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PaGouyas mporpaMma paccMoTpena M 0100peH a - 3aceianun  Kadeapn
[Teaaroruueckoro 00OpazoBaHHs ¥ JOKYMEHTOBEICHUSA
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Jluer akTyaau3anuu padoveii nporpaMmbl

Pa6oyas nmporpamMma nepecMoTpena, obcyxkiena u onobpena Juts peasmsanmn B 2020 - 2021
yueGHOM rojy Ha 3acenanuu kapeapsr Ilenarorndyeckoro 06pa3oBanus U JOKYMEHTOBEICHH

C.C. BenukanoBa

vV
PaGouasi mporpamMmMa IiepecMoTpeHa, o6cyxk/iena i ofobpena Juist peamnsanus B 2021 - 2022
yueGHOM roj1y Ha 3acenanuy kadenps: Ilenarornyeckoro o6pazoBaHus ¥ JJOKYMEHTOBEICHHS

[Tpotokom oT _ 20 r. Ne
3as. kapenpoi C.C. Benmkanona

2 -

Pa6ouasi mporpaMma IepecMoTpeHa, 06cyk/eHa i ofo0pena juist peanusanuu B 2022 - 2023
yueGHOM rojy Ha 3acenanuu kadenpsr Ilenarornyeckoro 06pasoBaHus U JOKYMEHTOBEICHHSA

[Tpotokonm or 20 r. Ne
3asB. kapeapoit C.C. Bennkanosa

PaGouyas nporpamMma nepecMoTpeHa, 06cysxkieHa 1 ofobpena juis peanusaiuu B 2023 - 2024
yueGHOM rojty Ha 3acenanuy kadenps! Ilenarornyeckoro 06pa3oBaHus U JJOKYMEHTOBEICHHS

IIpotokon ot __ 20 r. Ne
3aB. kadenpoi C.C. Benmkanosa

PaGouas nmporpamMma rnepecMoTpeHa, 06cyskiena 1 ofobpena uis peamusaiuu B 2024 - 2025
yue6HOM rojy Ha 3acenanuu kadenpsi Ilenarorndeckoro o6pa3oBaHus U 10KYMEHTOBEICHHS

[Tporokonm or _ 20 r. Ne
3as. kadenpoi C.C. Benukanosa




1 Iles1u ocBOEHUS TN CHMILTHHBI (MOYJI51)

Lenpio kypca «HGOpMAIIMOHHBIE TEXHOJIOTHH B JIOKYMCHTOBEJCHUHN M apXUBHOM Jie-
JIe) SIBIISIETCS:

- U3y4YCHHE TEOPETUICCKUX MPOOIEM U MPHUKIAIHBIX aciekToB uHpopmarmzanuu JJOY u
apXUBHOTO JIeNa.

OcBocHHME AWCHMIUIMHBI HANpPaBIEHO HA MNPUOOPETCHHE CTYACHTAMH 3HAHUHA O
BHEJpEeHUH HWH(GOPMAIMOHHBIX TEXHOJOTUl B neATenbHOCTh ciyxObl JIOY u apxuBa u
NpeJHAa3HAYEeHHOTO IS CTYACHTOB-OakalaBpoB 3 Kypca 1O  CHEIHAIBHOCTH
«/loxymMeHTOBeIeHHE U apXHUBOBEICHHE)

2 MecTo TMCHHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa30oBaTe/bHOil POrpaMMbl

HucuumuinHa MHpopMalvoHHbIE TEXHOJIOIMU B JIOKYMEHTOBEJCHUU U apXUBHOM JIEje
BXOJIUT B BApUATHUBHYIO YaCTh yUe€OHOT0 IIaHa 00pa30BaTeNbHON IPOTrPaMMBI.

Jns  u3ydeHus  JUCLMIUIMHBI ~ HEOOXOOUMbI  3HaHUS  (YMEHMs,  BIJIAQJICHUsA),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YUCHHSI TUCITUTUTUH/ IPAKTUK:

OCHOBBI TOKYMEHTOBEACHUS

OCHOBBI apXUBOBECHUS

HNudopmartuka

Beenenue B mpodeccuto

3HaHus (YMEHHUs, BIaJIeHHs ), IOJIYYEeHHbIE MIPU U3YYEHUHU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOAUMBI ISl U3yYCHUS TUCIUTLTIH/TIPAKTHK:

BbruncnuTenbHas TEXHUKAa U IPOrPaMMHUPOBAHUE B JOKYMEHTAIMOHHOM 00€CIIEYEHUU
YIPaBIEHUS U apXUBax

OO6paloTKH U 3a1MTa JOKYMEHTUPOBAHHOM HH(pOpMalun

[lepconanbHble JaHHBIE U UX IOKYMEHTHUPOBAHHE

[TpakTHKyM IO COCTaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

TexHuueckue cpecTBa yNpaBiIeHUs B JOKYMEHTAllMOHHOM 00ECII€UeHUH YIIPaBIICHUS U
apxXuBax

JIOKyMEHTallMOHHOE ~ OOeclieueHUe yIpaBJIeHUS Ha MPEeINpUsATHSAX — pa3IMuHBIX
OpraHU3alMOHHO-TIPABOBBIX (POpPM

JIOKYMEHTBI 1 JOKYMEHTOOOO0POT B OyXTaJITepCKOM yUeTe

IIponsBoacTBEHHAs — IPEIIUIUIOMHAs TPAaKTUKA

[ToaroroBka k ciade u cjaua rocyapCTBEHHOTO SK3aMeHa

[ToaroroBka K 3aIyTe U 3alUTa BBITYCKHOM KBaJIM(DUKAIIMOHHOW pabOThI

3 Komnerenuun odyuaromierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS) ¥ IJIAHUPYeMble Pe3yJibTAThl 00yueHust

B pesynbrare ocBoeHMsl AUCUMIUIMHBI (Monyisi) «HpOpMaAMOHHbIE TEXHOJIOTUH B
JOKYMEHTOBEJIECHUM U apXMBHOM jeje» OOy4aromuics JOoJDKeH o0lafaTh ClelyroluMH
KOMIIETEHIUSIMHU:

CrpyKTypHBIH [Tnanupyemsble pe3yabTaThl 00yUeHHs
JJIEMEHT
KOMIIETCHIINHU

OIIK-2  BnaseHueM 0a30BBIMHU 3HAHUSAMU B 00JIACTH MH(POPMALIMOHHBIX TEXHOJIOTUN

3HaTh Teopernueckue 0CHOBBI HH)OPMATHKH U MHPOPMALIMOHHBIX TE€X- HOJIOTHIi
Y BBIYMCIIUTEIILHON TEXHUKHU B TPOQeCCHOHABHOU chepe




YMmeTh Pemarp npaktudeckue 3a1auu B IpodeCCHOHANBHON cepe, UC-TIOIb3YS
BO3MOYXHOCTHU BBIYUCIIUTEIHHON, OPraHU3alIMOHHON TE€X-HUKH U
MIPOrpaMMHOTO 00€eCTIeUeHUs

Bnagers HaBpikamu pabOTHI B JIOKAIBHBIX M INI00ATBHBIX KOMITBIOTEPHBIX CETSX;
HaBbIKaMU pabOThI CO CHEIHATU3UPOBAHHBIMU XPAHUIIN-IIIAMH JAHHBIX

OIIK-4  BiajgeHMEM HaBbBIKAMU MCIIOJIb30BaHUS KOMIILIOTEPHON TEXHUKU U

UH(POPMAIMOHHBIX TEXHOJIOTUH B TIOMCKE HCTOYHHUKOB U JINTEPATYPhI, UCTIOIh30BAHUT
MPABOBBIX 0a3 JaHHBIX, COCTABICHUHU OUOIHOTrpaduIecKuX U apXUBHBIX 0030pOB

3HaTh

HpI/IHI_[I/IHBI HeﬁCTBHH H KOHCTPYKTUBHBIC 0COOEHHOCTH Pa3JInI-HbIX
TCXHUUYCCKUX CPCACTB YIIPABJICHUSA, UX TCXHUKO-IKCILTYaTallUOHHBIC
XapPaKTCPUCTHKHU

YmeTh

ITonp30BaTbCs pacpOCTPaHEHHBIMU ITIOMCKOBBIMU CUCTEMAMHU,
TEMaTUYECKUMU PyOpUKaTOpamMu, TEMaTUYECKMMHU KaTajJoraMu

Bnaners

HaBbikaMu MCIIOJIB30BaHMSI KOMITBIOTEPHOU TEXHUKHU U UHPOPMA- ITHOHHBIX
TEXHOJIOTHH B IIOMCKE UCTOYHUKOB U JIMTCPATypPhI, UC- ITOJIb30OBAHUHU
MPaBOBBIX 0a3 JaHHBIX, COCTABICHUU OMOIMOrpadu- YECKUX U apXUBHBIX
0030poB

OIIK-6

CIIOCOOHOCTBIO pelIaTh CTaHAAPTHBIC 3aJa4l MPOPECCHOHATIBHOM NeITeIbHOCTH Ha

OCHOBE UH(GOPMAIIMOHHOMN 1 OubInorpaduveckon KyJIbTyphl C IPUMEHEHHEM HH()OPMAIIMOHHO-
KOMMYHUKAI[MOHHBIX TEXHOJIOTMH U C YY4ETOM OCHOBHBIX TpeOOBaHMM HH(OpMaLMOHHON

6e301acHOCTH

3HaTh po¢eCCHOHATIbHYIO TEPMUHOJIOTHIO, 3aKOHOJATENbHYI0 U HOpMa-TUBHO -
METOJINYECKYI0 0a3y, periiaMeHTUPYIOIIYIO IPUMEHEHHE
MH(POPMAIIMOHHBIX TEXHOJIOIUH B I€ATEIIbHOCTH OpTraHU3aLui

YmeTh OpranuzoBaTh aBTOMaTU3UPOBAaHHOE pabouee MECTO /JIsl BBIMOJIHEHUS
paboThI ¢ UCTIOIB30BAHUEM HOBEUIIINX MPOTrPAMMHO-TEXHUYECKUX U
OpraHMU3aLMOHHBIX CPEICTB

Buaners HaBbikamu camocTosITennbHOM paboThl ¢ UHPOPMAITMOHHBIMU

TEXHOJIOTUSIMHU, IPUMEHSAEMBIMHU B JIESITEIbHOCTH COBPEMEHHBIX
OpraHu3aui

[1K-6 crtocoOOHOCTBIO aHATM3UPOBATH CUTYAIMIO HA PHIHKE WH()OPMAIIMOHHBIX MTPOIYKTOB U
YCIIyT, 1aBaTh SKCIIEPTHYIO OIIEHKY COBPEMEHHBIM CHCTEMaM JIEKTPOHHOTO JOKYMEHTO000pOoTa
Y BEJICHUS DJICKTPOHHOTO apXUBa

3HaTh [TpuHIMIIBI OpraHu3ay padoT ¢ MPUMEHEHHEM HH(POPMAIIMOHHBIX
TEXHOJIOTHH U JIEMEHTOB 3JIEKTPOHHOTO IOKYMEHTO000pOTa

YmMmeTh AHanu3upoBaTh CUTYAIMIO HA pbIHKE HH(POPMAIIMOHHBIX TPOIYKTOB U
YCIIYT, 1aBaTh SKCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM
AIEKTPOHHOTO JJOKYMEHTO000POTa U BEICHUS FIEKTPOHHOIO apX1Ba

Bnagers OCHOBHBIMHU MeTO/IaMU cOopa U aHalu3a HH(POpMaIUH B

npodeccuoHabHOU chepe, METoTaMH CTaTUCTUIECKOW 00pabOTKU JaHHBIX
C MCTIOIH30BAaHUEM KOMITBIOTEPHBIX TEXHOJIOTUN

IIK-14 BJIaACHHUCM HaBbIKaMHU UCIIOJIb30BaHUA KOMHLIOTepHOf/'I TCXHHUKHU U I/IH(I)OpMaI_[I/IOHHLIX
TEXHOJIOTHI B JOKYMCHTAIlTUOHHOM obecrnieueHnn YIIpaBJICHUA H apXHUBHOM JICJIC

3HaTh TexHOI0rnK ONEPATUBHOIO U JOJITOBPEMEHHOIO XPAHEHUS JIEKTPOHHBIX
JOKYMEHTOB
YMerb OpueHTHPOBAThCS B COBPEMEHHBIX OTEUECTBEHHBIX ABTOMAaTU3UPOBAHHBIX

CUCTEM AJOKYMCHTAIIMOHHOI'O obOecreyeHus YIIPABJICHUA




Bnaners

Hapeikamu pa6OTBI B JIOKQJIbHBIX M TJI00AIbHBIX KOMIIBIOTCPHBIX CCTAX;
HaBBIKaMH paGOTH CO CIICHHUATIU3UPOBAHHBIMHA XPaHWJIU-I[AMHU JaAHHBIX




4. CTpyKTypa, 00b€éM U colepKkaHNe TUCHUIINHBI (MOLYJI5)
OO0miast Tpy10€MKOCTh JUCHUIUIMHBI cOCTaBisieT 4 3adyeTHbIX enuuull 144 akaa. 4acoB, B TOM

HHUCJIC:

— KOHTaKTHas pabora — 69,8 akas. yacos:
— ayauTopHas — 68 akaj. 4acos;
— BHeayauTopHas — 1,8 akan. yacos

— caMmocTosTeIbHas paboTa — 74,2 akaj. 4acos;

®dopma aTTecTallum - 3a4ET C OLEHKOMN

AynutopHast g
o | xomraxTHas pabora E = dopma TeKyIero
=
= B aKal. 4acax o Bun KOHTpPOJI
Paznen/ Tema 3 (B akan ) == . P Kon
g & © | caMOCTOSATENbHOH | YCIIeBaeMOCTH U
JCIUTUTAHBI 5 S . | xomnerenn
0 & paboThl MIPOMEKYTOYHOM
© na6. | mpakr. | € 8
Jlek. - | PAKT- | = g aTTecTalyH
3aH. 3aH. O &
1. OcHOBHBIE TIPUHIIAITBI
aBTOMaTH3aLUH B chepe
JOKyMEHTAIlMOHHO-
VMH()OPMAIOHHOTO 00ecTIeueH s
CamocTosTenpHoe
u3yueHue y4eOHOH
11 HudopmarnoHHo- Y o yﬂoﬁ
JTOKyMEHTAI[IOHHOE e y;T o Tect, oruer mo | OIIK-2, OIIK-
obecrieyeHrue  yrpaBJICHHS 8 6 10 pParyp MPAKTUYIECKOM 4, OIIK-6,
o Brinmonsenue
Kak TEXHOJIOTHYECKUH pabore I1K-6, I1IK-14
TOPAKTUIECKUX U
nporecc
TEOPETHYECKUX
3aaHuil
6
CamocTrosTenpHoe
1.2 Nudopmaruzanus u3ydeHue yueOHon
KOMITHIOTEPU3ALIS Y HAyYHOU
E) raHH3al IfOHH(I;I : HI/ITCy;IT bl Teer, oraer no | OTIK-2, OINK-
Ecno s, IIl/ITeJILHoﬁ u 6 6 12 anopnﬂggne MPAaKTHIECKOI 4, OIIK-6,
b pAA o pabote T1K-6, [1K-14
AJIMHHUCTPATHUBHON TPAKTUIECKUX U
JeSITeTLHOCTH TEOPETHYECKUX
3a1aHuil
Wroro no pazaeny 14 12 22
2. AnmapaTHoe W NPOrpaMMHOE
obecrieyeHue,  Pa3HOBHIAHOCTH,
OCHOBHBIEC XapaKTEPHCTHKH.
CamocTosTenbHOe
u3yueHue y4eOHOH
Y HAy9HOH
21 OBOIONHS e y;IT o Tecr, otuer mo | OIIK-2, OIIK-
KOMITBIOTEPHU3AIHN 6 6 4 12 patyp MPAKTHIECKOMN 4, OIIK-6,
. Brimonnenune
MPEANPHUATHI pabote T1K-6, [1K-14
MIPAKTHYECKUX U
TEOPETUYECKUX

