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O6ume cBegeHUa 0 cucTteme

BsedeHue 8 cucmemy

Cuctema IneKTpoHHbli ApxuB IT/IAC npenHasHayeHa ANa CTPYKTYPUPOBAHHOTO XPaHEHUs W
ObICTPOrO MOMUCKA 3NEKTPOHHbIX AOKYMEHTOB. CucTema obecneymBaeT HaALEKHOCTb XpPaHeHwus,
KOHOUAEHLMANbHOCTb M pasrpaHnyYeHrMe npaeB [ocTyna K AokymeHTam. C nomouibio Hee
MONb30BaTE/lb MOMKET CO03/aBaTb HOBble AOKYMEHTbl, A06aBNATb Y¥Ke CyL,ecTByloLME AOKYMEHTbI
(darinbl) B cucTemy, pacnpenenAtb  OOKYMEHTbl MO  TEMATUYECKMM Mankam, BO3MOXKHO
pefaKkTMpoBaHMe SOKYMEHTOB B CUCTEME, NMPU 3TOM CUCTEMA CaMOCTOATENIbHO OTC/IEXKUBAET, Kakue
LLOKYMEHTbI PefaKTUPYHOTCA APYTMMUM NONb30BaTENAMM.

OcHoBHble NoHAMuUA

DOKYMeHT — eanHWUa XpaHeHus uHbopmaumm B apxmse. [OKYMEHTOM MOKeT fBAATbcA daiin
noboro TMna v pasmepa. ANa Kaxaoro AOKYMEHTa B apXMBE CO34AETCA OTAE/IbHaA YHWKA/bHasA
KapTo4Ka AOKYMEHTa.

HomeHKknatypa — 06beKT apx1Ba, ABNAIOLWMIACA NepeyHem Apyrux o6bekToB. HomeHknaTypa moxKeT
CNYXKUTb 3NEKTPOHHbBIM OTOBpPArKeHNEM PU3UYECKMX XPAHUANLL, OPUTMHANOB AOKYMEHTOB: WKados.,
Manok, NoAWMBOK U T.4. HOMEHKNATypa MOXKeT BKAOYATb B Ce6s AOKYMEHTbI, KApTOUKM U apyrue
HOMEHK/aTypbl. B cMcTteme KapTouKa HOMEHKNATypbl pacrnosiaraeTcA TONbKO B cneunasbHOM Tome
«HomeHKnamypeoi».

KapTouka - NorMyecknin ob6beKkT 3/IeKTPOHHOrO apxuBa, NpeaHasHayeHHbI AN XPaHEeHUs BCex
aTpmMbyToB (MapameTpoB, PEKBU3IUTOB) AOKYMEHTa WAM HOMEHKNaTypbl. KapToyka nABnaetcs
YHUKANbHOM ANA KaxKaoro obbekTa B cucteme U popmMmmnpyetca aBTOMaTUYECKM Ha 3Tane co3aaHums
nnun gobasneHns ob6bEKTA B CUCTEMY.

Manka - NOrMYecKkuit 3N1eMeHT CTPYKTYPUPOBAHUA XPaHEHWA OOBEKTOB apxvMBa MO KpUTEpPUAM
(«ex00awWue OoKymeHMbI», «BHYMPEHHAS OOKYMEHMauusa», «PeKaamHble OOKyMeHMbl»,
«byxeanmepckue OOKymeHmeol» 1 T.n.). MNanka rpynnupyeTt ANna XpaHeHUA LOKYMEHTbl CUCTEMbI U
MOMKET CoAepKaTb Apyrue (BNoOXKEHHbIe) NanKku. MNanka BepXHeEro ypoBHA HAa3blBAETCA — TOM.

bubnunoreka AOKYMEHTOB — UEHTPa/n30BaHHOE XpaHuauwe BCEX OOKYMEHTOB CUCTEMDI,
npegocrtasnAaowlee BO3MOKHOCTb COBMECTHOW pa6OTbI nonb3oBaTtesnei Had AOKYMEHTaMun ¢
ocyuwecreaaouiee KOHTpPO/1Ib HaAn4unA ﬂ,y6l'IVIKaTOB AOKYMEHTOB B CUCTEME. CprKTypa 6MbAnoTekm
AOOKYMEHTOB OTO6pa)-KaeTCFI B «depeee 06beKmMo8» OCHOBHOIO OKHAa CUCTEMbI.

CTPYKTYpUPOBAHHOE XpaHEeHUe — XpaHeHWe [OOKYMEHTOB B CUCTEME C Y4YETOM KpuTepues
rPynnMpoBKM  No  Kateropusim  (paszdesiam) Ha  OCHOBAHMM  TEMATUKU  [OKYMEHTOB.
CTPYKTYpMpOBaHME XPaHUANLLA AOKYMEHTOB MO3BOJIAET Pa3rpaHNYMTbL NpaBa AOCTyNa K o6bekTam
M NoBblWaeT yA06CTBO NOMCKA LOKYMEHTOB B CUCTEME.

ABTOHYMepauuAa — aBTOMaTUYECKOE NPUCBOEHNE naeHTUdMKaTopa (Homepa) LOKYMEHTA B cucTeme
C y4eTomM NpaBUA HYMEpPOBaHUSA AOKYMEHTOB B opraHusauuu. MpeHTudumKaTop npucBamBaeTcs
nocnenoBaTe/IbHO Ha 3Tane perncrpauum AOKYMeHTa B CUCTEME M NO3BONAET u3berkaTb NOBTOPOB
HOMEpOB.

ABTOMaTHMUYECKOE MMEeHOBaHMe — aBTOMAaTUYECKoe [MPUCBOEHUE MMEHW [AOKYMeHTa Ha 3Tane
ﬂ,06aBJ'IeHI/1F| B cuctemy. MmeHoBaHMe NpoOM3BOAMTCA HA OCHOBAHUMU wabnoHa dBTOMMEHOBAHMA,



HacTPaMBaeMOro agMMHUCTPATOPOM CUCTEMbI C Y4eTOM TPpebOBaHUIM NO MMEHOBAHMUIO AOKYMEHTOB
NPV XpaHeHMUU B OpraHMU3aLunu.

ABTOpasmelyeHne — aBTOMATMYECKOE pasMeLLeHMe [OOKYMEHTOB Mpu MX perncrtpaumm B
onpeaeneHHoM mecte BUHBINOTEKM LOKYMEHTOB Ha OCHOBAHWM 3HAYE€HUI HEKOTOPbIX aTPUOYTOB.

ABTOCTPYKTYpUpPOBaAHME — aBTOMATMYECKOE CO34aHWME LOMNONHUTENIbHOM CTPYKTYpbl XPaHEHUSA B
61bnnoTeke 4OKYMEHTOB NPU PErMCTpaLMmM AOKYMEHTA.

ABTOpacnosHaBaHuMe — aBTOMaTU4YecKoe pacno3HaBaHUe cogepxmmoro AOKYMEHTa C
OTCKAaHNPOBAHHOTO 6yMa)KHOI'O HocuTenAa. Cuctema nO3BONAET BbINOAHUTL AOMNOJIHUTENIbHbIE
HaCTPOﬁKM no aBToOMaTU4eCKoOMy 3aNOJIHEHWUIO none KapTO4KN  OOKYMEHTA OaHHbIMMU,
nonyvyeHHbIMU Npun paCcno3HaBaHUM JOKYMEHTA.

KOHTEeKCTHbIN MOUCK — NMOUCK AOKYMEHTa B CUCTEME MO ero coaepxXmmomy. ﬂ,aHHbIﬁ BUA NOUCKa
npegycmoTpeH anAa Bcex OCHOBHbIX TUNOB d)aﬁnos M CylweCTBeHHO ynpowaeT npouecc HaxoxXgeHna
AOKYMeEHTa B CUCTEME.

BHewWwHMe CCbIKU — BO3MOXKHOCTb NPeAoCTaBAeHMA A0CTyna K AOKYMEHTaM, pasMelleHHbIM B
cUcTeMe, CTOPOHHMM MONb30BaTENAIM OPraHM3aLMmu No CCbiKe. YHUKANbHAA CCbIIKA Ha LOKYMEHT
dopmmpyeTtca B popmate URL M aaeT BO3IMONKHOCTb 3arpy3utb ¢aiin npu oTcyTCTBMM [0CTyNa B
cuctemy.

BepCMOHHOCTb AOKYMEHTOB — COXpaHEeHWe B 6ubnnoTteke Bcex Bepcmﬁ AOKYMEHTA Ha KaxXaoMm
3Tane BHECEHMA U3MEHEHUN.

npOCMOTp n peaakThpoBaHue (3anonHeHme nycrtoro AOKYMEHTa TaKXKe ABNAETCA
pe,ﬂ,aKTleOBaHVIEM) coaepXXmmoro AOKYMEHTOB OCyLW.eCTBNAAETCA C MCNOZ1Ib30BaHMEM CTOPOHHUX
I'IpVII'IO)KEHVIVI, onpeaeneHHbIX B OI'IepaLI,VIOHH017I cncreme gnAa oTkpbiTA AaHHOToO BUAa AOKYMEHTOB.

OnepaumMoHHasa cucTema [AOJIKHA MNOALEP!KMBATb BO3MOMKHOCTb NMPOCMOTPA M PeaakTUPOBaHUSA
pada CTaHAAPTHbIX TUMOB MPUIOXKEHUN, a TaKKe MO3BOJIATb OTKPbITh 060N AOKYMEHT (nnn dann
BHE 3aBMCMMOCTU OT ero Tuna). EANMHCTBEHHbIM OrpaHUYeHUeM A4 NPOCMOTPa U PeaakTUPOBaHUSA
[OKYMEHTa, MOMEeT CTaTb OTCYTCTBME B OMNEPaLMOHHOM cuUcTeme peaaKkTopa, paboTatowero c
AaHHbIM PopMaTOM AOKYMeEHTOB (pannos).

ObpalweHne K CcoaepKMMOMYy [OOKYMEHTa CUCTeMbl AAA MNPOCMOTPA WAW  pPeAaKTMPOBaHWUS,
NPUBOAUT K OTKPLITUIO J@HHOTO AOKYMEHTA B BbIOPaHHOM A5 HEFO MPUNOXKEHUN.



PaboTta c cuctemoum

DNEeKTPOHHbIM apxmB ITNac NoAAEePKMBAET PAabOTY B ABYX TUNAX KTNEHTCKUX NPUIOKEHWNN:

e Toncmelii KnueHmM — I'IOI'IHOd)yHKLI,MOHal'IbHOG npunoxeHune, KAMEeHT CUCTeEMbI SZTEKTPOHHOIO
apxuBa, I'Ipe,Cl,Ha3Ha‘-IeHHblﬁ AnAa 3anyCka B onepauynoHHbIX CUCTEMaAX cemelictBa Microsoft
Windows. I'Iepep, Ha4Ya/ioOM MUCNONb30BaHUA Tpe6yeTcn YCTaHOBKaA TOJZICTOITO K/IMEHTa Ha
KOMMNbKOTEP NMNOJ/Ib30BATENA.

e Beb-knueHm — KpoccniatGOpMeHHaA BepCcuMA  KAMEHTA  3/1IeKTPOHHONO  apXMBa,
peannsoBaHHaa Ha BebO TexHonoruax, He TpebyeT npeaBapuUTENbHOW YCTAHOBKM Ha
KOMNbloTep nonb3osaTens, obnagaer MeHbwrm GYHKLMOHANIOM MO CPABHEHMUIO C TONCTbIM
KMEHTOM.

OCHOBHaA 4acTb TeKyllel [OKYMEHTAUMW oOnucbiBaeT paboTy B BepCUM TONCTOFO K/AMEHTA
npunoxenus. OnncaHuto paboTbl B BEO-KANEHTE NOCBALWEH pa3aen «Beb-kaueHmM 371eKmpoHHO20
apxusa 3maac».

MNpumeyaHue. Beb-KaueHm docmyneH 8 sude omoesbHO20 MOOYA U MOXEM BKAKYAMBLCA He 80
ece KOMMaAeKmayuu cucmemsi 31€KMPOHHO20 apXxuea.

Hacmpolika KnueHma cucmembol

Mepen nepBbiM 3aMyCKOM KJAMEHTA CUCTEMbI HEODXOAMMO BbINOJIHUTL HAaCTPOMKM MOAKAKOYEHUA K
cepsepy. [ins atoro B meHo «ITyck» BbibepuTe NyHKT «[Tpoepammel -> Apxue 3T/IAC -> Hacmpoliku
MOOKAOYEHUSAY.

Ha aKpaHe noasutca okHo «Hacmpoliku nodKaoyeHus K cucmeme 3T/IAC» (PucyHok 1).

)’ Hactpoiikn nogentodeHna k cucteme 3TIAC E\ = @

Anpec cepeepa cicteMmbl 3TNAC
Appec: 127.0.0.1

Mopt: 22003

Anpec cepeepa obHoBneHnA cncTemMbl ITNAC
Wcnones0eaTs OTAENEHLIA cepBep 0OHOENEHWA
Appec: 127.0.0.1
MapT: 22003
[onoAHATENbHBIE HACTPOHKH
Mcnonezoeats CKaTHe nepegasaemblX AaHHbIX

Wcononezoeate CKaTHe NepedasaeHily JOKYHMEHTOR

" COXPEHWTE W 23KDPLITE A 3akpuiTe Gez coXpaHeHus

% NopknounTecs K cucTeme STNAC

PucyHok 1. HacTpolika noakt4YeHus K cepeepy

B AnanoroBom oKHe HeobxoAMMO YyKasaTb MMS CepBepa B NOKaJibHOW ceTu uam ero IPvd-agpec
(Adpec), a Takke HOmep NopTa Ans nogknoyeHua (Mopm).

MapameTpbl, KOTOpble HeObXOAMMO yKa3aTb B 3TOM OKHe, AO0/KHbI OblTb NpeaocTaB/eHbI
aAMWHUCTPATOPOM CUCTEMBI.



Mpn ycTaHOBKe cepBepa CUCTEeMbl Ha KOMMNbIOTEP NOJb30BaTeNs, yKasbiBaeTca agpec: 127.0.0.1 v
nopT NO ymonyanuto 22003.

KNMEHT coAep’KUT BCTPOEHHbIA MEXaHU3M aBTOMATMYECKOro OB6HOBNEHWMS C MCMOJIb30BaHUEM
BHYTpeHHero cepsepa obHoBneHW ITnac. Mo ymonyaHuio, cepsep 0OHOBAEHUI AOCTYNEH NO TOMY
e agpecy M HOmMepy MopTa, YTo M paboumin cepBep CUCTeMbl ITNAc, NO3TOMY AOMNOJHUTE/IbHASA
HacTpoMKa cekumn «Adpec cepeepa obHosseHUs cucmemsl 3T/IAC» He TpebyeTca.

Ecnv B opraHusaummn ncnonbsyetcs cepsep OOHOBNEHWI ITNac, pasmelleHHbIM Ha BblLe/eHHOM
KomnbloTepe, HeobxoAMMO B cekummn «Adpec cepsepa 0bHo8neHUA cucmembl IT/IAC» yKasaTb UMA
cepsepa obHoBneHuA nau ero IPv4 —appec (Adpec), a Takke, Homep nopTta ans goctyna (Mopm).

MpumeyaHue. B demosepcuu cucmemosl HACMpolika cepeepa 06HO8/1eHUA HEQOCMYIHA.
Mocne HaCTPOWMKM NOAKNIOYEHUSA K CEPBEPY HAKMUTE KHOMKY «[TOGKAH0YUMBCA K cucmeme».

MpY KOPPEKTHbIX HAacTPOWMKax aapeca M NopTa cepBepa IT/1ac, OTKPOETCA OKHO «[10OKAYeHUe K
cucmeme 3maacy» ¢ NPeaoXKeHNeM yKasaTb JI0TMH M Naposb Nonb3oBaTens (PucyHok 2).

MpM HEKOPPEKTHbIX HACTPOMKaX CUCTEMbI, MOABUTCA OKHO C npeaynpexaeHnem «Owubka
MOOKOYeHUs K cepaepy».

[na coxpaHeHua HacTpoek 6e3 NPOBEPKM MOAKIOYEHUA K CUCTEME HEOBXOAMMO HaXKaTb KHOMKY
«COXpaHUMb U 3aKPbIMb».

3anycK KnueHmMcKo20 npunoxceHus u exod e cucmemy

%

"
o o Apxne
3aI'IYCK CUCTEMbI OCYLLECTBIAETCA ABOUHbIM HaXXaTnem 1eBOU KHOMKU MbIWLM Ha MKOHKe 3TIAC

paCHOIlO)-KEHHOI‘/'I Ha pa6oqu CTo/1e N0/21b30BaTeNIA CUCTEMDbI.

Mpumeuanune. Ha smane 3anycka, cucmema rnposepsem HaA cepeepe Hanu4ue 06Ho8aeHUl
KAUeHMCK020 npusoxceHus. [pu obHapyx#eHuu obHos8aeHUl, cucmema aemomamu4ecku 3a2py3um
u ycmaHosum ux. B npouyecce 3azpy3ku obHoeneHull, none3oeamesnb suoum bezyuwyro CMpoky,
omobpaxcarowyto meKkywuli xo0 06HO8aeHUA. 3a2py3Ka [M0/1b308AMENLCKO20 MPUAOHEHUS
NMpPoO0AXUMCA A8MOMAMUYECKU Nocse 3a8epweHuUs 3marna 06HOoB8AEHUS.

Mocne 3anycka cucTemMbl MOSABASETCA AMANOTOBOE OKHO «[TodKawo4yeHue» (PUCYHOK 2), B KOTOPOM
npeanaraeTca BBECTU MMA MONb30BaTeNA WM Naposib. BBOA 3HAYeHMI OCYLLECTBAAETCA C Y4eToMm
perncTpa CMMBOJIOB M PAcKNaZKM KNaBUaTypbl.

% Nogkntouerve k cncteme ITNAC EI = @

2A: Kopn 6.5.0-4 (2019.03.20)
Brapeneu: 000 "Stnac-Cobt”

Mma: Petrov

ﬁ’%ﬁ Mapont: |esssssss

Wecnonez0EaTe Wi poBaHne Kadana:

TexHWYeckan NOAAEPKE CUCTEMEl He OCYWEeCTBAARTCA.

' TOAKNKYHTECR A OTMeHa

PucyHoK 2. OKHO «logKnto4YeHne K CMCTeme».

Mocne ykasaHMA MMEHWU NONb30BaTeNs U MAP0IA, HEOHXOAMMO HaXKaTb KHOMKY «[TOOKAYUMbCAY.
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Ecnv nonb3oBaTeNb C YKasaHHbIM MMEHEM 3apernmcTpupoBaH B CUCTEME M NApo/ib BEPHbIN,
OTKPOETCA OCHOBHOE OKHO MPU/OMXKEHUSA, B NPOTUBHOM C/ly4ae, CUCTEMA BblAACT NpeaynpexaeHue
«HenpasunbHoe UMs Mosne308amess UaU NAPosb».

Ecnn Bxopg, B cucTeMy OCYyLLECTBASETCA NOC/E aBapUIMHOIO BbIKIHOYEHUA KOMMbOTEPA NONb30BaTeNs,
BO3MOMEH OTKas B perucrpauuu c npeaynpexaeHvem «/aHHell nonszosamens yxe pabomaem 8
cucmeme». B aTom cnydae, HeobxoauMmo ob6paTUTBCA K aAMMHUCTPATOPY CUCTEMBI C MPOCbHOI
NPUHYAMUTENbHO 3aBEpWKUTb Npeablaylyro ceccuio paboTtbl, MO0 0XMAATb ABTOMATMYECKOro
pa3pbiBa ceccum Ha cepsepe (15 MUH), nocne Yero, NOBTOPHO BbIMONHUTL BXOA, B CUCTEMY.

Mpumeyanume. llpu omcymcmeuu Oelicmayrouje2o 002080pa MexHUYECKOU Mo00epH(KU 8 OKHe
peaucmpayuu 8 cucmeme omobpaxaemca ygedomsneHue «TexHu4Yeckaa nodoepiKka cucmems! He
ocywecmenaemca».
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OnucaHune cucrembl

nasHoe oKHO cucmembli

MNocne yCcnewHoro exoaa B CUCTEMY Ha 3KPaHE NMNOABAAETCA NMaBHOE OKHO NPUNOKEHUA (PMCVHOK 3)
B BerHef;I 4aCTn OKHa pacnosioXxeHa CTPpOKa OCHOBHOIoO MeHKo, non CTpOKOﬁ MEHK Haxo[ATCA
naHean MNHCTPYMEHTOB. MeHtio npegocrtasnAaeTr AoCtyn K noaHOMY (I)yHKLI,MOHaI'Iy Cnctembl, a Ha
naHenAX NHCTPYMEHTOB CrpynnmMpoBaHbl MO KaTETOPUAM Hambonee yacto ncnosib3yemoble d)yHKLI,VIM.

% 3nexTponntiil apxve IT/IAC 6 (auersna ana 000 “3trac-Codt’) = |- )
O6ozpeeatens Buj  HaATW  ApxueHOe feno  OTueTsl  KOHTPareHTsl  AAMWHWCTPUPOEIHME  HacTpodkw MoMoue

= RYUYES 3 26 P IMLI B QAN = X
2@ R T =L % (§

% veenounenns Mone 3HadeHne

% Kopawma HauMmeroBaHMe Horoeop N2 A-2011-01 ¢ oT 03.04.2017
Tun fOKYMEHTa BHYTpeHHME
- BuBAMoTeKa A0KYMEHTOB
MogTun AoKyMeHTa Horosop

~
Lorosopel Homep A-2011-01

42015
42016
~ 2017
il Jorosop N2 4-2011-01 ¢ ot 03.04.2017
P & Nuuneie nanku

Kon-so nucroB 1
ABTOpP KapTOUKW CHCTEMHBIA AZMUHUCTPATOP
Oata Mogubukaumu 03.04.2019 12:26:28
[aTa cozfaHua 03.04.2019 12:25:57
[aTa 23KNIUeHHA 03.04.2017
b E :DMEHMEWDE MponoHrkpyeTca Het
© OUALTPL

- CyMMa No creuudrKkaLmm Het
P Wabnone

MocneaHAR BepCuA 03.04.2019 12:25:58
MpuaoxeHui 1}

Ha koHTpone Het

Ocobbiil KOHTPOS Het

OTnp-Tk B NpoLecc Het

PacumpeHie doox

Pazmep (KB) 11,61

Nonb30saTens: CUCTEMHBIA AQMHHWCTPaTOpP. CTaTyc agMMHUCTpaTopa: fa. O 0 0

PucyHok 3. naBHOe OKHO cUCTembl.
Pabouas o6n1acTb KNAMEHTCKOTo NPUNOXKEHNA pasgeneHa Ha gBe 4acTu.

B nieBoi YacTM OKHa pacnonokeHa 061acTb HaBUrauuM NO CUCTEME, KOTOPAs COCTOMUT U3 KCMUCKA
cucmemHblix nanok» (ceepxy) n «depesa 06veKkmMos» BUHBANOTEKN JOKYMEHTOB (CHU3Y).

CnpaBa B paboueit o6n1acTn oTobparkaerca «rnaHesnb caolicme» BblIbpaHHOro 06beKTa.

B HW)XHEM 4YacTu rNaBHOrO OKHa NPUNOKEHNA PaCnosioKeHa CTPOKa COCTOAHMUA, OTO6pa)KaI-OLLI,aF|
MH(I)OpMaLI,VHO O TeKywem nosibsosatesie CUCTEMDI.

MNpumevaHue. OmobpaxceHUe CMPOKU COCMOAHUA 8 UHmMepgelice 27108H020 OKHA Moxcem b6bimb
omkntoyeHo. [na 3anpema omobpaxeHus CMpPOKU COCMOSHUS, Heobxodumo ybpame 3Ha4YeHue
10714 8 MeHto «Bud -> CmpoKa cocmosaHUA».
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CnucoK cucmemHbIX nanokK

MNaHenb CNMUCKa CUCTEMHBIX NAMNoK pacnonoxeHa B BerHeﬁ yacTtmn obnactm Hasurauuu (PMCVHOK 4).

B cnucke 0To6pa>|<a|0Tcn BUPTYa/ZibHbleé Mankn CUCTEMDLI, NMpPpeaHa3HAYEeHHbIEe ANA rPpynnnMpoBKU

cneynanmnsnpoBaHHbIX 06BEKTOB.

% 3nextpannbiii apme 3TNAC 6 (nuensua gna 000 "3tnac-Codr') =
QOozpeeatent Bug  Haitw  ApxueHoe geno  OTueTul  KOHTPareHTsl AAMMHMCTPHpOBaHME  HacTpoku MomMowe
== o - ) » . ; = | % '
SHCS BVE3 29 P esaQldaw X
2o @R T = o &
# vsenomnewna ~ Tone Suauenne
@ KopauHa HaunmeHosaHne Horogop N2 0-2011-01 ¢ ot 03.04.2017
Tun gokyMeHTa BHyTpEHHKE
¥ BubnuoTera fokyMeHToR MogTen gokyMenTa Oorosop
¥ ¥ Aarasopu Homep 201101
| 205 Kon-go nncroe 1
- 2016 ABTOD K3PTOUKN CHCTEMHBIF AOMUHMCTPETOP
d 2017 Lata mognbukaumn 03.04.2019 12:26:28
] forosop Ne -2011-01 ¢ o 03.04.2017 [lata cozaanus 03.04.2019 12:25:57
b T& Nuunse nank [ata zaknioueHins 03.04.2017
E HomexknaTypa MponoHrupyeTca Het
b OuneTps CymmMa no cneundmukaumu Het
b B wabnoks MNocnegHas Bepoia 03.04.2019 12:25:58
MpunoxeHni [1]
Ha koHTpone Het
Qcobbiil KoHTpONE Het
OTnp-Te B NpoLect Het
PacwhpeHKe docx
Pazmep (KB) 11,61
>
Nonk308aTeNs: CHCTEMHBIA ASMUHMCTDaTOp.  CTaTyC agMUHACTpaTopa: Ja. 9 0 0

PucyHok 4. O6nactb OTOGpa)-KEHMﬂ CMUCKa CUCTEMHDbIX NAaMNOK rMaBHOrNro OkHa.

K cnctemHbim nankam Apxusa 3T/aac OTHOCATCA:

e YgedomsieHUA — COAEPKMUT Pas/INYHble YBEAOMIEHMA TEKYLLEro rnoJjib3oBatens cuctembl. B
KayecTBe YBEAOMIEHWI MNONb30BATE/N0 MOryT MOCTynaTb COOOWEHUA O Cc/eayroLmnx
cobbITUAx:

o OtnpaBneHve cooblIeHMA MNONb30BaTE/NIeM CUCTEMbI TEKyLemy M0Ab30BaTento
(yBeaomneHune o nosy4eHUn HOBOro cooblueHus).

o W3meHeHMe cocTosHMA o06beKTa cucTeMbl (OOKYMEHTa, Mamnku, npouecca uau
PacCbiNKK), 3@ KOTOPbIM TEKyLWMA MNONb30BaTeNb YCTaHOBMA HabaoaeHue
(yBegomneHue o TomM, KTO, YTO M KOTAa Aenan ¢ HabntoaaembiM 06BEKTOM).

e Kop3uHa — copepXuUT yaaneHHble TEKYLLUM Nob30BaTe/IeM AOKYMEHTbI UIN (bal‘/llflbl.

PAgom ¢ HasBaHMEM KaXKAOW CUCTEMHOW namnku, B CKobBKax, oTobparkaeTcA KoO/AMYecTBO
cogeprralmxca o6bekToB. Mpu nossaeHMM HOBOro 06beKTa B Nanke, Ha3BaHWe Manku BblAenAeTca
XUPHbIM WpPUDTOM.
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Jepeso ob6vekmos

[epeBo 06bEKTOB BUOBANOTEKM LOKYMEHTOB PACMONOXKEHO B HUMKHEN CEeKUMM 061acTM HaBurauum
(PvcyHoK 5).

[epeBo oTobparkaeT MepapXmMYEecKyto CTPYKTYpYy Ob6beKTOB BUOAMOTEKM LOKYMEHTOB, AOCTYMHbIX
TEKyLLEeMY M0/1b30BaTe/Nt0 CUCTEMDI.

% Bnextponneifi apme IT/IAC 6 (lnuensia ana 000 “Snac-Codr') ==
Ofozpesatens Bug HaliTu  Apxuedoe geno OTUeTel  KOHTpareHTs  AAMWHUCTPMPOBaHME  HacTpoiiki NoMous
— - = [ = o =
HE S BVEa 3 29 P U sa Aoy &IXIE
S g @R T e &
# veeomnenma = Mone 3HaveHne
@ Kopzauna HaumeHoBaHue forosop N2 A-2011-01 ¢ oT 03.04.2017
Tun AOKyMeHTa BHYTpPEHHKHE
[~ BABAHOTEKE AOKYMEHTOB . Jorosop
¥ ¥ foropop Homep [-2011-01
2013 Kon-Bo nucroB 1
2018 ABTOD KapTOYKA CUCTEMHBIA ANMUHUCTPETOP
d 2017 NaTa MogubuKkaumn 03.04.2019 12:26:28
2 Jwm DTG @ O (B [laTa cosganus 03.04.2019 12:25:57
b @ Anmsie mankn JlaTa zaKkniJeHns 03.04.2017
_Lj HonexinizTypa MNponoHrupyeTca Het
b _, Ut CymMMa no cneundukaum Het
b ! Wabnorel MNocnegHAn eepcua 03.04.2019 12:25:58
MpURmKEHHA 1]
Ha kouTpone Het
Ocobbiil KOHTPONL Het
OTnp-Te B Npouecc Het
PacwvpeHue docx
Pazmep (KB) 11,61
>
Nonkzoeatens: CHCTEMHLIA AgMUHMCTPaTop.  CTaTyc agMuHACTpaTopa: [a. 0w

PucyHok 5. [lepeBo 06bEKTOB rNMaBHOIO OKHa.

[epeBo 06bEKTOB MOXKET COAEPKaTh:

e Toma — 3TO KOpHeBble 371eMeHTbl (nanku) gepesa. Y TOMOB AO/KHbI 6biTb YHWKa/bHbIE
MMEHa, U OHWN He MOTYT BbITb BIOXKEHbI APYr-B-ApYra.

Cyu.l,eCTByIOT CNCTEMHbIE TUNblI TOMOB, B KOTOPbIX pPa3mMeLlleHbl 06beKTbl onpegeneHHoro

BMAa:

o - «bubnuomeka 0oKymeHmoe» 0TobparkaeT Nepapxmio AOKYMEHTOB

opraHnsauunn, K KOTopbiMm npenocrtaBsieH JOCTyn TEKYLWEMY NOJ/Ib30BATE/TIIO CUCTEMDbI.

MpumeyaHue. CKpbimo y noasv3osameneli, He UMeouux 0ocmyrn K momy.

@) & - «/luyHble nanxku» 0T06pamaeT nanky TeKyLwero nosaib3oBaTtena, Co3gaHHYO

dBTOMaATUYECKN Npur AO6aBI'IeHMM HOBOrO NoJib30BaTeNnA B cuctemy. Nonb3osatenb
MMeET NOoJIHblE NPaB A0CTyMNa K 3TOM Manke.
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O

5 - «HomeHKnamypa» cneumanbHbli TOM ANA XPaHEHUA KapTOUYeK TMNa
KHOMEHKIamypa».

MpumeyuaHue. Ckpbimo y nosvsosamesel, He umerowux 0ocmyn K momy.
- «®uabmpbl» - coaepKuT obume GUAbTPbI Noucka. PUAbTPLI CO3aaKTCA NpPU
NOMCKE [AOKYMEHTOB MO 33a4aHHbIM KPUTEPUAM WM AOCTYMHbl ANA MCNONb30BaHMA

NMOBTOPHO NPUN NOUCKe NO aHA/NIOTUYHbIM KPUTEPUAM.

- «LLlabs10HbI» - COAEPIKUT COXPaHEHHbIE WabN0HbI Pa3/INYHbIX TUMOB, HaNnpUMep:
«WabaOHbI CMPYKMYypPbI NAMoK», «WabaoHbl 00KYMeHMOo8», «I0/b308aMenbCKue
wabnoHbI», «cucmemHble WabsioHb!», «UWabIOHbI 8bl2PY3KU OMYEemos».

Mpumeuanue. CKkpbimo y noss3osamereli, He umeroujux ocmyn K momy.

e [lanku — 3nemeHTbl ANA NOTNYeCcKoro CTPYKTYPUPOBaAHNA OOKYMEHTOB MO TEMATUKE. MNanku
MOTYyT 6bITb AOYEPHUMU SNEMEHTAMN TOMaA WUIU p,pyroﬁ NnanKu, ypoBeHb B/IOXXEHHOCTU
NanoK He OorpaHun4yeH. He A0NyCKakTCA OAMHAKOBblE MMEHA NAMNOK Ha OAHOM YpOBHE
B/IOXKEeHHOCTU. B aepese 06beKTOB Nanku o6o3HavatoTcA PUCYHKaMMU:

o

o

— TeKRyw.aAa npoCMmaTpmnBaemaan narka.

— HEBbI6paHHaﬂ nanka.

L4 ,qOKyMeHMbI — HOOKYMEHTbl CUCTEMbI. ﬂ'OKyN\eHTbI pacnonarakloTcA B nankax, npu 3Tom
nanka He MOXKEeT cogepKaTb Ba AOKYMEHTAa C OANHAKOBbIM MUMEHEM.

ﬂ'OKyMeHTbI HaXo4ATCA B ABYX COCTOAHUAX!

O 06blYyHOE - B ﬂ,aHHbIl‘a MOMEHT AOKYMEHT HE B3AT B pa60Ty APYTMMKY NONb30BaTENAMUA

cuctembl (0603HavaeTca pucyHkom M ),

O 3abNOKMPOBaHHOE - B [JaHHbIi MOMEHT JOKYMEHT B3AT B paboTy OgHUM U3

nonb3oBaTeneil cuctembl (o6o3HauyaeTca pucyHkom k).  3ab6NOKMPOBaHHbIA
[OKYMEHT MOXeT ObiTb OTKPbIT Mo/b30BaTeNem TO/bKO AAa uTeHuA. Wma
nonb3oBaTens, 3abNOKMPOBaBLIErO [AOKYMEHT (B3fABLIEro ero B paboTy) MOXHO
y3HaTb B NaHe/In CBOMCTB AOKYMEHTa Mpu Bbibope AOKYMeHTa.

B 3aBMcMMOCTM OT TWMAa, AOKYMEHTbl MAPKUPYIOTCA B JepeBe OOBEKTOB pPas/MYHbIMM

3HaYKaMm:
o M| - nokymeHTbl MS Word.
o HE - npokymeHTbl MS Excel.
o - TEKCTOBbIE JOKYMEHTbI.
o & - pokymeHTbl MS PowerPoint.
o - JOKYMEHTbI ApYroro TMna (Kpome nepeymncieHHbIX Bbille).

[lOKyMeHTbI, NPOMapPKMPOBaHHbIE B AepeBe 0OBHEKTOB KPaCHOM TOYKOW, A06aBNeHbl, HO He
3aperncTpMpoBaHbl B CUCTEME (perucTpauusa AOKYMEHTa OnucaHa B pasgene «Peaucmpayus
KapmouyKu 8 cucmeme» TeKyLLeh JOKYMeHTaLUum).

B pnepese 06BEKTOB BO3MOKHO BbINO/JIHEHWNE cnegyrowmnx onepau,m7|:

e Bbibop anemeHTa AepeBa - 0O4MHAPHbIN KAMK N1E€BOM KHOMKOM MbILUW.

15



BbibOp HECKONbKUX HenocnenoBaTeslbHbIX 31eMeHTOB AepeBa (PucyHok 6) (npumeHsetca
NPy rPynnoBbIX onepaumsax) - BblIbMpaeTca NepBbl 3NEMEHT, Ha K/laBMaType HaXMmaetca
Knasuwa «Ctrl» n, He OTNycKasa ee, NpPoAoO/IXKaeTcA BbIOBOP 3/1€MeHTOB, HaxKaTuem NeBoMn
KHOMKW mMblwn. Knasuwy «Ctrl» MOXXHO OTNYCTUTb NOocne BbiIbopa nocnegHero snemeHTa.

=~

b
b
b
4

BUBNMoTEKa AOKYMEHTOB
BpeMeHHaA nanka
- Jorosopsl
2015
2016
2017
2018
2019
Pora n Konuita
~ KaHuenapua
- Mpukaszsl
2019
Ei,j Mpukaz N2 N-2019-10 ot 03.04.2019
E,« Mpukas N2 N-2019-11 ot 04.04.2019
[ Mpukas N2 N-2019-12 ot 19.04.2019
[ Mpukaz N2 N-2019-13 ot 19.04.2019

HomMeHknatypa

=~

[»
p
£ NMWuHLIe Nanku

OTYeTsl

B HomMeHknatypa

“ @UAETPLI

=l Wabnowsl

PucyHok 6. HenocnepoBaTenbHbIN Bbl60p HECKOJIbKMX 31eMEHTOB AepeBa.

Bbibopa HeECKONbKUX NOC/eA0BaTENbHbIX 3/1eMEHTOB AepeBa (PUcyHOK 7) (npumeHaeTca npu
rpynnoBbix onepauuax) - BbibupaeTca nepsbii B NOCNE0BATENbHOCTM 3NEMEHT HaXKaTuem

JIeBOM KHOMKW MbIWK, Ha

KNaBMaType HaxKMMaeTca KnaBuwa «Shift» v, He OTnNycKas ee,

BbI6MpaETCFI ﬂOCﬂe,EI,HMVI a21eMeHT nocnenoBaTe/ZIbHOCTU, HaXXaTuem NIEBOM KHOMKW MbILLK.

Mocne Bbl60pa nocnegHero

=~

P
P
P
P

3/1eMeHTa, KNaBully «Shift» MOXHO OTMYCTUTb.

BUBNMOTEKE LOKYMEHTOR
[»

=~

BpeMeHHaA Nanka
Horoeopsl
2015
2016
2017
2018
2019
Pora u Konuita
- KaHuenapua
~ Mpukazwl
2019
B,g Mpukaz N2 M-2019-10 ot 03.04.2019
B,g Mpukaz N2 M-2019-11 ot 04.04.2019
{4 | Mpukas N2 M-2019-12 ot 19.04.2019
{4 | Mpukas N2 M-2019-13 ot 19.04.2019
HomeHknatypa

=~

[»
[» OTueTH

A NuuHele nanku
= HomMeHknatypa
T DUAETPLI

| WaBnom

PucyHoKk 7. I'Iocne,u,osaTeanblﬁ Bbl60p HECKOJIbKMX 3N1eMEHTOB AepeBa.
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e OTob6parkeHMe KOHTEKCTHOTO MEHIO 3/IEMEHTA AEepPeBa - OAHOKPATHbIM KAUK MPaBOA KHOMKK
MbIWW Ha 3nemeHTe. KOHTEKCTHOE MEHI0 3/ieMeHTa aepesa, AybavMpyer OCHOBHOE MEeHHo
«0603pesamesby» CUCTEMbI.

e [puHyauTenbHoe 0B6HOB/IEHNE 31EMEHTOB AepeBa 06bEKTOB - BbIGMpPaeTca a1eMeHT Aepesa
M HaXXMMAeTCs Knasuwa «F5» Ha KnaBuaType UauM B KOHTEKCTHOM MEHHO NanKu BbibupaeTcs
NYHKT «lanku -> O6Ho8UM®b Y.

JononHutenbHaa mHpopmaumsa o BblbpaHHOM B aepeBe 06BHEKTOB 3nemeHTe oTobpakaeTca B
«rnaHenu ceolicme».

B 3aBMcHMmOCTM OT TMNA Bbl6paHHOFO 3IeMEeHTa NaHe b CBOMCTB MOXKET OTO6pa)KaTbI

e /114 NanoK — CNNCOK B/IOXKEHHbIX 3/1EMEHTOB Nanku: «MNoANanku» U «40KYMeHTbl» (PUCYHOK
8).

Wmga Tun Pacwmpenue Oara cozgaHua Oata perncrpaummn ABTOp Pazmep (KB)
11.04.2019 13:52 11,59
11.04.2019 13:52 11,62
11.04.2019 13:52 11,6

£ 11.04.2019 13:52 -

AT Manka
4 MpunoxeHue Manka
Cyer Manka

(¥4 MuueHzuoHHLIR goroop N93 ot 11.04.2019 NokymeHT docx CHCTEMHBIA ALMUHUCTPATOD 11,63

PucyHok 8. CBoicTBa nanku.
o [lna 0oKymeHmMoe8 — CriINCOK OCHOBHbIX aTPMOyTOB (NapameTpoBs) AokymeHTa (PucyHok 9).

Mone 3HaueHKue

HanMeHOBaHKWe Ooroeop N2 0013 c Pora » Koneima ot 02.04.2019

THN OKYMEHTa BHYTpEHHWE
Mogrun QoKyMeHTa Ldoroeop
Haomep 0013

[aTta zaKnYeHnA 02.04.2019

KOoHTpareHT goroeopa Pora v Koneira

[aTta cozgaHuA
[ata MogndukaLmm
ABTOp KapTOUKH
Cratyc

Ha KoHTpone
Ocobbiit KOHTPONE
OTnp-Tb B NpoUecc
PacwupeHune
Pazmep (KB)

16.04.2019 14:32:13
16.04.2019 14:34:09
Metpoe NeTp NeTpoBWY
B apxuBee

Het

Het

Het

doc

119,3

PucyHok 9. CBoicTBa AOKYMEHTA.

MpumeyaHue. MModpobHoe onucaHue «llaHeau ceolicme» 8 meKywel OoKymeHmauyuu 8 pasoesne
«lMaHens ceolicmse ob6vekma».
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MaHenwb ceolicme obvekma

B npaBoi uvactM pabouen obnactu pacnonaraetca naHenb «csolicmea obvekma» 6ubnnoTeku
AOKyMeHTOB. Ha maHenn oTobpakatoTcA CBOWCTBA BblAENEHHOMO B AepeBe 0ObEKTOB AOKYMEHTa
(PvcyHOK 10) nam cnMcoK 3nemeHTOB BblIbpaHHOM cucTeMHoM nanku (PucyHok 11).

% Snektponreiii apaue ITNAC 6 (Tnuensna ana 000 "tnac-Codr’)

= e |

Ofozpesatens Bug HaliTu  Apxuedoe geno OTUeTel  KOHTpareHTs  AAMWHUCTPMPOBaHME  HacTpoiiki NoMous

SEHESRVYE 3 29F PP sy &XI02

o 7 HEH |2 '
B YeegomMnenna

@ Kopawna

- BABAHOTEKE AOKYMEHTOB
- Horoeopsl
42015
42016
e 2017
[ Horogop N2 0-2011-01 ¢ ot 03.04.2017
P & Nuursie nankm
B Homenrknatypa
b ¥ ownstpw

= %5

None
HanMeHoBaHue
Tun AoKyMeHTa
MOATHA AOKYMEHT3
Homep

Kon-Bo nucroB
ABTOD KapTOYKA
[lata mogudmiaLmn
JaTa coznaHua
JlaTa zaKkniJeHns
MNponoHrupyeTca
CyMMa no creundbukaln

3HaueHne

Horosop N2 1-2011-01 ¢ oT 03.04.2017
BHYTpEHHKHE

[orosop

0-2011-01

1

CUCTEMHBIA ANMUHUCTPETOP
03.04.2019 12:26:28
03.04.2019 12:25:57
03.04.2017

Het

Het

b Wwabnoks

Monk308aTens: CHETEMHEIA ALMMHUCTDATOP,  CTATyC afMUHWCTpaTopa: Ja.

03.04.2019 12:25:58
MpUADXKEHHA 1]

MocnegHsA Bepcua

Ha koHTpone Het
0cobuiil KOHTPONE Het
OTnp-Te B Npouecc Het
PacwipeHue docx
Pazmep (KB) 11,61

PucyHok 10. NaHenb cBOMCTB BbIBPaHHOIO A4OKYMEHTa.

[na poKymeHTa oTobparkaeTcsa CNMCOK Pe30/oLMIA, a TaKKe ceayroLmii nepedyeHb CBOMCTB:

HaumeHosaHue — Ha3BaHWE JOKYMEHTA.

Tun 0oKymeHma — KaTeropus AOKYMEHTa Mo rnobanbHOMY Mpu3HaKy. TUN AOKYMeHTa
yKasbiBaeTcs (BblbMpaeTca M3 CNpaBOYHWMKA TUMOB) NPU CO34AHUN MW PeAaKTUPOBAHUU
KapTOUYKM AOKYMEHTa.

Modmun AdokymeHma — nopKaTeropusa [AOKYMEHTa, YTOYHAET TUN [OKymeHTa. Moatun
yKa3blBaeTca (BblbMpaeTca M3 CNpaBOYHMKA) NPWU CO34aHUN UAN PeAaKTUPOBAHMUU KAapTOUYKK
[ OKYMEHTa 1 3aBUCUT OT BbIBPAaHHOIO TMNA AOKYMEHTA.

Homep — Homep LOKYMEHTa B CUCTEME.

Kon-eo nucmoe — KOAMYECTBO /JINCTOB, COoAepralleecA B [AOKYMeHTe (yKa3bIBaeTCﬂ npu
CKaHMPOBaHUN OOKYMEHTaA C 6yMa)'KHOI'O HOCVITel'IFl).

Aemop KapmoYKu — No/1b30BaTe/lb CUCTEMbI, CO34aBLUNIA AOKYMEHT.
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e [Jlama moducpuKayuu — naTa BHECEHMA NOCNEAHNX U3MEHEHUI B JLOKYMEHT.

e [flama co30aHus — AaTa I'IepBM‘-IHOﬁ perncTpaunn JOKymMmeHTa B CUCTEME.

e PacwupeHue — paclumpeHune daiina AOKyMeHTa (41a onpeaeneHma ero tmna).

e Pasmep — pasmep panna AOKYMEHTa.

L4 npUHaaﬂeJKHOCMb — oTgen, nogpasaeneHue, d)anan, K KOTOpOMY OTHOCHUTCA AaHHbIl‘a
AOOKYMEHT.

e 3abnoKkuposaH —

nonb3oBaTe/lb CUCTEMDbI,

3a6/10KMPOBABWIMIA  JOKYMEHT. [lOKyMeHT

ABNAETCA 3a6ﬂOKMpOBaHHbIM, ecam ogunH mn3 Nonb30BaTe/IEN CUCTEMDI B3A/1 €T0 B pa60Ty.

e [lama 610KupoeKu - faTa NOCAeAHEro B3ATUA AOKYMEHTa B paborTy.

MNpumeuaHue. [lepevyeHb csolicme OoKymeHmMa Mmoxem 6bimb U3MeHeH [oab308amesnem 8
pedakmope Kapmo4ku O0oKymeHmos. [1odpobHoe onucaHue pabomesl ¢ pedaKmopoM KApmoyKu
OOKYyMeHmMOo8 U3/10#eHO0 8 00KyMeHmMayuu «Pykoeodcmeo AOMUHUCMpamopa».

7, Bxopaume (4)

& Voopaume

" OTpafoTauHble

Wy MepeHanpaenerHse
{5 npocpouennsie

% Yeepomnenun (283)
& KopamHa

& petrov (Metpoe Nerp Netpr*

i BubAMOTeKa AOKYMEHTOR
- BHYTDeHHME
- Mpukazsl
ea! TexHMyecKoe saf
PacnopsxeHns
BrofsuMe
[ Nooaawme
@ poct
& HomeHknaTypa
P T ouetpu
b LWaBA0H

>

Wmsa

BHYTpeHHMe

BxopAwme

Wexopawme

@ poct

©uneTp:

43k

~

Tun

MNanka
Manka
MNanka

Pacuwmpenune

DokymenT © dooe

OTo6paeHo 3NeMeHTOB: 4

Jara coznaHua

05.06.2019 12:54
05.06.2019 12:54
05.06.2019 12:54
25.06.2019 16:39

[lata perucrpaumu AsTOp

25.06.2019 CUCTEMHBII ARMUHNCT|

PucyHok 11. MaHenb CBOMCTB B pexunme oTobpaxKkeHna CTPYKTYpbl NamnokK.

Mpu npocmoTtpe coaepumoro nanku (PucyHok 11), Ha maHenn cBOWCTB OTOGparkaeTcs CrMCOK
3/1IEMEHTOB, COAEPKALLMXCA B BbIOPAHHOM NanKe (Nognanku u LOKYMEHTbI).

[NAa Kaxaoro afnemeHTa CnmMcka oTobparkatoTcs cieaytolme nons:

®  Umsa — nma obbeKTa B cucteme (HassaHme nankun nanm I,CI,OKyMeHTEEI).

e Tun—TWN 3N1eMeHTa CNUCKa (nanka/ooKyMeHT).

e PacwupeHue — (TONbKO ANA AOKYMEHTOB) paclnpeHue BbibpaHHOro daiina JOKymeHTa.
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e [Jlama co30aHus — nata nobaBneHna o6bEKTa B CUCTEMY.

e [lama peaucmpayuu — (TONbKO ANA AOKYMEHTOB) AaTa PerncTpaLmm KapTouku AOKYMeHTa B
cucteme (B TeKylLen AOKYMeHTaumMm pas3gen «Perncrpaums KapTouku B cUCTEME ).

e Aemop — nosb3oBaTe/lb CUCTEMbI, 406aBMBLUNIA AOKYMEHT.

Ona ynobcTBa NoMCcKa 3/1MEHTOB B CMIUCKE, B HUMKHEN YacTu NaHen cBOMCTB oTobparkaeTcs GunbTp
3anuceit (PucyHok 12). Ona npumeHeHusa ¢unbTpa HeobxoamMmo BbibpaTb HaMMeHOBaHME Mons
duNbTpaumm U3 cnucka «Puabmp» W yKasaTb 3HaYeHMe (B nose BBOAA CNpaBa), KOTOPOE AO0KHO
NPUCYTCTBOBATb B 3TOM NOJE Y MCKOMbIX 3anmnce.

®unetp:  |MMA R OTobpameHo aneMeHToR: 4

PucyHok 12. UHTepdeiic dunbTpa 3anncein naHenn cBOMCTB 06beEKTa.

|_|pl4 Bbl60pe CNCTEMHDbIX ManokK, B CEKLUU CBOMCTB OTO6pa>KaeTCF| CMNCOK B/1IOXEHHbIX 3/1EMEHTOB
nanku, Hanpumep, yganeHHbIX 06BbEKTOB B KOP3UHe.

MaHenb KommeHmapuee K 00KymeHmy

Mpu BblbOpe B AepeBe OOBLEKTOB [AOKYMEHTA, COZEpP)Kalero KOMMEHTapuu nonb3oBaTenew
cuctembl (NnogpobHee O KOMMEHTAPMAX PACCKasbliBaeTcA B TEKyLLel AOKYMeHTauuu, B pasgene
«Bknagka «KommeHTapum» KapTOUKU [AOKYMEHTa»), B MUHTepdeice rNaBHOTO OKHA CUCTEMbI
oTobparkaeTtca cneumanbHaa naHens «kKommeHmapuu» (PucyHok 13).

- BHBHOTEKS AOKYMEHTOB -

Aok 3aronoBoK THNOBOA KOroeEop

~ BpeMeHHasa nanka
) 22

(4| MuueH3MOHHLIA goroaop N 23 ot 04.04.2019

Koppecnoxgest Teopema

[ata perucrpaunm 22.04.2019

Jlara cosgaHva 04.04.2019 17:39:29
CnWCsIBaTL B apXHe Het

[Hata mogubukaummn 08.05.2019 15:56:58

[ NMueHzMOHHLI orosop N 24 oT 22.04.2019
(| Hoswii fokyMeHT
BxogAwue

ABTOD K3pTOUKH Ceprees Cepreil Cepreesuy
Joroeopsl

Cratyc BolgaH
Wexopawme

KaHuenapua
HomMeHknaTypa
OTyeTsl

Monyuatens WeaHos MeaH MeaHOBMY
[ata ebigaum 08.05.2019
[larta eozepata 31.05.2019

v v v v v v

Uenk BbigauM AN CBEpKM

P 5 Homenknatypa
8 e ABTOp 23npoca WMearos MeaH MeaHoswu()

b ounetpu
P Ha koHTpone Oa

Otmerka o wen. Het

WecnonxuTene MNeTpoe MeTp NeTpoBHy
KoxTponnep earos MeaH MeaHoBuY
MpuoputeT CpegHmnit

OcoBbli KOHTPONE Het

MepuoauuHOCTE OAHOKPATHD

OTBETCTE. M. Metpoe Metp NeTpoeuu()
Mocraeneqo 22.04.2019 12:31:00
CpOK WCMONHEHWA 30.04.2019 12:31:00
Cratyc MpocpoueHo

OTnp-Te 8 Npouecc Het

Pacwpenue doox

Pazmep (KB) 11,61

MPUNOMEHNA LOKYMEHTa "Mpunoxexue Ne1"

KoMMeHTapHH
1 Tekcr AgTOp 313 BHECEHWR

WeaHoe WeaH Measosuy - 08.05.2019 15:55:42

1 TpedyeTcA 40paBoTka NYHKTa
&l

MNopafioTka foKyMeHTa no ™

Nonszoeatens: MeaHos MBaH MeaHosuy.  CTaTvc aOMHHUCTDATODA: HeT.

PucyHok 13. PacnonoxkeHue naHenn KOMMeHTapues B MHTepdelice rnaBHOro OKHa CUCTEMDbI.
Ha naHenu otobparkaeTca CMMCOK KOMMEHTApPUEB, KOTOPbIMU CHabKeH BbIOpaHHbIN AOKYMEHT.

KommeHTapum copTUpyoTca No AaTe, HaYMHANA C CaMOro PaHHero.
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[Onsa KOMMeHTapKUA B CNMCKe O0TobparkatoTca cneayrolme nona:
e Neo - nopAaKOBbI HOMEP KOMMEHTapUA.
e TeKkcm — TEKCT KOMMEHTapwA.
e Asmop —NoNb30BaTE/Ib CUCTEMbI, OCTABMUBLUNI KOMMEHTAPUIA.
e [lama eHeceHus — faTa Ao06aBNAEHUA KOMMEHTapUA.

MNpumeyaHue. lpu HcenaHuUU, NoaA6308aMesnb CUCMEMbI MOXEM CKPbIMb raHesb KOMMeHmMapues 8
UHmMepdaelice 21a8HO20 OKHA, 0714 3M020 HEeobxo0uMO CHAMb 3Ha4vyeHue noas «Bud -> Crnucok
KOMMeHmapues 8 ceolicmeax 00KyMeHmMa» 8 MyHKmMe 0CHOBHO20 MEHI0 2/108HO20 OKHA CUCMeEMbI.

CmpoKa cocmoaHus

B wuHTepdeiice KAMeHTa cucTeMbl CTpPOKa cocTosHUA (PucyHok  14) BbinonHseT OyHKLUMIO
LONONHUTENBHOTO MHGOPMUPOBAHNA NONb30BaTENSA.

Monezoeatens: MNetpoe Metp MNetpoBud.  CTaTyc 3AMMHMCTPaTOpa: Hert.
PucyHok 14. NUHTepdenc cTPOKN COCTOAHUA CUCTEMBI.

B cTpoke cocToaHua oTobparkaeTca cneagyrowan MHbopmaums:

o [lonb3oeamens — TEKyU.I,Ml\;i Nnonb30BaTe/ib CUCTEMbI, OT UMEHUN KOTOPOTO 6bin ocyuwecTtsneH
BXOA, B CUCTEMY.

e Cmamyc admMuHUCMpPamopa — HaAnumne y TEKYLLLEro NoAb30BaTeNs NPUBUNETUiA
aAMUHUCTPATOPa CUCTEMBI.
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KapTouka

KapTouka - normyecknit obbekT cucTembl, NpeaHasHayeHHbIN AN XpPaHEeHUa BCex aTpubyTos
(napameTpoB, PeKBM3UTOB) AOKYMEHTA, HOMEHKIaTypbl. KapTOuyKa MOMKET CyLLLeCcTBOBaTb B CUCTEME
6e3 [AOKyMeHTa (O4ns onucaHMs NPoYMX OOBLEKTOB apxvBa), HanpuUMep: KapTOUYKU KapTOTEKM
3as8BUTENEN, KAPTOUYKA KOHTPareHTa.

B KauyectBe aTpubyToB OObBEKTa apxvMBa MOFYT BbICTyMaTb: HaMMEHOBAHME [OKYMEHTA, CPOK
XpaHeHus B 6MOAMOTEKE, TUM MPUIOKEHUA ANA MPOCMOTPA U PeaaKTUPOBAHUA COAEPHKUMOIo U

T. A

[NA KaXaoro o6bekTa B CUCTEME KapTOUKa ABNAAETCA YHUKaNbHOW M GOpMMUPYETCA aBTOMATUYECKM
Ha 3Tane co3gaHua unm AobasneHna 06bEKTA B CUCTEMY MW BPYYHYIO NO/Ib30BATE/IEM CUCTEMBI.

MonAa KapTO4YKM MOTyT ObITb Kak CTPOro obsAsaTesibHbIMM K 3ano/iHeHUIo (Hanpumep, «HazeaHue
00KyMmeHma»), Tak u HeobA3aTeIbHbIMW.

KapTouka B cucteme umeet rpaduyeckoe npeacraBieHve B Buae ¢$opmbl, cogeprkalen Habop
none (aTpubyToB), CrpynnNMpPOBaHHbIX Ha CNeuMasbHbIX BKAaAKax.

paduyeckoe npeacTaBNeHME KaAPTOUKM ABMAETCA AUMHAMMYECKMM OObEeKTOM, aKTuBauus Aand
PeaaKTUPOBAHUA M COCTaB MOJIEM KAapTOYKM MOMKET M3MEHATbCA B 3aBMCMMOCTM OT 3HAYeHUN,
YKa3aHHbIX B APYrUX NONAX.

MpumeuvaHue. [lepeyeHb noneli KApmoyku moxem 6bimb uU3MeHeH aOMUHUCMPAMOpPoOM 8
pedakmope kapmouek. ModpobHoe onucaHue pabomel ¢ pedaKmMoOpPoOM KAPMOYKU OOKYMEHMO8
U3710#eHo 8 00KyMmeHmauuu « Pykosodcmeo AGMuHUCmMmpamopa».
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YHUKanbHbIe 31emMmeHmMbl yrpasneHua Kapmo4vek

Ona ynobcTBa 3anonHeHUs aTpubyTOB OOBEKTOB, B KAPTOYKAX NPUCYTCTBYIOT YHUKa/NbHblE TUMbI
nonev seoga. MPUHLMN 3aMNONHEHMA TAaKUX MONEN MOXKET OTIMYATLCA OT CTAaHAAPTHbIX NOAXOA0B B
paboTe C TPaANUMOHHBIMM 31eMEHTaMM YNPaBAEHUS ONepaLMOHHON CUCTEMDI.

e [lone damesl — None BBOAA 3HAYEHUA AaTbl U BpemeHU (PucyHok 15).

1

PucyHok 15. None BBOAA AaTbl U BpemeHU (6e3 3HauyeHusn).

[aHHoe none npegnonaraet Asa crnocoba BBoAa 3HaYEHUI:

o PyyHoli 8800 3HaQYEHUs — BBOZ 3HAYEHUA NO/b30BATE/IEM C KNaBMUATypbl, NPU 3TOM, B
npouecce BBOAA NPOUCXOANT aBTOMATUYECKAA NPOBEPKA 3HAYEHWUM, T.e. K BBOAY He
[LONYCKATCA HUKAKMe CMMBO/IbI, Kpome LmdpoBbIX. [LONOAHUTENBHO NPOU3BOAMUTCA
NpoBepKa JONYyCTUMOCTU LMPOBOro 3HaYeHUA B TEKYLLEN NO3ULUM BBOAA.

o Boblbop 3Ha4YeHUA U3 epaguyeckoz2o KaneHoapsa — BbI6OP NoNb30BaTe/IEM 3HAYEHMUA B

AONONTHUTENBHOM OKHE KaneHgapA.

[ins BbIGOPa 3HAYEHUA U3 KaneHAapA, HEOBXOAMMO HaxaTb Ha KHOMKy || cnpaBa oT
nonA, 370 AeWCTBME NPUBET K OTKPbITUIO AOMNONHUTENbHOrO OKHa «KaseHOapb»
(PucyHok 16). B KaneHaape ocylecTBAseTCs BbIOOP AaTbl U yYKa3aHUe BpeMeHu (ana
nonen tTmna «Zama», TONbKO AaTbl), HaXKaTMe HA KHOMKY « OK» noaTeepKaaeT Bbibop
M 3aN0NHAET 3HaYeHMe B Noae BBOAA, BbibpaHHOM gaTton (PucyHok 17).
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PucyHOK 16. BHeLWHMUI BUA BCMOMOraTe/IbHOrO OKHAa KaneHaaps.
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PucyHok 17.Mone BBoAa AaTbl M BpeMeHU (3anonHeHHoe).

ﬂ'flf-l OYUCTKUN 3HAYEHNA NONA AaTbl NPUMEHAETCA KHOMKa

i

-

L Bbl60p 3HAa4YeHuA u3 CcrpaeovYHUKa — none ana Bbl60pa 3Ha4YeHNnA 13 CnNpPaBoOYHUKa CUCTEMDI

(PncyHok 18).

g

x
-

PucyHok 18. NMone BbibOpa 3HAYEHMA U3 CNPAaBOYHUKA (HE3aNONHEHHOE).
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CnpaBOYHMKN COAEpPKaAT CMUCKM 3HAYEHWUM, CrPpyNMMPOBAHHbIX MO OonpeaeneHHOMY Tuny
(KpuTEPUIO) M nNpeaHasHaYeHHbIX A1 WCNO/b30BaHMA B CUCTEME MOBCEMECTHO, MpU
YKa3aHWM 3HAYEHUA 4aHHOTO TUNa.

Mpu 3anosHeHMN nonsa, BbIOMpPaAeTca OA4HO M3 3HAYEHUIN, COAEP)KALMXCA B CMPaBOYHUKE
AaHHOro Tuna.

BbibOp 3HAYEHWs CNPaBOYHMKA OCYLLECTBASAETCA B AOMNOJHUTENbHOM OKHe (PucyHok 19),
ANA ero oTKPbITUA HEeO0HX0AMMO YCTaHOBUTb Kypcop BBOAA B NOJE M HayaTb BBOZ 3HAYeHUSA

NN HaXaTb KHOMKY — , CNpaBa OT NOoAA.

1 laBnoHel 3HaYEHWA EI =] @

KnueHt

340 "HueHWwaHU-3aWKUTa"
3A0 "Mr=c”

3A0 "Monwuenn”

3A0 "CK "CnaeHedTbcTpoi”
3A0 "YeapoBckaa Huea"
3A0 Meocrpoi

3A0 KKK Kocmoc

3A0 KOHCWMCT_OC

3A0 Makcwmym Cepeuc
3A0 OKE MKAP

DuneTp: Knwnent w

' BulbpaTe A 33KPbITE

PucyHoKk 19. Bbibop 3HaueHMs Noas U3 CNPaBoYHMKa.

Ona  ynpoweHua MOMCKa 3HayeHMAa B OOWMPHbIX CNPaBOYHMKAX, NPeayCMOTPEHO
MCNONb30BaHME KOHTEKCTHOrO MOWMCKA. PEXXMM KOHTEKCTHOrO MOMCKa aKTUBMpPYeTca npw
BBOZE M0/b30BaTe/IeM CUMBOJIOB C KNaBMaTypbl B Nosie GUAbTPA OKHA CMPAaBOYHMKA.

Mepea Ncnonb3oBaHMEM KOHTEKCTHOrO NOMCKa HeEObxoaMMo ybeaunTbes, YTo 3HaYeHue nona
B dMUNbTPE COOTBETCTBYET HAa3BAHMIO NOJIA, MO KOTOPOMY NAAHUPYETCA OCYLLECTBAATL MOMUCK.

Monb3oBaTenb OCyLLECTBAAET NOCNefO0BaTe/ibHbI BBOA CUMMBOJIOB, COOTBETCTBYHOLW MM
MCKOMOMY 3HauyeHuto. BeeaeHHble cMmBO/bI OTOBpaKatoTcA B MOJie BBOAA, @ MCXOAHbLIN
CMUCOK 3HaYeHn ycekaetcs (PucyHok 20).
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r‘ WlaGnoHe! 3HaYEHNA E [=] @

KnueHt

3A0 NMeTepbyprokve CeTH

DUNETP: KnuneHT w neTe

" BulbpaTte A J3KpLITE

PucyHok 20. Mpumep Ucnoanb3oBaHMA KOHTEKCTHOIO NOMCKA Npu Bbl60pe 3Ha4YyeHnA U3 CNpaBoOYvYHUKa.

Mouck 3HauyeHun ocyuwecrtesnaeTca MmetTogom ycedyeHuA CNUCKa BCeX 3HaL-IEHVIl7I, T.e. BBOA
KaXX40ro HoBoro cMmeo1a NpPpmMBOAUT K YMeHbLLEHNIO CNUCKa 3HaAYEHUI B OKHe.

Ona BblbOpa 3HaYyeHUsi, HeobxoAMMO HarKaTb KHOMKY «Bbibpame», none BBoAa byaer
3aMNO/IHEHO 3HAYEHMEM, YKa3aHHbIM B CNPaBOYHUKE.

Ana ,CI,O6aBI'IeHMFI HOBOIro 3Ha4yeHuMA B CNpPaBOYHUK, UCNONIb3YETCA KHOMKA , CNpaBa OT
nonAa, Haxatmne Ha Hee NpuMBoAUT K MOABEHUIO OKHa BBOAaA HOBOrNo 3Ha4YeHUA. MNocne
,CI,O6aBI'IeHMFI 3Ha4yeHnA B CNPaBOYHUK OHO 6y,CI,ET AO0CTYNHO AnA Bbl60pa.

[na ounctkm nons Bbibopa AaHHbIX, HEOBXOAMMO HaKaTb KHOMKY (cnpaBa ot nons).

Bbibop nonb3oseamena cucmemobl — None npegHasHayeHo pnA Bblbopa nosb3oBaTens
cuctembl (PucyHok 21). MpuHumMn paboTbl ¢ Nonem, CXoA4eH C nonem Bblbopa AaHHbIX U3
CNpaBOYHWKA, OTIMYME 3aKNOYAETCA B TOM, YTO BblIOOpP MO/Ab30OBaATENA CUCTEMbI BCerga
OCYLLECTB/IAETCA MO CNPABOYHMKY NOSIb30BaTENEN.

[ ]

ki

PucyHok 21. BHewHwuii Bug nona "Bbibop nonb3osBatens cucrembl”.

Ons oTobpaskeHWs cnucka nosnb3oBaTtesnen cuctembl (PUCYHOK 22), HeobXoAMMO HaXKaTb
-

cnpaBa OT nonA KHOMKy .-, TeKywwWi nonb3oBaTenb CUCTEMbl BblAENAETCA B CMMUCKe
3eNeHbIM LUBETOM (B npuseaeHHOM npumepe « CucmemHsbili aOMuHUCMpamop»).
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Bt BbiBepuTe NoNb30BATENA EI@
ot}
locreeoi MonssoeaTent
WMeaHoe MeaH MeaHoemy
MeTpoe MeTp MNeTpoBud
Ceprees Ceprei Cepreeeny
CHCTEMHBIA AQMUHWUCTRATOR

OTobpasaTs B BMAe AepeEa

b « BelbpaTe A OTMeHz

PucyHok 22. CnUCoOK No/ib30BaTesiei cCUCTEMbI.

Mpu ycTaHOBKe 3HadyeHuA nons «Omobpaxcames 6 sude 0epesa», CNNCOK ByAeT BbICTPOEH B
BMAE MEepapxuu, a Nosib30BaTeNn 0ObeAMHEHbI MO «2Pyrnnam pPaccelaok» (pns cuctembl
«Apxusa 3maac» eAMHCTBEHHaA rpynna «Bce nonb3oe8amenu»), AaHHbIN GYHKUMOHAN
ucnonb3yerca B cucteme «JokymeHmoobopom 3maac» W ONUCAH B PYKOBOACTBE
Nno/ib30BaTeNA CUCTEMbI AOKYMEHTOO60POT ITNac.

S
Mpy HaxaTUM Ha KHOMKY “J oToBparkaeTcA MOAANbHOE OKHO C OMOJHUTE/bHOI
nHpopmaumen o nonb3osaTene.

[na 3aBepweHuna Bbibopa, HEO6XOANMMO HaXKaTb KHOMKY «Bbibpamb», yKa3saHHOE 3HaYeHune
6ynet otobparkeHo B none BBOAA.

Ona pnobaBneHns HOBOro Mo/nb3oBaTeNs B CMPABOYHMK, HEOOXOAMMO HaXKaTb KHOMKY
(cnpaBa oT nons), [aHHbIN GYHKLMOHAN AOCTYMNEH TO/IbKO aiMUHUCTPATOPaM CUCTEMDbI.

%
-

[NnA yaaneHuns 3HayeHUs Noasa UCNoNb3yeTca KHOMKa (cnpaea ot nons).

Packpobliearoujuiica cnucoK — pasHOBUAHOCTb NOAA «8bI6OP 3HAYEHUSA U3 CIPABOYHUKA» ONA
6bicTporo BBOoAA 3HauyeHuA (PucyHok 23). Mcnonb3yeTcs s OorpaHUMYEHHbIX MO pasmepy
CNpaBoOYHUKOB, coaepKawmx meHee 100 3anucen.

L

PucyHok 23. PacKpbiBatoLWLMNCA CNUCOK.

MonAa npegnonaraet Asa cnocoba BBoAa 3HAaYEHUN:

o PyuHoli 8800 3HaYeHUs - BBOA, 3HAY€HUA NONb30BATENIEM C KNaBMATypPbl, NpU 3TOM, B
npouecce BBOAA OTObOpaKaeTcs CMMCOK 3HAYEHWI CNpPaBOYHUKA, COAEPKaLMX
3a4aHHY0 KOMBMHaUMIO cMMBOOB (PUCyHOK 24).
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BHYTPEHHWIA [OKYMEHT
HOorosop
Nopaaok
TUNoBble QOKYMEHTEI

PucyHok 24. PacKpbiBatoLLMINCS CNUCOK B MPOLLECCE 3aN0/IHEHMS.

O Boblbop 3Ha4YeHUA U3 CIUCKA — BBOA, 3Ha4YyeHWA nyTem BblbOpa 3HayYeHuA U3
PaCKPbIBAOWEroca Cnucka. Onsa oTobpakeHWA CMUCKa CyLEeCTBYIOWMX 3HAYEeHWU

HeobX0AMMO HaxaTb Ha KHonKy |~ | (cnpasa oT nons).

Ana AO6aBJ'IeHMﬂ HOBOIO 3HAa4Y€HNA B CNPaBOYHUK, HeO6XOAMMO Ha*aTb KHOMKY (cnpaBa
oT I'IOI'Iﬂ) M YKa3aTb HOBOE 3Ha4YeHne B 4Na/I0Of0OBOM OKHE.

Kapmoyka 0oKymeHma

«Kapmoyka OoKymeHma» - 3TO JIOTMYECKUA OOBEKT, PA3HOBUMAHOCTb KAPTOUYKM CUCTEMBI,
npeaHasHayeHHbI An8 XpaHeHusas BCeX aTpubyToB (MapameTpoB) AOKYMEHTa, MO03BOSOLINM
NOAEHTMOULUMPOBATL AOKYMEHT B CUCTEME.

KapTouKa floKymeHTa aBToMaTUYeCckn dopmMmupyetcs npu fobaBneHUN AOKYMEHTA B CUCTEMY.

OTKpbITb KapTOUYKYy AOKYMEHTA A5 MPOCMOTPa U PeAaKTUPOBAHUA MOMKHO OAHUM U3 C/eAyHLMX
cnocobos:

C NOMOLLbIO OCHOBHOIO MEHIO MaBHOTO OKHa CUCTEMbI, NMYHKT meH «0b6o3pesamesnb ->
Kapmouka...».

C NOMOLLbIO KOHTEKCTHOrO MEHI0 AOKYMEeHTa (HaxaTue npaBoOl KHOMKU MbIWK Ha
[LOKYMEHTE B AepeBe 06beKTOB), MYHKT MeHI0 «Kapmoyka...».

C nomoLblo ABOMHOTO KAMKa IEBON KHOMKK MbILUM HA AOKYMeEHTEe M Bbibopa B AManorosom
OKHe «OmKpbimue OOKyMeHmMa» KHOMKK «Kapmouka».

C nomoLLbto NaHeNM MHCTPYMEHTOB, BblOOp AOKYMEHTA U Ha*KaTMe KHOMKK «OmKpbIMob
KapmoyKy».

C nomoubto KnaBuaTypbl, Bbl60p AOKYMEHTAa U HaXaTue Knasulin «I'Ipo6en».

Mona AOKYMEHTa CrpynnmMpoBaHbl B KaPTOYKEe Ha HECKOJIbKUX BKAAAKaX:

Obwue ceedeHusa — 6as3oBble CBeAeHUA O AOKyMeHTe («Bknagka «Ob6wme cBeaeHUs»
KapTOYKU JOKYMEHTA).

Paboma c opu2uHanamu — KOHTPO/b BblAa4M OPUTMHANOB AOKyMeHTa («Bknaaka «PaboTta ¢
OpPUrMHANAMN» KaPTOUYKU AOKYMEHTa»).

KoHmponb — KOHTPO/b WCNONHEHUA [AOoKymeHTa («Bknagka «KoHTponb» KapTouKku
DOKYMEHTa»).
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e [lodnucu — cBepeHna o UMPPOBbLIX NoANUCAX AOKymeHTa («Bknagka «lMoanucm» KapToyku
AOKYMEHTa»).

e KommeHmapuu — cBeAeHWs O KOMMEHTapuAX K AOKyMeHTy («Bknagka «KommeHTapum»
KapTOUYKM AOKYMEHTa»).

e Bepcuu — 1cTopUs U3MEHEHNA AOKYMEHTA («BKiagKa «Bepcumn» KapToUYKM SOKYMEHTA).

e (8A3U — CBA3b AOKYMEHTA C APYrMMW OOKYMEHTamMMn apxuea («Bknagka «CBA3M» KAPTOYKM
AOKYMEHTa»).

e [laaHUpoBaHuUs — HaCTPOMKA YyBeJOMNEHWUA O CcObbITUAX [AOKymeHTa («BKnagka
«MnaHMpOBaHME» KAPTOUKM AOKYMEHTa»).

e [IpunoxeHua — CBeEeHUA O CONPOBOAMUTE/NbHbIX AOKYMeHTax («Bknaaka «lMpunoxkeHua»
KapTOYKM SOKYMEHTA).
BKknadka «Obujue caedeHusn» KapmovKu 0OKymeHma

BknagKka «Obwue ceedeHua» OTobparkaeTca No YMOJMAaHUIO MPU OTKPbITUM KAapTOUYKM AOKYMEHTA
(PucyHok 25). Ha Bkagke coaeprkaTtca 6a30Bble CBEAEHMA O AOKYMEHTE.

o KapTouka gokymeHTa EI@

DBwwe ceenequn | Pabora c opuruHanamy | Kontpons  Mognwew | KomMentapuw | Bepown | CeAzu | MAaHWpoBaHWE | TPUNoxeHus

Mpuiaz N2 M-2017-10 ot 03.04.2017 Tr
HaWHMeHoBaHME:
Tun QoKyMeHTa: BHyTpeHHME ~ MNogTun AOKYMEeHTa: PacnopAgMTEnEHbIE -
Homep: M-2017-10 lata gokyMeHTa: 03.04.2017 = || B

Tr

MpUMeyaHue:
fata perncrpaumu: . Nata cozagHWA: 03.04.2019 12:25
ABTOp KapTOYKK: CHCTEMHBIA AQMWHWMCTPATOP
(i) x| |B 2 (& = « 3aperncrpupoeaTe H coxpanute A OTMeHa

PucyHok 25. Bknagka "Obuwme cBegeHms" KapTOUYKM AOKYMEHTa.

Ha BKnaake coaepkaTca caeayolime nona:
e HaumeHosaHue — Ha3BaHMe AOKYMEHTA.

e Tun OoKymeHmMa - KaTeropus AOKYMeHTa Nno rnobanbHOMy npu3Haky. TUn AOKyMeHTa
YKa3biBaeTcs (BblbMpaeTca M3 CnpaBoOYHMKA TUMOB) MPWU CO34aHUU UAU PenaKTUPOBaHUMU
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KapTOYKM [OKYMeHTa. B KauyectBe 6a30Bblx TUMNOB WCNOAb3YOTCA:  «Bxodawue»,
«Mcxooawue», «BHympeHHue».

e [lodmun OoKymeHma - NOAKATEropus [AOKYMEHTa, YTOYHAET Tun [OoKymeHTa. Moatmn
yKa3biBaeTcs (BbIbMpaeTcs M3 cnpaBoOYHUKA) NPU CO3AaHUN U PedaKTUPOBaHUN KapTOUYKK
[OKYMEHTa WM 3aBUCMT OT BbiOpaHHOro TMNa AOKYMEHTa, Hanpumep: «HopmamueHbie»,
«PacnopadumensHsie» U T.A4,

e Homep — Homep, NPUCBOEHHDbIN LOKYMEHTY B CUCTEME.

e Jlama OoKymeHma — pata, yKa3aHHas B AOKYMeHTe, Hanpumep: «Cuem No87675 om
dameoi».

e [lpumeyaHue — cBO6OAHbIE NOACHEHUA K OKYMEHTY, HE OTPAXKEHHbIE B APYIMX NONAX.

e [Jlama pe2ucmpayuu — pata pernctpaummn AokymeHTa. JaTta ¢pMKcaumm Homepa AOKYMeHTa B
CUCTEME M OTMETKM B XKYpHa/ie perucTpaumumn 4OKYMeHTOB.

e [Jlama co30aHus — paTa AobaBneHUs OOKYMEHTa B CUCTeMy (3anONHAeTCs CUCTEMOM
aBTOMATUYECKM).

e Aemop Kapmo4Ku — No/b30BaTe/lb CUCTEMbI, 406ABUBLLMIA LOKYMEHT.

Bknadka «Paboma c opu2uHanamu» Kapmo4yku 00KymeHma

Bo MHOrMx opraHnsaumax cyLLecTsyeT NoTpebHOCTb B XpaHEHUM OPUTMHANOB UM KONUIM BYMaXKHbIX
[LOKYMEHTOB MOC/IE 3aHECEHMA UX B 3/IEKTPOHHbIMA apX1B, a TaKKe, HeobX04MMOCTb BblAauM UX Ha
PYKM COTPYAHMKAmM MO 3anpocy, Hanpumep, Bblgaya OPWUIMHANOB CYETOB Oyxrantepum npu
OCYLL,ECTBNIEHUMN MPOBEPKM.

NpumeyaHue. [JJaHHas eKnadka AocmyrnHA MOsbKO 044 rnons3osamenell, 8xo0Awux 8 epynny
«Apxusapuycei».

[na yyeta n aBTOMaTM3aLUMM NpoLecca XpaHeHUA BymaXkHbIX OPUTMHANOB, B CUCTEME CYLLECTBYeT
MexaHM3mM odpOpPMIEHUA 3aNpPOCOB Ha BblAayy OPWUIMHANOB, a TakxKe ¢UKcauuMuM MX BO3BpaTa B
apXuB.

Ha Bknagke «Paboma c opuzuHanamu» (PUCYHOK 26) crpynnuMpoBaHbl aTpubyTbl AOKYMEHTa,
OTparkatoLme TeKylee coCcTofsHMEe ByMaXKHOro OpUrMHaNa AN KOMUMK.
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A KapTouka aokymenTa EI@
Obuwe ceenenna | PabioTa c opuruHanamu | Kontpons Mognuck | Kommedtapuu | Beponn | Ceasn | Mnaduposadne | Mpunoxexns
Cratyc: 3anpoweH W Monyyatens: Netpoe Metp NeTpoeuy
[ata eblgaun: . laTa Bo3BpaTa: 30.04.2019
MNpenocTaBnNeHWE B Oy Tr
Lens BblgauuM:
ABTOpP 3anpoca: MeTpoe Netp MeTpoery()
(i) W2 (& I = « JaperucrpupoeaTe [H coxpanute X OTMeHa

PucyHok 26. Bknagka "PaboTa c opurMHanamm' KapTouyku AOKYMEHTa.

Ha BKnaake pacnonoxeHbl cnegyowme nons:

Cmamyc — TeKyllee cocTosiHMe BymaXKHOM Bepcun AoKymeHTa («3anpoweH», «BolidaH», «B
apxuee»). Ona NOKYMEHTOB, Y KOTOPbIX CTaTyC HaXOXAEHWA B apxuBe He NOATBEpPXKAEH
apXxvMBapMycom (B MOMEHT 3aBeeHMA B apXMB), NONE «CMamyc» OCTaeTCA He3ano/IHEHHbIM,
TAaKOW [OKYMEHT He MOXKeT ObITb 3aMpPOLLIEH NO/Ib30BaTeNEM HA Bblauy.

Monyyamens — OUNO Tekylwero pgeprkatena opurMHana AoKymeHTa. Ecin  poKymeHT
Haxo4uTcA B CTaTyce 3aBeAEeHUs B apXMB UM BO3BPALLEH B apxmB (CTaTyc — «B apxuse»), B
none «floayyamesno» OTCYyTCTBYET 3HAYEHME.

Aama ebidayu — faTa BblAAYM OPUTMHANG LOKYMEHTA COTPYAHUKY.
Aama eo3epama — nnaHvpyeman faTa BO3BpaTa OpUrMHana JOKYMEHTA B apXuB.
Lienb 8bida4u — NnpvymnHa 3aNpoca OpuUrMHana SOKYMeHTa U3 apxuBa.

Asmop 3anpoca — PUNO coTpyaHUKA, MHULMNPOBABLUEro 3anNpoc OPUTrMHANA AOKYMEHTa U3
apxuBa.

MonA 3anoNHAKTCA B MOMEHT BbINOAHEHUA GYHKLUMM 3anpoca Ha Bblgady. B 3agaum apxmBapuyca
BXOAMT U3MEHEHME CTaTyca OpUrMHaNa AOKYMEHTA B cucTeMe U GpaKTUYecKas Bblgada AOKYMeHTa Ha
PYKW COTPYAHUKY.
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Mpwn M3meHeHUM cTaTyca AOKyMeHTa C «3anpoweH» Ha «BbidaH» NpoMcxoanT aBTOMATUYecKoe
3anonHeHne nona «Jama 6bi0a4u» TEKyLWMM 3HayeHMem patbl. [pu M3MeHeHMM cTaTyca
AOKYMEHTa C «BbIOaH» UNn «3anpoweH» Ha «B apxuse» NPonUCXoguT OYUCTKA BCEX NONEN.

Ona npocmoTpa WCTOpUWM BblAAYM OPUTMHANA AOKYMEHTa, B paay ¢YHKLMOHA/NbHbIX KHOMOK
KapTOYKM (BHU3Y OKHa) HEOHXOAMMO HaKaTb KHOMKY: bl .

MNpumevaHue. [aHHaA pyHKYUA OOCMYNHA MO/bKO N0/16308aMesIAM 2pynrbl «APXU8apuycol».

NcTopusa Bblgaunm opurMHana AOKYMeHTa OTObparkaeTca B OTAE/NbHOM OKHe B BuAe Tabauubl
CObbITUI N3MEHEHMA CTaTyCcOB AOKYMeHTa (PUcyHOK 27).

e WeTopua 3anpocos opuriHana EI@
Monezoeatens [ata uEMEHEHMA CTaTYC3 CraTtyc MNonyuatens OaTa Bblgaum Data eozepata Llene Beigaum
Ceprees Ceprei Cepressmy 04.04.2019 11:39:25 B apxuee
MNetpoe MeTp MNeTpoBuy 04.04.2019 11:41:13 JanpoweH MNetpoe Metp MeTpoBny 30.04.2019 MpenocTaenedve B cyn
A 33KPbITE

PucyHok 27. Wctopua Bblgaun opurmHana AOKyMeHTa.
B nctopun otobpaskatotca cneaytoume cobbiTus:
e M3meHeHus cTaTyca c «B apxuge» Ha «3anpouweH», C OTObpaxKeHNnem napameTpoB 3anpoca.
e UM3meHeHua cTaTyca ¢ «3anpoweH» Ha «BbidaH», c oTobparKeHMem AaTbl Bblaauu.

e I3meHeHun cTaTyca Cc «BbidaH» Ha «B apxuse», c oTobpaskeHnem AaTbl BO3BpaTa.
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Bknadka « KoHmponv» Kapmo4YyKu 00KymeHma

Ha BKknagke «KOHMPosb» cOAepPKRUTCA MHPOPMALMA O KOHTPOIE UCNONHEHMA AOKYMeEHTA (PUcyHOK

28).

_r" KEpTOH Ka JOKyMEHTE

Ha KoHTpone:
WMcnonHuTene:
MpuopuTert:
MeproguyHoCTE:
OTBETCTB. KCN.:
[ata uCcnonHeHus:
MNepeHoc cpoka:

OcHoBaHKe
LONA CHATHA:

Craryc:

KoMMeHTapuu
no xogy
MCMONHEHWA:

OTNp-Tk B NPOLECC:

CoucnonHuTenk:

—¢

CpegHui

OpHoKpaTHO

Ha KoHTpone

Texcr

@0 BpemMa

L1) amﬁﬁ;l"l_l

AeTOp

OTMeTka 0f uon.:
KoHTponnep:
0cobbIi KOHTPONL:
Bug oTuerta:
NocTaenexo:

CpoH nCnonHeHna:

Ha popaboTke c:

[aTa BHECEHMA

3apaHue

« 33perncTpupoEaTh

0O6wme ceegeqns | PaboTa c opurkHanaMy | KOHTPOnk | Mognuck | KoMMeHTapuW  Bepcud | CeAzW | MNaHWpoBaHWe | MpUNoxeHus

04.04.2019 12:46

Tun KoOMMeHTapKA

H coxpanuts

[E=%(ECR ===

XA OTMeHa

PucyHok 28. BKiagKa KapToukuM goKymeHTa "KoHTposb".

Bknagka «KoHmpose» npegHasHayeHa A1A aBTOMATU3aLMM MPOLLECCA KOHTPOASA WMCMONHEHUA W
00pPaboTKN JOKYMEHTa.

an NOCTAaHOBKE AOKYMEHTa Ha KOHTPOJib NOABAAETCA BO3MOXHOCTb (bMKcaLI,MM nonb3oBaTtena-
NCNoNHNTENA 3a4aHUA, NONb30BaATENIA-KOHTPO/IEPA 3a4aHUNA, MPUOPUTETA UCNOJIHEHUNA 3a4aHUA,
d)MKcaLI,MM AaTbl OKOHYaHNA CPOKa UCNOJIHEHUA 3a4aHUA.

