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HacTtosiumin pasgen Ob6uero cnpaBo4YHMKa MO CUCTeMe JIJ1EKTPOHHOro ,D,OKyMeHTOO60pOTa
coaepXKnt onncaHmne npuHUMNOB NMNOCTPOEHUA CUCTEMDI, @ TaKXKe OCHOBHbIX NMpaBur pa6OTbI B Cucrteme.
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. Obwwme cBeaeHus

[.1. CornaweHus no TePMUHOJIOTMN N COKpPaLLeHUnAM

Mcnonb3oBaHne CTaHOapTHbIX nNpunemMoB Od)OpMJ'IeHI/lFI aenaet AOOKyMeHTauuko npouie And

NoHMMaHMs W obneryaet n3yyeHue BO3MOXHoCTen Cuctemsl.

CornawleHus no TePMUHONOINnN

npusedeHnbl B Tabnuue (Tabnuua 1).

Ta6nuua 1. CornaweHus no TepMUHOIIOIUN

dnemeHT

OnucaHue

nmaBHas cTpaHuua

EpvHasg Touka Bxoga, ¢ KOTOpon HaunHaeTcsa paboTta B cucteme. CoaepXKuT CChINKU Ha
YHKUMOHANbHbIE N CEPBUCHBIE MOAYINN CUCTEMbI

Owanor OkHO nNpunoxeHusi, cogepxallee cMCTEMHOe yBefomneHune, nmbo sanpalumeatoLlee y
nonb3oBaTens NOATBEPXAEHNE AEUCTBUW, NpeanaraiLLee emy Bbibop U3 HECKONbKUX
AencTBnmn

3Havok MosicHNTENbHbIE 3HAYKW, PACNONOXEHHbIE B TEBOW YacTu CTPOK obnactu

NPeACcTaBneHUs 1 oTpaxatoLme Te UMK UHble XapakTEePUCTUKM LOKYMEHTOB (CTaTyc,
NPUOPUTET, TUN JOKYMEHTa U T.4.)

KapTo4yka gokymeHTa

OcHoBHas akpaHHas hopma, B Nons KOTOPOW BBOAUTCH BCA MHAOPMALMSA MO AOKYMEHTY.
YacTb nonen KapTo4KkM 3anonHAETCs NoNb3oBaTensaMm Bpy4HYHo (HanpumMep, cymma no
AOroBOpY), YacTb Nomnen 3anonHaeTCs aBToMaTnyeckn (Hanpumep, peLleHns
BM3NPYIOLLMX), YacTb NOMeN 3anoNnHAETCs C MOMOLLbIO BbiIOOpa CMOBapHbIX 3HAYEHUI 13
CMUCKOB (Hanpumep, B4 OKYMEHTA (CnoBapHoOe), KOPPECNOHAEHT (CNNCOK))

MeHto ObicTporo
nepexoga

MeHt0, C NOMOLLIbIO KOTOPOTO NoSb3oBaTeNb MOXET GbICTPO NepeMeLLaTbCsl Mexay
6asamu AaHHbIX. CoAepXXnUT CNNCOK Moaynei U UX NpeacTaBneHni, JOCTYMHbIX
nonb3oBaTesnto ¢ [MaBHON CTpaHWLbl, U 3HAYKM NOCNeAHNX OTKPbIThIX MoAyne

OnepauvoHHas cpena

KoMnnekc KNMeHTCKOro 1 cepBepPHOro NporpaMMHoro obecneyeHusi, obecneynBatoLLmii
paboty Cuctembl (Windows/Linux/Mac OS X, IBM Domino/Notes, apyroe 10O)

MakeT

darnn, npegHasHa4YeHHbIM ANg nepegadm AOKYMEHTOB Mexay cepBepamu, hopmupyetcs
B TexHonorndeckon bl TpancnopT. CoaepXUT OCHOBHbIE U CBSI3aHHbIE C HUMM
OOKYMeHTb! (Hanpumep, Bxoasawmin aokymeHT B KaHuenspus ¢ BnoxeHuamm 13

B[l AnekTpoHHbIe 06pa3bl)

[Manenb pencreunsa

Pacnonaraetcs B BepxHel Yacti obnactv npefcTaerneHunst Unn B KapTouke SOKyMeHTa.
Copepxut rpacomyeckume KHoMKW, npeaHasHavYeHHble Ansi BblNONHEHUS) 4eNCTBUN
CUCTEMbI C MPEACTaBMEHMEM B LIENIOM, rpynnamMmn 4OKYMEHTOB UMW OTAENbHbIMU
AOKYMEHTaMM

Pecypcebl

dannel, NnpegHasHadYeHHble Ana ycTaHoBkM B CO[ unm Ha paboyyto cTaHumo/cepBep, 1
HeobxoavMble AN YHKLUMOHNPOBAHUS CUCTEMBI

Cnuncok

I'Ipvl 3anofiHEHUN YacTun nonemn KapTo4yeK OKYMeHTa 1 BCrnoMoraTesibHbIX 3KPpaHHbIX
(bOpM MCNONb3YKTCA CMUCKWN. B cucteme MCNoNb3yTCA criegyrumne sBuabl CNNCKOB!
COTPYAHUKOB OpraHmnsauum, CprKTprpOBaHHbIVI CMNUCOK OTAEN0OB OpraHn3auunu,
BHELWHUX OpraHVl3aLI,I/IIZ-KOHTpaFeHTOB, aBTOpPOB 06an.l,eHMl7I, KNKOYEBbIX 3HAYEHUN

Ccbinka

WMcnonbayloTca cneaytoLme cebifikn: Ha AokymeHT B B[, Ha npeacTaBneHune unm camy
0a3sy gaHHbIX, Ha BNOXEHHbIV alrn, Ha CIMCOK, OTCOPTUPOBAaHHbIN anbTePHaTUBHBIM
cnocobom. Takke BO3MOXHO BbINOJTHEHWE AENCTBUIN NO CChINKE.

Cragus TMNoBoro
npotecca

Jlornueckas 4acTb XM3HEHHOTO LMKINa AOKYMeHTa (cornacoBaHue (BU3MpoBaHue),
noanucanve, peructpaums u 1.n.). Ctagms MoXeT BKIOYaTb HECKOMbKO 3TanoB
(B TepmuHonorum b MP) nnu 6noko. (B TepmuHonorun 6] TunoBble MapLupyThbl)

TunoBon npouecc

COBOKYMHOCTb CTaAWi )KM3HEHHOTO LMKINa OKYMEHTOB onpeAeneHHoro Tuna (3asBok,
[IOrOBOPOB, OPraHM3aLMOHHO-PacnopAaUTENbHbBIX JOKYMEHTOB, CIY>KEOHbIX 3aMnu1CoK,
BXOASALLMX U UCXOASALMX OOKYMEHTOB, 0GpallleHnit U OTBETOB Ha HUX, COBELLaHWI 1
NPOTOKOSOB, MPOV3BOSIbHBIX JOKYMEHTOB), CBA3aHHOIO C aBTOMaTM3npyeMbiM BU3Hec-
NMpPoLIECCOM, U YCIOBUIA Nepexoaa Mexay cTagmsiMu

v Cai
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dnemeHT

OnucaHune

OKpaHHas dopma

BcnomorartenbHagd 9KpaHHa4d cbopma, ncnonb3yruwadacd and 3anojfiHeHnA nonen
KapTO4YKN OOKYMEHTA

BHumaHue! Tak 6yayT BblAeneHbl BaXHble 3aMeYvaHus.

lMepeyeHb ncnonb3yeMbix CoKpalLeHun npueeaeH B Tabnuue (Tabnuua 2).

Ta6bnuua 2. CNUcoK NCNoJib3yeMbIX COKpaLleHUn

AnemeHT OnucaHue
CRL CnMCoK OTMEHEHHbIX CepTUMKATOB
rtf dopmaTMpyeMbIN TEKCT
txt Tekct
APM ABTOMaTM3NpPOBaHHOE paboyee MecTo
AX ApXMBHOE XpaHeEHWEe
AX[] ApXMBHOE XpaHEHNE JOKYMEHTOB
b Basa pgaHHbIX
nara/sp Harta/Bpemsi
Ooy HokymeHTaumoHHoe obecnevyeHne ynpaeneHus (4enonpon3soacTseo)
KT Kommepyeckas TanHa
M340 Cuctema MexxBeJOMCTBEHHOTO 3JIEKTPOHHOIO JOKyMeHToobopoTa
or O6palleHns rpaxxgaH
OoP[1 OpraHun3aumoHHO-pacnopsiANTENbHbIA AOKYMEHT
OX OnepaTtnBHOE XpaHeHue
oxa OnepaTuBHOE XpaHeHWe JOKYMEHTOB
MNP MpuHATNE peLueHnin
NpKI MepekntoyaTens
C3 CnyxebHas 3anucka
CK3U CpepfctBa kpuntorpadgumyeckon 3amtbl MHpopmaLumm
Ccao[ CunctemMa aneKkTpoHHOro JoKyMmeHToobopoTa
an OneKTpoHHas NoAanuch

[MepeyveHb cornalueHnin No oopMIIEHNI0 AOKYMeHTa npuBeaeH B Tabnuue (Tabnuua 3).

Ta6nuua 3. CornaweHuns no o)opMreHuo

AnemeHT OnucaHue Mpumep
basa gaHHbIX LWpudTt Arial, nonyxvmpHbin b KaHuensipus
3HauyeHne WpudT Times New Roman, nonyxupHbolin | 3HayeHue Busnec-pons

KypcuB

KHonka

WpundT Arial, nonyxvpHblin, KBagpaTHble
CKOOKM

KHonka [OK]

KomaHpa meHto

WpundT Arial, nonyXupHbIR, TpeyronbHble
CKOOKM

MeHio <[JencTBUA>:<Hactponkn>

Mone, pasgen, cekums,
CCblfiKa, BKNagka

WpundT Arial, nonyxvpHsln Kypcus

Mone Kypamop

MpenctaesnexHne

WpundT Times New Roman, nonyXnpHbIn

Mpeacrasnenuve Mopyyenns — Mo
cTarycy

Ponb, npaBo gocTyna

WpudT Courier, NONY>XUPHbI
(kBagpaTHble ckobkun — ansa ponu B ACL)

Ponb [Administrator]

CraTyc, KapTouka,
3KpaHHaga popma, gnanor

WpndT Arial, 06bI4HbINA, KaBbIYKK

Crartyc «[lpuem n peructpauusa»

AnemeHT

WpudT Arial, 06bl4HbIV, TPEYronbHbIE
CKoOKM

OnemeHT <Person>

v Cai
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[.2. KoMmnoHeHTbl CucTeMbl N NX Ha3Ha4YeHne

Cuctema — aTt0 Habop B3aMMOCBSI3aHHbIX MoAynen, npeacrasnsaowmx cobon 6asbl gaHHbIxX (BL),
paboTalowune B cpege onepaumoHHon cpege. Oty 6asbl YCNOBHO MOXHO pas3genuTb Ha Tpu rpynnbl
(PvcyHok 1):

O6LecncTeMHble cCrnoBapy U CrpaBOYHUKA — MeCTa XpaHEeHUsi HOPMAaTMBHO-CMPaBOYHON
nHdpopmaumm (Tabnuua 4).

ObuwecncTeMHble CepBUCbI — MOAYNKW, MNO3BOMSAKOWMNE OCYLWECTBNASATbL MOKME HACTPOWKK
yHKUMOHAnNbHbLIX MOACMCTEM U obecneuymBarolimMe MNOAAEPXKKY BCMOMOraTernbHbIX OYHKLMUIA
(Tabnuua 5). YcrnoBHO Kk OOLLECUCTEMHBIM  CepBuMCaM  OTHOCATCA  apxmBHble B[
PyHKUMOHAnNbHbIX MOACUCTEM U 3NEKTPOHHbIX 00pa3oB, cnyxkebHble 6a3sbl AaHHbIX,
Ncnonb3yemble Npn HACTPOMKE M IKCMyaTaumm CUCTEMBI.

®PyHKUMOHaNbHbIE MOACUCTEMbI — pPs4 Moaynew, npegocTaBndaAlwmx ycnyrm no obpaboTke
yrnpaBneH4yeckon nHopmMaummn n npegHasHavyeHHbIX Ans NpuHATMS peweHunn (Tabnuua 6).

/ ObwecHcTeMHbIe \ OBWeCHCTEMHBIE CEDBMChI / QYHKUWOHANBHBIE \
crnosapm "“ P NoAcHUCcTEMbI
CnpaBoYHMK
opraHn3aumin AIMWHUCTPHMPOBaHWE KommyTatop KaHuenapua
BHelwHWe agpecatsl Pernctpatop KabuHet MNpuHATHE pelleHnid
MNoTokoBOE
ABTOpLI 0DpaLLeHniA MpoTokon CKaHMPOBaHME ObpaweHna rpaxaaH
Cnoeapu Mownck Kaw chavinos MNopyyeHna
LleHTp oTueToB HoBocTti Coseuanna
Moayne
OneKTpoHHbIe obpasbl CBA3KK OnepaTueHoro
XpaHeHuA
WMuterpaywna c LDAP LlaBnoHbl Moaymnb APXVEHOrO
XpaHeHnA
Agantep M300 TrnoBble MapLIPYTLI HopmaTtnBHble
OKYMEHTbI
ApPXWMBE NOpYJeHNiA TpaHcnopT
WHcborpadmka Obcy:KneHna
MHTerpauna MacTep oBHOBNEHWIA

PucyHok 1. CoctaB C34
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Ta6nuua 4. O6LecncTeMHble CNOBapy U CMPaBOYHUKU

Moaynb

Ha3HauyeHune

ABTOpbI 06paLieHun

No3BonseT nogaepXueaTtb B akTyallbHOM COCTOAHUN I/IHCbOpMaLI,I/IPO O rpaxpgaHax,
ABNSOLNXCSA aBTOpamMmn NOCTYNUBLUMNX B opraHusaumto obpalieHuin. Bl ABTopbl
obpalueHumn sBNsSeTcs BCNoMoraTenbHON ANs KOPPEeKTHON paboThbl

bl O6paweHusn rpaxgaH

BHelwHune agpecatbl

MpenycmatprBaeT BO3MOXHOCTb BBOAA CBEAEHMIA 06 opraHu3aumsx-
KOHTpareHTax, X pekBuauTax, pekauamTax nx 6aHkoB, OpraHn3aLMoHHON hopme
(OAQ, BAO n 1.4.) n Np., a Takke NX punnanax n NpeacTaBUTENSsIX.

CnoBapu

COﬂ,Gp)KVIT HacTpanBaemble B Xo4e BHeEAPEeHUA ClioBapu, NCnoJib3yeMble OpYyriMun
mMoaynsAaMn CUCTEMBbI. B nx uucne: XypHarnbl peructpaunmn, Buabl JOKYMEHTOB,
TemMaTuka nopyquMPl nTt.n.

CnpaBO4YHMK OpraHu3auum

lMo3sonseT onvcaTb M NOAAEPXKMBATL B aKTyanbHOM COCTOSIHUM MHAOPMAaLIMIO O
CTPYKTYype opraHv3aumu, nogpasgeneHusax n dunmanax, KoTopble BXOAAT B ee
COCTaB M UX B3aUMHOW NOAYMHEHHOCTH, O COTPYOHMKAX, KOTOPbIE B 3TON
opraHunsaumm paboTatoT (B T.4. MH)OPMALNIO MO COBMELLEHUIO OOIDKHOCTEMN,
AenermposaHnio NOMIHOMOYMIA U ponsM nNo 06paboTke AOKYMEHTOB
(yTBepxaatowmi, cornacyrowmi u 1.n.)). Tawke B B[l xpaHutca cnyxebHas
nHdopmaums (0 NULEH3UNAX, canTax, CoOeaNHEHNSIX, Y3nax, UMeHax

B KaHuensipusa n 1.4.)

