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MHhbopmauunoHHas cuctema a1 agTomaTusaunm yyera u
[1eN0NPOM3BOACTBA B 3yOOTEXHMUYECKOWN TabopaTopumn.

MoNHbIA PUHAHCOBLIN YYET PaboT 1 onepauumii No Hapsgam,
nnarexei no 3akasumkam, NOCTYM/IEHNE U pacxol MmaTepunasos.
dopmMMpoBaHMA 3aKa3-HapAaoB C YYETOM CKUAOK U HaabaBoK,
OTYEeTOB, 3apPabOoTHOI NaTbl TEXHUKOB, 6aniaHca 3T/1.

LT

H

§ | M
- W
| [ 11
N
i

o H 4

B482 3

z

]

£ B
; Bl
a

FEEEESES

3 E. el
XX IR T Bl BT RS BV
3 3032 TROA.UE Pore b BT R0de0E v
T304 00 OO0 PR MROKC-ERATERSL

T4 08 OO0 DAl fael- BATERS
T SR T RO S —
TR B OO0 S

208,18 OO0 Tieadulet"

T3040 Mo

T205.18 OO0 "PARH FIORC-EXATERMSH
1 I705.58 Comons Baatapesis Caprads
| TROE.IE e

= e laarecn =

S E——

Iy enaian S Tpes 7 00T o M T8

4 Neocrarp | & Mearascs | By Gocrsecs

FL07. LR
L

wof WG SRDTLLE 1200

BRLERL B 18000

Wl
aTA T.00. HE

.06 LE
TR0 L8 16:30
17.04.18
TRO5.LE
370418
Thid ik
22.04. 18
IT.08.18
IL.08.18

- =oEN
LTS renp—
T
re—— ey
1450 B 9}
¥ Cosae
T
i 830
1820
NOTIA 300
100
130850 RPN 820 B e
TAoAAE GAORIE 1330 B
130450 [EC]
Thodak 135 R
314
2408 S0 B o
T [T
120408 154 B

KomnaHna OO0 "AsepCodot" www.aversoft.ru


https://www.aversoft.ru/

Hapf-l,qbl Top Previous Next

Pa3nen Hapsagbl no3BonisgeT pabdotarb ¢ nepevyHemM Hapsaos U
naarexxamMmm 3akas4umnkos.

Hymepaums HapsaoB, Mo KakaoMmy 3aKasunKy OTAe/bHO
(Ucnonb3yeTcs N0 YMOYaHWIo) UK eAnHas Mo BCEM,
nepeknyaeTcs B pasaene HacTpoiiku.
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OTO6pa)KeHI/Ie CMCKa BHECEHHbIX HapsaAa0B U p,eVICTBMFl C HUMW.

OCHOBHble (PYHKLMK:

L& CospgaTb — co3aHMe HOBOro Hapsaaa.

1| N3MeHUTb — n3meHeHve BbI6paHHOro Hapsaaa.

= | Onnara — nHdopmauus 06 onnare Hapaaa (CM. pasaen
~  Onnara).

; Ypanutb — yaaneHune BolbpaHHOro Hapsiga. YaasieHHbI
= Hapsa4 BOCCTAHOB/IEHMIO HE NMOAJIEXMUT.

__ O6GHOBUTb — 06HOB/MEHME CNUCKa HapsaaoB. Heobxoanmo,
~~

| & | | ecrm paboTa Cc Hapsagamu BeeTCA C HECKO/TbKUX

KOMMNbOTEPOB.

() o
|._IIIIIL.| LLIK — HanT Hapag, no WTpuxKoay.

2) CnpaBka — BbI30B haiifia MOMOLLM, CNpaBKM Mo Nporpamme.

Copmuposka.

TN COPTUPOBKMN MEHAETCA C MOMOLLIbK0 KOHTEKCTHOIO MEHI0
(NpaBbIi KUK MbILLW) BbI3BAHHOIO Ha Tabnuue co CrNmnMckom
HapsaoB. Tabnuua HapsaAoB MOXET ObITb ynopsaaoyeHa:

- no gare OT Kakoro 4yncna Hapsag,;
- M0 3akas4uky,
- Mo Bpauy;
- no lNauneHTy;
* No gate 3akpbITUs;
- 1o CpokKy - 3akasuuky;

- no Onnare.
Cton6eu, No KOTOPOMY BK/1HOMEHA COPTUPOBKA, NOACBEYNBAETCS.

du/IbMpbI:



- OT | CpoK — BbIOOp, UTO yKa3biBaeT (hubTP Nnepuog, Aatol
co3paHna Hapsanos (OT) unm cpok BbinoHeHUs (Cpok).

- Mepunog C ... NO ... — 0TOOP HApPAAOB 3a BblOpaHHbI Nepros
nnéo no garam cosgaHna (OT), MO0 NO CPOKY BbINOSTHEHUS
(Cpok).

- Homep — oT60p Hapsa0B ¢ onpeaeseHHbIM HOMEPOM.

- Mo 3aka3uuky — 0T60p HapsAA0B NPUHaANEeXaLmx To/bKO
BblIOpaHHOMY 3aKa3unKky.

- MaymneHT — 0TOOP HapPSA0B codepxXallux B none NMayueHm
BBEIEHHbIN TEKCT.

- 3aKpbITble — BK/1lOYAET 0TOOpaXKeHNe ye 3aKpbITbIX HapsA0B.
o yMO4YaHMI0 0TOBPAXATCS TO/IbKO aKTyaslbHble Hapsabl.

- Bpau — oT60p HapsA0B TO/IbKO C onpeaenéHHbIM Bpavém.

- TeXHUK — 0T6op HapsAoB, onepauymn B KOTOPbIX BbINOSTHAET
yKaszaHHbI TEXHUK.

% C6poc hrnbTPoB B UCXOAHOE COCTOSIHME.
T OTo6pakeHne AONOMHUTENbHBIX (OUNLTPOB: MO TEXHUKY.

lMNMons:

Cpok Coaepxut garty, K KOTOpoil HeobxoauMo caenaTb TEKYLLNIA
aTan pa6ot. 3a 1 AeHb A0 HACTYNNEeHUs 3TON Aathl, ssuelika
Ha4YMHaEeT NoACBEeUNBATLCA XE/TbIM, EC/IN e CPOK
npowlen, a pabota He 6bl/1a oTNpasneHa, To A4eika
Ha4yMHaeT noAcBeunBaTbCA PO30BbIM. ECn Hapsa oTMedeH
Kak roToBbli, TO 3Ta A4eilka NoAcBe4YMBaeTCs 3e/1EHbIM.

OnnaraCoaepxuT gaty onnatbl Hapsaa, KOTOPOK cunTaeTcH
nocnefHsaa gara niarexa n3pacxofoBaHHOro Ha HapsAa.
[Mocne nonHoii onnarbl Haps4a 3HadeHne éyayT
NnoAcBeynBaTbCA 3e/1eHbIM, a Npu YaCcTUYHOK onnaTe
XEenTbIM.

B [Mpr3HaK yXXe oTnpaB/ieHHOro 3aKka3vnky Hapsiga. [1BOMHOW
KIVK MbILWK NO SS4eiKe NO3BONSAET NEPEKIIOYNTL 3HAUYEHNE.



HacTtpoiikn gna cnucka Hapsapos.. [103B0A0T BblbpaTh, Kak
nokasbiBaTb AaHHbIe B nosie CPOoK.
Cpok damoul — B BUAe AaTbl CO BPEMEHEM.
CpoOK B OHSIX — €C/i1 [0 CpOKa HacTynsieHus 6onblle 1 gHA, TO
NoKa3bIBAETCA KOMMUYECTBO AHen (Hanpumep, ec/n Cpok
3aBTpallHUIA AeHb, To 6yaeH "1 A4."), ecrin CPOK CEerogHALWHNIA AeHb,
TO GyAeT ykaszaHO KOHKPeTHoe Bpems (Hanpumep, "ao 12:00"), Bce
npowlegne AHN 6yayT ykasaHbl B BUAe 00bIYHOM Aartbl.

Bo3Bpart geHer n3 Hapsaga B njiaTex.

UTOObI BEPHYTb AEHEXHbIX CPEeACTB 06paTHO 13 Hapsaaa B niarex
(Hanpumep, Npu OWNGOYHOM pacxofe nsarexa He Ha TOT Hapsa) B
OKHe VMIHghopmayusi 06 orisiame Hapsioa (Bbl3blBAETCA KHOMKOWA
Qnpara), B cnucke Micmopusi niamexel BbloepuTe niaTex, pacxop,
C KOTOPOro 6yaeT BO3BpaLleH, Aasiee B KOHTEKCTHOM MEHI0
BblbepuTe BepHYTb AEeHbIN B NaaTex.

CoxpaHuTtb B chaiin. CoxpaHeHne oTo6paKaemMoro cnmcka Hapsga
B thaiin .xIs, c nocneayrowmm OTKPbITUEM AaHHOro dpaina. JaHHas
PyHKUMA fOCTYyNHA Yepe3 KOHTEKCTHOE MEHH0, Bbi3biBaeMOe Ha
Tabnuue HapsaoB (Mpasbli KNTUK MbILLN).



HPOCMOTP Top Previous Next

Bknaaka MpocmoTp No3BossieT NpocmaTpuBaTh BblOPaHHbI Hapsg,
1 neyartatb ero. Mpu co3gaHnn / K3AMeHeHUN Hapsiaa, NporpamMmma
aBTOMAaTMUYECKM NEePexXoanT Ha 3Ty BKNa/KY, HO MHTepdieiic
NepeBoAMTCS B PEXUM peaaKkTMpoBaHuUsI.

Hapsio cocmoum u3 cnedyrouwjue 3/1eMeHmMos:
* HOMep Hapaaa;
- nata, OT KOTOpOW Hapsa,
- aBToOp, Ye/I0BEK KOTOPbIA COCTaBWUN HapsA4,
© 3aKasuuk;
- Bpav;
* MauNneHT;
- paTta cgayv / npumepku;
* NepeyeHb pabor;
§ HafbaBKa 3a CPOYHOCTb UM CKMAKA, B NpoueHTax;
- 3ybHasa chopmyna;
* CMUCOK onepaunn, KoTopble yayT caenaHbl No Hapsay:
§ HasBaHuMe onepauyuu,
8 KO/IMYecTBO eanHUL,
§ CymMMa onsiaTbl TEXHUKY,
8 TEeXHUK,
8 CPOK BbINO/THEHUS,
§ rNaBHbI TEXHUK;

- npemus 3a onepauuun, % Hagbaskn UK, ecrin oTpuLaTe/bHbIN,
wtpada;

- UBeT 3y0O0B;

* AOMNOMHUTENbHAA HopMaLus;

* CCbI/IKM Ha hainbl;

- jata onnartbl Hapsaa Cc onucaHnem,



MpusHaku:
- fTomos — donar rotToBHOCTH,

- Omnpas/ieH — Haps OTNpaBeH 3aKasuuky,

MOrYyT ObITb M3MEHEHbI 6€3 Nnepexoaa B PeXumM peakTupoBaHus
Hapsga. lNMpaBa Ha yrnpaBneHus MU HacTpanBaloTCA B pasgerne
HacTpoiku.

|é| N3MeHUTb — Nepexoq B peXxxnm n3aMeHeHus Hapsaa.
(< BBepx — nepelitv B cnucke HapaA0B K Hapsay BbilLe.
I/ BHU3 — nepenTn B CNMCKe HapsiA0oB K Hapsily HUXeE.