MHd)OpMaLI,VIFl C ILI,Z:IHHOI‘;1 BKNaAKNU MOXKET 6bITb 3aAeIZCTBOBaHa Aana nocrtpoeHunAa oT4eToB no
NCNONTHNTENIbCKOMN ANCUUNINHE.
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Ha BKnaake NpucyTCTBYIOT Caeaytowme nons:

Ha koHmpone — YCTaHOBKA KOHTPOAA Ha4 OOKYMEHTOM.

Ommemka 06 ucnosaHeHuu — GpUKcaLMA 3aBEPLUEHMA KOHTPOIA AOKYMEHTa C COXPaHEHMEM
CcobbITUMN.

UcnoaHumenb — nonb3oBaTe b, OTBETCTBEHHbIM 32 BbIMO/IHEHUE.
KoHmponep — nonb3oBate/ib, OTBETCTBEHHbIN 332 KOHTPO/Ib Hag, 3a4aHNEM.
Mpuopumem — ypoBeHb NPUOPUTETHOCTM UCMIONHEHMA 3a4aHMA.
Ocobblli KOHMPOAbL — 0OTMETKAa 06 0cob0M BaXKHOCTM UCNONIHEHMA 3a4aHUA.

MepuoduyHocme — 4acToTa BOSHUKHOBEHMA LMKAMYHOIO 3a4aHus.

Buo omyema - cnocob yBegoMNeHNA OTBETCTBEHHbLIX COTPYAHUKOB (((I'IMCbMeHHO)),
«YCTHO»).
OmeemcmeeHHbIli  ucnosHumens — NONb30BATE b, Ha KOTOpoOoro BO31araerca

OTBETCTBEHHOCTb 33 HEMCMNOZIHEHNE 3a4aHUA.
lNocmaeneHo — faTa NOCTAaHOBKU 3a4aHMNA.

CpoK ucnosnHeHuUA — NNaHMpPyemas aTta OKOHYaHMA UCNONIHEHWUSA 3a4aHuA.
MepeHoc cpoka — naTa, Ha KOTOPYHO ObINO NEepeHeceHo UCNONHEHWE 3a4aHUA.
Ha dopabomke ¢ — nata Hayana AopaboTKkM 3agaHuA.

OcHogaHue 04A CHAMUA — NPUYNHA CHATUA [LOKYMEHTa C KOHTPOAA.

Cmamyc — TeKywmi cTaTyc 3a4aHuA.

KommeHmapuu no xoBy ucrnosiHeHUA — CNUCOK KOMMeHTapwues, ,D,O6aBﬂeHHbIX
nonb3oBaTtesiAMHM, B npouecce MCNONHEHNA 3a4aHNA.

Omnpasumeo 8 npoyecc — none gna AOKyMeHTOO60pOTa, Heé UCMNON1b3YyeTCA B apXuUBe.

CoucnosaHumens — CNUCOK MO/Mb30BaTeNen, Ha3HAaYaeMbIX B KayecTBe COWUCMONHUTENEeMN
3a/aHuA.
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Bknaodka «lMoonucu» Kapmo4yKu 0oKymeHma

Ha Bknaake «floonucu» (PucyHok  29) copep:kaTcA cBedeHUs O UMPPOBbLIX MNOANUCAX,
MOCTaB/IEHHbIX Ha [AOKyMeHT. LudpoBasa noanucb nonb3oBaTens rapaHTUPyeT LeNoCTHOCTb
[OKYMEHTa COTPYAHMKOM, ero nognucaswmm. Mpu HeCaHKUMOHUPOBAHHOM BHECEHUN U3MEHEHUI
B COAEPKMMOE AOKYMEHTA, OH He NPONAET NPOLLECC MPOBEPKN NOAMUCH.

Cuctema noapep)kuBaeT TpM BuAa noanucen: becnnatHan, Ha ocHoBe RSA 1024 «Crypto++», a
TaK}Ke IopULMYECcKM 3HaYMMble OT CTOPOHHUX pa3paboTunkos «Signal-COM» n «Kpunmollpo».

r! KapTouka gokymenta EI@
Obwwe ceegeHns | Pabota c opuriHanady | Kodtpone | Mognwck | KoMmMmesTapuu | Bepouw | CeAzM | MnaHupoBadue | MpUNoxeHua
CNHCOK NONb30BaTane#, NoANHCABIIMX AAHHbII [OKYMEHT
ABTOp OaTa Tun Tpu
MeTpoe Metp MeTposuy | 04.04.2019 14:53 C3UMRSA 1024 (Crypto++)
Ceprees Cepren Cepreesuy 04.04.2019 14:58 3N RSA 1024 (Crypto++)
BaHoe MeaH MeaHoeNY 04.04.2019 15:01 3UN RSA 1024 (Crypto++)
CHCTEMHBIR AQMUHWCTPATOp 04.04.2019 15:06 3N RSA 1024 (Crypto++)
>
:,' Nognucate il MpoBepuTE & Buirpyzute LE"] Pacneuatate
(=) PacneuataTk co cnnckoM nognucei (=) PacneuaTaTs € AMECTOM COTMACOBAHUA
7} |6 (2] & I « 3aperncrpupoEaTE [H coxpanuts A OTMeHa

PucyHok 29. Bknagka "Moanucn" KapToUuKM AOKYMEHTa.

B cnucKke nognuceit otobparkatotca cneaytowme nona:
e Asmop — nonb3oBaTe b, NOAMNUCABLLMA AOKYMEHT.
e Jlama — pata nognucaHuA.

e Tum —TVN 3N1EKTPOHHOM UMPOBOIN NOAMNUCH.

L4 I'pud) - HaANUCb Ha OOKYMEHTE, onpeaenAatoLlan ocobblit nopAaoK ero Ncnosib3oBaHuA.

MOMMMO CMMCKA, HA BKAagKe MPUCYTCTBYIOT KHOMKW, NO3BOAAKOWME BbIMNONHATL AENCTBMA MO
NOAMNUCAHUIO U NPOBEPKE AOKYMEHTA:

£ MNognucaTe
- BbINO/THUTb NOANNCaHNE TEKYLLErNro AOKYMEHTA.

£ NposepuTe
poeep - BbIMNOJIHUTb NPOBEPKY TEKYLLEro NoANMCaHHOro AOKYMEHTa.

& BuIrpyzuTe .
- BbIrpy3Ka ¢aitia JOKYMEHTa U CUrHaTypbl MOAMNMCKU B Manky Ha Aucke (aaa

nepenayun B CTOPOHHWE OpraHM3aunn).
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- PacneyaTaTe
o B - pacneyaTka cUrHaTypbl NOANMUCU AOKYMEHTA.
o | (=) Pacnevarar co cmckom noamMcedt - neyaTb JOKYMEHTa, C BKJ/IIOYEHHbIM CMUCKOM
noAnucasLWMX NOb30BaTesNEeN.

- PacneuataTe C AMCTOM COMMACOE3HUA
L'l:b - AdHHAaA onepauna npeaycMmotTpeHa AnAa CUctembl

,EI,OKyMeHTOO60pOTa M HE NCNONIb3YETCA B apXUBE.

Bknadka «KommeHmapuu» Kapmo4yKu 00OKymeHma

Ha BKknagke «KommeHmapuu» (PucyHok 30) B TabanyHom BuAe npeacTaB/ieHbl CBeAEHUA O
3apMKCUPOBAHHbIX NOJIb30BATE/IbCKUX KOMMEHTaPUAX K JOKYMEHTY.

> KapTouka gokymenTa EI@
Ofuwe ceeneHnA | Kodtpone  Nognuck | KoMMeHTapuKk | Bepoww | CeAzW | MNaHUpoEaHue | NpUnoseHus
MNa Tekcr ABTOp [aTa EHECEHUA
1 [oBaeneH MakeT NpWKasa MeTpos MeTtp MeTpoBWY 04.04.2019 15:36
2 NopafoTate NpuKas Ceprees Cepref Cepregeny 04.04.2019 15:38
>
(=) Neyarars &) OobasuTe - NobaeuTe w3 dhaina = NobaBnTe CO CKaHepa
(1) a0 =@ I ' 3aperncrpupoBate [H coxpanure A OTMena

PucyHok 30. Bknagka "KommeHTapumn'" KapToYKM AOKYMEHTA.
B cnucke KoMMmeHTapumeB NPUCYTCTBYIOT C/ieayoLwme nonsa:
e Neo - nopAaaKOBbI HOMEP KOMMEHTapKA.
e Tekcm — TEKCT KOMMeEHTapuA.
e Asmop — nNoab30BaTe/ib, OCTAaBUBLUNIA KOMMEHTAPUIA.

e [lama eHeceHusa — paTa p,06aBI'IeHI/1F| KOMMEHTapuA.
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KoMMeHTapum B CIMCKe OTCOPTUPOBaHbI Mo AaTe Ao6aBaeHus.
[1n [06aBAEHUA HOBOFO KOMMEHTAapHA HEOBXOAMMO HaxaTh KHomky: | = ActasuTe

TEKCTa KOMMEHTapUA OCYLLECTBAAETCA B AOMNONHUTENIbHOM OKHe (PucyHok 31).

% NoBasnenne KOMMEHTAPHA E\@

NobaEneHHbie KOMMEHTapHH

, 3aloJIHeHUe

KommMeHTapuu K gokyMedTy "Mpurkas N2 N-2017-10 ot 03.04.2017":
Metpoe Metp Netpoeny - 04.04.2019 15:36

FEEFEFEREREERERIRER LR R R TR IR IR R R R

OofaeneH MakeT NpuKaza

Ceprees Cepref Cepreeswy - 04.04.2019 15:38

B S G = T T e e s

HopafoTaTe NpuKas

LE:] MeyaTk
KommMeHTapwit
TpelyeT COrNacoBaHWA C KIPUCTEMK
MaKCMManeHaA LNWHE KOMMEHTApKWA - 2500 CMMEONOE
" OK A OTMeHa

PucyHok 31. OkHO no6aBneHMA HOBOIO KOMMEHTapUA.

MoMMMO co34aHMA HOBOrO KOMMEHTAPWUA, Ha BKNAAKe MPUCYTCTBYIOT KHOMKU AOMNONAHUTE/NbHbIX
AencTBUN:

G} Newarers | _ pacreyaTaTb MOAHbIN CIUCOK KOMMEHTapUEB K AOKYMEHTY.

o - NobaewTe Wz daiina

- nobaBneHne KOMMEHTapPMA C IOKaZIbHOro AMCKa (Mcnonb3yeTca
Ana pobaeneHus KommeHTapua B rpadpuyeckom dopmarte, Korga OH bBbin OCTaB/ieH Ha

6ymaxKHOM HocuTene B pyKonucHom popme).

o0B3EWTE CO CKaHepa
= A = - pobaBneHMe KOMMEHTapMUA HaNpPAMY CO CKaHWPYHOLLEro

yCTpOICTBa NoJsib3oBaTens (Mcnonb3yetca Ans nobaBneHUa KOMMEHTapuUA B rpaduyeckom
dopmarte, Korga oH bbin OcTaBAeH Ha ByMarKHOM HOCUTEeNEe B PYKONUCHOM dopme).
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Bknadka «Bepcuu» Kapmo4yKu 0oKymeHma

Ha BKnaake «Bepcuu» copep:KaTca cBeAeHus B TabanyHom Buae 06 UCTOPUM U3MEHEHWM
AOKymeHTa B cucteme (PucyHok 32).

‘ KapTodka gokymenTa EI@
0fuwme ceeneHuA | KodTpons | MNognuck | KoMmMenTapuu | Bepoun | CBR3KW | MnaHupoBaHue  NpunoxeHus
ABTOD BEPCHMK [ata Tun KoMMeHTapwii
T"‘j MNetpoe MeTp MeTpoEnY 04.04.2019 16:03 docx
%‘ MNetpoe MeTp MeTpoEMY 04.04.2019 16:06 © docx
WMnopT uz dakna © MMnopT vz uzobpasedni =y WMNOpT Co CKaHepa
& Yoanute
& KoMMeHTapui OTKpLITE
[1] &2 (@ (= ' ZapermcrpupoBath E coxpanurs A OtMeHa

PucyHok 32. Bknagka "Bepcun” KapTOUKM JOKYMEHTA.
B cnucke BEPCUOHHOCTH OTO6pa>KaPOTCFI cnegyouwme nona:
e ABTOp BepcuM — MoJib3oBaTeb, 3aPpUKCUPOBABLUMIA USMEHEHMA B IOKYMEHTE.
e [lata — aata puKcaumm U3sMeHeHun.
e Tun— pacwmpeHmne danna 4OKYMeHTa.

L] KOMMEHTapMVI - KOMM€HTapMﬁ, OCTaB/IeHHbI No/sib3oBaTenem npu d)VIKcaLI,VIVI U3MEHEeHUNn
(VICI'Ionb3yeTCﬂ ANnA onncaHnA CyTU BHECEHHDbIX M3M€HeHMl71).
Monb3oBaTesib MOXKeT OTKPbITb A4N1A NPOCMOTpPa mo6y+o COXpPaHeHHY BepCUto ABOVIHbIN\ HaXXaTunem
< OTKpPHITE
NeBon KHOMKWU MbllW NN Bb|60pOM BepCnn B CNUCKe N HaXKaTnem Ha KHOMKY: =

Bepcun LLOKYMEHTOB, MapKMPYHOTCA 3HAaYKaMM PA3IMYHOIO BUAA:

=
° |j - MPOMEXKYTOYHAA BEPCUA.

r

e % -rnocnepHAs sepcua.

L4 Cg - noagnncaHHaA NoJsib3oBaTe/IEM BEPCUA.

B cucteme Bo3MOXKHO aobaBneHMe Bepcuin JOKYMEHTa, 6e3 npeABapuUTeIbHOro B3ATUA AOKYMEHTA
«8 pabomy».

[na storo HeO6XOAMMO BOCNONb30BaTbCA C/ieayrownmMmm KHONKamu:

. MHnopt v3 G313 | ) \inopTUPOBaTh B CUCTEMY JOKYMEHT C IOKANbHOTO AMCKA.
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MMnopT uz nzobpaxeHui

o - UMNOPTNPOBATb B CUCTEMY M3o6pa>|<eHme, COOTBETCTBYHOLLEE
HOBOWM BepCnnM AOKYMeHTa, C IOKa/IbHOro AnCKa.
° =4 WMnopT co CKaHepa

MMMNOPTUPOBATb B CUCTEMY M306parKeHMe, COOTBETCTBYlOLLEE
HOBOW BEpPCUM AOKYMEHTA, HAaMPSAMYH CO CKaHMPYIOLWWEro YCTPOMCTBa NOAb30BaTeNs.

Mpn HEOBXOAMMOCTM, MOXKHO YAaNUTb BEPCMIO LIOKYMEHTA, 3aperucTpMpoBaHHyo B cucteme. s
3TOro HEOGXO,D,VIMO BblAENNTb YyAaNAEMYIO BepCUD AOOKYMeHTa B CMUCKE U HaXaTb KHOIMKY:
@ Ynanute

[Na pefaKTMPOBaHWA KOMMEHTapUeB K Bepcuu, HeobXOAMMO BbIAENUTb BEPCUIO JOKYMEHTa B
CMUCKE U HaXKaTb KHOMKy: |« KoMmenTapui
MpU MCMONb30BaHUM MOAYNA aBTOPAcNO3HaBaHMA, Nocie BbIGOpPa BepcUM rpaduUecKoro
[OKYMEHTa W3 CMI1CKa, CTAHOBMTCA aKTUBHOMN KHOMKa 2. Mpu HaaTuM Ha KHOMKy, oTo6pasaeTcs
JIONONIHUTENbHOE OKHO, CoZepiKalllee aBTOMATUYECKM Pacro3HaHHbI TEKCT AOKyMeHTa (PUCYHOK

33).

e fJoGaeneHne/peaKTMPOEIHNE PACMNOIHAHHOTD TEKCTA E@
| ~
NWUEH3MOHHBIA OOrOBOP NS 13-19

r. CankT-MeTepbypr «02» anpena 2019 r.

OBUecTE0 € OrpaHWYeHHON OTBETCTBEHHOCTEID «3Tnac-Codims, MMeHyeMoe B OaneHedweanM
NWUEHSMEP, B NWLE FeHEPaNEHOMD gMpekTopa YyOpasea ApTeMa ANEKCaHAPOENYE, AeHCTEYHIWEND H3
OCHOBEHWK YCT3Ed, € 0AHOA CTOPOHL, W ODWEeCTBO C OrPaHWYeHHON OTBETCTBEHHOCTER «Pora n
Konwima#, B NMUgE reHepaneHoro gupektopa Ocran-CyneiMad-bepta-Mapua-bengep-bei,
LEACTBYIWErD Ha 0CHOBaHWK YCTaEa, MMaHyeMoe B JantHedwer JIMLEeHIUaT, C APYToA CTOPOHS,
MMEHYEMBIE Ka#Obli B OTASNLHOCTH - «CTOPOHE®, @ COBMECTHO MMEHYEMBIE - «CTOPOHRL:,
ZAKNIDYWAW HACTOAWMA JOroB0p O HAMECN BayoLeM:

1. MPEOMET AOrOBOPA

Mo HacToAweMy Joroeopy Nuuedswap obAzyeTcs NpegocTaenTe (Nepeaate) NIMUEHSHMATY Ha
YCNOBHAX NPOCTON (HEMCKNIOYATENEHOMA) NHLEHZMM NPaEa Ha MCMONLE30B3HWE CHCTEMbI
INEKTPOHHOMD AoKyMeHToobopoTa M ynpaeneHuA BWsHeCc-NpoLeccaMn «3Tnacs sepcuy 13
(fanee CucTema) B Nnpeaenax v cnocofiamy, ykasaHHbIMK B N.1.2 HacToAwero Joroeopa (ganee
- NPaBa MCMOJE30B3AHMA) H3 HeOTPAHMUEHHKIA CPOK.

Mpaeo Ha MCNONB30BaHKWE CUCTEeMBl, NpegocTaenAeMoe (Nepegasaemoe) NMULEHZHATY B

COOTEETCTEMW € HACTOAWMM JOr0BOpOM, BKIKYIET MCNONES0EAHME CNEayIOWMMK cnocobamu:

HEWCKMYMTENEHOE NPAB0 Ha BOCNPOMZBEAEHHE - CHCTEMBI, OrP3HMYEHHOE - NPaBoM

MHCTENNALMM, KONMPOBAHWA M 3anycKka CMCTEMbl B COOTEETCTBMH C JIMUEHIMOHHLIM

COrNaWeHneM ONA KOHeYHOro NoNL30BaTend, NpeaocTasnAeMoe € eQMHCTERHHOH Lenbio

nepefay 3TOr0 NPaea KoHeYHLIM NONL30BATENAM, HAX0AAWNMEA Ha TEPPUTOPHK Poccuidckoi

®efepauun. NMpu 3TOM NPAB0 H3 MCMONL30BAHWE CUMCTEMb, B OTHOWEHKMK, KOTOPOrD

NpeA0CT3aBNAETCA NPOCTan (HEeMCKNIUWTENEHEA) NULEHZMA, - OFPAHWYEHO NpeaenamMu,

NpegyCMOTPEHHBIMK TULEHZM0HHLIM COMNAWEeHUaM, SaKNnYeHHLM JTuleHzmapor (Janee -

NMUEHZNOHHOE COrNaWeHKe) ANA KOHEYHOrD NOME30BaTENA. w

' COXPaHWTE A OTMeHa

PucyHoKk 33. OKHO 0TO6paKeHns aBToMaTUYECKM Pacno3HaHHOMO TEKCTa AOKYMEHTa.

TeKCT M3 OKHa aBTOPACMNO3HABaHMA MOXKET OblTb BCTaB/IEH B CTOPOHHME MPUIOKEHUA C MOMOLLbIO
dyHKUMOHana ctaHaapTHoro bydepa obmeHa onepauMoOHHOM CUCTEMDbI.
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Monb3oBaTeNb MOXKET BPYUHYIO MPOM3BECTU KOPPEKTUPOBKY aBTOPACNO3HAHHOIO TEKCTA AOKYMEHTA
M COXPaHWUTb pe3ynbTarT.

Bknaodka «CeAa3u» KApmMo4Ku 00KymeHma

Ha BKknaake «CgA3u» coaepykaTca CBeAeHUA O CBA3AX TEKYLLEro AOKYMeHTa C APYrMMK 06beKTamu
H6MBNMOTEKM AOKYMEHTOB (LOKYMEHTAaMM, Mankammn, HOMeHKNaTypoit) (PucyHok 34).

A KapTouka gokymenTa EI@

—¢

Obwwne ceeneHnA  PabioTa c opuriHanamy | KoHTponk Mognucd | KoMmmedTapuy | Bepcuw | CBAZM | MnaHKpoBaHue | MpUNoxeHus
PoanTenbcKne [OKYMEHTbI:
HazeaHWe QoKyMeHTa AETOpD LOKYMEHTE =8|

Horoeop agantayuy N2 23-01 Ceprees Cepred Cepreesny

[oyepHre NOKYMEHTDI:

HazeaHWe foKyMeHTa ABTOD AOKYMEHTE = 3| &
AT N2 123 Metpoe MeTp MNeTpoery A

Qoroeop agantaumm Ne 23-01 Cepreee Cepred Cepreseumy

CueT N2 13 MNetpoe MeTp MNeTpoery

Mankn ¢ OYEPHUMH AOKYMEHTaMK:

HazeaHue MyTe &
AKTHI EubnvoTeka gokyMedTos/dorosopel/ 2016/ 3Tnac-Cod T/ AKTa ~
MpUANo#EeHUs BubnuoTera aokyMeHToR/ dorosopel 2016/3Tnac-CobT/MpUnoxeHns
CyeTa EubnvoTeka gokyMedTos/dorosopel/ 2016/2Tnac-CodT/CyeTta
>
HOMeHKNaTypbi:
HazeaHue CraTyc =88
¥
(i) | B (2@ M= ' 3aperncTpupoBaTh [H coxpanute A OTMeHa

PucyHok 34. Bknagka "CBAsn" KapTOYKN OOKYMEHTA.

YKazaHue cBAsen TpebyeTca ANA CO3LaHMA MEPAPXMYECKMX OTHOLWIEHUM Mexay obbekTamm
CUCTEMbI, MMELWMMM 0obLmMe KpuTepun pas ceAsbiBaHWA. Hanpumep, B cucteme MOXKeT ObiTb
YCTaHOB/MIEHa CBA3b [AOKYMEHTa TUMa «c4Yem» C AOKYMEHTOM Tuna «002080p», Ha OCHOBaHMU
KoToporo, cyeT 6bin BbicTaBneH. MNpun aTom, «002080p» ByaeT ABNATLCA POAUTENBCKUM AOKYMEHTOM
MO OTHOLLUEHMUIO K «cYemy», a «cyem» - OYEPHUM MO OTHOLLEHUIO K «002080pY».

dopmupoBaHMe CBA3el YCKOpAET MOMUCK AOKYMeHTa M obsier4aeT AoCTyn K B3aMMOCBS3aHHbIM
[LOKYMEHTaM B cUCTEME.
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BKnaaKa coaeprKuT YeTbipe CeKUMM, coaeprKalime CrNCKU CBA3aHHbIX 0OBEKTOB:
e Podumenbckue OOKYMeHMbl — CMUCOK [OKYMEHTOB, ABNAIOWMXCA POAMTENbCKMMM MO

OTHOLLEHMIO K TEKYLLEMY JOKYMEHTY.

[na poanTenbCKoro AOKyMeHTa 0TobparkatoTcs caeayoLlme nons:
o HaszeaHue 00KymeHma — HaUMeHOBaHWe AOKYMEHTA B CUCTEME.
o Aemop 00KymMmeHMa —Noib30BaTe b, aBTOP AOKYMEHTA.

Bo3moxKHbI cneaytoume Aencremsa:
o - OTKPbITb BbIAE/IEHHbIN B CMIUCKE AOKYMEHT.

o | - nepeiiTM B BblAENEHHOMY [AOKYMEHTy. BbinonHeHue aeicTema npuseneT K
OTKPbITUIO MANKN 6UBANOTEKU LOKYMEHTOB, COAEPMKALLEN POAUTENBCKUI AOKYMEHT.

]

o [®! - pobaBuTb CBA3b C AOKYMEHTOM. ByaeT OTKpbITO OKHO HaBuratopa no Aepesy
6ubnnotekn pokymeHtos (PucyHok  35), B KoTopom Heobxoammo BblOpaTb
NOKYMEHT, ABAAIOLMNCA POANTENBCKUM MO OTHOLLEHUIO K TEKYLLEMY.

* Comamc.. ==
P BubnnoTexa gokyMeHTOB
P18 JMuHbe nanku
b Wwabnows
+, Haktu w' CBRZaTb A OTMeHa

PucyHoK 35. OKHO Hasuraumm no 6ubanoTeKke OKYMEHTOB.

o /. ypanutb cBA3b ¢ BbIGPaHHBIM LOKYMEHTOM.

L4 ,lloqepHue OOKyMeHMbI — CMUCOK AO0KYMEHTOB, ABNAOWNUXCA A0OYEPHUMM NO OTHOLWEHUNIO K

TEKYLEMY AOKYMEHTY.

[na poyepHero AOKyMeHTa 0TobpakaloTca cneayowme nons:
o HaszeaHue 00KymeHmMa — HAaUMeHOBaHWE AOKYMEHTA B CUCTEME.
o Asmop 00KyMmeHmMa — Nonb30BaTe b, aBTOP AOKYMEHTA.

Bo3moKHbI cnegytowme gencTema:

o - OTKPbITb BbIOPAHHbIM AOYEPHUA AOKYMEHT.
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- nepentM K BblbpaHHOMY Jo4yepHEMYy [AOKYMeHTy. byaeT OTKpbiTa nanka

B6UBNNOTEKM AOKYMEHTOB, COAEP Kallasa AAaHHbIA LOKYMEHT.

** | - nobaBuUTb CBA3b C AOYEPHMUM AOKYMEHTOM. ByZileT OTKPbITO OKHO HaBMUraTopa no
AepeBy 6uMbnmotekn gokymeHtoB (PucyHok 35), B KOTOpOM HeobxoaMmo yKasaTb

LLOKYMEHT, ABAOWMICA AOYEPHMUM NO OTHOLLIEHMIO K TEKYLLEMY.
= | - yAanuTb cBA3b C JOYEPHUM AOKYMEHTOM.

;"

I'IpM YKa3aHMUKU CBA3aHHbIX OOKYMEHTOB,

TEKYLWLEro AOKYMEHTA, NPOUCXOAUT OTKPbITUE NN SKCNOPT AOKYMEHTOB, YKa3aHHbIX B

OKHe HacTpoMKK (PUcyHOK 36).

- HACTPOMKA AENCTBUIN NPU OTKPbITUM UM IKCNOPTE AOKYMEHTOB.
B MNpouecce OTKPbITUA WM 3KcnopTa

f=] @ =)

A HacTpoiikn 3arpy3km cBA3aHHbIX 0GberToR
[ouepHne cBAZaHHbIE 00bEKTDI

Hazeanue

AKT N2 123

Joroeop agantauun N2 23-01
Cuer N2 13

Zarpyxate

BLIK/IYMTE BCE BIAHUMTE BCR WHBEPTUPOEET:

w CoXpaHWTe

K OtMeHa

Manku c doqepHumu 00KymeHmamu — CNUCOK NanoK C AOOKYMEHTamMu, ABAAOWMMUCA

AOYEPHNUMU NO OTHOLLEHUIO K TEKYLLEMY.
[Nna nanku goYepHUX AOKYMEHTOB 0TOBparkatoTcsa caeaytolme nona:

o HassaHue — HanmeHOBaHMe NaNKU B CUCTEME.

o [Mymb — nepapxmyeckuii NyTb K Nanke B cucTeme.

Bo3mMoMKHbI cnegytowme aencTema:

O "
H6UBINOTEKM LOKYMEHTOB, COAep Kalllas BbIOPaHHYIO Narnky.

PucyHoK 36. OKHO HacTPOWKM 3arpy3Kun CBA3aHHbIX 06BEKTOB.

- nepexoA K BblOpaHHOM nNanKe € [OKYMeHTamu. byaeT oOTKpbITa nanka

O = - M3MeHUTb CBA3b C Mankoi, BblbpaHHOM B cnucke. YKasaTb CBA3b C ApPYroiu
nankoi. Bbibop HOBOI CBA3bIBAEMOM MaNKM OCYLLECTB/AETCA B OKHE HaBMrauumu no

nankam 6ubanoTekn oKymeHToB (PucyHok 37).
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o BrIBEpUTE HOBYHO Nanky ANA CEA3bIBAHKA EI@
- BMEnMOTEKa AOKYMEHTOB
~ Loroeopsl
2015
~ 2018
= Stnac-Cobr
~ AKTH
MpunoxeHua
Cueta
2017
P8 Nuudsle nanku
b T Wabnouu

«, Haiiti

" CBAzZaTh A OTHeHa

PucyHok 37. OKHO HaBUraumm no 6MbANOTEKE AOKYMEHTOB.

- nobaBUTb CBA3b C HOBOM ManKkon. Bbibop nankuM oOCywecTBAAeTCA B OKHe
HaBMrauum nNo nankam 6ubAnMoTeKkn foKymeHToB (PrcyHok 38).

Lo BriBepuTe nanky AnA CBAZbIEAHWA EI@
- BUBNWMOTEKE AOKYMEHTOB
~ Norosopsl
2015
2016
2017
P NuHble Nank
b T wabnoww

<. Haiitn ' CBAzaTh A OTMeHa

PucyHok 38. OKHO HaBurauum no 6nbaMoTeke AOKYMEHTOB Npwn A06aBAEHMM CBA3W.

o =I-ynanutb cBA3b C Nankoi, BbIBPaHHOM B CNUCKe.

o Al HaCTPOMKa AENCTBUI NPU OTKPbITUM M 3KCNopTe AOKYMeHTOB. lNpu yKasaHum
CBA3AHHbIX ManoK, B MNPOLECcCe OTKPbITUA W 3KCMOPTa TEKYLLEro [LOKYMEHTA,
NPOUCXOANUT OTKPbITUE M IKCMOPT AOKYMEHTOB, YKa3aHHbIX B AAHHOW HacTpoiiKe.

HacTpolika BbINO/HAETCA B OTAENbHOM OKHe «Hacmpolika 3a2py3Ku CBA3GHHbIX
ob6vekmos» (PucyHok 39).
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A Hacrpoiikn sarpyskun ceAsaHHex obBEKTOE EI =] @
[ouepHne cBA3aHHbIE 0DbeKTbl
3arpyxate HazeaHue
ArT N2 123
CueT N2 13
BLIKNKUWTE BCE BKNHOUKTE BCE IHBEpTUPOEATE
' COXpaHWTb A OTMeHa
PucyHoKk 39. OKHO HacTPOWMKM CBA3AHHbIX 06 bEKTOB.
HomeHKnamypbl — CMNHUCOK AO0YEPHUX HOMEHKNATYP, NO OTHOWEHUKD K TeKylwemy
OOKYMEHTY.

Ana HOMEHKANATYpPbl B CNUCKE OTO6pa)-Kai0TCﬂ cnegyouwme nona:
o HaseaHue — HanmeHoBaHUe HOMEHKNATYpPbl B CUCTEME.

o Cmamyc — OpWH W3 BapWaAHTOB CTATyCOB HOMEHKNATYpbl MO CNpPaBOYHMKY
(«3aseperHas kKonua», «OpuzuHan», «[lpocmas Konua», «AeKMpPOHHAA KOMUA»).

Bo3mOXHbI cneayolime aencTeuma:

-

o - nepenTn K BblbpaHHOM HOMeHKnaType. byaeT oTKpbiTa nanka 6ubanotekn
[OKYMEHTOB, cofepKaLlan BblIbpaHHY0 HOMEHKAATYpY.

]
=3

o |*/- no6baBuUTb CBA3b C HOMEHKNATYPOW. byAeT OTKPbITO OKHO HaBMratopa no Aepesy
6nbnmotekn paokymeHtoB (PucyHok  40), B KOTOpOM HeobXxoAMMO YKaszaTb
HOMEHKNATYPY, C KOTOPOI yCTaHaBNMBAETCA CBA3b.
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Apxus «3T/IAC». PyKoBOACTBO NoNb30BaTENA Bepcua 6.5

EI[ 7 comen ][ omen

PucyHok 40. OkHo Bbi6Opa CBA3M C HOMEHKAATYPOW.

o - YAANUTb CBA3b C HOMEHKNATYPOA.
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Bknadka «lnaHuposaHue» Kapmoyku 0OKymeHma

Ha BKnagke «llnaHuposaHue» (PucyHok  41) nosb3oBaTeNto CUCTEMbI MpPenoCTaBAAOTCA
BO3MOXHOCTM NO CO34aHUI0 3aMN1aHMPOBaHHbIX 3a4a4, CBA3aHHbIX C TEKYLLMM AOKYMEHTOM.

% Kaprouka gokymenTa El@
—_—
O6wme ceefeHns | Koutpons |Mognuck | Kommedtapuu Bepcuw | Cessu | MNBHMPOE3HME | MpMnoxeHua
3anaun NNaHNPOBaHKs
Hazeanwe z3gaum AETOp Hata Tun
>
D [ofasuts PefakTMpoBaTE VaanuTe ([le)AKTWBMDOBATE BLINONHWTE
(i) EANF=ARE AN ] ' 3apervcTpuposats [ coxpannre A OTtmena

PucyHok 41. BKnagxka "MnaHMpoBaHMe" KapTOYKM AOKYMEHTA.
B cucreme noaaepxumBaroTcAa ABa BUAA 3a4a4:

e TeKcmoeoe ysedomseHue - 3aga4ya TEKCTOBOTO HAMOMWMHAHWMA O HACTyNAeHWW cobbiTuA
NAaHUPOBAHMA.

e 3anyck cKkpunma — 3anycKk npeagapuTesibHO CGOPMMPOBAHHOIO CKPMNTA Ha PyHKUMOHane
BHyTpeHHero API.

Ona pobaBneHna 3agaum HeobxoAMMO HaxaTb Ha KHomKy «/Jobasume». HoBaa 3agava
dopmupyeTca B AONONHUTENbHOM OKHE NNAHUPOBLLMKA 3a4aHNi (PUcyHOK 42).
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A Mnannpyeman 3aaaqa EI@

HazeaHue: |

Tun zagaun: TeKCTOBOR YERLOMIEHNE v

TeKCT HanoOMHHAHWA:

OTNpaBNATE CEAALMM

CNHCOK HCNOMHWT enei:

I pynnbi KCNOHUTEN i

MnaH BLINOMHEHHA:

AKTHBMPOBATE BhINOAHEHKE 33[aUM

MnaH NepuoHuuHOr0 BbINOIHEHNA OHKCHDOBAHHDINA NM3H BbIMOTHEHHS

Hauano: OKOHYAHHE: Cnmcok nar:

MepnoaHYHOCTDb:

Buacax |1 |0 gpoHAx |1 |0 B MecAEx |1 |0

' COXpPaHUTh A 33KPHITE

PucyHoK 42. OKHO NAaHUMPOBLLMKA 33a4a4.

PaccmoTpum co3gaHue HOBOM 3a4a4M, Ha NPUMeEpPEe TEKCTOBOro HanoMMHaHUSA, npeaHasHauYeHHoro
ANA aBTOMaTM3MPOBAHHOIO rEHEpPMPOBaAHUA TEKCTOBbIX YBEAOM/EHMIA MONb30BATENAIM CUCTEMbI
(PvcyHok 43).

Mo ycnoBMAmM 3a4auyu, TEKCTOBOE YBeAOMJIEHME AO/KHbl MNOJydYaTb BCe MOJ/b30BaTENM,
NnoAnucaHHble Ha 3ajaHue UM UCNONHUTEeNb, B Hawem cnyyvyae — «flempos [llemp [Memposuy».
YBeaoMNeHUA A0NKHbI OblITb 6ECCPOUHBIMU, EXXEMECAYHBIMW, HAYMHAA ¢ AaTbl «11.04.2019 13:31».

=2 OobaewTe

ﬂ,06aBﬂeHMG HOBOWA 3a4a4Mn OCywecTBNAEeTCA Ha*XaTUeM Ha KHOMKY BO BK/agKe

KapTO4KMW.

Ha nepsom 3Tane HeO6XOp,VIMO YKa3aTb HaMMeHOBaHMe 3aja4u B none «HasgaHue». HaseaHue
3a4a4un A0N1KHO ObITb YHUKa/IbHbiM B CMUCKe 3a4au.

[anee, BblbUpaeTca TMN 3a4a4un U3 cnucka («Tekcmoesoe ygedomaeHue» UNn «3anyck CKpunma).
[na npuseaeHHOro npumepa Bbibupaem Tun: «Tekcmosoe ysedomsaeHuUe».
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|
‘ Mnanupyeman 3agaqa E'@
Hazgauwe: OTuer

Tun zagaqn: TekcToBoe YEEOOMNEHHE v

TeKCT HAaNOMHUHAHKA:

MogroTOEWTE OTUET M OTTIPABWUTE B ﬁ‘r")(I'EJ'ITEDI-HO

OTNPaEnATL ClegAwmM
CNHUCOK HCNOHNT eneit:

Metpoe MeTp MeTpoBuy 2D e

T pynmnbl NCNOMHNTeNeit:

MNnaH BbINOHEHHA:

AKTWBMPOBATE BHINOAHEHME 333Ul
MAaH NepHONYHOTO BbINOAHEHNSA DHKCHPOBAHHDIA NIAH BbINOAHEHNA
Hauano: OKOHUaHHe: Cnucok par:

11.04.2019 13:31 B - a
MepHoAHYHOCTb:

Buacax 1 . BOHAX 1 L B MecAuax |1

w' COXpaHUTE A 3aKpeITE

PucyHok 43. Mpumep cO30aHHOMO 3agaHuA.

[na Toro, 4yTOObI nonb3oBaTein, oTCnexKnBarowmne BbiINOIHEHNE 3a4aHNA, NONTy4Ha/ I yBEeJOMNEHUA
(o) C06bITMﬂX, yCTaHaB/nBaeM 3Ha4eHMe nNonA «Omnpaeﬂﬂmb cnedﬂaqum».

Mpumeyanue. [ skao4eHUA 8 2pynmny rnosab3oeamerneli, c1e0AUUX 30 OAHHbLIM OOKYMEHMOM,
—

s
Heobxo0uUMO 8bIMoAHUMb MOOMUCKY HA OOKYMEHM 8 MEeHH UCMOPUS, KHOIMKA: . MoopobHee
noonucadue Ha cobbimua OOKyMeHMa onucaHo 8 mekyujeli 0oKymeHmayuu 8 pasdesne «Uctopus
AOKYMEeHTa (HOMeHKNaTypbi)».

lMonb3oBaTenn, BKAKOYEHHbIE B «CMUCOK ucrionHumeneli», 6yayt nonyyaTb YBEAOM/EHMA B
obazatenbHom nopsake. [na OTNpaBKM yBeAOMJIEHWIA BCEM MONb30BATE/IAM, BK/AKOYEHHbIM B
onpefeneHHyo TrPynny pPaccbli/IKKM, HasBaHMe Trpynnbl  A06aBAseTcA B CAUCOK  «2pyrnbl
ucrnosnHumeneui».

[na «Crnucka ucrnosHumeneli» NPeayCMOTPEHbI CieaytoLIne AeUCTBUA:

o @

- ,u,o6aBneHv1e Nonb30BaTeNA B CNUCOK UCNOSTHUTENEN.

[obaBneHune ocyLecTBAAETCA C NMOMOLbIO OKHa Bblbopa nonb3oBaTtenei cuctembl (PrcyHok
44). Ona pobaBneHMA nNonb3oBaTens B CMNMCOK afpecatoB, HEO6XoAMMO BbibpaTb ero B

[
CMUCKe cneBa («nosbe308amenu») U HaXKaTb KHOMKY |~ . [1nA UCKAOYEHUA NOSb30BaTeNs
M3 CNUCKa agpecaToB, HEOHX0AMMO BbIOpaTb €ro B CNUCKe crnpasa («adpecamsl») N HaXKaTb

KHOMKY <
duKcauna OKOHYATENIbHOro CNMCKa nosyyaTtenen (agpecaTtoB) NPOU3BOAMTCA HaXKaTUMEM Ha
KHOMKY «Bbibpamoe».
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‘
‘ Beibop nonbsosaTensi

MNonbsoBaTenn

5: s a2 5: 12

]

~ @ Bce nonssoBatenm

(=N B =

Anpecatol
2 Netpoe Netp MeTpoBny

Focreeoi NonszoeaTens

WeaHoe Mean Meanoeny

Netpoe MeTp NeTpoBMY

Cepreeg Cepreil Cepressny

CWCTEMHBIA AOMWHWCTPATOD S

«  Buifipate A

3aKpLITE

PucyHok 44. OkHo BbibOpa nonb3oBaTeneit CUCTEMBI.

7 o o

o 9. [06aBUTb B CNUCOK BCEX MO/Mb30BATENEN, YKA3aHHbIX B MOAAX TEKyLWel KapTOYKu
[OKymeHTa. Cuctema NpouM3BOAMT aHA/M3 BCEX MNOJIEN KapTOUKU AOKYMeHTa, popmupyeT
CMUCOK HalAEeHHbIX NoNb30oBaTenel u gobasnaeT ux B « CUCoK ucnonHumenel».

. ©

- YAannTb Bbl6paHHOFO Nonb3oBaTeNa U3 CNUCKa UCMONHUTENEN.

L - NOBbLICUTb MPUOPUTET NONIb30BATENA B CNUNCKE yBE,D,OMﬂEHVIl‘;L Mcnonb3yetca B cucteme

AOKYyMeHToobopoTa ITnac.

L4 " - NOHNU3NTb NPUOPUTET NONb30BATENA B CNUCKE yBeAOMI'IeHMﬁ. MCI'IOI'Ib3yeTCF| B cucrteme

L[LOKymeHTOObOopoTa ITNac.

Ans «pynnsi ucnosnHumesneli» NpeayCMOTPEHbI Cheaytolime AencTBus:

° @

CMMCKA CUCTEMHbIX FPYNN B OTAEbHOM OKHe (PucyHok 45).

- 8o6aBuTb rpynny ucnosHuTenei. Boibop rpynnbl NoAb30BaTeNEN OCYLECTBAAETCA U3

Hazeanue

o BeiBepute rpynny

CucTeMHan:
CucreMHan:
CucreMHan:
CuCTeMHan:
CucTeMHan:
CuCTeMHan:
CHCTEMHaRA:
CucreMHan:
CucTeMHan:
CuCTeMHan:
CucTeMHan:

ABTOpPacnozHaeaHue: OnepaTopsl
OBbIUHbIE NONES0EITENN
PaboTa C KOHTpareHTaMn

AfMWHWCTPaTOPH

ApXWEAPWYCHI

3anpeT noanucK

3anpet perucTpauuu

3anpeT yAaneHuA BepCil SOKYMEHTS
3anpeT YAINEHWA NPHUNOKEHWA QOKYMEHTS
KOHTPONE 33 MCNOAHEHWEM

Mone20EaTenW C NP3BOM NepeperucTpaLmu
PefakTophl CPaBoYHUKOR

¥npaeneHue genamu

Yurarenu

3NeKTPOHHLIA 3pXue: JocTyn K cepeepy BeG-MHTerpaum

2NEKTPOHHBIA fokyMeHTooGopoT: JocTyn K cepeepy Bel-MHTErpaLm

« BuibpaTe A OTtMmeHa

[E=8 EoR ==

PucyHok 45. OkHo BbiGOpa rpynn nosib3oBaTtesnei.
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o @] yAaneHue rpynmnbl Noab30BaTeIei U3 CrnmcKa.

Nocne 3apaHuA I'I011b3OBaTeI'Ieﬁ, nonyvyawowmnx yseaomneHunA, HaCTpanmBaeTCcA nepnoanmyHOCTb
naaHa BbINONIHEHNA 3a4aHUA.

YcTaHOBKa 3Ha4YeHUA Nona «AKmusuposame 8birnoaHeHue 3a0a4u» NO3BOANT NepeBecTn 3ag4aHune B
CTaTyC aKTUBHOTO (AeNCTBYIOLLErO).

B nonax «Hauyano» v «OKOHYaHUE» YKa3blBatlOTCA AaTbl BEPXHUX U HUXKHUX TPaHUL, UHTEpBAanNa
BbINO/IHEHNA 3a4aHUA.

MNocne HAaCTynaeHnA 0atbl OKOHYaHUA 3a4adHNA, OHO NEPEXOAUT B PEXNM AEAKTUBALLUN.

YKa3aHWe AaT OCYLLEeCTBNAAETCA HAaXKaTUEM HA KHOMKY 1 BbIBOPOM 3HAYEHUI B OKHE KaneHZaps
(PucyHoK 46).

* Kanengaps EI = @

< Anpens 2 <2019 >

Mi BT Cp Yt Nt C6 Bc
1 2 3 4 3 6 7

0|11 | 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

-~ ~

(] |14 |~

- 0K A OTMeHa

PucyHok 46. OkHo "KaneHgapb".

)

[Na 04NCTKM Nonei Aat NpUMeHseTca KHOrMKa:

OTCYTCTBVIe 3HayeHuna aatbl B none «OKOHYAHUE» O3HAYaAEeT, YTO 3aJaHMe ABNAETCA 6eccp0qu|N\ n
OHO He 6y,a,eT dBTOMaATUYECKUN OEAKTUBNPOBAHO.

B paspene «/epuoduyHocmb» 3a43€TCA YAaCTOTa BOCNPOU3BEAEHNA LIUKIMYECKOTO 3a4aHuA.
MpeaycTaHOB/EHbI Cneayolme BapnuaHTbl NOBTOpaA:

e B yacax — 3apaHuMe NOBTOPAETCA Yepe3 MHTepBas 4acos, yKa3aHHbIl‘;l B COOTBETCTBYyHOLLEM
CYHETYUNKe.

e B OHAX — 3aAaHue NOBTOPAETCA Yepe3 WHTEPBasa AHEM, yKasaHHbI B COOTBETCTBYIOLLEM
cyeTymKe.

e B mecayax -— 3apaHue NOBTOPAETCA Yepe3 UHTepBan MecAues, yKa3aHHbIﬁ B
COOTBETCTBYHOLLEM CHETHUKE.

3apaHne moxet 6bITb HE TO/IbKO UUK/IUYHBbIM, HO U (I)VIKCVIpOBaHHbIM. Ana HaCTpOﬁKM 3a4aHnA C
d)MKCMpOBaHHbIMM AaTaMM aKTuBaunm NCnonb3yeTca CNUCOK ((¢UKCUPO6GHHbIU MNs10H 8bIrNO/THEHUA» .

&

Ana ,El,OﬁaBJ'IeHMﬂ AaTbl akKTBauun HeO6XO,£I,VIMO HaXaTb KHOMRY n Bbl6paTb AaTy B KaneHgape

(PucyHok 46). Mocne Bbibopa, AaTa 406ABUTCA B CMUCOK.

Ona yaaneHna GpMKCMpoBaHHOM AaThbl, ee HE0H6X0ANMMO BbIOPATb B CMUCKE M HaXKaTb KHOMKY
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Mocne HaxatTusa KHOMKW «CoxpaHUMb», 3apaHue OyaeT akTUBMPOBAHO M OTOBPA3MTCA B ChMCKe
3a/laHUI B KApTOUYKe AOKYMeHTa (PucyHoK 47).

Yo KapTouka gokymenTa EI@

Obuwwe ceeneHdA | Kodtpones MNognvow | KoMmMedTapud | Bepoud | CBAzM | [NaHupoBanie | MpuaoxeHus
3afaun NNaHUpOBaHMA

HazeaHue z3aaun AETOD Oata Tun

Ortuer  1BaHoE MBaH WBaHoBMY ©11.04.2019 13:31 © TEKCTOBOE YBEOOMNEHHE

>
& OobaeuTe &+ PegakTUpOEaTE & ¥oanuTe ) (Oe)AkTHEMpOBATE £#  BunonHWTE
(1) a2 « 3aperncTpupoBaTh H coxpanure A OTHeHa

PucyHok 47. BHewHul B1A BKNagku "MnaHMpoBaHMWe", KapTOUKKN AOKYMEHTA C 3a4aHMeEM.
B cnuncKe 3a4aHMN KAPTOUYKKM AOKYMEHTa oTobparkaeTca cnegytowan nHdopmauma:
e HaszeaHue 3a0a4u — HaMMeHoBaHUe 3a4aHunA.
o Aemop —MNO/Z1Ib30BAaTE/1b, aBTOP 3a4a4Wn.
° ﬂama —cnegyouwan gata 3anz1aHNMpPOBaHHOIO BbINO/THEHUA 3a4a4U.
e Tun —TKn 3agaun.

[na 3apay npegycMoTpeHbl AONONAHUTENbHbIE OnepaLun:

o o PeASKTUDOBSTE | |10\ ieneHme 3a4aum, BbIBPAHHOI B CIMCKe.
. & YmamTe |\ hanenne 3agaun, BbIGPaHHON B CMCKe.
o | O (Melhwvemposate | 5 1ysauns/peakTusaums BblbpaHHOM 3agaun, Aaybaupyert

YCTaHOBKY/CHATUE 3HAUYEHMA NONA KAKMUBUPOBAMSb 8bINOAHEHUEe 300a4YuU» B NNAHNPOBLLNKE
3ajau.

o
el BeiNOMHUTE - NPUHYyAUTENBbHOE BbINMO/IHEHUE 3a4a4MN.
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BKknadka «lpunoxceHusa» Kapmoyku 00KymeHma

Ha Bknagke «[lpusoxceHus» (PucyHok 48) pobasnawotca ¢aiinbl pasinyHbIX TUNOB, ABAAKOWMECA
NPUIOKEHUAMMU K TEKYLLEMY [OKYMEHTY.

OcHoBHOE oTAMYMe d)a[;lflOB ((I'IpUﬂO)fCeHUU)) oT ((OOKyMeHmOG)) B CUCTEME 3aK/TKOYAETCA B TOM, UTO
ANnAa HUX He CO34al0TCA YHUKA/IbHbIE KAaPTOYKN AOKYMEHTOB U A0CTYN K HUM BO3MOXEH TOJZIbKO U3
KapTO4YKN OCHOBHOIO AOKYMEHTA.

o Kaprouka gokymenTa El@
O6wue ceegenna  PaboTa C opMrMHaNaMK | KouTpons | Mognucu | KoMMenTapud | Bepouu | CeAzM | MnaHupoEaHue | MpUnoxeHus
MpUIoHEHNS K [OKYMEHTY

HauMeHoBaHWe [aTta cozfaqua PacumMpeHue JofaenTe daiin
MpunoxeHue N21 05.04.2019 15:30 doox
NobaenTte Uz MzobpaxeHui
= [obaeuTs Co ckaHepa
OTKpLITE
MepenMeHOEaTE
& Yoanute
>
(i) AL YA | « 33perncTpupoEaTh El coxpanurs A OTMeHa

PucyHok 48. BKnagka "MpunoxkeHna" KapToOuyKM AOKYMEHTA.

MHTepdDEI‘;IC BK/1aAKUN COCTOUT U3 CMUNCKaA I'IpVIJ'IO)KEHVIVI M KHOMOK AO0NOJ/IHNUTENIbHbIX onepau,m‘/'l.
Y KaXX4oro anieMmeHTa CnncKka NpucyTCcTByroT caeayrowme nona:

e HaumeHosaHue — Ha3BaHUe NPUNOXKeEHUA.

e [Jlama co30aHusa — nata Ao6aBNeHNS NPUNOXKEHUA.

e PacwupeHue — Tvn danna NPUNOKEHUA, XapaKTepM3yemblin paclumpeHnem danna.
Cnuncok AONONHUTENNbHbIX onepau,mﬁ BK/IOYaeT B cebs:

o > DoBaewTe daiin

- fobaBsieHNe HOBOro NpUAoXKeHuA. Bbibop ocyliectsaneTca
B CTaHAAPTHOM OKHe obo3peBaTenia $ainnoB onepauoOHHON CUCTEMDI.
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BHewHMn BuA okHa obo3peBaTtens ¢alnoB AnA onepauMoHHbIX cucTem cemenctea «MS
Windows» (PucyHok 49).

¥ Beibepure daiin.. @
@n\:j‘ﬂ . v Kowmnetotep » Jlokanerend guck (C:) » Temp » Doc v|“"|| Mouck: Doc p'
¥nopagounte ¥ Hosas nanka B= ~ 0 ':.E:-'
't WsBpanroe it Wnan : fata nsmenenmna Tun Pasmep
4 3arpyskn 0E Axr Aokyment Microsoft Word 12 Kb
= Hepaerue mecta = BZ| NiuerzmonHei Acroeop Aekyment Microsoft Wor 12 Kb
Bl PaBouwi cton 5] Mpunoskerme Ookyment Microsof 12KB
05 Cuer Aewyment Microsoft Word 12 KB
7 BuBanoTtern
E Bugeo
3 JokymenTel
[=| Msobpaxenna
J Myzeika
1M Komnetotep
‘-_,:, TNokanexen guek (C:) =
Wms daiina: Mpunoxerne - IB(Ed)Eﬁﬂbl 'J
[ Otkpeite |v] \ Otmena ‘
PucyHok 49. BHewHuih Bug obo3pesatens ¢paiinoson cuctembl MS Windows.
AobaeuTe vz Msobpaxekui - pobaBneHne rpaduueckoro npunoxeHnua us odaiina c
NOKa/IbHOIo AUCKa KNMEHTCKOM CUCTEMBbI.
__J L0 T IS e - pobasneHve  rpaduMuUEcKOro  MPUNONKEHUA  CO
CKaHUpYyowero yCTpOl‘;ICTBa nonb3oBaTtenAa.
Eleree - OTKpbITME BbIBPAHHOrO B  CNUCKE MNPUNOXKEHUA
CTaHAQPTHbIM ON1A AaHHOIo pacwnpeHnAa CTOPOHHUM NPUNOKEHUNEM.
< Nepenmenoeats - NepermeHoBaHMe BbIBPAHHOTO B CMIMCKE NPUNOXKEHNA.

& Ynanuts - yAaneHue npuioXeHums.
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Kapmoyka HomeHKaamypeol

«Kapmo4ka HOMeHKAamypel» - 3TO NOTUYECKUA OOBEKT, PA3HOBMAHOCTb KAPTOYKM aApXMBA,
npegHasHayeHHbl AN XpaHeHMA Bcex aTpubyToB (MapameTpoB) HOMEHKNATYPbl, MO3BONAOLMI
naeHTMGULUMPOBaATL HOMEHKNATYPY B CUCTEME.

KapToukM HOMEHKNaTyp MOryT pacnosiaratbCA TO/NbKO B CMeuMasbHOM CUCTEMHOM TOME AepeBa
06beKTOB - «HomeHKnamypa» (PucyHok 50).

Mpumeuanue. JobasneHue U NPOCMOMP KAPMOYEK HOMEHKAAMYpP BO3MOMEH MOSbKO
n0a6308aMeIAMU CUCMeEMbI, UMeowum Aocmyn K 3momy momy.

P EMBNMOTEKE AOKYHMEHTOR
B 1A Nuunsle nanku
5 HoMeHKknaTypa
b5 ounstpu
b 8 Wwabnou

PucyHok 50. Tom "HomeHknaTypa" aepeBa 06BbEKTOB.

OTKpbITb KapTOYKYy HOMEHKNATYpbl ANA MNPOCMOTPA W pPefaKkTMPOBAHUA MOMHO OAHMM U3
cneayoumx cnocobos:

C NoMoLLLbHO OCHOBHOMO MEHH0 rMaBHOro OKHa cUcTeMbl, NYHKT «Obo3pesamerns ->
Kapmouka...».

C NOMOLLLbIO KOHTEKCTHOTO MeHI0 06beKTa Nankn « HomeHKaamypa» (HaxkaTve npaBom
KHOMKW MbILLM Ha Nanke B AepeBe 06beKTOB) NYHKT «KapmMouKa...».

C NOMOLLbIO ABOMHOIO KAMKA N€BOM KHOMKM MbILUM HA ALOKYMEHTE U Bblbopa B ANanorosom
MeH «OmKpbimue 00KyMeHMa» KHOMKU «KapmouKka».

C NOMOLLbIO MAaHEeNN MHCTPYMEHTOB I1aBHOTO OKHA CUCTEMbI, KHOMKA «OmKpbIMb
KapmouKy».

C noMOLLbIO K/1aBMATYpbl - BbIOOP LOKYMEHTA U HaXKaTue Ha KNaBnaType KNnasuwiu
«[Mpoben».

MonAa KapPTOUYKM HOMEHKNATYpPbl CTPYNNNMPOBAHbI Ha CAeayoWmX BKAaAKax:

Ob6uwue — 6a3oBble cBeAeHMA 0 HOMeHKNaType («Bknaaka «O6LmMe» KapToUKM
HOMEHKNATYpPbI»).

MepeyeHb — NepeyeHb 06LEKTOB, COCTABAAOLNX HOMEHKNATYpY («BKnagKa «lMepeyeHb»
KapTOYKM HOMEHKNATYPbI»).

MpunoxeHusa — cBeAeHNA O CONPOBOAMUTENbHbBIX AOKYMeEHTax («BKknagKa «MpunoxeHna»
KapTOYKM JOKYMEHTA).

CesA3u — cBA3b HOMEHKATYpbl C APYrMmM o6beKTamum apxuBa («Bknaaka «CBsA3M» KapTOYKM
DOKYMEHTa»).
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Bknadka «Obwue» KApmoYKu HOMeHKAamypuol

Bknagka «O6wue» oTobpaxkaeTcd MO YMOAYAHUIO NPU OTKPbITUM KaApPTOYKM HOMEHKNATYpbI
(PucyHok 51). Ha Bknagke copepratca 6a3oBble CBeAeHUA 0 HOMEHKNaType.

o HomeHknatypa E'@
Obwwme | MepedeHs
HomMeHKnaTypa gen 0Taena Kkagpoe Ha 2019 rog Tr
HazeaHwe:
Twn goKyMeHTa: BHYTpeHHKE w MoaTwn OOKYMEHTa: v
MpHUH3ANEeXHOCTE: OcHoBHOE OTAeneHwe W HauMeH-ue Buga gok-a: v
MHaekc: 10 Tpud:
CpoK XpaHeHMWs: [ata cgum B 3pxue: e calli
Beog B geicTeme: . || & SaeepuweHue: . 7 || &
CO3eTcA B apxMe: MNepexogAwas:
Tr
Cratem:
Tr
MpUMeYaHua:
Homep: 3 [ata gokyMeHTa: 10.12.2018 = || &
ARE=ARE 10 | 1= « 33perMcTpupoBaTh E coxpanute A OTMeHa

PucyHok 51. BKnagka "O6wme" KapTOYKM HOMEHKNATYPbI.
Ha BKnagKe rpynnmMpoBaHbl cneaytoline nons:
e HaszeaHue — HanmeHOBaHUe HOMEHKNATYypbI.

e Tun OOKymeHma — KaTeropuMa HOMEHKNATypbl MO r106afAbHOMY MpWU3HaKy. Twun
HOMEHKNATYpbl YKa3blBaeTcAa (BbIOMpAeTcA M3 CNpaBOYHMKA TMNOB) MNPU CO34AHMU UM
PefaKTUPOBAHUN KApPTOYKM HOMEHKAATypbl. B KayecTBe 6a30BbiX TUMOB WMCMONb3YHOTCA:
«Bxooawue», «Mcxodawue», <BHympeHHue».

e [loOomun OoKymeHmMa — TMoOAKAaTeropMa HOMEHKNATypbl, yToyHAeT ee Tun. [loaTmn
yKa3blBaeTcA (BblbMpaeTca M3 cnpaBoYHUKA) NPU CO34aHUN UK PefaKTUPOBAHMM KapTOUKK
HOMEHKNATYPbl M 3aBUCUT OT ee TUNa, Hanpumep: «HopmamusHeie», «PacrnopadumesbHbie»
nT.A.

o [IpuHadnexHocMb — NPUHALNEKHOCTb AOKYMEHTA TEPPUTOPUANbHOMY NOAPA3AENEeHUI0
opraHusaumumn (Hanpumep, «@duauan Ned»), npyn 3anoNHEHUU BblIBUPaAETCA M3 CNPaBOYHMKA
«MpuHadnexcHocmb GOKyMeHma».

e HaumeHosaHue suda 0OKyMeHmMa — 3Ha4YeHne U3 CNPaBOYHUKa «Bud 0oKymeHmMa».

e MHOEKC — NHAEKC AOKYMEHTa.
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e [pudgh — oTmeTKa, onpegenaoLas ocobblii NOpAAOK NONb30BaHUA HOMEHKNATYPON.

e CpoK XpaHeHUsA — HeobXOOUMbIM CPOK XpPaHEeHWA [OKYMEHTa B apxuBe [0 MOMEHTa
cnucaHua (B TekcToBom popmaTe, Hanpumep, «3 200a»).

e [Jlama cdauu e apxue — faTa AobaB/eHNS JOKYMEHTOB B apXUB.
e Beo0 e delicmeue — fAaTa BBOAA B AeACTBME AOKYMEHTOB HOMEHKNATYPbI.
e 3aeepweHue — naTa 3aBepLIEHUA AeNCTBUA OKYMEHTOB HOMEHKAATYpbI.

e (CAaemca e apxue — OTMETKA O TOM, YTO MO UCTEYEHUN CPOKA AABHOCTU, LOKYMEHTbI CAatoTCA
B apXMB M HE YHMYTOXKAlOTCA.

L4 I'lepexoquaﬂ — OTMETKa O TOM, YTO AOKYMEHTbl HOMEHKNATYpPbl ABNAOTCA Nepexogalnmm.

e Cmambu — HauMMeHOBaHWE CTaTbM, HA OCHOBAHWUMU KOTOpOﬁ nponssoanTCA XpaHeHue
AOKYMEHTOB.

e [lpumeyaHusa — cBO6OAHbIE MOACHEHWUA K HOMEHKATYPe, He OTPaXKeHHbIE B APYTMUX NOASX.

e Homep — HOMep, MPUCBOEHHbIN HOMEHKAATYpe, B CUCTEME.

Bknadka «llepevyeHb» KApMoOYKU HOMEHKAamypbl

Bo Bknagke «[llepeyeHb» (PucyHok  52) nepeuncnsioTca 06bEKTbl apxvBa, BXoAslMe B
HOMEHKNATYpy. B KauyecTBe OOHLEKTOB NEpeyHs MOryT BbICTynaTb AOKYMEHTbl, KapTOUYKU U apyrue
HOMEHKNATYPbI, 3aPEerncTpPUPOBaHHbIE B CUCTEME.

4 Homenknatypa EI@

Ofwme | MNepedeHs

06beKTbl NepeuHa

HazeaHue MomecTun [ata noMewexus CTaTyc JoKyMeHTa @ YnanuTs
MoNoxeHWe 0 NepCoHaNEHLIX daHHbX PaloTHHUKDE Metpoe Netp MNeTpoBuy 10.04.2019 16:16 3NeKTPOHHAA KONKWA
Monoxexwe of oTOoene Kagpos Metpoe Netp MNeTpoBuy 10.04.2019 15:59 3NeKTPOHHAA KONKWA
Mpaenna BHYTPEHHErD TPYAOEOro PAcnopAaKa Metpoe Netp MNeTpoBuy 10.04.2019 16:04 3NeKTPOHHAA KONKWA = MepeiTn

WTaTHoe pacnucaHwe Metpoe MNetp NeTposuy 10.04.2019 16:16 ZNeKTPOHHEA KONWA

&) OoDaenTe OKYMEHT

OTKPHTE

s (=) Pacneyatats

R AL RE=] « 3aperncTpupoEaTh [E coxpanmrs A OTMeHa

PucyHok 52. BKnagka "lMNepeyeHb" KapTOYKM HOMEHKAATYPbI.
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NHTepderic BKNaaKM COCTOUT U3 CMUCKA OOBEKTOB NepeyvHa U NnaHenn GyHKUMOHANbHbIX KHOMOK.

B cnucke nepeyHa oTobpaxkatoTca ciegytolime nons:

HaszeaHue — HaumeHOBaHMe 0ObeKTa.

lMomecmun —nonb3oBaTensb, AO6aBMBLL|M[;1 AOKYMEHT B NepeyeHb.

Adama nomeweHus — pata gob6aBneHns ob6bEKTa B NepeYeHb.

Cmamyc 0oKymeHmMa - CTaTycC, NPUCBOEHHbIN 06BEKTY, B MOMEHT A,06aBNEHNA B NEepeYeHb.

Ha ¢dyHKUMOHaNbHOM NaHen pacnonoXeHbl KHOMKU A0NO/IHUTE/IbHbIX AEACTBUIA:

& Yoanute

=2 NobaBUTE OOKYMEHT

-YAaneHue Bbl6paHHOI'O ob6beKkTa un3 nepeyHA.

- AO6aBI'IeHMe obbeKTa B nepeyvyeHb HOMEHKNATYypPbI.

Bbibop ob6beKTa ans A06aBieHNA B MEPEUYEHb OCYLLLECTBSETCS B OKHE HaBUrauum no
ob6bekTam 6ubnnotekn AokymeHToB (PucyHok 53).

r‘ JobBaeute.

=

+ Haiit

; [= e

£ Petrov (MeTpoe MNeTp neTpoBMy)
BMONMOTEKE LOKYMEHTOR
[» [orosopul
Kanuenapua

HomeHknatypa

Otaen kagpoe
Monoxexre 0b OTAENE K3OPOB

Mpaenna BHYTPEHHErD TPYAOBOrO PAcropsaKa

=0 (=" =

iTaTHO® pacnvcaHne
"

® | Nonoxexve o NepCoHaNEHBX daHHBIX DEGDTHHKDB

b OTyeTsl

~| OTCKaHWNPOBAHHbLIA SOKYMEHT

' No63aenTe

A OTMeHa

PucyHok 53. OKHO Hasurauumu no obbektam 6MBANOTEKU LOKYMEHTOB.

Mocne BbiboOpa 06beEKTa A06aBNEHNA, HEOOXOAMMO HaXKaTb KHOMKY «Zlobasumb» v BbIOPaATb
cTaTyc o6beKTa B 4MaN0roBom okHe (PucyHok 54).

% Brumarne!

o BuiiepuTe CTaTyC AOKyMeHTa: |33BePeHHanR Konua

33BEPEHHEA KOMKMA
OpuruHan
MpocTan Konua

3NeKTPOHHAA KONKUA

E=SIE=R =

PucyHok 54. [lnanoroBoe OKHO yKa3aHuA cTaTyca obbekKTa.

= MMepelTu
KapTO4KH obbeKTa.

OTKPHITE

- OTKpbITHE ob6beKkTa HOMEHKANATYypbI.

- Nepexoz B NanKy CUCTEMbI, COAEPKALLEN OOBEKT UAM OTKPbITHE
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JononHumenoHbili PYHKYUOHAA KAPMOYKU OOKymeHma

B HUMKHel YacTu uHTepdeiica KapTOUKM AOKYMEHTA PACMONOMXKeH pAs GYHKLMOHANbHbIX KHOMOK,
npegHasHavyeHHbIX A4/1A BbINOJHEHWUA AOMNONHUTENbHBIX onepaunit (PucyHok 55).

Mpumeyvanue. 15 HeKomopsix munoe A0KyMeHmMos unau ornpedesieHHbIX COCMOoAHUl 0oKymeHma,
KHOMKU Mo2ym 6bimb HEAKMUBHbI.

o~ Kaprouka gokymenTa EI@

O6wme ceegeHns | Pabota c opuriianamy | Kontponk | Mognuck | Kommedtapuw | Bepcuw | CeAzw | MnanupoEanue | MpunoeHus

Mpwkaz N2 M-2017-10 ot 03.04.2017 Tr
HaumMeHoEaHWe:
Twn SoKyMeHTa: BHYTpEHHKE ~ MNogrun gokymeHTa: PacnopAgWTenEHE -
HomMep: M-2017-10 [ata gokyMeHTa: 03.04.2017 E| %

Tr

MNpuHeyaHue:
[aTa perucrpaumm: . [arta cozaaHma: 03.04.2019 12:25
ABTOP KapTOUKK: CHCTEHHEIR ASMUHWCTPETOR
i & (G2 & S « 33perMcTpMpOEaTE H coxpanwre A OTMeHa

PucyHOK 55. ®yHKUMOHANbHbIE KHOMKW KaPTOYKM AOKYMEHTA.

MepeyeHb GYHKLMOHANBbHbIX KHOMOK:
(1) o
. - PacwmpeHHble cBOMCTBA AOKYMEHTA.
. - PacnonoxeHue — WepapXMUYECKOe pPaACMONOXKeEHWE [OKYMEHTa B CTPYKType
61MBANOTEKM LOKYMEHTOB.
e PacwupeHue — paclumpeHue dbainna JOKYMEHTA.

e Pasmep 8 balimax — ncxogHbli pasmep parina AOKYMeHTa, B TOM ymcae no cucteme FOCT m
M3K.

e KoHmponbHaa cymma — Ha3BaHME aNroOpuTMa BbIYUCNEHUA KOHTPO/IbHOW CYyMMbl M
3HaYeHWMe KOHTPOJIbHOM CYMMbI B LUECTHAALATepPUYHOM popmarTe.

e [1pOCMOTPETb AOKYMEHT.

-

S
o - UcTopua aoKymeHTa (HOMeHKNaTypbl).

57



L4 m - MCTOpMﬂ 3anpocoB opurnHaaa AOKyMeHTa.

I )
e ™ - PacneyaTKa KapTOYKM AOKYMEHTA (HOMEHKANATYpbl).
o & MonyyeHue cneayowero Homepa AOKYMeEHTa (HOMeHKNaTypbl).
. i MpuceBoeHMe WTPUX-KOAa AOKYMEHTY (HOMEHKaType).

e /- 3an0AHNUTb KAPTOUKY MO aHANOMMK C NPEAbIAYLLEN.

PacwupeHHble ceolicmea 0oKymeHma

w v
Onepau,Mﬂ npegHasHa4vyeHa gaa noayyvyeHna 4ononHUTeENbHOU MHd)OpMaLI,MM O OOKYMEHTE.

r! pECLIJHpEHHEH HHdJDpMELI,HH 0 J0KYMEHTE EI@

PacnonoxeHde: BubnnoTera gokyMedTos/ doroeopsl/2016/3tnac-CodT
Pacwupenne: docx
PazMep B OaiTax: 11568 GadT

o PasMep (TOCT 8.417-2002): 0,01 Merabaiit (11,57 Kunobaiit)
PazMep (M2K): 0,01 Mebubait (11,3 KebubaiT)
KoHTponeHasa cymmMa SHA-256:
FEO1EF74E7DSFSF2DAAGAFST25D5FE3NCEBDOCO97 C34AB9930935309F1EIFE11E24

A 3aKpLITE

PucyHok 56. OKHO pacliMpeHHOoM MHOPMaLMK O AOKYMEHTE.

JononnutenbHaa nHdopmauma oTobpaxKkaeTcsa B OKHe « PacwupeHHas UHGopmayus o O0KyMmeHme»
(PucyHok 56), cogeprkaliem caeayolime aaHHble:

e PacnonoxceHue — WepapxuMyeckoe pPacnosioKeHue AOKYMeHTa B CTPYKType 6ubnmoteku
[LOKYMEHTOB.

e PacwupeHue — paclumpeHue daina LOKYMeHTa.

e Pasmep 8 baiimax — ncxogHbii pasmep ¢anna 4OKYMeHTa, B Tom yncae no cucreme FOCT um
M3K.

e KoHmponbHaAa cymma — Ha3BaHME aNropuTMa BbIYUC/IEHUA KOHTPOJIbHOM CYMMbl W
3HaYEeHME KOHTPOJIbHOM CYMMbI B LLIECTHaALUaTepU4YHOM popmare.
fipocmompeme 00KymeHm
BbinosHeHWe onepauMn MNPUBOAUT K OTKPLITUIO COAEPHKUMOro [AOKYMEHTa B PEXUME
npPoCMoTpa.

B 3aBucMMOCTM OT TUNA AOKYMEHTA, OH OTKPbIBAeTCA B MNPWUIOXKEHUWU, 3aperncTpmpoBaHHOM B
OﬂepaLLMOHHOVI cncreme, gnAa NnpocMmoTpa AaHHOIO TUna AOKYMEHTOB.
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Mcmopun doxymeHma (HOMEHKﬂamypbl)

* [aHHas onepaumnsa No3BOASET OTKPbITb OKHO MPOCMOTPA UCTOPUM AENCTBMIA NONb30BaTeNIeEN C
AOKYMEHTOM MM HOMEHKNATYpo (PUCyHOK 57). B OKHe npucyTCTBYET CMMCOK UCTOPUMN AENCTBUN U
dunbTp oTHOPa 3anmcen.

Mo ymon4aHuio, B CNUCKe OTobparKaeTca UCTOPUA AEeMCTBUIA 33 TEKYLWMIA AeHb. A nsmeHeHun
BPEMEHHOIO WHTepBasa oTobpa)kaembiX COObITUIM, HEobXxoAMMO BOCMO/b30BATbCA GUILTPOM.
YCcTaHOBKa BPEMEHHOro MHTepBana B ¢GUAbTPE MNPOU3BOAMTCA YKa3aHMEM 3HaAYyeHUN B MOAAX

«BapuaHmer», «C», «[llo». [Ona npumeHeHuna GuNbTpPa, HeEObBXOAMMO HaxKaTb Ha KHOMKY
— OBHOBMTE

A Wctopus gerctenid El =] @
HHTEepBan BpeMeHn:
BapuaHThi: MocnegHue cyTin || ~ C: |04.04.2019 16:50 0: 05.04.2019 16:50 = O6HOBMTL
[OeficTene [ata BeINOAHeHuA MHWumMaTop
OTKPLITHE KAPTOYKK LOKYMEHTa 04.04.2019 17:05 Metpoe MeTp MNeTpoeny
COXpaHeHME KapTOUKKM HEZ3PerMCTPUPOBEHHOTO AoKyMeHTa Bez pernc 04.04.2019 17:11 MNetpoe Netp MNeTpoeny
PazbnokMpoBKa KapTOUYKK LOKYMEHTa NOCAE Z3EEpWeHWA pegakTupos: 04.04.2019 17:11 Metpoe MeTp MNeTpony
OTKPLITHE KAPTOYKK LOKYMEHT3 05.04.2019 16:50 WeaHoe KMean MeaHoeuy
>
a = .
gl Mogpobree T Cnexexue (=) Meuars A 33KpbITE

PucyHok 57. OKHO MCTOpUUN AeNCTBUIA NONb30BaTENEN C JOKYMEHTOM.
B cnucke aencreumin otobparkaeTca cneayolan nHbopmauma:
o ﬂeﬁcmeue — OMNnUCaHune AGVICTBMH, coBeplweHHoro c 06BEKTOM CUCTEMDI.
e [Jlama evbinonHeHuUsa — Aata PerncTpaumnm 4encTBus B CUCTEME.
e  UHuyuamop — nonb3oBaTe/b, COBEPLUNBLLNIA AEACTBUE.

KHOMKM A0NOAHUTE/IbHBIX OMEpPaLIMil PaCNONOXKEHbI B HUXKHEMN YacTu MHTepdeiica OKHa:
—o NompabHee | GrofpnaweHne okHa € MOAPOBHBIM ONMMUCAaHMEM BbIBPAHHOTO B CRMCKE
nencrteus (PucyHok 58).

B oKkHe noapobHoit nHpopMauum oTobparxkaeTca cneayouias MHGopmaums:

o YcnewHocmo ebinonHeHus — (1/0) Kog, pe3ynbTaTa onepauumn Noab3osaTens.
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o OnucaHue owubKu — TEKCT OLINOKM, BO3HUKLLEN B pe3y/ibTaTe AeNCTBUA.

o IP 3anycka — |IPv4 agpec KoMmnbloTepa, C KOTOPOro COBepLIEHO AelcTBUe.

o HaseaHue ckpunma — Ha3BaHWe CKPUNTa, BbIMONHUBLLEro AencTeme.

o Cnucok napamempoe — Habop NapameTpPOB COBEPLIEHHOrO AeUCTBUA.

Yl MapameTpel gefcTeMA EI = @
DeficTeme: [cozpanme pokymenTa
KTo zanycrun: Cepreee Cepreil Cepreesuy
Korga zanycrun: 04.04.2019 17:359:29
YCNeWwHoCTE BLINOAHEHKUA: 1
OnucaHue ownbKu:
IP zanycka: 127.0.0.1
MMA cKpunTa: atlas/ADD_DOCUMENT
HazeaHue napaMeTpa 3HauyeHue
THN KPTOUKK KapTouka AoKyMeHTa
HazeaHue NankK HasHayeHus 2016
HazeaHue TNWUEHZMOHHEIR foroBop
Homep
MpHUHAANEXHOCTE
TN JOKYMEHT3
Onucanune
[ata perucrpaumm
P W
>
MepelTi A 33KpBITE

PucyHok 58. OKHO noapo6HOro onucaHus gencreums.

I . .
CIEXEHME | ycTaHOBKa CEXKEHWs 3a COBBITUAMM AEHCTBUMN C O6HEKTOM.

HaskaTMe Ha KHOMKY, NPMBOAUT K OTKPbITUIO AOMNOAHUTENbHOIO OKHa (PucyHok 59),
oTObOparkatoLWwero CNMCoK Nob3oBaTenen, cnegawmx 3a 06 beKTOM B TEKYLLMA MOMEHT.

Mpn HEO6XOAMMOCTM, TeKyLLIMVI noab30BaTe/ib MOXKET NOAKNHUUTBCA K CNeXEeHUK 3a

OOKYMEHTOM (kHoMKa @) MogkniyKTECA ),

& OTKNOYMTLCA )

WAM  npepBaTb  CAexeHWe  (KHOMKa

MpumeyaHume. AdMUHucmpamop cucmemel  umeem B803MOMHOCMb OMK/K4Yame om
cnexceHus 3a 06veKmom 1106020 Noab308amess CUCMEMBbI.
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs Bepcua 6.5

o~ Cnegawme nons3oeatend EI =] @
Lilile] [ata nogrnioueHua
WeaHos Meax VMeaHoBnd 05.04.2019 16:45
& MogkniouuTeCA @ oTKuMTECR
A 33KpLITE

PrcyHoOK 59. OKHO CO CMMCKOM CneasaLmx 3a 4OKYMEHTOM NoJib3oBaTenei.

(= Mevars | noyars cnncka [eNcTBUI, coBepLUeHHbIX ¢ 06bekTom. CnMcok dopmmpyeTca

B BMAE oTyeTa B npuaoxeHum MS Excel (PucyHok  60), panbHelwas pacnedyaTtka
OCYLLECTB/IAETCA NONb30BaATE/IEM CAMOCTOATE/IbHO.

- H - O X%

H i Mevats seibopkn ns ncropnn obbekta [Peskm cosmectumoctw] - Excel

Main [nasHan Bcraska PasmeTka cTpaHnubl Poprynsl JaHHelie Pevuensmposanmne Bug, ;:;:‘ MomowH Bxog 9,_ O6Lmin gocTyn

A2 v 5 v
A B c D E F G -
1 |Pacme4YaTka CTATHCTHYECKHX pPe3yIbLTaTOR
2
3 JeificTEHE JaTa ELIN0IHEHHA |H.|u|1mamp I
4
(OrepeTHE KapTOER
5 |poxyuzmTa 04.04.201% 17:03 | erpos [etp [etposns|
(CoxpaHsHHs EZPTOYER
HEraperHCTPHPOEZHEOT
o morwueETa oz
b |perscrpar 04.04.2018 17:11 | Herpos Merp [NeTposns|
PazbmormpoEra
KapTOHKH TOKYMEHT2
mocns sEESpIISHEL
7 e OEZHHT 04.04.201% 17:11 | Herpos Hetp [Terposns|
(OrepeTHE KapTOER
8 |mosvuerTta 05.04.2019 16:50|Heance Hear Heanozms|
9 1
10 Eres aeTouaruzen: (2019.04.03 16:33)
11
12
13|
14 |
18
16

Nuerl | Nuc2 | Nuet3 | ® [ »

loTaso fH {o- I + 100%
PucyHok 60. NMpumep oTyeTa 0 AEUCTBMAX C 06 bEKTOM.
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Ucmopusa 3anpocoe opu2uHana 0oKymeHma

© Onepaumsa NPoOCMOTPa UCTOPUM 3aMPOCOB OPUrMHANA AOCTYNHA MNO/b30BaTENsAM C MpaBamu
apXMBapUyCoOB CUCTEMBI.

Cn1CcoK NCTOPMM 3aNPOCOB OTKPbIBAETCA B AOMNOJHUTENBHOM OKHe (PucyHoK 61).

B cnucke otobparkaeTca cneaytowan nHGopmaums:

Pacneyamka kapmo4yku 0okymeHma (HomMmeHKaamypoi)

L%

lMonb3oeamenb —NONb30BaTE/b, MHUUMNATOP AeﬁCTBMﬂ.

Adama usmeHeHus cmamyca — paTa U3MeHeHuA CTaTyCa AOKYMEHTAa B apxXuBe.

Cmamyc — cTaTyc opurMHana 4OKyMeHTa B MOMEHT pPerncTpauum coboitma nctopumm.

Moayyamenb — COTPYAHWK, NONYYMUBLLETO OPUIMHAN AOKYMEHTA HA PYKMU.

Adama ebidayu — AaTa BblAa4Yn OpUrnHana AOKYMEHTa COTPYAHUKY.

Jama eo3epama — pata 3ann1aHMPOBAHHOrO BO3BpaTa OPUrMHANA AOKYMEHTA B apXMB.

Lienb 8bida4u — NpUUMHa BblJAYM AOKYMEHTA.

% Wcropua 3anpocos opururana

Mone3o8atent

Ceprees Cepreii Cepreeeiy
Metpoe MeTtp MeTpoBuy
Ceprees Cepreii Cepreeeny

[laTa U3MeHeHUs CTaT
04.04.2019 11:39:25
04.04.2019 11:41:13
04.04.2019 15:39:15

Cratyc
B apxvee

3anpoweH

MNonyuaTens

Metpoe MeTtp MNeTpoBuy

[1aTa Bblgaun

[aTa BozepaTa

30.04.2019

(= llo =]

Liens Bulgaun

MpeaocTaenexne B oya

A 33KpHTH

PucyHoK 61. OKHO MCTOPUM 3aNPOCOB OPUrMHaNa AOKYMEHTOB.

=1 Onepauna No pacneyaTke KapTOUKM AOKYMEHTA NpeAHa3Ha4YeHa 414 NOArOTOBKM O0TobpaxeHuA
AAHHbIX KAPTOYKN 06bEKTA Ha BymarkKHOM HocuTene.
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Meuate kapToukk gokymenta [Pexm coemectmocty] - Excel

[naenan Bcraska

PazmeTka cTpaHnLbl

Dopryne

JaHHele PeueHznposanune Bug

H - O %X

(04. OB gocyn

@ Momoww Brog

4
MNeyatb ka PTO4YKH QOKYMEHTA

HaumeHoBaHne

JHayeHne

Brnagka: Obwme ceegeHus

Mpukaz Ne M-2017-10 o7 03.04.2017

Tun gokymenTa:

BHyTpeHHue

Mogtun gokymenTa:

pSCI'IDpH,D,HTEJ'II:HbIE

Homep:

M-2017-10

1
2
3
4
5 |HaumeHoeaHwe:
]
7
8
9

[ata gokyMerTa: 03.04.2017
10 |MMpumevanne:

11 |Qara perucTpauuu:
12 |[ara coagaHua:

13 |ABTOp KapTouKK:

03.04.2019 12:25

CuctemHelil AqMUHNCTpaTop

15 |Brnagka: KoHtpons
16 |Ha koHTpone: Het
17 |Otmetka ob nen.: Het
18 |McnonHuTens:
19 |KoHTponnep:
20 |Mpuoputet:
21 |Ocobibil KoHTponk: Her
22 |MepuoguyHocTs:
23 |Bug oTyeta:

24 |D1eeTCTB. MCN.:
25 |MocTaeneHo:

26 |[ara ncnonHeHnA:
27 |CpoK WCNOMHEHWA:
28 [MepeHoc cpoka: -

Nuerl | fncr2

Nuer3 €] [ 3
=] m - i +  100%
PucyHok 62. ChopmmpoBaHHas 4NA NeYaTn KapTouKa.

loToBO

OTobpaxkeHne dopmupyetca B WabsoHe npunoxkeHna MS Excel (PucyHok 62), panbHewnwas
pacneyaTKa BbIMO/HAETCA MO/b30BaTE/NIEM BPYYHYH. B BbIOOpKA BK/OYAeT BCE OCHOBHblE MO/A
KapTOYKM, AOCTYMNHbIE ANA YTEHUA U peaKTUPOBaHMUA.

B neyatHon dopme KapTouyka npeactasnser coboi Tabauuy 3HaveHun nonen dopmata «Kwou-
3Ha4yeHue».

MonyyeHue cnedyrouwje2o0 Homepa oKymeHma (HomeHKaamypoi)

& Onepaums No NPMCBOEHUIO aKTyaZIbHOTO HOMeEpPa AO0KYMEHTY C MCMO/1b30BaHMEM MEXaHW3Ma
aBTOHyMepaLuu.

[aHHbI PYHKUMOHAN noneseH ANs BO3BPaTa K KOPPEKTHOMY MOPAAKY HYMEPOBAHUA AOKYMEHTOB
MNPy PYyYHOM MCMPaBAEHMM 3HAYEHUA nons «Homep OOKymeHma», WA ANA MOSYYEHUSs HOBOro
aKTyaNbHOro HOMepa AOKYMEHTa B KapTOUYKe, 3aMo/IHEHHOM No 06pasLy APYroi KapToYKM.

MpuceoerHue wmpux-ko0a 0oKymeHmy (HomeHKaamype)

Ll Onepauua npegHasHayeHa ANA pPerncrpauuy WTPUX-KOL4A B KAapTOYKe AOKYMEHTA CUCTEMbI.
LWTpux-koa, npeacraBnaeT coboi 3aK0ANMPOBaHHYO B rpadmyeckom dopmaTe nocienoBaTe/IbHOCTb
cMMBOJIOB. [pyM MNPUCBOEHUU LWITPUX-KOAA AOKYyMeHTy, B ¢dopme (PucyHoK 63) yKasbiBaetcs
CMMBOJIbHOE 3HAYEeHWe, COOTBETCTBYIOLWEee rpadmnyeckomy npeactaBaeHnto Koga. CUMBO/IbHBIN KOA,
MOXeT HbITb NONYYEeH C MOMOLLbIO CMEeLManM3MpoOBaAHHOIO CKaHepa WTPMUX-KOA0B.

