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PyKO BOACTBO MnoJib3oBaTtesd

1 BBeneHue

HanHoe «Pykosodcmeo mnosib3oeamersis» (Qanee — pyko8oOCmMeo) COLEPXUT OnucaHue
pabo4mnx OKOH 1 NocriefoBaTeNbHOCTVM AeNCTBUM Npu paboTe ¢ pasgernamu, BXOASLMMA B
mMoayrb pacumpeHuss ceteBoro 1O PERCo-SMO02 «llepcoHan» envHOW CUCTEMbI
BesonacHocTu 1 noBblLweHust apdekTBHoCcTM PERCo0-S-20 (nanee — cucmema).

[laHHoe pyKkoBOACTBO [OJDKHO  MCMOSb30BaTbCA COBMECTHO C  «PykogsoOcmeom
aodmuHucmpamopa» ceteBoro O PERCo0-S-20 v pykoBOACTBOM MOSib30BaTesns Moayns
PERCo-SNO01 «ba3osoe [10».

PykoBOACTBO paccumMTtaHo Ha nonb3oBarerns, obnagatowero 6a3oBbiMy HaBbikamu paboTbl C
NPUIOXEHNSMN B cpefe onepaumoHHbIX cucteMm Microsoft Windows.

B pykoBoACTBE MCMOSb3YHOTCA CriedytoLme COKpaLLeHUS
MO — nporpammHoe obecneyeHne

Mogyns PERCo-SM02 «[llepcoHasn» NpeaHa3HayeH AN COTPYOHWKOB OTAESNioB KagpoB
(oToenoB nepcoHana) npeanpuaTMs M NO3BONFEeT  pacumputb  OYHKLMOHAarbHbIE
BO3MOXHOCTW pa3fenoB «Y4yemHble OaHHble» 1 «CompyOdHuku», Bxoasupyx B PERCo-
SNO01 «ba3oeoe MO». Pa3gensl BKMOYEHbI Ha NaHeny HaBuratopa B rpynny «flepcoHarsn.

Paspen «YyemHble OaHHbIe» npegHa3HadeH ONis ykasaHus OpraHu3auuoHHOW CTPYKTYPbI
npeanpuaTus, Ha3BaHUA ero CTPYKTYPHbIX NogpasfeneHin u BeeHUst Crncka yTBep>KOeHHbIX
Ha npegnpuaTUM OoSpkHocTen. B pacwmpeHHon Bepcun pasgerna gobasrieHbl criegytoume
BO3MOXHOCTM:
* YkasaTb 419 Kagoro nogpasgenieHnsa wabrioH npas AocTyna AN COTPYOHUKOB U
noceTuTenen nogpasgeneHus.
® YKkasaTb UHOPMAaLMIO O pacrosioXeHUN Kaxkgoro nogpasgenenms n tenedOHHbIX
HOMepOB A9 CBA3M C HUM.
® YkasaTb 4119 KaQoro nogpasgerfieHns KOHTakTHoOe fvuo U CONpPOBOXOAMLLEro U3
COTPYOHVKOB noAapasaeneHus.
®e Co3gaTb nond Ana BBOAA B YYETHYHO KapTOYKy COTPYAHMKA MPOU3BOJSIbHbBIX
AOMOSHUTESbHbIX TEKCTOBbIX UMM rpadU4eCKmX aHHbIX.
* XpaHuTb nHpopmaumo 06 nsgaBaeMblix Ha NPeAnPUATAN JOKYMEHTaX.

Paspnen «CompydHuku» npegHasHayeH A1 3anoSfiHEHUS YYETHbIX KapTOYeK U BeLeHMs
chucka COTPYAHUKOB MPeanpusTUA, ykasaHus A8 KaxO4oro COTpyaHuKa MpuHaLneXXHoOCTU K
OAHOMY M3 CTPYKTYPHbIX noapasgenieHui npeanpusatus, rpaduka padoTtbl U AOSPKHOCTU. B
pasgene Takke npeaycMoTpeHa BO3MOXHOCTb pacCbiikM  uHpopmMaumoHHon SMS-
coobLLeHMn Ha TenedoHHble HOMepa COTPYAHWKOB . B pacumpeHHOM Bepcum pasgena
nobaBreHbl creaytolme BO3MOXHOCTU:
* [lobaBUTb B YYETHYHO KapTOuKy COTpyAHUKa ero doTorpaduo 1 gpyrve
rpadouyeckme gaHHble.
® [lonyuntb rpadmyeckne pfaHHbIX U3  danna, OT CKaHepa, OT Kamepbl
Bugeonoacuctemol urm ot Web-kamepsl.
¢ [loGaBuUTb B  Y4ETHYIO  KapPTOYKy  COTPyAHUKA  AaHHble  OOKYMEHTa,
YOOCTOBEPSIOLEro ero MYHOCTb. [laHHble MOoryT ObiTb BBEOEHbl BPYYHYHO W
aBTOMaTU4ECKN pacro3HaHbl MOCrie CKaHMPOBaHUS [OOKyMeHTa (Npu  ycrioBuu
yCTaHOBKM gonosHutesnsHoro MO).
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2 Paspen "Y4yeTHble gaHHbIe"

2.1 Ha3HauyeHue

Paspen «YyemHblie OaHHbie» (ba3oBas Bepcus) npegHasHadeH [N BBoAa
OpraHM3aLMoHHON CTPYKTYPbl NPeanpuaTus, Ha3BaHUA ero CTPYKTYPHbIX NoAapasaenieHunn, a
TaKkke BeOEHVa CnvcKa YTBEPXKAEHHbIX HA NpeanpuaTum gospkHocten. Cosganmsa nonen ans
BBOAA [AOMOSHUTESbHBIX YYETHbIX AaHHbIX, XpaHeHust MHopmauum o6 u3gaBaembiX Ha
npeanpuaTUM JOKYMEHTaXx.

2.2 Bknagka «lMoapaspneneHunsa»

2.21 Pabouyee oKkHO BKNnagku

Bkrnagka MNoapasaeneHua npefHasHavyeHa AN yKasaHUs OpraHu3auvoHHOW CTPYKTYPbI
npeanpuUaTUs U Ha3BaHWA ero CTPYKTYPHbIX nogpasgenieHuin. C kaxabiM nogpasaenieHnem
MOXHO CBfi3aTb WAOMOH [OCTyna CoTpyaHMKa W nocetutens, KoTopblh  Byder
yCTaHaB/mMBaTbCA aBTOMATM4ECKM Mpu Bbldave Kapbl goctyna. [lpuHagnexHocTb
COTPpyAHUKaA K TOMY WM MHOMY CTPYKTYPHOMY MoApasfefieHnio ykasbiBaeTca B pasgene
«CompyOdHuku». Pabo4yee OKHO BKNagkv MUMeeT crneaytouyn BuA;

MogpazoeneHuA | [omKHOCTK @

B ﬁ abl B ﬁ "i_—: | |:|I'I|:m:a3b|E=aTb CKPBITBIE
HazsaHue Ommcarms
[He onpeaeneHo)
:— MpegnpuATHe D¢Mc Cre
AOMHHWCT PaLMA
ByxranTepus wab 73

OTaen Kkanopos

OTaen pexnambl

OTaen cepeMcHOro obCnyMBaHMA @
Dinman 1 Tomck
Dunuan 2 Mockea

MpeanpuaTkre

Bbi6op Bknagkv pasgena:
* [logpaspeneHusn;
* IONXHOCTMU;
* lonoNHUTENbHbIE AAHHbIE;
® IOKYMEHTbI.

it}
i)

1. MNaHernb MHCTPYMEHTOB BKIIAAKM:

4] HJo6aButb noapasgenexHue (Ctrl+N)— kHonka nossonset fo6asuTbL HOBOE
noapasgerieHne Ha TOM e YPOBHE, Y4TO M BbibpaHHoe B paboyen ob6ractu BKNagku.
il Jdo6aBuTthb BNOXEeHHOoe noppaspneneHuve (Ctrl+Alt+N) — kHonka
nossosiieT Ao6aBuTb HOBOE MoApa3ferieHne, CTPYKTYPHO Bxoaslwee B BblbpaHHOe
B paboyen obrnacTtu BKNagKku.

abl U3meHUTb noppasgeneHue (Ctrl+E)—«kHonmka no3BonsieT W3MeHUTb
Ha3BaHWe WM OnMcaHve nogpasaenieHns, BblbpaHHoro B paboyer obrnactv BKnagku.

4
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=l Ypnanntb/ckpbiTb noapasaeneHue (Ctrl+D) — kHonka no3BonseT yganirb
W1 CKpbITb BblgeneHHoe B paboyer obrnacTv BKnagkv nogpasgerneHve.

lNpumeyaHue:

MoapasgerneHve npu nonbiTke yaaneHus OyaeT CKPbITO, €ClM B HEM COCTOSAT
COTPYOHVKM WM OHO COAEPXUT  BFIOXEHHble noapasgeneHns. CkpbiTble
noapasaeneHys oTobpaxatTcs B paboyeit 06racTi BKNaaku KpacHbIM LIBETOM Mpu
ycTaHoBreHHoM draxke [Moka3bliBaTb CKpbITbie. [ BOCCTAHOBEHUS
CKPbITOro noapasferneHus Bblaermre ero B paboyen obract BKNagkm U HaxMute

KHorky BOCCTaHOBMTL noapasfeneHue § Ha MaHemM MHCTPYMEHTOB
BKIaaKMW.

¥ BoccraHoBuUTB noapasaeneHue (Ctrl1+M) — kHorKa nossongeT
BOCCT@HOBUTb yaaneHHoe paHee nogpasgerneHve. KHomka [OCTyrnHa TOMbKO Mpu
BblOOpe B paboyen obractu BKMAOKM yoaneHHoro nogpasfaernieHnsi, BblAeneHHOro
KpaCHbIM LIBETOM.

# Mouck (Ctrl+F)—«kHonka nos3BonieT  MPOUM3BECTVM  ObICTPbIA  MOMCK
nogpasgerneHust B paboden obnactu Bknagku. MNMonck MoxeT BbiTb OCYLLECTBIIEH MO
HasBaHuo, pacnosioxkeHmo, PO KOHTaAKTHOrO sfmua WM COMNPOBOXOAKLIETO,
TenedoHy 11 oNUcaHUo NoApasaeneHus.

@ Nevatb (Ctrl+P) — kHONKa NO3BONAET OTKPbITL CMMCOK NoApasaesieHuii B OKHe
npeaBapuUTErNbHOro NMPOCMOTPa And NoCreayoLen neyaTtu.

3t 3kcnopt B Excel (Ctrl+Y)—kHomka mo3BOMAET COXPaHUTL  CMIMCOK
noapasgerneHnn B popmaTe anekTpoHHbIX Tabmmy, MS Office Excel.

* 9kcnopt B OpenOffice Calc —kHOMKa NO3BOMSIET COXPAHWUTb CMMCOK
nogpasgerneHnn B opmate anekTpoHHblx Tabnmy OpenOffice Calc B channe ¢
pacuwmpeHremM . ods.

Moka3biBaTb CKpbITble — Npu ycTaHOBKE (briaxxka B paboyen obractn BKragku
OynyT oTobpaxaTbCs yganeHHble paHee nogpasfernieHnsl, BblAeNeHHbIE KpaCHbIM
LBETOM.
ABTOMaTMYecKas COpPTUpPOBKA —Npu ycTaHoBKe doniaxkka B paboyen obnactu
BKrnagkv nogpasgernenuna 6yayt otobpaxaTtbcsa B andaBUTHOM NOpsaKe.

2. Pabouyasa obrnactb BKMagkM COOEPXUT pacKpbIBaOLLMNCA MHOIFOYPOBHEBOIO CMMCOK
CTPYKTYPHbIX noapasgeneHui npegnpuatua. [pu nepBomM 3anycke pasgena B
paboyen obractM cCoOepXUTCA TOMbKO 3HayeHve (He onpeaeneHo),
yCTaHaBfMBaeMOeE COTPYOHVMKAM MO YMOJMHaHMIO, €CIiv NPUHAANEXHOCTb COTPYAHMKA
K Kakomy-rmbo nogpasgernieHnio He 3agaHa.

3. lNaHeno BBOAA W pedakTMpPOBAHWA [AaHHbIX COLEPXUT MOSMS CO  CriedytoLen
nHpopmMauwmen o nogpasaeneHn, BblaeneHHoM B paboyer 06nactu BKNaaku:

°* HazBaHwue.

* OnncaHue — JOnNorHUTENLHAA HpopmMaums.

* PacnonoxeHwue.

* KOHTaKTHOE NUL 0 — B KAYECTBE KOHTAKTHOIO NiMua MOXeT ObiTb BbiOpaH oavH
13 COTPYOHVKOB NoApasaernieHust.

e ConpoBOXAaaKwLWMUM —B Ka4yeCTBE COMPOBOXOAKLEro MOXeT ObiTb BbibpaH
OOVH ©3 COTPYOHUKOB noapasgeneHns. ConpoBoXaawowyn aBTOMaTUYECKU
yKasblBaeTCsl npu Bblgade KapTbl OOCTyna noceTuTesnto, HanpaBrdloweMycsl B
nogpasgenexHne, B pasgene «focmyn nocemumerieltd» wwm nNpu  3akase
MPOMyCcKOB B pa3gene «3aka3 npornyckoe nocemumeseu».

* TenedcdoHbl — TenedoHbI AMA CBA3N C NoApa3aerneHnemM.
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* llabnoHbl pocTyna COTPYAHUKOB —nMpaBa [JoCTyna no BbiGpaHHOMY
WAabnoHy aBTOMATMYECKM 3aJaloTCA MpU BblAaye KapTbl AOCTyna COTPYLAHVKY
nogpasgernexus B pasgene «Jocmyn compyOHUKoe».

* LlabnoHbl ApocTyna noceTuTenewn — npaea JocTyna Mo BbiGpaHHOMY
WabnoHy aBTOMaTUYECKM 3a4aloTCa MNP Bblgadve KapTbl AOCTyrna MNOCeTUTErnto,
HanpaBnsoLWeMycs B nogpasgernenue, B pasgene «Jocmyn compyoHUKO8».

2.2.2 Co3pgaHue cnucka noapasgeneHnmn

Mpy ykasaHUM OpraHM3aLMOHHOM CTPYKTYPbl MpeanpusiTus pekoMmeHaoyeTcs co3daBaTb
KOPHEBOW 3NIEMEHT, Ha3BaHWE KOTOPOro COBMAZaeT C Ha3BaHMEM MpeanpusiTus
(opraHuzaumm) WM - HECKONMbKO KOPHEBLIX 3IIEMEHTOB, COOTBETCTBYIOLME  KPYMHbIM
CTPYKTYPHbIM MoapasaeneHusiM, TepputopuanbHbiM npeactaButernscTeam Wim unvanam.
[ns cosgaHys MHOroYpOBHEBOIO PaCcKpbIBAOLLErocst Cncka CTPYKTYPHbIX MoApasaeneHui:

1. Haxmute kHonky [lo6aBuTb noppasgeneHue #l Ha naHemm WHCTPYMEHTOB
BKnagku. CTaHeT AOCTYMHa NaHesb BBOAA U pefakTUpOBaHUSA AaHHbIX:

HassaHue OnKcaHi1e

|I'Ipen.npv1nme | | |

0K OTMeHa

Ha naHerm BBOOA W pedakTMpOBaHMS AaHHbIX B none HasBaHue BBeaute HasBaHue
HoBOro nogpasgenenus. [lpu HeobxoaumocT B none OnucaHua BBegute

AOMONHUTENBbHYIO MHAOPMaLIMIO O Noapa3aeneHnn.
2. na ykasaHus LWWabnoHa poctyna pnAa coTpyAaHuKoB/mocetuTteneu

Ha>XMUTE KHOMMKY _| cnpaBa OT COOTBETCTBYHOLIESIo noJs (KHOI'IKa Ypanutob

wabnoH AnAa coTpyaHukoB/noceTuteneun S CIyXUT AN yaaneHust 13 noss
paHee ykasaHHoro wabrnoHa). OTkpoeTcs okHO Bbi6op wabnoHa aoctyna ansa
coTpyaHukoB/nocetTutenen. B paboyen obrnactn okHa aAna Bbibopa OOCTYMHbI
WwabroHbl, co3gaHHble paHee Ha Bkragke LWab6noHbl pgoctyna pasgena
«Jocmyn compyOdHukoe/nocemumeneii».

