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1 BBepeHue

[aHHoe «Pykosodcmeo mnosnib3oeamerns» (fanee — pyKkosoOCmMeO) COLEPXKUT OnucaHue
pabounx OKOH M MOCneqoBaTeNbHOCTM AEUCTBUA Npu paboTe ¢ pasgenamu, BXOAALMMU B
mMoaynb pacwwupeHna cetesoro 10 PERCo-SM02 «[llepcoHan» eguHOW CUCTEMbI
6GesonacHoCcTH 1 nosblweHus addekTnsHocT PERCo-S-20 (nanee — cucmema).

[aHHOe PpyKOBOACTBO [O/MKHO  MCMOMb30BaTbCA  COBMECTHO C  «Pykosodcmeom
aomuHucmpamopa» cetesoro MO PERCo0-S-20 n pykOBOACTBOM MOrb30BaTens mogyns
PERCo-SN01 «ba3oeoe I10».

PykoBOACTBO paccumTaHO Ha nonb3oBartens, obnagatowiero 6a3oBbiMM HaBbikamn paboTbl C
NPUITOXXEHNSIMU B Cpefe onepaumoHHbix cuctem Microsoft Windows.

B pykoBoACTBE UCMONb3YIOTCA CrieaytoLe CoKpaLLeHUs:
MO — nporpaMMHoe obecneyeHve

Moaoyne PERCo-SMO02 «llepcoHasn» npegHasHadyeH AN COTPYAHMKOB OTAENOB KaapoB
(oToenoB nepcoHana) nNpeanpusaTUa M MO3BOMSIET  paclumpuUTb  (PYHKUMOHANbHbIE
BO3MOXHOCTWN pas3fernioB «Y4yemHbie O0aHHble» W «CompyOHuku», Bxogsawmux B PERCo-
SNO01 «ba3oeoe lN0». Pa3fens! BKIIKOYEHbl HA NaHenun Hasuratopa B rpynny «flepcoHas».

Pasgen «Y4YemmHbie OaHHble» NpedHasHayeH Ans yKazaHUs OpraHu3aLMOHHOW CTPYKTYPbI
NPeanpUSITUSI, Ha3BaHWI ero CTPYKTYPHbIX NoApa3AeneHnii U BEAEHUst CUCKa YTBEPXKOEHHbIX
Ha npeanpuaTUM OOmKHocTel. B paclumpeHHoi Bepcun pasgena aobasneHbl creayrolme
BO3MOXXHOCTU:
* YkasaTb ONS Kakgoro noapasgeneHns WwabnoH npae gocTtyna ans COTPYAHUKOB U
noceTuTeneln nogpasaeneHus.
* YkasaTb MHGOPMaLMIO O PacrONOXEHUN KaXXO0ro noapasfaeneHus U TenedoHHbIX
HOMEPOB AJ151 CBSI3N C HUM.
* YkasaTb AN Kakooro noapasfeneHvsi KOHTakTHOE NULIO M COMPOBOXAAMOLLETO M3
COTPYAHUKOB NoapasaeneHust.
e Co3gatb nonsi Ans BBOAA B YYETHYD KapTOYKy COTPYyAHMKA MNPOM3BOSbHbLIX
AOMONHUTENbHBLIX TEKCTOBbIX UMW rpaddMyeckmX AaHHbIX.
® XpaHUTb MHpopmaLmnio 06 N3gaBaeMbix Ha NPEANPUATUN OKYMEHTaX.

Pasgen «CompyOHuku» npegHasHadeH Ons 3anOfiIHEHUS YYETHbIX KApTOYeK M BeaeHus
CNUCKa COTPYOHWKOB NpeanpuaTus, ykasaHusa Ons Kaxgoro COTpyAHWKa MPUHAANEeXHoOCTN K
OOHOMY M3 CTPYKTYPHbIX nogpasgerneHnin npegnpuatns, rpacduka pabotsl U OormkHocTU. B
pasgene TaKkke MpeaycMoTpeHa BO3MOXHOCTb —pacCblikM  UMHgopMaunoHHon SMS-
coobLleHun Ha TenedoHHble HOMepa COTpPyAHMKOB . B pacluvpeHHon Bepcuu pasgena
AobaBneHsbl cneayolme BO3MOXHOCTU:
e [106aBUTb B YYETHYO KapTO4Ky COTpygHMKa ero dotorpadmio un  apyrue
rpacouyeckne aaHHbIe.
* [lonyuntb rpadmyeckne pfOaHHbIX U3 panna, OT CKaHepa, OT Kamepbl
Buaeonogcuctemol unu ot \Web-kamepsi.
¢ [106aBnTb B y4ETHYIO KAPTOYKY COTPYOHUKA AaHHble AOKYMEHTA, YAOCTOBEPSIOLLErO
€ro NUYHoCTb. [laHHble MoryT ObiTb BBeOEHbl BPYYHYD WM aBTOMaTUYECKU
pacno3HaHbl MOCMe CKaHUMpOBaHUS OOKyMeHTa (MpyM  YCrOBUM  YCTaHOBKM
gononHutensHoro M0).
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2 Pa3pen "Y4yeTHble gaHHbIE"

2.1 Ha3HauyeHue

Pasgen «Y4yemuble OaHHble» (PaclvpeHHass Bepcusl) npegHasHadeH [nns BBoda
OpraHvM3aLMOoHHON CTPYKTYPbl NPeanpusiTUsl, Ha3BaHWA ero CTPYKTYPHbIX NogpasaeneHvn, a
Takke BEAEHUS CrcKa YTBEPXKAEHHbIX Ha NpeanpusTumn gomkHocTen. Co3gaHus nonen ans
BBOAA AOMOMHUTENMbHbLIX YYETHbIX OAHHbIX, XPaHEHUs WHdopmauun o6 n3gaBaemMbix Ha
NpeanpuUsTUM OKyMeHTax.

2.2 Bknaaka «lMoapasaeneHna»

2.2.1 Pabo4yee okHO BKnagku

Bknagka MopapaspeneHna npegHasHavyeHa ON1s yKasaHUs OpraHm3auMoOHHOW CTPYKTYPbI
NPeanpuATUA N Ha3BaHWA €ro CTPYKTYPHbIX nogpasgeneHuin. C kaxabiM nogpasgerneHnem
MOXHO cCBfi3aTb WAabnoH A[ocTyna COTpyaHWKa W MOCEeTUTens, KoTopbl  Oyger
yCTaHaBNMBaTbCSA aBTOMATUYECKN MpU Bblgave kapbl AocTyna. [puHaanexHocTb COTpyaHMKa
K TOMY MUITM KHOMY CTPYKTYPHOMY NOApPasaerneHnto ykasbiBaeTcsi B padaene «CompyOHUKU».
Pabo4yee OKHO BKMagkn UMEET cneayoLmin Bua;

||_|O,|'J,D33,|'J,EJ'IEHL-1F| ‘ Ao HOC T ‘ HononH|TeNsHEE AaHHEE | JoKyMeHTH | _@
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1. Bbibop Bknagku pasgena.
e MMoapas3pneneHunna
e 1oNMXHOCTHU
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2.

e lononHuTeNnbHble faHHbIE

* 1OKYMEHTbI

MaHenb NHCTPYMEHTOB BKINaOKW:

4 No6aBuTb noapasgeneHue (Ctrl+N) — kHonka nossondetr AobaBuTb HOBOE
noapasgeneHme Ha TOM XXe YPOBHE, YTO 1 BbIOpaHHOE B paboyein obnactu BKNagKu.
+ Ho6aButb BnoxeHHoe noapasaeneHue (Ctrl+Alt+N) — kHonka nossonset
nobaBuTb HOBOE noapasfeneHve, CTPYKTYPHO Bxogsilee B BblbpaHHOe B paboyen
obnacTu BKNagku.

al Y3meHUTbL noppasaeneHune (Ctrl+E)—kHonka MO3BOMSET  M3MEHUTb
Ha3BaHWe unun onncaHne nogpasgenennsi, BblopaHHoro B paboyert obnactu BKNagku.

S Yaanutb/ckpbiTb nogpasaeneHue (Ctrl+D) — kHonka nossonseT yganuTb
WM CKPbITb BblAeNeHHoe B paboyen obnactu BKNagku nogpasaeneHue.

lpumeyaHue:

MoopasgeneHne npu nonbiTke yaaneHus OyOeT CKPbITO, €ClM B HEeM COCTOST
COTPYOHVWKA WM OHO  COAEPXWUT  BrOXeHHble noapasgeneHusi. CKpbITble
nogpasaerneHus oTobpaxkatoTcs B pabodeit obnacTy BKMaaKM KpacHbIM LIBETOM Mpw
ycTaHoBneHHoM dnaxke MokasbiBaTbh CKpbITbIe. [1Ns BOCCTAHOBMNEHNSI CKPbITOrO
nogpasderneHus BblOenuTte ero B paboyelt obnactu BKNagkM U HaXKMUTE KHOMKY

BoccTtaHOBUTL nogpas3gerneHue ! Ha NnaHesiM MHCTPYMEHTOB BKIMaKW.

¥ BoccraHoBuTb noapasaeneHve (Ctrl+M) — kHoMka nossonsier
BOCCTaHOBUTb YyAaneHHoe paHee noapasfeneHue; KHomka OOCTYNHa TOMbKo Mpu
Bblbope B paboyven obnactu BKNagkuM yganeHHoro nogpasgerieHus, BblOeneHHOro
KpacHbIM LBETOM.

# Mouck  (Ctrl+F)—«kHonka  no3BoOnsieT  MPOM3BECTU  ObICTPLIA  MOUCK
nogpasgeneHvs B paboyen obnactu Bkriagku. Nonck MOXeT ObiTb OCYLLIECTBIIEH MO
HasBaHuIo, pacnonoxeHno, PO KOHTaKTHOroO nuua WNU CONPOBOXAAOLLETO,
TeneoHy U onNncaHnio nogpasaeneHus.

& MeyvaTb (Ctrl+P) — KHOMKa NO3BONSIET OTKPbITb CMMCOK NOAPA3AENEHMUI B OKHE
npeasapuTeNbHOro NPOCMOTPpa AN NocneayoLwen neyaru.

3% Qkcnopt B Excel (Ctrl+Y)—kHonka no3BOMSIET COXPaHWTb  CMMCOK
nogpasgeneHnn B gopmarte anekTpoHHbIX Tabnuy MS Office Excel.

= dkcnopt B OpenOffice Calc —kHoMka no3BoNAeT COXpPaHUTb CMUCOK
nogpasgeneHvn B dgopmare anekTpoHHbiX Tabnuy OpenOffice Calc B cbavine ¢
pacLuMpeHnem . ods.

Moka3biBaTb CKpbITbIe — NpM YCTaHOBKE naxka B paboyer obnacty BKNagku
OyayT oTobpaxaTbCa yaaneHHble paHee noapasfereHvsi, BblAeNeHHble KPacHbIM
LBETOM.

3. Pabouyasi obnacTtb BKIagKM COAEPKUT pacKpbiBaOLLMACA MHOMOYPOBHEBOIO CMMCOK

CTPYKTYPHbIX nogpasgeneHnin npegonpustus. pu nepBoMm 3anycke pasgena B
paboyen o6nactu coOepXUTCA  TONMbKO  3HadYeHMe (He onpepeneHo),
yCTaHaBNMBaemoe COTPYAHMKaM MO YMOMYaHWUIO, eCrv NPUHaANEXHOCTb COTPYAHMKA
K KakoMy-nnbo nogpasgeneHunio He 3agaHa.

4. lMaHenb BBOOA W pPefaKTUPOBAHWA [OaHHbIX COOEPXUT MO CO  CcrneaytoLen

MHpopMaumen o nogpasaeneHnn, BolaeneHHoM B paboyern obnacty BKIagKu:
e HazBaHue

e OnncaHune — gononHUTENbLHas MHdopmauus.

e PacnonoxeHune
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e KOHTaKTHOE NMULO — B Ka4ecTBe KOHTAKTHOIO fMua MOXeT ObiTb BblOpaH oguH
13 COTPYAHMKOB NoapasaeneHms.

e ConpoBOXAaKLWMMN —B Ka4yeCTBE COMPOBOXKAAIOLLETO MOXET OblTb BblOGpaH
OOMH M3 COTPYOHMKOB nogpasaeneHusi. ConpoBoXxaalowmii  aBTOMaTUYECKN
yKasblBaeTCA MNpu Bblgave KapTbl AOCTYNa MOCETUTENO, HanpaBnsitoeMycsl B
nogpasgeneHne, B pasgene «Jocmyn nocemumenel» uwnu Npu  3akase
MponyckoB B pasaere «3aka3 nponyckoe nocemumesielly.

e TenedoHbl — TenedoHbl 4N CBA3M C NOAPa3aENeHNeM.

e lllaGbnoHbl AocTyna COTPYAHUKOB —MpaBa A[oOCTyna Mo BblGpaHHOMY
lWabnoHy aBTOMaTM4ecKu 3adaloTCsl MpU Bblgade KapTbl OOCTyNa COTPYAHUKY
noapasaeneHuns B pasaene «Jocmyn compyOHUKOe».

e lllabnoHbl 4OoCTynanoceTuTenen— npasa 4oCTyrna No BbIGpaHHOMY LIAGOHY
aBTOMaTMYECKM 3adaloTCsi MNpU  Bblgade  KapTbl  AOCTyNa  MOCETUTEN!O,
HanpaBnsoLWeMycs B noapasaerneHune, B pasgene «Jocmyn compyOHUKoe8».

2.2.2 Co3paHue cnucka nogpasgeneHun

Mpn yKazaHWM OpraHM3aLMOHHON CTPYKTYPbl NPEanpUaTUS PEeKoMeHOyeTcs co3aaBaTb
KOPHEBON 3MEMEHT, Ha3BaHME KOTOPOro COBMagaeT C HasBaHWEM NpeanpusTus
(opraHm3auumn) WNM  HECKONbKO KOPHEBLIX 3NIEMEHTOB, COOTBETCTBYIOLLME KPYMHbIM
CTPYKTYPHbIM NoApasneneHusiM, TepputopranbHbiM NpeacTaBuTeNnsCcTBaM Unn dunuanam.
[ns co3aaHns MHOrOYPOBHEBOIO PaCKPbIBAKOLLIErOCS CNNCKa CTPYKTYPHbIX NoApa3aeneHnii:

1. Haxmute KHOMKY Jo6aBuTtb noapasnernieHue # Ha naHermm WHCTPYMEHTOB
Bknagkn. CtaHet OOCTYyMHa naHernb BBOAa U peaakTtnpoBaHUA OaHHbIX!

HaseaHie CrMcaHme
MpeAnpmaTIe Qduac B CTE
FacnonoseHie

w1, EceHiHa, g, 291, odiac 23

KOHTaKTHOS ML LWabnoH AoCTYNa ANA CoTRy AHMKOE
IHOEIMKOEIEI EBreH1a AnekcaHapOEHa _|E| ICOTD‘:.-",EI,HMKM MPeAnpPAATIAA (DELLYAA) _|ﬁ|
COMpOBOH AAOLLIAA LLaEnoH AocTyna ANA NoceTMTansA
IHOBMKOEFEI EBreHiA AJ’IEKCEH,D,DOBHE _IEI IHOCETMTEJ'II: _IBI
TenedoHel
|54338347

9] DTMEHS |

2. Ha naHenu BBOOA 1 pegakTupoBaHnsa gaHHbIX B none HazBaHue BBeanTe Ha3BaHue

HOBOrO  MnogpasaeneHns. Mpn HeobxoguMmocTn BBegUTE  OOMOSNTHUTENBbHYHO
WHopMaun O nogpasgeneHnn B nons: PacnonoxeHue, TenedoHbl,
OnucaHue.
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3. Ons ykasaHus LLla6noHa gocTyna Ans coTpyAHUKOB/noceTUTeNnemaxmmure

KHOMKY _| cnpaBa OT COOTBETCTBYIOLLEro nomns (kHomka YaanuTb wabnoH ans

coTpyaHukKoB/noceTurteneun =l CNYXUT ONa yganeHna w3 nona paHee
yKkazaHHoro LwabnoHa). OTkpoeTca okHO BbiGop wabnoHa pocrtyna Ans
coTpyaHukoB/noceTutenen. B paboyen obnactn okHa gna Bblbopa AOCTYMHbI
LWabnoHbl, co3aaHHble paHee Ha Bknagke LWabnoHbl gocTtyna pasgena «Jocmyn
compyOdHukoe/nocemumeseuy.