Ecan y AOKYMeHTa NPUCBOEH LUTPUX-KOZA, €r0 MOUCK B CUCTEME MOMKET OCYLLECTBNAATLCA MO CBA3M
NOJIY4EHHOrO CO CKaHepa KoAa U Koaa, NPOMMCAHHOMO B KAPTOYKe AOKYMEHTA.
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r‘ BHumanme! E\ [=] @
e BeeguTe wrpuxkoa: 123456?890|

v [a A OTMEHUTE

PucyHok 63. ®opma BBOAA 3HAYEHUA LUTPUX-KOAA.

3anonHuUmMb KapmMo4Ky no aHasoz2uu c npedvioyweli

— an NOTOYHOM 3aNO/IHEHUN KaAPTOYEK TUNOBbIX 06beKToB Cncrtembl, gaHHble, yKa3aHHble B
nonAax npun npegbiaywem 3anoHEHUU, MOTYT 6bITb MCNONb30BaHbI NOBTOPHO. Bbi3oB onepauunun
npneoanUT K aBTOMaTU4YE€CKOMY 3aMNO/IHEHUIO nonew TeKyu.l,eﬁ KapTO4YKN OaHHbIMUH, NMOAYHEHHbLIMU
npu npeabiaywem 3ano/IHEHUMN.

MNpumeuanue. [lpu maxkom cnocobe 3anonHeHuUs, 3Ha4yeHus noaeli 6ydym nosHocMebo
npodybauposaHsl (omHocumenoHo npedobidyweli Kapmoyku), 3mo Kacaemca makxe nosnel
cmpoeoli udeHmuchukayuu, Harpumep, «Homep O0OKymeHma». [aa HedonyweHus 0ybauposaHus
3HauyeHull noneli cmpozol udeHmuguKkayuu, mpebyemcs py4yHas KoppekmuposKd. [lonyyeHue
aKmMyasbHO20 HOMepd OOKYMEHMA B03MOMCHO C MOMOWbIO (PYHKUUU «rosaydyeHue credyroujezo
HOoMepa OOKyMeHmMa».

ba3oBbl GYHKLMOHAN CUCTEMDI

Co30aHue Hoeol nanku

HoBas nmanka B 6M6AMOTEKE [AOKYMEHTOB CO343€TCA C LeNbl CTPYKTYPUPOBAHUA XpaHEeHUs
06beKTOB cuCcTEMbI. CTPYKTypa NanoK ABASETCA MepapXMUecKoi. Y Kaskaon nanku cCUcTeMbl, Kpome
KOPHEBOM, CyLLLeCTBYET POAUTENbCKAA NamnKa, KOTOpasa Ha3biBaeTCA — TOM.

Mepen pobaBneHMem HOBOW ManKu, B CTPYKType BUBAMOTEKN OOKYMEHTOB HeobxoAMMO Bblb6paThb
poauTeNbCKyto nanky (PucyHok 64).

=~ | BWBNWOTEK3 AOKYMEHTOR
[ Norosopsl
[ OTYeTHl

) OTckanMpoBaHHEI QoKYMEHT
A NMWuyHble nanku
£ Homenwnatypa
¥ DUNETPLI

A v

2 Wabnowsl

PucyHok 64. lepeBo AOKYMEHTOB C Bbibopom nanku "Jorosopbl".

MpumeuaHue. B npusedeHHoMm npumepe nanka bydem dobasneHa sHympbs moma «bubauomeka
O0KyMeHmMos».

HenocpeactBeHHoe Aob6aBAeHME NANKM BOSMOXKHO Tpems cnocobamm:
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e C ucnonb3oe8aHUeM OCHOBHO20 MEHIO — B [N1aBHOM OKHe CUCTeMbl BblIOpPaTb MYHKT MeHIo:
«0O6o3pesamerns -> Cozdame -> lanky...».

e C ucnonb3oeaHuUeM KOHMEKCMHO20 MeHI0 nanku depesa o06beKmMoe8 — HaxaTb NpaBylo
KHOMKY MbILUM HA NanKe ANA BbI30Ba €€ KOHTEKCTHOIrO MeHH. BbibpaTb B KOHTEKCTHOM MEHHO
NyHKT: «Co30ame -> [lanky...».

e Haxxamuem pyHKYUOHAnbHOU Knasuwu «F7» Ha Knasuamype.

BHe 3aBMcMMOCTM OT BbIBpaHHOro cnocoba co3gaHusa Nanku, cuctema otobpasuT AMaNoroBOe OKHO
C NpeanoXKeHWeM BBECTU Ha3BaHWE HOBOW nanku (PUcyHok 65).

_-f.‘-,ﬂ,oﬁaanewenamm EI =] @

o Beegute uMA: | KaHUENADWA

w [a A OTMEHWTB

PucyHoK 65. [lnanorosoe OKHO yKa3aHMA UMEHU NankMu.

MpumevaHue. Ha 00HOM yposHe uepapxuu He moxem b6bimb 08yX MNAMNOK C OOUHAKOBLIM
HaszsaHueM. pu nonbimKke 006a8UMb 0OHOUMEHHYIO Nariky, cucmema ebleo0um yeedomsaeHue: «B
O0aHHOU narnke yxe umeemcs nanka ¢ makum umeHem!».

Mocne noaTeepskaeHUA (HaskaTme KHomku «/Ja»), B 6MbanoTeky AoKymeHTOB byaet gobasnieHa
HoBas nanka (PucyHok 66).

- BMBNMOTEKE AOKYMEHTOR
> [Noroeopel

- KaHuenapwa

=~

OTueThl
L] w
#~| OTCKaHWPOBEHHLIA SOKYMEHT
£ NMyHBlE MankK

P
P 5 HoMewknatypa
b5 @unstp

P

2 Wabnomsl

PucyHoK 66. OTobpaxeHune no6asneHHoN nankmn «KaHuenapma» B gepese JOKYMEHTOB.

Co30aHue Hoeoli Kapmo4Ku 6e3 0oKymeHma

KapTouka - CTpyKTypa ANA XpaHeHus aTpubyToB 0O6bEKTa cucTembl. B cucTeme KapTOuKa MOXKeT
COOTBETCTBOBATb  KOHKPETHOMY OOBbeKTy (Hanpumep: AOOKYMEHTY, HOMEHKnaType) wau
CyLLECTBOBATb CAMOCTOATE/IbHO.

MpeaBapuUTeNbHO, B CTPYKTYpe BUBANOTEKM AOKYMEHTOB HEOBXOAMMO BblbpaTh Namnky, B KOTOPOW
byaeT pasmelleHa HOBasA KapTouKa.

MpumeyvaHue. Co30a8ameb HOBblE KAPMOYKU MOXCHO 8 tobol narnke, Kpome moma.

Mocne BbiIbOpa Nanku, KAPTOUYKY MOXKHO CO34aTb OAHUM U3 Tpex CNocobos.:
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e C ucnonb3o08aHUeM OCHOBHO20 MEHIO — B [NTaBHOM OKHE CUCTeMbl BblOpPaTb MYHKT MeHIo:
«0O6o3pesamerns -> Coz30ams -> KapmouKy 6e3 0oKymeHma...».

e C ucnonb3oeaHuUeM KOHMEKCMHO20 MeHI0 nanku depesa o06beKmMoe8 — HaxaTb NpaBylo
KHOMKY MbILUM HA NanKe ANA BbI30Ba €€ KOHTEKCTHOIrO MeHH0. BbibpaTb B KOHTEKCTHOM MEHO
NYHKT: «Co30ameb -> KapmoyKy 6e3 00KymeHma...».

e Bbibopom Oelicmeusa Ha NaHeaAU UHCMPYMEHMOB8 — HaKaTb KHOMKY D («co30ame Hosyro
KapmoyYKy») Ha NaHeAN NHCTPYMEHTOB r/1aBHOIO OKHa.

Mpu nobom crnocobe co3paHus, Ha cneaylowem 3Tane, cuctema OTobpasuMT OKHO MacTepa
«co30aHuA Hosol KapmouKu 6e3 0oKymeHma» (PUcyHok 67).

A Cozganue HoBo i KapTodkn Ges gokyMeHTa E\ = @
BeeguTe HazBaHWE KapTOYKM:

HOBLIA AOKYMEHT
BulfepuTe NyTk 40 Nank, B KOTOPYK CNeayeT NOMecTUTE KapTouKy:

/BUBNMOTEKE AOKYMEHTOR/KaHLenApua
KonM4ecTED KapTouek 1 z

COZ0aTE KaPTOUKY Ha OCHOBE KaPTOUKWM APYroro AOKYMeHTa

' C030aTk A OTmeHa

PucyHok 67. OKHO CO34aHUsi HOBOM KapTOYKKM 6e3 AOKYMEHTA.
B none «Bsedume Ha3eaHUe KAPMOYKU» YKa3biBaeTCA HAMMEHOBAHNE KapPTOUKMW.

B none «Bbibepume nymes 00 nanku, 8 KOMopyko caedyem nomMecmums KapmoykKy» yKasblBaeTcs
MepapXmMYecKoe pPacrooKeHME KApTOUYKM B BubAMOTeke AOKymeHTOB. Ecam nepep cosgaHvem
HOBOM KapTOYKM, Namnka Ansa ee pasmelleHus He bbina BbibpaHa, BbIGOP MOXKHO OCYLLECTBUTL Ha
[laHHOM 3Tane.

[Nna yKasaHWA pacrnonoXeHua KapTOYKKU, HeObXO4MMO HaxKaTb KHOMKY | * . B OTKpbIBLIEMCA OKHO
HaBuratopa 6ubaMOTEKM AOKYMeHTOB (PucyHOK  68) nosb3oBaTtesnb BblbMpaeT nanky Aans
pa3meLLeHMA HOBOM KapTOUKM.
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_ra‘ BblﬁEpHTE pacnono¥eHNE CO3A3E3EMOTD JOKYMEHTE EI@

& Petrov (Metpos NeTp NeTposny)
i BMONMOTEKE AOKYMEHTOR
- Oorosopsl

2015
P> 2016
[» 2017
2018
42019
I OTYeTsl

+, HaliTn " BufipaTe A OTHeHa

PucyHok 68. OKHO BbI6Opa pacnonoXKeHUsA HOBOW KapTOYKM B CUCTEME.

B none «Kosuyecmeo Kapmoyek» YKa3blBaeTCA KOAMYECTBO OAHOBPEMEHHO CO343BaeMblX
KapTouek.

MpumeyanHue. HermocpedcmeeHHoe 3anoHeHUE Kapmo4eK 8binoaHAemcs nocaedos8amessbHo.

Mone «Co30amb KApmMo4Ky HA OCHOBE KAPMOYKU Opyeo20 OOKYMeHma» NpeayCMOTPEHO ANs
HbICTPOro co3aaHMA OAHOTUMHbIX KapTo4yeK. MpKn yCTaHOBKE 3HAYEHUA NOA, HOBaA KapToyKa byaer
3aMoJ/IHEHa TEMMU Ke 3HaYEeHUAMM, YTo 1 6a30Bas KapTouKa.

Ona ykasaHusa 6a30BOM KapTOYKM AOKYMEHTA HEOOX0AMMO HaxKaTb KHOMKY | *| 1, B OTKpbIBLUEMCS
OKHe HaBuratopa 6ubanoTekn AokKymeHToB (PMcyHOK 69), BbiIbpaTb AOKYMEHT, KapTOUYKa KOTOPOro
[0J1’KHa cTaTb 6a30BOM.

_f..' BblﬁEpHTE HC)(OAHbIﬁ ACKYMEHT AnA CO0343HWA HOBOTD AOKYMEHTE EI@

- EWONMOTEKE QOKYMEHTOR
~ . [oroeopsl
2015
2016
b 2017
2018
P 2019
I OTuets
=) OvckaHuposankLil gokymenT
P& Nuudeie nank
b ¥ wabnonw

+, Haiitn ' Buifpate A OTMeHa

PucyHok 69. OKHO Bblbopa 6a30BOM KapTOUKM.
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Mocne ykasaHMA NapameTpoB CO34aHMNA HOBOM KapTOYKKU, HEOOXOA4MMO HaxKaTb KHOMKY « Co30amb»,
OKHO MacTepa byaeT 3aKpbITO, @ N0 yKazaHHOMY NyTu ByaeT nobaBneHa HOBasA KapToyKa U NOABUTCA
OKHO ee pefaKkTnuposaHua (PucyHok 70).

_ra.' KEPTDHKE AOKYMEHTE EI@

1
O6wKne ceeneHUA | PaboTta © opuriHanamk | KodTpone | CeAsw

Ir
HauMeHoBaHKe:

THN GOKYMEHTE: v
Homep: [aTa AoKyMeHTa: e == || B

Tr
MNpuMedaHwe:

[ara perncrpaumm: . [ata cozgaHua: 09.04.2019 _ =
Oata MoguEuKaLmm: e
ABTOD K3pTOUKMH: CUCTEMHBIR AQMUHUCTPATOP
[H notasute K OTtMeHa

PucyHok 70. OKHO peaaKTopa KapTOYKK.
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Co30aHuUe Ho8020 OOKymMmeHMa

Mepen co3faHMem AOKYMEHTa Heobxogumo Bbl6paTb Mamnky cUcTeMbl (MM NeperTn B Nanky), B
KOTOPOW NpeanosaraeTca pa3mecTuTb HOBbIM AOKYMEHT.

Mpumeyanue. Co30as8ame Hosblie OOKYyMeHMbl MOXCHO 8 1060l narnke, Kpome mMoma.

[LOKyMeHT co3aaeTca B macTepe «C030aHUA HOBbIX OOKYyMeHMos» (PUCYHOK 71) , KOTOPbIA MOXKHO
BbI3bIBaTb HECKOIbKMMM Cnocobamu:

e C ucnonb3oeaHUeM OCHOBHO20 MEHI0O — B TIAaBHOM OKHE CUCTEMbI BbIGpPaTb MYHKT MEH!O:
«0O6o3pesamerns -> Coz0ame -> [JoOKymeHm...».

e C ucnonb3oeaHuemM KOHMEKCMHO20 MeHI0 nanku depeea o6beKmMoe8 — HaxaTb NpaBylo
KHOMKY MbILIW Ha Nanke gAA Bbl30Ba €e KOHTEKCTHOTO MEHIO U BblbpaTb NyHKT: «Co30ame ->
JdokymeHm...».

e Bolibopom Oelicmeus Ha nNaHeaAU UHCMPYMEHMOB — HaXKaTb KHOMKY («co30ame Hoewili
O0OKyMeHMmM») Ha NaHen MHCTPYMEHTOB INaBHOMO OKHa.

e Haxcamuem Ha knasuamype kombuHayuu knasuw Shift + F4.

_r».' COB,D,EHHE HOBOTO 40Ky MEHTE EI El @

BEeMTe HazBaHMe [QOKyMEeHTa:

Srnac-Coht

BuifiepuTe MyTe 40 Mank, B KOTOPYHW CNefyeT NOMECTHTE AOKYMEHT:

JEWBnMoTeKa nokyMenToe/ Jorogopel/2019 ]
BuifiepuTe THN CO303EaEMOr0 AOKYMEHTa:

OokyMedT Microsoft Word

HokymenT Microsoft Excel

HowyMenT Microsoft PowerPoint

MpOCTOA TEKCTORLIA AOKYMEHT

HokyMeHT PDF (Ha ocHoee Habopa vzobpaserui)

HokymedT PDF (Ha ocHose Habopa PDF)

HowyMenT Microsoft Word (Ha ocHoBe Habopa waobpamxeHnii)

[efcTene nocne CosgaHns: OTKDLITHE OOKYMEHTE Ha DedakTHPOEaHKE v

C030aTk AOKYMEHT Ha OCHOBE APYroro A0KyMeHTa

CKONWPOBATE KapTOYKY LOKYMEHTa

" Co30aTe A OTMeHa

PucyHok 71. OKHO macTepa co34aHunA HOBOro AOKYMEHTa.

MpumeyvaHue. Bu3yasbHO macmep «C030aHUA HOB020 OOKYMeHMA» HanomuHaem «macmep
€030aHUSA HOoBOU KapmoYku» (PucyHoK 67), HO CHabxeH 00NnoaAHUMENbHbIMU MOAAMU. IMO C8A3AHO
¢ mem, ymo OobasneHue HOB8020 GOKyMeHMAa cocmoum u3 08yX 3maros: HernocpeodcmeeHHoe
co30aHue 0oKymeHma u dobasneHue e20 KAPMOYKU 8 cucmeme.
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B none «Bsedume HazeaHue OOKYMeHmMa» yKa3blBaeTca HAMMEHOBaHWE CO34aBaeMOro AOKYMEHTa.

B none «Bobibepume nymoe 00 nanku, 8 KOMopy cnedyem nomecmumes OOKYyMeHM» YKa3blBaeTCs
MepapxmMYecKkoe pacnosioXKeHne AOKyMeHTa B bubnumoTteke aokymeHToB. Ecan, nepes cosgaHvem
HOBOrO AOKYMEHTa, Nanka Aas pasmelleHns He bblsia BbibpaHa, To ee BbIOOp MOXKHO OCYLLEeCTBUTb
Ha AaHHOM 3Tane.

YKa3aHue pacrosioKeHua HOBOro AOKYMEeHTa OCYLLEeCTBASETCA B OKHe oTobparkeHus 6ubanoTteku

LLOKYMeHTOB (PUCYHOK 72), KOTOpOE Bbi3bIBAETCA HaXKaTMEM Ha KHOMKY L= .

X Bu GepuUTE pacnoNoXEHNE CO343EAEMOT0 JOKYMEHTE EI @

A Petrov (Metpoe MNeTp neTpoBuy)
~ BMBAMOTEKE LOKYMEHTOR
~ Joroeopsl

2015
[» 2016
[» 2017
2018
~ 2019

[» OTyeTsl

. Haitu " BulfpaTe A OTMeHa

PucyHok 72. OKHO BbI6Opa pacnonoXKeHUsa AOKYMEHTA B cUCTEME.

[na noaTeepXKAeHUA YKa3aHHOMO Pacno/iIoKeHUA, HEOBX0AMMO HaxKaTb KHOMKY «Bbibpame». Mocne
3TOro, B Nose «nyme 00 nNanKku» otTobpasnTca nepapxmudecknin NyTb A0 0ObEKTA B cUCTeME. YPOBHMU
nepapxmu B nNose pasgeneHbl CMMBoIOM «/» (cnew).

Ecnu nepepg, pobaBneHMem HOBOro AOKYMeHTa Narnka bbina BbibpaHa, B nose oTobpaykaeTtca nyTb 40
Hee.

B none «Belibepume mun co30asaemoz20 OOKYMeHMa» yKasblBaeTca TUM OOKyMeHTa. B cnucke
BbI6Opa NepeyncNaoTCA OCHOBHbIE TUMbl AOKYMEHTOB, A1 KOTOPbIX B CUCTEME 3aperncTpmMpoBaHbl
COOTBETCTBYIOLLME MPUNOMKEHUSA.

Mo YMOIYAHUNIO, OOKYMEHTbI PEAAKTUPYIOTCA B CheAyHWnX npuioKeHnax:

o JlokymeHm Microsoft Word — nyctoii wabnoH TekcTtoBoro gokymeHTa MS Word n3 naketa
MS Office.

e JlokymeHm Microsoft Excel — nycto wabnoH anekTpoHHoM Tabanubl MS Excel U3 naketa
MS Office.

o JlokymeHm Microsoft PowerPoint — nyctoli WwabnoH npesentaumnm MS PowerPoint n3 naketa
MS Office.

e [Ilpocmoii mekcmoesili 0oKymeHm — wabnoH NpPOCTOro TEKCTOBOrO AOKYMEHTa, ANA
pefaKTMPOBAHMA CTaHAAPTHBIM TEKCTOBLIM PeaKTOPOM OMepPaLMOHHOM CUCTEMBI.
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e Jlokymenm PDF (Ha ocHose Habopa u3obpaxceruli) — co3pgaHue pAoKymeHTa PDF
BHYTPEHHMMM MEXaHM3MaMM CUCTEMbl Ha 6ase W306pa*KeHWi, pPacrnosIoXKEHHbIX Ha
JIOKa/NIbHOM AMCKe MoJib30BaTeN .

e [flokymeHm PDF (Ha ocHoee Habopa PDF) — co3paHve pokymeHTa PDF BHyTpeHHUMM
MexaHM3MaMMn cucTembl Ha 6ase ¢ainos PDF, pacnofioXKeHHbIX Ha /I0KaNibHOM fAUCKe
nosb3oBaTens.

o [flokymeHm Microsoft Word (Ha ocHoee Habopa u3obpaxceHuli) - co3aaHne goKymeHTa MS
Word Ha 6a3e 1306parkeHWni, pacnoNoXKeHHbIX Ha JIOKabHOM AUCKE NONb30BaTeNA.

B none «,ﬂedcmeue rnocne co30aHUA» YKa3blBaeTCA ,Cl,el;'lCTBMe, KOTOpOe A0/13KHa BbINOJIHUTDb
cncrtema nocne Cco3gaHnAa JOKyMeHTa:

e OmKpbimue OOKymeHmMa Ha pedaKmupoeaHue — [OOKYMeHT 6yaeT OTKpbIT B
COOTBETCTBYIOLLEM MPUIOKEHUN B PEXMME PeAaKTUPOBAHMA.

e OmKpbimue OOKyMeHMA HA MPOCMomp - LOKYMEHT OyAeT OTKPbIT B COOTBETCTBYOLLEM
MPUNONKEHUUN B PEKUME UTEHUA.

e  OmKpbimue Kapmo4Ku — 6yaeT OTKPbITA KAPTOUKa AOKYMEHTA B PeXnme peaakTUpOoBaHuA.

Mone «Co30ameb OOKymMeHM HA OCHose Opyz2020 OOKymMeHmMa» npefHasHadeHo ana 6bicTporo
CO34aHMA OOHOTUMHbLIX AOKYMEHTOB. lMpW yCTaHOBKE 3HAYEHWs NOAA, HOBbIM AOKYMeHT bypet
CO34aH TOro e TUNa 1 fobasneH B Ty e NankKy, YTo U AOKYMEHT, yKa3aHHbIN B KayecTee 6a3oBoro.
Mpwn YyCTaHOBKE 3HAYEHWA MONA, CTAHOBWUTCA [OCTYMHbIM nosne «CKOMuposamoe Kapmouky
doKymeHma» v Bblbop 6a30BOro 4OKYMeHTa (Ha OCHOBE KOTOporo byaeT co34aH HOBbIN AOKYMEHT).

Mone «Ckonupogams KAPMO4Ky OOKyMeHmMa» No3BONSAET CO34aBaTh Ha 6a3e OCHOBHOrO AOKYMEHTa
He TO/NIbKO HOBbIA AOKYMEHT, HO MU ero KapTouKy. 3HayeHMs Noael KapTOYKM HOBOrO AOKYMEHTA
6yAyT NONHOCTbIO KNOHMPOBATb MNOA KAPTOYKM 6A30BOro AOKYMEHTA.

YKasaHue 6a3oBoro AOKYMeHTa OCYLWEeCTBNIAETCA B OKHE HaBWUIraTtopa 6nbnnotekn AOKYMEHTOB

(PrcyHOK 73), KOTOPbIM BbI3bIBAETCA HAXKAaTUEM HA KHOMKY | * /.

r! BblﬁEpHTE MCXOAHEIA ACKYMEHT 4NA CO0343HWA HOBOTD AOKYMEHTA EI@

- BMBMOT 8K ADKYMEHTOB
=~ | [orosopsl
2015
P> 2016
[» 2017
2018
[» 2019
[ OTUETH
| OTCKaHWPOBAHHBIA LOKYMEHT
P 18 Nuudsle nankm
b ¥ wabnoww

4 Haiitn « BulDpaTe A OTMeHa

PucyHok 73. Bbibop 6a30BOro A4OKYMeHTa.
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Mocne HaxkaTuA B MacTepe KHOMKK «Co30amb» HOBbI AOKYMEHT OTObOparKaeTca B AepeBe 0ObEKTOB
N 6yaeT OTKPbIT B COOTBETCTBYIOLLEM MPUNOKEHUN B PEXUME PEeAaKTUPOBAHMA WU YTEHUA, B
3aBMCUMOCTU OT BbIBpPAHHOro AeicTBUS Nocse co3gaHua danna.

MpumeyaHue. [lpu ebibpaHHom Oelicmeuu «OmkKpbimue Kapmouku», bydem omKpbima mosbKo
Kapmo4ka 00KymeHma.

Ecan, npu co3gaHnm, AOKYMEHT Bbl/l OTKPbLIT Ha peAakTMpoBaHMe, B AepeBe 06beKToB OH byaer

OTMEYEH KaK AOKYMEHT «8 pabome» 1 NpoMapKMPOBaH 3HAYKOM "5 (3amoK). OTMeTKa 03Hayaer,
YTO B TEKYLUNIA MOMEHT AOKYMEHT 3a6/1I0KMPOBAH 1 APYroi NoAb30BaTe/lb CUCTEMbI HE MOXKET B35Tb
€ro Ha pegaKTUpOoBaHMe.

Mocne 3aBeplUeHUA pPeaaKTUPOBAHMA, AOKYMEHT HaAo COXPaHUTb W 3aKPpbiTb MPUNOXKEHUE, B
KOTOPOM BbIMNONIHANOCH PeAaKTUPOBaHKe.

Bo3BpaT AOKYyMeHTa «U3 pabombi» BO3MOMKEH HECKONbKMMUK cnocobamu:

e C ucnonv3oeaHueM OCHOBHO20 MEHI0 — BblOpaTb AOKYMEHT B [epeBe LOKYMEHTOB U
BbIBpaTb NYHKT MeHI0: «0Obo3pesamerns -> [1pasKa -> BepHymb U3 pedakmupo8aHUA».

e C ucnonv3oeaHueM KOHMEKCMHO20 MeHI0 O0OKymeHmMa 6 depese 06beKmMoe — HaXKaTb
MPaByH KHOMKY MbIWWN Ha AOKYMEHTe B AepeBe 0ObEKTOB U, B OTKPbIBLUEMCA KOHTEKCTHOM
MeH0 06beKTa, BbIbpaTb NYHKT « BepHymMb U3 pedaKmuposaHUa».

¢ Ha naHenu MHCTPYMeHTOB — BbIOPaTb LOKYMEHT B AepeBe 0O6BbEKTOB U HaxKaTb KHOMKY ~
NaHenn MHCTPYMEHTOB.

Mpwn nobom cnocobe Bo3BpaTa AOKYMeHTa «u3 pabomel», CUCTEMA BblAACT AMA/NIOTOBOE OKHO
KOMMEHTapUa K BEPCUN JOKYMEHTA, B KOTOPOM HEOBX0A4MMO YKa3aTb CyTb BHECEHHbIX N3MEHEHUN
(PvcyHok 74).

-* Beegure KOMMEHTApPHIA K BEEpCHN EI@

KomMmeHTapui (<2500 cuMeonoe):

He oTofpaaTe 3TOT AManor 8 Cleayloumii pas

w  [pUHATE " He yKazblEaTk A OTMeHa

PucyHok 74. OKHO KOMMEHTUPOBAHMA BEPCUM JOKYMEHTA.

Mpw KenaHun, MOXKHO He YKa3blBaTb KOMMEHTAPUIN, B 3TOM C/ly4aeT HEOBXOAMMO HaXKaTb B OKHe
KHOMKY «He yKa3zbisamo».

Mocne 3aBeplUeHNs AaHHOW onepaumm AOKYMEHT byaeT co3aaH B cucteme.
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Co30aHue 2pynnbl 00OKyMeHmMoe

MexaHM3M co34aHus Tpynnbl AOKYMEHTOB MpeAHasHayeH Ana OAHOBPEMEHHOro COo34aHusA
HECKO/NIbKUX OAHOTUMHbIX AOKYMEHTOB B cucTeme. lNpouecc co3aaHma rpynnbl JOKYMEHTOB CXOXK C
NPoLeccom Cco3ZaHMA HOBOro AOKYMeHTa (rnaBa Tekywen AoKymeHTaumum «Co3gaHue HOBOro
AOKYMEHTa»), HO UMeeT pAL OTANYUNA.

Mepen co3gaHuem rpynnbl 4OKYMEHTOB HEOBXOAMMO BblIOpaTb MamnKky cuctembl (MNM nepenTn B
narnky), B KOTOPOM NpeAnonaraeTca PasmecTuTb HOBbIE JOKYMEHTbI.

Mpumeyanue. Cozdasame epyrny OOKYMeEHMO8 MOXCHO 8 At0boll nanke, Kpome moma.

lpynna AOKYMEHTOB CO3[3eTcs NoCnefoBaTesibHO, B MacTepe «C030aHUA HOB8020 OOKYMeHma»
(PucyHok 75) . inna Bbl30Ba MacTepa HEOH6XOAMMO BbINOIHUTL OAHO U3 AENCTBUN:

e C ucnonb3oeaHuUeM OCHOBHO20 MEHI0O — B TITAaBHOM OKHE CUCTEMbI BbIOpPaTb MYHKT MEH!O:
«060o3pesamens -> Co30ame -> [pynny O0OKyMeHmMos...».

e C ucnonb3osaHueM KOHMEKCMHO20 MeHI0 nanku depeea o6beKmMoe8 — HaxaTb NpaBylo
KHOMKY MbILUM HA NanKe ANA Bbl30Ba €€ KOHTEKCTHOrO MeHH. BbibpaTb B KOHTEKCTHOM MEHO
NyHKT: «Co30ame -> [pynny 00KymMeHmos...».

_-.r-." COEUJ,EHHE HOBOTD JOKYMEHTA EI = @

BeeMTe HasBaHME [JOKYMEHTa:

HoBwli AoKyMeHT
BuifiepuTe MyTe 40 Mank, B KOTOPYHW CNefyeT NOMECTUTE AOKYMEHT:
JBHBnMoTEKa nokyMeHToB/ KaHUuenapuaA ]
BriDepuTe THN COZ03BAEMOrO AOKYMEHTa:

HokymeHT Microsoft Word

OokyMenT Microsoft Excel

HowyMenT Microsoft PowerPoint

MpoCToid TEKCTORLIA AOKYMEHT

HokyMedT PDF (Ha ocHose Habopa wzobpascenui)

HokyMenT PDF (Ha ocHose Habopa PDF)

OokyMeHT Microsoft Word (Ha ocHoBe Habopa wzobpameHnii)

KONWUecTEO AOKYMEHTOB 3 -

CKONWPOBATE KapTOYKY LOKYMEHTa

' Co30atk A OTMeHa

PucyHok 75. OKHO macTepa co3gaHuA rpynnbl AOKYMEHTOB.

NHTepdeic macTepa aHaIorMuYeH mactepy «co30aHUs Ho8020 00KyMeHmMa» (PUCyHOK 71), HO B HEM
NPUCYTCTBYET A0MNOJIHUTENbHOE none «Koauyecmeo OOKymMeHmog», B KOTOPOM HeobxoAumo
YKa3aTb KOJIMYECTBO AOKYMEHTOB, KOTOpoe ByAeT 0AHOBPEMEHHO CO34aH0 B POAUTENbCKOM Marnke.

MpumeyaHue. B macmepe co30aHUsA epynnbl OOKYMeHmMo8 omcymcmeyrom noas: «/felicmeue
nocse co30aHua» u «Co30amb OOKYMEHM HA OCHo8e 0py2020 OOKYMeHMa», 3mo C8A34HO C MEM,
Umo npu Cco30aHUU 2pynmbl HE [pPoucxooum OmKpbimus OOKYMeHMOo8 Uu7Au KapmoyeKk Ha
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pedakmuposaHue u 2pynna OOKYMeHmMos He Moxem b6bimb yHACn1eo008aHA OM KAKO20-1ubo
cyuwecmeyrowie2o 00KymeHma.

Mocne HaxaTna KHonKM «Co30ame», OKHO MacTepa OyAeT 3aKpbITO U OTKPOETCA OKHO pefakTopa
KapTO4YKM NepBoro AoKymeHTa (PUcyHoOK 76).

-'! Ka PTONKS AOKYMEHTE EI@

OBwwe ceeneHnA | Pabota c opurHanamn | KonTpone | CBAzw

Tr
HaumeHoBaHWe:

Tun QOKyYMeHTa: BHYTpEHHKME ~ MogTun SoKyMeHTa: Loroeop w
Homep: 0-2019-0001 [ara foKyMeHTa: e oE| || 3
[aTa ZaKnyeHna: e = | 3

Tr
MpuHeuaHue:

[ata perncrpaluuu: . Narta coznaHuRA: 09.04.2019 _
Hata mogudmnkaumum: . i
ABTOp KApTOUKH: CMCTEMHBIA ALMUWHUCTPATOP
= DobaenTe A OTMeHz

PucyHok 76. OKHO pefaKTopa KapTOYeK B pexXmnme CO34aHUA rpynnbl JOKYMEHTOB.

MpWn 3anoNHEHUW KapTOYKM [AaHHbIMM HEOBXOAMMO Y4uuTbIBaTb, YTO 3HauyeHMA nonen byayt
npoAaybAnpoBaHbl B KapTOYKE Ka)KAOro M3 OOKYMEHTOB rpynnbl. Ecan HeobxoAMmo yKasaTb
YHUKaNbHble 3HaYeHUA B KapTOUKe AOKYMEHTA rpynnbl, NOCAe 3aBepLieHMs CO34aHUA AOKYMEHTOB,
TpebyeTca pyyHOoe pegakTUPOBaHME KapTOUKM.

MpumevaHue. Ecau Ha OaHHOM smarne o0a16308amMesnb 8 OKHE PedaKmopa KapmoYKU Hammem
KHOMKy «OmmeHa», npouecc co30aHus eceli 2pynibl 00KymeHmos bydem ommeHeH.

Mocne HaxatTua KHoMKW «Jobasumb» B pefaKTOpe KapTOYKWM, CUCTEMA aBTOMATMYECKM €O34acT
HOBble LOKYMEHTbI M MOMECTUT UX B BbIOpaHHY Manky. HasBaHMA AOKyMeHTam 6yayT NpUCBOEHDI
Ha OCHOBAHWM 3HAYeHWAa nons «Bsedume HazeaHue OOKYMeHMA» MacTepa CO34aHWA Fpynmnbl
AOKYMeHTOB. CxeMa MUMEHOBaHMA LOKYMEHTOB BbIrIAAMT TaK: 3HaYeHMe nons «Bsedume HassaHue
O0KyMmeHmMa» + NopsaaKoBbIN HOMEP AOKYMEHTa B KPYr/ibIX CKOOKax.

B oT/inumMe oT mexaHM3Ma co34aHMA eAMHUYHOTO AOKYMEHTA, NOC/e CO34aHUsA rpynnbl LOKYMEHTOB,
cooTBeTcTBYOWME UM dannbl, He ByayT OTKPbITbl HA PeAAKTUPOBAHME B CTOPOHHUX MPUNOKEHUSAX.
PepakTMpoBaHMe [OKYMEHTOB MNO/b30BATE/Nb OCYWECTBAAET Bpy4yHyt. [MoapobHo npouecc
penaKkTMPOBaHMA ONMCAH B TEKYLLEN AOKYMEHTaLMmM B rnase: «PegaktnpoBaHue JOKyMeHTa».
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Co30aHuUe HomMeHKaamypeol

B pamkax cucTembl, HOMEHKNATYpa ABAAETCA 060C061EHHBIM TUMOM KapTOYKM, He Basupytowemca
Ha OOKyMeHTe (daline), NnosaToMy MpouUEecC CO3L4aHMA HOMEHKNATYpPbl CBOAWUTCA K Peructpauuu B
cUCTEME KapTOoUuKM TUNa «HomeHKnamypa».

Bce KapTouku TMNa «HoMeHKAamypa» pacrnonaratoTca B AepeBe 06bEKTOB B CNeLManm3npoBaHHOM
Tome «HomeHknamypa» (PucyHok 77).

P BHONMOTEKS A0KYMEHTOE
P 1A NuyHbe nank

= HomMeHKknaTypa

=

¥ MUAETPLI
b T Wabnonw

PucyHok 77. [lepeBo 06beKToB, Tom "HomeHKnatypa".

MpumeyaHune. Co3zdaHuUe Kapmouyek HOMEHKAAMyp OO0CMYnHO [0a6308aMEAAM CUCMEMDb,
umerouum docmyn K narnke « HomeHkaamypa».

Mepen co3paHMemM HOBOW HOMEHKNATYPbI, HEOBX04MMO BbIGpPaTb NanKy B Tome «HomeHKaamypa»,
B KOTOpOW ByaeT pacnonaraTbCA CO34aBaeMasn KapTouKa.

[obaBneHne KapToUYKM BO3MOKHO Tpems cnocobamu:

e C nomMouwblo OCHOBHO20 MEHIO 2/108H020 OKHA cucmemMbl — NYHKT MeHto « 06o3pesamens ->
Co3dameb -> HomeHKaamypy...».

e C nomMouwjblo KOHMEKCMHO20 MeHI0 NanKu depesa 06vEKMo8 — NYHKT KOHTEKCTHOrO MEHI0
«Co30ame -> HomeHKnamypy...».
e C nomoujbto naHesnu UHCMPYMeHMOo8 — KHOMKA =3 ha naHenu WNHCTPYMEHTOB.

BHe 3aBMcMmocTM OT cnocoba co34aHMA, Ha pefakTUpoBaHWe OyaeT OTKpbITa KapTodka
HOMeHKNaTypbl (PucyHoKk 78).

OKoH4aTenbHO KapToO4Ka ,ﬂ,06aBl1F|eTCFI B CUCTEMY NOCNE HAXATUA KHOMKK «CoxpaHumb».
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* Homencraryps =5 (Eon ==
¢t
Obwme | MepeyeHs
HoMeHknatypa gen oTgena kagpoe Ha 2019 rog Tr
HazeaHwe:
Tun fOKyMEHTa: BHYyTpEHHWE ~ MoaTkn QoKyMeHTa: ~
MpUHALNEXHOCTE: OCHOBHOE OTORNEHKE ~ HaumeH-1ne BMAE O0K-3: ~
MHaekc: 10 Ipud:
CpoK XpaHeHKWRA: [ata caguv B apxXMe: _ = %
Beog B geicTene: . | % 3aeepuweHne: . | %
CoaeTCA B 3pXMe: MNepexoqAWwas:
Tr
CTaTem:
Tr
MpUMeyaHua:
Homep: 3 [ata QoKyMeHTa: 10.12.2018 | %
(2 &E S « 33peruCTpUpoEaTh [H coxpanure A OTMeHa

PucyHoK 78. KapTO4YKa HOMEHKIATypbl.

Co30aHue 0oKymeHmMa Ha ocHoee wabsnoHa

lWabnoH — 3aroToBka MWAM 6AaHK CTaHAAPTHOrO AOKYMeHTa opraHusaumm. B wabnoHbl
CTPYKTYPMPOBaHbI U COAEPIKAT OCHOBHbIE, HEM3MEHHbIE AR AOKYMEHTOB B OpraHusauuun, 610KM,
HanpUMep: «LIanka», PeKBMU3UTbI».

MNpumeyvaHue. B cucmeme co3daHue u wabaoHO8 OOKYMEHMO8 pPa3peweHo 0/163080mMesam,
umerowum docmyn K momy «LLlab610oHbI».

Co3paHue wabnoHa He OT/IMYAeTCA OT CO34aHMA HOBOro AOKYMeHTa (pasgen «Co3gaHue HOBOrO
AOKYMEHTa» TeKywen [OOKyMeHTauuu), HO wabnoH moxKeT OblTb co34aH  TONbKO B
cneunannsnpoBaHHoOM Tome «LllabaoHbi» (PucyHoK 79).

J BMBNMOTEKE AOKYMEHTOR

A NuuHsle nanku

[

P

P |5 Homenknatypa
b 5 @unetpu

~

- WabnoHsl
b 2 Nonezoeatensckve wabnoHsl LOKYMEHTOB
B ¥ NMonszosatensckre walnosu nanok

B 8 CucreMHble wabnoHsl AOKYMEHTOR

PucyHok 79. [lepeBo o6bekToB, Tom "LLabnoHbI".

Monb3oBaTenb C nNpaBaMM  AAMUHUCTPATOPA CUCTEMbI  MOXKET HA3HAYUTb COOTBETCTBUE
CYLLECTBYIOLLErO B cUCTeMe WabnoHa AOKYMEHTY C onpeaeneHHbIMU 3HAYeHUAMM aTpubyTOB:
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«Tun», «lModmun», «[MpuHadnexHocmo», «HaumeHosaHue suda». llocne ycTaHOBKU COOTBETCTBUS,
y Mo/b30BaTeNs NOABAAETCA BO3MOXHOCTb aBTOMATMYECKM CO343BaTb AOKYMEHT Ha OCHOBe
wabnoHa, yKasaHHOro B cUCTEME A1A ONpeAe/ieHHbIX 3Ha4YeHUN aTpnbyTOB 3TUX NONE.

Npumep. Ecau 6 cucmeme 3apeaucmpuposaH wabaoH ¢ coomeemcmseuem — “OCHOBHoe
omoeneHue” u munom “BHympeHHUE”, mo 8ce nocnedyrouue OOKyMeHmbl 8 cucmeme C
aHA102UYHOU MPUHAGAEHHOCMbIO U MUNOM MOMXCHO OMKPbIBAMb U c030080Mb HO OCHOBE 3MO20
wabnoHa.

I'Ipou,ecc CO34aHMA noab3oBaTesiemM AOOKYMEHTa Ha OCHOBeE WwabnoHa HaymHaeTcs ¢ Bbl60pa B
cncrteme nankuy pasmeweHnAa HoBoro 40KymeHTa.

HeI'IOCpe,CI,CTBeHHO CO34aHNne BO3MOXKHO TpEMA cnocobamu:

e C nomMouwjblo OCHOBHO20 MEHIO 2/108HO20 OKHA cucmemMbl — NYHKT MeHto «06o3pesamens ->
Co3dame -> [JokymeHm Ha ocHose wabroHa...».

o C nomMouwibio KOHMEKCMHO20 MEHIO NanKu depesa 06vbeKmMoe — NyHKT KOHTEKCTHOrO MeHHo
«Co3dame -> [lokymeHm Ha ocHose wabsoHa...».
5
o C nomMowbio NaHenu UHCMPYMeHMO8 — KHOMKa —— Ha NaHenn MHCTPYMEHTOB.
BHe 3aBucMMoOCTM OT cnocoba cCo34aHMA, CUCTEMA OTKPOET PedaKTop KapTOYKU AOKYMEHTa, B

KOTOPOM MO/Nb30BaTeNlb YKa3blBaeT 3HAYeHWsa nonen: «Tun», «lodmun», «[1lpuHadnexcHocmMo»,
«HaumeHosaHue suoa».

MNocne HaxkaTna B penakTope KapToO4YkKM KHOMKKU ((COX,DGHumb)), cncrema, No 3agaHHbIM 3Ha4YeHNAM
noneﬁ, onpegennt CooTeBeTCTtBne AOKYMEHTa U wabnoHa AOOKYMEHTA. LWabnoH AOKYMEHTa 6y,a,eT
OTKPbIT B MNPUNOXKEHUN, 3aKpeNnNEHHOM ON1A peaaKTUpPpOoBaHUA wabnoHoB AaHHOTO Tuna.

NpumevaHue. LllabaoH onpedensemca 6 mMOM Cay4yde, ec/qUu 8 KApmMo4ke €030a8aemMozo
0oOKymeHma, 8 ampubymax nosaeli, cmoam 3HA4YeHUs, coomeemcmayrouue 3Ha4eHUAM ronel
wabsoHa.

Mocne coxpaHeHUs LOKYMEHTA, ero Heobxo4MMO BEpPHYTb M3 peruMma pesakTupoBaHuA. [aHHan
onepaumsa onucaHa B paszene «Co3gaHMe HOBOTO AOKYMEHTAY.
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JobaeneHue 0oKymeHma u3 cywecmasyrowe2o gatiina

[obasneHne pgokymeHTa u3 daina ucnonbayetca Npu HeoBXOAMMOCTM PerncTpaumm B cucteme
paHee co3faHHoro ¢aiina. [lobasnsaemoiii dpaitn BbIOGUpPAETCA HA SIOKANIbHOM WM CETEBOM OUCKE
NoNb30BaTENS, OrPAHMYEHUA Ha TUN U pasmep daiina OTCYTCTBYHOT.

Mepen fobaBneHnem AOKYMEHTa, HEOHXOAMMO BbIOPATL MAMKy €ro PacrnoNoKeHUs.
MNpumeuanue. [Jobasname 00OKymMmeHMbl MOXHO 8 n1tobyto Narnky, Kpome moma.
[obaBneHne OKYMEHTa MOYKHO BbINOJIHUTb HECKOJIbBKMMW cnocobamu:

e C uCnonb308aHUEM OCHOBHO20 MEHIO — B ITABHOM OKHE CUCTEMbI BbIBEPUTE MYHKT MEH!O:
«0O6o3pesamens -> Jobasums -> [JoKymeHM(bl) C 10KAAbHO20 OUCKQ...».

e C ucnonb3oeaHueM KOHMEKCMHO20 MEHI0 Nanku depeea obbekmoe — HaxaTb NpaBylo
KHOMKY MbILLM Ha Nanke A5 Bbl30Ba €e KOHTEKCTHOTO MeHH0. BbibpaTb B KOHTEKCTHOM MEHIO
NYHKT: «Jobasumes -> [JokymeHm(bl) € 10KAbHO20 OUCKA...».

v

e Bolibopom Oelicmeus HA NAHeau UHCMPYMEHMOB8 — Ha)KaTb KHOMKY
O0OKyMeHmM») Ha NaHe N MHCTPYMEHTOB rN1aBHOMO OKHa.

(«0obasume

BHe 3aBMcMMOCTM OT BbibpaHHOro cnocoba AobasneHus, oTobpasmTca oKHO obo3peBaTtena ¢aiios
onepaunoHHon cuctembl (PucyHok 80).
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PucyHok 80. BHewHui Bua ob6o3pesatens ¢paiinos onepaymoHHon cuctembl MS Windows.

B okHe 0603peBaTensa Nonb3oBaTeb BbiOMpaeT daiin, KOTopbin Heobxoanmo A06aBUTL B KaYecTse
AOKYMEHTa B CUCTEMY U HaXKMMAET KHOMKY « OMKpbImo».

Mocne Bblbopa ¢aiina, B cUCTeMe OTKPbIBAETCA OKHO KapTOYKM AoKymeHTa (PucyHok  81),
aBTOMATUYECKM CreHepupoBaHHOM ana pobasnAaemoro ¢anna. Kaptoyka AocTynHa ans
peaaKkTMpoBaHUA, a B none «HaumeHosaHuUe», NO YMONYAHUIO YKa3aHO Ha3BaHWe gobasnsemoro
danna.
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o KapTouka gokymeHTa EI@

%1
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[ara perncrpaumm: e [ata cozaaHua:
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PucyHok 81. KapTouKka B npouecce AobaBneHns JOKyMeHTa.

Mocne Ha*KaTmA KHOMKK «CoxpaHumb», AOKYMEHT 6y,£I,ET ,CI,06aBJ'IeH B CUCTEMY, @ OKHO KapTO4YKU
3aKpbITO.

JobaesneHue nanku ¢ 10KaaAbHO20 OUCKA

Ona 6bicTporo go6aBneHMA B CUCTEMY BCEX OOKYMEHTOB M3 ManKku Ha JIOKa/JibHOM (MK ceTeBOM)
ANCKE, MOXHO WCMNONb30BaTb MexaHu3m «dobaesneHua nanku». B npouecce pobaBneHus, B
CTPYKType 6ubnnoTekm AoKyMeHTOB ByaeT Bocco3gaHa CTPYKTypa AobaBnsemon nanku (noananku
N OOKYMeHTbI). [na Kaxaoro gobasnsemoro ¢aina (AokymeHTa) byaetr chopmmnpoBaHa KapToyKa
NOKYMEHTa.

ﬂ,06aBﬂeHMG nankun B CUCTEMY BO3MOXHO ABYMA cnocobamu:

e C ucnonb308aHUEM OCHOBHO20 MEHK — B I/TABHOM OKHE CUCTEMbI BbIBEPUTE MYHKT MEH!O:
«Ob6o3pesamerns -> [Jobasums -> [1anky ¢ N0KAAbHO20 OUCKA...».

e C ucnonb3oeaHuemM KOHMEKCMHO20 MEeHI0 nanku depeea o6beKkmos — HaxaTb NpaByto
KHOMKY MbILLM Ha Nanke ANA Bbl30Ba €e KOHTEKCTHOTO MeHH0. BbibpaTb B KOHTEKCTHOM MEHIO
NYHKT: «Jobasume -> [1anKy ¢ 710KAsbHO20 OUCKA...».

B okHe HaBuraTopa nanoK onepauMoHHOW cUCTEMbI HEOBXOAMMO BbibpaTb Manky, KoTopas byaer
nobasneHa B cucremy (PucyHok 82).
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PucyHok 82. Bbibop nanku B Hasuratope.

Mocne noaTBepXKAeHUsA AENCTBUS, cucTemMa OTOBPasUT AManoroBoe OKHO, npeaynperkaatoliee o
BO3MOKHOW A/IMTENbHOCTU onepaumMm U CyMmmMapHOM KosmyecTse aobasnsembix ¢annos (PucyHok
83).

Mpumeyanmne. Ha daumensHocmes npouyecca 0obasneHuUs NAnku eaUdem He MOsbKo pasmep U
Konuyecmso 0obasssembix aliios 8 ee cocmase, HO U CKOPOCMb KAHAAA CBA3U Mex oy
KAUEHMCKUM MpUsioXeHuUem U cepeepom cucmemeol.

-~ Brumanne! EI = @

MmMnopT nankk "C:\Temp\2019404", copepxawen 4 hainog, MOXeT NPOAAMTECA ZHAYNTENEHOE BPEMSA,
& TpebyeMoe ANA 33rpysKK LaHHLIX H3 Cepeep.
MNpogonuTe oNepaumo?

w 3 A OTMEHWTE

PucyHok 83. lMpeaynpexaeHue o napameTpax MMNopTa Nanku.

Mocne nonyyeHWs  noaTBep)KAeHWUAa  (Ha)kaTMe  KHOMKM  «/Jla»), HayHeTca  npouecc
HenocpeacTBEHHOro MMMoOPTa AOKYMEHTOB B cuctemy. O xoae npouecca MHGoOpMUpPYeT MHAUKATOP
BbINO/IHEHUSA UMMNOPTUPOBAHUS.

Mocne 3aBepuweHua aobaBneHMA nanku, byaeT OTKPbITa Ha pPeAakTUPOBaHME TUMOBAsA KapToyka
[OKYMEHTa. 3HaYeHWA Noaen, yKkasaHHble B AaHHOM KapTouKe, byayT npoaybivMpoBaHbl B KapTouKax
BCEX MMMOPTUPOBAHHbIX ZOKYMEHTOB Nanku.
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JlobaeneHue 00OKymeHmMa co ckaHepa

Cuctema noAAEpKMBAET BO3MOMKHOCTb HanpAmyr A06aBnATb AOKYMEHT CO CKaHMpYHLWero
yCTpoicTBa nonb3oBaTena. JaHHbli BapnaHT gobasneHua yaobeH, ecan y nonb3oBaTens Ha pyKax
MPUCYTCTBYET TONIbKO OPUrMHAN AOKYMEHTA Ha bByMarkHOM HocuTene. Mpu fobaBneHnun LOKYMeHTa
HanNpPAMYID CO CKaHepa He noTpebyeTcs BbINONHATL NpenBapUTENbHOE CKAHWPOBaHWE C
MPOMEXKYTOYHbIM COXPAaHEHMEM Ha IOKa/IbHOM AMCKeE.

MNepen nobaBneHnem AOKYMEHTa, HE0bX04MMO BblIOpaTh B CUCTEME MarKy ee pasmMmeLleHus.
HenocpeacteeHHoe aobaBneHWe AOKYMEHTa BO3MOXKHO AByMA cnocobamu:

e C ucnonb3oeaHUem OCHOBHO20 MEHIO — B INIaBHOM OKHE CUCTeMbl BblbepuUTe NMYHKT MEHIo:
«06o3pesamens -> [lobasume -> [JoKymeHm co cKaHepa...».

e C ucnonb3oeaHuemM KOHMEKCMHO20 MeHI0 nanku depeea o6beKmMoe8 — HaxaTb NpaBylo
KHOMKY MbILUM HA NAanKe ANA Bbl30Ba €€ KOHTEKCTHOrO MeHH. BblbpaTb B KOHTEKCTHOM MEHHO
NyHKT: «Jobasume -> [JOKyMeHmM co CKaHepa...».

Echm B cucteme ycnewHo oOO6HapyXeH CKaHep, MNOABWUTCA OKHO C WHAMKATOPOM npouecca
CKaHMpPOBaHMA NCTa AOKYMeHTa (PucyHok 84).

CunTelBaHWE C yCcTpoACTEE @
59 % 3asBepweHo
INNRRNNNENED
0 % 100 %%

OTMeHa

PucyHoKk 84. OKHO MHAMKAuMKM NpoLecca CKAaHMPOBAHMA INCTA.

Mpumevanune. [lpu omcymcmeuu CKaHupyoweao ycmpolicmea (Unu HEKOPPEKMHbIX e20

Hacmpolikax), npouyecc 0obasneHus byoem npepsaH UHGOPMAUYUOHHbIM coobuweHuem (PucyHoK
85).

2% Owmékal EI@

He yanocs NOgKIYMTECA K CKaHepY.
MoxxanyicTa, yoeauTecs, UTO CKaHep BKMKUYEH M KOPPEKTHO NOAKMKNYEH K KOMILKTEPY.

A 33KpHITE

PucyHok 85. MpeaynpexaeHne 0 HEBO3MOMXKHOCTM MOAKAOYEHUA K CKaHepy.

MNocne 3aBepweHna CKaHuWpoBaHUA, CUCTEMaA BblAaCT AOMANOToOBOE OKHO C MNpeanoXeHnem

NPOAO/XKUTb CKaHMpoBaHWe (PucyHoK 86), Bbibop AaHHOro AencTeusa nossonseTr A06aBuUTb B
CUCTEMY MHOTOCTPAHMYHbIN AOKYMEHT.
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NOMECTUTE MX B CKaHep W HaxMuTe 'da’.

He oToBpaxaTs 3TOT AgWanor B cnefylowmii pas

| ' Oa |

-‘ BHumaHwe! EI =
MpoSoMKHTE CKEHWPOEAHME JAHHOMD SOKYMEHTE?
ECnW SOKYMEHT COQEPMMT SONONHUTENEHEE CTPAHWLL,

Het

(]

PucyHok 86. [lnanorosoe OKHO CUCTEMbBI C NPeANOKEHNEM NMPOAOIKUTL CKAHMPOBaHMe.

Mpy HeOBXOAMMOCTU NPOAOIKEHUSA CKAHMPOBAHME C/IeAYHOLLEro IUCTA, NONb30BaTeNb HaXKMMaeT
KHOMKy «/a». HaxaTve Ha KHOMKy «Hem» NpUBOAMUT K 3aBEPLUEHUIO CKAHMPOBAHUA U nepexoay K
npegBapuTeNbHOMY NPOCMOTPY pesynbTaTta (PucyHok 87).

pr
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MNpogomKuTL

PucyHoK 87. OKHO npeasapuTesibHOro NPOCMOTPA PE3yAbTaTOB CKaHUPOBAHUA AOKYMEHTA.

B OKHe npeaBapuTeNIbHOTO MPOCMOTPA ANA KaXAOro JNCTa AOKYMEHTa AOCTYMHbl cnepylouiue

onepauymu:

- NOBOpPOT M306parkeHuna Ha 90 rpaaycoB NPOTUB YACOBOW CTPENKM.
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o — |- noBopoT n306paxkeHna Ha 90 rpaaycoB No YacOBOW CTPeSKe.

®

-
o 7 - yAaNeHWe YeTHbIX CTpaHuLl (4NA CKaHWMPYOWMX YCTPOMCTB, WCNONb3YHOLLMNX
LAYNNEKCHbIW PEXKMM CKAaHMPOBAHWA).

- YAANUTb M306pakeHMe U3 UTOrOBOro AOKYMEHTA.

KHOMKM B HWMXHEM 4acTM OKHa npegHa3sHa4dyeHbl Ana npuMmMeHeHuA onepaunun Ko BCEM JINCTaM
AOKYMEHTa 04HOBPEMEHHO.

Mocne HaxaTUA KHOMKU «[1p000aXUMb», CUCTEMA aBTOMATUUYECKU CreHEpPUpPYET U3 U306parKeHni
MHOTOCTPaHMYHbIA A0oKyMeHT PDF ¢popmata n nob6aBuT ero B 6GU6AMOTEKY AOKYMEHTOB, NOC/E YEro,
NOSABUTCA OKHO peAakTopa KapToYykn AoKymeHTa (PucyHok 88).

Al KapTouka gokymenTa EI@
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PucyHok 88. KapTouka AOKYMeHTa A/11 OTCKaHUPOBAHHOIO AOKYMEHTa.

HakaTue KHonKu « CoxpaHUMb» B KapTOYKe 3aBepluaeT npouecc gobasneHus.

83



PedakmupoeaHue O00OKymeHmMa

Cuctema 3anpeuwlaeT ogHoBpeEMEHHOE pedaKTUpPOBaHUE AOKYMEHTOB NO/Ib30BaATE/IAMM. ﬂ,OKYMeHT,
B3ATbIA HA penakTnpoBaHme nNosb3oBaTeNeM, NONYHaAET CTATYC «8 pa6ome» M OTMeYyaeTCA B aepese

06bEKTOB 3HAUYKOM C M306parkeHMem 3aMKa Eﬂ [lo MOMmeHTa, Moka Monb30BaTeNb, B3ABLUMNI

AOKYMEHT Ha peaaKTUpoBaHUE, HE BEPHET €ro B pa60Ty, Apyrmne nonb3oBatenn MOryt TOJIbKO
OCyLWwecTBNATb YTEHUE OAHHOIO AOKYMEHTA.

Mpy NOMbITKE OTKPbITb LOKYMEHT, B3ATbIA B paboTy, cMCTeMa BblAacT Npeaynpexaaloluee OKHO
(PvcyHok 89).

% Brumanue! E\ = @

OTKPEIEZEMIA BaMK OOKYMEHT B HACTOAWLEE BPEMA PefakTMDYETCA APYTHH MoNLS0EaTenseM.
Bul yBEpEHS], 4TO XOTHTE OTKDLITE Ha NPOCMOTP NPeaslyluy BEpCHI0 4OKYMeHTa?

« [a A OTHeHWTB

PucyHoKk 89. MpeaynpexaeHne o HeZOCTYNHOCTM PeaKTMPOBAHUA AOKYMEHTa.

Y3HaTb MONb30BaTeNA, B3ABLIEr0 B AaHHbI MOMEHT AOKYMEHT Ha pPeAaKTUPOBaHWE, MOXKHO B
naHenu cBoMcTB AokymeHTa (PucyHok 90).
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PucyHok 90. MUHdopmauma o 6NOKMPOBKE 4OKYMEHTa.

MpumeuaHue. Monb308amens ¢ NPA8aAMU AOMUHUCMPAMOPA CUCMEMbBI MOXeEM MPUHYOUMesIbHO
pa3baoKkuposames OOKymeHm, 83amelli 8 pabomy.
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Ona Hayana pegakTUPOBAHMA AOKYMEHTA, ero Heobxoanmo BbibpaTb B cUCTEME U BbINOAHUTb OA4HO
N3 NepeYmnc/ieHHbIX AeACTBUN:

® B OCHOBHOM MeHI [NaBHOMO OKHa CUCTEeMbl BblbpaTb MYHKT MeHo «06o3pesamens ->
OmKpsime».

e BbINONHUTb ABONHOM KAWMK 1€BOM KHOMKM MbILWW HA LOKYMEHTE B AepeBe 06beKTOB.

e B KOHTEKCTHOM MEHI AOKYMeHTa (B AepeBe 06bEKTOB) BbIOpaTb MYHKT MeHto «[lpaska ->
B3amb Ha pedakmuposaHue».

e B naHenn WUHCTPYMEHTOB F1aBHOFO OKHA CUCTEMbI HA)KaTb KHOMKY 4 «Pedakmuposamo
OOKyMmeHm».

e HakaTb Ha KnaBMaType PyHKUMOHANbHYIO KNaBuLy «F4».

B nepsbixX BYX BapnaHTax ,El,emCTBMﬁ cncrtema BblaacCt A0ONONHUTENIbHOE ANanoroeoe OKHO «Cnocob

omkpsimua  0okymeHma»  (PUCyHOK 91), B KOTOPOM HeObBXOAMMO HaxaTb KHOMKY
«PedakmuposaHue».
A OTKpbITHE AOKYMEHTA EI =1 @
o BuibepuTe cnocof OTKPHTHA AOKYHMEHTE

He oTobpaxaTk 3TOT AMaN0T B CNeaywlLmMid pas

MpocKoTp #  PepakTupoBaHue = KapTouka A OTMeHa

PucyHok 91. inanorosBoe OKHO AeNCTBUA Ha4 AOKYMEHTOM.

[OKymeHT 6yaeT OTKPbIT B NPUAOXKEHWUWU, 3apPErucTPMpPOBAHHOM B CUCTEMe, A8 NPOCMOTPa M
PenaKTMPOBAHMA AOKYMEHTOB A@HHOr0 TUNa.

Mpu NonbITKe OTPEAAKTUPOBATb HEM3BECTHbIN GpopMaT LOKYMEHTA, ONepaLMoOHHas CMCTEMA BblacT
[IMaNoroBoe OKHO C Npes/IoXKeHNeM Bbibopa NPUNOKEHNA ANA OTKPbITUA AAHHOMO AOKYMEHTa.

MpumeyuaHue. Bo spems pedakmuposaHus 00KYMeHM XpaHUMCA HA KOMIbomepe rosasb308amess
80 sapemeHHoli nanke «C:\Users\%USERNAME%\AppData\Local\Temp\AtlasTemp».

[Ona Bo3BpaTa AOKYMEHTa U3 peAaKTUpPOBaHMUA HeobxoaAnMo:
e BbINOJIHUTL COXPaHEHWNE AOKYMEHTA B MPUNOKEHUN,
e 3aKpbITb NPUIOKEHME ANA pefaKTUPOBaHMA.
e B cucteme BbINONHUTb OAHO U3 AENCTBUIA:

o B OCHOBHOM MeH!I0 r1aBHOro OKHa CUCTEMbI BbIBpaTb NYHKT MeHo «Obo3pesamens ->
MpasKa -> BepHymb U3 pedakmupo8aHus ».

O B KOHTEKCTHOM MeHI0 AOKYMEeHTa BblbpaTb NYHKT «/Ipaska -> BepHymeo u3
pPedaKmMuposaHUSA».

O BblbpaTb 4OKYMEHT U HayKaTb Ha MaHeM UHCTPYMEHTOB KHOMKY ~ «BepHymob u3
pPeoaKmupo8aHUA»

O BblbpaTb 4OKYMEHT M HaXKaTb Ha KNaBuaType KOMBUHaUMIO Knasuw «Ctri» + «F4».
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e B oKHe gobaBneHua kKommeHTapus (PUcyHok 92) B none «KommeHmapuli» yKasaTb
XapaKTep BHECEHHbIX B AOKYMEHT U3MEHEHUIM U HaXKaTb KHOMKY «[TpuHAMb» (ans
COXPaHEHUs TEKCTA KOMMEHTApUA K LLOKYMEHTY) Uan «He yKassieame» (o5 COXpaHeHUA
AOKyMeHTa 6e3 KoMmeHTapwms).

% Beegure KOMMEHTAPHIA K BERCAN EI@

KoMmeHTapwi (<2500 cuMBOnoB):

He oTo0paare 3TOT QMaNor B ClegyloWwmi pas

" TIpUHATE ' He yKazwlEaTe A OTMeHa

PucyHok 92. OKHo "[Jo6aBneHne KOMMeHTapmA K Bepcumn".

Mocne BbINONHEHMA OMNEPaLMM MO BO3BPATYy AOKYMEHTa U3 peAaKTUPOBAHUSA, OH yTpaumMBaeT cTaTyc
«B pabome» 1 CTaHOBUTCA AOCTYMHbIM ANA PEeAAKTUPOBAHUA APYrMM NOb30BaTeNEM CUCTEMbI.

B KapTouke [OKyMeHTa, BO BKNagKe «Bepcuu» nossasetcs 3anucb o6 06HOBNEHHOW Bepcumn
AOKYMEHTa, [aTol ero BO3BPALLEHMA M3 pPeaaKTUPOBAHUA WM KOMMEHTapuMem O XapaKtepe
BHECEHHbIX U3MEHEeHWUM (Npn A06aBNEHUM KOMMEHTapKA).

Mpumeuanune. MHmepgelic 8knadKu «Bepcuu» onucaH 8 mekywel OOKymeHmMauuu 8 pasoese
«BKnadKa «Bepcuu» Kapmo4Ku O0KyMeHma».

Mpocmomp dokymeHma

OTKpbITb ZLOKYMEHT Ha NPOCMOTP MOXHO O4HMM U3 NepeyYncaeHHbIX Cnocobos.:

e B OCHOBHOM MeHIO T[1aBHOrO OKHA CUCTEeMbl BbINONHUTL NYHKT «Ob6o3pesamens ->
OmkKpsime».

e [1BOMHbIM KJIMKOM /IeBOM KHOMKM MbILIN Ha LIOKYMEHTE B AepeBe 06beKTOB.

Cuctema oTo6pasuT AnanoroBoe OKHO Bbibopa Aencteua (PucyHok 93), B KOTOpOM Heobxoaumo
HaXaTb KHOMKY «[lpocmomp».

_r.' O‘TKprTHE ACKYMEHTE EI = @

o BuifiepiTe cnocob OTKPLITUA JOKYMEHTa

He oTobpaxaTk 3TOT AMaN0T B CNeaywlLmMid pas

MpocKoTp #  PepakTupoBaHue = KapTouka A OTMeHa

PucyHok 93. [lManorosoe OKHO AeNCTBUA HaL AOKYMEHTOM.

JOKyMeHT 6yaeT OTKPbIT B MPUNOKEHUN, KOTOPOE HACTPOEHO B CUCTEME ANA OTKPbITUA ¢annos
AaHHoro popmara.

Mpn NonbITKe OTKPbITb HEM3BECTHbIN dopmaT daiina, onepaLmMoHHaa CUCTEMA BblAACT AMANOroBoe
OKHO C NpeaoKeHnemM Bblbopa NPUNOKEHMA ANA OTKPbITUA JAHHOTO AOKYMEHTA.
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Ecnn poOKyMeHT He coaep:uT ¢aiina, Npu MNonbITKE MPOCMOTPA, OTKPOETCA KapTo4yKa 3Toro
AOKYMEHTa.

MpumeyaHue. Bo epemsa npocmompa OOKYMEHM XPAHUMCA HA KOMIbomepe 0s6308amess 60
epemeHHol nanke «C:\Users\%USERNAME%\AppData\Local\Temp\AtlasTemp».

B peume npocmoTpa AOKYMEHTOB BCE U3MEHEHMUA, BHECEHHble B AOKYMEHT, byayT HeaoCTynHbI
ANA coxpaHeHua B cucteme. HekoTopbie npunoskeHus (Hanpumep, MS Word) npeaynpexaatoTr
Nno/sb30BaTeNA O TOM, YTO AOKYMEHT OTKPbLIT B PEXUME YTEHUA M He NpeayCcMaTPUBAET BHeCeHUA
N3MEHEHMUN.

Mpumeyanue. Ecau dokymeHm 6bin oWUBOYHO OMKPLIM 8 pexcumMe YmeHUs U 8HeceHHble 8 He20
npasku mpebyrom 0643a0menbHO20 COXPAHEHUs 8 cucmeme, MOMXHO 80CI0/163080MbCA
MexaHU3MoM py4yHo2o O0obasneHus eepcuu OOKymMeHma & cucmemy. JlaHHas onepayus
ocywecmsnaemcs 8 Kapmouke 00KymMeHmMa, 8Ka1a0Ka «Bepcuu» u nodpobHo onucaHa e mekxkyujel
dokymeHmayuu «Bknagka «Bepcum» KapToUKKM AOKYMEHTa».

Mpocmomp u pedakmuposaHue Kapmo4Ku 0OKymeHma

MpocMoTp WM peaakTUpPOBaHME KapTOYKU [OKYMEHTA BO3MOMEH OAHMM W3 NEePedYUCNEHHbIX
cnocobos.:

e B OCHOBHOM MEHIO rNaBHOIO OKHa cUcTeMbl BbIBpaTb NYHKT «O603pesamerns -> Kapmouka».
e HaxaTue Ha KnasmaTtype Knasuwm «fIpoben».

® B KOHTEKCTHOM MEHI0 SOKYMEHTA NYHKT « KapmoyKa».

e Ha naHenu MHCTPYMEHTOB HaXaTb KHOMKY «OmMKpbIMb KAPMOYKY OOKYyMeHmMa».

e [IBOMHOM KAMK NEeBOM KHOMKM MbIIW Ha AOKYMeHTe U Bblbop aenctemsa «Kapmouyka» B
ANaNoroBOM OKHe AeNCTBUA Hag, LOKYMEHTOM.

KapTouka 6yaeT OTKpbITa B AOMONHUTE/NIBHOM OKHE PefaKTopa KapTOYKWM SOKYMEHTa M AOCTYMHa
ANA NPOCMOTPA U PeaKTUPOBaHKUA.

MNpumevaHue. Cmpykmypa u Ha3Ha4yeHue nosaeli KAPMOYKU OOKyMeHmMa nodpobHO u3/0xeHa 8
meKyweli 0oKymeHmayuu 8 pasoesne « Kapmouka».

Mocne BHECEHWA WM3MEHEHWI B 3HAYEHMA NONel KapTOYKWU, ANA UX COXPAHEHMA B CUCTEME,
HeobXoAMMO B PeLaKTOpe KAPTOUYKM AOKYMEHTA HaxKaTb KHOMKy «CoxpaHumoe». Mpu HaxaTuu
KHOMKKU «OMmmeHa», BHECEHHbIe U3MEHEHMA ByAyT OTMEHEHDI.

Peaucmpayusa kapmo4yku e cucmeme

Mpouecc co34aHMA KAPTOUYKU JOKYMEHTA B CUCTEME COCTOUT U3 ABYX 3HAYMMbIX 3TaNOB:

e Co30aHue u coxpaHeHue Kapmo4Ku OOKymeHma 8 cucmeme. [JaHHblli 3Tan OCyLLECTBAAETCA
B Mpouecce co3daHua uanm pobaBneHUs [OKYMEHTa B CUCTEeMY M 3aKaH4YMBaeTca
COXPaHEHMEM KapTOYKM [AOKYMeHTa. B pamkax 3Tana nons KapTOYKU [OKYMEHTa He
bMKCMpPOBaHbl M AOCTYNHbI AN5 PeAAKTUPOBAHMSA.

e Pezucmpayusa Kapmo4Ku 6 cucmeme. Ha faHHOM 3Tane KapToyka AOKYMEHTa 3aHMMaeT B
cucTeMe OpraHuM3auuu MNopsAKOBbIM HOMEpP, TUM WM MNOATUMN [AOKYMEHTa OKOH4YaTeNbHO
bUKcMpyeTca U He MOTyT BbITb U3MEHEHbI B Aa/IbHENLLEM.
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MNpumeuanune. [Jna nonsv3osamesneli cucmemsl Oelicmgue no peaucmpayuu  Kapmouku
Heobpamumo! Bo3amMoxHOCMb nepepeaucmpayuu KapmoyKu ecmeo y rnoss3osamereli, 6X00AUUX 8
epynny «[lonb3osamesu ¢ Npasom repepe2ucmpayuu.

Ona perucTpaumm KapToukM HeobXxoAMMO B pPefaKTope KapTOUYKM [LOKYMEHTA HaXKaTb KHOMKY
«3apeaucmpuposamse» (PucyHok 94).

X Ka PTOYKE AOKYMEHTE EI@

1
0OBwme ceegeHns | Pabiota ¢ opuruHanamu | Koutpons | Mognucw | Ceasw | Maadwposadue | Mpunoxesua

OTCKaHVPOBaHHBIA A0KyMeHT] Tr
HanMeHoBaHne:

TN AOKyMEHTa: ~

Homep: [ata QoKyHeHTa:
MpuHeyaHe:

[aTa perucrpaumu: [aTa coznaHna:

Oata Mogudukawmm:

ABTOD KApTOUYKH:

@@ I « 33perncTpHpoBaThL E coxpanurs X OTMeHa

PucyHok 94. KHonKa "3apernctpupoBaTtb" B peiakTope KapToUuKu.

lMepeumeHoeaHue, nepemeuwjeHUe, KIOHUPOBAHUE U yodsneHue
obvekmoes e apxuee

[Ona nepeMmeHOBaHUA JOKYMEHTA UM NanNKu B 6UbAnOTeKe AOKYMEHTOB, HE06X0AMMO BbibpaThb
06beKT B aepeBe 06bEKTOB, @ 3aTEM BbINOAHUTb O4HO U3 NEPEUYNCNEHHbIX AENCTBUN:

e B OCHOBHOM MEHIO rMaBHOM0 OKHA CUCTEMBbI MYHKT «O503p€60m€ﬂb -> [lepeumeHosameo».

® B KOHTEKCTHOM MeH obObeKkTa (KAMK NpaBoM KHOMKM MbIlWKM Ha OObeKTe) NyHKT
«[llepeumeHosamMb».

e Ha KknaBumaType HaxKaTb QYHKUMOHA/IbHYIO KNaBuLly «F2».

BHe 3aBMcMMmoOCTM OT cnocoba nepeMmeHoBaHWA 06bEKTA, Ha 3KpPaHe NOABUTCA AMA/IOFOBOE OKHO C
npeanoXeHnem yKasaTb HoBoe Mmsa ana obbekTa (PucyHok 95).
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i MepenmeHoeaHwne obrekTa E\ [=] @

o BeeguTe WMA:  JIMULEHSWOHHLIA gorosop N2 23

et Oa A OTMEHWTE

PucyHok 95. [lnanorosoe OKHO yKa3aHMA Ha3BaHMA obbekTa ana nepemmeHoBaHuA.

Mo YMO/14aHUIO, B ANAaNNIOTOBOM OKHE YKa3aHO TeKyuwee HanmeHOBaHue obbeKTa. MNocne HaxkaTma
KHOMNKK «Ja», 0bBbEKT B cucteme 6y,a,eT nepemmeHoOBaH.

B Ccnydae, eCanm MMA HOBOTIo 06beKTa coBnagaetr ¢ MMmeHem CyllecTByrowiero 06beKTa Ha AaHHOM
YPOBHE UePaApPXHUn 61bnnoTekmn AOKYMEHTOB, CuUCTema BblgaCt Awunanoroeoe OKHO C
npegynpexageHnem o HegonyCctmumocCTu I'IO,CI|O6HOFO nepenmeHoOBaHUA.

Ona nepemeweHna AOKYMEHTa WM nanku B 6ubnunoreke AOKYMEHTOB, HeO6XO,£I,MMO Bbl6paTb
06BEKT B aepese O6'b€KTOB, a 3aTE€éM BbINOJIHUTb O4HO U3 NePEYUCNEHHDbIX AeﬁCTBMVII

® B OCHOBHOM MEH!O I/TaBHOTO OKHa CUCTEMbI NYHKT «0603pesamens -> [lepemecmume...».
® B KOHTEKCTHOM MeHI0 06beKTa (KNMK NPaBOM KHOMKM MbllWK) NYHKT «[lepemecmumes...».
e Ha Knasmatype HaaTb QYHKUMOHANbHYIO KNaBuLy «F6».

BHe 3aBMCMMOCTM OT BblbpaHHOro cnocoba nepemelLeHns, Ha 3KpaHe MOSBUTCA HABUraLMOHHOE
OKHO YKa3aHWA HOBOrO pPacnonoXKeHus obbekTa B 6ubanoTeke 4OKyMeHTOB (PUCYHOK 96).

[na nanok nepemelleHMe OCYLLECTBASAETCA PEKYPCUMBHO, T.e. MPU NEepemMeLeHUn CoxpaHsaeTcs
nepapxmyeckan CTPYKTypa nepemellaemMon nanku (noananku U BAOXKEHHble AOKYMEeHTbl 6yayT
nepeHeceHbl BMECTe C POAUTENBCKOM MaMNKoM C COXPaHEHUEM MEPAPXMUN BIOKEHHOCTH).

r‘ MMepeMECTUTE B... EI@

A Petrov (Metpoe MeTp neTpoeMy)

~ BUBNWOTEKE LOKYMEHTOE
BpeMeHHasA nanka
~ Loroeopsl
2015
~ 2016
P 3tnac-Cobr
4 2017
2018
[ 2019
KaHuenapua
P HomMeHKknatypa
[ OTyYeThl

<, Haiiti " [epeMecTUTE A OTMeHa

PucyHok 96. [lnanorosoe OKHO yKa3aHMA HOBOro PacrosioXKeHUs nepemeLLaemoro obbekra.

AfleepHaTVIBHbIM cnocobom nepemelwleHnAa obbeKTa B cMcTeme ABISeTCA UCMONb30BaHUE AeVICTBMﬂ
«drag-and-drop».
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[Ona ocywecTBneHua aectens, Heobxoanmo:
1. BbibpaTb Nnepemelyaemblit 06bEKT B AepeBe 0O6bEKTOB.
2. 3a)KaTb W yaep»KuBaTb IEBYHO KHOMKY MbILIW Ha NepemeLLaeMoM 0ObeKTe.

3. MepemecTUTb Kypcop MbIWM Ha Manky UAM TOM, B KOTOPbIM HEOBXoAMMO NepemecTUTb
0b6BEKT.

4. OTNYCTUTb NIEBYIO KHOMKY MbILUN.

[ns KONMPOBaHMA NanKu Uau AOKYMeHTa B 6Ub61noTeKe AOKYMEHTOB BO3MOXKHO MCNO/Ib30BaHNE
bydepa obmeHa.

[na ocywecteneHna aencTema HeobxogMmo:
e BbibpaTb Konupyembin 0O6bEKT B AepeBe 0ObEKTOB.
e B KOHTEKCTHOM MeHI0 06beKTa (NpaBas KHOMKAa MbilWW Ha 06beKTe) NYHKT «Konuposams».

e BbibpaTb B gepeBe 0OBLEKTOB MamnKy WAM TOM, B KOTOpPYHD HeobxogMmo CKonmMpoBaTb
NCXOAHbIM OObEKT.

® B KOHTEKCTHOM MEHI0 Nanku uamM Toma gobasneHua obbekTa (npaBas KHOMKA MbIlWK Ha
06beKTe) NYHKT «Bcmasumb».

[Nna nanok KOMMpOBaHME OCYLLECTBAAETCA PEKYPCUBHO, T.e. MPM KOMUPOBAHWUM COXPaHAETCA
Mepapxmyeckas CTPYKTypa KoOnMMpyemMoW nanku (nognanku W BNOMKEHHble [AOKYMeHTbl byayT
CKOMMPOBaHbl BMECTE C POAMTENbCKOM NAMNKOM C COXPaHEHUEM MepPaPXUN BNIOKEHHOCTH).

MyHKTbl MeHto «Konuposame» 1 «Bcmasumes» npoayb6anpoBaHbl B OCHOBHOM MEHIO [/1aBHOTO OKHa
cuctembl B pasgene «0Ob6ospesamesnb», NMOMMMO 3TOFO, MOXHO MCMNONb30BaTb CTaHAAPTHbIE
KOMBWHaLMM KnaBuLL Ha KnasuaType: «Ctrl» + «Ins» (KonuposaTb), «Shift» + «Ins» (BCTaBUTb).

KapToukn fOKYMEHTOB NPWU KONMPOBAHWUM AyBANPYIOTCA, HO HE PErMCTPUPYIOTCA B CUCTEME, AAHHYIO
onepaumo HeobxoaMMO BbINONHUTL BPYYHYHO (NOAPOGHO ONUCAHO B TeKylen AOKYMEeHTauuu, B
pasaene «Pernctpaumns KapTouKkM B CUCTEME D).

DOnAa yaaneHna nanku nam AoKymeHTta B 6MbnmMoteke AOKYMEHTOB, He06X04MMO BbibpaTh 06BbEKT
B AepeBe 06bEKTOB M BbINOIHUTL OAHO U3 NEPEYNCNEHHbIX AeNCTBUN:

e B OCHOBHOM MEH!IO I1aBHOr0 OKHa CUCTEMbI NYHKT «Ob6o3pesamerns -> Yoanume...».
® B KOHTEKCTHOM MeHI0 06beKTa AepeBa AOKYMEHTOB NYHKT «Y0asaums...».
e HakaTb Ha Knasumatype Knasuuy «Delete».

Mpw ypaneHun obbekTa B cUCTEME, HE MPOUCXOAUT ero HEenocpeAcTBEHHOro YHWUYTOXKeHus. Bce
yAaneHHble 06beKTbl NONagatoT B CUCTEMHYIO Manky nosib3oBaTens «Kop3uHa» v AOCTYMNHbl ANA
BOCCTaHOB/NEHUA MONb3oBaTenem (B TeKyWeh [OOKyMeHTauuu pasgen «BoccmaHoeseHue
O0OKYMeHmMo8 U3 KOpP3UHbI»). [locNe OYUCTKM KOpP3MHbI MONb30BaTeNleM, OOBLEKT TaKKe He
YHUUTOXKAETCA, BOCCTAaHOBUTb Er0 MOXKET N0JIb30BaTe b C NpaBamu « AOMUHUCMPAMOP CUCMEMbI».

MpumeyaHue. OKoHYamesbHoe yodaneHue 06bEKMa cucmemsl OOCMYMHO [10/a1b308AMENID C
npasamu «AOMUHUCMPAMOP CUCMEMBbI.

YaaneHue nankm B cUCTEME NPOUCXOAUT PEKYPCUBHO, T.€. MPU YAANEHUU POAUTENLCKON Mankw,
6yayT yaaneHbl Bce ee A0YEpPHME 31EMEHTbI (MOANANKU U AOKYMEHTbI).
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Bbi2py3Ka o6beKkma apxuea Ha KOMNblomep rnosb3oeamens

B cucteme npepycmoTpeHa BO3MOMKHOCTb BbIrPy3KM LOKYMEHTOB M ManoKk (C AOKyMeHTamu), Ha
NOKANbHbIW KEeCTKUI AUCK KOMNbloTEPA NO/Mb30BaTeNA. B npouecce BbIFPY3KM Ha AMCKe co3aaeTca
AybnuKat obbekTa cucTembl. M3MeHeHMsA, BHOCMMblE B BbITPY)KEHHbI OObBEKT, He 6yayT
NMPUMEHEHbBI K UCXOAHOMY OBBEKTY.

MpumeyaHue. Boiepyicaemolli u3 cucmemol OOKYMEHM He MOXem Haxo0umsCsa 8 cmamyce «835m 8
pabomy». Ecau eviepyraempili OOKyMeHM OMKpPbIM HA KOMIMbOmepe roas308amess, cucmema
sbloacm npedyrnpexcoeHue «LokymeHm 3a670KUPOBAH BHEWHUM [PUAOHEHUEM», orepayus
8blepy3Ku 6ydem npepesaHa. [lpu ronsimke 8blepy3KU OOKYMeHMA, 83moao 8 pabomy Opyaum
noss3os8amesieM CUCMEMbI, HA KOMMbOMep MeKyu,e2o Mons3osamesns 6ydem 8blepyrceHa
nocnedHAs eepcus 0oKymeHma, 6e3 yyema npasok, BHOCUMbIX PedaKmMupyouUuM noss3o8amesnem
8 OaHHbIU MOMeHM spemeHuU.

[na BbIrpy3kM ob6beKkTa, He06X0AMMO BbIBPATb €r0 B CUCTEME U BbIMOAHUTL OAHO M3 AENCTBUN:

® B OCHOBHOM MeHIO 2/108HO20 OKHA cucmeMbl BbI6paTb NYHKT MeHto «06o3pesamens ->
Omnpasumeo -> Ha nokanbHsil OUCK».

® B KOHMeKcmHoOM mMmeHto 00KymMeHma (NpaBas KHOMKA MblLIW HA ALOKYMEHTE) BblOpaTb MYyHKT
MeHIo «Omnpasums -> Ha 10KanbHbIU OUCK».

o
A ¢
* B naHeau UHCMPYMeHMOo8 2/108HO020 OKHA CUCTEMbI HAXKaTb KHOMKY it
«3Kcnopmuposame OoKymeHmM(bl)».

BHe 3aBMcMMOCTM OT cnocoba BbI30Ba onepaunn, byaeTt OTKPbITO OKHO HaBuratopa ¢ainosoi
cuctembl (PUCYHOK 97), B KOTOPOM YKa3blBAeTCA PacnonoKeHne 06beKTa Nocae coxpaHeHna Ha
NNOKaNbHOM JMCKe.

OB30p nanok @

BribepuTe nanky. ..

Bl PaBounii cron -
* =0 BuBnuoTeru
A test
4 /M KomneroTep
J.f;.,, NokaneHeli guok (C:)
Agtlas-Client

m

Atlas-Server

IBExpert

PerfLogs

Program Files

Program Files (x8&)

Temp

Windows il

L 111} 3

| CozAaTs nanky | [ OK ” OTmMeHa

PucyHok 97. OKHO HaBuraTtopa ¢aitnoBoi cuctembl.

Mpu BbibOpe, B KayecTBe 06BLEKTA ANA BbIFPY3KWM, MAMNKM CUCTEMbI, NOABUTCA AOMNOJHUTENbHOE
ANANOroBoe OKHO yTouHsAoLee cnocob Bbirpy3sku (PucyHok 98).

91



X Brumarme! EI =] @

TpelyeMoe ANA 3arpyaku JaHHLIX C cepeepa.

: Onepauns IKcnopTa nanku "2019" ¥z cucreMsl B8 "C:\Temp” MOXEeT Npoa0MKaTeCA SHAUNTENEHOE BREMS,
MNpogoMHTE IKCNOPT?

w' TpocToi v PACWWPEHHBIRA A OTMeHa

PucyHok 98. Bbibop BapuaHTa BbIFPY3KM Nanku apxusea.