BoiBop waBnoHa goctyna 4ns .. O >

HazsaHue

: | w

| 0K | | OTMeHa |

Bbigermre Heobxoammbii WAGMOH n Haxmute kHonky OK. OkHo GydeT 3akpbiTo,
BblOpaHHbIn WabsoH nosisutcsa B nore LWla6noH goctyna ana corpyaHukos/
nocetTuTenen.
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lpumeyvaHue:

Mona KoHTakTHOe nuuyo nConpoBoXxaakwwmun OyayT 4OCTyNHbI nocre fobasneHns
B noapasgerieHne COoTpyaHuKoB. [na ykasaHus OOHOro M3 COTPYAHUKOB B KayecTBe

COMPOBOXOAKLIEr0 WM KOHTAKTHOTO  JMUA  HaXMWUTE  KHOMKY _| cnpaBa OT
COOTBETCTBYHOLLEIO nonsi (kHoMka Ypanutb KOHTaKTHoOe nuuo/

conpoBoxaawuero — =l CMyYKUT [LONA  ydaneHus W3 MNofs  paHee  YKa3aHHOoro
coTpyaHuka). OTkpoeTcst OKHO BbIGOpP KOHTAKTHOro nuua/conpoBoXaarwLWwero:

BriBop conpoBo#aaowero O >
¢ # | Npeanpusitue|

| Tab Mo | CoTpyaHHK w Jom#HoCTE MNoapazaeneHye 2
1p KawwpuHa PervHa AHgpvAaHoEHa  [JupexTop '
2 BoraTeipes Hukonai Akybosry  |MoMoWwHKK MpeanpuaTHe
E] BoraTeipée Bopuc Kupunnoerd PyKoBOgWTENe OTAENa AOMAHMCT paUMA
4 benaes Tapac EBnaMnuesm4 MOMOLIHIE, AOMAHMCT PAUMA
4 | | v

Omhera

B pabGodyen obractm okHa [OCTyNHa OYHKUMS COPTMPOBKM MO 3fieMEHTaM OOHOro WM
HECKOMbKMX CTONMOLOB. [Ana noucka COTpygHvKa no TabenbHOMy HOMepy wim damunium
HaxkmuTe kHornky Mounck # Ha naHem MHCTPYMEHTOB OTKPbLIBLLErOCs OKHA.

Bblgenure HyxHOro cotpygHuka B pabouen obrnactn okHa n Haxmute KHonky OK. OkHo
OygeT 3akpbliTO, BbibpaHHbIM COTPYAHWK OyaeT ykasaH B nore KoHTakTHoe nuuo/
ConpoBoXxaarwLwWwmn.

3. lNocne BBOAa BCcen Heobxoaumon uHpopmaumm Haxmute kHonky OK Ha naHerm
BBOJA W pedakTupoBaHua faHHbIX. [MoapasgeneHne 6yaet ob6aBneHo B CMMCOK B
paboyen obracTy BKNagKu Ha TOM e YPOBHE, YTO U NYHKT (He onpeaeneHo):

- (He orpefganeHo)

neApaTIe
4. Mpwn HeoGxoauMocT Anst gobaBrieHns Apyrux noapasneneHnini Ha TOM XKe YPOBHE
noBTOpUTE onepaLmio:

- (He onpeaeneHo)
-~ MpeanpraTite
e man MNel

L Dpman Mo 2

5. [ina pobaBrieHnsi BIOXXEHHOrO NoApasferfieHns, BXOASLEero B CTPYKTYpY OOHOro u3
CO30aHHbIX paHee, Bblaenmre 3TO noapasgerneHne B paboyen obractv BKNagkm m
HaxxmuTe KHOMKy [lo6aBUTb BIOXEeHHOe noapasaeneHue 4l Ha naHerm
WMHCTpYMeHTOB pasgena. CTaHeT [JocTynHa naHerb BBOAA W pedaKTMpOBaHUS
JaHHbIX.

6. Ha naHerm BBOOa M pefakTMpoBaHMA [OaHHbIX B nofie HasBaHue BBegute
Ha3BaHMe BriOXeHHOro noapasgenenus. MNpu HeobxogmmocTn B nore OnucaHue
BBEAMUTE OOMNOSHUTENBbHYIO MHopMauuo. Haxmute kHonky OK. [Mogpasaenenue
OyneT pobaBneHo B paboyen obrnactn BKMAAku B BUOE PacKpbiBAKOLWErocsi cnucka
Ans BbIOpaHHOro noapasaesieHnst BbiCLIErO YPOBHS:
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- (He onpegensHo)

=- MpednpaaT e
= AAMPHACT

7. Tpn HeobxoaumocTn ana nobasreHns OpyrMx nogpasfernieHun Ha TOM XXe YpOBHE
BJIOXXEHHOCTU MCnoSb3ynte KHOMky [lo6baBuTb noppaspeneHune — # Ha naHenm
WHCTPYMEHTOB BKIIagKu:

-~ (He orpegensHo)
= MpeanpiaTie
e ARMAHMCTRALMA
- ByxranTepiia

- DIAMMEN N1
L QAN NEZ2
8. Ina M3MEeHeHMs Has3BaHUsi WM OMUCaHMA CO34AHHOrO paHee noapasneneHns
Bbloermre ero B paboden ob6ractM BKMagkMm W Haxmute KHonky M3MeHuUTb
noapasgeneHue 2t Ha naHenm MHCTPYMEHTOB BKraaku. CTaHeT AOCTYyrNHa naHerb
BBOAA W peaakTMpoBaHuMA [OaHHbiX. [lpousBeaute Ha naHenmM Heobxoaumble
n3MeHeHus1 1 Haxkmute kHornky OK.
9. [ina ypanenua cO3gaHHOrO paHee noapasgaerneHusl Bblgermre ero B pabouen

obracTuv BKNagkm n HaXxXmuTe KHornky YaanuTtb/ CKpbITb Nogpa3geneHue = Ha
naHemm MHCTPYMEHTOB BKIAAKW. B OTKpbIBLLEMCS OKHE MOATBEPXKOAEHVSA HaXMUTE
kHonky OK. lMogpasgeneHne 6yaet yaaneHo m3 paboyen obractv BKMagku wnm
CKpbITO.

10.dna coxpaHeHus M3MEHEHMN B CMNUCKE noApasfernieHun HaxXMuTe  KHOMKY
CoXxpaHUTb Ha NaHem HCTpyMeHToB «KoHcosu ynpaeneHus».



PykoBoacTBO nosnb3oBaTend

2.3

Bknaaka «[JomkHocTU»

2.31 Paboyee okHO BKnagku

Bkrnagka [ONXHOCTW nNpefHasHayeHa [N BeOEHVMs Chncka YTBEPXKOEHHbIX Ha
npeanpuaTM  OOSPKHOCTEN. HasHaueHue coTpyaHuMKa Ha [OOJDKHOCTb NPOoM3BOAUTCS B
pasgene «CompydHukuy. Paboyee OKHO BKNagkn MMeeT creaytouyin BUA;

-

YYyETHBIE AlaHHbIE ill

Mogpazaeneqma | | JomkHocTH
| ﬁ i % | MoKasLBaTe D':prTbll;@

HazsaHue @ & OnucaHue

1 }|(ne onpeaenena)
12 |WEB-ausaiinep
3 |WEB-nporpamMMmucT
4 |AHANUTUK

5 |dupexTop
6 |
7 |
8 |

[+

[y

MaMOLLIHIK,
PyrxoBoguTenE OTOENE

COTPYAHMK @

m

0K OTMeHa

S

Bbi6op Bknagku pasgena:
* [logpa3geneHus;
* [NonXXHOCTMU;
* lononHUTEeNbHbLIE AaHHbIE;
® [IOKYMEHThI.

. MNaHenb MHCTPYMEHTOB BKITaaKWU:

¥l o6aBUTL AOMKHOCTbL (Ctrl+N)—kHonka nossorsieT [o6aBUTL B CMMCOK
HOBYIO [JOJDKHOCTb.

3 U3MeHUTb fOoMKHOCTb (Ctrl+E)— KHoMKa No3BossieT U3MEHUTb BblGpaHHYo
B paboyen o6nacTu BKNaaku AOSPKHOCTb.

=l Yaanutb/ckpbiTb pAomkHocTb (Ctrl+D)—kHonka nosBorsieT yoanuTb
BblAENeHHy0 B paboyern obractu pasgena 4OSTKHOCTb.

lNpumeyaHue:

Ecmm Ha ypansemyto OOSPKHOCTb Oblfl HA3HA4YeH COTPYOHWK, TO MPWU MOMbiTKe ee
yoanutb oHa GyaeT CKpbiTa, HO He yaaneHa. CKpbliTble JOSPKHOCT OToOGpaxatTcs B
paboyen ob6racTu BKMAAKM KpaCHbIM LIBETOM MPU  YCTAHOBSIEHHOM  (priaxke
MokasbiBaTb CKpbITble. [1519 BOCCTAHOBIIEHMS CKPbITOM OOJSPKHOCTU BbloermTe
ee B paboyern obrnacTv BKNagkm 1 Haxxmute KHonky BoccTaHOBUTb AOMXKHOCTDb

4 Ha naHes M MHCTPYMEHTOB BKIiaKW.

¥ BoccTaHOBUTBL [OMKHOCTB (Ctrl+M) — kHonka no3BOSIIET BOCCTAHOBUTL
yOoarneHHylo paHee [OSPKHOCTb. KHomka JocTynHa Torbko npu Boibope B pabouyen
obracTu BKnagku paHee yaaneHHOW JOIPKHOCTH, BblAENEHHOM KPACHBIM.



PERCo0-SM02 Pasgen "Y4yeTHble aaHHblE"

2.

2.3.2

& MevaTb (Ctrl+Y)—kKHOMKa MO3BONAET OTKPbITb CMMCOK AOIDKHOCTEN C WX
OnNMCaHNAMM B OKHE NpeaBapuUTEeNibHOr0 NPOCMOTPa Af1A NOCMeayoLLEN NneYaTu.

3t 3kcnopt B Excel (Ctrl+Y)—kHomka no3BoOMAeT COXPaHUTb  CMCOK
AOJSPKHOCTEN C onMcaHuaMmM B hopmaTe anekTpoHHbIx Tabmmy MS Office Excel.

= dkcnopT B OpenOffice Calc —kHOMKa MO3BONSIET COXPaHUTb CMIMCOK
AOJSTKHOCTEN C onMcaHuaMM B dhopmaTe anekTpoHHbix Tabmmy OpenOffice Calc B
doaire ¢ pacLMpeHUEM . ods.

MokasbiBaTb CKpbITblIe — Npu ycTaHOBKE (hbriaxxka B paboyen obractn BKhagku
OyayT oTo6paxkeHbl 1 BblAeNeHbl KpacHbIM LIBETOM yAaneHHbIE paHee LOSTKHOCTW.
Paboyass o6nactb BKMagkym COOEPXWT CNUCOK AOSPKHOCTEN, YTBEPXKAEHHbIX Ha
npeanpuaTKn, ¢ ux onucanusimn. MNpun nepeoM 3anycke pasgerna B Crmcke 40SPKHOCTEN
COAEPXMUTCH TOSbKO HEM3MEHSEMOEe 3HaveHe (He onpepaerieHa), no ymosrHaHuo
yCTaHaB/mMBaeMOe COTPYAHVKaM.

lMpumeyaHue:

B pabouyen obnactu peanmsoBaHbl criegytoume OyHKLMW: COPTUPOBKA MO 3rieMeHTam
OOHOr0 M3 CTONOLOB, KOHTEKCTHbIM MOUCK, MOWUCK MO 3feMeHTam CTosbuoB,
M3MEHEHME LLMPVHBI CTONOLIOB.

. MaHernb BBOAA U pedakTtnpoBaHUA AOaHHbIX OaHHbIX COOAEPXUT MOJIA AJ1A BBOOA

Ha3BaHUA 1 onncaHna OOJPKHOCTU.

Co3paHue cnucka goJmKHocTewn

[na co3aanus cnncka yTBeP KAeHHbIX Ha NpeanpusiTN O0SPKHOCTEA:

1.

HaxmuTe kHorky [lo6aBUTb AOMKHOCTb # Ha MaHem UHCTPYMEHTOB BKMAZKM.
CTaHeT OOoCTynNHOWM NaHesnb BBOAA U peAakTUPOBaHUS AaHHbIX:

HazeaHue OnKcaHKe

|BanbLl.l:IElLIJ.I-1K | | |

0K OTmMeHa

2. Ha naHerm BBOAa n penaktmpoBaHnAa OaHHbIX B More HasBaHue BBeaute HOBYHO

AOIPKHOCTL. [Mpn HeobxoammocTn B none OnucaHue BBeautTe LOMNOSHUTENbHYHO
nHcpopmaumio. Haxmure kHonky OK. [orkHocTb Oyaetr gobGaBneHa B CMMCOK B
paboyein obnacTun BKNagKku.

. Ana pobaBrneHnss B CMNMCOK OPYrux AOSPKHOCTEW MoBTOpuUTE onepauuto. Ecrm

pobaBnsemasl OOJTKHOCTb yXKe COoOepXutca B CNUCKe, TO OTKPOEeTCA OKHO C
npeaynpexaeHnem.

. Ana nameHeHust OOIPKHOCTU UMM €e ONnucaHus Bblaermte ee B paboyelt obracTu

BKITAZKM U HAXXMUTE KHOMKY M3MEeHUTb OOMXHOCTbL 2B Ha maHerm MHCTPYMEHTOB
BKMaaku. Ha naHerm BBoda v pedakTMpoBaHua AaHHbIX MpousBeanTe Heobxoaymble
M3MeHeHUs1 N Haxkmute kHormky OK.

. Ana vyoaneHna OOJPKHOCTWU BblOermte ee B pa6oqel7| obracTu BKMAgKM U HaxXmute

KHOMKY Y 4anuUTb/CKPbITb AONXHOCTb =l Ha naHerm MHCTPYMEHTOB BKragku. B
OKHEe MOATBEPXAEHMS yaaneHns Haxxmute kHonky [la. JorpkHOCTh ByaeT yaaneHa mm
CKpbiTa B pabo4yen 06nacTtun BKNaaku.

. [na coxpaHeHua NpPomusBEOEHHbIX M3MEHEHUA B CMUCKE [OOJPKHOCTEW HaXMmuTe

KHONMKy CoxXpaHMUTb Ha NaHerm UHCTpyMeHToB «KOHcos1u ynpasrieHUsi».
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PykoBoacTBO nosnb3oBaTend

2.4 Bknagka «[JononHuTtenbHble AaHHbIE»

241 Paboyee okHO BKnagku

Bkragka [lononHuTenbHble AaHHbIe NpedHa3HayeHa Ans cos3gaHus nosen ans Beoga
OOMNONHUTESNbHBIX YYETHbIX AaHHbIX. [Mona co3galoTca He3aBUCMMO A5 COTPYOHMKOB U
noceTUTENEn Ha COOTBETCTBYHOLWMX AOMOSHUTESNbHLIX BKNagkax COTPYAHUKM U
MoceTtuTtenu. [Mona moryt BbITb CO3aaHbl ANd BBOAA CrieAytoLmMX TUMOB OMNOSHUTESbHbIX
OAaHHbIX:
* TeKCTOBbIW — A/ BBOAA TEKCTOBbIX AAHHbIX.
* [pacdhnueckun — ona BBoaa rpadomyeckmx AaHHbIX.
* Tekctorpacgpmyeckun AnA  AM3anHepa MNPOMNYCKOB —TUM  [aHHbIX
ucnone3yetca B moayrne PERCo-SM14 «[u3altHep nponyckoe» 1 npeaHasHa4yeH
OS99 neyaTn Ha NPOonycKe yKa3aHHOro Npu co3aaHum Nnonst AaHHbIX n3obpaxeHus. Mpu
aTOM wu30bpaxeHne OyaeT nedataTtbCA TOMBKO B Clydae YCTAHOBKM dpriaxka
(Ha3BaHve KOTOPOro coBnagaeT C Ha3BaHVEM MONA TeKCTorpaduieckmx AaHHbIX) Ha
naHesm BBo4a LOMNOSHUTENbHBIX AaHHBLIX COTPYAHMKA/ noceTuTens.

BBo4 yveTHbIX [aHHbIX COTPYAHWKOB npousBoautca B pasgene «CompydHuku». Beopg
YYETHbIX JaHHbIX MOoceTUTenen NpousBoauTcs B pasgene «Jocmyn nocemumeneu» vnm
«3aka3 nponyckoe 0511 nocemumernel» voayns PERCo-SMO03 «Bropo nponyckoey.

Pabouee okHO BKMagkm UMeeT crieaytoLLmn Bua;

MoagpasoeneHya JomkHocTH

| [ononHUTensHbIE AaHHEE | JOKYMEHTEI @
CoTpYAHMEW  [MoceTUTEnM

FEERIE T

HazeaHue

OnucaHwe DOPMET AaHHEIX | &
TeKCTOBRIA

TEKCTOBERIN

TeKCTOBRIM

Mpathdeckili

MpadmqeckMin @

2 |MHH

2 |MpuMeqaHre

4 |CTpaxosoit nommc
5

D,

il
I
[

1. Bbibop BKNagku pasgena:
* MoapasgeneHus;
* [10/1XXKHOCTM;
* lononHUTenNbHbIe AaHHbIe;
¢ [IOKYMEHThI.

2. [JononHuTenbHble BKIAAKN 411K BbIOOpa KaTeropmm y4eTHbIX AaHHbIX:
* COTPYAHMUKM;
* [loceTutenmu.

