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PyKOBOﬂ,CTBO nonb3oBarterns

1 BBepeHue

[aHHoe «Pykosodcmeo ronb3oeamerss» (aanee — Pykoeodcmeo) cCoqepXvT onncaHmne
rpadomyeckoro MHTepdenca nonb3oBaTend, 1 nocrneaoBaTensHOCTN AeNCTBUI Npu paboTe ¢
pasgenamu, Bxogawmmm B moaynb PERCo-SMO07 «Y4yem pabo4ye20 epemMeHu».

[aHHoe Pykosodcmeo OOImMKHO NCNOMNb30BaTbCSA COBMECTHO € «Pykogodcmeom
rnonb3oeamerss» Ha mogynb PERCo-SNO01 «ba3oeoe 10».

CeteBort mogynb PERCo-SM07 «Y4em pabo4ye20 epemMeHuU» npeaHasHavyeH ans
NCNONb30BaHUSA COTPYOHUKaMK OTAEeNoB KagpoB (OTAENOoB nNepcoHana) unn apyrumm nuuamu,
BeOyLmnmmM TabernbHbIN y4eT paboyero BpeMeHu Ha npeanpusitTum.

Moaynb sBnsieTca JonorHUTENbHBIM KOMMOHEHTOM ceTeBoro 10O cuctembl 6e3onacHOCTU U
noBblweHns adpcpekTusHocT PERCo-S-20.

B moayne PERCo-SMO07 «Y4yem pabo4e20 epeMeHuU» BXOOAT crieayoLlme pasaernbi:

* «BpeMeHHasi 3aMeHa y4YemHbiXx OaHHbIX» —pas3fen npegHasHadeH [ans
BPEMEHHOrO  M3MEHEHUS  MNPUHAONEXHOCTU  COTPyAHWKA K  OOHOMY U3
nogpasgeneHun u/unu ero rpadmka pabotbl 6€3 M3MEHEHNS LITaTHbIX 3HAYEHUN,
YCTaHOBMEHHbIX B  pasgene  «CompyOdHuku» wmopgyna  PERCo-SNO1
«ba3zoeoe 0.

e «OnpasdamesnbHble GOKYMeHMbI» — pasfen npegHasHadyeH ans odopmIieHus
OOKYMEHTOB, MCMomnb3yemMblX Mpu cocTaBneHun «Tabens yyema paboyezo
8peMeHU u pacyema ornnamel mpyda» B opme Ne T-12 n npu yuete paboyero
BpemeHn. Kpome 3Toro, npegycMoTpeHa BO3MOXHOCTb OPOPMIIEHUS LOKYMEHTOB,
NPUHATBIX HA NPEANPUATUN.

* «OmyemsbI» — pa3gen npegHasHadyeH [nns cocTaeneHuss «Tabend ydema
paboyezao spemeHuU U pacdema orrnambl mpyOda» B dopme Ne T-12 un «Tabens
yyema paboyezo epemeHu» B cdopme Ne T-13. B pasgene npemycMoTpeHa
BO3MOXHOCTb pefaKTUpPOBaHWUS AaHHbIX O NPOXoaax.

e «XypHan ompabomaHHO20 epeMeHuU» — pasfen npeaHasHavyeH Ana BeneHus
XypHana ydeta pabodvero BpemeHW CcOTpyaHuWKOB. B pasgene npegycMoTpeHa
BO3MOXHOCTb OPOpPMIIEHMS ornpaBaaTefibHbIX AOKYMEHTOB M  pefaKTUpOBaHUS
AaHHbIX O MpoXoaax.

Pasgenbl mogyna Ha naHenu HaBuratopa «KoHcosnu ynpaeseHusi» o6beaVHEHbI B rpynny
«Y4em paboyvez2o spemMeHU» (3a UCKINIOYEHEM pa3fena «BpeMmeHHasi 3aMeHa y4emHbix
OaHHbIX», BXOLSALLEro B rpynny pasaenoB «flepcoHany).
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2 Pa3pnen «BpeMeHHble 3aMeHbl Y4eTHbIX AaHHbIX»

2.1 Ha3HauyeHue

Paspnen «BpeMeHHasi 3aMeHa y4YemHbIX OaHHbIX» nNpeaHasHadyeH Onsi BPEMEHHOro
N3MEHEHUS NPUHAANEXHOCTU COTPYOHMKA K OQHOMY M3 nogpasgeneHni n/unn ero rpaduka
paboTbl 6€3 U3MEHEHMS1 LUTATHbIX 3HAYEHWI, YCTAHOBMEHHbIX B pa3gene «CompyOHUKuU»
moayna PERCo-SNO1 «ba3oeoe 10».

Mpy BpPEMEHHON 3aMeHe YYETHbIX [aHHbIX HOBble [OaHHble COTpyAHMKA B TeveHue
YCTaHOBIIEHHOTO BpemMeHu OyayT uchnonb3oBaTbCs NpU pacyeTe paboyero BpeMeHu W
KOHTPONS AUCUMMNUHBLI  Tpyaa. BpemeHHass 3amMeHa Y4YeTHbIX [aHHbIX MOXET ObiTb
MpPon3BeAEHa TaKKe U Ha yXKe NpoLleaLnii nepuon BpeMeHn («3agHUM YUCTIOM»).

lpumeyaHue:

. BpemeHHylo 3amMeHy YYETHbIX [OaHHbIX HENb3A NPOM3BOAUTbL [ANs COTPYOHWUKOB
pabotarowmx no rpadumky C HaKOMNSeHNeM HapylleHun/rpaddnuky C HakoMeHUEM
HapyLleHMN Ha ocHoBe GanaHca paboyero BpemMeHu.

2.2 Pabou4ee OKHO pa3pgena
Paboyee okHO pasgena nveet cnep,yrou.l,mﬁ BUA.
& + ¢4 & R ¢ rnasueii odmc N
=1
[v Nata yBonbHeHws c IDl.Dl.EDlE ﬂ
F
Tab.Me CoTpyaHuK T JonmsHoCTE MNogpasaenexue ML ER TS —I
BpEMEHN paboty =i
11 35 bacos bopwc AnsbepToBuY 9.00-17.45 WCNonHUTENBHLIA AUPE AIMUHWCT paumra  10.03.2009
12 36 baxmeHg bopuc AHgpeesuY 9.00-17.45 (He onpegeneHa) QKC 10.03.2009
13 135 Bbenoycos BuKTOp Mropesuy 9.00-17.45 WHxeHep-nporpaMMiucT JAC 14.01.2013
14 40 benoycos Brnagumup Onerosmy 9.30-18.15 PyrosoguTens oTaena ACY 16.03.2009
NV BOP3bIKKMH AHapei Bn 0t 9.00-17.45 MOHT &3XHMK X03. cnyxba 10.03.2009
16 52 bopuceHKoB Mockd BUKTOpoBud | 9.00-17.45 MOHTaMHUK nuy 24.08.2009
144 | | @
¥ a6l [ |[¥ Bce 3amMeHbl B NonpasaeneHmy @
F
CoTpymHME Hauano . Koty HMzMeHNTE r?aq:am{ HMZMEeHNTE . J
PB Ha: nogpazaeneHHe Ha:
11 |«» Bacos bopuc AnbGepToBuY 01.07.2014 15.07.2014 9.30-18.15
Z_H'H Bop3bIKMH AHﬂpeﬁ BnaguMupoBiy 08.07.2014 25.07.2014 OAC
2] | & =

1. MaHenb MHCTPYMEHTOB pasaena:

&l O6wun nonck cotpyaHuka(Shift+Ctrl+F) — kHonka no3BonseT npon3BecTu
MONCK COTPYAHMKA NO BCEM NOAPa3nENEHUAM.

* MNMokasaTtb/ * CKpbITb pe3ynbTaTtbl O0OWEro mnoucKa — KHOMKM
MO3BONAT OTKPbITb UMM CKPbITh NaHemNb C pedyrnbTatamu obLyero novcka.

# BLicTpbIv nouck (Ctrl+F) — kHOMKa No3BONsieT NPOU3BECTY MOVCK AN noucka
COTpygHuKa no TabenbHoMy Homepy wunm ®UNO B BbIOpaHHOM Ha naHenu
WNHCTPYMEHTOB NOApPa3AeNeHnm.

Y MpumeHnTL/OTMEHUTL BbIGOPKY (Shift+Ctrl+0) —kHonka nosBonser
nokasaTb/CKpbITb pe3ynbTaTr NpUMeHeHus BblOOpKM B paboyen 06riacTu BKNagKu.
HactpouTtb BbIGOpKY (Ctrl+O)—KkHONKa nNO3BONAET HaACTPOUTb BbIOOPKY
(dbunbTp) oTOBpakaeMbix B paboyen obnactn faHHbIX. [JOCTynHbl cnegywowme
KpUTEPUM NOCTPOEHUS BblOOPKMU:
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e ([pacdhuk pabouyero BpemMeHu
* 1oNXHOCTb

* loapa3pneneHune

* [lpuem Ha paboTy

e [lata yBONIbHEHUA

™ NokaswiBaTth pacwudpoBKy rpadumka paboyero BpeMeHM — KHOMKa
No3BOSSAET OTKPbITb OKHO Mpadmk paboTbl Ans NpocMoTpa pacnucaHusa padoThbl
BbleneHHoro B paboyer obnactu pasgena COTpyaHMKa Ha YKa3aHHbIN C MOMOLLbHO
pacKpbIBaOLLLErocs crnmcka Mecsil BbiIbpaHHOro roga.

e | nioke Bbi6op noppasgeneHusn (Ctrl+B)—kHonka nosBonsieT BblGpaTb
nogpasgaeneHne, COTPYAHUKU KOTOpPOro GyayT oTobpaxaTbcsi B paboyeii obnacTu
BKnaaku. CrnpaBa OT KHOMKN OTOGpaxkaeTcsl HasBaHWe BblOPaHHOTO B AaHHbI MOMEHT
noapasaerneHus.

NaTta yBONbHEHUA C —NpWU YCTaHOBKE (pnaka B paboyeit obractu pasgena
OTOOpaXaloTCA YBONEHHbIE C YKasaHHOM C [aTbl COTPYOHWKW. JTO MO3BOMseT
npocMaTtpvBaTb Ha MaHenM BPEMEHHble 3aMeHbl YYETHbIX [OaHHbIX YBOMEHHbIX
COTPYOHMKOB.

2. Paboyass obnactb pasgena CoOepXUT CNUCOK COTPYAHWKOB rnogpasaeneHus,
BbIOPaHHOrO Ha MaHenu MHCTPYMEHTOB pasgena. 3Hauvok B nepsBoM cTtonbue
yKasblBaeT Ha TO, YTO ANg COTpyaHuKa Obina co3fgaHa 3ameHa.

lIpumeyaHue:

B pabo4en obnactu peannsoBaHbl cneayoLlme QyHKLMWU: COPTUPOBKN NO SIEMEHTaM
OOHOr0 MMM  HECKONMbKMX  CTONGLOB, MNoMcka MO  3nemMeHTam  CcTonbuos,
OOHOBPEMEHHOTO BbIAENEHNST HECKONBbKMX 3NIEMEHTOB CMMCKA, N3MEHEHUS LUMPUHBI U
nocrenoBaTenibHOCTU CTONOL0B.

3. VHCTpYMEHTbI NaHenn BpeMEHHbIX 3aMeH:

# No6aBUTL 3ameHy (Ctrl+N) — kHonka no3BongeT co3fatb HOBYH BPEMEHHYHO
3aMeHy AN1s1 OAHOro UMM HECKOMNbKMX COTPYOHUKOB, BbIDpaHHbIX B paboyernt obnacTtu
pasgena.

abl Y3MmeHUTb3ameHy (Ctrl+E) — kHomnka no3BornseT OTKpbiTb OKHO BpeMeHHble
yyYeTHble AaHHble C NapameTpaMmy BPEMEHHOW 3aMeHbl, BbldeneHHON B paboven
obnacTn naHenu BpeMeHHbIX 3aMeH. KHOMKa HeqoCTynHa, ecrnv 3ameHa OTHOCUTCS K
YBONIEHHOMY UMW yaaneHHoMY COTPYOHUKY.

S Yaanutb 3ameHy (Ctrl+D) — kHonka No3BONSET yganutb BPEMEHHYK 3aMeHy
BblAEMNeHHy0 B paboyer 0brnactu naHenm BpeMeHHbIX 3aMeH.

Bce 3ameHbl B nogpasaeneHnMn — Npu yCTaHOBKE chrnaxka B paboyen obnactu
naHenu BpeMEHHbIX 3aMeH oTobpaxaloTCsa BCe 3aMeHbl, CO3[aHHble OIS
COTPYAHMKOB noAapasaeneHnsi, BblbpaHHOro Ha NaHenu MHCTPYMEHTOB pasfena.

4. Paboyaa obnacTb naHenn BpeMeEHHbIX 3aMeH. Ha naHenun cogepXuTca CnmMcok
BPEMEHHbIX 3aMeH 41151 COTpyAHMKA, BblbpaHHOro B pabodern obnactun pasgena, unw,
npu ycTaHoOBMNEHHOM prnaxke Bce 3ameHbl B noapas3feneHuum, BCE 3aMeHbl
BblOpaHHOrO noapasgeneHnsi. 3ameHbl YBOMEHHbIX COTPYAHMKOB OTODpaxatoTCs
KpacHbIM LBeTOM. B nepBom cTonbue otobpaxaeTcsi CTaTyCc 3aMeHb!:

e 3HA4YOK OTCYTCTBYET — CPOK AENCTBUS 3aMEHbI ELLE HE HACTynwus;
® |[C4 — 3amMeHa OeNCTBYET B JaHHbIN MOMEHT;
e |3 — CPOK AENCTBMSA 3aMEHbI UCTEK.
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2.3 Co3gaHue BpeMeHHON 3aMeHbl

[na co3pgaHusi HOBOM 3aMEHb!:

1. Haxmute kHonky Bbi6op noppaspeneHus £ Ha naHenu WHCTPYMEHTOB
pasgena W BblbepuTe noapasfeneHue, COTPyOHVMKAM  KOTOPOro  HeobXoavmo
MPOU3BECTU 3aMEHY.

2. B paboueii obnacTu pasgena Bblbepute 04HOro UM HECKOMNbKUX COTPYAHMKOB.

3. HaxmwuTte kHonky [lo6aBUTb 3aMeHy # Ha naHenu BpeMeHHbIX 3aMeH. OTKpoeTcs
OKHO BpeMeHHble yYyeTHble AlaHHble:

‘~L'{"' BpemMeHHbIe yueTHbIe AaHHble ﬁl

YyeTHble flaHHbIE FPYNNbl COTPYAHUKOB

JaMEHWTE noapazaeneHi9|e Ha.

[ N

FAMEHWTE rpaik pa00Yerc EPEMEHM Ha:

| N

Mepes geHE MocnegHKa AEH
[15.052013 w| 2052013 |

D DTHMEHMTE

4. B OTKPbIBLUEMCS OKHE HaXMWUTE KHOMKY J cnpaBa oT nonss 3aMeHUTb
nogpasgeneHne Ha:. B oTkpbiBwemcs okHe [MoapaspeneHusa  ykaxute
nogpasgeneHve gns 3ameHol M Haxmute OK. OkHo MoppaspgeneHunsa 6yger
3aKkpbiTOo. BblOpaHHOe nogpasgeneHne nosiBATCA B none 3aMeHUuTb
nogpasnefnieHneHa: okHa BpemeHHble y4yeTHbIe AaHHble.

¢ MoapasgeneHns _ o] x|
&+ PERCO B

e A AMAHMCTRELMA

o A AMAHMCTRELMA M0

T e

-~ B3 (A3M) - AenapTameHT zapybexHer Nposas

o TWBKE

| Y - [pynna ynpaeneHYeckoro yYeTa

4 TOBY - Mpynna dwckaneHoro OyxranTepckoro yYeTa

- JAPT - JenapTamMeHT aHanM=a 1 peknamHex TEXHONoriA

oo NAC - NenapTamMeHT arnapaTHe CpeACTE

- O - NenapTaMeHT NorkcTkA

-~ AN - JenapTaMeHT NporpartHoro obecneYeHKA LI

F [NokazEEaTE CHREITEIE NOAPa=A2NEHIMA

] 4 OTMEHS |
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5. B okHe BpeMeHHbIe yYeTHble AaHHbIe HXMUTE KHOIKY J cnpaea OT nosns

3ameHuTb rpacguk paboyero BpemeHmn Ha:. B otkpbiBemca okHe Mpadhmk
paboTbl ykaxute rpacduk ans 3ameHbl 1 Haxmute OK. OkHo Mpadmk paboThbl
Oynet 3akpbiTo. BbibpaHHOE nogpasgeneHne nosiBuTCcs B nofnie 3ameHuTb rpadumk
paboyeroBpeMmeHnHa: okHa BpeMeHHbIe y4YeTHbIe AaHHble.

¢ Tpadmikm paboTbl _ o] x|
HazEaHMe ‘ CvemMa YRR l;| 50 I_IOHe,EI,e.I'IbHL-’IKI\I- "3,30-18.15 (obeg =
1 | TPACKI HIAKOr oA HEOENBHAR CXEMA PABCTHI(HEL N 13.00-13.45)
2 |08.20-19.00 MMGKMIA rpaduk. MMBKU rpadiik 08, 20-19.00(HEA - @ 5:30:00-13:00:00
Z 11.00-19.45 ZnekTpiK 11.00-19.45{(HEOENEHGIA) Lk 13:45:00-18:15:00
4 6.30-5.00 6.30-9,00(HEDENEHENA) o ¢, BTOpHUK - '9.30-18.15 (0bea
5 |9.00-17.45 9,00-17.45(HEOEMEHGIA) ¥ 13.00-13.43) |
B |9.00-17.45 cekpaTaph 9,00-17.45HEAENEHEIA) | - i 9130:00-13:00:00
7 rEEED 9.30-18. 15(HEAE bHBIA) L 13:45:00-18:15:00
-~ Cpena- "9.30-18.15 (oben
11 7/11 | | |7 13.00-13.45)" |

I MokasbEaTs ckpeToie
I~ MokasseaTs pacwmdposy QK OTMeEHa |

Noka3aTb CKpbITble —NpU YCTaHOBKe bnakka B OKHE KpacHbIM LIBETOM OyayT
oTobpaxaTbCs yaaneHHble paHee nogpasaeneHus.

NMokasatb pacwndpoBKY —Npu YCTaHOBKE dnaxka Oyoer OTKPbITO OKHO
Mpacmk paboTbl c pacnucaHmem paboTbl Ha yKas3aHHbIA MeCsL, AN BblOENEHHOro
B paboyen obnactn okHa rpaduka paboThbl.

6. B okHe BpeMeHHble Y4YeTHble AaHHble, NUCMNOJb3y4 MoJid BBOAA AaTbl nepBblﬁ

AeHb ulMocneaHunaeHsb, yKaXunte gatbl Havana v OKOHYaHUs OeNCTBUSA 3aMeEHb!.
B : %
{ BpeMeHHbIE YUETHRIE OdHHBIE

YyeTHble flaHHbIE FPYNNbl COTPYAHUKOB

JAMEHWTE nojapazaeneHi9e Ha.

IFW J

FAMEHWTE rpaik pa00Yerc EPEMEHM Ha:

|9.3|:|—1a.15 _|

Mepes geHE MocnegHKa AEH
[15.05.2013 | 30.05.2013

4 DTHMEHMTE |

7. B okHe BpemeHHble y4YyeTHble AaHHble HaxmuTe kHonky OK. OkHO Oyger

3akpbITo. B paboyen obnactu pasgena y BolOpaHHbIX COTPYAHUKOB MOSIBUTCS 3HAYOK

0 CO34aHnM 3ameHbl. Ha naHenn BpeMeHHbIX 3aMeH MOSIBUTCS 3anvcb O CO34aHUK
HOBOW 3aMEHbI.

. nsa nameHeHus napamMmeTpoB 3aMeHbl BblOENMNTE €e Ha NaHernn BpeMeHHbIX 3aMeH U

HaXMUTE KHOMKY M3MeHnTbL 3ameHy 2B, B oTKpbiBlLUEMCH OKHe BpeMeHHble

yyeTHble AaHHble Npou3BeanTe Heobxoaumble M3MeHeHusA. [Ons 3akpbiTUsi OKHa
HaxxmuTe KHonky OK.
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9. Ons yoaneHna 3aMeHbl BblOESIUTE €€ Ha MaHerin BPEMEHHbIX 3aMEeH U HaXMUTe

KHONKYy YAanuTb 3aMeHy S oTKpbiBWEMCA OkHe [lpeaynpexaeHue
yAaneHusa HaxmuTe kHorky OK.

10. B cnyyae, ecnu ana cotpygHuka yxe Obina cosgaHa 3ameHa Toro ke Tuna
(nogpasgeneHus unu rpadmka) Ha TOT XKe Nepuoa, TO Co3a4aHne HOBOM 3aMeHbl ByaeT
HEBO3MOXHO. byner oOTkpbITo okHO WHdopmauua, c npegynpexgeHveMm o
CYLLIECTBYIOLLEN 3aMeEHE.

11. Haxxmute  kHonky CoOXpaHUTb Ha nNaHenu MHCTpymeHToB  «KoHcosnu
ynpaeJsieHus».
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3 Pa3pen «OTyeTbI»

3.1 Ha3HauyeHue

Paspen «Omy4yemsbi» npegHasHayeH onsi coctaBneHus « Taberns ydema paboyez2o epemMeHu
u pacyema ornamesl mpyda» B popme Ne T-12 (C BO3MOXHOCTbIO Bblbopa chopmaTta nmicra
A4 vnn A3) wnnn «Tabens ydyema paboyezo spemeHu» B popme Ne T-13. B pasgene
npeaycMoTpeHa BO3MOXHOCTb Mpy HEOOXOAMMOCTHM BKIHOYATh/BbIKO4aTb COObITUS BXOAa M
BbIXO4a, YTO MO3BONSAET UCKIIOYMTbL M3 PacyEToB ABOWHbIE Npoxodbl M T.4. Tabenu ydveta
COCTaBNAKTCA NO COTPYAHMKAM OL4HOro NoApasaerneHnii 3a Nepmoa paBHbIN OOHOMY MeECsILLY.

lpumeyaHue:

®opmbl Ne T-12 1 Ne T-13 ycTaHoBMeHbI corfiacHo noctaHoBneHuto lockomctata PO
or 05.01.2004 Ne1 «O6 ymeepxxOeHUU YHUDUUUPOBAHHbLIX GOOPM MepP8UYHOU
y4emHol G0KyMeHmauuu ro y4yemy mpyda u e20 orsiamabiy.

B Tabenn yyeta aBTOMATMYECKM 3aHOCUTCHA 3aperncTpupoBaHHoe paboyee 8pems
COTPYLHMKOB M criegyrowas nHgopmMmaums:

B rpaggy HammeHoBaHMe oOpraHuMsauumm —HasBaHME KOPHEBOrO 3rieMeHTa
MHOIOYPOBHEBOIO PaCKpbIBAOLLIErocs CNMcka noapas3geneHvid, B KOTOpbI BXoauT
BblOpaHHOe noapasaerneHue.

B rpadgy CTpyKTypHOE€ nogpasgernieHne — HasBaHue BblOpaHHOro
nogpasgenexus.

* B rpacbl 4 1 6 ana tabens B dopme Ne T-12 n B rpadpy 4 ansa tabens B doopme Ne T-
13 —Kogbl W MNPOOOIMKUTENBHOCTL 3aTpar paboyero BpPEMEHM COTPYLHMKOB NS
KaXKgoro AHs mecsiua. YCroBHble 0603HavyeHun (koabl) AOKYMEHTOB, OMMCbIBaOLLME
3aTpatbl paboyero BpemeHu, ykasaHbl pasgene «OnpaedamesibHbie OOKYMEHMbI».
O603HayeHne A (siBka) CTaBUTCHA, €Cnv COTPYAHUK Obin Ha pabovem MecTe unm Ha
AeHb 0dopMIieH onpaBAaTteNbHbI JOKYMEHT, BPEMsS MO KOTOpomy pobaensercs K
paboyemy BpEMEHN COTPYOHUKA.

B pasgene BbiaensitoTcs TPy TUNa AOKYMEHTOB:

OnpaedamesnbHble OOKYMeHMbI — LOKYMEHTbI, 0DOPMIIsieMble COTPYAHUKY B Cryvae
HapyLLEHNs1 YCTAHOBIIEHHOIO ANsi Hero epacghuka pabomesi. B AokymeHTax ykasbiBaeTcs
NPOAOIMKUTENBHOCTE UM MPUYMHA OTCYTCTBUS COTPYOHMKA, a Takke creayet nu
[06aBnsiTb BpeMsi MO AOKYMEHTY K paboveMy BPEMEHWN UM HET.

