O6wWwmnm cnpaBOYHUK

CnyxebHble 6a3bl OaHHbIX




CayxeOHble 0a3bl JAHHBIX

B/l Aomunucmpuposanue

COOEPXAHUE

L. B AIMUHUCTPUPOBAHUE 6
1.1. O BA3E JAHHBIX 6
.L1.1. OB30P IIPEJICTABJIEHUIA 6
.L1.2. OHNHUCAHUE UCHOJIB3YEMBIX 3HAUKOB 6
1.2. HACTPOMKA YPOBHS JOCTVYIIA 6
1L BJ AJAIITEP M3J10 8
11.1. O BA3E JAHHBIX 8
11.1.1. OB30P IPEJICTABJIEHUI 8
11.2. HACTPONKH BA3bI JAHHBIX 8
11.2.1. HAcTPOMKI MDJ1O 8
11.2.2. HACTPOMKA ATEHTOB 10
11.3. PABOTA C BA30OM JJAHHBIX 11
1. B KOMMYTATOP 12
I11.1. O BA3E JAHHBIX 12
I11.1.1.  OB30P IPEJCTABJIEHUIA 13
I11.1.2. OIMCAHME UCIIOJIb3YEMBIX 3HAUKOB 14
111.2. HACTPOWMKM BA3bI JAHHBIX 14
I11.2.1. HACTPOMKA YPOBHEN JJOCTVYIIA 14
11.2.2. OBILUE HACTPOMKH 14
I11.2.3.  JINYHBIE HACTPOMKMU I'JTABHOI CTPAHULIBI 14
11.2.4. HACTPOMKA CBSI3EM C BASAMU JIAHHBIX 20
I11.2.5. HACTPOWKA ATEHTOB 21
111.3. PABOTA C BA3OM JAHHBIX 22
I11.3.1.  PABOTA C I'JTABHOM CTPAHUIIEN 22
111.3.2.  JIOBABJIEHUE B PABOYEE ITPOCTPAHCTBO 3HAUKA BA3bI JIAHHBIX 23
111.3.3. OTKPBITUE BA3 JIAHHBIX 23
111.3.4.  IIPUBS3KA PABOYEN CTAHLIUM K BJI KOMMYTATOP 23
111.3.5. YIANEHUE 13 BJI KOMMYTATOP CChIJIKU HA BA3Y JJAHHBIX 23
1V. BJ1I KAGUHET 24
1V.1. O BA3E JAHHBIX 24
vV.1.1 OB30P IPEJICTABJIEHUIA 24
vV.1.2 OIIMCAHME UCIOJIb3YEMBIX 3HAUKOB 25
1V.2. HACTPONMKH BA3BI JAHHBIX 25

NOTHEKA 2

C34



CayxeOHble 0a3bl JAHHBIX

B/l Aomunucmpuposanue

IV.2.1. HACTPOWMKA YPOBHE! JOCTYIIA 25
IV.2.2. HACTPOWMKA BA3bI JAHHBIX 26
1IV.3. PABOTA C BA3OM JAHHBIX 27
V. b/l TUTIOBBIE MAPIHIPYThI 28
V.1. O BA3E JAHHBIX 28
V.1.1. OB30P IIPEJCTABJIEHHUI 28
V.1.2. OIMCAHME UCTIOJIb3YEMbIX 3HAUYKOB 29
V.2. HACTPOMKMU BA3bI JAHHBIX 29
V.2.1. HACTPOMKA YPOBHEHM JOCTYIIA 29
V.2.2. HACTPOMKA CBSI3EM C BASAMU JAHHBIX 29
V.2.3. HACTPOMKA CKAHUPOBAHMS 30
V.24, HACTPOIKA ATEHTOB 31
V.2.5. HACTPOMKHU ITPOTOKOJIMPOBAHM ST 32
V.3. PABOTA C BA30M JAHHBIX 33
V.3.1. OBIIASI CXEMA PABOTBI 33
V.3.2. CO3JIAHUE TUITOBOI'O IMPOLIECCA 33
V.3.3. CO3JIAHUE MAPIIIPYTA COI'JTACOBAHHS C TIOMOILBIO WORKFLOW APXUTEKTOP 61
V.3.4. CO3IAHUE ITPO®AMIIA SKCIIEPTU3BI 62
VI. B IIOUCK 64
VI1.1. O BA3E JAHHBIX 64
VI1.1.1.  OB30P [IPEJCTABJIEHUIA 64
VI.1.2.  OIMCAHUE UCHOJb3YEMbBIX 3HAUKOB 64
VI1.2. HACTPOMKA BA3BI JAHHBIX 64
V1.2.1. HACTPOMKHU IIOUCKA 64
VI1.2.2.  HACTPOMKA TTOJIEU 3AITIPOCA 65
VI1.2.3. HACTPOWKA PE3VJIbTATOB ITOMCKA 66
VI1.2.4. HACTPOMKA TIOJIEI [TOMCKA 66
VI1.25. HACTPOMKA IIOJIE OTOBEPAXEHMS 67
VI1.2.6. HACTPOMKA ATEHTOB 68
VI1.3. PABOTA C BA30# JAHHBIX 69
VI1.3.1. OBIIASI CXEMA PABOTBI 69
VI1.3.2.  CO3IAHME 3AIIPOCA 69
VI1.3.3. TIPOCMOTP PE3YJbTATOB IIOMCKA 71
VI1.3.4.  DKCIIOPT PE3YJIbTATOB ITOMCKA 71
VIl. B HOPOTOKOJ 72
VII.1. O BA3E JAHHBIX 72
VII.1.1. OB30P IPEJCTABJIEHUI 72

NOTHKA 3

o



CayxeOHble 0a3bl JAHHBIX

B/l Aomunucmpuposanue

VII.1.2. OIMCAHME UCIIOJIb3YEMBIX 3HAUKOB 73
VII.2. HACTPOMKHU IPOTOKOJIMPOBAHMS B BA3AX JJAHHBIX 73
VII.3. HACTPOMKA BA3bI JAHHBIX 74
VII1.3.1. HACTPOMKA YPOBHEH JOCTVYIIA 74
VI1.3.2. HACTPOMKA ITAPAMETPOB 74
VI1.3.3. HACTPOMKA ATEHTOB 75
Vil.4, PABOTA C BA3OM JAHHBIX 75
VIl.4.1. OBILIAS CXEMA PABOTHI 75
VIl.4.2. TIPOCMOTP JJOKYMEHTOB 76
VIll. BJIPEICMCTPATOP 77
VIIl.1. O BA3E JAHHBIX 77
VIIL1.1. OB30P IPEJICTABJIEHUI 77
VIIL1.2. OIIMCAHME UCIIOJIb3YEMBIX 3HAUKOB 78
VIIl.2. HACTPOHMKH BA3BI JAHHBIX 78
VIIL2.1. HACTPOMKH YPOBHS JOCTYIIA 78
VIIL.2.2. HACTPOMKA CBSI3EM C BASAMU JIAHHBIX 78
VII1.2.3. HACTPOMKU CEPBUCA PETMICTPALIMN 79
VIIL.2.4. HACTPOMKHU ITPOTOKOJIMPOBAHM S 79
VII1.3. PABOTA C BA3OM JAHHBIX 79
VIIL.3.1. OBIIAS CXEMA PABOTHI 79
VII1.3.2. CO3JIAHUE HYMEPATOPA 80
VII1.3.3. [TPUBS3KA ®OPMATA HYMEPATOPA 82
VII1.3.4. 3AJIAHUE ®OPMATA 82
VI1I11.3.5. OBCHIYXXUBAHUE HYMEPATOPOB 84
VI111.3.6. CO3J1AHME LIABJIOHA ®OPMATA 85
VIIIL3.7. PEIAKTUPOBAHME JJOKYMEHTOB 85
VII1.3.8. VIAJIEHUE JOKYMEHTOB 85
VIIl.4. TIPUMEPBI ®OPMUPOBAHMSI PETUCTPALIMOHHBIX HOMEPOB 86
VIIL4.1. JJ14 CITY)KEBHBIX 3AITUCOK 86
VIIl.4.2. JJ1d BXOAAIUX JIOKYMEHTOB 87
VII1.4.3. JIJ1s1 OPT AHU3ALIMOHHO-PACIIOPSI JUTEJIBHBIX JIOKYMEHTOB 88
VIll.4.4, JJTA UICXOQINX IOKYMEHTOB 89
VIIL.4.5. J1J151 TIOrOBOPOB 90
VIIIl.4.6. JJ151 BASIBOK 91
1X. BJ1 CBSI3KH 93
IX.1. O BA3E JAHHBIX 93
IX.1.1.  OB30P IPE/JICTABJIEHHI 93
IX.1.2.  OIIMCAHUE UCIIOJIb3YEMBIX 3HAUKOB 93
IX.2. HACTPOMKA YPOBHS JOCTYIIA 93

4

v Cai



CayxeOHble 0a3bl JAHHBIX

B/l Aomunucmpuposanue

X. BJI IIABJIOHBI 94
X.1. O BA3E JAHHBIX 94
X.1.1. OB30P IIPEJCTABJIEHHUI 94
X.1.2. OIIMCAHME UCIOJIb3YEMBIX 3HAUKOB 95
X.2. HACTPOUKMU BA3bI JAHHBIX 95
X.2.1. HACTPOMKA YPOBHS JOCTVIIA 95
X.2.2. HACTPOIKA CBS3EM C BASAMU JAHHBIX 95
X.2.3. HACTPOWMKA TTAPAMETPOB ITEUATH 96
X.2.4. HACTPOWKA ATEHTOB 97
X.2.5. HACTPOMKHU ITPOTOKOJIMPOBAHM 98
X.3. PABOTA C BA30M JAHHBIX 99
X.3.1. CO3JIAHUE IIIABJIOHOB JOKYMEHTOB 99
X.3.2. CO3JIAHUE IIABJIOHA PE3OJIFOLIMNA/TIOPYUYEHUS 100
X.3.3. PEIAKTUPOBAHME IIIABJIOHOB 101
X.3.4. Y IAJIEHUE IABJIOHOB 102
X.3.5. CO3IAHUE U PEJAKTUPOBAHUE OITMCATEJIEN ITOJIEMA 102
X.3.6. CO3IAHUE 1 PEJJAKTHUPOBAHMUE IIIABJIOHOB YBEJIOMJIEHHIA 105
X.3.7. CO3JAHUE U PEJAKTUPOBAHME ATPUBEYTOB JOKYMEHTA 107
X.3.8. HACTPOMKA CPEJCTBA IIEYATH I10 LIIABJIOHY 108
X.3.9. CO3JIAHUE IIABJIOHA I[TEYATHOM ®OPMBI 108
X.3.10. CO3JIAHUE IIIABJIOHA ®OPMBI JIJII PEECTPA 111
XI. BJ IIEHTP OTYETOB 113
X1.1. O BA3E JAHHBIX 113
Xll. BADJEKTPOHHBIE OEPA3bI 114
XI1.1. O BA3E JJAHHBIX 114
XI1.1.1.  OB30P IIPEJICTABJIEHUIA 114
XI1l.1.2.  OIUCAHME UCIIOJIb3YEMBIX 3HAYKOB 114
XIl.2. HACTPOMKH BA3BI IAHHBIX 114
XI1.2.1. HACTPOMKA YPOBHEM JOCTYIIA 114
XI1.2.2. HACTPOWMKA ATEHTOB 114
XI11.3. PABOTA C BA30M JJAHHBIX 115
XI11.3.1.  OBIIAS CXEMA PABOTBI 115
XI11.3.2.  TIPOCMOTP JJOKYMEHTOB 116
Xill. HNOPHUJIOXEHUSA 117

5

v Cai



CayxeOHble 0a3bl JAHHBIX B/l Aomunucmpuposanue

|. B AgMUHUCTpUpoBaHue

[.1. O 6a3e gaHHbIX

B AaMuHUCTpUpoOBaHME MCMOMb3yeTca ANA 3a4aHus U XpaHeHUs OOKYMEHTOB HacTpoek 6a3
AaHHbIX CUCTEMbl M CUCTEMHbIX CepBMCOB. HacTporkum m3 6a3 AaHHbIX CUCTEMbl aKKyMynMpOBaHbI
Tenepb B ogHou B[l AamMuHucTpupoBaHue. [ns kaxgon 6asbl JaHHbIX CO34aH CBOW LOKYMEHT
HaCTPOEK.

Bce BbinonHsaemble AeNCTBUS B IOKYMEHTaX HacTpoek 6a3 AaHHbIX (DUKCUMPYIOTCA Ha BKMNaake
HUcmopusi peGakmupoesaHusi.

[.1.1. O630p npeacraBneHnn

O6nacTtb HaBurauumn B[] cogepxuT cnegytowme npegcrasnerHns (Tabnvua 1).

Ta6nuua 1. NpepctaBneHuna B AgMuHucTpupoBaHue

HavmeHoBaHue OnucaHue
AJIMHHHCTPHPOBAaHME CopepXuT npeAcTaBreHns HU3LWEro ypoBHSA, NpeAHa3Ha4YeHHble Ans HaCcTPONKM
Cucrembl
O0uIne HacTpoiiku CoaepxuTt BKNagku ons ocywecteneHms obwux Hactpoek Cucrtemsl
CHUCTEMBbI
Hacrpoiiku Mcnonb3yeTca And pegakTMpoBaHus (a Takke co3gaHus 1 yaaneHus) NNYHbIX
nmoJib30BaTesiei HaCcTpoek nonb3oBaTenen cuctemsl (Hactpoek b KommyTtaTop, KoTopble
nonb3oBaTenu Npon3BoaaT no ccoinike Mou Hacmpoliku B 6noke Cepsuc
MeHw C)
Pecypcnl Copaepxut cnmcok pecypcos Cuctemsl
Hacrpoiikun MmoayJeit CofepXut BNOXeHHbIe NPeACTaBneHusl, NpeaHasHavYeHHbIe 4115 HACTPOMKK
mogynen Cucrtemsl
Tekylue HACTPOIKH OTobpaxkaeTca CNnUCOK JOKYMEHTOB HacTpoek 6a3 gaHHbIX Cuctemsl
VYnanenuoie HacTpoiiku | CoAepXuT yganeHHble HacTporkn mogynen Cuctemsol (yganeHHole 13
npeacrtaenexHus Tekyuiue HACTPOIKH)
AJlpecyeMble BHJIbI CoaepxuT KHOMKWN ANsi HACTPOMKN OTOBPpaKeHUss NpeacTaBneHun
Crnpaska VMcnonb3yeTcsa Angd nepexoda K cnpaske no pabote ¢ 6a3on gaHHbIX
O 6aze Mcnonb3yeTcsa Ansd nepexoga K OCHOBHOM MHopmaumm no gaHHow 6ase

KOI‘II/IpOBaHI/Ie M BCTaBKa JOKYMEHTOB B 6as3ax OaHHbIX CUCTEMbI MOT'YT OCYLLEeCTBIATLCA TOJIbKO
agMuHucTpaTopoM. MNpu nonbiTke KONMMPOBaHUSA AOKYMEHTOB U3 6ydrepa obmeHa B npeactaBneHusix 6as
OaHHbIX MoSib3oBaTeNeM NOSBUTCS COOOLLEHNE C TEKCTOM: «[JOKYyMEHTbI B CUCTEME HEMb3S CO34aBaTb

C MOMOLLbI0 KOMMPOBaHUSA!».

[.1.2. OnucaHme ncnonb3yeMbiX 3Ha4YKOB
B B[] AoMUHUCTpMpOBaHMe BCOMOraTesbHble 3Ha4YKM He UCNOSNb3YITCS.
[.2. HacTpouka ypoBHS gocTtyna

PekomeHngyembin  goctyn N0 yMOMYaHW:  ABTOpP. MepeyeHb  ponen  pgoctyna
bl AaMuHUcTpUupoBaHue npeacrasneH B Tabnvue (Tabnuua 2).
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Ta6bnuua 2. Ponu B B[

Ponb PYHKLUMN
[Admin] Mo3BonsieT ocywecTBNATb HACTPONKY Moaynen Cuctemsl (goctyn K 61okam
npeacTaBneHni Aanmunucrpupoanue, Hacrpoiiku moayJieii)

Pabota ¢ Bl AamuHucTpupoBaHue noapobHo onucaHa B AokymeHTe «Jlormka ECM. C3[1 -
PykoBoacTBO agMuMHUCTpaTOpa.
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. BO Agantep M40

[1.1. O 6a3e AaHHbIX

Bl Apantep M3OO wucnonb3yeTcs ans npeobpas3oBaHWsa nepedaBaeMblX WM MOfydaemblX
AaHHbIX, BXOASALWMX B COCTaB 3MEKTPOHHbIX CcoobOlWeHnn, B dopmMaT npeactaBneHnss AaHHbIX,
ncnone3yembii B COL.

NMomMuMo oOMeHa [OKyMeHTamMu oOpraHu3oBaH OOMEH YBEAOMIIEHUSIMU O XOA4e WCMOSHEHUs
AOKYMEHTOB  (peructpauuun/otkase B perucTpaumu, HasHaYeHUM OTBETCTBEHHbLIX WCMONMHUTENEN
No BXOASALWMM LOKYMEHTaM, NoAnMcaHun U pernctTpaumm Ucxoasimnx JOKYMEeHTOB, NOAroTOBKE OTBETOB
Ha BXOASALLME LOKYMEHTbI).

[1.1.1.0630p npeacTaBreHnn

O6nacTtb HaBuraummn B[] cogepxuT cnegyowme npeacraenequs (Tabnuua 3).

Tabnuua 3. NpegcrasneHna 6 Agantep MO0

HaumeHoBaHue OnucaHue
M>10 OTtobpaxaeTcs nepeyeHb Bcex AokymeHToB. CoaepXuT npeactaBneHns
HM3LLEro YPOBHS
Hcxonsue OTobpaxaeTcs nepeyeHb UCXOOSILUMX LOKYMEHTOB, CTPYKTYPUPOBAHHbIX MO
ctatycam. CoaepxuT NnpeacTaBneHusi HU3LWEro YpoBHs
HoBble 3asiBKH OTobpaxatoTcs HOBble NCXxogsaLme JOKYMEHThI
T'oTOB K OTHpaBKe OTobpaxatoTcs ucxogaiwime JOKYMEHTbI B cTatyce «[0TOB K OTnpaBke»
OTtnpasiieH OT06paxatoTcsi OTNpaBneHHble UCXOOsLNE JOKYMEHTbI
Ioayuen OT06paxatoTcsi NoNy4YeHHble UCXOAsILINE OOKYMEHTbI
Bxoasiue OTobpaxaeTcs nepeyeHb BXOASALLMX JOKYMEHTOB, CTPYKTYPUPOBAHHBIX MO
ctatycam. CoaepxuT NnpeacTaBneHusi HU3LWEro YpoBHSI
HoBble OTobpaxatoTca HOBble BXOASLLIME OKYMEHTbI
HMMOoprupoBaHHbIe OT06paxatTCsi UMNOPTUPOBAHHbIE BXOASLUME AOKYMEHTHI
Omuokn OTtobpaxatoTcs Bxogsiime JOKYMEHTbI, KOTopble obpaboTanuck ¢ owmbkamu
Crnpagka Mcnonb3yeTcsa Ans nepexoda K cnpaske no pabote ¢ 6a3on gaHHbIX
O 6aze Mcnonb3yeTcsa Angd nepexoga K OCHOBHON MHdopmaumm no gaHHoun 6ase

[1.2. HacTpoukm 6a3bl AaHHbIX

[nsa koppekTHon nepegayqn coobieHnn no cucteme M3OO HyXHO:

1. YcraHoBuTb cbnar M3JO Ha Bknagke lModknroyaembie modynu B B[] AAMUHUCTpUpoBaHue
(cm. pokymeHT «Jlornka ECM. C3[] — PykoBoACTBO agMmUHUCTpaTopa).

2. Hactpoutb Tunosble MapwpyTbl ansa pgokymeHtoB B[l KaHuenspusa (cm. pasgen V.3.2
CosagaHune TMNoBoro npouecca).

3. Hactpoutb B[1 Apantep M30 (cm. pasgen 1.2 HacTtpoinkn 6a3bl AaHHbIX).

[1.2.1.HacTpoukn MO0

[ns Hactporikn mogyns Agantep MO0 HyXHO:
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1. OtkpbiTe Bl ApMuHUCTpUpOBaHMe U1 rnepentn B npeactasreHne Hacrpoiikum momyseii:
TeKyLire HACTPOMKH.

2. BbibpaTb gokymeHT HacTpoek b1 Agantep M30.

3. lepentn Ha BkNagky

[PepakTupoBaTthb].

Hacmpoiku M34O wn HaxaTb Ha naHenu [EeWCTBUA  KHOMKY

4. 3anonHutb nonsi Bknagkn Hacmpodku M34O (Tabnuua 4, PucyHok 1).

5. BblnTn U3 pexnma pegaktmpoBaHUs HAaCTPOEK, HaXxaB KHOMKY [3aKpbITb] HA NaHenu 4encTeni
1 NoATBEPANB HEOOBXOAMMOCTbL COXPaHEeHNs MHAOpMaLUN.

Tabnuua 4. Nonsa Bknagkun «Hactponku BO»

Mone

OnucaHue

lManka exodauwjux

C noMoLLbH KHOMKM

YKa3aTb COOTBETCTBYHOLLYIO NManky

IManka ucxodsauwjux

C nOMOLLbI KHOMKN =

yKasaTb COOTBETCTBYIOLLYIO Nanky

Manka

C nomoLL b KHOMKN =

yKasaTb COOTBETCTBYIOLLYIO Narnky

obpabomaHHbIX

lNanka mukemoe C noMOLLbI0 KHOMKK == yKa3aTb COOTBETCTBYHIOLLYIO Nanky

MNanka C NoOMOLLbIO KHOMKK == yKa3aTb, COOTBETCTBYHOLLYIO Manky

HeobpabomaHHbIX

Mail-in B4 C NOMOLLBIO KHOMKYM == yKasaTb aapec, Kyaa 6yayT nocTynate nonydyeHHbie n3 MO0
KaHuensipus OOoKymeHThl ans B KaHuennpvm

Mail-in 64 30 C NOMOLLbIO KHOMKM = BbIBPaTh M3 aApecHo KHMrM mail-in 6a3y QnekTpoHHbIX 06pa3os
KaHnuensipus KaHuenspum

O6pabambieamb CHaTb donar, ecnm HeobxoAMMO BPYYHYIO 3anyckaTb 06paboTKy JOKYMEHTOB,

Ha cepsepe noctynatowmx/otnpasngembix no MO0

asmomamu4ecku

Manka BxoOAWLKX:

Manka Hoxon AW H::

Manka ofApafoTaHHEIX

Manka THEETOE:

Manka HeoBpaloTaHHEIX:

HacTtpoiky M40 l HacTpoikW areHToB ] McTopua peAdakTHpOBaHWA

Mail-in B KaHuenapwa: Eu:ussl_K
Mail-in B 20 Boss1l_k_Files
K.aHuenapua:

OBpafaTelEaTE Ha .

CEpEEpE AETOMATHMHECKH!

Cahormedoh_inbox,

Ch_medoh_outboxh,

Cih_redoh_processeds,

C_medoh_ticketsh,

Cih_redoh_unprocessedh

PucyHok 1. Bknagka «Hactponkn M3 0»
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[1.2.2.HacTpouka areHTOB

[ns Hactporikn areHtos b1 Agantep MO HyxHO:

1. OtkpbiTb Bl AamuHucTpupoBaHuMe W BbliOpaTb npeactasneHve Hacrpoiiku MomyJieii:
Tekyuue HaACTPOHKHU.

BbibpaTb gokymeHT HacTpoek b1 Agantep M30.
Mepentn Ha Bknagky Hacmpolku aezeHmoe 1 HaxaTb kHonky [PegakTupoBarthb].

BbInonHUTL HacTponkn Heobxoammblx areHToB (Tabnuua 5, PucyHok 2).

o & 0D

BT 13 pexnma pegakTMpoBaHUsa HacTPOoeK, HaXkaB KHOMKY [3aKpbITb] Ha NaHenu AencTBun
1 noaTBEPAUB HEOBXOAMMOCTL COXPaHEHNA NHOpMaLnK.

Ta6nuua 5. Monsa Bknagku «HacTpoika areHToB»

Mone OnucaHue
BknroveH Ha YcTaHoBuTb bnar, ecnu areHT BKIYeH Ha cepBepe. B cocegHem none cnegyet BbibpaTh
cepsepe 13 cnucka cepBep, Ha KOTOPOM areHT AOMKEH BblNOMHATHCS
Cmamyc 3anonHsaeTca aBToOMaTuyeckn
Aesmop 3anonHaeTca aBToMaTU4eckn
KommeHnmaput 3anonHseTcs aBToMaTn4eckn

Hacrtpoiikk M2300 ] HacTpoikK MHTerpawmu ] HacTpokkd areHToB | AcTopw

AreHT: {doc.clearTrash)
ide.in.check.inbox
DAHOEMTE COMCOK ide.in.create . docurments

ide.out.process. requests

W BrnwdeHn Ha cepeepe: Mobod cepeep

Craryc: QOwHA
ABTOp: Aleksandr Barmin/UFA/ITC/RL
KoMMeHTapHA;

AreHT I:IEFIEIEIZITKH HCXOAAWHWY ZanpocoE M A0KYMEHTOE

PucyHok 2. Bknaagka «HacTtpoiku areHToB»
MepeyveHb arenToB B Agantep MO0 npeacrasneH B Tabnuue (Tabnuua 6).
Ta6nuua 6. AreHTbl B[] Agantep M340

AreHT Ha3HauyeHue Korpa BbinonHsetcs
doc.clearTrash YpaneHvue BpeMeHHbIX JOKYMEHTOB OpvH pas B CyTkM
ide.in.check.inbox [MpoBepka NocTynneHs HOBbIX JOKYMEHTOB U3 Kaxgble 5 MuHyT

M340
ide.in.create.documents | Co3gaHvue JOKYMEHTOB Mo 3anpocam 13 M40 Kaxgple 5 MUHyT
ide.out.process.requests | ObpaboTka ncxogsaLMX 3anpPoCoB U JOKYMEHTOB Kaxgple 5 MUHYT

NOTHKA 10
¥ Cai




CayxeOHble 0a3bl JAHHBIX B/ Aoanmep M3/10

[1.3. PaboTa ¢ 6a3on AaHHbIX

O6nactb HaBuraumm b1 Apantep M3OAO cogepXxuT npeacTaBneHus, B KOTOPbIX oToOpaxaeTtcs
nepeyeHb Bcex OOKyMeHToB (cMm. Tabnuua 3). [JaHHble npeacTtaBneHns no3BOSsOT NpocMaTpuBaThb
cTaTyC AOKYMEHTOB, MOCTYNMBLUMX U OTNpaBreHHbIX no cucteme M30.
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CayxeOHble 0a3bl JAHHBIX B/I Kommymamop

lll. B KommyTtaTtop

[11.1.0 6a3e gaHHbIX

bl KommyTaTop BXxOAUT B COCTaB siapa CUCTEMbI U SBNSIETCA LeHTparibHon 6a3on, ¢ NOMOLLbHO
KOTOpOW MpOM3BOOAMTCSA HAcCTPOMKa cucTembl. B Hel copepxuTtcsa TexHomormdeckass MHdopmaums
0 pacnonoxeHun apyrnx 6a3 gaHHbix cucteMsbl «Jlornka.C3L» (oanee - cucrema) Ha cepBepax.

B HacTosiwee Bpemsi B[] KomMyTaTop npeaHasHavyeHa Ans peleHus creayowmnx 3agad:

e HaBurauuMsi — HaBuraumsi no 6asaM [aHHblX, €dMHas Todyka Bxoda B cUcTeMmy Ans
nonb3oBaTeneu;
e KOMMyTaUusi — YCTaHOBMNEHME CBA3N Mexay 0aszamMu [OaHHbIX CUCTEMbl CO CROBapHO-

CNpaBOYHbIMK MOAYNSIMU;
e KOHUrypaumsi — cosaHne KoHdurypaumm paboynx MecT nonb3oBaTenei.

maeHas cTtpaHnua Bl KommyTtaTtop sBnsieTca TOYKOW Bxoda nonb3oBaTenen B cuctemy. C ee
NOMOLLbIO MOSb30BaTENb WMMEET [OOCTyn K  (PYHKUMOHAmNbHbIM U CepBUCHbIM  Moaynsm  C3[
n yBegomneHmam. [pyn OTKpbITUM CUCTEMbI MONb30BaTENb aBTOMATMYECKM MonagaeT Ha [naBHywo
cTpaHuudy. CTraHpapTHbin  Bug [hNaBHOM  CTpaHuubl Ons  BCex nofib3oBatenen  3agaetcs
aaAMMHUCTPATOPOM.

He Bce coTpyaHukun opraHunsaumm 6yayt pabotatb co Bcemu 6a3ammn gaHHbIXx Cuctemsl. [oaTomy
NpY NOCTPOEHUN CUCTEMbI UCMONb3YETCHA NOHATUE «KOHUrypaums». Mog KoHurypaumern noHMmaeTcs
Habop 6a3 faHHbIX CUCTEMBI, 3aperncTpupoBaHHbix B ogHon b1 KommyTaTop.

lMonb3oBaTenbckme KoHdurypauum cosgartca Ans paboTbl COTPYAHWKOB. Hanpumep, npwu
CMOXHOMN CTPYKTYpe OpraHusaumm C MHOXECTBOM TOYEK perucrtpauum BXOOSWEW W UCXOAsLEen
KOPPECNOHAEHLMM MOXHO CO3[4aTbh HECKOMbKO KOHurypauun ¢ ogHon pabodven B Kanuenspusa (OIN)
B kaxxgon. Kaxpgas koHdurypaums dwusmyeckn npepctasnsetr cobon B[] KommytaTtop, B KOTOpOW
3apernctpmpoBaHbl obume 6a3bl cuctembl (CnpaBOYHUK opraHu3sauuu, Cnosapu u ap.) n 6asbl
OaHHon KoHdurypauum (Hanpumep, KaHuensapus, OI).

CepBepHas KoHUrypaums cosgaetcsa C Uenbko onpegeneHns obwen KoHdurypauum cucTembl
B Npegenax ogHoro cepsepa Ana paboTbl areHToB. [pu paboTe ¢ mHoxecTBoM Bl Kanuensapua (ON) n
MNP B cepsepHon B[] KommyTtaTtop AomkHbl ObiTb 3apernctpupoBaHbl Bce paboune B[ KaHuenspus
(OIN n MNP cuctembl. lNockonbky cepBep U3NYECKM MOXET ObiTb NpuBSA3aH TOMbKO K ogHon B[
KommyTaTtop, To oTCclofa cnegyeT orpaHuyeHne — Ha OQHOM cepBepe MOXeT OblTb YCTaHOBIIEHA TOMNbKO
Oo4Ha NonHoyHKUMOHanNbHas cuctema.

Ha ogHom cepeepe MoxeT GbiTbh 3aperncTpupoBaHa Tonbko ogHa b KommyTtaTop.

B pasHbix KOHMWUrypaumsix MOryT MCrorib3oBaTbCA OAHW W Te Xe 6asbl AaHHbIX. B ogHoun
KOH(purypaumm MoXeT ObiTb HECKONMbKO BapuaHTOB (YHKLMOHAmNbHbIX MOAYNEen OAHOro Tuna, Ho
no ogHOMY BapuaHTy 6a3 AaHHbIX, OTHOCALLMXCS K OOLLECUCTEMHBIM CEPBUCAM U CNIOBAPSM.
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CayxeOHble 0a3bl JAHHBIX B/I Kommymamop

OTtpenbHble konun B[] KommyTaTop co3gatoTcsi Ha KakaoM CepBepe U, BO3MOXHO, HA HEKOTOPbIX
paboumx ctaHumax. CepsepHass B[] KommyTtaTtop MOXeET MCMNOfb30BaTbCA BCEMW MOSb30BaTENAMMU,
pabGoTatowmmMmn ¢ pennukamm 6as Ha 3TOM cepBepe.

B cBoto oyepeab, Kaxabll cepep U kaxaas paboyas cTaHUMSA OOMKHbI ObiTb NPUBS3aHbl K O4HOW
n3 konun 61 KommyTaTtop. Npn obpalleHnn ns pyHKUnoHanbHbIX 6a3 4aHHbIX B ClIOBAPHO-CMPaBOYHbIE
6a3bl ucnonb3yeTcs agpec, B3saTbi U3 cootBeTcTBYOWEN B[] KommyTaTtop.

OyHKUMOHanNbHble BO3MOXHoCTU B[] KommyTtaTop:

e HaBuraumsa no 6asam faHHbIX CUCTEMBI.

o Peructpaums 6a3 gaHHbIX onpeaenieHHon KoHurypauuu.
e [lpuBaska paboden craHummn kK 61 KommyTaTop.

e [lo6aBneHune B paboyvee NpOCTPAHCTBO Nofb3oBaTens 3Hayvka 6a3sbl JaHHbIX.
o OOHOBMEHME CTPYKTYPbl 6a3 OaHHbLIX MPUIOXKEHNSI.

o OTkpbITVE 6a3 AaHHbIX.

e [lepeHOC NpUNoOXeHUsa Ha opyron cepeep.

e [lepenmeHoBaHne 6a3bl JAHHbIX.

e Ypanenue n3 B[] KommyTaTtop ccbinku Ha 6a3bl 4aHHbIX.
e HacTtpoiika agpecoB 6a3 gaHHbIX CUCTEMBI.

e 3apaHune/nsmeHeHne nHaekca 0asbl JaHHbIX.

e Karteropusaumsa 6a3bl JaHHbIX.

o BknioveHne/BbIKNIOYEHNE areHTOoB.

o CuHxpoHusauua B[] KommyTtaTop B Knactepe cepBepos.

.1.1. O630p npeacraBneHnn

Mpwu oTkpbiTMM B KommyTaTop nonb3oBaTtenb nonagaeT Ha [(naBHyto cTpaHuyy. [na nepexona K
aAMWHUCTPATMBHbIM MNPEACTaABMNEHMAM HEOOXOoOUMO B HWXKHEW NpaBoW 4acTu [NaBHOM CTpaHWUubI
LLLeNKHYTb Mo ccbinke Cnyxe6Hbie 6a3bl B 6rioke Cepeuc 1 Bbiopats Kommymamop.

lMpaBo Ha NPOCMOTP agMUHUCTPaTUBHbLIX NpeacTaBneHun 6 KommyTtaTtop nmeeTt nonb3oBarenb C
ponbko [Admin].

O6nacTtb Hasurauumn B[] cogepxuT cnegyowme agMMHUCTpaTMBHbIE NpeacTaenequs (Tabnuua 7).

Ta6bnuua 7. NpeacraBneHus 6 KommyTtatop

HaumeHoBaHune OnucaHune

Kareropumn 6a3 OTo6paxatoTcs 3aperncTpmpoBaHHble 6a3bl aHHbIX, CrPYNNMPOBaHHbIE NO
noacucTeMam, K KOTOpbIM OHM OTHOCATCS. [leneHune Ha noacucTemsl
YCINOBHO Y MOXET MEHATLCS B 3aBUCUMOCTM OT BEPCUM U OT KOMMMEKTa
nocTaBku
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HaumeHoBaHue OnucaHune

Kondpurypanus OTobpaxxaeTcsa CNMCOK BCEX 3apermMcTpupoBaHHbIX B JAHHON

B KommyTtaTop 6a3 aaHHbIX koH(purypaumm. Cnncok ynopsifoyeH no
andaeuTy. [Insa kaxagon 6asbl 4aHHbIX yKa3bliBatoTcs Homep Bepcun CO[,
CEepBEp, Ha KOTOPOM OHAa PacnoNoXeHa, U NyTb K anny 6a3bl JaHHbIX

Posb cepBepa Mpn OTKPbLITMK NpeACTaBNeHNs OTKpbIBaeTCcs hopma, B KOTOPOM ecTb chnar
Cepeep ucnosib3yemcsi Osisl 3anycka a2eHmoe

CnpaBka Vicnonb3yeTcst Ans nepexoga K cnpaBke No paboTte ¢ 6a301 gaHHbIX

O 06a3se Vicnonb3yeTcst Ans nepexofa K OCHOBHOM MHopMaLmn No gaHHon 6ase

KonvpoBaHue v BCTaBka fOKYMEHTOB B 6a3ax AaHHbIX CUCTEMbI MOTYT OCYLLECTBSATLCS TOMbKO
agMuHucTpaTopoMm. Mpu nonbiTke KONMPOBaHNA AOKYMEHTOB 13 Gydepa oGMeHa B npeacTaBneHusix 6as
[AaHHbIX NoNb3oBaTesNieM NMosIBUTCS COOGLLEHME C TEKCTOM: «[JOKYMEHTbI B CUCTEME Hernb3si co3aaBaTb

C NOMOLLIbIO KOMMPOBaHUS!».

.1.2. OnucaHme ncnonb3yemMbiXx 3Ha4YKOB

B B[] KommyTaTtop nosiCHUTENbHbIE 3HAYKN HE UCMONb3YHOTCS.

[11.2. HacTpoukn 6a3bl AaHHbIX

.2.1. Hactpowka ypoBHen gocTtyna

PekoMeHayeMbIi AOCTYN NO yMOS4YaHuio: AsTop C MPaBOM CO3[aHWUs LOKYMEHTOB M 6Ge3 npasa
yAaneHusi LOKYMeHTOB.

Ta6bnuua 8. Ponu B B[4

Ponb PyHKUUMU
[Admin] [aeT npaBo nepexoaa K Crny>xebHOMy nNpeAcTaBneHnio AAMHHHCTPUPOBAaHHe 15
perncrpaumm 6a3 B KOHpUrypauum cucTembl
[ReadOut] MpegocTaBnseT NpaBo Ha YTEHUEe NCXOAALMX JOKYMEHTOB
1.2.2. O6Lwure HaCTpPOMKH

BHewHwnn Bng MasHOM CTpaHuUubl N0 yMOonN4YaHuio 3agaet AgQMUHUCTPaTop, HadeneHHbIN posibio
[Admin]. PegaktupoBaHue o6LMX HACTPOEK onmucaHo B JokymeHTe «Jlormka ECM. C3[ -
PykoBoacTBO agMunHUCTpaTopay.

1.2.3. JInyHble HacTpouku FMaBHOM CTpaHULbI

[na 3agaHns NWYHbIX HACTpoeKk [MaBHOW CTpaHuUbl HYXHO HaxaTb KHOMKY W Ha BEpXHeun
naHenu [naBHoOW cTpaHuubl. Ha okpaHe oTkpoeTca copma «Mowu HacTponku», nos3BonswoLas
CKOMMOHOBAaTb CTapTOBY CTPaHULY Morb3oBaTens.

Heobxoammo 3anonHuTb Nons oTKpbiBLencs opmbl «Mown HacTponkm» (Tabnuua 9, PucyHok 3) u
HaxaTtb kHonky [OK] ansa BBoga HacTpoek B 4eNCTBUE.

Ta6nuua 9. JInuyHble HacTporku MaBHOW CTpaHULbI

Mone | Onucanue | OH | Tun | Cnoco6 3anonHeHus |
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CayxeOHble 0a3bl JAHHBIX

B/I Kommymamop

Mone Onwucanue O/H Tun | Cnoco6 3anonHeHus
Bknadka «O6wue»
Konuyecmeo cmpok Konnyectso 0] txt Bsogom ¢ knasmaTypbl
Ha a2nasHol oTobpaxaembIX CTPOK Ha
cmpaHuuye (om 6 do rMaBHOM CTpaHuue
20)
Ckpbieamb 6e2ywyro | YctaHoBuTb donar [a, ecnm H yekbokc YcTaHoBKka cdnara
cmpoky Hogocmeli Heo6Xxo0aMMO CKpbIBaTb
Oeryuyo CTpOKy HOBOCTEWN
OcHoeHoU YkasaTb OCHOBHOroO H txt Bbi6opom
pyKoeodumernb pykoBoauTensi. 3HayeHus nonb3oBaTensi B CNMcKe
ana Bbl60pa CTAHOBATCA C MOMOLLbIO KHOMKK
OOCTYNHbI, €CNN TEKYLLUIA
nonb3oBaTenb ABNsSeTCA
MO vnn 01 pykoBoguTens.
Mpwn 3anonHeHMn nons
CTaHOBUTCS AOCTYMHbLIM
PYHKLUMOHAnM
nepekmntoYeHns mexay
NNYHBIM KaOMHETOM 1
kabmHeTOM pykoBOAUTENS
no cchifike ¢ hamunuen,
UMEHEM 1 OTYECTBOM
coTpyaHuka Ha 'C
Cocmae MeHro CnnCcoK TMNOB AOKYMEHTOB, H txt Bbibopom 3Ha4eHus B
“Cozdamb” KoTopble byayT CM1CKe C NOMOLLbIO
CcO034aBaTbCA N3 AaHHOIo KHOMKWN - yHanMTb
meHio Ha IC 3Ha4YeHne 13 crnucka
MO>XHO,
npeaBapuTenbHO
BblAENMB €ero, ¢
NMOMOLLbKO KHOMKM X
O6Hoe/1sMb CNUCOK YcTtaHoBuTb cnar, ecnum H yekbokc Bbibopom
3aday Heob6xo4MMO OOHOBNATH HeobxogMmoro
asmomamu4ecku CMMCOK 3agay 3Ha4eHus
aBTOMaTUYECKM
HYacmoma [ocTynHo npn ycTaHOBKe H txt Bsogowm ¢ knasmatypbl
o6HoeneHust nara Yacmoma
o6HoeJ1IeHus. YKa3aTb
YacToTy OGHOBMNEHUSA B
MUHYTax
lNoka3bieamb YKkasaTb BKnagku, Kotopble H txt Bbibopom
eKJ1aodku OyayTt otobpaxaTbest Ha C HeobxoauMoro

3HayeHua. dnar co
Bknagkun Ce200Hs
yCTaHOBIIEH MO
YMORYaHuio U
HeJoCTyrneH ans
pefakTupoBaHus

Bknadka «M36paHHbIe MOGYu»

v Cai
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CayxeOHble 0a3bl JAHHBIX

B/I Kommymamop

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
UN36paHHbIe Cnmncok doyHKLMOHANMbHbIX H txt Bbibopom 3HauveHus B
¢pyHKYUOHasNbHbIE mMogyrnen (Makcumym 6), CruncKe € NOMOLLbIO
mModynu koTopble byayT KHOMKW ==, YaanuTtb

oTobpaxaTbcsl Ha [naBHOM 3HayeHue B none
CTpaHuule B MO>XHO C MOMOLLbHO
npeactasneHun IlepeiiTu. KHOMKM Y
[nsa kaxxgoro BblIOpaHHOro
MOAYNSA MOXHO yKa3aTb
npeacTaBneHus (MakCumym
3), koTopble Takke 6yayT
oTobpaxaTbcs Ha [[naBHON
CTpaHuue
Bknadka «<APM denonpouseodumerisi»
Omoé6paxams YcraHosuTb donar fa, ecriv H 4eKkboKC YcraHoBKkon donara
nepexod e APM HeobxoanMo oTobpaxarb
HAenonpouseodumens | nepexon 8 APM
Henonpounssogntenst Ha 'C
Coenamb APM JocTyneH npu yctaHoBKe H 4yekBoKc YcraHoBKkon donara
Henonpouszeodumens | onara Omo6paxams
cmpaHuyeu no nepexod e APM
yMoJ14aHUuro Henonpouseodumenns.
YcTtaHoBuTb conar fa, ecnn
Heobxogumo caenaTtb APM
HenonpoussoanTens
CTpaHuLEeN N0 YMONMYaHMWK0
Cocmae 6a3 OaHHbIX | [JocTyneH npu ycTaHOBKe H txt Bbibopom 3HauYeHus B
APMa dnara Omo6paxkamb Crmncke C NOMOLLbLO
Henonpouseodumensi | nepexod e APM KHOMKM =, YaanuTb
ﬂenonpouseodumenﬂ. 3Ha4YeHue B none
Cnucok 6a3 gaHHbIX, MO>XHO C NOMOLLbIO
KoTopble 6yayT KHOMKM X
ncnonb3oBaTbCa Mpu
pabote B APMe
Cpok xpaHeHusi [ocTyneH npn yctaHoBKe H txt BBogom c knasumaTypbl
KOHeepmoe u dnara Omo6paxamb
peecmpoe 8 OHsIX nepexod e APM
Henonpouseodumerns.
YKa3aTb CPOK XpaHeHus
KOHBEPTOB 1 PEECTPOB B
AHsx (no ymonyanuto - 30)
Bknadka «lMouck Ha 'C»
Ucnonbzoeamsb YcTraHoBuUTb ¢onar, ecnuv H YyekboKe YcTtaHoBka dnara
6bIcmpbIil NOUCK Ha HeobxoaMMo 1cnornb3oBaTh
anaeHol cmpaHuye ObICTPbIN MOWCK Ha rMaBHOMN
CTpaHuLe B CTPOKE noucka
Uckamb e YcTtaHoBuTb bnar, ecnum H yekboKkc YcTaHoBKa pnara
B[] Cnpaso4Huk HeobxoaMMo
opzaHu3sayuu OCYLLIECTBNATb ObICTPLIN

novck cotpyaHukos ¢ ['C B
B[] CnpaBoYHMK
opraHusaumm (gOCTYMHO
npu yCTaHOBIEHHOM donare
Ucnonb3zoeamsb
6bICmpbIl MOUCK Ha
a2n1asgHoli cmpaHuuye)
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CayxeOHble 0a3bl JAHHBIX

B/I Kommymamop

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Hckamb 6 YcraHoBuTL donar, ecnu H YyekBOoKC YcraHoBKa cnara
b/ BrHewHue Heobxogumo
adpecamsbl OCyLLEeCTBNATb ObICTPLIN

nouck KoHTpareHToB c I'C B

B[] BHewHne agpecaTtbl

(BoctynHo npu

yCTaHOBMNEHHOM corare

Ucnonb3oeamb

6bIcmpbIll MOUCK Ha

a/1aeHoll cmpaHuye)
Ba3bl, 8 KOmopbIx Yka3aTb hyHKLNOHANbHbIE H txt BbiGopom 6asbl B
npouseodums nouck | 6asbl, B KOTOPbLIX OyaeT CruncKe € NoOMOLLbIO
C a2n1asHou OCYLLEeCTBNATLCSA ObICTPbLIV KHOMKM . YaanuTb
cmpaHuubl nouck Ha [(nasHoN 3HayeHue B none
(®PyHKYUOHaNBLHbBIE cTpaHuue MOXHO,
6a3bl) npenBapuTenbHO

BblOENNB €ro, ¢
NMOMOLLbKO KHOMKM X

Bknadka «lMopy4yeHusi»
YeedomneHue o YkasaTb KONNM4ecTBO OHEN, H txt BBop c knaBuatypsbi.
HacmynieHuu 3a KOTopoe HeobxoaMMo
cobbimusi dopmMmmpoBaTb
omnpaesissms 3a, yBeoMIIeHnE
OHell nonb3oBaTtento o6

UCTEYEeHUn cpoka

WCMNOMHEHNs 3aga4u
YeedomsieHue o YKasaTb KONMYEeCTBO 4acoB, H txt BBog c knaBuaTypbl.
HacmynieHuu 3a KOTopoe HeobxoaMMo
cobbimus dhopmupoBaTb
omnpaesisms 3a, yBegomIeHve
4acoe nonb3oBartento 06

NCTEYEHUM CpoKa

UCMOSHEHNs 3agavn (ecrnm

B HacTpovikax b[]

Mopy4yeHusa ycTtaHoBMNeH

dnar Cpok ucrnosiHeHus e

qJacax)
Bknadka «[JononHumesibHO»
Omob6paxamb YcTaHoBuTb cnar, ecnum H yekbokc YcraHoBka cpnara
JKypHaJ nocriedHux HeobX0AMMO BKIHOYNTL
dokymeHmos oTobpaxeHve B

PYHKLMOHaNbHbIX 6a3ax
XypHarna nocnegHux
3aperncTpmpoBaHHbIX
AOKYMEHTOB AN
nonb3oBaTenen, KoTopble
OCYLLEeCTBMANN
perucTpaumio JOKYMEHTOB,
a Takke BbIMOMNHANN
AeNcTBus, B pesynbTrate
KOTOPbIX AOKYMEHT Obln
3aperncTpmpoBaH
aBTOMaTUyeckn (Hanpumvep,
nognuncaHune cryxebHom
3anvcku, yTeepxageHue
3a8BKM U T.M.)
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CayxeOHble 0a3bl JAHHBIX

B/I Kommymamop

Mone OnucaHue

O/H

Tun

Cnoco6 3anofnHeHus

Kosnuyecmeo [locTynHo Npu ycTaHOBKe
omob6paxaemMbix dnara Omo6paxkamb
0oKyMeHmMoes JKYPHaJ1 nocredHux
dokymeHmoe. Konnyiectso
oTobpaxaeMbix
AOKYMEHTOB (B XypHarne
NocneaHNX JOKYMEHTOB).
Mo ymonyanuio - 10

txt

Bsogom ¢ knasmaTypbl

UcmoyHuk ghaiinoe YkasaTb UCTOYHUK
8J10)XeHul rno pobaeneHus dannos
YMOJ14aHUIo BINOXEHWUIA MO YMONYaHUIO:
e JloKkanbHbIl OUCK.

e B[] lLla6noHsbl.

e CkaHep

BeibpaHHoe
nosfb3oBaTeneM 3Ha4YeHne
OyneT aBTOMaTMYECKM
yCTaHaBnMBaTbCH B
AVarnoroBom okHe Bbibopa
¢annoB BAOXEHUN

yekbokc

YcTaHoBKka cnara

Bknadka «[louma u yeedomseHusi»

CoobweHus YcTtaHoBUTb donar, ecnum
omnpaensims 8 Heobxogmmo aybnmpoBaTtb
noymoenil SWuK COODOLLEHNS B MOYTOBbIN
Awmk. [loctyneH ans
3anornHeHus, ecnu
AOMuHUCTpaTop
paspeLumnsi MeHSITb AaHHYH0
HaCTPOWKy (OTMETUN none
Pa3spewamb MmeHsIMb
nosnb3oeameriro) B
KapTouke
COOTBETCTBYIOLLENO
coTpyaHuka B B
CnpaBO4YHMK
opraHusauum

yekbokc

YcTaHoBKa ¢nara

Yeedomnssmsb o YcTtaHoBuTb cnar, ecnum
pe3ynbmame nocne BbIHECEHWS
8bIMOoJIHeHUs! peLleHns B NoYTe
delicmeutli Had COTPYAHUKY, BbIHECLLEMY
dokymMeHmamu 8 pelleHne, HeobxoaMmMo
noyme dhopmupoBaTtb
WHopmaLnoHHoe
yBegoMIieHne o
pe3ynbTaTte BbINOMHEHNS
JencTeusi

yekbokc

YcTaHoBKa nara

Mony4yamsb dalidxecm | YcTtaHOBUTL chnar, ecnu
no cobbimusim 8 HeobX0aMMO Ha MOYTOBbLIN
noymy neped ALK Nonb3oBaTens
Hayasiom paboyezo OTNpaBNSATb AANIXKECT Mo
OHS coObITUAM (Ha cerogHsa u

Monyyams dalidxecm | NPOCPOYEHHbIM),

no cobbimusim e COOTBETCTBEHHO, 3a Yac
noymy e KoHye [0 Hayamna unu 3a 4ac go
paboyez20 OHs1 OKOH4YaHus1 paboyero aHs
COOTBETCTBEHHO

yekbokc

YcTaHoBKa bnara

yekbokc

YcTaHoBKa nara

v Cai
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CayxeOHble 0a3bl JAHHBIX

B/I Kommymamop

Mone

OnucaHue

O/H

Tun

Cnoco6 3anofnHeHus

lNoka3bieamb CCBbIJIKY
Ha noymy

YcTaHoBuTb bnar, ecnm Ha
'C HeoOxoaumo
nokasblBaTb CCbIMKY Ha
MOYTOBbLIN AWMK. B
ckobkax ykasblBaeTcs
KONM4ecTBo
HEMPOYTEHHbIX
COoOBLLEeHU, ecnn oHU
€CTb B NOYTOBOM SILLNKE

yekbokc

YcTaHoBKka cnara

PacnonoxeHue
noYmoeo20 W uKa

BbibpaTb 13 BapnaHToB:

e [louma Notes,

e Beb-pecypc
OtobpaxaeTcs, ecnum
ycTaHoBneH cnar
lNoka3bieamb cCbI/IKY Ha
noymy

MPKIT

Bbibopom
Heobxoaumoro
3HayeHus

Beedume URL
CCbI/IKy Ha noYymy

YKasaTb CCbIfKy Ha
BHELLIHIO MOYTY
nonb3oBaTtens. None
oTobpaxaeTcsl, ecnu
nepeknoyaTtenb
PacnonoxeHue
MoYmoeo20 s uKa
yCTaHOBJIEH B 3HA4YEHNEe
Beb6-pecypc

txt

Beogom c knaBuatypbl

Krnonka [Monyuntb panaxect cenyac] Ha Bkrnagke lTouma u yeedomiieHus Nno3BonseT
chopmMUpoBaThb U OTNPaBUTb Ha MOYTOBbLIN ALWMK NONb30BaTeNsd AangXXecT No cobbITUAM (Ha CerogHs
1 npocpoYeHHbIM). Hayano paboyero gHs ycTaHaBnMBaeTcs B NPOU3BOACTBEHHOM KaneHgape b
CnpaBOYHMK opraHu3auum.
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Mow HacTpohKM m

QObwmre } AzBpaHHBle MOL YK ] 4PM nenonpoHsE0AHMTENR ] Moumck Ha T l MopydYeHHA l ModTa K YESAOMAEHHA ] AononHUTENEHD l

Konv4ecTEo cTpOK Ha rMAaBHoR cTpaHkue (oT 6 oo 200 lj_a

CKpbIEATE OEMYULYH CTOOKY HOBOCTER: v
QCHOBHON PYKOBOAMTENE: }(
CocTae MeHH "Coznate”: Obpawerne (OBpaWeHHA rpaxaaH)

BxoaawkA (Kanuenapua)

Chy#edHan sankcka (MTpHHATHE PEWEHKA) y

Mopy4eHKe (Mopy4eHMA)

OAHOBNATE CNHMCOK 33044 ABTOMATHYECKH! -

YactoTa ofHOBENEHKA: HHH.

MokasblEaTe BKNAAKH: N
W Cropo
¥ MpocpodeHHele oena
W BhiNONHEHHBIE 33034k
W WMudopw. coofwenKa
[T Hafnwpenwe

014 OTHEHS

PucyHok 3. JlnyHble HacTponku MMaBHOW CTpaHULbI

/\ AOMVHMCTPATOP UMEET BO3MOXHOCTb PedaKTUPOBAaTh (a Takke co3gaBatb U yaanaTb) JIndHble
/ T\ HaCTPOWNKM NaBHOWM CTpaHULLbl AN KAXXA0ro Nonb3oBaTtens cucteMbl. PegakTtupoBaHme NNYHbIX
HaCTpOeK nonb3oBaTens AQMUHUCTPATOPOM onncaHo B AokymeHTe «Jlormka ECM. C3[ -
PykoBoACTBO agMUHUCTpaTopay.

1.2.4. HacTtpouka cBsize ¢ 6azamMu AaHHbIX

[na Hactporkn ceasen B[] KommyTtaTop ¢ ApyrumMu MOAYNsSMU CUCTEMbI HYXKHO:

1. OTkpbiTe B] AaMuHUCTpUpOBaHWe U neperdTn B npeactasneHve Hacrtpoiikum momy.eii:
Texyuue HACTPOINKHU.

2. BblbpaTb gokyMeHT HacTpoek B[] KommyTtaTtop M HaxaTb Ha naHenu OenCTBUA KHOMKY
[PepakTupoBaTthb].

3. Tllepewntn Ha Bknagky Hacmpouku BA.

4. Ha Bknagke Hacmpoliku BJ] ¢ nomouwbo CTaHgapTHbIX AWANoroB ykasaTb WCMNOSMb3yeMyto
B MpoTtokon (PucyHok 4).

5. BbINTK u3 pexunma pegaktupoBaHUs HacTpoeK, Haxas KHOMKY [3akpbITb] Ha naHenu 4encTBui
1 NnoaTBepanB HEOBXOAMMOCTb COXPaHeHUs MHAopMaLnn.
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HacTtpoikun basbl AaHHbIX
HazeaHwe awzakHa Basel: KoMmmyTaTop MyTe kK Basze:  Referent/br_switch.nsf
Cepsep: CMN=Boss5/0=datatech Ausaid Baser: ITSwitch
ZJaronosok basel: KommyTaTop Koo pennueu:  C3257A32002712EF
O6wHe HaCT poiKH Hacrtpoiikn B[] HacTpoiikn areHToB MCTopHAa pefakTHpOBAHWA
MNpoTokon: BossS/datatech
Referent\br_log.nsf
C3257A52:002745E7

PucyHok 4. Bknagka «Hactpownkun B»

[1.2.5. HacTtponka areHToB

[na HacTponkn areHToB b1 KomMmMyTaTOp HYXXHO:

1. OtkpbiTb Bl AgmuHucTpupoBaHuMe W BbiOpaTb npeactaBneHne Hacrpoiiku MomyJieii:
Tekyuue HaACTPOHKMU.

2. BbibpaTb gokymeHT Hactpoek b1 KommyTtaTop.
3. lNepentn Ha BkNagky Hacmpolku azeHmoe v HaxaTb KHOMKy [PepakTtupoBatb).

4. Ha Bknagke Hacmpoliku aezeHmoe B nofnie AzeHm BbiIGpaTb HEOOXOAMMBIN areHT U 3anofHUTb
cooTBeTCcTBYOWME emy nong (Tabnuua 10, PucyHok 5).

5. CoxpaHuUTb U3MEHEHUS.

Ta6nuua 10. Monsa Bknagku «HacTponkn areHToB»

Mone OnucaHue
BknroyeH Ha YcTaHoBuUTb brar, ecnu areHT BKMOYeH Ha cepBepe. B cocegHem none cnegyet BuibpaTb
cepsepe 13 cnucka cepBep, Ha KOTOPOM areHT AOMMKEH BblNOMHATHCS
Cmamyc 3anonHsaeTca aBTOMaTuyeckn
Asmop 3anonHsaeTca aBTOMaTuyeckn
Kommenmaput 3anonHseTca aBToMaTU4ecKn
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HacTpoitkn 6a3bl AaHHbIX
HazsaHwe AWzaiHa Basel: KommyTatop NyTe k baze:  Referent/br_switch.nsf
Cepeep: CN=BEoss5/0O=datatech Ouzaiin base:  ITSwitch
3aronoeok 6asei: KommyTatop Koa pennuewn: C3257A32002712EF
06wMHe HACTPOHKH HacTtpoiikn B[1 HacTpoHKH areHToB WUCTOpHA peaKTHPOBaHHA

AreHT: Tekywas aaTta

QOHEEUTE CIMCOK

Crartyc:

AsTOp:

KoMMeHTapui:

PucyHok 5. Bknagka «HacTpowku areHTOB»
MepeyveHb areHToB B[l KommyTaTop npeacrtasneH B Tabnuue (Tabnuua 11).

Tabnuua 11. Arentbl B[] KommyTaTtop

AreHT HasHa4yeHune Korpa BbinonHsieTcs

Tekywas gata O6HoBnseT cnyxebHble NpeacTaBneHns 3anyckaeTcs pa3 B 3 4yaca
B[] KommyTtaTtop

[11.3.PaboTa ¢ 6a3on gaHHbIX

NHdopmaunoHHoe HanonHeHne moaynst NPou3BOAMTCA aBTOMAaTMYECKM B MpOLiecce YCTaHOBKM,
nmbo nytem pobaBneHus HoBbIX 6a3 pgaHHbix B B[ Kommytatop. KapTtoukm 6a3  agaHHbIX
npeAaHasHa4veHbl TOMbKO AN NnpocMoTpa U He pegakTupytotca B b KommyTtaTtop.

HacTtponkn, BbinonHsemble B B[ KommytaTtop AAMUHUCTPATOPOM CUCTEMbI, OMUCaHbl B
pokymeHTe «Jlormka ECM. C3[1 - PykoBoACTBO agMmUHUCTpaTopay.

1.3.1. Pabota c 'maBHOM cTpaHMLUen

Mpn OTKPbITUM CUCTEMBbI NOMb30OBaTENb aBTOMATMYECKM nonagaeT Ha [naBHyl CcTpaHuuy.
MaBHast cTpaHuua npeactaBnseTr cobon enuHyr TOYKy Bxoga B cucTemy, obecneuvmBatoLLyto
Nnonb30oBaTento BO3MOXHOCTb paboTbl CO BCEM AOCTYMHbIM eMy PYHKLUMOHANom cucteMbl. C NOMOLLbHO
(MaBHOWM CTpaHUUbl NONb3oBaTefb MMEET BO3MOXHOCTb AOCTyna K (PYHKUMOHANbHbIM M CEPBUCHbLIM
MOAYNSM CUCTEMbI, a Takke K NOCTYNUBLUUM NOSb30BaTENo YBEAOMIEHUSAM.

