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KOMMUTA KYPLEP JE™. BBegeHue.

BBeaeHue.

Cucrema KOMUTA KYPBEP JE™ — 3T0 NOMHOE 1M KOMMNJIEKCHOE PELLEHNE opraHu3aumnm
3aLLUMLLEHHOTO 3NIEKTPOHHOIO AOKYMEHTOO60pOTa 1 OCYLLECTBINEHMS NEKTPOHHbIX NraTexen
Ha KopnopaTUBHOM YPOBHE.

Cuctema obecneyvBaer:

*  BbICOKYI0 JOCTOBEPHOCTb U HAAEXHOCTb Y4YeTa, cuctemaTmsaunm, apxXuBMpoBaHus 1
KOHTPOIsI MOTOKOB KOPNopaTUBHOIO AOKyMeHToo6opoTa.

=  ABTOMaTM3aUMIO yNpaBreHnsl 4eNoBbLIMU NpoLEeccamMun B AeNOBO CTPYKTYpe ntoboin
CNOXHOCTW U pa3BETBIEHHOCTMW.

*=  OnepaTuBHbINA, CUCTEMATU3NPOBAHHbIA U KOHTPONMPYEMbIA OOMEH JOKYMEHTaMM Npu
no6ol TeppuTopranbHoO paccpenoToOUYeHHOCTU hmUnmarnoB 1 noapasaeneHuia
opraHusaumm.

*  [IONHOLIEHHYIO peanun3aumto CXembl SNEKTPOHHBIX NaTexXen.

=  Ypob6cTBO (hopMmMpoBaHNA HEOBXOANMMON OTHETHOCTH.

KOMWTA KYPbLEP JE™ — 310 MmacwTabupyemslin, rMbKo HacTpavBaeMbln 1
nnaTtopMeHHO-HEe3aBUCUMbIV NPOAYKT.

KOMWTA KYPbLEP JE™ no3BonsieT cTpouTb NPOM3BOSbHbINA JOKYMEHTOOOOPOT 1
NOSTHOCTbLIO aBTOMATU3MPOBaTb NpoLecchl paboTbl C ANEKTPOHHLIMKU AOKyMeHTamMn. Cuctema
MOXeT ObITb UHTErPUPOBaAHA C KOPNOpaTUBHBLIMU MHPOPMaLMOHHbIMKU cuctemamm (KUC).

KOMWTA KYPbEP JE™ BeaeT nonHoe npoTokonupoBaHue paboTbl C AOKYMEHTaMMU.

KOMWTA KYPbLEP JE™ obGecneunBaeT pa3srpaHu4eHne gocTyna nonb3oBaTensm v
rpynnam nonb3oBaTenen K nankam, JOKyMeHTam 1 onepauusm ¢ JOKyMeHTamu 1 pabotaeT
CO cpeacTBamMu 3awmTbl MHpopMauum, pa3paboTaHHbIMK BeQYLLMMN (PUPMaMN.

Kpome Toro, cuctema BkrtovaeT B cebsl PyHKLMIO MONCKa JOKYMEHTOB MO 3arnpocam
MPOV3BOSILHOW CITOXXHOCTU, UMEET BCTPOEHHbIE BMU3YyarlbHble KOHCTPYKTOPbI (OUINbTPOB U
COPTUPOBOK 1 NpeaycMaTpusaeT NOAKMoYeHe NPOU3BONbHBIX NPoLieayp U CrPaBOYHUKOB.

B kavectBe TpaHcnopTHbIXx nogcnctem KOMUTA KYPBEP JE™ ncnonb3yeT MHOXECTBO
peLweHun, B Tom yncne SMTP/POP3, FTN.

Cuctema nossonset CTPOUTb KakK BHyTpeHHVIVI D,OKyMeHTOO60pOT opraHunsauunm nnun ee
OTAENEeHUs, TaK U BHELLHWN ﬂ,OKyMeHTOO60p0T C ApyrmmMmum opraHmsaumamMmm n yganeHHbIMU
nogpasgeneHnamm 4epea pasrindHble KaHanbl nepegayvn gaHHbIX. BHe,u,peHMe AaHHOro
peLleHnda no3BoJIdeT co3aaThb (byHKU,I/IOHaJ'IbHO 3aBepLUGHHbII7I npouecc, BoO BCEW NOMHoTE
OoTBEeYaloLnn Tpe6OBaHVIﬂM cerogHdwHero gH4.

Cucrtema nonHoOCTbIO peanv3oBaHa Ha Java v.1.4. n pabotaet nog ynpaesneHvem J2SE
v.1.4 vnnn BbILWe.

KOMWTA KYPbLEP JE™ uncnonb3yeT COBpEMEHHbIE TEXHOMOIMU:

= XML (ans obmeHa JOKyMeHTaMu, OnMcaHns CBOMCTB POPMaTOB U BHELLHETO
npeacrtaBneHns JOKYMEHTOB).

= Java Beans (ans noctpoeHnst KOMNOHEHTOB (hOPM AOKYMEHTOB).

=  UML (gns Bu3yanusauumn n 4OKyMEHTUPOBaHUSA npolecca pa3paboTku).
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KOMUTA KYPbEP JE™. TepMuHonorus.

TepMuHonorus.

JoKyMeHT — rpynna gaHHbIX, UMeloLLast CaMOCTOATENbHOE 3HavyeHne. ABnsaeTcs

eavHuLen obpaboTkn B cucteme JOKyMeHToobopoTa.

Onepauus — feiicTBUE, U3MEHSIIOLLEE COAepKMMOe JOKYMEeHTa U (Unn) ero CBoMUcTBa.

OTBeTCTBEHHbLIN NUCNONHUTENb - UCMONHNTENb, BbIMOMHAOLLINIA onpeneneHHyr

nocnenoBaTesibHOCTb onepauvm C AOKYyMeHTaMu. Kaxxgbli OTBETCTBEHHbIN UCNOSTHUTENb

MOXET MMETb UNn He MMETb NpaBa Ha BbINOMHEHWE onpeaeneHHbIX onepauun ¢
onpeaereHHbIMM TMNamMy AOKYMEHTOB B ONpeaeneHHoN narke.
TexHonornsa o6paboTkn AOKYMEHTOB — Habop npasun, onpeaensowmx

nocneanoBaTesibHOCTb BbIMOJTHEHUA onepau,m7| ana KaxXaoro Tuna goKymMmeHTa v
OTBETCTBEHHOIro ucnosiHnuTens.

Manka - xpaHunuile AOKYMEHTOB, MMEILLNX OAUHAKOBOE HasHadeHne unm obnagarowmx

OAMHaKoBbIMM cBOMCcTBaMuU. Hanpumep, nanka "Ha nodnuck" MOXeT cogepxaTtb
AOKYMEHTbI, NOArOTOBMEHHbIE OTBETCTBEHHbIM UCMONTHUTENEM 4515 NOANUCK
pykoBoauTenem, a nanka "OmrnpasieHHbie" MOXeT cogepxaTb AOKYMEHTbI yKe

oTnpaBsreHHble B Apyryto cuctemy. Manku opraHM3oBaHbl B MEPAPXMYECKYIO CTPYKTYPY.
Tun pokymeHTa — obLLee Ha3BaHVEe JOKYMEHTOB, UMEILLNX OOANHAKOBYIO CTPYKTYPY, U

cnocobbl Mx oTobpaxkeHus n obpadoTku (Hanpumep, Tun fokymeHTa — "[lnamexHoe

nopydyeHue" n 1.n.).

CBouctBa gokymMeHTa - Jliobon gokymeHT B cucteme KOMUTA KYPLEP JE™

XapakTepuayeTcsi TpEMS CBOMCTBAMM: COCTOAAHUE, CTaTyC U aTpUGYThI.
= CocTosiHMe oTpaxaeT ¢hakm 6bIrosIHEHUS] onepaLun C 4OKYMEHTOM.
MprMepbl COCTOAAHMIA JOKYMEHTa:!

o "PacriedamaH" — ¢ JOKYMEHTOM BbINOfIHEHa onepauusa "lleyams”;

o "lModnucar"— BbiNnonHeHa onepaums "MNodnuck”, ogHako TpebyoTes
AononHUTenbHble NoANNCH,

o "lModnucaH" BCemn nognucammn — BoinosiHeHa onepaums “Modnucek”,
OOMONHUTENbHBIX NoAnMcen He TpebyeTcs;

o "BawugposaH" — BbiNnoNHeHa onepauusa "LLlugpposaHue”;

o "OkcnopmuposaH" — BbiNonHeHa onepauus "Okcriopm”,

o "lpoeepeH" — ycneLlHO BbINOMHEH 3afaHHbIN Habop NPOBEpPOK;

o "Mmeem ernoxeHus" — BbiNoNHeHa onepauuna "Jobasumpb er1oxeHuUs", U T.4.

= CTaTyc oTpaxaeT pe3y/ibmaim ebirloiHeHUs: onepaumMm ¢ AOKYMeHTOM. B kaxabii
MOMEHT BPEMEHN JOKYMEHT MMeET onpeaerieHHbI cTaTyc. [ocnenoBaTenibHOCTb

NPUCBOEHMSA CTaTYCOB ONpeaensaTcs TeXHoormen oo6paboTkn JOKYMEHTA.
Mpumepbl cTaTyCcoB:

"Cos0aH",

"OmnpasneH"”,

"locmaesrneH",

"OmeepaHym";

"O6pabomaH",

"AHHynuposgaH"n T.4.

O O O O O O

=  ATpuGYTbI ONpeaensoT NPOUCXOXOEHNE N UCTOPUIO 0OPabOTKN AOKYMEHTA.

Mpvmepbl aTpUOYTOB:

opraHusauusi, oT UMeHU KOTOPOI Co3aH AOKYMEHT;
Briagenel AOKYMEHTa;

Ha3BaHWE OOKYMEHTa;

BpPEMsi CO34aHus;

Bpemsi NnocriegHero n3amMeHeHus

Bpemsi JOCTaBKu;

Bpemsi nocregHer pacneyartkv u T.4.

O O O O O O O

B faHHOM MHCTPYKUMW NPUHATLI cnegyowmne 0603HayYeHus:
o [lyHKTbl MeHI0 0603HavatoTes “TlyHkm”,

o

o

KnaBuwu Ha knaBuaType komnbloTepa obo3HavatoTcs <Kimasuwa>. KomouHaumm
O[HOBPEMEHHO HaXXMmaeMmblx knaeuw obosHavatrTcsa <Knasuwa1+ Knasuwa?2>.
Mons ooKyMeHTa M KHOMKM NaHenu MHCTPYMeHToB 06o3HadvatoTcs KHonka.
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KOMMUTA KYPbEP JE™. NrnaBHOe OKHO NMpoOrpamMmbl.

FmaBHOE OKHO nporpamMmmbl.

[nsa 3anycka nporpamMbl HEO6XOAMMO ABaXAbl HAXKaTb NEBYH KHOMKY "MbIln", HaBeasa eé
Ha 3Ha4yok KOMUTA KYPbLEP Ha Pabouyem ctone.
B nosiBuBLLEMCS OKHE HeO6XO,D,VIMO YKazaTb UMA nonb3oBaTtena 1 naponb:

£ PerucTpauma g@

ma: |
Mapons :

Puc.2.1.1. Pernctpaums nonb3osartens

Mpu npaBNNbHOM BBOAE MMEHW NOMb30BaTENS U MNApOris NOSIBNSETCS rMaBHOE OKHO
nporpammei:

&2 KOMMTA KYPBEP JE - Bank-Knme ur - Mogyne Knne HT (AJMHHHCTpaTOp CHCTE Mbl) g@

Dowyment [paeka [Mognuce CeAse Om4éTel Hactpoity Cepeuc MNomows

0 .3 ® e w @ . I _ o # _ &8 LR .

Cosnarb O1kpeiTe KonuAa Boinenuts Boceé Mckats M K I I | Mon Mevare MNpocruotp

wunein: | Bee mokymentel ~| ¢ |bes | H € » M

? gﬁooo “Knuent” ] lﬂ|j|@ E |Tun AokyMe | Aata \ CTamc Haomep \ Cymma |I'I0nwaT
@ BxogALMe MnatesHo... | 21.03.2002 CozgaH 496

@ g MexogAwme
@ T2 B penakumm (1)

| »

: r,ﬂ,olgmem r@ ENvRennT rQECBmM rj il rmput'mbl rAp,pecthl ‘

= OTUETEI .
4 Ha noanmce: | Homer 496|0ata| 21032002  |Bunnnatexa |
@ Ha oTnpagky 1 nommarens:

é OTNOHEHHEIR

5= Ompaenensie :

@ YOanéHHEIE CUET K
i—|| WabnaHel :

& B Amate "Mepuog+Tun'

Cymma

: ’—EaHK nomyaensa:

L
e

MporpaMma sarpyikeHa

Punc.2.1.2. [naBHOE OKHO NporpaMmel

B BepxHeit YacTu rMaBHOrO OKHa pacnonaratoTcsl MEHIO U NaHenb MHCTPYMEHTOB
nporpammbl. KHOMKW NaHenn MHCTPYMEHTOB Ay6rnmpytoT KOMaHabl FNaBHOMO MEHHO,
ncnorsb3yemble Yalle Bcero. KomaHapbl, CBSA3aHHbIE C HUMW KHOMKW U BbINOMNHSAEMbIE MMM
onepauun noagpobHo onucaHbl B pasgerne "KomaHObl 251a8H020 MEHIO" AAaHHON UHCTPYKLUN.

£ KOMMTA KYPBEP JE - Bank-Kr B neBown yacTtn rnaBHOro okKHa
1 Mpaexka Mo o nporpaMmbl NpeacTaBneHa nepapxuyeckas
oD . = CTPYKTYypa nariok.
o3nare Oy Konus Buy B ckobkax yka3aHO YMCro 4OKYMEHTOB,
onni: [Boe poments KOTOpblEe COAEPXNT Marnka B JaHHbIN
e MOMEHT.
© il 000 "Knnesn™ Bbigenve kaky-nvbo 13 nanok B
o % i’iﬂ:?ﬂze N306PaXXEHHON CTPYKTYPE, MOXHO
9 T Bpeamum () | 03HaAKOMUTLCS C ee coaepXMmbIM. Cnncok
= O OOKYMEHTOB, KOTOPbIE XPaHSITCS B
F& Ha noanwet: BblJENEHHON Nanke n nx cBoncTea dyayT
=l nokasaHbl B TabrMyHoii hopme B NpaBo
@%n?zr:::b'e : BEPXHEN YacTu rMaBHOIro OkHa NporpaMmbl.
& vaansunue Mpu 3aBepLUeHn paboTbl cuctema
O wasnoe "3anoMuHaeT" NCnonbL3yemyto narnky u
& & Apute Nepnogs T | JenaeT eé akTUBHOM Npu crieaytoLlem
: 3anycke nporpaMmbl.

Mporpawmma 3arpy:xeHa

Puc.2.1.3. Vlepapxmyeckasi CTpyKTypa namnok
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KOMMUTA KYPbEP JE™. NrnaBHOe OKHO NMpoOrpamMmbl.

THeHT - Mogyab Knme HT (AJMHHHCTPATOp CHCTE MbI) E]@
BA3b Or46Tbl Hactpoir Cepenc [omows
& h @ _ mow # _ & R .