11
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3. lNaHenb MHCTPYMEHTOB BKIALKMU:

¥l lo6aBMTbL AononHuTenbHoe none (Ctrl+N)— kHornka No3BorsieT co3aaTh
HOBOE Morie A9 BBOAA LOMOSHUTENMbHBIX TEKCTOBbLIX WM rpadhnyecKkmx y4eTHbIX
AaHHbIX COTPYAHUKA UK NoCeTUTENS.

a Y3MeHUTb pononHuTenbHoe none (Ctrl+E)—«kHonka nossonseT
M3MEHUTb Ha3BaHWE UM ONUCAaHWE MOJI AOMOSHUTENbHBLIX AaHHbIX, BblOpaHHOro B
paboyen obrnactu Bknagku. iameHeHne popmata gaHHbIX Nofis HeAOCTYMHO.

5l YpanuTb AONONHUTENbHOE none (Ctrl+D) — kHoMnka nossonaeT yoanuiTb
nore AONOSHUTENbHBLIX AaHHbIX, BblAeNeHHoe B paboyein 06nacTy BKaaku.

t NMepemectutb BBepx (Ctrl+Up)—kHonka no3BonseTr nepemecTuTb
BblAeNeHHbIN B paboyert 06r1acTi BKNagKu 3rieMeHT CnvcKka Ha CTPOKY BbiLLe.

* NlepemectTtTb BHU3 (Ctrl+Down)—kHoMka no3BONsIET MNEPEMECTUTb
BblOeNieHHbIN B paboyert 06racTu BKNagKm 3rieMeHT CnmcKa Ha CTPOKY HUKE.

lMpumeyaHue:

YCTaHOBMEHHbIN MOPSAOK ByaeT coxpaHeH npu OoTobpaXKeHun Mnoren Ha naHesnm
BBOAA AOMNOSNHUTENbHbIX JaHHbIX.

“# NMevaTtb (Ctrl+P) — kHonka noO3BOMAET OTKPbITb CMWCOK CO34aHHbLIX Mosien
AOMOSHUTESbHBIX JAaHHbIX B OKHE MpeaBapuUTeribHOro NpocMoTpa And nocrieayroLem
neyaru.

3% 9kcnopt B Excel (Ctrl+Y)—kHomka mo3BOMAET COXPaHUTb  CMIMCOK
CO3aHHbIX Norier JOMNONMHUTENbHBIX AaHHbIX B (hopMaTe 3MeKTPOHHbIX Tabmmy MS
Office Excel B hanre ¢ pacumpeHem .x1s.

* QkcnopT B OpenOffice Calc —kHoMka MO3BONSET COXPaHUTb CMIMCOK
nogpasgenieHuin B popmarte anekTpoHHblx Tabrmy OpenOffice Calc B haine ¢
pacumpeHem . ods.

4. Paboyas obractb BKAgKM COLAEPXKMT CMMCOK CO3[4aHHbIX LOMOSHUTENBbHBLIX NONEN
OS5 BBOAA YMETHbIX AaHHbIX COTPYAHUKA UM NOCETUTESS.

lMpumeyvaHue:
B pabouyen obriactu peammsoBaHa BO3MOXXHOCTb U3MEHEHUS LLMPWHBI CTOSIOLIOB.

5. MaHernb BBOAA W peaakTMPOBaHUA OaHHbIX COAEPXKUT Mo Ans BBOAA Ha3BaHUS U
OMUCaHWsi AOMOSHATENbHOMO MOJIA YYETHBLIX AaHHBIX M PACKPbIBAOLWWINCA CNMUCOK AJ15
yKkasaHus oopmMaTa JaHHbIX.

12



PyKO BOACTBO MnoJib3oBaTtesd

2.4.2 Co3paHue HOBOIro nons AaHHbIX

[na co3ganma gononHUTENBHOIO Nosia ANns BBOAA YYETHbIX AaHHbIX:

1. BbiGepuTe KaTeropmio COTPYOHMKN UM NOCETUTENN, NEPENOA HA COOTBETCTBYIOLLYHO
OOMONHUTESNbHYIO BKIAOKY.

2. Haxmure «kHonky J[o6aBuTb AOMNONHUTENbHOE none 4 Ha naHemm

WHCTPYMEHTOB BKIaaku. [NaHerns BBo4a U peaakTMpOBaHUS LaHHbIX CTAHET aKTUBHOM:

HazeaHue

|lIu:|T|:| |

OnKcaHke

|,D,EII'II:I.I'IHP1TEJ'IbHIIIE |

TopMaT AaHHbIX

MpadrecKIMi

QK OTMeHa

3. C nomouto packpbliBatoweroca cnmcka @PopmaTt AaHHbIX YKAXUTE TUM YYETHbIX
AaHHbIX CO30aBaeMOoro nosis: TEKCTOBbIW, rpadou4eCKnn Unm TeKCcTorpamyeckui.

4. B coOTBETCTBYIOLLME MOSS BBEAUTE HAa3BaHWE, ONCaHWEe HOBOrO MOSS.

5. Ecrm BbiOpaH TekcTorpaduyeckmi TN AdaHHblX, OTKPOETCA AO0MNOSHUTENbHAs

naHens Mpadnyeckue nsobpaxeHus:

Hazsanne
OnucanHue

PopMaT AaHHBIX

Ipadyeckie MsobpaKeHa

[na "Aa" 3arpysuTh W3 thakina VRANUTh

fna "Het” 3arpysuTe Wz dalina ¥0anMTh

TexcTorpaduYeckiil NOrM4eckuid ANA AM3aHHEPE NPONYCKOB

OK OTMeEHE

Haxmute kHonky 3arpy3uTb M3 ¢anna mn ykaxure rpadudeckmn amn c
n3obpakeHneMm, Kotopoe ByaeT nevyaTaTbCHa Ha NPOMNYyCKaXx.
6. Haxmute kHonky OK Ha naHerm BBoAa U pefakTMpoBaHUA AaHHbIX. [JokymeHT BygeT

pobaBreH B Cr1UCOK.
7. Ons pobaBneHusi B CNMCOK ApYyrvx noren noBTopute onepawmio.
8. [1ns n3ameHeHusa noss UM ero onucaHusa Bblaermre ero B pabo4dert obrnactu BKagku

U HaXMuTe KHOMKY WU3mMeHuTb pononHutTenbHoe none 28 Ha naHerm
VHCTPYMEHTOB BKraaku. CTaHeT akTMBHA NaHernb BBOAA M peAaKTUpPOBaHUS AaHHbIX.
MpounsseauTe HeobxoaMMble U3MEHEHUS U HaxkmuTe KHorKy OK.

9. Onsa yoaneHus nons Bblaermte ero B pabo4yeit 06ractv BKNaaku U HaXMUTE KHOMKY
YaanuTe gononHuMTenbHoe none = Ha maHerm VHCTPYMEHTOB BKraaku. B
OKHE MNOATBEpPXOeHVs yaarneHust Haxmute kHonky [a. lMone OymeT ynaneHo w3

paboyen obrnacTu BKNagku.
10.0n9 coxpaHeHUs W3MEHEHUn Haxmute KHOMKy CoOXpaHUTb Ha NaHenm

UHCTpyMeHTOB «KOHCcosu ynpaeneHus».
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2.5
2.51

Bkrnagka JoKyMeHTbI NpeaHa3HayeHa Ana BeAeHUsa Chucka usgaBaeMblX Ha npeanpusatum
OOKYMEHTOB C LieSbIo X ydeTa. [JOKyMEHTbI MOTyT yKa3blBaTbCHA B KQ4YECTBE OCHOBAHUS A4S
npveMa COTPYOHVMKOB Ha paboTy WM M3MEHEHMS WX YYETHbIX AdaHHbIX B pasgene
«CompydHuku». Pabo4ee OKHO BKNagkv UMeeT creaytouyin BuA;

MogpasgoensHiA | JomwHocT | AononHUTENBHEIE OaHHEIE AOKYMEHTEI @

L

Bknagka «[JOKyMeHTbI»
Pabou4yee OKHO BKNnagku

[#] abl |- | G A& s |I'I-:n-ca3b|E=aTb CKPEIThIE ‘@

DaTa "~
Haomep JaTa u30aH1A | BCTYMNEHWA B HazsaHue |

c|ny

11 13.09.2018 13.09,2018 OB bACHATENEHEA

2 |34 13.09.2018 13.09,2013 Brirosop

E] 13.09,2018 13.09,2018 Mpukas of yEoneHEHMM

b 3asenerme

4 W

£ >

13.09.2013 13.09, 2013

e

2.

e

Bbibop Bknagku pasgena:

* NoapasgeneHus;

* IONXKHOCTMU;

* lonoNHUTENbHbIE OAAaHHbIE;
®* IOKyMEHThI.

[MaHernb MHCTPYMEHTOB BKIIAAKMW:

¥l lo6aBUTb AOKyMeHT (Ctrl+N)—kHonka nossonsieT A06GaBWUTb B CRMCOK
HOBbI JOKYMEHT.

abl U3meHUTb A0KYMeHT (Ctrl+E) — kHomnka no3sonsaeT U3MeHUTb MHpopMaLuio
0 JOKyMeHTe, BbibpaHHOM B paboyer 06racTu BKNagku.

=l Yaoanntb/ckpbiTb aokymeHTe (Ctrl+D)— kHonka no3sondeT ygarmtb Wnm
CKPbITb BblAeSIEHHbI B paboyein 06riacT BKIIagKkv JOKYMEHT.

lNpumeyaHue:

[lOKyMeHT npw nonbITke yaaneHus OyaeT CKpbIT, ecrv OH Bbin ykas3aH B Ka4yecTBe
OCHOBaHUS Anst npuema Ha paboTy WM U3MEHEHUSI YYEeTHbIX AaHHbIX COTPYAHVKA.
CKkpbITble [OOKYyMeHTbl OTobpakaloTcs B paboyelrt o6ractv BKMaOkWM KpacHbIM
LUBeTOM npu ycTaHoBreHHoMm crnaxke [lokasbiBaTb CKpbiTble. [0S
BOCCTaHOBIIEHUSI CKPbITOro JIOKyMEeHTa BblAenmTe ero B paboyeri ob6ractv BKnagku u

Ha)XmuTe KHONMKy BoccTaHOBUTb [OOKYMEHT $ Ha nanerm VHCTPYMEHTOB
BKITAAKW.
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PyKO BOACTBO MnoJib3oBaTtesd

¥ BoccraHoBuTH BOKYMeHT (Ctrl+M)—kHonka no3BonsieT BOCCTAHOBUTH
CKpbITbIN AOKyMeHT. KHomka AocTynHa Tonbko npu Bbibope B pabouern obrnactu
BKIagKu CKpbITOro JOKYMEHTA, BblAENEHHOrO KPaCHbIM LIBETOM.

& NMevaTtb (Ctrl+P)— kHorMka Mo3BONSIET OTKPbITb CMMCOK [OKYMEHTOB B OKHE
npeaBapuTesibHOro NMPOCMOTPa AN NoCreayoLen neyaTu.

35 9kcnopt B Excel (Ctrl+Y)—«kHonka NO3BOSAET COXPaHUTbL  CMUCOK
AOKYMEHTOB B dopmaTe aneKkTpoHHbiXx Tabmmy MS Office Excel B hanne c
pacpeHreM .x 1 s.

MokasbiBaTb CKpbITblIe — Npu ycTaHOBKE (hbriaxxka B paboyen obractn BKhagku
ByayT oTobpaxaTbCsi CKPbITble JOKYMEHTbI, BblAENEHHbIE KPACHBIM LIBETOM.

= QkcnopT B OpenOffice Calc —kHOMKa NO3BOMAET COXPAHUTb CMMCOK
nogpasgeneHun B popmate anekTpoHHbix Tabmmy OpenOffice Calc B dhanne ¢
pacumpeHvem . ods.

3. Paboyas obrnactb BKMagkM COOEPXUT CMUCOK BBEAEHHbIX [JOKYMEHTOB U
MHOPMALMS O HUX.
lMpumeyaHue:
B paboyert obrnactu peanmsoBaHb! criegytolpe OyHKLMX: COPTUPOBKA MO AfieMeHTam
OZIHOTO 13 CTONBLIOB, UBMEHEHME LLMPUHBI CTOSIOLOB.

4. MaHenb BBOAA M peaakTUPOBaHUSI OAHHbIX COOEPXUT Mons Ans BBOAA HasBaHus
ONMCaHMsi N YH4ETHOrO HOMepa AOKYMEHTa, a Takke Moris BBoAa AaTbl Ars yKasaHus
AaTbl U3OaHVS U AaTbl BCTYNNEHNS B CUMY IOKYMEHTA.

25.2 [Ho6GaBneHne HOBOro JOKyMeHTa
[ns nobaBneHnst B CNMCOK HOBOIO AOKYMEHTa:

15

1. Haxmute kHorky Jlo6aBUTb AOKYMEHT | Ha maHemM MHCTPYMEHTOB BKMaaKM.
MaHerb BBOAA M peaakTUPOBaHUA AaHHbIX CTAHET aKTUBHOW:

HazeaHwe OnucaHue Hamep
|I'I|:u-1r:a3 o Nepesoge | |CL-1ME|FL-1H K2 A, | |66| |
daTta uznaHuA [aTta BCTYNNeHMA B CUny
13.09,2018 [El=  13.09.2018 [E~
OK OTMeHa

2. B cooTBeTCTBYIOLYE NOSIS BBEAUTE Ha3BaHWe, onNMcaHue u HoMep AOKYMEHTa.

3. lNpn HeoBXOOUMOCTM C MOMOLLBIO COOTBETCTBYIOLMX MONEN BBOAA OAT M3MEHUTE
Aaty uv3daHma M gaTty BCTyneHuss B cwrly  AOKymeHTta. [lo  ymomyaHwo
yCTaHaB/MBaETCs TeKyLlas gata.

4. Haxmute kHonky OK Ha naHerm BBOAa U peaakTMpoBaHuMa AaHHbIX. [JOKyMeHT ByaeT
JobaBneH B CNUCOK.

5. [1ns gobaBneHusi B CNMCOK ApYyrMx 4OKYMEHTOB NOBTOPUTE Onepaumio.

6. [1ns n3ameHeHns Has3BaHuUA WM OpYron MHopMaLmMm O JOKYMEHTE BblAermTe ero B
paGoueit 0bracTy BKMaAKM U HaxXmuTe KHOMKY M3MeHUTb AOKYMeHT 3 Ha
naHemm MHCTPYMEHTOB BKIagkn. CTaHeT akTMBHa NaHesb BBOAA M peaaKTMpOBaHUs
AaHHbIX. BHecuTe HeobxoaymMble nameHeHus n Haxmute KHornky OK.

7. Ona yoanenus OOKYMEHTa BblAermte ero B pabouern obrnactn BKNagkM U HaXMuUTe

KHOMKY Y 4anuTb/CKpbITb AOKYMEHT = Ha naHerm WHCTPYMEHTOB BKragku. B
OKHE NOATBEPXOAEHVS yaarneHua Haxmute kHornky [a. [JokymeHT OyaeT yoaneH wm
CKpbIT B paboyen obnacTtu BKnagku.



PERCo0-SM02 Pasgen "Y4yeTHble aaHHblE"

8. N CcOXpaHeHVs M3MEHeHUIn HaxmuTe KHonky CoXpaHMTb Ha nNaHemm
UHCTpyMeHTOB «KOHCco1u yrnpaeneHus».
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PyKO BOACTBO MnoJib3oBaTtesd

3 Pazpgen "CoTpyaHuku"

3.1 Ha3HauyeHue

Paspgpen «CompyodHuku» (basoBasi Bepcusl) npegHasHayeH And 3arnofHEeHVS YYeTHbIX
KapToYeK N BeOEeHVs Chiucka COTPYAHUKOB MPeanpusiTud ¢ BO3MOXHOCTbIO yKasaTb And
KaXkgoro COTpYOHVKa MPUHAOSIEXXHOCTb K OOHOMY M3  CTPYKTYPHbIX nogpasaeneHui
npeanpuaTua, rpaduk paboTbl U OOSKHOCTL. B pasgene npegycMoTpeHa BO3MOXHOCTb
MHCPOPMaLIMOHHOW pacchblfikn SMS-coobLweHn Ha TenedOoHHbIe HOMepa COTPYAHUKOB.
Mepen Havyanom paboTbl C pa3aenomMm pekomMeHayeTCs:

1. B pasgene «YyemHbie OaHHbIe» Ha BKNaaKax:

* MoapaspaeneHus — co3gaTtb CTPYKTYPHYIO CXeMy noapasaeneHui npeanpusaTms.

® IoMKHOCTU — CO31aTb CMUCOK JOSPKHOCTEN, YTBEPXKOEHHbIN Ha Npeanpus TUN.

* lononHUTenNbHbIE AaHHble — NPU HeoBXoAMMOCTU A06aBUTb AOMOSHUTESbHBLIE
nona Ana BBOLA TEKCTOBbIX, TeKCTOorpau4eckmx wunm rpauyeckmx OaHHbIX
COTPYAHUKOB.

* IoKyMeHTbl — Mpy HEOBXOANMMOCTU YKasaTb JOKYMEHT, HA OCHOBaHUM KOTOPOro
COTPYOHVK NPpUHMMaeTCs Ha paboTy.

2. B paspgene «Ilpaghuku pabombi» co3gatb rpadukm paboTbl  COrfacHo
YyTBEPXXAEHHOMY Ha NPeanpUaTAM NOSIOXKEHUIO O pexume padoThl.