3aJJaHUH




CamocrosTensHoe
u3ydeHue yueOHon

2.2 Dpomonusi  0(GHCHOTO Hi::y;:oil Tecr, otuer o | OIIK-2, OIIK-
MPOTPaMMHOTO 4 4 12 BBIH(?HHg}II)I/Ie MPAaKTUIECKOM 4, OIIK-6,
obecrieueHust pabote I1K-6, TIK-14
MPaKTHICCKUX U
TEOPETHYCCKUX
3aJIaHUHA
CaMOCTOSITEIbHOE
u3ydeHue yueOHon
gBTOMaTHBH OBAHHOTI'O 5 8 12 BBIH(?HHg}II)I/Ie MPaKTHICCKO 4, OIIK-6,
p pabore TIK-6, TIIK-14
YIpaBJICHUS MPaKTHICCKUX U
TEOPETHYCCKUX
3aJJaHUH
CaMOoCTOSITEIbHOE
24  Apromaruzamus U u3yueHue y4eOHOH
KOMH;IOTI;I; 1/13&_;1;;1 I;I/I:aquHOI/II)I Tecr, otuer mo | OIIK-2, OIIK-
éiﬁso ellzfl(;H?;{:IgC a;)(bI/ICHHe 5 6 12 gLIHe(f);HggHe MPAKTHHECKOH 4, OIIK-6,
P pabore TIK-6, I1K-14
UH()OPMAIIMOHHBIE NPaKTUIECKUX U
TEXHOJIOTHH TEOPETHICCKUX
3aJJaHuH
HWroro no pazaeny 20 22 48
3. 3auer
MOATOTOBKA K OIIK-2, OIIK-
3.1 3auer 2,2 ’lgam 3auer 4, OTIK-6,
M TIK-6, [1K-14
Wroro no pazneny 4,2
Hroro 3a cemectp 34 34 72,2 320
OIIK-2,0IIK-
Hroro no aucnumninuae 34 34 74,2 3ader ¢ oneHkoi |4,0I1K-6,I1K-

6,11K-14




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Jis  peanm3ani  MPEIyCMOTPEHHBIX BUAOB Y4eOHOW pPabOTBl  MCHOJB3YIOTCS
WHTEPAKTUBHBIC TEXHOJOTMM — OpraHu3aius o0pa3oBaTEeIbHOrO MpoIlecca, KOTopas
MPEAIONaracT akTUBHOE U HEJIMHEWMHOE B3AUMOJAECHCTBUE BCEX YUACTHUKOB, TIOCTHXKEHUE HA ATOU
OCHOBE JIMYHOCTHO 3HAYMMOTO JJIi HHUX oOpa3oBarelpbHOTO pe3ynbTrara. Hapsmy co
CHECLMATU3UPOBAHHBIMUA  TEXHOJIOTMSMM  TAKOTO  poOJa  NPUHUWI  MHTEPAKTUBHOCTH
MPOCJIEKUBACTCS B OOJIBIITMHCTBE  COBPEMEHHBIX  O0pa30BaTENbHBIX  TEXHOJOTHM.
HMHTepakTHBHOCTH TIOJPa3yMeBaeT CyOhEKT-CyObEKTHBIC OTHOIICHUS B XOJ¢ 00pa30BaTEIbHOTO
mpoliecca 1, Kak CieJICTBUe, (opMUpOBaHUE CaMOpa3BUBAIOIICHCS HHPOPMAIIMOHHO-PECYPCHOM
cpenpl.

B xoxe mpoBeneHHs 3aHATHI MPEaycMaTPUBACTCA HMCIIOIb30BAaHUE CPEACTB BBIUHUCIIH-
TEJIbHOW TEXHUKU MPH BBINOJTHEHUH 3aJaHUM.

6 YueGHO-MeTOAMYeCcKOe o0ecriedyeHUue CAMOCTOSITeJIbHOI PadoThI 00y4aKoIuXCcs
[Ipencrasneno B npunoxxenuu 1.

7 OueHOYHBIE CPeACTBA /1Jisl IPOBeeHHs POMEKYTOUHOI aTTecTAlMI
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYeCcKOEe H HH(POPMALIMOHHOE O0ecneYeHrue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypAa:

1. Cosertos, b. fI. UndopmarroHHbie TeXHOIOTHY : yueOuuk s By3oB / b. SI. CoBeTos,
B. B. llexanoBckwuii. — 7-e u3j., nmepepad. u gon. — Mocksa : U3natenberBo HOpaiit, 2020. —
327 ¢. — Pexum gocryma: https://biblio-online.ru/viewer/informacionnye-tehnologii-
449939#page/l — 3aru. ¢ 3KpaHa.

2. Tpodpumor B.B. Unpopmarnmonnsie TexHonorud B 2 T. Tom 1 : yueOHUK AJ1st CpeTHEro
npodeccronagpaoro obpasosanust /| B. B. Tpodumos, O. II. Uneuna, B. U. Kuses, E. B.
Tpodumona ; mox penakmnueid B. B. TpodumoBa. — Mocksa : U3natenscrBo FOpaiit, 2019. —
238 c. — Pexxum nmocryma: https://biblio-online.ru/viewer/informacionnye-tehnologii-v-2-t-tom-
2-433803#page/1l — 3aru. ¢ akpaHa.

0) lonmotHuTeEIBHAS TUTEPaTypa:

1. CoBpeMeHHbIC TEXHOJOTMU M TEXHUYECKHE cpefcTBa MH(popmaTu3anuu: Y4ued-HuK /
Iumor O.B. - M.:HUIl UHD®PA-M, 2016. - 462 c.: 60x90 1/16. - (Beic-iee oOpa3oBaHue:
bakamaspuar) (Ilepemnér  7BI[) ISBN  978-5-16-011776-8 - Pexum jmocryma:
https://new.znanium.com/read?id=189737

2. XKyxosa E. JI. Undopmartuka : yuaeb. mocobue s cpea. mpod. oopazosanus / bypaa E.
I'. - M. : HamkoB u K°, 2016. - 270 c. - Homn. MuH. 06p. P®. Kon-Bo sx3emmiisipos: 30

B) MeTonuyeckue ykazaHus:

1. PomanoB E. II. DnekTpoHHO-BBIYMCIMTENbHAS TEXHUKA W IPOrpaMMHUPOBAHUE
[DnekTponHblii pecypc] @ yueOHO-Meromuueckoe mocobue / E. I1. PomanoB ; MITY. -
Marnuroropck : MI'TY, 2017. - 1 snekrpon. ont. auck (CD-ROM). - Pexum mpocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3068.pdf&show=dcatalogues/1/1135
- MakpooOBeKT.

r) [IporpammHoe obecneuenue u UHTepHer-pecypcebi:


https://biblio-online.ru/viewer/informacionnye-tehnologii-449939#page/1
https://biblio-online.ru/viewer/informacionnye-tehnologii-449939#page/1
https://biblio-online.ru/viewer/informacionnye-tehnologii-v-2-t-tom-2-433803#page/1
https://biblio-online.ru/viewer/informacionnye-tehnologii-v-2-t-tom-2-433803#page/1
https://new.znanium.com/read?id=189737
https://magtu.informsystema.ru/uploader/fileUpload?name=3068.pdf&show=dcatalogues/1/1135237/3068.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3068.pdf&show=dcatalogues/1/1135237/3068.pdf&view=true

IIporpammHoe o0ecnneuenne

Haumenosanue 110 Ne norosopa Cpok neicTBUSA JIUIEH3UN
MS Windows 7

Professional(ums  [[A-1227-18 or 08.10.2018 11.10.2021
KJIACCOB)

MS Office 2007 |y 135 41 17.09.2007 GeccpoHo
Professional

7Zip cB000JIHO pactpoctpansemoe [10 0ECCPOYHO

IIpodeccuonanbublie 6a3bl JAHHBIX U HH(POPMALMOHHBIE CIPABOYHbIE CHCTEMbI
Hassanue xypca CchUIKa
Nndopmanuonnas cucrema - EaumHOoe OKHO JOCTyHa K .
(opman A ocTyn URL.: http://window.edu.ru/
MHGOPMAIIMOHHBIM pecypcam
9 MaTepHabLHO-TEXHHYECKOE o0ecneuyeHne TUCIHIINHBI (MOMLYJIfA)

MartepuaibHO-TeXHUYECKOE 00ecreueHre TUCIUTUTHHBI BKITIOYAET:

Y4eOHble ayTUTOPUH IS TPOBEACHUS 3aHATUHN JIEKIIMOHHOTO THIIA

Jlocka, MyJIbTUMEIMWUHBIE CpEICTBA XpaHEHWs, Iepeladyd U MPEICTaBIICHUS
uHpopmanuu.

VY4eOHble ayAUTOpUM JUIsl TPOBEAEHUS MPAKTUUYECKUX 3aHSITUH, TPYNIOBBIX U
WHAWBUAYallb-HBIX KOHCYIbTAIlMH, TEKYIIET0 KOHTPOJIA U TPOMEKYTOUHOM aTTecTalluu

Jlocka, MylIbTUMEUNHBIN TPOEKTOP, SKPAH

[TomemieHust 17151 CaMOCTOSTENBHOM PabOThI 00yJarOIINXCS

[MepconanbHbie KOMITBIOTEPHI ¢ akeToM MS Office, Beixoom B IHTEpHET 1 ¢ 10CTyOM
B 2JIEKTPOHHYIO HHPOPMALIMOHHO-00pa30BaTENIbHYIO CpeAy YHUBEPCUTETA

[lomemenne st XpaHeHUs U NPOPUIAKTHUECKOTO OOCIY)KHBAaHUS y4eOHOro
o0opymoBaHus

Crennaxku 1711 XpaHEHUS Y4YEOHO-HATJISIHBIX TMOCOOMM H  y4eOHO-METOAMYECKOM
JIOKYMEHTaI1H.


http://window.edu.ru/

[Tpunoxxenue 1

YueOHO-MeTOANYECKOE O0ecTIeYeHHe CAMOCTOSITE/IbHOM PadoThl CTYJ1€HTOB

AynuropHas caMOCTOsITeNIbHAs paboTa CTy/IEHTOB Ha JaHHOM Kypce He IIPelyCMOTpPEHA.

BueaynuropHas camocTosiTenbHas paboTa CTyJIEHTOB OCYIIECTBIISETCS B BUIE U3YUCHHUS
JICKIIMOHHOTO Kypca M JIMTEPATyphl 0 COOTBETCTBYIOIIEMY pa3/ieily ¢ MpopaboTKOW mMarepuana
(BBITIOJIHEHUE TECTOB U MPAKTUYECKUX 3a/1aHUN).

[IpumMep npakTUYECKUX 3aJJaHUI 10 KYpCY:

1. OcHoBHble NPMHOMOBI  ABTOMATH3alUM B  cepe  JOKYMEHTAIHOHHO-
HHGOPMANIMOHHOT0 00ecieYeHUs1 YNIPABJIEHHS.

3aH_II/ITa OT OIIMOOYHOT'O BBO/la JaHHBIX

Korga cospgatotca popmbl Ans BBOAA [AaHHbIX APYrMMU  COTPYAHMKAMMU, OHU
Hens3bexxHO coBepLUalT Maccy OLWMBOK, UCKaXKarLWMX KOHeYHbIN pesdynbTaT. To OykBy
BMECTO LMdpbl 3aHeCyT, To NpobenoB noHacTaBAT.

Camun noHumaeTe - manenwas owubka, U 4EMOTMBUPOBAHHBLIN COTPYAHWK HaM
obecneyeH. Excel no3sonsgeT MakcMmanbHO CHU3UTb BEPOATHOCTb NOAOOHbLIX OLUIMOOK.
A 3TuM nyywe He npeHebperaTb.

PaccmoTpum obpasel 3awwmtbl OT OWMOOYHOrO BBOAA [LaHHbIX Ha npuMmepe
dopmbl Tabens paboyero BpemeHn. Ham Heobxoamumo aobuTtbest, 4Tobbl oTpaboTaHHOe
BpEMSA YKa3blBasioCb B CrneunarnbHO NpefHa3HavYeHHbIX Af1s 9TOro CTpokax (KenTtble
a4enkn). A kog pabodero BpeMeHn HeobBXoaUMO 3aHOCUTL B Apyrve CTPOKU (3ereHble
AYENKN).

BBoa yncnoBbixX 3Ha4YEHUN

[Ona Havana, HeobxooMMO OrpaHuMYnTb BBOA YMCIOBLIX 3HayeHun. [dpyrumun
cnoBamu - cgenaTb Tak, YTOObl B ]4EeNKU NS YMcen HEBO3MOXHO Oblno BBECTU OYKBbI
unu cnosa. Kpome Toro, He noMeLLaeT, eCnn Mbl 3anNpeTnM BHOCUTbL Yncna donblue 24.
Ecnn pykoBoguTens HanuweT yucro 41, To, 04eBMAHO, YTO 3TO ornevaTka.

Sanswe | Pourssepasassr Bug  Popsforsc

gl (32 F: E
-||I CEOTHEGECE  SRANRTR ‘, . |h|| ne
L o Comiem P T b awnare S AHANE UTO s

S R — Bolgenum  Bce SA4enikM, B KOTOpble
HeobGxoanumo pa3peUJ|/|Tb BBOA TOnbko umncen ot 0 oo 24. B nuHenke meHo Bbibepute
3aknagky "HaHHbie" n B Onoke "PaboTta ¢ paHHbiMM HamguTe nyHKT "[lposepka
OaHHbIX". Tlpyn HaXXaTUM Ha 3TOT NYHKT NOSIBUTCS OKOLUKO AfS HACTPOMKM OrpaHnYeHus
Ha BBOJ,.

Tl - d (lmisrn g sarven

e Cornmitaipn
HTh

{' ]
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[NpoeEepka BECAMMENX SHAYSHMI

MapameTpel | CooflweHWe OnA BEoAa | CoobueHue of owwbke

¥CNoBME NpoBEpKK

Tun AaHHbIX:

Miofoe 3HAYEHHE [/] MrHopuposaTe nycThie Aueliku

Niofioe 3HAYEHKE

LeicTEMTENEHDE
CrnMcoK

LaTa

Bpema

LAnuHa TekcTa
Apyroii

[ ] PAcpOCTPaHMTE M3MEHEHWA Ha APYTHE AYEFAKKM C TEM KE YCNOBHEN

QYWCTHUTE BCE QK ][ OTMeHa ]

B none "Tun OaHHbIX" BbIOMpaem MNyHKT "OencTBuTenbHoe", €CNN [ONyCKaeTcs
BHeceHMe OpOOHbIX 3HadeHun, unu "Uenoe umucno", ecnn AOpOOHble 3HAYEeHUS He
ponyckatoTcsa. B none "3HavyeHue" BoiGupaem "Mexay". B none "MuHumym" BHOCUM "0",

B none "Makcumym" BHOCUM "24".