CuéT — oTnpaBKa CYETa Ha No4Ty 3aKkasuunka B suae pdf-caiina.

& CUYéT — neyaTb CYETA Ha onnaTy Hapsaga. HacTpoirika 3HaueHwi
nonei oopmbl NeyaTn ocyLecTBNAeTCa Yepes pasaern
HacTtpoiku.

& Hapsap — neyatb Hapsiga (c 3yb6Hou chopmynont). MNMeyatb 610ka ¢
pekBM3nTaMn 1 10roTuna HacTpansaeTcs B pasaesnie HacTponku.

€ AKT — Nneuatb akTa caaun-npuema.

© Hapag+AKT — neyatb Haps/Aa 1 akta Ha O4HOM JInCTe.
© TeXHUKY — neyatb Hapsaaa 41 TEXHVKOB.

3akpbITb HAPAA — 3aKpbITUE BbINO/THEHHOTO Hapsiaa. 3akpbiTne
Hapsaa ocyLecTBSETCSA TONbKO MNOC/e TOro Kak Bce paboThl Oblnn
BbIMOMHEHbI 1 NepefaHbl 3aKa3umnKy. 3aKkpbiTble Hapsiabl
HeAOoCTYMNHbI 4151 U3MEHEHMSI.

Mpu 3aKpbITUM Hapsia OCYLLIECTBNSETCS HAUYNCIEHNE onaThbl
TEXHMKAM U CIMCaHNEe MaTeprasioB CO CKklaga, NosTomy gata
3aKpbITUS ABNSIETCSA OCHOBHOW /11 MHOTUX OTYETOB.

OTKaT Hapaaa — OTKaT 3aKpbITOro Hapsiaa.

= NHdopmayusa o 3aKasumke — oTobpaxeHue noapobHom



NHdopMaLMN O 3aKasunKe.

YnpasseHue cmamycoM onepayuli (4OCTYNHbI cnegytowme
[EeNCTBUA):
= B3ATne onepauun B pa6ory.

| Onepauus BbINoMHeHa.
OTMeHa BbINO/HEHNS onepaunn (4OCTYNHa Yepes KOHTEKCTHOEe
MEHI0).
cTopunsi — NPOCMOTP UCTOPUKM AENCTBUIA C onepaumei
(oocTynHa Yyepes KOHTEKCTHOE MEHIO).
MpaBa Ha ynpas/ieHne cTaTyCoM onepaunini HacTpansaloTcs B
pasgene HacTtpoliku, HacTpoika Cmamyc onepayull (24).

JlononHuTensHble yHKUMM Tabnnupl onepauunii (4OCTYNHbI Yepes
KOHTEKCTHOE MEHH0):
- OMKpbIMb B8 CrpPasovyHUKe — BbICTPbI Nepexos B pasaer
'‘CnpaBo4vHnKn-Onepaunn’ K BblIopaHHon onepauumn.



Cos3pgatb | N3aMeHUTb Top Previous Next
CosgaHue / IameHeHne Hapsaa0B OCYLLECTB/ISETCH Ha BKnagke

Hapagbl-Cnnucok, KHomnkamm |i| Cospatb / |£| N3MeHnTDb.

Mpn co3gaHnmM HOBOMO Hapsiga HOMep eMy NpUcBanBaeTCs
aBTomarmnyeckn. Hymepauma onis kaxgoro 3akasvvka BefeTcsi CBOs
(BO3MOXHO MCNOMb30BaTh €AUHYI0 HYMepaLuio, BK/THOYAETCH Yepes
HacTpoliku).

[Mons, KoTopble MOTyT ObITb 3aMO/IHEHbI:
- aaTa, OT KOTOpOW Hapsa,;
© 3aKasuuk;
- Bpav;
* MaymneHT (C 6bICTPbIM NOMCKOM);
- paTta cgayv / npumepku;
* CMWCOK pabor;
- HapgbaBKa 3a CPOYHOCTb UK CKnAka (oTpuuaTesibHoe YMC0);
- 3ybHasa chopmyna;
- CMNCOK onepauui;
* TNNABHbIN TEXHUK;
- npemMus (TexHukKam);
- uBert (3yboB, maTepuana);
+ AONOJSTHUTENIbHAA NHJDOPMaLS;
* CCbINIKN Ha dhainebl.

CocmassieHue cnucka Pabom.

- Haxxmurte kHonky M3mMeHUTb nof cnuckom paboT, B okHe PaboTbl
B Hapsge BBeanTe Tpebyemoe Ko/myecTso paboT, B Hapsq oyayT
BK/1OYEHbI TO/IbKO T€ PaboThbl, KOSIMYECTBO KOTOPbLIX >= 1.

- Mpn HEOBXOAMMOCTU NMEETCA BO3MOXHOCTb N3MEHSATL LIEHBI
paboT, yKazaHHasi BPYUHYHO LieHa AeCTBYET TO/IbKO Ha TEKYLLNIA



Hapsag,.
- CTOMMOCTb paboT He nepecunTbiBaeTCs NPy M3MEHEeHU Hapsaaa,

3a UCK/1ro4eHnem crsiydyaeB, USMEHEHME CIMNNCKa pa60T nn nx
KonmyecTBa, nameHeHune % Ha,ﬂlﬁaBKI/I/CKI/Ip,KI/I, CMeHa 3aKa34yuKa.

Hapo6aBka | Ckugka. 1ameHeHne CTOMMOCTU BCEX PaboT B Hapsiae
Ha 3afaHHbIN NnpoueHT. CKknaka BBOAUTCA Kak ompuyamesibHoe
4MC/O B NPOLEHTAX.

Mpu BbIGOPE 3aKa3uynka, ec/iv y Hero ecTb UHAMBUAYasTbHbIN %
Haa6aBKW/CKMAKK, TO OH aBTOMaTM4YeCKN NoACTaBNAETCS B 3TO
none.

CocmassieHue cnucka Onepayudi.

MepBoHavasibHO, Npu gobasneHnn paboT, B 3TOT CANCOK
[06aBNATCA onepauny no ymondaHuio (Ha3HaumTb onepaunm no
YMOJIHaHUIO AN paboT MOXHO B pasaene CnpaBo4yHUKK - PaboThl).
[lanee 3TOT CMNCOK MOXET ObITb AOMO/HEH APYTMMW onepaunamMmm
NN U3SMEHEH.

4 406 — [Jo6aBnTb CNUCOK onepaunini B Hapsaa (knasuwia + Ha
LUndopoBoi knasuatype). B okHe [lo6aBneHne onepayuii B
Hapsapg BblbnpaeTcs TEXHUK, B Tabnumue ¢ onepaymsimm
NPOCTaBNSAETCA KOIMYECTBO HANPOTMB HEOBXOANMbIX ONepaLnii,

“ N3m — N3meHnTb onepauuio B Hapsae (knasuwa Enter).
#= Ypn — YpanuTb onepauuio n3 Hapsga (knasuwa Delete).

4 — 3ano/IHUTb NYCTbIX TEXHUKOB 3Ha4YeHneM 13 nosngd [NaBHbIN
TEXHUK.

Bce aeiicTBus TakKe A0CTYMHbI Yepe3 KOHTEKCTHOE MEHIO.

[porpamma aBTOMaTMYECKN MOCUYNTAET, CKO/IbLKO A0/1KEH
3apa60TaTb TEeXHUK, BbIMNOJIHNB 3TO KOJINYECTBO onepau,w7|.

Onnarta 3a onepauunio TEXHUKY 3aBUCUT OT Kareropumn, no KOTOpoW
OH BbINOJIHAET 3Ty onepauuio, Kateropun 3agaroTcsa B pasaene
CnpaBo4yHUKM - TexHUKN. BennunHa onnatsl 3a onepauum 3agaetcs
B pasgene CnpaBoyHUKN - Qnepawuu.



Ecnn y TeXHuKa He NpocTaB/ieHa KaTteropus, To npeanosaraetcs,
UTO OH He JlenaeT AaHHY0 onepawluto.

Mpy HEOBXOAMMOCTN NMEETCS BO3MOXHOCTb U3MEHSATb CyMMY
onnaTbl 3a BbIMNO/IHEHWE Onepauuii, ykazaHHas BPyUHY cymma
AeNCTBYET TO/IbKO Ha TEKYLMIA Hapsa,.

Copmuposka onepayudli. JonyckaeTcs pyyHas cCOpTMPOBKa CnucKa
onepauuii ¢ Lenbi pacnonoXeHusl Ux B Nopsifike BbiNosHeHus. Ans
3TOr0 MbILLbIO NepeTaLLmUTe CTPOKY C onepauuneii Ha Hy>XHYH
No3uLMIO.

Mpemus. ViameHAeT cymmy onnartbl 3a onepauum B NPOLEHTHOM
OTHOLLEeHuW. [JonyckaeTca ompuyamesibHasi BENNUNHa, ee MOXHO
pacueHMBaTtb Kak wrpad.

A3bl MaTEMATUKN:

X+ 100 % = 2X — yaBOEHMEe CTOMMOCTH,

X =100 % = 0 — npenaem b6ecnnarHo,

X —200 % = -X — BO3BpaLlaem BCHO CTOMMOCTb.

¥ [MpUKpennTb CCbISIKY Ha doann.
“=| Yopartb CCbI/IKY Ha (haiin.

3yo6Has hopmyna.
Mo3BonsieT rpacmyeckun ykasatb Haj Kakumm 3ybamm npoBoasaTcs
paboThbl.
YnpasneHve npomcxoauT NM60 KHOMKaMm MbILLV 1EBOI U
LLEeHTPas1bHOM, /IMB0 Yepe3 KOHTEKCTHOE MEHIO BbI3BaHHOE Ha 3y6e.
[OCTynNHblE AENCTBUA:
BblOpPaHHbIN 3y6 — yCTaHaB/IMBAETCH K/IMKOM NIEBOI KHOMKM
MbILLN NO 3y0y;

- OTCYTCTBYHOLMIT 3y6 — yCTaHAB/INBAETCS K/IMKOM
LIeHTpa/IbHOM KHOMKW MbILIK N0 3y0y UK Yyepe3 KOHTEKCTHOe
MeH0, NyHKT Omcymcmsyem:;

- ayra | MocT — Ans yCTaHOBKM AYr UM MOCTa, B KOHTEKCTHOM



MeHI0 BblbepuTe NyHKT [yea / Mocm, panee ykasblBaem
HayasbHbll 3y6 U KOHEYHbI, eC/ii HE0O6XOANMO NEPEMECTUTL
KOHel, Ayru, nepeTtawuTe ero MblLLKOW;

- Knammep / 3aMOK /| aTTauMeHT — yCTaHaB/IMBaETCHA BbIOOPOM B
KOHTEKCTHOM MeHI0 NyHKTa Kaammep / 3amok.

3akpbiTve Hapg4a OCYLLECTBNAETCA B peXxnmMe npocMoTpa, T.e.
coxpaHuTe Hapsaa (HaxkmuTte kHonky OK) 1 cTaHeT AoCTynHa KHormka
3akpbimb Hapso.