Ta6nuua 5. O6LwecncTeMHbIe CepBUCHI

Mopynb

Ha3HayeHune

Apantep MO0

MpeaHasHadeH ansa npeobpa3oBaHUsa NepedaBaeMblX UIK NOSTyYaeMblX AaHHbIX MO
cucteme MO0, BxoAsLWMX B COCTAB 3MEKTPOHHLIX coobLLeHun, B doopmat
npeAacTaBfeHns AaHHbIX, cnonb3yemoii B C3[

AAMUHUCTPUpPOBaHue

Basa gaHHbIX NpegHasHayYeHa ans xpaHeHust 06LEeCUCTEMHBIX HACTPOEK U
JOKYMEHTOB HacTpoek Ansi 6a3 AaHHbIX

ApX1B Nopy4yeHumn

I'Ipep,HaaHaqu A1A XpaHeHNd apXUBHbIX JOKYMEHTOB 13 bl I'Iopyquvm

UHTerpauun

B[ UHTerpauus aensieTcsa cnyxebHor 6a3oi gaHHbIX, C MOMOLLBI KOTOPOW
ocyulecTBnseTca cuHxpoHusauusa 61 CnpaBo4HUK opraHusauuu v bl BHewHue
agpecartbl C BHELUHVMMW YYETHBIMY CUCTEMAMMU

UHTterpauusa c LDAP

B[ UHTerpauus c LDAP agnsieTcsa cnyxebHor 6a3oi aHHbIX, C MOMOLLbH
KOTOpOW ocyLlecTBrnseTcs CMHXpoHu3auns b1 CnpaBo4YHUK opraHusauum
1 BHewHero LDAP-nctoyHuka

UHdborpaduka MpeaHasHadeHa ans rpadynyeckoro oTobpaxeHms AaHHbIX MO UCMOMHEHMIO
NopyYeHUN COTpYAHMKaMM 3a yKasaHHbIN nepuod Ha ocHoBaHuun B Mopy4yeHus
KabuHeTt lMpegHasHaveH AN xpaHeHusa 3agadvHbiX U UHPOPMaUMOHHLIX yBefoMneHni. Bee

cnyxebHble coobLieHuns cuctembl goctaensaiTcsa B B[l KabuHer. basa siBnsietca
TEXHOOrMYEeCKON




BBenenue B cucremy

Obuue ceedenus

Mopaynb

Ha3HauyeHune

KommyTtaTtop

ObecneunBaeT MHTETPMPOBAHHBIN XapakTep CUCTEMbI. ABMSIETCA KaTarnorom
CMCTEMBI M B 3TOM KayecTBe OMnpeaenseT npasuna B3aMMogencTamsa mogynen (6as
OaHHbIX) cucTembl. OnpegensieT pabo4yo KOHPUIypaL Mo CUCTEMBI A1 KaXKA0ro
COTPYOHVKA WY rpynn COTPYOHWKOB, TEM CaMbIM 3a4aeT rpaHuLbl BKIIOYEHUS
KaXK4oro COTpyaHUKa B eAnHoe MHAPOPMaLMOHHOE NPOCTPAHCTBO CUCTEMBI. XpaHUT
cBefeHuns 0 Bbasax AaHHbIX CUCTEMbl JOKYMEHTaUNOHHOIO obecneyeHus
ynpaBneHust (HaunHasa OT YHUKanbHoro ngeHtudukaropa b n sakaHunBas
CBeJEeHMSAIMN O ee BHYTPeHHEM CTpoeHun). [naBHas cTpaHuua b1 KommyTtaTop
SIBNAETCH TOYKOM BXOAa Nornb3oBaTenen B CUCTEMY, U3 KOTOPOM OCYLLECTBISETCS
nepexopn KO BCEM AOCTYMHbIM UM (DYHKUMSM U MOAyNsAM cuctembl. Ha maBHyto
CTpaHu1Ly nonb3oBaTensd NocTynakT BCe 3agayvHble U MHPOPMALIMOHHBIE
yBegomIneHus no pabote ¢ JOKyMeHTamMu cuctembl. Kaxxgomy nonb3oBaTento
OOCTYMHbI yBEOOMIIEHNS, apecoBaHHble eMy Unu nuuam, Ysmum NO/OJ1 oH
apnsieTca. Cuctema nossonseT oy6nvpoBaTh COOOLLEHUSA B MOYTOBbIN ALLMK
nonb3oBartens (COOTBETCTBYOLLME HACTPOWNKM NpoussoasTcs B bl CnpaBoYHMK
opranusaummn). APM [enonpounssogutens b1 KommyTtaTop nossonser
BbINOMHATL HOMNBLUMHCTBO (OYHKLMI AENONpon3BoanTenen: NnoTokoBas
permcTpaums, opmMupoBaHne 1 neyaTb KOHBEPTOB, (POPMUPOBAHME U NeYaTb
peecTpoB Ha OTNPaBKY, PEEeCTPOB 3apEerncTpMpoBaHHbIX JOKYMEHTOB

Kaw c¢pannos

CnyxebHasa 6a3a gaHHbIX, UCNoMNb3yeMas aAnsg XpaHeH s 3anpoCcoB Ha NEPEHOC
BIOXEHUN OOKYMEHTOB BO BHELLHee XpaHunuiie (I/ICI'IOJ'Ib3yeTCF| npu nHTerpauumn
CUCTEMBI C 3NIEKTPOHHBIMWU apX1MBamu)

MacTtep o6HOBREeHUA

MpenHasHayeHa ANs XpaHeHWs1, pedakTMpPOBaHUS NapaMeTPOB HAaCTpPoeK
obHoBneHns CO n, cobcTBEHHO, ANS BbINONHEHUS 0OHOBNEHUS

HoBoctun CnyxebHas 6a3a gaHHbIX, NpegHa3Ha4YeHHasi 418 XPaHEHUS] HOBOCTHBbIX
coobLeHun, oTobpaxaemblx B «beryLien ctpoke» Ha MaBHOW CTpaHULE CUCTEMBI,
arperauymm HOBOCTEN U UCTOYHMKOB RSS

O6cyxpeHus MpeaHasHaveHa Ang co3gaHus CBA3aHHbIX C JOKYMEHTOM U HE CBSA3aHHbIX

(cBOGOAHLIX) OOCYXAEeHMI, T.e. NpeAcTaBnseT cobor cTaHaapTHbIV OpPYM C
OPEBOBUOHON CTPYKTYPOW BETOK 06CYXAEHUS.

OnpepeneHuve NpoLeccoB

CnyxebHas 6a3a gaHHbIX , HeobxoanMas ANt KOPPEKTHOTO PYHKLMOHNPOBAHMS
Cucrtemsl

MapameTpbl B[ MapameTpbl sBNAeTcs cnyxebHon 6a3on , HE0OX0AMMON AN KOPPEKTHOTO
dyHKUMoHMpoBaHusa B[ MpuHATHe peweHun, O6palleHns rpaxaaH,
KaHuenspus, CoBewaHusa

Mowuck BcnomoraTenbHbI MOAYIb, MO3BONSAOLWMI MPOU3BOANTL MOMCK MO Habopy

aTpubyTOB PErMcCTPaLMOHHbIX KAapTOYEK (DYHKLUMOHAMNbHbLIX NOACUCTEM (6a3 AaHHbIX
KaHuensipus, O, MpuHaTtne peweHun, NMopyyeHus, CoBeLaHUsA 1 X apx1MBOB)

MoTokoBoe CKaHunpoBaHue

BcnomoraTenbHasi 6a3a AaHHbIX, Mcnonb3yemast Ansi MaccoBOro BBoaa
JOKYMEHTOB B CUCTEMY C NMPUMEHEHMEM MOTOKOBOIO CKaHepa

MpoTokon

VMcnonb3ayeTcs Ang NpoTOKONMPOBaHUS AeACTBMI NoNb3oBaTenen B cUcTeme (B
cny4ae BKNOYeHUs (PyHKLMM NPOTOKONMPOBaHNS B HacTponkax B1), a Takke
XpaHeHUs1 UCTOPUN N3MEHEHUS NOMNEN B KapToukax JOKYMEHTOB (NpW BKITHOYEHUMU
OaHHOW HacTpovikun). B 6a3e faHHbIX LeHTpanu3oBaHHO mKCupyeTcst
WHpopMaLns 0 CO34aHuK, YTEHUUN, peJaKTUPOBaHUN U yaaneHnn OKYMEHTOB B
cucteme. No nHdopmauun ns B NMpoTokon MOXHO chHopMUPOBaTL OTHET MO
penctemam nonb3oarenen B cucteme B b1 LleHTp OT4yeTOB

Peructpartop

Copepxut Habop HymepaTopoB (MPOrpaMMHbIX CHETYUKOB), FTEHEPUPYIOLLIMX
perncTpaumoHHble HOMepa JOKYMEHTOB, U nx popmatos. B[] Pernctpatop
no3sonseT rMbko HacTpamBaTb pa3nnyHble hopmaTtbl HymepaTopa B COOTBETCTBUU
C NPUHATBIM B OpPraHu3aumm nopsiakoM hopMUPOBaHNS PETUCTPaLIMOHHbBIX
HOMEPOB Ansl AOKYMEHTOB Pa3nMYyHOro Tuna

Penosutopun

B[l Peno3uTtopun sBnsietcs cnyxebHon 6a3oi , HeobxoanMon Ans KOPPEKTHOrO
dyHKUMOHMpoBaHus B[ MpuHATHe peweHun, O6palleHNs rpaxaaH,
KaHuensipus, CoBelyaHus

v Cai
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Mopaynb

Ha3HauyeHune

CBA3KK

BcnomoraTenbHas 6a3a gaHHbIX, npegHasHa4YeHHada and XxpaHeHud MH(bOpMaLJ,VIM o
CBA3N OOKYMEHTOB M3 pa3JyInyHbIX 0a3 JaHHbIX

TunoBble MapLwpyThbl

BcnomoraTenbeHbI MOgYb, MPUMEHSIEMbIA ANS CO34aHMs TUMNOBbIX MPOLECCOB, B
COOTBETCTBMM C KOTOpbIMK ByayT o6pabaTbiBaThbCca AOKYMeHThI B B[] MpuHaTtue
peweHun, Kanuensapua, O6paweHus rpaxaaH n CoBewaHus. B kapTouke
TMNOBOrO Npouecca 3a4aloTcs cTaamm 1 atansl 06paboTkn JOKYMEHTOB, HACTPOMKHU
3Ha4YeHuin Nonen 4OKYMEHTOB MO YMOYaHUI0, COTPYAHUKM, YHacTBYOLWME B
o6paboTke (cornacywoLime, NnoanucaHTbl, yTBEPXAAoLWme, perncTpaTopsbl), a Takke
COTPYAHMKWN, UMELLME NPaBOo Ha CO30aHNE LOKYMEHTOB

TpaHcnopT

TexHonoruyeckas 6a3a, obecneunsaroLLas npuem 1 nepegady aneKTPOHHbIX
coobueHun (naketos) B C3[ npu paboTe B pacnpeneneHHon cpeae. B aton b
dopMUpYIOTCS 3anpockl M NakeTbl AN OTNPaBKM Ha APYron cepBep

LleHTp oT4yeTOB

basa gaHHbIX npegHa3HadyeHa and co3gaHna n q)OpMVIpOBaHVIﬂ pPa3sIN4HbIX
oT4yeToB. B 6a3e nmeetca 21 roToBbiX OTHETOB Pa3fin4HbIX KaTeFOpMVI

LLIaGnoHbI

XpaHuT WwabnoHbl TUMOBbLIX AOKYMEHTOB, CTaHAaPTHbIX (POpM 1 BnaHKoB,
WwabnoHb! pe3onounin/nopyyeHnii, a Takke WabnoHbl nevaTHbIX opM,
cosgaBaembix B MS Word n ncnonb3syowmxca ansg nevyatn 40KyMEHTOB pasfnyHbIX
6a3 gaHHbIX, WabnoHbl KOHBEPTOB U WabMNoHbI PeeCcTPoB pasfMYHbIX TUMNOB
OOKYMEHTOB, WabnoHbl yBeAOMNEHUN, OpMUPYEMbIX B CUCTEME

OneKTpoHHbIe 06pa3bl

BcnomoraTenbHbIn MOgyrb, NPUMEHSEMbIN A8 XPaHEHUS SMEKTPOHHbIX 06pa3oB
[OOKYMEHTOB OTAeNbHO OoT camux gokymeHToB B[l KaHuensipus, O, MpuHaTue
peweHun, NMopy4yeHus n CoBellaHus, a TaKke MOAyren onepaTMBHONO U
APXUBHOTO XpaHeHus

CepBucHbIn cnon Mobile

MpegHasHaveH ansd npeobpasoBaHns NnepegaBaeMbIX UK NONy4YaeMbIX aHHbIX MO
cucteme MO, BXxoAaLMX B COCTaB AMNEKTPOHHbIX coobLeHun, B hopmat
npeacTaBneHus AaHHblx, ncnonbdyemoivi B CO

Ta6bnuua 6. Cneynanusunpos

aHHble (*)yH KuMoHanbHble NOACUCTEMbI

Moaynb

HasHauyeHue

ApxuBHOe xpaHeHue

I'Ipep,HaaHaqu anda npunema gen no onmcn Ha apxmBHoe XpaHeHue,
TonorpachpOBaHme aen, Bblaavy U BO3BpaT KOHTPOJIbHbIX AerJ1, a TakkKe KOHTPOJ1b
NCTE€4YEeHNA CPOKOB XpaHeHUsa

ApxuBHOe xpaHeHue
AOKYMEeHTOB

BcnomoraTenbHbIn Moaynb. I'Ipep,Ha3Haqu OnAa XpaHeHnd JOKYMEHTOB,
OTnpaBJIEHHbIX B apXnB

KaHuenspus

O6ecneunBaeT NOMHbIA LMK paboTbl OpraHU3aumm ¢ BXOASLMMU/UCXOAALLMMMU
OOKymeHTamu. BkntovaeT BO3MOXHOCTb paboTbl C BXOAALLMMU/MCXOOALLNMU
OOKYMeHTaMun Ha OCHOoBe CCbOpMI/IpOBaHHbIX rmbko HacTpanBaeMbIX TUMNOBbIX
npoweccoB 00paboTkn JOKYMEHTOB

HOpMaTMBHbIe AOKYMEHTbI

MpegHasHaveH AN xpaHeHus 1 NpedocTaBreHns OCTyna CoTPYAHUKOB
opraHmsaumm K akTyansHOW HOpMaTUBHO-CNPaBOYHOWN MHAOPMAaLMK OpraHn3aLmm.
Bce pacnopsagutensHbie N pernaMmeHTmpylowme JOKYMEHTbI opraHusaunm
XpaHATCH B 06LLEeM XpaHunuLLe ynpaBneHYeckon AokyMmeHTauun — b
HopmaTuBHbIe AOKYMEHTbI

OGpalueHus rpaxaaH

I'Ipep,Ha3Haqu anda pa60TbI C 06an.l,eHMﬂMI/I rpaxaaH, otBetamMmun Ha HUX,
3anpocamMu n oTtBeTamMmn Ha 3anpochbl, a TakKXe npegocrtaBnAeT BOSMOXHOCTb
MCNOoJ1b30BaHNA HAaCTpanBaeMbIX TUMNOBbLIX NPOLIECCOB 06pa6OTKM OOKYMEHTOB

OnepaTuBHOE XpaHEeHMUe

MpeaHasHaveH 4nA opraHu3aLUuy onepaTUBHONO XpaHeHUs, BeAeHus
HOMEHKMaTypbl Aen, BeaeHus aen, hopMUpoBaHus onuncen ansa nepegayv gen
B apXuB, a TaKKe KOHTPONSA Cpoka XpaHeHUsl JOKYMEHTOB

OnepaTuBHOE XpaHEeHMue
OOKYMEHTOB

BcnomoraTenbHbIn Moaynb. I'Ipep,HasHaqu Ona XxpaHeHnA JOKYMEHTOB,
NOMeLLEeHHbIX Ha onepaTtnBHoe XpaHeHune

Mopy4eHus

Mo3BonsieT B MacwTabax BCei opraHn3aummn CTaBuTb 3a4ayum COTpyaAHUKAM
noCcpeACTBOM CO34aHNs MOPYYEHMWI MO JOKYMEHTaM WU HE3ABUCUMbIX MOPYYEHUI
N OTCNEXMBaTb WX BbiNonHeHue. MNpenocTaBnsieT BO3MOXHOCTE (DOPMUPOBATL
CBsi3aHHble Nopy4YeHusi, obpasytoLime «4epeBo» NOPYYEHWI, U KOHTPONMPOBaTb MX
BbINOMHEHNe

o
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Moaynb HasHauyeHue

MpuHaTne pewenun (MP) OcyulecTBNseT AOKYMEHTALMOHHYIO NOAAEPXKKY NPUHATUS PELLEHU B
opraHusaummn. ObecneunBaeT pasnnyHblie cxeMbl 00paboTkN AOKYMEHTOB Ha
OCHOBE CHOPMMPOBaHHBIX TMOKO HacTpanBaeMbIX TUMOBBIX NPOLECCOB AN TUMOB
nokymeHTtoB OP[1, cnyxebHas 3anuncka, 3asiBka, OroBOp U A4OroBOpPHbIE
OOKYMEHTbI, MPOM3BOSIbHbIA JOKYMEHT

CoBeLjaHus Mo3BonsieT ocyLecTBNATbL U KOHTPONMPOBaTbL BeCb GU3HEC-NPOLIECC NOATOTOBKM
1 NpOBeAeHNs CoBeLLaHns, (opMUpPOBaHMe NPOTOKOOB COBELLIaHNIA U KOHTPOIb
MCMONHEHNS PeLLeHNIA MO NPOTOKOoIam

Bce 6a3bl OaHHbIX, BXOoAdAlwlne B COCTaB CS,EI,, no CBOEMY MNONOXEeHU B CTPYKType CUCTEMbI
MOXXHO pa3fesinTb YCNOoBHO Ha ABe rpynrbl:

e S4pO cucTeMbI (psig 0bLECUCTEMHBIX ClIOBapei, CNpaBOYHUKOB U CEPBUCHLIX MOAYNEN);
e 6asbl 4aHHbIX MHHOPMALIMOHHOIO OKPY>KEHUSI.

Basbl [OaHHbIX, BXxoAsWMe B COCTaB sApa CUCTEMbI, SIBMSIOTCA  TEXHOMOrMYECKMMM
W NpeAcTaBnsloT coboW efuHyto, HeaenuMyr 4acTb CUCTeMbl, obecrneuqvBatoLLlyld MOSTHOLEHHOe
(hbyHKUMOHMpPOBaHME BCEN CUCTEMbI B LIENIOM M peanu3aumio npuHuMna mogynbHocTu. B coctaB sigpa
CUCTEMbI BXOAAT cneaytolime 6a3bl AaHHbIX:

¢ CnpaBOYHMK OpraHM3auum;
e CnoBapu;

e BHewHue agpecarthbl;

e LLlaGnoHsbI;

¢ AQMMHUCTPUPOBAHMUE;

o [lopy4eHus;

e CBA3KU;

e Perucrtparop;

e KommyTtaTtop (APM);

e [lowuck.