Mpw Bbibope BapuaHTa «[Ipocmoli», HAa NOKAaNbHOM AMCKE NONb30BATENA, B YKAa3aHHOM narke,
byneT co3faHa BbIFPY)Kaemaa Manka co BCEMM BHYTPEHHMMM obbeKTamu (Mankamu u dannamm).
Mpw BbiIbope BapuaHTa «PacwupeHHbIU» ANA KaxL0ro AOKYMEHTA B Manke COXPaHEHMUA BbIFPY3KM
byner co3gaH AOMONHUTENbHbINM (alin, copep’kalimMii AaHHbIe KapTOYKM AOKYMeHTa B ¢dopmate
XML. ®ainbl Cc AaHHbIMM KapTOYEK MNOJIy4atoT B KAYECTBE WMMEHM - Ha3BaHME [LOKYMEHTa U
OOMOJIHEHWE, cOCToAlWee W3 pacwupeHns danna M nNpuctaBkn  «.atlas-document-card.xmi»
(Hanpumep: «cyem.pdf.atlas-document-card.xml»).

Ecnv coxpaHeHMe npowsio yCnewHo, CMCTeMA BblAacT MHPOPMaLMOHHOE coobuieHue «3IKcropm
yCrewHo 3a8epuieH».

Echn 06bekT Ao/iKeH 6biTb BbIFPYXEH B CTaHZAAapTHblE MankuM onepauuoHHon cuctemsbl («Ha
paboyuli cmon», «Mou OoKymMeHmMbI»), BO3MOXHO MWCMNO/Ib30BAHME CMeuManbHOM onepaumm
BbIFPY3KW. BbIrpy3ka O6BEKTOB B 3TV NaMKU ABAAETCA YaCTHbIM C/lydaem obuiero mexaHusma u
OT/IMYAETCA OTCYTCTBMEM HeobXxoAMMOCTM BblbOpa PaCno/IOXKeHMA Manku B OKHe HaBuratopa
dannoBoi cuctembl. [N OCYWECTBNEHUA BbITPY3KM B TaKMe MaNKM MOXKHO BOCMO/1Ib30BATHCS
MYHKTaMM OCHOBHOIO W/IM KOHTEKCTHOro MeHlo «Omnpasums -> ‘Ha paboyuli cmona’» wnu
«Omnpasumes -> B ‘Mou 00KymeHmMbl’», COOTBETCTBEHHO.

Omnpaska 00OKymeHmMa no 3/1eKMpoHHOU noyme

Cuctema noanepKMBaeT BO3MOXKHOCTb OTMPABKM [OKYMEHTOB MO 3NEKTPOHHOW noute. [pwu
OTNpaBKe, AOKYMEHT NPUKPENnIAeTcs K 3/IeKTPOHHOMY NUCbMY B BUAE BoXKeHMA. OTnpaBKa NUCbMa
OCYLLECTBNAETCA C MOMOLLbIO BHELHEro MNOYTOBOrO KAMEHTa, YCTaHOBAEHHOTO Ha KOMMbiOTepe
NoNb30BaTeNs, KOTOPbIN AOMKEH ObiTb HACTPOEH Ha MCMNO/Ib30BaHWE KOPNOPaTMBHONO NOYTOBOrO
AWMKa.

[na oTnpaBKM 4OKYMEHT], HeO6XOﬂ,MMO Bbl6paTb €ro n BblNno/IHNTbL O4HO U3 ,D,EVICTBMVIZ

® B OCHOBHOM MEHIO 2/108HO020 OKHA cucmembl BbibpaTb NYHKT MeHto «O6o3pesamerns ->
Omnpasume -> Ha 31eKMpPOHHYO noymy...».

e B OCHOBHOM MEeHI0 2/108HO020 OKHA cucmembl BbibpaTb NYHKT MeHIo «[Ipouyeccel -> Co30ameb
rnoymosoe coobuweHue...»

e B KOHMeKCmMHoM mMeHo 00KymMmeHma (npaBas KHOMKa MbILIW HA AlOKYMEHTE) BblbpaTb NMYHKT
MeHI0 «Omnpasume -> Ha 31eKMpPOHHYO noYymy...».

Cucrtema BbIBEAET ANANIOTOBOE OKHO C NpeA/ioXKeHnem Bbibopa cnocoba oTnpaBKu COObLLEHUSA
(PncyHok 99).
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‘ BHumaHme! EI =] @
o OcylWecTBnTE Bul00p NONYYaTeNA W3 CMCKE NONbI0BATENEH CUCTEMBI?

He oTobpaxark 3TOT AWanor B CNedyiowmMi pas

« [a ® Her A OTMEHWTL

PucyHok 99. [ilnanorosoe oKHO Bbibopa cnocoba OTNPaBKu MK 3NEKTPOHHOMO NUCbMa.

HaskaTue Ha KHOMKy «/Za» 03HayaeT coriacvMe Nnosib30BaTeNia Ha OTMPAaBKY 3/1EKTPOHHOIO NUCbMa
No/b30BaTeNsAM, 3aPErMCTPMPOBAHHbIM B CUCTEME.

Mocne noAaTBepXAeHUA cUCTeMa BblAACT AMANOroBOe OKHO Bblbopa nonb3oBaTenen CUCTEMbI
(PucyHok  100), koTopbim byaeT agpecoBaHo nucbmo (B none «Komy» B wabnoHe nucbma
MOYTOBOrO KNMeHTa byayT yKa3aHbl MOYTOBbIE agpeca U3 crncka « Adpecamol» OKHa).

Ana ,EI|O6aBJ'IeHMﬂ nonb3oBatena B CNUMCOK agpecaTos, HeO6XOAMN\O Bbl6paTb ero B cCnucke

«[llonb3zosamersu» U HAXaTb KHOMKY

Bbl60p nonb3oBaTtesia B CNUCKeE «Adpecamb/» M HaXXaTne KHOMNKU npmneoanUT K UCKNHOYEHUIO
nonb3oBaTesia U3 CNUCKa nonyanenel‘/'l nncbma.

% Bei Gop nonesceatenei EI@

MonbzoBaTenn Anpecathbi

<~ B Bce nonbzoEaTenu 2 MNetpos MNeTp NeTpoBuy

rocresoi MNonLs0BaTENs
MeaHoE VBan MeaHosny
Netpos NeTp MeTpoeny
Cepreee Ceprei Cepreesmy

5" a2 > >

CHCTEMHBIA ALMHHWCTPETOP .

«  BulfipaTe A 33KpHTE

LJ

PucyHok 100. OkHo BbibOpa cnucKa agpecaTos.

MNpumeyanune. [lna  omnpasku  37EKMPOHHO20  MUCbLMA  [10/16308AMEAAM  CUCMEMbI,
aomuHucmpamop cucmemol 00sMEH YyKazame rnoymossie adpeca nonv3osamesneli 8
coomeemcmayrouux rnosaax 8 OKHA aOMUHUCMPUPOBAHUA nosb3osamerseli cucmemsl. [ToOpobHee o
peaucmpayuu none3osameseli cucmemesl PaCCKA3aHO 8 PyKosodcmee aOMUHUCMPamopa.

Mocne HarKaTuA KHOMKU «Bblbpame» B OKHe Bblbopa nosb3oBaTesnen, byaeT OTKPbIT MOYTOBbIN
KNMEHT, 3apPerncTpUpPOBaHHbIA MO YMOAYAHUIO B cucTeme, U CHOPMUPOBAH LWABAOH 3/1EKTPOHHOIO
nucbma (PucyHok 101).
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PucyHok 101. LWabnoH nMcbma A1a OTNPaBKU MO 3/1EKTPOHHOM nouTe.

B TeKkcTe nucbMa yKasblBAaeTCA Ha3BaHWE MPUKPENNEHHOro AOKYMeHTa «K nucemy npukpersieH
0okymeHm “*’», a cam JOKYMEHT J,06aBNSAETCA B CIUCOK BNIOXKEHUA.

Echn B grManoroBom okHe Bbibopa cnocoba oTnpaBkM coobuieHns (PUCyHOK 99) HarKaTb KHOMKY
«Hem», cuctema cpasy nepemget K OTKPbITMIO WabnoHa nMcbmMa B MOYTOBOM KaumeHTe. LLabnoH
nucema byaet aHanormyHoim (PucyHok 101), HO B none «Komy» nonb3oBaTentd HeobxoaAnMo
BPYYHYHO YKa3aTb afipec 3/1IeKTPOHHOM NoYTbl NONyYaTens NMcbma.

Meyame 0oKymeHma

PacneyaTaTb AOKYMEHT CMCTEMbI MOXHO HECKONbKMMMK cnocobamu. Mpu OTKPbITUM AOKYMEHTa B
CTOPOHHEM MPUIIOKEHUN B PEXUME PESAKTUPOBAHUA UM MPOCMOTPA BOSMOKEH BbIBOZ Ha NeyaTb
CpeacTBaMM 3TOFO MPUNOXKEHUA (pasaen AOKYMeHTauuu «PedakmuposaHue OOKyMeHma» W
«lMpocmomp OoKymeHmMa»).

[na 6bICTPOl pacneyaTkn AOKYMEHTA M3 CUCTEMbI NPEAYCMOTPEH MEXaHU3M NpAMOI nedyatu (6es
OTKPbITUSA CTOPOHHETO NPUNONKEHUSA).

MpumeyaHue. /114 8binosnHeHUA ne4yamu OOKYMeHMa, Ha KOMIbomepe nosb3osamessa cucmemel
donxceH bbimb ycmaHossAeH NpuHmep U mun pacrie4yamoel8aemo20 0OKymeHma 0onxeH bbimob
uzgecmeH onepayuoHHol cucmeme. Hanpumep, 001 pacriedamku 0okymeHma ¢opmama Word, 6
onepayuoHHol cucmeme OOMXHO bbimb HACMPOEHO MpusaoHeHuUe, crnocobHoe Mo YyMOMAYAHUHO
pacrno3Hame 0aHHbIU popmam.

Ona pacneyaTkn AOKYMeHTa, HEOH6X0AMMO BbibpaTb JAOKYMEHT B CUCTEME U BbINOJAHUTbL OAHO M3
nencTsumn:

o B OCHOBHOM MeHI0 2/108HO020 OKHA cucmembl NyHKT MmeHto «Obo3pesamens -> Omnpasume
-> Ha neyames...».
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® B KOHMeKCMHOM MeHK 00KymMmeHma (NpaBas KHOMKA MbllKM HA JOKYMEHTE) NYHKT MEeHI0
«Omnpasume -> Ha neyame...».

Mocne Bbibopa onepaLmm, CMCTEMA BblAACT AMANIOTOBOE OKHO C 3aMpPOCOM NOATBEPKAEHUA Ha
onepaumio NeyaT JOKYMEHTA U, B C/lydae COrlacus, HauHeT npoueaypy pacneyaTku.

BHuMaHue. lpu daHHOM criocobe pacrne4amku OOKyMeHmMa 803MOMHA oWUbBOYHAS ompasKa Ha
neyams 00OKyMmeHmMa, codepxcau,ezo b6obWoe Koauvyecmaso AuUcmos, Ymo npusedem K
nosbiWeHHOMY pacxody bymaau u ne4yamHsoix cpedcms. 1o 803moxcHocmu, He omnpasasalime 8
MEXAaHU3M npamoll neyamu HeuzsecmHsoie o obvemy 0oKymeHmMobl!

BoccmaHoeneHue 00KyMeHmMo8 U3 KOp3uHbl

Mpu yaaneHnn 4oKymeHTa (MNn KapTouku 6e3 JOKYMeHTa) NoNb30BaTENEM CUCTEMbI, LOKYMEHT He
yZAanaeTca U3 CMcTeMbl OKOHYaTeIbHO. [LOKYMEHT CKPbIBAEeTCA B Narnke UCXO4HOIo PAacno/IoKeHUA U
oTOobpaXkaeTca B CNeLmanbHOM CUCTEMHOM Nanke « Kop3uHa».

MpumeyaHume. [TodpobHo npoyecc yoasneHuUs OOKyMeHMa U3noxceH 8 mekywell OOKyMmeHmayuu 8
pasdesne «[lepeumeHosaHue, nepemew,eHUe, KAOHUPOBAHUE U yoaneHue o6vbekmos 8 apxusey.

Cnucok yaaneHHbix nosb3oBaTenem O6bHLEKTOB OTOOparkaeTcA B MaHe/M CBOWCTB Mpu Bblibope
cuctemHoM nanku «KopsuHa» (PucyHok 102).

KopauHa

HazeaHue Kro yganun [ara cozgaHuna [lara yganexus Tun WcxogHas nanka

AKT N23 13.04.2019 MeTtpoe MeTp MeTpoeuy  © 11.04.2019 13:52 19.04.2019 14:59: doox © /BubnuoTeka gokyMeHTor/Qoroeopsl/2019/ 04/ AxT
Mpunoxedue N23 ot 11.04.2019 Metpoe MeTp MeTpoeuy  © 11.04.2019 13:52 19.04.2019 14:59: docx © /BubnuoTeka gokyMmeHTos/Qoroeopsl/2019/04/Npunos
CyeT N23 oT 13.04.2019 MeTtpoe MeTp MeTpoeuy  © 11.04.2019 13:52 19.04.2019 14:59: docx © /BubnuoTeka gokyMeHTos/Qoroeopsl/2019/04/Cuet
NUUEHZM0HHLIA gorosop N23 oT 11.04.2019 : Metpose Netp Netpoeuy  © 11.04.2019 13:52 19.04.2019 14:58: docx © /BubnuoTeka gokyMmeHTor/Qoroeopsl/2019/04

PucyHok 102. OTobparxkeHne CNUcKa yaaneHHbIX 4OKYMEHTOB B NaHen cBocTB "Kop3unHbl'.
N KaXX4oro yganaeHHoro azieMeHTa B KOp3nHe OT06pa)-KaI'OTCH cnepyrouwme nona:
e Ha3saHue — HaMumeHoBaHue yYOaNneHHOro A0OKyMeHTa.
e Kmo ydanun — NOJZib30BaTe/ib CUCTEMDbI, BbIMOJIHUBLUUMA yAaneHume obbekKTa.

[na nonb3oBaTesnei, He MMeLWMX NpaB aAMUHUCTPaATOpa, B 3TOM Mone Bceraa byaet
oTO6paXKaTbCA TEKYLMIA MOAb30BaTEIb CUCTEMbBI, TaK KaKk cucTema He byaeT oTobpakaTb
[LOKYMEHTbI, yA3aNEHHbIE APYTMMU NONb30BaTENAMMU.

e [Jlama co30aHus — pata nobaBneHma 4OKYMEHTa.

e [flama yoaneHusa — pata yaaneHua AOKYMEHTa.

e Tun — pacwmnpeHune daiiia AOKYMeHTa.

e UcxodHaa nanka — nepapxmnsa PacnosioKeHUa JOKYMEHTA B CUCTEME A0 YAANEHUA.

MpumeyvaHue. Crucok 06vekmos Kop3uHsl omobpaxaem He 6onee 30 3n1eMeHmMo8 Ha CMPAHUYeE,
0714 npocmompa cAedyruux 00KYMeHmMos8, Heobxo0umMo HaMame KHOMKy «Brnpaso» e sepxHeli
obnacmu naHenu ceolicms, 0214 8038pamMa K NpeobiOywWUM — KHOMKA «Baeso».
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NMonb3oBaTenb MOXeT CaMOCTOATE/IbHO BOCCTAHOBUTb OOKYMEHT U3 KOP3UHbI. ,ﬂ,flﬂ BOCCTaHOB/EHUA
HeO6XOLI,VIMO Bb|6paTb AOKYMEHT WU/ HeCKOJ/IbKO AOKYMEHTOB B KOpP3MHE WU BbINO/IHUTb MYHKT

«BoccmaHosumbe» U3 MeHI0 onepauui, PacKpbIBAEMOrO HaXKaTMEM KHOMKKM |° B BEpXHeW
obnactu naHenun ceomncts (PucyHok 103).

£7 BOCCTaHOBMTL
& YbOpaTk vz KOpaWHE

OUNCTUTE KOPSHHY
PucyHok 103. MeHto onepauuii Hag 06beKTaMn KOP3UHBI.

Ona Bblbopa cnocoba BOCCTAaHOBAEHUA CUCTEeMa OTOBPasUT AOMNONHUTE/NIbHOE AMA/NIOrOBOE OKHO
(PncyHok 104).

-

Al BoccranoeneHne gokymenTa E\ [=] @

o BuifiepuTe BUZ Nankv AnA BOCCTAHOBNEHMA AOKYMEHTA.

He oTofpamaTk 3TOT AMaNor B Ceayouui paz

«" B BuiOpaHHy nanky w' B MOIOOHYID Nanky A OTHeHa

PucyHok 104. nanoroBoe oKHO Bbibopa cnocoba BocCTaHOBNEHMA 06BbEKTa KOP3UHBI.

Echan ypganeHHbln 06bEKT HeobXxoAMMO BOCCTaHOBMTb B MCXOAHOM nNanke (manka, B KOTOPOW
pacnonaranca o6beKT A0 yaaneHus), Bbibupaetca AeiCcTBue «B UCXOOHYH NanKky».

Ecnm 0bbekT HeobxoAMMO BOCCTAHOBUTL B APYryto Nanky, BblbupaeTtca genctsme «B 8bi6paHHY0
nanky». B aTom cnyyae, cuctema Bbl4acT OKHO HaBMratopa no 6MbanoTeKke JOKYMEHTOB, B KOTOPOM
HeobXxoAMMO yKasaTb Nanky A1a pasMeLLeHMA BOCCTaHABIMBAaEMOro 06beKTa.

Ob6beKTbl, KOTOopble He MNAaHMPYeTCA BOCCTAHABAMBATb, MOMHO YAaNWUTb M3 KOp3MHbl. [ocne
yAaneHus, obbeKTbl ByayT CKPbITbl B KOP3WMHE, HO MPOAO/KAT NPUCYTCTBOBATb B cucTeme. A
BOCCTAaHOB/NIEHUA YyAaANneHHOro o6beKTa, CKPbITOro B KOpP3WHE Monb3oBaTens, HeobxoaAnmo
06paTUTLCA K aiMUHUCTPATOPY CUCTEMDbI.

Ona ynaneHna ob6bekToB, BblAENEHHbIX B CMUCKE, HEOBXO4MMO B MEHIO onepaunin BblbpaTb NyHKT
«Yb6pame u3 Kop3uHsi» (PucyHok 103).

Ona ypaneHus Bcex OOBLEKTOB KOP3MHbI, B MEHI0 onepaumin BbibMpaeTca NyHKT «O4yucmume
Kop3uHy» (PucyHok 103).

MpumeuaHue. KoHeyHoe ydaseHue 0OKyMeHma u3 apxuea 0oCmyrnHO MosbKO M0sb308AMENAM C
npasamu «AOMUHUCMPAMOP CUCMEMBbI .
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MouCK KapToueK AOKYMEHTOB

MexaHnsm nowu

CKa KapTouyeK ABAAETCA OOHMM W3 K/HOYEBbIX MEXaHM3MOB cucTembl. [loucK
BO3MOXeH no ntobomy Habopy aTpmbyToB AOKYMEHTA, YTO NO3BOAAET HANTU OOBEKT B cucTeme
AaXKe NPU MUHUMANbHON MHGOPMALMU O HEM.

Numepdbeiic okHa noucka 0oKymeHmMoe

Ana ocywecTsneHnAa NONCKa JOKYMEHTOB B CUCTEME NpeaHa3Ha4YeHO cneunasibHOE OKHO, KOTOpoe

MOXHO BbI3BaTb

HECKOIbKMMK cnocobamu:

e C NOMOLLbIO OCHOBHOrO MEHIO r1aBHOrO OKHa CUCTEMbI, Bbl3BaB NYHKT «Halimu -> Halimu

0OKymeH

e C nomoubto MaHeIn MHCTPYMEHTOB, KHOMKM

e HarkaTtue

m».

.

1
~ «Halimu 0okymeHm».

M Ha KnaBuaType GyHKUMOHANbHOW KnaBuwm «F3».

BHe 3aBMcMmoOcCTM OT cnocoba BbI30Ba, 0TOOPA3UTCA OKHO NOMCKa JOKYMeHTOB (PucyHok 105).

HazeaHue:
MpPUHaANEXHOCTE:

Tun LokyMeHTa:
HauMeH-ue Buga 4ok-a:
33rofoBOK:

PefakTop KapTouku:

PacwmpeHue:

PesynbTaThl NONCKA

HauMeHoBaHKe

Pacnonoxexue:

Mpegbligyuwe

| /. HacTpowTe...

NwBoe 3HaYeHHe w ©opMa QOKYMEHTa: - Pacneuyatark
NMoboe zHaueHne v MoaTun goKyMeHTa: v ObpaboTate
b A 33KpLITE
# | ABTOp KapTOuKM: 2| %
&% PeruCTpaTop KapTouKK: 2|k

WNeKaTe TONEKO KapToukk ez foKyMeHToB
VICKaTe TOYHOR
COOTBETCTEHE

ABTOD KapTOUKK [ata perucrpauum ADXUEHBIA

Mepeith

Cnegyowme Wcropusa BoCCTaHOBMTE KapTouka OTKPLITE

‘ Mowck gokymMenTa EI@
[ "
Obwme | Cogepwadve  [JoNoNHUTENsHle ApxME [atel  Wcrouduk  Mognuca | WTpuxkog HaitTn v

PucyHok 105. OKHO NOMCKa 40KYMEHTOB.

NHTepdeiic OKHa COCTOUT U3 HECKOJIbKMX obnactent (PucyHok 106):

1. O6nacTtb
2. O6nactb

3agaHuAa aTpmbyToB dUNbTPa NOUCKA M NaHeNb GYHKLUNOHAbHbIX KHOMOK.

oTobOparkeHns pe3ybTaToB MOUCKA U onepauuit.
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2% Nonck ADKYMEHTE
P—

[E=5 B

HazeaHue:

MpUH3ANEXHOCTE:

TN AOKYMEeHTa:

3aronoBok:

PacwmpeHnue:

PepakTop KapTouku:

= |
OBwie | Copepxanne | JononHuTentHsle | Apxve | Jate | WcTounnk

NioBoe zHaUeHue

NioBoe zHaUeHue

HauMeH-ue Buaa AoK-a:

Mognueok | Wrpuxkog

©OpMa AOKYMeHTa:

MoATMN AOKYMEHTa:

ABTOp KapTOUKM:

PerncTparop KapToukw:

WNcKaTe TONBKO KapTouky Ges gokyMeHToR

Haittn v

#. Hactpoutk...
Pacneyatath
0OfpaboTate

A 33KpBITE

1

WcKkate TouHoe
COOTEETCTEME

Pa3ynbTaThl NOWCKa

HauMeHoBaHue

PacnonoxeHwne:

Mpegsigyume

ABTOD KapTOYKKM

Cnegyrwue

[lata perucrpaumm

Wcropua

ADXMBHBI

BOCCTaHOBUTE

KapTouka

MepaiTh

OTKp b|T2

cbopmupoeaHue 3arnpoca u esvinosiHeHuUe noucka

PucyHok 106. Obnactu nHTepdelica OKHa NoucKa.

O6nacTb NOUCKa AOKYMEHTOB COCTOUT U3 ABYX NaHeNeNn:

e [laHeno dhopmuposaHus ampubymoe NoucKa — COAEPKUT BKNAALKM C MONSMKU aTpubyTos
KapTOYKM AOKYMEHTA.

e [laHenb PYHKUUOHANbHBIX KHOMOK — COAEPKUT KHOMKM, OCYLLECTBASIOLWME Onepauumn no
MOMUCKY AOKYMEHTOB.

MaHenb popmuposaHua ampubymoe noucka

Ha naHenu d)OpMVIpOBaHVIH anM6YTOB NMOUCKa pPacnoaoXeHbl Mnond, COOTBETCTByHOLWMNE BCEM
BUANMbIM anVI6yTaM KapTO4YKN AOKYMEHTA.

Mpumeuanune. OnucaHue nonel, APUCYMCMBYOWUX HA MaHeAU GOopMUPO8AHUA ampubymos
rnoucka, MOMHO Halmu 6 onucaHuu nmnoneli coomeemcmsylouux Kapmoyek 8 pasdese
0okymeHmayuu «Kapmoyka».

Ana y,El,OﬁCTBa 3anoJIHEHWNA NoNA anMGYTOB NOUCKa CrpynnmpoBaHbl Ha HECKOJZIbKUX BK/1a4KaX:

e Obwue — CnNUCOK OCHOBHbIX (Hambosee 4acTo MCMOAb3yeMbIX NPU MOUCKE) aTpUbyTOB

KapTO4YKM AOKymeHTa. [laHHaa BKAagKa (PucyHOK

107) oTobparkaeTcs aBTOMATUYECKU B

MOMEHT OTKpbITUA OKHa NoucKka. NNomumo nepeuuncieHus nonem KapTo4yek OKYMEHTOB, Ha

BK/1aAKe pPacnosioXKeHOo AOoNnoJsIHuTe/IbHOE none
OOKymeHmoe», ANA NONCKA KapTo4veK, CO34aHHbIX 6es AOKYMEHTOB.

«Mckamb  MoOsAbKO  Kapmoyku bes
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|
Obwme | Cogepxanue | [ononHuTeneHse | Apxue  [Jatel | Mcrouduk | Mognuow | WTpuxkog,

HazeaHue: |

MpHHAANEXHOCTE: NMiofioe aHaueHue w ©OpMa AOKYMEHTE: w
TUN DOKYMEHTa: NMiofioe 2HaueHue w MoATHN AOKYMEeHTa:

HauMeH-We Bnaa fok-a: v
ZaronoBoK: & ABTOD KapTOUKK: &%
Pe[aKTOp K3pTOUKH: (% PerncTpatop KapToukM: &%
PacwMpeHue: MICKaTh TOMBKD KapTouKK Bes JoKyMeHToB

PucyHok 107. Bknaaka "O6uimne" oKHa NoUCKa AOKYMEHTOB.

ColdepyaHue — NMOWUCK AOKYMeHTa Mo cogepskumomy daiina (PucyHok 108). Mouck no
COAEPXMMOMY AOCTYMEH NpPU WMCMNONb30BaHUM CepBepa KOHTEKCTHOro Moucka. MpuHumMn
paboTbl 3aKNOYaeTcs B TOM, YTO cUCTeMa B GOHOBOM pPEXMME MHAEKCUPYET TEeKCT U3
OCHOBHbIX TUMOB TEKCTOBbIX [AOKYMEHTOB (CMMCOK TUNOB nNpuBEAEH B TeKyLlen
AOKYMEHTauMM B pasaene «KOHTEKCTHbIM MOUCK [AOKYMEHTOB») W npeaocTaBaseT
BO3MOMHOCTb MOMCKA [AOKYMEHTa He TONbKO MO ero atpubytam B KapTO4Ke, HO M MO
coaepXumomy.

D |
O6wme | ConepxaHne | JoNONHWTENLHbIE | ADXWE | daTtel  MCTOYHMK Mognuck | IWTpuxkog,

CopepxaHne: |

[nA NoMCKa TOMHOMO COBMN3aeHHA C dpazod, MCNONEIYATE KaBbIYKM:
"cnoeo 1 cnoso 2" (2HaKW NPEMNUHAHWS He YUMTEIEATCH).

[lns Nowcka CNoea, ANA KOTOPOro MEBECTHO TOMEKD ero Hauano, MCNonesyiiTe cuMBon ™' B KoHLe Cnoga:
‘Ha*™" uwet ninboe noAenexue 'Ha', B TOM YWCne B HAYANe APYTHX COB.

MICKaTe TOMBKD B NOCNEAHWX BEPCHAX AOKYMEHTOR

PucyHok 108. BKnagka "CogepskaHue" OKHa NOMCKa JOKYMEHTOB.

JAononHumenbHble — cNUCOK aTpMBYTOB KapTOYKKM AOKyMeHTa (PucyHok 109), He Boweawmnx
BO BK/IaAKy «0bwue», 3a WUCKAOYeHMeM aTpubyToB, CBA3AHHbLIX C AAaTOW U BpeMeHem
AOKYMeHTa (pasmeLlleHbl Ha BKIagKe «Jamel»).

]
Obuwe | Cogepxardne | JONOAHUTENEHbIE | Apxue | Oatel | McTodHuk | Mognuod | IWTpuxkom

HoMmep gOoKyMeHTa

Homep: | HomMep wod. gok-a:
HoMep Bx. Ook-3: Mo, Homep y Kopp-3:
NMonyuartenb
HanmeHoBaHWE: &
sapec: o
KoppecnoHgeHT: KoMy HanpaeneHo: ~
MNoppazaeneHye aeTopa: =

PucyHok 109. BKnagka "[JononHutesnbHble" OKHa NOUCKA AOKYMEHTOB.
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e Apxus — CNUCOK aTpUOYTOB KapTOYKWU, CBA3AHHbLIX C Pa3MeELLEHMEM WU NepemeLleHUeMm
OpUrMHana AOKyMeHTa B apxmse opraHusaummn (PucyHok 110). Ha BKnagKe npucyTtcTeyeT
AONONHUTENbHOE none «Mckame OOKYMeHmMbl U3 MnepeyHAa» ANA MNOUCKA MO CMAUCKY
OOKYMEHTOB, NepevyncieHHbIX B KAPTOYKax HOMeHKNaTyp.

= |
OBuwme | Cogepxanue  JononHUTensHue | APXKE | JaTel | WcTouduk | Mognucw | WTpuxkog

WCKaTE A0KYMEHTHl M3 NepPeYHA

-

[aTa CAayM B apxue: c|l .. = Mo: | __._ . 5 || T
Beop B gelicTere: c | . ] (B Mo: | __.__ . = || %
33BeplieHue: ol . = (% Mo: | _._ . = || %
[aTa OoKyMEeHTa: c .. &%| % Mo: | _._._ =] %
HazeaHue:

Tun QoKyMeHTa: w MogTHn 4oKYMEHTa:

MPUHALNEXHOCTE: w HaumeH-Me BMZa foK-a:

MHaekc: Tpud:

CpoK XpaHeHWsA: CO3eTcA B apxMe:

MNepexogdAwan:

Cratem:

MpuMedaHua:

Homep:
PucyHok 110. BKnaaka "ApxvB" oKHa NOMCKa AOKYMEHTOB.

e [Jlamel — cNUCOK BCeX aTpMByTOB KAPTOYKWU AOKYMEHTA, COOTBETCTBYHOLMX TUMNAM LAHHbIX
«dama» v «Bpemsa» (PucyHok 111).

|
Obuwe | Conepxanne | fononHuTensHele | Apxus | J3Tsl | Mcrounuk | Mognuck | IWTpuxkos,

-

OaTta JoKyMeHTa: C: | = || B Mo: | _._._ 5|

[arta 2aKkinyeHna; c .. =l % Mo: |_._ . = || %
[ara per-u y Kopp-a: c . . =% Mo: |__._ . = | %
[ata perucrpaumu: c .. = || % Mo: |__._ . || %
[aTta CoZAaHKA: c |_. . = % Mo: | _.__._ || %
CpoK XpaHeHua go: c |_._ . = || % Mo: | _.__._ i || %
Oata mogndukaumumn: c o\ . . = || % Mo: | _._ . : = || %
[ara poxaeHus: c .. = || % Mo: |__._ . || %
CpoKk nefcTEMA C: c .. | % Mo: | _. . 5| %
CpoK gefcTEMA no: c .. | % Mo: | _.__.____ =] %
MNocnegHsA BepCAA: c .. = || % Mo: | _._._ = = %
Buibop aarhi: c | . . = || % Mo: . . || %
Bulfop AaThl CO BpEMEHEM: c . . = || % Mo: . . = || %

PucyHok 111. BKnaaka "[atbl" OKHa NOMCKA [OKYMEHTOB.

100



e MUcmOYHUK — CNUCOK aTpUBYTOB, CBA3AHHbLIX C MepapXuMeir PacnoNOXKeHUs LOKYMEHTa B
6ubanoTeke AOKymeHTOB (PMcyHOK 112).

JononHutenbHoe none «Mckame cpedu Oo4YyepHUX OOKyMeHmMo8» MNpeAHasHayeHo Ans
NMOMCKa NO AOKYMEHTaM, NepedyucieHHbIM B none «/ouyepHue OOKyMeHmMbl» BO BKNaAKe
«Ces3u». B pe3ynbTaTbl MOMCKa NONAAAl0T POAUTENLCKUE AOKYMEHTDI.

Obwwe CopgepwaHue | JononHuTensHble  Apxue | [atel | MCTOYHMK | Mognucd | IWTpuxkog

WcKaTe B nanke: 1| | & Binioyaa nograranori

WCTOYHWK NoMCKa: Tekywwme ~
McKaTe cpeawn A0YEpHWE LOKYMEHTOE

PucyHok 112. Bknagka "MUCTOYHMK" OKHA NOWMCKa JOKYMEHTOB.

e [loonucu — CNXCOK aTpubyTOB, CBA3AHHbIX C MoAnMcaHMeM AoKymeHTa (PucyHok 113). B

cnuncke BbI6MpaPOTCFI nonb30BaTe/IN, KOTOpPbIE NPeanoa0KUTENIbHO NOANUCbLIBAIN NCKOMbIW
AOKYMEHT.

Obwme Copepxadue JonofHUTENbHble | Apxue  Jatel | Wcrodduk | TOANKCH | ILITpUxkon

MoWCK A0KYMEHTOR, NOAMNMCAHHLIX BLBPaHHLIM NONL30BaTENEM: £, BuiBipaTk nonssoeatens | | %
@0

Netpoe MNetp MNetTpoeny

PucyHok 113. Bknaaka "Moanucun" okHa NoMcKa AOKYMEHTOB.

o LImpuxKkod — NOUCK OOKYMEHTa MO 3HayeHuto wTpuxkoga (PucyHok 114). YKasbiBaeTca
YMCNOBOE 3HaYeHMe LITPUXKOAA, MPOMNMUCAHHOE B KapTOUYKe AOKYMEHTa.

[aHHas BKNagKa NoucKa Hanbonee GpyHKUMOHANbHA NPU MCNONb30BaHUMN NOAKAOYEHHOTO K
paboyelt CTaHUMM NONb30BATENA CKAaHepa LTPMXKOAOB. [pU MCNONb30BAaHUM CKaHepa,
BO3MOXHO aBTOMATUYECKOE 3aMnoJIHeHWe MO 3HAYeHMEM, MOJYYEeHHbIM CO CKaHepa npwu
YTeHUU rpaduyecKoro WTPUXKoAaA.

—

Ofwpe Copepxadne [JononHuTensHse | Apxue | Jatel | Wcrouynuk  MNognucwy | WTpkxkog

WITPMXKOA; |
PucyHok 114. Bknagka "LUTpuxKkoa" okHa NoMcKa AOKYMEHTOB.

OcobeHHOCMU 3anosHeHUA noael NouckKa

Mo yMOYaHUIO, HAXOXKAEHWE AOKYMEHTOB, YAOBAETBOPAOWMX YCAOBUAM MOMCKA, OCYLLECTBAAETCA
Mo NPUHUMMNY HECTPOrOoro COOTBETCTBMA MCKOMOFO BbIPaKEHMA U 3HAYEHUA aTPUOyTa AOKYMEHTa.
Odpyrumn cnoBamu, eciv B CTPOKE MOMCKA, B TEKCTOBOM none «HassaHue», YKAa3aHO 3HayeHue

«poma», B CNUCOK pe3ynbTaToB NOMCKA NonagyT AOKYMeHTbl ¢ HasBaHmamu: «UMN UsonrnH PomaH
Banepbesunu», «O00 Pomawka», «OAO 3akpoma» v T.A4.
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Ona poctuxeHma 6onbluen rmbkoctTn B NOCTPOEHUNN 3aMPOCOB, B TEKCTOBbIX MONAAX, BO3MOXHO
MCNos1ib3oBaHMe cneunaabHbIX Bblpé\)-KGHVIVI — [T1OUCKO8bIX orepamopos.

B kauectBe Hambosiee 04eBNAHOrO BAapuaHTA MOMCKOBOrO OnepaTopa, MOXHO NPUBECTU CUMBOA « »
(npoben). Ucnonb3oBaHuMe npobena B CTPOKE MOMCKA O3HAYAET, YTO B aTpMbyTe LOKYMEHTA A0/IKHbI
NPUCYTCTBOBATb OAHOBpemMeHHO oba 3HauyeHuA, cneBa M cnpasa oT npobena. Hanpumep, npu
YKa3aHMKW B CTPOKe NOUCKa nona «HaumeHosaHue» 3HayeHUA «po ma», B CMUCOK pe3ynbTaToB
NMOMCKa NoNaayT AOKYMeEHTbI ¢ HazBaHMAMM: «O00 Koctpoma», «O00 BepxHue MaHgporn», «O00
Po60TM3MpoBaHHble MawunHbl MaiopoBay.

NMNommmo r|p06ena, A0NyCKaeTcA ncnosib3oBaHne cneayrowmx Bblpa)KeHMﬁ:

e «|» - nornyeckoe «WUJ/IN», B pesynbTaTax NMOUCKOBOW onepauuu, B yKasaHHOM aTpubyte
[OKYMEHTa, NPUCYTCTBYET 3HaYE€HME CNIEBA U/U CNpaBa OT CMMBOA « | ».

e «-» - nornyeckoe «HE», ecnn cMMBOAN CTOMT nepeg, 3HaYeHWEM, B pe3y/bTaTax NMOUCKOBOM
onepauuu, B yKasaHHOM aTpubyTe AOKYMEHTA, AOMKHO OTCYTCTBOBATb YKa3aHHOE 3HaYeHue.
Hanpumep, «KpacHasa -3eée30a», 0653aTeNlbHO NPUCYTCTBUE C/I0BA «KPACHAA» U OTCYTCTBUE
c/ioBa «36e30a».

o «(»n «)» - BblaeneHne 610KOB NPU NMOCTPOEHUMN COXKHDBIX BbIPAXKEHUIA.

Hanpumep, BblpaxkeHune «(KpacHas|apkas) 3ee30a», 03HA4YaeT, YTO B 3HAYEHUU aTpubyTa
MoAs AO/XKHO MPUCYTCTBOBATb C/IOBO «36€30a» U KKPACHAA» NV KAPKAS.

MopoiayT 3HaYEHUA: KKPACHAA 38e30a», «APKaAsA 36e30a».

He nooonayT 3HauyeHus: «38e30a», 30/10mMas 36e30a», KKPACHASA APKAA MOYKA».

MaHenb pyHKYUOHANbHBIX KHOMOK

Ha naHenn ¢pyHKLUMOHaMbHbIX KHOMOK CrpynnMpoBaHbl KHOMKK, OTBEYatoLLMe 33 HEMOCPeACTBEHHbIN
NMOUCK AOKYMEHTOB MO 3aAaHHOMY QUNBLTPY U O6pa6OTKy pe3ynbTaToB NOUNCKaA (PMCVHOK 115).

Haitrn | | % | [H| | %

/. HacrpouTk...

LE{] Pacneyarate

= ObpaboTaTk

A 3AKDRITE

McKaTe ToUYHOE
COOTEETCTEWE

PucyHok 115. BHewHW BUA naHenn GpyHKLMOHAIbHbIX KHOMOK.
KHOMKM, pacrnoniosKeHHble Ha NaHeu:
. HalTH| _ 3anyck noucka AOKYMEeHTOB no 6ase AaHHbIX (aHANOTMUYHO HAXKaTUIO Ha
KnasmaType Knasumium «Enter»).
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- OYUCTKA 3HaYeHU Bcex nosen GpuabTpa NOUCKa.

. COXpPaHeHWe HaCTPOEK TeKyLLLero noncka (KoHGuUrypauum nouncka).

Mocne coxpaHeHua KoHUrypaumm, byaeTt npeasiorKeHo co3aaTh COOTBETCTBYOWMN GUALTP
noucka. B ¢unbtpe oToOparkaloTcA akTyasibHble pe3ynbTaTbl MOMCKA MO  TeKylewn
KOHOUrypaumn. dunbtp, nocne coxpaHeHUs, AOCTyNeH B AepeBe OOBEKTOB B CMCTEMHOM
ToMme «@uaemper» (PucyHok 116). Mcnonb3oBaHue rotoBoro GpuibTpa SKOHOMUT BpeMa Ha

dopmmMpoBaHMe NOBTOPHOIO aHaNOTMYHOrO 3aNpoca NOMCKa.

BUBAMOTEKa AOKYMEHTOR

JIMuHBlE Nanku

=

HomeHknatypa

] v = =
¥ i

OUNETPLI

V¢ PefaKkTupyeMule J0KyMeHTh

= ¢ porosop
B8 Doroeop aganTaumm N@ 23-01
f4 | Joroeop N2 0013 c Pora 1 KonwiTa oT 02.04.2019

| NWueH3MOHHEIA goroeop N2 23

¥4 NuuenzvoHHA goroeop N3 ot 11.04.2019

< [ WabnoHw
b ¥ Monssoeatenbckne WabnoHs 4OKYMEHTOR
b 18 Nonesoearenscive wabnoHs nanok
b 18 cucremnbie wabaoHw AoKyMeHTOR

PucyHok 116. Tom "®unbTpbl" aepeBa 06bEKTOB.

¥ 3arpy3Ka CoXpaHeHHOM KoHdurypaLumm noucka. Bolbop KoHPUrypaumm nponssoanTca
B OTAE/1bHOM OKHe «CrlUCOK COXPAHEeHHbIX KOHgu2ypayul» (PucyHok 117).

Mpn HeobxoAMMOCTW, YCTapeBLIYID KOHPUIypauMio MOMKHO yAasUTb C NMOMOLLbIO KHOMKK

«Y0anume» nnun «Yoanumes ece» (yoaneHune scex KOHPUrypaumi).

Hazeanwe KoHduMrypaumu

Aoroeop

% Crncok COXpaHEHHBIX KOHGUMypaLumnii noucka EI =] @

MpUMEHWTE Yaanute YO3anuTe BCe A 33HPHITE
PucyHok 117. OKHo Bbibopa KOH$UrypaLmm nomcka.
A Hacrpoue... - HacTpoiKa oTobpaskeHWa Nosieil HaMAEeHHbIX JOKYMEHTOB B CMUCKe
pe3ynbtatoB noucka. Bbibop Habopa oTobpaxkaembix MNOMEN OCyWecTBiAeTcA B

cneumanbHOM okHe (PucyHok 118).
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it HacTpoiika oToBpamenna pesynsTaTtos EI = @

HazeaHue nona OTobpaxarts none - " Beepx
HauMeHoBaHKWe : L Bhmz
ABTOD KapTOUKK

[aTa perncrpauum

ADXWBHBIA

CoTpyaH1K

[ata poxgeHua

Knuext

MepeHoc cpoka

[aTa per-u y Kopp-a

Mata per-u Bx. AoK-a

[aTa per-u nox. Lok-3

MpUHaQNEXHOCTE

@opMa AOKYMEHTa

Moppaznenexune aBTopa

KoppecnoHgeHT

HoMep Bx. aok-a

Wt HomMep ¥ Kopp-a3

Kop nogpaznenerus v
COpPTHPOBKA pPe3ynbTaTos

Mone ANA COPTMROBKM: HauMeHoBaHNe v
TWN COPTUPOBKK: Mo BOZPaCTaHMID v
MeuaTb pezynbTaToB

WabnoH gns nedatu: WabnoH_¥Mouckdok

" COXpaHHTE A OTtMeHa

PucyHok 118. OKHO HacTpOiKM oToBpaskeHMA Noen CnmucKa pesybTaToB NOMCKa.

B cnucke nepeumcneHbl Ha3BaHWUA AOCTYNHbIX ANA OTOOpa*KeHWs B MOUCKOBOW BblbopKe
nosen KapTOYKM AOKyMmeHTa («HazeaHue nona») v 3HavyeHue UX BUAMMOCTM B UTOTOBOM
cnucke («Omobpaxams none»).

KHonKK «Bgepx» U «BHU3» NpeAHa3HaYeHbl 418 U3MEHEHUs NopaaKa oTobparkeHus nonen.
Mons, pacnono’KeHHble BBEPXY CMMCKA, PacnonaratTca NeBee B WMTOrOBOW MOWCKOBOWM
BblbOpKe. s nepemeLLeHns nons no Cnucky, npeasapuTenbHo TpebyeTtca ero BbiaeneHue.

«lone 074 copmuposku» 3agaeT none, No KoTopomy 6yaeT BbiNoO/JHEHA COPTUPOBKA
MTOTOBOTO CMWUCKa pPe3ynbTaToB. «Tum COpMUPOBKU» 3adaeT HanpasJeHUe COPTUPOBKM
pe3ynbTaToB No BbiIGPaHHOMY NOJIIO.

B cekuuu «lleyams pe3ynbmamos» yKasbiBaeTca WabnoH AOKYMEHTa CUCTEMbI, B KOTOPbIN
HeobXxoAMMO BbIrPy3nUTb pe3ybTaTbl MOMCKA Nepes, Aa/ibHeMLWen pacneyaTKoun.

Ons npumeHeHMA 3a4aHHbIX HACTPOEK, HeobxogMmo HaxKaTb KHOMKY «[lpumeHUmo».
HacTpoikn coxpaHAlTCcA B KOHPUTYpaLMOHHOM dainne cuctembl M ByayT MO yMOAYaHUIO
NPUMEHATLCA KO BCEM C/IeZYIOLLMM Onepaumam NomcKa.

(<) Pacnevarate pacrneyaTka WTOroBOro CrMcCKa [OKYMEHTOB. Ecan B HacTpomKax

MoOMCKa 3adaH WabnoH neyatn, CNUCOK HaMAEHHbIX AOKYMEHTOB 6yAeT BbIrpy>KeH B 3TOT
wabnoH.
% o
o) LIEEED - onepaumm Co CMMCKOM HalAEHHbIX JOKYMeHTOB (MoapobHo onuncaHo
B TEKYLLEW AOKYMEHTauun B pasaene «Pe3ysbmamsi noucka»).

A 33KphITE - 3aKPbITb OKHO NMOWCKa.
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BHM3y Ha naHenu ¢yHKUMOHaANbHbIX KHOMOK pPacnofiokeHo none «Mckame mMoOYHoe
coomsemcmeue», YCTaHOBKAa 3HAa4YeHua Noas NPUMBOAMUT K NepeBoay NOWUCKA B PEXMM CTPOroro
COOTBETCTBUA.

Mo ymON4YaHUIO, NOUCK LOKYMEHTOB OCYLLECTBAAETCA MO NPUHLMMNY HECTPOroro COOTBETCTBMA. ITO
03HAYaeT, YTO B MTOrOBYIO BbIDOPKY MOMAZalOT KAapTOYKM AOKYMEHTOB, YaCTUYHO COoAep’Kaline B
COOTBETCTBYIOLMX aTpNByTax MCKOMOE 3HAYeHMe, NPU 3TOM He YYMTbIBAETCA PEerncTtp CUMBOJIOB U
PacrnofioXKeHne 3HayeHUA B CTPOKe. B pexume cTpororo cootseTcTBuA («Mckambe movHoe
3Ha4YeHue») NPU NOUCKE YYUTbIBAETCA PETMCTP CUMBOJIOB U X HaXOXAEeHME B CTPOKe aTpmbyTa.

B pemMme CTPOroro cooTBETCTBUA MO 3HaYeHUO GUAbTPa NOUCKa «Poma» B UTOTOBYHO BbIGOPKY He
nonazyT 3HaYeHus:

o «OOO lupomaH» - yKazaHHOEe 3Ha4YeHUe ABNAETCA YacCTblo 3HAYEHUA NONA U He coBnagaeT
perucTp CMMBOJIa «p».

e «0OOO PomaHos u napmyepesir» - YyKa3aHHOE 3Ha4YeHne ABIAETCA YaCTblo 3Ha4Y€HUA NONA.

e «poma» - He COBNAZAET PErUCTP CUMBOA KP».

Pe3ynbmamesl noucka

MoWMCK AOKYMEHTOB MO YyCNOBUAM GUNbTPA OCYLLECTBAAETCA HaXKaTMEM Ha KnaBuaType KAaBuwu
«Enter» wnn KHOMKK Haiitn | UHTepdelice OKHa noucka. B npouecce noucka cuctema
OCyLLECTBAAET BbIBOPKY AOKYMEHTOB, MOAXOAALLMX NO NapameTpam, n3 6asbl AaHHbIX.
Bpems BbINONIHEHMA MOMCKOBOrO 3aNpoca 3aBUCUT OT PALA NapamMeTpPoB, B YaCTHOCTHU:

1. MapameTpoB NOMCKOBOrO 3anpoca.

2. Pasmepa 6a3bl AaHHbIX JOKYMEHTOB.

3. MNMpoun3BoANTENBHOCTU CEPBEPA CUCTEMDI.

Mpu OTCYTCTBMU AOKYMEHTOB, MOAXOAALLMX MO NapameTpam MOWUCKa, CUCTEMON OydeT BbiBeAEHO
npeaynpexaatollee okHo (PucyHok 119).

% CooBuwerne EI = @

o ns faHHeIX KpUTepues He Buino HalineHo U OAHOrD AoKyMeHTal

He oToBpamaTs ITOT AMANor B CIegyowWwmi pas

A 33KDLITE

PucyHok 119. OKHo npegynpexaeHns o6 oTCyTCTBUM pe3ynbTaToB MOMCKa.

Pe3ynbTaTbl MOMCKOBOrO 3anpoca OTOOpaKatoTcs CMMCKOM B 06nactn «Pe3ysnbmamsl MOUCKA»
(PncyHok 120).
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Pa3ynbTaThl NOMCKa

HaumeHoBaHWe ABTOD KapTOJKK [ata permcrpaumn ADXWBHBIH
Joroeop agantaymn N2 23-01 Ceprees Cepreil Cepreeeuy Her
Jdoroeop N2 0013 ¢ Pora v KoneTa oT 02.04.2019; MNetpoe MeTp MeTpoBuY Het
JTMUEHZNOHHBIA norosop N2 23 Cepreeg Cepreil Cepreesmy Her
JIMLEHZWOHHLIA aorosop N23 oT 11.04.2019 CHCTEMHbLIA AMUHWCTPaTOP Het

Pacnonoxenne: |bubnuoTera gokymedToe\dorogopsiPora v Koneima\2019)Y MNepefTn =

Mpegsigyume Cnegyowme BOCCTaHOBWTE =] Kaptouka OTKpLITE

PucyHok 120. BHelwHuit BuA obnactu "PesynbTaTbl noncka".

Obuiee KONMYECTBO HAMAEHHbIX B CUMCTEME AOKYMEHTOB OTODOparkaeTca B CTPOKe CTaTyca OKHa

HafpeHo foKyMeHTOoR: 4
MOUCKaA

Obaacme «Pe3ynabmamol noucka»

Ob6nacTb pe3ynbTaToB Noucka (PucyHok 120) coaepKUT CNUCOK HaAEeHHbIX LOKYMEHTOB M KHOMKM
LONONHUTENbHbIX ONepaLyii.

Mons, 0To6pa>KaeN\b|e anAa HaﬁAeHHOFO AOKYMEHTa B CNMNCKE, MOTyT 6bITb PasNYHbIMMU. HaCTpOﬁKa
Bnanmoro Ha6opa none ocywecTsnAaAetca B OKHe HaCTDOIZKM OTO6pa)KeHMFI pPEe3ynbTaTos,

BbI3bIBAEMOrO HaXKaTUEM Ha KHOMMKY R IO B NaHenn GYHKUMOHAIbHbIX KHOMOK OKHa
MOMUCKa JIOKYMEHTOB (pa3aen TeKyLlien AJOKYMEHTaUmMmn «[TaHesnb hyHKUUOHAbHLIX KHOMOK).

[NA yCKOpeHUs NOoUCKa, B CUCTEME MCMO/b3YeTCA NMOCTPAHUYHbINA PeXUM NPOCMOTPa Pesy/bTaTos.
Mo ymonyaHuto, B CNUCKe pe3ynbTaToB oTobparkaeTca He 6onee 100 AOKYMEHTOB (BO3MOMKHa
HacTpoMKa aAMMHUCTPATOPOM CUCTEMbI), ANa oTobpaxeHusa cnegyowmx 100 AOKYMeHTOB

HEOBXOAMMO HaKaTb KHOMKy | CTeAVRWMe = | 1,9 BosspaTa K MpedblayWym — KHOMKa

MNpeabligywme

B none «PacnonoxceHue» 0TObpaxKaeTca MepapxMyeckMin nyTb K BblBPaHHOMY [AOKYMEHTYy B
6nbMOTEKE LOKYMEHTOB. YPOBHU B/IOXKEHHOCTM MEPAPXMM PA3AENATCA CUMBOIOM «\».

[lnA nepexoja K BbIBPaHHOMY LOKYMEHTY B CMCTEME, WMCMOMb3YeTCA KHOMKa | 1ePeim = Mpwu

nepexoae K AOKYMEHTY, OKHO MOMCKA aBTOMATMYECKM 3aKPbIBAETCA, @ AOKYMEHT BblgenaeTca B
aepese 06bEKTOB.

OTKpPHITE

HaﬁAEHHbIVI AOKYMEHT MOXHO OTKpPbITb Ha MPOCMOTP HaXXaThem Ha KHOMKY nnn

nepeiiTi K peaakTMPOBaHMIO ero KapTOUKM, HaaTUeM Ha KHonKky | — KapTouka

Mpu noucke [AOKYMeHTOB B Tome «Kop3uHa» (3apaeTcAa Ha BKAaAKe «MCMOYHUK» NaHenm
aTtpubyTtoB, B none «McmoyHUK noucka» PucyHok 121) y HaWAeHHbIX AOKYMEHTOB MOABAAETCS
BO3MOXHOCTb HbICTPOro BOCCTAaHOBAEHMA.
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Tekylne W
Tekylwue
KopzuHa
ApXHE
Bezne

PucyHok 121. Bbibop 3HaueHuA nonsa "McTouHnk nomcka".

£7 BOCCTaHOBMTE o
ﬂ,l‘lﬂ BOCCTAaHOB/1IeHUA H€O6XOAMMO HaXaTb KHOMKY - M YKa3aTb nanky, B KOTOPOU
Pa3sMeCcTUTCS BOCCTAHOB/IEHHbIN JAOKYMEHT.

O6pabomka pe3ysnbmamos noucka

JononHutenbHble onepauunn, ceAs3aHHbIE C O6pa6OTKO[;1 Pe3ynbTaTtoOB NMOUCKA, AOCTYMHbI B OKHE

«06pabomka pe3ynbmamos noucka» (PUCyHOK  122), BbI3bIBAEMOro Ha)KaTMEM Ha KHOMKY
= Ofpafotate

A OfpaboTka pe3ynbTaToB NOWCKA EI =] @
BrniouWTE | HauMeHoBaHWe ABTOP KapTOYKM [ata perucrpaumu ADXHEHBIA
Oorosop agantaumy N2 23-01 Ceprees Cepreil Cepreesvy Het
foroeop N2 0013 c Pora v Koneita oT 02.04.2019: MNetpoe NeTp NeTpoeuy Het
TNLEHZMOHHEIA gorogop N2 23 Cepreee Cepreil Cepreesny Het
NMuueHzMoHHLIA gorogop N23 ot 11.04.2019 CMCTEMHBIA AQMWHMCTPATOD Het
~ C030aTk 2aNPpOC Ha Bbigauy
- 3KkcnopT LE:] Pacneuyatate cogepxuMae & MepeMecTUTL & WzMeHWTs NapameTp @ Yoanute
BulKNUKTE BCE BinrunTe BCE MHEEpTUpOEATE A 3aKpBITE

PucyHok 122. OKHO 06paboTKM pe3yibTaToB Noucka.

B oKkHe 06paboTKM pe3ynbTaToB OTOOPAXKAETCA CMUCOK HalAeHHbIX AOKYMEHTOB, €ro HacTPOMKN U
KHOMKWU A0MNOAHUTE/IbHbIX AEACTBUN.

Mone «BKAw4YUMb» (CNeBa OT 3N1EMEHTA CMMCKA) UCMONb3YETCA A5 BKAKOYEHUA 31eMeHTa B rpynny
AN1A BbINONHEHWA OMNepaLmn.
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BHM3Y, B OKHE pacnoioXeHbl KHOMKKM, obaeryatowme npouecc Bbibopa 3N1eMeHTOB:

. BRKTIOWNTE BC® | _ chaTh BLIGOP CO BCEX 3N1EMEHTOB CMUCKa.
. BiniounTe BC8 | gy, 16paTh BCE 31EMEHTBI CMIMCKA.
o VkeepTuposaTe | _ gepTUpOBaHMe BblGOpa, C BbIBPAHHbLIX 371EMEHTOB BbiGop 6yaeT

CHAT, Ha HeBbI6paHHbIX NNIEMEHTAX, Bbl60p 6y,u,eT YCTaHOB/IEH.

Ana Bbl6paHHbIX 91EMEHTOB BO3MOXHO BbINOJ/IHEHNE CheAyOWNX rpynnoBbiX onepau,mﬁ:

o 71 3KENOPT | _ gpirpy3Ka AOKYMEHTOB B daiinl Ha I0KabHbIV AUCK KOMMbloTepa
nonb3osaTens.
. (=) Pacnevarats cogepxumoe | _ nocnegosaTeNnbHan pacrneyaTtka BbIGpaHHbIX JOKYMEHTOB.
il
. @ Meperecme | panemectuTh BbIGPaHHBIE JOKYMEHTbI B cucTeme. Mocne Hayana

onepaumm oTobpasnTCca OKHO HaBMrauum no 6MbAMOTEKE 4OKYMEHTOB, B KOTOPOM
BblbUpaeTca HoBan poauTenbcKana nanka (noapobHee B TeKyLLen AOKYMEHTALMK B pa3gene
«lepeumeHoB8aHUE, NepemeujeHuUe, KA0HUPOBAHUE U yoaneHue 06beKmos 8 apxuee»).

) o VeMenuTe N3PAMETD | _ hi3peneHMe 3HAUYEHUA BbIBPAHHOrO aTpubyTa KapTOUKM ANA BCEX
[IOKYMEHTOB rpynnbl. B npouecce BbINOAHEHWUs onepaLuun, cuctema otobpakaeT
AManoroBoe OKHO Bblbopa aTpnbyTa KapTouKM ans uameHeHus (PucyHok 123).

‘ BHumaHwe! EI =] @

o BuibepuTe HaMeHAeMui napametp [CTaTyc (OCHOBHAA KapTouka AOKYMEHTOR CUCTeM |

o Oa A OTHEHWTE

PucyHok 123. Jnanoroeoe OKHO Bblibopa nepeonpeaenaemMoro napameTpa KapToukMm.

Mocne noaTBepaeHMA Bbibopa aTpnbyTa KapTouKM (HaxkaTue KHOMKKU «/a») oTobpaxkaerca
ANANOroBoe OKHO YKa3aHWs HOBOro 3HavyeHua aTpubyTta (PucyHok 124). B 3aBUcMMOCTM OT
TMNA [AHHbIX U3MeHAemMoro atpubyTta, B OKHE YCTAaHOBKM HOBOMO 3HAYeHWUA MOXKET ObITb:
TEeKCTOBOE NoJie, NoJsie AaTbl, BbIOOP 3HAYEHUA U3 CNPaBOYHMKA U T.A4,.

A PegakTpoeaHie napameTpa AoKyMeHTa E\@

b

Cratyc: B apxuee

w' COXPAHWTE A 33HDLITE

PucyHok 124. Inanorosoe OKHO yKa3aHWA HOBOroO 3HaYeHus atpubyTa.
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Mocne Haxkatma KHOMKM «CoxpaHume» cucTema oTobpasuT OKHO, MHOOPMUpYLOLLEE, YTO

onepauma 6blna ycnewHo BbINO/JHEHA C YKa3aHMEM KO/NMYECTBa WM3MEHEHHbIX KapTouek
(PncyHok 125).

‘ CoobuweHne E [=] @

o ¥ 4 nOKYMEHTOB YCNEWHO W3MEHEHO 3HAYEHWe MapaMeTpa.

He oToOpaxaTe 3TOT AWMaNOr B CNeayowni pas

A Z3KphITE

PucyHok 125. [luanoroBoe OKHO NpeaynperKaeHna 0 BbINOJAHEHHON onepauuu.

o @ YmmTe |y nanenue BbIGPaHHON rPyNNbl 4OKYMEHTOB.

A FPHTE | 3a3KpbiTMe OKHa 06pabOTKM Pe3yNbTaToB NOUCKa.

lleyame pe3ynbmamoe noucka

[na pacneyaTkM CNUCKa HaWAEHHbIX AOKYMEHTOB MCMO/b3yeTcA KHOMKa (=) Pacnevarate B

naHenn GyHKLMOHaNbHbBIX KHOMOK. Mepes pacneyaTkon cuctema otobpakaeT AManoroBoe OKHO C
npeasioXKeHnem yKasaTtb cnocob nedatu (PucyHok 126).

‘ BHumMaHWE! EI [=] @

e BullepuTe pexnM Nedat pezynsTaToeR NoncKa.

He oToOpasarts 3T0T OManor B Cnegyowmin pas

(=} Mpocras nevate ! MeyaTe B wabnoHe

PucyHok 126. luanorosoe oKHO Bbibopa cnocoba neyatu.

Mpu BbINOJIHEHUM NPOCTOM MeyaTy (HasKaTUe Ha KHOMKY 6=} Mpocras newars ), CMUCOK AOKYMEHTOB
6yLeT BbIrpy»KeH OTKPbIT B HOBOM incTe npunoxenna MS Excel (PucyHok 127).
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs

Bepcusa 6.5

E o Mevate pesyneTatos noncka (wabnon no ymonyannio) [Pexvm cosmectmoct] - Excel H - 0 X
Daiin [naBHan Bcraeka Pazmetka cTpaHuLe! Dopmynbl [JaHHbie Peyensnposanmne Bug ‘:;3 MomowH Bxog 2 OBwmit goctyn
A3 v fe | Haumenoeaue v
A B c D E F G -
1 _PﬁCHC‘IﬁTKﬂ PE3YIALTATOB NNOHCKA JOKYMEHTOB
2
3 Hauwvenopanne  |ABTop KapToukn |,-‘_'[a1‘a PETHCTpALHE |Apmmn.n‘i I
4
[ Jorosop amarrami e |Cepress Cepreit
5 |23-01 or 04.04.2018  |Cepreseuu Her
[Toroeop Ne 0013 ¢
Pora u Komra ot
6 |02.04.2019 Terpoz [erp Metpozra Her
| TTH=HEHORHEDR
[moroeop Me 23 or Ceprese Caprait
7 |04.042019 Caprezemy Her
| TTH=HEHORHEDR
morosop N3 ot CreTenmeii
8 |11.042019 Amuusucrparop Her
g,
10_%@01{31&{@@019.04.1? 15:51)
11
12|
13
14 |
15 |
16|
17
18|
Nuerl | Jmcr2 | Nmcr3 | ()] [l v
loToBo EE o = I +  100%
PucyHok 127. MNpeagaputenbHas Bbirpy3Ka AaHHbIx B MS Excel npu npoctoi neyatu.
" Nevars B wabnoxe
Mpw pacnevatke B WabnoHe (HaxkaTMe Ha KHOMKY | ), CNUCOK AOKYyMeHTOB byaeT

npeasapuTesibHO BbIFPYXKeH B WabioH gokymeHTa MS Excel, yka3aHHbIN B HacTpoMKax (Tekyuwasn
OOKYMeHTauus, pasaen «flaHesnb hyHKUUOHAAbHbLIX KHOMOK») (PucyHok 128).

Ho - =

WabBno klok [Pexnm cosmectimoctw] - Excel
daiin [naBHan Bcraska Pasmetka crpanmnup opMynbl HarHbie Pevuerznposarne Bua Q@ MNomowy
R1C1 = Je M
1 2 3 4 5 -
1 | '
2 Ilepedens HaHIeHHEBIX JOKYMEHTOE i
3 i
4 | Jata cocraBneHHA: ‘ 2019.04.17 i
5 i
Homep Jlata perncTpaumn Haspanue ABTOp KapTodKn ApxueHBIIT i

6 i
7 1 2 3 4 3 |

[Joroeop agantayun Ne|Ceprees Ceprei
8 |23-01 07 04.04.2019  |Cepreesuy Her

[Joroeop M2 0013 ¢

Pora n Koneita ot
9 [02.04.2019 MNetpoe [etp MNeTpoBuy Her

TMLEH3NOHHEI

[orosop M2 23 ot Ceprees Ceprei
10 |04.04.2019 Cepreesuny Her

TLEHINOHHEII

[norosop Ne3 ot CucTeMHBIR
11 [11.04.2019 AfMuHnCTpaTop Her
12 T
13 |Otuet nogrotoeneH aeromatudeckn (2019.04.17 15:54) ]
14 i
15 !
16 !
v !

Nuerl ® 3

ToToso Es m - i + 100%

PucyHok 128. MNpeasaputesnibHan BbIrpy3Ka CNMCKa AOKYMEHTOB B WabaoH MS Excel.




NMouck nanku

[lna noucka B cucTeme nanku, oTBevarollein 3a4aHHbIM KPUTEPUAM, UCNONb3YEeTCa crneuuanbHoe
OKHO MOUCKa, BbI30B KOTOPOr0 BO3MOMEH HECKO/IbKMMM criocobamm:

e B OCHOBHOM MEHIO IMIaBHOr0 OKHa CUCTEMbI NYHKT «Halimu -> Halimu nanky...».

\
e Ha naHenu MHCTPYMEHTOB r/1TaBHOTO OKHa CUCTEMbI KHOMKa «Halimu narnky».

e Ha KnaBuMaType HaxaTb KOMOMHALMIO KNaBuw «Alt» + «F3».

-* Moucx nankn =3 E=R
Ha3BaHWE Mankm: NpHKazhl Haiith
laTa cozgaHua C e _: [FE|*% laTa cozganwa no: |__._ . = [E|% -
Hoeslid nonck
ABTOD: 2l
A 33KpLITE
McKaTe TOUHDE
COOTEETCTBME
PesynbTaThl NOKNCKA
HazBaHWe nanku ABTOP COZA3HMA [OaTa coznaHua KoHbuUrypauus
MpUKass! : CncTemMHuIA AgMUHUCTPaTop 0 19.04.2019 12:41 - Mo ymonuanuo
PacnonoxeHwe: |BubnuoTeka gokyMeHToR\KaHuenapua\MpHKassl| MNepedTn =
Mpensoyume Cnegywowme @ McropuA
HaligeHo nanok: 1

PucyHok 129. OKHO nMoucka nanok.

NHTepdeiic okHa (PucyHoK 129) cocTouT M3 ceKummn dunbTpa Noucka (B BEpXHEM 4acTu) U CrmncKa
pe3y/IbTaToB MOWUCKA (B HUXKHEM YacTu).

B none «HaseaHue nanku» ¢UNLTPA MNOWUCKA YKasblBaeTCA Ha3BaHME WCKOMOM nanku. Mo
YMO/IYAHUIO, CUCTEMA OCYLLECTBAAET HEeCTPOruMi MOMCK, NO3TOMY 3HAuyeHWe, yKasaHHOoe B nose
«HaseaHue nanku», 6ypeT WCKaTbCA B HasBaHWAX 6e3 ydyeTa perncrpa CMMBONOB U WX
PaCcnoNoKeHUs.

B nonax «Zama co30aHus c:» v «Jama co30aHusA Mo:» YKasblBAaeTCA NPeAnoN0KUTENbHbIN
WHTEpPBan AaT, B KOTOPOM Mora bbiTb CO34aHa nanka B cucteme. Ecam 3HaueHue B 0AHOM U3 Nonei
He yKa3aHo, MHTepBa/ NMOMCKA MO AaTe CYMTAETCA OTKPbITbIM.

BHMUMaHue. YKazaHue 8 nose «/Jama co30aHuUA C:» 3Ha4yeHUs 6osnbwezo, yem 8 nose «ama
C030aHUA Mo:» rpusedem K omcymcmeuro HalideHHbIX 06beKmos, aHA/aA02UYHO, 3Ha4YeHue Moss
«/lama co30aHuUs No:» He Moxcem bbimb MeHblie, YeM «/lama coO30aHUSA C:».

B none «Asmop» yKasblBaeTcA MNOJib30BaTe/lb CUCTEMbI, NPeaANOIOXUTENbHO CO3,CI,aBLIJI/IIZ nankey.
Bbl60p 3Ha4YeHna npounsBognTca U3 Crnucka nonb3oBaTesien cucrtembl, AOCTYNMHOM MO HaXaTtuto

=

m
KHOMKKM == 1, INA OYNCTKM 3HAYEHUA NOAA UCNONb3YETCA KHOMKa

HOBBIA NoWCK

HaxkaTne Ha KHOMKY OoYyunLaeT 3Ha4eHA No BCex NoNAx cbmanpa NOUCKa.
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YcTaHOBKA 3Ha4YeHuMa B none «Mckamb mo4yHoe coomgemcmeaue» npunBoanUT K nepesoay NonUCka B
peXnm CTpororo cooTeseTcrtesunAa, B STom cayvyae, s3Ha4eHne nonAa «HazeaHue nanKku» [ONXKHO CTporo
COOTBETCTBOBATb HAa3BaAHUIO NAMNKKU CUCTEMDbI, BK/1KOYAA PETMCTP CUMBOJIOB U NOJ1I0XKEHUNE B TEKCTE.

Haiitn
Ona noucka no Kputepuam GpuabTpa HEOOXOAMMO HaxKaTb KHOMKY WIN KNaBuLy

«Enter» Ha KnasuaType.
Pe3ynbTaTbl NOMCKa, 0TOOparkatoTca B CNUCKE «Pe3ys1ibmam Moucka» B HUXKHeM YacTu nHTepdeica.

B cnucke pe3ynbTaToB noucka oTobpakaetca He 6onee 30 nmanok 3a pas, A4aAa NPOCMOTPa
cneAylowmx nanok HeobxogMMo HaxKaTb KHOMKY «Credyrowue», ANA BO3BpaTa K npeablaylimm
«[Mpedobidywjue».

[na nanku B cnucke otobpakatoTcs cneayrolime nona:
e HaszeaHue nankKu — HAMMeHOBaHMeE Marnku B CUCTEME.
e Asmop co30aHuUA — NONb30BaTeNb, 406aBUBLUNIA NANKY B CUCTEMY.
e [Jlama co30aHusa — paTa fo06aBneHUs Nanku B cuctTemy.
o KoHguz2ypayus — Habop nonemn ans otobpaxkeHUa CBOMCTB Namnku.

B none «PacnonokeHne» oTobpaxKaeTca MepapxMYecKuit nNyTb K BbIODpaHHOW nanke B cCUCTEME.
YPOBHU MEpPapXMM B YKa3aHUN NYTU Pa3fenatoTca CUMBOIOM «\».

MepedTn =

[na nepexofa K BblbpaHHOM Nanke, HEOOXOAMMO HaXKaTb KHOMKY . Mpu nepexope,

TeKywiee OKHO NOUCKa 6y,c|,eT 3aKpbITO.

Ana NPOCMOTPa 3apPerncTtpnpoBaHHbIX N3MEHEHUN nankKwu, HeO6XO,CI|MMO Bbl6paTb ee B Cnucke

PEe3y/IbTaToOB M HakaTb KHOMKy | > McTopua

Cnucok nameHeHMn oTobparkaeTcs B OKHe «Mcmopusa delicmesuli» (nogpobHee paboTta ¢ OKHOM
«ucmopuAa Oelicmeuli» onucaHa B TeKywen AOKyMeHTauuu B pasgene «Mcmopus OOKymeHma
(HomeHKnaTypbl)»).

[lNA 3aKpbITUA OKHA NOMCKa NanK1 UCNOb3yeTcA KHOMKa A SapuTE
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OTtyeTnbl

[na aHanvM3a M pacneyvyaTkM AaHHbIX MOJIe KAPTOYKU AOKYMEHTa B CUCTEME MpenyCcMOTPeH
MexaHn3m GpopPMMPOBAHMA OTYETOB.

TexHUYecKn, OTYET COCTOUT M3 Habopa YCNOBUIM MOMCKA KapTOYEK OOKYMEHTOB B 6MBAMOTEKE
AOKYMEHTOB U WwaboHa NpeacTaBAeHUsA UTOTOBOMO OTYeTa.

®DyHKUMOHAN NOCTPOEHMA OTYETOB OTOBPAXKAETCA Y NO/Ib30BaTENEN, BK/IIOYEHHbIX B Tpynny AOCTyna
«YnpaeneHue Odesnamu». MpU HaNMuMM [AOCTyNa, B OCHOBHOM MEHIO [/TaBHOMO OKHa CUCTEMbI,
NosABNAETCA AONONHUTENbHbIN pa3gen «Omyemoi».

B pasgene «Omuemobl» nepeyncineHbl roToBble K MCMO/b30BaHUIO LWABIOHbI OTYETOB, a TaKXKe,
cneumanbHbI UHCTPYMEHT «Hacmpolika omyemog».

UHCcTpymeHT

PeAaKTMPOBAHMA CyLLECTBYHOWMX WABAOHOB OTYETOB.

(«<Hacmpolika omuemog») wcnonbdyetca Ans  GOPMUPOBAHUSA

OOKYMEHTaUMn «PyKkogodcmaeo aOMUHUCMpPamopa».

Mo yMmoAn4YaHuIo, AOCTYMNHbI Caeaytowme npeaycTaHoBIEeHHbIe OTYETbI:

XypHan pecucmpayuu exodaujux 00KyMeHmoe — CNMCOK KapToYeK JOKYMEHTOB, TUNA

«8X00[UUe», 3apPerucTPUPOBaHHbIX B CUCTEME, B 3a4aHHbIM nepunos Bpemenu (PucyHok

HOBbIX
PaboTa C WHCTPYMEHTOM OMuMcaHa B

E ok © Kypran perncrpaynn exoaax gokymentos [Pexum cosmectumocti] - Excel H - 0 x
Daiin [naeHan Bcraeka PasmeTka cTpaHnLel @opnrynel JanHeie Peuersuposarine Bua & Momowpnk... Bxog 2_ OBwwii goctyn
Al ~ e v

A B c D E F G H -

L ]

']

2 }K}'plla.‘l PETHCTPANHHE BXOJHIMHX TOKYMEHTOB

3
YCnoBuA ANA NOATOTOBKW OTHeTa:
JHaueHnA [Jata per-u BX. [ok-a] HaxoaATCA B Auana3aoHe ot [01.04.2019] go [30.04.2019]
3HaueHue [Tun gokymeHTa] COBNaAAET co 3HauYeHneM [Brogawne]

4
5

Tun Ne Hata Newex. |Jara permcrpamn y|  Koppecnionnent | 3aromoeok (kpateoe Ipimesanne
PErHCTPALTHI KOpPeCcTIOHIeHTa comepKaHe)

6 EX.JOKYMEHTA
7 |Bxopsume 41 19.04 2019 18 18.04 2019|Pora w Koneita MuckMo |
8 |BropAwme 42 19.04.2019 123 18.04.2019|Teopema Mucsmo |
9
10 |O7uet nogrotoened aeTomariueckw (2019.04.19 17:27)

11
12
13
14
15
16
17
18
19

20 -

Tnerl [©)] [l 3

loToBo HH /|- 1 + 100%

PucyHok 130. Mpumep cdopmunpoBaHHOro otyeTa "HKypHan BXogaWmMX 4OKYMeEHTOB" .

e JypHan pecucmpayuu ucxo0aujux 00KyMeHmMo8 — CNUCOK KapToUYeK AOKYMEHTOB, TUNA
«ucxooAwue», 3apPerncTPUPOBaHHbIX B CUCTEME, B 3aZlaHHbIN Nepuog, BpemeHn (PUCyHOK

131).

n
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=]

aiin

-

Tnasran  Bcraska  Paamerca crpaniuel

Kypran perncTpaumm cxoaawLmx sokymenTos [Pekim comectmocry] - Excel

Gopmyne  Janneie

Peverzuposarne Bua

TUTE caenats?

Bepcusa 6.5

EH - O %X

Bxop S OBuwwii goctyn

R1C1 X F <
1 2 3 4 5 6 7 8 9 [«
1 | :
! '] '
2 JKypHAJ pericTpalHH HCXOIAMIHX TOKYMeHTOB
3
Yenosua ANA NOATOTOBKW OTYeTa:
3HauenuA [[lata per-n ucx. A,0k-a] HaxofATCA B AnanasoHe ot [01.04.2019] ao [30.04.2019]
3HaveHue [TUN AokyMeHTa] COBNafaeT co 3HadeHuemM [Mcxogawmne]
4
5
Tun Ne Hara Anpecat 3aronoeok (kpatkoe Henonsutens IIpumedanue
PeTHCTpaLMH cofepEaHne)
6 HMCX.JOKYMEHTa
Apxue
KMHOHOTOHOHOA OKYMEHTOR
yn.Taepuyeckan, 4.39,
7 [Mcxogawwe 22 22.04 2019|Cankr-Metepbypr MMcBMO B apXuB
8
9 |Otyer noaroToEneH asTomatndecku (2019.04.22 17:46)
1
1
12
13
14
15
16
17
18
19 |
20 '
21 1 =
Nuerl @ 3
Fataso B B - +  100%

PucyHok 131. Mpumep cdopmmpoBaHHOro otyeTa "MypHana perncTpaumm Ncxoaawmx AOKYMEHTOB" .

e KonuyecmeeHHbIli omyem no ucrnosiHeHuro 3d nepuod epeMeHU — KOn4ecCcTBeo

MCMO/IHEHHbIX U HEUCNONHEHHbIX AOKYMEHTOB, NOCTAB/IEHHbIX HA KOHTPO/Ib UCMOIHEHMUS, B
3aZlaHHbIN Nepnoa BpeMeHM 1 Mo KOHKPETHOMY CTPYKTYPHOMY NoApa3aeneHumio
opraHusaumm (PucyHok 132).

H ©-

Daiin

=

CEIE - IR R FUR K]

9
10
11
12
13
14
15
16
17
18
19
20
21
2
23
24
25

RIC1

TnaeHan Bcraska

KoNNHECTBEHHBIR OTUET OB MCMIONHEHAM AOKYMEHTOB [PEXUMM COBMECTMO

PazmeTka cTpaHmLl GopmMynel

[JaHHele

PeugrznpoBanue

H - O X%

Eua o Brog P+ O6Lnii gocryn

KoaHa49ecTBeHHERIH 0TIeT
00 HCIOTHeHAH JOKYMEHTOB

Hcronswrens

Hcenonsaeno HEHCIIOIHEHO

MNetpoe Metp MeTpogny

0

Ceprees Cepreil Cepreesny

7

Wraro:

F]

OTtueT nogrotoeneH aeTomarnuecku (2019.04.22 12:59)

[ || S S S A AP RO N N S A [ O ) S [ QSO S N PSS

FoToBO

JNnerl

H @ M-

+ 100%

PucyHok 132. Mpumep chopmupoBaHHoro "KoanyectBeHHOro otyeTa No UCNOHEHMIO 32 Nepuos BpemeHun".

e OnepamuseHbili omyem no xody ucnosnHeHUs — CNUCOK KapTOYeK LOKYMEHTOB, OTOBPaHHbIX

NO CTPYKTYPHOMY MoApasaesieHUIo N OTBETCTBEHHOMY UCNosIHUTeNt0. [JaTa Haxo4AnTcA B

WHTepBasie AaT: «c» none «flocmassaeHo», «no» none «Cpok ucnosnHeHus» (PucyHok 133).
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs Bepcua 6.5

H ©- s OTUET 0 AOKYMEHTAY, HAXOAALLWKCA Ha KOHTPONE Ha AaTy [Peskun commecTmocTu] - Bxcel B - O X

Tarin [naeHan Bcraeka PasmeTka cTpaHuye! Gopmynb HanHeie PeueHznposaHine Bug Q MomoLupmk... Broa P+ O6wwii goctyn

R1C1 - £ ©
1 2 3 4 5 6 7 -

1 1 !

1 T
2 Ot4er 0 JOKYMEHTAX, HAXOJAMHAXCHA HA KOHTPO.Ie HA IATY i
3 i
4 |

|
;

Ycnosua ANA NOATOTOBKKW 0TYeTa: :

3HaueHnA [MocTaeneHo] HaxoAATCA B Ananazore o [] Ao [22.04.2019 00:00] !

3HaueHnA [Cpok MCMONHEHWA] HAXOAATCA B AWanaszone oT [22.04.2019 00:00] ao ] |

3HaueHne [Ha koHTpone] umeeT aHaueHue [fa] |
5 |
6 i

Haseanne Hata 3aronoeox Koppecnionpent/ Cpor ncnonsenna | Cratye moryMeHTa
7 DETHCTPAITNH [lonmuicaHT TLIAHOBBI

Mpukaa Ne

M-2018-10

ot
§ 103.04.2019 22.04.2019|npukas o npueme Ha paboty 28.04.2019 16:46{Ha koHTpone
9 i
10 |OTyer nogrotoBnex asTomarnyecki (2019.04.22 17:29) i
11 1
12 .
13 !
14 !
15 |
16 :
17 :
18 |
19 ;

Jiuerl @ [ v

loTos0 izi) o - 1 +  100%
PucyHok 133. NMpumep chopmmnpoBaHHoro "OnepaTMBHOrO OTYETA MO XO4Y UCNONHEHUS".

e Omyem o0 OOKyMeHMAX, CHAMbIX C KOHMPOsA — CNUCOK KapTOYEK OKYMEHTOB,
MCNO/THEHHDIX B 3a4aHHbI NEPUOL BPEMEHM NO KOHKPETHOMY CTPYKTYPHOMY
nogpasaeneHnto  oTBETCTBEHHOMY ncnoaHutento (PucyHok 134).

E ©- T OTHET 0 AOKyMEHTAX, CHATLIX € KOHTponA [Pesknm cosmectumocti] - Bxcel B - 0 X

Daiin TnasHan Bcraska PasmeTia CTpaHMLB! ®opwmynsi  [lanHsie  Peuersnposanme  Bug < Bxos S O6uwii goctyn

RIC1 - & .
1 2 3 4 5 3 7 B |-
1 |
|
2 OT4eT 0 JOKYMEHTAX, CHATBIX KOHTPOJIS
3
4

Ycnosua 4NA NOAMOTOBKKA OTYETA:
3nauenun [[lata ucnonHeHwa] HaxoAATCA B guana3soHe ot [01.04.2019 00:00] go [30.04 2019 23:59]
3HaueHune [OtMeTka 0f ncnonHeHun] nmeet aHaveHne [a]

Hazeanme Hara 3aronoeok Koppecniongent! | Cpox ncnonseHus Iepenoc cpoka CpoK HCTIONHEHHA
i PETHCTPALIHH Tloprcant TLIAHOBBIH HCITONHEeHHA arTHaeciit
MLEH3NOHHBIR
[norosop Ne 24 ot
8 [22.04.2018 2204 2018{Tunosoi gorosop |Pora u Konema 30.04 2019 12:50 22.04.2019 17:36

|
I

10 | OTuet nogrotoEneH asTomatyeckn (2019.04.22 16:05) |
1 |
12 |
13 i
14 !
15 !
16 |
17 |
18 |
i

An

Juerl @ [ 3

loToBD B /g - 1 +  100%
PucyHok 134. Mpumep cdopmmnpoBaHHoro "OTyeTa 0 AOKYMEHTAX, CHATbIX C KOHTpons".

e Omuem no 00KymeHMam, NocmaesieHHbIM Had KOHMPOsb — CNIUCOK KapTOYEK AOKYMEHTOB,
NOCTaB/IEHHbIX HA KOHTPO/Ib B 334aHHbI NEPUOL BPEMEHM NO KOHKPETHOMY CTPYKTYPHOMY
noapasgenenunio (PucyHok 135).
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs Bepcua 6.5

H - s = - O X

OTHET N0 40KYMEHTaM, NOCTABAEHHBIM Ha KOHTPONL [Peskim commectmocti] - Excel

Broa S OBuwii gocryn

@aiin FnasHan Bcraeka PasmeTka cTpaHnLel Copmynel AanHeie Peyensnposanne Bug

RIC1 - Fe v
1 2 3 4 5 6 T 6 |-

1] ]

2 OT11eT MO JOKYMEHTAM, DOCTAB/JI€HHBIM HA KOHTPO.Ib

3

4

YCnoBuA ANA NOArOTOBKM 0TUETA:
3HaueHuA [MocTaeneHo] HaxoARTCA B Auanasode ot [01.04.2019 00:00] no [30.04.2019 23:59]
3HaueHue [Ha koHTpone] umesT sHauenne [da]

Hazeamne Hara 3aronceck Koppecniornent/ Cpox Ilepenoc Cpox
PETMCTPALTHI Iloammcant HMCIOMHEHNA CpoKa HCMOMHEHNA
7 [INAHOBBIH HCIIONHEHNE | DaKTiHeckiii
MTLEH3NOHHBIR
norosop Ne 23
8 |oT 04.04.2019 22.04.2019|Tunosoi foroBop Teopema 30.04.2019 12:31
MTLEH3NOHHBIR
norosop Ne 24
9 |oT 22.04.2019 22.04.2019|Tunosoi gorosop Pora » Koneira 30.04.2019 12:50 22.04.2019 1736
10
11 |OTuet nogrotoBnex astomatnueckn (2019.04.22 16:20)
12
13
14
15
16
17 -
Jiuerl @ [ 3
loToBo | 0o - 1 + 100%

PucyHok 135. Mpumep cdbopmmpoBaHHOro "OTHET NO AOKYMEHTaM, NOCTaBAEHHbIM Ha KOHTPOb".

dopmuposaHue omyemos

JocTyn Ko BCeM AOCTYNHbIM WabaoHamM OTYETOB, OCYLLECTBASAETCA M3 OCHOBHOFO MEHIO FNaBHOrO
OKHa cuctembl, pasgen «Omyemei» (PucyHok 136).

OTueThl | KoHTpareHTel  HacTpofiku

ldl Haerpoiika oTueToe...

HYDHAN PErvCTPaUMH BXOAAWME A0KYMEHTOR

HYDHAN PervcTPaLMK MOMAAWME AOKYMEHTOR
KOonMYecTBeHHLI OTYET NO MCMOJHEHWID 33 NEPUOL BDEMEHK
OnNepaTWBHLIA 0TYET MO X04Y MCNONHEHWA

OTYeT 0 JOKYMEHTEX, CHATLIX C KOHTPONA

OTYeT No A0KYMEHTAM, NOCTABAEHHLIM H3 KOHTPOE

PucyHOK 136. BHELWHMIA BUA, NYHKTA MEHIO OTYETbl C HABOPOM CTaHAAPTHbIX Wa60HOB OTYETOB.
Monb3oBaTesib B MEHIO Haxo4auT I'IOLI,XO,EI,FIU.I,Ml\;i emMmy Buna oT4yeTa 1 Bb|6VIpaeT ero.

