N3menenust B CYIleP

Hosoe B Bepcuu 8.2

Moaynb "KoHTakTel (Prpmbl)"

B kapTouke ¢upmbl gobasneHo none "MobunbHbit TenedoH". B npeactasneHmnax nobasneHo
oTobpaxkeHne mob. TenepoHa PUPMbI, €C/TM OH BBEAEH B KAPTOUYKE GUPMbI.

B Aauanorosbix OKHax Mnpu Bblbope coTpyaHMKa M3 6a3bl "®upmbl" pobasneHo otobpaxkeHue
NpM3HaKa HeaKTyasIbHOCTM (3Ha4YKa @ ) B CMCKe COTPYAHUKOB U GUPM.

MN3meHeHOo aelicTBMeE ANA CO34aHUA aKTUBHOCTU B 6a3e "KoHTaKTbl (PupMmbl)" Ha OCHOBE NOYTOBOTO
cooblieHns B NoYToBOM Hase nonb3oBaTeNs.

Mpn BbINONHEHMM AAHHOTO AEWCTBMA, ecnu cooblieHue Noay4yeHO M3 UHTEepHeTa, TO Tenepb
B/IOXKEHHble danabl nepemewaroTcs B Hayano nons "Copepxanua" ana bonee yaobHoro
oTobpaXKeHus.

[o6aBneHa BO3MOMHOCTb KYpPHaNUPOBaHMA COBbLITUI (OTKpbITUE, CO34aHWE, W3MEHeHWe,
yAaneHue) ans Kaptodek GUpm, COTPYAHUKOB, aKTUBHOCTEMN.

[JobaBneHa BO3MOXHOCTb XYPHANMPOBAHMA M3MEHEHWN ANA KapTodek ¢uUpM, COTPYAHWKOB,
aKTUBHOCTEMN.

[o6aBneHa BO3MOMKHOCTb BK/IOYEHMA OYHKUMM yAaANEHUA B KOP3MHY ANA KapToyek dupm,
COTPYAHWKOB, aKTUBHOCTEMN.

[obaBneHa BO3MOXHOCTb YCTAaHOBKWU OFPaHUYEHMs Ha BbINONHEHWE MMMOPTa AOKYMEHTOB B 6a3y
"KoHTaKTbl (Prpmbi)".

Mogaynb "Caenkn"

[obasneHa BO3MOXHOCTb YBEAOMNEHWNA O HOBbIX CAENKAX A/19 HACTPOEHHbIX MO/b30BaTeNeN.

MoXHO HACTPOUTb OTNPaBKY yBeaAOMNEHNA, Hanpumep, TO/ZIbKO B Cny4vYae CO34aHUNA HOBOM CaenKkun
CO CTAaTyCOM Bbllle onpeaeneHHoro cratyca.

B pasgene "AKTnBHOCTM" B KapTouKe caesiku gobasneHo oTobparkeHne NpuopuTeTa akTUBHOCTMU.

CornacosaHue AOKYMEHTOB

Tenepb MOXHO HACTPOUTb A/1A KAXKAOro TMNA AOKYMEHTa, YTO AenaTb C AaHHbIMU NpeablayLiero
LMKNa COrlacoBaHUA NpuU YCTaHOBKE HOBOrO LMK/Aa cornacoBaHms: "Ounwate”, "He oumwats" nau
"CnpawwuBatb y nosb3osatens". PaHble Bcerga 3afaBanca BoOMpoc nosb3osBatento "Ouuctutb
AaHHble NpeablayLWero LMKaa cornacosaHma?",

Ecnn BbibpaHo "He oumwatbh"”, To Nnonb3oBaTento TakKe byaet HegocTynHo aeinctene "OunucTUTb
UMK COrlacoBaHUA", ecnm OKYMEHT HaXo4MTCA Ha COr/lacoBaHUM.
Moaynb "Bx/Vicx AOKYMeHTbI"

JobaBneHa BO3MOMKHOCTb HAaCTPOMKM CNUCKa 3HaYeHun ans nona "Mpuoputet".



MOXHO HaCTPOMTb CMPABOYHMK 3HAYEHWA, UCMONb3yeMbIA ana Bcex 6a3, U (MAK) CNpPaBOYHMUK,
NCNOIb3yemblii AN AOKYMeHTOB 6a3bl "Bx/Ucx AOKYMeHTbI".

MN3meHeHO AelcTBME ANA co34aHMNA AOKYMeHTa B 6a3e "Bx/MUcx 4OKYMeHTbI" Ha OCHOBE NMOYTOBOro
cooblieHns B NoYToBOM Hase nosb3oBaTeNs.

Mpy BbLINOAHEHUW OAHHOrO AEWCTBUA, €CNM COoOobLLEeHMEe MOAYyYeHO M3 MHTepHeTa, TO Tenepb
B/IOXKEHHble danabl nepemewaroTcs B Hayano nons "Copepxanua" ana bonee yaobHoro
oTobpaxeHua.

Moaynb "BHyTpeHHME [OKYMEHTbI"

JobaBneHa BO3MOMKHOCTb HAaCTPOMKM CNUCKa 3HaYeHun ans nona "Mpuoputet".

MOXHO HaCTPOMTb CMPaBOYHMK 3HAYEHW, UCMONb3yeMbln Ana Bcex 6a3, u (MAK) CnpaBOYHMUK,
NCNONb3yembl A1 AOKYMEHTOB 6a3bl "BHYTPEHHME AOKYMEHTHI".

Mogaynb "Oorosopb!”

B goroBope 1 NnpuUnoXKeHusx K gorosopy gobasneHo none "Mpuopuret".

B npunoxeHusx kK gorosopy tvna "JokymeHT" gobaBunun otobparkeHne BHyTpeHHeN n BHelwHel
CTOPOHbI KaK B onaatax.

[ns ocTanbHbIX TUNOB MPUNOMKEHWI K AOrOBOPY U 3TanoB K A0rosopy AobaBuan oTobparkeHue
BHyTpeHHel 1 BHellHel CTOPOHbI B LWaMNKe A0KYMeHTa.

KOHTpONb UCNONHEHMUA

B cekummn "MicnonHeHne gokymeHTa" gobasneHo none "YBegomnsATb 0 XoA4e UCMONHEeHMA",

B 3TOM none mMo¥KHO BblbpaTb A0MN. COTPYAHMKOB, KOTOPbIX HYXKHO YBEAOM/IATL O XOAE UCMONHEHUA
[aHHOro JOKYMEHTA, eC/IN 3TO HaCTPOEHO B 3Tanax 06paboTKM AnA AaHHOro TUMNa AOKYMEHTa.
HacTpoika saTanos 06paboTkm

PaclwmpeHbl BO3MOMKHOCTU HAaCTPOMKN aBTOMATUYECKUX 3Tanos 06paboTKu.

HypHan nameHeHui
1 Hacmpolika omnpasku ysedomaeHuUA npu usmeHeHuu noned.

DYHKLMA }KYPHANNPOBAHUA U3MEHEHUI NONEN B OKYMEHTE A0MNO/IHEHA BO3MOXHOCTbIO HAaCTPOMKM
yBeOMIEHWNI 06 U3MEHEHMN NOoNEN.

Mo»KHO 334aTb GopMyy, BO3BPALLAIOLLYIO CMIUCOK afpecoB A1 OTNPaBKM YBEAOMIEHWUI, U CMIUCOK
nonem, 06 USMEHEHWUM KOTOPbIX HY}KHO YBEAOMAATD.

2 JlobasneHo #ypHANUPOBAHUE U3MeHEeHUU 80 810X EHHbIX ¢halinax.

Mpu KypHaNUpoBaHUKM U3MeHeHUI B nose "CoaeprkaHue" (Mnm B ApYyrux puYTEKCT-nonsx) Tenepb
duKcnpyetca nobasneHune, yaaneHme UAN U3MEHeEHUE BOKEHHbIX $palinos B LaHHOM Nose.

Mpwn 3TOM yKasblBaeTca TMN AencTBUA (gobasneHne, U3SMEHEHWE UAWN YOANEHUE), HAUMEHOBAHME
dalna, aata u Bpems uameHeHus dalina, HoBbin pasmep Ppanna.



3 [obasneHa 803MOXHOCMb HACMPOUKU ysedomsaeHull npu co30aHuUU Ho8020 O0KyMeHma

DYHKUMA *KYPHANNPOBAHMNA N3MEHEHWUIA NONEN B OKYMEHTE A0OMNO/HEHA BO3MOXHOCTbH HAaCTPOKMU
yBe4OM/IEHWNI O CO34aHUM HOBOIO AOKYMEHTa.

MoXKHO 3a4aTb GopMy/y, BO3BPALLAMOLLYIO CMUCOK agpecoB AN OTNPaBKM yBeAOMAEHWH. B
bopmMyie MOXKHO y4YecTb, YTO CMUCOK aApecoB AR PACCbIIKM BO3BPALLAETCA TO/IbKO €CAN HOBbIA
AOKYMEHT yA,0BNETBOPAET onpeaeNeHHbIM YC0BMAM (Hanpumep, 3ano/IHeH HOMepP AOKYMEHTA).

4 [lobasneHa 803MOXHOCMb 8e0eHUA #YpPHAna udmeHeHul 011 6azel "KoHmakmel (®upmei)"

[JobaBneHa BO3MOMHOCTb XYPHAAMPOBAHMA M3MEHEHWN ANA KapTodek ¢UpM, COTPYAHWKOB,
aKTUBHOCTEMN.

HacTpoWka 3amelLeHns 1 ayauTopos A/1A COTPYAHUKOB

,ﬂ,06aB}16Ha BO3MOXXHOCTb Ha3Ha4yeHMA AOMNO/IHUTE/IbHbIX 3amecTutenem Aana cCoTpyaHMkKa, NnOMMmMo
OCHOBHOIO 3amecTuTena.

[o6aBneHa BO3MOXHOCTb Ha3HaYeHWs ayaUTOPOB ANA COTPYAHWMKA. AyguTopbl BbibMpatoTca M3
afpPecHON KHUIM. AyauTopbl NOMYYalOT YMTaTeNbCKMIA AOCTYN K AOKYMEHTaM, K KOTOPbIM MMeeT
[AOCTYN AaHHbIA COTPYAHUK.

YcTaHOBKa M 06HOBAEHME AOCTYNA ANA ayANUTOPOB BbIMNO/IHAETCA C MOMOLLLbIO areHTOB, paboTatoLLnX
MO PacnMCaHUIO HA CepBepe, W BbINOAHAETCA TONbKO AnA Tex 6a3, A1 KOTOpbIX BK/AKOYEHA
COOTBETCTBYIOLLAA HACTPOMKa B OKYMEHTE HAacCTPOMKK basbl.

[MOUCK AOKYMEHTOB

M3meHeHa d)opma NOUCKa NO pPeKBU3UTAM OOKYMEHTOB B 6a3ax. PaCLUMpeH CMUCOK I'IOI'Ieﬁ, no
KOTOPbIM MOXHO 3a4aTb yC/i0OBME NMOUCKA.

MOXKHO 3aaaTb AOM. YCOBME NMOWUCKA B BMAe @-GOpMysibl A/1A MOMCKA NO MOASAM, KOTOpble He
BK/IIOYEHbI B CTAaHAAPTHbIV CNUCOK NoJiel Ana NOUCKa, WA ANA 3a4aHNA KaKoro-To HeCTaHA4apTHOro
YyCNoBMA NOUCKa.

PaHblue Ha popme NoncKa cpasy oTobparkannch BCe NOASA, MO KOTOPbIM Bbl MOT/IM 334aBaTb YC/10BUA
nouckKa.

Tenepb B dopme BHayane npepg/iaraetca Bbl6paTb CNUCOK NoJie ANA NOUCKA, U TONbKO Toraa 3Tu
nons otobparkatoTca Ha popme ANA 3a4aHUA NapameTPOB NOMCKa.

Mpy HeobXxo4MMOCTH, Bbl MOMKETE HAcTpoUTb Ans 6asbl JaHHbIX CMMCOK NONMEW, KOTopble Nno
YMOYaHMIO A0/KHbI 0TOBpaKaTbca Ha Gopme NoncKa Npu ee OTKPbITUM.

Cnu1cok nonem, No KOTOPbIM MOYKHO UCKaTb, PACLUMPUCA CNeaYHOLUMM NONAMM:

- CoucnonHutenb

- [oppaspeneHue ncnonHutens

- T[logpasaeneHne coucnonHuTena
- OTmeTKM 06 MUCMOoJIHEHUM

- Pe3sonoynn

- PepaKtopckuii goctyn

- - YutaTenbckuin goctyn



Ona nonen tvna "Hata" (JaTta KOHTposAa, [aTta UCMO/HEHWUS) Tenepb MOMKHO 3aAaTb YC/I0BUA

nn

"3anonHeHa", "He 3anosiHeHa" BMecTo BBOAa nepuoaa Aar.