CocmaeHble  onpaedamesibHble  GOKYMeHMbIl — JOKYMEHTbI,  odopMIisieMble
COTPYAHUKY B Crydae HapylleHWsi YCTaHOBMNEHHOro A Hero epacpuka pabombi Ha
OCHOBaHUWN HakorisieHHol 3adormkeHHocmu o pabodyemy epemeHu. Vcnonb3oBaHue
cocmaseHbIX —orpagdameribHbix OOKyMeHmMo8 MO3BONSIET MakCMMmarnbHO  YyA0BHO
NUKBUAMPOBATL CYMMAapPHYHO HaKOMMEHHYI 3a YYETHbIN nepuop 3a40/mKEHHOCTb OOHUM
WM HECKONMbKMMM COCTaBHbIMW OMnpaBAaTeNlbHbIMM  JOKyMeHTamn 6e3 notepb
dakTnyeckn oTpaboTaHHOrO BPEMEHW ANs COTpyaHuKa. B OoKyMeHTax ykasblBaeTcs
NPOAOIPKATENBHOCTb M MPUYMHA OTCYTCTBMSI COTPYAHMKA, a Takke cnegyer 5u
[06aBnATb BpeMsi No AOKYMEHTY K paboyeMy BPEMEHU UMK HeT.

JokymeHmbI Ha ceepxypo4Hbie (paboTbl) — JOKYMEHT, 0OPMISEMbIE COTPYAHUKY U
yKasblBaloLMe [aTy U MPOAOSIKUTENbHOCTb CBEPXYPOYHOW paboTbl COTPyAHMKA BO
BPEMsi, HE MpedyCMOTpPEHHoe ero rpadukoM paboTbl. Bpemsi no  OOKyMeHTy
pobaBnsieTcs k paboyemy 8peMeHu.
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3.2 Pabouyee okHO pa3pena
Pabo4yee okHO pasgena uMeeT cregyroLmnn BUA:

apenv207  [B v (B9 (B8R -0 = 48O 6[x-8 kXD
w e
YKasaHHbiit nepuon |12.04.201? ~| |24.m4.201? | ey
Tab. e a| e HomkHocts 13.04.2017 (14.04.2017 | 15.04.2017 | 16.04.2017
N2 Yeteepr | MaTHuya | CyB6oTa |BockpeceHbe
|1 » 19 benak MBaH Cepreesny Kb MHMEeHep-KOHCTpyKTOpD 00:00[HH3 00:00[HH3 00:00 00:00
|2 | 13 Knpuinos AnekcaHap MBaHOBIY KB Beaywwmit MHXEHEeP-KOHCTpYKTOp 00:00 00:00 00:00 00:00
|3 | 48 KopobeliHukos PomaH Bnaguminposiy (KB Beaywwumit MHXEHep-KOHCTpYKTOp 08:00 08:00 00:00 00:00
|4 | 37 KysHewoBsa Onbra AnekceesHa KB WHXEHEep-KOHCTPYKTOP 00:00 00:00 00:00 00:00
|5 | 22 Nomos MeHHaguii BAaguMuposiy KB VHXXEHEep-3NeKT POHMK 08:00 08:00 00:00 00:00
|6 | 58 JIyxKMH Bacunmii AHTOHOBMY KB @ Beaywwmit MHXeHep-KOHCTpyKTop 08:00 08:00 00:00 00:00
|7 | 49 MakcumoBa EkaTepuHa laBnosHa KB WHXEHEP-KOHCTPYKTOP 08:00 08:00 00:00 00:00
'8 | 54 Osepkos Masen Onerosuy KB CTapLumii MHAEHEP-NPOrpaMMUCT 08:00 00:00 00:00
|9 | 25 MoTpAcos [eopruii BUKTOpoBMY KB WHXEHEP-KOHCTPYKTOP 08:00 08:00 00:00 00:00
110 | 33 Wy6uH Mpuropmit Hukonaesny KB BeayLmMil MHXEHEP-KOHCT pyKTOp 00:00 00:00 00:00 00:00
11 | 42 WymaxuH Erop Hukonaeeuy KB WHXEHep-NporpamMMUcT 08:00 08:00 00:00 00:00

1. MaHenb MHCTPYMEHTOB pasaena:

[ekabpp 2016 | _ 5 pone oroBpaxaloTcl Mecsiy M rog, 3a  KOTopble
cocTaBngaeTcs Tabenb.

@Kaneﬂnapb (Ctrl+K) — kHonka nosBonsieT BbiObpaTb MecsL WM rog Ans
COoCTaBneHust Tabens.

¢ MocTpoutb oT4yéT (Ctrl+N) — kHOMKa NO3BONSIET NOCTPOUTL OTHET B paboyen
obnactn pasgena nocrne WM3MEHEeHWA OaTbl CocTaBleHusa Tabend, odopMieHus
AOKYMEHTOB COTPYAHUKAM UITM BHECEHUS OPYTNX N3MEHEHWIA.

Pacuyét paboyero BpeMeHM NOCYTOUYHbLIN/MOCMEHHbIWN — MPU HaXaToM
KHOMKE MPOUCXOAUT TMOCMEHHbIN pacyET paboyero BpPeEMEHW, MpPU OTKATON —
NnocyTo4HOW. BennbiBarowasa noackaska, BO3HMKaOLLAA NPy HaBeAEHUN Ha SNIEMEHT,
nokasblBaeT OENCTBYHOLLIEE 3HAYEHME.

@ MNokasaTb nNaHenb C OOLWMMU HACTPOMKAMM OTYETA — €CMNN KHOMKa aKTUBHA,
TO NOKa3blBaeTCA NaHernb C ObLWMMKM HacTporMKamMu OTYETA, €CIIM KHOMKW oTXKaTa To
naHernb CKpbITa.

ﬂﬂepecqéT BbIOpPaHHbIX COTPYAHMUKOB — NPW HaXKaTUM KHOMKW MPOUCXOOUT
nepepacyér paboyero BpeMEHW TONbKO ANsi BbIOpaHHbIX B paboyen obnactu
COTPYLHWKOB U COTPYAHMKA.
R ¥ NoAroToBUTbL AaHHbIe ANA NeYaTu — Mpu HAKATUM CTPErKU cripasa ot
KHOMKM OTKPOETCS MEHI0, no3sonstowiee Bblbpatb opMy Tabens ans oTkpbiTUS B
OKHEe NpefBapuTENbHOro NPoCMoTpa:

e OtyeT T-12 — Tabenb yyeta paboyero BpeMeHM 1 pacyeTa onnartbl Tpyaa.

e OtyeT T-13 — Tabenb yyeta pabo4yero BpEMEHM.
& Frpacdmk paboTbl (Ctrl+G) — kHoMka nO3BONSAET OTKPbITb OKHO [paduk
paboTbl [Ons NpocMoTpa napamMeTpoB W pacnucaHus paboTbl COTPYAHMKA,
BblOpaHHOro B paboyen obnacTtu pasgena.
-2 ToyHocTb no cekyHa/aomunyT (Ctrl+Del) — npn HaxaTon KHOMKe 3Ha4YeHUs
BpeMeHn B pabo4er obnacty oTobpaatoTCsl C TOYHOCTbIO 40 CEKYHA, MPU OTXaToun
— C TOMHOCTbIKO A0 MWUHYTbI. 3Ha4YeHUst BpeMeHn npu nepexoge ot TOYHOCTb A0
ceKyHA K TOYHOCTb A0 MUHYTOKpyrnsawTcs. [Npumep:

01:29:29 = 01:29
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02:57:57 = 02:58

E Yacbl 1 MUHYTbl — gonu 4vaca (Ctrl+H) —kHonka noO3BONAET M3MEHUTH
dopmat oTobpaxeHns BpemeHwu. [1py HaxaTum KHOMKWM 3HAYEeHUs] BPEMEHM B
pabouen obnacTn oTobpaxkaeTcs B Yacax B BUAe AECATUYHOM Apobu C TOYHOCTbIO A0
COTbIX gornen 4aca (UnNn OO OECATM ThICAYHbIX AOMEeN 4Yaca Npu HaxKaToOM KHOrMKe

To4yHOCTb 00 CeKyHA '-:-g).

2] CokpaweHHbIn nokas ®UO (Ctrl+W) —kHonka nosBonsier oTobpaxaTb
WHULManbl COTPYOHUKOB BMECTO MMEHU U OTYecTBa. [ns Bo3Bpara K nokasy MosHbIX
®UNO NOBTOPHO HAKMUTE ATY XKE KHONKY.

B cocraBHbie LOOKYMEHTbI 3anonHATCA c 3a0J1KeHHOCTAMM
ToyHo / CocTaBHble [OKYMEHTbl 3amnoSIHAKTCA C 3af0JDKEHHOCTAMU C
okpyrneHuem (Shift+R) — kHonka NO3BONSIET HACTPOUTb TOYHOCTb OTOBOPaKEHUSA
3a00MKEHHOCTEN B COCTaBHbIX JOKYMEHTaX.

‘D PacuéT 6e3 OKpYrneHusi (TOYHOCTb A0 MUHYT, CeKyHAbl He YYUTbIBAlOTCA)
(Shift+S) — npu HaxaTtom KHOMKE Npu pacyéTe paboyero BPEMEHU CeKyHAbl
otbpacbiBaloTcs. [locne Haxatus/omkatna KHOMKM  HeobxoauMmo MpPou3BOAUTL
nepepac4éT oTpaboTaHHOrO BPEMEHM.

® nokasbisats oTpaboTtaHHoe Ho4Hoe BpemsA (Shift+V) — npu HaxaTon kKHoMke
oTobpaxaeTcs oTpaboTaHHOE HOYHOE BpeEMS.

2% - OtyeTtsl B Excel — NpU HaXaTun CTPEenku crnpaBa OT KHOMKM OTKPOETCS
MEHI0, nossonsowiee BblbpaTb dopMy Tabena wunM OTYET AN COXPaHEHUs B
dopmare anekTpoHHbIX Tabnuuy MS Office Excel:

* OTyeT T-12 — Tabenb yyeTa paboyero BpeMeHn 1 pacyeTta onnartbl Tpyaa.

® OTtyeT T-13 — Tabenb yyeta paboyero BpemMeHu.

* [IpocTOoM OTUYET — BCe JaHHble OTODOpaxaemMble B paboyen obrnactu pasgena.

lpumeyaHue:

B danne anekTtpoHHbIx Tabnmu MS Office Excel moxHO coxpaHuTb Tabenb He Gonee
yem ansa 2500 coTpyaHMKOB, NPY 3TOM BPEMSI COCTaBEHNSA Tabens yBenMyunBaeTcs C
POCTOM 4Mcna coTpyaHuKoB. Ecnu npu coctaBneHnn tabenst npomsoLuna owmobka, To
€ro Henb3s UCMNornb30BaTb, N HEOOXOAMMO NOBTOPUTL NPOLIEAYPY COXPAHEHUS.

¢ | nvoke Bbi6op noapasgeneHus (Ctrl+B)—kHonka nossonseTr BbIGpaTh
nogpasgeneHne, COTpyaHuKM KoToporo Oyayt oTtobpaxaTtbcsi B paboyen obnactu
pasgena. CnpaBa OT KHOMKM OTODpakaeTcss Ha3BaHWe BbIOpPAHHOrO B AaHHbIN
MOMEHT NoapasaerneHms.

2. Paboyas obnactb pasgena coaepXXuT CMMCOK COTPYAHUKOB BbIOPAHHOrO Ha NaHenm

WHCTPYMEHTOB nogpasgeneHuss u pabovee BpeMs Kaxaoro COTpyAHMKA 3a AeHb,
nepuog v Tun paboTbl, yKa3aHHbIN B 3aronoBke ctonbua.

[ns OTKpbITUS NaHenu AOMOSTHUTENbHbIX AaHHbIX O NPOXOAax ABaXAbl HAKMUTE NEBON
KHOMKOM MbILUN Ha CTPOKE C AaHHbIMW COTpyAHMKA. [ns 3akpbiTUA NaHenu noBTopuTe
3TO AencTBume.

3. YKasaHHbIM nepuop — No3BONSAET 3adaTb MNepuog pacyéta BHYTPU BblGpaHHOro

mecsaua. [Ons Toro, 4toObl 3nMeMeHT cTan [ocTyneH HeobxoaMmo BbibpaTb
COOTBETCTBYIOLLMI NapamMeTp HAa NaHenu ¢ o6WMMM HacCTPOMKaMm oT4YéTa.
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3.3

lIpumeyaHue:

B pabo4en obnactu peannsoBaHbl cneayoLlme QyHKLMWU: COPTMPOBKA MO 3fIEMEHTaM
OOHOr0  WMNM  HECKONMbKMX  CTONGLOB, noucka MO  3nemMeHTam  CcTonbuos,
OOHOBPEMEHHOTO BbIAENEHUA HECKOSbKUX 3NIEMEHTOB CMUCKA, M3MEHEHUS LLUMPUHBbI
cTon6LoB.

MaHenb AONOMHUTENbHbIX AAaHHbLIX O npoxoanax

MaHenb [OMOMHUTENbHBLIX OaHHbIX O MpoXod4ax COTPYAHWKA, BblOENEHHOro B pabouel
obnactn pasgena. Bbi3biBaeTcs OBOVHBIM LLEMYKOM FIEBOM KHOMKM MbilKM MO Tpebyemomy
COTPYAHUKY.

@ | [¥ Tonbko 3aperucT pupoBaHHble CoBbITHs

Tun  |YuyacTeyeT B

R s npoxoda | pacuyeTax

MNMomeLLeHne Twn cobemua

|1 #01.12.2016 9:00:24 Bxon A 3AaHWe [CKOPOCTHOW Npoxog N22 (aansHuiA) (10.1.64.25)] &
12 ]01.12.2016 12:31:31 Bbixog A 3AaHWe [CKOPOCTHOW Npoxog No1 (6nuxHwit) (10.1.64.27)] &
|3 |01.12.2016 12:54:49 Bxon A 3AaHWe [CKOPOCTHOW Npoxog N22 (aansHuiA) (10.1.64.25)] &
|4 ]01.12.2016 17:49:01 Bbixog A 3AaHWe [CKOPOCTHOW Npoxog No1 (6nuxHwit) (10.1.64.27)] &

[aHHble oToBpaxatoTcs 3a AeHb, Nepuog Unn Tun paboThl, yKa3aHHbIN B 3arofioBke ctonbua
BblOpaHHON B pabo4yer obnacTtun pasgena svenku. lNpoxoabl permcTpupyroTCSa KOHTpOepamm
CUCTEMbI M MCMONb3YTCA NpU pacyeTe paboyvero BpemMeHu coTpygHuka. NMpegycMoTpeHa
BO3MOXHOCTb KOPPEKTMPOBKM CMuCka COObITUA MNPOXO4a, YYUTbIBAEMbIX MpU pacyeTte
paboyero BpemeHn. 3Ha4ok « B cTonbue YyacTByeT B pacyeTax ykasblBaeT Ha TO, YTO
OaHHbIA  Mpoxogd, YYMTbIBAeTCsl MNpu  pacveTe pabodero BpemMeHW coTpyaHuka. [Ons
NCKITIOYEHMST NPOoXoda M3 pacyeToB ABaXdbl HaXXMUTE NEBOW KHOMKOW MbIlM B cCTOnNOLEe

YyacTByeT B pacyeTax. 3HauoK Npu 3TOM U3MeHNUTCS Ha &,

lpumeyaHue:

HaunHaa ¢ Bepcun PERCO-S-20 3.9.6.5 nepepacyéT Ha Kaxgoe OTK4veHue/
BKITHOMEHME COObITUSA NpoXo4a aBTOMATUYECKM HE NMPOU3BOAMTCS, B CBS3M C TEM, YTO
nosiBUnacb KHomka mHamMBuayanbHoro nepecyéta lMepecuutatb cotpyaHuka (Alt
+C), 4TO nNO3BONSIET MPOM3BECTU OAHOKPATHLIN MEPepacyéT yxe Mocrne BCex
HEeoBXOAMMBbIX OTKIMHOYEHWI/BKITHOHEHUIA.

MaHenb MHCTPYMEHTOB pasaena:

Tonbko 3apeructpuMpoBaHHble COObLITUA —MNpu YCTaHOBKe dnaxka Ha
naHenn oTobpaxatoTcs  CoObITUS  CBSI3aHHble € NPOXodamMn  TOMbKO B
PErNCTPUPYIOLLIME MOMELLEHUS!, MO KOTOPLIM U MPOM3BOASTCA BCE PacYETbI.

*¥ MpocmoTp BMAEO —KHOMKa MNO3BONSET OTKPbITb OKHO BupeoapxuB ans
npocmotpa kagpoB C kamepbl CKY[ cBsi3aHHOMW CO  CUMTbIBaTerneMm,
3aperncTpMpoBaBLUNM BbiOpaHHOE COObITUEM.

Mo HaXxxaTno NpPaBON KHOMKOW MbilK B pabdodert obnacTn naHenu AOMONTHUTENbHbIX
AaHHbIX O NPOXOAaX Bbl3bIBAETCA KOHTEKCTHOE MEHIO:

e BKkNnounTb BCe COObLITUS U NepecuyUTaTb — KHOMKa MO3BOMSET BKIHOYUTL BCE
3aperMcTpmMpoBaHHble COObITUS BXOA4a W BbiXxoda AN BbIOpaHHOro COTpyaHMKa U,
y4MTbIBas UX, NepecynTaTtb Tabnmuy.

* BLIKNIOYNUTL BCe COOLITUA U NepecYnTaTb — KHOMKA MO3BOSSIET BbIKMOYUTL BCE
3aperncTpmMpoBaHHble CoObITUS BXOA4a W BbiXxoda AN BbIOpaHHOro COTpyaHMKa U,
He y4nTbIBasi UX, NepecynTaTb Tabnuuy.
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3.4 NMaHenb onpaBaaTenbHbIX AOKYMEHTOB U
3a4onXeHHoCcTeun

MaHenb onpaBaaTenbHbIX JOKYMEHTOB U 33[10/KEHHOCTEN ANs COTPYAHMKA, BblAENEHHOIO B
paboyelt obnacTu pasgena, CoAepXWUT MHAOPMaLMIO O BCEX BblAaHHbIX OonpaBaaTenbHbIX
AOKYMEHTax W 3a00fMKEeHHOCTAX COTPYAHUKA M BbI3blBAETCS [ABOMHbLIM LLEMYKOM FeBOW
KHOMKM MbILIN B paboyemM OKHe pasgena no MHTEPECYHLLIEMY COTPYAHMKY. [MaHenb cocTouT 13

ABYX BKIa0OK:

e OnpaBaartenbHble AOKYMEHTbI;
e 3a00MKEHHOCTU.

Bknagka OnpaBaaTtenbHble AOKYMEHTbI COAEPXUT MHApopMauuio 06 odhopMIIEHHbIX AN
COTpyOHWKa onpaBAaTeribHbIX [OOKYMEHTax, WX HOMepe M Tune, NpPOAOKUTENBbHOCTU
OTCYTCTBUSI COTpyAQHWKA Ha paboyem MecTe, AaTe BBOAa [OOKYMEHTa, [aTe Hayana u
OKOHYaHMWS ero OenNcTBUSA:

ONpaBOaTENbHbIE AOKYMEHTH |3aﬂ0ﬂ)|(e|-|HOCTb‘| |

ERESREN
EiwaHHm o iz _ UL HaumeHoBaHHe MpogoNxUTENBHOCTE M EEE Hquano KE)HEU' MognucaHo
N2 J0KYMEHTE| AOKYMEHTA LOKYMeHTa neiicTens AeiicTens

11h| 398597 35 v JoKymeHT gobasnseT 1,00 16.12.2016 12.12.2016 15.12.2016

12 | 398596 31 S NpoCTON, HE 3aBUCALLL 5,0001.12.2016 28.12.2016 28.12.2016 v

3 | 398595 33 & MoBblweHve KBanudme 3,00 07.12.2016 23.12.2016 27.12.2016 N

4 | 398594 34 o BOMEHUYHEIA(B19) 8,00 0812.2016 01.12.2016 07.12.2016 -

3Hauyok « B cTonbue MoanucaHo ykasbiBaeT HAa TO, YTO AAHHBIN NMPOXOA UCMOMb3YeTCs Npw
pacuyeTe paboyero BpemMmeHu coTpyaHuka. [ns UCKNoYeHUs JOKyMEHTa 13 pacyeToB ABaXabl
HaXKMWTe NIEBOV KHOMKOM MbiLLM B cTonbLe MoanucaHo, 3Ha4OK Npu 3TOM U3MeHUTCS Ha &,
UMW BbI30BUTE KOHTEKCTHOE MEHIO HaXkaTUeM MpaBoi KHOMKOW MbILLN.

3Hayok « B cTonbue TunM [OKyMeHTa ykasblBaeT Ha TO, YTO BPEMSI MO [OOKYMEHTY
pobaensetca k paboyemy BpemMeHu coTpyaHuka. 3Hauok & ykasblBaeT Ha MpoCTOil
onpaBaaTenbHbIA JOKYMEHT.

MaHenb MHCTPYMEHTOB pasferia CooepXnT:

#1No6aBuTb BokymeHT (Ctrl+N) — kHonka no3sonsieT 406aBWTbL HOBbIN NPOCTON
onpaBaatenbHbIN AOKYMEHT. ocrne HaxaTusi KHOMKN OTKPbIBAETCA NaHenb Ans
onpeneneHns napameTpoB 40OABNSEMOro JOKYMEHTA, TaKMX Kak:

NO goKyMeHTa Jata AoKyMeHTa
for.12.2016 |

TN JOKYMeHTa

|50anL1qu|ﬁ(519) ;I
Havano nepuofa  KoHeu nepuoga MpPOOOMKUTENBHOCT b
[pr.12.2016 ¥| Jor.122016 ¥|  [oo:00 =

COXpaHUTh | OTMEHUTH |

¢ N2 nOKyMeHTa;

¢ [laTa AOKYMEHTa;

* Tun fOKyMeHTa;

¢ Hauyano nepuopaa;

¢ KoHel nepnoaa;

¢ [1poAOMKUTENbHOCTD.
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abl U3meHUTb AOKYMeHT (Ctrl+N) — kHoMKa No3BONAeT U3MEHWUTb CYLLECTBYIOLLIUIA
NPOCTON UM COCTaBHOM onpaBaareribHbIA JOKYMEHT.

S Ypanutb aokymeHT (Ctrl+N) — kHonka Nno3BonseT yganuTb NPOCTON UM COCTaBHON
onpaBaaTerbHbIfN JOKYMEHT.

3.4.1

3a40MmKeHHOCTH

Bknagka 3apomKeHHOCTU COAEPKUT OTODOpaXkaeT 3af0SMKEHHOCTM MO pabodeMy BpeMeHM
ANns BbIOpaHHOro COTPYAHMKA, AaTe U BENUYMHE HapyLUEHUS.

OnpaBaaTenbHbIE AOKYMEHTHl  33A0NHEHHOCTH
O|le| &

Aata HapyweHKa A BenvuuHa HapyLweHWA

09.01.2017

Ha Bknagke A4OCTYMHbI creaytowme MHCTPYMEHTbI:

3.5

O Co3paHue AOKYMEeHTOB Ha OCHOBe 3a0J1KeHHOCTeN — KHOMKa MNo3BOonsieT
Cco3aTb COCTaBHOM onpaBAaTefbHbI LJOKYMEHT Ha OCHOBE OOHOW WM HECKOSTbKUX

3agormkeHHocTen. Co3gaHHbIN OI'IpaBﬂ,aTeJ'IbeIVI OOKYMEHT OTO6pa3VITCFI Ha BKInaake
OnpaBp,aTeanble AOKYMEHTbI.

® Moxkazatb 3a40/MKEHHOCTU MNpOLWSbIX MEepUOAOB — KHOMKa  MO3BOMNSET
HacTpPOUTb OTOOPaXXEHNE 3a00IMKEHHOCTEN.

& MNevyaTb 3agomkeHHocTen (Ctrl+Alt+P) — kHonka noO3BONSIET pacneyaTtaTb
CBELEHNSA O TEKYLLMX 33J0IPKEHHOCTSAX COTPYAHMKA C YKa3aHWeM OaTbl U BEMUYMHBI
HapyLLUeHus1.

NMonsa gaHHbIX 1 0603Ha4YeHnA paboyen obnacTu pasgena

OnucaHue noneun gaHHbIX pabo4yen obnacTu

3aponXxXeHHOCTb(3a npeablaywmmnepuon)— otobpaxaeT 3a40/MKEHHOCTb
no paboyemy BpemMeHu 3a npegbigywuni nepuog. lNepuon onpepensercs
napameTpom asiybuHa y4éma 3adosixeHHocmel 3a npedbidyuwuli nepuod.

3aponxeHHOCTb (Tekywana) — oTobpaxaeT 3a4ofmKEeHHOCTb Mo paboyemy
BPEMEHN 3a pacyYETHbIN Nepunoa Tekyllero mecsua.

BanaHc — pasHuua mexagy epemeHem rnpucymcmeus W pabodnm BpeMEHEM,
KOoTopoe pormkeH Obin Obl oTpaboTaTb COTPYAHMK B COOTBETCTBUM C rPaddMKoOM
paboThbl.

1-15 (6e3 yuyéta 3aponxkeHHocTen) — oTobpaxaer akTuyecku
oTpaboTaHHOe coTpyaHukom Bpemda ¢ 1 no 15 ymucno Tekywero mecsua.

1-15 (c y4yéToM 3ap0NKeHHOCTEen)— OoToDOpaaeT BpeMsi, KOTOpOe COTPYAHMK
dakTnyeckn otpaboran 1 no 15 ynucno Tekyweromecsaya+ cymMmapHasi BENnymHa
He 3aKPbITbIX 3a40IMKEHHOCTEN.

