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1. 3anmyck nporpaMmblI

Bxurounte nuranue xommbrotepa. [locne 3arpysku Windows Beibepute B MeHt «Ilyck» W3 rpymimsl
«KOIOC» nyHkT «MHCIIEKTOP TPYAOBON AUCLUILIMHBDY.

1.1. Perucrpauusi oneparopa B cucreme
[Tpu 3amycke nporpamMma 3alpocuT UM U TTaposib orneparopa (puc.1.1).

e Eropus robommm

Puc.1.1 Perucrpanus tadejbImuKa B cHCTEMe

Br16epuTe Bail 1ceBIOHUM (MMsI B CUCTEME) U3 BBINAIAIOIIEIO CIIMCKA, BBEUTE CBOM Maposib U HaXMUTE
KHOIIKY «lIoaxmrounTtecs».

Eciu Bbl He HaxoJuTe Ball NCEBAOHUM B CIUCKE WIM Mporpamma cooOIlaeT, YTo MapoJib HE BEPEH,
o0paTuTech K aIMUHUCTPATOPY CUCTEMBI.

1.2. Cunxponnzanus co CKY /I «Kogoc»

[Tocne peructpanuu TaOenblIMKAa HA JKpaHE MOSBHTCS OKHO CHHXpOHM3alMU ¢ 0a3oit maHHbiX (BJI)
cuctembl «Komocy» (puc.1.2).

& CWHHpoHWsauwa ¢ b "Kogoc" M= E3
[T CnpaBo4HHK THNOB COTPYAHHKOE
[T CnpaBouYHHK OTAENDB
[T CnpaBo4HHK nOAXHOCTEH
[T PacnpeneneHHe cOTPYOHHKOE N0 NOAPA3NENEHHAM

[T CnpaBo4HHK COTPYAHHKOB

[ TaGaHWa cCOBHITHA

#j. Brixon |

. + Boinoanuts

Puc.1.2 Cunxponusanus co CKY /I «<KOJOC»

Tak kak mporpamma «MHCHEKTOp TPYAOBON AUCHMILTUHBY paboTaeT HezaBucumo OT sapa CKVY]]
«KOOOC», To HeoOxommmo mpu 3amycke nepeHectd B bJl MHcnektopa mocnmemHue cCOOBITHS, HOBBIX
nosnb3oBareneil U T.. He pekoMmeHmyeTcss mMponmyckaTh CUHXPOHHU3ALMI0, TaK KaK 3TO MOKET NMPUBECTH K
COCTaBJICHHIO HEKOPPEKTHBIX OTUYETOB.

1.3. I''1aBHOE OKHO MPOrpaMMBblI
ITo oxoHYaHUM CHUHXPOHU3AIUU HA SKPAHC MTOABUTCA I'NIABHOC OKHO IMPOTpPaMMBbI (pHCls)
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Puc.1.3 I'maBHOE OKHO NPOrpaMMbl

Ilocie yero BEI MOKETE BEI3BATh HCO6XO,I[HMBII>'I PEXKUM pa60TBI, Ha)kaB Ha COOTBETCTBYIOI[YIO KHOIIKY:

& [TAEENE]

- CIIPaBOYHUK COTPY/IHUKOB; - pacueT Tabes;

- ma0JIoHB! pabo4MX rpaduKoB; - Tabenb MPUXOI-YXOJ;

- paboure rpauKu COTPYIHUKOB; - oT4eT 00 0TpabOTaHHOM BPEMCHH;

- UCKIIIOUEHUS U3 pabouux rpadukos: - CIOHCKM HapylmuTeJaed TpydoBOU
OTCYTCTBHUE I10 YBAKUTEJIbHBIM IIPUUMHAM, JUCITUTUINHBI;
YBOJIbHUTEJBHBIE 3aIUCKHU, O(OpPMIICHHE
CBEPXYPOUHBIX; \i"

- HaJHM4Yue COTPYIHUKOB Ha pabOuMx
MecCTax;

- BBIXO/J U3 NIPOT'PAMMEI.

Ha3naueHnne kax10i KHOIIKM MOYKHO Y3HaTh, MOJABEIA K HEHW KypCcOp MBIIIN U YAEPKHUBAsk €r0 Ha KHOIIKE
(He Ha)XKMMas Ha Hee B TeYEHUU 3-5 CeKyHH), B pe3y/IbTaTe 4ero MnoJi KHOMKON MOSIBUTCS TEKCT, MOSCHSIOMINI
Ha3HA4YCHHE KHOIKH.

BMecTo HakaTusi Ha KHOMKY JUIs BBI30Ba HEOOXOIUMOW (DOPMBI MOXKHO BOCIIOJIB30BAThCS BBIOOPOM
COOTBETCTBYIOIIETO IIYHKTa MEHIO.

BI/II[ TIaBHOI'O OKHA MPOrpaMMbl MOKET MCHATHCA B 3aBUCUMOCTH OT IIpaB OIieparopa.

1.4. Cmena napoJisi oneparopom

st cMensl mapods BeiOepute MyHKT «I1aposby» MeHIo IJ1aBHOTO OKHA MPOTrpaMMBl.
B mosiBuBIIEMCSl OKHE BBEIWTE HOBBIN Mapoiib 2 pa3a U HakMuTe KHOMKY «Coxpanuthy». [lapons Oymer
M3MEHEH.

1.5. HazHa4yeHne CTAHAAPTHBIX KHOIIOK, HCIOJIb3yeMbIX IS PadoThI €O

ClipaBOYHUKaAMHU
Ha3nauenue cTaHIapTHBIX KHOIOK, UCIOIb3YEMBIX AJIS paOOThI CO CIIPaBOYHUKAMMU:
i MIEPENUTH K NIEPBOM 3aIUCH;
__ MIEPEUTH K IIPEABIAYIIEH 3alHCH;
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_F MIEPENTH K CIEAYIOLIEH 3aIIUCH;

_F IIEPEUTH K IIOCIICIHEN 3aIIUCH;

*l. N00aBUTH HOBYIO 3aIKCh (HOBYIO CTPOKY);

— | - yIanuTh TEKyIIyIo 3anuch (TEKYIYO CTPOKY);

Z |- penakTHpoBaTh TEKYIIYIO 3aIHCE;

vl COXPAHUTh U3MEHEHUs1, BHECEHHBIE B TEKYLIYIO 3aIIHCh;
X1 - ormenuts WU3MCHEHUS, BHECEHHBIE B TEKYIIYIO 3aIIHCh;
€1 - o6HOBUTH HaHHBIe 13 Ga3bl JAHHBIX.

Ha3nauenue Kax70i M3 KHOIIOK MOXHO Y3HaTh, IMOJBE/S K HEW KypcOp MBIIIA U YACPKHUBAsE €ro B 3TOU
MO3ULIMH 3-5 CEKYH/I.

2. HayaabHbIi 3ayCcK NPOrpaMMbl

1) 3amycTtuTe mporpaMMmy M 3aperHCTPUPYHTECh B cHCTeMe moja uMeHeM «Crapimii TaOesbIIHK» ¢
IyCTBIM TMapojieM. OTO II0Jb30BaTeNlb, KOTOPBIA CYHIECTBYET MO YMOJYAaHUIO M HMEET IpaBa
aMUHUCTpaTopa MporpamMMmbl. B nanpHelleM pEeKOMEHAYETCS HM3MEHUTh Mapojib IOJIb30BATENs
«Crapmuii Tabenbimuky. [Ipu mepBom 3amycke mporpaMMbl CHHXPOHHU3AIHIO BBITTOIHATE HE HYXKHO.

2) Beioepure B Menw «Hactpoiiku» moanyHKT «[lapamerpbl» ¥ B OTKPBIBIIEMCS OKHE HACTPOWTE
rapameTpbl, He0OXOAUMBIE ISl pabOTHI TporpaMMEI (moapodHee cM. 1.3.1).

3) BsiOepute B MeHio «Hactpoiiku» moanyHKT «Tabenbinukuy. J[00aBbTe B CIPABOYHUK OIEPATOPOB,
KoTopble OynyT paboraTh ¢ mporpammoi. Ompenenute ux mpasa (moapoOnee cm. m.3.2). Beeaute

®UO u n3menure naposb nosub3oparens «CTapminii TaOeIbIIKY.

4) Beibepute B MeHio «Hactpoiikuy mnoanyHkt «Cunxponuszamnus co CKVY][ "Komoc"», BbIIONHUTE
CUHXPOHU3ALIMIO.

ITporpamma rotoBa k pabore.

3. Menrw «HacTpoiikm»

3.1. Inanor «I[lapameTpbi»

[Tpu mepBoM 3arycke mporpamMmbl HEOOXOAUMO BeIOpaTh B MeHI0 «Hactpoiikuy moanyHkT «llapameTpsi»
U B OTKPBIBIIEMCA AWAIOIC yKa3aTb IIapaMETphbI, H€06XOJII/IMI)I€ JJIsL pa6OTBI IMporpaMMmal. HJ’IH HarisiIHOCTHU
napaMeTpsl pa3MeIIeHbl Ha HECKOJIBKUX CTpaHuIaX. YTOObI OTKPHITh HY>KHYIO CTPaHUILY, MIEIKHUTE MBIIIKON
Ha COOTBETCTBYIOIIECH 3aKIagKe.

3.1.1. Crpanuna «O6mmue» quanora «[lapamerps»
Paccmotpum crpanuiy «O6mmue» nuanora «[lapamerps» (puc.3.1).

Ha sToi1 cTpanuiie HeOOXOAUMO YKa3aTh:
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_"D,IZI,DT"-IETHI:IE THNH NOAL30BATENER

I¥ Corpyanmk

[T Apenparop

¥ Boitibin

[T Bpemennuif coTpyaHuEk

[ O6cayxueawwmi nepcoHan
[T Nogpaguuk

~MpM ygoABHEHHH

lNpucEaMBaTL COTPYAHMEY THN NOAL30BATENA: IBuﬁbm j

OrpaH4YdBaTE CPOK AEACTEHA KapTH 2 AHAMM OT NaThi YEOALHEHHA

[+ TMpu ynanedud nonbsosatena ynanare s CKY 1 ero kapry
[OMUMA HE MCNoNESYETEA coErecTHO o [0 HyeT nponyckos'']

+f CoXpaHuTE ) Buixoa |

Puc.3.1 Crpanuna «Oo6mue» quasnora “Ilapamerpnr”

1) TlomoryerHble THUIBI MOJb30BATENCH, TO eCTh Te TUIbl mojb3oBarene CKVY][ «Komocw, mis
KOTOPBIX MBI XOTUM BECTH yueT paboudero BpeMeHu (TIOCETUTENN, HallpUMep, HaC HEe HHTEPECYIOT).
Boiagenure ux «nTuyKaMm.

2) Kakoii THIl TOJB30BaTeNisd IPUCBAWBATh COTPYAHHUKY TIOCIE YBOJbHEHHs. BwiOepure ero u3
BBINA/IaI0LIEr0 CIUCKA.

3) Uepe3 kakoW CpPOK IMOCJIE YBOJbHEHHsS  OJIOKMPOBaTh  KapTy-NPOMYCK  COTPYAHHUKA.
[TogpazymeBaercsi, 9TO YEIOBEKY HY)KHO BpeMsi Ha opopmiieHrne JOKYMEeHTOB. Uncio qHei MoxeT
ObITH IpoOHBIM (Hampumep 0,5).

4) HyXHO 1M NpU yAaICHHH COTPYIHHKA U3 CIPABOYHUKA COTPYJHUKOB yIajsTh M €ro KapTy B
CKVY ]l «Komoc». Takasi BO3MOXHOCTh CYIIECTBYET, TOJIBKO €CJIM B cUCTeMe He ycTaHoBieHo [10
«Yuer mpomyckoB». Ecian «Ydera mpomyckoB» B cucrteMe HeT, U (uaxok «[Ipu ynanenuun
nosib3oBarens yaansate u3 CKVY] ero kapry» HE ycranoBnen, To nmpu ynajieHUH COTPYIHUKA €r0
KapTa Oy/IeT CTAaHOBUTBHCS «CBOOOIHOI», TO €CTh TOTOBOM K BbIJJaue IpyroMy MOJIb30BaTEIIIo.

3.1.2. Crpanuna «Padouee Bpems» nuasora «Ilapamerpbn»
Ha 5T0if cTpanuiie 3a1al0Tcs ClieTyIoNHe mapaMerpsl yuaeTta paboyero BpeMeHH:

1) HY)KGH JIM YYCT HOYHBIX YaCOB. Ecmu Ja, TO B Onoke «HouHBIE Yachkl» IOCTaBHTE rajJoOuKy
«YUYHUTEIBAaTh» U YKQXXUTC BPEMs, C KOTOPOroO HAYMHACTCA OTCUHET HOYHBLIX YaCOB, U O6HIYIO ux
JJIIUTCIIBHOCTD. Ilone «mo» IIO63.BJ'ICHO AJId HarliIAHOCTU MW PACCUUTBIBACTCSA ABTOMATHUYCCKU
UCXoas U3 BBCACHHBIX JaHHBIX.

2) Ecnum Ha mpemnpusATHH yYUTBIBAIOTCS KAKUE-THOO JBrOTHBIE 4Yachl, KPOME HOYHBIX, TO
MOCTaBbTEe TAJOUKy «YUUTHIBaTh» B ONoKe «/lOMOMHUTENbHBIEY» W YKaXHUTE€ HAaUMEHOBAHHE,
KOTOPBIM 3TH Yackl OynyT 0003Ha4YaThCs B OTUETAX, a TAK)KE HAYAJIO U OOLIYIO JJIUTEIbHOCTh ATHX
qacoB. [losie «110» paccunTeIBaeTCs aBTOMaTU4YECKH UCXOMs U3 BBEICHHBIX JaHHBIX. B mpumepe Ha
puc.3.2 6yayT yuuThIBaThCs BeuepHHe yachl, HaunHas ¢ 20:00 u mo 22:00.

3) VYkaxuTe KpaTKue 0003HAYCHHUS BUIOB pabOYero BpeMEHH, KOTOPbIe OyIyT UCIOJIb30BATHCS B
oryerax. Hampumep, npu nmapamerpax, 3aJaHHbIX Ha puc.3.2, 3anuch B Tabene «8 B2 H2» Oyzaer
O3Ha4aTh, YTO COTPYAHHMK OTpadoTan 8-yacoByl0 CMEHy, BKJIIOYas 2 daca BedepHero W 2 gaca
HOYHOT'O BPEMEHHU.
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4) Kak yuuThIBaTh «IIIaBAIONIHIN» 00CIECHHBIN MIEPEPHIB:

e (CunTarh, YTO COTPYAHUK MOXKET BBITH Ha 00€a TOJBKO OAWH pa3 3a ACHb, IPUHUMAThH
MaKCHMaJIbHOE OTCYTCTBHE 3a 00€l, a OCTaJbHBIC BBIXOJBI - 32 OTCYTCTBHS Ha pabodem
MecTe B pabouee BpeMsi;

e CyMMHpOBaTh JUIMTEIFHOCTH BCEX BBIXOJIOB COTPYAHHUKA 3a JCHb (KPOME OIO3MaHUS HIIH
yXOJla paHbllle OKOHYAHMS pabouero AHsA) U CPaBHUBATH €€ C JUIUTEIbHOCTHIO 00EIEHHOIO
nepepsiBa 1o rpaduky.

RI=TEY

Obwue Patouee Epemn I KoHTypw I OryeTw | Db6HoBNEHHE |

~HouyHme yackw ﬂDnD.I'IHHTE.I'IbeIE NbroTHHE Yachl

[v YuuTHBaTH [v YuuTHiBaTH

KDETKDE HaHMEHOBAHHE IBE“EDHHE

HaYMHaA ¢ |22:|]|] no IUE:[II] HAYMHaA C I2l]:l]l] no |22:I]I]

BCEMD Iﬂﬂ: o0 ECErD II]EZ [1]1]

—K.parkWe 0003HaYEHHA BHACE paGovEro BpEMEHH

Heru: Iﬂ CeeprypoyHHE Yackw padoTh:

Yacw palioTH B HOYHOE BPEMA:

1]

Yacw pﬂﬁﬂ'l'bl B AONOAHHT ENBHOE ABMOTHOE BPEMAL
BuzogHoe exeHEQENBHHIE, Nnpa3gHHYHHE H HEDEﬁD'IHE A HH Bz
Heaexu no HEBERACH.MPHYHHAM: H/A

Heonnayueaemue YEOAEHHT EMbHBE: HYE

—Mpu “nnasannem” ofefeHHOM NEPEPHIEE CYMTATE YTO COTPYIHME MOXET BHATH Ha ofen |

{* ToONbKO OAMH pas {” HECKOAbKO pas

+f CoXpaHuTb ¥ Buixoa

Puc.3.2 Crpanuna «Pagouee Bpems» quajora “Ilapamerpsnr”

3.1.3. Crpanuna «Koutypsn» auajnora «[lapameTpsi»

Ha »TOli cTpaHuue ompenensroTcss BXOAHBIE KOHTYpPBI, KOTOPBIE 3aT€M HA3HAYAIOTCSA COTPYJHUKAM B
pexume «Paboune rpaduxu» a1 yuera oTpabOTaHHOTO BPEMEHH.

B neBoii yacTu OKHa HaXOJUTCSI CIUCOK KOHTYpoB. C MOMOIIBIO CTaHAAPTHBIX KHOIOK JJisi paboThl CO
CIpaBOYHHKAMM J00aBbTE€ HOBBIH KOHTYp, BBEIWUTE €ro HauMEHOBaHHE M coxpaHuTe. CHO3UMIMOHUpYHTE
Kypcop Ha BBEJIECHHOM KOHTYpE U B IPaBOM YacTH OKHA J00aBbTE ABEpH (TYpPHHUKETHI) B 3TOT KOHTYp. JBepu
3agatotcs B mporpamme «KOJIOCx», a B «HCTIEKTOpe» BbI MOKETE BHIOMPATh UX U3 BBINAJAIONIETO CIIUCKA.
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. l]ﬁul_uel Patiouee epema  KOHTYDHL | I]T'lIETbII
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b

HaumeHoeanue I; HaumeHoeanue I ;I
L MpoxoaHan || TupHukeT 1
| | llex 110 | TypHUKET 2
TypHUKET 3

TypHurer 4 j

TupHukeT 1
TypHUKET 2
TupHKEET 3

|

— TypHUKET B

=l

KN

+f CoxpaHuTE ] Buixoa |

Puc.3.3 Crpanuna «Koutyps» quanora “Ilapamerpbr”

3.1.4. Crpanuna «Otuers» quanora «Ilapamerpbn»

PaccmotpuMm crpanmmy «Otuetsiy amanora «llapamerpe» (puc.3.4). Ha aroit cTpanune 3amarorcs
CIIeyIOIIMe TTapaMeTphl:
1) SI3bIK OTYETOB.
2) T1yTH K BBIXOJHBIM JOKYMEHTAM:
o JlupexTopus, B KOTOpyrO OyayT 3amUCHIBAThCS (Daliibl OTYETOB, TAKUX Kak Tabeib, OTYEeT 00
0TpabOTaHHOM BPEMEHH 32 MPOU3BOJIbHBIN MEPUOJI, CIIHCKHU OMO3JABIIMX H T.II.
o JlupekTopus, B KOTOpyH OyAyT TMOmajgath CIy)KEOHbIE 3alHCKH, CO3JAIOMIMECs MpH
cunxponusauu co CKYJ[ «kKOJOCx».
3) opsmok copTHPOBKH COTPYAHHUKOB B oTyeTax (1o ®UO nmubo mo tTadbenbHOMY HOMEPY).

4) OKHO TOCTPOCHHS Kakoro Talemnsi OTKpPhIBaTh MPU HAKATHH KHOIKH B TJIaBHOM OKHE
nporpaMMbl. B mporpamMme ectb BO3MOXKHOCTH (POPMUPOBATh HECKOJIBKO BMJIOB Tabeneil. Beibepute TOT,
KOTOPBIM OyJIeTe MOIb30BAThCS, U YKAXKHUTE €ro B JAHHOM MapaMeTpe Ui yI00CTBa BHI30BA.

RI=TEY

Obwue I Pabouee BpEM:FlI KoHTypw OrueTl | l]ﬁHuBnEHuel

H3Hik OTYETOE: ng-::-::xuﬁ - |

_"':ITH K BHEOAHBM AOKYMEHT dM

INyre Kk PaAnaM OTYETOE IE:"'..TEHP"'..

0] [@

Myrk K cnyxetHbM SanycEam IE:"&TEHP\.

~Nopagox copTHpoBEM

* (Mo PHD {~ Mo TabensHOMY HOMEpY
Mo naxaruwo kHonkM "Tabens" oTkpuiBaTe okvo: | Boibop TabGenn j
+f CoXpaHuTb ¥ Buixoa

Puc.3.4 Crpanuna «Oruersd> quanora “Ilapamerpsnr”
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3.1.5. Crpanuna «O0HoBIeHUe» quajora «Ilapamerpbny
3aknanaka «OOHOBIIEHHE» JOCTYITHA TOJIBKO CTapiieMy TaOeNbIIHKY.

,HJ'IS[ TOTO YTOOBI paccbliaTh BCEM II0JIB30BATCIISIM OOHOBJIEHHUE IIporpaMmbl aBTOMAaTHUYCCKH, CTapI_HI/Iﬁ
TaGeHBH_[I/IK AOJIKCH BBIIIOJHHUTL CICAYIOMIUC JICHCTBUS:

- BEIOpATh OMINIO «OOHOBIISATH U3 CETEeBOW mankm» win «o0HoBIsATH ¢ HTTP-cepBepay;

- ykazath cereBoil mythb wiau mytb kK HTTP-cepBepy, kyna oH OyaeT BBIKJIAABIBATh CBEKUE BEPCHH
IIpOrpaMMbl B BUJIE rar-apXuBa (I1yTh BKIIIOYAET UMs apXUBA);

- IIPHU TOJYyYEHUH HOBOW BEPCUU BBUIOKHUTH aPXMB 10 YKAa3aHHOMY IIyTH, 3aT€M Ha CBOEM KOMIIBIOTEpE
pa3apXUBHpOBATh U 3aIlyCTUTh HOBYIO IporpamMmy (IIpyd 3TOM HOMEp HOBOM BepcuM IponuckiBaercs B b/, u
IIPU 3aIlyCKe CTapod MporpaMMbl OyJieT aBTOMAaTHUECKH 3aIlyCKaThCsl YTUIIUTa OOHOBIICHHUS).

RI=TEY

Obwme I Pabtouee Bpemnl Kul-rrgpbll OTueT O6HOE neHue |

~B cnyyae EnX0Na HOEOR BEPCHM NPOrpamMMie
" He DGHOBNATE AETOMATHYECKH
{" otinoenare ¢ HTTP-cepeepa

0 0GHOBAATE M3 CETEBONA Nankd

IlyTk K fafiny obHoenedud Ha HT T P-cepeepe:

http:£f

Ceresol nyre K Pafny 0GHOBAEHHA:

I"«H-:uur-srv"-.intteks&i'xr\l el nzpektorrar il

+f CoxpaHuTh ) Brixoa

Puc.3.5 Crpanuna «O6HoBJeHne» quajora “Ilapamerpnr”

3.2. Pexxum «Tadeabukm»

Pexxum «Tabenbmukm BeI3BIBACTCS BHIDOPOM COOTBETCTBYIOIIETO MOATYHKTAa MeHIO «HacTpoitkmy.

Ha skpaH BBIBOOUTCS CIHCOK TaOeNbIIMKOB — IMOJIb30BaTeneil mporpamMmel. [lo ymomuyanuio Bcerma
CYIIIECTBYET MOJIb30BaTeNb «CTapinii TAOSIBINNUKY», KOTOPBIA UMEET MpaBa aJJMUHUACTPATOPa TPOTPAMMBI.
+

Uro6sl no00aBuTh Tabenpuivka, Haxmure KHONKY Ha »skpane mnosButca OkHO «CBOICTBa
tabenbiiuka». Ha 3akmaake «Atpubyts» BBenute ®UO HOBOro mnosibp3oBarens, €ro UMs B CHCTEME
(IceBIOHUM, MO/ KOTOPHIM OH OYZAET BXOJIUThH B IPOrpamMmy).

3anaiiTe maposb HOBOro TabeIbIIUKA.

JloGaBbTe B CHHUCOK MOJpa3AeNieHusl, ¢ KOTOPBIMU OyaeT paboTaTh ATOT TaOenbluK. B nanbHeleM oH
6y21€T BUIOCTH I/IH(bOpMaI_[I/IIO TOJIBKO I10 3TUM MMOAPA3ACICHUAM U BCEM BJIOKCHHBIM B HUX IMOAPA3ACIICHUAM.
Ecmu nmomp3oBarento paspeucHo pa6OTaTB CO BCCMHU MOAPA3ACICHUAMH, YCTAHOBUTC COOTBCTCTBYIOHIHﬁ
(hmaxox.

11
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ATpHOYTH | BosmMoxHOCTH I

P AMHAMHA: IEE.IIHEHKD

Hma: IHapuHa Beeaure napons: I,,“—
OtyecTeo: IBanEHTuHuBHa MNonTeEpaMTE NapoAb: |====

HmA B cHCTEME: IHapuHa

[T Paspewuts pafioTy co BCEMH NOAPA3AENEHHAMM

— Cnucok NoAOTYETHHK nmpasﬂeneuuﬁ

+-

OTnen npopax
MpoEKTHHMA OTAEN

[& Coxpanurs #j Boixon

Puc.3.6 OxHo «CBolicTBa TadeIbIIMKA»: 3aKIAAKA KATPUOYTHI»

[lepeiinuTe Ha 3aknanky «Bo3MOXHOCTH» U OTMETHTE TAJIOUKAMHU JIEUCTBUSI, KOTOPBhIE OYACT BBHIMOIHATDH
HOBBII IOJIL30BATENb.

