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Moayas «Yuer padouero BpeMeHu»

BEBEOEHME

CereBoit Mmonyns PERC0-SMO7 «YPB» npennazHaueH 00ecHeuuTh aBTOMATH3allMIO0 ydeTa
pabouero BpeMeHHU Ha MPEIIPUATHH C BO3MOXXHOCTBIO ()OPMHUPOBAHUS TAaOEs O CTaHAAPTHBIM
¢dopmam T12 u T13.

WHuTennekTyanpHblil aITOPUTM ydeTa MOJAEPKUBAET MHOIOCMEHHBIE M CKOJb3AIIME Ipaduku
paboThl, obecrieunBaeT KOPPEKTHBIN yueT pabodyero BpeMeHH MNP PAa3IMYHbIX BUJAX TPYIOBOTO
pacnopska.

Bo3MoOXHOCTH  MporpamMMmbl  MO3BOJIIIOT ~ BHU3YaJbHO COBMECTUTh BpEeMsSl IPHCYTCTBHUS
COTpyAHHMKa Ha paboyeM MecTe C CeTKoW ero pabodero pacnopsaka. Ilpegycmorpena
BO3MOXXHOCTh BBOJIa OIPaBJATENbHBIX JOKYMEHTOB M HapsI0B HAa CBEPXypOUYHBIE PAOOTHI, YTO
NO3BOJISIET HE TOJIBKO KOPPEKTHO YYUTBIBaTh OTCYTCTBHUE COTPYAHHUKOB IO YBaKUTEIbHBIM
NPUYMHAM, HO U BECTH OT/EJIbHBINA yUET CBEPXYPOUHBIX PadoT.

Monysb no3BoJISET MOJTy4aTh HEOOXOAUMBIE OTUETHI 110 TPYJOBOM TUCIUILIMHE.

IIpu HeoOxoauMocTH HOOOH CO3MAaHHBI B MOIyJie ydyeTa pabodero BPEeMEHH OTYET WU
BBIOOPKA JIETKO 3KCIIOPTUPYIOTCS B popmat EXcel amst manmpHelme craTucTHIecKoit 00paboTKu
JMaHHBIX (He00X0aMMO, YTOOBI Ha KoMIIbloTepe ObLT ycTanoBieH Microsoft Excel).

Mozyib COCTOUT U3 CIEAYIOUINX Pa3/IesIoB!

e JlucuunumHa Tpyaa. Pasnen nmpenHasHaueH Ui MOJTy4YeHHs OTYETOB O HAPYIIEHUSX
JTMCIUTUIAHBI TPy/Ia Ha BCEX MJIM BHIOPAHHBIX O0BEKTAX C yYaCTHEM BCEX WIIM OTACIBHBIX
COTPYAHUKOB 32 OIpEJeNICHHbII MHTEPBAJl BPEMEHH.

e JKypnaa orpaGoraHHoro BpemeHu. Pa3nen mpeaHasHadyeH AJs BEJCHUS TaOEIbHOTO
ydera Ha NpenpusTHd (OpraHH3aliH) U CIYXHT IS IPOCMOTPa W KOPPEKTHPOBKH
CYMMapHOTro pabouero BpeMeHH COTPY/IHHKOB.

e Oruernl. Pa3nen npennaszHaueH st popMupoBaHus Tabens ydera pabodero BpeMeHH
1o craHAapTu3oBaHHBIM (hopmam T12 u T13.

e OmnpaBaartejibHble JAOKYMEHTHI. Pasnen cioyXut [Uisi BBOJA W PEIAKTHPOBAHUS
JOKYMEHTOB,  BIMSIOIIMX Ha ydeT pabouero BpEeMEHM, MNPEayCMOTPEHHBIX
nocraHoBieHneM @enepanbHO CaykObl TOCYyNapCTBEHHOW CTATUCTHKH, a TaKkKe
NPUHATHIX HA JaHHOM IPEANPHITHN.

Jnist obGecriedeHrs: aBTOMaTU3UPOBAHHOTO ydeTa pabouero BpeMeHH Ha MPEANPHUITHH:

e [loaroToBbTe M yTBEpAUTE aIMUHUCTPATUBHBINA JOKYMEHT, PErIaMEHTUPYIOIINAN PEeXKIM

paboThI Bcex Mopa3AeieHuit U COTPYTHUKOB MPEIIPUATHS.

Co3paiite HeoOX0aMMBbIe rpaduKu PabOThI, COCTOSAIINE U3 BPEMEHHBIX HHTEPBAJIOB.

Vkaxute sl KaKXIoro u3 rpadukoB pabOThl YCTPOHCTBA CHUCTEMBI OE30MACHOCTH
(KOHTpOJIEpPBI ~ yNpaBJCHHUS JOCTYIIOM), BXOI/BBIXOA dYepe3 KOTOpble OyayT
COOTBETCTBOBAThH NMPHUXOAY/yX0/ay ¢ pabouero Mecra.

VYcranoBuTe ISl KAXA0TO COTPYIHUKA TpaduK paboTHI.

B Teuenue paboThl NpeAnpuATUS BBOJUTE ONPABIATENbHbIE TOKYMEHTHI COTPYIHUKAM,
OTCYTCTBYIOIIUM Ha pabOYeM MECTE MO YBAKUTEILHON PUIHHE.

e  @opmupyiTe 10 HEOOXOAUMOCTH OTYETHI MO0 OTPAOOTAHHOMY BPEMEHH U TaOellb ydera
pabouero Bpemenu o popmam T12 u T13.

JlanHoe PyKOBOACTBO MpeiHAa3HAYEHO COTPYIHUKAM OTIEJIOB KaapoB (OTAENOB IMEpCOHAa)
W/Wiy IUnaM, OTBETCTBEHHBIM 33 BEACHUE TaOCIBHOTO y4yeTa Ha MpeANpUsiTHH (B OpraHu3aIin).
B PykoBojicTBe omumcaHbl MpoIeayphl paboThl ¢ MoayseM YyeT paboyero BpeMeHu B BHIIE
MOIAroBBIX HHCTPYKIUN C HEOOXOAMMBIMU KOMMEHTAPUIMHU U IPUMEYAHUSIMU.

JlaHHBIN MOTyJIh pabOTaeT TONBKO B TIape ¢ MoayJieM [lepcoHan.




Monyab «Y4er padoyero BpeMeHn»

OVNCUUNNUHA TPYOA

Paznen AuncuwmnnuHa TpyAaa TMpelHa3HaueH /A IOJy4YEeHUS OTYETOB O HapYyLICHUAX
JTMCHWIUIMHBL TPy/Ja Ha BCEX WM BBHIOPAHHBIX OOBEKTaX C ydYaCTHEM BCEX HIIM OTIEIBHBIX
COTPYAHHMKOB 3a OIpe/eIeHHbIi HWHTEepBaJl BpeMeHHu. VIHTepBan BpeMEeHH, 3a KOTOpPBIH
IPOCMATPHUBAIOTCSL COOBITHS, 33JaeTCs C TOYHOCTBHIO JO JHS, NMPH 3TOM AHMAINA30H MPOCMOTpa
COMCKa CcOObITHH HeorpaHuueH. HapymieHus TpyAoBOM —JTUCHMIUIMHBI — ONPEEINSIOTCS
OTHOCHTEIIFHO YCTAaHOBIIEHHBIX rpaukoB pabodero Bpemenu. Co3maHue NaHHBIX TpadUKOB
ocyuecTsisieTcs B pazaene [padukn pabotel baszosoe MO PERCo-SNO1.

Jlnis akTUBM3alMK pa3ziena LIeTKHUTE Ha KHonke [ucuumnnuHa Tpyaa.
Pabouee okHO pazaena oToOpa3uTcsi B OCHOBHOM yacTu okHa KoHconu ynpaBneHus.

PABO4YEE OKHO

Pabouee okHO pasaciia OvcuunnunHa 1 pyAda COCTOUT U3 CJICAYIOMIHNX SJICMCHTOB!

AvcumnnuHa Tpyaa

F| A0 |0 @ Q| £ eS|

A& -38 - v | # cxnan] {1

Bribipain Bce ofbexTH gocTyna @
Texymui neHs

Tan. M CoTpynHHE MNonpazneneHue -
110 |Cereros Bopuc MEaHOEMY CHNan,
346 [K.oparid BukTop CTenaHoswd cHNan,
B74 |Anercuka Maprna CemeHoena CrNan
111 | K.opoeun Mean MrHareesiy CKNag,

113 |Bonkoe CrAan :

1/5
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Puc.1. PaGouyee okHoO pa3aena ucuunjinHa Tpyaa.
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1. OyukimoHanbHbIe 3eMeHThl pasaena (cMm. [lpunokenne «@PyHKUUOHATbHBbLE
2nemenmol paszdena Jucuuniuna mpyoa).

2. ITanenp ¢ ykazaHueM BBIOpaHHBIX OOBEKTOB JOCTYNAa M WHTEpPBAJa BPEMEHH IOCTYyIa
COTPYIHUKOB.

3. Pabouas obmacTh paszena co CIHCKOM COTPYIHHKOB BBIOPAHHOTO mojpasaeneHus. [lpu
HEPBOM 3aIlyCcKe IMPOrpaMMBbl CIIUCOK He 3anojiHeH. CHMCOK COTPYIHUKOB (POpMHUPYETCS B
pazzaene COTpyaHUKMN.

OCHOBHBLIE ®YHKUUMN

Hwmxe npuBogutcsa onucaHue (yHKIHOHAJIBHBIX 3JEMEHTOB, C HMOMOIIBIO KOTOPBIX MOXHO
HACTPOUTH BHJ OTYETa, NMPUMEHUTh T€ WIH HHbIC (QWIBTPHI, OOHOBHUTH >XypHAJl COOBITHH,
[I0JIyYUB HOBBIE JAHHBIC U3 alIapaTypsl.

BuiGop noapazneneHusn

I[J'IH BLI60pa COTPYAHHUKOB U3 ONPECACICHHOIO IOAPA3ACICHUS .

1. llenxkHuTe Ha KHONKE BbIGOpP MoApdasAeAeHus — L5 OTtkpoeTrcss OKHO BbIOOpa
MOApa3ACIICHUS .

2. Beibepure mompaznenenue. Ecnmu  otmetuTh  (uaxkoxk lokasaTb  CKpbITble
noapasfaeneHus, To B CIHICKE MOpa3IeTICHUI 0TOOPA3STCS CKPBITHIC TOIPa3eIICHUSI.

v

3. llenkaute Ha kHOMKe «OK» u MpuUMeHuTb — B cmucke B paboueii obnactu
OyAyT COTPYTHHUKH TOJIBKO M3 3TOTO TOJPa3ICIICHUS.
(1 NMPAMEYAHME

[Ipn mepBoM 3amycke NMpPOrpaMMbl CIPABOYHUKH IMOAPA3ACICHUNA ITyCTHI.
Coznarotcs B pazaene YY4ETHbIE AaHHbIe.
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BuiGop nepnopa oTuera

Jlns BIOOpa mepuoia oT4yera:

%
1. [llenkuute Ha KHOTIKE Mepuoa oTyeTa —
2. B KOHTEKCTHOM MEHIO KHOTIKH BBIOEPHUTE HYKHBIH ITyHKT:

0] | TerywHA AeHs

L —

[O] npeablsywki asHe
Texywaa Hveasna

TEKYILHA MECAL
B YKa3aHHEIH NEpHo A

npegLAYHA eHb |

B 3aBucHMoOCTH OT BRIOpaHHOTO IYHKTA Ha MAaHEIH 0TOOPa3uTCs HaIIHICh
Ecnu BhIOpaH «yKa3aHHBIH MEPHOA», TO OTOOpPA3ATCS MOJIA BBOJAA JAT, B KOTOPBIX BBHIOEPHUTE
MHTEpPBaJ NepHOAaa:
JUnist ©'3MEHEHUS! 1aThl UCTIONIB3YIOTCS JIBa BApUAHTA:
e II3MeHeHue yncia, MecsIa U ro/ia BpYyYHYIo.
Beiaenute 4ncio, Mecs u/Uiu rojl EeITYKOM MBI U BBEIUTE HOBOE 3HAYCHHE!

