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Moaynb "Kagpbi1"

[o6aBneHo xxypHanupoBaHue cobbITUI (OENCTBUIA) ONA KapTo4YeK noapasaeneHnii, 4omKHOCTEN,
COTPYLHUKOB, NPUMOXEHUIN K KapToukam coTpyaHukos. B 6ase "KypHan" counkcnpyetcs dakr
OTKPbITUS, CO34aHNS, U3MEHEHUS UMW yOaneHus KapToYku, eCrnv 3TO HaCTPOEHO B AOKYMEHTe
HacTpoviku anga 6aswel "Kagpbl".

[o6aBneHo xxypHanupoBaHne N3MEHEHUN B KapTOYKax NoapasaeneHnin, JOmKHOCTEN,
COTPYLHWKOB.

Bbl MOXeTe Takke HaCTpOUTb OTNPaBKy YBEAOMMEHWI O CO30aHUN UM U3MEHEHUN JOKYMEHTOB B
6a3e "Kagpbl". Hanpumep, HacTpouTb yBeOOMIIEHME O CO34aHNM HOBbIX COTPYAHMKOB UK
N3MeHeHWM onpeaeneHHbIX Nonen B KapTodke COTPYOHUKA.

Ecnn B JOKYMEHTE HACTPOWKM XXypHana M3MeHeHMI HaCTPOEHO YBEAOMIIEHNE 00 U3MEHEHUN
JokymeHToB 6a3bl "Kagpbl", To yBegomneHune 6yaeT oTnpaBnsTbCs HE TOMbKO NP Py4HOM
N3MEHEHMM KapTOYKM COTPYAHUKA, AOMKHOCTH, OpraHu3au M unn nogpasnerneHuns, Ho U npu
BbINONHEHUM CNeayoLLmMX onepauui:

- Ha3Ha4YeHne COTPyAHUKA Ha OOIMKHOCTb

- ocBobOXaeHNe CoTpyaHMKa OT AOMKHOCTH

- YBOJIbHEHWE COTPYAHMKA

- COBMeELLleHME JOMKHOCTEN COTPYAHUKOM

- nepenogyMHeHne CoTpyaHMKa, OOIPKHOCTU UIN CTPYKTYpbI

- nsmeHnTb ®NO (no gerictenio "UameHnts PNO")

Mopaynb "KoHTakTbl (PupmMbI)”

B kapTouke compmbl fobaBneHa KHOMKa A5 3arpy3ky akTyanbHbIX AaHHbIX O rpMe 13 peectpa
opraHusaumi no 3HadeHno MHH. PaboTaeTt Tonbko Anst opraHusaummn, 3apermcTpupoBaHHbIX B
Poccuw.

B guanore BBoga 6aHKOBCKMX pekBU3MTOB hupMbl obaBneHa KHomnka Ang 3arpy3ku akTyanbHbIX
OaHHbIX 0 baHke 13 peecTpa 6aHkoB no koay BUK (6e3 ncnonbsosanus 6a3sbl "baHkun", BXxoasLen
B cuctemy). PaboTtaet Tonbko Anga 6aHKoB, 3aperncTpupoBaHHbIX B Poccuu.

CornacoBaHue fOKYMEHTOB

[ob6aBneHa BO3MOXHOCTb 3aaHus ponen B LiabnoHax rpynn COTPYAHUKOB M B LLaBnoHax
cornacoBaHus.

Vicnonb3oBaHune ponen no3BondeT AUHaMUYECKN onpeaensitb 04HOro UM HECKOSbKNX
COTPYAHUKOB, KOTOPbIE AOMKHbI ObITb 40OaBMNEHbI, HANPUMEP, B CMIUCOK COrNacoBaHWs JOKYMEHTa
npw Ucnornb3oBaHnn WabnoHa cornacoBaHns ¢ Posbio.

Hanpumep, Bbl MOXXETe HAaCTPOUTL UCMONb30BaHME CMEAYOLLNX PONEN:

- "HauyanbHuK aBTOpa AOKyMeHTa",

- "HavanbHuK TekyLlero nonb3osaTens”.

Pacchinka goKkymMeHTOB

B guanorosom okHe "Pacchbinka” no kHonke "BbibpaTb U3 gokymeHTa" gobaBneHa BO3MOXHOCTb
Bblbopa ABTOpa fokymeHTa, OTnpasuTens (ans 6assl "Bx./Mcx. gokymeHThl"), MNognucaHTta (ans
6a3 "BHyTpeHHne gokymeHTbl", "Ipon3BONbHbIE AOKYMEHTbI").

B ouanoroesom okHe "Pacchbinka" gobasneHa kHonka "BbibpaTth n3 ponen” ansa gobaesneHus
afpecaToB Ha OCHOBE pOriei, HACTPOEHHbIX AN Tekylen 6a3bl AaHHbIX.

[ob6aBneHa BO3MOXHOCTb YCTaHOBKU Npu3Haka "! BaxxHo", ecnu Bbl XOTUTE NOMETUTbL COOBLLEHNE
Kak BaXkHOe.



Yny4weH BbIGOP COTPYAHMUKOB

B guanore Bbibopa coTpyaHMKOB fo6aBneHo none Ans BBOAA TEKCTa ANs noucka CoTpyaHuKa nnm
¢ompMbl 1 kKHonKa "Hantun".

[aHHasi BO3MOXHOCTL MO3BOMSIET ObICTpee HaNTU M [O6ABUTL HYXXHbIX COTPYOHUKOB.

Takke 3TOT cnocob nomcka COTPYAHUKOB NO3BONSET ropasao yaobHee BbiOMpaTb COTPYAHMKOB
npu ucnonb3oBaHun mobunsHoro kneHTa HCL Nomad.

Bribop coTpyaHWKDE

@ Brifiop na: |Kagpel | [ Mo uepapxau
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UcnonHeHne 4OKYyMEHTOB

PaclunpeHbl BO3MOXHOCTM (OYHKLMM "ABTOMAaTUYECKOe CO3[laHne W OTNpaBka Ha UCTONHeHne
MYHKTOB K JOKYMEHTY AJ1s1 KaXK4oro ucrnonxHutens”.

[lo6aBneHa BO3MOXHOCTb HACTPOMKN NOATBEPXKAEHMS Ha BbINOMHEHVe JaHHON onepauuu, a
Takke BO3MOXHOCTb BblGOpa Nnonb3oBaTenieM UCMONMHUTENEN, AN KOTOPbIX HYKHO co3adaTb
MYHKTbI.

Mo>XHO HacTpouTb 3Tar, KOTOPbIV ByAeT aBTOMaTUYECKM 3anyLleH AN CO34aHHbIX MyHKTOB.

ApanTtaumsa cuctembl gna pabotbl B MOOMnbHOM kKnueHTe Nomad

N3meHeH untepdenc 6a3 "QCKALO / CYIeP (OcHoBHoOe MeHto cucTembl)", "Kagpbl"”, "KoOHTaKThbI
(®upmebl)", "BHyTpeHHME aokymeHThl", "Bx/Mcx gokymeHTsl", "Mpon3BonbHbIE AOKYMEHTHI",
"Noroeopbl", "KoOHTpomb" npu oTKpbITUKM B MOGMbHOM knneHTe HCL Nomad B cMapTdoHe.
YuntbiBaeTCH, YTO NPU OTKPLITUN B CMApTGOHE B BEPTUKANBHOM PEXMME Y3KUIA SKPaH.

Pasgen "[dokymeHTbl B 06paboTke" JInuHoro kabuHeTa Tenepb otobpaxaeTtcs B Mob6. TenedoHe B
knneHte HCL Nomad B BMae ogHoro ctonbua ans Bcex 6as, a He B BMAE ABYX CTONOLIOB, Kak
Anst 06bI4HOrO KIMEHTA.
[opaboTaHbl hopMbl JOKYMEHTOB.
AJanTupoBaHbl AManoroBble OkHa NoMcka JOKYMEHTOB MO PEKBM3NTaM B TeKyLLel 6a3e gaHHbIX.
AgantupoBaHa OyHKLMS Noncka JOKYMEHTOB Mo BCeM Gasam.
AZanTupoBaH Aunanor BU3NpoBaHUst LOKYMeHTa npu paboTte B cMapTdoHe.
B guanore Bbibopa coTpyaHMKOB f00aBNEHO nore Ansi BBOA4A TEKCTA Afsl noucka CoTpyaHMKa Unm
dupmbl 1 kHomka "HanTtn".
[laHHas BO3MOXHOCTb NO3BONISIET ropa3ao yaobHee v ObicTpee HanTK U JOBaBUTb HYXKHbIX
COTPYAHUKOB Npu UCNonb3oBaHUM mobunsHoro knneHta HCL Nomad.
[obasneHa yHkumMsa noucka gokymeHTa no QR-kogy B MOBUNBHOM KITUMEHTE.
[
-
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NMuyHbIN KaOUHeT

Tenepb MOXHO HAacCTPOUTb, Kakne 6asbl JaHHbLIX oTobpaxatoTcs B JInyHoM kabuHeTe B pasgene
"[JOKyMeHTLI B 0OpaboTke".

MoxxHo HacTpouTb oTobpaxeHue B JIMYHOM KabuHeTe AOMONHUTENBHLIX MOAYNEN, CO3AaHHbIX Ha
OcHoBe LWabnoHoB "Bx/Ncx gokymeHTbl" 1 "BHYTpeHHWEe OOKYMEHTLI".

MoxxHO HacTpouTb OToBpaxkeHue pasgerna ¢ CyMMapHOW MHopMaLmMen 0 BCEX AOKYMEHTaX B
obpaboTke (Ha ocHoBe AaHHbIX 13 6a3bl "KoHTponk").

MOXXHO HacTpouTb, YTOOLI MO YMOMYaHWIO BbiBOAUNACH TOMLKO 3TOT pasaern, a AeTanusaums no
MOZAynsiM BbIBOAUIACH TOSBKO MO 3anpocy. OTO NO3BOMSET HAMHOIo BbicTpee 3arpyxaTb
nepBoOHaYanbHyl0 CTpaHuly ¢ JIMYHbIM KabUHETOM.

Mpu oTobpaxeHnn B MobunbHom knueHTe HCL Nomad Ha cmapTdoHe BuaKeTbl N0 MOAYNsM
oTobGpakatoTcsa B O4MH cTonbel, YToObl OHa ymellanach B BEPTUKaNbHOM pexume TenedoHa.

[o6asneHa onuwus "MokasbiBaTb MHOPMALMIO O AOKYMEHTaxX BCEX Nnofib3oBartenen”.

OTa onumsa JoCcTynHa aAMUHUCTPaTOPY 1 Nonb3oBaTensaMm, BKoYeHHbIM B porib [Control] B 6ase
"OCKALO/CYTleP (OcHoBHOe MeHto cuctembl)" (ipcmenu.nsf) (T.e. nonb3oBaTensm, KOTOPbIM
poctyneH pasgen "KoHTpprb" B OCHOBHOM MEHIO CUCTEMBI).

OHa no3BonsieT agMUHUCTPATOPY Y KOHTPOMNMPYIOLWLMM COTPYAHUKaM NOCMOTPETh MHGOPMAaLMIO
Nno BCeM AOKYMeHTaM, Haxoaswmmcs B 06paboTke y pa3nuyHbIX Nonb3oBaTenen.

Moaynb "MapkeTuUHr"
[ob6aBneHa BO3MOXHOCTb hOpMUPOBaHUS doaisia Co CMIMCKOM agpecaToB U3 JOKYMEHTa
paccbinkun B doopmate Word mnun Excel.

[obaBneHa BO3MOXHOCTb perncrpauum Ha MeponpusaTie U3 cnucka y4acTHUKOB APYroro
MeponpuaTUsi(Un).