NOTHKA 10
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Il. Bxoa B cuctemy

[I.1. Cnocobbl BXxoaa B cUCTeMy

CywiecTByeT ABa BapuaHTa AOCTyna K (yHKUMSIM — Yepe3 KIueHTa, a Takke C NMoMoLblo Beb—
nHTepdeiica. MocneaHuin cnocob MOXHO pekoMeHAoBaTb AN OpraHMU3aLmii, He UCMOMb3YHOLLMX KITUEHT
B KayecTBe KOpMopaTMBHOrO cTaHdapTa. B aTom crniyyae knueHTckue NuueH3ummn GyayT HyXHbl TONbKO
agMVHUCTpaTopaMm Ans HacTponku Cuctemsl.

e [lna poctyna k COL 4yepes3 KIAMEHT HYXXHO OTKPbITb KNMEHT M B pabouern obnactm gsaxabl
LenkHyTb No 3Hadky b1 KommyTtaTop.

e [Ina pocTtyna 4yepe3 BeO—UHTEPdENC HYXXHO OTKPbITb Gpay3ep u HabpaTb B cTpoke Adpec
WMHTEpHeT-adpec, No Kotopomy Haxoantca CO[l (agpec npegocTaBnAeTcs agMUHNCTPATOPOM).

B HacTosAwmn momeHT Beb-nHTepdenc peannsosaH K yHKUMOHaNbHbIM 6a3am u k [naBHon
ctpaHuue b1 KommyTtaTop (3a ucknioveHnem BCTaBkn (DakCMMWUBbHOW NOAMUCH) Npu
MCMnonb3oBaHnK cnegyowmnx 6pay3epos:
e Internet Explorer (Bepcuun 10 1 Bbiwe);
Mozilla FireFox (Bepcun 26 1 Bbiwe);
Google Chrome (Bepcumn 23 1 BbILLE);
Safari (Bepcun 5.1.7);
FireFox gnsa OC Android (Bepcun 16.0.2 1 BbILE);
Safari gna IPad — MobileSafari-2012-12-16-201222.
Mpun aTOM HacTpownkn 6a3bl AaHHBIX MOXHO BbINOMHATEL TONBKO CPeACTBAMU KIMEHTA.

B o6ounx cny4yasax Ha 3KpaHe 0T06pa>KaeTc;| [maBHas CTpaHuua CUCTEMbI.

Mpwu paboTe B BEO-UHTEPDENCE AN BbIXOAA U3 CUCTEMbI C [NaBHOWM CTPaHMWLbl CAIYXUT KHOMKa
(BbIXO4) B NpaBOM BepXHEM yrny. AHanormyHas kHornka Ansi BeIxo4a U3 CUCTEMbI CO CTpaHul, 6a3
AaHHbIX Npu paboTe B Beb-uHTepdence pacnonoxeHa B NEBOM HVXHEM YrIy.

[1.2. TNaBHasa cTpaHMua

Mpn OTKPbITUM CUCTEMbI NOMb30OBaTeNb aBTOMATMYECKM nonagaeT Ha [naBHyl CTpaHuuy.
MasHas cTpaHmua (PucyHok 2) npeactaBnder cobon eauHyrd TOYKy BXoda B CUCTEMY,
obecneymBaloLLy0 NOMb30BaTEN0 BO3MOXHOCTb paboTbl CO BCEM AOCTYMHbIM eMy (YHKLMOHANOM
cuctembl. C  nomowpblo [NaBHOM CTpaHuubl MOMb3oBaTeNlb  MMEET BO3MOXHOCTb AOCTyna
K (pyHKUMOHANbHBIM U CEPBUCHBIM MOAYMSAM CUCTEMbI, a TaKke K MNOCTYNMBLUMM MOMNb30BaTerto
yBEAOMIEHUSIM.
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PucyHok 2. FnaBHas cTpaHuua

MaBHasi CTpaHWLa COAEPXKNT:

CTpoky noucka, No3BOAIOLLYIO UCKaTb AOKYMEHTbI B doyHKUMoHanbHbIX B (MP, KaHuenspus,
OrI, CoBewaHuna), a takke B bl CnpaBo4yHMK opraHmsauum n B[l BHewHue agpecarbl.
OTobpaxeHne CTpOKM ObICTPOro noucka M nepedeHb 6a3, B KOTOPbIX OCYLLECTBIISETCS
ObICTPBIM MOMCK Ha [NaBHOW CTpaHuuUe, 3a0aeTcsl B JIMYHBIX HACcTpoWkax [maBHOWM CTpaHuMUbI.

Mepexog B B Mounck ocylecTBnseTca no KHomke j‘} C nomoLLbo py4yHOro ckaHepa MOXHO
BBECTW B CTPOKY MomcKa LUTPUX-KOA AOKYMEHTA U HAWTU JOKYMEHT B CUCTEME.

Bknagku ¢ 0OTCOPTMPOBAHHBIMU CUCTEMHBLIMU YBEAOMITEHUAMM C YKa3aHUEM AaTbl NOCTYNNEHNS
N cpoKa ucnonHeHus 3agadn. Hactponka otobpaxeHus BKNagoK OCyLEeCTBNAETCH B JIMYHbIX
HacTpoukax [(MaBHON cTpaHuWLbl.

Ha Bknagke Ce200Hs1 0TOGpaxatoTcs yBe4OMIEHNS O 3a4ayax, KOTopble HE06X0AMMO BbIMOMHUTD
cerogHs. Ha gaHHou Bknagke otTobpaxaeTcs Tekyliee Y cno, AeHb Hegenu, Mecsy,

Ha Bknagke Ckopo oTobpakatoTcsi yBeAOMIEeHMs Mo 3agayam, CPOK UCMOMHEHNS MO KOTOPbIM He
paBeH TekyLuen aarte. [pn HacTponke rnaBHOM CTpaHULbl Y aAMUHUCTpaTopa CyLecTByeT
BO3MOXHOCTb 3aaHus KonnyecTsa gHen 40 COBbITMSA, O KOTOPOM MOCTYyNakT yBeAOMIEHMS Ha
BKkNaaky Ckopo (no ymonyanuio — 15 gHen).

Ha Bknagke lpocpoyeHHbIe 0TOOpaxalTCs yBeOOMIEeHNs, CPOK UCNOMHEHUS 3a4a4y Mo KOTOPbIM
yxe npowen. NMpocpoyeHHble yBeAoMAeHNs oTobpaxalTca KpacHbIM LBETOM.

Ha Bknagke BbinosiHeHHbIe 0TOGpaxatoTcsi yBeJOMIIEHUS], MO KOTOPbIM YK€ BbINOSHEHbI AENCTBUS
Hag JOKYMEHTaMu, a Takke yBeAOMITEHNs NO yAaneHHbIM U3 CUCTEMbI OKYMEHTaM. BbinonHeHHble
yBeOMIEHNS OTOOpaxatloTcs 3eneHbIM LIBETOM.

Ha Bknagke UHgh. coobujeHust oTobpaxatoTcst MHPOPMAaLMOHHbIE COOBLLEHNSs, MOCTYNMBLUNE Ha
rMaBHYO CTpaHuLy.

B ckobkax Ha Bkragke MHgh. coobueHuUst yKka3blBaeTCs YUCITO HEMPOYUTAHHbIX COOOLLEHWIA.

B 3aronoBkax ocTanbHbIX BKITagok oTobpaxkaeTcsi obLiee Konmy4ecTBO YBEAOMIEHMN.

Ha Bknagke Ha6nrodeHue oTobpaxatoTcsi KOnuu yBeOOMIEHWUIA, CO3aHHbIX MO AOKYMEHTY BO BpPeEMS
€ro XWU3HEHHOro LMKNa, ecrnv Ha JOKYMEHT yCTaHOBMEeHa NoANncKa AaHHbIM COTPYAHUKOM.

lMpaBas naHenb CO4epPXUT CCbINKNU Ha 6a3bl AaHHbLIX CUCTEMbI U BbIOpaHHbIE NpeacTaBneHns
(nepeyeHb 6Gas u ux npencraeneHunin, oTobpaxaembli B OaHHOM Onoke, ykasbiBaeTcd B
HacTporkax [faBHOM CTpaHuubl), @ TakKe CCbIIKM Ha MOYTOBbLIN SAWMK MNONb3oBaTenNs,
B[] CnpaBo4Huk opraHmsauum, b[l BHewHne appecatbl, B[] Mouck, B[] LieHTp oTyeTOB U
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b UHdorpadmka. OTobpakeHMe CChbINkM Ha MOYTOBLIA SALWMK MOSfib30BaTeNs 3agaeTcs B
NNYHBIX HacTporKkax [naBHOM CTpaHuLbI.

e BepxHioo naHenb, BKNOYaoLLyo B cebst KHOMKK:

o - HacTponka MMaBHOM cTpaHuubl, NPegoCTaBAalWMA AOCTYN K NUYHbIM HacTpoMKam
[(naBHONM CTpaHuUbl.

. @ — Texnoaaepkka, NpeacTaBnstoLlas NHPOPMAaLMIO O TEXNOAAEPKKE CUCTEMDI.

@— CnpaBka - 0630p genctesun B B[] KommyTaTtop.

. @— O 6ase - onucanune B KommyTtaTop.

e KHOMNKy Ons cO34aHMA HOBbIX AOKYMEHTOB B (PYHKLMOHANbHbLIX MOAYNsX cuctemsbl. lNepedeHb
cosgaBaeMblx C [NaBHOM CTpaHWULUbl [OOKYMEHTOB YKasblBaeTCss B HacTpownkax [naBHOWM
CTpaHuLbl.

° CCbIJ'IKy C d)aMVu‘IVIeVI, nHUuManamm CcoTpyaHMka C BO3MOXHOCTBLHO MMEepeKrnioYeHUuda mexay
CBOMM KabvHeTOM U1 KabuHeTom pykoBoauTenAa, Yy KOTOpPOro noJsib3oBaTteslb ABIAETCA
NCNOJSTHAOLWMM 0643aHHOCTU UNK AOOBEPEHHbLIM JNTNLIOM.

e Ccbinky Ha APM [enonpoussoantens. OtobpaxeHne ccoinkn Ha APM [enonpoussogurens
yKa3blBaeTCs B HAcTpomKax [1laBHOM CTpaHuubI.

e Ccbinky [MopyyeHuss om MeHsi C YKa3aHVWEM KONMYECTBA HEWCMONHEHHbIX MOPYYEHUN,
Ha3Ha4YeHHbIX TeKyLMM nonb3oBaTeneM (nepexon B npeactasneHue Iopyuenusi ot mens B[
MopyyeHus).

e Ccbinky lMopy4yeHusi MHe C yka3aHUEM KONMYEeCTBa HEUCTIONHEHHbIX MOPYYEHUN, Ha3HAYeHHbIX
TekyLliemy nonb3oBaTtento (nepexod B npeactasneHve Mopyyenns mue B MNopy4veHus).

o bnok BeryLien cTpokn ¢ aHoHcamu HoBocTen 13 bl HoBoctu. OTobpaxeHne GeryLien cTpoku
HOBOCTEW 3aaeTcs B NMIMYHbIX HACTPoKrKax [NaBHOW CTpaHuUbI.

Mo KHonMke [CHﬂTb C KOHTpOﬂﬂ] BblAENI€HHbIE YBEOOMJTIEHUA OTMEYaloTCA KaK BbINOJIHEHHbIE
n nepemMeLlarTcAa Ha BKnaaky BbInosnHeHHbIe.

Ha Bknagke BbinosiHeHHbIe NO KHOrMke [BepHyTb Ha KOHTPONb] BblAefeHHble yBeAOMIEHUS
BO3BPALLAIOTCA Ha WCMOSIHEHWE M MNEepeMeLLalnTCAa Ha COOTBETCTBYIOLLYIO BKragky. [Mpu cHAaTum C
KOHTpONS psgoM B CTPOKe, COOTBETCTBYIOLLEN AAaHHOMY YBEOOMIIEHMIO, MOSIBASETCA 3Ha4oK @, npwu
HaXkaTuu Ha KOTOPbIN NOABMASETCH AManoroBoe okHO «VHopMaums o koHTpone» (PucyHok 3).

7 .
C nomoLLbto KHOMKK yCTaHaBnuaatoTcsa doniari Bo Bcex Yekbokcax cnmcka ysegomnenunin Ha I'C.

C nomoLblo  KHOMKK YCTaHOBIIEHHbIE (pnarM CHUMaKTCA BO BCex Yekbokcax cnucka
yBegomneHumn Ha 'C.
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1 Co30aTh AOKYMEHT w CJ OBHOBWUTE n BepHyTo Ha koHTPos  [opyyenua of mena (367) / Mopyyenus mue (623) B Apmunuctpatop C. -
BLINONHEHHLIE (43)

WHpopMaLma o KoHTpoRE X
Yraepwaenne (1) PopuaL s
¥ ED Tpefyerca gopaGoTra. 3aABKa BEXHAA TeMa CHATO € KOHTpONA & 25112014 25.11.2014

AnMuHwctpatop Cepred
BnaouMuposny

Korga: 25.11.2014 13:27

PucyHok 3. UHdopmauma o KoHTpone

YUT106bl ChOpMMPOBATL M OTNPABUTL Ha MOYTOBLIA SALUMK NONb30OBaTENSA AAWAXECT N0 COOLITMAM
(Ha cerogHsi 1 MPOCPOYEHHbIM), HeOOXoAMMO Ha Bknagke lMoyma u yeedomisieHUsI HaXaTb KHOMKY
[MonyunTb panpxecTt cenyac].

Ona nonb3oBaTtenen, B 00513aHHOCTU KOTOPbIX BXOOUT, B OCHOBHOM, Perncrpaumsi AOKYMEHTOB
(T.e., Ans pgenornpouw3BoauTenen), cywectsyeT Apyron BapuaHT [nasHom cTpaHuusl — APM
[enonpounssogunTensi, AOCTYMHLIN TONbKO Npu paboTte B knueHTe. MNepexoa B APM [denonpounssoantens
ocywecTtensietca no kHornke [APM Oenonpoussoautens] ¢ MaBHon cTpaHuubl (3Ta KHOMKa SOCTYMHA,
ecnn B JIM4YHbIX HacTpoWkax nonb3oBaTensi yctaHoBneH dnar Omo6paxamb nepexod e APM
Henonpouzeodumens; ecnu xe BJIMYHbIX HaAcTporkax ykaszaH napameTp Cdenmamb APM
Henonpouseodumerns cmpaHuuyel Mo ymon4aHuro, 3TOT BapmMaHT NaBHOM CTpaHWUUbl AN AaHHOro
nonb3oBartens 6yaeT OCHOBHbIM).

APM [enonpoussoanTtens (PncyHoOK 4) BKNOYaET creayowme anemMeHTbl:
o Crtpoka noucka (aHanorn4yHa CTpoke novcka Ha [naBHOM CTpaHuLe);

¢ Haeuratop, nossonsieT BoibpaTth pexum paboTtel APM;

e CTtpoka HOBOCTEM (aHanorm4yHa CTpoke HOBOCTEN [(MaBHOWM CTpaHULbl);
e [lpaByto naHenb (aHanornyHo MMasHOWM CTpaHuLUe);

e PabGouyada ob6nactb C 3aknagkamu, MpegHasHayeHHas AaOnsg  OTOOpaXkeHuMs  CMUCKOB
COOTBETCTBYIOLLMX AOKYMEHTOB, HAXOAALWMNXCA B paboTe y 4aHHOro COTPYAHUKA;

e O6nactb npocmoTpa, npefHa3HayeHHas Ana  oTobpaxeHus KapTOYKM OOKYMEHTa W
BbINONHEHWA Tpebyemon onepaLlmmn ¢ HUM.
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Hrepaiges coraacomannn: 1

PucyHok 4. APM [lenonpounssogutens

[lns BO3BpaTa K cTaHgapTHOMY BUAY [[NMaBHOW CTpaHMLbl HY>XHO BblIGpaTb NYHKT JINYHbIN KaOuHeT
B HaBuratope APM.

Moapo6bHo pabota B APM [denonpounssogutens onvcaHa B gokymeHTe «Jlormka ECM. C3[ - APM
[enonpounssogntens».

[1.3. Mepexoa B cpyHKUMOHaNbHbIE B

Mo ymonyaHuio nocne yCTaHOBKU CMCTEMbI Ha TMaBHOM cTpaHuLe yHKUMOHaNbHble 6a3bl AaHHbIX
He oTobpaxatotcs. Ona Ttoro 4ytobbl BbiOpaTh 6asbl AaHHbIX, KOTOpble OyayT AOCTYMHbI ¢ [MaBHON
CTpaHULbl, HY>KHO:

1. HaxaTb KHOMKy % Ha BepxHell maHenw.

2. B nosiBuBwemcs guanoroBoMm okHe «Mowu HacTponku» nepernTn Ha Bknagky M36bpaHHble
mModynu v BbibpaTb 6a3bl AaHHbIX (Makcumym — 6), koTopble ByayT oTobpaxatbca B Gnoke
Ba3bl gannbix Ha [NaBHOM cTpaHuue. OAna kaxgon B[l MOXHO Takke BblibpaTb MakcMmym 3
npeacTaBneHns ansa otobpaxeHus.

3. [nga BBoAa HacTpoek B AeWCTBUE crieqyeT HaxaTb KHorky [OK].

MpaBass naHenb Tawkke COAEPXKUT CCbINKM Ha cnpaBovHMKM (CnpaBOYHMK oOpraHu3auum
n BHewHue agpecatbl), B[] Mouck, B[] UHdorpacduka n Ha B[] LieHTp oTyeTOB.

I'Iepexop, B d)yHKLI,VIOHaJ'IbeIe 0asbl ocyulecTBndeTcda no CcCblJike C Ha3BaHUEM 6asbl unu c
Ha3BaHMEM COOTBETCTBYKOLLEro npeacraBneHnsa 0asbl JaHHbIX.

[1.4. Cnyx6a TexHn4Yeckon nognepxkm Cucremol

C NaBHOM CTpaHuLpbl peann3oBaHa BO3MOXHOCTb 0bpalLLeHns B Criy)x0by TEXHUYECKON NoaaepKm
Cucrtemsbl.
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Mpy HaxaTuM Ha KHOMKY TexXnoaaepKKu O Ha BepxHeW naHenu OTKpPbIBAeTCs AManoroBoe OKHO
«Texnoaaepxka» Co creayoLlyMm BKNagkamu:

e KoHmakmabi — iHcbopmauusi o cnyxbe Texnoanepkkn B opraHnusauum.

e  UHghopmayus — pasnuyHoro poaa MHdopMauus Ans nonb3oBaTerns.

o  Oghopmumb 3anpoc — popma onsa oTnpaBku 3anpoca B Tl Ha 3agaHHbIN e-mail agpec.

