgoHMMa B Apyroe noapasfesieHue COOTBETCTBEHHO
N3MEeHMUTCA ero oTobpaxkeHune B CNUCKe NONb30BaTeNeN: PASOM C UMEHEM B CKOOKax byaeT
oTobpaKaTbcs Ha3BaHWe NoAPA3AENEHNA, B KOTOPOE NepeBeseH NCEBLOHUM.

4.4. 3arpy3Ka u Bbirpy3Ka nogpasgesieHuii u nonb3oBaTtenem

B Cucteme peanusoBaHbl 3arpy3ka M BbIrpy3Kka CTPYKTypbl MOAPA3LENeHuid U ChiuUcKa
nonb3oBaTtenei. IKCNOPT/MMNOPT noagpasgeneHvuii M Nonb3oBaTenei  Mo3BOAAT
aBTOMATM3MPOBaTb M YCKOPUTb  GOpPMMPOBaHME  OPraHU3aLMOHHOW  CTPYKTYpbI
npeanpuaTUA.

3arpy3Ka M BbIF'PY3Ka nop,pas,qeneHMﬁ ¥ nonb3oBaTenemn AOCTYNMHa TOJZ1IbKO NOJ/ib30BaTeNnAM C
npasom «A,D,MMHMCTpaTOp CUCTEMDbI».
4.4.1. Bbirpy3Kka nogpasgeneHuii u nonb3oBarteneii B paiin

[aHHble BbirpyKatoTca B8 ¢dann dpopmata XLS, KoTOpbIh MoKeT 6biTb B JanbHenwem
MMnopTupoBaH B Cuctemy. [1na BbIrpy3kn MHbOpMaLun o noapasaeneHnn BblaennTte ero B

E] ~
CMUCKE, HAXXMUTE KHOMKY (CoxpaHuTb B dalin) n yKarkute napameTpbl B OTKPbIBLLUEMCS
OKHe (puc. 29). [elicTBMe TaKKe [OCTYNHO B KOHTEKCTHOM MEHIO: LEe/IKHUTE MpaBoi
KNaBULLEN MblILLM HA Ha3BaHWUKM NoapasaeneHus u Bbibepute nyHKT CoxpaHutb B pain.
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CoxpaHnTb B diain *®

CoXpaHATE NOAHYID MHGOopMaumo o [V

NoApazaeneHAx:
CoXpaHATe NoNL30BaTene: i
YUMTLIEATE BNOMEHHbIE i
nogpazgaeneH1n:

CoXpaHHTE OTHEHUTE

Puc. 29. OKHO 3aaHMA NapaMeTPOB BbIrPY3KU NoApasaeneHnii u noab3oBaTenei

B oKHe 3a4aloT napameTpbl 3KcnopTa:

— CoxXpaHAmMb NO/HYIO UH@POPMAUUo o0 nodpasdesneHusx. Ecnn dnaxok BKAOYEeH B
dalin  BbirpyXaetca nosHas uHOOpMaums o noapasgeneHusx: CUCTeMHBbIN
naeHTUOUKaTop noapasgeneHusa, Mepapxua godepHux noapasgeneHuii, HassaHue
noapasaenieHus, YCnoBHbIM HOMep, 3HadyeHne c4ETUMKA, Jata obHyneHna cYETUMKA,
LWabnoH Hymepatopa. Ecnn dnarKok BbiKAoYeH B ¢dalal BbIrpyrKaeTca TOJIbKO
CucTeMHbI MaeHTUPUKATOP noapasgeneHus, Mepapxusa AovyepHUX noapasgeneHui
1 HasBaHuWe nogpasgeneHus.

— CoxpaHames nonb3zosamesel. Ecnu pnaxkok BKAOYEH, B Gaitn BbIrPyKaloTCAa AaHHblE O
nonb3oBatensax nogpasgeneHus. Ecnm ¢narkok BblkAouyeH, B daiin BbIrpy»KaeTca
MHPOPMALMA TONIbKO O NoApasaeneHun.

— Yyumeisame enoxeHHble nodpasdeneHus. Ecnu  dnaxkoK BKAwueH, B dain
BbIFpy)KaeTcA MHOOPMaUMA O BCEX [JOYEPHUX NoApasfeneHuax BblbpaHHOro
noapasgeneHua. Ecnun gpnaxok BbikAOUYEH, B dann Bbirpy»KaeTcs MHGoOpMaLMa TONbKO
0 BblAe/1IEHHOM NOAPA3AETEHNN.

Mocne yKasaHua Heo6XoAUMbIX NAapamMeTPOB HaxXmuTe KHOMKy CoxpaHuTb. B 3aBMcMmoOCTH
OT HacTpoek bpaysepa, Ha 3KpaHe OTobpasuTcAa 3anpoc Ha 3arpysky danna wunu dain
3arpysuTca aBTomaTtuyecku (puc. 30).
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A B C D E F G -
CucTemMHbIi uaeHTudUraTOp i i Vi i Homep [lata Wa6nou
nogpasaenenua (SYSTEM_DEPARTMENT HIERARCHY) |(SYSTEM_DEPARTMENT_NAME) |(SYSTEM_DEPARTM |(SYSTEM_DEPARTMENT
, |(SYSTEM_DEPARTMENT_ID) ENT_ADDNUMBER) | COUNTER) (SYSTEM_DEPARTME |(SYSTEM_DEPART
r

1 AO «KAMEPOH» 11 {counter}

=
=

1 11 DUHaHCOBbIA AMpeKTOp of,
2 1.1.1 Byxrantepua

3 1.1.2 BHOAKETHDIN OTAEN

4 1.1.3 M713H0BO-3KOHOMHUUECKHMIA OTAEN
1.2 AMPEXTOP Mo Npoaakam

1.2.1 O1aen npogax Ha BHYTPEHHEM PbiHKE
9 (23 1.2.2 OTeN MaPKETHHIA M PORBIKEHNA

10 22 1.2.3 O77en Npopa Ha BHEWHEM pbIHKE
1 2a 1.3 TNaBHbIil MHKEHED

12 (25 1.3.1 OTAEN TEXHHUECKOA NOAAE KKK
13 '26 1.3.2 01480 JOKYMEHTHPOBaHHA
1427 1.3.3 O14eN NPoeKTMPOBaHKMA

15 28 134 O1gen TecTMpoBaHKA

16 23 135 Otgen paspaboTkm

1786 14 O1en BHEApEHUA 997 0 997

18[3s 1.5 Kpuanueckan cnyxba -

Export ® 4 3

Puc. 30. Pe3ynbTat BbIrpy3ku MHGOPMaLMK O NOAPA3LAENEHUAX U MONb30BATENAX

3ameuaHue: Mpu 3sKcnopTe nogpasgeneHna B  ¢Gain  6yayT BbIrpy)KeHbl TONbKO
No/sb30BaTen, Ha KOTOPbIX Y N0/1b30BaTE/A €CTb NOIHOMOUMSA «[oNHbIE NpaBay.

MepBada cTpoka ¢aiina cogepKUT Ha3BaHUA U NAEHTUPUKATOPLI NOAEN, NO KOTOPbIM MAET
aBTOMaTMYECKOE COMOCTaB/IEHNE NPU 3arpy3Ke gaHHbIX B Cuctemy.

4.4.2. 3arpy3Ka nogpasgeneHuii u nonb3osartenen us daina

CTpyKTypy nogpasaeneHuin U CNMcKM Nonb3oBaTesielt 3arpyatot us damna popmarta XLS.
dainn MOXKHO €O34aTb BPYYHYIO WAM BbIrPpy3uTb U3 CUCTEMbI. Bbirpy»KeHHbild dann byaet
COAEpPKaTb CTPYKTYPY U AaHHbIE, KOTOPble MOXHO MCNONb30BaTb Kak OCHOBY /1A 3arpy3ku
HOBbIX 3HAYEHUN.

3ameuaHue: [l KOPPEKTHOM 3arpys3ku nosyvyeHHoro daina B Cuctemy notpebyetcs
npeaBapuUTeNibHO OYUCTUTL CTONBOUDbI: CUCTEMHBIM WMAEHTUOUKATOP noApasgeeHus u
CuctemHbIi  naeHTMOUKATOp nonb3oBatenss. CTPOKM C  YKasaHHbIMM  CUCTEMHbIMM
naeHTUOUKaTopamm OyayT nponyweHbl nNpu umnopte danna. B oTyéte o 3arpyske
oTobpasuTca cobbiTe «MNponyuweHo. MNogpasgeneHue (Monb3oBaTtenb) cywecrTsyeT. YKasaH
CUCTEMHBIN MAEHTUDMKATOP.», CTPOKa ByaeT oTMeYeHa CepbiM LBETOM.

[ns 3arpy3ku daiina ¢ nHbopmaumein o CTPyKType nogpasaeneHuin Unmn nonb3oBaTensax B

Cuctemy BblaenuTe nogpasaesieHne B CMUCKE U HaXKMUTE KHOMKY E [OelicTBre Takxke
AOCTYNMHO B KOHTEKCTHOM MEHHO: LUEe/NIKHUTE MPaBOM KNasBuWelM MbIlM Ha HasBaHWUU
nogpasaeneHva u BolbepuTe NyHKT 3arpy3utb u3 ¢aina. [aHHble OyayT 3arpy»KaTbcs B
BblOpaHHOE NogpasaeieHune.

®ann gna 3arpyskn BbIOMpaAlOT B CTaHAAPTHOM AManoroBom oKHe. Mocne Bbibopa daina
OTKPOETCA OKHO, B KOTOPOM 33Jal0T COOTBETCTBME MENKAY KONOHKaMK 3arpy»Kaemo
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Tabauupl M JaHHbIMK noapasgeneHuii/nonb3osateneit (puc. 31). Ons sbibopa Apyroro
BXOAHOrO daiia HaxkmuTe KHOMKy Bbibpatb daiin.

B none 3HaueHue oTobpaKaloTca 3HaYeHUA Nosel 3arpyskaemoro daina (No ymonyaHuio —

AYeeK BTOPOM CTPOKW). [lnAa mepexoda K APYroi CTPOKE MCMONb3yMTE KHOMKU (¥ uUau
BBEAUTE ee HoMep B none CTpoKa. Mpu M3meHeHMM 3HaYeHNA nonsa CTpoKa aBTOMaTUYeCKU
MeHSAeTCA HOMep CTPOKM, C KOTOPOI HaYyHEeTCA 3arpy3Ka AaHHbIX B CMPABOYHMK.

3arpysuTb us dainna ®
N2 3HadeHme MonA
9 NoruH ~
10 MNaponb
11  CoTpYAHUK Crartyc
12 complete Mpasa Ha moaynm
13 0 CMEHWTE Napone NPM CNeAYIOWEM BXoaS
14 KoHCTaHTHMHOBa PamMnA
15 Enexa AmA
16 HukonaesHa OTyecTsn
17 [aTa poKaeHua W
BribpaTe dain | Crpoka: |4 : c | 2 : no: B : 3arpysnTs

Puc.31. 3agaHne cooTBETCTBUA MeXxay Noasamun daina n nogpasaesieHunin/nonb3osarenemn

BO3MO»KHO 334aTb MHTEPBAJ 3arpyKaeMbixX 3anmcei (HanpumMep, NPonNyCcTUTL CTPOKY 3arorioBka
1 Ha4yaTb 3arpy3Ky CO BTOpOW CTPoku). MHTepBan 3arpy»KaembixX 3anunceii 3a4atoT B NOAAX € NO.

[na Hayana 3arpysky 3anucen HakmmMTe KHOMKy 3arpysutb. Mo 3aBeplueHUn 3arpys3ku Ha
3KpaHe oTobpasnTca OKHO ¢ MHPOpMaLmMen o pesynbTaTe (puc. 32).

Hudropmaumna *®

3arpysKa 33eepleHa
BRIrDY3MTE 0T4YeT B Excel

OK

Puc.32. CoobuieHune c MHpopmaumet o pesyabraTte 3arpysku

Ons npocmoTpa MHOPMaLMM O 3arpyske HaXKMUTe Ha Ccbliky Bbirpyautb oTuér B Excel. B
pesynbTate dopmupyetca dann ¢ uHbopmaumeirt o 3arpyske nogpasgeneHuin u
nosb3oBatenel (puc. 33). daiin oTYETa coae PHRUT TPU AONONHUTENbHbBIX KONOHKMU:

— UcxopHblii HOMEP CTPOKU — HOMEP CTPOKU B UCXOAHOM daitne.

— Pe3synbTaT 3arpy3ku nogpasgeneHus — MHpopmaLma o ctatyce 06paboTKM CTPOKKN ans
noapasaeneHunn. MoxeT coaepKaTb OLINMBKM 1 NpeaynpexRaeHua.
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— Pe3ynbtar 3arpy3ku nonb3osatens — MHopmaLma o ctatyce 0bpaboTku CTpoKK ans
nosib3oBatesia. MoXKeT cogepKaTb OWMOKM M npeaynpexaeHus. He otobparkaetcs,
€C/IN  He YKa3aHO COOTBETCTBME A1 KO/NOHKM ®Pamuama (B TaKom caydvae
nonb3oBaTenb He byaeT obpaboTaH).

Ecnu B CucTemy 3arpy:Kanncb Nosib3oBatenu (YKasaHo COOTBeTCTBME Ans nona ®amunusa), B
OTYET aBTOMATMYECKM [,06aBNAIOTCA KONOHKM JloruH 1 Maponb. ByayT v B HUX yKasaHbl
3HayeHMA, 3aBUCUT OT pes3ysbTata 06paboTKM. [NA HEKOTOPbIX AaHHbLIX YKa3blBalOTCA
3HAYEHMSA MO YMOJIYaHUIO.

A B C D -
Moo gHbIH | PEsyneTar 3arpyssK nogpasneneHma PesyneTaT 3arpysKH NonL30BaTens CHcTEMHEI
HomMep H
CTPOHM HaEHTH K
1 L HaTOp
MponyuweHo. Nogpazgeneque cywecteyeT. (MponyuweHo. MonbaoeaTeNb CylecTeyeT.
22 YKa3aH CMCTEMHBIA WOEHTHGWKATOP. YKa3zaH CMCTEMHBIA WOEHTUGMKATOP. 31
r MponyweHo. NModpasgeneqHne cylWecTeyeT.
3|3 YHa3aH CUCTEMHBIA MOEHTUGMHATOP. YecnewHo obpaboTaHo. 32
aa NponyweHo. NMogpasjeneHue yxe YenewHo obpabotaHo. 32
’ MponyuweHo. NogpazgeneHue cylecTeyeT.
5 |5 YKa3aH CMCTEMHBIA WOEHTHGMKATOP. YenewHo obpabotaHo. 33
r MponyweHo. NModpasgeneqHne cylWecTeyeT.
6 |6 YHa3aH CUCTEMHBIA MOEHTUGMHATOP. YecnewHo obpaboTaHo. 34
7 -
ImportReport *® 1 3

Puc.33. OTYéT 0 pe3ynbTaTax 3arpy3ku nogpasaeneHnin U noab3oBaTeen
CTpOKM OTYETa NOACBEUYMBAOTCA B 3aBUCMMOCTM OT CTaTyca UX 06paboTku:
— OwubKa —KpacHbIn ¢OoH;
— [MponyuweHo —cepblit GOH;
— YenewHo 06pabomaHo —cBeTn0-3eneHblin GpoH.

CraTycbl nepeuncneHol B nopagKke ybbiBaHWAa npuopuTeta. CTaTycbl Mo/sib3oBaTenel

npuopmteTHee Ctatycos nop,pasp,eneHMﬁ.
4.4.3. MpaBuna 3arpy3Kun nogpasaeneHuni

Ona noapasgeneHuii BO3MOXKHa 3arpy3Ka nonem:
— Uepapxus nogpasgeneHuii;
— HassaHue nogpasgeneHus;
— YcnoBHbIN HOMep;

— 3HauyeHue CYETUUKA;
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— DaTta 06HyNeHUA CYUETUMK];
— LWlabnoH Hymeparopa.
MoapasaeneHune byaeT nponyLeHo Npw 3arpysKke (He 3arpysuTtca) B cyYanx eciu:

— yKasaH uaeHTMOMKaTOp nogpasgdeneHusa (none CucTemHbld uaeHTUGUKATOP
noapasgeneHus) cm.n. 4.4.3;

— He yKasaHa nepapxus (none Nepapxus noapasgeneHuin);
— ANA NoapasaeieHNa He HaMAEeH NyTb B UEPAPXMM OT KOPHS;

— noApaszenieHue C yKasaHHbIM MAeHTUGUKATOPOM He CyLLecTBYeT; B TAKOM C/y4yae Ha
HeM NpepBeTCcs 3arpy3Ka nepapxum.

Nepapxua — 3To KoY, MO KOTOPOMY MAEHTUOULMPYIOTCA NoApasgeieHms npu 3arpyske.
Mone Uepapxua o0b6A3aTenbHO ANA 3aM0AHEHUA, 3HAaYEHUA OOJIKHbI BbITb YHUKANbHBIMU.
CTPOKM C OAMHAKOBbLIMMU 3HAYEHMSAMW CUUTAIOTCA OAHUM U TEM Xe nogpasgeneHuem. Mpu
COBMafieHMM 3HAYEHUA WUCMOMb3YIOTCA AaHHble M3 NEepBON CTPOKW; MpMopuUTET OTAAETCA
CTPOKaM, B KOTOPbIX YKa3aH naeHTUdMKaTop noapasgeneHus.

B daiine nonkHo 6biTb KOpHEBOE NOAPaA3AeNeHNEe, TO CTb NoApasaeeHne ¢ uepapxmen =
1. Hymepaumsa uepapxuu [OMKHA BECTUCb CTPOro nocnefoBaTefibHO, MPOMYyCK uMobp
HeAonyCTUM.

PepaktnupoBaHue wnepapxum nop,pa3,u,eneHm71 Nnpn 3arpy3ke HEBO3MOXHO, ecnn AanAa
cywecrsywowero nogpasgeneHna  yKasaHo Aapyroe mMeCcto B UMepPapXmn, OHO He
nepemelaeTca.

YT0bbI CKOMMPOBATb NoApasgeieHma U3 O4HOro OTAENA B APYroi, COXpaHUTe mx B ¢ana u
3arpysute B HyXHOe nogpasgeneHue, ybpaB cooTBeTcTBMEe anAa nond CUCTeMHbIN
UaeHTUPUKaTop NogpaspesieHus.

4.4.4. NpaBuna 3arpy3Ku nosib3osarenei

[nsa nonb3oBatenell BO3MOXKHA 3arpysKa:

— 16 cucTemHbIX nonein agpecHon KHurn: Pamwumnua, Uma, OtyecrtBo, Mon, [farta
poxkaeHusa, OomxkHocTb, CTpaHa, MoutoBbiii Kog, O6nactb, HacenéHHbIM NyHKT,
Appec, Pabounii TenedpoH, AomawHuii TenedoH, CortoBblii TenedoH, Email,
KomnaHus.

— JloruH (Uma nonb3oBatena). Ecnv He ykasaH, aBTomaTMyeckun cosgaértcsa us ®M0 no
wabnony «PammnanaO». JlIornH nonb3oBaTena AoAKeH ObiTb YHUKaANbHbIM.

— Maponb. MoXXHO 334aTb NaPOAb UKW OCTABUTb MOAE NYCTbIM. Mapo/ib N0 YMONYAHUIO —
123. Mpu co3aaHMM NONb30BATENA YUMTbIBAETCA NOAUTMKA 6e30nacHOCTU Maposen.
Ecav maponb He COOTBETCTBYeT MOJIMTUKEe He30nacHOCTU, nosb3oBaTenb He 6yaeT
CO3/4aH.
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— Craryc: CoTpyAaHuK, HayanbHuK nnu enonpounssoamtens.

— Mpasa Ha moaynu: Workflow, Docflow nnn Complete.

— CmeHUTb Naposib NpuU cheaytowem Bxoge —3HadeHune Ja nan Hem.
Monb3oBaTenb He ByaeT 3arpy*KeH ecnu:

— yKasaH wugeHTUdMKatop nonb3osatens (none CUCTEMHbI UAeHTUDUKATOP
nonb3osatensa) cMm.n. 4.4.3;

— Heé YKa3aHa d)aMMﬂMFI nonb3osatena. Ecam He 3a4aHO COOTBeTCTBME AON1A MNOoNA
¢aMMI'IMF|, He 3arpysmnTtca HW OANH NON1b30BaTE /b,

— B pe3ynbTate 06paboTKM AN MONb30BaTeNAa He onpefesieHo CylecTBylolee B
Cucreme nogpasgeneHue.

Cnu1CKKM 3HAYEHMI M 3HAYEHMA NO YMOIYAHMUIO:
— Non. 3HaueHuA: MyKckol, eHckuid. Mo ymonyaHuo — My»KcKoi.

— MNpaBa Ha mopgynu. 3HaueHua: workflow, docflow, complete. Mo ymonuyaHuio —
complete.

— CmeHuUTb Naposb Npu cnegytowem sxoge. 3HadeHua: 1, 0. No ymonyanmio — 1.

— Craryc. 3HadyeHua: 0 (BapuaHTbl: cOTpyaHUK, employee), 1 (BapMaHTbl: HaYaNbHUK,
manager, boss), 2 (BapuaHTbI: genonpounssogutens, clerk). Mo ymonyanuio — 0.

Mpn JOCTUNKEHUN NTMMUTA NONb30BaTENEN B INLEH3UM (Npy paboTe C UMEeHHOM NnueH3nel)
UX 3arpy3Ka NnpeKpawaeTcs; B OTYET A06aBAAIOTCA COOTBETCTBYOWME COOOLWEHUS.
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5. HasHauyeHne NONHOMOUMIA NONb30BaTENAM

lMonHomo4ua —3T0 COBOKYNHOCTb NpaB No/21b30BaTe/ 1A Ha NPOCMOTP 3a4a4 U ,u,06aBneHme B
3a4a4n  Apyrunx nonb3zosatenein Cucrtembl. [onHOMOUYMS NO/Sb30BaTENb nony4vyaeTtr no
YMO4aHUIO, NpU perncrpavmn s Cucreme. JononHutenbHble NOAHOMOYMUA MOryT 6bITb
Ha3Ha4YeHbl N0/21b30BaTENIO B Npouecce pa6OTbI.

CucmemHbie NOAHOMOYUA — TMOJIHOMOYMA Ha APYrMX MNOSb30BaTENEN MO YMOJAYAHUIO,
Ha3Ha4YeHbl KaXgoOMy MOJ/ib30BaTe/l0 aBTOMAaTMYECKM B COOTBETCTBMM C €ro CTaTycom W
MECTOMOJIOKEHMEM B IePEBE NOAPA3AENEHWNIA:

— Monb3oBaTeb Co CTaTycoM « COTPYAHUK» MMEEeT NOJIHOMOYMA TONLKO Ha cebs.

— MNonb3oBaTenb CO CTaTyCOM «HayasbHUK» MMeeT: NOAHOMOYMA [1os1HbIe NPAsa Ha
nosib3oBaTesiei CBOEro U NOAYMHEHHbIX NOAPA3LENEHUIN; NOTHOMOUNA TO/1bKO C80U
300a4u Ha nonb3oBaTenen co cratycom «HayanbHUMK» M «[enonpousBoauTeiby»
noapasaeIeHNn 0gHOMo YPOBHA.

— MNonb3oBartenb co cTaTycom «[lenonponssoamtenb» MmeeT NOTHOMOYNA TObKO c80U
300a4u Ha: BCEX MOJb30BaTesiel CBOET0 W MNOAYMHEHHbLIX MoApasaeneHunit;
nosib3oBatenemn co CTaTycom «HayanbHUK» 7] «[enonpoussogmtenp»
noapasaeeHnit 0AHOro YPOBHA.

JononasumensHblie MoAHOMOYUSI — MOSIHOMOYWA, HA3HAYEHHblE MO/b30BATENO /1S
BbINONIHEHWA  OMpefenéHHbIX 3agad4 B NyHKTe  MeHlo  UHCTpymeHTbl  —
ApMUHUCTPUPOBaHNE — HasHaueHMe NONHOMOUMIA.

— B nyHKTe meHO MWHcTpymeHTbl — ApgmuHucTpuposaHue —  HasHadeHue
NOJIHOMOYMIA BO3MOMKHA BblAa4a AOMNOJAHUTENbHbBIX MONHOMOYMIA U BOCCTAHOB/IEHUNE
CUCTEMHbIX MOJIHOMOYMIA (NOTHOMOYMIA MO YyMOANYaHUIO) - cm. n. MNepegaya npas U
O0MNONHUTENbHbIX NOTHOMOYMIA.

— B rpynne «MofHOMOYMA Ha rpynnbl MNosb3oBaTenei» NyHKTOB meHio [paBa
nonb3osateneit (MHCTpymeHTbl = AaMuUHUCTPUpoBaHue -» Mpaea nonb3osarteneid) 1
fpynnbli npaB (MHcTpymeHTbl - AgMuHUCTpupoBaHMe => [pynnbl npas).
Monb3oBaTenb, UMEIOLMIA NPABO Ha rpynny, aBTOMaTMYeCKM Noay4YaeT noAHOMoYnA
Ha eé y4yacTHMKOB (MNOJIHOMOUMA HA YYAaCTHMKOB HacTPanBakOTCA NPU CO34aHUM TPYNMbl
nonb3oBatenei).

— B nyHKTax meHi0 UHCTpymeHTbl — AAMMHUCTPUpPOBaHMe —-» [pynnbl npasB WIu
NHcTpymeHTbl — AgmuHUcTpupoBaHue -» MpaBa nonb3osateneit (cm. n. Mpynnbl
NpaB) MOXHO Ha3HaYMTb NOJTHOMOYMSA Ha BCEX NONb30BATENEN CUCTEMDI.

B Cucteme noaHOMOYUA OAHUX NON b3oBaTenei Ha APYTrnuxX MmoryT 6bITb cnegyrowmnx TMnoB:

— Hem npas —nonb3osaTtenb A He UMeeT AOCTYMa K 3aga4am noab3osaTens b;
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— TosbKo ceou 3a0a4yu — MOAb30BaTeNb A MMeeT AOCTYN TONbKO K TeM 3afayam
nonb3osaTens b, B KOTOPbIX Cam y4acTByerT;

— [losiHble npasa —nonb3oBaTesib A UMeeT AOCTYN KO BCeM 3a4a4am nonb3osatena b.

Bce HasHayeHHble NO/b30BaTeNAM  AOMNOJHUTENbHbIE  MOJIHOMOYMS, CUCTEMHbIE
NO/IHOMOYMS NOJib30BaTeNEN, onpedensaemMble CTaTyCOM, MOXHO OTCAeAWUTb C NMOMOLLbIO
oT4yéTa «[loNHOMOUYMA NONb30BaATENAY.

q)yHKLI,MM Cucremol, Ha KOTOpPbIe BAUAKT NONTHOMOYUA:

— CnMcoK AOCTYyMHbIX MoAb3oBaTesneilt Npu BblGOpe Yy4YacTHUMKOB 3afayu. B nonsax
AsTopbl, KOHTponepbl, OTBETCTBEHHbIE pyKOoBOAUTENU U UcnonHuTenu gna Boibopa
[AOCTYNHbI NO/Mb30BaTENIN, HA KOTOPbIX MMEITCA NOAHOMOUYUA TOs16KO c8OU 3a0ayu
nnu lMonHsie npasa. B nonsax Astopbl n KOHTponepbl 40N0AHUTENBHO OTOBparKatoTca
Nonb30BaTeM, KOTOPble MMEHT NOIHOMOUUA [os1HbIe Npasa n ToabKO ceou 3a0ayu
Ha nosib3oBaTens.

— Mpu n3meHeHUN coctasa M0G0 rpynnbl y4aCTHUKOB MONb30BaTENb MONKET YAaNUTb
TONbKO TEX, Ha KOTOPbIX OH MMeeT MONHOMOUMNA To/16KO c80U 3a0a4u UK [losHbIe
npaea.

— JocTynHocTb 3aga4 ana npocmoTpa. Mosb3oBaTento AOCTYMHbI 334a4M: B KOTOPbIX OH
CaM fABNAETCA YYaCTHMKOM; eCin XoTA 6bl Ha OAHOrO U3 €€ YYACTHMKOB MMEOTCA
noaHomouus losHele npasa.

— JloCTyNHOCTb AOKYMEHTOB 4/1a NPOCcMOTpPa. MNosib3oBaTeNto AOCTYMHbI AOKYMEHTbI: B
KOTOpPbIX OH CaM AB/ASETCA aBTOPOM AOKYMEHTa AWM y4acTHUKOM Ntobon 13 3agad no
OOKYMEHTY; eCin XoTA 6bl Ha 0AHOTO M3 YYacTHUKOB 334a4M UKW aBTOpa OOKYMEHTA
MMeoTCA NOAHOMOUMA [Tos1HbIE NPasa.

— JlocTynHoCTb onepaumin ¢ cobbituamn. MNMpocMoTp M pedakTUpoBaHME MapameTpoB
cobbITMA [OCTYNHbI MO/Ib30BaTENAM, MMEIOLWMM MOJIHOMOYUA [lo/1HbIE NPABA Ha
aBTOpa CcobbITHA.

— MpocmoTp cobbiTuiA obueaocTynHoro KaneHgapa. MpocmatpmBatb cobbiTUA MOryT
no/sib3oBaTeNun, UMetoLwme NoNHOMOUNA [1o1HbIe Npasd Ha BAaAaenbLa KaneHaaps.

Mpumepsbl:

1. Ecnm y nonb3oBaTeNa ecTb CUCTEMHbIE MM AOMOJHUTEIbHbIE MOAHOMOYUA [TosIHbIe
npasa, Tonbko ceou 300a4yu WAW Hem npas Ha OTAENbHbIX MOAb30BaTeNEeN, TO Npwu
Ha3HaYeHUW npasa [loHOMOYUA HA 8cex nosb3osamesell, OH ByaeT UMeTb AOCTYN KO
BCEM 33Ja4aM M LOKYMEeHTaM (Kpome CeKpeTHbIX 33434 M AOKYMEHTOB C OrpaHMYEHHbIM
YPOBHEM A0CTYNa) BCeX NO/1b30BaTe/1e CUCTEMDI.
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2. Ecamn Npn Ha3Ha4YeHWN npasa llonHomo4uAa Ha scex nOﬂb306Gm€ﬂ€l:l, TONbKO B CBOUX
3a4a4ax, eCc/in y nonb3oBartenia €CTb CUCTEMHbIE UKW OONONHUTE/IbHbIE MONTHOMOYUA Ha
OTAENIbHbIX NON b3oBaTenem:

— [TonHble npasa - oH 6yaeT UMeTb ZOCTYN K 33a4a4am, B KOTOPbIX CaM y4acTBYeT BCEX
nosfb3oBaTesiell U BCEM 33a4aM NOAb30BaTesIel, Ha KOTOPbIX €CTb NOJTHOMOYMA
MonHble npaga.

— Tos1bKO c80U 3a0a4u, Hem npas - oH ByAeT MMeTb AOCTYN K 3a4a4am, B KOTOPbIX Cam
y4acTByeT BCeX No/sb30BaTene.

B Tabnnue 3 npuBeaeHbl BapUaHTbl Pe3yIbTUPYHIOLMX NOJHOMOYNIA MPU HasHAYEHUN
pas/InYHbIMKM cocobamm.

Tabnauua 3. MoNHOMOUMA U aAMUHUCTPATUBHbIE NPaBa NO/1b30BaTe A

MosIHOMOYMA Ha MonHble NpaBa Ha BCex NoAb30BaTeNen

BCeX

nosab3oBaTenen

NosIHOMOYMSA Ha TonbKO CBOM 3a4a4M Ha BCex MNonHble npaBa Ha
BCeX nonb3oBaTeneu BblOpPaHHbIX
nosib3oBaTesiei, nosb3oBaTenien
TO/IbKO B CBOMX

3apa4ax

5.1. UameHeHMe NoNIHOMOUMIA NoNIb30BaTeNe N

MonHOMOYMA HOBOIO Nosb3oBaTena CUCTEMbI HA APYrUX NoJib3oBaTeNel onpeaeneHbl ero
CTaTyCOM W MECTOMONOXEHUEM B AepeBe noapasae/ieHnin (nogpobHee o co3gaHMM
nonb3oBatena cm. n. 4.2.1). BO3MOMKHO HasHauyeHMe MO0/b30BaTEN0 AOMOJHUTENbHbIX
nonHomounn. MopgpobHee cm. n. «M3mMeHeHMe MOJHOMOYMIA  NOSb30BATENENN
«PyKoBOACTBa NoNb30BaTeNA».

5.2. BoccTaHOBNEHUE CUCTEMHbIX NOJIHOMOYMIA NoNb3oBaTene

CUCTEMHBIMM  NMOTHOMOYMSAMM MONb30BATENSA HA3bIBAOT MOJIHOMOYMA MO YMOJIYAHUIO
(onpepeneHbl €ro cTaTycoM U MECTOMOJIOKEHUEM B e PEBE NOAPA3AENEHNN).
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BO3MOXHO BOCCTQHOB/IEHWE CUCTEMHbIX MOJAHOMOYMIA. [lonb3oBaTeneli BblbMpaoT B
aepese nogpasgeneHuin. MoapobHee cm. n. «PaboTa co cnuckom nosib3oBaTesien»
«PyKoBOACTBa NoNb30BaTENAN.

Mocne Bbl6opa BCeX MNO/b30BaTE/NEl HaXMWUTE KHOMKY BOCCTaHOBUTL CUCTEMHbIe
nonHomouus. Mpu 3TOM OTKPOETCA OKHO BOCCTAHOBNEHWUA CUCTEMHBIX MOJIHOMOYMI (pucC.
34).

BuiGpaHHbEIe NONE3I0EATENM

DEAMUIKMA, MMA, OTHECTED Moapasaeneqwe Craryc

NxanA TaTteAHa Cepreeeda Byxrantepus HauansHuk
Hoeakoe Ceprei BnaguHMupoeny SA0 4(AMEFOH: HauaneHuk
Cropopckan Onera CTaHWMCN3B0BHE SA0 4lAMERPOH= [EnonponsBEoanTENE

BoccTaHoBHTb

/| MonHoMounA eelBpaHHLEIX NONES0EaTENER V| M2MeHeHHbIe CMCTEMHBIE NOAHOMOYKA

/] NonHoMoums HA BuIBPaHHL NONLS0BaTENEN [] NononHuTenEHLIE NOAHOMOUNA

WzMEHEHHWA NONHOMOUYWIA NoNE30BaTENed

Bnagenew, MOAHOMOUMI MonezoBaTens TEKYLIJ,ME MoONHOMOYKMA HoBeie nonHomouna

Hoeakoe Ceprefl BnagiMMpoB4 Nuxan TaTeAHa CepreeeHa MonHele NpaBa [ JononHUTeNEHoES ...  [MoNHBIE Mpaga [ CUCTEMHDE ... ™

Cropoackan Onera CtaHnonasosHa  JluxaA TaTeAHa CepreeeHa Tonkko ceol 2agaqm [ dononHuTe...  TonbKo cBoM 3aaaqM | CuoTe...

Hosakoe Ceprei BnaguMmposy Knwoyeecknid Mapar @Egopoery  MonHele Npasa [ DononHuTensHoe. .. MonHble npasa [ CUCTEMHDE ..

Hogakoe Ceprei Bnagummposiy
Hosaroe Cepre Bnagummposid

Hosatoe Cepref Bnagummposid

Crporaa Hatanea CepreeeHa
MapewHa EneHa CepreeeHa
BenkwH AHTOH AHTOHOBMY

MonHele Npasa [ JonomHUTENBHOE ..
MonHele npasa [ JonomHUTENBHOE ..

MonHele Npasa [ JonomHUTENBHOE ..

MonHele npasa | CHCTEMHDE ..
MonHble npasa | CHCTeMHDE ..

MonHble npasa [ CucTemHoe .. %

BoccTaHoBuTE OTHEHUTE

Puc. 34. OKHO BOCCTaHOB/IEHMA CUCTEMHbIX MOJTHOMOYMMN

B BepxHel 4acTM oTobOpaxaeTca CNUCOK BblIOPaHHbIX MO/Ab30BaTeNiEN C YKasaHUEM
noapasgeneHnin u ponei. B rpynne noneli BoOcCTaHOBUTb BK/IOYMTE Heobxogumbie
dnaxku:

— MonHomo4ua 8bl6PAHHbLIX nosab3osamesnell — NpW  ycTaHOBKe naxka 6yayT
BOCCTaHOB/IEHbl CUCTEMHbIE MOJHOMOUYMA BblIBPAHHbLIX MO/Nb30BaTE/NIEN Ha APYIUX
nosb3oBaTesiet CUcteMbl;

— MonHomoyus HA 8bibpaHHbIX nonbzosamernell — Npu ycTaHOBKe naxKka 6yayt
BOCCTAHOB/IEHbl CUCTEMHbIE MOJIHOMOYMA OPYrMX Mnonb3oBateneit Cuctembl Ha
BblOpaHHbIX NONb30BaTeNE;

— VI3meHéEHHbIE cucmemHble NOAHOMOYUA — npwn yCtaHOBKe d)namKa 6yAYT C6pOUJeHbI K
CUCTEMHbBbIM  OONOJTHUTEIbHbIE NONTHOMOYMUA, nepekKpbiBawoLme CUCTEMHDbIE
NONHOMOYMNA NONb30BaTeNA (VIMGBLLIMECH Yy Hero no ymoAa4vaHu, wucxoaa wus
NPUCBOEHHOTIO CTaTyCa N MeCTONOJ10XKeHUA B Aepese nop,pasp,eneHMﬁ);
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— AononHumeneHele NOAHOMOYUA — NPWU YyCTaHOBKe ¢naxka OyayT copoleHbl K
CUCTEMHbIM  [OMNOJIHUTE/IbHbIE MOJIHOMOYMSA, He MNepeKPbIBAOWME CUCTEMHbIE
No/sIHOMOYMA Nob3oBaTe A (Hanpumep, nosHomoune «losHble npasa», BblAAaHHOE
OAHOMY COTPYAHWKY Ha Apyroro B MNyHKTe MeHio  UMHCTpymMeHTbl =
AJMUHUCTPUPOBaHUE -> HazHaueHMe NOSTHOMOUUNA).

[nsa npeaBapuTeNbHOrO NPOCMOTPA pe3ynbTaTa BOCCTaHOBAEHUA NOAHOMOUYNIN B HUMKHEN
YacTM OKHa oTobpaxaeTca Tabnvua WM3mMeHeHMA NOAHOMOYMA MOJb30BaTesNeN,
cofepiKalian ctonbubl:

— Bnapeney, NOJIHOMOYMIA — NONb30BaTeN b, KOTOPOMY HasHa4€Hbl MO/THOMOYUA;
— Monb3oBarenb —No0/Ab30BaTE b, HA KOTOPOIro HasHa4yeHbl MOJTHOMOYUA;
— TeKywme noHOMOUUA — NOJTHOMOUMS, ,D,el\;ICTBMTEH bHblE B lCl,aHHbIl\;‘I MOMEHT,

— HoBble nonHOMOYMA — NONTHOMOYMA, KOTOpPbIE 6y,c|,yT Ha3Ha4eHbl NO/Ib30BaATENAM B
chy4dyae BOCCTaHOBNEHMUA.

Cozepxnmoe Tabanubl MEHAETCA B 3aBUCMMOCTU OT TOTO, Kakne ¢GiaxKu yCTaHOB/IEHbI B
rpynne nonei BocctaHOBUTb.

[Ns BOCCTAHOB/IEHMA YKa3aHHbIX B TabauMLE NOSTHOMOYNIM HAaXKMUTE KHOMKY BOCCTaHOBUTD,
ANA Bo3BpaTa B MYHKT MeH0 HasHaueHue nosnHOMOYMA 6e3 U3MEHEHUN — KHOMKY
OTMmeHUTD.
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6. Npynnbl npas

MyHKT meHto Fpynnbl NpaB No3BOAAET CO34aBaTb rPyNMbl C NpegonpeaenéHHbIM Habopom
npaBs U BKAOYATb B HUX NOAb30BaTe e, [IyHKT MeHI0 AOCTyNeH No/b30BaTeNsAM, UME LM
X0TA 6bl 0AHO M3 Npas.:

— AOAMUHUCTPATOP CUCTEMBI,
— AZMWHUCTPATOP cMCTeMbI 6e30MacHOCTY,
— AamuHuctpatop 6ubnmoTtekwu,
— AOMUHUCTPATOP AOKYMeHToobopoTa.
MNMoapobHee o NpaBax agMUHUCTPUPOBAHMA CM. pasgen 6.2.3.

6.1. PaboTa co cnuckom rpynn npas

B nyHKTe meHIo Mpynnbl npaB oTobparkaeTcA CNMCOK AOCTYMNHbIX NO/b30BaTeNt0 rPpynn npas
(puc. 35).

Ipynne npae

HassaHwe -~ ABTOD

4 5 Bce Nonez0E3aTENM FpoMoe KOpUiA AneKceeBnd
= AQMUHNCTPHPOBAHWE CNPAEOYHUKE HOMEHKIATYPa gen | poMoe Kpuid Anexkceesmny

4 = BxogAwas KoppecnoHaeHumMs MpoMoe KOpWiA Anekceeeny
= Koutpone (ex) MpoMoe KOpUiA AneKkceeBny
E] Cozpanve gokymenToe (BX) lpoMos KDpuid Anekceesny
= Cozpanue pezonoumi (Bx) MpoMoE KOpWA AnekceeBny

4 = [loroeopsl [poMoe KOpUiA AnekceeBny
E Koutpone (gorosopsi) MpoMoe KOpWiA Anekceeeny
] Cozganve gokyMedToR (00roBOpL) FpoMoe KOpUiA AneKceeBnd

El 3asexm [Cdepa Mnwoc] [poMos KDpUid Anekceasny

4 Noogawan KkoppecnoHadeHuma MpoMoE KOpWA AnekceeBny
El Kontponk (o) [poMoe KOpUiA AnekceeBny

+ / -

Puc. 35. NyHKT meHto Mpynnbl npas

B HWM)KHEW 4acTM OKHa pacnosioKeHa nNaHeNb yYNpaBAeHUA CNMCKOM Tpynn npas, KoTopas
no3BosferT:

— co3pgaTtb Hosyto rpynny npas +(noapobHee cm. n 6.2);
— BHECTM U3MEHEHMA B OJHY MM HECKObKO rpynn npas # (noapobHee cm. n 6.3);

— y4anuTtb rpynny npas —(nogpobHee cm. n 6.4).
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Tabnurua co CNUCKOM rpynn npas COAEPKUT NONSA:
— HasBaHue —Ha3BaHMe rpynnbl Npas.

— ABTOp — MMA NOJIb30BaTeNA, CO34aBLWEro rpynny npas. MNpu wWenyke no ccbiike c
MMeHeM No/1b30BaTeNN OTKPOETCA OKHO MPOCMOTPA MHOOPMALUKN O HEM.

YT0Obl M3MEHUTb MEepapxuto TPynn Mpas, LWENKHUTE MO 3Ha4yKy rpynnbl W, yAEeprKMBas
HayKaTol KHOMKY MbIlM, NepeTawmuTe ee B HeobxoamMmoe mecTo. [pynna, Haxoasawasca
6UKe K KOPHEBOWN AMPEKTOPUN Mepapxnn, obiagaeT NpaBamm Ha BNOXKEHHbIE rpynnbl.

[N copTUPOBKM CNKCKa rpynn nNpas BOCNOAb3yMTeCb 0AHUM M3 CNoCcob60B:

— LWEeNKHUTE NeBON KHOMKOM MbIWW MO 3aro/ioBKy MoJA; CMMCOK OTCOPTUPYETCA no
BO3PACTaHMIO 3HaYeHWl 3Toro noas. Mpu NOBTOPHOM LWEAYKE MO MO CMUCOK
copTupyeTca no ybbiBaHuio.

-

— HaBeanuTe KypCop Ha 3aro/IoBOK No/siA, Ha*XMuUTe KHOMKY
COPTUPOBKU B OTKPbIBLLIEMCA KOHTEKCTHOM MEHIO.

6.2. Co3gaHue rpynnbl npas

n Bblibepute cnocob

[na cosmaHua rpynnbl npas Haxkmute KHonky + (Jo6asuTb). YTo6bl cO3aaTh A0YEpPHIOD
rpynny npas, npeaBapuTesibHO BblAenWTe B CNUCKe T[Pynny npae, KoTopaa Oyaet
POANTENbCKOIA.

3ameyaHue — an CO34aHUU Tpynnbl NpPaB NOJ/Ib30BaTE/Ib MOXKET BK/IKO4YATb B HEE TOJIbKO TE
npasa, KOTOPblE OH Cam UMeeET.

OKHO cosfaHus rpynnbl NpaB coOcToMT U3 Tpex Bknagok: O6uwiee, YuactHukM u Mpasa. [o
YMONYaHMIO OKHO CO34aHUsA FPyNMbl NPaB OTKPOETCA Ha BKNaaKke Obwee.

B HMKHE YaCcTM OKHa PacnoJioKeHa NaHe b YNPaBAeHWNA, COAEPKaLLaa KHOMKK CoOXpaHUTD,
CoxpaHuUTb Kak, Yaanutb 1 BepHyTbca 6e3 coxpaHeHus. MaHenb ynpasneHua otobpaxaeTca
npu Bbibope nobon BKNaAKU. Ecnn Heobxoammo co3gatb rpynny npaB, HE3HAYUTENbHO
OT/IMYAIOLLYIOCA OT TEKYLLEN, HaxmmTe KHOMKY COXPaHUTb Kak U BBeAMTe Ha3BaHWE HOBOW
rpynnbl NPaB B OTKPbIBLUEMCA OKHe.

3ameuyaHne -— HeAOI'IYCTI/IMO Co3gaHne HeCKONbKUX rpynn npas C€ O4AUWHAKOBbIMU
Ha3BaHUNAMMU.
6.2.1. BKnagka «Obwee»

Bo Bknaake O6uiee (puc. 36) 3agatoT HasBaHMe rpynnbl npas. None HassaHue oba3aTeibHO
ANA 3aN0NHEeHWA, OCTaNibHble MapameTpbl rPYMMbl NPas MOryT BbITb YKa3aHbl No3gHee.
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Ipynnel npas

Dbwee YyacTHHKH NMpaea

HazeaHwe: KoHTpont goroeopoe

CoxpaHuTe  BepHyTbcA Bes coxpaHeHMA

Puc. 36. Bknaaka Obuwee

6.2.2. BKnapgKa «Y4YaCTHUKU»

Bo BKnagke YyacTHUMKM GOPMUPYIOT CAMCOK NO/Sb30BaTeNeN, BXOAALMX B rpynny.
nop,po6Hee cM. Nn. «PaboTa co cnMckom nosib3oBaTenem» « PyKOBOLI,CTBa nonb3oBaTeniar».
6.2.3. Bknapgka «lMpasa»

Bo BKknaake [MpaBa onpegensaoT Habop npas, KoTopbiMM 6yayT o06/1a4aTb Yy4acTHUKM
rpynnbl. BKAagKa npasa coae P uT 3aKnaaku.

[na HasHayeHuUa npaB  aAMUHUCTPUPOBAHWUA MO/b30BaTENAM  [PYMMbl  BKAKOYMTE
cooTBeTCTBYylOLWME GAAXKKM Ha 3aKNaaKe AGMUHUCTpUpoBaHKe (puc. 37).
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Obuwee YuacTHUKK Mpaea HononHuTensHo

Tunkl zagaq LlaBnoHe 3agay Tunkl gokymMeHTOE LlaBnoHe gokyMeHToR MaplupyTHele X

ViMeeT npaeo

Mpaeo
O

B AOMUHACTPETOR CUCTEMEI

B AOMUHKWCTPaTOP JokyMeHToodopoTa
B AfMUHKMCTpaTOR OUBNUOTEKK

B AOMUHACTPETOP CMCTEMLI Ge30MacHoCcTH
D ¥naneHne ceda Mz 33084

B Co3gaHue TMNoE 2aaay

B CoanaHne CpasoyHrEos

D Co30aHne [ 3ageplUeHHe NPOeKTOR
B Co3naHue TMNoE Tadnuy

B AOMUHHCTPMPOBEHME MEHID

[ Hacrpoitka menio

B AOMUHKCTPATOP apXuea

[ Mentomouna Ha ecex nonsaozarened

OooOooOoooboooooooaga

B [MONHOMOYMA Ha BCEX, TONBKD B CBOMX 3adaqax

BepHyTocs Bes coxpaHeHus COXpaHuTE Kak CoxpaHuTe

Puc. 37. 3aknagka AGMUHUCTPUPOBaHUE

MpeaycmoTpeHHble NpaBa Ha 3aKknaake AGMUHUCMPUPOBAHUE ONUC aHbl B Tabnuue 4.

Ta6bnuua 4. Cnucok npas, HazHaYaeMbIX rpynnam

Agmuuuct JOCTyn K NyHKTam MeHIo pasgena AGMUHUCTPUPOBaHUe Ans
paTop aAMUHUCTPUPOBAHUA U HACTPOMNKKN CUCTEMBI.

Cncremobl

Aamunuct AocTtyn K pasaeny AgmuHuctpuposanue [10, npegHasHayeHHOMY Ans
paTop OpraHM3aLMn 1 HaCTPOWKK JOoKyMeHToobopoTa CucTembl.

OOKYMEHT

oobopoTa

AamuHUCT BO3MOHOCTb aAMUHUCTPUPOBAHMA NanKn 61bnnoTeku ceoero
paTtop noapasaeneHua.

Fpynnbl npas
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eubnuote
KM

Agmuuuct BocTyn K pasgeny Cuctema 6@30nacHOCTH, KOTOPbIV NpegHasHadYeH Ana

paTop dopmMMpoBaHMA MONUTUKM 6E30NACHOCTU U BbIABNEHUSA HECAHKLMOHUPOBAHHbIX
cuctembl | A€NCTBMIA Nonb3oBaTenei.

6e3zonacH MPOCMOTP KypHaNoB aKTMBHOCTU NONb30BaTeNel M 06paboTumKoB.

(o] 7]

Ypanenve [paBo yyacTHuka paboueii rpynnbl uim 3afiaum Ha yaaneHue cebs us cocrasa
cebs w3 TPYNNbl NpY ee pesakTUPOBaHUN.

3apay
Cospanue [paBo cosgaHmua B CucTeme HOBbIX TMMOB 33434 C NPOM3BO/IbHBIM COCTaBOM

TUNOB OOMNONHUTENbHbIX Nonel. Nonb30BaTe N0 C TaKMM NPaBOM AOCTYMEH NYHKT
3apay meHto Tunbl 33434 B pasgene AGMUHUCTPUPOBaAHMe.

Cosganue [1paBo cosgaHMa M NPOCMOTPa CNPaBOYHMKOB CucTembl. [oNb30BaTeNIO C TaKUM
cnpasoyH MPaBOM JOCTYNeH NyHKT MeHio CNpaBoYHUKM B pasaene AMUHUCTPUPOBaHHME.

MKOB

Cospanue [1paBo co3fgaHmMA v 3aBepLIEHNA NPOEKTOB NO 33Ja4aM 1 AOKYMEHTaM.
/3aBeplue

Hue

NPOEKTOoB

CogAaHme ﬂpaBO CO34aHuA Ta6f|V|L|,.

TMNOB
Tabnny,

Agmuuuct [1paBo HaCTPOMKKM NYHKTOB MeHIO A/1A BCeX NoJib3oBaTenei Cucteml.

pUpoBaHMu
e MeHIo

HacTpoiik  BO3MOXHOCTb MHAMBWAYaNbHO HACTPOMKM NONB30BaTEIEM MYHKTOB MEHIO,
aMeHio  BXOZALMX B pasfe/ibl IaBHOTO MmeHto Cuctembl.

Agmuuuct [1paBo nepeBoAnTb JOKYMEHTbI U3 apXMBa B apxuBHbINA GoHA. Monb3osaTento

paTop [OCTYNHbI BCE AIOKYMEHTbI M 334a4M N0 HUM B apXUBE U apXMBHOM POHAE, BHE

apxusa  3aBMCMMOCTM OT LOMO/HWATE/IbHBIX NPAB, Y4aCcTUA B 33fa4ax No 3TUM
[OKYMEHTaM U MOTHOMOYMIA Ha Y4aCTHUKOB 3a4au.

Monnomo | MonHomouna MosiHele Npasa Ha BCeX NoJsib3oBaTe el cuctemsl (cm. n.
yma Ha HasHaueHue nonHomMounit nonb3osaTtensm). Monb3osatenb MoxeT fo6aBnATb
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BCex
nonb3osaT
enem

NonaHomo
umA Ha
BCEX
noab30BaT
enen,
TO/IbKO B
CBOMX
33pa4ax

B 334a4M M UMeeT AOCTYM KO BCeM 3aa4am BCeX NOb3oBaTenen (BKAoYas
NIOTMYECKM YAaeHHbIX NMO/b30BaTeIe, KOTOPble oToBpaXKatoTca B
3aBepLIeHHbIX 3a4a4ax).

3ameuaHua:

1. MpaBo He pacnpocTpaHAETCA Ha CEKPETHbIE 33434 U JOKYMEHTbI C
OrpaHMYeHHbIM YPOBHEM A0CTYNa.

2. NMonHomouna obaBNAOTCA, a He 3aMeHAITCA.

Hanpumep, eciny nonb3oBaTens ecTb CUCTEMHbIE UAW AOMNOAHUTEIbHbIE
nonHomouus flosHslie npasd, TosbKo ceou 3a0a4u Unu Hem npas Ha
OTAeNbHbIX N0/Ib30BaTeIel, TO NPW HasHayeHMKU npasa MonHoMoumsA Ha Bcex
nosnb3oBatesiei, oH 6yaeT UMeTb AOCTYN KO BCEM 3a4a4am M AOKYMEHTaM
(Kpome ceKpeTHbIX 3a4a4 M IOKYMEHTOB C OrpaHMYEHHbIM YPOBHEM A0CTYNa)
BCEX MOMb30BaTeNeN CUCTEMDI.

MonHomoumsa Tos16KO c80U 300a4U Ha BCEX MONb30BaTeNel cUCTeMb (CMm. .
HasHaueHne nosiHoMouUMiA Monb3osaTensam). Mosb3osatesib MOXeT A06aBNATbL
B 33/1a4M BCEX MO/1b30BaTENEM M MMEEeT AOCTYM K TEM UX 3a4a4am, B KOTOPbIX
CaM y4yacTBYeT (BKNtOYaa 10rMYeCcKM yaaneHHbIX Noab3oBaTenei, Kotopble
oTobpaxkaloTca B 3aBepLUEHHbIX 3a4a4ax).

3ameyaHus:

1. MpaBo He pacnpoCTPaHAETCA Ha CEKPETHbIE 33434 U JOKYMEHTbI C
OrpaHMYeHHbIM YPOBHEM A0CTYNa.

2. NMonHomouna ob6aBNAOTCA, a HE 3aMeHAITCA.

Hanpumep, npu HasHayeHMM npasa MonHOMOUMA HA BCEX NOb30BaTENEN,
TOJIbKO B CBOMX 334,a4ax, eC/1M Y M01b30BaTeNs eCTb CUCTEMHbIE UK
AONONHUTEIbHbIE NOJTHOMOUYMA HA OTAENbHbIX NO/b30BaTENEN:

MMosHble npasa - oH ByaeT MeTb AOCTYN K 3a4a4am, B KOTOPbIX Cam y4acTeyeT
BCEX MO/b30BaTe el U BCEM 334a4aM MOb30BaTe e, Ha KOTOPbIX eCTb
nonHomouusa flosHsie npasa.

TosbKo ceou 3a0a4u, Hem npae - oH byaeT UMeTb AOCTYN K 3a4a4am, B
KOTOPbIX CaM y4acTByeT BCeX Nosib3oBaTenei.

YT106bl HAa3HauYNUTb Kakoe Nnb0o npaBo gnAa Bcex 0b6BEKTOB, BKAKOUUTE d)/'la)'l-(OK B CTOI'|6I:I,e C

Ha3BaHUEM

3TOro npasa. Ytobbl HasHaAuMTb BCe MpPaBa KaKOMYy-TO OAHOMY OOBEKTY,

BKAKOUUTE CI)J'Ia)KOK B KOJIOHKE C Ha3BaHWEM 3TOro ob6beKTa.

Ha 3aknaake Tunbl 3agau (puyc. 38) HasHavaloT NpaBa Ha co3gaHuMe 3a4a4y U BOCCTaHOB/IEHUE
UX U3 apxumBa.
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Ipynne npae

0bugee YUYacTHHKA Npasa

AOMUHACT pHPOBaHNE Tune 3agau Tunbl QOKYMEHRTOB MapwpyTHbIE CXeMbl Cnpaso =+
Twnkl 32084 BoccTaHoENEHWE U5 apXMEa WMeeT npaso

[ ] ]

7] =] knueHTr = A
[ =l KoppecnoHaeHwa [l [l
[[] =] oBpawenna & MT-oTaen [l [l
=] Ofpaweria & ciyxBy TEXHWYECKOH NOAAEMKKM
E] OfyueHme
=] OBkiqHkIiA
[C] El ©7uet no npoaykim [ [
[] &l MNoammcarie ncxoaAwed KOPPECIOHIEHLIN | |
[ = Npukase ] ]

[7] =] PaboTa c knueHTaMM = = w

CoxpaHuTe  BepHyTecA Bes coxpaHeHus

Pwnc. 38. 3aknaaka Tunbl 3apa4

B cnucok TMnNoB 3aZa4 BXOAAT TWUMbl 3a4a4y, CO3JaHHble CaMMM MNOJib3oBaTenem, U Tun
«O6bI4YHbINY. Co3gaHMe TUMOB 3a4ay AOCTYMNHO NoJsib3oBaTento ¢ npasom Co3daHue munos
3000Y.

MpeaycmoTpeHbl NpaBa Ha TMMNbl 334au:

— BoccmaHosneHue u3 apxuea — NpaBo BOCCTAaHOB/1EHNA U3 apXUBa 3a4a4 Bbl6paHHOFO
ThNa.

— Wmeem npaso —NpaBo co3aHWA 3334 BbI6paHHOro TUna.

3ameuaHue — losb30BaTeNIO, HE MMEIOLEMY MPaB HU Ha OAMH TN UAK WaBAoH 3a4aum,
co3ZaHue 3a4a4 HeAOCTYMHO.

Ha 3aknagke LWabnoHbl 3agay Ha3Ha4aloT npaBa Ha co3daHue 3adad no wabsoHy. Cnucok
Wab/IOHOB 33434 MOb30BaTeNA COCTOUT TOJIbKO M3 LWAabB/OHOB, CO3[aHHbIX MM CaMMM.
Monb3oBaTe b C NPaBOM « AAMMHUCTPATOP CUCTEMbI» MOXKET Ha3HauaTb NpaBa Ha WabnoHbI
nonb3osaTeneit CO6CTBEHHOMO 1 BAOMKEHHbIX NOAPa3AeneHUNM.

CospaHve wabnoHoB 3343y AOCTYMHO BceM Monb3oBaTenam CUCTEMbl B MYHKTE MEHIO
UHcTpymeHTbl — HacTpoiiku — LLa6ioHbl 3a4,au.

Ha 3aknagke Tunbl goKymeHToB (puc. 39) HasHayaloT npaBa Ha TUMbl AOKYMEHTOB,
co3gaHHble B Cucreme.
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nei 32024 | Wabnows: sanau

Wenuanposanne | KokTponuposaie

‘noKyMeHTos

= Aputpaxas padota
[ BXOAAWaA KOPPECTIOHACHUMS.
4171 B2 Bx0psas Koppecnowaexws2
E Aorosop
[E] Bxoasuwe 2017 Mpomos.

Tunes Roxymenton | UlaGnons: noxymenton | MapuwpyTubie cremss | Cnpasousmwn | Kanewnapn | WaGnows: yuacrkos MPT | Fpynne: nonbsosatenei | O6paGorwman | Fpynnes npas | Tpynnb swewmn nonbsosateneii |+

Toocnorp | pegacrup.. | BOCTINOR.. | aanene
JOKYMeHTOB | AokymewT._. AOKY! Roky!
7

PegakTHpos.

Cosganie BuGop ‘RoKyMeHToR

CBRSaHHEX.
HOKYMeHTOB  AokyMexTOS

Cosnanme
npoekta
DesomioLk

PepakTuposae  PeqakTiposanie | Vaanewie
OKYMEHTOB Ha  [AOKYEHTOB S  AOKyMEHTOS

Pegacripo.. | Ymanewne
iinos ucronHeHMM

3pa
‘nokymenTos b aiinos pezomowH

pacanarpen ﬂvgq,{go oD
V] v He suifpano Her npas Her npae. Her npas Her npae. Her npas Her npae L]
He esifpano Her npas. Her npae Her npas Her npae Her npas Her npae
He euifpano Her npas Her npae Her npas Her npae Her npas Her npae
He euifpaso Her npas Her npae Her npas Her npae Her npas Her npae
He suifpaso Her npas Her npas. Her npas Her npas. Her npas Her npas. v

Puc. 39. 3aknaaka Tunbl J,O0KYMEHTOB

MpeaycMmoTpeHHble NpaBa Ha TUMbl AOKYMEHTOB ONMMCaHbl B Tabnvue 5.

Mpaso

UHuumnmnposaHue
OOKYMeHTOB

KoHTpoaupoBsaHue
OOKYMeHTOB

Bbi6op CBA3AHHbIX
AOKYMEHTOB

YpaneHue
OOKYMEHTOB U3
apxmBa

Co3paHue
pesontoumm

Tabnuua 5. MpaBa Ha TUMbl 4OKYMEHTOB

OnucaHue

MpaBo co34aHuA AOKYMeHTOB B CucTeme. HasHayeHue npasa
MHULIMMPOBAHUA JOKYMEHTOB AOCTYMHO TO/MIbKO NO/1b30BaTENIO,
nmeroLLLEeMY MPaBo agMUHUCTPaToOpPa LOKYMeHToobopoTa.

CNK1COK PerncTpaLMoHHbIX KapToYeK AOKYMEHTOB BKOYAET TO/IbKO
TUNbI LOKYMEHTOB, AOCTYMHble N0/b30BaTeI0 418 NPOCMOTPa U
peaakTMpoBaHus.

MpaBo KOHTPONS NPOXOXKAEHMSA BbIOPAHHOTO TMNA AOKYMEHTOB B
Cucteme. HasHaueHWe NpaB KOHTPOIMPOBAHMA AOKYMEHTOB AOCTYMNHO
TO/IbKO N0/1b30BaTE 0, MMEIOLLLEMY NPABO aAMUHUCTPATOpPA
AOKYMeHT0060poTa. CNUCOK PETrNCTPALMOHHbIX KAPTOYEK AOKYMEHTOB
BK/1IOYAET TO/IbKO KapTOYKM, OOCTYMHbIE NOJ/b30BaTENIO A5
NPOCMOTpPa U peAaKkTUPOBaHMA.

MpaBo BbIbOPa CBA3AHHbIX AOKYMEHTOB MPU 3aMNoIHEHMMW NOAA TUNA
«JOKYMEHT» B PErMCTPaLLMOHHOMN KapTOYKe JOKYMEHTA.

Ecnn nonb3oBaTtenb He ABNAETCA KOHTPONEPOM TUMA UN He ABNAETCA
Y4YaCTHMKOM JOKYMeHTa, 06s3aTeIbHOe YCN0BUE: Hainumne y
nosb3oBaTensa noaHoMmouma «MoHble NpaBa» Ha y4aCTHUKOB
PaccMOTPEeHUA/UCNONHEHNA CBA3bIBAEMOIO AOKYMEHTA.

I'IpaBo YOaneHnAa AJOKYMEHTOB, HaXo4AWMNXCA B apXuee, Nnpn Hai1in4mm
COOTBETCTBYHOLWMX NpaB nnun NOIHOMOYNI Ha TUN AOOKYMEHTa.

MpaBo cO34aHUA Pe30atoLMiA No BbIBpAaHHOMY TUNY AOKYMEHTA.
Monb30BaTENIO C TAKUM NPaABOM AOCTYMNHA BO3MOMHOCTb CO34aTb N0
AOKYMEHTY pe30toumio nnv nogsagady (nogapobHee cm. n.
«Co3aaHue pe3onouminy « PyKoBoAcTBa NoJib30BaTena»).
[ocTynHOCTb OnepaLummn B 3aBUCUMOCTM OT 3HAYEHUI NOAS:

fpynnbinpas 69



Cos3paHue npoekTa
pesonoumm

Co3pgaHue
CBA3aHHbIX
OOKYMEHTOB

YpaneHue ¢aninos

PepakTuposaHue
daitnos

HeT npaB onepaums HeAOCTyMnHa.
CBOM A,O0KYMEHTbI onepaums 40CTynHa TONbKO:

— B [OKYMEHTAxX B KOTOPbIX MOAb30BaTeNb ABAAETCA aBTOPOM
(koroa nonb3oBaTeNb ABAAEGTCA YYaCTHUKOB CUCTEMHOIO NOASA
«ABTOP» AOKYMEHTA);

— B popme co3gaHuA AOKYMeHTa (Korga nosb3oBaTeb ABAAETCA
MHULMATOPOM IOKYMEHTA).

CBoM 33paun onepauma AOCTyNHa TOIbKO €C/IN Ha TEeKYLUMA MOMEHT
No/1b30BaTe /b ABAAETCA Y4aCTHUKOM OTKPbITOM 33Za4M MO AOKYMEHTY,
Kpome noasagady tmna NPT,

Bce A0OKYMEeHTbl onepaums AOCTyrNHa BO BCEX OOKYMEHTaX KoTopble
No/Ib30BaTE/Ib MOMET OTKPbITb (K KOTOPbIM €CTb AOCTYM).

MpaBo co34aHMA NPOEKTOB Pe30/1t0LMIA NO BbiIOpaHHOMY TUNY
AOKYyMeHTa. MoNb30BaTENIO C TaKMM NPABOM LOCTYMHA BO3MOXHOCTb
CO34aTb MPOEKT Pe301oLMM Mo AOKYMEHTY. [LoCTynHOCTb onepauum B
3aBMCMMOCTM OT 3HaYeHUI NoaA cMm. onucaHue npas CospaHue
pesontoumn.

MpaBo co34aHMA CBA3AHHbIX AOKYMEHTOB 4/19 JOKYMEHTOB AaHHOro
Tuna. Co34aBaTh CBA3AHHbIE AOKYMEHTbI CMOTYT TO/IbKO NOb30BaTENN
C NpPaBamm1 MHULMMPOBAHUA NtOOOro TUNA AOKYMEHTOB, HafeNEHHbIEe
JAHHbIM NPaBoM.

MpaBo gencreyeT, €CAn aAMUHUCTPATOPOM CUCTEMbI B MYHKTE MEHIO
UHCTpyMeHTbl — AAMMHUCTPUpPOBaAHUMEe — HacTpoiku cuctembl Mau
ASMMUHUCTPATOPOM JOKymeHTO0b0pOoTa npm
Co3AaHNN/peAakTMPOBaHUM KapTOUYKM [OKYMeHTa B BbiNajatoliem
cnncke Co3paHue CBA3AHHbIX AO0KYMEHTOB Obli0 BbIOPAHO 3HaYeHUWe
lone3osamenu ¢ npasamu Cco30aHUA CBA3AHHbLIX OOKYMeHmMos, W
COOTBETCTBYIOLLAA HACTPOMKA €CTb B PErucTpauMoOHHOM KapTouke
JOKYMeHTa Ha 3aKknagke «[lpaBa» (noapobHee cm. n. «Tunbl nonem
PerncTpaumMoHHON KapTOUYKM JOKYMEHTA M CNOCObObI UX 3aM0/IHEHUAY
«PyKOBOACTBa NO/b30BaTENAY).

MpaBo yaaneHna NpUKpennéHHbIX ¢palkinoB aBTOPOM AOKYMEHTA.

MpaBo fobasneHun, yaaneHNa 1 pefakTUPOBaHUA NPUKPENIEHHbIX K
OOKYMeHTY dainos.

Ecnu 3HayeHue He BbibpaHo, AobaBNeHNE, yAaNEHNE U
penakTuposaHue GpainioB AOCTYNHO NO/Ib30BATENAM, UMEOLLMM
BO3MOXHOCTb PEAAKTUPOBAHNA JOKYMEHTA.
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MpocmoTp
JOKYMEHTOB B
apxMBHOM poHae

PepaKkTupoBaHue
[OKYMEHTOB B
apXxMBHOM poHae

YpaneHue
OOKYMEHTOB U3
apxuBHoro ¢oHAa

PepaktupoBsaHue
OOKYMEHTOB Ha
paccmoTpeHumn

MpaBa Ha ZOCTYN K AOKYMeHTaM apXmMBHOro ¢oHAa 1 coBepLleHne
onepaumii c HUMK. [locTyn K JOKyMeHTaM 1 3afadam onpeaensercs
HanMyem npas Ha JOKYMEHTbI, y4acTMeM B 3a1a4ax Mo JOKYMEHTY U
NOMHOMOYMSIMM Ha Y4aCTHUKOB 3afad (NnoapobHee cm. n. «HazHaueHue
MoSIHOMOYMIA MONb30BaTENAM» « PYKOBOACTBA MO/1b30BaTENA»).

MpuMmep: nonb3oBaTtenb He ABMSETCS aBTOPOM AOKYMEHTa, He y4YacTByeT B
3aavax no JOKYMEHTY, He UMeeT NOMHOMOYMI Ha YY4aCcTHUKOB 3a4a4 u
npaB Ha MN JokymeHTa «[oroBop». MNMpaBo NMpocMoTp AOKYyMEHTOB B
apxuBHOM poHAE He NpeaoCcTaBUT eMy AOCTYM K AOKYMEHTaM 3TOro mna,
T.e. JOroBOpbI B apXMBHOM ¢oHA e oTobpaxaTbcs He ByayT.

MpaBa pegakTMpoBaHUsA MONEN KAPTOHKM LOKYMEHTa HA pacCMOTPEHWN,
WCMOSTHEHUN 1 B apXMBe (COOTBETCTBEHHO).

BoamoxHO pegakTMpoBaHuWe rnorei ¢ NpusHakom Pedakmupyemoe nose.
PekomeHoyem HasHayaTtb NOMb30BaTENSM, OCYLLECTBSIOLL MM CO3aHNe
OOKYMEHTOB M KOHTPOSb UX NPOXoxaeHusi B Cucteme.

B pacKpbiBatoLWmMXCs CNMCKax BbIOUPAOT O4HO M3 3HAUYEHUIA:

— Hem npag — pepakTMpoBaHWe [OKYMEHTOB [AaHHOro TuMa
HEBO3MOXHO. BO3MOXHO pefaKTUpOBaHME CBOUX AOKYMEHTOB,
T.e. OOKYMEHTOB, HenocpeACTBEHHO CO34aHHbIX
nosb3oBaTenem, ecnu YCTQHOB/EHDI HaCTPOMKM
«lMone3zoeamenu ¢ npasamu  pedaKMUpPOBAHUA  CBOUX
0OKyMeHmos» pns Tvna [OKymeHTa (B rpynne nonem
PepaKtMpoBaHuMe  C€BOMX  AOKYMEHTOB  BKaagku  [pasa
PErNCTPALMOHHON KapTOUYKM OOKYMEHTA) M CUCTeMbl (B MyHKTe
meHo MHcTpymeHTbl — ApMUHUCTpUpOBaHMe — HacTpoiku
CUCTEMDI).

— C8ou O0OKyMeHmMbl — BO3MOXHO pPeAaKTUpPOBaHME CBOMX
OOKYMEHTOB pgaHHoro Ttuna. log «csBoMmM» noapasymeBatoT
OOKYMEHTbI, CO34aHHble HenocpeacTBEHHO MOJib30BaTeNeM.
[JOKYMEHT HE cYMTaeTCa «CBOMMY» ANA NOAb30BaTeNA, €C/IN OH
YKa3aH B none ABTOp, HO He ABAAETCA MHULMATOPOM AOKYMEHTA.
Mpn  GOPMUPOBAHUM BO3MOXKHOCTU PESAKTUPOBAHMUA CBOMUX
OOKYMEHTOB  MONb30BaTe/NEM  Y4YMTbIBAOTCA  HACTPOWMKM,
YCTaHOBNEHHble ANA TuNa JOKyMeHTa (B rpynne nonew
PepaKktupoBaHuMe  cBOUX  AOKYMEHTOB  BKAagku  [pasa
PErnCTPaALMOHHON KapTOUYKM JOKYMEHTA) M CUCTeMbl (B MYHKTe
meHo MHcTpymeHTbl — ApaMUHUCTpUpOBaHMe — HacTpoiku
cUCTeMbl).
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PELI,aKTVIpOBaHMe — Bce do«y/weHmb/ - BO3MOXXHO peaakTnpoBaHue BCeX

[OKYMEHTOB Ha AOKYMEHTOB A@HHOTO TWMa, NPX HANMYMKM Y NONb30BaTENA NPaB
NCNONHEHUM Ha TMN LOKYMEHTa.

PefaktupoBsaHue

[LOKYMEHTOB B

apxuse

3ameuaHue — MapameTpbl PeAaKTUPOBaAHUA AOKYMEHTa, YKa3aHHble AN PermcTpaLMoHHOM
KapTO4YKM, NMpuopmuTeTHEE CUCTEMHbIX HacTpoek. Ecnu B rpynne noneit PepakruposaHue
CBOMX [O0KYMEHTOB BKnadxku [paBa perncrpauyoHHON KapTOYKM [AOKYMEHTa YKasaHo
3Ha4yeHue He 3040aHo, BYAyT MCMO/b30BaHbl HACTPOMKM, BbICTaBAEHHbIE B MYHKTE MEHIO
UHCcTpymeHTbl — AamuHucTpupoBaHue — HacTpolikm cuctembl (cm. n. Brnagxa
«JOKYMEHTbI» ).

Ha 3aknagke LWab6noHbI AOKYMEHTOB Ha3Ha4aloT MpaBa Ha CO34aHuWe AOKYMEHTOB MO
wabnoHy. Monb3oBaTe/Ib MOMET Ha3HauMTb NpaBa TO/IbKO Ha COBCTBEHHble LWabaoHbI.
Monb3oBaTeNAM, HE UMEIOLMM NpaBa MHULMUPOBAHUA AOKYMEHTOB, NPU HaAUYMKU Npasa
Ha wabnoH 6yaeT AOCTYNHO co3gaHMe AOKYmMeHToB no d¢opme (nogpobHee cm. n.
«Co3gaHme AoKyMeHTa no dopme» « PyKoBOACTBA NONb30BATENAN).

Ha 3aknagke CnpaBoyHMKM (puc. 40) Ha3HauyalOT MpaBa Ha MPOCMOTP M PeAaKTUPOBaHUE
3anuceil CNpaBOYMHWMKOB, CO34aHHbIX Mosb3oBaTenem. Co3aasaTb CNPABOYHUKM  MOTYT
nonb3oBaTenu c npasom Co30aHUE CNPasoYHUKOS.

MpeaycmoTpeHbl NpaBa Ha 3anMcK CNpaBoYHMKa:

— [lpocmomp — NpocMoTp 0bLWEeAOoCTYNHbIX 3anuceit U 3anucein, AoGaBMNEHHbIX CaMUM
nonb3oBaTernem.

— llobasneHue — pobaBneHme 3aNMCcen B CNPaBOYHMK NPU HANMYUKM NpaBa [IpocmMomp Ha
Hero; 6e3 npaBa /3mMeHeHue NoNb30BaTeNb HE MOXKET M3MEHATb fo6aBNeHHblE UM
3anucu.

— WameHeHue — pegakTupoBaHMe OOLWenOCTYMNHbIX 3anucei U 3anucei, [oGaBnNeHHbIX
camMuM nornb3oBateniemM, NPY HaMYMK Npaea [IpoOCMomMpP Ha CNPABOYHUK.

— Y0aneHue — ypaneHve ob6LLeAOCTYNHbIX 3anucei M 3anuceit, AoGaBnNEeHHbIX CaMUM
nonb3oBarenem, Npn HanMuYMKM Npasa [IpocMomp Ha CNPaBOYHUK.

TakyKe NpaBa Ha 3anNMCcK CNPABOYHMKA MOKET YCTAaHOBUTb NMO/1b30BaTe b NMPU CO34aHUN
AN PefaKTUPOBaHWM CMPaBOYHMKA. ITU YCTAHOBKM OyayT MMeTb NpUopUTET Hapg,
cucTeMHbIMUK (MogpobHee cm. . 15).
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Ipynnol npas

0bugee YuyacTHHKH Npaea

+ pWpPYTHBIE CXEMbI CnpasoyHAKH Kanengapn Ipynnuo nons3oeatenei ObpaboTumm N+
ChpasoqHUKK MpooTp Oobasnerue WameHeHHe YaaneHue

[ [ [ ] ]

[7] =] NpeameT acrosopa [aorosopei] [l [l A
E] NpropureTs [Bce moaynu]
[C] &l NpoaykTs: [ [ O O
[ & NpoaykTsl [CRM] B [l ] O
E] Pacceinka email
[7] =] Pacwmpentbie aoknans [nopyqeHis] [l [l E E
[C] = Pecypesi [ [ O O
[ = CocToarue [CRM] [l [l [l [l

[T &l Crocobel aocTaeku [Bce moaynu] | | o o o

CoxpaHuTe  BepHyTbca B3 coxpaHeHus

Puc. 40. 3aknaaka CnpaBoYHUKMU

MoapobHee o paboTe co cnpaBoYHUKaMM CM. pasgen 15.

Ha 3aknagke MaplpyTHble CXembl Ha3HayaloT MpaBa Ha CXeMbl pPacCMOTPeHUs
[OKYMeHTOB. HasHayaTb npaBa Ha MapLIPyTHble CXeMbl AOKYMEHTOB MOTYT TOJbKO
nonb3oBaTeNy, WMelwWwmMe nNpaBo aAMMHUCTPATOpPa  OOKymMeHToobopoTta.  Cnumcok
MapLPYTHbIX CXeM AOKYMEHTOB BK/1HOYAET TO/IbKO CXeMbl, A4OCTYMHble MOoAb30BaTeNto 4A
NMPOCMOTpa M pedakTUpoBaHuA. EcnvM agMUHUCTPaTop AOKyMeHToo6opoTa npu co3gaHum
KapTOUYKM AOKYMEHTA He BKAUMA GNaXKOK Mcnonb30BaT b BCe BO3MOXHLIE MapLUpyT bi,
Nosb30BaTesNto 6yAyT AOCTYMHbI TONbKO CBSI3aHHbIE C KApTOYKOM MapLupyTbl (NoapobHee cm. n.
«PerMctpaumoHHble  KapTOYKM  OOKYMEHTOBY» «PykoBoacTBa aAMUHMCTpaTOopa
[OKymeHToO60opOoTaY).

Ha 3aknagke Kanengapu (puc. 41) Ha3HayaloT NpaBa Ha NPOCMOTP U pefaKkTMpOBaHWE
cobbITUI B KaNleHAAPAX, CO34aHHbIX NOJ/b30BaTENEM.
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Ipynnbi npae
Obuee YuacTHHKH lNpaea
* pupyTHEIE CXEMbI CnpaBoyHHKH Kanenpapw rpynnil nonb3oBaTensai O6paboTuny =+

Kanengapu MpocKoTp Oofaeneque PenakTuposatie | MonHLie Npasa

E] Kordepenu san
J| E] CnysebHuit asTobyc ] W ]

E] CoBewwaHia no NoHeaEAbHUKEM

CoXpaHWTE  BepHyTbcA BEs coXpaHeHHa

Puc. 41. 3aknaaka Kanenpapm

MpeaycmoTpeHbl NpaBa Ha KaneHaapu:
— [lpocmomp —NPOCMOTP KaneHaapa U ero cobbITUNA.

— fobasneHue/PedakmuposaHue — pobasneHve  cobbiTMit B KaneHaapsb,
peaakTMpoBaHue Bcex cobbITUIA KaneHaapsa, yaaneHue ToAbKO CBOUX COBbITUN.

— [los1Hble NpaBa — BO3MOMKHbI Nt06ble onepaumm co BceMu CobbITUAMM B KaneHaape.
Echn cobbiTve aobasneHo B 3agady, NpaBo Ha ero NPOCMOTP U peaakTUpoBaHue
onpeaeneHo NpasoM A0CTyNa K 3aJave.

3ameuyaHne — He npeaycMOTPEHO peaaKkTUpOBaHWE W ydaneHue KaneHgapa Apyroro
nonb3osatend. [Ana cobbiTWIi, CO34aHHbIX APYTMMKM NO/Mb30BaTENAAMM, HEBO3MOMKHO
M3MEHUTb KaneHaapb.

Ha 3aknagke O6paboTumKM HasHa4yaloT NpaBa Ha 06paboTUMKK, He MPUBA3AHHbIE K TUNAM
33434 M OOKYMeHTOoB. lMonb3oBaTenb, 061a4al0WMIA 3TUM NPaBOM, MOMKET MCMO0/b30BaTh
06paboTuMKM, He npuBA3aHHble K TMNam 3ag4a4 W [AOKYMEHTOB, B Kadyecrtse
CaMOCTOATE/IbHbIX OTYETOB B MYHKTE MeHo Mosib3oBaTesibcKue OTYETHI pasgesia Omyémel.
Cnucok  obpaboTumkoB  BKAOYaeT Bce  o0b6bpabotumku  Tmna  «[POM3BOJIbHbLIN
06paboTumKk» (cm. n. 14.2), cosgaHHble B CucTeme.

Ha 3aknagke LWa6noHbl yyactHukoB UPI Ha3HauatloT npaBa Ha WabnoHbl M30/IMPOBAHHbIX
pabounx rpynn. CNUCoK WabaoHOB COCTOUT TONbKO M3 WwabnoHoB UPT, co3aaHHbIX camMnm
nonb3oBaTenem.

Ha 3aknagke [pynnbl nonb3oBateneit (puc. 42) Ha3HayalOT npaBa Ha rpynnbl
nonb3oBaTenen.
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Ipynnel npas
0bwee YuacTHHKNH Npaea

+ a3 BOUHHKH Kanennapw Ipynnel nonL30BaTenel O6paboTunkn Ipynne npas +

McnonsE30BaHWE rpynn NpK

MpynnkI NonezoEaTENEN HMeeT npaeo BblﬁDpE Nonb3oBaTENEN

[E] PyxosoauTENM cpeaHeEro 36eHa
V| E] MT-cneumanmcTsl 7 7
[=] PyxoBoAMTENM BRICLIEr D 36EHA 7

[E] Byxrantepua

CoxpaHuTe  BepHyTecA bes coxpaHeHma

Puc. 42. 3aknagka Npynnbl nonb3oBarteneii

MpeaycMmoTpeHbl NpaBa Ha rpynnbl NoAb3oBaTeNen:

— ViMeem npago — HasHauyeHuWe npasa BeAET K Ha3HaYeHMIO MONHOMOYMI, YKa3aHHbIX B
rpynne nonb3osBartesei (cm. n. 5).