TabenpIKaM MOTYT OBITh JOCTYITHBI CIeAYIOUINe PYHKIIMHA TPOTPAMMBI:

e Pabota ¢ mabmoHamu pabounx rpadukos:
a) MPOCMOTD;
b) penakTupoBaHue (BKJItOYAs yaajacHUE).

e Palora ¢ pabounmu rpapukamu:
- IPOCMOTP;
- peIaKTUPOBAHHE;
- ylaJeHue.

e [loaroroBka OTYETOB:
- pacuer Tabenei;

- IOATOTOBKA MPOYMUX OTUCTOB M3 MCHIO «OTUETBI».

e Pabota ¢ OTCYTCTBUSMHU IO YBAKUTEJIBbHBIM NPUYMHAM (BKIIOYAET MPOCMOTP, PEIaKTHPOBAHHE,
yAQJICHHE).

e PaboTa ¢ yBOJBHHUTEIBHBIMHU 3aMMMCKaMHU (BKJIFOYAET MMPOCMOTP, PEIaKTUPOBAHKE, YIAJICHUE).
e Pabota co crirckoM pabOTAIINX 32 TEPPUTOPUEH.

e  OdopmiieHHE CBEpXypOIHOU pabOTHI.

e PenaktupoBaHme CIEAYIOMINX CIIPABOYHUKOB:

- CIpaBOYHUKA COTPYAHUKOB;
- CIpaBOYHHKOB <<Hpa3I[HI/IKI/I» n ((,HOHOJ'IHI/ITGJ'II)HBIG BBIXOOHBICY,

12
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- «Tumpl UCKITIOUYEHHH U3 paboUnX rpaPuKOBY;

- «['pynmbl COTPYITHUKOB ¢ OJTUHAKOBBIMH I'pauKaMuy;

- «bpuranger» (TabenbIIMKY BHIHBI TOJBKO OpUTaIbl TEX MOAPA3CIICHHA, C KOTOPHIMU eMY
pasperieHo paboTaTh);

- CIPaBOYHUKOB MOAPA3ICICHHN, JOIDKHOCTEH, «CTPYKTypa MPEIIPUITHS).

il %]

ATpHiyTH BosMoxHOCTH |

—llatnoHm patoydy rpapukoe| [ MckmodMeHHA W3 patoyuy rpadHEOsE
[v Mpocmorp [v PafioTa c OTCYTCTEMAMH N0 YE.NPHYHHAM
[T PepakTupoBaHue [v PafioTa ¢ YBEOALHUTENBHBIMMH SanUHCKamMH

[¥ Pafiora co cnuckom patoTanuy 3a TEPPHTOP.

—Pafoyde rpadHEM
[+ OgpopMneHHe cBEpXYPOYHBIX

[v Mpocmorp

p PE.I].EIKTHDDBEIHHE _PEﬂﬂKTHPDBElHHE CnpasDYHHKE OB

v Ynanenue [v CnpaBoMHME COTPYAHHKOB

r "DES.III.HHKH H AONDAHHTENBHHE BEREOAHBDIE

DrueTw [T THNb HCEMDYEHHA W3 paboiMy rpatPHKOB

[ Pacuer Tabenen [+ pynnBl COTPYAHHEDOE C OAMHAKOE FPaPHEaMH

[+ Moaroroeka oTYETOB [+ Bpuvraam

[ NoppaspeneHHA 4 AONXHOCTER

—Hpyrue
[ W3meHeHME HACTpOEK NpOrpamMmMbl

[+ Cunxponmsanma co CKY ] "KOonoc"

[ Cokpamenue rpagpura B NPEANPASAHHIHLIE AHH
[+ MpocHoTp HHPOPMAaLKHK 0 BXOAAX-BHX00AK

[+ Hactpofka wrorosof 4acTu Tafiened

[T MNpocmorp npoTokona paoThl © NPOrpaMMo&E

[& Coxpanure #j Boixon

Puc.3.7 Oxkuo «CBoiicTBa TA0CJIBIIUKA»: 3aKJIaAKAa «B03MOKHOCTI

e [Ipouune QpyHKIMH NPOTPAMMBI:
- V3menenue HacTpoek (Bce, UTO BXOAUT B MeHI0 «HacTpoiikuy);
- Cunxponmsanus co CKVY I «Komgocy;
- Cokpamenue rpaduka B npeanpa3HUIHbIC THH,
- IIpocmotp u neyats nH(pOpPMAIMK O BXOJaX-BBIXOJAaX COTPYIHUKOB,;
- Hacrpoiika utoroBoii uactu Tadenei;
- IIpocmoTp mpoToKoa paboThl C MPOrPaMMON.

JUis penakTHpOBaHUS CBOMCTB TalenblllMKa, BBHIOEPUTE €ro B CHUCKE U HAXMHUTE KHOIKY B
OTKpbIBIIEMcs OKHE «CBoicTBa TaOeNnblIMKa» BHECUTE U COXPAHUTE U3MEHEHUSI.

13
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3.3. CnpaBounuk «IIpa3zaHukm»

CnpaBounuk «lIpa3gHukn» HCIONB3yeTCs MPH pacueTe Tadesel. YpaBiuseTcs CTaHIaPTHBIMA KHOIIKaMU
111 paboTHI CO cpaBOYHUKaMH (cM. 1.1.5).

[Tpu noGaBneHNH HOBOM 3aMCH YKAXUTE MECSI] U YHUCIIO.
He 3a0biBaiiTe B Hayase roja U3MEHATh AaThl TAKUX Ipa3HUKOB Kak [lacxa, Tpouna u T.11.

& MNpa3aHrKK !EI
T e e = a0 .
Hete  |Mecau ||:|I'IHI3-3HHE | -

» AHEapA Hoeei Mg,

¥ AHEApA Po#gecTen

3 mapTa M eaUHapOAHEIR HeHCKME AeHE

11 anpena Macxa

1 tan [eHE CONMOaPHOCTH TRYLAWMECA

2| man HeHE CONMAAPHOCTH TPYLALLMACH j

Puc.3.8. CnpaBounuk «IIpazaHuxm»

3.4. CnpaBoyHuK «/0NMOJTHUTEIbHbIE BHIXOTHbIE»

Ecin B CBfA3M C Npa3IHUKOM, BBINABIIMM Ha BOCKPECEHBE, HY)KHO HAa3HAUYUTh HOBBIM BBIXOJHOH JICHb
(Hampumep, MOHEAETbHUK), BbIOEpUTE MYHKT «JlOomOJHUTENbHBIE BBIXOAHBIE» W3 MeHio «Hactpoiiku» u
100aBbTE AATy HOBOI'O BBIXOJHOI'O JIHS B OTKPBIBIIMNCS CIIUCOK.

3.5. CnpaBounuk «Ilepexox Ha JieTHee/3UMHee BpeMs»

CrnpaBounuk "llepexon Ha seTHee/3uMHee BpeMs" BbI3bIBaeTcsl U3 MeHI0 «HacTpoiiku» riaBHOro OkHa
POTrpaMMBl.

B kaxmo cTpoke CrpaBOYHMKA YKa3bIBAETCs JaTa MEPEeBOJia BpEMEHHU (I3TO 00s3aTesbHO Cy000Ta) U 4TO
JenaTh ¢ OTpabOTKON HOUHOM CMEHBI 3a 3TOT JIeHb: YMEHbBINATh HA YacC WM YBEIUYHBATb.

WNudopmanus, BBeieHHas B 3TOT CIIPAaBOYHUK, YUUTHIBAETCS MPH pacyere Tabeseil 1 0TYETOB.

3.6. CnpaBouHuK «TUNbI HCKIIOYeHUH U3 PA6OYNX TPAPUKOB»

CrpaBounuk «Tumbl WCKIIOYeHUNH U3 pabounx TpadUKOB» BBI3BIBAETCS BHIOOPOM COOTBETCTBYIOIIETO
MMyHKTa MeHI0 «HacTpolKu» IIaBHOTO OKHa MPOTPAMMBI U COJCPKHUT CIHCOK YBOKUTEIBHBIX MPHUUH JUIS
OTCYTCTBHsI COTpPYIHMKa Ha pabodeM MecTe. YTpaBlseTCs CTaHAAPTHBIMH KHOMKAMH JUJIsl pabOTHI CO
crpaBoYHUKaMU (cMm. 1.1.5).

14
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+ Buifipare | #j. Brizon |

Puc.3.9 CnpaBounuk « Tunbl HCKII0YeHHiT U3 pabounX rpauKoB»

KpaTKI/Ie HaMEHOBAHUS UCKIIFOUCHUHN HCIOJIB3YIOTCs IIPH 3alI0OJIHCHUHN Tabeneii.

@naxok «CyutaTh OTpaOOTAHHBIMY» ONpEAENsIeT, CUUTAETCS JM PadO4YMil JAE€Hb, B KOTOPOM OBLIO 3TO
UCKITIOUeHHe, oTpaboTaHnHbIM. Ecniu raxkok ycTaHoBIEH (Kak B mpuMepe Ha puc.3.9 ais KOMaHIUPOBKH), TO
IpU pacyere Tabelss COTPYAHUKY, Y KOTOPOro ObUIO TaKOe MCKIIIOYEHHE, HOpMa pabodyero BpeMEHU Ha 3TOT
JIeHb 10 TpaUKy 3a4TETCsl KaKk oTpaboTaHHas..

@naxku «YUdUTbIBaThb B BBIXOJHBIE» U «YUUTHIBATh B MpPa3AHUKU» OIPENEISIOT, COOTBETCTBEHHO,
YUUTBIBACTCS JIM TAKOM TUI UCKIIFOYEHUS B BBIXOAHBIEC U MPA3JHUYHbBIC THU.

Jliga HacTpamBaeMbIX OT4ETOB (Hampumep, ¢popMmbl Tadens I15) TpeOyercs yka3aThb COOTBETCTBUS MEXIY
TUIIAMM HCKJIFOYEHUH M HUTOTOBBIMU KOJOHKaMHU 3THX OTYETOB, B KOTOPBIX 3TH HCKJIIOYEHUS OyayT
YUUTHIBATHCS.

Ha puc.3.9, Hanpumep, Moka3aHo, 4TO JTHU OYEPEJHOrO OTIYCKa COTPYAHUKA OyAyT CyMMHUpPOBAThCs B
UTOrOBOI KOJIOHKE «OUYEPEIHOM OTIIYCK» TaOessl BBIXOA0B Ha paldoTy.

CHucoK HUTOTOBBIX KOJIOHOK MOXET OBbITh M3MeHeH B pexume «HacTpolika UTOroBoi yacTu Tabemneii»
(BeI3BIBAETCS M3 MeHIO «HacTpoliku» TJIaBHOTO OKHa MporpamMmbl). B ogHOM UTOrOBO# KOJOHKE Tabems
(Hampumep, «KOCHOBHOM U IOMOTHUTENBHBIN OTIMYCK)») MOTYT CYMMHUPOBATHCSI HECKOJIBKO TUIIOB UCKIIOYSHUH.

3.7. HacTpoiika UTOroBoii yactu radesei

[Tporpamma 1o3BoJisieT HACTPOUTH BUJ] UTOIOBOM YacTH HEKOTOPBIX GopM Tabens. Bribepure B MeHIO
«Hacrpoliku» rmaBHOro OKHa porpaMMbl MyHKT «HacTpoiika UTOroBoii uactu Tadenei».

B BerHeI\/'I JaCTH IMOJABUBIICIOCA OKHa y1(a3aHI)I HaCTpaI/IBaeMBIe OTYECTHI, HCHOHLSyeMBIe B CUCTEME. 3TOT
CIHUCOK 3amojHseTCcsl MO coriacoBaHuio ¢ pazpadorumkamu [10. JoOaBnsaTe Tyna Kakue-muOO OTYETHI
CaMOCTOSITEIBHO a0COIIIOTHO 0ECCMBICIIEHHO.

B HmkHEW yacTH OKHA HAXOJUTCS CIIMCOK UTOTOBBIX KOJOHOK Tabems. Kak mpaBuiio, OHM HCIIONB3YIOTCS
i moacyeta HesiBOK. Ilome «Ne KOJOHKH ONpeAenseT MOpsIOK CleqoBaHHs CTOJNOIOB B oTdere. Ero
3HAYEHUS HE JOJKHBI TOBTOPATHCS.

B criricok MokHO 100aBIsATH HOBBIE UTOTOBBIE KOJIOHKH WIIN YIAJISTh HEHYKHBIE.
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_loix

BeeauTEe HaMMEHOBAHHA OTYETOBE [ TR S R e '!._
HaumeHoBanue
HaumenoBanve oTyeTa COOTEETCTBYNUER KONOHEH B
Tatnuue TIPE_ABS
| Tabtens M5 ColP5
TabGens B oaHY CTPOKY ColT1

éTaﬁenh ELIX0A0E Ha pabory ColT13

Beeaure konoHEM rpynn “Heaekw™ ana oryera “Tabens BuxonoE Ha patory™
= - - =1 + - - " o o + *

KO- JaronoBoK KONoOHEM

[

KOMAHLMPOEK.S
OYEpEAHONH OTAYCEK

UHESHEIA OTMYCK,

roc. 09ASaHHOCTH
A0EHHYHE I

OTAYCE GES CORpaHEHKA 3N
OTrY 1k

[ TS I Ry B S R R TR

OTMYCKS N0 GEPEMEHHOCTH, POLAR M Y00y 58 peSeHKomm LI

Puc.3.11 Hacrpoiika HTOroBoii yactu tadeJisi.

CBsi3b MEXIy OTCYTCTBUSIMU I10 YBKUTEIBHBIM TPUYMHAM W UTOTOBBIMU KOJIOHKaMHU HACTPaUBaCTCs
yepes CrpaBOYHHUK «THIBI UCKITIOYEHHH W3 pabouux rpadukoB» (cMm. 1m.3.6). HeckonbkuM yBaXKMTEIbHBIM
MIPUYMHAM MOKET OBITh COIOCTaBJICHA OJIHA U Ta K€ UTOrOBAasi KOJIOHKA.
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4, PaGoTa ¢ mporpamMmMoi

4.1. Menio «llITaTHoe paciucanue

CrnipaBoYHUKH NOJpa3AeeHul, JOHDKHOCTEHN, COTPYAHUKOB, «CTPYKTypa NPEANpPUATUS» BbI3bIBAIOTCS
BbIOOPOM COOTBETCTBYIOILUX MOJINYHKTOB B MeHI0 «lllTaTHOE pacniucanue».

4.1.1. CnpaBoYHMKM NOAPAa3/IeIeHU U T0JKHOCTEH

CrpaBOYHUKM MOApa3AEiICHUN M JOJDKHOCTEH 3aIlOJHSIOTCS aBTOMATHYECKM MPU CHUHXPOHHU3ALMU CO
CKY «KOHOC». B mporpamme «/HCHEKTOp TpPyAOBOM IUCHUIUIMHBDY BBl MOMKETE PEJaKTUPOBATH
Ha3BaHUs NOJpa3esIeHN Uiu AospkHocTel. [Ipu 3ToM cooTBeTCTBYIOIME U3MEHEHUS OYIyT IPOU3BOAUTHCS
u B BJI «kKOJOCx».

OTH CHPaBOYHUMKM HMHOIJA TaK K€ HCHONb3YIOTCS JUIsl BbIOOpa MO3UMIMUM, A 4Yero HeoOXOAMMO
YCTaHOBHUTH KypcOp Ha HEOOXOIMMOW MO3MIMU M HakaTh KHOIKY «BbIOparb» - MOATBep)kIeHHE BHIOOpa
MO3MILIMU CIIPAaBOYHHKA.

[Tone B BepxHEM JIEBOM YTy OKHA CIPAaBOYHUKOB HCIIOJIB3YeTCs Uil OBICTPOrO IMOWCKA MO KPaTKOMY
HaUMEHOBAHMUIO.

4.1.2. CTpyKTypa npeAnpusiTus

CrpaBounuk «CTpyKTypa MpeanpusThsD UCIIOIb3YEeTCs IS CO3AaHus / PelaKTUPOBAHHS UePAPXHUUECKON
CTPYKTYPBI NIPETPUATHS.

CrpykTypa mnpeanpustus HMeEeT BUJ JepeBa (MEepapXUYecKOro CIUCKa) 0e3 OrpaHUYeHuss YpOBHEH
BJIOXKEHHOCTH.

-ioix]
T T I e @

= 340 "Poce" -
El AAMMHWCTPALMA
o - PyroBogcTED
i SAE0 NOYTTPABNEHWME

- Bysranrepia

- [N pOMZEOCTEEHHEIN

A0

- T ERHHYECKMEA j

CoXpaHHTb | #j. Brixon |

Puc.4.1 CnpaBouyHuk «CTPyKTYpa npeanpusiTus»

Jlnst 1o6aBiIeHMsI HOBOTO YPOBHS B CTPYKTYPY YCTaHOBHTE Kypcop Ha Mojpa3ziejieHHe TaKoro K€ YPOBHS U

+
Ha)XMHUTC KHOIIKY B nosBuBmeMcs oxHe BBI6CpI/ITC HYXHOC IMOAPa3aACIICHUEC U3 BBINIAAAOUICTO CIIMCKA U

HaXXMHTE KHOIIKY «3anucarby - nojpasjieieHue 0yaeT 100aBIeHo B CTPYKTYPY.

st moGaBieHUsT BJIOKEHHOTO TMOAPA3ACICHHUS] B CTPYKTYPY NPEANPUSITHS YCTaHOBUTE Kypcop Ha
+

nojipa3aesieHne, B KOTopoe OyleM BKJIJbIBaTh, U HAKMUTE KHOIKY . B nmosiBuBmemcs okue (puc.4.2)
BBIOEpPUTE HY)KHOE TIOpa3AelieHUE U3 BBIMAAIOIIETO CIIMCKA U HAKMHUTE KHOMIKY «3alucaTthy.

Jlnst ynaneHus noipasieieHus U3 CTPyKTypbl UCIIOJIb3yWTE KHOIIKY
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43 Hoeuwiit nogyposene ona nogpasgenennn "MponssogcTBE - | I:Ilﬂ

Bubepure nogpasneneHHe
Uex 120 - Ineprouex j
+ 3anucarb | @ OTmena

Puc.4.2 Jlo6aBjieHHEe BJIOKEHHOT0 MOApAa3/iejieHus B CTPYKTYPY NpeanpusaTus

ILJ'DI NepCOAYMHCHHUA TMOAPA3ACIICHUA BMCCTC CO BCCMHU BJIOXKCHHBIMU B HETO OTACIaMU PICHOJ'IB3yI>iT€
i 3

KHOIIKY s B OTKPBIBIIEMCSA OKHE BBI6epI/ITC HOBOC POJUTCIBCKOC MOAPA3ACICHUEC W HAXMHUTC KHOIIKY

«3anucaTb - BeTKa Oy/IeT epeHeceHa B BHIOpAaHHOE POIUTENBCKOE MOApa3IeICHUE.

ILJ'DI TOI0 YTOOBI JABUTaTh MOApa3AaCICHUC BBCPX WM BHU3 BHYTPU BCTKU HOHBSyﬁTCCB COOTBETCTBCHHO

| | ¥

KHOIIKaMH u

HJ’ISI TOro, YTOOKI ITOJHOCTHIO Pa3BCPHYTH I/IepapXI/I‘{eCKI/Iﬁ CIIMCOK nonpameneHHﬁ, HCHOHBSYﬁTC KHOIIKY

Y J171s cBOpauMBaHuUs CIIUCKA BOCTIONb3YyHTECh KHOMKOM R
[Tocne Toro kak CTpyKTypa u3MeHeHa HAXKMUTE KHONKY «COXpaHUTBY.

4.1.3. CipaBOYHHUK COTPYTHHUKOB

HoBele coTpynHuKM nonaznaroT B crnpaBouHUK Ipu cuHxpoHusauuu co CKVY]l «Komoc». B mporpamme
«MHCIIEKTOp TPYAOBOM IUCLUIUIMHBD) Bbl MOXETE peNakThupoBarb ero. IIpm 3TOoM cooTBeTcTByrOLIME
u3Menenus 0ynyt npousBoauthes U B CKY I «Komocy.

=T

CoTpyoHuk  ©uneTp  Mowck  OTuyeT  HacTpoiky Cepeuc  CnpaBka Brixog

|6oxo 4 Bl i Y v o & ¢ L1

Tab. N PHO MoapaspeneHue JlonxHocTE Bpurana nunb;ﬂ':;_mn“ "![E:gi"" B

| | 29612 EOMYUKKMA ANEECAHOP Murpopal Dtwenr MPY3YKE, CoTpyaHME, 1912158

| 1335 EQEE AHATONMA Murpodanoewy | Lex 22 - BT -eryrpusasoac BOOMTE ML NOMPY 341 CoTpyaHuE, 1912015
IE570  BOKEHKD BACHMNMA Murpodanos LLex 23 - KM w4 CAECAPE MO KOHTROS CoTpuyaHHE, 1912476

m EBOAOK BOPUC MurpodaHosmy U ex 101 - noarotoeuTensHeE | HANAOYHAE ABTOMAT . --

| 3361 BOKOE NDEOBEE Murpodarosda | Lex 104 - dopraosoii TexHuend PE3HME 3NACTOMERPD 1041 CoTpyaHuE, 1912249

| 27682 BEOMAKO BANEHTHHA Murpopanoed Lex 104 - poprosoi TexHukd NPECCOELLME-BYNKAR CoTpyaHuE, 1912251

| 1965 EOMED BACHNMA Murpoganoeqy | Lex 22 - BT -eryrpusasoac BOOMTE Nk NOMPY 34 CoTpUnHKE, 1912016 |

| | 22815 EOMAKD BEPA MurpodaHoera Caemr WHAEHEF CoTpUnHKE, 961303 LI

] Buixon |

Puc.4.3 CnpaBoYHHMK COTPY/IHUKOB

[Tone B BepXHEM JIEBOM YTIIy OKHA CIPAaBOYHHKA CIYXHT s moucka mo ®HO (B mpumepe Ha puc.4.3 ¢
€ro OMOUIBIO HAMJICH COTPYTHUK BOXOK).

4.1.3.1. Menito «Hacmpoiiku» cnpagouHuKka compyoHuKos
[To ymom4yaHuio COTPYAHHMKHU B crpaBouHuke coptupytorcs no OHUO. Ilopsaok copTUpOBKH 3amucel B

A
CIIPAaBOYHHKE COTPYIHHUKOB MOKHO U3MEHHTH, HaXKaB KHOIIKY it WM BBIOpAB COOTBETCTBYIOIINN MYHKT B
MeHI «HacTtpolikuy». B nosBuBImeMcs OKHE BbI MOKETE 3a7aTh MHOIOYPOBHEBYIO COPTUPOBKY CITPAaBOYHMKA.

Knonka OUYHMIIAeT COOTBETCTBYIOIINN YPOBEHb COPTUPOBKU U BCE MOCIEAYIOIIHE.
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MNopaook cCOPTHPOBKH ﬂ

~BuiGepuTe NOPAOK COPTHPOBKH
1 [No nonpasaenero  ~| 3¢
3 | =1
‘| -1 a#|
5 | =1 &

" OK X Otmena |

Puc.4.4 BpiGop nopsiika COPTUPOBKHU CIIPABOYHMKA COTPYAHUKOB

B npumepe Ha puc.4.4 copTupoBKa OyJeT UATH 10 MOAPA3ACIICHUSM, a BHYTPH HojapasaeneHui - mo ®HUO.

Ber MoxeTe 3alp€TUTh WKW IO3BOJIMTh BbIBOJA Ha 3KpaH B CIIPABOYHHUKE COTPYAHUKOB HCKOTOPLIX

. =]
BCIIOMOT'aTCJIbHBIX ITOJICHU, TAKUX KAK «T'PYIIIIA», «KOJ 6pI/II‘aI[BI» u T.II. HJ'ISI 9TOI'0 HAXKMUTC KHOIIKY =1 NJIN

BbIOepuTe MyHKT «OTOoOpaskeHue mojei» B MeHio «HacTpoiiki». B OTKpbIBIIEMCST OKHE OTMETHTE TaJIOuKOM
T€ PEKBU3UTHI, KOTOPBbIE XOTUTE BUAETH HA DKPAHE.

4.1.3.2. ITouck u ghunempayusn 6 cnpagounHuke cOmpyoOHuUKos
B crnipaBouHUKE COTPYIHUKOB pEaTM30BaH CIICIYIONINI MEXaHU3M TIOMCKA.

Bbl MOxeTe BBI3BaTh OKHO MOWCKA, HakaB komOuHaiwio kiaBum Ctrl + F, ninm HaxaB KHOIKY |
BEpPXHEW IaHeln OKHA CIPaBOYHMKA, WM BbIOpaB NyHKT «Haiitn» B MeHto «Ilouck». B oTkpbIBLIEMCS OKHE
HE00XO0AMMO 3a/1aTh YCJIOBUSA I IOMCKA — BBIOPATh I10JI€ CIIPAaBOYHHKA, 10 KOTOPOMY OyJeM OCYIIECTBIAT
MOMCK, U 3aJaTh €ro MCKoMoe 3HaueHue. B mpumepe Ha puc. 4.5 Oyzaer HaiiieH COTPYIHUK C TaOEbHBIM
HOMepoM 2528.

#3 Monck B cnpaBouHNKe COTPYOHUKOE =10 x|

Hcrate no: ITaﬁeanuMg HOMEPY "I

SHAYEHHE: |2528

Hakmi ganee - F3 OttieHa - Ezc |

Puc.4.5 OnpenesieHne napaMeTpoB MOUCKA B CIPABOYHUKE COTPYAHUKOB

Hatru - Chil+F

[Tocne ompenenenus ycinoBuid, HaxXMuTe KHONKY «Halitu». Kypcop B cipaBoYHHKE COTPYIHUKOB OyneT
YCTAHOBJIEH Ha TEPBYIO 3aIKMCh, OTBEYAIONIYIO 3aJaHHBIM YCIOBUAM. JUJIsI MpOJOIKEHUS MOUCKA HAXXMHUTE
knaBumy F3. Byaer malizena crnemyromias MOAXOJAINas 3amuch W T.J0. MO TeX MOp, MOKAa HA JKpaHE HE
MOSIBUTECS cooOmenne «Ilonuck 3akoHuen.