[na 0OKYMEHTOB paccblifikv fobaBneHa yHKLUS KOMMPOBaHWS B HOBbIV AOKYMEHT paccbiniku. 1o
ymMonyaHuio konupyotca Tun gokymeHTa paccbinku, Kpatkoe cogepxaxue, MNanku n CogepxaHue
OOKYMEHTa pacchbinkn. AODMUHUCTPATOP MOXET HAaCTPOWTb AOMONHUTENbBHbIN CAMCOK Nonewn Ans
KONUpOBaHUS.

Mpn co3paHmMmn OOKyMEHTa pacChbifku UKW NakeTHOW pacchbinku fobaBneHa ycTaHOBKa npas
JocTyna no yMo4aHuMio CornacHo HacTporike Ang Tvna AokymeHTa "[JoKyMeHT paccbinkun" nnm
"MakeTHas paccbinka".

Moaynb "Bx/Mcx gOKyMeHTbI"

[o6asneHo npeactasneHune "Bxogsawme\llo astopy". B npeacraeneHusx pasgena "Bxogsawme”
pobasneH ctonbel "Ucx. JaTta".

[o6aeneHo npeactaBnerHune "Bxoagsawme\llo ncx. gare".

B ucxogswux gokymeHtax gobaeneHsl nons "Bx. Homep" u "Bx. garta".

Bo Bxogdawmx 1 ucxogawmx gokymeHTax gobaeneHsl nond "B otBeT Ha Ne oT
MO>XHO HacTpOuUTb CKPbITUE ITUX NONEN.

B npeacraBnenusx pasgena "icxoasawme" godaeneHsl ctonbupl "Bx. Ne", "Bx. garta”.



Moaynb "[dorosopbI"

[ob6aBneHa yHKLMSA NepeHoca BblIOpaHHbIX NPUIOXKEHWI K JOFOBOPY B APYroi A0roBop. ATo
HY>KHO, Hanpumep, Korga oLWMBOoYHO NPUBS3anu NPUNoXeHUs K 40roBopy He K TOMy A0roBopy, K
KOTOPOMY BbII0 HYXKHO.

[ob6aBneHa BO3MOXHOCTb rMOKOM HACTPOMKM CrMCKa TUMOB JOKYMEHTOB, KOTOPbIE MOXHO
cosgaBsaTtb B moayne "[orosopbl".

[o6asneHo none "Tun gokymeHTa" B hopmy "lNpunoxxeHne k JoroBopy" ans nNpuioxXeHun tuna
"OokymeHT" 1 "Onnara”.

OTN N3MeHEeHUs NO3BOMSAKT NPY CO34aHNM HOBOTO LOKYMEHTA:

- CKpbIBaTb TUMbI JOKYMEHTOB, KOTOPbIE Bbl HE NCMOMb3yeTe,

- NMOKa3bIBaTb KakMe-TO TUMbl AOKYMEHTOB TOSbKO 41151 ONPeAereHHbIX Nofb3oBaTenen,

- 006aBNATb HOBbIE TUMbI MPUMOXEHUI K OrOBOPY HA OCHOBE CTaHAAPTHbIX TMMNOB "[okyMeHT" n
"OnnaTta". Hanpumep, gobasutb Tvn npunoxexus "CornaweHne” Ha OCHOBE CTaHO4apTHOro Tuna
"[okymeHT".

- NpY CO34aHMM NPUOXKEHWI K OOrOBOPY AOMOSNTHUTENBHO 3anpallnBaTb 3Ha4YeHme Tuna
OOKyMeHTa, Hanpumep "AKT caadun-npuemkn”, "Akt ceepkun”, "CueTt-chaktypa" u T.4.

B poroesopax 1 npunoxeHusax Kk gorosopam gobasneHo none "MHuyunatop".
B npunoxeHusx k gorosopy tmna "Onnarta" gobaeneHbl HOBbIE CTaTyCbl onnar: "HacTtuiHo
onna4veHo", "He onnayeHo", "OTMeHeHOo". PaHbLue 6bin TonbKo oanH ctaTtyc "OnnadeHo".

B npeacrtaBneHux npu BbiBoAE MHOPMALIUM O NPUNOXKEHUSIX K AOroBOpY A0OaBneH BbIBOA CYyMM,
cTaTtyca gokymeHTa (gns MpunoxeHui Tuna "okymeHT"), cTatyca onnatbl (ans MNpunoxeHui
Tuna "Onnara"), ctatyca o6paboTku.

[nsa npunoxeHun k goroeopam Tuna "Onnara” co cratycom "YactuyHo onnaveHo" Tenepb BbIBOAWTCS
rpad. KoHka .

[o6asneHbl oTueThl B hopmate Excel:
- "PeecTtp gorosopos"
- "PeecTtp nnarexen".

Peanun3oBaHo ellle MHOXECTBO ApYrMxX N3MEHEHUIN, BKNoYas NpeactaBneHuns, popmel
OOKYMEHTOB U T.4.
Mogpo6GHee cm. HMKe B pa3aene "lMogpobHasa nHgpopmaumst 06 nameHeHusax - [lorosopsbl”.

QR-koa m LLUtamn Ha fKOKyMeHTe

[ob6aBneHa BO3MOXHOCTb HAaCTPOWKM hopMyrbl, Bo3BpaLlaoLwen nHdopmaumio ans QR-koga
OOKyMeHTa.

3710 nosBonseT rmbko HacTpanBaTb UHGOpPMaLMio, MomeLLaemyto B QR-koga.

[ob6aBneHa BO3MOXHOCTb HACTPOWKM hOopMynbl, Bo3BpaLlarwen nidopmauuio ons Ltamna
OOKyMeHTa.
3710 nosBonseT rmbko HacTpanBaTe UHGOPMALMIO, pa3meLLaemyto Ha Ltamne gokymeHTa.

Mpu BctaBke QR-koga n Ltamna gobasneH BeIGOp hannos, B KOTOPbIE HY>KHO MX BCTaBMATb,
ecnun 6onee ogHoro hparna BnoxeHo B none "CoaepxaHue".

[o6aeneHo gencteue "Coaepxanune\Bectasutb QR-koa n Wtamn B MNMpunoxeHune", nossonstowlee
BcTaBnsaTb QR-koa n LWTamn B dhannbl, BrioxxeHHble B none "CogepxaHue", Ho pasmMellaTtb
utorosble annsl ¢ QR-kogom u LUitamnom B none B cexkuun "MNpunoxerHne". [JaHHas dyHKLUMS
Ba)XKHa B CMTyauuu, korga y nonb3oBaTens HeT nNpaB Ha pedaktupoBaHue nons "CoaepxaHue”,
HanpumMep, Nocre cornacoBaHus, NoANMCaHNs UNu perncTpaumm 4okymeHTa. B atom cnyqae
nosnb3oBaTernb He MOXeT BcTaBuTb hann ¢ QR-kogom m LLtamnom B none "CogepxaHue", HO 3aTo
MOXeET BCTaBuUTb ero B none "lNMpunoxeHue", ncnonb3ys HOBYO OYHKLMIO.

[o6asneHa Bo3amoxHoCTb BcTaBkn QR-koaa Hanpsamyto B pann dpopmata Word (.doc, .docx) B
HaCTPOEHHOE AJ1a 3TOro norie (3aknagky) ¢ nocneayLwmm coxpaHeHmem B pdf-coopmare.

[No6aBneHa yHKUMA Norcka gokymeHTa no QR-kogy B MobunbHom knneHte Nomad.



Co3aaHue Konun AOKyMeHTa

[Nob6aBneHa dyHKLMSA CO30aHNSA HOBOrO OKYMEHTA C KOMUPOBAHUEM MOSEN U3 TEKYLLETO
OOKyMeHTa.

B HOBbIN JOKYMEHT KONUPYKOTCA MO U3 BbIDPAaHHOrO JOKYMEHTa, HACTPOEHHbIE MO YMOMYaHMIo,
nnbo aAMUHUCTPATOP MOXET HACTPOUTL CMIUCOK MOMEN As KONMpoBaHUS B JOKYMEHTE HaCTPOMKU
TUMNa OOKYMEHTa.

[aHHaa yHKLMA MOXET MCNONb30BAaTbLCA HE TOMbKO AN OCHOBHbLIX JOKYMEHTOB, HO U A4S
OTBETHbIX JOKYMEHTOB. OTO BaXKHO, HaNpumep, Npv co3gaHumn MyHKTOB K OCHOBHbIM JOKYMEHTaM
(Mpukaszam, NpoTokonam 1 T.n.) B 6a3e "BHyTpeHHME" nnn npu co3gaHnm NpUnoXeHun K
poroesopam B 6ase "[loroeopsbl".

Atanbl 06paboTKM AOKYMEHTa
[ob6aBneHa BO3MOXHOCTb HACTPOWKM JOMOMHUTENBHOrO TEKCTa B Tene coobLieHuns,
OTNpaBnsieMoro npu o6paboTke LOKYMEHTA.

[ob6aBneHa BO3MOXHOCTb BCTaBKW B TEJTO COODLLEHNS, OTNpaBnsiemMoro npu obpaboTke
OOKYMEHTA, KapTOYKN JOKYMEHTA MO cnewunanbHO co3aHHoM Anst 3Toro hopme.

XypHanupoBaHue u3aMeHeHumn

[ob6aBneHa BO3MOXHOCTb HACTPOWKM 3anpeTa Ha yaaneHve dannoB B PUHMTEKCT-MNONSX.

[aHHas BO3MOXHOCTb MOXET ObITb UCNONb30BaHa, Hanpuvep, Ang 3anpeTta Ha yaaneHue ¢annos
B cekumm "lMpunoxeHune", 4Tobbl NpU corrnacoBaHny 4OKYMEHTOB COrfacylowme He MOrmn yaansitb
annel, fo6aBneHHbIe APYrMMU COrnacyoLwmMMm B JaHHOW CeKLUN.

Moaynb XypHan (npoTokon)

B 3anvcn 06 yganeHun gokymeHTa gobaeneHo gericteue "Hantm gokymeHT B Kop3auHe".

Mo gaHHOMY OeVCTBUIO yaaneHHbI JOKYMeHT ByaeT HanaeH v oTkpbIT B 6ase "KopsmHa", ecnn oH
ObIn TaM COXpPaHeH 1 'y Bac eCcTb NpaBa Ha AOCTYN K HEMY.

CnpaBOYHMK KypCcOB Bantot
B cBoake kypcoB BantoT JobaBneHo oTobpaxeHne KUTancKoro aHs.

OTpen npopax
HNo6aBneHa dyHkumsa akcnopta KHuru nokynok u Knurm MNpogax B doopmaT Open Office Calc
(-ods).

HopaboTtaHa dyHkuma akcnopTta Buaa B chopmat Open Office Calc (.ods). Tenepb 4Yncnosblie
3HAYEHWS BbIFPYKAIOTCS B IMENKM B YUCITOBOM, @ HE TEKCTOBOM chopmare, 4YTo No3BonisieT
paboTaTb C HAMM Kak C Yucramu, Hanpumep, CyMMUpPOBaThb.

AHanornyHoe namMeHeHune cagenaHo B Mmogynsix "Otaen 3akynok”, "Mpancnuct”, "Byx. AOKYMeHTbI",
"Cknag npoaykummn".

NMNopopobHaa nHpopmauuna 06 U3MeHeHUsAX

Cucrtema ynpasneHua npeaonpuarmem (OcHOBHOE MEHH0)

1.

B MeHI0 cucteMbl, KOTOpoe OTOBpaXKaeTCs MO HaXaTUI0 Ha KHOMKY @ crnpasa OT Ha3BaHus
Ka)xgoro Moaynsi cuctemsbl, godaeneH nyHKT "OCHOBHOE MeHK" ANns nepexofa B OCHOBHOE MEHH0
CUCTEMBI.

JInYHbIN KaOuHeT

1.

B IlnuHoMm kabuHeTe gobasneH pasgen "Bcero B 06paboTke" ana otobpakeHms nHdopmaumm o
BCEX JOKYMEHTaXx TeKyLLero nonb3osarensi B obpaboTke.

