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OyHKIHOHATBHBIE MOACHCTeMBbI. O0CyxKIeHns O basze oannbvix

. O 6a3e gaHHbIX

[.1. O6waa nHcdopmauus

B O6GcyxpeHus npegHasHayeHa AN CO34aHUSA CBSA3@HHbIX C JOKYMEHTOM U He CBSA3aHHbIX
(cBOBOAHbIX) 0BCYyXOeHUN, T.e. NpeacTaBnsaeT cobon cTaHaapTHLIN POpyM C APEBOBUAHON CTPYKTYpPOM
BETOK 06CyXaeHus1.

®PyHKUMOHanNbHbIE BO3MOXXHOCTK B[] O6CcyxaeHus:

1. CospgaHue Tembl B B[] O6cyxaeHunA.

2. Cosganue oTBeTOB No obwen Teme B b1 O6¢cyxaeHus.
3. MMoanucka Ha obHOBMNEHWA.
4

OTtnpaBka cooOLLUEHMsT M3 KapTOYKM AOKYMEHTa OPYroMy COTPYOHUKY, Takum obpasom,
co3gaB TeMy OOCYXOEHWUs U NPeAoCTaBMB agpecaTy COOOLeHMsa OOCTYyN K AOKYMEHTY Ha
YPOBHE uMTaTens, ecnu ero B 4ocTyne He Obino.

5. Cosganne B B[] O6GcCcyxaeHus OTBETOB Ha COOOLLEHUS, OTNPAaBIIEHHbIX U3 KAPTOYKK
AOKYMEHTA.

6. CosgaHue TeMbl 06CYKAEHUS B KAPTOYKaX JOKYMEHTOB.
7. CosgaHve OTBETOB MO TEME B KapTOYkax AOKYMEHTOB.

8. [obGasneHue BMOXeHUN n3 OOCYXOEHWA B KAPTOYKM AOKYMEHTOB COrfnacylolmmu npu
co3gaHun pegakunmn danna BnoXeHus.

9. BO03MOXHOCTb OrpaHu4YeHust 4ocTyna k Teme obCyxaeHust.

[.2. O630p npeacrTaBneHun

O6nacTtb HaBurauuun B[] cogepxuT cnegyowme npeacrasnenuns (Tabnuua 1).

Ta6bnuua 1. NpeacraBneHus B O6¢cyxaeHns

HanmeHoBaHune OnucaHue
AJIMMHHCTPHPOBAHME CoepXuT BIIOXXEHHbIE MPEACTaBEHUS AN HACTPOWKM 6asbl AaHHbIX
Bce coobmenust OTobpaxaloTcs JOKYMEHTbI, cogepxalumecs B 6a3e gaHHbIX
Ilo aBTOpY OTobpaxalTcs 06CyXaeHUsl, CrpynnMpoBaHHbIE MO aBTOPY TEMbI
Ilo kaTeropuu OTobpaxalTcs 06CyXAeHUs, CrpyNNMPOBaHHbIE MO KAaTEropUsaM TeM
Mo noxymeHTam OTobpaxatoTcsa 06CyKaeHusl, Co3gaHHble Mo JOKYMEHTaM B (DYHKLMOHATbHbIX

6a3ax (b KaHuenspusa, O6paweHuns rpaxaaH, MpuHATHe pelueHun,
CoBewaHusi, HopmaTuBHbIe JOKYMEHTHI), @ Takke no nopyyveHnsam (b
Mopy4eHust) n KOHTpareHTam (opraHu3aumsm n punmanam, b1 BHewHune
agpecarbl).

MpeacTaBneHve AOCTYNHO AOMWHUCTPATOPY CUCTEMbI U MONBb30BATENIO C POSbIO
Supervisor, ycTtaHoBrneHHow B ACL 6a3bl.

Kop3una OTob6paxalTcs yganeHHble n3 6asbl TEMbl U BETKN 00CY)KOEHUN
CnpaBka VMcnonb3yeTcs gnst nepexoga K cnpaeke no pabore ¢ 62301 JaHHbIX
O 0aze Mcnonb3yeTcs gnst nepexona K OCHOBHOW MHpopMaumm no gaHHon 6ase
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[.3. OnucaHue ncnosib3yemMbiX 3Ha4YKOB

Kaxxabii gokymeHT B B[l ObcyxaeHMAa nomeyaeTcsi 3Ha4KoM, OTODpaXKatoLwmm ero COCTOSIHNE UMK
coaepxaHue.

Tabnuua 2. 3Haukun B[] O6¢cyxaeHunsn

3HayvoK OnucaHue
& Hanuuve dpanna BnoxeHnsi B JOKYMeHTe 06CcyaeHus
] [okymeHT 06Cy>KaeHMs C OrpaHNYeHHbIM JOCTYNOM
=3 CoobLeHus, co3gaHHble U3 KapTOYEK AOKYMEHTOB (PYyHKLUMOHAmNbHbIX 6a3 AaHHbIX, NO KHOMKe

[RononHutenbHo]:[OTnpaBuTb coobleHune] (B KaHuensapus, O6palleHus rpaxaaH,
MpuHATue peweHui, CoBewaHus, HopMaTuBHbIe BOKYMEHTHI), a Takke no nopydeHunsam (b
MopyyeHus)




OyHKIHOHATBHBIE MOACHCTeMBbI. O0CyxKIeHns Hacmpoiiku 6a3el 0annvix

Il. HacTponkun 6a3bl AaHHbIX

HacTtponkn B[ O6cyxaeHua npousBoadTcs B COOTBETCTBYHLLEM [OOKYMEHTE HaACTPOek
B B[] ABMUHUCTpUpoBaHuUe.

[ns ncnonb3oBaHna dyHKUMOHaNa obCyXOeHUN MO AOKYMEHTY (DYHKLMOHanbHOW 6asbl AaHHbIX
(B KaHuensapwuna, O6paweHus rpaxgaH, NMpuHaTtne peweHun, CoBewaHusa) HeOOX0QMMO B KapTOUKe
TMNOBOrO Mpouecca COOTBETCTBYOLWEro Buaa gokymeHTa (B B[] TunoBble MapLlupyTbl) YCTaHOBUTb
dnar Paspewums obcyxdeHue OOKyMeHmMa.

[ns wvcnonb3oBaHWs YyHKUMOHana obcyxaeHni no nopydeHuam (B TMMopyyeHusa) wu
HOopMaTMBHbIM OOKymeHTam (Bl HopmaTuMBHble AOKYMEHTbl) HEOOXOOAMMO B [JOKYMEHTE HacTpoek
COOTBETCTBYIOWEN ©a3bl gaHHbIX (B B AamuHucTpupoBaHue) Ha Bknagke JononHumesibHO
yCTaHOBUTb donar Bk1o4Yumb 03MOXHOCMb 06CYXO0eHUs1 O0OKyMeHma.

Ans vcnonb3oBaHus yHKUMOHana obCyXAeHWn MO BHELWHMM agpecatam (opraHvsaumsiMm u
dunmnanam, b1 BHewHue agpecaTbl) HEOOXOOMMO B OOKYMEHTE HACTpPOEK COOTBeTCTBytowen 6asbl
AaHHbix (B B AgmuHucTpupoBaHue) Ha Bknagke Hacmpoiku B[] yctaHoBuTb dnar Bkmrovyums
803MOXXHOCMb 06CY)XOeHUs1 opa2aHu3ayuu.

[I.1. HacTpounka ypoBHeun goctyna

OnTumarnbHble HAaCTPOWKN AOCTYNa YXKe 3aaHbl NPy YCTAHOBKE CUCTEMbI M UBMEHATL UX 6e3
HeobXxoaMMOCTU He crefyeT.

HacTtponka goctyna Ha 4EeNCTBUA C AOKYMEHTaMM NPOM3BOANTCS agMUHUCTpaTopamu B Tabnuuax
Ynpasnenusa foctynom (Access Control List, ACL) 6a3bl JaHHbIX.

PekomeHayembIn 4OCTYN MO YMOMNYaHUIO: ABTOP C HOPAaBOM COBHAHUSI LOKYMEHTOB.

Tabnuua 3. Ponn B Bl

Ponb PyHKUUMU

[Admin] lMo3BonseT ocyLecTBNATb HACTPONKY NapamMeTpoB CUCTEMbI (4OCTYN K 6roky
npeacTaBneHuin AiMUHHCTPUPOBaHue), MPOCMaTpmBaTh BCe AOKYMeHThl B B/, B ToM
yucne, npegcrasnenue b o nokymeHTam

[Supervisor] Monb3oBaTernb, UMEILLMIA [OCTYN K Nepenucke no AOKYMEHTY Ha BKNaake
O6¢cyx0eHust B KapToyKax JOKYMEHTOB (pyHKLMOHanNbHbIX 6a3 1 B B[] O6cyxaeHus

[I.2. HacTpouka cBs3en ¢ 6a3zamMu AaHHbIX

[nsa HacTponkmn ceasen B[] O6cyxaeHUs ¢ ApYyrMMU MOAYNAMU CUCTEMbI HYXXHO:

1. OtkpbiTe Bl ApMuUHUCTpUpOBaHWe U1 rnepentn B npeactasreHne Hacrtpoiikm momyseii:
Texymme HacTPOUKH.

2. BbibpaTb gokymeHT HacTpoek B[l O6cyxaeHus.

3. lMNepentn Ha Bknagky Hacmpolku B v HaxaTb Ha nNaHenu AOEWCTBUMM  KHOMKY
[PempakTnpoBaTthb].