PaboTta ¢ MaBHOW cTpaHuuen onucaHa B pasgene «lnaBHasa cTpaHuua» AOKymeHTa «Jloruka
ECM. C3-OC-1-BeeaeHune B cuctemy».
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1.3.2. Job6aBneHune B pabo4yee NpoCTPaHCTBO 3Ha4YKa 6a3bl AaHHbIX

Monb3oBaTenb, He HageneHHbIN ponbd [Admin], Ang aobGaeneHus 3Hadyka 6asbl gaHHbIX
B pa60l-|y+o obnacTb MOXET BOCMOMb30BaTLCA CTaHOapTHbIMU CcpeacTBaMm KnneHnTa.

YUtobbl go6aBnTb 3Ha4oK 6a3bl 4aHHbLIX B paboyee NPOCTPaHCTBO, HYXKHO:
1. lepenTn B pabouyto obnactb KnmeHTta.

2. LUlenkHyTb nNpaBoOM KHOMKOWM MblWKM Ha cBobogHom obnactm u BblOpaTb NyHKT <OTKPbITb
NpUIoOXeHue...>.

3. YkasaTb, Kakyto 6a3y gaHHbIX HEOH6XOANMO OTKPbIThb.

4. 3Ha4yoK OTKpbiTOM 6asbl OaHHbIX OygeTr aBTOMaTuyeckn pobaBneH B pabouyo obnacTb
KnneHTa.

11.3.3. OTKpbITME 6a3 AaHHbIX

Monb3oBaTtenb, He HaAeneHHbld pomnbild [Admin], MOXET OTKPbiITb 06a3y [AaHHbIX OBYMS
cnocobamu:

e [lepenitn B 6nok Ba3sbl OaHHbIX (B HWKHEM IeBOM Yriy [NaBHOW CTpaHuubl) U LWENKHYTb
Mo cCbifike HeobxoammMon 6asbl AaHHbLIX UK NpeacTaBrneHus, Nepexod B KOTOpoe HaCTpOeH
nonb3oBatenem B ¢dopme Mou Hacmpolku Ha Bknagke WU36paHHblie modynu. Ecnun
n3bpaHHble MOAYNN He ObINM YKa3aHbl B HACTPOMKax, LWENKHYTb Ha ccbinke Jpyaue).

e Bocnonb3oBaTtbcHa cTaHAapTHbIMKU cpeacTBamm KnveHTa.

1.3.4. NMpuBaska paboyen ctaHumm kK b1 KommyTtaTtop
I'Iple;|3|<a ocyulecTBnaeTcAa aBToMmaTu4eCk npn nepBomM OTKPbITUN ED, KommyTaTop. MNocne atoro
MOXHO MpucTynaTb K paboTe ¢ CMCTEMON.

UTtobbl ocywectBuTb NpmBA3Ky paboyen ctaHuum Kk B KommytaTtop Bpy4qHyto, nonb3oBaTterb,
He HageneHHbIn  Ponbio [Admin], MOXET  BbINOMHUTL  MNOCMEeAOBaATENbHOCTL  AEUCTBUN
<HencrBua>:<lpuBaska>.

[11.3.5. YpaneHue us b1 KommyTtaTtop ccbinikn Ha 6a3y AaHHbIX

YUT06bl yoanutb n3 B[] KommyTtaTop ccbinky Ha 6a3y AaHHbIX:

1. WenkHyTe no cceinke Mou HacmpolUku B 6noke Cepeuc (HWKHWIA npaBbli yron [NasHOWM
CTpaHuupl).

2. B oTkpbiBLIeiica dopme «Mov HaCTPONKN» BbIAEMUTL HYXHbI BIOK U HaXaTk KHOMKY * psaaom
¢ 6riokom.

3. [nsa BBOAa HacTpoek B AenCTBUE HaxaTtb KHOMNKy [OK].
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IV.B KabuHet

IV.1.0 6a3e gaHHbIX

B KabuHeT BXoaWT B COCTaB siApa CUCTEMbI U OTHOCUTCS K rpynne TEXHONOMMYECKUX CEPBUCOB.
Bce cnyxebHble coobuleHns cuctembl goctasnsiTcs B bl KabuHet n aybnupytotcss Ha [naBHyto
cTpaHuLy.

Basa paHHbIX uMcnonb3yeTcss BCeMM nNonb3oBaTensMu cuctembl. Kaxgomy nonb3oBaTtento
[OCTYMHbI TONbKO afApecoBaHHble emy yBegoMneHus. Cuctema nossonsieT AybnupoBaTb COOOLLEHMS
B MOYTOBbLIA AWMK NONb3oBaTens (3Ta BO3MOXHOCTb HacTpamBaeTca AOMUHUCTPATOPOM, HadeneHHbIM
ponbto [Administrator], B B[l CnpaBoYHMK opraHusauum, a Takke camum nonb3oBartenem npwm
HacTpoike [MaBHON CTpaHuLbl).

dyHKUMOHanbHble Bo3MOXHocTu B[] KabuHer:

e XpaHeHWe COOBLLEHUNIA CO CCbINTKaMM Ha OOKYMEHTbI;

e OTCnexmBaHune TeKylmnx 3agad nonb3oBaTtend.

IV.1.1.

O6G30p npeacraBneHMn

O6nacTtb HaBurauumn B[] cogepxut cnegyowme npeacraenenuns (Tabnuua 12).

Ta6nuua 12. NpepactaBneHnsa bl KabuHer

HanmeHoBaHue

OnucaHune

Bce coo0menus

CopaepxuTt Bce coobLueHnsi, NOCTyNMBLUNE MONb30BaTENIO, YNOPAA0YEHHbIe
no gate

Texymue 3agauu

CoobLeHuns no Tekywmnm 3agadam nons3osatens. CogepxuT
NpeAcTaBeHNs HU3LLErO YPOBHS

Bce Tekymue 3axaumn

OT06pa)KaeTCﬂ CNMUCOK coobLLeHun, NOoCTYyNMBLUMX AaHHOMY MOJib30oBaTeso
(eCJ'IVI OH ABIAETCA OTBETCTBEHHbIM UCMOJTHUTENEM, NCMNOJTHAOLLNM
06s13aHHOCTN UK OOBEPEHHbLIM J'II/ILJ,OM)

OTBeTCTBEeHHBIH
HMCIOJTHHUTEIb

OTo6paxaeTca CNUCOK BCexX COOBLLEHMI, NO KOTOPbLIM AaHHbIN
nonb3oBaTerb ABMNAETCA HEMOCPEACTBEHHbLIM UcnonHuTenem. CoobLueHns
CrpynnupoBaHbl Mo KaTeropusiM ctaguii o6paboTkM JOKYMEHTOB

MO u noBepeHHoE JUIO

OTobpaxxaeTcsa CnUCOK BCEX COOBLLEHNI, MO KOTOPLIM AaHHbIN
nonb3oBaTenb SBNSAETCA UCTMONHUTENEM B CUNY OENerMpoBaHust emy
nonHomoumi (NMbo McnonHaLWMN 0683aHHOCTH, MO0 AOBEPEHHOE NNLIO)

BobinosHeHHbIE 321291

Coo06LLeHuns No BbINOMHEHHbIM 3ag4a4vam nonb3oBaTtens. CogepXxuT
npefcTaBneHnst HU3LWEero YpoBHS

Bce BbINOJIHEHHbIE

B naHHoe npefcTasneHne U3 npeacraBrneHns Bee Tekymue 3agauun
aBTOMaTUYECKN NEPEHOCATCA agpecoBaHHble AaHHOMY MONb30BaTENto
COODBLLEHUS O BbINOMHEHHbIX MM 3adadax (npoweawunx cobbiTusax), no
KOTOPbIM OH SIBNSETCA OTBETCTBEHHBLIM UCMONHUTENEM, UCMOMHSAOLLNM
0693aHHOCTY NN JOBEPEHHBIM MMLIOM

OTBeTCTBEeHHBIH
HMCIIOJTHUTEIb

OTobpaxxaeTcs CNUCOK BCEX COOBLLEHNI O BbIMNOSTHEHHbIX AaHHBIM
nonb3oBaTeneM 3agavax (npowewmnx cobbITMsAX), N0 KOTOPLIM OH SBMSETCH
HenocpegCTBeHHbIM UCNOJTHUTENEM
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b/l Kabunem

HaumeHoBaHue

OnucaHune

MO u noBepenHoe 10

OTobpaxaeTcs CNNCOK BCeX COOBLLEHNI O BbIMOSTHEHHbIX AaHHbIM
nonb3oBaTenemM 3agayax (Npoleawwmx cobbITUAX), MO KOTOPbIM AaHHbIV
nonb3oBaTernb SBNAETCA UCMONHUTENIEM B CUMY AEeNerMpoBaHns emy
NOTHOMOYMI (TGO NCNOMHAKLWUA 0693aHHOCTN, MMBO JOBEPEHHOE NNLIO)

HNupopmanuoHHbIe COOOIIEHUS

CopepXuT Bce MHGOPMaLMOHHbIE COOBLLIEHMS], MOCTYNUBLUNE
nosib3oBaTento, ynopsaodeHHble no gare

Bce 3agaun

npeﬂ,CTaBﬂeHl/le OOCTYNHO AnsA nonb3oBaTtens ¢ poiiblo [Administrator].

B Hem OT06pa>KaI'OTCF| BCe yBeaOMI1eHNA No TeKywmnm U BbINOJTHEHHbBIM
3agaHndam, agpecoBaHHbl€ BCEM MOJib3OBaTeJ 1AM

Bce BbINOJIHEHHbIE

npeﬂ,CTaBﬂeHl/le AOOCTYNHO AnA nonb3oBaTtena C poJiblo [Administrator] .

B Hem 0To6pa>|<a}0Tcs| BCE yBeJOMJ1eHNA NO BbINMOJIHEHHbIM 3adaHNAM,
agpecoBaHHble BCEM MOJib3oBaTes1IAM

Bce nngopmanuonnbie

MpeacraBneHne OOCTYNHO ANs NONb30BaTeNS C PoNbio [Administrator].

B Hem oTobGpaxatoTcsa Bce MHOPMaLNOHHbIE COODLLEHUS, aapeCOBaHHbIe
BCEM MNoJib3oBaTendam

Crnpagka Mcnonb3yeTcsa Angd nepexoga K cnpaske no pabote ¢ 6a30M gaHHbIX
O 6aze Vicnonb3yeTcs Ang nepexofa K OCHOBHOM MHA)opMaumn No gaHHon 6ase
IV.1.2. OnucaHne ncnonb3yeMbiX 3Ha4YKOB

Kaxpgoe coobuieHvne B B[ KabuHeT nomeyaercs 3HAYKOM, OTOOPaKaloLMM €ro COCTOsIHWE

(Tabnwuua 13).

Ta6nuua 13. 3Hauyku B[] KabuHeT

3Ha4ok OnucaHue
* He npo4yteHHoe cooblueHne
o CoobuieHune oTpabotaHo
@ CoobuieHne He oTpaboTaHo
r Mpu3HaKk BaXXHOCTM NOCTYNMBLUErO COOBLLEHMS
& 3agayvHoe yBeoOMeHNe (MCNOMb3yeTcs B NpeAcTaBneHny Bee coobimenns
& MHdopmauuoHHoe yBegomrieHne (Mcnomnb3yeTcst B NpeacTaBnieHny Bee coobimenns

IV.2.HacTpounku 6a3bl AaHHbIX

IV.2.1. HacTtpounka ypoBHen gocrtyna

PeKOMGH,D,yeMbIVI AOCTyn No yMOn4YyaHwio: PemakTop 6e3 npaBa YHRalATeE H[OKYMEHTEL
MepeyveHb ponen goctyna b1 KabuHeT npeacraeneH B Tabnuue (Tabnuua 14).

Taobnuua 14. Ponu B Bl KabuHeT

Ponb |

PYHKLUMN
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Ponb

PyHKUUMU

[Administrator]

Ponb agmuHucTpatopa. [laet npaBo goctyna k cnyxebHbiM npeacraBneHmsam Bee
3aaaun U Bee BbInmoJiHEHHBIE, B KOTOPbIX OTOBpaXalTcs yBeOMIEHUSs, aapecoBaHHbIe
BCEM MOJSIb30BATENSAM CUCTEMBI

[Extreme] !

CepBepHas porb. [JocTyn Ha YTeHne Bcex AOKYMeEHTOB. Mo yMmonyaHuio
npucBamBaeTcs BCeM nosib3oBaTtenam. OgHako kaxabli Nofib3oBaTesls BUAMT TONbKO
agpecoBaHHble eMy YBEAOMIIEHNS B cUiy ounbTpaumm coobLUEHMii Mo user-name

IV.2.2. HacTponka 6a3bl AaHHbIX

IvV.2.2.1. O6wme HaCTPOMKMU

[na BbinonHeHus obwmx Hactpoek B[ KabuHeT HyXHO:

1. OtkpbiTb B AaMMHUCTpUpOBaAHME U NepenTn B npencrasneHne Hacrpoiikum MomyJieii:
Texkyuue HACTPOINKHU.

2. BblbpaTb pokymeHT HacTpoek B[l KabuHer un HaxaTb Ha naHenu [EeWCTBUA  KHOMKY
[PepakTupoBaTthb].

3. Tepentu Ha Bknagky Obwyue Hacmpolku (PUCYHOK 6).

4. YKasaTb CPOK XpaHeHus1 yBeoMreHuin B 6a3e AaHHbIX (B HeAensix, no ymonyaHuio 5).

5. CoxpaHuTb N3MEHEHMUS.

O6wMe HACTPOIKK || HaCTpOiKKH areHToB ] WcTopuA peaakTHpPOBAHHA ]

Cpokn xpaHenma (B HEgenAx)
BEINOAHEHHEIX YBEAOMASHWA-330a4: |5

WMHpopMaUMOHHEX YBEOOMMEHWA: 5

PucyHok 6. Bknagka «O6wwue HacTponku» AOKyMmeHTa HacTpoek B[] KabuHeT

IV.2.2.2. HacTtpouka areHTOB

,D,J'IFI HaCTDOI‘;IKM areHToB 6a3 AaHHbIX CUCTEMBI HY>XHO!

1. OtkpbiTb B[l AaMuHUCTpUpOBaHME W nNepenTM B npeacTtasrieHne Hacrpoiiku MomyJeii:
Texkyuiue HACTPONKH.

2. BbibpaTtb gokymeHT B[] KabuHerT.

3. TllepewnTtun Ha BKNaaky Hacmpolku aezeHmoe 1 HaxaTtb KHONkKy [PepaaktupoBaThb].

1

Mpn HanmMuMm [aHHOM pONM 3HAYMTENbHO yMeHblUaeTcs BpeMs 3arpy3km B[ KabuHer, noatomy

pekomeHayeTca NpucBoOUTb 3TY POJib BCEM NOJIb30OBATENIAM CUCTEMDI.

v Cai
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4. Ha Bknagke Hacmpoliku aczeHmoe B none AeeHm BbIGpaTb HEOOXOANMBIV areHT 1 3anosTHNTb
cooTBeTCTBYOWME eMy nongd (Tabnuua 15, PucyHok 7).

5. CoxpaHuTb N3MEHEHWUS.

Ta6nuua 15. Mona Bknagku «HacTponkn areHToB»

Mone OnucaHue
BknroyeH Ha YcTtaHoBuUTb chnar, ecnu areHT BKOYeEH Ha cepBepe. B cocegHem none criegyeT BbibpaTb
cepeepe N3 crnucka cepBep, Ha KOTOPOM areHT AOMMKEH BbINOMHATHCS
Cmamyc 3anonHsaeTca aBToOMaTUYeckn
Aemop 3anonHsaeTca aBToOMaTUYeckn
Kommernmapuii 3anonHsaeTca aBToMaTUYeckn

O6wHe HaCTPOHKH ] HacTpoiiki aredTos l WcTopuA pegaKTHpOBaHHA ]

AreHT: remove tmpDocs
ScheduledTrashDeletion

OBHOBWTE COMCOK

¥ BrnwoueH Ha cepeepe: Nobol cepeep

Cratyc: OBwmi
AsTop: Administrator/datatech
KoMMEHTEPWIA:

¥YOaanAaer v3 Kop3uHel

PucyHok 7. Bknagka «HacTpoWku areHToB»
MepeyeHb areHToB B[l KabuHeT npeacrasneH B Tabnuue (Tabnuua 16).

Tabnuua 16. AreHtbl B[] KabuHer

AreHT HasHauyeHue Korpa BbinonHseTca

ScheduledTrashDeletion | YaanseT 4OKYMEHTbI, KOTOPbIe nexart B KOp3uHe, 3anyckaetcs exeaHesHo B 02.30
a Takke MHGPOPMaLMOHHbIE U BbINOSTHEHHbIE
COO0OLLEHUNS, ECNN OHU XpaHATCs Bonblue
YKa3aHHOro B HaCTpoWKax cpoka (0T aatbl
co3daHus)

IV.3.PaboTta c 6a3omn gaHHbIX

B[l KabnHeT sBnsieTca TeXHONOrM4YHoOn 6a3on 1 He NpedHasHavyeHa ns paboTbl Nofb3oBaTENEN.
Bce yBegomneHus cuctemMbl NocTynatoT Ha FNaBHYO CTpaHULy nornb3oBaTens, rae u ocyLecTBseTcs
paboTa ¢ HUMW.
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V. b1 TunoBble MapLpyTbl

V.1. O 6a3e gaHHbIX

[nsa HacTporiku TUNOBbLIX NpoueccoB 0bpaboTkn gokymeHToB B B[ KaHuensapusa, bl O6paweHus
rpaxpgaH, 61 MNP u B[] CoBewaHnuna ncnonb3yetca 61 TunoBble MapLpyThbl.

Bl TunoBble MapwpyTbl — 3TO TEXHOMOrM4yeckasi 6asa AaHHbIX, MPUMEHssiemMas aNns HaCTPOWKK
TUMNOBbLIX MPOLECCOB MNPUHATMS pelleHuMn, no KoTopbiM OyayT ob6pabaTbiBaTbCA  AOKYMEHTHI
B B[ MpuHaTtue peweHun, KaHuensapua, O6paweHusa rpaxaaH n Cosewanua. [Ins kaxgoro tuna
OOKYMEHTOB WMEEeTCA CBOW TUMOBOM MNPOLECC, BKMAOYAOWMA KapTouky M MaplpyT. B kapTouke
YKa3bIBalOTCA Yy4yacTHUKM 00paboTkM (noanucbiBalowme, YTBEpXOalLwme), a Tawkke COTPYAHMUKMN,
nmeloLLMe NpaBo Ha co3gaHne AOKyMeHTOB. MappyT cogepxut ctagum o6paboTkn JOKYMEHTOB.

B npouecce 06paboTku LOKYMEHTOB MCNONb3yTCsl MexaHuambl Workflow.

[ns co3gaHns HOBbIX TUMOBbLIX MPOLECCOB NPUHATUSA PELLEHMI, B TOM YMCHe C NOAOEPKKON
nepexonoBs Mo yCroBusAM, Ha pabounx cTaHUMAX agMUHUCTPaATOPOB AOMKHO BbITb YCTAHOBMEHO
nporpammHoe obecneyenme Workflow Architect 6.5/7.

@OyHKUMOHanNbHbIe BO3MOXHOCTU B[] TunoBbie MapLupyThbl:

e Co3gaHve, XpaHeHMe U MU3MEHEHMEe TUMOBbLIX MPOLLECCOB 06paboTkM AOKYMeHTOB. Kaxabiii
TUMOBOW NPOLIECC CBSA3aH C onpeaeneHHbIM TUMOM AOKYMEHTOB.

e B HacTpoeHHOM TUMOBOM MpoLecce MONs KapTodeK AOKYMEHTOB B AallbHEMLEM MOXHO

N3MEHUTb.

V.1.1. O630p npeacraBneHMn

O6nacte Hasurauum B[l TwunoBble MapWpyTbl COOEPXKUT crnegylowmne npeacTaBneHus
(Tabnuua 17).

Tabnuua 17. NpeactaBnenua b1 TunoBbie MapLIpyThbl

HanmeHoBaHue OnucaHue
Bce Tumn. npoueccni OTobpaxatoTcs Bce co3aaHHbIE JOKYMEHTbI TUMOBbLIX MPOLECCOB C
COPTUPOBKOM MO and)aButy
Ilo Tunam OTobpaxatoTca AOKYMEHTbl TUMOBbIX NPOLECCOB, CO34aHHbIe AN KaXa0oro 13
TMNOB JOKYMEHTOB. [JOKyMEHThI B NpeAcTaBneHmn o6beguHeHbl No TMnam
CayxeOHasi 3anucKa [OKyMeHTbl TMMOBBIX NPOLLECCOB AN CNy>KeBHbIX 3anncok
OPJ] [oKyMeHTbI TMNOBLIX NPOLECCOB ANs OpraHn3aunOHHO-pPacnopsAnNTENbHbIX
OOKYMEHTOB
3asiBka [OKYMEeHTbI TMNOBbLIX NPOLECCOB A5 3asBOK
Jorosop [OKyMeHTbI TMNOBLIX NPOLECCOB AN A0roBOPOB
Bxoasimue [OKYMEeHTbI TMNOBLIX NPOLECCOB AN BXOASALMNX
Hcxonsimue [OKYMEeHTbI TMNOBbLIX NPOLECCOB ANs NCXOAALUNX
Oo0pamenus [OoKyMeHTbl TMMOBbIX NPOLIECCOB 4118 obpalleHun
OTBeThI [OKyMeHTbl TMMOBbIX NPOLIECCOB 4118 OTBETOB Ha obpalleHns
Coseunianus [OKyMeHTbl TMNOBLIX NPOLECCOB ANs COBELLaHn
IIpoTokoa [OKyMeHTbl TUNOBbLIX NPOLECCOB AN NPOTOKOMNOB
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HanmeHoBaHue OnucanHwue
Ipou3BoJIbHBII [OKyMEeHTbI TUNOBLIX NPOLECCOB Af1si NPON3BOSbHBIX JOKYMEHTOB
JOKYMEHT

ITo coTpyanukam OTobpaxatoTcst Bce co3aHHble AOKYMEHTbI TUMOBbLIX NPOLIECCOB,

KaTeropupoBaHHbIe Mo MMEHaM Nomnb3oBaTernen, BXOASALWMX B MapLUPYT.
JononHMTEnNsHO OKYMEHTB! KaTeropupyoTcs No Ha3BaHuio BU3HEC-ponu B
TUMNOBOM MpoLiecce

Ipogaiianl IKCHEPTU3bI OTob6paxatoTcs npodanbl 3KCNepPTU3bl, CrPYNNUPOBAHHbIE MO TUNaM
JOKYMEHTOB

Mou THIIOBBIE MPOILECCH OT0bpaxatoTcst 4OKYMEHTbI HACTPOEK TUMOBbIX NMPOLIECCOB, CO34aHHble
TEKYLLUM NoNb30BaTeENEM, C COPTUPOBKOM NO andgaBuTy

CnpaBka Vicnonb3yeTcs Ang nepexofa K cnpaske no paboTte ¢ 6a3on JaHHbIX

O 6a3ze Vicnonb3yeTcs Ang nepexofa K OCHOBHOM MHAhopmMaumm no gaHHon 6ase

V.1.2. OnucaHme ncnonb3yemMbiXx 3Ha4YKOB

B B[] TunoBble MapLwpyTbl NOSCHUTENBHbLIE 3HAYKMN HE NUCMOSb3YHTCA.

V.2. HacTpouku 6a3bl AaHHbIX

Vv.2.1. Hactpowka ypoBHen goctyna

[ns KoppekTHoW paboTbl Nnonb3oBaTenen ¢ PyHKUMoHanbHbiMK 6a3amu B Tabnuue ynpasneHns
poctynom B[] TunoBble MapwpyThl 415 3TUX NoNb3oBaTeNen JomKeH ObITb NocTaBneH dnar
Create personal folders/views (Co3gaHne NUYHbIX Nanok).

PekomeHayemMbli OCTYN MO YMONYaHWIO: UmraTens C NPaBOM CO34aHUSA NUYHbIX nanok. [Ons
3aflaHusA HacTpoeKk pekomeHayeTcs AocTyn PegmakxTop. [lepedeHb ponen goctyna B[l Tunosble
MapLpyTbl npeactasneH B Tabnuue (Tabnuua 18).

Tabnuua 18. Ponun B Bl

Ponb PyHKUUMU

[Admin] [aeT npaBo Ha co3aaHue/peaakTMpoBaHue 4OKYMEHTOB M BIIOKOB corfacoBaHus,
M3MeHeH1e HacTPOeK NPOTOKONUPOBaHUS

V.2.2. HacTtpouka cBsize ¢ 6azamu AaHHbIX
Mepea Havyanom paboTbl HeobxoaMmo HacTpouTb cBA3nM Bl TunoBble MapLwpyThbl
c B NapameTpsl, 51 OnpepneneHne npoueccoB n bl MpoTokon. [ins atoro cneayer:

1. OtkpbiTb B[l AgMUHUCTpUpPOBaAHME W NepenTM B npeacrtasreHne Hacrpoiiku MoxyJieii:
Texkymme HaCTPOHKH.

2. BbibpaTb gokymMeHT HacTpoek B[] TunoBble mapwpyThbl 1 HaXaTb KHOMKY [PegakTupoBaTth].

3. 3anonHuTtb nonsa Bknagkn Hacmpouku LWPIT BbiIGOpoOM M3 COOTBETCTBYHOLWMX 6a3 OaHHbIX
(PvcyHok 8).

4. BbIMNTU 13 pexumMa peaakTMpOBaHNSA HACTPOEK, HaXKaB KHOMKY [3aKpbITb] Ha NnaHenu AencTBun
N nogTBepanB HEOHXOAMMOCTL COXpaHEHNA NHopMaLun.
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MpoToKon:

MNapameTpel:

Hacrtpoiiku LLPN

OnpegeneHue NpoUeccos:

SNEKTROHHEIE 0Bpask!:

HacTpoiikn arenToB | HacTpo#ika NpoTOKONMPOBaHHA | UCTOpPHA peakTHPOBaHHA

BRDoc/datatech
Referent\br_log.nsf
C3257A64:0034DA7F

C3257A64:0038B357
Referent\br_orgdir.nsf

C3257A64:0038938B
Referent\br_procdf.nsf

C3257A64:00380710
Referent\br_files.nsf

PucyHok 8. HacTponka cBs3zen ¢ 6azamu gaHHbIX Bl TunoBbie MapLIpyThbl

V.2.3.

Hactpoika ckaHMpoBaHus

HacTpoiiku npegHasHadeHbl ANs perynvpoBaHUs MapaMeTpoB CKaHWPOBaHMS OOKYMEHTOB Ha
pabouynx MecTax B KNMeHTe B auanore 4o06aBneHust BIOXEHUN.

YToObl BLINONHUTL HaCTpOVIKM CKaHNPOBaHUA, HYXHO:

1. Otkpbite B AamMuHucTpupoBaHue W BbiOpaTb npeactasneHve Hacrpoiiku Moayeii:
Tekyuue HacTpOKH.

2. BbibpaTb gokymeHT HacTpoek b1 TunoBble MmapLLpyThI.

3. lMepentn

Ha Bknagky CkaHupoeaHue U

HaxaTb Ha nNaHenu OencTBUN KHOMKY

[PepakTupoBaTthb].

4. 3anonHuTb Nons Bknagkm CkaHupoeaHue (Tabnuua 19, PucyHok 9).

5. BbINTu u3 pexnma pegaktupoBaHUs HacTpPOeK, HaxkaB KHOMKY [3akpbITb] Ha naHenn 4encTBum
W noaTBepamB HEOH6XOANMOCTL COXpaHEHNA nHopmauuu.

Ta6bnuua 19. Nonsa Bknapku «CkaHupoBaHue»

Mone OnucaHue
Pa3pewamsb YctaHoBuTh dhnar, ecnu HeobxoamMMo paspeLlaTb UCMOoNb30BaTh HACTPOWMKK ApariBepa
ucrnosib308amb CkaHepa
Hacmpouku

dpalieepa ckaHepa

Popmam cpatina
coxpaHsiemMo20
usobpaxeHus

YkasaTtb popmart canna coxpaHsemMoro n3obpaxeHus:
o TIFF;
e PDF

lMapamempsbi ckaHupoeaHusi 6e3 ucnosib3oeaHust Hacmpoek TWAIN-Gpalieepa ckaHepa

LeemHocmsb B Bbinagatowem crnvcke BblibpaTh BapuaHT LBETHOCTU M306paxeHust
usobpaxeHus
Pa3peweHue, Yka3aTtb Tpebyemoe paspeluenne (150, 200, 300)

movyek Ha OroliM

Pa3mep opuauHana
Mo yMoJs14aHuro

YkasaTb pasmep opuruHana no ymonyaxuio (A4, A5)

v Cai

30




CayxeOHble 0a3bl JAHHBIX

BJ/] Tunoevie mapuipymaol

Mone OnucaHue
Bnucbieamb YcTtaHoBuTb hniar, ecnmn Heobxoanmo BNCkIBaTb N3006pakeHne co ckaHepa B yKa3aHHbIN
usobpaxeHue co dopmart. [locTynHo npu BbibpaHHoM dopmaTe danna PDF
CKaHepa 8
YKa3aHHbIU
¢ghopmam
Koppekuus [na HacCTpoWikK KOppeKLMn SpKOCTM YCTaHOBUTL donar 1 ykasaTb 3Ha4YeHue B NosIBMBLLEMCS
spkocmu none
Koppekuyus [na HacTpoVikn KoppeKuumn KOHTpacTa ycTaHOBUTb chnar 1 ykaszatb 3HaYeHue
KOHmMpacma B NOSIBMBLLUEMCS NOnNe

Koppekuyus “menu”

[lnsi HAaCTPOWKM KOPPEKLMM TEHM YCTAHOBUTL chnar 1 ykasaTb 3Ha4YeHne B NOsIBMBLUEMCS
none

Koppekyus [na HacCTpoWkM KoppeKkuu BelAeneH1s yCTaHOBUTb dhnar 1 ykasaTb 3Ha4YeHune
“ebldenieHus1”’ B NOsABMBLUEMCS MoJie

Koppekuus [lna HacCTpOVikM KOppeKLMN rammbl YCTaHOBUTL chnar 1 ykasaTb 3Ha4YeHNe B NOSIBMBLLEMCS
“2ammMbi1”’ none

Hacrpoikn B[] | CKaHHpOBaHHE | HacTpoHKH areHToB | HacTpo#ka NnpoTOKONHPOBaHHA

l¥ FPaspewaTs ucnonb30BaTe HACTROWKKM ApailBepa ckaHepa
topMat danna coxpaHaeMoro nsobpameHus

MNapameTpbl ckaHupoBaHnAa Bes ncnonbsosaHuAa HacTpoex TWAIN-gpaieepa ckaHepa

LIBETHOCTE M300paXeHuA

FaspewseH1e, TOUEK Ha OHDAM

FasMmep opuMrMHana no YMon4aHu

HcTtopuAa

" TIFF {* PDF

OrTeHkn ceporo (8 BuT)

f« 150 ¢ 200 { 300

=

|A4 (210 x 297)

[ BnuceisaTe nsobpakeHne co cKaHepa B YKasaHHblA dopMart

[~ Koppekuws Aapkocti (-127...127)
[ Koppexuws koHTpacta (-127...127)
[~ Koppekuws "redun" (0...254)

[~ Koppekuws "seioensdua” (1...255)

| Koppexuws "ramme” (0.1...10)

PucyHok 9. Bknagka «CkaHupoBaHue» B AOKyMeHTe HacTpoek B[] TunoBble MapLupyTbl

V.2.4.

HacTtpounka areHToB

Ons HaCTpOVIKI/I areHToB 6a3 gaHHbIX CUCTEMBI HY>XHO!

1. OtkpbiTb B[] AgMUHUCTpUpPOBaAHME W NepenTn B npeacrtasreHne Hacrpoiiku MoxyJieii:
Texkymme HaCTPOHKH.

2. BblbpaTb gokyMeHT HacTpoek B[] Tunosbie mapwpyThl.

3. Tllepentn Ha Bknagky Hacmpolku azeHmoe v HaxaTb KHOMKy [PepakTtupoBaTth].
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4. Ha Bknagke Hacmpoliku aczeHmoe B none AeeHm BbIGpaTb HEOOXOANMBIV areHT 1 3anosTHNTb
cooTBeTCTBYOWME emy nongd (Tabnumua 20, PucyHok 10).

5. BbIiT U3 pexnma peaakTMpoBaHUsS HaCTPOEK, HaXaB KHOMKY [3akpbITb] Ha naHenu AencTBun
1 NOATBEPANB HEOOXOAMMOCTb COXPaHeHUs MHGOPMaLUN.

Ta6nuua 20. Mona Bknagku «HacTponkn areHToB»

Mone OnucaHue
BknroyeH Ha YcTaHoBUTE dhnar, ecnu areHT BKINIOYEH Ha cepBepe. B cocegHem none crneayert Bbibpath
cepsepe 13 cnmncka cepBep, Ha KOTOPOM areHT AOMKEH BbINONHATLCS
Cmamyc 3anonHsaeTca aBToMaTuyeckn
Aemop 3anonHsaeTca aBToMaTuyeckn
KommeHnmaput 3anonHseTcs aBToMaTnU4eCcKkn

HacTpoiiku LLPM l CI{EIHH[JDEIEIHHEI HacTpoiikn arenToB | HacTpoiika NpoTOKONHPOBAHHA ] WCcTopHA peaakTHpOBaHHA

AreHT: ScheduledTrashDeletion

OBHOBWTL cNMCOK

V¥ BrnroueH Ha cepeepe: Noboll cepaep

Craryc: OBbwui
AsTop: Nail Bikbaev/UFA/ITC/RU

KoMMEHTaPWIA:

¥Yaanaer _deleted = "1"

PucyHok 10. Bknapgka «HacTtpoirku areHToB»
MepeyveHb areHToB B/ TUNoBbIe MapLIpyTbl NpeacTaBneH B Tabnuue (Tabnuua 21).

Tabnuua 21. AreHTbl B[] TunoBble MapwpyThI

AreHT Ha3HayeHue Korga BbinonHseTcs
ScheduledTrashDeletion | YganseTt 4OKYMEHTbI N3 KOP3UHbI 3anyckaeTcs exegHeBHO
V.2.5. HacTpounku npotokonnpoBaHus

YT106bI BLINOMHUTL HACTPOMKN NPOTOKONMPOBaHus, cnegyeT B 61 AaMuHucTpupoBaHue BbI6paTh
AOKYMeHT HacTpoek B[] TunoBble mMapwpyTbl, Mocre 4Yero Ha Bkragke Hacmpolku
npomokosiupogaHusi BbicTaBuTb pnar Becmu npomokosn, ecnn ana B TunoBble MapLupyTbl
TpebyeTca ocywecTBNATb NPOTOKONMpoBaHue pencteuin. [pu BbiICTaBNeHHOM dnare B LOOKYMEHTe
CTaHOBSATCS OOCTYIMHbI MOSIS HACTPOWKMN.

[anee cnegyet ¢ nomowbio dnaroB BbliOpaTb Aencteua ¢ gokymeHtamm B[l TunoBble
MapLpyTbl, KOTOpble ByayT NPOTOKONMPOBAaTbCA. YCTaHoBUTL conar llpomokonupoeameb u3MeHeHusi
nosiell 8 kKapmoy4yke GOKyMeHma, env HeobxoaumMo NPOTOKONMPOBaTb M3MEHEHMS NOMe B TUMOBOM
MapLpyTe 1M oTobpaxaTb MX Ha BKknagke Mcmopusi usMeHeHul B KapTouyke TMMOBOrO MnpoLlecca.
CoxpaHunTtb nsmeHexus (cm. n. VII B[ MpoTokon).
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V.3. PaboTta c 6a3omn AaHHbIX

V.3.1. O6Gwasa cxema padoThl

B B[l TunoBble MapLpyTbl CO30aAOTCA U PedaKTUPYIOTCA TUMNOBbIE NPOLECCHI, UCNOSb3yeMble
ana  obpaboTtkm pokymeHtoB B[l MpuHaTtue peweHnn, KaHuensapusa, OO6OpalwieHus rpaxaaH,
CoBelaHus.

V.3.2. Co3zpgaHue TMNOBOIO npouecca

Ans co3gaHnst HOBbIX TUMOBbIX NMPOLIECCOB NPUHATUS PELLEHUI, B TOM YMCIE COAepX)allux CTaamio
COrnacoBaHus c nepexofamu no pasnuyHbiM YCroBusIM, Ha pabounx cTaHUUsIX agMUHUCTPaTOPOB
AOMKHO BbITb ycTaHoBMNEHO nporpammHoe obecneveHne Workflow Architect 6.5/7.

HokymeHTbl Bl MP (opraHu3aunoHHO-pacnopsguTeribHble OOKYMEHTLI, Cry>XeOHble 3anucku,
3asBKN, 40roBOpbl, NPOU3BOSbHbIE JOKYMEHTbI), AoKyMeHTbl B[ KaHuenspua (Bxogdwume, ncxogswme)
n B[] O6paweHnsa rpaxpaH (obpaweHns n oteeTbl Ha obpawieHuns), b1 CoBewaHusa (coBeLlaHns n
npoTokonbl) obpabaTtbiBaloTCst NO rMOKO HAacTpanBaeMbIM TUMOBbLIM NPOLLECCaM, COCTOSLLUM U3 CTagun —
cornacoBaHus, nognucaHuns, yTeepxaeHus. B npouecce 06paboTkM MCNONb3YHOTCA MeEXaHWU3Mbl
TUMOBbLIX MpoueccoB NpuHATUA pelweHnn Workflow. [na kaxgoro tvna OOKYMEHTOB agMUMHUCTPATop
NPOBOAUT HACTPOWKY TUMOBOrO NMpoLecca (BKMIOYaLWEro 3Ha4eHMsi M0 yMOMYaHMIO U TUMOBOW MapLupyT
cornacoBaHus), KoTopbii XxpaHutca B B[] TunoBble MapLlipyTbl 1 UCMNOMb3YETCA CUCTEMOW B NpoLecce
obpaboTtkn gokymeHTa B B[] MNP, KaHuenapusa, O, CoBelwyaHus.

[nsa cosgaHns (HaCTPOKMKM) TUMOBOMO NPOoLEecca HYXXHO:

1. OTtkpbiTb B[] TUNOBbLIE MapLIPYTbI.

2. OTKpbITb NpeAcTaBneHne, COOTBETCTBYIOLLIEE HY)XXHOMY TUMY AOKYMEHTA, B rpynne Ilo Tumam.
3. HaxaTtb kHonky [Co3aaTh TMNOBOM Npouecc] Ha NaHenu 4eNCTBUN.
4

3anonHuTb NoNs KapTouyknm «TwunoBow npouecc» (nogpobHoe onucaHue Mnonen KapToyek
TUMOBbLIX NPOLLECCOB NpmnBeaeHo B pasgenax V.3.2.1-V.3.2.8):

e BBECTU HaMMeHOBaHME TUMOBOIO npoLecca,

e BBECTM WHopmauuio no Turny obpabaTbiBaemMoro [AOKYMEHTa W pekBU3MTaMm
No YMOSYaHMIo;

e yKasaTb, Kakume COTPYAHVKW MMEKT MpaBo MHULUUUPOBaTbL 0OpaboTKy [OKyMeHTa
BblGpaHHOro TMna;

e BBECTW MH(OPMaLMIO MO CTaAuu COrnacoBaHUsA, PACCMOTPEHUSA U UCMOSNTHEHUS OAHHOIo
AOKYMeHTa (B 3aBMCUMOCTU OT TUMa JOKyMEHTa).

5. CoxpaHunTb MH(POPMALIMIO M 3aKPbITb KAPTOYKY.

V.3.2.1. 3anonHeHue BKnagkm «Oowume»

Ha Bknagke O6wue HyXHO BBECTM WHGOPMAUMIO MO TUMY CO34AaBAEMOro [OKYMeHTa
N PEKBU3UTaAM MO YMOSHaHMUIO:
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1. B none HaumeHosaHue munoeo20 npouecca BBECTV C KnaBuaTypbl Ha3BaHWE TWUMOBOIO
npouecca, Hanpumep: CornacoBaHWe UHCTPYKLWIA.

2. B none Mpouecc LWF BbibpaTb ncxogHein npouecc Workflow, Ha ocHoBe KOTOpOro ctpoutcs
AaHHbIN npouecc obpaboTkm (B cnucok ana Bbibopa nonagatoT He TONbKo «6al3oBble»
npoueccbl Ana o6paboTkM OCHOBHbLIX TWUMOB AOKYMEHTOB, HO W MNPOLIECCHl, CO34aHHbIE
nonb3oBartenem). Npu ncnonb3oBaHMM TUNOBOrO npouecca ans obpaboTkn ykaszaHHOro Tuna
AOKYMEHTa 3arnosiHeHMe Nons He 06s3aTenbHo.

3. lMNpu HeobXoOAMMOCTM BbICTaBUTb Mpu3Hak JIUYHO — NPV BbICTABNEHHOM MpPU3HaKe TOMbKO
yKkasaHHble B [OOKYMEHTe COTPYAHUKM (@ He WX [OOBEpeHHble nuua W UCMOomHsoLWme
06s13aHHOCTM) OyayT MMeTb BO3MOXHOCTb COMMacoBbiBaTb, MNOANUCHLIBATbL, YTBEpXOaTb
[OKYMEHT.

4. 3anonHuTb oOcTalnbHble NOMs BKMNagku (nNepeveHb nonen 3aBUCUT OT BblGpaHHOroO Tuna
AOKYMEHTa).

Mons ModnucaHue 3I1, lModnucarnue 31 o6s13amenbHO, [NodnucbieaeMbie MOJIs1 [OCTYIMHbI
TONbKO MOMb30BaTESI C POSbl0 AgMuHMCTPaTOp no 6esonacxHocTu. [JaHHbIE NOMs
ncnonb3ytoTcsa npu pabote ¢ CK3N.

V.3.2.1.1. 3anonHeHue BKnagku «O6wme» TMNOBOro npouecca Ansd CrnyXeo6HbIX 3annucokK

Cnucok nonen Bknagkn O6uwjue TUMNOBOro npouecca Ans cnyxebHbIX 3anucok npeacTaBneH
B Tabnuue (Tabnuua 22).

Tabnuua 22. Nonsa Bknapku «O6wme» ans cnyxebHbIX 3anMcok

Mone

OnucaHue

HaumeHoegaHue
munoeo2o npoyecca

BBecTu ¢ knaBuaTypbl HaMMeHOBaHKe TUMOBOrO NpoLiecca

Tun dokymeHma

Tun OOKYMeHTa nogcrtaBideTcd aBToOMaTu4eckn N He MoXeT ObITb N3MEHEH BPY4YHYHO

lpoyecc LWF

HaxaTtb KHOMKy ' 1 BbibpaTb ncxoaHbIn npouecc Workflow, Ha ocHoBe koToporo
CTPOUTCS AaHHbIN Npouecc 06paboTku

OnucaHue

BeecTtu c knaBmaTypbl onvcaHue wabnoHa

Kommepueckast matiHa

YcraHoButb donar, ecrniv faHHble JOKYMEHTbI N0 YMOMYaHWUIO JOIMKHbI SBNATHCS
KOMMepyeckon TanHow. Ecnu dnar yctaHoBneH, T0 BbIBOP COTPYAHMKOB B NONSX
KapTOuky AOKYMEHTa OCYLLEeCTBNSAETCH TONbKO U3 COTPYAHWUKOB C BM3HEC-ponblo
KoMMepueckass TaimHa

Bud dokymeHma

HaxaTb KHOMKY ' N YKa3aTb B4 OOKYMEHTa Nno yMmosn4aHuio, ,D,OCTyHHbIVI ana
JaHHOro Tmna, Bbl60p0M N3 CNUCKa KN4YeBbIX 3HaYEeHUN

XypHan pezucmpayuu HaxaTb KHOMKy ' 1 yKa3aTb XXypHan perncrpauumn BbI6Opom 13 crnmcka Kro4eBbIX
3Ha4YeHun
Pa3pewumsb YcTtaHoBuUTb donar, ecrniv B JOKYMEHTax, CO3[aHHbIX N0 AaHHOMY TUMOBOMY

obcyxdeHue 0OKymMeHma

MapLipyTy, 6yaeT BO3MOXHOCTb UCMOMb30BaHMS DyHKLMOHana obcyxxaeHuii no
JOKYMEHTY

Adpecam HaxaTtb KHOMKy ' 1 chopMmpoBaTb CMNCOK agpecaToB CrnyxebHON 3anmcku B
nosiBuBLLIEMCS! auanore
Konus HaxaTtb kHOMKy ' 1 cchopMUpoBaTb CNUCOK COTPYAHUKOB, KOTOPLIM HanpaBnseTcs

Konua CJ'Iy>K66HOIZ 3annckn gna ceegeHund, B noaBmBLUEMCA auarnore

Ilo eonpocy

YkasaTb TeMy CNy>keOHOM 3annckn BbIGOPOM U3 CMMCKa KITHOYEBBLIX 3HAYEHUI MO
KHOMKe ' unu BBOAOM C KrnaBuaTypbl

Kamezopusi

Yka3aTb KaTeroputo crnykebHom 3annucku BeiIOPOM M3 CrncKa KrtoYeBbIX 3HAYEHUI Mo
KHOMKE ‘* WY BBOAOM C KNaBuaTtypbl

v Cai
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Mone

OnucaHue

ModnucaHm

MognucaHT BbIBUpaeTcsa N3 cnucka CoTpPyaHMKOB, obnagarLwmx 6Uu3Hec-porsbo
NopnucanT. HaxaTb KHONKY ' 1 BbibpaTh nognucaHTa crnyxebHow 3annuckun B
nosiBUBLLEMCSH Ananore.

Mocne ctaHoBUTCA 06A3aTenbHbBIM NpY yCTaHOBKe hnara 3anpewjams U3MeHsIMb
nodnucaHma 0oKyMeHma

ModnucaHue 301

Mone AOCTYNHO NOJSIb30BATENIO C POSIbI0 ARMMHMCTPATOP MO 6e30MmacHOCTH.
YcTaHoBUTL onar, ecnv cnegyeT ucnosnb3osatb Al 4ns aTana nognvcaHus
[JOKYMEHTOB

ModnucaHue 301
ob6s13amenibHO

[Mone AOCTYNHO NONb30BaTENIO C POMbI0 AAMMHMCTPATOP NO 6e30MmacHOCTMH.
Mone cTaHOBUTCSA JOCTYMHLIM NPW YCTaHOBMeHHOM cnare ModnucaHue 3.
YcTtaHoBuTb cnar, ecnu ncnons3oBaHune Al aBnsetca obssaTenbHbIM Ans
Y4aCTHUMKOB TUMNOBOrO npoLiecca

ModnuckieaeMbie noss

Mone AOCTYNHO NOJSIb30BATENIO C POJIbI0 ARMMHMCTPATOP MO 6e30macHOCTH.
Mone cTaHOBUTCA AOCTYNHBLIM NpU ycTaHoBReHHOM cnare MModnucaHue 3.
HaxaTb KHOMKY “* 1 B NOSIBUBLUEMCS! OKHE yKa3aTb Mons, NoanMcaHme KoTopbix
JOJKHO OCYLEeCTBASATLCSA ¢ noMowbto Il

3anpeu4amb U3MEeHsimb

I'IpM YCTaHOBJIEHHOM cbnare none ModnucaHm B KapTo4ke AOKYyMeEeHTa, co3gaHHOro

nodnucanma no A4aHHOMY TUNOBOMY MapLUpyTy, Oy4eT HEAOCTYNHO ANst peakTMpOBaHMS.

JdoKyMeHma Mpw ycTaHoBKe dpnara ctaHoBUTCs obsizaTenbHbiM none ModnucaHm

Peaucmpayus YcTaHoBUTb hnar, ecnu HeobxoanMo OCyLLECTBMASATL aBTOMaTUYECKYHO

npoekmoe GOKYMeHmMoa8 | perucTpaumio NpoekTa JOKYMEHTa Npu oTnpaBke JOKYMEHTa N0 MapLIpyTy

XypHan pecucmpayuu YKasaTb >xypHan permcrpaumm ons npoekToB JOKYMEHTOB BbIDOPOM M3 crnvcka

Onsi npoekmos KINOYEBbIX 3HAYEHUN.

0OKyMeHmoe [Mone cTaHOBUTCA JOCTYNHbIM NpY yCTaHOBNEHHOM dnare Peeucmpauyusi
npoekmoe O0OKyMeHmoe

Yumamenu HaxaTb KHOMKy “*' 1 cpopMMpoBaTh CNNCOK COTPYAHMKOB/NoapasaeneHnii, Kotopble

no ymornyaHuto 6ygyT nony4vaTb AOCTYN KO BCEM AOKYMEHTaM, CO3gaBaeMbIM Ha
OCHOBE [aHHOro TMNOBOro NMpoLecca, B NOsiIBUBLLUEMCS gnanore.

HocmyneH Ha
MOG6UJIbHOM KilueHme

YcTaHoBUTb thnar, ecnu AaHHbIV TMMOBOW MapLupyT 6yaeT AocTyneH npu paboTe B
npunoxeHun «Jlornka ECM.Mobile»

V.3.2.1.2. 3anonHeHue BKNagkn «O6wme» TMNOBOro npouecca Ans opraHM3aLuoOHHO-

pacnopaauTenbHbIX AOKYMEHTOB

Cnucok nonen Bknagkn O6wue Tunosoro npouecca ans OPL npeacrtasneH B Tabnuue

(Tabnuua 23).

Tabnuua 23. Nons Bknapku «O6wme» ans opraHU3aLMOHHO-pacnopsaAnTENbHbIX JOKYMEHTOB

Mone

OnucaHue

HaumeHoegaHue
munoeo2o npoyecca

BBecTu ¢ knaeuaTypbl HaMMeHOBaHKe TUMNOBOro NpoLiecca

Tun dokymenma

Twvn OOKYMeHTa nogcraBiigeTcd aBToMaTu4eckn N He MoXeT ObITb U3MEHEH BPY4YHYHO

lpouyecc LWF

HaxaTb KHoMKy ' n BbibpaTb ncxoaHbIn npouecc Workflow, Ha ocHoBe kKOTOpoOro
CTPOWTCS AaHHbIN npouecc 06paboTkm

OnucaHue

BBeecTu ¢ knaeuaTtypbl onucaHue WwaboHa

Kommepueckast maliHa

YcTtaHoBuTb donar, ecrniv faHHble JOKYMEHTbI N0 YMOMYaHWUIO AOIMKHbI SABNATHCS
KOMMepyeckon TanHow. Ecnu dnar yctaHoBneH, To BbIOOP COTPYAHMKOB B NONSX
KapTOYKM [OKYMEHTa OCYLLECTBAAETCA TONbKO U3 COTPYAHUKOB C BU3HEC-POSIbIo
KoMMepueckast TanHa

Bud dokymeHma

HaxaTb KHOMKY ' N YKa3aTb B4 OOKYMEHTa Nno yMmosn4aHuio, ,D,OCTyHHbIVI ana
OAHHOro TUna, U3 CncKa KnioyYeBbIX 3Ha4YeHUn

XXypHan pecucmpayuu

HaxaTb KHOMKy ' 1 yKa3aTb XXypHan perncrpauumn BbI6Opom 13 crnmcka Kro4eBbIX
3HAYEeHUN

o
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Mone OnucaHue
3anpewams py4yHyro Ecnu cdonar He ycTaHOBMEH, TO B MOMEHT PErMCTpaLMM AOKYMEHTa OOCTYMNHa pydHas
peaucmpauyuro pervctpauus (NpeaocTaBnseTcsl BO3MOXHOCTb BBOAA PErncTpaunmoHHoro Homepa).

Mo ymon4aHuto doniar He CTouT

Be3 mapwpymusayuu

Mpw ycTaHOBNEHHOM chnare 4OKYMEHT NOCTYNaeT Ha perncTpauunto, M1Hys B
cucTeMe aTanbl CorfiacoBaHus, NoANUcaHus, yreepxaeHus. Mo ymondaxuio cnar He
ycTaHoBrneH. Mpn yctaHoBneHHOM donare ckpbiBaeTcs pnar Peaucmpauyusi
npoekmoe OOKyMeHmoe

Paspewumsb
obcyxdeHue 0oKymMeHma

YcTaHoBUTb donar, ecrnv B JOKyMEHTax, CO3[4aHHbIX N0 AaHHOMY TUMOBOMY
MapLipyTy, 6yaeT BO3MOXHOCTb UCMONb30BaHNs PYHKLMOHaNa obCyxaeHunm no
OOKYMEHTY

HaumeHogaHue

Beectu c KnaBunaTtypbl HaMMeHoBaHMe HOBOIro AOKyMeHTa Nno ymMmoJ14aHuto

ModnucaHmei

MoanucaHTbl BIGUpatoTCca 13 cnmcka CoTpyaHMKOB, obnagaroLwwmx GusHec-ponbto
HozanmucanT. HaxaTtb KHOMKy ' 1 cdhopmmnpoBaTb cnncok noanmcaHtos OP[, B
NosiBUBLLEMCS Anarnore.

Mocne cTaHoBUTCS 06A3aTeNbHBIM NPKU yCTaHOBKE hrnara 3anpewams U3MEHSIMb
nodnucaHma 0oKyMeHma

3anpewamb u3MeHsIMb
nodnucaHma
JdoKyMeHmMa

Mpw yctaHoBneHHoM chnare none lTodnucaHmbl B KApTOYKe OOKYMEHTA,
CO3[aHHOro Mo AaHHOMY TMMOBOMY MapLUpyTy, 6yaeT HegoCTyNHO Ans
pefakTMpoBaHus.

Mpwn ycTaHoBKe donara ctaHoBUTCSA o0bs3aTenbHbIM none fModnucaHmali

Ymeepxodarowul

YTBEpXaatLLmi BbIbnpaeTcsa U3 cnmcka CoTpyaHMKOB, obnagatowmx 6usHec-ponbio
YrBepXanommii.
HaxaTb KHOMKy ' 1 BblOpaTb YTBEPXXAAKOLWEro JOKYMEHTa

Pezucmpamopsbi

Bo3moxHOCTb BbIGpaTh perncTpaTopoB NpeaoCcTaBnsieTCsl TONbKO NOCre 3anosIHEHNS
nona XKypHan pecucmpauyuu.

Perncrtpartopbl BbIOMpaTCs NO KHOMKE ! U3 CrMcka COTPYAHMKOB, 00naaaroLmx
On3Hec-ponblo PerncrpaTop, YKadaHHbIX PErmcTtpaTtopaMm No COOTBETCTBYIOLLEMY
BbIOpPaHHOMY XXypHany peructpauvMm Hymeparopy.

Peaucmpauyus
npoekmoe 00KyMeHmoe

dnar HeOoCTyneH npu yctaHoBI1E€HHOM cbnare be3 Mapuwpymu3ayuu.
YcTaHOBUTb cbnar, ecnn Heobxoaumo OCYyLLECTBJIATb aBTOMAaTUYECKYHO
perncTpauunio npoekTa JOKyMeHTa Nnpu oTrnpaBke JOKYMEHTA No MapLlipyTy

XypHan pecucmpayuu
Ornsi npoeKkmos
JOKyMeHmoe

HaxaTb KHOMNKy ' 1 yKasaTb XXypHan pernctpauum ans npoekToB JOKYMEHTOB
BbIGOPOM 13 CMMCKA KIMHOYEBBIX 3HAYEHUIA.

Mone cTaHOBUTCS OOCTYMNHbLIM NPW YyCTaHOBMNEHHOM ¢oriare Peaucmpauyus
npoekmoe QOKyMeHmos

ModnucaHue 3I1

Mone AOCTYMHO NOMb30BATESIO C POSbI0 AGMUHMCTPATOP NO 6e30MnacHOCTH.
YcTtaHoBuUTh dhnar, ecnu cnegyet ucnonb3oaTb Ol npy onepauusax ¢ AOKyMeHTamu
(pervctpauus, nognucaHue, yTeepxaeHue)

ModnucaHue 311
obs13amesibHO

lMone AOCTYNHO NOMbL30BaTEN C POSbI0 AAMMHMCTPATOP NO 6e30MacHOCTM.
Mone cTaHOBWTCA JOCTYMHBLIM NpK yYCTaHoBreHHOM conare lModnucaHue 3I1.
YctaHoBuTb donar, ecnv ucnonb3oBaHue 3l sBnsieTcst o6s3arenbHbIM s
Y4aCTHMKOB TMMOBOIO npouecca

ModnuckieaemMbie nons

[Mone AOCTYNHO NOMbL30BaTENIO C POMbI0 AEMMHMCTPATOP NO 6e30MmacCHOCTMH.
Mone cTaHOBUTCA JOCTYMHLIM NpK yYCTaHoBreHHOM cnare lModnucaHue 3.
HaxaTb KHOMKy ' 1 B MOSIBUBLUEMCS OKHE yKa3aTb NOJisi, NoAnMcaHne KoTopbixX
OOJKHO OCYLLECTBNATLCS ¢ noMoLubio 3l

Yumamenu

Haxatb KHOMKy ' 1 chopMMpoBaTb CINUCOK COTPYAHMKOB/NOAPA3aENEHNIA, KOTopble
no ymon4yaHuo 6yayT nony4yartb AOCTYN KO BCEM JAOKYMEHTaM, co34aBaeMbIM Ha
OCHOBE [1JaHHOro TUMOBOIO NpoLiecca, B NOSABUBLLEMCS Ananore. YcTaHoBUTL donar
Bce, ecnv JOKYMEHT A0MKeH BbITb N0 YMOMYaHWIO LOCTYNEH BCEM COTPYAHUKAM

HdocmyneH Ha
MOG6UILHOM KilueHme

YcTaHoBUTL hnar, ecnu AaHHbI TUMOBOW MapLUpyT OyaeT AOCTyneH npu paboTe B
npunoxeHun «Jlornka ECM.Mobile»

V.3.2.1.3. 3anonHeHue BKnagku «O6wme» TMNOBOro npouecca ana 3asaBokK

o
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Cnucok nonen BKNagku 06u4ue TNNOBOIo npouecca AOnd 3adBOK npeactaBrieH BTa6J'IVILl,e

(Tabnwuua 24).