— Wcnonb3osaHue 2pynn npu esibope nosnesosamernell — pobaBneHne nonb3osaTtenei
rpynnbl B Ka4ecTBe Y4aCTHMKOB 3aJady, Npv OTNpaBKe onoBeleHnid, GopmMmrpoBaHmm
otuétoB M T.4. Ecn rpynna ABNAeTCA NMYHOWM, MpaBa Ha HEe HEeOoTbeMIeMbl U,
CNepoBaTeNbHO, BbIKNOUUTL GNAMKKM 419 HEE HEBO3MOKHO.

Ha 3aknagke YaanéuHble TMNbl O0KYMEHTOB Ha3HayaloT npasa Ha TUMbl AOKYMEHTOB,
yAanéHHble n3 Cuctembl. Monb3osatenn, obnagarowme 3TUM NPaBOM MOTYT yAanATb M3
apXu1Ba AOKYMEHTbI YKa3aHHbIX TUMOB.

Ha 3aknagke lpasa Ha rpynny npae Ha3HayaloT mpasa Ha rpynnbl npas (npocmoTtp
M3MEHEHMe Npas, U3MEHEeHMe COCTaBa yYaCTHUKOB). YaaneHue rpynnbl npas HeAoCTYMHO.
Monb3oBaTeNb MOXET M3MEHATb TOLKO Te Npasa rpynnbl, KOTOPbIE €CTb Y HEro camoro.
Monb3oBaTe b BUAUT B CMUCKE TObKO CO34aHHbIE UM CAMUM TPy MMbl.

Ha 3aknagKke Mpynnbl BHELWHMX NOb30BaTe e Ha3HAvaloT NpaBa Ha UCMOJib30BaHME TPy
BHELLHMX Nosb30BaTesiei.

Ha 3aknagke lpynnbl KOHTaKTOB (puc. 43) Ha3HayaloT MpaBa Ha rpynnbl KOHTaKTOB,
C0343BaeMble Ha OCHOBE KOHTAKTOB aApeCHbIX KHWT.
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Ipynne npas
Dbuwee YyacTHHKH lNpaea
* pynnbi nonb30BaTened 06paboTunim Fpynno! npas Fpynnbl KOHTaKTOB

[pynnbl KOHTAKTOB MpocroTp W3meHeHwe HasHa4eHwe npas

E] MT-cnewmanicTel
7| E] Merensepel no npoaakan v v 7
7| [E] NapTHeps 7 ] 7
[E] Coser avpexTopos

CoxpaHuTe  BepHyTecA bes coxpaHeHma

Pwuc. 43. 3aknagka lNpynnbl KOHTAKTOB

MpeaycmoTpeHbl NpaBa Ha rPynnbl KOHTAKTOB:
— [lpocmomp —NPOCMOTP rPYNNbl KOHTAKTOB M COCTaBa €€ Y4aCTHUKOB.
— WsmeHeHue — nobaBneHue 1 yganeHne KOHTaKToB U3 rpynnbl.

— HasHa4yeHue npae — Ha3HadYeHMe npaB Ha rpynnbl, BAageNAbUeEM KOTOPbIX
NnoNb30BaTE/Ib HE ABNAETCA.

Ha 3aknagke WabnoHbl cobbITUIA Ha3HaAYalOT NPaBa Ha Co34aHMe B 33Za4e U30/1MPOBaHHOM
pabouei rpynnbl No wabnoHy. CNMCOK COCTOUT TONIbKO U3 WabnoHOB COObITUIN, CO34aHHbIX
caMmum nonb3osaTesem. CosgaHne WabAoOHOB AOCTYMHO BCEM NoOJb3oBaTensam CUcTembl B
NyHKTe meHto LLabnoHbl cobbiThiA.

3aknagKka Tabnuubl N03BONSAET Ha3HAYMTL NpaBa Ha gobaBneHUe, U3MEHEHUE U yaaneHue
Tabnuy (nogpobHee cm. n. 16). MpocMOTp, co3hdaHve, pefakTUpOBaHWE W yAaneHue TWMoB
Tabnuy AOCTYNHbI B NMyHKTE MeHi0 MHCTpYMEeHTbl — AOMUHUCTPUMPOBaHMe — Tunbl Tabnuu.

Mpu HasHaYeHUU rpynne NpPas Ha UHULUUPOBAHME TUNOB LOKYMEHTOB, KOTOPblE CBA3aHbI C
MapLUPYTHOM CXeMOMW, Ha 3KpaHe o0TobparkaeTcs OKHO (puc. 44) ¢ 3anpocomM YCTaHOBKM Npas
Ha OZHY WX HECKOIbKO MapLpPYTHbIX cxeM. YTo6bl Ha3HAYUTb NpaBa, BbibepuTe oaHy Uan
HECKO/IbKO MapLUPYTHbIX CXEM U HaxkmuTe KHonKy OK.
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Noareepwoenne ®
BblnO YCTaHOBNEHO NPABE0 MHHUMKWDOBIHKA THNa SOKYMEHTOE. YCTaHOBWTE Npaea Ha
CEAZ@HHLIE C A3HHLIM TUNOM SOKYMEHTE MapWRYThl?

HazsaHue

7| E] Qorosops
V| E] Qorosopel apeHas!

Oa HeTt
Puc. 44. 3anpoc aBTOMaTUYECKOM YCTaHOBKM MpPaB Ha MapLpPYyTHblEe CXEMbI

3ameuaHne — Bce M3MeHeHMs B NpaBax MOAb30BaTeNel OTC/IEKMBAOTCA B OTYETE
«M3meHeHMe npaB», KOTOPbIN JOCTYNEH agMMHUCTPATOPY cUCTEMbI HE30MacHOCTY.

6.3. PepgaKkTupoBaHue rpynnbl nNpas

Mpoueaypa peaakTMPOBaHUA TPYNMbl NPaB B LE/JIOM aHa/0rMyHa Npoueaype ee co3gaHus.
YTob6bl OTKPbITL FPYNMNY ONA PeAaKTMPOBAHUA, ABaXKAbl WENKHWUTE MO ee Ha3BaHUIo UM
HaXXMuTe KHOMKY ¢ (PeaaKTMpoBaTh) M U3MEHUTe NapameTpbi.

Ona coxpaHeHWAa M3MEHEeHMUI HaKMuUTe KHomnKy CoxpaHuTb B Nt060M M3 BKAAZAOK, ANA
nepexoga B MYyHKT meHio [pynnbl npaB 6e3 coxpaHeHMA — KHOMKy BepHyTtbca 6e3
coxpaHeHuA. Echv HeobxoaMmo co3gaTh rpynny Npas, HE3HAYUTENbHO OT/AIMYAIOLLYIOCA OT
TEeKyWwen, HaxkmmuTe KHOMKy COXpaHUTb KaK M BBeAWTE Ha3BaHME HOBOW rpymnrnbl Npas B
OTKPbIBLUEMCS OKHE.

3ameuaHue — B nyHKTe meHto Mpynnbl NpaB No/ib30BaTe b BUAUT FPYNMbl NpaB, CO34aHHble
MM CaMMM W TPynnbl, Ha KOTOpble eMy HasHayeHbl npasa. [lo/sb3oBaTe/lb HE MOMKeT
M3MEHATb Ha3BaHMe rPynn v yAaNATb FPynnbl, BAALEbLEM KOTOPbIX HE ABNAETCA.

[na peflakTMPOBaHUA Cpasy HECKO/IbKMX FPYNN npas BblAENUTE WX, YAEPKUMBAA HAXKATOM
knasuwy Ctrl unu Shift, Haxmute kHonky # (PepakTupoBsaTb). B BepxHel yvactu
OTKpbIBWETrocs OKHa (puc. 45) oTobpaXkeHO KOAMYECTBO BbIOpPaHHbLIX FPynn MpaB U uX
Ha3BaHMs.

BHeceHWe n3meHeHUit Bo BKNaake ObLiee HefOCTYMHO.

Bo BKMagKke Y4YacTHUKM OTObGpaKaloTcA TONbKO Te TM0JIb30BaTeNN, KOTOPbIE SABAAIOTCA
y4yacTHMKamM Bcex BblBpaHHbIX rpynn. Mpu yaaneHuu nonb3osBaTens U3 CNucka oH byaet
yAaneH u3 Bcex BbIbpaHHbIX rpynn, npu gobasneHnn — gobasneH B CNUCKMU Y4aCTHUKOB BCEX
BbIGPaHHbIX Fpynm.

Bo Bknagke MpaBa 6yayT BKAOYEHbl GAaXKKM A4A NpaB, KOTOPble HasHauyeHbl
no/sib3oBaTeNiAM BO BCEX BblbpaHHbIX rpynnax. Ecnm xoTa 6bl B 04HOM U3 rpynn NpaBo He
HasHayeHo, @Na)koK A8 Hero BKAOYEH He OygeT. [lpaBo, Ha3HayeHHoOe npwu
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penakTnupoBaHUMN HECKONTbKKUX Fpynn nNpas, 6yp,eT Ha3Ha4eHO BCeM Y4YaCTHUKam Bbl6paHHbIX
rpynn npas.

Ipynnel npas

(3) Dorosopo, Mopyuenna, Cnyxebibie sanwckn

O6wee YyacTHHKH Npasa

* kembl CnpaBoyHnKH Kanengapu lpynne! nonL30BaTENeH ObpaboTumon Ipynne: n =+
Kaneroapm MpooTp Aobaenenne PenakTHpOBaHWE MonHee Npaea
O O O O
[T E Kondepery zan = = [}
[ E] cayswebeii asTobyc [ [ [
[ E] Copewara no noHesensHkan ] ] [}

CoxpaHuTE  BepHyTecA Bes coxpaHeHua

Puc. 45. OKHO peaKTUPOBAHMA HECKONBbKUX rpynmn npas

6.4. YaaneHue rpynnbl npas

[na yaaneHus rpynnbl Npas Ha*KMUTE KHOMKY — W NOATBepAUTE AeNCTBUE B OTKPbIBLIEMCA
OKHe. Monb3oBaTenu yaanéHHow rpynnel 6yayT aBTOMATUYECKM INWEHBI NPAB, KOTOPbIMU
OHM BbINU HAaZeNEeHbI KaK e YYaCTHUKMU.

3ameyaHusn:
1. Nonb3oBaTelb MOXKET yAanATb TO/IbKO Te Fpynnbl, BNaAe/bLLEM KOTOPbIX OH ABNAETCA.

2. Mpu yganeHum poamTtebCKoM rpynnbl Nnpas OyayT yaaneHbl Bce JoYepHMe rpynnbl.
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7. NpaBa nonb3oBateneun

MyHKT MeHI0 AOCTYNEH NO/b30BaTENIAM, UMEOLMM XOTA Bbl 04HO U3 NpaB:
— AOMUHUCTPATOP CUCTEMDI,
— AgMUHKUCTpaTOp cucTeMbl 6esonacHocTy,
— AAMUHUCTpaTop BnbnnoTekuy,
— AZMWHUCTPATOP AOKYMeHTOObOpOTA.

MogpobHee O npaBax aAMMHUCTPUPOBAHMA CM. pasgen 6.2.3. Monb3oBaTenb MOXKET
Ha3HavaTb APYrMM NO/1b30BaTE/IAM TO/IbKO T NPaBa, KOTOPbIE UMEET CaMm.

7.1. HasHayeHMe Nonb30BaTe IO IMYHDbIX npas

Mpu nepexoge B MNyHKT MeHw [lpaBa nonb3oBateneit oTobpaxkaeTca AepeBo
noAapasgeneHuit opraHusaumm (puc. 46), B KOTOpOM BblbepuTe noab3oBaTena and
NMPOCMOTpPa 1 Ha3HaYeHUA e My JINYHbIX NPaB.

Npaea nonb3oBaTenei

Buibop nonbsosatenei

4 2 MNogpazneneqna -

" Byxrantepua [ an:.:, o)
Fl pynna komnaHui « TPEWD» =
4 5380 «KAMEPOH® N2 Moopasaenetve  $&MUAKMA, MMA, 0THECTEO lomkHocTb CraTyc
4 @OUHAHCOBLI QMpeKTop 0  Byxrantepus WeaHoea HuHa BnagumMupoeHa Byxrantep ... CotpyaH.. @&
[ Byxrantepus
X P - 0  Byxrantepua KOoHCTaHTUMHOBa EneHa Hukona... Byxrantep .. CoTpyad.. @&
[ BomxeTHuii 0Taen
[ Mnanoeo-3KoHOMUUECKWA OTAEN 3 Bywrantepus Nuxan TaTeAHa Cepreseqa InaeHbiit By... HauaneH.. @
- O IMpekTop No Npogasam 4 Byxrantepus WeaHoea Hatanes CepreeeHa Byxrantep Oenonpo... B
- O MnasHblil MHxeHe .
p 4 ByxranTepua KpoToe Ceprei MeaHoEMY Byxrantep .. CoTpyaH.. @&
[ puanueckas cnyxba
- [ KnueHTsl 4 Byxrantepus MapeMHa Enexa Cepreeeda Byxrantep .. CoTpyaH.. @&

- O I'pynnel nonb3osatenei
Puc. 46. OkHo BbIbOpa NoNb30BaTENA 419 NPOCMOTPA U HasHAYEeHUA NpaB
Ona BblbOpa Nonb3oBaTeNA LWENAKHWUTE MO Ha3BaHWIO NoapasfesieHusa, B KOTOPOM OH

HaXx04MUTCA, U HaXKMUTE KHOMKy @ B COOTBETCTBYlOLWEN CTPOKe. [ NMOUCKa nonb3osatens
BBEAMTE MMSA B COOTBETCTBYIOLLEE NOJIE U HAXMUTE KHOMKY A nan knasuwy Enter.

OKHO npaB BbIbpaHHOTo Nosib3oBaTtens (puc. 47) BKNOYAET BKIAOKM:
— JInuHble npaBa —nepeyeHb IMYHbIX NPaB Nob30BaTeNA.

— MpaBa rpynn — nepe4yeHb Npas, KOTOpbiMW 06s1agaeT Mo/b3oBaTe/lb MCXO4A W3
NPWHaANEeXHOCTU K rpynne.

— Bce npaBa — nepeyeHb COBOKYMHbIX MPaB MO/Ab30BaTeNs, BKAOYAIOWMI KaK AUYHbIE
npasa, Tak M nNpasa rpynmn.

MpaBanonb3osareneit 79



Npasa nonb3osaTenel

Boibpan nonb3osaTens: CMoOpoackad Onbra CraHnCnaBoBHA

NuuHble npasa MNMpaea rpynn Bce npasa
4= 1ay THNbl QOKYMEHTOB Wabnonbl QOKYMEHTOB MapwpyTHbIE CHeMbl CnpasoyHn| =

WmeeT npaso
WabnoH *

E] Bx. Benosoit A,
E] Bx. ana Aobposonsckoro
[E] Bx. ana Hosarxosa C.EB.

E] forosopsl: CneuansHeii cpok (20 p.a.): [Jorosopsl peHabl C HOBLIM KOHTPareHToM

oooood

E] Oblwan sxoaALER KOPPENoHAEHWAR (KaHUENAPMA)
CoxpaHuTe BepHyTboa
Puc. 47. OkHO npocmoTpa npas No/sib3oBaTend. BknagKa JinuHbie npasa

HasHayeHune An4YHbIX NpasB BO BKNaaKe JIMYHble NpaBa aHAa/JOrMYHO HA3HAYeHWUIO npas
roynne. MNogpobHee cm. n. 6.2.3. locne BHeCEHUA WM3MEHEHUN HAXMUTE KHOMKY
CoxpaHuTb.

3ameuyaHne — Bce u3MeHeHMA B MpaBax Mo0/b30BaTe/iel OTCAEXMBAOTCA B OTYETE
«M3meHeHMe npaB», KOTOPbIN JOCTYNEH aAMUHUCTPATOPY CUCTEMbI HE@30MacHOCTH.
7.2. TipocmoTp CNUCKOB Npas Noab3oBaTens

[ns npocmoTpa npas Noab30BaTe s, KOTOPbIMM OH HaJeeH UCXOAA U3 NPUHAANEKHOCTU K
rpynne, nepengute Bo BKAaaKy Mpasa rpynn (puc. 48). YTo6bl yBUAETb, KaKMMKU NpaBammu
obnagaeT Nosb30BaTeNb B PaMKax KOHKPETHOM rpynnbl, BblbepuTe ee Has3BaHWe B
pacKpblBaloLWeMca cnmcke Mpynnbl B KOTOPble BKAOYEH MO/b30BaTe lb.

Npasa nonb3oBaTeneil
Beibpan nonwsosarens: CMOpoackan Onbra CTaHWCNagoBHa

NuwyHele NpaBa Npasa rpynn Boe npaBa

TOYNMel, B KOTOPLIE BKIKYEH NONLS0BATENE: |COZ0aHWe AOKYMEHTOR (E.:(]| »

THnbl QOKYMEHTOB MapupyTHbie CXeMbl Bce rpynnsi

CRpaBoqHIKIA MpocMo Cospiatiue LOKYMEHTOB [a):]@ :
E] Buawl pokymenTa [Bce Moaynm] CozgaH KonTpane (nox)
E] KontparenTsl [Bce mogynm] CoznaH Bce nonesoearenn
E] KonTpons Cosznan YNPEBNEHWE 23RBKEMKM HA ONNaTy

E] Crocofiel aocTasku [Bre Moy CoznaH AOMWHWCTPUPOBIHWE CNPABOYHWKE HOMEHKNATYPa 4en

Coxpanute  BepHyTbch

Puc. 48. OKHO npocmoTpa NpaB Nob3oBaTtena. Bknagka Mpasa rpynn
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Ona npocmoTpa COBOKYMHbIX NpaB No/sb3oBaTens (NMYHbIX M Npas rpynn) nepeiaute BO
BK/MagKy Bce npaBa (puc. 49). B KonoHke MmeeT nNpaBo yKasbiBalOT, K KaKoW rpynmne npas
OTHOCUTCA Kaxkgoe npaso. [lpaBa, HasHaYeHHble UHAMBMAYANIbHO, YKa3aHbl Kak «JlnyHoe
npaBso».

Npaea nonk3oBaTenei

Boibpan none3oeaTens: CMOopoackad Onera CraHncnagoBHa

NMuyHbie npasa Npasa rpynn Bce npasa

Tunw 3agay THnsl OOKYMEHTOB MapuwpyTHBIE CXeMbl CnpaBoYHAKH

CnpasoqHHKK MpocvoTp NobasneHme WzmeHeHne YaaneHue
E] Kortpons CoznaHue aokyMeHTos (Bx) Ll
E KontparexTs [Bee moaynm] MuHoe Npaso

KoHTponk (ko)
CozaaHWe AOKYMEHTOE (Bx)

E Buae aokymeHTa [Bce mogynM] KoHTponk {(Mcx)
Co3AaHHE A0KYMEHTOE (BX)

E] Cnocobb aocraskm [Boe moaym]  KonTponb (ucx)
CoznaHWe AoKYMEHTOE (BX)

[E] PacwmperHeie aoknaael [nopyd...  Bre nonbsosaTend Bre nonesoBaTENM

E] Kontpons [Bce momynu] KoHTponk (Mcx) JM4HOE NpaBo

E] Homerknatypa nen [ece moaymi]  AOMMHMCTPMPOBAHME CNPE...  ADMMHWCTDMDOE...  AOMMHWCTDMP...  AOMAHACTPMA. ..
KoHTpanb (ko) W

CoxpaHiTe  BepHyTeoR
Puc. 49. OkHO npocmoTpa NpaB No/b3oBaTena. Bknagka Bece npasa
7.3. HasHaueHu1e npaB Ha pefaKTUpoOBaHUEe JO0KYMEHTOB

BO3MOKHOCTb peAaKTUPOBaHMA AOKYMEHTA NOABMTCA Y NOb30BATENA NPU HAIMYUMN OLHOTO
n3 npas:

— KOHTPO/IMPOBAaHNA AOKYMEHTOB AOAdHHOro TuUnNa, €Ccan AOOKYMEHT HaXoAUTCA Ha
MUCNOTHEHWU UTN B apXUBeE,

— pefaKkTMPOBaHMA BCEX AOKYMEHTOB AaHHOTO TMNA;

— PeaaKTMPOBaHMA CBOWX (TO ecTb CO3Z4aHHbIX HemnocpeacTBEHHO MNOJ/b30BaTesEM)
AOKYMEHTOB AaHHOMo TUNa, ecNy pedakTUpOBaHWE CBOMX AOKYMEHTOB paspelueHo
HacTpolKamu BKNaaku [ONONHUTENBbHO MyHKTA MeHo HacTpoiiku cuctembl U
BKNaaKku MNpasa perncrpaumoHHON KapToOYKN OKYMEHTa.

MNonb3oBartens, KOTOoOpomMy AnA OI'Ipe,D,EI'IéHHOFO TUNa AOOKYMEHTa 33a4aHO Npaso
«KoHTpOonnpoBaHMe AOKYMEHTOB», CMOXET pefaKTUPOBaTb BCe AOKYMEHTbl 3TOro TuNa,
HaxogAawneca Ha ICNOJTHEHUN UK B apXUBe.

Monb3oBatenb, KOTOPOMY A/ OMNpPeAesiéHHOrO TWUMa LOOKYMEHTa 33aJaHo NpaBo
pPeOaKTUPOBAHMA BCEX AOKYMEHTOB Ha PacCMOTPEHWWM, MUCMONHeHuM U B apxuse (pwuc. 50),
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CMOXeT peaaKTUpoBaTb AOKYMEHTbI
cTaTyce.
PED.EIKTIJ‘IDDEIEIHME
OOKYMEHTOE Ha
PACCMOTPEHMM
1

Ece QoKYMEHTEI
CBOKM AOKYMEHTEI

HeT npae

3TOro TUMa,

PefaKkTUpoBaHue
AO0KYMEHTOE Ha
HCNONHEHKMK

]

Ece AoKyMEHTEI
CBoM AOKYMEHTBI

HeT npae

Haxogdauimeca B COOTBETCTByHOLEM

PenaKTHpoBaHNE
LAOKYMEHTOE B
apKHEE

[

Bce poKyMEHTEI
CBoM AOKYMEHTEI

HeT npae

Bce nDKyMEHTbll »
Het npae

CBOM AOKYHMEHTHI

Bce aokyMeHTbl

Bece nokyMeHThI

HeT npae
HeT npae

HeT npae

HeT npae
HeT npae

HeT npae

Bce ooKyMeHThl

Puc. 50. HazHauyeHne npaB peaaKkTMPOBAHUA OKYMEHTOB

YT106bl HA3HAYUTb NOSIb30BATEIO 3TO npaso:

— nepenanTe B NyHKT meHi0 MHCTpymeHTbl — AAMUHUCTPUPOBaHMe — lpynnbl nNpas,
BblbEpPUTE WAM CO34alTe Trpynny npaB, OTKPOWTE 3aKkNaaKky Tunbl AOKYMEHTOB
BKNaaku Mpasa. A HY»XXHOTO TMMa AOKYMEHTa B PACKPbIBAOLLEMCA CMIMCKE KOMOHKMU
PepakTupoBaHue 00KYMEHTOB Ha paccMoTpeHuun (PeaakTupoBaHMe A0KYMEHTOB Ha
ucnonHeHun, PepakTupoBaHMe [OKYMEHTOB B apxuBe) Bblbepute 3HayeHue Bce
0OKyMeHMbl.

— nepenanTe B NyHKT MeH0 MHCTPyMeHTbl — AgMUHUCTpUpoBaHue — lNosb3oBaTteny,
BbibepuUTe No/Nb30BaTENA, OTKPOWTE 3aKNagKy Tunbl 4OKYMEHTOB BKAagKu JInuHbie
npaea. [NA HY)KHOrO TUMa [AOKYMEHTa B PaCKPbIBAOWEMCA CMUCKE KOJIOHKM
PepaKkTMpoBaHUe AOKYMEHTOB Ha pacCMOTpeHUu (PeaakTupoBaHue AOKYMEHTOB Ha
ucnonHeHuu, PepakTupoBaHMe O0KYMEHTOB B apxuse) BblbepuTe 3HayeHue Bce
0OKyMeHmMbl.

B npouecce paboTbl MOMKET BO3HUKHYTb CUTyaUMs, KOraa HeobxoaMmo npeaocTaBuTb
Mo/1b30BaTe/N0 BO3MOXKHOCTb PeAaKTUPOBAHNA TO/IbKO TEX LOKYMEHTOB, KOTOPbIE CO3AaHbl
HEenocpeacTBEHHO MM camum. B Takom c/iyyae HasHadbTe MO/b30BaTE/NO0 MNPaBo
peaaKTMPOBaHMA CBOUX AOKYMEHTOB HY>KHOrO TUMa (Ha paccMOTPEHUN, UCMONTHEHUN UK B
apxuBe) M yCTaHOBUTE COOTBETCTBYIOLLME HAaCTPOMKM ANs TUNa AOKYMEHTa U/mnnun Cuctemsl,
nogpobHee cm. n. «Co3gaHMe  PerucTpauMoHHOM  KapToukM»  «PyKoBOACTBa
aAMUHUCTPaTOpPa AOKYMEHTOO60opOTaY.

Mpu GOPMMPOBAHUM BO3MONKHOCTU PeAaKTUPOBAHUA CBOMX OOKYMEHTOB MOJib30oBaTeNem
YUMTHIBAIOTCA HACTPOMKM, YCTAHOBJEHHble A41A TWMNa [AOKYMeHTa (B rpynne nonem
PepaktupoBaHMe CBOMX JAOKYMEHTOB BKAaaku [lpaBa perncTpaumMoHHON KapTOUKM
OOKYMeHTa) n Cuctembl (B NyHKTe MeH0 WMHCTpymeHTbl — AAMWMHUCTPUPOBaHUE —
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Hactpoiiku cuctembl).

MNapameTpel

pPenakTnpoBaHnA OOKYMEHTa,

yKasaHHble Aann

PErucTPauMOHHOM KapTOYKK, NPUOPUTETHEE CUCTEMHBIX HacTpoeK. Ecnu B rpynne none
PepaktupoBaHMe CBOMX [OKYMEHTOB BKAagku [paBa perncTpauMoHHON KapTOYKM
[OKYMEHTa YKa3aHo 3HauyeHue He 3a0aH0, byayT UCNONb30BaHbl HACTPOMKK, BbICTaBAEHHbIE
B NYHKTE MeHI0 MHCTPYyMeHTbl — AgMUHUCTPUpOBaHUe — HacTpoiiku cuctembl.

BO3MOHOCTb peJaKTUPOBaHUA CBOUX JOKYMEHTOB B 3aBMCMMOCTM OT HaCTPOEK OTparkeHa B

Tabnuue 6

HacTpoiiku cuctembi
(PepaktMpoBaHue cBoMX
[OKYMEHTOB)

Oa
Het

Monb3osaTenu c npasamu
peAaKTMpoBaHMUA CBOUX
[LOKYMEHTOB

Oa
Het

Monb3oBaTenu c npasamu
pefaKTMpoBaHUA CBOUX
[OKYMeHTOB

Oa
Het
Monb3oBaTenu c npasamu

peAaKTMpoBaHMUA CBOUX
[OKYMEHTOB

Oa

Het

Monb3oBaTenun c npaBamm
penakTMpoBaHUA CBOUX
AOKYMEHTOB

Na

Het

Tabauua 6. BO3MOKHOCTb pe4aKTUPOBaHMA CBOUX AOKYMEHTOB

HacTpoiikn TMna JOKymeHTa

(PepaktupoBaHue cBomx
[OKYMEHTOB)

Oa
Oa
Oa

Het
Het

Het

3HayeHune He 3aaHo
3HayeHune He 3agaHo

3HayeHue He 3aaaHo

MNonb3oBaTenu c npasamm
peAaKTMpoBaHWA CBOUX
OOKYMEHTOB

MNonb3oBaTenu c npasamu
peaakKTMpoBaHUA CBOUX
AOKYMeHTOB

Monb3oBaTtenn c npasamu
penaKkTMpoBaHUA CBOUX
AOKYMEHTOB

Oa
Oa

MNMpasa nonb3osartens

(PepaktuposaHue
AOKYMEHTOB)

HeT npas
HeT npas

HeT npas

HeT npas
HeT npas

HeT npas

HeT npas
HeT npas

HeT npas

HeT npas

HeT npas

HeT npas

CBOW JOKYMEHTbI

CBOW JOKYMEHT b

Bo3MOXXHOCTb

peAaKTUPOBaHUA CBOUX

AOKYMEHTOB

Oa
Oa
Oa

Het
Het

Het

Het

Het

Het

Het

Het

Oa
Oa

MpaBa nonb3oBarenei
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HacTtpoiiku cuctembl
(Pe sakTMpoBaHue cBOMUX
[OKYMEHTOB)

Monb3oBaTenu c npasamu
pefaKTMpoBaHMA CBOUX
[OKYMeHTOB

Oa
Het

Monb3oBaTenu c npasamu
peAaKTMpoBaHWUA CBOUX
[LOKYMEHTOB

Oa
Het
Monb3oBaTenu c npasamu

pefaKTMpoBaHMUA CBOUX
[OKYMeHTOB

Oa

Het

NMonb3oBaTenun c npasamn
peaaKTMpoBaHNA CBOUX
[OKYMeHTOB

HacTpoiiku Tuna JOKyMeHTa
(Pe sakTMpoBaHMe cBOMX
[OKYMEHTOB)

[Na

Het
Het

Het

3HayeHue He 3adaHo
3HayeHune He 3adaHo

3HayeHune He 3agaHo

Monb3oBaTtenn c npasamu
penaKTMpoBaHUA CBOUX
AOKYMEHTOB

Monb3oBaTenu c npasamu
pefaKTMpoBa HUA CBOUX
[OKYMEHTOB

MNonb3oBaTenu c npasamm
peAaKTMpoBaHWA CBOUX
OOKYMEHTOB

MNMpasa nonb3osarens

(PepaktupoBaHue
AOKYMEHTOB)

Cs oM JOKYMEHT bl

CBOW JOKYMEHTbI
CBOW JOKYMEHTbI

CBOW JOKYMEHT b

CB OV JOKYMEHT bl
Cs oM JOKYMEHT bl

Cs oM JOKYMEHT bl

CBOW JOKYMEHTbI

CBOW JOKYMEHTbI

CBOV JOKYMEHT bl

Bo3MOXHOCTb
peAaKTUPOBaHUA CBOUX
AOKYMEHTOB

[Na

Het
Het

Het
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8. HacTpoitku meHo

MyHKT MeHio UHCTpymeHTbl — AAMUHUCTpUpOBaHMe — HacTpoiikm meHio (puc. 51)
NMo3BOJIAET HacTpaMBaTb COCTaB U MNOPAAOK PaCMNONOXKEHUA MYHKTOB MEHIO O1A BCeEX
nonb3osatenein Cucremol. [lyHKT MeHIO [OCTyneH NOAb30BaTeNAM C MpPaBoOM
«AOMUHUCMPUPOBAHUE MEHH».

HacT poiikn MeH

BruauMed MYHKT MEHKD
NoroTun
ai= 3anaqu
+ 3anaqu
+ + CO30&ETE 33084y
+ 4+ Co3aaTte 3anaqy no dopme
+ 4 COTPYAHHKH W 330844
+ + ApXME 33034
+ 4+ Ha koHTpone
+ MpoeKThl
- E= [okyMenTEl
Coofuierms
KaneHaapb
BufinuoTexa

4 EE WMHCTpYMEeHTRI

+ AfpecHan KHWra

+ 4 i Oruers
1+ 4 = ALMAHWCT DMPOBEHNE

+ ¥ = AaMuHMCTpUpoBaHue 10

+ + . = Cucrema fesonacHocTi
1+ 4 = HacTpoliki

+ KaWMeHTCMe NpynoskeHins

- 3= NlononuTensHo

CDJ(DEIHMTb BoccTaHoBKMTh MCXoaHbIe HEICFpDﬁK.M

Puc. 51. OKHO HacTpOMKKM MeHto CUcTembl

[na oTobpaKeHUs/CKPbITUA MYHKTA MEHI0 BKAOUYMTE/BbiKNOUYUTE GNAKOK B KOJIOHKE
Bugumblid. CKpbiTMe pasgenoB M MYHKTOB MEHI NpuMBEAET K COOTBETCTBYHOLLMM
M3MEHEHUAM B MEHIO BCEX Mo/ib3oBaTenel Cuctembl. MI3meHeHUs BCTYNAT B CUY TONbKO
nocne NOBTOPHOro Bxoaa B Cuctemy.
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3ameyaHus:

1. CKpbITb NYHKT MeHt0 HacTpoiikn meHto pasaenos AOMUHUcmpuposaHue n Hacmpoiiku
HEBO3MOHO.

2. Ecvt OTKAOYUTD GNaXKKKM 4R BCeX MYHKTOB pasgenia, oH He 6yaeT oTobpaskaTbca B
FNaBHOM MEHIO.

Bo3MOXHO NepemelleHMe NYHKTOB MeHI0 B Npegenax pasgena. Ans nepemelleHns nyHKTa
MEHI0 UCMoNb3yiTe KHoMKM + u ¥, BO3MOXHO MepemelleHMe MNepeTackmBaHUem:
BblAE/IUTE MYHKT MEHI0O U NepeTawmTe ero B HeobxoaAMMoe MeCTO, YAEPKMBaA HarKaToM
NIEBYIO KHOMKY MbILwu (puc. 52).

HacT poiikn MeEHKD

Braumblii MTYHKT MEHKD
i NoroTan
V ai= Jana4u
7 + Sagaum
o T+ + CozaaTe 3aaaqy
Fi + 4 CozgaTte 3agaqy no gopme
v + 4 CDprnHM% EELENT
i + 4+ ApPXME 33084 % MposTs
7 + 4 Ha koHTpone
V + MpoeKTsl
v 3 EE HoKyMeHTEI
i CoobleHus
V Kanenaape
7 BubmmoTexa
4 EE MHCTPYMEHTEI
v 3 EE LononHUTENEHD

CoXpaHUTL BoccTaHoBMTE MCXOAHbIE HaL‘FDDﬁKH

Puc. 52. NepemelyeHne NyHKTa MEHIO

MN3meHeHMe pacrnoNoXeHUsA MYHKTOB MEHIO He BAMAET Ha HACTPOMKM MEHIO KaxKaoro
cyliecTsytolero nosb3oatenda Cuctemol. T HACTPOMKKM ByayT NpMMEHEHbI TOIbKO AnA
nosb3oBaTesiei, CO34aHHbIX NOC/e BHECEHWNA U3MEHEHMI B MeHLO. KarKablil noib3oBaTenb C
npaBoM «AOMUHUCMPUPOBAHUE MEHHO» BNOC/EACTBUN CMOXKET CAMOCTOATEIbHO HAacTPOUTb
MYHKTbl MeHIO CUCTEMBbI, HE CKPbITblE agMUHUCTPATOPOM NoapobHee cm. N. «HacTpomKku
MeHIo» « PyKoBoACTBa NOb30BaTENA».
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[Ona BOCCTAaHOBNEHMA HACTPOEK MO YMOJYaHUIO (OTOBpaxKeHWs BCeX MNYHKTOB MEHHo
Cuctembl) HaXKMWUTE KHOMKY BOCCTaHOBUTb MUCXOAHbIE HACTPOUKWU. [NA COXpaHeHUs
N3MEHEHWIN HaXKMUTE KHOMKY COXPaHUTD.
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9. HacTpoiiku nonb3oBaTtenei

MyHKT meHio HacTpoiiku nonb3oBatesieit NpeHasHauyeH ANA YCTaHOBKM MHAMBUAYANbHbIX
HacTpoek nosib3oBatenei (noapobHee cm. n. «HacTpolikn» « PyKoBoACTBa NONb30BaTENAY).
OKHO NPOCMOTPA NYHKTA MEHIO COCTOUT UX ABYX BKIALOK:

— JINuHbIEe HAaCTPOMKU — [/19 HAaCTPOIMKM BHellHero Buaa CuctemMbl, oTobparkeHna 3a4ay,
perynMpoBKuM JOCTyNa No/ib30Batesein K U3SMeHeHUI0 CBOMX PEKBU3NTOB.

— LiBeToBble HAaCTPOWKMN — 11 HACTPOMKM NO/Ib30BATEIbCKUX LIBETOB.
9.1. /InuHble HaCTPOMKHM

BknagKka JIMuHble HACTPOMKM — ANA HACTPOMKKM BM3yanbHOro odopmaeHua Cuctemsl.
BkntoyaeT B ceba 3aknaaku: BHewHwuid Bug, 3agaum n Oocryn. Mo ymonyaHuio AOCTyMHa
nosnb3oBatenam. MapameTpbl BbIOMPAIOT B KONOHKe 3HaueHue. Haxkmute KHonky CoxpaHuTb

B NII0BOM M3 3aKNafoK, YTobbl 3a4eMCTBOBATb BblGpaHHbIE HACTPOMKU MPWU JdanbHewnwei
paborte.

3aKknagKa BHewHuit Bug (puc. 53) — oA HaCTPOMKM OCHOBHbIX NMapameTpoB MHTepdeica
Cucremol.

NuuHbIE HACTPOHKK LIEETOERIE HACTPOMKM

BHewHuH By Japaum Aocryn

Hactpoitka JHaueHWe AnA cyWecTEYLMY, NONb30E... Hzmenneman
Azt MHTepdeiica Pyccruil A3k

Pazmep wpndita 12
CTapTOBATE ¢ Zanaum

PDA CTapToBaTE © Jagaum O
BeIEOAMTE NONHBIE GUO
BeIEOAMTE BPEMA B COKPALUEHHOM DOpMaTe [}
Ifonu-ietrao ZanKUCel Ha CTPAHWLY B OTYETAX CHCTEMEI 100 |:|
GezonackocTH

Wcnonb308aTh BONMLIESOLLME ONOBELLEHWR Het [}

CoxpanuTe

Puc. 53. OKHO NPOCMOTPA U peAaKTUPOBAHUA INYHbIX HACTPOEK. 3aKNaaKa BHelwHMA BUA,

Ha 3aknagke YCTaHaB/NBAKOT 3HAa4YE€HUA nonei:

— fI3bIK uHTepdelica. AOMUHUCTPATOP CUCTEMbI MOXKET [06aBUTb JIOKanAu3auun B
NMyHKTE MeHI0 f13bIKOBble HACTPOUKK (NoapobHee cm. n. 22). 3HayeHue BbIbUpaloT 13
pacKpblBalOLWEroca cnucka. Ana oTobpaxeHWa CMNUCKa LWeNKHWUTe Ha none Wnu

Ha)KMUTE KHOMKY ™,
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— Pasmep wpudra. Pasmep wpudTta nHTepdeica B nNuKcensax. Bo3amoxkHbI pasmep
wpudra: 10-15px. 3HayeHUe BBOAAT C KNaBMATypbl WAW BbIBMpPAOT NPU MOMOLLU

KHOMOK |+,
— CTapToBaTh €. HayanbHbI MYHKT MEHI0, KOTOPbIA OTKPOETCA MOAb30BaTeN0 MoC/e
BXxo4a B Cuctemy. 3HaueHMe BbIBMPAIOT M3 PacKpbIBalOLWErocs crucka (KHonka (™).

— BbiBogutb nonHble ®UO. Mpu ycTaHOBKe narkka 418 Kax4oro rnonb3oBaTens B
NleHTe AelCTBUIA No 3aga4e byaeT oTobpaxkaTbCa ero NoJIHOe UMA.

— BbiBoguTb Bpemsa B COKpaweHHOM dopmare. Mpu BKAIOUEHHOM OGNAXKKE B JIEHTE
OelcTBMA no 3agavye Bpems byaeT oTobparkatbca B dopmate «Y4Y.MM.». [Mpwu
BbIKNtOYeHHOM — B popmaTte «4Y4.MM.CC.».

— KonunuectBo 3anuceit Ha CTpaHULy B OTYETAX cuctembl 6e3onmacHOCTU. 3HauyeHue
BBOAT C KNaBMATYPbl UK BbIOMPAIOT NP NOMOLLM KHOMOK [~ |,

— Ucnonb3oBaTb BCM/bIBaKOLWME OMNMOBELLEHUA. BapnaHT oTobparkeHMs BCMJbIBAIOLLMX
OnoBeLLEHNN:

e Hem —onoselweHUA He 0T06pa)-KaIOTCF|;

e /lo — oTO6paKaloTCcA OMNOBELIEHMA O MOABAEHUN HOBbIX 3334 U HOBbIX AeNCTBUIA
no 3ajavyam;

e T0/1bKO 0718 HOBbIX 300QY — OT06pa)KaI-OTCFI TONbKO onoBelweHnA o noaBneHUn
HOBbIX 3a4a4.

[na npMMeHeHUsa HaCTPOMKM KO BCeM Mosib3oBaTensim CUCTeMbl YCTaHOBUTE (aXoK B
KONOHKe [NA CyliecTBylOLMUX nonb3osaTteneil. MNpu BbiKAOYEHHOM aXKKe HaCTpoWKa
6yAeT NpMMeHeHa TO/IbKO K BHOBb CO34aBaeMbIM No/ib30BaTeNAM. B KosioHKe U3meHsemasn
3a[al0T BO3MOKHOCTb N0/Ib30BaTe/1IEN PeAaKTMPOBaTb HACTPOMKY CAMOCTOATENbHO.

3aKknagKa 3agauu (puc. 54) Chy»KUT ANa HacTPOKKM 0ToBpaXkeHMA 3aJa4 U JOKYMEHTOB.
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Hacrpoiikn nonb3oBaTeneci
NMuuHbie HacTpoiikn | L|BETOBLIE HACT pOiKN

BHEWH WA B Janaum OocTtyn

HacTpoiika 3Ha4eHwe [NA CYWEeCTBYIOWMK NoNb30BaTenen W3menreman
WafnoH 330344 MO YMOMYEHMIO Het
CopTHPOEKE NOME30EATENEN B PESONIOUMAX B nopAake aobasnequa [
334844 MO YMOM4YEHKID C goknagom (aa/HeT) ]
MokasblBaTe HTML B AefCTBMAX |:|
KonuyecTeo ASACTEMA Ha cTpaHkdy (0 - Bes orpaduuenni) 0 [l
MoK&a3EIBETE NAHENL KOHTPOMLHLIX TOMEK

CoxpaHnTe

Puc. 54. OKHO NPOCMOTpPa M PeAaKTMPOBAHMA MYHbIX HAaCTPOEK. 3aKnaaKa 3agaum

B 3aKkn1a4Ke yCTaHaBAMBAIOT 3HAYEHUA NONEN:

— LLlabnoH 3agaum no ymonyauuto. LLIab1oH, KoTopbIi aBTOMaTUYeCKK ByaeT NpUMmeHeH
npu OTKPbLITUM GOPMbI CO34aHUNA 3a4a4n. 3HaueHMe BbIBUPAIOT U3 PacKPbIBalOLLETOCS

cnuncka (KHonka ™).

— CopTupOBKa noJsib30BaTesieid B pe3ontouusax. Bblbop COPTUPOBKM YYaCTHUKOB
pe3ontoumMin No A[OKYMeHTY — no andasuty uam B nopagke pobasneHus

nonb3oBaTesniei. 3HaueHUe BbIOMPALOT M3 PaCKPbIBAIOLLErOCA CrMcKa (KHoMKa ™).

— 3ajauM No ymonyaHuio ¢ goknagom (aa/Het). Mpu BKAOYEHHOM Gla’KKe B OKHeE
co34aHuA 3a4aum ranodka C 0oknadom byaeT BKAOYEHA MO YMONYAHUIO, €CNU UHOe
He npeaycMoTpeHo WabnoHoOM 3a4a4n.

— MokasbiBatb HTML B aeiictBusax. Mpu BKAOUYEHHOM naxKe B TEKCTe AEWCTBUIA MO
3afdadam 6yayT otobpaxatbcsd HTML-Tern (popmaTmpoBaHne TekcTa, Tabnumubl).

— KonuuectBo AeicTBuii Ha cTpaHuuy. JleHTa AeiCTBMIA B OKHE NPOCMOTPa 3a4adn
byneT pasbuta Ha CTpaHWUbl B COOTBETCTBUM C YCTAaHOB/MEHHbIM KOJMYECTBOM

AeCTBMIA. 3HaueHMe BBOAAT C KAaBUaTYPbl UK BbIBMPAIOT C MOMOLLbIO KHOMOK (. Mo
YMOYaHUIO YCTaHOBNAEHO 3HadYeHuWe: 0 — 6e3 orpaHuYeHNiA.

— lNoKa3biBaTb NaHe/ib KOHTPOJIbHbIX TOYeK. [P yCcTaHOBNEeHHOM GAaXkKe paspeluaeT
no/b30oBaTeNAM HacTpamBaTb OTobpa)keHWe naHenu obLEero Crnmcka KOHTPOJbHbIX
TOYeK Mo 3agayam nosb3osaTena (cm. n. Bknagka «lMnaHuposaHue» PykosoacTsa
nosib3osaTens) Mo yMo4YaHWUIO OTKNOYEHO.

3aknagKa focryn (puc. 55) — ana HacTpolkn napameTpoB oTobparkeHMa MHPopmauum o
nosb3oBaTene.
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NnuHBIE HACTPOHKKM LIEETOBbIE HACTPOMKM
EBHewH1A Bug Janaqmn

Hactposka 3HaseHne [AnA cyWeCTEYLMX NONb30E. .. HWzmeHaeman

MoKazblEaTs MoK TenedoHsl APYTHM NONLS0BATENRM

Coxpasnme
Puc. 55. OKHO NnpocmoTpa U peaakTUPOBAHMA INYHbIX HacTpOeK. 3aknaaka Adocryn

Mpu BKAOYeHUUM NaXKKa B KOMOHKe 3HaueHue 3HadyeHus noneit tuna TenedoH
nonb3oBatena (AoMallHWA, paboyunii, coTOBbIA) ByayT AOCTYMHbI ANA NPOCMOTPa BCEM
NnoJib30BaTe/IAM.

9.2. LiBeTOBble HAaCTPOMKHM

Bo Bknagke LiBeToBble HAacCTPOMKM HACTpaMBaloT cNocobbl LIBETOBOIO BblAeeHUs Ana 3a4a4
N genctenini Nno HUM (puc. 56). BKknagka BKAtoYaeT noapasgensi: LiBeTosaa MHAMKauuMa U
LLBeT HeNpPOUYUTAHHbIX O,EeNCTBUIA.

B nogpasgene LpBetoBas WHOMKAUMA MOMHO HAacTPOUTb LBET 33a4ayu, KOTOpbIi
oTobpaxaetca B KonoHke & cnucka 3agay nosnb3osatens. LleT 3agaum onpegened
[aBHOCTbIO PerucTpauumn no Hei nocnegHero gencrtevaA. Mo yMONYaHWUIO NpeaycMOTpeH
useToBoi Nnpodunb: «na nonb3osatenein». Npoduab MOXKHO BbIGpaTh B packpbiBaloLLEeMcs
cnucke. Mpodurnb BKAOYAET HACTPOKKY OTOBpaXKeHUA Bo3pacTatolleli nocaea0BaTeIbHOCTH
MHTEPBANIOB aKTUBHOCTM.
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HacT poilkn nonb30BaTenel

NuYHBIE HACT POHKH LlBeTOBLIE HACT POHKH

-| LipeToBaA HHOMKALIMA

WHTepBaNkl BKTWEHOCTH Lger | Mecsies DHeii Yacoe | Mumyt
[Tonkko uto | = [o]v] [o]v] [1[v] | [o]v]
[coBcem Hegaero | = [o]v] [o]v] [s[v] | [o]v]
T | = o0 | BN | 60| o
Coenveii paeroctn | = [o]v] [slv] | [o]¥] | [o]v¥]
o ) =1 O& | o | 6 | 6
[HosonbHO maeHo | = lo]v] [14]v] lo]v] [o]v]

|D|-IEHb JA3BHO

[BooBwe He Buino |

‘ Grayscale v | Ynanute
|H3333HH:-:- npodung |

- LlBeT HenpouHTAHHbIX OeACTBHI

BLIAENATE UBETOM HENPOYMTAHHLIE OiACTBMA
—= LigeT hOHa HENPOYMTAHHLIX AEACTBNIA

CoXpaH1TE
Puc. 56. OKHO NnpocmMoTpa 1 pefaKTUPOBAHUA LBETOBbIX HACTPOEK

[na 3apaHuA MHTEepPBana akTUBHOCTM BbibepUTe B PacKpbiBatoLLLEMCA CMIUCKE 3HaYeHne ann
COOTBETCTBYIOLLEIO MHTEPBA/Ia B KOJIOHKE C Ha3BaHWEM BPEMEHHOro oTpesKa (mecAu, AeHb,
yac, MMHYyTa). B KoNoHKe «LlBeT» 3a34al0T LBET, KOTOPbIN UMeeT 3a4a4a B Nepuoa oT Havyana
OZIHOTO MHTepBana u Ao Hayana cnegytouero. 18 U3meHeHUA LBeTa MHTepBana Bbibepute

€ro B OKHe Bbl60pa LiBe€Ta, KOTOpOeE BbiI3bIBalOT HaXXaTUEeM KHOMKHU .

AOMWHUCTPATOP CUCTEMbI MOXKET CO34aTb HOBbIM LLBETOBOM Npodunb Ha ocHoBe npodunn
«[na nonb3osaTeneny» NM60 N3MEHUTb CYLLECTBYIOLWMIA. U3MEHEHUA CUCTEMHOTO Npoduan
He MOoB/AMAET Ha MNO/Nb30BaTe/IbCKME HACTPOMKM W OyaeT NPUMEHEHO Ana BHOBb
co3daBaeMblX MoJsib3oBaTenen. OnA co3gaHWa HoBoro npoduas BbibepuTe WMCXOOHbLIN
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npoduib B pacKpbIBalOLLLEMCA CMIUCKE, YKAXKMUTE ero HassaHWe M Haxmute KHonky Co3aartb.
Mpu 3TOM Ha3BaHWE HOBOTo NpoduUaA 0TobpasnTCa B cnucke npodunen nonb3osatens. Ana
COXPaHEeHMS U3MEHEHWIA B HOBOM MNpoduae Haxkmute KHONKYy COXpaHUTb PALOM C ero
Ha3BaHMeM.

[oCTynHO yaaneHue Kak Nonb30oBaTeNbCKUX, TaK U CUCTEMHBIX Npodunen. Ansa yaaneHus
npoduna BblbepuUTe ero B PaCKPbIBAOLWIEMCA CMMUCKE U HaXKMUTE KHOMKY YAanuthb.
YaaneHwe eguMHCTBEHHOTO NPodUIs NONb30BATENA HEBO3MOXKHO.

N3meHeHUs, npousBegeHHble B noapasgene LiBetoBas wuHAUKauuA, noaTsepauTte
Ha*XaTnem KHOMKHU COXpaHVITb B HUXXHEW 4YacTu OKHa NMYHKTa MeHI0.

B nogpasgene LBeT HENPOYUTAHHbLIX [EWUCTBUA MOMHO HACTPOUTb BO3MOMKHOCTb
BblAE/IEHMA LLBETOM B /IeHTE AeMCTBMI 33Za4M HENPOYMUTAHHbIX NONb30BaTENEM AENCTBUIA.
B none LBetr ¢doHa HenpouuTaHHbIX AOEACTBUA BblbepuTe UBET M BKAOUUTE GNaXKOK
Bbidenams ysemom HenpodyumaHHbie 0elicmeus.

[ns coxpaHeHMUA LBETOBbIX HACTPOEK HaXKMMUTE KHOMKY COXPaHUTD.
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10. KaneHpapu pabouero BpemeHu

MyHKT meHio KaneHpapu pabouero BpemeHM no3sosseT rMOKO HacTpavBaTb pabouyee
BpeMA NpeanpuUaTUA B LENIOM, OTAE/IbHbIX NoApa3aeeHUI U COTPYAHUKOB. B Tom umcne:

— C034aBaTb, PEAAKTUPOBATb U YOA/IATb KaieHAapU pa60qero BpeMEHMU,
— Ha3Ha4aTb KaneHgapu pa60qero BpeMeHU nonb3osatenam Cuctremol;

— YKas3blBaTb CUCTEMHbIM KaneHpapb pabouyero BpemeHW, KoTopbid  bByaet
MCNONb30BaThCA 418 pacyéTa CMeLLEHNA CPOKOB BbINOIHEHMA 06beKTOB CUCTEMBI;

— onpeaenAatb nepunoabl pa6oqero n Hepa60qero BpemeHn OnA UCNoab30BaHUA UX B
KayeCcTBe CPOKOB UCMNOJZIHEHUA CO34aHHbIX MO UJa6}10Hy 3a4a4, AOKYMEHTOB U KT.

Pabouee Bpema MOXHO YyKa3aTb KaK B Ka/lleHAAPHbIX, TaK M B paboumx nepuoax.
KaneHdapHebiii nepuod BkntovaeT B cebs paboume M Hepaboume udacbl (obeneHHbIN
nepepbiB U HOYHble Yacbkl). Bpems, yKasaHHoe B paboyem nepuoge, UCNoab3yeTca Mnpwu
pacyéTe CMeLleHWs CPOKOB BbINONHEHMA 3adad, AokymeHToB, KT. Pabouuli nepuod
BKAlOYaeT To/bKO pabouyee Bpems. Hepabouee Bpema npu GOPMMPOBAHMM CPOKOB
NCMOJIHEHMA B TAKOM Nepuoae He yumTbiBaeTca. MoapobHee o nepmogax cm. n. 10.2.

MyHKT meHto KaneHgapu pabouero BpeMeHU COCTOUT U3 BKaA0K:

— KaneHpgapu — npocMoTp M pepakTMpoBaHME KasneHgapel paboyero BpemeHw,
YKa3aHuWe CUCTEMHOTO KaneHaaps.

— Mepuoabl — MPOCMOTP M pegakTUpoBaHMe NepuogoB paboyero M Hepabouero
BPEMEHMW.
— HacTpoMKu — yKasaHMe HanpaB/fieHUA CMeLLeHMs CPOKOB WCMOAHEHUs 3ajdad,

[OKyMeHTOB 1 KT; 3aaH1e HacTpoeK y4éTta paboyero BpemMeHu nonb3osartenei.

— Monb3oBaTenn — HasHayeHWe MHAMBMAYaNbHbIX KaneHgapel paboyero BpemeHu
Mob30BaTeNAM CUCTEMDbI.

10.1. Bknagka «KaneHpgapu»

Bo Bknaagke KaneHaapwm (puc. 57) poctynHbl npocmoTp, AobaBneHue, peaakTMpoBaHue U
yOaneHuve KaneHgapen paboyero BpemMeHu .

Kanenpapn Mepuoas! HacTpofiku MonesoBEaTend

HazsaHue CHCTEMHEIA
DBWKA KaneHaaps pabouero BpeEMEHN
MeTpoBa |:|
OTaen npoaak ]

Puc. 57. Bknagka Kanengapu
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Ona pobaBneHuMa HOBOro KaneHpapa paboyero BpemeHM (puc. 58) HaKmuTe KHOMKY
Do6asuTb.

Nobasnenne kanewapa pabouero speMenn X

HazeaHwe: YpanedWas pabota

PaBiounii nepuog: | Pabouar Hegens | 03.01.2011 00:00:00 |L®
McknioueHna:
Mepwog Lata Ha4ana
Hepabouuii aeHs 08.03. 2017 00:00:00
Hepaboumit aeHs 23.02,2017 00:00:00
+ || =
CoxpaHute OTMEHNTE

Puc. 58. OkHO f06aBAeHMA KaneHaapa paboyero BpeMeHu

B okHe go6asneHuns KaneHaapa paboyero BpeMeHM YKasblBakoT 3HaYe HUA:
— HasBaHue —Ha3BaHWe KaneHAapsA paboyero BpeMeHu.

— Pabouunii nepuog —3HauyeHMe BbIOMPAIOT U3 PACKPbIBAOLLETOCA CMIUCKA, COAEPIKALLErO
nepeyeHb NepUOAO0B, co3aaHHbIx B Cucteme. MNoapobHee o nepuogax cm. n. 10.2.

— WCKNIoYeHUA — CMUCOK NepUOoL0B-UCKAOYEHWNN, T.€. BPEMEHHDbIX OTPE3KOB, KOTopble
He Y4YMTbIBAlOTCA Kak paboyee Bpems. B o6A3aHHOCTM aAMMHUCTpATOpPa CUCTEMbI
BXOAWT CBOEBPEMEHHOE pPeflakTUPOBaHWE MepPUOAO0B-UCKAOYEHNI B COOTBETCTBUN C
NpasaHUYHbIMK AHAMMW. [lna o6aBaeHMA Nepuoaa-UCKNI0YeHMA HaxMKTe KHonKy T
(O06aBuTb), BbIGEPUTE B PACKPbIBAOLLEMCS CMIUCKE HYXHbIWN Nepuos u onpeaenunte
Aans Hero gaty. [aTy BbibupaloT B KaneHgape (kHomka |-°) BBOAAT C KnaBMaTypbl B
dopmaTe, yCTaHOBAEHHOM NpPW HacTpoike Cuctembl. [na yaaneHus nepuoga-

WCK/IOYEHMA HaxkmuTe KHonKy |~ (Yaanutb). 3adMKcUpyhTe WM3MEHEHWA, HaxKas
KHONKy COXPaHUTD.

YTob6bl OTKPbITb KaneHaapb 414 NPOCMOTPa UAM PeAaKTUPOBAHMSA, ABaM/Abl LIEAKHUTE Ha
HEM WAW BbIAGNUTE B CMNUCKE W HaXMWUTE KHOMKY PepakTtupoBaTb. PefakTMpoBaHue
KaneHpapa paboyero BpeMeHU aHaNorM4YHo ero gobaBneHuIo.

MOTUB 2.5 No YyMONYaHWUIO COOEPXKUT CUCTEMHbIA KaneHgapb «O6WMN KaneHdapb
pabouyero BpemeHu». Paboumin nepuos 3Toro KaneHgaps — paboyasa Hegens,
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NoOBTOPAIOLWAACA Ha NpOTAXeHWM Bcero roga. Pabouuii nepuon cneaylowero roga
HauyMHaeTcA, Koraa 3akaHymMBaeTca paboumnii nepros TeKYLLEro.

Y700bI caeNnaTb KaneHaapb CMCTEMHbBIM, BKAOUMTE GAAXKOK B Nose CUCTEMHbIA HanpoTuB
ero HasBaHus. CUCTEMHbIN KaneHZapb paboyero BpemeHn MoxKeT BbiTb 33aH TONbKO OAMH.
Ecnu ana nonbsoBatena uam nogpasaeeHua He YCTaHOBNEHO OTAENbHOIO KaneHaapsa, no
YMOJIYAHUIO CMELLEHMEM CPOKOB MUCMONHEHUS 06BEKTOB CUCTEMbI YNPABASET CUCTEMHbIN
KaneHzapb. B coOTBETCTBUM C HAcTpoWKamu paboyero n Hepaboyero BpemeHU KaneHZaps
6yayT opmmnpoBaTbCA AaTbl OKOHYAHMA 0OBEKTOB:

— llabsoHbI 3a0a4. [JaTa OKOHYaHMA 33434, CO34aHHbIX MO WabnoHy, nepecynTbiBaeTcA
M CMELLA@eTCcA OTHOCUTENIbHO COOTBETCTBYIOWEro nepuoaa. HanpasneHue cmelleHun
YKas3bIBalOT MPM CO34aHMKN/peAaKTUPOBAHUM TUNA 3aa4mM BO BKIaaKe HacTpoiiku (cm.
n.12.1.1).

— llabnoHbl KOHMPObHLIX MoyYek. AaTa HactynaeHus KT, co3gaHHbix no wabnaoHy. MNo
YMOJIYaHUIO [3aTa HACTYNAEeHWA KOHTPOJIbHOM TOYKM CMeLLaeTcs Ha KOJM4YecTBO
pabounx MUHYT, yKasaHHoe B none CmelieHue Npu co3gaHUK/peaakTUpPoBaHMUM
wabnoHa KT. HanpaBneHune cmelleHMA yKasbiBalOT NPU CO34aHUKN/pesakTUpoBaHmm
TMNa 3a4a4u Bo BKNaaKe Hacrpoiiku (cm. n. 12.1.1).

— Kapmoyku O0oKymeHmos u wabnoHel Kapmoyexk 00KymeHmos. CPpOK MCNONHEHUs
OOKYyMeHTa. Mo yMOJIYaHUIO CPOK WMCNONHEHMS CMELLAEeTCA COrNacHO 3HaYyeHulo,
yKasaHHoMy B none CPOK WCNOJIHEHUA KapTOYKM [OKYMEHTAa M ee wabnoHa.

HanpasneHue cmelLeHus yKasblBaloT npwm Co34aHNW/peaakTMPOBaHUK
PEerncTpaumMoHHON KapTOYKM JOKyMeHTa (cm. «PyKOBOACTBO aAMMHMCTpaTopa
AOKymeHToobopoTay).

— 3a0a4u no paccmompeHuto 0okyMmeHmos. [laTa OKOHYaHMA 33434 No PACCMOTPEHWUIO
OOKYMEHTA. [JaTa OKOHYaHMA CMELLAeTCA COMacHO 3Ha4YeHWto, yYKasaHHOMY B nose
ONUTeNbHOCTb PACcCMOTPEHUS MapLIPYTHOM CXembl, MAM B WabnoHe KapTOUKM
OOKymeHTa B nosne CpPOK WUCNONHEeHUA. [AUTeNbHOCTb PacCMOTPEHMA 3adaéT
afMWHUCTPATOP AOKyMeHToobopoTa. HanpaBneHwe cmelleHMA YKasbiBaloT Npu
CO30aHNN/PeaakTUPOBAaHUN  PErUCTPALMOHHOM  KapTOYKM  JOKYMeHTa  (cm.
«PYyKOBOACTBO agMMHUCTPATOPa AOKYMeHTOO60opOTa»).

10.2. Bknagka «lMepuoabi»

Bo Bknagke Mepuogbl (puc. 59) npocmatpuBatloT, A06aBNAOT, pedakTUPYIOT U yAanaoT
paboune n Hepaboumne nepunoapi.

B Cucteme cywectsyeT ABa 6a30Bbix Nnepnogda — paboyas MnHyTa M Hepaboyaa muHyTa. Ha
nX ocHoBe GopMUpPYIOTCA Nepuoabl:

— Pabouwmii yac — coctout 13 60 paboumx MUHYT.

— Hepabouumii yac — coctonT 13 60 Hepabounx MUHYT.
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— Paboumii aeHb — cocTouT U3 24 4acoB W BKAlOYaeT B cebs Kak paboune, Tak U
Hepaboume Yacbl. Hayano gHA OTCYMTbIBAETCA C Hayana CyToK, To ectb ¢ 00 yacos 00
MUHYT.

— Hepabouuit aeHb — coctouT U3 24 Hepaboumx 4yacoB. Hayano AHA OTCYMTbIBaeTCA C
Hayana cyTok, To ectb ¢ 00 yacos 00 MUHYT.

— Pabouaa Hegena — cocTouT M3 7 AHEN M BKAloYaeT B cebs Kak paboune, Tak U
Hepaboume aHW. Havano Hepenu ycraHaBAMBAKOT ANA Kax4oro KasneHgapa BO
BKNagKke KaneHngapwu.

— KaneHpapHbii AeHb — cocToUT M3 24 paboumx 4YacoB. Hayano gHA OTCUMTbIBAETCA C
Hayana cyToK, To ecTb ¢ 00 yacos 00 MUHYT. B Takom nepunoge Bce Yacbl — paboune,
cnefoBaTesibHO, Hepaboune Yacbl NpPu GOPMUPOBAHUN CPOKOB MUCMONHEHUA B TAKOM
nepuoae He y4mTbIBaAOTCA.

— KaneHpapHblii yac — coctouT 13 60 pabounx MUHYT.

Kaneugapn pabouero spemenn

DofaenTs
KaneHaapu Mepnogbl HacTporiic MNonszosaTeny

HazsaHue

Pabodan MUHYTa
Hepafiouas MuHyTa
Paboumin wac
Hepaboumii yac
Pafounid LeHs
Hepabouui aeHs
Paboqan Hepens
KaneHaapHeIH aeHs

KaneHaapHeIit Yac

Puc. 59. Bknagka Mepuopgbl

Mepuog, Kaner,aprlﬁ mecay He OTO6pa)KaeTCFI B CNUCKe, OAHAKO AOCTyneH anAa Bbl60pa
npu 3agaHum cmeweHua pat. [lepuop Kaner,aprlﬁ mecay, HeaoctyneH AanA
pefaKTMPOBaHMA U HEe MOXKET BbITb MCNONb30BaH NPU CO34aHUN U PedaKTUPOBAHUM APYINX
nepmnoaos.

10.2.1. flo6aBneHne nepuoaos

Ona cospaHusa nepuoaa (puc. 60) Haxkmute KHonky [,06aBuUTb.
B OTKpbIBLIEMCA OKHE YKa3blBAOT 3HAYEHUA:

— HasBaHue nepunoaga. HassaHue YKa3biBalOT B OA4HOMMEHHOM none.
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— CNWCOK Mepuoaos, M3 KoTopbix ¢opmupyetca pobasnsembii nepuog. [na

nobasneHna nepuoga Haxmute KHonky |+, BbibepuTe B pacKpbIBAKOLWEMCA CMUCKE
HY¥XHbIIA Nepuoa 1 onpeaennTe Ana Hero Aaty.

[Naty BbibupaloT B KaneHaape (KHonka 1) uau BBOAAT C KnasuaTypbl B dpopmate
«40.MM.ITTT Y4:MM:CC». B KonoHke KonuuecrBo yKaxKuTe, CKONbKO BblOpaHHbIX
nepuoaoB fONKHO BXOAWTb B CO34aBaeMblil Nepuoa,.

+ +

Hamenenne nepuoga *

HazeaHue: HenonHeli pabodyri geHe

KpaTkoe HavMMeHoBaHWe: | HenonHwlid pabouwii feHe

Mepuon KonkuyecTeo
Hepaboumii yac 9
Pafounid yac 4
Hepaboumii yac 1
Pafounid yac 3

Hepabo4uii 4ac

+| - +| +
[ KanenpapHsii nepuog,

[T Wenonszoeate npn GoPHMUPOBIHUN CPOKE MCNONHEHMA

CoxpaHuTh OTMEHHTE
Puc. 60. OkHo gobaBneHua nepmoaa

- ,ﬂ,OI’IOl’IHVITEI'IbeIe NMPU3HaKu. CyI.LI,ECTByeT BO3MOXHOCTb YKa3aHMA NPU3HAKOB:

e KaneHoapHsili nepuod — nepuoga cTaHeT KaJieHAAPHbIM, TO eCcTb Npu pacyéTe
CPOKOB UCNONHEHUA Hepaboyee Bpems ByaeT yunTbiBaTbCA.

e /Icnosb308aMb NPU  (OPMUPOBAHUU CPOKA UCNOAHEHUS — nepuoa byaer
[OOCTYrMeH B 1II0ObIX CUCKax, rae BbIbupatoT nepuoa ans oobeKkta Cuctembl.

[na pobaBneHnsa Nnepmnoaa HaxmmTe KHOMKy COXpaHuUTb.

PaccmoTtpum npouecc aobasneHust nepuofa Ha npumepe paboyvero gHa. Pabounn aeHb genntcs
Ha pabouune n Hepabouure vackl. K npumepy, pabounii geHb ¢ 09-00 go 18-00 u ¢ nepepbIBOM Ha
06eq ¢ 13-00 go 14-00 doopmupyeTcsi cnegyoL M o6pas3om:

— Hepabouuin yac — ¢ 00-00 go 09-00.
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Pabouwnin yac — ¢ 09-00 go 13-00.
Hepabouwnn yac (nepepbiB Ha 06ea) — ¢ 13-00 go 14-00.

— Pabouwnin yac — ¢ 14-00 go 18-00.
— Hepabouun yac — ¢ 18-00 go 00-00.

Ha pucyHKe 61 nokasaHO OKHO NpoCcMOoTpa nepuoaa «Pabounin aeHb».

Hsmenenne nepuoga

HazeaHue:

KpaTKoe HaMMeHoBaHKWe:

Meprog
Hepaboumil yac
Pabounid yac
Hepabouwii Yac
Pabounid yac

Hepaboumit yac

+| = ||+

[] KaneHaapHLii nepuop,

PaBoynii neHs

Pabioynil geHe

Konunuectso

=3

Wcnonezoeate npu GOPMUPOBAHUKM CPOKE MCMONHEHUS

CoxpaHuTh OTMEHNTE

Puc. 61. OKHO NnpocmoTpa Nnepuoaa «Paboumin geHb»

PaccmoTpum npouecc gobaeneHns nepuoga Ha npumepe paboyen Hegenn. Paboyas Heaens

aenntcsa Ha paboyne u Hepaboune aHu. K npumepy, pabovas Hegensi ¢ natbio pabovnmu n

OBYMS BbIXOOHBIMW AHAMU POpMUPYETCA CneayroL MM obpasom:

— Pabounin geHb — ¢ noHegenbHKKa Mo NATHULY. B konoHke KonnyecTBo ykasbiBaloT 3Ha4eHne 5
— COOTBETCTBEHHO KONMMYEeCTBY paboymnx gHEN.

— Hepabounin aeHb — cyb660Ta 1 BockpeceHbe. B konoHke KonnyecTBo ykasbiBalOT 3Ha4YeHue 2 —
COOTBETCTBEHHO KOMMYECTBY BbIXOAHbIX AHEN.

Ha pucyHKe 62 nokasaHoO OKHO NPOCMOTpa Nepuoaa «Paboyas Hegensay».

Kanenpgapu pabouero BpemeHu
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Hsmenenne nepuoga *

HassaHue: Paficyan Hegens

K[JBTKOE HaWMMeHOBaHKWE: Pabouas Henens

Meprog Konwsectso
Pabounii geHs 5
Hepaboumit geHs 2

+ - + +

KaneHaapHsii nepuog,
[] McnonezosaTe NpM OPHMAPOBAHWA CROKA WCMOMHEHWA

COoXpaHHTb OTMEHHTE

Puc. 62. OKHO NpocmoTpa nepuoaa «Paboyan Hegens»

Ecnu pabouas Hegena wecTuagHeBHan, € BbIXOAHbIM B BocKpeceHbe, To €€ nepuoabl byayT
BbIFAL4ETb Cneayowmm obpasom:

— Pabouunit neHb —c noHeaeIbHUKA No cyb60TYy.
— Hepabounit aeHb —BOCKpeECeHbeE.

Ha pucyHKe 63 MoKa3aHO OKHO NPOCMOTPa Nepuoaa Takoi paboyeit Hegenu.

Hazeakue: WecTuaHesHas paboyas Hegens

KpaTkoe HaWMEHOBaHWe: | WeCTMAHEEKS

Mepwon Konmiecreo
Pabounii getb 6
HepaSouwi gere 1

+ |- +| ¥

¥ KanenpapHeii nepuog
«| MICNone20BaTE NpW QOPMUPOBEHWH CPOKE HCMONHEHWA

Coxpa PHTh OTMEHHTh

Puc. 63. OkKHO npocmoTpa nepuoaa «LllectngHeBHan paboyas Hegena»

100



10.2.2. PepgakTpoBaHue 1 yganeHue nepuosos

Ona pepakTMpoBaHMA nepuoaa OBaXKAbl LEJAKHUTE Ha HEM WAM BblAENUTE B CMUCKE U
HaXmuTe KHOMKY PepaktupoBaTb. PefaKkTMpOBaHWE Mepuoga aHanOMMYHO  ero
nob6asneHuto. 3admMKCUpynTe M3MeHeHUs, HaxKaB KHOMKY COXpaHUTb.

[Ona yoaneHna nepuoga BblAeNUTE €r0 B CMUCKE U HAaXXMUTE KHOMKy Yaanutb. YaaneHue
nepuoaa HeBO3MOXKHO, €C/TN OH UCMO/b3yeTcAa Npu GOPMUPOBAHUM APYIUX NEPUOAOB.
10.3. Bknagka «Hactpoiiku»

Bo BKnagKke Hactpoiikm (puc. 64) HacTpamBaloT HanpaB/ieHUMe CMelleHUas U cnocob
KOPPEKTUPOBKN AaTbl BblINOSHEHUA 06beKTOB CUCTeMbl, nMapameTpbl y4yéTa pabouero
BPEMeHM Nosb3oBaTeen.
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Kanennapu pabouerc spemenn

KaneHoapu MNepuoas Hacr poitkn MonssoBaTenn

Hanpasnenue cMEWEeHHA OaT LI NPA Nonagaden Ha HEDBEDHEE BPEMA

{7) JaTa He MeHAeTCA

[ata caguraeTcA Enepeg
(_) [aTa COBMraeTCA Hazag
KoppexTupoBka gartnbl

Cnocob KoppeKkTHPOBKK: He KoppeKkTWpOBaTH 7

YCTaHoBHT b BPEMA

Bpema: 10:00:00

CmecTuThb B paﬁouem HHTEepBane

CMELLeHHe B UHTEpEane: [aTa cagMraeTca enepen b

CMecTuThb B neproge

KonwyecTeo nepuogoB: 1
Mepuog: Pabouas MuHYTa R
CMmeLleHne B nepuoge: [ata caBuraeTca enepeg B

Pabouee sBpema nonb3osBaTenei

] ABTozanyck Tekywei 33aum & Hauane paboyero WHTepeana
[] 3anpawMeaTtk NpU3HaK aKTMEHOCTH B HepaBodee BpeEMA

CoxpaHnTe

Puc. 64. BknagKka Hactpoiiku
B rpynne nonei HanpaBneHue cmelleHUA AaTbl Npu NONagaHUM Ha Hepabouee Bpems
BblOepUTE 04HO U3 3HAYEHUIA:

— Aama He meHsAemcs — Npy NonagaHumM Ha Hepaboyee BpemMa gaTa OKOHYAHMA 334a4m
CcmelLaTbea He byaer.

— [lama cdsuzaemcs 8neped — Npu NonagaHun Ha Hepaboyee Bpems AaTa OKOHYaHWA
3agaum byaeT cmewwatbes Bnepes K 6aunkanwemy MHTepBany paboyero BpemeHm.

— Aama cdsueaemca Ha3a0 — NpwW NonagaHuMM Ha Hepabouyee Bpems AaTa OKOHYAHWSA
3a4aum bygeT cmewaTtbea Hasag K bankalnwemy nHTepBany paboyero BpemeHu.
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B rpynne noneit KoppeKTUpoBKa p[aTbl HAcTpauMBaloT CNocob KOPPEeKTUPOBKM CpoOKa
MUCNONHEHMA AOKYMEHTA M AaTbl OKOHYAHMA 334a4M NpM MOMagaHUM MX Ha Hepabodee
BpEMA.

3ameuaHue: KOpPEKTUPOBKA AaTbl NPOUCXOAMT NOC/AE YCTaHOBKMU NapameTpa Hanpasnexnue
CMelleHUA AaTbl NpyU NonagaHuMM Ha Hepabouyee Bpems B OAHO W3 3HayeHui: Jama
cdsuzaemca Ha3aod wnu Jama cosuzaemca snepeo.

B none Cnoco6 KOpPpPeKTUPOBKM BbibepuTe CNocob KOPPEKTUPOBKM BPEMEHM,
MCNOb3YIOLWMIACA NO YMOJIYaHUIO, YTOYHUTE ero napameTpbl. CNocobbl KOppPeKTUPOBKU
BPEMEHM:

— He Koppekmuposeams — CPOK UCNOJIHEHUA AOKyMeHTa/,CI,aTa OKOHYaHMA 3a4a4Yun He
N3MEHAETCA.

— YcmaHosume 8pemMA — B KayecTtBe CPOKa MUCNOJIHEHUA ,D,OKyMEHTa/AaTbI OKOHYaHuA
33134 UCMOIb3YeTCA 3HAaYeHMe, YKa3aHHoe B noJse Bpema.

— Cmecmums 8 paboyem uHmepsane. Paboyuil uHmepean — nepuopg pabouyero
BPEMEHMW, B KOTOPOM UCKIOYEHbI U3 pacyéTa Hepaboume yachl. Bbibepute 3HaueHne B
none CmelieHue B UHTEpBane:

e [lama cosueaemca eneped — CPOK MCMNOJHEHUA [AOKYMEHTa/AaTa OKOHYaHMA
3aZa4um, nonazgasn B8 pabounin MHTepBan, byaeT cMelaTbesa Brepes A0 KOHUA 3TOro
MHTepBasa (Hanpumep, B KOHeL, paboyero gHs).

e /lama cosueaemca HA3a0 — CPOK WCMONHEHUA [AOKYMeHTa/Aata OKOoH4YaHuA
3a4aun, nonagas B pabounit MHTepBan, byaeT cmellaTbca Hasag K Hadyany 3Toro
WHTepBana (Hanpumep, B Ha4yano paboyero gHs).

— Cmecmums 8 nepuode. 3ajaHue nepuoda, B paMKax KoToporo byget
CKOPPEKTUPOBAH CPOK WCMONIHEHUA AOKYMEeHTa/AaTa OKOHYaHWMA 3a4auu. YKaxure
3HaYeHua nonen:

o Konunuectso nepnogos. KoANYECTBO YKa3blBalOT BPYUHYIO.
¢ Mepuogp,. Bcerna ncnonb3yeTcs KafeH4apHbI nepuoa,

e CmeweHue B nepuopge: /lama cosueaemcsa sneped wnu flama cosueaemcs
Ha3ao0.

B rpynne noneit Pabouyee BpemsA nonb3oBaTesieit 3a4aloT napameTpbl yyéta pabouero
BpPeMeHW NoJsib3oBaTene:

— Aemo3sanyck mekyweli 3a0a4u 8 Hayase pabo4e2o UHMEPBAsd — aBTOMaTUYECKM
HauMHaTb Y4ET pabouyero BpeMeHW MOoNb30BaTeNs MO TEKyllel 3agade B Hadvane
pabouero uHTepBana. Ecan dnaxok BbiKAOYEH, YY4ET paboyero BpemeHu
nonb3oBaTens B Kaxgom pabouem uHTepBane 6ydeT HauMHATbCA TOJbKO MNoc/ie

HasKaTna UM KHonku ™ .
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— 3anpawueams NPuU3HAK aKMusHocmu 6 Hepaboyee 6pemMs — TMPU  HaKaTUK
nosnb3osBaTenem OogHOM u3 KHormok — ® (Mpuctynute), ' (Npepsatbea) man ®

(3aKoHuUKUTbL) — B Hepabouyee Bpems, Ha IKpaHe OTOBPA3UTCA OKHO C BOMPOCOM, KaK
pacueHuBaTb ero gericteme. Ecnm GaaxKoK BbIKNOYEH:

e nNpu HaXkaTum KHonkn * (MpuUcTynuTb) HauMHaeTCca HOBbIM pabounii UHTepBan;

e npu Haxatum kHonoKk I (MpepsaTbca) nnmu ® (3akoHUMTL) 3aTpaveHHoe Bpems
AobasnAeTcs K npeaplaylemy pabouyemy HTepBany.

Ons puKcaunm nsmeHeHUN HaxkMmnTe KHonky CoXpaHUTb.
10.4. BknagKa «lonb3osarenm»

Bo Bknaake Monb3oBaTtenu (puc. 65) B cnyyae, ecnm B Cucteme Bedgrtca y4€T paboyero
BPEMEHM, BO3MOXHO HasHayeHWe MoNb30BaTeNsaM pabounmx KaneHpapenh M HacTpoKKa
aBTO3arnycKa 3azad B Hayane paboyero UHTepBana.

Kanengapu pabouerc spemenn

Kanexaapu Mepuoas! HacTporii NonbsosaTenn

Monesosatens [ MoapasaeneHne KaneHaape ABTO3aNYOK. ..
=L TPYNNa KoMnaHMiA °<TPEI-L':I.JJ,=\>

i Ipomos KIpuit Anekceesmnd Oa

-'. CMCTEMHBIM NONE30BATENE Aa

=i SAD 4K AMEPOH:
-'. Hoeakoe Cepref BnanMMupoBiy Aa
-'. Crmoponckaa Onera CTaHWCNaE0EHS rOﬁLLLMﬁ KaneHaape pabodero spemeH  Aa
& diah DMHEHCOBRIT AUPEKTOD
=) dl& QupexTop no Npoaaan
- [Lobposonecai BukTop Hikonae... 'OTHEJ'I npoaa fda
=k OTaen NPoAEH Ha BHYTPEHHEM P...
)4k OTgen NPOAEH HA BHELWHEM PhIHKE
) dik OTaEn MAPKETMHIa M NPOABVIKEH. .
) ik KM Tkl

CoxpaHute

Puc. 65. BknagKka Nonb3oBatenu

Ona HasHauyeHWs KaneHaapa BblAe/MTe MONb30BaTeNA B AepeBe NoApasaeneHuin U
BbibepuTe KaneHZapb B packpbiBalollemca chnucke. YTtobbl HasHauyuMTb KaneHaapb

OAHOBPEMEHHO BCEM MO0/1b30BaTENAM MOAPA3AeNeHUs, Ha3HadbTe KajeHAapb 3TOMy
noApasaefieHuio.

[Ona HacTpoiKM aBTO3anycKa TeKyleil 3agayn BblAeNUTe MNONb3oBaTens B Jepese
noApasAeneHnii U yKaxute 3HavyeHuMe B pacKpbliBalowemcs crnvcke. YTtobbl HacTpouTb
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ABTO3anyckK TeKyu_\eﬁ 3a4a4n O4HOBPEMEHHO ONnA BCEX nosb3oBaTesien noapasaeneHunsa,
yCTaHOBUTE Tpe6yeN\oe 3Ha4YyeHune anAa nogpasgeneHuaA.

Mpw BbIbOpE 3HaYeHUA 3HayeHue He 3a0aHO:

— B pacKpblBalOWEMcA CMUCKe KOJIOHKM KaneHgapb — nosb3oBaTeniio MU
noapasfeneHuto byaeT HasHayeH TeKYLMIM CUCTEMHbIN KaneHaaps;

— B PAacCKpPbIBAOLWLEMCA CMUCKE KOJIOHKM ABTO3aNyCK TeKylW,el 3ajaunm B Hayane
pabouero nHTepBana —noseaeHne CuctemMbl byseT onpeaeneHo CoCToAHMEM daXKa
Asmo3sanyck mekywel 3a0a4u 8 Hayasne paboye20 UHMepsasd BO BKNAAKE
HacTtpoiiku nyHKTa meHo KaneHgapu paboyero BpemeHu.
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11. NouckoBasa cuctema

MyHKT meHio MouckoBasa cuctema (puc. 66) No3BOASET HACTPOUTb WHAEKCUMPOBaHMe
06bekTOB CUCTEMbI, BECTU KOHTPO/Ab OBHOBAEHMA MHAEKCOB, HEOBXOAMMbBIX ANs paboTbl
nowucka B Cucreme.