4. 3anonHutb nons Bknagkn Hacmpodku 6/] (Tabnuua 4, PucyHok 1).
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5. BblnTn 3 pexnma pegaktmpoBaHUS HAaCTPOEK, HaXXaB KHOMKY [3aKpbITb] HA NaHenu 4encTeni

1 noaTBEpPANB HEOOXOAMMOCTb COXPaHEHMS MHOpPMaLN.

Ta6nuua 4. Nonsa Bknagku «Hactponku BO»

Mone OnucaHue
AnekmpoHHbIe C nomoLLbio KHOMKM | yKa3aTb COOTBETCTBYOW YO B[l AnekTpoHHble 06pas3bl
obpa3sbl

JaxkpelTs  W3MEHWTE HazBaHWe ouzaiHa  W3MEHWTs WMA OWzaiHa  WIMEeHWTe Koo pennvKr  CoxpaHuTs

HacTtpoikn Da3bl gaHHbIX

Hazeanue onzaiiHa Basei: ObcysasHUA MyTe K Baze: Referent/br_discussions.ntf
Cepeep: CN=Boss5/0=datatech Awzaiin Basei:  ITDiscussions
Jaronosok Dasel ObBcywasHuA Koo pennnkn:  C3257C900040590A

HacTtpoikn B[1 | JononuuTtensHo | CkannpoBaHue | HaCcTpoiiku areHToB l NCTOopHA pefakTHpOBaAHWA

SneKTpoHHbIe obpassn: C3257A33:00308E95 |I|
Referent\br_files.nsf

PucyHok 1. Bknagka «Hactpownku B»

[1.3. JlononHUTenbHbIe HACTPOUKMU

[1na BbINONHEHWS AONOSTHUTESbHbIX HaCTpPOEK HY>XHO:

1.

OtkpbiTe Bl AaMuHUcTpupoBaHue U1 BblbpaTb npeacTasneHne Hactpoiiku MoayJieii:
Texkyuue HACTPONKHU.

BbibpaTtb AokymeHT HacTpoek B[l O6cyxaeHus.

Mepentn Ha BknNagky JdonosHumesnbHO W HaxaTb Ha NaHenn [[EWCTBUA  KHOMKY
[PepakTunpoBaTtb].

3anonHutb nons Bknagkn JononHumensHo (Tabnuvua 5, PucyHok 2).

BbINTn 13 pexnma peaakTMpoBaHUsS HaCTPOEK, HaxkaB KHOMKY [3aKpbITb] Ha naHenu AencTBun
1 nogTBepanB HE0H6XOANMMOCTL COXpaHeEHNs nHdopmauun.

Ta6nuua 5. NMona Bknagku «JononHUTEeNLHO»

Mone OnucaHue

Bpems xpaHeHusi 0OKyMeHmMoe 8 | YkasaTb CPOK XpPaHEHWS yaaneHHbIX JOKYMEHTOB B KOP3WHeE (B OHSIX)

KOp3uHe, OHell

Hacrpoiikn 511] [ononHuTenbHO | HacTpoOHKH areHToB ]

BpeMa XpaHEeHWA AOK-TOB B KOP3WHE, AHEeW: 7

PucyHok 2. lononHutenbHble HacTpouku Bl O6¢cyxaeHus
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[I.1. HacTponka ckaHMpoBaHUA

HaCTp017IKI/I npegHasHavYeHbl AnA perynmpoBaHua MnapamMeTpoB CKaHUPOBaHUA OOKYMEHTOB Ha
paGoqu MeCTaXx B KITMeHTe B aunarore D,O6aBJ'IeHVIFI BIIOXXEHUN.

Y100bI BBINOMHUTL HaCTp017IKVI CKaHNpPOBaHUA, HYXHO:

1. Otkpbito B AamMuHucTpupoBaHue U BbiOpaTb npeactasneHve Hacrpoiiku Moayseii:
Texymme HacTPOUKH.

2. BbibpaTb gokymeHT HacTpoek B[l O6cyxaeHus.

3. lMepentn Ha Bknagky CkaHupoeaHue W HaxaTb Ha MNaHenu [OEWCTBUA  KHOMKY
[PepakTunpoBaTtb].

4. 3anonHuTb Nons Bknaakm CkaHupoeaHue (Tabnuua 6, PucyHok 3).

5. BbINTK 13 pexunma pegaktupoBaHUa HacTpPoeK, HaXxkaB KHOMKY [3akpbITb] Ha naHenu AencTBui
1 noaTBEpPANB HEOBXOAMMOCTb COXPaHEHMS MHAOPMaL.

Ta6nuua 6. NMonsa Bknagku «CkaHUpoBaHue»

MNone OnucaHue
Paspewamsb YcTtaHoBuTb chrniar, ecnm HeobxoaMmo paspeLuaTtb UCMoNb30BaTb HACTPOVKN AparBepa
ucnosib308amb ckaHepa
HacmpolUuku
dpalieepa ckaHepa
Popmam cpatina Yka3aTtb popmat danna coxpaHseMoro n3obpaxeHus:
coxpaHsieMoz20 o TIFF;
u3obpaxeHusi e PDF
lMapamempsbi ckaHupoeaHusi 6e3 ucrnosib3oeaHuss Hacmpoek TWAIN-Opatlieepa ckaHepa
LJeemHocmb B BbinagaroLeM cnucke BblopaTh BapuaHT LBETHOCTU M30bpakeHus
usobpaxeHusi
Pa3peweHue, YkasaTtb Tpebyemoe paspelueHue (150, 200, 300)

movyek Ha drolim

Pa3mep opuzuHana | YkasaTb pasMmep opurmHana no ymondaxuio (A4, A5)
Mo yMoJs14aHuto

Bnucbieamb YcTaHoBuUTb hriar, ecnm HeobxoaMmo BNMCkIBaTb N300paXXeHNe CO CKaHepa B yKa3aHHbIN

usobpaxeHue co cdopmat. JocTynHo npu BeiGpaHHOM dopMaTe canna PDF

CckaHepa e

YyKa3aHHbIU

¢ghopmam

Koppekyus [ns HacTponKn Koppekunn ApKOCTU YCTaHOBUTL donar 1 ykasaTb 3Ha4YeHue B NOSIBUBLLEMCS

sipKkocmu none

Koppekyus [ns HacTpomnKn KoppeKkumnn KoHTpacTa YyCTaHOBUTL donar 1 ykasaTb 3HaYeHue

KOHmMpacma B NosiBMBLUEMCS None

Koppekuust “meHu” | [INsi HACTPONKN KOPPEKUNM TEHN YCTAHOBUTL dhnar u ykasaTb 3Ha4YeHne B NOSIBMBLLEMCS
none

Koppekyus [na HacTponkn Koppekumn BblAeneHus ycTaHoBUTL donar n ykasaTb 3HaYeHne

“ebideneHus’” B MOSIBMBLLUEMCS NOJe

Koppekyus [ns HacTponkn Koppekunn raMmmbl YCTaHOBUTL doriar U ykasaTb 3Ha4YeHue B NosiIBUBLLEMCS

“eammbI” none
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HacTpo#ku Eﬂ] ﬂDnDﬂHHTEﬂhHDl CraHvpoBaHWe | HacTpoiki areHToB | CTOpHA pejakKTHpOBaHHA
¥ PazpewaTs Mcnone3cBaTe HACTROWKK Opafisepa ckaHepa

dopMaT draiina coxpaHAeMoro niobpameHua POF

MNapaMerpbl CkaHHpoBaHMA Bes ncnonb3oBaHna HacTpoexk TWAIN-gpakeepa ckaHepa

LeeTHoCTe M3obpaneHmuA LeetHoe (24 BuT)
PaspeleHne, TOUEK Ha OHHM 300
FasMep opvriHana no yMon4aHuk |F_ (210 % 297)

[ Brnwcoisate M3oBpameHWe CO CKaHepa B yKasaHHbIl dopMat

Koppekuwa apkocti (-127...127)
Koppekuwa koHTpacTa (-127...127)
Koppekuwa "teHn” (0...254)

Koppekuwa "BeioeneHua” (1...255)

Koppekuwa "ramme’” (0.1...10)

PucyHok 3. Bknagka «CkaHupoBaHue» B AOKyMeHTe HacTpoek B[] O6cyxaeHus

[1.2. HacTpoukn areHTOB

[nsa HacTporikn areHToB Bl O6CyXAeHNA HYXHO:

1.

OtkpbiTb B AaMuHucTpupoBaHue 1 BbibpaTb npeactasneHve Hacrpoiiku Moxyseii:
Texkyuue HACTPONKHU.

BbibpaTtb AokymeHT HacTpoek B[l O6cyxaeHus.
Mepentn Ha BkNagky Hacmpolku azeHmoe8 1 HaxaTb KHOMKY [PegakTupoBaTthb].

Ha Bknaoke Hacmpoliku aezeHmoe B none AezeHm BbibpaTb HEOOXOANMbINA areHT, Nocne 4ero
CT@HOBATCA [AOCTYMHbIMA MNOMASE C COOTBETCTBYWOLWMMUM €My 3HadeHuamu (Tabnwuua 7,
PucyHok 4, Tabnwuua 8). [Ons o6HOBREeHUs crnucka areHToB B nofne A2eHm LWenKHYTb
no ccblnke O6HO8UMb CMUCOK.