3.2 Bknagka «CoTpyaHUKU»

3.2.1 Pabou4yee OKHO BKNnagku
Pabouee okHO BKMagkn UMeeT crieaytoLmn Bua;

CoTpyaHHKK

R O TE - MR B e @ B Br| G % - §r | Geomenenenol |

| | Tab. N2 f| CoTpyaHuk | JNomwHocTE | MNoapasaeneHie | Ipadwk paboTel | Mpien Ha paboTy |
i

Borateipés Bopuc Kupunnosuy | PykosoauTens oTaena MpeanpuaTre Paboqan Hegena 19.07.2018
2p AupexTop Punman 1 MPADWK HAKOr A 12.09.2018
3 & Benses Tapac EBnamnves< MoMOLWHMK MpeanpuATHe Pafiowan Hegens 12.09.2018

3| |
£

Bbi6op BKnagkv pasgena:
* COTpyAHUKM;
®* YBOJIEHHbIE.

1. lMaHenb MHCTPYMEHTOB BKIa4KM:

4] Jo6aButb (Ctrl+N)—kHonka no3BonAeT OTKPbITb MaHens BBOAA MU
penakTMpoBaHUs AaHHbIX And Ao06aBreHns B CMIMCOK HOBOIO COTPYOHMKA.
al Y3MEeHUTb YuYeTHble pAaHHble (Ctrl+E)—kHonka Mo3BonsieT OTKPbITh
naHernb BBOAA W pedaKkTUPOBaHUS [aHHbIX ANS  PeAakTUpOBaHWA  OaHHbIX
BbIGpaHHOro B paboyei 0611acTi BKIaaku COTPYOHMKA.
=l *YaanuTb/yBONUTL COTPYAHWKA —MPU HaXaTWM CTPErku crpaBa oOT
KHOMKN OTKpbIBAETCA MEHI0, MO3BOSAIOWEE BbIOpaTh 4S9 OOHOMO WM HECKOSbKMX
COTPYOHMKOB, BblAeNeHHbIX B paboyen obractu BKMagaku, NPOM3BECTM OAHO U3
JENCTBUI:

* Yaanutb — BCe AaHHble COTPYOHVKa OyayT yaarneHsb!;

* YBONMUTb —daHHble  COTpyaHuka OyaoyT nepeHeceHbl Ha  BKragky

YBOJEHHbIe C BO3MOXHOCTbIO MOCIEaYOLLEro BOCCTAHOBIIEHUS.
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lpumeyvaHue:

MNepen ymaneHvem coTpyaoHuka HeobXoOMMO U3bSTb Yy Hero uaeHTudukaTop B
pasgene «Jocmyn compyOHuUKoe».

MpocmoTp AaHHbIX (Ctrl+W) — kHoMnka No3BosseT OTKPbITb MNaHesNb BBOAA U
pefakTMpoBaHna AaHHbIX AN MPOCMOTPA AaHHbIX COTPYOHMKA, BblIOpaHHOro B
paboyenn obrnactu BKMagkM (M3MEHeHWe [daHHbIX He [OCTynHO). [Ons 3akpbiTus
NaHernm HaXkMuTe NOBTOPHO KHOMKy =T MpocmoTp AaHHbIX (CtrI+W) .

Bl O6wuit nomck (Shift+Ctrl+F)—kHonka no3BonsieT NPOM3BECTU MOMCK
COTPYyAHUKA BO BCeX nogpasgeneHmsam no tabensHomy Homepy nim GO,

* Moka3aTb/ * CKpPbITb pe3ynbTaTbl 06LWEro NonckKa — KHOMKN No3BOsA0T

OTKPbITb UM CKPbITb NaHemNb € pe3yrnbTatamm o6LIero novcka.
# BoicTpbin nouck (Ctrl+F)—kHonka no3sonsieT nNpPOu3BECTU  MOMCK
COTpydHMKa B BbiOpaHHOM Ha NaHermM WHCTPYMEHTOB MoApasdeneHnn o
TabensHomy Homepy nim PN 0.
G MpumMeHNTL/OTMEeHNTL BbIGOPKY (Shift+Ctrl+O)— kHonka no3sonser
NPUMEHUTL WM OTMEHUTb BbIOOPKY K CMUCKY COTPYOHMKOB B paboyen obrnactu
BKIIAKM.
B HacTpouTb BbIGOpPKY (Ctrl+O)—KHOMKa NO3BONMAET HACTPOUTL BbLIGOPKY
(unbTp) coTpyaHukoB, oTobpaxkaeMblix B paboden obractn Bknagku. [JOCTYnHbI
cregyroupe Kputepum nocTpoeHnst BblGopKu:

* Ta6. Ne;

* CoTpyAHUK;

* 1IONXHOCTb;

* [loapaspnenexHuve;

* 'pachnk paboThbl;

* MMpuem Ha paboTy;

* Uma Bxoaa B Active Directory;

e Cxema onnaTtbl NUTaHUSA;

* pacdhuk noceweHusn Kade.
Takke B Ka4eCTBE KpUTEPUEB MOCTPOEHUS BbIBOPKN MOTYT ObITb YCTAHOBIIEHbI NOMA
TEKCTOBbIX AOMOSHUTENbHbIX JAHHbIX.
e - OToGpaxeHue cTONOLOB — MNPV HaXaTum CTPENKM crpaBa OT KHOMKK
OTKPOETCH MEHIO, NO3BONAOLIEE BbIOpaTh CTONMOLbBI C AAaHHbIMK, OTOBpaxaeMbiMu
B paboyen obrnactu BKNagku:

« | Tak, N2
w | CoTpyaHWE
v | JonkHoCTe
« | [NogpasgeneHue
« | [padwk paboTel
« | [puem Ha paboty
Mma excga B Active Directory
» | Cxema onnatel NUTaHWA

« | [paduk nocewennn kage
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@ TenedoHbl Ana SMS-oTnpaBKU — KHOMKa MNO3BOSIAIET OTKPbITb MaHesb
TenedoHbl Aona SMS oTnpaBKU 4519 BBO4a HOMeEPOB TenedOoHOB, CBA3aHHbIX
C COTPYOHVKOM, BblOpaHHbIM B paboyen obnactu Bkrnagku. [ns 3akpbiTUS NaHenm
NMOBTOPHO HAXXMUTE KHOTKY.

B ~ OtnpaBuTL SMS — MpU HaXkaTun CTPEerku cnpasa OT KHOMKW OTKPOETCH
MEHL0, Nno3sosstoee otnpaBute SMS Ha TenedoHb!:
* BbigeneHHOro COoTpyAHMUKaA — OOHOrO COTPYQHVKA, BbIAENEHHOMO B
paboyen obrnacTu BKNagku;
* BblOpaHHbIX COTPYAHUKOB — HECKOJIbKMX COTPYAHUKOB, BblAENEHHbIX B
paboyen obrnacTu BKNagku;
* Bcex coTpyAHUKOB noAapasfeneHuMsas — BCEX COTPYOHMKOB,
oTobpakeHHbIX B paboyen obrnacTtu BKNagku.
BKNoOUYnNTL/OTKNIOYNTL OTOOpaxeHue [OKYMEeHTa U TeKCTOBbIX
AONONIHUTENbHbIX AaHHbIX (Ctrl+l) — KHOMKa NO3BONAET BKIHOUYNUTL/OTKIHOYNTD
oToOpakeHne CTONBLOB C OOMOSHUTENBbHLIMU TEKCTOBBIMW AAHHbIMU B pabouen
obractn BKMagkM W, eCcrm OTKpbiTa NaHenb BBOAA W PedakTUPOBaHMSA [OaHHbIX,
naHerm [JOKyMeHT U AONONIHUTEeSIbHbIEe AaHHbIe.

2 BknounTe/oTKAOYNTE oToGpaxeHue rpacgpuyeckmnx
AaHHbIX — KHOMKA MO3BOSSIET BKIMOYUTL/OTKIOUYUTL OTODOpaXKeHne naHerm BBoAa
rpadu4eckmx AaHHbIX, €Crv OTKPbITa NaHeNb BBOAA U peAaKTUPOBaHNS AaHHbIX.

& McTopua un3MeHEeHWUW —KHoMKa Mo3BOMsieT OTKPbiTb OkHO WMcTopua
M3MEHEHUS YYeTHbIX JAaHHbIX A9 NPOCMOTPa M3MEHEHUIn BblGpPaHHOIO
COTPYAHVKA:

WMcTopna n3meHeHNA yUETHB JaHHBE O X

Harta | Tun Cr1apoe zHaueHWe Hoeoe 2HAYEHKWE

bennaes Tapac EBnaMnueBnuy

1k
Z‘B.DQ.ZDIS Mpaduk paboter  TPADWMK HWKOT A Pabodyan Henena (19.07.2018)

JoKyMeHT

OnucaHue JaTa u3gaHus Homep AOKyMeHTa

fororcrever Y | | |
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MeyaThb 33KpEITE

™ WHdopmaunus o rpacduke pabouyero BPEMEHM —KHOMKA MO3BONSIET
OTKpbITb OKHO [paduk paboTbl Ang npocMoTpa pacnucaHns paboTbl
COTPYOHMKA Ha Heaernto Mo yCTaHOBJIEHHOMY emy rpaduky paboTbl. Mpu HaxaTum
CTpernku cnpaBa OT KHOMKA OTKPOETCA MeH, no3sossowee BbibpaTb
Heob6xoanMbIn TUN MHGOPMaLMK 4111 OTOBPaXKeHUs :
* PacwudpoBka rpacdpumka —KHOMKa MNoO3BOSIET OTKPbITb OKHO [paduk
paboTbl AN npocMoTpa pacnncaHna paboTbl COTPYAHMKA Ha HEOENHO.
* KaneHaapb — KHOMKa Mo3BOSIIET OTKPbITb OKHO Fpadmku paboTbl Ans
npocMoTpa pacnucaHust paboTbl COTPyAHUKA Ha rof,.
& "MeyaTb — NPy HaKaTWM CTPErKuM CrpaBa OT KHOMKM OTKPOETCS MEHO,
nosposiilolee BbliOpaTb opmMaT NPeAcTaBfieHMs  OaHHbIX  COTPYAHVKOB,
BblOeNieHHbIX B paboyern obracti BKMagkm (Wn BCEX, €CIM HA OOUH He BblAEneH),
Ans NPOCMOTpPa B OKHE NpeABapuUTenbHOro NPocMoTpa U nocreayoLwemn neyaTtu:
* CNUCOK COTPYAHUKOB — NeyaTtb AaHHbIX BblOpaHHbIX COTPYOHVKOB B BUAE
cnucka ¢ ykasaHnvem TabenbHoro Homepa, PO, nogpasaeneHnst u 4OSPKHOCTW.
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®* YyeTHbIe KapTO4KM (KpaTKO) — nevaTtb AaHHbIX BblOpaHHbIX COTPYAHUKOB
B BuOE KapToudek ¢ ykasaHueM TtabernbHoro Homepa, PO, nogpasgeneHuns u
OOJDKHOCTK, rpadhvka paboTbl U naeHTUrKaTopa Bbl4aHHON KapThl 4OCTYNA.

®* YyeTHbIe KaPTOUYKN (AONONIHUTESNIbHbIE AAaHHbIE).

®* YyeTHblIe KapTO4Ku (BCe AaHHbIe).

a8 - AkcnopTt B Excel —npn HaxaTum CTpernku crnpaBa OT KHOMKM OTKPOETCS
MEHIO MO3BOSAIOLEE COXPaHUTb [AaHHbIE COTPYAHUKOB B (pairne 3neKkTPOHHbIX
Tabmmy MS Office Excel ¢ pacumpeHvem .x1s. [OCTynHbl criegytowme onuum
coxpaHeHus: 6e3 cpotorpachmn, ¢ cotorpachmammu, AaHHbIe TONbKO U3
BUAUMBIX KOJIOHOK.

= AkcnopTt B OpenOffice Calc — npu HaxxaTum CTpernku cnpaBa OT KHOMKK
OTKPOETCSA MEHI0, MO3BOSAIOLIEE COXPaHUTb [daHHbIe COTPYOHWMKOB B haine
9neKkTpoHHbIX Tabrmy OpenOffice Calc ¢ pacumpenvem .ods. [OCTynHbl
cregyroupe onuum coxpaHeHusi: 6e3 doTtorpacpuin, ¢ cpotorpadmsamm, AaHHbIe
TONbKO U3 BUAUMbIX KOJTOHOK.

lMpumeyvaHue:

[obGasneHve otorpadun coTpyaHukoB, OyaeT AOCTYNHO MOCSe YCTaHOBKU MOAYNs
PERCo0-SMO02 «l1epcoHany.

v MUMnopT —npy HaxaTum CTperkMm cnpaBa OT  KHOMKM  OTKPOEeTCS
AOMNONHUTENIbHOE MEHIO:

* UmMnopT n3 Excel —no3BonseT NponsBeCcTM MMMOPT AaHHbIX COTPYAHMKOB
13 cpanna anekTpoHHbIx Tabrmy MS Office Excel.

* AMnopT n3 Active Directory — nossongeT npousBecTn UMMNOPT AaHHbIX
COTPYOHVMKOB U3 CMNMCKa YYeTHbIX 3anucen nofib3oBaTernien BblGpaHHOro
nomeHa MS Active Directory.

e | nioke Bbi6op noapasaeneHus — KHorka nossonseT BblOpaTb
noapasgerneHne, COTPYaHVKN KoToporo ByayT otobpaxaTtbcss B paboyen obrnactu
Bknagkn. CnpaBa OT KHOMKM yKa3aHO HasBaHue BblOpaHHOro B [aHHbIA MOMEHT
noapasgerneHus.
2. Paboyasa obracTtb BKMagKm COAEPXKUT CMIUCOK COTPYAHUKOB, BbIOPAHHOro Ha naHesm
WMHCTPYMEHTOB nogpasaerneHns. 3Ha4yoK B NepBoM cTonbLe ykasblBaeT, YTo:
¥ — cOTpyOHVKY HE BblaaHa KapTa AOCTyra Ui u3bsTa.

& _ ismeHeHHble gaHHbie coTpyaHuka Heobxoaymo nepenatb B KOHTPOSVIEpPbI
CUCTEMB!.
XKenTbiM LBETOM BbleNieHbl COTPYAHVKM, KOTOPbIM He Ao6aBneHbl hoTorpadmm.

lpumeyvaHue:

B paboueit obnacti peanmsoBaHbl OYHKLMX: COPTUPOBKA MO 3reMeHTaM OOHOro Ui
HECKOIbKMX CTOJNOLIOB, KOHTEKCTHbI Moucka, OAHOBPEMEHHOE BblaeneHus
HECKOJbKMX 9NEMEHTOB U U3MEHEHME LLMPVHBI 1 NoCcrieAoBaTeNbHOCTU CTONOLIOB.

3. lMaHenb BBOOA W peAakTUPOBaHWUA YYETHbIX JaHHbIX COTpyaAHuKa. Ecrin paHee OGbin
yCTaHOBMEH M OTKpbIT mMoaynb 1O PERCo-SM16 «Kadgpe», TO Gygoet pocTynHa
naHernb Kade:

20



PyKO BOACTBO MnoJib3oBaTtesd

21

Kade
CXEMa OMNATHl MMTEHWA

|EE3 KOMNEHCALMM |

Mpadik NOCELEHNA

|B nwofioe BpeMA |

4. MNMaHen> IOKYMEHT U AONONMHUTENbHbIe AaHHble. [1aHenb MOXHO CKpbITb/

OTKPbITb, HAXXaB KHOMKY Bknou4nTtb / OTKNOYNTD 0T06pa)|<eHMe AOKYyMeHTa

Bkraaku. Ha naHenm cogepxaTtcsa nonst Ans BBoAa AaHHbIX A0OKYMEHTa COTPYOHVKa U
[AOMOSHUTESNbHBIX TEKCTOBbLIX AaHHbIX. [aHHble OOoKymeHTa MoryT ObiTb BBeAEHb!
BPYYHYIO WM MNpU  HaxaTum KHOMkM Pacno3HaTb 3anyweHa npoueaypa
aBTOMaTMYECKOro pacno3HaBaHus.

lpumeyvaHue:

Mons v BKNaaku Ans BBOAA AOMOSHUTENbHBIX TEKCTOBbLIX U rpaddUHecknx AaHHbIX
co3pfaloTcs B pasgerne «Yyemuble OaHHbIe» Ha Bkragke [JononHUTenbHble
OaHHble.

5. NHCTpyMeHTbI NaHesm BBoAa rpadonyeckux AaHHbIX:

- 3arpy3utb 13 c¢panna (Ctrl+L) — kHoMKa No3BondeT 3arpy3untb rpadunyeckue
JaHHble K3 danna ¢ pacumpeHveMm .bmp, .Jjpg(.jpeg)wWwm .png,
PacrosioXXeHHOro Ha MCKe KoOMMbloTepa.

B Monyuntb naobpaxeHue ot kKamepbl (Ctrl+Alt+C) — kHonka nossonaeT
nony4nTb rpaduyeckme gaHHble OT KaMepbl BMOEONoACUCTEMbl Ui web-kamepbl,
MOAKIIOYEHHOM K KOMMbOTEPY.