20.28.06.07.2022

-| Mnchopmauma
MocneqHui samycs MEaskcaposarns - 15.11.2022 09:34
(| OBvexr Ecero | MNpowsgekcupoeado | B ouepeny | Owwdok MHOBKCMDOBEHUA
| Defictaus 36 36 0 0
(7| 2anaum 387 387 o 0
()| ®aiinsl, NpUEPennesHsLIe K 3aaadam b2 a0 0 2
| ATpuByTal 3a0a4m 326 326 0 0
(7| DoxymenTs a3 a3 o 0
)| ®aiinsl, NpUEpennesHLIe K JokymeHTam | 55 55 0 0
(| @aiinel nz GuBnuoTexn 3 1 0 5
)| PykoBogcTEa 0 0 0 0
(7| KoHTakTe 39 30 o 0
| CnpasouHuem 40 40 0 0
(7| MNpoekTw 12 12 o 0
()| Npaea nonw3osaTenai 35 35 0 0
[ Mepewngekcuposars || MMepeudnexcupozats Be8 || ONTMMWIMpOBETH MHOEKCH |
-] HacTpoiika

Pacnwcadwe aanycka (e hopmare cron)

rcaaaa |

Appec Solr cepeepa
|http:/flocalhost: 808 3/solr |

Makcumym 3NeMeHTOE 0YepeaM 33 04MH CeaHc MHOeKCMPOBaHKA
[10000 |

He wHaercipyemsle wainoqs @ainoe

MHOEeKCUPOBATE CHCTEeMHBIE geicTerA [

WHOeKCHMpOBATE NONE30BATENLCEME ,CI,EH CTEWA

NpUMEHWTE

OBHOBWTE
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Puc. 66. OKHO HacTPOWMKM NOUCKOBOW CUCTEMbI

Mouck o0b6beKToB CUCTEMbI BO3MOXKEH TOJIbKO MO MPOMHAEKCMPOBAHHbLIM  AaHHbIM.
NHaekcnpoBaHue ocywecteasetca CUCTEMOM aBTOMATUMUYECKM Yepes3 onpenenéHHble
NPOMEKYTKM BPpEMEHMU, NPUYEM UHAEKCMPYIOTCA TONbKO HOBble HEMPOMHAEKCMPOBAHHbIE
OaHHble. HacTpamBaeT aBTOMATUYECKYHD MHAEKCAUMIO agMUHUCTPATOP MOCAE YCTAHOBKM
Cucremol.

MNoapasgen UHbopmauma npegHasHavyeH AnA NPUHYAUTENIbHOW NepenHaeKcaumm gaHHbIX
M ONTUMM3ALUMM MHOEKCOB, MPOCMOTPA MHOPMALLMM O BPEMEHMW M pe3ybTaTax NociegHero
MHAEKCUPOBaHUA. 1A NPOCMOTPa OWMOOK WHAEKCMPOBAHMA LLENIKHUTE MO CCbINKe C
umdpoi B 0O4HOMMEHHOM KOMOHKE.

Ona NpuHyguTEeNbHOW NepeuHOeKcauMu AaHHbIX YCTaHOBUTE GAaXKKM 418  HYMKHbIX
06beKTOB CUCTEMbI M HaXKMUTe KHOMKy lMepeuHpeKcmpoBaTtb. B pe3ynbTate Bce Tekylume
MHOEKCbl 6yayT cbpolleHbl WM  MHAEKCUMpOBaHWE HadyHeTca c Hynd. [Ans Bbibopa
OfHOBPEMEHHO BCeX O0b6bLEKTOB YycTaHoBWUTe ¢naxkok B nose O6beKT. KHomnka
MepeunHpeKcMpoBaThb Bce — 414 NepeunHaeKcaummn scex 06bekToB CUCTeMbI, HE3aBUCMMO OT
BK/IHOYEHHbIX G1aXKKOB.

3ameyaHue: KpailHe He peKomeHayeM Npou3BoANTb NOHYIO NepenHAeKcaUuio AaHHbIX BO
BpeMs aKTUBHOM paboTbl N0Nb30BaTeNEN, TaK KAaK OHA MOXET 3aHATb OT HECKO/IbKMX YacoB
00 HEeCKOIbKMX CYTOK (B 3aBMCMMOCTMN OT 06beMa MHAEKCUPYEMBbIX AAHHbIX).

KHomKka ONTMMMU3UPOBATb MHAOEKCbI CAYXKWT A8 aBTOMaTUYECKOM OYMCTKM WHAOEKCOB,
npeAHasHayYeHHbIX A0 YA3JeHUs, 4YTO NO3BOAAET YCKOPWUTb WHAEKCALUMIO AaHHbIX.
OnTMMM3aUMA OOCTUraeTca 3a CYEeT KOMMPOBaHWA U O0BbeAUHEHWE CYLECTBYIOWMX, He
yAaneHHbIX 3anuceid. [118 3TOro NoHagobuUTCA TaKoe e KonYecTBo cBO60AHOMo MecTa, KaK
M A0 onTMMM3auMKU. Bo Bpemsa onTMMM3aLUMKM MOWUCK U UHAEKcauus paboTtatb He 6yayT.
[OnvTenbHOCTb NpoLeaypbl HanpPAMYHO 3aBUCUT OT CKOPOCTM AUCKOB.

B noapasgene Hacrpoiika agMUHUCTPATOP CUCTEMbI YKasbiBaeT MepPMOAMYHOCTb 3anycKa
NMHAEeKCMpoBaHMA obbekToB CucTeMbl, agpec Solr-cepBepa, ¢ nomoLlbio KoToporo 6yaet
OCYLLECTBAATbLCA WHAEKCAUMA, MaKCMMalbHOE KO/JM4YecTBO O06bEKTOB, KoTopble 6yayT
nepevHAEKCMPOBaHbI 33 O4MH CeaHC MHAEKCMPOBaHWA. PacnvcaHue 3anycka MHAeKcauuu
ocywecrendetca B dopmaTe cron, TO e€CTb BMECTO 3BE340YKM YKasblBalOT BpeMeHHOM
nepuoA: MUHYTbI, Yackl, AHW, MecALpbl, AHW HeAeAn — Nepuodbl, MO UCTEYEHUU KOTOPbIX
6y[eT ocyLecTBAATLCA aBTOMATUYECKan MHAEKCaLMS.

UHpeKcMpoBaTb cUCTEeMHble geictBua — dnar 4na MHOAEKCMPOBAHUA TOJIbKO CUCTEMHbIX
OEWCTBMA B 3afayax, Mo YMOJIYaHUIO YyCTaHoB/eH. MHAEeKcMpoBaTb MNOAb30BaTesibCKue
peucreua — dnar gnAa UHOEKCMPOBAHMA B 33aZayax TO/IbKO AeWcTBUM, aob6aBneHHbIX
Nnonb30BaTeIAMKN, MO YMOJYaHUIO YCTaHoBNeH. B pasgene AQMUHUCTPUPOBaHUE -
HacTpoiiku cuctembl BO BKNaAKe 3afaum N0 YMOAYAHUIO BKAOYEHA HACTPOMKa [na noucKa
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DEeNUCTBUIA UCNONIb30BaTb MOMUCKOBYK cuctemy (cm. n. Brknagka «3agaum»). HacTpolika

UrHopUpyeTcA 4NA MOMCKa OEeNCTBMM NO 3agadvye B npuaoxeHun «UHbopmep» — MOUCK
ocyuiecTenAeTca no 6ase AaHHbIX.

YT00bl M3MEHEHHbIE HACTPOMKM BCTYNMWUAM B CUTY, HAXKMUTE KHOMKY MpUMeHUTb.

Ona obHOBNAEHMA AaHHbIX MHAEKCAUUM HaXKMUTE KHONKY OB6HOBUTD.
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12. OnoBeweHun
12.1. Co3paHue o6baBNeHUA

MyHKT meHto CeAsb = CoobuweHua (puc. 67) npegHasHavyeH AnA pasmeLleHus 06bABNEHNN
N coobuleHmMn B Cnucteme, NPoOCMOTPa CNMUCKa 0O6BABMEHUMA M COOBLIEHMA U CTAaTUCTUKU
O03HAaKOMJIEHWMA C HUMMK nonyyaTenen (nogpobHee cm. n. «CoobuweHuna» «PykoBoacTea
nonb3oBaTensa»).

Coobuwenna
Tun cooBlueHus HassaHue ABTOD lata cosaa..  [aTta nokasa NononHUTENEHAR MHDOPMELMA ™
Mpurna Ha 12.02.2016 copuc42  al, (1uz4) A
coBe LSRR, We no
HanoMuHaHwe 3BOHOK KNHWEHTY Benoea 12.02.2016 12.02.2016  3BOHOK reHepansHoMY -"0 (0mz1)
camomy cebe AHaCTaCHA 14:45:56 15:00:00 oupexTopy 3A0 «Mckpar
©CefopoBEHa
OBesBneH1e rpoMoe KOpuii  08.09.2014  08.09.2014  08.09.2014 Ha cepsepe il (612 28
Anekceeeny 15:12:28 15:12:28 cucTeMa «MOTUB» ...
AeToCo0BUlEHNE 12.11.20 13.11.2014  3apava: Jorosop N2 132-2014  af, (1 wz1)
14 :52:09 11:52:09 c 000 «TOPO»
«TOPO®
AeTocoobwenne  [orosop NO rpomos IOpwii  13.11.2014  14.11.2014  3agaya: forosop NO 140-2014  af, (0 w3 1)
140-2014 c 000 Anekceeeud 15:42:50 14:42:30 ¢ 000 "MT-MHBECT"
"WT-MHBECT"
AeTocoobwenne  [oroeop N2 rpomoe KIpuid  27.12.2014  28.12.2014  3apava: Jorosop N2 151-2014  af, (0 vz 1)
151-2014 c 3A0 Anexceesny 15:28:24 14:28:24 C 3A0 «CKPA»
«lCKP A
AETOCOOBIEHME 1 rpoMoB 0puii  14.0 15.04.2015  3agaua: Joroeop N2 153-2015 ik, (1 vz 1)
Anexceeeny 14:34:37 13:34:38 C «HOEKC NTO»
W
+ Cosnate coofwerme =+ Cozaato ofbsenenme & = © o &

Puc. 67. OKHO NpOCMOTpa CNKCKa COObLEeHN

[na cospaHua obbaAsneHUa Haxkmute KHomky + Cospatb ob6bABneHue. B OTKpbIBLUEMCA
OKHe (puc. 68) BBeauTe TeKCT 06bABNEHMA, AaTy ero onybauMKoBaHMA U Bblbepute
nonb3oBaTenei, KoTopbim 6yaeT oTnpasneHo o6bABAeHME.

CoznaTe 06 bABNEHKE O %

HazeaHue™ OBHOENEHWE CUCTEMBI

TekcT ofeAeEneHns™ 25 teepana 2016 roga ¢ 12:00 go 20:00 ByneT NpOBOAMTLCA &

obHOENEHME CUCTeMEl MOTHB

24.02.2016 09:00:00

Hosakos Ceprei Bnagvmiposid (340 «KAMEPOH:=) #
Cmopoackan Onera CTanmcnasoeda [3A0 «KAMEPOH»)

Kniouesckii MapaT dénoposd (DWHAHCOBLIA gupekTop)
[obposonsaamil BukTop Hukonaeswy [(JWPEKTOP NO NpogaxanM)
Hukonbcmid AHToH Minxaitnosry (OTAEN TEXHWYECKOR

NOAAED®KN)

Hata nokaza™
CnUcoK nomyyatenein™

CoxpaHuTe OTMEHWUTE
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Puc. 68. OKHO co3aaHus 06bABNEHUA

[na coxpaHeHua co3gaHHOro obbasieHUA B CUCTeMe HaKMuTe KHomky CoxpaHutb. Ans
OTMEHbI CO34aHNA 0O6DBABMEHUA HaKMUTE KHOMKY OTMeHuTb. Co3gaHHble coobleHuna u
06bABNEHNA 0TOBPA3ATCA Y NONb30BaTENEN B NYHKTE MeHI0 CBA3b - CoobLlieHus.

[lLN7 NPOCMOTPa CTaTUCTUKM O3HAKOMIEHWSA C OBBABNEHMEM HAXMUTE KHOMKY "o B ero
CTpoKe.

Mocne npocmoTpa 06bABAEHMA BCEMM MOJb30BATENIAMM €r0 MOXKHO YAAnUTb (HaxmuTe
KHOMKY — B CTpOKe 06baABneHus).
12.2. LLlabnoHbl onoseLeHuit

Lla6noHbl onosewjeHuUli — 3TO MaKeTbl OMOBELLEHUI, oTnpaBademMblx CucTemon npwm
HacTynneHuM onpeaenéHHblix cobbiTuin. LWabnoH onoseleHMA MOXKeET BKIOYATb
nHdopmaumio 0 CobbITUM M NPOM3BO/IbHLIN TEKCT. Bo3mo)KHa HacTpoMKka wabnoHoB
onoseLweHui a1 cobbITUi:

— HoBas 3agaua;

— HoBoe pelicteue;

— 3apaya 3aKpbITa;

— YpaneHue nonb30BaTeNA U3 3ajauu;

— 3afava Bo3BpalleHa Ha gopaboTky;

— CoobuieHue;

— CoobuieHue no 3agaye;

— CoobLieHMe No AOKYMEHTY;

— HanomwuHaHwue;

— HanomwuHaHue no 3agave;

— HanomunHaHWe No JOKYMEHTY;

— lMpurnaweHne Ha coseLaHune;

— lMpurnaweHne Ha coBeLlaHWe No 3a8a4e;

— lMpurnaweHne Ha coBeLWaHUE NO AOKYMEHTY;
— YBegomneHne HoOBOMY NMoab3oBaTeto Cuctemel;
— YpaneHue daiina ns bubnmnoteku;

— [lobaBneHue daiina B bUH6AMOTEKY.
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LWabnoHbl oOnoBelleHMI HacTpavMBaeT agMUHUCTPATOP CUCTEMbI B MYHKTE MEeHIo
AdmuHucmpupoeaHue -» LLlabaoHbI onoseuwjeHuli.

Buabl wabnoHoB:

— wabnoHbl Email onoBseweHUA — UCNONb3YIOT 418 OMOBELIEHUA MoJsib3oBaTenem
CuCTeMbI MO 3N1EeKTPOHHOM NoyTe;

— wabnoHbl SMS onosewieHUii — MCNONb3YIOT A8 OMNOBELLEHUA MO/b30BaTE/NEMN
Cucremsbl yepes SMS;

— wabnoHbl Email onoBeweHnii ANA BHEWHMX NONb30BaTenei — MCNOAb3YOT ANA
OnoBeLLEeHMA BHELLHUX NONb30BaTeNei 0 CObbITMAX 3a4a4, B KOTOPbIX OHM YYaCTBYIOT.

3ameuaHue — CucTeMHble Wab/oHbl HE MPUMEHSAIOTCA 417 TUNOB 33434 U SOKYMEHTOB, B
KOTOPbIX HAaCTPOEHbI MHAMBUAYANbHbIE WAabMOHbI yBEAOMIEHWUIA. HacTpOEHHbI CUCTEMHbIN
WwabnoH byaeT yCTaHOB/IEH MO YMO/TYaHUIO TO/bKO B HOBbIX (CO34aBaeMbIX) TUMaxX 3a4a4 U
[OKYMEHTOB.

[na npocMoTpa 1 nameHeHuUn WabnoHa WeNKHUTE MO ero Ha3BaHMIo B cnucke (puc. 69). B
MpPaBoi 4acT1 OKHA 0TO6Pa3NTCA OKHO peaaKkTMpoBaHus wabaoHa.

LlabnoHbl onoBeweHni

e e e e 0T koro {FROM_NAME_CONFIG} <{FROM_MAIL_CONFIG}>
HoBas sagaua 3aronoeok £ TASKNUMBER}: YBeAOMAeHWE 0 HOBOM 33fave {TAS
CoB3A Sa0443

- === = =
HoBoe neficTEne B @ @ B I U| | :=
Jafaqa 3aKpeITa —

®opmar... ~ || Wpndt < || Pa.. ~|| A }-| = =S| T |2
¥AaneHne Nons30BaTENA M3 330341 =
~

3ana4a BO3EDALEHS HA AopaBoTKY Hogas 3anaua
CoobBuermne
CooBluerne no sanave Mpoesxr: {PROJECTLINK}
CoofileHne NO NOKYMEHTY. 3apaua: {TASKLINK}
HanomHaH1e Onuncanue: {TDESCRIPTION}
DENOMUHSHWE N0 330548
HanomuHaHe no sanaue [lata i
HanoMMHEHME N0 AOKYMEHTY OKOHYEHUA: {ENDDATE]
UpHINSWEHWE HE COBELLGHIE -
TpMrnaleH1e Ha COBEEHHE [ns: {TOLINK} "
TpMrNAWEHNE HA COBEAHKE MO Sadaqe
TIDMrNBWEHNE HA COBEILEHWE M0 AOKYMEHTY
YBEAOMNEHWE HOBOMY NONb3OBATEND CUCTEMbI MOTHE COXpaHHTE
Yaanenue daling us funuoTekn
LOobaeneque diaiina s fubnuoTexy w

Puc. 69. OKHO peaaKTMpoBaHuMA WabsoHa Email-onoseleHua

OKHO pepakTupoBaHus wabnoHa Email onoBeleHWn CoCTOMT U3 ABYX 4acTel: Lanku
NMUCbMa M TeKcTa Nnucbma. LLianka nncbma coctouT n3 Asyx noneii — OT Koro 1 3aros10BoK.

B none OT KOro yKasblBalOT MMA OTMPABUTENA, NO YMOJYAHWUIO — Ha3BaHWe M aapec
aBTouMHpopmaTopa Cuctembl, KoTopble 3agatoT Teramu {FROM_NAME_CONFIG}
<{FROM_MAIL_CONFIG}>. NoapobHoe onucaHue Teros npeacTasneHo B Tabauue 7. B none
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3aronoBOK YKa3blBAlOT 3aro/soBOK (Tema) nucbma. B 3aronoBke MOXHO yKasaTb Terw,
Hanpumep {TASK}, {PROJECT}.

OCHOBHOE Ha3sHayYeHWe Teros — 0TOOPaAXKEHNE HAa3BAHMUM U CCbINOK Ha 06BEKTLI, MO KOTOPbIM
npousownn cobbitua. Mpn dopmMmMpoBaHUN OMOBELLEHUI BMECTO Teros MNoACTaBAAKOTCA
COOTBETCTBYIOWME 3HaYeHMA. MeKay ChoBammM U Teramm CTaBuTcA npoben.

0O603HayeHue Tera

FROM_NAME_
CONFIG

FROM_MAIL_
CONFIG

PROJECTLINK

PROJECT
DOCTYPE

DOCLINK

DOCLINKONLY

DOCLINK_PDA

DOCLINKONLY_

PDA

TASKLINK

TASKLINKONLY

HassaHue Tera

HavmeHoBaHue
aBTOMHpOpMaTopa

JNeKTPOHHbINA agpec
asTonMHbopmaTopa

CcblKa Ha NPOEKT, K
KOTOpPOMY NPUKpenieHa
3ajaua

Ha3BaHue npoekTa

Tun goKymeHTa

CcbliKa Ha OKYMEHT

Anpec CCbIKM Ha
OOKYMeHT

CCb/IKa Ha SOKYMEHT B
MobunbHOM nHTepdelice

ALpec cCbINKM Ha
[OKYMEHT B MOBUNBHOM
nHTepdelice

CcblniKa Ha 3adaydy

Anpec cCbIIKM Ha 3agauy

Tabnuuya 7. Tern ana popMmnpoBaHUA ONOBELLEHUI NO COBbITUAM B CucTeme

KommeHTapui

Mcnonb3yeTca oA yKa3aHUA UMeHU OTNpaBUTeNA yBeAOMAEHNA

V|CI'IOJ'Ib3yeTCF| ANA YKa3aHUA 3/1eKTPOHHOro agpeca oTnpasutens
yseaomneHua

OTo6pakeHne Ha3BaHWA U CCbIIKM Ha NPOEKT. Mpu LWenyKe No ccblike
oTo6pa3utca OoKHO aBTopu3aumn B Cucteme. Mocne asropu3aumu
6yfeT OTKPbITa KapPTOUKa NPOEKTA.

OTtobparkeHue Ha3BaHWA NPOEKTa, K KOTOPOMY NMPUKpenaeHa 3ajaya
OTtobpakeHue TMna JOKyMeHTa

OTobpakeHne Ha3BaHUA U CCbIIKU Ha AOKYMeHT. pu Wwenyke no
cCbiiKke O0TO6pa3uTca OKHO asTopusauum B Cucteme. [ocne
aBTOpPM3aLMM ByAeT OTKPbITa KapTouKa AOKYMEHTa.

HenocpeAcTBeHHO CCbIIKA Ha AOKYMeHT. Mcnonb3lyeTcs Ana co3ganus
CCbIIOK C NPOU3BO/IbHBIM popMaTUpOBaHMEM. 1A CO3AAHMUA CCbINKU
nomectute Ter DOCLINKONLY B aTtpubyt «href» html-tera <a>.
Hanpumep: <a href= "{DOCLINKONLY}">Cchbinka Ha
OOKYMEHT</a>. B KayecTBe CCbUIKM MOMHO WCMO/b30BaTh
M306paskeHne, ero Hy>KHO NOMECTUTb MeXAY Teramm <a>u </a>.

OtobpakeHue Ha3BaHWUA M CCbITKM Ha AOoKymeHT B PDA-uHTepdeiice.
Mpw Wwenuyke No ccoiike 0To6pas3nTca OKHO aBTopusaumm B Cucteme.
Mocne aBTOpM3aLMM ByAeT OTKPbITA KapTOUKa AOKYMEHTa.

HenocpeACTBEHHO CCbiNKa Ha [AOKYMeHT B PDA-uHTepdeiice.
V|Cﬂ011b3yeTCF| Aana Cco34aHuA CCbIIOK C NMPOUN3BO/IbHbIM
dopmaTupoBaHuem. N8 CO34aHMA  CCbUIKM  NOmecTute  Ter
DOCLINKONLY_PDA B aTpubyT «href» html-tera <a>. Hanpumep: <a
href="{DOCLINKONLY_PDA}"> Cchbinika Ha [dOKymeHT</a>. B
KayecTBe CCbIZIKM MOXHO MCNOJ1Ib30BaTb M306pa)'K6HVIe, ero HyXxHo
NOMECTUTb MeX Ay Teramm <a>u </a>.

OTobpakeHne Ha3BaHWA U CCbIKM Ha 3aauy. [pu LWenyKe No ccbiike
oTobpa3uTcA OKHO aBTopu3auum B Cucteme. lMocne aBTopM3auum
byAeT OTKPbITa KapPTOYKa 3a4auu.

HenocpeacTBeHHO CCbKa Ha 3agadvy. McnonblyeTtca Ana cos3ganua
CCbIIOK C MPOU3BO/IbHBIM popMaTUpPOBaHMEM. 1A CO3AaHMUA CCbITKU
nomectute Ter TASKLINKONLY B aTtpubyt «href» html-tera <a>.
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0O603HaYeHue Tera

TASKLINK_PDA

TASKLINKONLY _
PDA

TASK
TDESCRIPTION

ENDDATE

POSTER_DEP

TO

SHORT_TO_NAME

POSTER_NAME

SHORT_POSTER_
NAME

DATE

ACTION

LAST_20_ACTIONS

TOLINK

POSTER_MAIL

HassaHue Tera

Ccbinka Ha 3agavy B
MobunbHOM nHTepdelice

Afpec cCbIIKM Ha 3a4auy B
MobunbHOM NHTepdelice

HasBaHue 3ada4un
TeKkcTonucaHma 3a4a4un

[laTa OKOHYaHUsA 3aaun

MNoapaspeneHne
nonb3osaTtena

Mma nonyyatena
yBeJomneHuna

CoKpaleHHoe nma
nonyvyatenaysegomneHuAa

Mmsa nonb3osatens,
ocyliecTeuBLero cobbitne

CoKpaleHHoe nma
nonb3osaTens,
OCyLLeCTBUBLLETO COBbITUE

[aTa cobbitna

TeKcT AencTena No 3agayde

Cnucok nocnegHmx 20
LeNcTBMIi No 3apave

CcblKa Ha MHPOpMa LMo O
nonyyatene yBeJOMIEHUA

INEeKTPOHHBIN aapec
aBTopa cobbiTuA

KommeHTapui

Hanpumep: <a href="{TASKLINKONLY}">Ccbinka Ha 3agadvy</a>.
B KayecTBe CCbIIKM MOXXHO MCNO/1b30BaTb M306pa)KeHVIe, €ero HyXHo
NOMECTUTb MeXXAay Teramm <a>u </a >,

OTo6pakeHne Ha3BaHMA U CCbIKM Ha 3a4auy B PDA-uHTepdeiice. Mpu
Le NYKe Mo cCbiKe 0Tobpa3mnTcA OKHO aBTopmsaLumm B Cucteme. Mocne
aBTOpM3aumm ByeT OTKpbITa KapTouKa 3aaum

HenocpeAcTBEHHO cCbllKa Ha 3agady B  PDA-uHTepdeiice.
Mcnonb3yetca  gnAa  CO3[4aHMA  CCbINOK  C  MPOMU3BOJIbHLIM
dopmaTupoBaHvem. [NA  CO34aHMA  CCbUIKM  nNomecTute  Ter

TASKLINKONLY_PDA & atpubyt «href» html-tera <a>. Hanpumep: <a
href="{TASKLINKONLY_PDA}"> Ccbinka Ha 3agauyy</a>. B
KayecTBe CCbIIKM MOXHO MCMONb30BaTb U30OpaKeHune, ero HyKHO
NOMECTUTb MEXK Ay Teramm <a>u </a>.

OTobpakeHne Ha3BaHWA 3a4aum
OTobpaskeHue TeKCTa ONMcaHuA 3a4aum

OTO6pa)KeHVIe AaTbl  OKOHYaHUA ecnm

YCTaHOBNEH CPOK OKOHYaHMA

3agaum, ana  3ajauv

OtobpakeHune Ha3BaHWA MOAPa3Ae/NeHUs MO/b30BaTess, KOTOPbIA
ocyuwecTenn cobbiThe No 3ajaye

OTob6paxkeHne PUO nonyyaTena yse LoMIEHUA

OTobpakeHMe COKpaLEeHHOro WMEeHW MoayyaTens yBefOMIEHWA
(dpammana n uHmumanel nonbsosaTens). PekomeHayem MCNONb30BaATL
B SMS-yBegomneHmnax

OTobpaxkeHne @OUO nonb3osBaTens, KOTOPbIM 3aperucTpuposan
AelncTeMe Mo 3agayde, oTnpasua cooblieHne/HanoMMHaHNE U T.N.

OTobpaxkeHue bamunum " MHWULMANOB nonb3osaTens,
ocyuwiecTsusliero cobbitne. PekomeHAyem ucnonb3osaTb B SMS-
yBeJOMNEHUAX

OTobpakeHue AaTbl COBbITUA: AaTbl pErUCTPaLLMU AeACTBUSA, CO34aHMA
33/4a4m, OTNPaBKM HAMOMUHAHUA U T.M.

OTobpakeHNe TeKCTa AencTBuA No 3a4ave

OTobpakeHWe nocnegHUx AencTemii No 3agade. Mcnonbsyetca ans
O3HaKoOM/leHUA nosb3oBaTens C 3ajadeid. MoxHO  3ajaThb
NPOU3BO/IbHOE KOJIMYECTBO AeNCTBMI. PeKomeHayeM UCNoNb30BaThb B
WabNOHaX ANA BHELHUX NONb30BATENEN, T.K. OHU HE MOTYT NPOYUTATDL
BCIO IEHTY AeNCTBUI

CcblKa Ha OKHO ¢ MHbOpMaLMei o nonyyatene ysegomnenus. Mpu
Le IYKe MO CCbIKE 0TObPa3nTCA OKHO aBTOpM3aLmm B Cucteme.

OtobpaxeHue 3N1€KTPOHHOrO agpeca nosb3osaTesns,
ocyliecTsuBLIEro cobbiTHe (eCNM OH YKa3aH B peKBU3UTaX)
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0O603HaYeHue Tera

MESSAGENAME

MEETING_PLACE

HassaHue Tera

Ha3BaHwue coobleHus

MecTo npoBefeHus

KommeHTapui

OTobpakeHWe Ha3BaHMI coobuleHui, coobuleHMit No 3ajavam,
HaMoOMWHaHWIA NO 3a4a4aMm M HaNnOMUHAHWUIA camomy cebe
OTobpakeHne MmecTa

npoeeaeHnAa cosellaHUA, YKa3aHHOro B

coBeLWAHNA npurnaweHnax Ha cosellaHne

MEETING_TIME Bpemsa nposeaeHua OTobpakeHNe BpeMeHM NpoBeAeHUs COBELWAHMA, YKAa3aHHOro B
coBelaHna npurnaweHnAX Ha coBelaHne

ADDINFO [JononHutenbHasn OtobpakeHue AOONONHUTENbHOW WHOOPMALMKM, YKAa3aHHOW B
MHPOopMauma CO0bLEeHNAX, HAMOMUHAHUAX U MPUTNALLIEHNUAX HA COBELAHNe

LOGIN Mma nonb3oBaTtensa OTo6pakeHne nmeHu ans Bxoaa B Cuctemy (noruHa). Ucnonbsyetca B

yBeAOMNEHMN HOBOMY NOb30BaTEN IO
PASSWORD Maponb OTobpakeHne napons pnsa sxoga B Cuctemy. Ucnonbsyetca B

yBeaAOM/IeHUN HOBOMY NON1b30BaTE O

SERVER_NAME Ha3BaHue cepsepa Cucrtembl.

Cuctemol

OTobpakeHue Ha3BaHMA cepBepa
yBeJOMIEHUM HOBOMY MO/1b30BATENIO

Ucnonb3yeTtca B

OT06pa>+<eHv1e MMeHM BlaZe bl NOYTOBOrO ALMKaA. Micnonb3yeTca B
wabnoHax OFIOBELLI,eHMl‘/II ANA BHELWHUX NON b3oBaTenei. MouytoBble
yBeaAOMNEeHNA BHEWHUM NO1b30BaTENAM 6yﬂ,yT ApPUXoauTb OT UMEHU
Bnajenbua NOYTOBOro AWMKa

MAILBOX_OWNER_
FROM_NAME

Mmsa nonb3oBaTens,
HacTpowmBLero
BO3MOHOCTb NONYyYeHUA
3/1eKTPOHHbIX NUCEM B
Cucrteme

MAILBOX_OWNER_
FROM_MAIL

INEeKTPOHHBIN aapec
nonb3osaTens,
HacTpouBLwero
BO3MOKHOCTb NONYYEHUA
3N1eKTPOHHbIX MUCEM B
Cucteme

OTobpakeHne 3NeKTPOHHOro aapeca BNaAeNbla NOYTOBOrO ALMKA.
Mcnonb3yetcAa B  wabsoHax  OMNOBELWEHWA  ANA  BHELWHUX
nonb3osatesnei. Moytosble yBEAOMIEHUA BHELWHMM MOAb30BATENAM
6yayT NpUXoAWTb C YKa3aHMEM 3/IeKTPOHHOro ajpeca Bnajenbua
MOYTOBOTO ALUMKA

OKHO pegaktMpoBaHua wabnoHa SMS onoseuweHWn npeacrasnaeT coboil none BBOAA
TeKcTa. B TeKcT SMS onoBeLWeHNA MOMKHO BKAOYaTb TerM AnA oTobparkeHUs Has3BaHWi
06bekTOB CUCTEMBI, HO HENb3A BK/OYaTb TErM AN OTObpaXKeHMsA CCbIIOK Ha 06beKTbI,
Hanpumep {TASKLINK}, {TOLINK}.

OKHO peaakTupoBaHusa WabnoHa Email onoseleHWiA N5 BHELWHWX NOJib30BaTeeil COCTOUT
M3 ABYX YacTeil: WankM nucbMa W TeKcTa nucbma. B nosne OT Koro no ymMoa4YaHwio
oTOb6paXKaeTca MMA U 3NEKTPOHHbLIN aapec nosib3oBaTena CUCTEMbl, KOTOPbIA HacTpoun
BO3MOMHOCTb MOJIy4YEHUS 3NEKTPOHHbIX NMUCEM.

B none or Koro no YMOJIHaHUIO 3afaHa KOMBUHaums
{MAILBOX_OWNER_FROM_NAME} <{MAILBOX_OWNER_FROM_MAIL}

Tekct Email onoseweHWin MoXKHO ¢opmaTupoBaTb B pegaktope. [locne usMeHeHus
WabnoHa HaxkmuTe KHonKy COXpaHUTb.

Teros
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3ameuaHue: Ytobbl He KOMMPOBATb 3/1IEMEHTDI d)OpMBTMpOBaHMH TeKCTa, BBOAUTE HA3BaHUA

TEroB BPYYHYD WAM BCTABAAUTE TEKCT MNPU MNOMOLIM KHOMKK
dbopmaTmMpoBaHusa.

AN OUYUCTKU

12.3. Hactpoiiku onoBseLl,eHUi

MyHKT MeHlo Hactpoliku onoseweHuit (puc. 70) nos3BonseT HacTpouUTb ouepenp
OMOBELLEHNI, ONpeaennTb UCXOAHbIE HACTPOMKM ONOBELLEHUI 418 HOBbIX MO/Ib30BaTENEN.
MpeaycMoTpeHO [Ba TMNA OMOBELEHWA NONb30BaTENEN MPU MOABAEHMU CODOLITUIM MO
3a4a4yam: yBegoMIeHWe Mo 3/1eKTPOHHOM noyTe n coobueHne yepes SMS.

HacTpoiKkn onoBewwe i

HacTpoiKn oYepegm onoBe e N

BpeMs B CEKYHASK, B TEUYEHME KOTOPOro SMS onoBelleHe YASNRETCA M3 0YEPEnM, ecnk oHo BEN0 NPOCMOTREHO: 0
BpeMf B CEKYHAEX, B TEYEHME KOTOPOro email onoBeleHe yAZNRETCA W3 0Uepean, ecni oHo GeNo NPOCMOTPEHO: 0
MaKcUManeHei paamep (B 6aiTax) NpUKPENNeHHLX K NMceMy dainos. 0 - Ges orpaHudeHiin: 0

HacTpoikn gna 3agay

#| Mo yMONMYEHMIO NONYYETE OMOBELLEHMS 0 HOBLIX 33034ax Yyepes SMS
#| Mo YMONYEHWID NOMYYETE DNOBEWEHHR 0 HOBEIX 33034aX No NouTe
Mo YMONYEHMIO HE YEEAOMARTE O CHCTEMHEX AEACTEMAX HOBEIX NONE30BaTenel

JeTanbHbie HACTPORKK No Bugam cobeImHii n Bugam 3agay

ErifipaTe 0GWWYyK HACTpOMKY ANA Boex v

Bugbl coBbimui CrpbiTan 3agada Ba#Han agaqa 3agada gne osHak.. [pocpodennan sa.. CekpeTHas sagada  OObmMHas sagadva
Hoeas sagaqa HEeZoCTYNHD no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
Yaamexue nonb30BaTens M3 3agadM  no nodte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
HoBoe geidcTeme B 2agaqe no noyte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
OTnpaenex oTYeT 0 3aBeplUeHHd 3...  no nodte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
3agaqa sosBpalleHa Ha gopaboTey no noyte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
Wamenerune atpuiyToB 3agavu no noyte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
Wameretne B padodedd rpynne wnk..  no noyte, SMS no no4Te, SMS ne nodte, SMS no nodte, SMS ne nedTe, SMS ne noyte, SMS
CwmeHa aeTopa no noyte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
Cosgana nogsagaqa no noyte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
PegarkTHpoBaHHe KOHTPOMbHEX TOM... no nodte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
[okyMeHT cornacoBax no noyte, SMS HEAOCTYNHD HEeZoCTYNHO no noyte, SMS HEeZoCTYNHD no noyte, SMS
[loKyMEeHT oTNpaened Ha gopadoTky  no nodTe, SMS HEACCTYNHO HEAOCTYNHO no nouTe, SM3 HEADCTYNHO no nouTe, SMS
JokyMeHT BOSEPALLEH HA PAcCMOT...  no nodte, SMS HEAOCTYNHD HEeZoCTYNHO no noyte, SMS HEeZoCTYNHD no noyte, SMS
MameHeH cTatyc goKyMeHTa no noyte, SMS HEAOCTYNHD HEeZoCTYNHO no noyte, SMS HEeZoCTYNHD no noyte, SMS
O2HAKOMMEH © 3agaqed no noyte, SMS no nouTe, SMS HEeZoCTYNHO no noyte, SMS no nedTe, SMS no noyte, SMS
333a4a BoCCTAHOBENEHA M3 apXUHEa no noyte, SMS no nouTe, SMS HEeZoCTYNHO no noyte, SMS no nedTe, SMS no noyte, SMS
HanomuHakue o NpUENM#HEHNH KoH...  no nodTte, SMS no nouTe, SMS HEeZoCTYNHO no noyte, SMS no nedTe, SMS no noyte, SMS
BHINoMHEHKE KOKTPOMEHOH TOHKM no noyte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
3agaqa sakpuiTa no noyte, SMS no nouTe, SMS no noyte, SM3 no noyte, SMS no nedTe, SMS no noyte, SMS
CoxpatuTh OTMEHHTE

Puc. 70. OKHO NPOCMOTPA HAaCTPOEK OMOBELLEHWIA
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HacTpoiika ouepeam nogpasymeBaeT yKasaHMe BpeMeHM 3a4ePKKN OTNPaBKM ONoBeLLeHnn
(B cekyHaax). Mpu ycTaHoBKe 3HayeHWs O CeKyHA OMnoBelLleHMA He OyayT NomeLlleHbl B
oyepenb, a byayT OTNpaB/eHbl aBTOMATUYECKM Cpasy Nnoc/ie HacTynaeHusa cobbitua. Ecnm B
TeyeHMe 33[aHHOIO0 BPEMEHM MOCAe HaACcTynaeHus cobbiTUA onoBelleHMe He 6bl1o
NPOCMOTPEHO No/sb3oBaTesem B Beb-UHTepodeice Cuctembl unm B MHdopmepe, To OHO
ObyfeT OTNpaBNeHO MO/Ib30BaTE/N0 NPU HAAWYMKM COOTBETCTBYHOWMX HAcTpoeKk. Ecam
noJsib3oBaTe/ib ycnen MnpoCMOTPeTb COObITME B 3aZaHHbI MPOMENKYTOK BPEMEHW, TO
onoseweHne o cobbiTun byaeT ydaneHo u3 odepegn. TakMm 06pasom, WUCKAOYEHO
Ay6nnpoBaHMe NPOCMOTPEHHbIX MO/1b30BaTeNeM OMOoBeLLeHUA O COBbITUAX B MOYTOBbIX
yBegomaeHuax u SMS-onoseLLeHuAX.

Mpy NnocTaHOBKe 3aZay M PerucTpauum AeicTBUiA Noab30BaTENAMU MOXKHO MPUKPENIATb
dainbl nponsBosbHOro popmata u pasmepa. MNpmM 3TOM NOYTOBbIE YBEAOM/IEHMA O TAKMUX
cobbiTnAX 6yayT codep:kaTb NPUKPeNnnéHHble ¢aknbl. lpeaycmoTpeHa BO3MOMKHOCTb
3a[aTb OrpaHUYEHUE Ha pasMep MPUKPENASEMbIX K KaxKAOMYy MOYTOBOMY YBEZLOM/IEHMUIO
dannos (nogpobHee cm. N. «HacTpoMKa KosmyecTBa 1 pasmepa npukpennsembix ¢pannos»
«PyKoBoACTBa N0 YCTaHOBKE M 0OCNYKMBAHMUIO CUCTEMbI»).

Bce HacTpoiiku, onpegensemblie B nogpasgenax Hacrpoitku pna 3apgavy n [letanbHble
HACTPOWKM No Bugam cobbiTuili U BUAAM 3agad, 6yayT NO yMONYaHUIO YCTaHOB/IEHbI AN
Ka*KAoro HOBOIO 3apPerucTpMpPoOBAHHOIO Mo/b30oBaTenAa. KarKablit Nonb3oBaTeNb MOXKET
BNOCAEACTBUM CaMOCTOATE/NIbHO YCTaHaBAMBaTb A/ ONpefefiéHHbIX BMAOB  3adad
BO3MOMHOCTb NO/YYEeHUA YBEAOMIEHUI NMPU NOABNEHUM MO HUM COBbITUIN. M3MEHSAIOT 3TU
HACTPOWMKM B NyHKTe MmeHo HacTpoiiku onoseLeHuii pasagena Hacmpoliku.

BkntoueHue dnaxkka 1o ymoa4yaHUo noay4ams 0noBeueHUs 0 HoBbix 3a0ayax Yepe3 SMS
NO3BO/INT HOBbIM NO/1Ib30BATENAM NOAYYaATb yBeAOMAeHUA Yepe3 SMS npu NOCTaHOBKE MM
HOBbIX 33434 MpW YCNOBUM, YTO HOMEpP COTOBOro TesiePpOHA YKa3aH B PEKBU3UTAX
nosnb3oBatena. BrkatodeHne dnaxka 1o yMOaYaHUKO NOaAy4Yames ONOBEU,eHUA O HOBbIX
300a04ax N0 noYyme NO3BOJINT HOBbIM MO/Ib30BATENAM NOAYYATb YBEAOMAEHMA MO NoYTe
nNpu NOCTaHOBKE UM HOBbIX 33Ja4, eCc/iM B UX NOJIb30BaTENbCKUX PEKBU3UTAX YKasaH agpec
3N1eKTPOHHOWM NOYTbI.

Ecnu BkNtoYeH PnaxkoK 1o yMoa4YaHUo He yeedoMaams 0 CUCMeMHbIX 0elicmBuax HOB8bIX
nose3osameseli, To NPU NOABAEHUM Y HOBbIX NO/MIb30BaTeNEN HOBbIX AENCTBUI MO 3a4a4am,
ABNAIOLMXCA CUCTEMHBIMW AENCTBUAMM, Y 3a4a4 byaeT OTCYTCTBOBaTb 3HAYOK [loA8UsUCH
Hosble delicmsusd. Moa CUCTEMHBIMU AEUCTBUAMM MOHMMAIOT OENCTBUA MOJ/b30BaTENEN,
CBSA3aHHbIE C U3MEeHeHWeM cocTaBa pabouel rpynnbl, cO3gaHMEM NOA334ay, U3MEHEHUEM
aTpubyToB 3a4ay U gpyrne peictema, dopmupyemble CucTemol aBTomaTuyecku. Kpome
TOro, ANA BCeX HOBbIX MO/Ab30BaTesiel MO ymon4yaHuio byaeT BKAYeH ¢naxok He
yeedomaame 0 cucmemHobix delicmeusAx B NyHKTe MeHto HacTpoiika onoBelieHUA pasaena
Hacmpoliku.
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B noppasgene [etanbHble HAcTPOMKM MO BuMAAM COObITUIA M BUAAM 33a4ad4 MOXKHO
yCTaHaBnMBaTb 3anpet/paspelweHne Ha MoAydYeHMe nosb3oBaTenamu  Cuctemsl
YBEAOMNEHWNI NPU HAaCTyNeHUn onpeaenéHHbIX cCobbITUI No 3aga4am nonb3osateneit. Mo
ropusoHTann otobpaxkatoTca BUAblI COOLITUA, MO BEPTUKANM — BUAbI 3a4a4. Hy»KHbIA Tvn
ONOBeLLEHNA BbIOMPAIOT B CMMCKE, PACKPbIBAIOLLEMCA HaxKaTMeM KHOMKK M. [1nA Kaxaoro
BMAQA 334341 MOXHO YCTAaHOBUTb TUM ONOBELWEHMA: NO noyTe, Yepes SMS, no noyte n yepes
SMS. lMNpw ycTaHOBKE 3HAYeHWUs «-» MOAb30BaTeNb He OyAeT MoayyaTb OMOBELLEHMA MO
BblIOpaHHbIM BMAAM cobbiTUi. CyliecTBYeT BO3MOMKHOCTb YCTAaHOBUTb €4MHYI0 HaCTPOMKY
ONOBELUEHNN A5 BCEX BUAOB COObLITUI M 33fa4y: YKaXKWUTe HY)KHOe 3HayeHue B nose
Bbl6paTb 0610 HAaCTPOIiKY ANA BceX. 3HaueHMe BbIOMPALOT U3 CMMCKA, PacKkpbiBaloLLLerocs

W

HaXaTnem KHOMKK

YuuTbiBalTe CUTyaL MK, KOrda oAHa U Ta Xe 3aJada MoXeT 6biTb oTHeceHa 6onee yem K
oAHOMY BMAy 3agad. Monb3oBaTenb He MNOAYUYUT OMNOBeLLEeHNE O HOBOM COBbITUN MO TaKoM
3aJaye, ecau AnA Kakoro-nmbo m3 BMAOB 33a4ay GaKOK MOJyYeHMSA OMNOBELUEHUA He
BK/IOYEH.

MNocne nameHeHUA HaCTpPOEK OI'IOBEUJ,EHVII‘/‘I Ha*XMUTE KHOTMKY COXpaHVITb.
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12.4. TecTupoBaHKe OMNOBELLEHWUIA

MyHKT meHlo TectupoBaHue onoBeweHui (puc. 71) npepHasHayeH ANA TeCTMPOBaHMA
OTMPAaBKM MOYTOBbLIX yBEAOMAEHUIA 1 SMS.

TecTHpoBaHWE ONOBEWSHHH

-| MoackcTema oTNpaekk email onoBeweHHi

® OTNpaeKa NouTsl PaspelleHa & KoHdurypaumorHom daiine config_motive.ini (maildisable=0)

* B koHburypaunonHoM daidne config_motiw.ini 330aH meTon oTnpaekd noyts (MailSendMethod) = 0 - Toneko
AnA Linux 4epes nporpamMMy pacceinkn nodtsl sendrmai

® [lapaMeTpel 3TOMO METOA3 OTNPABKK:

* [1yTh K NporpaMMe oTnpaskd noutsl sendmail (napameTtp sendmai_path, daidna config_motive.ini) fusr/sbin
[sendmail -t -i -f support@motiw.ru

* Quepefs emai-onoeeweHuil BLlKNDYEHa
& Email Tekywero nonksoeatens gromaw@gmail.com

SMEHEHMSA 3TUX HICTPOEK

TecroBoe NHCbMO

Appec nonyuyarens |gr0m0w@g mail.com

TeKcT nuceMa

|Tecr 09:28:2016 11:05:13

OTNpaBuTE NMUCEMO

-| MoackucTeMa oTNpaskH SMS onoBeweHmil

e OTnpaeka SMS pazpewena B koHdWrypauwoHHom dafine config_motivw.ini (SmsDisable=0)

s B koHburypaumorHoM daiine config_motiw.ini 23gas meTog oTnpaskk SMS (SmsSendMethod) =

e hitp : HTTP zanpoc Ha cepBuc oTnpasku SMS

& [apaMeTphl 3TOMC METOA3 OTNPIBKK:

e Afpec Ccepeepa CePBMCA, KOTOPLIA oTnpaensaeT SMS (napameTtp SmsOperatorHttpSendURL, daina
config_motiw.ini} http://websms.ru/http_in4.asp

& BHuMaHWe! TpebyeTcA gocTyn K cepeepy websms.ru no 80 nopTy. PaspelWTe 3TOT NOPT ANA CHCTEMEl MOTHE B
HacTpoikax firewall.

e [laHHble OTNPaBNAKTCA MeTogom GET

s Quepefe SMS-ONoBEWEHHA BHIKTIOYEH

e CoTOBLIA TenedoH TeKylWearo nonssoeatens (960) §28-3D-30. BHuMaHWel Homep coToBoro TenedoHa AON¥eH

ObITE 33[03H B MexayHapogHoM hopmate. Hanpumep +7 910 1234567, roe 7 - kog cTpansl, 9101234567 -
thenepaneHeiil HoMep aboHeHTa

& OTnpaeka SMS zan
B MeHw HacTpo#

2Ha B HACTPOW
=HacTpoiki On

A. ANA MEMEHEHHA 3TUX HACTPOoeK nepedam

I
=
o

TecroBoe SMS onoBeweHna

TenedoH nonydyarens |(9E-0) 628-30-30

TekcT SMS

|Tecr 09:28:2016 11:05:13

Otnpaeute SMS

Puc. 71. OKHO NPOCMOTPA HAaCTPOEK TECTUPOBAHMA OMOBELLLEHWUI

[ns ncnonb3oBaHWA BO3MOXKHOCTM OTMPABKM MOYTOBbLIX YBEOM/EHUI O HOBbIX AEWCTBUAX
no 3ajayam, HOBbIX 33Ja4yax W T.M. HAacTPOWTe MapameTpbl NOYTbl B KOHPUIYpaUMOHHOM
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¢danne config_motiw.ini. MoapobHO 0 HacTpolikax Cuctembl cM. N. «HacTpolika napameTpoB
CucteMbl» « PyKoBOACTBA MO YCTAHOBKE U 0BCAYKMBAHUIO».

B nyHKTe MmeHi0o TecTupoBaHMe OMOBELEHUA OTOOparkaeTcA CNUCOK HeobxoanmbIX
HacTpoeK A4nA OTnpaBKM NoyTbl M SMS, yKasaHO TeKylee COCTOAHWE HAcTpoeK. TeMHo-
Cepblil LBET TEKCTa rOBOPUT O TOM, YTO HEOHXOAMMbIN NapameTp YCTAaHOBAEH, KPOMe TOrO,
oTobpakaeTca ero 3HayeHue. OpaHXKeBbiM LBETOM MNOACBEYEHbl MapameTpbl, KOTOpble
cnepyet yKasaTb.

Mocne ycTaHOBKM Bcex HE06X0AMMbIX NapaMeTPOB ANA OTNPABKU NOYTOBOTO YBEAOMAEHUA
MOXHO YKasaTb afpec (N0 YyMO/YaHWIO UCNOJ/Ib3yeTcA MOYTOBbLIM aApec Mosb3oBaTens),
YKa3aTb TEKCT OMOBELWEHMA U HaxaTb KHOMKy OTNpaBUTb MUCbMO. AHANOMMYHO MOXKHO
npoBepuTb OTNPaBKy SMS-onoseleHnA.

Ona tectoBoro SMS- 1 Email-onoBelweHna MoXXHO BKAOUUTL naxku Jobasums SMS 8
oyepedb smecmo HemeodneHHol omnpasku w fobasumbs nuUceMo 8 o4yepedb 8Mecmo
HemedneHHOU omnpasKu, eciun BKAOYeHa odepedp ana SMS- n Email-onoseleHuit. B atom
c/lyyae TecToBoe cooblieHue byaeT gobaBneHo B oyepedb M OTNPABAEHO TO/IbKO Moc/e
OTNPaBKM BCEX COOBLLEHUI OYepean.

Ecnn npu BBOAE agpeca MAM HOMepa Mosay4yatens ObiaM AonyleHbl OWWMBKKW, TO MNpu
OTNpaBKe TecToBoro coobueHns Cuctema BblgacT cooblieHne o6 owunbke. Ecam
OTnpaB/fieHHOe TecToBoe coobuweHne O6bIN0 ycnewHo AOCTaBAeHO, TO HacTpOMKa
noacmcrembl NoYTbl U SMS BbinoAHEHa NPaBUNBHO.
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13. Tunbl 3aga4

Tun 3ada4u onpegendetr Habop NapameTpPoB C MNOMOLLbID KOTOPbIX MOMHO TMBKO
chopmUpoBaTb CTPYKTYPY KapTOUKM 3a4a4u U cnocobbl B3aMMOAENCTBUA NOJ1b30BaTeNEN U
Cuctembl C Hel.

Mcnonb3oBaHWe TUMNOB 3a4a4 NO3BOAAET PaCLUMPUTb CTAaHAAPTHbIN Habop nonel KapTouKu
3agayM, co34aBaTb Tabauubl M MCNOb30BaTb WMHPOPMALMIO M3  CMPABOYHWKOB MNpU
3aMO/IHEHUN KapTOYKM 33gaun. B Cucteme npedycMOTpeH CUCTEMHbIM TUM 334auu
«OBbIYHbINY, KOTOPbIM M3HAYANIbHO HE COAEPKUT AONONHUTEbHbIX NONEN.

MpocmoTpeTb, co34aTb, OTPEAAKTUPOBATL U YAAAUTb TUMbI 33434 MOMKHO B MYHKTE MEHO
UHCcTpyMmeHTbl = AAMUHUCTPUPOBaHUe - Tunbl 3agad (puc. 72).

P Qe 5

[OKYMEHTb: Cersb BubnuoTeka WHCTPYMEHTH
(81/3/9) {s/3/1)

KaneHgaps DaCWHDEHHDIM NOKOK 334341 QOKYMEHTbI

Tunbl 3agay

HazgaHue = ABTOpD

E 1. CornacosaHue cYeToE (EnapTaMenT Npogas)
E 2. Cornacosanue c4eTos (lopuandeckas cnyxba)
E] Byxrantepus

E Ons vhdopMeps

FpoMoE KpHA Anexcessuy
MpoMoe KIpWiA Anekceesmy
MpoMoE KIpWIA Anekceesuy
FpoMoE KpHA Anexcessuy

= 3agaum MpoMoe KIpWiA Anekceesmy
(=== MpoMoE KIpWIA Anekceesuy

| 4 [ 3anekM B UT-oTgen { TpoMos Hopuid Anexceesmy
E M-otgen MpoMoe KIpWiA Anekceesmy

] 3amexmn Ha onnaTy: 1. COrnacoBaHWe C MN2HOBO-3KOHOMUUECKMM DTAENoM
[E 3amexi Ha onnaty: 2. CornacoBaHWe C rMaBHEM ByXranTepoM

£ 3arein Ha onnary: 3. CornacoBaHWe © GUHEHCOBLM JUMDEKTODOM

] 3amekM Ha onnaty: 4.

[E 3amexi Ha onnaty: 5. MNogTEEpMOEHUE BRNONHEHUS JaREKH

E] McnonHeHWe BXoARLER KOPPECNoHIEHLWA

MpoMoE KIpWIA Anekceesuy
FpoMoE KpHA Anexcessuy
MpoMoe KIpWiA Anekceesmy
MpoMoE KIpWIA Anekceesuy
FpoMoE KpHA Anexcessuy
MpoMoe KIpWiA Anekceesmy -

Ha onnare

+ 7 -

Puc. 72. OKHO NpocmoTpa CNUCKA TMMNOB 3a4au

B HWXHeil YacT OKHa pacroriokeHa naHernb ynpasneHus, coaepxatias kHonku + ([Jo6asuthb),
# (PepaktupoBatb) U = (YoanuTs).

PaboTtaTb ¢ TUNamu 3agay MoryT nonb3osartenun, obnagaouwme npasom «CosgaHue TUMNOB
3agay». MNpu HaAUYMM TONbKO 3TOrO MpasBa MoAb30BaTe/Nb UMEET A0CTYN K COBCTBEHHbIM
(cosmaHHbIM MM camum) Tunam 3agad. Mosb3oBaTento, AONOJHUTENIbHO obnagatoliemy
npaBom « AAMMHUCTPATOP CUCTEMbI», AOCTYMHbI BCE cywecTsyowme B Cucteme Tunbl 3a4ad
(B TOM uncne cucremHbliit TMN 3a8a4 «O6bluHbINY). MoNb30BaTENb MOMET Ha3HAaYUTbL Npasa
Ha MCMO/b30BaHWe CBOUX TUMOB 3a4a4 APYrMM nosib3osaTenam (cm. pasgen. 6).
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Ona popmMmmnpoBaHUA MepapXmK LENKHUTE HA TUNEe 33Zay WU, YAEePKMBAsA HA*KaToOM KHOMKY
MbILIN, NEPEMECTUTE €r0 HA 3HAYOK POANTENBbCKOM NanKu UK APYroro TMna 3agauy.
13.1. Co3paHue TMNOB 3a4a4

Ona cospaHua Tuna 3agaun Haxmute KHonky + ([o6asuTb), BBEAMTE Has3BaHWe B
OTKpbIBWEMCA OKHE U HaxmuTe KHomnky OK (puc. 73). [lobaBneHHbIN TMn oTobpasuTca B
cnucke.

NobaeuTe

BEEOWTE HAIEEHWE THNE 38084M
KNWeHTEl

Pwuc. 73. YKa3zaHue Ha3BaHMsA TUNa 3a434m

Onpepenute nepeyveHb nonein, o06paboTUMKOB M OLEHOYHBIX CMPABOYHMKOB TUMNa 334a4MH,
HACTPOWMTE paccblIKy yBeAOMIEHMIA, NapaMeTPbl UCMOb30BAHUA 3/IEKTPOHHOM NoAamnucu
(3N) 1 cnocob cmeleHMA aaThbl.

OKHO CO3aHuA TUMa 334341 COCTOUT U3 BKAAMOK:
— Hactpoiiku — BO BK/1aKe 3a4al0T NapameTpbl TUMa 3a4auu.
— Mona—Bo BKNaaKe popMUPYIOT NepeyeHb Noab30BaTeNbCKUX NOAEN TUNA 3a4a4M.
— O6paboTunKM — BO BKAAAKe NoAKIto4aloT 06paboTUMKK K TUNY 3a4a4MK.

— HacTpoiikM nouTOBbIX YBEeAOMJIEHMA — BO BK/J3aAKE HAcTpamBaloT Wa6AOHbI
OMOBELLEHWMI, PacCbilaeMblX Y4aCTHUKAM 3334 M BHELUHWM NO/1b30BaTeNAM.

— [lONOJIHUTENIbHO — BO BK/1aZKe MOAK/IOYAOT OLEHOYHbIE CMPaBOYHMKM, 3aNPOChl Ha
npoaaeHne CPOKOB 1 onpeaenaoT Gopmy AOKNaAa Mo 3a4a4e.

— [locTtyn — BO BK/1aZKe HacTpamBatoT OTO6pa)KeHMe BK/1aA0OK OKHa 3a4a4u.

— dopmatbl — BO BK/JaAKe HacTpauBaloT GopmaTt oTobpaxkeHMsa 3Ha4YeHU gns nonem
TMna «enoey, «BewecrseHHoe» n «JaTta», AobaBNeHHbIX B TUMN 33434M.

— LWa6bnoHbl oTo6parkeHMA — BO BKNaJKe HacTpauBaloT npeacTaBieHue 3adayun B
obLem peecTpe 3aa4 1 4OKYMEHTOB MOBUAbHOIO MHTepdeiica CUCTEMbI.

Mo YMOJZTHaHUIO OKHO CO34aHNA TUMNa 3a4ad4N OTKPOETCA Ha BK1adKe Mons.

B HM)KHEW YacTU OKHa PacrnonoXeHa naHenb ynpasaeHusa, COAE PKalLlaa KHONKM COXPaHUTD,
CoxpaHuTb KaK, BepHyTbca 6e3 coxpaHeHUA.[11a COXpaHEHMA U3MEHEHMIA HAXKMUTE KHOMKY
CoxpaHuTb, 419 Nepexoaa B NyHKT MmeHto Tunbl 3aga4y 6e3 coxpaHeHUsa — KHOMNKy BepHyTbca
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6e3 coxpaHeHusa. lnAa co3gaHmMa HOBOro TUMa 3aZa4mM Ha OCHoBe TEKYLLETro Ha*XXMUTE KHOMKY

CoXpaHUTb KakK.
13.1.1. BKnagka «HacTpoiiku»

Bo Bknaake Hactpoiiku (puc. 74) HacTpanBaloT OCHOBHbIE NMapameTpbl TUMNa 3a4aum.

_ MNaons OBpaboTumkm HacTpoikK NOUTOBLIX YESA0MNEHKHA JononHHTENBH Aocryn DopHaTh | =

Hazearme: BX00AWME QOKYMEHTBI_
Hanpasrer—ve CMELLEHWA 0aTel NpK NonagaHywy Ha PEHE'SD-{EE EpemM=a

) Nata He meHseTCA
@ fara coswraeTcd Bnepeq

() JaTta coawraeTca Hazan

[ Menonszosats 2N

HacTpoirm 3N

HoppexTHpoEKa QaTkl
Cnocol KoppekTMpOoBKK: He KOppeKTMDOEaTE
[[] 3anpeTnTh MaMeHEsKe TWMA ANA COS03HHOM 33034
[C] 3anpeTuTh C0303BaTE CAASAHHBLIE NOKYMEHTEI
[[] CoznzeaTs nogzagads MPT TONEKO DOOWTENECKOTD THNE

D 3anpeTUTE 3aKPLITHE 33034 C HeroTOBLIMK KOHTPOMEHLIMM TOUKAMH

Daine

OTKpLIEaTE hafine anA 3HAYEHME HE 3303H0

PEOEKTHDOSEHHA

MNpWEpennaTe dans: NexTa pedcTeri anucakue

PE,CLEKTH[JDBGHHE nonex Tuna 330841

ABTODLL 3HaUeHME He 2a0aHo
OTEETCTEEHHSIE 3HaYEHWE He 330aH0
PYKOBOAMTENK:

KoHTponeps: 3HaYEHWE He 33[aH0
McmonsmuTenw: 3HaUeHMe He 2303Ho
MOCTAHOBLLMEK: 3HaYEHWE He 330aH0

ANMWHUCTPATOP CHCTEMEL | 3H3AYEHME He 2303H0

CoxpatuTs || CoxpakuTs Kak || BepHyTecA Ses coxpaseHua

Puc. 74. BknagKa Hactpoiiku
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B CTPOKe HasBaHue MOXKHO OTKOPPEKTUPOBATb YKasaHHOE nNpu CO34aHUN TUMA 3a4adyun
3Ha4vyeHue.

B cekunn HanpaeneHue cmew,eHusa Aatbl NpU NonagaHum Ha Hepabouee Bpems YKa3biBaloT
HanpaBAeHWEe CMeLLeHWs JaTbl OKOHYaHMA 3adady. HacTpolikm B Tune 3agauyn uMmetoT
npUopuUTET Had, CUCTEMHbIMMU.

Pabouyee n Hepabouee Bpema onpeaenstoT B NyHKTe MmeHto KaneHgapu paboyero BpemeHm
(cm. pasgen 10).

dnaxok Mcnonvzosame 31 CAYXAT  ONS  BKAIOYEHWA/BLIKAOYEHUA BO3M  YKHOCTU
noANMUCbIBaTb 3/1EKTPOHHON MOANUCHID AENCTBMA MO 33Zaye, CaMy KapTO4YKy C MOJIAMM U
NpPUKpenaéHHble K Hel dhannbl.

N npeaocrasndaeT y4d4aCtTHMKamM 3a4a4nM BO3MOXKHOCTb OAHO3HA4YHO YCTAHAB/UBATb
aBTOPCTBO U NOA/TUHHOCTb obbeKTa.

3l He TONIbKO NOATBEPKAAET IMYHOCTb aBTOPA, HO M ABASETCA rapaHTUEl Toro, 4To B 3a4avy
unu ee dain He OblNN BHECEHbl M3MEHEHWA nocne KX nognucaHua. Ecnn ob6beKkT 6bin
OTpeaaKkTMPOBaH Mocsie ero noanucaHua, nposepka I BbISBUT HapylUEHME LLENOCTHOCTH
nHbopMmaLmu.

Mpu BKAtOYEHHOM dnarkKe 0TObpaKatoTCA NoAA HAaCTPOMKK IM:
— ®opmar IN:

® YcosepuieHcmeo8aHHAA noonuce. Ona nognucy yKasbiBaeTcs BPeMs WU CTaTyc
Kntoda cepTudmKaTa (AeicTBYIOLWMIA, aHHYIMPOBaHHbIN, MPUOCTAHOBAEHHbIN).

e ObbiyHas nodnucs. MoanucaHne 6e3 yy4éTa BPEeMEHM W cTaTyca Katoua
ceptudmKarta.

— Tun 30:

e CosmeujeHHaa nodnuce. CneyunanbHbI KOHTEMHEP BK/OYaeT B cebs noanuch m
noAnucaHHble AaHHble.

e OmodeneHHas noonuce. MoanucbiBaemble AaHHblE XpPaHATCA OTAE/IbHO OT
noanucu.

— O61beKT noanucu:

e [lo sbibopy nosnv3osamens. NMpu nognucbiBaHMmM Cuctema npegaaraeT BblopaTb
noanucbiBaeMbln 06bEKT —3aaua, ee paiinbl UanM 1 To, N Apyroe.

e 300aya. MoANUCbIBalOT TONIbKO 3HAYEHUSA MoJiel 3a4a4n.

e ®alinel 300a4u. MoANMCHIBAIOT TONILKO cogepKumoe Gainnos, NPUKPENNEHHbIX K
3agave.
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® 3a0aya u ¢alnsl. MoANUCLIBAIOT U 3HAYEHUA NONEN 334a4K, U NPUKPENNEHHbIE K
Hen dannbl.

MapameTpbl 3N BbIGMPAIOT B PACKPbIBAOLMXCA CNMCKax (KHoMKa 1Y),

3ameuaHue — B 3aB1UcMMOCTM OT KOHOUIYpaLMM KomNbloTepa (MCnosib3yemasn onepaTMBHas
namsTb, KOJIMYECTBO OTKPbITbIX BKAAZOK Opaysepa M T.n.) pasmep ¢annos, KoTopblie
BO3MOXHO nognucaTb Bapbupyetca ot 10 Mb go 60 Mb.

Moapasgen KoppeKTUpoBKa pAartbl CAYKWT ONA HACTPOMKM CPOKA OKOHYaHWA 3ajad,
CO34aBaeMbIX MO AAHHOMY TUMY, MPU UCNOJ/b30BAHMM ero B WabsoHax 3agay (cm. pasgen
10). HacTpoliku MMetoT NPUOPUTET HaJ, CUCTE MHbBIMM.

KoppeKTupoBka paboTaeT TO/MbKO B TOM C/lydyae, €CAM MpU  HaAcTpoiKe wWwabsoHa
ONVTENbHOCTb UCMONMHEHWA 3a4a4M 3aZaHa B KaneHOapHbIX eanHuuax. MNpu ncnoab3oBaHnn
pabounx e AnHUL, UBMEHEHUS HAaCTPOIiKa Ha BbluncaeHne He BamsieT. O co3gaHum wabnoHa
3a4aum cM. Nn. «LLlabnoHbl 3aaa4» « PyKoBOACTBa NOb30BaTENAY.

B packpblBatowemcs cnvcke nons Cnocob KoppeKTUPOBKM BbIGUPAOT OAHO M3 3HAYEHUIA:

— He koppexkmuposame. [aTa OKOH4YaHUA OyAeT COOTBETCTBOBAaTb AJINTEJ/IbHOCTY,
33JaHHOM B WabsoHe.

— YcmaHosume spems. Mpu Bbibope AaHHOrO 3Ha4YeHUA AOMONHUTENbHO 0TObpasuTca
nose Bpems, rae yKasbiBatoT BpeMs OKOHYaHWA 334a4M.

— Cmecmume 8 paboyem uHmMepsasne. Paboume MHTepBanbl 3a4aloT B KaneHaape
pabouero BpemeHu (cm. pasgen 10).

Mpu BbIOOPE [AAHHOTO 3HAYEHWA AOMOJIHUTENILHO OTODparkaeTca nosne CmeweHue B
UHTepBane. B packpbiBaloLLEeMCA CNUCKe Bbibepute 04HO U3 HanpaBAeHUIA CME WEHUS:

e /lama cdsuzaemcs sneped. MNonagas B pabounii MHTepBan, AaTa OKOHYaHUSA
33/la4M CMellaeTca Brnepes, A0 KOHUA 3TOr0 WMHTepBana (Hanpumep, B KOHeL,
pabo4ero aHs).

e /lama cdsuzaemcsa Ha3ao. Nonagana B pabounit HTepBan, 4aTa OKOHYaHMA 33434U
CMeLLaeTca Hasaj, K Hayany 3Toro MHTepBasa (HanpumMep, B Havyarno paboyero OHs).

— Cmecmume 8 nepuode. [o3sonsetT 3agaTb OMNpeAenéHHbIA Mnepuod, B pPamKax
KOoTOporo byfeT KOpPPeKTUPOBATbCA AaTa OKOHYAHMS 334ayv. 3aZaHHblA nepuos
OTCYMTbIBAETCA OT Hayana paboyero KaneHgaps A0 TOrO MOMEHTA, MOKa CPOK
OKOHYaHMA He NONaAeT B yKa3aHHbIN Nnepuoa.

Mpu BbIbOpe 3HaYeHNAa CMecmume 8 nepuode AONONHUTEIbHO OTOBpaXKatoTCs nNonA:

— KonunyectBo neprogoBs. KonMyecTBO YKasblBalOT BPYUHYIO.
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— Mepuoga. Bceraa ncnonb3yeTca KaneHAapHbIN nepuoga,
— CmelueHue B nepuoge:

e /lama cosuzaemca sneped. [ata OKOHYaHUA 3a4a4yu, nonagaa B nepuoad, byaer
CMelLLaTbeca Bnepe, A0 KOHLLa 3Toro nepunoaa.

e /lama cosuzaemcsa Ha3ao0. [laTa OKOHYaHMA 3afayuM, nonagas B nepuoq, byaet
CMeLLaTbCA Ha3aj, K Hayany 3Toro nepuoaa.

dnaxkok 3anpemums U3MeHeHuUe muna 014 co30aHHOU 3ada4yu nossonsaet caenatb
HepeaakTupyembim noae Tun 3agaum nocne ee co3gaHus.

dnaxok 3anpemums co30a8amb C8A3AHHbIE OOKYMEHMbI NMO3BOASET CKPbITb Onepaumio
Co3aaTb [AOKYMEHT Ha BKAagke JlononHutenbHo 3agadn  (cm. n.  «Bknagka
«JononHutenbHO»» « PYyKOBOACTBA NOJ/Ib30BaTE/1A CUCTEMbI»).

®naxok Coszdasame nodsadayu VP moneko podumenbCcKkoeo muna No3BoOASET cAenaTtb
HepedaKkTupyembim nose Tun 3agaum Bo Bcex co3gasaembix NPT,

dnaxkok 3anpemumes 3aKkpsimue 3000Y ¢ He20MosbIMU KOHMPOsbHbIMU MOYKAMU — eCnn
YCTAHOB/IEH, HENb3A 3aBEPLUNTL 33434y, NOKa eCTb HeroToBsble KT.

B nogpasgene ®aiinbl ycraHaBNMBaOT NapameTpbl paboTbl ¢ paiinamum 3agaum.

B packpbliBatoLLemca cnvcke OTKpbIBaTb paiinbl ANA pesaKTUpoBaHUA 3343t0T BO3SMOXKHOCTb
pefaKTMPOBaHMA NPUKPENNEHHbIX K 3aga4e dainos:

— 3HayeHue He 3a0adHO. Wcnonb3yeTcA 3HayeHME, YKasaHHOE BO  BKJ/adKe
JononHutTenbHO nyHKTa MeH0 WHCTpymeHTbl — AJQMWHUCTPUPOBaHME —
HacTpoiiku cuctembl.

— Hem. OTKpbITWE $alinos A1a pefakTMPOBAHNA HELOCTYMHO.
— /la. Bo3MOXHO OTKpbITUE paiinoB oA peaakTMpoBaHuA.

3ameuaHue: ¢aiinbl pepaKkTUpPYOT B OKHe 6paysepa. He TpebyeTca ycTaHOBKa Ha
YCTPOWCTBO MO/1b30BaTeNA A0MNOIHUTE/IbHOMO NMPOrPamMMHOro obecneyeHus.

B nosie Mpukpennatb ¢aitsibl HACTPaMBAOT BO3MOMKHOCTb MPUKPENUTb Gaiibl B ONUCAHUE,
NIEHTY AENCTBUIA U Nn Tabauuy Bo BKnaaKax Aencteua u OnucaHue 3agaum npu pabote B

Beb-mHTEpdelice U npunoxenun «MHbopmep». Ecnn dnaxkoK BbIKAOYEH, KHOMKA &
(npuKkpenutb ¢aiin) He oTobpakaeTcs Bo BKAaaKe [Aelicteua/OnucaHue.

B Tvnax 3agay, cogepxawmx nona tuna Tabauua, nNpu BblKNOYEHMU XOTA 6bl OAHOrO
dnaxkka NoABAAETCA PAaCKPbIBAKOLLMIACA CNIUCOK C NepeYHEM MOAKNOYEHHbIX Tabauu,. Ecau B

cnucke BbibpaHa Tabauua, KHOMKa & 6ynet otobparkaTbCca B 3aJaye, OAHAKO MNpu ee
HaxkaTum ByaeT oTKpbITa dopma A06ABNEHMSA 3aNUCK B YKa3aHHYO Tabauuy.
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Moppasgen PepakTupoBaHue nonfed TUNA 3afdauu  CAYXWT AO1A  HACTPOMKM npas
pefaKkTMPOBaHUA Monei yyacTHMKamu paboyelt rpynnbl 334adn M aaMWHUCTPATOPOM
Cucrtembl. HacTpoWikm wmeloT npuoputeT Hag cucTemMHbiMmu. [loapasgen cofepkut
B/IOYKEHHbIE HACTPOWKM AJ1A Y4AaCTHUKOB MONel U UX 3amecTuTenel (cm. n. «[eneruposaHue
nonHoMoumiA» «PyKoBOACTBa NMoMb30BaTENS»):

— ABTOpBDI,

— OTBeTCTBEHHbIE PYKOBOAUTENN,
— KoHTponepbl,

— UcnonHurenm,

— MocTaHOoBLUK,

— AL MMUHUCTPATOP CUCTEMBbI.
BapuaHTbl BbIGOPA 3HAYEHWUA:

— 3HayeHue He 300aHO. 3HayeHMe Mo ymonvaHuto. lMpumeHsaeTca obliecncremHasn
HacTpOMKa, YKasaHHaa BO BK/AagKke 3afauuM NyHKTa MeHilo WMHCTpymeHTbl —
AQMUHUCTPUPOBaHKE — HacTpoiKu cuctembl.

— /la. PaspelueHo pegakTMpoBaHMe 3HaYeHUIA B peJakTUPYEMbIX NOASAX TUMa 3a4a4M.

— Hem. 3anpeLeHo peaakTupoBaHMe 3HAYEHWUI B NONAX TMNA 3a434M.

13.1.2. Bknagka «Mona»

Bknagka Mona (puc. 75) — ana GopmmUpOBaHUA CrMCKa MONb30BaTENbCKMX MOJsieid Tuna
3agaun (pobaBneHHble Mob30BaTenAMM nocne nons Tun 3agauu). Bo BKnagke
OTOBPAXKalOTCA TaKKe CUCTEMHbIE MO/A, KOTOpble He AOCTYMHbl AnA  YA3afeHus U
N3MEHEHMSA, 33 UCKAHOUYEHNEM NPU3HAKOB:

— CKpbIBAMb 8 KAPMOYKE;

— CKpbieame npu noucke ([OoCTynHo pna noneit: Hassanue, OnwucaHue, [poekr,
Hauyano, OKoHuaHue, ABTOpPbI, KOHTpONEpbI 3agaumn, OTBETCTBEHHbIE PYKOBOAUTENHN,
UcnonHutenn).
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Tunbi 3apau
Hactpoiikn || Nona || O6paGorumkw | Hacrpoikm noutossix ysepomnennii | flononumtensio || focryn || @opmar

2 =

Hasearwe nona Vnermudikatop | Tunnona  Uswensemoe npu cosmaman U npu peaakr.. | OB nene
Onncarue DESCRIPTION ~ Texcr fa na Heofissarenshoe
MpwopkTer PRICRITY Crpoka  fa it} OfazaTensHoe npy <.
Hasano STARTDATE fara fa na OBssarensHoe npy ¢
OKoHuaHIE ENDDATE para fa fa Heofiszatensros
Daiine FILES Daiine la k Da HeofssatensHoe
AeTope: AUTHORS Copymr. fa na OBssarensHoe npy ¢
Kormponepel sanan  CONTROLERS CotpymH.. fa fa Heofiszatensrioe
OTeercreermbie py..  RESPPERSONS  Compymn. [la fa HeofizzatensHoe
Vcnonsureni WORKGROUP Corpymn fla na Heofissarenshoe
MocraHoswwK sags...  CREATOR CoTpyme.. Her Her OfazaTenskoe npH €.
Brewkue nonksosa... EMAILUSERS Corpyar.  Her fa Heofissarenshoe
MpouesT snonke..  PERCENTDONE  Llenoe Her fa HeofissarensHoe
Tun saazn TASKTYPE Tunzaa. fOa oa OSazaTenskoe npn €.
Kosrparewt KON Coorka... fa na Heofissarenshoe

Coxparwts  CoXpawnTs Kax  BepHyThCH GE3 coxpanests

Wafinoss: oTobpanenns

Cxpoiears 5 KapToske

Her
Her
Her
Her
Her
Her
Her
Her
Her
Her
Her
Her
Het

Her

Puc. 75. Bknagka MNona

CkpLiBaTH MM oK.

Her
oz
Her

Her

Cemse Befop Uz cMcks | CHCOK SHaues:

Her
Her
Her
Her
Her
Her
Her
Her
Her
Her
Her
Her
Her

Kowrpar..  Her

B BepxHe# yacTu BK/IaAKM PacrnosioeHa NaHeNb ynpaBneHus, cofepskallas KHonku +
(Jobasutb), & (Pepaktuposatb) u — (Yganutb). [na u3meHeHua nopagka nonein

NCNoNb3yiTe KHOMKKN 1 1 ¥,

[na pobasneHna nona Haxmute KHonky +. B OTKpbiBLIEMCA OKHe (puc. 76) yKaskute
Ha3BaHWe, TUM MNOASA, UAEHTUOMKATOP U AONONAHUTENbHbIE MapameTpbl NogpobHee cm. n.

«3anonHeHWe nosien» « PykoBoAcTBa agMMHUCTPaTOPa AOKYMeHToo6opoTa.

PeaKTHPOBaTL None

HazeaHwe nona: WMcrounuk ofpaweHua
WoeHTUDMKATOP: SOURCE
Twn nong: Crpoka

QbRzaTentHoe none:

CKPLIBATE NPKU NOKMCHE: Het

Bufiop Mz CnMCKa: Oa

CNHMCOK SHAYEHMIA: CnyxefHan zanucka
TenedoH

3NeKTPOHHAA NodTa

OORzaTENEHOE NPY COZ0AHNAH

Puc. 76. OKHO co3aaHuAa nons

MpeaycMmoTpeHbl TUMbl NoAeN:

COXpPaHHTE

OTHMEHWTE

— CmpoKa — npoun3BOJIbHble CMMBOJIbI. MaKkcumanbHaa ganHa cTpoku — 80 cMmBOIOB.
Bo3mokeH BbI6Op 3HAYEHMI U3 CMUCKA, YKa3aHHOTOo B nosie CNUCOK 3HAUeHUIA.

Tunbl 3334
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— Tekcm — 6onblioi 06beM MHPOPMALUM NPOM3BONLHOTO COAEPKaHWA. BBoasaT B
TEKCTOBOM peaKTope.

— Llennoe —uenble yncna (Hanpumep 5 nnm 13000).

— BewecmseHHOe — 4ncna, coaepKalme Lenyo n apobHyto Yactb (Hanpumep 5.1 wmm
13,500). [ecATHYHbIV pa3genmTenb — TOUYKA UAKM 3anATan — 3a4at0T B HACTPOMKAxX Nons,
HaACTPOMKax TUNA 334a4M UK NYHKTe meHto Hactpoiiku gopmartos (cm. n. 19).

— [lama — paTta. BbI6MpalOT B Kanengape (KHoOMKa |-2) MAM BBOAAT C KAaBMaTypbl B
dopmarte, yCTaHOBNEHHOM NPU HacTpolike Cuctembl.

— CCblnKa HA CNpaso4yHUK — 3HaYeHWe MnonA W3 CnpaBoYHMKa, noapobHee cm. .
«3ano/iHeHWe AONONHUTENbHbIX Noen» « PyKoBoACTBa NONb30BaTENNAY.

— MHoXecmeeHHaA CCblAKA HA CNPABOYHUK — HECKOIbKO 3HayeHuit nons w3
CnpaBoYyHMKa, noapobHee cM. N. «3anosHeHWe [AONOJHUTENbHbIX MNONen»
«PyKoBOACTBa NO/b30BaTENAY.

— Jloauyeckull — 0AHO U3 3HaYeHuit: «Ja», «HeT» nan «3HayeHune He BbIGPaHO».

— Ccolnka Ha bubnuomeky — ¢ain M3 AOCTYNHOM MO npaBam Nankm 6ubaMoTeEKM
Cucrembl.

— CcblnKa Ha 3a0a4yy — CO3Oa@HMEe CCbIIKM Ha OAHY MW HEeCKONbKO 3agady. JocTtyneH
BbIBOp 33434 13 BbINaZaoLLLEro CMCKa.

— Hymepamop — dopmupoBaHMe naeHTUMPUKAUMOHHOIO HOMepa 3adayu, noapobHee
cm. n. 4.1.2.

— Tabnuya — pobaBneHue B 3afayy CTPYKTYpbl Tabauupl B dopme AONOAHUTENbHOM
BK/IaAKWN O/ ee nocneayouwero 3anonHeHus. CTpykTypa Tabauupl (cnncok nonem)
onpegeneHa TMnom Tabauubl. Tunbl Tabnuwy co3gaet agMMHUCTpaTop Cuctemol B
NyHKTE MeHi0 AAMUHUCTPUPOBaHMe -» Tunbl Tabauy. MNogpobHee cm. n. 16. Mpwm
pobaBfeHMM B TUN 3agaynm nona Tuna Tabnuua 3a[aloT oTAesbHble NpasBa Ha
pobasneHne, pegakTMpoBaHWe M yaaneHue nonen ana Aemopos, KoHmponépos
300a4u, OmeemcmeeHHbix pykosooumerseli n VicnosnHumenel (pwuc. 77).
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Oobaente none

HazeaHwe nongs:

WoeHTUWKaTOp:

Tun nons: Tabnuua A
MzMeHsemoe npu cozganvy: | [a w
HMzMeHAemMoe npu Oa w
pegaKTHPOBaHWK:

OBAzaTencHoe none: HeobAzaTeneHoe b
Tabnuua: A
Mone: >

WabnoH oTobpaseHus:

TpaHCNALUMA ZanMcen Het w
Tabnuusl:

MNpasa
Pabouan rpynna Nobaeneque PenakTHpoBaHve Yaanexwe
AETOpEI na Ja na

KoHTponepel 3aaaqm Het Het Het
OTEETCTEEHHEIE DYKOBOAWTENN Aa Oa na

WcnonHuTenn Het Het Het

CoxpaHuTe OTHEHWTE
Puc. 77. lobaBneHune B TMN 3a4a4m noas Tuna Tabaumua

— [Modpa3zdeneHue —BbIGOP OAHOTO UM HECKONBbKUX NOoApasaeneHui.
— CompyOHuUK — BbIGOP OAHOrO WAM HECKONbKUX COTPYOAHWKOB M3 AepeBa
nonb3oBaTtese.

— CcblKa Ha 06bEKM — NOJIE MOMKET BbITb UCNONB30BAHO ANA OTOBPaXKEHUS CCbIIOK Ha
3aga4m Cucremel.
Ons nonsa Tuna «CTpoKa» MOXHO 3a4aTb CMMCOK AOMYCTUMbIX 3HayeHMn B none CnMCOK
3HaueHwuii (puc. 78).