_lo/x]

O, CTrEHE

Boligenute Heobxogumbli wabnoH n Haxmute kHorky OK. OkHO Oyger 3akpbiTo,
BblOpaHHbIN WwabnoH nosisutca B none WabnoH goctyna ana cotpyaHukoB/
noceTuTenen.

lpumeyaHue:

Mons KoHtakTHOEe nuuo n ConpoBoXxaatwmn 6yayt AoCTynHbI nocrne gobaBneHus B
nogpasgeneHve CcoTtpyaHukoB. [ns ykasaHuss OOHOro U3 COTPYOHUMKOB B KadecTBe
COMPOBOXOAKOLEr0 UMM KOHTAKTHOrO  fvua Haxumute KHonky 2|  cnpaBa oOT
COOTBETCTBYIOLLErO nons (kHOMNKa Ypanutb KOHTaKTHOe nuyol/

conpoBoXaarLlwero — =l CNYXUT ONa  yoaneHnsa w3 nond paHee yKasaHHOro
coTpyaHuka). OTKpoeTcsl OKHO BbIOGOP KOHTAKTHOro nuua/conpoBoXaaloLero:

\{ BbIBOp KOHTAKTHOrO AVLLa — |EI |£|

e @ | Npeanpuatve |

Tab Mo COTRY AHME o A0N#HOCTE MoapazaeneHme ;I
2 MeTpoE Hikonal MEaHOEY PYKOBOAMTENR  |HIAOKP
4 P E¥RHOEKOBA EBreHina AnekcaHapoeHa JElaekag MeeamiaATIE
5 83 KpyToil MBaaH ©eaoposiy IAHGEHED A
& 95 Kaproea K2n4a BragamposiHa HaYansHHK oTA8 0T Aen Kajpoe

04 CTMEHE

an B

B pabouyeir obnactm okHa OocCTyrnHa (YHKUMS COPTUPOBKM MO 3fieMeHTaM OfHOro Wnu
HecKornbknx cTtonbuos. [ns noucka coTpygHwuka no TabernbHOMY HOMepy unu dpamunum
HakmuTe KHorkKy Mouck #4 Ha naHeny MHCTPYMEHTOB OTKPLIBLLIErocs OKHa.

Bbigenute Hy)XHOro coTpyaHuka B pabodven obnactm okHa n Haxmute kHorky OK. OkHo
Oygoer 3akpbiTO, BblOpaHHbIA COTPYAHWK OyaeT ykasaH B norne KoHTakTHoe nuuyo/
ConpoBoXaalLWumn.
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4. MNocne BBOAa BCen HeobxoaMmon MHGOpMauuuM Haxmute kHonky OK Ha naHenu
BBOAA W pedaKkTMpoBaHWs OaHHbIX. [logpasgeneHve 6yoer nobaBneHo B CAUCOK B
paboyen obracTu BKNaaku Ha TOM e YPOBHE, YTO U NYHKT (He onpeaesneHo):

- (He onpedeneHo)

e ANpATIE
5. MNpun HeobxogmumocTn ana gobaBneHus Opyrnx NOA4pPasferieHun Ha TOM XXe YpOBHE
NMoOBTOPUTE OMnepaumnio:

----- (He orpedeneHo)
- MpeanpaTe
- DA N 1
- DAMAAN NO2
6. Ons nobaeneHnsi BNOXEHHOro nogpasaeneHuns, BXogsLwero B CTPYKTypy OL4HOMo u3
CO3[aHHbIX paHee, BblOeNUTe 3TO nogpasgeneHne B paboden obnacty BKIaOKM M

HaxxmuTe kHonmky Jlo6aBUTb BJIOXEHHOe noapa3aerneHue #1 Ha navenm
MHCTPYMEHTOB pasaena. CTaHeT A0CTyNHa NaHenb BBOAA U PeAAKTUPOBaHNS AaHHbIX.

7. Ha naHenu BBOOa v pegakTMpoBaHust AaHHbIX B none Ha3zBaHue BBeguTe HasBaHue
BMNOXeEHHOro nogpasgenexus. Mpu Heobxogumoctn B none OnucaHue BBegute
AONonHUTENbHYID MHopmaumto. Haxvute kHonky OK. [MogpasgeneHve OGyaet
nobaeneHo B paboyer 0bGnacTu BKMNadkW B BUAE pPacKpbiBalOLLErocsi cnucka Ans
BbIGpaHHOro NoapasaeneHns BbiCLLEro YpOBHS:

- (He onpeeneHo)
=- MpeAnpiATIAE
— A AMAHACT

8. I'IpM HeobxoguMocTn ana gobaeneHus apyrux no,qpas,u,eneHvM Ha TOM Xe YypOBHE

BJTOXXEHHOCTU VICI'IOﬂb3yl7ITe KHOMMKY Hob6aBuTb noapasgerneHuve — # Ha naHenu
MHCTPYMEHTOB BKIMaKW:

- (He orpejensHo)

El MpearpraTide
e AOMAHMCTRALAA

e DMAan Ne2
9. [Ina wn3MeHeHMs1 Has3BaHWA WM OMNUCaHUS CO34aHHOrO paHee noapasaeneHust
BblAenuTe ero B paboyen 00nacT BKMAAKM M HaXMUTE KHOMKY WM3MeHuTb
noppasaeneHuve 2t Ha naHenu MHCTPYMEHTOB BKnaaku. CTaHeT JOCTynHa naHerb
BBOOA W pPedakTUpOBaHWA OaHHbiX. [lpomsBeguTe Ha naHenu Heobxoaumble
N3MeHeHnsa n Haxkmute kHonky OK.
10. Ana yoaneHus cO34aHHOro paHee noApasfeneHust Bblaenute ero B paboyen

obnacTn BKNagku N Haxkmute KHOMKy Y aanuTb/ CKpbITb noapa3aeneHue =l na
naHenn WMHCTPYMEHTOB BKNadkW. B OTKpbIBLUEMCS OKHE MNOATBEPXOEHUS HaXMUTE
kHonky OK. lNogpasgenenne Gyaet yganeHo m3 paboyen obnactyu BKMagkMm wnm
CKpbITO.

11. lna coxpaHeHns Npon3BEOEHHbIX M3MEHEHUI B CMUCKE MoAapasferieHnn HaxXMuTe
KHOMKY COXpaHUTb Ha NaHenn MHCTPYMEHTOB «KOHCcoJ1U yripaesieHus».
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2.3
2.31

Bknagka «[JomkxHocTn»
Pabouyee OKHO BKNagku

Bknagka [oOnXHOCTM npefgHasHadeHa [Ans  BEeOEHUs ChucKa YTBEPXKOEHHbIX Ha
nNpeanpuaTUN  OOIMKHOCTENW. HasHayeHne CcOTpygHWKa Ha [LOSMKHOCTb MpPOM3BOAUTCS B
pasgene «CompydHuku». Pabovee OKHO BKNagKkv UMEET creaytoLmi BUA:

MoApasAeneHiA ‘ I OCmKHOCTI ‘ —{D

W oabl [ ¥ | 5E 38 % [V MokastBaTh CRpbIThe —(20

15k

19 |H#eHer - KOHCTEYKTOD
20 |MH#eHep No oxpaHe Tpyaa
21 |lMHAeHep-TexHoNor —
22 |MH#eHap-2NakT oK

23 |KnagoelAr

24 |K.NagoBwk-genorposss 4T e b

23 |KoHTponep

26 |KoHTpONep 0TAena TexHMHeckoro KoHTpona
27 |NabopaHT

HazeaH1e £ OnUcaH1e -

65 |

HazEaHKE [ feez k(=

o || owesa | a

1.

Bbi6op Bknagku pasgena.

e [logpa3genexHuns

e [lonxXHoCTH

e lononHUuTenbHbLIE AlaHHbIE
¢ [1OKYMEHTHI

MaHenb MHCTPYMEHTOB BKIMagKu:

# Oo6aButb gonxHocTb (Ctrl+N)— kHonka nossonsetr [o6aBuTb B CMMCOK
HOBYO JOSMKHOCTb.

ab Y3MeHUTb AOoNXKHOCTL(Ctrl+E) — KHOMKa NO3BONAET M3MEHUTL BbIGPAHHYIO B
pabouyen obnacTn BKNagkM AOMKHOCTb.

S Yaanutb/ckpbiTb AomkHocTb (Ctrl+D)—«kHonka no3sonser yganuTb
BblENeHHyo B pabodern obnactu pasgena AomKHOCTb.

lpumeyaHue:

Ecnn Ha ygoansiemylo OOMKHOCTb Obll Ha3Ha4YeH COTPYAHWK, TO MNPV MOMbITKE ee
yoanutb oHa ByaeT ckpbiTa, a He yganeHa. CKpblTble OOMKHOCTM OToBpaatoTcsl B
paboyen 0b6nacTM BKNAOKM KpacHbIM LIBETOM NpPU  YCTAHOBMEHHOM  (oraxkke
Moka3bliBaTb CKpbITbIe. [1511 BOCCTAHOBMNEHNS CKPbITON AOMKHOCTU BblAENUTE ee

B pabo4yei 0brnacTn BKNagkn 1 HaxkmuTe KHormky BoccTaHOBUTbL [ONMXHOCTb 4
Ha NaHenn MHCTPYMEHTOB BKINaOKW.

¥ BoccraHoBuThb AonxHoctb (Ctrl+M) — kHoMka NO3BOMSIET BOCCTAHOBUTb
yOaneHHylo paHee LOMMKHOCTb; KHOMKa OOCTyrnHa TOMbKO MNpu Bbibope B paboyen
obfiacTy BKagku paHee yganeHHom A0mMKHOCTU, BblOENEHHOM KpacHbIM.

@ Nevatb (Ctrl+Y) — kHONKa nNO3BONSAET OTKPbITb CMUCOK AOIMKHOCTEN C WX
ONUCaHNAMW B OKHE NpeaBapuUTeNbHOro NPOCMOTPa 415 NOCneayoLLen neyaTu.
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3.

2.3.2

38 dkcnopt B Excel (Ctrl+Y)—«kHonka nNO3BOMSET COXPaHUTb  CMAUCOK
AOIMKHOCTEN C onucaHnsamMm B dpopmare anekTpoHHbIX Tabnuuy MS Office Excel.

= dkcnopt B OpenOffice Calc —«kHoMka no3BoNAeTr COXpaHUTb CMUCOK
AOIMKHOCTEN C onucaHnsMu B hopmate anekTpoHHbix Tabnuy OpenOffice Calc B
doanne ¢ paclUMpPEHNEM . ods.

NMoka3biBaTb CKpbITbie — [1pn ycTaHoBKe hriaxka B paboden obnactn BKNagku
OyayT oToBpaxeHbl 1 BblAEMNEHbl KpacHbIM LIBETOM YAalneHHbIe paHee LOIMKHOCTH.

Paboyass obrnacTb BKNagkM COOEPXKUT CMUCOK [OIMKHOCTEN, YTBEPXKAEHHbIX Ha
npeanpusTum, ¢ ux onucaHusimu. [lpyu nepeBom 3anycke pasgena B CHMCKe
AOIMKHOCTEN COAEPXKUTCH TONMbKO HEM3MEHSIEMOe 3HayeHue (He onpepeneHa), no
YMOJT4aHUIO yCTaHaBNIMBAEMOE COTPYAHUKaM.

lpumeyaHue:

B paboyein obnacTtu peannsoBaHbl cnegyoLime MyHKLUN: COPTUPOBKA MO 3f1eMeHTaM
OQHOTO M3 CTONOLOB, KOHTEKCTHbIA MOWUCK, MOWUCK MO 3NeMeHTam CTon6LoB,
N3MEHEHWE LUIMPUHbI CTOMGLIOB.

MaHenb BBOAA M penaktmpoBaHnAa OaHHbIX AOaHHbIX COAEPXXUT Mond A4 BBOAaA
Ha3BaHUA U onncaHnAa OOIMKHOCTHN.

Co3pgaHue cnucka gofmKHOCTeun

[ns co3aaHusa cnucka yTBepKaeHHbIX Ha NpeanpuUsTUN AOMKHOCTEN:

1.

Haxmunrte KHOMKY [Jo6aBuUTb AONMXHOCTb # Ha naHesm NHCTPYMEHTOB BKITaKW.
CtaHert ,EIOCTyHHOVI naHeslb BBOAa U peaakTnpoBaHUA OaHHbIX:

HazsaHme OrACaHME
IBaﬂbLI,OEiLI.I,MK ||
QK | OTMEHA |

2. Ha naHenu BBOOa W pedakTMpOBaHWA AaHHbIX B none HasBaHue BBeguTe HOBYHO

AomkHocTb. lMpn HeobxogmMmocT B none OnucaHue BBeAuTE OOMNOMHUTENLHYHO
nHcpopmaunto. Haxmute kHonky OK. [HdomkHocTb Oyaer aobaBneHa B CMMCOK B
pabouyen obnacTn BKNaaku.

. Ona poGaeBneHns B CNUCOK Opyrnx OOMKHOCTEN noBTopuTe onepauuio. Ecnn

pobaBnsiemast LOOMKHOCTb yKe COOEPXKMTCA B CMUCKE, TO OTKPOETCS OKHO C
npeaynpexaeHnem.

. Onsa naMeHeHMs OOMKHOCTU UM ee OnucaHus BbloenuTe ee B pabodeit obnacTtu

BKIA[KN U HAXXMUTE KHOMKY M3MEHUTL [OMKHOCTL 28 Ha naHenm MHCTPYMEHTOB
BKNaaku. Ha naHenu BBOOa M peaakTMpoBaHMs [aHHbIX Npou3BeanTe Heobxoanmble
N3MeHeHUs N HaxxmuTe kHonky OK.

. [Ans ynaneHus OOMKHOCTM BbiOEnuTe ee B paboyeit obrnacTu BKMaAKM U HaxMuTe

KHONKY Y AanuUTb/CKPbITb AOJKHOCTb =l wa naHenm WHCTPYMEHTOB BKnagku. B
OKHe noaTeepXaeHus yaaneHns Haxmmute kHonky fla. [JormkHocTe ByaeT yaaneHa nnm
CKpbiTa B pabo4yen 0brnacTu BKNagku.

. Ons COXpaHeHnA npon3BeaeHHbIX N3MEHEHNN B CMWUCKE [OOMKHOCTEN HaXMUTe

KHOMKY COXpaHVITb Ha naHes i MHCTPYMEHTOB «KoHconu ynpaeJsieHus».

10
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24 Bknaagka «[lononHuternbHble AaHHbLIE»

241 Pabo4yee okHO BKnagku

Bknagka [lononHuTenbHbIe AaHHbIe NpegHasHavYeHa Ans Co34aHusa nonen ansg BBoda
OOMOSMHUTENBHBLIX YYETHbIX AaHHbIX. [lons co3gatoTcss He3aBUCUMMO [ONsi COTPYLAHWKOB U
MoCeTUTENEN Ha COOTBETCTBYHOLLMX AOMOMHUTENbHbLIX BKNagkax COTPYAHUKM ¢
MocetuTtenu. NMona moryT ObITb CO3A4aHbI ANA BBOAA CNEAyLWNX TUNOB LOMNOMHUTENbHbBIX
AaHHbIX:
* TeKCTOBbIWN — ANd BBOAA TEKCTOBbLIX AAHHbIX.
e (pacdhmyueckumn — ansa BBoga rpacpmyeckmx JaHHbIX.
e Tekctorpacgumyueckmm ana  Au3anHepa NPONYCKOB — TUM  [AaHHbIX
ncnonbadyetcss B mogyne PERCo-SM14 «[u3atiHep npornyckoe» W npeaHasHavyeH
AN1S NeyaTty Ha Nponycke, yka3aHHOro Npy Co34aHun Nonsi AaHHbIX, n3obpaxkenuns. Mpu
9TOM n30bpaxkeHne ByaeT nevaTaTtbCAa TOMbKO B Cry4dae yCTaHOBKU donaxka (HasBaHue
KOTOpPOro coBnagaeT C Ha3BaHMEM MOMisi TEKCTorpadyecknx LaHHbIX) Ha MaHenu
BBOAA AONOMHUTENbHbIX AaHHbIX COTPYAHUKA/ NOocCETUTENS.

