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PyKOBOﬂ,CTBO nonb3oBaTenda

1. BBepeHue

[aHHoe «Pykogsodcmeo ronb3oeamerisi» (Qanee — pykogoOCcmeo) COAEPXUT onucaHue
pabo4vmx OKOH 1 NocrneaoBaTenbHOCTU AEUCTBMI Npu paboTte ¢ pasgenamm, BXOAWNMUN B
Moaynb pacwupeHus cetesoro MO PERCo-SM02 «[llepcoHasn» eOvHOW CUCTEMD
B6esonacHocTn 1 noBbiweHus apdektnsHoctn PERCo-S-20 (nanee — cucmema).

[aHHoe pykoBOACTBO [OSMKHO  WUCMNOMb30BaTbCsA COBMECTHO C  «Pykogodcmeom
aodmuHucmpamopax» ceteBoro MO PERCo0-S-20 v pykoBOLACTBOM MONb30BaTENS MOAYISA
PERCo-SN01 «ba3oeoe 10».

PykoBOACTBO paccumTaHo Ha nonb3oBaTens, obnagatowero 6a3oBbiMU HaBblkaMu paboThbl
C NPUNOXeEHNAMN B cpee onepaunmoHHbix cuctem Microsoft Windows.

B pykoBoACTBE MCMOMb3YOTCS CreAyoLmMe COKpaLLEeHUs:
e [10 — nporpammHoe obecne4veHne

Moayns PERCo-SMO02 «[llepcoHas» npefHasHayeH ONd COTPYOHMKOB OTAENOB KaapoBs
(oToenoB nepcoHana) npegnpuaTMs WM NO3BOSMSIET  pacwupuTb  PYHKUMOHASbHbIE
BO3MOXHOCTUW pa3nenoB «YyemHsble OaHHbie» 1 «CompyOHuku», Bxoasawmx B PERCo-
SNO01 «ba3zoeoe NO». Pa3gens! BKIOYEHbI HA NaHenn Hasuratopa B rpynny «flepcoHasn».

Pasgen «Y4yemHbie OaHHble» nNpefHa3HavyeH aAng ykasaHusi OpraHn3aunoHHON CTPYKTYpbI

npeanpusaTuUs, HasBaHUM €ero CTPYKTYPHbIX MoAapasfgeneHnn u  BedeHus  chiucka

yTBEPXOEHHbIX Ha npeanpuatum  OormkHocTen. B pacwmpeHHon Bepcun  pasgena

pobaBneHbl cnegyowme BO3MOXHOCTU:

e YKasaTb Ons Kaxgoro nogpasgeneHus wabnoH npaB gocTyna Ansi COTPYAHWUKOB U
noceTutTenen nogpasgeneHus.

e YKasaTb WMHGOPMaUMIO O PacrosiOKEHUN Kaxaoro nogpasgeneHuss n TenedOoHHbIX
HOMEpPOB AJ151 CBSA3W C HUM.

e YKasaTb ANs KaXOoro nogpasgesieHns KOHTaKTHOE fvMuo M COnpoBOXAawLwero u3
COTPYAHVKOB rnoapasgeneHuns.

e Co3pgaTb nons Ana BBOAA B YYETHYHO KapTOYKy COTPYAHWKA MPOU3BOSIbHbBIX
AOMONHUTENbHbIX TEKCTOBBIX UMK rpaton4eckmx JaHHbIX.

e XpaHuTb UHGOpMauuo 06 ngaBaemMblx Ha NPEANPUATAN OKYMEHTaX.

Pasgen «CompyOHuku» npegHasHa4yeH Ans 3anofIHEHNS YYeTHbIX KapToveKk U BeAeHus

crnvcka COTPYAHWUKOB NpeanpuaTus, ykasaHusa A58 KaXxagoro COTpyaHUKa npuHaaniexHocTu

K OAHOMY M3 CTPYKTYPHbIX nogpasgeneHni npeanpuatunsd, rpacduvka padoTtbl U AOSHKHOCTH.

B paspgene Takke npegycMoOTpeHa BO3MOXHOCTb pPacChifikM UMHopMaunoHHon SMS-

coobuleHnn Ha TenedoHHble HOMepa COTpyaHMKOB. B pacwmpeHHon Bepcuu pasgena

pobaBneHbl cnegyowme BO3MOXHOCTU:

e [lo6aBuTb B Y4ETHYIO KapTOYKy COTpyaHuKa ero cotorpaduio n gpyrne rpaduyeckue
AaHHble.

e [lonyuyuTb rpacdmyeckne gaHHbIX U3 panna, oT ckaHepa, OT KaMepbl BUOEONOACUCTEMDI
nnun ot Web-kamepbl.

e [106aBnTb B YY4ETHYIO KAPTOYKY COTPYAHMKA OaHHblE JOKYMEHTA, yOOCTOBEPSAIOLLErO ero
NMYHOCTb. [aHHble MoryT 6biTb BBEAEHbI BPYYHYKD MM aBTOMATUYECKM pacrno3HaHbl
nocre CkaHMpoBaHWs AOKyMeHTa (Mpu yCrnoBun yCTaHOBKM AonosniHutensHoro MO).
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2. Pa3zpen «Y4yeTHblIe AaHHbIe»
2.1. HasHauveHue

Paspen «Y4yemHble OaHHble» npedHasHayeH Ons BBOAA OpraHM3auWoHHONM CTPYKTYpbI
npeanpusaThs, HasBaHU ero CTPYKTYPHbIX NoApasdenieHuin, a Takke BeAeHWUs crucka
YyTBEPXXOEHHbIX HA NPeanPUATUN OOIPKHOCTEN.

2.2. Bknapka «lMogpasgeneHuna»
2.2.1.Paboyee OKHO BKNnaakKu

Bknagka lMNMoppaspaeneHusa npefHasHayvyeHa Ans ykasaHWa OpraHu3auyMOHHOW CTPYKTYpbI
npeanpusaTUs N Ha3BaHWN ero CTPYKTYPHbIX noapasgeneHnin. C kaxkabiM nogpasgeneHnem
MOXHO CBsi3aTb WAabnoH Joctyna CcoTpygHuMKa W noceTuTens, KoTopbii Oyger
yCTaHaBnMBaTbCA aBTOMATMYECKM Mpu Bblgave KapTbl Joctyna. [lpuHagnexHocTb
COTpyAHVKa K TOMY WUIN MHOMY CTPYKTYPHOMY NnoapasfeneHunto ykasbiBaeTcs B pasgerne
«CompyOdHuku». Pabo4yee OKHO BKNaaku MMeEeT cneaylowmn Bua;

MoapasaeneHua Jom#HOCT JononHUTENbHEIE AGHHEIE JoKyYMEHTEI

[# [ﬁ ab [ | [ | o A& | I'Ior:asblBaTb CKPBITHIE | ABTOMETHYECKaNA COPTHUPOBKA | @

LoTawoHHee Gnioaa

HazeaHwe PacnonoxeHwe KoHTaKTHOR nMuo TenedoHe!
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1. Bbibop Bknagku pasgena:
o lMoppaspeneHus;
e Bknagka [JOMKHOCTH;
e [lononHuUTenbHbIe AAHHbIE;
e Bknagka [JOKYMEHTbI.

2. [laHenb MHCTPYMEHTOB BKNAOKM:

o ¥ Oo6aButb nogpasneneHue (Ctrl+N) — kHonka nossonseT go6aBuTb HOBOE
nogpasgenieHme Ha TOM XXe YPOBHe, YTO 1 BbibpaHHOe B paboyen obnacTtu BKNaaku.
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o '+l fo6aBuTL BROXEHHOE noapasgeneHue (Ctrl+Alt+N) — kHonka nossonser
nobaBnTb HOBOE nogpasgeneHve, CTPYKTYPHO Bxoasiwee B BbibpaHHOe B paboyen
obnacTtu BKnagku.

o 3 N3meHnTL Nnogpasnenenune (Ctrl+E) — kHoMKa No3BoNsieT M3MEHWUTb Ha3BaHMe
U1 onucaHue noapasgenexHns, BbiopaHHOro B paboyen obnacTtuy BKIagku.

o Ypanutb | ckpbiTb nogpasaeneHue (Ctrl+D) — kHonka no3BonsieT yaanutb unm
CKpbITb BblaeneHHoe B paboyen 06nactu BKNaaku nogpasgeneHue.

lpumeyvaHus:

= TlopgpasgeneHve npu nonbiTke yaaneHus OyaeT CKpbITO, eCriv B HEM COCTOSAT
COTPYOHWKA WM  OHO COAEPXMUT BIIOXEHHble noapasgeneHunsa. CkpbliTble
nogpasgeneHus otobpaxarTca B paboyen obnactn BKNagku KpacHbIM LBETOM
npu yctaHoBreHHOM naxke [MokasbiBaTb CKpbITble. [Ns BOCCTaHOBMEHUS
CKpbITOro nogpasaeneHus Bbliaennte ero B paboyven o6nacty BKNagkm N HaOXXMUTE

KHOIKY ! BocctaHoBUTbL nogpaspeneHune Ha naHesrin MHCTPYMEHTOB BKITaaKWU.

[na ynanewvs noApasfeneHus, B KOTOPOM paHee 3HAYUNMCb COTPYAHUKW,
yoanute cHadana BCeX COTPYAHWKOB, KOTOpble ObINM MNpuBA3aHbl K 3TOMY
nogpasgeneHuio (cHadana B «KoHcosnu», 3ateM B «LleHmpe ynpaesieHus»),
nocne 4ero yaanuTe camo noapasgeneHue.

o § BoccraHoButb noppasgenenue (Ctrl+M) — kHoMka No3BoNnsieT BOCCTaHOBUTb
yaaneHHoe paHee nogpasgeneHue. KHonka goctynHa npu Bbibope B pabouyen
obnacTtu BKNagku yaaneHHoro nogpasaeneHns, Bbl4eneHHOro KpacHbIM LBETOM.

o # Mowuck (Ctrl+F) — kHoMNKa N03BONAET NPOU3BECTM BLICTPbLIA NOUCK NoapasaeneHns
B paboyen obnactu Bknagku. MNouck mMoxeT ObiTb OCyLLECTBIEH MO Ha3BaHWUIo,
pacrnonoxeHuto, PO KOHTaKTHOro nuua unuM conpoBoXaaroLlero, TenedoHy unm
ONuCaHWUIo NoapasgeneHns.

o MNeuyatb (Ctrl+P) — kHoNKa NO3BONSET OTKPbLITL CMMCOK NnoApasferneHui B OKHe
npeaBapuUTEnbHOro NPOCMOTpa ANs NocrneayLwen nevyaTu.

o ﬁ3|<cnopT B Excel (Ctrl+Y) — KkHOMKa no3BONSIET COXPaHUTb CMANCOK
nogpasgeneHun B gopmaTte anekTpoHHbix Tabnuy MS Office Excel.
-] .

e = Jkcnopt B OpenOffice Calc — kHOMka no3BoNsieT COXPaHUTb CrMCOK

nogpasgeneHun B dopmarte anekTpoHHbIx Tabnuy OpenOffice Calc B canne ¢
paclwmpeHnem . ods.

e [loka3biBaTb CKpbITble — NpU yCTaHOBKe doriaxkka B paboyen obnactn BKNagku
ByayT oTobpaxaTbCa yaarneHHble paHee noAapasfgeneHuns, BblAeneHHble KpacHbIM
LBETOM.

e ABTOMaTM4Yeckas COPTUPOBKa — Mpu yCTaHOBKe (hnaxka B paboyen obnactu
BKMagku nogpasgeneHus dyayTt otobpaxaTtbcs B angaBMTHOM nopsigke.

Pabo4yas obnacTtb BKNagku COAEPXKUT pPacKpblBalOLWMACA MHOTOYPOBHEBOIO CMMCOK
CTPYKTYPHbIX nogpasgeneHun npeanpuatud. MNpu nepBom 3anycke pasgena B padoyen
obnactm coOepXuTcs TONbKO 3HayveHne (He onpepeneHo), ycTaHaBnNMBaemoe
COTPYAHMKAM MO YMOSYaHWUIO, eCnn NPUHALMNEXHOCTb COTPYAHMKA K Kakomy-nmbo
nogpasgeneHuto He 3agaHa.

MaHenb BBOAA W pedakTUPOBAHUSA [LaHHbIX COAEPXMT MONA CO creayrouwen
MHpopMauuen o nogpasgeneHnn, BbigeneHHOM B paboyer obnactu BKNagku:

e HasBaHwue.

e OnucaHune — gononHuTenbHas nHpopmaums.

e PacnonoxeHue.
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KoHTakTHOEe nuuo — B Ka4ecTBe KOHTAKTHOro nvua MoXeT ObiTb BbibpaH ognH n3
COTPYAHMKOB noapasneneHus.

ConpoBoXxaarLwWwmun — B KA4ECTBE COMNPOBOXAAOLLIEro MOXET ObITb BbIOpaH 0AMH 13
COTpyAHWKOB noapasgeneHns. ConpoBOXOalowWmMn aBTOMATUYECKM YKa3blBaeTcs
npw Bblgaye KapTbl 4OCTyna NOCEeTUTENO, HanpaBngalLWeMycs B nogpasgeneqHve, B
pasgene «Jocmyn nocemumedsiel» Nnn Npu 3akase NPONyckoB B pasaene «3aka3
nponyckoe nocemumerseu.

TenedgoHbl — TenedoHbl ANA CBA3U C nNogpas3aefieHUEM.

La6noHbl AocTyna COTPYAHUKOB — npaBa AOCTyna no BbliOpaHHOMY LLabnoHy
aBTOMATUYECKM 3a4atl0TCA NpU Bblgade KapTbl 4OCTYyNa COTPYAHWUKY nogpasgeneHus
B pasagene «Jocmyn compyOHUKO8».

LWabnoHbl fgocTyna noceTutenem — npaeBa [OCTyna no BbiOpaHHOMY LWabBMoHy
aBTOMaTU4eCKM 3adalTcsd Npu  Bbldadye KapTbl  [OCTyna  MNOCeTUTEN!o,
HanpasnsawLwemMycsa B noapasaeneHve, B pasgene «Jocmyn compyOHUKO8».

MNaHenb [JoTaunMoHHble 6ntopa. Paboyas obnactb naHenu [oTauuoHHble 6nroaa

COAEPXKUT CMUCOK AOTauUMOHHbLIX Ontog, NPUBA3aHHbLIX K BblAENEeHHOMY B paboden
obnacTtu Bknagku nogpasgeneHunto (naHenb OOCTyNHa, ecnn paHee 6bin yCTaHOBMEH
n oTKpbIT Moaynb MO PERCo-SM16 «Kadpe»):

BUTb —  KHOMK no3BonseTr npuBs3aTb  AOTALMOHH nona
|E1.l:l,06a ornka o3Bornsie 3a oTauuoHHOEe  Onao
K nogpasgeneHuto, BbligeneHHoOMY B paboyen obnactm Bknagku. [pu Haxatum
OTKPOETCHA OKHO Ansi Bbibopa AoTauMoOHHOro 6ntoga ua cnucka 4ob6aBneHHbIX paHHee
JoTtauun:

bBnroga AononHWUTENBHE A0TALME >

HazeaHue

) X Monoko
MerTin 300

z | w

Ok OTMena

S Ypanutb — KHOMKa MNO3BOMSeT yAanuTb M3 CAMcKa MpuMBSA3aHHOE paHHee
JoTaumoHHoe bnoao.

2.2.2.Co3paHune cnucka nogpasgeneHun

Mpwn ykasaHWM OpraHM3aUMOHHOW CTPYKTYpbl MpeanpuaTus pekoMeHayeTcsi co3gaBaTb
KOPHEBOW 3neMeHT, Ha3BaHMEe KOTOpPOro COBMadaeT C HasBaHMEM npeanpusTus
(opraHusaummn) WM HECKOSNbKO KOPHEBbLIX 3NEMEHTOB, COOTBETCTBYHOLUME KPYMHbIM
CTPYKTYPHbIM NOApa3aeneHnsm, TepputopuanbHbiM NpeacTaBUTeNbCTBaAM Unu dounuanam.
[lnsi co3gaHms MHOrOYPOBHEBOMO PaCKpPbIBAIOLLLErOCS CCKa CTPYKTYPHbIX NoapasaeneHuii:

1.

Haxmunte KHOMMKY E HobaBuTtb nogpasgeneHune Ha naHenm MHCTPYMEHTOB BKIMadKW.

