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PykoBofcTBO nonb3oBaTensi no mopynio «Y4yet pabouyero BpemeHu»

1. BBEAEHME

Mopnyab "Yuer pabGodero Bpemenu" (B nanbHeHIIeM — MOMLYJb) He SBJASETCS
CaMOCTOSITEJNBbHOH MPOrpaMMOH U paboTaeT B COCTaBE NMPOrPaMMHOTO 0b6ecreueHust
cucTeMbl KOHTpoJs M ympasiaeHus pocTynoM PERCo-S-600 (B manbHedimem —
cucTema).

Monynb pacuupsieT BO3MOKHOCTH ITPOrPaMMHOT0 o6ecredeHus: CUCTEMBI U T10-
3BOJIsIeT 00eCleUnTb aBTOMATH3ALMIO yueTa pabouero BpeMeHH Ha MPeNnpUsiTHH C
BO3MOKHOCTBIO (DOPMHUPOBaHHS TabeJist 10 CTaHAapTHOH (opme T-12.

VIHTeNIeKTyaIbHBIH aJTOPUTM y4eTa, TOJN0XKEHHBIH B OCHOBY siipa MPOTPaMMB,
NOJJePKUBAET MHOTOCMEHHBIE U CKOJB3sLIMe IpaduKu paboTbl, 06ecreuynBaeT Kop-
PEKTHBIH ydeT paGouyero BpeMeHH TPH Pa3/MUHbIX BUAAX TPYLOBOTO PACHOPSIIKA.

BosmoxxHOCTH HHTepdelca TPorpaMMbl TTO3BOJSTIOT BU3YaJIbHO COBMECTUTD BPEMS
IPUCYTCTBHUS COTPYAHMUKA Ha paboyeM MecTe C CeTKOH ero paboyero pacropsiika.

[TpenycMoTpeHa BO3MOXKHOCTh BBOJIA OTIPABAATENbHBIX TOKYMEHTOB U HapsLOB
Ha CBepXypouHble pabOoThl, YTO MO3BOJSET HE TOJNBKO KOPPEKTHO YYHTHIBATH OT-
CYTCTBHE COTPYAHHUKOB I10 YBaXKUTEJbHBIM IPUYHHAM, HO U BECTH OTHEJbHBIH y4eT
CBEPXYPOUHbIX padoT.

Monysb M03BOMISIET MOJMYYaTh HEOOXOMUMbIE OTYETHI:

- CyMMapHbii oTdeT (COmEpKHUT CyMMapHble HaHHble O BPeMEHH M0 rpaduky
paboTbl, 0TpaboTaHHOMY BPEMEHH, BPeMEeHH NIPUCYTCTBHUS, IEPepbIBaM, CBEPXY-
POYHBIM YacaM M paGoTe B HOUHOE BPeMs 3a BHIOPAHHBIH MEPHOL);

- pa3BepHyThIH oT4eT (MO3BOJSIET MOJYYUTh OTUETBI [0 MCMOJNb30BAHUI Pasdo-
Yero BpeMEHH W HeslBKaM 110 MPUUKMHAM 3a BbIODAHHbBIN MecsilL).

[Ipn HeoOxomumocTH M06OH CO3MAHHBIA B MOAyJe yueTa pabouero BpeMeHH
OTYeT WJM BbIOOPKA JIErkKo 3KCIOpTUpPyloTcs B (opmar Excel nna nanpHedinen
CTaTUCTUUYECKOU 00pabOTKU HAHHBIX (Heo6xomuMoO, 4TOOBI Ha KOMIIBIOTOpE OBbLI
ycranossien MicroSoft Excel 95-2000).



Cuctema KoHTponsa u ynpasneHus gpoctynom PERCo-S-600

2. 3ANYCK NMPOITPAMMbI

MOD,y.Hb pa60TaeT B COCTaBe CHCTEMBI. 3aHYCK MOAYJA OCYLIECTBJSAECTCA U3
OKHa MIpOorpaMMHOTO o6ecrneuyeHUs] CUCTEMBI.

CucTeMa KOHTPOAA W YNPAENEHHA AOCTYNOM
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i LY
Jist 3amycka MoayJisi Ha)KMUTE KHOMKY @ ("TaGesbHbIH yueT") Ha maHesH
BBI30BA pa3fenoB. Ecau Mopy/b Ha KOMIbIOTepe HEe yCTAHOBJIEH, TO CHCTEMa
cO0OLIUT 06 ero oTCyTCTBHUH.

3. ONMUCAHUNE PABOYMNX OKOH MOAYA1

Mopy/b UMeeT PyCCKOSI3bIUHBIE HHTepdelc, aHaJOTHUYHBINH GOJbIIHHCTBY
COBPeMeHHHX NpunoxeHu# Windows.

OKHO MOJyJIs COCTOUT W3 HEM3MEeHHOH YacTh (CTPOKa OCHOBHOTO MEHIO T0/Ib30-
BaTeJIs1) U M3MeHsoencs uacTu (OKHO BBI3BAHHOTO pasnena). B saBucumoctu ot
BBIIOJIHAEMBIX OIlepalui colepKUMOoe OKOH MeHseTcs.

Pa6ora ¢ naHHBIMU OCYLIECTBJSIETCS U3 OKOH IIPOrpaMMbl C NOMOLIbIO (DyHKLU-
OHAJ/IbHBIX KHOIOK.

B BepxHel 4acTH OKHa MOJyJ/g pacrosiaraeTcst CTpOKa OCHOBHOTO MEHIO MOJ1b30-

BaTeJId.
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CTpoka MeHI0 BKJIIOUaeT B ce0sl CIeyrollie KHOMKN Bbi30Ba Pa3fiesioB:

e "Tlonpasnenenus” (BbI3bIBAET CIIHCOK COTPYAHHMKOB C YKa3aHHeM TabeJbHOro
HOMepa, MopasJieeH!s ¥ J0KHOCTH);

e "TaGenn" (BbI3bIBaET Tabesb COTPYAHUKOB);

e "¥Kypras oTpabotanHoro BpemeHu" (BBI3BIBAET CIMCOK COTPYAHHMKOB C yKa3a-
HHeM (DaKTHUECKH 0TPabOTaHHOTO BPEMEHH);

e "Kanennaps" (BbI3bIBaeT OKHO J/ISl BBOJA B KaJleHAapb BHIXOAHbBIX M TTPa3IHHY-
HBIX JHEH, KaJeHAapHOro pabodyero BpeMeHHM, a TaKXKe HOUHOTO BPeMeHH);

o "JlokymeHTh!" (BbI3bIBAET OKHO /18 BBOJAA AOKYMEHTOB, OOBSCHSIOLIUX OTCYT-
CTBHE COTPYAHHKOB Ha paboueM MecTe, M JOKYMEHTOB Ha CBEPXYPOYHbIe PabOTh);

e "Brixon” (3aKprBaeT OKHO MOJYJS);

e "TTomous" (M03BOMSAET MONYUHUTD CIPABKY 110 paboTe ¢ MOLYJIEM);

e "CripaBounuku” (M03BO/ISIET OTKPBITH CMIPABOYHUK OMPABAATE/bHBIX IOKYMEH-
108 (cM. 1. 5.1.4.) ¥ CIpaBoOYHMK JOKYMEHTOB Ha cBepxypodnbie (cM. m. 5.2.3.));

e "3akpbiTh" (Mpu 3amycke Momy/si He aKTHBHA, CTAaHOBHMTCS aKTHBHOH MpH
npocMoTpe chOPMUPOBAHHBIX OTUETOB Mepes nedatbio (cm. m. 4.4.)).

[Tox cTpoKOW MeHIO pacroJiaralTcs MoJs, IpefAHa3HAUeHHbIe AJIS BBOJA JATHI
HauaJjia U KOHLIA OTUETHOTO TePUOJIa, a TaKXKe MoApaseeHus. J1aTbl BRIGHpaTCs ¢
noMoltbo KaneHnaps. [logpasnesnenne BbIOHpaeTCs U3 BBINANAIOLIETO CITUCKA, PACTIO-
JIOXKEHHOTO CIIpaBa OT ToJed BeI6opa Meproaa.

B HHXXHEM JIEBOM yIJly OKHa HaXOAUTCA cueTdynk Tuna 1:15 (B nanHOM ciydae
OH YKa3blBaeT, YTO B CIIUCKe UMeeTCs MATHAALUATh CTPOK U KYPCOP HAXOAUTCS B
JaHHbIA MOMEHT Ha MepBOH cTpoKe cnucka). JlaHHas GYHKIMS peIyCcMOTPeHa B
okHax "[loppasnenenue”, "Tabens", "2KypHan oTpa6otanHoro BpemeHu", "JloKy-
MeHTHI".

(6]
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4. ®POPMUPOBAHME TABEAEHA

OcHoBHOU 3aauell MomyJisi siBJisieTcsl (QOPMHPOBaHUe Tabesiel 1o yueTy pabouero
BpeMeHH. Tabesb sBJAsieTCS] Pe3YJIbTHPYIOLUIMM OTUETOM, Tle CBOJSTCS BOEIHHO
JaHHBIE C aNnapaTypsl O BXOJaX-BHIXOAaX COTPYAHUKOB U BBeJE€HHBEIE JOKYMEHTHI.

Mopnynb MOXKeT pOpPMHUPOBATD CJIEAYIONINE THUIILl OTUETOB!

e CymmapHBIH Tabesb 3a 060K NPOU3BOJILHO BEIOPAHHBIH MEPHUOM BPeMeHH:

- 10 NOApa3fieJIeHHIo,
- 1o BceM coTpynHHKaM (B KauecTBe moppasaesenus seioupaem "'BCE"),
- 10 BBIGPAHHBIM COTPYIHUKaM (B T.4. CPa3y B HECKOJIBKMX MONPA3NEIEHHSX);

IIpumeyanus:

B cayuae orcyteTBHs cOOBITHH MpoXona y COTPYOHHMKA 3a 3alpallidBaeMblid
IIepuoj, JaHHble O 3TOM COTPYIHHMKe He IONaJaloT B CTAHIAPTHBIA CyMMapHbIH
OTUYeT, HO, €CJIM OTMETHUTb JaHHOTO COTPYAHHKA U 3alIPOCUTb OTUYET 110 BbIOPAHHBIM
COTPYJHHMKAM TO BCe JaHHble COTPYIHHKA MOMNAAYyT B OTUeT.

[Tpu ¢opmupoBaHHe CyMMapHOro oTyeTa MPHU OTCYTCTBUM AAHHBIX 32 3aIlpo-
LIeHHBbIH [IepHOJl BpeMeHH NpeJsaraetcs oOHOBUTh JaHHble ¢ annapatypel. Ho sto
BO3MO2KHO TOJIbKO IIpY IOCTPOEHHe AAHHBIX 0 10JpasjeseHUsIM, IPU BbIOOPOU-
HbIX WJIM OOLIMX OTUeTax JaHHble C alllapaTyphl He 3alpalluBaOTCS.

e PasBepHyTbill Tabesb — TOJbKO IO MOAPA3JeNeHUsIM, U TOJbKO 32 MEPHOJ
BpeMeHHU, PaBHbIH Mecslly.

Bce oTueThl MOXXHO MeyaTaThb Cpasdy W/ CHa4daJia BbIBOOAWUTDH B MPEATIPOCMOTD.

IIpumeuanue:

[Tpu u3MeHeHUU NOKYMEHTOB, 3aTparuBaloIIUX Mepuoa Tabess, ero Heo6Xo-
IUMO T1ePEeBBIIYCTHUTb.

dopmupoBaHUe O0TUETOB NMPOU3BOAUTCS B pasjese "Tabenb". BoizoB okHa pas-
nena "Tabesb" ocyllecTBAsSETCS HAXKATUEM KHOTIKU "'Tabesib" B CTPOKE MEHIO 0Jb30-
BaTeJist mocJe 3amycka Moayas (cm. m. 2).

B BerHeﬁ YaCTH OKHaA paclnoJiararoTcs QJYHKL[I/IOHaJIbeIe KHOIIKH:

| — hopmupoBaHHe cymMMapHOro Tabes,
% | — (hopMHUpPOBaHHE Pa3BEPHYTOro Tabesst Mo IHSM,
¥ — skcnopt manubx B MS Excel.

CnpaBa 0T (pyHKLHOHAJIbHBIX KHOIMOK pacroJiaraeTcst HaalUCh, YKa3blBaloLlasi,
KaKOU OTYeT OTKPHIT B JAHHBIE MOMEHT, 32 KAKOU MepHOJ U M0 KaKOMY MOoapa3je-
JieHH0. B cyMMapHOM oTueTe Mo BEIGPaHHBIM COTPYIHHKAM BMECTO Ha3BaHHS MOA-
pasfesieHust CTABUTCS 3aMUCh 'T0 BLIOPAHHBIM COTPYAHUKAM .
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B uentpe oxkHa noka3aH BbIOPaHHBIH OTYeT.
[Ton okHOM pacroJsiaraoTesi CJaeIyoIIHe KHOKH:

& — MpPOCMOTP M Ie4YaTb BBIBEJEHHOTO OTYETa;
8| — coxpaHeHHWe HM3MEHEHHH B OKHE pelaKTHPOBAHUS AAHHBIX;
¥ — OTMeHa pelaKTUPOBAHHUSA [aHHbIX.

Ilns cocTaB/ieHusi Tabesns HeOOXONUMO BbIGpPaTh MOJApasiefeHHEe WM
COTpynHUKOB mnoapasmenenus (n. 4.1.), 3amaTb mepuom, 3a KOTOPbIH HeO0G-
xomuMo co3nath Tabeab (m. 4.2.) u BeIOpaTh THm ortuera (m. 4.3.).

4.1. CNCOK COTPYAHUKOB

Jlsi BbI30Ba CIHMCKOB COTPYIHHKOB MOApA3AeJeHUH B MOAyJe MPELyCMOT-
pen paspen "llonpasnenenus”. B cnucke comepxutcs uH(oOpMauus Mo KOJH-
YeCTBEHHOMY COCTaBY MOApa3feJeHUH W TPEANPUSITHS B LEJOM.

BrisoB okHa pasgena "TlogpasmeneHus” OCyLIeCTBJsSETCS Ha)KaTHEM KHOMKH
"[lonpasnenenuss” B CTPOKe MEHIO TOJb30BaTessi. JlaHHBIH CIHCOK OTKPBIBa-
eTCs MO YMOJIYaHHIO TMPH 3alyCKe MOIYJIS.

B neBoil uactu oxkHa pasmena "llompasnesneHusi” pacnoJioKeH CIUCOK TMOJ-
pasmesieHHH, BXOMSIIMX B COCTaB MpeANpusiTHs. B mpaBod uyacTH OKHa pas-
Jesia PacroJioKeH CIHCOK COTPYIHHKOB.

[TepemelnieHre 1O siYeHKaM CIHCKOB OCYIIECTBJASETCS C MOMOLIbID MBILIH
WJIM KJIaBHATYPHI.
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4.1.1. Cnucok noapasaejeHUH

45

CnHCOK COlepKHUT MepeueHb BCeX MOApasaeeHUH NpeanpUsTHS.

B naHHOM cnncke MpOW3BOAMTCS BbIOOP MOApa3jiesNeHus, 10 KoTopomy Oynaer
cocraByeH Tabeqb. Bei6Op MPOU3BOAUTCS KaK AJSI COTPYAHHKOB OTIEJNBHOTO
nojipasiesieHusl, TaK U Uil BCex coTpyaHuKoB npennpusitus (ctpoka "BCE"). B
3aBUCHMOCTH OT BBIIEJEHHOH CTPOKH B CIHCKE NOApPa3eeHHI MeHsIeTCs Colep-
2KMMO€ CIIMCKa COTPYIHHUKOB. HpI/I 9TOM CIIMCOK COTPYIOHUKOB BbI6paHHOFO nona-
pasiesieHHs MOSIBJISIETCS IPH yIepKaHUH Kypcopa Ha CTPOKe ¢ Ha3BaHHEM I10pas-
JleJleHHs] He MeHee OflHOH ceKyHAbl. Haspanue BriOpaHHOro noupaspesieHus: nyoJu-
pyeTcsl B CTPOKE, PaCIOJOXKEHHOH 110 MEHIO MOJIb30BaTeIsl.

4.1.2. CONCOK COTPYAHUKOB

CnrcoK comepXUT UH(POPMALIMIO [0 KOJTHUECTBEHHOMY COCTaBY MOApa3feNeHNH.

B naHHOM cnucKe NpPOM3BOAMUTCS BHIOOP COTPYAHHKA MM COTPYOHHUKOB, IJIS
KOTOPBIX HEOOXOAUMO COCTABUTb Tabesb.

CIHUCOK COIEPKUT CIEAYIOLLYI0 HH(POPMALIHMIO O COTPYIHHUKAX, 3aPErHCTPUPOBAHHbIX B
cucreMe: TabespHbIA HoMep, PHO, No/KHOCTD M HAUMEHOBaHHUE NOIPA3IeNeHHS.

CHMCKH COTPYAHHUKOB Ha MPEANPUATHH MOTYT ObITh OOJIBLIUMHU, U UX IPOCMOTP
MOXKeT 3aHMMaTb AOBOJBHO MHOTO BpeMeHH. [lns MoucKa COTpyIOHHKA B CIHCKe

[9]
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HCIIOJIb3YIOTCSA KHOIIKK COPTHPOBKH U MOKCKA, PACIIONOKEHHBIMU Hal CIIUCKOM.

Knonku 2} U lT MO3BOJISIIOT HACT

- POUTbH COPTHUPOBKY JAHHBIX B CIIMCKE
M0 BO3PaCTaHHUIO WM YOBIBAHHIO COOTBeTCTBeHHO. OMHa M3 3THX KHOMOK BCeTrnaa
akTuBHA. [lis1 COPTHUPOBKM HAaHHBIX HAa)KMUTE Ha ONHY W3 KHOMOK M LIEJKHHUTE
MBIILIBIO HA Ha3BaHWU CTOJIOLA, 110 JaHHBIM KOTOPOTO TIPOBOANTCS COPTHUPOBKA.