BBoa y4yeTHbIX OaHHbIX COTPYAHMKOB Mpou3BOaMTCA B pasgene «CompydHuku». Beop
YYETHbIX AaHHbIX NoceTuTenen npoussoanTca B pasgene «Jocmyn nocemumenei» vnu
«3aka3 npornyckoe 0ssi nocemumeriel» monyns PERCo-SM03 «bropo nponyckoe».

Pabo4yee OKHO BKMagkn MMEET cneaytoLwmin Bua;

MoapasaensHia | JomHHOC T ||,D,OI'IOJ'IHL-1TEJ'II:-HI:-IE JaHHBIE | OokyMEHTEI | _@

COTPY AHMKL |I‘Iocemmnm| @
EEEIER —(3)

HazeaH1e CIrMCaHME DOPMAT JaHHE: ;I
1 |TenedoH TeKCTOBbIA
2 |kHH TerCTOBbIA
3 |MplreqaHie TeKcToBbIA
4P O M0AAC Mpadiyeckii
3 |ToTO ACNOMHUTENBHOE paduHecKii
6 |¥IP VIP aocTyn TercTorpadiHeckii
: | | @
HazgaHme QrvcaHie DOPMAT AaHHBLX

| | ~
014 OTMEHE | ‘@

1. Bbibop Bknagku pasgena:
e [logpa3genexHuns
e [loMmKHOCTH
e lononHuTenbHbIe AaHHblIe
¢ [IOKYMEHTHI

2. [ononHuTenbHble BKNaaKu Ans Belbopa KaTeropum y4eTHbIX LaHHbIX:
e COTPYAHUKM
* MNoceTutenu

3. MaHenb MHCTPYMEHTOB BKNaOKu:

11
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4l N06aBUTL AONONHUTENBHOE NOMne (Ctrl+N) — kHoNka NO3BOMSET CO3A4aTb
HOBOE Mone AN BBOAA AOMOSHUTENbHbBIX TEKCTOBbIX UMK rpadhMyecKnX YYETHbIX
AaHHbIX COTPYAHUKA UIN MOCETUTENS.

al U3meHNUTL gononHuTenbHoenosne (Ctrl+E) — KHomMka nosBonsieT U3MeHUTb
Ha3BaHWe WM onucaHue Nons AOMOSHUTENbHBIX AaHHbIX, BblOpaHHOrO B paboyen
obrnactu Bknagku. MiameHeHne cdbopmarta AaHHbIX NONst HeQOCTYMHO.

=l YpanuTe gononHuTenbHoe none (Ctrl+D) — kHoOMNKa NO3BOMSAET yOanUTb
rnorne AonoNHUTENbHbIX AaHHbIX, BblAerneHHoe B paboyei 0b6nacT BKNagku.

* NMepemecTuts BBepx (Ctrl+Up)—kHonka nos3BonsieT  NepemMecTuTb
BblENEHHbIV B paboyeit 06nacTu BKNaaKu 3NIEMEHT CrMcKa Ha CTPOKY BhILLIE.

* NMepemectuts BHU3 (Ctrl+Down)—kHomnka no3BOMNseT  MNEPemMecTuTb
BblENEHHbIV B paboyeit 06nacTu BKNaaKM 3NeMEHT CNMUCKa Ha CTPOKY HUXKe.

lpumeyaHue:

YCTaHOBMNEHHbIN NOpsSAoK OyaeT coxpaHeH npyv OTOOpaKeHUMM Monen Ha naHenu
BBOAA AOMNOMHUTENbHbIX AAHHbIX.

& MevaTb (Ctrl+P) — kHONKa nNO3BONSAET OTKPbITb CMMCOK CO34aHHbIX MOnewn
AOMONMHUTENBHbIX JAHHBIX B OKHE NPEABaPUTENbHOrO NPOCMOTPa A8 NOCreayoLLen
neyarm.

3% QkcnopTB Excel (Ctrl+Y) — kHOMKa NO3BONAET COXPAHUTL CMMCOK CO3AaHHbIX
nonen AONONTHUTENbHbIX AaHHbIX B hopMaTte 3nekTpoHHbIX Tabnuy MS Office Excel
B (panre ¢ paclumpeHmem .x1s.

2 .

= Okcnopt B OpenOffice Calc —kHONKa NO3BONSET COXPaHUTb CMUCOK
nogpasgeneHnn B dopmarte anekTpoHHbix Tabnuy OpenOffice Calc B dhanine ¢
pacLUMpeHnem . ods.

4. Pabo4yasa obnacTb BKNagkym COOEPXKMT CMMUCOK CO34aHHbIX AOMOMHUTENbHbIX NOMen
AN BBOAA YYETHbIX AAHHbLIX COTPYAQHUKA UK NOCETUTENS.
lpumeyaHue:
B pabouen obnactu peann3oBaHa BO3MOXXHOCTb M3MEHEHMUS LUMPUHBI CTONOLIOB.

5. MaHenb BBOAA M pPenakTUPOBaHWSA OaHHbIX COOEPXKMT MONs Ans BBOAA HasBaHWS U
onuncaHns OOMNONHUTENBHOrO MOMS YY4ETHBIX AaHHbIX U PaCKPbIBAOLLMINCS CNUCOK Ans
yKkasaHusi popmara gaHHbIX.

2.4.2 Co3paaHue HOBOro nons AaHHbIX

[nsa cosgaHnst AONONHUTENBLHOMO NONA AN BBOAA YYETHbIX AAHHbIX:
1. Bbibepute KaTeroputo COTPyAHMKN MU NOCETUTENWN, NEPENAA HA COOTBETCTBYHOLLYHO
OOMOSTHUTENbBHYHO BKNaaKy.

2. Haxmute «kHonky [l06aBUTL AononHuTenbHoe none ¥ Ha naHenu
MHCTPYMEHTOB BKNagku. [MaHenb BBOAA W peAaKTMPOBAHWNS AaHHbIX CTAHET aKTUBHOW:
HazeaHwme OriAcaHIe DOPMAT AaHHEIX
DOTO I,EI,OI'IOJ'IHMTEJ‘II:HOE |rpa¢mqecmﬁ1 j

QK CTMEHa |

3. C nomoublo packpbiBatoLlerocsi cnnucka PopmaTt AaHHbIX YKOKUTE TUM YYETHbIX
OaHHbIX CO34aBaeMOro rnorsi: TEKCTOBbIN, rpaddUyecKuin Nnu TekCcTorpaconyeckmi.
4. B cOOTBETCTBYHOLLME MONS BBEAUTE HA3BaHME, ONMcaHMe HOBOro Morsi.

12
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5. Ecnu BbiBpaH TekcTorpaduyeckuin TUM OaHHbIX HaXMUTE KHOMKY 3arpy3uTb U3
harna n ykaxute rpadmuyeckuin ann ¢ nsobpaxeHnem, kotopoe byaeTt nevaratbcA

Ha Nponyckax.

6. Haxmute kHonky OK Ha naHenu BBoAa M peaakTUpoBaHUSA AaHHbIX. [JJoKyMeHT Oyaet
JobaBrneH B CMUCOK.

7. [nsa pobaBneHust B CNUCOK apyrux nosen noBTOpPUTE onepauunto.

8. [Ansa nameHeHnst Nong unm ero onucaHus Boldennte ero B pa60l-|e|7| obriactu BKNagku
N  HaXMUTE KHOIMKY M3mMeHNTb pononHutenbHoe none 2b
MHCTPYMEHTOB BKJ1adKW. CTtaHeT akTmBHa naHenb BBOAA U penakTnpoBaHnA OaHHbIX.

MponssegnTe HEOOXOOUMbIE N3MEHEHMUS U HaXMUTE KHOMKY OK.

Ha nMaHenn

9. Ons vyoaneHna nona Bblaernnte ero B pa60l-|e|7| obnactn BKNagkn U HaxmuTe KHOMKY

Yaanutb AaonosnHuTenbHoe none =l ha naHerm WHCTPYMEHTOB BKnagku. B
OKHE NOATBEPXOAEHUA yaaneHusa HaxmuTe kHonky [a. lNMone ©Oyger yganeHo w3
pabouyen obnacTn BKNaaku.
10.4ns coxpaHeHUs NPOU3BEAEHHbLIX M3MEHEHUA HaxXMuTe KHOMKy CoXpaHuTb Ha
naHenn NHCTpPymMeHToB «KoHcos1u ynpaesieHus».

2.5 Bknagka «[JOKyMeHTbI»

2.5.1 Pabouyee oKHO BKNnagku

Bknagka oKy MeHTbI NpefHasHadeHa aAnga BEAEHUS Cnucka U3gaBaeMblX Ha NPeanpuaTumn
OOKYMEHTOB C Lienbto nx ydeta. [JokyMeHTbl MOryT yKkasblBaTbCHA B KQ4ECTBE OCHOBaHWSA A5
npuemMa COTPYOHMKOB Ha paboTy WM WM3MEHEHUA WX Y4YeTHbIX [aHHbIX B pasgene
«CompyOHuku». Pabo4yee OKHO BKITaaKn UMEET crieaytoLmmn Bua;:

MNoapasaenaHiag | HOMHOCTIA | AononHMTenEHEE AaHHEE ||,[|,OK":,-"MEHTI:I | @

# b [ § |38 % |V MokasisaTh ckpeitble —{ 2 )

Homep * | fdara msgaHmua

[y

28.11,2013

Hata
BCTYMNEHA B
ClAmTy

28.11.2013

HazeaH1e

OELACHTENEHAA

COrACaHK1E

2 |37 28.11.2013 28.11.2013 BreIroecp

ERE 28.11.2013 28.11.2013 Mpikas obyYBONbHEHIA

4 |26 28.11,2013 28.11.2013 2aABneHMe

Q|23 23.10,2013 £23.10,2013 Mpkikas o NpkeMe Ha paboTy

5 | |
HazEaHE OmHcaHHe HEMED
Hama agaHna Hama BeTyInEHE B Cllmy

|28.112013 7] fzm.112013 7]

ik I CmeHa |

1. Bbibop Bknagku pasgena:
e Mogpa3geneHusa

e [lonXXHOCTU

e lonosniHUTEeNbHbIE AaHHbIE

* 1OKYyMEHTbI

2. [NaHenb MHCTPYMEHTOB BKITaOKM:

13
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4 No6aBuTb DokKymMeHT(Ctrl+N) — kHonka no3BonsaeT 4ob6aBUTb B CMNCOK HOBbLIN
[OKYMEHT.

3l U3MeHNTb A0KYMeHT(Ctrl+E) — KHomnKa no3BonseT n3MeHUTb MHGOPMaLIMIO O
AOKyMeHTe, BblbpaHHOM B pabouyert obnacTtun BKIagku.

=l Ypanutb/ckpbiTb AOoKyMeHTe (Ctrl+D) — kHOoMka nO3BONSIET yAanuTb WNn
CKPbITb BblAENEHHbIN B paboyert 06racTu BKNagku JOKYMEHT.

lIpumeyaHue:

[oKkyMeHT npu nonbiTke yaaneHuss OyaeT CKpbiT, ecnn oH Obin ykasaH B KayecTBe
OCHOBaHusl AN npvema Ha paboTy UNn M3MEHEHMSI YYETHbIX AaHHbIX COTPYAHMKA.
CKpbITble JOKYMEHTbI OTODpaxatoTcs B paboyen 06nacTy BKNagKM KpacHbIM LIBETOM
npu yctaHoBreHHoM dnaxke [Moka3biBaTb CKpbITble. [15i9 BOCCTaAHOBIEHUA
CKPbITOrO JOKYMEHTA BbIAENUTE €ro B paboyen ob6rnacty BKNAgKn U HOXMUTE KHOMKY

BoccTtaHOBUTL AOKYMEHT I Ha naHes 1M NHCTPYMEHTOB BKITaKWU.

¥ BoccraHoBuTb AOoKymeHT (Ctrl+M)—kHONKa no3BONSIET BOCCTAHOBUTL
CKPbITbIN JOKYMEHT. KHOMKa [ocTynHa Tonbko npu Bblbope B paboyen obnactu
BKITAZKN CKPbITOro AOKYMEHTA, BblAENEHHOro KpacHbIM LIBETOM.

@ MNeyatb (Ctrl+P)—KHoMKa NO3BOMSIET OTKPbITb CMUCOK AOKYMEHTOB B OKHE
npegBapuTenbHOro NPOCMOTpPa Ans NocneayoLLen nevyartu.

3% Qkcnopt B Excel (Ctrl+Y)—kHonka MO3BONSIET COXPaHUTb CMUCOK
AOKYMEHTOB B dhopMarte 9nekTpoHHbIX Tabnmuy MS Office Excel B chane ¢
pacLUnMpeHnem .x1s.

NMoka3biBaTb CKpbITble — [1pn ycTaHOBKE naxka B paboyeri obnactu BKNagku
OyayT OoTOBpaKaTbLCS CKPbIThbIE AOKYMEHTbI, BblAENEHHbIE KPAaCHbIM LIBETOM.

= Akcnopt B OpenOffice Calc —kHOMka nO3BONAET COXPaHUTb CMMUCOK
nogpasgeneHnn B dopmare anekTpoHHbix Tabnuy OpenOffice Calc B dhanine c
pacLUMpeHnem . ods.

3. Paboyass obnacTb BKNagKM COOEPXKUT CMUCOK BBEAEHHbIX [OOKYMEHTOB U
NHOPMaLNA O HUX.
lpumeyaHue:
B pabouen obnactn peannsoBaHbl cneayoLlme QyHKLMKU: COPTMPOBKA MO 3fIEMEHTaM
OOHOrO U3 CTONOLIOB, N3MEHEHWNE LUMPUHBLI CTONOLOB.

4. MaHenb BBOAA M PeOaKTUPOBaHUSA OaHHbIX COOEPXWUT MONsA Ans BBOAA Ha3BaHUS
onucaHus 1 y4eTHOrO HOMepa OOKYMEHTa, a Takke Mons Beoda AaThl AN yKaszaHust
AaTbl U3aaHWsA 1 AaTbl BCTYNNEHUS B CUMY OOKYMEHTA.

2.5.2 [NobaBrneHne HOBOro AOKyMeHTa
D,J'IFI ﬂ,06aBJ'IeHI/IFI B CMNCOK HOBOIro OKyMeHTa.

1. Haxmute kHonky [lo6aBUTb AOKYMEHT # Ha naHenm WHCTPYMEHTOB BKIaaKMW.
[MaHenb BBOAA 1 peaakTMpoBaHUA OaHHbIX CTAHET aKTUBHOM:

HazEaHME OrcaHne Homep
||‘Ipmr<a3 O MEpeEoae |Cmmarmn—| Ak 3z
OaTa 13gaHna JATA BCTYMNEHAA B CATy

|za.112013  +||e81i2013 v

K CTrMEHA |

2. B COoOoTBETCTBYHOLLME Nnond sBeanTe HassaHune, orimcaHne n Homep AoKyMeHTa.
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15

3. I'IpM Heobxo4MMOCTM C MOMOLLbIO COOTBETCTBYHOLLMX nonen Beoda AdaT MU3MeHUTe

Aaty wms3gaHuMs Mo gaTty  BCTyNfeHuss B cuily  AdokymeHTta. [lo  ymonyaHuio
yCTaHaBNMBaeTCs TeKylasa aara.

HaxmuTe kHonky OK Ha naHenu BBOga 1M pedakTMpoBaHUA AaHHbIX. [JOKymeHT byaet
[obaBneH B CNUCOK.

. na pobaeneHns B CNMCoK Apyrnx 4OKyMEeHTOB NMOBTOPUTE onepauunto.
. [na nameHeHns HasBaHWA UK ,u,pyr0|7| VIH(bOpMaLI,VIVI O OOKYMEHTE BblOaernnte ero B

pa60l-|e|7| obnactM BKNagkMm U HaxmuTe KHOMKY U3mMeHUTb AOKYMEHT abl g
naHenm MHCTPYMEHTOB BKI1agKW. CTaHeT aKkTMBHa naHenb BBOAA U penakTnpoBaHusa
OaHHbIX. I'Ipomsae,qvlTe HeobxoQMMble N3MEHEHNS N HaXXMUTE KHOMKY OK.