CtaHer OOCTYNMHa naHeslb BBOAA N pefakKTupoBaHUA AaHHbIX!
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HassaHne Onicanme

MpeanpuaTue
PacmonoseHke

Odwmc CMNB
KoHTaKTHOE MU WafnoH nocTyna AnA coTpyaHUKOE
|Eu:uraTb||:uéB Bopic Kupunnoeuy B |Cu:uT|:uynHm: (0B} e || =1
CoNpoBoHASHLWLMA WabnoH AoCTYNS ANA NOCETUTEN:
|E|:|raTb||:|éB Bopic Kipnnosiay e || = |I'I|:u:ETL-1TEJ1b B
TenedaoHe!
| 3245656 |

OK OTMeHa

Ha naHenu BBOOda W pedakTMpoBaHWA OaHHbIX B none HasBaHue BBeauTe HasBaHue
HOBOro nogpasgenenund. [lpy  HeobxogMmocTn  BBeguTe  OOMOSHUTENbHYHO
MHdopMauuio o noapasgeneHun B nons: PacnonoxeHue, TenedoHbl, OnucaHue.

2. [ns ykasaHus wabnoHa goctyna Ans COTPYAHMKOB / NOCETUTENEN HaXKMUTE KHOMKY _|

crpaBa OT COOTBETCTByWOLWEro nonsd (KHomka =l Ypanute 1wabnoH pAns
COTPYAHUKOB / noceTUTeNen CNyXuT ONs yAaneHus 13 nonsd paHee ykKasaHHOro
wabnoHa). OTkpoeTcs OKHO Bbi6op wabnoHa gocTtyna ans
coTpyaHukoB / nocetutenen. B paboyen obnactm okHa gnsi Bbibopa OOCTYMHbI
wabnoHbl, co3gaHHble paHee Ha Bknagke LWabnoHbl goctyna pasgena «focmyn
compyOHukoe / nocemumerneuiy.

BeiGop wabnoHa gocTyna 4na .. O it

HazsaHue

Ok OTMeHa

Boligenute Heobxoaumbin wabnoH u Haxmute kHonky OK. OkHO OyaeTt 3akpbiTo,
BblbpaHHbIM WabnoH nosisutca B none LWabnoH poctyna Ana coTpyaHuKoB /
noceTutenen.
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lpumeyaHue:

= [Monga KoHTakTHOE nnuo n Conposoxaatowmn 6yayT A0CTYyNHbI nocne gobasneHns

B NoApasaerieHne cCoTpyaHUKOB. [Nsi ykazaHUsA 04HOro N3 COTPYAHUKOB B KA4ecTBe

conpoBoXpakuwiero Uiy KOHTaKTHOro nuua HaXXMuUte KHOMMKY _| cnpaBa OT

cooTBeTCTBylOWEro nonsd  (KHomka =l Ypanutb KOHTakTHOe nuuo /
conpoBOXAawLwero — CAyXuT Ans yaaneHusa w3 nonsa paHee YKa3aHHOro
coTpyaHuka). OTkpoeTcs okHO BbIGOp KOHTAKTHOro nuua / conpoBoXaaroLero:

Bribop conpoBoXaatowero O ble
¢ #4 | Npegnpuartne

Tab N2 CoTpyaHMK ] AomHOCTE MoapazaensHie o
1 }: .Kﬂtl!'ll'l-la Peruwda AHOPUAHOBHA .,ﬂ,mper:mp
2 | BoraTepes Hiwonan Axybosmy  MoMowHMk MpeanpiATHe
[ boraTepes bopic Kupunnosny | PykoBoaWTens oTaena AfHEBACTDALMA
4 | bennes Tapac EBnaMnes4 MoMOLLIHIK ALHEHACTPALMA
4 W

B paboyen obnactm okHa OOCTynHa (PyHKUMS COPTMPOBKM MO 3fIEMEHTaM OAHOro Mnn
HecKonbkMx ctonbuos. [na noucka coTpygHuka nNo TabenbHOMY HOMeEpY vnu hamunmm
HaXXMUTe KHOMKY @4 Monck Ha naHenn MHCTPYMEHTOB OTKPbIBLUETOCS OKHA.

Bblgennte Hy)XHOro cotpygHuka B paboyen obnactu okHa um Haxmute kHonky OK. OkHO
OyoeTt 3akpbiTo, BblOpaHHbIM cOTpyaHUK OyaeT ykasaH B nore KoHTakTHOe nwuuo /
ConpoBoxaaroLwmn.

3.

lMocne BBOAa BCen He0bxoanMon Hopmauumn Haxxmmte KHornky OK Ha naHenu BeBoaa
N pegakTMpoBaHus OaHHbIX. [logpasgeneHne dyaeTt gobasneHo B Cnncok B paboyen
obnacTu BKNagkyM Ha TOM e YPOBHE, YTO U NYHKT (He onpeneneHo):

Mpn HeoGxooumocTu Anst goGaBneHus Apyrmx noapasgeneHuin Ha TOM XXe YpOBHE
NOBTOPUTE onepaumio:

- (He onpeaeneHo)

- MpeanpiaTie
e Dnian el

L DIATIAEN N2

[ns go6aBneHnst BNOXEHHOro noapasfenieHnsi, BXOASLLEero B CTPYKTYpy OAHOMo 13
CcOo3[aHHbIX paHee, BblAenuTe 3TO noapasaeneHne B paboyert obnactyu BKNagku w

HaXXMUTe KHOMKY ﬁ ,U,O6aBVITb BNNTOXXeHHOe noAapa3gerieHne Ha naHenu
MHCTPYMEHTOB pasaena. CtaHert OOCTYynHa naHesnb BBOAaA N peaakTupoBaHUA OaHHbIX.

Ha naHenu BBOAa W peaakTMpoBaHus AaHHbIX B none HasBaHue BBeauTe HasBaHue
BNOXeHHOro noapasgenenunsa. lNpn Heobxoammoctn B none OnucaHue BBeauTe
AononHuTenbHyo  MHgopmaumo. Haxmute kHonky OK. [Mogpasgenenue 6yper
nobasneHo B paboyen obnactu BKNagku B BUAE pPaACKPbIBAKOLLErocs CnMcKka Ans
BblOpaHHOro nogpasaeneHns BbiCLLEro YPOBHS:
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- (He onpedenaHo)

= MpeanpUaTie
A AMAHIACT

7. Tpn HeobxogumocTn Ans gobasneHns Apyrux nogpasfgeneHun Ha TOM Xe YypOoBHe

BINTOXEHHOCTU VICI'IOJ'Ib3yl7ITe KHOMKY IE HobaButb noapasgeneHne Ha naHenu
MHCTPYMEHTOB BKITaAKWU:

- (He oMpeaensHo)
= MpeanpraTie
e AMAHACTRALAA

LT AEN kA
Dan Ne1
e DA Nan NeZ

8. [Ons u3MeHeHusi HasBaHMA WM ONucaHMa CO34aHHOro paHee nogpasneneHna

BblenuTe ero B pabouyen 06nacTu BKNagkM WM Haxmute KHonky 2 UsmennTb
noapasfaeneHve Ha naHenu NHCTPyYMeHTOB BKnagaku. CTaHeT JOCTynHa naHens BBoAa
N pefakTMpoBaHusA AaHHbIX. [lpounsBeantTe Ha naHenn HeobxoAuMble WU3MEHEHUNA U
HaxxmuTe KHornky OK.

9. [Ina yoaneHunsa co3gaHHOro paHee nogpasgeneHvs BolaenuTte ero B paboyven obnactu

BKMNAAKM M HaXMWUTE KHOMKY =l Ypanutb / CKpbITb nogpasgeneHue Ha naHenu
WHCTPYMEHTOB BKMNaaku. B OTKpbIBLUEMCS OKHE MOATBepXAeHus HaxmuTe kHonky OK.
Mogpasgenenue bynet yoaneHo ua padoyern obnactu BKNagkn Unm CKpbITo.

10. ns coxpaHeHns n3MeHeHu B cnvcke nogpasgeneHu HaxmuTte KHonky CoxpaHuTb
Ha NaHenn NHCTpyMeHToB «KOHco1u ynpaesieHusi».
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2.3. Bknapgka «[JomKHOCTU»
2.3.1.Paboyee OKHO BKNnagkKu

Bknagka [JormkHOCTM npefdHasHadeHa [N BedeHus Cchnucka YTBEepXAEHHbIX Ha
npeanpusaTMn O0SMKHOCTEW. HasHayeHue coTpyaHuMKa Ha AO0SMKHOCTb MPOM3BOOUTCA B
pasgene «CompyOdHuku». Paboyee OKHO BKNagkn nmeeT cneayoLwnn Bua:

YyETHbIE QaHHble «5

MoapasaeneHia JomtHocTy | JONoRHWMTEREHEIE 4aHHEIE | JOKYMEHTEI

| Gﬁ a8 % |I'Imca3b|E=aTb CKPBITEIE

HaszsaHue 2 £ OnucaHue

[+

-

|1 | {He onpeneneHa)
2 |WEB-au3aitHep
3 |WEB-nporpammicT
4 |AHanKTmi

5 [AvpekTop
& |
7 |
s |

MoMoLwHMK
PyKOBOAWTENL OTAENS

COTpYaHME @

B | w

1. Bbibop Bknagku pasgena:
Bknagka [NMoapasgeneHus;
[omxkHoCTH;
JononHutenbHble AaHHbIE;
Bknagka [JOKYMEHTbI.

2. [laHenb MHCTPYMEHTOB BKNAaOKW:

o ¥ No6aBuTL gOMKHOCTL (Ctrl+N) — kHonka no3BonsieT 4o6aBUTbL B CMIMCOK HOBYHO
AOIMKHOCTb.

o 3 N3meHnTb gonxHOCTL (Ctrl+E) — KHOMKa No3BONSET USMEHUTbL BbIGPaHHYIO B
paboyen obnacTtu BKNagkn OOMKHOCTb.

o Ypanutb / ckpbiTb AaormkHoctb (Ctrl+D) — «kHonka no3BonseT yaanuTb
BblAeNeHHyo B paboyen obnactu pasgena AoSMKHOCTb.

lpumeyaHus:

" Ecnu Ha ygansemylo AOMKHOCTb Bbin HasHadeH COTPYAHWK, TO Npu NomnbiTke ee
yoanuTb oHa 6yaeT cKpbiTa, HO He yaaneHa. CKpbITble AOMMKHOCTU 0TobpaxatoTcs
B pabouyenn obnacTtv BKMagkuM KpacHbIM LBETOM MPU YCTAHOBIEHHOM dhnaxke
Moka3biBaTb CKpbITbIe. [1Ns BOCCTaHOBMEHWUSI CKPbITON AOMMKHOCTY BblAenuTe ee

B paboyen obnactu BKNagkm 1 HKMUTE KHOMKY ¥ BoccraHoBUTL AOMKHOCT.

Ona ypaneHus OOMMKHOCTM, KOTopas paHee 6Obina npuBa3aHa K COTPYOHWUKY,
yAanuTte cHadarna BCex COTPYAHUKOB, KOTOPbIM Korga-nvbo 6bina Ha3HayveHa aTa
OOMKHOCTb (CHavana B «KoHconu», 3atem B «lJeHmpe ynpaesieHusi»), nocne
4yero yganure caMmy AOMKHOCTb.

10
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¥ BoccraHoBuTb pomkHoctb (Ctrl+M) — kHomka no3BonsieT BOCCTaHOBUTH
yOaneHHyl paHee OO0MmkHocTb. KHomnka JocTynHa Tonbko npu Bblibope B paboyen
obrnacTu BKragku paHee yaaneHHOW AO0MKHOCTU, BblAENEHHOW KpacHbIM.

o Gl Meuvatb (Ctrl+Y) — kHONKa no3BONSET OTKPbITb CMUCOK AOIMKHOCTEN C UX
ONMUCaHUAMU B OKHE NnpeaBapuTesibHOro NPOCMoTpa AN nocnenyoLwen neyaTu.

o 25 AkcnopT B Excel (Ctrl+Y) — kHONKa No3BONSIET COXPaAHUTL CMUCOK OOMKHOCTEN
C onncaHmsiMmn B popmare anekTpoHHbIX Tabnuy MS Office Excel.

2 .

e = Jkcnopt B OpenOffice Calc — kHONka no3BoONSeT COXPaHUTb CHAUCOK
OOMMKHOCTEN C onucaHusiMn B dpopmaTe anekTpoHHbIX Tabnuy OpenOffice Calc B
danne ¢ paclmMpeHneM . ods.

e [loka3sbiBaTb CKpbITble — MpWU YCTaHOBKE (hnaxka B paboden obnactu BKragku
ByayT oTobpaxeHbl 1 BblAeneHbl KpacHbIM LIBETOM yAareHHble paHee OOSMKHOCTH.

Paboyas o6GnacTb BKNaaKW COAEPXWUT CMWUCOK [OIMKHOCTEN, YTBEPXKOEHHbIX Ha
npeanpusaTm, ¢ nx onnucaHmamn. MNpy nepBoM 3anycke pasgena B CNUCKE LOIMKHOCTEN
COOEPXKUTCA TONbKO HEeU3MeHsieMoe 3HauyeHue (He onpepeneHa), No yMonYyaHuo
yCTaHaBNMBaeMoe COTpyaHMKaM.

lpumeyaHue:

=" B paboyen obnactm peanu3oBaHbl cregylolmne QyHKUMN: COPTUMPOBKA MO

aNeMeHTaM OAHOro M3 CTonOLOB, KOHTEKCTHbIN MOWUCK, MOWUCK MO 3arnemMeHTam
CcTONGLOB, U3MEHEHWNE LUMPUHBI CTONOLOB.

MaHenb BBOOA U penoakTnpoBaHMA OaHHbIX COOAEPXUT MNMonAa AnAd BBOAa Ha3BaHUA U
onncaHnAa OormKHOCTU.

2.3.2.Co3aaHue cnucka AoImKHOCTeu

[ns co3gaHus cnucka yTBEPXKAEeHHbIX Ha NPeAnPUSTUN AOMKHOCTEN:

1.

Haxxmute KHOMKy 41 No6aBMTL [OMKHOCTL Ha MaHenm MHCTPYMEHTOB BKNaAKMW.
CTaHeT OOCTYMNHOW NaHenb BBOAA U peAaKTMPOBaHUS AaHHbIX:

HazeaHue OnvcaHme

|Bam:-un:usu.u-1|< | | |

0K OTMeHa

Ha naHenu BBOOa W pedakTMpOBaHWSA AaHHbIX B none HasBaHue BBeanTe HOBYHO
AomkHocTb. [lpn Heobxogmmoctn B none OnucaHuMe BBeAUTE LOMNOSTHUTENbHYIO
nHpopmauuto. Haxxmute kHonky OK. JormkHocTb 6yaeT go6asneHa B CnUCok B paboyen
obnactun BKNaaku.

Ons pobGaBneHnss B CNUCOK ApYyrMx [LOSMPKHOCTEM noBTopuTe onepauuto. Ecnu
aobaBnaemas [LOMKHOCTb yXKe COOEPXUTCA B CAMUCKE, TO OTKPOETCH OKHO C
npeaynpexneHmem.

[ns M3MeHeHns OOIMKHOCTU UMM ee OonucaHus BblAENUTe ee B paboyert obnactu

BKNaAKM U HaxXmuTe KHOMKY 2 U3MeHWTbL AOMKHOCTL Ha MaHeny WHCTPYMEHTOB
BKnagkn. Ha naHenu BBoga v pefakTMpoBaHWS AaHHbIX NpousBeanTe HeobxoamMmble
n3meHeHnsa n Haxmute kHorky OK.

11
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5. [Ons yo2reHus OOMMKHOCTM Bblgenute ee B pabo4yelt obnactv BKNagkm U HaxXmuTe

KHOMKy  YAanuTb / CKpPbITb AOMKHOCTb Ha NaHenu MHCTPYMEHTOB BKnaaku. B okHe
NoATBEPXAEHNS yaaneHust HaxkmuTe kHonky [a. [ormkHocTb OyaeT yganeHa wunu
CKpbiTa B paboyen obnacTtn BKknagku.

6. [na coxpaHeHnsa NpousBeeHHbIX UISMEHEHUN B CMIUCKE OOIMKHOCTEN HaXXMUTE KHOMKY
CoxpaHuUTb Ha NaHenu MHCTpymMeHToB «KoHcos1u ynpaesieHusi».