[ob6asnnocb HoBoe none "[on. ycnosue noucka (@-popmyna)’, B KOTOPOM MOXKHO BBECTU @-
dopmyny Ana 3a4aHNA AONONHUTENBHOIO YC/I0BMA MOUCKA.

HacTpoika saTanos 06paboTkm

PaCLUMpeHbI BO3MOXHOCTH HaCTpOl‘;IKM dBTOMATU4Ye€CKUX 3Tanos O6pa6OTKM.

[ononHuTeNbHbIE CBA3M C AOKYMEHTaMM
[ob6aBneHa BO3MOXHOCTb HAaCTPOKMU MHGOPMALMM O LLOKYMEHTE MPU YCTaHOBKE CBA3M C HUM.

Hanpumep, ana tuna gokymeHTa "[Jorosop" Bbl MOXeTe HacTpouTb Gopmyy, YTOObI NPU YCTaHOBKE
[L0M. CBA3M Ha A0roBOp B MHPOPMALMIO O AOrOBOPE BKAOYaNacb BHyTpeHHAA U BHELWHAA CTOPOHbI
[LOroBOpa, a He To/bKo MpeameT gorosopa.

B cekumu "JononHutenbHble cBasn" gobasneHa KHonka "ObHoBUTL" ans 06HOBAEHUA MHOPMaLLIUK
0 CBAI3aHHbIX JOKYMEHTAX.

YCcTaHOBKa A0CTyna ANA rpynnbl AOKYMEHTOB, Bbl6paHHbIX B npeacraBneHnu

,El,o6aBneHa BO3MOXHOCTb p,o6aBneva BCex COTpyaAHUKOB B Yutatenu pgna Bbl6paHHbIX
OOKYMEHTOB.

[ob6aBneHa BO3MOXKHOCTb yAaNeHUA BCEX COTPYAHWUKOB M3 CMUCKA PefakTopoB U(MAM) U3 cnmcka
YuTaTenei gna Bbl6paHHbIX LOKYMEHTOB.

Mpw fobaBneHUn COTPYAHMKOB B YUTaTenn, ecnm gna OKYMEHTA YxKe YCTaHOBNEH JOCTYN HAa YTeHWe
ANA BCeX COTPYAHWKOB, TO Temnepb MO YMOAYaHUIO He A06aBnatoTcA BbibpaHHbIe COTPYAHWUKM B
CNUCOK YnTaTenemn, 4tobol He 3ab610KMPOBATL AOCTYN ANA OCTa/IbHbIX COTPYAHUKOB. ECn Bbl BCETaKM
XOTUTE OrpaHUYUTb OOCTYN K TaKMM AOKYMEHTaM (C JOCTYNOM Ha YTeHue ANA BCeX) TONbKO ANA
BbI6pPaHHbIX COTPYAHUKOB, TO B MA/IOFOBOM OKHE Bblbopa COTPYAHMKOB ANA AobaBneHua B octyn
B cekuumn "Yutatenn" otmeHute npmsHak "He pobaBnAtb B goCTyn, ecan yxe Yutatenu = Bcee
COTPYAHMKN".

Moaynb "leHepaTop oT4eToB"
JobasneH otyeT "Konnyectso AOKYMEHTOB Mo Tunam".

Yny4yweHbl OTYETbI MO UCNOJIHEHMIO, BKAOYEHHbIe B MOCTaBKy (10 oTyeToB).

Tenepb OHW He MCNOAbL3YIOT AOMOJNHUTENbHble (BCMomoraTesnbHble) npeacTaBieHMAa B 6asax
"BHyTpeHHMe AoKyMeHTbI" 1 "Bx/Mcx AOKYMeHTbI", 4TO NO3BOASAET YAANUTL 3TW NpeAcTaBieHUA U3
3Tux 6as.

TaKKe ymeHbLUIMNOCb Bpems GOPMMPOBAHUA 3TUX OTHETOB.

YnyyweHo 6bicTpozeicTeme npu GOpMMpPOBaHMM OTYETA B 4acTM CYMMMPOBAHMA MO cTosbuam,
0C06€eHHO Npu 60/bLIOM KONNYECTBE CyMMUPYEMbIX cToN6L0B (> 3) U npu 60/1blIOM KOoAnYecTse
KaTeropuu.



B HacTpolike oTtyeTa gob6aBieHbl NapameTpbl, KOTOPble MOTYT Y/AyulWMWTb BbicTpoaencTeme npu
dopmmpoBaHMM OTYETa. B NepByto ouyepenb 3TO KAacaeTcsa OTYETOB, B KOTOPbIX €CTb KaTeropnsauyms
Nno 0gHOMY CTONBLY M €CTb HECKO/IbKO CTO/IBLL0B C CYMMMUPOBAHMEM MO KaTEropuam.

ABTOMaTU4eCKaA pa36fIOKVI POBKa AOKYMEHTOB

JobasneHa aBTOMaTnyeckana pa3b/0KMPOBKA AOKYMEHTOB, 3ab/IOKMpoOBaHHbIX 6onee 12 yacos
Ha3agd. OHa BbINO/IHAETCA 04MH pa3 B AeHb B 8:00 yTpa.

JobaBneHa BO3MOXHOCTb aBTOMAaTUYECKOM pPa3b/IOKMPOBKU [AOKYMEHTOB, HaxoAAWMXCs Ha
napasnnenbHOM COr/1lacoBaHUK, 1 3a610KMpPOBaHHbIX 6onee 30 MUHYT Ha3aA.
Mogaynb "OTaen npoaax"

Tenepb Npu CO34aHUM BbIXOAHOM HaKMagHOM (cyeT-dhaKTypbl) TOBapbl B HaK/laAHOM BbIBOAATCA B
TAKOM Ke NopaaKe, YTo M B cyeTe. PaHblLe OHM COPTMPOBAANCL MO HAMMEHOBAHUIO NPOAYKTA.

UcnpasneHa npobnema npu neyaTu CHETOB, cHeT-PaKTYp C 04eHb H60/IbLLIMMM HAUMEHOBAHMAMMK UK
¢ 60N1bLIMM KOJIMYECTBOM CTPOK (Korga obLuinii pasmep Bcex HaumeHoBaHu >32 Kbaunr).

Moaynb "OTtaen 3akynok"

B npeactaBneHuax pasgena "3akasbl Ha onnaty" gobaBneHa KHonKa "3aka3 Ha onnaty (py6.)" ana
6onee yaobHOro cosaHus 3akasa Ha onnaty B pyba1ax (UTobbl BPyYHYIO HE U3MEHSATb Ba/IlOTy 3aKasa
M BaNOTY OMNaThl C BaNtOTbl MO ymondaHuio (Hanpumep "USD") Ha "py6.").

Mogaynb "Cknag"

B npeacTtaBnenunax "HesaBeplweHHble caenku - Mo nokynatenam", "HesaseplieHHble caenku - Mo
cratycy”, "Mpogaxa - Mo Homepy cuyeTa" pobasneHbl gekcteuAa "BHyTp. HaknagHaa - Co3pathb
HaknagHy" n "BHYTp. HaknagHaaA - [JobaBuTb B HaklagHywo".

B npeactaBneHmax "HesaBepleHHble caenku - Mo nokynatenam", "HesaseplieHHble caenku - Mo

ctaTycy", "lMNpoaaxa - No Homepy cueTta", "Mpogaka - Mo nokynatenam" gobasneH ctonbeu, "Cknag'.

3TN U3MEHEHMA HYXHbl, YTOObI B 3TUX NPeACTaBNeHMAX OblN0 BUAHO HAa KAaKOM CKNaae HaxoguTca
TOBAP M YTOObI MOXKHO 66110 0POPMUTL BHYTPEHHIOK HAaKNAAHYIO 414 NepemMeLLeHUs ToBapa Mexay
CKNajamu HenocpeacTBEHHO U3 3TUX NPeACTaBAEHUN.

Mogaynb "Mpatcanct”

dyHKUMA p[obaBfeHUs ToBapa B KOP3MHY MOMKET HEKOPPEeKTHO paboTatb, ecnM BHavane
BbINONHAETCA NOJIHOTEKCTOBbIN NMOUCK, @ MOTOM Ha*XMMaeTcs KHoMKa "B Kop3uHy".

Ona peweHuAa paHHOW npobnembl B HOBOW BepcuM cucTeMbl Ao6aBneHa BO3MOMKHOCTb
MCMNONb30BaHMUA APYrNX BapnaHTOB A0HaBNEHUA TOBapa B KOP3UHY.



1.2.
1.3.

2.2.

2.3.

2.4,

2.5.

2.6.

2.7.

noaPOBHAA UH®OPMALIMA Ob USMEHEHUAX

Kagpbi

[obaBneHa BO3MOXHOCTb YCTAaHOBKM OFPaHUYEHWA Ha BbINOJIHEHME MMMOPTa
[OoKymeHTOB B 6a3y "Kagpb!".

JobasneHa HoBasa posb [CanimportDocs] B npasax aoctyna K 6ase.

Tenepb BbinosHeHWe aencteua "[feicteua - Cepsuc\Mmnopt u3 Microsoft Excel"
BO3MOHO TO/IbKO MO/Ib30BATENsAMM, BKAKOYEHHbIMM B ponb [Administrator] waum
[CanimportDocs] B npaBax goctyna K 6ase "Kagpb!".

dupmbl

B KapTouke ¢upmbl gobasneHo nosie "MobunbHbii TenedoH". B npeacraBneHusx
nobasnieHo oTobpaxkeHne mob. TenepoHa GUPMbI, EC/IN OH BBEAEH B KapTouKe GUPMbI.

B Aawanorosbix OKHax npwu Bbibope coTpyaHWKa wu3 6a3bl "®upmbl" pobasneHo
oTobpakeHne NPU3HaKa HeakTyanbHOCTM (3HaUYKa @ ) B CNMUCKe COTPYAHUKOB U GUPM.

M3meHeH cKpbITbI BUA, YTOObI B pasaene "AKTMBHOCTU" B KAapToUKe caenkun nobaBnnoch
oTobpaXkeHue npuopuTeTa akTMBHOCTU B Buae "!" ana saxHbix u B Buge "!" ana oyeHb
Ba*KHbIX aKTUBHOCTEN.

M3meHeHO pgelicTBMe ANA CO34aHUSA aKTMBHOCTM Ha OCHOBE MOYTOBOro CoobuleHMA B
no4ytoBon 6ase nonb3oBaTens.

Mpv BbLINONHEHWW [AHHOTO AENCTBUA, ecan coobleHne MoNy4YeHO U3 UHTEepHeTa, TO
Tenepb BAOXKeHHbIe palinbl nepemelLatoTca B Havano nona "CoaeprkaHuma'.

TakKe Tenepb He AO0JIKHO BblAaBaTbCA owmnboyHoe coobuieHne "He yaanocb nosiy4mTb
M npeacraBneHmaA No yMONYaHUIO Ana 6a3bl gaHHbIX" AaXKe, ec/iv B MOYTE He HAaCTPOEeH
BM/, MO YMONYaHMIO. PaHblle 3Ta olnbKa BblAaBanach Npun NonbiTKe BCTaBUTb CCbIJIKY Ha
noytosoe cooblleHne B CO3[aBaemblii AOKYMEHT aKTMBHoOcTM. Ceiiyac, ecau He
NoJIy4MTCA BCTaBMTb CCbIJIKY, TO OHa MPOCTO He byAeT BCTaB/ieHa, BMECTO TOro 4Tobbl
Bbl4aBaTb OWMOKY M NPeKpaLLaTb BbINOJHEHWE AaHHOIo AeNCTBUA.

[JobaBnieHo }KypHanupoBaHue cobbITUl (AencTBMN) Ans KapToyek GUpMm, COTPYAHUKOB,
aKkTmMBHOCTel. B 6ase "HMypHan" Pukcmpyetca GaKkT OTKPbITUA, CO34aHUA, USMEHEHUA NN
yOaNeHus KapTOYKM, EC/IN 3TO HAaCTPOEHO B AOKYMEHTe HacTpolKkn ans 6asbl "dupmbl'.

[obaBneHo yaaneHne B KOP3WHY ANA AOKYMEHTOB 6a3bl ®Pupmbl (KapTouku dupm,
COTPYAHWKOB, aKTUBHOCTH).