. Ons voaneHna OOKyMeHTa BblOeSInTe ero B pa6oqe17| obnactn BKNagkn U HaxmuTe

KHOMKY Y AanuTb/CKpbiTb [OKYMEHT =l Ha naHerm WHCTPYMEHTOB BKIadku. B
OKHEe MoATBEpPXKAEHMS yaoaneHns HaxmuTe kHonky [a. [JokyMeHT OyaeT yaaneH wnm
CKpbIT B paboyen obnacTtu BKnagku.

. [Ans coxpaHeHunsi NPou3BEAEHHbIX U3MEHEHU HaxmutTe kHormky CoXpaHUTb Ha

naHernn NHCTPyMEHTOB «KoHconu ynpaeJieHusi».
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3 Pasgen "CoTpyaHUkKn"

3.1 Ha3HauyeHue

Pasgen «CompyOdHuku» (PaclumpeHHas Bepcusi) npegHasHavyeH Ans 3anofHeHUsT YYeTHbIX
KapTOYeK 1 BEAEHWUsI CNncKa COTPYAHMKOB NPEANPUSATUS. YKasaHua ANs KaKOoro COTpyaHUKa
NPUHaANEXHOCTM K OOHOMY M3 CTPYKTYPHbIX NogpasaeneHnin npeanpuaTus, rpacduka paboThbl
N 0OMKHOCTU. B pasgene Takke npegycMoTpeHa BO3MOXHOCTb MHGPOPMALIMOHHOW pacChIfku
SMS-coobLeHnin Ha TenedoHHbIE HOMepa COTPYAHMKOB.

Mepen Havanom paboTbl C pa3genomMm pekoMeHayeTcs:
1. B pasgene «Y4yemHbie OaHHbIe» Ha BKNagKax:

* [loapasaeneHnsa — co3gartb CTPYKTYPHYKO CXeMy nogpasaeneHnin npeanpuaTus.

* 1oNXHOCTN — CcO3aTb CNUCOK AOSMKHOCTEN, YTBEPXKOEHHbBIN Ha NpeanpusTUn.

e [lononHuTernbHbIe AaHHbIe — MPY HEoBXoAMMOCTN O00aBUTb OOMNOMNHUTENbHbIE
nons Ans BBO4A TEKCTOBbIX, TEKCTorpauyecknx wnu rpadpmyecknx aOaHHbIX
COTPYLAHWKOB.

e 1OKyMEeHTbl — NpN HEOBXOANUMOCTU yKasaTb AOKYMEHT, Ha OCHOBaHMM KOTOPOro
COTPYOHUK NPUHUMAaETCS Ha paborTy.

2. B paspene «Ilpachuku pabomsbi» co3patb rpadukm paboTbl  cornacHo
YTBEPXKOEHHOMY Ha NPEAnPUATUN NOMOXKEHUIO O peXxnme paboThbl.

3.2 Bknaaka «CoTpyaHUKN»

3.21 Pabo4yee okKHO BKnagku
Pabo4yee OKHO BKMagkn UMEET cneayoLwmin Bua;

CoTpRy AHWELA | YBOMEHHEIR | {D

EEEREN-ERY TR Y - R R R - e ~(2)
rs
Tab, M2 COTpy AHME i Aorm#HoCTE MogpaEgeneHm9e Mpadiic paboTe Mpwem Ha paboTy JIHH —I
1| 52 3aaU Backniii KOHCT aHTMHOBIMA WHMEHED HIAOKP IPADME HAKOI QA 08092012 320089
2 | &3 MEaHos MeaH MNeTposiid BEAyLULA MHKeHep HIACKP Paboqan Hegens 05,04, 2003
EN 95 Kapnosa K2mma BnaguMiposiHa VHAEHED HICKP IPADME HAKGIOA | 27.12,2010
idd & Ei=f HOBLMKoBA EBreHMA ANSKCcaHgpoBHa  NabopaHT ocnepoBaTenbokiA PaboYan Hedena 15.10.2012 212479
5 ¥ 3 MeTpoB HWkonaid MBaHoEMY CEOPLLMK MocnepoBaTenkckiA Fabodan Hedena 15.10.2012 335322
6 | 95 CaBenbes AHAREA KIpbesiY NporpamtcT e} IPADMK HAKOI QA 04032011
5 RERE
FOOKYMEHT 1 AOMONHMTEEHLIE AaHHEIE == = 7
Tab, Mo |56 Homep |& 2 | {._) |
DoTorpadma okyMeHT | MHH
Oamunie  HoEMKoEE fisaas3s7 | pacp | Moty | |
1MA IEBI’E!HL-‘IH

JaTa pomaeHna  MecTo posaeHiA
OTuecTs0  JANERCaHAPOEHA |2El.11.19?1 j |r.I‘IeH3a

|_|DL'1€M IR Horga eslgaH emCTBMTeJ’IeH @ [Hon
DABOTY |15.1o.2012 v[ LA Sl a A

VeTHEE RaHHDR |05.11.1989 j|28.12.2014 j|>|<

— e Belgad
MoapasgensHie |Mccneﬂ,oaaTenbcmm _I

|25 om

HomHOCTE [na6opart _I fion nMegpasa-HvA [pawaaHETES

Fpaduk paboTel  |Pabotad Heaens J |32 IPOCCI/IH

V;;Z:iglemﬂfgﬁble 04.11,2012 - TN PACTEEHEEASMEre: Doy MaHTa

A ki - IP(D: nacropT j

@ PacnozHaTL | ™| Bopoays orHo ana

VIHH
212479

Ts)

04 | CTEHA | [HasHa VTR AOCT Y | I'IyTb B Aty [Direshory |
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1.

2.

Bbi6op Bkragku pasgena.
e COTpyAHUKM
* YBONEHHbLIE

MaHenb NHCTPYMEHTOB BKIaOKW.
4 No6aBuThL (Ctrl+N) —kHOMka nNO3BONSAET OTKPbITb MaHenb BBOAa M
penakTUpOBaHWS AaHHbIX ANA Ao6aBneHns B CIMCOK HOBOrO COTPYAHUKA.
3l U3MEeHNTb yYeTHbIe AaHHble (CtrI+E) — kHoMka no3BonseT oTKPbITb NaHerb
BBOAA W pefaKTUPOBaHWS AaHHbIX ANS pefakTMpoBaHWUS AaHHbIX BblIOpaHHOrO B
paboyen obnactu BKNagkn COTpyaHUKA.
=l *YaanuTb/yBONUTbL COTPYAHUKA — NPU HAKATUM CTPENKM CrpaBa OT KHOMKM
OTKPbIBAETCA MEHI0, MNOo3BonstoWee BbIOpaTb AN OOHOMO WM HECKOMbKUX
COTPYAHMKOB, BblAeneHHbIX B paboden obnactv BKMagkuM, NPOU3BECTU O4HO U3
OencTBun:
* YOanuTb — BCe AaHHble COTPYAHUKa ByayT yaaneHs;
* YBONUTb — AaHHble COTpyAHUKa ByayT nepeHeceHbl Ha BKIaaKy Y BOJleHHble C
BO3MOXXHOCTbHO NMOCeayoLLEero BOCCTaHOBIEHUS.
lpumeyaHue:

Mepen ypaneHnem cOTPyAHWKA HeobXoAMMO W3bsiTb Yy Hero uaeHtTudukatop B
pasgene «Jocmyn compyOHUKO8».

MpocmoTp AaHHbIX (Ctrl+W) — kHoMka NO3BONSET OTKPbITb MaHenb BBoAA U
pPenakTUPOBaHWST OaHHbIX ANs NPOCMOTpa AaHHbIX COTPYAHWKA, BblOpaHHOro B
paboyen obnactn BKNagkM (M3MEHEHME [AaHHbIX He AOCTYNHO). [ns 3aKpbiTus
naHeny NOBTOPHO HAXXMUTE KHOMKY.

Bl O6wuin nouck (Shift+Ctrl+F)—kHonka MO3BONSIET MPOM3BECTU  MOWCK
COTpPYAHMKa BO BCEX NogpasaeneHmsm no tabenbHomMy Homepy nnm dU0.

# MokasaTb/ % CKpbITb pe3ynbTaTbl MOUCKA — KHOMKM MO3BONSAOT OTKPbITb
WM CKpbITb NaHesnb C pesynbTaTtaMmm obLLero nomcka.

# BoicTpbi nonck (Ctrl+F) — kHoMka No3BONSET NPOU3BECTM MOVCK COTPYAHVKA
B BblOpaHHOM Ha NMaHenu WHCTPYMEHTOB MnoppasgeneHun no TtabenbHoMy Homepy
unun ®M0.

Y MpumeHnTb/OTMEHUTL BbIGOPKY (Shift+Ctrl+W)—kHonka nossonser
NPUMEHNTb WM OTMEHUTb BbIGOPKY K CMUCKY COTPYOHWKOB B paboden obractu
BKIaKW.
Hactpoutb BbIGOpKY (Ctrl+0)—kHOMKa MO3BONSET HacTPOUTb BbIOOPKY
(cdbunbTp) COTPYOHMKOB, OTODpaxaembix B paboyen obnactn Bknagku. [JOCTynHbI
cneayoLme Kputepum nocTpoeHus BblOOPKM:

e lonXHOCTb

* [MlogpasneneHue

¢ 'pacduk paboThbl

* [lpuem Ha paboTy

* NpeHTUduUKaTOp HE BblAaH UIIU U3BAT
Tak e B KayecTBe KpUTepueB NOCTPOEHUS BbIGOPKM MOTYT BbITb YCTaHOBIIEHbI NOMNA
TEKCTOBbIX JOMOSTHUTENbHbIX AaHHbIX.

| pty |

™1 * OToOpaxeHue CTONOLOB —MNpU HaXKaATUN CTPENKu CcnpaBa OT KHOMKU
OTKPOETCS MEHH0, NO3BONsoLLEee BbiOpaTb CTONOUbLI C AaHHLIMKW, OTODpaXKaeMbiMu B
pabouen obnacTn BKNagKu:



PERCo0-SMO02 Pazgen "CotpyaHukun"

v | Tab, No
v | COTRY AHKE

¥ | DomEHOCTE

MogpazaensHie

v | Fpadiik. paboTel

« | Mpl1er Ha paboTy

@ TenecdoHbl ana SMS-oTnpaBKW — KHOMKa MO3BOMSIET OTKPbITb MaHenb
TenedoHbl gna SMS oTnpaBku 4nda BBOOA HOMEPOB TeNnegoHOB, CBA3AHHbLIX C
COTPYOHUKOM, BblOpaHHbIM B paboyen obracty Bknagku. [Onsa 3akpbiTvs naHenm
NMOBTOPHO HAXXMUTE KHOTKY.

% ~ OtnpaButb SMS — NpW HaXaTun CTPENKM cnpaBa OT KHOMKM OTKPOETCH
MeH!0, nossonstoLlee otnpasnte SMS Ha TenedoHbI:
* BoiaeneHHoOrocoTpyaHuKa— O4HOro COTpyaHuKa, BblAeNEHHOro B paboyen
obnacTu BKNagKu;
* BbiOpaHHbIX COTPYAHUKOB — HECKONbKNX COTPYOHMKOB, BbIOENEHHbIX B
pabo4yen obnacTun BKNagkuy;
e Bcex coTpyaHukoBnoapasaeneHnsa— BCeX COTPYOHUKOB, OTOBPaKEHHbIX
B paboyen obnactu BKIagKu.
= Noka3sbiBaTb pacwudpoBKy rpadumka paboyero BpeMeHM — KHOMKa
No3BOSSIET OTKPbITb OKHO Mpadmk paboTbl ANs NpocMoTpa pacnucaHusa padoThbl
COTPYOHWKA Ha MeCsIL, N0 YyCTaHOBIIEHHOMY eMy rpadnKy paboTbl:

BknoounTb/OTKNIOYUTL OTOGpakeHMe [OKYMEeHTa U TeKCTOBbIX
AONOSIHUTENbHbIX AaHHbIX (Ctrl+l) — kHOMKa MO3BONAET BKIOYUTL/OTKIOYNTD
oTobpaxxeHne CTOMNGLOB C AOMNOMHUTENbHBIMU TEKCTOBBIMU AaHHLIMKU B paboyei
obnacTu BKMagku, W, ecrnv OTKpbITa MaHenb BBOAA M PedaKkTUPOBaHWS AaHHbIX,
naHenu JJOKyMeHT U AONONIHUTeNbHbIe AaHHbIe.

% Bknountb oTo6pakeHue rpacmueckux AaHHBLIX — KHOMKA MO3BONSIET

BKIMIOYUTL/OTKMIOYNTL OTODOpaXKeHWe naHenu BBoga rpadMyecknx AaHHbIX, €Cru
OTKpbITa NaHenNb BBOAA W peAaKTUPOBAHWUSI AaHHbIX.

8) MCTOpMiI M3MEHEHWNN — KHOoMKa Mo3BonseT OTKPbITb  OKHO MCTOpMiI
NW3MEeHeHNnsA y4eTHbIX AaHHbIX:
Y WcTopia M3rMeHeH A YUETHBIX AaHHbIX _ |EI |i|
MNeTpoB Hvkona WMBaHoBMU
Hata | Tun Crapoe SHaYEHHE Hoeoe EHaYeHHE ‘;l
1 |15.10.2012  [MpuHAT Ha paboTy HeT MpovseoacTBo, chopu, TPADKK HAKCr O,
2 [31.10.2012 [ogpasgensHie [MpomseogcTED HCKP
2 |06.11.2012 [MogpazgeneHie HACKP e negoBaTe nbekiAA
4 |27.09.2012 [Mpadwk paboTel IPADIAKL HALCT 04 PabouaA HegenA 9:00-18:00

=402, 10,2013
6 12.11.2012

Y BOTEHEHIE

MogpazaensHiie, DomsHocTe{l oo nenoBaTensckl, choplumk|(He onpeaens

o), MPOrPAMMACT

=l

OCKYMERT

CrcaHie

Hata 1M3gaHAa

HoMep aokyMeHTA

|I'Ipmr<as 0 MEPEBOE

ICMMaFMH AR

28.11,.2013

|32

[EeYaTh I

i " NevaTtb — npyv HaxkaTUM CTPENKU crnpaBa OT KHOMKU OTKPOETCS MEHI0,
nosponsitowlee BblOpaTb opmaTr  NpeacTaBneHuMst  OaHHbIX  COTPYOHWUKOB,
BblAENeHHbIX B paboden obnactu Bknagku (Mnu BCEX, €CNM HU OOWH HEe BblAEneH),
ANs NPOCMOTPa B OKHE NPEABapUTENbHOro MPOCMOTPa U NocneaytoLLen nevatu:

3aKpEITE |
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* CNUCOK COTPYAHUKOB— MNeyaTb [AaHHbIX BbIOpaHHbIX COTPYAHUKOB B BuAe
cnmcka ¢ ykasaHuem TabernbHoro Homepa, PO, nogpasgeneHns 1 AormKHOCTH.

* YyeTHbIe KAPTOYKM (KpaTKO)— neyatb AaHHbIX BbIOPAHHbLIX COTPYAHUKOB B
BMOE KapToyeK C ykasaHmeMm TabenbHoro Homepa, ®UO, nogpaspeneHnsa wu
OOMKHOCTU, rpacuka paboTbl n naeHTudmkaTopa BblJaHHON KapTbl AOCTYNa.

* YyeTHble KapTOUYKN (AONOSNIHUTESIbHbIE AaHHbIE)

* YyeTHble KapTOUYKM (BCe AaHHbIE)

A% - dkcnopt B Excel —npu Haxatmm cTpenku cnpaeBa OT KHOMKW OTKPOETCS
MEHIO MO3BOMAKLEE COXPaHWUTb [aHHble COTPYOHWKOB B (paine 3neKTPOHHbIX
Tabnuu MS Office Excel ¢ paclumpeHnem . x1s.

% . .