2.4. Bknaaka «JJononHutenbHbIe AaHHbIE»

2.4.1.Paboyee OKHO BKNaakKu

Bknagka JononHuTenbHble AaHHble MpeaHasHayeHa ang co3fjaHus nonen ans seBoja
AONONHUTENbBHBLIX YY4EeTHbIX AaHHbIX. Mona co3galTca He3aBMCUMO LNsi COTPYAHMKOB U
noceTuTenen Ha COOTBETCTBYWOLINX AOMOMHUTENbHbLIX BKrnagkax CoTpyAHUKUM U

MoceTtutenu. MNona moryT 6bITb CO34aHbl 4N9 BBOAA CNEAYOWMUX TUMOB AOMOSHUTENbHbIX

AAHHbIX:

e TekcToBbIN — N5 BBOAA TEKCTOBbIX AAHHbIX.

e [pacdhmuyecknn — anga Beoga rpadn4ecKknx OaHHbIX.

e TekcTorpadmuyecknn ana ausamHepa MPOMNYCKOB — TWUM [aHHbIX UCMOMb3yeTcs B
moayne PERCo-SM14 «[JusaliHep nponyckoe» W npegHasHadyeH Ana neyatu Ha
nponycke yKasaHHOro Mpu CO30aHUM NONA [OaHHbIX u3obpaxeHus. [lpn aTOM
n3obpaxeHne OyaeT nevaTaTbCs TOMbKO B Crlydae YCTaAHOBKW (pnaxka (HasBaHue
KOTOPOro coBnagaeT C Ha3BaHMEM MONSA TEKCTOrpadouyecKnx aHHbIX) Ha NaHenu BBoAa
AOMNOMNHUTENbBHBLIX AaHHbIX COTPYAHUKA/ noceTUTens.

BBOA y4eTHbIX OaHHbIX COTPYOAHUKOB Mpou3BoauTcs B pasgene «CompyOoHuku». Beopg
YYETHbIX AaHHbIX NOcCeTUTENen NPon3BoaAUTCH B pasaene «Jocmyn nocemumeneu» vnv
«3aka3 nponyckoe 9ssi nocemumenet» moaynsa PERCo-SM03 «bropo nponyckoey.

Paboyee OkHO BKNagku MMeeT cnegyowmn sna;

Noapasaenctsn | JomsHocTd | | OonomemmensHsie garesie | fosyMenTol @

COTDYAM®M  MoceTiTem @
pE8 ek @

Hazsamue Omacarie TOpMAT A3HHEIX i
Jro Texcronus
[SEIE] TescTomR
M HEYEHE TexcTossm

1

2

3

4 |CTpaxosoin nommc Mpadwrecan

5 |moTo Mpaduuecan @
5

@

1. Bbibop Bknagku pasgena:
o Bknapgka lNoapasgeneHus;

12
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Bknagka [ONKHOCTMU;
[JdononHuTtenbHbIe AaHHbIE;
Bknagka [JOKYMEHTbI.

[lononHuTenbHble BKNagkM Ans Bbl60pa KaTeropmmn y4eTHbIX AaHHbIX:

CoTpyAHUKMY;
Mocetutennu.

MaHenb MHCTPYMEHTOB BKITaaKu:

# [o6aBuTb pgononHuTenbHoe none (Ctrl+N) — kHonka nossonseT cos3gaTtb
HOBOe rore Ansd BBoAa AOMOSTHUTENbHBIX TEKCTOBbLIX UNU rpauyeckmx y4eTHbIX
AaHHbIX COTPYAHUKA UM NoceTUTens.

ab 3meHUTb AononHutenbHoe none (Ctrl+E) — kHonka nossonsieT M3MeHuTb
Ha3BaHWe WM ONucaHune Mons OOMNOMHUTENbHbLIX AaHHbIX, BbibpaHHOro B paboyen
obnactu Bknagku. ameHeHne hopmaTa AaHHbIX NOMAS HEAOCTYMNHO.

=l YpanuTb gononHuTenbHoe none (Ctrl1+D) — kHONKa No3BONSET yaanuTb none
OOMNONHUTENbBHbIX AaHHbIX, BbliAeneHHoe B paboyer obnactn BkNaaku.

* NepemecTutb BBepx (Ctrl+Up) — kHONKa No3BONAET NEPEMECTUTD BblOENEHHbIN
B paboyen obnactu BKragkm anieMeHT Crncka Ha CTPOKY BblLLE.

* MMepemectutb BHU3 (Ctrl+Down) — kHoMka no3BonseT MepeMecTuTb
BblAeNeHHbIN B paboyert 06racTu BKIIagKn 3N1eMeHT CrMcKa Ha CTPOKY HUXKE.

lpumeyaHue:

YCTaHOBMEHHbIN NOpsaoK OyaeT coxpaHeH npu OTOOpaXeHMM Nonen Ha naHenu
BBOZA AOMOMHUTENBHbIX JAaHHbIX.

& Meuatb (Ctrl+P) — kHOMKa MO3BONSAET OTKPbLITb CMMUCOK CO3QaHHbLIX MONen
OOMONMHUTENBHBLIX AAaHHbIX B OKHE NpeaBapuTensHOro NnpocMoTpa Ans nocnenyoLemn
neyarw.

3% JkcnopT B Excel (Ctrl+Y) — kHOMKa No3BONSET COXPaHUTL CMMCOK CO3L4aHHbIX
nonewn JONONHUTENbHBIX AaHHbBIX B hopMaTte anekTpoHHbIx Tabnuy MS Office Excel
B (panne c pacwmpeHmem .xIs.

= Akcnopt B OpenOffice Calc — kHonka nO3BOMSET COXPaHUTb CMUCOK
nogpasgeneHun B dopmarte anekTpoHHbIXx Tabnuy OpenOffice Calc B canne ¢
paclmpeHnem . ods.

Pabouas obnacTtb Bknagku COAEepPXUT CMUCOK CO3aaHHbIX OOMNOJTHUTEJIbHbIX nonewn ons
BBOJa y4YE€THbIX OaHHbIX COTPYAHUKa UM NOCETUTENA.

lpumeyaHue:
B pabouei obnactn peanmsaoBaHa BO3MOXHOCTb M3MEHEHUS LUMPUHBLI CTONOLIOB.

[MaHenb BBOAA U pedakTMpPOBaHUS AaHHbIX COOEPXWUT Monsa Ans BBoAa Has3BaHUA U
ONUcaHnsa JOMNOSTHUTENBHOIO MO YYETHbIX OAaHHbIX U PacKpbIBAKOLWUNCS CMCOK ANg
yKasaHua popmarta gaHHbIX.

13
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2.4.2.Co3aaHue HOBOro Nosns AaHHbIX
,D,J'IFI co34aHun4a OonosiHNTEeN1IbHOro nona OanAa eBoAa y4eTHbIX AaHHbIX!

1. BblbepuTe KaTeropuio COTPYAHMKU UM MOCETUTENN, Nepenas Ha COOTBETCTBYIOLLYHO
[AOMNONHUTENbHYI BKNAAKY.

2. HaxmuTte KHOMKy ¥ [lo6aBUTL AONONHUTENLHOE NOMe Ha NaHenw WHCTPYMEHTOB
BKragku. NaHens BBOAa M peJakTMPOBaHUA AaHHbIX CTAHET aKTUBHOM:

HazBaHue

|II||:|T|:| |

OnucaHue

|,|'J,I:II'IIIIJ'IHI-'1TE.I'II:~HEIE |

TopMaT AaHHBIX

IpadyeckMi "
QK OTMeHa
3. C nomowbio packpbiBatolleroca crnvcka ®opmaTt AaHHbIX YKaXUTe TUM YYeTHbIX
AaHHbIX CO30aBaeMOoro nosis: TEKCTOBbIN, rpadouyeCcKnin U TeKCTorpauyecKuin.

4. B COOTBETCTBYOLWME NoNnA BBegUTE Ha3BaHUe, onnmcaHne HOBOro noss.

5. Ecnun BbibpaH TekcTorpauyecknin TMn AaHHbIX, OTKPOETCSA AOMONHUTENbHAA NaHenb
pachmyeckue nsodpaxeHusn:

HazsaHe
| | Mpadmueckme usobpameHa

OnWcaHme Ana "[a 3arpysuThb 13 daitna ¥OEMMTE

POPMAT AGHHEIX fna "Het” 3arpysdTE W2 dalina Y AENMTE

TexcTorpadi4eckiii NOrMHeckiiA ANA AWsaliHepa NponyCcKos w

OK OTmerHa

Haxmute kHonky 3arpy3autb u3 danna wn ykaxute rpaduyeckmi cann ¢
n3obpaxeHnem, kotopoe byaeT nevyataTbCA Ha NPOMyCKax.

6. HaxmuTte kHonky OK Ha naHenun BBOOa W pefakTMpoBaHUs OaHHbIX. [JoKymeHT Gyaet
pobaBneH B CNUCOK.

[ns no6aeneHns B CNUCOK APYrnX None NoOBTOpUTE onepaumio.

Ans n3aMeHeHnst NoNA UK ero onucaHnsa BblgenuTe ero B paboyert obnactn BKNagku u
HaXXMWUTE KHOMKY 2B M3MEHMTb AONOMHUTENbHOE MOosie Ha MaHeny UHCTPYMEHTOB
Bkragkn. CtaHeT akTuBHa naHenb BBOAA M pedakTUpoBaHWSA AaHHbIX. [MpousBeauTe
HeobxoanMble U3MeHeHUs U Haxkmute kHonky OK.

9. [1nsa yoaneHus nons BbiaenuTte ero B paboyeit 06nacTv BKNaAKu N HAXMUTE KHOMKY =
Yoanutb AONONHUTENbHOE NoJfie Ha MaHenuM WHCTPYMEHTOB BkNagku. B okHe
noaTBepXAeHNsa yaaneHus Haxmute kHonky [a. MNone ©ypeT ymaneHo wn3 pabouen
obnacTtu BKnagku.

10.0ns coxpaHeHUs U3MeHeHUN HaxXmMuTe KHOMKy CoXpaHUTb Ha naHenn MHCTPYMEHTOB
«KoHconu ynpaeneHus».
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2.5. Bknagka «[JOKyMeHTbI»
2.5.1.Paboyee OKHO BKNnagkKu

Bknagka lokyMeHTbI NpegHa3HadYeHa Ans BeeHNa CNucka usgaBaeMblx Ha npeanpuaTum
AOKYMEHTOB C LieNbto nx ydeTa. [JokyMeHTbl MOTryT yKa3blBaTbCA B KQYECTBE OCHOBAHUA ANs
npuema COTPYOHMKOB Ha paboTy unNu M3MEHEHUS MX YYeTHbIX [OaHHbIX B pasgene
«CompyOdHuku». Pabo4yee OKHO BKNaaku UMeeT cneaylowmmn Bua;

Noapazaenessn LomKHoCTH NONONHHT ENEHEIE O aHHLE |,[l,m-;wemb| @
M a8 5 ¥ | & 3 % | Fnoxassears apsmue @

fata ~
Homep faTtaniganMs | BCTYNeHWA B Hazsare |
| Ny .
11 13.09.2018 13.09.2018 OfbRouTensHas
2 534 13.09.2018 13.09.2018 Brirosop
13.09.2018 13 09.2018 Hpmcas ofh yBONEHEHMA { 3
_
....... ! . .
( >

1. Bbibop Bknagku pasgena:
e Bknagka [logpasgeneHust;
e Bknagka [OMKHOCTM;
e [JononHutenbHble AaHHbIE;
e [lOKyMeHTbI.

2. [MaHenb NHCTPYMEHTOB BKIaOKu:

o ¥ NoGaeuTb AokymeHT (Ctrl+N) — kHoMka nosBonsieT 4o6aBUTb B CMIUCOK HOBbIN
AOKYMEHT.

o 3t UsmeHnTb pokymeHT (Ctrl+E) — kHonka no3sonseT M3mMeHnTb MHopMaLuio o
AOKyMeHTe, BblbpaHHOM B paboyen obnacty Bknagku.

o L Ypanutb / ckpbITb AOKYMeHT (Ctrl+D) — kHonka no3BonseT yganuTb UNn CKPbITb
AOKYMEHT, BblAeNneHHbI B paboyer 06nacty BKNaaku.

lpumeyaHue:

S [loKyMeHT npu nonbiTke yaaneHus 6yaeT CKpbIT, €Cnn OH Bbin ykasaH B KadecTse
OCHOBaHUA A58 npuema Ha paboTy U N3MEHEHNS YH4EeTHbIX AaHHbIX COTPYOHUKA.
CKkpbITble OOKYyMeHTbl oTobpaxatoTcs B pabodven obnactu BKNagkm KpacHbIM
UBEeTOM npu ycTaHoBneHHOM dnaxke [lokasbiBaTb CKpbITble. [On4
BOCCTaHOBMNEHNA CKPbITOrO AOKYMEHTA BblaenuTe ero B paboyen obnactm Bknagkm

N HAXXMUTE KHOMKY 4 BocctaHOBUTL AOKYMEHT.

e  BoccraHoBUTb AOKYMeHT (Ctrl+M) — KHOMKa NO3BOMNSIET BOCCTAHOBUTb CKPbIThI
AOKyMeHT. KHonka [ocTynHa Tomnbko npu Bblibope B paboyer obnactu BKnagkm
CKPbITOrO AOKYMEHTA, BblAEMNEHHOro KpacHbIM LiBETOM.
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3.

e & Meuartb (Ctrl+P) — kHOMKa NO3BONSIET OTKPbITb CMUCOK AOKYMEHTOB B OKHE
npegBapuTenbHOro NPOCMOTpPa AN nocneayowen nevyatu.

e 3% Jkcnopt B Excel (Ctrl+Y) — kHOMKa NO3BONSET COXPAHNUTL CIMCOK IOKYMEHTOB B
dopmate anekTpoHHbIX Tabnuy MS Office Excel B danne ¢ pacwmpeHunem .xIs.

e [lokasbiBaTb CKpbITble — MpU yCTaHOBKe bnaxka B paboyen obnactn BKNagku

OyayT oToBpaxaTbCsa CKPbITble JOKYMEHTbI, BblAENEHHbIE KpacHbIM LIBETOM.

=  Qdkcnopt B OpenOffice Calc — kHOMKa MNO3BOMSIET COXPAHUTb CMMCOK

nogpasgeneHun B dopmarte anekTpoHHbIXx Tabnuy OpenOffice Calc B canne ¢

pacwmpeHnem .ods.

Paboyasi 06nacTb BKIagkn CoAepXUT CMMCOK BBEAEHHbIX JOKYMEHTOB U MHAOpMaLUto
O HUX.

lpumeyvaHue:

“* B paboyen obnactu peanu3oBaHbl cregylowme QYHKLMKU: COPTUPOBKA MO

3NeMeHTaM OHOro U3 CTonbLoB, UBMEHEHME LUMPUHBLI CTONOLIOB.

MaHenb BBOOA M penoakTnpoBaHUA OaHHbIX COOEPXUT nond AnAa BBOAA Ha3BaHUA
OonncaHn4a " y4eTtHoOro Homepa OOKyMeHTa, a TaKXe Mnond BeBoAda AaTbl ANnA yKa3aHuA
OaTtbl n3gaHnda n aatbl BCTyNJ1eHUA B CUIly OOKYMEHTa.

2.5.2.[1o6aBneHne HOBOro AOKyMeHTa

[ns nobaBneHnsi B CNMCOK HOBOTO JOKYMEHTA:

1.
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HaxmuTe kHorky # [106aBUTbL AOKYMEHT Ha MaHeny MHCTPYMEHTOB BKNaaku. MaHenb
BBOJA M pedakTUpOBaHWsi AAaHHbIX CTaHET aKkTUBHOM:

HassaHue OncaHike Homep
|I'I|:u-1r:a3 0 Nepeeoae | |CL-1ME|FL-1H 10.A, | |66| |
Hata uzaaHua HaTa BCTYNNeHWA B CUNY
13.09,2018 E~ | 13.09.2013 kg
oK OTMeHa

B COOTBETCTBYOLWME NoNnA BBegUTE Ha3saHuUe, onnmcaHne n Homep OKyMeHTa.

Mpw He06X0AMMOCTM C NMOMOLLBIO COOTBETCTBYIOLLMX MNOMen BBoAa AaT U3MeHUTe AaTy
n3gaHus U gaTty BCTYMNSeHUs B cuny AokyMeHTa. 1o ymonyaHuio ycTaHaBnvBaeTcs
Tekywas gaTa.

HaxmuTte kHonky OK Ha naHenu BBoAa M pedakTUPOBaHUSA AaHHbIX. [JoKkyMeHT byaeT
pobaBneH B CNUCOK.

[ns nobaBneHnst B CNMCOK ApYrMx 4OKYMEHTOB NOBTOPUTE Onepauuio.

Ana nameHeHnsa HasBaHWs UNWM OPYro MHAOPMauMM O OOKYMEHTE BblAenute ero B
paboyeit 06NacTn BKNAOKN U HAXMUTE KHOMKY 28 M3MeHUTb AOKYMEHT Ha naHemnu
WHCTPYMEHTOB Bknagkn. CTaHeT akTMBHaA NaHenb BBOAA U pefakTUPOBaHUSA OaHHbIX.
BHecnte HeobxoauMble n3ameHeHust u Haxmute kHornky OK.

ans yoaneHuna OOKyMeHTa BblOoennTe ero B pa6oqel7| obnactu BKNagkm n Haxmure

kHornKy = YaanuTb / CKpbITh AOKYMEHT Ha MaHenu WHCTPYMEHTOB BKNaaku. B okHe
NOATBEPXAEHUS yaaneHus Haxmute kHonky [Aa. [JokymeHT 6yaeT yaaneH unm ckpbiT B
paboyen obnactu BKNagku.