Mpn yctaHoBneHHOM dhnare BkrrovyeH Ha cepeepe MOXHO BblbpaTb cepBep, Ha KOTOPOM
OyaeT BKMNOYEH OAHHbIN areHT.

BbIiTM 13 pexuma pefakTMpoBaHUS HAaCcTPOeK, HaxkaB KHOMKY [3akpbITb] HA NaHenu AencTBUN
1 NnoaTBepanB HEOBXOAMMOCTb COXPaHeHUs MHAopMaLnn.

Ta6nuua 7. Monsa Bknagku «HacTponku areHToB»

Mone OnucaHune
BknroyeH Ha YcTtaHoBUTL cbnar, ecnu areHT BKMOYeH Ha cepBepe. B coceagHem none cneayet BoibpaTb
cepeepe N3 cnucka cepeep

Cmamyc

3anonHaeTcs aBToOMaTUYECKU

Asmop

3anonHsaeTcs aBToOMaTuyeckn

v Cai 8
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Mone

OnucaHune

KOMMeHmapu& 3anonHseTcs aBTOMaTUyeckn

AreHT:

QOBHOBWUTE CNMCOK

CraTtyc:

ABTOp!

KoMMeHTapWiA:

¥ Brntoued Ha cepeepe: Mwobol cepeep

OBWwmi

Administrator/datatech

HacTtpoiiku B[] ] HacTpoiiki areHToB \ HacTpoliKa NpoTOKONHPOBAHWA ] WMCcTOopHA pefaKTHPOBAHHA

Web DeletedTrash

(ServerlobProcessing)

PucyHok 4. HacTtponka areHtoB B[l O6¢cyxaeHus

Ta6nuua 8. AreHTbl B[] O6¢cyxaeHus

AreHT

HasHa4yeHune

Korpa BbinonHsieTcs

ScheduledTrashDeletion

YpanseT u3 Kop3vHbl AOKYMEHTbI (BMecTe CO

cny>xebHbIMK), NPoNeXasLUMe TaM CTONbKO AHEWN,

CKOJ1bKO yKa3aHo B HaCTpOVIKaX
B0 O6cyxaeHusn

3anyckaetcs exenHeBHo B 2.30
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[Il. PaboTa ¢ 6a3oM gaHHbIX

[ll.1.PaboTta c obcyxaeHunamm B B[] O6¢cyxaeHusn

.1.1. CospaHune Tembl obcyxxaeHua B b1 O6cyxaeHusn

[nsa co3paHusa HoBow Tembl B B[] O6CyAeHUA HY>XHO BbINOMHWUTL Crieaylowwmne AencTBUS:
1. OtkpbiTb B[ O6CcyXAeHus.
2. Ha naHenu gencteum Haxatb kKHonky [Co3aaTtb Temy].

3. 3anonHunTb Nons OTKprBLLIeIZCFI KapTO4KN TEMBbI o6cy>|<,1:|,eH|/|;| (

4. PwucyHok 5). lNons, obasatenbHble ANst 3anofiHeHWsi, 0603Ha4YeHbl CMMBOJSIOM . Ons
nepexoga no nonam KapTovkM MOXKHO UCMNosib3oBaTh knasuwy TAB.

5. [Mpn HeobxoanmocTn aobaentb dannbl BNOXeHUN Ha Bknagke BroxeHust (n. 111.4 PaboTta ¢
BIOXEHWAMMN).

6. I'IpM HeO6XOLI,I/1MOCTVI yKa3aTb ymMTatenen TeMbl Ha BKIagke ,qocmyn.

I'IpM CO3aaHUn TeMbI OGCy)Kﬂ,eHVIﬂ Nno ymon4aHumio A0CTyn yCTaHOBJ1EH BCEM COTPYAHUKaAM.

B CoxpaHuTe W 33KpeITE 8@ 2aKpbiTe

JarcnoBoK: |KDJ1J1ercn-1E|Hbu'-'1 Oorosop |
Kareropus: |DEC‘3,|">K£LEHHE [OKYMEHTA ‘ }(
ABTOp! BaTteiwes Nasen Cepressmy

NaTta co3naHWA: 04.12.2014 11:22

[ Moanwcatbes Ha Temy

CooBuweHune dasaiTe obocyoum cogepmadHne OoKyMeHTa "HonnekTWeHelln aorosop”

BnoxeHHnA l OocTyn l

| &1 - =
== L-_;_E = b -__.H ObHOBWUTH
CopepxaHne A0KYMENHTA
I:'i’ Horosop Bepcua 1 12.04.2014 11:23:32 Bartoiwes IN.C.
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7. Tpun HeobxogmMmocTn ycTaHoBUTb conar lModnucambesi Ha memy (n. 111.1.3 lMognucka u
OTKITIIOMEHNE nognuckn Ha obHoeneHus B b O6cyxaeHus).

8. HaxaTtb kHonky [CoxpaHuUTb U 3aKpbITb] Ha NaHenu AencTBUi.

Bo3MOXHOCTb pedakTMpoBaHUs KapTOYKM TeMbl 06CYXAEHNST 4OCTYNHA aBTOPY TEMbI U
aAMWHUCTpaTOpy cucTembl B TedeHre 10 MUHYT nocne coxpaHeHust kapToudku (n. 1.7
PepaktnpoBaHue JOKYMEHTOB).

B pesynbTaTte co3gaHHasi Tema oTobpaxaeTcs B npeacrasneHusax bl O6cyxaeHus.

Ecnu B KapTo4ke TeMbl YuTaTenu He 3agaHbl, TO Tema 4OCTyMNHa BCEM MOMb30BaTENSM CUCTEMBI.
Ecnu Ha Bknagke JJocmyn 3agaHbl YitaTtenu, To TeMa JOCTYrNHa TONbKO yka3aHHbIM yutatensm. B
AaHHOM crnydae, nocre COXpaHeHUs KapTOYKM TeMbl, cuctema hopmMmpyeT MHPOPMALIMOHHBIE
coobueHuns Ha 'C ykasaHHbIM YMTaTenNsiM O CO34aHHON TeMe.

.1.2. Co3naHue oTBeTOB MO TeMe obecyxxaeHusa B b1 O6cyxaeHus

Monb3oBaTenn cuctemMbl MMEKT BO3MOXHOCTb co3gaTb OTBET No Teme obcyxaeHus. Ha
OCHOBaHMM KapTOYKM OTBEeTa MOXeT ObITb co3daH Opyron OTBeT. Takmm obpasom, dopmupyeTcs
nepapxmyeckas CTpykTypa obcy>kaeHui no BbibpaHHom Teme.

[lnsa co3aaHvs OTBETOB MO TeMe 06CYXKAEHMS HY)KHO BbINOMHUTL Crieaytolume AeiCTBUS:
1. CospgaTtb OTBET O4HVUM 13 CrnocoboB:

e OtkpbiTb B[] O6CYyXAEHMUA.

o BblAENUTb TEMY B OQHOM M3 NpeacTaBneHni 6asbl 4aHHbIX U HA NaHenu OencTeumn
Ha)xaTb KHOMKy [OTBeTUTB];

O OTKPbITb KAPTOYKY TEMbI U HA NaAHEeNn AeNCTBUA HaXaTb KHOMKY [OTBeTUTL].

e OTKpbITb YBEeAOMSIEHNE O cO34aHMn 0b6CyXaeHus, NOCTynuBLUIEEe Ha [MaBHyl0 CTpaHuuy
(vin B nouty, ecnn B B[ CnpaBoYHMK oOpraHuM3auMum npou3BedeHa HacTpomnka
aybnupoBaHnsa cooOLLEHNIN), NEPENTM B KAPTOUKY TEMbl M HA NaHenu OencTBMA HaxaTb
KHONKy [OTBEeTUTB).

2. 3anonHuTb Nonsi OTKpbIBLLUENCS KapTodkm otBeTa (PucyHok 6). MNons, obsisaTenbHble Ans

3anonHeHns, 0bo3HayeHbl CUMBOSIOM . Ana nepexoga no nonsiM KapTOYKM MOXHO
ncnonb3oBaThb knasuwy TAB.

3. Tpu HeobxoaumocTn fo6aBuUTb dannbl BIOXeHU Ha Bknagke BroxeHus (n. 111.4 PaboTa ¢
BINOXEHUAMM).

YuTtaTenu B kapTouke oTBeTa (BkNagka Yumamersu) HacneagyoTCsa N3 KapTOYKM TEMbl OOCYKAEHUS
6e3 BO3MOXXHOCTU peaakTMpoBaHUsS.
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PucyHok 6. KapTtouka «OTBET»

4. Tlpy HeOBXOAMMOCTM YCTAHOBUTL/CHATL donar Modnucambcsi Ha memy (n. 111.1.3 Mognucka
N OTKIKOYEHME nognnckm Ha obHoeneHus B B O6cyxaeHuns)

5. [ns coxpaHeHust KapToYKN HaxaTb KHOMKY [COXpaHUTb U 3aKpbITb].