B 3aBMcMmOCTM OT KOHdUrypaumm wabnoHa, cuctema nnmbo oTobparkaeT AONONAHUTENbHOE OKHO
YKa3aHWA napameTpoB NocTpoeHusa oTyeTa (PucyHok 137), ambo HenocpeactseHHo dopmupyeT
OTYeT (ecnun ykasaHue napameTpoB He NPeLyCMOTPEHO).
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_f.' HEpEMEprI OTHETA EI@

ﬂg[j,rf;g;‘g“””“ BX. c: |ot.04.2019 =% Mo: [19.04.2010 =%

MpUHaANeXHOCTE -
LOKYMEHTE:

" CthopMUpOBaTE A 33KpLITE

PucyHok 137. BHEWHWUI BMA OKa YKa3aHUA NapameTpoB NOCTPOEHMA OTYETa.

NHTepdelnic OKHa yKasaHMA MapameTpoB MHAMBMAYANEH ANA KaXKAOro BMAa OT4eTa M CTPOoUTCA
CUCTEMOM aBTOMATUYECKK, B 3aBUCUMOCTUN OT HAaCTPOEK, 3aaHHbIX NPU cO34aHUK WwabnoHa.

OKHO YKa3aHWA NapameTpoB MOMKET COAEpPKaTb Pa3/IMYHbIN Habop nonei (dunbTpoB oTyeTa). Tun
OaHHbIX nosa GUAbTPa COOTBETCTBYET TUMY AaHHbIX MOAA KAPTOYKM [AOKYMEHTa, MO KOTOPOMY
OaHHbIM PUnbTp 6yaeT npumeHeH. Hanpumep, Npu 3afaHnUM UHTEpPBasia BPEMEHU, UCMO/b3YHOTCA
nons TMna «8ama», NPy yKasaHWU 3HAYEHUS CNPaBOYHMKA, CMUCKU GUKCUPOBAHHBIX 3HAYEHUN U
T.4.

Kaxpaoe none dpuabTpa cHabXKaeTca NoANMCbIo, ONUCbIBatoWwen GUALTP B KOHTEKCTE AAaHHOIO OT4YeTa
(noanucy K NnonAm 3a4akoTcA BPYUHYHO Ha 3Tane co3gaHus WwabnoHa otyeta).

Echv B OKHe yKasaHMA MNapamMeTpoB OTYeTa, A/1A MOAA He 33a4aHO 3HayeHWe, B npouecce
dbopmumpoBaHMA, paHHOe nose He OyaeT BAMATL Ha pe3ynbTaTbl BbIOOPKM (Hanpumep, npwu
He3aZaHHOM WHTepBase A4aT, B OT4eT OyayT BKAOYEHbl BCe [AOKYMEHTbl 33 BCe Bpems
MCNONb30BAHWUA CUCTEMDI).

BbI60pKa 60/bLIOr0 KOAMYECTBa AaHHbIX MOXEeT 3aHATb NPOoAONKUTE/NIbHOE BpeEMA, NO3TOMY MNpU
nonbITKe CdJOpMMpOBaTb OoT4yeT C He3adaHHbIMKU 3HaAa4YeHUAMU d)vmpra, noABUTCA CUCTEMHOE
npegynpexaeHume o BO3MOXHOM ANNTEeNbHOCTKU onepaunn.

MpumeuvaHue. [Ipu yKaG3aHUU Napamempos MOCMPOeHUA om4yema, B03MOMEH 8800
83AUMOUCKAOYaOWUX 3Ha4YeHul, Hanpumep, 3HayeHue nonaa «dama c» bonebwe 2020 200a, a
3Ha4yeHue «dama no» meHobwe 2015 200a. B smom cny4ae, omyem ece20a bydem hopmuposamecs
nycmesim, 8He 3a8UCUMOCMU Om 3a00HHbIX 3HaYeHUl Opyaux ¢uabmpos, M.K. HU 00HO 3Ha4YeHue
damesi KAPMOYKU OOKyMeHma He Mmoxcem b6bimb 00HospemeHHOo bonbuwe 2020 200a u meHbuwe 2015
2oda.

[na nepexosa K $opmMpoBaHUIO OTYETA UCNOJIb3YETCA KHOMKA «Cghopmuposame». B 3aBUCMMOCTH
OT HacTpoeK wWwabnoHa, BO3MOMKHO OTObparkeHMe OKHa «flpocmMomp omyema» WAN OTKpPbITUE
MTOroBOro oT4eTa B NpunoxeHnn MS Excel.
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OkHo «[Ilpocmomp omyema»

B npouecce ¢opmMpOBaHMA OTYETA OCYLLECTBAAIOTCA 3anpocbl K 6a3e AaHHbIX Ha BblIOOPKY
KapTOYeK AOKYMEHTOB, COOTBETCTBYIOLWMX KPUTEPMAM OTUYEeTa. BbiIbOpKa AaHHbIX, B 3aBUCMMOCTH OT
XapaKTepa OT4yeTa, MOXET 3aHMMATb NPOAO/IKUTENbHOE BpeMA. [Tocne 3aBeplleHnAa BbINOHEHMA
3anpoca, ecan B WabnoHe oTyeTa yKasaH nNapameTp «OmKpeisame 4Yepe3 hopmMy», cUCTeMa
oTobparkaeT OKHO «[Ipocmomp omyema» (PucyHok 138).

‘e MpocMoTp 0THETa E@
HazEaHue oTueTa: MWYDHEN PEMMCTPALWN EXOARWMX LOKYHEHTOB
YCNoBMA AnA NOAroTOEKH OTUETa:
3HaYeHna [NaTta per-v Bx. fok-a] $(2)Hax0aaToA B aManasode ot [01.04.2019] oo [30.04.2019]
YCNoEMA BeIGOpKN: 3HadeHne [Tun aokyMenTa] $(2)coBnagaeT co sHadeHKeM [Bxoaswme]
Tun M2 [ata MN2mce. [ata nod. KoppecnorgeHT 33ronoBoK MNpumMeuaHue
BxopAwme 41 19.04.2019 18 18.04.2019 Pora w Koneima MuceHo
BxogAwme 42 19.04.2019 123 18.04.2019 TeopeMa MNucemo
2
i=| KapTouka OTKPHITE (=5 PacneuaTaTk pesyNLTaTH
2> MepezanycruTs = Ofpabotate A 33KpHITh

PucyHok 138. MNpumep okHa "MpocmoTp oTyeTa".

OKHO MpOCMOTPa NpeAHa3HAYeHO ANA PefaKTMPOBAHMA AAHHbIX, NONYYeHHbIX M3 6asbl, nepes
dbopmmpoBaHMEM UTOrOBOrO NPeACTaBAEHUA OTYeTa.

B dopme oTobparkaloTcA cneayolme pesakTMpyemble Noas Uan CCcKu:

e HaszeaHue omyema — Ha3BaHwue, YKasblBaemoe B 3aro/sioBke oTyeTa. PefaKTupoBaHue
AaHHOTro noJsiA no3BosiaeT I£|,06aBJ'IFITb B Ha3BaHWUE TEKCT, MeHFI}OU.LMl)lICFI B 3aBUCMMOCTU OT

3a@aHHbIX MapaMeTPOoB OTYETa, Hanpumep: «omyemHsbili Keapman», «0ama», KyKasaHue
sedomcmea» U T.A.

e Ycnoeus eblbopKu — NapamMeTpbl 3anpoca, No KOTopbim GopMMUPOBanach BbIBOPKa AaHHbIX.

e CnucoK 3Ha4yeHuli 8bI6OpKU — 3anucy 6asbl AaHHbIX, OTObpaHHbIe No 3anpocy. Y 3anucei,

NPUCYTCTBYET YHUKaNbHbIA Habop nonen, HeobxogMmbIn ANA NOCTPOEHUA OTYETa AAHHOro
BMAa.

B HMXHeM 4yacTM uHTepdeica OKHa pPaCNONOMKEHbl KHOMKWU AOMONHUTENbHbIX Onepauui c
BblOpaHHOM 3aNKnCbto:

. = KapTOuE | _ 1k pbiTie KapTOUKM BbIGPAHHOIO JOKYMEHTa.
. OTKPETE | GTKpBITUE COAEPHKMMOrO SOKYMEHTA.
o (= Pacneuarars pesynsrarw

- ¢opmupoBaHMe neyaTHoro wabnoHa oTyeTa.
HaxaTne Ha KHOMKY MPMBOAMT K OTKPbITUIO NpuaoxeHus MS Excel gns oTobpaxkeHun
neyaTHOro NpeAcTaB/ieHUs oTYeTa No BbiIbopKe 13 H6asbl AaHHbIX.
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e
o | % MepesanyciiTe | nopropHbIi 3aNpoc Ha BbIGOPKY M3 6a3bl AaHHbIX MO TEKYLMM
napameTpam.

2 ObpaboTate

o - pegakTMpoBaHue 3anucen.

X 33KpLITh

L4 - 3aKpbITb OKHO NPOCMOTpPa OTHETA (BbIﬁTM n3 OTL'IeTa).

O6paboTKa MTOroBbIX Pe3y/abTaTOB BbIOOPKU OCYLLECTBAAETCA B AOMOJHUTENBHOM OKHe (PUCYHOK

3
139), BbI3bIBAEMOM HaXKaTWeM Ha KHoMKy | = Obpadorare
fs OfpaBoTka pesynsTaToB NONCKE EI = @
BEMOYNTE NG DNara NonCH, [ata neo. Koppecnodgest JaronoeoK MpuHeyanue
41 £ 19.04.2019 18 © 18.04.2019 : Pora 1 Komsita  MHEsMD :
42 19.04.2019 123 18.04.2019 Teopema Nucemo

>

+ CO3[aTh 38Npoc Ha Bbligady

i+ Skcnopt L‘:{] PacneuaraTke cogep¥umMoe & MNepeMecTuTs & M2MeHWTE NapameTp & Ynanute

BhlKNHYKTE BCE BrnwouuTe BCE NHBERPTHPOBATE b4 33KpLITE

PucyHok 139. OKHO 06paboTKM pes3yibTaToB BbIDOPKM KapTOYEK.

B cnucke okHa «Obpabomka pe3ysbmamos» 3arpyatoTcAa Bce 3anncu, oTobparkeHHble paHee B
OKHe «[Ipocmomp omyeman».

Yy Ka)Kﬂ,Ol‘;I 3anucu, COOTBeTCTByIOU.I,eﬁ KapToO4yKe OOKYyMeHTa, NPUCyTCTByeT AONOJ/IHUTE/IbHOE Mnojsie
«BKnroyume». YCTaHOBKA 3HA4YeHMA NonsA npneoaANT K BKJ/TKOYEHWUIO ,El,aHHoVI 3anucuM B MUTOTOBbIM
oTyerT.

B HMKHeM YacTu MHTepdeica OKHa pacnonoXeHbl KHOMKK, oberyatowme Bbibop 3anucent:

o BukniouuTe BC® |k nloyeHmMe BCex 3anmcelt U3 oTueTa.
. BrniowMTe BCE | gy nioueHMe BCex 3anuceli B oTyer.
. VHBePTUPOBATS | _ \ygepTUpOBaHME 3anuceit. C OTMeYEHHbIX 3anuceit BbiGop BYAET CHAT,

Ha HEOTMeYeHHbIX Bbibop byaeT ycTaHOBANEH.
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[na BbIGPaHHbIX 3anNnceit BO3MOXKHO BbINONHEHME CIeAYHOLWMX FPYNNOBbIX ONepaLLuii:

° 7 FKCNOPT | gpirpysKa 3anucelt B $paitn Ha N0KaNbHbINM AMCK NOAb30BaTeNA.
. (=) Pacnevatare coaepxoe | _ nocnepoBaTeNbHan pacneyaTka AOKYMEHTOB M3 CNUCKa.
. @ MepeMediTe | papemecTUTh 4OKYMEHTbI, COOTBETCTBYIOLLME BbIBPaHHBIM 3aMNCAM, B

cucteme. Mocne Havyana onepaumm otobpasmnTca OKHO HaBuraummn no GubamnoTeke
AOKYMEHTOB, B KOTOPOM BblbMpaeTca HoBasA poAUTEIbCKas Nanka (nogpobHee B TEKyLeN
AOKyMeHTaLmu B pasgene «flepeumeHosaHue, nepemeu,eHue, KA0HUPo8aHuUe U yoasneHue
06bEKMOB 8 apXUBEY).

o ¢ VEMeHTE M3PMETD | _ 3pmeHeHMe 3HaUYEHMA BbIBPaHHOro aTpUbyTa 418 BCeX JOKYMEHTOB
rpynnol. B npouecce BbINOAHEHUS onepaLmm, cMcTema oTobpakaeT ANanoroBoe OKHO
BblOOpa aTpmnbyTa KapTOUKKN Ans ameHeHus (PucyHok 140).

2% Brumanne! EI (=] @

o BoifepuTe MzMeHsembIii napametp [CTaTyc (OCHOBHAA KapTouka QOKYMEHTOB CHCTEM | v

o Oa A OTHMeHuTE

PucyHok 140. [luanoroBoe OKHO Bbibopa nepeonpeaenaemoro napameTpa KapTouKu.

MNMocne noaTBepKAeHMA Bbibopa aTpubyTa KapToUKM (HaxkaTne KHomnKku «/la») otobparkaetcs
AMaNoroBoe OKHO YKa3aHMA HOBOro 3HayeHus aTpubyta (PucyHok 141). B 3aBMcMmocTu ot
TUNa AaHHbIX U3MEHAEMOoro atpubyTta, B OKHE YCTaHOBKM HOBOMO 3HAYe€HUA MOMKET ObiTb:
TEKCTOBOE NoJie, Noae AaTtbl, BbIbop 3HAaYEHUS U3 CNPaBOYHUKA U T.A4.

A PegakTpoeaHie napameTpa AoKyMeHTa E\@

Cratyc: B apxuee b

w' COXPAHWTE A 33KDLITE

PucyHok 141. lnanorosoe OKHO yKa3aHMA HOBOroO 3HaYeHus atpubyTa.

Mocne Ha)Katma KHOMKKM «CoxpaHume» cucTema OTO6pPasUT OKHO, MHPOPMUpYIOLLEE, YTO
onepauua 6blna ycnewHo BbINOJIHEHA C YKa3aHMEM KO/MYEeCTBA WM3MEHEHHbIX KapTouyek

(PucyHok 142).
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs

Bepcusa 6.5

" CooBuweHne

i

He oToOpaxaTe 3TOT AWMaNOr B CNeayowni pas

¥ 4 QOKYMEHTOB YCMEWHD M3MEHEHD ZHaYeHWE NapaMeTpa.

A Z3KpLITE

PucyHok 142. [lnanoroBoe OKHO NpeaynpeXKaeHna o BbINOJHEHHOW onepauuu.

. © Yramure | yAaneHue BblbpaHHbIX 3anucei.

A 33KPEITE

o - 3aKpbITUE OKHa 06paboTKK 3anucei.

Mocne HaxaTua KHOMKK «Pacrne4yamame pe3ysnbmamel» B OKHe «[lpocmomp omyema», BbiOpaHHble
JaHHble byayT BK/OYEHbl B UTOTOBbLIM OTYET U BbIFPYXKEHbI B WabAoH oTobparkeHua dopmaTta MS

Excel (PucyHok 143).

H ©- E H -

KypHan pernctpaumm BXoAALLY AOKYMEHTOE [Pexnm cosmecTimocTi] - Excel

Daitn [naeHan Bcraska Pazmetka cTpannuel Doprynel JanHeie Peuyenznposanne Bug Y MomorHuk...

Bxog 2 OBuwmii goctyn

Al ~7 fe
A B c D E F G H

1 |

e
2 }Kypnan PErHCTPAlHH BXOJAIMHAX TOKYMEHTOB
3

YcnoBuA ANA NOArOTOBKN OTUETA:

3HauenunA [[lara per-w Bx. fok-a] HaxogATcR B AuanasoHe ot [01.04.2019] fo [30.04.2019]

3Hauenue [Tun foKyMeHTa) COBNAAAeT CO 3HaueHnen [BxonAwne]
4
5

Tun Ne Jara Newcx. |Jara perucrparmum v| Koppecrionpent | 3aronoeok (xpateoe [pumeuanue
PETHCTPALIFH KOPPECTIOHIeHTa ConmepKaHNe)

6 BX JOEYMEHTa
7 |BxogAwyne 4 19.04.2019 18 18.04.2019|Pora u Koneira Mucemo
8 |BxopAwme 42 19.04.2019 123 15.04.2019|Teopema Mucemo
9
10 Otuer nogroToEneH aetomarnueckn (2019.04.19 17:27)
"
12
13
14
15
16
17
18
19
20

Nucrl @ 1

loTosD @ E‘ - ]

Y

+ 100%

PucyHok 143. Mpumep oTobparkeHna cdopmMMpoBaHHOrO oTyeTa B NpuaoxkeHnn MS Excel.

®unHanbHaA KOPPEKTUPOBKA OTHETA MU ero pacnevyaTtka OCywecTBnAeTCA CTaHO4apPTHbIMK CpeacTBamm

npunoskenua MS Excel.
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YBepomneHus

B cucteme peanmsoBaH MexaHM3M OTMPABKU yBEAOMIEHMI MOIb30BATENAM.
YBefoMNeHUA MOXKHO KlaccuduumposaTb MO Caeayowmm TUnam:

e Mesxnonv3zoeamenocKue yeedomneHu;v - COO6LLI,eHMF| OA4HOro nonb3oBaTtenAa CUCTEMbI
apyromy.

e YeedomsneHue (HANOMuHaHue) o HacmynaeHuu epemeHu 0a18 KOHMAKmMa ¢ KAUeHmom —
coobuieHne no pacnucaHnio B moayne paboTbl C KOHTpareHTamu (OnucaHo B TeKyLien
AOKYMeHTaumu, pasaen «OwmnbKa! UCTOUHUK CCbINKKU He HallAaeH.).

e YgedomsaeHue o cobbimuu usmeHeHua Habaodaemoz20 06vbeKkma — coobLEeHNA 0 TOM, YTO
6blnM  npousBeaeHbl AeWUCTBMA C Habnogaembim 0ObeKTOM cucTembl. B Kauyectse
Habnlogaemoro o6beKkTa MOXKET BbICTynaTb AOKYMEHT, MankKka, KapTodyka. B yBegomneHumn
coaepxuTtcs nHdopmauma O No/sib3oBaTesle CUCTEMbI, BbIMONHUBLIEM AENCTBME, XapaKTepe
aenctensa U pgate cobbituA. YcTaHOBKa HabnogaeHus 3a 06beKTom (onMcaHo B TEKyLLEen
OOKYMeHTauuu, pasaen «Mcmopus 0okymeHma (HOMEHKNATYPbI)»).

e YeedomsneHus o Oelicmeusax nosb3oeamesns —noONyYeHNE COOBOLEHNA O COBepLUAEMbIX
OEUCTBMAX KOHKPETHOro Mo/b30BaTeNid C OTMETKOW BPEeMEHM BbINoAHEeHUA. [aHHbIN
bYHKUMOHAN JOCTYMNeH TONbKO NOMb30BaTeNAM C NpaBamMmu «AGMUHUCMPAMOop cucmemabi» 1
ONMCaH B OKYMEHTAUUKN « PyKoB80OCM80 aOMUHUCMpPamopa».

Co30aHue mexcnosnb308amesnbCKo20 yeeOoOMAEeHUS

MesKnonb3oBaTeNlbCKMe yBeAOMNEHUA MpeAHa3HayeHbl ANA OTNPaBKM COOOLWEHUIt OT oAHOro
NoNb30BaTeNsA CUCTEMbI APYromy. YBEAOMNEHMA OTNPABAAIOTCA MOMEHTA/IbHO MOC/AE CO34aHUA U
oTobpaxkaloTca y nosiyyatenei, HaXoAAWMXCA B CUCTEME B PEXMME «OHaaliH». Monb3osBaTenu, He
MOAK/IIOYEHHbIE K CUCTEME B MOMEHT OTMPABKM, HO BKAKOYEHHbIE B CMMCOK NOAy4YaTenen, noayyat
yBeZLOM/IEHNE NPU CeayoLLe perncTpauumn B cucteme.

Co3zfgaHune meXxnonb3oBaTe/IbCKOro yBeaomneHnAa oCywecTeBnAeTca Ha naHe I MHCTPYMEHTOB,

KHOMKOM «Co30ameb Hogoe ysedoMseHUEe».

Mepen co3paHnem coobuieHma HeobxoaMmo BblIbpaTb afpecaTos (Nosb3oBaTeNeit CUCTEMbI)
nonyyatenen ysegomnenua (PucyHok 144).

Bbibop nonyyaTenel yBeaOMNAEHMA OCYLLECTBAAETCA NepemelLeHneM nosb3oBaTesnel us obuiero

cnucka «Bce nonvzoseamenu» (cneea) B CNWCOK nonyyatenen «Adpecamel» (cnpaga). Ona

fobasneHns nonb3oBaTensa B CMMCOK MosyyaTenel, HeobxoaMmo BblbpaTb ero cnucke cnesa U
(=% o v

Ha)KaTb KHOMKY |~ |, ANA UCK/AOYEHUSA U3 CMMCKA MOoAyvyaTenei, UCKAYaemMbli Nonb3oBaTeslb

BbIOMpPAETCs B CNMCKe CNpaBa U Ha*KMMaeTca KHOMKA <

cDI/1KCZ:1LI,I/1F| CMUCKa nonyaneneﬁ ocywecTBnAaeTCAa HaXXaTnuem Ha KHOMRY «Bb/6pamb».
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S BeiGop nonesosatenei E\@
MonbzoBaTenn Anpecarbi
< [ Bce nonksoEaTenu 25 VeaHoe WeaH WMeaHoeuy

£ Tocreeoi NonszoeaTent 2 Netpoe Metp MNeTpoeuy

25 WeaHoe WeaH WeaHoBKMY

2 Netpoe NeTtp NeTpoBMY

2 Cepreee Cepref Cepreeeuy

2 CucremHuIid AgMUHWCTPaTOp i

€
%

b «  Buifipate A ZEKpuITe

PucyHok 144. OkHo Bbibopa nosyyaTesieit MeKno/ib30BaTe/IbCKOro YBEAOMIEHMUS.

Mocne BbiboOpa agpecaToB, 3aN0NHAETCA TEKCT yBeAoMaeHua (PucyHok 145).

f‘ CozfaHne yEELOMIEHWA EI@

BeeauTe TeKCT YEeOOMIEHUA

BHUMaHKe!

B Mafckue NpazaHueM oTasxaem ¢ 1 no 5 mas 2019 roga, B yecrs NpasgHuks BecHsl ¥ Tpyds, ¥ € 9 no
12 Maa 2019 roga B CBRM C NpasgHoEaHMeM [IHsA Nobensl |

«w [ A OTMEHWTL

PucyHok 145. TekcT yBegomneHus.
Ona ¢puKcaunm TeKcTa yBea4oMAEHNA NPON3BOANTCA HaxKaTUeM Ha KHOMKY «Ja».

B nocneaHem ananoroBom okHe (PucyHok 146) TpebyeTtcs yKasaTb HEO6XOAMMOCTb OTC/IEKUBAHUSA
NPOYTEHMA NOAyYaTeNeM AAHHOMO yBegoMAEHUA. ECIM COrnacuTbCa Ha OTCAEKMBAHWE NPOYTEHUS,
TO MNocne O3HAaKOMAEHMA MoAydYaTens Cc yBegoMaeHuem, aBTopy 6yaeT oTnpaBAeHO OTBETHOe
yBeAOM/IeHNE O NPOUTEHNN, aBTOMATUYECKN CPOPMMPOBAHHOE CUCTEMON.
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f‘ BHUmMaHne! E\ [=] @

e TpelyeTca N1 NOATEEPKAEHHE NPOYTEHNA Bawero yEeooMNeHuA?

He oTofipaxaTe 3TOT AMANor B CNeayioWri pas

< [ ® Her A OTMEHWTE

PucyHok 146. Bbibop nonyvyeHna noaTBepKAEHNUA O MPOUTEHUMN.

Mocne ycnewHoro co3gaHua yBeAOMJ/IEHWA, CUCTEMA BblAACT MHPOPMALMOHHOE OKHO (PUCYHOK
147).

‘ CooBLyeHne EI = @

o Bawe yEenoMneHue AnA nonezoeatena(ed) "Merpoe Metp MNeTpoeuy , Cepreee Ceprei Cepreesuy " YCNewHo oTNPaBNeHo.

A 3aKpuTh

PucyHok 147. UHbopmupoBaHue 06 oTnpaBke yBegOMIEHUA.

MonyyeHue u ymeHue ysedomaeHul

Cuctema MHpopmMpyeT Nosib3oBaTeNs O MNOJYYEHUM HOBOTO YBEAOM/IEHUA MEPLLAHWMEM KHOMKU
NPUNONKEHUA B NaHeM 3a4a4 OnepaLYoHHON CUCTEMBI, UM BOSHUKHOBEHMEM 3HauKa & B o6nactu
yBEAOM/NIEHUI MPU BKAKOYEHHOM PEXMME MUHMMM3ALMU NPUNONKEHUA (NnoapobHee O BKIOUYEHUM

pexuma «MuHuMu3ayus npusnoxceHus 8 0baacmes ysedomaeHul»).

MNpumevaHue. B cucmeme npedycMOmMpPEeHO OMK/AYeHUe MEePUAHUS KHOMKU MPUAOXEHUA Ha
naHenu 3a0a4 U 3HAYka 6 obaacmu yeedomneHull. Hacmpolika pewuma MepuaHus
ocyu,ecmensemcs 8 0CHOBHOM MEHH0 2/108HO20 OKHA cUCMeMbl 8 pazdese «Buo».

[ocTyn Ko BCceM yBeAOMNEHWAM MO/Mb30BATENA OCYLLECTBAAETCA C MOMOLLbID CUCTEMHOM NamMKu
«YsedomneHuA», pacNONOKEHHOWN B CMUCKE CUCTEMHbBIX Nanok (PucyHok 148).

5;1 Yeenomnenna (1)
@ Kopawha

PucyHok 148. CuctemHas nanka "YsegomaeHus".

Ecnun Y no/sib30BaTeENA CYWECTBYHOT HENPOYUTAHHbIE yBEAOMNIEHNA, HA3BaHUE CUCTEMHOM Manku
BblAeNAETCA XUPHbIM LLIpMd)TOM. CrlpaBa OT HAa3BaHMA NaMku, B CKO6KaX, YKa3aHO KO/1M4ecCTBO
HEMNPOYUTAHHbIX MO/Ib30OBATE/IEM yBep,OMHEHMVI.

Ona nonyyeHms goctyna K CNUCKY yBeAOM/IEHUIN, HeobxoaMmo BblbpaTb Manky «YBeAoMAeHUA»,
npw 3TOM CMUCOK YBEAOMIEHMI 0TOBpaXKaeTca B MaHeIn CBOMCTB o6beKTa (PucyHok 149).
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YeenqoMmneHna

3aronoBoK Obwekt HazeaHue Tun Lata cozgaHuA LaTta npouTeHuA

CoobweHne oT nonszosatena: Heavos HeaH HeaHoBnu Coobwexnne 23.04.2019 15:04:18

PucyHok 149. OTob6parkeHne CnncKa yBeaoM/IeHNA.
Y yBegomneHun B CnmMcke oTobparkatoTca cieayroume noas:
o TeKcm yesedomneHUs — COAEPKUMOE YBeAOMNEHNS (B COKpALLEHHOM BUAE).
e 0Ob6vekm — TN yBegoMNeHUA (coobeHne, HaNOMUHAHWE U T.4.).

e HaszeaHue — 06bEKT, NHULUMMPOBABLUMI OTNPABKY yBeAOMIEHMA (NanKa, AOKYMEHT, 3a4aHue
nT.o.)

e Tun — pelicTBue, KOoTopoe NpuBeso K GOPMUPOBAHUIO YBEAOMIEHUA (NepeMmeHOBaHME,
COXpaHeHue 1 T.4,).

e [flama co30aHus — AaTa OTNpPaBKn yBeOMNEHUA.

e Jlama npoymeHus — p[aTa NPOYTEHUA YBEAOMIEHUA TeKylWMM nosb3oBaTenem (He
3aMNONHEHO AN1A HENPOUYUTAHHbIX COOBLLEHNN).

B cnucke ysBegomneHuin ogHoBpemeHHO oTobpaykaetca He 6onee 30 3anucei, Ana NpocmoTpa
cnefyioLMX yBeJOMAEHUI HEOBXOAMMO HaxaTb KHOMKY — © , 418 BO3BPATa K NpeAblAyLLym €

[Nna nNpocMoTpa MOIHOTO TeKCTa YBeAOM/IEHUS, HEOBXOAMMO BbIMONHWUTL ABOWHOW KAWK NeBOM
KHOMKM MbILWKN Ha HeM (B criMcKe yBegOMIEeHN). TEKCT yBeAOMIeHUs oTobparkaeTca B OTAENbHOM
OKHe (PucyHok 150). MNocne oTobpaxkeHusa, cUCTEMA CYMTAET, YTO yBeAOMIEeHUEe Bblo NPOYMUTaHO
nonb3oBaTenem W CHMMaeT C Hero OTMETKY O He npoyTeHuu. Ecam  npu co3paHum
MEeXXNO0/1b30BaTENbCKOrO YBeAOMAEHUs 6bin A06aBAEH 3anpoc Ha yBeAOM/IEHME O MPOYTEHUM,
nocne AeMOHCTpauun, cuctema cGopMmnpyeT ero 1 oTNpPaBuT aBTopy.

r‘ YeegomneHne EI@

BHuMaHue!
B MalicKve NpasoHWKW oTAsxaem ¢ 1 no 5 Maa 2019 roga, B 4ecTk MpasaHvka BecHsl M TpyOa, M € 9 no 12 Mas 2019 roda B CBAZM C NPa3oHOBaHWEM [OHA

ﬂ Mobegbl.

OTBETUTE A 33KpLITE

PucyHok 150. OKHO 03HaKOMJ/IEHMA C TEKCTOM YBE4OM/IEHUA.

Ona $opmnpoBaHMA OTBETHOrO YyBeAOM/EHWA, B OKHE MPUCYTCTBYeT KHOMKa «Omeemumb».
Ha)kaTme Ha KHOMKy NpUBOAMT K MOAB/JIEHUIO OKHA BBOAA TEKCTA OTBETHOrO yBegomneHua (PucyHok
145). OtBeTHOe yBegoMneHne byaeT OTNpaBieHO aBTOPY MCXOAHOMO YBeAOM/IEHUA NOC/e HaxaTua
KHONKKN «Jla».

MNocne 3aKpbITUA OKHA O3HAKOMJIEHMA, CUCTEMA NPEeaNOXKUT aBTOMATUYECKM YAANUTb BCe
NnpoYnTaHHbIE NOb30BaTeIbCkue yBegomneHns (PucyHok 151).
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Ao ¥aanenue yeegomaeHua EI = @

e YNanuTe yeeA0MNeHUe NOCNe NpouTeHnsA?

He oTofpaxaTe 3TOT AManor B cneayioumii pas

« [a & Her

PucyHok 151. [lnanoroBoe oKHO NpeasoXKeHna 06 aBToMaTUYECKOM yaaseHUN YBEAOMIEH U NOC/E NPOYTEHUSA.

Bbibop BapumaHTa «/Ja» O3HA4YaeT, YTO MNPOYMTAHHbIE YBEAOM/IEHUA He OyayT COXPaHATbCA B
cucteme.

B naHenu cBOWCTB yBeAOMJIEHMIM NPUCYTCTBYET KHOMKA HACTPOMKM OTOOparkeHWa Crnucka
HaxaTme Ha KHOMKy MO3BO/IAET BbIOPaTb PEXMM C MOKa3OM WM CKPbITUEM MNPOYUTAHHbIX
yBegoMNeHu B cnucke (PucyHok 152).

® | =

OTobpazuTe NPOCMOTPEHHLIE
PucyHok 152. Bbibop oTob6parKeHUs NPpOUYNTaHHbIX YBEAOMIEHWA.

JononHutencHble ,D,e[;lCTBMﬂ, CBA3aHHbIE C yBEJOMNEHUAMMUN, CTPYNNMMUPOBAHbLI B MEHIO NMOL, KHOMKOM

(PncyHok 153).

MpocMoTpeTe
“ NepelTH

MNepecnaTe
& Yoanute

L

¥0anwTe BCe
PucyHok 153. lononHutenbHble 4EeACTBMA C YBEAOMIEHUAMMU.

e [Ipocmompemo — fyb6nnpoBaHMe onepauumn NPOCMoTPa TEKCTa YBEAOMIEHUS.
e [lepelimu — nepexos K 06bEKTY, UHULMNPOBABLUEMY OTNPABKY YBEAOM/IEHUA, B CUCTEME.

o [lepecnamb — nepeHanpas/ieHNe YBEAOM/IEHMA APYTOMY NOAb30BaTeNt0 cUcTeMbl. Bbibop
nonb3oBaTesiel, KOTOPbIM AO/HO ObITb MepeHanpaBAeHO Tekylee yBeAgOMAEHUEe
OCYLLECTB/IAETCA B OTAENbHOM OKHe (PucyHoK 144).

e Y0anume — yaaneHve BbIbpaHHOro yBeAOMNEHMA.
e Ydanums ece — yaoanuTb BCe yBeAOM/IEHMA NONb30BaATENSA.

Mpn NoNy4eHUM HOBbIX YBEAOMEHWI (ecan y nosb3oBaTens 3anylieHa cuctema), B obnactu

o o L5
yBegomsieHnnM onepaunoHHOUN CUCTEMbI, MKOHKA CUCTEMbI USMEHUT OTO6pa)-KeHVIe © , "HOuKauua

nponagaet nocse nNnpovYTeHnA yBeAOMﬂeHMﬁ.

Ona nonyyeHmsa uHbopmaumm o HabnogaembiXx MONb30BaTeNEM B AaHHbIM MOMEHT O6beKTax,
HeobxoAMMO 3alTKU B MYHKT OCHOBHOFO MEHI0 [/1aBHOTO OKHa cuctembl «Hacmpolku ->
Habnwodaembie ob6vbekmel...». CNUCcOK Habnwogaembix 0bbekToB OoTobOpakaeTcA B oKHe (PucyHok
154).
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r’ Habnropaemble obberTbl EI =] @
Tun HanmeHoeauue
JokyMeHT JIMUEHZMOHHBIA goroeop N2 23 oT 04.04.2019
JokyMeHT Bx. N242 ot 19.04.2019 - Teopema
@\ Wcropua @ OoTknounTE K 3aKpeiTe

PucyHok 154. Cnuncok Habntogaembix 06bEKTOB.

[ns oTKasa OT caeeHna 3a 06BEKTOM, HeEOBX04MMO BbiOpaTb OOBEKT B CMMCKE U HaXKaTb KHOMKY
«OMmKnyumeoe».

[na npocmoTpa UcTopmm Bcex onepaumii Hag 06beKToM, HE06X04MMO BbIBpPaTb O6BEKT B CNUCKE U
Ha)KaTb KHOMKY «Mcmopusa». CNMCOK onepaunin oTobparkaetca B AOMNONHUTENbHOM OKHe (PUCYHOK
155).

A Wetopua geicTenii EI = @

MHTepBan BpeMeHm:

BapWaHThi: BcA ucTopus b4 C: M= = O6HoBNTL
[elicTene [aTa BHINOAHEHK! WHMUmMaTOp
CozfaHue JOKYMEeHTa 19.04.2019 17:04 Ceprees Cepred Cepreesud
PazBnoKMpoBKa KapTOUYKW AOKYMEHTA NoCne 33BepWeHns peaakTuposaHns : 19.04.2019 17:04 Ceprees Ceprei Cepreeeny
OTKPLITHE KapTOYKN A0KYMEHTA 19.04.2019 17:04 : Cepreee Ceprei Cepreseny
CoxXpaHeHWe KapTOouKK M PErMCTPaLMA JOKYMEHTE 19.04.2019 17:04 Ceprees Ceprei Cepreeemy

PazBnoKMpPOBKE K3PTOYKKM LOKYMEHTE NOCNE Z3BEPWEHNA PEA3KTUPOBaHNA . 19.04.2019 17:04  Cepreee Cepreii Cepreesuy
OTKPLITHE KAPTOMKW A0KYMEHTa 19.04.2019 17:13 : CHCTEMHbIA AQMUHWCTPATOP
CoxpaHeHWe KapTOouKK Z3perMCTPMPOEIHHOMD QOKYHMEHT3 19.04.2019 17:13 CHCTEMHLIA ASMUHWUCTPATOP
PazbnoKWpOBKa KapTOYKK OKYMEHTE NOCAE 33BEPWEHNUA PeAakTUPOBaHWA © 19.04.2019 17:13  CWCTEMHbIA AQMUMHWCTPaTOP
OTKPLITHE K3PTOUYKK SOKYMEHTZ 19.04.2019 17:49 CHCTEMHLIA ASMUHWUCTPATOP
PazBnoKMpOBKa K3pTOUYKKM LOKYMEHTa NOCNE ZaBEPWEHUS PEJaKTUPOEIHNA . 19.04.2019 17:51 | CUCTEMHbIA AQMMHUCTPATOP
OTHKpLITHE KBPTOUKKM AOKYMEHTA 23.04.2019 16:11 MeaHoe MeaH MeaHoBMY

CoxpaHeHHe KapTOYKM 33PErMCTPMPOBAHHONO AOKYMEHTa 23.04.2019 16:12 : WeaHoB MBaH BaHoBKMY

PazbnoKMpoBKa KapTOUYKW AOKYMEHTAE NOCNe Z3BEpWEHNA DeaakTUpoBaHns - 23.04.2019 16:12 MeaHoe MeaH MeaHoBMY

._j MogpobHee 8 Cnexenne L,E{] MNeuate A 33KpBITE

PucyHok 155. Cnncok onepauuii c Habatogaembim 06bEKTOM.

MNoapobHee paboTa c MEXAHNM3MOM CNEXKEHUS HAL 0OBEKTOM ONUCaHa B TEKYLLEN AOKYMEHTauun B
pasgene «Micmopus 00OKyMmeHmMa (HoMeHKAamypebi)».
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PacwmpeHHblit pYHKUUOHAN cUCTEMDbI

ModnucaHue 0oKymeHma

MoanucaHMe AOKYMeHTa — MNpOLecc, NO3BOAOWMIK NoATBEPAUTb MOAJIMHHOCTL COLEPMKMMOro
[OKYMEHTa B MOMEHT noanucaHuaA. Mpu BHECEHUU W3MEHEHW B NOAMMCAHHbLIA LOKYMEHT
npoBepKa UMPPOBOIN NOANNCHK BbIABUT, UTO SOKYMEHT Bbl1 MOANPULMPOBAH.

MPMHLMN NOANMUCAHUA LOKYMEHTOB 3aKNOYAETCA B TOM, YTO ANA KAaXKA0ro Nosb3oBaTens CUCTEMbI
PEerncTpupyeTcs yHUKaAbHaA NOCNeAoBaTENbHOCTb CMMBO/IOB (KAtod). B npouecce noanucaHus,
coaepXumoe MNOAMMUCbIBAEMOrO AOKYMEHTa MPOCYMTHIBAETCA C YYETOM KIHOYA NOo/b3oBaTens wu
dopmupyeTca  pesynbTUpyOWMIA  Habop cMMBONOB (Noanuch). PesynbTupylowas noanuch
[06aBNAeTCA K LOKYMEHTY.

MoAnucaHMe rapaHTUPYeT, YTO NPU NHOObIX U3MEHEHUAX B K/OYE WM COLEPKMMOM AOKYMEHTA,
pe3ynbTUpyoLWwan nognucb byaet oTanYaTbCs.

NMoaNMHHOCTL KAYa nNoAb30BaTenA B cCuUcTeme rapaHTUpyeTca agMUHUCTPATOPOM, KOTOprl‘;I
oTBeYaeT 3a YHWUKA/IbHOCTb U HENPUKOCHOBEHHOCTb K/KOYA, a TaKXKe, 3a OAHO3HA4YHOe
COMocCTaB/sieHMe KNto4Ya U NoNnb30BaTeN1IA B CUCTEME.

B npouecce npoBepkM noanucaHua, MNOAb30BaTesb, MPOBEPAIOWMIA MOAMNUCL, BbINOAHAET
onepaumio, obpaTHylO MOANUCAHUIO, T.e. NPOBEPAET, YTO ANA AAHHOrO AOKYMEHTA Ha TeKyLlem
KAoYe noanucb cosnagaet. Ecam B AOKYMeEHT, nocne noAnucaHvsa, BHOCUMAUCL W3MEHEeHWus,
MCXOAHasA M pacyeTHas NoAnNucK coBnaaatb He byayT.

Ona  nonydyeHMAa BO3MOMKHOCTM NOAMUCLIBATbL AOKYMEHTbI, MONb30BaTENO AO0/KEH bbiTbh
NpPenoCcTaB/ieH YHUKaIbHbIN KAtou.

Cuctema NnoaaepXUBaeT BCTPOEHHYIO U CTOPOHHWE CUCTEMbI MOANUCAHUA:

e 3UIM RSA 1024 (Crypto++) — BCTpOEHHas cMcTema NoAnucaHuWs, oCHOBaHHan Ha cBobogHO
pacnpocTpaHsemon bubnmorteke «Crypto++».

e 3N rocCTt P 34.10-2001 (Signal-COM CSP) — CTOPOHHAA cucTema NoAnuMCcaHnA oT KOMMNaHUK
«Cuz2Han-KOM».

e 3N rOCT P 34.10-2001 (Kpunmollpo CSP) — CTOPOHHAA cMcTeMa NOANMCAaHMA OT KOMMNaHUU
«Kpunmollpo».

Mcnonb3oBaHue BCTPOEHHOTOo MeXaHn3Ma noanncaHumA b6ecnnartHo. Mepepn, Ha4ya/liom
MCNnonb3oBaHMA  OOCTATOYHO, 4yTObbI AAMUHUCTPATOP  CUCTEMDI Cd)OpMVIpOBaI'I KAKY ¢
3aperncTtpuposan ero gnaa nosib3oBaTenAd.

MpY MCNONb30BAHUMN CTOPOHHMX CUCTEM NOANUCAHNA, HEOBXOAMMO NPUOBPECTM KNtOY Y KOMMAHUU
pa3paboTumMKa KKoYa M 3aperncTpMpoBaTh ero 414 Nosib3oBaTeNa B CUCTEME.

Mepes MCNONb30BAHMEM CTOPOHHMX CMCTEM HA KOMMbIOTEPE MO/Ib30BATENSA LO/KHO 6biTb
YCTAHOB/IEHO M HAaCTPOEHO MpPOrpaMmHoe obecrneyeHne, NnpegocTaBasemoe pa3paboTynKkom Katova.

Monb3oBaTento HeOOXO4MMO XPaHUTb KAKOY HA HaKonuTene WM NOAKAYATb ero K paboyemy
KOMMbIOTEPY B MOMEHT MNOAMMUCAHNA AOKYMEHTA.
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MpW HaNMUYUKM 3apPErMcTPUPOBAHHONO B CUCTEME K/KOYa, NOANMCAHUE OCYLLECTBASETCA CAeayoWmnm
obpasom:

1. Nonb3oBaTtenb BbIbBUpPAET B cUCTEME AOKYMEHT, KOTOPbIN HeEOoHX04MMO noanucaTb.
Mpumeyanue. ModnucaHue KapmoyveKk 6e3 OOKyMeHmMa U narnoK He803MOMCHO.
2. OgHMM 13 nepedYncneHHbIX cnocoboB 3anycKkaeT onepauuto No NoAnUCcaHuo:

0 B OCHOBHOM MeHIO rNaBHOrO OKHa CUCTEMbl BblbpaTb NyHKT «0O6o3pesamens ->
Mpaska -> lNodnucame».

O B KOHTEKCTHOM MeHI0 AOKYMeHTa (NpaBaa KHOMKa Mbilwn) BbIOpaTb NYHKT «[1paska ->
Moonucame».

&
o Ha naHenn MHCTPYMEHTOB HakaTb KHOMKY &7  «[Todnucame dokymeHm».

o Ha knaBuatype HaxaTb KOMBMHALMIO Knasuw «Ctri» + «S».

3. Cuctema o0T06pPasUT AMANOroBoe OKHO C MpeaynpexaeHWem O 3anycke npoueaypbl
nognucaHua (PucyHok  156). Mocne HaxkaTus KHomku «ZJa», Oyaetr npousBeaeHo
nognucaHue fOKYMEHTa.

% BHumanne! E' =] @

MNocne NognUcaHWsA oKyMeHT "Bx. N242 o1 19.04.2019 - Teopema” DygeT ZaWMWEH OT MEMEHEHWA.
Bul yBEepEHS!, UTO XOTMTE NOANMCATE SOKYMEHT?

He oTofpaxaTe 3TOT AManor & cneayiowmid pas

< [a ® Her

PucyHok 156. MpeaynpexaeHne o Havyane NOANUCAHUA AOKYMEHTA.

4. B cnyyae ycnewHoro noAnmMcaHusa, cuctema Bblgact MHGOpPMaLMOHHOe OKHO (PucyHok 157).

f‘ CooBLueHne E\ = @

o fokyMeHT "Bx. N942 oT 19.04.2019 - TeopeMa” yCnewHo nognucan!

He oTofpaxars 3ToT Auanor B cnegyiowmi pas

A 33KPHITE

PucyHok 157. UHGOpMaLMOHHOE OKHO, yBeAOM/IEHUA 06 ycneLwHoOM NoANNUCAaHUN JAOKYMEHTa.

Mocne noAnucaHusa AOKYMeHTa MHGOopMauMa o nognuck ByaeT coOXpaHeHA B KapTOYKE AOKYMEHTa
BO BKnagke «flodnucu» (PucyHok 158). ®yHKUMOHAN AaHHOW BKAAAKM NoAPOOHO onucaH B
TEKyLLEen 4OKYMEHTaUUN B pasaene «BKkaadka «1odnucu» Kapmovku OOKyMeHma».
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-~ KapTouka gokymeHTa EI@
1
Obwpe ceeqeHrA | Kodtpone | Mognvck | KoMmMenTapuu | Bepour  CBRAZWM  MAaHuposadve  NpUNoseHun
CnuCoK NoAbL30BaTenel, NoANKCaBLINX AAaHHbLIA JOKYMEHT
ABTOp Oata Tun Tpud
MeaHoe VeaH MeaHoBWY 23.04.2019 16:47 3UMN RSA 1024 (Crypto++)
&
£ Noanucate MNpoEEpHTE BHIMPY3MTE PacneuataTe
LE] PACneuaTaTk CO CMCKOM NOANKCER lE:] PacneuyaTaTe C MWCTOM COrN3acoBaHWA
oy & (2@ S [H coxpanure A OTHeHa

PucyHok 158. Mpumep KapTOUKM NOANUCAHHOTO AOKYMEHTA, BKNagKa «loanucmn».

[na npoBepKM noanucu, HeobXxoAMMO B KapTOUKe AOKYMEHTa, BO BKnagKke «[lodnucu», BbibpaTb
nposepAemylo MOAMWUCb W Ha)kaTb KHOMKY «[Ipogepume». Ecnu nposepka noanucu npowna
yCMNewHo, CMCTeMA BblAacT MHPOPMALMOHHOE OKHO (PucyHOK 159).

f‘ CoobuweHne EI = @

o PazynLTaT NPOBEPKM NOANWMCH NONOXHTENEHbIA.

A 33KPHITE

PucyHok 159. MHpOpMaLMOHHOE OKHO pesyabTaTa NPOBepPKM LMdpoBOi NogNUCK LOKYMEHTa.

B page cnyyaeB moxKeT notpeboBaTbCca nepesaya NnoAnucU AOKYMEHTa B CTOPOHHME OpraHM3auum
COBMECTHO C SlOKYMeHTOM. [1nA BbIrPy3KM NoAnMcKM HeobxoamMmo BbibpaTb ee B CMMUCKE Ha BKAaZKe
KapTOUYKM AOKyMeHTa «[Todnucu» n HaXKaTb KHOMKYy «Bblepy3umes». CUcTeMa NpeasioxKuT BbibpaTb
pacrnosioxeHne AnAa coxpaHeHua ¢aiiia ¢ NoANUCbI0O Ha JIOKalbHOM AWCKEe M0/b30BaTe/IbCKOM
MawuHbl (PucyHok 160).
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O6zop nanok @

BelBEpMTE NENKY ANS SKCNOPTE NOAMMOM. ..

4 M Komnetotep -
4 .f;.,. NokaneHed guck (C:)

Atlas-Client
Atlas-Server
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PucyHok 160. Bbibop pacnonoxkeHus daiina c coxpaHAeMOon CUrHaTypoN.

Mocne ycnewHoM BbIrPy3KM NoANUCKU NoaBUTCA yBegomneHune (PucyHok 161).

r! CooBweHne IEI = @

o IKCNOPT NOANKCH YCMeWHo aEepleH.

A 33KpHTE

PucyHok 161. YBegomneHve 06 ycrneLHOM BbIrpy3Ke CUrHaTypbl.

Cesa3bieaHue 00OKymeHmMos

MexaHU3M CBA3bIBAHMA [AOKYMEHTOB MpeAHa3HayeH BbICTPAMBAHMA MEepPapXMUYECKUX OTHOLIEHMM
MeXay AOKYMeHTamu B cucteme. CBA3biBaHWE MO3BOSET YCKOPUTb NPOLLECC NMOWUCKA AOKYMEHTa U
ynopaao04MBaeT XpaHeHue.

[na [OKyMeHTa BO3MOKHO Ha/iMume CBA3el Co caeayowmmm obbeKkTamu:

e Podumenbckuii OOKyMeHmM — [OKYMEHT, Ha OCHOBAHWM KOTOporo 6bin chopmmpoBaH
TEKYLMIA LOKYMEHT.

o [JlouepHuii O0OKyMmeHM — JOKYMEHT, CO34aHHbIN Ha OCHOBAHMWN TEKYLLLETO AOKYMEHTA.

e JloyepHAaa nanka — nanka, coAep)kalias Habop AOKYMEHTOB, CO34aHHbIX Ha OCHOBaHWU
TEKYLLEero AOKYMeHTa.

e HomeHKnamypa — HOMeHKNaTypa, BKNOYAOLLAA AaHHbIA JOKYMEHT.

MocTpoeHMe cBA3Eel OCYLLECTBASETCA B KAPTOUYKE LOKYMEHTA, BO BKNaAKe «CeAa3u».
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MNpumeyaHue. lMpouecc nocmpoeHusa cesaszeli NOOPO6HO uU3n0XMeH 8 meKyueli 0oOKyMeHmayuu 8
pa3odene «BKnadKka «CeA3U» KAPMOYKU OOKYMeHmMa».

[ns BbICTPOro cBA3bIBaHUA AOKYMEHTOB (6€3 pefaKTMPOBaHUA KapTOYEK) MOXKHO BOCMNO/1b30BaThCA
pasgenom meHwo «Ceazamo».

[locTyn K pasaeny MeHo BO3MOXKEH ABYMA cnocobamu:
e B OCHOBHOM MEHI0 FNMaBHOro OKHa cuctembl «0bo3pesamens -> lpaska -> Ceazameo».

e B KOHTEKCTHOM MeHI0 06beKTa B AepeBe OOBEKTOB (MpaBadA KHOMKAa MblliK), pasgen
«Csa3ameb».

MpumeyaHue. CeA3biBaHUE OCywWecmeasemcs OmHOCUMenbHO 8bI6PAHHO20 8 MOMEHM 3arnycKa
orepayuu 0oKymeHma.

B meHt0 NPUCYTCTBYOT chegyrouime onepaunmn CBA3bIBaAHUA!

e C OoyepHum OoKymeHmom — pobaBneHue cBA3M C A0YEpPHUM OObEKTOM (TeKywumi
AOKYMEHT OyaeT ABnATbCcA poauTenbCKum). Ons Bbibopa poyepHero obbekTa, byaer
OTKPbITO AOMNONHUTENbHOE OKHO «(C8fA3amb C...» (PucyHok 162), B KOTOPOM HeobxoAMMOo
YKa3aTb A0YEPHUI OOBEKT B CUCTEME NO OTHOLUEHUIO K TEKYLLEMY.

r‘ CEeA3aTh C... EI@

~ || BMBAMOTeKa NOKYMEHTOB

BpeMeHHaA nanka
BxogAwme
[oroeopel
Nowogawme
KaHuenapua

v v v v vV

HomMeHknatypa
P OTyeTs
P& Nuuxbie nankd

b WabnoHsl

+ Haiitun w CBAZATE A OTMeHa

PucyHok 162. OkHo "CBs3aThb C..."

e C podumenbcKum OOKyMeHmMom — fobaBneHne CBA3M C POAUTENIbCKMM 06 bEKTOM (TEKYLLUI
AOKYMEeHT Oyaer ABnAtbCcA Ao4vepHum). Ons Bbibopa poauTensckoro obbekTa, byaer
OTKPbITO AOMNO/HUTENbHOE OKHO «(C8A3amb C...» (PucyHok 162), B KOTOpOM HeobxoAMMOo
YyKas3aTb pOAUTENbCKUIA AOKYMEHT B CUCTEME MO OTHOLLEHMUIO K TEKYLLEMY.

e C nankoli 0do4yepHUXx OOKymMmeHmMoe8 — nobassieHne CBA3M C Mankol Ao4YepHUX 06beKToB
(TEkywmit 0bbEKT byaeT ABNATLCA pPoAUTENbCKMM). Onsa Bbibopa Ao4vepHelr nanku, byger
OTKPbITO AOMNO/IHUTENbHOE OKHO «(C8A3amb C...» (PucyHok 163), B KOTOpOM HeobxoaAmmo
YKa3aTb A0YEPHIOK NanKy B CUCTEME MO OTHOLIEHMIO K TEKYLLLEMY AOKYMEHTY.
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PucyHok 163. OKHO BblbOpa AoYepHel Nanku A1 CBA3bIBaHMUA.

B npouecce cBsa3biBaHMA 0OBEKTA C ManKoW, cMcTeMa NpPeasioXKUT Ha BblbOp oAUH U3 ABYX
BapMaHTOB YCTaHOBKM cBA3K (PncyHOK 164).

A BrIBepuTE TUN CBA3LIBAHMA E\ = @

o BuibepuTe TMN CBASLIBAHMA AOKYMEHTa C AOKyYMeHTaMu BulbpaHHoA nanku

He otofipaare 3T0T AWanor & cneaylwmii pas

" [OCTOAHHOE "  OOHOKp3THOE A OTHMEHWTE

PucyHok 164. Bbibop cnocoba cBA3biBaHUSA.

e [locmoAHHbIl - Nocne YCTaHOBKM CBA3W AOKYMeEHTa C BblbpaHHOM MankoW, Bce
Aobasnsemble B 3Ty Manky AOKYMEHTbl ByayT aBTOMATUYECKM CBA3bIBATLCA C TEKYLLMM
[OKYMEHTOM.

e  OOHOKpamHeblIl - Nocne yCTaHOBKWU CBA3W, BCE AOKYMEHTbI, BJIOXKEHHbIE B Manky, byayTt
CBA3aHbI C TEKYLLMM AOKYMEHTOM. [lOKyMeHTbl, o6aBasemble B ManKy nocae onepauuun
Mo CBA3bIBaHWUIO, He ByAyT CBA3bIBATLCA C TEKYLLMM AOKYMEHTOM.

e C HOMeHKnamypoli — BK/IOYEHWE TEKyLLero AOKYMeHTa B HOMeHKAaTypy. [na sbibopa
HOMEHKNaTypbl, ByaeT OTKPbITO AOMNONHUTENbHOE OKHO «(C8A3ameb cC..», oTobparkawLiee
coAepKMMOe CUCTEMHOro Toma «HomeHKkaamypa» (PucyHok 165), B KOTOpoM Heob6xoaAMMOo
YKa3aTb HOMEHKNATYpy A1 BKAOYEHUA B Hee TeKYyLLLero JOKYMeHTa.
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r‘ CeAzaTh C... EI@

=~ 5 HomMeHnknatypa
HoMeHKNaTypa fen oThena kagpoe Ha 2019 rog

4 Hafitn w" CBAZaTE A OTMeHa

PucyHok 165. OKHO Bbi6Opa HOMEHKANATYpbl ANA CBA3W.

Npumeyanue. [JaHHoe delicmaue moxem 6bimb 8bIMOAHEHO M10/16308aMeEAAMU, UMEUUMU
paspeweHus Ha docmyn K momy « HomeHkaamypa».

Mocne BbINONHEHUA onepauyMm No CBA3bIBAHUIO 0B6BEKTOB CUCTEMbI, MHPOPMALMA O HOBbIX CBA3AX
byaeT 3aperncTpMpoBaHa B KapTouKax 06beKTOB, y4aCTBOBABLUMX B NpoLecce CBA3bIBaHMA (BKNagKa
«Ces3u»). [locTyn K onepaumu No yAaneHWUI0 CYLLECTBYIOLLEN CBA3W, TaKKe OCyLecTBASeTCA BO
BKNAAKE KapTOukK «CeAasu».

Mocne HaCTPOMKM CBA3U AOKYMEHTa C NAMKOW POAMUTENbCKUX AOKYMEHTOB CTAHOBWUTCA BO3MOMKEH
ObICTPbIM Nepexod OT ManKku C AOKYMEHTAaMU K POAUTENbCKOMY AOKYMeHTY. [1nAa oCyllecTBAeHuUA
nepexoaa HeobxoaMMO BblbpaTb ManKy AOKYMEHTOB B AepeBe OOBHEKTOB W BbIMOSHUTL OA4HO U3
nepeyvYncieHHbIX AeCTBUN:

e B OCHOBHOM MEHIO I/TaBHOrO OKHa CUCTEMbI BbIbpaTb NyHKT «06o3pesamens -> llanka ->
Ceolicmea nanku -> ABMomamuyecKoe CeA3bI8aHUE...».

e B KOHTEKCTHOM MEHIO Manku B AepeBe 0OBbEKTOB (NpaBasi KHOMKa MbIlM) BblOpaTb MYyHKT
«lManka -> Ceolicmea nanku -> ABMoMamu4yecKoe C8A3bI8AHUE... ».

Cuctema 0TO06pPa3sUT OKHO CO CMIMCKOM CBA3AHHbLIX C MAMNKOM POAUTENBbCKUX OOKYMEHTOB (PUCyHOK
166). Mpwn OTCYTCTBMM CBA3EN NAMNKKU C POAUTENBCKUMU AOKYMEHTaMU, CMUCOK byaeT nycT.

% CoRzanHbie AOKYMEHTE EI@
HazsaHue MyTe
8229 EvbnvoTera LoKyMeHTOB/ BxogAwme
Nepeittn A OTMeHa

PucyHok 166. OKHO oTob6parkeHns CBA3aHHbIX C NAaNKon poaANTENbCKUX AOKYMEHTOB.
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[na nepexofa K poauUTeNnbCKOMY AOKYMEHTY Nanku, HEO6XoAMMO BblbpaTb €ro B CMMUCKE M HaXKaTb
KHOMKy «[Tepelimu». Mocne nepexona, OKHO POAUTENbCKUX AOKYMEHTOB OyAeT 3aKpbITO U OTKPbITA
KapTO4Ka poAUTENbCKOTO AOKYMEHTa Ha BKNaaKe «Ceasu».

BHewHue ccobinKU Ha 06beKmobl apxuea

MexaHn3m GopMMnpPOBaHUA BHELWHMX CCbIIOK dopmaTta URL Ha 06bEKTbI, pacnosioXKeHHble B apxuBee,
npeAHasHayeH AnA NPeAoCTaB/leHMA  BO3MOMKHOCTM  CKauMBaHWA  OOBEKTOB  CTOPOHHMM
Nno/ib30BaTeNsIM, HE MMELWMM [0CTyMa K CUCTEeMe 3/1IeKTPOHHOro apxmBa. BHeWHAs ccblika Ha
OObEKT apxuBa He f[aeT BO3MOXHOCTM MOBAMATb MUCXOAHbIN OOBEKT B CUCTEME W  MONKET
MCMONb30BaTbCA TONIbKO AN1A CKAYMBAHUA KOMUM 0OBbEKTA HA NOKA/IbHbLIA KOMMbIOTEP NO/Ib30BATENA.
O6beKT apxuBa AOCTyMNeH AN CKAYMBAHWUA U3 BHE TOJIbKO B Nepunog, 4eNCTBUA CCbISIKN.

MpumeyaHue. [1s 00Ho20 obvbekma apxuea moxcem b6bimb 00HOBPEMEHHO 3ape2ucmpuposaHo
HECKO/1bKO 8HEWHUX CCbl/IOK.

[na 3arpyskn obbekTa apxmsa no BHelHen ccbiike (URL agpec ob6bekTa Ha cepBepe) No/sib3oBaTe/lb
MOXKET BOCMO/Ib30BaTbCA JIOOOM CTOPOHHEN MNPOrpammoi, NnpefHasHayeHHOW ANA CKauymBaHUSA
¢daiinoBs no cetu.

MpumeyvaHue. boabWUHCMBO COBPEMEHHbLIX UHMepHem bpay3epos eKaw4arom 8 ceoli cocmas
KOMMoHeHmy 0718 cKa4yuseaHus ¢alinos no cemu. llpouyecc ckauyusaHus obveKma no sHewHel
ccbliKe noopobHo onucaH 8 pasdesne «CKayusaHue 06bekma apxusa ro sHeuwHel CCblaKe .

[ns cKauMBaHWA OOBEKTA MO CCblKe, NO/b30BaTeNl0 HeobXOoMMO MMEeTb AOCTYyn K cepBepy
3/1EKTPOHHOTO apxuea no nopty «22028». AN UCNONb30BAHUA CCbIIKM B IN0b6anbHOM ceTu, cepeep
3/1EKTPOHHOTO apXMBa AONKEH ObITb 3aPErMcTpMpPoBaH No ctatudeckomy IP - agpecy.

CKauMBaHME NAMKM 3NEKTPOHHONO apxMBa MO BHELWHEN CCblIKE  OCYyWEecTBNAETCA B
3aapx1MBMpPOBaHHOM BuAae, dopmaT apxmea - «zip». Coaep>KMMoe apxmBa NOBTOPSAET COAEPKMMOE
MCXOAHOWM NAMKW B CUCTEME, C YYETOM MEPAPXUUN BNIOKEHHOCTU MOAMAMNOK M AOKYMeHTOB. lNocne
3arpy3kuM apxvBa Namnku, NONb30BATEND HEOOXOA4MMO MPOM3BECTU PA3APXMBALMIO CKAYEHHOro
daiina gna ganoHeunwemn paboTobl.

dopmuposaHue ccbiAKU Ha 06veKm apxuea

Ona popmmpoBaHma URL ccbiIKM Ha OBBEKT, pasmeLLeHHbIN B 3/IEKTPOHHOM apxvMBe HeobxoaMmo
BblOpaTb OOBLEKT, K KOTOPOMY OyZeT npeaocTaB/eH BHELWHWIA AOCTyM, W BbIMOJAHUTb OAHO W3
nencTBni:

e B OCHOBHOM MEHIO I/1aBHOTO OKHa CUCTEMbI MYHKT «O6o3pesamerns -> [oay4ums 8HEWHHOH
CCbIAKY...»

® B KOHTEKCTHOM MeHI 06beKTa (HaxKaTMe npaBOM KHOMKM MbllM Ha O6BEKTE) NyHKT
«[losyyume 8HEWHIOK CCbIAKY...»
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HacTpolika popmmpyemon CCbiIKM OCYLLLECTBAAETCA B OTAE/IbHOM OKHe (PUcyHOK 167).

q
‘ MonyyeHne BHEWIHER CCBINKK EI =] @

OOHOKPAaTHOR MCNONE20EEHHE:

PeKypCHBHARA 3arpyaKa:

-

[elcTEMTENEHE g0t . Linl

HazHaueHue:

w TloNyunTh A (OTHMeHa

PucyHok 167. OKHO macTepa GOpMMPOBaAHUA CCbIIKM HA OOBEKT apxuBa.
B npouecce dopmmpoBaHus, fOCTyNeH BbIOOP 1 yKasaHUe cieayrolmx napaMeTpos:

e OOHOKpamHoe UucCrnonb3oeaHue — OOLEKT MO CCbIKe [AOCTyMeH AAA OAHOKPATHOro
CKauMBaHUsA, NOCAE UCNONb30BAHWUA CCbINIKK, OHA CTAaHOBUTCA HeAEeNCTBUTEIbHOM.

e PeKypcueHaa 3a2py3Ka — (AOCTYNHO TO/IbKO AN OOBEKTOB TUMA «1AMKA») CCbINKA BKAOYAET
B cebA He TO/IbKO OObBEKTbl POAUTENIbCKON Nanku, HO U OODBLEKTbl BJIOXKEHHbIX B Hee
noAnanox.

L4 ,[leﬁcmeumeana do — 3a4aHNne BpemMeHHOro nHTepBasia OKOH4YaHUA ,Cl,emCTBMﬂ ccbinku. Mpu
OTCYTCTBUU 3Ha4YeHKnA B noiae, 6yﬂ,ET CO34aHa 6eccpquaﬂ CCbl/1Ka.

e HasHayeHue — KOMMEHTApPUI, yKa3blBaOLWMI NPUYMHY GOPMUPOBAHMA CCbIIKM HA OOBEKT.

[nA 3aBeplueHnsa onepaLmmn HeobXoAMMO HaXaTb KHOMKY SRS

ChopmmpoBaHHan ccbinka byaeT oTobparkeHa B HOBOM AManoroBom okHe (PucyHok 168).

_r‘ BHewHAR coeLnka EI El @

o https://127.0.0.1:22028/awis/share/get-obj?id=f81_65EC7FI8-0592-4E58-AB56-0B3B4E0313EF

A A 33KpHTH

PucyHok 168. Juanorosoe oKHO 0TobparkeHus chOpMMPOBAHHOM CCbIIKM Ha OOBEKT apXxmBa.

MNpumeuanune. Adpec cepsepa «127.0.0.1» 8 meKCme CCblAKU 3a4ACMYyK0 yKa3sieaem Ha
omcymcmeue HAcmpolKu «8HewHe20 aodpeca cepsepa cucmemsl» U npugsooum K
HepabomocnocobHocmu ccolnku. Hacmpoliky eHewHe20 adpeca ocyuecmeasnaem a0OMUHUCmMpamop
3/1eKMpPOHHO20 apxusad. [TodpobHee npoyecc HacmpolKu onucaH 8 00KyMeHmayuu «Pykosodcmeo
AOMUHUCMpPamopa».

A

[na 6bICTPOro KONMPOBAHUA CCbIKM B Bydep obmeHa MOXKHO BOCMO/Ib30BATbCSA KHOMKOWM B

NeBoM HUNKHEM yrny Ananaorosoro okHa.

ChopmmpoBaHHana Ha AAHHOM 3Tane CCbIIKA MOXET bbiTb nepesaHa CTOPOHHEMY MO/b30BaTeNtO
ANA faNbHEeNWero Ncnoab3oBaHus.

136



CkavyueaHue ob6vekma apxuea no eHewHel ccoinKe

MpY HAaNWYMM BHELWIHEN CCbIIKK, CKaYMBaHUE OOBEKTA 3/IEKTPOHHOIO apXMBa MOMKHO OCYLLECTBUTb
cnepyowmm obpasom:

1. 3anycTuTb NporpaMmmy gns ckaumsaHua Gpaitnos no cetu.
MpumeyaHue. B 0aHHOM ripumepe Ucnosnb3yemcsa uHmepHem 6pay3ep no ymoa4aHuro
Internet Explorer.

2. BcTaBWTb MONYYEHHYIO CCbIIKY B CTPOKY agpeca bpaysepa (PucyHok 169).

& TMycran crpannua - Windows Internet Explorer
I

1
Lol |‘£_, https://127.0.01:22028 awis/share/get-obj?id=Fa1_65ECTFI8-0592-4E58- ABS6-0B3B4E0313EH v‘ <> ‘ » " 5 Bing

i Vs6parnoe | 5l @ Pexomengyemsie ysner v @] Konnexuyun se6-giparm... v

& MycTan cTpanvua f‘-’;\r ~ m v [ m= v Crpanwua > besonacHoo

3. BbInONHMTbL Nepexog, No yKa3aHHOM CCbl/iKe (HaXkaTue Ha KnaBmuaType KnaBuwm «Enter» nnm

PucyHok 169. CTpoKa agpeca 6paysepa.

kronku | ? ).

4. MosBneHue B OKHe bpay3epa yBegomaeHuns o6 owmnbke B cepTnuduKate y3na (PucyHok 170)
YKa3blBaeT Ha OTCYTCTBME YCTaHOB/IEHHOIO cepTudmKaTa besonacHoCTM cepBepa
3NEKTPOHHOrO apxmBa. B asTom cnyyae, He06X0AMMO NPUHYANTENBHO BbIGPATL AeNcTBUE
«[Mpodonaxumeb omkpbimue 3mozo 8eb-y31a».

(& Ownbra ceptudnkaTa: Nepexoasl BAOKMPOBaHEI

@j Owmnbka B cepTudumkaTe besonacHoctu 31oro Beb-yana.

A
CEp_MOMKa_ 6e20NacHOCTH 3TOMO BEEj—}'E."Ia He Beln EbIMYLLEH AOBEDEHHBIM LEHTPOM CERPTUQUMKALLAN.
Ceptudukar BezonacHocTu 31oro eefi-yzaa Bein BbinyLeH Ans Beb-yana ¢ ApYruM agpecom.

Hanuuwe owmnbok B CEPTUOHWKaTE H6e30nNacHOCTM MOXET 03HaYaThk, YTO BacC MNbITAKTCA lejl‘.ﬂaH),n'_h WK XOTAT
NepexBaTiTe MHQOPRMAaLWHD, NepefaBaeMytd Ha CepEep.

PekomeHgyeTcA 3aKpbITh BeB-cTRaHMLY M He paBoTaTk ¢ 3TMM BeG-yznom.
& UlenkHnTe 308CH, YTObHI 23KpLITL BEG-CTPaHMLLY.

5 407 -yaJ kil !
le MpoaoaxMTE OTKPLITUE 3Toro Befi-yana (He pekomen eTCcAa

@ MoapobHee

PucyHok 170. CoobuieHune 06 oTcyTcTBMM cCepTUdMKaTa 6e3onacHoOCTy.

Mpumeydanue. [1a ycmpaHeHUs OaHHOU owUubKU a8MUuHUCMpPamopy cucmemei
Heobxodumo npoussecmu ycmaHoseKy delicmeyouwe2o cepmugukama 6e3onacHocmu Ha
cepsep 31eKMpPoHHO20 apxusd. [ToOpobHee npoyecc ycmaHo8KU ONUCAH 8 00KyMeHmayuu
«Pykosodcmeo AOmMuHuUcCmpamopa».

5. B AManoroBom okHe Bbibopa onepaumm HaxKaTb KHOMKY « OMKpbimb» ANA OTKPbITUA daina
CBA3aHHbIM NPUIOXKEHUEM MNOC/e 3aBepLUEHUA 3arPy3KN UK «CoXpaHUmMb» gns
COXpaHeHus ¢alina Ha NoKaIbHOM AMCKe.
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3arpyzka daiina @

OTpITE MMM COXPEHWUTE 3TOT Dain?

1 Wma:  22.xls
Tun: Nucr Microsoft Excel 97-2003, 30,0 KB
W= 127.0.0.1
OmiphbiTs Jl CoxpaHits Il CmaeHa

Bcerga zapaeate 3T0T BONPOC, OTKPLIEEA TAKWE aink

I " | Pains vs MHTepHeTa moryT GbiTe NONESHEI, HO HEKOTOPBIE GEANGI
MOryT NOBPEAMTE KoMNetoTep. Ecni Bel HE ADBEPAETE MCTOYHWMKY, HE
= OTKPEIBAIATE W HE COXPEHARTE 3TOT Main. FaKToDE DMCKE

PucyHok 171. JmanoroBoe OKHO 3arpy3ku dainna.

6. Mocne 3aBeplueHMA CKaumMBaHUA paiin byaeT fOCTYNEH Ha IOKAaIbHOM AMCKe B Nanke
3arpysku bpaysepa (PucyHok 172).

Ql\;jn | 4 v test » 3arpysem - | +?|| Mouck: 3azpysru D

¥nopagounte ¥ OTkpeiTe ¥ OBLmiA gocTyn * Mevate »» S 4 E] (7]

-

¢ VisBpatroe i WMma Jata nameHeHuA Tun
4 3arpyskn B 22 28.05.2019 12:07 NMuer Microsoft E
= HepaeHue mecTa

Bl PaBouuii cton

9 bnbBanoTtexn =
B Bugeo
3 Jokymentel
=| Mzobpakenna
J Myzbika

'8 Komnerotep
‘;, JlokaneHeIn guck
i?' CD-auckoeog (D:
5 D_DRIVE (\iwboxs
5@ E DRIVE (Wiwboxs

 |[Fq (11 2

/ 22 Jata namenenna: 28.05.201912:.07
Nt Microsoft Excel 97-2003

PucyHok 172. CKayaHHbINM daiin B Nanke 3arpy3ok 6paysepa.

YnpaeneHue eHeWHUMU CCbIAKAMU

[na ocylwecTBNeHUA KOHTPOAS M YNPaBAEHWUA 33 BblAAHHbIMU BHELWHUMW CCbIJIKAMU B CUCTEME
NpPeAyCMOTPEH crneuunanbHblii UHCTPYMEHT.

[ns poctyna K MHCTPYMEHTY KOHTPOAIA U ynpaBaeHna HeobxoaMmo B cucTeme BblOpaTb AOKYMEHT
WAM NanKy U BbINOJHUTb OA4HO U3 AeNCTBUIA:

e B OCHOBHOM MEHIO [/TaBHOrO OKHa CUCTEMbI BbIBpaTb NYHKT «0603pesamerns -> YnpasneHue
B8HEWHUMU CCbIKAMU...»
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e B KOHTEKCTHOM MeHI0 0bbeKTa AepeBa 06beKTOB (NpaBas KHOMKa MbllM Ha obbeKTe)
BbIOpaTb NYHKT «YrpassneHue 8HEWHUMU CCbIAKAMU...»

Echn ans BbibpaHHOro ob6bekTa 6blIM 3aperucTPMpoBaHbl BHELWHME CCbIIKM, OTOOPA3UTCS OKHO
WMHCTPYMEHTA yrnpaB/ieHus ccbiikamu (PucyHok 173).

_-..'- ¥npaeneHue BHELLIHUMN CCBITKAMMI EI = @

Cchinka MHOroKpaTHaA NedcTBUTENEHE | ABTOpD [aTa nonyuyeHusa CrauaHo HazHaueHwe  PekypcueHo
https://127.0.0.1:22028/awis/share/get-o 29.05.2019 CHCTEMHBIA ALMUHMCTPATOP 27.05.201912:58 @ 1 Tect
https://127.0.0.1:22028/awis/share/get-o 31.05.2019 CHUCTEMHBIA AOMUHKMCTPATOP 08.05.201912:21 : 0 NS 03HAKOMT

[Z] KonupoeaTe & Yoanute A OTMeHa

PucyHok 173. UHTepdeic MHCTPYyMEHTa KOHTPO/IA 3@ CCbIZIKAMMU.

B MHCTPYMEHTE 0To6pa>1<aeTcn CMNCOK BHELWHWUX CCbINOK, 3aPErMCTpnpoBaHHbIX ONA Bbl6paHHOF0
06BEKTA M KHOMKM onepau,mﬁ Ha4 CCblNIKamW.

Ana Ka)-KAO[/JI CCbI/ZIKM B CMUCKeE 0To6pamar0Tcn cneapywouwme nona:
o (CCblAKA — TEKCT BHELUHEN CCbIZIKM Ha 0OBEKT.

o MHO20KpaMHaAA — 3Ha4YeHme, yKasbliBalowee Ha BO3SMOXHOCTb MHOITOKPATHOrO CKauyMBaHUA
obbekTa apXumBa Mo CCbl/iKe.

e [flelicmeumenbHa 00 — MaKCMMA/bHbIM Nepuoa AeACTBUA CCbINKMU.

o Asmop — PO coTpyaHMKa, CGOPMUPOBABLLETO CCbIIKY.

e [lama noayyeHusa — pata GOPMUPOBAHUNA CCbIIKMU.

e CKa4YyaHO — CHETYMK CKAUMBaHUIM 06bEKTA NO CCbIIKe.

e HasHayeHue — KOMMEHTapui C yKasaHMem NprUUYnHbl GOPMUPOBAHUA CCbINKMN.

® PeKypcusHO — 3HayeHuMe, yKasblBaloLliee Ha HeO6XOﬂ,MMOCTb A0CTyna KO BCEM B/1I0OKEHHbIM
0b6beKTam NanKkm Mo CCbiKe.

Ona KonupoBaHUA ccblkM B bydep obmeHa, HeobxoanmMo BbIOPATb CCbIIKY B CMMUCKE U HaXaTb
KHOTKY [Z] Konupoeate

[Lnst yaaneHus CCbiIKM (3aKpbiTUA AOCTYNa K OBBEKTY MO CCbIKE) HEOBXOAMMO BbIBPATL CCbIIKY B
CMUCKE U HaXaTb KHOMKY @ Ymamute

Echm  y  BblaeneHHoro obbekta He 6Obl1I0  3aperMcTpyMpoBaHO  CCbIOK, CUCTEMa  BblAacT
npeaynpexaeHue (PucyHok 174).

‘ CooBuwieHne EI =] @
o Y OaHHoro 00LeKTa HeT Z3PErMCTPHPOBaHHEIX BHRWHWY CCINoK!
A 33KpLITE

PucyHok 174. MHdOpMaLMOHHOE OKHO NpeaynpeaeHmsa 06 oTCyTCTBMU CCbIJIOK HA OOBEKT.
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Mpoeepka Hanu4yua 00OKyMmeHmMos 8 cucmeme

3a4acTylo, [LOKYMeHT, p[obaBnfemblii B CUCTEMY, [AO/KEH NPUCYTCTBOBATb B CUCTEME B
eAMHCTBEHHOM 3K3emnasape. MoasneHne aybnelt M3HaAYaNbHO OAMHAKOBBLIX AOKYMEHTOB MOMKET
NPUBECTU K OWMBOYHOMY BbIBOPY AOKYMEHTA AN PeAaKTUPOBAHMUA UAN MPOCMOTPA.

Ana rapaHTUnM YHUKA/IbHOCTU ,ﬂ,06aBl'IﬂeMOI'O AOKYMEHTa NpeayCMOoTpEeH MacCTep NpPoOBEPKUN HanN4nA
AJOKYMeHTa B CUCTEME.

lMpoBepKa OCYLLECTBAAETCA MO KOHTPOJIbHOW cymme BbibpaHHoro danna wu  ¢dalinos,
NPUCYTCTBYIOWMX B cucteme. lNpoBepKka Npou3BOAMTCA MO BCEM BEPCUMAM AOKYMEHTa, macTep
onpeaennT Hanmume aybanKaTa B cCUCTEME, AAXKe €C/IM B JOKYMEHT, noc/ie AobaBieHns B cucTemy,
BHOCUJINCb M3MEHEHMA.

Bbl30B MacTepa Noucka Ay61MKaTOB BO3MOXEH ABYMSA cnocobamu:

e B OCHOBHOM MEHIO [/IaBHOrO OKHa CUCTeMbl MyHKT «06o3pesamesns -> [obasume ->
lMposepume Hasnuyue AoKyMmeHmos 8 cucmeme -> [Tposepums 2pynny O0OKYyMeHMos...».

e B KOHTEKCTHOM MEHI aepeBa OObLEKTOB (HakaTMe NpaBoOM KHOMKW MbIM Ha Aepese
06bekToB) NyHKT «Jobasume -> [Ilposepumb Hanuyue OOKymMeHmMos 8 cucmeme ->
Mposepume 2pyrnny 00OKYMEHMOo8...».

MacTep npeanoXut BblbpaTb Ha JIOKaZbHOM AWCKe nosb3oBaTens ¢ain (uau rpynny dainos),
KOTopble HeobXxo4MMO NPOBEPUTL HA NpUCYTCTBUE B cucTeme (PUcyHOK 175).

S BrifiepuTe AOKYMEHT WK FPYNNY ACKYMEHTOE... @
n\:},u\;; | v Komnetotep » JlokaneHerd guck (C) » Temp » - | 4 | | Mouck: Temp L2 |
¥nopagounTte ¥ Hoean nanka =~ [l IZ:.EZI
 atpanmoe e ey |
4 3arpyskn =] forosop 09.04.20191
i Heaashue mecra 15 Nexogawmii 1 220420191
B PaBounii con 3] KeapraneHeii oTuer 05.04.20191
1 | KOHTpareHTbI 26.04.2019 1
=4 BuBnunoTeku 1 =] NuueHzmonHbIR Aorosop 08.04.2019 1
B Buaeo 0= Hoewii gokymeHT 09.04.2019 1
3 JokymenTel OTCKAHWPOBAHHBIA JOKYMEHT 05.04.2019 1
=] VzoBpaskerun =] MonoxeHne o NEPCOHANBHEIX ABHHBIX paBoTHUKOE 10.04.2019 1
'a Mysbika M| NMonoxenue 0b oTaene kagpos 10.04.2019 1
LEfaly 04.04.2019 1|
18 Komnerotep [Z| MNpaeuna EHyTPEHHErD TPYACBOrO Pacnopajka 10.04.2019 ]
£ Noxansmeii guck (C:) B2 Mpuxas N12 19.04.20191
8% CD-auckosog (D:) VirtualBox ¢ @ Npukas N13 19, 119 1
= D_DRIVE (Vwhozxsrv] (E) 1= WratHoe pacnucaHne 10.04.20191 ~
S E_DRIVE (Viwvhboxsey) (F) ad|| L] 4
Wima paiina: "kontparentel” "KeapTaneHelid oTuer” A |Bce haine v|
[ OtkpbiTe |v] | OTmena |

PucyHok 175. Bbibop ¢dainioB ana npoBepKu.

Mocne 3aBeplIeHMA MPOBEPKWU, MAcTep BbIBOAUT OTYeT O pe3ynbratax (PucyHok 176) . B oKHe
OTYeTa yKa3blBAaeTCA KONMYECTBO HaWAeHHbIX GpaitnoB 13 obuLero yncna BbibpaHHbIX AN NPOBEPKU
N nepapxua pacnonoxeHua Gpanos B 6GUb6ANOTEKE AOKYMEHTOB.
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1 BHumaHne! EI@

8 Wz 19 QOKYMEHTOE NPUCYTCTEYIOT B CMCTEME,
YoanuTe CYUIECTEYIOWMWE B CUCTEME AOKYMEHTHl C AMCKE?

MogpobHee... <« 3 ®  Her

-=[ofaenAemulid aokyrenT: C\Temp\Mowooawwi 1.doos

WutopMaums o gybnwkare: "Bubnuotera gokyMedTos\Momaawme\Mon N2 22 ot 22.0
-=[obaenAemelid gokymedT: C:\Temp\KeapTaneHeli oTyeT.xlsx

WutopMaums o gybnwkare: "BubnuoTera gokyMedTos\OTyeTe | KeapTansHeld oTyeT”
-=NofaenAemMuld gokyMenT: C:\Temp\MonoxeHHe 0 NePCOHaNEHER A3HHBX Pa00THUKL
MHbopMaums o gybnukate: "BubnuoTeka gokyMeHTos\HoMerknatypa\OToen kagpoeil
-=NofzaenAemulil gokyMedT: C\Temp\Monosxexdne of oToene Kagpoe.dock

Wb opMauma o gybnukate: "BUOnuoTeka gokyMeHTos\HoMerknatypa\OToen kagpoei[

PR P T s as L i e T T A

PucyHok 176. OTueT o pe3ynbTaTax NpoBepku ¢palnoB Ha HAINYME B CUCTEME.

B 3aBMCMMOCTM OT pe3ynbTaToB NPOBEPKM, CUCTEMA NPES/IOKMUT yaanuTb Gaibl, CyecTByowme B
CUCTEME C JIOKA/ZIbHOTO AMCKa NONb30BaTENS.

BO3MO)KHO BbINONHEHME oOMepauuu MNo NOUCKY Ay6auMKaToB aiioB, pasMelieHHbIX B narnke
nonb3oBaTenss Ha JNoKanbHOM pucke. MMpu Bbibope Takoro crnocoba npoBepku, cucTema
npoaHanmsupyeTt Bce dait/ibl, PaCnoioKeHHbIe B BbIBpaHHOM Nanke 1 ee noanankax.

Bbi3oB npoBepKkn $paiinos, pasmeLleHHbIX B NanKkax, OCyLWecTBAAETCA NYHKTOM «[lposepumes narnky
(pekypcusHbIli Npoxod)» B TOM e pasgene MeHio.

Meyamo peecmpa 00OKymeHmMose

[Nna nanok fOKYMEHTOB NpeaycMoTpeH GyHKLMOHAN neyaTM peecTpoB BOXKEHHbIX JOKYMEHTOB. B
peecTpe MepeyncnatoTCs B/IOMKEHHblE [OKYMEHTbl C YKa3saHMEM MecTa WX PacrnosioXKeHus B
6nbMoTEKE LOKYMEHTOB, HAMMEHOBAHUA, aBTOPA U AaTbl L06aBNeHUA.

Peectp dopmupyetca B npunoxenHum MS Excel, ganbHellwana pacneyaTKa oOcCyLlecTBAAeTCA
cpeacTBamMm 3TOr0 MPUNOKEHUA.

Ona dopmmupoBaHna peecTpa AOKYMEHTOB Heobxoammo BbibpaTb B AepeBe 0O6HEKTOB Manky, ANs
KoTopown byaeTt cbopmnpoBaH PeeCTp, U BbINOJHUTb OA4HO U3 AENCTBUN:

e B OCHOBHOM MEHIO M1aBHOr0 OKHa CUCTEMbI BblbpaTb NYHKT «Ob6o3pesamens -> lanka ->
Pacneuamameo peecmp 00KyMeHmMos».

e B KOHTEKCTHOM MEHI0 Manku B gepeBe 06bEKTOB (K/NMK NPaBOM KHOMKWM MbILM Ha Manke)
NYHKT «[lanka —> Pacneyamame peecmp 0OKYMeHMOo8».