Ana coxpaHeHns U3MeHeHUN HaxXMuUTe KHornky CoxpaHUTb Ha NaHenn MHCTPYMEHTOB
«KoHconu ynpaeneHusi».
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3. Pasgen «CoTpyaHMKN»
3.1. HasHa4yeHwue

Paspen «CompydHuku» npegHasHayeH O 3anofiHEHUSA YYETHbIX KapTOYeK U Be4eHUs
crnvcka COTPYAHMKOB MpeanpuaTus ¢ BO3MOXHOCTBIO YKasaTb AN KaXdoro COoTpyaHuKa
NPUHAONEXHOCTb K OOHOMY M3 CTPYKTYPHbIX nogpasfeneHvun npeanpuatus, rpadguk
paboTbl M [OMKHOCTb. B pasgene npeaycmoTpeHa BO3MOXHOCTb MHGOPMaLUMOHHOM
paccbinikn SMS-coobLeHnin Ha TenedoHHbIE HOMepPa COTPYAHMKOB.

Mepen Hayanom paboTbl C pa3aenom pekoMeHayeTcs:

1. B pasgene «YyemHbie OaHHbIe» Ha BKNagKax:

o [oppaspeneHuns — co3gaTb CTPYKTYPHYO CXeMy nogpasfaeneHum npeanpuaTuns.

e [lomKHOCTU — CO34aTb CMMUCOK JOMMKHOCTEN, YTBEPXKAEHHbBIA Ha NpeanpuUsaTUn.

e [lononHuTenbHble AaHHble — NpuM HeobxoammocTu 006aBUTb OOMONHUTESNbHbIE
nonsi Ons BBOAA TEKCTOBbIX, TeKcTorpadouyeckux wnu rpaduiecknx gaHHbIX
COTPYAHWKOB.

e [loKyMeHTbl — Npu HeobXOAMMOCTU yKasaTb [OKYMEHT, Ha OCHOBAHWW KOTOPOro
COTPYOHUK NpMHMMaeTcAa Ha paboTy.

2. B pasgene «paguku pabomsbi» co3gatb rpadmkn paboThbl COrnacHoO yTBepKaeHHOMY
Ha NPeanpusaTAN NONOXEHMIO O pexnme paboThbi.

3.2. Bknagka «COTpyaHUKN»
3.2.1.Paboyee OKHO BKNnaakKu

Pabouyee OkHO BKNagku MMeeT cnegyowmn sna;
CoTpyAHUKIA

o O GTE c MR B @ @B B @ 3 L G| bl (eomenenen) ]|

| | Tab. Mo ’| CoTpyaHMK | JomtHocTs | Moapasaenstve ‘ Mpaduk paboTs | Mpwem Ha paboTy |

! BoraTtsipés Bopuc KUpunnosid  PYKOBOAWTEN OTAENa MNpeanpuATHe Pafioyan Henena 19.07.2018
2p JAwnpexTop Danman 1 MPADUK HUKO QA 12.09.2018
3 & Bensres Tapac Esnamnvesuy MoMoWHMK MpeanpuATHe Pabioqan Heaens 12.09.2015

, RER
<
Tab. N2 | T & = | &
Homep ,7
Damnna |KaLumpm—|a | | | dotorpadma | AoKyMeHT
MMa |Perw—|a | AaTa pookaeHua MecTo pomaeHus ‘@_‘
OT4ecTBD |AanMﬂHOBHa | | Ce ~ | ‘CaHKTﬂETEpﬁ\f’pr
Koraa soiaaH [OeiicTBUTENEH A0
Mpuen Ha pabaTy [12,09.2018 E~ =
[14.08.2014 | [13.01.2020 o] = |
YUETHBIE AaHHbIE
Ken BolaaH
MoopasasneHme |mmnman 1 | |25 oM |
[omkHocTe |ﬂ"‘PE”DD | Koa noapasa-Hua MpaxaaHCTED
Mpadmk paboTe! |I'PAEDL-’IK HUKOr A | |32 | ‘POCCMQ |
TN PacNosHBAEMOr0 AOKYMEHTE
YUETHEIE AaHHEIE 13.00.2018 » P AoKy!
AEACTBYIOT C | |
w
Kade
CXEMa OMNAThI MUTEHMA PacnozHaTtb

[[] Owro seifiopa anroputka
‘EEB KOMMEHCALYN |

paduk NoceeH1a

‘B niofioe Bpema |

OTMEHa Ha3HauuTb AoCTyn [] ocrosatne WA sxona B Active Directory

1. BbibGop Bknagku pasgena:
o CoTpyAHUKM;
e Bknagka YBOJEHHbIE.

2. [laHenb MHCTPYMEHTOB BKMNAaLKM:

17
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o @D,o6a3mb (Ctrl+N) — «kHOmka no3BonseT OTKPbITb MNaHenb BBOAA M

penakTtnpoBaHUA OaHHbIX ONA nobaBneHnsa B CNMCOK HOBOTO COTpyAOHUKa.

3l Y3meHUTb yyeTHble aaHHble (Ctrl+E) — kHOMKa No3BOnsSieT OTKPbITh MaHerb
BBOAA W pedaKkTUPOBaHWUSA AaHHbIX ANS pPeAakTUpOBaHWS AaHHbIX BblOpaHHOro B
paboyen obnacTu BKNagku COTPYAHUKA.

S Ypanutb / yBONUTb COTPYAHMUKA — NPU HaXXaTuUM CTPENKK cripaBa OT KHOMKW

OTKpbIBAeTCA MEHI, Mno3Bonsuee Bbibpatb AN OQHOMO WUAN  HECKOSbKUX

COTPYOHWUKOB, BblOENEHHbIX B paboden obnactv BKMagku, NpPoOu3BECTU OOHO M3

OEencTBUN:

— Ypanutb — BCe AaHHble COTpyaHUKa OyayT yaaneHsl;

— YBOnuUTb — aHHble COTpyaHMKa OyayT nepeHeceHbl Ha BKNaaky YBOMEHHbIe C
BO3MOXHOCTbIO NOcCneayLero BOCCTaHOBIEHUS.

lpumeyvaHue:

Mepen yoaneHnem coTpyAHUKa HEOOXOAMMO M3bATb Y HEro UaeHTUdUKaTop B
pasgene «Jocmyn compyOHUKO8».

NMpocmoTtp AaHHbIX (Ctrl+W) — kHOonka no3BonsieT OTKPbITb NaHenb BBOAA U
pefakTMpOBaHUA AaHHbIX ANS MPOCMOTPa AaHHbIX COTPyAHMKA, BblOpaHHOro B
paboyen obnactu BKNagku (MsmeHeHme AaHHbIX He [JOoCTynHo). [Ons 3akpbiTus

naHenn HaxmuTe NoBTOPHO KHOMKY = MpocMoTp AaHHbIX (Ctri+W).

2] O6bwmun nouck (Shift+Ctrl+F) — «kHomka no3BonseT npom3BecTM MOMUCK
COTPYZAHUKa BO BCex noapasgeneHnsax no tabensHomy Homepy unu ®U0.

* NokasaTb / # CKpbITb pe3ynbTaTbl OOLWEro noucka — KHOMKA MNO3BOMSOT
OTKPbITb USIN CKPbITb NaHesb ¢ pedynbTaTamu obLero nouncka.

i BbicTpbin nouck (Ctrl+F) —kHonka no3BonsieT Npov3BeCT! NOUCK COTPYAHMKA B
BbIGpaHHOM Ha NaHenn MHCTPYMEHTOB NogpasaeneHun no TabenbHOMy HOMepy Unu
®NO0.

2 MpumeHuTtb / OTMEeHUTL BbIGOPKY (Shift+Ctrl+O) — kHonka nosBonseT
NPUMEHNTb UM OTMEHUTb BbIGOPKY K CMMCKY COTPYAHWKOB B paboyen obnactu
BKIaaKMW.

Hactpoutb BbIGOpPKY (Ctrl+O) — kHOMKa no3BonsieT HACTPOUTb BbIGOPKY
(unbTp) coTpygHuKoB, oTobpakaembix B paboyen obnactu Bknagku. [JOCTYNHbI
cnegyrouime Kputepun NOCTpPoOeHUst BbIBOPKK:

— Tab. Ne;

— CoTpyAaHuK;

— JdonmxHocCTb;

— MNoppaspeneHue;

— lpaduk paboThbl;

— [lpwuem Ha pabory;

— Wwmsa Bxopa B Active Directory;

— Cxema onnaTtbl NUTaAHUSA;

— Ipadumk nocewweHun Kace.

Takke B Ka4eCcTBe KpUTEPUEB NOCTPOEHMSA BbIOOPKM MOryT BbITb YCTAHOBMEHbI NONSA
TEKCTOBbIX JONOSTHUTENbHbIX AAHHbIX.

[

™~ OToGpaXkeHMe CTONGLIOB — NpU HAXXaTWUKN CTPESKN cnpaBa OT KHOMKWN OTKPOeTcs
MeHI0, no3sonstuiee Bblbpatbe cTonbubl C AaHHBIMKU, OTOBpaaemMbiMM B paboyen
obnacTtu BKNagku:
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Tab. N2
CoTpyaHuK
JonxHocTs
MoapazaeneHne
lpadunk paboTel

L

Mpwem Ha paboTy
Mma excaa e Active Directory

Cxema onnatel NMTaHWA

%

v | [padwk noceweHna kade

@ TenecoHbl ansa SMS-oTnpaBKM — KHOMKa MO3BONSET OTKPbITb MNaHEenNb
TenedoHbl ana otnpaBkm SMS ans BBoga HomMepoB TenedOHOB, CBA3aHHbLIX C
COTpYAHUKOM, BblbpaHHbIM B pabouern obnactu Bknagku. Ona 3akpbiTUa naHenm
NMOBTOPHO HAXXMWUTE KHOMKY.

% ~ OtnpaBuTb SMS — NPV HaXxaTnun CTPEnKn cnpasa OT KHOMKN OTKPOETCH MEHIO,
nossongdwowee otTnpasutb SMS Ha TenedoHbI:
— BblaeneHHOro coTpyaHuka — o4HOro CoTpyAaHuka, BblaeneHHoro B paboyen
obnacTtu BKnagku;
— BbIOpaHHbIX COTPYAHUKOB — HECKOSbKMX COTPYAHWKOB, BbIAENEHHbIX B
paboyen obnactu BKNagku;
— Bcex coTpyaHUKOB noapasaeneHnsa — BCeX COTPYAHMKOB, OTOOpaXXeHHbIX B
paboyen obnacTu BKNagKu.
o

0  Bknwouutb / OTKNOYUTL  OTOOpaXkeHMe [OOKyMeHTa U TEeKCTOBbIX
AOMNONHUTENbHbIX AaHHbIX (Ctrl+l) — kHonka no3BoNSEeT BKNOYUTBL/OTKIOYNTD
oToGpakeHne cTonbuoB C AOMNOMHUTENbHBIMU TEKCTOBBIMU OaHHbIMU B paboyen
obnactu BKnagkMm M, ecrniv OTKpbiTa NaHenb BBOAA M PefaKTMPOBaHUS AaHHbIX,
naHenun [JOKyMeHT U AONOSNIHUTESNbHbIE JaHHbIe.

2 BknounTb / OTKNOUNTL oTobpaxeHue rpacmyecknx p[aHHbIX — KHOrMKa
No3BONSET BKMIOYUTL/OTKMNIOYMTL OTOBpaXeHne naHenu BBoAa rpaduyeckmx
AaHHbIX, €CNN OTKPbITa NaHenb BBOAA N peJakTUpPOBaHUSA OaHHbIX.

& UcTopusa nameHeHUn — KHorka no3BonsieT OTKPbITb OKHO McTopusa nsmeHeHus
YyYeTHbIX AaHHbIX 15 MTPOCMOTPa N3MEHEHN BbIBPaHHOIO COTPYAHMKA:

cTopra MSMEHEHMA YUETHBIX AaHHbIX O =

benaes Tapac EBNnaMnueBny

Harta | Tun CTapoe 3HadeHWe Hoeoe sHa4deHHe
|

2
2_€13.09.2018 padwuk paboTel MPADKK HWKOT AA Pabouan Hegena (19.07.2018)

JoKyMeHT OnucaHue OaTta nznaHma Homep noKkyMeHTa
OTCYTCTBYET | | | | |

MevaTk 3aKpbITE

R

R MHcopmaumua o rpachuke paboyero BpemMeHuM — KHOMKa MO3BONSAET OTKPbITb
oKkHO Mpadhmk paboTbl ANd NpocMoTpa pacnucaHnst paboTbl COTPYAHUKA HA HEAENIO
Mo yCTaHOBMEHHOMY eMy rpacpmky paboThbl. [Mpn HaXxxaTum CTPENKn cnpaBa OT KHOMKK

19
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OTKPOETCHA MEHI0, no3Bonswuee BbiOpaTb HeoOGxoauMbI TN MHAOPMaUMM Ans

oTobpaxeHus:

— PacwudpoBka rpacdmka — KHonka nNo3BonsieT OTKpbITb OKHO Fpacdhuk paboTbl
ANs NpOCMOTpPa pacnucaHna paboTbl COTPYAHMKA Ha HeQEento.

— KaneHpapb — KHOMKa no3BONSieT OTKPbITb OkHO [padmku paboTbl Ans
NpoCcMOTpa pacnmcaHusi paboTbl COTPYAHMKA Ha roA.
"MevaTb — NpuM HaxaTUM CTPENKM crnpaBa OT KHOMKM OTKPOETCH MEHIO,

nossonswwee BblbpaTb opmMaT nNpeacTaBneHuMs  AaHHbIX  COTPYAHUKOB,
BblAeneHHbIX B paboyen obnactu Bknagku (Mnu BCeX, €CNn HU OOUH He BblOENEH),
ANS NpOCMOTpPa B OKHE NpeaBapuUTENbHOro NPOCMoTpa M Nocneayowen nevaTu:
— CnncoK COTpyAHUKOB — MnevyaTb JaHHbIX BblOpaHHbIX COTPYAHMKOB B BUAE
cruvcka c ykazaHmeM TabenbHoro Homepa, PO, nogpasgeneHms n JOIMKHOCTH.
— YyeTHble KapTO4KMU (KpaTKO) — nevatb AaHHbIX BblOpaHHbIX COTPYOHWUKOB B
BMOE KapToyek C ykaszaHnem TabernbHoro Homepa, PUO, nogpasgeneHus u
AOJMPKHOCTU, rpadunka paboTbl U nageHTUdKnKaTopa Bbl4aHHOW KapThbl JOCTYNA.
— Y4YeTHble KapTOUKMU (AONONHUTESNbHbIE AaHHbIE).
— Y4YyeTHble KapTO4KM (BCe AaHHbIe).

X - AkcnopT B Excel — npu HaxaTuum cTpenkn cnpasBa OT KHOMKU OTKPOETCH MEHHO
No3BONAKLLEE COXPAHUTb AaHHbIE COTPYAHMKOB B doainne aneKkTpoHHbIX Tabnuy MS
Office Excel c paclwumpeHnem . x1s. [JoCTynHbl cregyoLwme onumm coxpaHeHus: 6e3
c¢oTorpacun, c cpotorpachmamm, AaHHbIE TONBKO U3 BUAUMbIX KOJNTOHOK.

= - AkcnopT B OpenOffice Calc — npn HaxaTun cCTpenku cnpaBa OT KHOMKU
OTKPOETCA MEHI0, MNO3BOSIAILEEe COXPaHUTb [aHHble COTPYAHWKOB B (pawnne
ANeKkTpoHHbIX Tabnuy OpenOffice Calc ¢ pacwmpeHneMm .ods. [JOCTynHbI
cnegytowme onumm cCoXpaHeHus:

— 6e3 coTorpadcun,

— ¢ choTorpadmamu,

— JAaHHble TONbKO U3 BUAUMbIX KOJTOHOK.

lpumeyvaHue:

[obaBneHne oTorpadun coTpygHMKOB OyaeT [OOCTYNHO MOCre YCTaHOBKM
moaynst PERCo-SM02 «[lepcoHarn».

®1 _ kronka nossonset NPOn3BECTM MMMOPT AaHHbIX COTPYOHUKOB U3 hanna
aNeKkTpoHHbIX Tabnuuy MS Office Excel.
¥~ UMnopTt — npu Haxatum CTPenku cnpaBa OT KHOMKM OTKPOETCS

OOMNOMHUTENBHOE MEHIO:

— Wmnopt m3 Excel — nossonseTr nponsBectM UMMNOPT AaHHbIX COTPYLAHUKOB U3
danna anekTpoHHbIX Tabnuu MS Office Excel.