Bre1r mokeTe Taxke OT(l)I/IJ'H)TpOBaTI) HYXHBIC 3allMCH B CIIPABOYHUKE COTPYIHUKOB. I[J'ISI 9TOro0 Ha>XMUTEC

KHOIIKY L7 i "ropsiayro knasumy” F9, niam BeiOepuTe MyHKT «Y CTaHOBHTH (GUiIbTp» B MeHIO «Ilonck». B
MOSIBUBILEMCST OKHE 3ajjaiiTe yciaoBus i (QUIBTpallUd — OTMEThTE HYXHOE IOJe M ONpeAeTHTe €ro
3Ha4yeHue.

[Tocne Toro, kak yCJIOBHUS 3a/laHbl, HAKMHUTE KHONKY «YCTaHOBUTH». B mpumepe Ha puc. 4.6 Oyayr
0TOOpaHbI Bce COTPYAHUKH MOApa3iesneHus «PyKkoBOACTBOY.
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ﬂ'fbmlbrp B CNpaBoYHAKE COT Py OQHHKOB _|I:I|£|
{* Mo noapasaeneHmo | 'E'E'::l

i Mo Spurane I

i Mo rpynne I

L Lo L

" Mo Tvny nonbsoeaTenn I

" Yeradosures - F9 | @ OtmeHa - Esc

Puc.4.6 ®uabTpanus CipaBOYHHKAa COTPYAHHUKOB

e

Yto6bl OTMEHUTH QUIBTP, HAKMUTE KHOIIKY
«Ot™MeHuTh GuIbTp» B MeHIo «llonck».

uiy "ropsiayro kiapuiry” F10, nunu BeiOepuTe myHKT

4.1.3.3. Menio «Compyonuk» cnpagoyHuKa cOmpyoHuKkos
Mento «CoTpyIHUKY COAEPKUT CIIEAYIONINE MTYHKTHI:

1) Ilepemermenus mo cay:xée (McTOpHsi). BIOOP 3TOro MyHKTa MM HAXKATUE KHOIKH OTKpBIBaET
HCTOPHIO BEIOPAHHOTO B CIIPABOYHUKE COTPYAHUKA (puc.4.7).

JR1=TEY
BECCAPAE OKCAHA MuTpodgraHoena [tab. Nz b72] 1 < B Bl & = a + « ,E.Hsnnmbl #j

ara ara MpuyuHa -
A A p Mt npurkasa —I
Hayana OKOHYaHWA | OKOHYAHMA

Lex 111 - nprecoHes pernes | HHEHME-BANBUOBUMES PESCMECER 01.01.20013 300420013 | nepemewenve | MeRd] I:ITEEU:MJ

lNoppasneneHue JNonxHoCTE

Lex 1171 - npueogHen pevier | BANBLOBILME PESWHOBRLS CMECER  {uNugenyle

[

Puc.4.7 TlepeMeniieHusi COTPYAHUKA MO CJIyxKOe

[lepemenienuss B pyrol OTAeN, Ha JOPYTYIO JOJDKHOCTb, B JAPYryl0 Opuraay, HNpUHATHE Ha padoTy,
YBOJIBHEHHE M HOMEpa COOTBETCTBYIOUIMX MPUKA30B JOJDKHBI OBITH OTPa)K€Hbl B MCTOPUHM COTPYIHUKA.
YactuyHo 3TH (DYHKUIUHU BBIIOJHSAET MPOrpaMMa, HO HEKOTOpPHIE COOBITHS BBl JOJIKHBI BBIIOJHATH CAMHU.
Homepa nprka3oB TakKe 3al10JIHAIOTCS MTOJIB30BATEIEM B 3TOM OKHE.

Ilpumume K ceedenuio: TpUEM ueJOBEKa Ha pabOTy aBTOMATHYECKU MOSBHUTCSA B CHPAaBOUYHUKE MOCIE
BBIJ]Ja4¥ HOBOMY COTPY/JHHKY MpPOIycKa B cucteMme «Komoc» 1 BBIITONIHEHUS CHHXPOHMU3auu. Bee octabHbie
KaJpOBbIE IIEPEMEILEHUS COTPYAHHMKA, BKJIIOYAs YBOJBHEHHE, OCYIIECTBISIOTCA Tosbko depe3 IO
«MHCIEKTOP TPYAOBOM JUCHUIIIIUHBI.

J{ns yBOJMBHEHUSI COTPYAHUKA HAXKMHUTE KHOIMKY «YBOJUTH» — MporpaMMa 3ampoCHUT AaTy YBOJIbHEHUS U
BHECET COOTBETCTBYIONIYIO 3aMUCh B UCTOpHIO. ECiy COTpyIHUKY BbIIaHa KapTa, CPOK €€ JAeHCTBHUS OyneT
OTpaHUYEH.

2) Tlepememenusi mo Opuragam. B crnpaBouHHKE COTPYAHHUKOB YCTAHOBHUTE KypCOp Ha HY)KHOTO

1.
Tl T

YesloBeKa M BHIOEPUTE 3TOT MYHKT MEHIO WM HaXMHUTE KHONKY 21 Ha skpaHe mosIBUTCSI OKHO C UCTOpHEH
nepeMeIeHH 3TOro COTpyIHUKA IO OpUrajgam.

ITpu HE0OXOAMMOCTH MOXHO OTPENAaKTUPOBATh UCTOPHIO MPSAMO B 3TOM OKHE, HO y1oOHee JienaTh 3TO B
pexume «bpurags» (cM. 1. 4.1.5).
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W=
AMNEHKHUHA TATbAHA MuTpodgraHogHa 1 < B Bl £ = a « ¥ M
B Gpurane C Mo ;I
|| Llex 107- nogroToeMdTensHei A 101 8 m.om.2ma3 N122M3
L L ex 107- nogroTogdrensHed A 101 11 01.01.2014 j

Puc.4.8 IlepeMeniennsi COTPYAHHKA 110 OpUrajgam

3) UcTopusi BbIIa4u MPOMYCKOB (JI0CTYyIHA TOJIbKO A1si CTapiiero TadesbIiKa).

_loix

ld 4 B Bl # = a v x EAGAK AHOPEW MutpodgaHoBHY .
1D Kon kaptw |Koa kapr Brinonnun Jagepwmn Mpuuuna ;I
KapTH [dec] [hex] c no OMNEpaTop ONeparop ZABEPUEHHA
|| 934 961551 ODODEACOF  01.01.2013 10122014  HavaneHwd sanyck. | CTapmil Tadensw e,
|| 937 912271 000DEBSF 10122014 | 01.02.20015  Crapwwi Tagenslw e | CHHEpOHKSaUKHA JameHa kapTed
l 936 12239 | 000D EBGRF CHHXPOHKEALHA —

Puc.4.9 Uctopus BbIIa4u KapT COTPYIHUKY

Hcropuss Bblmaunm KapT 3amnoiiHsercss nporpammor npu cuHxpoHuzamuu co CKVY] «Komoc». Ho B
aBapuiHbIX ciaydasx Crapmuii TabeabIIMK MOYKET BHECTU UCIIPABIICHUS B HEE.
Ha ocHoBaHUM 3TO# HCTOPUU PACCUNTHIBAIOTCS TAOEIs U APYTUE OTUYETHI.

4) Yaaauth COTPpyAHHKA (mocTyneH Tojbko uiss Crapimero TabenbInuka). YAaIATh Jaxke TaBHO
YBOJICHHBIX COTPYIHUKOB M3 0a3bl JAHHBIX HE PEKOMEHIYETCS, HO Ha CJIydail OIMMOKH Takas BO3MOXKHOCTH
octapneHa /iy Ctapiiero TabenbIrKa.

4.1.3.4. Peoakmuposanue 0aHHbIX 0 COMPYOHUKE

B CIIPaBOYHHUKE MOXHO PCAAKTUPOBATH HAHHBIC O COTPYIAHUKE. YcranoBute KypCOp Ha HYKHOIO

-
YCJIOBCKA, HA’KMUTEC KHOIIKY M Ha 3KPAHC MOABUTCA OKHO PCAAKTHPOBAHUS CIIPABOYHUKA COTPYAHUKOB

(puc.4.10).

HOJ’I?I, B KOTOPBIX TEKCT 0To6pa>1<eH CCPbIM IIBETOM — I/IH(bopMaTI/IBHI)IG, HNX HEBO3MOXXHO U3MCHUTH B 3TOM
okHe. Bce ocTtanbHBIE OIS MOXKHO MEHSTb.
Honpa:meneHHe n JOJIXKHOCTH BI)I6I/IpaIOTC$[ M3 BBIIIaJarOmInuX CIITMCKOB. ILJ'ISI IOMCKa MoApa3aciCHUSA B

CTPYKTYpE TPEANPUSATHSI BOCIIOIb3YHTECh KHOITKOM E
Ecnu HyXHOW MOKHOCTH HET B BBIMAJAIOIIEM CIHCKE, HEOOXOANMO BHECTH €€ B COOTBETCTBYFOLIHIA
cripaBoYHUK. OTKPHITH M 3aT€M OTPEJAKTHPOBATH CHPABOYHHK JODKHOCTEH MOXHO TPSIMO M3 TEKYILIETO

OKHA, Ha)XXaB KHOIKY | DTy KHOMNKY TaKXK€ MOYKHO HCIOJb30BaTh JJISl MOMCKAa HY)KHOH MO3UIUU B
CIIPaBOYHHKE.

Tun coTpyaHuKa BEIOMPAETCs U3 BBINAIAIOIIETO CIMCKA MMOIOTYETHBIX TUIIOB MOJIb30BaTeNei.

Ecnu nns cotpynHuka orMedeH raimoukoi ¢uaxok VIP-mepcona, To pabouee BpeMs mo rpaguky Oyaet
IIOJIHOCTBIO €MY 3aCUMTBHIBATBhCS Jaxe mnpu ogHopa3zoBoil peructpaiuuu B CKVY]l «Komoc» B TedeHue IHS.
Kpome Toro Takoi COTpyIHMK HE NIONAIAET B CIIUCKU HAPYLIUTENEH TPYIOBOW JUCHUIIIINHEI.

MO03KHO OTpeIaKTUPOBATh UCTOPUIO COTPYAHHUKA, HaXaB KHOIIKY «lcTopusi».
JUis  coxpaHEHHs BHECEHHBIX W3MEHEHMH HaxxkMmuTe KHONKy «CoxpaHutb». W3menenuss Oynyt
npousBeneHbl He Toiabko B APMe «MHcnekTop TpyAoOBOM IHMCLHUIUIMHBI», HO U B cucreMe «Komocy.

CooTBeTcTBYIOIIIEE COOOIIEHNE TTOSIBUTHCS Ha dKpaHe. [loaTBepauTe coxpaHeHue.
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P apuauna Wma IﬁHﬂPEﬁ Or4yecTBO IHHTIJD'IIJEIHDBH‘I
Otnen Il.le:h'. 104 - ¢OpMOBEOA TEXHHEH j 'E‘g;:
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Tun IEI]TDH.I].HHK j

TabensHmia M |1345

Paspnan I

MNpusHakx onnaTw I

Kon Gpurane: |104 2

lNpynna |3-E [~ ¥IP - nepcona

Jlara npuéra Ha patoTy Il]1.l]1.2l]13

Hara YEOAEHEHHA, NpHEA3 I

&P Meropua - Crl+H ~f CoxpaHuTe - Chil+5 #j Bewon -Esc

Puc.4.10 OkHO peJaKTHPOBAHMS CIIPABOYHUKA COTPYIHMKOB

4.1.3.5. Mento «Cepsuc» cnpagouHuKka compyoHuKos
B cripaBoYHUK COTPYTHUKOB BKIIFOUEHBI CIICIYIOIINE CEPBUCHBIC BO3MOKHOCTH:

1) IlpoBepka Ha ny0.IMpoBaHHe TadeJbLHBIX HOMepoOB. BriOepuTe 3TOT MyHKT B MeHIO «CepBUCY WIIN

i

HaXMUTE KHOIIKY - mpoBepka HauHercs. Eciam Oynyr oOHapyKeHbl COTPYJHUKH C OJMHAKOBBIMU
TaOeIbHBIMM HOMEpPaMM, TO OTKPOETCSI OKHO, B KOTOPOM MOXHO OydeT 3TO HCIpaBUTh U COXPAaHUTh
U3MEHEHUS.

2) Bri6op nynkra «Cunxponmsanus co CKY /I “Kogoc”» nim HaxxaTue KHOIKU BBI3BIBAET HA DKPaH
okHO cuHxpoHu3zauuu ¢ B/l «Komocy (m.1.2). CuHXpoHuU3alus BBINOJHIETCS KaXIbI pa3 MpH 3aIlycke
MIPOrpPaMMbl, HO €CJIM Bbl OTMEHWJIM €€ UM OYEHb J0JIro padoTaeTe B MPOrpaMMe, a HY>KHO MOJIYYUTh OTYET
[0 TIOCJIETHUM COOBITHSAM (HallpUMep, O HAJMYUU COTPYAHMKOB HAa pabO4YMX MECTaxX Ha 3TOT MOMEHT), TO
MOKHO BBITIOJTHUTH €€ TAKUM 00pa3oM.

4.1.3.6. ITeuamo cnpasouHuKa compyoHuKos
Ecnu BeI x0THTE BBIBeCTH B XIS-(haitn crucok COTiyJIHI/IKOB, BBIOEpUTE MYHKT «OTUYET» TIABHOTO MEHIO

CIPAaBOYHHMKA COTPYJIHHKOB HMJIU HOKMHUTE KHOIIKY - Ha ’KpaHe MosBUTCS nuanor «HacTtpoiiku otdeTay.
OTMeThTE TaJOYKaMH PEKBH3UTHI, KOTOPHIE XOTHTE BBIBECTH B OTYET, U HAXMHTE KHOMKY «CO3/1aThy.
[Tporpamma copmupyet ¢aiisi co CuckoM coTpyaHuKoB B hopmate MSEXcel.

[IpenBapuTenbHO K CIPaBOYHMKY MOXKHO MHpUMEHUTHh (QuibTp. Hampumep, 4roObl BBIOpaTh TOJIBKO
COTPYHUKOB OIPEEIICHHOTO OAPa3CIICHHS.
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_ioix]

_BHBD.I].HTI: B OTYET pPEKBEH3IHTH

[+ P amunun [+ Hma [+ OryectBo

[+ TafenbHHA HOMEp

[v Moppasnenedue

[v NonxHoCcTh

[¥ Tun noswsoearens

[T Ipynna

[v Bpurana

[T Paspan

[~ NMpusHak onnaro

[+ Jlara npuema Ha pafoTy
[+ Iarta ysoabHEHHA

[T NMpusznar ¥IP-nepcodm

[v M BbinanHofA kapTh [dec]

% Cospnats | #j. Brixon |

Puc.4.11 Inanor «HacTpoiiku oTyera»

4.1.4. T'pynnbl COTPYTHMKOB € OJMHAKOBBIMH rpadpukamu

['pynmnbl COTpYAHUKOB C OJMHAKOBBIMHM IpaHKaMH CO3JAI0TCs A yA0O0CTBa, YTOOBI MOTOM CO3/1aBaTh
rpaduK A OJHOTO YesloBeKa U KOMMPOBATh €ro BCeH rpymre.

=
OelictewAa  NMowck  Cnpaeka  Beixoa

Mlpynne 1€l Bl # = & + % CoTpyaHHEM <4 < B Bl ﬁ"' & = +j

HaumeHoBaHHe rpynnm :I Ta6o N PHO corpyaHHEa -
| 1 —l L y2230 JEMA BEPA MurpogaHoeHa
114 n 2RE25 WBAHEL BNAOWMWP MurpodaHosd

DR || |ze15 KOCAHUYK TATEAHA Murpadarcsna

|| 11ab | | 2235 KPHUBOMYE BMETOP MurpogaHosmy

| | 1B || 29687 FYENMA BANEHTHHA MuTpoganoska

| | 1= Ll Ll

INpunna: 11aA

Puc.4.12 Padora ¢ rpynnaMm cOTpyIHHKOB

B oxHe «['pymnmbl COTPYIHHUKOB C OJAMHAKOBBIMU TpaUKaMu» MOJIb3YSACh CTAaHJAPTHBIMH KHOIKAMH
paboThI co crpaBouHUKaMu (11.1.5) BbI MOXeTe CO3/1aTh WM YIAIUTh TPYIIY, a TAK)Ke OTPEaKTUPOBATh €&
Ha3BaHUE.
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+

Co3zpaiite HOBYIO TpYIIY, HAXaB KHOIMKY u BBenute €€ HasBaHue. Jlydine, eciii Ha3BaHUS HECYT
CMBICJIOBYIO HAarpy3sky — 3TO B JajJbHeHnieM oO0JerduT Bam pabory c¢ rpynnamu. Jlisg coxpaHeHHs
v

HanMCHOBAHUSA I'PYIIIIbI HAXKMUTE KHOIIKY

UTo0b! yoanuTh COTPYAHUKA U3 TPYIIBL, BEIOEPUTE €r0 B CIIUCKE U HAXXMUTE KHOIIKY . B npumepe na
puc.4.12 HaxxaTue 3TON KHOMKHU NMPUBEAET K yAaaieHuto 3aembl B.M. u3 rpynmst «11aAx».

UroObl 1006aBUTH COTPYJHUKOB B TpyNIy, BbIOEpUTE Ha3BaHWE TPYIIBI U HAXKMUTE KHOIKY .
OTtkpoercst okHO «/[oOaBeHue COTPYAHUKOB B TPYIIITY».

8 Nobasnenne coTpynrnkos B rpynny "11aA" - |I:I|£|

{~ W3 cnMcka no andasuTy

I = JAEMA BEPA MutpodaHoBHa
. MBAHEL BNAINWMMWF Murpodador
T af.M: PUD |«] KOCAHUYYK TATLAHA Murpopana
| |2028 BA3AHOE BACHAMA Mimpospariosmy KPUBOIYE BUKTOP Murpodanoe:

KYB WA BANEHTHUHA Murpodanc
351 BA3AHOBA BANEHTHUHA MutpodaHoeH: ﬂ

|| 1474 BAIANDE FTANMHA MuTpodaHoEHa

|| 1229 BAK, BANEHTHH MurpogaHosy E ﬂ
|| 1330 EAKAR N OMANA MurpopanosHa

l 79 BanAalAH ANEFCAHOP MuTpohaHoemMy ;I

f* W3 nogpasenenun

ITexHuqecxuﬁ j 'E'g'z:
Ta6 e | BT [=]
|| 3364 ANEMACOBA NAPWCA MurpodanosHa

|| 33820 EMKETOBA MOEOER MuTpomaHoEHa ﬂ
B0 BHMHHWUKAR 308 Murpodanoeqa
<

28067 OYEOBA BANEHTMHA MurpogaroeHa

|| 257 EFPEMEHED TATEAHA MumpogaHosHa
|| 1354 FO3APYE. TATEAHA MurpodanoeHa ;I

@ NoGaeuTh | @ OTmMeHa |

Puc.4.13 [lo6aByieHue COTPYIHUKOB B rpyNILy

B mpaBoii uwacTu OKHa HAXOJIUTCA CIUCOK BCEX COTPYAHUKOB, BXOMSIIMX B BBIOPAHHYIO TPYIIY.
W3nauanbHO OH OyJET MycCT.

BriOepure coTpyiHUKA OJJHUM U3 CIEAYIONIMX CIIOCOOOB:

1) U3 cnucka no andasury. [lone moj cooTBeTCTBYIOMMM (IaKKOM CIYKUT JUIsl OBICTPOrO TOMCKA.
HaGepure nepBbie OykBbl (hamminu (He 3a0bIBasi PO PETHCTP) U Kypcop B CIHMCKE YCTAHOBUTCS HAa HCKOMOTO

cotpyaHuka. Ilocie Toro, Kak COTpyIHUK BbIOpaH, MEPEMECTUTE €ro B CIIUCOK TPYIMIbI, HaXKaB KHOIKY .
Eciu cotpynHuk ObUT MOMENIEH B TPYMITY OMIMOOYHO, BEIOEPUTE €0 B CIHMCKE TPYIIIBI U HAXMUTE KHOIKY

*| on OyneT ynan€H u3 rpyIbl.

2) W3 mnoxpasaeneHusa. Brwibepute HyXHOE TMojApa3fefieHHMe U3 BBIIAJAIONIET0 CIHMCKAa O[T
COOTBETCTBYIOIUM (hi1axkkoM. OTKpOETCs CIIUCOK COTPYIHUKOB 3TOT0 MOJpa3aenaeHus. Bel MoxeTe BbIOpaTh
OJTHOTO WJIM HECKOJBKHX (yaepkuBas Haxaroi kiaBuiry Ctrl) coTpynTHMKOB M NEpeMECTUTh UX B CIHCOK

i+

IPYIIIBI, HAKAaB KHOIKY
ornena Jlykosa.

[Ileyox mpaBOl KHONKM MBIIIKM HA CIIHCKE COTPYAHUKOB IOJpA3JEICHUs OTKPHIBACT BBINNAAOIIEE
MEHIO, KOTOPOE TIOMOKET BBIOpATh BCEX COTPYAHUKOB WM CHSThH BBIJCIICHUE C BHIOPAHHBIX.

. B npumepe Ha puc.4.13 B rpymnmy OyAeT BKIIOUYEHA COTPYIHHUIA TEXHUUYECKOTO

24



- «HCTIEKTOp TPYMOBOM TUCIMIUTMHBIY. APM omneparopa cucTemsl

[Tocie Toro Kak CIMCOK TPYIIIBI CO3/1aH U OTPEJAKTHPOBAH, HAKMUTE KHOMKY «/{o0aBuTh». I'pynma Oyner
COXPaHEHA.

4.1.5. bpuraaspl

bpurazapl co3marTcs U3 COTPYIHUKOB OJHOrO mopapaszzencHus. s 3Toro BeIOepUTE COOTBETCTBYIOIIMN
noanyHkT MeHwo «llltaTHoe pacnucanue». Ha skpane nosButcsa okHO, n300pakxeHHoe Ha puc.4.14. B neBoit
4acTH OKHA HaXOJIUTCS CIIMCOK OTJENOB. Y CTAaHOBUB KypCcOp Ha HY)KHOM OTZEJIE U MOJIb3YACh CTaHJapPTHBIMU
KHOTIKAMH MOKHO OOaBUTH Opurazy B OTIEIN, yOAIUTh OpUTaay U3 OoTAelNa UIU OTPEIaKTHPOBATh PEKBU3UTHI
y’Ke BBeleHHOU Opurazapl. HeoOs13aTenbHO BBOIUTH U KO/, U HAMMEHOBAaHUE OpUrajbl — JOCTATOUYHO OJIHOTO

U3 9TUX pekBu3uTOB. [Ipum BBIOOpE OpHrazbl B MPaBOM YACTH OKHA OTKPBHIBACTCS CIHCOK COTPYIHUKOB
Opurajsl.

R
Oeficteus  Bua  Mowck Cnpaeka Beixon
BoifiMpatsh cocTas GpMran Sa NepMoA:; Ianpenﬂ jlzmﬁ j no IMapT j|2u15 ﬁ A
MNoapasaenenue §§ e\ Epwragm 1€ Bl S = a & 2 =t o
= 3;&"D "Poce" - Kon H aumeHoBaHHe - T ati M U0 -
[ AaMHHCTR AU ¥ 20 M| 24431 BABEHKD HAIEX LA Murpos
- Bysramrepua | L
- NpoaBoACTBEHHEI IECE | |1382  BE3PAOHARA ENEHA Murpod
--(.-’-‘-KD || Ax0 3 || 0105 BE3PAOHAR ONBECA MuTpog
0 ACHTI | |31715  BMIOEHKD TATEAHA Murpod
- T exHHUBCKIM hd x|l ]1902 BWMBIK ANEKCAHOP Murpod = |
MNopgpasnenenue: A0 Ebpuranga: A0 1

Puc.4.14 Padora ¢ 6puragamm

Ilo YMOJIYAaHUIO IMOKA3bIBACTCA COCTAB 6p1/1ra)11>1 Ha CCFOI[HS[HIHI/Iﬁ JCHB. Ecmu BEI xoTHTE IMPOCMOTPETH
COCTaB 6pI/II‘aI[BI 3a I[perﬁ MPOMEIKYTOK BPEMCHU, U3SMCHUTC UHTCPBAJI IIPOCMOTpPA B BerHeP’I qaCTHU OKHa.

Jliist 6pIcTporo noucka corpyaHuka B Opuraae no ®HO unu no tabeaTbHOMY HOMEPY UCHOIb3YHTE KHOTIKY
=

. BBI6epI/ITe KpI/ITepI/Iﬁ IMMOUCKaA, BBEAUTC HCKOMOC 3HAYCHUC U HAXKKMUTEC KHOIIKY «Hatituy.

Jlnist peAakTUPOBaHUS COCTaBa OpUTajibl, YCTAHOBUTE HA HEE Kypcop U HAXKMUTE KHOIKY K .

OTtkpoercss OkHO, u300paxkeHHOoe Ha puc.4.15. B mpaBoil HWKHEH 4YacTM OKHAa HaXOIUTCS CIHUCOK
COTPY/JHUKOB BXOJANIUX (€CIM YCTAaHOBJEH (PIAKOK «TOJIKO Ha CETOAHS») WM KOTJa-TM0O BXOJUBIIHUX
(ecnu (ha’kok CHAT) B Opurapy.

B neBoil HMW)KHEW 4yacTH OKHAa HAXOAWUTHCSA CIHMCOK BCEX COTPYJHUKOB OTHEla C yKazaHHEM Opural, B
KOTOPBIX OHM YHCIISATCS B HACTOSALINI MOMEHT.

ILO68.BI/ITB COTPYAHUKOB B 6p1/1raJ:[y MOKHO, IIepeMeliasa nx U3 CrinCka BCCX COTPYJAHUKOB NOAPA3ACIICHUSA B

CHMCOK Opuraznpl. Jlias 3TOro yCTaHOBUTE Kypcop Ha HYXHOM COTPYAHHMKE M HaXMHUTE KHOIKY i
ITporpamma 3ampocHT AaTy mpreMa CoTpyaHuKa B Opuraiy, nocie yero oH OyJieT BHECEH B COCTaB OpUTaIbl.