Kuonka 4 CJIYXKHT /s BbI30Ba (OPMBI MOMCKA COTPYIAHHKA B CIIHCKE.
[Touck moxet ocyuecTBasiTbesd no PHO coTpynHHKA UM IO JOKHOCTH.

[Ipu HaXkaTHKM KHOTMKH i oTkpbiBaeTcst okHO "[lonck".
Mone Odpazey
ICPHD j ILUTDI'IDB j

MponucHbIE CTPOYHBIE BYKEE |

£ Hureieats

' He ywrbiBate — |

B Brimanatouiem okxe "[losie” BoiGepuTe KPUTEPHH, IO KOTOPOMY OYAET IIPOU3BO-
gutbest mouck (®HO mmy 10/KHOCTL cOTpynHHKa). B okne "O6pasen” BBemuTe
CJIOBO, MO KOTOPOMY OyHeT MPOU3BOAUTHCS MOUCK. CJI0BO BBOAHUTBH LIEJHKOM IPH
3TOM He0Osi3aTeJIbHO, MOXKHO OTPaHHYUThCS HadasubHBIME OyKBaMu. B moJse "[Ipo-
MUCHBbIE CTPOUHble OYKBBI" 3aaiiTe napametp "YuuTeiBath" uin "He yuuThBaTh".

[Tocsie Toro, Kak Bce HACTPOHUKHU OYAYT 3aiaHbl, HaxkMUTe KHONKY "Hauats". B
CIUCKe HAPOTUB CTPOKH C HAUIEeHHOH 3alUChI0 BEICBETHTCS cTpesika. [locite Toro,
KaK COTPYIHHK ObLI HaHIeH B CIIMCKe, 3aKPOHUTE OKHO.

Insi cocraByenus Tabesiell MO OTAENbHBIM COTPYIHHKAM HMEETCsl BO3MOXKHOCTh
BbIIE/IEHUS UX B CIHCcKe. JJIs1 3TOTO BBIIEJUTE CTPOKY C COTPYAHMKOM U HAXKMHTE Ha
ki1aBuatype kiasuiny Ctrl. CTpoka mpu 3TOM MOMeHsieT LBeT Ha O/ieHO-KeThid. B
CMUCKe [JIsi COCTABJIEHHS] OTYETOB MOXKHO BBIIEJSITb HECKOJNBKO COTPYIHHKOB Kak
OJIHOTO, TaK ¥ HEeCKOJIbKHX MOApasieseHud. [l oTMeHbl BBIEJIEHHOTO COTPYAHHKA
ellle pa3 BbIIEJUTE CTPOKY C COTPYIHHKOM M HaxkMuTe Kiasuury Ctrl.

4.2. Bbi0OOp BpemeHHbIX UHTEPBAAOB

Bbi6op BpeMeHHbIX MHTEpBaJOB OCYLIECTBJSETCS B I0J€ MOJ CTPOKOH MEeHIO
nosb3opatens. Jlata B JieBOM MoJie yKasblBaeT Hayaso Nepuoja, B MPaBOM —
OKOHUYaHHMe TepHoJa.

Jl1st BeiGopa AaTbl HaXKMUTE KHOIKY E IIpu 3TOM NOSBUTCS KajleHAapb.
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C moMolIbi0 KHOTOK B BEPXHEH YaCTH KajeHAapsi ycra- |4l  Hoatpn 1938  [oln]
Mi Br Cp Yt I Cé Ec

HoBHTe z1aTy Hauana neproa. Kuorku [# u ] nossoasior 2 3 4 s & 7 o4

= el 9 10 11 12 13 14 15
nepeMeniaTbCs B KajeHaape Ha rof, KHOIIKH u )54 u nepemMe- 18 1013 A =
HIaloT B KaJieHdape Ha MeCsI. [Tocue YCTaHOBKHU Mecsla U gg “@om e s s
roga meJKHHTeE II0 Hy}KHOIU/I JaTe MbIIIbIO. KaJIEHI[apb npu
9TOM 3aKpOeTCH, BbI6paHHaH JaTta 6y,£[6T 3allOMHEHa CHCTEMOH aBTOMATHYECKH.
Ananoruuno BbI6epI/IT€ JaTy OKOHYaHHs OTHETHOIrO Iepruoaa.

Bbl60p BPEMEHHOI'0 HHTePBaJia MO2KHO OCYILIECTBJIATDb KaK A0 OTKPBITUA pa3aeJsia

"Tabesb", Tak u nocJe.

4.3. Bbibop TMNa oTyeTa

Bri6op Tuna otuera ocyuiectBisiercsi B pasuene "Tabenp".

OxkHo paspena "TabGesnb" BbI3bIBaeTCsl Ha)KaTWeM KHOMKH labesb' B CTpOKe
MEHIO M0JIb30BaTesl.

B 3aBucumocTH OT TOrO, Kakas KHOTKA | unu | ® | 6ymer Haxara, Gymer
(hOopMHPOBATLCS CYMMapHBIH OTUET UM PA3BEPHYTHIH OTUET.

4.3.1. CyMMapHBI# OTUET

CyMMapHBIH OTUET MOKA3biBaeT CYyMMY BPeMEHHBIX MOKa3aTeseld 3a BhIOpPaHHBIH
nepuon. B cyMMapHbBIH 0TUeT BKJIIOYEHBI CJIEAYIOLINE MOKA3aTeH: BpeMs 10 rpaduKy,
pabouee BpeMsi MO TpaduKy, MepephiBbI 0 rPadHUKy, BpeMsi MPUCYTCTBUSI HA paboueM
MecTe, paGouee BpeMsl, BpeMsl oTCyTCTBHs (Hapyluenue rpaduka), BpeMs Mo J0KYy-
MeHTaM, nepepaboTKa BHe rpaduKa, CBepXypOoUyHble Uackl, HOYHOE BpeMs.

CyMMapHBIH OTYET MOXKeT OBITh PEICTABJEH [0 BCEM COTPYAHUKAM TIPEANPUSITHS,
M0 COTPYIHUKAM KOHKPETHOTO MOJpasfiesieHHsi U 10 BbIOPaHHBIM COTPYIHHKaM. B
CYMMapHbIH OTYET IO BbIOPAHHBIM COTPYOHHKAM MOTYT BXOAHTb COTPYAHHUKH Kak
OJIHOTO TIOZIPA3/Ie/IEHHs], TAK M PA3HBIX MOAPA3AETEHHUH.

J17151 BBI30Ba CYyMMapHOro O0TYeTa HaXMHUTE KHOMKY . [pu 3ToM Ha 3KpaHe
MOSIBUTCS OKHO "YTpaBjieHHe 0TYeTaMu" .

B LeHTpabHOH UacTH OKHa "YIpaB/ieHHe OTue- [

tamu" B moJsie "BriGepure oTyeT" yKaxKHUTE KaKOH Sepneorer

BUJ OT4eTa Heo6X0AUMO c(HOPMHUPOBATh: MO IMOJ-

pasjie/ieHHI0 WJIH 110 BbIOPAHHBIM COTPYAHUKAM. £ Ot o sl TR |
Ecan BaM Heo6XoguMO, uTOObl B OTYeT ObLIM O

BKJ/IIOUEHbl TOJBKO COTPYIHHKH, paboTaBlide B HOU- IV Patirs s esscabe e

HOe BpeMs U/ WK B BLIXOJIHbIE U TIPa3AHHYHbIE JHH,
TO MIOCTaBbTE HAPOTUB COOTBETCTBYIOLIEH HaaMUcH ¢aaxok. [Tpu o6oux mocras-
JIEHHBIX (hJIaKKax B oTdeTe OyAyT MOKa3aHbl COTPYAHHKH, KOTOpble paboTasu
HOUBIO U B NIPa3JHUYHbIE UJIH BbIXOAHbIE THHU.

[11]
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'l{ Cuetema konTpons u ynpaenenua aoctynom PERCo-SPT600 [ Tadens | P [=1 |
% Zocpore (B2 Nogpasaenerus | T3 Tatiens €, KupHan oTpaBoTaHHor BpemEH JlokyrenTs) Kanernaps &, Bowon
@ Novowe > @ Crpasow» 12102002 F] [13102002 J] [uesn =l
) ymMapHbiA oTyer 12.10.. -19.100 no BHGPaHHBIM COTPYLHHKAM
‘ o, C 12.10.2002 - 19.10.2002 6
. . Bpewn Bpevn ]
TafiankHeii - oy Bpaumno | TONWEE | SPERSER | pucyroreun | Pabes | oroorews | Bpenmo | Tepepatiorca | Cospuypoubie | Houwsie
Harep CTRYAHAR rpaquey | CPEMAND Mo [f P;“’TW Hapadouen |  EpeMA | (HSPUUEHHE AOKYMEHTSM | BHE rPapAKa | Hackl uach!
(oY obe) MECTE rpamika)
M2 |ACT 3808 Mukaiin Baguuposiy 54:30 530 0.00 0:00 5430 Q.00 0:00 0:00 i)
KT B[ |
[&lu]x |

[NONE30EATEND: admin

ES

[Tocne mpousBenennoro BoiGopa HaxkmuTe kHonky "OK". Ecau BB permiun
OTKa3aThbCsl OT COCTABJEeHHs OTUETa, HAXKMUTe KHOTNKY "OTMeHa".

4.3.1.1. CymMapHBI# OTYET 110 BCEM COTPYAHHKAM HMOApa3aeeHUS

[Tocse Toro, kak BeIOpaH NepuO. W Moapa3jieseHue, B pasnesne "Tabesnp" Ha-
JKMHUTE Ha KHOMKY . B nosiBuBIIeMcs okHe "YrpaBaeHue oTueTaMu'" BhIGEpUTE
OTYeT 1o moapasjeneHuto. Ecan ecTb HEOOXOOUMOCTb yKa3aTh TOJIbKO paboTaB-
KX B HOUHOE BpeMsl M/ MM BLIXOJHBIE, TOCTaBbTe (hIaXKKHU HANPOTHB HaAMUCeH
"Pa6ora B HOuHOe BpeMms" u/uan "Pa6oTa B BBIXOAHBIE U npasgHUYHblE JHU .
Haxkmure knonky "OK".

[To 3aBepuienuu nporecca 06paGoTKU TaHHBIX HA KPaHE MOSIBUTCS CyMMapHBIH
OTYeT IO BCeM COTPYIHHUKAM TonpasneseHusi. Han otuetom 6yneT CTOSITh HAAMUCh,
3a KaKoH IepHoA ClesaH CyMMapHbIH OTYeT W AJsl Kakoro noapasgeneHus. Ilpu
BeIOOpe oTuerta "Pabdora B HoOuHOe BpeMsi” WM "Pafora B BEIXOAHBIE U IIPa3IHHY-
Hble IHU", HAJl OTUETOM OYAET CTOSITh COOTBETCTBYIOLIAS HAMIKCh.

JIaHHBI OTUET MOXKHO pacrnedaTaTb U 3KCNOpTHpPoBaTh B (popmat MS Excel.
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4.3.1.2. CyMMapHBIA OTYET MO OTAENbHBIM COTPYAHUKAM NOApa3aeJeHUs

[Tocne Toro, Kax BBIOpPaH NEPUOI M COTPYIHUKH, B pasuene "Tabenp’ HaKMUTEe Ha

KHOTIKY . B nosiuBLIemMcst okHe "Yrpa/ieHne otyetamu” BbIGEPUTE OTUET M0 BbIO-
paHHBIM coTpyaHHKaM. Ec/ii ecTh HeOGXOMMMOCTb yKa3aTh pabOTaBIIMX B HOUHOE Bpe-
M5 ¥/ WM BbIXOJIHbIE, TIOCTaBbTe (/1aXKKH HampoTHB Hamnucei "Pa6oTta B HOuHoOe Bpe-
Mst" 1/ uu "PaboTa B BLIXOMHBIE U npasnHuuHble 1HU . Haxkmure kHomky "OK".

[To 3aBepuieHun nporecca 06pabOTKH TaHHBIX HA KpaHe MOSIBUTCS CyMMapHBIH
OTYeT 10 BbIOpaHHBIM coTpynHuKaM. [1pu BbiGope oTuera "Pabora B HouHoe Bpems”
unn "PaboTa B BLIXOHBIE U MTPA3[iHUYHbIE THU" Hal OTUETOM OyIeT CTOSITh COOTBET-
CTBYIOLIAS] HAITHC.

JlaHHBIH OTUET MOXKHO pacrneudaTaTb ¥ 3KCnopTHpoBaTh B hopmat MS Excel.

4.3.2. Pa3BepHYTHIH OTYET

PasBepHyTbIH 0TUeT cOepKUT UH(OPMALIUIO O pabodyeM BpeMeHH COTPYAHHKA 110
IHSM B Te4eHHe BHIOPAHHOIO MecsLa.

Jl1s1 cocTaB/ieHUs] JaHHOTO OT4eTa HeT HeOOXOAUMOCTH 3a/laBaTh BpeMeHHOH
nepron. PasBepHyTHIH OTUET COCTABJSIETCS TOJBKO MO MOA-

pasfiesieHHsAM 3a Ofpe/eJeHHbIA Mecsll. I
Jliist BBI30Ba Pa3BEPHYTOTO OTYETA HAXKMHUTE KHOMKY | % | Wm

B OKHe pasfiesa "TaGesb". [Ipu 3TOM Ha KpaHe MOSBJISETCS I E—

HOBOE OKHO. fpreer ]

B noste "BrifeprTe Mecsil'" ¢ TIOMOILBIO BHINAIAIOIIETO CITUCKA
BeIGepUTE Mecsll, 32 KOTOPbIH HEOOXOMUMO CHEeIaTh OTYET, B
nosie "BBenuTe ron" — BBeIMTe TOA, B KOTOPBIA BXOIUT BbIG-
panHbIl Mecsil. [Tocse Toro, Kak naHHBIE BBeleHbl, HaXKMUTe KHOMKY "OK".

[To 3aBepmenuyn npouecca 06paGoOTKH Ha IKPaHe MOSBUTCS Pa3BEPHYTHIN
OTYeT 3a BbIOpaHHBIHA MecsLl.

Hanportus ¢gamunuil coTpymHHUKOB B sSiYeHKax pacroJiaraetcsi BpeMs, oTpado-
TaHHOEe UMH 32 KaXKIblH JeHb Mecsila.

B suelikax, COOTBETCTBYIOIINX BHIXOIHBIM M TMPa3IHUUHBIM AHSIM, €CJH CO-
TPYAHUK He paboTas, BpeMsi He CTaBUTCH. Takxke sSUEHKH OCTAIOTCH MYCTBIMU B
C/IEAYIOLIUX CIydasx:

- €CJIM COTPYIHHUK He OblT Ha paGoTe W He UMeeT OMPaBAATENbHOrO JOKYMEHTA,

- eCJIi COOBITHS, CBSI3aHHBIE C TIPOXOJAMU Uepe3 UCTIOMHHUTEbHbIE YCTPOHCTBA, HEKOP-

peKTHBI (BXOJI IPH OTCYTCTBHH BBIXO/A, IBOMHOM BXOJ TIPH OIHOM BBIXOJIE M T.JL.).

Ecimm cotpynHuk orpadoran pabouui IeHb He MOJHOCTBIO, HO UMeeT OIpaBAaTe T b-
HBIA IOKyMEHT, TO B sT4eHKe CTaBUTCS (paKTHUECKH OTPabOTaHHOE BpeMsi, a B CKOOKaxX
TIPOJIO/IKMTENBHOCTD IEMCTBHS 0KyMeHTa (4acoB) M KO IaHHOTO I0KyMeHTa (Hampu-
mep, 5:00 (3:00 MK) — 5 uacoB oTpa60oTaHHOrO paGodero BpeMeHH W 3 uaca B
MeCTHOM KOMaHAMpOBKe). EC/M COTPYIHHK OTCYTCTBOBan Ha pabodeM MecTe LeJbli

[13]
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“l¢ CucTema KoHTpoas W ynpasaehus goctynod PERCo-SPTE00 [ Taéean | HEE
Q. Sakpems f?g MNonpasnensHua §E Tatiens §¢ A ypHan oTpatioTaHHOrD BREEHM ToKYMEHTEI KaneHnaps & Beixon
@ Novowsv € Crpasosn~  [0107.01  l] [030201 (&l [cxnan |
| e, ‘ 3% PassepHyrwii oTuet{T12] sa asryct 2001 r_ CKNAL
TatensHeIR 2 aerycta 3 aBrycTa 4 aErycTa ™
HOMER i Corpyarik 1 aerycra Cpena Yereepr MATHuLa Cydtiora
» 2 TONCTAKOR BAAOWMWP FTEOPTUEBHY 117 18 18
2 WTONOE BAETOP MMxARNOBAY 5:08 500 257 507
4 NETPOB WBAH WEAHOBMY 511 4:15[200-MK] 440 jeis1|
49 KOTOE HIPMA BACUNEEEMY 503 e 414 204
10 EAKDBCKHIA BMKTOP MUXARNDEHY 523 425 420 312

0 il

1:5

T&@]al x |

IeHb U/ HECKOJIbKO IHEH U Y HEro UMeeTCs ONpAaBAATe/bHbIN JOKYMEHT, TO B siUelKe
CTaBUTCS TOJIBKO Ko oKyMeHTa (Hanmpumep, O — oTnyck, B — GosbHHYHbBIH).

B otuete Takxke mpeACTaBJeHb CYMMapHble TaHHbIE [0 paboueMy BpeMeHH CO-
TPYAHHUKOB, CBEPXypPOUHBIM paGoTaM M HOYHOMY BpeMeHH paboThl COTPYIHHKA.
CyMMapHble TaHHbIe MPeACTABJIEHbl B KOHLE TalJ MLl OTAEIbHO 33 MEPBYI0 U BTO-
PYIO MOJIOBUHBL MeCsILa, a TaKXKe 3a MeCsIL B LEJOM.

JlaHHBIE O0TYeT MOXHO coXpaHUTb B opmate MS Excel. Ha ocHoBe naHHoro
OTUeTa MOXKHO pacreuartaTb "Tabesb yyeTa UCMOJMb30BAHUS PaboUero BpeMeHH 3a
Mmecsn" u "Tabesb HeSIBKM 110 MPUUUHAM 32 MecsL”.