Tenepb Npu oTKPLITUM JIMYHOrO KabMHeTa BHa4arne no yMo4aHnio oTobpaXaeTcs TONbKO BUOKET
"Bcero B 06paboTke". 310 no3sornsieT 6onee GbICTPO OTKpbIBATL CTpaHuLUy JInyHoro kabuHeTta.
[nsa otobpaxeHusa BUOKETOB C nHopmMaLmen no otaenbHbiM 6a3amM HY>XHO BbiOpaTb ONuuio
"NeTanunsauma no mogynsam".

Ecnn HeobxoamMmo, MOXHO BbIBpaTh UTobObI AeTanu3auus no 6aszam oTobpaxanacs, kak u
paHbLUe, cpasy npu oTKpbITUK JInyHOro kabuHeTa.



2. Tenepb MOXHO HacTpouTb Kakne 6a3sbl AaHHbIX oToBpaxatoTces B JInuHom kabuHeTe npu

Ka

OTOGpPaKEeHUN MO MOAYNSIM.

MoxHo HacTpouTb oTobpaxeHue B JInuHoMm kabnHeTe OONONHUTENbHBIX MOAYNeNn, Co3AaHHbIX Ha
OCHoBe LWabnoHoB "Bx/Mcx gokymeHThl" n "BHYTpEHHNE OOKYMEHTHI".

Mpu oTobpaxeHnn B MobunbHom knueHTe HCL Nomad Ha cmapTdoHe BuaKeTbl N0 MOAYNsM
oTobpaxkaloTcsl B OAMH, a He B ABa ctonbua, 4tobbl OHM yMeLannck B BEPTUKAINIbHOM peXuMe
TenedoHa.

[o6asneHa onuwus "MokasbiBaTb MHOPMALIMIO O AOKYMEHTaxX BCex nons3osarenen”.

OTa onumsa AocTynHa agMUHUCTPaTOPY U MONb3oBaTeNsiM, BKIMOYEHHbIM B ponb [Control] B 6ase
"OCKAOO/CYTleP (OcHoBHOe MeHIo cucTemsbl)" (ipcmenu.nsf) (T.e. nones3osBaTensm, KOTOPbIM
aoctyneH pasgen "KoHTpprb" B OCHOBHOM MEHIO CUCTEMBI).

OHa nosBonseT agMUHUCTPATOPY U KOHTPONUPYIOLLIMM COTPYAHMKAM NOCMOTPETb UHopMaLmIo
Mo BCEM AOKYMEHTaM, HaxO4ALWMMCs B 06paboTke y pasnmyHbIX NONb3oBaTeNen.

bl

[o6aBneHo xxypHanupoBaHue cobbITUI (OENCTBUI) AN KapToYek noapasaeneHnii, 4omKHOCTEN,
COTPYLHUKOB, NPUMOXEHUI K KapToukam coTpyaHunkos. B 6ase "KypHan" counkcnpyetcs dakr
OTKPbITUS, CO34aHNS, U3MEHEHUS UMW yOaneHus KapToYKKU, eCrnv 3TO HaCTPOEHO B AOKYMEHTe
HacTpoviku anga 6aswel "Kagpbl".

[o6aBneHo xxypHanupoBaHue N3MeHEeHUN B KapTOYKax NoapasaeneHnin, OmKHOCTEN,
COTPYLHWKOB.

Bbl MOXeTe Takke HaCTpOUTb OTNPaBKy yBEAOMMEHUI O CO30aHUN UM U3MEHEHUN JOKYMEHTOB B
6a3e "Kagpbl". Hanpumep, HacTpouTb yBeOOMIIEHME O CO34aHNM HOBbIX COTPYAHMKOB U
N3MeHeHWM onpeaeneHHbIX Nonen B KapTodke COTPYOHUKA.

Ecnn B JOKYMEHTE HACTPOWKM XXypHana M3MeHeHMI HaCTPOEHO YBEAOMIIEHNE 00 U3MEHEHUN
JokymeHToB 6a3bl "Kagpbl", To yBegomneHuve 6yaeT oTnpaBnsaTbCs HE TOMbKO NP Py4HOM
N3MEHEHMM KapTOYKM COTPYAHUKA, AOMKHOCTH, OpraHu3au M unn nogpasnerneHuns, Ho U npu
BbINONHEHUM CNeayoLLmMX onepauui:

- Ha3Ha4YeHne COTPYyAHUKA Ha OOIMKHOCTb

- ocBobOXaeHNe CoTpyaHMKa OT AOMKHOCTU

- YBOJIbHEHWE COTPYAHMKA

- COBMeELLleHME JOMKHOCTEN COTPYAHUKOM

- nepenogyMHeHne CoTpyaHMKa, OOIPKHOCTU N CTPYKTYPbI

- nsmeHnTb ®NO (no gerictenio "UameHnts PNO")

- NPVHATL BHE LUTaTa

- NPUHATL B WTaT B 6a3e "KaHguaatb!”

[o6aBneHo orpaHnyeHne Ha yaaneHue kapTovek COTPYAHNKOB, Ha3HAYeHHbIX Ha JOIMKHOCTL U
KapTOYeK JOMKHOCTEN, Ha KOTOPbIE HAa3Ha4YeHbl COTPYAHUKM.

Ecnu HyXHO paspelunTb agMUHUCTPATOPY BbINOMHUTL OAHHOE YAaneHNe, TO HYXKHO BKIYMTL AN
Hero pornb [CanDelPersJobs].

B kapTouke opraHusauum gobaeneHo none "CokpalleHHoe HanMeHoBaHue".

Mpn ocpopmnenHnmn oTnycka gobaeneHa KHoMka Ans pacyeTa KonnyecTsa AHEN U AaTbl OKOHYaHNS
nepuoga paboTbl Ha OCHOBE AaTbl Havana v gaTbl OKOHYaHWUS oTnyckKa.

PacuyeT aaTtbl okoH4YaHUs neproga paboTbl BLIMOMHAETCSA TONBbKO NP KONMYecTBe AHeW oTnycka 7,
14, 21 unu 28. B ocTanbHbIX criydasx HyXKHO BPYYHYIO OTpedakTUpoBaThb 3HAYEeHWe 3TOro norns.

PupmbI

1.

2.

B kapTouke coupmbl gobasneHo none "CokpaleHHoe HauMeHoBaHme".

M3meHeHbl hopMbl NomMcka COTPYAHMKOB M akTMBHOCTEN. [Ing napameTpos "MckaTb TONbKO cpeaun
COTPYOHUKOB HardeHHbIX oupm" 1 "MickaTb TONbKO Cpean akTUBHOCTEN C HangeHHbIMU hrpmamun”
crnpasa gobasrneHa MKOHKa Co 3HakoMm "?" ona nonyvyeHus AOMNOMHUTENBHON MHopMaLmMm no
OaHHBbIM NapamMeTpam.

M3meHeHa npoBepka Ha yHukanbHocTe MHH mn KIMIM npu coxpaHeHnn kapTodku ompMmel.

PaHbLUe Ha yHuKanbHOCTb npoBepsancs knov MHH+KMM.

Tenepb, ecnn He BBeaeH K, To npoBepsiem Tonbko Ha yHUkanbHocTe MHH. Ecnn BBegeH KM,
TO BHavane npoBepsieM Ha yYHuKkanbHocTb kntova MHH+KII n ecnn Haxogum prpmMy ¢ Takumm xxe
WHH v KIl, To He pa3pellaeM COXpaHUTb KapTOYKy, eCrnn He Haxo4uM, TO BbIMOMHSAEM



OOMNOMHUTENbLHYO NPOBEPKY Ha YHUKanbHOCTb Tonbko MHH u ecnn MHH He yHukanbHO, TO
crnpawwvBaem y nonb3oarens "B 6a3e yxe ecTb kapToyka hmpMbl ¢ Takmm xe VIHH, Ho ¢ apyrum
KII. MNpogonxute coxpaHeHne kapToukn?".

Tarke Npu coxpaHeHnn KapTouku chnpMbl 40OaBNEHO yaaneHue nywHuX npobenos u CUMBOJIOB
nycTbiX CTPOK 13 nonent MHH n K.

4. B kapTtouke mpmbl fobaBneHa KHomka Ans 3arpy3ku AaHHbIX O hupMe 13 peectpa opraHm3auni
no 3HadeHuto MIHH. PaboTaeT Tonbko Ans opraHu3auni, 3aperncTpmpoBaHHbix B Poccun.
B ouanore BBoga 6aHKOBCKMX peKBU3MTOB hUpMbl AobaBneHa KHoMkKa Ang 3arpy3ku AaHHbIX O
OaHke 13 peectpa 6aHkoB no kogy BUK 6e3 ncnonb3oBaHmsi 6a3bl "BaHkn". PaboTtaeT TonbKo Ans
BaHKoB, 3aperMcTpmMpoBaHHbIX B Poccuu.

XypHan (MpoTtokon)

1. B 3anucum 06 yganeHum fokymeHTa gobaeneHo gencteue "Hatu gokymeHT B Kop3anHe".
Mo paHHOMY AeNCTBUIO yaaneHHbIN JOKYMeEHT ByaeT HanaeH un oTkpbIT B 6a3e "Kop3anHa", ecnuv oH
Obln TaM COXpaHEH 1 y Bac eCTb NpaBa Ha 4OCTYM K HEMY.

Kop3uHa

1. Tpwn oTkpbiTUKN JokyMmeHTa B 6a3e "Kop3nHa" nobaBneH BbIBOA 3aronoBka OKHa U 3aKnafku B
copmarte "Yaan. gokymeHT: Ne Homep_pokymeHTa ot [laTa_gokymeHTa". PaHblue BbIBOAMIOCH
"Untitled" ("Be3bIMAHHBIN").

KoHTponb

1. Tenepb B 6a3e "KoHTponb" He CO30al0TCA KapTOYKN KOHTPONS AN UCMOMHEHHbIX JOKYMEHTOB C
YCTaHOBMNEHHbIM chnaxkom "KoHTponb".
Ecnu oHu 6binn co3gaHbl 40 UCNOMHEHNsT JOKYMEHTa, TO NMOoCrie NCMOSNTHEHMS AOKyMeHTa Takmne
KapTOYKU yOansoTcd, Takke Kak 9To AenaeTcs, korga B A0OKyMeHTax ecTb [lata KOHTPOons, HO HET
npusHaka "KoHTponb".

2. Bo Bcex npeacraeneHusx gobaesneHbl 3 ctonbua ¢ nkoHkamu (CtaTyc ucnonHenus, Tun,
MpuopurerT).
[o6aBneHo konupoBaHue nons "MpuopuTeT" B KAPTOUKY KOHTPONS.

3. B neBom meHto fobasneH nyHKT "Bce B obpaboTke - o cTtaTycy".

Bx/UUcx OOKYMEHTbI

1. [Do6GasneHo npeactasneHue "Bxoasuiune\llo astopy". B npeacraesnennsx pasgena "Bxogawme"
pobasneH ctonbel "Ucx. Jarta".
[o6aeneHo npeactaBneHune "Bxoasawme\llo ncx. gare".

2. B ncxopsawmx pokymeHtax gobasneHsl nons "Bx. Homep" u "Bx. gata".
Bo Bxogdawmx 1 ucxogawmx gokymeHTax gobaeneHsl nond "B otBeT Ha Ne oT
MO>XHO HacTpOuUTb CKPbITUE ITUX NONEN.
B npeacraBnenusx pasgena "Micxoasawme" godaeneHsl ctonbupl "Bx. Ne", "Bx. garta”.

BHYTpeHHME AOKYMEHTbI




1.

OnTummusauua yHKLUM HacneaoBaHUA npae AOCTyna Anst OTBETHbIX JOKYMEHTOB U (PyHKLUK
aBTOMaTU4YeCcKoro obecneyvyeHns YTeHNs nepapxum.