OauH COTPYAHUK HE MOXKET OJJHOBPEMEHHO HAXOJUTCS B HECKOJIBKUX OpUrajgax, mo3ToMy Mpu NepeBojie B
HOBYIO OpHraay nporpamMmma aBTOMaTH4E€CKH 3aBEPIIUT CPOK €ro NMpeObIBaHUS B PEIbLAYIIEH.

JlJis 0OTHOTO COTPYJIHUKA MOXET OBITh HECKOJIbKO 3alucedl o MpeObIBaHUU B OJIHOM W TOM ke Opuraje,
€CITM €r0 NePeBOIMIN U3 OJJHON OpHUraabl B IPYyryro U 00paTHO.

MoXHO TpPHHATH B OpHUrajay cpa3y HECKOJBKO COTPYIHHUKOB, yaepKuBas Haxatoil kmasuiry Ctrl u
BbIOupas GO meimkoii (cm.puc.4.15). I[locne Toro, kak COTPyAHUKH BBIOPAHBI, IEPEMECTUTE UX B CIIUCOK

Opurajpl, Ha)XKaB KHOTIKY ® lu yKa3aB JlaTy Iprema B Opuramy.
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-ii x|

AeficteA  Cnpaeka  Brixoa

lNopgpazaeneHue: |A.XI] j el
bpurana: |AXI] 1 j [¥ Tonbko Ha cerogHA
—Brce coTpyaHHKM NogpasaensHHA —Cocras Gpuranm
Momck No Tas.Harepy: |2225|:| < Bl o Momck no Ta, Me: I i 4 B Pl a + X -
Ta6.Ne PUD Bpurana .2 Ta6.Ne PUD C Mo |~
| | 23386 | MEABHWHEHKD BEFA Murpogpan Ax0 3 L 24491 | BABEHKD HADEX OA Murpoganoe 01.02.2013 | 26.03.2015
1638 | MHPOWHWHEHED BEPA Murpocge 40 3 | |1382  BE3PAIHAR ENEHA Murpopanos 01.02.2013
MOCKOBYEHK.D HHMHA Murpodan ll | | 30105  BE3FAIHAR ONbrA Murpaganost 01.02.2013
2184 HAZAPEHED METF MurpotaHosL: | | 31715 BMIEHKD TATBAHA Murpopanos 01.02.2013
1554  HWEWTHEHED N0 OMANA Murpo | |1902  BMIMbIK ANEKCAHOP Murpopanoe 01.02.2013 | 27.03.2015
3716 |HHEOHEHED BANEHTHHA Murpe 40 1 J il | | 25904 BHYIWMHEE ONET Murpoganosiy 0.03.2013 o
070 | NANAMAPEHED NOEOBE Murpod | | 22132 BMUEHKO CEETNAHA Murpopano) 01.02.2013
2223 MANOTA CEPTERA Murpodarosmy LI | | 25902 | TEPACWMEHKO BEPA Murpoganos 01.02.2013 ;I

Puc.4.15 J/lo6aBiieHue COTPyAHUKOB B OpUTraay

Ecimu cotpynHuk ObUT moMeméH B Opuraay OmMMOOYHO, BEIOCPUTE €ro B CHUCKE OpHTrajbl U HAXKMHTE

KHOIIKY

Fs

I[JI?[ pPEAaKTUPOBAHUA 3allUCU O HpCGI)IBaHI/II/I COTpyJAHUKaA B 6p1/1raﬂe Ha)XMHUTC KHOIIKY , UIBMCHHUTC
3aIIiChb (HaHpI/IMCp, YKaXXUTC ATy OKOHYAHUIA Hpe6BIBaHI/I$I B 6p1/1raﬂe) U IJIs1 COXPAHCHUS HAXKMUTC KHOIIKY
v

Jlnia ynobcTtBa HaJ 000OMMH CIIMCKaMM €CTh IMOJIs JUIsl OBICTPOro MOMCKa Mo TabenbHOMy Homepy. Kpome
TOT0, MOYKHO TIOMEHSTh COPTHPOBKY CMMCKA, HA)KaB HA 3aroJOBOK IOJIs, IO KOTOPOMY XOTHTE COPTUPOBAThH
(mampumep, «Ta6.Ney wmu «®HUO»).

He Brixoas u3 okHa «JloGaBiieHre COTPYTHUKOB B OpUTaTy» MOXKHO TIEPEHTH K PeIaKTUPOBAHHUIO COCTaBa
apyroit Opuransl, BeIOpaB B BEpXHEW 4YacTM OKHA M3 BBINAJAIONIETO CIUCKAa APYrylo Opuramy WiH
MOAPAa3ACIICHHE.

4.1.6. CoTpyaAHUKH, padoTalolue 3a TeppuTOpHEii

B mporpammy ngoGaBieHa BO3MOKHOCTh y4eTa pabOuyero BpeMEHU COTPYIHHKOB, KOTOpbIe pabOTarOT 3a
TEPPUTOPUEN NPEAIPUATHS, TO €CTh BHE KOHTYpa. Takue COTPYIHUKH JOJKHBI OTMEUYAThCA Ha IMPOXOJHOU
(BXOA/BBIXOM Yepe3 TYpPHHUKET) MpH MPHUXO0jAe Ha paboTy W mepes yXxoaoM ¢ paborel. CumrTaercsi, 4yTo Bce
BpeMs Mex 1y nepBoii peructpanueit B CKVY Il «Komgoc» u mociennen, COTpyAHUK MIPUCYTCTBOBAN Ha paboTe.

Jlig cocTaBlieHUs! CIHMCKA COTPYAHHKOB, pabOTAarOIIMX 3a TEPPUTOPHEH, BbIOEPUTE COOTBETCTBYIOIIMMA
noaAnyHkT MeHto «llltaTHoe pacnrcanue».

B neBoit yactu oxHa Bel Bunute @O u TaGenbHBIE HOMEpa COTPYAHHKOB. [Ipu ycTaHOBKE Kypcopa Ha
COTPYJIHHUKA B TIPABON YaCTH OKHA TOSBIIIETCS CIIMCOK MEPHOJIOB, B KOTOPHIC OH padOoTal 3a TEPPUTOPHEH.

s noGaBienHus, ynajaeHus, pelakKTUPOBaHUS MEPHOJa MOIb3YHTeCh CTaHAAPTHHIMU KHOMKamu (I1.1.5).
Jlata okoHuaHusI mepuoja (MOJE «I0») MOXET OBITh IYCTOW, €CITU COTPYAHHUK IOCTOSHHO paboTaer 3a
TeppuTopuei. Y 1ansaTh Nepruo pEKOMEHIYETCs TOIBKO B TOM Cllydae, €CJIM OH ObUT OITMO0YHO BBeeH. Eciu
K€ COTPYAHHK TEpeBelieH Ha paboTy B Mpenesax TEePPUTOPUU TMPEANPHATHS, TO MPOCTO YKAXKHUTE AATY
OKOHYAHUS TMepro/ia paboTHI 32 TEPPUTOPHECH.

26



- «HCTIEKTOp TPYMOBOM TUCIMIUTMHBIY. APM omneparopa cucTemsl

_lnyx

a‘l |7 MoKa3bBEadThE COCTOAHHE HA CErogHAa ﬁ_

Corpuatii [7 4en) $h | CYNMMA TOEOBb ANEKCAHOPOEBH: + = & 7 &
PUD [Ta6.Ne || C Mo | &

|| rOBrANEHKD AHIPER BAANMMMPOE 2239 | [01.03.2003 24.03.2003

|| NEBLIA CEPTEA BUKTOPOBHY 1879 J | |15.06.2004 16.0.2004

|| CEPTEEBA NMAWMA HUKONAEBHA 40551 M 01.11.2010

[B[CunuMA DB0BL ANEKCAHIPOBHANESEAES -

Puc.4.16 Cnncok cOTpyAHUKOB, pad0TAIOIIUX 32 TePPUTOpPHEi

Jlyiss 100aBiIeHUsI COTPYHUKOB B CIIMCOK HAXXMHUTE KHOIKY . OxHO TIpHOOpETET BHUJ, MOKA3aHHBIN Ha
puc.4.17. BeiGepute cOTpyIHUKA OHUM U3 CIEIYIOMINX CIIOCOOOB:

» U3 cnucka no angasumy. Ilojie oI COOTBETCTBYIOMUM (IAKKOM CIY)KHT IS OBICTPOTO TIOHMCKA.

HaGepure nepBbie OykBbI (haMWIIMK, U KypcOp B CIUCKE YCTAHOBUTCS HAa MUCKOMOTO COTPYIHHUKA.

[Tocne Toro, Kak COTPYIHUK BBIOpaH, MEPEMECTUTE €TI0 B CIIUCOK, HAKAB KHOIIKY U yKa3aB Jary,
HAYMHAs ¢ KOTOPOH COTPYJIHHK paboTaeT 3a TEPPUTOPHCH.

= U3 noopazdenenus. BpibepuTe HyXKHOE TOJApa3/eeHUEe W3 BBINAJAIONIET0 CIUCKA TI0]
COOTBETCTBYIOIIUM (hraxkkoM. OTKpPOETCsl CIIUCOK COTPYAHUKOB 3TOTO MojpaseneHus. Bel Moxkere
BBIOpATh OJHOTO MJIM HECKOJbKHX (yaepkuBas Haxatod kinasuiry Ctrl) coTpyHHKOB U nepeMecTHTh

UX B CIIMCOK, HaXKaB KHOIIKY U yKa3aB JaTy, HauMHasi C KOTOPOH COTPYAHHUKH paboTaloT 3a
tepputopueil. B mpumepe Ha puc.4.17 B cnucok OyAyT BKINOYEHBl COTPYAHUKM Buuenko wu
I'epacumenko. [lleauok nmpaBoil KHONKHM MBIIIKK HA CIIUCKE COTPYIHUKOB MOJAPA3AEICHUS OTKPHIBAET
BBINAJJAIOIIEe MEHI0, KOTOpO€ IIOMOXKET BBIOpaTh BCEX COTPYAHUKOB WM CHSTh BBbIACICHHE C
BbIOpAHHBIX.

J1s TOrO0, YTOOBI BBINTH U3 pexkuMa J00aBICHHUS COTPYAHUKOB, CHOBA HAKMUTE KHOMKY .

& CoTpygHnin paboTarowme 3a TEppHTOPHE - |EI |£|

ﬁ“ |7 NOK4A3blBdTh COCTOAHHE Ha CEroaHA g_
™ W= crvcka no angagury Corpuaki [7 wen] &4 + = a o i
| PUO | Ta6.Me| 2] c | nme |
[P ANMEKCEEHKD TATBAHA NEOHWO0E 2 | [roBrAnEHKOD AHAPER Bnany 2239 | [p|21.03 2003

|_|ANEMACDE AHIPEW BANEPHEBHY NEBHIA CEPTEA BUKTOPOBMY 1879
| |ANEMALOIBA NIAPULA ANEKCEEBHA | CEPTEEBA IMIMA HUKOMAEE 40551
| AMENEHEHKD ANERCEW BOPUCOBH ﬂ CYMUMA NOEOBL ANEKCAHA 35321
| |4MNMNOroe BANEPMI HUKONAEEK | TUPUKAND OPHEA MBAHOBMY 20559
| |AHOPURHEHKD PAMCA NETPOBHA v || PEABTUHA TATLAHA NETPOI 1628

|| PECEHKD EFATEPHHA HBAHI 28551

{* Wz noopasnensHua
A0 == |

BWNEIE ANERCAHOR CEFTEEEMY :l
EHWYEE ONEr FEOOPOEKMY

TEFACHMUUK ATIERCEV PEQGPOEAY
FONUE BANEHTHHA HUKONAEEHA | ] =

Puc.4.17 Jlo6aBiieHHe COTPYIHUKOB B CIIUCOK PA0OTAIONIINX 32 TeppUTOpHel
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Ecnu cotpynuuk ommbo4HO 700aBIIeH B CIIMCOK, @ HA CaMOM JIeJIe 3a TEPPUTOPUEH HUKOTAa He padoral,
TO YCTAaHOBHUTE HA HETO KYpPCOP M YAAIUTE BCE MEPUOIBI.

Ecnu ycraHoBieH ¢nakoK <«IOKa3bIBaTh COCTOSHME Ha CErOJHS», TO Ha HSKpaH BBIBOJAMUTCS CIHCOK
COTPYTHUKOB, Y KOTOPBIX NEPUOA pabOTHI 32 TEPPUTOPUEH 3aXBATHIBACT CETOHSIIHEEC YMCIO WU KE Jara
OKOHYaHUS Mepro/ia He YCTaHOBIIEHA (OTKPHITA).

Ecimu (naxxok CHAT, TO Ha 9KpaH BBIBOJUTCS CIIHCOK COTPYIHUKOB, KOTOpBIC KOrna-mubo padboranu 3a
TEPPUTOPHUEH.

JUId 1oucKa COTpYIHUKA B CIIMCKE HAKMUTE KHOIIKY . B oTkpeiBIIEMCS OKHE HEOO0XOAMMO 3aJaTh
YCIIOBHSL AJIs TTIOMCKA — OTMETUTh HyxHoe noue (nouck no @O win no tabeabHOMY HOMEPY) U 3aJaTh €ro
nckomoe 3HaueHue. Ilocne yero Haxkatb KHONKY «HanTm».

4.2. PaGouue rpadpuku COTPYAHHKOB

4.2.1. lll1a610Hb1 pado4yux rpapukoB

[ITabs0HBI pabouux rpauKoB 00JIEryaroT COCTaBIeHUE IPa(UKOB JUIsl COTPYIHUKOB U NOJpa3AeIeHUui Ha
oTpeieIeHHBIN TIeprol. BoiTH B 3TOT pekUM MOXHO, BBIOpaB COOTBETCTBYIOIIHI MOAMYHKT MeHIO «Paboune

Fpa(bI/IKI/I» HJIM Ha’KaB KHOIIKY B I''TaBHOM OKHE€ ITPpOI'paMMBI.

& Wabnonm pabownk rpadmios - | I:Ilil

Oeictena  Boixog

Watnon 4w e = A T BT .
JonycTHMBIE MHTEPBANB [MMH_] ﬂ
Haumenosanue watnona Mepuwon | hosgnero PAHHErD | MAKCHMAaNLHOTD
NpHXona yxona OTCYTCTEMA 1
| |28 7 a a 10
|| 2% crerHE 7 5 5 10 hd
Cvena M w + = & - 57 JIHH CHMEHH I I R S
H "";aBﬂl]ll.lHﬁﬁ" = Ha4ano | Nnuwrens- | Konwen | Hawano | Konen | Oaur-TB b=
A3BAHHE CMEHH | OLELEHHE Mt n/n |patioyero| HocTe ¢ |patouyero| ofeped. | obeneH. |patouero
> "Eplﬂ‘_' L AHA |nepepoiBom| aHA nep-éa | nep-ea AHA
v
2 ™ l 1 [MH] 0v-0o0 0a:00 15:00 10:00 10:20 0740
| 3 r | |2[BT] 0v-0o0 0a:00 15:00 10:00 10:20 0740
B | |3 [Cp) 0v-0o0 0a:00 1500 10:00 10:20 0740 =
| [4[M47) 0700 000 1500 10:00 10:20 0740
|50 0700 000 1500 10:00 10:20 0740
|_|6ICd]
LI | |7 (Be) j

atnon: 3-x cmeHHoii Cwena: 1

Puc.4.18 Hactpoiika maod/oHoB padounx rpagukos

o L
B BepxHeiil yacTi OKHAa HaXOAMTCS CHUCOK IMIabsoHOB. UTOOBI 100aBUTH MIa0I0H, HAKMHUTE KHOTIKY ,

yK@KUTe HauMEHOBaHWe IalbjoHa, NepuoAuyHOCTh (Ha puc.4.18 mnokasaH cemMHIHEBHBIH I1A0JIOH).
BnocnenctBum mpu cocraBieHMM TpadUKOB COTPYIHHKOB Ha OIpeAeTeHHBbIH MecsAll [abioH Oyaer
Pa3MHOXKEH Ha KOJIMYECTBO JHEU B 3TOM MECSLIE.

Taxxe HYXHO YCTAaHOBUTH CJICAYIOIUC NOMMYCTUMBIC MHTCPBAJIbl B MUHYTAX:
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- «HCTIEKTOp TPYMOBOM TUCIMIUTMHBIY. APM omneparopa cucTemsl

1) Ilo3omnezo npuxooa - eciv COTPYAHUK TPHIIET IMO3KE HA TaKOE BpPEMs, TO 3TO HE CUYHTACTCS
orno3aaHreM (PEKOMEHyeTCsl BCera 3aJaBaTh 3TOT HHTEpBaJl HE MeHee | MuHyThI). B mpumepe Ha puc.4.18
MHTEpBaJI MIO3/IHETO IPUX0/ia PaBEH 5 MUHyTaM. DTO 3HAYUT, YTO €CJIM COTPYAHUK ONO3/a] Ha 5 MUHYT, TO
3TO HE SABJISETCS HapyLIEHUEM TPYI0BOM TUCHUIUIMHBL. Eciu e oH onozfan 6oiblie, 4eM Ha 5 MUHYT, TO 3TO
SIBIIICTCSL HAPYIICHUEM TPYAOBOM TUCIUTUIMHEBI ¥ OyJIET OTPaKEHO B Tabese U OTUeTax;

2) Pannezo yxooa - IONyCKaeTCs yXOJ COTPYIHUKA paHbIIC OKOHYaHMS pabouero THs Ha yKa3aHHBIH
MHTEpBaJl BpeMEeHU (PEKOMEHIyeTCsl BCer/ia 3aJJaBaTh 3TOT HHTEPBAI HE MeHee 1 MUHYTHI) U 3TO HE CUUTAeTCA
HapyLIEeHHEM TPYIOBON AUCHUILIUHBL. B mpumepe Ha puc.4.18 uHTEpBan paHHEro yxoja paBeH S5 MHUHYTaM.
Ecnu cotpyanuk yien ¢ paboThl paHblle, 4eM 3a 5 MUHYT O OKOHYaHHs pabouyero JHs, TO 3TO SBJISETCS
HapyIIEHHEM TPYIOBON AUCIUILIMHBI 1 OyJeT OTpakeHo B Tabene M OT4eTax;

3) Maxcumanvno donycmumoe omcymcmeue Ha pabodeM Mecte B pabodee BpeMs - €CIIM COTPYIAHUK
OTCYTCTBYET 0OJIbIlI€ TOT0 MHTEpPBajia BPEMEHHU, TO 3TO CUUTACTCS HAPYILICHUEM TUCIUILIMHBI, €CJIH MEHbIIIE
— TO 3TO HE HapyIIeHWE W B Tabele He oTpaxaercs. JJis aqMUHUCTPATUBHBIX PAOOTHUKOB, KOTOPHIE IO
ciry>k0e 4acTo U HaJ0T0 AOJKHBI OKUIATh TEPPUTOPHIO MPEANPUATHS, PEKOMEHIYETCS yCTaHABINBATh 3TOT
HWHTEPBaJ J0CTATOYHO OOoNbIIUM (Hanpumep, 420 MuH).

v

Bce 3T mapameTpbl Hy>)KHO COXPAHUTh, HA’KaB KHOIIKY HaJ CIIUCKOM I11a0JIOHOB.

Jlanplie nepexoAuTe Ha CIMCOK CMEH IadyioHa (JeBas HMWKHAS 4yacTh OKHA). [lo ymomvaHuio mabioH
CO3/1aeTCs OJTHOCMEHHBIM (mo0OaBisieTcsi cMeHa moJ Ha3BaHueM «be3 cMmeH»), HO MOXKHO CO3/laBaTh U
MHOTOCMEHHbIe 11a0noHbl. J[00aBbTe cMeHBI B crucok. Eciin y cOTpyIHUKOB, paboTalomux B 3Ty CMEHY,
HayaJo obena He PUKCUPOBAHO, YCTAHOBUTE (IIAXKOK «ILIaBAIOUINI 00€ICHHBIN MIEpEPHIBY.

Terepb MOKHO TIPUCTYIUTH K 3aIIOJIHEHUIO IA0JIOHA CMEHBI 1O JHSIM. BbIOepUTE CMEHY, YCTAaHOBUB Ha
Hee Kypcop, ¥ TIEPEeHIMTe B HIDKHIOKO TIPABYIO YacTh OKHA. [IJIst Ka)I0ro JTHS CMEHBI 3aIl0JIHATE CIICIYIOIIHNE
PEKBU3UTHI:

- HavaJo pabodero JIHs;

- JUIMTENBbHOCTh pabouero IHs, BKJIOYas 0OeJeHHBIN MepephIB (HAmpUMep, eciiu HopMa pabodero
BPEMCHH Ha JIeHb § 4acOB M MPEIYCMOTPEH O0CCHHBIN IMepephIB HA Yac, TO JJIUTEIHHOCTh paBHA
9-Tu yacam);

- HAyYaJo M KOHeEI[ 00eJICHHOTO MePephIBa, €CIIH OH MPETYCMOTPEH;

[Tonsa «xonen pabouero JHSI» U «JIUTEIHLHOCTh PaOOUEro JHs» HE 3alOJHSIIOTCS — OHH PaCCUMTHIBAIOTCS
MIPOrPaMMOI HCXOJISI U3 BBEICHHBIX JAHHBIX.

Ecnu nHeBHbIE rpaduKu MOBTOPSIOTCA, TO BBl MOXKETE 3aIlOJIHUTH OJHY CTPOKY, & TIOTOM Pa3MHOXKHTH €€,

2}

Ha>XaB KHOIIKY H YKa3aB KOJHNUYCCTBO HOBTOpeHHﬁ.

3areM BbIOMpAEM CIIEAYIONIYI0 CMEHY U COCTaBiIsieM rpaQuK AJisd Hee U T. 1.

Ha puc.4.18 nmpuBenen npumep mabioHa rpaduka, B KOTOPOM CMEHBI MEHSIOTCSI KXyt Heaemro. To ecTh
OJIHY HEJIENIO COTPYAHUK padoTaeT B MEPBYIO0 CMEHY, CIEAYIOIIYIO — BO BTOPYIO U T.I.

NHorma B MHOTOCMEHHBIX MIa0JI0HAX C MEPUOJIUYHOCTHIO MEHBINE 7 AHEW MMEET CMBICI CO3/1aBaTh OJHY
W3 CMEH T0J Ha3BaHueM «BBIXOTHOIY U 3a/1aBaTh /Ui Hee HyJIeBOM rpaduxk.

IToxpo6Heit mpo mabinoHb! TpaguKOB HaMKMcaHo B puiIoxkeHuu «lIpumepsl co3ganus pabounx rpagukoBy.

4.2.2. Padora ¢ rpagukamMu COTPyAHHMKOB

Pexum «Paboune rpaduku COTPYyIHHUKOB)» BBI3BIBAETCS BHIOOPOM COOTBETCTBYIOIIETO MOJIYHKTa MEHIO
«Paboune rpaduKm» rIaBHOIO OKHA IPOTPaMMBI.
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«MHcnekTop TpynoBoi qucuuiuinHey. APM oneparopa cuctemsl -

WuTepBan BeIOOpKH IpaUKOB yKa3aH B BepXHEW dacTu OKHA. Eciu BbI XOTUTE MPOCMOTpPETh rpaduku
COTPYJHHUKOB 3a APYroil MPOMEKYTOK BpEMEHU, U3MEHUTE €TO.

Breibepute Hy)XHOE MOApA3JEICHUE B HEPAPXUUYECKOM CIHUCKE B JIEBOM dYacTh okHa. Jlyig moucka

#h

IIOAPA3ACIICHNs 110 HAMMEHOBAHUIO MCIIOJIB3YHTE KHOIIKY win coueranue knasum Ctrl+F. Jlns Toro,

94TOOBI MOJHOCTHIO Pa3BEPHYTh HEPAPXHUCCKUI CHHCOK MOJpPa3[eICHUH, HCIOJIb3YHTE KHOIKY .‘ s

CBOpAYMBAHMS CIIHCKA BOCIIOJIb3YHTECh KHOMKOM S
[Tocne BeIOOpa MOApa3ieNeHUs B IEHTPATLHOW YacTH OKHA MOSBUTCS CIIUCOK €Tr0 COTPYIHUKOB (TEX, KTO
paboTai B oT/IejIe B YKa3aHHOM MHTEpBajie BpEMEHH ).

=

Oefictens Bua  Mowok  Bexon

BrifMpaTh rpadHEM Sa NEpHoL. © IcEHTﬂﬁpﬂ jlzmz j no I:FlHBElpb j|2[|13 j A

Y | e\ Corpyanuem [3 uen) = o e = o A gﬂE

Tt ] ewo | [ cormma [Mremooui ] agaon [+
- Bysrammepus |_|Cenratipe 2M2r. v 12-10 _
g {005 Bacunedko MHHa daHunc | Okracoe 2012 1 [ 9-18 ;I
Oraen npogas l ooy HeuzeecTHel B acinmi & =
i OTaen NPOMEE0LCTE (1] HecTeperko Hapesaa F = ™ & &0

=- AN "Msorunrka" B

Havano| Konen |Havano| Konen ﬂﬂleT-Thj

Yucno| pabou. | padou. | oben. | oben. |padouer
AHA nHA |nep-Ba|nep-ea| naHA

B10MH) 1800 0 1200 @ 1300 08:00

2[BT) 0300 0 1800 0 1200 0 1300 02:00

. 3(Cp] 0900 0 1800 1200 0 1300 0800

4 [M1] 0300 1800 0 1200 0 1300 08:00

5(07] 0300 1800 0 1200 0 1300 08:00

o GL of
1 | e | WL | »

Moppasnenenwe: ACYIM

Puc.4.19 Pexnm «PaGoune rpaduku cOTpyIHHKOBY

IIpu BbIOOpE COTpYOHMKAa B IIpaBOM BEpXHEM YAaCTH OKHAa OTKPBIBAETCA CIHMCOK €ro rpadukxos,
nornajammux B uHTepBall. [Ipu BeIOOpe 3aroioBka rpaduka B IpaBoi HUKHEH YacTH OKHA MOKA3bIBAETCS caM
rpaduk no aHAM. B npumepe Ha puc.4.19 nmokazan rpaduk 3a okTs6ps 2012r. s HemssectHoro B.A.

g 6sicTporo noucka corpyanuka no @O unu tabenbHOMY HOMEpY MCIONb3yWTE KHOIKY =i

couetanue kimasum Ctrl+M.