\menuTs Bcé Mckate Mmnoprt
v | copmy Bes copr -| M4 b

@|j|@ E | TN J0KyMEHTa | HAata ‘ Cratyc | Homep

E: MnaTexHoe NoOpyYEHHE 21.03.2002 CoznaH 495
MnaTexHoe NoOpyEHHE 21.03.2002 Konwa 497
3aAENeHME Ha Nepeeod cpeact... 21.03.2002 QwrAoYHLIR 24
3aAenere Ha meskfade. nepee.. 21.03.2002 QwvAOYHLIR 10

Puc.2.1.4. Cogepxvmoe nanku

[Mpy NpOCMOTPE COAEPKMMOTO Nanku MOXXHO UCMOMb30BaTh "BCNIbIBAKOLLEE" KOHTEKCTHO-
3aBUCUMOE MEHI0, aKTUBU3NPYEMOE NPWN HAXXaTuM NPaBO KHOMKK "MbIlLK", HABEAEHHON Ha
BblAENEHHbIN JOKYMEHT:

j|@E| THN A0KYMEHTA | Oata |Hn|u|ep tye
BaHOC HACUAT & AncAe fvioined AnannaToi 05.09.2001
BaHOC HY [ OTKPLITL F4 05.08.2001
3aAeneH R chifpa DB 0509.2001 354545542
MpuxoaH 05.09.2001
G NnatesH 5 3xcnopm ' 05.09.2001
GF Bsnwocey o 05.09.2001
n Eii
G Brinaua sl 05.09.2001
&§ Bonauay LF Monnucars 4 05.09.2001
@f  BsHocpy| 25 MPOBEPMTL NOANMCH ShiftF7 05.09.2001
M Yaanuis Noanuch »
B .
& lNpocwoTp ShitkFS
[3 Nepemectus »
By
¥ Yoanuis Delete
CBOWCTBa Ciil-G

Puc.2.1.5. KOHTEKCTHO-3aBUCMMOE MEHIO

KOHTEKCTHO-3aBMCUMOE MEHIO COAEPXMUT BCE OCHOBHbIE KOMAHAbI, MPUMEHUMbIE K
BblAENEeHHOMY B CNNCKE JOKYMEHTY.

MOXHO BblAENUTb HECKOMNBbKO AOKYMEHTOB. B 3TOM cnyvae komaHga KOHTEKCTHO-
3aBMCMMOrO MeHI0 ByaeT NpMMeHeHa KO BCel BbiAeneHHOW rpynmne.

[ns BbIOOPOYHOroO BblAeNeHUst HECKOMbKMX JOKYMEHTOB B CMIUCKE NCMONb3yeTcs nesas
KHorMKa "MbILLKN" Npu HaxxaTon knasuwe <Ctrl>.

Ecnu HyXHble OKYMEHTbLI pacrnonoXeHbl B CNUCKE COAEPXMMOro nanku apyr 3a Apyrom,
TO MOXHO BblAENWUTb X BCe cpasy. [Ins aToro HyXHO BbIAENWUTbL B CIMCKe NepBbivi Tpebyembin
OOKYMEHT, HaxaTb <Shiff> n, yaepxusas ero, nogBecTu Kypcop K nocriegHeMy AOKYMEHTY.
Bce gokyMeHTbl Mexay nepsBbiM 1 NOCEAHNM OKaxyTCs BbibpaHHbIMK. Kpome Toro, Ha
naHenu MHCTPYMEHTOB MMeeTCs KHoMka BeiaenuTb Bce, KOTOpas BbienseT BCe JOKYMEHTbI
B NpocMaTpuBaemMou narnke.

B npaBom HWXHEN YacTu rMaBHOro OKHa NPorpaMMbl PAciONoOXeHa NaHernb JOKYMeHTa:

HorymeHT rlm ETIRERE r% CeAzN rj Jlntpliie) rnmuﬁylbl r&upecaibl |

iHDI’u‘IEp 35 0ara 05.09.2001 B nnatexa

TlomMarens:

;OOO IHEECTMUMOHHAA CTPOMTENEHAA KOMNSHWA Cymma

||"PEANTAKC"

' CugT N =
-

| »

Puc.2.1.6. [NaHenb JOKyMeHTa B rMaBHOM OKHE Mporpammbl

Ha aton naHenun npeactaBfieH JOKYMEHT, Bbl6paHHbIl7I M3 Cnncka coaepXXmMmMoro narku,
UInn e I'IepBbIVI no C‘-IéTy OOKYMEHT U3 BblOeneHHOMN rpynnbl. MNaHenb OOKYMEeHTa nMmeet
LeCTb CTpaHuL, KOTOPbl€e OTKPbIBAOTCA 3aKiagkamMmun B BerHeVI 4YacTun naHenu:
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KOMMUTA KYPbEP JE™. NrnaBHOe OKHO NMpoOrpamMmbl.

"[JokymeHm" — KpaTkas nHopmaLms 0 cogepxaHnm JOKYMEHTa;

"BrioxkeHus" — nHpopMauma o pannax, BroXKeHHbIX B JOKYMEHT;

"Ce53u" — HpopMauus 0 CBA3AX JOKYMEHTa C OPYTMMN AOKYMEHTaMu B CUCTEME;
"Modnucu" — nHdhopmaumnsa o NOANUCAX AOKYMEHTA;

"Ampubymsi” — nHdopmaums 06 OCHOBHbLIX aTpMbyTax JOKYMEHTa;

"Adpecambi” — nHdopmaumsa o6 agpecaTax, KOTOPbIM NpegHa3Ha4YeH JOKYMEHT.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

KomaHAabl rmaBHOro MeHHo.

7 KOMMTA KYPBEP JE - Bank-Knwe Hr - Mogyne KnmeHt (AJMMHMCTPATOp CHCTE MbI) E]@

Jowyment Mpaeka Mognuce CeAsk Oryéisl Hacipoikn Cepeuc  Momowp

D . = B B & &  H _ B ® .8
Coznatk OTHpEITE KonuAa Buioenurs ecé Mckare MuMnopt DKCNOPT MNpoeepute MNMognMcalk Mevarte

Puc.3.1.1. [naBHOe MeHI0 1 NaHernb MHCTPYMEHTOB NporpaMmbl
Pasgen "[okymeHm"

gmcymem| Mpaska [Moany

[ cozname »
= OTHpLITL F4
Konua Shift-Fa
CeolicTEa Ctrl-G
@ Hunopt »
CE 9xcnopr »
MpoBepui  F7

&) Mevats F5

@, MpocroTp Shift-F5
[3 NeperectMTL »
B

¥ ¥nanuie Delete

'ﬂ JaEpPEITE AR

Puc.3.2.1. KomaHgbl pasgena "JokymeHm"
= KomaHga "Co3damb".
,D,aHHaﬂ KOMaHOa npeaHasHa4eHa And co3gaHna OKYMEHTOB pa3HbiX TUMNOB. Tun
LOOKYMEeHTa Bbl6l/|paeTC$| N3 CNnnUcka, 0To6pa>|<aeM0ro I'IpOFpaMMOVI npu Bbl60pe KOMaHAbl
"Cos30amb".

HorymeHt | Mpaeka [MMoanmce CeA3b Ormyérel Hacipomas Cepeuc Mol
O Coznars ¥ TnaréxHoe nopydeHue
! OngLIL Fa BaniotHbIe 1,0KMeHThI »
@» Konua Shift-F4 | MnatéxHoe nopyyeHne renerpadgom
[fj CBONCTBE Ctrl- 3 Or4ersl
4 Wmnopt | TEKCTOBLIN S0KYMEHT
<% Srcnopt » AKT ¥CTAHOBHH CHCTEME! {(KNMHEHTCKHM)
© Mposepuis F7 AKT YCTAHOBKH CHCTEMLI (EAHKOBCKWH)
@ e, - MMpo4miA BoKRMEeHT

Puc.3.2.2. Bbibop Tvna co3gaBaeMoro AoKyMeHTa
Kpome Toro, co3gatb JOKYMEHT MOXHO HaxxaTuem KHomnku Co3paTb Ha naHenu
WHCTPYMEHTOB. [Mpn 3TOM TN HOBOro AOKYMEHTa OyaeT NaeHTUYEH TUNy NpeablayLLero
CO34aHHOro fokymMeHTa. Pagom ¢ kHonkon Co3paTb pacnonoXeHa KHOMKa Co CTUNM30BaHHOM
cTpenkon "BHU3", NnpeaHasHayeHHas Ans Bblbopa Tuna AOKyMeHTa.

¢ ¢ 9 @ 4

Cozpate|| |Omkpens KonuAa Beinenuts Boé Mok

MNMnaréxHoe nopyHeHue

BanioTHbIle 1,0KyMeHThI »
INnaréxHoe Nopy4eHUe Tenerpag oM

OT4eTLI

TeKCTOELIA JOKYMEHT

AKT YCTAHOBKW CUCTEMBI (KNWEHTCKWIA)
AKT YCTAHOBKW CMCTEMbI (EAHKOBCKMIA)
MpoYmil BoKMEHT

Puc.3.2.3. KHonka Co3patb

[ns cosgaHns NNaTéxHoro nopyyeHns Heobxoammo BelbpaTth NyHKT "MnaméxHoe
nopyyeHue".
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KOMWUTA KYPbBEP JE™. KomaHAb! r/TaBHOro MEHH0.

Mocne aToro co3gaBaembli AOKYMEHT OyaeT OTOOpaxEH B OKHE Ansi BBOAA AAHHbIX.

£ Mnaré wnoe nopyuenve - Cozgan | B pegakumm E]@

1l Mpaexa Mo

- - -

Jorment | & Browenwa | %> Ceasn || 7 Mognucw | Atpueyiel || Agpecarbi |

& 8 ¢ 000t 2 ® e B _® @& 0

03aatk Konua Mpoeepuit Mpoeeptu Moonucate  MNevars MNpocmotp 3aipblib

HOM9p| 25| ,D,aTa| 20.08.2002 || @ Bua.on | 01 Ou.nn.EBm,u,nn. nouToi -

MNATENBLMK

KM 782501001 AO3T "TECT' OAO "NCE" dwnuan OMERY-4 Cymma | 1000.00 HOG

CankT-Teteps

[ AHKTTIETERBPT ) Bez HOC () HOC He ofinar, ® HAC [ op

] | cugT M [ 40702810037000000203

BAHK MOMYYATENA | EMK 0445830932

"BAHK KIMEHTCHMET T MOCKEA '£|M | |
Keu b 30101810900000000832]

MONYUYATENL

MHH 561651651651 4 ” ¢ | | @ | [ Jeun \ 34234407028100370000]

‘000"3KcnepT—TenemM" :

HazHa4enne nnarexa

OnNNaTta no cUTy el

874 HOC 20% - 166-67

Puc.3.2.4. NnaTtéxHoe nopyyeHue

YacTb nonew gokymeHTa MoxeT ObiTb 3anonHeHa aBToMaTnyeckn. K aTum nonsim, kak
npaeuno, otHocAaTca Homep, [laTta, none Ha3BaHus nnatenbLumka un none Cyét N naHenu
MNATENbLMUK, a Takke Bug.on (Bug onnatbl) n O4.nn. (o4epéaHocTb nnaTtexa). Kpome
TOro, kHonka-nepekntoyatens HAC npuMmeT cCOOTBETCTBYIOLLEE NONOXEHUE, a B NOrie psaoM ¢

nepekntoyatenem nossutcsa ctaska HOC (ecnn HAC HauncnsaeTcs).
Ecnu xxe aBTOMaTn4eckoe 3anofniHeHne OTKITYEHO, TO NOPSLAOK BBOAA AAHHbLIX

cneayowuin: Homep, Oata, Bug.on (Bug onnatel), O4.nn. (o4ep€QHOCTb Nnartexa).

3artem 3anonHsieTcs none Bug nnartexa BbiIGOPOM 3nemMeHTa U3 BbinagatoLero cnmcka.
Cnepgom ykasbiBaeTCsi HAMMEHOBaHUe nnaTenblumka n ero c4eT (none Cuér N), a Takke

Cymma.

Hanee HeoGxoOMMo BBECTM AaHHble B OcTarnbHble nons. [ns yckopeHus BBoga 4acTo

NOBTOPALWNXCA OAaHHbIX B HEKOTOPLIX NOJIAX NCNOSb3YHOTCA CripaBOYHUKNA. lE',OCTyI'I K

CcnpaBO4YHUKY obecneunBaeT KHOMKa, pacnonoxeHHada pagom C nonem.

il

Puc.3.2.5. KHonka Bbl3oBa CripaBoYHUKa

B HekoTOpbIX cnpaBoyHMKax (Hanpumep "PekBuantbl 6aHKOB") nepe NosiBNEHMEM Crncka

3N1eMeHTOB HeobBXo0aANMOo YKa3aTb yCrnoBugd 0T60pa 3anucen cnpaBO4HUKaA.

QOTGOP 3anMcen
Mona cnpaBo4HKKa

Buk PKLL L ]
HaumeHoeaHue BaHka ~|7
EMK Banka ~ [ ]
Kop.cH. baHka ,7
YHACTHHE 311, pacyeros ,7
Cyo cuer li
TYPEPSB [ ]
NNP [ ]

OrvMena

Puc.3.2.6. OT6op 3anuceit cnpaBoYHMKa

Ctp. 9



KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

B okHe crnpaBoYHMKa 0TOGpaXkaeTCsi CNNCOK, 3MIEMEHTbI KOTOPOro - AOMYCTUMbIE 3HAYEHUS]
3anosTHSEMOrO Mons, a Takke KHOMKU AN paboTbl CO CMPaBOYHMKOM.

cnpaBOYHUK.
" KHonka YpanuTtb ncnonb3dyeTcd AnA yaaneHnd TeKyLlero afieMmeHTa

;ﬁ CueTa NIaTe bW HKOE

ﬁ

HomMep tyeta

| HaWMeHOEaHHE cusTa |

10204210400010000003 |0CHOBHOR (pyBNeELIR)
102048404000100000032 OCHOBHOW (BAMKTHEIR)

dh
Momck
PenakimpoBaHme
Konupoeatke
-
J00aEnTL

x

Yaanuib

Puc.3.2.7. CnpaBo4HUK NO cyeTam nnaTenbLUMKOB
= KHonka Mouck npegHasHayeHa Ans HaxoxaeHnss HeobXxoaAMMOoro anemMeHTa B
cnpaBo4HUKe C OOnbLUMM CNCKOM.
u KHonka PeAaKTVIpOBaHVIe CNYy>XuUT Ona usMeHeHua 3N1ieMeHTOB CnpaBOYHMKA.
- KHonka KOHMpOBaTb NCNoNb3yeTCAd ANnA KONMPOBaHUA TeKyLLero arieMeHTa
cnpaBoOYHUKKA.
- KHonka nosaBMTb npegHa3Ha4veHa and ,D,O6aBJ'IeHI/IF| HOBOIO 3JiIeEMEeHTa B

CnpaBoYHMKa.
[ns nogTBEpXKAEHNS BbIGOpa MHTEPECYIOLLIErO 3rieMeHTa CnpaBoYHMKa Heo6XoaMMo

[OBOVHOE HaXxaTue NeBOW KHOMKK "MbIlK", HABEAEHHON Ha BbIOPAHHbBIVA 3NIEMEHT.

AnbTepHaTUBHbIN CNOCO6 — BbIAENUTL "MbILLbIO" MHTEPECYIOLLMI SIEMEHT N HAXaTb KHOMKY

OK.

Ecnun anemeHTbl cnpaBoYHMKa COCTOAT U3 ABYX 1 6onee nonewn, nocne Bbibopa anemMeHTa

nponcxognT 3anosfiHeHne He OHOro, a HECKOJ1IbKMX noneu Beoga OOKYyMeHTa.