[JobaBneHo KypHanupoBaHWe U3MEHEeHMW B KapTouyKax ¢UpPM, COTPYAHMKOB,
aKTUBHOCTEMN.

Bbl MOKeTe TaKKe AOMOJIHUTENbHO HacTPOUTb YBEAOM/IEHMA, HANPUMeEpP, O CO34aHUM
HOBbIX GMPM NN NSMEHEHUM ONPeaeNIEHHbIX NONEN B KapTouKe GUPMbI.
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[o6aBneHa BO3MOMXHOCTb YCTAaHOBKM OFpaHWUYEHWs Ha BbINOJIHEHME MMMOPTa
OOKYMeHTOB B 6a3y "KoHTaKTbl (Prpmbi)".

[dobasneHa HoBas posb [CanlmportDocs] B npaBax AocTyna K 6a3e "KoHTakTbl (Pupmsbi)".

Tenepb BbinonHeHue paenctema "[elicteua - Cepsuc\Mmnopt u3 Microsoft Excel"
BO3MOHO TOJIbKO MO/Ib30BaTeNAMM, BKAOYEHHbIMM B poab [Administrator] wnu
[CanimportDocs] B npaBax gocTyna K 6ase "KoHTakTbl (Prpmbl)".

TakKe npu BbINOJHEHWUW AAHHONO AEUCTBUA AOMNONHUTE/IbHO NPOBEPSETCA, YTO TOJIbKO
Nno/sb30BaTe/In, BK/OUYEHHble B posb [Administrator] unm [CompanyCreator], moryT
MMMNOPTMPOBaTb KapTOuKM GUPM UM TONIbKO MO/Ib30BaTeNN, BK/AKOYEHHble B POJb
[Administrator] uam [PersonCreator], MoryT MMnopTMpoBaTb KapTOYKN COTPYAHUKOB.

B KapTouke ¢upMbl B perMme peaakTMpoBaHuA aobaBneHa WMKOHKa 'Z' cnpaBa oT

3arosioBKa nons "HaumeHoBaHKWe", Npu HaXKaTUM Ha KOTOPYIO BblAaeTcA KOMMEHTapUiA C
pekoMmeHZaLnsamm rno 3anonHeHuo nons "HanmeHosaHne dpupmsbl”.

Hactpoiiku CYMNeP

[OKYMEHT HACTPOMKM 6asbl [aHHbIX CTPYKTYPUPOBaH MO pasgenam HacTpPOeK.
[obaBneHbl 3aroN0BKN 419 Pa3/IMYHbIX Pa3AeNoB HAacTpOeK.

B 4oKymeHTe HacTpoliku 6a3bl AaHHbIX AobasneH pasgen "HacTpolika noucka no popme"
¢ nonem "Cnucok nonei, otobpa)kaemblx MO ymMoA4YaHWO B dopme noucka"
(SearchForm_DefFields).

[o6aBneHa BO3MOMHOCTb YCTaHOBKM OFpaHUYEHWs Ha BbINOSHEHME MMMOPTa
[LOKYMEHTOB B ZlaHHyt0 6a3y.

HobasneHa HoBasA posb [CanimportDocs] B npaBax AocTyna K AaHHoW 6a3e.

Tenepb BbinosHeHWe aencteua "[Leicteua - Cepsuc\Mmnopt u3 Microsoft Excel"
BO3MOXHO TO/IbKO MO/Ib30BATENsAMM, BKAKOYEHHbIMM B ponb [Administrator] wau
[CanlmportDocs] B npaBax gocTyna K AaHHOM b6ase.

TaKKe No/sib30BaTe/b A0/IXKEH ObiTb BKAOYEH B posib [Administrator] unum [DeloCreator],
T.K. MMMOPT B 3Ty 6a3y BO3MOMEH TONbKO ANA KapTOYEK HOMEHKNATypbl Aen U
COOTBETCTBEHHO MO/1b30BaTe b A0/IKEH UMETb NPaBa Ha co34aHue aen.

CKOppEKTUpPYITE CMMUCOK NoNeN ANA }KypHana nameHeHunit 6asbl Jlorosopbl.
LLa6noHbI

Mpwn co3gaHuK WabnoHa AOKYMEHTa, ecau Npu UCMONb30BaHUM KHOMKM Bbibopa TuNa
OOKYMeHTa BblbpaH TMn "McxogAawmii nepsnyHbii" nam "Ucxogawmin oteet", To Tenepb B
none "Tun" 3anucoiBaeTtcsa 3HavyeHne "Ucxoaawmin AOKYMEHT", T.K. UMEHHO 3TO 3Ha4YeHue
Mcnosib3yeTcs Npu Bbibope WabnoHa AOKYMEHTA B UCXOAAWMX NEPBUYHBIX U MCXOOALLUX

OTBETHbIX AOKYMEHTaX.

Bx/Ucx AOKYMEHTbI

JobassieHa BO3MOKHOCTb HAaCTPOMKM CNUCKa 3HaYeHun ana nona "Mpuoputet". CNncok
3HaAYeHMI NO YMOYAHUIO OCTaNcA Taknm xe: "ObbluHo", "BaxKHo", "OuyeHb BaXKHO".
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MpM HeobXxoAMMOCTM MOXKHO HacTpouTb B 6ase "CnpaBOYHWUK K/OYeBbIX C€oB"
CNPaBOYHMK 3HAYEHWNI ANA 3TOro NOAA, UCMOb3yeMbIN gna Bcex 6as, 1 (Man) cnpaBoYHMK
3HaUYeHWI 3TOro NoAA, NCMOb3YEMbIN AN AOKYMeEHTOB 6a3bl "Bx/Mcx AOKYMeHTbI".

CnpaBoYHUK 3HauYeHul nona "Mpuoputet" gna 6asbl "Bx./Ucx. 4OKyMeHTbI" Ha3biBaeTcA
"Bx./Ucx. AOKYMeEHTbI. MpuopuTeT AoKymeHTa. | IndocDocPrior".

CnpaBoyYHuMK 3HauveHuit nona "Mpuoputet" pna Bcex 6a3 HasbiBaetcAa "Mpuopurtert
AoKymeHTa | DocPrior".

M3meHeHa popma NomcKa No pekBu3nTam AOKYMEHTOB B 6a3ax. PaclumMpeH Cnuncok nosen,
MO KOTOPbIM MOXHO 334aTb YC/I0BME NOUCKa.

MoHO 3a4aTb gon. ycnosue noncka B enae @-d)opN\ynu AnAa 3agaHnAa ycaosmAa nNoncKa
no noaAam, KOTopble He BK/IKOYEHbI B CTaHAapTHbIVI CMUCOK none AnAa Nouncka, nan gna
3a4aHNA KaKOro-To HECTaHAAPTHOIo yCnoBuA NOUCKa.

PaHblwe Ha ¢dopme Moucka cpasy oTobpakanucb Bce NOASA, MO KOTOPbIM Bbl MOT/IU
3a4aBaTb YC/IOBMA MOMCKa.

Tenepb B popme BHayane npegnaraetcs BbI6paTb CNUCOK NONeN NS NOUCKA, U TONbKO
TOrga 3Tv nonsA otobparkatoTcs Ha popme AN1A 3a4aHUA NapamMeTPOB NOUCKa.

Mpy He0BXOAUMOCTH, Bbl MOMKETE HACTPOUTb ANA 6a3bl AaHHbIX CMCOK NOMEN, KOTopble
Mo YMOJIYAHUIO A0/IXKHbI 0TOBparkaTbcA Ha GopMme NoMCKa NpPU ee OTKPbITUMN.

CnuncoK nonen, No KOTOPbIM MOYKHO MCKaTb, PACLUMPUACS CEAYIOLWMMWN NONAMM:
- Homep aena (paHblue MOMKHO 6b1/10 UCKATb TONIbKO NO HAMMEHOBaHUIO AeNa)
- MecTonosoxeHne opurnHana

- CoucnonHutenb

- MNoapasgeneHue UCNONHUTENS

- MNoapasgeneHne COUCNONHUTENS

- OTmMeTKM 06 MCcnoNHeHUn

- Pesontouunm

- PepaKktopckuit goctyn

- YutaTenbckuin goctyn

Ona noneir [data KOHTpond, [aTta MCNONHEHUA Tenepb MOXHO 334aTb YCAOBUS

"3anonHeHa", "He 3anoiHeHa" BMeCTo BBOAA Nepuoaa Aar.

[na nona "MpusHak "KoHTponb" Tenepb MOXKHO 3a4aTb ycnosue "HeT". PaHblle MOXHO
6b1110 UCKaTb TONbKO No ycnhosuto "Aa".

Ons nonei "Manka", "Oeno", "Otnpasutenb (coTpyaHuk)", "Aagpecat (coTpyaHuk)" no
KHOMKe Bbl6Opa 3HaYeHMA NpeaaraeTcs HECKO/IbKO BapuaHTOB BbibOpa 3HaYEHWA.

JobaBmnocb HoBoe nosie "[don. ycnosume noucka (@-dpopmyna)”’, B KOTOPOM MOXKHO
BBeCTM  @-bopmyny  gna  3adaHuMA  OOMNOJIHUTENBHOTO  YC/0BWMA  MOWCKA,
Hanpumep: @Elements(Resolution) > 3 - T7.e. Konnyecteo_pe3sontounin > 3.

MyHKT "Mounck" pa3buT Ha HECKO/IbKO NOANYHKTOB:

- [ouncK BXoAAWMX AOKYMEHTOB
- [MoWCK UcXoaawmx 4OKYMEHTOB
— T[loWCK BCeX TUMOB AJOKYMEHTOB
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6.2.

6.3.

MN3meHeHOo aeicTBUe ANA CO34aHMA BX/MUCX AOKYMEHTa Ha OCHOBE MOYTOBOro CoobLLeHNA
B NoyTOoBO Ha3e nosb3oBaTens.

Mpv BbLINONHEHWW [AHHOTO AENCTBUA, ecan coobleHne MNoNy4YeHO U3 UHTEepHeTa, TO
Tenepb BAOXKeHHble palinbl NnepemellatoTca B Havano nona "CoaeprkaHuma'.

BHYTpeHHUE AOKYMEHTbI

JobassieHa BO3MOKHOCTb HAaCTPOMKM CNUCKa 3HaYeHu ana nona "Mpuoputet". CNncok
3HaAYeHMI NO YMOIYAHUIO OCTaNCA TakUm xe: "ObbluHo", "BaxkHO", "OueHb BaXKHO".

Mpu HeobxoAUMMOCTM MOXKHO HacTpouTb B 6a3e "CnpaBOYHMK KAlo4eBbix C€noB"
CNPaBOYHMK 3HAYEHWNI ANA 3TOrO NOAA, UCNONb3YEMbIN ANA BCex 6a3, U (MNK) CNpaBoOYHMK
3HaAYeHWM 3TOro NoJA, UCNOb3YEMbIN ANA AOKYMEHTOB 6a3bl "BHYTPEeHHME OKYMEHTbI".

CnpaBoYyHUK 3HayeHuit nona "Mpuoputer" pna 6asbl "BHyTpeHHWE [OKYyMeHTbI"
Ha3blBaeTcA "BHyTpeHHMe AOKYMeHTbI. MpuopuTeT AokymeHTa. | OfficeDocPrior".

CnpaBoyYyHUK 3HavyeHuit nonsa '"Mpuoputer" ana scex 6a3 HasbiBaetca "lMpuoputer
AoKymeHTa | DocPrior".

M3meHeHa popma Nnoucka Nno peKkBM3nTam LOKYMeHTOB B 6a3ax. PaclumMpeH cn1cokK nonen,
Mo KOTOPbIM MOHO 3a4aTb YC/0BME MOMCKa.

MoKHO 3a4aTb A0MN. YyC/I0BME NOMCKA B BUAE @-bopMy/ibl ANA MOMCKA NO NOAAM, KOTopble
He BK/AKOYEeHbl B CTaHAAPTHbIN CNUCOK NoJsiel ANA NOWUCKa, AW ANA 3a4aHUA KaKoro-To
HeCTaHZAPTHOTO YCI0BUSA NOUCKa.

PaHblwe Ha ¢popme MoucKa cpasy oTobparkasncb BCe MOAA, NO KOTOPbIM Bbl MOI/N
3a[aBaTb YC/I0BUA MOUCKa.

Tenepb B dopme BHayane npensiaraetcs BbibpaTb CMMCOK MOJIei ANs NMOWUCKA, U TONIbKO
Toraa 371 nons otobparkatoTca Ha popme ANsA 3a4aHUA NapamMeTPOB MOMCKa.