— Wmnopt u3 Active Directory — nossonser npou3BecTM WUMMOPT AaHHbIX
COTPYAHWKOB U3 CNMCKa y4eTHbIX 3annucen nonb3oBaTernen BblbpaHHOro JoMeHa
MS Active Directory.

i | Haokp BuiGop noapasgeneHMs —  KHoOMka — nossonsieT  BblbpaTb
nogpasgeneHve, CoTpyaHukM Kotoporo 6yayTt otobpaxatbca B paboyven obnactu
Bkrnagkn. CrnpaBa OT KHOMKW yKa3aHO Ha3BaHMEe BbIOpPAHHOIO B [aHHbLIA MOMEHT
nogpasgeneHus.

Pabo4yas obnactb BKMagkM COOEpPXXMT CMUCOK COTPYAHWKOB, BbIbpaHHOro Ha naHemnu
WNHCTPYMEHTOB noapasfernieHns. 3Ha4yok B NnepBoM cTonbLe ykasbiBaeT, YTo:

z:- — COTPYAHUKY He BblAaHa KapTa A0CTyna Ui n3bdTta.
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o ¥ _ hameHeHHble ganHbie COTpYAHMKA HeobXxoaMmo nepenatb B KOHTPOSEpbI
CUCTEMBI.
XenTbiM LBETOM BblAeneHbl COTPYAHMKN, KOTOPbIM He fobaBneHbl hoTorpaduu.

lpumeyaHue:

“ B pabouyei obrnactn peanunsoBaHbl YHKUUN: COPTUPOBKA MO 3feMeHTaM OOHOro
WM HECKONbKUX CTONOLIOB, KOHTEKCTHbIA Moucka, OAHOBPEMEHHOE BblAeneHus
HECKOJbKMNX 3NIEMEHTOB N N3MEHEHME LUMPVHbI U NMOCreaoBaTeNbHOCTM CTONGLOB.

MaHenb BBOAA M pedaKkTUPOBaHUA yYeTHbIX AaHHbIX COTpyaHuKka. Ecnn paHee 6bin
yCTaHOBMEH 1 OTKpbIT Mogynb MO PERCo-SM16 «Kagher», To OyaeT AocTynHa naHesnb
Kade:
Kade
CxEeMa onnaTel MMTaHWA

Bes KoMneHCaUMH

MpackK NoCewEHMA

B ntofoe Bpema

MaHens [JOKyMEHT U AONOSIHUTENbHbIE AaHHbIe. [1aHenb MOXHO CKPbITb / OTKPbITb,

HaXXaB KHOIMKY ‘ Bknountb / OTKNOYUTDL 0T06pa)|<eHV|e AOKYMEeHTa N TeKCTOBbIX
AONOJIHUTEeNbHbLIX AaHHbIX Ha nNaHenn WHCTPYMEHTOB BKMaaKW. Ha naHenu
cogepxatca nond and BBoAa AaHHbIX OOKYyMeHTa COTpyAHUKa M OONOJNTHUTENbHbIX
TEKCTOBbIX AaHHbIX. [laHHblE OOKYyMEHTa MOoryTt ObITb BBEAEHDI BPY4YHYIO, UINMN HaXXaTunem
KHoNkn Pacno3HaTb MOXHO 3anyCTtuTb npouenypy aBToMaTn4eckoro pacrno3HaBaHuA.

lpumeyvaHue:

= [onsa n BkNagku onst BBoAa AOMNOSTHUTENbHbBIX TEKCTOBbLIX U rpaddnyecknx gaHHbIX
co3palTca B pasgene «YyemHble OaHHbIe» Ha Bknagke [ononHuTesnbHble
OaHHble.

MHCTpYMeHTbI NnaHenu BBoAa rpamniecknx gaHHbIX:

o & 3arpy3utb u3 c¢amna (Ctrl+L) — kHonka nossonseT 3arpy3uTb rpadunyeckmne
AaHHble U3 danna ¢ pacumpeHnem .bmp, .jpg (.jpeg) nnu .png, pacnosioXKeHHOro Ha
Ancke KomnbtoTepa.

e @ [lonyuntb usobpaxeHune oT kKamepbl (Ctrl+Alt+C) — kHonka nosBonseT
NoNyyYnTb rpaduyeckme AaHHble OT Kamepbl Bugeonoacuctemol unn Web-kamepebl,
NOAKMIOYEHHON K KOMMbIOTEPY.

e = [MonyuuTb u3obpaxeHne oT ckaHepa (Ctrl+Alt+S) — kHonmka nossonser
NONy4YnTb rpadouyeckme AaHHble OT CKaHepa.

o @& BcraBuTb 13 6ydepa (Ctrl+Alt+V) — kHomnka No3BoONsiET BCTaBUTL rpadmyeckme
AaHHble 13 Bydepa obmeHa Windows.

e B Ypanutk (Ctrl+Alt+D) — kHomka nossonseT yaanuTb 3arpyXeHHble paHee
rpacpuyeckme gaHHble C OTKPbITOW BKNAAKU NaHenu.

[MaHenb BBOAaA rpadmnyecknx gaHHbIX. [laHenb MOXHO CKPbITb / OTKPbITb, HAXXaB KHOMKY

2 Bknrountb / oTKNHOUMTB oTobpaxeHue rpacuyeckux AaHHbIX Ha NaHenu
WHCTPYMEHTOB BKNagkun. Ha naHenu cogepxatcsa cneayowme BKNaaKku:

* ®oTorpadus;

¢ [1OKYyMEHT;

* Bknaaku AnA AONONHUTENbHbIX rpadMyecKux AaHHbIX.
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8. KHomMku ynpaBneHus naHenu BBoAa 1 pedakTupoBaHna AaHHbIX, KHOMkM OK n OTMmeHa:

HasHaunte poctyn — KHOMKa no3BondeTr nepentn B pasgen «Jocmyn
compyOHUKO8» ON1s1 BblAayn COTPYAHWUKY KapTbl U HA3HA4YeHMsA NpaB 4OCTyna.
OcHoBaHue — cnaxok byaet goctyneH npu gobaBneHnn HOBOro COTPYAHMKA UMK
N3MEHEHUN ero yyeTHbIX AaHHbIX. Ecnn cnaxok ycTaHOBMEH, TO Mocne HaxaTtus
kHonkn OK oTkpoeTtca OkHO BbIOOp AOKyMeHTa-OCHOBaHMUA, MO3BOMNsOLLEE
yKkasaTb JOKYMEHT M3 Yncra BBeAEeHHbIX paHee Ha Bknagke [OKyMeHTbl pasfena
«Y4yemHsble 0aHHbIe», Ha OCHOBaHMM KOTOPOro NPOM3BOAUTCS U3MEHEHUE YYETHbIX
AaHHbIX COTPYAHMKA.

Uma Bxoma B Active Directory — none cogepXut nyTb K y4eTHOW 3anucu
coTpyaHuka B MS Active Directory.

.J Bbi6op nmeHn Bxopa B Active Directory — kHonka nossonsieT ykasaTb A1
COTPYAHWKA y4eTHYI0 3annck nonb3osatensa MS Active Directory.

3.2.2.UmnopTt coTpyaHukoB u3 Excel

[aHHble COTpyAHMKOB MOryT ObiTb 3arpyxeHbl U3 dhanna 3MeKTPOoHHbIX Tabnuy MS
Office Excel. lNpegycMoTpeHa BO3MOXHOCTb MMMNOPTa CreayoLWnX yY4eTHbIX aHHbIX:
Ta6.Ne — TabenbHbIi HOMEpP COTPYAHUKA;

damunus;

Nwms;

OT4yecTBO;

NMoppaspeneHue;

OOMKHOCTD;

Mpuem Ha paboTy — aata npvema Ha pabory;

PoTorpacma — nosiHbIN NyTb K poTorpadun coTpyaHuka Ha gucke M1K;
UpeHTndukaTop — ngeHtmdmkatop kaptbl (O4HUM YUCTIOM);

Kop cemencrBa KapTbl;

Homep KapTbl;

TenedoHbl aonsa otnpaBku SMS.

3.2.2.1. NMopagroToBKa channa gnsi uMnopTa

[na nogrotoBku hanna ¢ nHpopmaumen o cotpygHukax B opmate MS Excel:

1. OTKpounTe paHee co3gaHHbIN hbann ¢ JaHHLIMU COTPYAHUKOB B npunoxeHun MS Office
Excel.

2. YkaxuTe obnactb MMMNOPTUPYEMbIX AaHHbIX. [JNa 3TOro BbligenuTe guanasoH siyeek B
paboyen obnactu okHa. [lpyM 3TOM nepBasi CTpoOKa BblAENEHHOM obnactu AO0ImKHa
cogepxaTtb HaMeHOBaHUS NOSeN y4ETHbIX LaHHbIX:

A B C D E F G
CotpygHukn  [ACO 19.06.2013

1
2
3
a
>
6
7
8
9

10
11
12
13

22

=
]
=2

=

130

AHuKeWYeB AHATONUI BUKTOPOBUWY

AHanUTHK

[CO

9.00-17.45

20.11.2012

39

lepray MesaH MiBaHoBMY

UHKeHEP TEXHUYECKOM NOAAEPHKN

[CO

9.00-17.45

10.03.2009

7

JNonmatos BaneHtnH Cepreesny

Cneumannct TEXHUHECKOW NOALEDKK

[1CO

9.00-17.45

11.03.2010

76

HonteBHurosa CseTnaHa /lbBoBHa

CrneuuanueT TEXHUHECKORW NoAnepHK

filee

9.30-18.15

11.03.2010

38

HocHbipes MBaH KoHCcTaHTMHOBMY

PykoBoguTENb OTAENA

Jilee)

9.30-18.15

10.03.2009

63

NapvioHos Bnagumup MsaHoBuy

UHKeHep TEXHU4ECKON NoAAePHKA

[CO

9.00-17.45

18.02.2010

142

CantaHoBKWY [LMWTPHIA Eroposny

CneumanncT TEXHWHECKOW NOALEPKK

[CO

9.00-17.45

01.04.2013

62

Ceuctyd Qner Eroposuy

ALMWUHUCTPATUBHLIN AMPEKTOp

filee

09.30-18.15

18.06.2013

O (00|~ (|8 |w M=

a1

Tyxk Muxaun BnagucnaBosu4

WHKeHep TEXHWYECKOM NoAAEPHKA

[CO

9.00-17.45

01.07.2010

[y
o

33

®énoposa AnekcaHapa HuKonaesHa

WHxeHep-paoMoTexXHUK

nco

9.00-17.45

10.03.2008




PyKOBOﬂ,CTBO nonb3oBaTenda

3. [puceBonTe HavMeHOBaHWE BblAeneHHOMY Ananas3oHy sdveek. [na atoro Bbibepute B
rMaBHOM MEHIO Nporpammbl NYHKT @opMynbl. Ha OTKpbIBLLUENCA NaHENN NHCTPYMEHTOB
HaxxmuTe KHonky [iucnetyep umeH. OTKpoeTcsa OKHO [iucneTyep UMEH:

Jucneryep wMmeH 7 x
DuneTp T
Mma IHAYEHKE AduanazoH OBnacTe MprmedyaHue
AdranazoH
s
JaKpHITE
lpumeyaHue:

7 B dhanne anekTpoHHbIX Tabnuu MS Office Excel pomkeH cogepXaTbCsl TOSNbKO
OAWH MMEHOBaHHbIN Anana3oH syeek. Ecnun B danne paHee Obinn co3gaHbl Kakme-
nnbo nmeHa, To yganuTte ux, Bbiaenus B paboyen obnactv okHa [iucnetyep MMeH
N HaXxaB KHOMKY YAanuTb.

4. B OTKpbIBLWIEMCHA OKHE HaxmuTe kHonky Cospatb.... OTkpoetca okHO Cos3paHue

UMEeHMU:
Co34aHME MMEHN ? X
GNER Aco
Denacre: KHMra a

MNprmevaHre.

AnanazoH: =Mnecr1!5453:5P513 s

5. B okHe Co3paHue nMeHu BBeANTE HaMMeEHOBaHME ananasoHy a4yeek B none Umsa. Nms
MOXeT BbITb MPON3BONbHbBIM, Hanpumep, «JCO».

6. Haxmute kHonky OK. OkHo Co3paHuMe nmeHu 6yaeT 3akpbiTo. B paboyen obnactu
OKkHa [lucneT4yep MMeH NOSIBUTCH CTPOKa C yKazaHHbIM Ha3BaHNEM.

Haxxmnte KHOMKy 3aKpbITb, OKHO OyAeT 3aKpbITO.
CoxpaHuTte dhann u 3akponte ero. damnn rotos 4Ng UMNopTa gaHHbIX.
3.2.2.2. UmnopT gaHHbIX U3 channa

[nsa nmnopTa AaHHbIX U3 NOArOTOBNEHHOIO paHee danna aneKkTpoHHbIX Tabnuu MS Office
Excel:
1. Haxmwnte Ha naHenu MHCTpyMeHTOB BkNaaku Bknagka CoTpyAHUKMU CTpenky cnpasa

OT KHOMKW W7 UmnopT. B oTkpbiBlUEMCS MeH0 Bbibepute nyHKT UMnopTt mn3 Excel.
OTkpoeTcsa okHO AMNOpPT AaHHbIX:
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W Winanopt ganmei .

MeT ot (hain MHROPTA):

_ BaHHsie WoTouHIKS _ ~_ flaHHEIE MPUEHHIKS i
I Darmims

g Gie]

g OTyecTeo

E MoapasaeneHie

I JomsHocTs

é Mpsiem Ha paboTy

£ GoTONDadMA

B WaentudixaTtop

é Koa ceMeicTsa KapTe

g HoMep KapThl

ETEnequm AN OTARABKK SMS

Dammsie 4nA MMNOpTa:

2. [na ykaszaHna UCTOYHUKA (hanna mmnopTa) HaXXMUTE KHOIMKY J B okHe ®Pawun
MMMNOpPTa AaHHbIX YKaXXWUTe pacrnonoXeHue NOLrOTOBFIEHHOro A4S MMNopTa LaHHbIX
danna anekTpoHHbIX Tabnuy MS Office Excel n HaxmuTe kHonky OTKpbITb.

3. Cnucok [OaHHble MUCTOYHMKA OKHa WMMNOpT A[aHHbIX 3anofHUTCS 3arofioBKamum
ctonbuoB 13 BblibpaHHOro danna.

4. B okHe UmMnopT AaHHbIX B cnuckax [aHHble UCTOYHMKA M [laHHble npueMHuKa
BblbepuTe COOTBETCTBYIOLLME APYr APYrY HA3BaHWS NOMEN OaHHbIX N HAXKMUTE KHOMKY
CBasatb. B obnactu [laHHble ana uMnopTta Ao06aBUTCS napa CBA3aHHbIX APYr C
APYrom anemMeHToB u3 oboux cnuckoB. [na Havana mmnopta HeobxoauMo ykasaTb
COOTBETCTBME ANSA NONs AaHHbIX Pamunus.

[MosTOpUTE Npouenypy ANA ApYrux noremn AaHHbIX.

Mpu umnopTe TenedoHa B COOTBETCTBYIOLWMX NONSAX Ha naHenu CTpyKTypa AaHHbIX
nonsi Tene¢oHOB yKaXuUTe KONMYeCTBO CMMBOJSIOB KOJa CTpaHbl, Kofa onepaTtopa u
Homepa TenedoHa. Ecnn ana cotpygHuka MoxeT 6biTb yKa3aHO HEeCKOSIbKO
TenedoHoOB, TO YKaxuTe cumBorn-pasgenutens. [locte wumnopta TenegoHbl
OTMEYaloTCA KakK «aKTUBHbIEY.

lpumeyaHue:

" e Ecnu He 3agaHO COOTBETCTBME Monsi AaHHbIX MoapasgeneHue, 1o Ans Bcex
nMnopTupyemMblx cotpyaHukoB B none lMoppaspeneHue OyaeT ykasaHo (He
onpeneneHo).

e [1ns1 BCEX MMMOPTUPYEMBIX COTPYAHUKOB B none Mpacmk paboTbl ykasbiBaeTcA
TPAOUK HUKOI JA.
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WmnopT gaHHBIK =

Werowee (hafin mmnopra): | O TC0 s

JasHHsie HCToqHIES Harssie NDUEHHHKS

N2 n/n Cemzate | B Gamunms
COTDYAHWE £ ma

FEHK EEPDTI:I fobaBuTs E OTYECTEO

CxeMa onnaTel NUTAHWUA € Koa cemeiicTsa KapTsl
£ HoMep KapTol
FYNacnopT

CTRYKTYPa AaHH6IX NONA TenedoHos
HAUMHABTCR € NASMLMK  [lmvHa

1
3
7

Kog cTpaHb 2

4k

qF

Koo onepatopa |2

Homep 5

AM[Ar Ak

Ak

Cumson-pazaesimens .:
NarH=e AnA MHNopTa:
£ Tab. N2 --> Tab. N
2 JonxHoCTe —> JOMKHOCTE
£ Moapasaenexue --> MoapasaeneHue
£ ®aiin ¢ GoTorpadueil --> GoTorpadua
€ WoeHTuduKaTop --> UaeHTupMKaTOp
£ Homepa TenedoHos = TenedoHsl ANA OTNPaBKKM SMS

YaamTe

OUHCTHTE

MmnopT SaKpETE

KHonka YaanuTb no3BonseTt yOoannTb BblAEJIEHHYIO Napy 3f1eMeHTOB B CMNCKe [daHHble
Ana nMnopTa, KHOrMKa OunctnTtb — yaannTb BCe NMapbl U3 CrnckKa.