Buifop vz cnucka: Oa w
CNWMCOK 3HAYEHWIA: OTnpaeneHo
,[l,cncraE.nEHo|

Puc. 78. OKHO co3gaHua noaa tTuna « CTpoka». 3agaHne cnucka 3HaYeHuin

3HayeHUs yKasbiBalOT C HOBOM CTPOKM (Mcnonb3ynTe Knasuwy Enter). Ecan gna nons
yCTaHOBNEH NpPW3HAK /a, NONb30BaTe/lb CMOMKET 3ano/IHUTb €ro TOJIbKO OAHUM U3

Tunbisagay 129



YKa3aHHbIX 3HayeHui. Ecnu NPU3HaK He YCTaHOBJIEH, MOJ1b30BaTe/ib CMOXET HE TOJZIbKO
Bbl6|/|paTb 3Ha4YeHHMA 13 CNUCKa, HO N BBOOUTb UX C KNaBUaTYypPblI.

Onsa noneit Tuna «Llenoe» n «BelwecTBeHHOE» MOXHO HacTPoOUTb GpopmaT oTobpaKeHuA
3HaueHui. Popmat BbIGUPAIOT M3 pacKpbiBalOWErocs cnucka nosaa dopmar (puc. 79).
Bbi6paHHbI popmaT ByaeT UCNONb30BaH A1 OTOOpaKeHMA 3HaYEeHUM B MONSAX.

PenakTHpoBaT B None *
HazeaHue nona: Oxuazemslid obopoT
WoeHTMDMKATOD:
Tun nons: BelwecTeeHHoR
@OpMaT: OexexHuli: 1 234.57 pyh »

OBAzaTenLHoe none: 3H3UEHWE NO YMOAYIHHMKD
BewecreenHoe: 1 234,57

NexexHblii: 1 234.57 pyb

ofiaenTe dopMat @

Puc. 79. OKHo co3gaHus nond Tuna «BewecTtBeHHoe». 3agaHne dopmaTa oTobparKeHuUA
OaHHbIX

CKpLIBATE NPH NOMCKE:

Ecnn Heobxoanmoro dopmaTta HET B CMUCKE, €r0 MOMKHO €034aTb, BbiopaB NyHKT Jo6aBuUTb
dopmar. MNogpobHee o co3gaHmm dopmaToB anda nons tmuna «Lenoe» cm. n. 19.1, ana nonsa
«BewectBeHHoe» — cm. n. 19.2. HoBbili dopmaT oTobpaxkeHua byaeT AOCTYNeH B MyHKTe
meHto Hactpoiiku popmatos (nogpobHee cm. n. 19).

Ons oTobpaxeHua 3HayeHut cuctemHom dopmarte mnm dopmaTe, 3agaHHOM ANs TMNa
3agauun, BblbepuTe NYHKT 3HauyeHue Mo ymonuvaHuio. lMpuoputeT PopmaToB B nopsagxe
ybbIBaHMA: HACTPOMKM NONA, HACTPOIMKM TUNA 334a4M, CUCTEMHbI Ppopmar.

Onsa noneit Tvna «[lata» TaKKe MOXHO HacTpouTb GopmMaT OTobparKeHWs 3HaYEHWUI.
dopmaT BbIOBMpalOT M3 packpbiBatowerocs cnucka nona ®opmar (puc. 80). BbibpaHHbIN
dopmat byaeT ncnonb3oBaH A oTobparkeHMA 3HavyeHU B nose. B cnuckax 3apay gatol
oTobparkatoTcs B popmate, YyCTaHOBEHHOM NPU HacTpolike CUCTEMbI.
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PeoakTHpOBAT b mone *

HazeaHwe nonsa: 33KpLITHE CARKW

WoeHTMDMKATOD:

Twn nons: Nata

DopHar: Oata v epemA: 03.04.2016 15:42:04 b

3H3UEHWE NO YMOAYIHHMKD
Oata: 05.04.2016
Oata » epema: 05.04.2016 15:42:04@

0bAzaTentHoe none:

CKPLIEaTE NPY NOMCKE:

obasuTe hopHaT

Puc. 80. OkHO co3gaHua nond Tuna «/ata». 3agaHne ¢dopmata oTobparKeHUA AaHHbIX

Ecnn Heobxoaumoro popmata HeT B CMCKE, €r0 MOXKHO €O34aTb, BbiIbpas NyHKT [o6aButb
dopmar. MogpobHee o co3gaHum dopmaTtoB Aa nona Tuna «Mata» cm. n. 19.3. Hosblil
dopmart oTobparkeHus byaeT 4OCTyneH B NyHKTe meHto Hactpoiiku dpopmaros (nogpobHee
cm. n. 19).

Ona oTobparKeHUs 3HayeHWi cuctemHom dopmate uam dopmarte, 3a4aHHOM 418 TuMa
3afauu, BblbepuTe NYHKT 3HauyeHue No ymonyaHui. [puoputeT GOPMATOB B MOPALKE
ybbIBaHMA: HACTPOMKMN NONA, HACTPOIKM TUNA 3a4a4M, CUCTEMHbIM Ppopmar.

Ons noneit Tvna «Ccblsika Ha CPaBOYHUKY» U «MHOMECTBEHHAA CCblI/IKAa HA CMPaBOYHUKY
0oTObBparkaloTcA pacKpbiBaloLmeca cnnucku CnpaBoyHuK 1 Mone (puc. 81).

CNpaBoYyHKK: KoMnaHuu

Mone: HazeaHue

CBAZaH C NonemM: 3HaueHWe He BulBpaHo

laBnox oTobpaseHus: Komnadwa {MSF3_MAMEY} ({MSF9_SPECIALITYY})

Puc. 81. OKkHO co3gaHua nosa Tuna «CnpaBoYyHMK». Bbibop Nonda cnpaBoYHMKa

B packpbiBatolemca crnvcke CnpaBoOYHUMK OTOGparkaloTcA AOCTYyMHble MO0/b30BaTeNto
CnpaBoYHMKK. Mocne BbibOpa CNPaBOYHMKA €ro Mnosia oTobpasATcA B pacKpbliBaloLeMcs
cnuncke Mone. CBA3b CO CMPABOYHMKOM MOXKET ObITb CO34aHA TO/IbKO MOC/Ee YKa3aHWA ero
nossa. CoxpaHeHue nonen Tmna « CcbiIKa Ha CNPABOYHUKY» UM «IMIHOXKECTBEHHAA CCbIIKA Ha
CNPaBOYHUK» HEBO3MOXHO, EC/TM HE YKa3aHbl CNPaBOYHUK U ero none.

3ameyaHue — B cnncke «lMone» He oTobpakaroTca nona TMnos «Pan» n «M3obpakeHune».

B dopme co3maHMA 3agauMm  MOXHO OpraHmM3oBaTb oOToOpaxeHue Uenoh CTPOKMU
CNpPaBOYHMKA, COAEPIKALLEN NOCNe0BATENbHOCTb 3HAYEHUIN NtOObIX ero nonei: 3agjanTe
WabsioH, B COOTBETCTBMM C KOTOpPbIM OyayT OTOOparKaTbCA 3HaAYeHUA CrpPaBOYHMKA.
Hanpumep, cnpaBoyvHuk «KoHTaktbl» cogepxmt nonsa PUO, TenedoH, Email, [ormkHOCTb,
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Komnanusa, CtpaHa, opon, Aopec, WHaekc. [ns BbiBOg4a B NOMe 3agayn TOMbKO 3HAYEHWUN
nonenn Komnanusi n Cdepa pestensHocv B nore LWabnoH oTtobpaxeHns 3agaroT LwabroH
{COMPANY1_NAME} {COMPANY1_SPECIALITY}. Tllpun co3gaHuu LwabnoHa 3aknio4vante
naeHmdmKaTopbl Nonen CnpaBoYHUKa B dMrypHble CKOOKMU.

3ameuaHue — M aeHTMOUKATOPbI CNPABOYHUKA YYBCTBUTENbHbBI K PETUCTPY.

MMOMMMO MPOCTOr0 MepeyYncieHns AaHHbIX CNPaBOYHMKA MOXHO 3a4aTb LWabsioH,
COAEpP KAl CBA3YIOLLME CUMBOAbLI, C0Ba, undpbl. Jonyctumo co3gaHue wabnoHa ans
nons Tuna «CnpaBoYHUK» : KomnaHusa {COMPANY1 _NAME} ({COMPANY1 _SPECIALITY}).

Ecnn ana nona tuna «CnpaBoOYHUK» He 3agaH wabsoH, B none 6yayT oTtobpaxKaTbes
3Ha4YeHMA NepBOro NoiA CNPaBoYHUKa.

OnAa HacTpoMKM TpaHCAAUMKM 3HadveHuA nonsa KoHTponb M3 pes3ontouuii B 33adauM no
OOKYMeHTy, B Tun 3aga4y pobasbTe none Tuna «CcbllKa Ha  CNPABOYHMK»  C
naeHTnonkatopom DOC_CONTROL. Mone cBAXKuUTe CO CNpaBOYHUKOM, BbIOpaB ero B none
dopma KOHTponA BO BKAagKke Pesontouuu npu co3gaHum/pesakTUPOBaHUM KapTOYKM
OoKymeHTa. MogpobHee cm. n. «BKknagka Pesontoumm» pasgena «PerncrpaunoHHble
KapTOYKM AOKYMEHTOB» « PyKOBOACTBA agMUHUCTPATOPA AOKYMEHTOO60pOTAN.

[ns ynpoueHus Bblbopa 3anunce it U3 CCbITAtOLLMXCA APYT HA ApYra CNPaBOYHMKOB
HacTponTe puabTPaLMIO NOAYMHEHHOTO CNPaBOYHMKA NO 3anucK rnasHoro. MNog,
NOAYMHEHHBIM MOHMUMALIOT CNPABOYHMK, COAE PHKALUMIA CChINIKY HA INABHbIN CNPABOYHMK.
Hanpumep, cnpaBoyHuk CTpaHbl rMaBHbIM, a fopoga — NOAYMHEHHBIA. Takum obpa3om, B none
«opon» B napameTtpe «CBsi3aH ¢ nonem» BbibpaHo none «CtpaHa». B aTom cnyyae npu BbiGope
B cnpaBoyHuKe CTpaHbl 3anuncu «Poccusa», B cnpaBoyvHuke opoga OyayT otobpaxaTtbcsl TOnbKo
Te 3anvcu, y KoTopbix B cBA3aHHOM nore «CtpaHa» BblbpaHa 3anucb «Poccusy. Ecriv gokymeHT
COOEpPXXUT HECKOIbKO MOMen, CCbINarLUXCcs Ha OOAUH W1 TOT XKe rMaBHbIA CNPaBOYHUK, TO
dvnbTpaumust NOAYMHEHHOTO CNpaBOYHMKA OyAeT OCyLL eCTBNATLCS MO 3HAYEHUIO

nocriegHero U3 HuX.

Mone Tuna «Tabaunua» (puc. 82) oTobpasrkaeTca B 3aJa4e Ha OTAe/IbHOW BKAagKe. HassaHue
BKNaAKM 3a4atoT B nosie HassaHue nons.
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Tabnuua: OTnpaeka nMcemM bt

Mone: e

WabnoH oTobpamxeHuA: 3anuce ot {RECORD_CREATEDATEY, asTop — {RECORD_AUTI
TpaHCnAUWA Zanucei B WMPT b
Tabnuup:

Npaea

Pabodan rpynna AobasnenHue PenaxkTupoBaHie YaaneHwe
ABTOPEI Aa Het nNa

KoHTponepe! 3anauqm JIE] La @ Oa
OTESTCTESHHEIE PYKOBOAMTENK Aa na Oa

WenonHuTenKn Oa IrTu:nnbr:n CBOM IrTDJ'u:r:D CBOM

Puc. 82. OKHO co3gaHusa noss Tuna «Tabauuay. HasHayeHWe npaB Ha 3anucy TabaunLbl

Tun Tabaunupl BbIGMPAOT U3 pacKkpblBatoLEeroca cnmcka nona Tabauua.

B none LWWabnoH otobpaxkeHua 3agatoT WabnoH, no Kotopomy 6yayt dopmupoBaTbes
3aron0BKM 3anucei Tabauupl Npyu oTobparkeHUn MHGOPMALUM O HUX B NeHTe AeNCTBUM
3agauu. B wabnoHe MOXKHO UCMO/1b30BaTb:

— cuctemHble naeHTndmnkatopbl RECORD_AUTHOR (nonb3oBaTtenb, A06aBMBLLMIA 3aMUCb
B Tabanuy) n RECORD_CREATEDATE (nata aobaBneHua 3anucu B Tabauy);

— npgeHTUdUKaTopbl nonen Tabanupl;

— CBA3ywOLWwmne cumseobl, Cho.a, LI,Md)pr.

B nogpasaene MpaBa 3a4at0T NpaBa y4acTHUKOB 3a4a4yu Ha 3anucy Tabauupl. s Bblgauu
npae Monb3oBaTeNsAM, Yy4yacTBYWOWMM B 33agade B onpegenéHHoli ponu (ABTopbl,
KoHTponepbl 3agaun, OTBeTCTBEHHbIE pyKoBOgUTENU, UcnonHutenn) BbibepuTe 3HaYeHUA
M3 pacKpblBaloWMXCA CNUCKOB nosnei fo6baeneHue, PepgaktuposaHue v YpaneHue B
COOTBETCTBYIOLLEN CTPOKE.

3ameuaHue: HasHauyeHWe NONb30BaTENAM MpPaB Ha TabAWUbl BO3MOXHO TaKke 4yepes
BKNagKy Fpynnbi npas, nogpobHee cm. n. 6.1.

Bo3amOXHO 3agaHMe npaB Ha gobaBneHuWe, pedakKTUpPOBaHME W ydaneHue 3anucei
Tabnuupl:
— /la —nonb30BaTeIn B COOTBETCTBYOLLEN POIN MOTYT COBEpLIaTh YKa3aHHOe AeicTene
Hag 3anucaMmmn TabnuLbl.

— Hem — nonb3oBaTeNM B COOTBETCTBYIOLIEN POJM HE MOryT COBepllaTb yKasaHHOoe
OeNncTBMe Hag 3anucamm Tabaumupbl.

— To/16KO C80U —NO/Ib30BATE/IN B COOTBETCTBYHOLWEN PO MOTYT COBEpPLUATb YKa3aHHOoe
OEVCTBUE TONIbKO Hag CBOMMM (T.e. o6aBNEeHHbIMU MMM CAMMMM) 3aNUCAMM TabaunLbl.
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[na ycTaHOBKM OAMHAKOBOrO 3HaYeHWA B Mpegeniax CTPOKU UAKM cTonbua Mcnonb3yiTe
KOHTEKCTHOE MeHI0. KOHTEKCTHOE MEHIO OTKPOETCA NPU LWeYKe NPaBoit KHOMKOM MblLUM Ha
Ha3BaHWW NpaBa UM POJIM NOJIb30BaTe A B 3a4a4e.

Ecnu ana nona 3agaH npusHak:

— ObszatenbHoe npwn Co34aHNN — COXpPaHeHUe 3a4a4n BO3MOXKHO TOJIbKO nocne ero
3aMoJ/IHEHMUA,

— ObaszaTenbHoe npu 3aBepweHnn — 3agepieHne 3agadn BO3MOXKHO TOJIbKO Mnocne
ero 3anonHeHuA. UcknioyveHune cOCTaBAAKOT 3aJaynm C Npu3Hakom Tosbko AnA
O3HaKOMNeHWA,

— ObszatenbHoe npu OoTnNpaBke AOKNada — OTNpPaBKa AOK/Aada O BbINOJIHEHUU MO
3a4a4e BO3MOXXHO TOJ/IbKO NnNocne ero 3anoJiHeHuA.

— O6s3aTenbHOE Npu 3aBepLUEHUM U OTMPABKe AOK13aAa

— N3meHaemoe npu Co3gaHMM — MNo/1b30BaTE/Ib MOXXET UIMEHUTb 3HAYEHUE NOANA,
YCTaHOB/1IEHHOE NO YMO14aHUIO;

— M3meHsemoe npu penakTMpoBaHUM — €CAM NPU3HaK YCTAHOBJ/IEH, 3HAYeHWe Nons
MOKHO U3MEHUTb NPU PEAAKTUPOBAHMM TabAULbI;

— CKpbiBaTb Npu MNoUCKe — nose He byaeT oTobpakaTbca B dopme 3agaHus
napameTpoB NPM NOUCKe 3a4ay;

— CKpbiBaTb B KapTOuKe — noJsie He byaeT oTobpaKaTbCs B KAPTOYKE 334a4M Ha
BKNagke OnucaHue. 3HaueHus: [la, Hem, lNpu co30aHuu, lpu pedakmuposaHuu

Mocne yKkasaHusa Bcex aTpMbyTOB HOBOTO MO/ HAXKMUTE KHOMKY COXPaHUTb.

YT106bI OTKPbITb OKHO peaakTupoBaHUA NonAa, ABaXXabl WEeNKHUTe Ha HEM UK BblaennTe B
CNMNCKe U HaXmute KHONKRY é-"'? BO3MOXHO M3MeHeHWe Ha3BaHuA, M,D,eHTVId)VIKaTOpa n
NPU3HaKa 06A3aTeIbHOCTM 3aN0/IHEHMA NOAA.

PepakTupoBaHuMe TUMNA NOASA U CBA3M CO CNPABOYHUKOM AOCTYMNHO, ecaun nocne aobasneHus
noss B TUM 33434 ellle He HaXkumanacb KHomnKka COXpaHWUTb, UK €CvM Mo TUNY 3aJayu He
CO3/aHO HW OAHOM 3aJa4n.

3ameuaHue — Bo3MOXKHOCTb peAakTUPOBaHMA U yaaneHua nonen tuna 3agad « ObbluHbIA»
AOCTyNHa TONIbKO N0/b30BaTENAM, MMEOLLMM COBOKYNHOCTb NpaB « Co3gaHue TUMOB 3a4au»
N KAGMUHUCTPATOP CUCTEMbI».

ﬂ,/’l‘r'l yYAaneHnAa NnonAa eblgennte ero B CNNCKe U HaXMUTE KHOMKY —.

3ameuaHue — YuuTbiBaiTe, UTO NpU yaaneHun, A0b6aBAeHUN AN NepenMeHOBaHUN Noas
3/1€KTPOHHAA NoAMMCb B opMe BCex 3a4a4 AaHHOro Tuna byaeT yaaneHa.
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13.1.2.1. NMone Tuna «Hymepartop»
Mone tvna «Hymepatop» (puc. 83), Kak nNpaBuao, npeaHasHavyeHo gns GopPMUPOBAHUSA
HOMepa co34aBaeMol 3a4au4M.

3HayeHWe nonaa popmupyeTca Ha OCHOBE YKA3aHHOIO A/1a Hero wabnoHa (none LWa6bnoH
Hymeparopa). LLabnoH MOXKeT COCTOATb M3 HECKOJIbKMX 3/IEMEHTOB U BK/1HOYaTb CMMBOJIbI,
6YKBbI U UNbPHbI.

IaBnoH HyMepaTopa: fcountert /DD LMMELYY YY)

PexMM BblUMCNEHNA: Mpu COZAaHKMK Z3aadn w
Puc. 83. OkHO co3aaHua nond Tuna «Hymepatop». 3agaHue wabsoHa HymepaTtopa

3ameuanue — LLlabnoH nona Tuna «HymepaTtop» paboTaeT TONLKO C MOJb30BaTEbCKUMM
MoNAMM, 33 UCKAKOYEHUEM Noaen Tuna «HymepaTtop» n « TeKcT».

B KauecTBe anemeHTa WwWabsoHa MOXHO YKasaTb:

— [Aaty. MNpu co3aaHumM 3aa4m, coaeprKalleit Takon 3neMeHT, OH aBToMaTUYecku byaet
3aMeHeH TeKyllel aatoit. Popmat oTobparkeHUA AaTbl MOXKET BK/IOYATb 3HAYEHUA:

o {YYYY}—ueTbipe undpbl TeKyLLETO roaa;

{YY}— aBe umdpbl TEKyLWETO roaa;

{MM} — Tekywnit mecsau; ecnm undpa mecaua meHblie 10, To ycTaHaBAMBaAETCA
NNANPYIOLWNI HONb;

{M}—Tekywunit mecau; ecnu uudpa mecsaua meHblie 10, TO AMANPYIOWMIA HONb He
yCTaHaB/NMBaeTCs;

{DD} — TeKywmit AeHb mecAua; ecnM Uuudpa Mmecaua MeHblwe 10, TO
yCTaHaBAMBaETCA TNANPYIOLWNIA HONb;

{D} — TekywmMit geHb mecaua; ecnu uudpa mecaua meHbwe 10, To AMANpPYOLWMIA
HOJ/1b HE YCTaHaB/IMBaETCA.
Mpumep: wabnoH, BeiBOAALW MK Tekywyto aaty — {DD}L{MM}.{YYYY}.
— 3HaueHve nonen 3agaun: {<umsa ngeHtudukaropa>} unu {<Homep nona>}. Hymepaums
Nonb30BaTEIbCKMX NONEN BeAETCA CBEPXY BHU3, CUCTEMHbIE NOAA HE HYMEPYIOTCS.

— 3HaveHve cyétumka Tvna 3agaumn: {counter}. CY4ETYMKM ONA 33434 33JatOT B NYHKTE
MeHto CuéTtumkm 3agad (cm. n. 13). Ecnm npu HacTpoiike Cuctembl Ana nogpasgeneHus
OTBETCTBEHHOIO PYKOBOAMTENA WUAW MNoApasfeneHus, BblOpaHHOrO MPU CO34aHUU
33/1a4M B COOTBETCTBMM C LIAabAOHOM, He Hbln 334aH CHETUMK, TO NPU CO3L4aHMM 3aLa4umn
anemeHty {counter} OyaeT NpPUCBOEHO 3HAYeHWE CYETYMKA POAMUTESIbCKOFO
nogpasgeneHua. B ciyyae, ecnm CYETYMK 333y He yKasaH HU 4/1A OOHOro w3
POAMTENBCKUX NOAPA3AeNeHUI BNAOTb A0 NOAPA3AENEHNA, HAXOAALWETOCA B KOPHE
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AepeBa noapasaeneHnid, To NnocaeaHemMy aBTOMaTUYECKU MPUCBaMBAETCA 3HaYeHue
«1». CYETUMK YCTaHAB/IMBAETCA C MPUBA3KOMN He TO/IbKO K MoApasfefieHuto, HO U K
TUNY CO34aBaeMoit 3a4auun, NO3TOMY MOC/Ae CO3J4aHMA 3aJa4u onpeaenéHHoro Tmna
3HauYeHMe CYETYMKA 419 JaHHOTO TUMA YBEIMYMBAETCA Ha e AMHMULY.

B pacKpblBalOWEMCA CNUCKE NOMA PeXUM BbIUMC/IEHUA HACTPOMTE PENKMM BbIMUC/IEHUA
HymepaTtopa:

— [lpu co30aHUU 300a4uU — 3HaYeHMe aBTOMaTU4YecKM dopmupyeTca NpU CO3L4aHUU
334a4n, aBTOP WM OTBETCTBEHHbIN PYKOBOAMTE/b 33[3a4M MOMKET W3MEHWUTb €ro
nosaHee.

— He 8bl4ucn1ams —3HaYeHME aBTOMATMYECKU He BbluMcaaeTca. 3HayeHne dopmmpyeTcs
nocpesCcTBOM Bbl30Ba 06paboTyMKa nepecyéta HymepaTopa NP NPOCMOTPE 334a4MN.

3ameuaHue — LLabnoH nons tmMna «Hymepatop», UMeHa UAEHTUGMKATOPOB nosel Tvna

3a[a4M YyBCTBUTE/IbHbI K PETUCTpY.
13.1.3. BKnagKa «O6paboTumkm»

O6paboTunKM NO3BONAIOT 3arpyKaTb U BbIrPyKaTb M3 CucTembl MHGOPMaLmMo 06 06beKTax —
AOKYMEHTaxX 1 3a4a4ax, U3MeHATb UX cBolcTBa. NMogpobHee cm. pasgen 14.
Ona NoAKNOYEeHUs 0QHOTO UM HECKONbKMUX 06paboTUMKOB K TMNY 3agauyM nepenaute Bo

BKNagKy O6paboTumku (puc. 84).

Tunm 3apqau

Hacr poitkn Monsa ObpaboTunkn HacT poilKn NoOUTOBLIX YBEQOMIESHHH Ouenkn | =

Oocrynibie obpaboTunkm NogknioyeHkble obpaboTunkn
KapTouka BXo4AWero J0KYMEeHTa = AKT BbINOMHEHHBIX paboT
KoHTpONE 33 BRINONHEHHEM [oroBop BHeADEHHA
0bAzaTensCTe NO AOrOBOPaM + KoMmMmepueckoe npegnoxeHue
OTNPIENTE BNOXEHWMA noyToM = ﬂHLl,EH3|r‘|EIHHhI|:i norosop
OTNPaBnTE OOKYMEHTHI B 3pXHE MapTHEPCKWI BOroBop

OTUeT no JeACTEMAM NONL30EaTENeR CudT

MeyaTk BX AOKYMEHTS
2kcnopT B Excel hd

CoxpaHuTe  CoxpaHWTb Kak  BepHyTbcA Bes coxpaHeHms

Puc. 84. Bknagka O6paboTumkm

B oKHe BKnaakm 0T06pa)KaIOTCFI ABa CNMUncKa:
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— boctynHble 06paboTuMku — Bce 06pabOTUMKKM, CO34aHHble agMWUHUCTPATOpPaAMMU
cUCTEMbI;

— MoAaKntoueHHble 06PaboTUMKU —06PABOTUMKM, KOTOPbIE NOAK/IOYEHDI K TUMY 3a4au.

[nsa nogkntoyeHus 0bpaboTumka nepeTawmuTe ero BNpaBo WM BbIAEUTE B CMUCKE U HaXMuUTe
KHOMKY [+, ONA OTKAOYEHMA — T[epeTawmTe ero BAEBO WIM HaXMUTe KHOMKy <. [ng
MOAK/TIOUYEHNS/OTKITIOYEHNA HECKONbKUX 06paboTUMKOB BLIAENAWTE WX, YAEPXKMBAS HaxaTou
knasuwy Ctrl nnn Shift.

13.1.4. BKnagKa «HacTpoiiKu NOYTOBbIX YBEAOMIEHUA»

Bo BKnagke HacTpoMKkuM nouTtoBbiX yBegomneHu (puc. 85) HacTpamBaloT OTNPaBKY
NMOYTOBbIX YBEAOMNAEHUN, WabnoHbl SMS 1 Email-onoseweHuni .

Tunel 3agau

HacTt poiixmn Monsa ObpaboTunkn HacT poilkn NoYTOBBIX YEEQOMAEH T OueHKH W QoKnaabl Hocryn DdopmMaThl

YBeLOMAATE BHEWHMX NONLS0BaTENeR 0 AeNCTEMAX MO 334ade -

YBeaoMNATE BHEWHWX NONL30EaTeNed 0 CHCTeMHLIX AeACTBMAX N0 33daqe

La6noHbl Email onoBeweHuii OT Koro:{FROM_NAME_CONFIG

HoBaa sanaua 3aronoBOK: CoobiweHne {MESSAGE
Hoeoe aeiictene
3anE43 3EKDLITS
YOaneHwe NoNb30BaTeNna U3 330341 [-E‘I [ [-Iﬁl +*- B I

TekcT cooblUeHMA

e
i

324348 E0EDAIEHE HA gopaboTky m-
Coofiuerme
Coofiwerne no sanas4e

HanoMmHaHne

I>
8

dopmar... ~ Wpndgt = Pa... =

[==]

([T}
1~
LY
['4

HanomwHaHwe no 3afaqe
nEMI’J’IELLIEHME H3 CoBewaHe

Coobuwenne

MpMrNSWeHWe Ha COBELAHWE No 33034 HazsaHne: {W}

1llabroHbLI SMS ONoBeLeHHI OT: {POSTER_NAME}

HoBas sanaqa

{ADDINFO}

Hoeoe aeiictene

3anE43 3EKDLITS

YOaneHwe NoNb30BaTeNna U3 330341
3anaya BOSEDALLEHA Ha NopABoTKY
Coofiuerme

CoofueHne no sanade

CoXpaHuTe

CoxpaHuTe  CONPEHWTE Kak  BepHyTbcA Bes coxpaHeHma
Puc. 85. BknaaKa HacTpoiiku nouToBbiX yBe 4,0MAEHUIA

Mo ymonyaHuio BCce TUMbl 33434 HAacTPOEeHbl TaKMM 06pPasom, YTO MO KaKOOMY AeMNCTBUIO
(nonb3oBaTeILCKOMY WM CUCTEMHOMY), 3apPerncTpupoBaHHOMY B 3agavye C BHELIHUMMM
Nno/ib30BaTeNIAMM, ANA HUX aBTOMATUYECKU FEHEPUPYIOTCA YBeAOMAEHUA. [N N3SMeHeHUn
3TOM HaCTPOMKM BbIKAOUNTE PAaXKKK YBedomaame BHEWHUX Nosb3osamesnel o delicmausx
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no sadaye u/mnn Yeedomaame 8HeWHUX Nosb308amesneli o cucmemHsix 0elicmeusax no
3a0avye.

Hactpolika wabnoHoB SMS n email-onoBeweHnin gns y4yacTHMKOB 3agad, HacTpoOMKa
WwabnoHoB email-onoBeweHNn anAa BHEWHWX MOAb30BaTesiei aHanormMyHa HacTpoMKe
Wab0HOB B NyHKTe MmeHto LLa6bnoHbl onoBew,eHuii (cm. pasgen 11.2).

13.1.5. BKnagka «[lonoNHUTENbHO»

Bo BKnagKke [ononHutenbHo (puc. 86) 3agaoT cnocob oueHKM paboTbl YYAaCTHUKOB MO
3afaye, onpeaenaloT cnocob OTNPaBKM A0KAaZa OTBETCTBEHHLIM PYKOBOAUTENEM W
HaCTPaMBaloOT 3aMPOChI Ha NPOANEHUE CPOKOB UCMONHEHUA 3a4a4K.

Hacrpoiin || Mons || OBpaSoram || Hacrpoiikn nowtoesi yeenorneruii | [IONOAMMTSABNON| Oocryn || Poprarsi | Wafinons: oroBpaketing

Ouerki Moxnanel
TDYNNE, AN? KOTOPEIX AOCTYTHO ELICTABNEHYE OLEHKN Bug foknaga OBLHL
OueHxa ang 28T0po8
OueHKa AN KOHTPONEPOB

QueHxa Ans OTEETCTBEHHSIX PYKDBOAHTENEA 3anpocsl Ha npoanierie CPOKoE

OueHxa Ans WCTonHUTEneR

[ocTynibie cpasosHikm

TOAKNIOSEHHES CNPAECUHIKH

QueHku

TPYNMEs, ANS KOTOPEIX AOCTYMHA
oTNpacka sanpoca

[] AsTopsl

[] KowTponeps:

OTBETCTEEHHSIE PYKOBOATENH
WenonsmTenu

TpyNnki, AR KOTOPLIX AOCTYMHO
NPUHATHE PELIEHIA

ABTOpEI

KoHTponeps

[C] oTBeTcTaEHHSIE PYKOBOAMTEM
[ McnonuwTenn

+ TpebyeTcs KoMMeHTapui: da

KomMmerTapui: MpOANEHHOE HCTIONHEHWE

CoxpanwTs | CoxpaniTe Kak || BepryTeca Ges coxpareria

Puc. 86. Bknagka OueHKu u aoKnagbl

K T1ny 3agayn MoKHO NOAKNOYUTb OONH UM HECKOJIBKO OLEHOYHbIX CNPABOYHMKOB. Ecam K
TUNY 334341 NOAKJOYUTb OLLEHOYHbIE CMPAaBOYHMKM, TO NPM 3aBEpPLIEHNM 33434 3TOro TMMa
aBTOP CMOXKeT oLUeHMBaTb PaboTy Nosb30oBaTeNIEN NO Pa3NUYHbIM KpuTtepusam. MNMoagpobHee
06 OUEHOYHbIX CPaBOYHMKax cm. n. 15.6.

YTo6bl paspellunTb BbICTaBAEHME OLLEHOK onpeaenéHHOM rpynne y4aCTHUMKOB BKAOUUTE
bNaXKoK pASOM C Ha3BaHMEM rpynnbl B noapasgene OueHKU. Eciv He BbibpaHa HWM OAHa
rpynna y4acTHWKOB, TO NOC/e 3aBepLUIEeHNA 334341 OLeHKa oTobpaKaTbeA He byaerT.

|_|O,EI,KI'IFO'~IeHI/Ie CNPaBOYHUKOB K TUNY 3a4a4 aHa/IOTMYHO NOAKNHOYEHUIO O6pa6OT‘-IMKOB (CN\.
n.12.1.3).

NS nogkntoyeHus cnpaBoYHUKAa MepeTalluTe ero BrpaBo UMW BbigenuTe B CMUCKE U HaXKMUTe
KHOMKY [*, AnA OTKMoYeHUss — nepeTaliuTe ero BMeBO WM HaXMuTe KHomky (<. [ns
NOAKIOYEHNS/OTKIIOYEHNS]  HECKOMBbKMX CMPaBOYHWMKOB BbIAENAWTE WX, YAEPXKMBAs HaXXaTou
knasuwy Ctrl nnm Shift.
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B npaBoit YyacTM BKAAAKM pacnonoxeH noapasgen [oknagbl. B none Bua aoknaga
BbIOWMPAIOT OAHO U3 3HAYEHUIA:

— ObbiyHbili.  OTnpaBka  O6bIYHOrO  AOKAaga He  npeanosiaraeT  HUKaKUX
AONONHUTENbHbIX onepauuii, TOMUMO BBOAA AeNCTBUA.

— PacwupeHHebil. PaclumpeHHaa ¢dopma Aoknaga npegnosiaraet 3ano/iHeHWE Mosen
3anucy cnpaBoYHKKa, BbibpaHHOro B none ®opma goknaga.

B none dopma aoknaga yKasblBalOT CMNPaBOYHUK, KOTOPbLIM 6yaeT MCNoNb3oBaH npwu
OTNpaBKe pacliMpeHHOro AoKAaa Mo 3ajave.

CnpaBoYHUK, BbIOpPaHHbIM B KavecTBe GOPMbl PACLIMPEHHOrO AOKAaga, HeAOCTYneH Ans
yaaneHusa. NogpobHee o paboTe co cnpaBoYHMKamMM cm. pasaen 15.

Moapaszen 3anpocbl Ha NpoAJieHMe CPOKOB MpeHasHayeH ANA MOAKJAIYEHMA K Tuny
3a4a4M MmexaHu3Ma Npo4/IEHNA CPOKOB OKOHYaHMA. YTobbl paspeLlmnTb co3gaHMe 3anpocoB
Ha npoaneHue onpeaenEHHOM rpynne y4acTHUKOB, BKAKOUMTE G1aXKOK pAAOM C Ha3BaHMEM
rpynnbl B nogpasgene lpynnbl, ANA KOTOPbIX AOCTYMHA OTNpPaBKa 3anpoca. YTobbl
paspewnTb MNPUHATUE PELIeHUs Ha npogjeHue cpoka (B none OKOHYaHMe 334aun)
onpefenéHHOM rpynne y4acTHUKOB, BKAlOUYMTE GaXKOK PAAOM C HasBaHMEM rpynnbl B
noapasaene Mpynnbi, 418 KOTOPbIX A,0CTYNHO NPUHATUE PeLLEHUA.

BaxkHo! Mpu nepeHoce cpoKa MCMONHEHMA 3a4ayW, CO3L4AHHOM MO AOKYMEHTY, CPOK
MCMONHEHMA 3TOrO0 AOKyMeHTa 6yaeT Takke nepeHeceH. MoapobHee o pabote c
NPO4J/IEHMEM CPOKOB 3agay CM. n. 3anpoc MpPOASieHUs CPOKOB WCMOSHEHUS 3apaym
PyKOBO,D,CTBa nofib3oBaTtend CUCTEMbI.

B none TpebyeTca KOmMMeHTapui 334al0T 006M3aTeNbHOCTb BBOAA KOMMEHTapua npu
OTNpaBKe 3anpoca Ha Npoa/ieHne cpokoB. B none KommeHTapuii yKasbiBalOT CNPaBOYHUK C
WwabnoHamnm KOMMeHTapueB, KOTOpbI OyAeT MCNo/Ab30BaH NPM OTMpPaBKe 3anpoca Ha
npoaneHne CpoKa OKOH4YaHMA no 3agade. MogpobHee o paboTe cO CNpaBOYHMKAMU CM.
paszgen 15.

13.1.6. Bknagka «[loctyn»

Bo Bknaake Aocryn (puc. 87) HacTpauBaloT oTobparkeHWe BKIaA0K 3a4a4 AaHHOro Tuna ans
No/s1b30BaTe/iei B Pa3/IMYHbIX PONAX.

Tunbisagay 139



Tunwm 3anau

4| TMona O6paboTunKn HacT poiiki NoYTOBBIX YBEO0MIEHHI OUEHKH H O0KNanbLI Ooctyn GopMaT| =

BuOMMoCcT b BKIA10K OKHA 3aaun

Pabouan rpynna WP NrwcwmenT  thatine MnaHmposaHre  CobemuA KoHTaktel | Tabmug
ABTODEI Het He 3‘3”'3”0@ 10 He 3agaHo He sapano Het He sapnaHo
KoHTponepel 3agaqm Het Het 10 He 3agaHo He sapaho Het He sapgaHo
OTBETCTBEHHbIE pYKoOBOAWTE...  HeT Aa 10 He sagaHo He sapano Het He sapnaHo
WcnonHuTenn Het He sapaHo He 3agaHo He 3agaHo He sapaHo  Het He sagaHo
€ >

CoXpaHuTE  COXDEHMTE K&K BepHyTECA BES CoXpaHEHMA

Puc. 87. Bknagka focryn

B Tabnvue 3a4at0T BUAMMOCTb BK/IAAO0K 33434M N5 PA3IMUHbIX pabounx rpynn:

— He 3a0aHo. Ucnonb3yeTca 3Ha4yeHMe, YKasaHHOE BO BKA3AKe 3afauu NyHKTa MEHH
ApMuHuctpupoBaHue — HacTpoiiku cuctembl.

— Hem. BknagKa He oTobparKaeTcsa y4yaCTHMKam paboyelt rpynnbl.
— /la. BknagKa otobparkaeTcs y4acTHMKaM paboyeli rpynnbi.

,ﬂ,ﬂﬂ YCTAaHOBKM OAWHAKOBOIo 3HA4YeHWA B npengenax CTpokn Unu CTOﬂ6LI,a VICI'IOI'Ib3yl\;1Te
KOHTEKCTHOE MeHI0. KOHTEKCTHOE MEHIO OTKPOEeTCA Npu wenvke HpaBOVI KHOMKOM MbILLIN Ha
Ha3BaHUU BK1aOKN NN POZTU NONb30BATENNA B 3a4a4€e.

BHuMmaHue ! BUaymocCTb BKAaA0K 3a4a4M peryanpyeTcs:

— HacTpOWMKaMu [OCTyMa, YKasaHHbIMW HA LaHHOM BK/AaAKe, eCiM NOAb30BaTe/lb
A68/19emcs Y4aCTHUKOM 334a4u;

— COBOKYMHbIMAX NOJTHOMOYUNAMU HA YH4ACTHUKOB 3a4a4M C yHéTOM nUX npas Ha BUAMMOCTb
BK/1aA0K, €C/1n N0/1b30BaTe/1b HE AB/1AeMCA YH4aCTHUKOM 3aJa4n.
13.1.7. Bknagka «®opmatbi»

Bo Bknaake ®opmarbl (puc. 88) HacTpamBatoT GopmaT 0TOBpaXKEHUA 3HAYEHUI 418 Nonen
Tnna «Uenoer», «BewecrseHHoe» 1 «JaTa» B TMNe 3a4a4n.
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Tunm 3agay

4= | O6paboTumnkn HacTpoiKkn NOYTOBLIX YEEO0MNEHHH OueHKH H QoKnaabL Hoctyn PopHMaETHI
Llenoe
@OpMaT: Uenoe (c pazgenvTened): 1 234 587 890 hd
Beuect BeHHOS
@opMaT: NexexHeli: 1 234.57 pyb b
Aarta
@opMat: 3HaYeHMWE MO YMONYaHKI 23

CoxpaHuTe  COXPaHWTb Kak  BepHyTboA BE3 coXpaHEHWA

Puc. 88. Bknagka ®opmartbi
dopmat oTobparKeHUs 3HAaYEHUI BbIOMPAIOT U3 pacKpbiBaloLLeroca cnucka nona dopmar
(puc. 89).
Bbib6paHHbI popmaT ByaeT MCNONb30BaH:

— nosa munos «llenoe» u «BewecmeeHHoe»: AnA oTobpakeHuUa 3HaveHuin B dopme
3a4a4M M CNMCKax 3a4ay;

— nose muna «/Jama»: pna oTobpakeHua 3HaYeHnn B popme 3agaun. B cnuckax 3agay
OaTbl oTobpaxkatoTca B cucteMHoOM popmate (cm. n. 19).

3ameuaHne — HacTpolKM, yKasaHHble A4Aa Tvna 3agadyM BO BKAagke Popmarbl,
aBTOMATMUYECKM NPUMEHAIOTCA K CUCTEMHbIM Mnonaam Tuna «[arta»: [ara Hauyana, fara
OKoHuYaHuA, Jata paKTuueckoro 3asepLueHus, [lata oTnpaBKku goKNaga.
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Tunm 3agay

4= | O6paboTumnkn HacTpoiKH NOYTOBLIX YEEO0MNEHHH OueHKH H QoKnaabL Hoctyn PopHMaETHI
Llenoe
@OpMaT: Uenoe (Bez paznenutens): 1234567890 »
3HaUYeHWe NO YMOAYZHKH
Bewecraennoe Lenoe (Oez paznenuTens): 1234567890
@opMaT: Lenoe (c pazgenuTenem): 1 234 567 BQD®
obaeuTh dopMat
Narta
@opMaT: 3HAYEHHE MO YMONYEHWID v

CoxpaHuTe  COXpaHWTb Kak  BepHyTboA Bes coxpaHeHHa

Puc. 89. Bbibop popmata oTobparkeHua and nond tmna «Llenoe»

Ecnu Heobxoaumoro popmata HeT B CNMUCKE, €r0 MOXKHO CO34aTb, BblIbpas NyHKT [06aButb
dopmar. MNogpobHee o co3gaHmm popmatoB ana nona tuna «Lenoe» cm. n. 19.1, ana nona
«BeuwectBeHHoe» — cm. n. 19.2, ana nona tuna «Mata» — cm. n. 19.3. Hosbih dopmat
oTobparkeHua byaeT AOCTyneH B NyHKTe meHio Hactpoiiku popmaros (nogpobHee cm. n.
19).

Ona oTobparkeHMa 3Ha4YeHWn cuctemHoM dopmaTe BbibepuTe NYHKT 3HavyeHue no
ymonuvaHuio. MNpuoputeT dopmaToB B Nopsgake ybblBaHMA: HACTPOMKM MONA, HACTPOMKU
TUNa 3a4a4u, CUCTEMHbIM dopmar.

13.1.8. BKnagKa «LLabnoHbl oTobpaXkeHuna»

Bo BKnaake LUabnoHbl oTO6GparkKeHWsa HacTpavMBaloT MpeacTasieHue 3adadnm B obuiem
peecTpe 3afay U AOKYMEHTOB MobunbHoro wuHTepdeiica Cuctembl (cMm. PykosBoacTtso
nonb3oBatens. MoGuUnbHbIN UHTepdeeiic). HacTponTb MOXKHO YeTblipe obnactu oTobpaxkeHus
(puc. 90).

B nons, cooTtBeTcTBylOWME 061aCcTM OTODpaXkeHuMs, BNUWKUTE MAeHTUPUKATOPbl nonel B
OUrypHbIX CKOBKax. [na ObICTPOro NpPOCMOTPa CNMCKa AOCTYMHbIX WAEHTUOUKATOPOB
HaxXmuTe KHonKy NaeHTuduKartopbl.
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BEpXHAR UaCTE:
3aronosoK

SHTpaneHaA

HalTk:

HimHAR YacTs:

NEHTWIDWEATODb

Coxpanwtb || CoxpaHuTb

{ TASKNUMBER.

{TASKNAME}

{RESPPERSONS}

{ENDDATE}

kak || BepHyTeea Ges coxpaHeHua

WabnoHs oTobpameHns

WgenmndmraTops

TASKNAME
DESCRIPTION
STARTDATE
ENDDATE
STARTDATETIME
ENDDATETIME
PROJECT
PRIORITY
CREATOR
TASKNUMBER
AUTHORS
RESPPERSONS
WORKGROUP
CONTROLERS
PROJECT
TASKNAME
TASKNUMBER
DESCRIPTION
PRIORITY
STARTDATE
ENDDATE
FILES
AUTHORS
CONTROLERS
RESPPERSONS
WORKGROUP
CREATOR
EMAILUSERS
PERCENTDONE
TASKTYPE

0K

13.2. PepaKkruposaHue u yaaneHue TMNOB 3a8,a4

Puc. 90. Bknaaka LLlabnoHbl oTobpaxkeHus

[Ona nepexoga B OKHO pPedaKkTUPOBAHUA TUMA 3afayun ABaXApl WENKHUTE Ha HeM WAu
BblENUTE ero B CMUCKE W HaXMUTe KHOMKY & . PegakTupoBaHuWe Tuna 3agauu

npon3sBoanTCA aHa/10r’M4YHO ero Co3gaHuio.

[Onsa coxpaHeHUs M3MEHEHMUI HaxXmuTe KHoMKy COXpaHUTb, 415 Nepexoda B NYHKT MeHHo
Tunbl 3agay 6e3 coxpaHeHUA — KHONKY BepHyTbca 6e3 coxpaHeHua. A co3aaHna HOBOTO
TMNa 334341 Ha OCHOBE TEKYLLEro HaXKmuTe KHONKY COXPaHUTDb KaK.

[nsa yaaneHus TMna 3a4aqun BbibepuTe ero B CMMUCKE M HaXXMUTe KHONKY —. lMNocne yaaneHua
TWUMa 33434, CO3ZaHHble MO 3TOMY TUMY 334a4yM OCTaHyTcA 6e3 mM3ameHeHuit. CosgaHue

HOBbIX 33434 MO yAanéHHOMY TUMy byaeT HEBO3MOKHO.

3ameuaHue — Tun 3aga4 « O6bIYHbIVY HeJOCTYNeH ANA yaaNeHus.
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13.3. HasHayeHue npas Ha TUNbI 33434

Monb3oBaTeNlb MOXET Has3HauuTb MpaBa Ha CO34aHHble MM  TUMbl 3agad  APYrMm
nonb3oBaTensiM. BO3MOXKHO 3aZaHMe NpaB Ha CO34aHMe 3a4ad, BOCCTAaHOBAEHWE WX W3
apxu1Ba 1 peJaKkTMPOBaHWE apXMBHbIX 3a4a4.

MpaBa Ha pedaKTUpPOBaHWe 3ag4a4y B apXMBE MOMKHO MBKO HaCTPOUTb. BO3MOMKHOCTb
peaaKTMPOBaHWA NOJIEN 3aBUCUT OT BbIBOPa 3/1e MeHTa CrnCKa:

e Bce nona—nonb3oBaTenb MOXeET peaakTnpoBaTb BCe NOJIA 3a4a4H,

e [onb3oBatesibCckMe NOANA — MNOJ/b30BaTe/ib MOXeT, MNPU HaAIMYUU Yy Hero
COOTBETCTBYHOLWMX Npas, peAaKTUpPOoBaTb NONA 3a4a4u, AO6aBﬂ8HHbIe B TUN 3a4a4u,

e CUCTeMHble NoNA — NOJ/Ib30BaTe/Ib MOXET PeAaKTMPOBaTh TOIbKO CUCTEMHbIE NOJA
3agauu;

e CBOM noJA — MNO/b30BaTe/Nlb MOXET pPedaKTUpPOBaTb MONA B COOTBETCTBUM C
PONbIO/NOMHOMOUYNAMM B KOHKPETHOW 3aJaue.

HasHayeHWe npaB BO3MOXHO B MNyHKTe MeHlo AamuHUCTpUpoBaHMe =-> [pasa
nonb3oBarteneii (puc. 91).

CoznaHue BoccTaHoEneHWe | PedakTWpoBaHWe
33034 M3 3PXMEa 33034 B ApXMEE
1 [ [l
[[]=] 1. Cornacosanue c4eToB (AenNapTaMeHT Npogax) [l O He suibpaHo
[T]=] 2. Cornacosanue cueTos (lopuandeckan cryxba) ] He sepano v
[[[=] 389723 He Bwifpato
[ =l IT-otgen [ ] Bce nons
[ & ByxranTepus (l O Mone208aTensckme
] = Ons undopmepa ] ] nons
TR - g |
[ = Qoxnage 2018 [l [} CBO.ILFEEEP“.W -
BephyTecR  CoxpanuTe

Puc. 91. OKHO Ha3Ha4YeHMA NpaB Ha TMN 3a4au

Bo3MOXHO Ha3HayeHue Npas Nos1b30BaTe/IIM CBOETo U NOAYMHEHHBIX Noapa3aeneHnn, Ha
KOTOPbIX UMEOTCA NOIHOMOYMA [Tos1HbIe Npasa.

Mocne BblbOpa NoOAb30BATENA B AepeBe NOAPA3AENEHUN NepenanTe Ha 3aknagky Tunbl
3a4a4 U BKAOUNTE Heobxoanmble GNAXKKWU. JNa COXPAHEHUA UBMEHEHUI HAXKMUTE KHOMKY
CoxpaHuTb.

BHumanue! Monb30BaTeNi0, HE MMEIOLWEMY MPaB HU Ha OAMH TUMN MAKM WabnoH 3adaun,
co34aHMe 3334 HeJOCTYMHO.
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[lna oAHOBPEMEHHOro Ha3HayeHMUs Mpas HEeCKOJbKMM MOo/b30BaTeNsM co3daiTe rpynny

npas (NyHKTe MeHO AAQMUHUCTPUpOBaHMe -> [pynnbl npaB) M BKAOYATE B Hee
nonb3oBartesiei.

3ameuaHue — MNpun HasHaYeHMM NPaBa Ha TUM 33434M, BK/OYAIOLLMIA CCbIIKY HA CMPABOYHMK,
Nno/ib30BaTe 0 aBTOMATUYECKN ByOeT AaHO MpaBo Ha NMPOCMOTP 3arnucei ccblialollerocs
cnpaBoYHMKa. Ecnmn nonb3oBaTeNb yKe MMeeT TaKoe NpaBo, TO B €ro NpaBax Ha CNpPaBOYHMK
M3MEHEHWIN He NPOU3OMAET.

Tunbizagay 145



14. CyeTumnKM 3agau

MyHKT MeHto CY4ETUMKM 334,a4 MCNONb3YIOT 1A YCTAHOBKM HavyabHbIX 3HAYEHUI CHETYMKOB
ONA BCEX TUMOB 334a4, PErncTpUpyembix B KaKgom nogpasgeneHnn. CHETYMK 33[3a4u
McnonbayoT Ana GopMMpPOBaHUA HOoMepa 33da4vM, popmaT KOTOPOro 3afatoT B LWabnoHe
nons Hymeparop. Tak:ke popmat cUETYMKA MOXKHO 3a4aTb B 0bpaboTumke Numerator.php
MoapobHee 06 MCNOb30BaHMM CHETYMKA CM. B . 12.1.2.

[nAa ycTaHOBKU CYETYMKA BbiBepUTe NoapasaeneHme B 1eBOM YacTu OKHa (puc. 92).

CueTuHKH 3afad
4 (5 Tpynna koMnaruii «TPEA s Tun zaaaqm [ None SHEYEHME CHETUMKE ™ LaTa obHyneHna Leiictene
4 3A0 «KAMEPOH: D OBpalLEHA B cnywDy TEXHMYE .. 165 31.10.2016 00:00:00 = ~
+ = ©MHaEHCOBRIA OMpEKToD D I 21 HeT nath -
- & OvpekTop No npoaaam [ 3anawm 9 HeT naThl -
+ 5 Tnasneii woxenep [ Cornacosatie cueTor Ha onnaTy 4 HeT nathl -
[3 fopuaueacas cyxta D B3auMonefcTBHE C KINMEHTaMU 2 HeT nathl -
- B KneHTh
D Obpawenus B WT-oToen 1 HeT aath -
[ OBt 1 HeT natwl -
D CoBelaH1a 1 HeT nathl -
D 1. CornacoBaHue c4eToe (aena. .. HeT cyeTumka Het gatel +
D 2, CornacogaHve c4eTos (opu... HeT cyeTumka Het aatel +
D Bx foKyMEHTEI HeT cyeTumka Het aatel + W

CoxpaHuTb

Pwnc. 92. OKHO co34aHuA CHETUMKA 3a4a4M

B npaBoi YacTn okHa O0TOBpPa3snUTCA CNMCOK TUMOB 3a4ad, AOCTYMHbIX Noab3oBaTento. Ans
BblibOpa TMMa 3a4a4u, 4J1 KOTOPOro YCTaHaBAMBAETCA CYETUMK, LENKHUTE MO ero Ha3BaHuio
B Tabnuue.

PasnunyaloT Haya/NbHOE M TeKyllee 3HavyeHWA CYETYMKa. B MOMEHT yCTaHOBKM CYETUYMKA
YKa3blBalOT HayasibHOE 3HauyeHue, KoTopoe ByaeT yBenunBaThca No Mepe co3aaHusa 3aaau
AaHHOrO Tuna B BblBpaHHOM noAapasgeneHun. Ecam gna Tuna 3agaun  BblI6paHHOro
noApasaeneHna CYETYMK Y>Ke YCTaHOB/IEH, TO ero TeKylliee 3HayeHue oTobpasuTcA B
COOTBETCTBYIOLEM MOJie TabanLpbl.

ﬂ,ﬂﬂ YCTAaHOBKU UIN U3MEHEHUNA 3HAYEeHUA CYETYMKA Bbl6paHHOFO TUNa 3ada4n BBeaguTe
4YnCcno B nosie sBBoAa.

MpegycMmoTpeHa BO3MOMKHOCTb aBTOMATMYECKOrO OOHYyNeHMA 3HAYeHMA CYETYMKA npu
HacTynneHuu onpeaenéHHown aatol. E€ 3aaat0T B nose [fata o6HyneHus. MNocne obHyneHuA
CYETUMK HAYMHAET OTCYET C «eguHuupl». Mpuuyem gaty obHyNeHMA MOMKHO YCTaHOBMUTb
TONbKO ANA TeKywero roga. Hanpumep, ecnm tekywaa garta 20 deBpans, n npu 3ToM BblbpaHa
harta obHyneHus 1 mMapTa crnegyoLero roga, To CHETYMK 0BHyrmTCca 1 MapTa TekyL ero roga.

Ons puKcaumMm UsSMeHeHNN HaXkMUTE KHONKY COXPaHUTD.
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Mocne M3mMeHeHMsA HayaNbHOrO 3HaYeHMA CYETUMKA OTCYET 334ad, Co3Z4aBaeMblx Nocne
M3MeHEHMA, HAYMHAETCA C HOBOTO 3HAYEHWA, YBEIMYEHHOTO Ha e ANHULLY.

Ona  OuKcauun  M3MEHEHW  HaKMuTe  KHOMKY CoXpaHuTb. 3aKpenieHHblid  3a
nogpasaefieHMem M TUNMOM CO343aBAaeMblX B HEM 33Z4ay CYETYMK MONKET ObiTb yAaneH:
BblbepuTe NoapasgeneHune, TN 334341 U HAXKMUTE KHOMKY YAanuTb cCHETUMK (puc. 93)..

CueTumkH 3agay
4 [ Tpynna KoMnaHuia «T .. Twn 3anaud [ None JHaUEHME CUETUMKE ™ Oata o6HyneH..  [JedcTene
4 5 AD «KAMEPOH» () OBk 168 21.06.2017 0. =
4 B OUHEHCOBGIA AH... O MpUKase: HeT cueTumKa HeT gatw +
[ Byxrantepus 0 3anaum HeT cueTumKa HeT gatw +
[ BroaxerHsi ... D PaccMoTpeHue BX0... 963 Het gatw E
[ Mnaxoso-3ko... [ WicnonHenme exog... 182 Her ,qa1 R |
4 WPEKTOp No n...
Bg ET g (] CornacogaHue cue... HeT cueTumKa Her gater—— T+
er npog...
A noa 0 CoeelaHus HeT cueTuuka Het patw + -
[ Orpen npog...
« B Moo s sanacma h '

CoxpaHHTh

Pwnc. 93. YaaneHue c4ETUYMKA 3a4a4m
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15. O6paboTumnku

Obpabor ynk — 3TO WAGMOH, NO3BONSAOLMIA BbIFPY)XaTb MHPOPMALMIO O 3aZiadax/A0KyMeHTax
Ans npocMoTpa M neyaTtvt B dhann opmata RTF unm XLS (XLSX), U3MeHATb 3HAUYEHUSI HEKOTOPbIX
rnonen, paccoinate email-onoselleHnsi. Pe3ynbTaToM 3anycka obpaboTunka MOXET 6bITb
pacchlika nosib3oBaTeNsaM MaTepuasnoB 3a4aquv Wnm MHdopMaumum 0 peaakTMpoBaHUM Nosen
3a4auv Mo 3NeKTPOHHOM NoYTe, aBTOMATMUYECKOE M3MEHEHWE MOMEN UK BbIFPy3Ka AaHHbIX 3a4a4u
B OTAESbHLIN halin. B napameTpax 06paboTumka, BbIrpy>KatoLWero AaHHble No 3aaadve, 3a4atoT
CMMCOK BbIrpy>XaeMbIx noseit 1 hopMaTMpoBaHME ANS KaXXAoro Mx HUX. Buirpy3ka npoussoanTcs B
davin dopmaTta RTF nnm XLS (XLSX) — B 3aBUCUMOCTM OT Ha3HauyeHusi 06paboTumka.
Ncnonb3oBaHWe 06paboTUMKOB NO3BOIUT MNOJIb30BATENIO:

— NoAYyYUTb B YAOOHOM 4718 MPOCMOTPA W nevyaTn Buge MHPopmaumio o6 obbeKTax
Cuctemsl (3a4a4ax M LOKYMEHTAX) U BHECEHHbIX B HUX U3MEHEHUSAX,

— OpPraHM30BaTb 3/IEKTPOHHYI PaccbiNky WHbopmaumm 06 obbekTax Cuctembl (B
dopmate RTF) 1 npUKpennéHHbIX K HUM ¢paitnos.

Co3galoT M pefakTMpyloT 06paboTuMkM B NyHKTE  MeH0  UMHCTpymeHTbl =
AamuHucTpupoBaHue - 06paboTtumkm (puc. 94).

DbpaboTunkmn

Bce obpaborumnkm ObpaboTunkn no yMonuaHno
HazsaHue -

E] Akt BuinonHexHsx paboT ~
El Bx. neyaTe kapToukm

El Bauncnenue Homepa

El rpadwk coeewaHmii v zacenanmii

E] AvHamuka KonwuecTea 3aK00yeHHLX 40r0B0poR

E] Oorosopsl € MCTEKBIOWMM CPOKOM OEACTBNA

E] OokyMenTwl, Noagnexalyme BOZBPATY

£l KapTouka exogAwero gokyMenTa

E] KoHTponk cornacoeaHuA 4Or0BOpOE

E] NuueHznoHHLIR gorosop

E] 06pawenna Ha ocoboM KoHTpone "

+ 7 —
Puc. 94. NMyHKT meHo O6paboTumnku. Bknaaka Bce 06paboTtumnku

MyHKT MeHi0 O6pPabOoTUYNKIM COCTOUT U3 ABYX BKIAOK:

— Bce o06paboTuMKMm — BO BKIaAKe OTO6paXKaeTcs CMMCOK NOCTaBAAEeMbIX C
ANCTPNBYTUBOM M CO3AaHHbIX aAMUHUCTPATOPaMMU CUCTEMbI 06paboTUNKOB. B HIbKHEN
yacTV BKIadKuU pacrosiokeHa naHenb yrpasneHus, cogepxauias kHonku + (Lo6asutb),
# (Pepaktuposatb) U — (Yoanuts).
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— O6bpaboTtumkn no ymonuaHuio (puc. 95) — BO BK/IaAKe BbLIGMPAOT 06paboTuUMKK ans
3KCMopTa JICTA COIMIAcOBaHMA W KapTOYkM JoKyMeHTa. O6paboTumk BblGMpaloT 3
PaCKpbIBAOLWLErocs Crmcka, (KHoMKa ™ nan wenyok Ha nose). YkasaHHblli 06paboTumk
UCMOMb3YETCS MO YMOSYAHWUIO, €CAM MPU HACTPOMKE MaplupyTa WM perucTpaumoHHOM
KapTOYkM [JOKyMeHTa He BblbpaH MHOM (cM.  «PykoBOACTBO — aAMMHMCTpaTopa

[OKyMeHTOOb60poTa»).

0bpaboTunkn

Bce obpaborumnkm DbpaboTunin No yMom4aHum

OBpaboTuMK 4NA IKCNOPTa NMCTa COTNACcoBaHKUA:

MeyaTe NMCTa COTNACOBaHKMA 3

0OBpaboTyMK QNS IKCNOPTa KapTOYKK AOKYMEHTa:
MeyaTe KaPTOUYKKH ,EI,DI\",'MEHTEll »
MapTHEPCKWIA noroBop -
Mepeens SOKYMEHTOE B 3pXHEHBIA GoHg

MeyaTk KAPTOYKM JOKYMEHTS

MeyaTk NeHTH OSACTEMA

MeyaTe NWCTa COrNACoBaHMA

MpoBEeHHbIE COBEWAHNA 1 ZaceaHns

MpoCcpoYeHHble 334341 NO PACCMOTPEHWID
LOKYMEHTOE

PACcTOPrHYTLIE 4OTOBOPLI w

Puc. 95. NMyHKT meHo O6paboTumku. Bknagka O6paboTumku no ymonyaHuio

O6paboTUMKM MOMKHO MCMONb30BATb KaK CaMOCTOATE/NIbHbIE OTYETbI B MYHKTE MEHIO
UHcTpymeHTbl -» Otuétbl - [Monb3oBatenbckune OT4YETbl. B KavectBe OTYETOB
no/ib30BaTe /b MOXKET UCNO/1b30BaTb 0OPabOTUMKN, KOTOPbIE CO34aN CamM U Ha KOTOpble eMy

Ha3Ha4YeHbl Npasa.
15.1. CuctemHble 06paboTumKm

B noctaBKy Cuctembl BXogAT 06paboTumKm:

1. Mmnopm XLS (importXLS.php)— 3arpy3Kka gaHHbix u3 ¢aina ¢opmara XLS (XLSX) B nons
BblIBpaHHOrO  CNpaBoOYHMKA. MMNOPTMPOBaTb AaHHble MOXHO C  CO34aHMem

MepapxmquKoﬁ CTPYKTYPbI, BIOXXEHHOIO CNPaBOYHUKA NN CCbIJTKKU Ha CMPaBOYHUK.

0O6paboTumku
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2. Omnpasumes snoxeHus noumoli (mailerattach.php)— aneKTpoHHaA paccblika ¢annos,
NPUKPENAEHHbIX K 33adadYaM, AOKYMEHTaM W CnpaBOYHMKAM. Bbirpy3ka AaHHbIX
Npou3BOANTCA U3 33434, AOKYMEHTOB U UX CMUCKOB, CMPaBOYHNKOB U Tabauu,

3. Omnpasums OokymeHmsl 68 apxus (sendDocToArchive.php) — maccoBasa oTnpaBsKa
OOKYMEHTOB B apXMB.

4. Omuém no delicmeusm nosv3osamerneli (empActions.php) — Bbirpy3ska B dopmat MS
Excel naHHbIX O AelicTBMAX Nonb3oBaTenel (B TOM YMCNe CUCTEMHbIX) MO 3adadyam Unu
OOKymeHTam. B wutorosoit Tabnuue oTobparkaeTca WHPopMauMa O Has3BaHWUK
33403a4n/A0KYMEHTa, CPOKax BbIMOJIHEHUA, YYaCTHUKAX M AaTe nocieAHero noceueHms.
Bo3amoxHO dopmmpoBaHme oTuYéTa OJIHOBpPEMEHHO no HECKONbKUM
3aga4am/goKyMeHTam.

5. lepesod dokymeHmos 8 apxusHbil ¢oHO (sendDocToArchiveFund.php) — maccoBblit
nepesos, AOKYMEHTOB B apXUBHbIN GOHA,

6. llepecuém Hymepamopa (numerator.php) — nNepecyér 3HayeHua nona Tuna
«HymepaTop» B 3a4a4ax v JOKYMeHTax.

7. lMeyame neHmel Oelicmeuli (exportActionline.php) — oTnpaBka Ha neyaTb CMWCKa
aencTemin no 3agade. NMoMMMO NieHTbI AEACTBMIA Ha nevaTtb 6yayT BbiBeAeHbl Ha3BaHUSA
MPOeKTa W 3343a4n, CPOKU ee BbINOJHEHMUS, YYACTHWKM, OMWUCAHWEe, Ha3BaHWe
NpUKpPenaEHHbIX K 3aga4e ¢annos.

8. lMeyame kapmouku dokymeHma (exportRegCard.php)—oTnpaBKa Ha Ne4YyaTb KAPTOUKHK
OOKYMeHTa.

9. [leyame nucma coenacosaHus OokymeHma (exportAgreelist.php)— oTnpaBKa Ha nNeyaTtb
OaHHbIX O COracoBaHWKM AOKYMEHTA COrnacHo ¢ainy cooTBETCTBUS. Bbirpy3ska AaHHbIX
OCYLLLeCTBAAETCA U3 KAPTOUKUN AOKYMEHTA.

10. MpocpoyeHHsbie 3a0a4u no paccmompeHuto 0okymeHmos (docconsideroverdue.php) —
oTobpaxKeHMe CNMcKa NPOCPOYEHHbIX 33434 MO PAaCCMOTPEHMIO AOKYMEHTOB.

11. CucmemHbili obpabomyuk esiyucaeHuli (defaultCalculation.php) — aBTOMaTU4ecKoe
NoMeLLEHNE HaYya/IbHUKOB M COTPYAHMKOB NOCTAHOBLUMKA 334341 B CMUCOK YYaCTHUKOB B
onpeaenéHHbIX ponsax.

12. CucmemHebili ob6pabomyuk omobpaxeHus KoMnoHeHmMos (renderers.php) — HacTpoliKa
oTobparkeHMA Nob30BaTe e B 3a4a4ax.

13. 3kcnopm 6 RTF (exportRTF.php) — Bbirpy3ka B ¢dopmaT MS Word AaHHbIX M3 334ay,
[OKYMeHTOB, TabaunL, 1 cnpaBOYHMKOB cornacHo ¢ainy cooTBeTCcTBUSA. Bbirpy3Ka AaHHbIX
NPOMn3BOANTCA U3 3a4a4, LLOKYMEHTOB U UX CMUCKOB.

14. 3kcnopm 6 XLS (exportXLS.php) — Bbirpy3ka B popmat MS Excel paHHbIX M3 3aaad,
OOKYMEHTOB, Tabauy, U cnpaBoYHUKOB. Mpwu BbIrpy3Kke CNMUCKa 33434 UAW OOKYMEHTOB B
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utoroBom daiine CcoxpaHAeTcd HACTPOMKa KOJMIOHOK 3TOro CrWcKa (COPTUPOBKA,
rpynnupoBKa, oTobpaskeHune noneun).

15. Skcnopm pesontoyuli (plugin_resol _export.php)—Bbirpy3ka B popmat MS Word aaHHbIX
0 pe30atoumMaAX No JOKYMEHTY cornacHo ¢danny cooTBeTCTBUSA.

16. 3aepyska doMeHHbIX uMeH noss3osameneli (importDomainUsers.php)— Bo3BpallaeT
dann ¢ pesynbTaTamm 3arpy3Kku 4OMEHHbIX UMEH NOJib30BaTENEN.

17. NoapobHee o co3gaHnmn obpaboTunKkos cm. n. 14.2.
15.2. Co3pgaHue obpaboTumnkos

15.2.1. 3apaHune OCHOBHbIX NapameTpoB 0bpaboTumKa

Ona co3pgaHua Hosoro obpaboTumka Haskmute KHonky + (Jo6asBuTb) Ha naHenu
MHCTPYMEHTOB MyHKTa MeHi0 OB6paboTumku 1 BBeAWUTE 3HAYEHMA B OTKPbLIBLUEMCA OKHe
(puc. 96).

Dobasnt b 0bpaboTunk o 14

HazeaHwe™ 3kcnopT B Excel

OnucaHue™® 3JKcnapT B X1LS

BrinonHAeMblA hain™ ® exportXLS.php &

Tun obpaboTunka 06paboTynK ANy THNE 33034K/ 00KYMEHTE

PezyneTat MonyyeHwe daina

NONONHWTENEHEIE N3PaMEaTpkl

OonoNHWTENEHLIE daAnk @
CoxpaHuTe OTHMEHWUTE

Puc. 96. OKHO co3gaHma 0bpaboTymKa

B OKHe 3anoaHAKT nona:
— HassaHue, OnucaHue —Ha3BaHMe M onMcaHne obpaboTumKa.

— BbinonHsembit ¢aiin — dbann-cueHapuin, KOTOpbIA aHAaNN3NPYET MACCUB AAHHbIX W
BbIrpy»KaeT ero B ¢ann HyxHoro dopmarta. Ytobbl A06aBUTL BbiNOAHAEMbIN dain

HaXXMUTE KHOMKY . daiine pacnonaratoTcs B gupektopum plugins.

AOna importXLS.php v defaultCalculation.php B none Pe3synbTrar ykaxurte [losnyyeHue
¢alina. Pann-cueHapuin 3anyCcTUTCA aBTOMaTUYECKU NPU BbINOIHEHMM 06paboTumKa.

— Tun o06pabotuMKa. B packpbiBaloWemca CNucKe onpeaennTe YCNOBMA Bbl30Ba
obpaboTumnKa:
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e Obpabomuyuk 018 muna 3a0a4u/0okymeHma — obpaboTumKk byaeT aoctyneH ana
NOAKOYEHMA K TMMAM 33434 AN PETUCTPALMOHHBIM KapTOUYKam, CpaBoOYHMKaM
n Tabnuuam n byget otobparkatbca B cnucke JocTynHble 06paboTumMKM BKNaaKM
0O6paboTunKkm 3TMX 06bEKTOB CUCTEMDI.

e [Ipou3ssonbHbili 0bpabomyuk — obpaboTunk byaeT oTobparkaTbCs B KayecTBe
CaMOCTOATENIbHOMO OTYETA B NYHKTE MeHIo Monb3oBaTenbCckue OTYETbI paszena
Omuémel. B Takom cnyyae gobasbte B 06paboTunk daiin-cueHapuii, cneymanbHo
CO3MaHHbIi (nporpammuctom) ana dopmuposaHua oTyétoB. Ob6paboTUMK He
6yaeT AoCTyneH 41a NOAKNOYEHUSA K TUMam 3a4a4 U IOKYMEeHTOB.

e Obpabomyuk usmeHeHull —B 0b6paboOTUMK NepesatoTca 3HAYeHMA Nonen 3agauu
WAN OOKYMEHTa NpPU UX CO34aHMM UNU nameHeHun. MNpu Bbibope 3Toro Tmna
0b6paboTuMKa 4ONONHUTENBHO OTOOpaXKatoTCA Nons:

o Mpu cospaHum — npu Bbibope 3HayeHua /[Ja obpaboTumk 3anyckaeTca Mpu
CO34aHNM 334a4n/AOKYMEHTa.

o Mpu pegakTupoBaHum — Npu Bbibope 3HaveHMaA [Ja 0bpaboTumKk 3anyckaeTcs
npu peaakTMpoBaHWUM 3a4a4n/A0KyMeHTa.

e BoiyucrieHue 3HavyeHuli noseli — 06paboTunk No3BossaeT U3BaeKaTb MHOOPMaLMIO
n3 Cuctembl, COBEpLUATb Haj HeW onepaumu, U WUCMNONAb30BaTb MOJIyYEHHbIE
AaHHble B danbHelwel paboTe.

— Pe3ynbtaT. B pacKkpbiBalOWEMCA CMNUCKE YKaxuTe AeilcTBuMe, MPOM3BOAMMOE
06paboTumKom:

e [lonyyeHue ¢patlina — popmmnpoBaHne ¢aitna Ha OCHOBE BbITPYKEHHbIX AAHHbIX.
Kak npasuno (3aBUcKT OT HacTpoeK Bawero 6paysepa), npu Bbi3oBe 06paboTumka
OTKPOETCS AMaNoroBoe OKHO, B KOTOPOM BbibepuTe: OTKPbITb UAM COXPaHUTb
¢dann. MNpu 3anycke ob6paboOTYMKOB MeYaTM SINCTA COrlacoBaHMA AOKYMEHTa U
NIeHTbl eNCTBMI 33a4M OTKPOETCA OKHO OTNPABKKM AaHHbIX HA NeYaTb.

e O6HoBneHue O0aHHbIX — ODOHOBNEHME [HaHHbIX, K KOTOPbIM MNpUMeHAeTcA
o06paboTumK. Hanpumep, nepecyéT 3HadeHns nonsa mna «HymepaTtop».

e Hem pe3ysnbmama —obpaboTymK He NPOU3BOAUT HUKAKUX AENCTBUA.

— QononHutenbHble napameTpbl. B none B dopmate <udeHmugpukamop
nona>=<sHa4yeHue> f06aBNAAOT JOMNONHUTENbHbIE MapameTpbl 06paboTumka.

— DononHutenbHble $aiinbl. B none yKasbisatloT ¢aitn cootseTcTBuA 06paboTtumKka. na
Bblbopa daiiia HaXKMUTE KHOMKY 2.
Mocne 3anonHeHUs Bcex MNosier Gopmbl HaxKmuTe KHOMKy CoxpaHutb. OKHO co3ZaHuA

0bpaboTuMKa 3aKpoeTcs, obpaboTumk oTOGpasuTca B Cnucke. [Ns OTMEHbl Bcex
Npou3BeAEeHHbIX AENCTBUIA HAXKMUTE KHOMKY OTMEHMUTD.
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3ameuaHue — K 06paboTUMKy MOKeT BbITb NPUKPENNEH TONbKO 0AMH dalin-cueHapuit. MNpu
HEeobXoAMMOCTU  MPOrPaMMUCT  MOXKeT WM3MeHUTb ¢daln-cueHapuii  uMamM  co3gatb
cobcTBeHHbIN (NnoapobHee cm. n. «Co3aaHue 06paboTymMkoB» PyKoBoACTBa NporpamMmmumcTa).

Echn pasmep npukpennsemoro ¢daiina npesbiaeT YCTAaHOBAEHHOE agMMHUCTPATOPOM
CucteMmbl 3HaueHMe, Ha aKpaHe oTobpasuTca cooblueHne 06 owmnbKke; dalin He 3arpy3uTca
Ha cepBep. Ecnn pasmep Bcex npukpennéHHbix ¢annos (danna-cueHapua U
AOMo/IHUTEIbHbIX GaliN0B) NPeBbIAeT AONYCTUMOE 3HAYEHMUE, UISMEHEHUA HE COXPAHATCS,
Ha 3KpaHe oTobpasunTcs cooblieHme 06 olwnbKe.

B 6paysepax, He NoAfepP:KMBaIOLWMX MPOBEPKY pa3mepa 3arpyskaembix ¢paiinos (Hanpumep,
Internet Explorer Bepcun Hwxe 10), npoBepKa pasmepa ¢ainos npoussBoguTca nocne
OTNpPaBKM MHGOPMALLMM HA CePBEP, T.€. NOCNEe HAXKaTUA KHOMKM COXPaHUTD.

I'Io,u,po6Hee O CO34aHMWM BbiNoAHAeMbIX ¢ainos ans 06pa60THMKOB Tuna BeiyucrieHue
3Ha4yeHul nosneli cm. « PyKOBOACTBO NPOrpammmcTar.
15.2.2. 3agaHue JONONHUTENbHbIX NapameTpoB obpaboTumka

15.2.2.1. flononHUTeNbHbIe NapameTpbl 06paboTunKa nepecyeta HymepaTopa

B 3agauax v fOKyMeHTax c nosem Tuna « Hymepatop», 4158 KOTOPOro YCTaHOBAEH MPU3HAK
Asmosbiyucisemoe = Hem, nNoNb30BaTe/Nb CAMOCTOATENIbHO BbIYUCNAET 3HAYeHUe
HyMepaTopa, BbINOMHAA cneuuanbHbli 06paboTumKk. [ns Takoro obpaboTynka B none
[lononHuTenbHble napameTpbl yKaxuTe WAbJOH HymepaTopa W COOTBETCTBYHOLEe emy
none 3agauun. ns 3agay napameTpbl 3a4at0T B popmare:

numerator_template=<wabnoH_Hymepatopa_ana_sagaumn>

field_ident=<npeHtudukarop_nona_ana_sagaumn>
Mpumep:
numerator_template={counter}
field_ident=NUM1
roe {counter} — wabnoH HymepaTtopa, a NUM — ngeHtmdmkaTtop nons 3agayvu, cogepxallero
HyMepaTop.

JononHuTebHble NapaMeTpbl AN AOKYMEHTOB:
numerator_template_doc=<wabnoH_HymepaTtopa_ana_poKymeHTa>

field_ident_doc=<upeHTuduKkarop_nona_ana_poKymeHTa>
Mpumep:
numerator_template_doc={counter}
field_ident_doc=NUM1
roe {counter} — wabnoH HymepaTopa, a NUM — ngeHtMgmKaTop nonsi KapTouku 4OKYMEHT],
copepxallero Hymeparop.
BaxHo! B nose Pe3ynbTaT B OKHe CO3faHuWA/pedakTMpoBaHua obpaboTumKa ycraHoBUTE
3HaueHune O6Ho81eHUe OaHHbIX.
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15.2.2.2. flononHUTeIbHbIE NapameTpbl 06paboTunka «OTNPaBUTbL BAOKEHUA NOYTON»

MapameTp code_page=<CTaHgapTU3MpPOBaHHOE_Ha3BaHMe_KOAWUPOBKU_CUMBONOB>
MCNONb3YIOT ANA YKA3aHMA KOAMPOBKWM, B KOTOPOM OyayT oTobpakaTbca HasBaHWA
NPUKPEeNAEHHbIX K nuceMy ¢annoB M nanok. Ecnn napameTp He 3adaH, Npu OTNpaBkKe
nuceMa byaeTt npousseaeHa TPAHCAUTEPALMA HAa3BaHUI BAOKEHUI.

Mpumep:

code_page=cp866

code_page=windows-1251

code_page=utf-8

Mapametp field_email=<Ha3BaHue_unu_unpeHtuduKkarop_nona> npegHasHayeH Ans
YyKa3aHWA MonA AOKYMEHTa CO CMMUCKOM afpecoB A/ PAcCbIKM. B KayectBe 3HayeHuA
napameTpa MOMEeT BbICTYNaTb WAEHTUOUKATOP nonA 0ObEKTa, M3 KOTOPOro BbI3BaH
06paboTumKk. Ecnm napameTp YCTAHOB/IEH, pacCblika NPOU3BOANTCA TONbKO Ha e-mail us
NoasA LOKYMEHTA CO CMMCKOM afpecoB A1 PacCbIKU.

Mpumep:

field_email=Paccebinka

Ecnn ykasaHHoe nosne umeeT TUN «CnNpaBoOYHMK», MOMHO AOMONHUTENbHO YKa3aTb
Ha3BaHWe WAW uAeHTUPMKATOP MOAS  CNpaBOYHWMKA, 3HaAYeHMa KoToporo 6yayT
MCMO1Ib30BaHbI /17 PACCbIIKM.

Mpumep:

field_email=Paccbinka.Email

MapameTp logging=1 npeaHa3HayeH 418 BKAOYEHUA KYPHATIMPOBAHUA PACCbIIKM NUCEM NO
DOKymeHTy. Ecnm ana ob6paboTumnka 3a4aH 3TOT NapameTp, BO BKAaAKe HypHan KapTOUKM
OOKymeHTa byaeT oTobparkaTbca MHGOPMaLMA O AaTe M BPpEMEHU OTNPABKM NUCbMA, aBTOpe
onepauuu, agpecate, BNOXEHHbIX ¢ailnax, BPEeMeHW [OCTaBKM W NOATBEPKAEHUA
nosyyeHus NMUcbMa. YUnTbiBaTe, YTO NpU BbiNOAHEeHUMU o0bpaboTumka mailerattach.php, B
KOTOPOM 334aH AONOAHUTENbHbIM NapameTp logging=1, B CN1COK aapecaToB HEBO3MOXKHO
6yaeT BnucaTb BpyYHyto email-agpeca nam fob6aBnTb KOHTaKTbl U3 aAPECHOM KHUTW.

MapameTtp field_bodyreference=<HasBaHue_unu_id_cnpaBoyHuKa> — npegHasHayeH ans
YKa3aHuA Ha3BaHMA MK id cnpaBOYHMKA, KOTOPbIM NOAKAOYEH K « TEKCT NPUMeYaHUa» aas
BBOZA OCHOBHOIO TEKCTA MUCbMA. TEKCT M3 NOA TPAHCANPYETCA B TENO NUCbMa.

MapameTp field_feedback=<ugeHTudukatop_nona> npegHasHayeH 418 YyKa3aHUA MoAA
OOKYMEHTa WM 33[a4n, B KOTOPOe KonupyeTca BblOpaHHOE MO CCblIKE B Tesne MucbMa
3HAYeHMe Npu yCNOBUU COBMECTMMOCTM TMMNa NOAA 4/1A KONMUPYEMbIX AaHHbIX.

Mpumep:

field_feedback=SCORE (ngeHmdmkatop nonsa “OueHka” B PK)

B none “TekCT npumeyaHus” BBeOeH TeCT:

“Moxanyncta, oueHnTe paboTy MeHeaxepa:

% NonoXxmTenbHo% % oTtpuuatensHo%”
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B Tene nucbma doopmMupyeTcs ccbifika Ha 3HadeHue, TpaHCIMpyeMoe npu BbIGope nonyyvatenemM
n3 nucbma B none SCORE PK[ (nonoxutensHo/oTpuuaTensHO).

MapameTp letter_theme=<Ha3BaHue_unu_uaeHTuduKatop_nona> npegHasHayeH Aas
YKa3aHuA nona AOKYMeHTa/SaAaHM, 3Ha4YeHMne KOToOpOoro ncnoab3yeTca ANA yKa3aHNA TEMbI
nucoma. Ecnm napameTp He 3agaH, npu co3gaHuu coobuweHus 6ypeT oTobparkeHo
TEeKCTOoBOe noJsie gnAa sBo4a TeMbl NMMCbMa.