B pesynbTate co3gaHHbIn OTBET OTOOpaxkaeTcs nog BblibpaHHOW TeMon B npeacTtaBneHunax b
O6cyxaeHus-

CoTpygoHukam, MOAMNMWCAHHBIM HA CBA3aHHYD Temy 0OCyxaeHus, cuctema GopmMmupyeT
MHdOpMaLMOHHOe coobuleHne Ha 'C o cozgaHHOM OTBeTe.
1.1.3. Moanucka wn oTKNOYeHMe noanuckm Ha obHoBnewma B B[
O6cyxneHuns
B kapToykax TeMbl OOCY)XAEHUSI U CBSA3AHHBLIX OTBETOB €CTb BO3MOXHOCTb NOAMMCATLCS Ha TEMY
AN NONyYeHnsi yBEAOMIIEHUI MO CO3AaHHbIM OTBETAM Ha JaHHY TeMy 06CyKaeHus.

Mpu co3gaHnm kapToukn TeMbl oBcyxaeHust nonb3oBaTento AoctyneH dnar Modnucambcsi Ha

memy. [locne coxpaHeHus KapTO4ykM Tembl aBTOp TeMbl AobaBnsdeTca Ha Bknagky [Modnucquku
KapToukn Temsbl.

Mpn co3gaHumn KapTodkM OTBETa No Teme (MM OTBeTa Ha OTBET) Yy MONb3oBaTens Takke ecTb
BO3MOXHOCTb MOANUCaTbCA Ha CBSI3aHHY TeMy obcyxaeHus (Mmbo oTnucaTtbest OT TEMbI) NPY NOMOLLM
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yCTaHOBKM (cHATUA) donara lModnucambcsi Ha memy. [locne COXpaHEeHUs KapTovkM OTBETa aBTOp
oTBETa aBTOMaTMyecku pobaBnsieTca Ha Bknagky (ygoansietca ¢ Bkragku) ModnucYuku KapTOuKM
cBA3aHHoOW Temsl.

Ecnn cpnar Modnucambcs Ha memy ObIn YCTaHOBJ1E€H TEKYLLUMM NOJ1b30BaTENIEM B KAPTOYKE TEMbI
06CY)K,EI,€HVI9|, TO Npwu co3gaHunm oTeeTa rno JaHHON TeMe c*)nar 6yp,eT TakXe yCTaHOBJ1EH.

B xooe obGcyxaeHust TeMbl Y YuTaTene ecTb BO3MOXHOCTb MoanucaTbCs WM OTnMcaTbCs OT
pacchbInku cooblieHuit no Teme. [ns BbINONHEHMS NOAMNUCKM B KAPTOYKE TEeMbI, K KOTOPOW Nonb3oBaTtenb
UMEeeT [AOCTYN, a TakKe CO3[aHHblX MO TeMe OTBEeTOB, Ha MaHenu [OeWCTBUA [OCTyMHa KHOMKa
[Bknounts noanucky]. [Mpu BbiNonHeHUM yHKUMK nonb3oBaTenb [AobaBnsieTca B CNUCOK
NoAMNUCYMNKOB B KapTOUYKy TeMbI Ha BKraaky MModnucyuku.

Mpwn BbINONHEHUN PYHKUMKM [BBIKNIOYNTL NOANUCKY] HA NaHenu AeNCcTBUIA, KOTopasi OOCTYMNHa B
Teme obcyxaeHus n B ntobom oTBeTe No TeMe, NOANUCHYMK OTNUCBLIBAETCA OT NOMyYeHUs yBeLOMMeHUN
no gaHHoOM Teme obOcyxaeHus. WHdopmaums o nognucduke ypanseTtcs ¢ Bknagku [Modnucyuku
KapTO4KKN TEMBI.

[11.2.PaboTa c 06CcyXaeHUAMN B KapTo4Kax AOKYMEHTOB

.2.1. Co3paHune TeMbl 06CYXAEHUA B KAPTOYKaX JOKYMEHTOB

dyHkuMoHan paboTbl ¢ 00Cy)KaeHMAMM B KapTodkax AokymeHTOB B[ KaHuensipusa, O6palueHuns
rpaxgaH, NpuHaTtue peweHun, CoelwaHusa n MopyyeHns 4OCTynNeH TONLKO MNOCME OTNpPaBKu
OOKYMeHTa Mo MapLupyTy (OTApaBKy NOPYYEHUS HA UCTIOSNTHEHKE).

B kapTouke opraHusauuu n dunnana (6 BHewHune aapecatbl) pyHkunoHan paboTtbl ¢ o6cyxaeHusamm
0O0CTYyNeH nocrie COXpaHeHUA KapTO4KN.

B kapTouke HopmaTuBHOro gokymeHta (b1 HopmaTtusHbie AOKYMEHTbI) DYHKUMOHaN paboTbl ¢
O6CY)K}J,eHI/IFIMVI OOCTyneH nocne I'Iy6J'Il/IKaL|,I/IVI OOKyMeHTa.

[na cos3gaHua Tembl 06CYXOeHUS B KapTOYKax AOKYMEHTOB (PYHKUMOHanbHbIX 6a3 gaHHbix (B[
KaHuensapua, OOpaweHna rpaxgaH, [llpuHsatne peweHun, CoBewaHusa, HopmatuBHble
OOKYMEHTbI), a Takke B KapTO4YKax MOPYYEHUA N BHELIHMX agpecaTtoB, HYXXHO OTKPbITb KapTO4Ky
COOTBETCTBYHOLLEro AOKYMEHTa, nepentn Ha Bknaaky O6cyxOdeHue W Ha NaHenu OencTBUMA HaxaTb

kHonky [Co3paTb Temy].

Mocrne coxpaHeHus co3gaHHas TeMa oToOpaxaeTcda B KapTouke [OKYMEHTa Ha BKragke
O6cyxdeHue, a Takke B npeactaBneHnn o nokymenram B[] O6¢cyxaeHums.

OyHKUMOHaN co3gaHnst TeMbl ODCYXXOEHNSA B KapTOvke OOKYMEHTa aHarornmyeH co3gaHuio TeEMbI
obcyxaeHuns HenocpeacTeeHHo B B[] ObcyxaeHus.

[ns npocmoTtpa TeMbl obcyxaeHus HeobXoauMO LENKHYTb NO COOTBETCTBYIOLLEN CCbIfke Ha
Bknagke O6cyxdeHue kapToukn AokymeHTa. OTkpbiBaeTcsi okHO llpocmMomp dokymeHma (PUCyHok 7).
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PucyHok 7. OkHO «[TpocMOTp TeMbl 06CYyXaeHUa»
1.2.2. Co3paHne oOTBeTOB MO TeMe OOCyXAaeHMA B KapTo4Kax

AOKYMEHTOB

[ns cosgaHua OTBETOB NO TEME OBCYXXAEHUS B KapToykax AOKYMEHTOB (OyHKUMOHamnbHbIX 6a3
OanHbIxX (B[ KaHuensapua, O6paweHus rpaxaaH, NpuHaTtue peweHun, CosewaHusa, HopmatuBHblie
OOKYMEHTbI), a TakKke B KapToykaxX MOpPYyYEHWUA U BHELUHUX agpecaToB, HYXXHO OTKPbITb KapTO4YKy
COOTBETCTBYIOLEro [AOKyMeHTa (U3 cooTeBeTcTByoWwen 6a3bl gaHHbIX, MO0 W3  NONy4YEeHHOro
yBegomnexus Ha 'C), BbigenuTb TeMy obeyxaeHus Ha Bkragke O6cyxdeHue 1 Ha NaHenn OencTBuK
HaxkaTb KHONKy [OTBeTUTBL)].

lMocne coxpaHeHWst co3daHHbIN OTBET OTOOpakaeTcsa noa BblOpaHHOW TEMOW B KapToudke
AOKyMeHTa Ha Bknagke O6cyxdeHue, a Takke B npeactaenexHum Ilo noxkymentam B[] O6cyxaeHus.

®dyHKUMOHaAN co3gaHna oTBeTa MO TeMe OOCYy)XOeHMs B KapTouke [OKyMEeHTa aHanormyeH
co34aHunio oTBeTa HenocpeacTeeHHo B bl O6cyxaeHus.

11.2.3. NMoanucka u OTKNKOYEHMEe NoANUCKU Ha OOHOBNEHUA B KapTouke

AOKYMeHTa

[nsa BbINONHEHWA NoANUCKM Ha Temy obcyxaeHus (NMnbo anga Toro, YTobbl OTAMCATLCA OT TEMbI) U3
KapTO4YKN OOKYMEHTa HEOOXOAMMO OTKPbITb KapTOYKy TEMbI (MM OTBETA MO 4aHHOW TeME) Ha NPOCMOTP
N HaxaTb Ha ccbinky Bkmrwoyumb (Omknwo4dumes) B BepxHeM NpaBoM yrny okHa [lpocmomp
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dokymeHma. [lpu BbINoMHeHWM YHKUMKX nonb3oBaTtenb [Oo6aBnsieTca B CNMCOK NOAMUCYMKOB
(ymansieTcs U3 cnucka) B kapToyke TeMbl Ha Bknaake Modnucyuku.

Mognucka Ha TeMy ob6CYy)XOAEeHMs1 NPU CO34aHMU KapTOYKM TEMbl M OTBETOB Ha TeMY B KapToukax
OOKYMEHTOB OCYLLECTBSAETCA MO aHanormm C MOAMUCKON Mpu co3gaHumM Tembl M OTBeToB B B[]
O6cyxpaeHuns (cm. n. 111.1.3 MNMoanucka n oTkNoYeHne nognuckn Ha obHoeneHus B bl O6cyxaeHus).