IDE.DB.EDD? x| |os0sz2007 L||

e I3MeHeHme yncia, Mecsia 1 rojia ¢ HOMOIIbI0 KaJleH1aps.
[IlenkHHUTE MBINIBIO MO CTPEIKE B TTOJI€ BBOJA. OTKPOETCS OKHO KajeHaaps:

12022007 |

n Pespane 2007 r.
M Br Cp Yt Mr Ca Bc

1T 2 3 4
5 B 7 8 9 10 11
12 4E» 14 15 16 17 18
198 21 22 23 24 5
26 27 28

= aCerogna: 20.02.2007

v JIisi WM3MeHeHHs] Mecsila W TOJA MOJB3YHTECh MOJOCONM MPOKPYTKH (OKHO
KaJIeH1aps 1ocye BbIOOpa He 3aKpbIBAETCS):

n P eppane 2006 r. n

v/ Jlis M3MEHEeHHsl YHCJIa BBHIOEpHTE €r0 B OCHOBHOM 00JAaCTH OKHA KaJjeHaaps
IIETYKOM MBI (CM. pHUC. BbIiie) (OKHO KaJeHAaps 3aKPOeTCs);

v’ JInsl yCTAHOBKH TEKYILEH JaThl:

[llenkHuTe HAa HAANUCH B HIDKHEH YacTH OKHA KaieHaaps (OKHO KasieHaapst
3aKpOETCs):

[ =™ Ceroana: 13.10.2006 |

[[lenkHUTE MPaBOil KHOMKOW MBIIIK B JIFOOOM MecTe OKHa KaneHaaps. OToOpa3urcs
nojcKa3ka K CerofHsAWHen pare:
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M Br Cp MYt [r €A Bc
1
2 K ceraHAwHeA gaTe g

9 T 12 4133 1% 15
16 17 18 19 20 22

i ) O e -
o A

= 3 Cerogna: 13.10.2006

[ToaBenuTe Kypcop K MOJCKAa3Ke W IICIKHUTE Ha HEl MbIIbI0 (OKHO KaleHaaps
3akpoercs). Tekymas nara oToOpa3uTcs B COOTBETCTBYIOIIEM IIOJIE.

v’ JIns BLIGOPA rojaa MIEJIKHUTE TI0 TOY, TOSABITCS CTPEIKH, KOTOPLIMH MOKHO
BBIOpATh TO:

K Hion, tzuu? [ » |

M Br Cp M7 It i Bc

v Jliist BbIGOpA Mecsiia MIEIKHUTE MPaBOil KHOITKOM MBIIIH 110 MECSIIy B KaJeHape.
OTKpoeTcs KOHTEKCTHOE MEHIO, B KOTOPOM BBIOEPUTE MECSIT IISTIKOM MBIIIIH:

AHEapE
PeEpans
MapT
Anpens
Mai
lMHoHE
lMrone
AECYCT
CEeHTADPE
CETADPE
HoRbpE
Jekatpe

BuiGopka no nepcoHany

Z[J'Iﬂ IOpOCTOTHI IIOHMCKAa B IIpOorpamMme CYyHICCTBYCT BO3MOXHOCTb 3aJdaHUs (I)I/IJIpra
COTPYAHUKOB HE TOJILKO ITIO MOAPA3ACICHUAM, HO U I10 (1)aMI/IJ'II/II/I, JOJIDKHOCTH HJIN Ta6eJ'II)HOMy

HOMEpY:

L
1. [llenkauTe Ha KHONIKE BbIGOPKA NO NepCOHAAY — . OTKpOETCST OKHO:



Monyab «Y4er padoyero BpeMeHn»

2. B maHHOM OKHE BBIOEpUTE COTPYIHUKA (COTPYIHUKOB), YbH HAPYLICHUS JUCIMIUIAHBI
TpyZa XOTUTE IIPOBEPUTE.

3. lllenkuute Ha kHOMKE «OK», YTO MPUBENET K 3aKPHITHIO OKHA BHIOOpA COTPYJHHUKOB. B
pabouem OkHe 0TOOpa3uTcst HH(POPMAIHS TOJIBKO O BBIOPAHHBIX COTPYIHHKAX.

B »TOM OKHE, Takke Kak BO BCEX OKHax CO CIIMCKaMH JaHHOIO MOJIYJIsI, JOCTYITHA
¢byHK1Ms OBICTpOro Moucka. i Toro 4To0bl €ro OCyIeCTBUTD, BBIACIUTE JH00YI0 CTPOKY
crmcka, Haxxmute Ctrl+F+F n HabepuTe HCKOMYIO CTPOKY B OTKPBIBIIEMCS] OKHE TIOMCKa.

=
OTtmeuast ¢(aaxok W cHUMass MeTKy ¢ (raxka [é psanoM ¢ KHonkoi BbiGopka no
NepPCOHAAY, MOYKHO BKJIFOYATh U OTKJIIOYATh BBIOOPKY.
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BuiGopka No NOMeLWeSHNAM

J51s BEIOOpKU IO 00BEKTaM:

v
1. llenxkauTe Ha KHOTIKE BbIGOPKA NO NOMELLLEHUAM — . OTKpOETCST OKHO:

2.B naHHOM OKHe BbIOEpUTE IMOMEUICHHWE B JEpeBe IMOMELICHUH, M0 KOTopoMmy Oyner
ocyIecTBiieHa BbIOOpKa. [Ipu 3TOM OTMETSATCS BCe BIOXKEHHBIE OOBEKTHI, €CIIH TaKOBBIC
UMEIOTCH.

3. Ins moxnrBepkneHuss BhIOOpa mIenKHUTE Ha KHomke «OK». B paboueit obmactu
oTtoOpa3utcsd MHPOpMaLUs O COTPYIAHMKAX, KOTOpbIE HMMEIOT JOCTYH K BBIOpaHHOMY
MIOMEMICHUIO.

[Tocne menuka Ha KHONKe OTMEHUTb OKHO BBIOOPKH 3aKpoeTcst 0e3 Kakux-I1ubo
U3MEHEHUM.

Jliis oTMeHBI BBIOOpa BOCTIONB3YHTECh KHOMKOW OYHMCTHTD.

=
OTtmeuast (iaaxoKk W CHUMas METKy ¢ (raxka g psaoM c KHOIKoM BbiGopka no
NOMELLLEHUAM, MOXKHO BKJIFOUaTh U OTKJIIOYATh BEIOOPKY.

MNMpocmoTp rpadhnka padoTsl

Jlst mpocMoTpa rpaduka paboThl COTPYTHHKA!
1. Beibepute cOTpyAHUKA B CIIUCKE COTPYAHHUKOB B paboyeii o0macTH.

2. lllenkauTe Ha kHONKEe padomk paboTbl — & . OTKpoeTcs OKHO C JIPEBOBUIHOMN
CTPYKTYpPOH, 0ToOpakaromiei rpaduK BEIOPaHHOTO COTPYAHUKA!
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Monyab «Y4er padoyero BpeMeHn»

J1is 3aKpbITHS OKHA 0TOOpakeHus: Fpadmk paboThbl MOBTOPHO MIEITKHUTE HA KHOTIKE

©

NMPUMEYAHMUE

[Ipu mepBoM 3arycke MpOrpamMMbl CIIPABOYHUKU Tpa(UKOB pabOT IyCTHI.

Coznarotcs B pasaene Fpadukn pabotel bazosoe MO PERCo0-SNO1.

ToyHocTe A0 cexyHA

I[J'ISI ImoKasza BPEMCHH C TOYHOCTBIO OO0 CCKYH/Jbl HICJIKHHUTC HaA KHOIIKC TOo4YHOCTb AO

CEeKYHA —
KHOIIKC.

3

JUis BO3BpaTa K TOYHOCTH JO MHHYTBHI IOBTOPHO IUEIKHUTE HAa J3TOU XKe

CoxpaweHHbIn nokas ®UNO

,Z[J'If{ COKpalll€HHOI'O0 IIOKaza HWMCHM MW OTUYCCTBA COTPYAHHKA MHMECJIKHUTEC Ha KHOIIKE

CokpauieHHbit nokas PUO — £ Jns Bo3Bpara Kk mnoka3dy mnojHbix PO moBTOpHO
IICIIKHUTE Ha 3TOH K€ KHOIIKE.

Bupn oTtueTa

Jlis BeIOOpa BHIA OTOOpaKEHUS OTYETa INEIKHUTE Ha KHOMKe Bua otyeTta — % B
KOHTEKCTHOM MEHIO KHOIIKH BBIOCPUTE HYXKHBIW BUJI OTUETA:

11



Monyab «Y4er padoyero BpeMeHn»

+ | DNo3AaHHA

¥x0Akl pPaHEWE
OTCYTCTEYHIWHE

Bre HapywmTEH

Bpema nocne paboTel

Bpema A0 Hadana patoTel

B BepxHeli wacth MeHIO HaxXomsaTcs WH(POPMATHBHBIE OTYETHl, a B HIDKHEHM dYacTH —
TMCLUUIUIMHApHBIe. BpiOepure HEOOXOAWMBIA BapHaHT OTYETa, OTMETHB COOTBETCTBYIOLIHIMA
MYHKT MEHIO.

[Ienxknute Ha kHOomKe MPUMEHUTbL — B paboueii obmactu OTOOpA3ATCS CTONOIBI C
COOTBETCTBYIOLIMMH 3HAYCHUSIMH.

HacTtpovika cTtonbuos Tabnuubl

J71s HacTpONKHU CTONOIIOB TaOIHUIIB:

1. lllenkuute Ha kHorke HacTpoiika cToA6LoB Ta6AmLbl — LD,
2. MeTKoii OTMEYeHBI Te CTONOIEI, KOTOpBIe OYIyT OTpakeHb B 0T4éTe. UTOOBI CKPBITH
HeHy)KHBIe CTOH6HBI oTyeTra, CHUMUTC MeTKy HaHpOTI/IB Ha3BaHUA CTOH6Ha IICIIYKOM

MBIIIN.
o |
W | 09.01,2007
v | Brero
(1 MPUAMEYMAHUE

[lepen HacTpoiikoit cTONOIOB TabaMIIBI BHIOEPUTE NEPUO]] OTYETA.

MNokas epeMeHn BXoOoB U BbLIXOOORB

Jns  mpocMoTpa COOBITHH 332 J€Hb 1O KOHKPETHOMY UYEJIOBEKY C BO3MOKHOCTHIO
OTPEAAKTUPOBATH UX JJI1 KOPPEKTHOTO pacyera B CiIyyae HaJU4us OIUOOYHBIX COOBITH!

1. llenxkuute Ha kHOmKke lMokasaTb BpemMsi BXOAOB M BbIXOAOB — R OTtkpororcs
JOTIOTHUTENIbHBIE paboune 001acTu:

12



Monyab «Y4er padoyero BpeMeHn»

Ta6. M= CoTpynHHE Il'lpnxcm,bl | CofikITHA |

E |Anekcees AHTOH B nagvmWpoeny Nara Bxon MomMemeHue

1 |Anekcess B nagutup Anekcessny S 23_[|}‘_2|][|?H1 ATam

7 |l apeesa Mapua P E&nopoeHa | 23.07.2007 14:43:29 MNposogHanA

2 [Fomoe AHoped AHATONEEEMHY : 24.07.2007 10:00:45 | MpoxogHan

9 [Mu=afinosa MapuHa Muxafinoena ||

10 | &HToHOE Anekcel Banepeesuy 1/

2 |F.oznoeckui MeaH Meopriesiy

7 |Bacunees K.oHCTaHTMH BopUcoEWy 2307 2007 e

13 |MeaHoE MeaH MEaHoOEMY I I I I

3 |K.oponés Backaui O nerosuy ' ' ' '

24 07 2007 e S

4 |K.pacHosck.aa Imma NypeeEHa L
5 | #yr Bnagucnae AnercaHoposiy Mlememrs | N Yo E SR TEEmESaS

11 |k Apraoi Hukonaeswy - e2eer s e e A
b | K. pacHoBCKaA MpUHa AnekceeEHa 0 Go3HavEeHMA

123 |Enecess Mérp MeTpoiy
» 321 ] Her HapyweHMi
E54 | Arnponoea Mapua AnekcaHlpoeHs ] HelseecTeH Bxon/HeM3IBECTEH BRIXOD,
16724
o | -+ I =

B mpaBoii BepxHeil paboueil obiactu umerotrcsa jaBe Bkianku: MNpoxopabl nu Cob6biTusa. Ha
BKJIagKe MpoxoAbl 0TOOpakeHBI BXOABI M BBIXOJbI KOHKPETHOTO COTPYIHHMKA 32 BBIOpPAaHHBIHA
JIeHb B pabouell 00JIACTH CO CIHMCKOM COTpYIHHUKOB. IIpu mepememnieHuy MO CIUCKY B JEBOM
9acTH OKHa MH(OpManus B MpaBoOd yacTh OyAeT U3MEHSATHCS B COOTBETCTBHH C BBIACICHHBIM

COTPYAHUKOM.

Ecnu Beiienena siueiika B cTonlue BCero - Cucok B IPaBoOi 4acTU OTOOPA3HUT BCe MPOXOIBI 3a

BCCh ICPUOJ TOCTPOCHUA OTUCTA IJII JAHHOTO COTPYAHUKA.

B wwxuelr paboueid 00jacTH KakIOW BKJIAIKA HAXOIUTCS rpaduyecKoe TMpeCTaBIeHUE

BXOJIOB U BBIXOJIOB COTPYIHHUKOB.

C momompio KHONKH [leyvaTb, pacmloIOKEHHOW 3/1eCh €, MOXKHO BBIBECTH Ha Ie4aTh

JUHEHHYIO JarpaMMmy BXOJIOB M BBIXOJIOB TPEOYyEMOTro COTPYAHHKA.

2. Ha Bxiagke CoObITUA BBIOEpUTE, Kakhe COOBITHS yUUTHIBATH IPU pacueTax, a Kakue

HET.




Monyab «Y4er padoyero BpeMeHn»

ﬂ Mpoxogkl | Im |
Tab. N* Corpy
Bpema Yyet |[Bron/Brixon | [NomewmeHue ﬂ
7 |Tapeeea Mapra PEnoposH.
8 | K.omoe Angpeii AHaTONEEE L 23072007 14:49:2 uf Brion 1 atams
9 | Muxatinosa Mapuya Musat L
10 | Axroroe Anekcel Banepee 174 _ILI
2 | Foznoeckui Mean Meopride ll—l ’
? BaCHﬂbEB K.DHCTEHTHH El:ll:ll- I_ Toneko ZAPerMCTpHpOEaHHER EDEbITHﬂ
13 | MeaHoE MeaH MEaHOEY . ———
3 | Koponée Bacumii Onerogu 23,07 2007 , -. - 1 . r .
4 |K.pacHoEckad Imma MNypeee e
5 | *.yk Bnagmcnas AnekcaHap v EI EI EIQEIEI ' EI é ' EI EI "E"”g
11 | Hye Apragui Hukonaesuy MNevate - e = B~ B = =
5 [KpacHoeckas Mpuna Anekc
123 |Enecess Nérp Metpoguy — DéGosHavenus
D
54 | AHopoHOES b apua Anekcar BN HeT HapyWEHKE
21 |MeaHoEa Nunua PEqoposH [ HelzeecTed gRon/HeH3BeCTEH BRIMOD
16724 j
| | [~ - > >

JIBaXX/1bl ILEIKHUTE MBILIIBIO MO CTPOKE C COOBITUEM, KOTOPOE Bbl XOTHTE OTKIHOYMTH. [Ipu
9TOM B TMojie YYeT MeTKa IIOMEHSeT IBET Ha KpacHbI, a (QopMy C TaJO4YKH [¥] wa

NEPEYEPKHYTHIN KPYT &, [ToBTOpHBIE AEUCTBUS M3MEHAT LIBET METKU HA 3€JICHBIH, U COOBITHE
OyZeT yuYUThIBaThCA.