KoHTakTbl TexnogaepXku, e-mail gns 3anpocoB 1 6110k MHpopmauun 3agatotcst B O6wux
Hacmpolikax cucmemsbi (B[] ABMUHUCTpPUpPOBaHue).

[ns oTnpaBku 3anpoca B Cny06y TeXHNYECKON NoAAEePKKN HEOBX0OUMO 3anoNHUTL MO BKIaAKM
OghopmMumb 3anpoc AnanoroBoro okHa « Texnogaepxka» (PucyHok 5):

e Aemop 3anpoca — OO aetopa 3anpoca. [lone onpegensieTcsa aBTOMaTUYECKM MNpwU

co3gaHun 3anpoca ¢ BO3MOXHOCTbO NSMEeHEHUA.

CodepxxaHue 3anpoca — TEKCT 3anpoca B TEXHWYECKY MNOAAEPXKKY C MOAPOOHbLIM
onucaHnem ucxogHon npobnemsl (cutyauumn), nodyaveLien obpaTUTbLCS C 3anNpoOCcCoM.

Texnoagepmka X

KoHTakKTbl l WHdoprayna l OdopmuTe 3anpoc l

ABTOp 3anpoca: ‘

Asnees Maxkcum Hukonaesud - HavanbHug

CopepxaHie 3anpoca: Mpowy 3aMEHWTL HOMED TENEMOHE COTPYAHMKA B

CNpasoYHUES OpradHu3aumu

Ortnpasute OTrMeHa

PucyHok 5. ®opmupoBaHue 3anpoca B Tl

Haxatb kHonky [OTnpaButb]. Cuctema oTnpaBut nodtoBOe coobLieHne C 3anpocoM Ha
yKa3aHHbIN 3NEKTPOHHbIN aapec TEXHUYECKON NOOLAEPXKKM.
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BBenenue B cucremy Kapmouku 0okymenmoas, Ikpannsie gpopmol u
ouanozu

lll. KapTo4kn 4OKYMEHTOB, 3KpaHHble POpMbI U Ananoru

BBog wHdopmauuMm B cCUCTEMY MPOU3BOAUTCS MyTEM 3aMOSfIHEHUST KapTOYeK pPasfUYHbIX
AOKYMEHTOB — KapTOYKM BXOASLLEr0 W WCXOASLWEro [AOKYMEHTa, KapTO4kM MOPYYEHMS, KapPTOYKU
wabnoHa un T.0. Ons obGneryeHuss npouecca BBoga MOryT ObiTb WCMOMb30BaHbl BCMOMOraTerbHble
aKpaHHble opMbl. Hanpumep, ¢ MOMOLLUBbIO BCMOMOraTernbHON 3KpaHHOW (OpMbl MOXHO CO3AaThb
KapTO4YKy HOBOro KOHTpareHTa HenocpeacTeeHHo 13 B[] KaHuensapus.

Mpn BbLINOMHEHMM MHOTMX OMepauui CcuUcTemMa BbLIBOAMT Ha 3KpaH Aguanoru, Tpebylowme
OT Nonb3oBaTens Bbibopa onpeaeneHHbIX AeNCTBU UK NOATBEPXKAEHUS HAMEPEHUIA.

[ll.1.PaboTa c KapTO4YKOMN AOKYMEHTa

Bce paHHble MNo [JokymMeHTam BBOASATCA B CUCTeMy B NpoLecce 3arofiHeHWst KapTOYek.
Pa3paboTymk 6asbl AaHHbIX 3apaHee onpeaensieT, Kakue TUMbl JOKYMEHTOB AOMKHbI XpaHUTbCSA B Gase
[AaHHbIX, U NPOEKTUPYeT KapTOuYkKM ANA CO3[aHus U oTobpaxeHus OokymeHToB. Kaxgas Gasa umeet
cBoi Habop kapTodek. KapToyka coaepxuT nons Anst BBoAa AaHHbIX, KOTOPble AOMKHbI XPaHUTbCS
B JOKYMeHTe. B pokymMeHTe MoryT npucyTcTBOBaTb 06si3aTenbHble (MOMeYalTcss OpaHXeBbIM
KPY>KKOM -) U HeobsizaTernbHble Ans 3anonHeHus nons. MNog obssaTtenbHbIMKU NONSAMU OTOGpaXxalTcs
nopackasku, ecrnv nonst He Obiny 3anosHeHbI.

KapTqua AOKyMeHTa BKIo4YaeT crieayroume KOMNOHEHTbI:

1. 3aronoBOK AOKyMEHTa — HaumeHOoBaHMe OOoKyMeHTa. [na 3apernctpupoBaHHOro OOKYMeHTa
nveet Bug <Buag gokymeHta> — <PernctpaumoHHbIi HOMep>, ANA He3aperncTpupoBaHHOIo —
<Twn gokymeHTa> — <CocTosiHne>.

2. MNone — ocHOBHas eduHWLA XpaHEHWUs MHOpPMaLMK B KapTouke AOKYMeHTa. 3anosiHsieTcs
nonb3oBaTeniem Unn cUCTEMO aBTOMaTUYECKMU.

3. Cekuna — ona yaobcetea paboThbl C KAPTOYKOM MNOMS AOKYMEHTa rpynnmpytoTcsa B cekummn. Ytobbl
NoNyyYnTb AOCTYN K MOMSIM CEKUUWN, HY)KHO LLENKHYTb MbIb0 Ha 3Ha4ke C M3o0paxeHuem
TpeyronbHukKa. LLlenyok Ha 3Ha4ke cBOpa4YMBaeT CEKLMIO.

4. Bknagka — cekuum n nons AOKYMEHTOB pacrofiaraloTcsi Ha OTAEeNbHbIX BKMNagKax KapTO4KW.
UTo6bl NONy4nTb AOCTYN K NONSIM OnpeaerieHHOM BKMafkW, AOCTAaTOYHO LWESNKHYTb MbibHo
B obnacTtu ee 3aronoBka.

BHeceHne nHopmaLnmn B KapTOYKy AOKYMEHTa NPON3BOAMTCS NyTeM 3arosfiHEHMs! ee Noren.

.1.1. O 3anonHeHUn Nonen KapTo4ku JOKYMEHTa

B tabnuue (Tabnuua 7) onucaHbl ncnonbaytowmecs B Cucteme cnocobbl BBOAA MHGOpPMaLmn
B NMONS KAPTOYKN AOKYMEHTA.
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BBenenue B cucremy Kapmouku 0okymenmoas, Ikpannsie gpopmol u

ouanozu
Ta6nuua 7. Cnoco6bl BBOAA UHMOpMaLMU B NOSISA KAPTOUYKU [OKYMEHTa
Mone OnucaHue
TekcToBoE MHdopMaLmsa 3aHOCUTCS BBOAOM C KNaBuaTtypbl
ObneryeHHo- WHdopMaLmsa 3aHOCUTCS BBOAOM C KNaBuaTypbl, AOMyCcKaeTcs (hopMaTMpoBaHme TEKCTa
cdopmaTupyemoe
dopmaTtmpyemoe WHdopMaLmsa 3aHOCUTCSt BBOOOM C KMNaBuaTypbl UK € MCNONb30BaHNEM CrieumnanbHbIX

BO3MOXHOCTEN: LWabnoHOB, rOTOBbLIX (hannos U3 APYrnX NPUNOXKEHNIN, CKaHNPOBAHMWSA
OOKYMEHTOB U T.A4.

Yucnosoe WHdopmaLmsa 3aHoCUTCA BBOAOM C KnaBuaTypbl. Yucnosble Nons JonyckatoT BBOA, TONBKO
YMCNOBbIX 3HAYEHUI, B NPOTUBHOM Crlydae cuctemMa BblgacT coobueHne ob ownbke
[aTa/Bpems Mons gaHHOro TMna MCNonb3yKTCA ANS BBOAA AaTbl U BPEMEHU
(2‘5'“'2':'”r 15:45 ) U MOTYT 3anOSHATLCA HEMOCPEACTBEHHO C KITaBMaTypbl.

Momumo aToro:
o [lpun 3anonHeHuun nonsa Tuna [lata Hy>xHO BbIBpaThb HYXHYIO AaTy B KaneHgape.
e [lpu 3anonHeHuu nong Tvna Bpemsi HyxHO BbIGpaTb HYXHOE BpeMs B Yacax

Beibop u3 CnepnyeT BbiGpaTh C MOMOLLBI MbILLW OOHY U3 HECKOSbKMX B3aMMOMUCKITOYaLLmUX
HECKONbKNX BO3MOXHOCTEMN
L T " i
napameTpos EAEAWTESA 3 IHET 1 eorsirs
(nepekrntovaTens) fezhaere & var
dnar LLlenykom MbILLM B NPSAMOYrofibHUKE NPOU3BOAMTCA YCTaHOBKA U CHATUE donara
Bbibop 13 cnucka [are decaea [ ] HyHoe 3HauveHne BbIGUpaeTCs U3 Cnvcka 3HaYeHuin, 3apaHee 3aBefeHHbIX B
cuctemy. [1ns npocMoTpa cnucka Hago Haxkatb KHOMKY
Cnavigep Mone ncnone3yeTcst A4Nsi ykasaHnsa NpoaoiPKUTENbHOCTU COBELLAHUS:
160 e, HyxHasa BenuymHa BbibupaeTcs ycTtaHoBKoW BeryHka B

NnonoXxeHne, COOTBETCTBYKLLIEE He06xop,mmomy 3HAa4YEeHUI0

Mpu 3anonHeHun nonen HaumeHoeaHue dokymeHma n CodepxkxamesibHasi YaCmb He
peKoMeHOyeTCsl MICNOMNb30BaTh CMELCUMBONLI, HANpUMep: «#», «\», «/», «™» n 1.4. MNpn obpaboTke
nogo6HbIX cMmBoroB B Bpay3epe (Npu paboTe Yyepes Beb-goctyn) unm B8 MS Word (npy neyaTn no
LWabnoHy) OHWM MOTYT ObITb BOCNPUHATBI Kak Cry>kebHble KOMaHbl, YTO NPUBEAET K UCKaXKEHUIO
WHdOpMaLIMM B OOKYMEHTE.

.1.2. Beoa nHcpopmauum B none CoaepxarteribHasa 4yacTb

Mone CodepxxamenbHasi Yacmb Ha OOHOVMEHHOW BKNaaKe NPUCYTCTBYET BO MHOMMX LOKYMEHTax
C3[l (sasBku, BxogsAwwme, gorosopbl M T1.4.). None umeetr dopmat «obnerdeHHbl rtf», gonyckaet
opMaTMpoBaHME TeKCTa U NoaepXKuBaeT BroXeHne (amnnos.

3anonHeHne nonsa Npom3BoanTCA criegyowmnm obpasom:

1. BBecTn c knaBuaTypbl COAEPXMMOE AOKYMEHTa WM BCTaBWUTb ero B none 4yepe3 6Gydep
obmeHa.

2. OtcopmaTtupoBaTb BBEAEHHbIN TEKCT. [na 3TOro0 HYXHO BbIOENUTb (parMeHT TeKCTa,
dopmaTupoBaHme KOTOporo HeobXoaAMMO M3MEHUTb, HaXaTb KHOMKY Ha NaHenu ynpasneHus
nons n BbIGpaTb HYXHbIN BapwaHT odopMreHus TekcTa. MOXHO M3MeHUTb LUBeT TeKCTa,
HayepTaHue (KypCuB, XXUPHbIA, NOAYEPKHYTbIN), 406aBUTL 3PdEKTbI (TEHb, NPUMNOAHATHIA UMK
YTOMNSEHHbIV LUPUT).
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BBenenue B cucremy Kapmouku 0okymenmoas, Ikpannsie gpopmol u

ouanozu

[l06aBUTb BNOXEHNE MOXHO TaKkKe, HaXKaB U yaepXmBasi NIEBYIO KHOMKY MbILM HA HY>XHOM dbaiine

N nepemecTumB ero B none CodepxxamesnbHass Yacmb (cM. pa3gen 111.1.3 PaboTta ¢ BnoxeHnsamn).

11.1.3. PaboTta c BnoxeHUAMM

UT06bl 406aBUTL BIOXEHWE B KAPTOYKY AOKYMEHTA, HYXKHO:

1. HaxaTb kHonky “+([[lo6aBWTb]) Ha NaHenn AeiCTBUII BCTPOEHHOTO NpeacTaBrieHns obnacTtu
BMOXEHUN B KapTouke AokymeHTa (PucyHok 6).

Copepmarenpian yacTs Henonnenne | Opurwsan \ Pacconka CRAAHHMG gokymenTsl  OOCcywpenne Jloctyn
T -
+ 4 . ' [*] 2 = &

~ CoAcPHANNE QOKYyHeEnTa

O Sneaceiil HINEH s 8 docx 15K [ 17.07.2013 17:02:11  AanwnwcrosTop C.8

SELIOIN LR JAKON

Crpararenitt DRINEPEE BrsaSwiteeitmx Salinos (NE):10

PucyHok 6. O6nacTb BNOXeHUN KapTO4KMU JOKYMEeHTa
2. 3anonHuTb Nons oTKpbIBLLENCA opMbl Jo6aBneHus BNoxeHns (PUCYHOK 7):

o B none McmouyHuk ykasaTb C NOMOLLLIO MEepekntoyaTens, oTkyaa oyaoet aobaeneH dann
— C nokanbHoro aucka wnu u3 B[ WabnoHbl, nubo oTCkaHMpoBaTb WMEHLMNCS
OyMaXHbI BapuMaHT OOKYMeHTa, BblbpaB B kayecTBe MCTOYHMKA CkaHep (CM. pasgen
111.1.4.2 MNMpocToe ckaHupoBaHue).

Mpn HeobxoammocTu psgom ¢ nonem UCToUHUK ycTaHoBUTb donar 1o ymonyaHuro. BoibpaHHbIN
UCTOYHWK foGaBneHus hainos ByaeT ycTaHOBMEH MO YMOMYaHWUIO B JAHHOM AUarioroBOM OKHE Npu
pobasneHnn pannos B KAPTOYKM JOKYMEHTOB B AaribHeNnLweM.

NcTouHuk pobasneHmns dannos no ymMonyaHuio MoxeT ObiTb yKkasaH B HacTpomnkax naBHoOn
CTpaHULbl CUCTEMBI.

e Bnone Tun Bbl6paTb C NOMOLLIbIO KHOMKK ) TUM BITOXKEHUA.

o B none ®ais HaxaTb KHOMKY | N BblOpaTb dhann ¢ NnokanbHOro Aucka unu wabnoH
(B 3@aBMCUMOCTM OT BbIBPAHHOIO 3Ha4YeHns B none McmoyHuk). MoxHo nobasutb dawin,

8,
CKONMpPOBaHHbIN B Bydpep obMeHa, C MOMOLLLIO KHOMKK W (HepgocTynHo ana Beb6 —

nHTepdgenca). Yaganutb AobaBneHHbI doann MOXHO C NOMOLLBHO KHOMKM }(__

e [lone HaseaHue 3anonHseTcs asBTOMatTuM4eckum nocne Bblbopa dhanna. [lpu
Heo6X0QUMOCTN U3MEHUTb Ha3BaHMe.

e [lpn pobaBneHun maTtepuanoB COBellaHWs: ycTaHoBUTbL ¢nar B none Ko ecem
nyHKmMam, ecnv Hy>xHo ob6aBuTb pann KO BCEM MyHKTaM MoBecTkn. YTtobbl aobaBuTb
dann K onpeaeneHHbIM NyHKTamM NOBECTKU, psiAoM ¢ nonem lNMyHKkmbI nogecmkyu HaxaTb

KHOMKY ' M BblOpaTb B OTKPbIBLUEMCH OKHE MYyHKTbl MOBECTKW, K KOTOpbiM Oyaet
Jo0aBreHo BroXeHue.
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e [pn HeoGxoaMmMocCT BBECTU KOMMeHTapumu B norne Kommenmapudi.

/\ Mpu co3paHum BNOXeHUn (MaTepuanos) B KapTOYke CoBeLLaHns Ha oopme J06aBNEHNS BIIOXEHUN
/ ¥\ Takke npucyTcTByeT none lyHKkmbI nosecmku Ansi BelOOpa NyHKTOB MOBECTKMN COBELLaHNS, K
I \ KOTOpbIM Heobxoanmo fo6aBuTb BeibpaHHOe BnoxeHune. dnar Ko ecem nyHkmam nossonsiet
[o6aBuTb hann Ko BCeEM MyHKTaM NOBECTKM COBELLAHWS.

3. Haxatb [OK].

/\ KonnyecTBo CMMBOMOB B HAVMEHOBaHUN BIIOXEHWS OFPaHNYEHO:
N e B Beb-uHTepdence - 195 cumBonos;
: e B knMeHTe - 175 CMMBOMOB B aHIMMICKON packnagke, 87 CMMBOOB B PYCCKON.
Honyctumbin pasmep arina BnoxeHUs onpeaensieTcs HacTponkamMm TUNOBOro MapLupyTa
06paboTkn AOKyMeHTa.

B pesynbTate BbiGpaHHbIN hann OygeT gobaeneH B KapTOuYKy B YKa3aHHYH KaTeropuio (Cm.
PucyHok 6).

/\ Ecnu npu no6aBneHun BNOXEHNs! B KAPTOYKE COBELLaHUA GblN ykasaH NyHKT NOBECTKM, hain
/ Y\ pobaBnsieTcs Ha OpMy aHHOro MyHKTa NOBECTKU, @ Takke Ha (hOPMY BbICTYNNEHUS MO AAHHOMY
— MYHKTY NOBECTKM.