4.3.3. PepaktTupoBaHue JaHHBIX B OTYETAX

B monyne yuera paGodero BpeMeHH IIpeLyCMOTPeHa BO3MOKHOCTh PeIaKTHPOBa-
HUSI JaHHBIX OTHEJbHOTO COTPYAHUKA. PenakTHpoBaHHe IPOU3BOANTCS B OKHe "Pe-
IaKTHPOBaHHe JAaHHBIX .

Bbi3oB okHa "PenakTHpoBaHHe NaHHBIX' C OTMETKOH CTPOKH COTPYIHHKA MOXKHO
OCYILECTBUTH B pasfienax "Tabesb" uan "2KypHasa oTpaboTaHHOTO BpeMeHH', LIEJTKHYB
IpaBo¥ KHOMKOK MBILIH 10 MOJII0 3THUX pa3fesoB. [Ipu 3ToM nosBiaseTcs MeHIO.

[Tpu Haxkatuwm Ha cTpoky "PenaxkTupoBaTh' B mpaBoH
4acTH OKHa pasfena MOSBUTCS OKHO 'PelakTHpoBaHMe
NaHHBIX".

FPegakTHpoBaTe
Jakpeme
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B nosiBuBLIeMcst 0KHe ComepKaTCs CaAeAyolIe NaHHbIe 110 COTPYAHHUKY: BpeMsa
NpUX0Ja, BpeMs yXoJa, BpeMs NPUXOAa 110 rpaduKy, BpeMs yXo[a, epephIBbl 10
rpaduKy, BpeMs MPUCYTCTBUSI Ha pabodeM Mecrte, pabodee BpeMms, mepepaboTka
BHe rpadyka U HOuHoe BpeMs. B KaxKno# CTpoKe faHHble COOTBETCTBYIOT OIlpefe-
JIEHHOH jgarte. B cnucke YKa3aHbl TOJIBKO OHH, KOrjaa COOBITHSA T10 HAaHHOMY COTPYI-
HUKY OBbLIM 3aperuCTPUPOBAHEI anapaTypoy CUCTEMBI.

CHcTeMa KOHTPOAA W ynpasaenyA qocrynos PERCo-5PTE00 [ TatGenn |

| 3akperme "Tg MNoapazaensHua g5 Tatens Q« 2KypHan oTpafSioTaHHOMD BPEMEHH JlokyMeHTEl K.aneHnape ] B
@ Novows~ &P Crpasowwse 010701 | [oacam =l [ Bee =l
| o, ‘ 3% CymmapHwi otuer 01.07.01 - 03.09.01 CKAAQ
Bpewia Bpera
atiensHe! Bpera no B peraa B peraa MNepepeieel | 1p
T2 CoTpyaHuk Al Lara MpL=caa No yx0aa no E
Homep rpagky RS oy | S rpabiky | Hi
2 |TOACTAKOB BNAOWMWP FTEQPTUEEWNY S67.00 || 05.07. 200 08:54 0500 1827 1800 1:00
2 |WTONOB BUKTOP MUxARN0BKMY 5E7.00 || 06.07.2001 05:03 0500 1751 1800 1:00
4 |NETPOE WEAH WBAHOEMY S67:00 || 07.07. 200 05:07 0500 1821 1800 1:00
3 |[KOTOE 0OPWK BACMNEEEMY 54000 | lpgor2001  |03:04 0300 1828 1800 1:00
I 10 |EAKOBCKMA BUKTOP MU=AAN0BMY 540:00 | |0a.07.2001 09:04 17:07 000
|| 10.07.20Mm 05:03 0500 1802 1800 1:00
| |11.07.20M 05:02 0500 1741 1800 1:00
|| 1207200 0512 0500 1818 1800 100
| |13.07.20M 08:46 0500 1827 1800 1:00
| |14.07.200 05311 0500 1750 1800 1:00
|| 15.07.20M 08:57 0500 1715 1800 1:00
|| 16.07.20M 05:03 0500 1805 1800 1:00
| |17.07.20M 08:51 0500 1706 1800 1:00
|_|16.07.20M 05:07 0500 1810 1800 1:00
| |19.07.20M 0530 1820 1800 1:00
| |20.07.20Mm 05:06 1714 1800 1:00
21.07.2001 05:02 ;00 1738 1800 1:00
(M 2z07.2001  |0846 18:25 1800 1:00
K| Led | _>l_I
55
[&=m]x |

KoppeKTHPOBKY JaHHBIX MOXKHO MPOBOJUTh TOJBKO B cTosOUax "Bpewms mpuxo-
na", "Bpemsi yxona", "Pa6ouee Bpemsa". IIpu KoppeKTHpPOBKe JAaHHBIX B CTOJ6LAX
"Bpewmsi npuxona” u "Bpems yxona" naHHble B cTosbuax "Bpemsi npucyTcTBUS Ha
pa6ouem mecte", "Tlepepa6oTka BHe rpaduxa” u "HouHoe Bpemsi" nepecyuThIBAIOTCS
aBTOMaTHUeCKH, B cToJibLe "Pabouee Bpems” mepecueT JaHHBIX HE MPOU3BOAUTCS.
DT0 06YCJIOBIEHO TeM, UTO PelIaKTHPOBAHHE SIBJSIETCS ONLMOHAIbHOM (DYHKIMEH
¥ MOKET MCII0JIb30BaThCs MIPU eIMHUYHOM c6oe anmapaTypsl (Hanpumep, He3auk-
CHPOBAHHBIH amnmapaTypoy BbIXOI COTPYAHHKA, KOTOPbIH MOXKHO BBECTH BPYUYHYIO).
[1pu penakTHpoOBaHUH HEOOXOMUMO YUHUTHIBATD, UTO NPU YAAJEHHH JaHHBIX TabeJist
(cM. m. 7.4.) u cocTaBieHuH TabeJisi 3aHOBO JaHHOE PelaKTHPOBAHHE HEOOXOMUMO
IPOBECTH BHOBb.

Buumanue! 3MeHeHHe BpeMeHM HNPUXOJAa HJIM yXO0da MPUBOIUT K
HM3MeHEeHMI0 pabouero BpeMeHH, MO3TOMY PeIaKTHUPOBAHME B 9TUX CTOJIOIAaX
cileqyeT IPOBOAUTH KOMILIEKCHO.
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Ecnu cobbiTHs, CBSI3aHHBIE C MPUXOJOM WJIM yXOIOM COTPYAHHKA C paboThl, B
KaKOW-MMO0 M3 [HEH He ObIM 3aperHCTPUPOBAHBI, TO COOTBETCTBYIOLIME SUEHKH
OYIyT MyCTHI.

Ecnu cobbiThe 6b110 0IMO0YHO HE BHECEHO B CUCTEMY, TO BpeMs MPUXOMa MU
yXOZla MOXKHO BHECTH BPYUHY10. J[JIsl 3TOr0 ABAXK/Ibl [IEJKHUTE MBIIIbIO 110 TUeHKe U
BBEJIUTE COOTBETCTBYIOLIEee BpeMsi. AHATOTMYHO KOPPEKTHPYeTCs H pabodee BpeMsi.

[Tocne BHeceHUs1 M3MeHEHHUH XOTsl Obl B ONHOW M3 siYeeK CTPOKU COOBITHUH U
NpHY Tlepexofie K CJAeIyIOUIUM CTPOKAM COOBITUN CTAHOBATCS AOCTYIMHBIMH KHOMKH

By X, ILHH COXpaHeHHs WA OTMEHBbI OTPEAAKTUPOBAHHBIX NAHHBIX HAXXKMHUTE
Ha COOTBETCTBYIOLLYIO KHOIIKY.

Jns 3akpeiTusi okHa "PenaktupoBaHue naHHbX" HE06-
XOIUMO IIEJKHYTb PaBOH KHOMKOH MBILIX 0 MOJII0 OKHA
pasnena "Ta6esap" nau "KypHan orpaboTaHHOTO BpeMeHH".
[Tpu s3ToM nosiBasieTcs: MeHw. [Ipu HaxkaTuu Ha CTPOKY
"3akpbiTh" 0kHO "PenmakTrpoBaHue naHHBIX" 6yIeT 3aKPHITO.

[Tocse penakTHpoBaHus 1Jisi OOHOBJIEHHS JaHHBIX B OTUETE HEOOXOAUMO 3aHOBO
cosnaTh cooTBeTcTByoWUH oTuet (cm. m. 4.3.1. u 4.3.2.).

FPegakTHpoBaTe
Jakpeme

4.4. MNeyatb TabeAs

ﬂJ’IH NOJIY4eHHS CYMMAapHbIX U Pa3BEPHYTHIX OTUYETOB B 6yMa)KHOM BUAE npenyc-
MOTp€Ha BO3MO2KHOCTb UX IeYaTH.

4.4.1. [TeyaTp cyMMapHOIo OT4eTa

[Tocne Toro, Kak OblI CO30aH CyMMapHbIH OTUET, €r0 MOXKHO pacneyatats. Cywm-
MapHbIH OTUET NevataeTcs B BUIe CyMMapHOro Tabess 1o BCeM COTPYyIHHUKAM Npel-
IPUSTHS, IOAPA3AEIEHUS UM 110 BLIOPAHHBIM COTPYAHHKAM.

JIns OTIIpaBKH OTUeTa HA TeYaTh HAKMHUTE Ha KHONKY (&,
[Tpn aTOM Ha 3KpaHe MOSBUTCS HOBOE OKHO "YIpaBieHHe
oruetamu". [l oTnpaBku Tabesst Ha MedaTbh HaKMHUTe Ha
kHonky "[legats”. Ecau BBl XOTHTe MpeABapUTeJbHO MPO-
CMOTpeTh ero, Haxkmute KHonky "[Ipocmotp". Ha skpaHe
TIOSIBUTCST OKHO IIPEIBAPUTENBHOTO TIPOCMOTPA TOKYMEHTA. D

Ecnn noOKyMeHT MHOTOCTPaHHWYHBIH, TO C MOMOIIBIO CTPEJOK
B HIDKHEH YacTH OKHA Bbl MOXKETe IIPOCMOTPETh BCE CTPAHHUIIBI.

Dpocorp

Hnst 6osee moppo6HOro mpocMoTpa Tabesss HCIOJIb3yeTCs 150

& . | 100

KHOIKA U3MeHeHHUs MacliTaba mpocMoTpa . [Ipy Ha’KaTHU Ha Hee w75
TOSIBJISIETCS BBIMAAAIOLINE CIIHCOK UCIOJb3yeMbIX MACLITA00B. 50
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Cuctema KOHTponA W ynpasnenua aoctynom PERCo-SPTEO0 [ Tatens |

%1, 3arpeme I Noopasaenstua Tatene € HupHan oTRAGETAHHOTD EREMEHH JEryreHTE! J KaneHnaps 2 Bemon
& Momowe v 4P Cripasouriu I'I 5.07.0 1_3" |U3 03.01 E I M j

CymmapHbIA oTyeT 01.08.2002 -29.08.2002 AgMWHWCTpauUMA
29.11.2002 16:26:25

Taf. M COTRY HME Bpewano [Pa0. epema [Nepepeiesl  |[Bpema  Pafodee|Bpema Brema  [Mepepst |Ceepx-  [HOYHBE
madiky N0 madwky N0 maduky  [MpRcyT. [Bpema |0ToyT- Ino poky - [BHE [¥ROYHEIE  [4ack!
foBen) CTEMA MEHTEM | Radikea |8 cbl
CrovnekoE Kopui 220:00 198:00 2200 228:58 [180:38 17.22 000 41:51 [axui] 0:00

Bk TORD B MY

1 FOHULKIR AHETOARA 220:00 198:00 2200 23735 (18419 134 000 44:47 [axui] 0:00
I0YAPL0 B
13 |Tperybos Apkagi 220:00 198:00 2200 22944 (17749 201 00 3255 [axui] 0:00
Hitkonze &d
16 |Kocwnoe Anexcel 220:00 198:00 2200 228:55 | 180:26 17.34 0:00 41:50 o.an 0:.00
Bk TOPA B4
21 [NonaThHukoe Cepred 220:00 198:00 22:00 20710 [150:27 4733 0:00 39:.07 o0 0:00
OpbeEKY
W Toro: 1100:00 930:00 110:00 113222 | 87339 116:21 300 20039 000 0:00

v
< I B

EIICR RN R

Jlns1 u3MeHeHUs TapaMeTPOB eYaTH NPUHTEPA HAXKMUTE KHOIKY & [Ipu atom
oTkpoetcs okHO "[ledaTs”, B KOTOPOM OCYIIECTBJIsIETCS HACTPOUKA MPUHTEpA.

Ecau npunrtep He TpeGyeT HaCTPOHUKH, IOKYMEHT OTIPaBJISeTCs U3 OKHA Mpef-
BapUTEJNBHOTO IIPOCMOTPA HOKYMEHTa Ha I1e4aTh HaXkKaTHeM KHOMKH (& . Tabesb
OyzeT pacreyaTaH.

Ecnu BBl XOTHTe BepHYTbCS Hasal K OTUETY, HaXKMHUTe KHOMNKY "3akKphITh' B
BEPXHEH YacTH OKHa.

4.4.2. [leyats pa3BepHYTOro OTYETA

[Tocsie Toro Kak OBI CO3aH Pa3BepHYTHIH OTYET, €r0 MOXHO pacreyaTathb.
Pa3BepHyTHIH OTYET MOXKHO pacreuataTb B Buie "Tabesisi yueTa MCIOJb30BaHHUS
patodero BpemeHH" u "Tabesst HESIBOK 110 MPHYMHAM .

Jlns1 oTIIpaBKY OTYeTa Ha NevaTb HaKMHU-
Te Ha KHOMNKY & . Ha sKpaHe MOSBUTCS HO- | gusepireamer
BO€ OKHO "ynpaBJIeHHe OquTaMH" @ Tafieas yyeTa MenoabaosaHuA PB 3a mapt 2001 r.

B oxHe "YnpaBneHne oT4eTaMy’ BEIOHpa- Dpostrarp
eTCsT THIl [€HaTaeMOTr0 NOKYMEHTA. B TOME | yuminomsssemn s wepr 2001 -
"Beibepute otyet" HEOOXOAUMO OTMETHTD Ha- e |
3BaHue Tabens ("TaGesb yueTa UCIIONb30BA-
uust PB" uan "HesiBku 1o npuurHaM” 3a BRIGPaHHBIA MeCsll), KOTOPbIHA 6yIeT OTIpas-

JIEH Ha IedarThb.
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Jlnst oTripaBKM Tabesist Ha MeyaTh HaKMHUTe Ha KHONKY '[leuats”.

Ecuiu BB XOTHTE NpeIBapUTENbHO IPOCMOTPETh OTUET, HaxXMHUTe KHOMKY "[Ipo-
cmotp”. Tlpu 3TOM Ha 3KpaHe MOSIBUTCS OKHO NPeNBAPUTEJIbHOrO MPOCMOTPA
IOKYMeHTa.

[Ipu BrIGOpE B OKHe "YTpaBieHue otyetaMu” cTpoku "Tabesb yyeTa UCMOIb30BA-
Husi PB" oKHO mpenBapuTesbHOrO MPOCMOTpa OyIeT CofepKaTh JAHHbIE [0 UCIIOMb30-
BaHHIO paboyero BpeMeHH COTPYIHUKAMH TOAPA3eNeH s 38 BbIOPAHHBIA MECSILL.

4l¢ CHeTeMa KOHTpOAA W ynpasaeHua aoctynom PERCo-SPTE00 [ Tatens ]

%1, 3arpere IS Mogpazaenetyn Tiatiens € HUpHAN CTRAGOTAHHEND EREMEHN Mok yMEHTE! J FaneHn ape % Bewon
@ Momowe v &P Crpasosrucny  [16.07.01 1_3" |U3 03.01 1_3" I OM j
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JlaHHBII Tabesb MOKa3biBaeT, KAKOe KOJHUECTBO Pabouero BpeMeHH M MOJHBIX
pabouux OHeH COTPYAHMK oTpaboTas B TeyeHHe Mecsiua. Ecau cOTpynHUK oTpabo-
Tal CBOW pabouMil [IeHb MOJHOCTbIO B COOTBETCTBHU C IPa(UKOM, TO HANPOTHB
JaHHOTO JHSl CTAaBUTCSl eJMHUYKA W BpeMs, yKasblBawllee IIPOAOKUTENbHOCTb
paboThl NaHHOTO COTPYAHHKA. TaKOW HeHb CUMTaeTcsl OTPabGOTaHHBIM MOJHOCTBIO.
Ecnu paGoTHHK Haxoquscst Ha paboueM MecTe MeHble YCTaHOBJEHHOTO MO TpaduKy
BpPeMeHH, TO HAlPOTUB AAThl CTABUTCS TONBKO (PaKTHUYeCKH OTpabOTaHHOE BPEMS B
qacax.

B uTOroBbIX DaHHBIX 32 MeCsL IPeCTaBJAeHO BpeMsl, (PaKTHUECKH OTpaboTaHHOe
COTPYIHHUKOM 3a MecCsll, U KOJIUYeCTBO AHEH, 0Tpa0OTaHHbIX COTPYIHUKOM MOJHOC-
ThbIO B TeUeHHe Mecsla.

[Tpu BEIGOpe B OKHe "YmIpaBieHHe oTdeTaMH' CcTpPokHM HesiBKH mo mpuumHam”
OKHO TpeIBAPUTEJBHOIO MPOCMOTPa OyIeT COAepKaTh JaHHbIE O HesBKaX COTPYH-
HUKOB TOJpa3/e/eHus 32 BbIOPaHHbIA MEPHOL.
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ﬂaHHbIﬁ TabeJib MOKA3bIBaeT HESIBKH Ha pa60Ty COTPYAHHKOB I10 OIlpaBAaTeJ/Ib-
HbIM JOKYMEHTaM B TeUeHHe MecCsla. Ta6esb BKIIOUAET KOLI JOKYMEHTa, CyMMapHoe
KOJIMUEeCTBO JHEH U CyMMapHOe BpeMsd OTCYTCTBHUSA COTPYAHHKA Ha pa6oqu MecCTe
110 onpaBAaTeJbHbBIM JOKYMEHTAM.