3aKpbITb Hapag, Top Previous Next

Mpu 3aKpbITUM HapsAa NPOBOAATCS crneaylolmne AencTBus:
- CMMcaHne maTepunasioB Co cklaAa no ykasaHHbIM Onepauusim;

- pacueT onnarbl TpyAa TEXHUKaM.

3akpbITbli HAPSAA, B Aa/IbHENLLEM HEMb3S HE U3MEHUTb, HE YAAINTb.
MouTn BCe OTYETHI DOPMUPYHOTCS TOMBKO MO 3aKPbITbIM HApPsSAaM.

dyHKUMA 3aKpbITb HapAA pacnosoxeHa B pasaene Hapsiosbl,
BKNaKka [1pocmoTp.



OTKaT Hapsaaa Top Previous Next

[aHHan pyHKLUNS NO3BOMAET OTKATUTb 3aKPbIThbI Hapsd. 3T0
Heo6X0AMMO NPV OLLIMGOYHOM 3aKpPbITUM Hapsiaa.

BHuMaHme! MocKobKy oT4YeTbl hOpPMUPYHOTCSA Ha OCHOBAHMM

3aKpbITbIX HAPAAOB, NMO3TOMY OTKaT npmuBeaeT K USMeHEHNIO AaHHbIX
B OT4HETAaX.

[ns Toro 4To6bl OTKATUTh, BbIGEPUTE 3aKPbIThI HApPAA. B pexume
MpocMoTpa, Ha BKNaake [1pocMoTp ByaeT AOCTynHA KHomka OTKat
Hapsaga (pacnosioXeHa B HUKHEM JIEBOM YITy).
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OTo6paXaeT CNMCOK BHECEHHbIX NNaTexel 1 pacnpeneneHne nx no
Hapsaam.

[locTynHbI creayowme uUILTPbI:
- 3aKasuuk — nnatexeii To/Ibko BbIGPAHHOIO 3aKa3unKa;

- Mepuopg c ... No ... — NaaTexu 3a BblopaHHbIA Nepuoa;,
- OnpuxogoBaHHbIE — MO/IHOCTLIO OMNPUXOA0BaHHbIE NIATEXMU;
- Cnoco6 onsiatbl — HAJIMYHbLIM NN 6e3Ha/INYHbLIM CNOCOOOM.

= | BHeCTW nnaTeX — BHECEHVE [ieHEeXHbIX CPEACTB OT 3aKa3uuKa.
SnemeHTbl AnanoroBoro okHa MocTynnieHne AeHeXHbIX CPeACTB:

- 3aKas4yuK — OT KOro NMPUHNMaeEM [J1aTex;

- TekyLunii 6aniaHc — pa3HOCTb MaaTeXen U CyMMbl BCEX
HapsA0B, BKAOYASA HE3AKPbITbIE;

Ne — HOMep nnartexa, NpucBanBaeTcsl aBTOMaTUYecku, no
KaXX0MY 3aKa3umky Hymepalms CBOS;

- OT — faTta, korga 6bl/1 BHECEH niartex;

- BHOCnmas cymma (B pyonsx);

-+ Cnoco6 onnatbl: Ha/IMYHBIA, 6e3HaTNYHBIN;

-+ OnucaHue nnaarexa — nomMeTka K BHOCMMOMY MniaTexy.

= OnpuxopoBaTtb — ONpMXoA0BaTh Narex Ha HapsAaabl.

NeMeHTbl AuanoroBoro okHa Onnara Hapaga:

© B pasgene nHgopmauum o nnarexe Ocmamok nokasbiBaet
OCTaBLUYIOCA, HEN3pacxo40BaHHYI0 YacTb Nnnarexa,

- HeonnayeHHble Hapsaabl — CNUCOK HeOoM/1a4YeHHbIX HapAa0B,
YKa3aHbl HOMep HapAaga, OT KakKoro OH 4nmcrsia, Heornsjia4eHHas
CyMMa 1 nNauneHT,

- Cymma — nosie BBoga CyMMbl, KOTOpasi NOAAeT Ha onnary
BblOpPaHHbIX HAPSIA0B U3 AAHHOTO NaTexa;



: I'Ip|/||v|eL|aH|/|e K HapAay — noka3biBaeT rnpnmMmedaHume K orsiare y
Bbl6paHHOI'O Hapsaga, MOXeT ObITb UI3BMEHEHO, TaKXe 3TO
npmnmMmedvaHmne MOXHO NMNoCMOTPETb B CINCKE HapAa40B B

- [pynnbl HapsA0oB — BKAKOYEHNe PyHKUMK onnaTbl cpasy
MHOXecTBa HapaaoB.

TO/IbKO 3aKpbimble — 0TOBPAXEHNE B CMINCKE TOMBKO 3aKPbITbIX
HapsA0B.
J[lonyckaeTcsi UCMosib30BaHNE OTPULLATE/TbHOIN CYyMMbI.

YaaneHue nnarexa unm octaTka nnarexa.

KNukHUTE NpaBoi KHONKOM MbILUW NO NaTexy, KOTOPbIA XoTUTe
yAanTb. B KOHTEKCTHOM MeEHI0 BblbepuTe Yaanutb nnarex /
YaanuTtb octaTtokK. [Mo/IHOCTLH0 ONPUXOA0BaHHbIN NNaTex yaainTb
Henb3s.

Bo3Bpart geHer n3 Hapsaga B njaTex.

[na Toro 4TOObLI BEPHYTHL AEHEXHbIX CPeACTB 00paTHO 13 Hapsaa B
nnartex (Hanpumep, NPy OWNBOYHOM pacxofe nnarexa He Ha ToT
Hapsa) BblbepuTe 3TOT NaTex, 3aTem B NpaBoOM CrucKe
PacnipedesieHue cyMMbl riamexa rno Hapsioam KNuKHUTE npasom
KHOMKOM MbILLY MO Hapsay, C KOTOPOro XOTUTe BEPHYTb CYMMY, B
KOHTEKCTHOM MEHI0 BblbepnTe BepHYTb A€HbIN B NaTex.



NHdopmayusa 06 onnarte HapAfa oo Previous Next
CofepxuT BCHO MHhopmaL Mo OTHOCALLYOCA K onaTte Hapsaa:
- 3aKasuuK
- Cymma Hapsaga
- CTatyc onnartbl Hapsga
cTopusa nnatexei
- OnucaHue K onnarte Hapsaga
MnaHnpyemsblii cnocob onnarbl.

BLi3biBaeTCH, B pagaene Hapsdbi, BKafKa CAUCOK, kHonka L
Onnama.

UcTtopusa nnarexeii.

[Moka3blBaEeT CNUCOK NnaTexen KoTopble ObI/IM N3pacxoaoBaHbl Ha
Hapsg. CoctonT 13 Ne nnaTtexa, AaTbl OT KOTOPOW NnaTtex n cymmy
ONpUXoA0BaHHOM Ha AaHHbIA HapAaa,.

KOHTEKCTHOE MEHI0 MO CTPOYKe narexa B UCTOPUN Nniatexei
CoOepPXuUT cnepyoume yHKUMN:
- TMepelimu K rnsiamexy — O6bICTPbIA Nepexof Ha BKnaaky [narexu
C BbIBOPOM AaHHOIO niarexa.

- BepHymsb 0eHbau B8 naamex — no3Bo/seT OTMEHUTb JaHHOe
cnmncaHue cpeacTB Ha Hapsa, eCNv OHO ObINI0 OLUMOGOYUHbLIM.

Cmamyc onsiamsl Hapﬂaa: He onnavyeH, OnnayeH 4acTUYHO
(I'IOKaBbIBaeTCFl CyMMa OCTaTKa), OnnayeH NOTHOCThLIO.

Pepaktupyembie 31eMeHTbl OTHOCSAILMECS K CBOiCTBaM
Hapsaga.

OnucaHue K onsiame Hapsida. B naHHOM nosie MOXHO OCTaBUTb
npumevaHue, oOHO 6yaeT oTobpaxaTbCA 1 B NPOCMOTPE Hapsaa v B
BbIOOpE 3TOro Hapsaa npuv onpuxofoBaHUKM niarexa.



Mnanupyembiii cnoco6 onsiamesl. [103BONSAET YKa3aTb KaknM
crnoco6om (onnara Ha/IMYHbIMU NN BE3HA/TMYHbIA pacyeT)
3aKasunk nnaHupyeT B AasibHENLLIEM ONNaTUTb Haps.

[laHHOEe CBOWMCTBO B AasibHENLLEM NO3BOIUT BbICTABUTbL CUET
3aKasyuKy OTAeNbHO Mo Hapsagam TpebyrLwmx onaty Ha/iMyHbIMU U
OTAENbHO CYET Ha HapsAabl ANna 6e3HannMyHoin onnartbl. OTYeT
PaboTbl No Hapdaam (akT BbIMNOSIHEHHbLIX PaboT 3a nepunoa).

[Na n3ameHeHns aTux napameTpoB HeobxoAMMo UMETL Nnpasa 6o
'Hapsag. ismeHeHune (10)', nnbo Tlinatexu (12)', cMm. HacTponku.




AOCTaB Ka Top Previous Next

Pa3fen cofepXuT CNUCcoK HapsA0B eLle HeoTNPaBNeHHbIX
3aKasuuKy.

VIHCTPYMEHTI:
v OmMemums omrpas/ieHHbIMU — NOMETUTb BCe BblbpaHHbIe
HapsAabl, Kak oTnpas/ieHHbIE.

& [leyamb BedoMocmu — neyatb A5 Kypbepa nyTeBoro mcra
[I0CTaBKM Haps10B CO CMUCKOB BblGpaHHbIX HAPAA0B.

Bbi6oOp HapsA0B B CNUCKE:
- K/IMK NO siYeiike nepBoro cronoéua,

- IBOMHOW K/NK MO OCTa/IbHbIM Slueiikam,
- HakaTume knasuwun MNpoben.

PepnakTnposaHune ajpeca A0OCTaBKW:

- OBOWHOM KNUK NO siueiike Adpec 0ocmasKu OTKPbIBAET OKHO
pefakTMpoBaHnsa MHdhopmaLumn o0 3aKkasdunke. PegaktnpoBaHmue
[OCTYMNHO TOMbKO NpW Hannymn npas (CM. HacTponku, HacTpoiika
20).

F5 — 06HOB/IEHME CMCKA U CHATME OTMETKN BblOpPaHHbIX HApPAAO0B.

Knuk no 3aronoBky nepBoro ctonbua no3Bonsier cpasy BblopaTb BCe
Hapsabl IM60 HA0BOPOT, BCE CHATD.

AononHutenbHble (PYHKUUN (BbI3bIBAIOTCA Yepe3 KOHTEKCTHOE

MEHI0 Ha Tabnuue):

- Bblbpamsb Bce 3aKpblimble HapsiObl — BbIONPAKOTCA BCe Hapsbl,
KOTOpble Y)XXe 3aKpbIThbl.

- Bblbpamb HapsiObl MeKywe20 3aKkasz4yuka — BbloypatoTcs Bce
Hapsifbl 3aKa3unka, Ha KOTOPOM B AaHHbIi MOMEHT CTOUT
KypcopHasi CTPOKa.

- Cépocumsb BbI6OP — copacbiBaeT BbI6GOP HApPSA0B U 0OHOBNAET



CIMACOK.