Tabnuua 24. NMonsa Bknaaku «O6wme» onsa 3asiBOK

Mone

OnucaHue

HaumeHoegaHue
munoeo2o npouyecca

Beectn c KrnaBnmaTtypbl HauMeHOBaHMe TUnoBoro npouecca

Tun dokymeHma

Tun OOKyMeHTa NoAcTtaB1deTCAd aBTOMaTU4ECKU U HE MOXET ObITb N3MEHEH BPYYHYHO

lpouyecc LWF

HaxaTb kHOMKy ' 1 BbiGpaTh ncxogHelv npouecc Workflow, Ha ocHoBe koTOpOro
CTpOWTCS JaHHbIN npouecc 06paboTkm

OnucaHue

Bsectu c KrnaBnaTtypbl onncaHne wabnoHa

Kommepyeckass maliHa

YcTtaHoBuTb donar, ecrniv faHHble JOKYMEHTbI N0 YMOMYaHUI0 JOIMKHbI SBMATLCA
KOoMMep4eckor TanHon. Ecnn donar yctaHoBneH, TO BbIGOP COTPYAHUKOB B MOMSIX
KapTO4ky AOKYMEHTa OCYLLEeCTBMAETCH TONbKO N3 COTPYAHWUKOB C BM3HEC-ponblo
KoMMepueckass TalHa

Bud dokymeHma

HaxaTb KHOMKY “* 1 yKasaTb BUA, LOKYMEHTA MO YMOMYaHuIo, OCTYMHbIA Ans
JaHHOTo TUNa, U3 CMUCKa KIMHYEBbIX 3HaYEeHWU

XypHan pezucmpayuu HaxaTb KHOMKy | 1 yKa3aTb KypHan perncrpauum no yMonyaHuio Beibopom m3
CNM1CKa KINIYEBbIX 3HaYEeHNM
Pa3spewumsb YcTaHoBuUTb dnar, ecnu B AOKyMeHTax, CO34aHHbIX N0 AaHHOMY TUMOBOMY

o06cyxdeHue JOKyMeHma

MapLupyTy, OyaeT BO3MOXHOCTb MCMOSb30BaHWs oyHKLMOHana obcyxaeHuii no
JOKYMEHTY

Temamuka 3asieKu

YkasaTb TeMaTUKy 3asiBKM BbIGOPOM 13 CMMCKa KITHOYEBBIX 3HAYEHMWI MO KHOTMKe
W BBOAOM C KNnaBuaTypbl

3asieka Ha pacxo0bi

YCTaHOBUTb cbnar, €CJIin HOBaA 3asABKa 6yp,eT no ymos4aHuro 3as8BKON Ha pacxoabl

Cmambsi pacxodos

HaxaTb KHOMKY ' 1 yKa3aTb CTaTblO PacXxof4oB BbIGOPOM M3 CNUCKA KMHOYEBbIX
3HayeHuiA. Mone AOCTYNHO NpW ycTaHOBMNEHHOM donare 3asieka Ha pacxo0dbl

3asieka Ha cHaAmMue

I'IpM yCTaHOBKe OaHHOro cbnara TUMNOBOM MapLIpyT 3adaBKU 6y,qu OOCTyneH ona

epugha KT CO3[aHu1s TONbLKO U3 JOoKyMeHTa ¢ rpudgom KT

3asieka Ha usMeHeHue Mpw ycTaHoBke AaHHOro driara TMNOBOW MapLLpYT 3asBku OyaeT AocTyneH Ang
YpoO8Hsi CO371aHusa TONbKO U3 JOoKyMeHTa ¢ rpudom KT

KOHghudGeHYyuanbHocmu

Ymeepxodarowjuli YTBepxgatoLwun BeibrpaeTcs U3 cnmcka coTpyaHukos, obnagatowmx 6usHec-ponbio

YrBepXIanommii. HaxaTb KHOMKY = N Bbl6paTb yTBepXXaaruwlero JOKyMeHTa

ModnucaHue 3I1

Mone [OCTYMHO MoJIb30BATESO C POSbi0 AGMMHMCTPAaTOP NO 6e30macHOCTH.
YCTaHOBUTb cbnar, eCln cnegyet ncnosb3oBaTtb Ol gna atana yTBEPXOEeHUNA 3aABKU

ModnucaHue 311
obs13amesibHO

[Mone QOCTYNHO NOMbL30BATESIIO C POSIbI0 ADMMHMCTPATOP NO 6e30macHOCTMH.
Mone cTaHOBUTCA JOCTYMHLIM NpW yCcTaHOBNeHHOM chnare ModnucaHue 3.
YctaHoBuTb donar, ecnu ucnonb3oBaHue 3l aBnseTca oba3aTtensHbIM Ansi
Y4aCTHUKOB TUMOBOrO npoecca

ModnuckieaemMbie nons

[Mone AOCTYNHO NOMbL30BaTENIO C POMbI0 AEMMHMCTPATOP NO 6e30MmacCHOCTMH.
Mone cTaHOBUTCA JOCTYMHLIM NpW yYCcTaHoBreHHOM conare lModnucaHue 3.
HaxaTb KHOMKy ' 1 B MOSIBUBLUEMCS OKHE yKa3aTb NoJisi, NoanMcaHne KoTopbixX
OOJKHO OCYLLECTBNATLCSA ¢ noMoLbio 3l

Peaucmpauyusi YcTaHoBUTL ¢hnar, ecnu HeobXoaUMO OCYLLECTBNSATL aBTOMaTUYECKYH)

npoexkmoe QOKyMeHImoe8 | pPeErycTpaunio NpoekTa 4OKYMEHTa Npy OTNpaBke JOKYMEHTA MO MapLupyTy

XKypuan pezucmpayuu HaxaTb KHOMKY ' 1 yKa3aTb XXypHan permctpaunm gns NnpoeKkToB AOKYMEHTOB

On1s1 npoekmoe BbIGOPOM M3 CMMCKa KMYeBbIX 3HAYEHWN.

dokymeHmoe lMone cTraHOBUTCSA JOCTYNMHBLIM NpY yCTaHOBMNEHHOM dnare Pecucmpauyus
npoekmoe QOKyMeHmos

Yumamenu HaxaTb KHOMKy “*' 1 chopMMpoBaTh CNNCOK COTPYAHMKOB/NoapasaeneHnii, Kotopble

no ymonyaHuto 6yayT nony4vaTb AOCTYN KO BCEM AOKYMEHTaM, Co3gaBaeMbIM Ha
OCHOBE [aHHOro TMMOBOrO NnpoLliecca, B NosiBUBLLEMCS Anarnore

HocmyneH Ha
MO6U/IbLHOM KIlueHme

YcTtaHoBUTb donar, ecriv aHHbIA TUMOBOW MapLupyT 6yaeT AOCTyneH npu paboTe B
npunoxeHun «Jlornka ECM.Mobile»

v Cai
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V.3.2.1.4. 3anonHeHue BKnagkn «O6wme» TMNOBOro npouecca ans 4oroBopoB

Cnmcok nonen Bknagkun O6wue TUNOBOro mnpouecca Ans AOroBOPOB NpeacTaBrieH B Tabnuvue

(Tabnwuua 25).

Tabnuua 25. NMNonsa Bknagku «O6wWwme» onsi 4OroBopos

Mone

OnucaHue

HaumeHoegaHue
munoeoeo npouyecca

Beectn c KrnaBmatypbl HauMeHOBaHMe TUnoBoro npouecca

Tun dokymeHma

Tun OOKyMeHTa NoAcTtaB1d€eTCAd aBTOMaATU4YECKN U HE MOXET ObITb M3MEHEH BPYYHYHO

lpouyecc LWF

HaxaTb kHOMKy ' 1 BbiGpaTb ncxogHelvi npouecc Workflow, Ha ocHoBe koTOpOro
CTpOWTCS JaHHbIN npouecc 06paboTkm

OnucaHue

Bsectu c KrnaBnaTtypbl onncaHne wabnoHa

Kommepyeckass maliHa

YcTtaHoBuTb donar, ecnv faHHble JOKYMEHTbI N0 YMOMYaHMI0 AOMKHbI ABNATHCA
KoMMep4eckol TanHon. Ecnu donar yctaHoBneH, To BbIGOP COTPYOHUKOB B MOMSIX
KapTO4KkM AOKYMEHTa OCYLLECTBNAETCHA TOSNIbKO N3 COTPYAHWUKOB C OM3HEC-pOrbLo
KoMMepueckass TalHa

Bud dokymeHma

HaxaTb KHOMKy ' 1 ykasaTb BUA AOKYMEHTa BbIGOPOM 13 CNMCKa KITHOYEBBIX
3HaYeHUn

XypHan pezucmpayuu HaxxaTb KHOMKy ' 1 yKa3aTb XXypHan perncrpauum BbIbopom 13 cnmcka KrodeBbiX
3Ha4YeHun
Ucnonb3osamb YcTtaHoBuTb dnar, ecnu HeobxoanMo UCMONb30BaTb CTAaHAAPTHbLIN CEPBUC

cmaHOdapmHbIll cepsuc
peaucmpauyuu ons
c8s13aHHbIX 002080PHbIX

pernctpaunmn and cBA3aHHbIX AONOBOPHbLIX AOKYMEHTOB — Mnocrie noanncaHna
OOroBopHble JOKYMEHTbI 6yp,yT nepexoaunTb Ha CTaguto pernctpauunn.
Ecnn cbnar HEe yCTaHOBJ1€H, CO3aBaeMble OOroBOpPHbIE JOKYMEHTbI PETMCTPUPYETCA

JOKyMeHmoe aBTOMAaTUYECKM NPU OTNPAaBKe Mo MapLIPYyTy B NPUBS3KE K JOFOBOPY — OCHOBAHWIO

KypHan pecucmpayuu HaxaTb KHOMKy ' 1 yKa3aTb XypHan pernctpaumm ons cBA3aHHbIX JOrOBOPHbIX

002080PHbIX AOKYMEHTOB BbIGOPOM M3 CMMCKa KIMOYEBbIX 3HAYEHUN.

dokymMeHmoe [Mone cTaHOBUTCA OOCTYMHLIM NPWU YCTaHOBNEHHOM c¢hnare Mcrnonib3oeamb
cmaHOapmHbIl cep8uc peaucmpayuu Osisl cesi3aHHbIX 002080PHbLIX
JOoKyMeHmoe

Peaucmpamopbi Bo3MOXXHOCTb BbIOpaTh perMcTpaTopoB NpefoCcTaBisieTcsl TONbKO Nocne 3anofHeHus

002080pPHbIX nons KypHan peaucmpauyuu 002080PHbLIX GOKYMEHMoa.

dokymeHmoe PernctpaTtopbl BbIOMpaloTCsi O KHOMKE | U3 CMMCcKa COTPYAHMKOB, 0bnagatoLmx

BU3Hec-porbio PermcrpaTop, YKa3aHHbIX PErMcTpaTopamMmn No COOTBETCTBYOLEMY
BblGpaHHOMY XXypHasy perucrpauum HymepaTopy.

Mone cTaHOBUTCA AOCTYNHBLIM NPU ycTaHOBEHHOM cnare Mcnosb3zoeams
cmaHO@apmHbIl cepsuc peaucmpayuu Ossi cesi3aHHbIX 002080PHbIX
JOKyMeHmoe

3anpewjamsb py4YHyro
peaucmpayuro
002080PHbIX
0OKyMeHmoe

Ecnu dnar yctaHoOBMnEeH, TO B MOMEHT pernctpauum JOroBOPHOro JOKyMeHTa (Ha
cTagum permctpaummn) goCTyrnHa pyyHas perncrpaums (npegocraenseTcs
BO3MOXXHOCTb BBOZA PErMCTPALMOHHOIO HOMEpa).

[Mone cTaHOBUTCA JOCTYMHBIM NPU YCTaHOBNEHHOM c¢hnare Mcrnosib3oeamb
cmaHOapmHbIl cep8uc pe2ucmpayuu 0nsi cessi3aHHbIX 002080PHbLIX
JdoKyMeHmoe

3anpewamsb py4Hyro
peaucmpauuro
dozosopoe

Ecnu conar He ycTaHOBMEH, TO B MOMEHT perMcTpaumm 4orosopa AoCTynHa py4YHasi
pervctpauus (npegocTaBnseTcs BO3MOXHOCTbL BBOAA PEMMCTPaLNOHHOIO HoMepa).
Mo ymonyaHuio gonar He cTouT

Be3 mapwpymusauyuu

Mpwn ycTaHOBNEHHOM hriare JOKYMEHT MOCTYNaeT Ha PerMcTpaumto, MUHys B
cucTeMe 3Tanbl cornacoBaHusi U nognucaxust. Mo ymonyaHuio donar He yCTaHOBEH.
Mpun ycTaHoBRNEHHOM hnare ckpbiBaeTcsi onar Pecucmpayusi npoekmoe
JdoKyMeHmoe

Hacnedoeamb mapwpym
npu cos3daHuu
c8s13aHHbIX 002080PHbIX
JOKyMeHmoe

Ecnu donar ycTaHoBrEH, TO CBA3aHHbIE JOrOBOPHbIE AOKYMEHTbI HacneayoT
MapLUpyT JOrOBOPa-OCHOBaHMWS C BO3MOXHOCTbLIO pedakTupoBaHus. Ecnv cdnar He
YCTaHOBIEH, TO CUCTeMa NPeaoCTaBnseT BO3MOXHOCTbL BbIGOpa MapLipyTa Ans
[OrOBOPHOIo JOKYMEHTa M3 BCeX AOCTYMHbIX MapLIpYyTOB, CO3[4aHHbIX Ars JOroBopa

v Cai
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CayxeOHble 0a3bl JAHHBIX

BJ/] Tunoevie mapuipymaol

Mone

OnucaHue

Pa3spewumsb
ob6cyx0eHue oKyMeHmMa

YcTaHoBUTb donar, ecnv B JOKYMEHTaX, CO34aHHbIX Mo AaHHOMY TUMOBOMY
MapLupyTy, 6yaeT BO3BMOXHOCTb UCMOSb30BaHWs oyHKLMOHana obcyxaeHuii no
OOKYMEHTY

ModnucaHmpi

MognucaHTbl BbIOMpalTCH M3 CnMcka COTPYAHMKOB, obnagatowmnx 6usHec-ponbio
HNozmucanT. HaxaTb KHOMKY ' n chopMUpoBaTh CNMCOK NOAMUCAHTOB 4OrOBOpa B
nosiBUBLLEMCH Ananore.

Mocne ctaHoBUTCA 06A3aTenbHbBIM NpY yCTaHOBKe hnara 3anpewjameb U3MeHsIMb
nodnucaHma 0oKyMeHma

3anpewamb usmMeHsIMb

Mpu ycTaHoBneHHoM cpnare none ModnucaHmabl B KapTOYKE JOKYMEHTA,

nodnucaHma CO3[aHHOro No AaHHOMY TUMOBOMY MapLUpyTy, 6yaeT HeAOCTYNHO Ans
doKymMeHma penakTMpoBaHusi.

Mpu ycTaHOBKe ¢hriara cTaHOBUTCS 06si3aTenbHbIM none MModnucaHmai
Pezucmpamopbi Bo3MOXHOCTb BbIGpaTh PErMcTPaTopoB NPeAoCTaBNSAETCsA TONbKO NOCHe 3anofiHEHUS

nonsi XKypHan pezucmpauuu.

PeructpaTopbl BbIGUpalOTCS NO KHOMKE ' U3 CNMCKa COTPYAHMKOB, 06nagatoLmx
GU3HEC-POSIbI0 PermcTpaTop, YkadaHHbIX perucTpatopamu no COOTBETCTBYHOLLEMY
BbIGPaHHOMY XXypHany peructpauumn HymepaTtopy

OmeemcmeeHHsbIl 3a
nodnucaHue y K/a

HaxaTb KHOMKY **' N yKa3aTb NoJyib3oBaTesid, OTBETCTBEHHOro 3a nognmncaHmne
O0roBopa y KOHTpareHTa, B nogBsmeLleMCd gunanore

Peaucmpauyus
npoexkmoe AoKyMeHmoe

dnar HegocTyneH npu yctaHoBrneHHoM ¢nare be3 mapwpymu3ayuu.

YcTaHoBUTb hnar, ecnu HeobxoauMo OCYyLLECTBNSATL aBTOMAaTUYECKYHO
pervcTpaumio NpoekTa AOKyMeHTa npu oTnpaBke AOKYMEHTa Mo MapLupyTy.

[na 0OroBOpHbIX JOKYMEHTOB PerncTpauus NpoeKkToB JOKYMEHTOB BO3MOXHO TOMbKO
npu Ncnonb30BaHUM CTaHAAPTHOrO CepBMca perncTpaumm

XypHan pecucmpayuu
Ornsi npoeKkmos
JoKyMeHmoe

HaxaTb KHOMKY ' 1 yka3aTb >XypHan perncrpaumm ons npoeKkToB JOKYMEHTOB
BbIBOPOM M3 CNMCKa KMHOYEBBIX 3HAYEHUIA.

MNMone cTaHOBUTCA AOCTYNHBLIM NPU yCTaHOBNEHHOM dnare Peaucmpayus
npoekmoe AoKyMeHmoa

ModnucaHue 311

[Mone gocTynHO NonbL30BaTero C POSbi0 AAMMHMCTPATOP NO 6e30macHOCTH.
YcTtaHoBuUTh chnar, ecnu cnegyet ucnonb3oaTb Al npy onepauusax ¢ AOKyMeHTamu
(perncTpauus, nognucaHue, NognucaHme y KOHTpareHTa)

ModnucaHue 301
ob6s13amenibHO

[Mone AOCTYyNHO NOMbL30BaTENIO C POMbI0 AEMMHMCTPATOP NO 6eB30MmacHOCTMH.
Mone cTaHOBWTCA JOCTYMHBLIM NpK YCTaHoBreHHOM cnare lModnucaHue 3.
YctaHoBUTb donar, ecnv ucnonb3oBaHue 3l siBnseTcst o6s3aTenbHbIM AN
Yy4YaCTHMKOB TUMOBOTO Mpouecca

lModnucbieaembie nons

[Mone QOCTYNHO NOMbL30BATESIO C POSIbI0 ADMMHMCTPATOP NO 6e30macHOCTMH.
Mone cTaHOBUTCSA JOCTYMHLIM NpW yCcTaHOBNeHHOM conare ModnucaHue 3.

HaxaTb KHOMKY ' 1 B NOSIBUBLLEMCS OKHE YKa3aTb NoJsisi, NoAnMcaHne KoTopbixX
OOKHO OCYLLECTBNATLCS C noMoLubo 3l

Yumamenu

HaxaTb KHOMKy ' 1 cchopMUpOBaTb CMUCOK COTPYAHWKOB/NoApa3aeneHuin, Kotopble
Mo ymonyaHuio ByayT nony4yarts AOCTYN KO BCEM A0KYMeHTaM, co3qaBaeMbIM Ha
OCHOBE JaHHOro TUMNOBOro NpoLiecca, B NoABMBLLEMCS Avarnore

HocmyneH Ha
MO6UJILHOM KIlueHme

YcTtaHoBUTb donar, ecriv aHHbIA TUMOBOW MapLIpyT 6yaeT AOCTyneH npu paboTe B
npunoxeHun «Jlornka ECM.Mobile»

V.3.2.1.5. 3anonHeHue Bknagku «O6wWme» TMNOBOro npouecca AnsA BXoAsAWUX AOKYMEHTOB

Cnuncok nonen Bknagku O6wjue TMNOBOro Mpouecca Afs BXOASALWMX OOKYMEHTOB npeacTaBrieH

B Tabnuue (Tabnuua 26).

Ta6nuua 26. NMonsa Bknagkun «O6wWMe» ANA BXOAALWMNX AOKYMEHTOB

Mone

OnucaHue

HaumeHoegaHue
mumnoeoe2o npoyecca

BBecTu ¢ knaBmaTypbl HaMMeHOBaHUe TUMOBOTO NpoLlecca

o
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CayxeOHble 0a3bl JAHHBIX

BJ/] Tunoevie mapuipymaol

Mone OnucaHwue
Tun dokymeHma Tun JOKyMeHTa NoACTaBNSAETCA aBTOMATUYECKN U HE MOXET BbiTb M3MEHEH BPYYHYIO
lNMpouyecc LWF HaxaTb KHOMKy “ 1 BbIGpaTh McxoaHbIi npouecc Workflow, Ha ocHoBe KOTOporo
CTPOWTCS JaHHbIN NpoLecc 06paboTku
OnucaHue BBeCTu ¢ KnaBmaTypbl onvcaHme LwabnoHa

Kommepyeckass maliHa

YcTaHoBUTHL (hnar, ecnu gaHHble JOKYMEHTbI MO YMOMYaHWI0 AOMMKHbI ABNATLCS
KoMMmep4eckorn TanHon. Ecnu donar yctaHoBneH, To BbIGOP COTPYOHUKOB B MOMSIX
KapTO4KkM AOKYMEHTa OCYLLECTBNAETCH TONIbKO N3 COTPYAHWUKOB C OM3HEC-pObio
KoMMepueckass TamHa

Bud dokymeHma

HaxaTb KHOMKY ' N YKa3aTb BNO OOKYMEHTa No yMOosn4aHuio, ,EI,OCTyI'IHbIIZ and
AaHHOro Tuna, Bbl60p0M N3 crnmcKa KntoveBbIX 3Ha4YEeHUN

XypHan peaucmpayuu

HaxaTb KHOMKy ' 1 yKa3aTb XypHarn pernctpauum Bbibopom u3 cnmcka KrnoyeBbiX
3HaAYEeHUN

3anpewamsb pyyHyro

Ecnu donar He ycTaHOBMEH, TO B MOMEHT perucTpauumM oOKyMeHTa AOCTYNHa pyyHas

peaucmpayuro pervctpauus (npegocTaBnseTcs BO3MOXHOCTbL BBOAA PErMCTPALMOHHOIO HOMepa).
Mo ymon4yaHuto donar He CTouT
Paspewumsb YcTaHoBUTL (hnar, ecnu B JOKyMEHTaX, Co34aHHbIX N0 JaHHOMY TUMOBOMY

o6cyxdeHue JOKyMeHma

MapLupyTy, OyaeT BO3MOXHOCTb UCMOSb30BaHWs oyHKLMOHana ob6cyxaeHuii no
JAOKYMEHTY

Akcneduyus

Mpu3Hak, ykasbiBaloLWuUin Ha BO3MOXHOCTb UCMOMb30BaHWSA AaHHOMO npouecca npu
aKkcneanUMoHHoN obpaboTke BxoasLen koppecnoHaeHumu. NMpu yctaHoBke cnara
CTaHOBWTCHA AOCTYNHbIMU none lpedeapumesnibHOe paccMompeHue

HUcnonb3oeame Ons
exoodswel noYymsl

YcTaHoBUTL dhnar, ecnu AaHHbI TUMOBOW Npouecc byaeT ncnonb3oBaTbCs Npu
ob6paboTke BxogsdLlen koppecnoHgeHumu. MNMpu yctaHoBKe chnara B nosfie CTaHOBUTCS
JocTynHbIM conar Ucnonb3osams Anss M340

HUcnonb3oeams onsa
Ma34o

Mone gocTynHO npw ycTaHOBNEHHOM chnare Mcnosib3oeams Oist exodsiuel
noymsl. [NoctaBuTb bnar, ecnu gaHHbIN TUNOBOW Npolecc 6yaeT MCNonb30BaTbCA

lNony4yamernb

npu pabote no cucteme MO0

HaxaTb KHOMKY Q 1 B NoABUBLLEMCA Anarnore ykasaTb nony4yarena BXxoaduero
OOKYyMEHTa Nno ymoJi4aHn

CpOK UCIIOJTHeHus1

YkasaTb CPOK NUCNOJTHEHUA BXOOALWero JOKyMeHTa no ymosn4aHmio BBO4OM C
KnaBnaTtypbl

Temamuka

HaxaTb KHOMKy ' 1 yka3aTb TEMATUKy JOKYMEHTa BbIGOPOM 13 CMNCKA KITHYEBBIX
3HaYeHUn

Bxoodswas pesonoyus

HaxaTb KHOMKy ' 1 yKa3aTb BXOAALLYIO pe30noLMio BbIGOPOM U3 CrncKa KoYeBbIX
3HaYeHUn

MpedeapumensHoe
paccmMompeHue

Mone gocTynHO Npu ycTaHOBREHHOM ¢onare xkcneduyus. HaxaTts KHOMKY S
NosIBUBLUEMCS Auanore ykasaTb COTPYAHWUKOB, KOTOPLIM AOKYMEHT NOCTYNUT Ha
CTaguio NpefBapuTENIbHOro PacCMOTPEHNS

Ha koHmpoJsib

Haxatb KHOMKy “\ 11 B nosiBMBLIEMCS Avanore yKasaTb KOHTporepa no JOKYMeHTY

Asmomamu4deckoe
cHsimue GoKymMeHma ¢
obuje2o koHmporsi (6e3
y4yacmusi KOHmpoJsiepa
no 0okymeHmy)

YcTaHoBUTb chnar, ecnu HeobxoauMo OCYLLIECTBNSATL aBTOMaTU4eCKoe CHATHNE
AOKYMeHTa ¢ 06LLero KoHTpons 6e3 yyacTusi KoHTponepa no AOKYMEHTY.

e Ecnu dnar He ycTaHOBMEH, TO CHATUE JOKYMEHTa C KOHTpons 6yaeT
ocywecTBnaTb KoHTponep nNo JOKYMEHTY, yKa3aHHbIN B COOTBETCTBYIOLLEM
none Ha Bknagke UcnonrHeHue no kHonke [PaboTa no AOKyMeHTy
3aKoHuYeHa].

e Ecnu chnar yctaHoBneH, To ydactme KoHTponepa HeobsizatenbHo. Ecrin
OOKYMEHT HaxoamuTcs B ctatyce «Ha McnonHeHumn» n Bce NopyyeHus,
CO34aHHbIE MO JOKYMEHTY, UCTMOMHEHbI U KOHTPOSbHbIE YTBEPXAEHbI, TO NpU
yCTaHOBMEHHOM chriare B TUMOBOM MapLUpyTe JOKYMEHT aBTOMaTU4eCKM
OyaeT CHAT C KOHTPONs 1 NepeBedeH B cTaTyc «[0TOB k cnncaHuio B 4erno»
nnbo «B gene», B 3aBMCMMOCTM OT NpM3HaKa CNucaHns B Aeno JOKYMeHTa

Yumamenu

HaxaTb KHOMKY ' 1 cchopMMpOBaTb CMUCOK COTPYAHUKOB/NoApa3aeneHuin, kKotopble
Mo ymon4yaHuio ByayT nony4yarts AOCTYN KO BCEM A0KYMeHTaM, co3qaBaeMbIM Ha
OCHOBE [JaHHOro TUMNOBOIo NpoLiecca, B NosIBMBLLEMCS Avarnore

o
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CayxeOHble 0a3bl JAHHBIX

BJ/] Tunoevie mapuipymaol

Mone

OnucaHue

HocmyneH Ha
MOG6UILHOM KilueHme

YcTtaHoBUTL donar, ecnv AaHHbIA TUNOBOW MapLipyT 6yaeT goctyneH npu pabote B
npunoxeHun «Jlornka ECM.Mobile»

V.3.2.1.6. 3anonHeHue BKnagkn «O6wme» TMNOBOro npouecca AnA ucxoasawmx OKYMEHTOB

Cnmcok nonen Bknagkn O6wue TVNOBOro Mnpouecca Ans UCXOASLUX OOKYMEHTOB NpeacTaBneH

B Tabnuue (Tabnuua 27).

Tabnuua 27. Monsa Bknagku «O6wme» Ansa ncxogsawmx AOKYMEHTOB

Mone

OnucaHue

HaumeHoegaHue
munoeoeo npouyecca

Beectn c KrnaBmaTtypbl HauMeHOBaHMe TUNoBoro npouecca

Tun dokymeHma

Tun OOKyMeHTa NoAcTaBAEeTCd No YMOT4YaHUIO 1 HE MOXET ObITb M3MEHEH BPY4YHYHO

lMpoyecc LWF HaxaTb KHOMKy “* 1 BbIGpaTh UCXOAHBIN Npouecc Workflow, Ha ocHOBE KOTOPOro
CTPOMTCS AaHHbIi NpoLecc 06paboTkm
OnucaHue BeecTy ¢ knaBuaTypbl onucanue wabnoHa

Kommepyeckass maliHa

YcTaHoBUTL hnar, ecnu gaHHble JOKYMEHTbI MO YMOMYaHWI0 AOMKHbI ABNATLCS
KoMMep4eckor TanHon. Ecnu donar yctaHoBneH, To BbIGOP COTPYOHUKOB B MOMSIX
KapTO4KkM AOKYMEHTa OCYLLECTBNAETCHA TONbKO N3 COTPYAHWUKOB C OM3HEC-pOrbLo
KoMMepueckass TamHa

Bud dokymeHma

HaxaTb KHOMKY ' N yKa3aTb B OOKYMEHTa No yMOosn4aHuio, ,CI,OCTyI'IHbIIZ anda
OaHHOro Tuna, Bbl60p0M N3 CrmcKa KntoveBbIX 3HAaYEHNIN

XypHan peaucmpayuu

HaxaTb KHOMKY ' 1 yka3aTb >XypHan perncrpaumm no ymonyaHuio Bbilbopom 13
CNMCcKa KIMHYEBbIX 3HA4YEHUN

3anpewamsb py4Hyro

Ecnu donar He ycTaHOBMNEH, TO B MOMEHT PerucTpauumM JoKyMeHTa AOCTYNHa pyyHas

peaucmpayuro pervctpauus (npegocTaBnseTcs BO3MOXHOCTbL BBOAA PEMMCTPaLNOHHOIO HoMepa).
Mo ymon4yaHuio gnar He cTouT
Pa3pewumsb YcTaHoBUTL ¢hnar, ecnu B JOKyMEHTax, CoO34aHHbIX N0 JAaHHOMY TUMOBOMY

o6c¢cyxoeHue AoKyMeHma

MapLupyTy, 6y4eT BO3MOXHOCTb UCMOMb30BaHUsi (DYHKLMOHANa 06CyXaeHnin no
LOKYMEHTY

Be3 mapwpymu3sayuu

Mpu ycTaHoBNEeHHOM donare JOKYMEHT OTNPaBnseTcsa Ha perucTpaumio, MUHys B
cucTeMe aTarbl cornacosaHusa 1 nognucanus. o ymonyanuio dnar He yCTaHOBIIEH.
Mpu ycTaHoBneHHOM dhnare ckpblBaeTcs drar Peaucmpayusi npoekmos
JOoKyMeHmoe

Kpamkoe codepikaHue

YKasaTb KpaTKoe cofepxaHvue JOKYMeHTa BBOAOM C KnaBuaTyphl

Kameeopus YKasaTb KaTeropuio JOKyMeHTa BbIGOPOM U3 CrMcKa KIMHYEBbIX 3HAYEHWI UK
BBOJOM C KNaBuatypbl

Temamuka YKasaTb TemMaTuky JOKYMeHTa BbIGOPOM U3 CnncKa KIoYeBblX 3HaYEHUN

Ucnonb3oeamb Ons YcTaHoBUTb hnar, ecnu gaHHbIv TUNOBOW npouecc ByaeT ncnonb3oBaTbCs Npu

mM340 pabote no cucteme M0

Omnpaensmb no M3JO | CtaHOBUTCS AOCTYMHbLIM NpY yCTaHoBReHHoM dnare Mcrnonb3oeams Onst M3O.

asmomamuyecku Ecnu cnar yctaHoBNEH, TO MO JOCTUXKEHMIO cTaTyca «3aperncTpupoBaH» AOKYMEHT
OyaeT aBTOMaTMyecku otnpasneH no M30

Asmomamuyeckoe YcTaHoBUTb dnar 4ns MapLupyTa, KoTopbli 6yaeT ncnonb3oBartbcs ANns

co30aHue 0oKymeHma

aBTOMAaTUYeCKOro CO34aHnsi OTBETHOIO MCXOASALLEro JOKYMEHTA HA OCHOBE
BbIMONIHEHHOIO NOPYyYeHUsi (HE3aBNCMMOrO NOPYYEHMS, NOPYYEHUsi MO NPOTOKONY, a
Takke no gokymeHtam B[] KaHuensipusa v B[] MP).

Mpwu ycTaHoBke donara cTtaHoBATCA 06sa3aTenbHbiMy nons flodnucaHmeil,
Peaucmpamopsbi

ModnucaHmei

MoanucaHTbl BLIGUPAKTCHA M3 CNcKa COTPYAHMKOB, obnaaatomnx 6usHec-porbio
NognmcanT. HaxaTb KHOMKY ' 1 COOPMUPOBATL CNNCOK NOAMUCAHTOB UCXOAALLErO
OOKYyMeHTa B nosaBMBLLEMCA guanore.

Mocne ctaHoBUTCH 06513aTeNbHBLIM NPY YCTaHOBKe oraros 3anpewams U3MeHIMb
nodnucaHma dokymeHma, Aemomamuyeckoe co3daHue QoKyMeHma

o
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CayxeOHble 0a3bl JAHHBIX

BJ/] Tunoevie mapuipymaol

MNone OnucaHue
3anpewamb usMeHsImb Mpw yctaHoBneHHoM chnare none fMModnucaHmbl B KAPTOYKE JOKYMEHTA,
nodnucaHma CO3aHHOro Mo JaHHOMY TUMOBOMY MapLUpyTy, 6yaeT HegoCTynHO Ans
doKkymMeHma pefakTMpoBaHMs.
Mpu ycTaHoBKe dhnara ctaHoBUTCS 06s13aTenbHbIM none ModnucaHmai
Pe2ucmpamopsbi Bo3moxHOCTb BbIGpaTh perncTpaTopoB NpeaocTaBnsieTCsl TONbKO NOCre 3anofHeHNs!

nona XKypHan pecucmpauyuu.

PervcTtpaTopbl BbIOWPAOTCS MO KHOMKE | U3 Cnncka COTPYyAHUKOB, 06nagatoLmx
GU3Hec-posiblo PermcrpaTop, YKasaHHbIX perucTpatopamim rno COOTBETCTBYIOLLEMY
BbIGpaHHOMY XypHany perucrpauumn HymepaTopy.

Mocne ctaHoBUTCA 06s13aTENbHBLIM NPU YCTaHOBKe (hriara AemomMamuydeckoe
co30aHue OoKyMeHma

ModnucaHue 311

YcTtaHoBUTL donar, ecnu cnegyeT ucrnonb3osatb A Npy onepauusix ¢ JOKYMeHTamu
(perucTtpaums, nognucaHme)

ModnucaHue 311
obs13amesibHO

Mone cTaHOBUTCA AOCTYNHBLIM NpU ycTaHoBreHHoM cnare ModnucaHue 3.
YcTaHoBUTb donar, ecnu ucnosnb3oBaHue Al sBnsieTcs o6s3aTeNbHbIM AN
Y4aCTHUKOB TMMOBOro npoLiecca

ModnuckieaeMbie noss

Mone cTaHOBUTCA JOCTYMHLIM NpW yCTaHOBReHHOM dnare lModnucaHue 3.

HaxaTb KHOMKy ' 1 B MNOSIBUBLUEMCS1 OKHE YKa3aTb Nosisi, NoanmMcaHmne KoTopbix
OOJIMKHO OCYLLEeCTBNATLCA € noMowbio 3l

Pezaucmpauus
npoekmoe AoKyMeHmoe

dnar HegocTyneH npu yctaHoBneHHoM ¢nare be3 mapwpymu3sayuu.
YcTaHoBuUTb hnar, ecnn Heobxoaumo OCYLLECTBNSATbL aBTOMaTUYECKYIO
pervcTpaumio NpoekTa JOKyMeHTa Npuy oTnpaBke AOKYMEHTa Mo MapLupyTy

XypHan peezucmpayuu HaxxaTb KHOMKY ' N YKka3aTb XypHan peructpauuv ans npoekToB JOKYMEHTOB

0ns1 npoekmoe BbIGOPOM M3 CNMCKa KMOYEBbIX 3HAYEHUN.

dokymeHmoe [Mone cTraHOBUTCA JOCTYNHBLIM NpY yCTaHOBNEHHOM dnare Peaucmpauyusi
npoekmoe 0OKyMeHmos

Yumamenu HaxaTb KHOMKy ' 1 choOpMUPOBaTb CMNCOK COTPYAHUKOB/NogpasaeneHnin, Kotopble

no ymorn4yaHuto 6ygyT nony4vaTb AOCTYN KO BCEM AOKYMEHTaM, Co3gaBaeMbIM Ha
OCHOBE JaHHOro TMNOBOIO MPoLiecca, B NOSIBUBLLEMCS Auanore

HdocmyneH Ha
MOG6UJIbHOM KilueHme

YcTaHoBUTL hnar, ecnu AaHHbI TMNOBOW MapLUpyT 6yaeT AOCTyneH npu paboTe B
npunoxeHun «Jlornka ECM.Mobile»

V.3.2.1.7. 3anonHeHue BKnagkn «O6Lwme» TMNOBOro nNpoLecca Ana oopalleHun rpaxagaH

Cnuncok nonen Bknagku O6wue TUNOBOro npouecca Ans obpalleHun rpaxagaH npeactaBneH

B Tabnuue (Tabnuua 28).

Ta6nuua 28. NMonsa Bknagkun «O6wWwme» ona obpalweHnn rpaxaaH

Mone

OnucaHue

HaumeHoegaHue
munoeo2o npoyecca

BBecTu ¢ knaBuaTypbl HaMMeHOBaHWe TUMOBOro NpoLiecca

Tun dokymeHma

Tun OOKYMeHTa nogcrtaBiideTcd aBToMaTu4eckn N He MoXeT ObITb U3MEHEH BPY4YHYHO

lMpoyecc LWF HaxaTtb KHoMKy ' n BbIbpaTb ncxoaHbIn npouecc Workflow, Ha ocHoBe kKOTOpOro
CTPOMUTCS JaHHbI npouecc 06paboTku

OnucaHue BBecTu ¢ knaBmaTypbl onvMcaHve wabnoHa

XypHan pezucmpayuu HaxaTb KHOMKy ' 1 ykasaTb XypHan pernctpauumn no ymonyaHuio BbiI6opom 13

CrnckKa KIo4YeBbiX 3HaYEHUN

3anpewjamsb py4YHyro

Ecnu cdonar He ycTaHOBMEH, TO B MOMEHT PErMcTpaunm 4OKyMeHTa AOCTYrNHa pydHas

peaucmpayuro perncTpaums (NpeaocTaBnsieTcsi BO3MOXHOCTb BBOAA PErMCTPALMOHHOIO HOMepa).
Mo ymon4yaHuio gonar He cTouT
Pa3pewumsb YcTaHOBUTL chnar, ecnu B 4OKYMEHTax, Co34aHHbIX N0 JAHHOMY TUMOBOMY

o6c¢cyxoeHue okyMeHma

MapLupyTy, 6yaeT BO3MOXHOCTb MCMONb30BaHUs (DyHKLIMOHaNa o6CyXaeHnin no
LLOKYMEHTY

o
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CayxeOHble 0a3bl JAHHBIX

BJ/] Tunoevie mapuipymaol

Mone

OnucaHue

Ucnonb3oeams Ons
exodsweli noYymsi

YcTaHoBUTL chrar, ecnu AaHHbIi TUNOBOW Npouecc 6yaeT ncnonb3oBaTbCs Npu
0bpaboTke BXxoasLen KoppecnoHaeHUuuKn, nepecnaHHon n3 gpyrov 6] Or

Ucnonb3oeamb Ons
M3/[0

Mone focTynHO Npu ycTaHOBNEHHOM chrare Mcnosib3oeamb Osist exodsiuieli
no4ymsl. YCTaHOBUTL onar, ecrnv AaHHbIA TUNOBOW npoLecc 6yaeT ucnonb3oBaTbes
npu pabote no cuctreme MO0

Tun obpaweHus

HaxaTb KHOMKy ' u BbibpaTb TUN obpaLLeHns MO YMOSTYaHMIO U3 CNUCKA KIoYeBbIX
3HaAYEeHUN

Komy

HaxaTb KHOMKY S 1 B nosBmBLIEMCS avanore ykasaTtb nonydarend O6paLIJ,eHVIFI
no ymosn4dyaHuw

Bud obpaweHus

HaxaTb KHOMKy **' n yKasaTb BUA AOKYMEHTa BbIOOPOM M3 CMNCKA KITHOYEBbIX
3HaYeHun

Cnocob docmasku

HaxaTb KHOMKY *' N Bbl6paTb cnocob AoCTaBKM U3 CMNCKA KIMHYEBbLIX 3HAYEHUIN

CpOK UCIOJIHeHuUs

YKkasaTtb CPOK UCNOJIHEHUA 06paLLI,eHVIﬂ Nno ymoJi4aH1io BBOAOM C KrnaBunaTtypbl

Ha koHmpoJsib

HaxaTb KHOMKY S 1 B nosBmBLIEMCS ananore yka3atb KOHTpoJiepa AOKyMeHTa

Aemomamu4eckoe
cHsimue GoKymMeHma ¢
obujezo koHmporsi (6e3
y4Yacmusi KOHmpoJiepa
no dokymeHmy)

YcTtaHoBuTb dnar, ecnm HeobxoanMo OCYLLeCTBAATL aBTOMaTU4eCcKoe CHATHE
AOKyMeHTa ¢ obLiero KoHTposns 6e3 yyacTns KOHTporiepa no AOKYMEHTY.

e Ecnu dnar He ycTaHOBMEH, TO CHATME AOKYMEHTa C KOHTpons byaet
ocywecTBnAaTb KOHTponep nNo JOKYMEHTY, YKa3aHHbIN B COOTBETCTBYIOLLEM
none Ha Bknagke McnosHeHue no kHornke [PaboTta no 4OKYyMeHTY
3aKoH4YeHa].

e Ecnu donar yctaHoBneH, 10 yyactme KoHTponepa HeobssaTenbHo. Ecnm
OOKYMEHT HaxoguTce B cTatyce «Ha McnonHeHun» 1 Bce Nopy4veHus,
CO3[aHHble N0 AOKYMEHTY, UCMOSHEHbI N KOHTPOSIbHbIE YTBEPXAEHbI, TO NpK
yCTaHOBMEHHOM chrare B TMMOBOM MapLUpyTe AOKYMEHT aBTOMaTN4ECKM
OyaeT CHAT C KOHTPONs 1 nepeBedeH B cTaTyc «[0TOB Kk cnucaHuio B 4eno»
nnbo «B gene», B 3aBUCMMOCTM OT NpM3HaKka CnucaHns B 4eno JOKYMeHTa

Yumamenu

HaxaTb KHOMKY ' 1 cchopMUpOBaTb CMIUCOK COTPYAHWKOB/MoApa3aeneHuil, Kotopble
no ymonuaHuio 6yayT nonydaTb OOCTYN KO BCEM AOKYMeHTaM, co3gaBaeMbiM Ha
OCHOBE [JaHHOro TUMOBOIO NpoLecca, B NosiBMBLUEMCS Auarnore

HocmyneH Ha
MO6UJILHOM KIlueHme

YcTaHoBUTb thnar, ecnu AaHHbIvi TMMOBOW MapLUpyT ByaeT AocTyneH npu paboTe B
npunoxeHun «Jlornka ECM.Mobile»

V.3.2.1.8. 3anonHeHue BKnagkn «O6wme» TMNOBOro Npouecca Ansa OTBeTOB Ha obpalyeHus

rpaxgaH

Cnucok nonern Bknagku O6wue TUNOBOro npoLecca Ansi OTBETOB Ha obpallleHuns rpaxaaH
npeactaeneH B Tabnuue (Tabnuua 29).

Tabnuua 29. Nons Bknapgku «O6wWwmMe» Ans oTBETOB Ha obOpalleHus

Mone

OnucaHue

HaumeHoeaHue
munoeoeo npouyecca

Beectn c KnaBunaTtypbl HanMmeHoBaHMe TUNOBOro npouecca

Tun dokymeHma

Twvn OOKYMeHTa nogcraBiigeTcd no ymondyaHn U He MOXeT ObITb MU3MEHEH BPYYHYHO

lNMpouyecc LWF HaxaTb KHoMKy ' 1 BbibpaTb ncxoaHbIn npouecc Workflow, Ha ocHoBe kKOTOporo
CTPOMUTCS AaHHbIN Npouecc 0b6paboTku

OnucaHue BBecTu ¢ knaBunaTypbl onucaHue WwaboHa

XypHan pezucmpayuu HaxaTb KHOMKy ' 1 yKa3aTb KypHan perncrpauum no yMonyaHuio Beibopom m3
crnmcka Kni4yeBblX 3HaYEHUI

Ucnonb3oeamsb YcTtaHoBUTL donar, ecrniv oTBEThbl Ha 0OpaLleHNsa AOMKHbI PerMcTpupoBaThcs Nno

cmaHOapmHbIl cepsuc 3agaHHoMy cbopMaTy HymepaTtopa 6e3 NpuMBA3KK K permcTpaumoHHOMY HOMeEPY

peaucmpayuu obpalleHusi

o
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CayxeOHble 0a3bl JAHHBIX

BJ/] Tunoevie mapuipymaol

MNone OnucaHue
3anpewiamsb py4Hyro JocTtyneH npu yctaHoBke cnara Mcnonb3oeamb cmaHOapmHbIl cepeauc
peaucmpauyuro peaucmpauuu.
Ecnu dnar He ycTaHOBMEH, TO B MOMEHT permcTpaumm JOKyMeHTa AOCTyrnHa pyyHas
pervctpaums (npegocTaBnsaeTcs BO3MOXHOCTbL BBOAA PErMCTpaunoHHOro Homepa).
Mo ymonyaHuto cnar He cTouTt
Paspewumsb YcTaHoBUTL hnar, ecnu B AOKyMEHTaX, CO34aHHbIX N0 JaHHOMY TUNOBOMY

obcyxdeHue 0oKymMeHma

MapLipyTy, 6yaeT BO3MOXHOCTb UCMOMNb30BaHMA OYHKLUMOHaNa obCyKaeHnn no
OOKYMEHTY

Be3 mapwpymu3sayuu

Mpu ycTaHoBNEHHOM dhnare JOKYMEHT OTMPaBRseTCA Ha perncTpaumio, MUHys B
cucTeMe aTanbl cornacoBaHus U nognucaxus. Mo ymonyaHuto conar He yCTaHOBMEH

Aemomamuyeckoe
co30daHue AoKymMeHma

YcTaHoBUTb hnar Ans mapLupyTta, KoTopbii 6ygeT ncnonb3oBaTbCcs Ans
aBTOMaTNYECKOro co3aHns OTBETHOrO AOKYMEHTa Ha OCHOBE BbINOSIHEHHOTO
nopy4eHus nNo obpatleHuio.

Mpw ycTaHoBke dhnara ctaHoBATCA 0b6sA3aTenbHbIMY nons lTodnucaHmel,
Peaucmpamopsbi

Pe3ynbmam
paccMompeHust

BbiGpaTb pe3ynbTaT pacCMOTPEHUS 0GpaLLeHMsI N0 YMOJIYaHMIO U3 CriCKa KIoYeBbIX
3HaYEHWIA MO KHOMKE ' UMW yKasaTb BBOAOM C KMaBMaTyphl

Tun omeema

HaxaTb KHOMKy ' 1 yka3aTb TUN OTBETA MO YyMOMYaHuio BbIGOPOM M3 crivcka
KIMHOYeBbIX 3Ha4YeHUI

ModnucaHmesi

MoanucaHTbl BbIGMpaKTCA N3 CnMcka COTPYAHUKOB, obnaaaroLmnx 6usHec-porbto
HogmmmcanT. Haxatb kHOMKy ' n cchopmmnpoBaTtb cnmcok nognucaHtos OOl B
nosiBUBLLEMCS Auarnore.

Mocne ctaHoBUTCS 06sA3aTenbHBIM NpY yCTaHOBKE dhnaros 3anpewamb U3MEeHSIMb
nodnucaHma dokymeHma, Aemomamuyeckoe cozdaHue 0oKyMeHma

3anpewiamsb usmMeHsIMb
nodnucaHma
JdoKyMeHmMa

Mpwu yctaHoBneHHOM chnare none flodnucaHmbI B KAPTOYKE OOKYMEHTA,
CO30aHHOro Mo AaHHOMY TMMOBOMY MapLUpyTy, 6yaeT HeQoCTynHO Ans
pefakTMpoBaHus.

Mpw ycTaHoBKe donara ctaHoBUTCS obs3aTenbHbIM none fModnucaHmali

Pe2ucmpamopsbi

Bo3MoXHOCTb BbIGpaTh permcTpaTtopoB NpeaocTaBnseTcs TONbKO NOCne 3anofHEHWS
nona XKypHan pecucmpayuu.

PeructpaTtopbl BbIGMpakoTCs NO KHOMKe ' U U3 CnMcka COTPYAHUKOB, obnagaroLmx
OuM3HeC-ponblo PerncTpaTop, yka3aHHbIX permctpatopamm no COOTBETCTBYIOLLEMY
BbIGpPaHHOMY >XypHany permctpaumm Hymepartopy.

Mocne cTtaHoBUTCS 06a3aTenNbHBIM NPY YCTaHOBKE hnara AemomamuYyeckKoe
co30daHue doKkymeHma

Pezucmpayus
npoekmoe AoKyMeHmoea

dnar HeJoCTyNeH Npu ycTaHoBNeHHOM ¢hnare be3 Mmapwpymu3sayuu.
YcTtaHoBUTb onar, ecrnm Heobxo4MMO OCYLLECTBMASATL aBTOMAaTUYECKYHO
perncTpauuto NpoeKTa AoKyMeHTa npu oTnpaBke JOKYMEHTa Mo MapLUpyTy

Yumamenu

HaxaTb KHOMKy ' 1 cchopMMpOBaTb CMUCOK COTPYAHWKOB/NoApa3aeneHuin, Kotopble
no ymonyaHuio 6yayT nony4yarts AOCTYN KO BCEM A0KYMeHTaM, co3qaBaemMbIM Ha
OCHOBE [JaHHOro TMMNOBOro NpPoLiecca, B NoABMBLLEMCS Avanore

HUcnonb3oeamse onsa

YcTaHoBUTb chnar, ecnu gaHHbIv TUMOBOW nNpouecc ByaeT ncnonb3oBaTbCs Npu

M340 pabote no cucteme M30
Omnpaenssimb no M3JO | CtaHOBWTCS JOCTYMNHLIM NpU YCTaHOBMEHHOM dnare Mcrnonb3oeamb Onst M3/O.
asmomamuyecku Ecnu conar yctaHoBNEH, TO NO JOCTUXKEHMIO cTaTyca «3aperncTpupoBaH» AOKYMEHT

OyaeT aBTOMaTMyecku otnpasneH no M30

HdocmyneH Ha
MOG6UJIbHOM KilueHme

YcTaHoBUTL hnar, ecnu AaHHbIi TUMOBOW MapLpyT 6yaeT JocTyneH npu paboTe B
npunoxeHun «Jlornka ECM.Mobile»

V.3.2.1.9. 3anonHeHue BKnagku «O6wme» TMNOBOro npouecca Ansa coBelaHum

Cnucok nonen Bknagku O6uwjue TUMNOBOrO MpoLecca ANs COBELLaHU npeacTaBneH B Tabnvue

(Tabnuua 30).

Ta6bnuua 30. NMona Bknagku «O6wme» ona coBelaHumn

o
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CayxeOHble 0a3bl JAHHBIX

BJ/] Tunoevie mapuipymaol

Mone

OnucaHue

HaumeHoeaHue munosoz20
npouyecca

Bsectu c KnaBnatypbl HauMeHoBaHne TUNoBOro npouecca

Tun dokymeHma

Twun AOOKyMeHTa NoAcCTaBIIAE€TCA Mo YMOJTHaHUKO N HE MOXET ObITb N3MEHEH
BPYYHYHO

lNMpouyecc LWF HaxaTb KHOMKy * 1 BbIGpaTh McxoaHbIi npouecc Workflow, Ha ocHoBe KOTOpOro
CTPOUTCS JaHHbIN npouecc 06paboTku

OnucaHue BBecTy ¢ KnaBMaTypbl onucaHue wabnoHa

XypHan peaucmpayuu JlocTyrnHo npu ycTaHoBKe nepeknioyatens lpuceaueame pez.HoMepa B

3HadveHve [a.
HaxaTb KHOMKy | 1 yKa3aTb XXypHan perncrpauumn no yMonyaHuio BeibopomM 13
CNUCKa KNYeBbIX 3Ha4YeHUN

Be3 mapwpymu3ayuu

Mpun ycTaHOBNEHHOM chnare JOKYMEHT OTMNPaBRseTCs Ha PerMcTpaumio, MUHysi B
cucTeMe dTanbl CornacoBaHus 1 yTBepxaeHus. o ymonyaHuio gnar He
yCTaHOBMEH

Pa3pewumsb obcyx0deHue
JdoKymMeHmMa

YcTaHoBuUTb (hnar, ecnu B 4OKyMEHTax, CO34aHHbIX MO JaHHOMY TUMOBOMY
MapLpyTy, 6yaeT BO3MOXHOCTb MCNOMNb30BaHNs yHKLMOHana obcyxaeHni no
OOKYMEHTY

lNodmeepxdeHue yyacmusi

YkasaTb C NOMOLLbIO NepeknoyaTens HeobXoaUMOCTb AN1S Y4aCTHUKOB
coBellaHuna B noaTBepXAEeHNUN y4acTuna B COBELLLAHNWN
o [fa;

e Hem

Modzomoeka mamepuarsnoe

YkasaTb C NOMOLLBIO Nepeknt4yaTtena BO3MOXHOCTb NOAroTOBKN MaTepmnarnoB K
coBellaHnio OAnga cornacymuwmx, yreepxaaruwero n y4aCtHMKOB CoBelLlaHNA:
o [fa;

e Hem

Peaucmpauyus
y4acmHuKoe

YkasaTb C NMOMOLLbIO NepeKn4yaTena BO3SMOXHOCTb permctpaumnm y4aCctHMKOB
coBellaHuA B npouecce ero nposeaeHuaA:
e [fa;

e Hem

Popmuposamb rnopyYyeHusi
no rnpuUHsAMbIM peweHUsamM

Yka3aTb C NOMOLLbKO NepeknoyaTens HeobxoauMOCTb YCTaHOBKM dhniara
Popmuposamsb nopy4yeHue Ha hopme «PeLLeHre» No yMONYaHuio:
o [lo ecem nyHKkmam rnosecmku (Npu BeIOOpe 3TOro 3HavyeHus donar oyaet
NnocTaBneH No yMOM4YaHuio);
o [lo ebibpaHHbIM NMyHKMaM noeecmku (Npy BbiIboOpe 3TOro 3HayYeHus
dhnar no ymon4aHuio nocTaeneH He bygeT)

lMpedcedamenbcmeyrowuli

YKkasaTb COTPYAHMKA, KOTOPbIN OyaeT aBnsaTbCA NpeacenaTenbCTBYOWMM
(yTBEpXOAIOLWLMM) NO YMONYaHWIO, U3 CNMcKa COTPYAHUKOB, obnaaatLwmx 6usHec-
pOnblo YTBepXIarommii.

HaxaTb KHOMKy ' 1 BoIOpaTh NpeaceaaTensCTBYHOLEro CoOBELLAHUSA B
nodgBmBLLEMCA Anarnore

Mpuceausams pea.
Homepa

YKasaTb C NOMOLLBIO NepekntoyaTenss HE0OXO0AMMOCTb NpUcBanBaHus
pervcTpaumoHHbIX HOMEPOB AOKYMEHTaM MpU Nepexone KapToyek B CTaTyc
«3annaHupoBaHoO»:
e [Jla (Nnpu BbIGOpE 3TOro 3HA4YEHUSA CTAHOBUTCS AOCTYMHbIM none XKypHain
peaucmpauyuu);
e Hem

Mapwpym Ons npomokona

HaxkaTb KHOMKy ' 1 yKaszaTb MapLUpyT, MO KOTOPOMY MO ymonyaHuto byaet
o6pabaTbiBaTbCA CO3AaHHbIN U3 KAPTOYKM NPOBEAEHHOIO COBELLAHUS MPOTOKOS,
BbIOOPOM M3 CMMCKa KMOYEBbLIX 3HA4YeHU. B cnvcke oTobpaxaroTcs MapLipyThbl
NpoTOKOIa, B KOTOPbLIX YCTAaHOBNEH chnar Mcnonb3oeams npu co3daHuu u3 PK
CosewaHusi

Texkcm noumoeozo
yeedomiieHusi Ons
8HeWHUX npuanawieHHbIX

BBecTu ¢ knaBuaTypbl TEKCT NOYTOBOIO YBEAOMIEHMS], koTopoe byaeT
OTNPaBnATLCS NPUrMaLLEHHbIM yYacTHUKaM COBELLaHUs U3 Yucna npeactaButenei
(B0 BHelwHue agpecaTtbl)

v Cai
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CayxeOHble 0a3bl JAHHBIX

BJ/] Tunoevie mapuipymaol

Mone

OnucaHue

Hobaensmb e mekcm
noYymoeozo yeedoMsIeHUst
KOHMakmHble 0aHHbIe

YKka3aTb HEOOXOAMMOCTb BKIOYEHMS B TEKCT NMOYTOBOMO YBEAOMIIEHMS, KOTOPOE
OyaeT oTnpaBnATbCA NPUrNaleHHbIM Y4aCTHUKaM COBELLaHNs U3 Yucna
npeactasutenen (b1 BHewHne agpecatbl), AaHHbIX OpraHu3aTopa CoBeLLaHus

opz2aHu3amopa n3 b1 CnpaBOYHMK OpraHu3auum:;
o [a;
e Hem
HYumamenu HaxaTtb KHONKy ' 1 chopMUpoBaThb CNNCOK COTPYAHNKOB/NnogpasaeneHnin,

KOTOpbl€ NO yMOJT4aHUIo 6yp,yT nojsiydatb OOCTyn KO BCEM JOKyMEeHTaMm,
CcOo3gaBaeMblM Ha OCHOBE aHHOIo TMnoBOro npouecca, B noasmBLIeMCcA guarnore

HocmyneH Ha MO6GUNBHOM
KnueHme

YcTaHoBUTb donar, ecnv AaHHbIA TUNOBOW MapLIpyT 6yaeT AocTyneH npu paboTte B
npunoxexHun «Jlormka ECM.Mobile»

Vv.3.2.1.10.

3anonHeHue Bknagkn «O6wWwme» TMNOBOro Nnpouecca Ans NPoTOKONoB

Cnimcok nonew Bknagkun O6uwjue TUMOBOroO Mnpouecca Anis NPOTOKONOB MpeacTaBneH B Tabnvue

(Tabnuua 31).

Ta6bnuua 31. Monsa Bknagku «O6wWwme» Ana NPOoTOKONOB

Mone

OnucaHue

HaumeHogaHue munoeoz2o
npoyecca

BBecTu ¢ knaBuaTypbl HAUMeHOBaHWe TUMOBOro NpoLiecca

Tun doKymeHma

Twun AOOKyMeHTa NoAcTaBIIAE€TCA Mo yMOJ1HaHUKO N HE MOXET ObITb N3MEHEH
BPYYHYHO

lNMpouyecc LWF HaxaTb KHOMKy * 1 BbIGpaTh McxoaHbIi npouecc Workflow, Ha ocHoBe KOTOpOro
CTpOMUTCS AaHHbIV npouecc 0b6paboTku

OnucaHue BBecTu ¢ knaBmaTypbl onMcaHue wabrnoHa

ypHan peezucmpayuu HaxkaTb KHOMKy | 1 yKa3aTb XXypHan peructpauumn no ymonyaHuo BbiI6opom u3

crnmcka KnrdeBblX 3HAYEHUI

Be3 mapwpymu3sayuu

Mpwu ycTaHoBNeHHOM doriare AOKYMEHT OTMNpaBnsieTCa Ha perncTpauuio, MUHys B
cucTeme aTarbl cornacoBaHust U nognvcaxus. Mo ymonyaHuio conar He
ycTaHoBneH. Mpu yctaHoBNeHHOM donare ckpbiBaeTcs donar Peeaucmpayus
npoekmoe Go0KyMeHmoe

Paspewumsb o6cyxdeHue
JdoKyMmeHma

YcTaHoBWTb chnar, ecnv B JOKYMEHTAX, CO3[aHHbIX MO AaHHOMY TUMOBOMY
MapLupyTy, 6yaeT BO3MOXHOCTb MCMOMb30BaHUs (DyHKLMOHAMNa 06CyxaeHnn no
JOKYMEHTY

Ucnonb3zoeams npu
co3daHuu u3 PK
CosewaHus

YcTaHoBUTb (hnar, ecnu gaHHbIi MapLipyT MOXeT ObiTb CNOMb30BaH Npu
C034aHuM NPOTOKOMa U3 KapToYKM coBeLlaHms. MapLpyTbl C yCTaHOBMEHHbIM
chnarom oTobpakatoTcsi Npy Belbope MapLIpyTOB NpoTokona B none Mapwpym
dnsi npomokoJia Npu co3gaHuy TMMOBOIO MapLIpyTa COBELLaHUs

lMpedcedamenbcmeyrowuli

YKkasaTb COTPYAHMKA, KOTOPbIN OyaeT aBnaTbCA NpeacenaTensCTBYOWUM
(mognmcaHToM) NO ymonyaHuio, obnagarowmx 6usHec-ponbio NogaucaHT..
HaxaTb kHOMKy ' 1 BbIGpaTh NpeaceaaTenbCTBYOLWENO NPOTOKONa B
nosaBuMBLUEMCHA Ouanore

Ha koHmposb

HaxaTb KHOMKyY “L 1 B nosiBMBLIEMCS Ananore yKasaTb KOHTponiepa no JOKYMeHTY

Pezaucmpayus npoekmos
0OKyMeHmoe

®nar HegoCTyneH npu ycTaHoBrNeHHOM dnare bes Mmapwpymu3ayuu.
YcTaHoBUTL hnar, ecnu Heobxo4uMo OCYLLECTBNSATL aBTOMaTUYECKYHO
pervcTpaumio NpoekTa JOKYMEHTA NPy OTNpaBKe AOKYMEHTa No MapLipyTy

XypHan peaucmpayuu ons
npoexkmoe G0KyMeHmMoe

YkasaTb XypHan perncrtpauunn ana npoekToB JOKYMEHTOB Bbl60pOM N3 CNncKa
KNHOYEBbIX 3HAYEHUIA.

lNone ctaHoBuTCA OOCTYNHbIM NMpn YCTaHOBJTIEHHOM d)nare Peaucmpauun
rnpoeKmoe OOKymeHmoe

Yumamenu

HaxaTb KHOMKy ' 1 chopMMpOBaTb CNNCOK COTPYAHUKOB/NogpasaeneHnin,
KOTOpble MO YMOnYyaHuio 6yayT nonyyatb OCTYN KO BCEM AOKYMEHTaM,
co3jaBaeMblM Ha OCHOBE [JaHHOro TUMOBOIO NpoLecca, B NoSBUBLLEMCS Ananore

v Cai
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CayxeOHble 0a3bl JAHHBIX BJ/] Tunoevie mapuipymaol

Mone OnucaHue

HocmyneHn Ha MO6buUnbHOM | YCTaHOBUTL chnar, eCnu AaHHbIA TMMOBOW MapLupyT 6yaeT 4ocTyneH npu paboTe B
KJlueHme npunoxexHun «Jlormka ECM.Mobile»

V.3.2.1.11. 3anonHeHue BKnagku «O6wme» Ana TMNOBOro npouecca NPon3BoJiIbHOro
OOKYyMeHTa
Cnncok nonen Bknagkn O6wue TUMNOBOrO npouecca Ansi NPOU3BOSIbHLIX  AOKYMEHTOB
npeacrtasneH B Tabnuue (Tabnuua 32).