Eciu JOKYMEHT MHOI‘OCTpaHI/ILIHbIIU/I, TO C IIOMOIIBIO CTPEJIOK B HMXKHEH 4acTH
OKHa Bbl MO2Ke€T€ MPOCMOTPETL BCE CTPaHULbI.

CuCcTeMa KOHTPOAA W ynpaenedua aoctynom PERCo-SPTEO0 [ Tatens |

g Jakpeme .r“Ej NEnpasaeneH9ya Tatens € HUnHE BTREBOTAHHOND BREMEHY JlERyMEHTE! J KaneHnaps %’a Bbrzomn

@ [Momow e » @EnpaBDHHwKM ~ [1607.O1 1_3“ ID3 03.01 E I OM j

OpRIEYA OpEIEN
CTpETypIee 10 pEze e CEIAL
Tademe N ______

Y48 T8 HGN O IBZ0EAHHA PAGOHE 0 B|
2amIpT RN,

TTRETYE 6 AR T TSRV TapFTy 10 (T W NeA i THETae & TetencAum
Tamans W0 T T s &8¢ F 5§ 101" 5] ®[E ¥ | wepeyw HoMER
omEnry Meaay,
1t [ |18 |2 |2 32 |33 | m s |2 | W o | W™ | 51 an
==
TG TAEOE T T 11 T 1 3 1 T ]
BNATHMUP 5a0 A T 50| 830 % | s
FEQPTHEBKMY 1 1 1 1 1 1 1 1 115:m
550|590 | 530 840 z@ | =a0 = EE
WTDMOB x o o 3
BHETOF aon am ® 1800
MMXANOBAY [ Z oo
B Tm
NETFOE WEAH x o o 4
HBAHOEHY sm sm sm | zm
o xoo
Im m

-
a »

151 6os1ee moapoGHOro MPOCMOTpa Tabesst UCMOMb3yeTCs] KHOMKA U3-

150

R - 100
MEHEHUIA MaCLHTa6a HpOCMOTpa . HpI/I HaXaTHUHU Ha Hee IIOABJAET- v 75
A BBINANAOUIMH CIIMCOK UCIO/Ib3yEMBIX MacIITaGoB. 50

Jln1st I3MeHeHNsl TapaMeTpOoB IeUaTH NPHHTepa HAXKMHTe KHOIIKY & [Tpu sTom
oTKpoeTcsi OKHO "[leyaTs”, B KOTOPOM OCYILECTBJISIETCS HACTPOHKA MPHUHTEPA.

Ecau npunrtep He TpeGyeT HaCTPOMKH, IOKYMEHT OTIPaBJIsSeTCsl U3 OKHA Npef-
BapUTEJbHOIO NIPOCMOTPA AOKYMEHTa Ha MeyaTb HaXkKaTHeM KHONkM (& . TabeJb
OymeT pacrnedaTaH. Ec/i BBl XOTHTE BEPHYTbCS Ha3ald K OTYETY, HAXKMUTE KHOMNKY
"3akpbiTh" B BepXHEH YACTH OKHA.
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4.5. CoxpaHenue ot4etoB B hopmate MS Excel

[TporpaMmHoe ofecneyeHue He NpelHa3Ha4yeHO [/ XPAaHEHUS TeKYyIIUX OT-
geToB. Ec/ BaM HE0OXOMHUMO COXPAaHUTb OTUETHl, SKCIOPTUPYHTE UX B (popMaT
MS Excel. IIpu stom B dopmar MS Excel 6yayT 3KCnopTHpOBaHB TOJBKO
IaHHble, BEIBEIEHHBIE HA SKPaH.

JL1s 5KCnopTa AaHHBIX TIPeIBapUTENbHO B OKHe pasfena "Tabesb" cozmaiTe OT-
yer (cm. 1m.4.3.1.1 4.3.2.). 3aTeM HaxmuTe Ha KHONKy | 2 | [IporpamMma npefyiosKuT
BeIOpaTh OUPEKTOPUI0. BbiGepuTe MUpPEKTOPHIO, B KOTOPOH BBl XOTeJH Obl COXpa-
HUTb (pai, u nprucBonte danay ums. Coxpanure dana. CnenanHas BolbopKa Oyaet
skcroptupoBana B popmat MS Excel.
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5. 3AHECEHME AOKYMEHTOB

Paspen "JlokyMeHTHI" TIpefHa3Ha4YeH N/ BBOJA M MPOCMOTpPA ONpPaBIATENbHbBIX
JIOKYMEHTOB U IOKYMEHTOB Ha CBePXypOUHble paGoThl COTPYOHHKOB. [Ipu 3TOM BBOA
OTpaBaTebHbIX JOKYMEHTOB BO3MOXKEH He TOJIbKO [JIs1 KOHKPETHBIX COTPYIHUKOB. B
caydasix, Korga COOBITHsSI KacaluCh COTPYIHHKOB OTAENBbHOIO MOAPA3[eeHHs WK
COTPYAHHKOB TIPEITIPUSITHS B LIeJIOM, BO3MOXKEH BBOJ TAKUX JOKYMEHTOB JJIsI TPYIIIIHI
qrozed. [1py BBoze KaXK/IOMy TOKYMEHTY MTPUCBANBAETCS TIEPCOHAJIBHBIN HOMEP.

[Tepron nefcTBHS NOKYMEHTOB, BHOCHMBEIX B JaHHOM pasfeJsie, MOXKeT COCTaB-
JISITb OT HECKOJIbKHUX YACOB B TeueHHe IHS 0O HECKOJbKUX THEH.

[Tpu mepBoM 3amycKe IPOrpaMMbl CIIUCOK THIIOB JOKyMeHTOB mycT. OH popmu-
pyeTcsl MOJb30BATENEM CAMOCTOSITENBHO C YYeTOM MPHHSATBIX Ha MPeNlpUsTHH
ompapaaTesbHbIX N0KyMeHTOB (cMm. .. 5.1.4, 5.2.3.).

BrizoB okHa pasnena "JloKyMeHTBI" OCYILIeCTBJASIETCS U3 CTPOKU MEHIO MOJb30-
BaTeJss HakaTHeM KHONKH "JloKyMeHTH". B cTpOKe OCHOBHOrO MeHIO B BBIAIaI0-
IeM CIIHCKE C IepedHeM MoJpasaesneHUH BbIOepUTe HYKHOe MOAIpaseseHHte.

Jl1s1 BBIGOpa COTPYIHMKA HAaXXMUTEe Ha KHOIKY "CBoiicTBa JoOKyMeHTa" U B
TIOSIBUBIIEMCS T10JI€ BBOJA TOKYMEHTA C TOMOLIBIO BEITNANAIOIIETO CIIHCKA BEIGEPUTE
KOHKPETHOro COTpynHHKa. Ha sKkpaHe OymeT BbIBelleH CNHCOK JOKYMEHTOB BbIO-
PaHHOTO COTPYAHHKA.

OkHo paszena "JIoKyMeHTBl" UMeeT CJIeIyIOINH BULI.

% Cuctema koHTpona W ynpaenexus goctynom PERCo-5PTE00 [ Nokymente |
%1 Jarpore [Tz Moopaznenein dd Tatens £, KypHan oTpafioTaHHOT o BpEMEHM TokymeHTe K.aneHaape 3 Bewog
& Novows ~ & Crpasosriaas + I Crnamd j

T | bt | ‘ B ‘ |m.ns.m EI| v|an.us.m EI| ‘ | 3
Joryraete NMETPOB MBAH MBAHOBHY | Ceepyposbie METPOB MBAH UBAHOBMY |

- M accoskie HeteHeHUA N0
IRl HamrenosaH1e aokymenTa Bi?n?a Hgf;:a KHU:.[LZ G- S(E”og.no: m
Gl LOKYMEHTA | ASACTEMA | LEACTBMA Lo HOCTE I BCE ﬂ
] i 1\ ccTHam Kormanavrposka 0208.2001 02082001 02082001 @& 300 Honep aokyera
5/08-0 Oy, 24.08.2000 27052000 082001 @ .00 |4zusm
24/08-6 B ok HHYHEIE 14.08.2001 08.08.2001 10082001 @ 0:00 Bua gokymerra
470814 Monomka annaparypel 16.08.2001 16.08.2007 16.08.2007 @ 200 InDﬂDMKa annaparypel j
AT A0KYMEHT S
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Mponon#HTENEHOCTE
200
o
]
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B BerHeIU/I HaCTH OKHa pacroJararTcs (pYHKL[I/IOHaJIbeIe KHOIIKH:

.‘J]\.-\]

— 106aBUThb TOKYMEHT

X — YyAaJIUTb JOKYMEHT

— BBI3OB II0JIS1 CO CBOMCTBaMH JOKYMEHTa
@ — BbI30OB BbI60pKI/I 0 BUAY NOKYMEHTa
aTd

— BBI30B BLIOOPKU JIOKYMEHTOB I10 JaTe
El | — coxpaHeHMe BBEIEHHOr0 JOKyMeHTA UJIM U3MEHEHUH B JOKYMEHTE (mo
MOMEHTa BBOJA JaHHbLIX B JOKYMEHT JaHHasl KHOIKA HeaKTHBHA).

b - skcnopt AaHHeix B MS Excel.
B neHTpasbHOU YacTH OKHA pacloJiaraloTCs Be 3aKJAaIKH.

JleBast 3ak/azka CONEPKUT CIMCOK ONpPaBAATENbHBIX HOKYMEHTOB 00 OTCYyT-
CTBUM BBIOPAHHOIO COTPYAHHKA Ha paboueMm Mecte. [lepuon nedicTBUS NOKyMeH-
TOB, BHOCHMBIX B NaHHBIH CIIUCOK, MOXKET COCTaBJATb OT HECKONbKHX YacoB B
TeueHHUe JHS 10 HECKOJNbKUX THEH.

[IpaBas 3ak/jagKa COOEPKHUT CIHMCOK JOKYMEHTOB O CBEPXYPOYHBIX paboTax
COTPYIHWKA Ha TEPPUTOPHU TMPEANPUSATHS U BHe Npeanpusitusi. JloKyMeHTH Ha
CBEPXYpOUHBIE paboTbl (POPMUPYIOTCS TOJMBKO HAa OOMH [EHb.

CrnpaBa OT clUCKa JOKYMEHTOB pacroJiaraetcs mnoJje s BBOAA JOKYMEHTOB
IJIsl TPYIIIBl COTPYAHUKOB. [laHHOE ToJie MOSIBASIeTCS HAa 9KpaHe TOJbKO B CJIyuae,
€CJIM OTKPbITA 3aKJaJKa CO CIIUCKOM ONpPaBAATE/bHBEIX JOKYMEHTOB.

5.1. Cnncok onpaBAaTeAbHbIX AOKYMEHTOB

Cnucok onpaBaaTe/bHBIX TOKYMEHTOB OTKPbIBA€TCS MPH HAXKATHH B pasfiese
"IlokyMeHTHl" Ha 3aknaaky "lokymentsl [letpoB Mean MBanoBuu" (dpaMHJH/IH Me-
HSIeTCS B 3aBUCMMOCTH OT BBIODAHHOTO COTPYIHMKA).

Lorymenrer NETPOB MBAH WBAHOBMH | Coeprupounsie METPOB MEAH MEAHOBMY |

Lara Dara Lara Fawon - | MPogen- |
HamieHoBaHME A0RYMEHTS BEOAS Ha4ana KoHua | Tl HTeNe -
AOKYMEHTE | ASACTEMA | ABHCTEMA HOCTE

i MecTan kommMaHaHposka 02.08.200 02.02.2007  02.08.2001 00
5/08-0 Ornyek 24.08.2001 27.08.2007  31.08.2001 o0
24/086 EonsHisHEr 14.08.2001 02.02.2007 10.08.2001 o.oo
4/08-N4 Monarka anNaparyps! 16.08.2001 16.08.2007 16.08.20M 200

Horep
LOKYMEHTS

LR Y

CIHCOK TOKYMEHTOB COCTOHT M3 CJEAYIOIMX KOJOHOK:

- B KoJioHKe "Homep nokymeHTa" CTOUT HOMep, MPUCBOEHHBIA OMpPaBAATEJNbHO-
MY TOKYMEHTY;

- B KoJioHKe "HasBaHue noKyMeHTa" COIepXKHUTCS MepedeHb OTNPAaBAATENbHBIX
JIOKYMEHTOB;

- B KoJioHKe "JlaTa BBoAA" CTOMT JaTa BBOAA JOKYMEHTa;

- B KoJIoHKe "JlaTa HauaJsa [eUCTBUs" CTOUT JaTa Hayaja IelCTBUs TOKYMEHTa,;

- B KosioHKe "JlaTa KOHIa IeHCTBHS CTOMT JaTa OKOHUAHHUSI AEUCTBHUS TOKYMEHTa;

[22]
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- B KOJIOHKe "3aKOHHOCTb" YCTaHOBJIEH 3HaUOK ‘@ . 3esleHbIH IBET yKa3blBaeT
Ha TO, 4TO JOKYMeHT OYHeT HCIOJb30BAThCS NPH COCTABJEHHH OTHUETOB,
KpacHbBIH — He OyneT;

- B KosloHKe "IIpofo/nKUTeNbHOCTD" YKa3bIBAETCS BpPeMsi, KOTOPOe COTPYAHMK
OTCYTCTBOBAJ Ha MPEeANPUSITHH 10 ONPABAATENbHOMY TOKYMEHTY.

5.1.1. BBox HOBOro JOKyMeHTa IJisl OQHOIO0 COTPYAHUKA

Jl1s1 noGaBJ/ieHHsT B CIIUCOK HOBOTO JOKYMEHTa HaXXMHTE KHOIIKY 1 g BepXHEH
9acTH OKHa paspuena "lokyMeHTH". [IpH 3TOM B CIIHCKe ONpaBAATeNbHEIX JOKYMeH-
TOB MOSIBUTCS HOBasi cTpoKa (1o ymoyanuio B cTo/161ax "Jlata BBoaa 10KyMeHTa",
"Ilata HauaJsa nedcTBUs” U "JlaTa KOHIA IeHCTBUSI' CTOUT TeKyllas naTa, pomaoJ-
JKUTENBHOCTb IEUCTBHUS JOKYMeHTa He OlpefielieHa, B cTosoLe "3aKOHHOCTD" CTOUT
3HAuUOK @ 3eJIeHOro LIBeTa).

B HM»XHEH yacTH OKHA MOSIBUTCS M0JIe BBOAA CBOUCTB JOKYMEHTA.

Honep nokymenta [12/08mK
Haureroeariie NokmerTa [ ectian kommaraupoera - Jﬂpwnmaﬂmm 300

Dara BEona aokyvenTa 02.08.01 =]
JNara Hauana gefcTeds 02.08.01 15

LlaTa KoHua feficTEua 02.08.01 | [METPOB MBAH HBAHOBKY |
14

B crpoke "Homep nokymeHTa" BBennTe HOMEp TOKYMEHTA.

B crpoke "HaumeHoBaHue 1oKyMeHTa" ¢ OMOLIIBIO BBITTAAIOIIETO CITHCKA BbIGEpH-
Te THUI JOKyMeHTa. Eciiu B cmMcKe HEOGXOOMMBIA THI JOKYMEHTa OTCYTCTBYET, TO
BBEJUTE €ro ¢ NoMolIbio okHa "CrpaBouHHMK JoKyMeHTOB" (cMm. m. 5.1.4.).

B crpokax "[lata Hauasa pedctBus” W "JlaTa KoHLA NeHCTBUS BBeIUTE NAThI
Hayasa U OKOHYaHHs AeUCTBUsI HOKyMeHTa. Ec/in ecTb He0OXOMUMOCTb, U3MEHHUTE

naty B ctpoke "Jlata BBoga nokymeHta". Iy BeIGOpa ATl HAXKMHUTE KHOTIKY E
[Ipu aTOM MOSIBUTCS KajeHIapb.

KIET} Hoatpe, 1993 O

C moMoIIbI0 KHOMOK B BEPXHEH YaCTH KaJeHIapst yCTa- | Br Cp Ur M C6 &e
1
HOBHTE JaTy Hauyaja paboThl COTPYAHUKOB. KHOMKH [y [ml R A

Tl 16 19 19 20 21 22
MMO3BOJIAIOT NEPEMELIATbCsd B KaJieHAape Ha Irold, KHOIKH u 23 024 2% % X 28/ M9
30

v [*] nepememaror B kanennape ua mecsi. ITocste ycraHos-
KA Mecsila U roja LIeJKHUTe MO HYXKHOH HaTe Mbllibio. KameHmapb mpu 3ToMm
3aKkpoeTcs, BRIOpaHHas faTa OyAeT 3allOMHEHa CHCTEMOH aBTOMATHUECKH.

Buumanue! IIpu BBoJe pa3iMYHBIX JaT HayaJja M KOHIA T€HCTBUA TOKY-
MEHTa CUMTAETCH, YTO COTPYAHUK OTCYTCTBOBAJI I€JbIil J€Hb.

Eciu pata Hauasna U KOHLA JeHCTBHS OOKYMEHTa OOWHAKOBA, CJedyeT BBECTH
MPOAO/IKHUTENBHOCTD IEHCTBUS JOKYMeHTa B OKHe "[Ipono/KUTeNbHOCTD .

[Tocsie BBONA AT DEHCTBHUS U MPOAO/KUTENBHOCTH N€HCTBHS IOKYMEHTA CeIyeT
yKa3aTb, OYAET JIH UCTIONb30BATbCS BBEIEHHBIH JOKYMEHT MPH COCTABJIEHUH OTYe-
TOB WJIM HeT. Ec/iu HOKyMeHT GylIeT MCIOJb30BaThCs B OTUETaX, TO B rpade "3a-

[23]



PykoBofcTBO nonb3oBaTensi no mopynio «Y4yet pabouyero BpemeHu»

KOHHOCTB' 3HauOK @ OyHeT 3eJIeHOro LiBeTa, ecJu HeT — KpacHoro. MameHeHue
[IBeTa OCYIIECTBJISIETCS ABOUHBIM LIEMUYKOM MBIIIH 110 3HAUKY.