15.2.2.3. flononHuTeNnbHble NapameTpbl 0bpaboTunka «IKkcnopt B XLS»

MapameTp withChildren 3agaét cnocob Bbirpy3ku 3anuncei nepapxmyeckmx CrnpaBoYHUKOB.
Echn ana obpabotumka Ikcnopm 6 XLS 3apaH napametp withChildren=1, npu Bbirpyske
POANUTENbBCKOM 3aNnCK DYy T BbIFPYXKATbCA U €e foYEPHUE 3aNUCH.

15.2.2.4. flononHuTeIbHble NapameTpbl 06paboTumKa «3arpy3ka OMEHHbIX MMEH nob3oBaTenein»

BxoaHbIM napameTpom B nosie [ononHutenbHble ¢aiinbl asnaetca ¢akin dopmaTa csv C
nepeyHem OMEHHbIX UMEH No/ib3oBaTesiei (KognpoBKa - «winl251», pasgenutens -« ;»).
Mocne 3arpy3Kn aTUX JaHHbIX A06aBNAOTCA YyYETHbIE PEKBM3UTbI B KAPTOYKY MO/1b30BaTENA
AN AOMEHHOM aBTopU3aLnu.

MpuMep OOMEHHbLIX UMEH ANS Nofnb3oBaTenen:

20009;MOTIWARE\USER1

20011;MOTIWARE\SOKOLOV

BaKHO: 41 BKNOYEHMA JOMEHHOW aBTOPM3aLMK 415 BCEX NONAb30BaTeei, He0b6Xo0aAMMO B
¢dann koHdurypaumm config_motiw.ini gob6asutb napametp domain_auth_to_all=1 (cm.
PyKkOBOACTBO MO YCTAaHOBKE CUCTEMBI).

15.2.3. Co3paHue daitna coorseTcTBUA

®aiin coomeemcmeus obpabomyuka — 370 $paitn, B KOTOPOM MPOMMUCHIBAOT MAcCUB Nap
«UMSA nond — udeHmugukamop». Ums nons moxeT 6bITb NPOU3BOAbHbIM. B Tabnnuax 8 u 9
npusegeHbl CTaHAAPTHbIE MAEHTUDUKATOPLI MONel 418 3434 U JOKYMEHTOB.

3ameyaHue — NpaeHTUOUKATOPbI YyKasbiBaliTe B TOYHOM COOTBETCTBMM CO 3HAYEHUAMM
Tabnuu,.

Tabauua 8. CtaHgapTHble naeHTUOMKATOPLI AN Nose 3a43a4u

UpeHtupukarop HasHaueHue naeHTMPUKaTopa
TASKNAME HasBaHue 3agaum
DESCRIPTION OnucaHue 3agaumn
STARTDATE [aTa Hayana 3agauv B popmate « 44.MM.IT»
ENDDATE [aTa oKoHuYaHusA 3agaum B popmate « 44.MM.TT»
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UpeHTudukatop HasHauyeHue ngeHTMPUKaTopa

STARTDATETIME [aTa v Bpema Hayana 3agaum B popmate « 44.MM.TT Y4:MM:CC»
ENDDATETIME [aTa v Bpemda okoHYaHUA 33 daumn « 40.MM.IT Y4:MM:CC»
PROJECT Ha3BaHue npoekTa

PRIORITY Mpuoputet

CREATOR Mma nocTaHOBLMKA 33 4a4mn

TASKNUMBER Homep 3agaum

AUTHORS MmeHa aBTOpOB3agaum

RESPPERSONS MMeHa oTBeTCTBEHHbIX pyKoBOgUTENE M 33 424U

WORKGROUP MmeHa y4acTHUKOB paboyei rpynnbl

CONTROLERS MmeHa KOHTpoNepoB3aaaum

[Ona obpabotumkos, BxogAalmMx B NoctaBky Cuctembl, Tpebyetca ¢alin cooTBeTCTBMA B
dopmate RTF. B daitne cooTBeTCTBMA MOMKHO 3a4aTb GopmaT OTOOparkeHWs AaHHbIX:
yKasaTb Cnocob BbipaBHUBAHMA TEKCTa, pasmep U ugeT wpudTa ANA Ha3BaHUK nonewn u
NOEHTMOUKATOPOB, NapameTpbl U OpMeHTauuIo CTpaHuubl. Npn NnpumeHeHMM 0bpaboTumKa
K 06BbeKTy CUCTEMBI, AaHHbIE O HEM BYAyYT BbIFPY»KaTbCA € 334aHHbIM GOPMATUPOBAHUEM.

PekomeHayem co3gaBatb ¢ainbl COOTBETCTBMA B nNpunoxeHuax Microsoft Word wu
OpenOffice Writer. ®aitnbl cooTBeTCTBUA A1 BbIFPY3KM KapTOYKM OOKYMEHTA W /MCTa
COrNacoBaHWUsA AONXKHbI ObITb CAeaHbl B O4HOM TEKCTOBOM pesiaKkTope.

3ameuaHue — Mpu cosgaHumn danna cootsetcteusa B Microsoft Office Word Bepcumn 2003 m
BblLLe B HACTPOMKax 6e30MacHOCTM BbiKAOUUTE dnaxok CoxpaHAMe cay4valiHoe Yyucno 014
yAy4YwWeHUAa moyHocmu o6veduHeHUA.

MoMUMO CTaHAAPTHbIX Moael 3agaun, B ¢aine CoOTBETCTBMA MOXKHO MCNO/b30BaTb
AOMO/IHUTEIbHbIE MOAS, onpedefiéHHble B TUMNe 33gauyu. B KayecTBe HasBaHW nosew
MOKHO MCMOJ1b30BaTb NMPOWU3BO/IbHbIE 3HAYEHMSA, @ MAEHTUPUKATOPbI 3TUX MONEN AONXKHbI
COOTBETCTBOBaTb MAeHTMdMKaTOopam nosnel Tuna 3agaun. [logpobHee o0 3agaHwUm
NAEHTUPUKATOPOB 4N MoNen TUna 3agaum cm. n. 12.1.2.

3apaloT MaeHTMOMKATOpPbl ANA MoJiel KapTOYKM [OOKYMEHTa NpU ee COo3ZaHuu Wam
peaakTUpPoBaHUM.

CTaHZapTHble MOJIA KapTOYKM AOKYMEHTa WMMET UAEHTUPUKATOPbl MO  YMOJAYaHMIO,
NOEHTMOUKATOPbI  OCTaZbHbIX Nonel 3aJaéT aAMMHUCTPATOP [AOKYMeHToobopoTa.
3agaHHble ana nosaemn TMNa AOKYMEHTa UAEHTUPUKATOPbI MOXKHO MCMOb30BaTb B ¢aiine
cooTtBeTcTBMA. MoapobHee 0 3a4aHMM MAEHTUPUKATOPOB A/1A MONEeN KAapTOYKU AOKYMEHTa
cMm. n «Co3gaHue  pernucTpaumMoHHOM  KapToOukM»  «PyKoBoacTBa  agMuMHMCTpaTopa
[OKYMeHTo0b60poTay.

156



Ta6bnuuya 9. CTaHAapTHbIE NAEHTUDUKATOPBI A1 AOKYMEHTa

UpeHTudukatop HasHaueHue naeHTMPUKaTopa
AUTHOR Nma aBTOpa AOKYMEHTa
CREATEDATE JaTa co3gaHna AOKyMeHTa
REGDATE [aTa pernctpaumm JOKymeHTa
FILES HassaHua daiinos
EXECTIME CpOK UCNONHEHUA AOKYMEHTA
PROJECT Ha3BaHue npoeKTa JOKYMeHTa

MoMMMO 3HaYeHW Noner AOKYMEHTAa MOMHO BbIFPY)KaTb 3HAYEHMA NONMEN BKNAOKM
Mapuwpyr.

B Tabnunue 10 npeactaBneH nepeyvyeHb UAEHTUPUKATOPOB A/1A BbIFPY3KM AaHHbIX B ¢aiin
cooTBeTCcTBMA JIucTa cornacoBaHumA.

3amevaHune — NpeHtudumkatopbl START M END ob6si3aTenbHbl gns 3anonHeHus. OHuM
orpaHuuymBatloT obnacTb oTobparkeHUa MHbopmMaLumm B daine COOTBETCTBUA NMPU SKCNOPTE
JNucra cornacosaHus.

NaoeHTudmkatopbl BEGINSTAGE w  FINISHSTAGE no3BossitoT orpaHMyunMtb obnacTb
oTobparkeHns uHPopmMauuM no 3Tanam cornacoBaHuAa. MNaeHTuoukatop STAGENAME
CNYXKUT ANA oTObparKeHUA Ha3BaHWA 3Tana cornacosaHmA. A akcnopTa BCex AaHHbIX Jlucta
COrNacoBaHUA UCNOb3YOT naeHTUdUKaTop AGREELIST.

MomuMo nepeuncneHHblx B Tabauuax CTaHZAPTHbIX MAEeHTUPUKATOPOB, cyllecTByeT
naeHtTndukatop IDEAN13 ans popmmnpoBaHUA WTPUXKOAOB UAEHTUDUKALMOHHBIX HOMEPOB
3aZla4 M JOKYMEHTOB B BbIPY»KeHHbIX dannax popmarta RTF.

LTpuxkoa, coctout u3 2 uudp npedukca (noctoaHHoe umcno «20»), 10 umdp
naeHTnduKaTopa n 1 undppbl KOHTPONBHOFO YUCAa.

LTpmxkoa popmmpyeTcs No HOMepy 3a4a4m/AOKYMEHTA caeayowmm obpasom:

1. bepeTca HOMep 334ayu WAM  AOKYMeHTa (MaKCMManbHbIA pasmep Homepa
coctasnseT 10 pa3pagos). Mpumep: 10573.

2. Ecnv pnnHa Homepa meHbwe 10 pa3psagos, TO cneBa AONUCbIBAOTCA ANAMpyoLwme
HyAu. Mpumep: 0000010573.

3. B Hayane nosay4yeHHOro uyucna gonucbiBatotcs umopbl 2 M 0 (TpeboBaHue ann
Mcnonb3oBaHuA WTpuxKogos EAN13 BHyTpu opraHmsauuit). Mpumep: 200000010573.

4. PaccunTbiBaeTCcA U AOMMUCLIBAETCA CpaBa KOHTPO/IbHOE Yncno, Heobxoamumoe ans
NPOBEPKU KOPPEKTHOCTU WTPUXKOAA MNPU €ro CYUTbIBAHMWU CKaHepom. [lpumep
(koHTpOMnbHOE Yncro — 4): 2000000105734.
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3ameuaHue — PopmmnpoBaHMe WITPUXKOAO0B HOMEPOB 33[a4 U JOKYMEHTOB, UCNO/Ib30BaHMe
3HaYeHW nonei CNpaBOYHUKOB HEAOCTYNMHO MpPWU MCMOAb30BaHUWM ¢alina-cueHapus

exportXLS.php.

UpeHtMduKarop
CREATEDATE
CONSIDERATIONDATE
VIEWDATE
DELAYEDFOR
STATUS
REMARK
FILES
TASK
DESCRIPTION
NAME
DEPARTMENT
POST
START
END
BEGINSTAGE
FINISHSTAGE

STAGENAME

Tabauua 10. UaeHTUdMKATOpPLI ANA 3KCcnopTa JIucTa cornacoBaHus

HasHaueHue naeHTudpuKatopa
[aTta co3pgaHua 3agaum
[aTa cornacosaHusa
[aTta o3HaKomneHua
MpocpoyeHo Ha
CraTtyc
3ameyaHue (Mpy PaccCMOTPEHMM C 3aMEYaHUAMM)
daiinbl (NPUKPenNEHHbIE NPWU COrNaCcoBaHUN)
3apava
OnuncaHue ypoBHA paccMOTpeHUn
[o]7]e]
NopgpasgeneHue
LJonXKHOCTb
Havano otobpakeHuns pparmeHTa 610Ka MapLUPYTHOMN CXEMbI M NONb30BaTeNE N B HEN
OKOHuYaHWe oTobparkeHuns pparmeHTa 610Ka MapLIPYTHOM CXEMbI M NONb30BaTENIEN B HE
Havano oTobpakeHns aTana mapLUpyTHOM CXeMbl
OKOHYaHWe 0TobpakKeHUs 3Tana MapLUPYTHOMN CXeMbI

HasBaHwue 3Tana

Mpumep 3anonHeHus daina cootTBeTCTBUA ANA JINCTa COorlacoBaHuA NpuBeAeH Ha puc. 97.
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Jlucer cormacoBaHug

BEGINSTAGE
STAGENAME
DHO Hara data Hata IIpocpouen na | Iloapasaene | Crarye | Jomknoer | 3ameuan | ®aiin | Onmcan | 3agaua
COTJIACOBAH | €033 | 03HAROMIEH HHe B He BI He
ust HuA ust
STAR | CONSIDER | CREA | VIEWDATE | DELAYEDFO | DEPARTME | STATU POST REMAR | FILES | DESCRI | TASK
T ATIONDAT | TEDA R NT S K PTION | END

NAME E

FINISHSTAGE

Puc. 97. Npumep daina cooTBeTCTBMA

CywiecTByeT BO3MOXKHOCTb BbIFpY3KM 3HaYeHUI nonel Bknagku Pesontouun. B Tabanue 11
yKasaHbl naeHTMPUKATOPbI NONEN BKNAAKMW.

RD, RM, RY

REGNUM

MANPOST
RESOLTEXT
AUTHOR

cMm, cY

Tabnuua 11. MaeHTdmMKaTOpbl NoNel BKNagkM Pesontoumm

OeHb, mecay, rog. [Ona KOpHEBbIX Pe30NLUMI M UX MPOEKTOB — AaTa perucrpauuu
[OKYMeHTa; ANA BNOXKEHHbIX —AaTa CO34aHMA Pe30oLUM UNN ee NPOeKTa

Ha3BaHue fLOKyMeHTa (NepBoe Nose KapToukm)

JonHocTb aBTopa pe3onoummn

TeKkcT pe3ontouunmn

AsTOp pesontouun

Tekylme mecau, rog,

CyliectByeT BO3MOMHOCTb BbIrpy3Ku 3anuceit Tabauu (tun nonsa «Tabauua» B8 3agade). B
Tabnmue 12 yKasaHbl cUCTEMHbIE MAeHTUdMKATOPbI Tabauu,

RECORD_AUTHOR

RECORD_CREATEDATE

Tabnuua 12. CuctemHble naeHTUdUKaTopbl Tabauy,

Monb3oBaTennb, fobasMBLIMI 3aNUCh B TabanLy

[JaTa v Bpema obasneHus sanucu 8 Tabavuy

06paboTumKku
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Onsa noneit tTunos «CnpaBoyHuK» (CcblKa Ha cnpaBoYHMK, MHOMKeCTBeHHas CCblKa Ha
CNPaBOYHMK) MOXKHO 334aTb BblOOP 3HAYEHWI KOHKPETHOro MOAA CMPaBOYHMKA. [aHHas
BO3MOXHOCTb AOCTYMHA 4/18 Nonen:

— Tna «Ccbl/IKa Ha CMPaBOYHMK» M « MHOXKECTBEHHAs CCblJIKA Ha CMPaBOYHUKY A8
3a4ay;

— Trna «CnpaBoOYHUK» ANA AOKYMEHTOB.

B aTom cnyyae ucnonbytoT ¢opmat 3anucn naeHtndmurkatopa: <UAEHTUGUKATOP NOJA
3A0AYUN nnn OOKYMEHTA>.<UOEHTUPUKATOP CMIPABOYHUKA>, rae:

<WAEHTUDOUKATOP I10J14 3AAYN unu JJOKYMEHTA> — naeHTUdMKaTOp Noasa 3agaumu
WU JOKYMEHTA, KOTOPbIN CCbIJIaeTCA Ha NoJie CNPaBOYHMKa;

<MAEHTUOUKATOP CrIPABOYHUNKA> — naeHTUGUKATOp NOAA CMPaBOYHUKA, 3HaYeHue
KOTOPOTro Hao NOACTAaBUTb BMECTO 3HAa4YE€HUA YKa3aHHOTO NoAA 3a4a4M UM AOKYMEHTa.

Hanpumep, ecrnn HeobxoamnMo, 4Tobbl B KapTouke JOKYMeHTa :aMunusa aBTopa JOKyMeHTa Bbina
yKasaHa He B UMEHUTENbHOM Najexe, a B JaTenbHOM, B NyHKTe MeHo HacTporikun agpecHomn
KHUr1 pasgena AaMUHUCTprpoBaHue aobasbTe nosne [JatenbHbi Nagex v NpUcBonTe emy
naeHmdmkatop FIODAT (noapobHee cM. n. 3.1). B pekBu3ntax nonb3osatens, Hanpumep
MBaHoBa, B none [latensHbli Nagex ykaxute daMunuio nonb3osaTens B AaTenbHOM nagexe
(MBaHOBY), a B (havine cOOTBETCTBUA AN TaKUX KapTodeK AOKYMEHTOB YKaxuTe naeHmgmkaTop
suga: AUTHOR.FIODAT. B BbIrpy>keHHOM doarinie BMECTO YKa3aHHOro ngeHtmdmkartopa byaet
oTobpaxatbca «/BaHOBY», a He «/IBaHOB».

[Onsa JOKYMEHTA, B permcTpaLMOHHOM KapToUYKe KOTOPOTO YKasaHbl MaeHTUdMKATOPbI Nonei
(puc. 98), morkHO co3aaTb daiin cooTBETCTBUS.

PErnCTPaLyMoHHbIE KaPTOMKK JOKYMEHTOB

Dbwee Npasa MapwpyTel cornacosanna Mona DbpaboTunkn 3apaun Pesonounn HacTpofkn NoOYTOBLIX YBEQOMIEHNA dopmaTel

Hazearme Tun nona Hzmennemoe - DanaTEfwuerure - Yhukanstoe CrpoblBaTe B kapTouke  Ckpuigats 8 Tabnuuax | Crpoieats... | Ckpoieate npu coznarmn | Waewmwdwsarop
AsTop CoTpyaHmk Het OBasaTenbHoe NPU CO30a. HeT Het Het Het Het AUTHOR
Aata cozganma Aata Het OSA3aTenbHoE NPH CO34A... Het Het Het Het Het CREATEDATE
Oata peructpaumn [flata fa (OBA3aTenbHoe NPH CO344... Her Her Her Her Het REGDATE
Gaiinbl Daiinbl Het HeobasaTensHoe HeT Het Het Het Het FILES

CpoK HCNONHEHKA Yucno Aa HeoSazatensroe Het Het Het Het Het EXECTIME
Mpoexr Mpoext Het Heobazatensroe Het Het Het Het Het PROJECT
¥posetb nocTyna ¥posetb A0CT. Het HeobasaTensHoe HeT ha ha ha Aa ACCESSLEVEL

Homep HymepaTop Het OBA3aTentHoe NpM COZAA... Het Het Het Het Het NUM -
»

& A= 5 D

Coxpatmme  CoxpanuTs kak  Ymanute  BepryTbon Des coxpanenms

Puc. 98. OKHO NPOCMOTpPa PErnCTPaLMOHHOM KapTOYKM AOKYMeHTa. BKknagka Mons

Ona aToro co3gaite B odpmucHOM npunoxeHun dann popmarta RTF, cogeprKalmin HasBaHUA
nonemn n nAeHTNPGUKaTopPbl AOKYMEHTA.

Mprmep 3anoSHEHHOM KAPTOYKMU SOKYMEHTA NpeacTaBAeH Ha pUCyHKe 99.
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.
__LIE_. | | NucT cornacoBaHuA

Kaprouka pokymenta MapwpyT

Mone

BxogAwmia Homep

AgTOp *

[aTta cozgaHua ™

[ata perncrpaumn ™
KoppecnoHgeHTt *

KTo nognucan *

HomMep Moogawero gokyMmedTa ™
[aTa noogAWero goKyMeHTa ™

Cnocob pocraskm *

KpaTkoe cogepxaHne goKyMeHTa *

CpoK MCnonHeHns

Mpoekt

LB Pezontowm Kypran

3HaueHue

0/32

Jofposonbaui BukTop BnaguMupos-
19.09.2014 16:48:03

04.09.2014 00:00:00

000 "3opuHKa"

MeaHoe A.M.

126-23

05.09.2014 00:00:00

3NeKTPOHHERA NouTa

Mpeanoxedle o NPOBEASHWN LETCKWX NPazaHMKOR
23.01.2015 16:45:46

ALMUHWUCTPATOP CUCTEMBbI: 33JadYn BHE NPOSKTOR

COXpaHHTL Co3AaTk HOBGIIl 3Tan paccMoTpeHHs Co34aTh CEA3AHHLIA AOKYMEHT U »

Puc. 99. OKHO NPOCMOTpPa KapTOUYKN AOKYMEHTA

Mocne npumeHeHnn ob6paboTUMKa K AOKYMEHTY B Bbirpyaemom daiine (puc. 100) emecTto
Ha3BaHMI unaeHTUdUKATOPOB byaeT 0TO6paKaTbca MHOOPMALMA M3 COOTBETCTBYHOLLMX
nonel KapToUYKM OKYMEHTA.

KoppecnoEaeHT:

0AO "Jopunra"

Crnoco® JocTaBKH:
I EKMPOHHAA ToUund

,Jara H HOMED JOKVMEHTA: Bxogamni HOMeP H JaTa DOTYHICHHA!

25.02.2009
126-23 25.02.2009 932

Kpan{oe CoIep:HaHHe JOKYMeHTa:
IIpednoscentie o nposedennl 0eNCKIX NPA3OHIK0E

Pezomonua:

Kypouunoii I1.A. Taa noozomoexu cnemor. P. Caomoe 25.02.2009
ITepenano: CpoK HCTIOTHEHHA:
25.03.2009 3oa0omapéeoii I1.A. Jas 28.03.2009

padomst B. Pydaroeeckoaty

Puc. 100. Pe3ynbTaT NpMMeHeHMA 06paboTUMKa K JOKYMEHTY
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15.3. PepaktupoBaHue u yganeHue o6pabotunkos

[lna nepexoaa B OKHO pedakTMpoBaHuWA o06paboTumKka ABaKApl LUENKHUTE Ha HEM WAU
BblAEINTE B CMIUCKE U HaXXMUTe KHOMKY ¢ (PeaakTMpoBaTh) Ha NaHenu ynpasneHus.

PepakTnpoBaHMe 06paboTuMKa aHaNOrMYHO ero co3gaHuio. A M3MeHeHMA TeKyLlero
daina HaxkmnTe KHOMKy @, BblbepuTe HOBbIM daiil B AMAaNOrOBOM OKHE U HaXKMUTE KHOMKY
CoxpaHuTb.

B none [JononHutenbHble ¢aiinbl MOXKHO YKa3aTb HECKONbKO $aiiioB COOTBETCTBMSA, HO
BbIrPy3Ka AaHHbIX ByAeT OCyLecTBAATLCA NPM Nomowy daiina, HaxoaAWerocs nepebiM B
cnucke. Ans yaaneHus daitia COOTBETCTBUA HAXKMUTE KHOMKY X PAAOM C €ro Ha3BaHUEM.

N3meHeHMA 3adMKcUpynTe, Ha)kaB KHoOMKy CoxpaHutb. [nA OTMEHbl U3MEHEeHWM
MCNONb3YIOT KHOMKY OTMEHUTD.

Ons yoaneHus obpaboTtumKa BbibepuTe €ro B CMUCKE M HaxMuTe KHonky — (Yaanutb) Ha
naHenun ynpasneHus.

3ameuaHune — CUCTEMHbI 06paboTUMK OTOBPANKEHUA KOMMOHEHTOB HEBO3MOXHO U3MEHUTb
WU yaanutb. ns aToro o6paboTumka BO3MOXKHA TO/IbKO 3ameHa daiina-cueHapus.
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16. CnpaBOYHUKHU

Cnpaso4yHUKU WCNONb3YIOT ANA XPaHEHWUA [aHHbIX, WCNOAb3yloWMXcA npu pabote ¢

obbeKTamun Cuctemsl.

Co3gaHue, peldakTUpOBaHME WM MPOCMOTP CMPaBOYHMKOB AOCTYMHbI B MYHKTE MEHIO
UHCTpyMeHTbl = AAMUHUCTPUPOBaHKe - CnpaBouHukM (puc. 101). NMyHKT MeHo AocTyneH
no/sib3oBateniAm c npasom « Co3gaHme CnpaBoYHNKOBY.

CnpaBoYHHKH

HazeaHue =

El Bank

El Biogpxer [3anekn Ha onnaty]

El Bantota

El Buaw cuetoe
El BHewHne pecypcsl
4 [ BxogsAlWas KoppecrnoHgeHLmA
= KpaTkue cofepsaHus [BX. 4OKyMeHTb]

E ropopa
E foroeopul

El ¥ypHan Bulgaun gena
El Kogw OKN

+ /-

ABTOD

FpoMos KJpuiAd Anekceesuy
FpoMos KJpuiA Anekceesuy
MpoMoe KOpHA AneKceeBuy
FporMoe KOpUiA Anekceeeny
FporMoe KOpUiA Anekceeeny
FpoMos KOpUid AnekceeBuy
FpoMos KJpuiA Anekceesuy
MpoMoe KJpWA AneKceesuy
MpoMoE KOpWiA AneKceesuy
FporMoe KOpUiA Anekceeeny
FpoMoe KOpUiA ANeKceeBuy

Puc. 101. MyHKT meHt0 CnpaBoOYHUKMK

B HWXHeil YacT OKHa pacrorioeHa naHenb ynpasneHus, coaepxatias kHonku + ([Jo6asuthb),

# (PepaktupoBatb) U = (YoanuTs).

an Haan4nm npasa ((C03AaHMe CNpPaBOYHUKOB» B CNUNCKe 0To6pa)+<ar0Tc;| BCé CNpPaBO4YHUKHN
Cucremsl. Monb3oBatenb MoXKeT npocmaTpuBatb CNPaBOYHUKKU, aBTOPOM KOTOPbLIX OH He

ABNAETCA, TO/IbKO NPUN HaTNMYNU NpaB Ha HUX.

Monb3oBaTento C npaBamMu «AQMMHUCTPATOP cucTembl» M «Co3gaHue CrpaBoOYHMKOBY
[OCTYMHO PeAaKTUPOBaHUE U yAaNeHNe BCEX CNPABOYHMKOB, 33 UCKIOYEHMEM CUCTEMHDIX.

CnpaBOYHUKM, 3aMUCK KOTOPbIX UCMOb3YIOT ANA OLEHKM BbIMNOJIHEHWA 33434y, HasblBalOT
oueHoYHbIMW. OLEHOYHbIE CMPABOYHUKM AOJIKHbI 06134aTb ONpeaeiEHHON CTPYKTYpPOU

nonek (nogpobHee cm. n. 15.6).

BO3MOKHO cO34aHMe JNIMHEMHBIX U MEepapXMYecKUx cnpaBo4YHMKOB. OTHOWEHMA TuMa
«Pogutenb — MoTOMOK» MO3BOAAIOT YNPOCTUTL PaboTy CO CnpaBOYHMKaMM € HO/bLUMM
KOIMYeCcTBOM 3anmcein. BoamorkeH Nnonck MHGopmauum B CPaBoOYHUKE.

CnpaBoYHUKMN
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16.1. Co3pgaHue cnpaBOYHMUKOB

[na cosmaHua cnpaBovyHMKa HaxkmuTe KHonKy + ([Jo6aBuTb), yKaxuTe Ha3BaHue B
nossmsBwemcs OKHe (puc. 102) n Haxkmute KHonky OK. Co3gaHue CnpaBOYHMKOB C
OZMHaKOBbIMM Ha3BaHUAMMW HE AOMYCTUMO.

Oobasute *®

BeeauTe HasBaHWe CrpaBo4HWKR
KoHTparedTsl [BCe Momgynm]

OK OTMEHE

Puc. 102. OKHo gobaBneHMA HOBOro CNpPaBOYHMKa

OKHO €034aHMA CNPABOYHUKA COCTOUT U3 BKNALOK:

— HacTpoiikn — Bo BK/IaZKe 3a4at0T cnocob oTobpaskeHus 3anucei u npasa gocTyna K
HUM;

— MNona — BO BKNagke GOPMUPYIOT NepeyeHb NONEN CNPaBOYHWKA, 33a4a0T MM
HacTpauBaloT UX TUMbI.

— 06paboTuMKM — BO BKNAAKE NOAKNIOYAIOT K CNPABOYHNUKY 06paboTUmKK.

— HacTpoiiku 3aknagoK — BO BK/laAKe HacTpamBaloT CMUCOK 3aKNadoK CrpaBOYHUKA U
COCTaB X Nonemn.

Mo yMOA4aHMIO OKHO CO34aHUA CNPaBOYHMKa OTKPOEeTCA Ha BKAagKe Mons.

B HWM)KHEW 4acTM OKHa pacnonaraeTcA MaHeNb YMNPaB/ieHUs, COAEpPKAAA KHOMKMK
CoxpaHutb, CoOXpaHUTb KaK, BepHyTbcA 6e3 coxpaHeHua.[ns peaakTUpPOBaHUA
CNPaBOYHMKA ABaXAbl LWENKHUTE Ha HEM MU BbIAEINTE ero B CMIUCKE U HaXKMUTe KHOMKY &
(PepakTnpoBaTb). PepakTupoBaHMe CNpaBOYHMKA MNPOU3BOAUTCA aHANOTMYHO  €ro
CO34aHuUI0.

OnaynaneHua cnpaBoYHMKa BbIbepUTe ero B CMMUCKE M HaXMUTE KHOMKY — (Yaanutb).
16.1.1. BKnagka «HacTpoiiku»

Bo Bknaake Hacrpoiiku (puc. 103) 3agatoT Ha3BaHMe CpaBOYHMKA, CNOcob oTobpaskeHUs U
NMoOWMCKa 3anuceld, NpaBa AOCTyNa K HUM. [NA NepemMmeHOBaHWA CMNpaBOYHMKA BBeAMTE
HOBOE Ha3BaHMeE B COOTBETCTBYIOLLEE NONeE.
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CnpasoyHAKKA

Hacr poiikn Monsa 06 paboTumnKm HacT poiikn ZaKknanok

HazeaHwe: KoHTpareHTsl [Boe Mogynu]
7| OBWenoCTYNHOCTE 3aNWMCei
HacTpoika gocTyna K anucamM
Cnocof oTobpateHa
() Mepapxryeckui

@ NuHeRHbIA

HacTpoiika novcKa
@ Mcnonez0BaTe NOWCKOBYK CUCTEMY

() WcnonezoeaTe 033y AaHHBIX

CoxpaHuTe  COoXpaHWTe kak — BepHyTecA Des coxpaHeHua

Puc. 103. Bknagka Hactpoiiku

Mo ymonuyaHuio Bce 3anMmMcK CNPaBOYHUKA AOCTYMHbl TO/NbKO MOJ/Ib30BaTeNtO, CO34aBLIeMyY
ero (Bnagenbuy). Ytobbl caenatb 3anucu BAagesbLa BUAMMbIMU AN NONb30BATENEMN,
MMEoWMX TMNpaBo Ha MPOCMOTP CMPaBOYHMKA, YCTAaHOBUTE /1A  HEero Mpu3sHaK
ObwedocmynHocms 3anuceli. MNpwu 3Tom BAagenel, CNpaBOYHWMKA M MONb30BATENMN,
KOTOPbIM [OCTYMEH CNPaBOYMHMK, OyayT WMMeTb AO0CTYN KO BCEM 3anucam  Apyrux
nonb3osatenieil. Ecnv NpusHaK He YCTaHOBAEH, KarKabli MOJsib30BaTeNb, A06aBAAOWMIA
nHbOopMaLMIo B CNPaBOYHUK, byaeT BUAETb TO/IbKO CBOW 3anUCH.

Bnageney, cnpaBoYHUKA NpM NOMOLM NMpPU3HAKa Hacmpolika docmyna K 30NUCAM MOXKeT
paspeLWwnTb Kaxgomy noJsib3oBaTesnto, gobaBnsAlolWeMy 3anucb, Camomy OMNPeAeNaTb ee
BMAMMOCTb 418 APYrMX nonb3oBaTenei. ECAn npusHak yctaHoBAeH, Npu AobaBneHun
3anucy No/sib30BaTe/lb MOET BKAOYUTL ANA Hee Npu3Hak YacmHas 3anuce. YacTHble
3anucy OOCTYMHbI TOJ/IbKO WX aBTOPY, T.€. KaxAbli Mo/b30BaTe/ib MOMET CO34aBaTb B
CNPaBOYHMKE JINYHbIE 3aNUCK, HEAOCTYNHbIE AaXKe Bage/1bly CNPaBOYHUKA.

Mo ymonuaHWiO AN HOBOFO CMpPaBoOYHUKA NpwusHaku ObwedocmynHocms 3anuceli w
Hacmpodlika docmyna K 3anUcsim BbIKNOYEHbI.

CywecTtBytoT ABa cnocoba oTobparkeHMA 3anuceil CNPaBOYHMKA: Mepapxuyeckuin (B Buae
Aepesa) M AMHelHbIM (B BMAe cnucka). Mo YyMONYaHWIO CO34aI0TCA Mepapxmyeckme
cnpaBoYHMKK. Cnocob oTobpaxKeHUs MOMXKHO U3MEHUTb, BbibpaB Heobxoanmoe 3HaYeHue.

MoWcK Mo CNpPaBOYHUKY MOXKHO NMPOU3BOAUTD:
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— cpeactBamm Apache Solr (Mcnonb3zosams nouckosyo cucmemy). PekomeHgyem ans
CNpaBOYHMKOB 60/bLLIOrO 06beMa: MOUCK NPOUCXoAnUT BbICTPO, HO, T.K. Solr co3gaéT
COBCTBEHHbIM NOMCKOBbIN MHAEKC NO PacnucaHunio, pe3ynbTaTbl MOUCKA MOTYT BbITb He
BCEraa akTyaslbHbl.

— MOWCKOBbIMM 3anMpocaMm HenocpeacTBeHHO K 6ase AaHHbIX (Mcnosesosame 6asy
O0aHHbIX). PeKomeHayem Ana cnpaBoYHMKOB HE6ONbLWOro 06bema: NOMUCK MPOUCXOAUT
MmeaseHHee, 4Yem npu wmucrnosib3oBaHun Apache Solr, ogHako pesynbTaTbl Bcerga
aKTyanbHbl.

16.1.2. Bknagka «Mona»

Bknaaka Mona (puc. 104) — ana dopmmMpoBaHMA CNUCKA Noael CnpaBoYHMKa.

CnpasoyHAKH

Hacr poitkn Mons ObpaboTumm Hacr poitkn 3aKnagoK

+ 5 -+ +

HassaHwe nons MaeHTndmkaTop Twn nons ObmsaTencHoe...  YHWKancHoe .. CEMAsh Buifop...  Cracow
MonHoe HavMeHoBaHKe  CONTRACTOR_MAME CTpoka na Het Het

QreH CONTRACTOR_PSRM CTpoka Het Het Het

Knn CONTRACTOR_PPC CTpoka Het Het Het

WMHH IMM CTpoka Het HeTt Het

Cair CONTRACTOR._SITE CTpoka Het Het Het

E-mail CONTRACTOR._EMAIL CTpoka Het Het Het

CoxpaHWTe  COXPaEHWTE Kak  BepHyThCA BE3 COXpEHEHMA

Puc. 104. Bknaaka Monsa

B BepxHei 4acTu BKAAAKM PacrnosioeHa NaHeNb ynpaBneHus, cofepskallas KHonku +
(Jobasutb), & (Pepaktuposatb) u — (Yganutb). [na u3mMeHeHMA nopagka nosnein
ncnonbayiTe KHOMKKU + un ¥,

[na pobasneHuna nona HaskmuTe KHonky +. B oTKpbiBwemca okHe (puc. 105) yKaskute
Ha3BaHWe, TUM NoAA, NAEHTUOUKATOP U AOMONHUTENbHbIE NMapaMeTpbl (065A3aTeIbHOCTbL U
YHUKanbHOCTb, cM. n. 15.1.3).

NaoeHTudMKaTopbl ncnonbaytoT ana popmuposaHma GaioB cOOTBETCTBUA 06PabOTUMKOB.
3HayeHMA nonen, gnAa KOTOPbIX YKasaHbl MAEHTUPUKATOPbI, MOXKHO BbIrpy»KaTb B danbl
¢dopmata RTF n XLSX.

166



OobasnTb none

HazeaHwe nonA:
WaeHTuduaTop:
Tun nonga:
QbRzaTentHoe none:
YHWKaNEHOE none:
BuIfop W CMIMCKa:

CNUCOK ZHIYEHWIA:

Ooroeop
DOGOVOR
CTpoka
Het

Het

Het

ApeHasl
MocTaekK
Tpynooson

CoXpaH1TE OTMEHWMTE

Puc. 105. OKHO co34aHMA NOAA CNPABOYHMKA

MpeaycMmoTpeHbl TUMbl NoNeN:

- CmpOK(J — NPOn3BOJZibHbleé CMMBOJIbI. MaKcumanbHaa ganHa CTPOKU — 80 cMmBONOB.
Bo3morkeH Bb|60p 3HaYeHUM n3 CNNCKa, YKa3aHHOro B nose CNUCOK 3HaYeHUN.

— Tekcm — 60nblwoM 06beM MHGOPMALLMM NPOU3BONLHOTO COAE PHKAHUA.

— Llennoe —uenble yncna (Hanpumep, 5 nm 13000).

— BewiecmeeHHOe — 4ncna, cogeprawme Leny u gpobHyo YacTb (Hanpumep, 5.1 unm
13,500). [lecaTuyHbIi pasgenvTenb — TOYKA MAW 3aMnATas — 3a4al0T B NMYHKTE MeHto
HacTpoiiku cuctembl (3HaYyeHMe Mo yMOJIYaHMIO) WAKW NPU HAcTPOMKe napameTpoB

nonsa.

— [lama — BbIGUPaIOT M3 KaneHaapa (KHomnKa |-7) nan BBOAAT ¢ KNasmaTypbl B opmaTe,

YCTaHOB/IEHHOM NPW HacTpolike CUCTEMBbI.

— @alin — ¢ann npomssonbHoro popmata. [NA 3aN0AHEHMA NONSA HAKMUTE KHOMKY +

(sarpy3ska ¢alina c KomnbloTepa Nosb3oBaTens) wUau - (3anyck ckaHupoBaHWA,
noapobHee pasaen «CkaHMpoBaHue palinos» « PyKoBoACTBa NONb30BaTENNA).

— CCbI/IKA HA CNPABOYHUK — BbIBUPAIOT OAHO 3HAYEeHMEe NoA U3 APYroro CNpaBoYHMKa.

— B oKkHe pgobasneHusa noneit tuna CcoblIKG HAG CNPABOYHUK N MHOMecm8eeHHAasA CCblKa
Ha@ cnpasoyYHUK OToBparkaloTcas packpbliBaowmeca cnucku CnpaBodHuK M [Mone.
CnpaBo4YHUK BbiGUpPaOT B OAHOMMEHHOM cnucke. lNocne Bbibopa cnpaBoOYHMKA B
cnucke Mone otobpasarca ero nonA (3HayeHMe Mo YMONYAHUIO — NEepPBblA 31EeMEHT

CrnucKa).

CnpaBoOYHUKM
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— MHOMEecmeeHHAas CCblAKA HA CNPABOYHUK — OAHO AW HECKO/IbKO 3HAYEHU Nons u3s
[APYroro cnpaBoYHMKa.

— BrioxeHHbIl cnpaBoYHUK — CTPYKTYpa NoJIel APYroro CnpaBoYHUKA nogpobHee cm. .
15.5.3.

— Jloeuyeckul —opHO U3 3HaYeHuUi: «a» unm «Het».

— TenegoH — Homep TenedoHa (coToBOro, AomalHero, paboyero) ucnonbsyeTtcs ans
3BOHKOB Mo/ib30BaTeAM CUCTEMBI.

— Email — appec 3n1eKTpOHHOW nouyTbl. Ecnm none 3amonHeHo, BO3MOXHA OTNpaBka
3NEKTPOHHOO NWUCbMa Ha ykasaHHbIM aapec. Monb3oBaTeb MOXKET HACTPOWUTbL OTMPABKY
nMcem Mo yKasaHHOMY agpecy nNpu A06aBneHUUM UAW pPenaKTUPOBAHMM 3anucei
CnpaBoYHMKa noapobHee cm. n. 11.2.

— W30b6paxceHue — rpadudecknin paimn (potorpaduna, pucyHok). Mocne 3arpysku dain
MOMHO MPOCMOTPETD.

— lijgem — uBeT, KoTopbiM OyayT BblAeneHbl 3anucu. LiBeT BbIGBUpalOT M3 NanuTpsl.
3HayeHMsA CcnpaBoOYHMKA OyayT noAcBeYeHbl 3aJaHHbIMKM  LBETamu. Bo3mokHO
nobaBneHne ToNbKO 0AHOrO Noaa TUNa «LseT».

— [lodpasdeneHue — n3 pepesa MNoApasgeNeHnit BblIbMPalOT Has3BaHME OAHOro WMAM
HECKONbKMX noapasaeneHui.

Ons nona tmna «CTpoKa» MOXHO 3afaTb CMMCOK AOMYCTUMbIX 3HadYeHui B none Cnucok
3HaueHwuii (puc. 106).

Buifop vz cnucka: Oa g
CNWCOK ZHAYEHWA: OTnpaeneHo
,D,DCI’EIE..I'IEHD|

Puc. 106. OKHO co3aaHuna nonsa Tuna « CTpoKa». 3aAaHne CnMcKa 3HaYeHUN

3HayeHUs yKasblBalOT C HOBOM CTPOKM (Mcnonb3ynTe Knasuwy Enter). Ecan gna nons
YCTaHOBNEH NpU3HaK Bbibop U3 cnucka=/la, NoNb30BaTelb CMOXKET 3aNoIHUTL €r0 TONbKO
OZHMM W3 YKa3aHHbIX 3Ha4YeHUN. Ecin NpuM3HaAK He YCTaHOB/IEH, MO/Ib30BaTeb CMOKET He
TONbKO BbIGUPATb 3HAYEHWS M3 CMNCKA, HO M BBOAUTb UX C KNaBUATYpbl.

Ons noneit Tuna «Ccblsika Ha CNPaBOYHUKY U « MHOMECTBEHHAA CCblIJIKa Ha CNPaBOYHUKY
oTobparkatoTcA pacKpbiBaloLmeca cnucku CnpaBouHuK 1 Mone (puc. 107).

CNpaeoyHKiK: MapTHep.l b

Mone: HazeaHwe KoMnaHWu »
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Puc. 107. OKHo co3gaHuaA noas Tuna « CnpaBoYHUK». Bbibop nons cnpaBoYHUKA

B packpbiBatowemca cnucke CnpaBoyHMK OTOBpaXkaloTcA [AOCTyMHble M0/b30BaTento
cnpaBoYHMKK. Mocne Bbibopa CNpaBOYHMKA €ro Mons OoTo6pPasATCcA B pPacKpbliBaloLeMcs
cnucke Mone. CBA3b CO CNPaBOYHUKOM MOXKET BbITb CO34aHa TO/bKO MOC/E YKasaHUs ero
nond. Mo ymonyaHuio yctaHoBneHo nepsoe nose. CoxpaHeHune nonel tuna «Ccblika Ha
CNPaBOYHMK» MAM «MHOMECTBEHHasA CCblJIKa Ha CMpPaBOYHUK» HEBO3MOMHO, €CIN He
yKa3aHbl CNPaBoOYHMK U ero nose.

BnoeHHbIN CnpaBOYHMK BbIOMPAOT M3 pacKpbiBatoweroca cnmcka CnpaBoyHuk (puc. 108).
Mpwn 3anonHeHMn nonsa OyaeT OTKPbLITO OKHO MPOCMOTPa 3arnucei BAOXKEHHOro
CNpaBOYHMKA, B KOTOPOM MOXHO [006aBnATb, penakTMpoBaTb W yAanATb 3anucu
(noppobHee cm.n. 15.4).

¥HWKaneHoe none: Het
CnpaeouHMK: MapTHepsl b

Puc. 108. OKHO co3aaHuA NoasA TMMNa « BioMKeHHbIV CNpaBOYHUK». Bbibop cnpaBoYyHMKa

Monb3oBaTelb MOXKET Pa3peLlnTb UK 3aNPeTUTb pesakTupoBaHue Galinos, 3arpy>KeHHbIX B
none tuna «®aiin» (puc. 109).

YHUKANEHOE none: Het
OTKpbIEaTE Dains onA Oa v
pENaKTHPOBAHWAL

Puc. 109. OKHo co3gaHus noas Tuna «Pain». HacTpoKka BO3MOMKHOCTU peAaKTUPOBaHUSA
B packpbiBatolemca cnncke OTKpbiBaTh Gaiibl ANA peAaKTUPOBaHUA BblbepuTe O0AHO U3
3HaYeHun:

— 3HavyeHue He 3a0aHOo. Wcnonb3yeTcA 3HayeHWe, YKasaHHOe BO BKA3OKe
JononHutenbHo NyHKTa meHto HacTpoiiku cuctembl.

— Hem. OTKpbITHE $alinoB 4/1a pefakTMPOBaAHNA HEAOCTYMHO.

— /la. Bo3MOXHO OTKpbITUE $aliNoB 419 peAakTMPOBaHMUA.
Mocne 3arpysku daiina B none oTobparkaeTca ccblika 414 ero NPocmoTpa.
Mocne ykasaHUa Bcex aTpMbyTOB M0JA HaXXMUTE KHOMKY COXPaHUTD.

3ameuaHue — I3MeHUTb NOPAAOK Noei Noc/ie Co3AaHMA CNPaBOYHMKA MOXKHO BO BKNadKe
Hactpoiiku 3aknagok. Mopsagok nonei HacTpauBaloT OTAENbHO AR KaxKAOW 3aKNagKu
CNpaBOYHMKA.
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16.1.3. lononHUTEeNbHbIE NPU3HAKK Nonei

ﬂ,/’lﬂ nonAa cnpaBoOYHUKA MOXHO YCTaHaB/1MBATb AOMNO/THUTEIbHbIE MPU3HAKMWU!

— Ob6szamenibHoe — TMone o0b6s3aTenbHO ANs 3anofHeHus. 3anncb  CrpaBOYHMKa He
COXpaHUTCS, MoKa He 6yayT 3amnosiHeHbl BCe obsizaTenbHble nons. Obsi3aTenbHble MNons
OTMeYEeHbl KpacHOM 3Be3A404YKON. ECnM HeobxoavMMO YCTaHOBWUTb 3TOT MpU3HaK Ans nonewn
TMna «Ccbifika Ha CNpPaBOYHUK» U «MHOXECTBEHHas! CCblIka Ha CNpaBoOYHMK», noTpebyetcs
JOMOJIHUTENIbHO Ha3HauMTb MOSb30BATENSAM MpaBa Ha MNPOCMOTP 3anMCEN YKa3aHHOMO
CNpaBoYHMKa.

— YHukanbHOe — 3HaueHWs Mons AO/MKHbl CoAepXKaTb YHMKanbHY0 MHbopMaumio. MpusHak
yCTaHaBMBAIOT, KOorAa HeobxoauMo MCKIuUUTL AybnupoBaHue uHdopMauum B npegenax
CnpaBo4vHMKa. Hanpumep, B cnpaBodHuKe «KoHTpareHTbl» MOXHO caenaTtb YHWKanbHbIM
none HaszsaHue v UHH, 4T06bI MCKNOUYMTL Oy6nNMpoBaHne 3anncen o6 ogHOM 1 TOM Xe
KOHTpareHTe.
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3ameyaHus:

1. Mpu3HaK YHUKA/16HOe MOXHO YCTaHOBUTb TONIbKO AnA nonei tuna «Crpoka», «LiseT»,
«BewectBeHHOe», «Llenoe», «TekcT», «TenepoH» n «Email».

2. Npu ycTaHOBKe NpU3HaKa YHUKGsbHOe, MoJjie CTaHOBUTCA 006f3aTenbHbiM (4na Hero
aBTOMaTMYeCKK BKAtoYaeTca dnaxkok Ob6g3amesnbHoe, He NoajieKallmii USMeHEHUI).
16.1.4. BknagKa «O6paboTumkm»

[Na NogKkAoYeHNa K CNPaBOYHMKY OAHOMO AN HEeCKO/IbKMX 06paboTunKoB nepengnute BO
BKNagKy O6paboTtumkm (puc. 110).

CnpaBouyHHKH

HacT pokkn Monsa DbpaboTunkn HacT poilkn ZaKknaqok

Aocrynibie obpaboTunkn Nogknioyennbie obpaboTunkn
AKT BbINMONHEHHBX paboT & WrMnopT XLS
BeluncneHwe HoMepa 3kcnopT B Excel

[oroeop EHegpeHHA

KapTouka AOKYMEHTa +
KoMMepyeckoe npeanoxeHne
KOHTPOME 23 BRINOAHEHWEM
06AZaTeNLCTE N0 A0rOEOPAM
TNHUEHZMOHHEIR goroBop

OTYeT No AeACTEMAM NONEZ0EaTENel
MapTHEPCKWIA AOrOBOD 7

Coxpanute  CoXpaHwTb kak  BepHyTbcs Bes coxpaHenwa

Puc.110. Bknagka Obpabotumku

Bo Bknagke 0To6pa>+<a+0Tcn ABa CNUCKa:

— DoctynHble 06paboTuMku — Bce 06pPabOTUMKKM, CO3AaHHble agMWUHUCTPATOpPaMMU
cuUcTeMbl;

— MNoaKkntoyeHHble 06paboTuMku — 06paboTuMKK, KoTopble MNOAKAOYEHbl K
CMPaBOYHUKY.

[ns nogkntoveHns obpaboTunka nepeTalinTe ero BNpaBO WM BbIAENWTE B CMIMCKE W HaXMuTe
KHOMKY '+, ANA OTKAIOYEHWs — TMepeTawuTe €ro BIEBO WM HaXMUTE KHOMKY '«. [ns
MOAK/TIOYEHUSI/OTKITIOYEHNST  HECKONbKMX 06paboTuMKOB  BLIAENSIATE, YAEPXMBAS  HaXaToM
knasuwy Ctrl unn Shift.

[nsa paboTbl CO CNpaBoOYHMKAMM (3arpy3KM M BbITPY3KM AaHHbIX) MOXKHO MCMOAb30BaTb
CTaHZapTHble 06paboTUMKu:
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— importXLS;
— exportRTF;
— exportXLS;

— mailerattach.

Bocnonb3oBaTbcA O6pa60TLIMKOM MOXHO, Ha*XaB KHOMNKY &~ B OKHe MpocCmMmoTpa 3anuceu
CNPaBOYHUKA NN OKHE Bbl60pa 3anuncu, Npn 3anoaHeHnN Nona 3ap,aqm/p,0KymeHTa.
16.1.5. BKnagka «HacTpoiiku 3aKi1agoK»

Mo ymon4aHUio OKHO f06aBNEHMA 3aMUCK B CMPABOYHMK COAE PHKUT OLHY 3aKNaaKy — O6wme
CBeAEeHMUs, Ha KOTOpPOW pacnonaraloTcaA BCe MoAA chnpaBoyHuKa. [na  ypobcerea
MoNb30BaTeNA MOMKHO CO34aTb APYrve 3aKNa4KU U Pa3mMecTUTb Ha HUX nond. Jas HacTPoKu
3aK/1af0K CNpaBoYHMKa NepeinanTe Bo BKAaaKy HacTpoiiku 3aknagoK (puc. 111).

CnpaBoOYHUK CO3Z4AETCA C eAUHCTBEHHOM 3aKknagko — O6wue cBeAeHMA, B KOTOPYH
aBTOMATMYECKM MOMELLAIOTCA BCe HOBble noad. Mona 3aknagkm O6wume cBepgeHUa MoryT
ObITb MepeHeceHbl B Apyrve 3aknagku. Jonyctumo aybauposaHuMe ogHOro nons B
HECKOJIbKMX 3aK/lagKax: B 3TOM C/lyyae B OKHe gobaBneHusa 3anucu byaeT NpoucxoguTtb
Ay6nnpoBaHMe AaHHbIX.

CnpaBouyHHKKH

Hacr poitkn Mons ObpaboTunkn Hacr poiikn 3aknanoK

PepakTop: +

3aKknagwa: BankoBckne DEKBHSHThIl M (£ —

Mona Boibpano
MonHoe HaMMeHoBaHKHe MHH
Cait Knn
E-rnail OreH

+:

TenedoH
@aKTHURCKMIA 3apec

Kpnanuyeckunii agpec

«||+||+]+

“*

CoxpaHuTe  CoXpaHWTb kak  BepHyTbcoa Bes coxpaHeHns

Puc. 111. OKHO HACTPOMKM 3aKNaA0K CNPaABOYHMKA
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B none 3aknagaka otobparkaeTcA Ha3BaHMe TEKyLLe M 3aKNafKM CnpaBoYHKMKa. [aa co3paHua

HOBO 3aKNafKM BBeAWTe Ha3BaHue B none Pepgakrop u HaxmuTe KHonky 't 3aknagka
006aBUTCA B pacKkpblBatoLWMIACs CNMCcoK, noapobHee cm. n. 3.3.
16.2. PepgakTupoBaHue U yganeHue nonei cnpaBo4yHUKOB

[nAa nepexoda B OKHO pefaKkTupoBaHua nona (puc. 112) HaxmuTe KHonKy ¢ Ha naHenu
WHCTPYMEHTOB BKNaAKu Mona.

[na pefakTMpoBaHMA AOCTYNHbI Ha3BaHME NOAA, NPU3HAKKW YHUKabHoe n ObaszamernbHoe.
B none tvMna «CTpoKa» MOMKHO pepakTUpoBaTb MPM3HAK Beibop U3 CNUCKA W CAUCOK
3HauyeHui. Tun NoaA n cBA3b C APYIMM CNIPaBOYHUKOM (€C/TM TAaKOBas €CTb) UBMEHEHUIO He
noasiexar.

3ameuaHne — [lonb3oBaTeNb MOXET peaaKkTMpoBaTb M A06aBAATL NOMA TONBKO B
CNPaBOYHMKM, CO34aHHbIE UM CAMUM WM NONb30BATENAMU OGHOTO C HUM NOAPasAeieHuUs B
npasom Co30aHuUe cnpasoyHukos. Monb3oBaTenb, MMelWMiA npasBa «AAMUHUCTPATOP
cuctembl» M «Co3gaHMe CNpaBOYHMKOBY», MOXET pedakTUpPoBaTb COCTaB Monein Bcex
CYLLLECTBYIOLLUMX CMIPaBOYHMKOB, KPOME CUCTEMHbIX.

OnA coxpaHeHWA M3MEHEHMUI HaKMUTe KHOMKYy COXpaHuTb, AN OTMEHbl U3MEHEHUI —
KHOMKY OTMEHMTb.

PegakTupoBaTb none *
HazeaHwe nonA: Chepa AeATENEHOCTH
WaeHTudukarop: SPECIALITY
Twn nonA: CTpoka
0bAzaTentHoe none: Het 2%
YHWKaNEHOR none: Het v
Bufiop Mz CNMCKa: Het b
CNUCOK ZHIYEHMWIA: Toproena

MpoWzE0aCTEO

OwazaHwe yonyr

COXpPaHHTE OTMEHWUTE
Puc. 112. OKHO peaakTUpPOBaHMA NOAA CNPABOYHMNKA

ﬂ,ﬂﬂ YAaneHUAa NonA sblaeinTe ero B CNUCKe U HaXXMUTe KHOMKY —.

3ameuyaHue — YganeHue MoJsia, Ha KOTOPOE CCblIaeTcA nose M3 ApPYyroro CrpaBOYHMKA,
HEeBO3MOXKHO. Mpu NonbITKe yAaNeHna Takoro nons 6yaeT BbiAaHO coobleHMe C NnepedHem
CCbITAIOLLMXCA CNPABOYHUKOB U NMONEN.
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16.3. PepaKkruposaHue u yaaneHue CnpaBoyHUKOB

Monb3oBaTenb MOMKET pPedaKkTUpPoBaTb CMPaBOYHWMKKM, CO3ZaHHblE WM CaMUM  UAK
nofib3oBaTeiAMM OLHOMO C HWUM noapasgeneHus. [Ona  CnpaBOYHWMKOB, CO34aHHbIX
noJib30BaTeIAMM APYIUX NOAPA3LENEHNN, JOCTYNEH TO/IbKO MPOCMOTP.

3ameuaHue — oN1b30BaTENb, UMEIOLWMI NpaBa « AAMUHUCTPATOP cucTeMbI» U «Co3aaHue
CNPaBOYHMKOB», MOMET PefaKTUpOoBaTb W yAaNATb BCE CYLIECTBYHOUME CMNPaBOYHUKM,
KPOME CUCTEMHDbIX.

ﬂ,/’l‘r'l nepexoaa B OKHO peaakTUpoBaHUA CNpPaBOYHKMKA HEO6XO,EI,MMO ABaxAabl WENKHYTb Ha
HEM NN BbIAENUTL €ro B CMUCKE U Ha*XaTb KHOMKY f

Mocne penakTMpPoBaHMA CNPABOYHUKA UCMOb3yiMTe KHOMKY O6HOBUTbL 3anucK B 3aga4ax u
BOoKymeHTax (puc. 113), ans akTyannsaumm 3anncei cnpaBoyYHUKa B o6beKTax CucTembl.

Mownck Haiimu QYMCTHTE O5HOBMTE 3aNMWCH B 3a0a4ax M J0KYMEHTAX

{ KoHTparenTsl [367162]
HammeHosaHWe 111
H MuHuCTpy KyneTypet MO

Panopt MaTtpuapx

000 «KPOHA»

MocKoBCKMIA ropoackod oy

000 "MT-WHBECT”

000 «CBA3L TENEKOM»

COAQD «TCXw

000 «MOTHESAx

000 «KAMEPOH:=

Kntouseckiid M.,

AcTaxos H.W.

BofHos AT,

TU «PHQO»

000 «K2»

000 «3M»

CrpaHuua M3 1 [ ] OrobpaxatoTca annck © 1 no 15, Bcero 15

puc. 113. OKHO peaaKTMpPOBaHUA CNPaBOYHMKA

[na coxpaHeHMsa M3MEHEHUIM HaxXmuTe KHOMKy COXpaHUTb, 418 Nepexoaa B NYHKT MeHHo
CnpaBoYHUKMK b6e3 CoXxpaHeHUs — KHOMKY BepHyTbcA 6e3 coxpaHeHus. 1A co3aHus HOBOro
CNpaBOYHMKA HAa OCHOBE TEKYLLErO HaXKMUTe KHOMNKY COXPaHUTDb Kak.
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Ona yOaneHua CnpaBoO4vYHUKa Bbl6epMTe ero B CnMUCKe N Ha*XMute KHOMKy ~—. YaaneHue
CNpPaBOYHNKA HEBO3MOXHO, €C/1 OH UCMNO/1b3YyETCA B Ka4ecTBe d)OprI AOKNada nnun eCnhun Ha
O4HO U3 nonem CNpaBOYHUKa CCblNNaeTCA none:

— APYroro crpaBOYHMKA;

— Tuna 3agauu;

— afpPeCcHOM KHUTY;

— PerncTpaumoHHOM KapTOYKM AOKYMEHTA.

Mpw nonbITKe yAaneHns Takoro crnpaBoYHMKa byaeT BblgaHo coobuweHme ¢ MHGopmaumein o
NPUYMHE, NO KOTOPOM CNPABOYHUK HE MOXKET BbITb yaaneH.

3ameuanue — [py1 yaaneHUn cnpasovyHmnKa byayT yaaneHbl BCe ero 3anmcu.

16.4. MpocmoTp 1 3anoNHEHNe CNPaBOYHUKA

16.4.1. MpocmoTp 3anuceli CNpPaBoYHUKA

Cnu1CoK AOCTYMHbIX CNPAaBOYHUKOB AOCTYMNEH B MYHKTE MeHo CnpaBoYHMKK. 1A npocMmoTpa
CNpaBOYHMKa NepenamTe Nno CCcbljike C ero HasBaHmeMm. MNpocmaTprBaTh 3aNmnCK CNPaBOYHMKA
MOTYT ero Bnafenel W Mosib30oBaTeNu, KOTOPbIM OH Ha3sHauYWA MnpaBa Ha MPOCMOTP UM
n3meHeHue cnpaBoYHMKa (cm. n. 15.7).

CnpaBoYHUK MOXKeT 6biTb AMHEWHbIM WAW  Mepapxudyeckum. 3anucM AUHEWHOro
CNpaBoYHMKa OTOBPaXKaloTCA B BUAE CMMCKA, MePaPXMUYECKoro — B Buae gepesa (puc. 114).
[na npocMoTpa BAOKEHHDBIX (A04YepHMX) 3anmceil MepapXMUecKoro CpaBoYHMKa HaXKMuTe
KHOMKY .,

Mowck HafiTi OYUCTUTE

/Kopsl OKM /010000 /011000

Kop, HazeaHwe npogykumMm
= 010000 IMEKTPO3HEPTMA, TENNO3HEPTMA, BOOA, NEAQ, XONOO
= 011000 S3NeKTpo3IHepruA

011100 3NeKTPOIHEPTHA, NPOMSBEAEHHEA INEKTPOCTAHUMAMK 06IWErD NoNL30BaHWA
011200 INeKTPOIHEPrHA, NPOUEeAeHHAA NOKANEHLIMK 3NEKTPOCTIHUMAMMN

012000 TennoaHeprua
013000 Bopa, negn, xonog
= 020000 HE®@Thb, HE@TEMPOOY¥KTEI, ANMBTEPHATWEHBIE BWOE TOMMUBA. TA3
= 030000 YIONE, MPOOYKTE MEPEPAEOTEN ¥TNA, TOP® M CNAHLE MOPKOYNE
CTpanvua 1-13 1 {:I' OrobpawatoToa sanmor ¢ 1no 2, scero 2
+ |7+ = | &
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Puc. 114. MpocmoTp Mepapxmn4eckoro CrpaBoyYHMKa

OKHO NPOCMOTpPa 3anucem CNnpaBO4YHUKA COCTOUT U3 Ta6IIMLI,bI C 3anumcamm,

MHCTPYMEHTOB W MNaHenn Hasuraumm no CTpaHuuam CnpaBOYHUKa.

NIMHENHbIX CNpPaBOYHMKOB MNaHe/Ib HaBUraumMmn CKpbITa.

B wanke Tabnuubl OoTObOpaKaloTCA HasBaHWA MOJMEN CAPaBOYHMKA, CTPOKM Tabauubl
npeacrasnaAT coboit ero 3anuncn. OTobpakeHMe CNpaBOYHMKA HACTPAMBAIOT B KOHTEKCTHOM

meHto (puc. 115).

Mowck

Halmh | OuacTuTe

/Kopsl OKM /010000 /011000

. BOZA, NEA, X0N0[4

NEKTPOCTaHUMAMK 00IWErD NONEZ0EAHHA

DHKaNEHBIMK ZNEKTPOCTaHUWAMK

¥| Kog

| HazeaHWe npogyKuMM

HATFIERBIE BFObr TUTTTITTEAL | A3

INA, TOP@ WU CNAHUGLI MOPKYWE

Kog, | HazeaHnwe npogykummn
= 010000 2| Coprupoeate no BozpacTaHMio
< 011000 ﬁl COpTUPOBaTE NO YOLIBAHKMKD
011100
He coptupoeats
011200
012000 Cronfusl 3
013000
BuIrpyzuTe 0TYeT B Excel
& 020000
H 030000 Paz0MEKa Ha CTPaHULLI (4
CTpannua 1-13 1 )
+ & +|— {Q‘},"

OrobpawatoToa sanmo ¢ 1no 2, scero 2

Puc. 115. KOHTEKCTHOE MeHI0 TabauLbl € 3aNUCAMM CNPAaBOYHUKA

ﬂ,ﬂﬂ Bbl30Ba KOHTEKCTHOIO MeHI0 WENTKHUTE HpaBOVI KHOMKOM MbILLN NO 3arosioBky noboro

nona Ta6J'IMLI,bI. KOHTEKCTHOE MeHIo BK/IKOYaeT NYHKTbI:

— CopTupoBaTb NO BO3PACTAHUIO — COPTMPOBKA CNUCKA 3anucei no Bbl6paHHOl71 KOJZIOHKe

Mo BO3PaCTaHUIO 3HAYEHWUIA.

— CopTupoBaTb Mo ybbiBaHUIO — COPTUPOBKA CMUCKA 3anuceli No BblIbpaHHOM KOJIOHKe

no ybbIBaHWIO 3HAYEHUIA.

— He copTupoBaTb — BO3BpaLLEHME CMMCKA 3aNuUCceN K BUAY, YCTaHOBEHHOMY B CucTeme

No-yMO4aHUIO.

— Ctonbupbl — ynpasBneHne oTobpaxkeHnem nonen Tabnuubl. AnA cKpbiTua cTronbua

BbIK1lOYUTE d)namox PAOOM C ero Ha3BaHmnem, ANA NoOKasa — BKAKYUTD.

— Bbirpy3sutb otyéTt B Excel — Bbirpyska cnmcka 3anucei B ¢ann tmna XLSX. ®atn MoXKHO

OTKPbITb W1 COXPAHUTbL.
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— Pa3buBKa Ha cTpaHuULbl — pa3buMBKa CNMCKa Ha cTpaHuubl no 25, 50, 75, 100 3anucel.
MNepemeLwatoTca No CTPaHULAM NPY NOMOLLM NaHe N HaBUTALUMN.

Monb3oBaTenam, UMeLWMM NPaBo A0baBNEHUA, PedaKTUPOBAHNA UK yaAANeHUS 3anucel,
B HWXHEM 4acTu OKHa JocTynHbl KHonku '+ ([Jo6asuth), & (PepakTnpoBatb) u

(Yoanutb). na vepapxuyeckux cnpaBouyHMKOB oTobpaxaeTca kHonka -t /(Momectutb B
KOpeHb), ANA CNPaBOYHUKOB C MPUBA3aHHbIM 06paboTUMKOM — & - (O6paboTumk).

[obaBneHune, pedakTMpOBaHUe, yaaneHue, nepemMeLleHne 3anmcen, NpUMeHeHne K HUM
06paboTyUMKa AOCTYNHO B KOHTEKCTHOM MeHto (puc. 116). 1na BbI30Ba KOHTEKCTHOIO MEHHO
LLLeIKHUTE NPaBON KHOMKOM MbILLUM HA 3aNMCK CPAaBOYHUKA.

Mowmck HaiiTia OumcTuTb

! Koasl QKM /010000

Kog, HazeaHwe npogyKumMm
= 010000 + 6 FrAA, BOOA, NEQ, XONo4
2 011000 flobagnTe
011100 # Pepatuposate 37 INeKTPoCTaHUMAMK o0Wero NonbL30BaHMA
011200 1+ TMoMecTuTL B KOpEHE 3R NOKANEHEIMKY 3NeKTPOCTaHUMAMK
012000 = ¥poanute
Lilil & O6paboTumk b MMnopT vz Excel
H= 020000 E@TE, HEG TEIMPFUOYR TEI, DMKMBA. TAZ
3xcnopT B Bxcel
= 030000 YoMk, NPOOYKTH NMEPEPAB - bl FOPKIYWE
CTpaHWua 1-13 1 {} OTobpawaoTon sanMo ¢ 1no 3, scero 3
+ 7] t| =&~

Puc. 116. KOHTEKCTHOE MEeHIO CrIPaBOYHMKA

[NnA M3meHeHUa Mepapxumn nepeTawmTe 3anucb Ha Ha3BaHWe TOW 3anucu, KoTopas byaet
ANA Hee PoAMUTENbCKOW. 18 NepemeLeHUs 3anncu B KOPeHb, BbIAGIUTE €€ U HaxXmuTe

kHonky _*!Ha naHenu uHcTpymeHTOB.

Ona nsmeHeHMA nNopAgKa CTONOLOB LWESKHUTE /1eBOM KHOMKOM MbIWKW MO 3arosoBKY
cTonbua W, yOoep:KMBas ee HaxaToW, nepemectute cronbel, B Hy)KHoe mecTo. lNopagoK
CTON6UOB W COPTUPOBKA 3anuceit coxpaHATcA U ByayT oTobparkaTbCA MpU  KaxKaom
NPOCMOTpE CNpPaBOYHMKaA.

[ns dbunbTpaumm 3anuceit cnpaBoYyHMKa BBeanTe WabI0H MOMCKa B NoJie BBOAA U HaXKMUTE
KHOMKy Haltn nnu knasumwy Enter. Mpu 3Tom 0TO6PasnTCA CNMCOK 3aMNUCEN, COAEPHKALLMX
WwabaoH noucka. 4na oTMeHbl PUALTPA HANKMUTE KHOMKY OUUCTUTD.
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3ameuyaHue — [louck no nonam Tuna «M3obpaxeHue», «LlBeT» wu «Jloryeckuin»
HeaoCTyneH.
16.4.2. flo6aBneHue 3anuceii B CNpaBoYHUK

[06aBnATb 3anucM B CNPABOYHUK MOTYT NOMb30BATENM, MMEIOLME HA HEro npaso
«JJobaBneHne», N OTBETCTBEHHbIE PYKOBOAUTENIM NPU OTMPABKE PaCIMPEHHOrO AOKNaAa
no 3agave (noapobHee o popme Aoknada cm. n. 12.1.5). Ana gobaBneHMA 3anNnUcn HaxmmTe

kHonky | ¥ ([l06aBMTb) 1 3aN0AHUTE 3HaYEHMA NoNel B OTKPbIBLUEMCA OKHe (puc. 117).

[nAa co3pgaHvsa goyepHeir 3anucu MepapxmMyeckoro CrnpaBOYHMKA, BbIAENWTE B CrMCKe

POANTENbCKYIO 3anucb, HakmuTe KHonKy ‘¥ OkHo pobasneHua 3anucu obasaTeNbHO
COAEPKUT 3aKkNaaKy O6uime cBeAeHUs,, HO MOXKET COCTOATb M3 HECKO/IbKMX 3aK/IafokK.
MNMoapobHee o 3aKNagKax CNpaBoOYHMKa cm. n. 15.1.5.

Oobasntb 3anncs 0ol

0bwwme ceenedna ApnpecHan wadopmuayna BaHKOBCKHE PEKBHZNT bl

HaseaHue 3HaqeHue
MonHoe HaWMeHoBaHKWe = 000 «ACKPA=
Calir spark.ru
E-mail office @spark.ru
TenedoH (495) 980-40-04
JAononHTENEHD +

® Dywner.png

‘@p‘ T CoxpaHuTe  OTMEHWTE

Puc. 117. OKHo gobaBneHua 3anmMcK cnpaBoYHMKA

3anucb He MoeT b6biTb AobaB/feHa B CNPaBOYHWMK, MOKAa He OyayT 3anosHeHbl Bce
obs3aTeibHble Nons (MomedyeHbl KpacHOM 3Be3go4Kkoi). Tun noner onpefenseT, Kakue
MMEHHO 3HaYeHMA MOTYT B HUX BHOCUTb.

3ameuaHue — Mo0/1b30BaTE/Ib MOXKET BbIBPATb 3aNUCb U3 CNPABOYHMKA TONLKO NPU HaANYUM
npasa Ha ero NPOCMOTP, B MPOTMBHOM CAyyae Ha 3KpaH BydeT BbIBEAEHO MyCTOE OKHO
KapTOYKM CNPaBOYHMKa.

Mpu 3anonHeHun nonsa Tuna «CcblIKa Ha CMPaBOYHMKY», MOMb30BaTe/lb MOXET BblbpaTb
TO/IbKO OAHY 3aMuUCb, @ TOYHEE — 3HAYEHUE OAHOTO U3 MNoJIel 3TOW 3anucK (ccbinatoLlerocs
nons). s Bbibopa 3anucy LWeAKHUTe ABAaXKAbl Ha HEW UK, YKa3aB ee B CMUCKEe, HAaXKMUTE
KHOMKY Bbibpatb. Mpu 3anonHeHUn nons Tmna «MHOMeCTBEHHan CCblIKa Ha CMPaBOYHUKY
MOXHO BblbpaTb HECKONbKO 3anuceit (3HadeHuit nond). MNpu 3anonHeHWW nosasa Tuna
«MHOKeCTBEHHas CCblJIKa Ha CMPaBOYHMK», MO/b30BaTE/b MOMKET Bbl6paTb HECKONbKO
3anuceit. [1ns BbIbopa HECKONBKUX 3aMUCEN BbIAENANTE WX, YAEPMKMBAA HaXKaTOM KnasuLly
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Ctrl nnwn Shift. Echm BbibpaHHaA 3anucb AoYepHAA, B none oTobpasnTca BeCb NyTb K HeM,
HauYMHaA C PoAUTENIbCKOM.

Mpy 3anofHeHWUW nonen TMNa «BAOMKEHHbIN CNPABOYHWUK» NpOUCXOAMT fobasneHue
3anmncei BO BJIOXEHHbIA CNPABOYHMK. YTOObI OTKPbITb OKHO BJIOMEHHOFO CMNPaBOYHMUKA,
WeKHMTE ABaKAbl MO MOM0 WAKW ero 3aronoBKy (puc. 118). MoapobHee o cnocobax
3ano/IHEHUA BCEX TMNOB Nonen cm. n. 15.1.2.

PaboTa ¢ 3anMcAMM BAOKEHHOTO CNPABOYHUKA aHaNOrMYHa paboTe ¢ 3anMcAMU 06bIYHOTO
cnpaBoyHuKa. MNMocne pobaBneHMAs HeOOXOAMMbIX 3anMcelt BO B/IOXKEHHbIN CNPaBOYHUK
Ha*kKmuTe KHonky OK. Ecam none tvna «BAoXeHHbIN CAPaBOYHWKY 3aMo/IHEHO, OHO
oTo6paxaetca co 3Haukom M. [na npocmoTpa 3anuceil BAONKEHHOTO CMPaBOYHMKA
LEeNKHUTE ABaXKAbl HA 9TOM 3HAuKe.

PeakTupoBaTh ¥
0bwme ceenelna

HaseaHue

KapTouka cnpasoynnka =ik

MonHoE HEMMEHDE: -

DK HalTi OunCTUTE
Cair
E-mail { QOroEopsl
TenedoH Homep Twun gorosopa  Konua
[ononHuTensHo 153-2016 MNogpaga Joroeop nogpaga ¢ 000 «CKPA»,.pdf

120-2015  Apedgsl Horoeop apedasl © 000 «WCKPA=.pdf
Jorosopkl 155-2016  33WynkM Joroeop zakynkW © 000 «WCKP&».pdf
CTpanvua u13 1 {:I' OrobpawatoTca sanmon ¢ 1no 3, scero 3

+ | &£ +| = O OTMeHa

"{E‘lbl- - Coxparute  OTMEHMTE

Puc. 118. 3anonHeHWe BNIOXKEHHOTO CMPaBOYHMKA

ﬂ,ﬂﬂ AOGaBﬂeHMﬂ 3alMnCN B CNPaBOYHUK HaXMUTe KHOIMKY COXpaHMTb, AnAa OTMEHDI
onepaumm — KHonKy OTMeHuUTb. MNpyn ycnewHoM co34aHnKM 3anmcKu Ha aKpaHe oTobpasmTca
cooTBeTCTBYtOLWEE COO6LLI,eHV|e.

16.4.3. PegaKTupoBaHue U yganeHue 3anuceit cnpaBovyHMKaA

[N BbI30Ba OKHA peAakTMPOBaHMA 3aNuUCK LLEIKHUTE ABaXKAbl Ha Hell UK BblaenuTe ee B
CNUCKE U HaXMUTe KHOMKY # (PepakTupoBaTb). PeakTMpoBaHMe 3anMcu aHaNoOrMyHO ee
pobasnenuio.

Monb3oBaTtenb moxKeT penakTnpoBaTb.
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— 3anuncu, co3gaHHbie UM B cobcTBEHHOM CNpaBOYHUKE;

— 06LeA0CTYNHbIE 3anuncK, CO3AaHHble APYTMMU MOJ/b30BaTENAMM B CMPaBOYHUKE
nosib3oBaTens;

— obWeaocTynHble 3anucK, Co3daHHble B N0O6OM M3 CMPaBOYHMKOB  /1t06bIM
Nnosb3oBaTe/IEM, €CN MO0/b30BaTelb MMeeT MPaBO M3MEHEHMUs 3anucer B 3TOM
CnpaBoYHMKe.

Onsa yaaneHua 3HavyeHuin n3 noneit Tmna «Ccbl/Ika Ha CNPaBOYHUK» U « MHOXecTBeHHan
CCbI/IKAa Ha CMPaBOYHUKY HAMKMUTE KHOMKY X PAJOM C UX HassaHuem. [na pobasneHus
3HAYEHMSA WEeKHUTE ABaXKabl MO Noo.

Ona ypoaneHus NpuKpennéHHoro K 3anucu ¢aina HaXKMUTE KHOMKY X PAgoOM C ero
Ha3BaHMEeM. OTKpbITb ¢alin ANsa pesakTUPOBaHMUA MOXKHO HaXKaTUeM KHOMKMU Vd (noapobHee cm.
pasaen «PepakTnposaHue daiinoB» « PyKkoBoAcTBa N0Nb30BaTENA»).

Ona pobaeneHnsa HoBOro ¢aina HaxkmuTe KHOMKy + (3arpyska daiina ¢ KomnbloTepa

nonb3osaTens) unu - (3anyck ckaHupoBaHuA, noapobHee cm. pasgen «CKaHMpoBaHMe
daitnoB» «PykoBoAacCTBa No/b30BaTENAY).

YTobbl 3anuchk Bbl1a AOCTYNHA APYTMM NMOAb30BaTeNsIM B COOTBETCTBUM C MX MpaBaMu Ha
3anuncy cnpaBoOYHUKA, HEOHX0AMMO BbIKAOYMTL GAAXKOK YacmHasa 3anuce.

Ona coxpaHeHMA U3MEHEHWUIN HaxXmuTe KHOMKy COXpaHUTb, A8 OTMEHbl U3MEHEHUH —
OTMeHUTb. YTobbl y4aNUTb 3aNunchb, BbIAEINTE €€ B CMUCKE U HAaXXMUTE KHONKY — (Yaanutb),
a 3atem —KHonky OK.

3ameyaHusa:

1. YganeHue 3anncyu HEBO3MOXHO, €CAM OHa WUCNOAb3yeTCcA B APYruUx ChpaBOYHMKaX,
3apPErMCTPUPOBAHHDBIX AOKYMEHTAX, 3adad4ax UIU pacClUMPEHHbIX AOKNa4ax. HeBo3MOKHO
TaKXe maccoBoe yaaneHume 3anucei us CNpaBO4YHUKa.

2. Ecnhv B 3ajayax/poKyMeHTax ecTb CCbiIKa Ha pejakTUpyemylo 3anucb, TOo nocne
M3MEHEHMA 3aMWCUM  CMNPaBOYHMKA B  aAKTMBHbIX (HE HaxogsalWMXca B  apxuse)
3a4a4ax/00KYMEHTax U3MEHUTCA 3HaYeHUe cCbiialoLmxca Ha Hee nonen. UHpopmauma ob
M3MEHEHUN 3aNUCK CNPaBOYHUKA OGUKCUPYETCA B fIEHTe AeWNCTBMIA 33da4y W KypHane
AOKYMEHTOB, 33Ja4ax Mo AOKYMEHTY, eCnM B HAcTpoWKax CUCTeMbl BKAKOYEH NapameTp
UHdopmupoBaTh B 3ag,a4ax 06 U3MeHeHUAX B LOKYMEHTE.

3. Eciv B HACTpOliKax CrpaBOYHMKA BK/OYEH MepapXMYecKuii cnocob otobparkeHus, TO
nocne pefakTMPOBaHUA Mepapxuu CnpaBoYHUKA noTpebyetcs obHOBNEHME 3anucein B
3aja4ax M LJOKYMeHTax: Bblbepute cnpaBoYHuUK (MHcmpymeHmeol - AOMUHUCMpUpOBaHUe
- CNpaeoYHUKU), WeNKHUTE Ha ero Ha3BaHMM, B OTKPbIBLUEMCA OKHe BblbepuTe OOUH Uan
HECKOJIbKO 3/IEMEHTOB U Ha*KMUTE KHOMKY OBHOBUTb 3anNucK B 3a4,a4axX U JOKYyMeHTax (puc.
119). OTKpoeTCcs OKHO C Npeaynpe)KAeHMeM O TOM, YTO BbINOJHEHME OMEPALUUN MONKET
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3aHATb ONUTENbHOE BpemMmA U nNpuBectn K 3amealeHuo pa6OTbI. Mocne noarsepXxaeHuaA
nonb3oBatesiem onepauma obHoBNEHMA 6y,El,€T BbIMNOJ/IHEHA.

Momck Hawmu OumcTHTE OSHOBHTE 33 nnqu 3a4a4ax M QoKYMeHTax

J KoHTpaEreHTs [367162] f MUHWUCTDRY KYATYDE MO PATHUKOES [ K.

HauMmeHoBaHWE 111
= MUHWCTPY KYNeTYpe MO
PatHukoEa LK.
Panopt MNaTprapx

Puc. 119. ObHoBNEHME 3aNUCEN B 334a4aX U OKYMEHTaAX
16.5. 3arpy3Ka 1 Bbirpy3sKa 3anuceii cnpaBoYHUKa npu nomoum o6pabotunkos

Ecnu K cnpaBoYHUKY NpuBA3aHbl 06paboTUMKK, B HUXKHEM YacTu OKHa byaeT oTobparkaTbea

kHonka & 7/, Mpy HaxKaTUM KHOMKKM | OTKPOETCA CNUCOK NpUBA3aHHbIX 06paboTyMKoB.
YT106bI BOCNONb30BaThCA 0O6PabOTYMKOM, BbIOEPUTE €0 B CNIMCKE.

MogpobHee o noaKNtOYEHUM 06PABOTUMKOB K CNPaBOYHUKY cm. n. 15.1.4.
16.5.1. Bbirpy3ka 3anucei cnpaBodyHuKa (Ikcnopt B Excel)
[na BbIrPY3KM AaHHbIX M3 CNpaBoyHWKA B ¢dalin dopmata XLS ucnonb3ytoT obpaboTumk
Skcnopm 8 Excel (exportXLS.php).
0O6paboTunk exportXLS.php BbirpyKaert:
® OfHY 3aMNM1Cb, €C/IN OHA BblAeNEeHA B CMUCKE;

® HECKO/IbKO 3anucell, ecaM OHM BblaeneHbl B cnucke (puc. 120). Ona Bbibopa
OAHOBPEMEHHO HECKOJIbKUX 3aMUCEN BblAENANTE UX, YOEPKMBAA HAXKATON KNaBuLy
Ctrl nnu Shift;

® BeCb CMPaBOYHMK, €CIN He BbIAESIEHO HM OAHOM 3anucu. CnpaBoYHMKKM 60/1bLIOTO
obbema pas3buBalOTCA Ha YacTM M BbIFPYXKAOTCA B BUAE HECKO/bKMX ¢§alinos,
yMaKoBaHHbIX B apXMB.
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Mownck HakTi QUHCTHTE

IHoMeHKnaTypa gen / PYKOBOACTED W KOHTDOMAL

HaumMmeHoeaHWe Kon Konwuecr
- - Oena | 3aroNoeok gena e
pazaena nen
= PykoBOACTEOD
W KOHTPONb
01-01 [dokyMeHThl,
OTHOCAWMECA K
LEATENEHOCTH
0TAEN3
01-02 [OoKyMeHTh
OpraHoe
rOCYAaPCTEEHHOM
BN3CTH
01-03 Y¥crae
OPraHUzaLAM
H ByxranTepc. .
yueT M
OTYETHOCTE
® Kagpoeoe
obecnedeHue
WrnopTt XLS
CTpaHvug
3KCMOpT B XLS@
+ 7+ = |G

CTaTeA
no
NepeyH

Cpok
XP3HEHWA

.16

cr. 50 a3

MypHan
Oon.
e MpuMeuaHne  Boblgauu
B aena
MocToA...
AOMH
MocToA...