Peectp (PucyHok 177) popmupyeTcsa nNo BCEM AOKYMEHTAM, B/IOKEHHbIM B BbIOpPaHHYIO Nanky u ee
noananku.
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs Bepcua 6.5

E = LWabBnon_BAH-20190506153811-568 [Peskum coemectmmocti] - Excel H - 8 X
Qaiin [naexan Bcraeka PasmeTka cTpaHnLel Gopuynel JanHbie PeugrHznposaHne Ewng '\; MomoLwHKE... Exog 2_ O6ymii goctyn
RG6C4 - Je [ata perucrpanum "7

1 2 3 4 5 -

1 Peectp

2 Bayrpennux Hopmatueanix JoxkymenTor

3

4 Jata cocTamenma: 2019.05.06 15:38 |

5

IIye 8 CI], Hasganue AsTop Jara peructparmm
6
7 1 2 3 4
Ceprees Cepreil
8 |Bubnuoteka gokyMmenToe/Bxogawne Bx. Ned1 o1 19.04.2019 - Pora w Konwita |Cepreesuy 19.04.2019 16:46
Ceprees Cepreil
9 |Bubnuoteka gokymentoe/Bxogawmne Bx. N242 o1 19.04.2019 - Teopema Cepreeguy 19.04.2019 17:04

11 |OTyeT nogrotoened aeTomatndeckn (2019.05.06 15:38)

JNuerl () 4 3
loToBD HH [~ ] + 100%
PucyHok 177. BHewHW BUA, peecTpa AOKYMEHTOB NamnkKu.

B ctonbue «lymb 8 C/]» yKasbiBAeTCA MEPAPXMYECKOE PACMOJIOKEHUE AOKYMeHTa B bubaunoreke
AOKYMEHTOB. YPOBHM MEPAPXMM Pa3AeNAaoTCA CUMBOIOM «\».

Ucmopusa nanku

Ons nonyyenmns umHPopmaumm 06 onepaumsax C ManKon cUcTeMbl 3a OnNpeaeneHHbld nepuog,
BPeMeHM, NpPesyCMOTPEH WHCTPYMeHT «McmopuAa nanku». Wctopus nankm He oTtobpaxkaer
cBefeHns 06 M3MEeHeHUAX AOKYMEHTOB, B/IOXKEHHbIX B ManKy W BKAOYAET TOJIbKO Te onepauuu,
KOTOpble Kacanncb HenocpeaCcTBeHHO BbIOPAHHOM NanKu.

OTobparkeHne OKHa UCTOPUM onepaL il BOSMOMXKHO O4HUM U3 CNoCco60B:

e B OCHOBHOM MEHIO I/TaBHOrO OKHa CUCTEMbI BbIbpaTb NyHKT «06o3pesamens -> lanka ->
Ceolicmea nanku -> Micmopus nanku».

® B KOHTEKCTHOM MEHI0 ManKku B AepeBe 0OBLEKTOB (KWK MPaBOM KHOMKM MbIX Ha Manke)
NYHKT «[lanka -> Ceolicmaa nanku -> Ucmopua nanku».

B oKHe uctopum onepauun (PucyHok 178), oTobparkaeTca CNUCOK AEWCTBWUM, 3aTPOHYBLUMX
BblOpaHHYytO Nanky, gata gencremna n PO coTpyaHUKA €ro BbINONHMBLUETO.
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r‘ WcTopua geictenii EI = @
HHTepBan BpeMeHn:
BapWaHThI: I'Iocne,u,HHe CyTKM || v C: | 05.05.2019 17:00 Mo: 06.05.2019 17:00 3 OBHOBUTE
OeficTene [ata BeINONHEHWA WHuumatop
Oofaenerne CBAZM C Mankon 06.05.2019 15:06 WMeanoe MeaH MeaHoeuY
MogroToeka BAH 06.05.2019 15:38 Weanoe MeaH MeaHoBuy
>
[ MogpotHee # Cnexenue (=) Neyars A 3aKpuTs

PucyHok 178. OKHO 0TOBpaskeHUs NCTOPUM OMnepaumii C Nankomn.

Ona ynobcTtBa MOHUTOPUHIa AENCTBUM, B BEPXHEN YacTu uHTepdenca okHa npucyTcTeyeT GuabTp
otbopa 3anucei. [MpumeHeHne UALTPA K CAUCKY OCYLLECTBASAETCA HaXaTMEM Ha KHOMKY
«0O6HOBUMbY.

Ona nonyyeHus noapobHoin mMHGOpMaAUUKM O XapaKTepe onepauuu, ee HeobxogMmo BbibpaTb B
CMUCKE M HarkaTb KHOMKY «[lodpobHee». PaclumpeHHble cBeAeHusa byayT oTobpaxeHbl B HOBOM
OKHe.

Mpn HeEOBXOAMMOCTH, CMUCOK AEWUCTBUIA MOXKHO BbIBECTM Ha NeyvaTb. PacneyaTka peecTpa gencrsmii
NMPOM3BOAMTCA HaxKaTMeM Ha KHOMKy «/leyamb». Peectp dopmupyetca B wabnoHe MS Excel u
OTKPbIBAETC aBTOMATMYeCcKM nocne ¢dopmupoBaHus (PucyHok 179) [JdanbHenwas pacneyaTtka
peecTpa ocyLLecTBAAEeTCA cpeacTBaMm npunoxeHma MS Excel.

ONs BKAOYEHMA pPeXMMma CNeXKeHWs 3a AeUCTBUMAMMU, MPOU3BOAUMbBIMM C Mankon, Heobxoammo
Ha)XaTb KHOMKY «CraexceHue». MexaHU3M CNeXKeHMA 3a MankoM He OT/INYAETCA OT C/AEeXKeHuA 3a
AOKYMEHTOM W OMMCaH B TeKyWeWh [AOKYMeHTauuu B pasgene «Mcmopus OoKymeHmMa
(HomeHKaamypol)».
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs Bepcua 6.5

E = 1 [Pexum coemectumocti] - Excel H - 8 X

Qaiin [naexan Bcraeka PasmeTka cTpaHnLel Gopuynel JanHbie PeugrHznposaHne Ewng '\; MomoLHE... Exog 2_ O6ymii goctyn

A2 ~ Jx =
A B Cc D E F G H -

1 |Pacme4YaTKa CTATHCTHYECKHX pe3y/abTaATOB

2

3 JeficTene JaTa Ebmo.mHeHHT |H.|uuum'mp I

4

[ ToGaenemus ceasm ¢

5 |mamxoit 06.05.2015 15:06 |Heawor Hean Heanozem|

6 |[omroTosxa BOH 06.05.201% 15:38 |Hearoe Hean Heanosms|

? N —

8 EMEH FETOMATHIECKE (2019.05.06 17:07)

9

10

"

12

13

14

15

16

7

18

19

20

21

22

na -

Nuerl | Nuc2 | Net3 | () 4 3
ToToED | 0 - i + 100%

PucyHok 179. PeecTp UcTtopum AeUCTBUI C MANKOW.

N3bpaHHOe

Mpn uacTtoit pabote B cucteme € HebONbLWIMM KOAMYECTBOM OMPeAENeHHbIX Manok, yaobHo
MCMONb30BaTb MEXaHU3M M36paHHbIX nanoK. [obasneHuve nanku B M3bpaHHble MO3BOAAET
n3bexaTb JUWHUX MNepemeleHnin no aepesy OO6BLEKTOB nNpu ee noucke. OTKpbITUE NaMKu
ocyLLecTBAAeTcA BbIBOPOM Ha3BaHWUA NanKu B CNUCKe U3bpaHHbIX.

[Ona pobaBneHna nanku B «u3bpaHHoe» HeobXoAMMO BbIAE/NIUTL ee B JepeBe OO6beKToB W
BbIMOJIHATb OAHY U3 OnepaLuit:

e B OCHOBHOM MEHIO rNaBHOIO OKHa CUCTEMbI NYHKT «Halimu -> [Jobasumeb 8 U3bpaHHoe...».

® B KOHTEKCTHOM MEHI ManKku (MpaBas KHOMKa MbllM Ha 0b6beKTe nanku) BblbpaTb MyHKT
«lManka -> Jobasume 8 U3BPAHHOE...».

MpumeyaHue. Ecau neped nomeuwjeHuem 8 usbpaHHoe bbin 8bidesieH OOKyMeHM, d He NarnKkd, mo 8
CrucoK u3zbpaHHoz2o bydem dobasneHa podumesnbCKAs NANKA meKywe20 8blbpaHH020 00KymMeHmMa.

Mepepn nobasneHmem nanku B nsbpaHHoe, cuctema oTob6pPasnUT AManoroBoe OKHO, C NPeSNOKEHNEM
yKa3aTb Ha3BaHMe Nnamnku B Cnucke usbpaHHoro (PucyHok 180). Monb3oBaTesib MOXET BBECTU
Ha3BaHMe, OT/IMYHOE OT TeKYLLero, onepauusa He NpuUBeAeT K NepemmeHOBaHUIO Manku B cucrteme,
yKa3aHHOe Ha3BaHWe byaeT oTobparkaTbCA ANA NANKM TOIbKO B CNUCKe M3bpaHHbIX MAanoK AAaHHOIo
nonb3osaTens.
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f‘ BeeauTe HazBaHWe ANA NankKW... EI = @

o Hazeanue:  MpuKassl

' Oa A OTMeHuTL

PucyHok 180. [jManoroBoe OKHO yKa3aHMsA MMEHW Manku B CNMUCKe M3bpaHHbIX.
[ns 3aBepluieHnA onepauunm gobaBneHns Nanku B UsbpaHHoe, He06X0AMMO HaXKaTb KHOMKY «Ja».
ﬂ,OCTyI'I K CNMUCRY M36paHHbIX NanoK BO3MOXeH OAHUM U3 crnocobos:

e B OCHOBHOM MEH!O 1aBHOMO OKHA CUCTEMbI NYHKT «Halimu -> U36paHHoe...».

e Ha naHenu MHCTPYMEHTOB IMaBHOrO OKHA KHOMKA «HN36paHHoe».

CnucoK n3bpaHHbIX Nanok oTobpakaeTca B HOBOM OKHe (PucyHok 181).

4l M3BpaHHoe EI@

HazeaHWe nanku

BpemeHHan nanka
Mpukazsl MzbpaHHoe

Pora W KoneiTa

= MMepedTH & OobaeuTe & YnanuTte & MepeWHMeHOBaTE

A 33KpEITE

PucyHok 181. UHTepdelic okHa "U36paHHoe".

[na nepexoda B cMcTeMe K Narnke, HaxoAallenca B CNMCKe M3bpaHHbIX, ee HeobxoaMmMo BblibpaTh B

CMMCKE M HaXaTb KHOMKY = Mepei™i | B npouecce BbINOAHEHWA NePexoaa CMCOK U3BPaHHbIX
nanok 6yaeT 3aKpbIT.

Ana [oNoOAHUTENbHbIX onepau,mﬁ CO CNMNCKOM M36paHHbIX nanoK NpeaycMoTpPpeEHbl KHOMKW:

. O [fobasuTs - nobaBneHve HOBOM ManKuM B CMMCOK M3B6paHHbIX. [locne HaxaTuA

KHOMKM 0TOBpPa3nMTCa OKHO HaBuratopa no nankam B cucteme (PucyHok 182) , B KoTopom
HeobxoaMmo BblbpaTb AobaBnseMyto Manky M yKasaTb ee Ha3BaHuWe B crnuncke (PUCyHOK

180). lnAa novcka Manku, B OKHE HaBUratopa CTPYKTYPbl ManoK CUCTEMbI, NPeayCMOTPeEHa

«, HaiTw

KHOMMKa (onucaHo B TeKyLLel AOKYMeHTaUMK B pasaene «[ToucK nanku»).
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f‘ BriGepuTe n3BpanHyto nanky... EI@

- BUOAMOTEKE A0KYMEHTOB
BpeMeHHas nanka
Bxogsawme

[ [Norosopel
Nowogawme
~ KaHuenapua
P Mpukazsl
P HoMeHinatypa
OTYeTsl
P& Muuble nankd
b 3 wabnonw

. Haltu ' Bulfipare A OTMeHa

PucyHok 182. HasuraTtop CTPYKTypbl ManoK CUCTEMbI.

. @ Yaanure - UCKNtoYeHMe BbIBPaHHOM NanKkM U3 cnMcka M3bpaHHbIX.

& [NeperMEHOBATE
= nepeMmeHOBaHME MAnNKM B CNUCKe M36paHHbIX. [epenmeHoBaHWe
OCYLLECTB/IAETCA B OTAENbHOM OKHe (PucyHok 180).

KoHdpu2ypayuu nanok

Ona nanok B cUCTEME CYLLECTBYIOT NpeayCTaHOB/IEHHble HACTPOeYHble KOHOUIypauuw.
KoHdurypauma morKeT 3a4aBaTb TaKMe NapameTpbl KaK:

o [lopAadok copmuposKu 06veKmoe sHympu narox.

e HanpaeneHue copmupoeKu (no ybbiBaHWIO/NO BO3pPacTaHUIo).

e Habop omobpaxcaemMbix cucmeMHbIX NApamempos nankKu.

e Habop omobpaxcaeMbix cucmemMHbIX Napamempoe o6vekma eHympu nanku.
o [lopAdok cnedosaHusa napamempos 8 CrucKe.

HacTpoiika n coxpaHeHue KoHoUrypaumuii A40CTyNHO NOAb30BaTENSAM C NpaBaMy aAMUHUCTPATOPOB
cuctembl M noapobHo onmncaHo B «Pykosodcmee admuHucmpamopa». O6bluHbIA NONb30BaTe b
CUCTEMbI MOXKET TO/IbKO MPUMEHSATb rOTOBblE KOHOUIypaL MM K NanKkam.

Ons npyumeHeHUa KoHoUrypaumm Heobxoammo BbibpaTb Nanky B AepeBe 06beKTOB U BbIMNOAHUTb
OHO U3 AeNCTBUIA:

e B OCHOBHOM MEHIO M1aBHOrO OKHa CUCTEMbI BblbpaTb NYHKT «0b6o3pesamens -> [lanka ->
Ceolicmea nanku -> KoHpuaypayus nanku...».

® B KOHTEKCTHOM MEHO NManku (MpaBas KHOMKA MbILWM Ha Nanke B AepeBe 06beKTOB) BbIOpaTh
NYHKT «[lanka -> Ceolicmea nanku -> KoHgpuaypayus nanku...».

Cuctema oTo6pasuT AONONHUTENIbHOE AMANOroBOe OKHO Bbibopa KoHdurypaumm nanok (PMcyHOK
183).
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o BriGop koHgurypaumm nankm EI (=] @
Kondmrypaumna
Kondurypauwa KNC w~

COXPaHWTE BblGpaHHLIE NapaMeTphLl

MPMMEHNTL PEKYPCHMEHOD

" 0K A OTMeHa

PucyHok 183. OKHO Bbi6opa KOHPUIypaLUmn Nanku.

B packpbiBatowemca cnucke «KoHguaypayusa» nepevncieHbl KOHGUrypauum nanok, AOCTYMNHble
NONb30BATENIO CUCTEMDI.

N3meHeHne KoHOUrypaL MM KOCHETCA BbIOPAaHHOM Nanku TONbKO Y AAHHOIO NO/Ib30BaTENA U TO/IbKO
Ha Bpemsa TeKyLero ceaHca pabotbl. Na U3MeHeHUa KOHPUrypauumn nanku y Bcex nonb3osaTenen,
Heobxo4MMO YCTaHOBUTL 3HayeHue nona «CoxpaHume 8blbpaHHble napamempsi». NpuMeHeHne
napameTpa COXPaHUT MHPopMmaLMio 06 M3MeHeHUU KOoHdUrypaumm nankM M nocne 3aBepLieHus
ceaHca paboTbl Nonb3oBaTeNs.

YcTaHOBKa napameTtpa «[lpumeHums peKypcusHo» NPUBOAUT K MPUMEHEHMUIO BblGpaHHOM
KOHPUIypaLLmMm KO BCEM B/IOXKEHHbIM Mankam TeKyLLEer nanku.

Ona npumeHeHns KOHPUTYPaLMOHHOM HAaCTPOMKM HEODXOAMMO HaXKaTb KHOMKY « OK».

Mpocmomp ceolicme nanku

[ns nonyyeHUs AONONHUTENbHbIX CBEAEHMI O MaNKe, MOXHO BOCMNO0/1b30BaTbCA MHPOPMALMOHHbIM
OKHOM «Csolicmea nanxku».

[Ons Bbl30Ba OKHa HeobxoaMmo BblOpaTb Manky B AepeBe OObEeKTOB W BbINOAHWUTbL OAHO W3
AencTBUi:

e B OCHOBHOM MEHIO M1aBHOr0 OKHa CUCTEMbI BblbpaTb NYHKT «Ob6o3pesamens -> lanka ->
Csolicmea nanku -> Obuwjue...».

e B KOHTEKCTHOM MEHIO NManku (NpaBasi KHOMKa MbILLM Ha Nanke B Aepese 06BbEKTOB) BbIOpaThb
NYHKT «[lanka -> Ceolicmea nanku -> Obwue...».

% Ceoiicrsa nankn E\ [=] @

HazeanWe: OTOQeRn Kagpoe

ABTOP: CHCTEMHBIA AQMWHWCTPATOP

o HaTa cozganwa: 10.04.2019 15:53:00
Konburypaumus: Mo yMonyaHuin
Pazmep (KE): 46,17

A 33KpHITE

PucyHok 184. NHbOpMaLMOHHOE OKHO CBOMCTB NamnKku.

B uWHbopmauMOHHOM OKHe CBOWCTB nankm (PucyHok  184) npeactaBneHa uHbopmauma o
nonb3oBaTene, AobaBuBlWEM ee B cUcTemy, gate A06aBneHus, NPUMEHEHHOW KOHPUrypaumm
oTobpaxkeHua («KoHgueypayuu namok») u obbeme 3aHMMAEMOrO MECTa Ha KECTKOM AWCKe
CUCTEMBI.
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KoHmeKcmHbIl nouck 00KymeHmoes

[na Bcex nonb3oBaTenel 3NeKTPOHHOro apxmea ITi1ac AoCTyneH GYHKLMOHAN NOUCKA AOKYMEHTOB
Mo [AaHHbIM, YKa3aHHbIM B KapTOyKax (pa3gen Tekylen AOKyMeHTauuu «[Touck Kapmouyek
O0okymeHmog»). Mpu HanuMuMmM B KOMMNEKTALMU 3/1EKTPOHHOTO apXMBa MOAYNA KOHTEKCTHOro
MOMCKA CTAHOBMTCA AOCTYMHbIM MOUCK He TO/MIbKO MO KapTOYKam, HO WM NO COLEPHMMOMY
[LOKYMEHTOB.

NHaeKcauma COAEP*KUMOro AOKYMEHTOB (pa3bop coAepKUmMoro ANns AasibHeWlero mnoucka)
nponcxoaut B GOHOBOM peXnme npu AobaBneHUU AOKYMeHTa B cuctemy. lpouecc nHaekcaumm
[OKYMEHTa 3aHMMaeT HEKOTOPOE BpeMs, NO3TOMY AOKYMEHT HE MOXKET bbiTb HaMAeH cpasy nocne
nobasneHus.

Moaynb KOHTEKCTHOro noucka crnocobeH pacnosHaBaTb cnegytowme dopmatel  aiinos
AOKYMEHTOB:

e Microsoft Office — MS Word, MS Excel, MS PowerPoint

e OpenOffice — Writer, Calc, Impress

e PDF — Portable Document Format (npu Hann4ymMm B JOKYMEHTE TEKCTOBOTO C/105)
e RTF—Rich Text Format

e TekcToBble popmatbl (TXT, HTML, XML v 1.4,)

Mpn HaAMYMM MOoAyNA KOHTEKCTHOrO NMOWUCKA B CUCTEME, B OKHE MOWUCKA AOKYMEHTOB CTAaHOBMTCA
aKTUBHOW AONONHUTENbHAA BKNagKa «CodepxcaHue» (PucyHok 185).

4
* Mowce gorymers oo )
1
Obwpe | CogepxxaHne | NonofHWTenkHee | ApxWe  Oatel | Mcrodduk | Nognucw | WTpuxkom Haiitn | | = H v
Cogepxanne: EXOAALME L HactpouTe...
[nA noWcka TOUHOTO COBNageHuA ¢ Gipazoil, MCNONEZYATE KaBbIUKM: £y Pacnevarars

"Cnoeo 1 cnogo 2" (ZHaKM NPENWHEHWA He YYMTHIBIKTCA)

N . e T ~ I [ _ > ObpaboTate
[InA NOMCKa 1083, ANA KOTOPOro M3BECTHO TOMLKD ro Hauyano, NCNonk2yiTe CUMBON '*' B KOHUE Cnoea:
T

'Ha*' uwet nwoboe nosenenue 'Ha', B TOM YWCie B HaYane gpyrHX Cnos.
A 33KpHITE
MCKaTE TOMEKO B NOCNEOHWX BEDCMAX SOKYMEHTOB

WcKkate TouHoe
COOTEETCTEME

PezynbTaThl NONCKa

HaumMeHoEaHUE ABTOD K3PTOUKKA [ata perucrpayum ADNUEHBIA
Bx. N241 oT 19.04.2019 - Pora v K Ceprees Ceprei Cepresemy 19.04.2019 Het
Bx. N242 ot 19.04.2019 - TeopeM:f Ceprees Cepreii Cepressuy 19.04.2019 Het
Pacnonoxenve: BuBnwoTexka gokyMeHToB\BxogAume', MepeiTn =
MNpegsigywme Cnegyrowue Y WcTopua BoccraHoenTe [Z Kaprouka OTKpBITE

HaigeHo AoKkyMeHTOoR: 2

PucyHok 185. Bknagka "CogepaHue" oKHa NoMcKa AOKYMEHTOB.
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B npouecce noucka cuctema 6yaeT UCKaTb AOKYMEHTbI, B TENIe KOTOPbIX COAEPMKUTCA 3HAYEHUE U3
nons «CodepucaHuey.

Mpu popMmnpoOBaHUKN YCIOBUA MOUCKA MOXKHO NPUMEHATL CNeLnanbHble CUMBOJIbI:

. - MOMCK TOYHOTrO COBMAAEHMA. BbiparkeHune, 3aKNOYEHHOE B ABOMHbIE KaBblYKWU, AOMKHO
6e3 W3MeHeHWN BCTPETUTLCA B HAWAEHHOM AOKymeHTe. [lpyM OTCYTCTBMWM KaBbIYEK,
AOCTAaTOYHO HAaXOXKAEHWUA KAXKA0r0 U3 C/I0B BblPaXKeHUA B OKYMEHTe.

e *-3ameHa NpoM3BONLHOIO KOIMYECTBA CUMBO/IOB B KOHLE C/10Ba. Hanpumep, npu 3agaHnm
3HaYeHUAa ‘KnneHT*’, OyayT HalAeHbl AOKYMEHTbl, COAep’Kalime C0Ba: «KAUeHMbI»,
«KAUEHMOB», KKAUeHMY».

YcTaHOBKaA 3HauYeHus Nonsa «Mckames MosbKo 8 MocsneodHUX 8epcunax aOKyMEHmOG» MCKNKOYaeT NOUCK
B yCTapeBLWUX BepCcunax JOKYMEHTOB.

Npumeuanue. B npusedeHHoM npumepe (PucyHok 185) 6bin HalioeH 0okymeHm «Bx. Ne41 om ...»,
Mo 3anpocy «exodawue», cooeprumoe OOKYMEHMA rpueedeHo HA pucyHKe Huxce. opmam
dokymeHma Microsoft Word.

Pain CepBuc Bug Bx, N241 oT19.04.2019 - Pora v Konerra [Toneko ytenne] - Word

HKypHan «BxogaumMe JOKyMEHTbI»

Aars Howmep HazeaHue mokymeHTa ABTOp
AOKYMEHTE

Jkpanl ual E& B -—1 +  140%
PucyHok 186. CogepmMmoe HangeHHOro 4OKYMeHTa.

CKpbimue 00OKymeHmMoe8

Monb30BaTeNM CMUCTEMbI, BK/AKOYEHHbIE B rpynny AocTyna «Apxusapuycsi», UMEKT BO3MOMKHOCTb
CKPbIBaTb AOKYMEHTbI M Nanku B AepeBe 06BbEKTOoB.

B CKpbITOM COCTOAHUMU 06BbEKTbl CTaHOBATCA HEAOCTYMNMHblI ANA BCEX nonbsoBaTeneﬁ, BK/1HO4aA
aAMNHNCTPATOPOB cucTtembl. B pepese 06bEKTOB nonb3oBaTenen ¢ npaBamum apxmBapuycos,

CKpbITble AOKYMEHTbI U NAaNKX NOMEYATCA cneu,maanoﬁ MapKMpOBKOﬁ ==

Ona ocyuwecTBNeHUA CKPbITUA HeobxoaMmo BblOpaTh CKPbIBAEMbIN OOBEKT B AepeBe 0OBLEKTOB U
BbIMOJIHUTb OAHO U3 AENCTBUIA:

e B OCHOBHOM MEHIO IMaBHOIO OKHa CUCTEMbI BblbpaTb NYHKT «Ob6o3pesamens -> [Ipaska ->
CKpbimb 0OKyMeHmM om 8cex nosvb3osamesneli».
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e B KOHTEKCTHOM MeHI0 06beKTa (0AHOKpPaATHOE HayKaTWe NPaBOM KHOMKM MbIlM Ha 06beKTe)
BbIOPaATb NYHKT «[Tpaska -> CKpbimb OOKYMeEHM 0m 8cex nosav3osameneli».

Ons oTMeHbI CKpbITUA (OTOBpaXKeHns) AOKYMeHTa, HeobxoaMMO Bbl6paTb CKPbITbIA AOKYMEHT U
BbIMOJIHUTb OAHO U3 AENCTBUIA:

e B OCHOBHOM MEHIO I1aBHOMO OKHa CMUCTeMbl BbIGpaTb NyHKT «06o3pesamens -> [lpaska ->
OmmeHUMb CKpbimue».

e B KOHTEKCTHOM MeHl0 06beKTa (0AHOKpaTHOE Ha)KaTue NpaBoi KHOMKKU MbilK Ha 06bekTe)
BbIBpaTb NYHKT «[Ipaska -> OmmeHuUmb CKpbimue».

=

Nocne oTmeHbl CKpbITUA cneunasibHaAa MapKUPOBKa 6yp,eT CHATA C 4OKYMEHTA U OH CHOBa 6y,c|,eT
0To6pameH B Aepese 06BbEKTOB NONb30BaTENEN CUCTEMDI.

BbinosHeHuUe nosnb3o8amesnnbCKUx HAcCMpoOeK npusionceHusn
Monb3oBaTeNb CUCTEMBI MOXKET U3MEHUTb PAL HACTPOEK KIMEHTCKOrO NPUIOKEHUA.
OTobpakeHne okHa HacTpoeK (PucyHok 187) BO3MOXKHO ABYMA cnocobamu:

e B OCHOBHOM MEH!O ITaBHOTO OKHA CUCTEMbI NYHKT «HacmpolKku -> CucmemHele... ».

J
e Ha naHenu MHCTPYMEHTOB MM1aBHOINo0 OKHa CUCTEMbI, Ha*XaTUE Ha KHOMKY A .

BbINoNHEHWE HACTPOEK OCYLLECTBAAETCA B cneuymanibHOM oKHe (PucyHok 187).

Ona ynobHoro BoOCNPUATMA NO/Mb30BaTe/NIeM, HACTPOMKM CrpynnupoBaHbl MO  XapaKTepy WX
Ha3HaAYeHMA HAa HECKO/IbKMX BKAALKAX:

e Obuwue — OCHOBHbIE HAaCTPOMKM NPUNOXKEHMUSA, BAUAIOLLME Ha PaboTy C CUCTEMOWA.

e CKaHupoeaHue — HaCTPOWNKa CKaHMPYIOLLEro YCTPOWCTBA, MOAKAOYEHHOTO K KOMMbIOTEPY
no/sib3oBaTens.

e be3onacHocmb — HaCTPOMKW, CBA3aHHbIE C PACNO/IOKEHMEM Ktoyel WKdpoBaHUA U
ayTeHTUdUKaume Nonb3oBaTeNs B CUCTEME.

e BHewHuli 8u0 — HacCTPOMKKN MHTepdelca KIMEHTCKOTO MPUIOKEHMUS.
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x Hactpoiikn IEI = @
Ofwee | CkaHmpoBaHne | BE30NACHOCTL | BHeWHWA Bua
OTueThl n WabnoHbl

McnonesyeMelid 0GWCHLIA NaKeT: Mo YMONYaHMKD ~

BpemeHHbie thainm

XPEHEHHE Z3rPYKEeHHbIX C CEpEepa QOKYMEHTOB
Mex gy ceaHcaMu paloTs:

BrniounTk (Be3 orpaHuyeHuin)
BulI0UNTE
OrpaHuymuTE

MCNone30EaTe NOA BpeMeHHble daine go 0 - MB
% ¥OanwWTk BCe BPEMEHHbe hainkl

AsToMaTnyeckoe obHOBNeHKe
YacroTa ofHOBNEHUA fepeBa gokyMeHToB: |1 || MMHYT

BKMHOYNTL 3BTO0GHOBNEHWE [1EePeBa A0KYMEHTOB

w COXpaHuTh A 33KpbITE

PucyHok 187. OKHO HacTpoeK No/b30BaTe/IbCKOro NPUAOKEHUA 3/1EKTPOHHOIO apxmBea.

BKknadka «Obuwee» OKHa HacmpoeK nNpuaoXceHus

[aHHaAa BKNagKa (PucyHok 187) oTobparkaeTca no yMOAYaHUIO NPU OTKPbITUM OKHA HacTpoeK. Ha
BK/laZKe CO6paHbl OCHOBHbIE HAaCTPOMKM, BAMAKOLLME HA PpaboTy NPUNOKEHUS.

HacTpolikun Ha BKNaaKe ob6beanHEHbI B pa3aensi:

Omyemeol u wabnoHbl — BbIGOP CTOPOHHErO NPUIOXKEHUA ANA GopmMUpOoBaHMA OTYeToB. B
3aBUCMMOCTM OT KOMMAEKTALMMU CUCTEMbI WM HANUYMA YCTAHOBJ/IEHHbIX MPUNONKEHUN,
BO3MOXHO YKa3zaHue 3HauyeHui: «Microsoft Office», «Open Office».

BpemeHHble ¢halinbl — HACTPOMKa ANUTENBHOCTU U 06bemMa XpaHeHUA BpeMeHHbIX ¢aliioB B
cucteme.

MpumeuaHue. BpemeHHble ¢halinbl cozdaomca cucmemoli aemomamu4yecku 8 rnpoyecce
npocMompa u pedaKkmuposaHUs OOKymeHmos. BpemeHHole ¢alinbl Mo380a80mM ycKopume
omkpeimue OOKymeHmo8 (0cobeHHO Mpu HAAUYUU MeOAEHHbIX KAHA/08 CBA3U), HO
30HUMAOM Mecmo Ha /10KAs1bHOM OUCKe KOMIMbiomepad rosab308amess.

B 3aBMCMMOCTM OT NPUOPMUTETOB MO/Ib30BATENS, BO3MOXHbI CleAytolWme HaCTPOMKK
XpaHeHUsA BpeMeHHbIx ¢aiifioB mexay ceaHcamm paboTbi:

O BKawouyume (6e3 ozpaHuyeHuill) — BpemeHHble ¢ailabl He O6yayT yAanaTbca U3
CUCTEMDI.

O BbikaoYuMb — nocne 3aseplieHna paboTbl NPUNONKEHUA, BCe BpeMeHHble dannbl
6yayT yaaneHbl U3 CUCTEMBI.
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o OepaHu4yume — BpemeHHble dannbl byayT yaaneHbl U3 CUCTEMbI NMPU NPEBbILEHUN
NMMUTa obbema xpaHeHuAa (yKasbiBaeTca B nosne «Mcrnoss3osams nod speMeHHble
¢halinbl 00»).

Pa30Bylo O4MCTKY (yAaneHne Bcex BpeMeHHbIX $GainioB) MOXKHO OCYLLECTBUTL HaXKaTUeM Ha

KHOMKY ¥OanuTe BCe BpereHHsle dainsl

Asmomamuyeckoe obHoBneHUe — B JAaHHOM pa3fesfie yKasblBaeTcsA 4acToTa 06HOBAEHUS
CTPYKTYPbl 6BUBANOTEKN LOKYMEHTOB B AiepeBe 0OBHEKTOB.

Ana noggepxaHuA 0T06pa)KeHMﬂ AepesBa 06BEKTOB B dKTya/IbHOM COCTOAHUUN, KTNEHTCKOE
NPpUNOXKeHNE pPerynapHo onpawneaetr cepBep CUCTEMDLI. CavwKkom yactble 3anpochbl K
cepsepy oOT 60NbWOro KOAMYecTBa KAMEHTCKUX I'IpMﬂO)KeHMﬁ MOrytT npumsoauUTb K
,CI,OI'IOI'IHMTeﬂbHOﬁ Harpyske Ha CeETb U cepBep OopraHn3ayunn.

3HayeHne nona  «BKaw4Yume aemoobHoeneHue Oepesd  OOKYMeHmMo8»  3aaaeT
0653aTe/IbHOCTb OCYLLECTBNEHNA 3aNpPOCOB K cepBepy, a 3HayeHue «Yacmoma obHoeneHuUs
depesa 00OKyMeHMOo8» yKa3biBaeT NepUOANYHOCTb BbINOJHEHMA 3aMPOCOB.

Bknaodka «CKaHuUpoeaHue» OKHa HaCMpoeK rnpusaoxceHus

Ha BKknagke «CkaHuposaHue» (PucyHok 188) cobpaHbl HaCTPOMKM CKaHWPYIOLWLEro YCTPOMCTBa
nonb3oBaTena n ¢opmaTta Noay4aembIX LMPPOBbLIX KOMUN AOKYMEHTOB.

DBuee | CKAHMPOBAHWE | BRZONACHOCTL | BHEWHWA BMA

HacTpoiikm ckaHepa

THN CO303BAEMOT0 AOKYMEHTA:
WMcnonesyemelil apaisep:
McnonesyeMelil CKaHep:

@opMaT GyMaru:

PexiM nepafaun uzobpaxedna:

WcTounuk GymMarn:
PazpelleHle CKaHWPOBaHKA:
Buifi@puTe THN CKaHWPOBaHWA:
[eyCcTOpOHHER CKaHMPOEaHWE:
rnyBuHa upeTta:

Tun vzobpameHua:

Kauecreo JPEG:

Cxwatue PNG:

PDF

TWAIN 2.3
CKaHep no yMOon4aHW
A4

Mo YMONYaHW
Mo YMONYaHW
150

LgeTHo®

Mo YMONYaHW
Mo YMONYaHW
IPEG

30

&

~

w

~

w

-

=

dpi

OTobpaxaTe OKHO NPOCMOTPE CKAHWPOEIHHKE Mz00pakeHui
PucyHok 188. NHTepdeic kKnaakm "CKkaHMpoBaHMe" OKHa HACTPOEK.

Tun co3dasaemo2o OoKymeHma — <¢opmat ¢alila KOHTeMHepa ANA COo34aHus
MHOTOCTPAaHUYHOIO AOKYMEHTA W3 M300pa*KeHW, MONYYEHHbIX CO CKaHepa. [ocTynHbl
BapuaHTbl: «PDF» n «MS Word».

Ucnone3yemolli dpalieep — TMN apaiiBepa CKaHUPYHOLLEro YCTPOWMCTBA, MCMONb3yeMOoro B
cucteme.
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Ucnonev3yemoblli ckaHep — BbiGOP CKAHWPYIOLWErO YCTPOWCTBA <10 YMOAYAHUK» NPU
MCMONb30BaHMM B NPUIOKEHUN. HacTpoliKa aKTyasibHa AN KOMMbIOTEPOB MO/b30BaTENEN,
OAHOBPEMEHHO  MOAKMOYEHHbIX K  HECKOJIbKUM  CKaHUPYKOWMM  YCTPOWCTBAM.
MpUHYAUTENbHBIM BbIOOP CKaHepa M3 CNKUCKa AOCTYMHbIX, OCYLLECTBISAETCA HaKaTMeM Ha

KHOMKy | =2, Bbibop yCcTpolicTBa NPOn3BOAMTCA B OTAE/NbHOM OKHe (PucyHok 189).

-~ BriBop ckaHepa E\ =l @

o BuifepuTe ckaHep: |CHaHep No YMOAY3HWUD ]

CKaHep No ¥MONYaHH

TW-Brother MFC-7860DW LAN

' Oa A OTMEHWTBL

PucyHok 189. [lnanorosoe OKHO BbIbOpa CKaHepa.
®opmam bymaau — yKasaHue pa3mepa M COOTHOLIEHUA CTOPOH CKaHMPYEMbIX OKYMEHTOB.

UcmouyHuk b6ymaau — BbIOOpP TUNa YCTPOMCTBA MNOA3AYNM OPUTMHANOB [OKYMEHTOB B
CKaHUPYIOLLLEE YCTPOMCTBO.

PaspeweHue CKAHUPOBAHUA — 3HAYEHNE KOIMYECTBA TOYEK CKAHMPOBAHWUA Ha KBaApaTHbIN
AOVAM. YBeNnYeHMe 3HauyeHuA MNPUMBOAUT K YNYULIEHMIO KayecTBa W306paskeHus, HOo
3HaYUTENIbHO YBE/IMYMBAET pPa3mep Noay4aemoro UTorosoro daiina.

Bbl6epume mun CKAHUpoeaHuUA — UBETHOCTb Noay4aemoro M306pa)-KeH nAa.

AeycmopoHHee cKaHupoeaHue — HACTPOMKa YKa3blBaeT, BbIMNOHATb /M CKaHUPYHOLEMY
YCTPOMCTBY CKAaHMPOBAHWE OPUIMHANA AOKYMEHTA C ABYX CTOPOH (414 CKaHepoB C onuuen
[IBYCTOPOHHEro CKaHMpoBaHusA).

rﬂy6UHCl yeema — KayecCctBO KOoAupOBaHWMA UBeTONepeaavynm KOHe4yYHOro M306pa)-KEHVIFI.
YBenuvyeHue 3HadyeHuA yayduwaeT Ka4yecCTtBo, HO yBe/IMYnBaeT obbem NToroBoro cbaf/'ma.

Tun uzobpaxceHus — dopmat co3gaBaembix GpaliioB N306parKeHUN.

Kayecmeo JPEG — HacTpolika KadecTBa M30b6paxkeHua npu dopmmnposaHum daiina 8 popmare
JPEG (aKkTyanbHo npwu Bblbope «Tuna uzobpaxceHus» - «JPEG»).

Cxcamue PNG — HacTpoMKa ckaTua nsobpaxkeHua npu dopmuposaHun danna B popmare
PNG (aKTyanbHO npu Bbibope «Tuna uzobpaxceHus» - «PNG»).

Omobpaxamb OKHO NPOCMOMPA CKAHUPOBAHHbIX U306paxceHull — yCTaHOBKA 3HayeHuA
nona NPUBOAMUT K OTOBPAXKEHMIO OKHa NpeaBapuTesIbHOro MPOCMOTPa AOKYMEHTa nepes,
bopMMpPOBaAHNEM UTOrOBOIO AOKYMEHTA KCO CKaHepa».
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Bknadka «be3onacHoCmMb» OKHa HAcmMpoekK rnpusnoxceHus

Bo BKknaake «be3onacHocme» OKHa HacTpoeK (PucyHok 190) ocyliectBnseTca U3MeHeHWe napons

nonb3oBaTesiA Ha BXO4 B CUCTEMY U YKa3bIBaeTCA pacCnonoxKeHune KNntouen nognncn um LLIMd)pOBaHMﬂ
AOKYMEHTOB Npun NUCNoJ1b30BaHNN CTOPOHHUX CUCTEM LLIM(prBaHMﬂ.

0fuee  CkaHuMpoBauue | BE20NACHOCTE | BHEWHKWI B1g,

f' {'F 3pnece Bul MOXKETE WEMEHWUTE CBOM Napofk. MzMeHHTE. ..
4 \ i

[MYyTE K NaNKe C KinYamu:

PucyHok 190. UHTepdeiic BKnaaku "besonacHoCTb" OKHa HaCTPOEK.

Ona n3meHeHMA Maponsa Nosab3oBaTeNA Ha BXOA4 B CUCTEMY, HEOOXOAMMO HaXKaTb Ha KHOMKY
«M3meHuUMb». U3MeHeHne Napona OCyLLEeCcTBAAETCA B OTAEeNbHOM OKHe (PucyHok 191). Mpu cmeHe
TpebyeTcAa yKasaTb AeMCTBYOLWMIN Naponb (410 3alUnUTbl OT HECAHKLMOHUPOBAHHOM CMEHbI Napons),
HOBbIW NAPO/Ib M NOATBEPKAEHME HOBOIO MNAPOAA (A1° UCKAOYEHNA OWIMOOK NpU BBOAE).

- Mamererve napona El = @
CTapeld Mapone: sessssne
HoBwl Napone: ssnee
MoaTEEpAAEHNE HOBOTD N3pons: sssed
v COXPEHUTE A 33KphITE

PucyHoK 191. OKHO cmeHbl NaposiA Ha BXOA4, B CUCTEMY.
B none «I'Iymb K rarike ¢ Ksirn4amu» yKasaH p,eﬁCTBy}OU.LMVI nyTb K nanke C 3aKpbITbiIMWN KAKOYaMU

I'IO,LI,I'IVICEIHMH/LLIMd)pOBaHMﬂ. AnAa nameHeHnA 3HavyeHUA Nons, HeO6XOAVIMO HaXaTb Ha KHOMNKy [ * .
Bbl60p HOBOM NanKku ocyuwecTesnAaeTcAa B 4ONO/THUTE/IbHOM OKHE HaBUIraTopa d)aﬁnosoﬁ Cncrtembl.
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Bknadka «BHewHuUli 8U0» OKHA HACMPOEK NPUAOHEHUA

Bo Bknagke «BHewHuli eud» (PUcyHOK 192) npepocTaBnAeTcA BO3MOXKHOCTb Bblbopa
no/sib3oBaTeNnem fA3blka MHTepdEica KIMEHTCKOrO NPUIOMKEHMUA U LBETOBON TEMbl 0GOPMIEHMA.

PYCCKMI A3bIK ABNAETCA A3bIKOM NO YMONYaHUIO ANA MHTepdelrica, HO BO3MOXEH Bblbop Apyrux
A3bIKOB M3 cnucka. CNMCOK AOCTYMHbIX 415 BbIOOPa A3bIKOB 3aBUCUT OT KOMMN/IEKTALMU CUCTEMDI.

Obwee | CkaHwpoeaHue  BesonacHocTs | BHewHWid Bupa
Azbik nuTepdeiica

Azblkc: Pycciuii v

TeMma odopMneHna

W @ 3500k Bu MoXeTe BulfipaTe TeMy odopMaeHMA MHTepdefca.

MZMEHWTE...

PucyHok 192. BKnaaka "BHelHWUI BUA" OKHA HAacTPOEK NPUIOXKEHUS.

MuHumu3ayus npunoxceHusa 8 06aacmeo yeedomsaeHuli

O6nacTb yBeAOMANEHUI — 31IeMEHT UHTepdelica NaHenn 3a4a4 OnepauuoHHbIX CUCTEM CEMENCTBa
MS Windows, ucnonb3yembin A8 OTOOpParKeHWUs AAUTENIbHO 3amnylleHHbIX, HO MpU 3TOM He
NMOCTOSIHHO MCMO/Ib3YEMbIX NMPUNoxKeHnn. ObbIMHO 06/1aCTb YBEAOMJIEHUI PACNO/IOMKEHA B NPaBOWN
HUXHel YacTu paboyero ctona onepaLnMoHHOM CUCTEMbI, PAZOM C CUCTEMHBIMU YacamMu.

B cucreme 3tnac npeaycmotTpeHa BO3MOXHOCTb MUHUMU3AUUN NPUNTOKEHUA B obnactb
yBep,OMI'IEHVI[;i, d)yHKLI,MFI ocobeHHo nosne3sHa, ecan HEO6XO,CI,VIMO MMETb 3anyuweHHOoe NpnuaoxeHme B
Te4yeHnun paGoqero AHA U1 onepatnBHO pearnmpoeatb Ha NoCtynawuwmne ysegomneHuma, HO
ncnonb3yeTcAa OHO He NOCTOAHHO.

Mpw cBOpauMBaHUN NPUIOKEHUS B 061aCTb YBEAOMIEHWNIN, OHO NepecTaeT oTobparkaTbCA B NaHeNm
3a/la4y, HO OCTaeTCA 3anyLLEHHbIM M NOAYYaeT aKTyaNbHyt WMHPopMauMio OT cepsepa. OTKpbITUE
NPWIIOXKEHUs,, B 3TOM cCJ/iyyae, He TpebyeT NOBTOPHOW aBTOPM3aUUKM B CUCTEME, T.K. MO CyTU
NPWUIOXKEHNE NPOCTO CBEPHYTO.

MpumeyaHue. B MUHUMU3UPOBAHHOM pPexcume, MpusoxceHue npodoaxcaem pabomame U
nompebsisem cucmemHble Pecypcbl KOMMblomMepa rnosb3o8amesis.
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Ona  BKNOYEHMA peXMMa MUHMMM3AUMM B OCHOBHOM MEHIO T[/1aBHOTO OKHa CUCTEMbI
YCTaHaB/AMBAETCA 3HavyeHWe p[NA NyHKTa «Bud -> MuHumuszayua 8 061acmb cucmemHbix
ysedomeHuli» (PucyHok 193).

Bug | HaiTM ApxWeEHOe geno  KOHTpareHTel  HacTpoidkW
+| MaHenk MHCTPYHMEHTOR

«| CTpoOKa COCTOAHMA

<] CNWCOK KOMMEHTAPMEE B CEOACTEEX QOKYMEHTE

<] MMHUMKI3aUMA B 00N3CTE CUCTEMHLIX YBELOMNEHHNA
<] MepuaHWe MKoHKKM B 06NacTH CHCTEMHLIX YBELOMNEHMA NPH NOCTYIEHHM Z30aHNIA
<] MepuaHWe MKOHKKM B NaHEenW 303y npu NocTyAeHHH 3agaHui

o OBHOBMTE F5
PucyHok 193. YcTaHOBKa peXxuma MUHUMU3AUMU NPUNOKEHUSA B 061acTN YyBEAOMIEHUA.

Mocne akTMBaALMKM AaHHOTO peXMma, NpM CBOpauYnMBaHUKN KIMEHTCKOIO NPUIOKEHUS, OHO UCYE3AET C
naHesn 3a4a4d, HoO NPoAo/IKaeT oTobpaxkatbea B 0bacTn ysegomneHnin (PucyHok 194).

L

Hactpouts...

ENC Y )

PucyHok 194. BHelwuHul BUA 061acTn yBeOMNEHUI C UKOHKOM 3/1IEKTPOHHOTO apxuBa.

Mpn HaBegeHMM Kypcopa MbIWM Ha 3HAYOK cuctembl B 0H6n1acTn yBesoMIeHUN, OTobparkaetca
MHPopmaumAa 06 aKTyaIbHOM KOMYECTBE BXOAALLNX 3aZaHUM U YBEAOMNEHWUN, A TaK}Ke, O TEKYLLEM
nonb3oBaTene cuctembl (PucyHok 195).

3aganwit: 0
¥eegomneHnn; 4
Monesceatens: Meanos Miean Meanosuy

PucyHok 195. UHpopmaLmMoHHOe cooblueHne, oTobparkaemoe B 061acTv yBeAOMAEHUIA.

[ns pa3BopayMBaHWA OKHA CUCTEMbI, AOCTAaTOYHO BbINONHUTL KAMK Ha WMKOHKE CUCTeMbl ITnac
NeBOM NN NPABOMN KHOMKOM MbILLIN.

Mpyn BbINOJIHEHMWN K/IMKA NPABON KHOMKOM MbIlLM Ha MKOHKE CUCTEMbI, OTOOparkaeTca KOHTEKCTHOoe
MEHI0, NPeaoCcTaBAAoLLEE AONO/IHUTENbHbIN QYHKUMOHaN (PucyHok 196).

MoKazaTe

&' MHbopHMaUMa o NogKToY eHHH...
" 0O nporpammMe...
) itk
PucyHok 196. KOHTEKCTHOE MEHIO SN1EKTPOHHOIO apXxmMBa B 061aCTV YBeAOMIEHWNA.

Mpw BblbOpe NyHKTa MeHI «MHpopMayua o MOOKAKYEHUU...», OTKPbIBaeTCcA MHPOPMaLMOHHOE
OKHO (PucyHok 197), coaeprkalyee noapobHble CBEAEHNA O HACTPOMKAX TEKYLLEro NOAKMOYEHMA K
cepsBepy cuctembl. [aHHas WHPoOpMauUMA WCNO/b3yeTcA aAMUHUCTPATOPaMM CUCTEMbI NpU
ANArHoCTUKe NpPobaem, CBA3aHHbIX C NOAKIOYEHUAMMN.

MNpumeyaHmne. OKHO UHOPMAYUU O MOOKAYEHUU MOXCHO 8b138GMb U3 OCHOBHO20 MEHH 2/108HO20
OKHa cucmemel, NyHKM «llomouwib -> UHGpopmMayus o NoOKAoYeHUU... ».
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A MHdropmanma o nogrideHnn EI = @

IP-agpec cepeepa: 127.0.0.1
Mopt cepeepa: 22003

o llubposanKe KaHana: Buikn.
CaTWe NaKeToe: Belkn.
Cx@rve QOKyYMeHTOoE: Boikn.

A 33KpHITE

PucyHok 197. OKHO MHpOpPMALMM O NOAKNHOUYEHUN K CUCTEME.

MyHKT «O npoezpamme», OTKpbiBaeT MHOOPMaUMOHHOe OKHO (PucyHok 198) , copepkallee
CBEAEHMUA O TEKYLLEN BEPCUM UCMONb3YEMOWN CUCTEMDI.

MpumeyaHue. OKHO ceedeHulli 0 NPo2PAMME MOMCHO 8bI38AMb U3 OCHOBHO20 MEHIO 2/108HO20 OKHA
cucmemel, nyHKm «omowib -> O npozpamme... ».

_-T.‘-Onporpamme EI = @

SNeKTPOHHLIA 3pxue 3TNAC

[ .\ BepciA KNHEHTa: 6.5.0-7
4 - ot 2019.04.08
-

(cBopka 2019.04.08-18:44)

A 33KpeITe

PucyHok 198. MHdopmaumoHHOe okHOo "O nporpamme”.

Ons 3aBepweHna paboTbl KAMEHTCKOrO MNPUNOXKEHUA, HeobxogmMmo BbIbpaTb MYHKT MeHH
«Bolimu». MNepep 3aBepleHnem paboTbl, cMCTEMa OTKPOEeT AMAN0roBoe OKHO MOATBEPXKAEHUA
aenctens (PucyHok 199). Mocne nonyyeHMA NOATBEPKAEHUA, NPUIOKEHME ByAeT 3aKPbITO.

% Brumanme! EI [=] @

e Bbl YEEPEHI, UTO XOTUTE BLIATH W3 CHCTEMBI?

<« [ ® Her

PucyHoKk 199. [lnanoroeoe OKHO NOATBEPKAEHUA 3aBepLUeHNA PaboTbl CUCTEMBI.

Ecnv B MMHMMU3MPOBaAHHOM peXkMme nHTepdeiica Noab3oBaTeNto NOCTynaeT HOBOE YBeAOM/IEHUE,

3HAYOK CUCTEMbI DTNAC MEHAET BMA, Ha: -!l .

YTeHre NoCTyNMBLUMX YBEAOM/IEHUI OCYLLECTBAAETCA B PA3BEPHYTOM NPUAOKeEHUM (noapobHee, o
YTEHUWN YBEAOM/IEHUI, MOXKHO Y3HaTb B TEKYLLEN AOKYMEHTauuKn B pasgene «lloayyeHue u ymeHue
ysedomaeHuli»).
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Cbpoc meKywje2o0 cocmoAHUA OKOH

B npouecce 3KcnayatauMm CUCTEMbI, MONb30BaTE/lb MOMET MEHATb pPas/iNyHble NapameTpbl
OTOBpaKeHMA KAMEHTCKOTO MPUIOXKEHUA, HAaNpUMepP, PasMepbl U PaCMO/IOXKEHNE OKOH, LWMPUHA
oTobparkeHma cTonbLoB B TaOIMYHOM OTOOPAXKEHMM CMUCKOB U T.A4.

MpunoKeHne 3aNOMMHAET HACTPOMKM MHTepdelica U, NPU NOBTOPHOM OTOBpPaXKEHUU, NPUMEHSET
MX MO YMOJIYAHMUIO.

B npouecce uCNoNb30BaHWMA CUCTEMbI BO3MOXKHO BO3HMKHOBEHME CUTyaLMW, MNpPU KOTOPOM
COXpPaHEHHble paHee HaCTPOMKKU UHTepdelica NPenaTCTBYIOT HOpMabHOM paboTe UamM BOCNPUATULIO
nHTepdelica, B 3TOM c/iydae HeobXxoAUMMO BbINOJHUTL COPOC MOb30BATENbCKMX HAcTpoek. [OnA
cbpoca Nonb30oBaTe/IbCKMUX HACTPOEK NHTepdeNca NpeayCcCMOTPEH MYHKT OCHOBHOIO MEHIO F/1aBHOro
OKHa cuctembl «Hacmpoliku -> Cépocumb mekywjue COXPaHEHHble COCMOAHUA OKOH...». lNepep,
BbIMO/IHEHWEM KOMaHZbl, CMCTEeMa 3anpocuT noartsepkaeHune (PucyHok 200). MNMocne nonyyeHua
noaTBepKAeHMA (HaxKaTMe KHOMKK «/Za»), COXpaHeHHble HaCTPOMKM MHTepdenca byayT cOpolieHbl
K 3HAaYEHMAM MO YMOIYaHMIO.

‘ BHumaHne! EI El @

& Bul yBEPEHbl, YTO X0THTE COPOCMTE TeKyWWe COXPaHeHHLIe COCTORHWA BCeX OKOH KNueHTa?

v 3 & Her

PucyHok 200. luanoroBoe oKHO NoATBep*KAeHUA cbpoa HacTpoeK uHTepdeiica.

OmkKnw4YeHue 0uasn0208bIX OKOH

OuanoroBble OKHa B CUCTEME MNPENATCTBYIOT CAYYaMHOMY BbIMOJIHEHUIO KPUTUUYECKUX [AENCTBUN.
MosBneHWe AMaANOroBOro OKHa B MpoLLecce BbIMONHEHMA KOMAHAbl, NPUB/IEKaeT A0NOJHUTEbHOE
BHMMaHMe N0/b30BaTeNA M YKa3blBAET HAa KPUTUYHOCTb BbIMOJIHAEMOWN onepaumu.

Mpwn perynapHoi paboTe ¢ cMCTEMOM, NOSIBAEHNE ANANOrOBbIX OKOH MPUBOANUT K AOMNOIHUTEIbHOM
noTepe BpeMeHM MPU BbIMOJIHEHUM PYTUHHbIX onepauunii. [osiBNeHMe MHOTMX ANAJIOTOBbIX OKOH B
CUCTEME MOXKHO 3ab610KMpoBaTh. N5 ANanoroBbiX OKOH, KOTOpble MOryT 6biTb 3a6/10KMPOBaHbI, B
HUXKHEN YyacTu nHTepdeica oTtobparkaeTca AonoHUTeNbHOE nose Bblibopa (PucyHok 201).

‘ BrHumaHne! EI El @

& Bbl YEEPEHKI, YTO XOTHTE YAANUTE "OTueTh"?

| He oTofpasars 3ToT AMaNnor B cnefyiumid pas |

« [a ® Her

PucyHok 201. lnanorosoe OKHO CUCTEMbI C BOSMOXHOCTbIO CKPbITUA.
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Mpw ycTaHOBKe 3Ha4YeHMA JAHHOTO NOASA, NPU BbINOJHEHUM AaHAIOTMYHOM onepaumu, cuctema byaet
CKpbIBaTb AMANOroBOe OKHO W MNPOJO/XKATb BbIMNOSHEHME oOnNepauumn, T.e. aHANOTUYHO
yTBEPAUTENIbHOMY OTBETY M0/Ib30BATENA B ANA/IOTOBOM OKHeE.

Mcnonb3oBaHMe MexaHU3Ma CKPbITUA AWANOroBbIX OKOH MOMET NPUBOAUTb K MNOTEHLMabHO
OWMBOYHBIM AENCTBMAM, MO3TOMY PEKOMEHAYETCA MaKCMMaNbHO BHMMATE/NIbHO OTHOCUTbCA K
BblOOPY CKPbIBAEMbIX OKOH.

HeKkoTopble AManorosble OKHA CUCTEMbI 3aMnpallMBatoT Y NO/b30BaTeNA HE TO/IbKO NOATBEPKAEHUE
Ha BbINO/JIHEHWUE, HO U TPEBbYIOT yKa3aTb AOMNONHUTENIbHbIE NapaMeTpbl onepaumu (PucyHok 202).

f‘ BHumaHne! E =] @

JokyMedT "22.x5" Gbin yCnewHo MMNoOpTUPOEaH B CUCTEMY.
VOanMTE MCKOAHLIA JOKYMEHT Ha gucKe?

He oTofpaxaTe 3TOT AWaNor B CNedyolnia pas

< [a & Her

PucyHok 202. lnanoroBoe OKHO YyTOYHEHUA NapaMeTPOB onepaLnm.

B paHHOM npumepe, Npu YCTaHOBKe 3HadyeHMs nona «He omobpaxcame smom Oduasnoe 8
cnedyrowuli pas», cuctema NoO ymonYaHuio 6yaeT yaanAaTb MMNOPTUMPOBAHHbLIM AOKYMEHT Ha
NOKaNbHOM [WCKe Mpu nepeHoce AOKYMEHTa B CUCTeMy, B psfe CAyvyaes, TaKoe nosefeHue no
YMO/TYAHUIO MOKET BbITb HEAOMYCTUMO.

Ona npocmoTpa CNUCKa [AMANoroBblX OKOH, MOSIBEHME KOTOpPbIX 6bl10  3ab10KMPOBaAHO,
HeobxoAMMO B OCHOBHOM MEHIO [/1aBHOrO OKHA CUCTeMbl BblbpaTb MYHKT «Hacmpoliku ->
OmKnrw4veHHble 0uanoau...». CnNUCOK OTKOYEHHbIX AMaNoroB oTobparkaeTca B HOBOM OKHe
(PncyHok 203).

.
% Cruncok guanoros, JANPELLEHHER K 0TODpaXeHno EI = @

WoerTudukaTop auanora

[Ouanor noaTeepxaeHHA yaaneHna BulbpadHoro oDLeKTa B KOPIMHY.
[NWanor NoATEepXAeHHA COXPAHEHUA AaHHLIX B KapTOuKe.

Nuanor NoATEEpXASHUA YAANEHWA WOMOAHOTD A0KyYMeHTa(0B) NOCNe ero MMNOPTa B CHCTEMY.

YOanuTe W2 CNMCKE ¥OanuTe BCe A Z3KDHITE

PucyHok 203. OKHO oTob6paKeHMs CMCcKa CKPbITbIX ANAIOrOBbIX OKOH.

B cnuncke nepeyduncaeHbl Ha3BaHMA AMAN0Or0BbIX OKOH, PaCKpbIBalOLWME CYTb UX HA3HAYEHUA.
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[ns BKNOYEHMA OTOBpaXKeHUs ANanoroBoro okHa, ero Heob6xo4MMo UCKIOUYUTb U3 AAHHOTO CMUCKa.
BKkntoyeHne oTobparkeHMa ocyLecTBaseTca BbIBOPOM AMANOroBOro OKHA M HaXKaTMEM Ha KHOMKY
«Y0anume U3 criucka».

[Ons BO3BpaTa K OTOOpaKeHWI0 BCEX AMANIOrOBbIX OKOH CUCTEMbI, HEOBXOAMMO HaXKaTb KHOMKY
«Yoanume sce».

MpumeyaHune. [Ipu B03HUKHOBEHUU N0003peHuUli 8 HexkoppekmHoli pabome cucmemesl,
nosnv3oseamesnto HeobxoOUMO 8 repsylo o4epedb posepums Crucok 3a670KUPOBAHHbIX
0UQs10208bIX OKOH.

Omnpaeka coobwieHus o npobaeme

Mpwn obHapyxeHnn npobnem B paboTe cucTeMbI, NOb30BaTE/Ib MOXKET CPOPMUPOBATL U OTNPABUTD
B agpec pa3paboTyMKoB MMCbMO. 3ayacTyto, oAsa onpeaeneHua npuynHbl npobnemol, Tpebyetca
npeaocTaBUTb  AOMNOJHUTENIbHbIE  CBEAEHWS, YKasblBaloWMe Ha  AEUCTBMA  MPUNOXKEHUA
HenocpeAcTBEHHO B MOMEHT BO3HUMKHOBEHMUA owmnbkn. COop cBeaeHU NpeacTaBasfeT CAOXKHOCTb
ANA Nonb3oBaTeNAa, MO3TOMYy B CUMCTEME MpeaycMOTpeH mactep GopmMpoBaHUA O0UUMANBHOTO
3anpoca B TEXNOAAEPKKY, aBTOMaTU3UPYOLWMIA onepauum no cbopy Heobxoammoin nHpopmaumu.

Ona dopmuposaHna oduUMANbHOTO NUCbMA, HEOH6XOAMMO B OCHOBHOM MEHHO F1AaBHOTO OKHA
cUCTeMbl BblIBpaTb MYHKT «[Tomowb -> Omnpasumes coobujeHue o rpobsaeme...» WU HaxKaTb Ha
KnaBmaTtype KombuHaumio knasuw «Ctrl» + «F9».

B OKHe macTtepa ¢opmupoBaHuA nucbma (PucyHoOK 204) yka3blBaeTcA A0MNONHUTENbHAsA
nHbopmauma, KoTopaa byaeT BKAOYEHA B 3aMpOC ANA TEXNOAAEPKKMN.

B Otnpaeka cooBLyenna o npobneme EI =l @
Hacrpoiikn oTueta

OTNPaBHTE CHAMKM IKPaHHLIX opM
OTNPaenTE daHHbe € hopM, BEEeHHLIE NONEZ0BaTRNEM
OTNPaEHTE EHYTPEHHWE CTPYKTYPLI N3MATH

Onucanmne npobnemobl (HeobaAzaTenbHoe none)

33BMCaHWE NpOrpaMMel B npoLecce GOpMUPOBAHMA OTYETE O KONWYECTES
23Be/IeHHLIX 8N 23 Nepuog epemMeHi

" OTNpaenTe A OTMeHa

PucyHok 204. OKHO macTepa ¢OpMMpPOBaHMA 3aMpoca B TEXNOALEPKKY.

e Omnpasumes CHUMKU 3KPAHHbIX hOpM — aBTOMATUYECKOE CO34aHME CKPUMHLIOTOB BCEX
dopM NPUNOKEHNA B MOMEHT BO3SHMKHOBEHUA NPO6EeMbI.

e Omnpasumb OdaHHble ¢ ¢opm, 66edeHHble mnonv3oeamesem — GOPMUPOBAHNE
cneumanbHoro ¢aiina, coaep)Kawero AaHHble, YKa3aHHble B MOJIAX BCEX OTKPbITbIX Popm
NPUIOXKEHUA B MOMEHT BOSHUKHOBEHMA Npobaembl.

e Omnpasumb 6HympeHHUe CMpPyKmypbl namMamu — AaMn  NaMATU, COAEpXKalui
MHPOPMALMIO O COCTOSIHMM fAepeBa OBBEKTOB M MNAHENM CBOWCTB CUCTEMbI, B MOMEHT
BO3HWMKHOBEHMA Npobaembl.
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs

BepcuAa 6.5

e OnucaHue npobnembl — KPaTKOE W3/N0MKEHMEe XapaKTepa npobnembl U 06CTOATENLCTB,
COMYTCTBOBABLUMX BO3HMKHOBEHWIO NPobaembl.

Ona oTnpaBkM coobWeHMa B TexnoadeprKky,

B cucrteme AO01XKeH 6bITb HaCTpoeH AnA

MCMONb30BaHMA MOYTOBbLIN AWMK OPraHM3aummn (HACTPOMKA MNOYTOBOro ALMKA OCYyLLEeCcTBAAETCA
aAMUHUCTPATOPOM CUCTEMbI U OMMCAHA B AOKYMEHTAUMKU «PyKog8oOCMeo adMUuHUCMPamopa»).
OnpaBKa NMCbMa OCYLLLECTBNAETCA N0 3/IeKTPOHHOM NoYTe B agpec OTAeNa TEXHUYECKON NOAAEPKKN

KOoMMaHuu «3Tnac-CodpT». OTNPaBKa OCYLLECTBAAETCA HAKATMEM Ha KHonKy |7 OTnpasiTe

MpepcTtaBuTenn cny>Kbbl TEXHUYECKOW NOALEPHKKM MOTYT CBA3ATLCA C BAMMW MO 3/IEKTPOHHOM nouTe
NN KOHTAaKTHOMY HOMepy TenedoHa, yKasaHHOMY B MUCbMeE.

Mony4yeHue cnpasKu o npo2pamme

AKTyaI'IbHaﬂ BepcuAa TeKyLLI,eﬁ AOKYMEHTAUUNN MOXKET 6bITb OTO6pa)'KEHa nonb3oBartesiem NpaAMmo u3
OKHa NPUNoOXKEHNA KINEHTA CUCTEMDI.

Ona oTobparkeHUs [AOKYMEHTauuuM HeobXxoAMMO B OCHOBHOM MEHHO [/1aBHOFO OKHa CUCTEMbI
BbIOPATb NYHKT «/[ToMowb -> CipasKa...» UKW HaxKaTb Ha KNaBMaType Knasuwy «F1».

[oKkymeHTauma npegoctasnsetca B ¢avine ¢dopmata PDF M OTKpbIBaeTcA B NPUIOXKEHWUM,
HAaCTPOEHHOM A8 OTKPbITUA darinos gaHHoro ¢opmata B cucteme (PucyHok 205).

[nasHas

(&)

A
@

manual.pdf - Adobe Acrobat Reader DC

®aiin  Pegaxrwposanwe  [Mpocmorp Owkno  Cnpaska

MHCTpyMeHThI manual.pdf %

EEQ@@ 6 /205 k@@@ 621%

Beedenue e cucmemy

Crerema 3 cofopota mpem: anz ox = pador: ¢ mmwm C

zee someT =ozme B T yEe cymecTEyomme
zoxymesTal ($afimI) 3 cHCTeMY, PICHpenelsTE IOEYMEETH Do TeMaTHIecsEM mimxaw. Momer
TAEEE OCYTHECTRNSTE PeNANTHPOBIEME JOEYMESTOR B CHCTEMS, MOPH 3TOM CHCTEM3  Cama
OTCTSEEEAST, KAKHe TOEVMEETEl Y&e HaxoZdTcs B padoTe v Ipyrix monsioearensl. CymecTsyer
BOIMOBHOCT: COCTABNATE CHEHAPHE, KOTOPEe HOIBONENT ONPeNelNTE MEPMPYT ALi SOKYMEHTA,
T. &. T& EECTASONH, KOTOPHE JOKYMEST JOMEEE TPOETH ATS COrMAcOSANES, O3HAROMISSHEE B T. IO

OcHOBHEIE MOHAMUSA

Bee ToEyMeSTH CHCTEME! XDAESTCd B JEHOM XDISETHIE — Ounbuomexe doxymemmos. ITo
oDecTeTNEaeT COBMECTHYIY PAOTY © JOKYMESTAMH ECeX COTPYIHHEOS, 3 Taxme m3basnser or
IHMEEro IyGINPOBANEE D0KYMEETOE. DETHOTEXA IOEYMERTOR 0TODPARALTCA B HePese 0OBEKMOS,
OCHOEEOrO ONEA CHCTEME! JOKYMEeETO0G0pOTa.

Jaz yzofersa memomssomaEss, a TAEES INA PISTPANNTENEI JOCTYIA, 308 JOEYMESTH! CHOTEME
‘Fomamr GAT PasEecemE: DO PradETLM 3 CODTRETCTEHE ¢ TEMATHEON M HEAME FpYIHEDYIOMEME
OpEIEaEAME

Paagens: MoryT GXITE AEYX THIOE: TOM H DAOKa.
Tom — 370 mamxa sepxmero yposzs. U= Momer sxmowars 3 ceda omEy iz Godee mamex.

Ilanxa Eectxomma Ang YIoGEOro TOTHIECKOTO PA3deNeHNT JOEVMENTOR IO TEMATHEE (Hanpmwep:
BXONSMIHE IOKYMEETEl, BEVTPEHESS JOKYMEHTAIHS PeETNAMELE u, GyxraTrepcrme
mosymesT:l B T.0). Ilanka xpaseT goxymenta cmcremsl Taxke B Danke MOIYT cOmepEaTsci
IPYTHE TEMATETECKHE TATKE.

Ha samaarit @3 JOEYMEETOR 33B0OHTCS X3PTOYEA NOEVMEHTI, EOTOPAS CONSPENT ECH HMSHIVIOCE
o HeM EEQopManEx. B Eel YEaiaHEl ATPHOYTH (DEESHIETH) IOXVMEHT3, CPOX er0 XPAESENT B
GEETHOTERe, OPHTOEEENE, B KOTOPOM TPOCMATPHEAETCE B PEJAKTHPYRTCE COTEPEEMOe TOKYMEHTA,
= 1. 1. Kaprouxa sasomeres asToMaTE=ecEs Ha KRNI JOXYMEHT OPE Jo0aBIeHE 6T0 B CHCTEMY.

Jas yzoBeraa pegasTap H TPOCMOTP3 KAPTOTEA JIOK) PasbETa =3 pIITeTH, TAKHe XIE
obMEe CEETeNES, PACIIHPEEHERR padoTa ¢ OPETHEATIME, EOETPOTS, TOTTECH, EOMMEHTADEH,
BEPCEE. OTEETH, CBS3E, OPODECCEl [IPH CO3TaEEM EOBOTC JIOKVMEETA NONLI0BATENE IOMEEH
0833TENEHO JAMOAEATE TOTEKO 0JHO TOME B EAPTOUES — H3IE3HNE DOKVMEETA

KaproTsa JomyMesTa YEEEATIHA I8 KamJoro JoxymesTa. B mell xpammres e mmdopmamms o
ZOEyMeETe, EOTOPAI HIBECTHA CHCTeMe. 373 HEQOPMANHEY DpeIcTaETeHa =abopo aTpmiyTOR,
raxmedi H: KOTOPMIX [0 TEM HAN HEMM NPEIHIEIM XIDAKTEDHSYET IOKYMEET B JOMESE
COOTEETCTBOBATE OOIINY NPABETAM JOKYMeSTHPOEAER T X03THCTECEHEIX IPOMECCOE.

B cmcrems Taxme cymectsyer momarme sepcmm moxymesta. Bepcus doxymenma — 3o omm m

— # 5 GEGmEoTexs A OmpezenemEoM 37ame SopaBOTEE.

J13 opocMoTpa B PeNAETHPOBAEES COIEPEEMOTO JOXVMEHETOE (3aNOTHEEHe OYCTOTO IOEYMEETA
TAEEE SETRETCH PETAETHP ) cmeTeMa 3l Hile B CHCTEME.

Tpm 3TomM cECTEMa IONEEA DOZNEPEANEATS DAl CTAEJAPTEAIX ODENOEEEHE ITE COITAEES H
pemarTupomamms, 3 TAKKe momOTSTE OTEPMTS moBol Bomysemr (wmx dakr o mobu
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PucyHok 205. OTobpaxkeHuns cnpaBku o paboTe cuctembl.
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Mopaynb « KOHTpareHTbI»

Ha3HayeHue moodynsa

Mopgynb «KoHmpazeHmol» npeaHasHayYeH AN aBTOMaTM3auMu paboTbl C  OpraHU3aumsamm,
MMELWMMN B3aMMOOTHOLIEHUS C KOMMNAaHWEN - BlageNbLeM CUCTeMbl. B KauyecTBe KOHTpareHToB
MOTFYT BbICTYNaTb Pas/IMYyHble TUMNbl OPraHU3auMii: KNMEHTbl, NApTHEPbl, NOCTABLMKM TOBApoB W
YCAYr U Apyrue areHTbl.

BaxkHO. Modynb «KoHmpazeHmMebl» npucymcmayem He 80 8Cex KOMIMAEKMAyUaxX CUucCmemol.

|_|pl4 pa60Te C mogaynem, y Nnonb30BaTeNiel NOABAAETCA BO3MOXHOCTb nponssoanTb perncrtpaumio
KOHTpPAreHToB B cneynaam3npoBaHHOM CNpaBOYHUKE.

Mpumeyanue. g docmyna kK moodyao «KoHmpazeHMol» oab308amesns 00a4eH COCMOAMb 8
epynne «Paboma ¢ KOHMpazeHMamu».

B TMNOBOM CNpaBOYHUKE OTHOCUTENIBHO KaXKAOr0 KOHTPAreHTa MOMKET XPaHUTbCA CaepyoLasn
nHdopmauyma:

e OCHOBHbIE XapaKTePUCTUKM OpraHu3aLmu.

e PeKBM3UTbI OpPraHMU3aLuu.

e CnMCOK KOHTaKTHbIX /1ML, B OpraHu3auuu.

e licTopua B3aMMOOTHOLLEHUIA C OpraHn3aLmen.

Kaxgoin 3anucu B CNpPaBOYHMKE KOHTPAreHToB MOryT ObiTb COMOCTaBAEHbl Nanka B CUCTEME M
NoNb30BaTe b, OTBETCTBEHHbI 32 OTHOWEHMUA C AAaHHbIM KOHTPAreHTOM. 3Ha4YeHUA M3 CNPABOYHMKA
MOTryT 6bITb MCNO/Ib30BAHbI MNPU PErUCTPALUN KAapTOYEK LOKYMEHTOB, MX NOUCKE U GOPMMPOBAHUM
oT4yeToB. Kpome 3TOro, MHGOPMaLMA U3 CNPABOYHUKA MOKET BbITb 334eCTBOBaHA NpU pa3paboTke
Wab/0HOB LOKYMEHTOB.

MOMMMO OCHOBHbIX GYHKLMI, MOAYNb KOHTPAreHTOB NO3BOJIAET BbIMONHATL C/ieaylolime AeACTBUA:

e [lnaHupoBaHue B3aMMOOTHOLLEHUIA W yBeagomsieHne OTBETCTBEHHbIX nosb3oBaTenen o
I'IpM6I'IM)-KeHMM AaTbl 3aN/1IaHUPOBAHHOIO KOHTAKTa,

e Email paccbi/iku No 0TGUIbTPOBAHHbBIM Ipynnam 3aperMcTPUPOBaHHbIX KOHTPAreHToB;

e bBbICTPbIN MOWMCK KOHTPAreHTOB MO Pas3/IMYHbIM KPUTEPUAM: Ha3BaHME, KOHTAKTHOe NuLO,
email ut.a.

3anosHeHMe CrpaBOYHMKA MOMKET OblTb aBTOMATM3MPOBAHO 3a CYET 3arpy3kM OMNMCaHWUM
KoHTpareHToB B XML dopmate (npu Hannumm moayna uHterpaummn). Gopmat XML moxkeT 6biTb
MCNONb30BaH MNPU WHTErpauumM CcO CTOPOHHMMM CUCTEMaMM, WCMO/b3YIOWMMM CMPaBOYHMUK
KOHTpareHToB (Hanpumep, «1C»).
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CnpasoYHUK KOHMpaz2eHmos

Bce onepaunn no ,D,O6aBl'IeHMPO, NPOCMOTPY U PEAAKTUPOBAHUIKD KOHTPAreHToB B CUCTEME
OCyLlwecTBNATCA B CneynaibHOM OKHe ((KOHmp(JZeHmbI)).

[na Bbi30Ba OKHAa «KoHmMpazeHmMobl» HEObXOAMMO B OCHOBHOM MEHIO FNaBHOMO OKHa CUCTEMbI
BbIOPATb NYHKT «KoHMpazeHmel -> KoHMpazeHmoi».

ol KoHTparenTel EI@
HazeaHue Twn CocToAHKe MepBbIi KOHTEKT Cneaytoumin KOHTaKT TenedoH KOHTaKTHOE nuyo
T Pora u Konuta © Knment © [eficreyownii | 25.04.2019 00:00 | 47(123)1234567  Ocran bewgep
‘.t YK TeopemMa MpegocTaeuTents yonyr LedcTeyowmi

>
@uUAETp: | HazeaHue ~ OtofipaxeHo aneMeHToe: 2 & Wcropusa 8 Cnexenne
&) OobaeuTe & PefakTwpoEaTe & Yoanute & Yoanute gydnukarsl... = OBHOBUTE A 3aKphITE

PucyHok 206. UHTepdeiic okHa "KoHTpareHTbl".

NHTepdelic okHa (PucyHoK 206) COCTOMT M3 CNMUCKA CMPaBOYHMKA KOHTPAreHToB OpraHusauumn u
Habopa PyHKUMOHANbHbIX KHOMNOK ANA onepauunii ¢ HUM.

Y KOHTpareHToB B CMMUCKe 0TObparkatoTca cneaytolme nons:
e HaszeaHue — Ha3BaHWE OPraHM3aLLMM KOHTPareHTa.
e Tun — TVN KOHTpareHTa.
e CocmosHue — TeKyllee COCTOAHNE KOHTpareHTa (oTMeTKa 06 akTyaslbHOCTM KOHTpareHTa).
e [lepevbili KOHMAKM — faTa NepBoO BCTPeUU (0b6LLEHUA) C KOHTPAreHToM.

e Cnedyrowuli KOHMakKkm — pata c/efylolent 3annaHupoBaHHOW BcTpeun (obuieHns) c
KOHTpPareHToMm.

e TenedpoH — KOHTAKTHbIN HOMep TenedpoHa.
e KoHmaKkmHoe nuyo — npeactaBuUTeNb KOHTpAreHTa Ana obpaleHum.

e OmeemcmeeHHblil — COTPYOAHUK TeKyU.I,elz opraHun3auun, OTBETCTBEHHbIA 3@ KOHTAKT C
KOHTPAreHToMm.
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e Email — appec 3NeKTPOHHOM MOYTbl KOHTAKTHOMO /1ML UM OPraHM3auUnmn KOHTpareHTa.
e [0po0 — TeppuUTOpManbHOE PACNONOKEHME OPraHN3aL MM KOHTpareHTa.

Ona ypobctBa MOMCKA KOHTpAreHTa B CMUCKe, B OKHE pacrnosioxkeH ¢unbTp otbopa 3anucen
(PucyHok  207). MNpuHumn ¢unbTpaumm 3akntoyaeTca B BbibOpe MonsA, MO KOTOPOMY AOJIXKEH
OCYLLECTBAATLCA OTOOP, M YKA3aHWUIO 3HAYEHMA, KOTOPOE AO0/IKHO MPUCYTCTBOBATb B 3TOM nose y
OTOMABTPOBAHHbIX 3aNMCeN.

®dunbTp No3BONAET YKasaTb Ntoboe n3 nosen, otobparkaembix B cnucke. O6HOBNEHME CNUCKa, B
npouecce GUALTPALUW, NPOUCXOLUT ABTOMATUYECKM, MPU KAXKAOM M3MEHEHWUU 3HAYeHWUA Mons
¢unbTpa. CnpasBa OT OUALTPA YKa3bIBAETCA KOAMYECTBO 3anucelt CNpaBOYHWMKA KOHTPAreHToB,
YZ0B/IETBOPAOLWMX TEKYLLUM YCN0BUAM GUNbTPALUMN.

MuneTp:  |Hazeanwe R4 OAO|

PucyHok 207. ®unbTp CNMCKa KOHTPAreHToB.

Ana Ka)-KAOVI 3aMCN KOHTPAreHTa BO3MOXHO OTCNneEXWMBaHUE UCTOPUU N3MEHEHWNA. I'Ipocrv\OTp
ncTtopuun N3MEHEHUN ocywecTsndaetca anAa Bbl6paHHOI'O KOHTpPAreHta M3 CNUCKa HaXXaTuemM Ha

@ Ncropua

KHOMKY . CNNCOK nameHeHu otobparkaetca B cneumasbHOM OKHe (PucyHok 208).

=]l @ ]

e WMcTopua geicTenii

HHTepBan BpeMeHn:

BapuaHTkl: MocnegHue cyTku || v C: |24.04.2019 15:05 Mo:| 25.04.2019 15:05 2 OGHOBWTE

NedcTene

PafaKTUPORIHME CBOMCTE KOHTPAreHTa
PefaKkTHpOEaHME CBOMCTE KOHTPAreHTa
PefakTUPOEaHME CBOMCTE KOHTPAreHTa
PeOaKkTMpPOEaHME CBOMCTE KOHTDAreHTa
PeaKTUPOEZHME CBOMCTE KOHTPAreHTa
PaaKTUPORIHME CBOMCTE KOHTPAreHTa
PefaKkTHpOEaHME CBOMCTE KOHTPAreHTa
PefakTUPOEaHWE CBOMCTE KOHTPAreHTa
PeOaKkTMpOEaHME CBOMCTE KOHTDAreHTa
PeaKTUPOEZHME CBOMCTE KOHTPAreHTa
PefaKkTUPORIHME CBOMCTE KOHTPAreHTa

PeaaKTMpOEaHME CEOMCTE KOHTPAreHTa

sl MogpobHee ! chexenne

LE] Meyate

[aTa EsINOJHEHWA
25.04.2019 11:40
25.04.2019 11:41
25.04.2019 11:51
25.04.2019 11:54
25.04.2019 11:56
25.04.2019 11:58
25.04.2019 11:59
25.04.2019 12:00
25.04.2019 12:01
25.04.2019 12:02
25.04.2019 12:03

| 25.04.2019 12:00

WHuymatop

WeaHoe WeaH MeaHoBWY
WeaHoe Mead WMeaHoeny
WeaHoe MeaH MeaHoBWY
WeaHoe Mead WMeaHoeny
WMeaHoe MeaH MeaHoBuy
WeaHoe MeaH MBaHOEMY
WeaHoe Mead MeaHoend
WeaHoe MeaH MeaHoBWY
WeaHoe Mead MeaHoeny
WMeaHoe MeaH MeaHoBuy
WeaHoe MeaH MBaHOEMY

: MeaHoe 1eaH leaHoemy

A 33KpLITE

PucyHok 208. UcTopua n3meHeHW 3anncy KOHTpareHTa.

OKHO WCTOPUN M3MEHEHWI 3anMUCKM KOHTPaAreHTa fBAAETCA CTaHAAPTHbIM UM pPaccMaTpuMBasioCb B
TEKYLWEeN AOKYMEHTaLUN paHee, B pasaene «Mcmopusa 0oKymeHma (HOMeHKAamypsi)».
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B cucreme NPUCYTCTBYET BO3MOXHOCTb OTCAEeXUNBaHUA VI3M€H€HVII‘;1, BHOCMMbIX B 3aMnCb

a
KOHTpareHTa. /114 Bbi30Ba OKHa HAaCTPOEK CAEXKEHMA, HEOBXOAMMO HaXKaTb KHOMKY Cnexetine |

% Cnegawme nenssosareny EI = @
@0 [ara NogrndyeHns
Metpoe MeTp MeTpoeuy 25.04.2019 12:02
) MogKnunTECA & OTKMHOYWTECA
A 33KpLITE

PucyHok 209. OKHO ynpaBneHua cnexXeHnem 3a 3anmcbio KOHTpareHTa.

B OKHe HacTpoeK cnexeHua (PucyHok 209) nepeyncneH CAMUCOK MO/Jb30BaTeNen CUCTEMDI,
OTC/IEXKMBAIOLLMX U3MEHEHNE MHPOPMALMM O KOHTPareHTe B HacToALee Bpems.

IR NOAMUCKU Ha YBEAOMIEHMUSA, HEOBXOAMMO HaMaTb KHOMKy | @ MOAKMOUWMTECA | My 5rom OUO
y y
TEKYLLEero nosb3osaTens cuctembl byaet 4o6aBAEHO B CMIMCOK.

[175 0TKa3a OT CIEKEHWA NCMOb3YeTCA KHOMKa =@ OTKIouMTecs

Mpumeyanue. [lonv3osamesns, obaadarowuli nNpasamu adMUHUCMPAMOPA CUCMEMbI MoXem
OMKA4YAMb, 1UBO MOOKAYAMb K CAAeH(eHU 30 KOHmpazeHmom, 1106020 0py2020 Nonb3oeameris
cucmemeol.

ONna  pefakTMpPOBaHMA M NPOCMOTPA 3anuceit CNpaBOYHWMKA KOHTPAreHTOB  MCMO/b3YHTCA
cnepylolme KHOMKKU:

&2 NobaeuTe

L4 - AO6aBI'IeHVIe HOBOI'O KOHTPAreHTa B CNpPaBOYHUK.

o | o FPemATMpORATE| | panakTMpOBaHME BbIGPAHHOTO KOHTpareHTa. [NA  peAaKTUMPOBaHMA
KOHTPareHTa TakXe MOXHO BbINOJIHUTb ABOMHOM KUK N€BOWN KHOMKMU MbILWIW Ha 3arnucu.

° © YT |y naneHue BbIGPaHHOMO KOHTpareHTa.

& Yoanute gybnukaTsl...

° - yaaneHue aybaMKaToOB 3aMNMCeN O KOHTPAreHTe.

dyHKUMA yaaneHua Ay6/AMKaToB 3anvcein npefHasHayeH Ans yCTpaHeHWs U3bbITo4uHOCTM B Hase
[laHHbIX, KOTOpasa BO3HMKAEeT Mpu MOBTOPHOM 3aBeAeHUM WMHPopmauum 06 OAHOM U TOM Ke
KOHTpareHTe. [1nA Ucnonb3oBaHMA GpyHKLMM HEOBXOAMMO BbiGpPaTb B CMMCKE HECKO/IbKO 3anucei,
npeAnonoXutensHo aybnvpyowmux uHoopmaumio 06 OAHOM KOHTPAreHTe, M Ha)KaTb KHOMKY

© YoanuTe pybauiaTel. | Cpcrema OTKPOET AOMOJHUTENIbHOE OKHO CO CMIMCKOM, COAEPMKALLMM

BblbpaHHble 3anucu (PucyHok 210).
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o~ YaaneHne gyBAWKATOB KOHTPAreHTa EI@

BuibepnTe 0CHOBHYHO 3anuch, KOTOpas He bDyaer yganena:

D Hazeauue Tun CoCToAHKNE Mepesii KOHTaKT Tenedon KoHTakTHo® J E-rmail
1 " Pora 1 Konuta © KnueHt " [eficteyloumii  25.04.2019 00:00 © 47(123)1234567 Ocran Bengep °
2 YK Teopema MpeaocTasuTens yonyr  JedcTeyiowmii

KONWpOBaTE KOHTAKTHLIE WUE W B23WMOOTHOWEHKWA

" Buibpate A 33KpHTE
M3 YOanAeMblX KOHTPAreHToE B OCHOEHOMO P P

PucyHok 210. OKHo yaaneHus gyb611MKaToB 3anuceit cnpaBoyYHuUKa "KoHTpareHTob!".