[pu BBOIE IBYX WK GoJiee TOKYMEHTOB Ha COTPYAHHMKA, NaTa AEHCTBUS KOTOPBIX
MIePEKPBIBAET Y2Ke CYLIECTBYIOLIME NOKYMEHTHI, B OTYeTaX MOKa3bIBaeTCs CyMMa IeH-
CTBHS 3THX JIOKYMEHTOB Y KOJbl 3THX J0KyMeHToB (Hanpumep, 6:00-MKO, rae 6:00 —
cymMMapHoe Bpemst 1o gokyMmeHTaM, MK — mecTHast KomanaupoBka, O — OTIYCK).
[Tpu BBOZe TaKUX JOKYMEHTOB CHCTEMa BBIIACT MpenylpexKaeHHe O TOM, YTO BBeIEH-
HBIA MePHOJ BpEMEHH TePeKPLIBAET yXKe CYLIeCTBYIOIMH JOKYMeHT (KOMaHIHpOBKa,
OTNycK, K.T.1. ). KonmMdyecTBo mepeKphIBaiOLIMX JOKYMEHTOB, 0 KOTOPBIX MPeIyTpesk-
JIaeT CUCTEMa, OTPAHHYEHO JECSTHIO.

Buumanmue! Ilpu BBoJe B JeliCTBHE TOKYMEHTa Ha HECKOJbKO JHEH BbI-
XOJHbIE M MpPa3IHUYHbIE IHU HEe YUUTHIBAOTCH (OTMYCK, GOJBHUYHBIN, KO-
MaHaupoeka). [Ipu oxHOAHEBHOM AeMCTBUM JOKYMeHTa (Hampumep, MeCT-
Hasi KOMAaHIHPOBKA) MJHU NPH BBEIEHHON NPOTOJKUTEILHOCTH T€NCTBUSA
JOKYMEHTAa B TeUeHUE NHs, BBIXOIHbIE U MPa3IHNUYHbIE THU YUUTHIBAIOT-
cs B Tabejie U pa3BEpPHYTOM OTYETE.

[Tocsie BHECEHUST JaHHBIX CTAHOBUTCSI aKTUBHON KHOIIKA E Jlnst coxpaHeHus
HaXKMHUTE JAHHYIO KHOMKY.

JlaHHbIe TaKXe MOTyT ObITb COXpPaHEHbl aBTOMaTHUYeCKH. [l/1s1 3TOro JOCTaTOUHO
NepelTH Ha IPYTYI0 CTPOKY TaOJIHLbI.

5.1.2. BBo HOBOTO TOKYMEHTAa JJif I'PYINbI COTPYJHUKOB

BBox HOKYMeHTOB [/l TpyNIbl COTPYAHHKOB HEOOXOAUM B CJydyasix, KOraa
COOBITHE KOCHYJIOCh COTPYAHHKOB KOHKDPETHOTO MOIpa3feseHNsT WU TpeAnpHs-
THS B LesoM (OTK/II0YeHHe 3JeKTPUUeCTBa, KOJJIEKTHBHBIN OTIMYCK H T.1.). BBOn
TaKUX JOKYMEHTOB OCYILIECTBJsIETCS B OKHe "MaccoBble H3MeHeHHs .

[IpenBapute/ibHO BhIGepUTE MOAPA3AEIEHHE, 15 KO- Maccossie iamenerk o
TOporo OyAeT BBeleH AOKYMeHT. BbiGop ocywectsas- [~ s =
eTcs n00 B 0KHe "MaccoBble U3MeHEeHUs' € MTOMOLLBIO Horvep gokymerTa
BBIMAJAIOLIEr0 CIUCKa, aubo B pasnene "llompasmede- 4”08;:inwmm
uusa" (em. m. 4.1.1.). B crpoke "Homep mokymeHTa"  [Tomorma smnaparype: |
BBEJHUTE HOMEP NOKYMEHTA. ﬁ%f!&ﬁ%a

C moMollbio BEIMAAAIOLIEr0 CIIUCKA "Bua nokymeH- N e L
Ta" B nosie "MaccoBble H3MeHeHUs" BblOepUTe THII 10- [eoeo @ [5em =)
kymeHTa. B ctpokax "Jlata moxymenta", "Hauamno me- e e
prona” u "Koneu nepuona” BBeaute aathl (em. m. 5.1.1.). 20
B crpoke "IIponosmKuTeNBHOCTD" BBEIHUTE TIPOAOJIKH- &

TeJbHOCTDb J€HCTBHUS LOKYMEHTA.

[Tocsie BBO#A BCex MaHHBIX HAXKMHUTE Ha KHOMKY "[IoATBEpAUTL U3MEHEHUS " ﬂ
JlokyMeHT OyzeT coxpaHeH.

Buumanue! IIpu BBoge pa3iMYHBIX JaT HayaJja M KOHIA T€HCTBUAA TOKY-
MeHTa CYUTAETCS, UYTO COTPYAHUKH OTCYTCTBOBAJM LIE€JbIA J€Hb.
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5.1.3. YnaneHue 1oKymMeHTa M3 CIHCKA

Jns ynaneHusi NOKyMeHTa OTMETbTe €ro B CIHCKE W HaXKMHUTE KHOIKY - )
[IporpamMma 3anmpocuT MOATBEpXKIEHHE Ha ylajeHHe JoKyMmeHTa. [Ipu corsacuu
IOKyMeHT OyIeT yiasleH U3 CIHCKa.

Ecsu HeT yBepeHHOCTH, YTO JOKYMeHT GOJbllle He TPUTOAUTCS, AOKYMEHT
MOXKHO He YaJIsiTh, @ IOMEHATh B rpage "3aKOHHOCTD" IBOHHBIM IIETUYKOM MBIIIH
LBeT 3Hauka @ c 3e/leHOro Ha KpacHbH. B sTom ciyuae NOKyMeHT He Oymer
yhaJleH, HO U He OyJeT MCIOJb30BaThCS MIPU COCTABJEHUU OTYETA.

5.1.4. BBox n ynaneHnue Tuna J0KyMeHTa

BBox HOBOTO THMa AOKYMEHTa OCYIIECTBJSETCS C MOMOIIbI0 KHOMKH "CripaBoy-
HUKH" OCHOBHOTO MEHIO T0JIb30BaTe/is, JUOO U3 MOoJist BBOAA CBOWUCTB NOKYMEHTA.

Haxmure KHOIIKY J, HalpoTUB CTPOKH HaWUMEHOBAHHE NOKYMEHTA. HpI/I 3TOM OT-

Kpoetcsi okHO "CHpaBoYHHK TOKYMEHTOB'.
JL7151 BBOZIa HOBOTO IOKYMEHTa HAXKMHUTE KHOTI- M, |

Ky 1| B cnucke nosiuTes HoBast crpoka. Beenu- % [a&
Tt =
Te Ha3BaHWe NOKYMEHTa, KOJ IOKyMEHTa M yCTa- Hamerasarve ocpena s %EEQZ%T
- KommaHauposka K '3
HOBHUTE GYIET JIM BPEMsI [0 3TOMY AOKYMEHTY JI0 T — £

Orryex. o
B HI4HEI E
MNonomka annaparype na
Orryn or

6aBasiThest K paboyemy. Ko mokymenra npezncras-
JIsieT co00U GYKBEHHOe COKpallleHHe Ha3BaHUsl THIIa
JIOKYMEHTa (HaanMep, O — ormyck, MK — wme-
CTHasl KOMaHAMPOBKa U T.1.). Kon mokymeHra 3a-
JIaeTcsl MOJIb30BaTeNeM B yIOOHOM eMy BHIE U B | |
JanbHeHrIeM ucrnosbayetcs B "Tabesie HeSIBOK MO <
npuunHam” (cum. 1. 4). :

L1 pasauyusi TOKYMEHTOB Ha NOKYMEHTBI, BPeMsl 10 KOTOPBIM H00aBJseTCs K
pabouemy, ¥ NOKYMEHTEHI, BpeMs 110 KOTOPEIM He N06aBJsOTCS K paboyeMy. BBeLEH
crosiben "Jlob6aBisiercst K paGoueMy BpeMeHH". B naHHOM cTOI01Ee 3HAUKOM # OTMe-
YalOTCSl THIBI JOKYMEHTOB, BPeMsI [0 KOTOPHIM A06aBisieTcsl K padoueMy. 3HA4YoK
YCTaHABJMBAETCS JBOMHBIM LIETYKOM MBI MO COOTBETCTBYIOILEH sTUer22

[Tocsie BBoa OKyMeHTa B CIIUCOK CTAHOBUTCSI aKTUBHOM KHOMKA . TTocsie ee
Ha)KaTHsl Ha3BaHWe NOKyMeHTa OyIeT COXpaHeHO.

s ynaneHust Ha3BaHUsI TOKYMEHTa W3 CIIMCKA OTMETbTe CTPOKY ¢ Ha3BaHUEM

T I o

HJOKYMEHTA U HaXMHUTE€ KHOIIKY i . Corstacurech ¢ npenynpexaeHueM. Tun HOKY-

MeHTa OyneT ynajeH W3 crnucka. Eciu Ha3BaHHe NOKyMEHTa HCIOJb3YeTCs CHCTe-
MOH, TO OHa BBIIACT MPEAYNPEKAECHHE, UYTO BLIODAHHBIH 3/€MEHT YAAJIUTh HEJb3S.

Ecnu cnucok HasBaHWE JOKYMEHTOB HOBOJBHO GOJBIIOH, MOXHO BOCMOJb30-
BaThbCsl MOUCKOM. J[jisi 3TOro BBeIUTEe B CBOGOAHOM MOJe Hafl (DYHKIHOHAJIbHBIMH
KHOIIKaMH Ha3BaHHe JIOKyMeHTa. ECJII/I Ha3BaHUE lIOKyMeHTa HpI/ICyTCTByeT B CIIHUC-
Ke, TO CTPOKa C ero Ha3BaHWeM OyIeT OTMeueHa CTPEeJKOH.
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5.1.5. BbI60pKa JOKYMEHTOB IO TUITY

,HJIH IpoCMOTpa y COTPYAHUKOB NOKYMEHTOB OJAWHAKOBOTO THIIA UCIIOJIb3YyETCH
BbI60pKa 0 THUIIaM JOKYMEHTOB.

ﬂJ’IH BbI30OBA BbI60pKI/I Ha>XMHTE€ Ha KHOIIKY @ . Ha 9KpaHe MOABUTCHA HOBOE

okHO "CnpaBOYHUK AOKYMeHTOB".
BrifepuTe THN JOKYMEHTa, 1O KOTOPOMY ‘x‘ﬁlﬁ - ‘
Heo6X0IUMO caiesath BeiGopKy. Ecan cnmcok e
Ha3BaHUH JOKYMEHTOB IOBOJBHO OOJIBLIOH, | |imemmsme S —
MOKHO BOCIIOJTb30BATBCSI [IOUCKOM. JIJIST 3TO- | [mme ™" o
ro BBeIUTE B CBOOOMHOM IOJie Hal (DYHKLIHO-
HaJIbHBIMH KHOTIKAMHM Ha3BaHHe NOKYMEHTa.
Ecnu HasBaHHe NOKyMeHTa MPHUCYTCTBYeT B
CIIUCKe, TO CTPOKA C ero Ha3BaHHWeM OymeT
oTMeueHa cTpeskol. Iljisi BbBOAA BbIOOPKH
MO THIy JOKyMeHTa HaxkMuTe KHonky "OK".
B crincke onpaBraTe ibHBIX JOKYMEHTOB BCeX 7K
COTPYIHUKOB OYeT BbIBENEH CIHCOK AOKY- o X e

o aoxe | AoSmercal =]
HauieHoBaHye aokyverTa EAm

Drmyerc 0
BonbHimHoli 3

Monomka annaparype! A
Orryn or

Tl

MEHTOB, BbI6paHHOl"O THUIIA. :
ILHH BO3BpallleHHsA K UCXOOHOMY CIIMCKY OINpaBAaTeJ/JIbHbIX NJOKYMEHTOB BCEX

COTPYIHHUKOB Ha)KMUTE KHOMKY & B nossusmwencs okHe "CnpaBoUHUK IOKY-

MEHTOB" Ha)XMHUTe KHONKY "OTMeHUTBH".
B oxHo "CripaBouHHK JOKyMeHTOB" TaKxke MOXKHO BHOCHTb M HOBBIE JOKyMeH-
ol (cM. m. 5.1.4.).

5.1.6. BbiGopKa TOKYMEHTOB MO AaTe

Jl1s1 mpocMoTpa AOKYMEHTOB COTPYIHHUKOB 32 OINpeleseHHbIH NePUOL HUCIIOJb-
3yeTcsl BbIOOpKa 110 JaTaM.

[Tepen BeIGOPKOH HEOOXOOMMO MPeIBAPUTENBHO 3a4aTh BPeMEHHOH HMHTepBaJ, 3a
KOTOPBIA HEOOXOAUMO NPOCMOTPETh JOKyMeHTHI. BeiGop BpeMeHHOro HHTEpBaIa oCy-
LLIeCTBJ/ISIETCS. C MOMOLIBIO JONOJHUTE/BHOIO KajleHIapsl Hadasa U KOHLA BBIOOPKH,

PAacIoJI0KEHHOTO PSIIOM C KHOTIKOH e Brifop naT B IOMOMHUTENBHOM KajeHzaape

OCYILECTBJSIETCS COracHo M. 4.2. BpeMeHHOU HHTEpPBaJ B IOMOJHUTELHOM KaJleHIa-
pe He 3aBHUCHUT OT BPEMEHHOTO HHTePBaJia B OCHOBHOM MEHIO MOJIb30BATES.

['paHuLEl BpeMEHHOT0 HHTepBaJa 1/ BbIOOPKH IOKYMEHTOB 110 JaTe ONpeneJs-
foTcst o "Jlate Havyasa IeUCTBUS" TOKYMEHTa.

[Tocse Toro, Kax oH BEIOpaH, HAXKMUTE Ha KHOTIKY Y g BepXHEH 4aCTH OKHa.
B cnucke onpaBnaTesbHBIX JOKYMEHTOB OCTAHYTCS TOJbKO JOKYMEHTHI, COOTBET-
CTBYIOIME TaHHOMY TI€PHOLY.

J171s1 Bo3BpallleHUs] K UCXOOHOMY CIIUCKY Ha*KMHUTe KHOMNKY ¥ eme pas.
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5.2. CNUCOK AOKYMEHTOB Ha CBEPXYPOUHbIe paboThbi

CnrcoK JIOKYMEHTOB Ha CBEPXYpPOYHBEIE PAaGOTHl OTKPHIBAETCS NPHU HAXKATHH B
okHe pasgesa "JlokyMeHTHI" Ha 3aknaaky "Ceepxypounsle [letpos MBan MBaHo-
Buu" ((haMuIMss MEHsIeTCs B 3aBUCHMOCTH OT BHIOPAHHOTO COTPYHHKA).

Hokymerme CONOBLER AHATONMA ANEKCAHAPOBMY  Cespryposreis CONOBLER AHATONMA ANEKCAHAPORMY |

ThRG Dars Nara e Bperis Bpera
ROKYMEHTa eeona | oot e Havana KOHua
AOKYMEHTS AEHCTEMA AEHCTEHA
15/08-CBB | CoeprypoiHeIE BHE NPEANPUSTHA 13.08.2001 13.08.2001 @ 1800 20:00
45/08CB | Cesprupounele 15.08.2001 15.08.2001 @ 1800 20:00

P 57/08CE | Ceepxypoutere 22.08.2001  22.08.2001 @ 1200 20:00

Horep
AokyMErTa

CrnuCcoK TOKYMEHTOB COCTOUT M3 CJENYIOLIMX KOJOHOK:

- B KoJioHKe "Homep mokyMeHTa" CTOUT HOMep, TIPUCBOEHHBIA OTPABAATEbHO-
MYy DOKYMEHTY;

- B KoJioHKe "HasBaHue HOKyMeHTa" COHEPKHUTCH TepedeHb NOKYMEHTOB Ha
CBEpXYpOUHble pabOoThl HA MPEANPHUITHU U BHE NPeINPUATHS;

- B KoJIoHKe "JlaTa BBOAA JOKYMeHTa" CTOUT AaTa BBOJAA NOKYMEHTa,;

- B KoJioHKe "JlaTa neHcTBUsI" CTOUT JaTa AeHUCTBHUS JOKYMEHTA;

- B KOJIOHKe "3aKOHHOCTh" YCTaHOBJIEH 3HAUOK @ . 3esieHbIH LBET yKa3blBaeT

Ha TO, UTO JOKYMeHT OyIeT HCI0/b30BaTbCs IPH COCTABIEHUH OTYETOB, Kpac-

HbId — He OyIerT;

B KoJioHKe "Bpemsi Hauana gedcTBUS " CTOUT BpeMsi Hadyaja CBEPXYPOUHBIX

pabor;

- B K0JIOHKe "BpeMs KoHLa eHicTBUS " CTOUT BpeMsl OKOHUAHHUS CBEPXYPOUYHbBIX
pabor.

5.2.1. BBoxg HOBOTO JOKYME€HTA AJ COTPYIHHKA

Jnsi no6aB/ieHHsT B CIUCOK HOBOTO JOKYMEHTa HaXKMHTE KHOIKY g BepxXHeH
JacTH OKHa pasuena "JloKyMeHTH'. B CIHCKe NOKYMEHTOB Ha CBepXypodHble padoThl
TOSIBUTCS] HOBasi cTPoKa (1o ymosanuio B crosibuax "Jlata Beona nokymenta' u "Jlata
NeHCTBHS" CTOMT TeKyIluasi IaTa, BpeMsi IeHCTBHSA JOKyMEHTa He ONPe/IeJIeHo).