\é PekBH3uTEI NONYyuaTe NeH

X|

HaWMEHOEAHHE NOMYHATENA |

CYeT nomydaTena

|EMIK BaHka...|

EaHk nonydatens

| MIHH nomyaTena

A0 "ManEEMHE"
3A0 "ManuHa"

40702810851000002021
40702810851000002023

044030791 |QAQ"TICE" TLCAHKT-... |7813037923
044030791 |0AQ "MCE" M.CAHKT.. |7813037789

l

OTMeHa

i

Mouck

Puc.3.2.8. CnpaBoYHVK CO CMOXHBIMU 3NIEMEHTaMu1

MomMMMO KHOMKKM BbI30Ba CrnpaBoO4HUKa, pAOooM C nofidaMm BBOAa MOryT pacnonaratbCcqa
KHOrMKa noucka 1 kHornka obaBneHns HOBOro anemMeHTa.

%

Puc.3.2.9. KHorka novcka B cnpaBoYvHUKE

KHonka nouncka ncnonb3yeTtcs, eCnm CnpaBoYHKK, CBA3AHHLIN C NONieM BBOAA, COOAEPXKUT
ANeMeHTbI, cocTosilme U3 ABYyX 1 6onee nonen. Ecnn B none BBoaa HabpaHbl AaHHbIE,
NOMHOCTBLIO COBMNaZaloLLMe C COOTBETCTBYHOLLMM MONEM Kakoro-nnbo anemeHTa cnpaBoOYHYMKa,
TO NPU HaXXaTun KHOMKM Noucka NpoM3onaeT 3anofnHeHne BCex noren JOKyMeHTa, CBA3aHHbIX
C AaHHbIM crnpaBoYHMKOM. Ecnn aaHHble He coBnagalT ¢ COOTBETCTBYHOLLUM NOMEM HU
O[HOro U3 3NIEMEHTOR CNpaBOYHMKaA, NOSABUTCS cooOLWweHne ob owmnbke.

Crp. 10



KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

LTI -‘

3HaYEeHME B CNPABOYHNKE HE Haill BHO.
CNpaBo4HMEE "PeEBHINILI NOMyaTened”
3Haqenuns: INNPOL="7813037785"

Puc.3.2.10. CoobueHre o6 owmnbke npu pabote co CNpaBOYHUKOM

Ecnu B none BeBoga OOKyMeHTa Ha6paHbI OaHHbl€, KOTOPbLIX HET B CBA3AHHOM C 3TUM
nonem cnpaBOYHUKE, TO, HaXaB KHOMKY nobaBneHns HOBOro anemMeHTa, MOXHO BBECTU 3T
AaHHble B CMpPaBO4YHUK B BUAE HOBOIO ariemMeHTa.

it

Puc.3.2.11. KHonka fo6aBneHus HOBOro ariemMeHTa B ClpaBOYHUK

D,J'Iﬂ M3MeHeHnda gatbl JOKYMEHTa UCNOJb3yeTCA KHOMKa A0CTyNna K KaneHgapio.

@

Puc.3.2.12. KHonka goctyna K kaneHgapto

npl/l HaXXaTun Ha 3Ty KHOMKY NOABIIAETCA OKHO, NMO3BOJIA0LLEee USMEHUTb AaTy OOKYMEHTa.

\é Kanengaps
-l‘ HAueaps 2002 F'-
I'H Br Cp Ur I'r Co Bc
Il - 3 a 5 6
7 8 9 10 11 12 13
14 15 17 18 19 20
21 22 23 24 25 26 27
28 29 30 3
CeroanA: 16 Aneaps 2002

Puc.3.2.13. Kanengapb

CwuHee none B BEpXHEN YaCTN OKHa COAEPXKUT CTPENKU, NpeaHas3HayYeHHble OJis
"nepenncTbiBaHUsA" kaneHagaps Ha Mecsl Has3aa/Bnepén, a Takke Ha3BaHusl, oTobpaxarowme
MecsL, U rog AokyMeHTa. Ecnmn HaBeCcTM Ha OAHO 13 3TUX Ha3BaHWUN Kypcop "MbIWN" N HaXaTb
€€ npaBYIo KHOMKY, TO, BbIOpaB HYXXHbIN 31IEMEHT U3 NOSIBMBLLIErOCS CMMCKA, MOXHO M3MEHUTb
mMecsl NMnbo rog AokymMeHTa. [Ansi CMeHbl Yncna Heobxoaumo ABaXabl HaxaTb NEBYO KHOMKY
"MbIWK", HaBeasa eé Ha nHTepecytoLlee yncrno. [ina sbibopa TekyLlen gaTel HEO6X0ANMO
HaXkaTb NeBYI KHOMKY "Mblwn", HaBeasa e€ Ha cTpoky "Ce20dHs".

nepBbIM HEe3anosTHEHHbLIM MOSIEM B OKHE MMaTEXHOro Nnopy4YeHna ABndeTcAa none BaHk
nony4yarens. Monb3oBaTtenb MOXeT BPYYHYHO 3anOJIHUTb €ro, O4Hako pekoMeHOyeTCA
MncnoJJjib3oBaTb CNpaBO4YHUK PEKBU3NTOB nonyanenePl. KHonka Bbl3oBa 3TOro crnpaBoO4YHMKa
pacnosioXeHa npasee nosid MUHH naxenn I'Ionyanenb, B NOSIBUBLLEMCS] OKHE HEODOXOANMO
Bbl6paTb nony4yarena u3 cnncka n noaTeepanTb Bbl60p HaxxaTnem kHonkn OK.

Crp. 11



KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

\uﬁ PerBM3HTBI NOyuaTe e i .K

HauMEHDEaHHE | WMHH | Pacu.cu. nomyarena | .| EaHE | EMK Fry
Tep.@oHg OMC Mockoeckw... |TBO0B024083/40403810816001012894 CAD "BAHK CAHKT...|0440307
ben PoHg OMC MockoeckW.. |TF27032382(40702810100000000877 AKE "MTTIE" 1.CAH... (0440308

Mouck

000 "ComacTaHgapT G714014240/40401510800000010001 | |[FPKLCY LG P ... |0440300

A0 "[eneTa Tenakom" 7803032718|40405810000010000002 | |QAC "WHKACEAHK...| 0440308 panakmposanme
DHNWan be 11 CNA PO ©C... |7612014120/40402610155000000001 | "@N. AK CE PO (C... 0440306

000 "CowacTaHgapT G714014240/40401510800000010001 | |FPKLLCY LB P® ... |0440300

unnan Ms 11 CNG PO ©G... |7612014120/40402610155000000001 | "©bIN. AK CB PO (C.. 0440306  Konupoears
SAO "Cesepo-3anafnbi G.. | 7612014560(40404610516001012692 | |OAQ "BAHK CAHKT.. 0440307 >

D J0GABUTL

Puc.3.2.14. CnpaBoyHMK peKBU3MTOB nonyvaTtenemn

Mpu aTom 3anonHuTcs none BaHk nony4yatens, a Takke nonsa naHenu NMonyvartens —
none MHH v none ¢ HaMMmeHoOBaHWEM Nony4aTens, pacnofioXXeHHOe No KHOMKOW Bbl30Ba
CrpaBoOYHMKa PEKBU3NTOB nosny4dartenen. Kpome Toro, 3anofnHsaTCa AaHHbIMK MONs C
pekBunsmTammn 6aHka — BUK n Kcu.N (Homep KoppecnoHaeHTCKOro c4éTa), a Takke none c
HomepoMm cuyéTa nony4varens — Cu.N.

Monb3oBaTenb MOXET Takke HabpaTtb VIHH nonyyaTtensa B cooTBeTCTBYHOLLEE MOME U
Ha)kaTb PacnoNOXeEHHYI0 psSAOM KHOMKY MomMcKa B CnpaBoyHMKe. Ecnn B cnpaBoYHMKe eCcTb
nony4yarens, MHH koToporo coBnagaet ¢ BBeAEHHBIM YMCIOM, TO BCE OCTarnbHble NOMs
OyayT aBTOMaTMYECKU 3aMONHEHbI AaHHBIMU U3 CPaBoOYHMKa.

TOYHO TaK ke MOXHO MONbITaTbCA HANTK B CNPABOYHUKE PEKBU3MTOB Nony4vaTenen
HeoOxoaMMyto 3anuck, 3Hasi HOMep c4ETa nonyyartens. [ns aToro criegyeT BBECTU HOMeEpP
cuyéta nony4vartens B none C4.N 1 HaxaTb PacnonoXeHHY PSAAOM KHOMKY noucka B
cnpaBoyHuKe. Ecnun B cnpaBoyHMKe eCTb Nony4vaTterib, HoMep c4éTa KOTOpOoro MAEHTUYEH
BBEOEHHOMY YMCIy, MPOU3OMAET 3anoSfIHEHME MPOYMX CBA3@HHbIX NONEN.

Monb3oBaTenb MOXET U3aMeHuTb pekBn3nTbl 6aHka B nonsx BUK n Kecu.N — kak npsmbim
BBOJOM [aHHbIX, TaK 1 BbIOOPOM U3 CpaBoYHMKA PEKBU3NTOB OaHKoB. [1nsa BbI30Ba 3TOrO
CrnpaBoOYHMKa CriefyeT HaxaTb KHOMKY, pacrnonoxeHHyto psiaom ¢ nonem BUK. B
NosiIBMBLLEMCH OKHE HEOBXOOMMO YKa3aTb YCrioBusi OTOOpa 3anmcen cnpaBo4vHmka (cm. Puc.
3.2.6).

3atem BbIbpaTb 6aHK 13 cnpaBovHUKa U NoATBepAUTb Bbibop, Haxas OK. B pesynbtaTe
3anonHaTcsa nonsa bank nonyyatensa, BUK n Keu.N.

j PeremznTsl Bankoe

HaHMEHOESHME BaHka | BPIK BaHka | Py
ORIENT BANK AD P UEF... 420000008
YENBCWHKM 'OKOBAHK . [420000005
OT3B TWNMAT MPOMCT...[040037468
DINAAT "BAVIKOHYF" A [040037468 ||| penarunosatue

Puc.3.2.15. CnpaBoyHMK pekBn3MToB GaHKOB

Momck

CyulecTtByeT BapmaHT NOMCKa pekBM3nToB O6aHka 6e3 BbidoBa cnpaBoYHuMKa. [ns aToro
Heobxoammo 3anonHuTb none BUK 1 HaxaTb pacnonoxeHHy psgom KHOMKY NovMcKa B
cnpaBoyHuKke. Ecnv B cnpaBoyHmKke pekBM3MTOB 6AHKOB €CTb 3annchb ¢ aHanornyHbim BUK,
3anonHatcs nonsg bank nonyyvatens n Keu.N.

Mocne BBOJa BCeX AaHHbIX, Kacalolmnxca nonyvyarend, cnegyet yka3aTb HasHa4veHune
nnaTtexa — Ans 3Toro HeobxoanMo BBECTM TEKCT B BepxHee none naHenv HasHavyeHue
nnarexa. PacnonoxeHHas psgoM KHOMKa BbI30Ba CNpaBOYHMKA HAa3HAYeHWI nnaTexa
Nno3BonseT BBECTU B 3TO nore Hanbornee 4acto ncnonb3yemble (hOpMYTMPOBKU.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

\uﬁ HazHaue HMe nnate ¥a

HazHaueHKWe NNaTexs | B
MpocTo Tak
OnA npumepa loncy
Hanoar
Qnnara no c4éTy PenakTpoeanne
Jonnara no c4éTy

e
Konupoeark

Puc.3.2.16. CnpaBoYHMK Ha3Ha4YeHUIN nnaTexa

B atom e 6noke pacnonoxeHo none ansa seoga cymmel HAC. 3anonHeHme atoro nons
NPOUCXOANT aBTOMaTUYECKN B 3aBMCUMOCTIN OT NONOXEHNSA KHOoMoK-nepekntodatenen HOC.
Ecnu kHonka-nepekntoyaTens HaxoauTcs B nonoxeHun bes HAC, B none gns BBoaa
cymmbl HOC nosiButca Tekct ", 6e3 HOC". Ecnu kHonka-nepeknovaTens HaxXoanTcs B

nonoxeHun HOC He o6nar., To Tekct 6yaet rmacute ", HOC He obnaraetcsa"”.

Mpn HaxoXxaeHUM KHOMKK-NepekntovaTenst B nonoxexn HAC v 3anonHeHHOM none
CymMMma nonb3oBatesib MOXET 3anofiHUTb nose ans seoga cymmel HOC aBTOMaTU4eckm
paccuyuTaHHbIM 3Ha4YeHneMm. [Ina aToro Heobxoaumo Beectn ctaky HIOC B none psgom ¢
KHOMKon-nepekntovaTenem un HaxaTb kHonky HAC. MNocne aToro B none ans BBO4a CyMMbl
HAOC nosBuTca TekcT, Hanpumep, npu cymme 1000 n ctaBke 20% oH ByaeT rmacutb ", B T.u.
HOC 20% - 166-67 ".

lMocne 3anonHeHusa BCex nonen JoKymeHTa Heobxoanumo ero coxpaHutb. [ns atoro
MO>XHO MCMONb30BaTh knaBuwy <F2>, nnbo nyHKT "CoxpaHums" pasgena "[JokymeHm", nnoo
KHorky CoxpaHuUTb NaHenn MHCTPYMEHTOB OKHa JOKyMEHTa.

B cny4ae obHapyxeHus olumMbok cuctema onoseLLaeT 00 3TOM Nnosnb3oBaTens.

(\é PeaynbTaT 0GpaboTicn JoKyMe HTA

HeBepHD 2aN0NHEHD NOMe "CyMma" ™.

CymmMa UHhpary 0onHa Aeme Bonewe 0.

HenpaeuneHD YEa2aH Knod B "CUY8T nnaTenswumea”: ™

He zanonHedo none "HazHadeHne nnatexa”

WEAZAHHEIA CUBT NNATENBWHES OTCYTCTEYET B CNPAE0YHMER CUBTOE.
™

Puc.3.2.17. Pe3ynbtat 06paboTkm JOKyMeHTa

lMocne Toro, Kak JOKYMEHT COXpaHEH, cucTema nomeLlaeT ero B nanky "B pedakyuu”.

Monb3oBaTtenb Takke MOXET MPOBEPUTEL JOKYMEHT 6e3 MCMONb30BaHUA OYHKLIMM
coxpaHeHus. [ns aToro Heob6xoaMmo HaxaTb <F7>, unu BblbpaTtb NyHKT "Mposepumsb"
pasgena "[okymeHm", nnun kHonky MpoBepuTb NaHen MHCTPYMEHTOB OKHa JOKYMEHTA.
Ecnu npu ncnonb3oBaHum yHKLUN MPOBEPKM OBHAPYXUTCS, YTO AOKYMEHT 3amnofiHeH
HenpaBuIibHO, TO CUCTEMa OTOBPAa3nT OKHO C NepeyHeM OLIMBOK — Takoe Xe, Kak npu
ncnonb3oBaHnM yHKLMKU coxpaHeHus (cm. Puc. 3.2.17). Ecnv 4OKYMEHT OWMBOK He
COAEPXKUT, TO NOABUTCS COOBLLEHME O NPaBUITbHOM 3anonHeHnW. [py 3ToM B rMaBHOM OKHE
nporpamMmel B CNCKe JOKYMEHTOB NPaBUIbHO 3aMNOSIHEHHbLIN JOKYMEHT OTMeYaeTcs
"nTnuKon”.