OTO N3MeHeHne akTyanbHO, eCrivi MHOIo OTBETHbIX JOKYMEHTOB Yy OAHOrO POAUT. AOKYMEHTa U
(nnn) ecnn MHOro COTPYOHUKOB B cnuckax "Pepaktopbl” n "Yutatenn".

1. ONTMM3NPOBAHO BbINOMHEHWE HAacNeaoBaHUSA NpaB JOCTyNa B OTBETHbIN AOKYMEHT 13 pOAWT.
OOKyMeHTa npu Co3aHuUM HOBOroO OTBETHOIrO AOKYMEHTA.

Tenepb co3gaHme OTBETHOIO JOKYMEHTa C HacregoBaHWeM AOCTyna 3HaunTensHo bbicTpee
paboTtaeT npu 60MbLLIOM KONMYECTBE COTPYLAHMKOB B cnnckax PeaakTtopoBs 1 Yutatenen pogut.
AokymeHTa. Hanpumep, nobasneHne 140 pegaktopoB n 140 uitaTtenen B CNMCOK JOCTyna
3aHumaeT 1 cek. BMecTo 10 cek.

2. Ecnn HaCTpPOEeHO HacneaoBaHMe npasB OOCTyna And HOBOro OTBETHOINo JOKyMeHTa 13 poauT.
OOKyMeHTa, TO Tenepb B 3TOM Cllydae NoMMMO HaclliegoBaHUA TakKe aernaeTca U yCTaHOBKa npaB
00CTyna AnAa OTBETHOro AOKyMeHTa CorfnacHo HaCTpOI;IKe O0aHHOro Tna OTBE€THOIro AOKyMeHTa.
PaHbLue B aTOM Cny4dae aenanocb TOJIbKO HacregosaHue.

3. Mpwn aBTOMaTM4eCKOM 0BecneyeHnn YTEHUSI MepaPXMN O4YEHb AONTO BhIMOMHSNOCH COXpaHEHNe
OTBETHOrO JOKYMEHTA, ECINN Y POAUT. JOKYMEHTA MHOTO OTBETHLIX JOKYMEHTOB M GONbLUOM CINCOK
penakTopoB U(Mnn) YntaTenen B 3TMX AOKYMEHTaX.

Tenepb paboTaeT Ha HECKOMLKO NOPSAKOB ObiCTpee (BMECTO HECKOMBbKMX MUHYT COXPaHeHWe
3aHMMaET HECKOSbKO CEKYHA).

Mpu co3gaHum HOBOro AOKyMeHTa AobaBrneHa BO3MOXHOCTb YCTAaHOBKM TOMNbKO aBTOPa B CMMCOK
JOCTyna Ha yYTeHue.

B fokymMeHTe HacTponkn Tuna AoKyMeHTa B pasgerne "HacTtporika npas gocTtyna K JOKYMEHTY -
HacTtporika gocTyna k JOKYMEHTY Npu ero co3gaHuu - Yutatenu gokymeHTa" B none "Yutatenu no
ymonyaHuto" gobaeneHo 3HayeHne "ABTop".

PaHblue gaHHasa BO3MOXHOCTL Toxe Oblna, ecnu Buibpath "ABTOp" B cnucke "PegakTtopbl No
ymon4yaHuto" 1 Bbldopatb "Pegaktophbl” B cnvcke "Yutatenu no ymonyaHuto", nmbo 3agatb
dopmyny @UserName B norne "lNo cdopmyne".

Ho ecnun B none "Pegaktopbl No ymon4yaHuio" 3agaHo, Hanpumep, "ABTop 1 Bce BbilecTodawme”,
TO 3HayeHue "Pepaktopsbl" B none "Yutatenu no ymonyaHuwo" gobasut B Yutatenu He TONbKO
aBTOpa, HO M BCEX BbILLECTOALLMNX COTPYAHUKOB. B 9TOM criydae octaeTcs TONbKO MCMONb30BaTh
dopmyrny, HO 3TO He OYeBMAHOE AencTBMe Ang 06bIYHOro Nonb3oBaTens.

MoaTtomy n nobaeneHa BO3MOXHOCTb SIBHOIO 3aaHus 3HadveHust "AsTop" B none "Yutartenu no
yMon4yaHuo".

Mons "AsTop" n "Peructpatop" nepeHeceHbl NoA 3arosioBOK JOKYMEHTA.

OT0 coenaHo B NepByo ovepenb AN Toro, YTobbl 3arofoBOK AOKYMEHTa HOpMaribHO
otobpaxanca B MobunsHom knmeHTe Nomad B BepTUKanbHOM nonoxeHun tenedoHa. NHadve
3aroslIoBOK BbICTpanBarscs BepTUKarnbHO.

Bo Bcex npeacTaBneHusaX 3aMeHUNN NKOHKY OCHOBHOTO A0KyMeHTa b~ Ha U, [1nst oTBETHbIX
OOKyMeHTOB Tuna "3ameyvaHune", HaobopoT, 3aMeHUNU MKOHKY 1 Ha L.

HeMHoro nameHeHa copma AManoroBoro OkHa Ans 3asBNeHn Ha oTryn, 4Tobbl oHa cMoTpenach
HopmMarsnbHO B MobunbHom knneHte HCL Nomad.
AHarnornyHoe nsmeHeHue caenaHo B 6ase "MponsBonbHbIE JOKYMEHTHI".

B kapTouke ookymeHTa B cekumm "CBas3aHHble JOKYMEHThI" BO BCTPOEHHOM Tabnuue co CrMcKkom
NOAYMHEHHbIX JOKYMEHTOB AobaBreHa kHomnka "OTKpbITb BrOX. dhann”, 4ToObl MOXXHO ObINIO
NPOCMOTPETL (haris, He OTKPbIBas KAPTOYKY OTBETHOIO JOKYMEHTA.

Ecnu B OTBETHOM JOKYMEHTE BIOXEH OAWH hain, To No JaHHOMY AENCTBUIO cpasy OTKpPbIBAeTCS
OaHHbIN hawnn.

Ecnun BnoxeHo 6onee ogHoro ¢harna, To JOKYMEHT OTKpbIBAeTCsl N0 06bI4HOM hopme, YTOObI
nonb3oBaTerib MOr BbIGpaTh HYyXHbIV hann AN OTKPbITUS.

Takke B aTon Tabnuue gobasneH ctonbeL B KOHLE Ansl 0TODpaXKeHUs1 MKOHKU &, ecnin B
OTBETHOM [AOKYMEHTE eCTb BNOXeHHbIN darin.

Mpo3BoSibHbLIE AOKYMEHTLI

1.

Bo Bcex npeacTtaBneHnsax 0o6aBunmn MKOHKY JoKyMeHTa L.



2. HewmHoro nsmeHeHa popma AnanoroBoro okHa Ans 3asiBNeHun Ha oTryrn, 4Tobbl oHa cMoTpenach
HopmMarnbHO B MobunbHom knueHte HCL Nomad.
AHanornyHoe nsmeHeHue caenaHo B 6ase "BHyTpeHHME JOKYMEHTbI".

gOFOBOQbI

M3meHeHa dhopma kapToukn ang nevatu. B 1.4. ygennyeH wpudt ¢ 8 go 10.

2. [NobaBneHa dyHKLMA NepeHoca BblIOpaHHbIX NPUNOXEHUI K OFOBOPY B APYroi AoroBop. ATo
HY>KHO, HanpumMep, Korga oLWMBOYHO NPUBSA3aNy NPUMOXEHNS K JOTOBOPY HE K TOMY JOroBOpY, K
KOTOPOMY BbINO HYXXHO.

3. [HobaBneHa BO3MOXHOCTb MMBKON HACTPOMKU CUCKa TUMOB AOKYMEHTOB, KOTOPbIE MOXHO
co3pgasaTb no gencteuto "CosgaTtb”.
[o6asneHo none "Tun gokymeHTa" B hopmy "lNpunoxeHne Kk gorosopy" Ang NpUNoXeHui Tuna
"OokymeHT" n "Onnara".
Mpy HEOBXOAMMOCTU MOXHO CKPbITb 3TO NOne A 3TUX TUNOB JOKYMEHTOB B COOTBETCTBYIOLLEM
HaCTPOEYHOM JOKyMEHTE.
OTN n3MeHeHUs NO3BONST NPY CO3A4aHUM HOBOrO JOKYMEHTA:
- CKpbIBaTb TWMbl AOKYMEHTOB, KOTOPbIE Bbl HE UCMONb3yeTe,
- NOKa3bIBaTb KakMe-TO TUMbl AOKYMEHTOB TOMbLKO 4115 ONpeaeneHHbIX nonb3oBarenen,
- 0o6aBNATb HOBbIE TUMbI MPUITOXXEHUI K OrOBOPY HA OCHOBE CTaHAAPTHbLIX TUMOB "[JOKyMeHT" n
"OnnaTta". Hanpumep, nobasutb Tvn npunoxeHus "CornalleHne" Ha OCHOBe CTaHO4apTHOro Tuna
"[oKkyMeHT".
- NpY CO34aHMM NPUMNOXKEHWI K OrOBOPY AOMOMHUTENBHO 3anpallnBaTb 3HadeHe Tuna
OOKyMeHTa, Hanpumep "AKT caaumn-npuemkn”, "AkT ceepkun”, "CueTt-chaktypa" u T.4.

4. K gokymeHTy "TpunoxeHne Kk goroBopy" Ao0aBreHbl CKpbiThie nons "Tun poanT. LOKyMeHTa" u
"Tun ocHOBHOro JoKyMeHTa (Tun gorosopa)”.

5. B kapTouke [Joroopa B cekumm "Onnara":
- nepemmMeHoBaHo none "Cymma" B "Cymma nepBoHau."
- pobaBneHbl Nons:
-B T.4. HOC (B py6. n B Ban.) - HAC anst nepeoHay. cymmbl goroesopa (B pyb. 1 B Barn.)
- Cymma ckoppekT. (B pyb. 1 B Ban.)
-B T.M. HOC (B py6. n B Ban.)
- Cymma aBaHca (B py6. n B Ban.)
-B T.M. HOC (B py6. u B Ban.)

B pokymeHT "HacTtpoiika B[] "[dorosopskl" nob6asneHo none "MpoueHt HOC".

6. W3meHeHa kapTo4ka NpUroXxeHus k gorosopy tuna "Onnara”.
[o6aBneHbl HOBbIE cTaTyckl onnat: "YacTnyHo onnayeHo", "He onnayeHo", "OTMeHeHo". PaHblLue
ObInT TONbKO 0AMH cTaTyc "OnnayeHo".

B cekuun "Onnata":
- n3ameHeH TekcT "Cymma" Ha "Cymma k onnate"”
- pobaBneHbl Nons:
-B T.4. HOC (B py6. 1 B Ban.).
B cekuun "®aktund. onnara":
- U3MeHeH TekcT "®akT. cymma" Ha "dakT. cymma onnatbl”
- pobaBneHbl Nons:
-B T.4. HOC (B py6. 1 B Ban.).
- Cymma octatka (B py6. 1 B Ban.) - BblYUCIISieMble MOons
-B T.4. HOC (B py6. 1 B Ban.) - BblMUCTIAIEMbIE MONS

7. [dopaboTaHo aBTOMaTU4eCKOE OMOBELLIEHME O HACTYMIEHMN CPOKA OKOHYaHUS AeNCTBUS
[orosopa.
Tenepb yBeAOMIEHME OTMNPABISAETCS HE TOJbKO B AEHb OKOHYaHMS OEeNCTBUS LOroBopa, HO 1 3a 7
KanengapHbIX AHEN OO CpOKa OKOHYaHus aencteuna [lorosopa.
OnoBelLeHne oTNpaBnseTcsl TONbKO eCrv [OrOBOP HaxoauTcs B cTatyce "[encTyeT".