Homep aokumerta e —
Haweriosanie Nokuriera [ Cesprypouriis =1
[aTa EEOAS AOKYMEHTS 22 08.01 =
Ilara aeficreun 22.08.01 =]

Bpema eficTens [1z00 £ [CONOBEEE AHATONMMA ANEKCAHOPOENY =1
3

B ctpoke "Homep nokymeHTa" BBeIUTE HOMED NOKYMEHTA.

B ctpoke "HanmeHoBaHHe TOKyMeHTa" C TOMOILBIO BBINANAMONIErO CIIUCKA BHIOEPH-
Te THIl NOKyMeHTa. Ecsu B crivcke HEOOXOMVWMBIM THIT JOKYMEHTa OTCYTCTBYET, TO
BBEIMTE ero ¢ nomouipio okHa "CripaBouHuk nokymeHTtos" (cm. m. 5.2.3.).

B ctpoke "Ilata medicTBHsA" BBeAHTE HATY HNEUCTBUS NOKyMeHTa. Ecau ecTb
HeoOXOAUMOCTb, U3MEHHUTE NAaTy B cTpoKe "[laTa BBO#A HOKyMeHTa".
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Jlnst BeIGOpa DaThl HaKMHTE KHOTIKY 1__3“ [Ipu 3TOM MOSBUTCS KasleHAAph.

C TIOMOILBIO KHOTIOK B BEpXHEH YaCTH Ka/leHAAPST YCTAHOBU- [MIA] Hostpe 1588 212}

Mi Br Cp Y1 Mr Cd B
Te narty pa6OTbI COTPYIHHUKOB. Knonku E U (M| M03BOJSIOT 1
2 3 4 5 & 7 8

repeMenaTbest B KaJeHaape Ha rojl, KHOIKH [l u o] repeMenia- 195 }18 13 123 12;1 723
0T B KaJleHnape Ha Mecsill. [locsie yCTaHOBKM MeCsilla M rofa |23 24 % % 27 8 2
LIe/IKHHTE 10 Hy’KHOH JaTe MbIbo. Kanenaps npy sToM 3ak-

poetcs, BeIOpaHHas nata 6yaeT 3allOMHEHA CUCTEMON aBTOMATUYECKH.

BBenuTe mpoomKHUTENBHOCTD CBEPXYPOUYHBIX paboT B cTpoke "Bpems nericTBus”.

Baumanmue! IIpu BBoie JOKyMeHTa Ha CBepXypouyHble paboThl HE0OXO-
IMMO YKa3aThb IIPOJOJIKHTEJbHOCTh CBEPXYPOUHBIX paboT, Hanpumep, ¢ 19:00
g0 21:00. lanHble Ha CBepXypouHble PabGOThI BBOASATCH TOJBKO Ha OJMH
JeHb.

[Tocsie BHeCeHNS JAaHHBIX CTAHOBHUTCS aKTHBHON KHOTIKA E JL71s1 coxpaHeHUst
UX HaKMHUTe TaHHYI0 KHOTIKY.

JlaHHEBIE TaKyKe MOTYT ObITh COXPaHEHBl aBTOMAaTHYeCcKH. J[isi 3TOro 10CTaTouHO
MepedTy Ha APYTYIO CTPOKY TabJIHIIbI.

CBepxypouHbIe paGOThI Ha IPEANPUITHYN OTPAKAIOTCA B OTYETAX B CIY-
yae, eCJIU COTPYAHUK B 9TOT MPOMEKYTOK BpeMeHH HaXoJHJcs Ha paGoueM
Mecre. Ecu coTpyaHUK OTCYTCTBOBAJ B JaHHOE BpeMs Ha NPeINpPUSITAH, TO
CBepXypoYHbIe PaboOThHI MPU HAJUYHNY JOKYMEHTA HAa HUX B OTYETaX He OTpa-
JKaTcH.

Ecau y coTpyaiHUKa MMeeTcs JOKYMEHT Ha CBepXypO4YHbIe paboThl Ha
MPOMEKYTOK BpeMeHH, YaCTUYHO HaKJaJablBaeMbIid Ha ero pabo4yuil rpa-
¢uK, TO CBepXypPOUHBIM CUUTAETCH TOJBKO pabouee BpeMsd, BbIXOAsIIee 3a
rpaHHuIBI padoyero rpaduka.

B cayuae ecau cBepXypouHble paGoThI IPOBOAUINCH BHE MPEeNNPUATH,
U MMeeTCH NOKYMEHT Ha HUX, TO HajJuW4YHe COTPYAHHKA B 3TOT MEPHOJ Ha
NpeANpUATHH He IpoBepsieTcs, a JaHHbIEe O CBEPXYPOYHBIX padoTrax oTO-
OpaxaoTcs B oTYeTax.

5.2.2. YnaneHue 1OKyMeHTa U3 CIIMCKa

ﬂJ’IH yAaJieHUud NOKYMEHTA OTMETbTE €ro B CIHCKE W HaXMHUTE€ KHOIIKY X
[Iporpamma 3ampocHT MOATBEpPKIEHHWE Ha yaaseHue AokyMmeHta. [Ipu corsacuu
JNOKYMeHT OYIeT yiaseH U3 CIUCKa.
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5.2.3. BBox u ygaJeHue TUIA TOKyMeHTa
,— Mowck
2E
BBon ¥ ynaneHue THma JOKyMEHTa OCYIIECTB- Hameroommnamans e | 2
JIIeTCS C MOMOIIBI0 KHOMKH "CIIPABOUHHUKH' OC-  [KCempipouce e
|| Ceepryposmiie ene npeanpremin CBB v

HOBHOT'O MEHIO I10J1b30BaTeJIsl, TMOO U3 M0JIs BBOJAA

CBOUCTB JOKYMEHTaA. Haxmure KHOIIKY J, Ha-

MPOTHB CTPOKH HaUMeHOBaHWe NOKyMeHTa. [Ipu
3TOM OTKpoeTrcs OkHO "CIpaBOUHHK JNOKyMeH-
TOB". -

[TocnenoBaTeNnbHOCTD BBOJA U yIAJEHUS TH-
OB JOKYMEHTOB Ha CBEPXYpPOYHble PaGOThl aHa-
JIOTMYHA BBOAY W yIAaJeHHIO ONpaBIaTeNbHbIX 10-
kymeHToB (cMm. m. 5.1.4.). 2

[Ipu mombITKe yAaJUTh HUCIOJNb3yeMble NOKYMEHTHI, IPOrpaMMa BbIIACT Tpe-
IyTpexkaeHHe o6 0TKa3e B UX YAAJEeHHH.

Jlnsi pa3nuuusi THIIOB JOKYMEHTOB Ha CBEPXypOuHble paGOTH Ha MPeANPUITUH U
BHE TpelnpusiThs, B oKHe "CIpaBOYHHK JOKYMEHTOB" B CITHCKE THUIIOB JOKYMEHTOR
BBeEH JONOJHUTENbHBIH cTosbeln "Bae pa6oTh”. B nanHoMm cro/i6Le 3HaukoM 4
OTMeYarTCs THUIbl NOKYMEHTOB Ha CBEPXypPOUYHble paGoThl, MTPOBOAUMbIE BHE TMpe-
NpUSTHS. 3HAUOK F yCTaHABJIMBAETCS [BOHHBIM IEYKOM MBILIH [0 COOTBETCTBY-
IOLEeH sTUerKe.

]

= |

5.2.4. BoiOopKa JOKyMEHTOB IO THITY A [n |8

Bre
patorel

Koa aoky:

Harvierananie aokgmeTa S

Jl1si mpocMoTpa HOKYMEHTOB COTPYA- N L
HUKOB OJHMHAKOBOTO THIIA UCIIOJIb3YETCS  [(Feeeuporeesne oo cee v
BbIOOPKA 10 THIAM JOKYMEHTOB.

Jlns _Rri30Ba BBHIOOPKM Ha)KMHTe Ha
KHOTIKY . Ha skpaHe nosiButcst HoBOE
okHO "CrpaBOYHHUK NOKYMEHTOB".

Bribopka 1Mo THMy AOKyMeHTa [IJIs |

JIOKYM@HTOB Ha CBepXypPOUHble PaGoThl
BBIMOJIHSIETCS aHAJOTHYHO BBIGOPKE MO X o
TUNY A/ ONpaBAaTe bHbIX J0KYMEHTOB

(em. m. 5.1.5.). 2 L

5.2.5. BriOopKa JOKYMEHTOB IO AaTe

JI17 mpoCMOTpa N0OKYMEHTOB COTPYIHUKOB 3 ONpe/leJleHHbIH MePUO/ HCIIOb3Y-
eTcs BbIGOPKA 110 1ataM. Bei6opKa 10KyMeHTOB 110 JaTe ISl JOKYMEHTOB Ha CBEPXY-
pOYHBIe PabOTHI BBIMOJIHSETCS aHAJNOTHYHO BBIGOPKE MO AaTe IS ONpaBAaTe/bHbIX
nokymenTos (cm. 1. 5.1.6.).
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5.3. CoxpaHeHune AokymeHTOB B hopmate MS Excel

Ec/in BaM He06X0AMMO COXPaHUTD ONpaBaTe/IbHble JOKYMEHTbI MM JOKYMEHTHl Ha
CBEpXypOYHBIe PabOTH COTPYIHHUKOB, 3KCIOPTHPYHTe UX B (popmar MS Excel.
JIsi 9KCMOpTa JaHHBIX MPeIBAPUTENBHO BeIOepHUTe cOTpynHUKa (eMm. m.m. 5.1. u

5.2.). 3aTeM HaXMHTe KHONKY = . [IporpaMma MpeoKHUT BbHIGPAaTh AHPEKTO-
puto. BolGepute AMPeKTOpHUIO, B KOTOPOH Bbl XOTesnM Obl COXPaHUTb (paii, U
npucBoiTe Qarny ums. Coxpanute daiia. CnenaHHasi BEIGOpKa OYHeT SKCIOPTH-
poBaHa B (popmat MS Excel.

6. PABOTA C KAAEHAAPEM

Kasnenpapb c/y>KUT 1151 3alaHKsT 1 KOPPEKTHPOBKH B KajleHape BLIXOAHBIX AHEH, a
TaKKe YCTAHOBKH KaJleHIapHOro padodero BpeMeny (1o rpaduky) ¥ HOYHOIO Bpeme-
HU.

Bri30oB KaseHgaps oCyILECTBJIsIETCS C TOMOLIbIO KHONKHK "KasneHpapp" B cTpoke
MeHI0 noJib3oBatesis. [Ipu HaxkaTuu Ha Hee OTKpbIBaeTcsi okKHO "KasneHnapnb'.

B uentpe okHa pacnosaraetcs KaseHaapb Ha Mecsil. Han kanennapem pacnoda-

raeTcsd OKOILIKO C ﬂaTOﬁ.

HOI[ KaﬂeHH\apeM paCHO'HO}KEHbI NBa OKOLIKa: ﬂBoﬁHoﬁ WENYOK MBIKOA NO AaTe 03HAYanT

H3MEHWTE CTAaTyc AaTel

MECHU, H FOH' lngamuuuuuﬁ, NEpPEHOC ELIXOAHOrO H.T..Il..l
B HHXXHel yacTH OKHA yCTaHABJIUBAIOTCS: 4 |[08.06.2001 3 |

- KaneHIapHoe pabouee BpeMsi Mo rpacuky |[Ou [ Br [ Cp [ Ur [ Mr [ Cs [ Be |
(n151 ompenesieHust KoMyecTBa PaboOUKX ya- ) g T

& 7 N ¢ 10

4 5
COB M JHeH 3a JaHHBIH Mecsl C ydeToM H3- |([iiliEm = 14 15 [i60 17

MEHEHHOrO CTaTyca AaT B 3TOM MeCSLE); 122 122 Sg S‘B S: gg &l
- MPOMEXYTOK BpeMeHH, KOTOPbIH TPHHAT Ha

MPENPUSITHH, KaK "HOYHOE BpeMs . 4 >
[Tpy OTKPBITHH OKHA 110 YMOJYAHHIO B OKOLII- < EEE] oy

KaxX C JaToH, MecsilleM U roioM npeacTaBJ/l€HbL
TeKyllasd gaTa, MecCdl WU TOAd. KaJIeH[Lapb npen-

Komuuecteo patioums aHed 20

Komuuecteo patiouns yacos 160

CTaBJIeH Ha TeKylMi Mecsl. TekylM# JeHb B e | GE e
KaJleH#ape OTMeYeH TeMHBIM LIBETOM. Hounoe Bpems
B xaneHnape npasgHAYHbIE U BEIXOLHbIE THU [2m0 g [eo0 [

OTMeueHbl KpacHbIM 11BeToM. [To yMosn4aHuIo Bbl-
XOIHBIMHU JHSIMH CUHTAIOTCS Bce Cy660THHE U BOCKpecHble THU. [IpasnHu4Hble 1HH
B KaJleH/lape He OTMeUeHBl, U 3a1al0TCsl M0Jb30BaTENEM CAMOCTOSTEBHO.

Js mpugaHus QHIO cTaTyca NPa3fiHUYHOIO UM BBIXOLHOTO AHS HEOOXOAUMO
IO siueliKe ¢ JAaTOH ABAXK/bI LIEJKHYTb MBILIbIO. Suelika ToMeHsieT 1BeT Ha KPaCHbBIH.
JI151 CHATUSA DAaHHOTO cTaTyca HeoOXOAMMO ABaXK/Abl L1EeJKHYTb 110 g4elKe OTMe-
YeHHOU KpacHbIM LBeTOM. fuelika momeHsieT 1BeT Ha Oesbld. Jlata mpumer
craryc pabouero AHS.
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OrnpenesnieHre THEH CO CTATYCOM BBIXOIHOrO HJIM MPA3IHUYHOIO JHS HEOGXOIUMO
NPOBOAUTH 3apaHee. B ciyuae, ecnu B KajleHIape CTAaTyC OHSI U3MEHSIETCS 3aIHHUM
YUCJIOM, TO IJIs1 yueTa HU3MEHEHHOTrO CTaryca HaThl B Pa3/HYHBIX THUNAX OTYETOB
cenyet OOGHOBUTH XKYpHasl OTPabOTAaHHOTO BpeMeHH. [ljisi 3TOr0 B CTPOKE MEHIO
T0JIb30BAaTEJIsI HAXKMUTE KHOTIKY "2KypHas oTpaboTaHHOTO BpeMeHH'. ¥ 1a/inTe JaHHbIe 3a
Tepuo, KOTja MPOU3OLIIM H3MeHeHHsl, ¥ chopMupykTe KypHaa 3aHoBo (cM. 1. 7.4.).
[Tocnenytouiye oTueThl GYAYT COCTABASTLCS C YU€TOM BHECEHHBIX H3MEeHEHHH.

s nepeMellieHust B KaleHAape B OKOLIKAX C JATOH, MeCsILIeM ¥ FOIOM IPeLyCMOT-

PpeHbl KHOIIKH \ | H 4 , PaCIioJ/I02K€HHbIE PAAOM C COOTBETCTBYIOUIUM OKOIII-

koM. [Ipyu HaxXaTHy Ha JaHHBIE KHOMKH 3HaueHHe B OKOLIKAX COOTBETCTBEHHO IOMe-
HsIeTCsI Ha TIpeibIAyIliee 3HAYEHNe UMK Clleaylolee 3a TeKyIiM. Kpome Toro, B OKOILI-
K€ C MeCsileM HMeeTCs BO3MOXKHOCTb BBIOMPATh MeCSI C TOMOIIBIO BBINAJAIOIIEr0
CIIHCKA.
" HouHoe epemsa

Bpewmsi, npuHsiTOe Ha NMpennpUSTHH KakK ' HouHoe Bz EE
BpeMs', ycTaHaB/HBaeTcs B noJsie "HouyHoe Bpems'.

B sleBOM OKOLIKe yKa3aHO BpeMst Hayasa AeHCTBHS
HOYHOTO BPEMEHH, B MPaBOM — BpeMst oKoHuaHus. [lo ymosuanuio "Hounoe Bpemst”
MPUHATO ¢ 22 yacoB Beuepa A0 6 4acoB yTpa. ['paHuULbl HOUHOTO BPEMEHH MOXKHO

u3MeHsTh. IaMeHeHHE T'PaHUL] OCYLIECTBJAAECTCH C IIOMOIIBIO KHOTIOK B CTOPOHBI

yBeJUYeHHust U yMmeHblenus. [llar nameHeHus cocrapisieT 15 MUHYT.
Bce n3MmeHeHus1, npousBoauMble B okHe "KaneHnapp', 3alIOMHHAIOTCS CHCTEMOH
aBTOMartH4eckH. [lepecueT pabounx QHEH 1 YACOB TAKXKE MPOUCXOIUT aBTOMATHUECKH.

7. X XYPHAA OTPABOTAHHOIO BPEMEHU

Cuctema KoHTponA W ynpasnenua aoctynom PERCo-SPTEO0 [ 2KypHan orpaboTaHHoro spemMenn |

o 3arpee I Naapasasnetua §§ Tatens €, X uypHan oTPABOTAHHOrD BREMEHM HokyreHTel KaneHiape %, Bewon
& Movowe~ € Crpasosre~ 01042002 3| [30042002 8] [Aarwmcrpaws |
X||vB|O|@ x| X @ |

Bpera

Tad M U0 % | Cofiemua | MpWCYTCTEWA Ha

patouet MecTe
25839 23642 556 0:00
25310 223.32 Akl 0:00
23247 21009 205 0:00
23435 22051 58 0:00
2440 22703 08 0:00
24510 22810 412 0:00
23308 21354 402 0:00
23304 214:49 4:25 0:00
256:50 241:42 417 0:00

Paticuee | Mepepatiorka | Houroe
BpEMA EHE rpadlka | BpeMA

-
w

Afpocuros Banepui Bnagurupoeny
Weanos HeaH

K.oounoe Anekcef Bukroposiy
NonarHikoe Cepreit Kpoesuy
MNerpos NeTp

Cuaopoe Cygop

Crpynksoe 10 pui BukToposmy
Tperytios Apk.aaui Hukonaeeuy
HIHMUEWEA AHATOAME 3 aYapaoEry

w

o

n

=)

o

< 09939
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2KypHas oTpaGOTaHHOTO BPEMEHH CJYXKUT AJIST POCMOTPA U KOPPEKTHPOBKU
CYMMapHOTO BpeMeHH paGOTHl KaXKA0T0 COTPYAHHKA BLIOPAHHOTO MOAPa3e/eHus 32
TIepPHOJL.