7. Haxmute kHonky MMnopT aons Havana umnopTta AaHHbIX. OTa KHoMka AOCTYMHa, ecnm
B cnvcke [JaHHble 4ns MMnopTa coaepXXuTcs napa Ans nons gaHHbix @amunua. Mpu

yCMNeLwHOM 3aBepLleHnM MMMNopTa OTKPOETCA OKHO € coobuieHneM. B oTkpbiBLLEMCA
OKHe HaxmuTe KHonky OK.

lpumeyaHue:
““" Ecnu 3agaHo cooTBeTCTBME roneil gaHHbix ®amunus, Ums, OTYecTBO U 3TU
AaHHbIE MMMNOPTUPYEMbIX COTPYAHUKOB COBMaAaroT C XpaHawmmmca B Bl cucremsl,
TO OTKpoeTcH okHO MoaTBepxaeHNe coxpaHeHUst AY6NMPOBaHHbIX AaHHbIX:
W MoaTBepaeHe coxpareHina AYBIMPOBaHHDBIX AaHHbIX 1ol x|
NMepen Bamn cnucok tex nogen M3 painna nmnopta, PHO koTopbix
6binn HaWpeHbl B baze AaHHbIX. OTMETbTE TeX NAeH, YbHU laHHblIe

HYXHO COXPaHWTbh, M HAMMKUTE KHONKY OK.
Eaﬁem:e ﬂpreu (He orpegensHn), (He mpeaerEHa:l

LapasErad Mrops , (He onpe; ~n|-H||| (HE ONpEASNEHE)

OTMETHTE BO2X CHATE OTMETEY (0.4 CITMeHa

OTtmeTbTe hnaxkammn B paboyert o6nactn okHa COTPYOHUKOB, OAHHbIE KOTOPbIX

HeobXxoaMMO MMMOPTUPOBATb, U HaxkmuTe kHornky OK. Mpoueaypa nmnopTa byget
NpoOOIKeHa.

8. [nsa Bbixoga n3 okHa MIMMNopT AaHHbIX HAXXMUTE KHOMKY 3aKpbITb.
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3.2.3.UmnopTt cotpyaHukoB u3 Active Directory

Mpoueaypa NO3BONSET NPON3BECTM UMMOPT CNNUCKA COTPYAHMKOB 13 Ba3sbl JaHHbIX CryX0bl
katanoros MS Active Directory (panee — AD). IMnopT Npou3BOAUTCH Ha OCHOBaHWMU
y4YeTHbIX 3anucen nonb3oBatenen AD, BbibpaHHoro gomeHa AD, ecnn ykasaHbl hammnms
COTPYAHWKOB. ECTb BO3MOXHOCTb MMMOpPTa BCeX Mnofb3oBaTenen BblOpaHHbIX rpynn
ykasaHHoro gomeHa. CoTpyaHuKu o6aBnsOTCA B yXKe CYLLECTBYIOLLMIA CIIMCOK U NPU 3TOM
aBTOMaTU4eCKM pacnpeaensaTca No nogpasfaeneHnsMm B COOTBETCTBUN C AaHHbIMM rpynn,
ykasaHHbiMu B AD. Ecnu nogpasgeneHns ¢ nogxogsiwimMm HassaHuem HeT B Bl cuctemsl,
TO OHO ByAeT co3gaHo aBTOMATUYECKMW.

3.2.3.1. UmnopTt gaHHbIX u3 AD
[na umnopTa cnucka coTpygHukos n3 AD:

1. Haxmute Ha naHenun MHCTPYMEHTOB BKNaakn COTPYAHUKN CTPESIKY CnpaBa OT KHOMKK
¥ UmnopT. B oTkpbiBlUEMCS MeHIO Bbibepute nyHKT UmnopTt mn3 Active Directory.
OTkpoeTcsa okHO UMnopT AaHHbIX U3 Active Directory:

M MranopT gannbe us Active Directory >

WCTouHMK:

Belbpats ...

[ aHHbIE UCTOYHWKS JaHHele NpUeMHIKS

& Damuins

E ma

E MNoapazaenexHue

E LomeHOCTE

E Wma exona e Active Directory
gTE.ﬂEdJDHbI AnA oTnpaskK SMS
E doTorpadma

[aHHEIE ANA MMNopTa:

WMmnopT

Cnucok laHHble NpUeMHUKa COAEPXUT NOMs AaHHbIX COTPYAHUKaX, KOTOpble MOTryT
ObITb coOXpaHeHbl B B[] cuctemsl.

2. B OTKpbIBLIEMCSA OKHE HaxXmuTe KHOMKYy BbiOpaTb cnpaBa oT nond WMCTOYHMK.
OTkpoeTtcsa okHO Bbi6op: "lMonb3oBaTtenn™:

BriGop: "Monezceatenn” X

BriGepuTe TMN obbeKTa:

| "Monesosatenn” | Twnkl 0B BEKTOE...

B ChnegyoLlLEM MECTE

| SIV1 | PasmelueHie. .

BeenvTe MMeHa BeifiMpacMen: 08 bEK TOB (DDMMEDLL):

‘| [poBEpMTE WMEHE
OononHUTENEHD.... 0K CmaeHa
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3. B oTkpbiBWEMCA OKHE yKaxuTe HaxmuTe KHonky PasmeweHue. OTKpOeTCA OKHO

Pa3melleHune co CNUCKOM OCTYMHbIX JOMEHOB U nonb3osaTteneun AD:

PasmeweHme =

YikaxuTe, rog Bel X0TWTE BEINOMHATE NOMCK

PazmeweHne:

=] Beck katanor
==

N o

Omveria

B oTkpblBLLIEMCS OKHE Bblgenute Heobxogmmbln gomeH AD. HaxmuTe kHonky OK.

B okHe Bbi6op: "lMonb3oBaTenn"” B none BBeante umeHa BbiIOMpaeMbiX 06 bEKTOB
BBEOMTE MMEHa OOHOro UNu Heckonbkmx nonb3oBatenen AD. Npu HeobxognmocTun
BOCMONb3ynTeCb KHOMKOM [lONOMHUTENbHO A NouMcka Heob6XxoAMMOro AoMeHa.
Mocne 3anonHeHus nons AdaHHbiMu  HaxmuTe KHonky OK. OkHo Bblibop:
"Monb3oBaTenu" 6yaeT 3aKpbITO.

B cnucke [aHHble UCTOYHUKA OkHa UMNOPT AaHHbIX MNOSBATCA AOCTYMHblE NONd
AaHHbIX y4eTHbIX 3anucen nons3osartenen AD.

Bbibepute B cnuckax [daHHble UCTOYHUKA M [JaHHble nNpueMHuKa okHa Umnopt
OaHHbIX COOTBETCTBYIOLLIME APYr APYry Ha3BaHUA NONen OaHHbIX U HAXMUTE KHOMKY
CBasatb. B obnactu [aHHble ana wMmnopTta fobaButcs napa CBsA3aHHbIX ApYyr C
APYrom anemMeHToB 060UX CMMCKOB.

lMoBTOpUTE Npouenypy ANs ApYyrux nonen AaHHbIX. [Ana Hayana umnopTta HeobxoAMMO
yKka3aTb COOTBETCTBME Ans rnoneun aaHHblx ®amunua u Myt Active Directory.

Mpn mnopTe TenegoHa B COOTBETCTBYIOLLMX MOMsX Ha naHenn CTPyKTypa AaHHbIX
nonsi TeneoHOB yKaXuTe KONMM4eCTBO CUMBOJSIOB KOAa CTpaHbl, Koga orneparopa u
Homepa TenedoHa. Ecnn ana coTpygHuka MOXeT ObiTb YKa3aHO HECKOMbKO
TenedoHOB, TO YyKaXxuTe CcuUMBON - pasgenutenb. [locne wumnopta TenedgoHbl
OTMEYatoTCs KakK «aKTUBHbIEY.

lpumeyaHus:

= e Ecnn He 3agaHo cooTeeTcTBME Nons faHHbix lNMoapasgeneHue, 10 ANd BceX
nMnopTupyemMblx cotpyaHukoB B none lMoppaspeneHue OyaeT ykasaHo (He
onpeneneHo).

e [1ns1 BCEX MMMOPTUPYEMBIX COTPYAHUKOB B none Mpacpmk paboTbl ykasbiBaeTcA
TPAOUK HUKOI JA.
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Firanopt ganden 3 Active Directory X

WeToqHMK:
PO.PERCOV oCTE; BoifpaTe ...

[ aHHbIE MCTOYHWKE [ EHHbIE MPUEMHIKE

e SS
Homep TenedoHa Tereers ,T».—.-ned:loHl:-l AnA oTnpaskK SMS

DoTo e doTorpadma

OobaeuTe

E DaMunA (BeIE0ANMMOE MMA) — = DEMUNKA ¥aanuTb
E HMMa —= Mma
E Noapazoeneduwe = MNogpasaeneH1e OYUCTHTE
E AomsHOCTE —> Jom#HOCTE

E MmMa exona B Active Directory —> MMAa sxoaa g Active Directory

HMmnopT 3aKpbiTh

10. Haxxmute kHonky WMmnopTt. [locne OKOHYaHUS wuMMAopTa OTKPOETCA OKHO C
COOTBETCTBYHOLUUM COOBLLEHMEM U YKa3aHMEM Yncna COTPYOHWUKOB, JAaHHbIE KOTOPbIX
ObINIM UMNOPTMPOBAHDI.

lpumeyaHue:

““" Ecnu 3agaHo cooTBeTCTBUE roneil gaHHbix ®amunusa, Ums, OTYecTBO U 3TU
AaHHbIE UMMOPTUPYEMbIX COTPYAHMKOB COBMNaaatoT ¢ XpaHswmmucs B Bl cuctems,
TO OTKpoeTcs OkHO MoATBepXAeHUe coxpaHeHUs Ay6nMpoBaHHbIX AAHHbIX:
W NopteepaeH e coxpaHeriia AYBAMPOBaHHBIX HaHHBIX ;[QIEI
NMepen Bamn cnucok Tex nogen M3 painna nmnopta, PHO koTopbix
6binn HaWaeHbl B 6a3e gaHHbIX. OTMETbTe Tex NkofeH, YbH flaHHble

HYXHO COXPaHWTbh, U HAMMMUTE KHONKY OK.
Eaﬁem:\e .ﬂ.HﬁPEH (He orpegensHo), (He mpeaerEHa:l

UapasErk a4 Mro 1k |I-1.- onpe ! -I'||-H||| |}-|- onpeas I'II-H.H

OTMETHTE BO2X CHATE OTMETEY (0.4 CITMeHa

OTtmeTbTe hnaxkammn B paboyvern o6nactn okHa COTPYOHUKOB, OAHHbIE KOTOPbIX
Heobxoanmo nmnopTupoBaThb, 1 HaxmuTe kHonky OK. Mpoueaypa nmnopTta 6yaet
NpoaoSPKeHa.

3.2.3.2. N3meHeHMe nyTu K yyeTHoM 3anmucu AD

[na nameHeHunsa nytn K yyetHon 3anuncu AD:

1. Haxmute KHonKyﬂ Bbi6op nmeHu Bxona B Active Directory B HMXHe YacT naHenu
BBOAA U pegakTupoBaHuna gaHHbiX. OTKkpoeTcs okHO Bbibop: "lMonb3oBaTtenu”.
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Beeante B none BBeaute uMMeHa BbIOMpaeMbiIX OOBLEKTOB Y4YETHYK 3anucb
nonb3oatens AD, koTopyto HEOH6XOANMO yKa3aTb B YY4ETHbIX JaHHbIX COTPyAHMKA. [pu
HeobXoOMMOCTN  BOCMONb3YyWTECb  KHOMKOM  [lOMONMHUTENbHO  ANs  Mnoucka
HeobxoaMMoro AoOMeHa.

Haxmute kHonky OK B HmKHen yactu okHa. OkHO BygeT 3akpbiTo, NyThb K BbiOpaHHOWM
y4yeTHou 3anucu nossutca B none Ums Bxopa B Active Directory.

3.2.4.lo6baBneHne HOBOro COTpyaHMKa

[ns no6aeneHns HOBOro COTPYAHUKa:

1.

Taf. N [

Gl

OTyecTeo |

Mpuem Ha paboTy |18.I:|9.20 15 B~ |

Y4eTHbIE AaHHbIE

DaMmnma | | |

Bbibepute nogpasgeneHune, B koTopoe OyaeT MpPUHAT HOBLIM COTPYAHUK. Ona atoro

HaxkmuTe KHorky %8 BbiGop moapa3saeneHus Ha naHenu MHCTPYMEHTOB BKNnaaku. B
OTKpbIBLLUEMCS OKHe Moapa3saeneHus ykaxuTte nogpasgenenne n Haxmmte kHonky OK.
Cnncok coTpygHuKoB BblGpaHHOro nogpasgeneHus 6yget otobpaxeH B pabouen
obnactu Bknagku, Ha3BaHue nogpasferneHns nosiBUTCS cnpaBa OT KHOMKK.

HaxmuTe kHorky # [106aBUTL Ha NaHenM MHCTPYMEHTOB BKNaaku. OTKpoeTcs naHerb
BBO4A W peaaktupoBaHus pAaHHbix. B none [lMoppaspeneHue ©Oyaetr ykasaHo
BblOpaHHOEe Ha NaHenn NHCTPYMEHTOB noapasaeneHue:

HokymeHT & = El

Homep

| MoTtorpadma | JoKkyMeHT

AaTa porxaerna MecTo pomaeHHs

|I. V|| |

Koraa ecigaH fAeficTBMTENEH A0 Mon

KeM BblaaH

MNoapasgensHue |HL‘IOKP | | |

Lom#HoCTE |(HE onpefeneHa) | on noapasa-Hus TpaknaHCTED

Mpadu paoTe: PAGUK HUKOT 1A | | || |

YueTHLIE AaHHEIE |18 09.2018
neficTBYIOT b

Kate
CxeMa onnaTsl MATaHKA PacnozHaTh

TN pacosHasaeMoro AoKyMeHTa
| |

OKHO AWaNora

|Ee3 KOMNEHCALMA |

[] Owro Bbifiopa anropuTHa

Tpadvi NOCEWEHNA

|B nioboe spema |

oK OTMEHa HasHauuTe DocTyn [JOcHoBanme WwA Bxona B Active Directory | | i

Mpun Heo6X0AMMOCTN MOXHO BbIOpaTh ApYyroe nogpasneneHue Ans CoOTpyaHUKa, Haxkas

KHOMKY J cnpaea o1 nons MNMopgpaspenenne. OTkpoetcs okHO MogpaspeneHus. B
OKHe OyayT OOCTynHbl NOApa3feneHnsa U3 cnucka pasgena «Yyemdble OaHHbIe». B
OTKPbIBLUEMCSI OKHE BblAenuTe nogpasgeneHve, B KOTopoe HeobxoauMo NpUHATL Ha
paboTy coTpyaHuka n HaxmuTte kHornky OK. OkHo MNMopapaspeneHus OygeT 3akpbITo,
BblOpaHHOe nogpasgeneHve nossutca B none MopapaspgeneHue naHenu BBoga M
pefakTMpoBaHUSA OaHHbIX:
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¢ Noapasaenerng O >

& (He onpegeneno)
EIER & HIACHP
= & Mpegnpuatie
& AoMUHMCTpaLMA
& byxranTepua
& OToen kanpoe
& OTnen cepercHoro ofcny#MBaHUA
& Dunuan 2

MoKAZLIBATE CKPEITEIE ABTOMATWHYECKAA COPTUPOBKE

CTpoKa AnA MoWcKa

Moma | F3 WCKaTh © HEY2Na HAZBAHWS

0K OTMeHE

3. Bsegute B nonda Ta6.Ne, ®amunusa, Umsa, OTyecTBO AaHHbIE HOBOrO COTpyAHuKa. [pu
HeobxoQMMOCTU C nomoLblo nons Beoda AaTel MNpuem Ha paboTy M3MeHuTe gaTty
npvema CoTpyaHuKa Ha paboTy.