- HMudpo prmanma
f

ﬁ JOKYHEHT NPOBEPKA NPOWEN

— : M_ﬂ@ﬂ Tvn A0KYMEHTE
~ MNaTeHOE NOPYJEHHE

MNaTexkHOe NoOpyUeHKE
MNaTexkHOe NoOpyUeHKE
Puc.3.2.18. CoobLieHne o NnpaBunbLHOM 3anofHeHn1 Puc.3.2.19. OTMeTKa O NPaBUIbHOM 3aMOfHEHUM
OOKyMeHTa OOKyMeHTa

Ecnu JOKyMeHT coxpaHEH 1 y MoNb3oBaTers eCTb NPaBo Ha NOANUCH, JOKYMEHT MOXHO
noanucate OUI. [ns aToro B okHe JOKyMeHTa Heobxoaumo Bbibpatb NyHKT “MModnucamb”
pasgena "Modnuck”, 3aTeM BbibpaTbh NOANNCHL U3 NosIBMBLLErocst cnucka. MNognucartb
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

OOKYMEHT MOXHO Takke HaxxaTuem kHorku Moanucatb NaHenn MHCTPYMEHTOB, MPU 3TOM
OygeT ncnonb3oBaHa NOCNeaHsIA NPUMEHABLIASACA MOANMUCH.

Pagom ¢ kHonkon Moanucatb pacnonoXxeHa KHOMKa CO CTUMM30BaHHOW CTPEnkon "BHM3",
npegHasHayYeHHas 4nsi Bbibopa nognucu.

- 5
Moanuces | Moanucar
053 Mognucark » buh_client buh_client
ﬁ lNpoBEpUTL NOANMCE ShiftF7 | director_client director_client
Puc.3.2.20. MNyHkT "Modnucams" Puc.3.2.21. KHonka MoanucaTtb

Mepen noanucbio cuctemMa nNpoBepseT NPaBUNbLHOCTL 3anofHeHNs AoOKyMeHTa. B cnyyae
HaxoXgeHus owmnbok cuctema onoBecTuT 06 aTom none3osatens (cm. Puc. 3.2.17). Ecrin
OOKYMEHT 3anornHeH npasunbHo, oH 6yaeT nognucad LM, B rmaBHom okHe nporpammbl B
CNu1cke AOKYMEHTOB NOAMNMUCaHHbIM AOKYMEHT OTMeYaeTCsi CTUMM30BaHHbIM N306paxkeHnem
aBTOPYYKM.

MnaTeskHoe NopyHEHrE
MnaTeskHoe NopydeHre

meiEE THN AOKYMEHTS
7

Puc.3.2.22. OtmeTka NognncaHHoro AoKyMeHTa

B okHe gokymMeHTa nonb3oBaTernb MOXeT nposeputb ero OUI. [ins aTtoro cnegyet Haxatb
coyeTaHue knasuw <Shift+F7> nnbo BeibpaTb NYHKT "[posepums nodnuck"” pasgena
"Modnucn".

B okHe foKyMeHTa MOXHO Takke BbIBECTU Ha nevaTtb JOKYMEHT Unu npeaBapuTtensHo
NPOCMOTPETb €ro NevyaTHy BEPCU0. TN AENCTBUSA MOXHO BbINOMHUTL HAXXaTMeM KnaBuLu
<F5> un <Shift+F5>, nn6o Bbibopom nyHkTOB "Mleyams" n "Mpocmomp” pa3gena "JokymeHm",
nnbo HaxaTtmem kHonok MeyaTb 1 MpPOCcMOTpP NaHen MHCTPYMEHTOB OKHA AOKYMEHTA.

lMepea Havanom nevaTu BbIBOOUTCS AMarnor ¢ HacTponkamu npuHTepa. B rnaBHOM okHe
nporpamMmbl B CNNCKE JOKYMEHTOB BbIBEAEHHbIV HA NeYaTb AOKYMEHT OTMeYaeTcs
CTUIN30BaHHbBIM N300paXXeHneM NpuHTepa.

Mﬁjgﬂ TN JOKYMEHTS
: MNaTexXHoe NOPYYRHWE
: ~

MnaTeskHOE NOpYJeHKE

Puc.3.2.23. OTmeTKa pacnevyaTaHHOro JOKyMeHTa
Mpu NnpegBapuTeNbHOM NPOCMOTPE NevYaTHOM BEPCUN OOKYMEHTa Nnosib3oBaTesib MOXeT

BbIBECTU JOKYMEHT Ha neyvaTb, HACTPOUTb NONSA NevyaTu, COXPaHUTb HACTPOMKN, YBENNYUTb
UNM yMeHbLUNTb MacLuTab, a Takke BKIIOYNTb OTOOpaXkeHne OgHOM Unu AByX CTpaHuLL.

j Mpe apapHTe nbHBIA npocMoTp: [naTe HHoe Mopyue HWe
& = ® Q a8 (1
Meyats CeoiciBa CoxpaHuis  YBENWYMTL YHEHbWWTL JEBe cTpaHiub JaKpeiTs

Ll [ FATITRE S N L

000 "Knvent" —
Cu.M | 102047

MnaTenswmes

KB "OMH# MOCKBbI" r.Mockea EME | 4452
a0 M

BaHK NnaTenewLmea 30101

DAD "NCE" T.CAHKT-NETEPBYPT EMC | p4403+|

|*]

%

Puc.3.2.24. NpepapuTenbHbIi NPOCMOTP NeYaTHON BEPCUM JOKYMEHTa

Haxopgsacb B OkHe JOKYMEHTa, NoNnb3oBaTeNlb MOXET NEPEKIYATLCA MEXAY
OOKYyMEHTaMW, PacnosioKeHHbIMU B 3TOW ke nanke. [1ns 3Toro ucnonb3yrTcst NMB0 NyHKTbI
"lMpedbidywuti” v "Cnedyrowuld” pasgena "[JokymeHm", nnbo kHonku Mpeabiaywmvn n

Cneayrowmm NnaHen NMHCTPYMEHTOB.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

4 Mpegsnyui ¥ Mpessiayupin JoRyHeHT
IL Cneayouit F TMpessinyiumMil AoKHEHT THRA MNNaTexHoe NopyeHe

Puc.3.2.25. Knonku Mpepabiaywui n Cneayrowwmin

Mpwn aTom NyHKTbI "MIpedbidywut” n "Cnedyrowjuli” NO3BONAIOT NEPEKNIOYATLCS Kak MeXay
BCEMMW JOKYMEHTaMM Nanku, Tak 1 TOMbKO MeXay AOKYMEeHTaMu TekyLero Tmna. Pagom ¢
kHornkamu Mpeabiaywmn n Cneayrowmnin pacnonoXeHbl KHOMKU CO CTUIM30BAHHOW CTPENKON
"BHM3", NnpegHa3Ha4YeHHbIe Ansi NepeKNoYeHnst TMOO MeXxay BCEMU LOKYMEHTaMM Nanku,
nnbo TONbKO MeXAy AOKYMEHTaMu TeKyLero Tuna. @PyHKUMOHMPOBAHNE KHOMOK 3aBUCUT OT
TOro, Kakow BUA NepeksitodeHnst 6bin1 UCNonb3oBaH B MOCNEOHNU pas.

lMonb3oBaTenb MOXET Takke CO3AaBaTb HOBbIE OKHA C JOKYMEHTaMM TEKYLLEro Tuna, He
BbIXO4S M3 OKHA JOKYMeHTa. [Ins KonMpoBaHWs TEKYLLEro AOKyMeHTa HEOOX0AMMO HaxaTb
coyeTaHue knaBuw <Shift+F4>, nnbo BeibpaTb NyHKT "Konus” pasgena "[JokymeHm", nnbo
HakaTb kHonKy Konusi naHenu nHcTpymeHToB. [py KonupoBaHnM JOKyMEHTa OaHHbIE B
HEKOTOPbIX ero nonsx OyayT CKONMpPOBaHbI N3 Noren NCXOAHOro AoKyMeHTa. Nons, koTopble
OyayT ckonvpoBaHbI, 3a4at0TCs C NOMOLLBIO NYHKTa "Hacmpoliku nons3oeamerns /
3anonHeHue npu KonuposaHuu" pasgena "HacmpoUlku" rnaBHOro okHa NporpamMmmbl.

YUTtobbl co3gaTh HOBbLIVM AOKYMEHT, CeayeT HaxaTb knasuwy <F3>, nnbo BblbpaTb NyHKT
"Co3damb" pasgena "[okymeHm", nnbo HaxaTb kHONKy Co3paTb NaHenM UHCTPYMEHTOB.
MNpw co3gaHum HOBOro JOKYMEHTA CUcTeMa OCTaBNSAeT ero nossi He3anonHeHHbIMY, 3a
UCKITIOYEHMEM TEX, KOTOpble NepeydncneHsl B nyHkTe "Hacmpodliku nons3ogeamerisi /
B3arnonHeHue o ymonyaHuro" pasgena "Hacmpolku".

[ns obneryeHns BBoAa AaHHbIX B OKHE JOKYMEHTA AOCTYMHbI KOMaHAbl KOMUPOBAaHKS,
Bblpe3aHnsa 1 BCTaBKM TEKCTA, a Takke OTMEHbI 1 BO3BpaTa U3MeHeHun. Bce aTu komaHab!
crpynnupoBaHbl B pasgene "fpaeka”.
ﬂpaBl Moanuce

Konupoeatk TeKCT Ciilinsert
& Bbipe3alb TBKCT  ShiftDelete
2 BcraBuib TEKCT  Shiftlnsert

OTHEHMUTE YAANEHWe  AltBackspace
BepHyTb A00aENeHe Cirl+AltBackspace

Punc.3.2.26. MyHKTbI C KOMaHAaMu peakTpoBaHUs JOKYMeHTa

= [yHkT "Konuposams mexkcm" npegHasHayeH 4518 Bbl30Ba KOMaHAbl KOMMPOBaHUS
[OaHHbIX B Oycbep o6MeHa. OT1a koMaHAa BbIMOSTHAETCA TaKKe Npu HaxaTum
coyeTaHus knaesuw <Ctri+Insert>.
= [lyHKT "Bbipe3amb mekcm” npegHasHayeH Ang Bbl30Ba KOMaHAbl NepemMeLleHmns
OaHHbIX B Oycbep o6MeHa. OTa koMaHAa BbINOMHAETCA TaKKe Npu HaxaTum
coyeTaHuga knasuw <Shift+Delete>.
= [lyHkT "Bcmasumb mekcm" npegHasHaveH Ans Bbi30Ba KOMaHAbl BCTaBKM
OaHHbIX N3 6ydepa o6MeHa. OTa KOMaHAa BbINOMHAETCA TakkKe NPy HaxaTum
coyeTaHuna knasuwl <Shift+insert>.
= [lyHKT "OmmeHums ydaneHue/0obasneHue" npeaHasHayYeH Ans BbI3oBa
KOMaHbl OTMEHbI M3MEHEHUS AaHHbIX. OTa KOMaHAa BbINOMHAETCH Takke nNpu
HaxaTum codeTaHuna knaeuw <Alt+Backspace>.
»  [lyHKT "BepHymb ydaneHue/0obasneHue"” npeaHa3HayeH Ans Bbi30Ba KOMaHAbl
BOCCT@HOBMEHUSA U3MEHEHUS AaHHbIX. OTa KOMaHAa BbINOMHAETCH Takke npu
HaXkaTum coveTaHus knaesuw <Ctri+Alt+Backspace>.
lMomMmmo nomnen BBoAa, MEHIO 1 KHOMOK, B OKHE JOKYMEHTa Haxo4ATCs Takke LWeCTb
CTpaHuL, coaepXaHue KOTOPbIX aHanorM4YHoO CoOAepXKaH o CTpaHuL, NaHenmn AOKyMeHTa,
pacnonoXXeHHON B NPABOWN HWKHEW YacTW rMaBHOro OKHa nporpammel. [Ing goctyna K aTum
CTpaHuLaM UCNOMb3YKTCS 3aKnagky, pacnonoXeHHbIe MO NaHeNblo MHCTPYMEHTOB.

|r JorymeHr r @ Broxenua I?% CeAszun rj Moanucu r ATPHDYTLI rMpeCaIbl |
I

Puc.3.2.27. 3aknagku cTpaHuy,

Ctpanuua "[JokymeHm" obecneumBaeT 4OCTYN K NOSISIM JaHHbIX JOKYMEHTA.
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KOMWUTA KYPbBEP JE™. KomaHAb! r/TaBHOro MEHH0.

JoryreHt r @ BnoxeHun @Cmsu rj Mognucu r ATPHBVTEL rn,n,pecaibl |

Homep| 51| Mava|  16.012002 | Bug.on 01) Ounn
MATENBLUME HAC |oymwa |
000 "KnHeHT' | —

| cugr n[10204810400010000003 |l =Bes Hac iR
BaHk nonydaTena ’T
0AO "TICE" I.CAHKT-TETEPEYP ‘ J
Keu. M
MomudaTens
1 a8 [ [ o | # | cun | lad

Puc.3.2.28. Ctpanuua "JokymeHm"

Ctpanuua "BrioxeHus" no3BonsaeT NpucoeauHnTbL K JOKyMeHTY Tuna “Mpoyul dokymeHm"
Kakvne-nmbo dannbl (Hanpumep, Tabnuuy MS Excel n 1.4.).

JokyHEHT r Il Broxenua @szu rj Mognucu r ATPHBYTE rn,u,pecaml |

Tun I Tann | KoMMEHTARHA | i
DokymeHt MSard CLI_SET4.00C MHCTRYKUMA N0 HACTPOMKE

JoGaenib

CeoiCTBa

x

Yaanuio

CoxpaHUTb KaK

[&

OTHPLITE

Puc.3.2.29. Ctpanuua "BrnoxeHus"

B ctpanuue "BrioxeHusi" B TabnnyHon hopme oTobparkeHbl TUM BIIOXEHHOro danna, ero
Ha3BaHMe, a TaKkke KOMMEHTaPUI K BITIOXEHUIO, CO34aBaeMbli nonb3oBaTteneM. Kpome Toro,
AN onepauunn ¢ BNOXEHHbIMK hannamMmu NCnonb3ytoTCs NATb KHOMOK:

KHonka [lo6aBuTb NpegHa3HavyeHa Aansi BCTaBKM HOBOMO BITOXEHUS.
KHonka CBomcTBa NO3BONISAET U3MEHUTL UCMONb3yeMblI hain U KOMMEHTaPWUNA.
KHonka Ypanutb yaanseTt BNOXeHWe U3 JOKyMEHTa.
KHomka CoxpaHuUTb KaK COXpaHsieT BMOXeHMe JOKYMEHTa B BUAE OTAENbHOro
danna
¢ KHonka OTKpbITb NpegHa3Ha4vyeHa Anst NpocMoTpa channa BroXeHNs B TOM
NPUNOXeHNW, B KOTOPOM OH Obin co3aaH (Hanpumep, ookymeHT Word 6ygeT oTKpbIT B
okHe MS Word).

Mpwn ncnonb3oBaHMKM KHoMok [lo6aBuTb 1 CBOMCTBA MNOSIBIISIETCA ANANoroBoe okHo. B
3TOM OKHe nonb3oBaTenb B NEPBYIO o4epeb AOIKEH BbiOpaTh U3 BbiMagatoLLero cnvcka tmn
BNOXEHHOro ghanna.

& Jo0OaBuTb BNOHE HHE
 Tun BNO:XEeHuA

| JoryraeHT MSAccess b |
~dain

(= 0Gzop

KOMHeHTapuin

| OK || 0OT1MEeHa

Punc.3.2.30. [lo6aBneHune BroxeHns
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

3aTtem HeobxoauMOo onpeaenuTb dann BnoxeHus. [nsa aToro Haxatunem kHonkun O63op
BbI3bIBAETCS AManoroBoe OKHO, B KOTOPOM crieayeT BbibpaTtb darin.