OTkpbITHE OKHA paszena "2KypHamn oTpaGoTaHHOro BpeMeHH OCYIIEeCTBJSETCS Ha-
»KatreM KHonKH "2KypHas oTpaGoTaHHOTO BpeMeHH" B CTPOKe MeHIO MOJIb30BaTelIsI.

[Tpu nepexope K KypHasty OTPaGOTAHHOTO BpeMEeHH COTPYAHHKOB, CHCTEMOH
IPOBepsieTCs HAJHUYHe HOBHIX COOBITHH Ha YCTPOUCTBAX, U MPH UX HANTHUHH OHH
3aHocsaTcsl B Tabesb. [Ipy 3TOM TeKyIMH AeHb He yUUTHIBAETCS.

[Tepen otkpeiTHeM pasgesna "2KypHas oTpabOTAaHHOrO BpeMeHH' HEOOXOAHUMO
BEIOpATh MOJpasaeseHne, HH(OPMALHUS O COTPYIHUKAX KOTOporo OyneT ykasaHa B
XKypHase. Eciu mepen oTKpeITHEM pasfena, NoApasieseHde He ObLIO BHIOPaHO,
cHcTeMa aBTOMaTHUECKH BbIOepeT MoapasiesieHue, CTOsIIIee B CIIUCKE ePBbIM.

[Tpu OTKPBEITHH KYPHAJ COLEPKUT JAHHBIE 338 IPOMEKYTOK BPEMEHH, YCTaHOB-
JIEHHBIH B CTPOKE MEHIO M0JIb30BaTeIsI.

Han xypHamoMm oTpaGoTaHHOTO BpeMeHH pacliosiaraeTcsi CTpokKa ¢ (DYHKIMO-
HaJIbHBIMH KHOTIKAMH:

*||vBjO|@ x| x|A
1 2 3 4 5 6 7 8
1 — ynamute, 2 — 06HOBUTb, 3 — paboTa B BLIXOJHbIE U MTPa3MHUYHBIE THU, 4 —
pabora B HOYHOe BpeMsl, O — IOKa3blBaTh TOJbKO OIIMOOUHBEIE NEHCTBHS, 6 —
9KcropT B Excel, 7 — OTMeHHTb pe3y/bTaThl PelaKTHPOBAHUS, 8 —COXPaHUTDb pe-
3yJIbTATHl PeIaKTHPOBAHHSI.
KHorika | ypiassteT 1aHHbIe Ha BCeX COTPYIHHKOB, HAUMHasl ¢ HAYaIbHOM fathl (eM.11.7.4.).
[Tocsie ynaneHus: JaHHBIX HEOOX0AMMO 3aHOBO C(HOPMHPOBATH 2KYPHAJ COOBITHH.
Knorku 7 1 8 npyt OTKPBHITHH OKHA He aKTHBHbl. OHH aKTHBM3HPYIOTCS TIPH HaJIM4HH
JAHHBIX, KOTOPBIE MOXKHO COXPAHSTh U PelaKTHPOBAHHE KOTOPBIX MOKHO OTMEHSIT.
2KypHas oTpaGoTaHHOrO BpeMeHM BKJIouaeT B cebst TabembHbE HoMep, PO co-
TPYIHUKA, HAJIMYKE JAHHBIX 0 COTPyNHUKe (COOBITHS), BpeMst PUCYTCTBUS Ha paGodem
MecTe, pabodee BpeMst, lIepPePhIBEI B paboueM BpeMeHH BHe rpauka, nepepaboTKy BHE
rpacKa 1 HOYHOEe BPeMsl 3@ MEePHOJ, YKA3aHHbIH B MEHIO [0JIb30BaTEs.
B xosonke "Co6biTHS" TOKa3aHO HAJWYHeE WM OTCYTCTBHE HEKOPPEKTHBIX JaH-

HbIX. EciiM B sUelike CTOUT 3HA4OK ﬂ TO XOTsl Obl B OJHOM W3 JHEU BbIOOPKHU

MMeI0TCA HeKOPPEKTHbIE JaHHble (HanmpuMep, annapaTypa 3aQUKCHpOBaJa IBOHHOM
NPOXOJ Yepe3 TYPHHKET HJIM eCTb BXOM, HO HeT Bbixona). [Ipu oTCyTCTBHU HEKOp-
PEKTHBIX IaHHBIX B silUeHKe CTABUTCS 3HAUOK 4.

[Ipy nBOWHOM IleslUKe MBILIBIO MO sSTYedKe CO 3HAYKOM B KoJsioHKe "CobbiTHs’”
HarpoTHB COTPYAHUKA TOAPAa3IesieHHs], B IOTIOMHNTENbHBIX OKHAX XKypHasa oTpabo-
TAHHOTO BPEMEHH MOSIBJISIOTCS BCe COOBITHS U JOKYMEHTh HA TAHHOTO COTPYAHHKA 32
yKasaHHbIA nepuona. UTtobel y6paTh HOMOMHUTESbHbIE OKHA, HAXKMHUTE ellle pa3 Ha

kHOMKY "?KypHas oTpaGoTaHHOro BpeMeHu" Wil KHONKY _ ¥ | — OGHOBUTD.
y 8yp p p y
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B kosonke "Bpemst npucyTcTBus Ha paboyeM MecTe" MMOKa3aHa CyMMa BPeMeHH
OT TIepBOr0 BXOAA O NOCJEIHEro BbIXOAA Uepe3 MPOXOAHYIO IMpPeNpHsTHS 3a
BbIOpAHHBIN MEPUOS.

B kosonke "PaGouee BpeMs" Mmoka3aHO BpeMsi HaXOXJAEHHs COTPYAHHMKA Ha
pabodyeM MecTe 3a yKa3aHHbIH NEPUOI B COOTBETCTBUH C €ro rpaukoM paboThl.

B kosionke "[lepepa6oTka BHe rpaduka” nokazaHa cymMma BpeMeHH, POBeeH-
Hasi COTPYOHHUKOM Ha padodyeM MecTe BHe ero rpaduka padoThl.

B kosonke "HouHoe BpeMs" ykazaHa cymMMa BpeMeHH, POBEIEHHOTO COTPYI-
HUKOM Ha paGoTe nocje 22 yacos ¥ 10 6 yacos yTpa (rpaHuiibl HOYHOTO BpeMeHH
MOXKHO MEHSITb).

[Tpu nBOHHOM lleJUKe MbILIbIO 110 SYelKe CO 3HAUKOM @ uin ' B KOJOHKe
"Co6biTHS", TIOA KYPHAJIOM OTPaGOTAHHOTO BPEMEHH OTKPHIBAIOTCS BA AOMOJIHH-
TeJIbHBIX OKHA:

- CJIeBa OKHO €O CNUCKOM JOKyMeHTOB (OmpaBraTesbHble IOKYMEHTHl M IOKY-

MEHTBI Ha CBEPXYPOUHYI PaboTy) BHIGPAHHOTO COTPYAHUKA 3a MEPUOL.

- CTIpaBa OKHO CO CIIUCKOM COOBITHH (MPUXOIBI-yXO0/Ibl) BHIGPAHHOTO COTPYIHUKA

3a MepHOL.

Cnrcok OKyMEeHTOB CJIY2KHT JJIst TIPOCMOTpa B pasnese "2Kypras otpaboras-
HOTO BpeMeHM" CIIHCKAa ONpaBAaTeNbHBIX JOKYMEHTOB COTPYAHHKA H H3MeHEHHS
3aKOHHOCTH JIeUCTBUS LOKyMEHTa TP COCTABJIEHHH O0TUeTOB. CIIHCOK BKJIIOUAET Te

¢ CucTeMa KonTpons 1 ynpasnenws AocTynon PERCo-SPT600 [ Xyphan oTpaboTanHoro spemeni | =10 x|

4 Zacpers FE2 Moapasaenenua HH Tatens ©,, KypHan oTpadoTaHHOra BpemeHi LoryreTe! Kaneraaps ] Beron
@ Novoue ~ @ Crpssounacn~  |01.11.2002 51| [2317.2002 51| [Owaen14 =
% || v |m @] a]x|a \ ]
Ta6. N PUO Coteria mw:;;r’:‘m 1a | ibetes pag;':i Bpenn | BPEMA | po o BpeR o ey |va4D;T\;:sM F|
epenm Data npHona no ysona no
L patieen ecTe Be T npucna | TS| yiona | JEEARC | mo rpamuky Ha pasoven
» 3 | Afipocuos Banepis Bnagveipos v %5639 23542 1 MeEcTE
3 | Meanos Mean v 25310 22932 (04112002 09.08 0200 1715 20:00 100 803
16 Kocunos Anexcen Bukroposin e 23247 210:09 06.11.2002 | 08.02 03:00 1804 18:00 1.00 a0
21 Ceprei Dpbesn a 2343 22051 05.11.2002 06:00 0500 1801 1800 100 a01
2 |Merpos Merp a 24470 22703 07.11.2002 0903 1704 000 [iTi] 801
1| Cunopoe Cuaop a 24510 22510 08112002 03.01 08:.00 1802 20:00 100 go0, |
Crpyneros puit Busroposus a 23308 21354 09.11.2002 | 09:03 00:00 1701 000 000 757
13| Tperyt a 2:3m 21449 10.11.2002 0301 0000 1502 000 [iFi] 601
1 | Hlmausmi Axaronui Inyanaosu 4 256:50 241:42 11.11.2002  09:40 08:00 174 20:00 100 &0l
1311.2002 11:00 0500 2038 1800 100 938
17.11.2002 0000 2043 0.00 [ii] 000
ara ara ara Yuactue & =
e | Hareropae aoruvera e Hgma f;.m Jaxon- Lara | B | T | e
M| (RS || AL SR | 0411 2002 30605 Bxaa, no nponycky Yuacreyer
3 ERRRRRARRRRRRAL 17112002 | 1211.2002 1211.2002 @ | 4112002 171455 Broa no nponycky Torrerr
¥ 04.11.2002 171500 Bewoa no npanycky [
|| 04.11.2002 18:00:42 | Bewoa no npanycky He wiacTeyer
|| 05.11.2002 %0241 | Braano nponycxy Yuacteyer
|| 05.11.2002 180338 Bemoa no npanyoky Yuacteyer ||
|l 08.11.2002 $00:27  Broana nponycky uacTsuer
|| 06.11.2002 18.01:01 | Bemoa no npanycky Uuacteyer
[l 07.11.2002 20341 Braoano nponycky UnacTeyer
|| 07.11.2002 17.0428 | Bemoa no npanycky Yuacteyer
| 08112002 S01:22 | Braa no nponycky Ynacteyer
| 0a.11.2002 12:01:51 | Buwon no nponycky Yuacteyer
[l 0g.11.2002 90341 Broano nponycky uacTeyer
[0g.11.2002 20558 Braoano nponycky He yiacreyer
|_|0g.11.2002 17.00:38 | Bewoa no npanycky Yuacteyer
. - 10.11.2002 S01:21 | Braa no nponyexy Ynacteyer =
1
[OME30BATEE . admin ] ] 7
[MOMES0BATEME: aduin [Eere coemmmemne ¢ apaizc[PaBoram. ..
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»Ke KOJOHKM, YTO M CIIMCOK B pasgese "JlokymenTn" (m.5.1). B koHue crnucka
no0aBJ/IeHbl [Be KOJIOHKH [/l yueTa BpeMeHH JeHCTBUSI CBEPXYPOUYHBIX paborT:

- B KoJIoHKe "Bpemsi Hauasia TeACTBUSI" CTOUT BpeMsi Hadyaja CBEpPXypPOUHbIX pabor;

- B KoJIoHKe "BpeMsi KoHIIa IeHCTBUS" CTOUT BpeMst OKOHYAHHS CBEPXYPOUYHBIX PaboT.

[laTa nedcTBUsI CBePXYpPOUHBIX PAGOT HEe MOXKeT BHIXOIHUTb 32 PaMKH BEIOpaH-
HOTO MepPUOA.

B cnucke ompaBpaTesbHbIX JOKYMEHTOB OTPaXKAIOTCS TOJNBKO Te NOKYMEHTbI,
JaTa Hauaja UM KOHLA NeHCTBUS KOTOPHIX BXOIHUT B PAMKH BHIOPaHHOTO MepHoaa
pasnena "2KypHas oTpaboTaHHOTO BpeMeHH" .

Cnucok coOBITHH 03BOJISIET IPOCMOTPETh COOLITHS, 3aPETUCTPHUPOBAHHBIE CHC-
tTeMod. CIIHCOK COEPKUT MH(OPMALHUIO [0 faTe, BPEMEHH W THUIY COOLITHS, a
TaKxe MHPOPMALHo 06 yJyacTHH COOBITHS B pacuetax padouero BpemeHU. CTPOKH
¢ TunoMm cobbitus "Bxom mo mpomyckKy" oTMeueHbl B TaOJIHle YKEJNTHIM LIBETOM,
CTPOKHU ¢ THUMOM coObiTUs1 "Bbixon mo mpomycky” — GeJbiM.

7.1. TIpoCMOTP AQHHbIX O COTPYAHMKAX MOAPA3AEAeHUs 3a OTHETHbI NepruoA

Jl1s1 BEIBOZI@ XKYpHa/Ia 3afaiTe MPOMEXKYTOK BPEMEHH, 32 KOTOPBIH HEOOXOMUMO
nosyuuth uHdopmaumio (cum. m.4.2.).

Bbl6op OTUeTHOro Mmepuojfa MOXKHO OCYLIECTBJSTb KaK IO OTKPBITHS KypHalja
0Tpab0TaHHOIO BPeMeHH, TaK U IocJe.

Ecsm otdeTHBIN Tepron Obla BHIOPAH 10 HAXKATHs Ha KHONKY "2KypHas oTpabo-
TAHHOTO BPEMEHH", TO NIPH OTKPBITHH JKypHasa JaHHblE O COTPYIHHUKAX MOApasJe-
JleHus OyayT BblBeleHbl Ha 9KPaH aBTOMATHYECKH.

Eciu oTyeTHBIH mepuon OblT BEIOpaH MOCJe Ha)KaTHs Ha KHONKy '2KypHan
0TpaboTaHHOTO BPeMeHH", TO JJIs TIOJYUeHHsT JaHHBIX 3a NEPHOJ HeOOXO0IUMO Ha-

XaTbh Ha KHONKY _ ¥ |. JIaHHEIe 0 COTPYNHHKAX B XYpHaje GYIyT OGHOBJIEHBL.
Jl151 mepexona K JaHHBIM O COTPYIHHUKAX APYTOro NoapasaesneHus BblOepuTe Mox
CTPOKOH MEHIO M0JIb30BaTeJsl B BbINAJAIOLIEM OKHe Ipyroe nojapasjeseHue U Ha-

xmuTe KHONKy ¥ |, JlaHHBIe 0 COTPYAHHMKAX B JKYypHase OyAyT OGHOBJIEHbI.
7.2. TIpoCMOTpP AAHHBIX O COTPYAHMKAX MOAPAa3A€AeHUs!, padOTaBLIMX B
OTYETHOM MEePHOAE B BbIXOAHbBIE AHU

[Tocue OTKPBITHSA KYpHaJa OTpa6OTaHHOI‘O BPEMEHHU Bbl MO2KETE MPOCMOTPETH
JaHHbI€ O COTPYAHHUKaAX INOoApa3aeseHrs, KOTOpbIe pa6OTaJII/I B OTYUETHOM IIepuoae

£

B BBIXOOHBbIC U MPA3AHUYHBIE OHH. IL)’IFI 9TOT0 HaXXMHUTE KHOIIKY . B KypHaJie
OCTaHETCs CIHUCOK COTPYOHHUKOB, pa60TaBme B }laHHbeI nepuon B BbIXOOHBIE W
npa3gHUYHbIE IHU C YKa3aHUEM OTpa6OTaHHOFO BpEeMEHH.

E
ILHH BO3BpaTa K UCXOAHBIM JAHHBIM HAXXMHTE€ KHOIIKY elie pas.
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7.3. ToAyuyeHHne AaHHbIX O COTPYAHMKAX NOApPa3A€AeHUsl, padOTaBLINX B
OTYETHOM MEepPUOAE B HOUHOE Bpemsi

[Tocae OTKPBITUSA 2KYpHaJia OTpa6OTaHHOFO BPEMEHH Bbl MOXKeTe MPOCMOTPETH
JNaHHbIE O COTPYAHHUKAX MOAPa3aeeHnsi, KOTOPbIE pa60TaJm B OTYETHOM IEPUOIE B

HOYHO€ BpeMs. ILHH 9TOT'0 HAaXXMHTE KHOIIKY @ B KYypHaJie OCTaHeTCs CIIMCOK
COTPYAHHKOB, pa6OTaBI_I_[I/IX B JAHHBIH nepuoa B HOUHOE BpeMd C YKa3aHUeM OTpa-
60TaHHOI0 BpeMeHH.

ILJIH BO3BpaTa K UCXOAHBIM JAaHHBIM HAXKMHTE KHOIIKY @ elie pas.