- lNepelmu B Hapsio0 — nepexon B NOAPOOHbIA NPOCMOTP
BblGpaHHOro Hapsaa.
CopTupoBKa:

- [lo dame oocmasku — COPTUPOBKAa CrnucKa no gare A0CTaBKMW.
- 1o 3aKa34yuKy — COPTUPOBKA CNUCKa MO 3aKa3uunkKy.



CKnaA Top Previous Next

Bknagka Cknag CoepXuT BCO MHGDOPMALNI0 O ABMXEHUN
mMaTepuanoB Ha cknaje.




MpuxogHble HaKnagHble Top Previous Next

Bknaaka MpuxopgHble coaepXnT BCO MHpOpMaLUio O NPUXOAHbIX
HaknagHbIX Ha MaTepuasbl.

[locTynHbl cneayroume neincTBus:
- Jo6aBuUTb — f06aBNeHE NPUXOAHON HakNaaHoW Ha maTtepuann.
- U3MeHUTb — n3ameHeHne nHopmaumm 0 NPUXoAHON HaKNagHoM.

Ecnn no HaknagHowm yxe 6bls1 pacxoq, To ee N3MeHeHne
BO3MOXXHO TO/IbKO NMpu Ha/nuune npas YaaseHue (13).

- CnucaHue — cnucaHve marepuana rno dpakty. Becb pacxog
Npoun3BefeHHbIN Mo (pakTy oTobpaxaeTcsa Ha BKaake Pacxoa no
hakTy.

- MeyaTb — NeyaTb OTYETOB.

Meuatb. OTYET MOXET ObITb pacneyaTaH B 2-x BapuaHTax:
- HaknagH. — neyaTb cnucka npuxoAHbIX HakNagHbIX;

- OCTaToK — Nneyartb ocTaTka MaTtepunasia no HaknagHbiM.

dusbmpsbI:

C ... N0 ... — UNbTP MO Aarte AOKYMEHTa.

He cnucaH — npu BKIHOYEHUN, B CMINCKE OCTaKTCA TOIbKO Te
HaknagHble, KOTOpble ele He cnmucaHbl NOIHOCTLIO.
PUNbLTP NO ONUCaHUIO — PU/ILTP NO COAEPXKMMOMY NONA
OnwucaHune.

CopTupoBKa AaHHbIX, BblbupaeTcs Yepes KOHTEKCTHOE MEHI0,
npasblil KNTVK MbIlWW No Tabnuue:

Mo pate;
Mo maTepuany - gare.

A ONoNHUTEIbHbIE MHCTPYMEHTbI OKHA BBOAA HaK/1aAHOMW.



dunbmp no mamepuasiam. OCTaBNAET B CNUCKE TO/IbKO Te
Marepuasibl, KOTOPblE COOTBETCTBYIOT BBEJEHHOIA CTPOKE.

Bbicmpbil 8800 0aHHbIX U3 Excel.

Ecnun ncxogHble gaHHble ecTb B Tabnnue Excel, To X MOXHO
ObICTPO BHECTU B nNporpaMmmy. Hanpumep, AaHHble MOTYT ObITb
coxpaHeHsbl n3 1C.

B Excel ctonbubl ¢ AaHHbIMUY OO/DKHbI pacnonaraTtbCA B
cneayroulein nocnegosaresibHOCTU: [JoKyMeHT, aaTa oT, Kog 1C,
Ha3BaHue matepuana, Konndectso, Cymma, OnncaHue. Ecnu
CTONBUbI pacnosioXeHbl No Apyromy, nepecraBbTe X A4
cob6naeHNa 3ToI CTporoit nocnenosarenbHoCcTU. OfQHa CTpoKa
OyaeT npeacTaB/isiTb CO60M HaKNaaHyo Ha oAuMH MaTepuan.

Bblgenurte n ckonupyinTte CTPoKy Lennkom. [lanee BctaBbTe €€ B
noae [1okyMeHT B OKHE nporpammsl, NporpamMmmMma aBToMaTnyecku
pa3obbeT faHHble NO HYXHbIM Nosisam. [NpoBepbTe NpaBUIbHOCTb
3anosiHeHns Bcex nosneit. Mocse atoro gaHHble MOXXHO COXPaHUTb.

YpaneHue NnpuxoaHO HakagHOM.
ANnsa ynaneHnsa HaknagHom HeobxoAnuMo HaxkaTb KHOMKY N3MeHNUTb U
yAanunTb 3HavyeHune B none Kosuyecmso nnbo ykasatb 0.



Hanuune martepnana Ha CK/1af€  TopPrevious Next

Bknagka Hanuuue cogepXXnt nepeyeHb MmaTepuanos, NX
KO/INYECTBO U Ha Kakyro CyMMY, B JaHHbI MOMEHT HaxoguTcs Ha
cKknage, a Takke TeKYLLNA pacxod Ha He3akpbITble Hapspl.

Cmonbybl:

- CKnap — Tekyllee Koim4yecTBo MaTepuasia Ha cknage. Boluet
pacxoga Ha HapAaAdbl MPOUCXoanT Npn 3aKpbITU Hapdia.

Ha cymMy — Ha Kakytd CyMM eCTb UMEILLErocs KosiMyecTBa
marepuana.

Pacxof — pacyeTHbI pacxoa MaTepuasioB Ha eLle He3aKpbiThle
Hapsbl.

- OcTaToK — KONnuecTBo Ha cKaje ¢ y4eToMm pacxoja Ha
OTKPbITble Hapsaabl =Cknaa-Pacxog.

- lumnt — yCTaHOBﬂeHHbIVI ANna gaHHOro marepunasia 1MMNUT Npu
CHMXEHNN KOTOPOIo 3aropaetcsa CUrHaJsl.

OcTaToK noAcBeyeH KpacHbIM. Ecnin B cTon6ue Ocmamok,
3HayeHve NoAcBeYeHo KpacHbIM LIBETOM, 3TO O3HAYAET, YTo
KOMMYECTBO JJaHHOIO MaTepuasia MeHbLUIe YCTaHOB/IEHHOTO JIMMUTA.

Pacxoa noaceeuveH cpuonetoBbIM. Ecnu B cTon6LEe Pacxoo,
3Ha4yeHue noaceseyeHo (P1oseToBbIM LIBETOM, 3TO O3HAYaET, YTO
pacxof marepuasna Ha He3akpbITble HapsaAbl NPeBbIlaeT A0CTYMHOE
Ha cknajle KonnMyecTBo maTepuana.

' ®dUALTP N0 Ha3BaHUIO MaTepuana.

[06aBUTb — f06aBNEHNE NPUXOAHOV HAKNaAHOWN Ha BbiGPAHHbI
martepuaul.

Aedoununt — dunsTp, ocTaBNSOLWNIA TONBKO AeULUTHBIE NO3MLUN,
T.e. MaTepuasbl Y KOTOPbIX 3HaYeHne B auelike Ocmamok
NOACBEYEHO.

© Meuartb — Neyatb TabAMLbI HANMUMA MaTepuana Ha ckiaje.



&2 B hann — coxpaHeHne aaHHbIX 13 Tabnuubl B thaitsi n oTKpbITUE
ero B Excel.

JlumMum Ha mMaTtepuas ycTaHasnmBaeTca B pasgene CrnpaBoyYHUKN-
Martepuassl.




Pacxoa no Hapsaam Top Previous Next

Ha Bknagke Pacxopg no Hapsaaam cofepaTcs gaHHble 0 pacxone
MaTepunasioB No Hapspam.

Tabnunua cogepXxuT cneayrouyro nHhopmMauuio:

- JOKYMeHT — Ha3BaHue fokymeHTa B Buae ‘Hapapg Ne', roe Ne -
HOMep Hapsaga no KoTopomy 6b1/10 cnMcaHne 3aToro Mmatepuana;
- JaTta — fara 3akpbIiTusa Hapsaa,;
- 3aKasumK — KTO Obl/1 3aKa3unMKoM 3TOro Hapsaa,;
- MaTepuan — Ha3BaHWe maTepunana;
- Kon-BO — KO/IM4eCcTBO CNMcaHHOro maTtepuana;

- CyMMa — Ha KaKyo cyMMy 6b1/10 CMCaHO maTtepuana.
C ... MO ... — UNILTP NO AaTe 3aKpbITUS HapsAa.

¢ MeyaTb — NeyaTtb OTYETA O CYMMApPHOM pacxoae Mmatepuanios 3a
yKasaHHbIi B onnbTpe nepuom, BK/oyaloLem B cedbsa pacxop, rno

Hapsagam, pacxof no dpakTy 1 pacxof Ha He3akpblTble Hapsabl,
CO3[aHHble B BblOpaHHbIV NMepuoa.

&= B chaitn — coxpaHeHne aaHHbIX U3 Tabnmubl B doainsl n oTKpbITUE
ero B Excel.

KoHTeKCTHOoe MeHIo Tabnnubl (Bbl3blIBAETCA NPaBbIM K/IMKOM MbILLN)
COOEepPXUT cnepyoume yHKUMN:
- CopTupoOBKa.

§ Mo AaTte — No gate 3akpbITUA HApPAAa,;

§ Mo 3akas3uuky,

§ Mo Martepuany — no Ha3BaHMIO MaTepuana.

- CoxpaHuTb B haiinn N OTKPbITb — COXpaHeHWe AaHHbIX B doans
N OTKpbITUE B EXcel.



Pacxop no dpakty Top Previous Next

Bknagka Pacxog no chakty coaepxut tTabnuuy cnucaHus
MaTepuasioB rno goakTy.

N3MeHNTb — N03BONSIET M3MEHUTb MHpOpMAaLMIO O cnucaHum
mMaTepuana. Ecnv npu nsmeHeHum yopaTb KOMYECTBO UK yKa3aTb
0, To aKT 6yaeT yaaneH.

Meuatb — NeyaTb OTYETA pacxofa maTepunasioB No qoakTy.

MpuurHa — PUILTP MO NPUYUKHE.
C ... N0 ... — YUNLTP NO AaTe CnucaHus.

CopTtupoBka. Tabnmuya HaknagHbIX MOXET ObITb yYnopsagoveHa:
- M0 Homepy AKTY;

- Mo Ha3BaHWO Martepuany,
- no OnucaHuio.
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Pasgen OTueTbl N03BONSIET CCHOPMUPOBATL 1 pacrneyaTaTb pasHble
OTYETHI.

[MepeyeHb AOCTYMHbIX OTYETOB:
- banaHc;
- Hapsagbl,
- Onnara pabor;
- CYéT Ha onnary,
- AKT cgadun-npmema,;
- Ctatuctuka no paborawm;
- PeecTp BbINO/MHEHHbIX pPaboT;
- Onnara Tpyaa,
- Onepauun nNo Hapagam;
- CBoZlHas No onepauuam.

BbIO6Op oTyeTa — BbIGOP HEO6XOAMMOrO OT4YEeTa U €ro napameTpos.
© Neuatb — neyataet ChOpMMPOBAHHbIA OTYET.

%/ CoxpaHuTb B thaiin n oTKpbITb B Excel — BbiGpaHHbIii 0THEeT
COXpaHSEeTCH B TEKCTOBbIN dpaiin ¢ pasgenurensamm tTabynaumm c
pacwupeHnem xls, notom oTkpbiBaeTcs, ecnn ycraHossieH Microsoft
Excel, To paintn 6yaeT OTKPbIT B HEM.