Jlnst OpIcTpOro mowucka rpaduka COTpyIHUKA UCHOJb3yiTe coueTanue kinaBuin Ctrl+G, B oTkpbIBIIEMCS
OKHE BbIOepuTe U3 Bhimagaromniero cnucka @O corpyaauka, yKakuTe nepruoja rpaguka 1 HAKMHUTE KHOTIKY
«Hantmy.

4.2.2.1. Co30anue u pedaxmuposanue zpapuxa
&

Jlna cozmanust HoBoro pabouero rpadrka HAKMUTE KHOIKY B oTkpriBIIEMCSl OKHE BHIOEPUTE EPUOJ
(rpavk MOXKHO CTPOMTH Ha MECSI] MM JI0 KOHIA T0/1a, HAYMHAs ¢ JII000ro Mecsa), a TaKkKe ONpesenTe,
JUISL KOTO BBl XOTUTE MOCTPOUTH IpaduK.

I'padux MOXXHO co3/aTh Ul MOApA3JeNeHHs, A OJHOTO 4ejaoBeKa, Ui rpynmsl. [Ipu BeiOOpe omuuun
" Il;ist mosipazaeneHus" MOYKHO co3AaTh rpaduk:

- JUIsl BCEX COTPYJHUKOB NOJPA3ACIICHUS;

- 17151 OpUTaJIBI.
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«MHCTIEKTOP TPYAOBOW AUCIUILTHHED. APM omeparopa cucTeMsl

[Tpu coznanuu rpaduka s BceX COTPYAHUKOB Mojpa3AeieHus ecian ¢uaxok "Bkiodas BiokeHHbIE" He
YCTaHOBJICH, TO rpaduk OyaeT co3JaH TOJIBKO IS TeX, KTO paboTaeT HEMOCPEACTBEHHO B 3TOM
noapasnenenuu. Ecim ¢uaxok "Bkitodas BiokeHHBIE" YCTaHOBIEH, TO rpaduk OyneT co3maH Ui Bcex

COTPYAHUKOB IIOAPA3ACIICHUA, a TAKKE IJId BCEX COTPYAHUKOB JOUCPHUX HOHp&SﬂCHCHHﬁ.

B npumepe na puc.4.20 rpaduk nHa maii 2012r. Oyner co3nan 11 coTpyaaukon Opuraasl 101-1 nexa 101.

=

~Mepuon
{+ Ha mecan IHﬂﬁ jlzmzﬁ

= Ha ron |2|]12 3‘- HaYHHaA C IﬂHBapﬂ TI

+ Ilns nogpasaenenus II.le:r. 101- Noar oTOBMT & ALHBA j ﬁl
[T Bramyan EnoweHHEE

= JlnA coTpyaHHEa I j

= Jlna rpynnol I j

i~ JlnA BCEX COTPYWIHHKOB NOAPA3AENeHHA

@ Iasi Gpurans TN

@ Ormena | Nanee == |

Puc.4.20 3apanne napaMmeTpoB HOBOro rpaguka

Ilocne TOr0, KaK yCJIOBHA 3aJaHbl, HAXKMUTE KHOIIKY «I[anee».

31



«ucnexTop TpynoBoit nucuuiuinaby. APM onepartopa cucteMbl -

JRI=IE
NefcTeA  Beixoa
~HenoapsoBarte wataon——— 4 4 » * + a - ¥ o B 2
|3-x CHEHHLIA j "
Havano Aaur-Te Konen |Havano | Konen |Jaur-Tb uH'Jr]éDr:ag:J:h[':EH ]
¢ Il]1.l]B.12 1—3" no |31'12'12 i—EII Nara |patou. & patoy.|oGeneH. |pGepeH.| paGoy. CmeHa L -
[¥ © NpMBA3KOA K AHAM HEAENH ana ["PERE g | nep-a | nep-sa | aua MOZAH. |paHHEra) max
(B npHxona| yxona (DTCYT.
b 0700 | 0200 | 1500 | 1000 | 1020 | D740 0700-1500 & 5 10
" CmeHa | Q2062012 Brix
| |03.06.2012 B
 Wcnonbsosars potaumio cret | |04D0E20M2 1500 | O8O0 | 2300 1800 1820 0740 1500-2300 5 5 10
“Porauus cmen | |os0e20M2 1m00 | 0&00 | 2300 1§00 1620 0740 1S00-2%00 5 5 10
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1-aporauus  [04.06.2012 1 || 08052012 1500 | 0300 2300 | 1800 1820 (0740 1500-2300 5 5 10
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Havare c: (07:00 - 15:00 =l 0082002 B
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| [120520M2 2300 0RO | 0700 0200 0220 0740 23000700 5 5 10
Ll 1“;;33 i ;g;gg | |130620M2 2300 | 0&00 0700 0200 0220 0740 2300-07:00 5 5 10
23:00 - 07:00 | 14062012 2300 | 0800 0700 0200 0220 0740 2300-07:00 5 5 10
Ll | [15.05.2012 2300 0RO0 | 0700 0200 0220 0740 23000700 5 5 10
| |16.06.2002 B
17.06.2012 Bl
I o B G U [ |12062012 o700 | om0 1s00 0 1000 | 1020 0740 07.00-1500 6 5 10
[~ Hynesoi rpaduk B NpasgHHE || 19.06.2012 0700 000 1500 0 1000 10:20 0740 | 07:00-15:00 3 3 10
20062012 0700 | 0&00 | 1500 1000 1020 | 0740 O700-1500 & 5 10
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AR ) Boon | | |24.06.2002 B ~|
|

Puc.4.21 IlocTpoenne HOBOro rpadpuka

Ha sxpane nosiButcs okHo «lloctpoenue pabouero rpaduxa» (puc.4.21). 13 Bblmajaroomux CIHCKOB
BbIOEpUTE BXOJHOW KOHTYP M HY>KHBIN I1a0JIOH.

Ecnu ma0i10H UMeeT HECKOJIBKO CMEH, TO MOXKHO C/IeNaTh rpaduk ¢ Ux yepenoBaHueM. Boibepure myHKT
«Hcronb30BaTh poOTALIUIO CMEHY.

3afaiiTe HUKIMYHOCTD poTalMy (B mpuMepe Ha puc.4.21 cMeHbl Oy1yT MEHATBCS KaXKable 7 THEl).

3amaiiTe maty nepBou poTaruu (MecsIl He 00s3aTeIbHO HAUNHAETCS C TTOHEIECNbHUKA, TIO3TOMY B TIPUMEPE
NIEPBYIO POTALIUIO HY>)KHO IPOU3BECTHU HE uepe3 7, a uepe3 3 JHs).

3anmaiiTe IOPSAIOK YepenoBanus cMeH (B mpumepe Ha puc.4.21 crHavana cmena 7:00-15:00, morom 15:00-
23:00, morom 23:00-7:00, omsite cmena 7:00-15:00 u 1.1, 10 KOHIIA TOfa).

@naxxoK «C TPUBA3KOW K JHSAM HEJEeNNW» BIMAET TOJbKO Ha IOCTPOEHHE TIpaUKOB IO 7-THEBHBIM
mabnonaM. Ecnu oH ycTaHOBIIEH, TO MPH MOCTPOSHUHU Tpaduka Ha MEPBYIO HEAETIO Mepruoa mabiaoH Oyaer
CIIBUHYT TaK, YTOOBI BBIXOHBIC JHH B HEM COBIAIM C KaJCHIAPHBIMU BBIXOJHBIMU. ECIT OH HE yCTaHOBIIEH,
TO (opMHpoBaHue Tpaduka nouaer tak: 1-il nenp rpaduka - 1-it nenp mabnona, 2-if geHb rpaduka - 2-i
JIeHb 1a0JI0HAa U T.11.

[Tocne Toro kak Bce mapaMeTpsl 3a1aHbl HAKMUTE KHOTIKY «Co3/1aTh rpaduky.

I'paduk MoxHO popMHUpPOBaTH MO HECKONBKUM IIadioHaM. B 3ToMm ciydae mpu co3naHuu rpaduka HaaIo
yKa3aTh 1a0JOH M MEpPHOA, HAa KOTOphIi (opMupyeMm rpaduk mo stoMmy mabnoHy (Hampumep, ¢ 1.07 mo
10.07), 3atem Haxkatb kHONIKY "Co3mars". [locae 3TOro MOXHO BBHIOPATH CIEMYIONINI MIa0JIO0H U CIIe YOI

nepuof (Hanpumep, ¢ 11.07 no 17.07) u 1.1.

HoBgrit Fpa(bI/IK CO3aH, TCIICPb HCO6XOIlI/IMO €T0 OTPCHAKTUPOBATL.
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- «HCTIEKTOp TPYMOBOM TUCIMIUTMHBIY. APM omneparopa cucTemsl

Ecnu ma6non umeer nepuoAnYHOCTh 7 AHEH, TO OH OyAeT pa3MHOXKEH TOYHO IO JHSAM HEAENH, T.€. €Clu
MeCSI[ HAYMHACTCS C MATHUIIBI, TO Ha 1-e¢ yuciio u3 mabioHa OyneT MepeHeceHo MSATHUYHOE PACIUCaHUE U
T.J. B 3aBUCUMOCTH OT AHsS Hegenu. CocTaBieHHBIH MO 3TOMY IIa0NOHY rpaduK B PEelakKTUPOBAHUM HE
HYX/1aeTCsl.

B cnyuae, ecnu mepuoauyHOCTh MIabjioHA HE paBHA 7 JHSAM, Ha l-€ YHCIIO Mecsla MepeHeceTcs
pacnmicanue 1-ro mHS B 1ma0iioHe, Ha 2-€ — 2-TO U T.JI. C TIOBTOPOM J0 KOHIIa Mecsna. MoKeT MOIydnuThCs
HEKOTOpBI caBUr. MHorma cocraBieHHBIH TakuM o00pa3oM rpapuk HEOOXOAMMO OTPEelaKTUPOBATh —

CIIBUHYTb Ha HECKOJIBKO JIHEH, 4TOOBI paclucaHue BCTaJIO Ha CBOM MecTa. J{J1s 3TOro Ha)KMUTE KHOIIKY B
BEpXHEH nmaHenu okHa. B oTkpeiBmieMcs okHe (puc.4.22) 3agaiiTe KOITUYECTBO JHEH, HAlpaBJICHUE CIBUTA U
Ha)XMuTe KHONKY «CaBUHYTH rpaduk». Tenepb rpaduk BeINIAIUT KOPPEKTHEE, HO PEJAKTUPOBAHUE €T0 ellle
HE 3aKOHYEHO, T.K. IIPU CIIBUIE BIIEPE]l OCTAOTCS] HE3AIIOJHEHHBIMU pAcIMCaHMs Ha MEpBbIE, a MPU CIBUIE
Ha3aJ — Ha nocjeHue yrcia Mecsana. VX Hy)KHO 3aroyiHUTh Bpy4uHyto. To ecTh eciu rpaguk ObUl CABUHYT Ha
3 nHs BHEpeln, TO pacHUCaHWE Ha MEpBBIE TpU JHSA Mecsna oOHymmiock. ['paduk Ha 1-e, 2-e u 3-¢ yncna
HE00XO0/AMMO BHECTH BPYUHYIO.

[1pu 3amonHeHnH rpaduKa BPyUIHYIO HEOOXOAMMO BHECTH 3HAYCHUS MOJICH

- Hayayo paboYero JHS;

- JUIMTEIILHOCTH pabouero IHs, BKJIOYas OOEACHHBIN MepepsiB (HAIpUMEpP, €CIH HOopMa pabodero
BPEMEHU Ha JICHb 8 YacoB M MPEAYCMOTPEH OOCICHHBIN MepephIB HAa Yac, TO JJIUTEIBHOCTh paBHA
9-Tu yacam);

- HAYajo M KOHEI[ 00CICHHOTO MePephiBa, €CIM OH MPEITyCMOTPEH.

[Tonst «koHel pabo4ero AHS» U «IIUTEILHOCTh pab0OYero JHsS» HE 3aIOHSIOTCA — OHH PAaCCUYUTHIBAIOTCS
IPOrpaMMO#l KCXO/ISl U3 BBEJCHHBIX JTAHHBIX.

Ctpoxky rpadruka MOKHO KOTIMPOBATh/BCTABISATH Y€Pe3 MEHIO, IO KHOIIKaM / wm Ctrl+C/Ctrl+V. .
i

Tax ’ke MO’KHO MHOXUTh CTPOUKY Tpaduka, UCIOIb3Ys KHOIKY (xak B mabaoHax).

[lepen coxpanenuem npoBepbTe Guiaxok «Ilnasarouuiiy odedennsvlii nepepuls.

Ecnu on ycraHoBieH, TO OyOeT CUMTAThCS YTO COTPYIHUK HE O0S3aH BBIXOAWTH Ha 00€d B paMKax
o0esleHHOTO TepephiBa Mo rpaduKy, a UMEET MPaBO BHIMTH B 000N MOMEHT B TeueHue padouero aHs. Ho
BpeMsi 00e/1a He JI0JDKHO MPEeBHIIIATh ATUTETBHOCTh IepephiBa Mo rpaduky.

B munanore «Ilapamerpri» (1m.3.1.2) HacTpauBaeTcs, HOHKEH JIH 3TO OBITh OAWMH €TUHCTBEHHBINA BBIXOJI HJIH
e YEeIIOBEK MOXET BBIXOAUTHh HECKOJIBKO pa3, a C JUTUTENLHOCTHIO TIepephiBa OyJeM CpaBHUBATh CyMMAapHOE
BpeMsl OTCYTCTBUH.

Ecnu ¢uaxok CHAT, TO COTPYAHUK MOKET BBINTH Ha IEpephIB TOJIBKO B paMKax 00€JEHHOI0 MepephiBa Mo
rpaduKy, a Bce OCTaIbHbIE OTCYTCTBUS B T€UEHUE paboyero AHs He OyIyT CUUTaThes 00€10M.

[Tocne Toro, kak rpaduk MpPOBEpEeH M OTPEJAKTUPOBaH, HAXKMUTE KHOMKY «CoxpaHutby». [Iporpamma
BepHeTCs B OKHO «Paboune rpaduku coTpyaIHUKOB.

Ecnu coTpynHuk momeHsuics ¢ KEM-TO CMEHaMH, TO €ro rpaduk MOXHO OTPEIaKTHPOBATh MPSMO B OKHE
«Paboune rpaduku cOTpyIHUKOBY. BpiOepuTe B paBoii BepXHEH 4aCTH OKHA 3arojIOBOK HYXHOTO Tpaduka, B
MpaBOW HMYKHEH YacTH OKHA YCTAaHOBHUTE KypcOp Ha HYXKHOM uucie, U B noyne «CMeHa» BbIOEpUTE JPYTYIO

v
CMCHY, HAXKMHUTC KHOIIKY — pacCiiuCaHue Ha 3TOT ACHb U3MCHUTCA COOTBETCTBECHHO PaClIMCaAaHUIO CMCHBI.

Fs

Ecnu rpaduk HYXHO CYIIECTBEHHO H3MEHUTh, TO BBIOEPHUTE €ro 3aroJIOBOK M HAXXMHUTE KHOIMKY
BHecure Bce TpeOyeMble H3MEHEHHS U COXPAaHUTE OTKOPPEKTUPOBAHHBIN IpaduK.

JUis peaakTUpOBaHUs TPYII COTPYAHUKOB HAXKMHUTE KHOIKY @ U Jlasiee paboTaiTe 1Mo WHCTPYKIUU
(m.4.1.4).

4.2.2.2. Konuposanue zpaghuxa
CocraBieHHBIH rpadK MOXKHO CKOITUPOBATH IPYTUM COTPYIHUKAM.
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Jlyst 5TOTO BBIOEPHUTE 3aroJIOBOK HYKHOTO Tpaduka B MpaBod BepxHeW dyacTh okHa «Paboume rpaduku
COTPYJHUKOB» (HampumMep, Ha i uc.4.19 BeIOpanHbIM siBiseTCs rpaduk corpyanuka ['pous B.M 3a ceHTs0ph

2007T.) 1 HAKMUTE KHOIIKY , Ha 9KpaHe mosBUTCS okHO «KomnupoBaTs rpaduky.
Bo3MoxHBI ciieyromye BapuaHThl:
v’ xonupoBaHue rpaduKa OHOMY COTPYIHUKY;
v/ xommupoBaHue rpaduKa 1o pasIeieHHIo;
v’ xomupoBaHue rpaduKa rpyIre COTPYAHUKOB (TPYIITy BHIOEPHUTE U3 BHIAJAOIICTO CIIMCKA).
[Tpu konmpoBaHuu rpaduka Moapa3IeIeHUI0 MOKHO JTOTOJIHUTENIFHO yKa3aTh KOMUPOBATH JIU IpaduK:
- JUIsl BCEX COTPYJHHUKOB MOpa3AeICHUS;

- JUIsl OpUrapl.

3amanue yCclOBHM KOMHMPOBAHUS rpaduika aHAJOTUYHO 33JaHHUI0 MApaMeTPOB YIS MTOCTPOCHHUS HOBOTO
rpaduka (puc.4.20), HO Mepruoa IOMEHSThH HEJIb3I.

ITocne TOI'0, KaK mapaMeTphbl 3alaHbl, HAXKMUTEC KHOIIKY «Ilanee» - rpa(I)I/IK 6yz[eT Pa3MHOXKCH.

Fpa(bI/IKI/I MOJKXHO TaKXXC KOIIMPOBATb CO CABHUI'OM, T.C. HA ,I[perﬁ MCCAII. I[J'IH 9TOI'0 BbI6epI/ITC 3arojJIOBOK

HYXHOTO rpaduka B okHe «Pabouune rpadyiku COTPYTHHUKOB» U HAKMHUTE KHOIKY Ha skpane nosiBuTcs
okHO «KommpoBanue rpaduka co cIBUTOMY. 3aaiiTe mapamMeTpbl KOMMUPOBAHMSI, ONTUCAHHBIC BBIIIE, M TIEPUO]T
Ha KOTOPBIi OyJIeM KOMPOBaTh (Ha OMpe/ICICHHBIN MecsI] Wik Ha ron). [lociie HaxxaTus kHonku «/lanee» Ha
sKkpaHe mosiBUTCsA OkHO «KommpoBanme pabouero rpaduka», anajmorudnoe okHy «l[loctpoenme pabodero
rpaduka» (puc.4.21).

& Cneur rpadhuea [ [O] x|

CaBMr Ha I 3i|| AHER IBnepE.u j

@ Otmena |

Puc.4.22 3ananne napamMeTpoB [Jisl CIBUTa rpaguka

I'padux xonupyercs mo yuciaam, a He o AHAM HEJleNH, TO €CTh 1-e UMCII0 MCXOJHOro Mecsla Ha 1-e uncio
HOBOT'O Mecsla, 2-€ Ha 2-€ U T.A4. B pe3ynbTare nosyueHHbl rpaduk B OOJBIIMHCTBE CIy4aeB HEOOXOAUMO

CIABUHYTh, YTOOBI BBIXO/IHbIE BCTAIM HA MecTO. JJi 3TOro HaXKMUTE KHOIKY B BEpXHEH MMaHeNIn OKHa. B
OTKpbIBIIEMCA OKHE (puc.4.22) 3agaiiTe KOJMYECTBO J[HEH, HANPABICHUE CIABUIa W HAXMHUTE KHOIKY
«CnBuHYTH TpaduK». YUTUTE, YTO MIPU CABUTE BIEPE] OCTAIOTCS HE3aNOJHEHHBIMU PAcIIMCaHUs Ha TepBhIe, a
IIPU CABUI'E€ HA3aJ — Ha MOCJIEIHHE YUClIa Mecsna. FIX Hy)KHO 3all0JIHUTh BPYYHYIO.

B npumepe Ha puc.4.22 rpadux Oyaer cABUHYT Ha 3 JHs BIEped U paclucaHHe Ha MepBble 3 THS
Mecsia ooHynuTes. Heo6xoamumo ero 3amomHuTh.

[Tocne Toro, kak rpaduk OTpelakTUPOBaH, HAXMHUTE KHONKY «CoxpaHuTtb». [Iporpamma BepHercs B
okHO «Paboune rpaguKu COTPYTHUKOBY.

4.2.2.3. 3azpysxa epagpuxos u3 ¢aiinoe MS Excel
B nporpamme peanmzoBaHa BO3MOXKHOCTB 3arpy3ku padouux rpadukos u3 gaiinoB MS Excel.
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Cnauana He0OXOAMMO co34aTh 3aroToBku rpadukoB. B okHe «PaGoume rpaduku cCOTpyTHUKOBY
BeIOCpHTE M3 MeHIO «/leiicTBus» moanyHKT «Co3aaTh 3aroToBKy uist rpadukoB B popmare MSEXcel».

_ioi x|

Ha nepuon: IAnpenb jl2l114 j

" JlnA BCEX NOAOTYETHHY NOAPASAENEeHHRA

{” Ilna nogpasneneHyn I j

{* JlnAa puifipaHHbIX NoApasneneHHi

OI'M - oTaEen rNaBHOro MEXaHHEa ;I byxranrepua 0AO
03 - oTaen rNagHOro AHEPreTHEA O puamyeckun 0AO
OCT - otaen CTPOMTEABCTEA

0TH3 £l

OTE I ﬂ

O6muA oTaen
Mpodrom

—MyTh K BHMXOAHBIM Dafnam:

[E:\WORK\Organizer =]

2% Cospate | #j. Brixon |

Puc.4.23 Co3nanue 3aroroBok rpa¢gpukon

B otkpeiBIIEMCS IManore 3aganTe CAEAYIOME MapaMETPhI:
v’ mepuoj co3maBaeMoro rpaduka (Mecsil, Tox);
v’ mojpasienenue, Uis KOTOPOro OyneT co3aaBaThes rpaduk (BO3MOXKHO CO3JIaHHME 3arOTOBOK
JUI BCEX MOJOTYETHBIX MOApa3AeIeHUH WK Il HECKOJIBKUX BBIOPAHHBIX );
v’ JIMPEKTOPHUIO, B KOTOPYIO OY/IyT MOMEMIEHBI 3ar0TOBKH pabounx rpadukos.
B npumepe Ha puc.4.23 daiinsl - 3aroToBku rpagukoB OyayT co3AaHbl Ul noApasaeneHuid «byxrantepus
OAO» u «tOpuandeckuit OAO» Ha anpenb 2014r. u nomeniens! B nanky «E:\Work\Organizery.
3arotoBka rpaduka mnpencraBiser coboil ¢aitn B ¢opmare MS Excel, comepxammii 3 mucra:
«HUuactpykumsy, «aTepBans», «'padux». Ha3zanue (aitna BriaroyaeT B ceOs HaMMEHOBAHHE OTJENa U
nepuon rpaduka (Hanpumep, «PuHaHCOBBIH oTAen Tpaduk Ha Anpensb 2014.X1s»). Ha nucre «MHCTpYKIHs»
HAXO/UTCS MOAPOOHAst MHCTPYKIHUS K 3aMTOJTHEHUIO TpaduKa.

[Tocne Toro, kak ¢aiibl rpadMKOB 3aMOJHEHbI (HallpUMep, HaualbHUKAMU OT/ENIOB), OHU JOJKHBI OBbITh
MIOMEIIEHBI B CIIEL[MATILHO BBIJICJIEHHYIO /Ul TOTOBBIX I'Ppa)MKOB AUPEKTOPHUIO U 00paboTaHsl. [ 06paboTku
rpadukoB BeiOepuTe U3 MeHI0 «JlelicTBus» okHa «Paboune rpaduku COTPYJHUKOBY» MOJANYHKT «3arpysuTh
rpaduku u3 paiino MSExcel». Otkpoercst okHO «3arpy3ka rpaukoBy.

(=T

MyTh Kk 3arpyxaemoiM fafnam:

[EAWDRK\Add_Report =

~BxoaHoR KOHTYp ANA SarpyxXaemMbd rpaPHEoE:

II'IpuanHan j

+f O6patoratk | ¥ Buixoa |

Puc.4.24 3arpy3ska rpaduxos u3 ¢aiizioB MS Excel
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VKakuTe MyTh K AUPEKTOPHH, B KOTOPYIO BBl IIOMECTHJIM 3aIl0JIHEHHBIE TpaQUKH, ¥ BXOTHOH KOHTYp IS
3arpykaembix rpadpukoB. Haxxmure kHonky «O0pabotats». Ecnu rpaduku 3anmonHeHsl 6e3 OmmMO0OK, TO OHH
OynyT 3arpyxeHsl. Eciu jke HaliieHbI OIIMOKH, TO Ha 9KpaH Oy/JeT BBIBEACH UX CITHCOK.

Buumanmue! Ilpu 3arpyske Oymyt oOpabarbiBaThcsi Bce (hailyibl, HaXOASIIMECS B YKa3aHHOM IIallKe,
MO3TOMY HE MOMEIIANTe B 3Ty IUPEKTOPHUIO MOCTOPOHHUX (ainos. [locne 3arpy3ku ycrenrHo o0padoTaHHbIC
Gaiiapl peKOMEHIyeTCsl MepeMecTUTh B Apyryto mamnky (Hampumep, «C:\Mou nokymeHTH\OOpaboTaHHbIC
rpadukmn), 4TOOBI OHU HE 00pabaTHIBAIMCH TOBTOPHO, U XPAHUTh UX CKOJILKO TTOCUYUTACTE HY)KHBIM.

@aiin MoxHO 0OpabaThiBaTh IOBTOPHO, HANpUMEp, €CIU B 3arpy’KeHHOM rpaduke OOHapyKEHBI
HETOYHOCTH. BHecute ucrpasieHus B (ailyl, MOMECTHTE €ro B JUPEKTOPHIO IS TOTOBBIX TPaUKOB U
3amyctute 00padotky. Ctapsiii rpaduk OyaeT yaajaeH, a HOBBIH 3arpyKeH.