@ NMPUMEYAHME

He 3a0yapTe COXpaHHUTh TMPOW3BEIACHHYIO BBIOOPKY TMpexKae, YeM
BBIIIOJIHATE JalbHEUIe nerUcTBrA!

3. lllenkHATE HA KHOTIKE v JUTSL TOTO, YTOOBI IPUHITH U3MEHEHHS U1 OOHOBUTH OTYET.

MpenzapuTenbHbLIA NPOCMOTY W NevYaTh

Jl51g mpeiBapuTENIbHOTO IPOCMOTpa MeyaTH:

1. Ilenkaute Ha KHONKe [pPeABAPUTEAbHbIM MNPOCMOTP M NeYaTb — .
Bo3mokHBI 1Ba BHJ@ MedYaTH: pacrnedarka TEKYILIEro OoTdyeTa WM pacledaTka BCex

MPOXOJIOB COTPYIHUKOB. UTOOBI MPOCMOTPETh M HameudaTaTbh HYKHBIA OTYET, BHIOCPHUTE
€ro B KOHTEKCTHOM MEHIO KHOIIKH!

ElE

| TEKYIIHMA 0THET

Mpoxoakl

14



Moayas «Yuer padouero BpeMeHu»

OTtkpoetcst okHO lMpeaBapuTenbHbIM NPocMOTp. B 3aBucuMOCTH OT BRIOpAaHHOTO OTYETa B
HEM O0TOOpaXKaroTCs:
v/ NIpoXo bl - OyIET BBHIBEAEH OTYET TOJIBKO IO IPOXOIAM:

v TeKyWwUh OTYET — OTYET [0 BPEMEHH MPUCYTCTBHS HA PaboTe:

2. lllenkante Ha kHOmKe lMeyaTb oTyeTa — JUIS TIedatu JoKyMeHTa. [Ipoussenure
HEOOXOJUMbIE HACTPOWKM IeyaTH M IIeNKHUTe Ha KHomke «OK». JlokymeHT Oyner
BBLIBEJIEH Ha I1€YATh.

BbixoA — x UL BhIXOAA U3 TPEABAPUTCIIBHOT'O IMTPOCMOTpPA.

Axrcnopt B Excel

Jlis akcmopra naHHbIX B EXcel:

1. lllenkuuTe Ha CTpenKe KHONKU DKCNOpPT B Excel — . Bo3mosxHBI 1Ba BUIa
SKCIOpTA: BBIBOJ AaHHBIX B XLS wnu BeiBox ganHbx B CSV.

é) NMPUMEYAHMUE
*.CSV - 3TO pacluMpeHue TEKCTOBOro [AOKYMEHTA C pasfenuTensmu,
KOTOPBbI BOCTIpUHMMAETCA nporpamMMamMu MS Office n Open Office.

2. Bribepute B KOHTEKCTHOM MEHIO KHOTIKHM HYXXHBIH BUJ 3KcropTa. B 3aBucumocTu
OT BBIOPAHHOT'O OTKPOETCS OKHO!
v' BbIBOA JaHHBIX B XLS - cranmaptHsiii sxciopt B MS Excel:

15



Monyab «Y4er padoyero BpeMeHn»

v' BbIBOJA JaHHBIX B CSV — 3KCMOPT MaHHBIX B TEKCTOBBIA JOKYMEHT C
pa3IeUTeSIMU:

3. Vkaxnure manky u ums Qaitia u menkaute Ha kHomke CoxpaHuTh. J[aHHBIC
OyIyT COXpaHEHBI B YKa3aHHOM (aiie.

16



Monyab «Y4er padoyero BpeMeHn»

HKYPHAI OTPABEOTAHHOIO BPEMEHM

Paznen XXypHan oTpaboTaHHOro BpeMeHMW UCHONb3yeTcs AJIs BeJIeHUs Ta0eIbHOro y4era
Ha mpeAnpustHd (OpraHM3aly) W CIYKHUT IS MPOCMOTPA U KOPPEKTHPOBKU CYMMAapHOTO
pabouero BpeMEHH COTPYAHUKOB. KOpPpEeKTHpOBKa OCYIIECTBISIETCS MyTEeM HCKIIOUCHHS
coOBITHH U3 pacueTa.

JUis  akTuUBM3aLMM pa3jena UICJIKHUTE Ha KHOIKE B [lanenu
HaBuraropa. Pabouee okHO paszena oToOpa3uTcs B OCHOBHOW YacTu okHA KOoHCOIM yrpaBlieHusI.

PABO4YEE OKHO

Pabouee okHO pa3aciia COCTOUT U3 CICAYIOIHUX 3JICMCHTOB:

Puc.1. PaGouyee oxHo pa3aesna ’KypHaJs oTpadO0TAaHHOT0 BpeMEeHHU

1. OyHKMoHaNbHBIE 3NIeMEHThl pasaena (cMm. [lpunoxenne 2 «@PyHKUUOHAIbHBLE
2J1emenmol paszdena Kypnan ompabomannozo epemenu).

2. PaGouast 00nacTh CO CIUCKOM COTPYJHHKOB BBIOPAHHOTO MOJpPA3JICICHUS WA BCEro
npeanpuaTus u ¢ nHpopMmanueir 06 oTpaboTaHHOM BPEMEHHU KaXKIOTO COTPYIHHUKA.

17



Monyab «Y4er padoyero BpeMeHn»

OCHOBHBLIE ®@YHKUUN

Huxe omnuceiBaroTcst  (QyHKIMOHANbHBIE BO3MOXKHOCTH, MPEIOCTABISIEMbIE CHCTEMOI
MOJIb30BaTENIO paszaena XXypHan oTpaboTaHHOro BpeMeHMU.

BuiGop nopopazaeneHns

Jlydrie Bcero Hayath paboTy B 3TOM pa3Jielie ¢ BBIOOpa MoApa3Ie/iCHH .
Jn1st 0TOOpaXKeHHsI COTPYIHUKOB U3 OJTHOT'O TIOPa3ICIICHUS:

1. [llenkaute Ha KHOMKE BbIGOP MoApasAeAeHus — . OTKpOETCSI OKHO CO CITUCKOM
MoApa3IeJICHHIA:

2. Beibepure  moppaznenenme.  OtmeueHHbI  (axkok  [oka3aTb  CKpbITble
nopgpasfeneHusa  TO3BONIIET  OTOOpakaTh MH(POpPMALMI0O O paHee  yAaJIeHHBIX
MOJIpa3/IeNIEHUsAX. DTO MO3BOJISET MPOCMATPUBATh JAHHBIE 110 COTPYIHUKAM, HAXOAAIIUXCS
B yIaJIECHHOM IOJIpa3cIICHUN.

3. lllenkuute Ha KHOMKe «OK» st moATBep kKIeHHUS BhIOOpa mojapasaeseHus. JlaHHbie
COTPYAHHUKOB BBIOPaHHOTO MOJpPA3/IEIeHUs] 0TOOpa3sTCs B paboyeM OKHE pasjeda.

@ NMPUMEYAHME

[Ipu mepBOM 3amycke MpPOrpaMMbl CIIPABOYHUKU IOAPA3ACICHUN ITyCTHI.
JlepeBo mopasiesieHnit co3aaeTcs B pasaeiic YYETHbIe JaHHble.

MNpocmoTp HypHana oTPatoTaHHOro BPeMeH
Jljist mpocMOTpa )KypHasia oTpaboTaHHOTO BPEMEHH:
1. BLIGepI/ITe noapa3aciICHUE 13 aBO‘IHI/IKa, KOTOpHﬁ BBI3BIBACTCA IICIYKOM Ha KHOIIKEC

BuiGop mnoapasneneHuss — . Ecim mepen Hawamom paboTel ¢ pasaeinoM
nojipa3jieliecHne He ObUIO BBIOpAaHO, CHCTeMa aBTOMATHYECKH BBIOEPET MOoJpa3felieHue,
BBIOpaHHOE TIPH MPEABIAYIIEM CEaHCe CBA3H.
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2. YcTaHOBUTE MEpHOA pabOTHI C MOMOIMIBIO KaJleHAApsl, KOTOPBIH CTAHOBHUTCS aKTUBHBIM
IIPM ILIEITYKE HA CTPEJIKE CIIpaBa OT JaThl HaYajaa U JaThl KOHLA IIEPUOJa IIPOCMOTpa!

v Jlis WM3MeHEeHHs] Mecsiia W Toda IOJIb3YHTECh IMOJIOCOM TPOKPYTKH (OKHO
KaJIeHJaps 1ocie BbI0opa He 3aKpbIBACTCsl):

n P egpans 2006 r. n

v’ JInss M3MeHeHMs1 YMCJIa BHIOEPUTE €0 B OCHOBHOW 00JIaCTHM OKHA KajeHIaps
IIETYKOM MBIIIH (CM. puC. BbIie) (OKHO KaJeHaaps 3aKpOeTCs);

v Jlna YCTAHOBKHU TeKYILUe# AaThl:

[llenkHuTe Ha HAANMUCH B HWKHEH dYacTW OKHA KajeHaaps (OKHO KaieHaaps
3aKpOeTCs):

[ = Ceroana: 13.10.2006 |

[[lenkHUTEe MpaBOW KHOMKOW MBIIIH B JIIOOOM MecTe OKHa KayeHnapsi. OtoOpa3urcs
noJcka3ska K CerojHsWHenh paTe:

M Br Cp 4t [lr C& Be
1
2 K ceraHAwHeA 4aTe |E

9 M 12 4137 1F 15
16 17 18 19 20 21 22

23 024 25 2% 2728 29
oA

= 3yCerogna: 13.10.2006

[ToaBenuTe Kypcop K MOJCKAa3Ke W IIEIKHUTE Ha HEHl MbIIbI0 (OKHO KaleHaaps
3akpoetcs). Tekyias 1ata 0ToOpa3uTcs B COOTBETCTBYIOIIEM IOJIE.

v' JInst BLIGOPA rojaa MIETKHUTE TI0 TOY, TIOSBITCS CTPEIKH, KOTOPBIMH MOKHO
BBIOPATH TOJI:

B Hions tzuu? [ » |

Mi Br Cp Yt N "8 Bc

v Jlna BbIOOpA MecsIlA IIECJIKHUTE MPaBOi KHOMKOM MBIIIHU MO MECSIy B KaJeHAape.
OTKpOeTCsl KOHTEKCTHOE MEHIO, B KOTOPOM BBIOEPUTE MECSI] IMETIKOM MBIIIIHN:

AHEADE
PeEpanke
MapT
ANpent
Man
MHoHE
MHone
BECYCT
CEHTAOPE
CETABPE
HoAtpe
Aerabpe

3. lllenknute Ha kHONKe OGHOBUTbL AQHHbIE — . B Tabnuue oroOpasurcs >KypHaul
0TpabOTaHHOTO BPEMEHHU COTPYAHUKAMH BEIOPAHHOTO MOPA3ACTICHUS.
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Onucaxve nonew xypHana

IToMumo moseit, copepkammx obme cBemeHus o coTpyanuke (Ta6. Ne, ®UO,
MNoppasgenenue), B KypHaie COJACPXKATCSA IOJS, KOTOPBIC HCIONB3YIOTCS IS TaOeIbHOTO
yuera. [lopsaok noseit MOXHO MEHSTh CTAHIAPTHBIM METOJIOM NIEPETACKUBAHMUSL.

¢ B cronb6ie NpucyTcTBMe moka3zaHa cymMMa BpEeMEHH, MPOBEICHHOTO COTPYAHUKOM Ha
TEPPUTOPUU NPEANPUATHUS 32 BHIOPAHHBINA IEPUOJ,.

e B cronbue PaGovee Bpemsa MokazaHO BpeMsl HAXOXKIEHUS COTPYIHHMKA Ha padouem
MECTE 3a YKa3aHHbIN IEPUOJ B COOTBETCTBUU C €T0 IPaPUKOM padOTH.

é) NMPUMEYAHMUE
Ecnu B BeIOpanHOM mepuoze cyuiectBoBan PaGoumii BeixoaHoii u /lata
nepeHoca (moapoOHee 00 3TUX MOHATHSIX CM. paszien Fpaduku paboTbl
BasoBoe MO PERC0-SNO1 m. «[Ipasauuynsie aau» ), To Padouee
BpeMsl OyJIeT pacCUMTHIBAThCA TOJBKO IMOCie (PaKTHUECKOTO HACTYILICHHUS
sToii JlaTel mepexHoca.

e B cronbue MNepepaboTka nokazaHa cyMMa BpPEMEHH, MPOBEACHHAs COTPYIHUKOM Ha
pabouem MecTe BHE ero rpaduka paboThl.