16-30 (6e3 yu4yéta 3aponXKeHHocTen) — oOTobpaxaer akTuyecku
oTpaboTaHHOe coTpyaHukom Bpema ¢ 16 no 30 yncno Tekywero mecsua.

16-30 (c y4yéToM 3af0NXKEeHHOCTeNn)— oTobpaxaeT Bpemsi, KOTOpOe COTPYAHMK
dakTnyeckn otpabotan 16 no 30 yncno tekyweromecsua+ cymMmapHas BenmymHa
He 3aKPbITbIX 3a40IMKEHHOCTEN.
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1-30 (6e3 yuyéTta 3apo0nXeHHocTen) — oTobpaxaeT aKTUYECKH
oTpaboTaHHoOe coTpyaHuKoMm Bpems ¢ 1 no 30 yncno Tekywero mecsua.

1-30 (c y4yéToM 3ap0sIKEeHHOCTEN)— OTODpaXaeT BpeMsi, KOTOpOe COTPYAHUK
dakTnyeckn otpabotan ¢ 1 no 30 ymcno Tekywero mecsuya + cCymMmapHas
BENINYMHA HE 3aKPbITbIX 3a00MKEHHOCTEN.

Pa6oTa HO4YbIO — CyMMapHOe 3a Mecsil, Bpemsi, NPOBEAEHHOE COTPYAHUKOM Ha
paboyem MecTe, COrfacHO YCTaHOBNEHHOMY Ans Hero epaghuky pabomsi, B NEpUoL,
BPEMEHW, CHATAIOLLIMIACA HOYHBIM.

BeuyepHee BpeMs — CyMMapHoe 3a MecsL, Bpemsi, NpoBeAeHHOe COTPYOHMKOM Ha
pabo4yeM MecTe, CornacHoO YCTaHOBMNEHHOMY ANA HEro epaghuky pabomsi, B nepuos
BPEMEHW, CYATAIOLLIMINCS BEYEPHUM.

lpumeyaHue:

[Mepnoabl BEYEPHErO M HOYHOrO BPEMEHW paboTbl YCTaHaBMMBAKTCA B pasgene
«Mpachuk pabomsbi» wmopoyns PERCo-SN01 «ba3oeoe [10» Ha Bknagke
MpasgHuyHble AHW. 10 ymMOnYaHWO [Ons  BEYEepHEro BPEMEHW YCTaHOBIEH
npomexyTok ¢ 20 00 22 YacoB, ANs HOYHOro — ¢ 22 0 6 YacoB.

Pa6oTa no rpadumky (Pabouyee gpemsi) —CymMMapHOe 3aperncTpupoBaHHOE 3a
MecsiLL BpeMsi, B TEYEHWEe KOTOPOro COTPYOHWK Haxogurnca Ha paboyem mecme
COrnlacHo YCTaHOBMEHHOrO Ansi Hero epaghuka pabomel, 1 BbIMOMHSN CBON TPYAOBbIE
06A3aHHOCTW.

Bpemsa no OOKYyMeHTam, nobaBnaeMbIiM K pabouyemy
BPeMeHUN — CyMMapHoOe 3a MecCsil, 6peMsi, Ha KOTOpoe COTPYAHWUKY Oblnu
ochopmneHbl orpasdameribHbie OOKyMEHMbI B NepUog paboyero BpEMEHM.

Bpema no onpaBaaTenbHbIM [OKYMeHTaM —CymMMapHoe 3a Mecsiy
HeompabambigaeMoe 6peMs, Ha KOTOpOe COTPYAHMKY Obln  odopMneHbl
onpasdamersibHble OOKYMEHMBbI.

CBepXypoOUHble — CyMMapHoe 3a MECSL, BPeMsi, Ha KOTOpoe COTPYAHWUKY Oblnu
0hopMiieHbl O0KYMEHMbI Ha C8EPXYPOYHbIE B ByaHME OHW.

Pa6oTa B npa3gHWYHble U BbIXOA4Hble AHU — CYMMapHOe 3a MeCsL, BpeMs,
Ha KOTOpOoe COTPYOHWKY Oblnv OodopMIieHbl OOKYMEHMbI Ha CBEPXYPOYHbIE B
npasaHUYHbIE U BbIXOAHbIE AHMW.

OnucaHue o603Ha4YeHMn pabdoyen obnacrtu
B paboyen obnactu pasgena BbIBOOATCSA AaHHbIE O paboYem BpeMEHN COTPYOHWNKOB:
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«07:34» — HeHyneBble 3Ha4eHnsa paboyero BpeMeHN 3a AeHb YKasbIBalOT Ha TO, YTO
COTPYAHUK Haxoauncs Ha paboyeM Mecme B Te4YeHue YKa3aHHOro BpeMeHU
He3aBMCUMO OT TOro, oTpaboTtasn oH HopMmy pabodero BpemMeHu 3a AeHb Unn HeT.

«08:00 [KO6 01:20]» — HeHyneBoe 3HayeHne paboyezo 8pemMeHU 3a [OeHb C
yKasaHMeM Koga AOKYMEeHTa M BpPEeMEHW MO [OOKYMEHTY B KBagpaTHbIX CKOOKax
yKasblBaeT Ha TO, YTO COTPYAHUK YacTb paboyero Bpemenun (06:40) Haxoguncs Ha
paboyem mecTe, a Ha apyryto Yactb BpemeHn (01:20) 6bin ocbopmneH 0aHOAHEBHbIN
onpasdamersibHbili OokymeHm (KO6).

«00:00» — HyneBoe 3Ha4yeHne paboyero BpemMeHn 3a AeHb OTobpaxaeTcsl B O4HOM
N3 CneayloLwmnx Criy4aes:
® eCnun OeHb SABNANCA BbIXOAHLIM UNN NPa3gHUYHBIM;
® eCNnn COTPYOHUK B 3TOT AeHb OTCYTCTBOBas Ha pabo4emM MecTe, U Ha 3TOT AeHb
He ochopmneHbl onpaBaaTernbHble JOKYMEHTbI;
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® eCN COTPYOHMK COBEPLUMIT HEKOPPEKTHbI NpoXod, TO €CTb OTCYTCTBYIOT
AaHHble 0 BXOZE WK BbIXOAe B PErYCTPUpYtoLLee NOMELLEHNE.

«00:00 [B19 08:00]» — HyneBoe 3HayeHMe pabodero BpeMeHM 3a [eHb C
yKa3aHMeM Koda [LOOKYMEHTa WU BPEMEHM MO OOKYMEHTY B KBaApaTHbIX CKODOkax
oTOBpaXKarTCs B OOQHOM M3 CreayoLNX Cly4aes:
® eCNN COTPYAHMK B 3TOT AEHb (UNM B TEYEHME HECKOMbKMX OHEWN) OTCYTCTBOBAI
Ha paboyem MecTe, HO Ha 3TOT AeHb Obin odopmneH onpaeaaTerbHbIN
OOKYMEHT;
® eCnn COTPYOHUK B 3TOT AeHb Haxoawuncs Ha paboyem mecTte (HE3aBMCUMO OT
OTpaboTaHHOro BPEMEHM), HO Ha MEPWod, BKIYALWWUA ITOT AeHb, Obin
ochopmMneH MHOrOAHEBHLIM OnpaBAaTeNnbHbIA  OOKYMEHT, [OHW  KOTOPOro
CUMTaOTCS NO KaneHaapHbIM, a He TONbKO pabo4ymM OHSAM.

lpumeyaHue:

BykBeHHble U LUMdPOBbIE KOAbl AOKYMEHTOB YyKa3aHbl B CMpaBOYHMKE [OOKYMEHTOB
pasgena «OnpaedamesibHbie Q0OKYyMEeHMbI».

Aderka C ykazaHvem pabodero BpeMEHW COTpyAHMKA 3a AeHb MOXET ObiTb BblgerneHa
uBetom. L|BeT ykasbiBaeT Ha Hanuume, OOPMIIEHHbIX Ha 3TOT A€Hb, OnpaBAaTeNbHbIX
AOKYMEHTOB UNN JOKYMEHTOB Ha CBEPXYPOYHbIE:

e 3esieHbIl yeem —Ha BeCcb [AeHb Obin  odopmneH (OAHOQHEBHbLIM UMK
MHOrOAHEBHbIN) OonpaBaaTenbHbINA LJOKYMEHT.

e Cepo-3esieHbIl Usem —Ha BeCb [eHb Obl1 ocopmrieH (OQHOAHEBHbLIA UMK
MHOIOAHEBHbLIN) OnpaBAaTeNbHbIN  OOKYMEHT, OHW KOTOPOrOo CYMTalTCA Mo
KaneHgapHbIM OHAM.

¢ XXenmbil ysem — COTPYOHUK YacTb pabodero BpEMEHM Haxoausncs Ha paboyem
MEecTe, a Ha [Jpyrylo 4YacTb BpemMeHu Obin  odopmrieH OOHOAHEBHbIN
onpaBaaTtesibHbIN JOKYMEHT.

e CepblIl ysem — Ha 3TOT AeHb OblNT 0POPMITEH JOKYMEHT Ha CBEPXYPOUHYHO paboTy
(B TOM 4ncne B BbIXOAHbLIE NN NPA3aHUYHBLIE OHN).

® KpacHbil ysem u 3Ha40K «?» —Ha 3TOT AeHb Obinn oWwnbo4YHO OhOpMIEHbI
HaCKOMbKO onpaBaaTtefibHbIX AOKYMEHTOB.

e KpacHbIl yeem u 3Ha4Y0K «!» — Ha 3TOT AeHb ObINN 0hOPMITIEHLI JOKYMEHTbI Ha
CBEPXypOuHbIe, AMs1 KOTOpbIX 3HayeHne napametTpa PaboTta B BbIXOAHbIE WM
npasgHUYHble OHU He COOTBETCTBYET KaneHOapHbIM BbIXOAHbIM OHAM UMK
npasgHukaMm. Bpemsi, BBEOAEHHOE MO TakOMy [AOKYMEHTY, HE Y4MTbIBAeTCs Mpu
pacyeTax.

lpumeyaHue:

e [1pa3gHMKamMmn CYATAOTCS TOMbKO AHW, yKa3aHHble Ha Bknaake Mpa3gHUYHble AHU
moayns «Ipagpuk pabomsbi».

® TEMHO-CEPLIM LIBETOM BbIAENSATCS paboyne OHW, KOTOpble COTPYOHMK MPONyCTUN
M Ha 3TOT [ieHb He 0hOpMIIeH onpaBaaTenbHbIA JOKYMEHT.
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3.6

CocTtaBneHue Tabensa y4yerta paboyero BpemeHu

[ns coctaBneHna tTabens:
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1.

HaxmuTe Ha  MNaHenn  WHCTPYMEHTOB  pasdena  kHorky — £2 Bbi6op
nogpasgeneHusa. B oTkpbiBLEMCA OKHE YyKaxuTe nogpasgeneHue, Ans
COTPYAHUKOB KOTOPOro Heobxoaumo cocTaBuTb Tabenb. BbibpaHHOe noapasgeneHune
NOSIBATCS CripaBa OT KHOMKM.

HaxmuTe Ha nNaHenuM WHCTPYMEHTOB pasgena kHonky B2 Kanengapb. Ha
OTKpbIBLUENCS NaHenu KareHgapsi yKakuTe rog M Mecsil, 3a KOTopblii Heobxoanmo
cocTaBuTb Tabenb. BbiGpaHHble rog 1 MecsiL, NOSIBATCS CreBa OT KHOMKU Ha naHenu
MHCTPYMEHTOB.

MNpy HeobxogMMOCTU M3MEHWTE CMocob pacyeTa paboyvyero BPEMEHW CMEH C
Nepexo4oM Ha criegylolume cyTku. [nst 3Toro Ha naHenv MHCTPYMEHTOB pasgena C

MOMOLLIbIO  KHOMKWN Pacuér paboyero BpemMeHW NOCYTOYHbIN/
NOCMEHHbIN BbibepuTe HeobxoanMbie NapameTpbl pacyeTa:

lpumeyaHue:

Hanpumep, ecnu cotpyaHuk paboTaeT B HOYHYIO CMeHy ¢ 22 YacoB 15-ro uncna go 6

Yyacos 16-ro, To:

® py NOCYTOYHOM pacyeTe 8 yacoB pabo4vero BpeMeHu OyayT oTHeceHbl K 15-my
qmeny;

®* I[P NOCMEHHOM pacyeTe 8 4acoB pabouvero BpemeHwn OyayT pacnpeneneHbi
mMexgy pabodnmun gHaMu cnegyowmm obpasom: 2 vaca byayTt oTHeceHbl K 15-my
4yncny 1 6 4acos K 16-my.

HaxmnTe Ha naHenn WMHCTPYMEHTOB pasgena kHonky ¥ OOHOBWUTb AaHHble. B
paboyenn obnactn pasgena byger copMupoBaH deTanbHbli OTYET O paboyvem
BPEMEHWN COTPYAHUKOB BbIOpaHHOro nogpasaeneHunto 3a ykazaHHbI Mecsl,.

Mpn HeobGXooMMOCTM NPOM3BEAUTE KOPPEKTMPOBKY CMUCKA WCMOMb3yeMblX Mpu
pacyeTax cobbITUIA NPOXoAa COTPYAHMKOB B PETMCTPUPYIOLLME NMOMELLLEHUS.

Ecnu Tabenb HeobxoanMo CoCTaBUTb He ANst BCEX COTPYOAHWKOB Nogpa3neneHunst, To
BblgenuTe B paboyen obnactu pasgena ogHOro UM HECKONbKUX COTPYAHMKOB, ANS
KOTOPbIX HEOBXOAMMO COCTaBUTL Tabenb.

Ecnn Tabenb HeobxoouMMo coxpaHuTb B dpanne anekTpoHHbIX Tabnuy MS Office
Excel, ¢ paclumpennem .x1s, TO H&XMUTE CTPeNKy crpaBa OT KHOMKM 25 OT4YeTbl B
Excel Ha naHenn nHCTpymeHTOB pasgena. B oTkpbiBlueMcsa MeHo Bbibepute dhopmy
Tabens OTyeTt T-12, OTyeT T-13 wnm MNMpocTon oTyeT. B OTKPbIBLLEMCS OKHE
CoxpaHUTb KaK yKaXuTe MeCTO Ofsl coxpaHeHus dhanna, npu HeobxogumocTu
N3MEHNTE ero Has3BaHMe N HaxxmuTe KHoNKy CoxpaHuTb. [locne coxpaHeHusa dhann
Oyoet aBTOMaTU4ECKM OTKPbIT.

Ecrv Tabenb HeOBXOAMMO HaneyaTarb, TO Ha&KMUTE CTPENKy Crpasa oT kKHomku (R
NMoaroToBUTbL AaHHbIe ANA Ne4YaTyW Ha NaHenn WHCTPYMEHTOB pasgena. B
OTKpbIBLLEMCA MeHI0 Bblbepute copmy Tabens OTyeTt T-12, OTyeT T-13 unm
OTuyeT T-12 A3. OTKpPOETCHA OKHO NpeaBapUTErbHOro MPOCMOoTpa:
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v MpensapuTenbHbIii npocMoTp

= _{l,La’a|!'{ 100% - (=L Q‘lﬂul 4 4 1 bkl SaKpbITh

YHupuynporanHaa dopma Ne T- 12
MoctanoeneHme MockomcTara P® ot 5 Aveapa 2004 r. N 1
"06 yTBEpHAEHUN YHIHULWPOBAHHEIX HOPM NEpBUYHON YYETHON AOKYMEHTALWNA NO YYeTy TpYAa W ero onnatsl”

BCE Koa
HaumeHoBaHMe 0praHuaaLm Dopma no OKY] 0301007
BCE no OKMO
Haum eHOBaHNEe CTPYKTVOHOTO NOAPa3aeneHnA
Homep Hara OTyeTHEIA Nepuog
OOKYMEHT | COCTABMEH WA c no
17.01.2017 |01.12.2016]31.12 2016
Tabenb

yyeTa paGoyero BpeMeHH M pacdeTa onnaTel Tpy4a

9. lns Havana nevatn HaxmuTe kHonky & MevaTb. [NA 3aKpbiTWs OKHa
npeaBapuTENbHOro NPOCMOTPa M BO3BPALLEHMS K pabodeMy OKHY pasgena HaxmuTe
Ha NaHernM MHCTPYMEHTOB KHOMKY 3aKpPbITb.

3.7 KoppekTupoBKka cnncka coobIiTUM npoxoaa

[nsa KOppeKkTMPOBKM AaHHbIX O NPOXo4ax COTPYAHMKA B PErMCTpUpYOLLME NOMELLEHMS yYeTa
paboyero BpeMeHu:

1. Bolgenute B pabodeit obnactu pasgena CTPOKY C AaHHbIMUM COTpyAHMKa, Ans
KOTOPOro HEOGXOAMMO CKOPPEKTUPOBAaTb AaHHbIe O Npoxoaax.

2. B BblgenuTe siueiky B cTonbue, COOTBETCTBYIOLLEM OHIO Arsi KOTOPOro HeoGXoaAMMO
CKOPPEKTMPOBaTb AaHHble O [aHHbIX O npoxodax. Ha naHenu OomnonHUTENbHbIX
AaHHbIX NOSIBUTCS CMMCOK MPOXOA0B 3a YKasaHHbIN AeHb.

3. B pabo4eit naHenu AOMOMHUTENbHbLIX AAHHbIX UCKIIOYUTE HEKOPPEKTHbLIE MPOXOAb.
[na atoro B cTonbue Y4yacTByeT B pacueTax ABaxdbl HOKMWUTE FIEBON KHOMKOW
MbIlUM Ha 3Ha4yke ¢ B CTPOKE C MPOXOAOM, KOTOPbIA TpebyeTcst WCKMYUTL U3

pac4eToB. 3HayoK npn 3TOM U3AMEHNTCA Ha @'

lIpumeyaHue:
HaunHaa ¢ Bepcun PERCO0-S-20 3.9.6.5 nepepacyéT Ha Kaxgoe OTKo4veHue/
BKIHOUEHME COBbITMS Mpoxoaa aBTOMAaTUYeCKN He NPON3BOAMTCS, B CBS3M C TEM, YTO
Oblna peanu3oBaHa KHOMKa  uHAMBUAOyanbHoro nepecdyéra [lepecumtaTtb
cotpyaHuka (Alt+C), yTo NoO3BONSET MPOM3BECTM OOHOKPATHLIN MNEPEPACHET YyxKe
nocrie Bcex HeobXxoaMMbIX OTKIHOYEHU | BKITHOYEHWUIA.

4. Haxmute Ha naHenm UHCTPYMEHTOB pasgerna kHornky OGHOBUTL AaHHble ¥ ans
nepecyeTa [OaHHbIX >XypHana. [ononHuWTenbHble naHenu 6yayT 3akpbiTbl, Bce
pacKpbiBaloLMECs CNMCKM ByayT CBEPHYTbI.

3.8 NMaHenb ¢ 06WMMHM HacTpoOUKaMM OTYETa

MaHenb ¢ 0BLLMMKN HACTpOMKaMM OTYETA COOAEPXKUT CNeayoLLmMe HaCTPOMKN:

i Mepuoabl pac4éta OB6LUME HACTPOIKK ANA FPAhMKOB C HAKOMNEHWEM 3a0MKEHHCT el
% Meca o P —— [ | PacuéT ¢ IEHWEM COCTABHBIX AOKYMEHTOB PesynbTar OKpyrnaThb B GONbLYIO CTOPOHY, AN ONpaBAaTe/bHbIX COCTABHBIX
@ Mecay " Bropas ol | (v q};,.n;?.: Jan0MKeHHOCTE!! Ao Ha nonHeit pabounii aend 1:00 = kpaTrex vacy 130 =

o [ ] NoKasaTk TONBKO COTPYHVKOB C HapYLIEHNAMM
" Mepsas NONOBAHa MecAlla (~ YKasaHHbIA nepvos M| 5e3 nepepacuéTa 3anomkeHHOCT el
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Mepuoabl pacuéTa:

* Mecsu;

¢ [lepBasa nonoBuHa Mecsua;
* Bropas nonosuHa mecsaua;
® YKasaHHbIN nepuoa.

O6wme HacTponkm ans rpadPMKoOB C HAKONNEeHUeM 3a[0/IKEHHOCTEeN:

* Pacuyétc ynaneHmemMcoctaBHbIXAOKYMEHTOB— NpW YCTAHOBIIEHHOM (priaxke
nocrie COCTaBfeHUs OT4YE€Ta BCEe COCTaBHble [OOKYMEHTbl 3a YYETHbIM nepuog
yoansawTcd, a 3af00fPKEHHOCTM, JNUMKBUOMPOBAHHbIE paHee C  UX  MOMOLLbIO,
BOCCTaHaBNMBalOTCH Ha COOTBETCTBYIOLLME OHN;

* AHanM3 cyMMbl 3aAO0JIXKEHHOCTEW — NpU YCTaHOBMEHHOM doriaxke nocne
NOCTPOEHNss OTYETa BO BCMMbliBawweM okHe COTPYAHUKM C BEFINYUHOM
3aQ0J/IKEHHOCTU, MNO3BONsAKWEN co3aaTb MAOKYMEHTbl, OTODOpassaTcd
COTPYOHUKW,  BENWYMHA  3ad0/DKEHHOCTW  KOTOpbIX  MO3BOMAET  co3gaTb
onpaBaaresibHble JOKYMEHTbI, C yKa3aHWeM UxX noapasgeneHun u 3a0rmKEHHOCTY;

* [loka3aTb TONbKO COTPYAHUKOB C HapyweHUAMU — MNpU YCTAHOBEHHOM
donaxke B paboden obractv okHa OTODPaxatoTCs TONbKO COTPYOAHWKM BblOpaHHbIX
nogpasgeneHvn, umeroLne HapyLeHnst (3agoimKeHHOCTb, oTpyuaTtenbHbli 6anaHc,
He oTpaboTaHHOoe BpeMs — AN CTaHAAPTHbIX rPadmKoB;

* bes nepecuyéTta 3aAO0NXKEHHOCTEW — [MpPU YCTAHOBMEHHOM (praxke npu
NMOCTPOEHUN OTYETA 3aJ0MKEHHOCTU He nepecuuTbiBaloTcd. [lapametrp Bcerda
AormkeH 6bITb BbIGpaH B criyyae, ecrnv pacyéeT 3adormKeHHOCTEN Mpon3BoauTCs B
CTOpOHHem [10.

PesynbTaT OoKpyrnaTb B Gonbllyld CTOPOHY, ANSA onpaBAaTerbHbIX COCTaBHbIX
OOKYMEHTOB Ha MOJIHbIA AEHb ... , KPaTHbIX 4Yacy ... . [lapameTp AOCTyNeH B pexume

B cocraBHbie AOKYMEHTbI 3arnoSIHAITCA C 3aA0JHKEHHOCTAMU C OKpYrifieHuem
(Shift+R). NapameTp onpenensieT npaBuna OKPYrneHnsa 3a40/MKEHHOCTEN NPU CO34aHNN
onpasgaTesibHbIX JOKYMEHTOB Ha OCHOBE 3a[10/IKEHHOCTEN:

* MoNHbIN AeHb ... — MNO3BOMSET ONPeAenuUTb, Ha CKOMbKO Pa3peLLeHO OKPYrMsAThb
33[10/KEHHOCTb, €CnM OHa OydeT 3akpbliBaTbCs OrpaBaaTerlbHbIM - OOKYMEHTOM,
NPOAOIKATENBHOCTb KOTOPOro paBHa UM KpaTHa ogHOMY paboyemMy AHto.

e KpaTHbIX 4Yacy ... — NO3BONSIET ONpPeaennTb, Ha CKOMbKO Pa3peLLeHO OKPYrNsThb
33[10/KEHHOCTb, €CnM OHa OyaeT 3akpbliBaTbCs OrpaBaaTerlbHbIM - OOKYMEHTOM,
NPOAOIKATENBHOCTb KOTOPOrO paBHa UNM KpaTHa OA4HOMY Yacy.

3.9 OdopmneHne onpaBaaternibHbIX 4OKYMEHTOB

[ns odopmneHunsi onpaegaTenbHOro JOKYMEHTa U3 CrpaBoOYHMKa:
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1. OBaxabl KMUKHUTE NEBOM KHOMKOW MbILN MO COTPYOHWKY, KOTOPOMY HeobXoaumo
ocbopMuTb OOKyMeHT. [pu aTom Ha Bknagke OnpaBaaTenbHble AOKYMEHThI
OyaoeT BbiBedeH CMMCOK MPOCTbIX M COCTaBHbIX OnpaBAaTernbHbIX AOKYMEHTOB, YXe
ODOPMITIEHHbIX COTPYOHMKY 3a Mepuod, YKa3aHHbI Ha MnaHenu WHCTPYMEHTOB
pasgena.