Ta6nuua 32. Nonsa Bknagku «O6wWmMe» ANs TMNOBOrO NpoLecca NPON3BONIbHOro A40KyMeHTa

Mone OnucaHue

HaumeHoeaHue munogoz20o Bsectn c KnaBnatypbl HauMeHoBaHMne TUNoBOro npouecca
npouyecca

Tun dokymeHma Twn gokymeHTa NOACTaBASAETCA MO YMOMYaHUIO N He MOXET ObiTb N3MeHeH
BPYYHYIO

lpoyecc LWF HaxaTb KHOMKy * 1 BbIBpaTh UcxoaHblit npouecc Workflow, Ha ocHoBe KOTOpOro
CTpoUTCS AaHHbIN Npouecc 06paboTku

OnucaHue BeecTu c knaBmaTypbl onvcaHve wabnoHa

Bud dokymeHma HaxaTb KHOMKy | 1 yKa3aTb BUA AOKYMEHTa Mo yMOMNYaHWIo, JOCTYMNHbLIN ANS
AaHHOro TMna, BbIOOPOM M3 CMUCKA KITHOYEBbIX 3HAYEHWU

Modknioyaemas cpopma HaxaTb KHOMKy | 1 yKa3aTb noaknodaemyto dpopmMy atpubyToB, OCTYNHYIO Ans

BblIGpaHHOro BMaa AOKYMeHTa, BbiIGOPOM M3 CriMcka KIoYeBbIX 3HAYEHUI
(noakntoyaemble popmMbl aTpnbyTOB AN onpeaeneHHbIX BUOOB JOKYMEHTOB
HacTpauBatoTca B B[l CnoBapm)

Xypnan pezucmpayuu HaxaTb KHOMKy | 1 yKa3aTb XXypHan permcrpauumn no yMonyaHuio Bbi6opomM 13
CNMCKa KIIOYEBbIX 3HAYEHW.

Mocne cTaHOBUTCA AOCTYMHBLIM NpUY YCTaHoBKe chnara Peaucmpayus (ons
napametpa Cmaduu)

3anpewiamb py4YHyro Ecnu dnar He ycTaHOBMNEH, TO B MOMEHT peructpauun JOKyMeHTa JOCTynHa
peaucmpauuro pydHas peructpauus (npegoctaBnaeTcs BO3MOXHOCTb BBOAA PErMCTPaLOHHOMo
Homepa). o ymonyaHuto cpnar He cTouT

Pa3pewums obcyxdeHue YctaHoBuTb donar, ecnv B JOKyMeHTax, Co34aHHbIX N0 AaHHOMY TUMOBOMY

JdoKymeHmMa MapLupyTy, 6yaeT BO3MOXHOCTb MCNONb30BaHNst hyHKLMOHaNa obeyaeHuii no
OOKYMEHTY

HaumeHoeaHue BBecTu ¢ knaBnaTypbl HaMMeHOBaHWe HOBOIO AOKYMEHTa Mo YMOMYaHuo

Cmaduu YcTaHoBUTL cbnarn ans ctaguii, no KOTopbiM OYAET OCYLLECTBNATLCS ABUKEHME

OOKYMEHTa, CO34aHHOro No AaHHOMY TUMNOBOMY MapLUpyTY:

o [lomokoesbiii e80d_(Npu ycTaHOBKe hnara B KapToyke TUMNOBOro
MapLUpyTa CTaHOBATCHA AOCTYMHbIM nons Onepamop MomoKogo20
eeoda, Ucrnonib3oe8amb Mapwpym OJisi TIOMOKO8020 8800a
doKyMeHmoe).

e CoznacoeaHue (Npu yCTaHOBKe hriara B kKapTo4ke TUNOBOro MapLupyTa
CTaHOBUTCHA OOCTYMNHOW Bkragka CoasracoeaHue).

e [lodnucaHue (Npu ycTaHoBKe ¢hrara B KapToyke TUMOBOro MapLupyTa
CTaHOBMTCH AOCTYNHbIM norne fTodnucaHm).

o YmeepxdeHue (Npun ycTaHOBKe dniara B KapToyke TUMOBOrO MapLupyTa
CTaHOBMTCS JOCTYNHbIM norne Ymeepxodarowjull).

e Pezucmpauusi_(nNpu ycTaHoBKe chrara B KapToyke TUNOBOro MapLupyTa
CTaHOBATCSI JOCTYNHbLIM nonsi Peaucmpamopsi, KypHan
peaucmpauuu).

C nomouypbto ctpenok + T ycTtaHoBUTHL 04epedHOCTb BbIGpaHHbIX CTagum
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Mone

OnucaHue

Onepamop nomokoeo20o
ee00a

HaxaTb KHOMKy < B nosiBMBLIEMCS Ananore yKasaTb OnepaTopoB NMOTOKOBOIO
BBOAA M3 CMWCKa COTPYAHMKOB, obrnadatowmnx GUsHec-posibio Oneparop
IIOTOKOBOI'O BBOIA.

Mocne cTaHOBMTCA AOCTYNHbLIM Npu ycTaHoBke conara lMomokoesili 6800 (ons
napametpa Cmaduu)

Ucnonb3zoeamb mapwpym
Os1s1 NTomoko8o20 8800a
JOKyMeHmoe

YcTaHoBUTL hnar, ecnu cnegyeT Mcnosib3oBaTh AaHHbLIN MapLIpyT Ans
NMOTOKOBOr0O BBOAA AOKYMEHTOB. Enn gaHHbIM conar ycTaHOBMEH, TO Npu BBOAE
NPOU3BONILHOIO AOKYMEHTA M OTMpPaBKe ero nNo MapLUpyTy cpa3y OTKPOETCs HOBast
KapTo4ka NpPOM3BOSIbHOrO JOKYMEHTA.

Mocne cTaHOBUTCS AOCTYNHLIM NpY ycTaHoBke conara lMomokoebil eeod (4ns
napametpa Cmaduu)

Oxxudamb NOMOKO8020
ee00a esioxeHul

Mone AOCTYNHO Npu ycTaHoBNeHHOM cnare Mcrnonb3o0eams Mapwpym Ons

nomokoeo20o eeoda GOKyMeHmMos.

YcTaHoBUTL donar, ecnv cnegyeT oXuaaTbh NOTOKOBOro BBOAA BroXeHuid. Ecnu
JaHHbIA donar ycTaHoBMEH, TO Nocrne oTnpaBke Mo MapLUpyTy AOKYMeHT byaeT

nmeTb ctatyc «OxugaHne NOTOKOBOro BBOAA BIIOXEHWUIA»

Cpok oxxuOaHus1 8JI0XKeHUs1
npu nomokoeom esode

BBecTu ¢ knaBuaTypbl CPOK OXUAAHUS BNOXEHUS NPY NOTOKOBOM BBOZE (MO
ymonyaHuio — 5 gHen)

ModnucaHmesi

MNognucaHTbl BbI6VIpaI'OTCF| 13 CnNncka CoTpyaHUKOB, obnagatoLmx 6I/I3HeC-pOJ'IbI'0

NogmnucaunT. HaxaTtb KHOMKY “n chopmMmnpoBaTh CNNCOK NOAMUCAHTOB
NPOW3BONbHOTO JOKYMEHTa B NOSIBMBLUEMCS Anarore.

Mocne cTaHOBUTCA AOCTYMHBLIM Npy ycTaHoBke dnara ModnucaHue (ons
napametpa Cmaduu)

Ymeepxodarowul

YTBepxKaatoLmii BbiIbnpaeTcs M3 cnucka coTpyaHMKoB, obnagarowmx busHec-
pPOnbi0 YTBepXaaouii.

HakaTb KHOMKY ' 1 BbIGpaTb yTBEpXAaoLWero 4OKyMeHTa

Pe2ucmpamopsbi

Bo3MOXHOCTb BbIGpaTh perncTpaTopoB NpeaoCcTaBnsaeTcs TONbKO nocne
3anonHeHus nons XKypHaa peaucmpayuu.

PervctpaTtopbl BbIGMpatoTCs No KHOMKe ' U3 crnucka coTpyaHMKOB, obnagatoLwmnx
BGU3Hec-porbio PermcrpaTop, YKazaHHbIX pernctTpatopamm no
COOTBETCTBYIOLLEMY BbIBPAHHOMY XXypHarny peructpauum HymepaTopy.

Mocne ctaHoOBUTCSA AOCTYMNHBLIM NpY yYCcTaHOBKe (onara Peaucmpauus (ons
napametpa Cmaduu)

Yumamenu

HaaTb KHOMKY ' 1 chopMMpPOBaTb CNNCOK COTPYAHUKOB/MoapasaeneHuni,
KOTOpbIe MO yMon4yaHuio ByayT nony4yartsb AOCTYN KO BCEM AOKYMEHTaM,
co3fgaBaeMblM Ha OCHOBE AaHHOro TUMOBOro NpoLecca, B NOsABUBLUEMCS auarnore

HocmyneH Ha MO6unbLHOM
KnueHme

YcTtaHoBUTb hnar, ecnun AaHHbIA TMMOBOW MapLUpyT 6yaeT AocTyneH npu paboTe B
npunoxexumn «Jlornka ECM.Mobile»

V.3.2.2. 3anonHeHue BKNnagkm «OnepatMBHoe XpaHeHne»

Bknagka OnepamueHoe XpaHeHUe [OOCTynMHa B KapTo4kaxX TUMOBBLIX NpoLecCcoB BCeEX TWUMOB
OOKYMEHTOB, KpOME KapTO4Ku CoBELLaHUA.

Ha Bknagke OnepamueHoe xpaHeHUe HYXHO BBECTW MH(OPMaUUIO O HOMeHKnaType gen u
COTpyOHMKaxX OTBETCTBEHHbIX 3a BegeHue gen (Tabnuua 33).

Ta6nuua 33. NMonsa Bknagkn «OnepaTtMBHOe XpaHeHUe»

Mone |

OnucaHune
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Mone OnucaHune

Bbi6op moma dena | C nomoLub KHOMKK * B OTKpbIBLLEMCS ANanoroBoM okHe «Bbibop Toma gena» (unm c
MOMOLLIbIO KOHTEKCTHOMO MOMCKa No nHaekcy/3aronosky MNyHkra HL) ykasate Tom gena,
Kyga 6yaeTt noMelleH opurMHarn 4OKYMeHTa.

3anonHeHue Nons OCyLLEeCTBASETCHA COTPYAHUKOM C BU3HEC-PONbI0 OTBeTCTBEHHE 3a

BeneHue pged. YToObI yoanntb 3Ha4YeHne "3 nonsd, Hy>KHO HaXXaTb KHOMKY pd

UHOekc dena 3anonHsieTcsa 3Ha4YeHneMm, BbiopaHHbIM B norne Boi6op moma dena

3azonoeok dena

Tom Oena

OmeemcmeeHHbIl | Yka3zaTb COTpyAHUKa (-OB), OTBETCTBEHHOTO 3a BeAeHue aen. HaxaTb KHONKy =

3a eedeHue den chopmmpoBaTb CNUCOK B NOSIBUBLLEMCS Auanore.
AsnseTcs ob6szaTenbHbIM, ecnu donar AemocnucaHue GoKyMeHmMoe e 0eJsio He
YCTaHOBIEH

AemocnucaHue YcTaHoBuTb donar, ecrnv HeobxoamMmo, YTobbl MO 4OCTMXKEHMIO cTaTyca «[0TOB K CMcaHuIo

JOKyMeHmoe & B [Ieno» JOKYMEHT aBToMaTuyeckn nepexoaun B ctatyc «B pnenex» (6e3 yyactus

dero COTPyAHVKa C BU3HEC-PONbi0 OTBEeTCTEBEHHENI 8a BeAeHMe Hed).

Mpun ycTaHoBKe dhnara CTaHOBUTCS AOCTYNHbIM donar Paspewumsb u3MeHsimb npu3Hak
aemocnucaHus npu co3laHuu 0oKymeHma, none OmeemcmeeHHbIl 3a eedeHue des
CTaHOBUTCH He obsasaTenbHbIM AN 3anonHeHus, dnar Konuyecmeo siucmoes o
YMOJ14aHUK CTaHOBUTCS 06513aTeNlbHbIM A5 3aNOfHeHWs

Konuyecmeo [locTynHo npwu ycTaHoOBKe onara B none AemocnucaHue oKyMeHmoe & 0erlo.
sucmoe no YkasaTb BBOAOM C KraBuaTypbl KONIMYECTBO NIUCTOB B Aere No ymon4daHuio. Mo
YMOJTHaHUO yMoJ14aHuio: 1

Paspewums [locTyneH npwu ycTaHoBKe onara B none AemocnucaHue oKyMeHmoe e derlo.
U3MeHsImb Ecnu conar yctaHoBreH, To aBTOP AOKYMEHTa, BHE 3aBUCMMOCTU OT Hanmuuns GusHec-posm
npusHak OTBeTCTEBEHHIN 3a BemeHMe neJ, NPU CO34aHUM JOKYMEHTa MOXET OTKIOYMTb donar
aemocnucaHus HokymeHm cnuwemcs e desio asmomamu4ecku

npu co3daHuu

JdoKyMeHma

V.3.2.3. 3anonHeHne Bknaaku «CoaepxarternbHas 4acTb»
Bknagka CodepamesibHasi Yyacmb [OCTYMHa B KapTO4YKax TWMOBbIX MPOLIECCOB BCEX TWUMOB
[LOKYMEHTOB, KPOME KapTO4KU NMPOM3BOIbHOMO AOKYMEHTA.

Ha Bknagke CodepxamesibHasi YaCmb HY>XHO BBECTM MHPOPMALINIO O 3HAYEHUSIX MO YMONYaHMIO
O5s TEKCTOBOW YacTu, BNOXEHHbIX dpannax n nx napametpax (Tabnuvua 34).

Tabnuua 34. Nons Bknapku «CopepxatenbHasa 4acTby

Mone | OnucaHue
Tekcmoseasi Yacmb
r ﬁ BBecTu ¢ knaBmaTypbl TEKCT, KOTOPbIV OyAeT NOABNSATLCHA NO YMOMYaHWIO NPY CO34aHUN
- JOKyMeHTa BblbpaHHoro Tuna B none CodepxxamesibHasi 4acmb
BnoxeHusi
OzpaHuyeHue BBecTu ¢ knaBnaTypbl MakcMMarnbHO ONYCTUMbIN pa3mep danna (B M6), KoTopbin
pa3smepos Nnonb30BaTeNb CMOXET BIOXWUTb B KAPTOYKY AOKYMEHTa (3HayeHue no ymonyaxuio: 10),
8K/adblieaeMbIX Jonyctumbin MHTepBan 3HaveHuin 1..100
ghatinoe (M6)
BrioxeHusi PaboTta ¢ BNOXeHUsMM OCyLLEeCTBNAETCA NO KHOMKaM Ha NaHenu AencTBuii obnactu
BINOXEHWUA

YTo6bl cO3aaTb BNOXEHUE MO YMOMYaHUIO, HYXXHO:

1. Ha naHenu gencteuii BCTPOEHHOro MpeAcTaBreHns obnactn BrIOXEHUN HaxaTb KHOMKY
([Oo6aBuTb]) (PncyHok 11).
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006wme ] OnepaTHBHOE XpaHeHHe | CoaepHaTeNbHana YacTb | MHHYHaATOpbl | PaccMoTpeHne f cnonHeHwe ] Paccbinka ]
TewcToBan 4acTb
P
FernameHT j T
BnoxceHna
OrpaHWyeHne pasMepoE BKNadcieacmelx fainoe (ME): 1_0|
BB @
— CopepX¥aHne QoOKyMeHTa 31K
& Opisl 1 screen doc 31K Bepcous 1 30.04.2014 16:38:13 AnMuHucTpaTop C.B.

PucyHok 11. O6nactb BNoXeHU TUNOBOro npouecca

Mpu coxpaHeHM KapTOYKM BNOXEHHbIE chalnbl, 40GaBnNeHHbIE B TEKCTOBOE Mnorie « TekcToBas YacTby,
nepemecTsaTcs B 610K BNOXEHWIA KapTouku AokymeHTa. MosiButcs cooblleHune: «[Job6aBneHHble dainbl
nepeHeceHbl B 6110k BNoxeHW. MNpn HE06X0AMMOCTN MOXHO U3MEHWUTbL TUM BIIOXKEHMS! NO KHOMKE
[CBouncTBAa]». [locne nepeHoca BNoXeHHble dannbl B none Tekcmoeasi Yacmb 0TobpaxaTbCsl He

byayT.
2. 3anonHuTb Nons oTKpbIBLLENCA hopMbl Jo6aBneHus BnoxeHus (PyucyHok 12):

¢ B none McmouyHuk yka3aTb C NOMOLLLIO MEepekntoyaTens, oTkyaa oyaget aobaeneH dann
— ¢ nokanbHoro aumcka wnu u3 B[ WabnoHbl, nnMbo oTCkaHMpOBaTb WMEHLMINCS
GyMaXkHbI BapuaHT JOKYMEHTa, BblOpaB B kadecTBe UCTOYHMKa CkaHep.
Mpn HeobxoammocTn psaom ¢ nonem MCTouHUK yctaHoBuTb donar 1o ymonyaHuro. BoibpaHHbIN
UCTOYHMK fobaBneHuns dannos byaeT yCTaHOBMAEH MO YMOMYaHWIO B AaHHOM AManoroBOM OKHE Mpu
pobasneHnn pannos B KAPTOYKM JOKYMEHTOB B AaribHeNnLweM.

NcTovHuk gobaeneHuns dannos no ymonyaHuio MoxeT BbiTb ykasaH B HacTporkax maBHON
CTpaHULbl CUCTEMBI.

e Bnone Tun Bbl6paTb C NMOMOLLIbIO KHOMKKU ) TUN BJTOXKEHUA.

o B none ®ais HaxaTb KHOMKY | N BblOpaTb dhann ¢ nokanbHOro Aucka unu wabnoH
(B 3aBMCMMOCTM OT BbIGpaHHOro 3HayeHnsa B none McmoyHuk). MoxHo gobasutb danin,

npegBapuTenbHO  CKOMMPOBaHHLING B Oydpep obmeHa, € NOMOLLLIO  KHOMKK W
(HegocTynHo Ans Beb-nHdepdenca). Yaanute 4o6aBneHHbIN anil MOXHO C MNOMOLLbIO

KHOMKN >(

e [lone HaseaHue 3anonHseTca aBTomaTuyeckm nocne Bblbopa davna. [lpu
HEeobOX0ANMOCTUN MOXHO M3MEHUTb Ha3BaHMe.

o [lpn Heobx0aMMOCTM BBECTU KOMMEHTapun B none KommeHmapud.
3. Haxatb [OK].

KonnyecTBo CMMBOMOB B HAVMEHOBaHUN BITOXEHWS OrPaHNYEHO:
e B Beb-MHTepdelice - 195 cMMBOOB;
e B KNUeHTe - 175 CMMBONOB B aHINUNCKOW packnagke, 87 CMMBOIIOB B PYCCKOW.
B pesynbTtaTe BbibpaHHbIN bann 6yaeT gobasneH B 06nacTb BNOXEHWUNA B YKa3aHHY KaTeropuio
(PvncyHok 12).
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METoYHKK K ™ Mo ymonyadn

" B "WabnoHe!"

" CkaHep
Tun BnoxeHua CoAEp*aHHE A0KYMEHTS | >(
dain
HazgaHWe
KoMMeHTapHiA

6] .4 CTMEHA

PucyHok 12. ®opma gob6aBneHnsa BNoXxeHUs

B obnactb BnoxeHun MoxHo gobasutb hainn, ckonmpoBaHHbIN B Bydep obmeHa, no KHomnke
([Do6aBuTb U3 bydcbepal).

YUT0o6bl yaanuTb BrOXEHWE M3 TUMOBOrO MpoLecca, HY)KHO BblAENUTb HEOOXOAMMbIA LOKYMEHT B

06nacTi BMOXeHWN W HaxaTb KkHomky ~ % ([YaanuTb]) (cM. PrcyHok 11). B OTKPbIBLUEMCSI OKHe
NoATBEPAUTL BbIMOSTHEHNE onepauun.

UToObl M3MEHUTb BRNOXEHME, HY)XHO BblAennTtb Heobxooumbli dhann B obnactn BNOXEHUN WU

Ha)kaTb KHOMKY = 4 ([M3meHuTBb]) (CM. PucyHok 11). B Bbinagaroem MeHo BbibpaTb HYXXHbIN MYHKT:

e Co30amb eepcuro — CO3[aHUe HOBOW BEpCWM BbIAENEHHOrO B MpeACTaBMEHUM BIIOXEHWS.
C nomMowblo CTaHAApTHbIX OManoroB 3anofiHUTb Nons nosiBuBLIENcs ¢opMbl U HaxaTb
kHonky [OK].

NOTHKA 51
¥ Cai



CayxeOHble 0a3bl JAHHBIX BJ/] Tunoevie mapuipymaol

e Co30amb pedakyuro — cO34aHMEe HOBOW pefakumym BblOENEHHOro B MNpPeACTaBlieHun
BNoxeHusi. C MOMOLLbIO CTaHAAPTHbLIX AWAnoroB 3anofiHUTb MOMs NOosABMBLUENCS (POpMbl K
HaxkaTb kHonky [OK].

Mpu co3paHum Bepcun/peaakLumm OKYMeHTa B OkHe fobaBneHns sepcuun/pegakumm Heobxoanmo
BblOpaTb NCTOYHUK AobaBneHusa danna:

e JlokanbHbIA ANCK — HYXHO BbIBpaTh hann ¢ ykazaHHOro MeCTONONOXeHUs, yka3aTb Ha3BaHue
1 BBECTW KOMMEHTapPWN.

e Konus — HyxHO BbIBpaTh dawin, B kKonuu KoToporo 6yaeT co3gaHa Bepcusi/pegakuunsi, ykasaTb
Ha3BaHMe U BBECTM KOMMEHTapWii, NOCNe Yero BHECTU U3MEHEHUS B OTKPbIBLUMIACS dhann,
COXpaHUTb ero 1 3abpaTb M3MEHEHUS BMOXEHWI B KAPTOYKY TUMOBOrO NpoLecca no KHomMke
[MUameHnTb]:[3abpaTbh n3aMeHeHUs BNOXeHUs].

(] Pedakmupoeamb 8J10)KeHue, ecCin HeO6XOD,I/IMO BHECTU U3MEeHEHUA B CO34aHHYH
BEpPCUIO/pefaKkumio BIIOXKEHUS] OO0 BbIHECEHUS pelueHusl. [1pn 3TOM OOKYMEHT OTKpbIBAeTCs B

COOTBETCTBYIOLLEM MPUITOXKEHNN.

e 3abpamb U3MeHeHUsI 8JI0)KeHUsl, eCr HeoBXOAMMO COXPaHWUTb WU MEPEHECTU B KapTOYKY
TUMNOBOrO MPOLIeCCa YaCTUYHbIE U3MEHEHUS, KOTOpble ObINK BbINOMHEHbI B (haine BroXeHUs
npu ero peaakTpoBaHUW.

YUTtoObl NpocMOTpeTb (M3MEHMTL) CBONCTBA A0OABNEHHOIO BIIOXEHUST (TUN BIOXEHUs, Ha3BaHWE,

KOMMEHTapUI1) HY)XXHO BblAENUTb HEOBXOANMBIA AOKYMEHT B 0BMacTh BIIOXKEHW N HaxaTb KHomky &
([CBowncTral).

UToObl COXpaHUTb BNOXEHWE Ha XXECTKU OUCK UIN OPYrOA HOCUTESb, HYXXHO B 06nacTu BrOXEHUA

HaXxaTb KHOMKY = (ICoxpaHuTb]), B OTKPbIBLLEMCH OKHE OTMETUTbL (hannbl AN COXPaHEHUs, HaxaTb
(IOK]) v 3atem BbiOpaTb HEOHBXOANMMOE MECTOMNONOXEHWE, Kyaa byayT coxpaHeHbl BbibpaHHble hanrbl.
-
Urobbl pacneyaTaTb BNOXeHWe, criedyeT BbiAennTb ero B NPeACTaBNEeHnN U HaxaTb KHOMKy =
(INeyaTb BROXeHuUA)).
KHonka ([PunbTp]) Ucnonb3yetcs AN U3MEHEHUA OTOOPaXeHUS BIIOXEHUN U COLEPXUT
BbiNagaroLLnin CNNCOK:

e Bce — oTobpaxaloTcsa BCE BIOXEHUS;
e [locnedHue sepcuu — 0TOGpaXaTCA TONbKO NOCNEAHNE BEPCUM OOKYMEHTOB C peAaKunsaMu;
o  Ucmopus — otobpaxaeTca nctopus paboTbl C BNOXEHMAMU, BKITIOYasA yaaneHHble dannbl.

OTKpbITb M MOCMOTPETb BIOXEHHbIN anl MOXHO, BbINOMHMB ABOWHOW LLENYOK MbIWK Ha
cooTBeTCTBYOWEM painne B obnactn BnoxeHun. ®ann 6yaet OTKPbIT C NOMOLLBIO COOTBETCTBYHOLLENO
eMy NPUNOXEHNS.

Fat
LS

[na OTKpbITUS BCeX BIOXEHHbIX PanroB cpasy crnegyeT BOCMOMb30BaTbCA KHOMKOW
([OTKpbITE Ha npocmoTp]) (cm. PucyHok 11). Bce BnoxeHHble ¢hannbl ©ygyT OTKPbITbl C MOMOLLBIO
COOTBETCTBYIOLLMX UM MPUNOXKEHWUNA.
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V.3.2.4. 3anonHeHue BKNagku «MHMLmnaTopbI»

Ha Bknagke MHUyuamopsbi yka3biBalOTCS COTPYOHUKN, KOTOPblE MOFYT cO3faBaTb AOKYMEHTbI MO

AaHHomy Tunosomy npoueccy B Bl Kanuensipua (O, MNP, CoeewaHus). 3anonHnTb nons BKNagKu
UHuyuamopsi (Tabnuua 35).

Tabnuua 35. NMNonsa Bknapku «MHULMaTOpPbI»

Mone

OnucaHue

Hon. oepaHu4eHue

HaxaTb KHOMKy | u chopMmMpoBaTh B NOSIBUBLLEMCS AManore CrMcok COTPYAHUKOB,
npuHagnexawmx nogpasaeneHusiM, ykasaHHbiM B none Crnucok uHUyuamopoe, Ho He
MMEKLLUM NPaBO MHALMMPOBATbL TUMOBOW NPOLIECC MO JOKYMEHTY BbIGpaHHOro TMna

Cnucok
UHUyuamopos

HaxaTb KHOMKy '/ 1 chopmMmnpoBaTb CIMCOK NOAPAa3AeNeHNn, MEIOLLMX NPaBo
WMHWULMMPOBAaTb TUMOBOW NPOLECC No AOKYMEHTY BblibpaHHoro Tuna. Ecnu ato npaso
NpeaoCTaBnsieTCs BCEM COTPYAHMKAM, HYXXHO YCTaHOBUTL ¢hrnar Bece (OTMeYeH no
YMOMYaHuio)

ModnucaHue 31

YcTaHoBuTb bniar, ecnu cnegyet ucnons3osaTb Ol Npy co3gaHym NpoekTa JOKYMeEHTa

ModnucaHue 301

Mone cTaHOBUTCS AOCTYMHBLIM NpY ycTaHoBreHHoM donare ModnucaHue 3.

o6s13amesibHO YcTtaHoBuTb hriar, ecnm ncnonb3oBaHue 3l aBnseTca oba3aTenbHbIM AN MHULXMATOPOB
TMMNOBOrO npoLecca

lModnucbisaembie B cnydae ucnone3oBaHust Ol B AaHHbIA CMMCOK AOIMKHBI ObITb BKIOYEHbI NONS,

nossi onsi N3MEHEHME KOTOPbIX AOMKHO noanucsiBaTecs A1, MNone cTaHOBUTCS JOCTYMHbLIM NpW

UHUyuamopoe ycTaHoBneHHoM donare lTodnucarue 3.

HaxaTb KHOMKY ' 1 B MOSIBUBLLEMCS OKHe yKa3aTb Mons, NoAnncaHne KOTopbIX OOMKHO
OCYLLLeCTBNATLCA € NoMolLbio 3

V.3.2.5. 3anonHeHue BKknagku «CornacoBaHune»

dopmupoBaTtb 6oOKM cornacoBaHns MOXET TOJNIbKO COTPYAHUK C porbio [Admin].

Ha Bknagke CoeasracoeaHue chopmumpyeTcsa nopsagok 6nokos cornacoBaHus (B Tom vucne, 6nokos

9KCNepTun3bl), 3a4alTCa NapaMeTpbl COrnacoBaHUSA/3KCNEPTM3bl B LIENOM U AN KaX4oro u3 6nokos
COrnacoBaHusi AN TakuMxX TUMOB [AOKYMEHTOB, KakK WCXOASILWUA, OTBET Ha obpaiieHue, cnyxebHas
3anucka, OP[], 3asBka, 4OroBop, CoBeLLaHMe, MPOTOKOS, NPOU3BOSIbHBIV AOKYMEHT.

UtoObl co3pgaTb 6Gnok cormacoBaHus, HY)XHO HaxaTtb kHonky [HoBbIM OGnok cornacoBaHwus]

Ha Bknagke CoesrlacoeaHue v 3anonHnTb Heobxogmmble nonda (Tabnuua 37). MapwpyT cornacoBaHus
MO YMOIYaHMI0 MOXET BKIH0YATb OAMH UMW HECKOMbKO BOKOB cornacoBaHusi, NMMbo HW OJHOTO.

B cchopmmupoBaHHbIi MapLUpyT CTagmMm COrflacoBaHUS MOXHO BHECTU U3MEHEHUS.

UTtobObl OTpeaakTMpoBaTb OAMH M3 GNOKOB COrnmacoBaHUs, HY)XHO OBaXAbl LWENKHYTb MO HEMy,

HaxkaTb KHONKy [PepaakTupoBaTtb] Ha naHenun AeNCTBUN N BHECTU HYXXHble U3MEHEeHUS B nons 6noka.

YTtoObl yoanntb OAUH K3 OnokKoB cornacoBaHus, HY>XHO BbleNMNTb €ro B CNNCKe U HaXXaTb KHOMKY

[YaanuTtb], a 3aTeM noaTBepaANTb HAMEPEHUS B NOABMBLUEMCH Anarore.

Ta6bnuua 36. Mona Bknaaku «CornacoBaHue»

Mone

| OnucaHue
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Mone OnucaHwue
Paspewumpb MeHsIMb CHaTb conar, ecnv ucrnonHuTento Heobxoanmo 3anpeTutb Noboe pegakTMpoBaHue
mapwpym napameTpoB, COrMacyloLWnX N HACTPOEK 3TaMNOB COrMacoBaHNs B KapTOYke JOKYMeHTa
cozasiacoeaHusi (B TOM uncne, co3gaHne HOBOrO aTamna cornacosaHus). 1o ymonyaHuio yCTaHOBMEH.

Mpwn cHaTuu dnara:
1. B kapTo4ke TMNOBOro MapLupyTa CHUMaKTCH (ecnu Bbinun ycTaHOBMNEHbBI) U
CTaHOBATCH HEAOCTYNHbIMU AN peAakTupoBaHus cnaru:
e Pedakmupoeamsb npu3sHak U3eewams o.
e Pedakmupoeamsb npu3sHak «[lponycmumb coanacosaHuey.
e Pedakmuposamb npusHak «Bo3spauwjams npu nepeom Hecoasacuu.
e Pedakmupoeamsb npu3Hak «[lodnucbieamb GOKyMeHm ¢
ompuuyamesibHbIMU 8U3amMuy.
e Pedakmupoeamsb npu3Hak «[lponyck coanacyroujux, ebiHecwux
peweHue «CoanaceH»/ «CoenaceH c KOMMeHMapusimu».
2. B kapTouyke aTana cornacoBaHusi cCHUMarTCs (ecnm Obinn yCTaHOBMEHbI) 1
CTaHOBSATCS HEAOCTYMHBIMW ANl peAakTupoBaHus naru:
e Pedakmuposamsb npu3Hak «Bo3epauwjamb npu nepeom Hecoasiacuu.
e Paspewamb usmMeHsimb napamM. co2/1aCcO8aHUs.
e Paspewamb MeHsIMb Mapwpym.
o Paspewamb dobaesisimb coanacyroujux

HN3eewamsb o

B npouecce cornacoBaHnsa OTBETCTBEHHOMY COTPYAHUKY OTNPaBMAOTCA
yBegoMIeHnA O Xxoge cornacoBaHna n nognmcaHua. YcTaHoBUTb C NMOMOLLbIO
nepekntoyartens, o Yem Hago 6yaeT n3BeLlaTb OTBETCTBEHHOIO:
e 0 Ka)xOol peyeH3uu — B 3TOM Clyyae OTBETCTBEHHbIN OyaeT nonyyatb
YBEAOMIIEHMS O KaXKOoW NOCTYNMBLUEN peLIeH3nu;
e 0 nocsiedHell peyeH3uu — OTBETCTBEHHbIN NONY4YNT YBEAOMIIEHNE TOMBKO O
camoWi nocnegHen peueHsnv B MapLupyTe

Pedakmupoeamb
npusHak
HN3eewamb o

YcTaHoBUTb cpnar, €CNN NCNONHUTENIO A0IMKHA BbITb npenocrtaBjieHa BO3MOXHOCTb
penakTnpoBaThb none N3sewamb o cmaduu coas1acoeaHusi B KapTo4ke OOKYyMeHTa

Bosepawiamsb npu
nepeom Hecoanacuu

Ecnu cpnar yctaHoBneH, To JOKYMEHT BO3BpaLLaeTcs NCMONHUTENIO Ha AopaboTKy
nocne nonyvyeHus NepBom Xxe oTpuuaTensHon peueHsnn. Ecnu dnar He ycTaHOBIEH,
TO JOKYMeHT oboraeT BCex Ha3HayYeHHbIX PeLeH3eHTOB BHE 3aBUCUMOCTH

OT peLleHnn NpeablayLmx peLeH3eHToB (M 6ygyT ydTeHbl Bce nx 3amedaHns). Mpu
ycTaHoBKke dnara aBToMaTUyeckn cHumaeTcs (ecnm bbin yCTaHOBIEH paHee) u
CTaHOBMUTCH HeAOCTYMHbIM dhnar Paspewumsb nodnucbieames QOKYMeHM ¢
ompuyamesibHbIMU 8u3amu

Paspewumsb ABTOMAaTMYECKN CHUMAETCA (ecnuv ObiN YCTAHOBMNEH paHee) U CTAHOBUTCS
nodnucbigamb He[OCTYNHbIM NpW ycTaHoBKe ¢hrara Bo3epawamb npu nepeom Hecoasacuu.
0OKyMeHm ¢ YcTaHoBUTbL chnar, ecnun NCMONHUTENIO CO CTaann o6paboTKn 3ameyvaHnii JoMmKHa
ompuyamesibHbIMU ObITb MpegocTaBneHa BO3MOXHOCTb OTNPaBUTb AOKYMEHT Ha NognucaHue (Mnu
eu3amu yTBEepXageHune, B 3aBUCUMOCTU OT TUNa p,oxymeHTa) C oTpuuaTtesnbHbIMX BU3aMu
Pedakmupoesamsb CHaTb chnar, ecnu NCNonNHUTEN HeOOXoAUMO 3anpeTUTb peaakTupoBaTh dnar
npusHak «[lponycmums | [Iponycmumse coasacoeaHue B KapTodke JOKyMeHTa. [10 ymonyaHuo ycTaHoBMEH
coaslacogaHue»

Pedakmupoeamsb YcTaHoBuUTb chnar, ecnun NCNONHUTENIO JOJKHA ObITh NpefocTaBneHa BO3MOXHOCTb

npusHak «Bosepawamsb
npu nepsom
Hecoaacuu»

peaakTuposath doriar Bozepauwams npu nepeom Heco2s1acuu B KapTodke
OOKyMeHTa

Pedakmupoeamsb
npusHak
«Modnucbisamb
JOKyMeHm ¢
ompuyamenbHbIMU
eusamuy

YcTaHoBUTb cbnar, €CINN NCNOJNHUTENIO A0IMKHA BbITh npegocrtaBiieHa BO3MOXHOCTb
penakTupoBaTthb none Pa3pewumb nodnucbieams aOKyMeHm Cc
ompuyamesibHbIMU eUu3aMu B KapTO4Ke OJOKYMEHTa

v Cai
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Mone OnucaHue

lMponyck YcTtaHoBuTb hnar, ecnn Heobxoanmo NponyckaTb COrNacyroLKX, BEIHECLLKX PELLUEHne

coalacyrouux, «CornaceH»/ «CornaceH ¢ KOMMEHTapusMn» Ha npegbiayLen nrepauum

8bIHECWUX peuweHue: COrnacoBaHusl, Ha NOCNeayLNX NTepaumsax CornacoBaHns JOKYMEHTOB (HOBast

- «CoanaceH», uTepaumsi Ha4MHaeTCsl C MOMEHTa NOBTOPHOM OTMNPaBKN JOKYMEHTa N0 MapLUpyTy

- «CoanaceH ¢ nocne nopaboTkM AOKYMeHTa).

KOMMeHmapusimu» ®nar CoanaceH ¢ kKoMmMeHmMapusiMu oTobpaxaeTcs, ecnv B none BapuaHmai
peweHutl 0515 coanacyrou,ux BolbpaH BapuaHT pelleHus «CornaceH c
KOMMEHTapuaMmmn»

Pedakmupoeamb YcTtaHoBuTb donar, ecnv NCNoNHUTEN0 AOMKHa ObiTb NpeaocTaBieHa BO3MOXHOCTb

npu3sHak «lponyck penakTuposaTb none lIponyck coanacyroujux, ebiHecwux peuieHue «CoanaceH»/

coanacyrouux, «CoanaceH ¢ KOMMeHmMapusIMu» B KapTO4Ke JOKYMEHTa.

8bIHECWUX peuweHue: dnar CoanaceH c KOMMeHmMapusiMu oTobpaxaeTcs, ecnv B none BapuaHmebi

- «Coenacehn, peweHuli Ons coenacyrowux BbibpaH BapnaHT pelueHus «CornaceH c

- «CoenaceH c KOMMEHTapusamMmn»

KOMMeHmapusimu»

BapuaHmebi peweHrul BbibpaTb JOCTyMNHbIE BapuaHTbl peLLeHniA A5 COrmnacyLwmnx:

ons coesilacyrowux

e CoenaceH (yCTaHOBMEH MO YMONYaHMIO U HEOQOCTYNEH AN PeAaKTUPOBaHUS).

e CoenaceH ¢ kommeHmapusimu (yCTaHOBNEH NO ymon4yaHuio. [pn yctaHoBke
dnara ctaHoBWTCA AOCTYNHbLIM dhnar llponycmums cmaduro obpabomku
3ameyaHull).

e He coanaceH (yCTaHOBMEH NO YMOMYaHWMIO N HEAOCTYMNEH ANs
peaakTupoBaHus).

e  Owub0YHO HanpaesiIeHo (YCTaHOBIMEH MO YMOMYaHuio)

Mponycmums cmaduro
obpabomku 3ameyaHul

CtaHoBUTCA OOCTYMHbIM NpU yCTaHOBKe dnara CoasraceH ¢ KOMMeHmapusiMu
(BapuaHmbi peweHul 055 coanacyrouux).

Ecnu cpnar yctaHoBneH, To npu Hannyuum Bu3 «CornaceH ¢ KOMMeHTapusamMuy (nocne
3aBEpLUEHUS] BCEX 3TANOB COrMacoBaHWs) AOKYMEHT NEPEXOAUT Ha CrneayoLLyo
cTaguto 06paboTku AokyMeHTa (NnoanucaHne/ yTBepXKaeHue, B 3aBUCUMOCTU OT
MapLupyTa fOKyMeHTa), nponyckas ctaguto «Ha o6paboTke 3amevaHuin» (ecnum B
HacTpoWKax Takke YCTaHOBMeH cnar Pa3pewamb nodnucbieamb OOKyMeHm ¢
ompuyamesibHbIMU 8U3amu, TO NPU HanNM4YMM Bu3 «He cornaceH» OOKYMEHT Takke
noctynaet Ha cTaguo «Ha ob6paboTke 3amevaHuin»).

Mo yMOnyaHuMIo He yCTaHOBMEH

ModnucaHue 3I1

YcTaHoBuTh dhnar, ecnu cneayet ncnone3osatb Al Ha aTane cornacoBaHust
JOKYMeHTa

ModnucaHue 301
ob6s13amenibHO

Mone cTaHOBUTCS JOCTYMNHBLIM NPY YCTaHOBMeHHOM nare lModnucaHue 3.
YcTaHoBuTh dhnar, ecnu ucnonb3oBaHue 3l aBnseTca oba3aTtenbHbIM A48 aTana
cornacoBaHusi

ModnuckieaemMbie noss

B cny4yae ucnonb3osaHus Ol B AaHHbIA CNNCOK AOIMKHbI ObITb BKNOYEHbI NONS,
N3MeHeHne KOTOPbIX AOMKHO noanuceiBaTecs A1, MNone cTaHOBUTCS JOCTYMHbLIM NPy
ycTaHoBneHHoMm cnare ModnucaHue 1.

HaxxaTb KHOMKy "/ 1 B NOSIBUBLUEMCS OKHE yKa3aTb Nons, NoanmcaHmne KoTopbix
OOIDKHO OCYLLeCTBAATLCH € NoMoLubio Ol

Ta6nuua 37. Monsa kapTo4kn «Bnok cormnacoBaHnA»

Mone

OnucaHue

Tun amana

Bbl6paTb TN 3Tana: dman coaslacoeaHusi N Aman JKcrnepmu3bli

Tun

BbibpaTth cnocob cornacosaHus: MapannensHoe, lNMocnedosamenbHoe nnn Workflow

Apxumekmop. I'IpM YCTaHOBJIEHHOM MNepekKn4varene Sman 3Kcnepmu3bl OOCTYNeH
TOJSILKO NOCneAoBaTeNbHbIN TUM COrnacoBaHus

HaumeHoegaHue

BeecTu ¢ knaBuaTypbl HAMMEHOBaHWE 3Tana cornacosaHus, Hanpumep: CornacosaHue
¢ ®rHaHcoBbIM [enaptameHToM. MNMone o6A3aTensbHO AN 3anonHeHus

v Cai
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Mone OnucaHue
Mpodgpaiin HaxaTb KHOMKy | 1 BbIbpaThb npodann akcnepTusbl U3 CnmMcka AOCTYMHbIX 3HAYEHWUNA.
aKcriepmusbl Cnucok coaepxuT Bce npodhainbl 3KCnepTn3bl, CO3AaHHble ANs AaHHOMo TUMOBOIo

npouecca obpaboTkM OOKYMeHTa.
Mone gocTynHO Npu ycTaHOBIEHHOM nepekntoyatene Tunm amana B 3HaYeHne 3man
3Kcnepmu3sbl

Mopsidkoenili Homep

nOpFI}J,KOBbIVI HOMeEp Gnoka cornacoBaHusi B 0OLLIEM CMIUCKE. rlpOCTaBJ'IFIETCFI
aBToMartmnyeckn. Moxet 6bITb oTpegakTnpoBaHO BBOAOM C KraBuaTypbl

Cpok coanacoeaHusi

BBecTu ¢ knaBmaTypbl KONMYECTBO AHEWN, OTBEAEHHOE cornacylouemMy Ha
peLeH3npoBaHue

Hon. cpok BBecTu ¢ knaBmaTypbl KONMYECTBO AHEWN, OTBEAEHHbIX Ha cornacoBaHve
coaJjlacoeaHus [JOMNOJTHUTENBHO NMOCIE TOro, Kak NCTEK OCHOBHOW CPOK COrfnacoBaHus
Aemomamu4eckoe Ecnu dnar yctaHoBneH, To Nocne nctevyeHns oNoNHNTENbHOrO CpoKa CornacoBaHus
3aeepuieHue OOKYMEHT aBTOMaTu4eCck/ nepenaeTcs crneayoLlemMy no CrmncKy cornacyowemMy unm
coaJjlacoeaHus nepexoamT Ha cnegyrLwmnin 3tan MapLipyta (HanpuMmep, NOANUCaHNE UNKU YTBEPXAEHWE)

Bosepawiamsb npu
nepeom Hecoanacuu

Ecnu dnar yctaHoBneH, 4OKYMEHT BO3BpaLLaeTCcsl MCNOMHUTENI0 Ha AopaboTky nocne
Nony4YeHns NepBON xe oTpULaTENBHON peLeH3un B paMkax broka cornacosanus. Ecnu
conar He yCcTaHOBNEH, TO AOKYMEHT 060/AeT BCeX Ha3HaYeHHbIX PELIEH3EHTOB BHE
3aBWCMMOCTU OT PELLEHUI NpeablayLWunX peLeH3eHToB (M ByayT yuTeHbl Bce ux
3amevaHus).

Ecnun aHanormuHeli conar yctaHoBMNeEH Ha camoli Bknagke CoanacogaHue TUNOBOMO
MapLupyTa, TO 3HayeHue chnara B kapTouke 6110Ka cornacoBaHusi UrHopupyeTcst

Pedakmupoeamb
npu3sHak
Bosepawiamsb npu
nepeom Hecoasiacuu

YcTaHoBuTb chnar, ecnv UCNoSHUTENIO AOMKHA GbITb NPefOCTaBIIEHa BO3MOXHOCTb
pepakTupoBaTh none Bosepawjams npu nepeom Hecoasacuu 3Tana corfacoBaHvis B
KapTouKke JOKyMeHTa. ABTOMaTUYECKM CHUMAETCS M CTAaHOBUTCSA HEAOCTYMHbLIM ANs
peaakTUpPOBaHWs NMpY CHATOM cnare Pazpewumb u3MeHsImb napaM. co2/1acoeaHust

Paspewumsb
U3MeHsimb napam.
coasiacoeaHusi

YctaHoBuUTb dhnar, ecnv UCNONHUTENIO JOIMKHA ObITh NpegocTaBneHa BO3MOXHOCTb
pedakTMpoBaTth 3agaHHble B 610Ke cornmacoBaHvs napameTpbl MapLipyTa U3 KapTodkm
OOKYMeHTa

Pa3spewamb MeHsIMb
mapwpym

YCcTaHoBUTb cpnar, €CIN UCMNONHUTENO A0IMKHA ObITb npegocrtaBiieHa BO3MOXHOCTb
penakTMpoBaTb MapLlIpyT corfiacoBaHNA U3 KapTOYKM OOKYMEHTa. I'IpM yCTaHOBKe
AaHHOoro cbnara aBTOMaTU4eCKn yCTaHaBI1IMBaETCA cbnar Paspewamb dobaenssmb
coeslacyruwux n CTaHOBUTCA HEOOCTYNHbIM OJ1A peOakKTupoBaHUA

Paspewamsb [ocTyneH npu cHaToMm chnare Paspewamb 0obaesismb coanacyroujux. YCTaHOBUTb
dobaensmb donar, ecnu UcnonHUTEN AoIHKHa OblTb NpegocTaBieHa BO3MOXHOCTb A006aBnsATh
coanacyrujux COrnacyLUmMX 13 KapTOYKM JOKYMEHTa

ModnucaHue 311
6510Kka coanacoeaHusi

None goCTynHO NOMb30BaTENO C POSbI0 AGMMHMCTPATOP IO 6e30nacCHOCTH.
YctaHoBuTh dhnar, ecnu cnegyet ncnons3osatb Al anga 6noka cornacoBaHus

ModnucaHue 3I1
6s10Kka co2nacoeaHusi

[Mone gocTynHO NOMNbL30BaTENO C POSbl0 ABMMHMCTPATOP NO 6eB30MnacHOCTMH.
Mone cTaHOBUTCS JOCTYMHBIM NPU YCTaHOBEHHOM donare lModnucaHue 3.

ob6s13amesnibHO YcTaHoBUTL cbnar, ecnu ncnone3oaxue Al aensieTca obsa3aTenbHbIM Ans 6noka
corfnacoBaHuA
Coanacyfouwe B kauvecTBe cornacyrowmx MmoryT BbIiCTynatb COTPYAHUKU C 6M3HeC-pOJ'IbIO

Cornacyommiz. [1py ycTaHOBNEHHOM nepekntodaTene dman akcrnepmu3bi ons Beibopa
B none Coanacyrowjue 4OCTYMHBI TOMBKO Nonb3osateny, obnagaroLme KomneTeHumen,
yKka3aHHOW B BbIbpaHHOM npodanine aKkcnepTusbl.

HaxaTtb KHONKy ' 1 chopMUpoBaTh CMMNCOK COrnacyoLmx B NosiBUBLLEMCSH Ha 3KpaHe
Avarnore

V.3.2.6. 3anonHeHue BKknagkm «PaccmorpeHmne/cnonHeHue»

Ha Bknagke PaccmompeHue/MicnonHeHue TUMNOBOro npouecca Ans AoKymeHTa Bxogawwmn, O
3a4alTca NapaMeTpbl CTaguin paCCMOTPEHUST U UCNOSTHEHNUST IOKYMEHTA.

[ns 3anonHeHus Bknagku PaccmompeHue/UcrioniHeHUe HYXHO:

v Cai
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1. 3anonHuTb OCcHOBHbIE Nonga Bknagku (Tabnuua 38).
2. HaxaTtb kHonky [[yHKT pe3ontouuun] Ha naHenu 4encTBun 1 BbibpaTb:

e [HoBas] — B oTKpbIBLLEMCS AnanoroBoM okHe «[JobaBneHne nyHKTa pe3ontouumn»
co3gatb HoByto pesontoumto (Tabnuua 39);

. [U3 wabnoHa] — BbIbpaTh LWabnoH pe3ontoumm B OTKPbIBLLEMCS Cnncke Bbibopa
WabnoHoB 1 Npu HeobX0AMMOCTM OTpeAaKTMpOoBaTh B AMANOroBoM okHe «PegaktupoBaHue
NYHKTa pe3onoLuny.

3. TloBTOPUTL yKasaHHble B MyHKTE 2 OENCTBMSA AN CO30aHUS HYXKHOrO KONMuyecTBa MyHKTOB
pesonoumn. Bce cdopmmpoBaHHble MYHKTbI pes3ontouun oTobpasaTca Ha BKnagke B none
lIpoekm pe3osoyuu.

UTtoObl O0TpeaakTMpoBaThb (y4anuTb) OOWH M3 MYHKTOB PE30STOLNN, HYXXHO HaxaTb KHOMKy [[yHKT
pesonounu]:[UameHuTtb] ([Yaanutb]) (cm. n. X.3.3 PegaktupoBaHue wabnoHoB).

Tabnuua 38. Nonsa Bknagku «PaccmoTtpeHne/icnonHeHue»

Mone | Onucatue
Aman paccMompeHusi:
Cpok HaxaTtb kHOMKy ' 1 BbIBpaThb 13 crioeaps rpudd CPOYHOCTU PACCMOTPEHNS JOKYMEHTA.
paccmompeHusi KonnyecTtBo AHeNn ycTaHaBnvMBaeTCs aBTOMATUYECKM B 3aBUCUMOCTY OT BbIGPaHHOro

rpycba CpOYHOCTN PaCCMOTPEHUS, C BO3MOXHOCTBIO peaKTUPOBaHUS:

e CpouyHo - 3 gHs.

e OnepaTuBHO - 30 gHeW.

e Becbma cpo4Ho - 1 gHen.

e HemeaneHHo - 0 gHen.
Ecnu ykasaHHOe Konm4ecTBO AHeN He By4eT COOTBETCTBOBATbL BblOpaHHOMY rpudy
CPOYHOCTU pacCMOTPEHWSs!, TO NPU COXpaHEeHUM TUMOBOrO MapLUpyTa rpud CPOYHOCTM
pacCMOTPEHUS CHUMaeTCs

Paccmampueatom | HaXaTb KHOMKy ' 1 ChOPMMPOBATE CIMCOK PACCMATPUBAIOLIMX B MOABMBLUEMCS Ha 9kpaHe

avnanore
lModnucaHue 311 Mpn HeycTaHoBNeHHOM dhnare 31 He ncnonb3yeTcs Ha cTaguMn PacCMOTPEHNUS AOKYMEHTA.
Mpu ycTaHoBke dnara otobpaxaetcs none lModnucaHue 31 06s13amenibHO
ModnucaHue 311 Ecnu cpnar yctaHoBneH, To 6e3 nognucanust A JOKYMEHT He MOXeT ObiTb OTNpPaBneH Ha
o6s13amesibHO cnepywowyto ctaguto. Ecnv donar He ycTaHOBMEH, TO AOKYMEHT MOXET NOCTYNUTb
Ha cnegywowyto ctaguio 6e3 nognucanmsa 3l
lModnucbieaembli B cnydae ucnone3oBaHust A B AaHHbIA CMMCOK AOIMKHBI ObITb BKIOYEHBI NONS,
nons N3MEHeEHME KOTOPbIX AOIMKHO nognuceiBaTbea AM. [None ctaHOBUTCA JOCTYNHBIM Npy

ycTtaHoBrneHHoMm cdnare ModnucaHue 1.

HaxaTb KHOMKY ' 1 B NOSIBUBLUEMCS OKHE yKa3aTb Nons, NoAnMcaHne KoTopbiX AOMHKHO
OCYLLECTBNATLCSA C nomoLbo Ol

dman ucnonHeHusn:

lMpoekm 3anonHseTcs aBTOMaTMYEeCKN Mpu CO34aHUKN NMYyHKTa Pe30oLUmMm C MOMOLLbIO KHOMKN Ha
pesosiroyuu naHenu gevicteuii [MyHkT pesontouuun]:[Hoas)/[U3 wabnoHa]

Tabnuua 39. Monsa dopmbl «[Jo6aBneHne NyHKTa pe3ontouny

Mone OnucaHune

YcTaHoBuUTb hnar, ecnm no pesonioumnm HeobxoanmMo co3fgaTb HECKONbKO PaBHO3HAYHbLIX
Mynbmunopy4eHue | NOpy4eHUA UCNONTHUTENSAM

OmeemcmeeHHbIU | HaxaTb KHOMKY * 1 yka3aTb O 0TBETCTBEHHOIO UCMOMHUTENS B NOSIBUBLUEMCS Ha
ucnosHumersb 3KpaHe guanore, lNpu yctaHoBrneHHoMm donare Mynbmunopy4yeHue none cKpbiTo

Ucnonnumenu HaxaTtb KHOMNKy ' 1 chopMUPOBaTb CNMCOK COMCNONHUTENEN Pe30noLnm
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Mone OnucaHune

Ymo cdenamsb BBecTu ¢ knaBmaTypbl UK HaXaTb KHOMKY | 1 BbIOpaTb U3 CNMCKa KIMYEBbIX 3HAYEeHWUI

TEKCT 3adaHuA

Ha konmpornb Mpy He06X0AMMOCTM YCTAHOBUTb NPU3HAK KOHTPOMBHOCTY pe3ontoumn. Mpu ycTaHoBke

dorara ctaHOBUTCSA JOCTYNHbLIM none Konmposep

CpOK UCIIOJTHeHus Bbl6paTb CPOK UCNOJIHEHUA: 8 OHSIX NK 8 Yacax.

BBsectu c KnaBhnaTtypbl CPOK UCNOJTHEHNA NO pe3onounn

Konmponep HocTynHo npu yctaHoBke hnara Ha koHmpousib. HaxaTb KHOMKY ! 1 ykasaTb KOHTponepa
Mo MyHKTY pe3osiioLMn B NOSABUBLUEMCS Ha 3KpaHe ananore

Modnucan HaxaTb KHOMKY ' 1 yKa3aTb NoAnMcaHTa NyHKTa pesoniouny B NOSIBMBLLEMCS Ha SKpaHe
Ananore

V.3.2.7.3anonHeHue BKNagkun «Paccbinka»

Ha Bknagke Paccbisika KapTO4ky TUMOBOrO npouecca Ans AOKYMEHTOB: BXoasLMi, obpalleHue,

op4, coBellaHne, NpoToKOon, I'IpOI/ISBOJ'IbeII7I OOKYMEHT — 3a4aloTCA napamMeTpbl pacCblfiKh OOKYMEeHTa,
co3faeTcA CnNUCOK COTPYAHMKOB, KOTOPbIM 6yD,yT paccbinatbCA AOKYMEHTbl AaHHbIX TUMOB.

[na 3anonHeHna Bknagkn Paccblsika HY>XHO:

1. YcraHoBuTb dnar AMcnonb3oeamb pacchbiiKy ¢ noodmeepx0eHUeM O3HaKOMJIeHUSs, eCnn

HeobXoaNMO OCyLLEeCTBNATL PACChINKY C NOATBEPXKAEHMEM O3HAKOMIEHMS. YCTaHOBUTbL chnar
Ucnonb3oeamb paccbisiky Onsi ceedeHusi, eCnin HeobBXO4MMO OCYLLECTBNATL PACCbINKY ANns
cBegenud. Npu yctaHoBKe xXOTst Obl 0gHOro doriara B KapTovkax JOKYMEHTOB COOTBETCTBYHOLLMX
TMnoB OygeT oToGpaxaTbcs BKNagka Paccbiika.
Mpu yctaHoBrneHHOM dnare Mcnonb3oeamb paccbliiKy ¢ nodmeepxdeHUeM O3HaKOMJIeHUS!
oTobpaxaeTcsi norne CpoOK oO3HakomsieHusi (OHel) ONS YyKa3aHUsS CpoKa O3HaKOMIEHMsI Mo
YMOM4YaHuto.
YcraHoBuTb hnar 3anpemumb U3MEHeHue CIUCKO8 pacchbl/IKU, €Cnun Heobxoommo
UCKIMIOYNTL pefakTMpoBaHWe yaaneH wue Wu3 KapTodkM [OKyMeHTa npefonpenesieHHbIX
MapLUPYTOM CMUCKOB pacchbifiki. 1o ymonyaHuto gpnar He yCTaHOBMEH .

HaxaTb kHOMky [[lo6aBUTbL] Ha naHenu OencTtBun M B nosiBuBlUenca ¢opme nobaBuTb
COTPYAHMKOB B HYXHbIA CNUCOK paccbinkn (PucyHok 13). MmeeTca BO3MOXHOCTb M3MEHUTb MO
CBOEMY YCMOTPEHMIO CPOK O3HAKOMIMNEHNS OS5 PACChINKN C NOATBEPXKAEHNEM O3HAKOMMNEHUS.

4. HaxaTtb kHonky [OK].
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Cnucok paccenkn E
Paccbinka C NoOATEEPHASHHEM Paccbinka AnA CBefeHHA
HaiTi: HaiTti:
=)
4=

(He Gonee 50 3Ha4YeHWN)
CpoK 03HaKoMNEeHMA (B OHAX): |5

(0] OTMEHA

PucyHok 13. Co3gaHue cnucka paccbifniku

/\ [na nepemelleHnsa coTpyaHUKoB mexay 6rnokamu «Paccbinka ¢ nogTBepxaeHmem» n «Paccbinka
.2 ANsi cBedeHns» cnegyeT MCnonb3oBaTb KHOMKK "
/\ Mpu fobaeneHnn coTpyaHMKOB B CIMCOK AOCTYMHbI creayroLlme ceoinku: Bce docmynHbie, U3
Y\ cnucka paccbinku, lo cmpykmype, U3 nodpa3sdeneHusi, [loopa3deneHusi, CUCKU pacchbiyiKuU,
s Jlu4dHble cnucku paccbinku, Fpynneil, Mol caliim. Kaxabii CMCOK PacChINKU MOXET coaepaTb He

6onee 50-Tu nonb3oBaTtenen. JIYHbIe CIUCKU PaCChISKU AOMMKHbI ObITb NpeaBapUTENbHO Co3aaHbl
coTpygHukom B b1 CnpaBo4HUK opraHu3auum. ObLine CnMcKX pacchiiki UMeeT NpaBo co3aaBaTtb
TONbkO AOMUHUCTPATOP.

Mpn BblgeneHun [obaBneHHOro CnmMcka paccbifikn U HaxaTun KHomku [MocMoTpeTb cocTtas]
oTkpoeTcs dopma «[pocmoTp coctaBa cnucka» (PucyHok 14), B KOTOpOM oTobpakaeTcsi BecCb
nepeveHb COTPYOHUKOB BbIAEMNEHHOrO Crnmcka.