—

Jp6agne H1e haiinon m

METaUHKK ™ Mo ymonuanmia

= BJ "WabnoHe"

" CraHep
Twn BNOKEHWA COfEp®aHHE O O0KYHMEHTA | s
[ET) ]
HazeaHne
KOMMEHTapHA

Ok QOTMEHA

PucyHok 7. ®opma gob6aBrneHuUs BroOXeHUsi
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B obnactb BNOXeHU MOXHO Jo6aBuTb dhann, CKONMPOBaHHbLIN B Oydep oOMeHa, NO KHOMKe L
([Do6aBuTb U3 6ydepal). laHHOe fencTBne HeQoOCTYNHO Npu paboTe noa BeG-uHTepdencom.

YTtoObl yoanntb BNOXEeHNe U3 KapTOYKU OOKYyMeHTa, HY>XHO BblAENIUTb HeO6XOLI,I/IMbIIZ OOKYMEHT B

obnacti BROXEHUA W HaxaTb kHonky — # ([YmanuTb]). B OTKpbiBLUEMCA OKHE MNOATBEPAMTH
BbINOSIHEHNE onepaunn (CM. PucyHok 6).
lMonb3oBaTenb MOXET yAanuTb TONbKO Te (harnbl BNOXEHUS (a TaKkKe UX BepPCUMn U peaakummn),
KoTopble 6binv nm gobasneHsl (M A0 TOro, Kak AOKYMEHT nepenaeTt Ha CnefylLlyo cTaamio

o06paboTkn). YaansaTe daiinbl BOXEHWI B 3aperMcTpupoBaHHbIX JOKYMEHTax MoxeT AOMUHMUCTpaTop
CUCTEMbI.

UTOObl M3MEHUTb BINOXEHWE, HY)XHO BblAENUTb Heobxoaumbii cdann B 06racTn BIIOXEHWUA W©

Ha)kaTb KHOMKY = ([M3meHuTB]) (CM. PucyHok 6). B BbinagatoLem MeHio BbiIGpaTb HY>KHbIN MYHKT:

e Co30amb eepcuro — CO3[aHNe HOBOW BEPCUN BbIOEMEHHOrO B MpeAcTaBNeHUUN BIIOXEHWS.
C nomoLbio CTaHOApPTHbIX AMaroroB 3arnofiHUTb MOoNs MosBMBLUENCS (OPMbl U HaxaTb
kHonky [OK] (n. 111.1.3.1 Co3gaHue Bepcum).

e Co30amb pedakyuro — CO3[aHVe HOBOW pefakuun BblAEeNEeHHOro B npeacTaBneHun
BrnoxeHns. C NOMOLLbIO CTaHOAPTHbIX AMAanoroB 3anofHUTbL MOns nosiBMBLLENCA DOPMbl U
HaxaTtb kHonky [OK] (n. 111.1.3.2 Co3gaHue pegakuun).

° Pedakmupoeamb eJIo)KeHuUe, ecnn HeobXOOAMMO BHECTU W3MEHEHUs B CO34aHHYIO
Bepcmo/pep,aku,mo BINOXEeHNA OO0 BblHECEHUA peLueHUA. |_|pl/l 9TOM OOKYMEHT OTKpbIBaeTCA B
COOTBETCTBYHOLLEM NMPUINOXEHUN.

e 3abpamb u3MeHeHUsl 8J10)KeHUsl, eCni HeobXOOMMO COXPaHUTb M MEPEHECTU B KapPTOUKY
YaCTUYHblE W3MEHEHUs, KOoTopble ObinM BbINOMHEHbI B anne BrOXEHMS Npu  ero
pefakTMpoBaHuMK (pedakTMpoBaHWE BIOXEHWA WM Mnocrnefylolee COXpaHeHUe W3MEHEeHWA B
KapTOuKy OOKyMeHTa npu pabote nog Beb-uHTepdencom onmcanHo B n. 111.1.3.4 Paborta c
BMNOXEHUAMU B BEG-UHTEPdENCE CUCTEMBI).

Utobbl NnpocMoTpeTb (M3MEHUTL) CBOMCTBA A06ABNEHHOIO BROXEHUS (TUM BMOXEHWUS, Ha3BaHue,

KOMMEHTapUI) HY>XHO BblAENMTb HEOOXOAMMbIN LOKYMEHT B 06nacTu BMOXEHUN U HaxaTb KHOMKY @
([CBoucTRa)).
Monb3oBaTenb MOXET N3MEHUTb CBOMCTBA TONBKO TeX (DanfoB BOXEHNS (@ Takke UX BEPCUn n

penakummn), kotopble 6binm nv gobaBneHbl (M 4O TOro, Kak AOKYMEHT NepenaeTt Ha crnegyloLwyo
cTtaguio obpaboTkn).

YT06bI COXpaHUTL BNOXEHWNE Ha XXECTKUN OUCK UNW OPYrON HOCUTENb, HYXXHO B 061acTu BIIOXeHU

HaXaTb KHOMKY = (ICoxpaHuTb]), B OTKPbIBLLEMCH OKHE OTMETUTL (hannbl ANs1 COXPaAHEHUs, HaxaTb
([OK]) n 3aTtem BbIGpaTb HEOOXOAMMOE MECTOMONOXeHUe, Kyaa byayT coxpaHeHbl BbibpaHHble hanrbl.
&
Uto6bl pacneyataTh BOXeHWe, cneayeT BbiAenUTb ero B MPeACTABMEHNN N HaXaTb KHOMKY =~
([MeyaTb BnoxeHwus]). laHHoe aencTBMe HeQOCTYNHO Npu paboTe nof Beb6-nHTEepdencom.
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4

KHornka ([PvnbTp]) Mcnonb3yeTcs ANA U3MEHEHUS OTOOpPaKEeHUS BRIOXEHUM U COAEPKUT
BbiNagaroLLnii CNNCOK:

e Bce — otobpaxaloTcs BCe BNOXeHUs,

e [locnedHue sepcuu — oTobpaxalTCsl TONbKO NOCIeAHNE BEPCUMWN JOKYMEHTOB C pedakumsamu,
oTobpaXkaeTcsa No yMOSYaHUo;

o  Ucmopus — oTobpaxaeTcsa ncrtopus paboTbl C BIOXEHMSAMU, BKIOYAs yaaneHHble dannbl.

OTKpbITb M MOCMOTPETb BIIOXKEHHbIA (Al MOXHO, BbIMOSHMB OBOWHOW LLEMYOK MbIlM Ha
COOTBETCTBYIOWEM paine B obnactn BnoxeHnn. ®amnn 6yaet OTKPbIT C NOMOLLBI COOTBETCTBYHOLLENO
eMy npunoxeHus (NpocMoTp annoB BnoxeHun B Beb-mHTepdbernce onucaH B n. I11.1.3.4 PaboTa ¢
BNOXEHMAMU B BEG-UHTEpPdECE CUCTEMDI).

[

[na OoTKpbITUS BCEX BMNOXEHHbIX (pannoB cpasy crnedyet BOCMOMb30BaTbCS KHOMKOM
(IOTKpbITEL HAa NnpocMoTp]). Bce BrnoxeHHble dpannbl OyayT OTKPbITbI C MOMOLLIbIO COOTBETCTBYHOLLUX UM
npunoxeHui. [laHHoe gencTene HegOCTYNHO Npu paboTe nog Be6-nHTEpPdENCOM.

B kapTOuKy OKYMEHTa MOXHO Takke BNOXWTb hann co ckaHepa C MOMOLLbIO KHOMKM
[Pacno3HaBaHue] Ha naHenun gencteun (n. I11.1.4.1 CkaHnpoBaHWe JOKYMEHTOB C MNOMOLLbIO
cneumansHoro M0).

B KapTo4ke ncxogdulero JOKymMmeHTa, CJ'IY)Ke6HOl7I 3arnnckun, opraHn3aumMoHHO-pacnopAagnTesibHOro

LOKYMeHTa U1 3as1Bku Mo kHomnke =X ([MevaTk]), BbIGpas B BbiNagatoLiem cnvcke [Mevats no
wabnoHy]:[MpukpenuTb Kak BNOXeHUE], MOXXHO aBTOMaTu4eckn chopmmpoBaTth BroXeHne Ha
OCHOBaHWUW 3aMnofHEHHbIX Nonen perMcTpaunoHHon kapTodkm (n. 111.1.3.5 ABTomaTnyeckoe
dopmMupoBaHME BNOXEHNSA JOKYMEHTa Ha8 OCHOBaHWUW 3aroSTHEHHbIX MOfen perncTpaLmoHHoOm
KapTouKw).

Mpun coxpaHeHnn JOKYMEHTa Unu oTnpaBke Mo MapLUPYTy BAOXEHHble hannbl, Ao6aBneHHbIe B
TekcTtoBoe none «CogepxaTenbHas 4acTby, NEPEeMeCcTATC B BrIOK BOXEHMIN KapToYky AOKYMEHTA.
MosiBuTCA coobweHune: «[JobasneHHble dannbl nepeHeceHbl B 610K BnoxeHun. Mpn HeobxoammMocTu
N3MEeHNTe TUN BNOXeHust no kHonke [CBomcTBa). Nocne nepeHoca BNoXeHHble daiinbl B none
CodepxxamenbHast Yacmb O0TObpaxaTbecs He OyayT.

1.1.3.1. Co3paHue Bepcum

Bepcun BnoxeHHbIx havinos co3gatotca B b1 KaHuensipus, Or, MNP, NMopy4yeHus n CoBellaHus.

CospgaHve Bepcuii hannoB BrIOXEHWI He NpedycmMaTpyBaeTCs Npy HaxoX4eHun goroesopa
(DoroBopHOro JOKymeHTa) B ctatyce «Ha nognvcaHum y KOHTpareHTay, a Takke npu pabote ¢
KapTOYKOM COBELLLaHNA.

B b1 MNP n B[] CoBewaHus:
e VCMOMHUTENEeM Ha cTagusix NoAroTOBKM U OPabOoTKK;

e [oAnMcaHTOM npwn noanncaHunu;
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e yTBEPXOAOLWMM NPU YTBEPXKOEHNM.

B b1 KaHuensipusa, Or:

e NS BXoAAwWwmx (obpalleHunin): aBToOpOM Npu CO3AaHMN KapTOYKM;
e onb3oBaTenem c posblo [Nonel]:

o Ans Bxoaswwux (obpaiieHun) B ctatyce «[puem n pernctpaumsay, «3aperncTpupoBaHy,
«Ha paccmoTpeHuny, «Ha ncnonHeHnny;

e OnA ucxooswmx (OTBETOB Ha 0OpalleHus): WCMOMHUTENEM Ha CTagusix MNOArOTOBKM MU
AopaboTku, noanMcaHToOM Npu NoanucaHumn.

YTo6bl co3aaTh BEPCUIO JOKYMEHTA, HYXKHO:

1. BblgenuTb BO BCTPOEHHOM MpeacTaBneHunm obnacTu BnoxeHun dain, BEPCUD KOTOPOro
HY>KHO CcOo3aaTb.

2. HaxaTtb KHOmMKy = 4 ([M3meHunTBL]) 1 B BbINagaoLwem MeHto BbibpaTb NyHKT Co3damb eepcuro
(PvcyHok 8).

3. YkaszaTb crnoco6 co3aaHusa Bepcun OOKyMeHTa:

e JlokanbHbIl Quck — [obaBneHne BEpCUMM BNOXEHWS C JTOKanbHOro komnetotepa. B none
®alin HyXHO BblOpaTb cO034aHHbIA 3apaHee dawn. [lpyu HeobxoauMOCTU BHECTM
N3MeHeHVs B Ha3BaHve gaina n BBECTU KOMMeHTapuin. Haxatb kHonky [OK].

e Konusi — Bepcus gokymeHTa OyaeT co3gaHa B KONuKM BbIGpaHHOrO B MpeAcTaBrieHun
danna. B none Konust aBTomatnyeckn nepeHocnTcs HaseaHue BolbpaHHoro davna. MNpu
HeobX0ANMOCTUN BHECTU U3MEHEHMSA B Ha3BaHwe dhainia n BBECTM KOMMeHTapui. Nocne
HaxaTns kHonmkn [OK] Hy>XHO BHECTW U3MEHEHMS B OTKPbIBLUMICA dhair, COXpaHUTb U
3aKpbITb (hans, a 3aTem 3abpaTb U3MEHEHMS BNOXEHWUI B KAPTOYKY AOKYMEHTA MO KHOMKe
[U3meHunTb]:[3abpaTb n3amMeHeHUs BNoXxeHus).

[obasneHne Bepcun hanna BroXeHUs ¢ TUNOM UCToYHMKa «Konusa» npu paboTte yepes Beb-
uHTepdelic onucaHo B pasgene I11.1.3.4 PaboTa ¢ BNoXeHNssMn B Be6-NHTEpdence CUCTEMBI.

4. o6aBneHHass Bepcus OygeT oTobOpaxaTbCid BO BCTPOEHHOM npeAacTaBneHun obnacTtu
BNOXEHUN.

5. Ans [ONOMHWUTENBHOIO M3MEHEHUS CO3[4aHHOW BEpPCUM A0 BbIHECEHUSI PELUEHUSI HYXHO

BblAeNUTb Heobxoanmbl dhans, HaxaTb KHOMKY = 4 ([M3smeHnTB]) 1 B BbINagalLWEeM MEHH
BblbpaTb NyHKT Pedakmupoeamb esioxeHue. [Nocrne BHECEHUS M3MEHEHMI B OTKPbIBLUMIACS
darin 1 ero cCoxpaHeHust Hy>KHO Takke 3abpaTb M3MEHEHMS BIIOXEHWUMA B KapTOYKy OOKYMeHTa
no kHonke [MUameHuTb]:[3abpaTb M3MEHEeHNA BNOXeHuUA].
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JoBaenTb BEpCMID X

WcTouHuK:

Tain

HazsaHwe | |

KoMMEHTapKHiA

ikl JTMEHA

PucyHok 8. ®Popma gob6aBrneHnsi Bepcun BroXeHus

Ecnu po noatBepxxaeHus pewwenust «OTKNOHUTbY noanucaHTom/yTeepxaatowmm beina cosgaqa
Bepcus hanna, npu nogTeepxaeHumn pewwerns «OTKNOHUTbY Co3gaHHas Bepcus bydeT yoaneHa.

1.1.3.2. Co3aaHue pegakummn

Pepnakumm BrnoxeHHbix dannos cosgatotces B B[] MNP, Kanuenapusa, Ol n CoBewwaHus:

CospgaHve pegakumn hannos BNOXEHUA He NpeaycMaTpuBaeTcs Npu HaxoXaeHnn gorosopa
(DoroBopHOro OKyMmeHTa) B ctatyce «Ha nognucaHum y KoHTpareHTay, a Takke npu pabote ¢
KapTOYKOM COBELLLaHNA.

e COrnacymLmMm Npu cornacoBaHuu;
e MOANUCaHTOM U YTBEPXOAIOLWUM MPU OTKITIOHEHUN JOKYMEHTA.
UTo6bl co3aaTh pedakumio BOXEHHOro danna, HyXHO:

1. Bbligenute BO BCTPOEHHOM MNpeacTaBrieHMM obnactu BIOXeHWU dann, pedakumio KOTOporo
HY>XHO co3faTb.

2. Haxatb KHoONky =4 ([M3meHnTbL]) M B BbiNagawolWeM MeH BblbpaTb NyHKT Co3damb
pedakyuro (PvcyHok 9).

3. YkasaTtb cnocob co3gaHuns pefakumm JOKyMeHTa:

e JlokanbHbIll Quck — pobaBneHve pedakuumn BROXEHWUSI C FIoKanbHOro komnbtotepa. B
none ®aus1 HyXHO BblibpaTb CO3[4aHHbI 3apaHee dawvn. Mpyn HeobxoanmocTn BHECTU
N3MeHeHus B HasBaHue ainna n BBeCTn KoMMeHTapun. Haxatb kHonky [OK].

e Konusi — pegakuusa gokymeHTa 6yaet cosgaHa B KONuKM BbIGpaHHOIO B MpeacTaBneHnn
danna. B none Konust aBTomatnyeckn nepeHocuTca Ha3BaHue BblbpaHHoro danna. MNpu
Heo6XoaUMOCTN BHECTU M3MEHEHUS B Ha3BaHue panna u BBECTM KOMMeHTapui. ocne
Haxatns kHorkn [OK] Hy)>XHO BHECTW M3MEHEHUS B OTKPbIBLUMWCA dhairn, COXpaHUTb U
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3akpbITb hann, a 3aTem 3abpaTb MUBMEHEHUS BIIOXKEHN B KAPTOYKY JOKYMEHTA MO KHOMKe
[U3meHunTb]:[3abpaTb n3ameHeHUs BNoXxeHus].

HobaeneHune pegakunm anna BNoXeHUsa ¢ TUMNOM UCTOYHUKa «Konusay npu paboTe yepes Beb-
uHTepdenc onucaHo B pasgene l11.1.3.4 PaboTa ¢ BnoxeHnsamun B Beb-nHTepdence cmctemMsl.

4. [NobaeneHHas pegakuus OygeTr oTobpakaTbCs BO BCTPOEHHOM MpeacTaBneHunm obnactu
BNOXEHUN nof Bepcuen carnna.

5. ,D,J'IFI OOMOMHUTENBHOrO U3MEHEHUST CO3OaHHOM peakumn OO BblHECEHUA pPELUEeHUA HYXHO

BblAENUTb HEOOXoaUMbIN ann, HaxaTb KHOMKY = 4 ([M3meHunTB]) 1 B BbINagawLWemM MeHK0
BblbpaTb NyHKT Pedakmupoeamb esioxeHue. [Nocrne BHECEHUS U3MEHEHUIN B OTKPbIBLUMNIACS
davin 1 ero CoxpaHeHusi Hy>KHO Takke 3abpaTb M3MEHEHMS BMOXEHWUA B KapTOYKy AOKYMeHTa
no kHonke [MUameHuTb]:[3abpaTb M3MEHEHUA BNOXeHUA].