\Lﬁ OmepoITh

Mcrkate B: |Ckfm_rah ~ @ @ @ @E

WA haitna: | |

Tun thaiinoe: | JoryueHt MS Excel (*.XLS) - |

‘ OTKPLITE H OTHeHa |

Puc.3.2.31. BoiGop darina BnoxeHus

B none KommeHTapun nonb3oBaTenb MOXET yKka3aTb AOMNONHUTENbHbIE CBEAEHNS O
BITOXXEHUN.

CtpaHuua "Ces3u” no3BonsdeT NPOCMOTPETb CBA3M MEXAY OOKYMEHTaMU, noasnexalimmm
COBMeCTHoOM obpaboTke.

f,l],m:wem |/ Ml Bnoxenun r_% CeAINn r j Mognucu r ATHHOYTLI rml,pecam |
fﬁl@m LokyMeHT |O,D,DK3!’MEHTE| Hok-HT ¥oaneH | OI‘IHCaHHEl &

&

OBHOBHTE

Xe B

Puc.3.2.32. Ctpanuua "Cessu”

Ctpanuua "lModnucu” otobpaxaeT nHdpopmaumo 06 LM gokymeHTa. Npu Boibope
MOAMNMUCK U3 CNINCKA CTaHOBATCS AOCTYMHbIMW KOMaHbl MPOBEPKM W yAaneHns nognuce.

JokyrieHt r [0l BnoseHwn r_% CBAzM r J IMNMonnucu r.ﬂmﬂﬁ]nbl rMpBl:aIbl |

HaHMEHDB...| CHCTEMA | CTartyc | ﬁ
huh_client  Sun SHA-1/.. 0K

MpoBepuTL Nognuch

*

¥aanuie Nognuck

Puc.3.2.33. Ctpanuua "Modnucu”

Ctpanuua "Ampubymsi” oToOpaxkaeT cBoncTBa AOoKyMeHTa. Cpeam HUX — opraHnsauusi, B
KOTOPOW co3aaH JOKYMEHT, Briagenew, u cTaTyc AOKYMEHTa, a Takke AaTbl CO3aaHus,
N3MEHEeHWA, pacnedvyaTkn 1 3KCrnopTa.

f JOKYMEHT r @ BnoxeHnwn r % CeAzn r j lMognucu r ATPMDYTEL r Anpecarsl |
Opranmzauma:  KnueHr

Bnasenew, : AJHWHUCTPATOP CHCTEHMbI

Cramyc : CoznaH

CoznaH: 16.01.2002 13:39:03

H3MeHen : 17.01.2002 11:22:46

PacnevartaH : 17.01.2002 15:17:57

JECNOPTUPOBAH :

Puc.3.2.34. Ctpanuua "Ampubymsi"

Crtpannua "Adpecamsi” npegHasHadeH Ansa Bbibopa agpecatoB Npu Npoueaype OTnpaBKu
nokymeHTa. Ecnn B pasgene "KoppecrnoHOeHmbi” mogyna "AOmMuHuUcmpamop cucmembi”
yKasaH BCero OfMH KOppecnoHAEHT, TO OH byaeT BbIOpaH B kayecTBe agpecara no
YMOYaHMIO ANS BCEX BHOBb CO34aBaeMbIX JOKYMEHTOB.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

r JorymeHt r @ BEnoxeHun r % CeAzn r J Mognucu r ATPHIYIEI r Anpecaikl |

HaumMeHoBaHHE
EaHK
BbiGpaTtb

Puc.3.2.35. Ctpannua "Adpecamai”

[nsa BbIxo4a M3 OKHa OOKYMEHTa MCMNOMb3YHTCS codeTaHms knasuw <A/f+X> unum
<Alt+F4>, nnbo nyHKT "Sakpbimb" pasgena "[JokymeHm", nnbo kHomnka 3akpbITb. Ecrnn
nocnegHve n3aMeHeHnst LOKyMeHTa He ObINN CoOXpaHeHbl, BEIBOAUTCS ANANoroBoe OKHO.

MoaTee p#.ae HHe
e

COXpaHUTL W3HEHEHHUA?

| Aa || Het ||0meua|

Puc.3.2.36. OkHO C NpeanoxeHnemM COXpaHuTb AOKYMEHT

Monb3oBaTtenb AOMKEH BbIOpaTb OAHY M3 TPEX KOMAHA:

e KHonka [da nogTrBepxaaeT COXpaHEHME U3MEHEHWI JOKYMEHTa U 3aKpbIBaEeT ero.

o KHonka HeT oTMeHsieT coxpaHeHne N3MeHeH JOKYMEHTa 1 3aKpbiBaeT ero.

e KHonka OTMeHa OTMEHSIET COXpPaHEHNE U3MEHEHMI U BO3BpaLLaeT B OKHO
JOKyMeHTa.

= KomaHga "Omkpbimb"

[aHHaa komaHga npegHasHadeHa Ansa NnpocMoTpa N pegakTUpoBaHNA paHee Co34aHHbIX
[OKYMEHTOB, NPU 9TOM UCMOMb3YETCs TaKoe XXe OKHO AOKYMEHTA, Kak 1 Mpu BbINOSTHEHUN
komaHgbl "Co3dame". YToObI BOCNOMNb30BaThCA 3TOW KOMaHAoW, TpebyeTcs npeaBapuTeNnbHO
BbIOENUTb JOKYMEHT B OKHE COAEPXUMOro nanku. Kpome Toro, Ans OTKpbITUSI BblAENIEHHOTO
OOKYMeHTa MOXHO HaxaTb knasuwy <F4> nnbo kHonky OTKpbITb NaHenn MHCTPYMEHTOB.

EWweé oanH BapuaHT OTKPbITb JOKYMEHT — HABECTM Ha HEro Kypcop "Mbin" n asaxabl
HaXkaTb €€ NeBYyH KHOMKY. ECnun JOKYMEHT yxxe OTKPbIT, BbIOOP 3TOM KOMaHAbl AenaeT OKHO
[OKYMEHTa aKTMBHbIM.

= KomaHpa "Konus"

OTa koMaHAa co3faeT KONuio BbIAENEHHOMO B CNMCKE AOKYMEHTA, N0 CBOEMY AENCTBUIO
OHa aHanornyHa komaHge "Korusi", Bbl3ablBaeMOM U3 OKHa AOKyMeHTa. [ToMMMO nyHKTa
"Konusa" pasgena "[JokymeHm", komaHAa OOCTYMHa No codeTaHumio knaesuw <Shift+F4> nnbo
kHonke Konus naHenu uHCTpymeHToB. Ecnn He BbIGpaHO HYM OOHOrO JOKYMEHTA, TO KOMaHaa
CO30aHnst Konun HegocTynHa. Ecnv BeiGpaH 0gnH OOKYMEHT, ero Konusi otobpaxxaeTtcs B
OKHe JoKymeHTa. Ecnun komanga npuMeHseTcs K HECKOSIbKUM BblOENEHHbIM JOKYMEHTaM, TO
nanka "B pedakyuu" NONOSIHATCS COOTBETCTBYIOLLMM KONTMYECTBOM KOMWI. Mpun aTOM
OOKYMEHTbI HE OTKPbIBAlOTCS U BbIBOAUTCA MHAOPMALMOHHOE OKHO.

2 KonnpoBaHke 10KyMe HTOB

Onepaupa KonWpoBaHue J0KHMEHTOR
Mpowno epeweny:  00:00:00

Ocranock BpereHy: 00:00:00

50%

Puc.3.2.37. NHdopmaums o KonmpoBaHUM OKYMEHTa

= KomaHpa "Ceolicmea”

[aHHas komaH4a OTKpbIBAeT OKHO CBOWCTB BbIOENEHHOMO B CNUCKE JOKYMEHTA,
cocTosulee u3 asyx ctpaHul. NMomumo nyHkta "Ceolicmea” paspena "[JokymeHm", komaHaa
[OCTyMNHa no codeTanuto knaeumw <Ctrl+G>. MNepexoa Mexay ABYMsi CTPaHMULAMKN OKHa CO
CBOWCTBaMU NPOUCXOAMT Mpu NOMOLLM 3aknagok. Ha ctpaHuue "Ampubymsei” oTobpaxKeHb!
HavMeHOBaHWe JAOKyMEHTa 1 ero Bnagene.
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&5 CpoiicTBa J0KYMe HTa
fmpuﬁyrbl rMpecaIbl |

HaumeHoBaHwe:

Branenew; | pnpuHMETHaTOp CHCTEHEI hd

Puc.3.2.38. Ctpanuua "Ampubymsi"
Ha ctpanuue "Adpecambi” MOXHO BbibpaTh, KOMY ByaeT agpecoBaH SOKYMEHT.
\% CroMcTBa JokyMe HTA

fmpuﬁylbl rMpecaIbl |
MHEIOWHEEA KDppecnoHaeHTL: | Mommareny:

’) BaHk
4
«

F's
[
OTMeHa

Puc.3.2.39. CtpaHuua "Adpecamnbi”

= KomaHga "lposepumb"

OTa KomaHaa No3BONSET NPOBEPUTL BblAENEHHbIE B CMIUCKE LOKYMEHTbI Ha NPaBUiibHOCTb
3anonHeHus, No CBoeMy AEUCTBUIO OHa aHanoruyHa komaHae "Mposepums”, Bbl3biBaeMon 13
OKHa gokymeHTa. Nomumo nyHkTa "flposepums” pasgena "JokymeHm", koMaHaa AOCTYMNHA
no HaxkaTuto knaeuwmn <F7> nubo kHonkn MpoBepnUTb NaHen MHCTPYMEHTOB.

Ecnun He BbIOpaHO HM OOQHOrO AOKYMEHTA, TO KOMaHAA NPOBEPKN HEAOCTYMHA.

Mpwn BbIGOPE OAHOIrO LOKYMEHTA LENCTBUSA CUCTEMbI TAKME XE, KaK NPU UCMOSNb30BaHNN
KoMmaHabl "Mlposepums", BbI3biIBAEMON U3 OKHa AOKyMeHTa. Ecnvm komaHaa npumeHsaeTcs K
HECKONbKMUM BblAeNeHHbIM AOKYMEHTaM, TO CUCTEMA BbIBOAUT UHPOPMALIMOHHOE OKHO O
BbIMOSTHEHUN onepaLmu.

£ Mpose pra J0KYME HTOR

Onepauma MpoEepKa A0KMEHTOR

MpowWo BpEHeHn:

OcCranock BpeMeHn:

Punc.3.2.40. Hdpopmaumsa o npouecce NpoBepkn [OKYMEHTOB

Ecnn Bce AOKYMEHTbI NPOLLIM NPOBEPKU, TO BbIBOAUTCHA COOTBETCTBYHOLLEE COoObLLEHME.
HMudpo prauma

J;g JOKyHEeHTEI NPOBEPKA NPOLWA

Puc.3.2.41. indhopmaums o 3aBepLueHun npoLecca NpoBepkn AOKYMEHTOB

Mpy HaxoXxaeHUK oWNGOK B NpoLecce NPOBEPKM rpyMnbl AOKYMEHTOB, cucTeMa
oTOGpaXkaeT CNMUCOK JOKYMEHTOB, He NPOLLUEALLIMX MPOBEPKY.
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% OwmbHH npoee pok
Joent
| R s o & B X =1
MNogpobHocy,  OtkpeITe MMognucatk Meyars MMepewectuib  ¥aanuib  Jakphiib
@‘ﬂﬁ E| THN A0KYMEHTA | Bnageney | Cramye | Hata | HDME{”
GF  NnaTekHoe NopyeHue AIMWHHCTR... CO20aH 17.01.2002
MNaTexHoe NOpyHeH e AIMWHHCTR... Co20aH 17.01.2002

D

Puc.3.2.42. Cnincok JOKYMEHTOB, He MPOLUEeALLNX NPOBEPKY

BbiGpaB JOKYMEHT 1 HaxkaB kHorKy MoapoBHOCTH, NoNb3oBaTeNb MOXET O3HAKOMUTHLCS
CO CMUCKOM OLUMGOK, AONYLIEHHbIX MPW 3anofHEHNM OOKYMEHTa.

.
(ﬁ Peaynbrat 0GpaboTiv JoKyMe HTa

HeeepHoO 3anonHeHo none "Cymama’
CYMMa UHdpamMK AomsHa Beime Bonkwe 0.
He zanonHedo none "MHH nonysatena”

Puc.3.2.43. Owmnbku JOKyMeHTa, He npoLueALLlero npoBepKy

MpoweaLire NpoBepKy OOKYMEHTbLI OTMEYaloTCA B CNNCKE "MTUYKON".

= KomaHpa "Meyamb"

OTa koMaHAa npefHa3HavyeHa Ans OTNpaBKu BblAeNEeHHbIX JOKYMEHTOB Ha neyvatb, no
CBOEMY JeNCTBUI0 OHa aHanornyHa komanae "Medyame", Bbl3bIBaEMOW U3 OKHa [OKYMEHTA.
Momnmo nyHkTa "Mevyams" pasgena "[JokymeHm", komanga OOCTYrMHa NO HaXaTuio KnasuLu
<F5> nu6o kHomnku MeyaTb NaHen MHCTPYMEHTOB.

Ecnu He BbIOpaHO HM OAHOrO AOKYMEHTa, TO NeYaTb HeJOCTyMNHa.

Ecnn gokymeHTbl BbIOpaHbl, TO MpY akTMBM3auumn KomaHabl kHonkon MevaTb AOKYMEHT
OygeT cpasy oTnpaBrieH Ha MPUHTEP, a MPU UCMONb30BaHUKN NyHKTa “Meyams" pa3gena
"[okymeHm" vnn knaBuwwm <F5> 0o Havana neyaty OygeT nokasaH ananor HacTpoek
npuHTepa. B npouecce oTnpaBku JOKYMEHTOB Ha nevaTb CUCTEMA BbIBOAUT
WHOPMALIMOHHOE OKHO O BbINOMHEHMM onepaunn. B cnncke AOKYMEHTOB BbIBEOEHHbIN Ha
neyaTb AOKYMEHT OTMEeYaeTCsa CTUNM30BaHHbIM M306paXKeHNeEM NpuHTEpa.

\% Mevats

JoxymaeHt MNnarteixHoe NOpy4HeHne

lNpowno epexeqy:  00:00:01

Ocranoch BpereHd: 00:00:01

50%

Puc.3.2.44. indopmaumsa o npouecce nevyaTn JOKYMEHTOB

= KomaHga "llpocmomp”

[aHHasa komaHga OTKpbIBAaEeT OKHO NpeABapuUTENbHOrO NPOCMOTPa NevYaTHON Bepcum
BbIOpaHHOro JOKyMeHTa, MO CBOEMY AENCTBMIO OHA aHanornyHa komauge "fpocmomp”,
Bbl3bIBaeMOM U3 OkHa AokymeHTa (cMm. Puc. 3.2.24). NMomumo nyHkTa "Meyams” pasgena
"HokymeHm", kOMaHAa aKTUBU3UPYETCH HaXaTneM coveTaHuns knasuw <Shift+F5> nnbo
kHonku MpocMoTp naHenu MHCTpyMeHToB. KoMaHaa npumMeHnma ToNbKo K 0OgHOMY
BblJeNeHHOMY JOKYMEHTY U He paboTaeT C rpynmnomn JOKYMEHTOB.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

= KomaHga "llepemecmums”

OTa komaHOa nepemMellaeT BblaerneHHble JOKYMEHThbl U3 04HOW nanku B Apyryto. KomaHaa
nepemMeLLleHNs CTaHOBUTCA AOCTYMNHOM NPW BblAENeHUN OOHOMO AOKYMEHTa UNW rpynmbl.