[11.3.0TnpaBKa COOOLUEHUA N3 KAPTOUYKN AOKYMEHTa

CoTpyaHuk, paboTtalowmi ¢ AOKYMEHTOM B (PyHKUMOHanNbHbIX 6asax gaHHbix (B KaHuenspus,
O6paweHusa rpaxpaH, lNpuHATMe peweHun, CoBelwaHusa), a Ttakke B B[] Mopy4yeHua, umeet
BO3MOXHOCTb OTMNPaBUTb KpaTkoe COooOLLEeHME C NPUKPEMSIEHHBIMU BIOKEHUAMM MO 3TOMY AOKYMEHTY
OPYromy COTpPyAHWKY, Takum oOpa3om co3gatb Temy oOCyXaeHus W npeaoctaBuTb  agpecaTy
coo0LeHNst AOCTYN K JOKYMEHTY Ha ypOBHE YnTaTens, ecnu ero B 4OCTyne He 6biro.

PyHKUMA OTNPaBKN COOOLLEHMSA N3 KAPTOYEK AOKYMEHTOB JOCTYMHA BO BCEX CTaTycax, Kpome
cratycoB «[lpuem u pernctpaums» (6es perncrtpaumoHHoro Homepa), «logrotoeka», «4epHOBUKY.

[ns oTnpaBku COOBLLEHNSA N3 KAPTOUKM LOKYMEHTA HYXXHO BbINOMHUTL Criegyrolime enCcTBuUS:
1. OTKpbITb KAPTOUKY JOKYMEHTA.
2. HaxaTtb kHoNKy [AlononHuTenbHo]:[OTnpaBuTb coobLlieHne] Ha naHenu JeNCTBUN.
3. Cuctema oTkpoeT okHo Omnpasumb coobujeHue.
4. 3anonHuTb NoNns OTKPbIBLUErOCA AManoroBoro okHa Omnpasums coobujeHue (PucyHok

8). lNong, obsasatenbHble Ana 3anofiHeHus, 06o3Ha4YeHbl CUMBOSIOM . [Ina nepexoaa no
nonaM KapToO4KM MOXHO Mucnonb3oBaTb krasuwy TAB. [lona AnanoroBoro OKHa
aHanorM4yHbl OCHOBHbBIM MONIAAIM KapTOYkM Tembl obcyxaeHus (cdnar lModnucambcesi Ha
memy oTcyTcTByeT, Tabnuua 9).

5. 3anonHuTb none Adpecamsl Ha Bknaake Adpecamil — HaxaTb KHOMKY % psiioM ¢ nonem
1 BblbpaTb agpecaToB coobLieHnsa n3 cnmcka cotpyaHukos bl CnpaBoOYHUK opraHM3auum
(moctyneH BbIOOp U3 cneaywwux BapuaHToB: Bce docmynHble, [Modpa3deneHus, U3
nodpa3sdeneHusi, Mpynnbi, Mol catim). Npn HeobxoanmocTn [o6aBUTL harisbl BIIOXKEHWIA
Ha Bknagke Bnoxxenus (n. 111.4 PaboTta ¢ BnoxeHnsmn).
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PucyHok 8. OkHo «OTnpaBuTb cooGLeHne»
6. HaxaTtb kHonky [OK] anga otnpasku coobweHus.

Bo3MOXHOCTb pefakTMpoBaHMs KapTOYKM COOBLLEHNST AOCTYNHA aBTOPY TEMbl U aAMUHUCTPATOPy
cuctembl B TedeHre 10 MYHYT nocne coxpaHeHus kapTtoyku (M. 1.7 PegaktupoBaHue AOKYMEHTOB).

B pesynbTtate cosgaHHoe coobuieHMe oTobpakaeTcsl B KapToOuke [OOKYMeHTa Ha BKhagke
O6cyxdeHue, a Takke B npeactaBneHun ITo noxymentam B[l O6GCyxaeHUsA, cO 3HaA4YKOM “, 4yTO
3HaYWT NpefocTaBneHne agpecaTty coobLLeHNs A4OoCTyna K OKYMEHTY Ha YpPOBHE YiTaTernsl, ecnv ero B

Aoctyne He 6bIno.

Mpn oTnpaBke coobOLWeHua And agpecarta co3gaeTcs konusa gOoKymeHTa (ctab), ccbiuika Ha
KoTopylo fobaBnsetca B yBeAOMSIeHME. JTO BPEMEHHbLIN [OKYMEHT, C KoTopbiM OyaeT pabortatb
agpecat. [locne oTpaboTkum areHTa KOnMuA [OOKYMeHTa ygandeTcs, a agpecar nponucbiBaeTcd B
yuTaTenu B OCHOBHOW (rMaBHbIN) AOKYMEHT. [locne aToro AOKYMeHT CTaHOBUTCSA AOCTYNHbLIM AMsi HEro B
npeacTaBneHnsix cooTBeTCTBYowWwen b].

Cuctema chopmmpyeT MHpOpMaLMOHHbIE coobLleHns Ha ['C ykasaHHbIM agpecaTtam coobLLeHNs.

AgpecaT coobLLeHNs MOXeT Takke OTNPaBuTb COObLLEHNe ApYyroMy Nonb3oBaTento UM OTBETUTb
aBTopy coobuieHusa no kHonke [OTBeTUTL] Ha Bknagke O6c¢cyxdeHue. (111.3.1 OTBeT Ha coobLueHue,
OTNPaBfEHHOE W3 KapTOYKM AOKymMeHTa) CUCTEMHBIA HOYHOW areHT neperpyxaet AgpecaTtoB B
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OCHOBHOW JOKYMEHT U nponuckiBaeT ux B none Yumamenu. MNocne oTpaboTku areHTa LOKYMeHT Gyaet
AOCTYrNeH B npeacTtaBneHnsix 6a3 gaHHbIx AgpecaTam cooOLleHus.

1.3.1. OTBeT Ha coobOLweHune, OTNpaBIIEHHOE U3 KAPTOYKN AOKYMEHTa

Apgpecat coobuieHuns, nony4ms MHgopmaunoHHoe cooblueHne Ha 'C, MOXeT OTKPbITb AOKYMEHT
Ha nNpoOCMOTp n OoTnpaBuTb coobLeHne Apyromy rnornb3oBaTero no KHOMKe
[AononHuTenbHo]:[OTNpaBuTb coobweHune] (cM. pasgen 1.3 OTnpaBka COOOLLUEHNS M3 KAPTOYKM
OOKYMEHTA) UNn OoTBETUTb aBTOPY COOOLLEHNs, BbiAeNMB COObLLEHME Ha BKNaAKe M HaXKaB Ha naHenu
WHCTPYMEHTOB KkHOMKy [OTBeTUTb] (CM. pasgen l1.2.2 Co3gaHne OTBETOB NO Teme 06CyXaeHus B
KapTo4ykax AOKYMEHTOB).

Mpwn cosgaHMM oOTBeTa 3HayeHue nons Adpecambl HacregyeTcs W3 KapTO4kM CBSI3aHHOMO
coobLeHnst 6e3 BO3MOXHOCTM pefakTUpOBaHuS.

B pesynbrate cos3gaHHbii OTBET OTODOpakaeTcsi nog BblbpaHHbIM COOGLLEHMEM B KapTOuKe
AOKyMeHTa Ha Bkragke O6cyxdeHue, a Takke B npeactasneHun Ilo nokymentam B[] O6cyxaeHums, co

3Ha4YkOM “*, YTO 3HAYUT NpefocTaBleHne agpecaTty coobLieHust oCcTyna K AOKYMEHTY Ha ypoBHe
yuTaTens, ecnv ero B 0CTyne He Gbino.

Cuctema chopmmupyeT nHdopMaLMoHHble coobLleHnst Ha I'C ykasaHHbIM agpecatam COOoBLLEHMS.

Appecart coobLeHNs MOXET y4acTBOBaTb B OOLLMX TeMax 06CyXOeHUs N0 JOKYMEHTY.

I11.4.PaboTa ¢ BNOXeHUusaAMu

Mpun co3gaHum TeMbl 06CyxaeHns, COOBLLEHUSA NO AOKYMEHTY (CO3A4aHHOE M3 KapTOYKM AOKYMEHTa
no kHorike [AononHutenbHo]:[OTnpaBuTb cooblieHne]) v OTBETOB Ha HUX Ha BKNagke BrioxeHusi
COOTBETCTBYIOLUMX KapTOYeK OOCTYMHbl CTaHAApPTHble KHOMKW Ans paboTbl C BOXEHUAMW, Kak npwu
CO3[aHUKN KapTo4KM Noboro Tuna JOKyMeHTa.

UTtobbl 406aBUTE BNOXEHME B KAPTOUKY HYXXHO:

1. lepenTtun Ha BKNaaky BrioxeHus.