4. B obnactn YyeTHble AaHHble YKaXuTe OOIMKHOCTb COTPYAHUKA, ANs 3TOro HaxmuTe

KHOMKY J cnpaBa oT nons BeoAda [flormkHocTb. OTKpoeTcs OkHO BbiGop AomKHOCTH.
B okHe ByayT OOCTYNHbI AOMKHOCTU, A06aBNeHHbIe B CMIMCOK AOMKHOCTEN Ha BKNagke
[ormxHocTu pasgena «Y4yemHbie OaHHbIEy:

Wl BuiGop aomkHocTH O >

HazsaHue G [

o
il

WEEB-aunzaiHep
WEE-npor paMM1cT
AHANMTHK

dupexTop

MoMoWHKE
PyKOEOAWMTENE OTOENA
CoTpyaHHK

EEEEEEE]

MoKka3bIBaTb CKPBITEIE
I Ok I I OTMeHa I

5. B oTkpbIBLIEMCS OKHE BblOGEpUTE HEOOXOANMBIN 3neMeHT N HaxmuTe kHonky OK. OkHo
OyaeT 3akpbITO, BbibpaHHaa JOMKHOCTb NOSABUTCS B none [LomKHOCTb NaHenun BBoja
N pedakTMpOBaHUS AaHHbIX.

6. B obnactu YyeTHble faHHble ykaxute rpaduk paboTbl, N0 koTopomy byaet paboTaTb

COTPYAHUK. [INA 3TOro HaXXMUTE KHOMKY J cnpasa oT nong Beoga MNpacduk paboThbl.
OTtkpoetca okHO pacdukum paboTtbli. B okHe OyayT [ocCTynHbl rpadukm paboThl,
co3faHHble Ha Bknagke padmkun pabotbl pasgena «Mpaguku pabombi» moayns
PERCo-SN01 «ba3oegoe l10»:
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Mpadukn pabotel O ot
HamMmeHoBaHWe Cxemna ¥PB | )

1p Pafiouan Heaena{HEAEMLHEIA)

2 | IPAGMK HUKOT A HEQENEHAR CXEMA PABOTBI(HE AEMEHbIA)

3 Pabouas Heaens HELEMEHAR CXEMA PABCTHI{HE EMEHEIA)

4 2cmena 2 cmera{CMEHHKIA)

5 |lcmena 1 cMeHa{CMEHHBIR)

5_ W
MoKAZLIEETE CKPRITEIE

|:| MoKaskIEaTE PECLMDPOBKY OTMeHa

7. TMoka3biBaTb CKpbITbIe — MNpK YCTaHOBKe doriaxkka B pabo4den obnactu Bknagku oyayr
oTobpaxaTbCsa yaaneHHble paHee rpadukm paboTbl, KOTOPbIE BbIAENAKTCA KPaCHbIM
LBETOM.

8. [Ona nonyyeHus noapoOHOM WHGopMauun O rpaduke paboTbl BbIOEPUTE HYXHbIN
rpaduk U yctaHoBute onaxok psgom ¢ napametpom lNokasbiBaTb paclumncpoBKy.
OTkpoeTcsa gonosniHuTenbHoe OkHO Mpaduk paboThbl:

lpadwx paborw

CotpygHur [kkk K.]
-
= 1) BasoBble NAapaMerTpsl ANA BCEX rpatmkos paboTs
JJ Hounoe spemn c 0:00:00 go 0:00:00
=2 NapameTpol rpadmka paboTm
i, Mpaduk c Hakonnennen Hapywenni Ha ocnose Gananca pabouero spemenn.
[Npn pacueTe yunTLHIBAETCA TOALKO NEPBLIA BXOO NOCNEOHEI Beixon ]
Pabounx yacon g wegene [40:00]. KonwuecTso pabounx gHen 8 negene [5].
Inybuxa yuETa 3a00MMEHHOCT Sl 33 npenbiayuEi nepuog - [He yunTeiBaT s Npenbigyume nepuonb]
HopMaTHEHAR NPOOONKNKT ENBHOCT b NEPEPLIBOE HA OTAbIX, Bnoyan oben (yuimm) 00:45.
MakcaManbHbIi NonoXnTensibi bananc (vam) [00:00]
NMpeaensbioe BpEMA Hapywenwi(3a pabouni AeHb yuzam) = 00:00
[+ @, Mosegenstsw; - [paboTa no rpadwecy = 08:00]
[+ @_ ETopHik - [pafoTta no rpadwiky = 08:00]
[ Cpeaa - [pafora no rpaduecy = 08:00]
¥ Yersepr - [paBora no rpadwicy = 08:00]

# 1) Nonycrumoe spemn pabotel (wummm) ¢ 08:30 - no 18:15.
] @_ MaTHiwa - [pafoTa no rpadwicy = 08:00]
- [, CyB6ora - [pafiota no rpadwicy = 00:00]

@, BooxpeceHoe - [pabora no rpadwecy = 00:00]

[ns 3aKpbITUA OKHa HaXmuTe KHOMKy %] B cTpoke 3aronoska okHa, unu kHorky Esc Ha
KrnaBunaType.
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9. B okHe padmk paboTbl BbibepUTE HyXXHbIN rpadmk paboTbl n HaxmuTe kHonky OK.

10.

11.

12.

OkHo 6yaeT 3aKkpbITO, BblbpaHHbIN rpaduk nosisButcs B none Npadgpuk paboTbl naHenu
BBOAA U pedaKTUPOBaHUS AaHHbIX.

Mpn HeobxoAMMOCTU C NMOMOLLBIO NMONS BBoAA AaThbl YUYeTHble AaHHble AeUCTBYIOT C:
N3MeHUTe AaTy U3MEeHEHUS! Y4ETHbIX AaHHbIX.

[na BBOAA OONOMNHUTENBbHLIX TEKCTOBbLIX W rpacbmquKmx YYE€THbIX AOaHHbIX, a TakKxe

OaHHbIX OOKyMeHTa COTpyAHUKa HaXMUTE KHOIMKY ‘ Bknountb / OTKNHOYNTb
OTOGpa)KeHVIe AOKYMEeHTa U TeKCTOBbIX AOMOJIHUTEeJNIbHbIX AaHHbIX Ha nNaHenn
MHCTPYMEHTOB BKNaaKu. OTKpOGTCFl naHersb ,El,oxymeHT n gonosfiHnTenbHble AaHHbIE.

Ha OTKprBLIJGVICFI naHenun eBegnTe B COOTBETCTBYHOLME MNOJIA NACNOPTHbIE OaHHbIE U
AOONOJIHUTEIbHbIE Y4E€THble AaHHble COTPYAHUKA.

lpumeyaHue:
Mpn mncnonb3oBaHuMn noakntoyeHHoro k K ckaHepa u gononHutensHoro [0,
nosiBNsieTcs BO3MOXHOCTb ~ aBTOMAaTUYECKOro  pacrno3HaBaHMs  OaHHbIX

OTCKaHMPOBAHHOIO  OOKYMeHTa COTpyAHuka. [nsa  3anycka npoueaypsl
aBTOMAaTMYECKOrO pacrno3HaBaHUS HaxMuTe KHOMKy PacnosHaTtb Ha naHenu

D,OKyMeHT n gonosfiHnutTesnbHbIe OAaHHbIE.

13. [Ins 3arpy3kn ¢poTtorpadumn COTpyaHMKA M AOMNOSHUTENbHbLIX rpauiecknx AaHHbIX

HaXXMUTE KHOMKY L& BKMIOUYNTL OTOGpaKeHWe rpadpuueckux AaHHbIX Ha naHenu
MHCTPYMEHTOB Bknaaku. OTKpoeTcs naHenb oTobpaxeHus rpadyecknx AaHHbIX:

BemaoiB

doTorpadma | AokyMeHT

14. Ha OTKpbIBLUENCS NAHENW NEPENOUTE HA HY>KHYIO BKIIaAKy M UCMONb3ys MHCTPYMEHTDI

naHenu, sarpyaute oTtorpaduio COTpPyAHWKA WU OONOSHUTENbHbIE rpaduyeckme
AaHHble. doTorpadus MoxeT ObiTb 3arpykeHa u3 danna, u3 bydepa obmeHa,
nonyyeHa ot Web-kamepbl Unm oTckaHMpoBaHa.

15. MNMpn HeobxoammocTn BBEOUTE HOMEpa TenedOHOB COTpyaHUKA Ans oTnpaBkm SMS-

COOOLLIEHUN.
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16.

17.

18.

19.

20.

21.

22.

Mpn HeobxoammocTn Ha naHenu Kadpe ykaxmte yCTaHOBNEHHYIO ONs COTPyOHWUKA
Cxemy onnatbl nutaHma n padmk noceweHna kade. lNMNaHenb AocTynHa, ecnu
paHee 6bln ycTaHoBMNEH U OTKPbIT Moaynb MO PERCo-SM16 «Kaghe»:

Kathe
CxeMa onnaThl NMTaHKA

|EE3 KOMMEHCALWAM |

Mpadmk NoCEL EHMA

|E nofioe BpeMa |

Ecnn HeobxoaMmo ykaszaTb [OOKYMEHT, Ha OCHOBaHWM KOTOPOro COTPYOHMK
npUHMMaeTCs Ha PaboTy (MU M3MEHSIIOTCS Ero yY4eTHbIE AaHHbIE) YCTAHOBUTE (hraxok
OcHoBaHue crnpaBa OT KHOMOK yrNpaBneH1s naHenw.

Mocne 3aBeplleHna BBoOa AaHHbIX COTPYAHUKA HaXXMUTE KHOMKY OK Ha naHenu BBOAa
N penaktnpoBaHnA AaHHbIX.

Ecnn pnaxok OcHoBaHuMe 6bin YCTAHOBMEH, TO OTKPOETCS OKHO BbliGop AOKyMeHTa-
OCHOBaHusA, codepxallee CnUCOoK [JOKYMEHTOB, BBEAEHHbIX paHee Ha BKragke
[okyMmeHTbI pasgena «Y4yemHbie OaHHbIEy:

; Wi Beibop ackymenTa-ocHosaHmMA O et

; | Homep HdaTtawzgaHkAa | [JaTta BcTYNNeHWA B CUny HazsaHue )

|t |1 13,04, 2018 05.09,2013 MpWKas o NpMEME Ha paboTy

12 12 20.12,2017 19.07.2015 MpMKas of YEONEHEHMK

13 |3 20.07.2017 26.07.2013 Mpukas o nepesone

I e b 10.09,2018 10.09.2013 3aABneHue

;5} 20.03.2018 18.09.2018 Brirosop

| W
£ >
MoKasLIBaTE CKpEITEIE

B oOTKpbiBWIEMCSA OKHE BbIOENUTE AOKYMEHT, Ha OCHOBAHWW KOTOPOro COTPYAHWK
npvHUMaeTcsa Ha paboTy (MM M3MEHSATCS ero yYeTHble AaHHbIE) N HAXXMUTE KHOMKY
OK. OkHO GyaeT 3akpbITO.

MaHenb BBOAA W pedakTUPOBaHWUS AaHHbIX OyOeT 3akpbiTa, HOBbIA COTPYAHMK OyaeT
AoGaBneH K CNUCKYy COTPYAHMKOB BbIOpaHHOro Ha MaHenu MHCTPYMEHTOB BKIaOKM
noapasaeneHus.

Mpn He06XOANMOCTM BHECEHUS U3BMEHEHWIA B AaHHbIE COTPYAHUKA, HAXXMUTE KHONMKY 3t
MN3MeHUTb y4yeTHble AaHHble Ha NaHenn MHCTPYMEHTOB BKkNaakn. OTKpoeTcsa naHenb
BBOJA M peaKkTpoBaHusa AaHHbIX. [pon3BeanTe Ha naHenn Heob6xoanmble N3MEHEHUS
n HaxxmuTe KHonky OK.

lpumeyaHue:

S Tpy UBMEHEHUN OOSMKHOCTU, NoapasgeneHus unu rpadpuka pabotbl coTpyaHMKa

Heobxoanmo B nore YYyeTHble AaHHble AeWUCTBYIOT C yKa3aTb AaTy, C KOTOpoWn
N3MEHEeHWs BCTyNatT B CUMYy.
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23. [Ina coxpaHeHus U3MeHeHHbIX JaHHbIX B B[] cuctembl HaxxmuTe KHOrKy CoxpaHuUTb Ha
naHenn NHCTpyMeHToB «KOHCcoO1u yrnipassieHusi».

24. MNocne pobaBneHns HOBOro COTPyAHMKA HeobxoouMo BbiaaTb eMy KapTy AocTyna u
YyCTaHOBUTb NpaBa W napameTpbl JocTyna. [ns 3Toro HaXmuTe Ha NaHemnu KHOIMKY
HasnaumnTtb poctyn. OTkpoeTtca pasgen «Jocmyn compyOHUKO8».

3.2.5.Co3agaHune paccbifiKu cOo0LWeHun
3.2.5.1. Co3paHne SMS-pacchbinku

lpumeyvaHue:

. OtnpaBka SMS-coobuieHuni ocyliecTBnsieTcs cepsepom cuctembl PERCo-S-20.
Bbi6op cnocoba pacchbinku n HacTpovika napameTpoB ocyLlecTBnsaeTca B «LJenmpe
ynpaeneHusi PERCo-S-20» Ha Bknagke HacTtponka paccbinkm cooOLeHun.

BBoa HoMepa TenedoHa coTpyaHUkKa

1. BBeawuTte TenedoH coTpyaHuKa, ANs 3TOro BblAeNUTe COTpyaHUKa B paboyen obnactu

BKNagkm wn Haxmute kHonky & TenecoHbl ana SMS-oTnpaBKM Ha naHenu
MHCTPYMeHTOB Bknagkn. OTkpoeTca naHens TenedoHbl ana ornpaskn SMS:

TenedoHbl ANA 0TNpaBkK SMS

(¢ abl []
/(8911 1234567

S c 911 7654321

o Ho6aBuTb — KHOMKa NO3BONSET OTKPbITb OKHO TenedoHbl ana SMS-paccbinku
ans pgobasneHus COTpyaHuKy, BblbpaHHOMY B paboyen obnactu BKnMagkm HOBOrO
TenedoHa.

e 2 Y3meHUTL — KHOMKa No3BoONsAET OTKPbLITL OkHO TenedoHbl Ansa SMS-paccbinku
A5 U3MeHeHusa HoMmepa TenedoHa, BblaeneHHoro B paboyern obnactn naHenu.

o I Ypanutb — KHOMKa MNO3BONSET yaanuTb TenedoH, BblAeneHHbIn B pabouyen
obnacTtu naHenw.
lpumeyaHue:

5 YcTaHoBKa hnaxka y Homepa TenedoHa B nepBom ctonbue B paboyen obnactum
naHenu penaeTt TenedgoH «aKTMBHbIM», TO €CTb Ha 3ToT TenedoH Oyaet
ocywecTBnaTbca SMS-pacchinka.

2. [nsa pobaBneHus TenedoHa Ha OTKPbIBLLENCHA NaHEeNN HAXKMUTE KHONMKY +] [Jo6aBuTthb.
OTkpoeTtcs okHO TenedoH ana SMS-paccbInku:

Tenedion gna SM5-pacceinkn

Koo ctpaHel Kogomneparopa Homep

Mpamep Pocowickan Penepauma Koo
onepaTopa Homep TenedoHa

7 911 7344051

QK OTMeHa
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3.

B oTKpbIBLUEMCS OKHE B COOTBETCTBYHOLLME NOSIS BBeaUTe TenedoH coTpyaHuka. Nocne
OKOH4YaHus BBoada Haxmute kHonky OK. OkHO 6yaeT 3akpbiTb, TenedoH 6yaet
pobaeneH Ha naHenb TenedoHbl ana SMS-otnpaBku. Y Homepa TenedoHa
aBTOMaTU4eCKn ByaeT ycTaHOBNEH Goraxok.

Mpn HeobxogmmoctTn gobaBbTe COTPYAHMKY Apyrne TenedoHbl. SMS-coobuieHus
OyayT oTNpaBnAaATbCA Ha TenedOoHbl, OTMEYEHHble hrnaxkamu.

[nsa 3akpbITUS NaHeN NOBTOPHO HaXXmMuTe KHoMnKy & TenedoHbl ana SMS-oTnpaBku
Ha NaHenu NHCTPYMEHTOB BKNaaKMW.

3.2.5.2. OrtnpaBka SMS

SMS-coobLieHne MOXeT ObITb OTNPaBEHO TOMbKO TEM COTPYAHMKAM, AS151 KOTOPbIX BBEAEH
x0Ts 6bl 04MH HOMepa TenedOHOB M 3TOT HOMEP OTMEYEH OITAXKKOM KaK «aKTUBHbIM». Ecrnn
ANA COTPYOHUKA YKa3aHO HECKOMbKO TeNeOHHbIX HOMEPOB, OTMEYEHHbIX KaK «aKTUBHbIEY,
TOo SMS-coobueHne GyaeTt oTnpaBfeHo Ha BCE OTMEYEHHbIE HOMEpPaA.