MpocmoTp cocTaea cnucka Iz'

Apgeee M.H. - (o]
Batoiwee M.C. - KypaTop nogpazfensHua | coBMewleHue ), Oprak_

BobbineHko C.M. - AOMWHWCTpaTOop Mo gdoroBopHol paboTe, OTaes 1

BaHTeeea O.H. - PykoeoauTens otgena, OTden AenonpoMsEo00cCTE

OemuHa M.C. - CTapwwi pervctpaTop, OT4en 4enonpoWsBOACTES

OybpoewH N.C. - MH#eHep 1 pazpAaga, NpoWsECACTEEHHOE Nodpa ™

MNpeabimywwe 50 Cneaywowume 50

PucyHok 14. CocTaB cnucka paccbifiku
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Mpwn BblaENEHMM Ao6aBNEHHOro CnNMcKa paccbifiki (NonNb3oBaTenst U3 CNMCKa) M HaXaTUM KHOMKK
[Yaanutb] (a Takke nocne noaATBEPKAEHUS BbINOSIHEHMA oOMnepauvMM B MOSIBUBLLEMCS Ha 3KpaHe
COoO06LLIEHNN) NPOMCXOOUT YaaneHne Cnmcka paccbiiku (Monb3oBaTens U3 crnmcka).

Ona un3mMeHeHuMss Tuna paccbiikm (K CBEOEHW0 WUNu € NoATBEPXKOEHMEM O3HAKOMIEHWUS)
Heob6XxoANMO BbILENUTL CNNCOK (MONb30BaTENs) U HaXaTb KHOMKY [M3MeHUTb Tun paccbinku], nocne
4yero TN pPacchbinkun Ansi BblA€NEHHOro cnucka (nonb3oBartens) 6yaeT U3MeHeH.

V.3.2.8.3anonHeHne BKnagku «J[lonosnHUTesNbHbIe aTpudOyTbl» KapTO4KM TUNOBOIO

npouecca

UT0oGbl BbLINOMHUTL HACTPOWMKN [AOMOSHUTENbHLIX MOMeN KapTOYKM OOKYMEHTa ANnsi BHECEeHMs
AOMNONMHUTENbHOW  MHOPMaLMK, He NpegyCMOTPEHHOW OCHOBHbIMM MOMSIMUA, HYXXHO B TUMNOBOM
MapLupyTe OOKYMeHTa Ha Bknaake [JonosiHumesnbHbie ampubymbi BbiGpaTb C nomolbtlo dnaros
aTpubyTbl, KOTOpble AOIMKHbI OTOOPaXaTbCs B KAapTO4Ke BbIOPAHHOro TMna OOKYMEHTa W 3anosfHUTb
COOTBETCTBYHOLLME NONS BblOpaHHOro atpubyra.

Onuncanune nonen Bknagkm fJonosnHumenbsHbie aTpubyThl NpeacrasneHo B Tabnuue (PucyHok 15,
Tabnwuua 40).

Orobpaware MeTHa nona Tun nonA HazeBaHwre nona CNUCKH 3HAYEHHH
Ha dopmMe

I Lable 1 TekcToBoe HauMeHoBaHME

r Lable 2 TekcroBoe

r Lable 3 TekcroBoe

r Lable 4 TekcToBoe

r Lable 5 Yucnosoe

¥ Lable & CnpasoYHKE BWabl AOrOBOQOE EBuObl AOFOEOpOE j

~ Lable 7 Cnucor CpouHocTy|

r Lable 8 Cnucok

r Lable 9 Oata

r Lable 10 Oata

PucyHok 15. Bknagka «[JononHuTenbHbie aTpUGyThI»

Ta6bnuua 40. Nonsa Bknapgku «[JononHuTenbHbIE aTPUOYThI»

Mone OnucaHue
Omo6paxamsp Ha YcTaHoBuUTbL hnar B aTpmnbyTtax, KoTopble TpebyeTca oTobpaxaTb B KapTOUvke
¢ghopme OOKYMeHTa Ha Bknagke JonosHumenbHble ampubymabi
Memka nons MeTtka nons. None HeJoOCTYNHO AN peAakTupoBaHUs
Tun nons Tun nons: TekctoBoe, Yncrnosoe, CnpasoyHuk, Cnncok, Oata. [None HeagocTynHO
ONs peJakTMpoBaHus
Ha3eaHue nons BBecTu c knaBmaTypbl HaUMEHOBaHWE NOJs
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Mone OnucaHue

Cnucku 3Ha4yeHuli | [Npu BbiGope Tna nons CrnpaeoYyHUK BbIOpaTb CNPaBOYHMK U3 Cnincka
crnpaBoOYHUKOB 1 crioBapen bl CnoBapu:

Bwa TpaHcnopTa -
Buakbl oorosopos
BuObl OOKYMEHTOE
Buabl NpUnocHeHWiA
DOpMYNMPOBKK pPEIONFUMIA bl
l'lle Bbl60pe Tuna nons Cnucok BHECTU 3HAYEHUs Cnuncka ¢ NMOMOLLIbKO KHOTMKWN
PEQAKTHPOBAHNE SHAYEHNA CINCKA... X
EDHHD Ok
>(_ OTHEHA
V.3.3. CospaHne wmapuwpyta cornacoBaHua ¢ nomowbio WorkFlow
ApxuTtekTop

B C3[ cywecTtByeT BO3MOXHOCTb MOCTPOEHUS MapLUPYTOB CTaguM COrfacoBaHWSA C MOMOLLbIO
cpeacte Workflow. [Ina atoro Ha paboumx CTaHUUSX agMUHUCTPATOPOB OOSMKHO OblTb YCTAHOBIEHO
nporpammHoe obecneyveHne Workflow Architect 6.5/7.

MapLpyT cTagumn cornacoBaHusl, 3agaBaemMbll B TUNMOBOM MPOLIECCe NPUHATUS peLLEHWIA, COCTOUT
13 nocriegoBaTenbHOCTU cneaylowmnx Apyr 3a Apyrom atanos cornacoBaHud. Wcnonbsys WorkFlow
ApXUTEKTOP, aAMUHUCTPATOP WMMEET BO3MOXHOCTb CO34aBaTb HECTaHOApPTHbIE MapLUpyTbl CTagun
cornacoBaHus, B KOTOPbIX 3Tanbl COrnacoBaHns MoryT ObiTb pacnonoXeHbl Kak nocrnenoBaTesnibHO, Tak n
napannensHo. Kpome TOro, B HeCTaHOapTHOM MapLUpyTe MOXHO 3agaTb COOCTBEHHble YCroOBMS
nepexoda OT OQHOrO aTana K apyromy.

MpenBaputenbHble HacTponkn Workflow nogpobHo onuncaHbl B pasgene «OcobeHHOCTN yCTaHOBKM
Workflow Architect 6.5/7» gokymenTta «Jlornka ECM. C3[1 - PykoBogcTBO agMuHUcTpaTopa.

YUT06bl CO3aaTb HECTAHAAPTHbLIMA MapLUPYT CTaguM CormnacoBaHusl, HYXHO:

1. B kapTouke «brnok cornacosaHusi» B none Tun BbiOpaTh 3HavyeHne WorkFlow Apxumekmop.
B pesynbTaTte oTobpaxaeTca gononHutensHoe none HaseaHue npoyecca.

2. Pagom c nonem HaseaHue npouecca HaxaTb KHOMKY = W BblOpaTb HYXHbIN MNpoLecc
Workflow B nosiBuBLLEMCS Ananore.

B paHHOM crniyyae B none Coanacyroujue 3aHOCATCHA COTPYAHUKW, KOTOpble ByayT ydacTBOBaTb
B corrnacoBaHum BMecTo popmMyn «lpegornpeaeneHHbln COrnacyowmun ...» B MapLupyTax, cosgaBaemblxX
B LWF. Ipu aTom ncnonb3yeTca crneayroLwun NpUHLUN cOOTBETCTBUA: B hopmyny «lpegonpeneneHHbIn
cornacylowmn 1» noacraenseTcsa nepebli nonb3oBatens u3 nons Coanacyrowjue, B dopmyny
«[lMpeponpeneneHHbIn cornacywmm 2» — BTOpon U T.4.

Mpu HacTpolike cornacoBaHus cpegcteamu Workflow Heobxoaumo onupaTbCst Ha JOKYMEHTaUMo No
Workflow.

NOTHKA 61
¥ Cai



CayxeOHble 0a3bl JAHHBIX BJ/] Tunoevie mapuipymaol

OcTtanbHble nonga 6noka cornacoBaHus 3anosTHAKTCS CTaHOapTHbIM crnocobom.

V.3.4. Co3pnaHune npodanna akcnepTusbl

Mpodhann akcnepTunsbl npeactaBnaeT cobon HACTPOEYHbIM AOKYMEHT, B KOTOPOM ONpeaensitoTcs
aTpnbyTbl KapTOYKW, AOCTYMHble AONS pefakTMpPOBaHMS Ha 3Tane aKcnepTusbl — 0cobo pexuma
corfiacoBaHust 4OKYMEHTa, CO34aHHOro no JaHHoMy npodpanny.

[nsa co3ganuna npodharna akcnepTuabl HY>XHO BbINONHUTL AENCTBUSA:

1. OtkpbiTb B[] TUNOBbLIE MapLIPYTbI.

2. T[lepenTtn B NnpeacrasneHne Ipogaiiiabl 3KcnepTH3bI.

3. Haxatb kHonky [Co3pgaTtb npocpann] Ha naHenn AencTBUNn.

4. 3anonHuTb Nons OTKPbIBLUENCS KapTovkM npodhainna akcneptusbl (PUCyHOK 16).

e HaumeHoeaHue — BBECTU C KnaBmaTypbl HAaMMeHOBaHWe npodanna.

Tunoeolii npoyecc — HaxaTb KHOMKY ' 1 BblOpaTb HYXHbIA TUMOBOW Npouecc obpaboTku
OOKYMEHTa.
OTan aKcnepTusbl MOXHO co3gaTth Ansa gokymeHToB B[l MpuHsaTue pewenunn (Jorosop, 3asBka,

OP[, CnyxebHasa 3anucka), b[] KaHuensapusa (Mcxogswwui), Bl O6paweHus rpaxagaH (OTeeT Ha
obpalueHne).

° KomnemeHuun — HaXaTb KHOMKY ' N Bbl6paTb KOMnNeTeHUUo COTpyaHUKa.

e Cnucok ampubymoe, docmynHbix Ons pedakmupoeaHusi — YCTaHOBUTb dnarn B
nonsax, AOCTYNHbIX ANA pefakTUpOBaHUS Ha aTane akcnepTuabl (PUcyHokK 16).
MepeyeHb aTpubyTOB, OTOOpaXkaeMbix B none Cnucok ampubymoe, docmyrnHbix Ossi
pedakmupoeaHusi, 3aBUCUT OT TUMOBOIO MapLUpyTkM 06paboTku JoKyMeHTa 1 3agaeTcs B B[
LLla6noHbI B NpeacTaBneHUN ATpuGyThl A0KYMEHTA.
5. fob6aeneHue u pedakmupoeaHue 6J/10eHuUll — YCTaHOBUTbL dnar, ecnM Ha 3Tane
3KCNepTusbl COTPYOHUKY C BblbpaHHOW KoMneTeHumen OypeT [ocTtynHo pobasneHue u
pefakTupoBaHNe BrOXEHUIA.

6. M3meHeHue Mapwpyma — yCTaHOBUTb cnar, ecnu Ha aTane 3KCNepTU3bl COTPYAHWUKY C
BblOpaHHOW KOMNeTeHLMen 6yaeT 4OCTYNHO peaakTMpOBaHNe MapLupyTa .

7. CoxpaHuTb BBEOEHHYIO MHOPMaLMIO.

B pesynbTaTte co3gaHHbI npodann aKcnepTnsbl oTobpaxaeTca B OQHOMMEHHOM npeacTaBneHnm
Ipodaiiabl 3xcnepTussl b1 TunoBble MmapwpyTbl B KaTeropum AOKYMEHTa, KOTOPOMY COOTBETCTBYET
BblOpaHHbIM B Npodhaine TMnoBow npouecc obpaboTku.
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-OC-5-T1P».

Mpodaiin akcnepTusbl
HanmeHoBaHune

TunoBo# npoyecc
Komnerenuyua

Cnucok aTpubyToB, AOCTYNHbIX
ANS peaaKTUpOBaHua

fobaeneHue n peaakTMposaHue
BAOXKEHWIA

NsMeHeHne mapwpyTa

!ﬂoroaop

r
-

-

-
-
-
-
-
-
-
-
-
-

-

Oarta Ha4ana

[aTta oKoH4YaHua

HaumeHoBaHue

HAC

OBocHoBaHWe aBaHCOBOro NAaTexa
Mpu3HaKk aencrena
CoaepxaTensHana 4acTb

CyMma aBaHca

Cymma no BrogxeTty

CyMMa No AcKyMeHTy, B T.4. HAC

Ycnoeusa acrosopa (Bce TEKCTOBLIE Nona)

®opma onnartsl

Vel 4

PucyHok 16. Nons kapToukm MNMpodhanna akcnepTusbl

I'Iepequb nonewm, KOTOpble MOryTt ObITb YKa3aHbl KaK OOCTYrNHble OANA peaaktupoBaHUA HaA 3Tane
9KCNepTun3bl, B 3aBUCUMOCTU OT TUNA AOKYMEHTA, YKa3aH B NPpUnoXeHnn OKyMeHTa «Jlornka ECM. CG,D,
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VI. B[ MNowuck

VI1.1.0 6a3e gaHHbIX

Bl Mouck — aTo BCcnomoratenbHasi 6asa gaHHbIX, NO3BOMAOLWAs NMPOM3BOAMTL NOUCK NO Habopy
aTpuMOyTOB pPErncTpauuoHHbIX KapTodek dyHKUMOHanbHbIX nogcuctem. B TMouck oTHocuTtcA
K MONb30BaTeNbCKMM CepBuCaM.

®yHKUMOHanNbHbIE BO3MOXXHOCTU B[] Mowuck:
e Co3gaHuve U BbINONHEHWEe 3anpocoB Ha NOUCK JOKYMEHTOB.
e BbiBOA Ha nevaTb pesynbTaToB Nomucka.

e XpaHeHue pe3ynbTaToB BbINOMHEHWUSI 3aNPOCOB HA NMOUCK AOKYMEHTOB.

VI.1.1. O630p npeacraBneHnn

O6nacTtb HaBuraumm B[] Mouck cogepxut cnegytowmne npegcrasnenuns (Tabnuua 41).

Tabnuua 41. Npeacraenenns b Mouck

HavmeHoBaHue OnucaHue

HoBblit noucK OTobGpaxaeTcs popma 3anpoca Ha Nouck, C MOMOLLbI KOTOPOW
OCYLLECTBMAETCHA NOUCK AOKYMEHTOB Mo 6a3amM AaHHbIX

JIngHbIe HACTPOIKH CoOepXuT NMYHble HACTPOWKN NapameTpoB NOUCKa NO TUNaM JOKYMEHTOB
CoxpaHeHHbIE 3aMPOChHI CofepXuTt 3anpochkl, COXpaHeHHbIEe NoNb3oBaTeNeM
Cnpaska Vcnonb3yeTcsa ans nepexoda K cnpaske no pabote ¢ 6a30M JaHHbIX
O 6ase Vcnonb3ayeTcsa ans nepexofa K OCHOBHOW MHdopmaumm no gaHHon 6ase
VI.1.2. OnucaHune ncnonb3yemMbiXx 3Ha4YKOB

B B[ MNMounck nodacHUTENbHbIE 3HAYKN HE NCNOSb3YHOTCS.

VI.2.HacTpounka 6a3bl 4aHHbIX

Hactpowiku B[l Mouck cosgatTca aBToOMaTUYeCKU Mpu YCTaHOBKE CUCTEMBI. [INsi KOPPEKTHOW paboThbl
noucka M3MeHsITb UX He crnegyer.

VI.2.1. HacTpounku noncka

HacTpolikn novcka cosnaroTca aBToMaTU4eckn Npu ycTaHoBKe cucTeMbl. [Ina Toro 4to6bl 3aaath
HaCTPOWKM Noucka Mo ymonyaHuio, Heo6xoaMMo HaxaTb kHomnky [Co3aaTh HAaCTPOWKU Nouckal B
AokymeHTe HacTpoek B Mouck. Ecnu HacTpoiku Gbinu co3faHbl paHee, NoATBEpAUTbL OGHOBIEHNE
HacTpPOEeK B OTKPbIBLLEMCS ANANOroBOM OKHE.

Ans ynaneHvs HacTpoek HEO6XOAMMO HaxaTb KHOMKY [YAanuTbe Bce HacTpoMkum].

HacTpoiiku noucka onpedenstoTcs Ans Kaxaoro Tuna [OKYMeHTa B OTAeNbHOCTU. YTobbl
N3MEHUTb HAaCTPOWKM NMoucka AN JOKYMEHTa onpeaeneHHoro Tmuna, HyXHo:
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OTkpbiTe B[] AAMUHUCTpUpOBaHME W nepenTM B npenctasrieHne Hacrpoiiku MomyJieii:
Tekylue HaACTPOHKHU.

Boibpatb gokymeHT Hactpoek B[l lMouck n HaxaTb Ha naHenn QOEeWCTBUM KHOMKY
[PepakTupoBatsb].

OTkpblTb BkMagky Hacmpoliku noucka w 3anonHuTb none MakcumanbHbil pa3mep
pe3ynbmamoe noucka (200, 500, 1000) — ecnu npu Noucke OOKYMEHTOB Obino NpeBbilleHO
yKa3aHHOe B [aHHOM More 3HayeHue, TO nonb3oBaTento OyaeT U3MEHUTb KpuTepum nowucka,
nmbo OTKpbITb pe3ynbTaThl. [lpy 3TOM pesynbTaThl BbiBOAa OyAyT ypesaHbl OO KOonuvecTBa
AOKYMEHTOB, YKa3aHHOro B 3TOM Mone.

Ha Bknagke Hacmpolku noucka HaxaTtb kKHomnky [Co3aaTb] (MNn OTKPbITb OAHY U3 KapTo4ek
HaCTPOEK U NePENTN B PEXUM peaakTUpoBaHNS).

3anonHnTb Nnonst oTkpbiBWeENcs gopmbl (Tabnuua 42).
CoxpaHnTb N3MEHEHMS U 3aKPbITb KAPTOYKY HACTPOEK.

BbiiTn 13 pexxnma pegakTMpoBaHUS HAacTPOEK, HaXKaB KHOMKY [3aKpbITb] HA NaHenu 4encTBun
1 NOATBEPANB HEOOXOAMMOCTbL COXPaHeHUsa MHdOopMaLnN.

Ta6nuua 42. NMonsa dopmbl «HacTponka nonckar

Mone OnucaHue

Tun dokymeHma
HaxaTtb Ha kKHOMKy """ 1 yka3aTb C MOMOLLbIO hiaroB B OTKPbIBLLEMCSI ANANOroBOM OKHE
TUNbI JOKYMEHTOB, KOTOpble MOXHO ByaeT uckatb B B[] TOUCK (nepeyeHb Tnos
OOKYMEHTOB 3aBUCUT OT BbliOpaHHbIX B none Crnucok 6a3 6a3 gaHHbIX)

Cnucok 6a3
HaxxaTb Ha kHomKy **" 1 BbIOpaTh U3 cnucka B OTKPbIBLLUEMCS JUariloroBOM OKHE NepeyeHb
0a3 JaHHbIX, B KOTOPbIX MOXET MPOM3BOAUTHCS NOUCK JAHHOIO TMna JOKYMEHTa

Uckamb lMone 3anonHaeTca aBToMaTU4ECKM HauMeHoBaHUsIMK oopM, No KOTOpbIM ByaeT

0OKyMeHmbI Mo NpOM3BOAUTHCH MNOUCK JAHHOrO TMna JokymeHTa. INMpy HeobGX0AMMOCTU CKOPPEKTUPOBATL

¢ghopmam 3Ha4YeHus

HNHdekc muna lMone 3anonHsaeTca aBToMaTUYeCKM MHAEKCaMN TUNOB JOKYMEHTOB, NO KOTOPbIM OyaeT

JdoKymeHmMa NpOM3BOAUTHCH MNOUCK JAHHOrO TMna JokymeHTa. [Mpy Heo6X0AMMOCTU CKOPPEKTUPOBATL
3Ha4YeHuns

Tonbko 2nasHbIe YcTaHoBuUTh dhnar, ecnum Heob6xoauMo UCKaTb TOMbKO rMaBHbIE AOKYMEHTHI

JOKyMeHmbI

VI.2.2. HacTtpowuka noneun 3anpoca

YT06bl HACTPOUTDL MO 3anpoca HYXKHO:

1.

OTtkpbiTe B[] AAMuUHUCTpUpOBaHME W nepenTM B npeactasrieHne Hacrpoiiku MomyJeii:
Texkyuiue HACTPONKH.

Boibpatb pgokymeHT HacTpoek B[l TMouck u HaxaTb Ha naHenu OEWCTBUA  KHOMKY
[PepakTupoBaTtsb].

OTkpbITb BKNagky Hacmpolika nonet 3anpoca, nocne 4ero:

e HaxaTb KHOMKY "' 1 B OTKpbIBLUENCHA (DOPME C MOMOLLBIO hiaroB ykasaTb Mosis, KoTopble
AOMXHbI BbITb 4OCTYMHbI B JIMYHbIX HACTPOMKAX NOUCKa.
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e HaxaTb KHOMKY < g oTKpbiBLLENca dopme «COopTMPOBKA 3HAYEHWt» U3MEHUTb
¢ nomolubto cTpenok T u L nopsgok nonen novckosoro 3anpoca.

HacTtpoiika nonewn 3anpoca Ans Kaxaoro Tuna JOKYMEHTOB OCYLLECTBNAETCA Ha COOTBETCTBYHOLLEN
BKNajKe.

4. BbINTU U3 pexuma pegakTMpoBaHUs HaCTPOoeK, HaXkaB KHOMKY [3akpbITb] Ha NaHenu AencTBun
1 NOATBEPANB HEOOXOAMMOCTb COXPaHEeHUA MHAOPMaLNN.

B pesynbTate BbINOMHEHHbLIX AEWCTBMI MOMsA 3anpoca, KoTtopble Obinn fobasneHbl (yaaneHsbl),
CTaHyT JOCTYMHbI (NepecTaHyT ObITb 4OCTYMHbLI) A5l Bbibopa B NMUYHbLIX HACTPOMKax noucka.

AHanornyHble HaCTPOWKM NOMEN 3anpoca MOXET NPOU3BECTM MOMb30BaTENlb CaAMOCTOSTENBHO B
npeacTtasneHnn Jinunbie nacrpoiiku B Mouck Bknagkm Hacmpolika nonet 3anpoca.

VI1.2.3. HacTtpoika pe3ynbTaToB nomcka

YToObl HaCTpPOWUTb pe3yrbTaTbl MONCKA HYXHO:

1. OtkpbiTb B[] AgMuHUCTpUpoOBaHME W nNepenTM B npeactasreHne Hacrpoiiku MomyJieii:
Tekyuue HaACTPOHKHU.

2. Bbibpatb pokymeHT HacTpoek B[l TMouck u HaxaTb Ha naHenn OEWCTBUA  KHOMKY
[PepakTupoBartsb].

3. OrTkpbiTb BKIaaky Hacmpolika pe3ysibmamoe rnoucka nocre 4ero:

e HaxaTtb KHOMKY "/ 1 B OTKprBLLIeIZCFI q)opme C nomMmoLlbro cbnaros yKa3aTb Mnoid, KOTopble
OOMKHbI ObITb OOCTYMHbI B NTUYHbIX HaCTpOIZKaX nouncka.

e HaxaTb KHOMKy A B OTKpbiBweKca ¢opme «CopTupoBKka 3HaAYEHUN» W3MEHUTb
¢ nomolubto cTpenok T u L nopsagok nonen pesynstarax novcka.

HaCTp0I7IKa nonen pe3ynbTaTtoB NOUCKa OANA KaXaoro Tina AOKYMEHTOB OCYLLECTBIIAETCA
Ha COOTBETCTBYHOLLEN BKNaaKe.

4. BblTN M3 pexuma peaakTMpoBaHus HACTPOEK, HaXKaB KHOMKY [3aKpbITb] Ha NaHenu AencTBun
1 NOATBEPANB HEOBXOAMMOCTb COXPaHEeHUA MHAOPMaLNN.

B pesynbTate BbIMNOMHEHHbIX OENCTBUMA MONS pesynbTaTtoB Moucka, KoTopble Obinn gobasneHbl
(yoaneHbl) CTaHyT AOCTYMHbI (MepecTaHyT ObiTb AOCTYMHbI) A4S Bbi6opa B MNMYHbLIX HACTPOMKaxX noucka.

AHanorMyHble  HacTpOMKM  nonen  oTobpaxeHuss  MOXeT  MNpOM3BECTW  MNONb3OBaTenNb
camocTosaTenbHO B npefctasneHun Jluunbie nactpoiiku B[ Mouck Bknagku Hacmpolka noneu
omobpaxkeHus.

V1.2.4. HacTpounka noneu nomcka

Utobbl co3gaTb onucaTenb Noss NoMcKa HY>KHO:

1. OtkpbiTb B[] AgMuUHUCTpUpOBaHME W nNepenTM B npeacTtasrieHne Hacrpoiiku MomyJieii:
Texymme HaCTPOHKH.
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2. Bbibpatb pgokymeHT HacTpoek B[l TMoumck n HaxaTb Ha naHenn OEWCTBUA  KHOMKY
[PepakTupoBaTs].

3. OtkpbiTb BkNagky fllosis noucka v HaxaTb KHOMKy [Co3paTb mosie noucka) (Mnu OTKPbITb
OfHY U3 KapTo4yeK HacTpoeK).

4. 3anonHuTb Nons nossusLlenca popmel (Tabnuua 43).
5. CoxpaHuTb N3MEHEHMUS U 3aKPbITb KAPTOYKY HAaCTPOEK.

6. BbITn U3 pexnma peaakTMpoBaHUS HaCTPOEK, HaXaB KHOMKY [3akpbITb] Ha NnaHenu AencTBun
1 NOATBEPANB HEOOXOAMMOCTb COXPaHEeHUA NHGOPMaLUN.

Ta6nuua 43. NMona dopmbl «OnucaTenb Nons ANA AOKYMEHTOB»

MNone OnucaHue

HaseaHue BBecTu ¢ knaBmnaTtypbl HasBaHue onucaTtens

onucamensi

Budxem HaxaTb KHOMNKy ", nosiBmBLUENnCcs hopme BbiIbopa BUIKETOB yKasaTb HEOOXoanMble
1 HaxxaTb KHOMKY [OK]

lcegdoHum CnyxuT ana noucka onncartens nons B Cucteme. 3anonHseTcs aBToMaTu4ecku

Tun dokymeHma Haxatb KHonmKy " 1 B nosiBUBLLUENCS dhopme BblGopa TUNOB AOKYMEHTOB YCTaHOBUTb
dnarv Tex TUNOB AOKYMEHTOB, ANs KOTOPbIX OyAeT UCnonb3oBaTbCA AaHHbIA onucaTenb
nons

Mosne 8 dokymenme | BecTtu c knaBmaTtypbl HazBaHue nons B PK gokymeHTa, no kotopomy 6ynet
OCYLLEeCTBNATLCH NOUCK

DocType Mone pocTynHO Npu BbIGpaHHbIX BumkeTax: «Buibop xxypHana perncrtpauuny», «Boibop
cTaTyca AOKyMeHTay». YKa3aTb TUN JOKYMeHTa, KOTopbI OyaeT ucnonb3oBaTbCs 4aHHOM
onvcaTtene

Glossary Mone pocTynHO Npu BbiGpaHHOM BuaxeTe «Bbibop 13 cnoBaps». Ykasatb TN crioBaps,
KOTOpbIN BygeT ncnonb3oBaTbCHa B JaHHOM onvcaTene

Types Mone pocTynHO Npu BeIGpaHHOM BUAKeTe «Bbibop M3 cnpaBoYHMKa opraHM3aunmny.
YkasaTtb Tvn BeibMpaembix nmogen na CO, koTopbii OyaeT Mcnonb3oBaTbCst B AaHHOM
onucaTtene

Roles Mone gocTynHo npu BeIGpaHHOM BUmMKeTe «BbliGop M3 CripaBoYHUKA OpraHM3aLmnmny.
YkasaTb posniv nosfb3oBartesnien, KoTopble 6yayT UCMoNnb30BaTbCs B AaHHOM onucartene

DefaultStart Mone gocTynHo npw BeiGpaHHOM BumxeTe «[epuo aaT». YkasaTb AaTy Hadana nepvoga
CO34aHUsi JOKYMEHTOB MO yMOM4YaHuio, koTopast 6yaeT Ucnonb3oBaTbCs B AaHHOM
onucarene

DefaultEnd Mone pocTynHo Npu BeibpaHHOM BUmxeTe «[lepuop oat». Ykasatb gaTy KoHUa nepuoaa
C030aHusa JOKYMEHTOB MO yMOMYaHuto, KoTopast 6yaeT ucnonb3oBaTbCcs B JAHHOM
onucartene

3HaveHust Mone gocTynHo npw BoiGpaHHOM BumpkeTe «dnar». YkasaTtb 3HadeHue, kotopoe Gyaet
MCMONb30BaThCs B AAHHOM onucatene

VI.2.5. Hactpoika nonen otobpaxeHus

UTto6bl co3aaTb none oTobpaxKeHNs HYXXHO:

1. OtkpbiTb B[] AgMUHUCTpUpOBaAHME W nNepenTn B npeacrtasreHne Hacrpoiiku MoxyJieii:
Texkymme HaCTPOHKH.

2. Bbibpatb pokymeHT HacTpoek B[l Mouck n HaxaTb Ha naHenn [OEeWCTBUA  KHOMKY
[PepakTupoBatsb].
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3. OTkpbiTb Bknagky lMonsi omo6bpaxeHust n Haxatb kHonky [Co3paTb mone oToGpakeHwusl]
(M OTKPbITE OOHY N3 KAPTOYEK HACTPOEK).

4. 3anonHuTb nons oTkpbiBwencsa dopmbl (Tabnuua 44).

5. COXpaHI/ITb N3MEHEHUA U 3aKPbITb KAPTOYKY HACTPOEK.

6. BbIiTn u3 pexnma pegaktMpoBaHUsS HaCTPOEK, HaXKaB KHOMKY [3akpbITb] HA NaHenu 4encTBun
n NoOATBEPANB HEOBXOAMMOCTb COXPaHeHUs MHAOPMaLUN.

Ta6nuua 44. NMonsa dopmbl «Onucatens Nosns ANA AOKYMEHTOB»

Mone OnucaHue
HaseaHue BBecTu ¢ knaBMaTypbl Ha3BaHWe onucaTterns U Ha3BaHue cTonodua B Tabnuue ¢
onucamers pesynbTaramu noncka
Memod DT-modenu | BeecTtu c knaBmatypbl Metog DT-moagenu
OmHocumernbHasi YKasaTb OTHOCUTESbHYIO LUMPUHY KOMOHKM pe3ynbTaToB noucka
WwupuHa

Tun dokymeHma

HaxaTb kHOMKy ***| 1 B nosiBMBLUeNcs hopme BbiGopa TUMOB AOKYMEHTOB YCTaHOBUTL
donarn Tex TMMNoB AOKYMEHTOB, AN KOTOpbIX ByaeT MCnonb30BaThCA AaHHbIN onucaTenb
nons

Copmupyemoe C nomoLbio hrara ykasaTtb, JOIMKHO M ABMATLCA COPTUPYEMbIM Monie oTobpaxeHus
Ccbinika Ha C nomoLwbto chnara ykasaTtb, AOMKEH N pe3ynbTaT Noucka ABMATLCA CCbINIKON Ha
dokymMeHm OOKYMEHT

lceedoHuM CJ'Iy)KI/IT AnAa NOUCKa onucartengd nongd B CUCTEME. 3anonHsaeTca aBToMaTUYeCKn
VI.2.6. Hactpounka areHTOB

[ns HacTporiku areHToB 6a3 gaHHbIX CUCTEMbI HYXKHO:

1. OtkpbiTe Bl AaMUHUCTpUpOBaHWE U nepenTM B npencraesneHne Hacrpoiiku Momy.eii:
Texkyuiue HACTPONKH.

2. BblbpaTb gokymeHT HacTpoek B[ Mowuck.

3. lNepentn Ha BkNagky Hacmpoliku azeHmoe v HaxaTb KHomnKy [PepaktupoBatb).

4. Ha Bknagke Hacmpolku aezeHmoe B none AzeHm BbIGpaTb HEOOXOAMMBIN areHT U1 3anofHUTb
cootBeTcTBYyOWMe emy nons (Tabnuua 45, PucyHok 17).

5. BbINTW 13 pexunma pefaktMpoBaHUs HaCTPOeK, HaxaB KHOMKY [3aKpbITb] Ha naHenn 4encTBUi
1 NoATBEPANB HEOBXOAMMOCTb COXPaHeHUs MHAopMaLnn.

Ta6nuua 45. NMonsa Bknagku «HacTpokn areHToB»

Mone OnucaHue
BknroyeH Ha YcTaHoBUTL hrar, ecnu areHT BKIOYEH Ha cepBepe. B cocegHem none cnenyeT BbibpaTh
cepsepe N3 cnmncka cepBep, Ha KOTOPOM areHT AOIMKEH BbINONHATLCS
Cmamyc 3anonHaeTcs aBToMaTU4eckn
Aemop 3anonHaeTcs aBToMaTU4eckn
KommeHnmaput 3anonHaeTca aBToOMaTUYecKkn
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Hacrpoikn noncka | HacTpoixa nonei sanpoca | HacTpoiika pesynsiaros nouwcka | Monn nowncka | Non|

Aresr ARSI B ]

¥V Bxmosen ma copeepe: Nioboh ceprep

Craryc: O6umnih
AgTOop Admmistrator/destatec

Kommerrapui!

PucyHok 17. Bknagka «HacTpoinku areHToB»
MepeueHb areHToB B/ Mounck npencraeneH B Tabnuue (Tabnuua 46).

Tabnuua 46. AreHtbl B[] MNMounck

AreHT Ha3Ha4yeHune Korpa BbinonHsieTcs
OuuncTka KOp3uHbI YpansieT JOKYMEHTbl, OTMEeYEeHHbIe Anst OpavH pas B cyTkM
yaaneHus Ha cepeepe

VI.3.PaboTta c 6a3omn AaHHbIX

VI.3.1. O6wasn cxema paboTbl

Ona noucka pokymeHToB wu3 B TMouck wucnonb3yetca criegylowaa nocrenoBaTenbHOCTb
JEeNCTBUN:

1. lNonb3oBaTensb popmMupyeT 3anpoc Ha NOUCK JOKYMEHTOB.

2. BbInonHaeTcsa nonck JOKYMEHTOB No aTpubyTam, 3agaHHbIM B KapTOUke 3anpoca.

3. dopmupyeTca Tabnuua ¢ pesynbTatamu noucka, Kotopast COAEPXNUT CCbINIKM Ha OTOBpaHHbIe
AOKyMeHThbI. Monb3oBaTens npocMaTpuBaeT pesynbTaTbl NOUCKa, NPU 3TOM MOXHO MO CCbIfke
OTKPbITb HanMAEHHbI OOKYMEHT B McxoaHow 6ase gaHHbix. Co3gaHHbIM 3anpoc MoXeT ObiTb
COXpaHeH Ang nocnenyLero NCnoib3oBaHus.

4. Tpn HeobxoAMMOCTU pe3ynbTaTbl NOUCKa MOXHO BbiBECTU B npunoxeHns MS Word unu MS
Excel n pacnevaTaTb.

VI1.3.2. Co3spgaHue 3anpoca

[na co3gaHns NOUCKOBOTO 3anpoca Hy>XHO:
1. B o6bnactu Hasurauuun B[] Mouck BuibpaTb NnpeacTasneHne HoBblii MouCK.

2. B «kaptoyke 3anpoca BblbpaTb TuM AOKYMeHTa (JoroBop, 3asiBka W T1.4.) B none Tun
doKymMeHma.

3. B none Knroyesoe cs1080 npu HEOGXOAMMOCTM ykasaTb KIHYEBOE CMOBO, N0 KOTOpoMy GyaeT
OCYLLIECTBNATLCS NMOUCK [OKYMEHTOB.
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B 3aBucumocTu ot Bbl6paHHOFO TNa OOKyMeHTa MeHAEeTCA COCTaB NnapamMeTpoB NOMUCKa B KapTo4ke
3anpoca.

4. Ha Bknagke Kpumepuu nMmoucka 3arofiHNTb NonaA KapTO4YKN.

3anonHATbL cnefyeT TOMbKO Te Nongd, No KoTopbiM ByaeT NpoBoauTLCHA OTOOP. 3anonHATL BCE Nons
KapTOYKM Heobs3aTensHo.

Mpu 3anonHeHun nons Bud dokymeHma B UanoroBoM OkHe «Buabl JOKYMEHTOBY» oToGpakatoTcs
TONbKO Te BUAbl JOKYMEHTOB, KOTOPbIE COOTBETCTBYIOT TUMY AOKYMEHTA, BbIOpPAaHHOMY 3HAYEHWUIO B
none Tun doKkymeHma.

5. Ha Bknagke Onyuu noucka u ebie00a:

e CopTupoBka — BblGpaTh Cnocob COPTUPOBKN HAaNOEHHbLIX AOKYMEHTOB, NOCTaBuB dnarv B
COOTBETCTBYIOLLMX MOSAX.

e Omob6paxeHue — BblbpaTb C MOMOLLbIO (hnaroB AaHHble, KOTopble OyayT oToGpaxaTbes
B pes3ynbTaTax Noucka, C MOMOLLbIO KHOMOK CO CTpenkamu onpeaenutb nopsagok ux
oToOpaxeHus.

e ba3blI 0nst noucka — ykasaTb, B kKakux 6asax 6yaeT ocyLecTBNSTLCA NOUCK.

e Onuyuu — npu HeoGXOAUMOCTM C MoMollblo drnara Mckamb € KOp3uHe onpenenvTb
HEoBGX0AMMOCTb BKIMHOYEHUS B MOWUCK YyAamneHHbIX OOoKymMeHToB. C nomolubio dnara
Uckamb €0 enoxeHusix onpefenntb HeOBXOAMMOCTb MOWUCKA AaHHbIX BO BIOXEHMUSIX
KapTOYeK [OKYMEHTOB.

6. [llocne 3agaHus Heob6xoaNUMbIX napamMeTpoB NMONCKa MOXXHO:

Q,
o VHnummpoBaTb NOUCK OOKYMEHTOB, HaxaB KHOMKy noucka & ([Mownck]). MNpu 3anycke
noucka passopaymBaeTcs cekums Pesynbmamebl rnoucka.

o [lpn Heob6xoauMoCTK O4YUCTUTB 3anosHeHHble nons 3anpoca, HaxaB
’
KHONKy ““~ ([OuMcTuTb NapameTpbl)).

e CoxpaHWTb MOMCKOBbIN 3anpoc ANs AanbHEWLWeEero MCMoSfib30BaHUS, HaXaB KHOMKY
[CoxpaHuTb 3anpoc] Ha naHenn MHCTPYMEHTOB KapTO4ku 3anpoca. [Ona yganeHus
BblAENEeHHOro 3anpoca B npeactaBneHnn CoxpaHeHHbIe 3ampochl crnegyeT BblbpaTb
COXPaHEeHHbI paHee 3anpoc W HaxaTb KHONKy [YAaanuTb 3anpoc] Ha naHenu
WHCTPYMEHTOB.

B cyHKLMM paclumMpeHHOro novcka npeaycMoTpeHa BO3MOXHOCTb Noucka JOKYMEHTOB, B 06paboTke
KOTOPbIX NPUHUMAanKM yyacTue CoTPYAHUKWU, BNOCNeACTBMU yBorneHHble. Ans atoro B B[ Mouck npu
3arnosiHeHNM NapameTpoB Movcka, NpeaocTaBnsieTcs Bolbop yBoneHHoro coTpyaHuka B[] CnpaBoyHuk
opraHu3aummn. Beibop yBONEHHbIX COTPYOHUKOB AOCTYNEH NPU 3anofHEHNN Cneayowmux nonen
nouckosoro 3anpoca B b[] Mouck: UcnonHumens, lNodnucaHm, Adpecam, Konmpounep,
Ymeepxodarowjuti, Om kozo (3asBka), lMonyyamens, Komy (npu BbiGOpe agpecaTa u3
BHYTpeHHero cnucka), llonb3oeamenu.
Ecnn npu BbINOMHEHUW MOUCKA KOMMYECTBO HaWAEHHbIX [OKYMEHTOB MPEBLICUMNO BeESUYUHY,
yKaszaHHyt0 B HacTpoevHoMm pokymeHTe B[l Mowuck (B8 B AaMuHuUcTpupoBaHue), TO cucTema
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0TOOPA3nT AManoroBoe OKHO C COOOLLEHNEM O TOM, YTO MOWCK NMPUHEC CIMLLKOM MHOMO pesynbTaTtos, C
npeanoxeHnem yTOYHUTb KPUTEPUU UIN BbIBECTU pe3yrbTaThl.

Mpy noaoTBEPXAEHMM onepauun BbiBoAa pe3ynbTaToB cUcTema ypesaeT pesyrnbTaTbl Moucka Ao
KONMYecTBa LOKYMEHTOB, YKasaHHOro B HACcTpoKkax, U oTobpaxaeT pe3ynbTaTbl Moucka.

VI1.3.3. NMpocmoTp pe3ynbTaToB NOUCKA

Mo okoHYaHUWM noucka cucTema oTobpakaeT ero pesynbTaTbl B TabnMUMYHOM BUOE B CEKLMM
Pe3ynbmamsi noucka. Pe3ynbTaTbl NPeACTaBeHbl B BUAE CCbINIOK HA KapTouKy AoKyMeHTa. LLlenkHys
MO CCbINKE HY>KHOTO LLOKYMEHTa, MOXHO OTKPbITb €r0 Ha MPOCMOTP B UCXOAHOW 6a3e AaHHbIX.

Ha60p 3aAaHHbIX anI/I6yTOB ONA BblBOAa B pe3yrnbTaTax NoOUCKa yKa3blBaeTCA B JINYHbIX HACTPOEK
nonb3oBaTens B npeacraBneHnn Jinunbie HaCTpOﬁKH BKIagKku Hacmpoaka pe3ysibmamoe noucka.

Mounck no 3aQaHHbIM KpUTEPUAM OCYLLIECTBIIAETCA cpean OOKYMEHTOB, K KOTOPbIM MOJib30OBaTellb
MMEeET OOCTYyr.
Ecnn y,Cl,OBJ'IeTBOpﬂPOLIJ,VII?I 3agaHHbIM KpUTEPUAM OOKYMEHT HE HaVID,eH, TO O/J,HOIZ N3 NPUYNH MOXET
ABNATLCA OTCYTCTBUE NpaB AO0CTYyMNa y Nosfib3oBaTtesid, OCyLeCcTBAOWLEero nonck.

YT06bl MHMUMMPOBATL HOBbLIA MOWUCK, HE BbIXOAS U3 LOKYMEHTa C pe3ynbTaTaMu noucka, criegyet

nepenTtn B NpeacrasnieHne HoBblii moucK.

Ecnun no ykasaHHbIM KpUTepuaM He Gbino HageHO HU OOHOro OOKyMeHTa, cucTeMa oToGpaxaeT
COOTBETCTBYIOLLEE COObLIEHMe.

V1.3.4. AKCNopT pe3ynbTaToB NOUCKaA

B B Mowuck npegycmoTpeHa BO3MOXHOCTb 3KCMOpTa pesyrbTaToB novcka B dann MS Excel n
MS Word.

UT06bI BBINOMHWUTL 3KCMOPT Pe3ynbTaToB NMOWCKA, HYXXHO Hazd Tabnuuen ¢ pesynbTatamu novcka
B[ Mouck HaxaTb COOTBETCTBYIOLLYIO KHOMKY.

“%5 _ BbiBecTu pesynbTaThl B MS Excel.

SN
o ~1#_Buisectn pesynbTaTbl B MS Word.
PesynbTatbl noucka OyayT BbiBegeHbl B avmn MS ExcellMS Word, roe wnx MOXHO
oTpedakTupoBaTb, pacneyatatb U T.4. JaHHbIi OyHKLUMOHAN MOXHO NCNOoNb3oBaTh ANd (hOpMUPOBaHNS,
Hanpumep, NPOCTbIX OTYETOB NONb30BaTENS.
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VIl. B NMNpoTtokon

VII.1. O 6a3e AaHHbIX

Bl MpoTtokon wncnonb3yeTcss Ansi NpPOTOKONMPOBaHWUS OEWCTBMIA MNonb3oBaTenen npu pabdorte
c pokymeHTamn B Cucteme. WHdopmaums u3 B[ TMpoTokon npegHasHayeHa pAnsi nNpocMoTpa,
dopMMpOBaHMST OTYETOB WU  UCMONb3yeTcsl  CIyXbon, OTBETCTBEHHOW 3a WH(OPMALMOHHYIO
6e30nacHOCTb.

®OyHKUMOHanNbHble BO3MOXHoCcTU B[ MpoTokon:

° XpaHeHme CBeAeHMn O CO3OaHuUN, YTEHUM, penoaktmposaHumn wn ypaneHnn [OOKYMEHTOB
B cuCcTemMe.

e XpaHeHue UCTOPUM U3MEHEHWNS MOMEeN B KapToYkax AOKYMEHTOB.
e XpaHeHue cBeaeHuin 06 oLLIMBKaX, BO3HUKAKOLLIMX B X0Ae paboTbl Monb3oBaTenei.

MpoTokonupoBaHWe [OEeUCTBUIA Monb3oBaTenen ocyllecTBnsieTcsa npu paboTe nonb3oBaTtenen
B crieayowmnx 6asax gaHHbIX:

e BHewHue agpecarthbl.
¢ CnpaBOYHMK OpraHuM3auuu.
e CnoBapwu.

o T[lopy4eHus.

e LWa6noHbl.

e Perucrparop.

e KaHuensipus.

o [lpuHATHE pewieHUN.
e OOpalleHus rpaxaaH.
e CoBelyaHus.

e TunoBble MapLIpyThbI.
e LleHTp oT4YeTOB.

e WHTerpaums.
VIIL1.1. O630p npeacraBneHnn

O6nacTtb HaBurauuun B[] cogepxuT cnegyowme npeacrasnenuns (Tabnuua 47).

Ta6nuua 47. NpeactaBnenus B MNpoTokon
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HaumeHoBaHue

OnucaHue

ITo nate

OtobpaxaeTcsa cnucok Bcex okyMmeHToB «CobbiTne B 6ase...»,
yNopsiI0MEHHbIX MO AaTe MX co3gaHus (rog, Mmecsu, gaTa, HaumeHoBaHue Gasbl
[OaHHbIX, BUO OENCTBUS, BpeMsi obpalleHus K gokymeHty, PO coTpyaHuka).

Ilo moan30BaTensimM

OTobpaxaeTcsa cnucok JokymeHToB «CobbiTve B 6ase...», ynopsagoyeHHbIX No
nogpasgenennsam n PO nonb3oBatens (PUO coTpyaHuka, rog, Mecsu, Aata,
HanmeHoBaHWe 6a3bl AaHHbIX, BU OeNCTBUSA, BpeMs obpalleHus K JOKYMEHTY)

YnaaeHHbIe JOKYMEHTbI

OTobpaxxaeTcsa CnUMCoK BCeX AOKYMEHTOB, yaarneHHbIX B pa3nmyHbix 6a3ax
AaHHbIX cuctembl. CnMcok ynopsiao4eH no garte cos3gaHnsi U HAMMEHOBAHUIO
0a3bl AaHHbIX, U3 KOTOpPOK Obin yaaneH AoKyMeHT. BepeTtcs nogcyet
KONmM4yecTBa yaaneHHbIX JOKYMEHTOB

H3MeHeHnue moJjie mo gare

OtobpaxaeTca uctopusa nsameHeHms gokymeHTta. Cnmcok ynopsigoydeH no gate
co3gaHusl, HaumeHoBaHuto 0asbl AaHHbIX. BeiBoanTCca aata nameHenmsa n 10
COTPYAHMKA, KOTOPbIN N3MEHWUN NOMs B JOKYMEHTE

OobcaykuBanue

Coaepxut npecTaBneHnst HU3LWEro YPOBHS

CucremMHbIe YBEAOMJICHUSA

PUKCHPYIOTCA CUCTEMHBIE YBEAOMIEHNS 06 owmnbkax cucTemsl

Omnoxkn

PUKCHPYIOTCA HEKOPPEKTHbIE AeNCTBUSA Nonb3oBaTens npu pabote ¢
CMCTEMOWN, a Takke ownbkm npy paboTe areHToB

Cnpagka Mcnonb3yeTcsa Angd nepexoda K cnpaske no pabote ¢ 6a301 gaHHbIX
O ba3ze Vicnonb3yeTcs Ang nepexofa K OCHOBHOM MHAhopMaLmn no gaHHon 6ase
VII.1.2. OnucaHme ncnonb3yemMbiX 3Ha4YKOB

Kaxxabii gokymeHT B B] NMpoTokon nomevaeTcs 3Ha4YKOM, OTOOpaXkaroLLMM €ro COCTOSIHUE.

Ta6nuua 48. 3Hauku B B[] MpoTokon

3Havyok

OnucaHune

# (KpacHbIi pomb)

[okyMmeHT co3gaH

¥ (3eneHbI pomb)

[OKyMeHT npoynTaH

& (CMHWIA pomb)

[OKYMEHT nameHeH

@

[oKymeHT yaarneH

VIl.2. HacTpouku npoTokonmpoBaHusi B 6a3ax gaHHbIX

B Gasax gaHHbIX, ONs KOTOPbIX NpegnonaraeTcs aBToMaTuyeckuii cbop ctaTtucTukm o paboTte
nonb3oBaTtenei ¢ 6a3oi AaHHbIX, HE06X0ANMO NPON3BECTU HACTPONKM MPOTOKONIMPOBAHNS.

YTobbl npon3BecCTn HaCTpOIZKVI NPOTOKONMMpPOBaHUA B 0ase gaHHbIX, HY>XHO:

1. B B AamuHucTpupoBaHue 1 nepenTtn B npeactasneHne Hacrpoiikm moayaeii: Tekyiue

HACTPONMKH.

2. BbibpaTb gOKyMeHT HacTpavBaemown B[I.

3. Haxatb kHonky [PepaktupoBatb] 1 nepentn Ha Bknagky Hacmpouku B/.

4. Ha Bknagke Hacmpouku B[] ¢ nomowbio CTaHAapTHbIX AManoroB yka3aTb WCMONb3yemyto

B[ NpoTokon.

[nsa xpaHeHWst LCTOPUN U3MEHEHWST NMOSIEN B KapTOovkaxX JOKYMEHTOB, a TaKKe AN UCKMIOYEeHUS
nepenonHeHus B MpoTokon, NnpeaycMoTpeHa noaaepxka Heckonbkux B MpoTokon B ogHOM
KOHGMrypaumm cuctembl. B JOKyMeHTax HacTpoek pyHKUMOHamNbHbIX 6a3 AaHHbIX YKa3biBaeTCsl
umeHHo Ta B[] MpoTokon, B koTopow OyaeT NpoTOKONMpoBaThCst paboTa ¢ KapToykaMu LOKYMEHTOB.

5. 3anonHuTtb nonsa Bknagkn Hacmpodlku npomoKosiupo8aHus.
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6.

e Becmu npomokos1 — NOCTaBUTb OTMETKY O HE0BX04MMOCTM NPOTOKONMPOBaThL AENCTBUSA
rnonb3oBaTenen.

e [IpomokonuposaHue delicmeuli ¢ GOKyMeHmamu — OTMETUTb OEeNCTBUS, KOTOpble
HY>XHO npoTokonupoBaTtb. OTOOpakaeTca TONMbKO MNpM MNOCTaBfieHHOM dnare B none
Becmu npomokorn.

o [loctaButeb dnar B none [Ipomokosnupoeamb U3MeHEHUsI fnoJsieli 8 Kapmouyke
doKyMeHma, ecnn HeobxoamMMo BECTU UCTOPUIO peaakTMpoBaHUsA nonewn kaptodek B B[
Mpotokon. Vctopusa mnameHeHus nonen Oyper otobpaxaTbcsl Ha Bknagke Mcecmopusi
U3MeHeHUl B KapTo4vkax JOKYMEHTOB COOTBETCTBYOWeN 6a3bl 4aHHbIX.

lMpoToKONMpOBaHUE N3MEHEHMS NOMNEN KapTovek JOKYMEHTOB ocyllecTenaetca B B[] MNpuHaTtue
peweHun, 51 TunoBble mapwpyTbl, B[] O6paweHus rpaxaaH, bl KaHuensipus, 651 CosewaHus.

CoxpaHUTb U3MEHEHMS U 3aKPbITb JOKYMEHT HAaCTPOEK.

VIl.3. HacTtpounka 6a3bl AaHHbIX

VII1.3.1.

Hactpowka ypoBHen gocTtyna

PekomeHayembI OOCTYN MO YyMOMYaHUiO: KoppecnoHmeHT C MNPaBOM CO34aHWUS OOKYMEHTOB.
[MpaBo Ha npocMOTp BCeX 3anucen MMeeT Mnonb3oBaTerlb C YPOBHEM A0CTyrNa — Yapaensuowysi. [1paBo
Ha NPOCMOTP UCTOPUN U3MEHEHUS MOSEN B KapTouykaxX OOKYMEHTOB MMeEEeT Mnosib3oBaTernb C YPOBHEM
JocTyna — Yutarens.

VII.3.2.

HacTtpouka napameTtpoB

[ns HacTporkn napameTpoB B[ MNMpOTOKOM HYXHO:

1.

OtkpbiTo B[] AAMUHUCTpUpOBaHME W nepenTn B npenctasreHne Hacrpoiiku MomyJieii:
Tekyuue HACTPOHKHU.

BbibpaTb AokymeHT HacTpoek B MpoTokon.
Mepentn Ha Bknaaky Mapamempsbl  HaxaTb KHOMKY [PegakTupoBarthb].

Ha Bknagke lMapamempsbl ykasaTb CPOK, Nocre KOToporo cregyet yaanatb cobbitna B 6ase B
AHsx (PucyHok 18).

BbIiTK 13 pexxMma peaakTMpoBaHUSA HAaCTPOEK, HaXxaB KHOMKY [3akpbITb] HA NaHenu AencTeui
N nogTBepAnB HEOHXOAMMOCTL COXpaHEHNA NHoOpMaLn.

g"EPEHETPbIEl HacTpo#kn areHToB ] Ncropua pegakTHpoBaHKHA

YoanaTe cobbimuA B 6a3& No MCTEYEHWW CROKE g0
(B AHAN):

PucyHok 18. Bknapgka «lMapameTpbi»
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VII.3.3. HacTtpouka areHTOB

,D,J'Iﬂ HaCTpOVIKM areHToB 6a3 OaHHbIX CUCTEMbIl HY>XHO:

1.

OTkpbiTe B[] AAMUHUCTpUpOBaHME W nepenTM B npenctasrieHne Hacrpoiiku MomyJieii:
Tekyuue HaACTPOHKHU.

BbibpaTb AokymeHT HacTpoek B/ MpoTokon.
Mepentn Ha Bknagky Hacmpolku aezeHmoe 1 HaxaTb kKHonky [PegakTupoBarthb].

Ha Bknagke Hacmpoliku aezeHmoe B nosie AzeHm BbIGpaTb HEOOXOAMMBIN areHT U 3anofHUTb
cooTBeTCTBYOWME emMy nongd (Tabnuua 49, PucyHok 19).

BbiiTn 13 pexxnma pegakTMpoBaHUS HAaCTPOEK, HaXKaB KHOMKY [3aKpbITb] HAa NaHenu 4encTBun
1 NOATBEPANB HEOOXOAMMOCTbL COXPaHEeHUA MHAOpMaLUN.

Ta6nuua 49. NMonsa Bknagku «HacTponkn areHTOB»

Mone OnucaHue
BknroveH Ha YcTtaHoBuTb briar, ecnm areHT BKIYeH Ha cepBepe. B cocegHem none cneagyet BoibpaTb
cepesepe 13 cnucka cepBep, Ha KOTOPOM areHT AOMKEH BblNOMHATHCS
Cmamyc 3anonHsaeTca aBTOMaTuyeckn
Aesmop 3anonHaeTca aBToMaTU4eckn
KommeHnmaput 3anonHseTcs aBToMaTU4eckn

"apaHEprll HacTpoiikn areHtos I VCTOpHA peaKTHPOBaHHA ]

AreHT: CUC.YBEAoMNEHHE AN TPaHCNOpTa Ha HeoTNpaBNeHHble NaKeTsl
CHCTEMHOE YBEEOOMNEHWE 080 MCTEYESHMK NULIEHIMK
QBHOSWTE COMCoK CHCTEMHOE YEEOOMNEHWE NO NOYTE AN aAMWHWCTRaTopa

CWCTEMHOE YBEOoMNeHWe ans TpaHcnoprta HeobpaboTaHHee 3anpock
ScheduledDeletion

¥ Brnwued Ha cepeepe: Noboll cepeep

Cratyc: OBwmi
AsTOp: Administrator/datatech
KaMMeHTapui:

PucyHok 19. Bknagka «Hactpoiku areHToB»

VIl.4. PaboTa c 6a30oM gaHHbIX

Vil.4.1. O6wasn cxema paboTbl

MHdbopmauua o gencTeusax nonb3oBaTenen CUCTEMbl XpaHUTCa B Buae kapTtodvek Bl Mpotokon
«CobbiTne B 6ase». Takon OOKYMEHT aBTOMaTMYECKM 3aBOAUTCSA Ha Kaxgoe OencTBue MNosfb3oBaTens
npu obpaleHnn K JOKyMeHTaMm cucTembl (B TOM criyvae, ecnv gnsi Mogynsi BbIMNOSfIHEHbI HACTPOWKK
NPOTOKONNPOBAHUSA).
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MHdbopmauusa o6 olwmnboyHbIX AENCTBUSIX Monb3oBaTensi oToOpaxaeTcd B BUOE KapToudek
«OwmndKa B basey.

N3meHeHusa nonew B kapTovke AOKYMEHTa UKCMpyeTcst B TabnNnMYHOM BuAae B BMAE BCTPOEHHOrO
npeactasnexus bl MpoTokon Ha Bknagke Mcmopusi pedakmupoesaHus (Tabnuua 50).

Ta6nuua 50. Monsa Bknagkn «McTopus pefakTMpPOBaHUSA» KapTOUYKM AOKYMeHTa

Mone OnucaHue Cnoco6 3anonHeHunsA
Bpewmsi Bpemsi uameHeHus nons ABTOMaTMYECKN NMPU U3MEHEHUW NONEN KAPTOYKK
Cepeep usmMeHeHul CepBep, Ha KoTopoM Obinu | AOKYMEHTa, el B HacTponkax
BbINOMHEHbI U3MEHEHUS! npotokonuposaHusa B[ MP yctaHoBneH cnar
Wms nons ampu6yma Vmsi nons aTpubyTa lpomokonupoeamsb usmeHeHue noJseu 8
Kapmouke OOKyMeHma
CodepxxaHue ampubyma CogepxaHue aTpubyta
Cmapoe 3HayeHue Crapoe 3HayeHve nons
Hoeoe 3Ha4YeHue HoBoe 3Ha4yeHne nons

B cny4ae BO3HWKHOBEHWS OWIMBKM Npun 06paboTke AOKyMEeHTOB B 6a3ax AaHHbIX, 3anUCb O Hew
nomewiaetcsa B bl NMpoTokon, rae ee MOXHO HAaNTW, MPOCMOTPETb, CKOMMPOBATbL M OTNPaBUTb C
npMMeYaHusaMn Ha agpec TeXNoaaepPKKu.

Vil.4.2. NMpocmoTp AOKYMEHTOB

UtoObl NpoCcMOTpPeTb AOKYMEHT HeobxoaMmo BbIGpaTb €ro B OOHOM U3 MpeacTaBleHUn
B NMpoTokon 1 aBaxabl LWWENKHYTb N0 HEMY MbILLbIO.
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VIill. B PeructpaTtop

VIIIL 1. O 6a3e AaHHbIX

Bl Peructparop oTHOoCUTCS K TexHomnorndeckum cepsucam C3IL n sisnsietca obazaTtensHom npu
ycTaHoBKe cuctembl. OHa cogepxuT Habop HymepaTopoB (MPOrPaMMHbIX CHETYMKOB), FEHEPUPYHOLLNX
permcTpaumoHHble HoMepa AOKYMEHTOB, 1 (hOpPMaToB HyMEpPaToOpPOB.