2. HaxaTb kHonky = ([lo6aBuTb]) Ha NaHenn 06nacTi BNOXEHUI kapToukn (PUCyHOK 9).
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PucyHok 9. O6nacTtb BNoOXeHUN KapTO4KN [OKYMEHTa B KIIMeHTe
3. 3anonHuTb Nons oTKpbiBLLENCA hopMbl fobaBneHns Bnoxenust (PucyHok 10):

e B none UcmoyHuk ykaszaTb C NOMOLLBIO NepekntoyaTens, otkyaa byaet gobasneH dann
— C¢ nokanbHoro aumcka unu m3 bl WabnoHbl, nMbo oOTCKaHMpOBaTb WMEKLLMIACSA
OyMaXHbIN OpuUrMHan AOKyMeHTa, BblibpaB B kadecTBe UCTOUHMKA CkaHep.

e Bnone Tun Bbl6paTb C NOMOLLbIO NepeknYvaTena Tun BrnoXXeHn4.

e B none ®adn HaxaTb KHOMKY ‘1 BblibpaTb hain C fokanbHOro Aucka unu wabnoH
(B 3aBMCMMOCTM OT BblIGpaHHOro 3HaYeHnsa B none McmoyHuk). MoxHo nobasutb ann,

o
npeaBapuTENbHO CKOMUPOBaHHbLIM B Oydep obmeHa, C MOMOLLbI  KHOMKU | &)
(HepocTynHo ansa Beb-vHTepdenca). Yaanutb AobaBneHHbln annn MOXHO C NOMOLLbIO
KHOMKM }(_.

e [lone HaseaHue 3anonHseTcd asTomaTuyeckm nocne Bblbopa davna. [lpu
HeobXx0AMMOCTUN U3MEHUTL Ha3BaHWe.

¢ [Ipn HeobxoamMMoCTH BBECTM KOMMeHTapuu B none KommeHmapud.
4. HaxaTtb [OK].

/\ KonuyecTtBo CMMBOMOB B HAMMEHOBAHUN BIIOXEHMWS OFPAHNYEHO:
! e B web-uHTepderice - 195 cumBonos;
e B KNUeHTe - 175 CMMBONOB B aHINUNCKOW packnagke, 87 CMMBOSIOB B PYCCKOW.

JonycTuMblii pa3mep chaiina BNoxeHUsi onpeaensieTcs HacTpPolkaMu TUMOBOrO MapLupyTa
06paboTkn AOKyMeHTa.

NOTHKA 18
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B pesynbtaTte BbiOpaHHbI hann 6yaet aobaBneH B KapTOUKy TeMbl (COOBLLEHMSA NO AOKYMEHTY,
oteeTa) (cM. PrucyHok 9).

X

[obasnexue daitncs

MCTOYHMK: ¢ NoxansHbiit auck [ Mo ymonuaruo
" BA "WabnoHb!"
" Ckanep

Tvn BNROXEHHA

|Conepxanue nokymeHTa ‘
[ ity

®dain

HassaHune

KoMMeHTapui

OK QOTMEHS |

PucyHok 10. ®opma go6aBneHus dannos
Utobbl pobaBuTtb BnoxeHne u3 bGydepa obMeHa, Kyaa npensaputenbHO Obinl ckONMpOBaH

HeobxoauMbIA hansl, HYXXHO B 00nacTv BNOXEHWUA HaxaTb KHOMKY ([Do6aBuTL K3 bydepa]).
[aHHoe gencTBme HedoCTynHO nNpu paboTe nog Be6-nHTepencom.

YTobbl yoanntb BIIOXEHWe n3 KapTO4KU, HY>XHO BblOENTUTb HeobxoanMbIn OOKYMEHT B obnactn

BMNOXEHUA N HaxaTb KHOMKY = ] ([Ymanutb]) (cm. PucyHok 9). B oTkpbiBLUEMCA OKHE MOATBEPAUTb
BbINOSIHEHME Onepaumu.
Monb3oBaTtenb MOXeT yoanutb TOJIbKO Te d)aﬁﬂbl BITOXXEeHuA, KoTopble OblNn nm ,D,06aBﬂeHbI, n oo

TOro, Kak kapToyka oTBeTa OyaeT coxpaHeHa (KapTouyka Tembl/COOBLLEHUS MO AOKYMEHTY AOCTYMNHa
ANs pefaKkTpoBaHus).

YTto6bl NpOCMOTPETL (M3MEHUTL) CBOMCTBA A0OABMEHHOrO BMOXEHMS (TUM BMOXEHMUS, Ha3BaHue,

KOMMEHTapWi1) HYXHO BbIAENUTL HEOBXOANMbIA JOKYMEHT B 06NacTu BIOXEHU U HaXaTb KHOMKy &
([CBomncTBal).
Monb3oBaTenb MOXET M3MEHWUTb CBOMCTBA TOMbKO TEX (DalNOB BIOXEHUS, KOTOPbIE BbINN UM

pobaBneHbl, U 4o Toro, kKak KapTo4ka OoTBEeTa 6y,u,eT COXpaHeHa (KapTqua TeMbl/ cooOLLEeHUS Mo
OOKYMEeHTY OOCTYynHa AnA peﬂ,aKTMpOBaHVIFl).
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YTtoObl COXpPaHUTb BI1IOXXEHUE Ha XKECTKUN ONCK Unn ,qpyroﬁ HOCUTEIb, HY>KHO B obnacTu BrNOXeHui

HaXxaTb KHOMKY T ([CoxpaHuTb]), B OTKPbIBLLEMCH OKHE OTMETUTb hawrbl AN COXpPaHEeHUS, HaxaTb
(IOK]) n 3atem BbiOpaTb HEO6XOANMOE MECTOMNONOXEHME, Kyaa OyayT coxXxpaHeHbl BbibpaHHble dannbl.
&
Utobbl pacneyataTb BNOXeHWE, CriedyeT BbiAenuTh ero B NPeACTaBNEeHUN U HaXaTb KHOMKy =
([Me4yatb BnoxeHwus]). laHHoe aencTBmMe HeQOCTYNHO Npu paboTe nog Be6-nHTEpdencom.

OTKpbITb M NOCMOTPETb BIOXEHHbIA (haifl MOXHO, BbIMOMHMB [OBOWHOW LIEMYOK MbIWK Ha
COOTBETCTBYOWEM painne B obnactn BnoxeHnn. ®amnn 6yaet OTKpbIT C NOMOLLBI COOTBETCTBYHOLLENO
npunoxeHmst (NpocmoTp dpannoB BNoxeHun B Beb-uHTepdence onmcan B n.lll.4.1 Pabota c
BNOXEHMAMU B BEG-UHTEpdEice CUCTEMDI).

[Onsa oTKpbITUA BCeX BMOXEHHbIX ¢annoB cpasy crnegyet BOCMONb30BaTbCA KHOMKOW
([OTKpbITb Ha npocmoTp]) (cMm. PucyHok 9). Bce BnoxeHHble cannbl 6yayT OTKPbITbl C MOMOLLbIO
COOTBETCTBYIOLLMX UM MpUoxXeHnin. [JaHHoe gencTBMe HeAOCTYNHO nNpu paboTe nog Be6G-nHTepdencom.

COpr,EI,HI/IK, npu NoCcTynneHnn JOKyMeHTa K HeMy Ha cornacoBaHue, nMmeeT BO3MOXHOCTb CO34aTb

peaakumio BrnoxeHus n3 cannos, 4o6aBneHHbIX B xoAe obCcyaeHuin no AgaHHOMY AOKYMEHTY (13
AOCTYMHbIX €My coobLieHunin), no kHornke [U3meHnTb]:[[Jo6aBUTL peaakuumio n3 obecyxaeHun).

.4.1. Pa6oTta ¢ BnoxeHuamu B Be6-mHTepcence cucrtembl

Ona npocmoTpa dhanna BnoxeHuss npu pabote noag BeO-MHTEPEENCOM HYXXHO LUENKHYTb Mo
CCbIflke Ha COOTBETCTBYOWMIA hann BnoxeHus (PucyHok 11). BeibpaHHbin chann (Hanpumep, cdann ¢
pacwupeHuem .doc, .XIs u T.n.) Nnnbo ckaumBaeTCcsa Ha NoKanbHbIN OUCK (B MECTOMOMNOXEHWE, YKadaHHOe
B HacTpoWnkax mcnonbdyemoro 6paysepa), nocne Yero ero MOXXHO OTKPbITb Y MPOCMOTPETb C MOMOLLbIO
COOTBETCTBYIOLLEro npunoxeHus,, nnbo cpa3y OTKpbIBAaeTCs C MOMOLLbID COOTBETCTBYIOLLENO
npunoXxexus (Hanpumep, annsl n3obpaxeHun Tuna .jpg, .png v T.n.).
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JaronoBoOK: Konwa
Kareropua ObuweHHe Ha TEMBI N0 OOKYMEHTY }(
AgTop: BaTeblwes MNasen Cepreesvd
Oata cozaaHua: 02.12.2014 17:11
MoanvcaTeca Ha TeEMY
Coobwerne - N - I
DaspanTe ofcymm comepmanMe OoxyMeHTa "KoneKTMEHEM OoToEop™
BnoxeHus Hoctyn
£50. NoBaswTo ] CBolicTea :—E" YaanuTe ?E‘ COXpaHUTh C.J
HawMeHoBaHWe taina Bepcha OaTta copgaHkA ABTOpD KoMMeHTapHi
~“CopepxsaHne AOKYMEeHTa
| & Ooroeop.doc BepckwAa 1 12.02.2014 17:12:28 BaTtelwes M.C.

PucyHok 11. O6nactb BNnoXeHU KapTO4KMU JOKYMeHTa B Be6-uHTepcpeice

[11.5. CKaHMpoBaHMe AOKYMEHTOB

DYHKLMM NPOCTOr0 CKaHMPOBAHWS U CKAHUPOBAHUSA C MOMOLLIbIO crieymanbHoro N0 oCTynHbI Kak B
KNneHTe, Tak 1 B Beb-nHTEepdeiice.