OTnpaBuUTb OTUYET MO NOYTE — OTNPaBNAET CreHEPUPOBAaHHbI
oT4éT B PDF-thopmate Ha nouTy 3akasz4vmka, AOCTYMNHO A/19 OTYETOB
CuéT Ha onniaty n PeecTp BbINO/IHEHHbLIX PabOT.

MyHKTbl KOHTEKCTHOE MEHI0 Ha Tabnmua oTyeTa.

- MIHdhopmauus no Hapsay (Tak e AOCTYMNEH Mo ABOMHOMY K/NKY
Nno CTPOKe).

- MIHdhopmauusa 06 onnate Hapsaaa.



- CoxpaHnTb B doaiin 1 oTKPbITb.

dopwma 'dopmuposaHue omyema’

Ana hopmMmpoBaHMa BbIGPAHHOTO OTUYETA A0CTYMHbI CNeayowme
YC/OBUS:

- Hapsagbl — no 3akpbITbiM (N0 AaTe 3aKpbITUA), NO HE3AKPbITLIM
AN No co3gaHunto (No garte cosgaHuns);

- Mepuog c ... no ... — GO NO Aaram 3akpbITUs, Mb0o No garam
cO34aHnNA Hapsa0B, B 3aBUCUMOCTU OT YC/10BUS BbILLE;

- 3aKasuuk;

- Bpay,

- [TauneHT;

- TexHuK,;

- Onnata — cnoco6 onnarbl HAJ/IMYHLIMU UK N0 Ge3Hany;

- HeonnayeHHble — OCTaBUTb TOJIbLKO HEOMavYeHHble Hapsabl.

CdopmupoBatb — OpMUPYET BbIOPaHHbIA OTYET.

= OnucaHue omyemos =

e banaHc

PacueT no Kaxxgomy Hapsgy CyMM: CKOJ/IbKO HauuC/eHo, noTpadeHo
Ha marepuasibl, 3aprnaary TeXHUKam 1 npuobifb C Hapaaa, Tak Xxe
nokasaH NpoLeHT 3apnsiartbl 1 NPUOLIIN OT CYMMbl HAUNCNEHUA.

* Hapaabl

KOoHTpOnb onnatbl No Kaxkaomy Hapsaay. PopMmupoBaHme BO3MOXHO
KakK Mo 3aKpbIT, Tak 1 MO He3aKpbITbIM Hapsaaam, C BO3MOXHOCTbHO
pasgesieHns No onsiavYeHHbIM NN Heonsla4yeHHbIM Hapsagam.

e Onnara pa6oTt
KOHTpO/b onnaTbl N0 Kaxaomy 3akaszuuky (B py6.): CKOMbKO
HAYMC/IEHO NO 3aKPbITbIM HapsiAaM, BHECEHO AEHer 3a yKa3aHHbIN



nepuoa, 3af0/HKEHHOCTb 3a BECb Nepuof, No 3aKpbITbIM Hapsa4am U
o6ulas 3a40/MKEHHOCTb, BK/KOYasA He3akpbITble Hapsaabl. CoaepXxuT
CcTON6UbI:

- 3aKasuuk;

[Monsa co 3Ha4YeHnAMN 3a Bbl6paHHbIU Mepuoo.

- HaumcneHo — HauncneHHasi cymma no 3akpbiTbIM HapsAaM;

- BHECEHO — cyMMa BHECEHHbIX NnaTexei;
Mons co 3HauYeHusIMKN 6e3 yuéma rnepuooda:

- fonr (3akp) — 3a40/MKEHHOCTb 3aKasudmka Mo 3akpbITbiM HapA4am
(cymma paboT no 3akpbITbiM HapsAam MUHYC BHECEHHbIE
nnarexm);

- Oonr (O6L) — 06w ooNTr 3aKaszumka No BCEM Hapsiaam,
BK/IHOUAs HE3aKPbITble HApsabl (CymMa paboT no BCeM Hapsigam
MWUHYC BHECEHHbIE NNaTexmu).

dunbTp Onlama aencTByeT TOMbKO Ha cTonbel, BHeceHo, T.e.
pasfenaeT nnaTtexu nosyvyeHHble HasTMYHbIMU U 6€3HaTOM.

e CYéT Ha onnartry

[MeyaTb CYET Ha onnarty Ha rpynny Hapsa4oB 4J/15 BbIOpaHHOro
3aKasumka. To/IbKO Mo HeonslavyeHHbIM Hapsigam. HacTpoiika
3HayYeHwnt nosnen hopmbl NevaTn OCYLLECTB/ISIETCA Yepes pasner
HacTpoiku.

* AKT caauun-npuema
[MeyaTb aKkTa cgadn-npruema cpasy Ha rpynny Hapsagos rno
BblIGpaHHOMY 3aKa34uKy.

e CTaTuCcTUKa No padéoram
CyMMapHbIini 06beM paboT, BbINOSTHEHHbLIX 1abopaTtopueil.

* PeecTp BbINO/IHEHHbIX padoT

CnnCOoK BbIMNO/HEHHbIX PA60T NO KaXXaoMy Hapsaay, MO0 3aKpbITbIM
3a yKasaHHbI nepuog, MMb0o He3akpbITbIM, C pa3gesieHnemM no
naaHupyemomy cnocoby onnarbl 1 yKazaHMeM 3a[,0/KEHHOCTMU.



MnaHnpyemsbiii cnocob onnatkl y Hapsiaa 3agaeTtca B MIHdhopmauus
00 onnate Hapgaa.

dopmar cTpokn B Tabnuue: 3akasuuk [[ara co3gaHmna ~ Nata
3aKpbITusA, n: MaymeHT, B: Bpau]

[Meyamb pekBU3UMOB — BK/IOYAET rneyaTb 6/10Ka C pekBu3nTamu.

3apnsiamHbie om4yémai « Onnara Tpyga
CBOAHbI OTYET, cymma (B py6.), HAYUMCNIEHHAA KaXXA0oMy TEXHUKY 3a
BbIMOJ/IHEHHbIE Onepayuu.

* Onepauuu No Hapagam

[leTannsaunsa BbINOSIHEHHbIX Onepaunin Ans BbIopaHHOTO TEXHMKA
Mo KaxxaoMy Hapsay.

B neuatHon dpopme ctonbeu Jamsl (0/3) coaepXuT aaty
(0)oTKpbITUA 1 (3)3aKPbITUA HapAAa.

1o BbINO/IHEHUIO — B JAHHOM peXunme OTYETbI (POpPMUPYOTCA MO
flatam BbINOSIHEHNA onepaunii, JaHHaa gara npocTtas/isieTca Moo
B TOT MOMEHT KOrga TeXHUK B MOOU/TbHOM NPUI0XKEHUN OTMEYaer,
4TO onepauums UM BbINOSIHEHA, /IN60 B camon nporpamme 3T/1 Tak
)Xe MOXHO OTMETUTb, YTO onepaums BbinosiHeHa. Ecnv Hapapg,
3aKpbIT, a onepayus He 6blsia OTMeYeHa Kak BbINoSIHEHHasA, TO
[aTol BbINOSIHEHUA onepalymu cuMTaeTcs Aarta 3akpbiTua Hapsaga.

« CBOgHas Mo onepauusim

KonmuecTBo onepauuii, Ha3HauYeHHbIX Kakaomy TexHuky. Ctonbéel,
Hepacnped. nokasbiBaeT HepacnpeaenéHHble No TEXHUKaM
onepauuu.



Cn PaBOYHUKUA Top Previous Next

Pasnen CnpaBOYHUKM COZEPXUT BCE OCHOBHbIE CMPaBOYHMKN
ncrnonb3yemble B NporpaMme.
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Bknagka PaboTbl cOaepXUT nepeyeHb BHECEHHbIX B 6a3y paboT u
NX CTOMMOCTU 3a eQuHNLY.

PaboTbl — 3TO YCNyrn, KOTOpble onJiadnBaeT 3aKkasunk, U3 HUX
COCTaB/IAETCA HapAL U NPeaocTaBIAeTCa 3aKasuynKy.

Cnucok PaboT — 3To thakTuyeckn npanc-ancT nabopaTtopumn.

- ANsi pa3HbIX 3aKa34uMKOB MMEETCS BO3MOXHOCTb 3aaHNS
NHAMBUAYaAsbHbIX LIEH Ha paboThbl.

- [lonyckaeTca BBO4 ompuyame/ibHol (CO 3HaKOM MUHYC '-')
CTOMMOCTU 3a eAnHULYy paboThl.

- [lonyckaeTcs BBOJ, LiEHbI C TOYHOCTbIO 00 KOMEEK.

= Ba3osbll npatic =
B HeM yKa3bIBaKTCS LiEHbI, KOTOPblE AEACTBYIOT MO YMO/TYAHUIO ANS
BCEX 3aKa34MKOB.

MHguBnayanbHble LEeHbl

[Ana ykazaHua nHaMBuAyasibHOW LUEeHbI BbIGEpUTE B CNUCKE cnesBa
3aka34yvka, NOTOM CTPOUKY C Heobxoaumoin PaboTon n HaxmuTe
VameHums, B okHe Paboma (V13ameHeHue) BKNUNTe rasky
VIHOuBudya/ibHast UeHa, fnanee ykaxmTte CTOMMOCTb paboThl 3a

enHnLLY.

[o6aBuUTbL — f06aBNeHne HOBOW pPaboThl.
N3mMeHNTb — n3MeHeHne onncaHus padoThbl.
Ypanutb — yganeHne BblopaHHOM paboTsbl.

CoxpaHuUTb — COXpaHeHne crnpaBoYyHMKa paboT B thann ans
nepeHoca B gpyryto nporpammy 3T/1 unun otTkpbITnA B Excel, MoxeT
MCNoNb30BaTbCA A1 POPMUPOBaHNA Nparc-1McTa naboparopum.
PekomeHaaumu no Bblbopy Tnna daiina:;
(*.txt) — 4na nepeHoca cnucka paboT B Apyryto nporpammy 3T/,
oTKpoeTcAa B bnokHoTte, (*.XxIS) — ana oTkpbITMA B Excel.



3arpy3nTtb — MHCTPYMEHT A5 3arpy3kn cnmcka pabot u3 thaina.
[aHHbIN NHCTPYMEHT NO3BOJISIET NPOU3BECTU NEPBUYHYIO 3arpy3Ky
crpaBo4YHMKa paboT, Hanpumep, ecnuv CNUCOoK YXXe ecTb B paiine
Excel. HCcTpyKLMA.

KOHTEKCTHOE MeHI0 Ha Tabnuue cnncka paboT CoaepXuT:
CoxpaHumsb 8 ¢hali/1 — COXpaHeHne cripaBovyHMKa paboT B thaiin,

CopTupoBka pador

[na Toro 4TO6LI PAcnosIoXKnTbL PabdoThbl B 601ee yaoOHOM nopsake,
peKkoMeHAyeTCsa UCNob30BaTh UM PbI B Ha4Yasie Ha3BaHWin paboT. A
ANA BU3yaslbHOIO BblAe/IeHNA rpynn — UCMosib30BaTh paboTthbl 6e3
yKasaHus LieHbl 1 3ar1aBHbIMN GyKBamMu.