= 7 9kcnopTt B OpenOffice Calc — npn Haxatum CTpenku crnpasa OT KHOMKK
OTKPOETCS MEHI0 MO3BOMSOWEE COXPaHUTb [daHHble COTPYAHMKOB B channe

anekTpoHHbIX Tabnuy, OpenOffice Calc ¢ paclumpeHuem . ods.

lIpumeyaHue:

[obaBneHune doTtorpadmii COTpyaHUKOB, ByaeT OOCTYNHO NOCNE YCTAHOBKU MOAYIS
PERCo-SMO02 «IMepcoHan».

v MMnopT —npu Haxatum CTPenkm crnpaBa OT  KHOMKW  OTKPOETCS
AOMONMHUTENBLHOE MEHIO:

e UImnopT n3 Excel — no3sonseT npon3BecT! MMNOPT AaHHbIX COTPYAHMKOB U3
danna anekTpoHHbIX Tabnuy MS Office Excel.

e AMnopTt mn3 Active Directory — no3BonsieT NponsBectT MMMOPT AaHHbIX
COTPYOHMKOB M3 CMUCKa YYETHbIX 3anucen nonb3oBaTtenen BblOpaHHOMO
aoveHa MS Active Directory.

¢ | nvoke Bbi6op noapasaerneHus — KHomka nossonser BbIGpaTh
nogpasgeneHne, COTpyaHuKM KoToporo Oyayt oTtobpaxaTtbcsi B paboyen obnactu
Bkrnagkn. CnpaBa OT KHOMKM yKa3aHO Ha3BaHMe BblOpaHHOro B AaHHbI MOMEHT
nogpasgenexHus.

3. Paboyasi obnacTtb BKIagKkM COOAEPXKUT CMMCOK COTPYAHMKOB, BbIOpaHHOro Ha naHenm
WHCTPYMEHTOB NoapasgeneHmns. 3Ha4yok B NepBOM CTONOLE yKa3bIBAET, YTO:
¥ — COTpyAHWKY He BblaHa KapTa J0CTyrna Unu usbaTa,

& — U3MEHEHHblE [OaHHble COTpyAHUKa HeobxogmMmo nepegarb B KOHTPOJiepbl
CUCTEMDI.

lpumeyaHue:

B pabouyei obnactn peanvsoBaHbl OYHKLMK: COPTUPOBKA MO 3NIEMEHTAM OLHOM0 UIu
HECKOINMbKMX  CTOMOLIOB, KOHTEKCTHbIA MOUCKA, OLHOBPEMEHHOE  BblAENeHust
HECKOIbKNX 3NIEMEHTOB N N3MEHEHWNE LUMPUHBI U NOCIE40BaTENBHOCTM CTONOLIOB.

4. MaHenb BBOOA M PeOaKTMPOBaHWSA YYETHbIX OAHHbIX COTPyAHUKA. Ecrn paHee Gbin
ycTaHoBMEH 1 oTKpbIT Moaynb MO PERCo-SM16 «Kagbe», T0O Tak ke ByaeT goctynHa

naHeno Kade:

~ Kade
Cxema onnatel MATaHKA
|Ee3 KOMMEHCaUAA

Mpadiik NoCELEHMA

[
|6 rioBoe Bpera |
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5. MaHenb D,OKyMeHT M AOMONHUTESNbHblIe AaHHble. [laHenb MOXHO CKprTb/
OTKPbITb, Ha)KaB KHOIMKY Bknwountb / OTKNOYUTbL OT06pa)KeHMe AOKYMEeHTa

M TEeKCTOBbIX AOMNOJIHUTENbHbLIX JAaHHbIX Ha naHenn WHCTPYMEHTOB
BKrnagku. Ha naHenu coaepxxartcsi nons Ans BBoAa AaHHbIX AOKYMEHTa COTpyaHMKa U
[AOMONHUTENbHbBIX TEKCTOBbIX AaHHbIX. [daHHble OOKyMeHTa MoryT ObiTb BBEAEHbI
BPYYHYlO WNM NpuM  HaxaTuum KHormku Pacnos3HaTb 3anyuieHa npoueaypa
aBTOMAaTUYeCcKOro pacrnosHaBaHus.

6. lMaHenb BBOOA rpadnyecKkMx AaHHbIX. [1aHenb MOXHO CKPbITb/OTKPbITb, HaXKaB

KHOMKY BKknoo4nTtb/ OTKNIOYNTL OTOOpaxeHue rpacdmyeckux AaHHbIX B
Ha naHernu MHCTPYMEHTOB BKNaaku. Ha naHenu cogepxarca crnegyrowme BKNagKku:

e doTorpadcdusa

e [oKyMeHT

e Bknagku ons AononHUTENbHbIX rpaddUYeCcKnX AaHHbIX.

lpumeyaHue:

Mons n BKNagku Ans BBOAA AOMONHUTENbHBIX TEKCTOBLIX U rpaddnyeckmnx AaHHbIX
co3falnTca B pasgene «YyemHble OaHHble» Ha Bknagke [ononHuTenbHble
OaHHble.

7. VHCTpyMeHTbI NaHenu BBoAa rpapmyeckmx JaHHbIX:

3arpy3utb u3 cdauna (Ctrl+L) — kHonka nosBonseT 3arpy3nTb rpaduyeckne
AaHHble K3 anna ¢ pacwmpeHnem .bmp, .Jpg(.Jjpeg)unmM .png,
pacnonoXeHHOro Ha aucke komnbtoTepa.dotorpacpusa ns annalokymeHT n3 ganna
B Monyuntb un3ob6paxeHue OT KaMepbl —KHOMKA MO3BOMSET MNONYyYUTb
rpaguyeckne [OaHHble OT  Kamepbl BMOEOnoAcuUcTeMbl  unuv  web-kamepel,
NOAKITHOYEHHON K KOMMNbIOTEPY.
= Monyuntb wu3o6paxeHMe OT CKaHepa —KHOMKa MNO3BONAET MOMyYNTb
rpadouyeckue AaHHble OT CKaHepa.

i BcraButh u3 0y depa — KHOMKa NO3BOMSIET BCTaBUTb rpadinyeckmne gaHHble U3
Oydhepa obmeHa Windows.

B YpanuTb — KHOMKa MO3BOMSET YyOanuTb 3arpyXeHHble paHee rpadmyeckme
AaHHblEe C OTKPbLITON BKMNaaKM NaHenu.

8. KHOMku ynpasneHusi naHenu BBoAa W pefakTupoBaHus AaHHbIX, OK 1 OTmeHa.
Ha3HauuTb pocTyn —kHOMKa Mo3Bonsier nepentn B pasgen «focmyn
compyOHUKO8» A1 Bbl4a4n COTPYLAHUKY KapTbl M Ha3HA4YeHUs npae 4OCTyna.
OcHoBaHMue — naxok [ocTyrneH npu JobaBneHun HOBOro COTPYAHUKA Wn
M3MEHEHUN ero y4yeTHblX AdaHHbiXx OygeT. Ecnn cnaxok ycTaHoBMneH, TO nocne
Haxatnsa kHonkn OK oTkpoeTca oOkHO Bbibop pAOKyMeHTa-oCHOBaHUA,
no3BonsioLlee YykasaTb [JOKYMEHT W3 4uCna BBEOEHHbIX paHee Ha BKragke
HoKkyMeHTbl pasgena «Y4YemHble OaHHbIe», HA OCHOBaHMW  KOTOPOro
NPOU3BOAUTCHA N3MEHEHNE YYETHbIX JAaHHbIX COTPYAHMUKA.

Myt B Active Directory — none cogepXvt nyTb K y4eTHOM 3anncu COTPyLHUKA
B MS Active Directory.

ik . .
J Bbi6bop nytn B_Active Directory —kHoMka no3BONdeT ykasaTb A1
COTPYAHMKA YYETHYIO 3anucb nonb3oBatens MS Active Directory.
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3.2.2 UmnopT cotpyaHukoB us Excel

[aHHble COTPYOHMKOB MOryT ObiTb 3arpyXeHbl W3 doanna 9nekTPpoHHbIX Tabnuy MS
Office Excel. NpenycmoTpeHa BO3MOXHOCTb UMMOPTa CNEeAYLWNX YY4ETHbIX AaHHbIX:

¢ Ta6.Ne — TabenbHbIN HOMEP COTPYLHWKA;

e damunua

°* UmAa

e OTyecTBO

* [loppasneneHune

e [lonXHoOCTb

* Mpuem Ha paboTy — aara npyema Ha pabory;

e doTorpadcuma — nonHbIM NyTb K poTorpadmm cotpygHuka Ha gucke [K;

* MpeHTudmkatTop — ngeHTndukaTop kapTbl (OAHMM YMCIIOM);

e Koo cemencTBa KapThbl

e Homep KapTbl

e TenedoHbl gna otnpaBku SMS

NMoarotoBka ¢phanna ana umnopTa

[nsa nogrotosku chavina ¢ nHopmaumen o coTpyaHukax B popmate MS Excel:
1. OTKkponTe paHee co3gaHHbIA hanrn C AaHHbIMU COTPYAHMKOB B NpurioxeHun MS
Office Excel.
2. YxkaxuTte obnactb MMNOPTUPYEMbIX AaHHbIX. [1118 3Toro BblgenuTe AnanasoH sS4Yeek B
paboyen obnactn okHa. [NMpu 3TOM nepBasd CTpoka BblOeNEeHHOW 0bracTu LOrmkHa
cogepXaTb HauMeHOBaHUS Morien YYETHbIX AaHHbIX:

IS

C

D

CoTpygHukm

130

OCOo 19.06.2013

AHWKeWUEB AHATONMI BUKTOpPOBUY

AHanuTuk

Jileo]

9.00-17.45

20.11.2012

39

lepkay Msax ViBaHOoBMY

WHKeHep TEXHUYECKOW NOAAEPHKN

Jileo]

9.00-17.45

10.03.2009

75

Honmatos BaneHTnH Cepreesuy

Cneumanuct TEXHUYECKOW NOAAEPHKK

Jileo)

9.00-17.45

11.03.2010

76

Ko#eeHukoea CeeTnaHa JlnBoBHa

Cneumanuct TEXHUYECKOW NOAAEPHKK

Jileo)

9.30-18.15

11.03.2010

38

KocHbipes MeaH KoHCcTaHTMHOBMY

PykoBOogMTENb OTAENA

Jileo)

9.30-18.15

10.03.2009

63

NapwoHos Bnagumup MBaHoBMY

WHKeHep TEXHUYECKOH NOAAEPHKH

Jileo)

9.00-17.45

18.02.2010

142

CantaHosuy mutpuii Eroposuy

CneumanucT TEXHUYECKOW NOAAEPHKK

Jileo)

9.00-17.45

01.04.2013

62

CeuctyH Oner Eroposud

ALMWHWCTPATUEHBII OUPEKTOP

Jileo)

9.30-18.15

18.06.2013

WO (g0 |~ [ | [ w s

81

Tyrkk Muxaun Bnagucnasosud

WHKeHep TEXHUYECKOM NOAAEPHKU

Jilee)

9.00-17.45

01.07.2010

=
[=]

33

dEnoposa AnekcaHgpa HukonaeeHa

WHKeHep-paguoTEXHUK

Oco

9.00-17.45

10.03.2009

3. lNpuceoiiTe HaMMeHOBaHME BblAeNeHHOMY AManasoHy sveek. [Ina aToro BbiGepute B
[MaBHOM MeHI Mporpammbl MNyHKT @PopMynbl. Ha oTkpbiBweiics naHenwu
MHCTPYMEHTOB HaxmuTe kHorky Aucnetyep nmeH. OTkpoeTca okHO AuncneTtyep
UMEH:
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Coznate... | MaMeHWTE... | YOanuTe | DuneTp * |
Hra |3HEIHE-HHE.‘ |ﬂuanaaoH |Dﬁnacrb MpuMedaHre |
JAnanas3oH:
x| | Y
3aKpbITE |
e
lpumeyaHue:

..~ B daiine anextpoHHbix Tabnuu MS Office Excel pomkHa coaepxarbCsi TONbKO oanH
WMEHOBaHHbIA AManas3oH siyeek. Ecnn B danne paHee Oblnv co3gaHbl Kakue-nmdo
UMeHa TO yganute ux, Bblaenvs B paboven obnactm okHa [ucnet4yep UMeH u
HaXkaB KHOMKy Y aanuTthb.

4. B OTKpbIBLUEMCS OKHE HaxmuTe kHomky CospaTtb.... OTkpoeTcs okHo Co3paHme

UMEeHMN.:

21|
A I,.'J,Cr:l|
DENacTe: Tl v
OpkMEYaHME —
AManazoH: =NicT A3 $PE13 E

) OTMEHS
Z

5. B okHe Co3paHMe MMeHU BBEAUTE HAaMMEHOBaHNE ananasoHy sideek B none Uma.
Mms moxeT ObiTb Npon3BoOnbHbIM, Hanpumep «JCO».

6. Haxmute kHonky OK. OkHO Co3paHue wmmeHu Oyaer 3akpbito. B pabouen
obnactn okHa lucneTyepuMeH nossBUTCS CTPOKa C yKasaHHbIM Ha3BaHWEM.

7. Haxmute KHOMKy 3aKpbITb, OKHO ByAeT 3aKpbITO.

8. CoxpaHuTte hann n 3akpoute ero. dann rotoB 45 MUMNopTa AaHHbIX.

MmnopT gaHHbIX U3 panna

[ns nmnopTa AaHHbIX U3 NOArOTOBMNEHHOro paHee danna anekTpoHHbIX Tabnuy MS Office
Excel:
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1. HaxmuTte Ha naHenwn MHCTPYMEHTOB BKIagKn CoTpyaAHUKM CTpEIiKy cripasa OT

KHorkn UmnopT ¥.B OTKpbIBLLEMCHA MeEHI0 BbibepuTe nyHKT AMnopT n3 Excel..
OTkpoeTcst OkHO UMNOpPT AaHHbIX:

x

VicTourmk (daiin mMnopTa): _|

— HaHHeke MCTOYHMKA - - daHHBIE NpeMHKa

L BHEATE EQEMHHWE
€113

€ OTyecTeO

€ NoapasaeneHie

€ JOMKHOCTb

€ Mpiem Ha paboTy

& voTorpaduma

€ VaeHTIdKKaTOp

€ Koa cemencTBa KapThl

€ Homep KapTol

€ TenedoHsl AN OTMPaskKiA SMS

OaHHEE 408 WMOopTa:

W AT

(m]

CYYACTIATE

| AMAOPT 3aKpbITE

2. B oTKpbiBLIEMCA OKHE HAXMUTE KHOMKY J B oTkpbiBEMCS OkHe Dann MmnopTa
OaHHbIX YKaXuTe pacnofioXeHue MOAroTOBIEHHOro Ansi MMMopTa AaHHbIX dhanna
3NekTpoHHbIX Tabnuy MS Office Excel n HaxmuTe KHONKY OTKPbIThb.

3. Cnucok [laHHble NCTOYHMKA OkHa UMNOPT AaHHbIX 3aMOfHUTCS 3arofioBKamm
CTONBLIOB COXpaHEHHOW B yKazaHHOM chainne obnactu ¢ AaHHbIMM.

4. Bbibepute B cnnckax [laHHble MCTOYHMKaK [laHHble npueMHuKaokHa UmnopT
OaHHbIX COOTBETCTBYHOLUME APYr APYrYy Ha3BaHWs Nofen AaHHbIX U HAKMUTE KHOMKY
CBsasatb. B obnactu [laHHble gnA vMMnopTa npu 3TOM O00aBNATbCA napa
CBSI3aHHbIX APYr C APYroM 351eEMEHTOB 060MX CMUCKOB.

5. lNoBTopuTEe npoueaypy AnNs OpyrMx noner [AadHHblX. [na Hayvana wvMmnopTa
HeobX04MMO yKasaTb COOTBETCTBME A1 NOMs AaHHbIX DaMunusa.