28

Ll

MpoEepka EECAMMEIN SHAUEHMA

¥onoBWe NpoBEpKK

A THnN AaHHBIX:
|ﬂeﬁchMTeanue Izl MrHOPMPOBATE MyCThIE A4eiiki
SHaYEHKHe:

=

=]

A

PacpocT

PEHMTE WZMEHEHKMA Ha ApYTrHve AYSAKM C TEM HE YCNOBKEM

OYWCTHTE BCE

] [omea ]

|_|pl/l XenaHnm MOXHO HaCTpOUTb

nosiBneHne coobuieHns npn HaBegeHun

TabnuyHoro Kypcopa Ha a4venky. [ns atoro nepenaunte B 3aknagky "CoobweHue 0ns
8800a", noctaBbTe ranoyvky B MyHKTe "OTo6paxaTb NoAcKasKy, ecnu siyeiika siBnsieTcs

TeKywien W BHECUTE 3arosyioBOK U TEeKCT

coobuweHus. lMoxoxnm obpazom MOXKHO

HaCTpOUTb coobuleHune, nossnsaoLeecs B cnyyae, ecnn BBeadeHO HeBEPHOE 3HA4YEHUeE.


http://lern-excel.ru/wp-content/uploads/ZashitaHcisla.png

| | | Sl 93

Buecure yucno ot 0 go 24
NtoBoe 3HaYeHWE BHE 3TOr
AnanazcHa He Byger npuHATo

A|E|(E(A|A|A(A(A|E|BE

A|E|EBE|A|A|A(A|A|E|E

g

[NpoEepka BEECOMMEBIX SHAYEHMWIA

R

OTofpaE%aTe NOACKE3KY, BCNM AYEKa ABNAETCA TEKVLLEA

Mp# BeIBOpE AYSfKK BEIBECTH CR2AYHOLLEE CoobLLEHKE:

MapameTpel || Cooblwenre AnA BE0da | | CooBlweHwe of ownbke |

SaronoBoK:

|EIHE::L-1TE yucno ot 0 oo 24

CoobweHme:

Niofoe SHAYEHWE BHE 3TOMD AWENA30HA HE EWII.ET NPUMHATO e

o [Comes

Ncnonb3oBaHne cnvcka gonyCTUMbIX 3HAYEHWIA

C kogamu, nydwe Bcero WCMnonb3oBaTb 3abraroBpeMeHHO MOArOTOBMEHHbIN
cnvcok. dopmMupyem ero Ha Kakom-HMOyab OTAENbHOW cTpaHuue. B obLliem-To OH yxe
OOMKeH nmeTtbes, ecnu opma Tabens Obina ckadaHa M3 odULManbHbIX PeECYpPCOoB.
MpocTo OTKpbiBaeM 3Ty CTpaHuly, BblOensieM BCe KoAbl, U 3adaeM BblOeNIeHHOMY
AnanasoHy nms "Kogpl" (MpOCTO NULEM 3TO HAaUMEHOBaHME B apeCHON Si4YeENKe).

Tenepb naem Ha cTpaHuuy Tabens, BblAeNsieM MHTEpecylolwme Hac A4Yenku, u
CHOBa BblbupaeM nNyHKT "[lposepka OaHHbIX". B none "Tun OaHHbIX" BblIGMpPAEM MyHKT

"Cnucok". B none "Mcmoy4Huk" BHOCUM nocre 3Haka "=" nMma Haluero crnvcka.

E(E|E|A|A(A|A (4| E|B

A|E|E|A|(A|HA|A|A|EB|EBE

Al AT A | A

YonoBWe NpoBEpKK
THn AaHHbIX:
|Cnmmr{ MrHOPHMPOBAETE NYCTHIE AUetiki

CNMCoK A0MYCTHMEL SHEYEHMA

SHaYeHKe:

oy [7]

MCTouHKE:

| =Koakl

FacnpocTpaHWTE MSMEHEHWA HE APYTHE AYSAKK C TEM e YCNOBMEM

OYUCTHTL BCe [ 0K ]’ OTMeHa ]

E|IE(A|A|A|A(A|E|E|A(A(A|A|H4|E
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Ecnu Bbl OTMeHWUTe ranodky B MNyHKTe "WUrHopupoBaTb nycTble sAuYerkun”, TO
nporpaMmma He [acT OCTaBMsATb AYENKN MNYyCTbIMU. DTOTO HAM He Hafdo. A BOT B MyHKTe
"Cnucok aonycTUMbIX 3HavyeHuin" HaM ranoyka HM K yemy. Ecnm mbl ee octaBum, 1O B
AYerike MOSIBUTBCS KHOMKAa BbiNagaroLero Crnvcka, M3 KOToporo Heobxoaumo OGyaet

BblbupaTb Heobxoammoe 3HadeHue. [MOCKOMbKy CMMCOK Yy Hac OYeHb OOnbLUOW, TO

EBI ~
BbI6Op M3 cnucka ByaeTt HeyaobHbIM. t===KpOMe TOro Halln A4YENKN OYEHb Y3KNE, U
KHOMKa BbinagatoLwwero MeHto 6yaeT TonbKo MewaTtbest (CM. KapTUHKY cnpasa).

Takke, Npu XenaHnm, BHOCUM TEKCT, NOSBISIOLLMINCA NPU HaBeAeHUN Tabnn4Horo
Kypcopa Ha si4eriky. TeKCT, NOABASOWUNCS Npu BBOAE OLIMOOYHOrO 3HaYeHud, nydie
npogymaTtb U cocTaBuTb. B cnyvae ¢ kogamu oTpaboTaHHOIrO BPEMEHU OH MOXET ObITb
TakuM, Kak Ha PUCYHKe.

[ 23

Buecwre uncno ot 0 go 24
MoBoe 3Ha4EHME BHE 3TOTO
AWanasoHa He Byger npuHaTo

MapameTpel || CooflleHe AnA BE0Aa | Coobwerne ob ownbike |

OTobpamaTe NoACKAasKY, e AYEAKE ABNAETCA TeKyWed

Mpw BeiGope AYEiky BRIBECTH Ciedyiowee cooblyeHme:

SaronoBoK:

BrecuTe wuono o7 0 go 24
Coofiwerme:

Nioboe 3HAYEHWE BHE 3TOMD AWAMNAZ0HS HE EYHET MPHUHATO

== o] [Coves

Tak HacTpavmBaem Bcto Tabnuuy.
3anpeT Ha U3MEHeHNE ss4eekK

B sAyenkax, B KOTOpPbIX BHecCeHbl OpPMyIbl, LEenecoobpasHO MNOSHOCTbIO
3anpeTnTb kakue Obl TO HX BObINO n3MeHeHns. [1ns BbiIGOPOYHOro 3anpeTta n3mMeHeHnn B
fAYenKkax Mbl UCMONb3yeM KomaHay "3awmutute nuct' B rpynne "M3meHeHus" 3aknagku
"PeueH3uposaHue".

JaHHele PeyeHzHMpoBaHWE Bug PazpaboTumnk

=] I T I i_,!n-:IK.EEETbI-L'IHCKpI:ITbI'IpHHE‘-IaHHE L—_[[Elrl @ Q ﬁhmmmbmmryu

Lip MokasaTe BCE NPUMEYAHKA @Pﬁpemmb WIMEHE
Mpegbigyuese CREAYHIWEE ... JAWMTHTE | 3aWKMTUTE Jdoctyn
i MNokazaTe pyKONKWIHLIE NPUMEYaHNE NHET EHWUMY ™ K KHMrE _L.;} HMcnpaeneHwa -

MpuredaHua [ HzmeHeHHA

Ho npegBaputenbHO HEOOXOOMMO OTMETUTb AYENKU, UBMEHEHUSI B KOTOPbLIX Mbl
XOTUM paspelmnTb. Bolaensem Bce 3TW SYErKU, U HaXUMaeM MpaByr KHOMKY MbILN.
OTKpoeTCca KOHTEKCTHOe MeHw. Bblbupaem nyHkT "®opmam s4eek". OTKpbiBaem
3aknagky "3awuma".


http://lern-excel.ru/wp-content/uploads/SoobshDlyaVvoda1.png
http://lern-excel.ru/wp-content/uploads/Zashita-lista.png
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| Yucno | BbIpaBHUBaHWE | LLipudhT | MpaHuLE |3a.nuaKa | SawuTa |

]

3EWMTE AYEEK WK CKPBITHE GOPMYN ASRCTEYIOT TONBKO NOCNE 3AWWTE MMCTa (Brnagka PeusH3MpoBaHre”,
rpynna "M3MEHEHWA™, KHOMKE “SalWmMTHTE IMCT ).

Mo ymonyaHuio, BO BCeX Si4enKax CTOUT rasiodka HanpoTuB MNyHKTa "3awwmuwiaemas
Avenka”. ATy ranoyky Mbl OTKMMaeM, paspeluvB, Takum o6pas3oMm, M3MEHEHUs B
BblOeNeHHbIX a4enkax. Haxnmaem "OK". Tenepb MOXHO 3aHATbLCA 3aLLMTON NUcTa.

Mocne Bbibopa KOMaHAbl "3awuTuTh NUCT" OTKPbIBAETCS OKOLUKO, MO3BOfsOLEee

BblIGpaTb NapamMeTphbl 3aLUUTbI:
BHECTW Naposib ANnA OTMEHbI 3allNThbI;

NPOCTaBWUTb ranoykM HanpoTUB TeX MNyHKTOB,
HEeKOoTOopble onepaumm ¢ aYekaMm axe npy 3alliyLLEeHHOM fUCTe.

°
KOTOpble TMNO3BOJIAT WCMOJIHATb


http://lern-excel.ru/wp-content/uploads/Zashita-jahceek.png

e , _ _
ﬁ E ) NokasaTe MAW CKPBITE NPUMEYAHKWE @ ,EEE ﬁﬂammm
— @Pﬁpemv

7P MokasaTe BCE NPHMEYAHKMA

Mpegbigywes CAeayiwes ... JAWKMTHTE 3aWKMTUTE doctyn
i 2 MNokasate pyKONMCHBIE NPUMEYEHNA AWCT KHWUMY ™ K KHHre _L&} Mcnpagn
MpumeyaHmna MzmeHeHMA
EHHE CCHINOK OTKAKYEHD MapameTpbl.

MNoO Plar/s Tlulv] w [x|y|zaAABACACAEAFAGAHAIIAIAKALAN AN |AC

-
3awuTa amcra m

SAMTUTE MACT 1M COAEMHMMOE ALIMLEEMBIN AUEEK

1 HeAEKAaX Ha paboTy [0 wcIam

| | Dapone AnA OTKAKOYEHWA 3EWATE] NMCTE:
| | | Hroro
" otpabo-
I F._ |l | PaspewmTe BCEM NONB30BATENAN 3TOMD MMCTE: -
sl 7| 8| oftof11 (12131415 ]| == = 30(31|Tanmo za
| | BIFd|551aenerme a6 nokmposanHEn: Aieek
=1 II nomoEm-
A | || BeinEneHe He3EBNOKMPOBAHHEIX FHEEK
i || hopMaTHpoBaHME AYEEK HY MECHL
|| hopmaTpoEaHIE CTONBLOE
I || hopMETUPOBaEHKME CTPOK 7

| ecraeky cranbupe

[ ecTaeky cTpok

|| BcTaBKy rnepccsinok
YAaneHue cTonbuoe
| yonanenue cTpok

HasHaunTb Naposib Mbl pekoMeHayeM, a Npoyvme NyHKTbl MOXHO OCTaBUTb B TOM
BMOe, B KOTOPOM OHWM 3agaHbl. Haxumaem "OK", n npoepsem. [lonpobynte BHECTU
Kakylo-HMOyab 3anucb BHe TOro 6noka, KOTOpbI Mbl Bblaensnu. [JOfmKHO nosiBUTLCA
OKOLLIKO, KaK Ha pucyHke. Ecnv noaBunock, 3Ha4MT BCe nNpogenaHo BEPHO.

{'_E_ YTobEl M3MEHMTE 3ELLMILEHHYID AUEMKY MNM AMErPEMMY, CHUMMTE 33WMTY MPM NMOMOLLM KOMaHOE "CHATE 33WKTY nucTa” (BKnaaka

Aueika MK OWErpaMMa 3alLMILEHS 0T M3MEHEHMA,

"PeLgH3upoBaHue”, rpynna MsMeHeHita”). MNpu 5ToM MoxeT NoTpeboBaTLCA BE0A NaponA.

—

2. AnnapaTHoe ¥ IPporpaMMHoe odecredyeHue, pa3HOBUIHOCTH, OCHOBHbIE
XapaKTEePUCTHKHU.

VYuet pabouero Bpemenu B Excel



] | ’.

Tabenb yyera
paboyero BpemeHu

KagpoBukn opraHusaumn o06s13aHbl BecTu Tabenu ydyeTta
paboyero BpemeHu. lpu aTtom, cam y4eT paboyero BpeMeHUM CBOUX COTPYAHWKOB
06a3aHbl BecTun pykoBoguTenu. W, 3adactyio, BpemMs TpaTUTCA Ha COBEPLUEHHO
BecnonesHoe nepenncbiBaHNE O4HOM 1 TOW e MHGOopMaL K.

Bbino 66l HamHoro npotle, ecnu 6bl 4aHHble 0 pabovyeM BpeMeHU COTPYLAHMKOB
3aHOCUNUCb eauHOXAbl, a BCA nepepaboTka 3aTonm MHGopMauunm n opMUpoBaHME
yTBEPXKOEHHbIX 3aKOHOAATENbCTBOM (POPM yyeTa Npoucxoamnun aBTomaTtmyecku. M ato
BMOMHE BO3MOXHO C UCMNONb30BaHNEM MS Excel.

NogroToBka CTPYKTYpPBbI Tabnuupl

Tabenb y4yeta pabouyero = ==y
BpemMmeHu T-12 | '

Ons Havana, ckadaem C
MHTEepHeTa ¢opmy Tabens paboyero - . e
Bpemenu B Excel. Ha nepsom = = ~
nucTe ykasaHbl Koapl pabouyero
BpemMeHn. HasoBem 3TOT nuCT
"Kogbl". Ha BTOpOM - COBCTBEHHO,
Tabenb. Tak u HasoBeM ero -
"Tabenb". TpeTun NUCT NOCBSILLEH
onnate Tpyaa. Hasoesem ero e T
"Pacuet" (OH HaMm MpuroguTca Ha - | essiETimiooin=— e I

cnegywwmx ypokax). Yerseptbid v =
nuct HasoBem "Wrorn". 3gecb OyayT noACYMTLIBATLCA MTOrOBblE 3HAYEeHUS MO
oTpaboTaHHOMY BPEMEHMW.

Wtak, nocmoTpum, 41O Mbl MMeeMm. CTtaHaapTHble (OpMbl Bellb, KOHEYHO,
XopoLuasi, Ho He BceM 31O ObiBaeT yaobHo. K npumepy, ecnv pykoBoauTenb oTMeyaeT
€XeJHEeBHO BpeMs Bbixoda COTPyAHWKa Ha paboTy, Bpems obedeHHOro nepepbiBa u
BpeMSA OKOH4YaHust paboTbl, TO Tabenb ydeta paboyero BpeMeHn aAng 3Toro HeyaobeH.
lMoaTomMy Ham Hy>kHO ByaeT npoaymaTb yAoOHYO Tabnuuy ans BBoaa 3TUX 3HAYEHUN.

Co3pganHue Tabnuubl NS BBoAa AAHHbIX

[na BBoga gaHHbIX 06 OoTpaboTaHHOM BpeMeHu AobGaBuM fUCT, U HA30BEM €ro,
Hanpumep, "yyeT". NepemecTnm ero B camoe Havano Hawen KHUrM (HaBecTu Kypcop
45

W4+ M Yuer - Kogw , Tabens - Pacuer - Mrom - ¥

MbILWW K SPMbIYKY  JINCTA, feress 1 3axaTb KHOMKY
MbILUX U, HE OTMNYyCKasi ee, NepeHecTn ApISibIYOK B caMoe Havaro). BoT Takon nopsagok y
Hac JOIMKEH Mony4nTbCs (CM. KapMUHKY).

Tenepb nogymaem, Kak pyKOBOAUTEMIO, KOTOPbIN ByaeT BECTU eXeOHEBHbIA y4eT
paboyero BpemMeHu CBOMX COTPYAHUKOB, ObIfo Obl yaobHee BHOCUTb AaHHbIE MO CBOMM
paboTHnkam. Heobxoanmo npegycmoTpeTb:

Bpemsi Ha4yana paboThbl;


http://lern-excel.ru/wp-content/uploads/126978.jpg

1
@ M2 |Hay Owony Ofeg Kog
o BpeMA OKOHYaHUA paGOTbI;

° NPoOOOIMKUTENBHOCTL 06e4eHHOro NepepbIBa.