B oKkHe «Y0daneHue dybaukamos KOHmMpazeHmMa» HeobxoAnmmo BbibpaTb 3anNncb, KOTOpasA ABAsAETCA

o it
OCHOBHOW 1 [0/1}XHa OCTaTbCA B CUCTEME, U HaKaTb KHOMKY Bubpare

Mpu yCTaHOBNEHHOM 3HauYeHUU nona «Konuposams KOHMAKMHbIE AUYa U 83AUMOOMHOWEHUSA U3
yoanaemosiX KOHMPA2EHMO8 8 OCHO8HO20», NOC/Ee BbINOJHEHUS oOnepauMmM No yAANEHUIO,
Aybénauvpytowme 3anmcu, He BbibpaHHbIEe B CMUCKE OKHA «YoaseHue 0ybaukamos KoOHmMpazeHma»,
6yayT yaaneHbl, a BCe CCbINKM Ha yAaneHHble 3anucy byayT nepeperncTpupoBaHbl HAa OCTaBLUYOCA B
KayecTBe OCHOBHOW 3anNuCb O KOHTPareHTe.

B npouecce ypaneHua Ay6/MKATOB OCYLLECTBAAETCA aHaAM3 3anuMcel O KOHTpareHtax. Ecau B
OCTaBNEHHOW, NOC/e yAaNeHUs, 3aNUCK NPUCYTCTBYIOT He3aMno/IHEHHbIE MHPOPMALMOHHbIE NOAA, a
B yaanaemom aybaunkate aTu nons 6blaM 3aN0NHEHDbI, AaHHbIE U3 NOJIEN yOaNAemoi 3anucu byayT
nepeHeceHbl B OCHOBHY!O.

CywectByeT cnocob 6bICTPOro 3anycka npenycTaHOBAEHHOrO MoMcKa Ayb6auKaTos, AaA 3TOro, B
OCHOBHOM MEHI0 [/1aBHOFO OKHA CUCTeMbl BblbupaeTca pasgen «KoHmpazeHmeol -> [louck
dybaukamos».

B pa3pene cobpaHbl HECKONbKO NpeayCcTaHOBNEHHbIX BAPUAHTOB NOMCKa Ay6anKaToB.:

e [lo aneKkmpoHHOU noyme — B OKHe yaaneHua aybavMkaTtoB oTobpaHbl 3anucu, no obuiemy
KPUTEPUIO: 0AMHAKOBbIE aAPeCca 31EKTPOHHbIX NOYTOBbIX ALLMKOB.

e [lo menedpoHHOMY HOMepy - B OKHe yaaneHusa aybankaTos oTobpaHbl 3anuncu, no obuemy
KPUTEPUIO: OANHAKOBbIE OCHOBHbIE TefiedpOHHblE HOMEpa.

e [lo HA38AHUIO KOMMAHUU - B OKHe yaaneHua aybankatosB oTtobpaHbl 3anucu, no obuiemy
KPUTEPUIO: O4MHAKOBbIE HAMMEHOBAHWUA KOHTPAreHTOB.

e [lo ®UO omeemcmeeHHO20 AUYA - B OKHe yaaneHusa aybnnkatos oTtobpaHbl 3anuck, no
obwemy Kputeputo: ognHakosble PO pyKoBoguTenen.
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Kapmoyka koHmpazeHma

«Kapmoyuka KoHmpazeHma» - 3170 rpapuyeckas Gopma, cogeprkalias noaa 3anucu CnpaBovYHUKA
KOHTpareHToB, npeAHasHayeHHaa Ana yaobHOro 3aBefeHusA, MPOCMOTPa WM peaaKTUPOBaHUA
[LaHHbIX.

Y106bl OTKPbITb KApTOYKYy KOHTpareHTa Heobxoaumo B OKHe «KoHmpazeHmeol» (PucyHok 206)
BbIMOJ/IHUTb ABOMHOMN KAWNK IEBOM KHOMKM MbILIM MO 3aNnCU, UK BbIBPATb 3aNnCb W HaXKaTb KHOMKY
«Pedakmuposams».

MonA gaHHbIX Ha KapToO4Ke KOHTpareHTa CrpynnmnpoBaHbl B HECKO/IbKUX BK/1a4KaX:
L4 O6u4ue ceedeHus — OCHOBHble AaHHble, 0To6pa>KaeMb|e NPpn OTKPbITUN KAaPTOYKN.

e JlononHumenoHbie ceedeHUa — Habop Nosien, OMNUCbIBAKOWNIM  AOMNOAHUTE/NbHbIE
napameTpbl, He BoweALMe Ha BKAaaky «Obuue ceedeHusa».

o KoHmakmHesle Auya — CrnnUCoK COTPYyOAHUKOB OpPraHM3aunMM KOHTPaAreHta C yKasaHunem ux
KOHTaKTHbIX aHHbIX.

e Pekeusumel — OPUANYECKME CBEAEHMSA O KOMMNAHMM KOHTpPareHTe, UCMNoNb3yemble Npu
bopMMpPOBaAHUM LOKYMEHTOB.

e B3zaumoomHoweHua — MHd)OpMaLI,MFI O npouweguwnx n 3an1aHMPOBaAHHbLIX MEPONPUATUAX B
OTHOWEHWNWN KOHTPAreHTa (BCTpe‘-IM, neperosopbl, NpeaoctaBieHneE JOKYMEHTOB U T.,EI,.).

B npouecce 3anosiHeHUA none KapTO4YKN KOHTpareHta, AnAa noneﬁ, ABNAOWMKMXCA CNpPaBOYHbIMU
3Ha4YeHnAMU, BO3MOKEH Bbl60p 3Ha4YeHnA N3 packpbiBalolWweroca CnMcka CBA3aHHOINo CnpaBoYHUKa.
NMonb3oBaTenun, exoaawime B rpynny Aocrtyna «PedaKmopb/ Cripaeo4YHUKa», UMeKT BO3MOKHOCTb He
TOJZIbKO BbI6VIpaTb cyulecreyrowine sHa4eHnA CnpaBovyHMKOB, HO U AO6aBI'IF|Tb MX B CNpPaBOYHUK ONA
,a,aaneVlLuero Mcnonb3oBaHMA. Y TaKnx Nonb3oBaTesie B MHTep¢e171ce KapTO4KKn, cnpasa oOT nonew

CNPaBOYHbIX 3HAYEHUI, NPUCYTCTBYET AONONHUTENbHAA KHOMKa | “ . Ha)aTne Ha KHOMKY OTKpbIBaeT
OKHO f06aBNeHUss HOBOrO 3HaYeHUs B CNpPaBoYHUK (PucyHok 211). NMocne pobaBneHus (HaxaTue
KHOMKK «/la»), HOBOEe 3HayeHue byaeT AOCTYNHO A1a Bbibopa Npy 3aN0/IHEHWUM NONS KAPTOUKM.

e BeeauTe sHadveHwne cnpasoqHuka '(CRM) Qopma coboTeeHHoCTH EI =] @

e ®opMa cobcTReHHOCTH:

' [a A OTMEHWTE

PucyHok 211. OkHo Ao6aB/ieHMA 3HaYeHNA CBA3AHHOrO CNpaBoYHMKa.
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BKknadka Kapmoyku KoHmpazeHma «Obujue ceedeHUA»

JaHHaA BKN1aAKa (PMCVHOK 212) coaepPXuT OCHOBHYO M,CI,eHTMd)MLI,Mpy}OLLI,y}O
MH(I)OpmaLI,MPO O KOHTpareHTe. BKknagKka aBTOMaTMUYECKM OTKpPbIBAeTCA MPU OTKPbITUN KaPTOUKMU
KOHTpPareHTa.
r! KEpTOLIKE KOMOaHHK IEI@

Ofwwe ceefeHns | [JoNoNAHMTENLHLE CBEARHUA | KOHTEKTHLIE MMUA | PeKeMzMTH | B3aMMOOTHOWEHWA

COKp3lWeHHO. HazBaHMe: Pora u KoneiTa

MaonHoe HazeaHWe: YepHoMopckoe oTaeneHue ApBaTOBCKOA KOHTOPL MO 33roTOBKE POTOB W KOMLIT

@opHa cobCTBEHHOCTH: k' OTpacnk: k'

CrpaHa: A4 lopog: | CankT-Netepbypr A4

[eHb pOXABHWA: I = | 3 YMCNO COTPYAHWKDB:

TenedoH: +7(123)1234567 aKC:

INeKTPOHHAA NoYTa: CaliT:

KOHTaKTHOE nuuo: Ocran bexgep @HO pyKoBOogUTENA:

OTBETCTEEHHKINA: Metpoe Metp Netpoey| | & | % MonyJyeHWe PaCChIMKKM:

Nanka B cucTemMe: 1 % (=

KoMMeHTapui:

LE:] PacneyaTaTe I] COoXpaHWTE M3MEHEHKHA A OTMeHa

PucyHok 212. Bknagka "Obwue cBefeHUA" KapTOYKM KOHTpareHTa.

Ha BK/N1agKe NpUCYTCTBYIOT CeaytoLime nons:

CoKpawjeHHOe Ha3zeaHue — NAeHTUHMKATOP KOHTPareHTa B cucteme.
MonHoe HazeaHue — NoNHoe (oPUAMYECKOe) HaMMEHOBAHUN OPraHM3aL MM KOHTpareHTa.

dopma cobcmeeHHocmu — ¢Gopma COBCTBEHHOCTM HOPUAMYECKOTO WL OpraHu3aumm
KOHTpareHTa, 3Ha4yeHne 13 cnpaBoYHuKa «Popma cobcmeeHHoCMU».

Ompacae — HanpasieHne AeATeNbHOCTU OPraHM3aLMmn KOHTPareHTa, 3Ha4eHne cnpaBoYHMKa
«Ompacau».

CmpaHa -— TeppuTOpuanbHoe pPacnosioXKeHWe OpraHM3auum KOHTpareHTa, 3HayeHue
CNpaBoYHUKA «CMpaHa».

Fopod — TeppuTOpPMaANbHOE PACNOOXKEHME OPraHN3aLMN KOHTPareHTa BHYTPY rocyAapcTea,
3HayeHue cnpaBoYHUKa «[opooa».

JeHb poxcdeHusa — AaTa OCHOBAHWUA OPraHM3aLUnmn KOHTpareHTa.

Yucso compyOHUKO8 — KOINYECTBO COTPYAHMKOB OpraHM3aLMmn KOHTpareHTa.
TenegoH — OCHOBHOM KOHTAKTHbIM HOMep TenepoHa opraHM3aLMmM KOHTPareHTa.
®akc — Homep daKca opraHn3aLMm KOHTpareHTa.

3nekmpoHHaa nouyma — oOPUUMANbHBLIA aapec 3SNEeKTPOHHOM NOYTbl  OpraHM3auuu
KOHTpareHTa.
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e Calim — appec caiTa opraHM3aumMm KOHTpareHTa B ceTn MIHTepHeT.
o KoHmakmuoe auyo — PO KOHTAKTHOrO COTPYAHMKA, OPraHn3auMm KOHTpareHTa.
e  ®UO pykoesodumensa — PUNO pyKkoBoguTens opraHU3aLMmM KOHTPareHTa.

e OmeemcmeeHHpblii - YKa3aHue ®UNO nonb3oBaTena CMCTEMbI, OTBETCTBEHHOIO 32 KOHTAKTbI C
KOHTpPaAreHTom.

e [lonyyeHue paccoiAKU — YKasaHWe, YTO KOHTpareHTa HeobXoAMMO BKAOYWUTL B CMMCOK
MHGOPMaLMOHHBIX pPaccblNoK (email, bBymarkHble paccbiaku).

e [lanka 8 cucmeme — narnka, B KOTOPOM Pacno/iaratoTca AOKYMEHTbl AaHHOTO KOHTpareHTa.
[NnA yKasaHua pacnonoxKeHna HeobXxoAMMO HaXKaTb KHOMKY ||, 1 BbIGpaTb NanKy cucTtembl B

OONOAHNTENbHOM OKHe. [/1A OYMCTKM 3HAYeHMA NOAA, HAXKMMaeTCA KHOMKa: . Ana

nepexona K nanke B CUCTeme, HeO6XO,CI|MMO Ha*aTb KHOMKY -

e Kommenmapuli — nononHutenbHana MHGopmaumna ob opraHM3aLMmM KOHTPaAreHTe.

BKnadka Kapmoyku KoHmpazeHma «/jonosHumesbHoie cee0eHUs»

Ha Bknagke «/JonosnHumensHble ceedeHus» (PUCYHOK 213) pacnonoxkeH Habop nonewn,
ONMCbIBaOWMX AOMNOJIHUTENbHbIE MapaMeTPbl KOHTPAreHTOB, He BOLIeALMe Ha BKAaaky «0bwue
ceedeHus».

f‘ KEF}TOHKE KORMO3HNKA EI@

Of6wpe ceegeHna | JoNONHUTENEHLE CEBeAeHNA | KOHTaKTHLEIE NMUE | PEKEMZWTH | B2aMMOOTHOWEHUA

Tun: Knuent w
CoCToAHWe: OeAcTBYWWA ~
Cratyc: OBbIYHGIA ~
ToBapsl/ycnyri: MEeTannMYecKHe KOHCTRYKLMA & %

APXWMBHAA ZaNMCE:

Mpaduk paboTel: No paboynm aHaM ¢ 9:00 go 18:00

MprMedaHue:

d:{] Pacneuyarate =l Coxpanute nameneHns A OTMeHa

PucyHok 213. BKnagKa KapTOYKM KOHTpareHTa "[lononHuTenbHble cBegeHua”.

Ha BKnaake npucyTCTBYIOT Caeaytolmne nons:
e Tun —TWN KOHTPAreHTa, 3HaYeHne CNPaBoOYHMKA « Tun 83AUMOOMHOWEHUUY.

e (CocmosAHue - Tekywiee COCToAHME B3aMMOOTHOLLEHUN C KOHTPAreHTom, 3Ha4eHune
CNpaBOYHUKaA «CocmoAaHue 83aUMOOMHOWEHUU».
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e Cmamyc - nNpPU3HAK BaXHOCTU KOHTpareHTa, 3HayeHMe CchnpaBoYHMKa «Cmamyc
830UMOOMHOWEHUU».

e Toeapbi/ycnyau — pop,  AEATENbHOCTM  KOHTpareHTa, 3HayeHWe  CnpaBOYHMKA
«Tosapsi/ycayau»

e ApXueHas 3anuce — NPU3HaK yCTapesLIel 3anucy.

e [IpumeyaHue — [ONOAHUTENbHAA MHd)OpMaLI,Mﬂ 06 OpraHn3aunmn KOHTPareHTe.

BKnaoka Kapmoyku KoHmpazeHma « KoHmakmHesie auya»

Ha BKknagke «KoHmakmHele nauya» (PUcCyHOK 214) oTvobpaxkaeTca CAUCOK COTPYAHUKOB
OpraHM3aumMm KOHTPAreHTa € YKasaHMeM UX KOHTaKTHbIX Z4aHHbIX.

r" KEpTOl-IKE EorMOaHHuK IEI@
ObwKe ceegedda | JONONHWTENEHLIE CBEAEHWA | KOHTEKTHLIE NWUE | PeKEMZMTL  B3aWMOOTHOWEHWA
@0 Lon¥HOCTE TenedoH 3n. nouTa
Ocran Benpep +7(123)1234567
>
LE] PacnedaTtaTe = OobaeuTs Y¥OanWTL PegakTHpoEaTE
LE:] PacneyaTaTe I] COoXpaHWTE M3MEHEHKHA A OTMeHa

PucyHok 214. Bknaaka KapTOYKM KOHTpareHTa "KoHTakTHble amvua”.
CnMCOK KOHTaKTHbIX 1L, OTOOparkaeT caeaytowme nons:
o @UO — DPUO coTpyAHUKA OpPraHM3aLMN KOHTPAreHTa.
e  JlomxHOCMb — LONYKHOCTb COTPYAHUKA OPraHM3aumMm KOHTpareHTa.
o TenegpoH — KOHTAKTHbI HOMep TenedpoHa COTPYAHUKA.
e 3. [Touma — appec SNeKTPOHHOM NOYTbl COTPYAHMKA.

[na paboTbl CO CMMCKOM Ha BKNaAKE KapTOUYKM NPUCYTCTBYIOT Cieaytolme KHOMKN AeNCTBUIA:

. <) [lodaeuts | _ fobasneHne MHGOPMaLMM O HOBOM COTPYAHUKE.
o & YmmTe |y naneHue BbIBPAHHOMO COTPYAHMKA.
o ¢ PEHIKTMDORATE| _ honakTMpOBaHME MHGOPMALMM O BbIBPAHHOM COTPyAHUKe. Ay6aupyet

AeNcTBMe ABOMHOM KNUK 1€BOM KHOMKM MbILLW HAa 3aMUCK O COTPYAHMKE.
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[obaBneHne n peaakTMpPOBAHNE KOHTAKTHOIO /INLA OCYLLECTBAAETCA B CNELMaNbHOM OKHe
«PedakmuposaHue KoHmakma» (PucyHok 215).

_'.r-" PEAEKTHPOBEHHE KOHTaKTa EI@

oNo: [pcran Benpep

ObpaleHne: BeHaep-3agyHaickuii
OTgen:

OmKHOCTE:

3n. nouta:

MonyyeHWe pacceliku:

IC0:

Skype:

Tenedon: +7(123)1234567
NoMalwHWi TenedoH:

MoBuneHui TenedoH:

Dakc:

[ata poxaeH1a: =|

KoMMEHTapKA:

OCHOBHO:

w COXPaHWTE A OTHeHa

PucyHok 215. OKkHo "PefaKTupoBaHue KOHTaKTa".

YcTaHOBKa 3HauYeHUA nona «[losyvyeHue paccoelaKu» BKAKOYAET agpec COTPyAHMKA B CMUCOK
nonyyatenen MHGOPMALIMOHHbBIX PACCbIIOK OT TeKyleh opraHusaumm (no email wam
0bbI4HOM NouTe).

YcTaHOBKa 3HayeHWA nonsa «OCHOBHOU» YKa3blBa€eT, 4TO ,EI,aHHin;I COTPYAHUK ABNAETCA
NMPUOPUTETHLIM NpU onpegeneHnn KOHTaKTHOro 1nmua B lCI,aHHOI‘}‘I OpraHn3aunn KOHTpareHTe.

(=} Pacneuatats

L4 - BbIBO/, Ha Ne4vyaTb CNMUCKa COTPYAHUKOB OpPraHn3aumnn KOHTpPareHTa.

Mepen BbLIBOAOM Ha ne4yaTb, cuctema GopmMuMpyeT Ha NOKANbHOM AWCKe nosb3oBatens dann
dopmata MS Excel (PucyHok 216) ), cogepkawmii MHGOPMaLMIO O BCEX 3apPErMcTPUPOBaAHHbIX
KOHTaKTax. PacneyaTka CNMCKa OCYLLECTBASIETCSA BCTPOEHHbIMKU cpeacteamum MS Excel.
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs Bepcua 6.5

E e T Meuats cnMcka KOHTAKTOB KoHTpareHTa [Peskum coemecTumocTi] - Excel H - 0 X

daiin [naexan Bcraska Pasmerka cTpaHnLbl Bopmynbl JanHeie Peuerznposanne Bug ; 1 XOTWTE CAENETR? Bxop, R_ OBLwwii gocTyn

Al 2 Jfe | CNMCOK KOHTAKTOB KOMMaHMH: A
A B C D E F G H J K L M N 8] Fl=-
1 |CHHCOK KOHTAKTOE KOMIAHHHA: looo ApxuB
2
; y ; | - . MJata | Oc Pac
PHO ,'_(n:u:mc-r Teaedon ,\I::::;::m ,I::::;;;:n Paxc 3:::;?;:“ ICQ | Skype I\ﬂ:l:;ﬂT poxaenn |Hoe| OTaea | cei  Ofpamenne
3 ) ) P A HOil KA

Jas: Trarpuit ye  |+7(123)1234367 (7-999-100-20-30 maxd @amail ru 0| 11 Tyt

4
)
6 Otuer noaroroenex asTomarideckn (2019.04.26 12:51)
7
8

Nuerl | fuc2 | Nner3 | ® ! :

oToED E B - 1] + 110%
PucyHok 216. BHelwHuii BUg otyeTa "Cnmncok coTpyaHMKOB KOHTpareHTa".

Bknadka KapmoyKu KoHmpazeHma «Pekeuzumol»

Ha Bknagke «Pekgusumsi» (PucyHok 217) cobpaHbl Nons, cogeprkalime opuandeckme cBeaeHns o
KOMMaHMWN KOHTpareHTe, UCNOo/Ib3yeMbIMU NMPU 0GOPMIEHNN JOKYMEHTOB.

A KapTouka komnaHum EIIEI
Obwmre ceefeHnA | JononHWTeNEHble CBeAeHNA  KOHTAKTHbIe NWug | PEKEWZMTE | B2aMMOOTHOWEHWA
Kpuanyeckuid agpec: r. Cankr-NMetepbypr, yn. NMpuaopoxHas, 4. 12, ob.332
MNoyToBsli agpec: r. Cankr-Netepbypr, yn. NMpyaopoxHas, 4. 12, od.332
WHH: 6523584525 Bank: |Chepbank
Knn: 254863253 BUK: | 044030713
P/C: 40817810123456783000 K/C: 30101810548452212474|
OrPH: 9652358452584606
[Eh Pacneuyarate |=__-,| COXpaHWTE MEMEHEHWA A OTMeHa

PucyHok 217. BKnagKa KapTOUYKM KOHTpareHTa "PeksusunTbl".
Ha BKnaaKe NpuUCyTCTBYIOT cneayoLlme nonsa:
e Opuduueckuii adpec — aapec oPpULIMaNbHON PErUCTPaLIMM OpraHN3aLnMmM KOHTPareHTa.

e [loumoesslii adpec — baKTUYECKUIA agpec AOCTaBKM NOYTOBON KOPPECNOHAEHL M
OpraHM3aumnmM KOHTpareHTa.
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¢  UHH — npeHTUPMKALMOHHBIM HOMep Hanoronaatenblumka (12 undp ana dusmyeckoro nmua
AN MHAMBUAYaNbHOro nNpeanpuHnumatens, 10 umdp ana topuanydeckoro amua (kpome UNM).

e KIM — Ko4 NpMYMHbI NOCTaHOBKM Ha y4eT (9 undp).

e P/C — pacuyeTHbIlN cYET OpraHM3aLmMmK KOHTpareHTa B ob6cayumeatowem onepaunn baHke (20
undp).

e OFPH — 0CHOBHOW rocygapCTBEHHbIN perncTpaLmMoHHbIn Homep (13 undp).
e baHK — HanmeHoBaHWe 6aHKa, 06CNYKMBAIOLLErO KOHTPAreHTa.
e BUK — 6aHKOBCKUI MAEHTUPUKALMOHHBIN Koz (9 umdp).

e K/C— KoppecnoHAeHTCKMI cHeT BaHKa 06CNyKMBaHUA KOHTPareHTa.

Bknadka Kapmo4YKu KoHmpaz2eHma « BaaumoomHoweHua»

Ha BKnagke «BzaumoomHoweHus» (PucyHok 218) cobpaHa WHbopmauua o npoweawux wm
3anNaHMPOBAHHbIX MEPONPUATUAX C KOHTPAreHTOM (BCTpeYn, NeperoBopbl, nepesada AOKYMEHTOB
nT.A.).

f.' KEpTOLIKE EorMOaHHuK EI@
Obwke ceegedda | JONONHWTENEHLIE CBEAEHWA  KOHT3KTHLE NHUE | PekBMzMTHl | BIavMOOTHOWEHWA
Oata Tun CocToAHKe OnucaHke ABTOP ZanMcK
23.04.2019 00:00 MuceMo (3nekTpoddoe) - OCyWeCcTBREH WeaHoe MeaH MEaHOBKMY
(=) Pacneyatate = OobaeuTs YOanHTE PenakTUpoEaTE
(=) Pacneuatate |=| CoxpauuTe Mamerennn A OTMeHa

PucyHok 218. BKnafka KapTOYKM KOHTpareHTa "B3avmooTHoweHua".

NcTopua npoweawmnx U 3annaHMpOBaHHbIX cobbITMn oTobBpaXkaeTca B BMAE CNUCKA, ANA KaXKAOTO
cobbITMA JOCTYNHbI Cnepylolme nona:

e [Jlama — pata cobbiTuA.

e Tun—Buga cobbiTuA.

e CocmosHue — cTaTyc cobbITuA.

e OnucaHue — KOMMEHTapui K cobbITuio.

e Asmop 3anucu — Noab30BaTeNb CUCTEMbI, A0OaBUBLINI COObITHE.
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs Bepcua 6.5

[ns paboTbl CO CNMCKOM HA BKNAAKE KAPTOYKM NPUCYTCTBYIOT Cneaytolme KHOMKU AeNCTBUI:

. © LofasiTe | 1oGapneHme HOBOTO COBBITUA.
. © Ymamite |y nanenve BbIGpaHHOro cobbiTus.
e | © Penaktupoeatb pefakTuposaHme uHbopmauum o BblibpaHHOM cobbitun. [ybaunpyet

ABOMHOWN KNMK N1EBOM KHOMKKU MbILLM Ha COObITUM B CMIUCKE.

[obaBneHune 1 pegakTMpoBaHUA cOBbITUA OCYLLECTBNAAETCA B OTAE/NbHOM OKHe « KOHmakm»
(PncyHok 219).

* Kowraxr oo s
[ara: 25.04.2019 00:00| %
Tun: MUEEMO (3NeKTpoHHOE) w
CocToAHKe: OcywecTenax ~
Onucanwme:

/' COXPaHWTL A OTMeHa

PucyHok 219. OkHo "KoHTakT" gobasneHusa cobbitus.

Ana d)OpMMpOBaHMﬂ OT4ETA O COCTOABLIUXCA U Npeacrtoamnx CO6bITMHX, HGO6XO,CI,MMO HaXaTb

KHOMKY (i Pacnewamats | perema dopmupyeT paitn Ha NOKaNbHOM AMCKe Nosb3oBaTena B popmare
MS Excel (PucyHok 220), cogepKalmit OTYET O BCEX 3aPErnCTPUPOBaAHHbIX COObITUAX. JanbHenwan
pacneyaTka oT4YeTa OCYLLECTBAETCA BCTPOEHHbIMK cpeacTBamu MS Excel.

H - = Meyats cnncka B3aNMMO0THOLLEHWIA C KoHTpareHTomM [Pexnm coBmectumocti] - Exce m - O %
daiin [naexan Bcraexa PazmeTka cTpaHnLel Gopmynel [aHHble PeLeHznpoBaHne Bug ":3 OMOLLHWK. . Bxog 2_ O6Lwii goctyn
E7 & Fe T

A B C D E -

1 | CHHCOK B3aHMOOTHOMeHHH ¢ komnaaneit OO0 ApXuUB

2

3 Jata Tun Cocrosmue Omucanne AETop 3amHcH

TTucemo Hearos Hean

4 |23.04.2019 0:00 [—— Oy Jarpyema geuo-sepoi 34 Heanozms

TensdosHER Hearos Hean
25.04.2019 0:00 SECHOE OcymecTEn=s IIogroTOEHTE SOKVMEHTED Heamosra

5
6
7 |Otuer nmogrotoenen agtomarideckr (2019.04 26 13:12) | _l
8
9

Nuwerl | ucr2 | Nner3 | () 4 *

loToBo HH mo- 1 + 100%
PucyHok 220. OTYeT 0 B3aMMOOTHOLIEHMAX C KOHTPareHToM.
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Pacneyamka uHgpopmayuu o KOHMpazeHme

ﬂ,l‘lﬂ BblBO4a Ha Ne4vyaTb BCEW MHd)OpmaLI,MM O KOHTpareHTe, cop,epmau.l,eﬁcn B ero KapToyKe, B
HUXHEeM nesom yrny MHTepd)eﬁca KapTO4KK KOHTpPareHTa pacnonoXxXeHa KHOMKa
LE.'] Pacneyarate

Cuctema chopmumpyeT WwabsioH otyeta B paliil Ha IOKaNbHOM AUCKE NoJsib3oBaTens B popmare MS
Excel. Boibop mmeHn n pacnonoxeHuma ¢anna ocywecTBaseTcA B OKHe HaBuratopa ¢annoson
cuctembl (PucyHok 221).

MpumeyaHue. PacwupeHue ¢halina ykassieams He mpebyemcs, oHo bydem 0obassneHo cucmemoli
asmomamuyecKu.

e BrbiGepuTe MyTe ANA COXPAHEHWA KAPTOHKN KOHTPAreHTa. . @
l\.../’”\...z’l | ;v Komnetotep » Sokaneeid gnck (C:) » Temp » - |{v¢| || o
¥nopARgounTe ¥ Hogas nanka gz - i@]

-~
e - e
't VsBparoe ma [ata nameHeHna Tun
4 3arpysen 1123 17.04.2019 12:42 Manka c ¢
= Hegasnue mecta|_ J 20190402 02.04.201917:04 Manka c ¢
B Pafounii cron . 20190408 08.04.2019 14:49 Manka ¢ §|
. 20190409 09.04.201912:53 Manka c ¢
= buBnwnoTekn , Doc 11.04.201913:43 Manka c ¢
B Buneo , PrintScreen 25.04.2019 13:43 Manka c ¢
3 JoKymeHTbl | setup 11.04.2019 13:59 Manka ¢ ¢
k=l Vzo6paxerua J solr 15.04.2019 14:46 Manka c ¢
@ Myzeika B 2 25.04.201917:50 Muer Micre
0= dorosop 09.04.2019 14:24 OokymeHt
M Komnerotep 0= Mexogawmii 1 22.04.201917:35 Ookyment
i'\l.-i,l NokaneHeIR ANCH < w2 [ ISR ~ — AT T L R n 5 q-r
Wmaa dpaiina: A
Tun daiina: |Bce hannel v|
“ | CKpBITE Nankm [ CoxpaHunTe ] | OTmena |

PucyHok 221. OKHO BblI6Opa pacnosioxKeHuA U Ha3BaHMA dalina oT4yeTa 0 KOHTpareHTe.

Ecnn nonb3oBaTtenb OTKasbiBaeTcA OT Bblbopa pacnonoxeHua danna otyeta (KHomka « OmmeHa»),
CUCTEMA CreHePUPYET OTYET BO BPEMEHHOM Marnke.

CoopmunpoBaHHbIN oTyeT (PUcyHOK 222) byaeT aBTOMATMYECKU OTKPbLIT B OKHE MpunoxeHua MS
Excel. JanbHenwwan pacneyaTka oT4eTa OCYLLECTBAAETCA BCTPOEHHbIMM cpeacTBamu MS Excel.

MpumeyaHue. B omyem rnonadaem uHGOPMAyUs U3 8KAAO0K KAPMOYKU KOHmpazeHma: «Obujue
ceedeHusA», «/JononHumersbHble c8e0eHUA» U « Pekeusumsi».
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs

B -

= u Medate kapToykn koHTparenTa [Pesum cosmectimoctn] - Excel

daiin [nasxan | Bcraska |P33METKE| Mopmyn | JanHeie | Peyerzn | Bug ; MomowH Bxog (':',_ Obuwwmi goctyn

=

Al - 3 HapTouka KoMnaHWuM
A B
1 |KapTouka KOMIOAHHH |Pora u Konbita
2
3 IMapaseTp 3HaueHne
4 |Coxpamernos Hazpanme Pora x Komura
b |Momeos mazeamus UpHOMOPCEDS OTIZNSHKE ApDaTOECEDH EOHTOPE! N0 ZaMOTOEKS DOTOE H EOMET
6 |2opuz cobereermocTr
T |Orpace
8 |Crpama
9 |Fopor Caprr-Tletepbyvpr
10 |Jere posmerms
11 |MIzrar
12 |Tenedon +7(123)1234567
13 |@axc
14 |3nexrpossas noura
15 |Caitr
16 |Kowrasreos mue Oeran Beugep
17 |2#H0 pyvrosomerens
18 |Oreercreennsdi Izrpos [erp [etpozra
19 |Homyvaemme pacceomn TEUE
20 |Mamsa & crerame
21 [Kosmenrapuit
22 JGHGTEHH'I'ETEBHZBIE CESOeHHA
23 |Tun Fmeenr
24 |Cocroamu= eifteTeyronmeit
256 [Cramve OSeramw
26 |Toraprrvemyru NeTammeecEns EOHCTRVEITHE
27 |Apxeeras samece FALSE
28 |Tpuuzdamus I'padee pabotar: mo patowm geaa ¢ 5:00 go 18:00
29 |Pegzmzira
30 |FOpemrazcmit agpec r. Caper-Tlerepbypr, vo. [punoposmas, p. 12, oh 332
31 |Houroesit anpec r. Caner-Tlerepbyvpr, vn. [lpenopossas, 0. 12, ob.332
32 |MHH 2147483647
33 |Barx CSepbanx
34 |kTm 254863233
35 |BHE 44030713
36 |pc 2147483647
3T [k 2147483647
38 |OTPH 2147483647
39
40 |Otuer nogrotoeneH agToMmartndeckn (2019 .04 25 18:58)
41
42
Nuctl | Nnc2 | Tnet3 | () 1 3
foToBo HH o - 1 +  100%

Bepcusa 6.5

PucyHok 222. Mpumep oTyeTa O KOHTpareHTe.
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Umnopm KoHmMpazeHmMoe u3 CMmopoHHUX cucmem

Ona ynobcrea popmmnpoBaHusa eauHOro MHGOPMALLMOHHOIO NPOCTPAHCTBA YacTo TpebyeTcs MMNopT
WX SKCMOPT CMMUCKA KOHTPAreHToB U3 APYrMx CUCTEM.

MMNopT KOHTPareHToB B CUCTEMY OCYLLECTBAAETCA U3 CNeunannsmpoBaHHbix ¢annos opmata XML.

MpumeuaHue. NoopobHoe onucaHue cmpykmypsi ¢alinoe npusedeHo 8 mekyweli 00KymeHmayuu
8 «[lpunoxceHue 1. @opmam ¢halinos umnopma KOHMpPa2eHmMos».

MmnopTMpoBaHME KOHTPAreHTOB MOMKeT OCYLWeCcTBAATb MNO0/sb30BaTe/ib CUCTEMbl C MpaBamu
agMUHUCTpaTopa. [NA OCyLecTBNeHMA MMNOPTa HEOOXOAMMO BbI3BaTb MYHKT OCHOBHOIO MEHH
rNaBHOro okKHa cuctembl «KoHmMpazeHmel -> Mimnopm u3 XML».

Cuctema npeanoXut Bblbpatb ¢ain, M3 KoToporo byaer mMmnopTUpoBaHa WHPopmaumsa, Ha
JIOKa/ZIbHOM AncKe nosb3osaTtensa (PucyHok 223).

% BeiBepure daiin ¢ nHdopMaLMER 06 NMNOPTIPYEMBIX KGHTPArEHTaX..,
* Beibep p 6 pTpY P
UU | /v Komnetotep b fokanedsiid guce () » Temp » hd |$¢|| Mouck: Temp PI
YnopagouuTe ¥ Hoean nanka =~ [ 'f}i'
-
¢ VisBparmoe s Wran Jlata usmenent
& 3arpyskm 1123 17.04.201912:4
= Hepaenme mecta E . 20190402 02.04.201917:0
Bl PaBounii cton | 20190408 08.04.2019 14:4
J 20190409 09.04.201912:5
73 BuBnuoTekn J Doc 11.04.2019 13:4
E Bugeo J PrintScreen 26.04.201913:1
= NokymerTe | setup 11.04.201913:5
e=| M3oBpamerna J solr 15.04.2019 14:4
—. My3bika

M Komnstotep

- - - e

Wma daiina: | - |¢raﬁnb| & ropmate XML v|

[ OTKphITE |v] | CTieHa |

PucyHok 223. Bbibop dalina ona MmnopTa KOHTPareHToB.

Cuctema npoaHanusupyeT COAEpPXUMOe yKasaHHoro darna u  oTobpasut OkHO Bbibopa
KOHTpareHToB AN1A MMMNOPTUPOBaHUA (PUCYHOK 224).

o WmMnopT cnucka KOHTpareHTos EI [=] @
Binwuute | HaseaHue
000 Apxue
YK Teopema
>
BLIKNWKYWTE BCE BKAHUMTE BCE WHBEpTHPOBATE ¥ WmMnopT A 33KPLITE

PucyHoKk 224. OKHo Bbl6opa 3anuceit gasa MMNOPTUPOBAHMA KOHTPAreHToBs.
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na BKNOYEHUS KOHTPAreHTa B CNMCOK MMMNOPTUPYEMbIX, HEOOXOAMMO YCTAaHOBUTbL 3HAYEHUE NoAA
«BKaroyumo».

Ona yckopeHus npouecca Bbibopa 3anncein npeaycMoTPeHbl A0NO/IHUTE/IbHbIE KHOMKM:

BLIKNHOUKMTE BCR

L - CHATb Bbl60p CO BCeX KOHTpPaAreHTosB.

BUIOWHTE BCE | _ ycTaHOBMUTD BbIGOP A1 BCEX KOHTPareHToB.

VIHBEPTUPORATE | _ 1 1BepcKA BblgeNeHMA (418 Bcex BbIBpaHHbIX KOHTpareHToB Bbibop ByaeT

CHAT, HA BCeX HeBbIOPaHHbIX, BbIOOp OyAeT yCTaHOB/EH).

s
Mocne Bbi6Opa KOHTPAreHToB, HEOBXOAMMO HaaTb KHOMKY ¥ Umnopr

npouecca.

ONA 3aBeplueHnn

Ecnv npouecc umnopTa nNpoLen ycnewHo, cuctema otobpasut MHGOpMaLMOHHOE OKHO «Mmmnopm
8bI6PAHHbLIX KOHMPA2EHMO8 ycrewHo 3asepuieH!».

IKCcrnopm KOHmMpaz2eHmoe 8 CMmopoHHUe cucmemol

3KCI'IOpT KOHTPAreHToB npegHa3sHa4yeH A4O/14 nepeHoca 3anucen o KOHTPAareHtTax B CTOPOHHWUE
CUCTEMBbI.

DKCNOPT 3anuMcel  OCYLLECTBAAETCA Ha JIOKaNbHbI  MOAb30BATENbCKMA  AUCK B aln
cneunannsmnpoBaHHoro ¢opmata XML.

MNpumeyanune. Cmpykmypa ¢alina umMnopma U 3KCIopma KOHMpazeHmos coenaoarom u
npusedeHsbl 8 meKywel O0okymeHmauyuu 8 «[lpunoweHue 1. ®opmam aiinos umnopma
KOHMpa2eHmoe».

JKCNOPT MOXKET OCYLEeCTBAATb NONb30BaTe/Ib CUCTEMbI C NpPaBaMu agMuUHUCTpaTopa. [na Havana
aKcnopTa HeobxoAMMO BbI3BaTb MYHKT OCHOBHOIO MEHHO F/1TAaBHOTO OKHA CUCTeMbl « KOHmpazeHmel -
> 3Kcriopm 8 XML».

Cuctema oTobpasnT okHO BbiGOpa 3anucei ansa skcnopTa (PucyHok 225).

P JKCNOPT CNWCKA KOHTRAareHTos E\ [=] @
BinwunTe | HazeaHwWe
- 000 ApxME
YK TeopemMa
>
BhIKNWOYNTE BCE BrnwuynTe BCE MHEEpTHPOBATE i 3KCnopT A 3aKpLITE

PucyHok 225. OKHO BbibOpa 3anuceit KOHTPareHToB A5 3KCNopTa.

BKAtoueHne KoHTpareHTa B CMMUCOK 3KCMOPTUPYEMbIX OCYLLLECTBAAETCA YCTAHOBKOWM 3HAYeHMA nons
«BKnroyumeo».
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[na yckopeHus npouecca Bbibopa 3anuceit NpesycCMoTpeHbl A0N0NHUTENbHbIE KHOMKMK:

BuIKNHUMTE BCR

L - CHATb Bbl60p CO BCeX KOHTpareHTos.

BMOWNT: BC® | _ v cTaHOBUTB BbIGOP 4118 BCEX KOHTPAreHTOB.

VIHBEPTUPORATE | _ 11 iBepcKA BbIgENEHMA (1A Bcex BbIBPaHHbIX KOHTpareHToB Bbibop byaeT

CHAT, Ha BCeX HeBbIOpaHHbIX, BbIOOP ByAeT yCTaHOB/EH).

Mocne BbIBOpa BCEX IKCMOPTUPYEMBbIX 3annceit, HeOHXOAUMO HaXKaTb KHOMKY Tl 3KCOPT | nnA
BbIFPY3KM AaHHbIX B $ain. Cuctema npeasioxuT yKasaTb UMA U pacrnosioxkeHune daitia akcnopra Ha

JIOKa/ZIbHOM }ECTKOM ANCKe nosib3osatens (PUcyHok 226).

4 BeiBepuTe NyTe 4NA COXPaHEHMA IKCNOPTHURYEMBIX KOHTRArEHTOE. . @
UU | . v Komnerotep » fokanssei guck (C:) ¢ Temp » - |4¢|| Mouck: Temp ,Ol
¥YnopagounTte ¥ Hoean nanka == - i@?
¢ Visbpanoe i ran [ata n3MeHeHUA Tun

4. 3arpyskn , 20190402 02.04.2019 17:04 TMar

=l Hepasrue mecta| . 20190408 08.04.2019 14:49 Mank
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, Dec 11.04.2019 13:43 Mar
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4 CkpbITe Nankmn [ CoxpaHuTe l | OTmeHa |

PucyHoK 226. OKHO Bbi6opa pacnonoxKeHus daina sKcnopTta Ha I0KaNbHOM AMCKe NONAb30BaTeNsA.

Ecnm npouecc 3KCNOpTUMPOBaHUA 3aBeEpPLUEH YCMewHo, cucTema BblgacT MHGOPMALMOHHOE OKHO
«3Kcropm 8bl6PAHHLIX KOHMPA2EHMOB YCreuwHo 3a8epuweH!».

3Kcnopm KoHmpazeHmoes 8 MS Excel

MexaHM3Mbl UMNOPTa/3KCNoPTa 3annceit 0 KOHTPareHTax NpeaHasHadYeHbl ANA nepeaaym AaHHbIX B
CTOpOHHMe cuctembl. dopmart daiina obmeHa HeyaobeH AnA BOCNPUATUA YENOBEKOM NO3TOMY, ANA
npoBeaeHnn py4yHor obpaboTKM AaHHbBIX UAM UCNONb30BAHUA UX ANSA BKAOYEHMA BO BHYTPEHHUE
OTYeTbl, UCNO/Ib3YeTcA 3KCNopT B dpaibl popmata MS Excel.

3anyck npouecca 3KCnopTa CNMCKa KOHTpareHToB B ¢ann dopmata MS Excel ocywectsnaertca B
OCHOBHOM MEHIO rMaBHOM0 OKHa cUCTeMbl NYHKTOM « KoHmpazeHmel -> 3Kcriopm 8 MS Excel».

B ananorosom okHe (PucyHOK 227) cucTema NpeanioKuUT BbibpaTb NoJsie KapTOYKM KOHTPAreHTa, no
KoTopomy ByaeT npov3BeaeHa COPTUPOBKA MTOTOBOrO CNUCKA.
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r‘ BHumaHne! E' = @
o BufepuTe none ans copTupoBku: |TOPog w

w A A OTMEHUTL

PucyHok 227. Bbibop nons gns COPTMPOBKM 3anunceit 0 KOHTpareHTax.

Mocne BblbOpa MONA COPTUPOBKM, CUCTEMA NPEASIOKMUT YKa3aTb Ha3BaHME W PaACMO/IOKEHMUe
MTOroBoro alina sKCNOpPTa Ha SIOKAIbHOM }KECTKOM AMCKe NOJIb30BaTeNIbCKOro KomnbtoTepa. Ecam
B OKHE YKa3aHMA pacnofiokeHusa ¢aina oTKkasaTbCA OT Bblbopa (HaxkaTb KHOMKY «OmmeHa»),
nTorosbIn dain byaet copmmnpoBaH BO BpEMEHHOM Nanke CUCTEMbI.

MpM ycnewHoOM BbIMOAHEHMM 3KCMOPTA, CMCTEMA OTKPoeT npuaoxeHne MS Excel u otobpasut
BbIFPYXEHHbIW CNUCOK KOHTPAreHToB..

BoinosaHeHue uHOPMayUOHHbIX MOYMOBbIX PACCLINOK

MHPOPMALMOHHBbIE PACCBIIKM — MOLUHbIA PEKNaMHbIA MHCTPYMEHT oOpraHusaumn. Paccbinkm
OCYLLECTB/IAKOTCA C MOMOLLbO 3N1EKTPOHHOM NOYTbI N0 6a3e 3aperncTPUPOBaHHbIX KOHTPAreHTOoB.

Mpn dopmMMpPOBaHMKN PACCHIIKM BO3MOXKHO CO343HME CMMCKA aapecaToB M3 YMCNA KOHTPAreHToB,
3aperncTpmMpoBaHHbIX B cucTteme. CNMCOK aapecaToB mMoxKeT ObiTb cPOpMMPOBAH HA OCHOBAHUMU
Kputepunes duabTPa.

Mpumeyanue. [ln1a ocywecmesneHua UHPOPMAYUOHHbLIX [M0YMOBbLIX PACCLIAOK, Heobxo0umo
Hacmpoums 3A1eKMPOHHbIU Moymossili AWUK opaaHuU3ayuu 8 cucmeme. HacmpolKky ebinonHaem
QOMUHUCMPAMOpP CO2/ACHO ONUCAHUI, MpusedeHHOMy 8 pyKosodcmee admMuHucmpamopa
cucmemeol.

[na co3paHna MHPOPMALMOHHOM PAcCbiNKK, HEOBXOAMMO Bbi6paTb B OCHOBHOM MEHIO T/1TaBHOrO
OKHa CUCTEMbI MYHKT «KoHmMpazeHms! -> Pacculaka no 3nekmpoHHol noyme -> Paccolnka o
anekmpoHHol rnovyme...». HacTpoiKa PaCCbIIKM OCYLLECTBAAETCA B CneumanbHOM OKHe (PUCYHOK
228).

NHTepdenc OKHa COCTOMT M3 CMUCKA KOHTPAreHTOB, BK/IOYAEMbIX B PACCbINKY, ¢uabTpa oTbopa
KOHTpPareHToB 1 NapaMeTPOB PACCbIIAEMOro COOBLLEHUS.

Mo ymonuyaHuio, B CMMCOK agpecaTtoB (none «Komy» wabnoHa nNUCbma 3NEKTPOHHOW MNOYTbI)
MonasatT BCE KOHTAKTHblEe /IMLA M3 BCEX OPraHM3auMii KOHTPAreHToB, Y KOTOPbIX MPOCTaBAEHO
3HauYeHue nons «floayyeHue paccoiaxku».

MNpumeuaHue. ModpobHee HAcmMpolKa KOHMAKMHbLIX AUY KOHMPA2eHmMos8 onucaHa 8 pasdese
«BKn1aOKa Kapmo4yku KoHmpazeHma « KoHmaxkmHeie auya» mexkyu,eli 0okymeHmauyuu.

[na agpecaTta B CNMCKe KOHTPAreHTOB O0TObpaXKatoTCa cneayrolme nons:
e KoHmpazeHm — HavMmeHOBaHWE OPraHN3aLUKN KOHTPareHTa.
e Email — appec 3neKTPOHHOM NOYTbl KOHTAKTHOTO /IULLA B OPraHM3aLMmn KOHTpareHTe.

e Adpecam — ®UNO KOHTAKTHOrO INL,A B OPraHM3aL MM KOHTPAreHTe.
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e ObpaweHue — 3aperncTpMpoBaHHOE B KapTouyKe opuLuManbHOe 06paLleHne K KOHTaKTHOMY
nmuy.

e  OmmemkKa o0 8K/MIOYEHUU 8 PACCHINKY — YKa3aHUE O BKNHOYEHMM KOHTAKTHOMO /Nl B CMIUCOK
nonyyatenen gaHHOM PacCbiNKu.

r! MNMouTtasan pECCbIJ‘IKE IEI@
KoHTpareHT Email Anpecar 0fpaweHue BKNHUMTE B PACCHINKY
000 Apxue mail@amail.ru CrupHoE METp nerp
000 Apxue maxd @amail.ru Ma3KCHMOB [HMHUTPHA OMUTpHiA

DOunbTp: NapaMeTpbl KOHTpPareHTa

TUN KOHTpareHTa: ~ | COCTOAHWE OTHOWEHMWIA: i

Toeap: Q| %

@unbTp: NapaMeTpbl B3aHMOOTHOLWEHHR

[aTa KOHTaKTa OT: . : =||| % | Nara koHTakTa go: . : = | B

@parMeHT ONWCAHKA KOHTAKTa:

NMapaMeTpbl pacChiNKK

LWabnoH NHCbMa:

MoUTOBLIA AKKAYHT: W

Mpuopurer: Moka He OTNP3BNATE b
He OTNpaBnATe KOHTPareHTaM C HezafaHHeIM obpaleHen

OTNpaensATe NOETOPHO MUCEMO He ABNASTCA 3BTOMaTUEMPOBHHOM DACCLITKOM (0TKAZ OT PACCHIIKW HE YUMTHIBAETCH)

BLIKNHUYKHTE BCE BKNWYKTE BCE MpocMoTpeTE w OTNPAEUTE A OTMeHa

PucyHok 228. OKHO co34aHMA NOYTOBOM PACCHINKM.

(DMI'IpraLI'VIH no CNUCRy nonyaneneﬁ BO3MOXHa Ha OCHOBaHUWU [AOaHHbIX cheayrouwnx nonei
KapPTOYKN KOHTPaAreHTa:

e Tun KOHMpazeHma — TWN B3aMMOOTHOWEHUIA MeXAy TeKylen opraHusaumen wu
KOHTpareHToMm (BbI6Op 3HAYEHUA U3 CNPABOYHMKA « Tun 83AUMOOMHOWEHUL).

e CocmosHue omHoweHull — aKTyaNbHOCTb KOHTPAreHTa Ha TeKylMi MOMeHT (Bblbop
3HaYeHUA U3 CNPaBOYHMKA «COCMOSHUE 83AUMOOMHOWEHUU ).

e Toeap — BbIGOP KOHTPAreHTOB Ha OCHOBaHWW MPeaoCTaBAAEMOro ToBapa (BbIbop 3HauYeHun
U3 cnpaBoYHKKa «Tosapebl/ycayau»).

MpumeyaHnue. [lpu U3MeHeHUU 3Ha4YeHUs uabmpa, CIUCOK adpecamos asmomMamu4yecKku
nepepucosbieaemcs.

B cekumun «llapamempsbl paccoiaKu» YKasblBAOTCA HACTPOMKU, CBA3AHHble C MHOOPMALMOHHBIM
COAEPKUMBIM PACCHIIKM.
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B none «llabnaoH nucema» BblbupaeTca WabNOH, M3 4YMCia 3apPerncTpPUpPOBAHHBIX B cUCTEME
(pacnonokeHHbIX B cUCTEMHOM Tome «LLiabs0HbI»), copepKalmnin MHPOPMALMOHHYIO OCHOBY
nMMCbMa W NONA, 3ape3epBMPOBAHHbIE AN MNOACTAHOBKM 3HAYEHUM KAPTOYKM KOHTpareHTa u
KapTOYKM KOHTAKTHOrO /M@ KOHTpareHTa (Hanpumep, obpawerHne, PNO, HazBaHME OpraHM3aLUN U
T.4.)

Ons yKkasaHuAa wabnoHa coobuweHuna, Heobxoammo cnpasa oT nona «LLabsaoH nucema» HaxaTb

KHONKy =1, Bbibop WwabnoHa nponcxoauT B HOBOM OKHe (PucyHok 229).

A BriBepute Wwatnon noutosoro coobulenna E'@

= 4 WabnoHsl

P ¥ MonesoBarensckie WabnoHs LOKYMEHTOB

b ¥ NonesoBatensckve wabnoHs nanok

= | CucremHbie wabnoHs foKyMEHTOR

HYDHAN PernCTPALMK BXOAAWNY JOKYMEHTOR
JKYDHAN PerMCTPALMK MCKOAAWMK AOKYMEHTOR
KonuuecTeesHblid oTueT 0f MCNONHEHWK A0KYMEHTOB

Onuce HOMEHKNATYPbI

y OTeeT Ha xanoby_bez_nognuow_Template

OteeT Ha #anoby_c nognuce_Template

OTUET 0 AOKYMEHTEX, HaXOARWMKXCA HA KOHTPONe Ha AaTy
OTUEeT 0 QOKYMEHTEX, CHATLIX C KOHTPONA

OTYET N0 AOKYMEHTaM, NOCTEEAEHHBIM H3 KOHTPOMb

OTyer no obpaleHHAM

MeuaTe E0OPKKM M2 MCTOPUKM 00BEKTE

MeyaTe KaPTOYKK AOKYMEHTS

+, Haiitu w OTHPLITE A OTMeHa

PucyHok 229. OkHo Bblbopa wabnoHa cooblieHns B cucteme.

B none «/Moymossili akkayHmM» BblBUPaAETCA MOYTOBLIN ALIMK, U3 CNUCKA 3aPErnmcTPMPOBAHHbIX B
cucTemMe, C KOTOpPOro OyaeT ocywecTBAATbCA TEKywas paccbiika (3HavyeHue nonsa «Om Koz2o»
lWab10Ha 3NEKTPOHHOIo NMCbMa).

Mone «llpuopumem» NO3BONAET HAaCTpamBaTb cnocob nocTaHoOBKM 3aﬂ,aHMl\;1 B oyepeab OTnpaBKy,
AOCTYNHbI 3HA4YEHUA:

e [loka He omnpaenamMe — NOCTAaHOBKA B 0Mepesb OTNPABKM B PEXUME OXUAAHUA.
e CpedHuli npuopumem — NOCTaHOBKA B o4epesb OTNPABKMU U HAaYa/0 BbINOSHEHUS.

e BbicoKkuli npuopumem — TNOCTaHOBKA B o4Yepeab OTNPaBKM W OTMpaBKa B pexume
MOBbILLIEHHOrO NpuopuTeTa (TeKyLMe 3a4a4mM cpegHero npuopuTeTa byayT NPUOCTaHOB/IEHbI
1 BO30OHOB/IEHbI TONILKO MOC/E 3aBEPLIEHNA OTNPABOK 33434 BbICOKOro NpuopuTeTa).

[onoNHUTENbHbIE HACTPOMKM:

e He omnpaenamb KOHMpazeHmam ¢ He3a0aHHbIM obpaujeHuem — Npu OTCYTCTBYIOLLEM
3HauYeHMn nona «ObpauwjeHUe» KapTOYKM KOHTAKTHOrO NMLA KOHTpareHTa, NMMCbMO B €ro
afpec paccbinatbca He byaeT. [laHHaa HacTpoiKa no3BosiAeT u3bexkaTb OWMBOK npwm
OTNpaBKe NMUCEM, COAEPKALLMX NONE NOACTAHOBKM «0bpaweHue».

e Omnpaename NoeMOpPHO — NOBTOPATb OTNPABKY B C/lyyae, eCcAu Npu OTNpaBKe NUCbMA
BO3HMK/A OLLIMOKA.

182



e [lucomo He fA8AAeMCcA asmomamu3upoeaHHoli paccoinkoli (omka3 om paccoinKu He
y4yumeieaemcs) — He CHAMATb NMUCbMO C o4epeam OTMPABKM NPU OTKA3e OT PACCbIIKMU.

[na ypobctBa Bblbopa Bcex 3anuceit, B Gopme NPUCYTCTBYET KHOMKa BicniouuTs Bee |

NPOCTaBNAIOLLEE 3HAYEHME «BKAIOYUMb 8 paccouiiKy» ANA BCEX 3anucei cnucka. AHanorMuHo, ans

CHATMA 3HaYeHMA NONA «BKAYUMbL 8 pPaccuiAKy» ANA BCeX 3anuceil, npefHasHayeHa KHOMKa
BbIKNOUKTE BCE .

Ona cospgaHuna wabnoHa nNMCbMa PacCbiIKM HeobxoAMMO co34aTb B CUCTEME KapTouky 6es
[OKYMeHTa (pa3gen Tekywen AoKkymeHTauum «Co30aHue Hosoli Kapmoyku b6e3 0oKymeHmMa») , B
KapTOYKe YyKasblBaeTcA TUN AOKYMeHTa «Mcxodsauwjee», a noaTun «371eKmpoHHoe nucemo». B
WwabnoHe obsA3aTeNIbHO 3anoJIHEHWE NosA «3ad207080K nucema» n «Teano nucema» B dopmare
HTML.

MNpocMoTpeTe

HaxaTue Ha KHOMKY OTKpbIBaAET 4214 NPOCMOTPA wabnoH oTnpasaAemMmoro nnMcbma.

-y
[lna NOCTaHOBKM 3a4a4v B 04epeb OTNPaBKK, MCNOJb3YeTCA KHOMKa LA

KoHmpoanb u ynpaeneHue oyepedamu onpasKu coobuwjeHuli

MHpopmaLMOHHAA no4YTOBasi pPacCbli/ika MOXKeT ObiTb HacTpoeHa Ha OTnpaBKy COObOLEHUN
60/NbLIOMY KOJIMYECTBY agpecaToB. BbiNo/sHEHME TaKOM PacCCbIIKM 3aHMMAET MPOAO/IKUTENbHOE
BpPEMA M OCYLLECTBAAETCA cepBepomM B GOHOBOM peXxUMe.

Kaxpgas MHPOpmaLMOHHaAA paccblika B npouecce BbINONHEHWA Ha cepBepe npeobpasyeTtca B
3agaHuA oyepegmn oTnpaBku. Cepsep cnocobeH GopmMPOBATL HEOrPAHUYEHHYHO MO KO/NUYECTBY
3aZ,aHWI Ha OTMNPaBKy oyepesb.

3agaHua us oyepean obpabaTbiBalOTCA cepBepoOM NocieaoBaTeNbHO (MOcne OKOHYaHMA OTNPaBKM
npeAblayLlwero 3ajaHunsa, HaYMHAETCA OTNPaBKa CAeAyIoLLEero).

CepBep ¢dopmupyeT NOCNenoBaTENbHOCTb BbINOJIHEHUA 33a4aHUM MO OTNPaBKe M3 PACCHINOK C
YYEeTOM MX MPUOPUTETOB U OYEPEHOCTM NONALAHNA B CMIUCOK.

ONna npuopuTETHOW OTNPaBKM Kakoro-nnmbo 3agaHva (He A0KMAAACb HACTyn/ieHus cobbiTus
OTNpPaBKK B o4epean), HeobXoANMMO BPYYHYHO OCTAHOBMTL OTMNPABKY OCTa/IbHbIX 334aHWIA B oYepean
WAM PacCTaBUTb NPUMOPUTETbl 334aHMIK Ha 3Tane Cco3faHuA PacCbIKM (CPeaHui U BbICOKMUM
npuoputet). NMPUOPUTET, YCTAHOBNEHHDbIN ANA PACCbIIKM, NPUMEHAETCA KO BCeM 3afaHUAM 3TOM
PACCbI/IKW.

Bu3yanbHbI KOHTPONb 33 OCYLLECTBNIEHMEM PACCHIIKM OCYLLECTBAAETCA B OKHe «QOyepedb
OMMpPAasKU 31eKMPOHHbIX nucem». OTKPbITUE OKHA OCYLLECTBAAETCA B OCHOBHOM MEHI0 1aBHOIO
OKHa CcuUCTeMbl NYHKT «KoHmpazeHmoel -> Paccelnka no 3aekmpoHHolU noyme -> O4vepedb
omnpasnAemMbix 31€KMPOHHbIX MUCEM...».

NHTepdpenc oKHa KoHTpona oTnpaBku (PucyHok 230) coCTOWUT M3 CNMCKa 3afaHWi oyepenu M
naHes M CBOMCTB 3a4aHusA.
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L% Ouepeas oTNpaBKkY SNEKTPOHHBIX MMCEM

sz 3. nowra: Q MpAMERHT BrLTD E@ CopocHTL GuALTD

OTobpaxars: Bee ~ || 3a nepuoa: MNocneanue 7 ared

VgerTndmkatop | Coagan Buinonen Yenex PesynsTar Anpecar MouTa agpecata Tema nucea Mpuopurer
16870 20.04.201911:57:20 20190429 11:57:22.0320 - [fla ‘o muy
16869 29.04.2019 11:57:20  2019-04-29 11:57:21.6990  [a B sup
16868 20.04.2019 10:57:00 - 2019-04-29 10:58:03.0060 - [fla A dor
16867 27.04.2019 11:57:14 2019-04-29 05:00:39.9570 Ha o usk:
16866 25.04.201012:57:28 2019-04-25 12:57:20.7980 . [fla 5] eler
16865 25.04.2019 09:57:09 2019-04-25 09:57:11.3040 Ha Hi bab
16864 24.04.201913:02:31 20190424 13:02:45.7890 . fla M tm
16863 24.04.2019 10:57:00 2019-04-24 10:57:23.6120 Oa A apg
16862 24.04.201910:57:00  2019-04-24 10:57:22.7070 . [la A ann

[lemo-BepCnst CHCTeMBl STnac
[Jemo-sepcua cucTemsl 3Tnac
[leMo-BepCnst CHCTeMsl 3Tnac
[flemo-8epcuA cucTemsl 3TNac
[leMo-Bepcnst cnCTeMsl 3Tnac
[flemo-8epcuA cucTemsl 3TNac
OfHoBneHne cncTemsl ITNAC
[flemo-sepcn cucTemsl Tac
[lemo-gepcus cucTemMbl 3Tnac

ATPUBYTH | Teno nucema

Hazeanne JHaueHme

VAHTHDMKETOP NCEME & OUEDeaM 16870

Tema nucsHa [llemo-BepcHs cHcTeMsl 3Tnac
Vus nonyuatens

Anpec nonyuarens almarket.onine

Vi oTnpasnTens 38 (3Tnac-Codrr)
Agpec oTnpasnTens ssoft.u

B ouepean: 0, ycnex: 9, owmbka: 0

PucyHok 230. OKHO o4yepeam 3INEeKTPOHHbIX NUCEM.
Y paccbinku B odepeamn otobpakatotca cneaytowme nons:
e UdeHmugukamop — BHYTPEHHMIN NOCEA0BaATENbHbIN MAEHTUPUKATOP oYepean PacCbiIKU.
e (Co30aH - faTa CO3AaHUA PacCbiNKM (NonagaHnsa PaccbliKM B o4epeb).
e BbinosHeH — gaTta BbINOJIHEHWUA PACCbIZIKM B o4epean.
e Ycnex — npu3HaK ycnewHoCTU BbINMOJIHEHUSA.

e Pe3ynbmam — TeKCT OLUVI6KM, I'IOI'Iy‘-IEHHOVI NMOYTOBbIM CEPBEPOM MpPU OTMNpPaBKe COO6LLI,EHMFI.
JaHHOe none 3anonHAeTCcA TONIbKO ANnA SBAaHMVI, C OTPpULUATE/IbHbIM PE3YNbTATOM OTNPABKMU.

e Adpecam — ®NO nonyyaTena coobuieHms no 6ase KOHTPAreHTOB..

e [louma adpecama — Ha3BaHWE NOYTOBOTO ALLMKA, HAa KOTOPbIN BbINONHANACL OTMPaBKa.

e Tesno nucbma — coaepKMmoe nNMcbma (oTobparkaercsa TONbKO NepBan CTPOKa coobLeHuns).
e [Ipuopumem — yKasaHWe NpuopuTeTa OTNPABKK, 334aHHOIO NPW CO343aHUN PACCHIIKM.

Ona ypobcTBa MovcKa 3afaHus B odyepean npeaycmoTpeH ¢unbTp. OunbTp No3BOAAET HalTU
3agaHue no ®UO nonyyatensa (none «Mmsa») uanm nodtoBomy agpecy (none «3a. noyma»). Ans
NPUMeHeHns GUAbTPa K CMMUCKY 3a4aHMi HeobXo4MMO BOCMO/Ib30BATbCA KHOMKOMW «[TpumeHUM®b
¢unemp». Ons 0OTKasa OT MCNONb30BaHUSA GpuAbTpa (BO3BPAT K OTOOPA’KEHMIO MOSHOTO CrMCKa
3a4aHni) HeobxoANMMO HaXKaTb KHOMKY «COpocume ¢punbmp».

Ona CcKpbITUA YacTM 3af4aHMiA M3 CMNMCKa Wchnonb3yetca GUALTP MO CcTaTycy UM nepuody WX
dopmupoBaHma. C nomowbio puabTpa MOXKHO OTobBpaXkaTb OTMPABNAEHHbIE UAN HEOTNPAaB/IEHHbIE

3a4adHNA, a TaKXKe CKpbiBaTb 3a4dHWA, BbIXoaAuwMe 3a npeaesbl, yCTaHOBNAEHHONO BpeMeHHOro
MHTEpPBAana.
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B HMXKHeM cekumn nHTepdenca OKHa pacnonoxeHbl ABe BKAAAKU: «KAmpubymei» v «Tesno nucema».
Bo BKnagke «Ampubymer» nepeynmcneHbl CBOMCTBA BblOpaHHOrO B CNMCKe 3afaHuA, a «Teso
nucema» oTobparkaeT coaepHKmmoe MHGOPMaLMOHHOIO coobuieHus.

Mpn HeobxogmmoctTn, none «MoeHmugukamop» Yy 3a4aHMN MOXKHO CKpbITb. HacTpoliika
OTODOparKeHUA JaHHOrOo No/sA PAcno/IOXKeHa B MEHIO N0 KHOMKOM

BbINONHEHHblE 33aHuUA, BHE 3aBUCMMOCTM OT pe3y/bTaTa BbIMONHEHWUA, CYMTAOTCA apXMBHbLIMMU.
Bu3yanbHO apxMBHble 3a4aHMA OTANYAET 3HaYeHMe AaTbl B N0Je « BbiMosHEeH».

YnpasneHue 3afaHUAMM oYepesm OCYLLECTBAAETCA C MOMOLLbI KOHTEKCTHOrO MEHH0, Bbl3bIBAEMOrO
HayKaTMem NpPaBOM KHOMKM MblLK Ha 3a4aHuu (PucyHoK 231).

QOcTaHoeTe BCE 0TNpaBKK
3anNyCTHTE BCE OCT@HOBMEHHLIE OTNPABKH...
3aNyCTUTE BC8 OCTBHORMNEHHLIE OTMPABKM [C BbICOKMM NPUOPUTETOM ...

CKOMWPOEaTE W3 3pXMEE B OYepeaE OTTPIBKKM

CKOMWPOBaTE W3 3pXHME3 B OYepeab OTMPIBKM (C MIMEHEHMEM)...

MepeMecTHTE M2 3pXMEa B DUEpPeiE OTTIPIEKH

MepeMecTHTE W2 3pXMEa B DUEpPeaE OTTIPAEKH (C MEMEHEHHEM ...

MepeMecTTL W2 3pXMEa B OUYepe/s OTNPAEKW (Bce © owWnbKaMu, 23 Tekyuid nepuoa)

MepeMecTiTs W3 apXMEa B OYepe/s OTNPaBKK (C ownbkamy o GNoKMpoBKe CNaMa, 3a TeKYWMA nepuoa)
MepeMecTWTE U3 3apXMEa B oYepelb oTrpasky (c owwbkamu 'quota exceeded/reached limit', za Tekywwid nepuog)

OTNWCATE OT PACCHINKW M3-33 HEeRCTEMTENEHOTD AWLMKE W YOANWTE M2 DUepeau

Y¥0anWTh ellg He oTNPaBNeHHOe NUMCBMO M3 oYepeam
¥oanute BCE ewe He OTNP3aBNEHHbLIE MMCEMA M2 OYeped...

PucyHoKk 231. KOHTEKCTHOE MEeHI0 3a4aHKMA odepean.
A,CI,MMHMCTpaTopy oyepean OOCTynHbl 4OMNO/THUTE/IbHbIE ONeEpaUnn:
e OcmaHosums ece omnpaseKu — OCTaHOBKa BbINOJ/IHEHUNA BCEX 3a,u,aHm7| oyepegn.

e 3anycmumeo ece oCMaHoOB/eHHble OMMPABKU — 3aMyCK paHee NPUOCTAaHOBNEHHbIX 3a4aHUMNA.
ByayT 3anywieHbl BCe PacCbiiKM, BKAOYAA Te, MPU CO34aHMM KOTOPbIX YCTaHaBAMBA/CA
npuoputeT «[Toka He omnpasaaMeo».

L4 3anycmumb ece ocmaHoessieHHble omrpasKu (C 8bICOKUM npuopumemOM) — 3aNyCK BCeX
paHee OCTaHOBJ/IEHHbIX PACCbI/IOK C BbICOKUM NMPUOPUTETOM.

e Ckonupoeamo u3 apxueda e o4epedb omnpaeKu — BbIOPaHHbIE 3aNUCU APXMBHBIX 334aHWUM
6yayT NnocTaBneHbl B o4epesb OTNPaBKM NOBTOPHO.

e Ckonuposamb u3 apxuea 6 ovyepedb omnpasku (c usmeHeHuem) — BblOpaHHble 3anucu
apPXMBHbIX 3aZlaHWii ByayT NOCTaB/eHbl B o4YepeAb OTMNPaBKM MOBTOPHO, MpWU 3TOM, ANS
apPXMBHbIX 33AaHuI ByaeT AOCTYNHO M3MeHeHue aTpubyToB: «MmMsa adpecama» v «[louma
adpecama» (PucyHok 232).

* Uzmenenve napametpoe nucbma - O X
Aapecat (MMR): [AMuTpui
Appecat (noura): us  @aqg dru

7 NameHuTe A OTmMeHa

PucyHok 232. OKHO nameHeHus aTpubyToB 3a4aHms.
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e [lepemecmums u3 apxuea 6 o4epeOb OoMMNPABKU — BblbpaHHble apXMBHble 3ag4aHna byayT
NoCTaB/IeHbl B 0Yepeab OTNPaBKM NOBTOPHO, UCXOAHbIE apXMBHbIE 3a4aHUA — yAaNEHbI.

e [lepemecmums u3 apxuea 8 ovyepedb omnpasku (C usmeHeHuem) — BblbpaHHble 3anucK
aPXMBHbIX 3afaHUI ByAyT NOCTaB/eHbl B oMepeab OTNPaBKM NOBTOPHO, UCXOAHbIE apXUBHbIE
3a/laHuUA — yaaneHol. A apxXmMBHbIX 3a4aHUI ByAeT BO3MOXKHO U3MeHeHue aTpnbytos «Mmsa
adpecama» wn «[louma adpecama» (PucyHok 232).

e [lepemecmumsb u3 apxuea e o4epedb omnpasKu (ece ¢ owubkamu, 3a mexkywuli nepuod) —
BblGpaHHbIE 3aMNUCK apXMBHbIX 3aJ4aHMI ByayT NOCTaB/eHbl B o4epeab OTNPaBKM MOBTOPHO,
MCXOAHbIE apXMBHble 3afaHuAa — yaaneHbl. Mcnonb3yetca AnA NOBTOPHOM OTNPaBKU
coobLeHnI noc/e ncnpasneHmsa ownboK, CBA3aHHbIX C NOYTOBbIM CEPBEPOM OTMNPaBUTENSA.

e [lepemecmums u3 apxuea 8 oyepedb omnpasku (c owubkamu o 610Kupoeke cnama, 3a
mekywuli nepuod) — BbiIbpaHHbIE 3aNNUCK apPXUBHbIX 3a4aHKI ByayT NocTaBNeHbl B o4Yepeb

OTMPaBKM MNOBTOPHO, WMCXOAHbIE apXMBHble 3a4aHuA — yaaneHbl. WMcnonb3yetca pns
MOBTOPHOM OTNpPaBKM CcOOOWEHMN nocne CHATUA OJIOKUMPOBKM C MOYTOBOrO SAUMKA
oTnpaBuTens.

e [lepemecmumob u3 apxuea e ovyepedb omnpasKu (c owubkamu «quota exceeded/reached
limit» 3a mekywuii nepuod) — BbI6paHHbIE 3aNNUCK apXMBHbIX 3a4aHUI ByayT NocTaBAeHbI B
oyepesb OTNPaABKM MOBTOPHO, UCXOAHbIE APXMBHbIE 334aHNA — yaaneHbl. Micnonb3yeTtca ans
MOBTOPHOM OTNPaBKU COOOLIEHWUI MOcNe MNoAydYeHUA YBeAOMEHUA O MEPENOJIHEHUN
NOYTOBOrO AWMKa NoAyYaTens.

e Omnucames om paccelnKu u3-3a HedelicmeumenbHO20 AWUKA U y0aaums u3 oyepedu —
Bblae/ieHHble 3anucu byayT Ao6asneHbl B CMMCOK HeAeWCTBUTE/IbHbIX U UCK/KOYEHbI U3
ovepeau.

e Ydaaume ewie He omrnpaesieHHoe nucomo us3 oqepedu — YAaneHune BCeEX HE OTNPaB/IEHHbIX
3a,a,aHm71 oyepeaun n3 4ymcna Bbl6paHHbIX B AaHHbIVI MOMEHT B CNUCKe.

e Yoanumb BCE ewe He omnpasneHHble MNUCbMA U3 o4vyepedu — yAaneHue BCEX He
OTMpPaBAEHHbIX 3aJaHuit U3 odepeau. lMepen BbINOSHEHMEM oOnepauuM NO yAaNeHUIo,
cucTema 3anpocuT NOATBEPKAEHNE HA BbINOJHEHME.

Omnucka om noYymoeoli paccoisnKu

B cucteme npepycmoTpeHa BO3MOMKHOCTb BHeCEHMA agpecos 3!1€KTpOHHOi;I no4yTtbl B CNUCKKU
MCKI'IPOHEHVIVI, YTO No3BOaAET 6I'IOKMpOBaTb OTMNMpPaBKy Ha HUX PACCbI/ZIOK B AaﬂbHEVIUJEM.

Mpumeuyanune. B psde cayyaes, UHPOPMAUUOHHAA PACCbIAKA Moxem 6bimb MpepeaHa
nposatioepom, nNpedocmasasou UM C84a3b, N0 MPUYUHe M0003PeHUA 8 paccolake cnama. OOHUM U3
Kpumepues 803HUKHOBEHUSA 0003peHuli moxem 6bimb PACCbIAKA MUCEM HA Hecyuwecmayroujue
Unu nepenosiHEHHbIE MoYMOoBble AUUKU KAUEHMOos.

BHeceHune agpeca B CIUCOK NCKNOYEHNI MOKET BbITb MHNUNNPOBAHO NO OAHOVI 13 NPUYNH:

e OmKasz om paccoiKU — KOHTPAreHT BblPaswui KefaHWe He noJsyy4aTb MHPOPMaLMOHHbIe
PaCCbINIKK.

e [loumoeblli AWUK He cywjecmeyem — cboin oTnpaBKM COObLLEHNA NoayYaTeNto NO NPUYNHE
OTCYTCTBMA AAHHOIO NOYTOBOTO ALWMKA.
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e [loumoessili AWUK nepenosHeH — c6OW pPacCbIIKM Ha JaHHbIA agpec no npuUYnHe

nepenosiHeHNA NOYTOBOrIO AWMKa noay4vyartena.

BHeceHMe aapecoB B CMUCOK UCKIOYEHWUI BbIMOMHAETCA B CneuuasbHOM OKHe (PucyHok 233),

BbI3bIBAEMOM C MOMOLLbI0 OCHOBHOTO MEHIO F/1aBHOTO OKHa cUCTeMbl « KoHmpazeHmel -> Paccoliaka
110 371eKMPOHHOU noyme -> OMAUCKA OM PACCLIAKU...».

e

.
.
% Otnmcka ot nowToBai paccelakm EI = @

MpruKrHa: OTKaz 0T pacChIKK v

MoyToBbe agpeca (Kam bl C HOBOM CTROKK):

test@yandex.ru
dmitry@mail.ru
n.vladimirov@grail. com

w' OTNHCGETE A OTMeHz

PucyHok 233. OKHO OTNUCKM OT NOYTOBOWM PACCbINKK.

MouToBbIE ajpeca AO0/1KHbI bbITb YKa3aHbl CMMCKOM Ha pa3HbIX CTPOKaX (Ha)-KaTme Knasuwm

«Enter»). ,ﬂ,ﬂﬂ d)MKcaLI,MM U3MEHEeHUM CNUCKa, nocne ero penakTnposaHuA, He06XO,CI,MMO HaXaTb
'

KHOMKY OTnucare

YKa3aHHble B CMUCKe aapeca NoYyTbl B NOCAEAYIOWMX PacCbliKax 6yayT aBTOMATUYECKU UCKIHOYEHDI
CUCTEMOM M3 CMIUCKA NoJslyYaTenen.
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Mopaynb «ABTOpacno3HaBaHue»

Ha3HayeHue moodynsa

MO,CI,yI'Ib dBTOMATUYECKOro pacno3HaBaHMA COAEPHKUMOIo OTCKAHUPOBAHHbLIX OOKYMEHTOB
npegHasHa4vyeH onAa co3gaHnA KapTodeK U 3anNo/IHEHUA UX MHd)OpMaLI,Meﬁ, nonyquHoﬁ B npouecce
pPacno3HaHUA AOKYMEHTOB.

Mpu fobaBnNeHUM OTCKAHMPOBAHHOIO JOKYMEHTA rpaduyeckoro ¢opmarta B CUCTEMY MOJIb30BATE/NIO
TpebyeTca BPYYHYIO MOBTOPHO 3aMO/IHATb KApPTOYKY AOKYMEHTA AaHHbIMM, COAEpXKalLMmUcA B
[OKymeHTe. [pu NOTOKOBOM [A06aBNAeHMM OAHOTUMHbLIX OOKYMEHTOB fAaHHAA paboTta MoxkeT
noTpeboBaTb 3HAYMTE/IbHbIX BPEMEHHbIX 3aTpaT. [na nonyyeHua uHpopmaumm, cogepallenca 8
OTCKAHMPOBAHHOM [OKYMeEHTe B TeKcToBOM dopmate, TpebyeTca BbIMOJNHUTL €ro pacrno3HaBaHuMe.
PacnosHaBaHWe [AOKYMEHTOB BbIMOJNHAETCA OTAE/bHbIM MOALYJIEM HA OCHOBE CheumanbHbiX
aNropuTMOB NeEpPeBoSa MEeYaTHOro TeKCTa B TEKCTOBble AaHHble. B moayne aBTopacnosHaBaHWA
3Tnac ucnonb3yeTca AAPO pacno3HaBaHUA Google «Tesseract».

CoBpemeHHble CcUCTEMbl aBTOpacno3HaBaHWA 061a4aloT BbICOKOW TOYHOCTbIO Pacrno3HaBaHWA
[LOKYMEHTOB, OHAKO BEPOATHOCTb NOSAB/IEHNA OLIMBOK CoXpaHAeTcA. BepoATHOCTb BO3HMKHOBEHMA
HEKOPPEKTHOrO pPacrno3HaBaHWA CUMMBOJIOB BO3pacTaeT MNPWM  HU3KOM KauyecTBe MUCXOAHbIX
CKaHMPOBAHHbIX AOKYMEHTOB, MO3TOMY NpPU MCMNO/b30BaHUM aBTOPACMNO3HABaHUA PEKOMeHAayeTcA
yAEeNUTb 0coboe BHMMaHME KauecTBy CKaHMPOBaHUA.

B HeKoTopbix aTpmbyTax AOKYMEHTOB He A0MyCKaeTcA HEKOPPEKTHOCTb Pacrno3HaBaHMA faxe B
OTAEeNbHbIX CUMBOJIAX, HAaNpPMMep, B HOMepax c4eToB, HoMepax TenedoHoB, naeHTUdMKaTopax. ana
KOHTPOJIA N ONEepaTUBHOIO YCTPAaHEHUS HEKOPPEKTHOCTU pacno3HaBaHWA WCMOJb3yeTcsa py4yHasn
BepudMKauma nosy4yeHHor wuHdpopmaumm. B npouecce pydyHon BepuduKauMnm NOAb30BATESb
CUCTEMbI MMeeT BO3MOMKHOCTb COMOCTaBUTb MCXOAHblE AAHHble OTCKAaHMPOBAHHOIO AOKYMEHTa U
MTOrOBbIN Pe3y/bTaT pacno3HaBaHuA. Npu BbiABNEHUN OWKMOOK Ha 3Tane py4yHoON BepuduKauumm,
MOZYNb NpeaycMaTPUBaeT BO3MOXKHOCTb BHECEHUA KOPPEKTUPOBOK.

[na Ka)kaoro TMna pacno3HaBaemoro AOKYMEeHTa co34aeTca Cneumanmn3mpoBaHHbIi ckpunt. CKpunT
bopMUpPYET UTOTOBYIO KAPTOUKY AOKYMEHTA, COOTBETCTBYIOLLYHO TUIMY PAacNoO3HAaBAaeMOro AOKYMEHTA,
N COOEPXUT MHPOPMALIMIO O MECTe PacMoONOKEHUS AaHHbIX ANA Mosel aTpubyToB KapTOYKM Ha
OTCKaHMPOBAHHOM A OKYMEHTE.

MpumeyaHue. Ha pasHbix munax 0OKyMeHmMo8 00HA U Ma e UHHOPMAYUA MOXem HaXo0umsca 8
Pa3aUYHbIX Mecmax, Hanpumep, HAUMEHOBAHUE KOHMpaz2eHma 6 cvyeme-gakmype u aKkme
8bIMosIHeHHbIX pabom. [lpumeHeHuUe Crneyuanu3upPoO8AHHO20 CKPUNMA Mo3eosaem 06Hapy#umo
Heobxodumble OQHHbIe 8 YKA3AHHOM mure 00KyMeHma.

B utore, npouecc p,o6aBneva B CUCTEMY AOKYMEHTA C nociegyoumm pacno3dHaBaHMem COCToOUT U3
HECKOJZIbKMNX 3TAMNOB:

1. CkaHupoBaHMe bymMarKHOro HOCUTENIA C COXPAHEHMEM Ha JIOKaNbHbIN AUCK paboyelt cTaHuun
no/sib3oBaTens.

2. BbINo/sHEHME pacno3HaBaHWMA OTCKAHUPOBAHHbIX AOKYMEHTOB.
3. BepuduKaums faHHbIX, MONYYEHHbIX B NPOLECCE Pacno3HaBAHUA LOKYMEHTOB.

4. ®opMmMpOBAHME UTOFOBbIX KAPTOUYEK AOKYMEHTOB.
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TpebosaHuUA K Kayecmey CKaHUPOBAHUSA OOKYMeEHMOo8

MpW BbINOJIHEHMM CKAaHMPOBAHUA, A4 NOJYYEHUA BbICOKOTO KayecTBa WUTOrOBOro pacrno3HaBaHuA,
Heobxogumo cobntoaaTb cneayrome TpeboBaHumA:

e POBHO MO3MLMOHNPOBATb AOKYMEHT Ha CTEKNE CKaHepa NpW NOAroTOBKE K CKaHWPOBaHWIO
(Npw MCNONBb30BAHNM NNAHLLETHBIX CKAHUPYIOLWMX YCTPOMCTB).

MNpumevanue. JaHHelli napamemp o0cobeHHO 8aMEeH MpPU CKAHUPOBAHUU OOKyMeHMOos,
codepaujux rnoss, 8blvucaAgemble Mo KOOPOUHAMAM OMHOCUMEsbHO KpasA OOKymeHma.

e YCTaHOBMWTb pa3speLleHne CKaHMPOBaHUA He HMKe 300 Touek Ha Atonm (mapameTp «dpi»).

e BblbpaTb TUN CKAaHUPOBAHWUA KOMMEHKU Cepo2o» WUNU «uysemHol» (He peKomeHAayeTcs
BbIOMpPaTb TUN «YépHO-besoey).

e ®dopmaT utorosoro rpadpuyeckoro ¢aiina, NOAAEPKUBAEMOrO CUCTEMOWN, AO/MKEH ObiTb:
«JPEG», «PNG» nnn «TIFF»,

e He wucnonb3oBaTb BbLICOKMA YpOBEHb KoMMpeccun npu GOPMUMPOBAHUM  UTOTOBOrO
rpaduyeckoro danna (ana popmara «JPEG»).

Pacno3HasaHue GOKyMEHmOG

B npouecce pacnosHaBaHWA AOKYMEHTOB, CUCTeMa aHanusupyeT rpaduyeckoe npencraBieHne
TEKCTa W MHTepnpeTvpyeT ero B OyKBeHHO-uMbpoBOE npeacTaB/ieHne. 3anyck macTepa
pacnosHaBaHuWA aTpubyToB AOKYMEHTOB (PUCYHOK 234) ocywecTBAsAeTcA C MOMOLLbI NaHenu

MHCTPYMEHTOB T[/1aBHOTO OKHA, KHOMKa «[Jobasumb OMCKAHUPOBAHHbLIE OOKyMeHMbl ¢
pacrnosHasaHuem ampubymos».

s fJoBaEneHne OTCKAHMPOBAHHBIX AOKYMEHTOE C PaCNO3HAEAHWEM aTPNEYTOE E [=] @
Manka ¢ wzobpameHnAMK: C:A\ImagelPGY20190328 |
AQpo pacnozHaEaHMA: Tesseract w
MNpasWno pacnozHaBaHKA: MNpasuno PacnosHaBaHWA AokyMeHTos KNC b

~

KOoNWUeCcTeo NOTOKOR PAacMozHagaHua: |4 -
MCnpaenATE OPHEHTAUMKID M0DpaKEHWA
CyMTaTk Bee Mz00pameHua ogHOCTPAHMYHEIMK JOKYMEHTaMK
OnpeaenATE M NPONYCKaTE NYCTHIE CTPaHMUBI
YaanaTe usobpaxenns nocne yonewHol obpaboTim
3anycTHTE NpoBepky W200paxeHHi NOCNe 23BepWEHMA PACNOZHABIHHA

OnpegeneHne NacnopToe
' 3anycTuTh A OTMeHa

PucyHok 234. UHTepdeiic OKHa NapameTpoB MOAY/1A Pacno3HaBaHuMS.