Mpy HEOBXOA4MMOCTU, Bbl MOXKETE HAaCTPOUTb AN 6asbl AaHHbIX CMUMCOK NOMEN, KOTopble
Mo YMO/IYaHUIO A0/MKHbI 0TOBpaXkaTbcA Ha Gopme NoMCKa NpPU ee OTKPbITUN.

Cnu1cok nonem, No KOTOPbIM MOYKHO UCKaTb, PACLUMPUACA CAeaYHOWUMM NONAMMU:

- Homep gena (paHblue MOKHO 6bI10 UCKATb TONLKO MO HAMMEHOBaHUIO AeNna)

- CowucnonHutenob

- MoapasgeneHve UCNONHUTENS

- MogpaspeneHne cOUCNONHUTENS

- OTMeTKM 06 ncnonHeHun

-  Pesontounn

- CraTyc aencrems

- PepakTtopckuii gocTtyn

- YuraTenbckuit goctyn

Ona nonen [data KoHTponA, [lata WCNOMHEHMA Tenepb MOXXHO 334aTb YC/N0BUA
"3anonHeHa", "He 3anosiHeHa" BMecTo BBOAA Nepuoaa Aar.

Ona nona "MpusHak "KoHTponb" Tenepb MoXHO 3a3aaTtb ycnosue "HeT". PaHblue MOXHO
6b110 UCKaTb TONbKO No ycnosuto "a".
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Onsa nonen "Manka", "[deno" no KHonke Bbibopa 3Ha4YeHMA npegnaraeTca HeCcKosIbKo
BapWaHTOB BblbOpa 3HAaYEHUN.

Jobasunnock HoBoe none "[on. ycnosue noncka (@-dopmyna)", B KOTOPOM MOXKHO BBECTU
@-dopmyny ana 3aZlaHuA AOMONHUTENbHOTO ycnosus NOWUCKa,
Hanpumep: @Elements(Resolution) >3 - T.e. KonnyecTBo_pesontounin > 3.

M3meHeHa OYHKLMA W3MEHEHMA TUMNA [AOKYMEHTA. PaHble npu M3MEHeHUW Tuna
OokymeHTa Kopg pAokymeHTa, CrtaTyc 06paboTkum w [MpaBa AocTyna K AOKYMEHTY
aBTOMAaTMYECKN U3MEHSIUCb HA HayaNbHble 3HaYeHUs A8 HOBOro TMMa AOKyMeHTa. 3To
MOT/10 NPUBOAUTb, HAMPUMEP, K TOMY, YTO NOJIb30BaTeNN TEPAN AOCTYN K AOKYMEHTY.
Tenepb no/sb3oBaTeNlo AOMOJNHUTENbHO 3aAaeTca Bonpoc "Bbl xoTuTe M3meHUTb Kopg,
OOKymeHTa, Ctatyc 06paboTkm 1 MNpaBa AoCTyna K JOKYMEHTY Ha HayalbHble 3Ha4yeHuA
Ana Tmna gokymeHTa HoebiTundokymeHTa ?". Ecnm oH oTBeyaet "HeT", To nameHseTca
TMN AoKymeHTa, Ho Kopa gokymeHTa, CTaTyc 06paboTtku m lMNpaBa goctyna ocratotcs 6e3
U3MEHEHUN.

Mpou3Bo/ibHbIE AOKYMEHTbI

M3meHeHa popma NoMcKa No PEKBU3UTAM AOKYMEHTOB B 6a3ax. PaclumMpeH CNUCOK nonew,
Mo KOTOPbIM MOXHO 334aTb YC/I0BUE MOUCKA.

MoHo 3agaTb gon. ycnosue NnouvcCKa B Bnae @-d)OpMyﬂbl ANnAa NOUCKa No NosIAM, KOTOpPble
He BK/KO4YeHbl B CTaH,EI,apTHbIﬁ CMUCOK nonem AnAa NOUCKa, Uan ana 3agaHnAa Kakoro-to
HeCTaHAaPTHOro ycaosnAa nouvcKa.

PaHblwe Ha ¢popme MoucKa cpasy oTobparkasncb BCE MOJAA, NO KOTOPbIM Bbl MOIN
3a[aBaTb YC/I0BUA MOUCKa.

Tenepb B dopme BHayane npensiaraetcs BbibpaTb CMMCOK MNOJIe ANS NMOWUCKA, U TONIbKO
TOraa 3TM nons otobparkatoTca Ha popme ANsA 3a4aHUA NapamMeTPoB NOMCKa.

Mpy HEOBXOA4MMOCTU, Bbl MOXKETE HAaCTPOUTb AN 6asbl AaHHbIX CMMCOK NOMEN, KOTopble
Mo YMOJIYaHUIO A0/MKHbI 0TOBparkaTbcA Ha Gopme NoMCKa NpU ee OTKPbITUMN.

Cnucok noneﬁ, NO KOTOPbIM MOXHO UCKATb, paCllnpunnca cheayrouwmmm nonamm:

- Homep gena (paHblue MOMKHO Bbl10 UCKATb TONbKO MO HAMMEHOBAHUIO AeNna)
- CoucnonHutenob

- MopgpasgeneHne UcnonHUTENS

- MoapasgeneHne cOUCNONHUTENS

-  OTMeTKM 06 ncnonHeHun

- Pesontouunn

— Cratyc geictBus

- PepakTopckuit goctyn

- YuraTenbckuit goctyn

Ona noneir [data KOHTpondA, [aTta MCNONHEHUA Tenepb MOXHO 334aTb YCAOBMUS

"3anonHeHa", "He 3anosiHeHa" BMeCTo BBOAA Nepuoa Aar.

Ona nons "MpusHak "KoHTponb" Tenepb MOXKHO 3a4aTb yciosue "Het". PaHblue MOXHO
6b1710 UCKaTb TONbKO No ycnhosuio "Aa".
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8.2.

8.3.

8.4.

8.5.
8.6.

Ona nonen "Nanka", "Odeno" no KHonke Bblbopa 3HAYeHMA npeasiaraetca HECKOJIbKO
BapMaHTOB BbIGOPa 3HAYEHUIA.

Jobasunocb Hosoe none "[on. ycnosue noucka (@-popmyna)’, B KOTOPOM MOXKHO
BBECTU @-dopmyny AN 3afaHuMA OO0MNOJHUTENbHOrO YCAOBWUA MOWMCKA, Hanpumep:
@Elements(Resolution) > 3 - T.e. Koanuyectso_pesontoymii > 3.

M3meHeHa OYHKLMA W3MEHEHMA TUMNA [AOKYMEHTA. PaHble npu M3MEHeHUW Tuna
OoKymeHTa Kopg pAokymeHTa, CrtaTyc 06paboTkm w [MpaBa AocTyna K AOKYMEHTY
aBTOMAaTMYECKN U3MEHSIUCb HA HayaNbHble 3HaYeHUs A8 HOBOro TMMa AOKyMeHTa. 3To
MOT/10 NPUBOAUTb, HAMPUMEP, K TOMY, YTO NOJIb30BaTeNN TEPAN AOCTYN K AOKYMEHTY.
Tenepb no/sb3oBaTeNl0 AOMOJHUTENbHO 3aAaeTca Bonpoc "Bbl xoTuTe M3meHUTb Kopg,
OOKymeHTa, Ctatyc 06paboTkm 1 MNpaBa AoCTyna K JOKYMEHTY Ha HayalbHble 3Ha4yeHuA
Ana Tmna gokymeHta HosbiiTundokymeHTta ?". Ecnm oH oTBeyaeT "Het", TO n3meHsetcs
TMN AoKymeHTa, Ho Kopa gokymeHTa, CTaTyc 06paboTtku m lMNpaBa goctyna ocratotcs 6e3
U3MEHEHUN.

Jorosopbl

Bo Bcex BuAax Aob6aBunu nokas rpaduyeckoit MKOHKM "3eneHaa ranodka", ecnam tvn
AoKymeHTa "MMpunoxeHne K gorosopy - JOKymeHT" M npocTasBneHa Aata UCMONHEHUS
AOKYMEHTa.

B KapTouKe A0roBopa, KAPTOUKe 3Tana AOroBopa 1 NPUNOKEHUAX K A0roBopy AobasneHo
none "Mpuoputet". CNMCOK 3HauYeHUt no ymonyaHuo: "O6bivHO", "BaxkHo", "OueHb
Ba*KHO".

Bo Bcex npeactaBneHusx pobasneH cronbel Ans oTobparkeHUs OOKYMEHTOB C
npuoputetom "BaxkHo", "OueHb BaxKHO" nnam "CpoyHo", "OuyeHb cpoyHo".

Mpn HeobxooMMOCTM MOXKHO HacTpouTb B 6a3e "CnpaBOYHMK KAO4eBbIX CnoB"
CNPaBOYHMK 3HAYEHUI ANA 3TOro NOAA, UCMONb3YyeMbIN Ans Bcex 6as, u (MAn) CNPaBOYHUK
3HAYEHWM 3TOro NoJsA, UCNOJIb3yeMblin AN AOKYMeHTOB 6a3bl "[orosopbl”.

CnpaBoOYHMK 3HaYeHU nona "Mpuoputet" ana 6a3bl "Jorosopb!” Ha3biBaeTca "[orosopsl.
MpuopuTeT AokymeHTa. | BargainsDocPrior".

CnpaBovHuK 3HaveHun nonsa "Mpuoputet" ana Bcex 6a3 HasbiBaetca "[Mpuoputer
AOKymeHTa | DocPrior".

Mpw co3gaHnmM AOroBopa AaTa OKOHYaHMA A0roBopa Tenepb CTaBUTCA NO YMOYaHMIO Ha 1
AeHb paHblwe, T.e. natoc 1 rog n MuHyc 1 feHb OT AaTbl Havana (Mo yMONYaHUIO - TEKYL,an
para).

B MpunoxeHusax K gorosopy Tuna "JokymeHT" nobasunmn otobparkeHne BHyTpeHHEN U
BHellHel CTOPOHbI KaK B oniaTax, To/IbKo 6e3 BO3MOXKHOCTM pefaKTUPOBaHMS.

[na ocTanbHbIX TUMNOB MPWUIOXKEHUIM K AOrOBOPY WM 3TanoB K Aorosopy [Aobasunu
oTobparkeHne BHyTpeHHel 1 BHeWHel CTOPOHbI B LLAMKe AOKYMEHTA.

[obasneH sug "MpunoxkeHna Kk gorosopy - Mo TNy AoKymeHTa".

M3meHeHa popma NoncKa No PEKBU3UTaM AOKYMeEHTOB B 6a3ax. PaclumMpeH Cn1coK nonew,
Mo KOTOPbIM MOXHO 334,aTb YC/I0BME MOMUCKA.
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9.

MoKHO 3a4aTb A0M. YyC/I0BME NOMCKA B BUAE @-bopMy/ibl ANA MOMCKA NO NOAAM, KOTOpble
He BK/IOYEHbl B CTAHAAPTHbIN CNUCOK Mosiei ANA NoWcKa, AW NS 33a4aHMA KaKoro-To
HecTaHA4apPTHOrO YC/10BUA NOUCKa.

PaHblwe Ha d)opme NOUCKa Cpasy OT06pa)-KafIl/1Cb BCe NnonAd, nNno KOTOpPbIM Bbl MOInu
3a4aBaTb yCa10BUNA MOUCKa.

Tenepb B dopme BHauase npeasiaraerca BbibpaTb CMMCOK NoAen ANA MOUCKA, U TONbKO
TOrga 3TW NoJsia oTobparkatoTca Ha popme 4514 3a43aHUS NapPaMeTPOB NOUCKA.

Mpn HeOH6XOAMMOCTU, Bbl MOXKETe HAacTPOUTb A/1A 6a3bl AaHHbIX CIMCOK NOMEN, KOTOpble
Mo YMO/IYaHMIO A0/IKHbI OTOBpaXkaTbCsA Ha GopMe MOMCKa NPU ee OTKPbLITUN.
CnuncoK nosen, No KOTOPbIM MOXKHO MCKaTb, PACLUMPUACA CEAYIOWNUMN NONAMU:

- CoucnonHutenb

- MoapasgeneHne UCNONHUTENS

- MogpaspeneHne cOUCNONHUTENS

-  OTMeTKM 06 ncnonHeHun

- Pesontouunn

— CraTyc BbINOJMHEHUA - AN AOKYMeHTOB Tunos "Otan pgorosopa", "lMocTaBka",

"PaboTbl"

- CraTtyc onnaTbl - ANA AOKYyMeHTOB T1na "Onnata".