CrrobpamatoToa sammor © 1 no 3, scero 3

Puc. 120. MpumeHeHne 0bpaboTumKka Skcnopm 6 Excel K HECKONbKMM 3anmcam

MpumeHUTb 06pPaboTUMK K OAHOW 3anMucM MOXKHO, BbIAENNB €e B CMUCKE M Bbl3BaB

KOHTEKCTHOE MEeHIO.

KonoHKM Tabnuubl B BbIFPYKeHHOM daiine byayT COOTBETCTBOBATbL KOJIOHKAM CNpaBoOYHMKa
— COXPaHSAOTCA COPTMPOBKA, TPYNNMPOBKa, oTobpaxkeHue nonen (puc. 121).

C

HaumeHoBaHwe Konm

pasaena 3aronosoK Aena
a3 0enga

aesn

HECTED

XpaHEHHA nepeYHID

Crateano

HypHan
BhblAEYH
aena

|-||:ll'1ME'-IEHl'1E

MpM3HEK

PyroBoOLCTED M
2 KOHTPOME
OKYMEHTbI, OTHOCAWMECA

01-01 Aory n cr. 16 |MocrosHHo

3 K AEATENBHOCTHM OTAENA
OKYMEHTbI OpraHos

0102 | Aoy P .16 OMH
4 rocyaapCTEEHHON BNacTH

01-03 YCTaE opraHysaLam cT. 50a [MecroaHHo

Puc. 121. Pe3ynbTaT BbIFPY3KM 3anmce il CNPaBOYHMKA
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3ameuaHue — Ecnm ana obpabotunka Ikcnopm e Excel 3apanH napameTp withChildren=1, npwu
BbIFPY3KE POAMTENIbCKOM 3aNuUCU MepapXUYeCcKoro CnpaBoYHMKa OyayT BbIrpysKeHbl U ee
Ao4yepHue 3anuncu.

16.5.2. 3arpy3ka 3anuceit B cnpaBodHUK (Mmnopt XLS)

Ona 3arpysknm JaHHbIX B CMPaBOYHMK UCNoAb3yloT obpabotumk Mmnopm  XLS
(importXLS.php). OaHHble 3arpyKatotca u3 danna popmata XLS unm XLSX. daiin MoxkHO
Co34aTb BPYYHYIO WAM BbITPY3UTb M3 CMNpPaBOYHUKA. BbirpyxKeHHbii ¢ain coaeput
CTPYKTYPY U AaHHbIE CMPABOYHMKA, KOTOPbIE MOMKHO MCMO/b30BaTh KaK OCHOBY A1 HOBbIX
3HaAYEeHUM.

Ecnu 3arpyxaeTca nepapxmyeckunini CnpaBoYHuK, B dann Heobxoanumo A06aBUTb KONOHKY C
nHbopmaumein o6 mepapxmmn 3anucein, ecnu 3arpyraeTca B/IOMNKEHHbIA CMNPaBOYHUK —
KOJIOHKY CO 3HAYEHUAMM NONA POAMTENBLCKOrO CNpaBoOYHMKA (Mpumep 3anosHeHua daina
cm. B n. 15.5.3).

Mpwn 3anycke obpabotumka Vmnopm XLS OTKPOETCs AManoroBoe OKHO, B KOTOPOM
BblibepuTe 3arpyxaemblit dpalin. Mocne Bbibopa daiiia OTKPOETCA OKHO, B KOTOPOM 3a4atoT
COOTBETCTBME MeEXAY KOJIOHKaMM 3arpyKaemoi Tabavupl M NOAAMM CMPaBOYHMKA.
BO3MOXHO HACTPOUTb 3arpy3Ky 3anucelt B BbiIOpaHHY 3aMMCb CNPABOYHMKA U YYUTbIBATL
MepapxumIo 3arpy>kaeMbix 3anuceit. [na HaCTPOMKM 3TUX NapamMeTpoB HaxmuTe KHonky & B
HUXKHEM NPaBoOM yIy AMaNoroBoro okHa (puc. 122).

Ona Bblbopa Apyroro BxogHoro daina HaxmuTe KHOMKy BbibpaTb daiin.

B none 3HaueHue oTobparkaloTca 3HaYEHUA MoJien 3arpyxKaemoro ¢annia (No ymonyaHuo —

A4YeeK NepBoi CTpoKM). OnsA nepexona K APYroi CTPOKE WCMOJIb3yWTEe KHOMKW [+ | Unu
BBEAUTE ee HoMep B none CTpoka. Mpu n3meHeHUM 3HaYeHNA nona CTpoKa aBTOMaTHYeCKu
MeHfAeTCcA HOMep CTPOKM, C KOTOPOI HaYHETCA 3arpy3Ka AaHHbIX B CMPABOYHMK.

B none Mone cnpasouHuka/Tun ceBA3m BbIGUPAIOT:
— NoJjie CNPaBOYHMKA, B KOTOpOe ByayT 3arpyKaTbCs 3HAYeHMA U3 dalina;

— TUN cBA3N: POOUMenbCKaa 3anuUce — JOCTYNMHO AJ1A MEePapXMUYECKUX CMPaBOYHUKOB,
Podumenbckulli cnpasovyHUK — ANA BAOXEHHbIX. I3TU 3HAYeHUs BblbMpalT 441
«CNyXebHbIx» nonen danna, T. €. NONEN, KOTOPbIE He 3arpy*KatoTca B CNPaBOYHUK, a
COAEpPIKAT OMNMUCAaHWE MEepapxXuM 3anucelrt WAWM 3HAYeHWUA MoJA  POAUTESIbCKOro
cnpaBo4YyHMKa. lNpu Bblbope 3HaueHUa Podumesnbckuli cnpasoYHUK CTAHOBATCS
OOCTYNMHbIMWU nona Poputenbckuii cnpaBodHUK M lMone, B KOTOPbIX BbIOMpatOT
POANTENbCKUIA CNPABOYHUK M MoJe TUNa «BNOXEHHbIA CNPaBOYHUKY», B KOTOpOe
6yaeT 3arpyKatbca MHpopmaums us damnna.
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HmMnopt u3 XLS

2HaueHne Mone cnpaeodnuka [ Tun ceazu Kniouesoe none ceAzu
MonHoe HavMeHoBaHKE HauMerosatne

DAKTHHECKHIA dApec MapameTpsi

E-mail

WHH

3arpywate B BeBPEHHYIO 33MWCs:

{3, [ STV SR

YUUTHIEZTE MEPEPXMID TOMBKD B 32MPYHEEMBIX 33MHCRX:
OlPH
7 OK OtMena

Cawr - {b

8 TenedoH

@

9 HOpuam4eckiit agpec FPoguTenbckan Sanuch

Spate dain  Crpoka: | 1 R 1 no: (19 3arpyzuTs
Punc.122. 3agaHue cooTBeTCTBUA MeXay Nonamu daina u cnpaBoYHUKA

Mone KnioueBoe none pna CBABM MOMKHO 3aMofIHUTb, TOAbKO ecin B nose [lone
cnpaBoYHUKa/TUn C€BA3U BblIGPaHbl 3HauyeHua Podumesbckasa 3anucs, Podumesnsckull
CNPasoYHUK UNv noae Tuna « CCblsIKa Ha CNPaBOYHMKY.

B none KnioueBoe none ansa csasu BblIOUpatoT:

— anAa nonen tuna «Ccbl/iKa Ha CNpPaBOYHUK» — Nose APYroro cnpaBo4yHMUKa, Ha KOTopoe
CCblnaeTca 3arpy>KaeMbu71 CMpPaBOYHMUK;

— ONA «POAMUTENBCKOM 3anuUcu» — MOMe 3arpyXaemoro CrnpaBovyHMKA, MO KOTOpOmy
CTpOUTCA nepapxmsa. YKasaHHble B hanie 3HaYeHUA JONKHbI UMETb COOTBETCTBY LM
dopmart (umcno — gna nonei tuna «Uenoe», mata — ana nonen tuna «Jata»,
nogpobHee cm. n. 12.1.2). YuuTbiBailTe, YTO Yy 3anNMCU MOKET ObiTb HECKONbKO
[0YepPHUX 3anncei, HO POAMUTENbCKAA — TO/IbKO OZHA.

— ONA «POAMTENIbCKOrO CNpPaBOYHMKa» — MOAe POAUTENbCKOro CrpaBoOYHMKA, MO
KOTOPOMY CBA3aHbl POAUTENIbCKUIA U 3arpy»KaeMblit CNpaBoYHMK. [JaHHble 3arpy3aTca B
Te 3anucuM POAMTENIbCKOTO CrMpPaBOYHMKA, 3HAYEHWUA KAYEBOro MOoMA  KOTOPbIX
COBMAAatoT C 3arpy»aeMbIMu.

Mpy HeobXoOAMMOCTM MOMKHO 3a4aTb WHTEPBaN 3arpykaembiX 3anuceit (Hanpumep,
NpPONyCTUTL CTPOKY 3arorioBka U HayaTb 3arpy3ky CO BTOPOM CTPOKM). MHTepBas 3arpyrKaembix
3anucei 3a4at0T B NOAAX C NO.

[Na Hayana 3arpysky 3anmMcein HaXKmuTe KHOMKy 3arpy3uTb. 10 3aBepLIeHMU 3arpy3Ku Ha
3KpaHe oTob6pasunTca oKHO ¢ HbopMaLMen 0 KoandecTse 3arpyeHHbIx 3anucei (puc. 123).
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Hunopt XLS O
3arpyzka zaeepweHa. OTuer
ONA NpoCHMOTRE ZarpyseHHL Z3ancel 0BHOBHTE CTPEHWULY CNPaBoYHHEE.

Hudropmauna X

3arpyeHo anuced: 6
He yOanock zarpysuTe: 6

OK

Punc.123. CoobuieHue c MHpopmaLmelt o pesybTaTax 3arpy3Ku AaHHbIX B CNPaBOYHUK

[ns npocmoTpa nofpobHoW MHPOPMALMM O 3aMMUCAX, KOTOpble He yAaNoChb 3arpysuTb B
CNPaBOYHMK, HAXXMMTE Ha ccbliKy OTUET. B pesynbtate dopmupyeTca dpaiin ¢ nHpopmavmet
0 3arpy»KeHHbIX AaHHbIX U OWMBKax, BO3HUKLIUX NpU 3arpysKke (puc. 124).

K13 - f
il B C D E F G H I ] K L
1 7 2914(000 «KPOHA»
2 a3 2915|MOCKOBCKWIA TOPOACHON Cy L,
3 9 2916|000 "MT-MHBECT"
a 10 2917(000 «CBA3b TENEKOM»
35 11 2918|COAD «lCX»
6 12 2919(000 « MOTHBE3A®
7 13 2920(000 « KAMEPOH»
8 14 2921 |HKnwoyeBckmiA M.,
9 15 29221 Actaxoe H.M.
10 16 2923 (BoiHoB ALT.
11 17 2924|TL, « PUOx»
12 18 2925|000 «K2»
13 19 2926|000 «3M» !
Success | Failure ()

Puc.124. CoobuieHmne c nHpopmaLmei o pesynbTaTax 3arpy3Kn AaHHbIX B CMPaBOYHUK
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16.5.3. Mpumep 3arpy3Ku 3anuceit B CNPaBoYHUK

MNpusegem

npumep

3arpyskn  AByx

CNpPaBOYHUKOB:

nepapxmyecKoro

CNpaBOYHUKaA

«HomeHKnaTypa gen» u BnoxeHHoro — «KypHan Bblgaun gen». CTpyKTypa CNpaBOYHMKA
«HomeHKnatypa gen» npmeeaeHa Ha puUcyHke 125,

Mone ¥ypHan Bblgaum gena umeeT TUN «BNoXKeHHbIN cnpaBoYHUK». MNone Jon. NpusHaK —
3TO CCbI/IKAa Ha CMPABOYHUK « [LOMNONHUTEIbHbINA NPU3HAKY.

[aHHble 3arpy:Katotca us danna popmata XLS nnm XLSX. daiin MorKHO co34aThb BPYUHYIO UK
BbIFPY3MTb M3 CNPABOYHUKA U BHECTU U3MEHEHMUA B BbIFPYXKEeHHble 3anucu.

Puc.125. Mepapxmyeckuii cipaBoYHUK « HoMeHKAaTypa aen»

Hnm}x Haifmia OYuCTHTE Bcero: 15
1. MHgexc gena 2. 3aronoBok gena 3. CpoK XpaHeHus (net) 4. MogpasgeneHue - 5. MpumMeuaH... 7. 3KypHan Bsigaud W BC
02-1 HopMaTHEHO-NPEE0BRIE A0KYMEHTE A0 MUHOEZHWSA MepEkii 33MECTHTENE TMaBL nepexoasles
PegepancHoro CobpaHnr, MpeswaedTa, | HagofHocTM cT. 16 3AMUHUCTPELMKM ropoja
MpaenTenecTea P, 33KOHOZETENEHOMD
CofipaHus Benropoackoil o6nacTu,
NOCTZHOEMNEHMA W PACNOPAKEHNA
MyGepHaTopa Benropoackoi obnacti
02-2 MoCTZHOBNEHWR, PACNOPAKEHUA A0 MUHOB3HHSA NepBkii 33aMECTHTENE TMaBH nepexogsles
MyGepHaTopa Benropogckoi 06nacTi no | HagofHoCTM cT. 1 6 ZAMWHMCTPELMM ropoAa
OCHOBHEIM BONPOCaM ASATENEHOCTH
02-3 MOCTEZHOBABHWA M PACNOPFAKEHNA 00 MHHOBaHWA MepBLN 33MECTHTENE TTI2EkL
ANMMHWCTPaUMK ropoda Benropoaa no HagobHocTH cT. 1 6 3AMWUHUCTPELMKM ropofa
BOMPOCEM OCHOBHOW JERTENEHOCTH
024 MuckeMa NpaEUTeneCTE: Benropoackoi 00 MUHOEZHMA MepERIA 23MECTUTENE TTZEL
0BNaCTH Mo BOMPOCEM DCHOBHOI Haao6HOCTM €T. 1 6 3OMWUHMCTPELMM rOPOAE
[ERTENEHOCTH
02-5 Mopy4eHns Maee AQMUHUCTPELMK Sner ZNKcr. 7 MepELiA 33MECTUTENE MMaBk:
ropoda Benropoga no sonpocam 3AMUHUCTPELMKM ropoja
WUNHLHO-KOMMYHZMEHOMD X03RACTER W
CTDONTENECTER
02-6 MepenncKa C yupexageHamMim, 5ner 3NKcT. 7 MepELN 33MECTUTENE TT2EL
NPEANPHRETHAMM, OPraHM3aLusEMU ropoga 3AMWHMCTPELMKM ropofa
W paHOHa N0 BOMPOCEM 0CHOEHOM
[ERTENEHOCTH
01-1 3aKoHb! POCCHCKON ©efepalum, Ykassl | [0 MUHOESHUR YNpEEMeHHe JenaMu
MpesnaeqTa Poccuiickol Genepaum, HagofHocTM cT. 1 6

CtpyKTypa daiina ons cnpaBovyHnKa « HomeHKnaTtypa gen» npeacraBneHa Ha pucyHke 126.

B none Poautenb 3a4al0oT CTPYKTYPY 3arpysKaembix 3anuceit. B Hem moryT 6biTb yKasaHbl
3arpy’Kaemble M Yy)Ke CyLIeCTBYHOLIME B CNPaBOYHMKE 3HAYeHMUA. Y 3anncu MOXKeT 6biTb
HECKO/NIbKO A0YEPHUX 3aMUCEN, HO TOJIbKO OAHA POAWUTENIbCKAA, T.€. 3HAaYEHUA B MoJie
Pogutenb MoryT NoBTOPATLCA, @ 3HaYeHMA B nosie HammeHoBaHue pasgena fo/KHbl 6biTb
YHUKANbHbIMW.,

B nosne [ion. npusHak He0bX0AMMO YKa3blBaTb TO/IbKO Te 3HAYEHWA, KOTOPbIE CYLLECTBYIOT B
cnpaBoYHMKe «[oNOoAHUTENbHbIN NPU3HAKY.

[na 3arpy3kn AaHHbIX M3 ¢ailna HeobxoAMMO nepeinTy B CNpaBoOYHUK «HomeHKnaTypa
AeN», 3anycTuTb 06paboTunk Mmnopm XLS wn BbiOpaTb CO34aHHbIN dain B AMANOroBoMm
OKHe. Mocne Bbibopa ¢aitia OTKPOETCA OKHO, B KOTOPOM 3a4aiTe COOTBETCTBUE MENKAY
KOJIOHKaMM 3arpy»aemoit Tabauubl U NoAAMM CPaBOYHMKA.
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3aronoBoK. Aena ok Ctatea fAon. Mpumed XypHan PoguTens
¥paH none- MpM3H  aHue  BblgadM
AEN BHMA PEYHD 8K aena
CeuMaeTENLCTEE O MocTto PyKoBEOACTEO W
01-04 .39 ¥
PErHCTPELAH AHHD KOHTpONE
BOMHCHMIA y4eT 1
BpoHUpoBaHE
WMHCTPYKLMK M METOAK-
'-lecmlj: EKDMEHD.BLE‘IH e Mocne BOMHCKMIA y4ET 1
0401 no BDMHpu-:omy YUETY U 3 6, sAMEAE] ﬁanmpn;aHme
286 HOBEIMK
BpoHMpOBEHMID
MnaH MEPONPUATMIA Mo BoMHCKMIA YueT K
04-02 panp 5 |or.891 ¥
YUYETY BOEHHOODASEHHEIX BpoHHpoBaHME
Crmcok paboTHUKOE, .
CT. 685 BOMHCKMA y4eT 1
04-03 [nognesalmy BOMHCKOMY 3
e BpoHKpoBaHME
YHETY
TpyaoBole oTHO-
WEHKWA, oXpaHa
TDYLE M TEXHK-
ka BesonacHoCTH
WMHCTPYKLMK MO TEXHKMKE T, 27 Mocne TpyaoBkIe OTHOWEHKHA,
05-01|Be30nacHOCTI M OXpaHE 3 f, 3EMEHBI OXPEHE TPYLE 1
TpYyAa 286 HOBBIMK TeXHWKa BesonacHocTi
MpoToKoNL &TTECTaUMA T, 27 TpyaoBkIe OTHOWEHKHA,
05-02 (no TexHuKe 5 B OXPEHE TPYLE 1
BezonacHocTk cT.286 TeXHWKa BesonacHocTi
AKTEIl, MPEANACAHWA MO
TpyOOERIE OTHOLEHHS ,
TEXHMKE DEZONECHOCTH,
0503 5 |cT.803| 3NK OXPEHE TPYOE |
AOKYMEHTEI 08 MX
TeXHWKa BesonacHocTK
BbINoAHEHAM

Puc.126. BxogHoli paitn ana cnpaBovyHMKa « HomeHKnaTypa gen»

Ona nons MpumeuaHue B KonoHKe KnwuyeBoe none pna cBAsM BbIOMPAOT none
CNPaBOYHMKA, Ha KOTOPOE CCbINAETCA 3arpy*Kaemblii CNPaBOYHUK (puc. 127).

Hmnopt m3 XLS

NE 3HayeHKue

. Mraeke gena

. 3aronoeok aena

. Cpok xpakenma (net)

. Mogpazaenenme

L o L I

. MprHeyarme

= BT T S U R

4|

BuiSpath daiin  Crpoka: |1

M ypHan ebldadH v B03BPaTA 4.

Mone cnpasouyHkka | TN CBAZH

. Mraeke gena
. 3aronosok aena
. Cpok xpakerms (net)

. Mogpazgenenye

_Q'\_L.LAJI'\_II—I-

Toa

4|

Kni4esoe none censn

loa

no: |16

Jarpyzute £}

CnpaBoOYHUKM
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Puc.127. 3apaHue cooTBeTCTBUA MeXay nonamu daiina u cnpaBoYHUKA, BbIBOP CCbINKK

[Ona nona ¥ypHan Bbigaumn v Bo3BpaTa gen BbibepuTe TUN CBA3U POOUMeEnbCKaa 3anucs wn
KAoYyeBoe nose, No KOTOPOMY CTPOMTCA MepapXus CNpaBOYHWMKA, B AaHHOM C/lydae —
MNoapasgeneHue (puc. 128).

YT06bl UCKNIOUUTL U3 3arpyyKaeMblIX 3anmncen 3aro10BOK TabaunLpl, YKaXKMTE 3HaYEeHNe «2» B
nosne «c».

HunopTt K3 XLS O
e IHAYEHKE Mone cnpasodkkka | Tin ceasH Knicqesoe none ceAsx
1 1. Mkgekc gena 1. Mkpexc nena
2 2. Jaronoeok gena 2. 3aronosok aena
3 3. Cpok xparerua (neT) 3. Cpok xpakerua (neT)
4 4. MNogpazaenexume 4. Mogpasaenexrme
5 5. MprHMevarme 6. Moa log
& 7. MypHan eblgavy ¥ B03EPaTa 4... PoguTensCkan 3anuck 4., Moagpazgenextxe
Boifipate daiin  Crpoka: | 1 = a1l > no: |16 » Garpme O3

Puc.128. Bbibop poauTeENbCKOM 3anMcK CNPaBOYHUKA

[ns Havana 3arpyskM 3anmMcei HaKMuTe KHOMKy 3arpysutb. Ha 3KpaHe oTob6paswTcs
nHpopmauma ob ycnelwHomM 3aBepLueHUK onepaumm (puc. 129).

Hmnopt XLS Ol
3arpyaka ZaeepweHa. OTuer
[ns NpocMOTPa Zarpy#eHHbX Z3anuceid o0HoBUTE CTPaHMLY CNpPaBoYHMKE.

Hudropmauna *
3arpy#eHo anuced: 9

OK

Puc.129. CoobuieHmne 06 ycnelwHolM 3arpy3Ke 3anumcei

MNMocne obHOBNEHUA CTPaHMLbI Bpay3epa 3arpyKeHHble 3anmMcu oTobpasATca B CNpaBOYHUKeE
(puc. 130).
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Momak HaliTh | O4McTUTE

/HOMEHKNATYDa Aen / BOWHCKWIA yyeT W BpOHWDOEIHKME

Kog, || @ CrateA Jlon JKypHan
HaWMeHoBaHWe pazaena Aena | 3aronoBok Aena enm :(DEH no 2 H.; MpuM__. | BLlgaUK
- A PaH... nepeud... pu3... aena
H PyKOBOACTBO W
KOHTpONL
= ByXranTepcknii yueT u
OTUETHOCTE
H Kappoeoe
ofiecneyeHne
=) BOWHCKMIA YUYeT u
OpoHMpoBaHue
04-01 WHCTPYKUKMK W MeTOAM-Yeckue 3 cr. 27 Nocne
PEKOMEHAALWK N0 BOMHCKOMY 6,286 3@MEHBI
YyeTy W DpOHMPOBaHKID HOBLIMW
04-02 TnaH MeponpuaTHA No yyeTy 3 T, 691
BOEHHOOBAZaHHLIX
04-03 Cnucok pafoTHUKOE, 3 CT. 685
NOANEXEWNN BOMHCKOMY YUETy 8
H TpyQooBble OTHOWEHMWSA,
0XpaHa TPyY4a W
TexHWka bezonacHocTH
CTpaHiua 1-13 1 {) OTobpawatkoTcA zanuci ¢ 1 no 3, ecero 3

+ 7t =&

Puc.130. 3anucu, 3arpy*KeHHble Npu nomolum obpaboTumka

3arpy3um 3anucu BAOXKEHHONO CNpaBOYHMKa B none MypHan Bblgaun Aena HeCKOJIbKUX
3anucelt cnpaBoYHMKa «HomeHKnatypa gen». CTPYKTypa BAOMEHHOTO CMApaBOYHUKA
npueeaeHa Ha pucyHke 131.

Momak Halfimi | OuucTHTe

I AypHan eslaaqyy aena

OO coTpygHuKa 3aronoeok gena Kog gena  BulgaHo BozepaweHo MpuMedaHue
lpomoe KJ.A. LOokyMeHTwl, oTHOCAWMeCR 01-01 15.06.2016 06.10.2016
K 0eATENEHOCTH OTAEN3 00:00:00 00:00:00
Crmopogckan 0.C.  [JOKyMeHTwl 0praHoe 01-02 09.08.2010 27.09.2016
rocyapCcTEeHHOM BnacT 00:00:00 00:00:00
Hoeakoe C.B YCTae opraHuzaumm 01-03 22,09.2016 23.09.2016
00:00:00 00:00:00
CTpaHHua M3 1 () OTobpawaroTeA 3anMan © 1no 3, Bcero 3
+ |7 | =&

Puc.131. BnoXeHHbI cnpaBOYHUK « *KypHan Bblaaum aen»

CtpykTypa daiina ons cnpaBovyHuKa « KypHan Bblaauym gen» npeacraBaeHa Ha pucyHKke 132,
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Mpume  Koa

THO coTpyaHMKa BoiaaHo BosspaleHo S —
fospooonss. | Lm0 | Sehl | nor| Moo oo,
Hoeawkoe C.B. ITID;DZEDE 1?803023015 01-03 YCTEE OpraHU3aLMm 01-03
Comnoanoc. | SIS BR[| o | me e |
rocsonitno. | SIS [BECERS | oaan | Pecmmmanno e e | 0z
emcnco. | SR HEDE | |osan | Prrmmena s e e | 050
Rospeomonies, | 053 | EEEES || ogas | Peemmmanso e e | 2
e i e B ) Bl
e il B s el BT

Puc.132. BxoaHow dain gns cnpaBoYHMKa « ypHan Bblgaum aen»

None Kop pena 2 npegHasHadyeHoO AAA CBA3U C pOAMTENbCKMM CMPABOYHMKOM. 3anumcb
B/IOYKEHHOrO CrpaBOYHWKa OyAeT 3arpyKaTbCA B Ty 3anUCb POAUTENLCKOrNO CNPaBOYHMKA,
Ana KoTtopoi 3HadyeHue nons Kop pena coenagaet co 3HavyeHnem nons Kog pena 2.
3HauyeHuMAa nonAa Kop gena 2 moryt NOBTOPATLCA, HO 3HAYEHUA KOAOB AeN B CNPABOYHUKE
«HomeHKnaTypa aen» foNKHbl 6bITb YHUKANbHbIMM.

[ns 3arpysku gaHHbIX M3 daiina HeobxoamMmo nepenTn B CNpaBOYHUK «HKypHan Bblgayuu
Aen», 3anyctutb ob6paboTumk VMmnopm XLS v BbibGpaTb co3gaHHbIM daitn B AMaNoOroBom
oKkHe. lNocne Bbibopa ¢alina OTKPOETCA OKHO, B KOTOPOM 33JaiiTe COOTBETCTBME MeEKAY
KOJIOHKaMW 3arpy*Kaemoi Tabauupl M noaamu cnpaBovHuKa. Ona nona Koa pena 2
BblbepuTe TMN cBA3M Podumernsckuli CnpasovYHUK U KNtOYeBOe MnoJjie, B AaHHOM Caydae —
Koa pena (puc. 133). YTobbl UCKNIOUNTL U3 3arpyKaemMbiX 3anuceil 3aroNoBOK TabauLpl,
YKaXKuTe 3HAYEHUE «2» B NONE «C».

Hunopt XLS 0| ¥

PoamTensoani cnpasoqnmi: | HoMeHKNaTypa gen b Mone: XypHan Bolgadw gena v

ND SHaqYeHHue Mone crpagoyHka | TN CBAZK Kniouesoe none cBazM
1 DO coTpyaHuKE DO coTpyaHuKa
2 BblaaHo BolnaHo
3 BosspaweHo Bozepawero
4 MNpMedaH1e MpumesaHue
5 Kog gena Koa aena
] JaronoBoK Aena JaronosoK Aena
7 Kog aena 2 PoOAMTENLCKMI CNPEB0YHHE Kon aena
Beibpate daiin | Crpoka: |1 = o |2 * e 9 = 3arpysnTe

Punc.133. 3agaHune cooTBEeTCTBUA MeXay Nonamu paina u cnpaBoYHUKA
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[Ona Havana 3arpyskM 3anucei HaKMUTe KHOMKYy 3arpysuTb. Ha 3KpaHe oTobpasutca
MHbopMaLma 06 ycnelHOM 3aBepLUeHnn onepaumm (puc. 134).

Hmnopt XLS 0
3arpyaKa zaeepweHa. OT4er
[nA NpoCcMOTPa ZarpyeHHblx Zanucei o0HOBMTE CTPaHWUY CNpP3E0YHMKE.

Huoprayna ®

3arpyseHo andced: 8

OK

Puc.134. CoobuieHmne 06 ycnewHol’ 3arpy3Ke 3anucei

[Ons npocmoTpa 3arpyeHHbIX 3annceil HeobxoaMMO NePENTU B COOTBETCTBYHOLLYIO 3aMUCh
cnpaBouHMKa «HomeHknaTypa gen» u Haxatb kHonky MM B none MypHan Bbigaun gena
(puc. 135).

KapTouka cnpagoyHuKa aj|x

=na 034 Nownax Halimi OurcTiTe

/ 2KyDHan BelfiaqM nena

ol Kog

33ronoBoK gena BozepaweHo BeigaHo MpumeuaHne
COTPYLHWKE A nena pal A p

S Kniyescknd  PAcnopssedHda o npueMe, 03-02 05.05.2015 02.05.20...
Non. MpMsHaK x M.@. NEpPeMELEHIH, COEMELEHHM, 16:00:00 09:00:00
nepeeoe, YBONEHEHHK

Hoeakoe C.B.  PacCnopsxeHwA o npuemMe, 03-02 14.06.2015 12.06.20...
nesinaqi aena | [ MepeMeleHii, COBMBLEHHM, 16:00:00 09:00:00
Nepesoae, YEoNeHeHHM

CHopogckas  PacnopsaedHusa o npueme, 03-02 10.04.2015 10.04.20..
0.C. NepeMeleHiy, COBMELWEHHK, 16:00:00 09:00:00
nepeeoe, YBONbHEHHK

CTpaHua l-13 1 {} OTobpasatoToa 3anMod © 1 no 3, Bcero 3

+ |7 1= | & oK OTMeHa

Puc.135. 3anucu, 3arpyKeHHble Npy nomolLm obpaboTumka
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16.6. MpumeHeHMe cNpaBOYHMUKOB

3HayeHus CNPaBOYHMKOB MOXHO MCMO/b30BaTb MPU CO34AHUU U pedaKTUPOBaHUM 3a4a4 U
AOKYMEHTOB: BKAOUUTE B pPerncTpaumoHHyo KapTOUKyY none T™Na
«CnpaBoYyHUK» (NogpobHee cm. «PyKOBOACTBO aAMMUHMUCTPaTOpa AOKYMeHToobopoTa»).
YT0bbl MCNONb30BaTh AaHHbIE CMPABOYHUKOB MPU 3aMNo/NHEHMM Nofen 3agaun, pobaBbTe
none «CcblIKa Ha CNPaBOYMHUK» UAU «MIHOMKECTBEHHAA CCblIKA Ha CMPABOYHMK» B TUN
3agauu (nogpobHee cm. n. 12.1).

3HayeHUs nonem CnpaBoOYHMKA MOFYT WMCMO/b30BaTb 0OPabOTUMKK: 3afdanTe Ans Mnons
MOEHTUPUKATOP M YKaxuTe ero B dalne cooTBeTcTBMA obpaboTumKka. MogpobHee o
co3gaHum dgaiina cootTseTcTBUs cm. n. 14.2.3.

OueHouYHble CNPaBOYHUKHUN — 3TO CMPaBOYHUKHU, 3aMNUCU KOTOPbLIX UCNOJIb3yeT aBTOP 3a4a4u
ONA BbICTaBNe€HNA OLLEHOK €€ y4aCTHUKaM. OLI,E‘HO‘-IHbIe CNpPaBoOYHUKHN o0bAa3aTeNbHO OO1XKHbI
coaepXaTb TP NonAa cnegyrowmx TunoB:

— «CTtpoka» ¢ maeHTudumkatopom VALUATIONNAME — Ha3BaHME OLLEHKMW, 3HAYeHuA
3Toro nons 6yayT oTobpakaTbca B KAYECTBE OLEHKM.

— «Uenoe» ¢ unpgeHTudukatopom EVALUATION — 4McnoBOW 3KBMBANEHT OLLEHKM,
3HaYeHUA 3TOro NOMA UCNONb3YIOTCA B OTYETE «[MONHDBIN OTYETY.

— «Jlornyeckniny ¢ naeHtuoukatopom VALUATIONSIGN — 3HaueHMe OLLEHKM, KOTopoe
YKa3bIBaOT NO YMOTHAHMIO.

MogpobHee 0 cO34aHMM CMCKa NOJIEN CNPaBOYHMKa cMm. . 15.1.2.

BblaenvTe Nonb30BaTeNAM MPaBa HA OLEHOYHbIN CMPABOYHUK M NOAKNOYMTE €ro K Tuny
3a4a4y, Mo KOTOpbiM TpebyeTca BbICTaBAATb OUEHKM. K TNy 3a4ayunm MOXKHO MOAK/IOYUTD
HEOrpaHWYEHHOE KOJIMYECTBO OLEHOYHbIX CNPaBOYHWMKOB. BO3MOMHOCTb AOCTYMHa
No/1b30BaTeIAM, UMeLWUM NpaBo «CozdaHue munos 3a0a4». NogpobHee 0 NOAKNHOUYEHUN
OUEHOYHbIX CNPAaBOYHMKOB K TUMY 3a4auum cm. n. 12.1.5.

CuUCTEMHDBIN CNpPaBoYHUK «Pecypcbl» BKAlo4YaeT B ceba MHboOpmauuio O O 3aTpaTax Ha
“cnonHeHue 3agady npoekta (cM. N. nogpobHee cm. N. «Pecypcbl npoeKkTa» «PykoBoacTea
NoNb30BaTeNA») U UCNONb3YETCA ANA NOCTPOEHUA Anarpammbl MaHTa.

CnpaBouYHUK «BHelwHMe pecypcbl» nNpeactaBnsetT cobol CNUCOK CCbINOK Ha CauThbl.
CnpaBoOYHMK MOryT MPOCMATPMBaTb BCe MO/Ib30BATENM, HEe3aBMCMMO OT npas. [na
MPOCMOTPA CMPABOYHUKA WESKHUTE HA IOFOTUM KOMMaHUK B I/TaBHOM MeHto CUCTEMbI.

16.7. HasHaueHWe NpaB Ha 3aNUCU CNPABOYHMKOB

Bnagenblbl MOTYT Ha3HaYyaTb APYrMM NOAb30BATENSM NpaBa Ha NPOCMOTP M U3MEHEHUE
3anucei CNpPaBOYHMKOB B MyHKTE MeH0 UHCTpymeHTbl — AgMUHUCTpUpoBaHue — Mpasa
nonb3osarenei (puc. 136). NMonb3oBaTeIb MOXKET Ha3Ha4YaTb NpaBa Ha 3aMMcK CNpaBoOYHMKA
TO/IbKO TEM N0J/1b30BATE/IAM, HAa KOTOPbIX OH MMEET NOJIHOMOYUA [Tos1HbIE NPABA.
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npeAYCMOTDEHbI TUNbl NPaB Ha 3anNnUCK CNPaBOYHUKaA:

— MpocmoTp — nNoAb30BaTeNb MOXKeT NpocMaTpmBaTb O6LLI,€,CI,OCTYI'IHbIe 3anuncu
CNpaBOYHMKaA U 3aNnUCH, A06aBﬂeHHble MM CaMUM.

— U3meHeHMe —N0/1b30BaTe/1b MOXKET PeAaKTUPOBaTb COOCTBEHHbIE M 00LLEeA0CTYMNHbIE
3aMm1CcK, HO TOJIbKO NMPU HAZIMYMKM Y HETO NPaBa Ha MPOCMOTP 3anunceli CNpPaBoOYHMKaA.

— [o6aBneHune — Nonb3oBaTeib MoXeT A06aBNATb 3aMWUCKU, HO TONIbKO NPU HaANUYUK Y
Hero NpaBa Ha MPOCMOTP 3anucel CNPaBOYHMKA; NPU OTCYTCTBUM NpaBa U3meHeHue,
MoNb30BaTe b HE CMOXET U3MEHATb paHee A06aBeHHbIe UM 3aMuCy.

— YpaneHue — no/ib3oBaTe/ib MOXET yAaNATb COBCTBEHHbIE U 06LWEeA0CTYNHbIE 3anucK,
HO TONbKO MPU HA/IMYMUK Y HETFO NpPaBa Ha NPOCMOTP 3anuceit cnpaBoYHMKaA.

MNpasa nonb3oBaTenel

Bwmibpan nonb3osatens: HoBakos Cepreil BnanquMupoBHy

NuuHble npasa NMpasa rpynn Bce npasa

4= Iy THbBIE CHEMbI CnpaBosd HHKKH Kanenpapn Wabnowm yuacruukos HPT Ipynnbi nonb30BaT =
CnpagsoqHHKK MpocMoTp NobaeneHue HzmeHeHne ¥YaaneHwe

O [ O [

[T] =] Aapecran kHura [} [ &3
[C] E Batr ] ] O O
D EI BrooeT [3anBKn Ha onnaTty] D D D D
[ El BantoTa [ (] (] (]
[ =] Bua aokymeHTa [Bce MOAYAM C SAMMBKO] [ (] [l O
[7] =] Buasl ex xoppemoHaeHym [ ] [l [

[T =] Buav aorosopos [aorosopei] [} [} (] [l W

CoxpaHuTe  BepHyTboR

Pwnc. 136. OKHO Ha3Ha4YeHWA NpPaB Ha CNPABOYHMK

[Ona HasHayeHWs MpasBa Ha 3anMcK CNPaBOYHWMKA BblbepuTe B AepeBe NOAPA3LENEHUN
No/s1b30BaTe A, OTMETbTE NPAaBa 4/1A KAXKAOr0 CNPaBOYHUKA U HAXKMUTE KHONKY COXpPaHUTD.
Monb3oBatenb cMoXKeT MCNOb30BaThb OaHHble CNPaBOYHMKOB npu
co3gaHun/penakTMpoBaHUM 3a4a4 M JOKYMEHTOB, B TaKXe MPOCMaTpuMBaTh MX B MYHKTe
MeH0 CnpaBoYHUKM.

MpM HasHaYeHMM MNpaB Ha 3anucyM CNpPaBOYHMKA HeobxoAMMO KOMBMHMpOBaTb nNpaBsa.
Hanpumep, [4na npeaocTaBiAeHMA MO/b30BaTeNl0  BO3MOXHOCTM  Aob6aBnatb W
peaKkTMpoBaThb 3anucK, HasHadbTe emy npasa Mpocmotp, fobasneHune n UsmeHeHue.

MpeaycmoTpeHa BO3MOXHOCTb OAHOBPEMEHHOro Ha3HayeHUA npas Ha CrnpPaBOYHUK
HEeCKO/IbKMM NO0/Ib30BaTEIAM: CO34alTe rpynny npas B NyHKTe MeHto Mpynnbl NpaB pasgena
AOMUHUCMPUPOBAHUE N BKNIOUYUTE B HEE NO/Ib30BaTENEN.
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16.8. CnpaBoYHUK «BHeLLHMe pecypcCblI»

CucTEMHbIN cnpaBoYHMK «BHelwHMe pecypcbl» (puc. 137) ncnonbsyeTca ans oTobparkeHua
CCbI/IOK HA BHELLHME pecypcbl (CalT KOMMAHWK, CalTbl NAPTHEPOB, COLMAbHbIE CETH).

CnpaBOYHUK COAEPXHKUT MONSA:
— HasBaHue — Ha3BaHWe BHELIHEro pecypca;

— CcblsIKa — CCbI/IKA Ha BHELWHWUI pecypc.

— daiin — rpaduyecknn daiin gna otobparkeHWA pALOM C Ha3BaHMEM pecypca.
MakcumanbHbl pasmep nsobpaxkeHua — 16x16 nukcenen.

CnpaBo4HUK aBnaeTca nepapxmyecknum. O 3anoNHEHUM CNPaBOYHUKOB cm. n. 15.4.

MNowuck Halim | OuncTuTe

| BHewHwWe pecypcel / [Files/ Dicts/motivw/5/b2e234b4536b78b5fe43d63f1fb84ab5.ong

@ain HazeaHune Ceuinga
= @  Haw cadt www.motiv.ru
Mpac-nucT hittp:f fwwnwr. motiwe.ruf price/

HokymenTtoobopot hittp:f fwnwnw. motiw. ru/documents/
M Kopotko o Motwee  hitps://www.youtube.com/tv?vg=large# /watch?v=Ws31MNz3_Gs88&mode=transport

YTo HoBOMO? www . motive.ruf category/version/
MpyMepsl peweHwid  www.motivw.ru/solutions/
m Wiipedi http:/fru.wikipedia.org/wikifMOTWB_(nporpaMMHbli_npogykT )
Crpanvua w31 {:I OrobpamaroToa samuon © 1no 2, Bcero 2
+|Z| |-

Puc. 137. OKHO npocMmoTpa CnpaBoYHUKA « BHeLwHMe pecypcbi»

[na npocmoTpa cnucka BHELWHMUX pecypcoB (puc. 138) HaKMUTe Ha NIOroTUN KOMMaHMKU B
MeHio Cuctembl. 3agaHHble M306parkeHMs oTobpakaloTca PALOM C Ha3BaHUAMM PeCypCos.
Ecam ansa pecypca He 3a4aHo M306paskeHne, OH MOMeYeH NMUKTOrPpaMMoi &, Poauteibckue
y3/1bl TOMeYeHbl MUKTOrpammont [,
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Brewnue pecypchbl

4 T Haw caift
wee [paACc-NMCT
we [lokyMeHToofopoT
D Kopotko o Motuee
et YT0 HOBOrO?
w [pUMEPSl PEWEHHIA
W Wikipedia

W miotiw.ru
httpsf fwww.motive.ruf price/
hitp:/ S www.motive.ru/documents/

https:/ fwww.youtube.comftvAvg=large#/watch?v=Ws31Nz3_...

wrwrw . motive.ruy category/version/
v motiw.ru, solutions/
httpsfru.wikipedia.org/wikif MOTWB_(nporpaMMHLIA_NpogykT)

Puc. 138. OKHO NpocMOTpa CMUCKA BHELLIHUX pecypcos

CnpaBoYHUKMN
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17. Tunbil Tabauny,

Tabauybl WCNONbL3YIOT AN XPAHEHWUS CTPYKTYPUPOBAHHbLIX AaHHbIX C NPUBA3KOW K
KOHKpeTHOM 3agadye. MpocmoTp, co3gaHue, pedakTUpoBaHUe W ydaneHue TUMOB Tabauy,
AOCTYMHbI B NYHKTE MeHlo UHCTpymeHTbl = AgMUHUCTpUpoBaHMe = Tunbl Tabauy (puc.
139).

Twunel Tabnmy

HazgaHwe ABTOp
E] PeecTp goroEopoE TpoMoE HOpWA Anekcessny
E] PeecTp c4eToE MpoMoE FOpWA Anekcessny
E] Buos! A0KYMEHTOE [33REKM] MpoMoE FOpWA Anekcessny
E] PeecTp OOKYMEHTOE zdmin
E] OTnpaeka nKUcem MpoMoB KOpMA Anekceseny
E] KoMnnexkT nocTaeku Mpomoe Opui Anekceseny
E] PeecTp akToE MpoMos FOpWiA Anexcessuy
E] KonTakTHeie nvua [CRM] MpoMos FOpWiA Anexcessuy
+ 7 -

Puc. 139. MyHKT meHto Tunbl Tabauy,

B nyHKTe meHto Tunbl Tabauy, 3a8at0T CTPYKTYPY Tabaul, (cnucok ux nonei, o6paboTymKos,
HaCTPOMKM 3aKNagoK), KoTopaa byaeT oTobpaxaTbCA Ha OTAeNbHOW BKNadKke B 3adadax,
nmetolwmx nose Tmna «Tabanua». 3anonHatoT Tabanuy B 3agade (Npu co3gaHnm 3aga4um Uam
BO Bpemsa paboTbl Hag Hel, noapobHee cm. n. «CosgaHue 3agaum» «PyKoBoacTBa
noJsib3oBatesna»). B Takux 3agayax 6yayT oTobparkaTbea Tabanupbl C AaHHBIMM.

B HWXHeil YacT OKHa pacrorioeHa naHenb ynpasneHus, coaepxatias kHonku + ([Jo6asuthb),
# (pepaktuposatb) U = (Yoanuts).

PaboTaTb ¢ TMNamu TabauL, MoryT nonb3osaTtenu, obnagamouime npasom «CosgaHne TUNOB
Tabauuy. Y nonb3oBatens, He MMEOLWEro Npasa Co3haHusa TUMOB Tabauu, MyHKT MeHIo
Tunbl Tabnuy He oTobpakaeTcs.

KOHTEKCTHOE MeHI0 no3BO/SeT YMNopsAoYUTb CMMCOK TUMOB Tabauuy, M HacTPOWUTb
oTobpaxkeHne nons ABTOp. [NA Bbi30Ba KOHTEKCTHOrO MEHI0 HaBeauTe Kypcop Ha

3aro/10BOK /1t060ro cToN6La U HaXkmuTe KHoMNKy ™ .

[nsa GopMUPOBaHMA MEePaPXMM LLENKHUTE Ha TUNe Tabau, 1, YAEPXKUBAA HaAXKATON KHOMKY
MbILIK, NepemMecTUTe ero Ha 3HauyoK POAUTENbCKOM Nanku MaK Apyroro Tmna tTabamupi.
17.1. Co3pgaHue TMNOB Tabauy,

[na cospaHua Tuna Tabauupl Haxkmute KHonky + (Jo6aBuTb), yKamuTe Ha3BaHWe B
nossmsLIemca okHe (puc. 140) n HaxkmuTe KHonky OK.
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Nobasuts ¥

BeeguTe HazEaHve Tabnuusl

,[l,orne.uph||

QK OTMeHa
Puc. 140. OKHO co34aHus TMna TabauLbl

OKHO co3ZaHuMA TUNa TabauLbl COCTOUT U3 BKAAZOK:
— HacTpoliku — BO BKNaZlKe MOMKHO M3MEHUTb Ha3BaHWe TUMa TabauLbl;
— Mona—Bo BKNaake GopMupyLOT NepeyeHb Nosiei Tuna Tabamubl.
— O6paboTunKM — BO BKAaAKe NoaKatodatoT 06paboTumku K Trny Tabanupl.

— HacTpoiiku 3aknagoK — BO BK/1aZlKe HaCTPamBaloT CMMCOK 3aKlagoK Tuna Tabauupl u
COCTaB UX NONeMn.

Mo YMOJZTHaHUIO OKHO CO34aHNA TUna Ta6ﬂVILI,bI OTKpPOEeTCA Ha BKNadKe Mons. ,ﬂ,ﬂﬂ nepexoga
B APYrYyHO0 BKNAOKY WEeNKHUTE Ha €€ Ha3BaHUMW.

B HMMKHEW u4acTM OKHa pacrnonaraeTcs MaHeNb YMPaBAEHWA, COAEPXKAWAA KHOMKM
CoxpaHutb, COXpaHUTb KaK, BepHyTbca 6e3 coxpaHeHus. MaHenb ynpaBneHns oTobpakaeTtcs
BO BCEeX BKaAKax.

[Onsa coxpaHeHMs M3MEHEeHMUIM HaxXmuTe KHoMKy COXpaHUTb, 415 Nepexoaa B NYHKT MeHHo
Tunbl Tabnuy, 6e3 coxpaHeHUs — KHOMKy BepHyTbca 6e3 coxpaHeHus. [1ns co3gaHma HOBOro
TMna TabAunLbl Ha OCHOBE TEKYLLETO HAaXXMMUTE KHOMKY COXPaHUTb KaK.

Ona pepaktMpoBaHMa TuNa Tabauubl ABaXKApl LWENKHUTE HA HEM WU BblAenUTe ero B
cnucke W HaxmuTe KHonky ¢ (PepakTmpoBaTb). PepakTuposaHue Tuna Tabauupl
AHANOMMYHO ero Co3gaHuto.

OnaynaneHua Tuna Tabaunubl BbibepuTe ero B CNUCKE U HaskmuTe KHOMNKy — (Yaanuts).
17.2. Bknagka «lMona»

Bknagka Mons (puc. 141) — ana dopmupoBaHMA CNUCKa Nosiei Tabanupi.

B BepxHei 4acTu BK/AAAKM PacnosioKeHa NaHesb yrnpaBaeHwsa, codepskawas KHomku +
(Jobasutb), ¢ (Pepaktuposatb) u — (Yaanutb). [na u3MeHeHMA nopagka nosein
MCMoNb3yATe KHOMKMK 4

Ona nobaBneHuna nona Haxxmute KHonKky T . B oTKpbiBlleMcA OKHe (puc. 142) yKaxuTe

Ha3BaHWe, TUM NoAA, UAEHTUOUKATOP U AOMOSIHUTE/IbHbIE MapaMeTpbl (06sA3aTeIbHOCTb U
YHUKaNbHOCTb, cM. n. 15.1.3).
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Tuns Tabmmy
HacT poiikm Monsa ObpaboTumnKm HacT poiikn 3aknapqok
+ 75 -+ ¥

HasgaHue nonA | MaeHTudukaTop | Tunnons — Ob6AsaTensHoe..  YHWKansHoe. . | CBASb  Bwifop...  ChMcok SHEYEHWA

Homep CTpoka Oa Het HeTt
HaTa Aata Aa Het HeTt
KoHTpareHT Cebinka...  [la Het KoHT... HeT
Bua aokyMeHTa CTpoka Aa Het Oa Bxogawme Moxo...
KpaTkoe coge... CTpoka La Het Het
Daink ®aiin Het Het Het

CoxpaHuTe  COXPEHWT Kak  BepHyTecHA OE3 coxpaHeHus
Pwuc. 141. Bknaagka lNMona

NaoeHTUdMKaTOpbl Ucnonb3yoT ansa GopmupoBaHua $ainnoB cooTBeTcTBUA 06paboTYMKOB.
3HayeHMA nonen, gnAa KOTOPbIX YKasaHbl NAEHTUPUKATOPbI, MOXKHO BbIrpy»KaTb B danbl
dopmata RTF n XLSX.

NaeHTUOUKATOP MOMKET COCTOATb TO/IbKO M3 NIaTUHCKUX BYKB, UMOP M CUMBO/IA HUMXKHETO
noayepKkuMsaHua. Mcnonb3oBaHuMe uUMdpbl B KayecTBe MepBOro CMMBOMA HEAOMYyCTMMO.
[nviHa ngeHTndunKaTopa He MOXKeT npesbiwaTth 50 CUMBONOB.

3ameyaHne -  Hepgonyctumo NCNoNb30BaHMe OANHAKOBbIX (HeyHUKaNbHbIX)
NaeHTUOUKATOPOB B Npegenax Tmuna Tabanubl U NOEHTUPUKATOPOB CUCTEMHBIX Nonei (cm.
n. 14.2.3). WpeHTndurKaTop He A0/KeH codepaTb Ha3BaHWA APYroro uaeHtuduKaTopa.
Hanpumep, Henb3sa 3agate uaeHmdumkatop NAMETABLE, ecrnin ecTb none ¢ naeHtMgmkatopoM
TABLE.

PegakTupoBaTthL none =

HazeaHWe nonA: Bug
MoeHTudHKkaTop: VID
Twn nons: Crpoka
0fAzaTensHoe none: [a hd
YHWKANEHOR none: Het »
Buibop Wz cnvcka: Oa hd
CNWCOK SHaYEeHWA: P

Cyer

Lorogop

CoxpaHuTe OTHEHWTB
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Puc. 142. OKHo pobaBneHUs nonsa

MpeaycMmoTpeHbl TUMbl NoAeN:

— CMpoKa — Npou3BO/bHblEe CUMBOJbI. MaKkcMmanbHaa AnnHa cTpoku — 80 CMMBOAOB.
Bo3moskeH BbI6Op 3HAUYEHUI U3 CNUCKA, YKa3aHHOTO B Nosie CNUCOK 3HaYeHUN.

— Tekcm — 60nblwo 06bem MHGOPMALLMM NPOU3BONLHOTO COAE PHKAHUA.

— llenoe — uenvle yncna (Hanpumep 5 unm 13000). JONONHUTENBHO MOMKHO 334aTb
napameTpbl MaKkcumasnbHOEe 3HaYyeHue  MUHUMAaibHOEe 3HaYeHue.

— BewecmseHHOe — 4ncna, coaepame Lenyo n apobHyo Yactb (Hanpumep 5.1 wmm
13,500). JecaTuuHbIi pasgenntenb — TOYKa WM 3ansaTas — 3a4aloT B NMYHKTE MeEHo
HacTpoiiku cuctembl (3HaYeHWE MO YMOYAHMIO) AW NPU HACTPOMKe NapameTpoB
nona. [oOnosHWUTENbHO MOXHO 3a4aTb napameTpbl MakcumasbHOE 3HAYEeHUE W
MuHumaseHoe 3Ha4YeHue.

— flama — pata. BbibupatoT u3 kaneHaapa (kHomka |-2) unum BBOAAT C KnaBMaTypbl B
dopmaTe, yCTaHOBAEHHOM MPU HacTpolike CUCTEMBI.

— ®alin — daiin npomnssonbHoro popmata. [Ana 3an0NHEHUS NOASA HAKMUTE KHOMKY +

(3arpy3ska ¢alina ¢ KomnbloTepa Nosab3oBaTena) wuau v (3anyck ckaHupoBaHwus,
nogpobHee pasgen «CKkaHnposaHue ¢alinoB» « PykoBoacTBa Nonb30BaTENAN»).

— CcblaKa Ha CNpaso4YHUK —3Ha4eHne nonAa ns cnpaBoYvYHUKa.

B okHe aobasneHus nonen Tuna CcbisIKa HA CNPABOYHUK U MHOMEeCmeeHHAA CCblKa
Ha cnpasoyHUK OTOBparkatoTca packpblalolimecs cnucku CnpaBouHuk u lone.
CnpaBoYHUK BbIOMPAOT B OAHOMMEHHOM cniucke. Mocne Bblbopa CNpaBoOYHWMKA B
cnucke Mone oTobpasaTca ero nonsA (3HayeHMe Mo YMOAYAHMIO — NepBbli 31EMEHT
cnucka).

— MHoxecmeeHHaA CCblAKa HaA CNpas8oYHUK — HECKOJZIbKO 3HaAYeHU nonsa wus
CnpaBOYHUKa.

— Jloeuyeckuli —o0AHO U3 3HaYeHUI: «da» nnu «Het».
— TenegoH —HOMep TenedoHa (coToBoro, gomaluHero, pabouyero).
— Email —appec aneKTpOHHOM NOYTbI.

— W30b6paxceHue — rpadudecknin dpaimn (potorpaduna, pucyHok). Mocne 3arpysku dain
MOMHO NMPOCMOTPETD.

— Ligem — UBEeT AYEMKM; BbIBMPAIOT U3 NANUTPBI.

— [lodpasdeneHue — Ha3BaHWE OGHOTO UM HECKOIbKUX NMOAPA3AeIeHUN.
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[Nna nona Mmo¥HO yCTaHaBAUBATb AOMOJIHUTEIbHbIN NPU3HAK YHUKA16HOE. 3HAYEHUA Nonei
C 3TMM TNPU3HAKOM [OJIKHbl  COAEPNKATb  YHWUKANbHYO WHPopmaumto. [MMpu3HaK
YyCTaHaBNMBAIOT, KOrga Heobxoanmo uckntountb aybampoBaHue MHbopmauum B npeagenax
Tabnuubl. Npu fobasneHUN B TabAMLY 3aMUCU C HEYHMUKANbHbIM 3HAaYEHMEM TAaKOro Nond Ha
3KpaH byaeT BbiBeAEHO NpeaynpexRaeHme.

Ona nona Tmna CTPOKa MOMKHO 3afaTb CMMUCOK AOMNYCTMMbIX 3HaYeHWi B none Cnucok
3HaueHwuit (puc. 143). 3HaueHMA yKa3biBalOT C HOBOW CTPOKM (Mcnonb3yiTe Knasuwy Enter).
Ecnu gna nona yctaHoBAEeH NpuU3HaK Bel6op U3 cnucka, NONb30BaTe b CMOXET 3aMN0JHUTb
€ro TONIbKO OAHWUM M3 yKa3aHHbIX 3HauYeHMin. Ecan npusHak He ycTaHOB/EH, NO/b30BaTe/b
CMOXKET He TONIbKO BblBUpPaTb 3HaYEHUA U3 CMUCKA, HO M BBOAUTb UX C KNaBUaTypbl.

Buifop U3 cnvcka: Na w
CrWCoK 3HaYEHWA: OTnpaeneHo
,.El,cncraE.nEHo|

Puc. 143. OKHo co3gaHus nons Tuna «CTpoKa». 3agaHne Crucka sHaveHuin

Mone Tvna Llenoe MoXeT UCNOb30BaTbCA ANA 0TOBPaXKEHMA CCbIIOK HA 334a4un CucTeMbI:
BblbepuTe 3HaYeHue 3a0aya B none Ccbi/iKa Ha 06beKT (puc. 144).

OBAzaTensHoe none: Het b

Ccoinka Ha obbLekT: 3afava b

Pwuc. 144. None tnna «Llenoe»

Ona noneit tuna CcblnKa Ha CNpPaBOYHUK M MHOMeCTBEHHAs CCbIJIKA Ha CMPaBOYHUK
0oTObGparkatoTCA packpbliBatoLmeca cnnckn CnpaBodHuK 1 Mone (puc. 145).

CnpaeouYHMK: MNapTHep.l b

Mone: HazeaHwe KoMNaHKK v

Puc. 145. OKHo co3gaHuaA nons Tuna « CnpaBoYHMK». Bbibop nons cnpaBoYHUKA

B packpbiBatowemca cnucke CrnpaBOYHUK 0T06pa)Ka}OTCFI AOCTynHblEe nNoJ/sib30BaTeNnto
crnpaso4vHMKK. [locne Bbl60pa CnpaBO4YHUKA e€ro nonAa 0T06pa3ﬂTCH B pacCKpbiBaoLWeMCA
cnucke Mone. CeA3b co CNPaBOYHUKOM MOXKET 6bITb CO34aHa TO/1IbKO NocC/se yKasaHunAa ero
nonaA. CoxpaHeHme nonev Tuna CcbiaKa Ha CMPaBoYHUK UM MHOXeCTBEHHasA CCbIJIKa Ha
CNPaBOYHUK HEBO3MOXKHO, €C/I1 HE YKa3aHbl CNpPaBO4YHUK U ero none.

Monb3oBaTe b MOXKET Pa3peLlnTb UK 3aNPeTUTb peaakTuposaHue Galiaos, 3arpy>KeHHbIX B
none tuna ®aiin (puc. 146).
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YHUKaNEHOE none: Het

OTKpbIBaTL haidnu AnA Oa g
pefaKTHPOEAHKAS

Puc. 146. OKHo co3gaHuA nons Tuna «Pain». Hactpoika BO3MOXKHOCTU peaakTUPOBaHMA

B packpbiBatowemcs cnucke OTKpbiBaTb ¢aitibl ANA pepaKTUpPoBaHUA Bbibepute oAHO U3
3HaYeHUM:

— 3HayeHue He 3a0aHo. Wcnonb3yeTca 3HauyeHWe, YyKa3aHHOE BO BKNaJKe
[OononHutenbHO NyHKTa meHto HacTpoiku cuctembl.

— Hem. OTKpbITWE $alinoB 41a peLakTMPOBAHNA HELOCTYMHO.
— /la. Bo3MOXHO OTKpbITUE PalinoB oA peaakTMpoBaHuA.

Mocne 3anosiHeHMA nons (3arpy3ku ¢aina) B nosne otobpaxkaeTca ccCblka Ana ero
npocmoTpa.

Mocne ykasaHua Bcex aTpMbyTOB MOJIA HAXKMUTE KHOMKY COXPaHUTD.

3ameuaHue —B Tabaunue 6yayT otobpaxKaTtbca cuctemHblie nona Asrop (PUO nonb3oBaTens,
fobasmBLLero 3anuck) u [lata gobasneHun (aata u Bpems gobaBneHns 3anuck).

YT06bl OTKPbLITb OKHO peZlakTUPOBaHUA NOASA, ABaXKAbl WEAKHUTE Ha HEM UK BblAENUTE B
CNUCKE W HaXXMWUTe KHonKy & . [InA yaaneHua nona BblaennTe ero B CUCKE U HaKmuTe
KHOMKY =.

17.3. jononHuTeNbHbIE NPU3HAKK NONE

Onanona Ta6J'II/ILI,bI MOXHO YCTaHaB/1nBaTb AOMNO/THUTENIbHbIE MPU3HAKW!

— ObasamenvHoe — nosie o06A3aTeNbHO AN 3anonHeHua. 3anucb Tabauubl He
COXpPaHWUTCA, NoKa He 6yayT 3anonHeHbl Bce obsAsaTenbHble nonsa. Ob6sasaTenbHble
NnonsA oTMeYeHbl KpacHOW 3B8e3404KOM.

— YHUKG/IbHOE — 3Ha4YeHWUA MNOAA AOMAXHbI COAEpPXaTb YHUKaAbHYIO WHPOpMaLMIO.
MpU3HaK  yCTaHaBAMBAlOT, Korga HeobxoAMmo  WUCKAWUYMTL  aybnvpoBaHue
MHbopmaumm B Npegenax Tabauupl. NogpobHee cm. n. 15.1.

— CKpbl8aMb NPU CO30aHUU - None He byaeT oTobpaxkaTbcA B Gopme Co3AaHMA 3anuncu
Tabnunubl.

— Ckpblsame 8 mabauyax - none He byaeT oTobpaxkaTbca B TabAMYHOM NpeacTaBAeHUU
3anucen.

— CKpbiBamb 8 KapmMoyKe - nose He byaeT oTobpaxaTbca B popme NpocmoTpa 3anucu
Tabaunupl.
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17.4. BknagKa «O6paboTumku»

[N noAKNoYEeHMA OAHOMO UM HECKONbKMX 06paboTunMKoB K Tuny Tabauu nepeiaute Bo
BKNagKy O6paboTtumkm (puc. 147).

Bo BK/n1aaKe oTobpaatoTca Asa CNuCKa:

— boctynHble 06paboTuMku — Bce 00pabOTUMKK, CO3AaHHble agMWUHUCTPATOpPamMMU
cucTeMbl;

— MNoaKnioueHHble 06paboTuMku — 06paboTuMKK, KoTopble MNOAKAOYEHbl K
CNPaBOYHMKY.

[ns noakntoyeHnst 06paboTumKa nepeTawmTe ero B BNPaBO WM BbIAENUTE B CMUCKE M HaXXMUTe
KHOMKY (*, ANA OTK/AIOYEHWs — TMepeTawuTe €ro BIEBO WM HaXMUTE KHOMKY <. [ns
MOAK/TIOYEHUSI/OTKITIOYEHNS  HECKONbKMX 06paboTUMKOB BbIAENSIATE WX, YAEPXKMBAs HaxaToM
knasuwy Ctrl unn Shift.

Tuns Tabmay

Hacrt poikm Monsa DbpaboTunin Hacr poitkun 3aknaqok

OocrynHelie obpaboTunim NogrnouerHtble obpaboTunkn
AKT BBINOAHEHHBIX paboT & KapTouka gokyMeHTa
BriuMcneHWe HoMepa OTNPEEUTE BNOXEHMA NOYTORA
Noroeop BHegpeHuA * | MeuyaTk KAPTOUKM AOKYMEHTA
Nrnopt XLS +

KoMMepueckoe Npeanoxesne

Meuate BX AOKYMEHTA i

CoxpanuTe  CoXpaHWTb kak  BepHyTbos Bes coxpaHenma

Puc.147. Bknagka Obpabotumku

Bocnonb3oBaTbcs 06pabOTYUMKOM MOXKHO, HaXKaB KHOMKY &~ o BKMaKe c Tabnvuen unu B
OKHe aobasneHua/peaakTMpoBaHua 3anmcy Tabauubl. JnA BbIrpy3KM AaHHbIX U3 TabauLbl
ncnonb3yeTca CTaHAAPTHbIN 0b6paboTumk exportXLS.php. NoapobHee 06 06paboTUMKax CM.
pasgen 14.

17.5. BKnagKa «HacTpoiiku 3aK1agoKk»

Mo yMon4YaHWio OKHO Ao6aBieHus 3anmMcu B Tabauly COAEPXKUT OA4HY 3aKknaaky — Obuwiue
cBef,eHUsA, Ha KOTOPOW pacnosiaraioTca Bce nonsa tabauupl. Ona yaobcrea nonb3osaTtens
MOJKHO CO3aTb APYr1e 3akNagKku 1 PasmecTmUTb Ha HUX NOAA.

Tun Tabaunupl co3gaéTca ¢ eauHCTBEHHOM 3aKnagkon — O6wme cBefeHUs, B KOTOPYHO
aBTOMATMYECKM MOMELLAIOTCA BCe HOBble Noad. Mona 3aknagkm O6wue cBepgeHUA MoryT
ObITb MepeHeceHbl B Apyrve 3aknagxu. NMogpobHee o HacTpoMKe 3aKNadokK cm. n. 3.3.

202



18. Hactpoiiku nogpasaeneHuin

B nyHKTe meHi0 MHCTpymeHTbl = AaMUHUCTpUpOBaHUE -» HacTpoiku noppaspeneHuis
(pwc. 148) bopmumpyeTCca CNUCOK AOMNONHUTENbHBIX MOJIEN KAapToUeK NoapasaeneHuN.

Hacr poiikn nogpasgenexni

Mona

+ 75 -+ 4

HazsaHwe nona MaeHTHbKUKETOD Tunnona  ObBAzaTensHoe...  YHuKaneHoe.. CBAse | Beifiop.. | CrmMcok..
DyHKLMAK FUMKTCIT TekcT HeTt HeTt HeTt

Mpasa PRAVA Tewct HeTt HeTt Het
OTEETCTEEHHOCTE CTVETSTWENNOST  TekcT Het Het HeT

Oata yTeepxaeHda  LTVERZHDENIE Nata Het Het HeTt
OononHuteneHele ...  DOPSVEDEMIIA CTpoka Het Het Het

COXpaHTL

Puc. 148. NMyHKT meHto HacTpoiikn noapasaeneHui

PepakTupoBaHWe KapToyek noapasfesieHuii AOCTYNHO nojb3oBatesiaM, o06/1a4atolmm
nNpaBoMm « AGMMUHMUCTPATOP CUCTEMbI», NMOJIb30BATENAM CO CTaTyCOM « HauanbHUKY».

MYyHKT MEHI0 COAEPKUT eaUHCTBEHHYI0 BKNaaky [MonAa. B BepxHen uacTy BKNAAKM
pacnonoXeHa MNaHeNnb ynpaBneHus, cogepxawaa KHonku +  ([Job6asutb), &
(PepakTupoBatb) n — (Yaanutb). Ana usmeHeHuMA nopagKa noaei UcnosibayimTte KHOMNKM + 1
+.

[na pobasneHua nona HaskmuTe KHonky +. B oTKpbiBlwemca okHe (puc. 149) yKaskute
Ha3BaHWe, TUM NoAA, NAEHTUOUKATOP U AOMO/MHUTENbHbIE NapaMeTpbl (065A3aTeIbHOCTbL U
YHWUKaNbHOCTb).

Oobasntb none *
HazeaHwe nonA: MonofHUTENEHLIE CBEAEHKA
WaeHTUdMKaTOP: DOPSVEDENTIA
Twn nonA: CTpoka b
0bAzaTentHoe none: Het 24
YHWKaNEHOR none: Het v
Bufiop Mz CnMCKa: Het b

CNUCOK ZHIYEHWHA:

COoXpaH1TE OTMEHWMTE

Puc. 149. OKHo gobaBneHUA HOBOro NoAnsA
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Mons c npusHakom Ob6s3amernbHoe 0653aTeNbHbI AN 3anoSiHeHWs. KapTouka noapa3aeneHns He
COXPaHWUTCA, MoKa He ByayT 3anofiHeHbl Bce 06s3aTenbHble nong. O6s3aTenbHble Nnons oTMeYeHb
KpaCHOI 3BE3404KON.

MonAa c NpuU3HaKoM YHuxanbHOe AOMKHbI COAEPXaTb YHUKaSbHYIO MHbopMaumio. [MpusHak
YCTaHAB/MBAIOT, KOrAa HEO6X0AMMO UCKIOUNUTE AYGNMpoBaHne MHdopMaLmu.

Cnoco6 3anonHeHMA noner 3aBuUcMT OT uMX Tuna. MoapobHee O 3anoNHEHUMM none
Pa3NNYHbIX TMNOB cM. N. 15.1.2,

Ona coxpaHeHMA U3MEHEHWUIN HaxXmuTe KHOMKy COXpaHuUTb, ONA OTMEHbl U3MEHEHUH —
KHOMKY OTMEHMUTb.

[na nepexoJa B OKHO peAaKTUPOBaHWA MNONA HaXMUTe KHOMKYy ¢ Ha naHenu
MHCTPYMEHTOB.

[na pepakTMpoBaHUa AOCTYMHbI Ha3BaHME NOASA, NPU3HAKKU YHUKAnbHoe u O6a3amesnbHoe.
B none tvna «CTpoKa» MOXHO peaaKTUpOoBaTb MPU3HaK Bbibop U3 CNUCKA WU CMNUCOK
3HayeHWin. TUN nNona M CBA3b CO CMPaBOYHMKOM (€CAM TaKoBas €CTb) M3MEHEHWMIO He
noasiexar.

ﬂ,flf-l yOaneHna NnonA sblgeinTe ero B CNNCKE N HaXKMUTE KHOMKY —.
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19. Tunbl genernpoBaHUa NOJIHOMOUUI

AeneaupoeaHue noaHomouuli — 3TO Nepegaya YacTu 33434 U LOKYMEHTOB MO/ib30BaTens
[lOBEPEHHbIM TMLAM (3amecTUTenam).

Co30al0T M PedakTUpPYT TUNbl OENErnpoBaHUA B MyHKTe MeHlo WHCTpymeHTbl =
AaMUHUCTpUpPOBaHME -> Tunbl AenernpoBaHus nosHomoumii (puc. 150). MyHKT meHto
OOCTYMEeH Noab30BaTeNAM C NPaBOM « AIMUHUCTPATOP CUCTEMBbIY.

3ameuaHue — B 3ToM pasgene Mcnonb3osBaH TEPMUH «HavanbHUKY (3amellaemoe nnLO),
KOTOPbIM He ciedyeT NyTaTb C OAHOMMEHHbIM CTaTyCOM NoJsib3oBaTenel.

HassaHwe Cnucadne
E JaMECTHTENE [eAcTenA cexpeTapA oTofpaxanTcA B dopMare
[3aMECTHTEND, HAYANBHME - )
E] CerpeTape [edcTBHA cexpeTapA oToDPEKAKTCA K3k JSHCTEMA
H34YaNsHKWES
|}| JenonponssoguTent CornacyeT QokyMeHTHl OT MMEHH HaYanksHHKa
+ 7 -

Puc. 150. MyHKT MeHto Tunbl generupoBaHMa NOIHOMOYUIA

B nyHKTe MeH0 oToOpaXkaeTcs CMMCOK TUMOB AENernpoBaHnst MOSIHOMOYMIA. B HWXKHE YacT OkHa
pacronoxeHa naHerb ynpasrenusi, coaepxallas kHonku + (Jobasuts), # (peaakTuposaTb)
n — (Yaanuto).

CywecTBylOT ABa CUCTEMHbIX TUMNa AENervpoBaHUA MOAHOMOYMIA — 3amecmumens W
Cekpemaps. CuctemHble TUMbl 3amecmumess u Cekpemaps MOXKHO NepeMMeHoBaTb, HO
Heb3A YA3NMUTb.

Ona po6asneHna HOBOro TWNa AENErvpoBaHWA MONHOMOYMIA HaKMUTE KHOMKy + u
3aMNo/IHUTE 3HAYEHUA NoNel B OTKPbIBLIEMCA OKHe (puc. 151).
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[No0asuTe THN JenerMpoBaHuA

HaseaHme™ Denonpon3IsoguTenb

HaseaHWe BO MHOKECTBEHHOM Nenonpon3IeoguTenu

yHMCne*

Onucaque CornacyeT QOKyMEHTE 0T HMEHH Ha4anbHWER
OroSpatare 8 paboseid rpynne Ia

MNopAaok oToDpaKeHHa™ 3

OTobpa#ate B HOBOM NONE 33034K Oa

BosmosHoCT: padoTaTe OT CBOEMD Ia
HMEHK
[enervpoEaHue NONHOMOYKA No Het
AOEYMEHTaM
CoxpanMTb CoxpaHnTe Kak BepHyTeca D3 coxparenmn

Puc. 151. Co3gaHue TUna AenerMpoBaHma NoHOMOUYUMN

B oKHe co3paHmA TMNa aenermposaHuA NOJIHOMOYMI 3aNONHALOT NONA:
— HasBaHue —Ha3BaHWe TMNa genernpoBaHma NMOIHOMOUMNIA.

— HasBaHMe BO MHOXECTBEHHOM YuC/Ne — Ha3BaHWEe BO MHOMeCTBEHHOM 4uChe;
MCNO1b3yeTCA BO BK/1agKe OnucaHue 3aga4n.

— OnucaHue — onuncaHue, 0T06pa)KaETCFI B CMNCKEe TUNOB AeNNETNPOBaAHNA NOA HOMOYMA.

— OtobpaxkaTb B paboueit rpynne — cnocob oTobpaxeHMa nosb3oBaTenda u
3aperncTpUpoBaHHbIX UM AeNcTBUIA (cm. Tabanuy 13):

e /la — nonb3oBaTeib oTobparkaeTcsa B paboyeit rpynne M BUAEH BCEM YYACTHUKAM
3agaun. [leiicTBMA nonb3oBaTena oTobpaxkaloTcA B BUAE <UMSA_3amecmumesns>
(3amecmumerns, HAYANbHUK —<UMA_HAYAAbHUKA>).

e Hem — nonb3oBaTenb He oTobpaxkaetca B paboyei rpynne u BUAEH TONbKO
HayaNbHUKY, OPYrMM 3aMecTUTeNAm 3Toro Tuna u cebe camomy. [eictsusa,
COBepLWEHHbIE MO0/b30BaTENIEM OT MMEHW HadyasbHWKa, OTObpaskaloTca Kak
[eNCTBUA, COBEPLEHHbIE HadaZbHUKOM. [ Camoro HayanbHUKA WM APYrux
3aMecTuTeIei 3Toro TUna AecTeMA oTobparkaloTca B BUAE <UMSA_3amecmumesns>
(3amecmumerb, HAYANbHUK — <UMA_HAYA/bHUKA>).

BaxkHo! 3HaueHune nona OTobparkatb B paboueit rpynne GpUKCMpyeTca nNpu co3gaHnm
TUNa AeNerMpoBaHma NOJTHOMOYMI U B Aa/ibHENLLEM HE U3MEHAETCA.

— MopAaaoK oTobparkeHUs — NopALOK OTOBpaXKEHUA TUNa AeNerMpoBaHna NOJTHOMOYNIA:
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® B NMYHKTE MEHIO Tunbl genernpoBaHusa nOﬂHOMO‘-IMﬁ,‘

® B pacKpblBalolwemcs cnucke Tun Npu HacTpoWKe AenermpoBaHUs NoJHOMOYUIA
(MYHKTbI MeHto [lenerupoBaHue nonHOMouMii U Monb3oBatenn).

— OTobpakaTb B HOBOM noJsie 3agaym —cnocob otobparkeHUs Nnonb3oBaTens B paboueit
rpynne:

e /la — nonb3oBaTenb OT06pa)'KBETCF| B OTAeNbHOM nNoOJsie, Ha3BaHMe nona —
Ha3BaHWe Tuna generMposaHMA BO MHOXXeCTBEHHOM YNCNE;

e Hem — nonb3oBaTe/ib OTOOpaKaeTcs B OOLLEM CMUCKE YYACTHUKOB M OTMEYeEH
cneunanbHOM NUKTOrPammon.

— BO3mMOXHOCTb pa60'raTb OT CBOEro MmeHu — perncTtpaumna ge MCTBUIA OT CBOETO MMEHM:

° ,[{a — NO/1b30BaTE/Ib MOXET PErMcTpnpoBaTb ,D,EI;ICTBVIﬂ, AaXe eCcnn He ABNAETCA
HenocpeacTBeHHbIM YHAaCTHUKOM 334a4K;

e Hem — nonb3oBaTeslb MOMET PerncrpuMposBaTb AeNCTBUA TONbKO OT WMMEHMU
3amelLaeMoro numua.

— OenernpoBaHve MNOJIHOMOYMI MO [OKYMEHTaM — HaciegoBaHWE MOJIHOMOYUIA
Haya/IbHUKA NPU Nepexoae M3 3a4a4M B KapPTOUKY JOKYMeEHTa:

e /la — nonb3oBaTesnto nepenarTca NONHOMOYUA HaYa/ZIbHUKA MO OOKYMEHTaMm,
AO0CTYyN K 3a4a4aM MO KOTOPbIM OH UMeET KaK 3aMeCTUTeNb;

e Hem —nonb30BaTeNto He NepeaatoTcA MOIHOMOUYMA NO JOKYMEHTAM HavyanbHUKA.
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Ta6nuua 13. MpusHak « OTobparkaTtb B paboueli rpynne»

OTob6pa’keHue BO BKNaAKe BuaeH cebe, HauyaIbHUKY U APYTUM
BuaeH Bcem yyacTHMKam 3a4aum
OnucaHue 3aMeCTUTEIAM TaKOTO Ke TMna

[nscebs, HaYaNbHUKA U APYrUX
3amecTuTeNeil TaKOTo e Thna:
<UMA_3amecmumena>(3amecmument,
HAYAaAbHUK —<UMA_HA4Ya16HUKA>).

[nascex nonb3osaTtenem:
dopmaT genctenii <umA_zamecmumesns>(3amecmumenns,

HAYa16HUK —<UMA_HA4Yaa16HUKA>)
[naoctanbHbIX y4acTHUKOB: Oelicmaue om

UMEHU Ha4as1bHUKQA.

Ona coxpaHeHua TUna AeNernpoBaHUsA MOHOMOYMA HaKMUTE KHOMKY COXpaHUTb, 411
nepexoaa K CNMcKy TUnos 6e3 coxpaHeHWs — KHOMKy BepHyTbca 6e3 coxpaHeHua. Ans
CO34aHUSA HOBOTO TMMNa AeNEernMpoBaHMUA MONTHOMOUYMIA Ha OCHOBE TEKYLLETO Ha*KMUTE KHOMKY
CoXpaHUTb KaK.

[na nepexopa B OKHO PeAaKTUPOBAHMA TUMA AENerpoBaHUA NOJTHOMOYMI HeobxoaMmo
OBaXApl LWENKHYTb Ha HEM WAW BbIAEWUTb €r0 B CMWUCKE W HawaTb KHOMKy & .
PepakTMpoBaHWe Tuna AeNerMpoBaHUA MONHOMOYMIA MPOM3BOAAT aHaNOlMMYHO €ero
CO34aHuI0.

[na yoaneHvsa Tuna AenernpoBaHuA MONHOMOYMUIA BblbepuUTe ero B CMUCKE U HaKMuUTe
KHOMKY —. Ecnu TN mcnonb3yeTtca, yAaneHue HEBO3MOMKHO. B TaKkoM ciyyae Ha 3KpaH
byneT BblBEAEHO MpeaynpeskaeHne Cco  CMUCKOM  MNo/b30BaTesiell, HacTPOMBLUMX
AenerupoBaHue NoJHOMOYMIA NO AaHHOMY TUny (puc. 152).

Npenynpexpnexne x

HeBOZMOMHO ¥OaNUTE MCNONLIYEMbIA THM.
Monb30BaTenW, HCNONESYIOWME AaHHLIA THM:
pomMoB KDpWiA ANEKCEEBMY - HACTPOWTD

Hosakoe Ceprei BnagMMupoBKy - HacTpoiTs

OK

Puc. 152. MpeaynpexxaeHue npu yaaneHUn Tuna generMpoBaHma NoJIHOMOYNIA

Mpu nepexofe MO CCbLIKE C MMEHEM MO/b30BaTeNA OTKPOETCA OKHO MPOCMOTPa ero
peksusnToB. [pu nepexode MO CCbIIKE HACTPOUTb OTKPOETCA OKHO HacTPOMKM
AenervpoBaHusa NOJIHOMOYMI Monb3oBaTens (nogpobHee cm. pasgen «[enervposaHue
NMoSIHOMOUNIA» « PYKOBO/CTBA NO/Ib30BaTENA»).
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20. Hactpoukn ¢popmatoB

MYyHKT MmeHo MHCTpymMeHTbl = AgMUHUCTPpUpOBaHue -> Hactpoiiku ¢popmatos (puc. 153) —
NS CO3[aHMA U peakTUPoBaHNA GopmaToB oTobpaxKeHMs AaHHbIX. [TYHKT MeH0 AOoCTyneH
no/ib30BaTeNAM C NPaBoOM « AAMUHUCTPATOP CUCTEMbI».

HacT poiikn hopmaTos

HazsaHue 3Ha4eHKE CUCTEMHBIA ... | [deicTEMe

4 [Y Ugnoe +
[ Uenoe (Bes pazgenutena) 1234567890 &=
[ Uenoe (c pazgenuTenem) 1 234 567 800 Iz &

4 [Y BelwecTeeHHOe +
[ BewecTeeHHOR 1 234,57 Iz &
[ deHexHui 1 234,57 py6 & —

4[4 flata +
[ fara 04.10.2016 & —
[ fata v epems 04.10.2016 10:51:40 Oa &

ERE=

Puc. 153. MyHKT meHto HacTpoiiku popmaros

MYyHKT MEHIO COLEe PXKUT CMIUCOK TUMOB Nnosiei U GopmaToB UX OTOOPAKEHUA. B HUMKHE YacTu
OKHa pacrno/sioXeHa naHenb ynpaBleHWsA, cofepawas KHonku =+ (Jobasutb), &
(PepakTupoBath) n — (Yaanuts).