B0 Peructpatop nosBonsieT rMbKo HacTpavBaTb pasnuyHble opmaTtbl  HymepaTopa
B COOTBETCTBMU C MPUHSATLIM B OpraHn3aLmmn nopsakom opMUMpoBaHns permcTpaumoHHbIX HOMEPOB AN
[OKYMEHTOB pasnuyHoro tuna. Kpome «cyeTymka» hopmMaT MOXET coaepaTb pasfnyHble napameTpbl,
Hanpumep: ®UO MognucaHTa, aata pervcTpauuu, pasgenutenu, uHaekc gena v T.n. [Ans oaHoro
HymepaTopa MOXHO co3gaTb HEecKonbko ¢hopmaTtoB (Hanpumep, OTAenbHble dopMaTbl Ans kanob
N MUCceM, ONs KOTOPbIX HY)XHa CKBO3Hasi HyMmepauus).

Hoctyn k B[] Perucrtparop B SsBHOM BUOE MMEET TONbKO agMuHUCTpaTtop 0asbl, 3agawowmn ee
HacTpovikn. [Monb3oBatenu obpawarTca K MOAYMO0 KOCBEHHO, MpW perucTpaumm OOKYMEHTOB B
cucteme.

OyHKUMOHanNbHbIe BO3MOXHOCTU B[] Perncrparop:

e XpaHeHve u goGaBrneHne aMemMeHTOB LiabrnoHa, U3 KOTOpbIX MOXeT OblTb MOCTPoeH copmat
HymepaTopa.

e 3agaHse HacTpoek (O)OpMaToB HyMepaTopoB, OMnpedensallmMx npasuna ¢opMUpPOoBaHUA
perncTpaLmoHHbIX HOMEPOB.

e [loaaepka NPOLIECCOB perucTpaumm u y4eta AOKYMEHTOB B (pyHKUMOHanNbHbIX Moaynsx CO[.

e XpaHeHue ocBO6OXAEHHBIX 3ape3epBMPOBaHHBLIX HOMEPOB.

VII.L1.1. O630p npeacraBreHUN

O6nacTtb HaBurauuun B[] cogepxuT cnegyowme npeacrasnenuns (Tabnuua 51).

Tabnuua 51. Npeactasnenunsa B Pernctpatop

HanmeHoBaHue OnucaHwue
Bce 10KyMeHTBI OTobpaxatoTcs HymepaTopbl 1 opMaTbl, UCMOMb3YHLMECS NPU NX
dopmMnpoBaHnn
Mo :xypHaiamM perucrpauuu OTobpaxatoTcs hopmaTtbl HyMEPaATOPOB, CTPYNMUPOBAHHLIE MO XypHanam
perncrpaumm
IlIa6i0ub1 popmaToB MpeacTtaBneHne oTobpaxaeTcs nNpu paboTe nofb3oBaTernein, MMeLWMX porb

[Administrator]. OHO NpegHasHa4YeHo Ansi CO34aHMsa U pedakTMpPoOBaHWS
WwabnoHoB hopmMaToB HYMEPATOPOB

CnpaBka Vicnonb3yeTcst Ang nepexoga K cnpaske no paborte ¢ 6a301 JaHHbIX

O 6a3ze Vicnonb3yeTcst Ans nepexofa K OCHOBHOM MHAopMaLmn No gaHHon 6ase
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VII.L1.2. OnucaHue Ucnosib3yeMbiX 3Ha4YKOB

Kaxabin gokymeHT B B[l Perncrparop nomevaeTrcs 3Ha4koM, OTOOpaxatlmm ero HasHavyeHue
(Tabnuua 52).

Ta6nuua 52. OnucaHue 3Ha4koB, ucnonb3yembix B B[l Peructpatop

3Ha4oK OnucaHue
] Hymepatop
T dopmat Hymeparopa
@ HymepaTop BbikntoYeH (Ha obcnyxnsaHunm)
# Hymepartop Bknto4eH

VIII.2. HacTponku 6a3bl faHHbIX

VII.2.1. HacTpouku ypoBHSA AocTyna

PekomeHayembIn 4OCTYN NO yMOMN4aHuio: Her gmocTyna.

Onsa peructpauum gokymeHToB (C3, 3asBKu, coBellaHus, NPoTokona), kotopas nposoautcs B CO[
aBTOMATMYECKN B MOMEHT nognucanna (yTBepxaeHus), Heobxoammbli goctyn ans nognucaHtos C3 u
NPOTOKOSOB U KL, YTBEPXKOAKLWNX 3as8BKM N COBELLAHNSA — PegakTop.

[ns coTpygHUKOB, KOTOpblE B AarbHenweM 0yayT permcTtpmpoBaTb AOKYMEHTLI, PEKOMEHOYEMBbIN
AJoCTyn — PenakTop.

Ta6bnuua 53. Ponu B B[4

Ponb PyHKUUMU
[Administrator] MpaBo Ha co3paHue WabnoHoB hopMaToB M NPOCMOTP NpeacTaBneHust IladaoHbl
¢dopmaros. [paBo Ha BKIN./BbIKI. peXXMMa NPOTOKONMPOBaHMS

Mocne uHcTannauumn B 6a3e HaxogATCs:
e  OJWH HyMepaTop, KOTOPbINA NPWN YCTAHOBKE CUCTEMbI aBTOMaTUYECKU HacTpanBaeTcs Ha
cepBep (AaHHbIN HyMepaTop MOXHO UCNONb30BaTh ANS perncTpauumn JOKyMEeHTOB
B cucteme);
e 0auvH chopmaT HymepaTopa,
e MapameTpbl peructpaumm B JokymeHTte Canr.

VIII.2.2. HacTtpouka cBsize#t ¢ 6azamMu AaHHbIX

[nsa HacTpoukun cesasen B[l Pernctpartop ¢ ApyrMn MogynsiMv CUCTEMbI HYXXHO:

1. OTkpbiTe B] AaMuHUCTpUpOBaHWe U neperdTn B npeactasneHve Hacrtpoiikum momy.eii:
Texynue HACTPOINKH.

2. BblibpaTb gokymeHT Hactpoek B[l Peructpatop v HaxaTb Ha naHenu OEeWUCTBUA KHOMKY
[PepakTnpoBaTthb].

3. Tllepewntn Ha Bknagky Hacmpouku BA.
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4. Ha Bknagke Hacmpolku BJ] ¢ nomowpbo cCTaHOapTHbIX AMAnoros ykasaTb WUCMOSb3yeMyto
B[ MpoTtokon (PucyHok 20).

5. BbInTn U3 pexrma pefakTupoBaHUA HAacTPOEK, HaXxkaB KHOMKY [3akpbITb] HA NaHenu AencTasni
n NoATBEPANB HEOOBXOAMMOCTbL COXPaHEeHUs MHAOPMaLNN.

HacTpoiikn B[l ] CepBHC perumpauuu] HacTpoiikn areHToB ] HacTpo¥ika NnpoTOKONHPOBAHUA ] WcTopun pefakTHpoBaHHWA ]

MNpoTokon: BRDaoc/datatech
Referent_328\br_log.nsf
C3257A64:0034DA7F

PucyHok 20. Bknagka «Hactpowkun BO»

VIII.2.3. HacTtpowku cepBuca perucrtpaumm

YToObl HaCTpPOUTb CePBUC perncTpaunim HyXxHo:

1. OtkpbiTb B[] AgMuUHUCTpUpOBaHME U nNepenTM B npeactasreHne Hacrpoiiku MomyJieii:
Tekyuue HACTPOHKHU.

2. BbibpaTtb gokymeHT Hactpoek B[l Permcrtpatop n HaxaTb Ha naHenn OENCTBUW KHOMKY
[PepakTupoBathb].

3. 3anonHutb nons Bknagkn Cepeuc peecucmpayuu (Tabnvua 54).

4. HaxaTb KHOMKy [3aKpbITb] Ha nMaHenu OENCTBUM KapTOYKM M NoaTBEpAUTb HEOBXOAMMOCTb
COXpaHeHus nHdopmMaLmmn B NOSBMBLLEMCS Anarore.

Tabnuua 54. Nonsa Bknapku «CepBuc peructpaumn»

Mone OnucaHune

XpaHumb HOMepa YcTaHoBUTb donar ans XxpaHeHnst HOMEPOB B NaMSITU C LLeNb0 YCKOPEHWs npoLiecca
8 mamsimu perucrpaumm

Pexxum omnadku YcTaHoBUTb donar Ans BKIKYEHUS pexnmMa oTrnagku

VIl.2.4. HacTpouku NnpoTOKONMPOBaHUSA

UToObl BLINONHUTL HACTPOWMKM MPOTOKONMPOBaHUS, crenyeT B b1 AaMUHUCTpupoBaHue BLIOpaTh
OOKyMeHT HacTpoek B[l PermcrtpaTtop, nocne 4vero Ha Bkragke Hacmpolku npomokosiupoeaHus
BbicTaBute ¢nar Becmu npomokon, ecnu pns B[ Pernctpatop TpebyeTcs OCywWeCcTBNATb
npoTokonupoBaHne Aenctsun. [Npu BbICTaBEHHOM nare B LOKYMEHTe CTaHOBATCA AOCTYMHbl Monsg
HaCTPONKMN.

Hanee cnepyet ¢ nomowibio crnaroB BbibpaTb gencteust ¢ AokymeHtamu B[l Peructpatop,
KoTopble 6yayT npoTtokonuposaTbca. CoxpaHuTb nameHexus (cm. n. VII B MNMpoTokon).

VIIIL.3. PaboTta c 6a3on gaHHbIX

VIILL3.1. O6bwasa cxema paboTtbl

KoppekTrpoBka kapTo4ek HymepaTopoB U (hopMaToB HyMepaTopOoB NPOU3BOAMTCS NOMb30oBaTENAMU,
MMELLUMM YPOBEHBb LOCTYNAa PegaxTop B Tabnuvue ypoBHen goctyna (ACL).
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O6uwasn cxema paboTbl C HymMepaTopamMu BKMoYaeT B ce6s creayoLme Lwarm:

1.

2.

3.

CospaHvne HymepaTtopa. B kapTouke HymepaTopa 3agalTca npasBuna, no KOTopbiM OyaeT
paccyMTbIBaTbCA TEKYLLUMA HOMEP AN permcTpmpyemoro gokymeHta B CO[. Takum obpasom,
KapToyKka HymepaTopa COOEPXKUT CBEAEHMSI O «CYETUYMKE», HO He NO3BONseT 3adaTtb dopmat
perncTpaumMoHHOro Homepa.

CospaHue dopmaTta HymepaTopa. dopmaT HOMepa MOXET BkMwyaTb B cebd, noMmmo
cyeTymMKa, OONONHUTENbHbIE NapaMeTpbl (TEKYLLYO AaTy, HOMep noapasaeneHvs NognucaHTa,
pasgenutenu n T.4.), B 3aBUCMMOCTM OT nopsaka hOpMMpOBaHNSA PErMCTPaLMOHHBIX HOMEPOB,
NMPUHATOrO B KOHKPETHOM opraHu3auun. Cuctema nO3BONSET HACTPOUTb HYXHbIM cbopmat
HoMmepa. Bce aTn cBegeHns xpaHaTcs B KapTodke oopmaTa HymepaTtopa. Cuctema nossonsieT
npvBSA3aTb HECKONbKO (OpMaToB HOMepa K OAHOMY HymMepaTopy, 4TO MNO3BOMseT
ncnonb3oBaTb pasHble dopMaTbl HOMEPOB ANSA Pa3fNUYHbIX TUMOB OOKYMEHTOB WU COXPaHWUTb
CKBO3HYI0 Hymepauuto. MprBsa3ka K TNy AOKYMEHTa M XypHany permctpauum ocyLecTBnsaeTcs
B npouecce co3aHusa KapToykn popmarta Homepa.

Ecnun HeOGXO,CI,VIMO, YTOObI HECKOMBbKO HymMepaTopoB uUcnosib3oBanun ogunH cbopmaT HOMeEpa, TO

K KaXkQoMy HymepaTopy NpmBs3biBaeTCs CBOSI KapToyka popmaTa HoMepa, KoTopas HacTpavMBaeTcs

oTAes1bHO.
Mpn co3paHuMM KapToykM bopmaTta HymepaTopa B KayeCTBE COCTaBHbIX 3feMEHTOB (Mons
KapTovek LOKYMEHTOB, pa3genurenu u T.4.) MoryT 6biTb MCNonb3oBaHbl WabnoHbl hopmaToB
HomepoB. Co3gaHne W pepakTupoBaHue LWabnoHoB dopmata HoMepa OCyLlecTBNAeTCs
nosib3oBaTerieM C posribl0 [Administrator] M YPOBHEM OOCTYMa HE HWKE PegmakTopa.

Hencteua no obcrnykmBaHMio HyMepaTopoB.

VIIL.3.2. Co3paHue HymepaTtopa

YTobbl co3aaTtb HOBbLIN HyMepaTop, HY>KHO BbINMOJTHUTbL clieaytouimne nencTeus:

1.

2
3.
4

BbibpaTb B 06n1actv HaBuraumm npeacTtasneHme Bee 10KyMeHTBI.
HaxaTb kHonky [Co3paTk]:[HymepaTop] Ha naHenu gencrsui.

B nosiBuBLenca kapTouke «HymepaTtop» 3anonHuTs nons (Tabnuua 55).
CoxpaHuTb BBeEHHY0 MHOPMAaLMIO U 3aKPbITb KAPTOYKY.

lMocne coxpaHeHWs B KapToOyke HymepaTopa nosenseTcs none Hymepamop/®opmamsi, KOTOpoe
OyneT oTobpaxaTb nepapxmyeckyto 3aBUCMMOCTb HyMepaTopa U Co34aHHbIX N0 HeMy hopmaToB
nocne Toro, Kak Ans JaHHOro HymepaTtopa byaeT co3gaH xoTsi 6bl oanH hopmaT. YTobbl
NPOCMOTPETb KapTOYKN CO3aHHbIX NO HyMepaTopy (hopmMaToB, HYXKHO HaXaTb CCbISIKY C Ha3BaHWEM
HY>XXHOro ¢popmara.

Tabnuua 55. Monsa kapTouku «HymepaTop»

Mone OnucaHue
Pa3spewamsb Ecnu gaHHbI chnar ycTaHOBMEH, TO NpY UCNOSMb30BaHMM TEKYLLIEro Hymepartopa 6yaeT
ucnosnb3oeamb obecneynBaTbCs «CKBO3HAs HyMepauus» JOKYMEHTOB Ha BCEX caiTax, TO €CTb JOKYMEHT
peaucmpamopam ¢ Ha nobom cante ByaeT UMeTb HOMEp, YHUKAnbHbIA ANs BCeX canToB. PakTnyecku
dpyaux calimoe O3HavaeT, TO Npu perncTpaLmmn JOKYMEHTOB Mo AaHHOMY HyMepaTopy He OyaeT
npoBepsATLCH AOMALLHUI CanuT perncTparopa

o
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Mone OnucaHwue
Ucnonb3oeamb C nomolubto dnara ykasaTtb, MOTYT JiM MOBTOPHO UCMONb30BaTbCA HOMEpA,
0c8060)X0eHHbIe 0CBOGOXAEHHbIE B pe3ynbTaTe OTMEHbI Ppe3epBMPOBaHNS HOMepa
3ape3epeupos8aHHbIe
HoMmepa
Cé6pacbieamb ®dnar B JaHHOM Mone yKasblBaeT, YTO TeKyLlee 3Ha4YeHne perucTpaLMoHHOro Homepa

KaxkOblIli 200

KaXkabI rog AOMKHO cbpackbiBaTbCs, U HyMepauusa JOIMKHA HaYMHATBCA CHavana.
CbpacbiBaHue c4yeTYMKa HymepaTopa NPoONCXoauT Npu NnepBom obpaLlleHun Ha
pervcTpaumio Npy HacTynneHMn nepuoga Hymepauuu, ykasaHHoro B none lMepuod.
lMepBag permuctpaums B HOBOM nepmoge NoMAeT ¢ Havyana (C eanHuubl).

HaumeHogaHue

OT0 none 06s13aTenbHO ANs 3anonHeHus. HyxHO BBECTU C KnaBmuaTypbl KpaTkoe
HauMeHoBaHWe HymepaTopa (pekoMeHayeTCsl faBaTb HyMepaTopaM OCMbICIIEHHbIE
Ha3BaHusi, oTpaxkarowwme ux cyTb). MNocne BBoAa Npu nepexoae B Apyroe rnose
nHpopMaLms aBTOMaTUYECKU NOACTABNAETCS B 3arofloBOK JOKYMeHTa

N3meHsiemcs Ha
cepesepe

OT0 none o6sA3aTenbHO Ans 3anonHeHus. Vima cepeepa, Ha KOTOPOM ByaeT U3MEeHATLCA
AaHHbIV HymepaTop. o ymonyaHuio NpocTaBnseTcs cepsep, Ha KOTOPOM pacrnonoXeHa
B KommyTtaTop gaHHOM KOHuMrypauum cuctembl. [Ing nameHeHms npu HeobxogumocTu
AaHHOTO 3Ha4YeHNs HYXXHO BblOpaTb ero n3 O6Len AgpecHOn KHNIK, Bbi3biIBaeMow No

KHoMke "' pgaoMm C rnonem

Tekywee 3Ha4YeHue

3710 none o6sa3aTensHO Ans 3anonHeHus. MoxHo 3agatb nboe YMcno, HaunHas ¢
KOTOporo 6yaeTt BeCTUCh OTCHET nNpuceamBaemMbix HOMepoB. OBbIYHO OTCHET HaYMHaeTcs
¢ 1, pekoMmeHayeTCs BBOAUTbL 3TO YNCIO B AAHHOE Morie (B 3TOM crydae nepsbii
AOKYMEHT BydeT 3apermctpmpoBaH 3a HOMepoMm «1»)

HUcnonb3oeameb Kon-
80 3HayYauwux

YcTtaHoBuTb chnar, ecrnv B permcTpaumMoHHOM HoMepe HeobXoaMMO NCNofb30BaTh
KOMNMMYeCTBO 3HavaLLmx cumBorioB. [pu ycTaHoBKe ¢bnara cTaHOBUTCHA AOCTYMNHbLIM (M1

cumMeoJ108 obsasatencHbiM) none Kosi-eo 3Ha4y. cuMeosios
Kosn-eo 3Hau. CraHoBUTCHA JOCTYMHBIM (M 06s3aTenbHLIM) MPU YCTaHOBKE dnara B none
cumeosios Ucnonb3oeamsp KOsI-80 3Ha4YaWux cumeos108. IT0 none obasaTenbHO ANg

3anoJiHeHUA. HY)KHO yKasaTtb B noJsie KoJin4ecTBo 3Ha4alnx CMMBOJIOB B
pernctpauyMoHHOM HOMepe (I'IO YMOJTHaHNK NMPOCTaBJIAeTCA YNCIo 4)

UHOekc Hymepamopa

370 3HaYeHMe JOMMKHO ObITb YHUKaNbHO. Hy)XHO 3aHeCTu ¢ KnaBuaTtypbi
HernocpeaCTBEHHO B rore NoGoe Yncro (nore McrnosibayeTcs Ans COPTUPOBKM
HYMepaTopOoB B NpeACTaBfeHn)

YHukanbHbIl YcTaHoBUTL onar, ecrnv B paMkax AaHHOro HyMepaTtopa He J0JKHO GbiTb BO3MOXKHOCTM
cYem4uK 3aperMcTpupoBaTh ABa AOKYMEHTa C OAHUM U TEM e MHAEKCOM (3Ha4yeHue cHeT4YmKa)
Pezucmpamop C nomoubto kHonku [[lo6aBuTb] BbIGpaTbh OOHOMO UMW HECKONBbKUX COTPYOHMUKOB,

UMeIL X NpaBo perncTpmpoBaTb AOKYMEHTbI MO JaHHOMY HymepaTopy. Beibop
NPON3BOANTCA U3 CNINCKa COTPYAHWUKOB C Poribio PerucTpaTop B B[] CnpaBoYHUK
opraHusauum. Ecnu none He 3anonHeHo, TO perMcTpupoBaTb AOKYMEHTbI MO AaHHOMY
HymepaTopy CMOryT BCe Monb3oBaTenu, HageneHHble GU3Hec-posbio PerncrpaTop.
YT106bl yaanuTb COTPYOHMKA U3 CUCKA, HY>KHO BblAENUTb €ro B CUCKE U HaXaTb KHOMKY
[YaanuTtb]

B HymepaTope B TabnnyHOM BMAE XpaHUTCS UCTOPWUS 3anpoCOB, UCTOPUSA U3MEHEHWUN, KOTopas
ouMLaeTcsa No UCTEYEHUN CPOoKa, 3aAaHHOro B AOKyMeHTe HacTpoek B[l Pernctpartop. Takum obpasom,
AOoCTynHa uHdopMaumd, KTO W KOrga 3sanpaiwivsan perMcTpaumoHHbIi HOMEp ANA AOKyMeHTa npwu
BbIMOMHEHUN perncTpauuu.

HymepaTtop no ymonyaHuio co3gaeTcs BbIKNIOYEHHbIM (Ha obcnyxuBaHum). Ytobbl HymepaTop Mor
NCNONb30BaTbCA ANsi perncTpaunm 4OKyMEHTOB, ero Heo6XxoauMOo BKNOUYUTL. BbinonHeHne onepawmin no
obcnyxuBaHmio HymepaTopoB NogpobHO onmcaHo B gokymeHTe «Jlormka ECM. C3[L — PykoBoAacTeo

aAMUHUCTPaTOpa».
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VIIL.3.3. lpuBaska opmaTta Hymepartopa

B B[ MNP gnsa cnyxebHbix 3an1cok 1 3asiBoK, a Takke B b1 CoBewaHus anga coBeLlaHni n
NPOTOKOIIOB, PEKOMEHAYETCH NCMNOSb30BaTh He Bonee ogHoro goopmaTa HoMepa, NOCKosIbKy Homepa
ANS 3TUX TUMNOB AOKYMEHTOB (POPMUPYIOTCA B aBTOMATUYECKOM pexunme, Be3 yyacTus COTpYaHUKOB C
On3Hec-ponblo PerncrpaTop.

YT1o6bl 3a4aTth hopMaT perncTpaumoHHOro HoMepa no AaHHOMY HymepaTopy, HYXHO:

1. BbibpaTtb B npeactaBneHnn Bee 1okyMeHTBI KAPTOYKY HY)XXKHOrO HymepaTopa.

2. Haxatb kHonky [Co3paTb]:[®opmaT] Ha naHenu OeNCTBUIA.

3. Ha akpaHe nosiBuTCs KapTodka «PopmaT HymepaTopar». 3anonHuTe ee nons (Tabnuua 56).
4. CoxpaHuTb BBEAEHHYK MH(POPMALIMIO M 3aKPbITb KAPTOYKY.

lMocne coxpaHeHns B kKapToyke hopmaTa HymepaTopa nosisnsertca none Hymepamop/®opmamsi,
KoTopoe GyaeT oTobpaXkaTb CCbIIKY Ha « POAMTENLCKUNY HymepaTop. YToObl NPOCMOTPETh KapTOUKY
«POOUTENBCKOro» HyMepaTopa, HY>KHO HaXkaTb Ha CChISIKY C €ro Ha3BaHMEeM.

Ta6nuua 56. Mona kapTo4kn «PopmaT HymepaTopa»

Mone OnucaHune

HaumeHoeaHue 370 none obsi3aTenbLHO AN 3anonHeHnsl. BBecTu ¢ knaemaTtypbl HaMeHoBaHWe dhopmMaTa
¢opmama HyMepaTopa (pekoMeHayeTcs AaBaTb hopMaTaM OCMbICIEHHbIE HAa3BaHMWS!, OTpaXKatoLme
ux cyTb). Mocne BBOAA NpU Nepexoae B Apyroe none nHopmauusi aBToMmaTU4ecku
NoACTaBNsETCA B 3arofloBOK JOKYMEHTa

dopmam
OT10 none o6s3aTenbHO ANA 3anonHeHnst. Haxatb KHomnky ' pagom ¢ nonem u 3agatb

cdopmaT HymepaTopa. [1o ymonyaHuio B norne NoactaBnsaeTcs anemeHT <CyeTumk>
¢ chopmynomn, cogepxallen Takoe KONMMYeCcTBO CUMBOSIOB, Kakoe ObINo yka3aHo B KapTOyke
«poamTenbckoro» Hymepartopa B none Kos-eo 3Hay. cumgosios

XXypHan OT10 none ob6s3aTensHO ANg 3anonHeHnsi. C nomoLlbio kHomku [Jlo6aBuTb] ykasaTb
peaucmpayuu XXypHanbl permctpawumm, 4nst KOTopbiX MOXeT ObiTb MCNONb30BaH AaHHbLIN hopmaTt HoOMepa.
YUT0oObI yoanuTb XXypHan U3 Cnucka, Hy>KHO BblAENUTb ero B CMNCKE U HaXaTb KHOMKY
[Yoanutb]

Tun cuemyuka YkasaTb TUN cYETYMKa, YCTAaHOBUB OMH U3 NepeKroYaTenen:

e CKeO3HOL cYem4uK 1o nNopsioKy — 3Ha4eHUE YCTAHOBIEHO MO yMonyaHuio. Mpu
permcTpaummn Ucrnonb3yeTcsl CKBO3Hasi Hymepauus 4OKYMEHTOB.

e JlokanbHbIli cHemYyuk e paMkax O0OKyMeHma-oCHOo8aHUsl — Npu perucrpauum
UCMNosb3yeTcss HyMepaLuus CBsi3aHHbIX OKYMEHTOB B NPUBA3KE K JOKYMEHTY —
OCHOBaHWIO

Ucnonbzoeamsb CeeneHus o TMnax OOKYMEHTOB, B KOTOPbIX MOXeT ObITb MCMONb30BaH Co34aBaeMbIl
monbKo Onsi cbopmaT, 3aHOCATCA aBTOMATUYECKN NOCIe 3anoJIHEHUA NoJda ¢Dopmam. Mo ymon4yaHuio
NPOCTaBJIAKTCA BCE TUMbl JOKYMEHTOB

Henb3s cozmatb hopmaT Hymepartopa C XypHarom perucTpamm, yKe UCrornb3YoLUIACA B APYrom
HyMepaTope, HO MOXET ObITb BblIOpaH XypHarn perucTpaumm, KoTopbIi yKe UCNONb3yeTCs B TeKYLLEM
HymMepaTope.

VIIl.3.4. 3apaHue popmaTta

[nsa 3agaHua oopmaTta HYXXHO HaxaTb KHOMKY '+ pgaoM ¢ nonem dopmam B KapTodke popmaTa
HymepaTtopa. Ha akpaHe nosisutca aunanor «LlWabnoH» ana dopmMmpoBaHus wabnoHa permcTpaumoHHOro
Homepa.
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Ona dopmupoBanHna wabnoHa ucnonb3dyetca none Hacmpolka gpopmama wabrioHa, B KOTOpoe
no ymon4yaHuio noacraensieTcs anemMeHT <Cyetunk>. B none @opmyna pecucmpayuoHHO20 HOMepa
aBToOMaTMyeckn otobpaxaeTtcsa bopmyna HacTPOEHHOro WwaboHa.

1. B gnanore «WabnoH» Haxatb kHonky [[lo6aBuTb] psiaom ¢ nonem Hacmpolika ¢hopmama
waboHa.

2. B pgwanoroBom okHe «HOBbLIM 3nemeHT wabnoHa» HaxaTb KHOMKY = psagoM C Mofem
Ha3zeaHue anemeHma. Ha 3kpaHe MOSABUTCS OMAnNoroBoe OKHO «JfieMeHTbl LwabroHay,
coaepawun nepeyeHb anemeHToB WwabnoHa (Tabnuua 57).

OnemMeHTbl WabnoHa CO30akTCA N pedaKTUpyrTCAd B npeacrtaBneHnn IIa6/10HBI (])OpMaTOB. I'IpaBo
Ha cosuaHme/pe,anTMpOBaHme wabnoHa nMeroT nonb3oBaTenn ¢ ponbto [Administrator]
M YPOBHEM [OCTYNa He HWXe PegakTopa.

3. BbibpaTb HeobOxoaummbii anemeHT wabnoHa. Haxatbe kHonky [OK]. HasaHwe BbiGpaHHOro
anemeHta wabnoHa ©6ygetr noactaeBneHo B none HaszeaHue a3nemeHma. B none
Ucnonb3oeamb mMosibKo OJisi aBTOMaTUYECKM yKa3blBAOTCA TUMbl JOKYMEHTOB, AN1S1 KOTOPbIX
NCNONb3yeTCs AaHHbIA 3NeMEHT LabnoHa.

OnemeHT <TeKkcToBOE 3HaYeHune> npegHasHa4veH ana sBoaa pas/:l,enMTeneVl NN TEKCTOBbLIX
COKpaLLI,eHVIVI. Ecnn Bbl6paH anemeHT <TekcToBoe 3Ha4yeHne>, To B cbopme nogaBsndeTca none
®dopmyna o6c4yema nonsi. HykHo BBECTU B aHHOE nore pasgenutenb («/», «|», «-» u 1.4.) unu
TEKCTOBOE COKpalleHue.

4. HaxaTtb kHonky [OK] B ananore «HoBbIN anemeHT wabnoHay». BoibpaHHbIN anemMeHT wabnoHa
oTobpasnTcsa B none Hacmpotka gpopmama wabnoHa B ananore «LLa6nony.

5. Tpn HeobxoamMmocTn [o6aBuUTb Apyrne anemeHTbl WwabnoHa cnegyeT NOBTOPUTL ANS KaXaoro
13 Hux warn 1-4.

6. Ecnn HeobGxoaMmo, MOXHO oTpenakTnpoBaTb CMMUCOK 311EMEHTOB:

e DOnemMeHTbl pPEerncTpaumoHHOro Homepa OyayT pacnonaraTbCa Opyr 3a APYroM B TOM
nopsigke, B KOTOPOM BblOpaHbl 3remMeHTbl wabnoHa. YTobbl M3MEHWUTb MOPSAOK
aNeMeHTOB, creayeT wucnonb3oBaTb kHonkm T w1 B pguanore «lla6nowy,
npeaBapuTENbHO BbIAENMB NepeMeLLaeMbl anieMeHT WwabnoHa.

e UYToObl 3aMeHNTb f0OaBNEHHbIN 3NeMeHT WwabnoHa Ha ApPYron, HY>XHO BblAENWUTb €ro B
cnucke nons Hacmpolika ¢popmama wabrnoHa n HaxaTb KHONKy [MU3ameHuTb]. 3atem B
NOSIBMBLLUEMCS AManore HyXHO BblOpaTb HOBbIA 3MeMeHT LWabnoHa M HaxaTb KHOMKY

[OK].

e UYTtoO6bl yoanuTb anemeHT wabnoHa, HY>XHO BbiAENUTb ero B cnucke nona Hacmpolka
¢ghopmama wabrsioHa n HaxaTb KHOMKy [YAaanuTb), nocne Yero NOATBEPANTL HAMEPEHUS
B MOsIBMBLUEMCS guanore.

e YTt0oObl YyoanuTb BCce anemMeHTbl wabnoHa n3 nons Hacmpolika ¢popmama wabrioHa,
HY)XHO HaxaTb KHOnkKy [OuymcTuTb], nocrne 4Yero noATBEPAUTbL HaMepeHus B
nosiBMBLUEMCS guarore.

OnemeHT <CueTunk> sBnsieTcs obs3aTenbHbIM 1 He NOANEXUT yp,aneHmo!
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7. Haxatb kHonky [OK] B gnanorosom okHe «LLlaGnoH».

Mocne atoro B none dopmam xapToukm hopmaTa HymepaTopa OyaeT nogcraeneHa co3gaHHas
dhopmyrna permcTpaumoHHOro Homepa.

Ta6bnuua 57. [locTynHble aneMeHTbl WabnoHoB hopmaTta

dnemeHT

Hata nognucanus (I'T)

Hata nognucanus (I'TTT)

Jata nognucanusa (O0)

Harta nognucanus (440.MM)

Harta nognucanus (0O.MM.IT)

Harta nognucanus (MM)

Hata nognucannsa (MM.IT)

Hata peructpauwmm (I'T)

Hata peructpaunm (I'TTT)

Hata peructpaunm (440)

Hata peructpaunv (040.MM)

Hata peructpaunu (00.MM.IT)

Hata peructpaunm (MM)

Hara peructpaumm (MM.IT)

Hata ytBepxaenus (I'T)

Hata ytBepxagenus (IMTTT)

Hata ytBepxgenus (44)

Hata ytBepxgenus (440.MM)

Hata ytBepxgenus (4O.MM.IT)

Hata ytBepxaenus (MM)

Hata ytBepxageHusa (MM.IT)

XKypHan peructpauum

N.®. «MoanncaHtay

Muoekc HO

MHpekc pena

Koa ctaTbn goxogos/pacxogos

Koa YCIoBuA onnartbl

MepBas GykBa hamunum oGpaTnBLIErocs rpaxaaHuHa

MopaakoBLIN HoOMep noapasaeneHns «Aapecara»

MopaakoBkIN HoMep noapasaeneHns «cnonHUTens»

MopsaakoBkIn HoMep noapasaeneHns «MNoanucaHTa»

MopsaaKoBLIN HoOMep noapasaeneHns «YTBepXaaroLero»

TabenbHbI HOMep UCNONHUTENS

TeKkcToBOE 3Ha4YeHMe

d.N. «KAgpecata»

O.N. «Mcnonnutens»

o .WN. «MognucaHTa»

D.UN. «YTBEpPXKAAOLLETOY

D.N.0. «<AgpecaTar

®.N.0. «McnonHutens»

®.1N.0. «MopgnucaHTa»

D.UN.0. «YTBEPXKOAOLWErON»

VIIL.3.5. O6cnyxuBaHne HymepaTopoB

BbinonHeHne onepauuin no o6CnyXmBaHMIO HymepaTopoB MNOAPOOHO onucaHo B [OOKyMEHTEe
«Jlornka ECM. C3[1 — PykoBoACTBO agMUHUCTpATOpay.
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VIIL.3.6. Co3paHue wabnoHa chopmarta

LLlabnoHbl hopmaToB MOryT co3gaBaTb TOMbKO NOMb3oBaTenu, obnagarLLme porbio
[Administrator].

YUtoObl co3gaTb HOBbLIN WABNOH hopmaTa, HYXKHO:

[nsi KoppeKTHOW paboThbl HOBbIX WabNoHOB HeO6X0AMMO HanpaBuTb pa3paboTymkam CUCTEMBI
3anpoc Ha KOPPEKTMPOBKY MexaHu3ma pernctpauum B pyHkunoHansHsix B Kanuensapus, Or, MNP v
CoselwaHus.

1. BbibpaTtb B o6nactu HaBuraumm npegctaeneHme Ilaéaonn: gopMaToB.
2. Haxatb kHonky [Co3paTb]:[LLabnoH] Ha naHenn geACTBUIA.

3. 3anonHutb nons kaptoykn «LLabnoH popmata» (Tabnuua 58).

4. CoxpaHuTb BBEAEHHYI MHAOPMALMIO N 3aKPbITb KAPTOYKY.

Tabnuua 58. Nonsa kapTouku «lLabnoH hopmaTta»

Mone OnucaHue
3azonoeok nons BBecTu ¢ knaBmaTypbl HAMMEHOBAHWE areMeHTa LWwabnoHa
Tun nons YkasaTb TUM MOns, K KOTOPOMY OTHOCUTCSI CO3[4aBaeMblil ANIEMEHT, BbIDOPOM M3 crimcka

KMOYEBbIX 3HAYEHUN

®opmyna obcyema BeecTu c knaBmnatypsl hopmyny obcyeTta nons

nosns
Ucnonb3zoeamb YkasaTb TUMbl JOKYMEHTOB, B KOTOPbIX MOXET UCMNOMb30BaThCA AAaHHbIV WaboH
mousibKo Ons dopmaTa HOMEPOB, BbIOOPOM M3 CMMCKA KIKOYEBbIX 3HAYEHWUI

llpumeyaHue [Mpn HeO6XOAMMOCTI BBECTM NPUMEYAHMS

VIIL.3.7. PepaktupoBaHue [,OKYMEHTOB

PepaktupoBaHue KapTodek HymepaTopoB U (hopMaToB HyMepaTopoB NPOM3BOANTCS
nonb3oBaTensaAMn, UMEILLIMMU YPOBEHb AOCTYyNa He Hxe PenakTopa.

PepaktupoBaHue KapTodek WaGroHoB NPOU3BoAMTCS NONb3oBaTeENAMU, UMEIOLLVMU POrb
[Administrator] u ypoBeHb JOCTyNa He Hxe Pegaktopa.

[lns pegakTMpoBaHWsA AaHHbIX B KapTouke HymepaTopa (popmata HymepaTopa, WabroHa) HY>KHO:

1. Beibpate B ogHOM u3 npeacTtasneHun B[ PerncrtpaTtop kapTtouky HymepaTtopa (cpopmaTta
HymepaTopa, WwabnoHa) 1 OTKPbITb €€ Ha NPOCMOTP.

2. [epenTn B pexum pefaktmupoBaHnsi U BHECTU HEOOXOANMbIE N3BMEHEHWS B NOMSt KAPTOUKN.

3. CoxpaHuTb MHPOPMALMIO N 3aKPbITb KAPTOUKY.

Mepepn pegakTupoBaHnemM HymepaTopa ero HeobxoaAMMO BbIKNIOYUTL. BeinonHeHve onepauuii No
06CnyXMBaHWIO HyMmepaTopoB NOAPOOHO onucaHo B AokyMeHTe «Jlormka ECM. C3[1 — PykoBOACTBO
agmuHucTpaTopany.

VIIL.3.8. YpaneHue [OKYMEHTOB

BoamoXHOCTb yoaneHna JOKyMeHTOB B 6ase gaHHbIX onpegendeTcd npaBsamMn 4OCTyna
nonb3oBaTenA.

YUTto6bl yaanuTb 4OKYMEHT u3 6a3bl JaHHbIX:

1. B ogHom u3 npeactaeneHunin b Pernctpatop BbiGpaTh HYXXHbIN JOKYMEHT.
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2. Haxatb knasuwy [Del].

3. lMopTtBepaunTb BbINOMHEHME OonepaLnn B OTKPbIBLUEMCS AMaNoOroBOM OKHE.

Vill.4. Mpumepbl hopMupoBaHUA perMcTpaumMoHHbIX HOMEpPOB

VIlLL.4.1. [Ona cnyXeOHbIX 3anUcokK

He pekomeHayeTcs ncnonb3oBaTb HECKOMLKO hopMaToOB HOMEPOB A5 OAHOro HymepaTopa Ans
cnyxe6HbIx 3anucok B B[ MP, nockonbky npu peructpaumm cnyxebHbix 3anMcok Homepa
OpMUPYIOTCS B aBTOMaTMYECKOM pexume, 6e3 ydactnsi COTpyaHUKOB C BU3HEC-PONbLO
PerucrpaTop.

Mpegnonoxum, cnyxebHble 3anuMckM OOIDKHbI pernctpupoBatecss B C3 nog Homepowm
cnegyouwero c¢opmata: «Hata peructpaumn/ ®UNO UcnonHutens/Mopagkosbin Ne noppasgeneHus
NcnonHutens/Cuetumnk/TNopsiakoBbii Ne nogpasaenenus MNMognucanta\®O lMNoagnucaHTtar.

YUTtoObl cchopmmupoBaTtb HymepaTop Anst Takoro popmaTta, HYXKHO:

1. B npeactaeneHmn Bcee nokymeHThl HaxaTb kHorky [CospaTtb]:[Hymepatop] Ha naHenu
AENCTBUN M 3anofIHUTBL MO KapTOYkM HymepaTopa. CoxpaHuUTb BBEOEHHYH WMH(OpMaLMIO K
3aKpbITb KAPTOYKY.

2. B npeactaBneHMn Bce a0KyMeHTBI BbIOENUTb HYXXHbI HymMepaTop W HaxaTb KHOMKY
[CospaTb]:[®opmaT] Ha naHenu AencTBuin. 3anonHNTbL NONsS KAPTOYKM hopmaTa HymepaTopa.
CdopmupoBaTb bopmaT HOMEpPA U3 CneayoLnx 9fIeMeHTOB:

e [lata peructpauuu (o4.MM.IT).
e  O®UNO NcnonHuTens.

e TekcToBoe 3HayeHwe (B none ®Popmyna obcyema HYXHO BBECTU C KnaBuaTypbl
3HaueHue «/»).

o [lopsigkoBbi Ne nogpasgenenus McnonHurens.
e TekcToBoe 3HayeHue (B none Popmyna ob6cyema BBECTU C KNaBuaTypbl 3Ha4YEHUE «/»).
e CYyeTyuK (3TOT 3ANEMEHT NPUCYTCTBYET B KAPTOYKE NO YMOSYaHWIO).
e TekcToBOe 3Ha4eHue (B none Popmysia o6cyema BBECTU C KNABUATYPbl 3HAYEHME «/»).
o [lopsakoBbin Ne nogpasgenenus MNognucaxTta.
YT00bI B peFI/ICTpaLI,MOHHbII7I HOMEP NPOCTaBANNUCL NopAaaKOoBble HOMepa noapas3aeneHnda
UcnonHuutens/MognncaHTta, Heobxoammo, YTobbl B kapToukax nogpasaenerHuii 61 CnpaBo4YHMK

opraHu3auum 6bino 3anonHeHo none fMopsdkoenili UHOeKc. B NpoTUBHOM crydae cucTema He
MO3BOSNUT 3aperMcTPUPOBaTh OOKYMEHT.

e TekcToBOE 3HauyeHue (B none Popmysa o6cyema BBECTM C KNaBUaTypbl 3Ha4YEeHNE «\»).
e  OUO MNoagnucaHTa.

3. C nomoLpbo KHOMOK C n3obpaxeHnem CTperiok crieqyeT nepeMectuTb anemeHT <CyeTynk> Ha
HY>KHOEe MeCTO (N0 yMOMnYyaHuio OH ByaeT nepBbIM).
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4. B none XypHan pezucmpauyuu (3anofiHseTca B KapTodke dopmaTa HymepaTopa) ykasaTb
HY)XHOE 3HauYeHue XypHana perucTpauum.

5. CoxpaHuTb BBEAEHHYIO MH(OPMAaLMIO 1 3aKPbITh KapToYKy hopmaTa HymepaTopa.

Mocne atoro Bce cnyxebHble 3anuckm OyoyT perucTpupoBaTbCs MNO4 HOMEPOM YKa3aHHOro
dopmarTa.

Ecnn B cpopmaTe YKa3aH aneMeHT, ad KOTOpOoro npu permctpaunmn JoKymeHTa 3Ha4vyeHune
OTCYTCTBYET, CUCTeMa BblAaCT COOTBETCTBYHOLLEE nNpeaynpexaeHne.

VIllL.4.2. [Ona BxoaswWwuX AOKYMEHTOB

Mpegnonoxum, BxogswmMe LOOKYMEHTbl AOMKHbI pernctpupoBatbcss B C3[ nog Homepowm
cnepywouwero dgopmaTta: «[data peructpauun-fNopsakosbii Ne nogpasgeneHus [Monydatena KO
MonyyaTens/Cuetunk-NHaekc aenal/lopsakoBbii Ne nogpasgenenus MNMognucanta\®O MognucaHTay.

YUT06bI ChopMUpoBaThL HyMepaTop ANs Takoro goopmMara, Hy)KHO:

1. B npeactaBneHun Bce aokymenthl HaxaTb kHOnky [Cos3paTtb]:[HymepaTtop] Ha naHenwu
AEVCTBMI U 3anofHUTb MONs KapToykm HymepaTtopa. CoxpaHuTb BBEAEHHYHO MHAOPMaLUIO U
3aKpbITb KAPTOYKY.

2. B npeacraBneHun Bcee a0KyMeHTBI BbIAENUTb HYXHbIA HyMepaTtop M HaxaTb KHOMKY
[CospaTb]:[®PopmaT] Ha naHenu AencTBU. 3anonHUTbL NONS KapTOYKM hopmaTa HymepaTopa.
CdopmupoBaTb bopmaTt Homepa 13 criedylowmx 35IEMEHTOB:

o [laTta peructpaumu (44.MM.IT).

e TekcToBoe 3HayeHue (B none @opmyna ob6cyema BBECTU C KNaBuaTypbl 3HAYEHNE «-»).

o T[lopsigkoBbit Ne nogpasgeneHns AgpecaTa.

e U0 Apgpecara.
Y106kl B permcTpauMoHHbIn HOMEP NPOCTaBnsnNca NopsagkoBbln HoMep noapasgenexHus n U0
MonyuyaTensa (oH xxe Aagpecar), Heob6xoaumo, 4TOObl B KapTouke Bxogsuwero B none lMonyyamens
obino npoctaeneHo PO MonyyaTtens Bbibopom u3 B[] CnpaBoYHUK opraHM3auum, a
noapasgeneHuio, B Kotopom paboTaet MNMonyyatens, B B[] CnpaBoYHMK opraHM3auumn JomkeH bbiTb

NPUCBOEH NOPSAKOBbLIA UHAEKC. B NpOTMBHOM crniyyae cucTeMa He Nno3BonuT 3aperncTpupoBsaTb
[OKYMEHT.

e TekcToBOe 3HauYeHue (B none Popmysia o6cyema BBECTU C KNABUATYPbl 3HAYEHME «/»).
o CyeTyuK (3TOT ANIEMEHT NPUCYTCTBYET B KAPTOUKE MO YMOSTYAHUIO).
e TekcToBOE 3HauyeHue (B none Popmysia o6cyema BBECTM C KNaBUATYPbl 3HAYEHNE «-»).

e lHoekc gena.

NHpekc aena 6yaeT nponucbiBaTbCs B pErMCTPaLMOHHBIN HOMEp TOMbKO B TOM Crly4ae, ecrim OH 6bin
yka3aH B none MHAekc HL u 3azonoeok dena KapTOYKN JOKYMEHTA.

e TekcToBOE 3HauyeHue (B none Popmysa o6cyema BBECTM C KNaBUaTypbl 3HAYEHNE «/»).

o [lopsigkoBbin Ne nogpasgeneHus MNMognucaxTa.
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e TekcToBoe 3HayeHue (B none Popmysna ob6cyema BBECTU C KNaBuaTypbl 3Ha4YeHNE «\»).

e OUNO MNMoagnucaHTa.

YTo6bl B permcTpaumoHHbIi HOMeEp NPOCTaBNSANNCL NOPSAKOBLIN HOMep noapasgeneHms n ®UO
MoanucaHTa, HeobxoanMMO, YTOBbI:

e ecnu none Modnucaum(-bI) BXOASALLENO JOKYMEHTA 3aMONHSNOCh BbIGOPOM M3 CripaBoYHMKA
opraHusaumu, B kapTodke nogpasgenerunsa b1 CnpaBoOYHMK opraHusaumm SOMKHO ObiTb
3anosnHeHo none Mopsdkoebili UHOEKC;

e ecnu none ModnucaHm(-bI) BXOOSLLErO AOKYMEHTA 3anonHAnock BeibopoM 13 b1 BHelwHune
agpecartbl, B COOTBETCTBYHOLLEN KapToyKe opraHusaunv/dunmana OSMKHO ObITb 3anofiHEHO
none Koo.

Ecnu xe gaHHble ycrnosus He BbinonHeHsbl, unu ®UO MognucaHTa(os) 6binm BBEAEHBI C KNaBnaTypbl,
cucTeMa He NO3BOSUT 3aperMcTpUpoBaTh JOKYMEHT.
3. C nomMoLublo CTPENOK T U | HY>XHO MEPEMECTUTL ANEMEHT <CYeTUMK> Ha HY)XHOEe MecTO (no

yMOMYaHuto oH 6yaeT nepBbiM).

4. B none XypHan peaucmpayuu (3anofHsaeTca B KapTodke dopmaTta HymepaTopa) ykasaTb
HY)XKHOE 3HauYeHue XXypHan perucTpauuu.

5. CoxpaHuTb BBEAEHHYIO MHOPMaLMIO 1 3aKpbITb KapTouKy hopmaTta HymepaTopa.

MNMocne aToro Bce BxoasWwMe, Y KOTOpbix B none JXXKypHan peaucmpayuu ykasaH >XypHan
perucrtpauuu, coBrnajalolimin C 3aBefdeHHbIM B copmaTte HymepaTopa, a Takke 3arnofiHeHo Mnone
Modnucanmsi, GyoyT perucTpupoBaTbCcs Nog HOMEPOM ykasaHHoro dopmara. Ecnu nognucaHToB
ObINO HECKOJbKO, TO B MPOLECCe PerucTpaummn HyxHo OyaeTt BbiOpaTb, OT UMeHM kakoro MoanucaHTa
PEerncTpupyeTcst OKYMEHT.

Ecnu e ansa ogHoro xypHana peructpaumn B b1 PernctpaTtop 3aBegeHO HECKOSbLKO hopmaTtoB
HymepaTopa, TO B Mpouecce perucrpaumm HyxHo 6yaet Bblbpatb Tpebyembii popmaTt m3 cnmcka
CYLLLECTBYHOLLUX.

EcrmB cbopmaTe YKa3aH 3NneMeHT, a5nd KOTOpOoro npu permctpaunmn JoKymeHTa 3Ha4eHune
OTCYTCTBYET, CUCTEMA Bbl4ACT COOTBETCTBYOLLEE npeaynpexgeHne.

VIlL.4.3. [Onsa opraHM3auMoOHHO-pacnopsaanuTeribHbIX JOKYMEHTOB

MpeanonoXxum, OpraHU3auMoOHHO-pacnopsaanTENbHbIE OOKYMEHTbI OOMKHbI  PErMcTpupoBaTbCs
BC3O nog Homepom cnegywouwero dopmarta: «[ata  peructpaumm/Cuetumk/IopsaaKoBbin
Ne nogpasaenenusa VicnonHutena/®N0O UcnonHutensay.

YUtobbl cchopmupoBaTh HymepaTop A5t Takoro popmaTta, HYXKHO:

1. B npeactaeneHmn Bcee mokymeHTHl HaaTb kHornky [CospaTtb]:[Hymepatop] Ha naHenu
AEVCTBMI U 3arnoSfiHUTb MOMs KapToykn HymepaTopa. CoxpaHuTb BBEOEHHY0 MHOopMaunio un
3aKpbITb KAPTOYKY.

2. B npeactaBneHun Bce a0KyMeHTBI BbIOENUTb HYXHbI HymMepaTop W HaxaTb KHOMKY
[Co3paTb]:[PopmaT] Ha NaHenu AencTBUI. 3anoNHUTL NONSA KapToYkM dhopmaTta Hymepartopa.
CdopmmpoBaTb bopmaT HOMEPA M3 CNeayoLmX SfIEMEHTOB:

e [lata peructpauuu (o4.MM.IT).
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e TekcToBoe 3HayeHue (B none Popmysna ob6cyema BBECTU C KNaBuaTypbl 3Ha4YEHNE «/»).
o CuyeTyuK (3TOT 3ANIEMEHT NPUCYTCTBYET B KAPTOUYKE MO YMOYAHUIO).

e TekcToBoe 3HayeHue (B none @opmyrnna ob6cyema BBECTU C KNaBuaTypbl 3Ha4YEHNE «/»).
e T[lopsigkoBbi Ne nogpasageneHus McnonHurens.

e TekcToBoe 3HayeHue (B none Popmyna o6cyema BBECTU C KNaBuaTypbl 3Ha4YEHUE «/»).

e  OUO WcnonHutens.

YUTo6bl B permcTpaLlmMoHHbI HOMEpP NPOCTaBNANUCL NOPAAKOBbLIN HOMEP NoapasaeneHus,
Heobxoammo, 4Tobbl B B[] CnpaBoOYHMK OpraHM3auum B KapToyke nogpasgerneHnsi, B KOTOPOM
paboTaeT MicnonHuTens, 6bino 3anonHeHo none Mopsidkoebili uHOekc. B npoTuBHOM criyyvae
cucTema He NOo3BONUT 3aperncTpMpoBaTh JOKYMEHT.

3. C noMoLblo CTPErioK + U | HYXHO NepeMecTuTb dneMeHT <CYeTyMK> Ha HY)XHOe MecCTo
(no ymonyaHuto oH 6yaeT nepsbiM).

4. B none Xypran peaucmpayuu (3anonHseTcs B KapTouke dopmara Hymepartopa) ykasaTb
HY>KHOE 3Ha4YeHue XXypHarna permcTpaumm.

5. CoxpaHuTb BBEAEHHYIO MHOPMaLMIO U 3aKPbITb KAPTOUKy hopmaTta HymepaTopa.

Mocne aToro Bce BHYTPEHHWE OOKYMEHTbI, Y KOTOpbIX B none XKypHan peaucmpauuu ykasaH
XXYpHan peructpauum, coBnagaroLlmnin ¢ 3aBefeHHbIM B doopMaTe HymepaTopa, OyayT permctpupoBaTbes
nop HoMepoM ykasaHHoro cdopmarTa.

Ecnu e ana ogHoro xypHana peructpaumn B b1 PernctpaTtop 3aBegeHO HECKOSbLKO hopmaTtoB
HymepaTopa, TO B Mpouecce perncrpaumm HyxHo 6yaet Bbibpate Tpebyembin copmaT M3 cnmucka
CYLLLECTBYHOLLUX.

Ecnu B dhopmaTe ykasaH aneMeHT, A KOTOPOro Npu permcTpauumn JoKyMeHTa 3HadeHune
OTCYTCTBYET, CUCTEMA BblACT COOTBETCTBYIOLLEE NpeayrnpexaeHue.

VillL.4.4. [Ona ncxogawmx OKYMEHTOB
Mpennonoxum, ucxoaswme AOKYMEHTbl [LOIMKHbl pernctpupoBatbcss B COLl nog Homepowm
cnepytwouwlero copmarta: «fata perncrpaumm/Cuetumk/Kog oOKyMeHTa No Kogy KOppecrnoHOEHTOBY.
YUTto6bI cchopMmpoBaThe HymepaTop AN Takoro goopmaTta, Hy>KHO:

1. B npeactaBneHun Bce aokymenthl HaxaTb kHonky [CospaTtb]:[HymepaTtop] Ha naHenwu
AEVCTBMIN WU 3anOfHUTL MOMS KapToukn Hymepatopa. CoxpaHuTb BBEOEHHYIO MHGOPMaLUio
N 3aKPbITb KAPTOYKY.

2. B npeacrtaeBneHMn Bce a0KkyMeHTBI BbIOEINUTb HYXHbIA HymMepaTop W HaxaTb KHOMKY
[Co3paTb]:[PopmaT] Ha NaHenu AencTBuUn. 3anoNHUTL NONSA KapToYKM chopmaTta Hymepartopa.
CdopmumpoBaTtb hopmaTt HoMepa U3 criegyowmnx 311eMEHTOB:

o [laTta peructpaumu (44.MM.IT).
e TekcToBOE 3HauyeHue (B none Popmysa o6cyema BBECTM C KNaBUaTypbl 3HAYEHNE «/»).

e CuyeTumk (STOT ANneMeHT NPUCYTCTBYET B KapTO4Ke MNno yMOJ'I‘-IaHVIIO).
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e TekcToBoe 3HayeHue (B none Popmysna ob6cyema BBECTU C KNaBuaTypbl 3Ha4YEHNE «/»).

YT06bl B permcTpaumMoHHbIn HOMEP NPOCTaBANCS Kof JOKYMEHTa MO KOAY KOPPECMNOHAEHTOB,
Heobxoammo, uTobbl B B[] CnpaBoOYHUK OpraHu3auum B KapToudke nogpasaeneHus, B KOTOpoM
paboTaeT KoppecnoHAEHT, ObIno 3anonHeHo none MNopsidkoebIll UHOeKC.

Ecnun koppecnoHOeHT SABMSAETCA COTPYOHUKOM BHELLUHEN OpraHn3auum, To B KapTo4ke
COOTBETCTBYOLLEN opraHnsauun B[]l BHewHue agpecaTtbl 4OMKHO ObITh 3anonHeHo none Kod.
B npoTuMBHOM cnyyae cuctema He NO3BOMUT 3aperncTpupoBaTh JOKYMEHT.

3. C nomMoLbio CTPEroK T U L HYXHO nepemMectuTb aneMeHT <CYeTyuMk> Ha HYXHOe MeCTO
(mo ymon4aHuto oH BygeT nepebiM).

4. B none XypHan peaucmpayuu (3anonHsieTcs B kapTodke dopmaTta Hymepartopa) ykasaTb
HY>KHOE 3Ha4YeHMe XXypHarna permcTpaumm.

5. CoxpaHuUTb BBEAEHHYIO MHOPMaLMIO 1 3aKPbITh KaPTOYKy hbopmaTa HymepaTopa.

MNMocne aToro Bce UCXOAsLiME OOKYMEHTbI, Y KOTOpbIX B none XXypHan peaucmpayuu ykasaH
XXYpHan peructpauum, coBnagaroLmnin ¢ 3aBefeHHbIM B hopmate HymepaTopa, byayT permctpmpoBaTthes
nog HOMEPOM ykasaHHoro popmaTta. Ecnv B ncxogsilem OOKyMeHTe ykasdaHO HECKOSbKO NOANUCaHTOoB,
B Mnpouecce peructpauum Heobxoammo OyaeT BbIGpaTb, OT MMEHM KaKOro NMoAanucaHTa perucTpupyeTcs
[OKYMEHT.

Ecnu xe ana ogHoro xypHana pernctpaumm B B[] Pernctpatop 3aBeaeHO HECKONbKO (hopmMaToB
HymepaTtopa, TO B MpOLECCe perncrpaumm HyxHo 6yaeTt BbldopaTb TpebOyembit dopmaT M3 crnmucka
CYLLECTBYIOLLNX.

VIll.4.5. [Ona ooroBopos

Mpeanonoxum, [OroBopbl AOMKHbI permctpypoBatbcs B COLl nog Homepom cnefyloLllero
dopmarta: «data nognucaHua/Cuetunk/Kog ycnosua onnatel/PUO MognucanTar.

YUTto0bbl cchopmmupoBaTb HymepaTop Anst Takoro popmaTta, HYXKHO:

1. B npeactaeneHmn Bcee mokymeHThl HaxaTb kHorky [CospaTtb]:[Hymepatop] Ha naHenu
AENCTBUN WM 3anofHUTb MONS KapTOYkM HymepaTopa. CoxpaHuTb BBEOEHHYH MHdOopMauumio
N 3aKPbITb KAPTOYKY.

2. B npeacrtaBneHun Bce a0KyMeHTBI BbIOENUTb HYXXHbIA HymMepaTop W HaxaTb KHOMKY
[CospaTb]:[®opmaT] Ha naHenu AencTBuin. 3anonHNTb NONS KAPTOYKM hopmaTa HymepaTopa.
CdopmupoBaTb bopmaTt HomMepa 13 criedyoLmx afIEMEHTOB:

e [laTta nognucaHus.

e TekcToBOE 3HauyeHue (B none Popmysa o6cyema BBECTM C KNaBUaTypbl 3HAYEHNE «/»).
o CYyeTyuK (3TOT 3NEMEHT NPUCYTCTBYET B KAPTOYKE NO YMOSYaHWIO).

e TekcToBOe 3Ha4eHue (B none Popmysia o6cyema BBECTU C KNABUATYPbl 3HAYEHME «/»).
o Kopg ycnosus onnatbl.

e TekcToBOE 3HauyeHue (B none Popmysa o6cyema BBECTM C KNaBUaTypbl 3HAYEHNE «/»).

e OUO MNoagnucaHTa.
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3. C nomoLblo CTPEnoK T M + HYy)XHO NepemMecTuTb anemMeHT <CYeTUYMK> Ha HY>XHOe MecTo (no
YMOIYaHUIo OH BydeT NepBbIM).

4. B none XypHan peaucmpayuu (3anonHsieTcs B kapTodke dopmaTta Hymepartopa) ykasaTb
HY>KHOE 3Ha4YeHMe XXypHarna permcTpaumm.

5. CoxpaHuTb BBEAEHHYIO MHOPMAaLIMIO 1 3aKPbITb KapPTOYKy bopmaTa HymepaTopa.

MNMocne aToro BCe [AOroBOpbl, Yy KOTOpbix B none XypHan pesucmpayuu ykasaH >XypHan
perncTpauum, coBnagarwLnii ¢ 3aBefeHHbIM B chopmaTte Hymepartopa, OyayT perMctpupoBaTbCsl NOA
HOMepOM ykasaHHoro copmarTa.

Ecnu xe onsa ogHoro xypHana peructpaumn B b1 PernctpaTtop 3aBegeHO HECKOSbKO hopmaToB
HymepaTtopa, TO B MpOLECcCe perncrpaumm HyxHo 6yaeTt BblOpaTb TpebOyembint dopmaT M3 crnucka
CYLLLECTBYIOLLUUX.

Ecrm B cbopmaTe YKa3aH 3f1eMeHT, aJ1d KOTOpPOoro npu perncrtpaunn AOKyMeHTa 3Ha4vyeHune
OTCYTCTBYET, CUCTeMa BblAaCT COOTBETCTBYHOLLEE nNpeaynpexaeHne.