Ins otnpaekn SMS-coobLeHns 0AHOMY UMM HECKOSTbKMM COTPYAHMKAM NnoapasnereHns:

1.

2.

B pabouen obnactu BknagkM BblAenute OAHOrO WM HECKONbKMX COTPYAHUKOB,
KOTopbIM Heobxoaumo otnpaBuT SMS-coobueHne. Ecnu He ByaeT BblaeneH HU OguH
COTpyaHuMK, TO SMS-coobuweHne Oygetr oOTnpaBneHO BCEM  COTPYAHMKaM
noapasaeneHus.

Ana co3gaHms SMS-pacchInkn HaXXMuUTe CTPesiKy crnpasa KHOMKK & OtnpaButb SMS
Ha NaHenn MHCTPYMEHTOB pasfena. B oTKpbiBLLEMCA MEHIO BbIGEPUTE OANH N3 NYHKTOB:

OrnpaewnTe M5 Ha Tenedione:

BbIAENEHHOMD COTPYAHMKE
BbIGpaHHBE COTRYAHMKOE

BCEX COTPYAHWKOE NoApa3geneHnA

OTkpoeTtcs okHo BBog Tekcta SMS:

B oTkpbiBwEMCSA OokHe BBeauTe TekcT SMS-coobuieHnsa n Haxmute kHonky OK. OkHo
OyneT 3akpbiTo. B cnyvae ycnewHon OTNpaBKkM OTKPOETCS OKHO C coobuieHnem. B
OTKpbIBLLUEMCS OKHE HaxkmuTe OK.

lpumeyaHue:

“*  OpgHOo SMS-cooblieHne moxeT cogepxatb He 6onee 70 cumBonos. B cnyvae

NpeBbILIEHMSI 3TOrO KonmyecTsa coobleHne byget pa3duTto Ha 2 n 6onee SMS.
Beog texcra 5MS

COBELLEHME COCTOMTECA B 17:00 B kab GII'Bl

Kon-eo SM5: 1

OK OtMeHa
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3.2.5.3. Co3paHue paccbinku Viber

lpumeyaHue:

" Bblbop crnocoba pacchbifiki U HacTpoKrka napaMeTpoB npomsBoautcs B «LjeHmpe
ynpaeJsieHusi» Ha Bkrnagke Hactponka paccbifikn cOobLweHnN.

Bbi6op koHTakTa Viber:

1. Bblgenute coTpyaHuka B paboyen obnactun Bknagku, 3atem Bbolbepute kKoHTakT Viber,
Ha)xaB KHOMKY KoHTakTbl Viber Ha naHenu vHcTpymeHTOB Bknagku. OTkpoetcs
naHernb KoHtakTtbl Viber:

HKoHTasTs Viber

e 1 No6aBUTb — KHOMKa MO3BOMSIET OTKPLITb OKHO BbIGOp KoHTakToB Viber ans
nobaBneHns KoHTakTa CoTpyaHuka.

e Ll Ypanuts — kHorka mossonsiet yOanuTb KOHTaKT COTPYAHWKA, BblAENEHHbIA B
paboyen obnactu naHenu.

2. [Ona pobaeneHua koHTakTa Viber Ha OTKpbIBLUENCS MNaHENM HAXMWUTE KHOMKY #]
Hob6aButb. OTKpoeTcs okHO Bbibop koHTakTOB Viber:

m BmBop kontakros Viber ad *

3. B oTKpbIBLIEMCSA OKHE BbIOEpPUTE KOHTAKT COTpyaHMKa U HaxmuTte kHonky OK. OkHo
OyaeT 3akpbITO, a KOHTaKT AobasneH Ha naHenb KoHTakTbl Viber.

4. [ns 3akpbITUA naHenu NOBTOPHO HaXMWUTE KHOIKY KoHTakTbl Viber Ha naHenu
WHCTPYMEHTOB BKIaKu.

3.2.5.4. OrtnpaBka coobweHun Viber

Ansa otnpaeku coobwenna Viber ogHOMY MM HECKONbKUM COTPYyOHUKAM nogpasgeneHus:

1. B paboyen obnactu BKnMagku BblOenMTE OLHOMO WAW HECKOMbKUX COTPYAHMKOB,
KOTOpbIM Heobxoammo oTnpaBuTb coobuieHne. Ecnu He OypeT BblgeNneH HU oauviH
COTPYOHUK, TO coobLieHne ByaeT oTnpaBneHo BCeM COTPYAHUKaM noapasaeneHns.

2. [0ns co3gaHnsa paccbiikKM HaXMUTE Ha  KHOIMKY sy OTnpaBuTb coobLeHus
koHTaktam Viber Ha naHenn MHCTpPyMEHTOB pa3sgena un Bblbepute oouH U3 NYyHKTOB
BblnagaroLwero MeH!Ho:
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Ornpaswte cooBuyerwn konTaktam Viber:

ERIAENEHHOTD COTRYAHWES
EniBpaHHB COTPYAHMKOR
ECEX COTPYAHWMKOE NOAPasAeneHnA

3. OTkpoeTcs okHO BBog TekcTa cooOLeHus:

Eeog Tekcra cooBuweHua

OmMesa

B oTkpbIBLLEMCS OKHE BBEAUTE TEKCT COOBLLEHNS 1 HaxmuTe KHonky OK, okHO Gyaet
3aKpbITO. B cnyvae ycnewHon oTnpaBkU OTKPOETCS HOBOE OKHO C MHGOpMaumen o
cratyce coobLieHns:

Ornpasca coolugeHnin

T Korrar Viber | Cocromeie Hrsdopmer

I3 fnesccaniap Metpes [T i Ompeenems

HaxmuTte kHonky OK, 4To6bl 3aKpbiTb OKHO.

3.2.6.YaaneHue unu yBosfibHeHMe COTpyAHUKaA

| BHumaHue!

Mepen yBOnbHEHMEM COTpyAHWKA HeobOxoauMMo neperTu B pasgen «Jocmyn
compyOHUKO8» N U3bsTb BCE BblgaHHblE My paHee KapTbl 4OCTyna.

[na ynaneHus / yBonbHEHUA COTPYAHMKOB

1. Bblgenute B pabo4er ob6nactum BKIagku OAHOIO UM HECKOSbKUX COTPYAHMKOB, KOTOPbIX
HeobxoaMMo yaanuTb / yBONUTb.

2. HaXMuUTe Ha NaHemny MHCTPYMEHTOB BKIAZKV CTPENKY crpasa oT kHonkv =l YaanuTs/
YBONUTb COTPYAHMUKA. B OTKpbIBLLUEMCSH MEHI0 BbiGepuUTe COOTBETCTBYHOLUMIA MYyHKT.
OTtkpoeTtcs okHo MoAaTBepxaeHue:
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MoareepsaeHue

? Twconos Ceprei

IBI::I OeRCTEMTENEHD XoTHTe YBOMKTE
COTPYOHWED?

fdaTa yeonsHeHWAR: |06,09,2018 [

[ MpumetnTs anm ecex yEoNHASMED

ormems

3. B okHe ykaxuTe Heobxogumyro aaty u Haxmute kHonky OK. MNpu HeobxogumocTu
ycTaHoBuTe donaxok y napameTpa NpumeHnTb Ans Bcex yBONbHAEMbIX.

4. B ykasaHHyl gaTy OaHHble cOTpyaHuKa OyayT nepeHeceHbl Ha BKNaaky YBOJIEHHbIE
unu 6e3Bo3BpaTHO yaaneHsl u3 b cucremol.

3.3. Bknaaka «YBONeHHbIe»
3.3.1.Paboyee OKHO BKnagku

Bkrnagka npegHasHadeHa Ans NpoOCMOTpa CrMcka YBOMEHHbIX COTPYAHWMKOB C AaThbl
yKa3aHHOW Ha NaHenn MHCTPYMEHTOB BKaaku. MNpy Heo6XoaAMMOCTU YBOMNEHHBIN COTPYAHMK
MOXeT OblTb BOCCTaHOBMEH. Paboyee OKHO BKNaaky MMeeT crieayoLmii BUA:

CoTpyaHMk  YEONEHHEIE

oo b [0 g 38 L |$ YBONEHHBIE C ‘@
| o0

Aarta MonpazneneHue | JomKHoCTE

10.09.2018 TuxoHos Ceprei (He onpenenero) (He onpenenera)

17.09.2018 Benaes Tapac EBnamMnuesuy MpeanpuaTe MoMOLIHKE

#|17.08,2018 BoraTbipés boprc Kuprnnosuy MpeanpuaTe PyrosoaWTEns 0TAENS
17.09.2018 KawmpiHa PeriHa AHapuaHOEHa HACKP AupexTop

4

13D
AowymerT GoTorpadua | JokyMeHT

Homep

fata poxaenns MecTo pomAEHNA

| .. i | |CaH|(T-I'IETep6ypr

u||u|>-A

Koraa eeiaan [eficTenTensH ao Mon
[14.08.2014 v [19.01.2020 o] |x |
Kem BelnaH @

1. Bbibop Bknagku pasgena:
e Bknagka CoTpyaHUKwu;
e YBOJIEHHbIE.

2. [laHenb MHCTPYMEHTOB BKI1aaKu:

e ™ MMpuHATL Ha paboTy — KHOMKA NO3BONAET NPUHATL HAa PaboTy paHee YBONEHHOro
COTPYAHMUKA C BOCCTAHOBNEHNEM €ro JaHHbIX HA MOMEHT YBOSIbHEHUS.

o # MNouck — kHonka nossonser OTKPbITb OKHO BbICTPbLIA NOUCK Ons noucka
YBOMEHHOIO COTPYAHUKA MO AaTe YBOSbHEHUS, OOMMKHOCTWU, NOoApPa3AeNeHnio unm
oNO0.

o =l Ypanutb — KHOMKa NO3BONSIET yganuTb M3 ChuCKa, BblOeNeHHOro B paboyen
obracTtu coTpygHuKa.

o U# MNeyaTb — KHOMKA MO3BONSET OTKPbITb CMMUCOK YBOSMEHHbIX COTPYAHUKOB B OKHE
npegBapuTenbHOro NPoCcMOoTpa Af1s nocneayLwen neyaTu.
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PyKOBOﬂ,CTBO nonb3oBaTenda

e 2% Jkcnopt B MS Excel — kHOMKa MO3BOMSIET COXPAHUTb CMMCOK YBOJIEHHbIX
COTPYOHUKOB B hopmaTe anekTpoHHbIX Tabnuy MS Office Excel.

2 .
e = Ikcnopt B OpenOffice Calc — kHOMka NO3BONSET COXPAHUTb CANCOK YBOSIEHHbIX
COTPYOHUKOB B hopmaTe anekTpoHHbIx Tabnuy OpenOffice Calc.

o £ UcTopus nameHenni — kHoMKa NO3BONSIET OTKPbITL OKHO MICTOPUSA M3MeHeHus
YYEeTHbIX JaHHbIX:

WcTopna nameHedna yHETHBIX SaHHBIX O b4
benseB Tapac EBNaMnuesny

Hata | Tun | CTapoe sHaUYEHME | Hoeoe zHaUEHKE
|

Q‘
2_€13.09.2018 Ipacduk pabotel  MPAOUMK HUKOI JA Pabouas Hepens (19.07.2018)

TOKyMEHT OnucaHue [ata u3naHus HOMEp [OKYMEHTa
orovicreve N || | |

MeyaTs 3aKpbITh

e YBOJIeHHbIe C ... — MNorfie BBoAa AaThl ONA YKa3aHUs HavasribHOW faTbl, C KOTOPOU
ByneTt bopMmnpoBaTLCA CMNCOK YBOJIEHHbIX COTPYAHMUKOB.

Paboyass obnacTb BKNagkM COAEPXKUT CMUCOK COTPYAHWKOB, YBOSIEHHbIX BO BCEX

noapasaeneHusax ¢ AaTbl, yKasaHHOW Ha MaHen UHCTPYMEHTOB BKMaaKku. 3HauyoK = B
nepBoM cTonbue ykasblBaeT Ha TO, YTO Y COTPYAHMKA He Obina n3bsaTa kapTa AocTyna.

lpumeyaHue:

“* B pabouyei obrnacTtn peanunsoBaHbl PYHKLUUN: COPTUPOBKA MO 3neMeHTaM OOHOro

WU HECKONbKUX CTONBLOB, KOHTEKCTHbLIA MOWUCK, oaHOBpeMEeHHOEe BblaerieHune
HECKOJIbKNX 3J1IEMEeHTOB N U3SMeHeHne LUMPUHbI 1 nocnegoBaTesyibHOCTU CTONOUOB.

MaHenb JOKyMeHT coaepXut nHpopmaunio o0 JOKyMeHTe BbIGpaHHOro COTpyaHuKa.
[MaHenb rpaduyecknx aaHHbIX. Ha naHenu nmeloTca cneayrowme BKIagku:

o ®doTorpadus;

e [lOKyMeHT;

e Bknagkuv ana ponosniHUTenbHbIX rpaduyeckux AaHHbIX.

3.3.2.BoccTaHoBreHue yBOJSIEHHOro COTpyAHUKA

[lna BoccTaHOBEHUS paHee yBOJIEHHOIo CoTpyaHMKa:

1.

C nomolbto nonsi BBoAa AaTbl YBONEHHbIE C ... HA NaHenu MHCTPYMEHTOB BKIaOKM
yCTaHOBUTE AaTy, NpeaLllecTBYIOLLY0 AaTe YBONbHEHNUSI COTPYAHMKA.

Boloenute B paboyen obnactu pasgena COTPYAHMKA, KOTOPOro HeobGxoammo
BOCCTaHOBUTL. [Mpun noucke coTpygHuka B paboyen obnactm BKNagku MUCNoOnb3ymnTe
COPTMPOBKY U BbICTPbIA NN KOHTEKCTHBIN NOUCK.

HaxmuTe kHonky ™ TlpuHATL Ha paboTy Ha naHenum MHCTPYMEHTOB BKMaIKM.
OTtkpoeTcs okHo MoppasneneHus, roe OyaeTt BblaeneHo nogpasaeneHne, B KOTOPOM
paHee paboTan COTpyAHMK:
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Mogaynb MO PERCo-SMO02 «[lepcoHan»

¢ Nogpasaenermns O x

& (He ompeaeneHo)
EISY o HIACHKP
= & MpeanpuATHE
& AOMWUHWCTP3aUMA
& bByxrantepun
& OToen kagpoe
& OToen cepercHoro obCny#MBaHUA
& Dunwan 2

MoKasEIEaTE CKPBITEIE ABTOMaTHYECKAA COPTMPOBKS

CTI:IDKE OnA NoOWCKa

Mamck | F3 WcKkaTh © Ha4ana HasEaHIA

QK OTtMeHa

4. B OTKpbIBLUEMCSI OKHE Bblaenute nojapasaeneHne, B KOTOpoe HeobXxoammo
BOCCTaAHOBUTb Ha paboTy BbIBpaHHOIo YBONEHHOMO COTPYAHUKA, U HaxxMuTe kHonky OK.
B oTKpbIBLLEMCS OKHE NOATBEPXKAEHUS HAaXXMUTEe KHOMNKy [a.

5. OkHo MNoppaspeneHnsa ByaeT 3akpbITO, COTPYAHUK ByaeT BOCCTaHOBMNEH Ha paboTy B
yKkazaHHoe  nogpasgeneHve.  AsTomatudeckm — BygeT  OTKpbiTa  BKMagka
Bknagka CoTpyAHUKMU.

6. B pabouyen obnactu Bknagku 6yaeTt BolaenieH BOCCTAaHOBIEHHbIN COTPYOHUK.

7. [Ona pefakTMpoBaHWs JaHHbIX COTPYAHUKA HAXMUTE KHOMKY 2BL M3MEeHUTb yyeTHble
AaHHble Ha NaHeny MHCTPYMEHTOB BKMaaKU.
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000 «[MOPKo»

Call-ueHTp: 8-800-333-52-53 (6ecnnaTtHo)
Ten.: (812) 247-04-57

[MouToBbLIN agpec:
194021, Poccus, CankT-lNeTepbypr,
[MonuntexHuyeckas ynuua, gom 4, kopnyc 2

TexHuyeckas nogaepxka:
Call-ueHTp: 8-800-775-37-05 (6ecnnaTHO)
Ten.: (812) 247-04-55

system@perco.ru - Nno Bonpocam o6CcnyXnBaHUS 3NEKTPOHUKM
cucteM 6e3onacHocTh

turnstile@perco.ru - Nno Bornpocam o6Cny>xMBaHUs TYPHUKETOB U
orpaxgeHum

locks@perco.ru - No Bornpocam o6Cny>KMBaHns 3amMKOB

soft@perco.ru - No BoONpocam TEXHUYECKOM NOAAEPKKN
nporpamMmHoOro obecne4vyeHus

WWW.perco.ru
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