2. Haxmute Ha Bknagke OnpaBaaTenbHble OOKYMEeHTbl kHonky [Jo6aBuTtb

noKyMeHT . OTkpoeTcsi naHenb BBOAA W PEAaKTUPOBAHUSI HOBOrO MPOCTOrO
onpaeaaTenbHOro JOKyMeHTa:
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N2 OOKyMeHTa HdaTta JoOKyMeHTa

E pros2017 <] | R
Tun ADKYMEHTA

ICI'TI'I‘I,FCH HEoNNa4YMBaeMbld B COOTBETCTBMM C 3aKOHOM(O3 17) ;I

Ha4yano nepyoda KoHel nepwoga NpoaoNHUTENEHOCT b

[01.04.2017 ¥|  01.04.2017 ¥| |os:00 =

CoxpaHMThl OTMEHUTL |

3. Ha OTKprBLLIeVICFI naHenn B nomne Ne AOKYMeHTa BBeOUTE Npu HeobXxoaMMOCTH
HOMEP OOKyMeHTa, B nosrne BBoAda AaTthbl Hata AOKYMEeHTa yKaxXunuTte garty co3gaHuA
OOKYMEeHTa, B pacKpbiBalOWEMCA CluUcke Twun AOKYMEeHTa Bbl6epI/ITe Kakow
OOKYMEHT 13 CripaBO4HUKaA HeobxoauMo 4ob6aBuTb.

lpumeyaHue:

[lob6aBneHne HOBbIX OOKYMEHTOB B CMpPaBOYMHMK M OGOPMIIEHME [AOKYMEHTOB Ha
CBepXypo4Hble AOCTYMNHO B pa3aene «OnpaedameribHble OOKYMeHMbI».

4. Ecnn OOKYMEHT OOHOOHEBHbIU, TO €CTb BBOOUMOE BpPEMSI OrpaHMYMBAETCHA OOHUM
OHEeM, TO YyKaXuTe 3TO BpemMsa C nomoulbio cyetumka MpoaonXMTenbHOCTb, C
TOYHOCTbIO A0 MUHYTLI. ECnv Bpemsi He ykazaHO, TO eCTb Ha CHETYMKE ykasaH «0», T
NPOAOIMKUTENBHOCTLID  Byaer cuuMTaTtbCad BpemMsi paboTbl 3a BeCb [AdeHb B
COOTBETCTBUM C rpadmkoMm paboTbl coTpygHuka. B nonsix BeBoga gat Hawano
nepuoaa n KoHew nepunopgaykaxmnte OauH 1 TOT e OeHb.

5. Ecnn AOKYMEHT MHO200HEB8HbIU, TO eCTb BBOOMMOE BPEMS OXBAaTbIBAET HECKOSbKO
OHen, TOo yKaxuTe 3TO BpeMs C NOMOLLbIO rnoren Beoga Aat Havyano nepuopa u
KoHey nepuopma. B atom cnyyae npodormkuMTeNnbHOCTb HE yKasbiBaeTCcs U
CUMTAETCHA pPaBHON BpeMEHWM paboTbl COTPyAHMKA B COOTBETCTBMM C €ro rpacmkom
paboTbl ANA COOTBETCTBYHOLLENO AHS.

lpumeyaHue:

Ona cotpygHukoB cC rpadgumkom pabotbl C ynpoLEHHBLIM pac4éToM Bcerda
HeobxogMmo ykasbiBaTb MpoAONXKMUTENbHOCTb, T.K. HOpMaTUBHOE BpeMsa paboTbl
B TedeHMe OHA Ans 9Toro Tuna rpadMkoB He YKasbiBaeTCs, a CYMTaeTcs no
hakTn4eckomy NpuUCyTCTBUIO paboTHMKA Ha pabodemM mecTe.

6. [Ina coxpaHeHus AOKyMeHTa Haxmute KHornky CoxpaHuTb. [lokymeHT Oyaer
nobaBneH B CNUCOK AOKYMEHTOB AN BblAereHHoro B paboyven obnactu pasgena
COTpYyOHUKA.

7. Ona “3MeHEeHVs [OOKyMEHTa BblOenuTe €ro W Haxmute KHonky U3meHuTb 3Bl
OTKpoeTcsa naHenb BBOA4A U peaakTMpOBaHUs AaHHbIX.

8. lNpomusBeante Ha naHenu HeobxoauMble U3MeHeHus. [ns  coxpaHeHus
NPOM3BEOEHHBIX U3MEHEHUA HaXMWUTE KHOMKY CoxpaHuTb Ha naHenu BBoga W
peaakTMpPOBaHUS OaHHbIX.

9. Ana ypaneHnss OOKYMEHTa BblAENUTe ero M HaxXmuTe KHOMKy YpanuTtb =1. B
OTKPbIBLLEMCHA OKHE noaTBepaeHust Haxmute [la. BbligeneHHbii JOKymMeHT Oyaer
yOaneH n3 cnmcka onpaegaTterbHbIX JOKYMEHTOB.

10. MNepecyet pabodero BpemeHn Onsi COTpyaHMKa Oyaoer npousBeneH aBTOMaTUYECKM
nocne BHECEHNS] UIBMEHEHWIA B JOKYMEHTbI.

20



PyKOBOﬂ,CTBO nonb3oBarensa

11. Ecnn HeobxogMMo pacnevaTtaTb [aHHble O [OKyMeHTax, BblaenuTte B paboyen
obnactu BKNagku OgHy M3 CTPOK M HakMuTe KHOMKy PacnevaTtaTb BblOpaHHYH
Tabnuuy &€ Ha nNaHenu  WMHCTPYMeHToB  pasgena. OTKPOeTCA  OKHO
npeasapuTernbHOro NpocMoTpa.

3.10 OdropmneHne coctaBHbIX onpaBAaTenbHbIX AOKYMEHTOB
Ha OCHOBE 3a]0JHKEHHOCTEN

[ns Toro yTobbl CO3a4aTh Ha OCHOBE TEKYyLUNX 3a[10/MKEHHOCTEN COCTaBHbIE oripasgartesibHble
OOKYMEHTbI, KOTOPbl€ NMO3BOJIAT MOracuTb HakonmeLUnecA 3aO0JKEHHOCTU:

1. BbibepuTe coTpyaHuKa C 3a40MmMKEHHOCTBIO N0 paboyemy BpeMeHn B paboyen obnactb
pasgena v ABaxabl KNMKHUTE NO HEMY FNIEBOM KHOMKOW MbILLN.

2. lMepengute Ha BKMNagky 3amoONKeHHOCTU U Haxmute Ha kHornky L1 CospaHwue
OOKYMEHTOB Ha OCHoBe 3agosikeHHocTen. OTKpOeTCA naHemnb Co34aHus
COCTaBHbIX OnpaBAaTenbHbIX JOKYMEHTOB:

OnpaBaaTenbHble A0OKYMeHTbl  3340/KEHHOCTH

b & &

Lata HapyweHus i BenWuMHa HapyLLeHHs ;I
1 |07.03.2017 02:30
2 |10.03.2017 0o0:03

02:35 hal

Ei

M2 QOKyMeHTa
Ii [ CoOpTWpOBKa TUNOB AOKYMEHTOB NO NOPAAKOBOMY HOMEDY

TUn JOKYMEHTA
IE!DJ'II::HH‘-IHI::IHI:E 19) ;l

Co3pathk | OTMEHWTb |

—Co30aHWE OOKYMEHTOB

u Hd OCHOBdHWMK OTMEYEHHBIX
(% Ha OCHOBaHWMW BCEX Fa00MHEHHOCTEN

TANNMWAH I-IN"TPI:

3. lNpu HeobxoammocTu ykaxute Ne fOKyMeHTa.

4. YcrtaHoBkon ¢naxka CopTupoBKa TUNOB [OKYMEHTOB MO MNOPSAAKOBOMY
HOMepYy YCTaHOBUTE MOPSLOK OTOBPaKEHUS TMNOB AOKYMEHTOB B pacKpblBalOLLEMCSH
cnucke Tun AOKyMeHTa.

5. N3 packpbiBatowerocsa cnucka Tun AOKyMeHTa Bblbepute Tun Co34aBaemMoro
COCTaBHOrO ornpasgaTenbHOro AoKyMeHTa.

6. YctaHoBuTe napameTp Co3gaHne AOKYMEHTOB:

®* Ha OCHOBaHUMU BCEX 3aAO0JIKEHHOCTEN — COCTaBHOM AOKYMeHT(bl) Oyaet
co3[aH Ha OCHOBaHUM BCEX MMEOLLNXCH 3a00IMKEHHOCTEN,

®* HAa OCHOBaHWWU OTMEYEHHbIX 3aAO0NKEHHOCTEeW — COCTAaBHON [OOKYMEHT
(b1) ©yoet cozgaH Ha OCHOBaHWUW BblAEMNEHHbIX 3a40/MKEHHOCTEN.
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7. Haxmute kHonky Co3aaTb. Ha OCHOBaHWMM HaKOMMEHHbIX 3af0MMKEHHOCTEN WK
3a00MmKeHHOCTM  OyaeT  cosgaH  COCTaBHOM — onpaBaaTenbHblA  JOKYMEHT.
3a00MmKeHHOCTN, KOTopble B pe3yrbTaTe COCTaBEHWUs! OOKYMEHTa Oblnv MoralleHbl
MOMHOCTbO, MCYE3HYT. [Ns 3a00rmKeHHOCTEN, KOTopble B pesynbTaTe COCTaBleHust
onpaBaaTenbHOro [OokyMeHTa Oblv  noralleHbl 4acTUYHO, M3MEHWUTCS BenuyMHa
HapyLLEHUS!.

lpumeyaHue:

B cny4yae, ecnu cocTaBHOM JOKYMEHT CO3[1aBaricsl C 3arnofiHEHNEM 3a00IMKEHHOCTAMMN
TOYHO, WNM 3afaHHble MpaBuna OKPYITMIEHWA He  MO3BONAKT  OKPYrMUThb
3a[]0/MKEHHOCTM, TO Ha BKraake 3aA40NXKeHHOCTU MOryT OCTaTbCs 3a0/MKEHHOCTH,
CyMMapHast NPOAOIHKUTENBHOCTb KOTOPbIX MEHbLLE U He MOXET ObiTb OKpYrrieHa
o 1 vyaca wnm 1 pabodvero OHa (B 3aBMCMMOCTM OT Tuna onpaBOaTenbHOro
[IOKYMEHTA), a 3Ha4MT NoracuTb X Ha AaHHbIA MOMEHT HEBO3MOXHO.

8. Ha Bknagke OnpaBpaTenbHble [OKYMEHTbI NOABUTCS HOBbIN OMnpaBAaTerbHbIN
AOKYMEHT C 3agaHHbIMW NapameTpamu:

OnpaefaTenbHbIE AOKYMEHTHI | 3300MKEHHOCTH |

| et |
BHyTpeHHHIA N2 Tun HanmeHoeaHne Oata P Haljano KOEELL
NO JIOKyMeHTa  4OKyMeHTa | JoKyMeHTa NpogoMHUTENEHOCT [R— feficTena | delcTeuA Mognucano
AOKYMEHTE | AOKYMEHTA
1pE 4869 126 7] OTNyCK HeONNa4yneae 03:00:00 18.04.201:18.04.2017 18.04.2017 Ve
Hata BennunHa -
HAPYIWEHHA | HApPYLIEHUA
[1P|13.04.2017 00:15:39
2 |18.04.2017 02:44:21
2] 03:00:00 |
< | H

e KHonka = B KpaIZHeM neeBom cTonbue o3Ha4YaeT, YToO 3TO COCTaBHOM OﬂpaBﬂ,aTeﬂbeIVI
OOKYMEHT. [ns Toro yTobbl NOCMOTPETb, Kakne 3aO0ImKEHHOCTN MOKPbIBAOTCA 3TUM
COCTaBHbIM onpasgarteribHbIM JOKYMEHTOM, HaAXXMUTE Ha KHOMMKY .

e Ecnun OOKYMEHT co3fgaétca orneparopoMm, wumMewwmm nosiHoMo4une I'IpaBo Ha
noaTBepXxXapaeHuwe uUcnonb3oBaHUA npu pacqéTe onpaBaaTenbHOro
AOKYMeHTa, TO B ctonbue NMoanucaHo aBTOMAaTUYECKM yCTaHaBJ/IMBaeTCA 3HaA40K
¢, 4YTO 3HAQYUT, YTO OOKYMEHT NoAnMcaH U UCMonb3yeTcs B pacqéTax.

e Ecnun OOKYMEHT co3fgaétca orieparopomMm, He umMmerwmm norHoMo4ne I'IpaBo Ha
noaTBepXxXapaeHuwe uUcnonb3oBaHUA npu pacqéTe onpaBaaTenbHOro
AOKYMeHTa, TO B ctonbue NMoanucaHo aBTOMAaTUYECKM yCTaHaBJ/InBaeTCA 3HaA40K
@', YTO 3HaA4UT, 4YTO AOOKYMEHT He noanncaH MU He WUCMNOoJSIb3yeTCA B pacqéTax.
NameHnTb aToT napamMeTp MOXET oneparop, nMmeroLmm YKa3aHHOe NosfiHoOMO4ume.
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4 Pazpen «OnpaBaatenbHble OKYMEHTbI»

4.1 Ha3HauyeHue

Paspen «OnpaedamesnibHble OOKYMeHmMbI» npeaHasHadyeH ana odopMIieHust TUMOB
OOKYMEHTOB, UCMOSb3yeEMbIX B y4eTE paboyero BpeMeHn 1 Npu coctaerneHun « Taberns ydyema
pabouye2o epemeHu u pacdema ornnambl mpyda» B dopme Ne T-12 n «Tabene yyema
paboyezo epemeHu», B cdopme Ne T-13. Kpome TOro npeaycmoTrpeHa BO3MOXHOCTb
opOpMIIEHNSA TUNOB AOKYMEHTOB, MPUHATBIX HA NPeanpUsaTUu.

lpumeyaHue:

®opma Ne T-12 ycTaHoBNeHa corfnacHo nocTaHoBneHmto [ockomcTtata P® ot
05.01.2004 Ne 1 «O6 ymeepx0eHuUU yHUGULUUPOBaHHbIX ¢hopM repeuyHoOU y4emHou
O0OKyMeHmauuu o y4yemy mpyda u €20 orninamabiy.

B pasgene BblAenArTCA TpU TUna OKYMEHTOB.

OnpaedamesnibHble OOKYMeHMbI — AOKYMEHTbI, OopMNnsieMble COTPYOHVKY B
Cryyae HapylIeHUsi YCTAHOBMEHHOro AN Hero epagpuka pabomsbi. B pgokymeHTax
yKasblBaeTCs MPOAOSKUTENIBHOCTL M MPUYMHA OTCYTCTBUSI COTPYAHMKA, a TaKkke
cneayet nv fobaBnaTb BpeMsi No JOKYMEHTY K pabodemy BpeMeHW Unm Her.

CocmaeHble onpaedamesibHble OGOKYMeHMbI — AOKYMEHTbI, odopmMmnsieMble
COTPYAHMKY B CINy4yae HapyLUeHWsi YCTaHOBIIEHHOro A1is Hero epaghuka pabomsi Ha
OCHOBaHWW  HakorsieHHoU  3ado/mKeHHocmu  no  paboyemMy — 8peMeHu.
Wcnonb3oBaHne cocmaeHbix  ornpasdamesibHbiX ~ OOKYMEHMO8  NO3BONSET
MaKkCcuMarnbHO YyOOOHO IMKBMAMPOBAaTb CYMMAPHYK HAKOMMEHHYK 33 YYETHbIN
nepuog 3adormKeHHOCTb OOHUM MM HECKOMNbKMMW COCTaBHbLIMU OnpaBAaTellbHbIMU
AOKyMeHTaMn 6e3 notepb hakTU4eckn oTpaboTaHHOro BpeMEeHN Ans coTpyaHuka. B
AOKYMEHTaX yKa3blBaeTCs NPOAOIHKUTENBHOCTb M NPUYMHA OTCYTCTBUSA COTPYOHUKA,
a TaKke cneayet nu ob6aBnNATb BpeMsS No AOKYMEHTY K pabovemMy BPEMEHMU UMK HET.

Hdokymenmbl Ha  ceepxypoyHble (paboTbl) — AOKYMEHT,  OGOpPMIsiEMble
COTPYAHUKY W yKasblBawolime OaTy U NpOdOSKUTENbHOCTb CBEPXYPOYHON paboThl
COTPyAHUKA BO BpeEMSsi, He NpedyCMOTPeHHoe ero rpadmkom pabotbl. Bpems no
[AOKYMeHTY fobaBnsieTcsi kK paboyemy epeMeHu.
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4.2 Pabouyee okHO

Pabo4yee okHO pasgena uMeeT cregyroLmnn BUA:

fsoszo7 =] |e0sz017 =] | ¢ |~ m || 2|03 = [da&~ =~ [|&| BCEH@
- | onpasatenshsie poxymenTs! | Caepxypoussie | JamomxertocTh | =

CoTpyaHuk .

Noapa e

BHYTpeHHuii N Tun faTa BEoga Hauano KoHell
HaumeHoBaHKe NpoaoAKHTENLHOCTE = 5
Ng OKYMEHT  [0KyMeHTa AOKyMeHTa | JeficTeuA | geiicTens

MognucaHo  /

Citroen O. ABTOMOBNNN
FIAT M. ABTOMOBNNN

1
12 | 1 486927 22 ©  OTcTpameHue oT paboThl € 08:00 01.04.2017 01.04.2017 01.04.2017 a
| 3 |Mercedes Y. ABTOMOBAM —I2] 486929 45 5] OTMYCK HEoNNa4MBAEMbIil 1 08:0001.04.2017 13.04.2017 13.04.2017 o
|4 NAYDA BCE 3 486938 ©  BonsHN4HBIA(E1S) 00:00/01.04.2017 01.04.2017 01.04.2017 #
| 5 |Abpawos[.A.  ANO 4 | a8g939 ©  BonsHU4HBIA(B19) 08:00 01.04.2017 01.04.2017 01.04.2017 e
| 6 Anekcees B. A. AOMUHWCT PaLima 5 | 486955 55 &) OTMYCK AOTONMHUTENBHBIiA 00:00 26.09.2017 26.09.2017 | 26.09.2017 v
| 7 |AnbTGperita O. B. OTAen cHaGkeHws 6 |® 486956 55 ©  OTnycK AONOMHHTENbHEI 00:00/26.09.2017 26.09.2017 26.09.2017 v
| 8 | AnToHOB 1. 1. LPK ] 486957 BB %] OTAYCK AONOMHHT &NbHBIA 00:00 26.09.2017 26.09.2017 26.09.2017 o
| @ |ApTembes B. H. NckoB
pUR | Apxunos M. 1O. OKC [lata HapyweHns Hi?yﬁ:::n ;I
11 | Apwasa W. H. MNckoB ol 19.04.2017 0011

Axpamosid W. T, AT [ : @

ctyiaro. . B0 15 e o

BacoB A. T AMTO 20 |24.04.2017 00:30

BaxMeHs A. b. OKC ==

=]
=

26.04.2017 00:16
27.04.2017 00:27

Benoycos M. M. ACY
Benoycos 0.B.  JIAC

iE
v
K0

A e A s
=lo|wlowo| o] s W

Boxko K. WM. OKC 08:00
BOpHCEHKOB H. B.  KTQ 7
ByHUH E. A. [AC
BylwesHes C. B. BCE
|22 |Banwesuy T.B.  Tckos
|22 |BacwnbesaA.T.  TOBY
|24 | Beiicens A. E. OAC

H
=]
=

=
1. lNMaHenb MHCTPYMEHTOB pasaena:
los.oe.2003 = | |os.oe.2013

=l - nonsa BBoga AaT MO3BOSMSKT YCTaHOBUTL Mepuopn
ANS NpoCcMOTpa Cnucka CoTpyaHUKOB, paboTaBumnx B BbIOpaHHOM nogpasgerneHnn B
yKa3aHHbI Nepunoga;
¥ ObHOBUTb AaHHble (Ctrl+0)—kHonNka no3sonsieT OOHOBUTL AdaHHble B
pabouyen obnacTtu pasgena;
A CnpaBOYHUKN OOKYMEHTOB — PV HaXaTuM CTPErKM cnpaBa OT KHOMKMW
OTKPOETCH MEHI0, MO3BOMAKLLEE OTKPbITb OKHO CrnpaBOYMHUKA oOrnpaBAaTenbHbIX
AOKYMEHTOB UNN JOKYMEHTOB Ha CBEPXYPOUHbIE:

e OnpaBaartenbHblieaokyMeHTbI(Ctri+Alt+0)

e 10KyMeHTbl Ha CBEepPXypPOUHble

4 No6aBuUTL DOKyMeHT (Ctrl+N) — kHonka NO3BONSAET OTKPbITb NaHenbL BBOAA U
penakTMpoBaHMsA AaHHbIX Ans ohOPMIIEHNS JOKYyMEHTa COTPYAHMKY, BbiGpaHHOMY B
pabouen obnacTtu pasgena;

3l U3meHNUTb AOKYMeHT(Ctrl+E) — KkHomnka no3sonser oTkpbiTh NaHenb BBOAA U
penakTMpoBaHMA LaHHbIX ONA WM3MEHEHUs OOKYMEHTa, BblAENeHHOro B pabouen
obracTv naHenu JOKYMEHTOB.

|3)"r:|anv|'rb AOKyMmeHT (Ctrl+D)—kHonka no3Bonser yganutb OOKYMEHT,
BblAeneHHbIN B paboyen obnacty naHenn JOKYMEHTOB.
@'Fpa(bm( pa6otbl (Ctrl+G)— kHOMKa NO3BONSET OTKPbITb OKHO [padmk

pa6oTbl AOnA npocMoTpa MapaMeTpoB W pacnucaHus paboTbl COTPYAHWKE,
BbIGpaHHOro B paboyeit obnacTu pasgena Ha Hegenio.

2] CokpaweHHbIn nokaz ®UO (Ctrl+W) —kHonka no3BonsieT oTobpaxaTb
WHULManbl COTPYOHUKOB BMECTO MMEHU U OTYecTBa. [1ns Bo3Bpara K nokasy MosHbIX
®UNO NOBTOPHO HAKMUTE ATY XKE KHONKY.
& ~ OTYeTbl —MPU HaXaTUM CTPENKM ChpaeBa OT KHOMKM OTKPOETCH MEHIO,
nossonstllee copMmpoBaTb U OTKPbITb B OKHE NPeABapUTENbHOro MpocMoTpa
crnepgyloLime oT4eThl:
* [NleyaTb AOKYMEHTOBBbIOpaHHbIXcOTPyAHUKOB(Ctrl+P) — cnucok Bcex
OOKYMEHTOB BblOpaHHOrO Ha MaHenu [OOKYMEHTOB Twna, [ANis  Kaxaoro
BblENeHHoro B paboyen obnactu pasgena CoTpyaHumka.
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e Mleuatb CrpynnupoBaHHbIX AOKYMEHTOB BblOpaHHbIX
COTPYAHUKOB — CMNCOK OnpaBaaTerNibHbIX [OKYMEHTOB, O(OPMIEHHbIX 3a
nepuod, YKasaHHbIA Ha nNaHenM WHCTPYMEHTOB pasfdena C  ykasaHueMm
CYMMapHOro BPEMEHW, BBEOEHHOrO MO KaXOoMy W3 TUMOB [AOKYMEHTOB [Ans
COTPYOHUKOB, BbiOpaHHLIX B paboyeii obnacTu pasgena.

2% - 9KCNOPT — NPU HAKATUM CTPENKW CrpaBa OT KHOMKW OTKPOETCS! MEHIO
nossonstoLiee copmMmpoBaTb U COXPaHUTb B doanne 3neKTPOHHbIX Tabnuy (MS
Excel nnn OpenOffice Calc) cnegyouime oTyeThI:

e JKkcnopT onpaBAaTenibHbIX OOKYMEHTOB BblOpPaHHbIX
COTPYAHUKOB — CMMCOK BCE€X [AOKYMEHTOB BblOpaHHOrO (Ha naHenu
OOKYMEHTOB) TUMa 3a BCE BpeMsi, AN KaXOoro BblAENeHHOro B pabouyen
obnacTtu pasgena coTpyaHuka.

e OTpaboTaHHOe BpPeEMA WU [OKYMEHTbl —OTYET, MOKa3blBaOLLMNA
CYMMapHOEe BpPeMS OAMHAKOBbIX [OKYMEHTOB Y COTpPyAHWKA 3a BblOpaHHbIN
nepvog n cymmy pabodero BpemMeHu 3a TOT e nepuos,.

e [1IoOKyMeHTbl BblOpaHHbIX COTPYAHWKOB 3a MNepuop — CruUCOK BCEX
OOKYMEHTOB BbIOpaHHOrO (Ha naHenuM OOKYMEHTOB) TuNa 3a YyKasaHHbIA Ha
NaHenu MHCTPYMEHTOB Nepuop, ANst KaK4oro BblAeneHHoro B paboyer obnactu
pasgena coTpyaHuKa.

# Maccosoepo6aBnennenokymenToB(Alt+N) — kHOMka nosBonsieT 406aBUTL
OOVH U TOT e JOKYMEHT OHOBPEMEHHO HECKOIMbKMM COTPYAHMKaM noapasneneHus,
BblAENEeHHbIM B paboyert obnacTu pasgena, MM BCEM COTPYOHWKAM, €Cnn He
BblAEMNEH HN OOUH U3 HUX.