®PyHKUMA CKaHMPOBaHMA OOCTyNHa npu fobasneHun BnoxeHus B PK gokymeHTa Mo KHoOmMke =+
([Ao6aBuTb]) (cm. pasgen 1.4 PaboTa ¢ BNOXEHMAMMN) U NOLKITHOYEHUN CKaHepa.
[nsa nonyyeHunsa n3obpaxxeHnsa HeobxoaMMmo:
1. Haxatb KHOnky + ([o6aBuTb]) Ha NaHenu encTBUA 0BNACTN BITOXXEHNA KAPTOYKMN.
2. BbibpaTtb TN uctouHnka CkaHep (PucyHok 12).
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JoBaeneHne dainoe E
HeTouHKe: " NokaneHelil auck [ Ne YHMONYIHHD
 BAO "WabnoHw"
o CraHep
Thn BRexeHnna Coaep#aHue O0KYMEHTa | | [,
MzobpaxeHue [T Nokazats awanor ckavepa

[OTI‘&HKH ceporo (8 GuT] v]

A4 (210 x 297) -

[T cneyx cropon

CKaHWpOBaTE

CrkaHep |Car1u:+5|:ar1 LIDE 110 |
HazeaHwe | |
KaoMMeHTapHi

Ok J OTMEHAa J

PucyHok 12. MapameTpbl CkaHMPOBaHUSA

3. WenkHyB no ccbinke CkaHep, BbiOpaTb B OkHe «BbIGOp MCTOYHMKa» YCTPOWCTBO U3 Crmcka
[ocTynHbIX B none CkaHep (PucyHok 13).

‘ BeiSop ucTourvka i ﬂ

WcToyrmin:

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

1l

PucyHok 13. Bbi6op nctoyHuka
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4. YxasaTb napamMeTpbl CKAHMPOBaHUS.
5. Haxatb kHornky [CkaHupoBaTtb] (CcM. PucyHok 12).
6. [Mpn HeobxoaMMOCTH yKka3aTb Ha3BaHWe M BBECTU KOMMEHTapWI B COOTBETCTBYIOLLNX MOMAX.

B pesynbrtate BbINOMHEHHbIX AencTBUA B obnactb Bnoxewun Oyaetr pobGasneH chann
C n3obpaxeHnem JOKyMeHTa.

[11.6.Monck ooKkymeHTa

11.6.1. MonHOTEeKCTOBbLIN NONCK

UToObl OCYyLECTBMTbL MOSTHOTEKCTOBLIA MOUCK AoKymeHToB B B[l O6cyxaeHusa, Heobxoammo
BbINONHUTL CreayoLlme 0encTBus:

1. OtkpbiTb B[ O6CyxXAeHus.

2. Habpatb 3anpoc B MOUCKOBOW CTPOKE U HaxaTb kKHOMKy [HanTu] unu knasuwy [Enter].

B pesynbTate B o6nactv npocmoTtpa 6yayT oTobpaxkeHbl BCe AOKYMEHThI, OTBEYaloLLMe YCIIOBUSAM
3anpoca.

[Ons o4ncTkM pesynbTaToB MNOUCKA HEOOXOOMMO HaxaTb KHOMKy [O4nmcTuTb pesynbTaThbl]
Ha NaHenwu OencTBUN.

Ona nepemelleHns pesynbTatoB noucka wucnonb3ytoTca kHonku “I*1 [Hasap] v [Oanee]

Ha NaHenwn OencTBUN.

111.6.2. NMouck B Be6-uHTEphence

UTob6bl OCyLLeCcTBUTb MOWUCK AOKYMEHTOB MO KryeBbiM crioBam B B[] O6cyxaeHusa B Beb-
UHTepdence, HEOBXOOUMO BLINOMHUTL CrieayoLne 4eNCTBUS:

1. OrtkpbiTb B O6Ccyx*AeHuUs.

2. HaxaTb KHOMKy he ([Mounck]) Ha naHenNn NHCTPYMEHTOB.
3. OTKpoeTCs OKHO noucka.

4. Habpatb 3anpoc B MOMCKOBOW CTPOKE U HaxaTb KHOMNKy [HanTtu].

B pesynbTate B obnactu npocmoTpa byayT oTobpaxeHbl BCe LOKYMEHTbI, OTBEYAIOLLME YCNOBUSIM
3anpoca.

[N ouncTkn pesynbTaToB Noucka HeoBXOAMMO HaxaTb KHOMKY @ ([OuncTnuTb pesynbTaThbl])
Ha NaHenwu OencTBUN.

NOTHKA 23
¥ Cai



OyHKIHOHATBHBIE MOACHCTeMBbI. O0CyxKIeHns Paboma c 6azon oannvix

[1l.7. PegaktTnpoBaHme AOKYMEHTOB

Bo3MOXXHOCTb pefakTMpoBaHMs KapTOYKM TeMbl 06CYKAEHUSA U COOBLLEHUS, OTNPaBIEHHOTO MO
AOKYMEHTY (U3 KapTOYKM JOKYMeHTa no kHonke [[lononHutenbHo]:[OTnpaBuTtb coobueHune]),
AOCTYyNHa aBToOpY TeMbl U aMUHUCTPATOPY CUCTEMbI B TedeHne 10 MUHYT nocrne coxpaHeHus
KapTouKw.

B npeactaBneHum Mo noxymenram B[l O6CcyxaeHMA HET BO3MOXHOCTU peaKkTMpoBaTh:

e TeMbl 0O6CYXAEHUI, CO30aHHbIE B KAPTOYKaxX AOKYMEHTOB hyHKLUMOHanbHbIX 6a3 (B KaHuensipus,
O6paleHus rpaxaaH, NMpuHaTue peweHun, CoBewaHns, HopmaTtuBHble AOKYMEHTbI), a
TakkKe B KapTOYKax MNOpyYeHWU 1 BHELLHUX agpecaToB (opraHusaumn n ounnanos);

e cooOLLeHns No AokyMmeHTaM pyHKLMoHanbHbIX 6a3 (B[ KaHuensipus, O6palueHus rpaxaaH,
MpuHaTue peweHun, CosewanHms, HopmaTMBHble AOKYMEHTbI), @ TaKXKe No NOPY4YEHUAM,
cosfgaHHble no kHonke [AononHuTtenbHo]:[OTnpaBuTb cooblieHue].

YToOb! oTpeaakTnpoBaTb KAPTOYKY TEMbI O6cy)K,El,eHVIFI, HYXHO:

1.
2.

4.

BbibpaTb B ogHOM 13 npeacTtasneHnii 6] O6cyaeHns KapToUKy HY>KHOW TeMbl OBCYXXAEeHWUS.

OTKpbITb HA MPOCMOTP KApTO4Ky TEMbl 0OCYXOEHUS.

HaxaTb kHonky [PemakTnpoBaTtb] Ha NnaHenu AeNCTBUN U BHECTN HEOOXOOUMbIE N3MEHEHUS B
Mons KapTOYKM.

CoxpaHuTb MHPOPMALMIO N 3aKPbITb KAPTOYKY.

Ecnu Ha Bknagke Jocmyn 3agaHbl YviTaTenu, TO MOCIE COXPaHEHWUs! KapTo4yku TeMbl CUCTeEMa
dopmupyeT MHDOPMaLMOHHbIE coobLleHms Ha FC ykasaHHbIM Nonb3oBaTensMm.

[11.8.YaaneHue oOKYMeHTOB

Bo3MoxHOCTb yaaneHus Tembl O6CYXAEHUI 1 CBA3aHHbIX C TeMon obcyxaeHun B B] ObecyxaeHus
AOCTyMHa aBTOpY TeMbl U aMUHUCTPaTOPYy CUCTEMBI.

B B[] O6cyxaeHns HET BO3MOXHOCTW yaannTb COOOLLEHMSA NO JOKYMEHTaM (OYHKLMOHaNbHbIX 6a3
(BO KaHuenspusa, O6palieHus rpaxaaH, MNpuHatne peweHnn, Cosewanus, HopmaTtuBHble
AOKYMEHTbI), a Takke no nopyvyeHusam (npeactasneHmve o nokymenTam), CO34aHHbIE NO KHOMKE
[AononHuTenbHo]: [OTNpaBUTbL COOGLLEHME], a TakKe OTBEThLI HA HUX.

YUTtobbl yaanutb gokymeHT u3 b1 O6cyxaeHus, HyXHO:

1. B ogHom u3 I'Ipe[J,CTaBJ'IeHVIIZ BblOENNUTb HeO6X0[J,VIMyI'O TEMY 060y>|<,1:|,eH|/1;| nnnm OTBET Ha TeMy

obcyxgeHus.

2. HaxaTtb Ha kHonky [MMloMecTUTb B KOP3UHY] Ha naHenn AencTBUMA U NOATBEPAMUTL BbINOMHEHUE

onepaumm B OKHe C coobLLEeHNEM.

Mpn 3TOM [OOKYMEHT nomellaeTcss B KOp3uHy (npeactasneHve Kop3uua), a No UCTeYeHWUU
BpeMeHW, yKazaHHOro B HacTpomrkax 6a3bl, yaansertcs u3 6a3bl AaHHbIX.