MNpumep:

01. MOAEJ/IN N NMPOYEE

01.01. Mogenb (3 knacc) 150 py6
01.02. MacTtep moaersnb (4 knacc) 400 py6
01.03. PasbopHasa moaersb 450 py6

02. METAJTTOKEPAMUKA

02.01 KopoHka M/K ognHo4YHas 3000 py6
02.02 KopoHka M/K B MOCTOBMAHOM 2800 py6
nporese

YctapesBlive padoTbl

Ecnn pa6ota 60nbLUe He BbINOMHAETCS naboparopueit, To ee
MOXHO y6paTb 13 Cnucka npu coctasB/ieHNN Hapsa0B, 415 3TOro, B
pexumMe n3meHeHua paboTbl, NocTaBbTe rasiky Ycmapesuwas.

Onepayuu sxoodsiwjue 8 pabomy rno ymosidaHuro s Kaxaoi
paboTbl €CTb BO3MOXHOCTb 3a7aTh NepeyeHb onepawuuii, Kotopblie
6yayT NOACTaBNSATLCS B HAPSA N0 yMONYaHuio. B Hapsae, nocne



COCTaB/IEHMSA cnucka paboT, CNMCoK onepaunia, npu
HeobX0ANMOCTU, MOXET ObITb U3MEHEH.

Ecnn gna onepaunn He TpebyeTca yMHOXaTb Ha KOJIMYeCTBO paoboT,
TO Y Heé yKasbiBaeTca konm4vecTso 0.

N3MeHNTb — N3MeHeHMe cnmcka onepauunii CocTaBNALWMX padoTy.
CopTnpoB — BK/IIOYEHNE PYUHO COPTMPOBKKU onepawuii, cama
COPTUPOBKA OCYLLLECTB/IAETCHA METOAOM NepeTacknBaHus CTPOK
BBEPX / BHU3.



3arpyska cnucka paoéot Top Previous Next

[aHHbIA MHCTPYMEHT MO3BOJISIET NPOU3BECTU NEPBUYHYIO 3arpy3ky
crpaBOYHMKa paboT, Hanpumep, ecsin CNUCOoK YXXe ecTb B haiine
Excel nn6o ansa nepeHoca crnmcka padoTt u3 apyroi 6asbl
nporpamMmmsl MO 3T/1.

3arpyska us dravina Microsoft Excel nnu LibreOffice Calc

1. B Microsoft Excel nnu LibreOffice Calc cpopmupyiite cnmcok

paboT, CTPYKTYpa A0/MKHA ObITb CeAyoLE: » 1-aa KONOHKa —

CMNCOK pabor,

* 2-ad KONIOHKa — LeHa (gonycTnmMa TOYHOCTb [0 KOMeek).

2. CoxpaHute Tabnuuy, Bbibepute B MeHi0 "CoxpaHnTb Kak ...", B

cneaywoulem popmarte haina, » ana Microsoft Excel — TekcT

FOHuKoA (*.txt),

» ansa LibreOffice Calc — Tekct CSV (*.csv), nanee ykaxure,
Koguposka: FOHukog (UTF-16), Pasgenutens nonen: {Tabynauusa}.

3. 3arpysuTte nosy4yeHHbI aiisn.

MepeHoc cnucka padoTt n3 gpyron nporpammsol MO 3T/1

1. B gpyroit MO 3T/1 coxpaHute cnucok pabot B paiin (.txt), BO
BKNnagke Pabomsl, kHonka CoxpaHume.
2. B atoin MO 3T/1 3arpy3nTe nosy4eHHbIn doaisn.

KHONKu:

3aepy3ums hals — 3arpy3ka aitsia co CnMckom paoor.
Lobasumsb Bbl6paHHbIE — OGaBNEHNE CTPOK, OTMEUEHHbIX FrasIko,
B CrpaBO4YHUK paboT.

Ha3HaueHue cTONGLOB:

®r1ae B8bI6paHHOU cmpoku — AaHHAsA CTpoKa byaeT aobasreHa C
CnpaBoYHMK paboT.

Paboma — Ha3BaHue paboThl.

LjeHa — ueHa n3 haina, TekcToBas CTPOKa.

LleHa — ueHa, npeo6pasoBaHHadA B YMC/10, B BbIOpaHHOW Bamu
BaslloTe, B HacTpoiikax.



Cmapas —

* C/11 Ha3BaHuMe paboTbl coBnaso, To byaAeT yka3aHo cTapoe
3Ha4YeHMe LeHbl 1 3TO NO3BO/INT OOHOBUTDL LIEHBI; * €C/M COBNasIN U
Ha3BaHue paboTbl U LieHa, TO ByAeT HanMcaHo CNoBo "dyb/iukam”,
a donar Bblbopa CTPOKM OyAeT HeaKTUBEH.



OnepaLl,I/II/I Top Previous Next

Bknagka Onepauyum cCoepXuT nepedeHb onepauunin 3aBejeHHbIX B
nporpammy, KOTOpble MOTYT BbINO/HATL TEXHUKK. B cnucke
onepauun pacnosioXeHbl No rpynnam.

Kaxgaa onepauunsa cogepXxuT cnenyroLyo nHopmMaLnio:
- Onnata no 3-M Kateropusam.

- W13 Kakux maTepuasioB COCTOUT onepauust 1 UX pacxof Ha ogHy
eVH1LY onepawun.

[ANns yero Hy)XXHbl KaTeropun

KaTeropum no3BonisitloT Ha3HauYnNTh 3 pa3HbIX CYMMbI OMNiaTbl HA OAHY
onepaunio, Takum o6pasom TEXHUKAM MOXHO OnsiavmBaTb pasHyto
CYMMY 3a OflHY U Ty Xe onepawuo, Hanpumep, A5 TEXHUKOB 1
kaTeropumn - 100 py6, 2 kar. - 80 py6, 3 kart. - 60 py6.

Ecnv ans Kakoin-To onepaumm KomyecTBa KaTeropuii He xsataet
(Hanpumep, ee MOryT aenatb 4 TEXHMKA U Yy KaX/0ro CBosl onnara),
TO NPOCTO f06GaBNsSIeTCA HOBas onepauus ¢ ykasaHuem Apyrux
CyMM Onnatbl Afs Kateropuii. Takum obpasom, 2 onepauun yxe
NO3BONAT PACLLUMPUTL KOMTMYECTBO KaTeropuii Ao 6.

AencTBua ¢ onepaynsamu:
Jobasumb — nob6aBfeHne HOBOW onepawum Uu rpynnol
onepauui.
VI3aMeHuUmsb — n3aMeHeHne nHgopmaumm 06 onepawmv N rpynne
onepauui.
Yoanums — YaaneHue BblbpaHHOW onepauun uiv rpynnol
onepauui.

KOHTEKCTHOE MEeHI0 Ha CNUCKe onepauunii CoaepPXunT:
CoxpaHumsb 8 ¢hali/1 (Mo/ibKO ornepayuu) — CoxpaHeHune crnmcka
onepaunin B dpaiin n oTKpbITUE ero B Excel.
CoxpaHums 8 ¢halisl (onepayuu + HoOpMbI pacxooa) — CoOXpaHeHne
B (paiis1 cnnucka onepaunini c HopMamu pacxoga marepuasios U
OTKpbITME haiina B Excel.



CoxpaHumsb 8 ¢halin1 (onepayuu + orjiama) — coxpaHeHue B dpainn
crvcka ornepauui ¢ pasmepom onsiartbl Mo 3-m KaTeropusm u
OTKpbITME haina B Excel.

Yoasiume — YaaneHue BblbpaHHOW onepawuum Nnu rpynnbl

onepauui.

AeicTBUA C maTepuasiamu B cocTaBe onepauun:
Jobasumbs — no6aBneHne marepuana B COCTaB onepaunu.
VisMeHumb — U3MeHeHne Martepuasia B CoCTaBe onepalnu.
Yb6pamb — YaaneHue matepuasia u3 coctasa ornepaumu.



TexXHUuKu Top Previous Next

Pazfnen TeXHUKU CoaepXnT TabnmLy KaTeropuii, No KOTopbIM
TEXHWKN BbINOSHAIOT onepayuu.

3/ecb Xe pacnonioXeHbl yHKUMN 06ABNEHNS HOBbIX COTPYAHUKOB
N BblbOpa TEXHWNKOB.

BBog HOMepa kamea20opuu OCYLECTBIAETCA NPAMO B AYENKN
Tabnuue, gonyctnmbl 1, 2 n 3 kateropuu, 1-a kateropmsa cuntaeTcs
Bbiclwei. Knaesuwun 0 n Del ygansioT 3Ha4YeHne KaTeropum.

OTCyTCTBUME KATeropum y TexHuKa npeanosnaraeT, YTo TEXHUK He
AenaeT JaHHyo onepauuio.

VIHcmpymeHmebI:
[Ao6GaBneHne COTPYAHUKOB — 3arnyckaeT MoAy s ynpasieHns
’ cotpygHukamu (ZTLEmploy.exe), yepe3 KOTopblii MOXHO
[006aBNATb Kak HOBbIX TEXHUKOB, TaK U COTPYAHUKOB, KOTOPbIE
6yayT Nosb30BaTbCA MPOrpamMmmMon.

BbIOOp TEXHUKOB — NO3BO/IAET U3 06LLEro cnucka
, | COTPYAHMKOB BblObpaTb TeX, KoTopble ByayT cuntTarTbCa
“ TexHukamu, padortatowmm B 3T/1. KOiM4eCcTBO TEXHMKOB
orpaHu4yMBaEeTCs YMCIOM INLEH3UI.

Kak 006asumb HOB020 COMPYOHUKA U/IU MEXHUKA.

K coTpyaHMKam OTHOCSTCS BCE TEXHUKM N Te, KTO ByaeT paboTarth C
nporpammoi. C nporpammMmoin MOXeT paboTaTb HeorpaHn4yeHHoe
4YMCNO COTPYAHMKOB.

1. B Havasie coTpygHuKa / TEXHUKA HY>XXHO 006aBUTb, HaXKMMaeT
KHOMKy ZJo6assieHue compyoOHUKOB, OTKPOETCH MOAY/b
yrnpaBfeHnsa coTpygHUKamu.

[B CeTeBoin Bepcun BXOA, B MOAY/b OCYLLECTB/IAETCA TOMIbKO NOA,
nornHom SYSDBA.]

PYyHKUMN MoAyns:



- flobasumsb / VIameHUmMb — fo6aBfieHne HOBOro COTPYAHUKA U
N3MEHeHne nHhopmMaunm o HeMm.

- CTaTyC YB0/1eH — UCK/TIOYaET TEXHMKA U3 AafibHeliLIero yyeTta B
nporpamMmme.

- 3a0amb Naposib — BKNKOYAET COTPYAHUKY BO3MOXHOCTb paboTaTb
C NPOrpamMmoii, To/IbKO COTPYAHMKN UMELOLLME NIOTUH 1 Naposb
MOrYT NOY4YnTb AOCTYN K Nporpamme.