YctaHoBUTH/COpOCUTL (PUNbTP — PNaxKoK NO3BONAET YCTAHOBUTb WM CHATb
dmnbTpa Ha 4OKYMEHTbI NO AaTaM Havana v KoHua nepuoaa.

£8 I nasHbiA odwic Bbibop nopapaspeneHua (Ctrl+B)-—«kHonka nossonser
BblOpaTh nogpasgeneHve, COTPYAHMKM KOTOporo OyayT otobpaxarbcs B paboden
obnactn pasgena. CnpaeBa OT KHOMKW OTODOpaxaeTca HasBaHWe BbIOpaHHOIO B
AaHHbIA MOMEHT noapasaeneHuns.

2. Paboyass obnactb pasgena CoOOEPXUT CAUCOK  COTPYOHMKOB  BblGpaHHOro

noapasgeneHnAd, pa6OTaBLIJVIX B 3TOM noAapasaerneHnn B nepunoa, yCTaHOBJ'IeHHbIIZ C
NOMOLLLbIO MOrien BBoAA AaT Ha naHenm MHCTPYMEHTOB pas3aeria.

lpumeyaHue:

B pabodyen obnactn peannsoBaHbl cneayoLlime QyHKLMKU: COPTMPOBKA NO 3fIEMEHTaM
OOHOr0 MMM HECKONMbKMX  CTONGLOB, nNoMcka MO 3nemMeHTam  CcTonbuos,
OOHOBPEMEHHOE BblAENEHNE HECKOMNbKMX SNIEMEHTOB CMUCKA, N3MEHEHNE LLUMPUHBI W
nocregoBaTenibHOCTU CTONOL0B.

Bbibop Bknagky naHenm AOKyMEHTOB:

e OnpaBAaTenbHble JOKYMEHTbI

e CBepxXypoOUHble

e 3a40NKEHHOCTH
Paboyass obnacTb naHenn [OOKYMEHTOB COAEPXKMT CMMCOK BCEX [OOKYMEHTOB
BbIOpaHHOro TMna, 0OPMIIEHHbIX 4SS COTPYAHWUKA, BblAENEHHOro B paboyert obnacTtu
pasgena.

lpumeyaHue:

B paboyeit obnacTu peanu3oBaHbl crniegylowme  yHKUMM:  OAHOBPEMEHHOE
BblOENEHNE  HECKONbKMX  OMEMEHTOB  CMWUCKA, W3MEHEHWe  LMPWHbI U
nocrnenoBaTenbHOCTU CTONGLOB.
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[lns onpaBaaTenbHbIX AOKYMEHTOB:

e 3Hayok ¥ B cTonbue Tun AOKYMeHTa ykasblBaeT Ha TO, YTO Bpemsi No
AOKYMEHTY AOIMKHO ObiTh 406aBNEHO K pabodYemy BPEMEHW COTPYAHMKA.

e 3nayok © B cTonbue TUn AOKYMEHTa yKas3biBaeT Ha TO, YTO BPeMs Mo
[AOKyMeHTY He ByaeT fnobaeneHo k paboyemy BpeMeEHU COTpyaHMKA.

e 3Hayok ¥ B cTonbue Ucnonb3yeTcA ykasbiBaeT Ha TO, YTO [OKYMEHT
YYUTbIBAETCS NpU pacyeTe pabovyero BpeMEHN COTpyaHuKa. [Ns UCKNoYeHns
AOKYMEHTa U3 pacyeToB ABadbl HAOXMUTE NEBOW KHOMKOW MbIlUM B CTPOKE C
COOTBETCTBYIOLLMM JOKYMEHTOM.

e 3Hauok & B cTonbue Mcnonb3yeTcsi yKasbiBaeT Ha TO, YTO AOKYMEHT
HEe YYMTbIBAEeTCS Npu pacyeTe paboyero BpeMeHu coTpyaHmKa.

NSt AOKYMEHTOB Ha CBEPXYPOYHbIE:

e 3Hayok ¥ B cTonbue Tun AOKYMeHTa ykas3blBaeT Ha TO, YTO CBEpPXypodHas
paboTa Npon3BoAMNach B BbIXOAHbLIE UMW NPa3AHNYHbIE OHMW.

e 3navok & B cTonbue TN AOKYMEHTa yKasblBaeT Ha TO, YTO CBEPXYPOUHas
paboTta npousBoamnach B 6ygHue gHW.

e 3Hauok ¥ B cTonGLEe Y4yacTue B pacueTe ykas3blBaeT HA TO, YTO [OKYMEHT
YYUTbIBAETCS NMpU pacyeTe paboyero BPpeMEHN COTPyAHWKA. ONs UCKNoYeHNs
AOKYMEHTa U3 pacyeToB ABadbl HAOXXMUTE NEBOW KHOMKON MbIlUM B CTPOKE C
COOTBETCTBYIOLLMM JOKYMEHTOM.

e 3Hayok & B cTonbUe YyacTue B pacyeTe ykasbiBaeT Ha TO, YTO [OKYMEHT
HEe YYMTbIBAeTCS Npu pacyeTe paboyero BpeMeHu CoTpyaHuKa.

4.3 OdopmneHne goKyMeHTa U3 cnpaBo4YHUKa
[ns odpopmneHnsa JOKyMeHTa 13 CripaBoyHUKa:

1. Haxmute kHonky BbliGop noapaspeneHus # ja nanenu WHCTPYMEHTOB
pasgena un ykaxurte nogpasgeneHue, COTPyAHUKY KOTOPOro Heobxoammo odopMuTb
OOKyMeHT. B paboden obrnactu pasgena Oygetr oTtobpaxeH CrMCOK COTPYOHWKOB
BblOpaHHOro nogpasaerneHuns.

2. Boligenute B pabodven obnactu pasgena COTPyOHMKA, KOTOPOMY Heobxogumo
ohopMUTL AOKYMEHT. [ns noucka cOTpygHUKa MOXHO BOCMOMb30BaTbCA (DYHKLMEN
noucka no anemeHTam ctonbua unm KOHTEKCTHbIM nonckom (Ctrl+F).

3. Ha naHenu gokymeHTOB nepenante Ha BKNagKy, COOTBETCTBYIOLLYIO TUMY LOKYMEHTA,
KOTOPbIN HEOOXOANMO OPOPMUTD.

4. Haxmute kHonky [lo6aBUTb [OKYMEHT # Ha naHenu WHCTPYMEHTOB pasfena.
OTKpoeTcs naHenb BBOAA U PEAaKTUPOBAHUSA AaHHbIX:

NS aoKyMeHTA HaTa jokyMeHTA

| |z1.05.2013 ~|
Tl AokyMeHTa

| o (ST Ty#ebHAan KoMaHAKDOEKA ;l
Hauano neproga Kodel neproga MpO4oIHMTENEHOCTE
|21.05.2013 | |zr0s.2013 ¥|  jo1:15

CORPAHATE | OTMEHTE |
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5. Ha otkpbiBwenca naHenun B none N2 AOKyMeHTa BBeauTe Npu HeobXxoamMmocTu
HOMep AOKYMeHTa, B none BBoda Aatbl [laTa AOKYMeHTa yKaxute aty co3gaHus
OOKYMeHTa, B packpblBalowemcs cnucke Tun AoKyMeHTa BblibepuTe Kakou
OOKYMEHT M3 CnpaBoYHMKa Heobxogumo [o06aBuTb. 3Ha4YoK ' Yy  HasBaHWS
onpaBAaTtesibHbIX JOKYMEHTOB YKasblBaeT Ha TO, YTO Bpems No OOKYMeHTy Oyaer
nobaBneHo Kk paboyemy BpeMeHU. 3HadoK « Yy HasBaHWS [OKYMEHTOB Ha
CBEpXypodHble YyKasblBaeT Ha TO, YTO CBepxypodHas pabota npousBogurnacb B
BbIXOOHbIE UIW NPasaHUYHbIE OHW.

6. Ecnu OOKyMEeHT O00HOOHEe8HbIU, TO €eCTb BBOOUMOE BpemMs MO OOKYMEHTY
OrpaHMYMBaEeTCa OOHVMM [JHEM, TO YKaXuTe 3TO BPEeMS C MOMOLLbIO CYeTYMKa
MpoAonMKNTENbHOCTb, C TOYHOCTLIO A0 MWHYTbl. ECnn Bpems He ykasaHo, TO
€CTb Ha cyeTymke ykasaH «0», TO BBOAMMbIM MO [OKYMEHTY BpemMeHem O6yaert
cuntatbCca Bpemsa paboTbl 3a BeCb AeHb B COOTBETCTBUM C rpadmkoM paboTbl
cotpygHuka. B nonax seBoga gatr Hawano nepuoga u KoHeuw nepuopa (and
AOKYMEHTOB Ha CBEpXypouHble — [laTa CBepXypPOUHbIX) YKaXuTe O4MH U TOT Xe
O€EHb.

lpumeyaHue:

Ona cotpygHukoB c rpadmkom pabotbl C ynpoOLEHHBLIM pac4éToM Bcerda
HeobxoamMmo ykasbiBaTb MpoAoONXKUTENBHOCTL, T.K. HOPMaTUBHOE BpeMS paboThl
B TeyeHWe [AHS [Ons 9TOro Tuna rpaduKoB He YKasblBAeTCH, a CuYuTaetrcs no
hakTnyeckomy NpuCyTCTBUIO paboTHMKA Ha pabodem mecTe.

7. Ecnn OOKYMEHT MHO200HEBHbIU, TO €CTb BBOANMOE BPEMSI OXBAaTbIBAET HECKONbKO
OHen, TO yKaxuTe 3TO BpeMsS1 C NMOMOLLbIO nornen Beoga Aat Havyano nepuopa um
KoHewy nepuopa. B aTtom cnyyae npoaomKMTENbHOCTb HE YKasblBaeTcs W
CUNTaETCs paBHOW BpeMeHM paboTbl COTPYAHWKA B COOTBETCTBUM C €ro rpacmkom
paboTbl ANA COOTBETCTBYIOLLNX OHEN.

8. [na coxpaHeHnsa OOKyMeHTa HaxXMuTe KHOMKy CoxpaHuTb Ha naHenu BBoda W
peaakTMpoBaHus OaHHbIX. [JokymeHT Oyger pobaeBrneH B CAMCOK Ha  NaHenwu
OOKYMEHTOB 714 BblAeneHHoro B paboyen obnactu pasgena coTpyaHuka.

9. [Ina u3MEeHeHus1 OOKYMEHTa BblAENUTE €ro Ha MaHenu LOOKYMEHTOB U HaXMUTe
KHOMKYy M3MEeHUTbL AOKYMEHT 2B Ha naHenu MHCTpyMeHToB pasaena. OTkpoercs
naHernb BBOAA M PeOakTUPOBaHNA OAHHbIX.

10. MNMpousBeante Ha naHenu HeobxoguMble U3MeHeHus. [ns  coxpaHeHus
NPOM3BEOEHHBIX M3MEHEHUA HaXMWUTE KHOMKY CoxpaHUTb Ha naHenu BBoga W
peaakTMpPOBaHUS OaHHbIX.

11. Ansa yaaneHnss OKyMeHTa BblAENUTE ero Ha naHenn AOKYMEHTOB N HXKMUTE KHOIMKY

Yaanutb JOKYMEHT =l Ha naHenm WHCTPYMEHTOB pasfena. B oTKpbIBLLEMCS OKHE
noaTeepxaeHna Haxmute [a. BblageneHHbIn ookymeHT Oyaer yganeH uad paboyen
obnacTtn naHenn JOKYMEHTOB.

12. Ha naHenu uvHCTpyMeHTOB «KOHcoOsIU  ynpaesieHuUsi»  HaXMUTEe  KHOMKY
CoxpaHuThb.
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4.4 OdopmneHne oOKYyMeHTa HECKONTbKMM COTPYAHUKaM

[ns odopMneHnss ogHOro M TOro Xe [OKYMEHTa HECKONMbKMM MM BCEM COTpyAHMKaM
noapasaeneHus:

1. Haxmute kHonky BbliGop nopapaspeneHus # jya nanenu WHCTPYMEHTOB
pasgerna u ykaxuTe nogpasgeneHvie, CoTpyaHMkam KOToporo Heobxoammo 0obaBuTb
OOKyMeHT. B paboden obrnactu pasgena Oygetr oTtobpaxeH CrMCOK COTPYOHWKOB
BblOpaHHOro nogpasaerneHuns.

2. Bolgenute B paboyen obnactn pasgerna COTPYAHMKOB, KOTOPbIM  Heobxogumo
nobaBuTb OoKymeHT. (Ecnv He Oyger BblAeneH HW OAWH COTPYOHUK, TO OOKYMEHT
Oynoetr gobaBneH BceM COTpyAHWKaM nogpasaeneHus, oTobpaxeHHbiM B paboyen
obnacTn).

3. Ha naHenu gokymeHTOB neperanTe Ha BKNagKy, COOTBETCTBYIOLLYIO TUMY OOKYMEHTA,
KOTOpbI HeOOX0aMMO A06aBUTb.

4. Haxmute kHonky MaccoBoe po6GaBneHue pokymeHtoB M Ha nanenu
NHCTPYMeHTOB pa3gerna. OTkpoetcs okHo MaccoBoe go6aBreHMe AOKYMeHTa:

\{ MaccoBoe fnobaBneH e AokyMeHTa - |EI |i|

N2 gokyMEHTa farta gokyMeHTa
[ 21052013 +|

TN AoKyMEHTA

Iﬂ{E)CﬂV}KEEHaH KOMAHAMDOBKA ;l
Hadano nepioga FoHel nepioga
|21.05.2013 *| |21.05.2013 *|
MPOACTHMTENEHOCTE
o1:15 =
COXpaHATE | OTMEHMTE |

5. B oTkpbIBLLEMCS OKHE B rnonie Ne gqoKyMeHTa BBeauTe npu HeobxoanmocTn HOMepP
OOKyMeHTa, B Mofe BBoga faTtbl Jlata AOKYMeHTa yKaxute pfaty CcosfaHus
OOKYMEHTa, B packpbiBaowemcs crnvcke Tun AOKyMeHTa Bblibepute, Kakown
OOKYMEHT 13 CripaBoYHMKa He0bXoanmMo 400aBUTb.

6. Ecnn goKymeHT 0OHOOHE8HbIU, TO €CTb BBOOVMMOE BPEMSI OrpaHUYMBaAETCS OOHUM
OHEM, TO YKaXuTe 3TO BPEMS C TOYHOCTbIO OO0 MWHYTbl C MOMOLLBbIO CYETYMKa
NMpoponxntenbHOCTb. ECnv Bpems He ykazaHo, TO eCTb Ha cyeTymKe ykasaH 0, To
NPOOOMKUTENBHOCTLID  OyaeT cuuTatbCa BpemMss paboTbl 3a BeCb [AeHb B
COOTBETCTBUM C rpacdmkom pabotbl. B nonsx Beoga gat Hayano nepuopga wu
KoHeL nepuoaa (4ns AOKYMEHTOB Ha CBEPXYPOYHble — [laTa CBepPXYpPOUHbIX)
YKaXXMUTE OfMH U TOT Xe AEHb.

7. Ecnn OOKYMEHT MHO200HEBHbIU, TO €CTb BBOANMOE BPEMSI OXBAaTbIBAET HECKONbKO
OHen, TO yKaxuTe 3TO BpeMsi C NOMOLLbIO Mnonen Beoda Aatel Hayano nepuopa um
KoHewy nepuopa. B aTtom cnyyae npoaomKMTENbHOCTb HE YKasblBaeTcs W
CUNTaETCs paBHOW BpeMeHM paboTbl COTPYAHWKA B COOTBETCTBUM C €ro rpacmkom
paboTbl 4NA COOTBETCTBYOLLNX OHEN.
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8. B okHe MaccoBoe nob6aBneHue AOKYyMeHTa HaxmuTe KHonky CoxpaHuUTb.
[okymeHT Oyget nobasneH Ha naHenu OOKYMEHTOB ANSA KaXdoro M3 BblAeSNeHHbIX B
paboyen obractu pasgena COTpyaHWKOB. Ecniv He Obin BblAeneH HUM OAuH, TO
OOKYMeHT ByaeT agobasreH ans Bcex COTPYAHMKOB NoapasaeneHus.

9. Ha naHenu nHctpymeHToB «KOHCOIU yripaesieHUsi» HaxMmmnte KHorky CoxpaHuTb.

4.5 OdopmneHne coctaBHbIX onpaBAaTenbHbIX AOKYMEHTOB

Ha OCHOBEe 3a]0JHKEHHOCTEWN
[ina Toro 4ToBbl CO34aTb Ha OCHOBE TEKYLLIMX 3340/MKEHHOCTEN COCTaBHble onpasaaTefibHbie
AOKYMEHTbI He0bX0AMMO:

1. Bboibepute coTpygHuMka C 3a00/MKEHHOCTbIO MO paboyemy BpeMeHn B paboden
obnacTb pasgena ABaxabl KIMKHYB MO HEMY NIEBOM KHOMKOW MbILLIN.

2. MepenanTte Ha BKNagky 3aAoOsKEHHOCTM M Haxmute Ha kHorky L] CospaHue
OOKYMEHTOB Ha OCHOBe 3apoJikeHHocten. OTKpoOeTcs naHenb Co3gaHus
COCTaBHbIX OnpaBAaTenbHbIX JOKYMEHTOB:

OnpaBaaTenkHbBIE AOKYMEHTI | CeEpXypOqHbIE 330TKEHHOCT I |

0| &
[ata HapyweHns - BenuunHa HapyweHus -
il 401.02.2017 00:24
2 |02.02.2017 00:30
3 |03.02.2017 00:29
4 |06.02.2017 00:23
5 |07.02.2017 00:25
6 |08.02.2017 00:27
7 |09.02.2017 00:28
8 |10.02.2017 00:12
9 |13.02.2017 00:30
10 [14.02.2017 00:30
11 [15.02.2017 00:00
12 (16.02.2017 00:27
13 (17.02.2017 00:22
44 24:13 LI
NO foKyMEHTa ~COCTaBHOW JOKYMEHT ~Co3aaHue JOKYMEeHTOl
I o 3anonHAETCA ® Ha OCHOBaHKMK BCEX
Tun fokyMeHTa CopTHPOBKa TUNOB 33[10/THEHOCTAMM TOYHO 3300MKEHHOCTEN
[BonbHMYHLI(E 19) =] [~ nokymeHToB no
NOPAAKOBOMY HOMEDY
C4I 030aTh ml 3anonHAETCA Ha OCHOBaHWK
(" 33[0HEHOCTAMM C (" OTMEYEHHBIX
OKpYTNeH1eM 38[0MHEHHOCTEN

3. lNpwn HeobxogmmocTn ykaxkmnte Ne fOKyMeHTa.

4. YctaHoBkon (hnaxka COpTUpPOBKA TUNOB OJOKYMEHTOB MO NMOPAAKOBOMY
HOMEepy YCTaHOBUTE MOPSAOK OTOOpaKeHMs OOKYMEHTOB B pacKpbliBaloLLEMCS
cnucke Tun AOKyMeHTa.

5. N3 packpbiBatowleroca cnucka Tun AOKyMmeHTa Bbibepute TN CO30aBaeEMOro
COCTaBHOro onpaBAaTeNbHOro AOKyMeHTa.

6. BbibpaTb napameTpbl CO34aHNst HOBOTO AOKYMEHTA:

¢ Co3gaHune 4OKYMEHTOB:
oHa OCHOBaAHUM BCeX 3aAO0JIKeHHOCTeMW — COCTaBHOM [OOKYMEHT Oyaer
CO3[aH Ha OCHOBaHMMN BCEX UMEIOLLNXCS 3a00/MKEHHOCTEN,
oHa OCHOBaHuUMn OTMEYEeHHbIX  3aA0JIKEeHHOCTEWN — COCTaBHOM
AOKYMEeHT ByaeT co3faH Ha OCHOBaHWUM BblAENEHHbIX 3840/MKEHHOCTEMN.
e CoCcTaBHOM LOKYMEHT:
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o0 3anoJiHAeTCA 3af4O0JIKEHHOCTAMM TOYHO — COCTaBHOW AOKYMEHT byaet
co3faBaTbCs Ha OCHOBE TOYHbLIX 3HAYEHUN 3a00MKEHHOCTEN,

o 3anonHsieTcsd 3aAO0J/IKEeHHOCTAMU C OKpYyrfieHuem — COCTaBHOM
AOKYMEeHT OyaeT cos3fjaBaTbCHd Ha OCHOBE  33[0fMKEHHOCTEW, KOTopble
OKpYrnaTCA B OOMblUyld CTOPOHY COMMacHO 3adaHHbIM  MNpaBunam
OKpyrneHuns. 3agaTb npaBuna OKPYrfeHuss MOXHO B obractu, KoTtopas
aBTOMaTUYeCKM OTKpbIBaeTcAa npu Bblbope napametrpa 3anonHsercs
3a00IMKEHHOCTSMU C OKPYrIeHVEM.

7. Haxvute kHonky Co3patb. Ha oOCHOBaHMM 3agormkeHHocTen Oyger co3gaH
COCTaBHOM oOnpaBAaTtefibHbI AOKYMEHT. 3ad0rmKeHHOCTWN, KOTOopble B pesynbTare
COCTaBfeHNss  AOKyMeHTa Obiny  noraweHbl  MNOMHOCTbK,  UcYesHyT. [nga
3a00MKeHHOCTEN, KOTopble B pe3yrnbTaTe COCTaBMNeHUs onpaBaaTeribHoro AoKyMeHTa
ObINK NoraleHbl YaCTUYHO, U3MEHUTCA BENUYMHA HapyLUEHUS.

lpumeyaHue:

B Clryyae, ecru COCTaBHOW OOKYMEHT co3aaBaliCA C 3arnoJjiIHeEHMEM 3a00JIKEHHOCTAMU
TOYHO, nnn 3afdaHHble TipaBuiia OKpYyrrieHns HEe NO3BOJIAKOT  OKPYITIATb
3a00IMKEHHOCTH, TO Ha BKNagke 3aA0NMKeHHOCTH MOryT OCTaTbCA 3a0JTKEHHOCTN,
CyMMapHaa npoaoIKUTENIbHOCTb KOTOPbLIX MeHbLUe UMM HE MOXET ObITb OKpyrJieHa
Ao 1 vaca wnm 1 pa60l-|ero OHA (B 3aBUCMMOCTU OT TUMa onpaBaareribHoro
,IJ,OKyMeHTa), a 3Ha4YUT noracuTb UX Ha AaHHbIA MOMEHT HEBO3MOXHO.

8. Ha Bknagke OnpaBpaTesibHble [OKYMEHTbl MOSABUATCA HOBbIN COCTaBHOW
onpaBAaTesibHbI JOKYMEHT C 3ad4aHHbIMW NapameTpamu:

OnpasaaTeNlbHbIe I0KyMeHTB! | CaepxypodHsie | 3amomwentocTu |

- Y
EE‘FPEHHHH L3 K HanmeHoBaHHe MpogomKUTENBHOCTL H4ETE R H?uano & K?Heu, MNognucaHo —I
N2 OKYMEHT | AOKYMEHTa [OKYMeHTa | AefiCTEMA neiicrens
11| 486927 22 (5] OTCTpaHeHwWe 0T paboThl 08:00 01.04.2017 01.04.2017 01.04.2017 A
2 | 486938 o BOMBHUYHEIA(E19) 00:00 01.04.2017 01.04.2017 01.04.2017 v
13 | 486939 o BOMBHUYHBIA(E19) 08:00 01.04.2017 01.04.2017 01.04.2017 7
4 | 486929 45 o QTMYCK HEOMNAYMBAEMbIN 08:00 01.04.2017 13.04.2017 13.04.2017 v
EN 486955 55 o QTMYCK AONOMAHNTENbHBII 00:00 26.09.2017 26.09.2017 26.09.2017 v
6 | 486956 55 ) OTNYCK OOMNCMHWTENbHBIA 00:00 26.09.2017 26.09.2017 26.09.2017 v
FA RSl 486957 B &) QOTNYCK AONOMHUTENEHBIA 00:00 26.09.2017 26.09.2017 26.09.2017 4
[aTta HapylweHna GEALTTLE :I
Py HapyLeHna

17 |19.04.2017 00:11

18 |20.04.2017 00:30

19 |21.04.2017 00:30

20 |24.04.2017 00:30

21 |26.04.2017 00:16

220|27.04.2017 00:27

22 08:00 hd
7 -
1 | ]

e KHonka = B KpaIZHeM neBom cTonbue o3Ha4YaeT, YToO 3TO COCTaBHOM OﬂpaBﬂ,aTeﬂbeIVI
OOKYMEHT. [ns Toro yTobbl NOCMOTPETb, Kakne 3aO0ImKEHHOCTN MOKPbIBAOTCA 3TUM
COCTaBHbIM onpasgareribHbIM AJOKYMEHTOM, HaAXXMUTE HaA KHOMMKY .

e Ecnun OOKYMEHT co3fgaétca orneparopoMm, wumMewwmm nosiHoMo4une I'IpaBo Ha
noaTBepXxXapeHunwe uUcnonb3oBaHUA npu pacqéTe onpaBaatenbHOro
AOKYMeHTa, TO B ctonbue NMoanucaHo aBTOMAaTUYECKM yCTaHaBJ/IMBaeTCA 3Ha40K
?"', YTO 3HAYUT, YTO AOKYMEHT noarncaH n ncrnosib3yeTcs B pacqéTax.
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e Ecnun OOKYMEHT co3fgaétca orieparopomMm, He umMmerwmm norHoMo4ne I'IpaBo Ha
noaTBepXxXapaeHuwe uUcnonb3oBaHUA npu pacqéTe onpaBaaTenbHOro
AOKYMeHTa, TO B ctonbue NMoanucaHo aBTOMAaTUYECKM yCTaHaBJ/INBaeTCA 3HaA40K
@', YTO 3HaA4UT, 4YTO AOOKYMEHT He noanncaH U He WUCMNoJSIb3yeTCA B pacqéTax.
NameHnTb aToT napamMeTp MOXET oneparop, nMmeroLmm YKa3aHHOe NosfiHoOMO4ume.