- MecTononoxeHue opurnHana - gaa 4OroBopos

- PepaKkTtopckuii gocTtyn

- YuTtatenbckuit goctyn

Ons noneit [ata KoHTposa, [laTa WCMNO/NHEHMA Tenepb MOXHO 3a4aTb YC/N0OBUSA

"3anonHeHa", "He 3anosiHeHa" BMecCTo BBOAA Nepuoa Aar.

[na nona "MpusHak "KoHTponb" Tenepb MOXKHO 3a4aTb ycnosue "Het". PaHblue MOXHO
66110 UCKaTb TONBKO No ycaosuio "Aa".

Jobasunocb HoBoe none "[on. ycnosme noucka (@-popmyna)’, B KOTOPOM MOXKHO
BBECTM  @-dopmyny  Ans  3aaHuMA  OOMNOJHUTENbHOrO  YCAOBUA  MOWCKA,
Hanpumep: @Elements(Resolution) >3 - T.e. Koanyectso_pesontoumn > 3.

MyHKT "MouncK" pa3buT Ha HECKONbKO NOANYHKTOB:
- [owuck gorosopos

- Nownck onnat

- [Nouck NnpunoxKeHnn K forosopam

- [Nowuck Bcex TMNOB AOKYMEHTOB

[obaBneHa BO3MOXHOCTb YCTAaHOBKM OFPaHUYEHUS Ha BbINOJIHEHME WMMMOPTA
[OKYMEHTOB B 6a3y.

[NobasneHa HoBas posb [CanimportDocs] B npaBax Aoctyna K 6ase.

Tenepb BbiNonHeHWe pencteua "Aelicteua - Cepsuc\UmnopTt u3 Microsoft Excel”
BO3MOHO TOJIbKO MO/Ib30BaTENAMMU, BKJOYEHHbIMM B poab [Administrator] wau
[CanimportDocs] B npaBax gocTyna K 6a3e "Jorosopbl".

CnpaBoOYHUK
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10.
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11.
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12,

12.1.

12.2.
12.3.

12.4.

12.5.
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O6HOB/EH AM3aliH CKPbITbIX BUAOB, MCMOJIb3yeMbIX ANA Bblbopa TMNa BaftoTbl, Kypca
Ba/IIOTbI, CTPaHbI.

basa 3HaHui

[obaBneHo KypHanuposaHue yganeHuns okymeHToB B 6a3y "HypHan (MpoTtokon)"

MapKeTUHr

[lobaBneHa BO3MOXHOCTb YCTAaHOBKM OFPaHWYEHMA Ha BbINOJIHEHME WMMMNOpPTa
[OKYMEHTOB B AaHHYt0 6a3y.

[JobasneHa HoBasa posb [CanimportDocs] B npaBax AocTyna K AaHHoM H6ase.

Tenepb BbinosHeHne aeicteua "felictBua - Cepsuc\Mmnopt u3s Microsoft Excel"
BO3MOMHO TO/IbKO MO0/Ib30BaTeNAMM, BK/IOYEHHbIMM B ponb [Administrator] wunu
[CanlimportDocs] B npaBax gocTyna K AaHHOM 6ase.

Caoenku

B caenkax pobaBneH mexaHM3M 6NOKMPOBKU [AOKYMeHTa OT OAHOBPEMEHHOro
pefaKTUPOBaHMSA, TAKOM XKe Kak 1 B Apyrux 6asax.

M3meHeH oTyeT no caenkam B Excel. lobasneH ctonbey, "Kypatop caenku".

N3meHeH mexaHn3m yBeoMAeHUI 06 M3MeHeHUU noneli B caenke. Tenepb UCNOb3yeTca
CTaHA4APTHaA QYHKUMA KYPHANUPOBAHUA WM3MEHEHUI, AOMNOSIHEHHAA BO3MOMKHOCTbIO
HACTPOMKM yBEAOMAEHNN.

Bbl TakXKe MoxeTe HAaCTpoOUTb CNUCOK I'IO/'IGﬁ, npn U3MeHeHUN KOTOPbIX, HYXHO
OoTNpPaBAATb yBeaOMIEHUE.

Mo»HO 3a4aTb CTeneHb AeTa/nM3auuu B TEKCTe yBegomieHna: "ToNbKO HaumeHOBaHuUA
nM3meHeHHbIx nonen" nnm "HamumeHoBaHUA N 3HAYEHNA U3MEHEHHbIX nonei". B gaHHOM
C/ly4ae 3TO aKTyanbHO, T.K. MHOOPMaLUA B CANKAaX MOXKET bbiTb KOHOUAEHLMANbHOMN.

[06aBnTb B AOKYMEHT HacTpoMku 6a3bl "Caenku" B CNMCOK Mnosen ana KypHana
nsmeHeHum nosne "Homep caenkn" (ProjectNumber) (MoXHO BCTaBUTb B Ha4Yano CNMCKa).

[106aBWTb 3TO None B JOKYMEHT HAaCTPOMKM XKypHana usmeHeHui ana 6asbl Coenkn B AByX
MecTax.

B pasgene "AKTuUBHOCTM" B KapTouyke cAenku AobasneHo oTobparkeHwe npuopuTteTta
akTMBHOCTM B BMAe "!" ans BaxHbIX U B BUAe "!!" ona oueHb BaXKHbIX aKTUBHOCTEMN.

CKpbiTa B pexkmume Preview cekuma "CBA3aHHbIe 4OKYMEHTbI".
B neBom meHto 6a3bl fob6aBneH NyHKT "Bce caenku - Mo cTatycy u aaTte oTrpyskun" (BuaeH

TO/IbKO A4/1A TEX, KTO BUAUT BCE CAENKM).

MyHKT "Bce caenku - Mo cratycy" nepenmmeHosBaH B "Bce caenku - Mo craTycy u garte
3aKpbiTna".

B Bnaax "Bce caenku - Mo cratycy n gate 3akpbitna" u "Bce caenku - MNo gate cosgaHus”
nobasneH ctonbey, "data otrpysku'.



12.8.

13
13.1.

13.2.

14
14.1.

14.2.

[obaBneHa BO3MOXHOCTb YCTAaHOBKM OFPaHUYEHUS Ha BbINOJIHEHME WMMMOPTA
[OKYMEHTOB B ZlaHHYt0 6a3y.

[obasneHa HoBasa ponb [CanimportDocs] B npaBax AocTyna K AaHHoM H6ase.

Tenepb BbinosHeHne aeicteua "felictBua - Cepsuc\Mmnopt u3s Microsoft Excel"
BO3MOMHO TO/IbKO MO0JIb30BaTeNAMM, BK/AOYEHHbIMM B ponb [Administrator] wunu
[CanlimportDocs] B npaBax gocTyna K AaHHOM 6ase.

[NobasneHa BO3MOXHOCTb MMNOpPTa He ToAbKo no popme "Coenka', HoO u no dopme
"BHyTp. caenka".

Mpaiicaucrt

B Buge "Mpoayktbl - Mo rpynnam" pobaBneHa BO3MOMKHOCTb COPTUPOBKM MO
HaMMEHOBaHUIO MPOAYKTA U MO apTUKyay. ITO CAeNaHo, YTobbl B CKNALCKOM KapToOuKe
TOoBapa Npu Bbibope NpPoAyKTa No KHoMKe Bbibopa B OTKpbiBWEMCA NpeacTaBneHmm "Mo
rpynnam" Mo»KHO 6bl/10 OTCOPTUPOBATL TOBAPbI MO HAMMEHOBAHMIO MU MO APTUKYAY.

®yHKumnA "B Kop3nHY" HEKOPPeKTHO paboTaeT B KAMEHTe, ec/iM BHA4ase BblINO/HAETCA
NMO/IHOTEKCTOBbIM MOUCK, @ MOTOM Ha*KMMAETCsl KHOMKa "B KOp3uHY" B 1€BOM HUMKHEM OKHe
6asbl "Mpaticanct”. TMocne HaxkatMa KHOMKU "B Kop3uHy" npoaykT pobasndetcs
KOPPEKTHO, HO Moc/sie HOBOro MOUCKa M HOBOrO HaXaTua Ha KHomnky "B Kop3uHy" cHoBa
nobasnserca npeablaywmii ToBap. YTobbl 3TOro He NpoucxoAwso, nepen, HaxaTuem
KHOMKK "B KOp3MHY" HY)XHO BHayane KAMKHYTb MbILLKOW Ha CTPOKY C TOBApPOM U TOJIbKO
NoTOM HaKaTb "B Kop3unHy".

B HOBOW Bepcum caenaHbl NONbITKU PewwunTb AaHHyo npobaemy:

a) [OobasneHbl aencteua "OelictBus - Kop3nHa - YctaHoButb Metoa 1 gobasieHuns B
Kop3uHy", "Oencreuma - KopsumHa - YctaHoBUTb MeToa 2 AobaBneHus B KOp3nHy". ITu
OeNCTBMA HYXKHO MCNO/b30BaTb Ha KOHKPETHOM paboyelt cTaHUMK, YTOObI YCTaHOBUTb
MeTtog, 8o6aBneHNs B KOP3MHY 418 AAHHOTO NONAb30BaTeNs.

b) YctaHoBka MeToga 2 no3BOSIAET MPU  WUCMONL30BAHMM KHOMKK "B Kop3uny"
BbINO/IHUTb AOMNONHUTE/IbHbIE AENCTBUA MO aKTUBALUUKM TEKYyLEro npeactaBiaeHus,
yTObObI PEeWwnTb ONUCAHHYIO Bbile npobnemy. YcTaHoBKa MeToga 1 BO3BpalLaeT K
npeablaylwemy BapnaHTy paboTbl KHOMKKU "B Kop3nHy".

c) B Buaax "MpoayKrol - Mo HanmeHoBaHMO" U "MpoayKTbl - Mo apTukyay" AobaBneHbl
KHOMKK "B Kop3nHy" 1 "OTKpbITb KOP3UHY" B NaHesb KHOMOK npeactaBneHua. Ecam
No/sIb30BaTbCA 3TUMW KHOMKamMM g5 paboTbl C KOP3WHOM, TO TOBAPbl KOPPEKTHO
006aBNAOTCA B KOP3UHY.

Bx/BbiX AOKYMEHTbI

Tenepb Npu CO34aHNM BbIXOAHOM HaKNaAHOW TOBapbl B HAaKNaAHOM BbIBOAATCA B TAKOM e
nopsafKe, 4tTo U B cyeTe. PaHbllie OHX COPTUPOBANUCH NO HAUMEHOBaHMIO NPOAYKTa.

Mpy neyatn cyetos, cyeT-GaKTyp € HONbWIMM KOAMYECTBOM CTPOK MAM C 6oMbIMMM
HanmeHoBaHUAMM (Korga obuimii pasmep nona "HanmeHoBaHue ToBapa' npesbiliaeT 32K)
ctonbey, "HaumeHoBaHWe" MOXKeT 0CTaBaTbCA MYCTbIM.

B HoBOI BepCcuun caenaHbl USMEHEHUA, yTObbI 3TOrO HE npouncxoguno.
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18.2.

[obaBneHa BO3MOXHOCTb YCTAaHOBKM OFPaHUYEHUS Ha BbINOJIHEHME WMMMOPTA
[OKYMEHTOB B 6a3sy.

[obasneHa HoBas ponb [CanimportDocs] B npasax Aoctyna K 6ase.

Tenepb BbinosHeHne aeicteua "felictBua - Cepsuc\Mmnopt u3s Microsoft Excel"
BO3MOMHO TO/IbKO MO0JIb30BaTeNAMM, BK/AOYEHHbIMM B ponb [Administrator] wunu
[CanlimportDocs] B npaBax gocTyna K AaHHOM 6ase.

3aKasbl

[Job6aBneHa BO3MOMHOCTb YCTaHOBKM OFPaHMYEHUs Ha BbIMOJHEHME MMMNOopPTa
NOKYMeHTOB B 6a3y.

JobasneHa HoBasa posb [CanimportDocs] B npasax aoctyna K 6ase.

Tenepb BbinosHeHWe aeicteua "[Leicteua - Cepsuc\Mmnopt u3 Microsoft Excel"
BO3MOXHO TO/IbKO MO/Ib30BATENsAMM, BKAKOYEHHbIMM B poab [Administrator] wau
[CanlmportDocs] B npaBax AocTyna K AaHHOM b6ase.

B Buaax pasgena "3akasbl Ha onnaty" aobasneHa KHomnKa "3akas Ha onnarty (py6.)" ans
6onee yaobHoro cosgaHusA 3akasa Ha onnarty B pybasx.