4.2.2.4. Yoanenue zpagpuxos
UroObl ynamuth rpaduk, BBHIOEpUTE €ro 3arojoBOK B TMpaBold dYactu OkHa «Paboume rpaduku

COTPYJHHUKOBY» M HAXKMHUTE KHOTIKY
Jl7ig TpynmoBOro ynaiaeHus cTapbix rpaduKoB 3a MEPUOJ BHIOEpUTE MYHKT «YIajieHue rpadukoBy MEHIO
«Paboune rpaduKm» TIaBHOTO OKHA TPOTPAMMBI.

B oTkpbiBIIEMCS OKHE 3afaidiTe mapaMeTphl yAaJeHHA. YKaXHTE MEPHOJ, 32 KOTOPBIA OylneM yIaisiTh
rpaduku. MOXHO yAansaTh rpaduku:
®  BCEX COTPYAHHUKOB IIOJOTYETHBIX ITOAPA3ICIICHHN;
" BCEX COTPYAHUKOB BBIOPAHHOI'O MOJpa3IeIICHHS;
" OJHOU OpHraabl B yKa3aHHOM TOJpa3/IeIICHNUH;
® OJHOI0 BBIOPAHHOI'O COTPYAHUKA.
JIONOJTHUTETHHO MOXKHO HAJIOKUTH YCIIOBHE Ha THN IOJIb30BaTelNs. Hanpumep, yaamuts rpaduKu TOJIBKO
BBIOBIBILIMX COTPY/AHUKOB.

Haxxmure KHOIIKY «Y IanuThy - MOCie MOATBCPKACHUSA I‘pa(bI/IKI/I 6y,ZLYT YAAJICHBIL.

M=

—Ypanare rpaPHEH

" Becex

{* Mo nonpasneneH o II.IE:: 101 - noAroToOBEHTENLHBA jﬂ

" Mo corpyaHHEY I j

[¥ Mo Gpurage |1I]1 2 j

[T Mo Tvny nonb3oBaTens I j
—Ja nepHoa

c IHHBHDH j|2013 j no Inexaﬁph le[ﬂE j
N Ynanute | 7) Drmena |

Puc.4.25 Yaanenune rpadpuxon

B npumepe Ha puc.4.25 OyayT ynaneHsl rpaguku Bcex coTpyaHuUKoB Opuranst 101 2 moapazaenenus Liex
101 - moxgrorosurenbHbIi 3a 2013-i1 ros.
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4.2.3. Coxkpamenue rpa¢gpukoB B npeAnpa3AHUYHbIC THH

Ecmu rpaduku cOTpymTHMKOB B MpENNpa3IHUYHBIA JCHb HYKXHO COKPaTHUTh, BBIOEPHTE ITYHKT
«Coxkparrenre rpaguKoB B MpeAnpa3IHUIHBIE THU» U3 MEHIO «Paboune rpagukmy.

o

3a |13.ﬂ4.2|]14 i_EII YWCAO COKPATHMTL Ha I 1 4ac.

" pce pafioume rpapHEH

{* rpa®MEM, HAYHHAWIKECA © Iﬂﬂiﬂﬂ H 3aKaAHYMEBAWWHECH B I'lB:["]

+ Bononuure *j. Buixon

Puc.4.26 Coxpamenne rpadpuxon

B oTkpbiBHIEMCS OKHE yKa)XUTE AaTy MPEANPa3THUYHOIO JIHA M Ha CKOJBKO YacoB CIEAYeT COKpallaTh
rpaduk. EcTh BO3MOXKHOCTB COKpalaTh Bce Ipa@UKU WM TOJIBKO OIpeleseHHble rpaduku (yka3blBaeTcs
Ha4aJo U OKOHYaHUE paboyero JHs).

Haxxmure KHONIKY «BBIITOIIHUTBY.

4.2.4. OTCcyTCTBHE N0 YBAKUTEJIHHBIM NPUYMHAM

& OrcyTocTENE NO YBAMWT ENEHBIM NPHYHHAM =10 x|
AeictenAa  Buog  Mowck  Boixog
BoifHpaTh oTCYTCTEMA 3a NepHo: IaBrg-::Ta jl2[|12 j no IHDﬂﬁpb j|2ﬂ12 ﬁ ]
il =) CorpyaHuesu [3 uen) = M T e = & s
[=1- 340 "Sopa” |« Heussecthoi Bacunui Angpeesuy
- PukoeoacTen flaG:h FHo Tun uckmouenus | Hawano | Kowey | =]
i Bysranrepua =
ALY ans Bacvnento MHra JaHunosHa aTnyck ovepeaHal (200820012 31.08.2002
Il ~ ——r—ra— ) 15102012 | 18.10.2012
i OTaEn NPOMSEOACTES Qoe HecTepeHko Hagewaa Fenukcoe
- AN "HMaiordunra _I a I = hd

Moapasgenenue: ACYHI

Puc.4.27 Pexnm «OTCyTCTBHE N0 YBAKUTEIbHBIM NPUYHHAM

B pexume «OTCyTCTBHE MO YBaKUTEIbHBIM HMPUYUHAMY) 3aHOCSTCS U PEIAKTHPYIOTCS JTaHHBIE O
KOMaHJIUpPOBKaX, OOJBHUYHBIX M T.I. BHeceHHas HHQOpMaIUs 3aTeM HCIONIB3YETCS NpPU IMOCTPOSCHUH
OTYETOB.

Boiitu B 3TOT pexuM MOKHO, BBIOpaB MOANYHKT «VIckitoueHus u3 pabouux rpadukoB» meHio «Paboune
rpaduKm» WIN HaXKaB COOTBETCTBYIOLIYIO KHOMKY B IJIABHOM OKHE MPOTrPaMMBbl.

WuTepBanm BBIOOPKM OTCYTCTBMM YyKa3aH B BepxHel uyacTH okHa. EciM BBl XOTHUTE NPOCMOTPETH
UCKJIIOUEHUS U3 pabounx rpauKoB 3a Apyroi MpoMeKyTOK BpeMEHH, U3MEHUTE €ro.

BeiGepure moapasneneHue B JIEBOM 4YacTH OKHA, B LEHTPAIbHOM YacTH OKHA MOSBHUTCS CIHCOK €ro
COTPYHUKOB (B IIpeJesiaXx yKa3aHHOIO MHTEPBAJa).

JloGaBieHue, peIakTUPOBAHUE U yAaJeHUE JAHHBIX OCYILECTBISETCS C MOMOIIBI0 CTAaHJAPTHBIX KHOIIOK
(cM. m.1.5). Tum uckiIrOUeHUS BHIOUPACTCS M3 BBIMAIAOIICTO CITUCKA.
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B npumepe Ha puc.4.27 penakTupyroTcs AJaHHBIE Ha coTpyaHuka HenssectHsbiit B.A.

Jlnst 6picTporo moucka corpyanuka 1mo @UO wnm TabenbHOMY HOMEPY HCIOJIB3YHTE KHOIKY W
coueranue kinaum Ctrl+M.

4.2.5. YBOJBbHUTEJILHBIC 3aIUCKHA

B mporpamme npenycMoTpeH BBOJ M 00pab0TKa YBOJIbHUTEIBHBIX 3aITHCOK.

YroOBl BOHTH B PEXUM «YBOJIBHHUTEIBHBIC 3alMCKM», BbIOEpUTE MOMIYHKT «VICKimroueHns u3 pabodmx
rpadukoB» MeH0 «Paboume rpaduKu» WIM HAKMHUTE COOTBETCTBYIOLIYIO KHONKY B TJIABHOM OKHE
nporpamMMmel. B oTKpbIBIIEMCcs OKHE epeldaAnTe Ha 3aKJIAIKY «Y BOJIbHUTEIBHBICY.

WuTepBan BBIOOPKM YBOJBHHUTEIBHBIX 3allMCOK YKa3aH B BepxXHeH wactu okHa. Ecim Bbl XoTHTE
IIPOCMOTPETH YBOJBHUTEIBHBIE 33 APYrOl IPOMEKYTOK BPEMEHH, U3MEHUTE €TO0.

Bribepute mnojpaszzieneHue B JIEBOM 4acTW OKHA, B LIEHTPAJIbHOM YacTU OKHA IOSBUTCS CIIMCOK €ro
COTPYIHUKOB (B Mpejenax YKa3aHHOTO HHTEpBaa).

IFi

Jljis OBICTPOrO MOUCKA YBOJIBHUTENBHBIX COTPYIHUKA UCHOIB3YHTE KHOIKY (unu coueTaHue KIABUII
Ctrl+M), B OTKpbIBIIEMCSI OKHE BhIOCpUTE W3 BbImaaaroniero crnucka @O coTpyaHuKa, YKaKHATE MEPHOJ
YBOJILHUTENIBHBIX U HAXKMHUTE KHOTIKY «HalTn.

£ YeonbHMTEnbHBIE 3ANHCKK -0l x|

feficteiAa  Bua  Mowok  OTueT  Beixog

BoiGMparh YyBOALHHTEALHLIE 33MMCKEH 33 NEpHOA: C |aBrg-::Ta ;“2012 j no Inexaﬁpb ;“2012 j o

i e\ CorpyaHHEHM [3 uen] = 4 e e = s T A &
=- 3&0 "JopA"' ;I HeuseBecTHwi Bacunui AHnpeesuy
PHKDBDJJ.':TBD Taﬁ_“! ':P“u Nt nDK_I THl'l I = I - I:I

""Eﬁ";‘;ﬂ;p”“ 005 Bacymenso Hrrma Hamnmoen |[L|77 e onnawisaeman 25.09.12 1400 25.09.12 1515

. OTaen npoaask b HevseecTHel Bacauii AHg l a1 onnaukeaetad 2709121200 2703121600

- UTaEn NpoM3IB0AcTES 006 HecTeperko Hagexna Fen -
& AN "W smaranea" j 1| | b

MNoapazneneHue: ACYI

Puc.4.28 Pexnm «YBOJBHUTEIbHBIC 3AIIUCKU»

VY BOJIbHUTEIbHBIE 3aIIUCKA MOTYT OBITh JABYX THIIOB: OIUIAYMBAEMbI€ U HE OIUIAYUBAEMBIE.

Ecnu yBonpHUTEIBHAS OMJIaUMBaeMast, TO BPeMsl yBOJILHUTEIIbHONW CUUTAETCsl OTPaOOTaHHBIM.

Ecnu yBonbHUTENbHAS HE OIUIauYMBaeMasi, TO BPeMsl YBOJbHUTEIbHONW HE 100aBiseTcss K oTpaboTaHHOMY,
HO OTCYTCTBHUE B 3TO BPEMS HE CUMTAETCS HAPYLICHUEM AUCLUIUIMHBIL.

YTo0bI YAAJIUThb YBOJIbBHUTCIIBHYIO 3alIUCKY, YCTAHOBUTC Ha HCC KYPCOP U HAJKMUTEC KHOIIKY

Jns no0aBieHUsT HOBOW YBOJIBHUTENBHON 3alMCKU YCTAHOBUTE KypCOp Ha HYKHOTO COTpYIHUKA U

+
HaXXMUTC KHOIIKY B OTKPBIBHIEMCSI OKHE YKAKUTC ATy, 3@ KOTOPYIO HAaJ0 BBCCTHU YBOJIbHUTCJIBHYIO, U

nepeiInuTe B CIUCOK YBOJIBHUTEIBHBIX (HAapuUMep, KinaBuineit Tab).
B okHe mosiBUTCS BcrioMmoratenbHas MHGOpMAaIys A BBOJA YBOJBHUTENIBHOM: TpaduK COTpYIHHKA Ha
YKa3aHHYIO JaTy, €ro BXOAbI-BBIXO/IbI, TOyCTUMbIE HHTEPBAJIbI.

Ecam BB XOTHTE pacCIiupuTh HHTCPBAJI ITOMCKA BXOJOB-BbIXOJ0B COTPYAHHWKA, UBMCHUTE JaTy UJIM BPEMS B

IMOJIAX «C» U «I10» U HAXKXMHUTE KHOIIKY ¢l BI)I60pKa 0OHOBHTCH.
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&% veonbHHTENBHBIE Zanuckn coTpyanuKa KHPABYEHKO HUKONAR ®ELQ) B i [m] B
Broam-Bixoa
Ykamure nary: |01.04.2014 | o ||:|-|_|:|4_2|:|-|4 1_E|”|:|4:|:||:| o |
no [01.04.2014 35 [21:00
Ipapur corpyaHuka Ha 01.04 201 4:
P e 01.04.14 07-49 Bxoa TupHiker 5 & |
Hauano K.oHew Hauano K.oHew Lur-Te W|01.04.14 08:29 semon | Typruker 5
patouero | padodero | ofegeH. ofegeH. | patodero CraeHa = :
l 0200 17:00 13:00 13:48 0312 Bes creH M.041477:43 eeron | TypHMEET B
|| 01.0414 1512 grog | TypHuker B
JlonycTUMBE HHTEPEBANB B MHHYTax: || 01.04.14 17:03) sermon | TupHuker B
0MNoE0aHHA I T yrona paHeLLE I T rak.cHanEHOr D OTCYTCTEMA I 10 = I I LILI
YE0NbHHTENLHBIE 3ANMCKM cOTpYaHMEa Ha 0104 2014 e = & 7 AT
N nuxgm.l Tun I C I Mo I Mpuymna -
AR5 onnadueaeraa  01.04.201408:30 01.04.2014 09:00 | cnysxeSHoe NopydeHude
56 onnaduveasman  01.04.201411:43 010420141512 cngxeSHOE NOpYYEHME B
Hj Boixon |

Puc.4.29 BBoja yBOIbHUTEILHOM 3aMIUCKH

B chnucke yBOJBHUTENBHBIX BBEIUTE HOMEP YBOJBHUTEIBHOM, €€ THUIl, JaTy M BpeMs Hadaia
YBOJIBHUTEIBHOM, 1aTy U BPEMsI OKOHYAHUsl YBOJIbHUTEIIbHOU, IPUYMHY.

Ecnu st coTpyaHHMKa BBOAATCS HECKOJIBKO YBOJBHUTEIBHBIX B OJMH M TOT )K€ pabOo4Mid I€Hb, BpEeMsI UX
HE JOJDKHO IepeceKaThcs. To ecTh eciau IepBas yBOJBHUTENbHAs 3aKoHUYWJIace B 12:15, To cnenyromas
JI0JKHA HaYMHAThCs HE paHblie yeM B 12:16.

Ilocne oxoHuaHus BBOJa MK PCAAKTHPOBAHUS YBOJBHUTCIIBHBIX 3allMCOK HAXMUTE KHOIIKY <<BI>IXOI[)) -
IporpamMmma BEpHETCA B OKHO «YBOJILHUTEIbHBIC 3AIIUCKH.

VY BOJBHUTEIBHYIO 3aIICKY MOXHO BbIBECTH B (haiin popmata MS Excel, HakaB KHOTIKY .

o F
HJ’I?I PEAAKTUPOBAHUA YBOJIBHUTCIBHOU 3allMCKHW YCTAHOBUTC KYPCOp Ha HEC W HAXKMHUTC KHOIIKY -

OTKPOCTCA OKHO, I/I306pa)KCHHOe Ha pI/IC429, B KOTOPOM MO’KHO BBIIIOJIHUTH BCC H606XO)II/IMI:>IC HN3MCHCHUA.

4.2.6. OpopmiieHne cBepXypo4HOii paboThI

Hauucnenue cBepXypo4yHbIX 4acOB COTPYAHUKY IPH pacdere Tabessl MPOU3BOAUTCS TOJIBKO MPHU HATMYUU
«0(OpMIICHHBIX CBEPXYPOUYHBIX» U B paMKaX, yKa3aHHBIX IPU 0POPMIIEHUN BPEMEHHBIX UHTEPBAJIOB.

Urto6s! BoiiTH B pexxuM «OQopMiIeHHEe CBEPXYpOUHBIX», BIOepUTe MOANYHKT «VckitoueHus u3 pabounx
rpadukoB» MeHi0 «Paboune TpaQuKu» WIM HaKMUTE COOTBETCTBYIOIIYIO KHOINKY B TJaBHOM OKHE
IIporpaMMsbl. B OTKpBIBIIEMCS] OKHE NepeiiinTe Ha 3aKIaaKy «CBEpXypOUHbIE).

ITpu odopmiieHUN CBEpXYpOUHBIX HEOOXOAUMO YKa3bIBaTh JaTy, B Ta0eie 3a KOTOpYyIo, Oy/leM y4YUuThIBATh
3TH CBEPXYpPOUYHBIE YaCHI.

OO0s3aTenbHO HY)KHO YKa3aTh THI CBEPXYPOUHBIX — O3TO OOJIeT4aeT pacueT Talenel U OTYETOB.
[TporpamMma mpeiaraeT BBIOOp U3 CIEIYIOIIUX THIIOB CBEPXYPOUHBIX YaCOB:

- paboma 6 evixoonou (pu HyJIeBOM rpad)uKe Ha YUETHYIO 1aTy);

- 00 Hauana padouezo Ou,

- noce OKOHYAHUA padouezo OHA.
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I ]

Oefictena  Bun  Mowok  Beixog

BoifiMpaTb CEEPHYPOMHLIE 33 NEPHON. C© Icemnﬁpn j|2|]12 j no IHuﬂﬁpb j|2l112 ﬁ A

% e\ Corpyanuku [3 wen] = 4w ok = & T

- 340 “3opa® Bacunenko MaHa JlaHunoeHa

{ e PykoBogeTEG =
Bysramepus — !E'lgg Tun ceepxypoyHBIX C Mo J

(]0}s} tacunedkn Muana daHuar

AL j“”‘“"‘ ””” S [TT07.09.2012  mocne ororvarin patios 07.09.12 18:00 | 08.09.12 08:00

_ gme” MRoAak o HE“SBEE’T”“: E'C”””“c: 11092012 nocne okoHvaHuA padiod 11.09.12 18:00 | 12.09.12 07:00

raen mpowssoacTea | | ecTeperko Hateswaa W pafiora B Bomogrol  07.10.1210:00 | 07.10.12 14:00

- AN "HzwrauHea bl

=llad | 3

Monpasnenenue: ACHI

Puc.4.30 Pexxum «OdopmiieHue CBEpPXypPOUYHBIX»

Jna odopmiieHuss cBepXypoyHOW padOThl YCTAaHOBUTE KypcOp Ha HYKHOTO COTPYAHHMKA U HAXMHTE

+ o .
KHOIIKY B OTKPBIBHIEMCA OKHE YKAXKUTC HOaTy CBEPXYPOYHOU pa6OTbI n MnepeuauTe B CIIMCOK

CBEPXYPOUYHBIX (HArmpuMep, Kiasuiei Tab).

B oxHe mosiBUTCA BecriomoraTenbHas nH(opManys: rpaduk COTpYAHHUKA HA YKa3aHHYIO JIaTy, €ro BXOIbI-
BBIXO/JIBI.
Ecnu BbI XOTUTE pacIMPUTh UHTEPBAJ IIOUCKA BXOIOB-BBIXOJI0B COTPYAHUKA, N3MEHUTE ATy WIU BPEMS B

IMOJIAX «C» U «I10» U HAXKMUTC KHOIIKY ¢ - BI)I60pKa OOHOBUTCS.

ﬂ' OdroprneHne CBEPXYPOYHBIX COTpyOHuKy BPOBYEHKD BACHNHA MBAHOBHY = | Ellil

Bxoagn-BLixoan
YkakuTe faTy YUeTa CEEPRYPOYHbIX |1 B04.2014 15 = |1 5.04.2074 1_E|”DDZUD c |
no (18042014 F)|[2359
lNpaguk coTpynHuka Ha 18.04.2014: B12041407:27 evon TupHukeT 2 -
Ha4ano | Konew Hauvanao F.onew Hnur-Te 18.0414 1610 semon | Typruker 1
patouero [ patovero | ofegeH. ofegeH. | patovero CrieHa
aHA aHA NepepEIES | NEpEpRIES aHA -
l 0o:oo 000 Q000 Q000 0000 Bes cwmed LI—I
CeepxypoYHLie cOTpYyaHMEa Ha 18.04 2014 Y - & 7 AT
Tun ceepxypoYHbIX C Mo K.ommeHTapui
4 18.04.14 08:00 18.04.1416:00
*j. Brizon

Puc.4.31 O¢gopmiienne cBepXypouHoii padoThbI

[Tocne okoHYaHUs BBOJIAa UM PEJAKTUPOBAHUS HAKMUTE KHONKY «BbIX0a» - mporpaMMa BEpHETCSI B OKHO
«O¢opmiieHne cBepXypOoUuHBIX».

Jlnst pegakTupoBaHusi 0(OPMIIEHHBIX CBEPXYPOUYHBIX YCTAaHOBHUTE KypCOp Ha HY)KHYIO 3allMCh U HAXMUTE

-
KHOIIKY - OTKpPOCTCA OKHO, I/I306pa)KCHHOC Ha pI/IC431, B KOTOPOM MOKHO BBIIIOJIHUTHL BCC HeO6XOI[I/IMLIe

U3MCHCHUA.
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4.3. PaGoTa ¢ npoTOK0J10M

B cucteme «MHCIIEKTOp TPYIOBON AMCHUIUIMHBDY BEIETCS MPOTOKON paboThl TabenbmkoB. [IpocmoTpeTs
IIPOTOKOJI MOXET AJMHUHUCTPATOP CUCTEMBbI U TaOENbIIMKH, KOTOPHIM PO3JaHbl COOTBETCTBYIOIIME IpPaBa.
st 3Toro HeoOXoauMo BBIOpaTh MOANYHKT «lIpocMoTp mpoTokoma» meHto «IIpoTokom» riaaBHOro OkHa
IIPOrPaMMBI.

[Iporpamma mnpeanoxKUT OTGUIBTPOBATH HPOTOKOJ: BBECTH TEPHOA MPOCMOTPA, BHIOPATH TOJBKO
OIpeJIeJIEHHbIE COOBITHSI MM TOJIBKO COOBITUS, CTEHEPUPOBAHHBIE ONIPEIEIIEHHBIM Ta0CIIBIIUKOM.

Taxoke MOXKHO yKa3aTh C KEM WM YeM CBSI3aHO COOBITHE (HampuMep, GaMHUIIUIO COTPYIHUKA).

Knomnka «O4uCTUTH)» OYUIIACT BBEICHHBIC YCIOBUS (DUIBTPA.
[I{emykoM npaBO KHONKON MBIIIM OTKPBIBAETCS BBINAJAIONIEE MEHIO, KOTOPOE MO3BOJISIET BBIIEIUThH BCE
BO3MOXKHBIE COOBITHS WJIH CHSTh BBIJICJICHHE CO BCEX COOBITUH.

x

—3a nepuog,
c [01.02.2014 T|[{00:00 no [24.03.2014 T|[23:59
—CobumHa
[T HsmeHenuwe napameTpoE NpOrpamMMbl [T Hamenenue gaHHLIX O COTPYIHMKE
[T WamMeHeHMe BXOAHLIX KOHTYPOB [T MNepeMemeHde cOTPYIHKEA N0 WTATHOMY PACTMCAHHIO
[T Hsmenenue HacTpoek anAa TalenbuMHKa [T Ypanenwe corpysHMka s Gaspl AaHHBIK
[T PerdcTpauus oneparopa B CHCTEME [T Beoa/penakTHpOBaHME HCTOPHM YEN0BEKA B GpMrane
[T 3ZapepweHye paSoTel oneparopa [T YpaneHve 3anMcH o npeSbiBaHHM YENDBEka B OpHrane

[T Cunzponusauua co CKY] "KDAQOC™

[T Beon/MSMEHEHHE OTCYTCTEMA M0 YE.MPHYHHE

[T Beon/usmeHeHWe mwatnoHa patodMero rpapuka [T YnaneHue oTCYTCTBMA NO YBAXWTENLHOA NPMYHHE
[ Ypanenwe watnoHa paGoyero rpadHra [T Bpon/uM3MEHEHHE YEOALHHTEALHOA SANHCKH

[v WamMeHeHue patioyero rpaduKa [T YnanenHue yBONLHUTENLHOR SaNMCKH

[¥ Ypanenuwe patiouero rpadura [T DopopraeHue cEeprXypOvHLIX

[T Ynanenwe oPpopMAEHHBIX CEEPXYPOMHBIX

~BunoaHun oneparop

! =

~C KeM MAM C YEM CEAZAHO

IEepBut:Hblﬁ oTaen

S OTPUALTPOBATE | af‘ OYHCTHTE | @ OTmena |

Puc.4.32 ®uabTp nporokoia

B npumepe Ha puc.4.32 6yayt BeiOpaHbl coObITHA 3a peBpanb-MapT 2014 roaa, cBsi3aHHBIE C U3MEHEHUEM
rpadukoB CepBUCHOTO OTAENA.

[Tocne BBOAa ycnmoBuil ¢GuiIbTpa HaXMUTE KHOMNKY «OT(UIBTPOBaTH» - IporpamMma OTKPOET OKHO
IIPOTOKOJIA.
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& nporokon paborel ¢ nporpammoi - |EI|5|
OuneTp  Coptupoeka OtueT  Beixog
G R Hoo% v & A
Hmn -
PHOD
Jara Coftrue C yem WAH KEM CEAZAHO KomMmeHT apHA Oneparopa B
oneparopa
CHCTEME
b HameHenue patdouero rp: MoctpoeHue padovero rpaguka Ha 2004, Hawnan o espana. Moopasnen Frnaroea b Crapwui Tatent
24.03.14 12:10|MasmeHerue patovera rp: MocTpoeHWe padouero rpaduka Ha Anpeae 2014r, MogpazneneHue: Cepeuc FPunatoea M CTapwmil Tatent
24.03.14 12:45 Msrmenenue patodero rp: [NoctpoeHue padodero rpagika na Miode 2004r. MNogpasgeneHe: CepeucHe Frnaroea M Crapwui Taﬁentll

Puc.4.33 ®parMeHT NpoTOK0J1a padoThl ¢ MPOrpaMMOi

i’
VcaoBus BBI60pKI/I MOX>XHO U3MCHUTH, HA’)KaB KHOIIKY ‘%l Knomka N4 OTMCEHACT (bI/IJ'II)Tp.