8. W3meHeHbl npeacraBneHns.

- MpeacraeneHus "Bee - MNnaTtexu no BHeLWHen cTopoHe", "Bee - MNnatexu no cratycy
obpaboTkn".

[o6asneHbl ctonbubl "[data co3gaHua”, "Ctatyc onnatbl”.

BmecTto ogHoro ctonbua "[ata onnatbl" gobaBneHbl ABa ctonbua "Jarta nnaH. onnatbl" 1
"Nata dakT. onnatbl”.

Ctonb6euy "Cymma" nepenmeHoBaH B "Cymma No AOKYMEHTY".

Ctonbeu "dakT" nepenmeHoBaH B "Cymma akT. onnatbl".
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Ho6aBneHbl kHoMku "MokasaTb cymMbl B BantoTe", "lMNokasatb cymmbl B py6." AN NepeknoveHns
pexunma oTobpaxeHus cymMM 13 py6. BO 2-t0 BanoTy u obpaTtHo.

- Mpeacraenenus "JndHbIn KabnHeT\B 0bpaboTke”, "ITnyHbIn kKabnHeT\Moun AoKyMeHTbI".
[o6asneHbl ctonbubl "BHelwHAs cTopoHa”, "BHYTpeHHAs cTopoHa".

B dopmel "O1an gorosopa” u "MpunoxeHue k gorosopy" gobasneHo none Ctatyc Aorosopa, Ytobbl OHO
npuceanBanock cpasy nNpu co3gaHuy aTana unu NPUNoXKeHns.

PaHbLue aTo none npuceansanochk TOMLKO MPY U3MEHEHWM B JOTOBOPE AN Y)XXe CO3[aHHbIX 3TanoB U
NPUNOXEHUN.

B kapTouky norosopa fobaBneHbl Nons:

- MHnumaTtop - no ymonyaHuio 3anonHseTcs ABTOp JOKYMEHTa

- Oon. ctaTtyc - BbIGOp M3 HOBOro cnpaBOYHMKA KroyeBbix ¢nos "[orosop. [JononHUTENbHbIN
ctatyc. | AgreementStatusAdd".

Mpumepsbl 3HaveHu anga nona "Hdon. ctatyc": "Moanucan", "He noagnucaH"

AOMUHUCTPATOP MOXET CKPbITb JAHHbIE MO B HACTPOWMKaX TMna AokymeHTa "[Joroeop|
Agreement".

B kapTouky NMpunoxeHus k gorosopy AobasneHbl nons:

- MHnumaTtop - no ymonyaHuio 3anonHseTcs ABTOp JOKYMEHTa

- KpaTtkoe cogepxaHue - Tonbko and tuna "Onnata”.

AOMUHUCTPATOP MOXET CKPbITh JAaHHbIE NMOSA B HACTPOWMKax Tuna AokymeHTa "Onnarta|Pay",
"OokymeHT|Application", "MNocTaBka|Delivery" unu "PaboTbi|Works".

3aronoBok nons "HasBaHue" Tenepb BbIBOAUTCA Kak "Ha3BaHue, HOMep 1 faTta JOKyMeHTa", ecriu

aTo MpunoxeHune - Onnara, 4ns KOTOporo HacTPOEHO CKpbITUe nons "Per. Homep" unu aTo aTo
MpunoxeHue - [JOkyMeHT, A4S KOTOPOro HacTPOeHo CKpbITUe nona "[aTta gokymeHTa".

B KapTtouke cornacoBaHust nokymeHTa "Onnarta” B none "Kpartkoe cogepxaHue" oTpaxaem
nHcpopmavumio n u3 nons "HassaHue" ("HassaHue, Homep 1 gaT gokymeHTa") u u3 nons "Kpatkoe
cogepxxaHue".

[o6aeneH oTyeT B hopmaTe Excel "PeecTtp gorosopos".
Mepen cosgaHmeM oT4eTa MOXHO BblOpaTb HEOOXOAMMbIE NapaMeTpbl oTyeTa:
- Tun goroBopa

- Manka/llpoekT

- lata goroBopa (c__no __ )

- flata Havana genctBua (C__no __ )

- [laTa okoHYaHusA gencTBusa (C__ no )

- BHyTpeHHAs cTopoHa

- BHelwHAa cTopoHa

- Ctatyc poroBopa

- fon. ctatyc

- AsTop

- innymnatop

- KoHTponep

- UcnonHutensb

[o6aeneH oTyeT B hopmaTe Excel "PeecTtp nnatexen".
Mepen cosgaHmeM oT4eTa MOXHO BbiOpaTb HEOOXOAMMbIE NapaMeTpbl oTyeTa:
- Tun gokymeHTa onnaThbl

- Manka/llpoekT

- [laTta permuctpauumn gokymeHta (C __ no )
-JatannaH.onnatel (C __no__ )

- [aTa cbakt. onnatbl (C___no )

- BHYTpeHHAs cTopoHa

- BHelwHAa cTopoHa

- Ctatyc onnatbl

- Ctartyc obpaboTku

- AsTop

- innymnatop

- KoHTponep

- UcnonHutensb

M3ameHeHa dhopma noucka JoKyMmeHTOB No 0ase "[Joroeopbl”. YUTeHbl HOBbIE MO AN 4OroBopa U
NPUMNOXEHWIN K AOrOBOpPY, HOBbIV CMMCOK 3HaYeHu ang nons "CraTyc onnatbl" Ans NPUNOXeHUR K

gorosopy Tuna "Onnarta”.

N3meHeHbl NpeAcTaBneHus.
Mpw BbiBOAE MHGOPMALIMK O NPUIOXEHUAX K AOroBopy AoGaBMeH BbIBOA CyMM, cTaTyca



17.

18.

19.

20.

21.

AokymeHTa (ans MNMpunoxenun Tuna "dokymeHT"), ctaTyca onnatbl (Ans MNpunoxeHui Tuna
"OnnaTta"), ctatyca ob6paboTku.

[nsa npunoxeHun k gorosopam Tuna "Onnarta" co ctatycom "YacTuyHo onnayeHo" Tenepb BbIBOAUTCS
rpady. UKOHKa &

[ob6aBneHa BO3MOXHOCTb U3MEHEHNST aAMUHUCTPATOPOM 3HaueHust nons "Tun gokymeHTa" ans
BblOpaHHbIX NpunoxeHun Tnna "dokymeHT" 1 "Onnara".

B nesom meHio anga nyHkra "lMownck" gobasneH BapuaHT "MoMCK NpUNoXeHN-qOKyMEHTOB" .

M3meHeHbl NpeacrasneHus "Bee - Ha cornacosaHuun”. B ctonbue "Ha3ssaHue" ansg npunoxeHun K
porosopam Tuna "Onnata" u "[JokyMeHT" Tenepb BbIBOAUTCS MHPOPMaLIMSt O CYMME OOKYMEHTA,
dakT. cymme onnartbl, cTaTyce AOKyMeHTa. [ing onnaT AononHUTENbHO BbiBoauTcA "KpaTtkoe
cogepxxaHue".

[nsa npunoxeHun k goroopy Tuna "Onnarta" cekums "OnnaTa” nepenmeHoBaHa B "Cymma
OOoKymeHTa".

[No6aeneHbl nons "B Tom uMcne Cymma onnaTtbl 3a Hanu4yHble (py6.)" n "B Tom uncne Cymma
onnarbl 3a HanuyHble (Barn.)" B cekuun "Cymma gokymeHnTa" ("Onnarta") u nonsa "B Tom yncne
dakT. cymma onnarbl 3a HanuyHble (py6.)" n "B Tom uncne Pakt. cymma onnarbl 3a HanM4Hble
(Ban.)" B cekumm "daktuyeckasa onnara”.

OTU NONS CKPbITbI NO YMOMYaHUIO.

Beibepute gevicteue "[denicteus - NokasbiBaTb CymMMy 3a HannyHble" Ans oTobpaxeHusa AaHHOro
nons.

ALMUHMCTPATOP MOXET HAacCTPOUTb OTOBPaKeHWe AaHHbIX MOMNen Ans KakMx-To TUNOB AOKYMEHTOB
"OnnaTa" pasnuyHbLIMK BapMaHTamu:

- Yepes HaACTPOMKY UCMOMb30BaHMSA WabnoHa JOKYMEHTa Npu co3aaHUm NPUNoXeHus Tuna
"OnnaTa" 1 HaCTPOWKy B 3TOM LWabnoHe ckpunTta ans ycraHoBku nonsd ShowSuminCash ="1" B
3aBUCMMOCTU OT BbIGPaHHOro TUMa AOKyMeHTa Unu Ansi BCeX TUMOB;

- Yepes HacTpoKKy gon. hopMynbl B pasgene "HacTpoika goctyna npu co3gaHum JOKyMeHTa -
Uutatenun" gna tuna gokymenTa "dokymeHT | Application" ans yctaHosku nons ShowSumlInCash =
",

B MNMpunoxeHuu k gorosopy Tvna "Onnarta" gobasneHbl gencteus "dencteus\lokasbiBate Cymmy
3a Hanu4Hble", "dencteua\CkpblTe CymMMy 3a Hanu4yHble".

[nsa npunoxeHun k gorosopy Tuna "[dokymeHT" gobaBneHa BO3MOXHOCTb HACTPOMKU
oTobpakeHus cekumm "Cymma gokymeHTa" ¢ nonamum "Cymma gokymeHTta", "Tun BantoTbl".

OTO HYXHO, YTODObI UMETb BO3MOXHOCTb BBOAA CYyMMbI JOKYMEHTA A5 KAKUX-TO TUMNOB
NPUOXEHW K gorosopy Tuna "[JokymeHT".

Mo ymonuyaHuto 3Ta Cekuns CKpbITa.

Bbibepute gencrteue "Oencteus - MNMokasbiBate Cymmy foKymMeHTa" onst oTobpaXkeHus aHHOW
cekumu.

AOMVHUCTPATOP MOXET HAaCTPOUTb OTOBPaKeHNe JaHHOW CEeKLMU NS Kakux-TO TUMOB
JOKYMEHTOB pa3fuyHbiM/ BapuaHTamu:

- Yepes HaCTPOWKY UCMOMb30BaHMs WabnoHa JOKYMEHTa Npu CO34aHnM MPUNOXEHUs Tuna
"[JOKyMEHT" 1 HACTPOWKY B 3TOM LLabnoHe ckpunTa Ans ycTaHoBku nonsg ShowSum ="1"B
3aBMCMMOCTU OT BbIOpPAHHOTO TUMa JOKYMEHTa Unu Aansi BCex TUMoBs;

- Yepes HacTpowiky gon. oopMynbl B pasgene "Hactporika gocTtyna npu cosgaHny AoKyMeHTa -
UuTtatenn" gns Tuna gokymeHTa "[dokymeHT | Application" ansa yctaHoBku nons ShowSum = "1".

HNo6aeneHo gencrtene "OoroBop\OTo6paxkaTb CyMMy AOKYMEHTa ANs BbIOPaHHbLIX MPUITOXKEHUA",
KOTOpOEe MOXHO UCMNOMb30BaTh Ans oTobpaxeHus cekunn "Cymma gokymeHTa" Ans BolbpaHHbIX B
NpeAcTaBneHnn NPUNOXEHUN K AoroBopy Tuna "[JokymeHT". Hanpumep, anst Toro 4tobbl
akTMBMpoBaTh cekumio "Cymma JoKyMeHTa" Ans yxke co3faHHbIX paHee NpuroXeHun K JoroBopy.

Ona tuna "lMpunoxeHue - JokymeHT" fobasneHbl gencteua "dencteug - MNokasbiBaTte Cymmy

aokymeHTa", "[encteus - CkpbiBaTb CyMMy JOKYMEHTA.

MapkeTuHr

1.

[ob6aBneHa BO3MOXHOCTb hOpMUPOBaHUS doaisia Co CMMCKOM agpecaToB U3 JOKYMEHTa
paccbinkun B doopmate Word mvnun Excel.