Momumo nyHkTa "Mepemecmums"” pasgena "[JokymeHm", komaHAa akTMBU3MPYETCH

HaxkaTuem kHomku MepemecTUTb NaHenu MHCTPYMeHTOB. B nyHkTe "Mlepemecmums” n3
nosiBnsitoLLerocs cnnucka Heobxoammo BbIbpaTh Nanky, B KOTOPyo ByayT nepemMeLleHbl
OOKyMeHTbl. Ecniv Takon nanku HeT, cnefyeT ucnonb3osaTtb NyHKT "Bbibpams narnky” v

YKa3aTb narnky B NoABMBLLEMCHA OKHE.

&5 BiGe pMTe nanky

@ @ M exonAWMe
- E E penakund (3)
@[ Ha nognuce (2

NI X

Puc.3.2.45. Buibop nankv Ans nepemeLlaembiX JOKYMEHTOB

Mpun HaxaTum kHonku MepemecTUTb ANa NepemeLLeHns ByaeT ncnonb3oBaHa narka, B
KOTOPYIO AOKYMEHTbI NepeMeLlanvcb Npu NpeabiayLien aktmuemusaunm komadgsl. Cnucok
nanok 6yaeT 3aBUCETb OT TOro, M3 KaKoW Nanky nepemMeLlarnTcs JoOKyMeHTbl. [nga Bbibopa
OpYyroun narku Unm Bbl3oBa OKHa CO BCEMM JOCTYMNHLIMU NankaMmy CUCTEMbI UCMOSb3YeTCS

KHOMKa CO CTUIM30BAHHOMW CTPEnkon "BHU3".

Fai P

Meperectuic| | ¥oanw

i x

-l

MNeperectmb| | ¥Yoanu

& Ha noanmce

(=% Ha omnpaeky

Ha omnpaery
E B penarumi

[*3 BriGpate namay

[} BriBpate nanky

Puc.3.2.46. KHonka Nepemectutb

Ecnu npu BbINOJTHEHUN onepaunn BO3HUKITU OLNBKM, cucTemMa BbIBOOUT OKHO CO CMMCKOM

OOKYMEHTOB.
@Omuﬁl{u NpH Ne pe Hoce JoKYMe HTOR
Joent
. R B W & B PO |
MogpobHocTM  OTKPBITE Me4ars 3aKpLITh
Lﬂ] b ﬂ THN AOKYMEHTA | Brnaneney | CTaTye | Hata | HDME4||
MnaTexkHOe NOpYHeHWe AAMWHHETR... JocTaened | 17.01.2002
EYE#  NnatesHoe nopyeHqe mag Noctagnen  16.01.2002
:| | b

Puc.3.2.47. Cnncok 4OKYMEHTOB, NP NepeMeLLeHNN KOTOPbIX BO3HUKIV OLLMGKM

BbiGpaB JOKYMEHT 1 HaxkaB kHorMKy MoapoBHOCTH, NoNb3oBaTeNb MOXET O3HAKOMUTLCS C

TeM, Kakue OLIMOKN BO3HUKIN MpW NepeHoce JoKyme

HTa.

[\% PexynpTat 00paloTHH J0KYME HTA

X]

HefocTATOUHO NOANMCE A N0 OKYMEHTOM

Puc.3.2.48. Owmnbku, BO3HUKLLNE NPU NEPEHOCE AOKYMEHTa

B yactHoCTH, ounMbKa BO3HUKAET npu nonbiTke nepeHoca AOKYMEHTOB C He4OCTaTO4YHbIM

KonMyecTBOM nognucen B nanky “Ha omnpasky”.

= KomaHpa "Yoanums"

OTa koMaHZa nepemMeLlaeT BblgeNeHHble AOKYMEHTbI B Nanky "YdaneHHbie" (0TKyga ux
MOXHO BOCCTaHOBUTb 0BpaTHbIM nepemeLleHnem). [ina aktuemsaumm KomaHapl
ucnonb3yeTcsa NyHKT "Ydanume" paspena "[JokymeHm", nnbo kHonka YaanuTb naHenu

WHCTPYMEHTOB, NnMbo knasuwa <Delete>.

I'Iepe,u, BbIMOJIHEHNEM KOMaHObl CUCTEMA 3anpalunBaeT noaTBepxXaeHne co CTOPOHbI

nosib3oBaTenAa.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

MonTee p:0e HHE

Bbi AEHCTBUTENBHD XOTHIE ¥AaNHTb BbLAENEHHbIE A0KYMEHTbIT
[r

Puc.3.2.49. 3anpoc Ha noaTBepXAeHe yaaneHus JOKyMeHTOB

BHUMAHMUE! NMpumeHeHne 3TON KOMaHAbI K cOQepXXUMOMY Nanku "YoasneHHbie"
YHUYTOXaeT AOKYMEeHTbl 6e3BO3BpaTHo.

MoaTee paeHKe

Bbl AEACTEMTENLHD XOTHTE YAANWTL BbLAENEHHbIE AOKYMEHTHI
83 BO3MOXHOCTH BOCCTAHOBNEHUA?

Puc.3.2.50. 3anpoc Ha noaTBepXAEeHWe yaaneHusi JOKyMeHTOB 13 nanku "YoanéHHeie"

= KomaHga "3akpbimb"

HaHHas komaHga obecneunBaeT BbIxo4 M3 nporpammbl. B npouecce Bbixoga byget
npon3BefeHO aBTOMaTMYECKOE apXMBMPOBaHME AOKYMEHTOB. [1ns akTMBu3aumm koMaHabl
ncnonb3yeTcsa NyHKT "3akpbimb" pasgena "[JokymeHm", nnbo kHomnka 3akpbITb NaHenu
WHCTPYMEHTOB, NNB0 codeTaHusa knaeuw <Alt+X> n <Alt+F4>.lNepen BbIXOOOM cucTtemMa
NPOn3BOAMT apX1BaLMio JOKYMEHTOB M 3anpallnBaeT NoaTBEPXKAEHME.

MoaTee p#.ae HHe

Bkl XDTHTE BLIATH M3 NPOTPaKMMbl 7
o

Puc.3.2.51. 3anpoc noaTBepXaeHns Ha BbIXxod U3 NporpamMmmbl

Paspgen "lpaska"

Mpaeka

Mopmuce  CeAsb  Or4E

@ Konupoearke TeKCT  Cirl-Inzert

@ Brinenuis Bcé Ctrl-&

4 Uckatb Ctil-F
Mepeirti

-

4 MNepean 3anuck
4 [Mpeabimnuan sanuck

» CRenyowan 2an1ck
M Mocneauan zanuck

Puc.3.3.1. KomaHael pasgena "lMpaska”
= KomaHga "Konuposamb mekcm"

OTa KOMaHZa CNyXuT Ansl KONMPOBaHUSA oparMeHTOB TEKCTa U3 NaHenu AoKyMeHTa. [ns
TOro 4YTtobbl MCMONbL30BaTb 3Ty KOMaHAY, HEOOXOANMO BbIAENUTb HYXXHbIV dparMeHT u
BblOpaTb NyHKT "Konuposambs mekcm" pasgena “lpaeka” unun HaxaTtb codeTaHne KIaBuLl
<Ctrl+Ins>. CkonMpoBaHHbIN TEKCT MOXHO BCTaBUTb B APYron AoKyMeHT. Hanpumep,
nonb3oBaTenb Co34an HOBbIN JOKYMEHT U HaXoAUTCH B OKHE peaakTupoBaHus. Heobxoaumo
BBECTM HOMEpP PacCYeTHOro cyeTa opraHmM3auumn, HO ee PEKBU3UTOB HET B CNPaBOYHUKE.
lMonb3oBaTenb MOXET NPOCMOTPETb CMMCOK JOKYMEHTOB B COAEPXUMOM Narku,
NepeKnYUBLLUCH B FNaBHOE OKHO NPOrpaMmbl Y CKOMUPOBATL HY>XXHbIN HOMEpP U3 ApYroro
[OKyMeHTa C NoMoLLblo Komanabl "Konuposame mexkem”.

= KomaHga "Bbideniumsb sce”

[aHHas KomaHaa BblAensieT BCe JOKYMEHTbI B OKHE CoAepXXMMoro nanku. [ns
aKTMBM3aLMKN KOMaHAbl NoNb3oBaTeNb MOXET BblOpaTb NyHKT "Bbidenums ec€” pasgena
"lMpaska”, nnn HaxaTtb coveTaHue knasuw <Ctrl+A> nubo kHonky BbiaenuTtb BCE naHenu
WHCTPYMEHTOB.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

= KomaHpa "Mickamp"
OTa komaHga 3anyckaeT NoACUCTEMY C OBbIYHBIM U pacLUMPEHHbIM NOMCKOM. Ans
aKkTMBM3aL MM KOMaHObl MOXHO BbIBpaThb NyHKT “Mickamb" pasgena "Mlpaska”, nnv HaxaTb
coyeTaHue knasuw <Ctrl+F> nubo kHonky UckaTb naHenn MHCTpyMeHToB. B nossusLLemcs
OKHE pacnonoXeHbl TPW CTpaHuLbl, NepeknoyaemMble 3aknagkamu. Ha ctpanuue “Mpocmod
rmouck" HeobxoaMMO ykasaTb narky, B KOTOpOW Oy4eT BECTUCh NOMCK, pa3blCKMBAEMbIN TEKCT,
a TaKke psa AONOMHUTENbHLIX MapamMeTpoB Nomncka.
5 Momck g@
Mouck  Hactpoii

# S

Hckate  Sakpeine

(I‘Ipucmﬁ NOMCK r PaciiMpeHHbIA NOUCKE r Peaynbrarkl |

Hckatke— §§ ~TlapaMeTpel NOMCKa |
¢ il 000 "Knuenr” || Texer: [320
[E BrogAawme [Z] yumibIBaTE pRrMCTD

@ ﬁ WcxoaAwmMe
@ WIanEHHEIE

[Z] nonnoe COBNafeHue

[[] BCE A0KYMEHTLI

[v] BKMIOYAA NoanaNKH

Pwuc.3.3.2. Ctpanvua "Mpocmot nouck”

Monb3oBaTenb MOXET yKka3aTb AONOMHUTENbHbIE NapamMeTpbl noucka:

e [lapameTp yuuTbiBaTb pernctp TpebyeT CTpororo COOTBETCTBUSA PErNCTPOB OYKB
pa3sbICKMBAEMOro U MPOBEPAEMOro TEKCTOB.

e [lapameTp nonHoe coBnaaeHue NogpasyMeBaeT, YTO Pa3bICKMBAEMbIN TEKCT HE
ABMNSETCH YacTbio APYroro criosa.

e [lapameTp Bce 4OKYMEHTbI NCMOMNb3yeTcsa AN POpMMPOBaHMS CMMCKa BCEX
[OKYMEHTOB BO BCEX Marnkax CUCTEMbI, MPU 3TOM NpoBepKa Pa3bICKUBAEMOro TEKCTa
He MPOun3BOANTCS.

e [lapameTp BKnoYas nognanku ykasblBaeT CUCTEME, YTO NMOUCK HEOOXOAMMO BECTU
BO BCEX Marnkax, BXogsLWmMX B COCTaB BbIOpaHHOM Nonb3oBaTenem nanku.

MyHKT “Mpynnupoeka 6 apxmee” pasgena "Hacmpoliku" No3BonsieT U3MeHUTb NOPSIAOK
oToBpaxeHnss OKYMEHTOB, PACMONOXeHHbIX B apxmBe (CM. komaHay "lpynnuposka 8
apxuee" pasgena "Hacmpodku").

Ha ctpaHuue "PacwupeHHbIl nouck” nonb3oBaTernb MOXeT Yka3aTb CNOXHble napameTpbl
noucka.

ii_’%l'loncx E]@

Mouck Hacipoi

% 5

Hckatk  Jakpeie

[ Mipoctoit nonck. | PacumpeHbii nonck | Pesynbraibl

Mekarbe | | Tun rMag Pbl NOHCKa
[ aﬁ A03T "TECT" 4 AKT YCTAHOBKM CHCTEME= Mcnonliaoaa'rd I'IoneraprweHTICTawd vcnoaue| ol
t v| HaneuaraH it
|| [AKT ¥YCTAHOBKH CUCTEM|
@ BrogAume |- [v| BEaHK NNaTenblWHEa  [COA8PM... HYIEETEL

. Iﬁ Wexomaupe ArugnToBantoe nopyenm |
2| |Bx 2 NNaTexu o

@ YOANEHHBIE | & AL ; CBOHCTBA

= || |Brucka no BanioTHOMyY N i

G wasnanw || |[Beinucka no nw, cvery (p : )

& = ape "Mep || [BeInMeka no nuueeory cue i

| ¥aanuie
:|| |AedeToBoe aBH30

HypHan 00patoTEM A0KM =

Janeka Ha NpoaaNy CB_KOH i Jarpyauis

Al [3 Ha aKKpes) =]
1[E I3 | N | [w] )] & COXpaHMTL

[¥] rrmovan nogmania || || [C] exmioyan gce b

Puc.3.3.3. Ctpanvua "PacwupeHHbil nouck”

B yacTHoCTH, B OKHE, pacnofioXXeHHOM cripaBa OT MepapXMYecKon CTPYKTYPbI Namnok,
MOXHO BbIGpaTb TUMN AOKYMEHTOB, Cpeaun KOTopbix 6yaeT npomssoantbest nomck. Mpu Boibope
napameTpa BKJllOMas Bce TUNbI NOUCK ByaeT BECTUCh CPean AOKYMEHTOB BCEX TUMOB.

[nsa kaxaoro Tuna JOKYMEHTOB MOXHO yKa3aTb NapameTpbl pacLUMPEHHOrO Noucka,
oToGpaxkaemble B TabnmyHom oopMe B NpaBon YacTu CTpaHuubl "PaclwupeHHbIl nouck”.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

Monb3oBaTtenb MoXeT 06aBUTbL HOBLIV NapaMeTp HaxXaTuem kHornkv [lo6aBuTb, M3MEHUTb
BblAENEHHbIV MapamMeTp C NOMOLLbIO KHOMKM CBOMCTBA, a kKHomMKa YaanuTb CIYyXUT OANng
yOaneHus HeHy>XHbIX NapaMeTpoB.
OkHO napameTpa pacLunpeHHoro nouncka cogepxut kHonkn OK n OTmeHa, cniyxawume ans
noaTBEPXAEHMS UM OTMEHbI Bbibopa nonb3oBatensi, 6nok Mone/AprymeHTt/CtaTtyc,
COCTOSILLMIA 13 BbiNaJatoLwero cnucka, a Takke 6nok MapameTpbl NOMCKa, BHELLIHUA BUS,
KOTOPOro 3aBUCUT OT TOrO, Kakon anemeHT Obin BbiOpaH nonb3oBaTtenem u3 cnmcka 6noka
Mone/Apryment/CTtaTtyc. bnok NMone/AprymeHT/CTaTyCc COOAEPXKUT CNINCOK, COCTOALLMI U3
nonemn JOKyMeEHTa, ero atpmbyToB, COCTOSIHWIA U CTaTyCOB.