4.6 CnpaBOYHMK AOKYMEHTOB

4.6.1 OKHO cnpaBOYHMUKA

Mpn nepBom 3anycke pasgena CnpaBOYHMK AOKYMEHTOB COAEPXWUT CMUCOK AOKYMEHTOB, MO
YMOMYaHMUIO UCMONb3yeMbIX NpW CcoCTaBneHun «Tabenss yyema paboyezo 6peMeHu U
pac4yema onnamesl mpyda», opma Ne T-12, cornacHo noctaHoBneHuto IrockomcTata PP ot
05.01.2004 Ne 1 «O6 ymeepxxOeHuU yHUGUUUPOBAHHbIX GOOPM epeu4yHoOU y4emHou
OoKyMeHmauyuu o y4yemy mpyda u e20 ornambiy. Kpome 3TOro B CrNpaBOYHUKE
npeaycMOTpeHa BO3MOXHOCTb 400aBNeHNSA TUMOB AOKYMEHTOB, MPUHATLIX HA NPEANPUATUN.

Ona OTKPbITUA OKHa CrnpaBO4YHMUKaA OOKYMEHTOB Ha MaHesrmin MHCTPYMEHTOB pa3iesia HaXMUTe
CTpEriKy cripasa OT KHOIMKA Cl'lpaBO‘-IHVIKM AOKYMEeHTOB @ M B OTKPbIBLWLEMCA MEHKO
Bbl6epI/ITe CrnpaBoO4HUK onpaBartesibHbIX Ui CBEPXYPOYHbIX JOKYMEHTOB.

x|
Nn/n HaumeHOoBaHHe . S ‘ il ii wop Kp ¥ | Cnocob uo p CTH [JOKY a :I Baxra LI

1 2 BONBHWYHBIM B 19 Weuncnaetcs 8 pabounx gHsx J

Z 1 BOALHWUHBIN HEONIAUWBAEMbIH T 20 Weuncnaetes B pabouis aHsx

Er. [0 5 VicucneTcs & pabounx A

4 | 8 BeuepHHe yackl BY 41 Weyncnaetcs e pafiounx gHax @

5 10 BpeMA BLIHYKASHHOTD NPOryNa ne 22 Weuncnsetcs B pabounx aHsx

E 16 Bpems npocros no Buxe pabotogatens PN 31 Weuncnsetcs 8 pabouisx aHsx

7 | 23 BeINONHEHWE rOCyAapCTEEHHBX o0AzaHHoCTEl r i;/z\ 23 WeynenseTca 8 pabounx gHsx _'LI
aa plm

HanmeHoBaHre Koa pokymexTta
IEaxTa IBM

Linpposoii Koa gokymexta Homep no nopaaky
5 5 3:

| | E| =l | a4 | 5] | ™ | MexestEane crpbmbe AomenTa ‘ ‘@ oK

1. lNMaHernb MHCTPYMEHTOB OKHa:

# Oo6aButb (Ctrl+N)—kHoMka nO3BONAET OTKPbITb MNaHenb BBoAA W
pefakTMpoBaHUs AaHHbIX Ana obaBneHns B CNPaBOYHMK HOBOMO AOKYMEHTA.

al UsmeHnUTb (Ctrl+E) —kKHOMKa nO3BOMSET OTKPbITb MNaHenb BBoda WU
penakTMpoBaHUS OaHHbIX ANS BbIHECEHUS U3MEHEHUS B Ha3BaHWE, YUCIOBON WU
OyKBEHHbIE KOObl OOKYMEHTA, BblOENEHHOro B paboden obnacTn OkHa, WM BBECTMU
AS151 HEro NOsSICHEHME.

S Yaanutb (Ctrl+D) — kHonka no3BONAET yaanuTb U3 CNpaBOYMHUKA U CKPbITb,
BblAENeHHbI B paboyein 06rnacty okHa JOKYMEHT.

lpumeyaHue:
Ecnu BblﬂeﬂeHHbIVI B pa60l-|e|7| obnactn okHa OOKYMEHT paHee Obin BblOaH XOTA Obl

OAHOMY W3 COTPYOHWKOB, TO MPW HaxaTuu KHOMKM YaanuTtb =l OTKPOETCH OKHO C
npeaynpexaeHnemM o ToM, YTo AIOKYMEHT OyaeT He yaaneH, a ckpbiT. B aTom cnyyae B
AanbHenLeM OOKYMEHT MOXET ObITb BOCCTAHOBIIEH.

t« O6HOBUTbL pAaHHble (OTMeHUTb wuameHeHusa) (Ctrl+Alt+R)— kHonka
NMO3BONSET 3aKpbiTb MaHenb BBOA4A [OOMOMHUTENbHbLIX AaHHbIX, He COXpaHss
N3MEHEHUN.

H CoxpaHutb pgaHHble (Ctrl+S)—kHonka MNO3BOMNSIET COXPaHUTb W3MEHEHMS
BHECEHHbIEe B CNPaBOYHUK JOKYMEHTOB.
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2.

3.

4.6.2

¥ BoccraHoBuTb CKpbITbIn AOKyMeHT (Ctrl+Alt+V)—«kHonka no3Bonser
BOCCTaHOBUTb B CMNPaBOYHMKE BbIAENEHHbLIM B paboyein obnacTn OKHA CKPbITbIA
OOKYMEHT. KHOMKa AOCTynMHa TONMbKO npu ycTaHoBke dnaxka [MokasbiBaTb
CKpPbITble JOKYMEHTbI.

Moka3biBaTb CKpbITble AOKYMEHTbl —MNpy YCTaHOBKE dnaxka B paboden
obnacTun okHa KpacHbIM LBETOM OTOOpaXarTCHA CKPbITbIE JOKYMEHTbI.

OK — KHOMKa NO3BOMSET 3aKPbITb OKHO CMPaBOYHMKA JOKYMEHTOB.

Pabouyasi obnacTb OkHa COAEPXUT CMNCOK AOKYMEHTOB CMpaBOYHMKA.

B ctonbue Ne n/n otobpaxaetrcs NOpsAOKOBbIA HOMEP, NMPWUCBOEHHbLIA LOKYMEHTY.
Ecnm npu cosgaHuM  onpaBaaTenbHOro  AOKYMEHTa  YCTaHOBUTb — (ONaXKoK
CopTupoBKa TUNOB AOKYMEHTOB MO NOPAAKOBOMY HOMeEpY, TO [AOKYMEHTbI
OyayT oTobpaxaTbCsi B NOPSIAKE YCTAHOBMNEHHbIX HOMEPOB.
Ins onpaBpaTtenbHbIX LOKYMEHTOB 3Ha4yok « B cTonbue [ob6aBnsetca K
paboyemMy BpeMeHM yKasbiBaeT Ha TO, YTO BpPeMs yKkazaHHOe B [aHHOM Turne
AokymeHTa bynet nobaBneHo k pabodeMy BpeMEHN COTPYAHMKA.
[nsa onpaBaaTenbHbIX 4OKYMEHTOB pacKpblBaloLLerocst cnucka B ctondue Cnoco6b
MCUYMUCIIEHUANPOAONKNTENIbHOCTUAOKYMEHTANO3BOMSET yKa3aTb, Kakme AHM
OyayT BXoauTb B Nepuos BpeMeHn 3aaaBaemMblii LOKYMEHTOM:

* Ucuncnsaertcs B pabouunx gHAX;

e Ucuncnsaetcs B KaneHAapHbIX AHAX, BKNOYaa npasgHUYHble OHMU;

e Ucuncnsaetcss B KaneHAapHbIX AHAX, WUCKN4Yasi npa3gHUYHbIe

OHMU.

[ns [QOKYMEHTOB Ha CBEpXypodHble 3Ha4yok ¢ B cTonbue CBepxypouHble B
npasaHUYHbIe U BbIXOAHbIEe OHUW YKa3blBaeT Ha TO, YTO BpeMsi, ykasaHHoe B
AaHHOM Tune OokymeHTa Oyger gobaBrneHo Kk pabovemy BpPeEMEHW B BbIXOAHbIE W
npasaHWUYHbIE OHW.

MaHenb AOMNOMHUTENbHOW MHAOPMAaLUM COOEPXUT OOMONMHUTENbHbIE MOSICHEHUS,
BBEAEHHbIE AN JOKYMEHTa, BblAENeHHOro B paboyei 06racT okHa CripaBoYHUKa.

YcnoBHble 0603Ha4YeHUss JOKYMEHTOB

YcnoBHble 0603HayYeHuUsA (Koabl) AOKYMEHTOB, UCNOSb3yeMble Npu
3anonHeHuun «Tabens yvyeta pabo4yero BpemeHu» B opme Ne T-12

HanmeHoBaHue AOKyMeHTa BykBeuubi | Lucbponon
Kog Kog
MNponomkuTensHOCTb PadoThl B AHEBHOE BpeMSs A 01
MNponomKkuTenbHOCTb PaboThl B HOYHOE Bpems H 02
MpogomKkuTenbHOCTb PaboTbl B BbIXOAHbIE 1 HEpaboune, PB 03
npasgHUYHbIE OHU
IMpogomKNTENbHOCTE CBEPXYPOYHON paboThI C 04
MpogomknTenbHOCTb PaboTbl BaXTOBLIM METOAOM BM 05
CnyxebHasi KomaHaMpoBKa K 06
NoBbllLEeHNe KBannuKaLlum ¢ OTpbIBOM OT padoThl MK 07
MoBbIWeHNe KBanudmKkaumm ¢ OTPbIBOM OT paboTbl B ApYrom M 08
MECTHOCTH
E>xerogHbihi OCHOBHOWM OMnrnadYymMBaemMbi OTMYCK oT 09
E>xerogHbih AONOMNHUTENbHbIN ONnavynBaeMblii OTMYCK on 10
[10MONHUTENBHBIN OTNYCK B CBSA3M C 00y4YeHNEM C COXpaHEHNEM
cpenHero 3apaboTtka paboTHMKaMm, CoBMELLaloLLnM paboTy ¢ Yy 11
o0yyeHnem
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HanmeHoBaHue AOKyMeHTa BykBeuubi | Lucbponon

Kopn Kopn

CokpalLleHHas NpogomKNTENbHOCTL paboyero BpeMeHu Ans

obyyatoLmnxcs 6e3 oTpbiBa OT NPOM3BOACTBA C YaCTUYHbLIM YB 12

coxpaHeHneM 3apaboTHOW nnaTbl

[lononHUTENbHBIN OTNYCK, B CBA3M C 00y4eHnem 6e3 coxpaHeHust Vi 13

3apaboTHOWM NNnathbl

OTnyck no 6epemMeHHOCTM 1 pofam (OTMYCK B CBA3N C = 14

yCbIHOBIIEHNEM HOBOPOXAEHHOrO pebeHka)

OTnyck no yxoay 3a pebeHKoM A0 LOCTUXKEHUS UM BO3pacTa Tpex OX 15

net

OTnyck 6e3 coxpaHeHus 3apaboTHOM NnaThbl, NPegoCTaBNEHHbIN Jile) 16

paboTHWKY Mo paspeLueHnto paborogarens

OTnyck 6e3 coxpaHeHusi 3apaboTHON NnaTbl B Cryvasx, 03 17

NpenyCMOTPEHHbIX 3aKOHOAATETbCTBOM

E>xeroHbIN ONONMHUTENBHbIN OTNYCK 6e3 coxpaHeHns i3 18

3apaboTHOM NnaTbl

BpemeHHast HeTpyAoCnocoBHOCTL (KpOMe Cry4aes,

nNpenycMOTPEHHbIX kogom "T") ¢ HasHa4YeHnem nocobus cornacHo b 19

3aKOHOAATENbCTBY

BpemeHHast HeTpyaocnocobHOCTbL 6e3 HazHa4YeHUst nocobus B T 20

crnyyasx,npeayCcMOTPEHHbIX 3aKOHOA4ATENbCTBOM

CokpalleHHas NpodormkKNTeNbHOCTb paboyero BpeEMeEHN NPoTMB

HOpMarnbHON NPOACIHKUTENBHOCTM paboyero AHA B Jiy 21

crnyyasx,npeayCcMOTPEHHbIX 3aKOHOA4ATENbCTBOM

Bpems BbIHYXOEHHOrO nporyna B criydae Npu3HaHus YBOMbHEHMS,

nepesofa Ha apyryto paboTy nnm oTcTpaHeHust oT paboTbl rnB 22

HE3aKOHHbIMW C BOCCTAHOBIIEHWEM Ha NpexXHen pabote

HeBbIXxoabl Ha BPEMSI UICNOMHEHUSA rOCy4apCTBEHHbIX UK r 23

06LEeCTBEHHbIX 06513aHHOCTEN COrMacHO 3aKOHOAATENbLCTBY

Mporynbl (oTcyTCTBUE Ha pabodem MecTe 6e3 yBaXKUTENbHON

NPUYMH B TEYEHUE BPEMEHU, YCTaHOBIEHHOrO rnP 24

3aKOHOAATENBCTBOM)

MpogomkMTenbHOCTL paboThl B peXxnme HenonnHoro paboyero

BPEMEHU NO nHUUMaTnBe pabotogartens B criyyasix, HC 25

nNpegyCMOTPEHHbIX 3aKOHOAATENbCTBOM

BbixogHble aHM (exXeHeaenbHbIn 0TNYyCcK) U Hepabouune B 26

npasgHUYHbIE OHN

[lJononHnTenbHbIE BbIXOOHbIE AHW (ONNaYnBaeMbIe) OB 27

[lononHuTENbHbIE BbIXOAHbIE AHN (6€3 coxpaHeHus 3apaboTHOM HB 28

nnatbl)

3abacToBka (Mpu yCrnoBusX 1 B Nopsifke, NpeayCcMOTPEHHbIX 36 29

3aKOHOM)

HesaBKkKn No HEBLISCHEHHbLIM NPUYMHaM (40 BbISICHEHUS HH 30

00CTOATENLCTB)

Bpems npocTtost no BUHe pabotonarens PI1 31

Bpemsa npocTost no npuymMHam, He 3aBucsLWwmUM oT paborogartens u HI 32

paboTHMKa

Bpems npocTtos no BuHE paboTHUKA Bl 33

OTcTpaHeHmne oT paboTbl (HegonyLieHne k paboTe) ¢ onnaTtomn HO 34

(nocobrem) B COOTBETCTBUM C 3aKOHOAATENLCTBOM

OTcTpaHeHmne ot paboTbl (HegonyLieHne k pabore) no

NpyYYnHaM,NpenyCMOTPEHHBIM 3aKOHOAATENbCTBOM, 6e3 HB 35

HauMcneHns 3apaboTHoM nnaTtbl
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HanmeHoBaHue AOKyMeHTa BykBeuubi | Lucbponon
Kon Kopa
BpeMFI NPUNOCTaHOBKN paGOTbI B Crniy4dae 3aep>XKu Bblniartbl H3 36
3apaboTHOW nnathbl
4.6.3 [obaBrneHue HOBOro AOKyMeHTa B CNpaBO4YHUK

[ns nobaBneHunsi B CnpaBoYHMK HOBOTO JOKYMEHTA:
1. HaxmuTe CTpenKy crnpasa oT KHOMk CMPaBOYHMKMN AOKYMEHTOB ¢4 Ha naHenu
WHCTPYMEHTOB pasgena. B OTKpbIBLUEMCS MEHHO BblGEPUTE HYXKHbIA CMPaBOYHMK.

OTKpoeTCA OKHa CrpaBOYHUKA JOKYMEHTOB.

2. B OTKpbIBLLUEMCA OKHE HaXXKMUTE KHOIMKY Hob6aBuTb # Ha naHennm MHCTPYMEHTOB.
Ecnu Heobxogmmo npon3sectn U3MEeHeHnA B paHee nobaerneHHoM B CrpaBo4HUK
OOKyMeHTEe BblAernTe ero B pa6oqe17| 0611acTn OKHa U HaXMUTE KHOMKY U3mMeHUTb

abl B HypKHEN YacTu OKHa CrpaBoO4HMKa OTKPOETCA NaHesib BBOAaA U peNaKTUpOBaHNA

JaHHbIX:

HauMeHOBaHWE Kop pokyMeHTa
IanaBﬂ,aTenhHuﬁ OOKyMeHT IG,.[I,
Unppoeoii Kog gokyMeHTa Homep no nopagky
P [ s

3. Ha naHenu B COOTBETCTBYyWOLUME MNOMS BBEAUTE HaMMEHOBaHWE, YUCIIOBOW U
OykBeHHbIN KOO AokymeHTa. Koabl OOKyMeHTa He AOMmkKHbl cogepxaTb bonee aByx
CUMBOIOB. YCTaHOBUTE HOMEP MO MOPSALKY AN OOKYMEHTa - 3TO Heobxoammo ans
TOro, 4Tobbl NPV CO34aHMMN AOKYMEHTA MOXHO ObIfIO NCMONb30BaTb COPTUPOBKY TUMNOB
OOKYMEHTOB MO MOPSAKOBOMY HOMepy. Ha naHenu JononHUTenbHOM WHgopMauunm
OKHa CrpaBoOYHMKa BBEOUTE HEOOXOONUMbIE NMOSICHEHUS K AOKYMEHTY.

4. Haxmute kHonky CoxpaHuUTb pAaHHble —EH Ha naHenu WMHCTPYMEHTOB OKHa
cnpaBoyHuKa. MaHenb BBOAA AaHHbIX OyaeT 3akpbiTa, HOBbIM JOKYMEHT MOSBUTCH B
pabo4yen 0bnacTn okHa CripaBoOYHMKA.

5. [Ins onpaBaaTtenbHbIX JOKYMEHTOB B paboden obnactu okHa, B ctonbue Cnocob
MCYUCNEHUANPOAOIIKNTENTbHOCTWL,OKY ME@HTAaC NOMOLLbIO pacKpbiBaloLLErocst
cnmMcka B CTPOKE CO34aHHOro AOKyMeHTa Bblbepute oamH M3 cnocobos, B cTonbue
[JobaBnsaeTca kK paboyemy BpeMeHMU, Npu HeOOBXOOMMOCTU NOCTaBbTE 3HAYOK
¢, ABaXObl HaXXaB JIEBOWN KHOMKOW MbILK. [1pn ycTaHOBKE 3Ha4ka B Ka4ecTBe crocoba
NCUYNCNEHNA MNPOAOIDKUTENBHOCTM [OKYMEHTa Oyaer aBTomMaTuyeckn BblOpaHo
Ucuucnaerca B pabouunx gHAX.

6. [Ins [OKYMEHTOB Ha CBepxXypodHble B paboven obnactm oOkHa, B cTonbue
CBepxypo4Hble B NMpa3AHUYHblie U BbIXOAHbIe AHWU Npu HeobxooumMocTu
NOCTaBbTE 3HAYOK ', ABaXKObl HAXKaB J1EBOW KHOMKOW MbILLIN.

7. Ons yoaneHus OOKyMeHTa BblgenuTe ero B paboyvein obnactu okHa cripaBoOvHMKA U

HaXXMUTE KHOMKY YAanuTb =l Ha naHerm WHCTPYMEHTOB. B OTKpbIBLLUEMCS OKHE
nogTeepxaeHnss HaxmuTe [la. BolageneHHbIn AOKyMeHT OyaeT yaaneH unm CKpbiT B
paboyen obrnacty okHa cripaBoOYHMKa.

8. [na 3aKkpblTUsi OkHa CnpaBOYHMKA HaxmuTe kHonky OK Ha naHenun MHCTpyMeHTOB
OKHa.
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5

5.1

Pasgen «XKypHan oTpaboTaHHOro BpeMeHu»

HasHauyeHue

Pasgen «XKypHan ompabomaHHO20 epeMeHu» npefHasHayeH Ona BedeHUs >KypHana
ydeTa paboyero BpeMeHM COTPyOHMKOB. B pasgene npegycmoTpeHa BO3MOXHOCTb
odhopMneHnss onpaBaaTenbHbIX OOKYMEHTOB, a TaK e BO3MOXHOCTb Npu HeobxoammocTu
BKIMIOYaTb/BbIKMIOYAaTL COBLITUS BXOO4A W BbIXOAA, YTO MO3BOMAET UCKMHOYUTL U3 PacyETOB
[BOMHbIE Npoxoabl U T.4.

B pasgene BblAenArTCA TpU TUna OKYMEHTOB.

35

OnpaedamersnibHble OOKYMeHMbI — AOKYMEHTbI, 0DOPMIIsieMble COTPYAHUKY B Criydae
HapyLLEHNs1 YCTaHOBINEHHOrO ANsl Hero epacghuka pabomsi. B AokymeHTax ykasbiBaeTcs
NPOAOIKUTENBHOCTE UM MPUYMHA OTCYTCTBUS COTPYOHMKA, a Takke creayet nu
[06aBNsiTb BpEMS MO AOKYMEHTY K paboyeMy BpeEMEHN UMK HET.

CocmaeHble  onpaedamesibHble  OOKYMeHMbl — OOKYMEHTbI,  ocopmnsieMble
COTPYOHWKY B Crlydae HapylleHUs YCTaHOBIIEHHOro ANs Hero epachuka pabombl Ha
OCHOBaHUWN Hakor/ieHHoU 3adormkeHHocmu o paboyemy epemeHu. Vicnonb3oBaHue
cocmaeHbIX onpasdamesibHbiX OO0KYMEHMO8 MNO3BONAET MaKCMMarbHO YAoGHO
NUKBMONPOBATb CYMMAapPHYK HAKOMMEHHYHO 3a YYETHbIM NEPUOA 3a00/MKEHHOCTb OOHUM
WM HECKONMbKMMW COCTaBHbIMW  OonpaBAaTefnbHbIMM  AOKyMeHTamun 6e3  noTtepb
dhakTnyeckn oTpaboTaHHOrO BpeMeHW Ana coTpyaHuka. B aokymeHTax ykasbiBaeTcs
NPOJOIMKMUTENBHOCTE M MNPUYMUHA OTCYTCTBUSA COTPYOHWKA, a Takke cregyer nu
[06aBNATL BpemMs No OKYMEHTY K pabodemMy BpeMEHM U HeT.