@dparmMeHT Hi OTOKOJIa MOXXHO BbIBECTH B oT4eT (hopmara MS Excel, BoiOpaB myHKT MeHIO «OTYeT» HIU

Ha)KaB KHOIIKY

A
[Topsimox COpPTUPOBKH 3alucedl B MPOTOKOJIE MOXXHO M3MEHUTh, HAKAaB KHOIKY ith WK BBIOpaB MyHKT
MEHIO «COiTI/IpOBKa». B nosBuBmemMcs okue (puc.4.34) Bbl MOXeTe 3a7aTh MHOTOYPOBHEBYIO COPTHPOBKY.

Kuomnka

oyuImacT COOTBeTCTBYIOH_II/Iﬁ YPOBCHBb COPTUPOBKHU 1 BCC MOCICAYIOIIUC.

o

~BmGepuTe NOpALOK COPTHPOBEH
1 [Rara =] &
z #
3 | =1 2|
] =

J 1].9 | x OrmeHa |

Puc.4.34 3meHeHue nopsiika COPTHPOBKH NMPOTOKOJIA.
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5. OT4eTnl

5.1. Tabean

B mporpamme cymiecTBylOT HECKOJIBKO BUIOB Tabeneil. dopmupyiiTe TOT Tabenb, KOTOpHIH Haubosee

COOTBETCTBYET CTaHJapTaM BaILEro IPeIIPUSITHSL.

Jlnsi co3maHusi OIpeNeIeHHOro BHJA Talels BBHIOEPHTE COOTBETCTBYIOIIUN MOAMYHKT MEHIO «OTYEThD»

TJIaBHOI'O OKHAa IIpOorpaMMalI.

BHUMAHME! Jlnsa pacdera Tabens He0OXOAMMO, YTOOBI OBLIIN CO3/1aHbl paboure rpad)uKu COTPYIHHUKOB

3a BEIOPAHHBINA MECHII.

5.1.1. Tadeab BLIX00B HA padoTy

Tabenb cozmaercs B popmare MS Excel. CanaToBsIM IIBETOM OTMEYEHBI BHIXOAHBIE JHH, PO30OBBIM —

IIpa3IHUKH.

=10l x|

Tun Tabens: ITaﬁenh ELXOA0E Ha paboTy j

Mepuon: IAnpenb

MIEIEE

—Paccywrare

i+ IlnAa nogpasneneHua |AKI]

¥ MofSpMragHo Ha oTAEAEHER AHMCTas
[T Brawyaa govepHHE NoGpasaengHHA

= JlnA coTpyiHHEa I

= Jlna Gpuragm I

" JlnA BCEX NOAOTYETHHIX NOAPASAENEHHA

~OrofipaxaTb pEKEM3HTH

[ Cmena [ Kon Spurano

[ MNpussak onnarw [~ Paspan

[+ Mokxasmears B ENETKE pasiMBEY N0 BHAaM pabouero BpeMeHH

A% Cozpare |

#j Brizon |

Puc.5.1 Onpenenenue napamerpoB ot4yeTa «TaGenb BLIX010B Ha padoTy»

Heo6xomumo yka3aTe nepuoj pacdyera Taders.
Tabenp MOKHO CO3/1aBaTh:

® 10 OTJCIIEHOMY T0JIpa3/IelICHHIO;

® [10 OJTHOMY COTPYIHHKY;
e 110 BEIOpaHHOM OpHrase;
[ ]

10 BCEM TMOJI0TYETHBIM TaOCIBIIUKY TOIpa3ICTICHUSIM.
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Ecnu npu pacuere Tabens mo mopasieneHuio ycraHosieH (raaxkok «IloGpuraano Ha OTACTBHBIX JTUCTAX»,
TO Tabenb mojapasaeieHus OyaeT pa3ouT Ha OTJeNbHBIC OTYETHI IO Opuragam. JJisa kaxaoi Opuraapl B KHUTE
MS Excel Gyzmer BblieneH oTaenbHbIA JUCT. Tabenb B 3TOM Cllydae PacCUUTHIBACTCS C YYETOM HCTOPUHU
MEePEMEIICHUI COTPYIHUKOB 1O OpHuragam, TO €cTh TaOeidb OJHOIO COTPYAHHKA MOXKET OBITh pa30UT Ha
HECKOJIBKO YacTei, €CIIM OH 32 MECSIl CMEHWI HECKOJIBKO OpHra.

B rpynne «Oto0OpakaTh peKBU3UTB» YKa)KUTE, HYXKHBI JIU B Ta0ele clenyromne KOJOHKU: KOl OpUrasl,
paspsan, npusHak orulatel. Ecim ycTaHOBIEH (aXkoK «CMEHa», TO B KaXIOW KIeTke Tabens Oyxaer
BBIBOJHMTHCS KpPOME OTPAaOOTaHHOTO BPEMEHHU eIlle W Ha3BaHHE CMEHbl. HyXHble PEKBH3UTHI OTMETHTE
TaJIOYKOH.

Ilocne Toro xak Bce napamMeETpsbl Tabens 3alaHbl HAXJKMUTE KHOIIKY «COBI[aTB».

[Topsamox COPTHUPOBKM 3amuceid W 0003HAYEHUS BUAOB pabodyero BpEMEHH, HCIOJIb3yeMble B KIIETKaxX
Tabels, HacTpauBaroTCs Ha 3aknankax «OTaersi» u «Pabdouee Bpems» auanora «llapametpoi» (cm.m.3.1.4).

Hanpumep, nmyctb yacel paboThl B BeuepHee BpeMsi 0003HadaroTcs OYKOl «B», B HOUHOE — OYKBOH «H», a
CBEpXYypouHbIe — OYKBOM «c». Torna 3amnuch B KieTke Tadens «9 B2 H2 cl» o3HAYaeT, YTO COTPYAHHUK B STOT
JeHb 0TpaboTan 9 yacoB, U3 HUX 2 yaca BeUepHHX, 2 Yyaca HOUHBIX U | 4ac cBepXypOUHO.

3HauoK '-' B KJIETKE MOKET 03HAYATh:
- TaKoro JHs HET B paCUCTHOM Mecsie (Harpumep, B 31-M uunciie i anpens Oyaer cTosth '-');
- B ATOT JIeHb YEJIOBEK HE YUCIIMJIICS B Opuraje, eciiu oT4yeT Aesalics o Opurae;
- B OJTOT JEHb YEJIOBEK HE YMCIWICS B NOJpa3felieHUuu, €ClIM OTYeT Jesajlcs IO BCEMY
HOJpa3IeJICHUIO.

Ecau nns COTPpYAHUKA BBEACHO OTCYTCTBHUC 110 yBa)KHTeHBHOﬁ IMPpUYKUHC HA 9TOT ACHb, TO €I'0 0003HaueHHne
6YII€T BBIBCCHO B OTYCT.

Bua utoroBoit yactu tabenst HacTpauBaeTcsi B pexxumax «Hactpoiika utoroBoit yactu tadens» (cm. 1m.3.7)
u «Tumnsl UCcKITIOYeHnH U3 padbounx rpaukoB» (cM. 11.3.6).

5.1.2. Ta6ean T13
_lojx

Mepuon: [Mapt j|2u15 2
~Paccuurare
" Ilna nogpasnenequn I j B
[T C copTupoBkoi no Spu9ranatd
[T Braioyan noMepHUE NogpasnensHIa
= JlnA coTpyaHHEa I j
f+ Ilna Spurans lex 101- noaroTtoeurensHan £ 101 1 -
= IlnA BCEX NOAOTHETHHX NOAPASAENEHHRA

2% Cosaare | #] Brixon |

Puc.5.2 Onpenenenne napamerpos oryera «Tadean T13»
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YkaxuTte nmepuo pacyera taders.

Tabens MOXXHO CO31aBaTh:
® [0 OTJCIILHOMY TOJIpa3/IelICHUIO;
® 110 OJJTHOMY COTPYAHHKY;
e 110 BEIOpaHHOM OpHrae;
® [10 BCEM IMOJOTYCTHBIM TaOCIBINUKY TOIPA3ACICHUAM.

[Topsimox coptupoBku 3amuceit B Tabene (mo ®MO wnm mo tabenbHOMY HOMEPY) HACTpauBaeTcCs Ha
3aknaake «Otaerb» nuanora «Ilapamerps» (cm.m.3.1.4).

JIOTIOJIHUTENBHO MOXHO 33JaTh COPTHPOBKY IO OpuragaMm ycTraHoBHB (raxok «C COpTUPOBKOM IO
Opuranam». [lpu copTUpoBKe y4HMTHIBaeTCsS Ta Opurana, B KOTOPOH COTPYAHUK YHCIUTCS HA CETOTHSITHUN
neHb. Buytpu Opuransl copruponka uaet no ®HO wiu no tabeabHOMY HOMEPY B 3aBUCUMOCTH OT HACTPOEK,
yKa3aHHBIX B nuajnore «llapameTpbi».

[Tocne Toro kak Bce mapaMeTpsl Tabess 3aaHbl HAKMHUTE KHOTIKY «Co31aThy.

3HaYyoK '-' B KJIIETKE MOKET 03HAYATh:
- B OTOT JIeHb YCJIOBEK HE YHUCIUJICS B OpHrajie, €ClIi OTYET JeJayICs 110 OpHUrae;
- B OTOT JE€Hb UYEJIOBEK HE YHCIWJICA B TMOAPA3ACICHUMU, €CIU OTYET JeNalici IO BCEMY
MoApa3IeICHHUIO.
Ecnu u1g coTpynHrKa BBEIEHO OTCYTCTBUE MO0 YBAXXUTEJIbHOM NPUYMHE HA 3TOT JIEHb, TO €ro 0003HAaUYECHHE
OyZeT BBIBEJICHO B OTYET.

5.1.3. Tabeapb B 0AHY CTPOKY

JlaHHBIE KaXX/10I0 YEJIOBEKA B 3TOM OTYETE BBIBOASTCS B OJIHY CTPOKY.
Tabens cozmaercs B popmare MS Excel. CanaroBeiM I[BETOM OTMEYEHBI BBIXOJHBIC JHH, PO3OBBIM —
IIpa3IHUKH.

OTnu4uTeNbBHOM 0COOEHHOCTBIO ITOrO BUA Ta0Es SIBIIAETCS yuem nepepadomantvix 4acog 3a Mecsll, TO
€CTh y4YeT BPEMEHH, KOTOpoe paOOTHHUKM HENpepbhIBHBIX IpaUKOB IepepadaThiBalOT MO OTHOIIEHHIO K
COTpPYJIHHUKaM, pabOTaOIMM IO OOBIYHBIM KaJIeHIapHBIM TpapuKaM.

IlepepaboTka paccunThIBaeTCA Kak pa3HHUIA MEXKIY (PaKTHUECKH OTpaOOTaHHBIM BpPEMEHEM IO Tadeno U
HOpMOH pabo4yero BpeMeH! 3a YUEeTHBIH epro/I.

Hopwma paGouero BpeMeHM CUMTAETCS IO TUIOBOMY pabodemy rpaduky (MsaTuIHEBHAs pabouas Helemls ¢
BBIXOJIHBIMU B Cy00OTY M BOCKpeceHbe, 8-4acoBoi pabouuii JeHb C YYEeTOM COKpAIleHUH mepen
Mpa3HUKaMH ).

IIpu pacuere HOPMBI MCKIIIOYAIOTCS JHM, KOIZIAa COTPYIHHUK OBIT OCBOOOXKIEH OT BBINOJHEHHS] CBOMX
TPYIOBBIX 00s13aHHOCTEN (OTITyCcKa, OOJIbHUYHBIE U MPOYKE OTCYTCTBUS 110 YBAKUTEIIbHBIM MPUYHHAM).

Jlist pacueTa Tabens ykakute rnepuo (Mecsil v Tox).

Tabenbp MOKHO CO371aBaTh:
® [0 OTJEILHOMY TOJIpa3/IelIeHHUIO;
® 110 OJJTHOMY COTPYAHHKY;
e 110 BRIOpaHHOU Opurae;
® [10 BCEM IMOJOTYCTHBIM TaOCIBINNUKY TIOIPA3ACICHUSM.

[Mopsmokx copTtupoBku 3amuceir B Tabene (mo ®MO unu mo TabenpHOMY HOMEPY) HAacTpamBaeTCs Ha
3aknaake «Otaers» nuanora «Ilapamerps» (cm.m.3.1.4).

JIOTIOJTHUTETHPHO MOXHO 3a7aTh COPTHUPOBKY IO OpwragaMm ycTaHOBUB (uiaxkok «C COPTHPOBKOH IO
Opuragamy». [Ipu cOpTHpOBKE YYHTHIBaeTCS Ta OpUraza, B KOTOPOW COTPYTHHK YHCIUTCS Ha CETOMHSITHHNA
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neHb. Baytpu 6puransr coptupoka uaet mo @10 unum mo TabeTbHOMY HOMEPY B 3aBUCHUMOCTH OT HACTPOEK,
yKa3aHHBIX B nuainore «llapameTpbi».

_ioix

Tun TatGenn: ITaﬁenb E OAHY CTPOKY j
Mepuon: |Mapr ~lf2o15 2
~Paccuurarb
" Jlna noapasneneHun | j e

[T C copTuposkoi no Spuraga
[T Brnwyaa govepHUe NoapasaeneHHs

* Jlan coTpyaHMKa |[BOXOK BOPUC Murpodariosus =]

= Jlna Gpuragm I j

{~ IlnA BCEX NOQOTHETHHX NOAPASAENeHHRA

[+ MNokasmears B KneTke pasiMBEY NO BMAAaM paboyero BPEMEHH

2% Cospare | #j Buixon |

Puc.5.3 Onpenesienne napamerpos oruera «Tabesb B 0AHY CTPOKY»

ITocne Toro xak Bce napamMeTpsbl Tabens 3aIaHbl HAXKMUTEC KHOIIKY ((C03I[aTL)>.

O6o3HaueHus: BUAOB pabovyero BpeMEHH, HCIOIb3yeMbIe B KJIeTKaxX Tadels, HaCTPauBalOTCA Ha 3aKJIaJKe
«Pabouee Bpems» nuanora «llapamerpsi» (cm.m.3.1.4).

Hanpumep, mycth yacel paboThl B BeuepHee BpeMsi 0003HadaroTcs OYKOH «B», B HOUHOE — OYKBOH «H», a
CBEpXYypouHbIe — OyKBOM «c». Toraa 3anuck B kietke tadens «10 B2 H8 cl» o3Ha4aerT, 4To COTPYAHUK B ITH
cyTku oTpabotan 10 yacoB, U3 HUX 2 Yaca BEYEPHUX, 8§ YaCOB HOUHBIX U | Hac CBEpXypOUHO.

3Ha4yoK -' B KJIETKE MOXKET O3HAYaTh:
- TaKoro JHs HET B paCUeTHOM Mecsie (Hampumep B 31-M 4uciie ajist anpes OyneT CTosTh -');
- B OTOT JIeHb YEJIOBEK HE YHCIIMJIICS B Opurajie, eciii OT4YeT Aeaycs o Opuraze;
- B OJTOT JEHb YEJOBEK HE YMCIWICS B NOJpa3felieHuH, €cClIM OTYeT Jesajcsi 10 BCEMY
NOJIpa3/IeJICHNUIO.

Ecnu nns COTPpYAHUKA BBEACHO OTCYTCTBHUC 110 yBa)KHTeHBHOﬁ MNPUYIKUHE HA OTOT ACHb, TO €TI0 0003HaueHHE
6y21€T BBIBCJICHO B OTYUCT.

Bun utorosoii rpynnsl «HesiBku» HacTpanBaercs B pexxumax «Hactpoiika utoroBoit yactu tademns» (cMm.
11.3.7) u «Tunsl uckmoueHui u3 pabounx rpaguxoBy» (cm. m.3.6).

5.1.4. ®opma Tadeasn 115

Oto nomonHuTenbHas ¢opma Tabens, oHa ecTh He Bo Bcex Bepcusix 11O «MHcmekrop TpymoBoii
JTUCIUTUTAHBD.

Jlnst KoppekTHOro nmocrpoeHus tadens [15 HeoOXoaMMO BBINMONHUTH HAcTpoiiku B pexxumax «Hacrtpoiika
WUTOTOBOM YacTH Tabens» (cM. 11.3.7) u «Tumbl uckimodeHnit u3 padbounx rpadgukoBy» (cMm. 1m.3.6).
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Jlnst popmupoBaHus Tabelst yKaKuTe MepUoJl pacyera.

Tabenb MOXXHO CO3/1aBaTh:
® [0 OTJCIILHOMY I0JIpa3/ICIICHHUIO;
® [10 OJTHOMY COTPYIHHKY;
e 110 BRIOpaHHOU Opurae;
® [10 BCEM MOAOTYCTHBIM TaOCIBIIUKY TOIPA3ACICHUSIM.

[Topsimok coptupoBku 3amuceit B Tadene (mo ®HO wuiam mo TabeapHOMY HOMEPY) HacTpauBaeTcs Ha
3aknaake «Otuers» nuanora «llapamerps» (cm.m.3.1.4).

JIONOJTHUTENBHO MOXKHO 3a/laTh COPTHPOBKY IO OpurajgaMm ycTaHOBUB (raxkok «C COPTHPOBKOW IO
Opuragam». IIpu copTupoBKe yduThIBaeTcsi Ta Opuraga, B KOTOPOM COTPYIHHUK YMCIMTCA Ha CEroAHALIHUNA
neHb. BayTpu Opuranel coptupoBka uaet no @O unu o tabenbHOMY HOMEPY B 3aBUCUMOCTH OT HACTPOEK,
yKa3aHHbIX B quanore «Ilapamerpe».

ITocne Toro xak Bce mapamMeTphbl Tabens 3aIaHbl HAXKMUTEC KHOIIKY <<C03I[aTL)).

3Ha4YOK -' B KJIETKE MOKET 03HAYATh:
- B OTOT JIcHb YEJIOBEK HE YUCIIUJICS B OpHUTaje, eciiu OTYeT Aeaics 1mo Opurae;
- B OTOT JICHb YEJIOBEK HE YHCIWICS B TOJPA3JCIICHUU, €CIM OTYeT JeNajcs IO BCEMY
MOJIpa3/IeIICHUIO.

OO0o3Ha4yeHus] BUJOB PaboOYero BPEMEHH, MCIIOJIb3yeMbIC B KIIETKaxX Ta0ens (SBKH, HESBKH, BBIXOJHBIC,
HEOIJIaYMBacMble YBOJIBHUTEIbHbBIC), HACTPAUBAIOTCS Ha 3akiaake «Pabodee Bpemsi» auanora «Ilapamerpbi»
(em.m.3.1.4).

Ecnu u1g coTpynHrKa BBEIEHO OTCYTCTBHE MO YBAXKUTENIbHON NPUYMHE HA 3TOT JIEHb, TO €ro 0003HAaYEeHHE
Oepercs U3 cipaBoyHHKa « TUITBI HCKITIOUEHUH U3 pabouux rpauKOB» U BHIBOJUTCS B OTUET.

5.2. Otuer «Tabeab npuxoa-yxom»
Jlist pacueTa «radens mpuXoA-yXo/1» YKaKUTE TMEPUO/I, 32 KOTOPHIH XOTUTE MOJIYIUTh OTYET.

Tabenp MOXKHO CO3/1aBaTh:
® 110 OTJEJILHOMY I10/Ipa3/ieIeHHUIO;
110 OJTHOMY COTPYJIHUKY;
1o BEIOpaHHOM Opurae;
10 BCEM IOI0TUETHBIM Ta0ENbIINKY MOAPa3ICICHHIM.

[Topsanox coptupoBku 3anuceir B Tabene (mo ®UMO unu mo TabenpHOMY HOMEpY) HAcTpauMBaeTcs Ha
3aknagke «Otuets» nuanora «llapamerpeny (cm.mm.3.1.4).

JIONOJTHUTENBHO MOXKHO 3a/laTh COPTHPOBKY IO OpurajgaM YCTaHOBUB (iakok «C COPTHPOBKOU IO
Opuranamy». Ilpu copTupoBKe yduThIBaeTcs Ta Opurazaa, B KOTOPOH COTPYIHUK YHUCIUTCS Ha CErOHSIIHUN
neHb. Buyrpu Opuransl coptupoBka uaet no ®HO unu no TabeibHOMY HOMEPY B 3aBUCUMOCTH OT HACTPOEK,
yKa3zaHHbIX B quanore «llapameTpbi».

VYKakuTe y4uThIBaTh WM HE YUUTHIBATh padbodre rpaduku Npu MOCTPOSHUH OoT4YeTa. Ecu He yuuThIBaTh,
TO BbIOEpUTE BXOJHOW KOHTYp, IO KOTOpOMY OyneM omnpeiensTh MpeOblBaHHWE COTPYJHHKA Ha pabouem
MeCTe.

B rpynne «Otobpaxarh peKBU3UTH» YKa)XKUTE, HY)KHBI JIU B Tabele CleAyIolue KOJIOHKU: KO/ OpUrasl,
pa3psij, npusHak omiaThl. Hy)KHble peKBU3UTHI OTMETHTE TaTOYKOM.

47



«ucnexTop TpynoBoit nucuuiuinaby. APM onepartopa cucteMbl -

_lojx

Mepuon: Ianpenb j|2l]11 j

{+ Jlna nogpazneneHua II.lex 101- noAroTOEMTEABHBIA jEl

[+ C copTuposkoi no SpWragas
[T Brnioyan govepHUe NoapasaeneHHs

= IlnA coTpyaHHKa I j

= Jlna Gpuragm I j

= JlnA BCEX NOAOTYETHLY NOAPASAENEHHA

% ¢ yyerom pafiouero rpagHka

" 6es yueta pabodero rpatduka B npeaenax kontypa |Mpoxoanan j

~Mpu paccMoTpeHHH COOBKTHA HIHOPHPOEATL
[T nepece cofibmue, ecil 3TO BbIXOA W CASLOM S& HUM Z30ErMCTRHPOESH BRO

I_ nocnegHee CDlﬁbITHE_. ECNH ATO EX00. 4 Neped HHk S3pErMCTRMPOESH BRIXO0

~Orofpaxarts pEKBHIHTH :

v Kon Gpuranm [~ Paspan [~ MNpusnak onaarol

2% Cospars ¥ Buixon |

Puc.5.4 Onpenesnenne napamerpos oryera «Tadeasb npuxoa-yxon»

B rpynne «IIpu paccMoTpeHuH COOBITMII UTHOPUPOBATH» IMPU HEOOXOJUMOCTH ONPEIEIIUTE ONIUN
«TIepBO€ COOBITHE, €CIIM ATO BBIXOJ M CJEIOM 3a HUM 3aperuCTPUPOBAH BXOI», «IIOCIEIHEee COObITHE, eClIU
9TO BXOJ, a IepeJ] HUM 3apETUCTPUPOBAH BBIXOI».

BHUMAHMUE! Eciu Ha npeanpusiTuu NEPUMETP KECTKO 3aKPHIT U COTPYJHUK HE MOXKET BBIUTH WIH
BOMTH HE OTMETHUBIINCH, YCTAaHABIMBATh (1aXkku B 3Toi rpymnie HE HyxHo.

OnHako, ecnu CyIIecTBYeT BO3MOXKHOCTh BXOJa-BbIXoJa 0€3 OTMETKM KapTOUKOH, JOBOJBHO YacTo
CIIy4aroTCsl CUTYal[H, KOTJa YeJIOBEK, MPHUIS YTPOM Ha paboTy, 0OHapy>KUBAET, UYTO CUCTEMA €0 HE IyCKaeT
Ha TEPPUTOPHUIO, TaK KaK BUEpPa OH HE OTMETMJICS IPHU BBIXOJE, U NMPHUXOAUTCS PETUCTPUPOBATH CHaydaia
BBIXOJI, @ IOTOM Y€ BXOJ. JIJi TaKuX ciTy4aeB U 100aBIIEHBI 3TH OILHUU.

OueBUAHO, YTO YCTAHABJIMBATH UX MMEET CMBICI, TOJIBKO €CIIM BCE JIIOJU B MOJpPA3JIeIeHUN paboTaioT B
JTHEBHBIE CMEHBI, TaK KaK NPU HOYHBIX CMEHAax MNEpBBIM COOBITHEM 3a CYTKHU OyAeT BBIXOJ C paboThl, a
MOCJIEAHUM — BXOJ] Ha CJIEIYIOIIYI0 HOUHYIO CMEHY.

[Ipn HE ycranoBnenHsix onuusax w3 rpynmsl «lIpu paccMoTpeHHH COOBITUN MUTHOPUPOBATH» B Tabeib
Oy/eT BBIBOJUTHCS MEPBOE U MOCIEAHEE COOBITHE B CYTKH, HE3aBUCUMO OT TOTO BXOJ 3TO MJM BbIX0A. Tum
coObITHS OyJeT yKa3aH.

Tabenb cosmaercs B popmare MS Excel. CanaroBbiM I[BETOM OTMEYEHBI BBIXOJHBIC JHH, PO3OBBIM —
MPa3IHUKH.

Bepxuue nudpsl — Bpems IepBOTo COOBITUS BXO/BBIXO/ IO COTPYIHUKY B 3TOT J€Hb, HUKHHE HUDPBI —
BpEMSI MIOCIIETHETO COOBITHS.
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B ckobOkax ykazaHo BpeMms MPUCYTCTBHS COTPYAHUKA B KOHType, eciii Tabenb (GopmupoBaiics 6e3 ydera
rpaduKoB, WK 0TpaboTaHHOE MO TpaPuKy (HOPMUPOBAHHOE) BpEMsI, €CJIN TPAPUKH YUUTHIBATHCE.

Ecnn xakoe-To u3 coObITUI (IIEPBBIM BXOJ WIH MOCIEAHUI BbIXO/) HE HAMIEHO, BMECTO BPEMEHU CTABUTCS
poYepK --'.

Ecnu uist coTpyiHUKA BBEICHO OTCYTCTBHE MO YBAXUTEIILHON MPUYMHE HA 3TOT JIeHb, TO €ro 0003HAYCHUE
OyZeT BBIBEJICHO B OTUET.