Mpn >kenaHuuM, MOXHO nNpPeaycMoTpeTb  pasfnuyHble
BapuaHTbl BBOAA AaHHbIX. Hanpumep, pykoBOAMTENb MOXET
Bblbupate PO 13 BbiNnagaroLwero Cnmcka, M 3aHOCUTb BpPeEMS
Hayana M OKOH4YaHusA paboTbl 3TOro coTpygHuka. A npu Bbibope ApYroro COTpyAHMWKa,
OyayT oTobpakaTbCA TOMbKO MNONS AN BBOAA [AaHHbIX O BPEMEHU TOSMbKO 3TOro
coTpyaHuka. Ho Takyto Tabnuuy 6yget cnoxHee co3gatb.

& =] i 1] E F [ H |
Moz palgemaing Maraiun K&1
Py,

Mr S0 cotpynHeea [lon=HoCTe Tab Ma Hauw Owoies Obeg Hog

ol g T el —

Habpocok Tabnuubl BBoAAa AaHHbLIX 06 OTpaboTaHHOM BpeMEHMU
[MoaToMy oOrpaHMyMmcs OTHOCUTESTIbHO MPOCTbIM BapuaHTOM BBOAA [OaHHbIX B
Tabnuuy. MNMpegycmoTpum none Ans BBOAA HauMMeHoBaHWA nogpasgenerus. ycTb, B
HalweMm criyyae, ato byget "Marasun Net1". Hwxke npegycmMoTpum MecToO OfiS Ha3BaHUs
mMecsua. [lanee - HauMHaem co3gasaTth Tabnuuy. B Hen ByayT cneayroume nons:
[MopsigkoBbIN HOMeEP;
®UNO coTpyaHUKa;
HavnveHoBaHue OOJDKHOCTU COTPYAHUKA,
TabenbHbIi HOMEpP COTPYOHWMKA;
Hanee byayT pacnonaratbCs AaHHble 0 BpeMeHu. [peaycMoTpum Bpems Havana paboyero
OHS, BpEMSI OKOHYaHUS, MPOAOIPKUTENbHOCTL 06eQEeHHOro nepepbiBa i KOMOHKY — Ans
BHECEHUNA Koaa pa6oqero BpEMEHN.

A B c 0D ([ElF G/ H|I|J|K|ILIMN O P Q R
1 ||_|O.a.pa3ﬂ.eneune |Mara3uH Me1i |
2
3 [Mecay | |
4 1 2 3 4
5 MNe |DHUO cotpyaHuKka I 6RsHOETL Tab N2 |Hay |Cwod OBedKog |Haw |Oron Obed Kog |Hau [Owos{O8ag Kog [Hau | Ckow
6  1|WMeauoe Mean Meanoouy Crapwwii npogagey |0 225
T 2{Netpos MNetp MeTpoauy MNpogasey 1251
3  3|Cwpopos Cupop Cunopoeny |MNpogasey 0 564
9

-
=

Ta6bnuua BBOoAa AaHHbIX 06 0OTpaboTaHHOM BpeMeHMU

MocnegHue 4eTbipe KOJIOHKM OTHOCATCA K MNepBOMY 4ucry mMecdua. Hawm
Heobxogmmo 6ygeT nosTopuTb MXx 31 pa3 (N0 MakcuMarbHOMY KONMYecTBY OHEW B
mecsue). OgHako, BHayarne, Bbille HauMEHOBaHNA KONOHOK Hallen Tabnuubl NocTaBum
undcpy 1. Tenepb BblAENUM YeTbIpe KOMOHKK, KOTOpble Heobxoaumo npoaybnupoBaTtb
31 pas, nogBeaemM Kypcop MbIlIM K YEPHOMY KBagpaTuKy cripaBa BBEPXY U MPOTAHEM
AnanasoH 4O TOro MOMEHTa, Nnoka 6510KOB U3 YeTbIpex KOMOHOK He byaeT 31.

Ona HarnagHocTM u  obneryeHuss panbHenwen paboTbl BHECEM AaHHbIE
BbIMbILLSIEHHbIX COTPYAHUKOB. Hapucyem rpaHuvubl nonen n Tabnuubl.

Bcakun pas, korga cosgaelwb Tabnuubl Ana pyrmx COTPYAHMKOB, HEOBXOAMMO OYeHb
TWwaTenbHO MNOAOWTU K 3awuTe OT owwubo4yHoro BBoAa AaHHbLIX. [IHaye NOCTOAHHO
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npuaoeTca oTBeYyaTb Ha BOMPOCHI M MPUHMMATb HapeKaHus O TOM, 4YTO Tabnuua He
paboTaeT (XxOTs He paboTaeT UCKNIYNTESNTbHO MU3-3a HEMPABUBHOIO €€ 3anofIHEHUS).
BoT uTO Ham Heobxoanmo obecneunTsb:
B none "Mecau" AosmkeH JonycKaTbCs TONbKO BBOA O4HOMO 13 12 HaMMeHoBaHUM Mecaua;
BO BCeXx konoHkax "Havano" n "OkoH4yaHue" JormKeH 00 NyckaTbCs TOMbKO BBOA B hopmaTe
BpemeHn ot 0 yacoB 0 24 4acos;
Bpems okoHYaHMs He JOMKHO ObiTh paHblUe BpeMeHW Havana;
BO BCex korioHkax "Oben" oormkeH JonycKkaTbCs TONMbKO BBOA B dpopmarte Bpemenu oT 0
yacoB go 1 yaca;
BO BceXx konoHkax "Koa" ponyckaeTcsa BBOA TOMbKO OOHOMO U3 KOAOB paboyero BpeMeHMU.

° 3au4uma om owubo4yHo20 88edeHUs mecsua
MecalL - ns ©e3oLmnbo4Horo BBOAA Ha3BaHUsA
' Mecsua HeobxogmMmo cosgaTtb CnMcoK. Ham  npupgetcsa

A B C
1 Mecay co3gaBaTb elle CNUCKW, MO3TOMY npefnaraem Ansd Hux
2 [Aneaps co3faTb OTAENbHbIN FINCT, KOTOPbIA Mbl Tak U HA30BEM -
3 |pespant "Cniucku". B panbHenwwemM Mbl €ro nonpocTy CKpoem.
4 |mapr Ha atom nucte nepedncnum Bce Mecsubl. Bbligensem
5 |anpenk CMNUCOK 1 3ajaemM emy M4 - "mecsuy”.
6 |mail BosBpawaemca Ha nuct "Yuem", n nogsogum Kypcop
7 |MoHE MbIlUM K S4YENKe, B KOTOPOM XOTUM MCMOSb30BaTb
6 |mone CNUCoK. Yepes MeHO '"MpoBepka paHHbIX" 3a4aem Tun
9 |amryct JaHHbIX "CnucokK" W WCTOMHUK AaHHbIX - AOnanasoH ¢
10 JcenTAbpL nmeHem "Mecsu'".
11 |okTRbpE
12 |HoABpE ¢
13 |gexabpb 1 °
14
e OezpaHu4yeHue Ha 8800 OaHHbIX
O epemMeHU
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Bbligenum a4erikn KonoHok "Hawano" wn "OkoHyaHue", OTHOCAWMXCA K 1-my 4ucny
mMecsua. Takke, Yyepes "MpoBepKy AaHHbIX" 3aaeM TUM OaHHbIX "Bpems", U BbiOMpaem
3Ha4vyeHust mexay 0:00 u 23:59. B 3aknagke "CoobweHue 06 owubke" octaBnsiem Bug
"OcTtaHoB", a B 3aronoBke nuwem "HesgepHbil chopmam OaHHbIX". B TekcTe coobuieHuns
nMwemM NpMMepHo cnegytoulee - "Bgedume npasgusnbHoe gpems om 0:00 0o 23:59".
Moxoxum obpasom 3awmnTm syerkm B konoHke "0O6ed", ToNbKO Ananas3oH 3Ha4YeHUin
BblOMpaeM mexay 0:00 n 1:00. B Tekcte coobweHunsa o6 owmnbke s Hanucan - "Beedume
npasurnbHyto npodomkumernisHocms om 0:00 do 1:00".

OpgHako HeobxoguMMo npenycMoOTpeTb BEPOATHOCTb OWIKMOOK, Korga BpeMsa Hadana
OypeTt no3gHee BpeMEHU OKOHYaHuA. Bo n3bexaHme nogobHbIX criydyaes 4 npegnarato
MCNONb30BaThb ycroBHoe dopMaTupoBaHue, 3aKpallMBaloLlee SA4YENKM C BPEMEHEM B
KpacCHbIW LIBET, €CIiM Hayaro no3gHee OKOHYaHUS.
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a YyKasblBaeT Ha 9TU SYENKM MbILLKOW,

agpecaabcontoTHbiMu (CO 3HaKkamu

")

agpecaoTHocuTenbHbiMK (YAANUTL BCE  3HAKU

[na aToro BblgensieM s4enky B KOJOHKe

"Havano", W B MEHI0 "YcnoBHoe
dopmaTtuposaHue” BblOnpaem NYHKT
"Cosgatb npaBuno". 3atem Bblbnpaem
NyHKT  "WUcnonb3oBatb  copmyny  Aans
onpeneneHns dQopmMaTUPOBaHHbLIX sveek".
YcTaHaBnmBaem Kypcop B CTpOKe
dopmynbl U BNUcbiBaem ycrnosune =EG6>F6.
O6bpatute BHUMaHMe - €ecnn Bbl He

BNUCbIBaeTe ajpeca siYeek C KnasumaTypsbl,
To Excel aBTomatmyeckum cpenaeTr aTm
Heobxognmo coenaTb 3TN
"$"). B npoTMBHOM cny4ae npu

KONMMPOBaHUM 3TOrO0 YCIOBMS Ha OpPYrne sYenku,

CCbINKM He ByayT nepemMellaTbCs.

l2 | Hay DI{EIH:DEE,IJ, Kog [ Haw DI{EIH'-IEDEE,E 3atem ycraHasnnsaeMm Kypcop B ﬂquIKy
-‘iﬂ_ "OKoHYaHue", n co3gaeM BTOpPOE MNpaBuo C
aHanornyHon cdopmynon. Belgenum obe s4venkn, m
NPOTSIHEM YCIOBME Ha BCHO KOMOHKY. [poBepsieM -
paboTaeT nu ycrosue.
e 3awuma om owubo4yHoO20 8800a KOOa
= [ns 3awmTbl nonen B konoHke "Kod" Hy>XHO co3faTb CMMCOK
Coi‘Z H}) 3TUX KOAOB. XOTb OH YXXe MMeeTCsl Ha CTpaHuue ':Kodb/", HO
';:m;f;f"ﬁig,,. pacnonaraeTcsi B [BYX KOJIOHKax M He B KaOOW CTpPOuKe.
7 [ MoaTomy konupyem obe 3TK KONMOHKM Ha CTpaHuuUy CrMCOK B
P |= Depeimu. O[IHY KOMOHKY M B BUAE 3Ha4yeHun. Ho *od -0 &
| susemepmuses | Gykebl  ByAyT PacronOkKeHbl He B e —
i Kabk[ol CTpouke. [ns ynaneHms nyctoix 4 e il
soosmoe gopuompomsre | IHEEK  BBIAGNAGM BCIO KOJOHKY, M B 4 wer =
Eoncranmy MeHI0 "Hantm u BbigenuTb" BbIOMPaAEM 6 uai BM
MpoBepKa A3HHbX " " 7 |neomb K
|11, freeop— MYHKT "BblaeneHue rpynnbl A4eek . 8 mons K
N B nosBuBLUEMCS ~ OKOLIKE — CTaBUM g =V L
ranoyky B nyHkTe "Myctele sueikun”, n 1 ::}r:éﬁpr:b a
Haxxumaem "OK". Tenepb MNOOBOAMM KYpCOP MbIWM K JIHOOOM 13 aexabps VB
BblOEIIEHHON SYeilke, W HaXMMaeM MpaByld KHOMKY Mblwn. B i o
OTKPbIBLLUEMCSI KOHTEKCTHOM MEHI0 BblOMpaem NyHKT "Yganuts", a 2

3aTeM CTaBWUM raniodky Ha nyHKTe "Slueitku co caBurom BBepx'.

Nocne TOro, Kak Mmbl

Haxxmem "OK", cnucok npuobpeteT Tpebyembin BuA. Bbigensem ero, u 3agaem mms

||KOO||
Mposepka BEcaAmblx HaNEHME M1
Mapanatps | Coofwerse anaesona | Coofuwesme of oumbce ' " "
Ycnome nposspic | AaHHbIX "Cnucok
e o p——— meHem "Kod".
3 - . {Crwcos: nomycTims: nersernal] 3Haqu"ﬁ"
VicTour: o
=Kon &)

nydwe Bcero omkathb.
Crnucka ToNbKO OyaeT MelwaTb, a 3HA4YEeHUS CO CULLKOM
OonbLIOro Ccnucka nyywe BHOCUTb BPYYHYIO,
BblbupaTtb. B coobuweHnn o6 owmnbke s Hanucan "Bbi
egesiu HegepHbIli kK00. O3HaKOMbMeCh CO CIIUCKOM U UX
3HavyeHusIMuU Ha cmpaHuub! "Koob!".

BosBpawaemca k nucty "Yuem". Bbloendem KOMOHKy
"Kod" n 4yepe3 MeHO "Mpoeepka paHHbIX" 3agaem Tun

N NCTOYHUK AOaHHbIX - AOWMAana30H C
[lanoyky ¢ nyHkTta "Cnucok AonycTUMbIX
KHonka packpbITUs

a He

e 3asepuwieHue 3awumsl ucma
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KernaTesbHO 3aWwuTuTb JIMCT OT U3MEHEeHWM.

Tenepb BCe s4YeWKW, OTHOCALWMECH K
nepBoMy 4ucrny mecsua, 3awumuieHsl. [Ons
3aLWMTbl OCTarbHbIX A4eeK BOCMOSb3yeMcs
npotsarmBaHnem 6noka. Beigensem aToT
6nok (BCe A4Yenkn, OTHOcAWMECa K
nepBoMy 4uCIly), NOABOAUM KYpCOP MbISn K
ManeHbKOMY 4YepHOMY KBagpaTuKy B
NpaBOM  HWKHEM yrny  BblAeneHHOro
AnanasoHa, 1 NpoTAarMBaemM o KOHLa.

Ons nyLen
Bbigenum Bce SA4YENKU,

HageXHoCTH,
N3MEHeHNs B

koTopbIx gonyckatoTcs. OHM ByayT cneayroLmMMu:

None ¢ HaMmeHoBaHMEM MecsLa;

Kononka "®O coTtpyaHumka";

KonoHka "[omkHocTb";

KonoHka "TabenbHbIn Homep";

Bce konoHku ¢ OaHHbIMU O BPEMEHMN.
MogoBens Kkypcop Mblwn K nwobon  um3
BblOEMNEHHbIX S4YeeK, HaXmmaem npasByto
KHOMKY W BblIOMpaem B KOHTEKCTHOM MEHHO
NYyHKT "®opmat siveek". 3axo0QnUM Ha BKNaaKy
"3awmra" U OTXKMMaeM rarnoyky B MyHKTe
"3awmiaeman syenka".

Tenepeb, Ha BKNagke MEHH
"PeueHaupoBaHme” NUCT MOXHO 3aLUTUTD.

o e gemig

[P [ — T [F e [ e——_—
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[na ynobcTea, npeanarato 3akpenuTb KONOHKY C AaHHbIMU O COTPYAHMKAX U CTPOKU C
HaMMeHOBaHMEM KOJTOHOK. [1ns 3Toro yctaHaBnMBaeM TabnMYHbIN Kypcop Ha siYeliky C

agpecoM E6, n OTKpbIBaeM 3aKnagky MeHHo

"Bua". Haxogum nyHKT "3akpenutb o6nactu’

N HaXMMaeM Ha Hero-xe B BbiNaBLUEM crvcke. Tenepb, Npu NpPoKpyTke Tabnuvubl BHU3

Unu BNpaso,
nepemMeLLaThbCs.