Cnucok npeacrasnaeT cobom Tabanuy ¢ NoAsSMU:
— HassaHue —Ha3BaHue Tuna nona/dopmara.
— 3HayeHue — npumep oTobpaxKeHMA AaHHbIX B popmarTe.

— CuctemHblii popmar — npusHak «CucTemHbld dopmaTt», 3HayeHus: [a, Hem.
Cucmem~Holii popmam — 310 popmat no ymonyaHuo. MNpuoputeT ¢popmatos B
nopagke ybbiBaHMA: HACTPOMKM MNOAA, HACTPOMKM TuNa 3a4a4u/O0KYMEHT],
cUcTeMHbIN dopmar.

— DeiictBue — geiicteume ¢ popmatom: Ao06aBUTb, peAaKTUPOBATD, YAANUTb.

ﬂ,l’l‘r'l OTO6pa)-KeHMFI d)OpMaTOB HaXXMUTe KHOMNKY [ BO3/1€ Ha3BaHMA TuWNa AOaHHbIX, ANA
CKPbITUA — KHONKY 4.

OTo6paxkeHne nonei Tabnuubl HaCcTpanBaloT B KOHTEKCTHOM MeHI0 (KHOMKa (¥, nosBasieTcs npu
HaBeJeHMM Kypcopa Ha 3arofioBoK Noboro nons). B KOHTEKCTHOM MEHIO HaBeauTe Kypcop Ha
nyHKT Cton6ubl. Mpy 3TOM OTOBPA3UTCA CMMCOK Monel. [ns oTobpakeHus nons BKIOYMTE
(hnaXkoK HanNpOTUB €ro Ha3BaHwWsl, AN CKPbITUS MONS — BbIKAOUMTE GAAXKOK.
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[N nsmeHeHUA NONOXKeHMA cToNbUa WEeNAKHMTE MO HEMY U NepeTawmuTe B Heobxoammoe
MECTO, YAEPKMBAA HAXKATON KHOMKY MblWwK. M3meHeHMA B Nocaen0BaTeEIbHOCTM CTONOL0B
COXPAHATCA M 0TOOPAXKAOTCA NMPU KAXKAOM BXOLE B MYHKT MEHIO.

[na cCOpTUPOBKM CMMUCKa MO BO3PacTaHMIo/ybbiBaHMIO 3HAYE€HUIA KOJIOHKM HeobXxoaMmo
LWEeIKHYTb IEBON KHOMKOM MbILLM MO ee 3aronoBKy. Mpy NOBTOPHOM WENYKE MO 3aros0BKyY
CMUCOK copTUpyeTca No ybbiBaHUIO. COPTUPOBKA TAK¥Ke AOCTYMNHA B KOHTEKCTHOM MEHIO.

Ona ,D,06aB/'IEHVIH d)opN\aTa OTO6pa)KE‘HMF| BblaennTe Tun AaHHbIX N HAXXMUTE KHOMKY + Ha
naHeNn ynpasneHnAa nav sosne ero HassaHuA.

[na peaaktmpoBaHua dopmaTta OTOBPANKEHMA LWENKHUTE ABaAXKAbl HA HEM WUAM HaXMUTE
KHOMKy # B cooTBeTCTBylOLlEN CTpoKe. [11A nepexofa B OKHO PeAaKTUPOBAHMA MOMHO
TaKKe WCNoNb30BaTb KHOMKY ¢ Ha naHenu ynpasneHua. PepaktupoBaHue dopmata
aHaNI0MMYHO ero Co34aHMIo.

Onsa yoaneHuna popmaTa oTobparKeHUs BbIAENINTE €r0 B CMIUCKE U HAXKMUTE KHOMKY — Ha
naHesIn MHCTPYMEHTOB UN PAAOM C €70 Ha3BaHMEM.

20.1. Tun «Uenoe»

Llenoe —tun nons «Llenoe» B 3agayax. [na gobasneHusa dopmarta oTobpaskeHUsA BblaeUTe
™n «Llenoe» v Haxkmute KHonky + Ha naHenn ynpaBneHuna unm Bosne ero HassaHus.

B okHe gobaBneHus dopmara (puc. 154) 3anonHaAwT nonsa:

— HassaHme — HasBaHue d¢opmaTta oTobpaxeHUa pJaHHbiX, o06s3aTenbHO AnA
3aMno/IHEHUS.

— CucremHbI popmart — npusHak «CuctemHbin dopmaty, 3HadeHus: [Ja, Hem.

— Pasgenutens rpynn paspagos — pasaenurens rpynn paspaaos, npoben nau sanartas;
MCNONb3YeTCA AN YNPOLLEHNA YTeHUa unudp B 60AbWNX YMcnax. YTobbl OTKAYUTD
oTobpaxkeHue pasgenutens, BbibepuTe B PacKpbIBaAIOLLEMCA CMIUCKE 3HaYeHue Hem.

Pe3ynbTaT HacTpoOMKn oTobparkaeTca B HAXKHEN YacTu OKHa B noJsie MpegnpocmorTp.

HOobasntb dopmart *
Uenoe
HazeaHue™: Uenoe
CHCTeMHLINA hopMaT: Her b4

PazgenuTens rpynn

Mpoben hd
paspaa0e: P

MNpegnpocyoTp: 1 234 567 890

CoXpaHuTb OTMEHWTE
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Puc. 154. OKkHo gobasneHua dopmaTa g1a Tuna «Lenoe»

Ons cosgaHus dopmaTta oTobparkeHUA HaxkmMUTe KHoMKy COXpaHUTb, ANA OTMEHbI OMepauun
— KHOMKY OTMEHMUTD.

20.2. Tun «BewecTBeHHOE»

BewecTBeHHOe — TUM NondA «BellectBeHHoe» B 334a4ax, TMMN NoNA «YnMcno» B JOKYMeHTax.
Ona pobaBneHus dopmarta oTobparkeHUA BblAeNIWUTE TUM «BeLecTBEHHOE» W HaXmuTe
KHOMKy + Ha naHenu ynpaBaeHuUsa UAK BO3/1E €ro Ha3BaHMA.

B okHe gobaBneHus dopmara (puc. 155) 3anonHaAwT nonsa:

— HassaHme — HasBaHue ¢opmaTta oTobpaxeHUa pJaHHblX, o06a3aTenbHO AnA
3aMno/IHEHUS.

— CucremHbI popmart — npusHak « CuctemHbin dopmaty, 3HadeHus: [Ja, Hem.

— Pasgenutenb rpynn paspagos — pasfenuTens rpynn paspaaos, npoben nam sanartas.
Mcnonb3ayetcs gna ynpouieHna yteHus umop B 60ablUMX ymcnax. Ytobbl OTKAOUUTL
oTobpaxkeHue pasgenutens, BbibepuTe B PacKpbIBaOLLEMCA CMIUCKE 3HaYeHue Hem.

- ,U,ECFITVI‘-IHin;I pas,qenmenb—p,ecmqublﬁ pasaennTenb, TOYKa NN 3aNATaA.

— MuHMManbHOe YNCNOo Pa3pAAoB B AP06HOI yacTn, MakcMmanbHoOe YMCIo Pa3panos B
APO6HOM YacTU — MMHMMA/IbHOE M MaKCMMaJIbHOE YMC/I0 Pa3pAaoB B ApOo6HOM YacTy,
YKa3blBalOT C KNaBMUaTyPbl AN NPU MOMOLLY KHOMKK [~ .

— CumBOAN BanloTbl — CUMBOJ1 BajlloTbl, BBOAAT C Knasuatypbl. Cumson pobasnsercs
nocne YyKasaHHbIX 3Ha4YyeHMli, TO ecTb 3HayeHusa noneir 6yayT oTobparkaTbca B
AeHexXHom dopmare.

Pe3ynbTaT HaCTPOIKM OTOBPaXKaeTCsA B HUXKHEN YacTu OKHa B none MpegnpocmoTp.
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HOobasntb dopmar *®

BewecTeeHHOE

HazeaHue™: BelweacTEEHHDE
CHCTeMHLIA hopMaT: Het b4
PazoenuTenk rpymn Mpaben o
pazpAL0B:

[eCATUYHLIA PasnenuTens: . hd
MUHMMENEHOE YMCNO A
pazpALoE ApofHOA YacTu: =2
MaKCHMManeHoe Ynuono A
pazpALoE ApofHOA YacTu: =2
CWMBON BaNKThl: pyh

MpeanpockoTtp: 12 345.68 pyb

CoXpaHuTb OTHMEHWTL

Puc. 155. OKHo gobasneHua dopmaTa 4,18 TUNa «BelectBeHHoe »
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Ona cospaHua popmata 0TOOparke HUA HaxkmuUTe KHOMNKY COXpaHUTb, 4/19 OTMEHbI onepauuu
—KHONKY OTMeHUTb.

20.3. Tun «dara»

Oarta—T1un nona «[lata» B 3agadvax u AOKyMeHTax. B okHe gobasneHua ¢popmata (puc. 156)
3aMo/IHAOT NONA:

— HassaHue —HasBaHWe dpopmaTa OTOOpaKeHMA AaHHbIX.

— CucremHbIn dopmat — nNpu3sHak « CUcTeMHbIN popmaT», 3HauyeHusn: fla, Hem.

MNobasntb hopmaTt *
Lata
HazeaHwe™: Oata
CUCTEMHLIA DOpMaT: Het b
fobasuTe | deHbmecAua = | . | Mecau~ . | Toa = | (| Yacel = |: | MuHyTel = | & | CexyHowl = |}

MpeanpockoTp: 15.03.2016 (10:00:32)

CoXpaH1TE OTMEHWTE

Puc. 156. OKkHO nobaBneHus dopmata gasa tmuna «data»

B HUMXKHEN YacTn OKHa HacTpaumBaloT dopmaTt oTobpaxeHus aatbl. [laTa coctaBnAeTca u3
3/1EMEHTOB:

— [leHb Hegenun — NosIHOe HauMeHOBaHWe, COKpallleHHOe HauMeHOoBaHMe.
— DeHb mecAua — c Beaywmm Hosem (a4), 6e3 Begyuiero HonA (4).

— MecAay, — NonHoe HauMeHOBaHWe, KPaTKoe HaumeHoBaHWe, MOPAAKOBbIM HOMEpP C
Beaywmm Honem (MM), nopagKoBbii Homep 6e3 Begywero Hyas (M).

— lFoa,—4 undpsl (rrrr), 2 umdpsl (rr).

— Yacbl —c BeaywmMm Honem (4u), 6e3 Begyuiero Hona (4).
— MuHyTbI (MM).

— CeKyHpgblI (cc).

[Ona pobaBneHusa snemeHTa Haxmute KHonky [o6aButb M Bbibepute 3HayeHue B
pacKkpbiBeMcs cnucke (puc. 157). BoibpaHHbI anemeHT gobaBnaeTca B KOHew, CTPOKK. MNpu
MOBTOPHOM LLENYKEe d1eMeHT yaansaeTca 13 popmarta oTobparkeHus.

B nonax mexay anemeHTamu gobasnawTca pasgenutenn. Pasgenutenem moryT 6biTb OgUH
WA HECKOJIbKO MPOM3BO/IbHbIX CUMBOJIOB: MPOU3BONbHbLIA TeKCT, npoben, TOuKa,
AoeToume U T.A.
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PepakTHpoBaTh hopMaT H

Hata
HazeaHue™: [ata v EpemMA
Aobaeute * | OeHemecAus ~ | . | log -
AeHb Hepenu e

®  [eHs mecAus
Mecau,

® [oa
Yaool
MIHYTEI @

CexyHakl
CoXpaHUTb OTHEHWTL

Puc. 157. Bbibop anemeHTa Aathl

AnaanemeHtos [leHb Hepgenu, [leHb mecaua, Mecay, loa, Yacbl MOXKHO 334aTb NnapameTp
oTobparkeHua. [lna Bbibopa NapamMeTpoB LLeIKHMTe Ha anemeHTe (puc. 158).

PegakTupoBaThe hopMat *
lata
HazeaHue™: Oata w BpemMA
Lobaente = | [JeHb MECALA ~ Mecau - log -

MpegnpockoTp: 17 MapTa 201 | ™ MonHoe HavmeHoBaHKe

CoKpalL,eHHOE HaMMEHOBaHWE @
MopAaKoBEIi HOMED C BEAYIWMM HYNEM
MopAakoBeli Homep Ge3 BeAYLLErD HYNA

Yaanute

CoXpaHuTE OTMEHWTE

Puc. 158. MapameTpbl a1emeHTa AaThl
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Ona pefakTMpoOBaHUA MapameTpPoB 3/NeMeHTa (Hanuune BeayLLero HynsA, NOAHOE WU
KpaTKoe HaMMeHOBaHWE) LIe/IKHUTE Ha HEM U BblbepuTe 3HayeHMe B PaCKpbIBLIEMCA
cnucke. Ana yganeHua snemeHTa U3 dopmata oTobparkeHUA LWeKHUTE Ha HEM 1 Bblbepute
NYHKT Y4anuTb B PacKpbIBLLUEMCA CMUCKE.

Ons cosgaHus dopmaTta oTobparkeHUA HaxkmUTe KHoMKy COXpaHUTb, ANA OTMEHbI OMepauun
— KHOMKY OTMEeHMUTD.
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21. NapameTpbl NOAKNIOUYEHUA K CEPBEPY KOMMYHUKALUA

MapameTpbl MNOAKAIOYEHUA K CepBepy KOMMYHWKAUMA 33a4aloT B MYHKTE MeHIo
UHCTpyMeHTbl = AgMUHUCTpUpOBaHUe - BHewHue cuctembl (puc. 159). MoapobHee 06
YCTAaHOBKE M HACTpoOliKe cepBepa KOMMYHMKALMIA CM. PYKOBOACTBO MO YCTAaHOBKE M
obcnykmsaHuio Cuctembl ana coorseTtcraytolein OC.

BHEewHWe CHCT EMbl

HazsaHue Tin Mo yMonyaHuo ABTOD Lenctene
4 %, Cepeep KoMMyHuKaumid  Cepeep Jif: Cpomoe Kpuii  + & =—
KOMMYHHKaLMA AneKCcesEHY
4 fs Tpomoe Wpuii & —
AneKceeBud
4 Oduc MpoMoe KDpuii & —
AneKceeENY
+ 7 -

Puc. 159. MyHKT MmeHto BHewHue cuctembl

[na nobaBneHusa cepsepa KOMMYHMUKaLMIA HAXXMUTE KHONKY F Ha NaHenn MHCTPYMEHTOB U
3ano/IHUTE NoA B OTKPbIBLWEMCA OKHe (puc. 160).

OobaBnTb BHEWHIDH) CHCTEMY [ {2
HazeaHwne™ CepBep KOMMYyHHKBLMIA

Tun® Cepeep KOMMYHMKALMWA

Cepeep N0 ¥MONYaHUKD Oa

BOZMOXHOCTE 2BOHWTE H2 BHEWHKWE HOMEpa Oa

Mpaenna ZB0HKOE H3 BHEWHMWE HOMEP3 \d4722\d{6}=1;
\d20(5|3|6|9)0\d{7}=9;
\do6(0[1|2]3]4]5]6|7|80Nd{7}=9;
\d495\d{7}=0;

CoxpaHuTb OTHMEHWUTE

Puc. 160. OKHO gobaBneHua cepsepa

B oKkHe 3anonHA0T nona:
e HasBaHue —Ha3BaHWe cepBepa KOMMYHUKALNNA.
o Tun —BbIGepuUTe 3HauYeHne Cepsep KOMMYHUKAUUU.

® BO3MO}HOCTb 3BOHUTb HAa BHELWHWE HOMepa — BO3MOMKHOCTb 3BOHWUTb Ha BHELUHUE
HOoMepa:

o Hem —3anpeT 3BOHKOB Ha BHELWWHWE HOMEpPa.
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o /la — pa3pelueHune 3BOHKOB Ha BHELLHWE HOMepa. B aTom cnyyae B popme 3aaaun,
PEKBM3NTaX NONb30BaTENA, CTPOKOBbIX M TEKCTOBbLIX MOMAX MNOABATCA UKOHKM Ya.
OcyuwiectBneHme 3B0OHKOB BO3MOXHO, TONIbKO eC/IN HacTpoeHa uHTerpauma c ATC.

o CepBep No ymon4aHUIo —3HavyeHue fa nan Hem:

o /la —Bce nonb3osaTenn Cuctembl paboTatoT Yepes cepBep, eC/IN MHOE He YKa3aHo
B UX PEKBU3UTAX.

o HeT—coBepLaTtb 3B0OHKM MOTYT TO/IbKO Te€ M0/1b30BaTeNN, B PEKBU3UTAX KOTOPbIX
ABHO YKa3aH cepBep KOMMYHMUKaLMN.

e [IpaBuna 3BOHKOB Ha BHELLUHWE HOMepa — peryasapHble BbipaXKeHuA, KoTopble 3a4atoT
npasuaa Habopa HomepoB Npu 3BoOHKax Yepe3 ATC.

Mocne 3anNo0nHeHMA None HaxkmuTe KHOMNKY COXpaHUTb.

A pejakTMPOBaHUA NapamMeTPOB cepBepa KOMMYHMKaLMIN HAXKMUTE KHOMKY # B KONOHKe
DeiictBue waAM Ha NaHenW ynpaeieHUsa. PefaKTMpOBaHWE cepBepa KOMMYHMKaLMi
NPOU3BOAAT aHaNOMMUYHO ero co3daHuto. [Na yaaneHusa cepsepa KOMMYHUKALMIA HaXmUTe
KHOMKY = B KONOHKe [leiicTBUE NAW Ha NAHEN YyNpPaBAeHUA.

[Ona ogHoOro cepsepa KOMMYHMKaLMA BO3MOXHO MCMO/b30BaHUE Pa3/INYHbIX BapuaHTOB
(HacTpoek) nogxntoyeHua. MoaxodsalmiA AnA MoAb30BaTeNA BapuaHT B onpeaensderca
aBTOMaTUYECKU cornacHo npuoputety. [Ona aobasBneHns napameTpoB MOAKAOYEHUA K
cepsepy HakmuTte KHomnKy + B KosoHKe [leAcTBUE M 3aMO0NHUTE NONA B OTKPbIBLIEMCA OKHE
(puc. 161).

PenaKTupoBaTb HACT POHKH P
Hacr poiikn

HazeaHwe™ internal_net

Anpec cepeepa® rtc.domain.ru

MNpoTokon WS

Mopt 5066

MNopT oNA KNMEHTCKME NpUAnoxeddd | 5080

MNpuopuTeT 1

ICE/stun-cepeep(sl) stun:stun.l.google.com:19302

CoXpaHuTE OTMEHWUTE
Puc. 161. OKHO HacCTPOIMKK NapaMeTpPOB NOAKNOYEHUA K CEPBEPY

B OKHe 3anonHAT NonA:
o HasBaHue —Ha3BaHue HaCTpPOEK.

e Appec cepBepa—aapec cepBepa, K KOTOPOMYy NPOU3BOAMTCA NMOAKAOYEHME.
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e MpoToKkon — wss uan ws. MpoTokon wss nossonseT pabotate B Chrome u Firefox.
MpoTokon ws no3BonseT paboTaTb ToNbKO B Firefox.
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o MopT—nopT, N0 KOTOPOMY K CeEpBEPY KOMMYHMKALMIN NOAKOYAIOTCA NONb30BATENMN,
paboTatowme B bpaysepe. MopT No ymonyaHUO A/1a NPoOTOKona wss — 7443, ana
NpoTOKo1a WS — 5066.

o [lopT ANA KAUEHTCKUX NPUNOXKEHUI — MOPT, MO KOTOPOMY K CEPBEPY KOMMYHUKaLMIA
NoAKA0Yal0TCA NONb30BaTeNu, paboTatowme B NnpunoxeHum «MHpopmep». MopT no
ymonyvaHuio —5060.

e MpuoputeT — nNpPUOPUTET HACTPOMKKU. HacTPOMKM NpMMeEHAITCA B NOpsaKe
npuoputeTa. Yem 6onblie 3HayeHue B none lNpuopuTeT, Tem Bbllle HACTPOWKa B
cnucke.

e ICE/stun-cepsep(bl) — cepsepbl STUN, noapobHee cm. n. «OcobeHHOCTU HaCTPOIKM
ana paboTbl B ceTAX C MNPUMEHEHMEM TpaHCAAuMKM ceTeBbix agpecoB (NAT)»
pYKOBOACTBA Mo ycTaHoBKe. CyuwecTBytoT obweaoctynHble cepepbl STUN, Hanpumep
stun:stun.l.google.com:19302.

Mocne 3anonHeHMA NoNen HaxkmuTe KHOMRY COXpaHMTb.

[lnA pefaKTUPOBaHMA HAaCTPOEK MOAK/MIOHEHNA HaXMUTe KHOMKY ¢ B KonoHke [eiicteue
COOTBETCTBYIOLWEN CTPOKU. PendakTMpOBaHME HACTPOEK MNPOM3BOAAT aHaNOMMYHO UX
fobasnenunto. [ns yaaneHus HacTpPoeK NOAKNIOYEHWUS HAKMWUTE KHOMKY — B KOJIOHKE
[eiicTBMe COOTBETCTBYIOLLEN CTPOKM.

Ecnhn cepBep NO ymon4YaHWUIO He 3agaH WM 4J1a NoJib3oBaTensa HeobxoaMmo 334aTb
WUHOMBUAYANIbHbIE HACTPOMKK, NnepenamTte B GOPMYy PEKBMU3UTOB U ABHO YKAXKUTe cepBep
KOMMYHUKaumii (MHCTpymeHTbl = AgMUHUCTpUpOoBaHUe -> Monb3oBatenu, puc. 162).

HasBaHue cepBepa KOMMYHMKaLMi BbIGUpatoT B nosie HammeHoBaHue. MNpyu cnosb30BaHUK
CTOPOHHETO cepBepa KOMMYHUKaLMIA YKaXKUTe NIOTUH U NapoJib NOAb30BaTeNA HA AAHHOM
cepBepe. [na cepBepa KOMMYyHUKaumMin FreeSwich yKasbiBaTb JIOTMH M Napo/ib HE HYKHO,
OHW reHepupYyOTCA aBTOMaTUYECKMU.
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Wudopmayua o nons3oeaTene

MeaHoB MeaH
(@) MyxumHa
"’ [aTa poaeHWA: 14.04.1980
DomKHOCTE: Byxrantep

CucTeMmHan nadopMaumna
WMa nonezoBaTena™ HeaHos
MNaponb™®
MNoaTeep*AeHWE Napona™
CraTtyc* CoTpyaHuK

[ onoAHKTENEHEI HOMED

MopAaaok Nons30EaTENA NPW
NPWHY AWTENLHON COPTMPOBKE

MNpasa Ha Moaynu™

CMEHMTE Napone NMpM CNEdYHOWEN
BXDAE

CepBep KOMMYHHAKE LW
HaumeHoBaHke
NoruH

Mapone

CoxpaHuThb J OTMEHUTB J

Workflow 1% Docflow

| CepBep KOMMYHUEALMA

ol
MeaHoBKMY
() M eHWMHa
3
v

Mpynnbl npas

Puc. 162. OKHO HaCTPOIMKK NapaMeTpPOB NOAKNOYEHUA K CEPBEPY
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22. Undopmauusa o Cucteme

MyHKT meHo UHPopmauma o Cucteme (puc. 163) chy»KUT ONA: ANArHOCTUKU COCTOSAHMUSA
Cuctembl MoTuB, ee CUCTEMHbIX KOMMNOHEHTOB M OMEPALMOHHOM CUCTEMbI, NpPOCMOTpPa
JaHHbIX O ee CBOWCTBAaX W OYUCTKM oYepean MUHAeKCMpoBaHMA, SMS M MnoyToBbIX
onoseLeHNU.

O Ounetnts mors email coodmerii
O Ouretnts moru SMS coobmennit
[ Vaammrs spemennEle dafits

[ Vaammre spemennble qamsse 13 BT

£
L=
S
E
o
:
m
&

Onepaunorsas cucteMma: Linux test2 4.4.6-1-pve #1 SMP Thu Apr 21 11:25:40 CEST 2016 x86_64

Beb cepeep: Apache/2.2.22 (Debian)

PHP eepcun: 5.4.45-0+debTud

PHP rondurypanmonssn dafia: /ete/phpS/apache? /php.ini

Java gepcun: 1.7.0_79

Tomeat sepenn: 6.0 43+dfsg

CVB[: PostgreSQL 9.0 (Debian 13.3-1.pgdgl100+1) on x86_64-pe-linux-gnu, compiled by gee (Debian §.3.0-6) £.3.0, 64-bit

Motiw sepecrn: 2.5.0| Changelog

Kommuecteo nponeccor Apache *: 13

Koauuecteo notokor Tomeat *: 46

ActiveMQ web corersr (61614)* - established: 1 time_wait: 0 fin_wait1{2): 0
ActiveMQ queue coxerter (61613)* - established: 2 time_wait: 0 fin_wait1(2): 0
ActiveMQ xinentcrnre coxetst (61616)* - established: 0 time_wait: 0 fin_wait1(2): 0

MpocmoTpeTt o4epenu

Togaepaupaensie dopyaTel:

Puc. 163. OKHo npocmoTpa nHdopmaumm o Cucteme
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[N 0UNCTKM oUepeam BKAOUUTE GNaXKOK B HYXKHOM MOJIe U HaxkMmuTe KHomnKy OK.

Mpu HaxkaTum KHonku Changelog psgom ¢ HazBaHMeM Bepcun CUCTEMbI OTKPOETCA OKHO CO
CMWCKOM NOCNeAHUX USMEHEHWIA U HOBOBBEAEHUIA.

Mpu HaxaTum KHOMKKM [pocmoTpeTb ovepeAu OTKPOETCA OKHO C WHbopmaumein 06
o4yepeanx U Koandyecrtse 06bEKTOB B HUX:

— Ouepeab MHOEKCMPOBAHMUSA;
— Ouepeab Email (OtnpasneHo/YaaneHo/OxuaaeT oTnpasku);
— Ouepeab SMS.

BakHo! PeKoMeHAayem cneanTb 3a KOIMYeCTBOM GaiinoB NLLEH3UI B

nanke: /scripts/license/motiw/, ¢paitnbl c NpoCpPoOUEHHbIMU NNULLEH3UAMMU MOTYT BAMATL Ha
CKOPOCTb 3arpy3ku Cucremol.
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23. A3bIKOBble HACTPOMKH

MyHKT MeHto f3blKOBble HaCTPOMKM pasgena AOMUHUCmMpupoeaHue — pana nepesBoaa
TepMMHOB UHTepodeiica CUCTEMbI, HA HAaUMOHANbHbIMA UAM FTOCYAAPCTBEHHbIN A3bIK. MOXHO
N3MEHATb S3bIKOBblE KOHCTAHTbI B COOTBETCTBUM C MPUHATON B KOMMNAHUN TEPMUHOIOTUEN U
npodeccMoHanbHOM NeKCUKOM. [yHKT MeHl [OCTyrneH no/ib3oBaTenaM C MpPaBoOM
«AAMUHUCTPATOP CUCTEMbI».

B nyHKTe MeHlo fI3blKOBble HACTPOMKM oTobpakaeTca Tabnuua (puc. 164), crtonbubl
KOTOPOI cofepKaT Habopbl TEKCTOBbLIX KOHCTAHT CUCTeMbI Ha onpeaenéHHbIX A3blKax. s
MOMIHOTO NMepeBOsa KOHCTAHT UHTepdelica MOXKHO BbIrpy3uTb CMMUCOK KOHCTaHT B Excel-
COBMECTMMbIN dalin K, nocne 3aseplueHUs paboTbl nepeBoayYMKa, 3arpysuTb ¢alin B
Cucremy cm. n. 22.3.

A3LIKOBLIE HACTPORKH

+ Nofaswme  #* Pemaktvposate — YganuTb Konuposatb =

Pycckmil m3bik
LUuBllyn F1orog
KaneHazaps

¥ Bac HEgOCTETOWHO
Npas Ans KoNWpoBaHWaA
thalna B 3Ty Nanky

TpebyeTca 3NeKTPOHHD-
UMcbpoBas NoanMce. Baw
Opayzep He
nogaepxueaet paboTy C
3N

Tpebyerca cpok
MCMONHEHKS

Tpebyercs
OTEETCTEEHHEIA

CoxpaHuTb

PYCOKMIA A3BIK -

r
DOpaTUTers K

CHCTEMHOMY
2OMWUHWUCTPATORY
[NS HACTPOAKK
BOZMOMHOCTH
NoNe208aTeCs 301

English language
EVEINLS

You have no rights to copy
file to this foldert

Requires digital signature.
Your browser does not
support signature

Requires date of term

Requires the responsible
manager

YHPEIHCbKE MOBa
TTUAIA LeUTU Kl TEHLdpPH

Y BaC HEQOCTATHED
npae wob KoniosaTy
dain y Uk nanky
MoTpifed enexTpoHHD-
UMbpoBKIA Nignuc. Baw
Bpayzep He NigTpUMys
poSoTy 3 ELIN

MoTpified TepMiH
EMKOHEHHS

MoTpiGied
BiOnoeiaansHWA

BuirpysuTe & Excel

Puc. 164. MyHKT MeHI0 A3bIKOBble HAaCTPOIKK

3

Lingua ita

FY

3arpysuTh w3 Excel

MopAaaok ctonbuoB TabnuLbl 3a83ET NpUopuTeT A3blkoB CucTembl. Hanbonblwinin npnoputeT
MMeELOT CToIbUbI, PAacno/ioXKeHHble cneBa. [1a nepemelleHmsa cTonbua LWesKHUTe No ero
3aro/IOBKY /1€BOM KHOMKOM MbIWW U, yOEpPrKMBaa ee HaxaTol, nepeTawmTe cronbey, B
HY»KHOe MeCTOo Tabnuubl.

YnpaBnsitoT BUAMMOCTbIO CTONGLOB MPY MOMOLLM KOHTEKCTHOTO MEHI0. V3MeHeHWsi B Mopsigke M
BMAMMOCTM CTONIBLOB (DMKCUPYIOT, HaXkaB KHOMKY COXpPaHUTb.

BakHo! [1ns nonb3oBaTeneil BO3MOXEH BbI6OP TOMBKO TEX A3LIKOB, KOTOPbLIE HEMOCPEACTBEHHO
oTobpaXkatoTca B Tabnmue.
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CucTeMHbIM  A3bIK  (pycckuii) onpegeneH B nepBom cTonbue Tabauubl. B pycckoi
JIOKa/IN3aLLMM 334aHbl BCE TEKCTOBbIE KOHCTaHTbI. CTonbeL, ¢ pycCKMM A3bIKOM HEBO3MOXKHO
peaakTMpoBaTh M NepemeLLatb. Mpy HeE0BX0AMMOCTM PeAaKTUPOBAHUSA A3bIKOBbIX KOHCTAHT
PYCCKOro f3blKa f06aBbTe N0/1b30BaTE/IbCKYO0 TabAULy PYCCKOro fA3biKa (puc. 165) 1 BHocUTe
N3MEHEHWA TONbKO B HEOBX0AMMbIEe KOHCTaHTbI. Ecnu B Tabanue Kakaa-nMbo KOHCTaHTa He
nepeHasHayeHa, nAas oTobpaxkeHua B uHTepdelice Cuctembl 6OyaeT UCNOb30BaH
COOTBETCTBYHOLMIA TEKCT U3 1IEBOrO CTOA6LA TabaunLbl.

A3BIKOBLIE HACTPOHKH

L ™ KonmposaTs ~

Pycc

" NobaBMTe A3LIK

POITIOUES (POMTIOA])

Limba romana

PYCCKMA R3biK {T}
Slovensky jazyk

Slovenski jezik

Cpncku (NaTHHCKK)

Puc. 165. [lobaBneHne nonb3oBaTeNbCKOM TabMLbl TOKANU3ALNK

23.1. PepaktpoBaHMe KOHCTAHT A3blKa

ONs U3AMEeHEeHUs KOHCTaHTbl YCTAHOBUTE KYPCOP B COOTBETCTBYIOLLYIO AYEeMKYy Tabauubl U
YKaXKuTe HoBoe 3HauyeHue (puc. 166).

ASLIKOBBLIE HACT POHKH

+ NobasuTts & PenaxkTHpoBaTE

PYCCKMA AZbIK =

"CpoK WCNOAHEHKA" aonxed OulTe
yucnom ot 0 go 9999

(fsname}, HayaneHKK - {boss})

0 - ToneKo Ang Linux yepez nporpaMmy
PaccuNKK nouTel sendmmail

1 - Toneko anA Windows yepez SMTP
cepeep

10.11.2015 02:47:43 PM

CoxpaHiTe

— YnanuTb -

Enalish Bnguage

"Date of term” must be not more
than 9999 and not less than 0

({snamel}}, boss - -{buss}]|

0 - only for Linux via mail program
Sendmail

1 - only for Windows via SMTP
server

YKpaHCEKa MOB3

"TepMiH BMKOHaHHA" Mag ByTu G
yucnom eig 0 go 9999

(fsname}, KepiHWK - {boss})

0 - Tinekn gnga Linux yepesz
NpOrpaMy posCcHNaHHA NowWTK
sendrmail

1 - Tinekn anA Windows yepes
SMTP cepeep

10.11.2015 02:47:43 PM v

BrirpysuTe B Excel 3arpysuTe ms Excel

Puc. 166. U3meHeHMe KOHCTaHTbI A3blka Cuctembl

3ameyvaHune — MaKkcrumanbHas A4IMHA KOHCTaHTbl — 350 cMMBONOB.
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MNocne nameHeHwuA HEO6XO,CI|VIMbIX KOHCTAQHT Ha*XMUTE KHOMKY COXpaHMTb.

Ona duUnbTpauMmM CNMCKa KOHCTaHT BBeauTe Wab/AoH MOMCKa B Noje BBOAA UM HaKMuUTe
KHOMKY S uan knasuwy Enter (puc. 167). B okHe 0TOBPa3NTCA CMMUCOK KOHCTaHT, B KOTOPbIX
BCTpeyaeTca WabsioH noncka. Ytobbl cEpocuTb GUNLTP, HaXKMUTE KHOMNKY &,

o 11 2 X
» = N
0 @ 0 { Q' ﬂgﬁagu—rh a"

MoTHe 3agaum OOKyMEHTHI CeAzk KaneHgape
(466/88/103) (e5/3/10) (7710}

ASBIKOBLIE HACT POHKH

PacllMpeHHbBIM NOWMCK 3803494 A0KYMEHTHI

+ nofasute & - KonuposaTe *

PYCCKMA AZbIK ~ Enalish knguage YKpaHCEKE MOB3

OobasuTe MPT Add TWG Oopatu IPT A

OoBaeuTs B rpynny Add to group Hopaty ¥ rpyny

OobaeuTe B UsbpaHHoe Add to Favorites Oopatv y obpade

JobaeuTs & palouyo rpynny Add to workgroup Hopatw ¥ pobouy rpyny

OobaeuTe BCe Add all Hopatu yce W
CoxpaHuTe BrirpysuTe & Excel 3arpysuTe 13 Excel

Puc. 167. DunbTpauma CNmMcKa KOHCTaHT

[na otobpaxeHus akTyanbHOW MHopMauMn 3admKcupyirTe M3MeHeHus nepeq dwnbTpauunen
OaHHbIX (kHomka COXPaHUTD).

BHMMaHue! /3 A3LIKOBLIX KOHCTAHT Henb3si yaansdTts Tern u nepemeHHole (puc. 168), T.k. 310
MOXET CTaTb MPUYUHOI HEKOPPEKTHOrO OTOBPaXKeHUs! TeKCTa ariemMeHToB CUCTeMbI.

B sanavy acbasneHs ABTopebl: <BR>%1<BR> | Authors added to task: <BR >%1<BR>
Puc. 168. Tern u nepemeHHble B KOHCTAHTe
23.2. Paborta c A3biKamu Cucrembl

AZMWHKUCTPATOPY AOCTYyNHO AobaBneHWe, peaakTUpOBaHME, KOMMPOBaHWE W yaaneHue
A3bIkoB Cuctembl. Onepauumn c Asbikamm CUcTembl MPOM3BOAAT MPU MOMOLLM KHOMOK
naHe N yNpaBaeHUsA U KOHTEKCTHOIO MeHH0 CTo16U08 TabaunLbl.

Onepaunn A0CTYNHbI Hag aKTUBHbIM CTONOLOM. AKTUBHbIM CYUTAETCA:
— cTonbeu, AN KOTOPOTro Bbi3BaHO KOHTEKCTHOE MEHI0;
— cronbeu, obnagatrowmin Gokycom;

— npu oTcyTcTBUKN HOKyca — NocnedHuii ctonbel, B KOTOPOM NPOM3BOANUINCL KaKue-
nnbo aenctemA (BblaeneHMe AYenKn, COPTUPOBKA, BbI30B KOHTEKCTHOTO MEHIO);

— eC/IN HUKaKue AeNCTBMA He Npou3BoauAMCb (MOb30BaTeNb TONbKO YTO 3allen B
NMYHKT MEeHI0) —nocneaHuii ctonbel, Tabaunubl.
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[ns noGaBreHus HOBOrO fA3blka HakmuTe KHoMKy + [06aBUTb Ha MNaHenu ynpasrieHus Wnn
BblbEpUTE COOTBETCTBYHOLLMIA MYHKT B KOHTEKCTHOM MeEHI cToribua. B oTkpbiBlieMcs OkHe
yKaxuTe Ha3BaHue HOBOro sablka CUCTeMbl U HaxkmuTe kHomky [lo6aButb (puc. 169). HassaHue
MOXET ObITb U3MEHEHO B AalibHelLLIeM.

NobaBnTb ASBIK *

HazeaHue: France Langue| w

NobasuTs OTHEHWUTE
Puc. 169. lobaBneHne HoBOro A3bika Cuctembl
HoBbI A3bIK 6yp,eT p,o6aBneH nocne akKTUBHOTIO CTOJ16LI,a. Bce 3Ha4yeHMA KOHCTAHT

006aBNEHHOrO fA3blKa 6yayT NyCTbIMU.

NS U3MEeHeHWs Ha3BaHUs S3blka HaXMWUTE KHOMKY # PepaKTMpoBaTb Ha naHemny ynpasrieHws
U1 BbIGEPUTE COOTBETCTBYIOLLLUIA MYHKT B KOHTEKCTHOM MEHIO cTonbua. B oTKpbiBLIEMCSI OKHE
yKaxuTe HOBOe Ha3BaHue A3bika 1 HaxmuTe kHorky OK (puc. 170).

PegakTupoBaTh A3bIK ®

HazeaHwe:
DpaHLYZCKMI

OK OTtmeHa
Puc. 170. PepakTpoBaHue A3bika Cuctemsl

Ons ynaneHuss s3blka HaXmMuTe KHOMKY — YAanuTb Ha NaHenu ynpaBrieHus Unn BoblbepuTe
COOTBETCTBYIOLLMIA NMYHKT B KOHTEKCTHOM MEHI0 cTonbua. B OTKpbIBLUEMCS OKHe nodTBepauTe
JeicTeue, Haxas kHonky Aa (puc. 171).

YOanuTh ASbIK *

e Bbl EACTEMTENLHD XOTHTE YOANWTE A3bl "Lingua italiana"?
T — -
Puc. 171. YpaneHue asbika Cucremol

3ameuyaHue — Peﬂ,aKTMpOBaHVIe M yganeHmne pyCcCcKoro U yKpamHCKoro A3blkoB HEOCTYMHO.

[0Ns KONWMpOBaHWA KOHCTAHT OAHOTO A3blKa B APYrOM HaXXMUTE KHOMKY Konuposartb Ha
naHenn ynpaeneHust Unn BblbepuTe COOTBETCTBYIOLLMA MYHKT B KOHTEKCTHOM MeHI cTonbua.
CtonbuomM-nctouHMkom Oyaetr aktMBHbIi  cTonbeu. LleneBon ctonGeu  BbIOMpalOT U3
packpbiBatolL erocsa cnvcka kHonku = Konuposatb (puc. 172).
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A3bIKOBLIE HACT POHKH

+ fobasvme 7 - T Korwposars ~

PyCormil AsEIK English language Y English language  Jtsch sprache =

NobaenTe B pabouyto Add to workagroup  fog Deutsch sprache - Arbeitsgruppe hinzufuegen

rpynny

NobaenTe & MsbpaHHoe Add to Favorites AoaaTk y obpane Zu Favoriten hinzufuegen

NobaeuTe Add AonaTu Hinzufuegen

NofaEuTs AoKYMEHT Add document NoaaTv AoKYMEHT Dokument hinzufuegen o
CoxpaHHTL Bhirpy3uTh B Excel 3arpyauTh 13 Excel

Puc. 172. Bbibop s13blKa 419 KONMPOBaHMUA

Mpu KonunpoBaHuM cTonbua Ha 3KpaHe OTOOPA3UTCA OKHO, C 3aNpPOCOM, 3aMEHATb /K
CYLLECTBYIOLLME B A3bIKE KOHCTaHTbl Konupyembimu (puc. 173).

NogTeepwaoeHne *

e 33MEHATE MMEKILIMECR 3HAUEHWE KOMUPYEMEIMK?

Het OTHeHa

Puc. 173. Bbibop BapnaHTa KonMpoBaHuA
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B oKHe BbIGMpPalOT 0AMH 13 BapUAHTOB:

— /la —3Ha4YeHus LeneBoro ctonbua byayT 3aMeHeHbl KOMMpyeMbIMU.

— Hem — cywecTsylowpe B LENEBOM CTONDOLE 3HAYeHUs He ByayT 3ameHATbCA npu

KOMMPOBAHUM.

— OmmeHa —OoTMeHa KONMMpoBaHUA.

ﬂ'ﬂﬂ Bbl30Ba KOHTEKCTHOINoO MeHHo HEO6XO,£I,VIMO HaBeCTU KYpCOp Ha 3arojoBokK CTOI'I6LI,a n

HaXaTb KHOMKY ™ (pwuc. 174).

ASLIKOBLIE HACT POIlKH
+ fofasute &

PyCokmil AsEIK

~ English language

- | KonwpoBaTb ~

¥KpaiHceka MoBa Deutsch sprache ™

NobaenTe B pabouyto ﬂl CopTMPOBaTE MO BOSPACTEHMKD o4y rpyny  Zur Arbeitsgruppe hinzufuegen
rpynny =
n,], CopThpoBaTh No yikIBaHuo
NobaenTe & MsbpaHHoe IaHe Zu Favoriten hinzufuegen
LobasuTs Cronbuk P | @ Engishlanguage |
NofEeuTe QOKYMEHT + JoBasie Lingua italiana@ nzufuegen
NobaeuTs daiin Jegen
KonposaTh p (¥ Deutsch sprache
NobaBnTe KOHTpONEpoE — . Jefer hinzufuegen
Za0a4M sUpervisors Z3EAaHHA Lengua espafiola
NobaBuTe Brex Add all Aopatv yox Alle hinzufuegen v

CoXpaHuTb

BIrpy3uTh B Excel 3arpy3uTe 13 Excel

Puc. 174. KoHTEKCTHOE MeHIo cToNbLa

KOHTEKCTHOE MeHto CO4EePXKUT NYHKTbI:

— CopTtupoBaTb nNo Bo3pactaHuio, CopTmposaTb No ybbiBaHUIO — COPTUPOBKa Habopa
KOHCTaHT Mo BO3pacTaHuio 1 yBbIBaHMIO 3HAYEHWNI1 COOTBETCTBEHHO.

— Cronbupl — ynpasneHne oTtobpaxeHuem cronbuos. Ona otobpaxeHua cronbua
BKNOUMTE (GNaXKOK HaANpPOTMB €ro HasBaHUA, A1 CKPbITUA CTONbUa — BbIK/AOYMTE
dNaAKOK.

— [o6aBuTtb — fob6aBneHne HOBOTO A3biKa CUCTEMDI.
— PepakrtupoBartb.
— Ypanuto.

— KonupoBatb — KonupoBaHMe fA3blKka. LleneBoir cronbel BbIOMpaAOT B ChUCKe,
NosABAAOLWEMCA NMPU HaBe AeHUM Kypcopa Ha MYHKT MEHIO.
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23.3. BbirpysKka 1 3arpy3Ka KOHCTAHT A3blKa

Bo3amoxKHa BbIrpy3Ka s3blkoB Cuctembl B daiin ¢dopmata XLSX, 3arpyska B Cucremy
TEKCTOBbIX KOHCTAHT U3 ¢alina. [na BbIrpy3KkM A3bIKOB CUCTEMbI B dalin HaXKMUTE KHOMKY
Bbirpysutb B Excel. BbixogHoit ¢dann 6ypeT cogep)aTb CNUCOK MAEHTUOUKATOPOB U

COOTBETCTBYIOLMX MM KOHCTAHT Ha Pa3/inyHbIX A3blKax (puc. 175).

A

B

C

D

1 PyCCHHii A3bIK English language YKpaiHCcbKa MoBa

2 RU EN uA

3 L_NUM_DOC_OR_TASK N2 gokyMeHTa (334841) Number document (task) N2 nokyMeHTY (3aB48HHA)

4 |L_GLOBAL_TASKMUMBER Ng el N2

5 |L_JAMUARY SHORT AHE January CiveHs
L_IMAP_ERROR_TEMPLATE_ |waBnoH yaaneH unw usmened, [template is altered or removed. |waBnod smganeqi 300 smideHwi,

& |MISSED SagaiTe wabnoH B ceoicTeax [Set the template in the SapgaiTe WwabnoH y BNacTMBOCT AX

7 |L_THURSDAY SHORT uT Th YT

3 |L_SIMPLE_NUMBER JMCno number YMEno

9 L_MNORMFORM_HOUR._3 Yaoos hours roAKH

10 |L_GLOBAL_HOUR_SOME Jaca hours COAWHK

11 |L_NORMFORM_HOUR_1 Yac hour roAWHS

12 |L_GLOBAL_HOURS d. h. r.

13 |L_GLOBAL_HOUR._ABER. Y h r

14 |L_FEBRUARY SHORT tdesp February Mo

15 |L_FOR_FILE_TYPE taiinoe ¢ pacwupeniem {03 |for {0} files types taiinie 3 poswrperHam {0}

16 |L_TASKGRID PARTICIPANT 3|y4acTHWKOB participants wo BepyTE y4acTs

17 |L_TASKGRID PARTICIPANT 2|y4acTHWKa participants Wwo Bepe y4acTe

Report

A

Puc. 175. Bbirpy»KeHHbli daiin

[na 3arpy3kn KOHCTaHT fA3blka M3 diaina HaxXMuTe KHOMKY 3arpysutb U3 Excel n ykaxkute nyTb K
HeMy B OTKPbIBLLUEMCA OKHe.

BakHo! Mocne 3arpysku dpaiina HaxkmuTe KHoMnKy COXpaHUTbD.

BxoaHoin  daiin

[JOSIKEH

cofiepKatb

ctonbey, co

CMNCKOM

naeHTUdMKaTopos

(MpeHTudUKaTop). HassaHMe 3arpy*Kaemoro A3bika BO BXOAHOM daiinie A0KHO coBnaaaTh
C Ha3BaHMEeM 3TOrO A3bIKa B TabaunLe NYHKTa MeHIo f3blKoBble HaCcTPOMKM.

CyuiecTBytoLlme KOHCTaHTbI A3bIKa 6yayT 3ameHeHbl 3HaYeHUAMM, YKa3aHHbIMU BO BXOAHOM
¢darine. KOHCTaHTbI PyCCKOro A3biKa Npu 3arpyske 13 ¢alina He USMeHATCA.

f3bIKOBble HAaCTPOIKU
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24. Cuctema 6e3onacHoCTU

[N agMUHUCTPUPOBAHMA cucTeMbl 6e30MacHOCTM NpedyCMOTPEH pasaen F1aBHOMo MeHIo
UHcmpymenmsl — Cucmema 6e3onacHocmu. JTOT pasfen [A0CTyneH KopHeBomy
aAMUHWUCTPATOPY CUCTEMbl MO yMO/YaHuIO. HagenawT nonb3oBatenei npasamu
afMMHMCTPaATOpa cucTemMbl 6e30MacHOCTM € MOMOLbI0  NYHKTOB  MeHio [paea
nosb3oBatesieii v MPynnbl Npas pasgena AGMUHUCMpPUpPOBaHUe.

3amevaHue — Hagenutb npaBom agMUHUCTPATOPa CUCTEMDbI 6e30MacHOCTN MOXKET TOJIbKO
nonb3oBaTe/ib, MMEPOU.LMVI AaHHOE Mpaso.

AOMWHMCTPATOPOM cucTeMbl 6e30MacHOCTU PEKOMEHAYEM Ha3Ha4yaTb creuuanncra B
obnactu uHdpopmaumoHHoi 6esonacHocT. LlenecoobpasHo pasmelleHMe  3TOro
Nnonb3oBaTeNss B KOPHEBOM Yy3/le JepeBa noapasfeneHuil, Ana npepocTaBaeHus
MaKCMMa/ibHbIX NMPaB Ha APYr1x noab3osaTenei.

24.1. Nonutnkm 6e3onacHocTU

Moaumuka 6e3onacHocmu — 3TO0 Habop npasBua, cobnOAeHME KOTOPbIX MNO3BOAUT
obecneuntb  MaKCMMaAbHYlO  3aWmTy KOHPUAEHUMANBHOM WHPopmaumMm  OT
HeCaHKLMOHUPOBAHHOIO PAcKpbITUA UAM NepexBaTa. PaspaboTka NoanTMKK BesonacHocTu
MHPOPMALMOHHOM CUCTEMBI NPeanpuUATUA AOJIKHA BECTUCb C YY4ETOM MHAMBUAYANbHbIX
ocobeHHocTelh OGYHKUMOHUPOBaHMA CUCTEMbI UM OCODBEHHOCTEM JIOKaNbHOU CeTu
npeanpuaTus.

3ameuaHune — MNonb30BaTeNN AOMKHbI NONAYYUTb HEOBXOAMMbIE CBEAEHMUSA O MONUTUKE
6e30MacHOCTM OpraHM3auun U MPUHATBIX B HEW npoueaypax, BKAoYaa TpeboBaHUA K
6€e30MacHOCTM U APYrMM CPeacTBaM KOHTPOJIS, HayyuTbCA MNPaBWIbHO MNOJb30BATLCA
MHPOPMALMOHHBIMM pecypcamm (Hanpumep, 3HaTb npoueaypy Bxoga B Cuctemy, ymeTb
nonb3oBaTtbCA Maketamu nporpamM) Mepes TemM, KaK OHM nojydaT gocTyn K
MHPOPMALIMOHHbIM CepBUCaM. ITU Mepbl He0bXoAMMbI ANA CBEAEHUA K MUHUMYMY PUCKa
HapyLweHUa KOHOUAEHUMANbHOCTU, LENOCTHOCTM M AOCTYMHOCTU AaHHbIX M3-3a OWMOKM
nosib3oBartens.

B nyHKTe meHto MHCTpymeHTbl — Cuctema 6e3onacHoctu — MonuTtuKa 6e3onacHocTy (puc.
176) oTobparkaloTca CNUCKM NOAUTUK Be3onacHOCTH, co3aaHHbIX B cucteme MOTUB.
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Monutnka GesonacHocTn
MonuTHkM CETEBOH BesonacHoCTh MNonuTukn besonacHocTH naponei

¥3ne! MonezoEaTenq

OCTanbHbIE Y3Nbl

PazpewyTs ANA BCEX nonb3oBaTenen

[oBepeHHbIE Y3l

192,168.0,12 PaspewmnTs TONbKO 0NA NEPEYUCIEHHEIX NONL30EaTENEN
*Bacoe H.l.
* 3WHKH C.C.
* HUKDNBCKMA A.M.

225.145.67.24 PaspeiTs ANA BIEX NONb30BATENER

3anpeleHHbIe Y3kl

172.22.244,197 3ENpETHTE ANA BCEX NONE30BATENEA

127.11.0,10 ., 127,11.0.17 3ENPETHTL ANA BCEX NONL30BATENER

Tabnuua co cNUCcKomMm NoNUTHK BesonacHocTH

+ 7 - MaHene ynpaeneHWA CNUCKOM NONMUTHUK GezonacHocTH

Puc. 176. MyHKT meHo Moautuka 6esonacHocTn

MyHKT meHto Monutuka 6e30MacHOCTU COCTOMT M3 pa3aenos:
- Ta6nuu,a CO CMUCKOM NONUTUK 6e30onacHOCTU.

— MaHenb ynpasieHUA CAUCKOM MOJINTUK 6630naCHOCTM, no3B0/1A0WaA CO34aBaTb,
pPenakTnpoBaTb U y4anATb NOJTNTUKHU 6esonacHocTL.

MyHKT meHto NMoanTuka 6e30NacHOCTY COAE PXKUT BKIAAKMK:

— Monutuku ceteBoii 6e3onacHOCTM — 3aflaHWe QGUALTPOB CeTeBbiX agpecoB ANs
KOHTpOA gocTyna K Cucteme nonb3oBaTenen U3 pasindHbIX y4acTKOB CETU.

— Monutnkn 6e3onacHoOCTU naponeﬁ — CO03g4aHMe, pepakKTuposaHue W yaaneHue
NoAnUTUK 6e3onacHOCTM Naposen.
24.1.1. NoAnTUKK ceTeBOM 6e3onacHoOCTU

Bo Bknagke Monutuku cetesoit 6e3onacHOCTM 3afal0T GUALTPLI CETEBbIX aApPecoB ANA

KOHTpoAA goctyna kK Cucteme nonb3oBaTeiei U3 pasInMdHbIX y4acTkos ceTu (puc. 177).

Ooctyn Kk Cucteme onpeaenatoT napameTpbl, 3agaHHble 4is:

— [oBepeHHbIX Y3/10B — CMAWCKa Y310B CETW, C KOTOPbIX paspewéH a[octyn
nosnb3osatenei B Cucremy;
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— 3anpeLwwéHHbIX Y310B — CNUCKa Y3/10B CeTW, C KOTOPbIX 3anpeléH a[octyn
nonb3osatenemn B Cucremy;

— OcTanbHbIX Y3/10B — y3/10B CE€TW, HE YKa3aHHbIX B KayecTBe [OBEpPEHHbIX WAu
3anpeLeéHHbIX.

Joctyn K Cucteme 3anpeLwéH:

1. Ecnu napameTpbl BXOZA NONb30BaTENA NONAAAI0T NOL YC/0BUA, YKa3aHHble B CMUCKe
3anpeLwEHHbIX Y310B;

2. Ecan napameTpbl BXO4a MOJZ1b30BATE/IA HE NONA4al0T Noa yCnoBUA, YKa3aHHbIE B

cnucke [loBepeHHbIX y310B, U B OCTanbHbIX y3/1aX YCTAaHOBAEH 3anpeT Ana Bcex
nonb3oBaTesiei.

Monutuka besonacHocTn

MonuTrkM CETeBoi BGesonacHocTi MNonuTuin HesonacHocTH Naponei

¥3nel Mone3oBaTENM

OCTanbHbIE Y3Nbl

PazpewwTs ANA BCexX None30BaTENeR

[ oBEpeHHBIE Y3Nbl

192,168.0,12 PaspewmnTs TONbKO 0NA NEPEYUCIEHHEIX NONL30EaTENEN
*Bacoe H.I.
*3WHKUH C.C.
* HUKDNBCKMA A.M.

225.145.67.24 PE3pElMTE ANA BCEX NONL30BATENENR

ZanpeweHHbie Y3kl

172,22,244,197 3ENPETHTE ANA BCEX NONEI0BATENER
127.11.0.10 ., 127,11.0.17 3anpeTuTb ANA BCEX NOMb30BaTEnen
+ 7 -

Puc. 177. Bknaaka Moautuku ceteBoit 6esonacHocTu

Ldoctyn K Cucteme paspeLuén:

1. Ecnm napameTpbl BXO4a NONb30BATENA NONALAIOT NOL YC/I0BUA, YKa3aHHbIe B CMIUCKe
JloBepeHHbIX y3/108B;

2. Ecnv napameTpbl BXOAa No/ab30BaTesis He MonafaloT nofg YCA0BUSA, YKasaHHble B
CNUcKe 3anpeLueHHbIX y310B, U B OCTaNbHbIX y3/1aX YCTaHOB/IEHO paspelleHne ana
BCEX NoJsib3oBaTeNen.

[nsa pobaBneHWa HOBOrO AOBEPEHHOIO WM 3aMpPeLLéHHOro y3na HaxXmuTe KHomky +
(O06aBnTb) Ha NaHeNM ynpasaeHMA 1 3aM0JIHUTE NOJA B OTKPbIBLLEMCA OKHe (puc. 178).

B oKHe co34aHMA y3/1a MOXKHO 334aTb NapameTpbl:
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— Twn 30HbI M COOTBETCTBYIOLLEE 3HAYEHMUE:
e |P-adpec;

e /luana3oH [P-adpecos — pmwana3oH, B KOTOpom pacnonaratotca |P-agpeca
nosab3oBaTesien;

e [Todcemb —macKa noaceTy;
e CuMBsosiuYecKoe UMSA — ceTeBoe UMA UM AOMEH NONb30BaTeNA.

— Tun go6aBnsemoro ysna: AOBEPEHHbIA UKW 3anpeLéHHbIA. 3HaYeHne BbibMpaloT U3
PacKpbIBAKOLLLErOCA CMUCKA.

Oobasne’ne noaHTHKH *
Owanazod IP-agpecoe (¥ | | 102.168.0.1 ...|192.168.0.10
J0BepEeHHbIE YEMhI b
PaspewuTe TONEKD ANA NepeUYHCNEHHbIX NONE30EaTENEH e

» CMopoackas O.C.
% Nobpoeoneckuid B.H.
» bBenoea A.@.

CoXpaH1TE OTHEHWTE LoBaEnTE NoNb30BETENA

Puc. 178. OKHO npocMoTpa NoAUTUKM Be3onacHOCTH

— Monb3oBaTtenun. BoamoxHO orpaHuyeHme goctyna K Cucteme onpeaeneHHoOro Yncia
nonb3oBaTenen c LOBEPEHHbIX Y310B. [N 3TOro NpesyCcMoTpeHbl napameTpbi:

— Paspewiums 014 8cex nosvb3osamerseli — [OCTYN U3 3TOM 30HbI ByaeT paspeLuéH
BCEM nosib3oBaTensim Cuctemol.

- Pa3pewumb mosnbKko 014 nepevyucsieHHbIX none3osamenell — aocrtyn u3 aToM

30HbI ByaeT paspeléH ToNbKO Tem Mosib3oBaTenam CUcTembl, KoTopble 6yayT
BKNIOUYEHbI B CMIUCOK.

— Paspewums 0714 8cex, KpOMe NnepeyucreHHoslx — AOCTYN W3 3TOW 30HbI byaeT
pa3peLwéH BCeM Mo/1b30BaTe/IAM, 33 UCKIOYEHMEM TeX, KTO BK/IKOYEH B CMUCOK.

[na 3anpewéHHbIX 30H MOXHO 33[aBaTb COCTaB Mo/ib30BaTesield, KoTopbiM ByaeT

paspewéH mamn 3anpewéH goctyn 8 Cucrtemy c 3anpewéHHoro ysna. [na atoro
npegycMmoTpeHbl NapameTpbl:

— 3anpemume 014 8cex nossb3osamesieli — aoctyn 8 CUCTEMY M3 3TOM 30HbI ByaeT
3anpeLéH BceM noib3oBaTensam.
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— 3anpemums MosbKO O/ nepeyucaeHHbIX noab3osamerseli — poctyn B Cuctemy
M3 3TOM 30Hbl byZeT 3anpelwéH TONbKO TEM MOJ/Ib30BaTe/IAM, KOTOopble OyayT
BK/1IOYEHbI B CMIUCOK.

— 3anpemumes 078 8Cex, KPOMe nepevucneHHbiX nosab3osamesneli — [OCTYyN B
CucTemy 13 3TOM 30HbI ByZeT 3anpeLéH Bcem NoJIb30BATENAM, 38 UCKIIOYEHUEM
Tex, KTO BK/IlOYEH B CMUCOK. Hanpumep, MoxHO 3anpemmts goctyn k CucTteme yepes
o6l eqocTynHyto Touky GecnpoBogHOro AocTyna Ans BCeX, kKpoMe paboTaiowux B
[AEMOHCTPaLWIOHHOM 3afie MeHemkepoB. [N 3TOro ykaxute CEeTeBOW afpec TOuKM
AoCTyna B CeKkumu 3anpeléHHble Y3nbl U Bbibepute napametp 3anpemTs ANA BCeX,
KpOMe nMepeyucrieHHbIX nNofb3oBateneil. B cnucok nonb3oBateneil  BHecuTe
MeHe)XepoB AEeMOHCTPALMOHHOrO 3ana.

CnncoK nosb3oBaTesiel GOPMUPYIOT B OKHE, KOTOPOE OTKPbIBAETCA MPU HaXKaTUM KHOMKM
Oob6aButb nonb3oBatens, noApobHee cm.n. «Pabota co CNMCKOM nonb3oBaTenemn»
«PykoBoacTBa nonb3oBaTens».

Mocne 3ano/fIHEHUA NapameTPOB B OKHE CO34aHUA y3/1a Haxmute KHonky CoxpaHuTb (ann
[o6aBneHnsA HOBOIO y3/1a B CMUCOK) A OTMEHUTb (4158 OTMEeHbI onepaumm).

PepakTupoBaHMe AoBepeHHOro/3anpelwéHHoro y3na aHanorMyHo ero cosgaHuio. Ana
peaaKTUPOBaHMA Y313 ABaMKAbl LEeNKHUTE Ha HEM /IeBOI KHOMKOW MbIlWW UAWN BblaenuTe B
CMIUCKE U HaXXMUTe KHoMKy # (PeaakTmpoBsaTh).

Ona yaaneHus aosepeHHOro/3anpelwéHHoro y3na BblAeNTe ero B CMMCKE U HaKmuTe
KHOMKY — (Yganutb).

[obasneHne y3n0B B CNUCOK OcTanbHble Yy3lbl HEBO3MOXHO. [lpU peakTUpPOBaHUK
OCTaNbHbIX y3n10B AOCTYNHO U3MeHeHUe eaAUMHCTBEHHOIO 3Ha4eHUA — O0CTyna K Cucreme
BCEX MO/b30BaTe/ie C y3/10B, KOTOPble He YyKasaHbl B CNuMcKax JloBepeHHble Y3/bl U
3anpewéHHble y3abl. YaaneHue cnucka OctanbHble y3/bl HEBO3MOXKHO.

24.1.2. NonnTukK 6e3onacHocTM naponei

Bo BKknagke Monautukm 6e3onacHOCTM naponeit co3[aloT, PeaaKkTUPYT WM yA3ANAaloT
NoAUTUKKM Be3onacHoCTM Naponei nonb3osateneit Cuctemsi (puc. 179).
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MonuTukK ceTeBol Da3onacHoCTH

HazeaHue

MpocTsie Napon9

CTaHnapTHsle Napon:

+ #F£ - CMEHWTE Naponw YCTaHOBMTL HOBLIE NAPOIM

Puc. 179. Bknagxa NMonutukm 6e3onacHoCTu naponei
Mo ymonyaHutio B Cucteme co3gaHo ABe NOMUTUKM GesonacHocT naponeit: MpocTtble naponu un
be3sonacHble naponu.

[Ons no6aeneHnst HOBOW MONUTUKK GeaonacHOCT naponei Haxkmute KHonky + ([Jo6aBuTb) Ha
naHeNn ynpasaeHUs 1 3anoHMUTe NOAS B OTKpbIBLUEMCA OKHe (puc. 180).

MapameTpbl NONMTUKM GE30MacHOCTU MOTYT ObITb 06s13aTENBHBIMU 1 HEODS3aTENBHBIMM:

— HeobAa3amesnbHOE ycr08Ue — YCNOBME, KOTOPOE BAMUAET TONbKO Ha OUeHKYy Cuctemoi
aonyctnmon 6esonacHocTy napona (nogpobHee cm.n. 4.2.1);

— 06A3amesbHOe ycno8ue —ycnoBue, KOTOPoe A0/IKHO 6biTb BbINOAHEHO NPY 334aHUK
Naposif BHE 3aBUCMMOCTU OT OLLEHKM A0MNYCTMMOM 6e30nacHOCTV Napons.

3ameuaHue: [11a HasHA4YeHWs YC/OBUIO MPM3HAKa 06A3aTesIbHOro OTMEeTbTe, MNpPaBbli
dnaxok (focTynHO nocne ycTaHoBKM 1eBoro). Mpur3HaK AOCTYNEH He ANs BCeX NapameTpoB.

B OKHe co34aHMA NOAUTUKMK 6e3onacHocTU naponeﬁ 3a4a0T NapaMeTpbl.

— HammeHoBaHWe NONUTUKN — MAEHTMd}MKaTOp NoONUTUKM Be3onacHoCTH naponeﬁ.
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NonuTuka besonacHocTH
PegakTHpOBaHHE NOMMTHKH *
HaWMEHOBZHWE MNONMTHKAL CTaHOapTHEE N3ponu
PazpelmTe BOCCTAHAENMEaTE N3p0one No nouTe: [
.Y
BpemMa ®WIHW CCBIMKW N0 BOCCTEHOBMNEHMKD Napons (MUHYT): 60 5
- r.S
3anep#Ka BpEMeHW QNS NOETOPHOW OTNP2BKK CCLINKK MO 5 o
EOCCTEHOBMEHWID Napons (MUHYT):
w w .Y
BpeMsa ®WaHM naponei (oHeid): 365 o
PaspelwmTs MCNoNL30BaTE CTapRA NApPons NpW NpUHyauTensHoM cipoce: [
M
MUHMMENEHD OOMYCTHMER BE30N3CHOCTE N2PONg: 20 =5
Mcnone308aTe OyKER HELUWMOHANEHLN andaenToE: [
3aNpETUTE MCMDNBE30BaHWE PACMPOCTPaHEHHBX Naponen:
CrUCOK PECNpoCTPEHeHHRX Naponed: QWEIT‘HPiDD
asdfghikl
zecvbnm
ALYKEHTIULE D
33NPETUTE MCMOMNL30B3HWE NOTWHE NOML30BATENSA B Napone:
.Y
MWHMMENEHZR NKHE N3pons: 6 e
.Y
MUHMMENEHOE KONWYECTED CTPOYHB NaTUHCKKMX ByKe: 1 o
F.9
MWUHWMENEHOE KOMWYECTED 3arNaBHL NaTUHOKWMX Oyxe: 1 =
.Y
MUHMMENEHD & KONWYECTED UKDp: 1 e
.Y
MWHMMENEHO & KOMWYECTED CNEUManeHEX CHMBOMOE: 1 o
CoxpaHHTb CoxpaHuTb Kak YoanuTb OTHEHMTH

Puc. 180. OKHO fo6aBNeHUA NONTUKM Be30MacHOCTH

— Pa3peLwmnTb BOCCTAaHABAMBATb Napo/ib No noute. Ecn nonb3oBaTeNnb BBEN HEBEPHbIN
naposib, B OKHe aBTOPU3aLmMM 0TOBPA3UTCA CCbIKA, MO KOTOPOM MOXKHO NepeinTu B
OKHO BOCCTaHOB/IEHMA NAPONA.

— Bpems YKU3HM CCbIJIKM NO BOCCTAaHOB/IEHUIO Napoa (MUHYT) — Bpems, KoTopoe bygeT
OEWCTBUTENbHA CCbl/IKa NO BOCCTAHOB/IEHWIO NAPOA, OTNPaBAeHHasA NoJb30BaTeNto.

Ccbinka AnAa BOCCTaHOBAEHMA NaposaA CTaHOBUTCA HeaKTyaanoﬁ:
® MO UCTe4YeHUn BpemMeHU K1U3HU CCbINTKK;
® nocne reHepauyunun HOBOW CCbI/NTKU,

® Nocne CMeHbl NapoaA NO/1Ib30BaTENEM,;
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e nocne BblKAoYeHMA ¢naxKka PaspelnTb BOCCTaHaBAMBaTb Mapo/b MO MoyTe B
MCNoab3yemoli NoNuTUKe 6e3onacHocTy;

e nocne yganeHus nosib3oBaTens, 418 KOToporo 6bis cOpoLeH Naposb.

Mpu nepexoae No TakoW CCbiNKe NOAb30BaTeNt0 ByaeT Npes/ioxeHO NPoBecTH npoueaypy
BOCCTaHOBJ/IEHMA NAPO/iA MOBTOPHO.

3amevyaHue: npn YyCTaHOBKE 3HA4Ye€HMA pPaBHOM 0, BpemMmAa XKN3HU CCbIZIKU 6yAET
HEeOrpaHM4eHo.

— 3apep)KKa BpeMeHMU ANA NOBTOPHOI OTNPABKU CCbIZIKM MO BOCCTAHOBAEHUIO Napons
(MMHYT) — Bpems, No UCTeYEeHUN KOTOPOTO MNOJIb30BaTE/Ib MOXKET MOBTOPHO 3aNpPOCUTL
CCbI/IKY 417 BOCCTaHOB/IEHMA NaPONA.

— Bpems }Ku3HM naponeii (gHei) — BpemMa B TeYEHME KOTOPOro aKTyanbHbl Naponu
nosib3oBaTesieli. B KayecTBe Hayana OTCYETA MCMONb3YETCA AaTa NOCNefHEN CMEHDI
napons nonb3osatesem. 3HayeHne 0 O3HaYaeT OTCYTCTBME OrPaHUYEHMA Ha BpPeMms
KU3HM Napons.

— PaspewmnTb MCNONb30BaTb CTapbiii Mapo/ib NpU MNpUHYAUTENAbHOM cbpoce — no
MUCTEYEHUU BPEMEHM KM3HW Napoas MOXKHO 6yaeT 3agaTb HOBbIM NapoAb,
COBMAaJAtoLWMiA C CYLLECTBYHOLLMM.

MpuHydumenoHobili c6poc napons — paspelieHne MoAb30BaTeNl0 MEHATb Naponb
CaMOCTOATE/IbHO:
® 0 OKOHYaHMM Nepuoaa AeUCTBUA NaPONS;

® B C/ly4Yae, ec/v Npu Co3h4aHMM No/b30BaTeNA UAN PeaaKTUPOBAHUMN €r0 PEKBU3UTOB
6b1n ycTaHoBNAEH dnaxkoK CMeHUMb Naposib NPU CAedyouwem 8xo0e.

MpUHYAMTENbHbIM CEPOC NAapOA OCYLLECTBAAETCA B CNeUManbHOM MHTepdeiice npu
Bxoge B Cuctemy (puc. 181); nonb3oBaTesNb HE CMOMKET COBepLaTb AeiCTBUA B
Cucteme, Noka He U3MEHUT Napob.
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Bam HeoDxoaMMO CMEHWTH napaonb

Mapone:

MoareepwaeHne
napons:

OTnpaeuTh

Puc. 181. UHTepodeiic npuHyAMTENBHON CMEHbI Mapoas

— MuHuMmanbHO gonyctuman 6e30nacHOCTb NapPoia — MMHUMaNbHAA CUNa 3alaBaeMoro
nonb3oBaTesieM Naposs. 3Ha4eHMEM MOJIA MOXKET BbITb Yncno B guanasoHe [0, 100].
(nogpobHee cm.n. 4.2.1)

— Ucnonb3oBaTb 6yKBbl HaLMOHA/bHbIX andaBUTOB — BO3MOXHOCTb MCMNOJ/1b30BAHMA B
naposae 6yKB HaUMOHaNbHbIX andaBUTOB.

— 3anpeTUTb UCNO/Ib30BaHME PACNPOCTPAHEHHbIX naponeﬁ —3anpeT Ha ncnoab3oBaHuMe
naponeﬁ, YKa3aHHbIX B none Cnu1coK pacnpocTpaHeHHbIX naponeﬁ.

— CNUCOK pacnpocTpaHeHHbIX Naposeii —nepeyeHb YacTo UCMO/b3yeMbIX Naposeit. Bol
MoXKeTe [06aBnATb, yAaNATb M pPedaKTMPOBaTb YKasaHHble B MOJie 3HAYeHus
dopMmnpys cobCTBEHHbIM CMMUCOK YacTO UCMONb3YEMbIX Mapone.

— 3anpeTuTb UCNONb30BaHME JIOFTMHA MNOJIb30BaTeNIA B MNaposie — 3anpeT Ha
MCNo/1b30BaHMWE NOrMHA NOJ/1b30BaTENIA B Napoae.

— MuHMMmanbHaa gavHa napons.

— MuHMManbHOE KOINMYECTBO CTPOUHbIX IATUHCKUX BYKB.
— MuHMManbHOE KOIMYECTBO 3ar/1aBHbIX NaTUHCKUX BYKB.
— MuHumanbHoe Konu4yecTso umdp.

— MuHMManbHoe KONNYeCTBO cneLurabHbIX CMUMBOJIOB.

238



Mocne HacTPOMKM MNapamMeTpoB MOJUTUKM 6Ee30MacHOCTM Maposiel HaXKMUTE KHOMKY
CoxpaHutb (gna pobaBneHWs HOBOWM MOJAUTUKU B CMUCOK) mau OTMEeHUTb (AN OTMEHbI
onepauumu).

PepakTnpoBaHne NOAUTUKM 6€30NACHOCTU aHANOTMYHO CO3A4aHUIO: ABaXKOpbl LLENKHUTE Ha
Hell NeBOi KHOMKOW MbIlUM MAM BbIAENUTE ee B CMUCKE M HaXMUTe KHOMKy &
(PepakTnpoBatb). Ecnn HeobxoauMmo co3gaTb MNOAUTMKY 6e30MacHOCTM naposen, ¢
He3HaYUTENbHbIMU OTANYUAMU OT PEAAKTUPYEMOM, MOXKHO BHECTU U3MEHEHMUA M HaAXKaTb
KHOMKY COXpPaHUTb KaK.

[Ons Bo3BpaTa K CNUCKY NOAUTUK 6e30macHOCTM naponelt 6e3 coxpaHeHUA U3IMeHEeHW
MCNONb3yiTe KHOMKY '*/ B NpaBOM BepxHeM Yyrny OKHa aobaBneHus/peaakTupoBaHuA
NOJIUTUKM.

[ns yoaneHus noanTMKM 6e3onacHoCTu:
— BblAe/IMTE ee B CMUCKE M HaXKMUTE KHOMKY = (YaanuTsb);

— OTKPOM1TE OKHO PefaKTUPOBAHMA NOJUTUKN HE30MACHOCTM U HAXKMUTE KHOMKY YAaNUTb.

[Na “3meHeHuWa naposeil BCEM NOAb30BaTeNAMM NpPU ClelylolWem Bxoge Heobxoanmo
Ha)kaTb KHOMKY CMEHWUTb Maponu - LeHTPaNn30BaHHO BceM Nojb3oBaTensam Cuctembl
yCTaHaBnuMBaeTcA npusHak CmeHums naposs hpu caedyrowem exode. [NpusHaK He
YyCTaHaB/NMBAETCA A/1A CEPBUCHBIX YYETHbIX 3anucen.

Ona NnpuHyauTeNbHOro U3MeHeHUs Naposeit Bcem YYETHbIM 3anncaAmM, KOTOpble OXUAA0T
CMeHbl NapoasA NPu aBTOPU3ALNN, HEOOXOAMMO HaXKaTb KHOMKY YCTaHOBUTb HOBblE NAPO/IN.
24.2. AlocTtyn U3 3anpeLLeHHON 30Hbl

MyHKT meHto UHCTpyMmeHTbl — Cuctema 6e3onacHocTu — [locTyn U3 3anpeLLeHHON 30Hbl —
AN OTCNeXMBaHWMA MOMbITOK NO/b30BaTesneil BOMTM B CUCTEMY C 3anpeLleHHbIX Y3/108.
CnuncoK 3anpeLleHHbIX Y3108 334al0T B nogpasfene 3anpelieHHble y3/bl MyHKTa MEeHI0
MonuTtuka 6e3onacHocT.

Ona dopmMpoBaHMA OTYETA YKaXKUTE UHTepecylowmii BpeMeHHOW WHTepBan: Bblbepute
[aTy Hauyana 1 OKOHYaHWA Nepuoja B KaneHaape, Bbi3biBaeMoM HaxaTuem kHonku B. Mo
YMONYaHUIO AATOM Hayana yCTaHaBAMBAETCA MEPBOE YMCIAO TEKYLEro Mecaua M roga, a
BpEMEHEM —Ha4yano cyToK. 1o ymon4aHMIO AaTOM OKOHYaHMA yCTaHaBNMBaEeTCA NocieaHee
YMCI0 TEKYLLLETO MecALa M ro4a, @ BpeMEHEM — OKOHYaHWE CYTOK.

Mo oKoH4YaHMM GOPMMPOBAHUA BPEMEHHOIO NepmMoaa cneayeT HaxaTb KHOMKy Monyuutb
otueT (puc. 182). B oTyeTe BbLIBOAUTCA BpPeMs MOMNbITKM asBTopusauun B Cucteme,
nonb3osaTtenb, IP-agpec 1 XocT, ¢ KOTOPOro nosab3oBaTenb perucTtpmuposanca. lMpu sTom B
OTYeT He BK/0YaoTCA MONbITKM BXO4A C 3anpeLleHHbIX Y3/10B N01b30BaTeIAMM, KOTOPbIM
6bln paspelleH AOCTYN C 3anNpeLLeHHOrO y3/1a CeTH.
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OocTyn u3 3anpewjeHHoil 30Hb

C patul |Dl.1EI.2E|16 DEI:EIEI:EIEI| i}
Mo paty |E|5.1D.2E|16 23:59:59| a8

Monyyute oTYET

Data MonszoBaTens IP-appec Xoct
05.10.2016 15:04:49 Benosa AHACTaCMA DefoposHa 172.22.244.61
05.10.2016 15:05:04 Hogatkos Cepren BnanuMuposiy 172.22.244.61
05.10.2016 15:05:55 benosa AHacTaoms TegopoBHa 172.22.244 61

| OnpegenTe BCE XOCTHI ‘

BhIrpyZWTE OTYET B E:-:cel|

Puc. 182. OKHoO npocMmoTpa oTYeTa «JocTyn U3 3anpeLLeHHOMN 30HbI»

[Ona onpefeneHna XocCTa, C KOTOPOro Obli OCYWECTBNEH AOCTYN, HaXMWUTE KHOMKY
OnpeaenuTb XOCT B HY»KHOW CTPOKe, nocse yero B none Xoct otobpasutca ums unum IP-
agpec xocrta. [lna onpegeneHunsa Bcex XOCTOB B OTYETE HaxXMuTe KHOMKy Onpepenutb Bce
XOCTbl.

[Ons BbIrpy3kM oT4yeTa B Excel HaxkmuTe KHOMKY Bbirpy3uTb otyeT B Excel 1 B oTKpbiBLIEMCA
OKHe BblbepuTe: COXPaHUTb OTYET WAWM OTKPbLITL A41Aa NpocmoTpa. Ecnm otyeT pasbuT Ha
HECKOJIbKO CTPAHMULL, BbIFPYKaeTCA TO/IbKO TEKYLLAA CTPaHMLa.

ApMUHUCTPATOPY cucTeMbl 6e30MacHOCTU Heobxoaumo perynspHo ¢GopmupoBaTb 3TOT
oT4eT, 4Tobbl Noy4YaTb MHGOPMALLMIO O MOMNbITKAX HapyLeHUA Npasua 6e30nNacHOCTU.

Henb3d WCKNOYUTL OMACHOCTb, YTO TPETbM JINLA BOCMOJIL3YHOTCA PEKBUM3UTAMM
nosib3oBaTena M nonbiTatoTca BOWTU B CUCTeMy M3 paspelueHHbIX 30H. Ecam npousowna
yTeuKa KoHdMAe HLUMaNbHON MHDOPMALLMK, YCTAHOBUTE NONb30BATE/IO HOBbIE PEKBU3UTDI.
24.3. HeaBTOpPU30BaHHbI gocTyn

MyHKT meHio UHCTpymeHTbl — Cuctema 6e3onacHocTM — HeaBTOpu3oBaHHbIA goCTYyn —
ONA  OTCNeXMBaHWA MOMbITOK Nosib3oBaTenelt BOWTM B CuUcTemMy, MWHya npouesypy
aBTOPM3aLMN.

Onsa popmmupoBaHMA OTYETA YKaXKUTE BpeMeHHOW nHTepsan B noaax C gatbl 1 Mo aaty (cm.
pasgen 23.2) n HaxkmuTe KHonky Monyuntb otueT (puc. 183). B oTyeTe BbIBOAUTCA BpeMS
nonbITKM BOUTM B CucTemy, Habupaemas nosnb3oBaTesnem ccbiika, IP-agpec mn xocT, ¢
KOTOPOro Npom3seaeHa NonbITKa BXoAa.
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Konunuectso 3anuncei Ha CTpaHULLE 3aBUCUT OT 3HAUYEHMSA, YKa3aHHOro B noapasaene OTueThbl
NyHKTa MeHo JInuHble HacTpoiiKu pasgena Hacmpoliku (He gonxHo npesbiwatb 100).

HeaBTopH30BaHHLIR QOCTYN

C pathl |D3.1IZI.2I315 00:00:00 | @
Mo gaty |I35.1D.2I315 23:59:59 | m

MonyuyuTe OTUYET

Narta Habupaeman cceinka IP-anpec
05.10,2016 09:44:43 Juser jselectproject/2 172.22.244.61 OnpeaendThb XocT
04,10,2016 12:44:43 fuserrseditor fshowtree 172.22.244.61 OnpeaenHTL XocT
03.10.2016 14:07:44 | fuser/plugins/run/dict/2///146/ 172.22.244.61

Onpeasn|Te XoCcT

03.10.2016 17:16:37 | fuser/plugins/run/dict/10/// 146/ 172.22.244.61 OnpegenTe xocT

04,10,2016 09:29:47 | fuser/logout 172.22.244.61 OnpeaenHTL XocT

|Bh|rpy3m'b OTYET B Excel| | OnpefennTt BCE XOCTbI |

Puc. 183. OKHO npocMmoTpa oTyeTa « HeaBTOPM30BaAHHbIM AOCTYMN»

[na onpepeneHna xocta, ¢ KoToporo Oblaa npousBeZeHa MOMbITKA AOCTYNa, HaXmuTe
KHOMKY OnpepenuTb XOCT B HY}XXHOW cTpoke. lNpu 3Tom B nosie Xoct oTobpasntca umsa nau
IP-agpec xocTta. [lnAa onpegeneHma Bcex XOCTOB B OTYETE HaxKMUTe KHOMKY OnpepenuTb Bce
XOCTbl.

[na Bbirpyskn otyeTa B Excel HaxkmnTe KHOMKy Bbirpy3uTtb otyeT B Excel 1 B oTKpbIBLLEMCA
OKHe BblbepuTe: COXPaHUTb OTYET MAM OTKPbITb A4/18 NpPocmoTpa. Ecnm oTtyeT pasbut Ha
HECKOJIbKO CTPaHWLL, BbIrPY»KaeTcA TO/IbKO TeKyLLaA CTpaHMLUa.