Mepen Haya/lOM HEMOCPEACTBEHHOrO MPOLLECCa pacno3HaBaHWA macTep npepgnaraeT ykasaTb psag,
napameTpoB:

e [lanka c u306pameHunmu — pPacnosoXxeHne Ha NO0Ka/lbHOM [OUCKe Nonb30BaTe/IbCKOM
MalWnHbI Nanku ¢aﬁﬂaMM, cogepawmmm OTCKaHUPOBAHHbIE KOMUKN OOKYMEHTOB. Bbl60p
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n306paxkeHui gNa pacnosHaBaHWA NPOU3BOAUTCA PEKYPCUBHO, T.e. ByayT pacnosHaHbl Bce
n306paXKeHMA BO BCEX BIOKEHHDbIX NanKax yKasaHHOM Nanku.

fAdpo pacno3HaseaHusa — BbIGOP AAPa CUCTEMbI pacno3HaBaHUA (Mo ymonyaHuio, Tesseract).
Mpasuno pacno3HasaHua — BbI6GOP CKpunTa AN 06pabOTKN OTCKAHUPOBAHHbIX OKYMEHTOB.

Konuyuecmeo nomokoe — KOAMYECTBO OOHOBPEMEHHO  WCMOMb3YEMbIX MNOTOKOB
pacno3HaBaHUA. YBenmyeHne napameTpa YCKOPAT MNPOLLecC pacrno3HaBaHMA TeKCTa, 04HaKo,
[aHHbIN NapamMeTp He A0/IKeH bbiTb Bbille YMCna aaep NPoLeccopa KANEHTCKON MaLUWHBI.

NMpumeyaHune. YcmaHOBKAG B6bICOKO20 3HAYEHUA Koaudyecmeda ucriosie3yemsiX MNOMoOKo8
npueodum K 3amMmemHomy CHUMEHUIO npou3600umeanocmu pa6omb/ nosb3o8amernscKoli
MQAWUHbI HG 8pemMA ocywecmesieHUA pacrno3HasaHuA. I7pu Heobxodumocmu naparsnenbHo2o
8bIMNO/IHEHUA HA  KOMIMbromepe nosnbe308amesnbCKux 3000'4, 3Ha4YeHUe napamempa
ymeHbwiarom.

Ucnpasname opueHmayuro u3o0bpaxceHuli — aBTOMNOBOPOT M300parkeHuAa npwu
HEKOPPEKTHOM OpUeHTaUuMn AOKYMEHTa.

Cyumamob ece u306paxceHUs 0OHOCMPAHUYHbIMU OOKyMeHmamu — TNpW YCTaHOBKe
[AaHHOro ¢nara OTK/IOYaETCA aArOPUTM onpeaeieHNA MHOrOCTPAHMYHbIX AOKYMEHTOB M BCe
[LOKYMEHTbI CYMTAOTCA OAHOCTPAHUYHbIMM.

Onpede/mmb u nponyckameo nycmeoie CmpaHuybl — aBTOMaTU4eCKOE UCKAKYEHNE MYCTbIX
OTCKAaHNPOBAHHbIX CTPAHWUL, U3 UTOTOBbIX d)OpMMpyeN\bIX AOOKYMEHTOB.

Yoaname u3o06paxceHus nocne ycnewHoii ob6pabomKu — aBTOMATMUYECKOE YyaaneHue
NCXOAHbIX GpaliNoB Nocne pacno3HaBaHUA U A06aBNEHMA B CUCTEMY.

3anycmume  npoeepky u3obpaxceHuli nocne 3aeepuleHUs  PAcno3HABAHUA — —
aBTOMaTUYECKUI Mepexos K NpoLeccy BepudmnKkaLmm nocae 3aBepLlieHns pacno3HaBaHus.

Mocne yCcTaHOBKM HEOBXOAMMbIX MapaMeTpoB MacTepa aBTOpacno3HaBaHuA, A4 3anycKa npouecca
HeobX0AMMO HaXaTb KHOMKY «3anycmume».

MpumeyaHue. llpoyecc pacrno3HA8AHUA MOXem 3aHUMAamMeb nNpoodomKumenbHoe 8pemMsa. imozosoe
8pemMsA 8blMNOMHEeHUA MPOYECcca 3as8ucum om pa3auYHbIX PaKmMopos, 8 YacCmMHOCMuU, Koauyecmea
pacrosHasaembix OOKYMEHMOo8, KaYecmaa CKAHUPOBAHUA UCXOOHbIX OOKYMeHmMOo8, napamempos,
3a0aHHbIX 014 rpoyecca.

B npouecce pacnosHaBaHWA AOKYMEHTOB, Ha 3KpaHe OTobparkaetca MHAMKaTop (PucyHOK 246),
nHGoOpMMpYOLWMIA O Xo4e Npouecca.

PacnozHasaHue wzobpamednd (4 w3 17)

A  OTHeHa

PucyHok 235. MHamnKaTop npouecca pacno3HaBaHUA.

Nocne OKOHYaHMA npoLecca pacrno3HaBaHUA, CUCTemMa BblAacT MHd)OpMaLI,MOHHOG OKHO (PMCYHOK

236).
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Momumo npoyer nMHGOpMaLMW, B OKHE NpUCYTCTBYeT UuMbdpa, YKasbiBalOLWAA HA KOAMYECTBO
BbIABNEHHbIX OWMOOK B Npouecce pacno3HaBaHuA. Mpn Haanumm ownboK cneayeT yaenutb ocoboe
BHMMaHMe 3Tany BepudmKaLnmn OKYMEHTA.

B CooBuenne EI =] @

PacnozHagaHne nsobpaseHui 3aBeplieHo.

06paboTano uzobpaxerui: 17.
o PacnozHaHo gokyMeHToB: 17.

MponyweHo NYCTHX CTpaHd: 0.

Ouwnbok pacnozHaeanua: 0.

Oflee BpEMA PacNozHaBaHKA: 00:05:48.
CpefHee BpEMA PACNOZHaEaHMA waobpaxkenna: 00:00:20.

He oTofipaxare 3T0T AWanor B Cleykumil paz

A 33KDPHITE

PucyHok 236. MH$OpMaLMOHHOE OKHO C pe3yabTaTaMM PAcNO3HaBaHMA.

Bepudgukayus 0aHHbIX

Ha sTtane BepuduKauum (NpoBepKkMn) pacno3HaHHbIX AOKYMEHTOB, MO/b30BaTe/Nb OCYLLECTBAAET
BM3Ya/IbHbI KOHTPO/Ib U, MPU HEOHXOAMMOCTU, MPOU3BOAUT KOPPEKTUPOBKY MOJTYYEHHBIX AAHHbIX.

Mo OKOHYaHWIO npouecca BepuPMKaLMM CUCTEMA 3aPErUCTPUPYET KapTOYKM PaCMO3HaAHHbIX
LLOKYMEHTOB. [laHHble NoJiei KapToOYeK 3ano/IHAKTCA aBTOMATMYECKM MO NPaBUIaM COMOCTaBAeHUA
obnacrei pacno3HaBaHUA CKAHUPOBAHHOIO AOKYMEHTA CKPUNTA Pacno3HaBaHMA.

Ons pocTyna K MHCTPYMEHTY BepuUdUKaALUKM PaCno3HAHHbIX JOKYMEHTOB HeobXxoAMMO Ha naHenu
av'
b

MHCTPYMEHTOB [/1aBHOTO OKHa HaMaTb KHOMKY . «3anycmums (npodoaxums) nposepKy

PACro3HAHHbIX aOKyMEHmOG... ».

Mepen 3anyCKOM WMHCTPyMeHTa BepuduKaLMu, CUCTEMA BblAAET AMANOrOBOE OKHO C YKasaHMeM
KOZIMYEeCcTBa AOKYMEHTOB B oyepeau BepudPMKaumm u npegnokeHMem HayaTb npoBepky (PucyHok
237).

r‘ BHumMmaHwe! EI [=] @

Bhl yBEpEHHI, YTO XOTWTE ZanyCTHThL NPOBEPKY PACMNOZHAHHLIY A0KYMEHTOB?
KONWYECTED AOKYMEHTOR B OUepeau: 2

He oTofipasaTh 3TOT AManor B CNeaylni pas

« [a A OTMeHUTB

PucyHok 237. lnanorosoe oKHO Hayana BepudpurKaumnu.

Mocne nonyyeHUs cornacMa Ha NPOAOJ/IKEHWE MPOBEPKMU (HaxaTve KHOMKWM «/Ja» B AMAaN0oroBom
OKHe) cuctema oTobparkaeT OKHO BepudUKaunm 4oKymeHToB (PucyHok 238).

OKHO BepudUKaLUN COCTOUT U3:
e MeH MHCTPYMEHTa.
e CnucKa pacno3HaHHbIX 4OKYMEHTOB.

e [laHeNM NPOCMOTPa OPUTMHaNa CKaHNMPOBaHMUSA.
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e [laHenu pyHKUMOHANbHbIX KHOMOK.
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PucyHOK 238. MHTepdeiic MHCTPYMeHTa BEpUPMKaLMM PACNO3HAHHbIX LOKYMEHTOB.
B cnucke PaCno3HaHHbIX OOKYMEHTOB OTO6pa)'KaPOTCFI 3anuncun, cooTBeTcTByrouwne d)OpMMpyEMbIM

KapToYyKam AOKyMeHToB. Habop nosiei 3anncu cooTBeTcTByeT Habopy NoJiei KapToUYKM AOKYMEHTa,
KOTOPble MOryT 6bITb 3aM0O/IHEHbI HA OCHOBAaHUW COAEPKMMOr0O AOKYMEHTA.

[ononHWUTENbHOE NOJIe, MapKUPOBAHHOE 3HAYKOM MHPOPMUPYET O KOIMYECTBE PACMNO3HAHHbIX
JINCTOB, CTPYNMUPOBAHHbLIX B €ANHbIN AOKYMEHT.

Mpw BbIbOPE 3aNUCK B CMIMCKE, B OKHE NMPOCMOTPA M306paxKeHnin oTobparkaeTcs OTCKaHMPOBAHHbIN
[OKYMEHT, COOTBETCTBYIOLLMI BbIOPAHHOM 3anuncu.

Mpouecc cBepKM 3aKNYAETCA B NPOBEpPKe 3aroJIHeHMA nosnem 3anucei U CooTBETCTBUMU AaHHbIX
noaAa " AaHHbIX HA OTCKAHNPOBAHHOM OOKYMEHTE.

MPOUEHT 3aNo/IHEHMA NOJIEN NOCAE aBTOMATMYECKOro Pacno3HaBaHMA CUCTEMOM YKasaH B CTPOKe
cTaTtyca naHenun GpyHKUMOHAbHbIX KHOMOK (PucyHoK 239).

3anonHeHo nonei: 10 vz 16 (62,5%)
PucyHok 239. CTpoKa cTaTyca pacno3HaBaHuA.

[na BHeCEHMA KOPPEKTUPOBOK B AaHHble NoJsiei, He06X0AMMO BbIMONHUTL OAMHAPHbLIW KAUK NE€BOM
KHOMKW MbIlK B KoppekTupyemom none (PucyHok 240). MNocne 3aBeplieHUsa KOPPEKTUPOBKM
3HayeHuA Nons, HeobXxoAMMO HaXKaTb KnaBuwy «Enter».
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MpPUHaANEXHOCTE MogTun LOKyYMEeHTa Homep WHH NMpogasua MNpogaee,
1 0 1 " BUC * Cuet '99-19 | 7813396062 © 000 "Tamma"
2 1 BIC AKT 99-19 7813394081 000 "Ansda’
PucyHok 240. KoppeKTupoBKa pacno3HaHHOro 3Ha4YeHuA.

MpumeuvaHue. Koppekmuposka HeKomopsix mnoseli HenocpedcmeeHHO 8 Crucke moxcem 6bimeo
HedocmynHa u 3a0aemcsA HACMPOUKAMU CKpunma pacrno3HasaHusa (8 OaHHOM rnpumepe rosne
«Modmun dokymeHmMa»).

I"Ipm BbINOJIHEHNU p,BOl‘/iHOFO KNMKa N1EBOM KHOMKU MbIWKM Ha 3aMNMcu WMAW HaxXaTUA KHOMKMK

EIE e e B NaHenu GYHKUMOHANbHbIX KHOMOK OTKPbIBAETCA OKHO AEeTa/lbHOro
pefaKTUPOBAHMA Nosein KapToukK (PucyHok 241).

o~ PegakTnpoEaHne napaMeTpos EI@
MpYHaIgNEXHOCTE: BIC W s THN goOKYMeHTa: ADXMEHBIA k'
MogTun goKyMeHTa: Cuer ~ & Homep: 99-19
WHH MNpogasua: 78133296062 T 5 MNpogaeey: 000 "Tanma” = %
WMHH Mokynatena: T 5 Mokynarent: s %
[ata OoKyMeHTa: e =) %
ZaN0AHWTE K3k Npegblgywyo w COXPIHWTE A 33KPLITE

PucyHok 241. OKHO AeTanbHOro PeAakTUMPOBAHMA NONEN KapTOUKM.

MpY NCNONb30BaHMM AETaNbHOTO OKHA PeAaKTUPOBAHMSA, A5 YKA3aHMA 3HAYEHUIM NONEN KapTOUKK
BO3MOHO NPUMEHEHME CMPABOYHMKOB M CMUCKOB PUKCMPOBAHHbLIX 3HAYEHUW. [NA 3ano/HEHUA
KapTOUYKM [aHHbIMU NpPeablayLero AOKYMEHTA B OKHEe MPUCYTCTBYET KHOMKa «3amosHuUme Kak
npeodbIOywyro».

Ona ypobctBa npoBefeHWA CBEPKM AaHHbIX B OKHE MPOCMOTPA CKAaHUMPOBAHHOIO [AOKYMEHTa
npeaycMoTpeHo MaclTabupoBaHMe 1 NOOChbI MPOKPYTKM.

Onepau,mm No M3MeHEeHUO MaclwTaba OT06pa)-KeHMﬂ CKaHMpPOBaAHHOIO M306pa)-KeHMﬂ AOKYMEHTa
pacnonoXXKeHbl B NnaHeENn d)yHKLI,VIOHaI'IbeIX KHOMOK:

e lllupuHa obaacmu npocmompa u306paxceHuUs — 3HauyeHWe MO/ YKa3blBAaeT Ha LUPUHY
OKHa NPOCMOTPa M300parKeHU B MUKCeNAX aKpaHa. Mpu yBeanyeHun 3HayeHus, obnactb
NPocMoTpa M306paXKeHUt CTaHOBUTCA LUMPE 33 CYET YMEHbLLEHMA WMPUHbI CMUCKA 3aNUCeN.

e [lo wupuHe OKHA — YCTaHOBKa 3HAY€HWUs NPUBOAUT K aBTOMATMYECKOMY Bblbopy MacluTaba
oTobpakeHns u3obparkeHnss TakMm obpasom, 4YTOoObl M306paxKeHMe MNOJIHOCTbIO
oTobpakanock B 061acTh NnpocmoTpa.

e +/-/%-3anaeT 3HayeHUe maclwTtaba n3o0bparkeHus.

HaxaTne Ha KHOMKy NPUBOAUT K OTKPbITUIO CKAHUPOBAHHOINO [AOKYMEHTa B CTOPOHHEM
npuaoxeHun (PucyHok 242). B gaHHOM peXKMme MOoABASETCA BO3MOMKHOCTb MCMNO/b30BaHMA
MHCTPYMEHTOB CTOPOHHETO NPUNOMXKEHMA ANA yao6cTBa 0TobpaKeHUA CKAHMPOBAHHOMO AOKYMEHTA.
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PucyHok 242. OTobpakeHne CKaHMPOBaHHOIO AOKYMEHTA B CTOPOHHEM MPUNOXKEHUN.

Ona poctyna K NosHOMY CMMCKY AA@HHbIX, PACMO3HAHHbLIX Ha CTPaHULE AOKYMEHTa, Heobxogmmo

HaKaTb KHOMKy | NOAPOOHEE.. | g napeny dYHKLMOHANBbHBIX KHOMOK. MOMHbI CAMCOK AaHHbIX,

PaCno3HaHHbIX B BbIBpaHHOM AO0KYMeHTe, oTobparkaeTca B OTAENbHOM OKHe (PucyHok 243). Ona
yA06CTBa NOMCKa HEOBXOAMMbIX AaHHbIX B JOKYMEHTE MCMNOb3YETCA CTPOKa MoucKa «lammepH».
HenocpencTBEeHHbIM MOMCK OCYLLLECTBASETCA HAXKaTUEM Ha KHOMKY «cKamb».
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A 33KpHITE

PucyHok 243. OKHO oTo6paXKeHUs Pacno3HaHHOrO COAEPKMMOro LOKYMEHTa.

[N BbINONIHEHUA TPYNMNOBbIX ONepPaumii y Kaxa0M 3anmMcu B CNUCKe NPUCYTCTBYET AONONHUTENbHOE
none Bbibopa (PucyHok 244).

1 0 @1
2 1

PucyHok 244. MNone Bbibopa 3an1cu B CUCKeE.

K rpynnoBbim onepaunam OTHOCATCA:

e Peaucmpayusa — NoATBEP}KAEHME 3aBeplleHMA npouecca Bepudukaumm ana BblbPaHHbIX

3anucen m CO34aHNe KapToydeK OOKYMEHTOB. Onepau,vm BbI3bIBAETCA HAXKATUNEM HA KHOMKY

i
33pETUCTPYPOBATE | g 66 nacTU BYHKLMOHAIBHBIX KHOMOK.

e YOaneHue — ypaneHWe OTMEYEHHbIX 3aMMCENM W COOTBETCTBYIOLLMX MM CKAHWMPOBAHHbIX

[LOKYMEHTOB M3 cucTembl. Onepauma Bbi3bIBAETCA HaXKaTUEM Ha KHOMKY © Yoanure B
061acTvt PYHKLMOHANbHBIX KHOMOK.
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e ObveduHeHue — obbeaMHeEHME HECKO/NIbKUMX OOKYMEHTOB B OAMH. B KauyectBe aTpubyToB
HOBOro 06beAgMHEHHOrO [AO0KYyMeHTa b6epyTtca aTpubyTbl nepBoro M3 o06beauHAEMbIX
[OKyMeHTOB. Mcnonb3yercA B CUTyauuaAx, KOrAa HECKO/IbKO Pacno3HaHHbIX JINCTOB
COCTaBNAKT eAuHbIn  AOKYMeHT. Onepaums BbI3bIBAaETCA HaXaTMEM Ha  KHOMKY

LI B 06/1aCTN GYHKLMOHAIbHbBIX KHOTMOK.

JononHuTenbHble rPynnoBble onepauum HaxoAAaTCs B MEHIO MHCTPYMEHTa BepuduKauum, MyHKT
«Pacno3HasaHue»:

e Pacno3zHame 8bl6paHHbIe MoBMOPHO — I'IOBTOprIﬁ BbI30B onepaunn no pacno3HaBaHWUIO
ANnAa JOKYMEHTOB, Bbl6paHHbIX B CNUcCKe.

e PacnosHamb 8bl6paHHble NO8MOPHO (KAK O0OHOCMPAHUYHbIE) — TNOBTOPHbLIA BbI3OB
onepauuM No Pacno3HaBaHWIO ANA BblOPAHHbIX AOKYMEHTOB C OTK/IOYEHMEM MeXaHM3Ma
onpeaeneHnas MHOTOCTPAHMYHbBIX [LOKYMEHTOB, 4YTO MpuBeAeT K CO034aHuto Habopa
OAHOCTPAHUYHbIX JOKYMEHTOB (aHAaNOMMYHO AEUCTBUIO onuumn « Cdumame ece u3obpaxceHus
00HOCMPAHUYHbLIMU OOKYMEHMAMU).

Ana y,£||O6CTBa Bbl60pa AOKYMEHTOB B CNMKCKe npeaHa3Ha4YeHbl KHOMKW:

o BinownTe BC8 | _ gL1Gop BCEX 3aMMceit B CRIMCKE.

o BelkmouTe ¢8| cyaTie BbIGOPA CO BCEX 3amnumceit B Crncke.

MpumeyaHue. Paszden meHo «LoKymeHmM» UHCMPYyMeHMa sepuguKkayuu OaHHbIX Oybaupyem
delicmeuA naHenu pyHKUUOHAbHbBIX KHOMOK U npedocmassadem 0ocmyn K onepayuu sKcriopma
MO/IyYeHHbIX PACNO3HAHHbIX OQHHbIX U3 CUCMeEMbI: « IKCIopmuposams 8bl6paHHble U306paxceHus u
PACNO3HAHHLIG meKcm» U «3KCrnopmuposams PACO3HAHHbIE 104 8bl6PAHHbIX OOKYMEeHMo8 8
CSV».

Ecnn pa60Ty Nno pPacCno3HaBaHUO OOKYMEHTOB BbIMOJ/IHAN p,pyroﬁ noab30BaTe/lb U HEO6XO,CI,VIMO
BbIMO/IHUTb BepMd)MKaLl,VIPO OT ero MMeHN, Tekyulero noab3oBartena anAa onepaunn no perncrtpaumm
OOKYMEHTOB MOXHO M3MeHUTb. nA Bbl60pa nosib3oBaTesiId, OT UMEHUN KOTOPOTro 6yﬂ,ET BbINOJ/IHEHA

oy
onepauusa, npefHasHayeHa KHOMKa &  CMEHUTL MONL30EATENS. .. B MaHenn OYHKLUMOHaNbHbIX

KHOMNOK.

Mpumeuanue. Onepayus Mo cMeHe meKywe2o0 rosab3oeamesns 019 ONepAyUU 803MOXCHA MOsbKO
ecnu pacrnosHasaemole OOKYMEHMbI HAX00AMCA HA cemesom pecypce, 0oCmynHom 060um
none308amesam.

-y
Ha)kaTe Ha KHOMKY FPEMUCTOVPORAT: | nnigeneT K 3aBEpPLUEHUIO BepUOMKALMU [OKYMEHTOB,

OTMeYeHHbIX B cnucke. [locne perncTpaunn BblaeneHHbie 3annCcn UCHE3HYT U3 CMNUCKa, a
COOTBETCTBYHOLWMNE KAPTOYKN AOKYMEHTOB NOABATCA B CUCTEME.
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NMaHenun ynpasneHuna raBHOro OKHa cuctembl

MaHenb ynpaBneHWsa npegHasHavyeHa AnA ObICTpOro A[o0CTyna NO/Ab30BaTeNss K OCHOBHOMY
dYHKUMOHany cuctembl. MaHenb oTobpa)kaeTca B BepxXHEW 4YacTu MHTepdenca rNaBHOro OKHa
CMUCTEMbI M MOXKET ObITb, MPU }KenaHuK, CKpbiTa Nonb3oBaTesiem. HacTpoika oTobparkeHns naHenu
WMHCTPYMEHTOB HaxoAMUTCA B OCHOBHOM MEHIO [/1aBHOrO OKHAa CUCTEMDbI, pa3aen «Buod».

B 3aBMCMMOCTM OT KOMMIEKTaUMM CUCTEMbI M YPOBHA AOCTyNa No/sib3oBaTensa, Habop naHenen u
KHOMOK YNpPaBAeHMA Ha HUX MOXET BapblMpPOBaTbCA.

Onsa  Ka)KOoh KHOMKM Ha MaHenAu ynpaBieHWAa npeaycMOTPeHa BCM/bIBalOWAA MOACKA3Ka,
ONMCbIBAOLW,AA XapaKTep BbINONHAEMOM KHONKOM onepaumn. BecnabiBatowas noackaska noABAAeTCA
nocne HaBeAeHUs U yAEPKaHUA Kypcopa MbllLM Ha KHonKe (PucyHok 245).

||\
!ﬁ-’y /\\
OBHOBHTE |

PucyHok 245. Mpumep BCNAbIBAOWEN NOACKA3KM.

MaHenb uHCMpymeHmMos noav3oeamens

Ha naHenu MHCTPYMEHTOB NONb30BATENA 3NEKTPOHHOro apxmea (PucyHok 246) cobpaHbl KHOMKK
BbINO/IHEHUS OCHOBHbIX OMNepPaLLMii, JOCTYMHbIX NONb30BATENO CUCTEMBI.

B S BVUE 39 F IRV L@ QR R X0

PucyHoK 246. NaHenb NHCTPYMEHTOB NO/b30BaTENA 3/IEKTPOHHOIO apXmBa.

OMmKpbimb KaApmo4yKy OOKymeHmMd — OTKPbITUE KapTOYKM BblbpaHHOro B Aepese
06BEKTOB AOKYMEHTa (aKTMBEH TONIbKO MpW Bbibope B AepeBe AOKYMEHTOB AOKYMEHTa B
i ToMe «bubsuomexke OOKyMeHmMos»).

Pasgen Tekywen AOKYMeHTauumn «MpocmoTp U pefakTUPOBAHME KAPTOYKM AOKYMEHTa».
Co30amb HOBbIli 00KyMeHmM — CO3[3aHWe HOBOFO AOKYMEHTa B cucTeMe (aKTUMBEH Npwu
BblbOpe B AepeBe 06BEKTOB NAMNKWN UM AOKYMEHTa TOMa «bubauomeKka 00OKymMmeHmMos»).
Pasgen Tekyuwen AokymeHTauumn «Co3aaHme HOBOro AOKYMEHTa».

Co30amb Hoeblli 00KymMmeHmM Ha ocHoee wabaoHa — CO3[aHWE HOBOFO AOKYMEHTa B

—I\EI CUCTEME Ha OCHOBAHWW TOTOBOrO LWabsoHa (aKTMBEH Mpu Bblbope B AepeBe 06BHEKTOB
nankm Uamn AoKymeHTa Toma «bubsuomeKka 0OKyMeHmMo8»).

Pasgen Tekywen AokymeHTauum «Co3aaHme OKYMEHTA Ha OCHOBeE WabnoHa».

Co30amb HOBYHO KAPMOYKY — CO3JaHNE KapTOUKM 6e3 AOKyMeHTa (aKTMBeH npu Bblbope
= B ZlepeBe 06BEKTOB Nanku UM AOKYMEHTa ToMa «bubauomeKka 00KyMeHmos»).
Pasgen Tekywen AoKymeHTaummn «Co3aaHme HOBOM KapTOUKM 6e3 JOKYMEHTay.
Co30amb HOBYIO HOMEHK/AAMypy — CO3[aHue HOMEHKNaTypbl (aKTMBEH npu Bblibope B
Aepese 06bEKTOB TOMa «HoMeHKaamypa»).

Paspgen Tekyuleh AOKyMeHTauuu «Mpu 3anoNHEHUM KaPTOYKM [aHHbIMU Heobxoammo
YUMTbIBATb, YTO 3HAYeHUsA noneir 6yayT npoaybAMpoBaHbl B KAPTOYKE KaKgoro us
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[OKYMeHTOB rpynnbl. Ecan HeobxoguMmo yKasaTb YHUKaNbHble 3HAYEHUA B KapTOuKe
AOKyMeHTa rpynnbl, Nocne 3aBeplleHuA CO3J4aHUA [OKYMEHTOB, Tpebyetca py4yHoe
pefaKTUPOBaHWE KaPTOUKM.

MpumevaHue. Ecau Ha OaHHOM 3marne Mosb308amesib 8 OKHE PedaKmopd KApmMovKu
Haxxmem KHornky «OmmeHa», npouyecc co30aHus eceli epynnel 0oOKymeHmos bydem
OMMEHEH.

Mocne HaxaTua KHOMKKU «Jobasume» B pefakTope KapTOYKM, CMCTeMa aBTOMATMYECKM
CO34aCT HOBble JOKYMEHTbI U MOMECTUT UX B BbIOPAHHYO Nanky. HazBaHWA AOKYMeHTam
6yayT NPUCBOEHbI HAa OCHOBAHMM 3HAYeHWA nons «Beedume HazsaHue OOKYMeHMa»
MacTepa co3faHuaA rpynnbl 4OKYMeEHTOB. CXeMa MMEHOBAHUA LOKYMEHTOB BbIrAAUT TaK:
3HayeHWe nons «Bgedume Ha38aHUe OOKYMeHmMa» + NOPSAAKOBbIA HOMEpP LOKYMeHTa B
KPYr/ibIX CKOOKax.

B oTAMuMe OT mexaHM3Ma CO34aHMA eAUHUYHOTO AOKYMEHTa, MocC/ie CO34aHMA rpynmbl
[OKYMEHTOB, cooTBeTcTByloWMe UM dainbl, He ByayT OTKPbITbI Ha PeAaKTMPOBaHWE B
CTOPOHHUX MNPUNOXKEHUAX. PesaKkTMpoBaHMe AOKYMEHTOB MONb30BaTeNb OCYLECTBAAET
BPY4YHyto. MoapobHO npouecc pesakTUPOBAHMA ONUCAH B TEKyLLen OOKYMeHTauuu B
rnase: «PegakTMpoBaHue LOKYMEHTa».

Co3gaHne HOMeHKAATypbI».

Co3daHue cdamoyHoli onucu — co3gaHune cAaTo4HOM onucK B moayne «ApxusHoe 0eso».

Co30aHue 3anpoca Ha 8bl0a4y — CO34aHME 3aMpPOCa Ha BblAavyy LOKYMEHTOB B MoAy/e
«ApxusHoe 0eno».

YnpaeneHue cKnadom — BbI30B OKHA OCYLLECTB/IEHUA YNPABAEHWUA CKAALOM MOAYNA
«ApxusHoe 0esno».

KoHmpazeHmol — BbI30B OKHA YNpPaB/JeHUA KOHTPAreHTaMmn moaynsa « KoHmpazeHmel».
Pasgen Tekywen 4oKyMmeHTaunmn « Cripa8oYHUK KOHMPAz2eHmos».

fobasumb O0OKymeHmM cO CKaHepa — CO3[aHME HOBOrO [JAOKYMeHTa Ha OCHOBe

n3obpakeHns, NOSY4EHHOIO CO CKaHepa (aKTMBEH Npu Bbibope B AepeBe 0O6EKTOB NanKu
WU IOKYMEHTa ToMa «bubsiuomerka 00KyMeHmMoe»).

Pasgen TeKkyliel AoKymeHTaumm «JobaBneHne AOKYMEHTa CO CKaHepay.
Aobasumb doKymeHmM — UMNOPT AOKYMEHTa B CUCTEMY C MO/1b30BATE/NbCKOIO IOKa/NbHOIO

AMcKa (akTvBeH npu Bblbope B AepeBe OOBEKTOB ManNkM WAM AOKYMEHTa TOMa
«b6ubsUOMEKA OOKYMEHMOB»).

Pasaen Tekylen AoKymeHTauumn «JobasneHue 00KyMmeHmMa u3 cywecmasyrou,e2o ¢alina».
Skcnopmupoeams AoKymeHmM(bl) — BbIrPy3Ka AOKYMEHTa M3 CUCTEMbI HA JIOKa/IbHbIM

No/Ib30BaTE/IbCKUI ANCK (aKTUBEH Npwu Bbibope B AepeBe 06EKTOB NANKU UAU AOKYMEHTA
ToMa «b6ubsuomeKa O0KyMeHmMos»).

Pasgen Tekylen [AOKyMeHTauuu «Bblepy3ka o06bekma apxusa HA KOoMMbomep
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nos16308aMmMersnA».

Aobasumb omckaHUposaHHble OOKYyMeHmMbl C pacno3HasaHuem ampubymoe —
nobaBneHne B CUCTEMY [OOKYMEHTOB C OAHOBPEMEHHbIM PAcMO3HaBaHMEM 3HAYeHUM
nonen atpmbyTos (aKTMBEH Npu BbiIbOpE B AepeBe 0OBEKTOB MaNKM UAM AOKYMEHTa TOMa
«6ubsuOMeKa O0OKYMeHmMOo8»).

J[loCTynHO Npu UCNONb30BaHUN MOAYNA «ABMOPACNO3HABAHUEY.

Pasgen TeKkyllen JoKyMeHTauun «Pacrno3HasaHue 00KyMeHmos».

3anycmume (npodoaxcumes) npoeepKy pacno3HAHHbIX OOKyMeHMOo8 — OTKPbITUE OKHa
aKUEenTMPOBaHMA AOKYMEHTOB (aKTMBeH npu Bbibope B AepeBe OO6BLEKTOB Manku Uan

OOKYMeHTa ToMa «bubsuomexka 00KymeHmMo8»). JOoCTynHO Npu UCMNO/b30BaHUM MOAYANA
«Asmopacrno3HasaHue».

Pa3pen TekyLwen 4OKYMeEHTaUMN «BepuguKayusa 0aHHbIX».
Pedakmupoeamb OOKymeHmM — pefaKTUPOBaHME COAEPKMMOro AOKYMEHTa CUCTEMbI

(akTvBeH npu BbibOope B AepeBe O0OBEKTOB [OKYMEHTA Toma «bubsuomeka
O0OKYMeHmos8»).

Pasgen Tekylwen A0KYMeHTauumn «PedakmuposaHue 00KyMeHma».
3asepwums pedakmuposaHue OOKymMeHmMa — BO3BPaT [JAOKYMEHTa M3 peXxuma

pefakTUpoBaHMA (akTMBeH npu Bblibope B AepeBe OOBLEKTOB [OKYMEHTA, B3ATOrO Ha
penakTMpoBaHue Toma «bubauomeKa 0KYyMeHmMos»).

Pasgen TeKkylie AOKYMeHTaumm «PegaktmposaHme 4OKYMEHTa».

Modnucame GoKymeHm — noanucaHve AOKYMEHTa CUCTEMbl (aKTMBEH npu Bbibope B
AepeBe 00bEKTOB AOKYMEHTa ToOMa «bubsuomexka OOKyMeHMos»).

Pasaen Tekyuien AoKyMmeHTauum «MognucaHme AOKYMEHTa».

Co30ameb Hosoe ysedomseHue — CO3aHNe HOBOrO MEXKNO/1b30BaTE/IbCKOTO
yBEAOM/IEHUS.

Pasgen Tekyuien AoKyMmeHTauumn « Co3aaHme MesKno/1b30BaTe/IbCKOro yBeAOoMIEHMAY.

Haiimu 60KymeHm — NMOUCK OOKYMEHTA B CUCTEME.

Pasnen Tekyllen AOKYMeHTaUUKN «[TOUCK KapTOYEK AOKYMEHTOBY.

Halimu nanKy — novcK nanku B cucteme.

Pasaen Tekyulei AOKYMeHTaUnKn «MoucK nanku».

U3b6parHHoe — oTobparkeHne cnnucka n3bpaHHbIX Nanok.

Pasaen Tekyulei AOKymeHTaunmn « M13bpaHHoe».

O6Hoeumb — ob6HOBNEHME MHOOPMALMKM O TeKyleM OObEeKTe, aHa/or HarKaTuAa Ha
KnaBmaType KnaBuwm «F5» unm «Ctrl» + «R» (B 3aBUCMMOCTM OT 06beKTa OTOBpaXkeHuUs).
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CucmemHbie HacmpoliKu — 0TObpaXKeHne OKHa NoJ/1b30BaTe/IbCKMX HACTPOEK.
Pa3pnen Tekylen AOKYMEHTaUMN «BbinosIHEHWE NONb30BaTE/IbCKMUX HACTPOEK
NPUIOXKEHUAY.

O npozpamme — nonydyeHne nHGopmaumm O TEKYLLEN BEPCUM NMPUNOKEHMUSA.

Pasgen Tekyuwen 4oOKyMeHTaunmn « MMHUMKU3aUUA NPUIOXKEHMA B 061acTb
YBEAOMIEHUMN Y.
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KoHTeKcTHOe meHI0 06beKTa

KoHTeKcTHOe MeHto obbeKkTa npeaHa3HavyeHO AAA MojyvyeHuAa BbICTPOro AoCTyna K onepauusam,
CBA3AHHbIM C O0OBEKTOM BblOpaHHOro TMna. NS Bbl30Ba KOHTEKCTHOro MeHio (PucyHok 247)
Heo6Xx04MMO BbIMONHUTL OANHAPHbLIN KNWK NPABOM KHOMKOM MbllK Ha 0b6bekTe.

- EMONHOTEKE AOKYMEHTOR
- BpeMaHHadA nanka
¥, | NuuenzwonHelid gorogop N2 23 ot 04.04.2019
E ﬂHLI,EHSI-"IOH ||||| M omArARAR RO A mr 27 04 040
- . [ kaprouka...
W | Hoewiit gowy
B 2 £7 OTKpLITE CBAZaHHBI AOKYMEHT

=% MOAYYNTL BHEWHION CCbIKY. ..

[» BxogAwme
=} VNpPaBneHne BHEWHWMN CCINKaMM...
[» Norosophl
[» MoxopAwme | 7] 33NpoCHTE OPHUIMHENE JOKYMEHTOE...
[» KaHuenapus ~ (C0znaTe 23Npoc H3 BblAauy...
= HomMeHknatypa
> OTaen ka
a A Coznate >
[ OTyeThl ¥ obasnTs 3
P& Nuudsie nanku ~ OrnpasnTs N
b g HoMewknatypa
[P OUALTPHI KonuwpoeaTe
b WabnoHw BeraenTs

=0 MepeyMeHOBaTE...
MepeMecTiTb...

A Y0anuTe...
Mpaeka >
Manka >

PucyHok 247. Mpumep BbI30Ba KOHTEKCTHOTO MEHIO 15 0ObeKTa.

B 3aBuMcMmoCTM OT TMna M CBOWCTB ObObeKTa CUCTEMDI, Ha6op onepau,mﬁ B CNMUCKe MEeHK N UX
AOOCTYNHOCTb MOTYT OT/INYATbCA.

KOHTEeKCTHOe MeHK ONAa fepesa obbekToB ,D,Y6J'IMDYET onepauunun, nepeyvymcieHHble B OCHOBHOM
MEHK TN1aBHOIro OKHa CuCTtembl, pasgen «O603p€60m€ﬂb» (TEKYLLI,aﬂ AOKYMEHTaUuA, pasaen
«OCHOBHOE MEHH 2/108HO20 OKHA CUCI’nEMbI»).

Echn HasBaHMe nNyHKTa MEHK 3aKaH4yMBaeTCcA CUMMBOJIOM «..», BbI3blBaemasa onepaumsa
npeaycmaTpuBaeT OTKpbiTUE AOMNOJIHUTE/NIBHOIO OKHaA.

Ba)kHO. [Tpu OmKna4YeHUU 0uas10208biX OKOH (onucaHo 8 pasdesne «OmMKAw4YeHUE Ouda0208biIX
OKOH» meKyweli 00OKymMmeHmMayuu), B03MOXHO CKpbIMUE OKOH, npedycCMOmpeHHbIX cucmemoli 0714
8bIMNOMHEHUA onepayuu.

Ffopu30HTaNbHbIE Pa3AeNUTe/IbHbIE IMHUM B MEHIO NpeZiHa3HauyeHbl A8 rpynnupoBKM BAN3KUX No
CMbIC/ly onepauui.

HOA‘-IepKHyTbIl\;I CMMBO1 B Ha3BaHUU MYHKTa MEHIO NpeaHa3Ha4YeH 1A 6b|CTpOI’O Bbl30Ba onepauunn.
B pacKpbITOM MeHI0 4/1A BbI30OBa COOTBeTCTBYI-OLLI,eﬁ onepaunn BO3IMOKHO HaxXaTue Ha K/aBuatype
KN1aBuUln, COOTBGTCTByIOLLI,GVI noA4YepPKHYTOMY CMMBOJTY B Ha3BaHMU MYHKTA.

MNpumeuanue. [lpu ucrnone3zosaHuu b6bicmpo2o 6bi1308a HeobX00UMO yO0oCmMo8epuMsbCA, 4YMo
MeKyw,aa A3bIKo8aA PACKAAOKA KAasuamypbl coomeemcmayem f3biKy MoOYepKHYmMo20 cumeona 8
HA38aHUU MyHKMQ.
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs Bepcua 6.5

lMYHKTbl KOHTEKCTHOrO MeHI0, 3aKaH4YMBaAIOWMECA CUMBONOM «>» ABAAIOTCA pasgenamu, npu
HaBeZEeHMM Ha HUX Kypcopa MbllK, ByaeT packpbITO A4ONOHUTEIbHOE NogMeHto (PucyHok 248).

= KapTouka...

ﬁ OTKDBITE CBAZAHHEIA LOKYMEHT

<2 TMONYYHTE BHEWHIOK CCLUKY...

% YNpaBneHne BHEWHMMN CCbIKAMM....

W3 ZanpocuTe OpUrMHANE AOKYMEHTOE...
-~ Co30ath 33Npoc Ha Bbldady...

| Cozmate & | LOKYMEHT...
¥ [ofaeuTe > | [oKyMeHT Ha oCHOBe wabnowa...
¢ 0TNpaBKTh > Cpynny AOKYHMEHTOB...
Konupoeate [3 Kaprouky Bez nokyMeHTa...
BcraeuTe

=0 MepayMeHoBaTE...

MepeMecTuTE... = Danky...
A YOanTe...

Mpaeka >
-~ Manka K

PucyHok 248. MNoameH0, KOHTEKCTHOIO MEHI0 06beKTa.
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OCHOBHOE MEeHI0 MaBHOro OKHa CUCTEMDbI

OCHOBHOE MEHIO Pacrno/ioXKEHO B BEPXHEM YacTu MHTepdeica rnaBHOrO OKHa cuctembl (PUCYHOK
249) v npefocTaBAAET AOCTYMN NONb30BATENO K MONHOMY QYHKUMOHANY CUCTEMDbI.

"' SnexTponHeli apxne ITIAC6.5.0-7 (Tuuerzna gna 000 "3tnac-Codt") P ||
Obozpesatens Bug Hadtw  ApxweHoe geno  KoHTparewTel  HacTpoiku Momowk

PucyHok 249. OCHOBHOE MEHIO F1aBHOMO OKHa.

MpumeyaHue. B 3gsucumocmu om KomnaekKmayuu cucmemesi, HG60p MYHKMo8 MEeHK MOoXem
omau4amsCAa om YKA3aHHO20 Ha u306pa)+ceHuu.

MeH10 Nosb30BaTeNs CUCTEMbI COCTOUT U3 CAEAYIOLMX Pa3ae/os:

e 0603pesamesnb — OCHOBHOI pa3gen MeHIo NpeaoCcTaBAAOWMI AOCTyN K 6asoBomy U
paclwmnpeHHOMY GYyHKLMOHANY CUCTEMBI. B TeKyllel 4OKyMeHTauum pasaen «Pasaen meHwo
«0Obo3peBaTenby.

e Bud — B pa3saene cobpaHbl HAaCTPOMKK, CBA3aHHbIE C 0OTObparkeHnem uHTepdelica cuctemol. B
TeKyLLen 4OKYMeHTaunn «Pasaen meHio «Buay.

e Haiimu — B pa3gene nepeyncieHbl onepawmm, CBasaHHbIe C MOUCKOM 06beKTOB B apxmse. B
TeKylLen 4OKYMeHTaunn «Pasaen meHio «Hantmy.

e ApxusHoe 0esn0 — AOCTYN K GYHKLUMOHaNy moayna «ApxugHoe 0esa0». B Teryluen
AOKYMeHTaumn «Pasgen meHto «ApXnMBHoe 4eno».

o KoHmpazeHmeol — noctyn K GyHKUMOHANY moaynsa « KoHmpazeHmol». B TeRywien
OOKyMeHTaummn «Pasgen meHto « KOHTpareHTbI».

e Hacmpoliiku — B pasgene crpynnmMpoBaHbl OCHOBHbIE HACTPOMKU KIMEHTCKOM YacTu CUCTEMBI.
B TeKywen gokymeHTaunm «Pasgen meHto «HacTpoiku».

e [lomowb — B pasgene CrpynnmMpoBaHbl UHCTPYMEHTbI AR NOJyYEHUA CNPABOYHOM
MHbOopMauuMKn. B Tekywet aokymeHTaumm «Pasaen meHio «Momolb».

Pa3zden meHio «Obo3pesamendr

=l Kapmouka... OTKPbITME KAapTOUYKM AOKYMEHTA.

44 OmKpbIMb c8A3aHHbIl OTKPbITME OKHA CO CMUCKOM CBS3aHHbIX AOKYMEHTOB ANS Nepexoaa.
0oKymeHm Pasaen Tekyuien 4oKkyMeHTaumm «CesAsbiBaHNE AOKYMEHTOBY.

“s Monyyumeo eHewHIOO dopmupoBaHME BHELUHEN CCbINKM Ha AOKYMEHT. Pasgen Tekyuiein
CCbINKY... AOKYMeHTaumm « PopmMuposaHUEe CCbiKU HO 06bekm apxuea».

% YnpaeneHue eHewHumu  OTKpbITUE OKHa YMpaBAeHUA cCbiKaMW. Pasgen  Tekylieil
CCbiAKamu... AOKYMEHTaUMK «YnpaesneHue 8HeWHUMU CCbIAKAMU».

dopmupoBaHMe 3anpoca Ha MOJlyYeHME OpPUIMHaANA [AOKYMEHTa.
Pazgen TeKywen AOKymeHTauum «Bknadka  «Paboma ¢
OPU2UHAAAMU» KAPMOYKU OOKYMeHma».

o 3anpocums opuauHanei
00KYyMeHmos...

Co3zdame 3anpoc Ha cDO}C)MI/IF)OBaHl/Ie 3anpoca Ha BblAa4yy OPUTMHANOB OOKYMEHTOB U3
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ebioayy...

fr=]
5 3anpocumes eo3spam
mamepuanos...

Co3zdame >
v flobasumo >

~* Omnpasumso >

apxusa.

dopmupoBaHMe 3anpoca Ha BO3BPAT OPWUIMHANOB [LOKYMEHTOB B
apXxuB.

«MogmeHto «Co3aatb».
«MNogmeHto «[06aBUTbY.

«MogmeHto «OTNPaBUTbY.

Konuposameo

Bcmasumeb

=l nepeumeroeame...

KonupoBaHne o06beKTa B CUCTEMHbIM Oydpep obmeHa. Paspen
TeKywlen AoKymeHTaumm «lepenmeHoBaHWE, nNepemelleHue,
KOHUPOBAHWE M yaaneHne o6 bEKTOB B apXMBeE».

BctaBKa ob6beKkTa n3 cuctemHoro bydepa obmeHa. Pasgen tekyuwen
AOKyMeHTaumm «lepenmeHoBaHUE, NepemelLeHne, KIoOHUpoBaHe
W yaaneHne ob6beKToB B apXmMBe».

NepeumeHoBaHMe BblbpaHHOro o6beKkTa. Pasgen Tekyuen
AOKyMeHTaumn «lepenmeHoBaHUeE, NepemelLeHne, KNoOHUpoBaHue
W yaaneHne obbeKToB B apXmMBe».

MNepemelleHne BbibpaHHOrO 0OBLEKTa BHYTpU apxuBa. Pasgen

Mepemecmume... TEeKywen AoKymeHTauum «llepeMmeHOBaHMe, nNepemelleHune,
KOHUPOBAHWNE M yaaneHne o6 bEKTOB B apXmBeE».
YnaneHune BblbpaHHOro obbeKTa. Pasgen Tekyliel AOKYMeHTauuu
A Yoanume... «MepenmeHOBaHNe, nepemelleHne, KJAOHUPOBaHME W yAaneHue
06bEKTOB B apxuBey.
lpaska > «MNogmeHto «lMpaBKa».
Manka > «MogmeHto «Manka».

) Boiiimu

Bbixoz, 13 nporpammel.

MoomeHro «Co30ame»

LdokymeHm...

JoKymeHm Ha ocHoge
waboHa...

Tpynny dokymeHmMoa...

Co3gaHve HOBOro AOKyMeHTa. Pasgen Tekyliehd AOKYMeHTauuu
«Co3aHuMe HOBOro AOKYMEHTa».

Co3pgaHuMe HOBOro AOKYMEHTA Ha OCHOBe LWabnoHa. Pasgen Tekylien
AOKymeHTauum «CosgaHme AOKYMEHTA Ha OCHOBeE LWabioHay.

Co3gaHue rpynnbl AOKYMEHTOB. Pasaen Tekyuwein AoKyMeHTauuu
«Mpu XenaHun, MOXHO He YKasbiBaTb KOMMEHTapuUi, B 3TOM
CAy4YaeT HeobX0AMMO HaXKaTb B OKHE KHOMKY «He yKa3bieamb».

Mocne 3aBeplueHMA AAHHOW onepauun AOKYMeHT byaeT co3gaH B
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cncreme.

CospgaHue rpynnbl A4OKYMEHTOBY.

% Kapmouky 6e3
0oKymeHma...

= HomeHknamypy...

Co3pgaHve HOBOW KapTOukW. Pasgen TeKywen [OKYMEHTaLUu
«Co3paHne HOBOM KapTouKn 6e3 OKyMeHTa».

Co3paHve HOMeHKnaTypbl (4OCTYMHO MONb30BaTeNAM C MpaBamMu
apxvMBapuycoB AnA 06beKToB Toma «HomeHKnamypa»). Pa3gen
TeKyLwen goKymeHTaummn «Co3gaHne HOMEHKNATYPbI».

Manky...

Tom...

Co3gaHue HOBOM Nanku. Pasgen TeKylwen [A0oKYMeHTauuu
«Co3gaHne HOBOW NanKkm».

Co3faHne HOBOro TOoMa (AOCTYMHO MO/b30BaTeNAIM C MpaBamu
agMUWHUCTpATOpPa).

MoomeHro «Jobasumob»

[lobaBneHune cywecTByloWEro AOKYMEHTa B CUCTEMY.

JAokymeHm(bl) c n0OKanbHO20 OucKa...  Pasgen  Tekywen  AOKymeHTauum  «[obaBneHue

ManKy ¢ 10KanbHO20 OUCKQ...

= /lokymeHm co cKaHepa...

[OKYMEHTa U3 cylecTsytowero dpaina».

[obaBneHune cywectsylowen Nankm ¢ 4OKyMeHTaMn B
cuctemy. Pasgen TeKkyLen AOKYMeHTaumm
«[JobaBneHne nanku c 10KanbHOro AMUCKa».

JobasneHne oumdppoBaHHOMW KOMUU [OKYMEHTa CO
CKaHepa. Pasgen TeKyLen AOKyMeHTaLmm
«[obaBneHne AOKYMEHTA CO CKaHepa.

Mposepumsb Hanuvue AOKymeHmMos 6 Pasgen TeKkyuien AokymeHTaumu «lposepKa Hanuums
cucmeme > OOKYMEHTOB B CUCTEME Y.

2% OmckanuposarHbie dokymenmer ¢ Pasgen TeKkywen AoKymeHTaumm «PacnosHaBaHue
pacnosHasaHuem ampubymoa... AOKYMEHTOBY.

2% OmckanupoeanHbie u pacnosHanHble
00KyMeHmbl € pacrno3HasaHuem

ampubymoe...

= 3anycmume (npodoaxcume)
pacrno3HaHHbIX 00OKYyMeHmoa...

Paspen Tekywen AOOKymeHTaumm «Bepudukaums
OAHHbBIXY.

npoeepky Pasgen TeKkywen p[oKymeHTaumm «PacnosHaBaHue
NOKYMEHTOBY.

ModmeHro «Omnpasume»

i Ha pa6oyuii cmon

JKCnopT AOKYMEHTA Ha pabouyyio MallMHYy NOAb30BaTeNs B MankKy
«Paboyuli cmon». Pasgen TeKylwen AOKYMeHTauuu «Bbirpyska
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B ‘Mou dokymeHmeol’

= Ha nokanwbHelili OUcK...

obbekTa dpXmnBa Ha KOMMNbKOTEP MNOJ/Ib30BATENAN.

JKCnopT AOKYMEHTa Ha pabouyyto MallMHYy NONb30BaTeNA B Manky
«Mou doKymeHmobl». Pasgen Tekylen AOKYMEHTauumn «Bbirpyska
06beKTa apxMBa Ha KOMMNbIOTEP NO/b30BATENAY.

JKCNopT L[OKYMEHTa Ha pabouyld MawuHy nosnb3oBaTena B
YKasaHHyto nanky. Pasgen Tekylieh AOKyMeHTauuu «Bbirpyska
06beKTa apxmMBa Ha KOMMNbIOTEP MO/Ib30BaTENAN.

1 Ha aneKmpoHHyI0 noumy...

\Zl Ha ¢ake...

= Ha neyame...

OTnpaBKa AOKYMEHTa NO 3NEeKTPOHHOM nouyTe. Pasgen Tekylien
[OKYMeHTaumm «OTnpaBKa LOKYMEHTA MO 3/IEKTPOHHOW NoyTe».

OTnpaBKa JOKYMeHTa no ¢akKcy.

PacneuyaTka goKkymeHTa. Pasaen tekywei gokymeHTauum «lMNeyatb
AOKYMEHTa».

MoomeHro «lMpaska»

#. B3amb Ha pedaKkmuposaHue

HauaTtb pepaktupoBaHne AoOKymeHTa. Pasgen
AOKYMeHTaummn «PegaktmpoBaHme OKYMEHTa».

TeKyLen

Bo3BpaT AOKYMEHTa C peaakTMpoBaHuA. Pasgen Tekyliei

* BepHymb u3 pedakmuposaHus

=4 Bcmasume u306paxceHus...

U3eneub uzobpaxceHua (MonabKo
0nsa PDF, ecnu npumeHuUmo)...

OOKYMEHTaUnn «PeiakTMpoBaHne AOKYMEHTa».
JobaBneHune n3obparkeHni B TEKYLLUIN JOKYMEHT.

N3BneyeHne n3obparkeHnin U3 TeKyLLero AoKymeHTa ¢popmara
PDF.

-
&= Modnucame...

wi UlugpposaHue >

& Cea3ameo >

MoanucaHMe AOKyMeHTa. Pasgen TeKylwen AOKYMeHTauuu
«[MognucaHne gOKymeHTa».

LWndposaHme/paclumdpoBKa 4OKYMEHTa.

CBA3bIBaHME [AOKYMEHTa C APYrMMKW AOKymeHTamu. Paspen
TeKyLLEeN AOKYyMeHTaLumn «CBA3bIBAHNE AOKYMEHTOBY.

MoomeHro «lanka»

Pacneyamameo peecmp
0oKymeHmos

> 06HOBUMb

Csolicmea nanku >

MeyaTb CNWCKa [AOKYMEHTOB Manku B d¢opmarte peectpa.
Pasgen  Tekywen  goKymeHTaumm  «leyaTb  peectpa
OOKYMEHTOBY.

O6HoBNeHMe 06bEKTOB AepeBa/pa3aena.

«MoameHto «CBoMCTBa NanNKM».
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5 lobasume 6 usbpaHHoe...

JobaBneHne TeKkylwen nankM B CNUCOK M3bpaHHbIX. Pasgen
TeKylen AoKyMmeHTauumn «M136paHHoe».

MoomeHro «Ceolicmea nanku»

CBoaHas uWHbopmauma o nanke. Pasgen Tekywen [AOKYMeHTauuu

O6uwue... .

«[MpoCcMOTp CBOMUCTB NAaNKmM».
a NcTopusi M3MeHeHUI, BHEeCeHHbIX B nanky. Pasgen Tekywen
> Ucmopusa nanku...

AOKYMeHTauuMu «McTopuma nankm».

HacTpoiika KoHoUrypaumm oTobparkeHus nanku. Pasgen Tekywen
KoHdpuaypayusa nanku... b urypay P A Y&

AOKYMeHTaummn « KoHbUrypaumm nanoky».
Asemomamuyeckoe OTobpakeHne cBA3EN TEKylWeW Nanku C OOKYMEHTamMuM B CUCTEME.
cefA3bl6aHUE... Pasgen Tekywen AoKyMeHTauum «CBA3biBaHNE AOKYMEHTOBY.
Pa3zoen meHwo «Bud»

OTobpaxKaTtb/cKpbiBaTb B UHTepdeince NPUNONKEHUA

lNaHenb UHCMpymeHmMos

CmpOKa COCMOAHUA

CnucoKk KommeHmapuees 8
ceolicmeax 00OKymeHma

naHe/lb UHCTPYMEHTOB. B TeKyLei AoOKyMeHTauun pasaen
«MaHenb MHCTPYMEHTOB NO/Nb30BaTENNA».

OTobparkatb/cKpbiBaTb B  MHTepdelrice NPUNOKEHUA
CTPOKY COCTOAHMA. B TeKylieh [OKYMEHTauuu pasaen
«TNaBHOE OKHO CUCTEMbI».

OTobpaxkaTb/cKpblBaTb B  UHTepdeince NPUNONKEHUA
NaHeNb KOMMeHTapueB. B Tekywel [AOKyMeHTauuu
pa3gen «MaHenb KOMMEHTapMEB K AOKYMEHTY».

MuHumusayusa e o6aacmes
cucmemHbix yeedomseHulii

MepyaHue uKkoHKu 6 obaacmu
cucmemHbIx ygedomseHuli npu
nocmynnaeHuu 3a0aHuli

MepyaHue UKOHKU 8 naHenu 3a0a4
npu nocmynnaeHuu 3a0aruli

CBopaunBaHMe MPUNOXKEHUA B 06/1aCTb  CUCTEMHbIX
yBEeAOMNEHMN. B TeKywen [OOKYMeHTauuMm pasgen
«MWHMMM3aUMA NPUIOHKEHNA B 061aCTb YBEAOMAEHNN Y.

BKAOYNTL/OTKAIOUUTD  PEXUM  MEPLAHUA  UKOHKM B
0611acTU  CUCTEMHbIX YBELOMNEHWUA MNpPU  MOCTYyMNIeHUn
HOBOro yBeAOM/IeHUSA. B TeKywen AOKyMeHTaummn pasgen
«MonyyeHne n YyTeHne yBeaOMIEHUIN».

BKNOUUTL/OTKAIOUNUTL  PEXMM  MEpPLaHUA  KHOMKWK
NPUNOXEHUA B MaHeNn 3aZa4y npu MOCTYNAeHUU HOBOTO
yBegomneHua. B Tekywen AOKyMeHTauuu pasgen
«MonyyeHne n YTeHUe yBeAOMNEHUIAY.

‘> O6HOBUMb

O6HoBNEeHMe fepeBa 0ObLEKTOB.
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Pa3oen meHro «Haliimu»

\ Halimu dokymeHm...

* Haiimu nanky...

MoucK B apxvMBe [AOKYMEHTa MO 334aHHbIM napameTtpam. B
TEKyLLen JOKYMeHTauun pasaen «MoncK KapTouek JOKYMEHTOBY.

Mouck B apxvBe MamnkuM Mo 3afaHHbIM NapameTpam. B Tekyuien
OOKyMeHTauum pasaen «[Nonck nankuy».

OTobparkeHne nanok, aobaBneHHbIX MNO/b30BaTe/NiEM B CMUCOK

"' U3bpaHHoe...

: [JobaBneHne nankuM, B CMNUCOK
+ [lobasumo 6 uzbpaHHoe...

AOKYMeHTaumn pasgen «M3bpaHHoe».

n3bpaHHbIX. B TeKywen gokymeHTauum pasgen «M3bpaHHoe».

n3bpaHHbIX. B  Tekyuwemn

Pa3zden meHro «ApxusHoe 0esno»

Co3dame deno... JokymeHTauua B paspaboTke.

Co30aHue dozoeopa obcayrueaHusA... [JOKymeHTaums B paspaboTke.

El cozdanue cdamounoii onucu... [okymeHTauma B paspaboTke.
Co30aHue 3anpoca Ha 8bioayy... JoKymeHTaums B paspaboTke.
= YnpaeneHue cKknadom... AokymeHTaums B paspaboTke.

Omyem 0deuxceHus 0en no 002080py... [OKymeHTauma B paspaboTke.

Pa3zden meHo «KoHmpazeHmoi»

S Konmpazernmeil...

OTKpbITME CMWUCKA CMNpaBOYHMKA KOHTPAreHToB oOpraHusauuu. B
TeKylen JoKyMeHTauum pasgen «CnpaBoyYHMUK KOHTPareHToB .

MMNopT CnMCKa KOHTPareHToB M3 CTPYKTypupoBaHHOro darna. B
¥ Umnopm u3 XML... TEKyWeNn OOKyMeHTaumm pasgen «MMnopT KOHTPareHToB U3

CTOPOHHUX CUCTEM.

DKCNOPT CMWUCKA KOHTPAreHTOB B CTPYKTYPUPOBaHHbIN dain. B
Skcrnopm e XML... TEKyWeNn [AOKYMEHTauMM pasgen  «3IKCNopT KOHTPAareHToB B

CTOPOHHUNE CUCTEMDI».

=1 Skcnopm e MS Excel...

DKCNOPT CAMUCKA KOHTpareHToB B daiin popmarta MS Excel. B Tekyuiei
OOKYMEHTaUUM pasaen «IKCnopT KoHTpareHToB B MS Excel».

Mouck dybnukamoe > Mouck AybAMKaToB  KOHTpareHTos

cucteme. B Tekywen
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AOKyMeHTaumu pasgen «CnpaBoYyHMK KOHTPAreHToBY.

OcyuiecTBnieHMe MOYTOBOM PACCbIIKM MO 3/1eKTPOHHOW nouTe. B
Paccbinka no TEKYWeN AOKYMEHTauuMu pasgen «BbinonHeHue WHPOPMALMOHHbIX
anekmpoHHoli noume > MOYTOBbIX PacCbIIOK», «KOHTPOAbL W yhpaB/ieHWe ouepeaamu

onpasBKKu coobueHnin», «OTNMUCKa OT NOYTOBOWM PACChIIKNY.

Pa3oden meHto «Hacmpoliku»

B
' Habnwdaemoie o6vekmoi...

Cnncok ob6beKkToB, Habsogaembix Mosb3oBaTenem. B Tekylien
[OKYMeHTaumu pasaen «Mctopusa 4oKymeHTa (HOMEHKNATYpbl)».

C6pocume mekywue
COXpaHeHHble COCMOAHUA
OKOH...

OmekntoveHHble duasoeau...

CHbpoc HACTPOEK OKOH B KJ/IMEHTCKOM MPWUIOXKEHMU. B TeKyuiel
LLOKYMeHTaLumMmn pasgen «Copoc TEKYLLETO COCTOAHMUA OKOH Y.

npOCMOTp CMUCKA OTKAKOYEHHbIX AMANoroBbiX OKOH. B TeKyLLI,EVI
AOKYMeHTaunn pasaen «OTKAKOYEHME ANANOTOBbIX OKOH Y.

4. CucmemHbvie...

OTobparkeHMe OKHA HACTpOeK MNpWIOXKeHMA. B Tekyluen
[OKYMEHTauuMnm  pasgen  «BbiNosHEHWE  NOJ/Ib30BaTe/IbCKUX
HACTPOEK NPUNOXKEHUAY.

Pa3zden meHro «lMomowib»

Cnpaeska...

OTobparkeHne cnpaBoyYHOM WHPOpMauuK. B Tekryuwiei
AOKyMeHTaumu «losyyeHne cnpaBKku 0 Nporpamme.

=| omnpasume coobweHue o

npobneme...

OTtnpaBKa coobuweHna o npobneme paspaboTumkam. B
TeKywen AokymeHTauum «OTnpasBka cooblueHns o
npobneme».

% flomawHAA cmpaHuya npoodykma...

OTobparkeHne B bOpaysepe nosb3oBaTens  canTa
KOMMaHUKM pa3paboTumKa.

MonyyeHne MHboOpMaLMM O NOAKJAKOUYEHUN K cepBepy. B

“" UHgpopmayus o NOOKAIOYEHUU... TEeKylen  AOKymeHTaumm  pasgen  «MuHUMM3aumMA

O npozpamme...

NPUNO¥KEeHUs B 06NaCTb YBEAOMIEHNIN Y.

MonyyeHne  MHPOpPMaUMM O  TeEKylEeh  Bepcun
NPUAOXKEeHUsA. B  Tekyleh [OKyMeHTauuu pasgen
«MUHMMM3AUUNA NPUNOXKEHUA B 061aCTb YBEAOMIEHUIN».

209



Be6-KNMEHT 3/1IeKTPOHHOro apxmusa JT1aac

Beb6-KNMEHT 3/1eKTPOHHOrO apxmMBa — KpoccnnatGopmMeHHass BepcUs NPUIONKEHUA K/IUEHTa,
peannsoBaHHaa Ha Beb-TeXHONOrMAX W npegHasHayeHHas Ans paboTbl € cuctemon 6es
npeaBapuUTeNbHOMN YCTaHOBKM.

Bu3yanbHO BEOG-KNAMEHT MOXOXK Ha TOACTbIA KAWEHT 3N1EKTPOHHOro apxmBa, NO3ToMy npu paboTe ¢
HUM MOYKHO OPMEHTMPOBATLCA HA AAHHOE PYKOBOACTBO NO paboTe € TONCTbIM KAMeHTOM. OCHOBHbIe
pa3nnuna B paboTe KNMEHTOB CBA3aHbl C 0COBEHHOCTAMM QYHKLMOHUPOBAHMA BEO-NPUNOKEHUI B
OoT/nYMe OT Knaccuyeckux Windows-npuaoxkeHuin n cnocobamm B3ammoaemncTsms nosib3oBatens
nHTepdericom Nporpammol.

PaboTta c Beb-KAMEHTOM OCyL,EeCTBAAETCA C MOMOLbIO MHTEpHeT 6pay3epa, YCTAHOBNEHHOrO Ha
KomnbloTepe nosnb3osartend. Ana pabotbl TpebyeTca Hannyme AocTyna K Beb-cepBepy 3/1eKTPOHHOIO
apxuBa. Mo ymonyaHuio, ans paboTbl C CEPBEPOM UCMOJb3yeTCs HECTaHAAPTHbIN nopT «22008»,
NMO3TOMY MpPW BO3HUKHOBEHUM Npobiem ¢ NogkNYeHUem, Heobxoammo ybeamTbca, YTO AaHHbIN
nopT He 3ab610KMpPOBaH B BpaHaMaype Nob30BaTe/IbCKOr0 KOMNbIOTEPA.

3anyck seb-KnueHma

Ons 3anycka Beb-BepcMM KAMEHTA 3/IEKTPOHHOTO apxuBa, HeobxoaMmMo 3anycTuTb 6paysep u
yKa3aTb B CTPOKe agpeca nyTb B popmaTe: «https://adpec cepsepa:nopm nodknrouyeHus» (PUcyHOK
250).

e MoaknrdeHne K crcTere STAAC X +
<« C @ httpsi//127.0.0.1:22008
PucyHok 250. CTpoKa bpaysepa c yKasaHMeM CTPOKM NOAKAOYEHUS K BED-cepBepy.

B Tekywem npumepe (PucyHok 250), ykasaHa cTaHAapTHaA CTPOKa NOAKAOYEHUA K Beb-cepsepy,
MPU YCTAaHOBKE cepBepa Ha TeKylWem KOMMNbioTepe nonb3oBatens. [puM WUCNONb30BaHUWU B
opraHv3aLuun BbIAENEHHOTro cepBepa, aApec Beb-cepBepa HEOHXOAMMO YTOUHUTb Y CUCTEMHOTO
aAMMHUCTpaTOpa.

Ona YAO6CTBa, 3aMNyCK K/IMEHTA BO3MOXEH C NOMOLUWbBIO CneynaabHOro ApJsibika, pacno/ioXKeEHHOro Ha

48

C30 3TNAC

(BeB-pocTyn,
paboyem cToNe NONb30BATENA CUCTEMbI  HTTPS)
MNpumevaHue. Apavik 8eb-KaueHma co3daemca as8MoOMamu4vecKku 8 fpoyecce ycmaHo8Ku. B
Kayecmee napamempos 3arycKa rnpusaoXeHuUs 8 ApsbIKe NponucaH cmaHoapmHeil nyme K cepgepy
«https://127.0.0.1:22008». Ecau nyme K cucmeme omsau4yaemcs om cmaHoapmHo20, Heobxoo0umo
8bINOAHUMbL HACMPOUKY ApabiKa, 8 mekywel O0oKymeHmauyuu paszden «Hacmpolika apabiKa
6bIcMpPo20 3anycKa 8eb-kKaueHma».

Ecnn pns Beb-cepeepa He HacTpoeH cepTUdMKAT 6e30NacHOCTK, Nepen OTKPbITUEM CTPaHULbI BED-
KAneHTa, bpaysep BbiBEAET COOOLLEHME O TOM, YTO NOAKAOYEHME He3awmeHo (PucyHok 251).

MNpumeyaHue. YcmaHosKa u HacmpolKa cepmugukama 044 y31a cemu onucaHa 8 00OKymeHmayuu
«Pykosodcmeo AOmuHuUcmpamopa».
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ApxuB «3T/TAC». PyKoBoACTBO Nosb30BaTeNs

Bepcusa 6.5

B npuBeaeHHOM NpuMmepe NOKas3aHO CoobLieHWe O He3alMWeHHOM MoAKNoYeHUn ana bpaysepa

Google Chrome.

@ Ownba napywenea konduaer: X+ |=lép| =
c A He zawmweno | hitps://127.0.0.1:22008 ¥r 9

A

[MoakntoueHMe He 3aWMnLLEHOD

3R0YMbILAESHHUKA MOTYT NbITaTbCA MOXMTUThL BallW AaHHble ¢ caidta 127.0.0.1 (Hanpumep,
Naponu, coobLeHnA MNKM HoMepa BaHKOBCKKX KapT). [loapobhee...

NET:ERR_CERT_AUTHORITY_INVALID

[T uroBe: ynyuwmTe pexim Be30MaCKETO NPOCMOTPA, Bl MOXETE OTNPABAATE CUCTEMHYID

Aenanwerst

PucyHok 251. lMpepynpexaeHue 0 He3aWwMLWEeHHOM NOAKAOYEeHUN.

[na npoaonxeHua paboTbl He06X0AMMO NOATBEPAUTL UCKAOUEHUNE ana UHTEpHET y3na:

1. Hakatb Ha KHOMKy «JonosHumesnbHbie» ANnA oTobparkeHUsa AONONHUTENbHON MHbOPMaLMN

(PncyHok 252).

CkpeiTe NogpoGHocTy K HacTpoiikam Be3onacHocTH

He yaanoch nogTsepanTs, uto 310 cepeep 127.0.0.1. OnepaunoHHas cucrema
KOMMBIOTEPA HE JOBEPAST ero cepTUdUKATy 6e30MacHOCTH. BO3MOXHO, CEpBED HACTpOEH
HEMpaBWABHO WK KTO-TO NbITAETCA NEPEXBATWTD BaLLK AaHHBIE.

MNepeidTn Ha calT 127.0.0.1 (HefezonacHo)

PucyHok 252. OTobparkeHne A0noHUTeIbHOW MHPOopMaLUK.

2. Mpoao/iKnTb OTKPLITUE Y3/1a NO ccbifike «[lepelimu Ha calim (Hebe30nacHo)».

MepBaa cTpaHWUA BE6-KAMEHTa CUCTEMbI COAEPXUT dopmy Ans aBTopusaumu (PucyHok 253), B
KOTOPOW YKa3blBAaeTCA IOTMH M Napo/ib No/ib30BaTeNs.

@ Moaxnrouerve k cucteme ITNAC X +

C A Hesawwvweno | hitps//127.001:2

|=|@|

ToaknioyeHne K cueTeme STIAC

3A: Kopn 6.5.0-7 (2019.04.08)
Bnapeney OO0 "3tnac-Cot"

C Wma: v
%

%
TN napone:
TEXHHYECKaA NOAEPIKKA CHCTEMbI HE OCYLIECTBNAETCA

' T[OAKNIYHUTBCA

PucyHok 253. CTpaHuUa aBTOpM3aLnmM Beb-KAneHTa.

Ana aBTopu3auunn B BeO-KIMEHTe U B TOJICTOM K/MWEHTe MCNONIb3YKOTCA OAMNHAKOBbIE

AaHHble.

9X9ZUtupeGMEKvtkf W 0

yyeTHble
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Hacmpolika apasika 6bicmpozo 3anycka eeb-KanueHma

Ecnn Beb-cepBep 31EKTPOHHOFO apxmMBa He PacnoIOXKEH HAa KOMMNbOTepe nosib3oBaTtens, (agpec B
cetn otaundaetca ot «https.//127.0.0.1:22008»), Ana 3anycka Beb6-KNMeHTa C NOMOLWbIO AP/bIKA Ha
paboyem cTone, He0H6X0AMMO BbINONHUTL AOMNONHUTENbHYIO HacTpoiKy URL-aapeca.

MNpumeyaHue. lleped 8binosHeHUeM HAcMpoUku Heobxodumo ebiscHUMb Oelicmeyrouwuli adpec
cepsepa y cucmemHo20 aOMUHUCMPAMopa Op2aHU3AYUU.

[Ona BbINONHEHWUA HAaCTPOMKK Heobxoamnmo:

1. OTKpbITb OKHO CBOWCTB fAP/bIKa (Ha)KaTMe nNpaBoOi KHOMKU MblIlIW Ha APAbIKE, MYHKT
KOHTEKCTHOro MeHto «Ceolicmea).

2. BKnagKa «Apsabik» OKHa cBOUCTB (PUcyHOK 254).

£ Caoiictea: C3[} 3T/AC (Beb-goctyn, HTTPS) (=230

Ofwwme | Apnsik |Eeaonac:Hov.:Tb I MNopgpobHo I Mpeasimywme Bepcuul

|—!£’!\. C303TNAC (Be-nocTyn, HTTPS)

Tun ofvexTa: Apneik MHTEpHETE
Pacnonoxerwe:  AtlasClient

OfbexT: CAtlzs-LClient \atlas-web-client ud

PaBouas nanka:  C\Atlas-Client\bin

BeicTpeld BRIZOE: HeT

Ciero: [Dﬁblquln paEsMED OKHE 'l

HKommeHTapuii:

| Pacnonoxerwe daina | [CMQHHTb SHEHOK...] lﬂononHuTeano... ]

05 [Omes ] (feman)

PucyHok 254. OKHO CBOMCTB AP/IbIKa.

3. MNepenTn K pacnonoxKeHuto ¢airia C yKasaHMem NyTM Ha NIOKa/NbHOM AucKe. [ns 3Toro B
OKHe CBOMCTB HEOOXOAMMO HarxKaTb KHOMKY «PacrnosoxceHue ¢aiina» ) (PucyHok 255).
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Apxus «3T/IAC». PykoBOACTBO NONb30BaTENA

Bepcua 6.5

(F=3 ECh =<
1 iUv| . # [lokanbHbliA guck (.. » Atlas-Client » - | 3 | | Mouck: Atias-Client 0 |
Y¥nopagounTe ¥ & Otkpeime » Mevats Hoeaa nanka B== » [ @
Y Vs6panmoe it Wnan : Jata nsmenenna Tun
& 3arpyzem . bin 30.05.201913:19 Manka ¢ gaiinam
=l Hegaerne mecta .. dist 03.04.2019 12:08 Manka ¢ paiinam
B PaBoumii cron L. doc 03.04.2019 12:08 Manka ¢ paiinam
. etc 03.04.201912:08 Manka c painam
) BuBnmoteku = L lib 03.04.2019 12:08 Manka c daiinam
E Buaeo Ju share 03.04.2019 12:08 Manka c daiinam
@ AokymenTs! |[ﬁ atlas-web-client 07.03.2015 18:21 Apneik MHTepHeT
|[E] Wz06paxeqna '~ icon 07.03.201518:21 3HaYoK
J’ Myzeika Pt settings-icon 07.03.201518:21 3HauoK
€3 uninst 03.04.201912:09 Mpunoxenne
o Kemnetotep n
& TNokaneHeIi guck
!? CD-auckoeog (D:
5 D_DRIVE (\V\wvhbous
5 E_DRIVE (Vwhoxs
B - 4 m k
G atlas-web-client URL-agpec: https://127.001:22008  Onucaruwe: [oBasebTe Tekct
Apneik MiHTepHeTa OueHra: W WF WF F U

PucyHok 255. ®alin c ykasaHMem NyTn A0OCTyNa K CepBepy.

4. 3anycTuTb OKHO CBOMCTB ANA dalifia C yKasaHMEM NyTU A0CTyna K cepsepy (HaxkaTve npasou

KHOMKM MbllK Ha dalinie, NYHKT KOHTEKCTHOro MeHto «Ceolicmea») (PucyHok 256).

s

5 Ceoncrea: atlas-web-client
BesonacHocTe | MNogpofiHo I Mpeosigywmne EEpCW |
OfLwme | OokyraeHT MHTepHeTa
g atlas-web-client
URL-ampec:
BelcTpeii Het
BLISOB:
MoceweHwa:  HewssecTHei
[ QK ][ CmaeHa MpHMMEHWTE

PucyHok 256. OKHO cBOWMCTB ¢aitsia C yKasaHMeM NyTu K CepBepy.
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5. Ha BKnagke oKHa cBOWUCTB «JokymeHm UHmepHema» B none «URL-adpec» ykasaTb agpec
Beb-cepBepa CMCTEMbI M MOPT AOCTYNa K HEMY.

6. COXpaHWUTb U3MEHEHMe HacTpoeK (KHoMKa «/TpumeHUMb» nnu «Ok»).

Mocne BbINOAHEHMA YKa3aHHbIX HACTPOEK, 3aNyCK BE6-K/IMEHTa BO3MOXKEH C MOMOLLbIO AP/bIKA.

Numepdgbelic seb-knueHma

NHTepdenc Beb-knneHTa (PucyHok 257) BM3yanbHO MOXOX Ha MHTepdEenc TONCTOro KAMeHTa
CUCTEMbI, OT/INYUSA KACAKOTCA 3/IEMEHTOB, HE MMEIOLLMX Peann3aLmm Ha TeEXHoNornsx seb.

o
@ SnextponHsii apxus STIACES . X + |‘
c A Heszawmueno | kitpsA27.0.0. 1220082 8nwid =007 UtupaC ot B & O
3A 3TNAC 6.5.0-7 Obo3pepaTent - Hantu~ KoHTpareHTLl - HacTpoiiku + Momowyb~ ADXMBHOE AEN0
o 7d ~ | s
. b, ) 3 L e ?
NVvEd @ panw e X 2o
# veenomnenms (11) UmA Tin Pacwwp... Lara cozga... [Lara pervcTpa... AETOP
# Kopauma BpeMeHHan nanka Manka 2019-04-11 14:1.
Bxopaue MNanka 2019-04-19 16:4..
4 Ivanov (MeaHos Wean Vaaxos [0roBOpE! Manka 2013-04-09 14:4..
- ¥ BUONMOTERA JOKYMEHTOB Wexopauie Manka 2019-04-22 17:3..
'_dHUF-“E‘HNFaT&'Da KaHuenapua Manka 2019-04-0817:1..
¥ ounsTpel HoMeHknaTypa Manka 2019-04-1015:5..

OTYeThl Manka 2019-04-0513:2..

PucyHok 257. UHTepdelic rnaBHOM CTpaHULbl BE6-KANEHTa.
B Beb-KNMeHTe M3MeHEHbI MKW OTCYTCTBYIOT C/lieaytoWme 3IeMEHTbl MHTepdeiica:
° OTCVTCTBYI-OT KOM6MHaLI,VIM ropAavyunx Knasuw gnA 6b|CTpOI’O A0CTyna K NYHKTaM MeHIO.

e [lpyM nonNbITKE OTKPbITUA AOKYMEHTA A/A MPOCMOTPA WAWU pPefaKkTUPOBaHMA, AOKYMEHT
CKAYMBAETCA HA /IOKaNbHbIN AUCK NONb30BaTeNs. ABTOMATMYECKOE OTKPbITUE AOKYMEHTa B
NPUIOXKEHUN HE OCYLLEeCTBAAETCA, TpebyeTcAa OTKPbITUE AOKYMEHTA BPYYHYIO M3 NamnKu
3arpysku.

e OTCyTCTBYET CTPOKA CTaTyca rMaBHOro OKHa.
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®DYHKUMOHANA CUCTEMbI YAaCTMYHO Yype3aH MO CPABHEHWIO C TOJNICTbIM K/JAMEHTOM, B YaCTHOCTM
HeAO0CTYNHbI:

PacnevaTtKka KapTo4yeK uam 1abauuy B MS Excel.

PacneyaTKa WTPUXKOAOB KAapTOUYEK JOKYMEHTOB.

MMnNopT ALOKYMEHTOB CO CKAHUPYIOLLEro YCTPOMUCTBA.
MNoanucaHne LOKYMEHTOB HOPULUYECKN 3HAUMMOM SNEKTPOHHON LMPPOBOM NOANUCHIO.
Co3gaHue fOoKyMeHTa Ha ocHoBe WwabaoHa MS Word.
CosgaHue rpynnbl 4OKYMEHTOB.

OTKpbITUE AOKYMEHTa B WabnoHe.

BcTaBKa M306parKeHW B CyLLLECTBYHOWMIA AOKYMEHT.
OTKpbITHE 3aWMPOBAHHDBIX AOKYMEHTOB.

DKCNOpPT AOKYMEHTOB.

MMNopT 4OKYMEHTOB C aBTOMATUYECKMM Pacno3HaBaHMEM.
YBegoMNEeHUA 0 COObITUAX MKOHKOW NPUIOXKEHUSA B TPee.

OTnpaBKa oTYyeTa 0 TeXHUYECKOM Nnpobaeme No 3NeKTPOHHOM nouTe.
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NMpunoXxeHua

MpunoxeHue 1. opmam ¢palinos umnopma KOHMpa2eHMoe

<?xml version="1.0" encoding="Windows-1251"?>
<company-list>
<company>

<name-short>MNK</name-short>

<name-full>Mepsasa Komnauua, 000</name-full>

<ownership>lFocypapcrBeHHaa cobcTBeHHOCTb</ownership>

<field>Toprosna</field>

<country>Poccua</country>

<city>Mocksa</city>

<birthday>01.01.2010</birthday>

<staff>10</staff>

<phone>111-11-11</phone>

<fax>111-11-11</fax>

<email>mail@company.ru</email>

<site>www.company.ru</site>

<ceo-fn>UNBaHoB UBaH UBaHOBMuY</ceo-fn>

<responsible-user>Metpos Metp NeTposuu</responsible-user>

<email-delivery>1</email-delivery>

<commentary>KommeHTapuii</commentary>

<type>KnueHnt</type>

<state>MNoTeHUManbHbIn</state>

<status>O06bluHbIi</status>

<goods-or-services>ToBap</goods-or-services>

<archival>0</archival>

<note></note>

<registered-office>kOp. agpec</registered-office>

<post-address>Moutosbiii agpec</post-address>

<inn>WUHH</inn>

<bank>HaumeHoBaHue 6aHka</bank>

<kpp>KnNn</kpp>

<bik>BUK</bik>

<rs>pacuyeTHblii cuetT</rs>

<ks>kopp. cuet</ks>

<ogrn>0rPH</ogrn>

<contact>
<full-name>AneKkcees AnekKceii Anekceesmnu</full-name>
<name-for-email>Anekceit Anekceesuu</name-for-email>
<department>0Taen uHGOPMaLMNOHHbIX TeXHOoNOrMit</department>
<post>PykoBogutenb</post>
<email>alekseev@company.ru</email>
<email-delivery>1</email-delivery>
<icq>Homep icq</icq>
<skype>Homep skype</skype>
<phone>Homep TenedpoHa</phone>
<phone-home>Homep gomawHero TenedpoHa</phone-home>
<phone-mobile>Homep mobunbHoro TenepoHa</phone-mobile>
<fax>Homep ¢akca</fax>
<birthday>01.01.1970</birthday>
<commentary>KommeHTapuii</commentary>
<main-contact>1</main-contact>

</contact>

<contact>
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<full-name>WUBaHos UBaH UBaHOBUUY</full-name>
<name-for-email>UBaH UBaHoBUUY</name-for-email>
<department></department>
<post>leHepanbHbIit AUpeKTop</post>
<email>ivanov@company.ru</email>
<email-delivery>1</email-delivery>
<icq>Homep icq</icg>
<skype>Homep skype</skype>
<phone>Homep TenedpoHa</phone>
<phone-home>Homep aomawHero TenedpoHa</phone-home>
<phone-mobile>Homep mobunbHoro TenepoHa</phone-mobile>
<fax>Homep ¢akca</fax>
<birthday>01.01.1960</birthday>
<commentary>KommeHTapuii</commentary>
<main-contact>0</main-contact>
</contact>
</company>
</company-list>

Obwue ceedeHus:

name-short - kKpamkoe HazeaHue KomnaHuu

name-full - nosHoe HazeaHue komnaHuu

ownership - popma cobcmeeHHOCMU (3HaYeHue U3 CPABoYHUKA CUCMEMbI)
field - ompacneb (3HayeHue u3 cnpaso4yHUKaG cucmemeol)

country - cmpaHa (3HayeHue U3 CrpasoYHUKa cucmemeoi)

city - 20po0 (3Ha4eHue U3 crpaso4YHUKA cucmemsi)

staff - wmam

phone - menegoH

fax - pakc

email - anekmpoHHaa nouma

site - calim

ceo-fn - ®NO pyrkosodumens

responsible-user - omeemcmeeHHsili nonvzosamens (PUO nonsvzosamens cucmemsi)
email-delivery - nosnyyernue pacceinku (1 - da, 0 - Hem)

commentary - KommeHmapul

JdononaHumenvHbie ceedeHus:

type - mun koHmpazeHma (3Ha4yeHue U3 CrPABOYHUKA CUCMeMbl)

state - cocmosHue KoHMpazeHMa (3HayeHuUe U3 CPAsoOYHUKA cucmemsi)

status - cmamyc KoHmpazeHma (3Ha4eHue u3 CriPasoYHUKA CUCMeMbl)

goods-or-services - mosapbi/ycayau (3HaYyeHuA U3 CpasoyHUKa cucmemsi, pasdenaromcs 3anamodli)
archival - apxusHas 3anuce (1 - 0a, 0 - Hem)

note - npume4yaHue

Peksu3sumboi:

registered-office - ropuduyeckuli adpec
post-address - moumossili adpec
inn - MHH
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bank - 6aHk
kpp - KIr1
bik - BUK

rs - P/C

ks - K/C
ogrn - OPH

KoHmakmei:

contact -> full-name - @110

contact -> name-for-email - o6paweHue

contact -> department - omden

contact -> post - dosmHOCMb

contact -> email - anekmporHas nouma

contact -> email-delivery - nosnyueHue pacceinku (1 - da, 0 - Hem)
contact -> icq - Homep icq

contact -> skype - Homep skype

contact -> phone - Homep menegoHa

contact -> phone-home - Homep domawHezo0 menedoHa
contact -> phone-mobile - Homep mobunbHo20 menegoHa
contact -> fax - Homep pakca

contact -> birthday - 0enb poxcdeHus

contact -> commentary- kommeHmapudi

contact -> main-contact - ocHosHol koHmakm (1 - da, 0 - Hem)

ObazaTenbHbIMK NapameTpamm AsaatoTca: name-short, name-full.

CneumanbHble CUMBOJIbI B 3HaYeHUAX (« , \ U T.4.) AOMKHbI 3KPAHUPOBATLCA CUMBONOM «\», T.e. (\«

V).
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