HaMMeHOBaHUA KOJIOHOK

M OaHHble O COTPpyAHUKaxX He 6yﬂ,yT

Mbl ¢ Bamu ckadanu odumuymancHyto cdopmy Tabens ydyeta paboyero BpeMEHU, U
cosganu Tabnuuy Ans BBoAa AaHHbIX 06 OTpaboTaHHOM BpEMEHU COTPYAHUKOB.

Tenepb HeobGxoguMo caenaTtb Tak, YTOObI

BCE 3TV [OaHHble Npeobpa3oBbiBanunChb B

HeobOxoanMble Ham 3Ha4YeHud B Tabene ydyeTa pa6oqero BpeMEHMN.

e Asmoa3arioslHeHUe OaHHbIX 0 COMpPyYOHUKax
[Ons Havana, obecneynm ay6nupoBaHue AaHHLIX MO COTPyAHUKaM. 3a4eM HaM BBOAWUTb
MO HECKOSIbKy pa3 MmeHa U O0SHKHOCTW. [lonpocTy co3gagvM npsiMble CCbIKKM HA Te

SIYENKK, rae AaHHble YyxKe BHeceHbl. [Ans a1

Oro yctaHaBnuBaem Tabnu4yHbIA Kypcop Ha

nucte "Tabesnb" B s4enKy, KOTOpasi AOSMPKHA CCbIIATbCs Ha MMSA COTPyAHUKA B nuUcTe

"Yuem", nuwem B Hen 3HaK "=", OTKpbIBaeM
MbILLKOW TaM, e HaxoOaTCsa AaHHbIEe.

JINCT, Ha KOTOprVI CCbllaeMcd 1 WernkaemMm

OpaHako, O6paTVIM BHMMaHWe, HaM HeobxoanmMo YKa3aTb HEe TOJIbKO NMA COTPpyaAHUKa, HO

N ero JOMKHOCTb. B aTom cnydae MOXHO

NPOCTO OGBLEAVMHUT AaHHble C ABYX SiYeek

yepes onepatop "&". Nocne Toro, kKak Mbl ykasanu Ccbifiky Ha gaHHble ¢ PUNO, wenkaem
MbILLUKON B CTpOKe (hOpMysbl, YTOObl 34€Cb MOSABUICA MUraloLUNn Kypcop, U BHOCUM
HeobxoguMble onepaTopbl. 3aTeM CCbilaeMcs Ha BTOPYK A4eriky. B koHeyHoMm utore
O0JSDKHA MNONYyYUTLCA BOT Takas popmMyrna: =Yuet!B6&" "&YueT!C6
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11 T Rt Epmpe 3anATon v npobenom mMexay Humu. Ecnu
s — Obl Mbl 3TOro He caenanu, To AaHHble Obl
5 ts sl E ob6begmHunmce 6e3 npobena n 3anaTomn.

[ 5 e | ™ slafefr]e]s]|w|n]1 K coxaneHuo. HaM He yaacTcs 3amnofnH1Tb
. ocTanbHble S4YerikM Tabens C MOMOLLbHO
8 [T 3 : i aBTONpPOTArMBaHuA. OCKOSbKY B MCXOLHOWM
3 e | eme Tabnuue [fOaHHble BHECEHbl B KaaoW
o CTpoke, a B Tabene 4yepes3 CTPOKY (AYerku
B 2 [Sewem 1351 OBYX CTpok obbeamHeHbl), To Excel
o, e | %)(());)Tngl;lwpyeT HOBbIE€ CCbINIKU Yepes3 CTPOKY.
14| |pommes y npuaetca Kaxayi dopmyny
1 BHOCUTb 3aHOBO.

e Pacuem npodosmkumersisHocmu pabom u

asmoa3sariosiHeHue Koooe
Tenepb HEOOXOANMMO BbLIMUCIIUTL eXeOQHEBHYH MPOAOIXUTENbHOCTL paboTtbl. Popmyna
3[eCb NpocTa - U3 8peMeHU OKOHYaHUSl 8bldumaeM 8peMsi Hadasia u U3 rosy4yeHHou
pasHuubl ebldHumaem  rpodosmkumersibHocms  06edeHHo20 nepepbiga. OgHako
Takas oopMmyna He cpaboTaeT MpuM HanMMyYUMM HOYHbLIX CMeH. B aTtom cnydvae
HeobGxoauMO 3agaBaTb YCMOBUSA, HO 34eCb Mbl 3TOro genatb He Oygem, 4tobbl He
YCINOXHATb.
BHecem copmyny B si4elKy, COOTBETCTBYHLLYIO BPEMEHU, OTPaboTaHHOro VBaHOBbLIM
nepsBoro ymcna mecqdua: =Yuet!F6-YueT!E6-YueT!G6
Tenepb Mbl MOXeEM MpPOTAHYTb 3Ty QOopMyny A0 SYENKM, COOTBETCTBYHOLLEN
NATHaguaTomy yucry. Bce cebinkn nepemectaTcs npaBuiibHO, MOCKOSIbKY KOMMYECTBO
EE  KOJIOHOK, o0b0beguHslWwmMx OaHy s4enky B Tabene
coBrnagaeT C KOMIMYECTBOM KOSIOHOK, COOTBETCTBYHLLMX
OAHOMY OHI0 Ha nucTe "Yuem". MNpusaTHoe coBnageHue.
AHanornyHbiMm o06pasoMm BHOCUM OPMYINY B SYENKY,
| COOTBETCTBYIOLLYIO LUECTHAAUaTtoMy umucry (=Yuet!BN6-
| | YyeT!BM6-YueT!BO6), 1 npoTtsarnsaem ee o 31-ro 4yicna.
| [S— : . Bo Bcex atnx svenkax Heob6xoauMo ycTaHOBUTbL dpopmat
' ' BPEMEHM C yKa3aHMEM 4acoB U MUHYT.
Tenepb, ecnn Mbl HayHeM TMpPOBEPSATb pacyeTbl, TO
0OHapyXMM HENPUATHbIA MOMEHT - 3HA4YeHMs He BMELLAaKTCs B rpaHuubl AYEnKW,
noaTomMy oTobpakatoTcs Of4HM pelleTKU. BbInTh 13 nonoxeHUs MOXHO HECKONbKUMMU
nyTAMM:

YMEHbLUNTbL pasMep wpudTa 40 5 NyHKTOB;

YBENUYNB LLUNPUHY SYEEK;

3agaTb opmaT C ykasaHMeM TOMbKO YacoB (Npu Bbibope cdopmaTta syeriku, B none "Tun"
BHOCUM OfHY BYKBY "4U" CM. KAPTUHKY).

A pewmn ymeHbLWNTbL pa3mMep wpudra.
3anonHsiemM Bce SA4eNKM C ykadaHnem oTpaboTaHHbIX YacoB Tabens.

C ykasaHuem kofa paboyero BpeMeHu npobnem ObiTb HEe AOMKHO - NPOCTO CChlflaeMcs
Ha HYXHYI0 a4enky. OHaKo, HaM He HYXXHbl HYNnW B Criydasix, kKorga sidenka ¢ kogam Ha
nucre "Yyem" nycra. Moatomy 3aknagbiBaem cnepgywoulee
ycnoBue:=ECJIU(ENYCTO(YueT!H6);"";YueT!H6).
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3Ha4YeHuA 3a mecsl.

o Hodcqem ompa6omaHHb/x OHel U Yacos
=TTITECITUITTE S | EFE ] (= B nonax "Mmoao ompabomaro..." npocto
: 3aHOCUM dopmyny CYMMMPOBaHUS
I EEEE= s : 3Ha4YeHun oTpaboTaHHOro BPEMEHMW.
T{ e T T ‘== QOb6patute  BHMMaHuMe, 4TO  dopmaTt
e m—— BPEMEHW He Bcerga cyMTaeT ucxoasa U3
— obuiero konuyectea oTpaboTaHHbIX YacoB.
gy [ - YacTo, no ymon4yaHuio, ycTaHaBnMBaeTcs
et ==— = . bopmaTt, ucxopswmii M3 24 yacos. [ns
== 7 WCMpaBneHus OWWOKM BblAenuTe Bce
SYEerKn C CYMMOW 4acoB, U 3aMeHuTe
st s peen ez (DOPMAT Ha 37:30:55. OH cuMTaeT He Tepsist
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AnanasoHbl Y Hac pa3opBaHbl, TO Mbl CKNaabiBaeM ABa Auana3oHa no OTAENbHOCTU.
Konupyem ¢opmyrny Bo BCe oOcCTamnbHble a4yerku. [Npu konupoBaHUM CCbiNkn OyayT
cmewaTtbcss npasunbHO. Ecnn otobpasutcsa BpemMeHHowm opmat, TO, MOMpPOCTy,
3aMeHUTe ero Ha 4YMCNoBOM (C MOMOLLBID KOHTEKCTHOrO MeHK "®opmar siveek"), 6e3
yKa3aHUsa OecAaTUYHbIX Apoben.

MoacyeT oTpaboTaHHbIX 4YacoB 3a Mecsl obecneuvMBaem npocTenwen opmyrion
CKnagblBaHUS NPOMEXYTOYHbIX (PhOopMyn, KOTOpble Mbl N1UCann paHee B nonsx "Mmoeo
ompabomaHo...".

e [loOcyem npoyux OaHHbix 06 ompabomaHHOM

epemeHuU
MoocyeT konuyecTBa CBEPXYPOYHbIX YacoB [daBanWTe OCTaBUM AS11  PYYHOro
3anosiHEHNs, MOCKOSbKY Kaxaas nepepaboTka [orkKHa MOATBEPXOAaTbCs HEe MpPOCTO
oTMeTKon B Tabene, HO 1 ApyrMMu AokymeHTaMmu. MOXHO, KOHEYHO, 1 34ecCb nponucaTb
CNOXHbIA anropuTM, HO 3TO noTpebyeT MHOro nogxoda K OPMUPOBAHUIO BCeEN
Tabnuubl.

Mo aton xe NpUYnHE A UTHOPUPYHIO NYHKT nogcyeTta KoJim4yecTtBa HOYHbIX YacoB. Pas VXK
A WU3Ha4anbHO nMNpeanoXxwun He paccMaTpuBaTb nogobHble cnyydyan, TO M cenyac
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HauyMHaTb 3TO AenaTtb 6eccMbicrieHHO. TeM He MeHee, Npu BO3HWKHOBEHMMN MHTEpeca,
MOXXHO MponucaTb anropuTMbl y4eTa paboTbl U B HOYHOE BpeMsi.

I | FCYMMECH{AGLD:C W10; =P8 AGSC NS HOW MMECTIA| CV10:FE10; " =PE"CW3:FET) C noncquOM Kon”quTBa L,IaCOB
T ~ oTpaboTaHHbIX B MpasgHUYHbIe OHW, BCE -

T —— _Wmemwues  [DOCTO. Ncrnonb3yem pyHKUMIO

: = = "CYMMECMMN":=CYMMECIIN(AG10:CN10;"=PB

o e o B s w e | we | " AGO:CN9)+CYMMECHIU(CV10:FG10;"=PB";C
| e Y S N B e R V/° H = €1¢)

e ] e O |::::l CMOTpUM - 4YTO MONYYUNoChb. YKaxeM B

oauH u3 pagHen kop "PB". Tlonyyunacbh
pecatuyHaa apobb. [Mpobnema B TOM, 4TO Tak HacTpowuncsa dopmart sdeek. pocto
BblAeNsieM Bce ss4enkun, gopmaT KOTOPbIX AOSTDKEH OblTb BDEMEHHOW, N YCTaHaBIMBAEM,
COBCTBEHHO, TOT, YTO yKasblBaeT Yacbl U MUHYTbl. Konupyem ¢opmyny Ha ocTarnbHble
AYENKN.

KonnyecTBO HesIBOK npeasiaraeM ykasblBaTb B [HSX, NMOCKOSbKY forMka aToro tabens
npegnonaraeT UMEHHO Takon noaxod. HesiBka Ha paboTy oTmevaetcs kogamu "MP" n
"HH". Vcnonb3yem cyHKkumMo "CHETECNWU". [MockonbKy y Hac ABa YCnoBusi, TO Mbl UX
cknagbiBaeM. A, NOCKONbKy, ABa AuanasoHa, 4O CKraablBaem eule asa ycrnoBusi U No
BTOpPOMY AnanasoHy. Taknm obpasom nonyyaetcs
qaopmyna:=CHETEQﬂM(AG10:CN10;"=HH")+C‘-IETECJ1VI(AG10:CN10;"=I'IP")+C‘-IETECJ1VI(CV
10:FG10;"=HH")+CYETECJIN(CV10:FG10;"=IP")
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fie | =CHETEC/M[AGLO:CN10;"=MP" | +CHETEC/IM(CVIE:FGL0;"=NP") Konvpyem aTy cpopmyny Ha Apyrie s4enku.
SEEEFFFFEFFFFRFFAFFFFEFFFFFFFALOLOLCC0OLO0TOLLOL O LOLOChFHFRFEREFEFREEFERRRFERRREL B

KOfioHke "M3 Hux no npuydnHam..."
npeaycMOTPEHO NO ABE S4Yenkn. 3aHOCUM B

2o CTRRIGE SO

$iror oreaBoTIEg T HeIn ) Hima

™ | = o = KaKAYlo M3 HUX koAbl "MP" m "HHY,

i N e TR =t | me mwee | COOTBETCTBEHHO. A B CMEAYIOLIMX SiUENKaX,

AR B Z:-:‘“ o | ma | s (e m TaKke, C NOMOLLbIO (*)yHKU'MM "GUETECTA"

- - s NoACYNTbIBaEM KONNYEeCTBO Aveex,

o e R S B B R .]‘1 OTMEYeHHbIX 3TUMKM kogamu. Konupyem
1 - a1 dopMynbl Ha BCe Mpoyme AYEKu.

AHanormyHo 3aHocum opmyny nogcyeta
KonmyecTtBa sivyeek ¢ kogamu "B" B KornoHke "KonnyecTtBO BbIXOOHbLIX U NpasgHUYHbIX
AHen":=CYETECIIN(AG10:CN10;"=B")+CYETECNIN(CV10:FG10;"=B"). [1O/mKHO MNOMNy4nTbCSH
Kak Ha KapTUHKe.
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e BHeceHue nepeuyHbIX OaHHbIX [0 pacdyemy cC

rnepcoHasiom
i e % veerips | HaA4HEM c camoro npocToro - caenaemMm CCbIIKM Ha
VECLERCHLIMLN CECESINDN AR ARIEAS - IMEVIKM,  KOTOpbIE YXKe OOJDKHbl OblTb 3amnoriHeHbl Ha
2. Pacwer ¢ mepcomaton mo onzate pvaa  MPeAbIAYLLUNX CTpaHULAX. ITO KomoHka "TabesbHbIl
Homep" v rpadpa 22 - "Hacel (0HU)". TabenbHbIn HOMepP
o - Mbl 3aHOCUM Ha cTpaHuue "Yuem". CTaBUM 3HaK "=" U
Tabemmat | (saconas, KIMKaeM MbILLKOM Ha COOTBETCTBYHOLWWEN avenke. U Tak
e I MO BCEMY CMUCKY.

. ' PacyeT oTpaboTaHHbIX B TeYeHMe Mecsua YacoB
1 i 0 OCYyLLECTBNSAETCSA Ha cTpaHuue "Tabesnb". 3TO A4enkun B
TI. oo KOJTIOHKe "Bcero", ABMsSOLWENCA NoApa3aesioM KONOHKM
13 "UImozo ompabomaHo 3a mecsay". Takke, Kak U

15 TabenbHbI HOMEP, BHOCUM CChISTKA Ha 3TY KOJIOHKY.
1351 | 12000 Hanee, B rpage 19, nuwem ycTaHOBMEHHbIN ONK
18 KaXkgoro coTpyaHuka oknag (o 6onee CrioxHbix cxemax
onnaTbl TpyAa Mbl 6yaem roBopuTb B ApYron cratbe).
a| | P Mpadpa 20 gnsa GyxrantepoB. B Hee 3aHocuTcA cuyeT
BY, Ha KOTopbIN OTHOCATCA pacxoAbl No onrarte Tpyaa.