7.4. OOHOBAEHME AAHHbIX B TeKYLIeM XKypHaAe OTPabOTaHHOrO BpemeHU

O6HoBsIeHNE JAaHHBIX B XKYPHaJ/€ OCYILIECTBJIACTCA Ha2KaTHEM KHOIIKH v .
Ho He Bce JNaHHbIE, TIPEACTABJCHHbBIE B XKYpHaJIe, MOTYT OOHOBJIATBCS IIpHU HaxKa-

THHU Ha KHOIIKY v . TaK, HalpuMmep, Ipru U3SMEHEHHWH BPEMEHHbIX 'PaHUL] HOYHOI'O

BpeMeHH (cM. T1. 6) JaHHbIe NPH HAXKATHH Ha 3Ty KHOMKY OOHOBJAATLCS He OYIyT.
JI1s1 TOro 4TOOH MPOLOJIKUTEIBHOCTD PAGOTHI COTPYAHHUKOB B HOUHOE BpeMs Oblia
nepecynuTaHa, BBenuTe BpeMeHHOH nHTepsas (em. 1. 4.2.). [Ipuduem B JIeBOM OKOLLI-
Ke J0J/’KHA OBITh YKa3aHa 1aTa, ¢ KOTOPOH BBOOUTCS HOBoe HOouHoe BpeMs. [locise

3TOTO BBHIEINTE JTIOOYI0 ST4edKy XKYpHana M HaXKMUTE KHOMKY ﬂ [Tporpamma

BBIIACT MpenylpexaeHue, UTO BCe JaHHble, HAUMHASA C AAThl, YKa3aHHOU B JIeBOM
OKOLLKE, [0 TeKYIIHH MOMEHT OYAyT yAaJeHbl U3 KypHaJa.
Corsacurecs ¢ npenynpexneHueM. JlaHHble B xKypHaJe OyayT yIaldeHbl.

HeoGxoauo y4HTLBATS, 4TO AaHHLe
XKypHajia COObITUH OCHOBHOTO IPHUJIOXKeE-

Eyayr ynaneHkl Ece TaBEnEHEIE AaHHEIE O COTPYIHMESR? o
@ caararud >= 01.03.01 HUA 3a ONpeneJIeHHbIA IE€PUOL MOTJIN OBITb

| yranens! (cM. "PyKoBoACTBO MoJb30BaTe-

= JIsl /151 OIlepaTopa CUcTeMbl").
Jl1si 06HOBJIEHHS] NAHHBIX Ha’KMHTe
KHOTIKY "2KypHasn oTpaGoTaHHOrO BpeMeHH' B CTPOKe MEHIO IT0Jb30BATeJsl HIH

KHOIIKY v . Cucrema COOOILMUT, YTO MOSIBUIMCH HOBbIE TaHHbIE OT KOHTPOJIJIEPOB,

W npeayiokuT ux o6HoBUTh. [Tocse Haxkatus "OK" HauHeTcst mpolecc 0GHOBIEHUS
IaHHBIX, 10 OKOHYaHUH KOTOPOrO NaHHbIE B XKypHaJe OyAyT OOHOBJEHBI.

Ecau 1o ynaneHusi TaHHBIX M3 XKYypHaJa MPOU3BOAUJIOCH PeIaKTUPOBAHHE JaH-
HbIX (CM. . 7.7.), Takre BHeCEHHbIe KOPPEKTHPOBKK OymyT yTepsiHbl. [loTpe6yer-
Csl HOBO€ pPelaKTHPOBaHHE NaHHbIX.

AHanornuHble IeACTBUS BBIIOJHSIOTCS TAKXKe MPH U3MEeHEHHUH 3aIHUM YHCJIOM
NPa3IHUKOB U CXeM paboTHL.

7.5. INpocmoTp cnucka coobITHi
Jl1st mpocMoTpa crnrcKa CoObITHH ABAX/bl LIEJKHUTE MBILIbIO 10 siyerKe "CoObl-
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THs" B JKypHaJe 0TpaboTaHHOr0 BpeMeHH. [10SIBUBIIMHCS CITUCOK CONEPXKUT HHDOP-
MalHIo TI0 BXOJAM-BbIXOlaM COTPYIAHHKA 32 OIpele/IeHHBIH IPOMEKYTOK BpeMeHH. B
CIIUCKe MOKAa3aHbl TOJbKO COOBITHS, 3aPerHCTPUPOBAHHBIE AMIAPATYPOH CUCTEMBI.

B crmicke cTpoku ¢ cobuiTHsAME "Bxon mo mpomycky" BblIeJEHBI JKEJITHIM LBe-
TOM, CTPOKHU C cOObITHsIMH "Bbixoz mo mpomycky" — GeJbiM.

Eciu siuetika "CoObITHS" B XKypHaJe 0TPabOTAHHOTO BPEMEHH HATIPOTHB COTPYI-

HHKa COLEP2KHUT 3HAUOK m, TO B CIIMCKE COOLITHH COTPYAHHKA COAep2KATCSA HEKOP-

PEKTHBIE TaHHbIE. &
J17151 mpocMOTpa HEKOPPEKTHBIX AaHHBIX [0 COTPYAHUKY Ha)KMHUTE KHOMKY J

U JIBaX[bl IIEJKHUTE MBIIIbIO [0 SYeHKe CO 3HAUKOM ﬂ B cnucke OCTAaHYTCHA

TOJIBKO HEKOPPEKTHbIE HAaHHbIE. K Takum JaHHBIM OTHOCSATCA: BXOH TIpHU OTCYT-
CTBHUH BbIXOJa, ABA BbIXOJA IPX OOHOM BXOAE U T.H.
ILHH BO3BpaTa K IOJHOMY CIIUCKY COOBITHH HeO6XOI[I/IMO €lle pa3 HaxaTb Ha

KHOIIKY @ W IBaxKAbl LIE€JKHYTb MbILIbBIO I10 siyeKe CO 3HAYKOM @ HalpoTUB

BbIOPAHHOTO COTPYAHUKA.

Ecau B siueiike "CoObITHsI" HANIPOTUB COTPYOHHUKA CTOUT 3HAUOK &, TO MO
IAHHOMY COTPYIHHUKY 32 BbIODaHHBIH MEPUOA B CIIHCKE COOBITHH BCe JAHHbIE
KOPPEKTHBH, T.e. Ka)KIOMY BXOAY COOTBETCTBYET BHIXOA. B aToM ciyuae, ecsu

Ha)kKaTb Ha KHOTKY ﬁ U IBXK]BI LIEJKHYTh 110 sTUeHKe CO 3HAUKOM 4, Tab/u-
1a coObITUH OyHeT mycTa.

7.6. CNMCOK AOKYMEHTOB

CHHMCOK JOKYMEHTOB OTKPBIBA€TCST OMHOBPEMEHHO CO CIUCKOM cOOBITHH. CIHCOK
COIEPXKHT BCE JOKYMEHTHI, CBSI3aHHblE C COTPYAHHUKOM, 32 BbIOpPaHHBIH MEPHOLL.

JIaHHBIH CITHCOK TOKYMEHTOB CJIY>KUT IJIsl IPOCMOTpa B pasnese "2KypHas orpa-
60TaHHOTO BpeMeHH" ONpaBJaTe/bHBIX JOKYMEHTOB COTPYAHHKA M M3MEHEHHs 3a-
KOHHOCTH JlteICTBI/IFI JOKYMEHTA MMPHU COCTaBJIEHHUH OTHETOB.

Ec/ii HeT yBepeHHOCTH, UTO JOKYMEHT GOJIbllIe He IPUTOAUTCS, CTOUT OMEHSATh
B rpade "3aKOHHOCTB" JBOMHEIM ILIEJUYKOM MBIIIH IIBET 3HAYKa @ ¢ 3eJIeHOro Ha
KpacHbIH. B aToM ciyuae mokymMeHT He OyneT yhaJjeH, HO M He OyHeT HCIOJb30-
BaTbCs MIPH COCTABJIEHNH O0TYeTa. [IpH H3MeHEeHHH 3aKOHHOCTH 1EHCTBUS NOKyMeH-

Ta HA2KMUTE KHOIIKY E, 160 OTMEHHUTE pe3yJbTaThl PpEAAKTHUPOBaHHs, HaXKaB Ha

KHOIIKY ﬂ

7.7. PeaakTUpOBaHMe AAHHbBIX )KypHaAa OTPabOTAaHHOIO BpeMeHH

B paspene "2Kypnan orpaboTaHHOTO BpeMeHH' TpefyCMOTPEHA BO3MOXKHOCTb
pelaKTHPOBaHHUsl JAHHBIX. PenakTupoBaHHe MOXKET OCYIIECTBJATbCS BPYUHYIO H
aBTOMATHYECKH.
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PyuyHoe pegakTupoBaHue

PyuHoe penakTHpoBaHHE MPOU3BONUTCS Takxke Kak W B pasgnese "TaGesb" B
okHe "PenaktrpoBanne naHHbIX . OKHO peJaKTHPOBAHMUS BEISBIBAETCS MIPH LIETUKE
IPaBOM KHOMKOH MBILIH MO MOJI0 OKHA pasfena "2KypHan oTpaGoTaHHOTO BpeMe-
Hu". [Ipu 3ToM TosBJsIETCS MEHIO.

[Tpu HaxaTuu Ha cTpoky "PenaktupoBath” cnpaBa oT FenakTHpoBaTE
JKypHaJa MosiBUTCS OKHO "PefakTHpPOBaHUS NaHHBIX . Zakpbme

Cognepxumoe okHa "PenakTupoBaHue IaHHBIX" U T10O-
PSIOK PeNaKTHPOBAHHS JAHHBEIX OMHCAHH B 1. 4.3.3.

Jlnsi mpocMOTpa IaHHBIX B XKypHaJe 0TPabOTaHHOTO BPEMEHHU C y4eTOM BHECEH-

HBIX M3MeHeHHH HaxkMuTe KHOKy _ ¥ | JlaHHBIe B >KypHase GyLyT OOHOB/IEHB.

ABTOMaTHUECKOE pelaKTUPOBaHHE
ABTOMaTHYeCKOe peIaKTHPOBAHUE OCYIIECTBISETCS C MOMOLIbIO KHOMOK:
1 — nepecuurats pabouee Bpems,
2 — 3ampeTHTb yuacTHe B pacuere paboyero BpeMeHH.
ABTOMaTHYeCKOe pelaKTHPOBAHHE II03BOJISET HCKIIOUYATh M3 pacdyera HEKOp-
- peKTHble NaHHble (IBOHHBIE BXOIbl HJIH BBIXOMIbI).
@ ’ J1si penaktupoBanus B pasnese "2KypHan oTpaGoTaHHOTO Bpe-
1 MeHH" OTKPOHTE CIIUCOK COOBITHH /ISl COTPYAHHMKA, KOTOPOMY He-
00X0IMMO ITPOU3BECTH NepecueT padodero Bpemenu. Harinute B crivic-
Ke COOBITHE, KOTOPOe HEOOXONAHUMO HCKIIOYHUTD U3 pacueTa, i OTMETbTE €ro B CIIHC-
Ke. [locse Toro kak coGbiTHe OTMEYEHO, Hal XKYpPHAJOM OTPaGOTAHHOTO BpeMEeHH

MOSIBUTCST KHOITKA '. Haxwmute Ha Hee. B crosibue "Yuactue B pacyerax” s
JIAHHOTO COOBITHS 3aMuch "YuacTByeT u3meHutcs Ha "He yuactByer". JlaHHOe co-
OBITHE TIPU NepecdeTe pabouero BpeMeHH 13 pacdera OyLeT MCK/IIOUEHO.

Jl1s1 BKJIIOUeHHs1 coObITUA B pabodee BpeMsl IIPU INepecyeTe OTMeTbTe €ro H

HaXKMHUTE Ha KHOTKY ’ B crosbue "Yuactue B pacuerax” st JAHHOTO COOBITHS
3anuch 'He yuacTtByer" nuameHutcs Ha "YuactByet". JlaHHOe COOBITHE MPU Mepe-
cueTe pabouero BpeMeHH OyleT BKJIOUEHO B pacyerT.

OTtkpoliTe 0kHO "PenakTHpoBaHHe NaHHBLIX', MIEJKHYB MPAaBOW KHOMKOH MBIIIH
Mo MoJI0 OKHa pasfena "2KypHan oTpaboTaHHOTo BpeMeHH'. B mosiBuBLIEMCS
MeHI0 HaXXKMUTe Ha cTpoKy "PenakTtupoBats”. CripaBa oT KypHaJa MOSIBUTCS OKHO
"PenaktupoBaHue JaHHbIX".

[1pu nepexone k okHy "PenakTupoBaHue TaHHBIX"' CTAHOBUTCS BUOMMOM KHOTIKA

* L * L
C} HaxxmMute KHONKY C} [Tepepacuer pabouero BpeMeHM 6e3 ydyeTa HC-

* L
KJIIOUEeHHBIX COOBITHH OyneT npousseneH. [Ipu 3TOM Ha)KUMaTh Ha KHOTIKY =
cJleyeT HaxXo[sCh HA TOH CTPOKe B OKHe "PenakTHpoBaHHe TaHHHIX', paboyee
BpeMsl KOTOPOU HeoOXOAMMO IepecyuTarh.
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¢ Cuctema koHTpons W ynpasaenua goctynom PERCo-SPTE00 [ XKypHan oTpaboTanHoro spemenn | | _ =] x|

& Jarpere Bz Mogpasenetis @ Tatiens €, KypHan oTPABETEHHOTO EREMEHH JokyreHT el Kanenaape ], Bewon
@ Norvowe~ € Crpasosrm~ 01042002 31| [3004.2002 81| [Aamrcrpaumn =]
|| v B|O|@|X|x |8 | Cw
Bpemi =1
Tad N U0 % | CofiemuAa | npucyTcTE B Bpera Bl Bpeta
patoHer k Dara npﬂxma NpHEa4a No ySona yroga na
2 3 |Afpocuros B anepuii Bnaguraiposuy v TPabUKy TpapiKy
3 |Mearos Mean v - - - -
16 |Kocnas Anercen Brkronoe & (M 01.04.2002 0748 08:00 2020 2000
1 | Manarrkos Cepred lpsesms & | |02.04.2002 0B:03 08:00 20032000
2 Merpoe Netp & | 03042002 0749 08:00 2008 2000
7 |Craopos Craop & | |04.04.2002 0755 02:00 2026 2000
Crpynoros DA Brkropaem & | |05.04.2002 0753 02:00 2024 2000
13 | T peryBios Apranui Hukonaceis & 08.04.2002 0214 02:00 2029 2000

Dara Dara Dara = YuacTie 5| =
Homep 3akoH - Hata ‘ Bpema ‘ Tun ‘ ﬂ
|OKYMEHT: HaumeHosaH1e aokumeHTa ozsra.;frra zgzigan ;;:1':;49 oy J PaCHETE
oKy & & M 00s2002 i iBron no nporycky | YyacTeyer
b 345 MecTHan kommanauposka | 02.04.2002  02.04.2002 | 02.04.2002 01.04.2002 120300  Bewoa no nponycky | YuacTeyet

@

368 MecTHan kommanauposka | 05.04.2002 05.04.2002 05.04.2002 [ ] 01.04.2002  12:4300 Bwon no mporucky YuacTeuer
402 B onbHiHEIR 12042002 08.04.2002 11.04.2002 @& | |o1.04.2002  16:54:00  Bewon no nponycky | Yuacteyer
|| 450 Monomka annaparype 24.04.2002 24042002 24.04.2002 @ 'l

M.04.2002 172800 Bxon no nporycky  YyacTeyer

| |01.04.2002  20:20:00 Beiog no nponycky | Huacteyer

| |0204.2002 80300 Bxon no nponycky  YyacTeyer

02042002 12:30.00 Beixog no nponycry | Huacteuer

|_|0204.2002  13:0200 Bxon no nporuycky  Yuacteyer
=1 02042002 17.37.00 Beixoa no nponycey | Huyacteuer

_.l—l |_|0204.2002 18:0200 Bxon no nporycky | Yuacteyer LI

[T

1132

B caiyuae ecsu coObITHS ObIM HCKJIOUEHBl M3 pacueTa B OCHOBHOM MOIYJE
[10, To B cnucke cOGBITUH OHU TaK Ke OYIYyT UMETb CTaTyC HCKJ/IOYEHHBIX U3
pacyeta. Ho mpu oTKpHITHH XKypHana oTpaGOTAaHHOIO BpEMeHH, aBTOMaTHUeCKOr0
nepepacyera paboyero BpeMeHH MPOUCXOIUTb He OyzueT. sl 06HOBIEHNS TaHHBIX
B XXypHaJie BeiGepuTe B paszese "2KypHan oTpaGoTaHHOTO BpeMeHH' COTPYIHHKA,
IaHHBlE /151 KOTOPOro HEOOXOAUMO OOHOBUTDb, U OTKPOHTE OKHO "PenakTupoBaHue
naHHBIX". B okHe "PenakTupoBaHue NaHHBIX' BEIOEPHUTE CTPOKY, NaHHbIE B KOTOPOH

(T
JIOJI2KHBI OBITb O6HOBJIEHI)I, W Ha>XXMHUT€ KHOIIKY J ﬂaHHbIe 6yﬂyT 0OHOBJIEHBI.

[Ipn HE06XOMUMOCTH, aHAJOTHUHO OOHOBUTE JAHHBIE U B APYTHX CTPOKAX.

Ecnu B ocHoBHOM Mmopyse 1O u3 pacuera ObIO HCKIHOYEHO 3HAYMTENbHOE
YHCJI0 COOBITHH, TO JJIsl TepepacueTa cjeqyeT OOHOBUTb JaHHbIE B TEKYLIEM XKYp-
HaJie oTpa6otaHHoro BpeMeHH. [lopsiok 06HOB/IEHUS XKYypHaJIa MOAPOOHO OMUCAH
B pasgnesne 7.4.

7.8. CoxpaHeHnue xxypHaaa B popmate MS Excel

Jnsa sxcnopra naHHbIX B (opmat MS Excel BriGepure B paspmene "2KypHan
0TpaboTaHHOTO BpeMeHH'" JIF060€e OKHO U IIeJKHHUTE 110 HeMy MbIlIbi0. HaxMuTe Ha
KHOITIKY -} [TporpamMma npeasioXUT BbIOpaTh AUPEKTOPHIO. BriGepuTe AHpPeKTO-
pHI0, B KOTOPYIO Bbl XOTeJIM Obl COXpaHUTh (pailJi, U mpucBouTe Qarny uMs. Coxpa-
HuTe Qaus. CnenanHasi Bbibopka OyeT akcrnopTupoBaHa B ¢opmMat MS Excel.
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