Kak Bumure, «radenb NPUXOI-yXOa» MOXKHO cHOpMHpOBAaTh B JBYX BHJAX: C y4eTOM MM Oe3 ydeTa
pabouunx rpa)uKOB COTPYTHHKOB.

Tak kak BBIXOJBI JIFOJICH Ha PabOTy JAJIEKO HE BCEr/ia COOTBETCTBYIOT pabo4ymM rpadukam, CO3JaHHBIM B
HavaJie Mecslla, PEKOMEH/IyeTCsl CO3/]aBaTh U TOT, U APYrOil BUJ OTYETa. JTO JACT MOJHYIO KapTUHY PabOThI
COTPY/IHMKOB M TIO3BOJIUT OTCIICIUTH BBIXO/IbI HE B CBOIO CMEHY.

B cnyuae, kxoraa rpaduku yYUTBHIBAIOTCS, IEPBOE U MOCIIEHEE COOBITHE BXOJ/BBIXO/ COTPYAHHKA 32 JCHb
UIIYTCS B CIEAYIOIUX Npeeax:
[Hauamo pabouero rpaduka Ha 3TOT HeHb—4 daca] <=> [koHel| pabouero rpaduka Ha 3TOT JAeHb+4 vaca].

Ecan FpaQ)HKI/I HC YUUTBIBAIOTCs, BXOJAbI U BBIXOAbI COTPYAHHKA IPpOIrpaMMa HIICT B IIPEACIIaX CYTOK.

Hanpumep, mycTts rpaguk cOTpyJHUKA HA 2-€ YHUCIIO BBITTISAUT TaK:
» Havaino pabdouero s 22:00;
» xoner| padouero aHs 6:00.

Torna B «rabene Npuxoa-yxoa» ¢ yuemom padouux cpagukos B KJIETKe, COOTBETCTBYIONIEH 2-My UUCTY,
OyZeT OTMEYEeH MEepBbIi BXOJ U MOCIETHUI BBIXO COTpyIHUKA B HHTEepBaie oT 18:00 2-ro uucna go 10:00 3-
ro 4ucia.

B «rabene npuxon-yxom» 6e3 yuema zpaghuxos - nepBblii BXO U nocienHui Bbixoa B untepsaiie ot 00:00
10 23:59 2-ro uucna.

3aMeTHM, 4TO TEepBOE COOBITHE 32 CYTKH HE O0S3aTENBHO SIBISIETCS BXOAOM, a TOCIETHEE - BBIXOJIOM.
Hanpumep, s cOTpyIHUKOB, pabOTAOMIMX B HOYHYIO CMEHY, MEPBBIM COOBITHEM OYyIeT YTPEHHUH BBIXO] C
paboTHI.

[Ipu popMupoBaHuM OTHETA C yuyeTOM pabouux rpadukoB, mporpaMma KOppeKTHO 00pabaThIBa€T HOUHBIE
cMeHbl. To ecTh Mpuxo Ha paboTy MIIETCs B TEKYLIMX CyTKaX M B KJIETKE MEPBBIM COOBITHEM OYAET yKa3aH
3TOT BXO/I, a ITOCJIEHUM - BBIXO/1 [10CJIE€ OKOHYAHUSI CMEHBI (Ha CIIEIYIOIINMA EHb).

Ecnu xe rpaguky He yUYUTBIBAIOTCS, TO NMEPBBIM COOBITHEM Oy/ET YKa3aHO MEepBOE HalJICHHOE COOBITHE B
npejenax pacyeTHbIX CyToK. [Ipu 3TOM, ecnu nepBbIM COOBITHEM COTPYAHMKA 33 CYTKH SIBJISI€TCS BBIXOJI, TO
nporpamMMa cuurtaer, yto oT 0:00 10 3TOro BhIXOAA YENIOBEK HAXOJAWICA Ha paboTe M YUUTHIBAET 3TOT
MHTEpBAI B CyMMapHOM BpeMEHHU IpeObIBaHUS B KOHType 3a CyTKU. Ecim ke mocienrHuM coObITHEM
COTPY/IHUKA 3a CYTKH SIBJIISIETCS BXOJ, TO MPOTpaMMa CUUTAET, YTO OT ATOTO BXOAA IO TMOITYHOUH (KOHIIA
aCTPOHOMMYECKHX CYTOK) YEJIOBEK HaxoJawics Ha paboTe M TaKKEe YUYHUTBHIBAET 3TOT MHTEPBAJI B CyMMapHOM
BpPEMEHU MPEObIBaHUS B KOHTYPE 32 CYTKH.

5.3. Otuer 00 0TPAOOTAHHOM BpeMeHH 32 NPOU3BOJILHBII NEepPHo/

DTO0 OTYET MO HAPYIICHUSIM COTPYAHUKAMH paboyeil TMCIUIUIMHEI 32 YKa3aHHBINA MTEPHO/.
OTueT UMeeT CMBICI COCTaBIIATh, €CIIU CO3JJaHbl paboune rpaguKu COTPYIHUKOB 32 ATOT MEPHOI.
Jlig co3paHust oTyeTa BBIOEPUTE COOTBETCTBYIOIIMN MOAMNYHKT MEHIO «OTYeThl» WM HAXKMUTE KHOIKY

E

B TJIaBHOM OKHC IIPOT'paMMEI.
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Otyet 00 oTpaboTaHHOM BpemMeHH co3naercsa B popmare MS Excel u BkimroyaeT B ceOs ABa oT4eTa: OTYET
00 MCrmoNb30BaHuU pabovero BpeMeH! (Ha MEPBOM JUCTE) U 0T4eT «OTKIOHEHUs OT pabouux rpaduKoB» (Ha
BTOPOM JIUCTE), KOTOPBIH SBISIETCS O0j1ee moApoOHOH pacu(poBKOM MPEABITYIIETO.

Jlnst co3maHus OoTyeTa HYXXKHO YKa3aTh OTYETHBIM IMEpPHOJ, BHIOpATh MOJpa3ieicHUe, COTPYAHHUKA, HIIH
OTMETHUTh MYHKT «JIJ1s1 BC€X MOIOTYETHBIX MOAPA3ACICHUI.

[Ipu co3manum oryeTa Mo mojapasjaeieHUI0 eciau diaxok "Brmrowas mouepHHE MoapasieincHus” He
YCTaHOBJIEH, TO OyIyT MPOBEPATHCS TOJIBKO COTPYIHUKH ITOro moapasnencHus. Eciu dnaxok "Briouas
JOYEpHUE TMOApa3ACIICHUs!" YCTAHOBJICH, TO TaKXe OYyIyT MPOBEPITHCS COTPYAHUKH BCEX BJIOKCHHBIX
MIOAPA3ACIICHUMN.

=

OTueTHuIA NEpHOA: © Il]2.l]3.2l]15 j no Il]E.I]3.2I]15 j

= Ilna nogpasgencHHA IAXI] j 'FE'E:

[T Bramyan AoYepHHE NO0PESENEHHA

" IlnA coTpyiHHKa I j

i~ JlnA BCEX NOAOTHETHLIX NOAPA3NENEHHA

i YYHTHEBAThE OTKAOHEHHA Gonuwe AOMYCTHMBIX N0 rpaPHEy

F YYHTHEAQTE OTKADOHEHHA GoNLWE YEM Ha |1 Ti MHH.

2% Cosparb *j. Boixon |

Puc.5.5 IlapameTpsl oTueTa 00 0TPAGOTAHHOM BpeMeHH

HpI/I 3alaHUH ITapaMeTpOB OTUCTA €CTh BO3MOXKXHOCTb BBI6paTB IMPOBEPKY:

" Ha OTKJOHEHMs MpUXOAa-yxoja OoJble 3aJaHHOTO BpEMEHHU (YUUTBIBATbCS OYyIyT TOJIBKO
OTKJIOHEHHMSI OT TpaMKOB MPEBBIIIAIONINE 3aJaHHbIE)
" Ha OTKJIOHEHHUs OOJIbIIE JOMYCTUMBIX HHTEPBAJIOB.

5.4. Otuer «Hannume cOTPyTHUKOB HA Pa00YNX MECTAX»

Otuer «Hannuue coTpyJHMKOB Ha pabo4ymux mectax» cosznaercs B popmare MS Excel u cocrout us nsatu
mucToB. Ha mepBoM nucTe ykazaHbl UTOTH IO nojpaszzeneHusM. OcTanbHble JUCTBI CoiepkKaT paciudpoBKU
— «CnHcoK BceX MPUCYTCTBYIOIINX», «CHUCOK OTCYTCTBYIOIIMX [0 YBaKUTEIbHBIM IIPUUMHAM», a TaKKe
CHUCKM Hapymureneil: «CHHCOK OTCYTCTBYIOHIMX IO HEBBIICHEHHBIM MpuYuHamM» U «CHUCOK
MPUCYTCTBYIOLIUX BHE rpaduka.

I[JBI CO3IaHUA OTUYCTA YKAKUTC ATy U BPEMs, HAa KOTOPOC XOTUTC IMOJIYYHUTH JaHHBIC. Vkaxure OTACIIHI,
KOTOPBIC XOTUTE MPOBCPUTD.

[Ipu co3manmm oryeta mo mojapasaeneHuo echnu ¢iaxok "Bxitouas modepHue monapasneneHus" He
YCTaHOBJIEH, TO OyIyT MPOBEPATHCS TOJIBKO COTPYIHUKH STOrO mojapasaeneHus. Ecnu dnaxok "Bxmogas
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J0YepHHE MOJpa3/ieieHus" YCTaHOBIIEH, TO TakkKe OyAyT NpOBEPAThCA COTPYAHHMKH BCEX BIIOKEHHBIX
MIOAPA3ACIICHUMN.

% Hanwywe coTpyOHHKOB Ha paboum: mecTax - IEI Iil

—Yraxure orveTHOE BpEMA

Hara [0310.2011 | Bpema [14:00 =

f* Mo noapasneneHH0 I|-|I-"'l-"l'li‘-‘ﬂ'l-"-ﬂ'I=Tl3"-“'“'||=""i
[V Bramyan aoyepHUE NOApasneneHmIs

= Mo Bcem NOAOTYETHBIM NOoAPpa3AENEHHAM

A% Cosgarb | *j Buixon |

Puc.5.6 Ilapamerpsnl oTueta « Hajqm4ue cOTPyIHUKOB HA pado4ux MecTax»

Haxmute KHOIIKY ((COSI[&TB».

5.5. Cniucku HapymuTeJieid TPyA0BO I CHUIINHBI

Criucku HapymmTeNnel TPyIOBOH JAUCIUIUIMHBI — 3TO oT4eT B (hopmate MS Excel, KoTOphIii BKIIIOUaeT B
ceOst JIUCTBI CO CHUCKAMH OTO3JAaBIINX, YIIEAIINX PaHbIIC OKOHYaHMs PabOyero IHS, OTCYTCTBYIOIIHUX H
IPUXOJUBILUX BHE rpaduka.

HJ’ISI (bOpMI/IpOBaHI/IH CIIMCKOB BBI6epI/ITe COOTBGTCTBYIOH_[I/Iﬁ MNOAIIYHKT B MCHIO «OTYeTHI» TIaBHOT'O OKHA

IIPOrPaMMBI.
# CNWCHW HApYWATeneld TpyaoBoH Onc - IEI IEI

Ukamure paccyeTHYD 0ary: Il]3.1 0.2011 15

i* [lo noApasAeNeHHID InpDHSBDﬂﬂTBEHHHﬁ jEl

v Broyan gouepHUE NoopasaeneHsE

i~ lNo Bcem NoQOTYETHLIM NOoAPp33AENEHHAM

~YHuMTHEATE ONO30aHHE

{~ Gonbe yem Hal 1 muH

{* GoAblle AONYCTHMOro Mo rpaPHry

—CuMTarh HapyweHHeM Yyxon

{” paHbme Gonee 4yem Ha I 1 mMun.

{* paHble LONYCTHMOro No rpaPUKy

A% Cospare | *j Buixon |

Puc.5.7 llapameTpsl oTueTa «CIUCKU HAPYLIUTeIEi»

B otkpeiBiiemcst okHe (puc.5.7) 3amaiiTe mapaMmeTpsl OTYETa: YKaXHUTE JaTy, BBIOEpUTE MOJpa3/ieicHIe
Wi oTMeThTe MYyHKT «Ilo BceM moaoTueTHbIM noApasneneHusim». [Ipu co3ganuu otdera 1no mojapasesieHuIo
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ecmn dnaxok "Bxmouas mouyepHme moapasziesieHus" HE YCTaHOBJICH, TO OyIyT MPOBEPATHCS TOJIBKO
COTPYIOHUKHU 3TOro mojnpazaeneHus. Ecnu dnaxok "Brirodas mouepHue moapasiencHus” YCTaHOBIEH, TO
TaKkxe OyAyT MPOBEPITHCS COTPYAHUKHU BCEX BIOKEHHBIX MOPA3IeICHHM.

[Tpu 3amaHuK MapaMeTpoB CIIMCKOB OMO3/ABINUX M YIISANIMX PAaHbIIC OKOHYAHHs padodvero JHS MOXKHO
BEIOpATh MPOBEPKY:
Ha OTKJIOHEHHE OOJIBIIE 3aJaHHOTO BPEMEHH
v Ha OTKJIOHEHHE OOJIbIIE JOMYCTUMOIO HHTEPBAIA.

Jlnst yueta «BpEeMEHH 10 pa3eBalKu» (COTPYAHUK JOJDKEH MPUITH paHblIe Tpaduka, YTOObI epeoaeThes)
IIPU COCTABJICHUM CIIMCKA OMO3JaBIIMX BblOepuTe 1-i BapuaHT M 3a7aiiTe OTPULATEIbHOE BPEMs ONO3aHUS.
To ectp ecau Bpems A0 pasaeBaiku 15 MuH., TOo B (hopMe OTMEUYaeM IMYHKT "yUUTHIBATh OMO3JaHKUE OOJIbIIe
yeMm Ha'" U yKa3biBaeM Bpems -15.

Jlig yyeta «BpEMEHU /10 pa3feBAJIKU» MPU YXOJE ¢ padOThl (COTPYIHHUK JI0JKEH MEPECEUb KOHTYP IO3XKE
rpaduka, T.K. OH €lle TPaTUT BpeMs Ha MepeojieBaHue) BblOepuTe 1-i BapuaHT M 3ajaiiTe oTpuuaTeIbHOe
BpEMS paHHET0 yX0/a.

[Tocie Toro Kak mapaMeTphl 3aJaHbl HAKMHUTE KHONKY «Co31aThy - 0T4eT OyAeT COPMHUPOBaH.

5.6. OTueT 0 HAPYIIUTEJISIX 32 MPOLIEIIINIA 1eHb

B pexume «OTder 0 HApyMIUTENSIX 3a MPOLIEAIINN AEHb» CO3/1at0TCSI CIIUCKY HApYyLIUTENEH TPY10BOH
JUCLUIUIMHBI (C yKa3aHHEM HapyLIeHMs ) Ha YKa3aHHYIO /1aTy [0 BCEM MOAO0TYETHBIM OT/AEIaM.

_loix

Ykaxure paccueTHYO gary: |25.I]3_2I]1 L] j

" Mo noapasneneHHn I j B

[ Brnm4an godepHHE NOOpasaEneHHA

i+ Mo Bcem NoQOTYETHEM NoApa3AeneHHAM

2% Cosaars | H). Brixon |

Puc.5.8 Ilapamerpbl «OTYeTa 0 HAPYIIUTEJISIX 32 NPOLIEIINI TEHb»

Jlns co3maHus oT4eTa:
- BBEAWTE JIaTy, 3a KOTOPYK) XOTHUTE IOJIYUYUTh OTYEeT (10 YMOJYAHHUIO TPEIaracTcst
IpebIAyIIee YUCIIO);
- BBIOCpHTE TOJpa3JeIeHUE WM  OTMeThTe NyHKT «[lo BCeM  IMOAOTYETHBIM
MOIpa3/IeIICHUsIM,
- HaxMHTE KHONKY «C03/1aTh».

Otuersl co3narorcsi B Bujae QaiiiioB B ¢opmare MS Excel. [ns kaxmoro mogoT4€THOTO OTAEsA
CO3JlaeTcs OTHENbHBbIM (aii, B Ha3BaHME KOTOPOrO BXOJUT HAWMEHOBAaHHWE MOJApa3eiieHUs U Jara
(marmpumep, «Otaen npoussoacTea Hapymmurenu 13.03.2008.x1sy).

[Tocie cosmanust (aiiel ocTaroTcs Ha dKpaHe. 3akpoire Excel m Ha mpemiokeHue COXpaHUTH
U3MeHeHus oTBeThTe «Jla ams Bcex». OT4eThl OyIyT COXpaHEHBI B AUPEKTOPUHU, KOTOPYIO BBl YKa3alld MPHU
HacTpoiike mapameTpos (cm. m.3.1.4).
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5.7. UTOroBbIil 0TYET MO HAPYLIMTEJIAM 32 IIEPHOJ

WToroBelif 0TUET IO HAPYIIUTENAM 32 IEPUOJL COCTOUT U3 4-X JIUCTOB.

1-i1 nuMcr conepkKUT CyMMapHble JAaHHBIE O HapyIIEHUSX TPYAOBOW JUCLHUIUIMHBL MO KaXKAOMY
BBIOPAaHHOMY TOJPA3JICICHUIO 33 YKa3aHHBINA nepuoj. OcCTajbHBIE JIUCTHI COAEPKAT pacIIU(pPOBKU: CIIUCKU
OIO3/ABIINX, YIIEJIINX PaHbIIEe OKOHYaHHsI paboyero JHs U OTCYTCTBYIOILUX 110 HEBBISICHEHHBIM IIPUYMHAM.

_loix

—Yraxure oTHETHLIA nepyHon-

¢ (23032015 ~»| o (25032015 |

{* Mo nogpasgeneHHn IE j B

[¥ Brnioyan govepHME NOQpas0engHHa

" Mo Bcem NoPOTYETHLIM NOAPp33AENEHHAM

A% Cosparb | #j Bruxon |

Puc.5.9 Hacrpoiika napaMmeTpoB HTOr0BOr0 0T4eTA 10 HAPYLIUTEIAM

Bribepure cOOTBETCTBYIONINI MOATYHKT MEHIO «OTUETH» B TTITABHOM OKHE IIPOTPAMMBI.

B mosiBuBIIeMcst Ha sKpaHe quainore (puc.5.9) ykakuTe OTYETHBIN MEpUoI, BEIOGPHUTE MOIpa3IeiIeHNe
WA OTMeThTE MYHKT «I10o BceM MoA0TYETHBIM MOAPA3IeICHUSIM.

Haxwmure kHonKy «Co31aTby.

Ortuer coznaercs B popmare MS Excel.

5.8. Uudopmanusi 0 BXoAax-BbIX0JaX COTPYAHUKA

B nporpamme cyiecTByeT BO3MOXKHOCTh IPOCMOTPA BXO/I0B-BBIXOJIOB COTPYAHUKA Yepe3 TYPHUKETHI.
BriOepure COOTBETCTBYIOMIMK MOAIYHKT MeHIO «OTYETh» TJIaBHOTO OKHa Mporpammbl. OTKpOeTcs OKHO
«Hbopmalms 0 BXOJaX-BbIX0ax coTpyaHuka» (puc.5.10).

x
CoTpynHHE: IEA.]'IHH HHKD]’IAﬁ NETPOBHUY j Tat_ Homep: |21 054 vI
c [01.04.2014 5| no [02.04.2014 15

Nara I Bron/Brixon I TypHuker -
L 01.04.20714 03:40 E¥OL, TypHukeT 2 Ij
| | 01.04.2014 18:05 BhlR00, TypHUEET 2
| 02.04.20714 03:41 B, TypHUEET 2

020420141810 BhIX00, TypHUEET 2 LI

B TekcToBEIN daiin | % B MSExcel | #J Erwxon - Esc

Puc.5.10 Uudopmanus o BXoAax-BbIX0aX COTPYAHUKA

3amaiiTe mepuos MPOCMOTpa, BBHIOEPUTE COTPYAHHMKA W3 BhIMamgaroniero crnucka mo ®UO wumm mo
TabeIbHOMY HOMEPY U HaXXMUTE KHOTIKY «BBIOIHUTDY.

53



«ucnexTop TpynoBoit nucuuiuinaby. APM onepartopa cucteMbl -

[Tonydyennyro HH(GOPMAIIHIO MOXHO COXPAaHHTh B TEKCTOBBIN (haiin wiau B aiin popmara MS EXxcel,
Ha)KaB COOTBETCTBYIOIIYIO KHOTIKY.

5.9. CyTouHBbIii panopT 006 0TCYTCTBYIOIIUX € YKA3aHHEM NPUYHH

R
YkaxuTe paccUeTHYIO fqaTy: 25.03.2015 vI

{* Mo nogpasneneHH0 IAHI] j TE:

[T Brimyan AoYepHWE NOLpAasaeneHHA

" Mo scem NOADTYETHHM NOoApa3AENeEHHAM

BHiBOAMTE MTOMH No nogpasfneneHHAM A0 ID vl YpOBHA BNOXKEHHOCTH

2% Cosparb | *j Boixoa |

Puc.5.11 ITapamerpsl oTyeTa «CyTOYHBIH panopTt 06 0TCYTCTBYIOLIUX)

HJ’ISI MNOJIYYCHHA OTHUECTA «CYTO‘IHHﬁ pamnopTt 00 OTCYTCTBYIOIIIUX» BLIGepI/ITe COOTBGTCTBYIOI_HI/Iﬁ IIYHKT B
MeHI0 «OTUeThl» IIIaBHOI'O0 OKHA IIporpamMmal.

Otuer co3maetrcs B ¢opmare MS Excel Ha tpex mmctax. IlepBblif JUCT - UTOTH IO TMOAPA3ACICHUSIM,
BTOpOl - TMOUMEHHBIA MEpeYeHb OTCYTCTBYIOUIUX C YKa3aHWEM MPUYHH, TPETUH — CIHCOK OHIMOOK,
O6Hap}I)K€HHI)IX IIpU COCTABJICHHUU OTUCTA.

B crrcoxk ommnOoK momnagarT COOOIEHUS:

- 0 TOM, YTO COTPYAHHUKY HE TIOCTPOEH TpavK Ha PACYETHYIO JaTy;

- 0 TOM, YTO COTPYAHMKY Ha PaCUETHYIO JaTy He OblIa BbllaHa KapTa B «YUeTe IPOIyCKOBY;
- 0 TOM, UTO KapTa COTPYJHUKA B paCUETHBIN JeHb OblLiIa 3a0JI0KMPOBAHA.

Jlnst co3gaHus OoT4eTa HYXKHO yKas3aThb pacdeTHYIO JaTy, BbIOpaTh MOJpPa3/eleHue WIM OTMETHTh ITyHKT
«ITo BceM mNOAOTYETHHIM moOApa3zeneHuAM». [Ipu co3maHuM OTYeTa MO TOAPA3/ENEHHI0 eclIH (PIakoK
"Bxitoyast touepHue MojpasjesieHus" He YCTaHOBJEH, TO OyIyT HPOBEPATHCS TOJBKO COTPYAHHMKH 3TOTO
nonapaznenenus. Eciun ¢dnaxoxk "Brkirouas gouepHue MojApasfeNeHusd’ YCTAaHOBIEH, TO Takxke OyayT
MIPOBEPATHCS COTPYIHUKHU BCEX BIIOKEHHBIX MOJIPA3/IEICHUH.

s toro, 4roObl Ha 1-M nHcTe OTYeTa BBHIBOAMIUCH OOIIUME HWTOTH MO CTPYKTYPHBIM €IWHUIIAM,
BKJTFOYAIOIIUM B ce0sl TOUEpHHE MO Ipa3/eieHus], Hy>)KHO YKa3aTh YPOBEHb BIOKEHHOCTH, JI0 KOTOPOTro Oyaem
BBIBOJIUTH UTOTH.

BCHb BJIOXXCHHOCTH,

B npumepe nHa puc.5.12 noxppaznenenne OAO «Mutep I'TB» nmeer 0-i
1-i BEHb BIIO)KEHHOCTH,

noapaszaeneHnss PykoBoAcTBO, 3aBojoymnpaBieHHME W byxranrepus UMEOT
nonpasnenenue [Ipodxom nmeer 2-if ypoBeHb BIOKEHHOCTH.

Ypo
Ypo
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& Mowck nogpasaenenda B cTpykType npegnpuatia =]
&,

=

PyroeoacTeD

El SZﬁBDﬂDHﬂPﬁ.EﬂEHHE

i Mpograra

[+ Byrranmrepus ;l
+f Brifipartk | ) Otmena |

Puc.5.12 llouck noapasjesieHusi B CTPYKType NpeInpusiTust

Ecin B HacTpoiikax ordera yka3aTh 0-if ypOoBEHb BIIO)KEHHOCTH, TO JUIsl IOoApasjeneHuil PykoBoncTso,
3aBopoympasienue, byxranrepus, IlpopxomM Mbl MOJNIy4uUM CTPOKM C pe3yJabTaToOM TOJIBKO 11O
HETOCPEJCTBEHHO paboTaromuM B HUX coTpyaHukam, a 1t OAO «Mutep I'TB» B oTdeT monaneTr cTpoka ¢
UTOI'OM 110 COTPYIHUKAM 3TOT0 MOJIPA3/IeIEeHUs U COTPYAHUKAM BCEX BIOXKEHHBIX B HErO MOJIPa3/IeieHUH.

Ecin B HacTpolikax oTueTa ykaszarh l-ii ypOBEHb BIIO)KEHHOCTH, TO B OTYET J00aBATCS WUTOTU IO
nojpasnenenusmM PykoBoncTtBo, 3aBonoynpasieHnue U byxranrepus. B utore no 3aBogoymnpasiieHuto OynyT
yuTeHbl U coTpyaHuku [Ipodroma.

[Tocne Toro, kak mapamMeTpbl OTUETA 33/IaHbl, HOKMHUTE KHONIKY «Co31aTh».
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