[--REN IR - R A

-

=
=
o

Cob6cTBEHHO, pacyeTbl, HaumHawTcs € rpadbl 21. OTO oknagHas cymma, KOTOpas
paccynTbiBaeTCsl NPONoOpLMOHanbHO 0TpaboTaHHOMY BpEMEHU (Kak NpaBurio, B Yacax).
M BOT 3mecb HauMHaeTCa OYeHb MHTEpecHas Tema. [ns eXeMecsa4HOro y4veTta Mbl
OTTankuBaemcsi OT HopMaTMBOB paboyero BpemeHu, YCTAHOBMEHHbLIX TPYAOBbIM
3aKOHOLATENBCTBOM W YKa3aHHbIX B €XErogHo YTBEPXKAAEMOM MNPaBUTENbCTBOM
NPOM3BOACTBEHHOM KaneHgape.

lMockonbky HOpMaTUBbLI YCTaHaBMMBAKOTCA €AWHOXAbl B rOA, W HE KOPPEKTUpYyeTCs
BMOCNEeACTBUMN, Mbl MOXEM YCTaHOBUTb UX TaM e, rAe COCTaBMsifN CMUCOK MECSLEB,
OOVH pas, U He BO3BpallaTbCA K HEMY B TedeHue Bcero roga. B panbHenwem, npu
BbIGOpe TOro mnm nHoro mecsiua, Tabnuua bygeTt cama onpegensaTb - CKOMNbKo paboumnx
4YacoB YCTaHOBJIEHO B 3TOM MecsLe.

HopmatweMecay  + | e [loO2comoska ClriucKa ons
A B MecCs4YHOo20 HopMamuea paboyeao

1 Mecay  Hopmarue 8peMeHU

2jAHEapt: 1201 Nna wavana ponomHMM  cnvcok ¢ Mecsiuamu.  OTKpoeM
i' 3:;‘?“ 12‘;3 cTpamuy "Crucok”, v p[o6asuM KOMOHKY cripasa  OT
lonpen: 475] HavmeHoBaHuM mMecsues. Hasosem a1y KOnoHky "Hopmamus".
& |mai 143l ©OBWH BaxHbIA MOMEHT. [Mockonbky Mbl Byaem ucnonb3oBatb
7 |wous 1671 AaHHble 13 Tabensa, BHeceHHble B (hopMaTe BpemeHW, TO U
8 lwons 184l 30ecb HopmaTMB YacoB NO Mecsiuam 1 PEKOMEHAYH BHOCUTH B
9 |aBryct 168] dopmare Bpemenun. VHaye BnocrneacTBM NpUOETCA OYEHb
10 |cenTabps 176] noBO3UTbLCA, YTOOLI pacyeTbl OblNV agekBaTHBIMU.
11 |okTAbpE 176
12 |HoABpE 159
13 |nekabpb 183_

Y
.
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[MoaTomy BblgensieM KOSMOHKY, B KOTOpPY Oyaem 3aHOCUTb AaHHble, N Yepe3 npaByto
KHOMKY MbILLWX BbI3bIBAEM ONANOroBoe OKHO "®dopmart sueek". YTOObI NULWIHKME nongd, Tuna
"MuHymbl" n "CekyHObI" HaMm He Melwanucb, s1 Bblbupatro NyHKT "Bce cpopmatbl” U

ctasnto B none "Tun"
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KBagpaTHbIX CKobKax B Tmbe ¢ [ 0T E [ F @ [w (BoT  Tak  -[u]),
obo3HavatoLen 1 ;'::'ﬂ A oTobpaxeHune
TOMbKO YacoB. g o= ———
Hangem B UHTEPHETE | ™ oo : NPOW3BOACTBEHHBbIIA
[P [& T
KaneHgapb n i’u | == nepenuiemM Cc Hero
1 il ot Tre:
HOpMaTuBbl no - ':T':m KaxaoMmy  Mecsuy
anga 40-yacoBon i || ==L paboyenn Hepenwu.
Tonbko 3anucbiBaTh | i HyXHO  GygeT ¢
MUHYyTaMM yepes = ABoeToune,
Hanpumep - 120:00. = NHaye nporpamma
6yﬂeT l-II/ICj'IO ; EPEPTE A = SROTET, FTRALTTS A I LYSTETTRAN mORed § wraiot oias BoCan H M MaTb
HeadeKkBaTHO B
. il
Celvac Ham = —_——lr HeobxoanMo

co3gaTtb elwe oauH

MOMMEHOBAaHHbIN

ananasoH. Nyctb oH 6yaeT HasbiBaTbes "HopmamusMecsay" (6e3 npobena). [nsa atoro
BblAEeNsSeM aManasoH C S4Yelku A2 40 A4Yeliku B13 (B HEro AOSMPKeH nonacTb CAMCOK
MecsLeB U HOpMaTMBbI YacoB B 3TU Mecsubl). B agpecHyio siyeriky BHOCMM UMS
"HopmamueMecsy" (CM. KapTUHKY BbILLE).

e Hacmpouka asmomamu4yecko20 pacdyema oknadHou

yacmu 3apabomHou rinamel
Tenepb Mbl MOXeEM paccyuTaTb OKMagHYyH

BT e e b0 Tl e L T | R
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——— CYMMY, pPacCYMTaHHYK NPONopLMOHasibHO
S —(— —— oTpaboTaHHOMY BpEMEHU COTpYyAHMKA.
e — dopmyna apudmMmeTnyeckn npocta -

oTpaboTaHHOoe BpemMA AenuM Ha HOpMaTUBHOE
BpemMsi M yMHOXaeM Ha oknag. HO Kak 910
I — =1 peanusoBaTb B Excel?

HopmaTtvBHOEe BpemMs Mbl MOXEM B3ATb Ha
OCHOBaHWKN BbIBPAHHOrO Ha cTpaHuue "Yyet"
Mecsaua. [ns aTtoro mcnonb3yem GYHKLUUO
koTopaa 6yger  BbIBOAUTb  TO
KONMYeCTBO 4acoB, KOTOPOE COOTBETCTBYET
BblOpaHHOMY MecsUy (Ans 3Torn PyHKLMKU Mbl
n cosgaBanu guvanasoH "HopmamuseMecsay').
@OYHKUMIO MOXXHO Cpa3dy BBECTM B CTPOKY
dopmyn: BMP(YueTt!C3;HopmaTtueMecsu;2;/10XK
b).

YcTaHaBnvBaem Kypcop BHadane ¢opMynbl (NOcne 3Haka paBHO) U BBOAUM YaCTHOE -
agpec s4enkm ¢ cymmon otpaboTtaHHOro BpemeHu. [ns nepson 3anucum 3to Oyaer
AYerika Bl11 (9, 0ObIYHO, HE 3aHOLY agpec SYEerkM BPYYHYI, a MPOCTO KIMKako No Hewn
MbILLUKOW).

3aTtemM ycTaHaBnuBaeM Kypcop B KOHUe (PopMynbl U YMHOXaeM BCe Ha SYenKy C
cymmon oknaga (M11). KoHeuyHass cpopmyna ansi nepBoM CTPOKM OyaeT BbIMMsSAeTb
Tak: =BI11/BMNP(Y4eT!$C$3;HopmaTneMecsu;2;10Kb)*M11
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Ccbinky Ha si4elriky C HauMeHOBaHWEM Mecsua Mbl YCTaHOBUIIM abCONIOTHYHO, YTOObI
MOXHO 6blno ckonuvpoBaTtb opmyrny Ha Jpyrme s4venkn 6e3 HeobxogumocTu
ncrnpasneHnn

Mocne Toro, Kak Bbl HA&XXMeTe Enter, B A4eNKe MOXET 0TODpa3nTbCA He YNUCIIo, a BpeMS.
Bce notomy, 4to B hopmyne CCbINKM MAyT Ha SSYENKM Co BpemeHeM. [na KoppeKTHOro
oTobpaxkeHus fjaBanTe 3aMeHUM popMaTt BPpEMEHU Ha AEHEXHbIN bopmaT. Beigensem
BCIO KOJIOHKY, M, KaKk OObIYHO, 4Yepe3 KOHTEKCTHOE MEHK MpPOM3BOAMM HeobXxoaumble
HaCTPOWKM (CM. KAPTUHKY BbILLE).

Konupyem dopmyny Ha Bce Npoyme s4emnku

Mpadbl ¢ 23 no 32 octaensiem NycTbiMU. AN Hawen PopMbl onnaTbl Tpyda OHWU He
ncnonbaytoTcs. C rpad 33 n 34 genaem npocTble CCbIfKK Ha rpadbl 21 n 22.

e OcobeHHocmu 4-U cmpaHuubl popmbl T-12
UetBepTas cTpaHuua QopmMbl T-12 MMeeT HEeCKONbKO MWHYK CTPYKTYPY, Hexenu
npeabligywme. Ecnm Ha npexHux cTpaHvuax pAdaHHble BBOAMIIUCb MO  KaXZoMmy
COTPYAHWKY, TO 3[4eCb PacCYUTbIBAKOTCH CBOAHblE [aHHble MO BCEM COTPYAHMKaM Ha
KaXabll OeHb. Ha ocHOBaHUM [aHHbIX 3TOM CTpaHuubl, BMOCAEACTBUU, MOXHO
HaCTPOUTb EXEMECAYHYI0 CTaTUCTUYECKYIO OTYETHOCTb MO NEePCOHany opraHn3auumn.

e Asmoa3ariosiHeHUe 0amabl
Xotenocb 6bl, 4YTOObI HE MPUXOOUMNOCH BHOCUTbL BPYYHYIO.

A B
Utobbl gata dopmmpoBanacb aBTomaTudeckn. Beab mecsu

1 Mecay Hopmarue " "

2 |aHBaps 129 Mbl YXX€ BHOCMNM Ha CTpaHuue "Yyem", YuCro Tam yxe CTouT
3 (espans 157 @ TOA... Hy, JaBaWTe BHeceM roa Ha cTtpaHuue "Crucku",
4 mapr 168 MOCKONbKY WTaK €XerogHo KOPPeKTUPYEM TaM eXeMeCsYHble
5 |anpene 175 HOpMaTumBbI MO YacaMm.

6 |maii 143  3axoOQum Ha CTpaHuuly, U YyTb HUXKE HauMEHOBaHUN MecsILEB
7 MHOHL 167 nuwem cnoBo "loa". MNpaBee oT Hero BHOcMM2015. OaHako,
8 MmNk 184 yT10 MBI BUOMM - oTobpaxaeTcs cTpaHHoe uucne 48360. Bce
9 |aBryct 168 notomy, 4To Ha oTy SYelKy pacnpocTpaHuncs dopmat
10 centAbps 176 gpemeHun B uacax, KOTOpbIi Mbl HacTpauBanu paHee.
1; ”“THEEF‘E' Eg Boigensem aueiky, U Bblbupaem dopmaTt 4yucrnosoin 6e3

HORDPE [ECATUYHBIX 3HAKOB.
13 | pekabpe 183 . sh e .
Tenepb HaM BE - B | =OATATHAY EE"-"EvuaTICEA"-"ECrnmoual B15)
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- " HenpocTas : pu— N FE———
3apava. HyxHo cpenaTb Tak, 4TOObI B [scoesve] | woowa | s | s | s | srms
yucrno mMecsdua, HauMmeHoBaHWe Mecsdua T e || || B
1 rog 6N 06beanHEHbI B OOHY AYEnKy oo || | | 7
n npeobpasoBaHbl B ¢opmaTt gatbl. A e e
ans aToro ncnonb3oBarn coma o
dyHKumMo OATA3HAM, KOTOpad i = N ® | = Fr -] [ 3]
npeobpa3yeT TekcT B Buae 1-aHB-2015 B  ; 1 '
dopmaTt pgatel. Ho pgna  aToro | i
HeobxoamMmo cpopMmpoBaTh ATOT TEKCT. 1=

Uucno BHecem B dopMyry nNpoCTOn
umdpon. C nomoulbio onepaTopa "&", KOTOpPbIN 00beANHSAET 3anNnCK PasfNNYHbIX S4eek
B OQHOW, COEANHUM 3TO YMCIO C HAaMMEHOBaHNEM Mecsaua Yeped geduc. Ytobbl gedunc
BOCNPUHMMArICA He Kak ornepatop, a Kak CMMBOJSI, 3aKf4yMMm ero B KaBbluku. [anee,
CHOBa Yepes geduc, coegmHsieM ¢ HpopmaLumen n3 S4emkn ¢ TeKyLLUM rogoMm.



dopmyna npuobpeTtaeT cneayowmn Bua: =0ATASHAY(1&"-"&YueT!C3&"-"&Cnucku!B15).
He 3abyaem no Bcewn KONMOHKe Yepes hopMaT ss4eek HaCTpoOUTb KpaTkui oopmaT gatbl.
BHeceHne paT crnegytowmx yucen B tabnuue ynpocTMM NpocTbiM npubaBneHnem K
BbILLECTOSLLIEN siYerke eguHMubl. Takum obpasom Kaxaasi crnefyolwasa syenka oyoet
oToOpaxaTb crnefywllee 4YWUCo YCTaHOBMEHHOro Mecsua u roga. Hanpuvep B
a4yenke A7 6ygeT oopmyna =A6+1.
Hanee, npotsHeM opMyny A0 HWXHEN a4verikn Tabnuubl. O6paTtute BHUMaHWE, YTO B
MecCsUbl C KONUYecTBOM OHen MeHee 31, B HWXKHUX A4verkax OyayT oTobpaxaTbces
yucna cneaywowero mecsua. MOXHO, KOHEYHO, OCTaBUTb KakK e€CTb, HO S peLuns
ncnpaBuTb HeCOOTBETCTBME (POpMYyrion B  A4Yenkax, CcooTBeTcTByowmx 29-31
yucnam: =ECII(A33="";"";ECIIU(MECSIL|(A33+1)=MECSILI(A33);A33+1;""))
asa - | s semeengassvecssasa - CyTb 9TOW JIOTMMECKOW  popMyInibl - B
.?_FJEEK:I..J.-I,IIZI-l’l-'_IL'.'\."\-'.-'JJ-'-'.I’.I.'|'.I'-'Fl'-'-'-;l'-'-"-ll'l'-"-'Fl:l.l.l'.lllLClll:lll.U.l.lLClll.-\."l.l.-\."ll.-\.'\-"l.l.-\."'.'.-\."l'.-J-"'. ﬂBOMHOﬁ I'IpOBepKe
o Bo-nepB.blx, OHa nposepseT, He
CMEeHUTbCA I MecAl npu np|/|6aBneH|/||/|
eanHNLbI BbIIJJeCTOSILLI,eI7I OaTbl. Ecnn aa, 10
: oTobpaxaeTca nycras siderika, ecnu HeT, To
1 0T06pa)KaeTC$I aarta.
17 [ B ° BTOpaFI npoBepkKa npoBepserT, He
= ABNAETCA MU BbILIECTOALAA SYeiika MyCcTon,

€Cnu ga, To 1 9Ta s4elrika ocTaeTcsl NyCTON.
Ecnun BTOpytO NpoBEPKY He caenaTtb, TO B crieaylowen, nocne nycton, syenke éyget
oTobpaxaTbcs ownMboYHoe 3HayeHme (#3HAY).
Tenepb, Kakon Obl Mecsl He Obin BblbpaH, oTobpaxaTbcs OyayT TONbKO 4ucna,
COOTBETCTBYHOLME 3TOMY MecsLy. Mpoyune uncna otobpaxaTbCcs He ByayT.

e Pacyem 4yesioeeKoOHeU U YerioeeKko4yacos

B v B CHEECM(TabenslAGHAE0)  [OACUMTATH KOTIMYECTBO YENIOBEKOAHEN B
1-fEIILEF(I-I.lI'LI‘|l"SZFLFE LNOOEASLEERER LR R RS R AR 4 FEEEEEEEEEEE EBEEEEEEEEEE TOT Wnu VlHOl;l ,D,eHb MeCﬂLl,a HECTOXHO,
' pa— - .. Wcronb3osas yHKUMIO CUETECHIN,
3 bl KOTOPYO  Mbl  WCMOMb30Banu paHee Ha
e e | T | e | eremadt | et cTDAHULE "Tabenb". EnnHcTBEeHHas
s | e | medt (o5 mpoOBNEMa 3aknoyMaeTcs B TOM, YTO He

— whome | wee yAacTca BOCHMOMb30BaTbCSH

pafanare mnes 9BTO3AMONHEHNEM, MOCKOJIbKY — nepexon

= g

swa ypcen B Tabene ocyuwlectBnsietcsa  no
ropuM3oHTann, a Ha cTpaHuue "Mmoau" - no

3B LE EL] 59 4 4L a2

- BEpTMKanu.
T | 11 dopmyna gnga nogcdeTa 4YernoBeKOOHEWN,
e oTpaboTaHHbIX nNepBoOro 4ucra mecsaua
11 [oen O GyneT

12 J07.02.15

000

Takon:=CYETECJIN(Tabenb!AG9:AJ36;">0").
[nsa yckopeHusa n obnerdeHnsi paboTbl, MOXHO NPOTAHYTb (POPMYITY A0 HUXKHEN AYENKMN.
EovHCcTBEHHOE, 4TO OyaeT HenpaBUbHO BO BCEX HMXeECToAWMX dopmynax, 37O
AananasoH cymmupoBaHuda. CTaBuM TabnuuHbIn Kypcop B SA4YenKy C OLWMBOYHON
dopmynon, BblgendgeM HEBEPHbIN AMana3oH U 3aHOBO BbIOENSIEM YXe MpPaBUSbHbIN.
Haxnmaem Enter, n kypcop BCTaHET Ha HOBYIO OLUMBOYHYIO SYENKY.