[oBaEnTe pejakumie >

WeTouHHE:

®aiin

HazsaHue | |

KoMMeHTapmi

Qk QOTMEHA

PucyHok 9. ®opma gobaBneHus pegakummn BroxXeHusi

Ecnu go nogteepxaerus pewerns «Cornacen»/ « OLMOOYHO HanpaBneH» cornacywmm obina
cosfaHa pegakuua danna, npu noaTeepXxaeHun pewenus «CornaceH»/ « OWIMBG0YHO HanpaBneH»
co3faHHas pefakumsi bygeTt yganeHa.

Ecnu go nogteepxaeHus pewenus «lMognucatb»/ «YTBEPAUTLY, COOTBETCTBEHHO, NOgNUCaHTOM/
yTBEpXXAaWwmM Obina co3gaHa pegakuua carina, npu NnoaTBepXaeHun pewwenus «Mognucatb»/
«YTBEPOMTBLY CO34aHHasa pefakumst oyaert yoaneHa.

11.1.3.3. Co3paHue pegakumm us pannos o6CyXaeHNn

CoTpyoHUK, Mpu MNOCTYNIIEHUM [OKYMEHTa K HEeMy Ha COrfacoBaHWe, WMMEEeT BO3MOXHOCTb CO3[aTb
pepakuuto BNoXeHus n3 dairos, JobaBneHHbIX B Xoae 06CyXaeHU No AaHHOMY AOKYMEHTY (M3 AOCTYMHbIX emy
coobLweHnn). [1nst 3T0ro HyXHo:

1. Boigenutb BO BCTPOEHHOM npeAacTaBneHun obnactu BROXeHUMN hann, penakumio KOTOporo
HY>KHO cOo3faTb.
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2. Haxatb KHOMKy =4 ([M3meHnTBL]) 1 B BbINAgawoWeM MeH BblbpaTb NyHKT JJobasumsb
pedakyuro us obcyxoeHudll.

3. B oTkpbiBLuEMCS OManoroBOM OKHe BbiOpaTb COOOLLEHME, U3 BIIOXEHUA KOTOPOro HYXHO
cos3faTb pepakumio, U HaxaTb kHonky [OK] (PucyHok 10). OTkpoeTcs OManoroBoe OKHO CO
CMNCKOM BITOXXEHMWI BbliGpaHHOro coobuieHmsa (PucyHok 11).

/ T\ B ananoroBom okHe oToBpaxaeTcs nepeyvyeHb CoobLLeHNA, AOCTYNHbIX TEKYLLEeMY Nofb3oBaTento.
£ < l'\‘
= =]
Bobibe pute coobue Hue [ |
BrifepuTe coo6weHuE
Data AETOR CoofweHHe 0K
16.07.2014 16:38:00 BOMHAACIpaTOR EP @ —TecTl Cancel
17.07.2014 09:1%9:00 Eateiwes Masen & — aTEEeT
Cepressmd
17.07.2014 09:21:00 BEaTelwes MNagen & Z
CEpressny
&1/m| >

PucyHok 10. Bbi6bop coob6uieHus

4. BbibpaTtb hanirnbl, KoTopble ByAyT MCNONb30BaHbl ANSA CO34aHNSA pefakumMn BROXEHUS KapTOYKM
OOKYyMeHTa, 1 HaxaTb KHorky [OK] (PyucyHok 11).

Brifop snomessn m

[ Wabnon_Memopra HA Ladsx I

(n] 4 DTriiisa
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PucyHok 11. Bbi6op BnoXxeHU n3 cooodLeHus

[obaBneHHasa pepakuumsa byaeT oTobOpakaTbCd BO BCTPOEHHOM nNpeacTaBneHum obnactn BNOXEHWN nog
Bepcuen carina BnoxeHus.

111.1.3.4. Pa6oTa ¢ BnoxeHnamu B Beb6-uHTepcence cuctemMnl

[nsa npocmoTpa danna BnoxeHust npu pabote B Be6-nHTEPENCEe HYXKHO LLENKHYTb MO CCbIfKe Ha
cooTBeTCTBYOWMA bann  BrnoxeHna (PucyHok 12). BbibGpaHHbin dhavn (Hanpumep, dann c
pacwupeHuem .doc, .XIs 1 T.Mn.) NGO ckauMBaEeTCsl Ha NOKanNbHbIN ANCK (B MECTOMOSIOXEHNE, YKkadaHHoe
B HacTponkax ucnonbdyemoro 6paysepa), nocne Yero ero MOXXHO OTKPbITb U MPOCMOTPETb C MOMOLLbIO
COOTBETCTBYIOLLEro NpunoXxeHusi, nNn6o cpa3y OTKPbIBAeTCs C MOMOLLbI0 COOTBETCTBYHOLLErO
npunoxeHusi (Hanpumep, dannsl N3o6paxeHui Tuna .jpg, .png v 1.1.).

:—5-;{}_, Aobasute ':5-‘} H3meHuTe * ':5:‘% Yananute EE‘ CoxXpaHUTb = 2 DUATp ~ CJ
Hawmenosanue daina PacumpeHne Pazmep Bepcua Oara cozganua ABTOp KomMmMeHTaphi
— CopgepxaHue OoKyMEeHTa 23K
| & OopaboTKa O0KYMEHTE doox 23K Bepcua 1 02.12.2014 AOMmuHuCTpaTop Ceprei KOMMEHTAPMWIA
16:59:14 Bnaaumuposny

PucyHok 12. O6nactb BNoXeHU KapTOvKM JOKYMeHTa B Be6-uHTepcpeice

[ns cosgaHns Bepcun nnn pegakumm dpanna BroXeHus ¢ Tunom nctodHnka Konus npu pabote B
BebG-nHTEpPdENCE HYXHO:

1. Bbligenutb HeoBxoanMbIV OKYMEHT B 06nacTu BNOXEHWUIA N HaXaTb KHOMKY = 4 ([N3ameHuTBL))
(cm. PucyHok 12).

2. B Bbinagatowem cnucke BbibpaTth gerictene Cozdame eepcuro/Co3zdamb pedakyuio.

3. YcraHoBuUTb nepekntovatens McmoyHuk B 3HaveHue Konus. BoibpaHHbIN hann ckaumBaeTcs
Ha noKanbHbIN OUCK (B MECTOMOSOXEHUE, YKadaHHOEe B HAaCcTPOKMKax Ucnonb3yemoro bpaysepa),
0O 4YeM B OKHe pefakTMpoBaHus (haina nonb3oBaTento oTobpaxaeTcs COOTBETCTBYyHOLLEE
coobuwenne (PucyHok 13).

4. HeobxoaMmo BHECTM M3MEHEHMSI B CKadaHHbIA dain, COXpaHUTb ero Ha gucke M gobaBuTb
M3MEHEHHbIN hann B KapTOYKy AOKYMeHTa, BblbpaB ero ¢ nomolbld kHoMku [BbiGepuTe
cdrann] n Haxas kHonky [OK] (PucyHok 13).

5. TNpn HeOBXO0ANMOCTN MOXHO M3MEHUTbL Ha3BaHWe daina n BBECTU KOMMEHTAPWUIA.

B pesynbTate BbINOMHEHHbLIX AENCTBUN COXPaHEeHHas Bepcus Unn pefakuusa danrna BroXeHns
pobasunTca B 06nacTb BNOXEHWUN KAPTOYKM AOKYMEHTA.
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AoBaBMTe BEPCHED

METOUMHKME: NokansHEIR OMCK
Konua
Daln 3anyWweH Ha CKAYMBAHWE, OTPEAAKTURYVHTE, COXPAHWUTE
WEMEHEHWA HE OWCKE W BNOXMMTE B none dain

BruiGepure giainn | ®ain He Bwbpad

Malin

HazgaHwe

KoMMeEHTapWA

Ok OTMEHa

PucyHok 13. lo6aBneHune Bepcun danna BrnoxeHusi B Be6-uHtepcpeice

[ns pepaktupoBaHus 0oOaBnNeHHOW pedakumm unu Bepcum danna BNOXEeHUs OO0 BbIHECEHUS

peLLeHns npu paboTe B BEG-UHTEPdENCE HYXHO:

1. Bbligenutb Heobxogumbid chann B o6racTn BIIOXKEHUA M HaXaTb KHOMKY = 4 ([N3ameHUTL))

(cm. PucyHok 12).

B Boinagatowem cnucke Bblbpatb Pedakmupoeamb esioxeHue. BbibpaHHbIn - hann
CKkayMBaeTCA Ha noKamnbHbIW OUCK (B MECTOMOSIOKEHUe, YKa3aHHOe B HacCTpoWKax
ncnonb3yemoro Opay3epa), O 4YeM B OKHe pedakTUpoBaHus danna nonb3oBaTesnto
oTobpaxaeTtcs cooTBeTCcTBYOWEee coobueHne (PucyHok 14).

HeobxoomMmo BHECTU M3MEHEHMs1 B CKadaHHbIN doain, coXpaHUTb ero Ha amcke n AobaeuTb
M3MEHEHHbIN hann B KapTOYKy AOKYMeHTa, BblbpaB ero ¢ nomollbld KHOMkM [BbiGepuTe
c¢pann] n HaxaB kHornky [OK] (PyucyHok 14).

PenakTmpoBaTe BNOXEHMA

PeoakTupyeMoe BROXEHWE! BnoweHnel.doc Bepoua 1

Tafn 3anywed Ha CKAa4dWBAHKNE, OTRSAAKTURYATS, COXPAaHKMTE
W3IMEHEHWA HA AWCKE W BAOKKWTE B Nnone $ann
©ain —_—
Bribepute daiin | Pain He BriGpaH

Ok COTMEHA

PucyHok 14. OKHO pefaKTUpPOBaHUA BIIOXeHUSA

B pesynbTaTe BbIMNOMHEHHbIX AEVWCTBUN WM3MEHEHHbI dann BroxeHus pobasutca B obnactb

BIOXXEHWN KapTO4YKM OOKYMEHTa.

o
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111.1.3.5. ABTOMaTnyeckoe ¢opmMmupoBaHue BNOXEHUA [OOKYMeHTa Ha OCHOBaHUU

3anonHeHHbIX Nosien PermcTpaumMoHHON KapTOYKKU

[laHHOe fgelcTBME JOCTYMHO TONbKO B kKnNneHTe anst Bepcun MS WORD 2007 v Bbilwe.

Mpwn cosganunn kapToukm OPL, cnyxeGHom 3anucku, 3asiBKM U UCXOASLLErO JOKYMEHTA B KapTO4Ky
(B BUOE BNOXeHUs) MOXHO A06aBUTb nevaTHyo popmy AokymeHTa. OHa hopMmmupyeTca aBTOMaTUYECKN
Ha OCHOBaHWW NOSEN KAapPTOYKM AOKYMeHTa. [Ins 3Toro Heo6xoaMMo 3anonHUTL BCe obsidaTenbHble Nons
KapTo4yku, B TOM u4ucne, [obGaBuTb codep)XaHMe [OOKyMeHTa B TEKCTOBOE [MOofle Ha BKagke
CodepxamernbHasi Yacmb, HaxaTb kHoMKy = ([[MevaTb]) B kapTOyke AOKyMeHTa u BbibpaTh [MevaTb
no wabnoHny]:[[MpukpennTb Kak BRNoOXeHwe]|, B BbiMagalwllem cnicke BbiOpaTb LWAGMOH nevaTHOM
dopmbl gokymeHTa. OTKpoeTcsi chopmMmpoBaHHasa neyatHas popma gokymeHTa. B obnactu BnoxeHun
¢ Tunom CodeprkaHue 0oKyMeHma oTobpaxaeTcs chopMUpoBaHHasi nevyaTHasa oopmMa OOKyMeHTa.

Mocne pernctpauuy OOKyMeHTa, B 06racTV BIIOXEHWUI KOTOPOro COTPYAHMKOM Obina goGaBreHa
neyatHas copma [OOKYMEHTa, Peructpatop CMOXeT OGHOBUTb NeyaTHyl opMy, HaxaB KHOMKY

=l ([MevyaTb]) Ha nNaHenu [OENCTBMIA KapTOuKM [OOKyMeHTa W BbiGpaB geiictBue [OGHOBUTHL
nevatHyro ¢opmy] B Bbinagawwem cnucke. B pesynetate B nevaTtHyto dpopmy 6yayt gobasneHbl
HOMep 1 faTta perncrpauum.

11.1.4. CkaHupoBaHue JOKYMEHTOB

®PyHKLMM NPOCTOr0 CKaHMPOBAHWSA U CKAHUPOBaHWSA C MOMOLLBLO cneunanbHoro MO JoCTynHbI Kak B
KnueHTe, Tak 1 B Beb-nHTEepderice.

.1.4.1. CkaHMpoBaHue [OKYMEHTOB C NOMoLblo cneymnanbHoro MO

B obnactb BnoxeHun PK OOKyMEHTa MOXHO MOMECTUTb OTCKaHMPOBAHHbLIA W PaCNO3HAHHbLIV
OOKYMEHT, €Cnu K cucteme MnoakndeHbl cpeactea pacnosHaBaHua ABBYY FineReader Scripting
Edition 7.01.

YUT06bl OTCKAHMPOBATb AOKYMEHT HY>KHO:

1. B kapTouke gokyMeHTa HaxaTb kHoMNKy [Pacno3HaBaHue]:[CkaHupoBaTtb] (PucyHok 15).

B = Otnpaente no mapwpyTy | (I PacnosHasanie ¥

CKaHHWpOEaTE
MnopT

™ KoHduoeHUManeHo
[~ HNa

MHpopMayMa No AOKYMEHTY
KpaTkoe conepxaHie: HMox 2014 THM AOKYHEHTS! Wexoaswmi

cTaTyc: YHepHOBHK

MCnonNHWTENL: C
>( BuA AOKYMEHTa:
MoanNMcaHTeL:

o Cle AT LW

PucyHok 15. CkaHupoBaHue ¢ nomoLlbio cneuunansHoro MO
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2. Ha naHenu gencteun okHa FineReader BbIMONHUTL CKaHWMpOBaHME W pacno3HaBaHWE, HaXas
COOTBETCTBYIOLLNE KHOMKMU.

3. OtpepaktupoBaTb TekcT B FineReader, 4tobbl yCcTpaHWTb OLWLMOKM pacno3HaBaHus.

4. BepHyTbCsi 0OpaTHO B KIIMEHT U HaxaTb kHornky [PacnosHaBaHue]:[MUmnopT] Ha naHenwn
JEencTBun.

B pesynbrarte BbIMNOMHEHHbIX OEWCTBUMMA pPaCNO3HaHHbIN TeKCT ©OyaeT nomeleH B obnacTb
BNOXEHUN.

[na KoppekTHoro otobpa)keHus OTCKaHMPOBAHHOIO TEKCTa B KNMEHTe Heobxoaumo npoBEpUTb,
ncnonbadyet nu FineReader kupunnuyeckne wpudTbl NS 3anMcu pacno3HaHHOro Tekcrta. [nsa artoro
HY>KHO:

1. Haxogscb B FineReader BbinonHUTL KoMaHay MeHio <CepBuc>:<Onuumn>.

2. B nosiBMBWEMCA Ananore Hago BblibpaTb Bknagky dopmMamupoeaHue N HaxaTb KHOMKY
[WpudThl].

3. B nossuBwemMcs aguanore ykasaTb Kupunnudeckme wpudTbl (€CcriM OHUM He  yKasaHbl
no ymMon4yaHuio) ons Bcex WpndTos, ucnonbsyemoblx FineReader.

111.1.4.2. lNMpocToe ckaHnpoBaHue

®PyHKUMA CKaHMPOBaHUA OOCTYNHa Takke npu gobasneHnn BnoxeHns B PK gokymeHTa no kHomke
=% ([Do6aBuTb]) (cM. pasaen I11.1.3 PaBoTa ¢ BOXEHUSIMM).

[ns nony4yeHns nsobpaxeHnss HEOBXO0aUMO:

1. HaxaTb kHonky % ([lo6aBWUTb]) B 06nacTu paboTbl C BIOXEHUSIMU KAPTOUKM JOKYMEHTa.

2. BbibpaTb TMN nctoyHnka CkaHep (PycyHok 16).
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JoBasnenune dainos

McTouHme:

Tvn BNOMEHNA

NzobpameHne

Cranep

Hazsanue

KoMMeHTapui

" NokansHbld auck [ ne WYMONHEHWHDY
" BA "WabnoHb"

o Cranep

CoOspmaHve O0KyYMEeHTa

I- MNokazaTe Ananor ckaHepa

[D‘I'I'EHKM ceporo (8 BuT) v]

|A4 (210 x 297)

)

[T c aeyx cropon

CkaHwpoeaTk

[canosecan LDE 110

Ok J OTHMEHa J

x|

PucyHok 16. MapameTpbl ckaHMpPOBaHUSA

3. LlenkHyB no ccebinke CkaHep, BblOpaTb B OKHE «BbliGOp MCTOYHMKa» YCTPOMCTBO M3 CnmMcka
[oCTynHbIX B none CkaHep (PucyHok 17).

‘ BeiSop ucTournka i ﬂ

WeToyHmnkm:

HP Laserdet M1120 MFP TWAIN 1.5 (32-3]
TWAIN2Z Freelmage Software Scanner 2.1
WIA-HP CLJ CM2320 Scan 1.0 (32-32)

1l

PucyHok 17. BbiGop nctoyHuka
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4. YkasaTb napameTpbl CKaHUPOBaHUS.
5. Haxatb kHornky [CkaHupoBaTtb] (cM. PucyHok 16).
6. [Mpu HeobxooMMOCTH yka3aTb Ha3BaHWe U BBECTU KOMMEHTapUI B COOTBETCTBYIOLLUX MNOMSAX.