24.4. floctyn He K CBOMM 3a,a4am

MyHKT MmeHio UHCTpymeHTbl — Cuctema 6e3onacHocTu — [locTyn He K CBOMM 33jayam —
Ana GoOpMUPOBaHMA CTaTUCTUKM NMPOCMOTPOB NO/b30BaTENAMM 33434, AOCTYN K KOTOPbIM
paspelleH UcXoaa M3 NOJIHOMOUYMI Ha YYacTHMKOB 3ToM 3agadun. [ocTyn nonb3osatenem K
3aga4yam ApYrux Noab3oBaTeiei BO3MOXKEH B MyHKTe MeHo COTpYAHUKU U 3a4,auun.

[ns GopMMpPOBaHMA OTYETA YKAXKUTE BPEMEHHOMN MHTEpPBan (cm. pasgen 23.2) u HaKmuTe
KHOMKy Monyuntb otuet (puc. 184). B oT4yeTe YyKasaHO BpPemMA MNPOCMOTPa 334auw,
MoNb30BaTe b, OCYLLECTBAABLLMIA NPOCMOTP «UYOM» 3a4a4K, CCbiIKa Ha 3adady, IP-agpec u
XOCT, C KOTOPOTO M0/1b30BaTe/1b OCYLLECTBUA BXOA.
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Konnuectso 3anucei Ha CTpaHULLE 3aBUCUT OT 3HAYEHUA, YKa3aHHOTO B noapasaene OTtueTbl
NyHKTa mMeHto JInuHble HacTpoWKKu pasgena Hacmpoliku. [laHHOe 3HaYeHWe He [O0KHO
npesbiwaTtb 100.

OocTyn HE K CBOMM 3aaauam

C naatsl |EIl.1IJ.2EIlS DEI:IZIEI:EID| @
Mo gary [05.10.2016 23:50:00] B

Mony4uTe OTYET

Oata NonssoBaTens Fanaua IP-agpec XocTr

10.02,2016 | HoBakos Ceprei CoBellaHWEe N0 NNEHWDOBAHWID 172.22.244.61 OnpeaeniTe XocT
15:51:49 EnaguMrposiy briomxeTa Ha 2016 rog

11.02.2016 | Hosawos Cepreft | COBEWAHWE N0 MNZHMDOEHWD | 172.22.244.61 | | oppegenvts xocT
10:38:54 Bnagumuposny OromeeTa Ha 2016 rog

11,02,2016 | HoBakos Ceprei OTKDLITME TODIOBOA TOYKM: 172.22.244.61 OnpeaeniTe XocT
11z11=30 Enagaummrposidy TMK «TPWH» (r. MOCKBA)

22042016 | Hosakos Cepref Ooroeop N2 132-2014 ¢ 000 172.22.244.61 ONPEeReniTE XocT

12:04:44 Bnagumuposmd « TOP D%
22.09.2016 | KmouyeBamia ObyyeHHe COTDYOHHKOR 172.22.244.61 OnpeaeniTe XocT
18:00:04 MapaT [CekpeTapuar
DEnopoBKY
|Ehlr|3‘r'3lr1Tb OTYET B Excell |0HDE,D,E!J1HTb BCE J(DLTI:I|

Puc. 184. OKHO npocmoTpa oTyeTa «JoCTyn He K CBOMM 3a4a4am»

Mpu wenyke no IP-agpecy OTKPoOeTCA OKHO CO cny*ebHoin MHbopmaumein. Ecnm IP-agpec
pacrnofioXKeH BO BHELLHEM ceT, To byaeT BbiBeAeHa AOCTYNHas UHPOpMaLMA O cepsepe,
HaxogAwemca no aTomy agpecy. s IP-agpecoB BHYTpeHHER ceTu noaydyeHmne noapobHo
MHPOPMaLMK He NPeayCMOTPEHO BBUAY OTCYTCTBMA HEOOXOAMMOCTM B 3TOM.

MpeaynpexpeHue — 3anpoc MHGOPMaLMM O BHELWHMX IP-aapecax BO3MOXEH TONbKO Npu
HannuumM aoctyna B ceTb MHTepHeT. [aa nonydeHua 3toi nHGopmauMM UCNOb3yeTcs
cepsep http://www.nic.ru/whois/.

[na onpefeneHunsa xXocTa, ¢ KOTOPOro OblN NPOU3BEAEH AOCTYM, CNeAyeT HaxKaTb KHOMKY
Onpepenutb XoCT B HYXXHOW cTpoke. Mpu aTom B none Xoct oTobpasuntca umsa unum IP-agpec
XocTa. [lnAa onpegeneHna BCeEX XOCTOB B OTYETE cneyeT HaxaTb KHOMKy Onpepenutb Bce
XOCTbl.

Ons Bbirpy3kM otyeTa B Excel cnepyeT HaKkaTb KHOMKY Bbirpysutb otuet B Excel u B
OTKPbIBLIEMCS OKHE Bbl6paTb COXpaHEHME NOSYYEHHOrO OTYeTa SIMOO OTKPbITUE ero A/s
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nPOCMOTpPa. Echn otyert pa36MT Ha HECKOJIbKO CTpaHMUL, BbIrpy»XaeTCA TOJIbKO TeKyulaAd
CTpaHuUa.

24.5. OTKasbl B A,0CTYNE K 3aga4ye

MyHKT meHo UHCTpymeHTbl — Cuctema 6e3onacHoctu — OTKasbl B A0CTyne K 3ajaue
No3BOJISIET BbIBECTU CTAaTUCTMKY OTKA30B AOCTyNa K 33a4a4am npu NONbITKE NO/b30BaTeNEeM
BOMTM B 3agau4y. [loCTyn K 3aga4de 3anpeLlaeTcs, eciv N0Ab30BaTe b He MUMeeT NOJIHOMOYNIA
HM Ha O4HOrO M3 Y4aCTHMKOB 334a4M.

Ons opmupoBaHUA oTyeTa cneayeT BbINONHUTb cheaytowme aencTeua:

1. BbibpaTb nopgpasgeneHve Monb3oBaTens, No Kotopomy 6yaet dopmupoBaTbea

CTaTUCTMKa. B npaBoii YacTM OKHA NOABMTCA CMMCOK MONb30BaTeNeit noapasaeneHus
(puc. 185).

OBuwmii nonck

C garei: (01.10.2014 00:00:00 a
Mo gaty: |05.10.2016 23:59:59 [:: ]
[ N MNons3oBaTenn oTaena: [pynna koMnanwii «TPEALL
= ] [pynna komnanmii «TPEH[1>»
2 [ 3A0 «KAMEPQH» i} Jon#HOCTE Cratyc
[ ©uHancossit gupekTop = 3 - y - = .
[pomoe Kpuii Anekceerny CuCTeMHbIA agMUHKCTPaTop Mpynnbl KoMNaHui «Tpeidgy» HauaneHuk | (BuiGpate
[ AvpekTop no npogaxan
[ LnaeHulil uHxenep CHMCTEMHBIA NONE30BATENE HauaneHuk | (Buif
LM ETiOMEH TG N ENOE T Sk patk
- [ tOpuanueckas cnyxba

- [ Knuentsl

He yuThIEaTE BNOXKEHHEIE NoApasAeneHiA | AoBasuTs BCeX NonLs0EaTened H YHRNMT: BLEX |

BuifipaHHele nonszosaTenn Mogpazgenexue | JonxHocTe Cratyc
Benoea AHacTacva ©e10pOBHa 1Opuanyeckan | HadaneHuK HauaneHnK | | YaanuTe
cnyxha HIPUANYECKOH
cny#Bel 3A0
«KAMEPOHz
Hoeakoe Cepreil BiagMMmupoery 3A0 TeHepaneHslii | HauansHuk | | YaanuTe
«KAMEPOH: ovpekTop
3A0
«KAMEPOH»

Puc. 185. OKHO BbIbOpa NapaMeTpoB Ana GopMUPOBaHUA OTHETA

2. BbibpaTb nosib3oBaTenA. HaxaTb KHOMNKY Bbl6paTb HaNpoTUB Nob30BaTens (CM. puC.
11), no KoTopomy byaeT dopmmpoBaTbca otdyeT. OTYET MOXKHO CchHOPMMPOBATL MO
HEeCKOJIbKMM nosib3oBaTenam. [na Bblbopa Bcex Mo/sib3oBaTenell noapasgeneHus
cnepyeT HaxaTb KHoMKy [lo6aButb Bcex nonb3oBatenei. [lpegycmoTpeHa
BO3MOXHOCTb  aBTOMaTM4yecKoro Bblbopa Bcex Mo/Ab30BaTe/Nie  Ao4YepPHUX
nogpasgenerHunii. lna atoro cnegyet ybeautbca, 4to GNaxok He yyumeisame
8/10#(EHHbIE N0O0pa30esieHUA He YCTAHOB/IEH, M 3aTeM HaxKaTb KHOMKy [,06aBuTb Bcex
nonb3oBatenei. MNpy 3ToM B cnucke BbIBpaHHbIX NoMb30BaTesiet oTobpasaTca Bce
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NONb30BaTeNIN POAUTENBCKOTO WM AOYEPHUX noppasgeneHuid. [na ypanexHvs
nosib3oBaTeNA M3 CNKUCKA BbIBpaHHbIX 418 GOPMUPOBaHUA OTYeTa Moab3oBaTenei
cnefyeT HasKaTb KHOMKY Ya4anuto.

Monb3oBaTens MOXHO HalTK NO MMeHW. [nA 3TOro cneayeT BBECTU B Moje BBOAA
WabsoH MOMCKa M HaxaTb KHONKy Haitu. MNpu 3Tom 0TO6pasuUTCA CMMCOK WMEH
no/sib3oBaTesieil, B KOTOPbIX BCTpevaeTcsa WabnoH noucka. [N nomelleHUa UMeHU
nonb3oBaTeNas B CMAMCOK BblGpPaHHbIX MOAb30BaTeNel cnepyeT Ha)kaTb KHOMKY
Bbi6paThb.

3. Onpegenutb nepuog, (cm. n. 23.2).
4. CdopmupoBaTb OTYET.

Mocne 3aBeplweHna GOpMMPOBAHMA CMMUCKA NOJSIb30BAaTENEN M Mepuoaa cnefyeT HaxKaTb
KHOMKY Monyuutb oTtueT (cm. puc. 11). B oTKpbIBLLIEMCA OKHe NpocMmoTpa oT4yeTa (puc. 186)
O0TOOparkaeTcs CNMCOK MONb30BaTeNENM, CrPYNMNUPOBAHHbLIX NO CBOMM MOAPa3aeNeHUAM.
[na Kaxkaoro nonb30oBaTe A BbIBOAUTCA KOJIMYECTBO OTKA30B B AOCTYMNE K 3a4a4am.

DOt nonck
Nogpazaenenne: 3A0 «KAMEPOH:=

DD KonwuecTeo oTKaz08 B AocTyne

Hoeakoe Cepred BnaouMupoeny 1

NMNogpazaenenne: Dpugwyeckan cnyxba
D0 KonweecTeo oTKa30B B AocTyne

EBenoea AHacTacks @elopoBHa 2

Puc. 186. OKHO npocmoTpa oTt4eTa « OTKa3sbl B 4OCTYMNE K 3a4a4am»

Ona npocmoTpa cnmcka 3agay, MombITKY MPOCMOTPA KOTOPbIX COBEPLUMA MOAb30BaTE/b,
cneayet WEeNKHYTb MO CCbI/IKE C YMCNIOM OTKas3oB (cm. puc. 12). B OTKpbIBLIEMCA OKHe
oTOobparkaeTcs HasBaHMe 3aZayu, K KOTOpon Oblna ocylwecTBaeHa NonNbITKA AOCTyna, AaTta
cobbiTua, IP-agpec n xoct (puc. 187). KonunyectBo 3anucei Ha CTpaHuUE 3aBUCUT OT
3Ha4YeHUs, yKasaHHOro B nogpasgene OTyeTbl NyHKTa MeHO JIMyHbie HAaCTPOMKK pa3gena
Hacmpoliiku. [aHHoe 3HayeHwe He p[o/iKHO npesbiwate 100. MpocmoTp 3agaun B
OTAEeNbHOM OKHe OCyLLeCTBAAETCA LWeTYKOM NO CCbIJIKEe C Ha3BaHUEM 3aauu.
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Hazeanue zagaquq HaTa v BpeMAa noneImk AocTyna | [P-agpec XocT

MpoEefeHHE CeMUHEDa 26.02,2016 15:55:46 172.22.244 61
Oorosop N2 1-07.09.2016 ¢ 000 «WHT» | 07.02.2016 14:47:10 172.23.244.61

| OnpenennTs BCe XOCTHI |

Puc. 187. OKHO NpocmoTpa AeTanbHOro oTyeTa

Mpu wenyke no IP-agpecy OTKPOETCA OKHO co cnyxebHon uHbopmaumein. Ecnm IP-agpec
pacno/fioXKeH BO BHeLLHel ceTu, To byaeT BbiBeAeHa AOCTYNHas MHbOpMaLMA O cepBepe,
HaxoZALWeMmca No aTomy agpecy. [ins IP-aapecoB BHYTpeHHeM ceTM NoayyYeHUe noapobHon
MHPOpPMaLMM He NPeayCMOTPEHO BBMAY OTCYTCTBUA HEOOXOAMMOCTU B 3TOM.

3ameuaHue —3anpoc MHOPMaLMM O BHELIHUX |P-aapecax BO3MOXKEH TONbKO MPU Hanuum
Joctyna B ceTb MHTepHeT. OnA nonyyeHua 3TOW MHPOPMaLMU UCMONb3YETCA cepBep
http://www.nic.ru/whois/.

Ona onpepeneHua xocTa, ¢ KOToporo Oblna npousBedeHa MNOMbITKA AOCTyna K 3ajade,
cnepyeT HaxaTb KHOMKy Onpeaenutb XOCT B HYXHOW cTpoke. Mpu 3tom B none Xocr
oTobpasuTca uma unu IP-agpec xocra. [ onpefesieHUs BCex XOCTOB B OoT4eTe cneayet
Ha*KkaTb KHOMKYy OnpeaenuTb Bce XOCTbl.

24.6. U3meHeHue nosIHOMOYUM

MyHKT MmeHio WUHcTpymeHTbl — Cuctema 6e3onacHoctu — WM3meHeHUe NOJHOMOUMIA
NO3BONAET BECTU CTaTUCTMKY AENCTBUI NOAb30BaTENEN NO UIMEHEHWIO AOMNOIHUTENbHbIX
nosaHomoumn B Cucteme. HasHayeHMe MOSHOMOYMI OCYLLECTBAAIOT C MOMOLLbIO MYHKTa
MeHt0 HasHaueHue NOIHOMOUMIA, M3MEHSAA NPaBa Ha rPYNMbl NO/b30BATENEN UAN B NYHKTE
meHo «[llonb3oBatenm» (Hanpumep, 3anpoc CUCTEMbl O COXPaAHEHUM [AOMONHUTESNbHbIX
NOSTHOMOYMI NPU NEPEMELL EHMMN NOSb30BaTENEN MEXAy NoapasneneHusaIMm).

Ona bopmuposaHma oTyeTa Bbibepute BpeMeHHOW MHTePBas, 338 KOTOPbI TpebyeTca oTyeT
B nosax C aartol 1 Mo pgary (cm. pasgen 23.2) u HaxkmuTe KHonKy Moayuntb otyet (puc. 188).
B otuete npepactaBneHa MHPopmauMa O TOM, Korga M Kem Oblin HasHayYeHbl HOBble
MOJIHOMOYMA, KOMY M HA KAKOTO MOJIb30BaTeNA, a TaKXKe KaKoW TUM NOJIHOMOuYMI Bbin
Ha3HayeH. N8 COPTUPOBKU MHPOPMALMM MO 3aNMCAM B CTONOLAX LLENKHUTE MO 3aros10BKy
cronbua.

KonunuecTso 3anuncei Ha CTpaHULE 3aBUCUT OT 3HAYEHMUS, YKa3aHHOTO B noapasaene OTyeThbl
NyHKTa MeHIo JInuHble HacTpoiiKK pasgena Hacmpoliku (He gonxHo npesbiwatb 100).
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H3MEeHEHHE NONHOMOYHIA

C patsl |I:|1.I39.2I:|15 EID:EID:DEI| i
Mo paty [05.10.2016 23:59:59] B

MonyunTe OTYET

Komy Bbinn gansl

HaTta ABTOpHI — Ha koro Buinm gavsl npaea Npaeo
20.09.2016 Ipomos Hpuia Benosa AHacTacHa Anvesa Hatanes HikonaeeHa MNonHeE
14:26:27 Anekcessmy PeaopoEHa npasa
20.09.2016 FpoMoB Kpuii BenoBa AHacTackA Mpokonos MNasen WsaHoBWY ManHbe
14:26:27 Anexcessmy denopoEHa npasa
20,059,201 Mpomoe KDpuia Benoea AHacTacua MNoTance MNeTp AHApeesny MonHee
14:26:27 ANEKCcessHY PenopoBHa npaBa
20.09.2016 Ipomos Hpuia Benosa AHacTacHa Cropogckan Onera CTaHMCNaB0EHa MNonHeE
14:26:27 Anexcessny PenopoEHa npaea
20.09.2016 FpoMoB Kpuii BenoBa AHacTackA Hoeakos Cepreii BnaguMuposiy ManHbe
14:26:27 Anercessmy denopoEHa npasa

BhIrpy2uTE OTYET B E:(cell

Puc. 188. OKHO npocMmoTpa oTyeTa « MI3MeHeHMEe NONHOMOUYUIA»

[ns Bbirpyskun otyeTa B Excel HaxkmuTe KHoMKy Bbirpy3autb otyet B Excel 1 B oTKpbiBLEMCA
OKHe BblbepuTe: COXPaHUTb OTYET WM OTKPbITb ANA npocmoTpa. Ecnm otyeT pasbut Ha
HECKONIbKO CTPaHWUL, BbIFPYKAeTCA TONbKO TEKYLLAA CTPaHULa.

24.7. UameHeHue npas

MyHKT meHo UHCTpymeHTbl — Cuctema 6e3onacHoctu — U3meHeHWe npaB no3BonsdeT
BECTM CTAaTUCTUKY AENCTBMW NoOnb3oBaTesnel, C NpaBaMuM aamuHuUcTpaTopa Cuctembl, No
M3MEHEHWIO NpaB NoJsib3oBaTenei. YnpasBneHMe npaBaMu AOCTYMHO B MYyHKTAaX MEHHO
lpynnbl npas v NMpaBa nonb3oBaTteneii.

Onsa dopmmnpoBaHMA OTYETA YKAXKUTE BpeMeHHOW MHTepBan B nosax C gatbl 1 Mo aaty (cm.
pasgen 23.2) n HaxkmuTe KHonky Monyuutb otyeT (puc. 189). B oTyeTe npeacraBnieHa
nHopmauma:

— 06 aAMMHUKCTPaTOpPeE, OCYLLECTBUBLUEM M3MEHEHME NPaBa;
— Ha3BaHWe rpynnbl WAV UMA COTPYAHWUKA, NPaBa KOTOPbIX BblIN U3MEHEHBI;
— HaMMeHOBaHMe Npasa 1 AeNCTBME N0 U3MEHEHMIO NPaBa.
B oTueTe oTob6parkaloTca BCe AENCTBMA aAMUHMUCTPATOPOB KaK MO Ha3HA4yeHUio, Tak U Mo

o x
OTMeHe npas anAa nonb3oBaTenen (yp,aneHme npaB OTMEYEHO 3HAYKOM I/.'I,O6aB}'I15_‘HWE_‘ -
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v
3HaYKOM ). MOXXHO OTCOPTUPOBATbL OTYET NO Nt06OMY U3 CTONDBLOB. N5 3TOrO WENKHUTE
no 3aron0BKy ctonbua.

KonunuecTBo 3anuncei Ha CTpaHULE 3aBUCUT OT 3HAYEHMUS, YKa3aHHOTo B nogpasaene OTyeTbl
NyHKTa MeHIo JInuHble HacTpoiiKu pasgena Hacmpoliku (He gonxHo npesbiwatb 100).

H3ameHeHne npas

C patsl [01.10.2016 00:00:00] B
Mo gary |05.1D.2015 23:59:59| e

Mony4nTe OTUET

Harta ABTOp MNonwzoBaTens NMpaeo
05,10,2018 Mpomoe KD Benoea AHacTacna X BoocTaHoENeHWe QOoKYMEHTOE M3 3pXWEHOMo
12:59:50 AnNeKCeesHY DenopoBHa toHaa McxXoasWan KoppemoHAeHUMA "™
05.10.2016 Ipomos Kpiia IpomMaB HOpui " BOCCTaHOENEHWE AOKYMEHTOE M3 3PXMEHOMD
09:58:24 Anexcessny Anexceesmy doHaa Tiprkaze”
05,10,2018 Mpomoe KD Mpomaoe Kpui + PenakTvpoBaHWe QoKYMEHTOE H3 PAcCMOTPEeHMH
09:58:24 AnNeKCeesHY AneKCeEBMY
03.10.2016 Ipomos Kpiia IpomMaB HOpui " YoaneHwe "[Jon. npusHak”
10:49:28 AneKcessny AneKcessIYy
03.10.2016 Mpomos KDpui Mpomos Kopui ' Yoanenwe HypHan sblaaqm gena”
10:54:32 AnNeKCeesHY AneKCeEBMY

BhIrpY=MTE OTYET B Excel|

Puc. 189. OkHO npocmoTpa oTyeTa « M3meHeHue npas»

[nsa BbIrpy3ku otyeTa B Excel Haxmute KHOMKyY Bbirpysutb otuet B Excel 1 B oTKpbiBLIEMCA
OKHe BblbepuTe: COXpaHWUTb OTYET MU OTKPbLITb 418 NpocmoTpa. Ecam otyeT pasbuT Ha
HECKO/IbKO CTPaHUL, BbIrpy¥KaeTca TONbKO TeKyLWas CTpaHmLa.

24.8. YpaneHHble AOKYMEHTbI

MyHKT MeHi0 WHcTpymeHTbl — Cuctema 6e3onacHOCTM — YaanéHHble [0KYMEHTbI
Nno3BOJIAET MPOCMOTPETb CMUCOK YAANEHHbIX U3 CUCTEMbI AOKYMEHTOB, a TaKXe MoayyYuTb
MHOOPMALMIO O TOM, KTO M Korga ux yaanun. [aHHblA OT4YeT A[OCTYNeH TONAbKO
no/ib30BaTeIAM C NPAaBOM 3AMUHUCTPATOPA CUCTEMbI HE30MacHOCTMH.

McxoaHbIMU AaHHBIMM OTYETa ABAAIOTCA:
— BPEeMEHHOW NPOMEKYTOK, B KOTOPbINM OblN yaaneH AOKYMEHT (cm. pasaen 23.2);
— TUN AOKYMEHTA.
— COCTOSIHME NO 3aga4am

— aBTOp
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— JaTa co3gaHun
— CPOK UCMNOJIHEHUSA

— [aTa perucrpauuu

— HaMMeHOBaHMe YPOBHS
— NPOEeKT

Ona bopmnpoBaHMA oTYETa NOCAE YKA3aHUA UCXOLHbIX AaHHbIX HaxmuUTe KHOMKy lMokasatb.
OTKpoeTcA OKHO NPOCMOTpPa CNUCKa YAaNEHHbIX AOKYMeHTOB (puc. 190).

YOanewHole QOKyMenTel (24/24/0)

TUN AOKYMEHTA w4 Ia ¥npasneHwe | Homep gorosopa | [ata perknctpawn | Jata yaaneHws | KTo yoanan o
D} 7 161-2016 13.09.2016 14.09.2016 rpoMoE Kpui
] orosopel (24/24/0) 15:31:05 16:12:45 Anekceesiy
D}. = 139-2016 13.09.2016 14.09.2016 rpoMoe Kpui
09:55:41 16:12:45 Anexceesuy
D& s 160-2016 13.09.2016 14.09.2016 IpoMog Kpui
15:20:00 16:12:45 AnekceeBuy
D& I"@’, 162-2016 13.09.2014 16.09.2016 rpoMoE Kpui
16:40:33 10:05:18 Anekceesdy
D}. "'.5; 36-2016 09.09.2014 10.11.2014 rpoMoE KDpui
10:27:15 11:43:42 AneKceesny v
LOononHUTENEHD w {l-:‘} CTpaH1ua Dms 1

Puc. 190. OKHO c pe3yanbTaTom GOpPMUPOBaAHUA OTYETa «YAANEHHbIE AOKYMEHTbLI»

B cnvcke AOKYMEHTOB, MOMUMO CTaHAAPTHbIX NONEeN, oTobparkatoTcs:
— [araypaneHusa — Aata yaaneHus AOKYMEHTa.
— Krto yaanun — ®10 nonb3osaTens, yaaAnBLLETO AOKYMEHT.

MoapobHee o0 paboTe CO CNMCKOM OKYMEHTOB CM. « PYKOBOACTBO NO/Ib30BaTENAY.

24.9. KapTO4YKM AOKYMEHTOB

MyHKT MeHlO WHcTpymeHTbl — Cuctema 6e3onacHocTM — KapToukKu [0KYMeHTOB
MCNONB3YIOT ONA NPOCMOTPa NPOTOKOAA AEWCTBMI MONb30BaTeNnei, CBA3aHHbIX C
CO34aHNeM, peJakTUPOBaHMEM U YaaNeHUEM PErMCTPALMOHHBIX KapToYeK M CO34aHHbIX No
HAM OOKyMeHTOB. [logpobHee O perncTpauMoHHbIX KapToykax cm. «PykoBoacTso
3aLAMMHUCTPATOPA AOKYMEHTOOH0POTAY, 0 AOKYMEHTaxX — « PYKOBOACTBO NO/b30BaTENAY.

3ameuaHue — B oTyeTe GpUKCHMPYHOTCA TaKKe KapTOYKM LOKYMEHTOB CO CTaTyCOM YepHOBUK.

B KauecTBe WCXOOHbIX MapPaMeTPOB YKaKUTE BPEMEHHOW MPOMEXYTOK CcoBeplleHus
dencteuin  (cm. pasgen 23.2) u  BblibepuTe TUM  AOKYMEHTa B OAHOMMEHHOM
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packpblBatowemcs cnucke (puc. 191). B cnmcke otobpaxkatoTca Bce co3gaHHble B Cucteme
TUMbI JOKYMEHTOB, HE3aBUCMMO OT:

— HaAM4MA NpaBa «AAMUHUCTPATOP AOKYMeHToo6opOoTay;
— Ha/IN4YKA NpPaBa KOHTPOIMPOBAHMA TUMOB AOKYMEHTOB;
— npaB [oCTyna K pPerucTpaumMoHHOW KapTouke (/luyHasA, TonbKo 0714 4YmeHus,

ObwedocmynHas,).

KapTouKn QOKYMEHTOB

C gartsl |Dl.1D.2016 DD:DD:DD| i}
Mo mary |DS.1IJ.2016 23:59:59| a

Tun AoKYMeHTa | [orosopsl W

Tun OoKyMeHTa

MoKazLIEaTE MZMEHEHKA
D MoKazbieaTe CO34aHHe
l:‘ MNoKazsEaTe Y4aneHne

HdokyredT

MOKa2LIEaTE MZMEHEHKA
D MokazbieaTk Co3daHue
D MoKazbieaTe yadaneHue
l:‘ MNoKazseaTe NPOCMOTP

[ Wckats 8 apxMBee
MoAy4yuTE OTYET

Puc. 191. OKHo Bbi6Opa napameTpoB Ana GopMUpoBaHMA oTyeTa « KApTOUKM JOKYMEHTOBY»

B MCXOOHbIX napameTpax YKaxute TaKXe B4 p,eﬁCTBMVI C
,EI,OKyMeHTaMM/peFMCTpaLI,MOHHbIMM KapTO4YKamm Bbl6paHHOF0 TUNa OOKYMeHTa, KOTopble
AONXKHbI OTO6pa)KaTbCFI B OoTyeTE!

— MoKa3bi8aMb U3MEHEHUA — B OTYET NonageT MHGoOPMaLna O SeNCTBUAX, CBA3AHHbIX C
N3MeHeHnemM aTpubyToB PErnmcTpauMoHHOM KapTO4YkM (Hanpumep, HasBaHWA,
[A0CTyna, cocTaBa 06paboTyMKOB, cocTaBa Nnosiei, MapLIpPyTOB COrNacoBaHuA U T.4.) U
3HayeHuh nNosfen, B TOM Yncne co CMeHOW npu3Haka OKoHuyaTenbHaa Bepcua Ans
$alinoB B [OKYMEHTaX, CO34aHHbIX NO BbIOPAHHOMY TUMY M HaxOAALWMXCA Ha
paccmMoTpeHUN/UCNoAHEHNN.
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— lMoka3sieame co30aHuUe — B OTYET nonagetr MHd)OpMaLI,MFI (o) ,D,eﬁCTBMFlX, CBA3AHHbIX C
co3gaHnem perncTtpaumMoHHbIX KapTo4YeK N AOKYMEHTOB NO HUM.

— loKasbisame yoaseHue — B OTY4eT nonageT UHPOPMALMA O AeNCTBUAX, CBA3AHHbIX C
yOaNeHNeM PErMCTPaUMOHHBIX KaPTOYEK U AOKYMEHTOB MO HUM.

— [loKa3bieames NPOCMOMpP — B OTYET NonagaeT MHPOPMALMA O MPOCMOTPAX AOKYMEHTA
NoJib30BaTENAMM.

[nsa npocmoTpa Bcex YAANEHHbIX PEerncTpaLMoHHbIX KapTouyeK/OOoKYyMeHTOB BbibepuTe
3Ha4yeHue «Bce» B cnucke « TUn JOKYMEHTa» U BKAOUUTE GNAXKOK [Toka3sieames yoasneHue B
noapasgenax Tun AoKymeHTa n [JoKymeHT.

ﬂ'OI'IOJ'IHMTeI'IbHO B OoT4eTe MOXHO NOJYy4YUTb VIHd)OpMaLI,VII'O Nno AOKYMeHTam, NnomeleHHbIM
B apXwuB, BKAKOYEHNEM d)na)KKa Uckame 8 apxuse.

Mocne yKasaHMA NCXOLHbIX MAapPAaMETPOB HaXKMUTe KHOMKyY MonyunTtb oTyer.
B oTueTe (puc. 192) npeactaBneHbl AaHHbIE:

— [lokymeHT/KapTouka — Ha3BaHWe AOKyMeHTa/perncrpaumMoHHON KapTodku. Ecan ana
JOKYMEHTOB CO CTaTycom YepHOBUK HasBaHME JOKYMEHTa MycToe, TO oTobparkaeTcs
id foKymeHTa B 6a3e JaHHbIX CO CCbIIKOM HA HA PEFUCTPALMOHHYIO0 KapTOYKY.

— Jlata— gaTta coBeplueHna e NCTBUA C AOKYMEHTOM/PerucTpaumoHHO KapTOUYKON.
— IP agpec—IP-agpec KomnbloTepa, C KOTOPOTro HbIN0 COBEPLUEHO AENCTBUE.
— Monb3oBaTtenb — UMA NONb30BATENA, OT UMEHW KOTOPOTO Bbl/IM COBEPLUEHO AECTBUE.

— [leiicTBMe — OMMCaHME COBEPIUEHHOrO AEWCTBMA C AOKYMEHTOM/perncTpaumoHHom
KapTOYKOM.

MpX HanMumMM y nNonb3oBaTena MOJHOMOYMA Ha MPOCMOTP AOKYMeHTa (cm.n. «[octyn K
[OKyMeHTy» «PykoBoactBa nonb3oBatens»), B none JlokymeHT/KapTouka 6yaet
0oTObpaXKaTbCA CCblIKa C Ha3BaHMEM JOKYMEHTa.

OT1yeT pas3buT Ha cTpaHuLbl o 25 3anunceit. MpocmoTp MHOpMaumm 06 obliem KonnyecTse
3anucel 1 nepexon no CTpaHUL,AM OTYeTa OCYLLEeCTBAETCA HA NAaHeNU, PACNONOKEHHOM B
HWXKHE M YacTW OKHa NPOCMOTpPa OTYeTa.
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KapToukn QOKyMEHTOB

NokymeHT [KapTouka [flata - IP - anpec Monkzos...  [eAcTEwe
Ooroeop N2 20.09.2016 11:06:55  172.22.244.61 admin 3HadeHue nons [laTa perucT paLmn "
158-2014 c 000 AOKYMEHTE M3MEHWUNOCE
wlICHP Aw c 12.09.2016 17:04:56
Ha 12.09.2014 17:04:56
Doroeop N2 20,09.2016 11:06:40 172.22.244.51 admin 3HaueHre nons Homep qorosopa
158-2014 c 000 AOKYMEHTE M3MEHWUNOCH
«MCKPA» c 158-2016
Ha 158-2014
lorosopsl 15.09.2016 16:47:14 172.22.244.61 admin Crmcor CBASaHHbIE MaPWPYTbI

KADTOYKK MZMEHWUNCA

¢ Nlocy QapCcTBEHHBIE KOHTPAKTbI
[orosopbl OKAZaHWA YoIyT
CornacoBaHWe NOroBOPOE 3aKYNKH
TpyaoBbie QOroBopbl

Ha NocyQapcTBeHHBIE KOHTPaKT Bl
[orosopbl OKa3aHKA yomyTr

Ha ucnonHexue

CornacoBaHke OOroBOPOE 3aKYNKH
TpyQoesie QOrosopbl

Norosops! 14.09.2016 16:28:11 172.22.244.61 admin 3HadeHKWe napameTpa MapupyT no
YMOMUAHHID KSPTOYKH H3MEHWNOCH
C N EeH3noHHbIE O0r0BOpPbl
Ha [¥]

CTpannya 1ius25| p H {:I' OTofpaxanTch zanucH ¢ 1 no 25, scero 604

Puc. 192. OKHO npocmoTpa oTyeTa « KapToOUKM AOKYMEHTOBY

CopTUpOBKA CMNMCKA 3anucei oT4eTa BO3MOXKHA MO KaKAOMY M3 NOsei U MOXKeT ObiTb
BK/AtOUEHa AByMA cnocobamu:

— LLEe/IYKOM 1eBOM KHOMKM MbIWW MO 3aro/IOBKY MOJiA, NO KOTOPOMY MPOM3BOAMUTCS
COPTUPOBKa;

— HaBeAeHMEM KypCOpa Ha 3aros10BOK nonaAa, no KOTOpomy nponssoguTca COPTUPOBKa,

-

Ha*XaThem KHOMKn n BbI60pOM cnocoba COPTUPOBKHK B OTKPbIBLLEMCA MEHIO,

MpeAycMmoTpeHa BO3MOMKHOCTb HAaCTPOWMKKM OTOobparkeHus nosnein B otyeTe. OAnsa 3Toro

HaBeZMTe KYpPCop Ha 3ar0/10BOK J1H060ro NoAs, HAXKMUTE KHOMKY |7 1 B OTKPbIBLUEMCA MEHHO
HaBeaMTe Kypcop Ha NyHKT «CTonbupbi», He wenkaa no Hemy. OTo6pasuTCcA CNKUCOK
Ha3BaHWI Nonewn, AOCTYMHbIX ANA 0TObparkeHUa B Tabauue. Mona, KoTopble yXe BUAHbI B
Tabnvue, nomeyeHbl Gnarkkom. [JnA OTOOPAKEHUA HYXKHOTO MOAA BKALOUUTE AXKOK
HanpoTuB Hero. [Mone oTobpasunTca B TabauLe co cnMckom 3anmcen otyeTta. CKpbITb NOAS U3
Tab1MLbl MOMKHO BbIKNOUYMB GNAXKOK HAMPOTUB NOAIA.

24.10. CTaTUCTUKA NO BHELUHMM NMO/1b30BaTeIAM

MyHKT meHto UHCTpymeHTbl — Cuctema 6e3onacHoct — CTaTUCTUKA NO MUCMOJ/1b30BaHUIO
BHELUHMX Monb3oBaTeneid — 418 MONYYEHUs MO Kakgomy, AOCTYMHOMY B pPaMKax
NMOSIHOMOYMI MNONb30BATENO, [AAHHLIX O KONMYECTBE €ro BHELWHWX MO0/b30BaTeNEN,
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y4yacTBylOWMX B 33ga4ax. [lns nonydyeHua otyeTa BbibepuTe nonb3oBaTesnei (cm. pasgen
23.5) u BpemeHHoWM nepuog (cm. pasaen 23.2).

B cdopmupoBaHHOM OTYeTe MpeacTaBAeHbl: UMA NOJIb30BaTeNA, ero nogpasgeneHve u
KONMYEeCTBO CO3AaHHbIX UKW A06aBNEeHHbIX BHELHUX NO/b30BaTeNEel B OTKPbITbIX 334a4ax
(puc. 193). B cTpoke «WTOro» oTOBparkaeTca CyMMapHOEe KOJIMYeCTBO BHELHUX
nosib3oBaTesiei Ana Bcex BbIOpaHHbIX NPy GOPMUPOBAHUK OTYETA NOb30BATENEN.

CTaTHCTHKA MO HCMONL30BaHWI BHELWHWK NoNb30BaTenei

KONWYeCTBo BHEWHWX NONL30BaTENel B OTKDLITHX
Mone20eaTenn Otgen
Zafjadax

rpoMos Kpuid [pynna KoMnaHWi 2

AnexceeBny « TPEWNO»

CHCTEMHBIIA [pynna KoMnaHWi 8

NoNE20EaTENE « TPENd»

WTora 10

Puc. 193. Pe3ynbTaThl oTyeTa «CTaTUCTMKA NO UCMOb30BAHMIO BHELLHMX NOJ/ib30BaTeIe»

24.11. CtaTucTUKa ucnosab3oBaHmnAa Cucrembl

MyHKT meHio MHcTpymeHTbl — Cuctema 6e3onacHoctu — CTaTUCTUKA MNOAb30BaHUA
cuctemoit (puc. 194) — ana NoaydYeHUs NO KakAomy AOCTYNMHOMY B pPamKax MOJHOMOYUIA

noapasaeneHno U N0Ab30BATENIO AaHHbIX 06 Ucnonb3oBaHMKM CUCTEMDI 33 ONpeaeneHHbIN
NMPOMEKYTOK BPEMEHMW.
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CTaTHCTHKA NONB30BAHAA CHCT EMoi

MonezoeaTens [ MogpasneneHie LomkHocTh
=[] & Mpynna koMnaHmi <TPEAL »
i MpomMoB KOpMil Anekceesny CHCTEMHEIA AMUHMCTPETOR TPYNNE! KOMNEHMA <Tpeia s
[] e CvcTeEMHBIT Nonb30BaTENS
=[] ik 380 «KAMEPOH:
a Hogakoe Cepreil BnagumMuposiy MeHepaneHeIR aupekTop SAQ «t{AMEPCH=
|:| ﬂ Cropoackan Onera CTaHWCNaE0BHa MoMoLHKK reqepansHoro aupekTopa 3A0 «HAMEPOH:
] 34 PHHEHCOBLIR AMPEKTOP
&[] && AvpexTop no npoaakan
] 2&& TMasHsIi ukeHep
=[] 34 Opuanueckan cnyxba

ﬂ Benoea AHacTtaowa DegoposHa HavansHuk iopruandeckoi cnyxbsl 3A0 4CAMEPOH»
|:| a CrnvpuaoHosa Onera BukToposHa KopucT 3A0 <K AMEPOH:
|:| ﬂ Kepeesa AHHa MuxalinosHa HIpucT 3A0 =KAMEPOH=

& ] e KnwerTe

Cpate: | 01.10.2014 00:00:00 |[4| Moaaty: 05.10.2016 23:59:59 [3 Mony4uTe 0TYET  BeIrpysuTe oTyeT B Excel

Puc. 194. OTtueT « CTaTUCTMKA NOJIb30BAaHUA CUCTEMOIN»

B oKHe oTyeTa oTObOpaxaeTcA AepeBO MNOAPA3AE/IEHUI C MONb30BaATENAMM, PALOM C
MMeHaMM NONb30BaTeNE YKa3bIBAETCA UX AOKHOCTb.
OT4yeT N03BONAET NONYUYUTb CAEAYIOLWME AAHHbIE:

— [aTta nocneaHero BXoaa B Beb-mHTepodelic;

— KOZIMYECTBO BXOA0B B BeO-UHTEpdENC;

— faTa nocneaHero Bxoa B nporpammy « UHpopmep»;

— KONMYecTBO BX0A08B B «MIHbOopmep»;

— KOJIn4ecTBO BX0A0B Yepe3 PDA-uHTepodelic;

— paTta nocnegHero Bxoga yepes PDA-uHTepdeic;

— KOZIMYECTBO CO34aHHbIX NOAPa3aeNeHuUi;

— KOIMYECTBO OTPEAAKTUPOBAHHbIX NOAPA3AEEeHUIA;

— KONMYECTBO YAANEHHbIX NoApa3aeneHni;

— KOZIMYECTBO CO34aHHbIX NONb30BaTeNEN;

— KOIMYECTBO OTPEAAKTUPOBAHHbIX NOb30BaTeNEN;

— KO/n4yecteo yAaﬂéHHbIX nonb3oBaTenen;
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- o6u1,ee KOZIMY€eCTBO 3aperncTpupoBaHHbIX B Cucteme nosb3oBaTesiei;

— KO/MYECTBO aKTMBHbIX MOAb30BaTeNel — KO/NIMYECTBO 3apPerncTpuMpoOBaHHbLIX B
Cucteme nonb3oBaTenei, OCyLLECTBMBLUMX BXOZ B HEe 3a YKa3aHHbI nepuog, B TOM
yucne n nocpeacTsom nporpamm «MHbopmep»;

— KOJINYecTBO MO/Nb30BaTeNel, He MNPUCTYNMBLUMX K paboTe — KO/AMYECTBO
3aperucTpupoBaHHbIX B CUcTeMe Nonb3oBaTenei, HO HX pasy He BXOOMBLUMX B HEE, B
TOM YMC/ie U nocpeacTBom nporpamm « MHdopmep».

[nsa nonyyeHus otyeTa cneagyerT:

1. BbIOpaTb OZHOTO MM HECKONIbKMX MoJib30BaTesiell, MHPOPMALMIO O KOTOPbIX
TpebyeTcs Bbirpy3nTb. Bbibop Nosb3oBaTeNA OCYLWECTBAAETCA BKAOYEHNEM dNarKKa
BO3/ie ero umeHu. MNpu Bbibope noapasaeneHUAa aBTOMATUYECKU BblIBUPaAOTCA BCe
HaxogALMecs B HEM NOb30BaTENMN.

2. onpeaenuntb nepuog spemeHu, 3anoaHuns nona C gartol 1 Mo gary. 3HayeHusa nonei

BbI6MpPaloT B KaneHaape (kHonka |-7) wan BBOAAT C KnaBMaTypbl B Qopmare
«440.MM.TT Y4:MM:CC» nnn « 40.MM.TT».

3. HaxkaTb KHOMKy MMonyuntb OTYET. B OKHe 0TO6pPa3ATca cTonbupl, copeprKalime
MHbopMmaLmio o paboTe nosb3osatend B Cucreme (puc. 195).

CTaTHCTHKA NONbL30BAHHA CHCTEMO

Monesosatens [ MoapazaeneHne fomsHocTe | KonwuecTeo exogos B Web...  Konwuectso exonos B MHG...  KonwuyecTeo Bxogos 4epes PDA ..
=[] & Tpynina komnanmi <TPEAT»
7] & IPoMoB HOpMil AneKceesuy CucTemHe... 1161 54 14
2] ads SAO «“CAMEPOH:=
7] & Hosakos Cepreii Bnaavmposuy lerepaneH... 104 9 19
=] s tOpuanyeckan cnyxba

7| & Benosa AHacTacia ®egoposHa  Havanenw... 166 1] 3

Oblwee nepeEo NoapasgensHmin Caater: 01.10.2014 00:00:00 |L3 Mo aaty: 05.10.2016 23:59:59 L9 Mony4ute oT4eT  BeirpysuTe oTueT B Excel

Puc. 195. OKHo ¢ pe3ynbTtatom GopMUpPOBaHMA OTYETA « CTAaTUCTUKA NOb30BaAHUA
CUCTEMOI»

Mo ymonuaHuio B OT4YETe oTObpakatoTcs Bce cTonbubl. HacTpolika oTobpaxkeHus CTonbuoB
[OCTYMHA B KOHTEKCTHOM MeHIo (puc. 196), Bbi3biBAEMOM HaXkaTUEM KHOMKK |~ (nosBaAeTca npu
HaBeAeHWM Kypcopa Ha 3arofloBoK /iloboro nons). B KOHTEKCTHOM MeHIO cneayeT HaBecTu Kypcop
MbllUKM Ha NyHKT CTon6ubl. YT06bI O0TOGpasuTb cTONbeu, BKIOYMTE (NAXXOK HaMpPOTUB €ero
Ha3BaHMs1, 4YTOOblI CKpbITb CTONbGel — BbIKAOUMTE GAAXKOK. YToObl NepemecTtutb cTonbel,
WEeNKHUTE NeBON KHOMKOW MbIM MO 3arosoBKy CTONOLA W, yAEP)KMBas €e HarKkaToM,
nepeTtawmTe B Hy)KHOe mecTo. MameHeHMsa B cocTaBe M MOCAe[0BaTEIbHOCTM CTONOLLOB
COXpPaHATCA M ByayT NPUMEHEHDbI NPU KaXKA0M BbIrpy3Ke OTYETA.
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CTaTHCTHKA NONbL30BAHHA CHCTEMO

nl Tens fMoap 41 JomkHocTe ¥ KonvdyecTso Bxo4os 8 Web...  KonuuecTso Bxoaos 6 MHd...  KonwdecTso Exoaos Yepes PDA...

=[] s Tpynna komnanmin <TPERD» B Cronfum

-

15 e e e =

. JomsHocTE
& [pomMoE I0puit Anexceesud CucTeMHBl...  11bl

[k KonnyecTeo Bx0acs & Web-wHTepdeiic
= il SAO < AMEPOH=

. KonnyecTso BxonoE B MHdopme)
& Hosakos Cepreil Bnagumuposid leHepaneH... 104 thopriep

1] adia IOpanseckan cyx6a KonwdecTeo Bx0a08 Yepes PDA-uHTepdeic

& Benosa AHacTaom DefopoBHa  HauansHa.. 166 Konndectso Bxoaos yepes xConductor
MocneaHwii Bxoa B Web-wHTepdeiic
MocneaHwii Bxoa B MHbopHep
MocneaHwii xoa Yepes PDA-HTepdeRC
MocneaHwi Bxoa Yepes xConductor
MoapasaensHiil cosnaHo
MoApasnensHiid oTpElaKTHPOBEHD
MoapasaensHnil yaaneHo
MonksosaTenei cosnaqo
Monb3oBaTensi oTpenaKTMPOBaHo
MonbsoBaTenei yaaneHo

ObiLes KONMYECTED 3APErMCTPMPOBAHHEIX NONE30BATENENH
KOMMHECTED BKTMBHBIX NONb30BaTENEMA

KonMYECTED NONb30BaTENEN, HE NPUCT YIMBWWX K paboTe
Oblwee nepeEo NoapasgensHmin Cpater: |01.10.2014 00:00:00 [3 Moaary: 05.10.2016 23:59:59 [3 Mony4uTe oTYeT  BeIrpysuTe oTyeT B Excel

Puc. 196. HacTtpolika oTobpaykeHua ctonbuos
24.12. ¥XypHan BbiNnoaHeHUA 06paboTunKos

B cucteme MOTUB 2.5 Beg€tcs XypHanmpoBaHue Ncnosb3oBaHnst 06pabotimkoB. MpocmoTp
XypHarna 4ocTyneH agMuHucTpatopy CucteMbl B MyHKTE MeHIo MHecmpymeHmeol - Cucmema
beszonacHocmu —> MKypHasn 8binosHeHUs 06pabomyukos. B xypHarn. peanu3oBaHHbIN B BUAE
Tabnuubl (puc. 197), 3aHocuTcs nHdopMauma o grakTe 3anycka 1 3aBepLueHust paboTsl ntoboro
obpaboTymka nnmn otTyéta. B 3anncu ykasbiBaeTca HasBaHue obpaboTtunka, Bpemsa Havana u
OKOHYaHusa paboTbl, A4NMTeNbHOCTL paboThl U Nonb3oBaTerb, 3anyCTMBLLMIA 06paboTimk. 3anvcu B
Tabnmue MOXHO COPTMPOBATL MO 3HAYEHUSIM B CTPOKE.
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MypHan BmnonHexnna obpaboTunkos
Cratyc | HazBaHue Bpe.. | [arta 3anycka ~ | [aTa 33eeplIeHnun MNonL30BaTens ~
MEeYaTs NeHTE! JEACTEMA OMuH, 14.02.2017 10:30:3: A|  Copruposats no sozpactakmo 2 AHACTACHA
0BHa
A -

MeyaTs NexTel AEACTEWA 0ws. 15022017 10:13:2¢ AV CopTvpoeas no yBemare | o,

[eHHzOERBMY
Me4aTs NUCTa COrNacoBaHKA 0 mMuH,  07.04.2017 11:17:18& 07.04.2017 11:17:18 IpoMoB KOpHA AnekcessMy
MEeYaTE K3PTOMKK JOKYMEHTA 1cex. 06.04.2017 17:09:04 06.04.2017 17:09:05 pomos KOpuit Anekceesmy
MeqaTs NesTs Qe CTEMA 0 MuH,  23.04.2018 11:22:06  23.04.2018 11:22:06 Ipomos KOpWid Anexceesmy
MEeYaTs NeHTE! JEACTEMA 0 MuH,  14.02.2017 09:58:19  14.02.2017 09:58:19 IpoMoB KOpHA AnekcessMy
MeYaTe NMCTE COTNEC0B3HMA 1cex. 07.04.2017 11:54:40 07.04.2017 11:54:41 pomos KOpuit Anekceesmy
MeqaTs NesTs Qe CTEMA 0 muH,  15.02.2017 10:41:27  15.02.2017 10:41:27 Kepeesa AHHa

MuxainoeHa
MeyaTs NexTs! GeACTEMA 0 mMuH,  23.04.2018 11:27:39  23.04.2018 11:27:39 KopcyH Konua MeTpoeHa

C patei: 01.04.2018 00:00:00 |[8| Mo gary: |23.04.2018 23:59:59 |[3

puc. 197. MNpocMoTp >KypHarna BbINonHEHNS 06paboTiNKOB

Mo ymonyaHuio B XypHare oTobpaxaroTcs cobblTis, CBS3aHHbIe C 3anyCKoM Bcex 0GpaboTHmKoB
BCEMM Monb3oBaTensaMm 3a TekyLuin Mecad. [nsa seibopa neproaa oTobpaxkeHns UConb3ynTe
nons C aatbl: n Mo aary:. 1na oTobpakeHWa e NCTBMIA KOHKPETHOIO MO/1b30BaTeNA UK
Co6bITUI, CBA3AHHBIX C 3aMYCKOM KOHKPETHOTo 06paboTuMKa BBeAUTE MMA NOJIb30BaTeNs
(Ha3BaHWe 06paboTuMKa) B NONE KOHTEKCTHOIO NOMCKA U HaxkmuTe Enter. Ounctute none
MOWUCKA, YTOObI BEPHYTLCA K 0TOBpaXKeHMIO BceX COObITUM »KypHana 3a BbibpaHHbIN Nnepuoa,
B none CraTyc npu WTaTHOM BbINOJIHEHUN 06PabOTUMKA MHPOPMALLMA He BHOCUTCA. Mpu
AnuTenbHoM (bonee NATU MUHYT) 3anycke 06paboTuMKa Uan Npu 3anycke 6e3 3aBeplUeHns
paboTbl B None oTobpasnTca NMKTorpamma oLmnbKu.

24.13. }ypHan peicTBui nonb3oBatenei

B cucteme MOTUB 2.5 npegycmoTpeHa 3anucb AeNCTBUIA NOAb30BaTeNEN B CUCTEMHbIN
XypHan. *ypHan npeacrasneH B Buae Tabaunubl (puc. 198).
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MypHan geHcTBMA NONb30BATENEH

HazeaHme
MogroToska oBydakiwlero

CEMMHPA MO UCNONL30BaHHD
C21 MOTHE

MpHUFMELEHNE Ha KOHDEDEHLIMED
MpHUFMELEHNE Ha KOHDEDEHLIMED
MpHUFMELEHNE Ha KOHDEDEHLIMED
MpUFNEWEHNE Ha KOHDEDEHLIMED
MpUFNEWEHNE Ha KOHDEDEHLIMED
MpUFNEWEHNE Ha KOHDEDEHLIMED

NMexTa neAcTeni

NexTa neAcTeni

@ain

Data ™

27.04.2018
12:26:10

27.04.2018
12:04:45

27.04.2018
12:03:08

27.04.2018
12:02:47

27.04.2018
11:44:25
27.04.2018
11:43:23

27.04.2018
11:43:01

27.04.2018
11:42:25

27.04.2018
11:42:06

Mone308aTEMNs IP - aapec

CMopogckas Onbra CTavWonasoeHa  172.22.244.61
Cmopoackas Onera CTanucnasoeHa 172.22.244.61
Cmopoackas Onera CTanucnasoeHa 172.22.244.61
Cmopoackas Onera CTanucnasoeHa 172.22.244.61
KopcyH KOnua MNeTpoaHa 172.22.244.61
KopcyH KOnua MNeTpoaHa 172.22.244.61
TpoMoB KIpKMA ANEKCeeBMY 172.22.244.61
TpoMoB KIpKMA ANEKCeeBMY 172.22.244.61
TpoMoB KIpKMA ANEKCeeBMY 172.22.244.61

BepHyTbCA

-

BearpysuTe & Excel

Puc. 198. MpocmoTp KypHana AencTBuit

B Tabaunuy aBTOMaTUYECKM [00aBNAOTCA 3anuMcv 06 OTKPLITUKM Nosb3oBaTesem toboro
pasgena Cucrtembl. MpocmMaTMpBaTb *KypHAA MOTyT MoOJb30BaTeNIN C MPaBOM MPOCMOTPaA
NYHKTOB pa3gena Cucrema 6e3onacHocTu. s NpOCMOTPA KypHasia Bbibepute NyHKT MEHIO
NHCcmpymeHmel—» Cucmema
OTKPbLIBLUEMCS OKHe AepeBa noapasgeneHuii (puc. 199) sbibepuTte noapasgeneHne uam
OoTAeNbHbIX NOMb30BaTeNel, BbibepuTe TUN AENCTBUIA, KOTOPbIE A0JIKHblI BOUTK B OTYET (Mo
YMOJIlYaHUIO OT4YeT byaeT chopmupoBaH M3 BceX AEWCTBUIA MONb30BaTeNen), yKarkuTe
AManasoH AaT U HaXXMUTe KHOMKy MoayuynuTb OTUET.

besonacHocmu—>ypHan Oelicmauli

nosve3o08ameriA.

B

Cuctema 6e3onacHoctu
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HypHan geMcTBMiA NoNb3oBaTenen

Monszosartens [ MogpazgeneHue
a [ adi Tpynna komnanmil «TPEAL»
& TpoMos Kopuii Anekceesuy
[l & HBaHuyK AnexcaHap Metpoauy
] a Metpoe VBax Cepreesmy
Fl D.‘.‘.-mo «KAMEPOH»
0 & Hosakos Cepred BnaguMuposnd
0 a Cmopogckan Onera CTaHWCNaBoBHa
4[] ik WHaHCOBRIA gUpeKTOp

- ~ .
[ & Knioussckuil MapaT @Eégopoamy « A 2018 - ,
4[] 3 Byxrantepus

- = n B € 4 N € B
& Kpotos Cepred MeaHoswy

& Jlixan TaThAHa CepreesHa
& Hosakoe Cepreii Bnagumuposiy (4ns 33gau no Byxrantepus)
4[] 88 BIoMKETHBIA 0TAEN

1
2 3 4 5 6 7 8
0 11 12 13 14 15
16 17 18 19 20 21 22

MapemHz Enexa Cepreeexa

o

- . ; 23 24 25 26 27 29
[7] m Hoszkoe Ceprei Bnagumuposnd (Ans 33034 no BKOOKETHSIR 0... a0 I@
| & CTporan HatansA CepreesHa
4 7] 8 MNaHOB0-3KOHOMMUECKWIA 0TARR Ceroans -
Tun geiictens: | Bee ~ C patel: |01.04.2018 00:00:00 |[3| Mo paty: | 28.04.2018 23:5%:5¢ [ Mony-wme otuer

Puc. 199. OKHO popmMHpOBaHUA OTHETA

3anucy B cTonbuax TabauLbl MOXKHO COPTUPOBATb MO BO3PACTAHMIO UM ybbiBaHMIO. Ann
COPTUPOBKMU KAMKHWTE MO 3aronoBKy cTonbua, ANA CMeHbl HamnpaBAeHWA COPTUPOBKM
KAUKHUTE ewg pas.

3ameyvaHue: ecnm 3anucb B Tabauue OTHOCUTCA K obbekTam CucTembl, OHa ABisAeTcA
CCbI/IKOM Ha 0O BbEKT.

Ona pesynbtatoB OTYETA AOCTYNEH CUCTEMHbIM MOUCK. OTYET MOMKHO COXPaHUTb Ha
yCTpOMCTBO nonb3osatens B ¢opmate Excell Bocnonb3osaswnCce KHOMKOW Bbirpysutb B
Excell. Ana Bbibopa ApyrMx noapasaesieHuii 1 nonb3osBaTenen Haxmnte BepHyTbea, byaeT
COBEpPLIEH Nepexosa K AepeBy NoApasaeNeHuU.

24.14. AKTUBHbIE NONb30BaTeNU

MyHKT meHto MHcTpymeHTbl — Cuctema 6e30nacHOCTM — AKTMBHbIE NO/1b30BaTeNU
ncnonb3yeTca A1a MNOAYYEHUN KYPHaANa KOHTPOAA aKTUBHbIX CECCUM NONb3oBaTesnel Ha
MOMeHT dopmMmupoBaHMA. B BepxHel 4acTu oToOpaxaeTcs aKTUBHOE KOJIMYECTBO
MCMONb3yeMbIX TUMOB JIMUEH3UI W MOUCKOBAA CTPOKa. [lyHKT MeHl [oCTyneH
noab3oBaTeiIaM c NpaBoM AgMmnHucTpatop Cuctemsl. *ypHan BrkaodaeT noas (puc. 200):
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OO0bMHEA NUUeHIMA: 2 KOHKYPeHTHAR NkueH3auna: 0 BeeauTe TekcT ANA noucka

Meone3oearens Tun NULEHIAKN KnueHT Hauyano/sozo0HoBNEH.
B Mpomoe KA OBbIMHER NULEHIMA web 26.05.2023 14:58:49
B KniodeBckuid M.0. OBkIMHEA NHLEHIMA maobile 26.05.2023 14:57:1

puc. 200. NpocmoTp KypHara akTMBHbIX Monb3oBaTtenen

— Monb3osartenb — haMuanA, UMA, OTYECTBO NOJIb30BaTeNs CUCTEMbI.
— TuUN INLEH3UM — TUMN UCNOJIb3YEMOI NONIb30BaTENEM NLLEH3UU CUCTEMBI.

— KnueHT — ncnonbayembiii uHTepdeic Cnuctembl. OCHOBHOM Beb-uHTepdENC, a TakKe
npunoxeHua «MHpopmep» (ana Windows), «MoTtus» (ana i0OS), nHtepdelic ans
MOBUABHBIX YCTPOWCTB WMAM WMHTErpauMoOHHbIM Moaynb. [onb3oBaTenb MOXKeT
paboTaTb 0AHOBPEMEHHO BO BCex MHTepdeicax CucTembl (B TOM YMCae UCMO/b3yA
HECKOJIbKO KOMMblOTEPOB UK Bpay3epos).

- Ha‘-lal'IO/BO306HOBI1€‘HVIe ceccMm — QfOaTa W BpemA Hayasla ceccun  UIu
BO30OHOB/IEHMA NoC/e nepepbiea B pa60Te.

Mpumeuanne: [na MCNONb30BaHUA OTYeTa A0NAXKEH ObiTb HACTPOEH KOHTPO/b CeCccui,
KOTOpPbI/ BbINOAHAETCA B Cron MAWM B NiaHMpoBwumKe 3agad Windows (cm. n. Hactporika
KOHTpOMA ceccuin PykoBoacTea Mo yctaHoBke CUCTEMBI).
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25. ABTOMaTH4ecKoe co3gaHue 40KYMEHTOB

JoKymeHTbl B CMCTEME MOKHO CO34aBaTb aBTOMATMYECKM, HA OCHOBE AaHHbIX M3 ¢alinos
dopmaTta *.xIsx U *.xml, 3arpy’KeHHbIX Ha cepBep BPYYHYI WUAN C MOMOLLUBLIO BHELIHMX
CUCTEM: CKPUMTOB 3arpy3Ku, 3/1€ KTPOHHOM NOYTbI U T.M.

Mopnep1BaeTca aBToMaTUYECKOe 3arnosIHeHWE Nofen TUna:
— Yucno;
— CTpoKa;
— TekKcrT;
— [aTa;
— CnpaBoOYHUK;
— ®ainbl — TMN cucTeMHOro nona «Painbl» B LOKYMEHTaX.
MNpasuna opopmneHus coorsetcTeua noneii XML ¢aiina c ucnonososaHnem XPATH:

— npoucxoant B dopmate noAanepKMBaeMom byHKUmen PHP —
http://php.net/manual/ru/simplexmlelement.xpath.php

— BCE MNpPOCTPaHCTBA MMeH cyuwecTBylowme B xml ¢daine aBToMaTU4YeCKU
perucTpupytoTca gna ncnonobsosaHuna s XPATH

—ecnn B8 XML JOKYMeHTEe MCMO/ib3yeTcsa MPOCTPaHCTBO MMEH Mo ymonyaHuio (6e3
yKasaHua npeduKca), To B 3anpocax ANA HEro MOXKHO WCNOoAb30BaTb NpeduKc
“defaultNs”

Mpumep cogepkanua ¢painna popmara xmil:

<?xml version="1.0" encoding="UTF-8"7?>

<form:Documents xmlns:xsi="http://www.w3.0rg/2001/XMLSchema-instance" xmlns:addData="h
< Jorosop: Joroeopl xmlns: Jlorosop="http://www.abbyy.com/FlexiCapture/Schemas/Export/[l
< ContractType>KOHTPAKT</ ContractType>

<_DocNum>CAR/ MSP /01-15</_DocNum>

< DocDhate xsi:nil="true"/>

<_Contragent>CAH SAPMACBIOTVKAJI MHOACTPU3 ﬂMMMTEﬂ</_CODtragent>

</ JHorosop: Jlorosopl>

</form:Documents>

Mpasuna opopmneHua gaHHbIX B XLSX:

— [lns Bcex nonen He ABAAIOLMXCA AATOM yKas3blBaTb B HAacTpPoMKax ¢opmarta aveek
TMn ¢opmaTa — Texkcmosebil.

— PaspeweHHble GOpMaTbl AAT COCTOAT U3 ABYX MHOMECTB:

® BCTpOEHHble B cuctemy: 'd.m.y', 'd.m.Y', 'd.m.y H:i', 'd.m.Y H:i', 'd.m.y H:i:s',
'd.m.Y H:i:s'

e Bce $opmMaTbl U3 cnncka GopmaToB AaT onpeseleHHbIX B HAaCTPOMKaXx.
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3ameuaHue: noaaepxkka ¢GOpPMaToB [aT C  J/IOKA/IM30BaHHbIMW  Ha3BaHUAMM
mMecAueB/AHeW HeAeNn He rapaHTUpyeTCA.

Ba)KHO: B HACTPOEHHOM popmaTe He AONXKHO BbITb ULWHUX NPo6enos.

[JOKYMEHT He MOKeT BbITb CO34aH NPU OLMBKaxX B AaHHbIX:
— He HailgeH Wwaba10oH No KOTOPOMY CO34aBaTb AOKYMEHTbI.

— Bbina owmnbKa napcuHra BXOAAWMX AaHHbIX 3HAYEHWUIM noneir nNpu co3gaHum no
lWabnoHy.

— YKasaHHbIl B none ¢aiin He cylecTeyeT/He A0CTyneH/He MOXeT BbiTb NepemeLleH.

— HeT 3ano/siHeHHOro mapuwpyta B WabnoHe (McKNoyeHWe — WwabnoH YepHOBUKa
OOKYMeHTa).

— He 3anonHeHbl ob6s3atenbHble nonAa  (UCKAOYeHMe — WabsaoH 4YepHOBMKA
OOKYMeHTa)

3ameyaHue: B NpUMepe HUKe onucaHa paboTta c painnamum popmara *.xlsx.
[Nns ycnewHoro umnopTa AaHHbIX B cuctemy dannbl XIsx u xml gonkHbl cogepKaTtb:

— 3HayeHuA nonen AOKYMEHTOB,

— Ha3BaHuMA WabnoHoB pPerncTpaunoHHbIX KapToyeK AOKYMEHTOB, C UICMNOJZ1b30BaHNEM
KOTOPbIX CneayeT co34aBaTb AOKYMEHTbI B Cucreme (HeO6ﬂ3aTe/'l bHOEe 3Ha‘-IeHl/Ie),'

— HasBaHuA ¢aiNoB, KOTOpble HEOBXOAMMO MPUKPENUTL K OOKYMEHTY B CucTeme
(HeobA3aTenbHOE 3HaUYeHMe).

B daiine xlsx ngeHtudmkatopbl noneit ykasaHbl B NepBOM CTpoke Tabnuubl. BTtopaa u
Kaxk4as nocneaytowas CTpoKa Tabaunupl cofe prKaT AaHHble 04HOro AOKYyMeHTa (puc. 201).

Bl MERP S f\ Oﬁyuamumﬁﬁypd

A B

1 |I'|.nuu.Lan.Ka
2  KoHdepeHu-3an «laasa» (Mbimuuym)

3 | NekyMoHHbi 3a0 CNEMTKY (CNE)

4 HoudepeHu-3an «@opmanTta» (Bearopoa)

5 | lkona ynpasneHua, NeKUMoHHaA ayauTopua (BopoHe:x)

|Uﬁyuamunﬁ RypC Ivuacrhmen

TPEHMHI N0 FOPAYAM NPOSaKam Mackea

MHTEHCHBHDBIN KYPC Mo HacTpoike NGINX C-Netepdypr

Kypc nekumid «Pabota 8 cucteme MOTHMB» benropog, Crasponosns, Mockea

TpaKTHUECKUE 3aHATIA NO kYPCY «PaboTa B cucTeme MOTVIB» Mocxea, Benropos, Bopores

Tt @® HIE]
MPABKA

H B m

puc. 201. Mpumep daiina xlsx gna umnopta B Cuctemy

Co3paliTe Ha cepBepe AMPEKTOPUIO AAA NpeaBapuTenbHOM 3arpyskn  ¢ainoB w
AVPEKTopUIO, Kyda byayT nomeweHbl Gaiiibl NOC/E CO34aHMA JOKYMEHTA. upeKTopus ans
npeABapuTebHOM 3arpy3KM MOXKET COAE PKaTb BAOXKEHHbIE AUPEKTOPUM.
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BaxkHo! Hactpoiite ana cnyxkbbl cepsepa Apache nosnHble npaBa Ha CO34aHHble
ANPEKTOPUMN.

ana HaCTPOWKM napameTpos numnopTa BblbepuTe MYHKT MeHI0:

NHCmpymeHmMol—>AOMUHUCMPUpPOBAaHUe— BHewHue cucmemsi. HaxmuTe + (O06aBuTbL
BHELHIO CUCTEMY) Ha MaHeNn MHCTPYMEHTOB BHU3Yy 3KpaHa M BbibepuTe B nose Tun
3HauYeHWe UMmnopT goKymeHTOB u3 ¢aitnos (puc. 202).

BHEWHHWE CHCTEMBI

Hazeaxune Twun M NUaHWko | ABTOP
Y. Cepeep KOMMYHWKAL Cepeep KOMMYHMKAL Oz
[o6aEnTE BHELHIOW CHCTEMY =]l
Hazeanme™ MMMopT AoKYMEHTOR WS dalinos
Tun™ MMnopT goKyMeHTos W3 dhadnos >
MpexTudmkaTop CepBep KOMMYHWKALMIA
MyTh K N2NKE C AaHHBIMK ANA MMNOpPT AOKYMEHTOR W= halinos

3arpysEn® {b

TyTs K NEMKE C 33rPyseHHLIMKU
OaHHsIMK™

LLIaBnoH KapTOUKK OOKYMEHTS
COOTEETCTEME Noned W JaHHBK™

Tun zarpysaeMsix thainos™ xlsx

Wnnunnova wan chadnno LITE 2

CoxpaHMTE OTHEHHTE

puc. 202. lobaBneHne cMcTEMbl UMNOPTA AaHHbIX

YKaXuTe HasBaHue, Hanpumep, «MMnopT OokymeHToB M3  XLSX» W YHWKaNbHbIN
naeHTudukatop. B nona MyTb K nanke ¢ AaHHbIMKU ANA 3arpy3kM U MyTb K nanke c
3arpy)XeHHbIMMU AAaHHbIMU BNULINUTE MOJHbIE NYTU (OTHOCUTENbHO KOPHEBOM AVMPEKTOPUM
¢dalinoBoi cuctemsl). Boibepute TMN 3arpy:kaembix ¢parinos: xIsx nam xml.

BaxkHo! Ecnuv B nosie Tun 3arpyaembix $paiinos BbibpaHo xIsx, To uma dalina gna nmnopTa
A3HHbIX MOXeT OblTb ToAbKO ImportMotiw.xIsx. 3To cBfizaHO ¢ Tem, 4TO B nanke
OZHOBPEMEHHO MOTYT cogepKaTca darnbl xIsx co 3HaYEHUAMM NONEN U NMPUKPENseMble K
AoKyMmeHTam. [na paboTbl ¢ Heckonbkumu darinamm ImportMotiw.xlsx wmcnonbsyiTe
BNOXEHHbIE ANPEKTOPUMN.

YKaxute, npyM HeobxXxoaAMMOCTH, KOONPOBKY MMeH GaliNoB U AMPEKTOpUiA (N0 YMOYaHUIO
yctaHosneHa UTF-8). B none CooTBeTCTBME NONEN U AAHHbIX YKAXKUTE Mapbl 3HAYEHUN B
dopmare: {UAEHTUOUKATOP_MNONA_B_KAPTOYKE_OOKYMEHTA}={MAEHUTOUKATOP
NoA B ®ANNE} .
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BaHO: HassaHue naeHTUdUKaTopa nona B daine A0MKHO BblTb HAMMCAHO B BepXHEM
pernctpe (cm.pwmc. 203). Kaxayto napy 3HaYeHUi yKasblBaiiTe C HOBOW CTPOKMW.

BoibepuTe WwWabnoH KapToykKu, NO KOTOPOMY ByAyT CO34aHbl AOKYMEHTbI B ClyyYae, eciu B
3arpy»XeHHOM [OKYMEeHTe He YKa3aHO Ha3BaHue wWabnoHa perucrpaumMoHHON KapTOYKM
JOKyMeHTa B dopmate: MOTIW:TEMPLATE_ NAME=MAEHTUPUKATOP NMOMA B PAWNE. B
OOHOM [AuMpeKTopuM MoryT OblTb daimbl C  [OKYMeHTamu, Kotopble B cucteme «MotvB»
HeobXxoOAMMO co3fdaBaTtb MO pasHbiM  LWAbMoHam pPerMcTpauMoHHbIX  KapToYeK [OKYMEHTOB.
Hanpumep, forosopbl 1 npukassbi.

Hazearue™ MMnopT QoKYMEHTOE Wz X515

Tun™® MMMopT OoKyMEHTOE W= (hainos

MoeHTHEMKaTOD UP_DOC

MyTe K MarKke C AaHHBIMKA 15 Jvar/httpd/documents23.test. lan/scripts/up_doc
2aArpysHM

MyTk K Nanke C Jvar/httpd/documents23.test. lan/scriptsfupld_d...

3ArPYHEHHEIMK JaHHEIMK™
LaEn0oH K2pTOUKK JOKYMEHTE | 3NeKTPOHHaRA BX0OALLEA 32A8Ka

COOTBETCTEME NMonei 1 PLOSHADKA=TIMOLLAIKA
O3HHBIE™ KURS=0BYYAHDLLMIA KYPC
GOROD=Y4ACTHWEM
Twn zarpysaemslx dainos™ xlsx
KoowpoBka wMeH dadnos v UTF-8
OWDEKTODHIA -
3arpy=uTe AaHHble | | HypHan MMNopTa QaHHbIX CoxpaHMTe OTMEHKTE

puc. 203. 3anosiHeHWe 06A3aTeNbHbIX NONEN NPU HACTPOMKE UMNOPTA AAHHbIX

3arpysuTte ¢dalinbl, NOArOTOBAEHHbIE 419 MMNOPTA AAaHHbIX B AMPEKTOPUIO, YKa3aHHYIO B
none MyTb K Nanke C AaHHbIMM A8 3arpPy3KU U HaKMUTE KHOMKY 3arpysuTtb AaHHble.
OTo6pasnTca UHANKATOP 3arpy3KM Mo OKOHYaHWUM KOTOPOK ByAeT OTKPLITO OKHO C J1I0TOM
pe3ynbTaToB MMMOPTA M BO3MOXKHbIX OWIMBOK (puc. 204).

ABTOMATMUECKOE CO3JaHMe AOKYMEHTOB 263



HMnopT QokyMeHToB 13 dainos [=] |

26.12.2017 11:13:536: Start import for External system HMumopT goxyMeHTOE H2 daiinor’ o
26.12.2017 11:13:56: Checking file system encoding: UTF-8

26.12.2017 11:13:56: Checking import folder rights: /var/httpd/documents23 test lan/seripts/up_doc

26.12.2017 11:13:56: Checking imported folder rights: /var/httpd/documents2 3 test lan/scripts/upld_docs
26.12.2017 11:13:56: Checking template from settings..

26.12.2017 11:13:56: Preparing fields collation

26.12.2017 11:13:56: Scanning import folder /var/httpd/documents23 test lan/scripts/up_doc for

subdirectories..

122017 11:13:56: Processing directory: 11
.12.2017 11:13:56: Processing xlsx file:
var/httpd/documents23 test lan/seripts/up_doc/11/ImportMotiw xlsx

[ ]
(=2 I =

26.12.2017 11:13:56: Processing row 2

26.12.2017 11:13:57: SUCCESS: Document 972 is succesfully created for row 2

26.12.2017 11:13:57: Processing row 3

26.12.2017 11:13:57: SUCCESS: Document 973 is succesfully created for row 3

26.12.2017 11:13:57: Processing row 4

26.12.2017 11:13:57: SUCCESS: Document 974 is succesfully created for row 4

26.12.2017 11:13:57: Processing row 3

26.12.2017 11:13:57: SUCCESS: Document 975 is succesfully created for row 5 -
=

puc. 204. OKHO NPOCMOTpPA Z10ra UMNOPTA AAHHbIX

3amevyaHue: ,ﬂ,OKYMeHT MOXKeT bbITb CO34aH AaXXe eCnu Bce AaHHble Noay4YeHHblIe AnAa HETo
6bin NyCTbIMU CTPOKaMMU.

[ns npocmoTpa MCTOpUWM onepauuit N0 MMNOPTY AaHHbIX M3 GAlN0B HAXKMUTE KHOMKY
*ypHan umnopTa AaHHbIX.

Mpwn aBTOMaTMyeckoi 3arpyske ¢GanioB C AAHHbIMM MOMKHO aBTOMAaTU3MPOBATb MMMOPT
OAHHbIX U3 HUX. [nAa aToro 3anycrure cny>K6y /services/externalSystemController.php
no pacnucaHuto.

MapameTpbl KOMaHAHOM CTPOKM 418 3aMycKa Mo pacnucaHuio cnyxbbl Cron:
/path/to/php/php path/to/motiw/scripts/services/externalSystemController.php path/to/m

loe:

/path/to/php/php — muTepnperarop php
path/to/motiw/scripts/services/externalSystemController.php — nyTh K 3anyckaemMomy (ami
path/to/motiw/scripts/ — myTs k Hamnke CKPUITOB MoTuBa

servername — uMa cepBepa, motiw msiga OBHUHOM yCTaHOBKM, IJIA MyJIbTUXOCTUHTOBOM YyCTAHOBKMU

[lononHUTeNbHblE NapameTpbl:

launchType — Tun sanycka KOHTpoJJepa, obsa3aTeJIbHBEIN NapaMeTp, Ha IOaHHBEM MOMEHT OOCTYyIeH
object — id mam “UpenTmdmxaTop” BHeEWHEN cuUCTeMs uMIopTa ¢aiyos, oOsS3aTeJIbHEM NapaMeTp.
operation — onepaumsa, He obsa3aTesIbHHM NapaMeTp, IO yMoJildaHMoO = ‘import’

echoLoglLevel — ypoBeHB JIOTOB HJIA BHBOJA B KOHCOJIb, He OOA3aTesIbHEM NapaMeTp, IO yMoJda
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Mpumep 3anycka U3 KOMaHAHOM CTPOKM:
php -c /etc/php5/apache2/php.ini /mnt/scripts/services/externalSystemController.php /m

daitn  services/externalSystemController.php moHoO 3anyctutb u3 6paysepa nog
aBTOPM30BaHHbIM MONb30BaTENIEM WMEWOLWMM MNPaBO aAMUHUCTPUPOBAHUA BHELIHUX
cuctem. Mpu 3TOM HYXKHO YyKasaTb AOMNONMHWUTE/NIbHblE MapameTpbl OMUCAHHbIE Bbllle
nepepnas ux B Buae S_GET uan §_POST napameTpos.

I'Ipmwep 3anycka us 6pay3epa:
http://motiw.lan/services/externalSystemController.php?launchType=system&object=import
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26. Tnoccapun

BHewHuii nons3oeamens — nosb3oBaTenb, He 3aperMCTpMpOBaHHbIVI B Cucreme, HO ¢
KOTOPbIM BO3MOXKEH 0bMeH noyToBbIMU COOGLLI,EHMFIMM nocpeancrsom 3ajay B Cucreme.

I'pynna npae — CoBOKYMHOCTb NMpaB, KOTOPbIMU Haae/1eHbl NON1b30BaTeNU rpynnbl.

Aenonpouszeodumenev — cTaTyc nonb3oBatens CUCTeMbl, KOTOPbIA AAET NONb30BaTE/NO
nofHomouma «TO/NbKO CBOWM 33adayM» Ha MO/b30BaTeNnell CBOEF0 W  B/IOMKEHHbIX
nogpasaeneHuin, nosHomouma «TONbKO CBOWM 334ayM» HA MNOAb30BaTesIel CO CTaTycoMm
«HauanbHWK» 1 «[lenonpounssoamutenb» noapasaeneHuini 0aHOro ypPoBHS.

KoHmakm — Habop MHGOPMaLMOHHBIX Moseil, onpeaensaoWmii coctaB Nnoaen agpecHom
KHUTW U PEKBU3UTOB NoNb3oBaTens CUCTEMbI.

HavanbHuk — ctatyc nonb3oBaTens CUCTEMbI, KOTOPbIN JAET NONb30BATEND MONHOMOYUSA
«TonHble NpaBa» Ha NONbL30BATE/IEN CBOETMO U BNOXKEHHbLIX NOAPA3AeNEeHUI, NOAHOMOYNA
«TONbKO  CBOM  33Jaum» Ha MOJib30oBaTeNEeM CO  CTaTycom  «HayanbHWMK» U
«Jlenonponssogutenib» NogpasaeneHnin o4HOrO YPOBHS.

O6pabomyuk — co3gaHHbIN aAMUHUCTPATOPOM CUCTEMbI WA6A0H, KOTOpbIA nossondet
BbIFPY»KaTb MHGOPMaLMIO O 3aZa4aX, AOKYMEHTAX M CNPaBOYHMKaX ANA NPOCMOTPa U nevaTu
B ¢ann popmata RTF unm XLS (XLSX), M3MeHATb Nonsa 3a4ay, OCYLLECTBAATb 3NEKTPOHHYIO
paccblKy 06 U3MEeHEeHUAX B 334a4ax.

ModpasdeneHue (oTaen, AeNapTaMeHT, CEKTOP U T.4.) — OCHOBHOM 06beKT CUCTEMbI, MOXKET
MMeTb BJ/IOXKeHHble noapasfaenenus. [logpasgeneHnsa oOpraHu3oBaHbl B eAWHYIO
APEeBOBUAHYIO CTPYKTYpPY Npeanpusatua. Bce onepauuu ¢ noapasaeneHuamMM AO0CTYMHbI
nofib3oBaTeNAM, MMELWMM MPaBo agMUHUCTPATOPa CUCTEMbI, M MONb30BaTENSAM CO
CTaTycoM « HavyanbHUK».

lMonHomouvuAa nosib3oeamesnAa — COBOKYNMHOCTb NpaB N0J1b30BaTeNNA B Cucreme, NONYy4YeHHbIX
MM NO YMONYAHUIO U Ha3Ha4YeHHbIX AOMNO/IHUTE/IbHO BblWeECTOAWMM pyKoBogUTENEM UITU
AOMUHUCTPATOPOM CUCTEMBbI.

Mons3oeamenb — o06bekT CucTembl, npeacTaBaAlOWMA cobon  du3Myeckoe AnUO,
paboTatouee ¢ CUCTEMON. XapaKTepusyeTca HaMuyMemM MMEHWU NONb30BaTENA, Napoasa U
cTatyca. 06a3aTeNnbHO OTHOCUTCA K OAHOMY M3 noapasaeneHunii Cucremol.

CompydHuk — ctatyc nonb3oBaTens CUCTEMbI, KOTOPbI MO YMOAYaHUIO O3aET MNpaBo
CO34aHMA 33434 TONIbKO caMomy cebe M NPOCMOTPaA 33434, B KOTOPbIX OH y4acTByeT.

Cnpaso4yHUK — CTPYKTYPUPOBAHHbIN WCTOYHMK, HAaHHbIE KOTOPOro WCNO/Ab3yTCA NpU
paboTe c 3a4a4aMu U JOKYMEHTaMMU.

Tun 3a0a4u — norvyeckas COBOKYMHOCTb 4OMNO/IHUTE/IbHbIX anVl6yTOB 3ag4a4un. Tunbl 3agad
CO34al0T N0/1Ib30BaATE/IU C MPABOM CO3aHNA TUMOB 3a4a4.
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YepHosuK OoKymeHmMa — OUKCMPOBaAHHbLIN Habop nonei KapTOYKM [OKYMEHTA
BbIOPAHHOMO TUMA, C BO3MOMKHOCTbIO UIHOPUPOBATb 06A3aTENbHOCTb 3aMO/IHEHUA MOMEN,
MapLpyTHON CXemMbl M ee NapameTpPoB, M BO3MOMKHOCTbIO Aa/ibHEWLEro CO34aHus

AOOKYMEHTa.
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