\i) NMPUMEYAHMUE
st cOTpyAHUKOB, pabOTAIOIIMX MO CKOJIB3AIIEMY Tpaduky, mepepadoTka
CUMTAETCS HMHA4ye. OSTO PA3HOCTh MEXIY TOCTOSHHOW COCTaBJISIOMICH
rpaduka 1 0TpabOTaHHBIM BPEMEHEM BHYTpH rpaduka.

¢ B cronbiie Pabota HOYbIO yKa3zaHa CyMMa BPEMEHH, IPOBEAECHHOI'O COTPYIHUKOM Ha
pabote mocne 22 yacoB M 10 6 4acoB yTpa, HO TOJBKO B TpaHUIAX CBOETo Tpaduka
paboThl. ['paHUIBI HOYHOIO BpPEMEHH MOXXHO MeHsTh (cM. pasmen [padwukm paGot
nojpaszen MpasgHnyHble aHW)

e B cTonbue OTcyTcTBHE pacCUMTHIBACTCS BpEeMs, KOTOPOE COTPYAHUK He oTpaboTan B
Te4yeHue cBoero rpaduka paborel. MoryT ObITh OZIHOBPEMEHHO HEHYJEBBIMU IOKA3aTENH
«OTCYTCTBHUE» U «IepepadOoTKa», T.K. COTPYAHHK MOXET MNPUHUTH paHbLIe BPEMEHU
puxoja 1o rpaduKy U yHUTH paHbIlle, YeM JIOJDKEH ObUT YHTH 10 TpaduKy.

¢ B cronbiie OWMOKM 1MoKa3aHo HATMYNUE WKW OTCYTCTBHE HEKOPPEKTHBIX JaHHBIX. Eciu B
suelike CTOMT 3HaUOK ¥ , TO OIIMOOYHBIX COOBITHII HET.

Ecan B A4elike CTOMT 3HA4YOK 'B, TO XOTs OBl B OJHOM W3 JHEH BBIOOPKH
UMEIOTCS ~ HEKOppPEeKTHblEe  JaHHble, HalpuMep, KOrja ammaparypa
3aUKcHpoBaia, YTO €CTh BXOJ, HO HET BbIXoJga (dTO HE OTHOCHTCA K
COTpYIHHKaM, paboTaroium 1o rpaduky ¢ nepexogom yepes 0 4. 0 MuH.).

KoppexTupoBKa gaHHbLIX © NpoXonax CoTpyaHUKa

JInst KOPPEKTUPOBKH JTAaHHBIX O MPOXO0JIaX COTPY/THHKA!
1. Beigenure CTpOKy C Y4ETHBIMH JJAaHHBIMU BHIOPAHHOTO COTPYAHUKA.
2. JIBaxk/pl 1IeNKHUTE Ha cTosbie Owubka (He 1o 3aronoBky). B pabouem okHe paszerna
0TOOpa3sATCs JBE AOMOIHUTEIbHBIC paboune odnactu (cM. puc. 2).
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Puc.2. Cxema obJ1acteii pabouero okHa pasjaesa

1 - paboyast 0651aCTh CO CIUCKOM COTPYAHHKOB C JaHHBIMU 00 OTpabOTaHHOM BPEMEHH.

2 - pabodast 00JIaCTh CO CIIUCKOM WHTEPIPETUPOBAHHBIX COOBITHI BEIOPAHHOTO
COTPY/AHHKA 32 ICHb MPH BHIOOPE KOHKPETHOTO JHs B 00nacTu 1 (3a Bce IHH, €CliU ICHb HE
BBIOpaH).

3 - paboyast 06J1aCTh CO CITUCKOM COOBITHIA 3a JIeHb, BEIOpaHHBIN B 00acTH 1 (3a BCce AHH,
€CIIH JICHb HE BBIOpaH).

JIJis penakTHpOBaHMSI HEKOPPEKTHBIX COOBITHI PU pacyeTe pabovyero BpeMeHU:
1. B paboueii obmacti 3 ABaKAbI MICTKHUTE Ha 3HAa4YKe ( '\‘r) B CTOJIOLIE Y4YacTByeT B
pacyeTax psjIoM C COOBITHEM, KOTOpoe He TpeOyercst yuuThiBaTh. COOBITHE OyIET U3BITO
U3 pacuera. A 3HaUOK B CTOJIOIIe YYacTByeT B pacyeTax U3MEHHUTCS C Vi ©
2. lllenkuute Ha kHOIKE OBGHOBUTb ACHHbIE — JUISL TIEpECYETa BXOJIOB U BBIXOJOB B
Tadnuax 2 u 3.
[Tocne ynaneHust Bcex omMOOYHBIX cOOBITHI B croyibne Owmbka Oyaer oToOpaskaTbes

MapKep 3eJIEHOTO IIBEeTa , CBHJICTEIbCTBYIONIMN O TOM, YTO B 3aITUCH HET HEKOPPEKTHBIX
COOBITUH.

C
3. lllenkHUTE HA KHOIIKE B OCHOBHOM MeHI0 KoHconu ynpasneHus.

TabnuIbl 3aKPHIBAIOTCS ABOMHBIM IIETYKOM IO cTOJ0Iy OwmbKa (He Mo 3arojoBKy).
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MNpocmoTp rpadhvka PpadoTkl COTRPYAHNKA

Jlns mpocMoTpa rpaduka paboThl COTPYIHHKA:
1. Beigenute cOTpyAHMKA MIETYKOM MBIIIN B padovell 00IacTH CO CITUCKOM COTPYIHHUKOB.

2. lllenkaute Ha kHOTIKE MPaAdbUK paboTbl — . OTkpoeTcst OKHO ¢ TpaduKoM pabOThI
BBIOPAHHOTO COTPY/THUKA:

3. lns mpocMoTpa rpaduka paboThl COTpyIHUKA B JIIOOOW JeHb HENENU LICTKHUTE Ha
«IUTFOCHKE» CJIeBa OT JII000TO JTHS.

4. Jlns 3akpbiTUs OKHA oTOOpakeHuss Mpadmk paboTbl OBTOPHO MICTKHUTE HA KHOIKE

=

YcTraHoBKa TOYHOCTY BpeMeHn 0o CceKyHa

I[J'ISI YCTaHOBKH TOYHOCTHU BPEMCHH NO CCKYH/] IMICJIKHUTC Ha KHOIIKC TOYHOCTb AO CeKYHA —

. 3HaYeHUsT BPEMCHH B CTOJIOIaX TAOJIHUIBI OTOOPA3ATCS C TOYHOCTHIO JI0 CEKYHI.
J151s BO3BpaTa K TOYHOCTH JI0 MUHYTHI IOBTOPHO IIEIKHUTE HA 3TOH )K€ KHOIKE.

CoxpaweHHbIi nokasz ®DUNO

[Ipy HEOOXOAMMOCTH MOXHO CHAeNaTh TaK, 4YTOOBl OTOOpaKeHHE HUMEHH U OTYeCTBa
COKPAIAJIOCh 0 WHUITMAIOB. JIJIs 3TOT0 IMenKHUTe Ha KHOKe CoKpaLlLeHHbIM nokas PUO —

El

Jlnst Bo3BpaTa k nokaszy nojiHbix @O NOoBTOPHO MIETKHUTE HA 3TOM K€ KHOTIKE.

Mevatb

B atoMm pazgene cyiiecTByeT BO3MOXHOCTh pacrevarars (CM. puc. 2 Bbilie):
® CIIMCOK COTPYIHUKOB C JaHHBIMHU 00 0TpaboTaHHOM Bpemeru (1).
® CIIHCOK MHTEPIIPETUPOBAHHBIX COOBITHI BEIOPAHHOTO COTPY/IHHKA 3a JICHB (2).
® CITHCOK COOBITHIT 32 JIeHb, BRIOpAHHBIN B BepXHel oonactu (3).
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[Ipn KOpPPEKTHUPOBKE IaHHBIX O TNPOXOAAX COTPYIHUKA B pabodeM OKHE OTKPBIBAIOTCS
JIONIOJTHUTEbHBIE paboune obiacti (CM. puc. 2 BbINIC) ABOMHBIM INEITIKOM Ha CTOJOLE
Omunoka:

1. YcranoBuTe Kypcop IIETYKOM MBIIIK B BEIOPAHHYIO [T TeYaTH TaOJIHILY .

2. lllenkauTe HAa KHOIKE PacnevyaTartb BbIGPAHHYIO TAGAULY — . B 3aBucumocTu
OT BBIOpAHHOM TaOJIUIBI OTKPOETCS OKHO MPEIBAPUTEIHLHOTO TPOCMOTpA!
v paGouas obaacTh 2:

v paGouas odaacTh 3:
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3. llenkauTe Ha KHONKe HACTPOMKA NMPUHTEpPA /Ui YCTAaHOBKHU IMapaMETPOB ICYATH
(opueHTaNMHU CTPAHHIIBI, KOJTMYECTBO KOMUH U T..)

MevaTaTtb. Tabnuma Oyner BhIBEICHA HA MTEYaTh.

MacwTa6 - gans u3MeHeHHs MacmTaba JMcTa MPEeABapUTEIBHOTO

MIPOCMOTpA.
MpeaAblAyLWLas — Ui Iepexo/ia IPOCMOTpa Ha MPEbIAYIIYI0 CTPaHUILY.
Caeayrowias — i1 Iepexoia IpoCMOTpa Ha CIEAYIOUIYIO CTPaHUILY.
3aKpbITb — I BBIXOJIa U3 MIPEIBAPUTEIBHOTO TPOCMOTPA.
Jns medaTw TaOMMIBl ¢ JaHHBIMA 00 OTpabOTaHHOM BpPEMEHH OJHOI0 COTPYAHHMKA HJIH
HECKOJIbKHX COTPYAHUKOB!

1. OTMeThTe MEeTIKOM MBIIH (HIaKOK CIeBa OT COTPYIHHKA.

\i) NMPUMEYAHMUE
Ecnu Tpebyercst pacmeuarath JaHHble 00 OOpaOOTaHHOM BpPEMEHHM BCEX
COTPYJIHHUKOB, TO MPOCTO IMOCTAaBbTE KypCcOp ILETYKOM MBIIIM B paboyyro
00JIaCTh CO CIIUCKOM COTPYJHHKOB BEIOPAHHOTO MOJIPA3/IEICHUS.

2. lllenkaute Ha kHOMKe Pacmeyararh BBHIOPaHHYIO TAGJIUIy — . OTKpoOeTCsT OKHO
MpEeABAPUTENILHOTO MPOCMOTpA:!

v OJHOT0 COTPYJAHHKA:
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v  BCeX COTpyAHUKOB BblﬁpaHHOFO noagpasgeneHuvs:

3. lllenkuauTe Ha kHOMKE [leyaTh oTyeTa — JUTS BEIBOJIA TAOJIMIIBI HA [1€YATh.

= 1003

— IJI1 U3BMCHCHUA MaciTada JIMcTa MMpEaABapUTCIIBHOTO ITPOCMOTPA.

KOJIMYECTBO KOIUH U T.[I.).

*

— JUIA BBIXOJ1a U3 MPEIBAPUTEIBLHOIO IIPOCMOTPA.

E — IS YCTaHOBKM IapaMeTpoB Tieyatd (OpHEHTAIMH CTPAHHMIIBI,
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OTYETHI

Paznen OTyeThl mpeaHa3HayeH JUIsl MOMYYEHHUS OTYETOB, OCHOBAHHBIX Ha aHalu3e COOBITUI
TE€HEPUPYEMBIX aIApaTypoi, U IPOTOKOJIMPOBAHUS IEUCTBUM MOJIb30BATEIIA

JInst akTMBH3aLMK pa3ielia MEJIKHUTE Ha KHOIKE B [lanenm HaBuraTopa. Pabodee okHO
paszzena oToOpa3uTcs B OCHOBHOM yacTi okHa KoHconu ynpaBieHus.

PABO4YEE OKHO

Pabouee okHO pasaeiia OT4yeTbl COCTOHT U3 CICOYIOIIUX 3JICMCHTOB!

Puc.1. PaGouyee oxkHo pa3nena OT4eTsl

1. OyukimoHanbHbIe 37eMeHThl pasaena (cMm. [lpuwnokenne «@PyHKUUOHAIbHBLE

2emenmol pazdena Omuemsl).
2. PabGouast obmacth paszjena co CIHMCKOM COTPYIHHUKOB BBIOPAHHOTO TOAPA3ACIICHUS C
JAHHBIMH O paboueM BpEMEHH KaX10TO.
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OCHOBHBLIE ®@YHKUUN

Hmwxe onmceiBaroTcs (I)YHKLIHOHaJIBHBIe BO3MOJXHOCTH, IMPEAOCTABIISICMBIC CUCTEeMOM
MMOJIB30BATCIIIO pa3aciia OTyerThl.

Buibop mecaua oTyeTa

EcTh 1Ba criocoba yCTaHOBHTH MECHII, 32 KOTOPBIA HEOOXOIMMO ITPOCMOTPETH OTUECT:
Hcnonb3oBanue nosnocsl MPOKPYTKU:
Nexabps 2008 “

.[lexaﬁpb 2008 r. |3
MH BT Cp HT Mt CG Bc

12 3 4 85 B 7,
8 9 10 11 12 13 14,
15 16 17 18 13 20 21

22 23 24 25 26 27 28
aa__2n IETH !