& JobBaeTb yCNOBHE ) JoBaEMTL YCNOBHE & JobaeuTs yCNoBHE
~Tlone/apnmeHticratyc ~TlonefapryMeHTICTaTyC ~Tone/apryMeHT/cranyc
|EaHK nnarenkcuwMra 7 | |rD,[l, AOKyMEHTa = | |"_VI'II€I 1.1 = |
~TlapameTpbl noMCKa ~TlapaMeTpsl NOWCKa ~TlapaMeTpbl NOUCKa
Texcr: | | Vipagwa | | ¥ pagHo | |
[_] yuuTLIBATE pETUCT Ol ’— [l Gonbwe | |
[L] nonnoe coenageHue [ml ’— [ mexbwe | |
Ommena OTneHa
OT1mena
Puc.3.3.4. OkHO napameTpa pacLUMpPEHHOro nomncka
Mpwn BbIGOPE M3 cnncka Kakoro-nnbo nonst AokymeHTa 6nok MapameTpbl noncka
BbIMMSAMT cnegylowmum obpasom:

e Ecnu none pokymeHTa coaepXuT TEKCTOBbIE AaHHble, TO Briok MapameTpbl noucka
coaepxut none TekCT, B KOTOPOE BBOAMTCS pasbiCKMBaeMbl TEKCT. [TapameTp
y4uTbiBaTb PerucTp Tpe6yeT CTPOroro cooTBeTCTBUA pEerncTtpoB 6yKB
pa3blCKMBaAeMOro n npoBepAemMoro TeKkCtoB, napamMmeTp nosiHoe coBnageHue
nogpasymeBaerT, 4YTo pa3bICKVIBaeMbIIZ TEKCT He ABNAEeTCA YaCTbio 4pYroro crnosa.

e Ecnu none gokymeHTa coaepXut gaty, To 6nok MNapameTpbl noMcKa coaepxuT
nond paBHa, OT U 40, ClieBa OT 3TUX nonen pacnonoXeHbl BbIKIHO4YaTenun. I'Ile
BbIOOpE COOTBETCTBYOLLMX BhIKIIOYATENEN NONCKOBas cuctema bygeT uckatb
OOKYMEeHTbI, B KOTOPbIX AaTta B nore, ykaszaHHoMm B 6noke MNone/AprymeHTt/CTaTycC,
NOMHOCTLIO COBNagaeT C AaTon, BBEAEHHOW B NOMe paBHa, UK e HaxoauTcs B
NPOMEXYyTKe Mexay AaTtaMu, yKa3aHHbIMU B NONIAX OT U A0. ,D,J'Iﬂ BBOAA AaT B nongd
paBHa, OT 1 4O UCNOJIb3YOTCA KalneHgapu, Bbi3biIBaeMbl€ KHOMKaMU,
pacnofioXXeHHbIMU CrpaBa OT 3TUX nonewn.

L] Ecnu none OOKYMeHTa COAOEepPXKUT YNCIEHHbIE AaHHble, TO onok I'Iapameprl NMOUCKa
COOEPXNT MNOJ1d paBHO, 6onblie 1 MeHblUe, CrieBa OT 3TUX Nonen pPacnoJioXeHbl
BblIKIo4aTenu. I'Ile Bbl60pe COOTBETCTBYHOLNX BbIKIlOMaTENEN NOUCKOBAsA cnuctema
OydeT nckatb JOKYMEHTbI, B KOTOPbIX YMCIIO B NOSle, yKazaHHOM B 6roke
Mone/AprymeHTt/CTaTyC, NOMHOCTLIO COBNAAaeT C YNCNOM, BBEOEHHOM B one
PaBHO, U Xe HaxoOQUTCA B NMPOMEXYTKe MeXxay Yncnamm, ykasaHHbIMU B NMONAX
Gonblue 1 MeHbLue.

& JobaeguTp ycnosue & JobaeguTp ycnoeue & JobaguTb yCIoBHE
~TlonefaprymMeHrcrayc ~TonefaprymeHTicrayc ~MonefapryMeHrcranyc
|C1awc w7 | |Bna,u.eneu. w7 | |Hane-|a1au w7 |

~MapameTpbl noucka

~MapameTpbl noncka

CoznaH
O1npaeneH
Jocragned

A E»

AJMUHUCTPATOP CHCTEMBI
Monezoearens

~TMapameTpsl noucka

i Aa

(® Het

Puc.3.3.5. OkHO napameTpa pacLuMpeHHOro nomncka
Mpu BbIBOpE U3 cnrcka aTpubyTa, COCTOSIHWUA UNn cTatyca AOoKymeHTa 6ok MapameTpbl
nowucka BbIrMSAWT criegyrowmm obpasom:
e Ecnu ns cnncka BolbpaH anemeHT "Cmamyc”, To 6nok MapameTpbl noucka
COOEPXKUT CMNCOK BCEX BO3MOXHbIX CTaTyCOB A5 AOKYMEHTOB AaHHOro Tuna.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

e Ecnu ns cnncka BblbpaH kakon-nmbo 13 atpnbyToB AOKYMEHTa, TO BUA Bnoka
MapameTpbl noucka 3aBncuT OT TMNa atpubyTa. Hanpumep, ecnu BoibpaHbl
aTpubyTbl "OpeaHusayusa” wunu "Bnadeney”, To 6nok MapameTpbl NOUCKa COAEPXUT
CMUCOK BCEX BO3MOXHbIX apryMeHTOB A1 faHHOro atpmbyTa. A ecnv BblOpaHbl
aTpnbyThl [Jama co3daHus", "[Jama neyamu" n nm nogobHele, To 6ok MapameTpbl
nouckKa COOEPXKMUT Nons paBHa, OT 1 A0, CreBa OT 3TUX MOMEN PacnoNoXeHbl
BbIkNtoyatenu. MNMpu Beibope COOTBETCTBYIOLUX BbIKMOYATENEN NOMCKOBasA cucrema
OyaeT uckatb AOKYMEHThI, B KOTOPbIX AaTa aTpubyTa, yKasdaHHOro B 6rioke
Mone/AprymeHTt/CTaTyC, NONTHOCTLIO COBMAAaEeT C AaTOW, BBEAEHHOW B NOJie paBHa,
UK XXe HaxoauTCH B MPOMEXYTKE Mexay AaTaMmu, yka3aHHbIMW B NONsxX oT v go. [ns
BBOJA AaT B MOSiA paBHa, OT 1 A0 UCMOMb3yTCA KaneHaapw, Bbi3blBaeMble
KHOMKaMM, pacnosioKeHHbIMW CripaBa OT 3TUX MOSeN.

e Ecnu ns cnucka BbIOpaHo kakoe-To U3 COCTOSIHWIA JOKYMeHTa, To 6ok MapameTpbl
nouckKa CoAepPXKUT KHOMKY-NepekmnoyaTenb ¢ AByMS 3HaveHnsmu Oa/Her.

MapameTpbl paclUMpeHHOro nomcka MoryT ObITb COXpaHEHbI B OTAENbLHOM doaiine ¢
MOMOLLBIO KHOTMKM COXpaHI/ITb;

&:3anpoc ume uu thaina

BoeauTe us: | | ‘

Puc.3.3.6. CoxpaHeHue napameTpa pacLUMpeHHOro noucka

an/I 9TOM noJib3oBaTesib A0JKEH BBECTU Ha3BaHNeE d)aﬁna COXpaHAeMOoro napameTpa.

COXpaHéHHbIe napameTpbl MOryT ObITb 3arpyxeHbl nonb3oBarerfiemMm n3 cba|7|na n
Ha3Ha4eHbl 414 paCllMpeHHOro noncka Tekywero Tuna JOKyMeHTOB. [ns atoro HeobxoaMmMo
Ha)XaTb KHOMKY 3al'py3VITb.

Buibop cnMcka yCnoBWH

BrLIGepHTE CIIMCOK YCNOEHI
[ 7]

Puc.3.3.7. 3arpy3ka napameTpa pacluMpeHHOro nomncka
Monb3oBaTternb OOMKEH BblOpaTh COXpaHEHHbI NapameTp U3 BbiNadatoLlero cnmcka,
nocrie Yero OH NosIBUTCS B Tabnn4yHon hopme B NpaBoii YacTu cTpaHuubl "PaclupeHHbIl
nouck".

Ha ctpanuvue "Pe3ynbmambi” oToOpaxatoTcst OKYMEHTbI, B KOTOPbIX CMCTEMA
oBHapyXuna TeKcT.

\uﬁ Momck [Z]@

B orymeHt Hactpoiim

E B B E . & ® . o x f

TEPRITE Konua  Onepaumm  3xcnopt Meqats  TepeMectHie  ¥OanuTe  Jappoib

MpOoCcToi NDUCK rPaCIIIHDEHHbIﬁ NOMCK r Peaynbiaibl |

Manka |Lﬂ],ﬂﬂ E| Tunaowymenta | Enaneneay | crame| nata  [Homep| cywma | Monyarens
AQ3T"TECT" | ApxME MnaTésHoe NopyHeHHE ATMUHMCTAATOR CHETEMB CozgaH 18.07.2002 f 100000,00 000" "3ken...
AQ3IT"TECT" | ApxME TEKCTOEBIA AOKYMEHT  AAMMHWCTRATOP CHCTEME Co30aH

Puc.3.3.8. Ctpanuvua "Pe3ynsmamsbi”

HangeHHble LOOKYMEHTbI MOTyT ObITb OTKPbITbI, CKONMMPOBaHbI, BbiIBEAEHbI HA NeYvyaTb,
nepemMeLleHbl B ApPyryro nanky n yaaneHbl.
Ecnun He HanaeHo HYM ogHOro LOOKyMeHTa, CUCTEeMa BblIBOAUT VIH(bOpMaLI,I/IOHHOG OKHO.

HMudboprsauma

%jﬁ JA0KMeNTbI, YO0BNETBOPSIOWME YCIIOBMIO 0TG0pa

j He HaiOEeHb!
Puc.3.3.9. Hdopmauus o HyneBom pesyrnbTaTte novcka
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

= KomaHga "lMepedmu”

Ota komaHga npeacrasnseT cobon MHCTPYMEHT ANs HaBuraumMm BHYTPU Nanku.
Monb3oBaTtenb MOXET BblAENUTL NEPBbIN, NPeablAyLLni, cneayoLwmn nnm nocrnegHni
OOKYMEHT B Narke, UCNosb3ysi CNIMCOK KOMaHf, NOsIBNSIOLLUIACS Npu BbiIOOpe nyHKTa
"lMepetimu” paspgena "Mpaska”. 3Tn xe kKoMaHabl Ay6nNMpoBaHbI cnpaBa Hag cCoaepXMMbIM

nankn ¢ AOKyMeHTaMW.
B 4 » M

Puc.3.3.10. KHonkn nepexoaa mexay 3anvcsamm
Pasgen "MModnuck”

Moanuce |
ﬁ‘;‘ Moanucats »
ﬁ MpoBepUTL NOANKUCE  Shift-F7
ﬁ ¥nanurb noanKch 4 client1

1

¥aanuib BCE NognucK

Puc.3.4.1. KomaHgbl pasgena "Modnuck”
= KomaHpga "lodnucamp"”

OTa koMaHZa No3BONSAET NOANUCATL AOKYMEHT Unu rpynny AokymeHToB OLIM, no ceoemy
OEencTBMo OHa aHanornyHa komange "fodnucek”, BbI3bIBaEMOM U3 OKHa AOKyMeHTa. [ns
NCMoNib30BaHUSA AaHHOW KOMaHAbl HEO6X0OUMO BbIAENNTL LOKYMEHTbI, BbIOpaTh MYHKT
“Modnucams" pasgena "lModnuck", 3aTem ykasaTb NOANUCb N3 NOSBUBLLEroCs Crucka.
MoanucaTb JOKYMEHT MOXHO Takke HaxaTtmeM kHomku MognucaTtb naHenm MHCTPYMEHTOB,
npu aTom ByaeT ncnonb3oBaHa NOCNeAHss NPUMEHSBLIASACA NOLNUCH.

Pagom c kHonkow MognucaTtb pacnosioXXeHa KHOMKa CoO CTUNM30BaHHOW CTpenkon "BHU3",
npeaHasHadveHHasi aAns Bbibopa noanucu.

g

Moanucars

buh_client
director_client

Puc.3.4.2. KHonka Mognucartb

Ecnn y nonb3oBartens, NnogroToBMBLLEINO JOKYMEHT, HET MpaBa Ha Nognuchb, OH 06s13aH
ucnone3oBaTb KoMaHay “Mepemecmums” 13 pasgena "JokymeHm" ons, Toro, 4Toobl
nepeHecTy roToBble 4OKYMEHTLI B nanky "Ha nodnuck”, rae oHn 6yayT nognucaHsl
YNONTHOMOYEHHBLIM PaBOTHUKOM.

lMepen nognuceto cuctema NpoBEpPSIET NPaBUNBHOCTL 3aMoSIHEHMS AOKyMeHTa. B cnyyae
HaxoXaeHusi OLIMOOK cncTeMa onoBecTUT 06 3TOM Nonb3oBaTens.

& OwmGiM npoge pok
A oryHeHT
2 B %K & i 4.
MoapodHocTd  OTEPLITL Moanucars Meyatb [lepeMEcTHTb  ¥RANUTL  Sakpbitk
Lﬂ]ﬂ 4 E] TN BOKYMEHTA | Bnagenen | crave | mata | Home
MnaTexHoe NopydeHMe AIMUHHCTR. .| COZ43H 17.01.2002

[ »

Puc.3.4.3. Cnncok OKyMEHTOB, He NPOLLEALLIMX MPOBEPKY

BbibpaB 4OKyMEHT 1 Haxas KHorky MoapobHOoCcTH, nonb3oBaTelb MOXET O3HAKOMUTHCS
CO CMUCKOM OLMBOK, AONYLLEHHbIX MPU 3anofIHEHMN JOKYMEHTa.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

Ecnn ooKyMeHT 3anoniHeH nNpaBuribHO, OH ByaeTt nognucaH SUIT.

B npouecce nognucu rpynnbel OKYMEHTOB CUCTEMa BbIBOAUT MHGOPMALIMOHHOE OKHO. B
Cnncke OOKYyMEeHTOB HOﬂﬂwcaHHblﬁ OOKYMEHT OoTMe4YaeTCcAa CTUIMN30BaHHbIM V|3o6pa>|<eH|/|eM
aBTOPYUYKU.

£ MoANMCH J0KYMe HTOR

Onepauma MNoAnKch A0KYHEHTOR

Mpowno epexens:  00:00:00

Ocranock BpeMeHH:

0%

Puc.3.4.4. MNpouecc nognncy 4OKYMEHTOB

= KomaHga "lpoeepumpb rnodnucs”

[daHHasa komaHaa 3anyckaeT npoueaypy nposepku LI BblgeneHHbIX B nanke
OOKYMEHTOB, N0 CBOEMY OeNCTBUIO OHa aHanorn4Ha komange "Mposepums nodnuce”,
BbI3bIBAEMOW 13 OKHA AOKYMeHTa. [Ana ncnone3oBaHnst 4aHHOW KOMaHAbl HE06X0ANMO
BbIOENUTbL JOKYMEHTbI U BblOpaTh NyHKT "Mposepums nodnuck” pasgena "Modnuck”.
[MpoBepuTb NOANNCL AOKYMEHTA MOXHO TakKe HaxaTnem codetaHus knasuw <Shift+F7>.
Mpu npoBepke BLIM ogHOro JOKYMeHTa B cryvae HaxoXaeHust oLuMboK cucTema BbIBOOUT
OKHO C OMOBELLEHNEM.

Mudpo prianina

,J§ MNoAnKCEH DTCYICTBYET

Puc.3.4.5. OnoBelyeHne o6 owmbke npu nposepke ALM gokymeHTa

B npouecce nposepku SLIIM rpynnbl 4OKYMEHTOB CUCTEMA BbIBOAUT MHGpOPMaLIMOHHOE
OKHO.