6. MNpn mmnopTe TenedoHa B COOTBETCTBYHOLUMX MNOMsAX Ha naHenu CTpyKTypa
OaHHbIX NoNA Tene(goOHOB YyKaXNTE KONMUYECTBO CMMBOSIOB KOAa CTpaHbl, Koaa
onepatopa u Homepa TenedoHa. Ecnm gna cotpyaHuka MoxeT ObiTb yka3aHo
HECKONNbKO TenegoHOB, TO YKaXxnTe cumBos-pasgenutens. Nocte nmnopTa TenedoHb!
OTMEYaTCA KaK «aKTUBHbIEY.
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lpumeyaHus:

..~ * Ecrnu He 3agaHo cootBeTCTBME NONsA AaHHbix MopapasaeneHue, To ANa BCeX
MMMOPTMPYEMbIX coTpyaHukoB B none MoapaspeneHue Oyder ykasaHo (He

onpeaeneHo).
¢ [1ns BCEX MMMOPTUPYEMBbIX COTpyaHMKOB B none MFpadgmk paboTbl ykasbiBaeTcA
FTPA®UK HUKOIJA.
Y MnopT naHHbIX il
WMecTounuk (dain wanopTa): IC:"-.HC':I.:{E |
— JlaHHble UICTOYHWKA ~ JaHHble NpUeMHMKa — |
N2 n/n il E— € OaMunua
COTpYyOHUE £ Mma
pad@uK paboThl £ OTYecTso
el - roven 2 pacoty
Cxema onnaTtel NMTaHUA LI —— ' | Kog ceMeMCTBa KapThl
CTpyKTYpa AaHHbIX Nona TenedoHos € Homep KapTeil
HaymHaeTca c nosvumKM  [AnvHa F3NacnopT
Koa cTpaHbi 2 |§I 1 |§I
Kog onepatopa |2 Eﬁ 3 Eﬁ
Homep 5 Eﬁ 7 Eﬁ
CumBON-pasgenvTent |:

£ Tab. NO —> Tab. NO
£ [IOMHHOCTE > JIO/KHOCTh
£ MNoapasaeneHue = MNogpasaeneHue

€ ®aitn c poTorpadmei > GoTOrpadus OYNCTUTE
£ WoeHTudukaTop --> WaeHTudukaTop -

£ Homepa TenedoHoB —= TenedoHsl ANA OTNpaBKK SMS

Y ATE

| lhriopT 3aKpbiTh

KHonka Ypaanutb nossonser yOoannTtb BblAENEHHYIO Napbl 3JIEMEHTOB B CIUCKE
HaHHble anAa nmmMmnopTa, KHOrMKa OunctTuTb — yoannTb BCE MNMapbl N3 CMn1cKa.

7. Haxmute KHOMKY MMI'IOpT On4a Hadana nMmnopta OaHHbIX. OTa KHomMkKa OOCTYrHa,
ecnm B cnucke [laHHble AnA nMMnopTa CoOOAEepPXUTCA Mapa Onda nonda AdaHHbIX

Pamunua. Npn ycnewHoMm 3aBepLleHM MMNopTa OTKPOETCHA OKHO C coobLueHvem. B
OTKpbIBLUEMCA OKHE HaxmuTe OK.
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lpumeyaHue:

Ecnn 3apaHo cootBetcTBMe nonen gaHHbix ®@amunusa, Uma, OtyecTtBO U 3TU
AaHHbIE UMNOPTMPYEMbIX COTPYLAHMKOB, COBNAgaloT € xpaHawmummca B B[] cuctemsl, To
oTKpoeTcs okHO MoaTBepXXAeHne coxpaHeHusa AyO6NUPOBaHHbIX AAaHHbIX:

Y MoaTeepraeHe coxpaHeH s AybpoBaHHbIX Aa _ |EI |£|

Mepen BaMu cnucok Tex noaeit us danna umnoprta, PO koTopbix bbinu
HaiaeHbl B 6ase aaHHbIX. OTMeTbTE TeX NoAeNn, YbM AlaHHbIE HY)KHO

COXpPaHWTb, U HAXXMHUTe KHonky OK.

[ | BafeHkoe AHARER , (He oNpegeneHo), (HE onpegeneHa
Conoeses AMUTOMA , (He onpejeneHa), (He onpejeneHa
LIz pscEcka Miope |, (HE onpegensHoy, (He OrpeAensHa)

OTMETHTE BCEX CHATE OTMETY Ok OTMEHS

OtmeTbTe dnaxkamm B paboyenn obrnacT OKHA COTPYAHMKOB, OaHHbIE KOTOPbIX
HeobxoaMmo umnopTupoBaTtb, M Haxmute kHonky OK. [lNpoueaypa wmmnopta 6yget
npogormkeHa.

8. B okHe UMNopT AaHHbIXHaXMUTE KHOMKY 3aKpPbITb, YTOObI 3aKPbITb OKHO.

3.2.3 UmnopT cotpyaHukoB u3s Active Directory

Mpouenypa no3BonsieT NPOM3BECTU UMMOPT CrMUCKa COTPYOHUKOB M3 6a3bl AaHHbIX CIyXObl
katanoroB MS Active Directory (nanee — AD). UMnopT Npor3BOANTCA HA OCHOBaHUWN YYETHbIX
3anucen nonb3oBatenen AD, BblbpaHHoro pgomeHa AD, ecnu  ykasaHbl hamunusa
COTpPYOQHMKOB. ECTb BO3MOXHOCTb WMMMOpTa BCEX Monb3oBaTenen BblIOpaHHbIX rpymnn
yKasaHHOro gomeHa. CoTpyaHUKM 006aBnATCA B yKe CYLLECTBYHOLMA CAUCOK, U MPU 3TOM
aBTOMaTUYECKM pacnpenensaiTca No nogpasgeneHnsm B COOTBETCTBUM C LaHHbIMW rpynr,
ykazaHHbIMK B AD. Ecnuv nogpasgeneHus ¢ nogxogawmm HassBaHueM HeT B B[l cuctemsl, 1O
OHO OyaeT co3gaHO aBTOMaTUYECKMN.

UmnopT paHHbIX n3 AD

[na nmnopta cnucka cotpyaHukos n3 AD:
1. HaxxmuTe Ha naHenn WHCTPYMeHTOB Bknagkn COTPYAHMKWU CTpenky crnpaBa OT

kHornkn UmnopT v.B OTKpbIBLLEMCA MEHI0 BblbepuTe NyHKT AMnopT mn3 Active
Directory. Otkpoercsa okHo UMnopT AaHHbIX U3 Active Directory:
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Y LMRopT AaHHbIX M3 Active Directory il
MeTouHik (Actve Directory):l _l
~ HaHHEIE MCTOHHMEA JaHHEIE MpeMHIKS
o — ’7 'L-'I.J'Il-'1.!:l
£ OTYeCTED

Hobaente | (| € MoapasteneHie
—— | BTy Te Active Directory
2 TenadoHsl AN8 oTARaEKl S5

€ DoTorpadiig
Y AT
CHMCTIATE
lArAoET SarpEITE

Cnucok [JaHHble npUeMHUKa cogepXxnmt nond AaHHbIX COTPyAOHUKAX, KOTOpble
MOryT ObITb COXpaHeHbl B B[] cuctemsbl.

2. B OTKpbIBLUEMCHA OKHE HAXXMUTE KHOMKY J cnpasa ot nons UctouHuk. OTkpoeTcs
OKHO [loMeH bl CO CMUCKOM JOCTYMHbIX AoMmeHoB AD:

=
|= @# wokm.PERCO
m Users
= [¥] 83 Developers
= (@] 83 First Group
€1 SvD
83 BBE
[] 83 Testers
(G, PERCO.DELFA.NET
4, PO.PERCO
#, PO.PERCO.RU

it CTMEHE

3. B OTKpbIBlUEMCA OKHE OTMeTbTe  raxkamu  UMMNopTUpPyemMble  rpynnbl
nonb3oBatenen AD HyxHOro gomeHa. Nocne atoro Haxmute kHornky OK.

4. B cnucke [laHHble UCTOYHUKAOKHA UMNOPT AaHHbIX NOSABATCA LOCTYMNHbIE NONA
OaHHbIX YY4ETHbIX 3anncen nonb3osatenen AD.

5. BbibepuTe B cnnckax [laHHble UCTOYHMKaAK [laHHble npueMHuKaokHa UmnopT
OaHHbIX COOTBETCTBYHOLUME APYr APYrYy HAa3BaHWs Nofen AaHHbIX U HAKMUTE KHOMKY
CBnasatb. B obnactu [laHHble gnA vMMnopTa npM 3TOM O00aBnATbCA napa
CBSI3aHHbIX APYr C APYroM 351eMEHTOB 060MX CMUCKOB.

6. lNoBTOpMTE npoueaypy AnNs Opyrux noner [AadHHblX. [na Hayvana wvMmnopTa
HeobXo4MMO yKasaTb COOTBETCTBME AN nonen AaHHbiXx Pamunua n MNyTb Active
Directory.
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7. Mpn umnopTte TernedoHa B COOTBETCTBYOLIMX MOMsiX Ha naHenn CTpyKTypa
OaHHbIX NonA TenegoHOB YKaXuUTe KONMMYECTBO CMMBOMIOB KOoda CTpaHbl, koda
onepatopa W Homepa TenedgoHa. Ecnm gns coTpygHvka MOXeT OblTb ykasaHo
HECKONbkO TenedoHOB, TO YyKaxkuTe cuMBoOr-pasgenutens. [locne uvmnopTa

TeJ'IeCpOHbI OTMEYHaloTCA KaK «aKTUBHbIEY.

lpumeyaHus:
* Ecnu He 3agaHo COOTBETCTBME MNonst AaHHbix MoppaspeneHue, TO ANs BCEX
MMNOpTUPYEMbIX COTpyaHuMkoB B none MopapaspaeneHue Oyaer ykasaHo (He

orpedersieHo).
¢ [1ns BCEX MMMOPTUPYEMbIX COTpyaHMKOB B none Fpadgmk paboTbl ykasbiBaeTcA

TPAOUK HUKOIA.

W LMNopT AaHHBIX M3 Active Directory x|

MeTouHme (Active Directorv):lNIOKR.PERCO |

OaHHBE MpaemHLEa

AaHHBIE MCTO4YHIIKE

#TeneoHEl 178 oTrpaskL |
£ DoTorpadiia

CEA3ATE

HobaEMTE

€2 DarAnaa > DamAnAa Y OANATE

€17 > A

£ OTYeCTED —-> OTYECTED

EMNoapaznensHie --= MNogpasgensHie OYMCTHTE
£y Th Active Directory —= MyTe Actve Directory

| IArnopT 2aKphITE

8. Haxmute kHornky WUmnopT. [locrne OKOHYaHMs uMnopTa OTKPOETCA OKHO C
COOTBETCTBYIOLLNM COOBLLEHNEM M YKa3aHMEM YMCIia COTPYLAHMKOB, AaHHbIE KOTOPbIX

ObINM UMMNOPTUPOBaHDI.
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lpumeyaHue:

Ecnun 3apaHo cooTtBeTcTBMe nonen gaHHbix Pamunua, Amsa, OtyecTBO 1 3TN JaHHble
COTPYAHWKOB, mmnopTtupyemblix n3 AD, coBnagaT ¢ xpaHawumucsa B BL cuctembl, TO
oTKpoeTcs okHO MoAaTBepXAeHne coxpaHeHusa AyO6NUPOBaHHbIX AAaHHbIX:

Y NoateepMaeHe coxpaHeHsa AyBAMpoBaHHbIX AaH — |I:I |i|

Nepen Bamu cnucok Tex nroaein n3 painna nmnopra, PUO KoTopbIX
6b1nn HaipeHbl B 6aze gaHHbIX. OTMeTbTe TeX NtoAeH, YbH faHHble

HY)>XHO COXPaHMTb, U HAXKMUTE KHONKY OK.

[ | BafieHkoe AHapel , (He onpegensHn), (He onpejeneHa)
[ |HonHos B.C. , By2, (He onpejenseHa)

CoNoBREE OMATRMEA | (He onpegensHo), (He onpegeneHa)
Lapaeeckiia Mrope , (He onpegeneHn), (He onpegensHa)

OTMETMTE BCEX CHATE OTMETKY 4 OTMEHS

OTmeTbTe hriaxxkamy B paboyeli 06nacT okHa COTPYAHMKOB, AaHHbIE KOTOPbIX HEOBXOANMO
UMMopTUpoBaTh, U HaxkmuTe kHorky OK. Mpoueaypa nmnopTa 6yaeT npoaormKeHa.

MN3meHeHMe nyTn K y4eTHou 3anucu AD
OkHo Mouck B Active Derectoryumeer cnegyrowmn Bua:

Y Mowvick B Active Directory _ o] x|
= (@ NIOKR.PERCO
. NICKR.PERCO KOHTDOJ’IHED OOMEHa INIOKR-PERCO |-|YTb INIOKR-PERCO\SDV
- (@ PERCO.DELFANET .
G, POPERCO KonmuecTBo nonb3oBaTenen | A &)
Bl &
OBHOETE FPasbnorpoEaTE 3abN0KMpoBaTE —@
Monezoeatens MonHoE KrA ‘ lra ‘ DaAMANIA ‘ AenapTaMeHT ‘ KarMMEHT SRR ‘ 3abnokMpoEaH ‘
-8 PYY Mocnaeckuid B.B. AKTIBEH :l
-~ & remxp AKTIBEH
- B RYSHP RYSHP RYSHP AKTIABEH
- E Conoeees [.B. OrATpiA CONOBLEE AKTIEEH —
- B sdvtest sdvtest schvitest AKTMEEH
-8 =IE Lapasackai .E. Mrops LapasacKii e AMIO AKTIHEEH -

4/ |

OTMEHE |

1. MaHenb cogepxunt cnmcok gomeHos AD.

2. MNaHenb cogepxut nHopmaumo O BblaeneHHoM aoMeHe AD u nyTb K y4eTHOM
3anucu AD nonb3oBatens, BbliAeneHHoro B paboven obnactu okHa.

3. MaHenb MHCTPYMEHTOB. Mcnonb3oBaHne (byHKLI,VIVI naHennm AOOoCTynHoO And
agMUHUCTpaTopa [OOMeHa W MNOo3BOJIAET 3a6J'IOKI/IpOBaTb 7 pa36J'IOKI/IpOBaTb,
BblAENEeHHYO B pa60l-|e|7| obniacTu okHa YHETHYIO 3anncCb Nosrib3oBartensd AD.

4. Paboyaa obnacTb OKHa COOEPXUT CMUCOK YYETHbIX 3anucen nonb3oBaTenen
BblgeneHHoro gomeHa AD, a Tak Xe yKkasaHHyl [ONnA HUX OOMOMHUTEMbHYIO
MHopMaLno.

lMocne Toro kak Obln HangeH HYXHbIKM MOonb30oBaTenb W onpedeneH nyTb, OyaeT AOCTynHa
kHonka Ok.

1. Haxmute kHonky Bbi6op nyTtu B Active Directory ﬂ B HWKHEWN YacTu naHenmu
BBOAA M peaakTnpoBaHus aaHHbiX. OTkpoeTcst okHo Mouck B Active Directory.

2. Boigenute gomeH AD. B pabouyein obnactm okHa NosiBUTCHA CMUCOK Monb3oBaTenen
JoMeHa.
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3. BblgenuTe B paboyeli obnacty okHa y4eTHyl 3anucb nonb3osatens AD, koTopyto

HeobxoauMo YKa3aTtb B Y4E€THbIX AaHHbIX COTPYAHUKA.

4. Haxmute kHonky OK B HvkHen yacTtn okHa. OKHO ByaeT 3aKkpbITO, MyTb K BblOpaHHON

3.24

ydeTHoM 3anuncu nosisutcs B norne Beibop nytu B Active Directory.

[lo6aBneHne HOBOro coTpyaHMKa

[ns nobaBneHns HOBOro COTPYAHMKA:

1.

Bbibepute nogpasgeneHuve, B kotopoe OyaeT NPUHAT HOBbIN COTPYAHMK. [ns aToro

HaxmuTe KHONKy Bb16op nogpasaeneHus 23 La nanenu WHCTPYMEHTOB BKIaKM.
B otkpbiBliemca okHe [loapa3peneHus YyKaxuTe HyxHoe noapasgerneHve u
Haxxmute kHorky OK. Cnmcok coTpygHWKOB BbliOGpaHHOro noapasgeneHvs obyget
oTobpaxeH B paboyert obnacTu Bkagky, Ha3BaHWe nogpasgerneHnsi NoABUTCS crnpasa
OT KHOMKM.