[em4ok Mo MecsIry. B KOHTEKCTHOM MEHIO BEIOSPUTE MECHII:
Nexaips 2003 v

AHBARL n

K

M= BT © peppans c
MapT | —
2 WH
Arperk &

3 1 ; 4
15 16 1 Mad 15
22 23 ¢ MoHe ir
E ||
il :ﬁg Al VoMb 1afp
248 (&)  ABTYCT Frt
A CeHTABph p#
131 & OKTABpE KO
366 Hosspw 1A
0416 necagpe g
22 | R s s 0

Jlnist BbIOOPA roja meKHUTE 10 TOJTY, TOSBSATCS CTPEIKH, KOTOPBIMU MOXKHO BBIOPATh IO

B YT 2007

Mi Br Cp Yt N "8 Bc

[{enkuute Ha kHOTIKE OOGHOBUTbL AQHHbIE — . Kypcop mbimmm npumer Gopmy 3ampoca —

)4

1

JlaHHBIe B TAOIMIIC OOHOBSITCS.

OnucaHve 3HavYeHuA UBeTa Aveex B Tabnuue pasgena

[IBera B OTYeTE CHTHATM3UPYIOT O THIAX OIMpPABAATEIBHBIX JOKYMEHTOB, KOTOpBIE OBLIN
BBEJICHBI JUIsI K&KJOTO COTPYAHHUKA B COOTBETCTBYIOIIEM MOApa3Ieie.
o _ CUTHATU3UpPYET 00 OMIMOOYHOM BBOJIE IOKYMEHTA Ha CBEPXYPOUHBIE.
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OmmOkoit cuuTaercss BBOJA JOKYMEHTa Ha CBEPXYpPOUHbIE B BBIXOAHOM [I€Hb WJIHU
JIOKYMEHTa Ha CBEPXYpPOUYHYIO pabOTy B BBIXOJHBIE U MPa3AHUYHbIC THU B paO0ouuil 1eHb.

( \i) NMPUMEYAHMUE
Bpemss mo ommO0YHO BBEIEHHOMY JOKYMEHTY Ha CBEpPXYpPOUHBIE HE
YUHUTHIBAETCS B OTUYETAX, HO KOJI JOKYMEHTa 0ToOpakaeTcsl.

o J)KenTbl LBET CUTrHAJIM3UPYET O BBEJACHHOM OIPABAATEIILHOM JOKYMEHTE, BPEMs II0
KOTOpOMY J00aBJsieTcsi K paboueMy BpEMEHHU.

é) NMPUMEYAHMUE
Bpemss mo AOKYMEHTY M KOJA IO 3TOMYy JIOKYMEHTY 3aKIIIO4aloTCs B
(burypHbIE CKOOKH, a BpEMsI CyMMHUPYETCS ¢ OTpaOOTaHHBIM BPEMEHEM.

o SefieHbIN LIBET poCcTO CUTHATM3UPYET O BBEJCHHOM OMPABAATEILHOM JTOKYMEHTE.

\i) NMPUMEYMAHME
Bpemst o TOKyMEHTY M KOJ 3TOr0 JOKYMEHTA 3aKIIF0YalOTCsl B KBAAPATHBIC
CKOOKH.

o Cepbli LUBET CUrHaIM3UpyeT O BBEACHHOM JOKyMEHTE Ha CBEPXYpPOYHYIO paboTy, Ha
CBEPXYPOUHYIO pabOTy B IPa3IHUYHBIEC U BBIXOAHBIE THH.

é) NMPUMEYMAHME
BperI 10 I[OKYMGHTy U KOA 3TOTr0 IIOKYMCHTa 3aKJIIOYAKTCA B prrHBIe
CKOOKH.

o Cepo-3eneHbl LUBEeT CHrHAIM3UpYeT O BBEJCHHOM OINPaBIATEIBHOM JOKYMEHTE,
KOTOPBIA YYHUTBIBACTCSA MO KaleHIapHbIM JHSIM (cM. «CHpaBOYHHMK OMNpaBAaTEIbHBIX
JOKYMEHTOB» B pasnenie OnpaBaaTenbHble JOKYMEHTHI).
CocraB 3HaueHUH B sueiikax pabodeil 00racTu:
e Hynessle 3HaueHuss — 9000
v eci COTPYIHUK He ObLT Ha paboTe, ¥ HE UMEET OMPAaBAATEILHOTO JTOKYMEHTa C
n00aBJICHHEM K paboyemMy BpEeMEHH;
v/ ecnu cOOBITHSI, CBSI3aHHBIC C MPOXOJAMH Yepe3 HCIOIHUTEIbHbBIE YCTPONCTBA,
HEKOPPEKTHBI (BXOJ IPH OTCYTCTBHHU BBIXOZA HIIH BBIXOJ P OTCYTCTBUH BXOJ1A).
v/ eClu JICHb SBIISIETCS BHIXOAHBIM HJIH MIPA3IHIUIHBIM.
e HeHnyneBble 3HaYCHHUS:
v’ cotpyaHuK oTpaboTain cBoe pabouee Bpems — 08:00;
v/ B sueiike craBuTCs pabodee BpeMs U B CKOOKax Koj JokymeHTta (LudpoBoil u
OyKBEHHBId M BpeMs 10 JIOKYMeHTY) (ueemosoe u guzypnoe obo3nauenue
CM. @blwie), €CIM Yy COTPYyJHUKA HMEETCS JOKYMEHT (JIOKYMEHT, KOTOPBIA
nobaBisiercss K paboyeMy BpeMeHHM, W/WIM  ONpaBOaTeNbHbIA  W/UaM  Ha
CBEPXYpPOYHBIC) H:
v’ cotpyaauk oTpaboran padounii nenr — 05:30 [K-6 02:30];
v/ COTPYIHHK OTCYTCTBOBaJ Ha paboueM MeCTe IENbIi JIeHb WM HECKOJIBKO
nueit — 00:00 [ITK-7 08:00];
v’y COTPY/IHUKA €CTh ONPAaBAATENILHBIN JJOKYMEHT, KOTOPIHA YYUTHIBACTCS 1O
KaJICHIAPHBIM JHAM (Iake €M COTPYIHHMK OTpa0OTas MOJHBIA JIeHb, HO Y
HETO €CTh ONpaBAATENbHBIA JOKYMEHT, KOTOPBI YYUTHIBAeTCA IO
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KaJIeHJapHBIM JIHSIM, TO ero pabouee Bpemsi oOHymutcs) — 00:00 [[Ib-18
08:00].
(1 NMPUMEYAHMUE
bykBeHHOoe 0003Ha4YeHHe B ckoOKax pacimudpossiBactcsi B CripaBoOYHHKE
JOKYMEHTOB B pazaene OnpaBaatenbHble JOKYMEHThI.

Bribop nogpazneneHvs

I[J'IH OTO6pa)I(eHI/I$I COTPYJAHHUKOB U3 OJHOI'0O MOJAPA3ACIICHUS.

1. llenxkuute Ha KHOMKE BbIGOP NMoApasAeAeHus — . OTKpOETCSt OKHO CO CITHCKOM
MoApa3IeJICHUM:

2. Beibeputre monpasznenenue. Ilpm  ormeueHHoMm ¢uaxkke [okasaTb CKpbITble
noppaspeneHusa orodpaxaeTcsd HHPOPMALIUSA O paHee yJaJIeHHBIX NOApa3IesIeHUusIX. DT
MIO3BOJIAET TMPOCMATPUBATh J@HHBIE IO COTPYJHUKAM, HaxOJALIMXCA B YIAJICHHOM
HOJpPa3/IeJICHUH.

3. lllenknute Ha kHOmkKe «OK». JlaHHBIE COTPYIHUKOB BBIOPAHHOIO IOJPAa3/EICHUS
oToOpas3saTcs B paboueil o0actu pasuena.

(1 NMPUMEYAHMUE

IIpu mepBoM 3amycke MporpaMmbl CIIPABOYHUKU IOAPA3AEICHUN ITyCTHI.
[epeBo noapasaeneHuil co3naeTcs B pazzene YHYETHble AaHHbIe.

OGHoBnNeHue OaHHbLIX U pacuyeT paboyero BpeMeHu

Jlist 0OHOBJICHMSI JTAaHHBIX, HAIPUMED, TIOCTIE MPOBEACHUS KaKOWM-HUOY b ONepaIiiy, METKHUTE

4

0L

Ha KHOTIKe OGHOBUTb AQHHbIE — . Kypcop Mpimm mpumer ¢opmy 3ampoca —
JlanHbIe OOHOBSITCS.
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Taxoke CyiiecTByeT BO3MOXHOCTh MO-pa3HOMY (PUKCHpOBaTh pabodee BpeMs COTPYIHUKOB, TO
€cTb 0TOOpaXkaTh B OTYETE BPEMsI MOCYTOYHO WJIM IIOCMEHHO, B COOTBETCTBHM C TPEOOBAHUAMU
Ha KKIOM KOHKPETHOM TPEANPUATHH. DTO OTHOCHUTCS K TpadukaM paboT ¢ HOYHBIMH CMEHAMHU.

Hampumep, coTpyaHuk paboTaeT B HOUHYIO cMeHy ¢ 22 yacoB 15-ro yucna go 6 yacoB 16-ro.
[Ipu pacuere MoCyTOYHOTO BpeMeHH Bce 8 4acoB pabovyero BpeMeHH OyIyT MPUITUCAHBI K 15-my
YHCITY.

IIpu pacuere moOcCMeHHOTO paboyero BpeMeHHM 8 YacoB pabodero BpeMEeHH OyayT
pacmpezieNieHbl CIeaAyIoIMM 00pa3oM: 2 yaca OyayT npumnucansl K 15-my uucny u 6 k 16-my.
91 BBIOOpA BHUJA pacueTra IIETKHUTE Ha CTPEIKe pAIoM ¢ KHONMKOW OOGHOBUTb AQHHbIE —
[v]

ilv

® PacdeT paboqero EpeMEHH NOCY TOYHEIA (ANA CMEH C NepexoAoM Yepes 0 Chrl+mM

PacuyeT pabodero BEReMeEHH NOcHEHHBIR (ANA CMEH © Nepexador Yepes 01 Chrl+S

Jlns1 0OHOBJICHUS TaHHBIX IIEJIKHUTE Ha KHOITKe OGHOBUTb AGHHbIE — .

é) NMPUMEMAHME
[Tocne mpoBeneHus M000H ONEpaluyl WM NPU U3MEHEHHUU JOKYMEHTOB,
3aTparuBaoIIUX Nepro Tadesns, HE0OOX0IUMO 3aHOBO IIEIKHYTh Ha KHOTIKE
OGHOBUTb AGHHbIE.
[Tepen ¢opMupoBaHHEeM OTYETa IMOCJE BHIOOpA MOAPA3IACICHHUS M MecsIa
oTueTa IIEIKHATE Ha KHONKE OOHOBUTb ACQHHBbIE i1 TOro, YTOOBI B
JTAHHOM OTYeTe OBbLIM YUYTEHBI BCE JaHHBIC, KOTOPhIE UMEIOT OTHOIICHHE K
AAHHOMY OTYHCTY U KOTOPLIC MOTJIA 6I:ITI> HU3MCHCHBI B ApPYIUX pas3aciiax
(manpumep, AucuunnuHa Tpypa, pacdukn pabotr Basosoe MO
PERCo0-SNO1, Bpemsa npucyTcTBuS u T.1.).

MNoaroroBka OaHHLIX ANS NeYaTy

Jnst popMHPOBAHUS U IPOCMOTPA OTYETOB!

1. [llenkauTe MO CTpENKe HAa KHOMIKE [TOArOTOBUTb AQHHBbIE AASl N€YATU — .
2. B KOHTEKCTHOM MEHIO KHOTIKH BBEIOEPHTE OTYET:

=
OTHeT T12
OTHeT T13

OTKpOCTCH OKHO IIOATBCPIKACHUS, €CIINU OBbLI U3MEHEH MeECsII pacyeTa.

Mpeaynpex aeHde 5[
Bl M3MEHHNM MECAL pacdeTa,
BBINOAHKTE NepepacHeT?

Aa I HeT |

3. [MoaTBepaAUTE TIEPEPACUET OTUETA IIEIUYKOM Ha KHONKE «AA» WM OTKa3 OT IepepacueTa
— «HET».
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ITo 3aBepmieHun mporecca OOpaOOTKM Ha SKpaHEe OTOOpa3sUTCS pPa3BEpHYTHIM OTYET 3a
BBIOpaHHBIN MECSI].

( \i) NMPAMEYAHME
Otuetsl T12 u T13 MoryT OBITH MPENCTABIEHBI TOJBKO MO COTPYAHUKAM
KOHKPETHOTO TIOAPAa3/IeICHHsSI U TOJIBKO 32 TIEPHO/I, PaBHBIA MECSILY.

Taxxe BO3MOXKHO MONy49uTh O0T49eThl T12 m T13 Ha OMHOTO WJIM HECKOJBKUX BBIJCICHHBIX U3
TaOJIUIBI COTPYAHUKOB KOHKPETHOTO MOAPA3/ICIICHNUS.

; \i) NMPAMEYAHME
Jnst Toro 4toObI BBIAEIUTH CTPOKH C COTPYJHHUKAMH HE IO TOPSIKY,
yaepxkuBaiite kiasuiry Ctrl. /Iy Toro 4yTo0b! BBAEIUTH HECKOIBKO MOAPSA
UAYIIAX CTPOK C COTPYTHUKAMH W3 TaOJHIbI, yaepkuBaiite kinasumy Shift,
Bo Bcex cityuyasix He0OXOMMO LIETKATH MO JIEBOMY Kparo Tadiuis! (Kypcop
MBIIIIN TOJDKEH MPEBPATUTHCS B YSPHYIO CTPEJIKY).