Kak Bbl YyXe, HaBepHoe, [JoragblBaeTecb, 4enoBekoyacbl Oygem cuutaTb C
ncnonb3oBaHMeM  pyHKUMM CYMM.  [lpocto  cymmmpyem  Becb  [auManasoH,
COOTBETCTBYIOLLErO Yncna mecsaua. M Tak no Bcem cTpokam. BykBeHHble 0603HaYeHUs
cymTaTbCs He OyayT, a YMcroBble BOMAYT B pacyeT, kak U nonoxeHo. He 3abyabTte
npeaBaputenbHO npeobpasoBaTb opmMaT siueek BO BPEMEHHOM 6e3 yka3aHUs CeKyH[

([ul:mm;@).


http://lern-excel.ru/uchet-rabochego-vremeni-v-excel-chast-iv.php

Mpoune rpadbl noTpebytoT 6Gonee BOYMYMBOrO NOAXo4a, HO OHM BCE TUMUYHBIE.
[MoaToMy MHOro BpemMeHun Ha HaCTPOMKY aBTopacyeTa no HAM Y Hac He 3anMeT.

Mpopormkaem HanonHeHue cTpaHuubl "Mmoeu" dopmbl T-12. Y Hac ocrtanucb
cneayoLine nons:

KonuuectBo 4enoBeko-gHen MpocToeB. 34eCb OYEBMAHO MOXHO MCMONb3oBaTb KoAbl,
obo3HavatoLme npoctoit no pasHeim npudnHam -PII, HII, BII, 3b.

He oTpaboTaHO 4YenoBeKO-4acoB B CBSA3WN C paboOToON B pexmme HEMoriHoro paboyero AHs.
Ncnonbayem kon HC.

[HW HesABOK Ha paboTy:

€XXerofHbli OCHOBHOW onnaynBaemblit otnyck - kog OT;

€XerofHbl AONONMHUTENbHbIV onnaynBaemMbli otnyck - kog O/;

OTNYyCK B CBSI3M C O0OOy4YyeHWeM C coxpaHeHueM 3apaboTHOM nnaTthbl, MOBbILEHNEM
KBanugukaumm ¢ oTpbiBoM oT npoussoacTea - koabl Y, IIK u IIM;

oTnyck No 6epemMeHHOCTM 1 poaam - ko P;

no 6onesnu - kog b;

npoyMe HesBKW, paspelleHHble 3aKOHOAATENbCTBOM  (BbIMOMHEHWE TOCYAapPCTBEHHbIX
o0bsi3aHHOCTEN 1 T.M.) - GotoCb OLWMBUTLCS, HO 3aecb, BeposTHo, koabl O, 10, 03, b, T, I'.

Mo npuynHam:

C paspeLleHnst paboToaaTtens - Bce BbllLENepeyncrieHHble Koabl;

nporynsl - kog ITP;

MacCcoBble HESIBKM - 3a0acTOBKM B NOpsiAKe, NpeayCMOTPEHHOM 3akoHOM - kog 3b;

KONMMYECTBO YernoBeKo-AHEN BbIXOAHbIX U NPa3aHUYHbIX - Ucnonb3yem kof B;

Bcero - cknagbiBaem nyHKTbl 3TOro 6roka.

Bcero yenoBeko-gHEN SIBOK U HESIBOK Ha paboTy - TOXKE WCMONb3YEM CIOXEHWE AaHHbIX B
aToM Tabnuue.

KonuyectBo [OMNOMHUTENbHBLIX BbIXOAHBIX 4YerioBeKO-AHEW Mpu NATUOHEBHOW paboyen
Hepene - kogsl OB 1 HB.

Cnu1coyHast YACNEeHHOCTb PabOTHMKOB - cknadblBaeM NOoACYEeThI MO BCEM KoaaMm.

YuncneHHoCTb paboTHUKOB:

HE YYUTbIBAEMbIX B CIMCOYHOM COCTaBe, HO BKITHOYEHHbIX B CPEAHECMMCOYHYH YMCEHHOCTb
- 3TO AN PYYHOro noacyeTa, NOCKONbKy AaHHbIX MO TakMM COTPYAHMKaM B Taberne HeT.

CMUCOYHOrO COCTaBa, KOTOpble HEe BKMHYAKTCS B CPEOHECTNMCOYHYH YUCIEHHOCTb -
aHanorMyHo npeabiayLemy nyHKTy.
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OCHOBHOM ©Oygem wucnonb3oBatb QyHKUMM CHETECIIU 1 CYMMECNW. OnucbiBaTb
nogpobHo kaxay cdopmyny He Byaem, NocKomnbKy BCe MOAOOBHbIE DYHKLUMU Mbl YXe
ucrnonb3oBann He oguvH pas. [lpocTto npuBegeM  CNMCOK  3Tux  chopmyn,
COOTBETCTBYOLLMX NEpPBOMY HYUCIY MecsLua:

° Konnyectso \-IeJ'IOBeKO-p,HeVI NPOCTOEB - MOCKOJIbKY KOOOB HECKOJIbKO, TO Mbl CKnagblBaem
HEeckonbko  3HadeHun. Popmyna B  s4erike  MNepBOro  4ucrna  Mecdua  byget
cnepyowen=CYETECIIU(Ta6ens!AG9:AG36;"PN")+CYETECIIU(Ta6ens!AG9:AG36;"HMN")+
CUYETECIN(Ta6enb!AG9:AG36;"BM")+CYETECIIN(Ta6ens!AG$9:AG36;"3B6"). 3aeck Mbl
CHOBa CTasikMuBaeMcs C nNpobremMon, YTo B ogHOM Tabnuue nepemMeLleHne naeT no ropusoHTanu,
a B gpyrou - no BepTukanu. Micnonb3oBaTtb aBTO3anofIHEHNE HE yOaCTCA.

o He oTtpaboTaHo 4YenoBeko-4acoB B CBs3M C paboTon B pexmMme HenomHoro paboyero gHs -
=CYMMECIIU(Ta6enb!$AG$9:$AG$36;"HC")

o [Hn HesiBOK Ha paboTy:

o eXXeroaHbin OCHOBHOW onnavnBaembli OTnyCK -
=CYETECJIIU(Tabenb!$AG$9:$AG$36;"0T");

o eXeroaHbin JOMONMHUTENNbHbIN onnayvmBaembIn OTnyCK -
=CYETECIIU(Ta6enb!$AG$9:$AG$36;"0a");

o OTNyCK B CBSI3NM C 0Oy4YeHMeM C coxXpaHeHuMeM 3apaboTHONM MfaTbl, MOBbILIEHWEM
KBanudukauum c OTPbIBOM oT npovsBoacTBa -

fCLIETECHI/I(TaGenb!$AG$9:$AG$36;"Y")+CLIETECI'I U(Tabenb!$AG$9:$AG$36;"MK")+CY
ETECIIU(Ta6enb!$AG$9:$AG$36;"TIM");

. oTnyck no 6epemeHHOCTU 1 pogam - =CYETECIIU(Ta6enb!$AG$9:$AG$36;"P");

. no 6onesHn - =CYETEC/IU(Ta6enb!$AG$9:$AG$36;"B");

. NnpoYne HesIBKM, pas3peLleHHble 3aKkoHO4aTENbCTBOM (BbINOMHEHNE rOCYAapCTBEHHbIX
obs3aHHOCTEN n T.n.) -

=CYETECTNW(Ta6enb!$AGS$9:$AG$36;"0X")+CUETECIIN(TaGenb!$AG$9:$AG$36;"10")+
CYETECIIN(Ta6enb!$AG$9:$AG$36;"03")+CHETECN(TaGenb!$AGS9:$AG$36;"1B")+CY
ETECNU(Tabenb!$AG$9:$AGS36;"T")+CUETECTIU(Ta6enn!$AGS9:$AGS36;"T™).

o Mo npuynHam:

. C paspelleHusa paboTogaTtens. 3aeck 4OCTAaTOYHO CIOXUTL NpeablayLume pacyeTsl -
=CYMM(AUG6:DF6);

. nporynsl - =CYETECIIU(Ta6enb!$AG$9:$AG$36;"TP");

. MaccoBble HesiBKM - 3a0acToBkM B MOpsiake, MpPedyCMOTPEHHOM 3aKOHOM -
=CYETEC/IU(Ta6enb!$AG$9:$AG$36;"36");

. KONM4ecTBO yerioBeko-aHe BbIXOAHbIX " npasgHUYHbIX -

=CYETECINU(Ta6enb!$AGS$9:$AG$36;"B");
. Bcero - =CYMM(DG6:EX6).


http://lern-excel.ru/wp-content/uploads/Itogi.jpg

o Bcero yenoBeko-aHen ABOK U HeABOK Ha paboTty - =CYMM(I6;EY6).

. KonnyecTtBo AOMOMHUTENbHBLIX BbIXOAHLIX YENOBEKO-OHEN npu NATUOHEBHOW paboyei
Hepene -
=CYETECJIU(Tabenb!$AG$9:$AG$36;"OB")+CYETEC/IN(Tabenb!$AG$9:$AG$36;"HB").

° Cnunco4Hast uncneHHocTb paboTHukoB - =CYMM(16;Y6;EY6;FU6).

Tabnuua HacTpoeHa Ha MakcMManbHO BO3MOXHOE aBTo3arnofiHeHue. Tenepb
cdopMoit T-12 MOXHO NOSb30BaTLCA C MMHUMYMOM PYTUMHHBIX Tpyao3aTpar.



[Ipunoxenue 2

OueHovHbIe CpeaCcTBA /1JIs1 MPOBeAeHHUsI IPOMEKYTOUHOI aTTeCTAlNU

a) H.TIaHI/IpyeMbIe pe3yJabTaThbl oﬁyqe}mﬂ H OLICHOYHBIC CpeaAcCTBaA AJIsl IPOBEACHUSA l'[pOMe)KyTO‘IHOi/i arrecramum.

CTpyKTypHBII
AJIEMEHT

KOMIICTCHLIN

[Tnanupyemble pe3yabTaThl
oOyueHus

OueHouHbIe CpeCTBA

OI1IK-2 Bnageanem 0a30BBIMI 3HAHUSIMHI B O

OmacTi HH(POPMAIIMOHHBIX TEXHOJIOTHH

3Hartb Teopernueckue OCHOBBI 1. OcHoBHbIE NPUHLMIIBI AaBTOMATH3alMU B cdepe JOKYMEHTAMOHHO-HH(OPMALIMOHHOIO
UHPOPMATUKH U oOecrnieueHus yrnpaBaeHUsl.
MH(POPMALIMOHHBIX 2. Ilpennoceuiky aBTOMaTU3aLUU YIPABICHUECKON JAESATEIbHOCTH.
TEXHOJIOTUI u 3. Lenp m 3amaun y4eOHON NUCHMIUIMHBI. DKOHOMHKAa Poccuu B mepexofHblil Mepuoa u
BBIYHCIIUTEIBHON TEXHUKH MH(POPMALIMOHHbIE KOMIIBIOTEPHBIE TEXHOJIOTHUHU. OTanbl Pa3BUTUS CPEACTB U CUCTEM
B npoecCHOHATbHON MEXaHM3alMl W aBTOMATH3allMM YIPABICHUECKOM JedaTenbHocTH. MHQopManuoHHbIE
chepe pecypchl CUCTEM aBTOMAaTH3allMU yIpaBieHYecKol aedrenbHOcTU. [loHsTre nHOopMarum,
CTPYKTYypa 1 cBOWCTBa MH(POpMALIUU.
4. OOmas xapakTepUCTHKa M CTPYKTypa CHUCTEMbI JOKYMEHTAI[MOHHOTO oOOecrneyeHus
YIPABJICHHUS.
YMers: Pemate [IPAKTUYECKUE [IpomexyTO4HBIN TECT
3a/1a4u B
npodeccuoHabHON  cdepe, Kaxko#t 3 cnoco6oB nonkioueHuss k MaTepHET 0oO0ecrednBaeT HaAauOOJBbIINE BO3MOXKHOCTH
UCMOJNB3ys  BO3MOXKHOCTHU | JUIA JOCTYyNa K MH(OPMAIIMOHHBIM pecypcam?
BBIYMCIIMTENLHOM, — NOCTOSIHHOE COe/INHEeHHeE M0 ONTOBOJIOKOHHOMY KAHAJIY
OpraHU3alMOHHON TEXHHUKH — YIaJIEHHBIN TOCTYH MO0 KOMMYTUPYEMOMY Tele(OHHOMY KaHalTy
u IIPOrpaMMHOTO — TIOCTOSIHHOE COE€TMHEHHE I10 BBIJICICHHOMY Tele(OHHOMY KaHaTy
obecrieueHus

— TCPMHUHAIBHOC COCAUHCHUC 110 KOMMYTHPYCMOMY TCJIC(I)OHHOMy KaHal1y

Monem - 3T0...
— II0YTOBAasi NporpaMma




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

— CeTeBOM MPOTOKOI
— cepsep MuTepHer
— TeXHU4YecKoe YCTPOMCTBO

MonemMm, nepenatonuii nHGOpMaIHO co ckopocTthio 28 800 OuT/c, MOXKET mepenarh JBeE
cTpanuIlpl TekcTa (3 600 6aiiT) B TEYCHHE. ..