HaxmunTte kHonky [lo6aBuUTb # Ha naHenu WMHCTPYMEHTOB Bknagku. OTkpoeTcs
naHenb BBOAA U peaakTUPOBaHNS JaHHbIX:

- ~HOKYMEHT 11 JONOAHMTENEHBIE JaHHEIE
Tak, N el Homep
Gamimaa  HoBIKoEa [45345367
1A |anexcarapoBHa OaTa posaeHian  MecTo poxaeHA
OTuectBo  1OAPT |z8.11.1971 =] |r.ersa
EEQSTYH"B [15.042013 ] Koraa BslaH AelfcTeMTaneH ao Mon
 ETHbE faHHDe [os.11.1989 | v|fes.122014 ¥ %
K.em BolgaH
MogpasgensHise |,'J,APT _| |25 v
OomHOC T |iHe crpeneneHa) _I Kop nogpasa-Hia  MpaxgaHcTeo
Mpadiik paboThl |PaE5-o'-|aﬂ Heaend _| |32 IPoccm,q
YHETHEIR AaHHbie |15. 042013 ¥] TIN PaCMosHABAEMOro ACKYMEHTA
ACHCTEYOT ¢ [Fo: macriopT |
PacnosHate | [¥ Boeogims okHo gnancra
VHH
|212479
[ P

Ik CTMEHS | HasHaYMTE 4oCTym

[v" CcHoearme MyTe B Active Directory I B
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B none MNoppa3neneHue 6yger ykazaHO BblOpaHHOE Ha MaHenu WUHCTPYMEHTOB
nogpasgenexuve. Npu HeobxogMMOCTN MOXHO BbIDpaTb Apyroe nogpasgeneHve ans

COTPYAHMKA, HaXKaB Ha KHOMKY J cnpasa ot nons MoapaspeneHune. OTkpoeTcs
okHo MopapaspgeneHusa. B okHe OyayT OOCTynHbI nogpasdeneHns M3 crucka
pasgena «YyemwHbie 0aHHbIe». B OTKpbIBLUEMCS OKHE BblaenuTe nogpasgeneqHuve, B
KOTOpOe HeoOBXoAMMO NPUHATL Ha paboTy coTpyaHuka u HaxmuTe kHorky OK. OkHO
NMoapaspeneHunna Gyger 3akpbiTO, BblOpaHHOE noapasgeneHne nosBuTCs B none
NMoapaspeneHune naHeny BBoda U penakTUPOBaHNS LaHHbIX:
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1'.[‘" lNoAapazpeneH A ;lglil
- 4 (HE ONpegensHo)
E- « Mpeanpuatie - Oduc e CTE
B 4 ASMUHMCTRAUMA
- o Byxrantepna
R HICHP
o OTJEN KaApoE
4 OTAEN pEKNAMEI
4 OTgEN CEPEMCHOND 00Ny HIMEAHIA
- 4 Dumaan N91
- 4 Dumaan N92

[ NokazeEaTe CRPEITEIE MOAPIZASNEHIMA
CTpoKa ANA Nokcka

IHMDHF'

Mowck: | F2 |7 FICKaTE C HaYana HazeaHKWA

(4 DTMEHS

3. Beegute B nona Tab. Ne, ®damunusa, UmaA, OT4yecTBO [JaHHble HOBOrO
cotpygHuka. Npn HeobxogmmocTn B none Beoga fatel Mpuem Ha paboTy nsmexHnte
AaTty npuema coTpyaHuKka Ha pabory.

4. B obnactm Y4YeTHble [AaHHbIe YKaXUTE [LOMMKHOCTb COTPYAHMKA, ANd 3TOro

HaXXMUTE KHOMKY J cripasa OT nons BBoAa JonxHocTb. OTKpoeTCFI OKHO Bbl60p
AONMXKHOCTU. B okHe 6y,qu OOCTYMHbl  OOJIKHOCTW, nobaBrieHHble B CMAUCOK
OOImKHOCTeN Ha BKnagke [lofmKHOCTH pasgena «Y4emHble OaHHbIey:

=l0jx|
/|4

[l

HazgaHLe

{He onpeasneHa)
Web-gisaiiHep
Web-nporparicT

BHANATIAR,
AHANMTIK-CT aED
AMCADAT ik,
EpaHa-MeHeep

Lo T I ey O O T Y % ]

[v MokasbBaTh CKEBITHIE

O CTreEHE

5. B OTKpbIBLUEMCSI OKHE BbIGEPUTE HYXKHYIO AOMKHOCTL M HaxkmuTe kHonky OK. OkHO
OyneT 3akpbiTo, BblbpaHHasi OOMKHOCTb MosiBUTCA B nore JOMXHOCTb MaHenu
BBOAA M pedaKTUPOBaHWS AaHHbIX.
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\\¢ Mpadi paboTbl _ O] x|

6.

B obnactn YuyeTHble paHHble BbiGepute rpaduvk paboTbl Ansi COTPYAHWKA, Ans

9TOr0 HAXMUTE KHOMKY J cnpasa ot nons Beoda Mpadmk paboTtbl. OTKpoeTCA
okHO Mpadhmkm paboTbl. B okHe ByayT OoCTynHbI rpachmkm paboTbl, CO3A4aHHbIE Ha
Bknagke Fpacdmku paboTbl pasgena «paguku pabombi» moayns PERCo-SNO1
«basoeoe O»:

HalMEHOESHIE £ Cxema ¥PB |~ ]

1 B TPADIAE HIAKO OA HEAENEHAA CHEMA PABCTHIHEAEEHGIA)

2 |Cknag 2 (ckones) CKONBIALMA BedepHEAENEHEIA)

3 |5 30-9.00 ., 30-9.00 (HE,D,EJ'II::-HI::-IFI)

4 |9.00-17.45 9,00- 17 45(HEAEEHEIA)

5 9.00-17.45 cekpeTaph 9,00~ 17 45(HEQEEHEIA)

IE9 o 50-15. 15 9,30- 18, 15(HEAEEHGIA)

22 e

I7 [NokazEEATE CKPBITEIZ

[ MokasbEaTh paclumdpoBky 94 JTMEHA |

31

7.

9.

Mpn HeobxoguMOCTM €CTb BO3MOXHOCTb MOCMOTPETb pacnucaHne paboThbl
COTpyOQHMKa 3a Mecsl no BblOpaHHOMY B paboyenn obnacTu OTKPbIBLUENOCA OKHa
rpadouky. [1ns aToro BbiGepuTe HyXHbIN rpadmnk n yctaHoBuTe dnaxok NMokasbiBaTb
pacwudpoBky. OTKkpoeTca gononHuTenbHoe okHO Mpadmk paboTbl, B KOTOPOM

HeobxoauMo yKa3aTtb Hy)KHbIIZ mMecsaud. [Ons 3aKpbITUA OKHA HaXMUTE KHOIMKY il B
CTPOKe 3arosrioBka OKHa Ui KHOMKY Esc Ha KrnaBuartype.

. B okHe 'pachukm paboTbl Boibepute HyXHbIN rpadvk paboTbl U HAXKMUTE KHOMKY

OK. OkHo 6yaet 3akpbITO, BblOpaHHbIv rpaduk nossutca B none Mpaduk paboTbl
naHenu BBoAa 1 peaakTMpoBaHUSA OaHHbIX.

Mpn HeobxoaMmocTn B nons BBoAa AaTbl YYeTHble AaHHble AEeUCTBYHT C:
N3MEHNTE OaTy UBMEHEHUS YYETHbIX JAaHHbIX.

10. [ina BBOAA OOMNOMNHUTENBHbBIX TEKCTOBBLIX U TeKCTOFpa(bVI‘-IeCKI/IX YYHETHbLIX OaHHbIX U

OaHHbIX OOKYyMEeHTa COTpyAHUKa HaXKMUTE  KHOMKY BKNOYNTL/OTKNHOYNTDL

0T06pa>|<e|-me AOKYMeHTa N TeKCTOBbLIX AONONTHUTENbHbLIX AaHHbIX
Ha nNaHennM WHCTPYMEHTOB  BKI1adKW. OTKpOGTCH naHesb ﬂOKyMeHT n
AONONMHNUTeNbHbIEe OAaHHbIEe.

11. Ha oTKpbIBLLUENCA NaHenu BBeAMUTE B COOTBETCTBYIOLLME MO NacnopTHble OaHHble

N OononHunTeribHble y4E€THbIE NaHHble COTPYAHMKA.

lpumeyaHue:

I'IpM ncnonb3oBaHUM nogknoveHHoro K [K CKaHepa W [OOroJIHUTerNnbHOro Mo,
NnoABJIAETCA BO3MOXHOCTb aBTOMaTU4eCKoro pacrno3HaBaHNA OaHHbIX
OTCKaHMPOBaAHHOIO OOKYMEHTa COTpyaHUKa. Ona 3arycka npoueaypbl
aBTOMaTU4eCKOoro pacrno3HaBaHnsa HaXMUTE KHOIMKY Pacno3Hatb Ha naHenu
D,OKyMEHT n AonosiHuTesrnbHble AaHHbIEe.

12. Ons 3arpy3kn gotorpadum COTpyAHUKA U OOMONHUTENbHBIX rpadUyYeckmx AaHHbIX

HaXXmMuUTe KHOMKy BKNoUMTb oToOpaxeHue rpaduyeckux AaHHbIX Ha
NnaHenn WHCTPYMEHTOB Bknagku. OTKpOeTCS MnaHernb OTOOpaXeHUs rpadouyeckmnx
AaHHbIX:
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Boo @B

doTorpadiaa | Aoy MeHT | lHH |

13. Ha oOTKpbiBWeENCA naHenu nepenamte Ha HyXHYK BKNagky W MCMNomnb3ys
WHCTPYMEHTbI NaHenu, 3arpy3ute potorpauio coTpyaHuka unv AONOSMHUTENbHbIE
rpacuyeckne gaHHble. dotorpadmsi MoOXeT BbiTb 3arpyxeHa 3 canna, ns bydepa
obmeHa, nony4yeHa oT web-kamepbl UM OTCKaHMPOBaHHA.

14. MNpn HeobxogumocTn BBeauTe TenedoH coTpydHuka pAns  otnpasku  SMS-
COoO0BLLEHNN.

15. MNpn HeobxogumocTn Ha naHenn Kadpe ykaxuTe yCTAHOBMEHHYHO Of1si COTPYOHUKA
Cxemy onnatbl nutaHuau Npaduk noceweHusakadge. NaHenb gocTynHa ecnu
paHee Obin ycTaHoBreH 1 OTKpbIT Moayrb 1O PERCo-SM16 «Kaghex:

~ Kadge

CxeMa onnaThl MATaHA

|Bes kormneHcauyi -]
Mpadi NoceweHAA

|B nioEoe Bpera |

16. Ecnn HeobxoguMO ykasaTb [AOKYMEHT, Ha OCHOBaHWWM KOTOPOro COTPYOHWK
NpUHMMaeTCss Ha paboTy (MMM M3MEHSAIOTCS €ro y4YeTHble [aHHble) YCTaHOBUTE
donaxkok OCHoBaHMe cripaBa OT KHOMOK YNpaBneHnsa NaHenu.

17. MNocne BBOga BCEX HEOOXOOAMMbIX AaHHbLIX COTPyAHMKA HaxmuTe kHonky OK Ha
naHenu BBoAa U pedakTMpOBaHNA OAHHbIX.

18. Ecnn cnaxok OcHoBaHue Obly1 yCTaHOBMEH, TO OTKPOeTcss OkHO Bbibop
OOKYMeHTa-OCHOBaHUA, coaepallee CrMCoK AOKYMEHTOB, BBEAEHHbIX paHee Ha
Bknaake oKy MeHTbl pasgena «Y4emHble OaHHbIEy:
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Y Bbibop AOKYMeHTa-0CHOBaHNA - | | |£|
Haraep | Aara vzgaHmAa | JaT1a BCTYNNEHMA B Ckny HazeaHwe CIMMCaHME ;I

1 |23 23.10.2013 22.10.2013 MpMkaz 0 NpKeMe Ha paboTy

2 |3 07.11.2013 15.11.2013 Mpwkaz o0yEONEHEHMIA

3 |8 28.11.2013 £8.11.2013 OBBACHWTENEHSA

A EEME = 110013 28110013 Mpukaz 0 nepeenge CUMarIH KD,

2 |26 28.11.2013 28.11.2013 JaneneHme

6 |37 258,11.2013 28.11.2013 Brirosop

i
L

F [MNokazeEaTE CHPEITEIE

(] OTMEHA |

19. B OTKpbIBLUEMCHA OKHE BbIAENUTE AOKYMEHT, HA OCHOBaHMM KOTOPOro COTPYAHMUK
NPUHUMaETCS Ha paboTy (UM N3MEHSOTCS €ro yYeTHbIE AaHHbIE) N HAXKMUTE KHOMKY
OK. OkHo 6yaet 3akpbITO.

20. NaHenb BBOAA U pedakTUpOBaHUSA OaHHbIX OydeT 3akpbiTa, HOBbINM COTPYAHMK ByaeT
nobaBreH K CnUCKy COTPYOHMKOB BbIOPAHHOrO Ha MaHenu WMHCTPYMEHTOB BKIaOKu
noapasaeneHus.

21. Npn HeOBXOOUMOCTN BHECEHUSI UBMEHEHUIN B JaHHble COTPYAHUKA, HAXKMUTE KHOMKY
M3MeHNUTL yuyeTHble AaHHble 2B Ha naHenu MHCTPYMEHTOB BKnaaku. OTkpoetcs
naHenb BBOAA W pedakTUPOBaHWA AaHHbIX. [1pon3BeauTe Ha naHenu Heobxoaumble
N3MeHeHnsa n Haxkmute kHonky OK.

lpumeyaHue:
. [pn nameHeHWn [OMKHOCTW, MNoApasgeneHuMs unu rpaduka paboTbl COTPyAHMKA
Heobxoammo B norne Y4yeTHble faHHble AeNCTBYHOT C ykasaTb AaTy C KOTOpOW
M3MEHEHUA BCTYNaroT B CUIy.

22.Ina coxpaHeHuUss WU3MEHeHHbIX AaHHbiX B B[l cuctembl HaXmuTe KHOMKY
CoxpaHUTb Ha NaHenun MHCTpyMeHTOB «KOHco1u ynpaesieHusi».

23. Nocne pobaBneHns HOBOro COTpyAHMKa HeobxoaMMo BbigaTb eMy KapTy 4OCTyna u
yCTaHOBUTb MpaBa W napameTpbl gocTtyna. [ns 3Toro HaXMmTe Ha NaHenu KHOMKy
HasHaunTtb gocTtyn. OTkpoercs pasgen «Jocmyn compyOHUKO8».

3.2.5 CoszpaHune SMS-paccbinku

lpumeyaHue:

OtnpaBka SMS-coobuieHnii ocyuiecTenseTca cepBepom cuctembl PERCo-S-20.
Bbibop crnocoba oTnpaBky U HacTpoOWKa napameTpoB ocyuwiecTBnsieTcs B «LjeHmpe
ynpaeneHusi PERCo-S-20» Ha Bknagke Bbibop cnocoba paccbinku SMS.