= Monyuntb nsobpaxeHue ot ckaHepa (Ctrl+Alt+S) — kHonka no3sonseT
nony4nTb rpadouyeckue gaHHble OT CKaHepa.

& BctaBute u3 6ydepa (Ctrl+Alt+V)—kHorka no3BonseT BCTaBUTL
rpadpmnyeckme aaHHble u3 bydepa obmeHa Windows.

B Ypanutb (Ctrl+Alt+D) — kHonka no3BonAeT ydanuTb 3arpyxeHHble paHee
rpacmyeckme faHHble C OTKPbITOW BKIAZAKM NaHe.

6. MNMaHenb BBOAA rpaduyecknx AaHHbiX. [laHenb MOXHO CKPbITb/OTKPbITb, HaXaB

KHOMKY BKNO4YNTL/ OTKNIOUYNTL OTOOpaxeHue rpadpmyeckmMx AaHHbIX
Ha NaHes M MHCTPYMEHTOB BKIadkW. Ha naHernm cogepkartca crieaytowme BKagKu:

e doTtorpacus;

® IOKYMEHT;

* Bknagku ansi AONONMHUTESNbHbIX rpacnyecKNX AaHHbIX.

7. KHoMku ynpaBreHusi naHerM BBOAA W pefakTUpOBaHWsl AdaHHblX, kHomkn OK u

OTmeHa.

Ha3HauuTb A[oOCTyn —KHOMKA MO3BONSET nepentu B pasgen «focmyn
compyOHUKO8» ANs BblAaun COTPYOHMKY KapTbl U HA3HaYeHUst NpaB 4OCTyna.
OcHoBaHue — chraxok OyaeTt gocTyneH npu 4oOaBfieHnM HOBOrO COTPYAHMKA UK
M3MEHEHUM ero YYeTHbIX AaHHbIX. Ecrm doraxok ycTaHoBIieH, TO MOCre HaxaTus
kHornkn OK oTkpoeTcs okHO BbI6GOp AOKYyMeHTa-OCHOBaHMUA, Mo3BOSAOLES
yKasaTb AOKYMEHT M3 YMCra BBEAEHHbIX paHee Ha Bkragke [lOKyMeHTbl pasgena
«Y4emHble O0aHHbIe», HA OCHOBAHNN KOTOPOTrO NMPOU3BOAUTCA U3MEHEHNE YYETHbBIX
AaHHbIX COTPYOHMKA.

Uma Bxopa B Active Directory —none cogepxut nytb K yd4eTHOM 3anucu
cotpyaHuka B MS Active Directory.
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@BblGOp mmeHun Bxopga B Active Directory — kHomnka no3BosnseT ykasaTtb

AN COTPYAHMKA YYeTHyI0 3anuck nonb3oBaTena MS Active Directory.

3.2.2

Nms;

UmnopT coTpyaHukoB n3 Excel

[aHHble CcOTpyaHUKOB MOryT ObiTb 3arpyxeHbl K3 anra 3rekTPoHHbIX Tabrmy MS
Office Excel. NMpepycMoTpeHa BO3MOXHOCTb MMMOPTa CreaytoLmX yHeTHbIX AaHHbIX:
* Ta6.Ne — tabenbHbIN HOMEP COTPYAHUKA;
s Pamunus;

* OT4yecTBO;

* MoppaspeneHue;

* IOoNXHOCTHb;

* MMpuem Ha paboTy — gata npvema Ha paboTy;

e PoTorpacma — nosHLIN NyTb K poTorpacpmm cotpyaHuka Ha amcke [1K;

* Npentudukartop — noeHTdukaTop KapTbl (OAHAM YUCIIOM);

* Kog cemencTtBa KapThbl;

* Homep KapThl;

* TenecdoHbl ana ornpaBku SMS.
= MNoaroTtoBka ¢panna ona mmnopra

[ns nogrotoBku dpamna ¢ MHopmauuen o cotTpygHmkax B gopmate MS Excel:

1. OTkpowTe paHee co3daHHbI hann ¢ AaHHBIMU COTPYAHUKOB B NpurioxkeHum MS
Office Excel.

2. Ykaxute 06ractb UMMNOPTUPYEMbIX AaHHbIX. [Ans 3TOro BblgermMre AuanasoH
siyeek B paboyen obnactu okHa. [pu 3TOM nepBasi CTpoka BblAeneHHoM obracTtu
AOJDKHA cofepaTb HAMMEHOBaHUS MOSien Y4ETHbIX JaHHbIX:

[F=Ri--RENE - R R SR

11
12
13

A B
CoTpyaHuKmn

130

C
ACO 19.06.2013

AHuKkewues AHATONMWI BUKTOpOBUY

D

AHanuTuk

E F

nco 9.00-17.45

NerrTas.Nel  Corpyawnk | Momwwoers |Moapasaenemme | padouk paGotei| Mpwem wa pacory |

20.11.2012

39

[epkay Mean MisaHoBMY

WHMEeHep TEXHM4ECKOM NOAAEPHKN

4co 9.00-17.45

10.03.2009

75

HonmaTtos BaneHtuH Cepreesuy

CneunanmcT TEXHUHECKOM NOAAEPHK

4co 9.00-17.45

11.03.2010

76

KomesHukosa Ceetnada /lbBoBHa

CneumnanncT TEXHUHECKOH NOAAEPHK

4co 9.30-18.15

11.03.2010

38

KocHbipes MBaH KoHcTaHTMHOBMY

PykoBoauTenb oTAena

Jilee] 9.30-18.15

10.03.2009

63

NapuoHos Banagumup MeaHoBuUY

WHMEHEP TEXHUYECKOW NOAAEPKKM

4co 9.00-17.45

18.02.2010

142

CantaHosuy [mutpuii Eroposuy

CneyranucT TEXHUIECKOW NOAAEPHKK

nco 9.00-17.45

01.04.2013

62

CeucTtyH Oner Eroposuy

AOMWHUCTPATUBHBIW UPEKTOP

4co 9.30-18.15

18.06.2013

W00~ [ |k w M=

81

Tyrkx Muxaun Bnagucnasosuy

WH#EeHep TEXHM4ECKOM NOAAEPHKM

4co 9.00-17.45

01.07.2010

=
(=]
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depnoposa AnerkcaHapa HukonaesHa

WHieHep-paauoTEXHUK

3. lNpuceonte HavMeHOBaHWe BblAeNIEHHOMY
Bbibepute B rmaBHOM MeHO nporpammbl NyHKT ®@opmMynbl. Ha oTkpbiBLUENCA
NaHesnmM MHCTPYMEHTOB Hakmute KHOMKy Aucnetdyep uMeH. OTKpPOEeTCs OKHO
OucneTyep nmeH:

aco 9.00-17.45

Anana3oHy AYeeK.

10.03.2009

Onsa aToro
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PykoBoacTBO nosnb3oBaTend

AucneTuep umeH ? X
DuneTp T
Mma IHaYEHKE AduanazoH OBnacTe MpUMedaHue
AdranasoH
Fh
3aKpHITE
lpumeyvaHue:

..~ B davre anektponHbix Tabmmy MS Office Excel porvkeH coepxaTbCa TOMbKO
OAVH MEHOBaHHbIN AMana3oH ssivyeek. Ecrm B doanne paHee Oblfm co3gaHbl Kakue-
mmbo nmeHa, TO yoarmte ux, BblgermeB B paboden obrnactm okHa AucneTt4ep

UMEH U HaXXaB KHOIKY Ypanuto.

4. B OTKpbIBLLEMCHA OKHE Haxmute KHornky Cos3paThb....

Co3paHue nMmeHwu:

Co3gaHue MMEHK

Hma: Jco

DBnacTe: KHWUra

NpumedaHme,

AManazor: | - iucr1iSAS3:SPS13

5. B okHe Co3paHue MMeHu BBeOUTE HAUMEHOBaHWe ananas3ony d4eek B roJsie

>

R

OTtmeHa

Uma. Mima moxeT 6biTb NPOM3BOSbHBIM, Hanpumep, «JCO».

6. Haxmute kHornky OK. OkHo Co3paHue umeHu 6yaeT 3akpbiTo. B pabouen
obrnactn okHa [ilucnet4yep MMeH MOSIBUTCS CTPOKA C yKa3aHHbIM Ha3BaH/EM.

7. Haxmute kHOoMKy 3aKpbITb, OKHO ByaeT 3akpbITO.
8. CoxpaHute dann n 3akpoute ero. damn rotoB Ans MmnopTa AaHHbIX.

= UmnopT AaHHbIX U3 ¢panna

[na umnopTa AaHHbIX 13 NOATOTOBSIEHHOrO paHee haira anekTpoHHbIX Tabmmy MS Office

Excel:

1. Haxmute Ha naHesm MHCTPyMeHTOB BKMaakn COTpyAHUKU KkHOMKYy UMnopT mn3

Excel &1 OTtkpoeTcst okHO UMNOpPT AaHHbIX:

23

OTkpoeTcsi  OKHO



PERC0-SM02 Pasgen "CoTtpyaHuku"

MrnopT aaHHex

McTouHMk (halin uMnopTa):

JaHHbIE MCTOYHUKS JaHHEIE MPHEMHHKS
E PEMHUNAA
Aoanre | |GV

E OTuecTED

E MNoapasaenedue

E JomkHocTe

E Mpuem Ha paboTy

E daTorpadia

E MaeHTudukaTop

E Koa ceMeficTEa KapTkl

E Homep KapTel

ETEHEEIJDHI:I ANA oTNpaskK S5MS

[aHHbIE ANA MMNOpTa:

2. [1na ykasaHua UCTOYHMKA (dpanra uMrnopTa) HaXXMUTE KHOMKY J B okHe ®ann
MMNoOpTa [aHHbIX YKaXuTe pacnosioXeHne MnOAroTOBMEHHOro Afs MMropTa
AaHHbIX doanrna anekTpoHHbiX Tabmmuy MS Office Excel v HaXmuTe KHOMKY
OTKpbITb.

3. Cnmcok [aHHble MCTOYHMKA OkHa WMMNOPT A[AaHHbIX 3anosHUTCA
3arosioBkamu CTonbuoB 13 BblbpaHHOro anina.

4. B okHe UMnopT paHHbIX B civckax [JaHHble UCTOYHMUKA W [laHHble
npueMHUKa Bbibepute COOTBETCTBYIOLLYE APYr OPYrY Ha3BaHWA Nosier AaHHbIX U
HaxxmuTe KHOnKy CBsizaTtb. B obnactn laHHble ana uMmnopTta pJobasutcs
napa CBsi3aHHbIX OPYyr C OPYroM 3reMeHTOB M3 oboux cnuckoB. [na Havana
nMnopTa HeobXxoaMMO ykasaTb COOTBETCTBME A MOSis AaHHbIX PamMunus.

5. lNoBTOpUTE Npouenypy ANa OpYrvx Nonemn AaHHbIX.

6. MNMpu umnopTe TenedoHa B COOTBETCTBYHOLMX MOSMAX Ha naHerm CTpykTypa
AaHHbIX nonsa TenedoOHOB YyKaXWTe KONMYECTBO CUMBOJSIOB KOAAa CTpaHbl,
Koga onepatopa M Homepa TenedoHa. Ecrm gna coTpyaHuka MoxeT ObiTb
yKa3aHO HeCKOSbKO TereoHoB, TO YKaxuTe cumBosrt-pasgermrens. [locte
nMmnopTa TenedoHbl 0TMEYATCH KaK «aKTUBHbIEY.

lNpumeyaHue:

* Ecrm He 3agaHo cooTBeTCTBME Nonsa AaHHbIX MoapaspeneHue, 1O Ana Bcex
MMMOPTUPYEMbIX COTPYAHMKOB B norne MoapaspneneHue GygeT ykasaHo (He
onpeaerieHo).

e [ina BCEX WMMOPTUPYEMbIX CcOTpyaHMKoB B none [paduk paboTbl
ykasbiBaetcss [PAOUK HUKOI JA.
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MranopT aaHHex

McrouHmk (hakin wnopTa): C0 00 ks

ﬂaHHbIE WCTOYHME S

N2 n/n CEAzaTh
CoTpyOHWK

FEEW{ EEDTbI [ofasuTs

Cxema onnaTbl NMTaHWA

CTpYKTYDa AaHHEX NOMA TENEhoHOE
HaunHaeTca cnosvupy  AnuHa

1
3

Koa cTpaHel 2

Kon onepaTtopa |2

AR A A

AR A A

Homep 5 7

CHMBON-pasaenvTent El

NaHHbIE ANA MMNopTa:

[aHHbIE MPHEMHWKE

£ damunma

£ mA

£ OTYecTeo

# pren a pacoty |
£ Koa ceMedcTBa KapThl
£ Homep kapThbl
fF3NacnopT

£ Tab. N2 = Tab. N

£ [lon#HOCTh —> [JONMMHOCTh

£ MNogpasaenedue --=> MNogpasaeneHue

£ ®aiin c doTorpadwei —> GoTorpadua

£ VoeHTudukaTop —= WaeHTudKKaTop

2 Homepa TenedoHOB --> TenedoHbl ANA OTNpaBkK SMS

WmnopTt

Yaanute

O4UcTHTE

33KpbITE

KHonka YaanuTb no3BorisieT yaanuTb BblAENEHHY napy 3fieMeHTOB B CrMCKe

HaHHble AnA uMmnopTa, kHornka OYNCTUTBL — yaaruTb BCe Napbl U3 Cnmcka.
7. Haxwmute kHonky UMnopT 45 Havana uvnopTta AaHHbIX. OTa KHOMKa AOCTYMHa,

ecim B cnicke [laHHble ANA MMNOPTa COAEPXUTCA napa Ans Mons AaHHbIX

damunua. [lpy ycnewHoMm 3aBepLIeHUN

coobLeHreM. B oTkpbiBLLEMCSI OKHE HaxkmuTe kKHomMKy OK.

MMMopTa OTKpOEeTCs

OKHO C
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lpumeyvaHue:

. Ecrm 3agaHo cooTtBeTcTBUE Mnosien gaHHbix Pamunua, Umsa, OTyecTBO 1 3TU
AaHHble MMMNOPTUPYEMbIX COTPYOHWKOB, COBMagalwT C xpaHaupmucs B B[
cuctembl, TO  OTKpoeTcss okHo [oaTrBepxAaeHue coxpaHeHus
AyO6nNnpoBaHHbIX AaHHbIX:

YW MopTBEpMAEHVE COXpaHeHMa AyBAMpoBaHHbLIX Aa _ |EI |i|

Nepen Bamu cnucok Tex nogei uz paiwna nmnopra, PHUO KoTopbiX
6b1n1n HalaeHbl B 6a3ze AaHHbIX. OTMeTbTe TeX NKAei, YbH laHHbIE

HYXXHO COXPaHMTb, H HAXXMUTE KHONKY OK.
[ | BaBenkoe AHapel , (He onpeaeneHo’, (He onpedeneHa’
CONOBLEE OMATEMIA |,
I LLIz0=eE0940 rope. |,

{HE DNPEegEnEHD, (He OrpeieneHa)

OTMETHTE BCEX CHATE OTMETKY (04 JTMEHA

OTtmeTbTe (priaxkamu B pabo4dernt 0bract okHa COTPYOHUKOB, AaHHbIE KOTOPbIX
Heobxo4uMo nmnopTMpoBaTh, 1 Haxkmute kHornky OK. MNMpouenypa nvnopta Oyget
npogoJpKeHa.

8. [nsa Bbixogda u3 okHa MMNOPT AaHHbIX HAXMUTE KHOMKY 3aKpbITh.

3.2.3 UmnopT coTpyaHukoB n3 Active Directory

lMpoueaypa nNo3BonsieT NPOM3BECTU MMMOPT CMNCKA COTPYOHVKOB M3 6a3bl AaHHbIX CryXObl
katanoros MS Active Directory (panee —AD). WmnopT npousBOAUTCS Ha OCHOBaHWM
ydeTHbIX 3anucen nonb3oBatenen AD, BbiGpaHHoro gomeHa AD, ecrm ykasaHbl haMmunvs
COTPYOHVKOB. ECTb BO3MOXHOCTb UMMOpPTa BCeEX Mofib3oBaTerien BblIOpPaHHbIX rpymn
ykasaHHoro gomeHa. CoTpygHvKn 0O6aBSOTCS B yKe CYLLUECTBYHOLLMA CNMCOK U NPU 3TOM
aBTOMaTUYECKM pacnpenenarTcs No nogpasgeneHysamMm B COOTBETCTBUM C AaHHbIMUM rpymn,
ykasaHHbiMu B AD. Ecrm nogpasgeneHns ¢ nogxoasumm HassaHuem HeT B B[l cuctemsl, To
OHo BygeT co3aaHo aBTOMaTUYECKM.

= AmnopTt gaHHbIX n3 AD

[ns umnopTa cnmcka coTpyaHukos u3 AD:

1. Haxxmute Ha naHerm MHCTpPYMeEHTOB BKragkm COTPpYyAHMUKWU CTperky cnpasa OT
kHOMkM MUMnopT ¥. B OTKpbIBLLEMCS MEHIO Bblbepute nyHKT AMnopTt wu3
Active Directory. Otkpoetca okHO WMmMnopT paHHbIX wu3 Active
Directory:
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MrnopT aanHen: vz Active Directory

MCTOMHKE:

>

BrIOpaTe ...