PaHblue Npu co3aaHMKM 3aKasa Mo KHomke "3aka3 Ha onsaty" HyXXHO 6bl10 BPY4YHYHO
M3MEHATb Ba/lOTy 3aKasa W Ba/loTy ONaaThl C BaAkOTbl NO ymo4aHuio (Hanpumep "USD")
Ha "py6."

CKknag npoayKkuum

B Bmaax "HesaseplieHHble caenku - Mo nokynatenam", "HesasepleHHble caenku - Mo
cratycy", "Mpogarka - Mo Homepy cyeTa" pobaBneHbl aencTeuAa "BHyTp. HakfagHasA -
Co3patb HaknagHyto" 1 "BHyTp. HaknagHan - [lo6aBuTb B HaKNaaHyto".

B Bmaax "HesaseplueHHble caenku - Mo nokynatenam", "HesasepleHHble caenku - Mo
ctatycy", "Mpogaxka - Mo Homepy cyeta", "Mpoaaxka - Mo nokynatenam" gobasneH
ctonbeu, "Cxknag".

TU U3MEHEHUA HYXKHbI, YTOObI B 3TUX BUAAX OblN0 BUAHO HA KAaKOM CKA HaxoguTcA
3TN n3ameHe 06bl B 3 ax 6bino O Ha KaKOM CK/laZe HaxoauTc
TOBAp M YTODObl MOXKHO ObIN0 0GOPMUTL BHYTPEHHIOK HaKNAAHYI ANA NepemeLLeHus
TOBApa MeXAy CKNajamMu HenocpeacTBEHHO U3 3TUX BUAOB.

ornycKa

B npepnctasneHun "Otnycka - o coTpyaHukam" pobasneHa KHonka "Co3gatb Ans
HECKO/IbKUX COTPYAHMKOB". PaHblle aHanorMyHoe AencTBME MOXKHO OblIo 3anyckaTb
TONbKO Yepes nyHKT "OdeicTteua" (Actions).

[obasneH areHT gnsa obHoBAEHMA MHOPMALMM U3 NpeablayLero roaa.

FeHepaToOp OoTYETOB

MN3meHeH otyeT "OT4eT no caenkam'. B otuet gobasneH ctonbel, "Kypatop caenku'.

Hob6asneH HoBbi otyeT "Konmyectso gokymeHToB no tunam" B pasgene "OTyeTbl No
WCMO/THEHUIO AOKYMEHTOB".

MN3meHeHbl 0TYEeTbI N0 UCNOHEHMIO (U3 pa3aenos "OTYeTbl NO UCMONHEHUIO AOKYMEHTOB"
n "Cratuctmka"), ytobbl He MCNONb30BaTb B HWUX CKPbITble BUAbl M3 6a3 "BHyTpeHHMe
AOKYyMeHTbI" 1 "Bx/Mcx AoKyMmeHTbI".



18.3.

18.4.

18.5.

TaKKe yMeHbLIMAOCh BpeMa GOpMMPOBAHUNA 3TUX OTYETOB.

CnMCOK M3MEHEHHbIX OTYETOB:

. lpynna otyeToB "OTYeTbl NO UCNONHEHMIO AOKYMEHTOB":

- HencnonHeHHble NopyyYeHus

- NcnonHeHHble NopyYeHuns

- Mopy4yeHusa un nx ncnonHexue (!! npegbiaylwee nma atoro oryeta - "MopyyeHus
M UX UCNoJIHeHMe B noapasaeneHumn")

- MopyyeHusa U mUx ucrnosiHeHne no ucnoaHutensm (N npegbiaywee mma atoro
otueta - "3. MopyyeHUs U UX UCNOJIHEHUE MO UCMIONHUTENAM")

- Konunyectso gokymeHToB no tunam (!!! ato HoBbIN oTueT)

- MepeyeHb AOKYMEHTOB M NOPYYEHUN HA UCMIOJTHEHUN

- CnpaBKa 0 KOAMYecTBe NOPYYEHWUI U AOKYMEHTOB

- CnpaBKa 06 UCNONHEHUM AOKYMEHTOB, KOHTPO/IMPOBABLLMXCA 32 MEPUOL,

- CnpaBKa 06 yYTeHHbIX AOKYMEHTax B opraHusaumm (Ne)

- CnpaBKa no 3anpocam AenyTaToB

- CnpaBKa no obpalleHUAM rpaxaaH

° lpynna otyetos "CTaTUCTUKA":
- CBogHas cTaTUCTUKA
CTaTUCTUKa MO HEeCKOIbKMM 6azam

N3meHeHbl oTyeThl: "MnaHnposBaHue - Npadpuk otnyckos", "KaHuenspus - HomeHknatypa
aen 3a roa”, "KaHuenapua - HomeHKknaTypa gen otaena”, 4ytobbl HE UCNONB30BATb B HUX
Buapl u3 6a3 "Otnycka" wu "Hactporikm CYMeP". Takxe yMmeHbWWAOCH Bpemsa
$bopMMpPOBaAHUA 3TUX OTYETOB.

B HacTtpoliky oTyeta gobasneHo none "HavmeHoBaHMe ¢aitna otyeTa", 4ToObl MOXKHO
6bIn0 npucsamBaTb ¢arny OT4eETa HAaMMEHOBAHWE OT/IMYHOE OT YKA3aHHOro B nose
"HaumeHoBaHue otyeTa". Ecnm 3To none He 3anosiHeHO, TO ¢aWn oTyeTa nony4vaer
HaMmeHOBaHMe, yKaszaHHoe B none "HaumeHoBaHWe oTyeTa", T.e. KaK 1 paHee.

ITO HY}KHO eLle 1 NOTOMY, YTO eC/IM B HAUMEHOBAHUKM OTYeTa ecTb cumBon ".", Hanpumep
"1l. HeucnonHeHHble nopydyeHus", To mma ¢aiina oTyeTa CTAHOBUTCA PABHbLIM YacTu
HanMeHoBaHusA cnesa oT cumsosia "." (B AaHHOM npumepe "1", ToyHee "11", T.K. Excel no
ymon4daHuio gobasnset "1" B KoHUe nmeHun daitna nam gpyron No NopAaaKy HOMep, ecnu

y)Ke 3arpyrKeH ¢pain c TakuM UMeHeMm).

B HacTpolike otyeta pgobaBneH napametrp "Mcnosnb3oBaTb  AOMNO/HUTENbHOE
dopmaTupoBaHMe CTPOK". BKAtoUMTE 3TOT NPU3HAK, €C/IN Yy Bac BO3HMKAIOT nNpobaembl
dbopmaTMpoBaHMEM BaLIEro oTyeTa.

Hanpumep, npu co3gaHum oTyeTa C KaTeropmsauumen 6e3 getanusaumm (0 yposHei
nepapxum) moxet 3atmpatbca TeKcT "MTOMO", HacTpOeHHbIM B WUTOrOBOW CTPOKE.
MTorosble Cymmbl MpW 3TOM BbIBOAATCA He B ¢opmaTe, HAacTPOEHHOM B WwabnoHe B
WTOroBOM CTPOKE.

Mpobnema BO3HMKAET TO/MIbKO, €CAIM B KaTeropuM3oBaHHOM CTonbue BoO3BpallaeTcs
HECKO/IbKO 3HaYeHU oA JOKYMEHTa, HaNnpMMep CIUCOK BCEX UCMOIHUTENEN, @ HE TO/IbKO
1-¥ ncnonHuTeNb.



MPUMEYAHUE: MoxKeT 3HauuTeNbHO YBENNYUTBCA Bpemsa GOPMMUPOBAHUA OTYETa NpwU
BKAKOYEHUM AAHHOrO NapameTpa.

18.6. YBenuueHo bbicTpozeicTBMe npu GOPMUPOBAHMM OTYETA B YacTU CYMMUPOBAHMA MO

cTonbuam.

18.7. Ona otyeta pgobasneH npusHak "He wucnonbsyetcs" wun pobaBneHo oTaenbHoe

18.8.

npeacTtasneHue "LL1abioHbl 0TYETOB (HE aKTyanbHbIe)" A1 HEMCNONb3yEeMbIX OTYETOB.

[obaBneHa BO3MOMHOCTb BBOAA GOPMy/N MNpPU HacTpolike cTonbuos. Tenepb ecau
3HayeHWe, KoTopoe Bo3BpallaeT popmyna Ansa ctonbua, HaymHaeTcs ¢ cumeona "=", To
cumTaem, 4yto ato popmyna Excel.

B HacTpolike oTyeTa Aob6aBNeHbl 4ONONHUTENbHbIE MAPAMETPbI, KOTOPbIE MOTYT YAYYLWUTb
6bicTpoaelicTBMe Npu GopmMmnpPoBaHUM OTYeTa. B nepBylo oyepedb 3TO KacaeTca OTYETOB,
B KOTOpPbIX €CTb KaTeropusauusa Mo OAHOMY CTONOLY M eCTb HECKO/IbKO CTON6L0B C
CYMMUWPOBAHWEM MO KaTEropusm.

HoBble napameTpbi:

- - Wcnonb3osaTb dpopmynbl Excel ana pacyeta cymm no ctonbuam,

- - KaK orpaHMyMBaTbh KOJIMYECTBO YPOBHEN MEPAPXUM,

— - OTMEeHUTb CKPbITUE 3HAYEHUI ANA BCeX CTONOLLOB.

O6Lwure N3ameHeHUsa gna moaynen

1 CornacoBaHue

1.1. PacwmpeHne mexaHusma ¢GopmMUpPoOBaHUA BCTPOEHHOW 3N1EKTPOHHOW NOoANUCUA NpuU

paclwnpeHHom cornacosaHunu

Mpu pacmMpPeHHOM COrnacoBaHUM NPU BU3MPOBAHUM [,06aB/IEHA BO3MOMKHOCTb BK/IHOYEHUSA
nons "CoaepraHue" corsiacyemoro JOKyMeHTa B CMUCOK NoJsiel, KoTopble NoAnmncbiBaoTCs
BCTPOEHHOW 3/1EKTPOHHOM noAnucblo. [laHHaa 3/7EeKTPOHHas MnoAnuMCcb COXPaHAEeTCA B
KapTOYKe CornacoBaHus.

[ONs 3TOro HyXHO BK/IOYMTb 3TO Mose (MAWM MOoAs, y4uTbiBas 4YTO B pasHbix 6asax OHWU
Ha3bIBaOTCA MO pasHoMy) B WabnoH ¢unbtpa 3N "SignReviewDocumentWithParentBody" B
none "MoanucbiBaemble MOAA AOKyMeHTa", ucnonb3ys npedukc "SParent ", T.e. B
cnepylowem suge:

SParent_Body

SParent_Document

SParent_TextDocument

TakKe HYyXHO (CM. N.3 HW)Ke) MCMO/b30BaTb HOBYI HACTPOMKY A0S TUMMA AOKYMEHTA
"BKntoyaTb cogeprKaHMe JOKYMeHTa B NOANUCb cornacytouero”.

Obpalaem Ballle BHUMAHMWE, YTO B JIOKYMEHTe, KOTOPbIN cornacyeTtcs nogobHbiMm obpasom,
He [JOCTYMHO ANAa  pefakTupoBaHua nose  "Copgep:KaHue" faxe 4Ans  poau
[DocumentManager].



1.2. PacwmpeHue mexaHusma ¢GOpMUPOBAHUA BCTPOEHHOW 3/IEKTPOHHOW NOANUCU _NpuU
NpocTom corsiacosaHum

Mpn NPoOCTOM COrnacoBaHUM Npu BU3NPOBaHUKU Aob6aB/ieHa BO3MOXKHOCTb BK/IIOUEHUA NONA
"CopeprkaHme" corsiacyemoro [AOKYMeEHTa B CMMCOK MoOJiel, KOTopble NOAMMUCHbIBAOTCS
BCTPOEHHOW 3/1EKTPOHHOM noAnucbto. [laHHaa 3/7EeKTPOHHas MnoAnNuUCb COXPaHAEeTCA B
AOKYMEHTE A/1A KayK40ro COrnacyoLLero.

JobasneHa KHoMKa "MpoBeputb noanucn" ana NPoBeEPKM 3STUX Noanucei, 4tobol ybeantoca
yto none "CogepkaHue" He BbINO M3MEHEHO NOC/e NoANUCaHUS.

Ona atoro HyxHO B WabnoHax ¢puabTpos 3 "DocumentVisal”, "DocumentVisa2" v T.4. B
none "Mone ans BHyTpeHHel noanucK" ykasaTb 3HadeHue "DocVisaSignl" ("DocVisaSign2" u
T.[. COOTBETCTBEHHO).