[nsa atoro B 6a3y "LLlabnoHbl" gobaeneHbl WwWabnoHbl "Cnncok agpecaToB U3 OKYMEHTa PacCbhIfiki
(Excel)" n "Cnucok agpecatoB n3 gokymeHTa pacceinku (Word)".

[ns doopmmpoBaHusa danna co CNUCKOM agpecaToB HY>KHO OTKPbITb AOKYMEHT pacCbhIfku B



pexume peaakTupoBaHus, nepentu B cekuuto "MNpunoxeHne", HaxaTtb Ha rpadd. MKOHKY, BbIbpaTb
NyHKT "BbiOpaTb 13 wabnoHoB" n BblbpaTth WabnoH "MapkeTuHr -  Cnucok agpecaTtoB u3
JokymeHTa pacchbinku (Excel)" unu "MapkeTnHr - Cnucok agpecaTtoB U3 JOKYMEHTa paccChbIfiku
(Word)".

B pesynbTaTte B cekuuto "MNpunoxeHne" byaeT BCcTaBneH dawn ¢ agpecatamu.

N

[o6aBneHa BO3MOXHOCTb perncTpaumm BblbpaHHbIX YH4aCTHUKOB MeponpuaTusa(nin) Ha apyroe
mMeponpusiTue.

B kapTouke MmeponpuaTua B cekuum "YyacTtHuku" aobasneHsl kHonku "[obaBnTb y4acTHUKOB U3
Apyrnx meponpuatnii”, "3apernctp. Ha gpyroe meponpustme”.

B npeacraesneHun "Meponpustua\Peructpaumsa” npobasneHa kHonka "3aperncTp. Ha apyroe
mMeponpusaTue".

w

B kapTouke MeponpuaTus B cekumum "Y4acTHUKK" B CUCKE y4acTHUKOB fobaeneH ctonbel
"OTBETCTBEHHbIN".

4. [Ins oOKYMEHTOB pacchiniky AobaBneHa PyHKLMA KONMPOBAHUSA B HOBbIN JOKYMEHT PaCChIfKU.
Mo ymonyaHuio konupytoTes Tun JOKyMeHTa paccbliiiki, Kpatkoe cogepkanume, Nanku n
CopepxaHve JOKyMeHTa pacChInKu.

AOMVHUCTPATOP MOXET HAaCTPOUTb AONOMHUTENBHbIN CMIMCOK NOMen ANnst KONnMpoBaHMS.

5. Tlpu co3gaHnm OOKYMEHTa pacCbIfIKM UM NaKeTHOW paccCbifikvi NpKU yCTaHOBKE A0CTyNa no
YMOMYaHUio Tenepb y4nTbiBAETCH HACTPONKa A0CTyna ANs Tuna AokyMeHTa "[JOKyMeHT pacchinku |
SendDoc" nnu "lMakeTHas paccbinka | PackageMailing" B 6a3se "HacTtponkn 3CKALO".

PaHbLUe B cnvcok peaakTopoB ycTaHaBnmBarncs ABTOp AOKYMEHTa, a B CNUcok ynatenen "Bee
coTpyaHukn". Tenepb MOXHO M3MEHUTb CMMCOK AOCTYNa Mo YMOSYaHUIO NMpU CO34aHUN HOBOTO
OOKyMeHTa.

MpoeKkTbl

1. [JobGaBneH areHT Ans HaCTPOMKM CN1CKa Nonen Ans XypHanupoBaHst U3MEHEHW B KapTo4kax
NPOEKTOB, 3a4auy, NPUTOXEHWIA.
Bbl MOXeTe Takke JONOMHUTENBHO HAaCTPOUTb YBEAOMINEHUS, HanpuMep, O CO34aHUN HOBbIX
NMPOEKTOB UITM U3MEHEHMM ONPeAErNEHHbIX NOMEN B KAPTOYKE NPOEKTA, 3a4aun, MPUIOXKEHUS.

Coenku

1. [JobGaeneHa gyHKUMs "KonnpoBaTtb B HOBYIO cAerKy" AN BHYTPEHHUX COENOK.
OHa gocTynHa B kKapTOYKe BHYTP. CAENKM 1 B npeactasneHun "BryTp. caenkm\lNo gaTte cosgaHus".
[ns o6bIYHBIX CAENOK Takke paclumpeHa AaHHas yHKUWs, Tenepb OHa JOCTYMHa U3
npeacrtaeneHus "Bce caenkm\lo gate cosgaHus”.

O6wue usmeHeHus ansa 6as ACKAOO

YnyyweHue guanora Bbioopa COTPYAHUKOB

1. YnyyweH auanor Bblbopa coTpyaHukoB. Tenepb MOXHO ObIiCTpee HAUTU U BbIGPaTbh HYXHbIX
COTPYAHWKOB.

B ananore Beibopa coTpyaHuKoB fobaBneHo none Ans BBOAA TEKCTa Afs novcka CoTpygHvKa Unm
dupmbl 1 kHomka "HanTtn".

Mownck gocTyneH, ecnv B Ka4ecTBe UCTOYHMKA BbibpaHa 6a3a "Kagpbl" unm "®dupmbl”.

[aHHas BO3MOXHOCTb NO3BONSIET BbICTpee HanTU U 40BaBUTb HYXXHbIX COTPYOHUKOB.

Tarke AaHHbIM cnocob noucka COTPYAHMKOB MO3BONSET ropasgo yaobHee BbiOMpaTh COTPYAHMKOB
npu ucnornb3oBaHun mobunsHoro kneHTa HCL Nomad.

CornacoBaHue

1. Jo6aBneHo ncnonb3oBaHUe porie B WabnoHax rpynn cCOTPYAHUKOB U B LUAGIOHaX
cornacosaHus

[obaBneHa BO3MOXHOCTb 3a4aHus pornen B WabnoHax rpynn COTPYAHUKOB M B LabrnoHax
cornacoBaHusl.

VMcnonb3oBaHue poner No3BonsieT AMHaMUYeCckn onpeaensTb O4HOMO UMM HECKOSbKMX COTPYAHMKOB,
KOTOpble AOMKHbl OblTb 4OBABNEHLI, HAaNPUMep, B CMNCOK COrfacoBaHns JOKYMEHTa npu
NCcnonb3oBaHMM WabnoHa cornacoBaHusl ¢ Porbio.

Hanpumep, Bbl MOXXeTe HaCTPOUTb MCMONb30BaHMe CrieayloLwmnx poren:




- "HauyanbHuK aBTOpa AOKyMeHTa",
- "HavanbHuK TekyLlero noneb3oBaTens”.

[nsa aToro B aTux wabnoHax no kHonke "Bbibop" B Ananore Beibopa COTPYAHNKOB HY)XXHO BbIOpaThb
NCTOYHMK "Ponun", HaxaTb KHOMKY "+" 1 BBECTU HaMEHOBaHWE Poru.

BeeneHHoe nms 3akntovaeTcs B ourypHole ckobku npu gobaBneHumn B CUCOK.

[Mpumep Mcnonb3oBaHUS:

Ecnun B WwabnoHe cornacoBaHusi 3agaHa Porb, To npu Bbidope 3Toro wabnoHa cornacoBaHusi B
OOKYMEHTE B CMUCOK COrfacoBaHnsi BMECTO 3Tow Ponu gobaensieTcsl CNMcoK COTPYAHWUKOB, KOTOPbIN
nosly4aeTcs CornacHoO HacTpovikam gaHHOW Ponn B JOKYMEHTE YCTaHOBKM porien Tekyllern 6asbl.

QR-koa v LWTamn
1. [lo6aBneHa HacTpouka cropmynbl, Bo3Bpalwlawowen nHgopmauuto ana QR-koga gOoKyMeHTa

B nokymeHTe HacTponku 6a3bl AaHHbIX AoBaBreHa BO3MOXHOCTb 3aaHuns popMyrbl, BO3BpaLllatoLlen
nHcpopmaumio onsa QR-koga [OKyMeEHTa.

2. [lo6aBneHa HacTpomnka opmynbl, Bo3Bpatiarouwen nHdopmaumio ansa Liramna gokymeHTa

B nokymeHTe HacTponku 6a3bl AaHHbIX AoBaBreHa BO3MOXHOCTb 3aaHuns popMyrbl, BO3BpaLllatoLlen
nHdopmaumio ansa Ltamna gokymeHTa.

3. MNpwn BcTaBke QR-koaga n LUitamna gno6aBneH BbLIoop hannoB, B KOTOPbIe HYXXHO UX
BCTaBNATbL (ecnu 6onee ogHoro danna BNoXeHo B none)

Mpu BctaBke QR-koga v LWtamna gobasneH BeIGOp (haninos, B KOTOPbIE HY>KHO MX BCTaBNATb (€CIu
6onee ogHoro dpanna BroxeHo B none "Copepxaxue").

4. Npwu BcTaBke QR-koga u Llitamna Tenepb NCNONb3YHOTCA TEKYLINIA cNUCOK dhannos u
Tekylme Bepcuun hannos, gaxe ecrnv oHU elle He ObIM COXPaHEeHb!I B JOKYMEHTE

PaHbLue, ecnu Bbl uameHnnu cgann unu fobasmnu Hoeel dhavin B none "CogepxaHue" u eLle He
COXpaHWnM 3TN N3MeHeHns B JOKYMeHTe, To BcTaBka QR-koaa u Ltamna BeinonHanace B
npeablgyLLylo Bepcuio daina 1 He BbINosiHAnach Ang HoOBoro dpanna.

Tenepb QR-koa v Ltamn BCTaBnaoTCA B TEKYLLYIO BEPCUIO U3MEHEHHOoro danna(oB), a Takke B
HOBbIN (hanrn(bl), JaXKe eCnu Bbl eLle He COXPaHUN U3MEHEHHbIV UM HOBbIN harn(bl) B JOKYMEHTE.

5. MNpu BcTaBke QR-koga u LUtamna B chann(bl) Tenepb MOXHO 6paTh dansnbl U3 0gHOro nons, a

BcTaBnATb ¢annsl ¢ QR-kogom u Llitamnom B gpyroe none.

Mpu BcTaBke QR-koga v LWtamna B chann(bl) Tenepb MoXHO 6paTb ncxoaHble dannbl U3 O4HOro Nons,
a BctaensaTb dannbl ¢ QR-kogom u LTamnom B Apyroe nore.

Hanpumep, 6patb ncxogHolie dannsl ns nons "CoaepxaHue”, sctaBnath B HUX QR-koa n Wtamn n
BKIagblBaTb utoroeble davnsl ¢ QR-kogom u LLitamnom B none B cekuun "MNpunoxexHne".

[na Takoro BapuaHTa B popMbl JOKYyMEHTOB fobaBneHo Aencteue "CoaepxaHune\BetaBute QR-koa u
LWTamn B MpunoxeHune".

[aHHaa dyHKLMA BaxHa B cUTyaluun, Koraa y nonb3oBaTens HET NpaB Ha peAakTUpoBaHUe Mnons
"CoaepxxaHue", Hanpumep nocne cornacoBaHusl, NOANMCaHUSA U perncTpauumn JokymeHTa. B aTom
crnyyae nonb3oBarternb He MoXeT BcTaBuTb dhavn ¢ QR-kogom n Ltamnom B none "CogepxaHue", HO
3aTO MOXET BCTaBUTb ero B nosne "lpunoxeHne", CNnonb3ys HOBY OYHKLMIO.

6. BctaBka QR-koga Hanpsimyto B ¢ann ¢popmarta Word (.doc, .docx) ¢ nocneayrowmm
coxpaHeHuem B pdf-cbopmare.

HobaBneHa BO3MOXHOCTb BcTaBkn QR-koda Hanpsamyto B chann dopmata Word (.doc, .docx) B
HaCTPOeHHOe Ais 3Toro nore (3aknagky) ¢ nocneayoLwmm coxpaHeHmem B pdf-coopmare.