L aHHEIE MCTOYHKKS

[aHHEIE ANA MMNOpTa:

Ceszate

OobaenTs

[ EHHEIE NPUEMHMKS

ee—=r ]

E HMma

E MoapazaeneHue

E Hdom#HoCTE

E Mma sxoaa 6 Active Directory
ETEJ‘IEEIJDHI:I ANA oTNpaskK SMS
E doTorpadua

¥aanuTe

OYMcTUTE

WMmMnopT 3aKpEITE

Cnucok laHHble MPUEeMHMUKA COOEPXKUT MOSs AaHHbIX COTPYAHMKaX, KOTopble
MOTyT ObITb COXpaHeHbl B B[] cuctemsi.

2. B OTKpbIBLLEMCS OKHE HaxXmuTe KHOMKy BblOpaTb cnpaBa oT nond MCcToYHuUK.
OTtkpoeTcst okHO Bbi6op: "lMonb3oBaTenn":

BeiGop: "Monezosatenn”

BriGeprTe TN ofbekTa:

| "MonesosaTeny”

B cnemyowem mecTe:

|5|v1

| Pasmewenve. ..

BeemiTe MmeHa BeiBMpaemin ofbekToB (NpuMepsl):

ononHKTENRHD. .

MNpoBepUTe WMEHS

QK CmaeHa

| Tunbl ofbEKTOB. ..

Pt

3. B OTKpbIBLIEMCSI OKHE YKaxuTe Haxmute KHornky PasmeweHue. OTtkpoeTca
OkHO Pa3smeLieHume co CnNMCKOM OOCTYMNHbLIX JOMEHOB U norb3oBartesien AD:
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o b

PasmeLeHne e
YiaknTe, rOE Bbl XOTWTE BEINOIHWTE NOWCK

PazmelieHme:

= Beck kaTanor
- e
==l po perco

Omena

. B oTkpbIBLIEMCS OKHE BblaermTe Heobxoaumbln sjomeH AD. Haxxmute kHonky OK.
.B okHe Bbibop: "lMonb3oBatenu" B nore BBeaute wnmeHa

BbiOMpaeMbiX O0OBEKTOB BBegUTEe VMEHa OOHOMO0 WM  HECKOSbKMX
nonb3oBatenen AD. [lpy  HeobGXoOMMOCTW  BOCMOSMb3YyWTECH  KHOMKOW
HononHutenbHoO AndA noucka HeobxoamMmoro AomeHa. llocrne 3anonHeHus nons
AaHHbIMN Haxxkmute kHorky OK.OkHo Bbibop: "Monb3oBatenu"  Oyger
3aKpbITO.

. B cnucke laHHble NCTOYHUKA OKkHAa UMNOPT AaHHbIX NOABATCA JOCTYMHbIE

Noss AaHHbIX y4EeTHbIX 3anucen nonb3osatenen AD.

. Bbl6epMTe B crnuckax [laHHble MCTOYHUKA U [laHHble npneMHUKa OKHa

MMnopT AaHHbIX COOTBETCTBYOLME APYr OPYrY Ha3BaHuA MOfien AaHHbIX U
Haxmute KHOMKy CBA3aTb. B obnactn [laHHble ana mMmnopTa gobasurcs
napa CBA3aHHbIX APYr C APYroM 3fieMEHTOB 000X CMUCKOB.

[MoBTOpUTE npouenypy Ana Apyrux noren AanHbix. [Ong Havarna wumnopta
HeobxoaMMO ykasaTb COOTBETCTBME AnA noren gaHHbix ®amunua um MyTb
Active Directory.

Mpn umnopTe TenedoHa B COOTBETCTBYOLWMX MOMsiX Ha naHerm CTpyKTypa
OaHHbIX nonsa TenedoHOB YyKaXuTe KONMYECTBO CUMBOJSIOB KOJa CTpaHbl,
Koga onepaTtopa U Homepa TernedoHa. Ecrm gna coTpygHuka MoXeT ObiTb
yKa3aHO HECKOSfbKO TernedoHOB, TO YKaxwute cumBon - pasgermrens. [locne
nMmnopTa TenedoHbl OTMEYAKTCS KakK «aKTUBHbIEY.

lMpumeyaHusi:

* Ecrm He 3a4aHO COOTBETCTBME Mosd AaHHbIX MoapasaeneHune, To Ans Bcex
MMMOPTMPYEMbIX COTpYAHVKOB B norie NMoppa3aeneHue 6ynet ykasaHo (He

oripedersieHo).
e [1lna BCcex wuMNopTMpyeMbIX CcOTpyaHMkoB B none [paduk paboThl
ykasbiBaetcs [PAOUK HUKOI JJA.
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Wranopt ganue: uz Active Directory 4

McToqHKK:
PO.PERCO\ 0CTE; BrifbpaTe ...

[ EHHEIE MCTOYHWKS [ EHHEIE MPUEMHMKS

- - — u = e = [~ ¥ [
Homep TenedoHa & TenedoHs Ana oTnpasikw SM3

doTo e toTorpadia

AobaETE

E damunia (BeiBoauMoe uMA) —= DamMunia ¥aanuTb
E KMma —= Mma
E MoapazaeneHue --= MoapasaeneHye OYMCTHTE
E OomkHoCTE —>= [oMmKHOCTE

E Wma exona s Active Directory —> Mma sxoaa e Active Directory

HMmnopT SaKpeITh

10. Haxxmute kHonky MmnopT. ocrne OKOHYaHMs MMMopTa OTKPOETCS OKHO C
COOTBETCTBYIOLYIM COOOLUEHMEM W YKa3aHMEM uYuUCra COTPYAHVKOB, AaHHble
KOTOPbIX ObINIM UMMOPTUPOBAHBI.

lpumeyvaHue:

..~ Ecmm3zapaHo cootBeTcTBUE Monei AaHHbIX @amunus, Umsa, OTyecTBO 1 3TU
AaHHble COTPYOHUKOB, uMnopTupyemMblx 3 AD, coBnagatoT ¢ xpaHsawmmmcs B bl
cuctembl, TO  OTKpoeTcsa  okHo [oaTrBepxaeHue coXxpaHeHus
AyOnMpoBaHHbIX AAHHbIX:

s MoaTBepHAeHe coxpaHeHsa AybnpoBaHHbIX AaHHbBIX ;lglil
NMepen Bamn cnucok tex nroaen ns cpana umnopra, PO KoTopbix

6b1n1n HailpeHbl B 6asze gaHHbIX. OTMETbTE TEX NOAEN, YbU flaHHbIE

HY)XHO COXPaHMWTb, U HAXXMUTE KHONKY OK.

[ | BafieHkoe &HapeR , (He ompeaeneHo), (He onpeaeneHa)
[ |HoHHoE B.C. , BY=, (He ONpeAeneHa)

CONoBEeE OMWTRMEA , (HEe ONpegeneHo), (He onpeiensHa)
Wapaeeckdid Mrope , (He onpegensHo), (He onpesensHa)

OTMETUTE BCEX CHATE OTMETKY ik OTMEHZ

OTtmeTbTe hbraxkamu B pabo4dert obractn okHa COTPYAHUKOB, AaHHbIE KOTOPbIX
Heobxoanmo nmnopTupoBaThb, U Haxxmute KHornky OK. MNpoueaypa umnopTta 6ygeT
npoaoJTKeHa.

= U3meHeHue nyTtu K yyeTtHom 3anucu AD
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[na nsmeHenusa nytm K ydeTHom 3anmcn AD:

1. Haxmute kHonky Bbi6op umeHn Bxopna B Active Directory ﬂ B HWKHEN
YacTu naHerm BBOAA W pefakTupoBaHusa AdaHHblX. OTKpoeTcs okHOBbIGOPp:
"Monb3oBaTtenu"”.

2. Beegute B none BBeaute MMeHa BblOMpaeMbiX OOBLEKTOB YYETHYHO 3anuncb
nornb3oBaTtena AD, KOTOpyto HEOBXOOMMO YKasaTb B YHETHbIX AaHHbIX COTPYOHMKA.
Mpn HeobXxoaMMOCTM BOCMONb3YMTECH KHOMKOW [JOMONMHUTENbHO On9 noucka
HeobxoaMMoro oMeHa.

3. Haxmure kHonky OK B HwkHenm 4actu okHa. OkHO OydeTt 3akpbiTo, MNyTb K
BblOpaHHOM y4yeTHOM 3anucu nosieutca B norne UMma Bxopa B Active
Directory.

3.24 [HoGaBrneHne HOBOIro COTpyAHUKa

[na no6aBneHns HOBOro COTPYAHMKA:

1. BbibepuTte nogpasaeneHve, B KOTOpoe ByaeT NpUHAT HOBbI COTPYOHMK. [1na aToro
HaxkmuTe KHOMKy Bbi6op noapasaeneHus 2 Ha naHerm VHCTPYMEHTOB BKMaKMW.
B oTkpbiBlLeMcs okHe lMopapaspeneHus ykaxute nogpasgerieHve U Haxuure
kHonky OK. Cnmcok coTpyagHvKoB BbibpaHHOro nogpasgernenua byaet otobpaxeH B
paboyen obracTy BKnagky, HasgaHue nogpasaeneHns NosBUTCS crnpaBa OT KHOMKM.

2. Haxmute kHonky [lo6aBUTL # Ha naHerm MHCTPYyMeHTOB Bkragku. OTkpoeTcs
naHenb BBOAA W pefakTupoBaHus AaHHbix. B none MoppaspeneHune Oyget
yKa3aHo BblbpaHHOE Ha NaHesrm MHCTPYMEHTOB noAapasaeneHue:

Taf. N2

Ddamrnua |
MmMa |

OTyecTeo |

MpKeM Ha paboTy |1Ir'.|:|'3. 2013 E~ |

YYETHBIE AGHHBIE

MNogpasaeneHue ||_||:IED.I'I|:II-1F|TI-1E |
LomsHoCTE |[HE onpeaeneHa) |
Mpadwk pabioTel |I'F'AIIIM}{ HIAKOT QA |
¥YeTHbIE AGHHbIE 17.09. 2013
AefCTEYIOT C | = |

OK OTMeHa HazHa4MTe AocTyn

3. Beegute B noma Tao6.Ne, damumnua, Uma, OTyecTBO [JaHHble HOBOIMO
cotpyaHuka. lMpn HeobxogmmocTn C nomMmouwkto nonss BBoga Aatel Mpuem Ha
paboTy usmeHuTe gaty npuema CoTpyaHvka Ha pabory.

4. B obrnactm Y4yeTHble AaHHble YKaXuUTe [OSPKHOCTb COTPYAHUKA, AS1I 9TOro

HaXXMUTE  KHOTKY J cnpaBa oT nons BeBoga JomxHocTb. OTKpPoOeTcs OKHO
Bbibop gomkHocTH. B okHe ByayT AOCTYNHbI AOIPKHOCTK, JOGaBEHHbIE B CNNCOK
AOJDKHOCTEN Ha Bkrnaake [JONMKHOCTHU pa3fena «YYyemHblie OaHHbIey.
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Brifop gonxHocT | -

HassaHue G| G

-
w

WEB-nM3aiHep
WEEB-nporpaMM1cT
AHANWUTHE

AvpexTop

MoMOLHMK
PyKOBOAWTENE OTAENG
CoTpyaHWK

EEEEEEE]

MOKAZEIBATE CKPBITEIE

I Ok I I OTtmeHa

5. B OTKpPbIBLLEMCA OKHE Bbl6epI/ITe HEOXOOUMbIN 3NIEMEHT U HaXMUTE KHOMKY OK.

OkHO OymeT 3akpbiTO, BblOpaHHasi AOIPKHOCTb MOsIBUTCA B nosie [JONXHOCTb
naHen BBOAAa W peaaKkTMpOBaHUS AaHHbIX.
B obrnactn YyeTHble paHHble YyKaxute rpacduwk paboTtbl, Nno koTopomy OGyaet

paboTaTb COTPYAHVKA, AN 3TOrO0 HaXXMUTE KHOMKY J crnpaBa OT nons BBoOAa
Npadcdmk paboTbl. OTKkpoeTca okHO Fpacpmukm padboTbl. B okHe ByayT AOCTYMHbI

rpadukn paboTbl, co3gaHHble Ha Bknaake Fpaduku paboTbl pasgena «paguku
pabomabliy:

Mpadukn paboTel O >

HaumeHoBaHKe Cxema ¥FPE w | 2

i C 9:00-17:45 Pafouan Hegens{HE AEMEHLIA)

2 | TPADUK HAKOIA HEAENEHARA CXEMA F‘AEO’I’bII:I—|E,[I,EI'II:~HI:~Il-T1:I

3 Pafiouas Hepens HELEMbHAA CXEMA PABOTHI{HE AEMEHKI)

4 |2cmeHa 2 cMeHa{CMEHHBIR)

5 lawena 1 crena(CMEHHBIA)

5 W

MOKAZLIBATE CLPLITEIE

|:| MokasEIEaTE PACLUMBPOBKY OTMeHa

MokasbiBaTb CKpbITble — Npu ycTaHOBKE (hbraxxka B paboyen obractn BKagku

OyayT oTobpaxaTbCcs yaarneHHble paHee rpaduky paboTbl, KOTOpble BbIAENAOTCS
KpacHbIM LIBETOM.

7. Ona nonydeHns noapobHon mHdopmaumm o rpadmke paboTbl BbiGEPUTE HYKHbI

rpadouk M ycTaHoBuTe priaxxok psgom ¢ napametpom [lokasbiBaThb
pacwundpoBky. OTkpoeTcsa gononHutensHoe okHo Fpaduk paboThl :



PERC0-SM02 Pasgen "CoTtpyaHuku"

~ Tpagwk paBotel

CoTpygHuk [kkk K.]

-2} BasoBbie napamMeTpbl ANA Boex rpadmkos paboTol

E J‘.z Hounoe spema c 0:00:00 go 0:00:00

-2} Napametpw rpadmxa pabotwl

J‘/ MNpadmk € HaKONNEHWEM HAapYWEeHWH Ha ocHoBe Bananca pabouero BpeMenn.

Jr; [Mpn pacueTe yYHNTBIBAETCA TONBKO NEPBLIA BXOL NOCNEHWH Bhixo]

,!g Paboumx wacos B Henene [40:00]. Konmwecr 8o pabounx onei 8 nepene [5].

1'/ Mybuna yuéTta 3anoneHHocT el 3a npegbiayumi nepwon, - [He yunThBaT b NpeabigyMe nepunoabl]
- i HopwaTHBHan NPOQOMMHTENLHOCTE NEPEPLIBCE HA OTALIX, Biultouan oben (wu:mm) 00:45.

1‘/ MakcHManbHbIi NONOMHTeNbHbIA Bananc (yuimm) [00:00]

Jg NpegensHoe BPEMA HapyweHnid(3a pabouni geHL yu:mm) = 00:00

- E», MoHeoensHWE - [paboTa no rpadmky = 08:00]
- @, BTopHMK - [paboTa no rpadwky = 08:00]
Eg Cpena - [paboTa no rpadwky = 08:00]

- ! YeTeepr - [paboTa no rpadwiky = 08:00]

: 31 J‘.z Aonycrumoe spema paboron (yuzmm) c 08:30 - no 18:15.
B @ MaTHUUS - [paboTa no rpadwky = 08:00]

E CybboTa - [paboTta no rpaduky = 00:00]

- Eg BockpeceHee - [paboTa no rpadwiky = 00:00]

[r1s1 3aKpbITUSE OKHA HAXXMUTE KHOMKY X|g CTPOKe 3arorioBka okHa, urm KHornky Esc Ha

KrasuaTtype.

8. B okHe N'padhuk paboTbl BbiGepute HyxHbIn rpaduk paboTbl N HAXKMUTE KHOMKY
OK. OkHo BygeT 3akpbITO, BbIOpaHHbIN rpadhvk noasutcs B nosie Npaduk padoTbl
naHenm BBoAa M peaakTMpoBaHUs AaHHbIX.

9. lMNMpn HeobxogMmoCTM C MomoLWpK Mofa BBOAA QfaTbl Y4YeTHble AaHHble
AENCTBYIOT C: U3MEHUTE ATy U3MEHEHUS YHETHbIX AaHHbIX:
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Tab. Ne B |
Damnis |CamcTyn |
W |Oner |
OTuecTso |Eroposi |
Mpviem Ha paboTy (18.09.2018 @~ |

¥4EeTHBIE AGHHbIE

MoapazoeneHue |HMOKF‘ |
AomHoCTE |AHanMTMK |
Mpadur paboTel |'I 5:00-17:45 |
¥4YETHBIE AaHHbIE | 18.09, 2018 - |

AEWCTBYHIT Ci

Ok OTMEHE HazHa4uTe AocTYN

10. lNocre 3aBeplieHUs BBOAA AaHHbIX COTPyAHUKA Haxmute kHornky OK Ha naHerm
BBOJA M pefakTMpoBaHus faHHbIX. MaHernbs GyaeT 3akpbiTa, HOBbIW COTPYAHVK ByaeT
AobaBrieH K CNUCKY COTPYOHMKOB BblBpaHHOro nogpasgeneHus.