VIIl.4.6. [Onsa 3aa9BOK
Mpegononoxum, 3asiBKM Ha pacxodbl AOMMKHbI pernctpupoatbcss B COLl noa Homepowm
cnepytoulero oopmara: «[ata pernctpaumm/Cuetumk/Koa ctatbn goxogos/pacxonos/ViHaekc genay.
YTto6bl cchopMmpoBaTb HymepaTop AN Takoro doopmaTta, Hy>KHO:

1. B npencraBneHnn Bcee aoxkymenthl HaxaTb kHonky [Cos3paTtb]:[Hymepatop] Ha naHenu
OENCTBUN U 3anofHUTL MNONSA KapTodkm HymepaTtopa. CoxpaHuTb BBEAEHHYK MHGOpMaLMIO
N 3aKpbITb KApTOUKY.

2. B npeacrtaBneHun Bcee mo0KyMeHTBHI BbIOENUTb HYXHbI HyMepatop W HaxaTb KHOMKY
[CospaTb]:[®opmaT] Ha naHenu AencTBuin. 3anonHNTb NONS KAPTOYKM hopmaTa HymepaTopa.
CdopmmpoBaTb bopmaT HOMEPA M3 CneayoLmx SfIEMEHTOB:

e [lata pernctpaumu (84.MM.IT).

e TekcToBOE 3HauyeHue (B none Popmysia o6cyema BBECTM C KNaBuaTypbl 3Ha4YEHNE «/»).
e CyeTyuk (3TOT aNEMEHT NPUCYTCTBYET B KAPTOUKE MO YMOMNYAHWUIO).

e TekcToBOe 3Hau4eHue (B none Popmysia o6cyema BBECTU C KNABUATYPbl 3HAYEHME «/»).
e Kopg ctatbm goxonoB/pacxodoB.

e TekcToBOE 3HayeHue (B none Popmysia o6cyema BBECTM C KNaBUaTypbl 3HAYEHNE «/»).
e UHpekc HA.

3. C nomMoLpblo CTPEnoK T U L HYXXHO nepeMecTuTb anemeHT <CYeTyumk> Ha HyxHoe MecTo (Mo
ymMon4aHuio oH 6ygeT nepebiM).

4. B none XypHan pecucmpauyuu (3anofiHAETCA B kapTodke dpopmaTta HymepaTtopa) ykasaTb
HY>KHOE 3Ha4YeHMe XXypHarna permcTpaumm.

5. CoxpaHuTb BBEAEHHY MHOPMALIMIO U 3aKpbITh KAPTOYKY hopMaTa HymepaTtopa.
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Mocne aToro Bce 3asiBKM, Yy KOTOpbiX B none XypHas pesucmpayuu ykasaH XypHan
perucTpaumm, coBnagarllmin ¢ 3aBefeHHbIM B cdhopmaTe HymepaTopa, OyayT pernctpupoBaTbCsi Mop
HOMEpPOM ykasaHHOro cpopmara.

Ons perncTpaumnn 3adaBOK HeJ1Ib3A WMCMNOJf1b30BaTb Oonee opgHoro d)opmaTa HymMepaTtopoB A5A
OOHOrO0 XypHaria permctpauuun, T.K. permctpauna 3adBOK NpoxoanT B aBTOMaTU4€CKOM pexXnmMme B con.

Ecnu B dhopmaTe ykasaH anieMeHT, 41151 KOTOPOro Npu perucTpaumm JOKyMeHTa 3HadeHune
OTCYTCTBYET, CUCTEMA BbIAACT COOTBETCTBYIOLLEE MpeayrnpexaeHme.
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IX. B[] CBA3KMK

[X.1.0 6a3e gaHHbIX
Bl CBsA3KkM ncnonb3yeTcs ONs XpaHEeHUs JOKYMEHTOB CBA30K MEXAy napamn OOKYMEHTOB. JTa
b0asa OaHHbIX ABNAeTCA TEXHOMNOrMYeckom n obasartenbHON Nnpun yCtTaHOBKE CUCTEMbI.

CBs3blBaHME AOKYMEHTOB MpUMeEHsieTcs B pyHKLMOHanNbHbIX 6a3ax AaHHbIX B TOM crny4yae, Korga
OOMH 13 OKYMEHTOB SIBNSIETCA OCHOBaHUEM Ans Apyroro. K ogHOMY 1 TOMY )K€ OCHOBaHWIO MOXET ObiTb
NMPMBSI3aHO HECKONbKO AOKYMEHTOB. J1to6oi OOKYMEHT, B TOM YMCre U MPUBS3aHHbIA K OCHOBaHWIO,
MOXXET CINyXXUTb OCHOBaHMEM ANsi APYrMX JOKYMEHTOB.

IX.1.1. O6G30p npeacraBreHnn

O6nactb Haeurauumn bl CBA3Ku cogepxuT npegcraesneHne Cessku, B KOTOPOM OTOOpaxkaertcs
BECb CMUCOK MMEILLNXCA CBA3OK 4OKYMeHTOB. [NpeactaBneHne Cnpaska MCNOMb3yeTca ANs nepexoaa K
cnpaeke no pabote ¢ 6a3on aaHHbIX. MNMpeactaeneHne O 6ase UCMONbL3YETCA AN Nepexoda K OCHOBHOWM
nHopMaLmm no gaHHom Gase.

IX.1.2. OnucaHme ncnonb3yemMbix 3Ha4YKOB

3Hauku B B[] CBA3KKM HE MCMONb3YIOTCS.

IX.2.HacTpouka ypoBHS gocTtyna
PekomeHOyembIn JOCTYN MO YMOMNYaHWO: PemakTop C NpPaBOM COBHAHMSI M YRaJIeHUs
OOKYMEHTOB.

MepeyeHb ponen goctyna b CBA3ku npeactasneH B Tabnuue (Tabnuua 59).

Tabnuua 59. Ponun B Bl

Ponb PyHKUUMU
[Admin] YTeHne Bcex JOKYMEHTOB B 6a3e AaHHbIX
[Extreme] YTeHne BCex JOKYMEHTOB B 6a3e AaHHbIX
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X. b lWabnoHbI

X.1. O 6a3e paHHbIX

B LWa6noHbl OTHOCUTCA K MOMb30BaTENIbCKMM CEepBMCaM M XPaHWUT LWAabGMOHbl TUMNOBbIX
AOKYMEHTOB, CTaHOapPTHbIX oopM M BnaHKoB, TUMNOBbLIX PEe30soLUMiA, WabNoHbl NPOMEXYTOUHBLIX (OPM,
cosgaBaemblx B Word 1 Ucnonb3yowmxcs ans nevyatn JOKYMEHTOB pasnnyHbiX 6a3 gaHHbIX, a Takke
LWabioHbl yBE4OMMNEHUN.

®yHKUMOHanNbHble BO3MOXHOCTM B[] LLIaGnoHsbi:

e CosgaHve WabnoHOB TMNOBbLIX AOKYMEHTOB, Pe30ouUMA/MOpYyYeHniA, onucaTtenen nonem wm
dopM AnA nevatM Kak C MCMonb30oBaHMEM BCTPOEHHOro pepaktopa KnueHta, Tak U C
MCNONb30BaHWEM FOTOBbIX 0O6pa3LOB AOKYMEHTOB M3 APYrMX NPUIoXeHun, Hanpumep, us MS
Office. LWabnoHbl AOOKyMEHTOB MOryT OblTb OTCKaHMpOBaHbl MNpW HanuumMm OymaxkKHOro
opurMHana cpegcresamu nporpammel ABBYY FineReader Scripting Edition 7.01.

e Co3gaHvne WabnoHOB YBEOOMIIEHMIA W onucaTenen Mnornewn, MCNonb3yemblX Ans CO3haHus
LabrnoHOB.

X.1.1. O6G30p npeacraBneHnn

O6nacTtb Hasurauuun B[] LUabnoHbI cogepXxuT cneaytowmne npeacrasnerHus (Tabnuua 60).

Ta6nuua 60. NMpeactaBneHus B LLIa6noHbI

HaumeHoBaHune OnucaHue
1a6./10HBI JIOKYMEHTOB OTobpaxatloTcs WabnoHbl AOKYMEHTOB, CrPYNNMPOBaHHbIE MO TUNam JOKYMEHTOB,
AN1S1 KOTOPbIX OHM CO34aHbI
Ileuarn
Onucarend moJei OTobpaxatloTcs onucaTenu nornen, NCNonb3yLNXCA Npy NeYaTtn no wabnoHy.

Onucatenu crpynnupoBaHbl Mo 6a3am JaHHbIX, @ 3aTeM No dhopmam, B KOTOPbIX
NPUCYTCTBYIOT COOTBETCTBYIOLLME Nonis. MpeactaeneHne oTobpaxkaeTca Ans
nonb3oBaTenei, obnagaLmx posnbio [TmplFieldEditor]

IIa6Ji0Hb1 hopM OToGpaxatoTcs WwabnoHbl hopM, NCNONBb3YIOLLMXCA NPy NeyaTy ¢ nomoLlbio Word.
LabnoHbl crpynnupoBaHbl No 6a3am AgaHHbIX, a 3aTem no hopmam, A58 KOTOPbIX
OHU co3patotcs. MNMpeacTaBneHne otobpaxaeTcs s Nofb3oBaTenen,
obnagarowmx ponbio [TmplFormEditor]

I1a610HbI 1S peecTpa OTo6paxatoTcs WabnoHbl (OpM, UCMOSb3YIOLLMXCS NpK neYaTy ¢ nomoLlbio Word
peecTpoB AokyMeHTOB. LLlabnoHbl crpynnupoBaHel No 6asam AaHHbIX, a 3aTeM Mo
dhopmam, Ans KOTOpbIX OHKU cosaatoTes. MNpeacTrasneHne oTobpaxaeTcsa Ans
nonb3oBaTenei, o6nagaLmx ponbio [TmplFormEditor]

Ia6a0HbI OTobpaxatoTcs WabnoHbl pe3ontoumin/nopyyeHnin, CrpynnupoBaHHbIe MO TUnam
pe3oaonuii/ mopydyenuii OOKYMEHTOB, ANsi KOTOPbLIX OHM CO34aHbl, MO KaTeropmm wabnoHa (NMMYHbIA/06LWNA)
a Takke Nno NoAnucaHTy pesontounm/nopyyerus. MNMpeacraBneHne otobpaxaercs
Ansi nonb3oBaTenen, obnagawwux ponbio [TmplFormEditor]

YBenomieHust LLIabnoHbI yBe,D,OMﬂeHVIVI n onucarenun. COﬂ,ep)KVIT npeacraBneHna HU3LWero
YPOBHS
IIa6a0HBI Copepxut nepeyeHb WabNOHOB YBEAOMITEHWUIA, CTPYNMMPOBAHHbLIX MO TUNam
YBeIOMJIeHMIT AOKYMEHTOB
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HanmeHoBaHue OnucanHwue
IIa0a0HbI CoaepxuTt nepeyveHb LWAGIOHOB YBEAOMITEHUI, OTCOPTUPOBAHHbBIX MO Ha3BaHMIO
yBeJOMJIeHMIl 110
Ha3BaHHUIO
Omucarenn noJeii mo | CoaepXxnTt nepeveHb onvcarternen nonen ons wabnoHoB yBeOOMMEHWI, KOTOpbIE
HMEHH OTCOPTMPOBAHbI MO UMEHU
Omucarenn noJeii mo | CoaepXnTt nepeveHb onvcarternen nonen ons wabnoHoB yBeJOMEHWI, KOTOpbIE
THITY CrpynnmMpoBaHbl N0 TUMY AOKYMEHTA
CucreMHbI€ 3JIEMEHTDI
ATpHOYTBI CoaepxuTt nepeveHb aTpnbyToOB, CrpyNMMPOBaHHbIX MO TUMaM AOKYMEHTOB
JOKYMEHTA
CnpaBka Mcnonb3yeTcs anst nepexona K cnpaeke no paboTe ¢ 6a30i AaHHbIX
O 6a3se Mcnonb3yeTcs ons nepexona K OCHOBHOW MHpopMaumm no gaHHon 6ase
X.1.2. OnucaHme ncnonb3yemMbix 3Ha4YKOB

Kaxabin gokymeHT B B[l LWabnoHbl nomedaetcss 3HA4kOM, OTOOpaXkaloWwumM €ro COCTOsiHME
(Tabnuua 61).

Tabnuua 61. 3Haukmn B[] LLa6noHbI

3HayvokK OnucaHue
LLlabnoH JOKyMEHTa unm pesontiouumn

Onwucartenb nonen

Onwncartenb HeakTUBEH

AKTMBHbI WAabnoH hopMbl Anst nevatun
HeakTnBHbIN WaA6noH hopMbl AN nevaTu

LLlabnoH nHopMaLNOHHOIO YBEAOMIEHNS
LLlabnoH 3aga4yHoro yBegoMIIEHNS

L= | [ [ s (S

X.2. HacTtpounku 6a3bl AaHHbIX

X.2.1. HacTpounka ypoBHS goctyna

[na nogaepXkn BO3MOXHOCTU nedvaTu no wabnoHam pekoMeHOyeMbl LOCTYM MO YMOMYaHWUIo:
AsTOp (C NpaBoM co3gaHusa AokymeHToB) (Tabnuua 62).

Tabnuua 62. Ponun B Bl

Ponb PyHKUUMU
[FieldEditor] CosgaHve onucarenen nonem
[FormEditor] CosgaHne wabnoHoB opm
[TemplateCreator] CosfgaHue wabnoHoB JOKYMEHTOB
[Extreme] JocTyn Ha YTeHne BCex AOKYMEHTOB
[TmplFieldEditor] Co3faHue 1 pefakTupoBaHWe onucaTtenen nonew
[TmplFormEditor] CosgaHue 1 pegaktnpoBaHuve WabroHoB popm
X.2.2. HacTponka cBsfizen ¢ 6azamum gaHHbIX

[ns HacTtponku ceasm B[] llabnoHbl ¢ ApyrumMu Moaynsamm CUCTEMbI HYXXHO:

1. OTkpbiTb Bl ApMuHUCTpUpOBaHWe © nepernTn B npeactasneHve HacrTpoiikum momyeii:
Texymme HacTpPOUKH.
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Bbibpatb gokymeHT HacTpoek B[l LUaGnoHbl M HaxaTb Ha NaHeNu AOEWCTBUM KHOMKY
[PepakTupoBaTthb].

MepenTtn Ha Brknagky Hacmpolku B/].

Ha Bknagke Hacmpolku BJ] ¢ nomoLlblo cTaHOapTHbIX AManoroB ykasaTb MCMOMNb3yemyto
B[] NMpoTokon (PucyHok 21).

BbINTN 13 pexnma peaakTMpoBaHUS HacTpPOeK, HaxaB KHOMKY [3akpbITk] Ha naHenu AencTBun
1 NnoATBepanB HEOBXOAMMOCTb COXPaHeHNs MHAOpMaLnN.

HacTtpoiikn Bﬂl MapaMeTpbl NeYaTH ] HacTpolikn areHToB ] HacTpoiika NnpoTOKoNHPOBaHHA ] WCTOpHA peaakTHpOBaHHA ]

MpoTokon: BRDoc/datatech

Referent_328\br_log.nsf
C3257A64:0034DA7F

X.2.3.

PucyHok 21. Bknagka «Hactpowku BO»

HacTponka napameTpoB nevyatu

UTtoObl 3agaTth 06LWwme HacTporku Ans nedvaTtn no wabdnoHy B b LLa6noHbIl, HyXXHO:

1.

a & w0 DN

OTkpbiTe Bl AgMUHUCTpUpOBaAHME U nepenTn B npeactaeneHve Hacrpoiikum MomyJieii:
Texkyuiue HACTPONKH.

Mepentn B npeacraenerHve Hacrpoiikn moayaeii: Texkyume HacTpoiiku.
Bbibpatb gokymeHT HacTpoek B/l LlabnoHbl 1 HaxaTtb kKHornky [PepaktupoBartb].
3anonHuTb nons Bknagku Mapamemps! nedamu (Tabnuua 63, PucyHok 22).

BbiiTn 13 pexxnma pegakTMpoBaHUsS HAaCTPOEK, HaXKaB KHOMKY [3aKpbITb] HA NaHenu 4encTBun
1 NOATBEPANB HEOBXOAMMOCTb COXPaHEeHNA MHAOPMaLUN.

Tabnuua 63. Bknagka «[apametpbl neyatn»

Mone OnucaHue
Bbieod YkasaTb NopsgoK BelBOAA HA NevaTb HE3AMOJTHEHHbIX B KAPTOYKE MOMEN Un
Hecyuwjecmeyrouwjux | MHOrO3Ha4HbIX NMOMNEW, B KOTOPbIX MPUCYTCTBYET owmnbka krtoda. C nomMoLLbo
3Ha4eHul, nepeknoyaTens BbIbpaTb O4MH N3 BapMaHTOB:
Mpu owubke e 3amMeHsimb Ha meKcm — B 3TOM Clly4ae HY>XHO BBECTU C KnaBuaTypbl B
K/ro4a NosiBUBLLEMCS! Nofe TEKCT, KOTopbI ByaeT NoacTaBNATLCS B AaHHbIE MNofs B
MHO203Ha4HO20 nevyatHon cpopme.
nosns e YOansamsp — B 3TOM Cry4ae npu nevaTtun Takue nonsa OyayT yaansTbCs U3 nevaTHom
dopMbl
Tekcm OTobpaxaeTtcs npu BbIOpaHHOM 3Ha4YeHUM 3aMeHsIMb Ha mekcm. BBecTn TekcT, Ha
KOTOpbIN HEO6X0AMMO NPOU3BOAUTE 3aMEHY
Pazdenumens npu | BBecTu c knaBnatypbl pasgenutenb, KOTOpbIA OyaeT Nnpyu co3gaHny nevyaTHoOn opMbl
ebleode maccuea OTOENsTb OAHO 3HaYeHWe OT APYroro B MHOro3HauHbIX MOMsX, UK ykasaTb Kog CUMBONA,
3Ha4YeHul KOTOpbIN ByaeT ncnonb3oBaTbCs ANs TaKOro pasgenutens
(pazdenumens unu
Kod cumeosia)

v Cai
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B/1 Hlabnonwt

MNone OnucaHue
Bbigeodumsb YcTaHoBUTL chnar, ecrnv HeobxoaMMO BbIBOAWTE NIOroTUN B (DOPMUPYEMBIX NEYATHBIX
nozomun e chopmax. YkasaTb C NOMOLLbIO NepekrovaTenst MecTo B JOKYMEHTe Afs BbiBOAA NoroTvna:
ne4yamHbix e BepxHuli neesnliii y2oul.
¢gopmax BepxHull npaseblii y2or.

HuxHut neesliii yeon.

HuwxHul npaesitl yeon

HuxHul npaebiti y2o71.

lMo yeHmpy (BbIBOOUTL NIOTOTUN MO LEHTPY B BUAE BOAAHOIO 3HaKa)

Bbieodumb mekcm
U wmamn epemMeHu
8 HUXHeM
KosloHmumyie
neyamHsbix ¢hopm u
¢halisioe es1oxeHUl

YcTaHoBUTh donar, ecnu HeobxoaumMo BbIBOAMTL Haanuck «PacnevataHo us COL» B
KONOHTUTYNEe hopMMpyeMbIX NevaTHbIX hopM, a Takke npu nedvaTn annos BIIOXEHUN
(dbopmata MS Word). TekcT HagnvMcy OCTyneH ANst peAakTupoBaHus

BriaoAa HECY LWLECTBY HILLLMX SHAYEHMA
TEKCT
Mpw owubKe KNKYa MHOroIHa4YHoro NonA

TEKCT

Paznenvrens npHv BblBOOE MAGCCHBa SHAYEHMA

EblBCAWTE NOroTUN B NeYaTHEIX :I:DFIHEIX

BLIBOAWTE TEKCT M WTAMM BPEMEHW B HU¥HEN
KONOHTUTYNE NeYaTHeX dopM W Gainoe
BNOMEHKWA

TEKCT

HacTtpoiku Eﬂ] MapameTpbl NeyaTH l HacTpoHKH areHToB

HacTtpoiKa NnpoToOKONHPOBaHHA

* ZameHATs Ha TekcT { Yoanate

(* ZamenaTs Ha Tekct . Yoanats

pPa3nenUTEND

WNKW Ko cMMBona

BepxHuil neseiid yron  { HusHWA neswiid yron

Ty A

BepxHuii npassii yron € HuxHWA npasbiid yron

T

Mo ueHTpY

FPacnedataHo w3 C230

PucyHok 22. MapameTtpbl neyatu B[ LLa6noHbI

X.2.4. HacTtpouka areHTOB

[ns HacTporikn areHToB 6a3 AaHHbIX CUCTEMbI HYXHO:

1. OtkpbiTb B[] AgMUHUCTpUpPOBaAHME W nNepenTn B npeacrtasreHne Hacrpoiiku MoxyJieii:

Texkymme HaCTPOHKH.

2. BbibpaTb gokymeHT HacTpoek B[] LLlabnoHbI.

3. lNepentn Ha BkNagky Hacmpoliku azeHmoe v HaxaTb KHOMKy [PepaktupoBatb).
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4. Ha Bknagke Hacmpoliku aczeHmoe B none AeeHm BbIGpaTb HEOOXOANMBIV areHT 1 3anosTHNTb
cooTBeTCTBYOWME eMy nongd (Tabnuua 64, PucyHok 23).

5. BbIiT U3 pexnma peaakTMpoBaHUS HaCTPoeK, HaXkaB KHOMKY [3akpbITb] HA NnaHenu AencTBun
1 NOATBEPANB HEOOXOAMMOCTb COXPaHEeHUA MHAOPMaLUN.

Tabnuua 64. Bknagka «HacTpoiiku areHTOB»

Mone OnucaHue
BknroyeH Ha YcTaHoBUTL dhnar, eCnu areHT BKMoYeH Ha cepBepe. B cocegHem none cneayet Bbibpatb
cepsepe 13 CnncKa cepBep, Ha KOTOPOM areHT AOMKEH BbINONHATLCS
Cmamyc 3anonHsaeTca aBToMaTuyeckn
Aemop 3anonHsaeTca aBToMaTuyeckn
KommeHnmaput 3anonHseTcs aBToMaTnU4eCcKkn

HacTpoikks B, ] MapamMmeTpbl NeYaTy HacTpoikw aredToB | Hactpoika npoTokondpoeanua | AcTtog

ArEHT! WA aneHHe WaANoHOE pe3onruME M NopyJeHHE

DEHOEMTE COMCOK

¥ BrnwueH Ha cepeepe:; Mwbol cepeep

Cratyc: OBWHA
AEBTOD: Ralina Talipova/UFA/ITC/RU
KOMMEHTapHA!

OUMETKS YA aneHHex WabnoHoE pE3onULKA W NopyYeHWi

PucyHok 23. Bknagka «HacTpoinku areHToB»
MepeyveHb areHToB B/ LLlabnoHbl npeactasneH B Tabnuue (Tabnuua 65).

Ta6bnuua 65. AreHTbl B]] LLIaGnoHbI

AreHT HasHayeHue Korga BbinonHseTcs
Ypanexuve wabnoHoB OunwaeT yaaneHHble WwabnoHbl pe3oniouni Mocne ynanenuns wabnoHoBs
pesontouni N Nopy4veHun pes3oniounin N NopyveHnin
1 NopyYyeHun

X.2.5. HacTpounku npotokonnpoBaHus

YT106bI BLINOMHUTL HACTPOMKN MPOTOKONMPOBaHWs, cnedyeT B Bl AaMuHucTpupoBaHue BbI6paThb
OokyMeHT HacTpoek B[l LWlabnoHbl, nocrne 4ero Ha Bknagke Hacmpolku npomokosiupoeaHus
BbiCTaBute pnar Becmu npomokos, ecnu ppna b LWabnoHbl TpebyeTca ocCyLecTBNATb
npoToKoNMpoBaHue Aenctsuin. [pn BbiCTaBNeHHOM prnare B LOKYMEHTe CTaHOBATCA LOCTYMHbI NOMs
HaCTpPOMKU.

[anee cnegyet ¢ nomoLubto dnaros BbibpaTh AenCTBMSA ¢ gokymeHTamu B LLabnoHbl, koTopbie
OyayT npoTokonuposaTbecs. CoxpaHuTb nameHeHus (cm. n. VII B MNpoTtokon).
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X.3. PaboTta c 6a3oM gaHHbIX

X.3.1. CospaHune WabNMoOHOB AOKYMEHTOB

LLlaBnoHbl 4OKYMEHTOB CO34at0TCA NOMNb3oBaTenemMm ¢ ponbiko [TemplateCreator] B ACL.

Ncnonb3ys 3apaHee nNoaroToBrieHHble WabnoHbl JOKYMEHTOB, MOXHO Nerko u GbICTPO co3aaBaTb
Ha WX OCHOBE COOTBETCTBYHOLUME OOKYMEHTbI. Mo wabnoHoM noapasyMeBaeTCsl FOTOBbIN LOKYMEHT,
CTPYKTypa KOTOPOro WCMosfb3yeTcsl AN CO34aHWsi HOBbIX [OKYMeHTOB. YT0oObl co3gaTb LwabroH

[AOKYMEHTA, HY>KHO BbINOMHUTL CrieayoLlmne 4encTBus:

BbiGpaTb B 0b6nactu HaBurauum npeacTtaeneHne l1a6a0Hb1 JOKYMEHTOB.

HaxaTb kHonky [Co3paTb]:[LLUIabnoH gokymeHTa] Ha naHenu oencTBUN.

1
2
3. 3anonHuTb Nons Bknaaku LaboH kapToyky wabnoHa gokymeHTta (Tabnuvua 66).
4

Ha Bknaake KOHmpOﬂb docmyna yKa3atb penaktopoB WU ynTaTenen AOOKyMeHTa

(Tabnuua 67).

5. CoxpaHuTb BBEAEHHYIO MHCOPMALIMIO 1 3aKPbITb KAPTOUKY.

Co3pgaHHbIN HOBbIV WIAGIoH 0ToOpasnTcsa B CNNCKE Cpean Apyrux, BBeAEHHbIX B 6a3y paHee.

Ta6bnuua 66. Bknagka «LLlabnoH»

MNone OnucaHue O/H | Twn Cnocob 3anonHeHus
HazeaHue HanmeHoBaHWe gokymeHTa o] txt | BBogom c knaBuatypbl
OnucaHue KpaTkoe cogepkaHvue OKyMeHTa 0 txt
Tun dokymeHma Tun gokymeHTa @) txt BbI6opom n3 cnmcka KroyeBbIX
3HaYeHUIN C MOMOLLLIO KHOMKKU
Tema HasBaHwue TemMbl, K KOTOPOW H txt | Beibopom 13 cnncka KnoyeBbixX
OTHOCUTCS LWabroH 3HAYeHW C NOMOLLbIO KHOMKM
[Ao6aBuTb]. YoanuTb 3Ha4YeHne 13
CrMcka MOXHO, NpeaBapuUTernbHO
BblENMB ero, C MOMOLLIbIO KHOMKM
[YpanuTsb]
LlWa6noH BrioxxeHHbIV ¢hans, NnoaroToBMAEHHbIN H txt | C nomouwpto kHonku [MpukpenuTsb
dokymMeHma B ApYrom npunoxexHuu (*.doc unm OOKYMEHT] Ha naHenu 4encTeun
* XIs)
Tabnuua 67. Bknagka «KoHTponb gocryna»
Mone OnucaHue O/H | Tun Cnocob 3anonHeHus
Pedakmopsbi PepakTopbl JOKyMeHTa H txt | Beibopom 13 cnncka COTPYOHUKOB C
MOMOLLIbIO KHOMKM
Yumamenu YutaTtenu gokymeHTa. Ana H txt

npefocTaBneHns JocTyna K
cosfiaBaemMon nevyaTHown popme BCeEM
nonb3oBaTensM CUCTEMbI
Heobxoammo B none Yumamenu
BblOpaTb 3Ha4yeHue «Bce»
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X.3.2. Co3paHune wabnoHa pesonoumnn/nopyvyeHus

OOwme WwabnoHbl 4OKYMEHTOB CO34aloTCs Npy Hanmuum ponn [None] B ACL.

3apaHee NoOAroTOBMEHHbIE LWAGMAOHbI PE30NOUNA/NOPYHEHNA UCNOMb3YIOTCA AN BHECEHUS
TUMOBbLIX, YAaCTO BCTPEYatoLLMXCH pe3osiioLumii B AJOKYMEHT npu ero ucnonHeHun B b1 KaHuenspusa, Or,
MNP, CoBewaHusa u NO3BONAIOT 3HAYMUTENIBHO COKpaTUTb Bpemsi obpaboTkm pgokymeHTta. LabnoH
pesontounn/nopydeHms BkNoYaeT B ceba cBedeHWss O MOPYYEeHUsiX MO  OOKYMEHTY, COcCTaBe
NCMOMHUTENEN, CPOKaX MCMOSTHEHNSA 1 T.1.

Mpu cozgaHum pe3ontoumii No BXOAALEMY AOKYMEHTY My obpalleHnto rpaxkaaH wabnoHbl
pe30ntouuin/NopyvyeHnin Ha3bIBaKTCA «LWABMOHaMy pe3onoLMiny, a NpyU CO34aHNMN HECBS3AHHbIX
NMOPYYEHMIN U NOPYHEHUI NO BCEM TUMAM AOKYMEHTOB Mo kHonke [Mopy4eHune] — «wabnoHbl
NopyyYeHnin».

U106l NOArOTOBUTL LLIABGNOH PE30MOLUN, HYXHO:

1. BbibpaTtb B 06bnactu HaBuraumm npegctasneHve lladaoubl pe3oaionuii/ mopyeHuii.

2. Haxatb kHonky [Co3paTb]:[LLabnoH pe3ontounn/nopyvyeHuns] Ha naHenn ENCTBUNA.
3. 3anonHuTtb Nonsi Bknaaku Mopy4yeHue kapToyku wabnoHa pesontoummn (Tabnuua 68).

4. CoxpaHuTb BBEOEHHYIO MHOPMAaLMIO N 3aKPbITb KapTOUKY.

Tabnuua 68. Nonsa Bknapku «MopyyeHue»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

Oo6wuti YcTaHoBUTL dhnar, ecnu H | yekboKc | YcraHoBKoW/CHATMEM driara
Heobxoaumo co3gaTtb obL M
LWabroH, AOCTYMHbIN BCEM
nonb3oBaTensM (Mo yMon4yaHuo He
OTMEYEH, CO34aeTCs NMNYHbIN

LabrioH)
Ha3zeaHue BBecTu ¢ knasmnaTtypsbl 0O txt Beogom ¢ knasuaTtypsl
HanMeHoBaHue
pesonunn/nopyveHns
OnucaHue BBecTu ¢ knaBmnaTypbl KpaTKoe H txt Beogom c knasumaTypbl
onucaHue pesontounn/nopyyYyeHns
Tunsbi BbiOpaTb TMblI 4OKYMEHTOB- H txt Bbibopom mn3 crnvcka KroveBbIx
dokymeHmos- OCHOBaHUM 3HAYEHUIN C MOMOLLIbIO KHOMKM =
OCHo8aHull
lMpuopumem BeibpaTtb BMA npuoputeTa: H txt BbiOopom m3 crnncka Kro4eBbIx
HOpManbHbIN UK BbICOKUN 3HAUEHMit C NOMOLLILI KHOMKN
Ha koHnmposb YcTtaHoBuUTb donar, ecnuv H | 4yekbokc | YcTaHoBKOW/CHATUEM dhnara

HeobX04MMO OCYLLECTBIATh
KOHTPOIb pe30noLnn/nopyyeHns.
Mpn ycTaHoBKe dhnara CTaHOBUTCSA
pocTtynHelM nonie KoHmposep

Mynbmunopy4yeHue | YcTaHoBuUTb donar, ecnv H | 4yekbokc | YcTaHoBKoW/cHATMEM chnara
HeobxoauMo co3paTtbh
paBHO3Ha4HbIE NOpyYeHus
COTPYAHMKaM, yKa3aHHbIM B rnone

UcnonHumenu
ﬂpedmem Bbl6paTb M3 CrnckKa Krnr4veBblX (@) txt BbI60pOM 13 Cnncka npeameToB
rnopy4veHusi 3Ha4YeHunn npeamMeT nopyyeHns nopyqumﬂ C NOMOLLbIO KHOMKK
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MNone OnucaHue O/H Tun Cnocob6 3anonHeHus
nnv1 BBOAOM C KnaBmaTypbl

Ome. BbibpaTb 13 cnvcka coTpyaHUKOB H txt Bbibopom m3 cnncka ¢ MOMOLLbHO

ucnosiHumesb OTBETCTBEHHOIO nucnonHutens. MNpu KHOMKM
ycTaHoBke chnara
Mynbmunopy4yeHue none ckpbITO

CoucnonHumenu C nomoLwbto kHomMku [Jlo6aBuTh] H txt BbI6opom n3 cnmncka ¢ NOMOLLbIO
CHUM3Y OT nons BbibpaTb kHoMnkn [Ado6aBuTb]. Yoanutb
COMCMNONHUTENEN NO pe3ontounn, COTPYAHVKA M3 CNUcka MOXHO,
Mpwn ycTaHoBke chnara npegBapuTenbHO BLIAENNB €ro, C
Mynbmunopy4yeHue MOMOLLbIO KHOMKKM [YAanuTb]
oTobpakaeTcs none
UcnonHumenu

Cpok ucnosiHeHusi | BeibpaTb CpOK MCNOMNHEHUS: 8 H txt BBogom c knaBumaTtypbl
OHSIX VNN 8 Yacax.
BeecTu c knaBmnaTtypbl Cpok
NCMNOSHEeHNs

Konmponep BbibpaTb KOHTpPONEPOB pe3ontoLmm 0 txt Bbibopom n3 cnucka KOHTpONepoB
(none JoCTyNHO Npw C MOMOLLIbHO KHOMKM =
ycTaHoBneHHoMm cnare Ha
KOHMPpPOJb)

Modnucanm BbibpaTb nognucaHToB U3 cnucka (0] txt Bbibopom m3 cnucka nognMcaHToB

C NOMOLLLbKO KHOMKM =
X.3.3. PepnaktnpoBaHue wabnoHoB

PenakTnpoBatb WabnoHbl MOryT COTPYAHMKK, yka3aHHble B none Pedakmopbl KapToYky WabnoHa.

YUTtoObl BHECTM MCNpaBeHNs B LIABGIOHbI, HYXHO:

1. Beibpate B npeactaBneHun Lladmonsr poxkymentoB unv Ilaéiaonbl pe3oonuii/mopydeHmui

HY>KHbIV LWABMOH N OTKPbITL €ro Ha NPOCMOTP ABOWHBLIM LLENYKOM MbILLIKX MO 3anucu. Ha akpaHe
nosiIBUTCA  cooTBeTCTBYywWasas  kaptodyka: «WabnoH  pgokymenta» wnmn  «LWaGnoH
pe3oniouUmMmM/nopyveHus».

HaxaTb Ha naHenun gencteumn KHornky [PepaktupoBatb).

BHecTn B nons KapToykn Heobxogumble U3MEHEHUs (TaK Xe, Kak npu cosgaHumn wabnoHoB).
MoXHO Takke oTpenakTMpoBaTh BIIOXEHHbLIN dhans:

o Ecnu dann BnoxeH B AOKYMEHT, TO JBONHON LLEMYOK MbILLW HA HEM BbI3blIBAET Ha 3KpaH
dopmy «OTKpbITb BnoxeHne» (PucyHok 24). HyxHO HaxaTb KHonky [U3ameHuTb] mnnn
[OTKpbITL] Ha AaHHOM hopme, nocne Yero ByaeT 3anyuieHa nporpaMmma, B KOTopon Obin
co3gaH AokymeHT. [locne BHeceHus HeobxoaMMmbIX MNpPaBOK Ans Bo3Bpata oGpaTHO
B WABGMOH  HY)XHO  COXpPaHWTb  OOKYMEHT W  BbINOAHUTL  KOMaHAdbl  MEHKO
<®Pann>:<3aKpbITb> B NPUIIOKEHNMN, B KOTOPOM Oblf1 UBMEHEH LOKYMEHT.
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OTEpEITE BACHEHNE 7 ||

He omcpriealite dalin cpasy, ecnv He AoBepARETE MCTOUHWKY . CHavana npocmoTpuTe
hEAN MK COXPEHWTE €0 W NPOBEPETE AHTMEMPYCHON NMporparmMoi

Pain: Purch_Sale.doc
OnuHa: &7 KgaiT

[ata nsMeHeHwA: 2202 2006 17:55:43
Kompoeka: Het

HaxranTe kronky "Ompeite”, ecnv TpefyeTch SanycTMTe BPEMEHHYID KOMWID haina
B MpMnokeHan. [iofbie MSMEHEHWA, BHECEHHRIE B Dalin, He ByayT coXpaHeHkl Bo
BNOKEHM B AokymeHTe Notes.

Haxrante “Wamernts”, ytobkl 0Tpenak TMpoEaTE $ain 1M CoMpaHWTE BCE BHECEHHLIE
WSMEHEHWA B0 ENOXEHWW B AokymMeHTe Motes. MNocne coxpaHeHMA MSMEHEHMIA
coxpaHuTe aoKymeHT Motes, MHade naMeHeHUA ByoyT yTEpAHEL

Ompbime Wzmernts MpocroTpeTs CovpaHiTs ... Cimaeqa

PucyHok 24. ®opma «OTKpbITb BIOXXEeHUEe»

4. CoxpaHuTb BBeOEHHYI0 MHDOPMAaLMIO U 3aKPbITb KAPTOYKY.

X.3.4. YpaneHue wuabnoHoB

BoamokHOCTb yoaneHna JOKyMeHTOB B 0ase gaHHbIX onpenendeTcda npaBamMu 4oCTyna
nofib3oBaTen4.

YTo6bl yaanuTb AOKYMEHT u3 6a3bl JaHHbIX:
1. B ogHom u3 npeactasneHnin bl LLlabnoHbl BoIOpaTh HYXHbIA AOKYMEHT.
2. Haxatb knasuwy [Del].

3. HOD,TBep,D,VITb BbINOJIHEHNE onepaunn B OTKPpbIBLLEMCA ONanoroBomM OKHe.

X.3.5. CospnaHune n pegakTupoBaHue onucartenen noneun

Onucarenu nonen asnaATcs 6a30BbIMM 3NEMEHTAMN, HA OCHOBE KOTOPbIX CTPOSITCA 3arosfioBOK U
coaep>xaHue yBefoMIieHusl, a Takke wabnoHel dopm ana nevatu. NpegycMoTpeHbl ABE BO3MOXHOCTHU
co3fjaHua onucatenen nonen: Nytem 3anonHEeHUa KapToyek onucatenem n nytem umMmnopTa rnonewn us
ncxoaHon 0asbl AaHHbIX.

COSD,aHI/Ie N pegaktnposaHue onucarernen nonemn npon3BognTCA nonb3oBaTenidaMn, UMeLLnmMmn posib
[FieldEditor].

X.3.5.1. CozpaHume KapTOUYKM onucarensa ansa wabnoHoB dhopm

[na cos3ganuna (peaakTMpoBaHus) KapTodky onucatens ans wabnoHa opMbl HYXKHO:
1. OTkpbITb NpeactasneHme IMevats: Onucareau nojeit B B[] LLIaGnoHbI.
2. Haxatb kHornky [Co3aaTb onucartesnb Nossi] Ha NaHenn JencTBUN.

3. 3anonHuTb nonsa Bknagkm Onucamerns nosis KapToyvkm onucatensd (Tabnuua 69).
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4. Ha Bknagke KoHmposib docmyna ykasaTb peAakTopoB M YnTatenen okymenta (Tabnvua 67)
5. CoxpaHunTb MH(POPMALMIO 1 3aKPbITb KAPTOYKY.

Ta6nuua 69. NMonsa kapTo4ukn «Onucatens nona»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

OnucaHue nons HaunmeHoBaHue onucaTtens (uvs, O txt Bsogom ¢ knaBsmaTtypbl
noa KOTopbIM onucaTenb
oTobpakaeTcs B

npeacTaBneHusx)

Ba3za daHHbIX HanmeHoBaHus 6a3 gaHHbIX, 4N H txt Bbibopom 13 cnncka KnoyeBbiX
KOTOPbIX MOXET 6blT|3 3Ha4YeHUI C MOMOLLLIO KHOMKM
NCMNonb30BaH AaHHbIN onvcaTenb

HAu3sain B[] HaunmeHoBaHusa gusarnHoB 6a3 H txt Bsogom ¢ knaBmaTtypbl

AaHHbIX, ONA KOTOPbIX MOXET
ObITb MCMOMbL30BaH AaHHbIN

onucarernb

®opma HanmeHoBaHune opmbl 6a3 H txt Bbibopom 13 cnmncka KnoyeBbIX
AaHHbIX, AJ151 KOTOPbIX MOXET 3HaAYEeHUIN C MOMOLLbIO KHOMKM
ObITb UCMONb30BaH ﬂ,aHHbIVI WUnu BBOOOM C KnaBuaTypbl
onucarernb

lNcesdoHum ¢hopmbi HanmeHoBaHve nceBaoHUMa H txt Bsogom ¢ knaBmaTtypbl

dopmbl 6as AaHHbIX, AN KOTOPbIX
MOXET ObITb MCMONb30BaH AAHHbI
onucarersb

Tun onucamens Cnocob onpefeneHus onucatens H npkn | BeIBOpOM Hy>XHOro 3Ha4YeHus!
B KapTouyke AOKyMeHTa: Mms nossi
unu @-¢gpopmyna, Lotus Script,
lMpedonpedeneHHas pyHKYUs

MNceedoHum nonis (na | HanmeHosaHne ncesgoHuma nons | H txt BBOAOM C KnasmaTypbi

ar) ans Ol

Tun dokymeHma (0nsi Tun gokymeHTa ang H txt BbiGopom M3 cnivcka KnioYeBbIX
30) mcnonb3osanus SN 3HaYeHUI C NOMOLLbIO KHOMKN ¥
Cmadusi dokymeHma Cragusa gokymeHTa ans H txt

(Ons ) nognucanusa 3N

Uwmst nons unu @- HanmeHoBaHue nons, H txt Beogowm ¢ knasmatypesl
¢gopmyna/lLotus script/ | cOOTBETCTBYIOLLEIO onucaTento,

lpedonpedeneHHas @-copmyny mnu koa Ans

yHKyus onpefeneHns 3Ha4YeHus

onvcaTens, npegonpeaeneHHas
yHKUMS (B 3aBUCMMOCTN OT
YCTaHOBIIEHHOIO 3HaYeHUs
nepekntoyatens Tun
onucamersi)

McesgoHum nonsa ans 3l CNyXxuT and 0T06pa)|(eHl/|ﬂ nosnsi B CmMcke noanncbiBaeMblix nonen

B TUNOBbLIX NpoLueccax (LI,OI'IOﬂHVITeﬂbeIe nona ana 3”). [nsa Toro yTOObI NONe 0T06pa>|<an00b

B CMMCKE NoanncbIBaeMbIX NONen, HY>XHO 3anoJiHUTb none lceedoHuUM nons (aﬂﬂ 3") 3Ha4YeHnem,
KOTOpO€ COOTBETCTBYET MMEHU NOJiA.

X.3.5.2. AMnopT onucartensa nons

B cucteme npegycmoTpeHa BO3MOXHOCTb aBTOMATUYECKOW 3arpy3ku onucatenen nonen ma3 6a3
AaHHbix CO[. Mpu nmnopTe onucaTenu nonen, kotopble 6yayT McCNonb3oBaTbCcs B WabnoHe opmsl,
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3arpy)xaloTcsi oqHOBPpeMEHHO. Ha HMX aBTOMaTUYECKN 3aBOASITCS KAapTOYKM, KOTOPblE MOTOM [OSIKHbI
ObITb OTpeaakTMpoBaHbl. YTo6bl MIMNOPTMPOBATL ONMCATENWN MNOMNEN, HYXHO:

1.

7.
8.

OtkpbiTb  ntoboe npeactasnenne B LWabnoHbl M BbIMONMHUTE  KOMaHAbl  MEHHO
<AencrtBua>:.<MmnoptupoBaTb onucatenu nonemn>.

B nosiBuBWEMCA Auanore Bbl6paTb 6a3y AaHHbIX, Ons nonemn KOTOpOl7I HYXHO CO034aTb
onucartenu.

B noseuBwemMcs ananore BbiOpaTb 3MEKTPOHHYI dOpPMY, OS5 NONen KOTOPOW HY)XHO co3haTb
onucarenu.

B nosiBuBLLIEMCA Ananore BbibpaTb HAMMEHOBAHMS HYXXHbIX nonen n HaxaTb [OK].

OTKpbITb NpeacTaBneHne Onucarean mojeil U HaNTU HOBbIE KAPTOYKM onucaTenen B kKateropum
no BblOpaHHOW 0a3e AaHHbIX.

OTKpbITb Ha MPOCMOTP HYXXHYIO KAPTOYKY U BKIIOYUTL PEXUM peaakTUPOBaHuS.
OTpepakTnpoBaTb KAPTO4KYy onMcaTensi.

CoxpaHuTb MHPOPMALMIO N 3aKPbITb KAPTOYKY.

AHanornyHoiM o06pa3om HeobOXoAMMO OTpenaKkTMpoBaTb KapTOYKM APYrUX MMMNOPTUPOBAHHbLIX
onucaTtenen.

X.3.5.3. CozpgaHune KapTO4YKM onucartens ong wabnoHoB yBeAOMITIEHUN

[lna co3gaHus (pegakTMpoBaHKs) KapTodKKW onucaTens Ans wabrnoHa yBeAOMITEHMS! HYXKHO:

1.

3.
4.

OTKkpbITb NpeacTaBneHne Yeeagomiaenus: Onucaresn noseii mo umeHu/Onucaresu nojeii mo Tumy
B B[] LLUaGnoHbI.

HaxaTb kHonky [Co3paTb onucaTtenb nonf] Ha naHenn encTBun.
3anonHuTb nons Bkrnagkn Onucamens nosisi KapToykn onucatens (Tabnuua 70).

CoxpaHuTb MHPOPMALMIO U 3aKPbITb KAPTOYKY.

Tabnuua 70. MNons kapToukn «Onucatens nonsa»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

OnucaHue nonsi HaumeHoBaHue onucatens (Mvs, (0] txt Beogom c knaBuatypbl

NnojA KOTopbIM onucaTtenb
oTobpaxkaeTcs B NpefCcTaBIEHUNAX)

Tunsbi Tunbl LOKYMEHTOB, ANSA KOTOPbIX O txt Beibopom n3 cnucka KnioYeBbix

do:(ymeHmoe MOXEeT UCMNOJ1b30BaTbCA 3TOT 3HAYEHUIM C MOMOLLLbIO KHOMKN =
onucaTtesnsb

Tun onucamens Cnocob onpegeneHus onucaTens B H npkn | Bel6opom HyxXHOro 3HadyeHus

KapTo4ke OOKYyMeHTa: Nms nons
unu @-¢gopmyna unm Lotus Script
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B/1 Hlabnonwt

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHust

WUms nons unu @-
¢gopmynal/Lotus
script

HavmeHoBaHune nons,
COOTBETCTBYIOLLIEro onucaTento, @-
dopmyny nnm Kkoa ons
onpefeneHns 3HayeHns onvcaTens
(B 3aBUCMMOCTU OT YCTAHOBJIEHHOIO
3Ha4YeHnAa nepeknyatens Tun
onucamers)

txt

BBogom c knaBuaTypbl

X.3.6.

CoszpgaHue m peaakTnpoaHue wabnoHoB YBeIJ,OMﬂeHVIVI

Kaptouka wabnoHa yBeOoMNeHMsi MO3BONSIET 3adaTb 3arofioBOK YBEOOMIIEHUS U TEKCT
YBEAOMIEHMS!, UCMOSb3Yysl KaKk OObIYHbIA TEKCT, Tak U 3HaA4YeHuUs1 onucaTtenen nonewn, onpeaeneHHbIX
3apaHee, a Takke HaCTPOUTb NapameTpbl OTNPaBKN YBEAOMIEHMS.

CosgaHue 1 pegakTupoBaHue WabnoHOB yBEAOMITEHNI NPOM3BOANTCS MONb30BaTENSIMMU,
umMerLwnmm ponb [FormEditor]. [lobaBneHune wabnoHOB yBEAOMITEHUIN JOIDKHO OCYLLECTBNATHCS
TONBKO pa3paboTymMkamMm CUCTEMbI OAHOBPEMEHHO C U3MEHEHNEM KOAa, B NPOTUBHOM Cry4ae HOBbIe

yBeO4OMITIEHUA HE CMOTyT ObITb UCMOSb30BaHbI.

Ona cosgaHusa (pegakTMpoBaHus) WwabnoHa yBEOOMITEHUSA HYXXHO NepenTtu B npeacTaBrieHune
IIa60Hb1 yBenoMIeHHiT HaXaTb KHOMKy [Co3paTh wWabnoH yBeaoMneHuA] Ha naHenn MHCTPYMEHTOB

npencraBneHnAa

nons kaptoyku wabnoHa ysegomnenus (Tabnuua 71, Tabnuua 72).

Ta6bnuua 71. Bknagka «MapameTpbl WwabnoHa»

NN OTKPbITb CYLLECTBYHOLWMI WABNOH, Nocne 4ero 3anofnHUTb (CKOPPEKTUPOBATb)

MNone OnucaHue O/H Tun Cnoco6 3anonHeHus
HaseaHue HanmeHoBaHue wabnoHa 0] txt Bsogom c knasmatypesl. Mpu
waboHa yBeJOMIIEHNS peaakTUpoBaHWM HEQOCTYMHO
OnucaHue KpaTkoe onncaHve HasHaveHus H txt BBogom ¢ knasmaTtypbl
wabroHa wabnoHa
Tunbl dokymeHmoe | Tunbl JOKYMEHTOB, AN KOTOPbIX O txt BbiGopom m3 cnvcka KnoyeBbix

hopmupyeTca aaHHoe 3HAYEHUN C NOMOLLLbIO KHOMKN =
yBeJoOMIieHne
Kamezopus Cragmsa obpaboTkn AoKyMeHTa, Ha 0] txt
KOTOpOW BblgaeTcs yBeJOMIIeH e
Kamezopus YKa3aTb KaTeropuo kommyTtaropa H txt Beogom c knaemaTypbl
KoMMymamopa
Tun yeedomneHusi | Tun yBegomneHusi (3adaya, H npkn BbIOOpPOM HY)XKHOrO 3Ha4YeHUs

UugpopmayuoHHoe). NMpun
yCTaHOBKe nepekrodaTens B
3HayeHve 3adaya CTaHOBUTCS
OOCTynHbIM napameTp [ToeedeHue
nocsie omkpbimusi yeeGomreHus!
C 2J1a8HOU cmpaHuUyubl
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B/1 Hlabnonwt

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHust

MoeedeHue nocine
omkKkpbIimusi
yeedomiieHus1 ¢
a2naeHol
cmpaHuubl

OTobpaxkaeTcsa Npu yCcTaHOBKe
nepeknoyartensa Tun
yeedoM/IeHUs B 3HaYeHne
3adavua.

YkasaTb noBegeHne CMcTeMbI
nocre OTKPbITUS YBEAOMIIEHUS C
rMaBHOW CTPaHULbI:

o OmkpbIgamb OOKyMeHm —
rnocne HaxaTtus Ha
yBeJOMIIEHNE OTKpbIBAETCSH
KapToyka COOTBETCTBYIOLLETO
AOKYMEHTa.

e Omkpbieamb ysedoMsieHUe —
rnocrne HaxaTtusi Ha
yBeJOMSIEHME OTKPbIBAETCSA
camo yBe[oMIleHue,
cofepallee CChIfKy Ha
OOKYMEHT

npKn

BbI6OpOM HY>KHOTO 3HaYeHUs

Omnpaska
yeedomiieHUs!

Pa3spelueHune/3anpeT oTnpaeku
yBeoMeHusl (omnpaesisims, He
omnpaesiams). o ymonyaHutio
yBeOM/IeHME OTNPaBNseTCs

npKkn

BbIGOpOM HY>XHOTO 3HaYeHUs

Kak cuumamsb cpok
ucrnonHeHus
3adayqu

Cnocob BblUMCNEHNS Cpoka
NCMOMHEHNs 3aaa4n

e Konuyecmeo OHel — CpokK
WCMOSTHEeHUs! yKa3blBaeTcs B
wabnoHe yBeAOMINEHNS.

o @-ghopmMmyna — CpoK
WCMOJTHEHNS] pacCcYMUTbIBAETCSH Mo
yKa3aHHOW B LWabnoHe
dopmyne.

e 3adaemcsi 8 K0Qe — CpPOK
WCMNOSTHEeHUsI paccynTbIBaeTCs
nporpaMmHbIM NyTeEM U He
MOXET ObITb CKOPPEKTUPOBaH B
wabnoHe.

Mone poctynHo, ecnu B none Tun

yeedomiieHus1 BbIOpaHO 3HayeHne

3adayva

npKkn

BbIGOpOM HY>XHOTO 3HaYeHUs

Cpok (@-¢gopmyna)

Mone poctynHo, ecnu B none Tun
yeedomiieHus1 BbIOpaHO 3HayeHne

@-¢hopmMmyna

txt

Beogom ¢ KnaBuaTypbl

Kon-eo OHeli

Mone poctynHo, ecnu B none Tun
yeedomiieHus1 BbIOpaHO 3HayeHne
Konuyecmeo OHell

txt

Beogom ¢ KnaBuaTypbl

3a20/1080K
yeedomseHusi

3aronoBok yBe4OMIIeHUA

txt

Mone copmupyeTtca nytem
KOMOWHUPOBaHWS 0BbIYHOTO TEKCTa
(BBOAOM C KNaBMaTyphbl) U
onucarenen nonewn (Beibopom 13
Cnucka KInio4YeBbIX 3HaYEHWIN C

NMOMOLLbKO KHOMKA )
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHust

Tesno yeedomneHus | Teno yBegoMneHus H txt [None gopmnpyetca nytem
KOMOWHUpOBaHMs 0ObIYHOIO TEKCTa
(BBOOOM C KIaBnaTyphbl) u
onucaTenen nonewn (Bbldopom n3
cnucka Knio4YeBbIX 3Ha4YeHWI ¢

NOMOLLbK KHOIMKN )

Hob6aensmsb nu HeobxoaumocTb AobaBneHus H | yekbokc | YcTaHOBKOW/CHATUEM (hnara
CCbI/IKYy 8 meJio CCbIfIKM B TeNno nucbMa (no
nucbma YMOJT4YaHU1IO Nosie 0TMEYEHO)

Ta6bnuua 72. Bknagka «AgpecaTtbi»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns
Ompaensmb HeobxoaumocTb oTrnpasku H | yekbokc | YcTaHoBKOW/CHATUEM dhnara
peuyeH3eHmMam, peLeH3eHTaM, BbIHECLLMM peLLeHne
eblHecWUM (o ymon4yaHuio He OTMEYeH)
peweHue
B 3aeucumocmu OTmeveHbl agpecarhl H | yekbokc | YcTaHoBKOW/CHATUEM
om muna yBegomneHus. Mpu CcoOoTBEeTCTBYyIOLLEro dnara
dokymeHma HeobX04MMOCTU CHATBL donar B
pa3Hble adpecambl | HY>KHOM Morne
+Mougn Ecnu donar ycraHoeneH, To MO n H | yekbokc | YcTaHoBKOW/CHATUEM dhnara

011 moryT npocmoTpeTb
yBeOgoMMneHus Ha naBHomn
CTpaHuLe JoBeputens.

Ecnu cpnar He yctaHoBneH, To MO
n OJ1 He nonyyaroT gocTyn K
yBeJOMIEeHVAM JOBEPUTENS HY Ha
csoeln (maBHOM cTpaHuue, H1 Ha
[‘naBHOWM CTpaHuUe JoBepuUTens

Omnpaenssmb no HeobxoaumocTb oTnpaBku No H | yekbokc | YcTaHoBKOW/CHATUEM dhnara.

mMa3go cucteme M3O (no ymonyaHuio He Bbibop Tvna yBegomMneHus - ns
oTMeueH). [Npu ycTtaHoBKe chnara CMUCKa KNIOYEBbIX 3HAYEHUN C
CTAHOBUTCS LOCTYNHLIM None Ans MOMOLLBIO KHOMKN ¥

Bbl60pa Thna yBegomMJieHus

X.3.7. Co3agaHue u peaakTupoBaHue aTpuoyToB AOKYMEHTA

MopkntodeHne aTpubyToB nos3sonseTr oTobpaxarb B [AOKYMEHTe, CO34aHHOM Mo OaHHOMY
TUNOBOMY MapLIpyTy, [AOMNOMHUTENbHbIE MOMs, HacTPOEHHble ANA [aHHOro Tuna [AOKyMeHTa B
HaCTPOEYHOM JOKYMEHTe cooTBeTCTByloWen 6a3bl AaHHbIX (B Bl AAMuUHUCTpupoBaHue), B KOTOPOW
obpabaTbiBaeTcs AaHHbIA TUM JOKYMEHTA.

[Ona cosgaHua (pedakTMpoBaHusl) WwabnoHa aTpubyTa [JOKYMEHTa Hy)XHO nMepentu B
npeactaesneHne CucreMHbIe J1eMeHThI: ATpHOYTHI JOKyMeHTa M HaxaTb kHOMKy [Co3paTb aTpubyT
AOKYMEHTA] Ha NaHenu MHCTPYMEHTOB MPEeACTaBfeHns, WM OTKPbITb CyLIECTBYOWMIA WwWabnoH, nocne
4yero 3anofHUTL (CKOPPEKTUPOBaTL) NONA KapTodkm atpnbyta (Tabnuua 73).

Tabnuua 73. KapTouka wabnoHa atpubyTa AOKYMEHTA

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

HaumeHoeaHue HanmeHoBaHue aTpubyTa 0] txt Beogowm ¢ knasmatypsl
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHust

Hon. 3HayeHue Anvac ons atpmbyta JOKyMeHTa. 0] txt Beogom c knaBuatypbl
Wcnonb3ayeTcst Npyu coxpaHeHun
KapToYku aTpubyTa Ans NpoBEPKM
Ha YHUKaNbHOCTb

Tunoeol npoyecc | Tvin goKyMeHTa, ANst KOTOPOro 0] txt Bbibopom m3 crnncka Krro4eBbix
cosfaetcs atpmbyT 3HAYEHUIN C NOMOLLbIO KHOMKK =
Cnucok cesizaHHbIx | [lons, KoTopble CyLecTBYOT 0] txt BBogom c knaBmaTtypbl
noneu BMECTE C rMaBHbIM MofieM —
lMpu3Hak pedakmupoeaHusi
lpu3Hak [TmaBHoe none ans H txt BBogom ¢ knasmaTypbl

pedakmupoeaHusi peOakTMpoBaHus aTpubyTa

Cos3pgaHHbIn  aTpubyT OOKymeHTa Oyanet poctyneH ans Bblbopa B none Cnucok nosned,
docmynHbIx Onisi pedakmupoeaHusi KapToyku npodpanna akcneptusbl B B[] TunoBble mMaplpyTbl
(an1s ykasaHHOro TMNOBOro npouecca).

X.3.8. HacTtpounka cpeactsa ne4yatu no wabrioHy

Bo3mOoXXHOCTb neyvaTt no WwabnoHy ocyLecTBNSAETCS TONbKO B 3aperncTpupoBaHHbIX
B b1 KommyTtaTop 6a3ax gaHHbIX.

B pspe 6a3 gaHHbix cuctembl (B[ Kanuenspusa, O, lNopy4yeHus, lNpuHATHMe pelueHun,
CoBelaHua) npegycMoTpeHa BO3MOXHOCTb Nedath pasfnyHbiX neyvyaTHbIX (PopM AOKYMEHTOB (NUCT
COrMnacoBaHusl, NIUCT O3HAaKOMIIEHUS, peecTpbl, KOHBEpPTbl M T.4.) no wabnoHy Word. Hactpowku
3agatotca B B[] LWabnoHbl, koTopas MoCTaBfdeTcd C roToBbiM Habopom onucaTtenen nonem wu
wabnoHos hopm Ang byHKUMOHaNbHbIX 6a3 AaHHbIX CO[.

|-|pl/l obHOBMEeHUn ¢ NPEXHUX Bepcvu7| HOBblEe onmncaTenu nofen n WwabnoHoB (bOpM aBTOMaTU4eCKn He
nosesTcs. [Ins koppekTHon paboTbl cpeacTea neyvaty no wabnoHy dopmbl TpebyeTca ckonuposaThb B

B Wa6bnoHbl 13 wabnoHa HoBon Bepcun B/ LLlaBnoHbl HAaCTpoeYHble AOKYMEHThI MO aKTUBHbLIM
onucatensam nonen («Onucatens nons») n wabnoHam dopM («LLabnoH dopmbi»).