JUist pacdera OTYETOB HCIONB3YIOTCS CIICAYIOIINE BPEMCHHBIC II0KA3aTeInd 3a BBIOPAHHBIM
MECHIIL;

v/ BpeMs 1o Tpaduky,

v’ pabouce Bpems,

v/ HOYHOE BpeMS,

v BpeMss [0 JOKyMeHTaM (OmpaBiaTelibHble JOKYMEHTHI, JOKYMEHTHI Ha

CBEpPXYpOUHBIE).
OrtmeTkH B 0TYéTax O MPUYMHAX HESBOK Ha paboTy, paboTe B PEXHME HEMOIHOrO paboduero
BPEMEHH WIM 3a MpelIejaMd HOPMAIbHON IPOJODKUTENLHOCTH pabouero BpEeMEHH IO
MHUIMATHBE Pa0OTHUKA WM paboTOAATElNs, COKPAIICHHOW TPOIOIKHTENLHOCTH pabodero
BPEMEHH W Jp. MPOM3BOJIATCS HA OCHOBAHHWH JIOKYMEHTOB, Ha3HAYEHHBIX COTPYJHHKAM B
pasnesne OnpaBaaTenbHble 4OKYMEHTbI.

B oruérax T13(rpacda 4) u T12(B rpadax 4, 6) BepxHss CTpOKa MPUMEHSETCS IJIi OTMETKH
YCIOBHBIX 0003HaueHMi (KOIOB) 3arpaT pabo4yero BpEeMEHH, a HIKHSS - sl 3amucu
TPOJIOJDKUTEIBHOCTH OTPa0OTAHHOTO WM HEOTPaOOTAHHOTO BPEMEHH IO COOTBETCTBYIOIIUM
KOJIaM 3aTpaT pabouero BpeMEHH Ha KaKIYIO JaTy.

Seka (S) B ortuérax T13 um T12 craBuTcs, €Ciau COTPYIHHMK ObLI Ha pabOTe WM €CTh
OIpaBIaTEeNIbHBIN TOKYMEHT ¢ JJ00aBJICHHEM K paboueMy BpEMEHH.

PaboTa ¢ oTueTOM

Korna B paGoqu OKHE OTKPBIT OTYET, CO3JaHHBLIA MOocHe Ieauka Ha KHonke MOAroToBuTb

ACQHHbIE AAfl NevYaTn — (cMm. «ITo0zomoeka dannblx 014 neuamu»), B HUWKHEH
YacTH OKHA OTOOpakaroTcst (yHKIIMOHAJBHBIC OTIOTHUTEIBHBIC dJIEMEHTHI, MTPEIHASHAYCHHBIC
s pabotel ¢ ordetoM (cm. [lpunoxenune «DPYHKUUOHAIbHbIE INeMeHmMbl _pazdend
Omuemol 014 padomsl ¢ OmMUEHMOM).
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Mevate

I[J'IH e4vaTu oTyeTa.

1. llenkuute Ha kHOmke [levyaraTb — B HIKHEM JeBoM yriny. OTkpoercs
CTaHIApTHOE OKHO MJIsi YCTAHOBKM MNapaMeTpoB medaTd (MPUHTEP OMpPEACNSeTCS 110
YMOITYaHHUIO).

2. lllenkuute Ha kHOMIKE «OK». OTUeT OyAeT BHIBE/ICH HA M1E€YATh.

MNepepeuikeHne No OTUYETY

i nepeABKEHMs 110 JOKYMEHTY OTYETa UCIOJIL3YyHTE KHOIKH:
-

— MNepexoa HA NepBylO CTPAHULLY

— MpeaAblaywLas CTPAHULA

— CaAeAyoLLAA CTPAHULA

— MepexoA HaO NOCAEAHIOIO CTPAHULLY

3akpbiTue oTyeTa

KHomnka akTuBUpyeTCcs IpU OTKPBITUN OTYETA.

I[J'IH 3aKPpbITHUA OTUYCTA MICJIKHUTEC HA KHOIIKE 30Kpb|Tb oTyeT — IE Otuyer 3aKpOCTCA.

MpocmoTp rpadhurka PadoTsl

Jlns mpocMoTpa rpaduka paboThl COTPYIHHKA:
1. Beigenure coTpyiHuKa, 4ei rpaduk paboT XOTUTE TOCMOTPETD.

&

2. lllenknute Ha KHOTKE FPpadpnk paboTbl — . OTKpoeTcst OKHO ¢ rpauKkoM paboThI:

©

J1is 3aKpbITHS OKHA 0TOOpakeHus: Fpadmk paboThbl MOBTOPHO MIEIKHUTE HA KHOIKE

"\:'i.) NPUMEYAHMUE
I'paduk paboThl COTPYTHHKOB co3maeTcs B pazaene pacdpuk paboTbl u
MpUCBAaWBaETCs COTPYNHUKY B pazaene COTPYAHUKN.
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TouHocTb 00 cexyHa,

I[J'ISI H300paKeHHUs BpPEMCHHU C TOYHOCTBIO O CCKYHJbI HICJIIKHUTC HAa KHOIIKC TOYHOCTb AO

CEeKYHA — o . Bpems Oyzer mokazaHo B CIEAYIONIEM BUAEC — [00:00:00 ],
Jl1st BO3BpaTa K TOYHOCTH IO MHUHYTHI IOBTOPHO IIEIKHUTE HA TOM e KHOTIKE.

CoxpaweHHbIn nokas ®UO

I[J'ISI COKpalI€CHHOI'O II0Kada HWMCHM MW OT4YECTBa COTPYAHHMKOB MICIKHHUTC Ha KHOIIKE

£

CokpalleHHbin nokas PUO0 —
IICJIKHUTC Ha 3TOU K€ KHOIIKE.

Jna Bo3Bpata k mnoka3y mnonHeix ®PHO nosTropHO

Vzmenenvie chopmaTa BpeMeHw

Taxke MOKHO U3MEHUTH ()OpMAT BPEMEHH, KOTOPOE OTOOpaKaeTcsl B OTYETE B pabodyeM OKHE

paszena, IIEIKHYB Ha CTPEJIKE PAIOM C KHOIMKOW Yacbl U MUHYTbl — AOAM HaACA — . B
Tabnuie oTobpa3uTcs BEIOpaHHBIN BU BpeMeHu: 00 1700 R

OTtueTel B Excel

I[J'ISI mpocMOTpa OTUCTA B TaOJIHYHOM BUIC.

1. Hlenkuute Ha cTpenke KHONk OTYeThl B Excel — .

2. B KOHTEKCTHOM MEHIO BBIOEPUTE OTYET:

B3N
OTaeTT-12
OTHeTT-13

MpocToM OTHET

IIpocToii oT4YeT — 3TO MPOCTO BBHIBOJ BCEl TabIuUIIbl paboueit o6mactu pasuena.
OTKpoeTcst OKHO:
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3. YkaxuTe manky u uMs (aiinaa u menkHuTe Ha KHonke COXPAHUTb sl COXpaHEHUs
oruera. [Tociie co3manus 0TYET OTKPOETCs B IPHIIOKeHHH EXCel oTaenbHbIM JOKYMEHTOM.
[MpuHumn co3manus ordyetoB B (opmare Excel anamorumueH npuHIMITY CO3JaHUS OTYETOB,

ONMHMCAHHOMY B TyHKTE «Il0020mo6ka dannblx 014 neuamu»).

é) NMPAMEYMAHME
Co3natp otdersl T-12 u T-13 B dopmare Excel moxxHO He Oonee yem st
2500 coTpyTHUKOB OJTHOTO MOAPA3ICICHHS.
Yem Ooblie COTPYTHHKOB, TEM JOJbILIE CTPOUTCS OTYET, TEM TpPYAHEE
paboTaTh ¢ TOKyMEHTOM.
Ecnmu mpu co3manum oTyera mpoM3ONUIA OMIMOKA, TO OTYET HEJIb3S
UCTIOJIb30BaTh, TaK KaK JAHHBIC MOTYT OBITh OIIMOOYHEI.
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OMNPABLOATENBHbLIE OOKYMEHTHI

Pazgen OnpaBaaTtenbHble JOKYMEHTbI CIYXKUT JUIsl BBOAA U PEJAKTUPOBAHUSA IOKYMEHTOB,
MPEAYyCMOTPEHHBIX TIOCTaHOBIIeHUEM DenepanbHON Ciy>XObl TOCYJapCTBEHHON CTAaTUCTUKH, a
TAaK)K€ MPUHATBIX Ha JaHHOM mpeanpustuu. Creayer BBIIAECTUTh JBa BHAA BBOAMMBIX
JIOKyMEHTOB!

e ompaBJaTe/IbHbIe  JOKYMEHTBI —  JIOKyMEHTBI,  OIPaBIBIBAIONINEC  OTCYTCTBHE
COTPYIHUKOB Ha paboueM MecCTe;
® CBEPXYPOUYHbI€ JIOKYMEHTBI — JIOKYMCHTBI, DPETHCTPUPYIOLIHE OMOJHUTEIHLHOE

pabouee Bpemsi.

Jns axkTuBM3auuu pasnena IMICJIKHUTE Ha KHOIKE OnpaBpaTtenbHble
AOKyMeHTbl. Pabouee oxHO pa3gena oroOpa3uTcs B OCHOBHOW dYacth okHa KoHconu
YIIpaBJICHHUS.

PABOYEE OKHO

PabGouee okHO pasmena OnpaBpaTenbHble [OOKYMEHTbl COCTOMT U3  CICIYIOIINUX
3JIEMEHTOB:

OnpaeAaTenbHble AOKYMEHTbI

14072008 v ||1s.u?.2uns v l&E- B B OG0 =@ cxna.n|

Tab, M COTRY BHHE 5 ‘I OMNpPaERATENEHEIE AOKYMEHTE! | CEapxypoqHEI: I
EFd | Anekcuica MapkHa CamMeHoEHa . flaTa eeona ) .
117 |Bonkoe Ha4ano peHcTEMA i ——— Mpopon#KMTENEHOCTE | KoHEL BefcTEMA McnonezyeTca

111 |KopoerH Mea MrdaTezei 3 03,06, 2008 09.06.2008 00:00 09,06, 2008
346 |KoparkH BreTop CTENaHoEMY

b 110 @ @

Puc.l. PaGouee okno pa3aena OnpaBaateiabHble JOKYMEHTbI

1. ®yHKIMOHATIBHBIE 3NIeMEeHThl pasaena (cMm. Ilpunoxenne 5 «@ynkuuonanvhbvle
2Jemenmol pazdena OnpasdamenbHble 0OKYMEHHBLY).

2. Paboyast 0651acTh CO CITUCKOM COTPYIHUKOB BRIOPAHHOTO TOpa3ACICHUSI.

[Ipu 3amycke mporpaMmbl CHHCOK COTPYJHHUKOB MYCT, OH (OPMHUpPYETCS B pasieie
CoTpyoHuku.

3. Bkiagku pazziena: OnpaBgaTenbHble AOKYMeHTbI, CBepXypoUHble.

4. PaGoyas 00JiacTh aKTUBHOU BKJIAJKH.
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OCHOBHBLIE ®@YHKUUN

Hmwxe onmceiBaroTcs (I)YHKI_II/IOHH.JIBHBIC BO3MOJXHOCTH, IMPEAOCTABIISICMBIC CUCTEeMOM
MMOJIB30BATCIIIO pa3aciia On paBaaTelibHble OOKYMEHThI.

BuiGop nopopazaeneHns

Hauatp paboTy ¢ maHHBIM pa3enoM ImpeiaraeTcs ¢ Bbi0opa moapa3aeeHus.
J71s BEIOOpA COTPYAHUKOB U3 KOHKPETHOTO MOAPA3/ICICHHUS

1. llenxkuute Ha kHOMKE BbIGOP NMoApasAeAeHus — . OTKpOETCSt OKHO CO CITHCKOM
MoApa3IeJICHUM:

2. Beibepure  moppaznenenme.  OtmeueHHbI  (axkok  [oka3aTb  CKpbITble
noapasfeneHns TO3BOJISIET OTOOpakaTb MHQOPMAIMIO O paHee yIaJCHHBIX
MOJPa3IEICHUsIX. DTO MO3BOJISIET IPOCMATPHUBATH JIaHHBIE TI0 COTPYAHUKAM, HAXOSIINXCS
B YJaJICHHOM I10/Ipa3/ICIICHHN.

3. lllenkuute Ha KHOTIKE «OK» 1151 MOATBEPKICHHS BEIOOpA.

@ NMPUMEYAHME
[Ipu mepBom 3amycke HpOrpaMMbl CIUCOK IMOJpa3/eieHui OyaeT mycT.
BBoxg maHHBIX O moApasdeneHusX NPOU3BOAMUTCS B paslene YYETHble
JaHHble.

OnpaBnaTeanble OOKYyMeHTbl 3a nepuoa

[lpn mepBoM 3amycke NPOrpaMMbl CIMCOK THUIOB JTOKyMEHTOB mycT. OH Qopmupyercs
TI0JIB30BATEIEM CaMOCTOSITEJIBHO C YYETOM MPUHSTBIX HA MPEINPHITAN ONPaBIATEIbHBIX
JIOKYMEHTOB.