11. MNpn HeoBXOoaMMOCTM BBEOUTE HOMEPA TeneOHOB COTPYAHWKA Ana oTnpaBku SMS-
COOOLLEHWI.

12.Mpn  HeoOOGXOOMMOCTM  U3MEHEHMSI  OaHHbIX  COTPYOHMKA, W3MEHEHMS  ero
NPVHAOSIEXXHOCTN K O4HOMY M3 nogpasgerieHui uwim mameHeHus rpadvka padoThbl
Bblgermre ero B paboder obractM BKMagkM U Haxmute KHonky U3MeHUTb
yuyeTHble AaHHble 2¥ Ha naHerm WMHCTPYMEHTOB BKraaku. OTKpoeTcs naHerb
BBOJA M pefaKkTypoBaHuAa AaHHbIX. BHecute umameHeHuns un Haxkmute kHonky OK ans
COXpaHeHus.

13. Ana coxpaHeHnst U3MEeHEHHbIX OaHHbIX HaXMuTe KHOMKy CoXpaHUTb Ha NaHerm
MHCTPYMeHTOB «KoHcoJs1u yrnpasneHus».

14.[1ns Bblga4n COTPYOHVKY KapTbl U Ha3Ha4yeHus MnpaB [OCTYNa HaXMUTE KHOMKY
HasHnauuTtb goctyn. OTkpoeTca pasapen «Jocmyn compyOHUKo8».
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3.2.5 [JoGaBneHne HOBOro COTpyAHUKa

[na nobaBneHus HOBOro COTPYOHMKA:
1. BbiGepuTe nogpasgenenre, B KOTOpoe OyaeT NPUHAT HOBbIN COTPYAHMK. [ns aToro

HaxxmuTe KHOMNKy Belbop noapasaeneHus 3 Ha nanerm WMHCTPYMEHTOB BKIIaZKW.
B oTkpbiBleMcs okHe lMopapaspeneHus ykaxute nogpasferneHve n Haxuute
kHonky OK. Cnncok coTpyaHukoB BbibpaHHOro noapasgerneHns éyaet otobpaxeH B
paboyer obracTu BKnagku, HassaHue noapasferieHns nosBUTCA cnpaBa OT KHOMKK.

2. Haxmwure KHOMMKY Jo6aBuTtb 4] Ha nNaHe/qim MHCTPYMEHTOB BKIladKW. OTKpOGTCFI
naHesrib BBoAa U pefakTnpoBaHUA AaHHbIX:

Tab. Ne I ‘ Hoxyment Cae———y
Damnns [ | ‘Hmep | ®otorpadua | AoxymenT
o \ || asrapoxazms  pecro paacs
Oruecrso [ Il L <] |
e m ‘Kurna B61aaH ‘ ,iJ,emcrEwEnEH a0 ‘ Mon

VUETHEIE AaHHBIE - | B = I:l

Kem BolaaH

Moapasaenerie ‘HVIOKP | ‘ |

Homwocrs [{ne anpesenen) e

ot Aok HAKOT A =l i |

YueTreiE s VN PaCnOsHABEEMOrD AOKYMEHTa

e

Orrio ananara
[] Orwo seibopa anropiia

Kade

CxeMa onnathl NMTaHHa

PacnosHatb

[Bes womnencaum |

paduik NocewleHua

‘B nioboe spems ‘

oK

o OThena HasHawTs AocTyn ociosarve Vins Ex0aa & Active Directory | IE2

B nore MoapaspneneHue O6yaeT ykasaHo BbiGpaHHOE Ha NaHenM MHCTPYMEHTOB
noapasaeneHve. MNpy HeoGXO0AMMOCTN MOXHO BbIOpaTh Apyroe nogpasnerneHve s

COTPYAHUKA, HaXaB KHOMKY J cnpaea ot nonsa Moppaspnenenmne. OTKkpoeTcs
okHo MNMoppaspeneHna. B okHe OyayT AOOCTyNMHbI MogpasgerneHus U3 crucka
pasgena «YyemHbie OaHHbIe». B OTKpbIBLLEMCA OKHE BblAENUTE noapasgenexHuve,
B KOTOpOe HeobxoaMMo MpuHATbL Ha paboTy coTpyaHuka u Haxmute KHorky OK.
OxHo MoppaspeneHuna 6yaeT 3akpbiTo, BbIOpaHHOE nogpasnerneHme nosBuTcs B
none NMNoapaspgeneHune naHerm BBoOAa U pe4akTMPOBAHMA OAaHHbIX:

3¢ Nogpasaenenns O *

& (He onpeaenenHo)
v
Z & MpeanpuaTKe
& AOMAHWMCTPAUMA
&' DyxranTepua
' OToen kanpoe
&' OToen peknamel
& OTnen cepeucHoro ofbCny#MBaHUA
& Dunkan 1
" Dunwan 2

MOKAZLIBATE CLPLITEIE ABTOM3TWUECKSA COPTHUPOBKS

':TFIIIIKEI ONA NoKMCKa

WckaTe © Ha4ana HasBaHuA

0K OTHeHE
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3. Beegute B noma Tao6. Ne, damunua, Uma, OTyecTBO [JaHHble HOBOIMO

coTpyaHuka. Mpu HeobxoaumocTn B nore BBoga Aathl Mpuem Ha paboTy
M3MeHWTe AaTy npuema CoTpyaHvKa Ha paborTy.
B oGract YuyeTHble AaHHble YKaXuTe [OO/PKHOCTb COTPYOHVKa, O 3TOro

HaXXMUTE  KHOTKY J cnpaBa oT nons BeBoga JdomxHocTb. OTKpPoOeTcs OKHO
Bbibop gomkHocTHU. B okHe ByayT AOCTYNHbI AOIPKHOCTK, JOGaBMEHHbIE B CNNCOK
AOJDKHOCTEN Ha Bkrnaake [ ONMKHOCTHU pa3ferna «YYyemHblie OaHHbIey.

Brifop gonsHocTH | -

HazeaHue £

-
w

WEB-ausaiHep
WEB-nporpaMMucT
AHANMUTHE

AuperTop

MoMoLWHKE
PyKOBOAWTENE OTAENS
CoTpyaHHK

EEEEEEE]

MoKasEIEaTe CKPBITEIE

I Ok I I OTMEHE

5. B oTKpbIBLEMCSA OKHE BbiGepute HeoOXOAMMbINA 3NEMEHT U Haxmute kHorky OK.

OkHo OygeT 3akpbiTO, BbibpaHHast AOSMKHOCTb MosABUTCS B none JOMXKHOCTb
naHenv BBOA4A N peAakTMpOBaHNSA AaHHbIX.
B obrnactn YyeTHble paHHble Bbibepute rpadmk paboTbl ANna COTPyOHWKa, A58

3TOr0 HaAXXMUTE KHOMKY J cnpaBa oT nonsa BBoga Mpaduk paboTtbl. OTKpoeTCA
okHO Fpadhukm paboTbl. B okHe ByayT 4OCTYNHbLI rpadovkm paboThl, CO34aHHbIE Ha

Bkrnagke Npadukn paboTbl pasgena «Mpagpuku pabomsbi» mopyna PERCo-
SNO01 «ba3oseoe [10y:

Mpadumkn paboTel O x

HauMmeHoBaHWe Cxema ¥PB | &

i C 9:00-17:45 Pafiouaa Heaena{HEAEMBHBIA)

2 | TPADKK HUKOT LA HEAENEHARA CXEMA F‘AEO’I’I:-I[HE,[I,EI'II:\HI:-IH:I

3 Pafiouas Hegens HEAEMbHAA CXEMA PABOTHI{HE AENEHKI)

4 2avena 2 ameria(CMEHHBIH)

5 lawena 1 crera{CMEHHBIA)

5 W

MoKAZLIBATE CKPEITHIE

|:| MoKAZEIEATE PACLUMOPOBKY OTMeHa

Moka3biBaTb CKpbITble — NPy YCTAHOBKE dhriaxkka B paboyven obractu BKNaaku
OyoyT oTobpaxaTtbCs yaarneHHble paHee rpadvkm paboTbl, KOTOpPblIE BbIAENAOTCS
KpacHbIM LIBETOM.

[ns nonyyeHus OononHUTENbHOM MHpopMaumm o rpaduke paboTbl BbibepuTe
HYXHbIM rpadouk n ycTaHoBute driaxxok [loka3sbiBaTb pacwndpoBKy.
OtkpoeTtcs pononHutensHoe okHO [pacdmk paboTbli. [Ong 3akpbiTua OKHa

Ha>XMUTE KHOMMKY il B CTPOKe 3aroJjioBka OKkHa v KHOTMKY Esc Ha KraBuaTtype:
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~ Tpagwk paBotel
CoTpygHuk [kkk K.]
9-17:45
-2} BasoBbie napamMeTpbl ANA Boex rpadmkos paboTol
jr; Hounoe spema c 0:00:00 go 0:00:00
-2} Napametpw rpadmxa pabotwl
/ MpadwK C HAKONNEHWEM HapYWEeHW Ha ocHoBe Bananca pabouero BpeMeHn.
/ [Mpu pacueTe yYNThIBAETCA TONLKO NEPBbIR BXOL NOCNEHAH Bhixo]

! Paboumx wacos B Hegene [40:00]. Konnuectso pabounx avel 8 nepene [5].

i) MybGuna yuETa 3apomeeHHOCT Sl 3a npeabIaYWMWi nepron, - [He yuMTeIBaT L NpeabiOywKMe nepuoabi]

/ HopMaTHBHAA NPOOONMNTENBHOCT b NEPEPLIBOE HA OTOLIX, BKNtouan oben (wu:mm) 00:45.
/ MaKcHManbHBIR NONOXHT enbHbli Bananc (yyzmm) [00:00]
/ MNpegensHoe BpEMA HapyweHwi(3a pabounii geHb yy:MM) = 00:00

E», MoHeoensHWE - [paboTa no rpadmky = 08:00]

@, BTopHMK - [paboTa no rpadwky = 08:00]

Eg Cpena - [paboTa no rpadwky = 08:00]

! YeTeepr - [paboTa no rpadwiky = 08:00]

+ ,3{ Aonycrumoe spema paboron (yuzmm) c 08:30 - no 18:15.

@ MaTHUUS - [paboTa no rpadwky = 08:00]

E CybboTa - [paboTta no rpaduky = 00:00]

Eg BockpeceHee - [paboTa no rpadwiky = 00:00]

9. B okHe F'padhukmn paboTbl Bbibepute HyxHbI rpacvk paboTbl U HAXXMUTE KHOMKY
OK. OkHo BygeT 3akpbITo, BbibpaHHbIN rpadvk nosieutcs B nosre Fpaduk paboTbl

naHesrm BBoda U pegaktnpoBaHUA OaHHbIX.
10. I'Ip|/| HeobOxoaMMoCTn B Mossl BBOAA AaThbl YYeTHblIe AaHHble AeﬁCTByIOT C:

N3MEHUTE AaTy UBMEHEHUS YHETHbBIX AAHHbIX.
11. na BBOA4A OOMNOSHUTESbHBIX TEKCTOBBIX U rpaddUHeCcKMX YHYEeTHbIX AaHHbIX, a Takke
AAHHbIX OOKYMEHTa COTpyAHUMKA HaXMuUTe KHOMKY BKAYMTL/OTKAKOYUTL
oToOpaxeHMe AOKYMEHTa U TEKCTOBbIX AONONHUTENbHbIX AaHHbIX
Ha nMaHermM WHCTpyMeHTOB Bkrnagkn. OTkpoeTca naHerb [ OKYMEeHT wu

AONOoJIHUTerNnbHbIE OAaHHbIe.
12. Ha OTKprBLUGI7IC9I naHesm eeeaute B COOTBETCTBYOLLME MOJIA NACNOPTHbIE OaHHbIEe

M aonoyHnuTesibHbl€ y4eTHbIE JaHHbIE COTPYAHMKA.

lpumeyvaHue:

. [pn wucnomb3oBaHmm nogkmodeHHoro kK [MK ckaHepa wu pononHutensHoro [10,
nosiBrsieTcA BO3MOXHOCTb aBTOMaTMYECKOro pacno3HaBaHus JaHHbIX

OTCKaHNPOBaHHOIO OOKyMEHTa COTPpyOHMKA. AOns 3arycka npouenypbl
aBTOMaTU4ECKOIro pacriodHaBaHMUA HaXXMUTE KHOIMKY Pacno3HaTb Ha naHemm

D,OKYMeHT n gonorniHuTesribHble AaHHbIE.

13. Ona 3arpy3ku poTtorpadum CoTpygHMKa M OOMNOSHUTESNbHBIX Fpadnyeckmx AaHHbIX

HaXXMuUTe KHOMKY BKNOUYMTbL oToGpaxeHue rpacgpumyecknx AaHHbIX Ha
naHesm WHCTPYMeHTOB Bkragku. OTKpoeTcsi maHesb OoTobpaxeHus rpaduyeckux
AaHHbIX:
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& o B

doTorpagua | AokymeHT

14. Ha oTKpbIBLLEVCS NAHENM NEPENOUTE HA HYKHYIO BKITaKY Y UCMOSb3Ys UHCTPYMEHTbI
naHenu, sarpyaute ¢otorpaduio CoTpyaHuKa WM OOMNOSHUTESNbHbIE rpadudeckue
AaHHble. doTorpadma MoxeT ObiTb 3arpykeHa u3 dawnna, us bydepa obmeHa,
nonyyeHa oT web-Kamepbl UM OTCKaHMPOBaHHA.

15.Mpn HeobGxogumocTn BBeauTe TenedoH COTpyaHvKa Ana  oTnpaBku SMS-
COOBLLEHNI.

16. MNpn HeobxoaumocTn Ha naHerm Kadpe ykaxurte yCTaHOBIEHHYO OS11 COTPYAHUKA
Cxemy onnaTtbl nuTtaHma u Npaduk noceweHusn kadge. MNaHens JocTynHa
eCrnm paHee Obln ycTaHoBIEH M OTKPbLIT MoAayrb MO PERCo-SM16 «Kaghe»:

Kace
CxemMa onnaTel NMTaHKA

|EE3 KOMNEHCALMM |

Mpaduk NoCEWEHHA

|B nwoboe BpeMA |

17.Ecrm Heob6x0AMMO yka3aTb [OKYMEHT, Ha OCHOBaHWM KOTOPOro COTPYOHWUK
npuHuMaeTca Ha paboTy (UM M3MEHAITCA ero ydyeTHble [AaHHble) YCTaHOBUTE
draxok OcHoBaHMe crnpaBa OT KHOMOK YrpaBrieHus naHersm.

18.Mocrne BBOAa BCex HeOBXOAMMbLIX OAHHbIX COTpyAHMKA HaxmwuTte kHonky OK Ha
naHenv BBOA4a M peAakTMpOBaHNs AaHHbIX.

19. Ecrm cbrnaxxok OcHoBaHue Oblfl yCTaHOBIEH, TO OTKpoeTcda OKHO BbiGop
AOKYMEeHTa-oCHOBaHMUA, codepxallee CnMcoK JOKYMEHTOB, BBEAEHHbIX paHee
Ha Bknagke [lOKyMeHTbIl pa3gena «Y4emHbie OaHHbIey:
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Bribop aokymeHTa- oCcHOBIHNA O >
| Homep OaTtawsaaHna | [laTa BCTYNNEHWA B Cany HazeaHwue 2
1 |1 13,04, 2018 05.09,2015 MpHKas o NpMeMe Ha paboTy
z |2 20,12,2017 19,07.2018 Mpukas ob yBonEHEHKK
3 |3 20.07,2017 26.07.2018 MpKKas o nepesone
4 (4 10.09, 2013 10.09,2013 SafeneHue
Sh 20.03,2013 18.09,2013 Brirosop
5 | v
£ >
MoKa3bIBaTE CKPBITEIE

20.B OTKpbIBLLEMCA OKHE Bblesmrte AOOKYMEHT, Ha OCHOBaHUM KOTOPOro COTPYOHUK

NpUHMMaeTCa Ha paboTy (UM U3MEHSIOTCH ero y4eTHble OaHHbIE) N HAXXMUTE KHOMKY
OK. OkHo BygeT 3akpbITO.

21. MaHernb BBOAA M peAakTMpOBaHUSA AaHHbIX OyAeT 3aKpbiTa, HOBbIN COTPYAHMK OyaeT

A06aBreH K CrNCKYy COTPYOHUKOB BbIOpPAHHOrO Ha MaHerm WHCTPYMEHTOB BKIAKU
noapasaeneHus.

22. lNpn HeoBX0AMMOCTN BHECEHMSA UBMEHEHWUA B AaHHbIE COTPYAHUKA, HAXXMUTE KHOTMKY

M3mMeHUTDL Y4YeTHble J.'laHHI:IeE Ha nNaHemM MWHCTPYMEHTOB  BKIIaKW.