Ecnn Heo6xoaumMo 3anycTuTb MOAY/Tb MUHYS NpOrpaMmmy,
Hanpumep, ecsim Bbl Mo OWnbKe yBONIM caMn cebs, TO OH
pacnosioxeH C:\Averon\ZTLO\ZTLEmploy.exe

2. Ytobbl yKasartb, KTO U3 COTPYAHUKOB OyAeT CUMTaTbCA TEXHUKOM,
HaXXMUTE KHOMKY BbI6OP MexXHUKOB, B OTKPbIBLLEMCS OKHE, B
NIeBOM CMNUCKe BblGUpaem TEXHUKOB, KNMKasi 1€BON KHOMKOW MbILLN
no oammnusam, Mol ING0O BblbMpaem (CMHAA CTpoUka), IMbo
CHUMaeM Bbl6op (benasi cTpoyka). B npaBom cnvcke oTobpaxaroTcs
dhamnnnm yxxe BblbpaHHbIX TEXHMKOB.



3aKkas3uunukum Top Previous Next

Pa3gen 3akasumkn, coaepXuT nepevyeHb 3aKka3vMkoB 3aBe[eHHbIX B
6aay.

KapTouka 3aka3vnka cogepXuT cnepytouine nonsa:
- 3aKa3yuk — HamMmeHoBaHKe 3aKa3uduKa.

- KOHmakmmHble oaHHble / KoMMmeHmapul — KOHTaKTHble AaHHble
3akas4yvka 6o nbasa gonosHUTeNNbLHaA MHGopmMaums o
3aKasuuke.

- VIHbopmayusi 0719 docmasKku — OU3NYECKNA aapec U KOHTaKTHbIE
[aHHble 3aKa3uunka, HeobxoanMble AN Kypbepa, CyXobl
[OCTaBKK, aTa nHhopmMmauma nevyaraeTcs Ha /IMCTe AOCTaBKW.

- E-mail — aneKTPOoHHbIA agpec A/1si OTnpaBkn cYETOB. Ecnn
Heobxo4UMO yKa3aTb HECKOJIbKO, TO afpeca NuLLyTCAa Yepes
3angartyto.

- % — HAMBMAYasIbHbI NPOLEHT HaA6aBKM U CKUAKMN.
[MoacTtaBnaeTca B Hapsa npu Bbibope 3akasyunka. Hagbaska
yKa3bIBaeTCA Kak NofoX1TeNbHOE YNC/0, CKNAKa Kak
oTpuuaTesnibHoe (-X) uncno.

Nonsa gna cyéTta Ha onnary:
- MHH — NHH 3aka3uuka (41cnio 13 10 unmn 12 3HakoB)

- KT — yncno n3 9 3Hakos.
- FOpuodu4yeckul adpec — nHaekc, obnacTtb, ropoA, yamua un T.A4.
- OCcHOBaHuUe — HoOMep [0roBopa.

- Ycmapeswul — Npu3Hak, NokasbIBalLWNA, YTO AaHHbIN 3aKa3vnk
y>X€ He UCMOJIb3yeTcs, NO3TOMY He OTOOpaXkaeTcs B
6O0/IbLUNHCTBE CIMUCKOB.

[ob6aBuTb — f06aBEHNE HOBOIO 3aKasyuKa.
MN3MeHUTb — U3MEHEHME NHopMaLK O 3aKa34uKe.
Ypanutb — yaaneHne BblIOpaHHOro 3akasynka.



NMomeTuTb ycTapeBLMX — AaHHas DYHKLUMA NO3BONSET
aBTOMaTU4Yeckn NOMETUTb KaK YCTapeBLLMX BCEX 3aKa3uMKOB, HA
KOTOpPbIX 3@ NOCNEeAHWIA roa, He 6bI10 CO3/1aHO HM OAHOIO Hapsaa.



Bpal-II/I Top Previous Next
Bknagka Bpauun, cogepXxmnt nepedeHb Bpavein 3aBeeHHbIX B 6a3y.

[ob6aBuTb — 06aB/1IeHe HOBOro Bpaya.
N3mMeHUTb — M3MeHeHne nHgopmMaLum o Bpave.
Ypanutb — yaaneHne BbIopaHHOro Bpava.



MaTtepuansbli Top Previous Next

Bknagka MaTtepuasnbl COAEpXUT CNPaBOYHUK MaTepuasioB
3aBefileHHbIX B 6aay.

Mamepuas — 310 TO, C YeM paboTaeT TEXHMK, YTO UCMNOSb3YETCH B
onepauymsx, 6e3 npMBA3KM K NPOM3BOAUTENIO0, TOProBOi Mapke,
LBETY, €C/IN 3TO HE UMEET 3HaYEHUS.

Mpumepbl MaTepranos: Bock MOAeNMpPoBOYHbIN, Cyneprunc 3k,
Cyneprunc 4kn, Cyneprunc apTukynsumoHHslin, Cnnas NiCr nopg,
MK, CnnaB CoCr nog MK, Cnnas "Hepxaeiika", CAA/CAM
-Kpacutenu, ®pesa a/obpabd unpkoHns CAD/CAM, 3arotoBka
Ceramill/AmannGirrbach.

Ha kaxabii marepuan MOXHO YCTaHOBUTb JIMMUT, T.€.
MUHUMasIbHOE 3Ha4YeHune Nnpu KOTOPOM HeobXoAMMOo 3a4yMaTbCs O
3aKkynke 3Toro marepuasna. Ecnm KonmyecTeo Mmarepmnana ctaHeT
MEeHbLLIE IMMUTA, TO Ha BKagke ‘Cknaa-Hanuyue' siuerika c
KO/IM4yecTBOM OyaeT noacseyeHa KpacHbIM.

[ob6aBnTb — 106aBNSAET HOBbIN MaTepuan.
N3mMeHNTb — N3MEeHEHNEe onnucaHus matepunana.
Ypanutb — yaaneHue BbiIbpaHHOro marepuana.

KOHTEKCTHOE MEHI0 Ha CMMCKe MaTepuasioB COLEPXKNT:
CoxpaHums 8 ¢hali/l — coxpaHeHue Tabnuubl B TabynmpoBaHHbIN
TEKCTOBbIN (paiin.



HaCTpOVI KN Top Previous Next

Pasgen HacTtpoiiku. B nporpamme nMMeeTcs BO3MOXHOCTb
pasrpaHnunTbL NpaBa AOCTyna v ynpasnieHus onsa Kaxkaoro
COTPYAHMKA, KOTOPbIN C Hel byaeT paboTaeT. VI caenarb HEKOTOpbIE
0o6LMe HaCTPOWNKN NporpamMmb.

= lpasa docmyna =

MepeyeHb HACTpPoOEK npas:

- HacTpoliku (2) — OTKpbIBaeT AOCTYN K 3TOMY pasfeny;

- Hapsapn. CospgaHue (5) — co3gaHne Hapsaaa;

- Hapsapg. 1ameHeHue (10) — nsmeHeHne Hapaaa;

- Hapsag. Pa6otbl (8) — n3ameHeHne nepeyvHs paboT B HapAae;

- Hapsg. Onepauun (6) — U3MEHeHNe NepeyHs onepauunii B
Hapsae;

- Crtartyc onepauuii (24) — ynpaB/neHue ctatycom onepauui B
Hapsge: B3sTMe B paboTy, 3aBepLUeHne BbINOSTHEHUS;

- Hapsag. 3akpbitue (7) — 3akpbiTue Hapsaaa;

- [otoB. OTnpasneH (21) — ynpasneHne donaramu: MoTos,
OTnpaBneH;

- Mnatexn (12) — gocTtyn B pasgen Nnarexu n ynpasneHne Nmu;
- Cknag (4) — BeieHne cKIafcKoro yyera;
+ Otyertbl (9) — goctyn K pasaeny OTYeThl;

- CnpaBoyHukn POMT (3) — ynpasneHue crpaBoyYHUKaMMU:
PaboTbl, Onepauyuu, MaTtepuasibl, TEXHUKN;

- CnpaBoyHukM 3B (20) — ynpaBneHue crnpaBo4YHUKaMMU:
3akasuukun, Bpauu,

- YnaneHue (13) — yganeHne HapsiaoB, NnaTexei; Bo3Bpar AeHer
N3 HapAna B nfarex; oTkar Hapsa0B; UBMEHEHNE
N3pacxofoBaHHbIX MPUXOAHbIX HAKNaAHbIX HA MaTepuarsibl.



Kak usmeHsTb npasa.

BblibepuTte HeobXxoaMMYy0 HACTOWMKY npas.. [locepeanHe OkHa
OTOOpaXaeTcs CNUCOK BCEX COTPYAHUKOB. [N TOro Ytobbl AaHHbIE
npasa CTa/In AOCTYIHbI, K/IMKHUTE MO paMuinm coTpyaHuka, oHa
[10/XXHa CTaTb NOACBEYEHHOM CMHMM DOHOM. Ecnin elle pas
KNWKHYTb, TO NpaBa CHAMYTCS, a haMmununsa nepecTtaHeT ObITb
nogceseveHHoi. CrnpasBa OT 06LWEero cnncka CoTPyAHNKOB, CMNCOK
TeX, KTO yXe BblopaH. [IBOMHOM K/IMK MO CANCKY BblOPaHHbIX
ybupaeT CoTpyAHuKa, CHUMAET C HEro npaso.

[Mocne BHeECEHNSA U3MEHEHWIA MO BbIOPAHHOM HACTPOWKe,
06s13aTe/IbHO HaXXMUTE KHOMKY COXPaHUTb, MHa4Ye U3MEHEHUS He
COXPaHATbLCA.

Mo npaBam — pexuMm, Korga BbloupaeM onpeaenieHHoe npaso W
BK/IKOYAEM €ro cpasy Y rpynmbl COTPYAHUKOB.

Mo coTpyAHMKaM — PeXnM, Koraa BbI6Mpaem CoTpyaHNKa U1
Ha3HauyaeM emMy cpasy Bce HeobxoAumble npasa.

COTpPYAHUKN C NOTUHOM.

10 ymMOM4aHMIO B CNUCKe COTPYAHMKOB OTOOGpaXatoTCs TO/IbKO Te, Y
KOro ecTb AOCTYnN B Nporpammy, T.e. y Koro 3agan /ioruH. ng
NoslydeHunst NOSIHOro Crnmcka COTPYAHNKOB, CHUMUTE aHHY0
rasiouky.

= O6wue HacmpolKu =

Oo6wue HacCTPoOKu nporpammbi (16).
Ba3oBble HACTpoOWKK, onpeaensowme ooy paboTy nporpaMmmel.
- EOQUHasi Hymepayusi Hapsi0os8 — HyMepauunsa Hapaaos oyaer
obulasi, eguHas ans BCex 3akasunkoB. pun BbIK/THOUEHHOMN
HacTponke (N0 YyMONYaHUIO) HyMepaLuus HapsiioB Mo Kaxaomy
3aKasunky CBOSl.

- Bpems coaqyu pabom — Bpems, ycTaHaB/MBaeMoe Mo
YMOJ/I4aHUMIO NPY CO34aHMN HOBOTO Hapsda B none Aata caaun |
NnpUMepKu.

- Basiroma — no3BoNSIET BblOpaTh, Kakas AeHexHas eanHuLa



6yeT Ucnonb3oBaTbCs B Mporpamme.

- Ha3saHue 6a3bi — Ha3BaHWe 6a3bl, EC/IN OHO YKa3aHo,
0TOBpaXaeTcsi B 3aro/ioBKE NporpamMmbi.