TakKe HyXHO (Cm. N.3 HMXKe) MCNoNb30BaTb HOBYI HACTPOWKY ANA TUMA AOKYMEHTA
"BKkntoyaTb cogeprkaHme JOKYMeHTa B NOAMNUChL cornacytouero"”.

Obpalaem Ballle BHUMAHMWE, YTO B JIOKYMEHTe, KOTOPbIN cornacyeTtcs nogobHbiMm ob6pasom,

He [OOCTYyMHO [Ana  pedaktupoBaHusas none  "CogeprkaHue" pgaxke AanAa  poawu
[DocumentManager].

1.3. Qon. nsmeHeHUa mexaHuama GopmMUpPOBaHUA BCTPOEHHOW 3/N€KTPOHHOW NOANUCU NpU
cornacosaHnu v npun noannuCcaHM AOKyMeHTa

Mpu noanucaHUM WU  COrNAcoBaHUM JOKymeHTa € ¢GOPMUPOBAHMEM BCTPOEHHOW
3/IeKTPOHHOM noanucu aobasneHo coxpaHeHue Primary Key Identifier nognucanta mnam
cornacytouwero (nonyyaem ero 13 AOKYMEHTa NOAb30BaTeNd B agpPecHOW KHUre us noss
"CepTuoukat") B nona c uudopmaymen o nognucaHte uam cornacytowem: DocSignaturelnfo,
.. DocSignaturelinfo, DocSignature2Info, ..., DocVisaSignlinfo, DocVisaSign2info, ...

Mpwn cornacoBaHUM AOKyMeHTa Ao6aBfeH yyeT HOBOW HaCTPOMKM AN TMNa AOKYMEHTa
"BKntoyaTb codeprkaHme AOKYMEeHTa B NOAMNUCH cornacytouero”.

1.4. OQuncTKa AaHHbIX NpeablAyLIEero LMKAa COrnacoBaHMA NpU YCTAaHOBKE HOBOro LIMKAA

Tenepb MOXHO HACTPOUTb A/1A KaXAoro Tuna [OOKYMEHTa, 4YTO AenaTb C AaHHbIMU
npeablaywero UMKAa COrNacoBaHWA MpPW  YCTAaHOBKE HOBOrFO LMK/AA COr/1acoBaHUA:
"Ounwate", "He ounwats" nam "Cnpawmsatb y nonb3osatena"”. PaHblue Bceraa 3agasasncs
BOMpPOC No/sib3oBaTento "OUunCcTUTb AaHHble NPeablAYyLLEro LMKAa cornacoBaHma?".

JaHHas HacTpoliKa TaKKe BAUSET Ha AOCTYNHOCTb gelcTBns "OYnCTUTb LUK cornacoBaHusa".

Ecnun BbibpaHo "He oumnwats", To gaHHOe AelcTBUE He AOCTYNHO, eCIN AOKYMEHT HaxoamMTcs
Ha CorsiacoBaHuMu.

1.5. PacwimpeHHoe cornacoBaHue. YCTaHOBKA AaTbl Hayaja CoOriacoBaHUA TEKyLiMm
cornacyroumm B cornacyemom AOKYMEHTe

[ob6aBneHa yCcTaHOBKA AaTbl Haya/a COrNacoBaHUA TEKYLLMM COT/IacyoLWMm B COTIacyeMom
A OKYMEHTE Mpu pacliMpPeHHOM COr1acoBaHUM.

3T0 NO3BONUT OTOBPA3UTbL 3Ty AaTy B NpeAcTaBAeHMUM, YTOBbI NOHATL C KAKOW AaTbl BUCUT Ha
COr/IacoOBaHMM LOKYMEHT Y TEKYLLLEro COrNacyoLLero.



1.6. UsmeHeHua ¢yHKUMM cornacoBaHua (Kacaerca B 1-10  ouyepeab NapanienibHOro

2

COr/IaCOBaHUA NPY NPOCTOM LMKJ/IE COrNacoBaHUA U PacLUMPEHHOrO COriacoBaHus)

Mp“ BWM3MPOBAHUM [OKYMEHTA B C/Ayyae MapanneNbHOro COrNacoBaHUA WAW  MpU
paclMpPeHHOM BapuaHTe COriacoBaHMA COrnacyemblit JOKYMEHT OTKPbIBAETCA BU3UPYHOLLUM
B pexume uyteHua. MoKa cornacylowmii 3HaKOMUTCA C OOKYMEHTOM, OH MOXeT b6biTb
M3meHeH. YTobbl NMpM HaXKaTUKM KHOMKKU "3aBM3MpPOBaTb AOKYMEHT" BHayasne BbINOAHMAACH
NPOBEpPKaA, YTO 32 BPeMA YTeHUs LOKYMEHTa He Bbl/10 caelaHO M3MEHEHWIA B HeM, f06aB/ieHa
cneumManbHasa HaCcTpoKKa g 3Toro.

B AOKyMeHT HacTpoiikm 6a3bl AaHHbIX gobasneHo none "Mpu BU3MPOBAHUU AOKYMEHTA
npoBepATb, He 6bl1 M U3MeHeH JOKYMEHT KeM-To euwe (none CoaepkaHue wnu gpyrue
HacTPOeHHble AN AAHHOrO TMNA AOKYMEHTa MoJA), NoKa Bbl €ro YyuMtann" ¢ BapuMaHTamu
3HAYEHU:

- He npoBepATb, NPOAOMKUTL BUIUPOBAHME (T.€. TEKYLLEE NoBeAeHNE CUCTEMDI)
- [poBepATb, €CcAN AOKYMEHT M3MEHWUACA, CNPOCUTb Y NO/b30BaTENS, MPOAOIKUTD
BM3MPOBaHWME WU HET

B AOKYMEHT HacTpoMKM Tuna gokymeHTa gobasneHo none "Mpu BUIMPOBAHUN AOKYMEHTA
NpoBepATb U3MEHEHUE C/ieflyIoLMX NOoel (ecnn HacTpoeHa NPOBEpPKa AA Tekyllen 6a3bl)",
B KOTOPOM MOMHO 3aAaTb AOMN. CMMCOK Nojaei, U3SMEHEHNE KOTOPbIX ByaeT npoBepATbcA
nepen sMsnposaHnem nommmo nond "Cogep:kaHue". 31o BaxKHo, ecnun none "CoaeprkaHne"
dbopmupyeTca B BUAE pUY-TEKCTa C UCNOJb30BaHMEM BblUMC/IAEMOro TeKcTa (computed text)
Ha OCHOBE KaKMX-TO MoJel AOKyMeHTa. MM ecnu Bbl XOTUTE BKIKOUYUTb MOJE B CEKLMUM
"MpunoxkeHns" B NpoBePKY nepes BU3MPOBAHMUEM.

JononHutenbHble 3aMeCTUTENN U ayAUTOPbI COTPYAHUKA

2.1. JononHnTenbHblE 3aMeCcTUTENIN COTPYAHUKA

ﬂ'06aBﬂ8Ha BO3MOXHOCTb Ha3Ha4eHUA OO0NONHUTE/IbHbIX 3amecTutenem anAa CoTpyaHUKa,
NOMMMO OCHOBHOIO 3aMeCTUTenNA.

2.2. Ayagutopbl

3

[obaBneHa BO3MOXKHOCTb Ha3HaYeHWA ayaAMTOPOB AN COTPYAHMKA. AyauTopbl BbibMpatoTcs
M3 afPECHON KHUMU. AyAUTOPbI MONYYAOT YNTATENbCKUIA JOCTYN K AOKYMEHTAM, K KOTOPbIM
MMeEeT A0CTYN AAHHbIA COTPYAHUK.

YcTaHOBKa M 0oBHOBNEHME AOCTyna ANA ayAuTOPOB BbIMOJIHAETCA C MOMOLLbIO areHToB,
paboTaloWwmx No pacnmMcaHMIo Ha cepBepe, 1 BbINOHAETCA TONbKO ANA Tex 6a3, ANA KOTopbIX
BK/IIOY€HA COOTBETCTBYIOLLAA HAaCTPOMKA B LOKYMEHTE HACTPOMKM 6asbl.

HacTpoiika aTanos 06paboTku

3.1. PacwinpeHbl BO3SMOXKHOCTU HaCTPOMKM aBTOMATUYECKUX 3TanoB 06paboTKu

M3meHeHbl HaMMEHOBaHWA W JfIOTMKa A4A CAedylolmMxX  ycaoBuid  cpabaTbiBaHMA
aBTOMAaTMYECKMX 3Tanos 06paboTKu:

- Ycnosue "ecnu 3HayeHume nosd U3MeHUNoCb Ha" M3meHeHO Ha "ecan 3HauyeHue

e n

nona USMeHUI0Cb Ha O4HO U3 3HAYeHUu .



Tenepb gNA AAHHOFO YC/IOBMSA MOXHO 334aTb Gopmyny, KOTopas BEPHET HECKOJ/IbKO
3Ha4yeHuin. Ycnosme cpaboTaeT, ecnm 3Ha4YeHMe NoAs M3MEHMNOCb Ha OAHO U3 3HAYEHUN,
BO3BpaLlaeMbix No AaHHOM popmyne.

- Ycnosue "ecnn 3HaueHue NoaA paBHO" M3MeHeHOo Ha "ecnu 3HaueHUe Noaa paBHO

i

OAHOMY U3 3HAYEHUN .

Tenepb AN AAHHOrO YCNOBMSA MOMKHO 3azaTb GOpMy/y, KOTopas BepPHET HECKO/bKO
3HayeHui. Ycnosue cpaboTaeT, ecAn 3HaYeHMe MOASA PaBHO OAHOMY W3 3HaAYeHUM,
BO3BpaLLLaeMbIX N0 AaHHOM dpopmyne.

- Ycnosue "ecnu 3HavyeHUe Nona He paBHO" M3MeEHEHO Ha "ecnun 3HayeHUe NonA He

w

PaBHO HXM OAHOMY U3 3HAYEHUN .

Tenepb ANA AAHHOMO YCNOBMA MOMHO 3agaTb GOpPMysy, KOTOpas BepHET HECKONbKOo
3Ha4YeHuU. Ycnosme cpaboTaeT, ecnv 3Ha4YeHME MOAA He PAaBHO HM OAHOMY M3 3HAYEHWN,
BO3BpaLlaeMbix No AaHHOM popmyne.

3.2. YayyleH An3anH agnanorosbix Gopm HacTPOMKM 3Tana 06paboTKMU U HACTPOUKM POAN.

YnayylweH ansaiiH Ananorosbix GOpm HAaCTPOMKM 3Tana 06pabOoTKM M HACTPOMKKN Pou.
B yacTtHocTu n3ameHeH wpudT Ha Default MulitiLingual 9.

3.3. U3meHeHa ananorosas ¢opma Bbibopa 3Tana 0b6paboTKu.

B amanoroson ¢popme BbibOpa 3Tana 06paboTku, BbibiBaeMmoi no KHomnke "ObpaboTaTh",
no06aBneHo otTobpakeHue cTaTyca 06paboTku ana BbibpaHHOro aTana o6paboTKK.

4 KOHTpOJ/b UCNOSIHEHUSA

4.1. Cekumsa "UcnonHeHne gokymeHTa'". lobasneHo none "YBeaomaaTb 0 Xo4e ncnoaHeHmsa".

B cekymm "MicnonHeHne nokymeHTa" nobasneHo none "YBegoMAATb O Xo4e UCMOSIHEHUA" U
AencTena obaBUTb MeHs, YAaaUTb MeHs.

B 3TomM none mMOXHO Bbi6pPaTb AOMN. COTPYAHWKOB, KOTOPbIX HYKHO YBEAOMAATb O X0O4e
MCMONHEHWNA OAHHOIO AOKYMEHTA, €C/IM 3TO HACTPOEHO B 3Tanax 0bpaboTkM Ans AaHHOro
TMNa AOKYMEHTa.

5 ypHan nameHeHum

5.1. JobaBieHa BO3MOM¥KHOCTb HACTPONKM YBEAOMAEHUN NPU U3MEHEHUN NOJIeM

PyHKUMA KYPHANUPOBAHUA U3MEHEHUIN NOMEl B AOKYMEHTE AOMNOAHEHA BO3MOMHOCTbIO
HaCTPOWMKM yBeAOMNEHUI 06 U3MEHEHUM NONEN.