E [pose pra noanuce i JoKYMe HTOR

MNoaoxaure, noxammcra. MOEr nposepKa NognNUCed A0 HEHTOB

Puc.3.4.6. Mpouecc nposepku SLUIM rpynnbl AOKYyMEHTOB

Ecnu npu nposepke SUIT rpynnbl AOKYMEHTOB OLWMGBKM He Bbinn obHapyXeHbl, cuctema
BbIBOAMT OKHO C OMOBELLEHNEM.

HMuchoprauma

J;§ lMpoBepka NOANMCEN NPOWNa YCNewH

Puc.3.4.7. OnoBeLyeHne 06 oTcyTcTBUM owmnbok npu nposepke AL rpynnbl 4OKYyMEHTOB

Mpun HaxoxaeHun owmnboK cucTema BbIBOAUT OKHO CO CMIMCKOM AOKyMeHTOB, LI koTopbix
COOEPXKNT OLLNBKN.

E Pe3ynbTaT npoee pKH
J oryMedT
2 B ® & B X &1
MoapodHoctn  OTkpene Mognucats Meyars TMepeHecMis  ¥Ranute  3apphbiib
Lﬂ]tﬂ > E| TWn OOKYMEHTA | Bnageney, | Cratyc | Hata | Home
MnaTexHoe NOpY4EHME ALMUHKMCTR... Co3aaH 17.01.2002

<]

Puc.3.4.8. Cncok gokymeHToB, 3L KOTOpbIX COAEPXUT OLIMGKM

[»
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

Haxag kHonky MNogpo6HocTH, Nonb3oBaTenb MOXET 03HAKOMUTBLCS CO CMIMCKOM OLLIMBOK,
BO3HMKLIMX Npu npoBepke LM gokymeHTa.

[\% PezynbTaT 00paboTiH Jokyme HTA

MOANHEE HEEEEHE |

Puc.3.4.9. Ownbkm npu nposepke LM rpynnbl 4OKyMEHTOB

= KomaHpga "Yoanums nodnuck”

[aHHas Komanga npegHasHadeHa anga yaanenunsa JLUIM gokymeHTa nnm rpynnbl
AOKyMeHTOB. [Ins akTnBmnsaumm KoMaHabl He06X0AMMO BbIAENUTL AOKYMEHTbI, BbIOpaTh NYHKT
"Ydanums nodnuck" pasgena "Modnucek”, 3aTem ykasatb yaansemyio LI 13 nossmsLuerocs
cnucka. Ans yaaneHus scex QUM cneayet ykasaTb NyHKT "Ydanums ece nodrnucu”. B
npouecce yaanenuns SN rpynnbl AOKYMEHTOB cuctema BbIBOAUT MH(POPMaLMOHHOE OKHO.

:% YoaneHHe moanMcu

Mopoxaure, Noxamicta. MaET ynaneque nognucei

Puc.3.4.10. MNpouecc yaanexnus 3LMMN rpynnbl JOKYyMEHTOB
Pasgen "Cessb”

gBﬂ:;b| Omérsl  Hactpoiin  Cep

@ OOHEHATECA A0EYHMEHTAMN

[ﬁ Jawmdpoeare
ﬂ Pacumdpogats

Puc.3.5.1. KomaHgbl pasgena "Cessb”
= KomaHpa "ObmeHsimbcsa dokymeHmamu"

C NOMOLLIbIO 3TON KOMaHb! 3anyckaeTcs aBTOMaTUYECKUn ceaHc cBaAsn. [ina eé
aKkTuBM3auun ncnonbayeTca nnmbo nyHkT "ObmeHsmbcsi dokymeHmamu” pasgena "Cessb”,
nnéo kHonka O6MeH naHenu MHCTPYMEHTOB.

Mpu obmeHe pokymeHTamu 6yayT obpabaTbiBaTbcA AOKYMEHTEI U3 nanku "Ha otnpaeky”,
Ky4a AOMmKHbI ObITb NepeMeLLeHbl OKYMEHTbI, NMOAMMCaHHbIE BCEMW HEOOXOANMbIMM
nognucamun. ina nepeHoca ncnone3syetcs komanaa "llepemecmums” N3 pasgena
"okymeHm".

lMocne akTMBM3auumM KOMaHabl cMCTeMa OTOBpaxaeT OKHO C MapameTpamMun CBS3N.

&= Mapame Tpbl CBAZM

| OpraHWzauna | Mepenada | MprEm | Mapone | Cnocof ceazn _m

KnHeHT ] v M Panoesi 0fMEaH
OTHeHa

Puc.3.5.2. NapameTpbl cBA3M

B aTOM OKHe nonb3oBaTeNb LOIMKEH BbIMONHUTL Psif, HACTPOEK:
*  YkasaTb BuA CBA3W (OBYXCTOPOHHSAS — MPUEM U nepedaya AOKYMEHTOB UMnu
OLHOCTOPOHHSISI — TONBbKO MPUEM 1nn TONbKO nepedadya).
» BBecTu naponb AN NOAKIIOYEHUS K cUcTeMe nepegaym (ecny Tpebyercs).
= 3apatb cnocob cBA3M (C NOMOLLBIO pacKkpbiBaeMoro cnucka B none Cnocob
CBA3M).
= HauaTb ceaHc cBs3u (HaxaTtmem kHonkm "OK").
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

3aTtem HaYHETCA aBTOMaTMYECKOe LIMpoBaHNE JOKYMEHTOB M3 nanku "Ha omnpasky”.

£ 06MeH 0K YMe HTaMM

LWincpy ALY

OCTaHOBMTE

Lliuchy of Knuwent ana bauk bl ™
I 0%

Janaun | Oum |

Fagaua | CocToAnue
LM tPOEaHHE K0 4ALLMY D0KYMEHTOE BEINONHABTER
OBMEH DOKYMEHTAMM KNWEHT Yepes MaRnoeslid 0fmMeH
FPacwHdpoeka M NPHEM EXO0 DALMY OO0KYMEHTOE

Punc.3.5.3. lndopmaumsa o Havane wmdpoBaHNs JOKYMEHTOB

MoABUTCS OKHO C NpeasioXeHMeM NoaBuraTb KYpCopoM MbILLM ANS reHepauuy cryyYanHoro
yucna, Heobxoammoro Ansa GesonacHo Nnepeaayn Naposs ceaHca CBA3MN.

- il
e e PAUHA CTYUAHHOTO YHC T4

.
B N
“

MofedraiTe, NoXanyACTa, MEIWKEOR B OKHE.
L —

Puc.3.5.4. leHepaunsa cnyyanHoro uncna

Ecnu B npouecce wndpoBaHnst BO3HUKIM OLLIMOKN, CUCTEMA BbIBEAET OKHO CO CMMCKOM
[OOKYMEHTOB, KOTOPbIX HE yaanoch 3alwmngpoBaTth. BeibpaB JOKYMEHT 1 HaXaB KHOMKY
NMoppo6HoCTH, NoNb3oBaTENb MOXET 03HAKOMUTLCS C MPUYMHAMU, MO KOTOPbIM HE yaanoch
3awmndpoBaTb JOKYMEHT.

[\% PezynbTaT 00padoTHH J0KYME HTA
He yka3aHk! NONyHaTENH LOKYMEHTS |

Puc.3.5.5. Ownbkun, Bo3HMKLLIME NpY LUMEPOBaAHUN [OKYMEHTA

Mocne wndpoBaHNs OKYMEHTOB CUCTEMA MOOKTHOYUTCS K BHELLUHUM KOMMYHMKaLUOHHbBIM
cpefcTeaM v NpounseefeT oTnpaBky/nonyyeHmne AokymeHToB. CeaHC CBA3W U BbINOMHAEMble
cucTemon gencTens oTobpaxaroTcsi B MHGPOPMaLMOHHOM OKHE Ha cTpaHuue "3adayqu”.
NHbopmaums o BO3HMKHOBEHUM OLLMBOK BO BpeMs oBMeHa AOKYMEeHTamMu NosiBUTCA Ha
cTpanuue "Owubku”.

OTnpaBneHHble 4OKYMEHTbl ByayT nepemelleHsl B nanky "OmnpasneHHsie” ¢
COOTBETCTBYHLUMM U3MEHeHNeM ctatyca. [ony4yeHHble OT KOPPECMNOHAEHTOB AOKYMEHTbI
OyayT nomelleHbl B nanky "Bxodsuwue”. Ecnu HacTpoeHa aBToMaTtuyeckas obpaboTtka
BXOASALLMX AOKYMEHTOB, TO OHU MPOMAYT HeobxoamMMyto 06paboTky.
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KOMWUTA KYPbBEP JE™. KomaHAabl rMaBHOro MEHH0.

= KomaHga "Sawugpposamp”

C nomoLLbio 3TOM KOMaHAbl OCYLLEeCTBNAETCS npeaBapuTensHoe WwindpoBaHue Bcex
[OKyMeHTOB B nanke "Ha omnpasky”, 4To CyLLeCTBEHHO COKpaLLlaeT BpeMsl ceaHca CBA3W.
[na eé akTmBusaumm ncnonb3yeTtcs NyHKT "Sawugbposams” pasgena "Cesasb”. Mpouecc
LWnhpoBaHMsa oTobpaxaeTcs B MH(POPMaLMOHHOM OKHE.

& Wincpporanme JoKyMe HTOR

JeidcTene DOpMUPOBAHKME (halnoe anA baHk
Mpowno BpereHy:

Qcranock BpeHeHH:

Puc.3.5.6. lNpouecc wndpoBaHus

Ecnu B npouecce wndpoBaHns BO3HUKM OLLIMOKN, CUCTEMA pearmpyeT Ha HUX Tak Xe, Kak
W Npu WMdpOoBaHMU BO BPEMS BbINOMHEHNS KoMaHabl "ObmeHssmbcss QoKymeHmamu'".
3almdpoBaHHbIN AOKYMEHT OTMEYaEeTCs B CNUCKE CTUMN30BaHHBIM N300paXxeHneM 3amka.

|@%|ﬁ EJ THN O0KYMEHTS |

MnartexHoe NopydeHue 1

Puc.3.5.7. OTmeTka 3aumnpoBaHHOro JOKYMEHTa

= KomaHga "Pacwugpogamsb”

OTa komMaH4a ncnonb3yeTcsa Ans pacmdpoBKN AOKYMEHTOB. Takas HeobxoamMocTb
MOXeET BO3HMKHYTb MOCHEe aBapumHOro 3aBepLueHns ceaHca CBA3M, NOBMEKLEro 3a cobon
npexaeBpeMeHHoe npekpaLleHne onepauun obMmeHa JOKyMEeHTaMu, Unm ecriv BO BpeMs
ceaHca CBs3M He 6bINno HeobxoaMMOro Knoya W pPoBaHUS.

Pasgen "Hacmpodku"
= KomaHpga "lpynnupoeka e apxuse”

OTa koMaHAa No3BONsAeT CrpynnMpoBaTh JOKYMEHTLI B apXmMBe CUCTEMbI NO Pas3nNUYHbIM
KpuTepuam. [na e€ aktmBmsauum Heobxoanmo ykasaTtb NyHKT "Hacmpotiku nonb3oeamens”
pasgena "Hacmpolku", 3atem nyHKT "[pyrnnupoeka e apxuse” n U3 NosABMBLLEroCs Crnmcka
BbIOpaTh BMA, rpyNnUPOBKK.

JanonHeHue no ymonuaHuio b
JanonHeHue Npu KONUPOEAHUA b
[ npoeepian »

CmeHa napons

Hacipoira MeHo

O0patoTEa BX0aALNE »

[ IiNMpoBKa B apxuBe } ® MMepuon+Tun

CTUNbL BHEIIHETD BUO A } Z BnageneusTun+Mepuon,

2 Mepuoa+Tun+Cramyc
O Tun+Nepuos,
0 Cratyc+Mepuon+Tun

Puc.3.6.1. [NapameTpbl rpynnMpoBKN AOKYMEHTOB B apXMBe CUCTEMbI

Ecnu Bbibpath TMn rpynnuposkm "MNepunoa+Tun+CraTtyc”, TO Npn packpbiTUm nanku
"Apxug" cuctema oTobpasmnT CNMCOK NanokK, Kaxaas n3 KOTOpbIX COOAEPXUT JOKYMEHTHI 3a
oOMH MecsL.
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KOMWUTA KYPbBEP JE™. KomaHAb! r/TaBHOro MEHH0.

| »

=F

o] @ Apxme "Meprog+Tun+Cratye” (11)
@ 31993 Axsape =
- T 1999 CeHTABDE =
-7 1998 OkTAlpE
© ] 1999 HoABpt
@ 31999 Oekafps
©- T3 2000 AHEapE
©- [ 2000 Pespant

@ ] 2000 MapT
B

[«]

[¥]

Puc.3.6.2. ApxnB JOKYMEHTOB 3a onpeaenéHHbln nepuog

Mpun packpbITUK Nanku, XpaHsLen MHpopmauuio 3a mecsil, oTobpaxaeTcsa CnMCoK nanok,
Kaxxaast U3 KoTOpbIX COAEPKUT JOKYMEHTLI ONpeaenéHHoro Tuna.

-|

@ [T 2001 CeHTAfpE

@ [ BeinMcka N0 CUeTy 2a NepUo,

&3 HiypHan 00paboTkW J0KYMEHTO
@ [ 3anpot Ha GOPMUPOEAHME BhI
Lo 3anpoc Ha POPMUPOEAHKWE OCT)
@ [ 3aAENEHHE Ha MExRGaHK, Nepe

@ [ 33ABNEHHE Ha Nepero cpe,
@ [ 2aAeNeHHE Ha Nepeeog cpeacT:
& [ OBHOBAEHHME CHETEMEI :
@ [ OfHOENEHME CNPABOUHHKDE

@ [ OcTaTok No cuety ~|
[ ] | [»]

Puc.3.6.3. Apx1B JOKYMEHTOB onpegenéHHoro Tuna
Mpu packpbITUK Nanku, XxpaHsLen nHpopMaLmio 0 JOKYMeHTax onpeaenéHHoro Tmna,

0To6pa>|<aeTc9| CNNCOK Manok, Ka)aad n3 KOTOPbIX COAEPXUT JOKYMEHTDI onpeaenéHHoro
cratyca.

@ [ MNaTeEKHOE NOpYHEHHE =]
3 Cozpam :
3 otnpaenen
] foctaenen
3 OTeeprHYT BK
3 NpuHat
3 oeeprHyT
3 omosken
I kaproTeka
3 Mpoesgén
[ kanua

-

1 ] | [

Puc.3.6.4. ApxuB JOKYMEHTOB OnpeAenéHHoro crartyca
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KOMMUTA KYPbEP JE™.

YBaxaembii Nonb3oBaTtens!
Mbl HageeMmcs, YTO Ha MOMEHT MPOYTEHUS 3TUX CTPOK Bbl MONMHOCTBIO OCBOMMN METOANKY
paboThl C Hallen cMcTeMON U cMoxeTe 3PEKTUBHO NPUMEHATL CUCTEMY
KOMUTA KYPBEP JE™ B cBoen paborTe.

Xenaem ycnexal!

Cucrema KOMUTA KYPBEP JE™ HaxoguTcs B MOCTOSIHHOM pasBuUTUN U
coBepLueHcTByeTCH. B cucteme MoryT npucyTcTBOBaTh AOPaboTKN N UBMEHEHUS, HE
OTPaXKeHHbIE€ B AaHHOW MHCTPYKLMMU.

Pepakumsa 5-a ot 07 ®eBpans 2002r.