OTkpoeTcsa naHenb BBOAA M pedakTMpoBaHuA AaHHbIX. [lpousBegute Ha naHernm
HeobXxoanMble U3MeHeHUsa 1 Haxmute KHorky OK.

lpumeyvaHue:

Mpy M3MEHEHUM OOJDKHOCTW, noApasgenenHvss uim rpadvka paboTbl COTpyaHUKa
Heobxoammo B rnore YYyeTHble faHHble AeACTBYIOT C yKkasaTb AaTy C KOTOPOW
M3MEHEHVSI BCTYNAalOT B CUIY.

23.Ana coxpaHeHuss WU3MEHEHHbIX [aHHbiX B B[l cuctemMbl HaXmute  KHOMKY

CoxpaHUTb Ha NaHerm MHCTpyMeHToB «KoHcoslu ynpaeneHusi».

24. Mocre ao6aBreHns HOBOro COTPYAHMKA HEOGXOAMMO BblaaTb €My KapTy AOCTyna U

3.2.6

YCTaHOBUTb MNpaBa M napamMmeTpbl OOCTyNa. ,D,J'IFI 3TOro HaXMuUTe Ha naHesnM KHOMKY

HasHnauuTtb goctyn. OTkpoeTcsa pasgen «¢Jocmyn compyOHUKO8».
Co3pnaHune SMS-paccbiniku

lpumeyvaHue:

OtnpaBka SMS-coobueHu ocylecTerseTcss cepsepoM cuctembl PERCo-S-20.
Bbibop cnocoba oTnpaBku 1 HACTpoOWka NapameTpoB ocylecTBrnseTca B «Ljenmpe
ynpaeneHusi PERCo0-S-20» Ha Bkragke Bbibop cnocoba paccbinku SMS.

- BBoa HoMmepa TenedoHa coTpyaHUKa

1. BBeaute TenedoH COTpyOHVKa, AN 3TOro BblAerMTe coTpyaHuka B pabouent

obracTtu BKragku n Haxxmute kHornky TenedgoHbl aona SMS-otnpaBku & Ha

NaHenm WHCTpyMeHToB Bkragkn. OTkpoeTcs naHens TenedoHbl ana SMS
OTNpPaBKWU:
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TenedoHs! ANA 0TNPEEHK SMS

4] abl |]
/| 8911 1234567

MRt 911 7554321

¥ No6aBUTb — KHOMKA MO3BOSSIET OTKpbITb OKkHO TenedoHbl ana SMS-
paccbinku ana gobasrneHus COTPYAHWKY, BbibpaHHOMY B pabodven obractu
BKIaKn HOBOro TernedgoHa.

ab f3MEeHUTb — KHOMKa MO3BOSIAEeT OTKPbITb OKHO TenedoHbl ansa SMS-
paccbiNkKu And M3MeHeHus Homepa TenedoHa, BblOeNeHHoro B pabouyen
obracTtu naHenu.

=l YaanuTb — kHoMka no3BossieT yoanMtb TenedoH, BblAeneHHbIn B paboyen
obrnacTtu naHenu.

lpumeyvaHue:

YcTaHoBKa hraxka y Homepa TernedoHa B nepBoM ctonbue B paboyen obractu
naHenu pgernaet TenedoH «akTMBHbIM», TO €CTb Ha 3TOoT TenedgoH Oyaet
ocywecTBnAaTbcss SMS-paccbinka.

2. lna pobaBrneHuna TenedoHa Ha OTKPbIBLUEWCA MaHENM HaXMUTE  KHOMKY

No6aBuTb #.OTkpoeTtcs okHo TenedoH AnNA SMS-pacchbInku:

Tenedon ana SMS-pacceinkn

Kog cTpaHel  Kogoneparopa Homep

MpuMmep Pocoickan Penepauma Koa
onepaTopa Homep TenedoHa

7911 7344051

QK OTMeHa

3.B OTKpbIBLLEMCA OKHE B COOTBETCTByWOLME nNOdA BBegute Te.l'leq)OH

coTpyaHuka.llocne okoH4yaHua BBoda Haxkmurte kHornky OK. OkHo 6yaeT 3akpbiTb,
TenecoH 6yneT gobasneH Ha naHens TenedoHbl ana SMS-otnpaBku. Y
HOMepa TeredoHa aBToMaTU4eCKkn ByaeT yCTaHOBIIEH (hriaXoK.

4. TNpun HeobxoammocTn obaBbTe COTPYAHUKY Apyrme TenedoHbl. SMS-coobLeHms

OyayT oTNpaBnATLCA Ha TENEOHbI, OTMEYEHHbIE dhriaxkkamu.

5. na 3aKkpbITUS NaHerm MOBTOPHO HaxmuTe KHorky TenecdgoHbl ana SMS-

oTnpaBKHU 48 Ha naHerm MHCTPYMEHTOB BKI1adKW.

= OTtnpaBka SMS

SMS-coobeHe MOXeT ObiTb OTMNPaBfieHO TOMbKO TEM COTPYAHUKaM, Afs KOTOPbIX

BBedeH XOoTs Obl oguH HOMepa TenedOHOB W 3TOT HOMEP OTMEYEH (praxxkom Kak
«aKTUBHbINY.

Ecrm pns COTpyOHMKa YKa3aHO HeCKOJIbKO Teﬂe(bOHHbIX HOMeEpPOB,

OTMEYEHHbIX KaK «akTuBHble», TO SMS-coobweHve OygeT oOTnpaBfieHoO Ha Bce
OTMEeYeHHbIe Homepa.

Ana otnpaBkn SMS-Co06LLEHMS 0QHOMY UM HECKOITbKUM COTPYAHMKaM noapasaeneHus:

39

1. B pabouyen obrnactu BKMagku BblOErMTE OOHOrO WM HECKOJSIbKMX COTPYAHWUKOB,

KOTOpbIM Heobxoaumo oTnpaBut SMS-coobweHue. Ecrm He GyaeTt BblgeneH Hu
OOVH COTpyaHUK, TO SMS-coobugeHne OygeT oTnpaBfieHO BCEM COTpPYyAHUKaM
nogpasgerneHus.
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2. Ona cosganus SMS-pacchifiku HaxXmuTe CTperKy crpaBa KHonku OTnpaBuTb
SMS & Ha naHerm WMHCTPYMEHTOB pasfena. B oTkpbiBLEMCS MeHIO Bbibepute
O[VH U3 NYHKTOB:

Otnpaewte SM5 Ha TenedoHb

EBLAENEHHOMD COTRYAHWKE
BbIBpAHHE COTPYAHWKDE

BCEX COTPYAHWEKCE NOJpRa3jeneHuA

3. OTtkpoeTtca okHo BBoa Tekcta SMS:
Beog Texcta SMS

CoBElLEHWE COCTOMTECA B 17:00 B Kah 6?B|

Kon-so SMS: 1

0K OTmeHa

4. B oTKpblBLIEMCA OKHE BBeaute TekcT SMS-coobeHna n Haxmute kHorky OK.
OkHo OymeT 3akpbiTo. B crnydae ycnewHon oOTNpaBKM OTKPOETCA OKHO C
coobueHnem. B oTkpbiBeMcst okHe HaxxmuTe OK.

lNpumeyaHue:
.~ OpHo SMS-coobleHve moxeT codepxaTb He Goree 70 cumBornos. B crydae
NpeBbILLEHUs] 3TOro KormyecTBa coobLueHve byaeT pa3buto Ha 2 n 6onee SMS.

3.2.7 YaaneHue nnm yBosfibHeHWe COTpyAHUKA

I BHumaHue!
: Mepen yBONbHEHVSIM COTPYOHMKA Heobxoaumo nepent B pasgen «Jocmyn
compyOGHUKO8» N U3bsATb BCE BblAaHHbIE EMY paHee KapTbl 4OCTYyMa.

[ns yonanenus/ yBOrbHEHUS COTPYOHMKOB
1. Boigermte B pabouern obractn BKMagKM OOHOMO WM HECKOSIbKMX COTPYAHUKOB,

KOTOPbIX HEOOX0AUMO yaanuTb/ yBONMTb.
2. Haxmute Ha naHerm MHCTPYMEHTOB BKIagKu CTPErKy cnpaBa OT KHOMKM YaanuTb/

YBOMUTb COTPYAHMKA ). B OTKPLIBLLEMCS MEHIO BbIGEPUTE COOTBETCTBYIOLLMIA
nyHkT. OTKpoeTcs okHo MoaTBepxaeHme:

MoaTeepxaeHne

P Tiuxonoe Ceprei
L}

Bbl geACTEMTENLHO X0THTE YBONWTL
COTPYOHMES?

OaTa yeoneHesua: |06,09.2018 e

(] NpumesnTs anm Boes yECNEHASMEL

3. B okHe ykaxute Heobxoaumyto gaty n Haxxkmute kHorky OK. lMpu HeobxoammocTu
yCcTaHoBUTE oriaxok y napameTtpa NMpumMeHUTb AnNs BceX yBOJIbHAEMbIX.
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PykoBoacTBO nosnb3oBaTend

4. B ykasaHHyl0O pdaTy [aHHble CcoTpyaHuka OyayT nepeHeceHbl Ha  BKIagKy
YBoneHHbIe uim 6e3803BpaTHO yaarneHsl n3 b cuctemoi.

3.3 Bknagka «YBONneHHbIe»

3.3.1 Pabouyee oKHO BKNnagku

Bknagka npegHasHaueHa AN NPOCMOTPa ChNMCKa YBOJIEHHbIX COTPYAHWKOB C  Aathbl
yKasaHHOW Ha MaHerm MHCTPYMEHTOB BKradku. [pu HeobxoayMOCTV YBOMEHHbIA COTPYOHUK
MoXeT OblTb BOCcCTaHOBINEH. Paboyee OKHO BKMaaku MMeeT CrieaytoLyin BUA;

CoTpyaHukK  YBONEHHEIE

cu [0 o XL |9 VBOneHHKIE © ‘@
PA0

HaTa MoapasaeneHue | JomEHoCTE

10.09.2018 TuxoHos Ceprei (He onpegeneqo) (He onpegenena)
F|17.09.2018 Benseg Tapac EEnaMnmesmy MpeanpuaTtme MoMoLHKK

# |17.09.2018 BoraThipés Boprc Kuprnnosuy MpeanpuaTHe PyrxoBoAWTENL OTAENE
17.09.2018 HUOKP Avpercrap

T3

u||u|>-n

Bbi6op Bknagku pasgena:
* COTpPYAHUKMU;
* YBONEHHbIe.

1. lMaHenb MHCTPYMEHTOB BKIaLKM:

™ MpuHAaTb Ha paboTy —KHOMKA MO3BOMAET MPUHATL Ha paboTy paHee
YBOJIEHHOIO COTPYAHMKA C BOCCTAaHOBIIEHMEM €r0 AaHHbIX HA MOMEHT YBOJSIbHEHVS.

# Mouck — KHoMka MoO3BONAET OTKPLITb OKHO BLICTPLIN MOWUCK Ans noucka
YBONEHHOrO COTPYyOHMKA MO AaTe YBOSbHEHUs, OOSPKHOCTYW, MoApasderieHuo um

dnO0.
=l YaanuTb — kHorMka noasorsieT yoarmTb U3 Crnucka BblOeNieHHoro B pabouen
obrnactn coTpygHuka.

& MeyaTb — KHOMKA MO3BOJISIET OTKPbITb CMMCOK YBOMEHHBIX COTPYAHUKOB B OKHE
npeaBapuUTenbHOro NPOCMOTPa AN NOCeayoLLen nevaTu.

3% 9kcnopT B MS Excel — kHoMka no3BomnsieT COXPaHUTb CMMCOK YBOMEHHbIX
COTPYAHUKOB B dhopMaTe anekTpoHHbIX Tabrmy MS Office Excel.

% QkcnopT B OpenOffice Calc —kHOMKa NO3BOMAET COXPAHUTbL CMCOK
YBOJIEHHbIX COTPYAHMKOB B (hopmaTe anekTpoHHbix Tabmmy OpenOffice Calc.

E)MCTOPMSI M3MEeHEeHWUWN — KHoMKa MOo3BONeT OTKPbITb OKHO WMcTopwus
M3MEHEeHUSA YUYEeTHbIX AaHHbIX:

McTopua usMeHEHNA YHETHBIX AaHHBIX O X

benses Tapac EBnaMnueBny

| Hata | Tun CTapoe sHaWeHME Hoeoe 3HaYeHWe 4

1k
Z‘lB.DQ.Z[}lS Ipadwk pabotel  MTPAOWK HWKOI QA Pabouas Hepens (19.07.2018)

[oKyMeHT OonucaHue [ata u3naHus HoMep A0KyMEHTa
orovrcreveT NN || | |

NeyaTe 33KpbITh

YBoOsfeHHble € ... — Nosie BBOAA AaThl A8 yKa3aHUa HavarbHOW JaTbl, C KOTOPOW
ByneT dopMMpoBaTLCA CMMCOK YBOJEHHBIX COTPYAHNKOB.
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PERC0-SM02 Pasgen "CoTtpyaHuku"

2. Paboyasi obractb BKMadkuW COAEPXMT CMMUCOK COTPYAHUKOB, YBONEHHbIX BO BCEX
noapasaeneHnsx ¢ AaTbl, yKasaHHOW Ha NaHenm MHCTPYMEHTOB Bkraaku. 3Hadvok = B
nepBoM cTosibLEe ykasblBaeT Ha TO, YTO Yy COTpyaHMKa He Oblnia M3bsiTa KapTa
AocTyna.

lpumeyaHue:

B pabouyen obnactu peanmsoBaHbl (PyHKLMW: COPTUPOBKA MO 3fIiEMEHTaM OAHOro Uim
HECKOJIbKMX CTOSOLOB, KOHTEKCTHBIN NMOUCK, OAHOBPEMEHHOE BblAENEHNE HECKOMbKINX
SMEMEHTOB U U3MEHEHWE LLMPWHBI 1 NOCNeA0BATENbHOCTY CTOSOLIOB.

3. MaHenb [OKYMEHT COAEpXWT WHOPMaUMO O [JOKyMeHTe BblGpaHHOro
COTPYAHUKA.
4. TMaHenb rpadunyeckmx AaHHbIX. Ha naHenm nmeroTca criegyrowme BKagKu:
e doTorpacus;
® IOKyMEHT;
* Bknagku ana AononHUTenbHbIX rpaduyeckux AaHHbIX.

3.3.2 BoccTtaHoOBneHMe yBONEHHOIo COTPyAHUKA
[1ns BOCCTaHOBNEHUSA paHee YBONEHHOIO COTPYAHUKA:
1. C nomMouwpro nond BBOAA AaThl YBOJMeHHbIe C ... HA NaHem MHCTPYMEHTOB

BKIagKu yCTaHoOBUTE AaTy, NPeecTBYIOLLYIO AaTe YBOSTbHEHUS COTPYOHMKA.
2. Boigermte B pabodenn obrnactv pasgerna CoTpyaHuka, KOTOporo Heobxoaumo
BOcCTaHoBuTb. [pu noncke cotpygHuka B paboyen obractv BKMagKM UCMOSb3ynUTe
COPTUPOBKY M BbICTPbIN UM KOHTEKCTHBIN MOWUCK.
3. Haxwute kHorky MpuHATL Ha pab6oTy “* Ha naHemy WHCTPYMEHTOB BKMaOKW.
Otkpoetcss okHo lMoppaspeneHuna, rge OyoeT BblgenieHo noapasgerneHve, B
KOTOpOM paHee paboTan COTPYAHWK:

¢ Nogpasaenenng O >

& (He ompeneneHo)
Mo
I & lNpeanpuaTHe
& AOMWHWCTPaLMA
' byxranTepua
' COToen kanpoe
' OToen pexnambl
& OTaen cepeucHoro obCNyHMBEHUA
& Dunwan 1
& Dunwan 2

MoKasEIEaTE CKPEITEIE ABETOMETWYECKSA COPTHPOBKS

CTpoKa anAa novcka

ouck | F3 WokaTh © Ha4ana HassaHns

0K OTMeHa

4. B OTKpblBLLEMCS OKHE BblaermTe nogpasgeneHve, B KOTOpoe Heobxoaumo
BOCCT@HOBUTb Ha paboTy BbIGPAHHOrO YBONEHHOrO COTPYAHWMKA, M HAXMUTE KHOMKY
OK. B oTkpbIBLLIEMCS OKHE NOATBEPXKOEHMSA HAaXXMUTE KHOMKY [a.
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PyKO BOACTBO MnoJib3oBaTtesd

5. OkHo MoppaspeneHuna OygeT 3akpbITO, COTPYAHUK OyoeT BOCCTaHOBIEH Ha
paboTy B ykasaHHoe noapasgderneHve. ABToMaTMyeckum OyaoeT OTKpbiTa BKMagka
CoOTpYAHUKMWN.

6. B pabouen obnacTtu Bknagku 6yaeT BblaesieH BOCCTAHOBIIEHHbIN COTPYOHMK.

7. [1ns pegakTypoBaHus AaHHbIX COTPYOHMKA HaXXMuTe KHOMKY M3MeHUTb y4YeTHble

AaHHbIE abl yg naHenm MHCTPYMEHTOB BKITaaKW.
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000 «[MOPKo»

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

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

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

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

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

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

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

WWW.perco.ru

Kop. 15.07.2020



WWW.PEerco.ru
Ten: 8 (800) 333-52-53
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