MorKHO 3a4aTb GOopMyy, BO3BPALLAIOLLYHO CMCOK aApecoB AN OTNPaBKU YBEAOMNEHUN, U
CNUCOK nonei, 06 M3MEHEHUU KOTOPbIX HYXKHO YyBeAOMANATb (ecAM He 3aj4aHo, To
yBe4OMNEHWE OTMNPABAAETCA NPU U3MEHEHUW NOOro U3 MNonei, yKasaHHOro Ans
YKYPHANMPOBAHMA U3MEHEHWN).

MoKHO 3a4aTb CTeneHb AeTann3auum B TeKCcTe yBedomaeHua: "ToNbKO HaMMeHOoBaHUS
M3MeHEeHHbIX nonen" unm "HanmeHoOBaHMA U 3HAYEHUA U3MEHEHHbIX nonen”. 3To MoXKeT
ObITb aKTyanbHO, ecin UHGOPMaLUA B ITUX MOAAX ABAAETCA KOHPUAEHLUMANbHOM, KaK,
Hanpumep, B 6ase "Caoenkn'".



5.2. ypHaaupoBaHue usmeHeHUM BO BIOKEHHbIX dainax

Mpu XKypHanMpoBaHUN nameHeHui B nose "CoaeprkaHune" (Man B Apyrux pUUTEKCT-NONSX)
Tenepb ¢urcupyetca pobasneHune, yganeHve WAM U3IMEHEHWe BNOXKEHHbIX dainos B
AaHHOM none. lNpu 3TOmM YyKasbiBaeTcA TUN aenctsua (aobaBneHwe, M3MeHeHWe UM
yAaneHue), HaumeHoBaHWe palina, gaTta U Bpems usmeHeHua daina, HoBbln pasmep daina.

MpumeyaHus:

Mpw co3aaHnmM HOBOTO AOKYMEHTa AaHHble U3MEHEHUS He QUKCUPYIOTCS, OHU PUKCUPYIOTCA
TONIbKO NOC/IE NEPEOTKPLITUA YHKE COXPAHEHHOTO AOKYMEHTA M BHECEHMA HOBbIX U3MEHEHUI
B none "Cogep:kaHue".

Bbl mMOXeTe OTMEHWUTb AaHHYH BO3MOXKHOCTb, YCTaHOBMB 3HayeHue "Het" ana Hosoro
napametpa "®uKcMpoBaTb B KypHane gobassieHue, yaaNeHUe U U3MEHEHUNE BNOXKEHHbIX
$arinoB B yKa3aHHbIX Bbile puyTekcT-nonsx (none "CopeprkaHune" v 1.n.) nocne NepBUYHONO
co3aaHuns (CoxpaHeHUs M 3aKpbiTMA) AOKYMeEHTa", B HaCTPOMKe XKypHasia peaakTUpoBaHUA
ANA JaHHOM H6as3bl.

B [AOKyMeHTe HaCTPOMKM KypHana u3meHeHUN aobaBneHa BO3MOXKHOCTb YCTaHOBUTb
MaKCUMabHbIM pasmep Nons A1s XpaHeHUs KypHana U3MEHEHUN, OT/INYHbIN OT 3HaYeHun
no ymonyaHuio (10000 6aiiT). Mo*KHO ycTaHOBUTb 3HaYeHue oT 10000 go 20000 6aiT. Ecaum
XYpHan M3MEHEHMUI OO0CTUraeT MaKCMMalbHOro pa3mepa, TO CTapble 3anucu XypHana
nepeHocATca B gon. nose Log arch, ocBoboxaas HeobxoaMmoe MecTo AN HOBbIX 3anucei.

5.3. Job6aBneHa BO3MOXKHOCTb HaCTPOMKMN YBEAOMAEHMA NPU CO34aHUN HOBOrO JOKYMEHTA

DYHKLMA KYPHANMPOBAHUA U3MEHEHUI NOJe B AOKYMEHTE A0MNO/IHEHA BO3MOMKHOCTbIO
HaCTPOMKM yBeAOM/IEHUI O CO34aHMM HOBOTO AOKYMEHTa.

MoKHO 3a4aTb Gpopmyny, BO3BPaALLAMOLLYIO CMIMCOK aApecoB 4/1a OTNPaBKMU yBeAOMAEHUNA. B
dbopmMmyne MOXKHO y4ecTb, UTO CMMCOK afpecoB A/ PACcCb/IKM BO3BPaALLAETCA TOJIbKO ec/n
HOBbIV AOKYMEHT YA4,0BNETBOPAET ONpese/ieHHbIM YCA0BMAM (Hanpumep, 3anosHEH HOMeEpP
OOKYMEHTA).

5.4. NlaTa U3MEeHEeHUA OOKYMEHTa B KYpPHaJie U3MEHEHUN Tenepb paccYMTbIBAaeTCA Ha OCHOBE
[3aTbl U BPEMEHU HA cepBepe.

5.5. }ypHasnimpoBaHe U3SMEHEHUN B PUYTEKCT NOJSX

Mpu XKypHanMpoBaHUM nameHeHuit B nose "CoaeprkaHune" (Man B Apyrux pUUTEKCT-NONSAX)
Tenepb aHaNIN3MpPYeTCa AaTa v Bpems U3MeHeHUs nona. ECan oHn USMeHUNNCh, TO B KypHane
bUKCUpyeTca U3MEHEHME B 3TOM Moe.

Mpn 3TOM BO3MOXHA CUTyaLMA, KOr4a [AaTa WM3MEHEHMS PUYTEKCT-NOoAA OWWOOYHO
YCTaHOBWMIACb B HOBOE 3HAYEeHME MPU COXPAHEHUM AOKYMEHTA, MPU 3TOM B Noae BO3MOXKHO
HMYEro He M3MeHMNoCcb. B aTom cnyyae coobuieHne B KypHane U3MeHeHU byaetr MmeTb
cneaytowmii Tekct: "Mone Coaep:kaHMe BO3MOMKHO M3MeHeHo". [laHHoe coobueHune
03Ha4yaeT, YTo BO3MOKHO Obl10 M3MEHEHUE B N0OE, @ BO3MOXKHO U He 6bin0.

Echv uv3meHunca pasmep nons, To u3MeHeHWe Oyaer 3apuKcMpoBaHo 6e3 cnoBsa
"BO3MOXKHO".

Ecnv usmeHnnncb BnoxKeHHble pannbl (gaTta M Bpema usmeHeHua dana unm pasmep dainna)
B 3TOM MO/, TO U3MeHeHWe byaeT 3adpMKcupoBaHo 6e3 cnoBa "BO3MOXKHO".



6 [JononHuTteNbHblIE CBA3U C AOKYMEHTaMU

6.1. JobaBneHa BO3MOXHOCTb HACTPONKN MHPOPMALMKN O AOKYMEHTE NPU YCTaHOBKE CBA3MU

B OKYMeEHTe HacTpOMKM TUNa AOKYMeHTa gobasneH pasgen "HacTpoiKka A0nonHUTENbHOM
CBA3M C AOKyMeHTOM" ¢ nonsmu "dopmyna, Bo3spawarowas MHPOPMaLUIO O JOKYMEHTE,
KOTOPYIO HYXHO BK/AWOUATL B Temy npu gobaBieHMn CcBA3M C  JAOKyMeHToM" u
"MakcumanbHoe KONMYecTBO CUMBOOB ANA 0TobpaxeHua MHPopmaLmm 0 JOKymeHTe".

Hanpumep, onsa Tmna aokymeHTa "JloroBop" Bbl MOXeTe HacTpouTb popmyny:

IntFirm + " - " + ExtFirm + " - " + Info

yTob6bl MPY YCTaHOBKE AO0N. CBA3M Ha A0roBOpP B MHPOPMaLMIO O AOrOBOPE BK/KOYaNaCh
BHyTpeHHAS 1 BHellHAA CTOpOHbI A40roBoOpa, a He To/IbKo MpeagmeT aorosopa.

6.2. JobaBneHa KHOMKa 06HOB/IEHUA A0N. CBA3EN B JOKYMEHTE

B cekuunm "dononHutensHble cBA3n" gobasneHa kKHomnka "O6HoBUTL" N gobaBneHo aencTeme
"[eictena\OBHOBUTbL AONONHUTENbHbIE CBA3M".

370 AelicTBME NO3BONAET OOHOBUTL MHPOPMALMIO O AOKYMEHTAX B cekummn "[on. ceasun".

7 AsTOMaTMyecKas pa3bi0KMPOBKA JOKYMEHTOB

7.1. JobaBneHa aBTOMaTu4yecKaa pa3b/IOKMPOBKA OOKYMEHTOB, 3ab6/10KMpPOBaHHbIX bonee 12
Yyacos Ha3agd. OHa BbINnoNHAETCA 04MH pa3 B AeHb B 8:00 yTpa.

7.2. Jo6aBneHa BO3MOXHOCTb aBTOMATUUYECKOI Pa3bI0KNMPOBKM AOKYMEHTOB, HAaX0AALLMXCA Ha
napannesbHOM CcorfacoBaHuM, M 3abnoknpoBaHHbIX 6onee 30 MWHYT Hasag. OHa
BbInosiHAeTcA 1 pa3 8 10 MUHYT.

8 [poune usmeHeHus

8.1. U3ameHeHUs GYHKUMW YCTaHOBKM PyNnnoBOro A0CTyna Ana BblibpaHHbIX B NpeacTaBAeHUU
OOKYMEHTOB
Mpu BbinonHeHUn aenctena "Aoctyn\[ob6asutb coTpyaHUKOB" aobaBieHa BO3MOMKHOCTb

fobaBneHnAa Bcex COTPYAHMKOB B Yutatenu pna BblGpaHHbIX AOKYMeHTOB. [nAa 3Toro
ncnosb3yetca KHomnka "Bce" B cekunn "Yutatenn".

Mpu pobaBneHUM COTPYAHUKOB B YMTaTeNn, ecnn ANna AOKYMEHTA y¥Ke YCTaHOBNEH A0CTyn
Ha YTeHue ANA BCeX COTPYAHWMKOB, TO Tenepb MO YMOAYaHUIO He A06aBNAlOTCA BbIOpaHHble
COTPYAHWMKN B CMNWUCOK 4uTaTenein, 4tobbl He 3abAOKMPOBaTb AOCTYN AN OCTa/bHbIX
COTPYAHMKOB. ECnn Bbl BCE-TaKM XOTUTE OrPaHWMYUTL AOCTYN K TaKMM OOKyMeHTam (c
AOCTYNOM Ha YTEHWME AN1A BCeX) TONbKO ANA BblOPaHHbIX COTPYAHMKOB, TO B AMA/IOFTOBOM OKHE
Bbibopa cOTpyAHWMKOB ana pobasneHua B cekuum "Yutatenn" otmeHute npusHak "He
[06aBnATb B A4OCTYM, ec/n yxKe YnuTtaTenmn = Bce coTpyaHukn".

Mpwn BbiNOAHEeHUU AeicTBuA "Hdoctyn\Yaanute coTpyaHukos" aobaBneHa BO3MOMKHOCTb
yAaneHua BCex COTPYAHWKOB M3 cnucka PepaktopoB u(unu) m3 cnucka Yutatenen pna
BblIBpaHHbIX AOKYMeHTOB. [lna aToro ncnonb3yetca KHonka "Bce" B cekuuun "Pepaktopbl”
n(nnn) "Yutatenn".

Mpv yaaneHnm coTpyaHNKOB U3 CNMCKa YnTaTenen gobasneHa NpoBepKa, YTo eciv yaaneHsi
BCE COTPYAHWMKM, TO AobaBnsem B CMUCOK yuTaTenel 1-ro pegakropa, €CimM OH ecTb, UK



TEKYLEero nonb30BaTesAa, eC/IM He 3aMo/IHEHO MoJie PefaKTOPOB. ITO HYXKHO, YTO6bl He
MONYYUNIM YMTATENbCKUIM AOCTYN K OKYMEHTY BCE COTPYAHMUKMW.

8.2. B ananorax sbibopa coTpyaHUKos aobasneHa kHonka "Ota." ("OTtaen").

HerictBne KHonku "Moapasa." B guanore Bbibopa COTPYAHMKOB BEPHYAU B NpeablayLinii
BapMaHT, T.e. 3TO BblIBOP COTPYAHWKA CTPYKTYPHOro MOAPasAeNeHus, K KOTOPOMY Bbl
OTHOCUTECb, U/IM NOAYMHEHHbIX EMY NOAPA3AENEHNNA.

[JobasneHa KHonka "OT14." gna Bbibopa COTPYAHMKOB BalLero oTAeNa Uan NoA4YMHEHHbIX eMy
oTaenos (T.e. TaKoe e nosefeHue Kak bbi10 y KHonKku "Mogpasa." B Bepcun CYMeP 8.1).