7. Jo6aBneHa chyHKLUA noncka AoKyMeHTa no QR-koQy B MOOUIILHOM KITUEHTeE.
[Nob6aBneHa dyHKLMA Norcka gokymeHTa no QR-kogy B MOBUNBHOM KITUEHTE.

Co3aHne KOnuu AOKYMEHTa

1. NoGaBneHa hyHKLMA cO3aaHUsA HOBOro OKYMEHTa ¢ KONMMPOBaHUEM Norier U3 TeKyLlero
OOKYMEHTa

[lo6aBneHa yHKUNA co3haHMsl HOBOTO [JOKYMEHTa C KOMUPOBAaHWEM MoMen U3 TeKYLLEro 4OKyMeHTa.
B HOBBI JOKYMEHT KONUPYIOTCA MOMs U3 BbIGpaHHOIO AOKYMEHTa, HaCTPOEHHbIe Mo YMOMYaHuio, Néo
aAMUHUCTPATOP MOXET HAaCTPOMTb CMIMCOK MoNen Anst KONMpoBaHWS B JOKYMEHTE HacTpOiiku Tuna
[OKyMeHTa.

[laHHaa YHKLUS MOXKET MUCTONb30BaTbCSl HE TOJIbKO A1t OCHOBHbIX OKYMEHTOB, HO U A1 OTBETHbIX
[IOKYMEHTOB. OTO BaXXHO, HanpuMep, Npy co3aaHnm MNyHKTOB K OCHOBHbLIM AokyMeHTaM (Mpukasam,




MpoTtokonam u T.n.) B 6a3e "BHyTpeHHME" unu npu co3gaHumn npunoXxeHun K gorosopam B 6ase
"[orosopsbl".

JTanbl 0OPaAdOTKU JOKYMEHTA

1. Jlo6aBneHa BO3MOXHOCTb HACTPOUKU AOMNONIHUTENILHOIo TeKCTa B TeJie COOOLLeHUs,
oTnpaBnAseMoOro npn oo6paboTke JOKYMeHTa

[ob6aBneHa BO3MOXHOCTb HACTPOWKM JOMONHUTENBHOrO TEKCTa B TeNe CoobLLEHMS, OTNPaBISEMOro
npy 06paboTKke AOKYyMEHTa.

Tenepb Npu HacTpolke sTana obpaboTkm B none "®opmyna 3aronoBka cooOLEHNA" MOXHO
HaCTpOWTb BO3BpaT ABYX hopmyn: 1-a hopmyna Ans 3arorioBka coobLueHus, 2-4 - ons
JOMOMNHUTENBbHOro TEKCTa, BKNIOYaAeMoro B Teno nucbma.

2. lo6aBneHa BO3MOXHOCTb BCTaBKW B TEJNI0 COOOLLEHUS KAPTOYKM AOKYMEHTa MO TeKyLien
cdopme unu no cneumnansHoun dopme

[o6aBneHa BO3MOXHOCTb BCTaBKW B TEJO COOBLLEHNS, OTNPaBNsemMoro npu obpaboTke JOKYMEHTa,
KapTO4KM JOKYMEHTa No TekyLlen dhopmMe JOKYMEHTa Unn No cnewmanbHO CO34aHHONM Ans 3TOro
copme.

Tenepb nNpu HacTponke atana obpaboTkm B none "®opmyna 3aronoBka coobLLEeHUA" MOXHO
HaCTPOUTb AOMNONHUTENbHBIN NapameTp B popmaTe [IncludeDocCardFORM], rae FORM - nmsi
OpMbI, UCMONb3YyeMOW Arsi BCTaBKM B TENO COOBLLEHUS, eCn UMS (DOPMbI HE YKasaHo, TO
ncnonb3yeTcs Tekywasa hopMa JOKYMEHTa.

O6pawaem Balle BHMMaHWe, YTo KapTodka JOKYMEHTa, BCTaBfIEHHas B COOOLLEHNE MO TeKyLLen
dopme OOKYMEHTa, MOXET BbIrMAAeTb HE COBCEM Tak Kak Mpu OTKPbITUM HenocpeacTBeHHO B 6ase
OaHHbIX. OTO CBSA3aHO ¢ orpaHMyeHnsaMu Notes npu BcTaBke Tabnuu, ¢ 3aknagkamm u ¢
BbluMcnsiemMmbiMun noadopmamu. Noatomy moxeT noTpeboBaTbCs co3aaTh crneLmanbHyo opmy B
Domino Designer, koTopas OyaeT Ucnonb30oBaThCH Afsi BCTAaBKU B MOYTOBOE COObLLEHME,
oTnpasnsiemoe npu 06paboTke AOKYMEHTa.

Bo3moxxHO B GonbLUMHCTBE criydasieB 6onee npocTbiM pelleHmemM 6yaeT ucnonb3oBaHne opmynbl
OIS HACTPOWKK Aon. TekcTa, AobaBnsemMoro B TeN0 COO0OLLEHUS.

Paccblfika AOKYMEHTOB

1. BbiGop B kayecTBe agpecaTtoB ABTopa AOKyMeHTa, [lognucanTa, OTnpaButens

B guanorosom okHe "Pacchbinka” no kHonke "BbibpaTb U3 gokymeHTa" gobaBneHa BO3MOXHOCTb
Bblbopa ABTopa fokymeHTa, OTnpasutens (ansa 6a3bl "Bx./Mcx. gokymeHTs!"), MNognucanTa (ans 6a3
"BHyTpeHHue JokyMeHTbI", "[pon3BONbHbLIE JOKYMEHTbLI").

2. BbI6op agpecaToB HAa OCHOBe ponen
B omnanoroBom okHe "Pacchinka" gobaesneHa kHonka "BbibpaTtb 13 ponen" ana nobaenexus
agpecaToB Ha OCHOBE POriel, HACTPOEHHbIX Anst TeKyLwen 6a3bl AaHHbIX B AOKYMEHTe "YCcTaHoBKa

ponen".

3. Job6aBneHa BO3MOXHOCTb YCTaHOBKM npu3Haka "BaxxHo/CpoyHo" npu pacchbiyike AOKYMEHTA
B guanorosom okHe "Pacchbinka” gobaBneHa BO3MOXHOCTb YCTAHOBKU Npu3Haka "! BaxkHo", ecnu Bbl
XOTUTE NMOMETUTb COODLLIEHME KaK BaXHOe.

XXypHanupoBaHue nusmeHeHmn pannos

1. Bo3aMOXHOCTb 3anpeTa Ha yaaneHue U usmeHeHue annoB B PUHMTEKCT-NONAX, HaNnpumep. B
none "MpunoxeHue".

[ob6aBneHa BO3MOXHOCTb HACTPOWKM 3anpeTa Ha yaaneHve danroB B PUHMTEKCT-MNONSX.

[aHHas BO3MOXHOCTb MOXET ObITb UCNONb30BaHa, HanNnpuMep, Ang 3anpeTta Ha yaaneHue ¢annos B
cekuum "TpunoxeHune", 4ToObI NPY COrNacoBaHUN JOKYMEHTOB COrfacytoLimMe He MO yaansaTb
annel, fo6aBneHHbIe APYrMMU COrnacyoLLmMmMm B JaHHOW CeKLUN.

B ookymeHTe HacCTpOWKM XXypHana peaaktuposaHusa aobasneH pasgen "3anpeliatb yaaneHue u
nameHeHue ¢annos" ¢ NOASAMMU:

- "3anpewaTb yoaneHue n nameHeHue annos" - Bolbepute "[a", ecnuv Bbl XOTUTE 3anpeTuTb
yAaaneHve un nameHeHve garinos B none "Coaepxanue" nnm "MNpunoxeHue".

- "CnNucok pnYTEKCT-NONen, AN KOTOPbIX 3anpeLLeHo yaansaTe U U3MEHSITb BIOXEHHbIe hannbl
(hbopmyna)" - sagante cdopmyrny, BO3BpaLLaOLLYt0 CMIMCOK MOren.

Mpumep dopmynbl Ans nons "lMpunoxeHue™:



"Appendix”
- "Koro yBegomnate (popmyna)" - 3agante dopmyny, BosspatlatoLyto cnncok Notes-agpecos, Ha
KoTopble ByaeT oTnpaBneHo yBeAOMIIEHNE B CrlyYae M3MeHeHUs1 (haliros.

MpumeyaHus:

1. Ecnu hannbl B 3TUX NONsX yaaneHbl, TO COXpaHeHe JOKYyMEeHTa He paspeLuaeTcs, ecnu xe annol
TOJIBKO M3MEHEHbI, TO AOKYMEHT MOXHO COXPaHWUTb, HO OTNPAaBNAETCs yBegomiieHme 00 M3MeHeHUn
¢hannoB Ha3HaYE€HHbIM COTPYAHUKAM.

2. 311 nons AoMmKHbI ObITh B CNMCKE MONEW, ANS KOTOPbIX Be4eTCH XypHan U3MEHEHUN.

3. JobaBneHne HOBbIX (hannoB pa3speLLeHo.

ApanTtaumsa ansa mo6. knumeHta Nomad

1. YnyuJweH guanor BbI6bopa cCOTPYAHUKOB

B guanore Bbibopa coTpyaHMKOB f0OaBNEHo nore Ansi BBOA4A TEKCTA Afsl noucka CoTpyaHMKa Unm
dupmbl 1 kHomka "HanTtn".

[aHHbIN cnocob nomncka COTPYAHMKOB NO3BONSET ropas3no yaobHee BbibUpaTh COTPYAHUKOB Npu
ncnonb3oBaHun mobunbHoro knmeHta HCL Nomad.

MoppobHee cm. pasgen "YnyyweHne guanora Bbibopa COTpyaHUKOB".

2. lopaboTtaH uHTepdenc 6a3 "9CKALO / CYMeP (OcHoBHOe MeHK cuctembl)”, "Kagpbl”,
"KoHTakTbl (Pupmbl)", "BHyTpeHHUe gokymeHThl", "Bx/Mcx gokymeHTb!", "[lponsBonbHbIe
gokymeHTbl", "OoroBopsbl”, "KoHTponb" ansa pa6botbl B Mo6. knueHte Nomad

M3meHeH untepdenc 6a3 "QCKALO / CYIeP (OcHoBHoOe MeHto cucTembl)", "Kagpbl”, "KoOHTaKThbI
(®upmbl)", "BHyTpeHHME aokymeHThl", "Bx/Mcx gokymeHTsl", "Mpon3BonbHbIe AOKYMEHTHI",
"Ooroeopbl", "KoHTpomnb" npu oTKpbITUM B MOGUbHOM knneHTe HCL Nomad B cMapTdoHe.
YuuTbIBaAETCS, YTO NPU OTKPLITUM B CMApPTOHE B BEPTUKATIBHOM PEXUME Y3KUIA SKPaH.

Pasgen "[okyMeHTbl B 06paboTke" JInyHoro kabuHeTa Tenepb otobpaxaeTtcs B Mob. TenedoHe B
knneHte HCL Nomad B Buae ogHoro ctonbua ansa scex 6a3, a He B BUAe ABYX CTOMNOLIOB, Kak Ans
0ObIYHOrO KNUeHTa.

[opaboTtaH gnanor BM3MpoOBaHUSA AOKYMeHTa npu paboTe B cMapTdOoHe.

Takke paclumpeHo norne "KommeHTapuin" npyn BU3NPOBaHNA B 0ObIYHOM KITMEHTE.

[opaboTaHbl ANanoroBble OkHa Novcka JOKYMEHTOB MO PEeKBU3UTaM.

3. NopaboTaH uHtepdenc oopm 4OKYMEHTOB

Mons "Koa" n "Per. Homep" Tenepb pa3meLLalnTcs C BblpaBHUBaHMEM NO NEBOMY Kpato Apyr nog
apyrom (kpome 6a3bl Bx/Mcx OKYMEHTDI).