HokymeHmbi Ha ceepxypoyHble (paboTbl) — AOKYMEHT, 0POpPMAsiEMble COTPYAHUKY U
yKasblBaloLlme Aaty U NpodorKUTENbHOCTb CBEPXYPOYHOM paboTbl COTPyAHMKA BO
BpeMsl, He npegycMoTpeHHoe ero rpadmkoMm paboTbl. Bpemss no  [OOKYMEHTY
pobasnsieTcs Kk paboyemy 8peMeHu.
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5.2 Pabouyee okHO pa3pena
Pabo4yee okHO pasgena uMeeT cregyroLmnn BUA:

|prosz017 =] | fooszo17 =lo/ | |8 | © | & |58~ | 3] £ ||| | #8 | okc|L1D
OnpasaaTenbHbIe A0KYMEHTbI |3aﬂonerHomﬂ@
COTPYAHUKM + | Nogpasgenexve | O —
BB
£l ApX1noB Makcim Kopbesud [MoacobHbiid pabounic]  OKC =
01.04.2017 [Cybbora] BHyTpeHHMii | N2 Tun Haumerosanne | flata D . Rorel
02.04.2017 [BGEKEEEEHEE] N ﬂDKYMEHTE nokymeHTa | nokymerTa POAOIDKUTENBHOCTE y = [AencTBnsa HD,D,I'MCEHO
- 03.04.2017 [NoHeaenbHUK] AOKyMEHTa | AokynenTa
- (4.04.2017 [BTOPHKK] 1| 486927 22 o QTCTpaHeHue ¢ 08:00/01.04.2017 01.04.2017 01.04.2017 v
05.04.2017 [Cpega] 2 | 486929 45 5] OTNyCK Heonne 08:00/01.04.2017 13.04.2017 13.04.2017 v
06.04.2017 [HeTsepr] i DB <s6s30 (53 ©  Orcipatenvec 05:00 27.04.2017  27.04.2017 _ 27.04.2017 v
- (07.04.2017 [Hmﬁmua] — N
- 08.04.2017 [Cy66aTa) Hapﬁ‘:m wompuein
09.04.2017 [BockpeceHbe]
10.04.2017 [MoHenensHK] 1 ¥/07.04.2017
- 11.04.2017 [BTOPHKK] _@ 10.04.2017 00:27
- 12.04.2017 [Cpena) 11.04.2017 00:07
13.04.2017 [YetBepr] 12.04.2017 00:15
14.04.2017 [NATHWUA] 13.04.2017 00:29
- 15.04.2017 [Cy660Ta) 14.04.2017 00:43
- 16.04.2017 [Bockpecetbe]
17.04.2017 [MoHenensHK] = 13 05:00 =
Y6 e P ] |
I _’I_I Ol I Bl
11/28
¥~ 5 % | [ Tonbko 3aperncTpupoBaHHLIE CoBbITHA )
Bxog B NOMeLleHle Buixoa W3 NOMeLLeHWA | BpeMA NpUcyTCTENA = ngzigza npzigqa 'HON;BVET MoMeLLeHHe Tun cobbmus
17} 03.04.2017 7:46:42 03.04.2017 13:52:43 4 ITaK 06:06:01 17’ 03.04.2017 7 Bxog v 4 ITax [KoHTponnep peruc &
|2 |03.04.2017 14:23:02 4 3TaK 03.04.2017 16:45:19 4 3Tam 02:22:17 |2 |03.04.2017 1] Boixop o Xonn [KoHTponnep peructf v
|3 |04.04.2017 7:53:47 4 3TaK 04.04.2017 16:45:04 4 3Tam 08:51:17 |3 |03.04.2017 1] Boixopn & Xonn [KoHTponnep perucTy v
|4 |05.04.2017 7:55:38 4 ITaK 06.04.2017 16:46:33 4 ITaK 32:50:55 |4 |03.04.2017 1] Beixog v 4 ITax [KoHTponnep peruc v
|5 |07.04.2017 7:59:08 4 ITaK 07.04.2017 16:45:47 4 ITaK 08:46:39 |5 |03.04.2017 14 Bxog v 4 ITax [KoHTponnep peruc &
|6 |10.04.2017 7:59:40 4 3TaK 10.04.2017 16:48:21 4 3Tam 08:48:41 |6 |03.04.2017 1¢ Boixon v 4 3Tax [KOHTponnep peruc v
|7 |11.04.2017 7:58:57 4 3Tax 11.04.2017 17:07:33 4 3TaK 09:08:36 |7 |04.04.2017 7] Bxog ¥ 4 3Tax [KoHTponnep peruc &
|8 |12.04.2017 7:55:35 4 ITaK 12.04.2017 12:21:26 4 ITaK 04:25:51 |8 |04.04.2017 1) Beixog & 4 ITax [KoHTponnep peruc v
|9 |12.04.2017 12:55:02 4 3TaK 12.04.2017 16:59:37 4 3Tam 04:04:35 |9 |04.04.2017 1¢ Boixopn v 4 3Tax [KoHTponnep peruc v
|10 |13.04.2017 7:59:45 4 3TaK 13.04.2017 12:38:20 4 3Tam 04:38:35 |10 |05.04.2017 7: Bxop v 4 3Tax [KOHTponnep peruc &
|11 |13.04.2017 13:19:15 4 ITaK 13.04.2017 15:02:51 Xonn 01:43:36 |11 |05.04.2017 1 Beixog [ 4 ITax [KoHTponnep peruc v
112 13.04.2017 15:14:20 Xonn 13.04.2017 16:53:06 |4 31ax 01:38:46 |12 |06.04.2017 1) Beixog & 4 37ax [KonTponnep peruc v
|13 |14.04.2017 7:40:45 4 3TaK 14.04.2017 12:50:25 4 3Tam 05:09:40 |13 |06.04.2017 1¢ Boixon v 4 3Tax [KOHTponnep peruc v
14 114.04.2017 13:28:36 4 3Tax 14.04.2017 15:02:59 Xonn 01:34:23 |14 |07.04.2017 7] Bxog ¥ 4 3Tax [KoHTponnep perud &
20 170:38 - | 72

1. TNaHenb MHCTPYMEHTOB pasgena:
loz.oe.2013 =] | [03.06.2013

= _ nons BBOO4A [faT [ANnsa YCTaHOBKM nepuoga
NMPOCMOTPA >XypHarna oTpaboTaHHOro BpeMeHM;

¥ O6HoBUTbL AaHHble (Ctrl+D) — kHoNKa No3BonsieT 06HOBUTL AaHHbIE B paboyen
obnacTtu pasgena;

ﬂnepecqéT BbIOpPaHHbLIX COTPYAHMUKOB — MNPW HaXKaTUM KHOMKW MNpoUCXoauT
nepepacyer paboyero BpeMeHU TOnbko AN BblbpaHHbIX B paboyent obnactu
COTPYOHWKOB UMW COTPYAHMKA.
& Fpacdhmk paboTbl (Ctrl+G)—kHONKka no3BonsieT OTKPbITb OKHO [padmk
paboTbl [Ons NpocMOTpa napamMeTpoB W pacnucaHus paboTbl COTPYAHMKA,
BblbpaHHOro B paboven obnactu pasgena.
& PacneyvaTtaTb BbIGpaHHYyo Tabnuuy (Ctrl+P) — kHonka no3sonsieT OTKpbITh
AaHHble paboyen obnacTn BbIOpaHHOW NaHenu pasgena B OKHe npenBapuTeNnbHOro
npocmoTtpa. [nga Beibopa naHenu Bbigenute B ee paboyen obnactn xota Obl oaHy
CTPOKY C AaHHbIMK. [MpegycmMoTpeHa BO3MOXHOCTb NeYvaTu crieqyroLmnx aHHbIX:

® CNUCOK COTPYAHWKOB C AaHHbIMM 06 OTpaboTaHHOM BpemMeHu K3 paboden

obnacTtu pasgena.

® CNUCOK JOKYMEHTOB U3 paboyein obracty naHenu JOKYMEHTOB

® CNUCOK COBbITUI NpoXoAa COTPYAHUKOB.

® CNUCOK NPOXOA0B B PEMMCTPUPYIOLLINE NOMELLIEHUS.
3% - 3kcnopT —Mpy HaXaTWWM CTPErKM CrpaBa OT KHOMKA OTKPOETCS MEHIO,
nossonstllee BblbpaTb popmar 3MeKTPOHHbIX Tabnuu Ans COXpPaHEHUS AaHHbIX
XypHana 13 paboden obnactu pasgena:

e JkcnopTB Excel (Ctrl+E)

e dkcnopTB OpenOfficeCalc (Ctri+0O)
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-2 TouHocTb no cekyHpa (Ctrl+Del) — kHonka no3sonsieT orobpaxaTb 3Ha4YEeHUs
BpeMeHn B ctonbuax Tabnumupl ¢ TOYHOCTBIO A0 CekyHA. [Ins Bo3BpaTa K TOYHOCTM
[0 MUHYTbI MOBTOPHO HAXXMMUTE 3TY XKE KHOMKY.

£] CokpaweHHbIn nokad ®UO (Ctrl+W) - kHonka nos3BonseTr oTobpaxaTb
BMECTO MMEHM N OTYeCTBa COTPYOHWUKOB WX MHUUManbl. [ns Bo3Bparta K nokasy
nonHblIX PO NOBTOPHO HAXKMUTE ITY XKE KHONKY.

%8 Moka3biBaTb HyneBble 3HAYEHWS — KHOMKA MO3BOMSIET CKPbITb HyneBble
3Ha4YeHns1 BpemMeHn B paboden obnactu pasgena.

BbiBOA Ha ne4yatb TONMbKO CYMMAapHbIX pe3yrnbTaToOB — NO3BONSAET
HacCTpouUTb NapaMeTpbl BblBOAA Ha Meyatb WHGopMauum pasgena. [pu
YCTaHOBMEHHOM (hriaxke BbIBOOUTCS TOMbKO CyMMapHas MHdopmMaums 6e3 pazdumsku
no OHAM.

He yuuTbiBaTb CeKyHAbl B COObITUAX BXxoAa-Bbixoga —ecnv raxok
YCTaHOBMEH, TO MpPU COCTaBMEeHUN OTYeTa BpeMs permctpauuu cobbiTuiA npoxoda
YYUTbIBATbCA C TOMHOCTLIO A0 MUHYT, CeKyHAbl HE y4uUTbIBalOTCA BoBce. [Anga yyeta
CEeKyH, CHUMUTE (PIaxKoK.

¢ | nvoke Bbi6op noapasgeneHus (Ctrl+B)—kHonka nossonseTr BbIGpaTh
nogpasgeneHne, COTpyaHuKM KoToporo OyayT oTtobpaxaTtbcsi B paboyen obnactu
pasgena. CnpaBa OT KHOMKM OTODpaaeTcss Ha3BaHWe BbIOpPaAHHOrO B AaHHbIN
MOMEHT NoApasaerneHus.

2. Paboyass obnacTb pasgena COAEPXKMT CMUCOK COTPYOHWKOB MOAPa3feneHus,

BbIOpAHHOTO Ha MaHenn WHCTPYMEHTOB pasgena. [nsa  Kakagoro CoTpyaHuvka
npeacTaeneHbl faHHble O pabodYeM BpemMeHW, 3a YyKasaHHbli Ha naHenu
WHCTPYMEHTOB nepuoa. [JetanbHaa nHdopmMaums o paboyem BPEMEHU MO KaXOoMy
OHI0 JOCTYMNHa B BUAE pacKpbiBatoLLLErocst cnmcka.

[ns oTKpbITUA NaHenen AONOSTHUTENbHbIX AaHHbIX ABaXObl HAXKMUTE NTEBON KHOMKOW
MbILUN Ha CTPOKE C AaHHLIMW COTpyAHUKA. [ns 3aKpbiTMS NaHenen noBTopuTe 3TO
pencteue. [laHHble oToOpaxalTca ANna COoTpyaHuMKa 3a BeCcb nepuog wunv 3a
BblOpaHHbIN OEHb.

lpumeyaHue:

B paboyein obnacTtv peannsoBaHbl cnegyoLme MyHKLUN: COPTUPOBKN MO 3f1eMEHTaM
OAHOro 13 cTonbuoB, OAHOBPEMEHHOIO BblAENEHUS HECKOMbKMX 3NIEMEHTOB CMCKA,
N3MEHEHUSI LUIMPUHBI U NOCeAoBaTeNbHOCTM CTONOLOB.

Bknagka OnpaBgaTtenbHble AOKYMEHTbI, COOEPXKUT CMUCOK OnpaBAaTerbHbIX
AOKYMEHTOB M COCTaBHbIX OMpaBAaTeNbHbIX [OKYMEHTOB, O(OPMMEHHbIX AONs
COTpyAHUKa, BblOpaHHOro B paboyeirt obnactu pasgena, 3a ykasaHHbI Ha naHenu
MHCTPYMEHTOB NepVo Unu BbibpaHHbI B paboyeli obnacTtv pasgena AeHb.

Bknagka 3agonXeHHOCTU COLEPXUT CBEOEHMSI O TEKYLMX 3ad0rMKEHHOCTAX
COTPYyOHWUKA C yKasaHueM AaTtbl U BennyMHbl HapylleHus. Ha Bknagke peanusoBaHa
BO3MOXHOCTb CO3[aBaTb COCTaBHble ornpaBAaTesibHble JOKYMEHTbl ONA NUKBMaauum
3aJ0/MKEHHOCTEMN.

[MaHenb OONONHUTENbHBIX AaHHBIX O MPOXOA4aX Yepe3 perucTpupyroLme noMeLLeHnst
BblOpaHHOrO B paboyert obractu pasgena COTpydHMKA 3a YKasaHHbI Ha naHenu
MHCTPYMEHTOB Nepuoa unu BoelbpaHHbIn AeHb. [NycTasa avenka B ctonbue Bxoa vnu
Bbixoa otobpaxaeTrca B cryy4ae, €CfnM KONMUYECTBO BXOOOB M  BbIXOOOB U3
PErMcTpUpyroLLEro MOMELLEHNA He COOTBETCTBYWOT Apyr Apyry, u Tpebyetcs
KOPPEKTUPOBKA JaHHbIX O MPOXoAaXx.
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6. [NaHenb OOMOMHUTENbHBLIX AaHHbIX O MPOXOA4ax NO3BONSIET BKIOYATL/BbIKNOYATH
cobbITMS BXOAa W Bbixoda Ansi BbiGpaHHOro B paboyeli obnactu pasgena cotpyaHvka
3a yKasaHHbIVi Ha NaHenM NHCTPYMEHTOB NePUOA Uy BblGpaHHbIN AEHb.

Tonbko 3aperucTtpMpoBaHHble COObLITUA —MNpM YCTaHOBKe naxka Ha
naHenn OTOOpaXaloTCA  COObITUS  CBSAA3aHHbIE C  MPOXOAaMW  TOMbKO B
PEernucTpupyloLmMe rnoMeLLeHnsl, Mo KOTOpbIM U BedéTcs pacyéT oTpaboTaHHOro
BPEMEHMW.

*¥ MpocmoTp BMAEO —KHOMKa MO3BOMSAET OTKPbITb OKkHO BupeoapxuB ans
npocmotpa kKagpoB C Kamepbl CKY[l cBsi3aHHOW CO  CUMTbIBaTernem,
3aperncTpmpoBaBLUNM BbliOpaHHOE COObITUEM.

5.21 OnpaBpaaTtenbHble AOKYMEHTbI

Bknagka OnpaBpaTtenbHble 4OKYMEHTbI COAEPXUT MHGOpMaLnio 06 0hOpMIIeHHbIX Ans
COTPpYyAHUKA MPOCTbIX M COCTaBHbIX OMpaBAaTENbHbIX AOKYMEHTax, WX HOMepe W Tune,
NPOAOIMKUTENBHOCTM OTCYTCTBMS COTPyAHMKA Ha pabodyem MecTe, oaTe BBoAa OOKYMEHTa,
[aTe Hayana v OKOHYaHus ero AencTBnA:

OnNpaBaaTentHbIE AOKYMEHThI |3aﬂ0ﬂ)|(e|—||—|0CTH |

SRfEAR=N
E?"TPEHHHI v [ _ Lo HaumeHoBaHWE MNpogo KHTENEHOCTE: R EENEE Haluano KE)HQU' MNMognucaHo
N2 1OKYMEHTE| OOKYMEHTE LOKYMEHTA OedcTEHA AefcTemA
l_b 398597 35 v [OoxkymeHT gobasnseT 1,00 16.12.2016 12.12.2016 15.12.2016
12 | 398596 31 ) MpOCTOM, HE 3aBMCALL 5,0001.12.2016 28122016 |28.12.2016 W
E 398595 33 ) MoBblleHWe KBanwdmk 3,00 07.12.2016 23122016 |27.12.2016 &
4 | 398594 34 ) BOMBHUYHBI(B19) 8,00 0812.2016 01.122016 |07.12.2016 W

3Havok « B cTonbue NMognucaHo YKa3blBa€T Ha TO, 4YTO OaHHbIN npoxon MCrnosib3yeTcs npu
pacyeTte pa6oqero BpeEMEHN COTpydHUKa. [na ncknodeHna OOKYMEeHTa U3 pacyeToB OBaxAbl
HaXXMUTE NEBON KHOMKOW Mbilwn B cTonbue MoanucaHo — 3Ha4oK npn 3TOM N3SMEHUTCA Ha @
, NN BbI3OBUTE KOHTEKCTHOE MEHIO HaXKaThnem npaBoM KHOMKOW MbILLIW.

3Hauok « B cTonbue TunM [OKyMeHTa yKkasblBaeT Ha TO, YTO BPEMSI MO [OOKYMEHTY

pobaensetca k paboyeMy BpemMeHu coTpygHuka. 3Hauok & ykasblBaeT Ha MpoCTOil
onpaBaaTenbHbIA JOKYMEHT.

Ha Bknagke [OCTYNHbI CReAyloliMe WHCTPYMEHTbl ANs COo3haHust UM pedakTUpoBaHUS
onpaeaaTernbHbIX JOKYMEHTOB:

41 lo6aBUTL — KHOMKA MO3BOMSIET OTKPbITL MaHEmNb BBOAA U PEAAKTUPOBAHUS AaHHbIX
Ans odopMIeHNss MPOCTOro OrnpaBAaTeNbHOro A4OKYMEHTa COTPYAHWKY, BblOpaHHOMY B
pabouen obnacTtu pasgena;

NO goKyMeHTa Jata AoKyMeHTa
for.12.2016 |

TN JOKYMeHTa

|BONbHUHBIA(B19) =
Havano nepuofa  KoHeu nepuoga MpPOOOMKUTENBHOCT b
[pr.12.2016 ¥| Jor.122016 ¥|  [oo:00 =

COXpaHUTh | OTMEHUTH |

¢ N2 nOKyMeHTa;

¢ [laTa AOKYMEHTa;
* Tun fOKyMeHTa;
¢ Hauyano nepuopaa;
¢ KoHel nepnopaa;
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e POAOITIXKXNTENIbHOCTDb.

abl Y3MEHMUTb — KHOMKa MO3BOMSET OTKPbITb MaHenb BBOAA W penakTUpoBaHUSA
onpaeaaTenbHbIX JOKYMEHTOB, BblAENEHHOro B paboyei 0brnactn BKnagku;

=l YaanuTh — KHOMKa MO3BOMSIET YOaNWTb MPOCTOM MMM CTABHON ONpaBAATeNbHbIN
[OKYMEHT, BblOEMEeHHbIN B paboyent obnactu Bknagku. Mpu yoaneHne npoucxoauT
aBTOMAaTUYECKMI NEPECHET paboyero BpemMeHu BbIGpaHHOro COTpYaHMKA.

OcdopmneHne NpocTbix onpaBaaTeribHbIX AOKYMEHTOB

Onsa O(bOpMJ'IeHVIFI oripasaateribHOro JoKyMmeHTa 13 CrnpaBO4YHUKaA.

1.
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Boigenute B pabodenn obnactm pasgena COoTpydHWKa, KOTOpoMy Heobxoommo
ocbopMnTb OokyMeHT. [pu 3ToM Ha Bknagke OnpaBaaTenbHble AOKYMEHTbI
OyoeT BbiBEOEH CMMCOK MPOCTbIX M COCTaBHbIX OMpaBAaTeENbHbIX [LOKYMEHTOB,
OPOPMIEHHbIX COTPYAHMKY 3a Nepuop, YKasaHHbIA Ha MaHenn WHCTPYMEHTOB
pasgena.

Haxmute kHorky [o6aBuTb M. OTKpoeTcs naHenb BBO4A M PeAaKTMPOBAHUS
JaHHbIX:

NS aoKyMeHTA HaTa jokyMeHTA

| |z1.05.2013 ~|
Tl AokyMeHTa

| o (ST Ty#ebHAan KoMaHAKDOEKA ;l
Hauano neproga Kodel neproga MpO4oIHMTENEHOCTE
|21.05.2013 | |zr05.2013 ~| o115 =

CORPAHATE | OTMEHTE |

Ha otkpbiBweica naHenu B none Ne qoKyMeHTa BBeaute npu HeobXxoaMMOoCTy
HOMep OOKyMeHTa, B none Beoda AaTthl [laTa AOKYMEeHTa ykaxkuTe aTy CO34aHus
AOKYMEHTa, B packpbiBalollemcsi cnucke Twun goKymeHTa BbibepuTe Kakom
AOKYMEHT K3 CrpaBOYHUKA HeobxoaMMo [o06aBuTb. 3Ha4yoKk « Yy HasBaHWA
onpaBaaTerbHbIX JOKYMEHTOB YKasblBaeT Ha TO, YTO Bpemsi No AOKyMeHTy Oyaet
nobaBneHo Kk paboyeMy BpeMEHW.

lIpumeyaHue:

[lobaBneHne HOBbIX OOKYMEHTOB B CMpPaBOYMHMK U OCOPMIIEHME [AOKYMEHTOB Ha
CBepXypOoYHble AOCTYMNHO B pasaene «OnpaedameribHbIe OOKYMeHMbI».

Ecnn pokymeHT 0OHOOHEBHbIL, TO €CTb BBOAMMOE BPEMS OrpaHMYMBaETCs OOHUM
OHEeM, TO YKaXuTe 3TO BpemMsa C nomoulbtlo cyetumka MpoaonKXMTenbHOCTb, C
TOYHOCTbIO A0 MUHYTLI. ECnv Bpemsi He ykazaHO, TO eCTb Ha CHETYMKE ykasaH «0», T
NPOAOIKUTENBHOCTLID Byaer cuuMTaTtbCAd BpemMsi paboTbl 3a BeCb [AdeHb B
COOTBETCTBUM C rpadmkoMm paboTbl coTpygHuka. B nonsix BeBoga gat Havano
nepuoaa n KoHew nepunopaykaxmnte OauH 1 TOT e OeHb.

Ecnn JoKymMeHT MHO200H€EBHbIl, TO €CTb BBOAMMOE BPEMSI OXBaTbIBAE€T HECKOSbKO
OHen, TOo yKaxuTe 3TO BpeMs C NOMOLLbIO rnoren Beoga Aat Havyano nepuopa u
KoHew nepuopa. B atom crnyyae MNMpoAaonXMTenbHOCTb He YKasblBaeTCs W
CUMTAETCHA pPaBHOM BpeMEHW paboTbl COTPyAHMKA B COOTBETCTBMM C €ro rpacmkom
paboTbl ANA COOTBETCTBYHOLLENO AHS.



PERCo-SMO07 Pasgen «>XypHan oTpaboTaHHOro BpEMEHN»

lIpumeyaHue:

. [Ona cotpygHukoB c rpagmkom pabotbl C ynpowWwEHHbIM pacyYyéTom Bcerga
Heobxoanmo ykasbiBaTb MPoOAONXKUTENbHOCTb, T.K. HOPMaTNBHOE BpPeEMSsI paboThbl
B TeYeHWe AHA Ans 3Toro Tuna rpadvkoB He YKasblBaeTCsl, a CUYMTaeTcs no
NPUCYTCTBUIO paboTHMKA Ha pabovemM MecTe.

6. [Ins coxpaHeHusi AOKyMEeHTa HaxmuTe KHONKy CoxpaHuTb. [okymeHT Oyger
nobaBneH B CNUCOK AOKYMEHTOB ANA BblAerneHHoro B paboyvein obnactu pasgena
COTPYOHUKA.

7. NS u3MeHeHMsi [OOKYMeHTa Bblaenute ero Ha Bknagke OnpaBpaTesibHble
OOKYMEHTbI 1 Haxmute KHonky MamenuTb 2B, OTkpoeTcs naHenb BBOda M
PEeaaKTUPOBaHNA AaHHbIX.

8. MNpun HeobxogMmocTn oTpenakTupynTe Tpebyemble onpaBgaTernbHble OOKYMEHTbI.
[na coxpaHeHns npon3BeaeHHbIX N3MEHEHUI HaXXMUTE KHOMKY COXpaHUTb.

9. Ina yoaneHWss OOKYMEHTa BblAENUTE €ro U HaXMUTE KHOMKy YAaanuTb St
OTKPbIBLLUEMCSI OKHe noaTBepxaeHus Haxmute [a. BolaeneHHbin aokymeHT Oyaer
yoaneH un3 paboyen obnactu BKragku, nepepacyET paboyero BpemeHwn Oyaer
BbINOMHEH aBTOMAaTUYECK!.

10. Ecnn  HeobxoguMMo pacneyatatb [JaHHble K3 paboden obnactv  naHenu
AONOMHUTENBHbBIX AaHHbBIX O AOKYMEHTAaX, Bblaenute B paboden obnactun naHenun ogHy
N3 CTPOK U HaXMuTe kHonky PacneuyaTtaTe BbiGpaHHylo Tabnuuy &' Ha naHenu
MHCTPYMEHTOB pasaena. OTKpoeTCs OKHO NpeaBapuTEnbHOro NPOCMoTpa.

5.2.2 3agomxeHHOCTH

Bknagka 3apormkKeHHOCTM OToOpakaeT 3afoiPKeHHOCTM Mo pabovyeMy BpemMeHu Ans
BblGpaHHOro COTpyaHUKa, AaTe 1 BeNMiMHe HapyLLeHus!.

OnpaBfaTenbHble JOKYMEHTHl  3aA0MKEHHOCTH

D | &
Benv4yuHa HapylweHWn Aata HapylweHns -
1p 00:02:43 [EX =¥l
2 00:28:27 06.04.2017
2 00:20:48 07.04.2017
ER 00:51:58

Ha Bknagke AOOCTYnHbl cnegyrowmne MHCTPYMEHTDI.

[ CozpaHne OOKYMEHTOB Ha OCHOBE 3a[OJIKeHHOCTEeW — KHOMKa Mo3sonser
co3fatb COCTaBHOW onpaBaaTtesSibHbI JOKYMEHT Ha OCHOBE OLHOW UMW HECKOSTbKUX
3apormkeHHocTen. Co3gaHHbIv onpaBaaTernbHbIA AOKYMEHT OTOOpasnTCA Ha BKNagke
OnpaBpaTenbHble AOKYMEHTbI.

& Meuyatb 3amomkeHHocTel (Ctrl+Alt+P) — kHonka nosBonsieT pacnevartaTb
CBEOEHNST O TEKYLUMX 3a00/MKEHHOCTAX COTPYAHMKA C yKadaHWeM [aTbl U BENUYUHDI
HapyLleHus
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OdopmMneHune cocTaBHbIX onpaBaaTeNbHbIX JOKYMEHTOB Ha OCHOBE

3agomKeHHoCcTeun
D,J'IFI TOro ‘-ITO6bI co3aatb Ha OCHOBE TEKYLUUX 3a,EI,OJ'I>KeHHOCTel7I COCTaBHble onpaBaaresribHble
OOKYMEHTbI HeO6XO,D,I/IMOZ

1. Bboibepute coTpygHuMka C 3a00/MKEHHOCTbIO MO paboyemy BpeMeHn B paboden
obnacTb pasgena ABaxabl KIMKHYB MO HEMY NIEBOM KHOMKOW MbILLIN.