B pesynbrtate BbINOMHEHHbIX AeWCTBUA B obnactb BnoxeHun Oyaetr pgobasneH dhann
C n3obpaxxeHnem OOKyMeHTa.

MapameTpbl ckaHMpoBaHMsA onpeaensaoTcs AOMUHUCTPATOPOM CUCTEMBI ANs KaXKaon 6a3bl AaHHbIX B
COOTBETCTBYIOLLIEM HACTPOEYHOM AOKyMeHTe B Bl AQMUHNCTpUpOBaHue.

[1.1.5. 3apaHue npaB A0CTyNna K AOKYMEHTY

Ha Bknagke JJocmyn MOXHO ykasaTb CMWCOK COTPYAHWUKOB, UMEKOLWMX OOCTYN K OOKYMEHTY Kak
Ha NPOCMOTP — UmraTenu, TaKk WU Ha pedakTMpoBaHMe — PegmakTopw (€CNU peaakTMpoBaHue
OOKYMEHTa D,OI'IyCKaeTCFl).

.1.5.1. 3agaHuve npaB Ha NMPOCMOTP

,D,OCTyFI Ha NpOCMOTP AOKYMEHTa BCerga MMeroT aBTOp U COCTaBUTES1b JOKYMEHTA, , a Takxke
COTPYAHUKU C pOSiblo [Supervizor] wnn C ponblo [Extreme].

YToObI CCbOpMVIpOBaTb CMNCOK COTPYAHUKOB, UMEKLLKX npaBa Ha NPOCMOTP AOKYMEHTAa, HYXHO:

1. HaxaTtb KHOMKy " psagoMm ¢ nonem Yumamenu v BbibpaTb B nosiBuBwemca guanore ®N0O
HY>XHbIX coTpyaHukoB (U3 B[l CnpaBo4HuUK opraHusauum). [1na Bbibopa HYXXHOro 3Ha4veHusi
(M HECKOMbKUX 3HAYEeHWUN) LWENKHYTb MO BbIOPAHHOW 3anuMcyM NEBON KHOMKOW MbILUW.
BbibpaHHble 3anuncu nomedatoTca ranodkon. Ecnn 3annck BbibpaHa ownbo4vHo, Haao elle pas
LLEeNKHYTb MO HeW MbIWbIO — MOMeTKa CHUMeTCHA. Ecnn gocTyn Ha YTeHne AaHHOro AOKYMeHTa
HY)kHO [JaTb BCEM Mofb3oBaTensM, TO HeobxoouMo ycTaHOBWUTL dnar BudeH ecem.
Bo3moOXHOCTb faBaTb OOCTYN Ha YTeHMe OOKyMeHTa BCEM MOMb30BaTeNsM opraHm3auun ectb
B B[] TunoBble mapwpyTtbl ¥ B[] KaHuenspua, OI, MNP, lMopy4yeHus, CoBewaHus (B
KapTo4kax AOKYMEHTOB YCTaHOBWUTb AaHHylo onuuio mMoryT WcnonHutens (CoctasButens) u
Peructpatop pokymeHta). Ecnn yctaHoBneH cnar BudeH eceM, OOKYMEHT CTaHOBMUTCSH
AOCTYMNeH BCEM Mosib3oBaTensM, HO TOSNbKO NOCre perncrpaumm JOKyMeHTa.

2. Haxatb [OK].

11.1.5.2. UHdopmaumsa o peaakTupoBaHUn AOKYMEHTOB

B kapToukax [OOKYyMEHTOB Ha Bknagke Jocmyn oToGpaxaeTca MWCTOpUS peaakTUpOBaHWUS
KapToukun: nHdopmaums o PO coTpyaHUKOB, CO3OABLUMX M PEAAKTUPOBABLUMX KApPTOYKy, a Takke o
aaTe 1 BpemeHu pedaktmpoBaHus (Tabnuua 8). MIHopmauma 3aHOCUTCA Ha BKNagKy aBTOMaTU4eCcKn u
npegHasHavyeHa ToNbKo A4S NpocMoTpa.

B B[] CoBeluaHusa nctopusi pegakTMpoBaHWs KapTOYKM OTODpaxaeTcs Ha OTAeNbHOW BKNaake
Ucmopus pedakmupoeaHusi.

Ta6nuua 8. NMonsa Bknagku «JocTtyn»
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Mone OnucaHwue O/H Tun Cnoco6 3anonHeHus

Co30aHue [arta v Bpems co3gaHusa AOKYMeHTa, O txt ABTOMaTUYECKN Nnocne

a Takke ®NO aBTOpa COXpaHeHMUs KapTOYKM
N3meHeHus [aTa n Bpemsi npom3BeaeHHbIX H txt ABTOMaTHYECKN Nocne

nameHeHui, a Takke ®NO penakTopa penakTUpoBaHMs U COXpaHeHust

JOKYMeHTa KapTouKu
1.1.5.3. UHcopmaumnsa o6 nameHeHUU nonen B KApTovKax AOKYMEHTOB

Ecnn B pokymeHTax HacTpoek dyHkuMoHanbHbiXx 6a3 gaHHbix (B MpuHATMe peweHun, Bl
O6paweHuna rpaxgaH, B KaHuenspua), a Tawkke B TunoBble MapwpyTbl, B
Bl AaMuHUCTpUpoBaHue Ha BKnaake HacmpolUku npomokosiupoeaHusi yCTaHOBMeH dnar B none
lpomokonupoeamb u3MeHeHUe nosiel 8 Kapmo4ke OOKyMeHma, TO B KapTO4kax [OKYMEHTOB
oTobpaxaeTca Bknagka Mcmopusi pedakmupoeaHusi. V/ICTOpus M3MEHEHWst NOnen XpaHuTcs B
cooTBeTcTBYoWen bl NMpoTokon, 3agaHHON B AOKYMEHTE HAacTpOeK 0asbl AaHHbIX.

NcTtopua uameHeHuin nonem otobpaxaetrca B TabnunyHom Buge (Tabnuua 9). NHdopmauwms
3aHOCUTCA Ha BKIagKy aBTOMAaTUYeCKU 1 NpeaHa3HadeHa TOMbKO AN MpocMoTpa.

Ta6nuua 9. NMonsa Bknagku «Actopus pegakTUpoBaHUA»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Bpewmsi Bpems nameHeHusa nons H txt ABTOMaTMYECKN MPU U3MEHEHUN
Cepeep usmeHeHull CepBep, Ha kKOTOpoM Bbinn | H txt nonem kapTo4kn 0KyMeHTa, ecnv
BLINOAHEHb! M3MEHEHMNS B HacTpouKax I'IpOTé)KOJ'II/IpOBaHI/IFI
HKLMOHarnbHbIX 6a3 gaHHbIX
Umst nonss ampubyma Wma nona atpmnbyTta H txt yHKL A
ycTaHoBreH dnar
Codep)xaHue ampubyma CopepxaHue aTpubyTa H txt Mpomokonupoeams usmeHeHue
Cmapoe 3Ha4yeHue Crapoe 3Ha4yeHue nong H txt nonel e kapmoy4ke GOKyMeHma
Hoeoe 3HayeHue HoBoe 3HayeHue nons H txt

[11.2. 3anonHeHMe BcnoMoraTtesibHbIX 3KpPaHHbIX (hopm

BcrnomoraTenbHble ¢pOpMbl  UCMONb3YOTCA MNPU  3anoflHEHWM HEKOTOpbIX Monel KapTodek
[OKYMEHTOB (Hanpumep, Ans (hOpMUPOBaHUS NMyHKTa pesonouun B AokymeHTe B[ KaHuensipus vnu
npyu NOMELLEHUN OpUrMHana/konumn 4OKyMeHTa B 4ef0).

3anonHeHne nonen BcrioMoraternibHOM hopMbl NMPON3BOAMTCA aHanorM4Ho paboTe C KapTOYKON
AokymeHTa. [lonosiHuMTenbHO MOryT ObiTb  MCMNOMb30BaHbl  CleumnanbHble  KHOMKM U CCbINKN,
NpUCyTCTBYIOLLNE B hopme.

[11.3. Ucnonb3oBaHue gnanoros

MpyY WHMUMMPOBAHMM pa3NMYHbIX Onepauuin cucTtema MoxeT 3aTpeboBaTb OT Monb3oBaTens
noaTBEepPXXAEeHMS HaMepeHUn Uy BblaaTb COObLLEHME O pe3yrbTaTax BbiNofHeHWs onepauuu. Mpu aTom
Ha 9KpaHe 0TobpakaroTCs AMarnoru, B KOTOPbIX HEO6X0ANMO:

e nnbo BbIGpaTb OANH U3 NPEANOXKEHHBLIX BApNaHTOB;

e GO NoATBEPAUTL MONyYeHne MHpopmaLui.
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BBenenne B CUCTEMY Bo3moscnocmu konmexkcmuozo nepexoda

V. BO3MOXHOCTN KOHTEKCTHOrO nepexoaa

B cucteme peann3oBaHa BO3MOXHOCTb KOHTEKCTHOIO nepexona mexay ©asaMu gaHHbIX OT OAHOro
B3aMMOCBA3AaHHOIo AOKyMeHTa K ApyromMmy € NOMOLLbHO CCbIJ10K.

Hanpumep, ecnv B [OOKYMEHTE BCTPEYaAETCH CCbIfIKa Bxoaawwi W2 0037 & TO LWENYOK MO 3TOW
CCbIfIKE€ OTKPOET COOTBETCTBYOLLNIA LOKYMEHT.

B kapTouke fOKyMeEHTa Takke UmeeTcs Bknagka Cesi3aHHbIe QOKYMeHMbl, CoAepallasl B Nonsix
OcHoeaHue 1 CesizaHHbIe CNNCOK BCEX CBSI3aHHbIX OOKYMEHTOB. LLlenyok no Ha3BaHWIO CBSI3aHHOMO
AOKYMEHTa NO3BOSSIET OCYLLECTBUTbL Nepexos B KapTOvKy BblGpaHHOro gokymeHTa. [Mpu 3akpbiTUK 3TOM
KapTO4KM OCYLLECTBNSIETCA BO3BpaT B KapTO4YKy OCHOBHOTO [OKYMeHTa, Ha Bknagky CesizaHHbIe
OOKyMeHmMbI.

Mo kHonke [CBs3aTb] B none OCHOaHUE MOXHO MNpu HEoBXoAUMOCTU A06aBUTbL CBSI3aHHbLIN
[AOKYMEHT, KOTOpPbIN OyaeT SABNATbCA OCHOBaHMEM ONS TeKywlero nokymeHTta. Mo kHonke [BHewwHss
CCbIfiKa] eCcTb BO3MOXHOCTb 406aBNsATb BHELLHNE CCbISIKU Ha pecypcbl ceTu MHTepHeT.

I'Ipvl HannMynn y AoKyMmeHta CBA3aHHbIX AOKYMEHTOB UM BHELLHUX CCbIJIOK B BEPXHEM J1€BOM Yyrny
KapTO4YKM OOKYMEHTOB OT06pa)KaeTCFI NpU3HaK «ECTb cBA3aHHbIE OOKYMEHTbI».

B kapTouke nopy4yeHusi, CO34aHHOro Mo AOKYMEHTY-OCHOBaHWMIO, Takke OTObOpaxaeTcs ccbinka Ha
3TOT [OOKYyMeHT. [lo CcCbiike MOXHO OTKPbITb UM MPOCMOTPETb [OOKYMEHT-OCHOBaHue. B kapTouke
[l04EepHEro nopy4eHns Takke oTobpaxkaeTcsl CCbifika Ha PoaUTENbCKOE NOpPYYEHUE, MO KOTOPOWM MOXKHO
OTKPbITb MOPYYEHNE-OCHOBaHNE Ha MPOCMOTP.

B kapTouke npoTokona oOToOpa)aeTcsi CCblflka Ha KapTOuKy COBELLaHWUsi, M3 KOTOpPOM Obin
chopMUPOBAH AaHHbI NPOTOKON.
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BBenenne B CUCTEMY ,ZIO”OJlHumefleble Memoovl Copmupo6éKu ChUCKoe

V. ononHuTenbHblie MeTOAblI COPTUPOBKU CMUCKOB

B npouecce 3anoJiIHeHUA pdaa nonen B 0asax AaHHbIX CUCTEMbI MCMOJIb3YKOTCA pa3rinyHbie
BCnomMoraTtesibHble CMNUCKN. CNUCOK BHELWHMX KOHTpPAreHToB, CMNCOK non,pasn,eneHMVl npeaonpuaTua,
CMNNCKKN KIto4eBblX CIloB.

Ecnu cnuckn cogepxaT Gonblioe KONMMYECTBO 3anmnceir, MOXXHO BOCMONb30BATbLCS PasfNYHbIMU
peXumamMuM OTOOpaXeHusi crucka (Hanpumep: CMAMCOK OTCOPTMpPOBaH Mo  andaBuTy, CAMCOK
OTCOPTMPOBaH MO CTPYKTYpe OpraHu3auunu, 3apaHee NoAroTOBMEHHbIE CMIUCKM pacCbifiki K T.0.). B aTom
criy4ae HernocpeaCTBEHHO Haz CNMCKOM pacronaraeTcs Cebinka:

e >>p10 anghasumy,

e >>110 cmMpyKmype,

e >>CIUCKU PaccblyIKU;

e >>Crnucok KoHmpaz2eHmos,

e >>KonmpazeHmsl o anghasumy.

[Nsi nepekntoyeHns Mexay pexxmmammn oTobpaxeHnst cnucka cnegyeT HaxaTb Ha HY)XKHYH CCbISIKY.

Kpome Toro, B B[l CnpaBOYHMK OpraHumsauuMm ecTb ABa UUKINYECKMX MNpencTaBrieHus:
Kanuensipuu: Ilo umenam 1 Kanueasipum: Ilo crpykrype.

MoXHO nepenT U3 oOHOro npeacraBneHna B ApYroe, UCMNoNb3ysa CCbINKY Ha naHenu OencTBUN:
HY)XHO YCTaHOBWUTb KypCcOp Ha AOKYMeHTe B OOHOM MpeacTaBfeHun, 3aTteM MepenTn no CCblfike
Ha gpyroe. Mpy 3TOM KypCcop OCTaHETCS Ha 9TOM Xe JOKYMEHTE.
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Beenenue B cucremy Houck ooxymenmog

VI.Monck AOKyMeHTOB

VI.1.MonHoTeKCTOBbIN NOUCK

UTobObl OCYyLEeCcTBUTL MOSTHOTEKCTOBLIM MOUCK B 6asax [AaHHbIX, HeobXxoauMO BbIMOMHUTL
cnefylowime aencTeus:

1. OTKpbITb 6a3y AaHHbIX, B KOTOPON HAaXoAUTCS UCKOMasi MHGopMauus.

2. HabpaTtb 3anpoc B MOMCKOBOW CTPOKe, M HaxaTb Ha kHonky [HawmTtu] wnu knaesuwy Enter
(PucyHok 18).

B pe3ynbTtaTte B obnactu npocMoTpa 6y[J,yT 0T06pa)KeHbI BCE NOKYMEHTbI, OTBEe4aroLllne ycrnosnam
3anpoca.

‘-k 255 pesynsraron, " bex 8 “Boe aoxymMen T, OTBEMNT YONODmEM NoMcEs ) Mpounaescnposar
Mowce I"C :nupxa{ Hasitm | OumcTHTs pasynsTaTe | <] »] P TR T EneG
e Suoecedme ara Cramnc Noanwcanmsl HenanmeTens Omercioernmd
DANVC TR hd

*v BA/GRE Nponepa 07082014 Foron K crmcasnen Apmmmcrparop B Ampaswciparop b -
porwc ipecss 4 o poro

v B5/888 Nposepxs nocrynax  07.08 2014 Foros k. cowmcaseso  Kauxos Aprmncrparop 6 Ampmswecpatop b
AOKYMENTY NOWCIHTE © acro Baagwmep

PucyHok 18. NonHOTeKCTOBbIN MOUCK

[ns ounctkn pesynbTaToOB Moucka HeobxoaumMo HaxaTb Ha KHOmMKy [O4uMcTuUTb pesynbTaThbl]
Ha naHenu gencTeun.

[Ona nepemelleHna pesynbTaToB MOUCKA WCMNONb3YIOTCHA KHOMKK L]l [Hazap] v [Oanee]
Ha NaHenwn OencTBUN.

VI1.2.BbICTpbIW NOUCK Ha (MaBHOMU CcTpaHuLe

B BepxHel 4actu [NaBHOM CTpaHWMUbl CUCTEMBbI pacnonaraeTcss CTpoka ObICTporo nowcka,
C MOMOLLIbIO KOTOPON MOXHO OCYLLEeCTBUTb ObICTPbIN MOMCK OOKYMEHTOB B (PYHKUMOHANbHbBIX MOAYNAX
cucTeMsl, a Takke B B[] CnpaBoYHMK opraHusauum u 5[] BHewHune agpecatbi’.

Ons ocywlecTBieHna noucka OOKyMeHTOB HeobxoOMMO CroBO MNn cbpasy ana nouncka (J'II/I6O
LUTpUX-Koa D,OKyMeHTa) BBECTW B nosre BBOoOa CTPOKU 6bICTpOFO NONCKa N HaXaTb KrnaBully Enter unn

Q, y
kHonky % ([Mowmck]). MNMocne aTtoro cuctema HarWgeT OOKYMEHTbl, YAOBMETBOPSIOLINE YCIOBUIO, U
BblBEET Ha SKPaH CMMCOK CCbINOK Ha 3TW JOKYMEHTbI Mof, CTPoKown rnoucka (PucyHok 19).