3HaueHue nonen "Ctatyc obpaboTtkun" n "KoHTponb" Tenepb oTobpaxaeTcs B Luanke JOKYMeHTa noj
cTpokor "ABTOp" C BblpaBHMBaEM MO NIEBOMY Kpato.

4. NopaboTaH nHtepcdenc OCHOBHOIo MeHK CUCTEMbI
PaspaboTaHO OCHOBHOE MEHI0 cucTeMbl Npu paboTte B Mob. knneHte HCL Nomad.
[opaboTtaHa hopma noncka JOKYMEHTOB B 6asax CUCTEMBI.

5. lo6aBneHa chyHKLMA noncka gokymMmeHTa no QR-kogy B MOOUIILHOM KITMEHTE.
[obasneHa yHKumMsa noncka gokymeHTa no QR-kogy B MOBUNBHOM KITUMEHTE.

6. ApanTupoBaHa (hyHKLMSA NOUCKa JOKYMEHTOB No Bcem 6asam.
ApanTtvpoBaHa yHKLMS NMOMCKa OKYMEHTOB Mo BceM H6asam.

ABTOMaTM4YeCcKoe co3aHMe U oTnpaBKa Ha UCMNOJSIHEHME NMYHKTOB ANs Kaxaoro
uncnonHutens

1. PacwumpeHbl BO3MOXHOCTU hyHKUMM "ABTOMaTMYeCKOE co3gaHne U oTNnpaBKa Ha
MCNOJIHEHUE NYHKTOB K AOKYMEHTY ANnsi Kaxgoro ucnonHurena”

[ob6aBneHa BO3MOXHOCTb HACTPOWKM NOATBEPXKAEHUS HA BbIMOMTHEHNE AAHHOWM OMNepaLmm, a Takke
BO3MOXHOCTb BblBOpa nonb3oBaTenemM UCMonHuTeNen, Ansg KOTOpbIX HYXXHO CO3a4aTb MYHKThbI.
Mo>XHO HacTpouTb aTarn, KOTOpbIV ByaeT aBTOMaTUYECKN 3anyLLEeH AN CO34aHHbIX MYHKTOB.

Mpo4yne nsmeHeHuUs

1. YcTaHOBKa gocryna ans rpynnbl AOKYMEHTOB




B guanorosom okHe "Ooctyn - [lo6asuts B gocTyn" gobasneHo none "He nepecyntbiBaTh NONs B
OOKYMeHTE", KOTOPOE MOXET ObITb MCMOSIb30BaHO aAMUHUCTPATOPOM Af1si YCKOPEHUST onepaLmm
rpynnosoro fo6asneHnst B 4OCTyN npu obpaboTke 4OCTAaTOUHO BONbLUOIO KONM4YecTBa JOKYMEHTOB.

2. MNpu yoaneHun AOKYMEHTOB, UMEKLWMX NOAYMHEHHbIE AOKYMEHTLI, NPU 3afaHuu Bonpoca o

noaTBepXxaeHnun onepaunu goGaBneH BapuaHT "ga, Aanda Bcex AOKYMEHTOB, MMerLWnx

NnogYUHEHHbIe JOKYMEHThI".

Mpv yoaneHun JOKYMEHTOB, UMEOLLMX NOAYMHEHHbIE AOKYMEHTHI, MPU 3a4aHuK BOMpoca o
noaTBepxaeHun onepauun aobasneH BapuaHT "[a, AN Bcex AOKYMEHTOB, MMEOLLUX NOAYMHEHHbIE
OOKYMEHTbI".

3. NopaboTka gencreun "XypHan\UcnonHeHne gokymeHta", "lNevyarb\KapToykn", 4To006bLI HE
BblgaBanochb coob6ueHue "Document has not yet been saved", ecnu AOKYMEHT Obls1 U3SMEHEH
nepeg AaHHbIM AeVUCTBUEM, HO MPU 3TOM U3MEHEHM S elle He ObISIM COXPaHEeHbI.

4. UcnpaBneHo AencTBue no rpad. mkoHke "Mouck” B HUXXKHEM NIEBOM OKHe 6a3bl.

Tenepb No AaHHOMY AENCTBUIO BMECTO CTaporo BapvaHTa (oopMbl Noncka, BbIBOOUTCS HOBbIN
BapuaHT popMbl, TAKOW XXe Kak Npu Ucnonb3oBaHum nyHkTa "Monck" (unm "Mownck - Mownck Bcex TMnoB
OOKYMEHTOB") B NEBOM MeHI0 6a3bl.

5. lobaBnieH areHT AN yaaneHus cTapbiX KAPTOYEK CYETYMKOB HOMEPOB NMYHKTOB.

B 6a3ax "BHyTpeHHne gokymeHTbl", "Bx/Mcx gokymeHTbl", "3acenaHma” nobasneH cepBepHbIN areHT
"Delete Old IltemNumberDocs", koTopbii 3anyckaeTcsa 1 pa3 B mecsy, 1-ro yncna B 2:00 Houw.

AreHT ygansieT ctapble JOKYMEHTbl CHETYMKOB HOMEPOB MYHKTOB, €CIN OHU HE U3MEHSNUCH OorbLue
roga. MNMepen yoaneHneM cyeTymka NbiTaeMcst HAWTU OCHOBHOWM JOKYMEHT, K KOTOPOMY OTHOCUTCS
CYETYMKOB MYHKTOB, N COXpaHUTb B HeM B nosie LastitemNumber nocrnegHunin Homep nyHkTa Ha
cnyyan, ecnu BceTaku noTpedyeTcs co3gaTb HOBbIV NMYHKT K JAHHOMY JOKYMEHTY.

B 6a3e "TpoekTbl" AobaBneH aHanormyHbIn cepBepHbin areHT "Delete Old TaskNumberDocs",
KoTOpbIN 3anyckaetca 1 pa3 B Mmecsu, 1-ro uicna B 2:00 Houwn.

AreHT ygansieT ctapble JOKYMEHTbl CHETYMKOB HOMEPOB 3afaY, ECIiM OHW He U3MEHANUCh bornbLue 1
roga.

CnpaBoy4HuUK (sprav.nsf)

1. B cBogke kypcos BantoT JobaBneHo oTobpaxeHne KUTancKoro taHs.

Bx/Bbix aokyMeHTbI (inoutdoc.nsf)

1. [Jo6GasneHa gyHkuUuMs akcrnopTa KHuru nokynok n Knuru MNMpogax B popmat Open Office Calc
(.ods).
B 6a3y "labnoHb!" B wabnoH "KHura nokynok - KHura nokynok" BrnoxeH dann
"PurchaseBook.ods" cnpaa ot canna "PurchaseBook.xlIs", a B wwabnoH "KHura npogax - Knura
npoaax" BnoxeH ¢pann "SalesBook.ods" cnpasa ot canna "SalesBook.xIs".

! na nonb3oBaTeneu, BbinonHAwwmx Upgrade ¢ npeabigywmx Bepcum
B 6a3y "LLlabnoHbl" B WwabnoH "KHura nokynok - Knura nokynok™" Bnoxure canin
"PurchaseBook.ods" cnpaBa ot dpanna "PurchaseBook.xIs":

o

PurchaseBook.ods

B 6a3y "LLabnoHbl" B WwabnoH "Khura npogax - Knura npogax” snoxute dann "SalesBook.ods"
cnpaea QT danna "SalesBook.xls":

=

SalesBook.ods

2. [opaboTtaHa dyHKuMsA akcnopTa Buaa B opmat Open Office Calc (.ods). Tenepb Yncnosblie
3HaYEeHUS BLIFPY>KAIOTCS B IMENKM B YNCITOBOM, @ HE TEKCTOBOM chopmaTe, 4YTo NO3BONSeT
paboTaTb C HUMM Kak C Yucramu, Hanpumep, CyMMUPOBAaTb.

AHanormyHoe namMeHeHune caenaHo B 6asax "3akasbl", "lMpancnuct”, "Byx. AOKYyMEHTbI",
"Cknap npoaykuumn".



B cueTax n cyetax-aktypax yganeH nuLHui npoben mexay CyMMon NPonuchio U BartoTom
cuyeTa n gobaeneHa 3anaTasi nepeq tekctom "B T.4. HAC".

M3meHeHo pgencteue "Oencteus - Cuet - OkenopT B Microsoft Word".

Tenepb 4McnoBble 3Ha4YeHUs Boirpyxatotcs B Word 6e3 pasgenutens rpynn paspsigos, YToObl npu
HeobxoouMOoCTM MOXHO Gbio konupoBaTb cyeT u3 Word B Excel. MiHave B Excel uicna 6yayt
WHTEPMNPUTMPOBATLCA Kak TEKCT U HemMb3si ByaeT ncnonb3oBatb hopmynbl.

Mpu cozpaHmu BxoaHOW cHeT-hakTypbl Tenepb AaTa cveTa-akTypbl yCTaHaBNMBaeTCs B
3HayYeHue gatbl HakNnagHoMW, a He TeKkyLen AaThbl.

M3meHeHa KHura nokynok. Tenepb cyeT-hbakTypa nonagaeT B nepmog KHurm nokynok Ha ocHoBe
Oatel noctynneHus (Qatel onpuxogoBaHus), €Cnn OHa ecTb.

3aka3bl (order.nsf)

1.

B 3akase Ha nocTtaBky gobasneHsl nons "Homep n aata cueta-gaktypbl”, "MIHH/KIMM
noctaewuka". MNMpu BbIGOpe nocTaBLmKa gobdaeneHo 3anonHenne nonen "VMIHH/KIMI nocTtaBwuka".
[obasneH Bua "3akasbl Ha nocTaeBky\KypHarn nokynok".

Mpu cozgaHumn BXOoOHOW HaknagHoOW M3 3aka3a Ha nocTaBky no aencrtauio "Oenctensa\Cosgatb
BXOAHYI HaknagHylo u cyeT-akTypy" B AnanoroBomM OkHe aBTOMAaTUYECKM 3anofHSAEeTCH HOMep
HaKnagHOW u AaTa HaknagHom 3HadeHMs MM U3 HOBbIX nonen "Homep n aata cyeta-daktypbl” U3
3aKasa Ha MoCTaBkKy.

Homep HaknagHow kak 1 paHbLUle HaunHaeTcs ¢ npedumkca B popmarte "[Koa nocraswyukal[[se
nocnegHue undpbl rogaj#" n tenepb kK Hemy gobaBnsieTcst Homep cyeTa-akTypbl M3 3akasa Ha
nocTaBky.

Cknaa npoaykuum (nbalans.nsf)

1.

[o6asneH Bug "Utorn - Mo HaknagHeIM". [laHHbIA OTYET POPMUPYETCH 3@ NEPUOA U aHANOTNYeEH
otyeTty "Utorum - o cyetamM", TONBKO KaTteropmsaums BHYTpU MecsiLia AenaeTcs He no Homepy
cyeTa, a No AaTe HaknagHow 1 3aTem No HOMepy HaknagHoW.

Mpu cozpaHuu BxoaHOW HaknagHowm no gencteuto "Bx. Hakn.\CosgaTb HaknagHyo" B AManoroBom
OKHE aBTOMaTWU4eCKU 3arnoriHAeTCs HOMEpP HaknagHoW 1 Aata HaknagHon 3Ha4YeHUsIMU U3 HOBbIX
noneu "Homep n gata cyeta-chakTypbl" U3 3aka3a Ha NOCTaBKy Ans 1-ro U3 NOMeYeHHbIX TOBaPOB.
Homep HaknagHoM Kak 1 paHbLle HadnHaeTcs ¢ npedumkca B popmate "[Koa nocTtaswmkal[lse
nocnegHue undpsl roagal#" n tenepb kK Hemy fobaBnseTcss Homep cyeTa-akTypbl M3 3aka3a Ha
MOCTaBKy.