JInst mpocMOoTpa ONpaBaaTEIbHBIX JOKYMEHTOB 32 OTPEICIICHHBIH CPOK:

1. lllenkHUTE HA KHOIIKE CIIpaBa B T0JIe BBOJA AAThI LIS BHI30BA KaleHIApsI.
2. 3agaiiTe HEOOXOIMMBIN HHTEPBAI:
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04,07 2007 | 26,07 2007 -

M Bt Cp M4v MNr 6 Bc

1
z 3 % 5 ©t 7 3§
9 W 11 1z 13 14 15
16 17 1% 19 =20 21 22
2T 24 /O 2 ozm oM
W 31

T iCeropns: 09.10,2007

v JIisi M3MeHeHHs] Mecsila W TOJA MOJB3YHTECh MOJIOCONM MPOKPYTKH (OKHO
KaJIeH1aps 1ocye BbIOOpa HE 3aKPbIBAETCS):

n Peppane 2006 r. n

v/ Jlis M3MEHEeHHsl YHCJIa BBHIOEpHTE €r0 B OCHOBHOM 00JaCTH OKHA KajeHaaps
IIETYKOM MBI (CM. pHUC. BbIiie) (OKHO KaJeHAaps 3aKPOeTCs);

v' JInsl yCTAHOBKH TEKYILEH JaThl:

[llenkHuTe HAa HAANUCH B HIDKHEH 4YacTH OKHA KaieHaaps (OKHO KasieHaapst
3aKpOETCs):

[ =™ Ceroana: 13.10.2006 |

[[lenkHUTE MPaBOil KHOMKOW MBIIIK B JIFOOOM MecTe OKHa KaneHaaps. OToOpasurcs
nojcKa3ka K CeroAHAWHen pare:

n OkTA6pe 2006 r. u

M Br Cp MYt [lr €A Bc

1
2 K ceraHAWHeR aaTe |E

9 T 12 4137 1% 15
16 17 18 19 20 A1 22

23 02 X/ O 4 A
n A
= 3 Cerogua: 13.10.2006

[MoaBenute Kypcop K MOJCKAa3Ke W IICIKHUTE Ha HEl MBI (OKHO KaleHaaps
3akpoetcs). Tekyiias 1aTa 0TOOpa3UuTCsi B COOTBETCTBYIOLIEM IIOJIC.

v' JInst BLIGOPA rojaa MIEJIKHUTE 110 TOY, TOSBITCS CTPEIKH, KOTOPLIMH MOXKHO
BBIOpATh TOA:

[ 4 | Hions tzuu? [ » |

M Br Cp 47 It i Bc

v’ Jlns BLIGOpA Mecsla MIEIKHUTE IPABOM KHOMKOM MBIIIH [0 MECSILY B KaJ€HIape.
OTKpOCTCH KOHTCKCTHOC MCHIO, B KOTOPpOM BI:IGGpI/ITe MCCHAI[ ICJTYKOM MBIIIN.
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AHBApE
DeEpans
Mapt
Anpens
Maf
MHoHE
(3l (=S
AEMYCT
CeHTADPE
CETADPE
Horbpe
Aerabpe

B crincke oToOpa3saTcs COTpYAHUKH BBIOPAHHOTO MOIPA3AETICHHUS.

é) NMPAMEYMAHME
Jata Hayasa ¥ KOHI]Aa MPOCMOTpa OTPaHUYMBAIOT CHHCOK COTPYAHHKOB
BBIOpAaHHOTO MMOJApa3JesieHns. B CHUCOK, OrpaHMYEHHBIM JaTaMu Hayajia U
KOHI[A TPOCMOTpa, HE TONaayT COTPYAHUKH, YBOJeHHbIC (yIanéHHbIC
3amucy B MoyJie [lepcoHan) uin nepeBe/iecHHbIe B IPYroe mojpa3aeicHue
JI0 aThl Hayalla IPOCMOTPa, W COTPYJHUKH, MEPEBEJICHHBIC B BBIOPAHHOE
noipa3ziesieHue Mocye 1aThl KOHIA IPOCMOTpa.

OnpaspaTtenbHble A0KYMEHTbI

It mpocmotpa, mo0aBieHHS, PEAAKTHPOBAHUS M YIAJICHHS CIHCKA OIpaBIaTEIbHBIX

JIOKYMEHTOB:

1. IlenxauTte Ha kHOMIKE CNPABOYHUKN AOKYMEHTOB — & -
2. B KOHTEKCTHOM MEHIO BBIOEpUTE HY)KHBIH CIIPAaBOYHUK:

Z]-

CNpaBAaTENEHEIE A0KYMEHTEI ChrlH+-Al+O
AokYMEHTEI Ha CEEpxXYpOHHEE  Chrl+-Al+S

OTKpOeTCSI OKHO CO CIUCKOM OIpaBAATEIbHBIX JOKYMEHTOB (MM JOKYMEHTOB
CBEPXYPOUHBIE):

Ha
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; é) NMPAMEYAHME
[Ipn nepBoMm 3amycke MpOrpaMMbl CIUCOK OINpaBAATEIbHBIX JOKYMEHTOB
3aI10JIHEH ONpPaBAATENbHBIMU JIOKyMEHTaMH, YTBEPKICHHBIMU

[TocranoBinennem I['ockomcratra P® ot 5 smuBaps 2004 r. N 1 "O06
YTBEP)KACHUM  YHHU(DUIMPOBAHHBIX  (HOPM  TEPBHYHON  y4ETHOM
JOKYMEHTAIMH 10 y4eTy Tpyaa u ero omiarel” (Popma N T12).

3. C nomoIipio (yHKIIMOHAIBHBIX JIEMEHTOB MPOU3BeanTe HeoOxomumble oneparuu (Cu.

[Ipunoxenue «DYHKUUOHANbHYLE 3J1eMeH bl

Onpasdamenvuovie dokymenmsl u Ceepxypounbie).
OmnpaBnaTenbHBIE TOKYMEHTHI MOTYT OBITh:

CnpasodYHUKoOG

e OHOHEBHBIE, T/Ie¢ HCOOXOAMMO BBOAMTH KOJIMYECTBO 4acoB (€CIM HE BBOJIUTH, TO
CUMTAETCS, YTO JOKYMEHT MEPEKPhIBACT BeCh paboumii AeHb MO rpaduKy), MPOBEICHHBIX
BHE MpeanpuaTus (MecTHass KOMaHIUPOBKA, OTTYJI U T.]11.);
e MHOroaHeBHbI€, TJI¢ HE HY)KHO BBOAWTH KOJIMYECTBO YacOB, OHU OepyTcs u3 rpaduka
(oTmyck, KOMaHAUPOBKA U T.1.).

Taxoke ornpaBaaTebHbIE JOKYMEHTBI AEIATCS Ha!
¢ JIOKyMEHTBI, aBTOMATHYECKH JOOABJISIOIINE BpeM,
paboveMy BpeMEHH.

L4 OHpaBI[aTeJ'II)HI)IC JOKYMCHTEI, HC Z[O63.BJ'I$IIOHH/IC BpewMms.

yKa3aHHO€ B JOKYMEHTE, K
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NoGaenexHne HOBOro NOKYMEHTA B CNPaBOYHUK

Jlyis noGaBIeHHSI HOBOTO IOKyMEHTA:

¥
1. llenkuure ©Ha KHONKEe A06ABUTD — 4 OtoOpa3uTcss mMmaHenb BBOJA U
pPEIaKTHPOBAHUS JIOKYMCHTOB:
H aurdeHoEaHHE K.oa gokymeHTa
DnpaggaTenbHEI 0oKYMEHT I on

Ll vsbpoEai Fog aokyteHTa

e

2. [loce BBOJA JAaHHBIX IIEIKHUTE Ha KHONMKE COXPAHUTb ACHHble — JlokyMeHT

JO0OABHUTCS B CITHCOK.
3. IloaTBepanTe co3aHre HOBOTO TOKYMEHTA LIETYKOM Ha KHomke «OK».
4.B ocHoBHOM MeHI0 KoHconm ynpaBieHusi ILIENKHUTE Ha KHomnke COXPAHUTb —

| CoxpaHTE

Nzmenenue napaveTpoB OoKymMmeHTa B cnpaBovYHUKe

JU1 n3MeHeHus NapaMeTpoB IOKyMEHTA.:
1. BriGepute JOKYMEHT, KOTOPbII XOTUTE OTPEIAKTUPOBATh.

ab
2. lllenkauTe Ha KHOMKE WM3MEHUTb — al | OtoOpa3utcst TaHenb BBOJAAa U
pEeIaKTHPOBAHUS TOKyMEHTA:

H atrieHosaHMe F.on pokymeHTa

H3

Uuppoenit Kog gokyreHTa
IEE

3. 3menuTe mapameTpsl.

=] .
4. llenkaute Ha KHONMKE COXPAHUTb AGHHbIE — N3MeHEeHHBIT JOKYMEHT

0TOOpa3uTCS B CIIUCKE.
5. IloaTBepanTe U3MEHEHUS B TIOKYMEHTE LIETYKOM Ha KHomke «OK».
6. B ocHoBHoM MeHi0 KoHcomu ympaBieHHs HIETKHUTE Ha KHOnmkKe COXPAHUTbL —

COXPAHWTE

Ypanenwe DoKkyMeHTa N3 cnpaBoYHMuKa

Jlns ynaneHust JOKyMEeHTa U3 CIIHCKa:
1. BriGepure JOKYMEHT, KOTOPbIN XOTUTE yAAIUTh.

2. lllenxkHUTE HA KHOIKE YAQAUTD — . OTKpoeTcsi OKHO MOATBEPKACHUS yIaJICHHUS

40



Monyab «Y4er padoyero BpeMeHn»

Mo A TEEpH AEHHE B
Bl AEACTEMTENEHD XOTHTE YAANHTE
"BpemA NpOCTOA Mo EMHE paboTHWES" 7
Aa | HeT

3. [logTBepauTe yaaneHue, MeEIKHYB Ha KHOTIKE «AA».

i
4. llenkaute Ha KHONKe COXPAHUTbL ACHHbIE — . H3meHeHuss B cCIHCKe

COXpaHATCA.
5. IloaTBepanTe yaaneHue JOKyMEHTA ILEIYKOM Ha KHoIKe «OK».
6. B ocHoBHoM MeHi0 KoHcomu ympaBieHHs HIETKHUTE Ha KHOnmkKe COXPAHUTbL —

|
@ NMPUMEYAHME

Eciu noxkyMeHT cymiecTBYyeT y COTpPYJIHHUKA, TO OH OyJeT He yJajleH, a
CKPBIT.

OBHoBneHne poxymMmeHTa (OTMEeHa UZMEHEeHUN) B CNnpaBoYHnKe

Jns  OoOHOBICHUS [AHHBIX IICIKHHTE Ha KHOIKE OOHOBUTb AAHHble (OTMEHUTL

M3MEHEHMUS) —.
‘1 NMPAUMEMAHME

OTMeHa W3MEHEHUU BO3MOXKHA, €CIH JOKYMEHT He OBbUI COXpaHeH ¢
A

MTOMOIITEI0 KHOTKH COXPOHUTD —

CoxpaHeHne OOKYMeHTa B CNpaBoYHnKe

Jliis yTBEpKACHUSI CIIMCKA TOKYMEHTOB B CIIPAaBOYHHKE!

|
1. [llenkaure Ha KHOmMKe COXPAHUTL — JUIL COXpaHEHUs JOKYMEHTa B

CIIPaBOYHHKE.
2. 3aKpoiTe OKHO CO CITUCKOM OTIPaBAATEIbHBIX JIOKYMEHTOB IIEITYKOM Ha KHOMKE «OK>».
3. B ocnHoBHoM MeHI0 KoHcomu ympaBieHHs HIETKHUTE Ha KHOnmke COXPAHUTbL —

COXPAHWTE

BoccranoBneHve CKPbLITLIX OOKYMEHTORB B CripaBo4YyHuKke

HpI/I YAaJICHUU OJOKYMCHTA, HA3HAYCHHOI'O0 PAaHEC COTPYAHHUKY, 4 HBIHC HC HCIIOJIb3YCMOI'O B
CBiA3M C HU3MCHCHUCM BHYTPCHHUX PACHOPAAKOB MPCANPHUATHUSA, AOKYMCHT HC YAAJIACTCA, a
CKPbIBACTCA.

HpI/I HGO6XOILI/IMOCTI/I CymECCTBYCT BO3MOXHOCTb BOCCTAHOBUTH HOOKYMCHT 1100 JJIA
MPpOCMOTpPAa MapaMeTpoOB JOKYMCHTA, 0o JJI BBEACHHA €I'0 B aKTHBHOC HCIIOJIB30BaHHUC.

JInst BOCCTaHOBIICHMS HIEIKHUTE Ha KHONKE BOCCTAHOBUTH CKPbITbIM AOKYMEHT —
Knomnka oToOpaaercst mpy OTMEYSHHOM (piaskke:

! v TMokasbBaTs CEpbThIE QORYMEHTHE

41



Monyab «Y4er padoyero BpeMeHn»

HoBaenexune poxymeHTa

Jns no6aBieHus: JOKyMEHTa COTPYIHUKY
1. Beibepure cOTpyAHHUKA, KOTOPOMY XOTUTE T0OOABUTH ONPABAATEIbHBIA JOKYMEHT.

é) NMPUMEYAHMUE
Jlnis TOro 4ToObI BBIACIUTH CTPOKU C COTPYAHMKAMHU HE MO MOPSAKY, IpU
BBIJICJICHUN COTPYAHUKOB ynepxuBaiite kinaBumry Ctrl. Jinst Toro 4roOsr
BBIJICJIUTh HECKOJIBKO MOJAPS UAYIIUX CTPOK C COTPYIHUKAMH M3 TaOJUIbI
IIPY BBIACJICHUU yAEpKHUBaiTe Kiapuily Shift, Bo Bcex ciaydasx menkainre
10 JIEBOMY Kparo TaOiuIbl (Kypcop MBIIIN AOJDKEH MPEBPATHTHCS B YCPHYIO
CTPEIIKY).