HacTpoiikn nitepdeica (15).
O6Lne HacTpoiikK, BNAIOLWME HA BHELLHWNA BUA NporpaMmbl Yy BCEX
Nnosib3oBaresiei, T.e. He ABMATCA UHANBULYa/IbHBIMMU.

- Omo6paxeHue cymm 8 Hapside y Onepayuti — npu
NPOCMOTpPE Hapsa No3BOJISET BKIIOYUTL OTOOpPaXXeHNEe CYMM U
CTpOKy /Toro B crnmcke BblopaHHbIx Onepauuil.

3arpysuTb JIMLEH3NOHHbIW K/TH0u.
Mo3BONSIET 3arpy3uTb HOBbI MULEH3MOHHBIN K/1OY NPU CMeHe
NMUeH3naTa Unmn yBennyeHnm KonmyecTaa NINLEH3NIA.

HacTtpoiikn noutoBoro SMTP cepsepa (30).

[laHHble HaCTPOIKM HEOOXOAMMbI ANA OTNPAaBKU CHETOB U/
OTYETOB B 3/IEKTPOHHOM BUE Ha NOYTY 3aKa3unKOB.

Mone /loauH AOMKHO coaepXxartb NOsHbIA e-mail agpec, T.K. Takke
MCNONb3YETCA U Kak afpec OTrnpaBuUTens.

Mona Cepsep, NMopm n SSL MOXHO NOCMOTPETb B HACTPOMKaX
BalLen NoYThl As1s npotokona SMTP.

BOT HACTpONKN HEKOTOPLIX NOYTOBLIX CEPBEPOB C CChl/IKAMU Ha
NHCTPYKLNK:

Mail.ru — cepep: smtp.mail.ru, SSL: BKIOYEH.

Pambnep — cepBep: smtp.rambler.ru, SSL: BKNOYEH.

= lNeyampb =
BknounTtb neyaTtb peKkBU3UTOB B Hapsaae (19).
BknoveHne neyatn 6n10Kka ¢ peksusntamn B Hapsge v B OT4éTe
"PeecTp BbINOMIHEHHbLIX paboT".

Meuatb norotuna (19).


https://help.mail.ru/mail/mailer/popsmtp
https://yandex.ru/support/mail/mail-clients/others.html#smtpsetting
https://mail.rambler.ru/settings/mailapps

BkiroueHue neyatn norotuna B Hapsage, AKTe N HEKOTOPbIX
OTYETax.

PekBusuTtbl (18).
3HayeHusa nonen Ana neyatu Warnku ¢ pekBM3MTaMmn U cHéTa Ha

onnaty Hapsiga.
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B 3TOM pa3gene MOXHO NOCMOTPETb MMA TEKYLLIEro KOMNboTepa n
ero IP-agpec.

MapameTpbl NOAKIOUEHUA 419 MOOGUILHOIO NPUNoXeHus (25).
CopepXut napameTpbl, HeobxogMmble ANA NOAKAYEHNS
MOOWJTIbHBIX MPUIOXKEHWI, YTOObI B3aMMO4EenCcTBOBaThb C
nporpammon 3T/1.

Cnncok napamMeTpoB: agpec, NopT, doiar NoALePXKN 3aLMLEeHHOro
coegunHeHnsa no SSL.

[na ynobctea 6bICTPOro 3anosiHeHNsa napaMmeTpoBs B MOOUIbHOM
npunoxeHnn ncnonblyetca QR-Kop.

YnpaBneHne cepBepom NpPUNOXXeHUM.

[aHHbIN noagpasnen No3BosSIET yNpaBiAaTb CEPBEPOM MOOUIbHBLIX
NPUOXEHWIA, 3aNyCTUTb €ro, OCTAHOBUTb, NEpPe3anyCcTuTb U
NPOBEPUTb TEKYLLIEE COCTOSIHME.

HacTpoiikn mo6unbHOro npunoxeHus (26).

MOXHO BbliGpaTth 3a Kakoi nepunog TeXHUK byaeT BUAETH B
MOOGWU/TbHOM NPUIOXKEHUN CBOK 3apaboTaHHYy0 CyMMY, BO3MOXHbI
BapuaHTbl: 3a TEKYLWMIA AEeHb UIN 3a TEKYLLNIA MeCSL.

HacTtpoliika nepuogoB HauucneHus 31 (31).
B MOGU/IbHOM NPUMOXEHNN TEXHUK MOXET CMOTPETb OMYem o
csoel 3I1.
OT4YeT hopMmMpyeTCs NO 3aKPbIMbIM 38 TEKYLLNIA pacUETHbIIA
nepuoA Hapsaam.

PacuemHbili nepuod 6yaeT BbIYMCASTLCA aBTOMATMUYECKM MO
napamMeTpam 13 HacTPOWKn. TeXHNUKaM He NpUAEeTCsl BBOAUTL €ro

BPY4HYIO.

na aToro:

1. Bbl6epuTte gaty (U1 HECKO/IbKO AaT), C KOTOPOW HaunHaeTcs
pacyeTHbIn nepuoa,



HadaneHsle 43Tl
1 2 3 4 5 6 7
g 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

Hanpuvep:

- 3N Hauncnsaetca ¢ 1 uncna no 31 4ncsio => BblbMpaem 4Yu1crio
1.
- 3N Hauucnsaetca ¢ 10 yncna no 9 uncno cnepyrollero mecaua
=> BbloMpaem yucsio 10.

- 3 Hauncnsaetca ¢ 10 yncna no 24 ynicno, 3aTem ¢ 25 Jynucna
no 9 unco cneaytoulero mecsua => Bblbupaem aea umicna - 10
n 25.

2. BblbpaHHbIe nepuobl oTobpasaTca B KO/0oHKe "lMepuoap!”.
Y6eantecb, UTO BblOpasnin pacyeTHbIe Nneproabl NPpaBuU/IbHO.
Mepwogkl
c 10 no 24
c 25 no 9

3. HacTpoiika 3aBepLueHa.

Tenepb TEXHUKY HE MNMpnaeTcs Bbl6l/|paTb Aatbl BPY4YHYHO.
TEKyU.I,MIZ nepunoa 6y,c|,eT BbIYMNCNATbLCA aBTOMaTU4eckn. OH Tak Xxe
CMOXET Npo/INCTbiBaTb OTYETLI 3a rnpegbiaywne nepmnobl.

Mepuod: 4 c no
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HauncneHue 3apabGoTHOIA NnaTbl TEXHUKAM.

[Nna nonyyeHnsa otyeta 0 TOM, CKOJIbKO 3apaboTal KaxKabli TEXHUK
Mo KaXJoin onepauuu, a Takke CyMmy Nno BCEM onepauunsm CryxmT
oTyeT '‘Onnata Tpyaa’.

MexaHu3m (npoyedypa) pacdyema 3 c/edyroujud.

1. B kaxxgon onepaumn (Bknagka 'CnpaBoyHuKK' - 'Onepatiun’),
yKasblBaeTcAa eé CTOMMOCTb BbINOJSIHEHMA NO TPEM KaTteropuam: 1, 2,
3. Hanpuwmep, on1s texHukos 1 kateropuu 100 py6, ansa 2 kateropum
90 py6, ana 3 kareropumn 80 pyo.

2. na kaxgoro TexHuka (Bknagka 'CnpaBoyHuKK' - 'TexHukn'), ans
Kak0i onepauunn npocTaBNsaeTcs Kateropus, no KOTOpoi OH ee
BbIMOJTHAET.

3. MNpu co3gaHnn Hapaaa ykasbiBaeTCsl CMMCOK onepaumnia, KoTopble
ObI/I1 BbINO/IHEHbI B HApAAe. YKa3blBaeTCAa UX KOIMYeCTBO U
NCNONHUTENDb (TEXHUK).

4. Korga Bce paboTbl N0 Hapsay BbINO/HEHbI, HAPS, 3aKpbiBaETCS!
(KHOMKa '3aKpbITb HARSA'), B 3TOT MOMEHT NPOUCXOAMT HauMUC/IeHne
3N TEXHUKAM.

5. OT1yeT 'QnaaTa Tpyaa’ NokasblBaeT, CKOMIbKO AO/HKEH NOMYYNTb
KaK[bll TEXHMK 3@ BbIMO/IHEHHbIE UM onepaunn B SAKPbITbIX
Hapsgax 3a BblopaHHblil nepuog (Hanpumep, 3a mecsd). MNMpu atom
Hapsa4 MOXeT ObITb He onlayeH.

6. [lo Tex nop, noka Hapaa HE SAKPbLIT, 3n no HemMYy He
HauncnaeTca n Mmatepuasbl Co cKnaga He CnncbiBatoTCS.

[Ona doopmupoBaHma AeTasIN3MPOBaHHOIO OTYeTa Mo BbIMO/IHEHHbIM
ornepaumnsam Ha Kaxkaoro TexHuka otaesibHo, CNo/b3yeTcs OTYET
'‘Onepatn No Hapgnam'.
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BapuaHm 1. CoxpaHeHue 8 PDF-c¢halin.

B okHe npeasapuTenibHOro NPOCMOTPA NevaT HAXMUTE =
KHOMNKY Save report. lanee ykaxuTe MecTo, Kyaa [ Save report|

coxpaHuTb haiin, n ero HasBaHue. Nocne HaxaTns KHOMKU
CoxpaHumsb, 0OKYMEHT 6yaeT coxpaHeH B PDF-dhaiin.

BapuaHm 2. lMeyamb 8 PDF-¢halin.

[Ansa neyatn B PDF-thainn ncnonb3yeTca NPUHLMN NeyvaTn Kak Ha
BUPTYaJ1bHbIA NPUHTEP, TO/IbKO BMECTO neyaTu, faHHble
coxpaHsitotca B PDF-chaiin. JaHHblii MexaHn3M NpuMeHnm ans
neyaTtu n3 No6o nporpammel, a He Tonbko 13 MO 3T/1.

MoarortoBka

[na atoro noHago6utca nporpamma doPDF, 3arpy3nTtb ee MOXHO C
canta www.dopdf.com. OHa 6ecnnaTHas.

3arpysute 1 yctaHoBuTe 3Ty nporpammy. locne yctaHOBKM B
cuctemMe nosiBUTcs HoBbI NpuHTEp doPDF.

Meuatb | coxpaHeHne aokymeHTa B PDF-chaiin

1. B okHe
npeasapuTesibHOro
NpocmoTpa nevartu
HaKMUTE Ha KHOIMKY | § =
Printer setup: Printer setup
2. B OTKpbIBLUEMCSI OKHE  Pwnter
HaCTpOeEK rneyatun Wran: doPDF v7 W CeoiicTea
BblGEPUTE B CMICKE Cocrosme:  [mar it
Tuan: Fowit Reader POF Print
gpgngOB anHTep M:lm_ Mil:r-:us;'?XEFrS Dl:u:urll'ne?'; Writer
P : '

KommeHTapIA:

3. Haxmnte OK Ana coxpaHeHus HaCTPOEK.


http://www.dopdf.com/ru/

4. lNpounsseante ==

neyaTb, HOXXMUTE T Prnt|

KHOMKY Print:

5. [NosaBuTca gnanoroBoe OKHO, B KOTOPOM YKaxuTte, Kyaa
COXpaHuTb hais U C KakMM Ha3BaHUEM.

Bcé, otueT coxpaHeH B PDF-dhaiin.
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