UtoObl BOCCTAHOBUTb YAANEHHbIN AOKYMEHT W3 KOpP3WHbl, HEeobXoAuMMO OTMETUTbL €ro B
npeacrasneHnn Kop3una v HaxxaTb KHOMKy [BoccTtaHOBUTB].

I'Ipvl yoaneHun Tembl/ OTBETA B KOP3UHY OOKYMEHTOB yaandrTCA BCe CBA3aHHbIE OTBEThI. |_|pl/l
BOCCTAHOBMEHUN rMaBHOM TEMbI/ OTBETA U3 KOP3UHbI CBA3KM BOCCTaHaBIINBAKOTCA (OTBeTHbIﬁ
OOKYMEHT HeJlb3A BOCCTaHOBUTb U3 KOP3UHbI OTOEJIbHO OT FﬂaBHOFO).

o
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UTtobbl yganuTb obcyxpgeHue, CO30aHHOE B KapTOuke [OOKyMeHTa, HeobOXOAMMO Ha BKnagke
O6cyx0eHust BblAenUTb HeobxoamMyto Temy obBCyXOEeHUst UnNn OTBET, HaxaTb kKHOMKy [MomecTUTb B
KOP3UHY].

[nsa nepexoaa B Kop3nHy B[] O6cyxaeHus Ha naHeny AencTBUI Bknaakn O6cyx0eHuUs1 KapTyOKM
OOKyMeHTa A0CTyrnHa kHorka [MepenTn B KOp3uHy].

YpaaneHue coobLeHuin, cosagaHHbix No kHornke [[lononHutenbHo]: [OTnpaBuTbL coobueHue], a
Takke OTBETOB Ha HUX, HE NPeayCMOTPEHO.
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Ilpunoscenue. Onucanue nonei

V. MpunoxeHune. OnucaHune nonen

IV.1.KapTo4yka TeMbl 0GCYyXXaeHuUsA

Ta6nuua 9. OCHOBHbIe NOJIsi KAPTOUYKU TEMbI OGCYKAEHUS

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
3azonoeok 3aronoBok Tembl 06CyxaeHns 0 txt Beogom c knasuaTtypbl
Kamezopus KaTteropusa TeMbl 06CyxaeHns H txt Bbibopom 13 cnvcka

KIMIOYEBbIX 3HAYEHWUN C
MOMOLLBIO KHOMKM 1=
Ypanutb 3HadeHue 3
cnmcka MOXHO C
MOMOLLBIO KHOMKY X
Aemop ®UO cocTaBuTENS OOKYMEHTA. 0] txt lMpocTasnseTcs
Mo ymonyaHuio nomne coaepxuT aBTOMaTUYeCckn B
®UO nonb3osaTens, MOMEHT CO3aHus
C03[aBLUEro KapTouKy TEMbI
Hama co3daHus [ata co3ganusa temsl. o 0] nata lMpocTasnseTcs
YMOn4aHu1Io npocTaBnseTcs aBTOMAaTUYECKM Npu
Tekyllas aarta v Bpems CO34aHNN TeMbI
co3fgaHus
Modnucambcs Ha ®yHKUMOHAN NOAMNMUCKM Ha H yeKkbOoKC YcTaHOBKOW/CHATUEM
memy o6cyxaeHus no teme. Mpwu nara
yCcTaHoBKe chriara nonb3oBaTernto
nocTynatoT yBeAOMIEHMS MO
CO3[aHHbIM OTBETaM Ha AaHHYI0
TEMY 06CYXOEHUS.
CoobuweHue TekcT coobLeHuns ans H txt BBogom c knasuaTtypbl
obcyxaeHus
Tabnuua 10. Nons Bknapku «BnoxeHusn»

Mone OnucaHue O/H Tun Cnoco6 3anosHeHus

BrioxeHusi ®annsl BNOXEHUN H txt PaGota c
BMOXEHUSMM
OCYLLIECTBIAETCA MO
KHOMKaM Ha naHenu
aevcteuin obnactu
BNOXEHWI

Ta6bnuua 11. NMonsa Bknagku «QocTtyn»

Mone | OnucaHnue | OH | Tun Cnoco6 3anonHeHus
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Ilpunoscenue. Onucanue nonei

Mone

OnucaHue

O/H

Tun

Cnoco6 3anosnHeHus

Yumamenu

Cnucok Yyntatenen TemMsbl
o6eyxaeHus. Mo ymonyaHuio —
He 3arnoriHeHo (OocTyn BceM
nosb3oBaTensiM CUCTEMbI)

txt

MNpwn cosgaHnn Tembl 13 B[
O6cyxaeHUs 1 KapTOYKU
opraHunsauum/cdunvana B b
BHelwHne agpecartbl - BbIGOpoOM
n3 b1 CnpaBO4YHMK
opraHuM3auum NMOMOLLbIO KHOMKK
* (BbIBOP U3 crieayoLLmX
BapvaHToB: Bce docmynHbie;
lModpa3zdenerusi; U3
nodpasdenerust; Fpynnbi; Mol
catim).
MNpn coszpgaHnm Tembl 13 B[
KaHuensipusa, O, NP, HO
CoBewaHus v NMopyyeHuns —
BbIGOPOM M3 Crnincka COTPYAHUKOB,
NUMEIoLLNX JOCTYN K OKYMEHTY.
Ypanutb 3HadeHune 13 cnucka

MO>XXHO C MOMOLLbIK KHOMKN X

Tabnuua 12. Monsa Bknaaku «Mognncunku»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Modnucyuk ®UO nognucunka H txt ABTOMaTMYECKU MpK
noanucke Ha Temy.
3HaueHune ypanseTcs
Npu OTKMIOYEHNUM
NOAMNWCKA Ha Temy
Hama nodnucku [ata n Bpems BbINONHEHUSA H paTa MpocTaensetcs
MOAMNUCKN Ha Temy aBTOMaTU4eCKu B
MOMEHT NOANUCKM Ha
Temy
IV.2.KapTouka oTBeTa
Tabnuua 13. OcHOBHbIE NOJIAA KAPTOYKU OTBETa Ha obcyxaeHue
Mone OnucaHue O/H Tun Cnoco6 3anosHeHus
B omeem Ha 3aronoBoOK CBA3AaHHOWN TEMbI 0 txt ABTOMaTMYECKM NPK
co3fjaHum oTeeTa.
Hacnepyetca n3 nonsa
3az0/1080K KapTOUKK
CBSI3aHHOMW TEMBbI
3azonoeok 3aronoBok oTBeTa e} txt Bsogom c knasuatypbl
Kamezopus Kateropusa cBa3aHHON TeMbl H txt ABTOMaTMYECKM NPK
co3faHuM oTBeTa.
Hacnegyetcs 13 nons
Kamezopus kapTouku
CBSI3aHHOW TeMbl
Aemop ®UO cocTaBuTens JOKyMeHTa. 0] txt MpocTasnseTcs
Mo ymonyaHuio nomne coaepxuT aBTOMaTU4yeckn B
®UNO nonb3oBaTens, MOMEHT co3aaHuns
CO3JaBLUEro KapTouKy oTBeTa
Hama cosdaHus Jlata cosgaHus otBeTa. o 0] nata MpocTtaBnsetca

YMOM4YaHuIo npocTaenseTcs
Tekyllasa gata v Bpems
co3gaHus

aBTomMaTu4ecKku npu
co3adaHun oTBeTa

v Cai
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OyHKIHOHATBHBIE MOACHCTeMBbI. O0CyxKIeHns

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Modnucambcs Ha PyHKUMOHAN NOANUCKM Ha H yekBoKe 3HaveHne
memy ob6cyxaeHus no teme. Mpwu HacnegyeTcs U3
yCcTaHoBKe brara nonb30BaTento KapTO4KM TEMBI.
nocTynawT yBeAOMISIEHUS MO YcTaHOBKOW/CHATUEM
CO3[aHHbIM OTBETaM Ha AaHHYIO dnara
TeMy ob6CcyxaeHus.
CoobujeHue TekcT coobLyeHunst B 06CyxaeHun H txt Beogom c knasuaTtypebl
Ta6nuua 14. NMonsa Bknagkun «BnoxeHusi»
Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
BrioxeHusi daiinbl BNOXeHNN H txt Pabota ¢ BnoxeHnsimu
ocyliecTBnseTcd no
KHOMKaM Ha naHenu
JencTeui obnactu
BNOXeHWN
Ta6bnuua 15. Nons Bknapgku «Joctyn»
Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
HYumamenu Cnncok yntatenen Tembl H txt ABTOMaTUYECKM NpU
0bCcyKOeHUs 1 CBSA3aHHbIX co3gaHumM oTBeTa.
OTBETOB HacnepyeTtcs u3
KapTO4YKM CBA3AHHOMN
TeMbl 6€3 BO3MOXHOCTHU
peaakTpoBaHus
Tabnuua 16. Monsa Bknagku «Mognncunku»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Modnucyuk ®UO nopnucymka H txt ABTOMaTMYECKU MpU
NMOAMNUCKE Ha TEMY.
Y6upaeTtcsa npu
OTKIKOYEHMM NOAMNCKN
Ha TeMy
Hama nodnucku [ata v Bpems BbINONHEHUS H narta lMpocTtasnseTtcs

noAnnUCKMU Ha TemMy

aBTOMaTU4eCckn B
MOMEHT NOANUCKM Ha
TEMY
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