2. lllenkaute Ha KHOMKE AOOGABUTD AOKYMEHT — . Oto0pa3uTcs maHenb BBOJAA H
pEIaKTUPOBAHUS TAHHBIX:

M2 pokyMeHT 3 JaTa poKyMeHT A

| 07022007 |

TN foKYMEHT 3

I W [EMEIMposon#:KTeneHOCTE paboTel EAXTOERIM MaTOLOM vI

Ha4ano neproga KoHey neproga Mpofon#KMTENEHOCTE

[oroszoor =) |oraoszoor ) fooon =

ZoNpaHHMTE | CITHEHMTE |

3.Ilocne BBemeHWs] MAHHBIX MIECIKHUTE Ha KHONMKe COXPAHUTb. JlokymeHT Oyner
n00aBIIeH COTPYAHUKY

CNpaEfaTenEHEIE LOKYHEHTE | CEepXypOYHER I

AaTa
HammeHoEaHKWE | MpofomkKTentHoCTE | EBORA  (Haqano pecTemA | KoHew geficTeWA
LOK Y HMEHT 3
1 v‘ (EMSIMpogon#HTEl 00; 18 27072007 |27 .07 2007 2707 2007
2 [KEICmy#etHaA Kok PUVHIE 27 07 2007 27,07 .2007 27,07 2007

Me Tun
LOKYMEHTE | ROKYMEHTE

|

4.B ocHoBHOM MeHIO KoHCOnM ynpaBieHusi ILIENKHUTE Ha KHoONKe COXPAHUTb —

3nak ¥ B ONpaBIATENbHBIX JOKYMEHTAaX, 0O3HAYAET, YTO MPOM3BOAMTCS J00ABICHHE BPEMEHH
JIOKYMEHTa K paboueMy BPEMEHHU.

Maccoeoe nobaeneHne OOKyMeHTOR

B paszgene cymiecTByeT BO3MOXKHOCTh €JHHOBPEMEHHOTO JJOOABICHHE OHOTO JOKYMEHTA BCEM
COTPpYyAHUKAM. Haan/IMep, OTO HUCIOJIB3YCTCA IIPU CAWMHOBPCMCHHOM HAYUCIICHUU IMPEMUU K
BceoOIemMy mpa3nHuKy Bpoae Hooro ropa.

Jyis MaccoBoro 1o0aBiIeHUS TOKyMEHTA:

1. llenkaute Ha KHONMKE MaccoBoe AOOGABAEHUE AOKYMEHTOB — III OTtkpoeTtcst
OKHO!:
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2.Ilocne BBemeHWs [aHHBIX MIETKHUTE Ha KHOmKe CoOXpaHuTb. JlokymeHT Oyzaer
N00aBIIEH BCEM COTPYAHHUKAM.
3. B ocHoBHOM MmeHro KoHconm ynpaBneHus menkHHTe Ha KHONKE COXPAHUTL —

COXpaHKTE

NameHenune DOKyMeHTa

JI1st ©3MEHeHUsI TOKyMEHTa.:
1. BriGepure coTpyIHUKa, y KOTOPOTO XOTUTE U3MEHUTH JOKYMEHT.

2. lllenxkanTe Ha KHONIKE M3MEHUTb AOKYMEHT — ] Oto0Opa3uTcs maHenb BBOAA U
PECAaKTUPOBAHU NJAHHBIX, B KOTOpOfI MMPOU3BCAUTC H€O6X0,[II/IMI>IC N3MCHCHUNS.

3. [Tocne n3MeHeHus: JaHHBIX B TOKYMEHTE LIEIKHUTE Ha KHONKe COXPAHUTb Ha MaHeIH
BBOJIa U PEJAKTUPOBAHUS JaHHBIX.

4.B ocHoBHOM MeHI0O KoHconm ympaBieHHs IIETKHHTE Ha KHONKe COXpAHUTb —

CORXpAHMTE

YpaneHwe noxymeHTa

JUia ynaneHus 10KyMeHTa:
1. BeiGepure CcOTpynHHKA, y KOTOPOIO XOTHUTE YJIAIUTh HENPaBUIbHO BHECEHHBIN
OIpaBJATEIIbHBIN JOKYMEHT.
2. Beibepute JOKyMEHT, KOTOPBI XOTHTE yIAJINTh.

3. H_[eJ'IKHI/ITC Ha KHOIIKe YAOQAUTDb AOKYMEHT — . OTKpoeTCH OKHO IIOATBCPKICHMUS .

MNoxTeEpH: EHHE 5'
Bl AEACTEMTENEHD XOTHTE ¥ AaNHTE
ERIOPAHHEIA AOKYHEHT 7

Aa | HeT

4. [TonTBepaute ynajaeHue HIETYKOM Ha KHOTMIKE «AA». JIokyMeHT OyeT yaamneH.
5. B ocnoBHom wmenHto Koucomu ymnpaBieHusi ImeIKHUTE Ha KHONKE COXPAHUTb —

COXPaHHTE

43



Monyab «Y4er padoyero BpeMeHn»
MpocmoTp rpadhurka PadoTsl

Jlns mpocMoTpa rpaduka paboThl COTPYIHHKA:
1. Beibepure cOTpyAHUKA U3 CIHCKA, Yel TpaduK paboThl XOTUTE TOCMOTPETh.

2

2. lllenxauTte Ha kHOMKEe MPadouk paboTbl — OTKpOETCST OKHO:

@ NPUMEYAHUE
[Tpu mepBoM 3arycke MpOrpaMMBbI CIIPAaBOYHUK Trpaduka padoT OyaeT mycT.
CrpaBounuk rpaduka pabot Gopmupyercs B pazaene [padpukm paboThbl
Basosoe MO PERCo0-SNO1.
&

Jnisa 3akpbITHst okHa Fpadmk paboTbl TOBTOPHO IIETKHUTE HA KHOMKE

CoxpaweHHbI nokaz ®DUNO

I[J'ISI COKpAaICHHOTI'O IIOKa3da HWMCHHM U OT4HYECTBAa COTPYAHUKOB MICIKHHUTC Ha KHOIIKE

CokpauieHHblit nokas PUO — £ Jns Bo3Bpara Kk mnoka3dy mnojHeix OO mnoBTOpHO
IICIIKHUTE Ha 3TOH K€ KHOIIKE.

Mevatb JOKyMeHToB Bbl6paHHOl'O CoTpyOHUKa

JIns meyatu cniucka JOKYMEHTOB COTPYAHUKA!

1. llenkHute Ha KHOMKY [e4aTb AOKYMEHTOB BbIGPOHHOrO COTPYAHMKA —
OTKpoeTcsi CTaHJapTHOE OKHO IIPEIBAPUTEIBLHOTO TPOCMOTpPA NEYaTH
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2. lllenkuuTe HAa KHOMIKE NeyYaTaTb.
HacTpouka npuHTEpa — a8 HACTPOWKM IIUPUHBI TIOJEH, YyKa3aHHs
opueHTanuu crpanuisl st nevatu ("KawkHas™" win "AnpOomHas™) ¥ T. .
Macuwtab — 1 HacTpoiiku MaciiTaba 0TOOpaKeHHs OTYETA.
MpeAblAyLwWaa — 1715 Iepexoa IPOCMOTPa Ha MPEIbIIYILYIO CTPAHHUILY.
CaAeayiowas — [uis nepexoza NpocMOTpa Ha CIEAYIONYI0 CTPAHULLY.
3aKpbITb — I BBIXOA U3 PEXKHUMA MIPEABAPUTENBHOIO IPOCMOTPA.

CeepxypouHble

Co3naHue, penakTUpoBaHHE, U3MEHEHHUE, YAAJICHHE JOKYMEHTOB IO CBEPXYpOUHOH pabore
CO3JIAI0TCSl C MOMOUIBbIO TeX kK€ (PYHKIIMOHAJIBHBIX 3JEMEHTOB U IO TOM k€ cXeme, YTo U B
OIpaBJATENbHbIX JOKYMEHTAaX.

JIOKyMEHTBI Ha CBEPXYPOUHYIO paboTy IEHCTBYIOT TOJIBKO OJIUH JI€Hb, IPH 3TOM yKa3bIBAETCS
UX MPOJOJIKUTEIBHOCTb.

JIOKyMEHTBI Ha CBEpXypPOUHbIE MOT'YT OBITh ABYX BUJIOB:

e CBepXypoOUHBIE.
e CBepXypoUHbIE B BEIXOHBIC U MTPA3IHUYHbIC THH.

é) NMPAMEYAHME
CBepxypouHOe BpeMsi YUUTHIBa€TCA HE MO (HaKTUYECKOMY HAXOXKICHHUIO
COTpyJHHKAa Ha OOBEKTe J0CTyma (OH MOXET BoOOIIe He OBITh Ha
OPEANPUATHH), & TI0 KOJIMYECTBY BPEMEHH, YKa3aHHOMY B JIOKYMEHTE.
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MNMPUNOXKEHME 1

DYHKIMOHAIBHBIC 3JIEMEHTHI pazena QucumnnuHa Tpyaa.
NS00 A A2 (d & &38|
1 2 3 45 67 8 91011 12 13

1 — Nepuoa otHeTa

2 — BbiGopKa No NnepcoHaAy

3 — BbIGOPKA NO NOMELLEHUIM

4 — Tpadouk paboTbl

5 — TOYHOCTb AO CEKYHA

6 — CokpauLeHHbIKM nokas PUO

7 — Bua ot4yeTa

8 — HacTpouka cToA6L0B TAGAULLbI

9 — NMokasaTb Bpemsa BXOAOB U BbIXOAOB
10 — MpeABApPUTEAbHbIM NPOCMOTP U NEeYaTb
11 — 3kcnopT B Excel

12 — MpuMmeHuTb

13 — Bbl6op NoaApasAeAeHus

MNMPUNOMNKEHME 2

DYHKIIMOHAIBHBIE AJIEMEHTHI pa3zesia XKypHan oTpaboTaHHOro BpEMEHMU.

osos200s | | fosoezoe  w|| | (D | & | ]| £] ¥ | cknan
1 2 3 4 5 6 78

1 — AaTa Ha4aAad BbIGOpkHU

2 — AdATa KoHua BbIGopKU

3 — O6GHOBUTb AQHHbIE

4 — I'padouk paboTbli

5 — PacneyvaTtaTb BbIGPAHHYIO TABGAULLY
6 — TOYHOCTb AO CEKYHA

7 — CokpauieHHbIn nokas PUO

8 — Bbl6op noApasaeAeHus

MNMPUNOXEHMUE 3

O yHKIIMOHAIBHBIE AIEMEHTHI pa3nena OTyeThl.
Nexadpe 2008 T w- [Ei- @ 3 B £ 3X- ¥ 3A0 "NepcnekTuea”

1 2 3 4 5 67 8 9 10

1 — BbI6op Mmecsaua oTyeTa

2 — OGHOBUTb AQHHbIE

3 — MOAroToB1UTb ACHHbIE AAS MEYATH
4 — 3aKpbITb OTYET

5 — Ipaduk paboTbl

6 — TOYHOCTb AO CEKYHA

7 — Yacbl U MUHYTbl — AOAM HACA
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8 — CokpauLeHHbIK nokas PUO
9 — OT4eTbl B Excel
10 — Bbli6op noaApasAeAeHus

MNMPUNOXKEHMUE 4

@DyHKIIMOHAIBHBIC AIEMEHTHI pa3zaena OTyeThl st paboThI C OTYETOM.
S| 4 » | w
1 2 3 45

1 — NeyaTaTb

2 — MNepexoA HA NepBYyIO CTPAHULLY

3 — Mpeablaywas cTpaHuua

4 — CAeAyoLLAS CTPAHULA

5 — Mepexoa HO NOCAEAHIO CTPAHULY

NMPUNOMKEHMUE 5

DyHKIMOHAIBHBIC YIEMEHTHI pasjena OnpaBaaTenbHble JOKYMEHTHI.
07200 w| ||ieoraoe w| | o || 0| Q@ F S 0|
1 2 3 4 5 6 7 8 9 1011 12

1 — Ha4aao cpoka noucka

2 — OKOH4YaHMEe CpOoKa Nnoucka

3 — OGHOBUTb AQHHbIE

4 — CnpAaBOYHMKU AOKYMEHTOB

5 — Ao6aBUTb AOKYMEHT

6 — U3MEeHUTb AOKYMEHT

7 — YAQAUTb AOKYMEHT

8 — I'padbuk paboTbl

9 — CokpauleHHbIK nokas PUO

10 — Me4YaTb AOKYMEHTOB BbIOPAHHOIO COTPYAHUKA
11 — MaccoBoe A06aBAEeHUE AOKYMEHTOB
12 — Bbl6oOp NoApasAeAeHus

NMPUNOXNEHUE 6

OyHKIMOHANBHBIE 3JIEMEHTHI pasaena OnpaBaaTenbHble [OOKYMEHTbl CIOpPaBOYHUKOB
OnpaBgaTenbHble 4OKYMEHTbl 1 CBEPXYPOUHLIE.
NN
1 2 3 4 h
1 — Ao6aBuTb
2 — U3MeHuTb
3 — YAQAUTb
4 — O6GHOBUTb AAHHbIE (OTMEHUTb UIMEHEHMUSA)
5 — COXpaHUTb AGHHbIE
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TexHunuyeckaa nogaepxka:
Ten./dakc (812) 321-61-55, 517-85-45

system@perco.ru

No BONpoOCaM 06CNy>XXNUBaAHUS 3/IEKTPOHUKN CUCTEM B6e30nacHOCTH

turnstile@perco.ru

No BOMpocaM 06CNy)XMBaAHUA TYPHUKETOB, OFrpaXKAeHUI, 3aMKOB

soft@perco.ru

no BonpocaMm TeXHUYECKon noaaeEpP>XKn nporpaMmMHoOro obecneyeHus