MeyaTb KapTOYEK JOKYMEHTOB MO LWAabnoHy NPoM3BOANTCH NOMb3oBaTENAMU, UMEIOLLUMUN YPOBEHb
AocTyna PegaxTop U ABTop (C NPaBOM CO3[aHUsA JOKYMEHTOB) B Tabnuue yposHen goctyna (ACL)
B lWUa6bnoHbl. [llonb3oBatenn, HageneHHble  aAMUHUCTPATMBHbIM  Habopom npaB  (ponwu
[TmplFieldEditor] M [TmplFormEditor]), MOryT KOPPEKTMPOBATb M BHOCUTb HOBblE onucaTenu
nonen n wabnoHsbl opm Anda paboTbl C yKasaHHbIM CPEACTBOM NevaTu.

X.3.9. Co3paHune wabnoHa neyaTHon ¢popMbl

LLla6noHbl hopm MCnonb3yTCa Npy nevaTn ¢ nomoLublo MS Word.

Mepepn co3gaHvem wabnoHa hopmbl HEOGXOAMMO Co3faTh onUcaTeny BCcex Nonen, Kotopble
AOMKHbI 6yayT NCNONb30BaTLCHA B HEM (CNMCOK CTaHAapTHbIX WabnoHoB chopM npeacTaBneH
B npunoxexuu (Tabnvua 79)).

[nsa cosgaHns opmbl AN NeYaTu HY>XHO:
1. OrtkpbITb Npeactasnenve llaéaous popm.

2. Haxatb kHornky [Co3aaTb wabnoH dopmbl] Ha naHenn AenCcTBUN.
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3. 3anonHuTtb nonsa Bknagku lMapamempsbl wabnoHa KapTodky LwabnoHa nedaTtHon opMbl
(Tabnuua 74).

4. Ha Bknagke KoHmposnb O0ocmyna ykasaTb pPedakTopoB WU uyuiTaTenen [OOKyMeHTa
(Tabnuua 67).

5. Cosgatb wabnoH B8 MS Word ogHum 13 aByx cnocobos:

e co3gaTb NycTow WabfoH M 3anofHWUTbL ero HenocpeacTeeHHO B MS Word (cm. pasgen
X.3.9.1 CosgaHue nycToro wabnoHa ne4YaTtHon hopmbl);

e co3gatb MakeT wabnoHa aBToMaTtudecku (cm. pasgen X.3.9.2 CosgaHve MakeTa
wabrioHa ne4aTtHon opMbl).

Tabnuua 74. Bknagka «lMapameTtpbl WwabnoHa»

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
OnucaHue wabnoHa HanmeHoBaHwve wabnoHa o) txt Beogowm c knaematypsl
¢hopmbI dopmbl
Anuac Kpatkoe onncaHue wabnoHa H txt Bsogom c knaBmaTtypbl

dopmbl
Cmamyc Cratyc wabnoHa gopmbl H npkn BbI60OpOM HY>KHOMO 3HayYeHust
(AkmuseHblIl, HeakmuegHbIl)
Basa daHHbIX Basa gaHHbIX, Ang koTopon H txt Bbibopom m3 cnucka
cospaetcs wabnoH opmbl KINOYEBbIX 3HAYEHU C
MOMOLLBIO KHOMKK =
Au3zain B [nzaiiH BbIGpaHHon 6a3bl B none H txt ABTOMAaTMYECKM B
Ba3za daHHbIX 3aBUCUMOCTM OT 3HaAYEeHUs,
BblbpaHHoro B none basa
OaHHbIX
dopma dopma, Ans KoTopow co3aaeTcd H txt Bbibopom un3 cnncka
wabnoH KMOYEBbIX 3HAYEHUN C
NMOMOLLIbHO KHOMKM =
lNcesdoHum ¢hopmbi MceBgoHMM BbIGpaHHON hopMbI H txt ABTOMaTMYeCK/ B
B none ®opma 3aBMCMMOCTM OT 3HAYEHWS,
BbIOpaHHoro B none Popma
Kamezopusi KaTeropus gokymeHTa H txt Bbibopom u3 cnncka
Tun dokymeHma Twun gokymeHTa H txt KIMOYeBbIX 3HAYEHUN C
MOMOLLIbHO KHOTMKM [
lMocne 3anonHeHusi HeobxoanmMocTb BbINOMAHATL H yekbokc | YcTaHoBKoOW/CHATMEM chnara
doKyMmeHma mMakpoc Visual Basic for
Applications nocne 3anonHeHus
dopmMbl ANA neyaTn
Umst makpoca Mmsa makpoca, KoTopbin H txt Beogowm ¢ knasmatypsl
HeobxoaMMO BbINOMHATD.
OTtobpaxaeTcs npu
nocrtasneHHon otmeTke lMocne
3anosiHeHUs1 JOKyMeHma
HUcnonb3oeame Ons YcTaHoBUTb bnar, ecrnv AaHHbIN H Yyekbokc | YcTaHoBKoW/CHATMEM hbnara
asmomMamuy4yeckKko20 wabnoH byaeTt Mcnonb3oBaThbCS
¢ghopmupoeaHusi Anst aBTOMAaTU4YECKOro
8J10)KeHuUst dopMrpoBaHUs Ne4aTHOM
dopMbI JOKYMEHTa (B BUAe
BIOXEHUS) B KAPTOUKe
OOKYMEHTa

v Cai
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B/1 Hlabnonwt

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHus

Mocne ¢popmupoearHus

YKkasartb, Kakme AencTBus
Heobxo4MMO coBepLuaTh nocre
OPMUPOBAHMS BIOXEHUSI:

e Huu4ezo He denamb —
OOKYMeHT byaeT
OOCTyneH ans
penakTMpoBaHus;

naponem -
pegakTupoBaHue byget
BO3MOXHO TOJIbKO Mnpwn
BBOAE napong,
3a[laHHOro B 06LUX
HaCTPOWKax CUCTEMBbI

Hue;

e [Ipeobpazoeamsb e
¢gopmam pdf - 3anpet
Ha pefakTMpoBaHue
cchopmmpoBaHHOro
OOKYMeHTa

e  Jawumumb GoKymMeHm

B B[] AaMnHucTpupoBa

npKn

BbIGOpOM HY>KHOTO 3HaYeHUs

6. Haxatb Ha naHenu pgenctBui kHOMKy [XML wa6noH] ¥ 3anonHuTb Mons  BKIIAAKW
Mapamempsi wabnoHa v KoHmponbs docmyna kapTodkn XML-wabnoHa (Tabnuua 75).

7. CoxpaHntb MHGOpPMaLNIO U 3aKpbiTb KapTo4yky XML-wabnoHa.

Ta6nuua 75. Kaptouka XML wa6noH ¢opmbl

MNone OnucaHue O/H Tun Cnoco6 3anonHeHus
OnucaHue HanmeHoBaHune wabnoHa gopmbl (0] txt ABTOMaTUYECKN 3HAYEHNEM,
wabrioHa ¢hopmbi BBeJEeHHbIM B none OnucaHue

wabrioHa ¢hopMbl BKNAAKN
Lla6bnoH ¢hopmbi
I'de ucnonb3yemcs | ABToMaTMyeCcku NpocTaBnaeTcs H txt | ABTOMaTn4ecku npocTasnseTcs
3HayeHne Web-6paysep 3HayeHne Web-6paysep
(HepoCTYNHO ANA pefaKkTMPOBaHNS) (HepocTynHO ANA
peaakTupoBaHus)
lMpumeHsiembie Onucartenu nonen, kotopble 6yayT H txt | BoibopoM 13 cnmcka KroyeBbIX
onucamesu noned | NPUMEHSATLCH ANS AHHOMO 3HaYeHW C NOMOLLLbIO KHOMKM
LwabnoHa [Ao6aBuTb]. YoanuTb 3HaueHne
13 CrmcKka MOXHO,
npeaBapuTensLHO BLIAENNB €ro, C
NMOMOLLBIO KHOMKM [YaanuTb]
XML-cmpykmypa Xml-cTpyKTypa wabnoHa H txt | BBogom c knaBuaTtypsbl

X.3.9.1. CozpaHue nycToro wabnoHa ne4yaTtHon ¢popMbl

B cnpaBoyHoM gokymeHTe «O 6a3e gaHHbIx «LLlabnoHbl» (Bbl3biBaETCA KOMaAHAAMU MEHIO
<CnpaBka>:<O 6a3e gaHHbIX>) pa3meLlaetcs wabnoH MS Word, Heobxooumbin gns paboTsl ¢
(PYHKLMOHaoM neyaTu no wabnoHy. MNpu nonbiTke HaYaTb PaboTy C AaHHLIM YHKLMOHANOM
LWabnoH aBTOMaTUYECKM BbIrPY)XaeTcsl Ha paboyyto CTaHUuMIo.

1. Tllocne 3anonHeHus nornen kapTouvku wabnoHa Haxatb kHonky [Co3paTb]:[MycTon wabnoH
ana Word] Ha naHenu [encTBMiA KapTouku LWabnoHa wnu BbINOMHUTL KOMaHAbl MEHH0
<AdenctBun>:<Cosparb>:<llycTton wadbnoH ana Word>.

v Cai
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6.

AsTOomMaTu4yeckn 3anyctutca MS Word n B HeM OTKpoeTcsi gpain, B KOTOPOM Heobxoammo
OygeT cdhopmmpoBaTh WabnoH. MNMepentn B okHO ¢ nporpammon MS Word.

CpegctBamn MS Word co3gaTb Nnoaxoasimi wabnoH KapToukM Ans nevaru.
CoxpaHuTb gokyMeHT. 3akpblTb MS Word.

BepHyTbCcs B KapTouky WabnoHa n HaxaTb KHOMKy [3abpaTb wabnoH] Ha naHenu OencTeun.
lMocne aToro cos3gaHHbIn WabnoH 6yaeT NpuUcoeaMHeEH K pefakTUpyeMon KapTodke wabnoHa

dopm.

COXpaHI/ITb BBEOAEHHYIO Mchopmau,mo M 3aKPbITb KAPTO4KY.

MoAroToBMeHHbIN WabnoH MOXeT NoTpeboBaTh N3MEHEHUN, KOTOPbIEe NPON3BOAATCS C MOMOLLIbIO
kHonkn [MU3ameHeHune wabnoHa ana Word] Ha naHenu gencTBui.

X.3.9.2. CozpaHMe makeTa wabnoHa ne4yaTtHon hopmbl

X.3.10.

,D,J'IFI CcOo34aHNA MakeTa lwabnoHa HY>XHO:

1.

2.
3.

lMocne 3anonHeHust Nomnen kapTodky wabnoHa HaxaTb kHonky [CospaTtb]:[MakeT wabnoHa
ans Word] Ha naHenu JencTeumn unu BbIMNOMHUTb KOMaHAbI MEHI0
<OenctBua>.<Cosparb>:<MakeT wabnoHa ans Word>.

B onanore «CosnaHue wabnoHa» Bbl6paTb nons, KOTopble HY>KHO NOMECTUTL B LabnoH.

HaxaTtb [OK].

lMocne 3Toro cnctema aBToOMaTMYECKM CO34acT CTaHAapTHbIN wabnoH B MS Word, BCcTaBuT B Hero
BblOpaHHble Mons, NPUCOEANHUT CO34aHHbIN WabnoH K pedakTUpyemMowm KapTodke, COXpaHuT
MHOPMaLIMIO N 3aKPOET KapTOUKY.

CozpgaHue wabnoHa hopmbl Ana peecrtpa

Mepepn cozgaHuem WwabnoHa popmbl HE06X0AMMO co3aaTh OnucaTenu Bcex nonew, KoTopble
JOJDKHbI BYAYT UCMONb30BaTLCS B HEM.

,D,J'IFI co3aaHunA CbOprI Ana nedaTtn peectpa HYXHO:

o

1. OrtkpbITb NpeactaBnenne Meuyars: IladaoHb 1J1s peecTpa.
2. Haxatb kHonky [Co3aaTb wabnoH] Ha naHenun AenCTBUN.
3. 3anonHuTb nonsa Bknagku Mapamempsb! wabrsioHa KapToyky WwabnoHa dopMbl Ans peecTpa
(Tabnmua 76).
4. Ha Bknagke Kowmposnb docmyna yka3aTb pedakToOpoB W uuTaTenen [OKyMeHTa
(Tabnuua 67).
5. Cosgatb wabnoH B MS Word ogHum 13 gByx cnocobos (cMm. pasgen X.3.9 CosgaHue wabnoHa
neyatHon opMmbl):
e co3aaTtb NycTon WabnoH 1 3anonHUTbL ero HenocpeacTBeHHo B MS Word,;
e co3gaTtb NycTou WabnoH 1 3anofHNTbL ero HenocpeacTBeHHo B Excel.
NOTHKA 111



CayxeOHble 0a3bl JAHHBIX

B/1 Hlabnonwt

Ta6bnuua 76. Bknagka «lMapameTpbl WwabnoHa»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
OnucaHue HanmeHoBaHue wabnoHa popmbl (0] txt Bsoaom ¢ knaBuatypsl
wabsioHa hopmbi
Cmamyc Cratyc wabnoHa dopmbl H npkn BbI60pOM HY>KHOMO 3HauYeHust

(AkmueHblIl, HeakmuegHbIl)
Ba3a daHHbIX basza paHHbIX, ANs KOTOPOW H txt Bbibopom 13 cnmncka KnoyeBbiX
cosaaeTcs WabnoH opmbl 3HAYEHUIA C MOMOLLbIO KHOMKM =
Au3zaiH B [un3anH BbibpaHHON 6a3bl B none H txt ABTOMAaTMYECKM B 3aBUCMMOCTH
Ba3a daHHbIx OT 3HayeHus, BbIGpaHHOro B none
Ba3sa daHHbIX
dopma dopma, Ang KOTopon co3gaeTcs H txt Bbibopom 13 cnmcka KroyeBbiX
wabrnoH 3HAYEHWIN C MOMOLLIIO KHOMKM =
lcesdoHUM lMceBaoHMM BblGpaHHOM opMbI B H txt ABTOMaTMYECKM B 3aBUCMMOCTU
¢opmbI none ®opma OT 3Ha4eHwus1, BbIOpaHHOro B None
Popma
Tun doKkymeHma Tun JOKYMeHTa H txt BBogom ¢ knaesmatypbl
lMocne HeobxoanmMocTb BbINOMAHATb H yekbokc | YcTaHoBKoOW/CHATMEM chnara
3anoJsiHeHus makpoc Visual Basic for
JdoKkymMeHma Applications nocne 3anonHeHus
dopMbl 4518 nevatu
Umsa makpoca Mmsa makpoca, KoTopbii H txt BBogom c knaesumaTypbl
Heo6Xxo4MMO BbINOMHATD.
OTtobpaxaeTcs npu
nocrtasneHHon otmeTke lMoce
3anosiHeHuUs1 JOKyMeHma
Cnucok noneu Cnnucok onucartenen nonen H txt Bbibopom m3 cnucka KnoveBbixX
3HAYeHMIN C NOMOLLbIO KHOMKM
[Ao6aBuTb]. YoanuTb 3HaueHne
13 crnmcka MOoXHO,
npenBapuTeNnbHO BbIAENNB €r0, C
NOMOLLBIO KHOMKKM [YaanuTb]
HavanbHas HavanbHas cTpoka B WwabrnoHe H txt Beogowm ¢ knasmatypbl
cmpokKa e
wabrnioHe
HavanbHbIU HavanbHbih cTon6el, B WabnoHe H txt
cmosibey e
wabsioHe
Cmoné6ey ons Crtonbeu Ans NopsAKOBOro H txt
nopsiokoeoz2o HOoMmepa B LwabrioHe
HomMepa 8
wabsioHe
Cmpoka ons CTpoka ans Tekyllen aatbl B H txt

mekyuweli dambl
wabrioHe

wabnoHe

6. Haxatb Ha naHenu gencteun kHonky [XML wabnoH] 1 3anonHute nons Bkrnagkn lNapamempsi
wabnoHa n Konmposnbs docmyna kaptovkn XML-wabnoHa (cm. Tabnuua 75).

7. CoxpaHuTb MHOPMaLUIO 1 3aKpbITb kKapTouky XML-wabnoHa.

v Cai
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X1.BA UeHTtp OT4yeTOB

X1.1.0 6a3e paHHbIX

Bl UeHtp OTtyeTOB npegHasHayeHa Ansi OPMUPOBAHUS Pa3fIMYHbIX OTYETOB MO KOHTPOSO
NCNONHNTENBbCKON AUCUMMIAMHBI, CTaTUCTUYECKME OTYeThl Mo paboTte nonb3oBaTenen ¢ C3L, otyeTbl No
paboTte ¢ obpaleHnsaMn rpaxkgaH, peecTpbl NO pasfyMyHbIM TUNam JOKYMEHTOB U T.4.

Moppo6Hoe onucaHne B LleHTp oT4yeTOB npeacrasneHo B gokymeHte «Jlormka ECM. C3[1-OC-
10-LeHTp oT4eTOBY.
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XIl. Bl AnekTpoHHble obpa3bl

XlIl.1. O 6a3e AaHHbIX

Bl dneKTpoHHble 06pa3bl OTHOCUTCH K TEXHONOrMYECKMM cepBuMcaM U MNpeacTaBnsieT cobomn
BCMoMoratenbHyto 6a3y [aHHbIX, MPUMEHSEMYIO ANA XPaHEeHUs1 3NEeKTPOHHbIX 0Opa30oB AOKYMEHTOB
OTAENbHO OT CaMMUX KAapPTOYEK JOKYMEHTOB (OYHKLMOHANbHBLIX MOACUCTEM.

PyHKUMOHaNbHbIE BO3MOXHOCTU B[] dneKkTpoHHble 06pa3bi:

e XpaHeHue 3neKTPOHHbIX 00pa3oB [OKYMEHTOB OTAENbHO OT KapToyek B ucxogHon 6ase
[aHHbIX.

XI.1.1. O630p npeacraBneHnn

B B[l OnekTpoHHblIe o6pas3bl ucrnonb3yetcd npegcraesneHne Ilanku, B KOTOPOM OTOOpaxarTcs
BCEe MMewLlmecsi B 6a3e AaHHbIX OOKyMeHTbI. lNMpeactaBneHne CnpaBka UCNONb3yeTcs ANs nepexoaa
K cnpaBke no paboTe ¢ 6a3on aaHHbIX. [peactaBneHune O 6a3e MCNonNb3yeTcs ANa nepexoda K OCHOBHOM
MHdopMaumm no gaHHon 6ase.

XIl.1.2. OnucaHme ncnonb3yemMbix 3Ha4YKOB

B B[] 9nekTpoHHble 06pa3bl NOSCHUTENbHbIE 3HAYKM HE UCMONb3YOTCS.

XIl.2. HacTpounku 6a3bl AaHHbIX

XIl.2.1. HacTtpounka ypoBHen gocrtyna

PeKOMGH,D,yeMbIVI JOCTyn no YMONYaHWUK: PemakTop C IHIpaBOM COBIaHMUSI K YyHOaJleHus
moxyMeHTOR (JaHHbLIN AOCTYN AOMMKEH BbiTb 0becneyeH anga nonb3osartenen bl MpuHATHe pelueHun,
MopyueHusn, KaHuenspus, Cosewanuna n OIN). MNepeyeHb ponen goctyna B[l AnekTpoHHblIe 06pa3bl
npeactaeneH B Tabnuue (Tabnuua 77).

Tabnuua 77. Ponn B Bl

Ponb PyHKUNMU
[Admin] Ponb nossonsiet OTKPbITb 6a3y AaHHbIX cpeacTBaMu KInneHTa
[Extreme] ,D,OCTyﬂ Ha NMPOCMOTpP BCEX OOKYMEHTOB B base OaHHbIX
XI.2.2. HacTtpowuka areHTOB

[nsa HacTporkun areHToB B[] AneKTpoHHblIe 06pa3bl HYXXHO:

1. OtkpbiTb B[l AgMuHUCTpUpoOBaHME W NepenTM B npeacTtasrieHne Hacrpoiiku MomyJieii:
Texkymme HaCTPOHKH.

2. BblbpaTb gokyMeHTa HacTpoek B[] dneKTpoHHble 06pasbi.
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3. OrtkpbiTb BKagky Hacmpolku aezeHmoe v HaxaTtb kHonky [PegakTupoBartsb].

4. Ha Bknagke Hacmpoiku AzeHmoe (PucyHok 25) B none AeeHm BbibpaTb HEOOXOOUMbIN
areHT 1 3anosiHMTb COOTBETCTBYHOLWME eMy nons opmbl (Tabnuua 78).

5. BbIiTn u3 pexnma peaaktMpoBaHUsS HaCTPOEK, HaXKaB KHOMKY [3akpbITb] HA NnaHenu 4encTBun
M NOATBEPANB HEOOXOAMMOCTb COXPaHEeHUA MHAOPMaLNN.

Ta6nuua 78. NMonsa Bknagku «HacTponkn areHTOB»

AreHt HasHaveHue Korpa BoinonHseTca
YpaneHue BNOXeHWN | YpansieT BNoxeHus1, KoTopble Obinu yaaneHb! u3 3anyckaeTcs KaXabl AeHb B
AttachCleaner OOKYMEHTOB COOTBETCTBYOLLUMX (pyHKLUMOHanbHbIX | 02:00 ansa B MopyyeHus u

0a3 gaHHbIX, 13 b1 AneKkTpoHHble 06pasbl Bl MpuHATHMe pelieHnn — 13

BCEX HOBbIX Y UBMEHEHHbIX
OOKYMEHTOB; Ansi

bl KaHuensipnsa — 13 Bcex
OOKYMEHTOB

StorageMoveChecker [ns oTnoxeHHbIx BrioxeHun (OTnpaeka B Pa3 B cyTkn, Hanpumep, HOYbIO B
XpaHunuLe npu cosgannm Bnoxenus > “depea N | 03.00 unu ntoboe ynobHoe Bpems
OHEeN”) yMeHbLUIaeT KONMYEeCTBO OCTaBLUMXCS
JHeNn.

Korga ato kon-Bo = 0, co3gaeT 3anpoc Ha
co3faHune BNoXeHust

HacCTpOHKH areHToB \ WcTopuAa pepakTHpOBaHHA ]

ArenT:
(YoaneHweCuport)
O6HOBWUTL COWMCOK StorageMowveChecker

[v¥ Brnwued Ha cepeepe: Noboll cepsep

CraTtyc: 06w
AsTop: BRDoc/datatech
K.OMMEHTaPMIA:

PucyHok 25. HacTtpowka areHToB B[] dnekTpoHHble 06pas3bl

XI1.3. PaboTta c 6a3on gaHHbIX

XI11.3.1. O6Gwas cxema padoTbl

[okymeHTbl gobaensaTca B 6asy AaHHbIX aBTOMATUYECKM W He noanexaT pedakTMPOBaHUI.
Bo3MOXHOCTb OTKpbITUA 6a3bl  AaHHbIX W MNPOCMOTPa [LOKYMEHTOB MpPedoCTaBnseTcs TOSbKO
nonb3oBaTenio ¢ pornblo [Administrator].
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[na 3aKkpbITUS JOCTYNa K 3MEeKTPOHHbLIM BIIOXKEHUSIM OOKYMEHTOB, K KOTOPbIM MOSfb30BaTelNb He
nMmeeT poctyna, cnyxut cnar OzpaHudyumb GOCMYN K 8JI0KEHUSIM, KOTOPbI NpOCTaBnsieTcs B
[AOKYMEHTax HacTpoek yHKUMOHanbHbIX 6a3 B B[ AGMUHUCTpUpOBaHMe.

OrpaHquHMe A0CTyna K BJ1IOXXEeHUAM 3amMennaeT pa60Ty cuctemsl!

XI11.3.2. NMpocmoTp AOKYMEHTOB

Utobbl npocmMoTpeTb AoKyMeHT B B[l OnekTpoHHble o06pasbl, HyXHO BblbpaTb ero
B npeacTtaBneHmm Ianku U OTKPbITb HA NPOCMOTP, ABaAbl LLEeMNKHYB N0 HeMy MbilWwblo. B pesynbtaTte
3TOro AenCTBUA OTKPOETCS Narka, cogepailas MHpopmMauuio rno BOXKEHUIO U CCbIfKY Ha doann.
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Ilpunoscenusn

XIll. MpunoxeHus

®nar Ucnonb3zoeampb Onsi aemomMamu4yeckoz20 (hopmupoeaHusi 8/10)KeHUll YCTaHOBIEH

no yMOnyaHuio B crieayroLmnx wabnoHax gpopm:

e neyvartHas popma UCXOAALLEro;

Ta6nuua 79. WabnoHb! opm

neyaTHasa oopmMa 3asiBKu;
neyaTHasa oopMa 3asiBKM Ha pacxofbl;
neyaTHasa coopma OP[ (1 BapmaHT);
neyaTHasa cpopma OP[ (2 BapmaHT);
neyaTHasa oopMa cny>xkebGHON 3anncKu.

Bba3sa paHHbIX | Twun QOKyMeHTa Kateropusa OnucaHue wabnoHa opmbl
(amsavnH BA)
Bxoaawmn
KaHuenspusa Bxoasiwmn MevyatHas dhopma Bxopawmn
(ITOfficeGU) Bxoaswmn JNnet JInct o3HakomMneHus
03HaKOMIIEeHMS
Bxoasiwmn JInct paccbinkm JINCT pacchbInku K cBegeHUI0
Bxogsawuin MevyatHas dhopma [MpoekT pesontounmn
Bxogsawmn MMevaTHas dopma Pesontouun Ha ucnonHeHnu
Ucxopawmmn
KaHuenspusa Mexopawmm MevatHas dopma Bxopawmn
(ITOfficeGU) VMcxopawmin KoHBepT Koneept C4
Ucexogsawmi KoHBepT Konept C5
Mexoaawmnm KoHBepT KoHBepT E65
Mexoaawmnm JlucT noanucanma JlncT nognucanmsa
VMcxoasawmm Jluct noanucanus JlncT nognucaxws (npeplayLas sepcusi)
VMcxoasawmm Jluct noanucanus JIncT nognucaHus (Tekywias Bepcusi)
Mexoosawmn JlucT noanucanusa JIuct nognucanmsa ¢ gon.cornacoBaHnem (Bce
Bepcun)
Mexopawmn JlvcT nognucanmsa JlncT nognucaHmsa ¢ gomn.cornacoBaHneM
(npegblgywias Bepcus)
Mexopawmn JlucT nognucanmsa JlncT nognucaHmsa ¢ gomn.cornacoBaHneM
(TekyLasa Bepcus)
Mcxogawmi JIncT nognucanus JIncT nognucaHuna ¢ gon.cornacoBaHMeEM U
dakcumune (Bce Bepcum)
Mcxogawmi JInct nognucanus JIncT nognucaHuna ¢ gon.cornacoBaHMeEM U
dakcumune (Npedblaylias Bepcus)
Mcxopawmi Jlnct nognucanus JIncT nognucaHuna ¢ gon.cornacoBaHMeEM U
dakcumune (Tekyuiasa sepcums)
Mexopawmn JlucT nognucanmsa JIncT nognucaHunsa ¢ dpakcmmmune
Wcxogawmi JInct nognucaHua Jlvct nognucanus ¢ dpakcnmune (npegpigyLias
Bepcus)
Wcxogawmi JIncTt nognucaHua Jluct nognucanus ¢ dhakcumune (Tekylas
Bepcus)
Mexopawmn Jlnct nognucaHnga Jlnct nognucanusa A1
Mexooawmn JlucT noanucanmsa Jluct cornacoBaHus (BapuaHT 1. Bce Bepcuu,
COAEPXUT OCHOBHOE U AOMOSTHUTENbHOE
cornacoBaHumsl)
Wcxogawmi JInct nognucaHua Jluct cornacoBaHus (BapuaHT 1. Tekywias

BEPCHUS, COAEPXKUT OCHOBHOE U
JONoNnHUTENbHOEe cornacosaHue)
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Ba3a gaHHbIX
(am3anH B)

Tun pokymeHTa

KaTteropus

OnucaHue wabnoHa popmbI

Mexopawmn JlvcT noanucanmsa JlucTt cornacoBaHus (BapuaHT 2. BCe BEpCUM,
COAEPXUT TOJNTbKO OCHOBHOE COrfiacoBaHue)
Mexopawmn JlvcT noanucanmsa JlucTt cornacoBaHus (BapuaHT 2. Tekyllas
BEpPCUSl, COOEPXKMNT TONbKO OCHOBHOE
cornacosaHue)
Mexopsawmn Mcxopsawmn MevaTtHas dopma Vcxoasiero (AaHHbIN
WwabnoH ncnonb3yeTcsa Anst aBTOMaTUYeCKOro
HPOPMUPOBAHMS BNOXEHUI)
Mexopawmm Jlnct cornacoBanus | PuHanNbHbIA NUCT COrnacoBaHns
Mexopawmm Jlnct cornacoBanus | PuHanbHbIA NUCT cornacoBaHms ¢ Ol
KoHBepT
KommyTaTtop Uexopsawmin KoHBepT KoHeepT C4
(ITSwitch) Konsept C5
KoHBepT E65
O6palleHue
O6patlueHus O6paLeHne JNnet JInct o3HakomneHus
rpaxpgaH 03HaKOMIIEHMS
(ITAppeal) O6paueHne JInct paccbinkm JINCT pacchbInku K cBeOEHUI0
O6paueHne MevatHas dopma O6paueHne
O6paueHne MevatHas dopma [MpoekT pesontounm
O6paueHne MevatHas dopma Pesoniouun Ha ncnonHeHum
OTBeT Ha o6GpalleHue
O6palueHus OtBeT Ha KoHBepT KoHeepT C4
rpaxaaH obpalleHne
(ITAppeal) OTBeT Ha KoHBepT KoHBepT C5
obpalleHne
OTBeT Ha KoHBepT KoHBepT E65
obpalleHne
OTBeT Ha Jlnct noanucaxnga Jlnct nognucaxua
obpalleHne
OTBeT Ha KoHBepT Jluct nognucanusa (npegbigylas sepcus)
obpalleHne
OTBeT Ha JlvcT nognucanmsa JIuct nognucaHusa (Tekywasa Bepcus)
obpalleHne
OTBeT Ha KoHBepT Jluct nognucaHusa ¢ gon.cornacoBaHnem (Bce
obpalleHne BEpCUK)
OTtBeT Ha Jlnct nognucanus JIncT nognucaHusa ¢ gon.corrnacoBaHnem
obpalleHne (npegblgywas Bepcus)
OtBeT Ha KoHBepT JIncT nognucaHuna ¢ gon.cornacoBaHnem
obpaleHne (Tekywas sepcus)
OTBeT Ha Jlnct nognucanus JIncT nognucaHunsa ¢ gomn.cornacoBaHMeM u
obpaleHne dakcumurie (Bce Bepcun)
OTBeT Ha KoHBepT Jlnct nognucaHma ¢ gon.cornacoBaHMeEM n
obpaleHne dakcumune (npegblayLlas Bepcus)
OTBeT Ha Jlnct nognucanus JIncT nognucaHunsa ¢ gomn.cornacoBaHMeM U
obpalleHne dakcumune (Tekyliasa Bepcums)
OTtBeT Ha KoHBepT JIncT nognucaHunsa ¢ pakcmmune
obpalleHne
OTBeT Ha JlucT nognucanmsa Jluct nognucaHus ¢ dpakcumune (npegsiayLias
obpalleHne Bepcusi)
OTBeT Ha KoHBepT Jluct noanucaHus ¢ akcumune (Tekylias
obpalleHne Bepcusi)
OTBeT Ha Jlnct noanucaxnga Jluct cornacoBaHus (BapuaHT 1. BCe Bepcuu,
obpalleHne COAEPXXUT OCHOBHOE U AOMONHUTENbHOE

cornacoBaHus)
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C3

Bas3a paHHbIX | Tun AOKyMeHTa KaTteropus OnucaHue wabnoHa popmbI
(am3anH B)
OTBeT Ha KoHBepT Jlnct cornacoBaHus (BapuaHT 1. Tekywas
obpalleHne BEPCUS, COAEPXKUT OCHOBHOE U
[ONOMNHUTENbHOE CornacoBaHue)
OTBeT Ha Jlnct nognucanus Jluct cornacoBaHusa (BapuaHT 2. BCe Bepcuu,
obpalleHne COAEPXKUT TONbKO OCHOBHOE COrnacoBaHue)
OTtBeT Ha KoHBepT Jlnct cornacosaHus (BapuaHT 2. TekyLwas
obpalleHne BEpCUsi, COOEPXKNT TOMNbKO OCHOBHOE
cornacosaHue)
OTBeT Ha Jlnct nognucanus OtBeT Ha obpalleHne
obpalleHne
OTBeT Ha Jlnct cornacoBaHus | duMHanNbHBIA NUCT COrnacoBaHus
obpalleHne
MopyyeHue
Mopy4yeHus MopyyeHue HouepHee MopyueHue
(ITTask) nopyyeHme
IMopy4veHune Mopy4eHne [Nopy4deHne
HDoroBop
MpuHaTne Horosop, OPL, Jlnct noanucaxnga JIncT nognucaHunga
pelweHun C3
(ITKpr) Horoeop, OP[, JlvcT nognucanmsa JincT noanucanus (npegplayLyas Bepcust)

Horosop, OP[,
C3

JIncTt nognucanHus

NucT noanucaHua (Tekylias Bepcus)

Horosop, OPL,
C3

JInct nognucaHusa

Jluct nognucaHus ¢ gon.cornacosaHneM (Bce
Bepcumn)

Horosop, OP[,
C3

JIncTt nognucanHus

Jluct nognucaHus ¢ gon.cornacoBaHnem
(npegblgywas Bepcus)

Horoeop, OPL,
C3

Jlnct nognucanusa

JInct noanucaHws ¢ gon.cornacoBaHem
(Tekywas sepcus)

Horoeop, OPL,
C3

Jlnct nognucanusa

Jlnct noanucaHms ¢ gon.cornacoBaHmem u
dakcumurie (Bce Bepcun)

Horoeop, OPL,
C3

Jlnct nognucanusa

Jlnct noanucaHms ¢ gon.cornacoBaHem u
dakcumune (npegblayLias Bepcus)

Horoeop, OPL,
C3

Jlnct nognucanusa

Jlnct noanucaHms ¢ gon.cornacoBaHem u
dakcumure (Tekywas Bepcus)

Horoeop, OPL,
C3

Jlnct nognucanusa

Jluct noanucanusa ¢ akcumune

Horosop, OP[,
C3

JIncT nognucanus

Jluct nognucanua ¢ dakcumune (npegsigyLias
Bepcus)

Horosop, OP[,
C3

JInct nognucanus

Jluct noanucanusa ¢ cakcumune (Tekyas
Bepcus)

Horosop, OP[,
C3

Jlnct nognucanus

JlucT nognucanmsa Ol

3asaska, OPL, JlucT cornacoBanusa | JICT cornacoBaHust - 4OM. corilacoBaHne
Horosop, C3

3asaska, OPL, JlucT cornacoBaHusa | JIMCT cornacoBaHust - 4OMN. corfacoBaHue
Horosop, C3 (npegblgyLwas sepcus)

Horosop, OP[,
C3

Jlnct nognucanus

JlncT cornacoBaHus - gon. cornacoBaHve
(npegblgywias Bepcusi) ¢ pakcnumune

Horoeop, OP[,
C3

JlucT noanucanmsa

Jluct cornacoBaHus - gon. cornacosaHne
(Tekywas Bepcus)

3agaBka, OP[, Jlnct cornacoBanus | JIMCT cornacoBaHus - 4or. corfnacoBaHue
Horosop, C3 (Tekywas Bepcusi) ¢ pakcumune

3aaska, OPM, JlucT cornacoBanusa | JIucT cornacoBaHusi - 4OMN. COrnacoBaHune ¢
Horoeop, C3 drakcumune
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Ba3a gaHHbIX
(am3anH B)

Tun pokymeHTa

KaTteropus

OnucaHue wabnoHa popmbI

3asiBka, OP[, JIncT nognucanHusa JlucTt cornacoBaHus (BapuaHT 1. Bce Bepcum,

Horosop COLEPXUT OCHOBHOE W AOMNONHUTENBHOE
cornacoBaHms)

3asaBka, OPL, Jlnct noanucaxnsa Jluct cornacoBaHusa (BapuaHT 1. npegbigyLias

Horosop, C3 BepCUsi, COOAEPXKUT OCHOBHOE "
[ONOMNHUTENbHOE CornacoBaHue)

3asaBka, OPL, Jlnct noanucaxnsa Jluct cornacosaHusa (BapuaHT 1. TekyLias

Horosop, C3 BepCUsi, COOAEPXKNT OCHOBHOE "
[ONOMNHUTENbHOE CornacoBaHue)

3asaBka, OPL, Jlnct noanucaxnsa Jluct cornacoBaHusa (BapuaHT 2. BCe Bepcuu,

Horosop, C3 COEPXKUT TONbKO OCHOBHOE CornacoBaHue)

3asaska, OPL, Jlnct noanucaxnsa Jluct cornacoBaHusa (BapuaHT 2. npegbiayLuas

Horosop, C3 BEPCUS, COAEPXKUT TONBKO OCHOBHOE
cornacoBaHue)

3asBka, OP[, JlvcT nognucanmsa JlncT cornacoBaHus (BapuaHT 2. TekyLlas

Horosop, C3 BEPCUS, COAEPXKUT TONBbKO OCHOBHOE
cornacoBaHue)

3aseka, OP[, JInct nognucanHusa JlncT cornacoBaHus (BapuaHT ¢ hakcumune.

Horosop, C3 BCE BEPCUMU, COOEPXKNUT OCHOBHOE U
[ONOMNHUTENBbHOE CornacoBaHus)

3asBska, OP[, Jlnct noanucaxwms Jlnct cornacosaHusa (BapuaHT ¢ hakcumumne.

Horoeop, C3 BCE BEPCUMU, COAEPXKUT TONBbKO OCHOBHOE
cornacosaHue)

3asBska, OP[, Jlnct noanucaxwms Jlnct cornacosaHusa (BapuaHT ¢ hakcumumne.

Horosop, C3 npeabiayLias Bepcusl, COAEPXUT OCHOBHOE U
OOMONHUTENbHOE COornacoBaHne)

3asBska, OP[, Jluet noanucaHus Jlnct cornacosaHusa (BapuaHT ¢ hakcumumne.

Horosop, C3 npeabiayLias Bepcus, COAeP>KUT TONbKO
OCHOBHOE COrfacoBaHue)

3agaska, OP[, JInct nognucanus JlucTt cornacoBaHus (BapuaHT ¢ hakcumumne.

Horosop, C3 TekyLlasa Bepcusl, COOEPXUT OCHOBHOE U
OOMONTHUTENBHOE COrnacoBaHne)

3agaska, OP[, JIncT nognucanus Jluct cornacoBaHus (BapuaHT ¢ hakcumune.

Horosop, C3 TeKyLLasa Bepcusi, COOepPXnNT TONIbKO OCHOBHOE
cornacosaHue)

Horosop MevaTHas dopma [NeyaTHas cbopma goroesopa

[oroBop, 3asBka,
OP[, CnyxebHas
3anucka

JIncT cornacoBaHus

®durHanbHbIN NUCT cornacoBaHus

Horoeop, 3asBka,
OP[, CnyxebHas
3anucka

Jlnct cornacoBaHu4

durHanbHbIN NUCT cornacoBanus Ol

MpuHaTue
pelueHun
(ITKpr)

3asBKa
3agaBka, OP[, Jlnct cornacoBanus | JIMCT cornacoBaHus - 4or. corfacoBaHue
Horoeop, C3
Horoeop, 3asBka, | Jluct cornacoBanus | JIMCT cornmacoBaHus - AOM. COrnacoBaHue
OoP[, C3 (npegblgywas Bepcusi)
Horoeop, 3asBka, | Jluct cornacoBaHus | JIMCT cornmacoBaHus - AOM. COrnacoBaHue
oP[, C3 (npegblaywasn Bepcust) ¢ pakcumune
HoroBop, 3asBka, | Jluct cornacoBaHus | JIuCT cornacoBaHus - 4OM. CornacoBaHme
OP[, C3 (TekyLlasa Bepcus)
HoroBop, 3asBeka, | Jluct cornacoBaHus | JICT cornacoBaHus - 4OM. COrfacoBaHne
OP[, C3 (TekyLlasa Bepcus) ¢ pakcumune
HoroBop, 3asBka, | Jluct cornacoBaHust | JIMCT cornacoBaHus - 4OM. COrfacoBaHune ¢
oPA, C3 dakcumune
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Ba3a gaHHbIX
(am3anH B)

Tun pokymeHTa

KaTteropus

OnucaHue wabnoHa popmbI

Horoeop, 3asBka,
orPQ

JIncT cornacoBaHms

JNuct cornacoBaHus (BapuaHT 1. BCe Bepcum,
COOEPXKUT OCHOBHOE W AOMOMNHUTENbHOE
cornacoBaHums)

[orosop, 3asBka,
OoP[, C3

JlucT cornacoBaHus

Jluct cornacoBaHusa (BapuaHT 1. npegbigyLias
BEpCKSl, COOEPXKNUT OCHOBHOE "
[ONOMNHUTENbHOE CornacoBaHue)

[orosop, 3asBka,
OoP[, C3

JlucT cornacoBaHus

Jlnct cornacosaHus (BapuaHT 1. Tekywas
BEPCUS, COAEPKUT OCHOBHOE U
[ONOMNHUTENbHOE CornacoBaHue)

[orosop, 3asBka,

JlucT cornacoBaHus

Jluct cornacoBaHusa (BapuaHT 2. BCe Bepcuu,

oPf, C3 COAEPXNUT TONbKO OCHOBHOE COrNnacoBaHue)
Horosop, 3asBka, | Jluct cornacosaHus | JIucT cornacosaHus (BapvaHT 2. npeabigyLias
OoP[, C3 BEpPCUsi, COOEPXKNT TONbKO OCHOBHOE

cornacoBaHue)

HoroBop, 3asBka,
OoP[, C3

JIncT cornacoBaHus

NucT cornacoBaHus (BapnaHT 2. TekyLlas
BEPCUSI, COAEPXKUT TONbKO OCHOBHOE
cornacoBaHue)

HoroBop, 3asBka,
oP[, C3

JIncT cornacoBaHms

JNnct cornacoBaHus (BapuaHT ¢ dhakcumune.
BCE BEPCUM, COAEPKNT OCHOBHOE U
JOMNONHMTENbHOE CornacoBaHuns)

Horosop, 3asBka,
OoP[, C3

JlucT cornacoBaHus

Jlnct cornacosaHusa (BapuaHT ¢ hakcumumne.
BCE BEPCUN, COOEPXKUT TOMLKO OCHOBHOE
cornacosaHue)

Horosop, 3asBka,
OoP[, C3

JlucT cornacoBaHus

Jlnct cornacosaHus (BapuaHT ¢ hakcumune.
npeabiayLias Bepcusl, COAEPXUT OCHOBHOE U
OOMONHUTENbHOE COornacoBaHne)

Horosop, 3asBka,
OoP[, C3

Jlnct cornacoBaHu4

Jlnct cornacosaHusa (BapuaHT ¢ hakcumumne.
npegbliaywasa Bepcusd, CoaepXuT TONbKO
OCHOBHO€E COrnacoBaHue)

[oroBop, 3aseka,
OoP[, C3

JIncT cornacoBaHus

JlucTt cornacoBaHus (BapuaHT ¢ hakcumumne.
TeKyLLasa Bepcusi, COOepPXXNT OCHOBHOE U
OOMONTHUTENBHOE COrnacoBaHne)

[orosop, 3aseka,

JIncT cornacoBaHus

Jluct cornacoBaHus (BapuaHT ¢ hakcumune.

oPA, C3 TekyLlasa Bepcusl, COOEPXUT TONbKO OCHOBHOE
cornacosaHue)

3adaBka MeuvaTHas dopma MeyaTHas chopma 3asBkM (gaHHbIV LWabMnoH
ucnonb3yeTca Ang asToMaTU4eCcKoro
POPMMPOBaHUS BNOXEHUN)

3asBka MevatHas dopma MeyaTHas chopma 3asBKM Ha pacxodbl (AaHHbIN

WabnoH ncnonb3yeTcsa Ansi aBTOMaTUYECKOro
POPMUPOBAHMS BIIOXEHNI)

[oroeop, 3asBka,
OP[, CnyxebHas
3anucka

Jlnct cornacoBaHus

durHanbHbIN NUCT cornacoBaHus

[orosop, 3asBka,
OP[, CnyxebHas
3anuncka

JlncTt cornacoBaHu4

duHanbHbIN NUCT cornacosanusa Al

C3

OoP[
MpuHaTHe OoPa Jluct Jlnct o3HakomneHus
peweHumn 03HaKOMIIEHUS
(ITKpr) Horosop, OP[, Jlnct nognucanus Jluct noanucaHus

Horosop, OP[,
CnyxebHas
3anucka

Jlnct nognucanus

Jluct nognucanusa (npegbiaylias sepcus)

v ¢
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CayxeOHble 0a3bl JAHHBIX

Ilpunoscenusn

Ba3a gaHHbIX
(am3anH B)

Tun pokymeHTa

KaTteropus

OnucaHue wabnoHa popmbI

Horoeop, OP[,
C3

JIncT nognucanHusa

NucT noanucaHus (Tekyluasi Bepcus)

Horoeop, OP[,
C3

JIncT nognucanHusa

Jlvct noanucaxusa ¢ gon.cornacosaHvem (Bce
BEPCUM)

Horosop, OP[,
C3

JlucT noanucanms

JIncT noanucaHus ¢ gon.cornacoBaHem
(npeadblaywas sepcus)

Horoeop, OP[,
C3

JIncT nognucanHusa

Jluct nognucaHus ¢ gon.cornacoBaHnem
(Tekyasa Bepcus)

Horosop, OP[,
C3

JlucT noanucanms

Jlnct noanucaHms ¢ gon.cornacoBaHMeM U
hakcmumune (Bce Bepcumn)

Horoeop, OP[,
C3

JIncT nognucanHusa

Jluct nognucaHus ¢ 4on.corfiacoBaHneM u
dakcumune (npegblaywias Bepcust)

Horosop, OP[,
C3

JIncTt nognucanHus

Jluct nognucaHus ¢ gon.cornacoBaHneM u
dakcumune (TekyLasa Bepcust)

Horoeop, OPL,
C3

JlucT noanucanms

Jlnct nognucaHmsa ¢ pakcumune

Ooroeop, OP/,
C3

JlucT noanucanms

Jlnct nognucaHmsa ¢ dakcumune (NpeabigyLias
Bepcus)

Horoeop, OPL,
C3

JlucT noanucanms

Jlnct nognucaHms ¢ dakcumune (Tekywas
Bepcus)

Horoeop, OPL,
C3

JlucT nognucanus

JlncT nognucanmsa 3l

Horoeop, OPL,
C3

JlucT nognucanms

Jluct cornacoBaHus - gomn. cornacoBaHue

Horoeop, OPL,
C3

JlucT noanucanms

JIncT cornacoBaHus - gon. cornacoBaHne
(npegblgywias Bepcus)

Horosop, OP[,
C3

JInct nognucanus

JIncT cornacoBaHus - oon. cornacoBaHue
(npegblaywiasn Bepcus) ¢ pakcnumune

Horosop, OP[,
C3

JInct nognucanus

Jluct cornacoBaHwus - gon. cornacoBaHne
(Tekyasa Bepcus)

Horosop, OP[,
C3

JIncT nognucanus

Jluct cornacoBaHus - gon. cornacoBaHne
(TekyLaga Bepcus) ¢ pakcumune

Horosop, OP[,
C3

JIncT nognucanus

JlncT cornacoBaHwus - gon. cornacoBaHue ¢
dakcmmune

[oroBop, 3asBka,
OoPa

JInct nognucanus

Jluct cornacoBaHusa (BapuaHT 1. BCe Bepcuu,
COAEPXUT OCHOBHOE W AOMNOMNHUTENBHOE
cornacoBaHums)

Horosop, 3asBka,
OoP[, C3

Jlnct nognucanusa

Jlnct cornacosaHus (BapuaHT 1. npeabigywas
BEpPCUs, COAEPXUT OCHOBHOE U
AONOMHUTENbHOE CornacoBaHue)

[oroeop, 3asBka,
OoP[, C3

JlucT noanucanmsa

Jlnct cornacoBaHus (BapuaHT 1. Tekywas
BEpCUs, COAEPXUT OCHOBHOE U
AONOMHUTENbHOE CornacoBaHue)

[orosop, 3asBka,

Jlnct cornacoBaHus

Jlnct cornacoBaHus (BapuaHT 2. BCe Bepcuu,

oP[, C3 COJEPXKUT TOJNbKO OCHOBHOE COornacoBaHue)
HoroBsop, 3asBka, | Jluct cornacosaHus | JIUCT cornacoBaHus (BapuaHT 2. npeabiayLias
oPA, C3 BEPCUS, COOEPXKMUT TONIbKO OCHOBHOE

cornacoBaHue)

Horosop, 3asBka,
OoP[, C3

JlncT cornacoBaHus

Jluct cornacoBaHus (BapuaHT 2. TekyLlas
BepCcusl, COAEPXKUT TONbKO OCHOBHOE
cornacosaHue)

Horosop, 3asBka,
OoP[, C3

JlIncT cornacoBaHus

JlucTt cornacoBaHus (BapuaHT ¢ hakcumune.
BCE BEPCUMU, COOEPKNUT OCHOBHOE U
OOMOJNTHUTENbHOE COrNacoBaHns)

122



CayxeOHble 0a3bl JAHHBIX

Ilpunoscenusn

Ba3a gaHHbIX
(am3anH B)

Tun pokymeHTa

KaTteropus

OnucaHue wabnoHa popmbI

Horoeop, 3asBka,
OoP[, C3

JIncT cornacoBaHms

JNnct cornacoBanus (BapuaHT ¢ hakcumune.
BCE BEPCUMN, COOEPXKUT TOMBLKO OCHOBHOE
cornacosaHue)

[orosop, 3asBka,
OoP[, C3

JlucT cornacoBaHus

Jluct cornacoBaHus (BapuaHT ¢ hakcumumne.
npeablayliasi Bepcusl, Cooep>XUT OCHOBHOE U
[ONOMNHUTENbHOE CornacoBaHme)

[orosop, 3asBka,
OoP[, C3

JlucT cornacoBaHus

Jluct cornacoBaHus (BapuaHT ¢ hakcumumne.
npeabigywiaa Bepcud, CoaepXunT TONbKO
OCHOBHO€ cornacoBaHue)

[orosop, 3asBka,
OoP[, C3

JlucT cornacoBaHus

Jluct cornacoBaHus (BapuaHT ¢ hakcumune.
TeKyLlasa BepCcusl, COOAEPXUT OCHOBHOE 1
OOMOSNTHUTENbHOE COornacoBaHne)

HoroBop, 3asBka,

JIncT cornacoBaHms

JNnct cornacoBaHus (BapuaHT ¢ dhakcumune.

OoP[, C3 TekyLlasi BepCcusl, COAEPXUT TONbKO OCHOBHOE
cornacoBsaHue)

oPa MevatHas dopma MeyatHas copma OP[, (1 BapuaHT) (AaHHbIN
WabroH ncnonb3yeTcs AN aBTOMaTu4eckoro
POPMUPOBAHMS BNIOXKEHUI)

oPa MevatHas dopma MeyatHas copma OP[, (2 BapuaHT) (AaHHbIN

WwabnoH ncnonb3yeTcs Ans aBTOMaTUYECKOro
HOPMMPOBaAHUSA BNOXEHUN)

Horoeop, 3asBka,
OP[, CnyxebHas
3anucka

JlucT cornacoBaHus

®durHanbHbIN NUCT cornacoBaHns

Horosop, 3asBka,
OP[, CnyxebHas
3anucka

JlucT cornacoBaHus

durHanbHbIN NUCT cornacosanus Al

Cnyxe6GHas 3anucka

MpuHaTue
pelieHun
(ITKpr)

C3

Jlnct cornacoBaHu4

Jlnct BM3upoBaHus (BapuaHT 1. BCe Bepcuu,
COOEPXKUT OCHOBHOE M AOMONHUTENbHOE
BU3MpPOBaHUS)

Horosop, OP[,

JInct nognucanus

JlncT nognucaHunsa

CnyxebHas

3anucka

Horosop, OP[, JlucT nognucanmsa Jluct nognucanusa (npegbigyLas sepcus)
CnyxebHas

3anucka

Horosop, OP[, Jluet noanucaHus JInct nognucaHms (Tekywasa sepcus)
CnyxebHas

3anucka

Horoeop, OP[, Jlnct nognucaxnga JIucT nognucanms ¢ gon.cornacoBaHuem (Bce
CnyxebHas BEPCUN)

3anucka

Horoeop, OP[, JlucT noanucanmsa JlncT nognucanma ¢ gon.cornacoBaHneM
CnyxebHas (npegblaywas Bepcus)

3anucka

Horosop, OP[, JlucT nognucanmsa JlucT nognucaHmsa ¢ gomn.cornacoBaHUeMm
CnyxebHas (TekyLiasa Bepcus)

3anucka

Horosop, OP[, JlucT nognucanmsa JlncT nognucaHma ¢ gon.cornacoBaHUEM U
CnyxebHas dakcumune (Bce Bepcum)

3anucka

Horosop, OP[, JlucT nognucanmsa JIncT nognucaHmsa ¢ gon.cornacoBaHUEM U
CnyxebHas dakcumune (nNpeablayLlas Bepcus)
3anucka
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CayxeOHble 0a3bl JAHHBIX

Ilpunoscenusn

Ba3a gaHHbIX
(am3anH B)

Tun pokymeHTa

KaTteropus

OnucaHue wabnoHa popmbI

Horoeop, OP[,

JIncT nognucanHusa

JIncT nognucaHuna ¢ gon.cornacoBaHMeM u

CnyxebHas dhakcumune (TekyLiasi BEpcus)

3anucka

Horosop, OP[, Jlnct noanucaxnsa JIncT nognucaHunsa ¢ dpakcumune
CnyxebHas

3anucka

Horosop, OP[, Jlnct noanucaxnsa Jluct nognucanma ¢ dhakcumune (npegbigyLyas
CnyxebHas Bepcus)

3anucka

Horosop, OP[, Jlnct noanucaxnsa Jluct noanucanms ¢ akcumune (TekyLias
CnyxebHas Bepcus)

3anucka

Horosop, OPL, JlvcT nognucanmsa JNnct nognucanua Al

CnyxebHas

3anucka

Horosop, OP[, Jlnct cornacoBanus | JIMCcT cornacoBaHus - gon. cornacoBaHue
CnyxebHas

3anuncka, 3asBka

Horoeop, OP[,
CnyxebHas
3anucka, 3asBka

JIncT cornacoBaHus

Jluct cornacoBaHus - gon. cornacoBaHne
(npeablaywas sepcus)

Horoeop, OPL,
CnyxebHas
3anucka, 3asaBka

JlucT cornacoBaHus

Jluct cornacoBaHus - fon. cornacoBaHve
(npeablaywas Bepcus) ¢ hakcumune

Horoeop, OPL,
CnyxebHas
3anucka, 3asaBka

JlucT cornacoBaHus

Jluct cornacoeaHus - gon. cornacosaHne
(Tekywas sepcus)

Horoeop, OPL,
CnyxebHas
3anucka, 3asBka

Jlnct cornacoBaHu4

Jluct cornacoeaHus - fgon. cornacosaHne
(TekyLlasa Bepcus) ¢ hakcumune

Horosop, OP[,
CnyxebHas
3anuncka, 3asaBka

JIncT cornacoBaHus

JlncT cornacoBaHwus - gon. cornacoBaHue ¢
dakcumune

Horosop, OP[,
CnyxebHas
3anuncka, 3asaBka

JIncT cornacoBaHus

Jluct cornacosaHus (BapuaHT 1. npegbiayuias
BeEpCUsi, COOEPXKNT OCHOBHOE U
OOMONTHUTENbHOE COrnacoBaHne)

Horosop, OP[,
CnyxebHas
3anucka, 3asBka

JIncT cornacoBaHus

Jluct cornacosaHus (BapuaHT 1. TekyLlas
BEpPCUs, COAEPXUT OCHOBHOE U
OOMONHUTENbHOE CornacoBaHne)

Horoeop, OPL,
CnyxebHas
3anuncka, 3asBka

Jlnct cornacoBaHu4

Jlnct cornacosaHus (BapuaHT 2. BCe Bepcuu,
COOEPXUT TOMNbKO OCHOBHOE COrflacoBaHue)

Horoeop, OP[,
CnyxebHas
3anucka, 3asBka

Jlnct cornacoBaHus

Jlnct cornacoBaHusa (BapuaHT 2. npeabigyLuas
BEPCUS, COAEPXUT TONMbKO OCHOBHOE
cornacoBaHue)

Horosop, OP[,
CnyxebHas
3anucka, 3asBka

JlncT cornacoBaHus

Jluct cornacoBaHus (BapuaHT 2. TekyLlas
BepCcusl, COAEPXKUT TONbKO OCHOBHOE
cornacosaHue)

Horosop, OP[,
CnyxebHas
3anucka, 3asBka

JlncT cornacoBaHus

JlucTt cornacoBaHus (BapuaHT ¢ hakcumumne.
BCE BEPCUMU, COOEPKUT OCHOBHOE U
OOMONHUTENbHOE COrnacoBaHmsl)

Horosop, OP[,
CnyxebHas
3anucka, 3asBeka

JlncT cornacoBaHus

JlucTt cornacoBaHus (BapuaHT ¢ hakcumumne.
BCE BEPCUM, COOEPXKUT TONBKO OCHOBHOE
cornacoBsaHue)
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CayxeOHble 0a3bl JAHHBIX

Ilpunoscenusn

Ba3a gaHHbIX
(am3anH B)

Tun pokymeHTa

KaTteropus

OnucaHue wabnoHa popmbI

Horoeop, OP[,
CnyxebHas
3anucka, 3asBka

JIncT cornacoBaHms

Jluct cornacoBaHusi (BapuaHT ¢ hakcumurne.
npeablayLias Bepcusl, COOEPXXUT OCHOBHOE U
[ONOMNHUTENbHOE CornacoBaHue)

Horosop, OP[,
CnyxebHas
3anuncka, 3asiBka

JlucT cornacoBaHus

Jluct cornacoBaHus (BapuaHT ¢ hakcumumne.
npeabigywiaa Bepcud, CoaepXunT TONbKO
OCHOBHOE cornacosaHue)

Horosop, OP[,
CnyxebHas
3anuncka, 3asiBka

JlucT cornacoBaHus

Jluct cornacoBaHus (BapuaHT ¢ hakcumumne.
TeKyLlasa BepCcusl, COOAEPXKUT OCHOBHOE 1
[ONOMNHUTENbHOE CornacoBaHue)

Horosop, OP[,

JlucT cornacoBaHus

Jluct cornacoBaHus (BapuaHT ¢ hakcumune.

C83, 3asBka TekyLlasa BepCcusl, COOEPXKMUT TONbKO OCHOBHOE
cornacoBaHue)

C3 Jluct cornacoBanus | JIMcT cornacoBaHusi ¢ OTBETaMU agpecaToB

C3 MevatHas dopma MeyaTHas dopma cnyxebHon 3annckn (gaHHbIV

WabroH ncnonb3yeTcs AN aBTOMaTU4eckoro
OPMMPOBaHUS BIOXEHUI)

HoroBop, 3asBka,
OP[, CnyxebHas
3anucka

JIncT cornacoBaHus

durHanbHbIN NUCT CornacoBaHus

HoroBop, 3asBka,
OP[, CnyxebHas
3anmcka

JIncT cornacoBaHus

duHanbHbIN NUCT cornacoBaHunsa Ol

Process
CoBelaHus CosellaHue, et JInct o3HakomneHus
(ITMeetings) [MpoTokon O3HaKOMNEeHUs
MpoTokon, Jlver JIncT paccobinku kK cBegeHunio
CoBellaHue 03HaKOMIIEHUS
CoBellaHve MevaTHas dopma [NoBecTka gHA
CoseLluaHue, MevaTHas dopma [NpoTokon coseLaHms
lMpoTokon
CosellaHune MevaTHas dopma Cnncok y4acTHMKOB COBeLLaHns
CoseluaHue, JIncT cornacoBaHus | GUHanNbHbLIN NIMCT COrnacoBaHnA
lMpoTokon
Deno
ApxuBHoe AKT 00 MevaTHas dopma AKT 06 YHUUTOXEHUN
XpaHeHue YHUYTOXEHNM
(ITArcStorage)
Deno
OnepatuBHoe | AKT 00 MevaTHas dopma AKT 06 YHUUTOXEHNN
XpaHeHue YHUYTOXEHUM
(ITopStorage) Onucb MevaTHas dopma BHyTpeHHsia onucb JOKYMEHTOB B fene
HomeHknaTypa gen
OnepatuBHoe | HomeHknatypa MeyaTHas dopma HomeHknatypa gen
XpaHeHue aen
(ITopStorage)
Onucb
OnepatuBHoe | Onucb MeyaTHas dopma Onuceb gen
XpaHeHue
(ITopStorage)

v Cai
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