2. MepenanTte Ha BKNagky 3aAosKEHHOCTM M Haxmute Ha kHonky L] CospaHue
OOKYMEHTOB Ha OCHOBe 3apoJikeHHocten. OTKpoOeTcs naHenb Co3gaHus
COCTaBHbIX OnpaBAaTenbHbIX JOKYMEHTOB:

OnpaBgaTenkHbIe JOKYMEHThl  3aA0IKEHHOCTH |

=]
BennunHa HapyweH1a Hata HapyleHun - -
1M 00:17:45
2 | 00:40:46 13.04.2017
3 | 02:44:21 18.04.2017
3] 03:42:52 ~|
NO OoKyMeHTa el L s ~CO34aHWe JOKYMEHTO COCTABHON JOKYMEHT
r OOKYMEHTOB Mo
NOpAAKOBOMY
HAMBRL Ha OCHOBAHWK 3anonHAeTcA
Tun noKyMeHTa (" BCex (% 3300NHEeHOCT AMM
IOTI‘IVCI{ Heonna4yMBaeMblid B COOTBETCTBUM € 3aKoHOM(O3 17) ;l 33[0MKEHHOCT el TO4YHO
Coznate OTMEHWUTE | .
Ha OCHOBAHMK 3anonHaeTcA
(" DTMEYEeHHBIX (" 3300MKEHOCTAMK C
3a00MKEHHOCTEN OKPYTIEHWEM

3. lNpun HeobxogmmocTn ykaxnte Ne fOKYyMeHTa.

4. YctaHoBkon (hnaxka COpTUPOBKA TUNOB OOKYMEHTOB MO MNOPAAKOBOMY
HOMEepy YCTaHOBUTE MOPSAOK OTOOpaKeHMs1 OOKYMEHTOB B pacKpbliBalOLLEMCS
cnucke Tun AOKYyMeHTa.

5. N3 packpbiBatoweroca cnucka Tun pOKyMmeHTa Bbibepute TN CO30aBaEMOro
COCTaBHOro ornpaBAaTenbHOro AOKyMEHTA.

6. BbibpaTb napameTpbl CO34aHNst HOBOTO AOKYMEHTA:

¢ Co3gaHune 4OKYMEHTOB:
oHa OCHOBaAHUM BCeX 3aAO0JIKEeHHOCTeMW — COCTaBHOM OOKYMEHT Oyaet

CO3/[1aH Ha OCHOBaHMMN BCEX MMEIOLLMXCH 330KEHHOCTEN,

O Ha OCHOBaHuUN OTMEe@4Y€eHHbIX 3a40/1KEeHHOCTEeN — COCTaBHOM

[AOKYMEHT OyaeT co3aH Ha OCHOBaHWUM BblAENEHHbIX 3340MKEHHOCTEMN.

e CoCcTaBHOM OOKYMEHT:
0 3anosiHAeTCA 3afA0NMKEeHHOCTAMU TOYHO — COCTaBHOM LOKYMeHT byaer

CO30aBaTbCHA Ha OCHOBE TOYHbIX 3HA4YEHWIN 3a00ITKEHHOCTEN,

o 3anoyiHAeTCcA 3apAoOJIXKeHHOCTAMU C OKpyrieHunem — COCTaBHOW
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AOKYMEHT OyaeT co3fgaBaTbCs Ha OCHOBE  33[10SKEHHOCTEN, KOTopble
OKpYrnsitoTcs B OOMblUYyld CTOPOHY COrflacHO 3adaHHbIM - MpaBunam
OKpyrreHusi. 3agaTb MpaBuna OKPYrfeHMs MOXHO B 00nactu, KoTtopas
aBTOMAaTM4YeCKM OTKpbIBaeTcs nNpu Bblbope napameTpa 3anosfHseTcs
3310/KEHHOCTSIMU C OKPYIIEHMEM.
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7.

8.

Haxmute kHonky Co3gaTb. Ha ocHoBaHWM 3agorkeHHocTen 6yaoeT cosgaH
COCTaBHOWN onpaBaaTenbHbIA JOKYMEHT. 3a4ormKEeHHOCTW, KOTopble B pesynbTare
COCTaBMEHUsi  [JOKYMEeHTa Oblin  noralweHbl  MOMHOCTbIO,  McYesHyT. [ns
3a00MMKEHHOCTEN, KOTOpPbIE B pe3ynbTaTe COCTaBMEHUsI onpaBaaTeribHOro AOKyMeHTa
ObINK NoraleHbl YacTUYHO, U3MEHUTCS BENUYMHA HapYLLEHUS.

lpumeyaHue:

B Clryyae, ecru COCTaBHOW OOKYMEHT co3aaBaliCA C 3arnoJjiHeEHMEM 3a00JIPKEHHOCTAMU
TOYHO, nnn 3afdaHHble TipaBuiia OKpYyrrieHns HEe NO3BOJIAKOT  OKPYITIATb
3a00IMKEHHOCTM, TO Ha BKNagke 3aAo0NMKeHHOCTHU MOryT OCTaTbCA 3a0ITKEHHOCTN,
CyMMapHaa npoaoIKUTENIbHOCTb KOTOPbLIX MeHbLUe UMM HE MOXET ObITb OKpyrJieHa
Ao 1 vaca wnm 1 pa60l-|ero OHA (B 3aBUCMMOCTU OT TUMa onpaBaareribHoro
,IJ,OKyMeHTa), a 3Ha4YUT noracuTb UX Ha AaHHbIN MOMEHT HEBO3MOXHO.

Ha Bknagke OnpaBpaTtenbHble AOKYMEHTbl MOSIBUTCS HOBbIA COCTaBHOM
onpaBAaTesibHbI JOKYMEHT C 3ad4aHHbIMW NapameTpamu:

OnpaefaTenbHbIE AOKYMEHTHI | 3300MKEHHOCTH |

| et |
BHyTpeHHHIA N2 Tun HanmeHoeaHne Oata P Haljano KOEELL
NO JIOKyMeHTa  4OKyMeHTa | JoKyMeHTa NpogoMHUTENEHOCT [R— feficTena | delcTeuA Mognucano
AOKYMEHTE | AOKYMEHTA
1pE 4869 126 7] OTNyCK HeONNa4yneae 03:00:00 18.04.201:18.04.2017 18.04.2017 Ve
Hata BennunHa -
HAPYIWEHHA | HApPYLIEHUA
[1P|13.04.2017 00:15:39
2 |18.04.2017 02:44:21
2] 03:00:00 |
« | 2

e KHonka = B cTonbue BHYTpeHHUN AOKYMEHT O3Ha4yaeT, YToO 3TO COCTaBHOW
onpaBAaTtefibHbln - AOKYyMeHT. [Ons  Toro 4tobbl  MOCMOTPETb,  Kakue
3300/MKEHHOCTU  MOKPbIBAOTCS  3TUM  COCTaBHbIM  orpaBAaTefibHbIM
OOKYMEHTOM, HaXXMUTE Ha KHONKY .

e Ecnn JOKYMEHT cOo3[aéTcsa oneparopoM, Mmerwmm nonHomoudne lNMpaBo Ha
noAaTBepXAeHUe UCNOoNb30BaHUA NpPU pacyéTe onpaBAaTenbHOroO
OOKyMeHTa, To B cTonbue NMoanucaHo aBTOMaTU4YeCckn ycTaHaBnMBaeTCs
3HAYOK #', YTO 3HAYUT, YTO JOKYMEHT NOAMNUCAaH N UCMNOMb3YeTCs B pacyETax.

® Ecnn OOKyMEHT CcO3JaéTcsl oneparopoM, He MMmerwmMm nonHomouve lMpaBo
Ha noaTBepXxAeHue Mcnonb3oBaHUA npu pacuéTte
onpaBaaTesibHOro  AOOKyMeHTa, 710 B cTtonbue [oanucaHo
aBTOMATMYECKV YCTAHaBMMBAETCS 3HAUYOK &, UTO 3HAUMT, YTO [OKYMEHT He
NOAMUCaH U He MUCMOoMNb3yeTCcs B pacyétax. MIaMeHuTb 3TOT napameTp MOXeT
ornepatop, UMEeILLUIA ykazaHHOE NOSTHOMOYKE.
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5.3 OnucaHue noneun gaHHbIX XypHana
Pabo4yas obnactb pasgena CoaepxuT crnegyroLime nons gaHHbIX:

banaHc
PaboTa
R MepepaboTka | pabodero 3an0mHEHHOCTb
BPEMEHK

187:39 159:45 [169:01] 00:15 00:00 09:17 00:00 [09:01] 00:00
00:00 00:00 00:00 00:00  00:00 00:00 00:00
00:00 00:00 00:00 00:00 00:00 00:00 00:00
08:18 08:00 [08:16] 00:00 00:00 0016 00:00 [00:16] 00:00
07:56 07:56 00:04 00:00  00:00 -00:04 00:00
08:27 08:00 [08:22] 00:00 00:00 00:22 00:04 [00:22] 00:00
09:41 08:00 [09:05] 00:00 00:00 01:05 00:00 [01:05] 00:00
09:40 08:00 [08:37] 00:00 00:00 0037 00:00 [00:37] 00:00
00:00 00:00 00:00 00:00 00:00 00:00 00:00
00:00 00:00 00:00 00:00 00:00 00:00 00:00
09:35 08:00 [08:34] 00:00 00:00  00:34 00:00 [00:34] 00:00
09:49 08:00 [08:47] 00:00 00:00 00:47 00:00 [00:47] 00:00
09:09 08:00 [08:16] 00:00 00:00 O00:16 00:00 [00:16] 00:00

]

1

CoTpyaHUKI + | Noppaspenedue | Owubku | MpucyTcTewe | Pabodee BpeMs | OTCYTCTBME

= ByHuH E. A. [Mixenep-npo...  JAC

- 01.04.2017 [Cy660Ta]

- 02.04.2017 [BocKpeceH...
~ 03.04.2017 [MoHegeneH. ..
04.04.2017 [BTOPHKK]

~ 05.04.2017 [Cpepa]

~ 06.04.2017 [YeTsepr]

-+ 07.04.2017 [NFTHALA]

- 08.04.2017 [CybboTa]

- 09.04.2017 [BocKpeceH...
10.04.2017 [MoHeaenbH...
11.04.2017 [BTOPHWK]

~ 12.04.2017 [Cpepa]

+ 13.04.2017 [YeTsepr]

-~ 14.04.2017 [NAaTHULA]

- 15.04.2017 [Cy660Ta]

- 16.04.2017 [BockpeceH...

09:39 08:00 [08:29 00:00 00:00 00:28 00:00 [00:29] 00:00
08:50 08:00 [08:05 00:00 00:00 00:05 00:00 [00:05] 00:00
00:00 00:00 00:00 00:00 00:00 00:00 00:00
00:00 00:00 00:00 00:00  00:00 00:00 00:00

LLLLLLLLLLCLLLRS

Own6kM — 3Haukom & B cTonBGLE OTMEYeHbl OHU, A4S KOTOpbIX TpebyeTca KoppeKkTupoBKa
AaHHbIX 0 npoxodax. Ecnn ansa cotpygHuka xots Obl OOMH OeHb U3 YKa3aHHOrO Ha MaHenu
MHCTPYMEHTOB nepuoaa TpebyeT KOPPeKTUPOBKM AaHHbIX O npoxodax, To B cTpoke ¢ PO
COTPYAHUKA TaKk e OydeT ycTaHoBMeH 3HauoK . Ecnn B ycTaHOBMEH 3HAYOK ¢, TO
KOPPEKTUPOBKA He TpebyeTcs.

lpumeyaHue:

Ecnn B pasnene «paguk pabomsbi» moayns PERCo-SN01 «ba3zoeoe 1O» ans
rpadpmka, No Kotopomy paboTaer COTpyaHWK, YCTaHOBNEH napameTp He yumTbiBaTb
ABOMHbIE NpoxoAbl, TO NpU perncTpauun noapsag n Bxogos u 3atem N BbIxogos,
Ans pac4értoB bepytcs Havbonee ydanéHHble Opyr OT Apyra Bxog W Bbixod. Ecnu
napametp He yumTbiBaTb ABOMHbIE NMPOXOAbl HE YCTAHOBMEH — OMA pacyéTa
BepyTca Gnvkanwne opyr K Apyry BXO4, U BbIXOA.

KoppekTvpoBKa [aHHbIX O Mpoxodax MOXeT NoTpeboBaTbCsA, eCcnv KOMMYeCTBO BXOAOB U
BbIXOZIOB COTPYAHUKA U3 PErMCTPUPYIOLLLErO MOMELLIEHUS B TEYEHNE CYTOK HE COOTBETCTBYIOT
Apyr Apyry. BO3HMKHOBEHME TaKoW CUTyaLuW BO3MOXHO, €CNN COTPYAHWK MPU BXOAE WK
BbIXO[e He MNpedbsaBUn UNu NpeabsaBun ABaxAbl KapTy gocTyna. (OTo He OTHocuTCA K
COTpyOHUKaM, BpeMsi paboTbl KOTOPbIX B COOTBETCTBUM C YCTAHOBMEHHbIM UM TpacuKom
paboTkl NpeaycMaTpuBaeT nepexon Ha cneayroLLme CyTKN).

MpucyTcTBME — BpEMS HaxoXOEHUs COTpyaHuMKa Ha paboyeM mMecme He3aBUCMMO OT
YCTaHOBMEHHOro Anda Hero gpaghuka pabomsi. Ecnn gna rpadmka paboTbl COTPyOHMKA
YyCTaHOBIEH QUNIaXOK Yy napameTpa Y4uUTbiBaTb TONbKO NepBbIN BXOo4 nocneaHwuu
BbiXoA4, TO B cTonbue 6yaeT ykasaHO BpemMsi Mexay nepBbiM BXOAOM B PeErncTpupyroLlee
NMoMeLLeHME 1 NOCNEAHNUM BbIXO4OM M3 HErO 3a KaneHgapHbI OeHb.

Pabouyee BpeMs —3aperucTpypoBaHHOE BpPeMsl, B TEYEHMEe KOTOPOro COTPYAHUK
Haxoawurncs Ha paboyem Mecme COrnacHO YCTaHOBMEHHOro AN Hero 2pachuka pabomsbi W
BbIMOSHSA CBOW TPYAOBble 006513aHHOCTH.

lpumeyaHue:

Ecnn B BbliOpaHHOM nepuoge cyuwectsoBann Pa6ouun BbixogHow u [aTa
nepeHoca, To Pabouyee Bpems Oyger paccunTbiBaTbCA TOMbKO Mocne
dhakTnyeckoro HacTynneHus aton [laTbl nepeHoca.

OTcyTcTBME — BpeMS, B TEYEHME KOTOPOro COTPYAHUK OTCYTCTBOBarn Ha pabodem mecte B
HapyLleHne YCTaHOBMEHHOro ANsi Hero epaguka pabomsi. Ha BpemMsi OTCYTCTBUSA LOIMKHbI
ObITb 0hOpMNEHbI OrpagdamesibHble OOKYMEHMbI.
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Pa6oTa HOUYbIO — BpeMs, NPOBEAEHHOE COTPYAHUKOM Ha paboyem Mecme, B COOTBETCTBUN
C YCTaHOBIIEHHbLIM ANs HEro epaghukom pabomsi B NeEpPUOL BPEMEHMU, CUUTAIOLLUIACS HOYHBIM.

lIpumeyaHue:

[Mepnoabl BEYEPHErO M HOYHOrO BPEMEHM paboTbl YCTaHaBMMBAKTCA B pasgene
«Mpachuk pabombi» wmogyns PERCo-SNO01 «Bba3oeoe [10» Ha Bknagke
MpasgHuyHble AHW. 10 ymonuyaHuo AN BEYEPHErO0 BPEMEHW YCTaHOBIEH
npomexyTok ¢ 20 00 22 YacoB, ANs HOYHOro — ¢ 22 10 6 Yacos.

MepepaboTka —Bpemsi, MPOBEOEHHOE COTPYOHUKOM Ha paboyemM Mecme, BHe
obsi3amernibH020 8peMeHU pabomsbi, NpeBbllLalOWee HopMy paboyez2o 6pemMeHU W
pa3speLleHHbIX NepepbIBOB 3a [eHb.

BanaHc pa6oyero BpeMeHU — pasHuLa Mexay epeMeHeM rnpucymcemeuss N paboumm
BPEMEHEM, KOTOPOe AOImKeH Obin Obl oTpaboTaTb COTPYAHMK B COOTBETCTBUM C rpacdonkom
paboThbl.

3a[0NXKeHHOCTb — 33[10/HKEHHOCTb COTPYAHUKA Mo paboyemy BpeMeH!.

5.4 NMpocmoTp XypHana

[na otobpaxeHus xypHana pabovero BpeMeHn COTPYOHWKOB OOHOro M3 nogpasfeneHunn 3a

onpeneneHHbIn nepuoa;

1. Haxmute kHonky BbliGop noapaspeneHus # jya nanenu WHCTPYMEHTOB
pasgena W ykaxute nogpasgeneHue. BbibpaHHOe nogpasgeneHve  6yget
oTobpaxaTbCs cnpaBa OT KHomnku. B paboven obnactn pasgena Oygoetr npeacTtasrieH
CMNCOK COTPYOHUKOB BbIOpaAHHOrO NogpasaerneHuns.

2. YKaxuTe Hadano u KOoHey nepvoga npocMOoTpa XypHana paboyero BpeMeHu C
NOMOLLbIO NOfen BBOAA AaT Ha NaHenn MHCTPYMEHTOB pasaena.

3. Haxmute kHonky OBGHOBUTbL AaHHble ¥ Ha naHenu WHCTPYMEHTOB pasgena.
[aHHble xypHana 6yayt oTtobpaxeHbl B paboden obnactu pasgena. [Ons kaxgoro
COTpyOHUKA OaHHble NpeacTaBrieHbl B BUAE pacKpbiBalOLWErocs cnvcka no AHsAM B
npegenax ykasaHHoro nepuoga. [na packpbITUsi CIMCKa HAXXMUTE Ha 3HaYOK = crnesa
oT cTpoku ¢ PO coTpyaHuka.

4. Ina OTKpbITMA nNaHenen AOMNOMHUTENbHbLIX AaHHbIX O Npoxodax W AOKyMeHTax
OBaXObl HAXXMUTE NEBOW KHOMKON MbILLX B CTPOKE C JaHHbIMU COTPYAHUKA B paboden
obnacTtu pasgena.

B cnyyae HeobxoanMOoCTM NPOM3BEANTE KOPPEKTUPOBKY AaHHbLIX O NPOXoAaXx.

B cnyyae HeobxoanmocTu fobaBbTe UM U3MEHUTE onpaBAaTelibHble AOKYMEHThI.

. Ona npocmoTtpa napameTpoB rpadmka paboTbl COTPyOHMKA W €ro pacnmncaHus
paboTbl BbligenuTe B paboyer obractu pasgena HyXHbI OeHb U HaXMUTE KHOMKY
Mpadmk pa6oTbl & Ha NaHenn MHCTpyMeHTOB pasaena. OTKPOETCS! OKHO rpachuk
paboThbl.

8. Bbligenute B pabodven obnactu pasgena OOHOro WM HECKOMNbKUX COTPYOHUKOB,
AaHHble XypHana Ans KoTopbiX HeobXxoauMMO COXpaHuTb B panine 3reKTPOHHbIX
Tabnuy, unu pacneyatatb. Ecnn He ByaeT BblaeneH HU OAWH COTPYAHMWK, TO AaHHble
OyOoyT COXpaHeHbl WNM pacnedataHbl O BCeX COTPYAHWMKOB  BblOpaHHOMO
nogpasgeneHust.

9. Ecnn HeobxoaMMO COXpaHWTb AaHHble XypHana u3 paboyen obnactu pasgena B
baiine 3neKTPOHHbIX TabnuL, TO HAXMUTE CTPEnKy CrpaBa OT KHOMKM JKCmopT A=
Ha naHenn MHCTPYMEHTOB pasgena. B oTkpbiBweMcs MeHo Bblibepute cdopmat ans
COXpaHeHus.

e dkcnopT B Excel
e dkcnopT B OpenOffice Calc

No o
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10. Ecnn HeobxoguMo pacneyataTtb, AaHHble XypHana u3 pabodven obnactu pasgena
HaXMUTe KHonky PacneyaTaTb BblIGpaHHYl Ta6bnuuy € Ha naHenu
NMHCTPYMeEHTOB pasgena. OTKpoeTCs OKHO NpeaBapuTenbHOro MpocMoTpa.

5.5 KoppekTupoBKa cnucka coobiTn npoxoaa

[na KOppeKkTUpOBKM CMMCKa MPOXOAOB COTPYQHMKA B PErMCTPUPYHOLLME MNOMELLEHUS,
NCNonb3yeMblX Npu pacyeTe paboyero BpeMeHH:
1. B pabouen obnactn pasgena HaXKMUTE Ha 3HAYOK # CrneBa OT CTPOKM C AaHHbIMU
COTPYAHMKA, 4Ns1 KOTOPOro HEOBXOAMMO CKOPPEKTUPOBATL AaHHbIE O MPOXoAaX.
2. B packpbiBLIEMCSH CMMCKe BblAENUTE OeHb ONA KOPPEKTUPOBKM AaHHbLIX O NPOXOAaXx.
Ha naHenn [ononHuUTEnNbHbIX AaHHbIX Oyger BbiBeAEH CMNMCOK MNPOXO4OB 3a
yKa3aHHbIN OEHb.
3. Ha naHenu KoOppeKTMPOBKM OaHHbIX O MPOXOAAx UCKMIOYNTE HEKOPPEKTHbLIE MPOXOAbl.
[na atoro B cTonbue YyacTByeT B pacyeTax ABaXadbl HOXMUTE NIEBON KHOMKOM
Mbiln B cTtonbue MoanucaHo — 3HA4YOK NpU 3TOM U3MEHUTCH Ha & unu BbizoBuTe
KOHTEKCTHOE MEHIO HaXXaTUeM NpPaBOn KHOMKOW MbILLN.

lpumeyaHue:

HaunHaa ¢ Bepcun PERCO-S-20 3.9.6.5 nepepacyéT Ha Kaxgoe OTK4veHue/
BKITHOYEHME COObITUSA NpoXoda aBTOMATUYECKM HE NMPOU3BOAMTCS, B CBS3M C TEM, YTO
nosiBunacb KHomka mHamMBuayanbHoro nepecyéta lMepecuutatb cotpyaHuka (Alt
+C), 4TO nO3BONSIET MPOM3BECTU OAHOKPATHLIA MEPepacyéT yxe Mocne BCex
HEeoBXOAMMBbIX OTKIMHOYEHWI/BKITHOHEHUIA.

4. Ecnu 4icno BXO4oB M BbIXOAOB 3a AeHb COOTBETCTBYIOT APYr Apyry, TO AeHb Byaer
oTMeuyeH B cTonbue Owmnbku paboyen obnactn 3Ha4Ykom « .

5. Takum >xe 0OpasoM CKOpPPEKTUPYWTE AaHHble O Npoxodax Ans APYyrnx OHEW B
PacKpbIBLUEMCSI CMUCKE, OTMEYEHHbIX 3Ha4YKOM & Nocne atoro ans COTpyOHUKa
3HAYOK B CTPOKE C AaHHbIMM COTPYAHUKA TaK Ke UBMEHUTCS Ha +'.

6. Ha naHenn vHCTpymMeHTOB pa3gena Haxmmute kHornky OGHOBUTbL AaHHble ¥ angd
nepecyeta [aHHbIX XypHana. [ononHutenbHble naHenu OyayT 3akpbiThbl, BCE
pacKpblBalOLLMECS CANCKN ByayT CBEPHYTHI.

7. Ecnn Heobxogumo pacrnedatatb, [MOaHHble W3 paboden obnactu  naHenu
AOMOSNHUTENBHBIX AaHHbIX O Npoxodax, Bblaenute B paboyer obnactn naHenu ogHy
N3 CTPOK U HaXMuTe KHOnKy PacneyaTaTe BbIGpaHHylo Tabnuuy & Ha naHenu
NMHCTPYMEHTOB pa3gerna. OTKpOoeTCs OKHO NpeaBapuUTEnbHOro NPoCcMoTpa.
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Call-ueHTp: 8-800-333-52-53 (6ecnnaTtHo)
Ten.: (812) 247-04-57

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

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

system@perco.ru - o Bonpocam o6CcnyXnBaHUS 3NEKTPOHUKM
cucteM 6e3onacHocTH

turnstile@perco.ru - no Bonpocam o6CnyXnBaHUst TYPHUKETOB U
orpageHumn

locks@perco.ru - No Bonpocam o6Cny>KMBaHUsi 3amMKOB

soft@perco.ru - No BONpocam TEXHUYECKOM NOAAEPKKN
nporpamMmHoro obecne4yeHus

WWW.perco.ru
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