BBoa Homepa TenecgoHa coTpyaHUKaA
1. |_|pl/l HeO6XO,EI,VIMOCTVI BBeauUTe TeJ'Ie(bOH COTpyAHUKa, A4 3TOro BblaoennTe
COTpyaHuKa B paboyeinn obnacTu BKMagkn M Haxmute KHonky TenecgoHbl Ans

SMS-otnpaBku ® Ha naHenn WHCTPYMEHTOB Bknagkn. OTKpoeTcs naHenb
TenedoHbl ana SMS oTnpaBku:
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TenadoHEl 109
SMS-0TNpagk

g a8

K

+7(999)7654321

#l 06aBNTbL — KHOMKA MO3BONSIET OTKpbITb OkHO TenecoHbl ana SMS-
paccbinkm gns pobaBneHus COTPyAHMKY, BblbpaHHOMY B paboyen ob6nacTtu

BKNagKu HOBOro tenegoHa.
3l U3MEeHUTb — KHOMKa  Mo3BonsieT OTKpbITb OKHO TenedoHbl gna SMS-
paccbInNKnM aAngd naMeHeHnsa Homepa TenedoHa, BbligeneHHoro B paboyert obnactu

naHenu.
=] Yoanutb — KHOMka NO3BONSAET yaanuTb TenedoH, BblAENEHHbIA B pabovein
obnacTu naHenw.

lpumeyaHue:

YcTaHoBKka conaxka y Homepa TenedoHa B nepBomM cTonbue B paboyen obnactu
naHenn paenaet TenedoH «aKTUBHbIM», TO €CTb Ha 93ToT TenedoH Oyger

ocywiecTBnATbca SMS-pacchinka.
2. Ona pobaBneHus TenegoHa Ha OTKPbIBLIENCS MaHEeNNn HaXMUTE  KHOMKY
No6aBuTtb — 4. OTkpoetcs okHO TenedoH aona SMS-paccbinku:

+7 (999 ) |1234567

MpMep Pocobckan Gepepaua,
CankT-NaTepbypr, onepaTop MTC

+7 (911) 7344051

O | CTMEHA |

3. B OTKpbIBLLEMCHA OKHE B COOTBETCTBYHOLLME MONs BBeaute TenedoH COTpyaHMKa B
criegyrowiemMm gopmare:
® B NepBoe Nnose — MexayHapoaHbI KOA4 CTpaHbl,
® BO BTOPOE Morie — KOf, permoHa,

® B TpeTbe nore — HoMmepa TenedoHa.
Mocne okoH4YaHusa BBoaa Haxkmute kHorky OK. OkHo ByaeT 3akpbiTh, TenedoH byaet

nobaeneH Ha naHenb TenedgoHbl ana SMS-oTtnpaBku. Y HoMepa TenedoHa

aBTOMaTU4Yeckn byaeT yCTaHOBIEH (PraxKoK.

4. Mpu HeobxogumocTu AobaBbTe COTPYAHWKY Apyrve TenedoHbl. SMS-coobuieHus
OyayT oTNpaBnsaTbLCA Ha TeNedOHbl OTMEYEHHbIE (priaxkamu.

5. Ins 3aKkpblTUA nNaHenu MnOBTOPHO HaxmuTe kHornky TenedgoHbl ana SMS-

oTnpaBKu & Ha naHenu MHCTPYMEHTOB BKITaKW.
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OtnpaBka SMS

SMS-coobueHne MoxXeT OblTb OTMNPAaBMEHO TOMbKO TEM COTPYAHWKaM, ANA KOTOPbIX BBEAEH
X0Ts1 Obl 0OAMH HOMepa Tened)OHOB N 3TOT HOMEP OTMeYEH (DNaKKOM KaK «aKTUBHbINY». Ecnn
AN COTPYOHMUKA yKa3aHO HECKOSbKO TenedOHHbIX HOMEPOB, OTMEYEHHbIX KaK «aKTUBHbIEY, TO
SMS-coobLeHne Byget oTnpasneHo Ha BCE OTMEYEHHbIE HOMEpa.

Onsa otnpaBkn SMS-coobLleHns ogHOMY NN HECKONBbKMM COTPYAHUKaM nogpasaeneHuns:

1. B paboyenn obnactu BKMagkM BblOENUTE OQHOTO WM HECKOMbKUX COTPYAHMKOB,
KOTOpbIM Heobxoammo otnpaBuT SMS-coobLieHne. Ecnn He ByaeT BblAeNeH HYU OanH
coTpygHuk, To SMS-coobuweHne Oyger oOTnpaBnNeHO BCEM  COTPyAHMKaM
noapasaeneHus.

2. ns cospgaHma SMS-pacCbinikKm HaXMUTE CTpenky crnpaBa kHornkn OTnpaBuUTb
SMS & Ha naHenu WHCTPYMEHTOB pasfena. B oTkpbiBLUEMCS MeEHIO BblbepuTe OauH
N3 MYHKTOB:

OTMRAEATE SMS Ha TenehoHb !

BbIAENEHHOr O COTRY AHMKA
BEIGDAHHED COTRY AHMKOE
BCEX COTPYAHWMKOE NOAPASAENeHAa

3. OTtkpoetca okHo BBog Tekcta SMS:

BBoAa TeKCcTa SMS

B 17:00 SocToMTCA coBeLLaHME,

Kon-eo 5Ms: 1

04 CTrMEHA

4. B OTKpbiBLUEMCS OKHE BBeauTe TekcT SMS-coobueHns n Haxmute kHonky OK. OkHO
Oynet 3akpbiTo. B cnydae ycnewHon oTnpaBKum OTKPOETCS OKHO C coobLueHuem. B
OTKpbiBLIEMCSH OkHe HaxmuTe OK.

lpumeyaHue:

OpHo SMS-cooblieHne MoxeT cogepxatb He 6onee 70 cumBonoB. B cnydae
NPEeBbILLEHNS 3TOro KonmyecTBa cooblueHne byaeT pa3buto Ha 2 n 6onee SMS.

3.2.6 YpaneHue unu yBonbHeHUe COTPYAHUKA

i BHumaHue!

L% lepen YBONMbHEHUSIM COTPYAHUKA HeobxoaMmo nepentn B pasgen «Jocmyn
COmpyOHUKOB8» N U3bSITb BCE BblAaHHbIE EMY paHee KapTbl 4OCTyna.

Ansa yonaneHusi/ yBonbHEHUsI COTPYAHUKOB

1. Boligenute B pabodern obnactm BKMagKM OQHOTO WM HECKOMbKUX COTPYAHMKOB,

KOTOPbIX HEOBXOAMMO yaanuTb/ yBONUTD.
2. HaxmuTe Ha naHenu MHCTPYMEHTOB BKITaAKW CTPENKY cnpaBa OT KHOMkM Yaanutb/

YBOMUTL COTPYAHMKA =), B OTKDLIBLUEMCSI MEHIO BbIGEPUTE COOTBETCTBYIOLMIA
nyHKT. OTKpoeTcs okHo MoaTBepxaeHue:
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MoAaTeepMaeH e

TvxoHOB Cepreld AHATONbEBWY

Bbl gerictBuTenbHO xomuTe YBOJINTL
COTPYAHWKA?

HaTa yEONEHEHMA: II_JS.DEl.ED 14 ll

(04 CTMEHNTE |

3. B oTKpbIBLLEMCS OKHE YKauTe AaTy C KOTOPOW COTPYAHMK CHUTAETCS YBOMEHHbIM U
HaxmuTe KkHonky OK. OTkpoeTcss OkHO C yBegoMSieHMEM 00 aBTOMAaTUYECKOM
3aHeceHun naeHTMdmkaTopa kapTbl goctyna cotpygHuka B CTOIlM-nucT:

MoaTBepaeH e x|

9, HaTayBONMbHeHMA - 16.06.2014,
\'\'.” Y "TIXOHOE Ceprell AHATONEEEMY'" HEOEXOAMMO M3BATE MASHTIMGMKATODEI,

M3bATE MAEHTMGMKATOPRI B CTOM-MWMCT ¢ MpkYaHoi "YeoneH 16,06,2014"'7

CTMEHE

4. B YKa3aHHYylO Oaty AdaHHble COTpyAHUKa 6yLI,YT nepeHeceHbl Ha BKNaaky
YBOJIEHHbIE UK 663803BpaTHO yoaneHbl U3 B[] cuctemsl.
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3.3 Bknagka «YBONeHHbIe»

3.3.1 Pabouyee oKkHO BKNnagku

Bknagka npegHasHadeHa ans npocmMoTpa Cnmcka YBONMEHHbIX COTPYAHMKOB C AaTbl YKa3aHHON
Ha NaHenu MHCTPYMEHTOB BKNagku. Npn HEOBXOAMMOCTN YBONEHHbLIN COTPYAHUK MOXET ObITb
BOCCTaHOBNEH. Paboyee OkHO BKNaaku MMEET CrieayroLmnn BUA:

CoTpyaH i YEONeHHbIR |

oo b [ 6 3E = | © veomerrec [17.10.2012 | -<—2>

Hata DA MoapazaensH1e Aon#HOCTE :I
F|28.11.2013 KEpae4qyk Bagkm PoMaHosY HIACEF E2AYLLIAA MH¥EHED
27112013 CimoHoE Meopriai FMBaHoBMY HIADKFP {He onpegensHa)
29,11.2013 HoBMKkoBa EBreHMa ANekcaHApoEHa (He onpegensHo)  nabopaHT

02,12,2013 EenhEN==p=ah R E e o TpaHcnopT EOAMTEN

| 3~
— JONOMHATENEHEIE AaHHEIE Iu:I:uoTorpaq;)mﬂ | HokyMeHT |
WHH

07564232
MpkredaHIAe

=[S W~
-

TenadoH
532730

R

1. Bbibop Bknagku pasgena
e COTpYAHUKMU
* YBONEHHbIe

2. [laHenb MHCTPYMEHTOB BKINaJKu:

™ MpuHaTte Ha paboTy —KHOMKa MO3BONSAET MPUHATL Ha paboTy paHee
YBOINEHHOrO COTPYAHMKa C BOCCTAHOBIIEHNEM €ro AaHHbIX HA MOMEHT YBOIMbHEHNS.
# Mouck — kHoMka Mo3BoNseT OTKPbITb OKHO BbICTPbIM MOWCK OMS Mowcka

YBOJIEHHOro COTpyaoHMUKa rno gare yBOJIbHEeHUA, OOIMKHOCTW, noapasgerieHnto Unu
®NO0.

=l YpanuTh — kHOMKa Mno3BonsieT yaanuTb M3 CrucKa BblOeNeHHOro B pabouen
obnacTun coTpyaHuka.

@& MeyaTh — KHOMKA MO3BONSIET OTKPbITH CMMCOK YBONEHHBLIX COTPYAHWKOB B OKHE
npeaBapuTENbHOrO NPOCMOTPA ANS NOCNeayLLEN neyaru.

3% QkcnopT B MS Excel — kHOMKa NO3BOMSIET COXPaHUTbL CMMCOK YBOMEHHbIX
COTPYOHUKOB B chopMate aneKkTpoHHbIX Tabnuuy, MS Office Excel.

7= Akcnopt B OpenOffice Calc —kHonka nO3BONSAET COXPaHUTb CMUCOK
YBOJEHHbIX COTPYAHMKOB B hopmaTe anekTpoHHbIx Tabnuy OpenOffice Calc.

8)V|CTOpVIH M3MEHEeHWUN — KHoMKa MOo3BOMNsieT OTKPbITb OkHO WcTopus
M3MEHEeHUs YYeTHbIX OaHHbIX:
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‘~L'{"' cTOpA K3MeHeHMS YUETHBIX A aHHbIK ;Iglil
MNeTpoB Hvkona WMBaHoBMU
Hata | Tun Crapoe SHaYEHHE Hoeoe EHaYeHHE ‘;l
1 |15.10.2012  [MpuHAT Ha paboTy HeT MpovseoacTBo, chopu, TPADKK HAKCr O,
2 [31.10.2012 [ogpasgensHie [MpomseogcTED HCKP
2 |06.11.2012 [MogpazgeneHie HACKP e negoBaTe nbekiAA
4 |27.09.2012 [Mpadwk paboTel IPADIAKL HALCT 04 PabouaA HegenA 9:00-18:00
3 |MoppasaeneHie, OonxHocTeMCCnefoBaTENECKMN, CBOpLUMK|(He OMpeasnaHs], MporpaMbicT
3 YBOEHEHME LI
OCKYMERT OrcaHie Hata 1M3gaHAa HomMep AokyMeHT 8
|I'Ipmr<aa O NEpeEoie ICMMaFMH HK2 |2E|. 11,2013 |32

MeYaTe I 3aKpEITE |

YBoneHHblIe C ... —More BBOAA AaThbl AN YyKa3aHUA HayarbHOW OaTbl, C KOTOPOW
Oynet bopMmnpoBaTLCA CMMUCOK YBOSNEHHbLIX COTPYL4HWKOB.

3. Paboyass obnacTb BKNadkuW COOEPXKMT CMMUCOK COTPYAHMKOB, YBOJIEHHbIX BO BCEX
noapasaeneHnsx ¢ Aathl, yKa3aHHON Ha NaHenu MHCTPYMEHTOB BKNaaku. 3Hadvok & B
nepBoM cTonbue ykas3blBaET Ha TO, YTO Yy COTPYyAHUKA He Obina u3bsATa kapTa

AocTyna.

lpumeyaHue:

.. B pabouein obnactu peannaosaHbl yHKLUN: COPTUPOBKA MO 3MIEMEHTaM OfHOrO Unu
HECKOIbKMX CTONGLIOB, KOHTEKCTHBIN MOUCK, OOHOBPEMEHHOE BblAENEHNE HECKOMNbKNX
3MNEMEHTOB U U3MEHEHUE LLUMPVHBI U NOCNeaoBaTeNlbHOCTU CTONOLOB.

4. MaHenb [JononHuUTenbHble AaHHbIe COAEPXKUT MNoNd C AONOSTHUTENbHLIMA
TEKCTOBbIMU AaHHbIMMU.
5. lMaHenb rpadmyecknx gaHHbIX. Ha naHenu nvetoTca cneaytowme BKNaaku:
e doTorpacua

* IoOKyMeHT
¢ Bknagku ons 4ONonHUTENbHbIX rpadMyecknx AaHHbIX.
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3.3.2 BoccTtaHOBneHMe yBONEHHOro COTpyaHUKa
,D,HFI BOCCTaHOBJ1€HNA paHee YyBOJIEHHOIo COTpyaHUKa:
1. C nomowbio nons BBoda AaTbl YBOJIEHHbIe C ... HA MNaHenn WHCTPYMEHTOB

BKITaQKM YCTaAHOBUTE AaTy paHblle AaTbl YBONIbHEHMS COTPYAHMKA.

2. Boigenute B paboyein obnactu pasgena COTpydHWKa, KOTOPOro Heobxoammo
BOCCTaHOBUTb. [1pn noucke coTtpyaHuka B paboden obnactv BKNagku MCNOnb3ymTe
COPTUPOBKY M ObICTPbINA UM KOHTEKCTHbIA MOUCK.

3. Haxmute kHonky MpuHATL Ha paboTy ™ Ha naHenu MHCTPYMEHTOB BKIaKW.
OTkpoeTca okHo MoppaspeneHus, roe Oyoer BblgeneHo nogpasfeneHve, B
KOTOpPOM paHee paboTan COTpyaHUK:

1'.[‘" MNoapasneneHAA - | | |£|

- 4 (HE ONpegensHo)
E- « Mpeanpuatie - Oduc e CTE
B 4 ASMUHMCTRAUMA
- o Byxrantepna
R HICHP
o OTJEN KaApoE
4 OTAEN pEKNAMEI
" 4 OTZEMN CEPEMCHOND DACMYHMEaHWA
- 4 Dumaan N91
- 4 Dumaan N92

[ NokazeEaTe CRPEITEIE MOAPIZASNEHIMA
CTpoKa ANA Nokcka

IHMDHF'

Mowck: | F2 |7 FICKaTE C HaYana HazeaHKWA

(4 DTMEHS

4. B OTKpbIBLLEMCS OKHE BblOenuTe noapasgeneHne, B KOTOpoe Heobxoammo
BOCCTaHOBUTb Ha paboTy BbIOPaAHHOTO YBOSEHHOrO COTPYAHMKA M HaXXMUTE KHOMKY
OK. B oTkpbIBLLEMCSI OKHE NOATBEPKAEHUSA HAXXMUTE KHOMNKY [ a.

5. OkHo NMoppaspneneHun 6yget 3akpbITO, COTPYAHMK ByAeT BOCCTaHOBIEH Ha paboTy
B  YyKasaHHOe noapasgeneHve.  ABToMaTudeckmbyger — OTKpbiTa  BKMagka
COoTPpYAOHUKMU.

6. B paboden obnactm Bknagkm OyaeT BblAENeH BOCCTAHOBMEHHbLIM Ha pabote
COTpyOHUK. [Ina peaakTmpoBaHUs LaHHbIX COTPYAHUKA HaXMWUTE KHOrKy U3MeHuTb

Y4YeTHble AaHHbIe abl j3 naHenm MHCTPYMEHTOB BKI1aKWN.
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000 «IM3PKo»

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

Kop. 05.06.2018



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