T

T
34
44

! lMepedyeHb 0as, B KOTOPbIX OCYLLECTBASAETCS NOUCK C [MaBHOWM CTpaHULbl, a Takke BO3MOXHOCTb ObICTPOro
noncka B B[] CnpaBo4yHuK opraHmsaummu n B[l BHelwHue apgpecatbl, 3a4aeTcs B NIMYHbIX HACTponkax [MaBHOWM
CTpaHuubl.
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Beenenue B cucremy Houck ooxymenmog

PucyHok 19. BbICTpbI Nonck
LLlenykom no ccbifike Ha HY)XKHOM AOKYMEHTE MOXHO OTKPbITb €ro Ha MPOCMOTP B UCXOoOHOW Gase

OaHHbIX.

HaxaB Ha KHOMKy jjﬁ ([PacwmpeHHbIN]), MOXHO nepenTn B Bl Mouck, B KOTOPON BbINOMHSETCA
MOMCK JOKYMEHTOB MO 3a4aHHbIM NapameTpam.

V1.3.PaclumpeHHbIn nouck

[na pacwmpeHHoOro novcka AoKymeHTa ¢ ucnonb3oBaHnem B[ Mouck Heob6xoomMMo BbINOMHUTB
cnegylowme oencTeus:

1. WenkHyTb Ha npeacTtaBneHumn Mouck B ob6nactn Hasuraumm 6asbl AaHHbIX (MM HaXaTb KHOMKY

33 ([PacwupeHHbIN]) Ha [NaBHOW cTpaHuue), 4Tobbl oTKpbITh B Mouck.

o,
2. 3anonHuTb Nons 3anpoca Ha NoucK AOKYMEHTOB U HaxaTb KHONKy % ([[Mouck]), cM. oOKyMeHT
«Jlornka ECM. C3[1-OC-8-CnyxebHble 6a3bl JaHHbIXY.

B dyHKUMM pacLuMpeHHOro noncka npeaycmMoTpeHa BO3MOXHOCTb Novcka AOKYMEHTOB, B 06paboTke
KOTOPbIX NPUHMMAanu y4actme COTPYAHUKW, BNOCNEeACTBUN yBoreHHble. [ins atoro B B[ Mowuck npu
3anofiHeHM NnapameTpoB Nowcka, NpegocTaBnsaeTcs Bbibop yBONEHHOro COTpyAHMKa

B CnpaBo4YHMK opraHm3aumn. BeiGop yBONEHHbIX COTPYAHWKOB AOCTYMNEH NPW 3anofnHEeHUN
cnegyowmx nonen nomckosoro 3anpoca B b1 Mouck: Ucnonnutens, MoanucanT, Agpecar,
KoHTponep, YTBepxaatowmi, OT koro (3asBeka), MNonyyatens, Komy (npu Beibope agpecarta u3s
BHYTPEeHHero cnucka), MNone3osaTenu.

Vl1.4.NMouck B Be6-uHTEepcdence

UT06bl OCyLLECTBMTL NMOUCK JOKYMEHTOB MO KIOYeBbIM clioBaM B Beb-uHTepderice, Heobxoanumo
BbIMOSHUTL CrieayoLimne AencTBUS:

1. OTKpbITb 6a3y AaHHbIX, B KOTOPOW HAXOAUTCA UCKoMasi MHGopMaLnA.

2. HaxaTb KHOMKy o ([Mowmck]) Ha naHenn NHCTPYMEHTOB.
3. OTKpoeTCs OKHO noucka.

4. Habpatb 3anpoc B MOMCKOBOW CTPOKE U HaxaTb KHOMKy [HanTw].

B pesynbTate B obnactu npocmoTpa byayT oTobpaxeHbl BCe JOKYMEHTbI, OTBEYAIOLLME YCIOBUSIM
3anpoca.

[ns o4ncTkn pesynbTaToB Noucka HeOBXOAMMO HaxaTb KHOMKY (‘& ([OuncTnuTb pesynbTaThbl])
Ha NaHenwu OencTBUN.
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VIl. 3apaHue npaB gocTyna K rpynne QOKYMEHTOB

Cuctema npefoctaBngeT co3gaTento JOKYMEHTOB BO3MOXHOCTb yNpaBneHnsa KOHTponem goctyna
K OTAEeNbHbIM JOKYyMeHTaM unu rpynnam gokymeHtoB B B[] BHelwHue agpecatbl 1 B[] CnpaBo4YHUK
opraHu3auum (TOSIbKO B OTHOLLUEHUN NMUYHBIX KapTOYeK).

MNepBoHayanbHasa ycTaHoBKa MpaB AOCTyna K JOKYMEHTY NMpou3BoauTcs Ha Bknagke KoHmposib
docmyna B npouecce co3haHus KapToyku. MommMmo 3TOro cuctema npedocTaBhsieT NOMb30BaTENHo
BO3MOXXHOCTb M3MEHSTb NpaBa JOCTyna COTPYAHMKOB K rpynnam AOKYMEHTOB 6e3 OTKpPbITUS KapTOYKM Ha
penakTupoBaHue.

®opMmpoBaTh CNNCOK PegakTOPoOB MOXET TONbKO COTPYAHUK C OCTYNOM Ynpassstomysz K JaHHON

BA.

Ans Toro 4To6bl NPUCBOUTL MPABO PEAAKTUPOBAHUA OOKYMEHTOB Kakow-nvbo rpynne nvy (Mnu
OZHOMY NULLY), HYXHO:

1. Bblgenutb B obnactu npeactaBneHust 6asbl OaHHbIX HYXHbIA  JOKYMEHT MWnu  rpynny
[LOKYMEHTOB.

2. Haxatb kHoOMKky [KoHTponb poctynal:[YcTaHOBUTbL CNUCOK penakTopoB] Ha naHenu
AencTeun.

3. B gmanore «YcraHoBKa Cr1cKa peaaKkTopoB» OTMETUTb COTPYAHWKOB, KOTOpbiM 6yageT gaHo
NpaBo BHOCUTb U3MEHEHNS B JOKYMEHT (rpynny JOKYMEHTOB).

4. HaxaTb [OK]. B pesynbTaTe 3TON onepauuun cneuunanbHbI areHT npou3BoauT oBHOBReHue
crnucka peakTopoB Ha Bknaake KoHmposb docmyna BO BCEX OTMEYEHHbIX OKYMEHTaXx.

[ns no6aBneHns HOBbIX COTPYAHMKOB B CMUCOK peaKTOPOB:

1. Haxatb kHorky [KoHTponb poctynal:[[lo6baBuTb B CNMCOK peaakropoB] Ha naHenu
AENCTBUN.

2. B pguanore «[Jo6aBneHne B CNUCOK PeaaKkTOpOB» BbiOpaTb HYXHbIX COTPYAHWKOB U HaxaTb
[OK].

YT06bl yaanutb COTpYAHUKA (MNN cpasy HECKONbKMX) U3 CNMCKa PeAaKTOPOB AOKYMEHTOB:

1. Haxatb kHorky [KoHTponb poctynal:[Yoanutbe U3 cnucka pepakTtopoB] Ha naHenwu
AencTeun.

2. B agnanore «YaaneHue 13 cnucka peaakTtopoB» BblOpaTb HYXXHbIX COTPYAHMKOB M HaxaTb [OK].
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VIIl. NMeyaTb KapTO4YeK AOKYMEHTOB, KOHBEPTOB, HaKIleeK n

AOKYMEeHTOB

VIIIL]. MeyaTb KapTO4YeK AOKYMEHTOB MO LWAGNOHY

B B KaHuensapusa, O, Nopy4eHus, MNP, CoBewaHusa, OnepatuBHoe xpaHeHue n ApxMBHoOe
XpaHeHue NpeaycMoTpeHa BO3MOXHOCTb BbIBOAA Ha NevaTtb pasfnnyHbiX NnevyaTHbIX opM, Co3aaHHbIX B
B WabnoHbl (NneyaTHble POPMbl JOKYMEHTOB, PEECTP HOMEHKNATypbl AeN, aKTbl HA YHUUTOXEHME U
neyaTHble POPMbl BHYTPEHHEN ONUCU OOKYMEHTOB B Aene, NUCTbl PacCbifikKi U O3HAKOMITEHUS!, TUCTbI
cornacoBaHus, U NoANMCaHMA U T.M.).

,D.J'IFI BbilBOO4A HaA nMeYaTb HeO6XOﬂMMOVI neyaTHomn (bOprI H606XOD,VIMO HaXaTb KHOMKY

= ([MevaTb]) B KapTouke AOKyMeHTa M BbibpaTh [MeyaTb no wabnoHy]:[BbiBecT Ha 3KkpaH] B
BbiNagaroLlem crimcke. B gnanoroBom okHe «[levatb no wabnoHy» BbiGpaTb HEO6X0ANMBIN WABNOH AN
neyaTn N Haxartb KHornky [OK].

MoXHO BbIBECTM Ha nedvaTb 6e3 npeaBapuTeEnbHOrO MpocmoTpa, BblibpaB nyHKT [HanevaTtaTtb

Ha NPUHTepe] B BbiNagaroLLEM CIUCKE.
[OKyMeHT nevaTaeTcsi CO LUTPUX-KOAOM TOSbKO Mpu BblIGOpe NyHKTa BbiNagatoLLero cnucka
[HaneuyaTatb Ha npuHTepe].
[ns neyatn WTpUX-Kkof4a Ha AOKYMEHTE HEODXOAMMO, YTOObI B HACTPOEYHOM JOKYMEHTE
cooTBeTCTBYIOLEN 6a3bl AaHHbIX B Bl AAMUHMUCTpUpoBaHue (Ha Bknagke JonosiHumesibHo) Obin
ycTaHoBneH cnar lfe4amameb wmpux-kod Ha GoKkymeHme. Bud wmpux-koda (NonHbln 1nm

COKpaLLEHHbI) 3aBUCUT OT YCTAHOBMNEHHOrO napameTpa Bud wmpux-koda B 3Ha4YeHue
IMonHbii/CoKkpauwjeHHbIl COOTBETCTBEHHO.

MeyaTb peecTpa HOMeHKNATypbl Aen ocyliecTBnsieTcss no kHorke L ([Mewate HAO]) B B[
OnepaTtMBHOE XpaHeHMe.

VIII.2. NMNe4yaTtb KOHBepTa

B B KaHuenapua n B[ O npegycmoTpeHa BO3MOXHOCTb BbiBO4a Ha MNeyaTb KOHBepTa Mo
Bbl6paHHOMYy ¢hopmaTy. B cucteme co3gaHo Heckonbko oopMaToB KOHBEPTOB, KOTOPbIE XPaHATCS B
B Wa6noHbl 1 MOryT ObiTb MCMONMb30BaHbI ANS NevYaTt KOHBEPTOB MCXOAALLEro JOKYMEHTa U oTBeTa
Ha obpalleHue.

Ona nevatu KOHBEpPTa HenocpeaCTBEHHO M3 KapTO4YKM OOKYMEHTa HeobxoaMmo HaxaTtb KHOMKY

b ([MevaTtb]) B KapTOuKe ucxoadLero gokymeHta/otseta Ha Ol u BbibpaTh [MevyaTtb koHBepTa):[lMo
WwabnoHy] B BbiNagarLwem Crmcke.

[nsa neyaTn kKOHBEPTa M3 NpeacTaBneHns HeobxoaMmMo BblGpaTh B NPeACTaBeHUN Te JOKYMEHTHI,

KOHBEPTbI NS KOTOPbIX HYXHO HamneyataTb, U HaxaTb KHonky = ([Me4aTb]) u BbiGpaTh [MeuaTb
KoHBepTa]:[Mo wabnoHy] B BbiNagatoLLeM Crncke.
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Mo>HO BbIBECTM Ha ne4yatb 6e3 npeaBapuTeribHoro nNpocMoTpa, Bbl6paB NYHKT [HaneanaTb
Ha anHTepe] B BbinagakoLleM Crincke.

VIII.3. MeyaTb WTPUX-KOAA HA AOKYMEHTE U Ha HaKreuke

HacTtpoiika neyaTtn onucaHa B gokymeHTe «Jlormka ECM. C3[] — PykoBoACTBO agMUHUCTpATOpar.

W3 npeactaenenmn B4 MNP, B[] KaHuenspua v 51 OI' MoxHO pacneyaTtaTb LWTPUX-KOL AOKYyMEHTa
Ha crneumanbHOM NPUHTEpPE Af1s NeYaTn Hakneek MnNu Ha camoM OOKyMeHTe. 3Ta Hakrenka co LUTPUX-
KOAOM MOXeT OblTb HakneeHa Ha opurnHan JOKYMeHTa AN AanbHeWWero CkaHMpoBaHnsa n obneryeHuns
ero ganbHenwero noncka u AeHTUrKauum B CUCTEME COOTBETCTBYIOLLIErO SNIEKTPOHHOIO JOKYMEHTA.

Ecnu B HacTpomkax dyHKkumMoHanbHoW 6asbl AaHHbIX (Bknagka lMeyamb HaksieeK OOKYMEHTa
HacTpoek B B[] ABMUHMUCTpUpOBaHMe) ykaszaH NpUHTEP Hakneek (3HaveHue nonst NpuHmep Hakneek
ycTaHoBneHo B TSPL wnn EZPL), To nevaTb WITPUX-KOO4A OCYLLECTBISIETCA HA NPUHTEP Hakneek. [Mpu
3TOM BblgaeTcs coobLieHne 0 TOM, YTO neyaTb WTpux-koga byaeT npomsBeaeHa Ha NpYHTEpPe Hakreek.

Ecnn B HacTpomkax nNpUHTEP Hakneek He YykasaH (3HadyeHwe nonga [lpuHmep Hakneek
ycTaHoBneHo B Omcymcmeyem), TO nevyaTb LUTPUX-Koga Npou3BoAUTCS Ha camoM AokymeHTe. [Mpu
3TOM BblgaeTcsa cooblieHne O TOM, YTO ANdA nevaTtu WTpux-koga HeobBXO0AMMO BCTaBUTb OOKYMEHT B
npuHTep. B OuanoroBoM OKHE HYXHO BblOpaTb pacrnonoXeHue LWTPUX-Koaa: CBepXy WU CHU3Y
OOKyMeHTa.

[na neyaTn HakNervkn HeNnoCpPeACTBEHHO U3 KapTOYKM AOKYMeHTa HeobXOAMMO HaxaTb KHOMKY
= ([MevaTb]) B KApPTOUKe AOKyMEHTa 1 BbIGpaTh NyHKT [MeyaTb WTpMx-koaal.

[lna ne4aTu Haknewnkn u3 npeacraBneHns HeobxoaMmo BblGpaTh B NpeacTaBneHnn Te LOKYMEHTbI,

HaKrnenkn Ha KOTopble HY)KHO Hamne4vaTaTb, U HaxaTb KHoMKy = ([Me4aTb]) 1 BbIGpaTh [MevaTb WTpUX-
KoAaa] B BbiNaatoLLeM CrMCKe.
Cuctema npenocrtaBndeT BOSMOXHOCTb HaCTpOI7IKI/I aBTOMaTUYECKOW nevaTu LITPpUX-KOo4a Ha
OOKYMEHTE NpW ero peructpaumm ons crnegyoLwmx TUNnoB JOKYMEHTOB: BXoAsLWMiA, obpalleHne, OP[,
1 Aoroeop. HaCTpOIZKVI aBTOMaTU4YECKOM NevaTu LUTPUX-KOA4a OCYLLECTBIIAKTCA B

B AaMUHUCTPUPOBaHME B JOKYMEHTE HaCTPOEK COOTBETCTBYIOLLEN (DYHKLMOHaNbHoOM 6a3bl
AaHHbIX.

VIIlL4. lNMeyaTb AOKYMEHTOB Ha noanucb/paccMoTpeHune

M3 npenctaBneHun Ha mopmmucsr M Ha paccmorpenme B[] KaHuensipyus MOXHO pacneyaTaTb
OOKYMEHTbI, Haxogswmecss B crtaTycax «Ha nognucaHum» u «Ha paccmMoTpeHum», Ha MNoAnuCb
N paccMOTpeHUEe COOTBETCTBEHHO.

YT0bbI pacnevatatb JOKYMEHT Ha NOAMUCH, HEOOXOAMMO BbIAENUTbL AOKYMEHT B NpeacTaBneHun
Ha noanucs:He pacnmeuyaTtansl Ha moamuch, HaXaTb Ha MaHenu pgenctsum kHonky [Pacnevartatb
Ha noAnNucb] 1M NOATBEPAUTL BLIMOMHEHME onepaumy B NMOSIBUBLLEMCSI Ha 3KpaHe OManoroBOM OKHE.
Ha akpaHe oToOpasuTtcsa nevatHas ¢dopma AOKYMEHTa, a KapTodyka AOKymeHTa OygeT oTtobpaxaTbcA
B I'Ipe,EI,CTaBJ'IeHVIVI Ha nozmucr,:PacneanaHbl Ha NMOAIIUCH.
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UTtobbl pacneyataTb LOKYMEHT Ha pacCMOTpeHue, HeobXxoaumoO BbIAENUTb  OOKYMEHT
B npeactaeneHmn Ha pacemorpenue: Hepacneyarannbie HA paccMOTpeHHe, HAXaTb HA NaHenn AencTBuN
kHonky [PacneyaTtaTb Ha paccMoOTpeHue] U NoATBEPAWTb BLINOMHEHVME Onepauun B MOSIBUBLLEMCS
Ha 9KpaHe [OuanoroBoM oOkHe. Ha akpaHe oToBpasuTcs nedyatHas dopma [[OKyMeHTa, a KapTodka
AoKymeHTa OygeT otobpaxaTtbes B npegctasneHn Ha pacecmorpenune:PaceyaTanbl HA pacCMOTpPEHHE.
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