— 1 MuUHYTHI

— 1 yaca

— 1 cekyHabl

— 1 gusa

DnexTpoHHas novrta (e-mail) mo3BosIsieT nepenaBarh. .
— TOJBKO COOOIICHHUS

— TOJBKO (paiiiib

— CO00OIIeHUs U NIPUJIOKEHHBbIE (ailiibl

— BUAECOU300paKEeHUS

Kakoii nporoko:n sBnsercsa 6a3oBbiM B HTEpHET?
— HTTP

— HTML

— TCP

— TCP/IP

Komnetotep, noaxmoueHHbIN k IHTepHET, 003aTebHO UMEET...
— IP-aapec

— Web-cepep

— JIOMaIIHIOK web-cTpaHuily

— JIOMEHHOE MM




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

['unepccrpiiku Ha Web - cTpanuiie MOTYT 00€CIICUUTh MTEPEXOL. ..
— TOJIBKO B IIpeJieNax JaHHOH web - CTpaHMILIbI

— TOJIBKO Ha Web - CTpaHUIIbI JaHHOTO cepBepa

— Ha J1to0y10 web - cTpaHHUIly JaHHOTO peruoHa

— Ha 100y web - crpanuny sw0doro cepsepa Uarepuer

3agaH ajapec 3JEKTPOHHON moutsl B cetu Internet: user name@int.glasnet.ru. KakoBo ums
BIIAJIENIbIIA DJIEKTPOHHOTO ajpeca’?

— int.glasnet.ru

— user_name

— glasnet.ru

—ru

Bpaysepst (Hanpumep, Microsoft Internet Explorer) sisisrores. ..
— cepsepamu MHTepHeT

— aHTHBHPYCHBIMU IpPOIrpaMMaMHU

— TPaHCIATOPAMHU A3bIKA ITPOrpaMMHUPOBAHUS

— Cp€aACTBOM IPpOCMOTPa Web-CTpaHI/III

Web-crpanuisl uMeroT hopmar (pacmmpenue)...
— *.txt

— *.htm

— *.doc

— *.exe




CTpyKTypHBIH

[Tnanupyemsble pe3ynbTaThl

2JIEMEHT OneHoYHbBIE CPEACTBA
oOyueHus
KOMIIETEHIIUH
Bnaners: Hasrikamu paboThI B

JIOKAJbHBIX M TI00aJbHBIX
KOMITBIOTEPHBIX CeTsX;
HaBbIKAMU  paboThl €O
CIIeUaTM3UPOBAHHBIMU
XpaHWJIMIIaM JaHHBIX

. 1. Boipa06oTKa HAaBBIKOB Pad0ThI ¢ perucTrpamnueii 10KyMeHTOB

o Ynpasicnenue 1. Pecucmpayusa 0oKkymenmos.
HGJIB YIPAXKKHCHUSA — ITOJIYUYCHUC TBCPAbIX HABBIKOB PCTUCTPALIKU JOKYMCHTOB.

3apaHue 1. CospaHue dpannos

Coznats 4 ¢aiina, c kotopsiMu Bbl B nocnenyroiieM 0yaeTe paboTaTh:
e B Word (3asBiieHre B JEKaHAT O JOMYCKE K 3aHATHSIM IO
JoxymenToo60poTy. @opMa — cTaHAapTHOE 3asBIICHUE),
e B OnokHoTe (OOBsIcHUTENBHAs O mpomycke 3aHATus. Dopma
CBOOO/IHA),
e B EXxcel (pe3yabTaThl c1auun nocjaeaHel CeCCun),
® HAWTH B KOMIIBIOTEPE WJIM MEPEHECTH C HOCHUTENS, WIH CO31aTh
JOOBIM CPEJICTBOM KapTUHKY Pa3MepOM MPUOITH3UTEIHHO 4X5CM.
KommenTapmuii. Co3nanable (ailyibl KaXIblM M3 YYaCTHUKOB TPYMIbl Ha
3aHATUU HEOOX0IUMO COXpaHuTh. KOHKpeTHOE MeCTO HE UMEET 3HAUEHUs, JTI000i 13
(aiiioB, NPUCOECANHEHHBIX K JIOKYMEHTY, 3apErHCTPUPOBAHHOMY B 0a3e, COXpaHUTCS
BMECTE C JIOKYMEHTOM B 0a3e U B MOCJIEACTBUHU OYJET JErKo HaiIeH MmporpaMMoi.
[Ipumep ¢aiinoB npuBeaeH B MPUIOKEHUU 1.

3apaHue 2. Pernctpauma AOKYMEHTOB

3apeructpupoBarb 4 TOKyMEHTA:
e ¢ co3laHHbIMU B | 3amaHuu Qaitnamu noja pasHbIMHU JaTaMH B




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

nuama3one 1-30 oxtsa6ps 2005r. [ns peructpanu 10KYMEHTOB
BBIOpAaTh MOTOK JOKYMEHTOB CBOEW TpyNIbl. 3alOJHUTH TOJE
npedpukca: 3a, 00, Ort, I'p, cooTBeTCTBEHHO; BBHIOpaTh Tpud
KonduaeHunaabHo.

KommenTapuu.

1.

He cnenyer myrate JlaTy perucrpanuu 3J€KTPOHHOIO AOKyMeHTa u Jlaty
cozmanusi ero (OymakHoro) mnpenaka. B cioydae Bxopasmiero mnoToka
JOKYMEHTOB monie ¢ "[latoil peructpauuu’ AOKYMEHTA PACIOJIIOXKEHO B
IIEpBOM CTpPOUYKE TMojer, a mnone c¢ "Jaron" co3gaHus mnpapoauTens
JIOKYMEHTa pacroJjiaraeTcsi B TPETbe CTPOKE, MOCBSIIEHHOW OpraHU3aluu-
OTIPABUTEIIO.

AHaJOrMYHO, HOMEpP PETUCTpallud JOKYMEHTa (3KeIToe MoJie B IEPBOM
psy) TEHEpPUpPYETCS CHUCTEMOH, a UCXOISIIM HOMEp OOBIYHO YXKe
IIPOCTABJICH IIPU OTIIPABKE OT KOPPECHOHJIEHTa B Bamy opraHusaiuio, oH
3aIoJIHSETCA BPYUYHYIO (C OyMaKHOTO HOCHUTENSI UM 3TO — JaTa OTIPaBKU
AJIEKTPOHHOTO MKUCHbMa) B Oestoe 1mosie (HeoOs13aTeIbHOE JJIS 3aII0THEHUS ).
Bce nosnst, B TOM 4mciie TpOrpaMMHO HE KOHTposipyembie (0esnblii poH), B
NEUCTBUTETLHOCTH  HEOOXOAMMO  3aloJIHATh.  BO-MepBbIX,  3TO
PEANUCHIBACTCS npaBuiIaMu JOKYMEHTO000pOTa, BO-BTOPBIX,
CYILIECTBEHHO 00JIer4yaeT MOUCK JOKyMEHTA.

®opMoil perucTpaniu MOTYT OBITh MNPEAYCMOTPEHBbI Kak Mpedukc K
HOMEpPY, TaK U Ipu( TOKyMeHTa. DTU MOJIA B IaHHOM CJydae CIy>KaTr JUis
IPYNIIMPOBKU U YCKOPEHHUSI MOMCKA IOKYMEHTOB.

3HaueHUsI B TIOJISIX MOTYT KaK BRIOMPATHCS U3 CJIOBAPs, TaK M 3alOJHATHCS




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

npousBoIibHO. [Ipeanourenue cienyeT oTAaBaTh BHIOOPY U3 CIOBapeil, Tak
KaK MCIOJIb30BAaHUE CTaHAAPTHBIX 3HAYEHHM YMEHBIIIAET BEPOSITHOCTD
pErucTpalyu ¢ OMUOKOH.

6. Ilpu ommOo4HON perucTpauuu JAOKyMEHTa B IIOTOK, B OOLIEM ciydae
HEJOCTYIIHBIN MOJB30BATEN0, 3TOT JOKYMEHT OyAET IIOCTYNEH TOJBKO
ATOMY IMOJIb30BATENI0 KaK PErHCTPATOpPy 3TOr0 JOKYMEHTa, HO He OyAeT
BUJICH U JIOCTYNEH JAPYTUM YYaCTHUKAM IPYIIIbI.

° Ynpasxcnenue 2. Ilouck 0oxymenmoe.

[{enb ynpaxHEHUSI — 3aKPENJICHUE HABBIKOB MOUCKA JOKYMEHTOB B Pa3JIMYHBIX
CUTyallusX, BbIpaOOTKa yMEHHMS cJlieJlaTb BBIOOPKY JOKYMEHTOB B Pa3lIMYHBIX
paspesax pa3IuIHbIMH CIIOCOOaMH.

CylliecTByeT YeThIpe€ BO3MOKHBIX BapHaHTa MOMCKA JJOKYMEHTOB:

¢ JIOHCK NOKYMCHTOB;,

® IIOMCK IIOPYYECHUN;

® TM0OHUCK 110 (hOpME;

® PpACIIMPEHHBIN ITOUCK.

3apaHue 3. HaitT LOoKyMeHTbI, 3aperncTpupoBaHHbie B Hase

e HaiiTu Bce  JNOKyMEHTBI, COCTaBJieHHble Bamu  Bcemu
BO3MOKHBIMH CTIOCOOaMU.
KommenTapuii. Kak Bel momuute, 1okymMeHToB 0bUT0 ueThipe. Eciiu Bol mpu
peructpanuu 3anoaawin noje Kro moanucasn, o y Bac ve Oyzaer npobiem.
e HaliTu TOKyMEHT 1o HOMepY (/IBa-TpU BapUaHTA).
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Haiit 1OKyMeHTBI 110 1aTe perucTpanuu (1Ba-Tpyu BapuaHTa).
Haiitu nokymeHTBI B TOTOKE Barel rpynibl co ¢iioBoM "nomyck"
B noje Kpatkoe comep:xaHue, 3apeructpupoBaHHble Bammmun
COCE/IsIMU ClieBa U crpaBa (MIOCJIEI0BATEIIBHO).

Haiitu 1OKyMeHTBI Ballero 1moTtoka, UMeromue "'3ads1" B KpaTKoM
coAepKaHUM M pa3HbIMM JatamMu B auanazonHe 10-20 mapta
TEKYILIETO To/1a.

HaiiTn MakcumanbHOE YUCIO AOKYMEHTOB B nuamna3zoHe aar 10-
30 mapTa TeKylIero roja B OTOKE CBOEH IPYIIIIHI.

Haiitu TOKyMEHTBI C COIEp)KaHMEM '"IekaH' W JgaTaMu ¢ 5 1o
20mapTa TeKyuIero roja.

Haiitn nokymeHTHI ¢ "3aHAT" B KpaTKOM coJepKaHuu u "2*" B
HOMEpE.

3apaHue 4. Hanty OKyMEHTbl MCNOb3yA PaclumMpeHHbIid NOUCK.

HaiiTn 1OKyMEeHTBI, 3aperucTpupoBaHHble ¢ 10 mMapTa TEKyIlIero
roja.

Haiitn Bce MOKYMEHTBI, 3aperMCTPUPOBAHHbBIE JIOOBIM M3 JBYX
NPUCYTCTBYIOIIUX HAa 3aHIATHH CTYJAeHTOB(K) mocie 15 mapra
TEKYLIEro Troja.

Hcnonb3ys npeapl Ay 3anpoc Cy3uTh OUCK MTyTEM YTOUHEHUS
KOHTEKCTa "nekan".

HailiTn Bce nOKyMeHTHI, OANMUCAHHbIE (KOPPECTIOHIECHT) JTHOO0BIM
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U3 JIByX cocelei(ok), MPUCYTCTBYIOUIUX
coJiepKalnue 0ObsICHUTENIbHBIE.
KommenTapwuii. Mcrions3yeTcs 3HaueHue B noJyie Perucrparop.

Ha 3aHATHH,

OIIK-4 BJIaACHHUCM HaBbIKaMH HCIIOJIb30BaHUA KOMHLIOTepHOﬁ TCXHHUKHU U PIH(bOpMaI_II/IOHHLIX TEXHOJIOTHH B IIOUCKE HCTOYHHKOB U JIATCPATYPBhI,

HCITIO0JIb3OBAHHWHU ITpa

BOBBIX 0a3 JIAaHHBIX, COCTaBJICHUH ONOIMOrpauecKux M apXUBHBIX 0030POB

3HaTh [IpuHuunel  pecTBus U 1. Tlonstue aBTOMaTHU3MpOBaHHOro pabouero mecra (APM). APM kak WHCTpyMeHT s
KOHCTPYKTHUBHBIE paloHaIu3auy U UHTEHCU(UKALUU yIIpaBieHYecKoil nesrenbHocTu. Hasnauenue APMa,
0COOEHHOCTH  PA3JIMYHBIX ero (hyHKIMH, CTPYKTypa, oOnactu npumeHeHus. Mecto APMa B CTpyKType CHUCTEMBI
TEXHUYECKUX CpEACTB aBTOMATH3allUM YIpaBleHUYeCKoW JnesTenbHOCTH. Pacnpenenennsie APMbl u cuctemsl
yIpaBICHUS, UX TEXHUKO- 00paboTku nHbOpMaIUH.

JKCIUTyaTalluOHHBIE 2. Krnaccudukanus m apXuTeKTypa CHCTEM JIOKyMEHTAIIMOHHOTO 00eCIIeYeHus YIPaBICHHUs
XapaKTEPUCTUKHU 3. JlekoMIO3UIMs CHCTEMbl AaBTOMATHU3ALUHU YNPaBIEHYECKOH nesaTeabHOCTH. CHUCTEMHBIN
MOAX0J K JiekoMno3uiuu. IlpunHnumnel qexkomno3unuu cucteMsl. Kinaccugukanys MeTo0B
U CPEICTB JAEKOMNO3MIMU. OpraHu3alMoHHAas M (YHKLIHMOHAJIbHAs CTPYKTYpPhl CHCTEM
aBTOMATHU3UpOBaHHOrO yrpasieHus. lloacucremsl u. 3amaun. OCOOEHHOCTH apXUTEKTYP
COBPEMEHHBIX KOMITBIOTEPHBIX CHCTEM 00paboTKH nH(popMaluu B oduce.
4. AnnapartHoe obecrieueHue cucteM aproMaruzanuu J10Y
5. Krnaccudukanus anmapaTtHelx cpeacTB. Paznmuuust BHYTpH KiaccoB. MHUHHMMAaNbHBIA U
ONTHUMAaJIbHBIA HAOOPBI anmapaTHBIX CpeACTB Ui apToMaTu3anuu J[OVY.
6. IIporpammuoe obecneuenue cuctem aBTomaTuzanuu JJ0Y

YMers: [Tons30BatTbcs [IpomexxyTouHBIN TECT
pacrpoCcTpaHEHHBIMU
IIOUCKOBBIMHA  CHCTEMaMH, Kakoii u3 cnoco6oB nonkitoueHust k MHTepHeT obOecreunBaeT HauOOJbIINE BO3MOKHOCTH
TEMaTUYECKUMU JUIsL 1OCTyNa K HH(OPMAIIMOHHBIM pecypcam?
pyOpukaTopamu, — IOCTOSIHHOE COeIMHEeHHE 110 ONITOBOJIOKOHHOMY KAHAJLY
TEMaTUYECKUMU

— YJAJIEHHBIN TOCTYN 0 KOMMYTHPYEMOMY Telne(OHHOMY KaHalTy
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KaTajJoraMumu

— TOCTOSIHHOE COETMHEHHE I10 BBIJICICHHOMY Tesle()OHHOMY KaHaATy
— TEepMUHAIBbHOE COSMHEHHE [0 KOMMYTHpPYEeMOMY Telle(hOHHOMY KaHaIly

Mogem - 370...
— IIOYTOBAsI MPOrpaMMa
— CEeTeBOM MPOTOKOJ
— cepsep UnTepner
— TeXHU4YecKoe YCTPOMCTBO

Moaem, nepenaroniuii nHGopManuw co ckopocThio 28 800 OuT/C, MOXKET IepenaTh JBE
ctpanuilsl TekcTa (3 600 OaiiT) B TEUCHHE...

— 1 MuUHYTHI

— 1 gaca

— 1 cexyHabI

— 1 gusa

DnexTpoHHas mouTa (e-mail) mo3BosseT nepenaBarh...
— TOJIKO COOOIIEHUS

— TOJBKO (ailsibl

— C0001IeHUs U MIPUJIOKeHHbIe (ailibl

— BHJICOU300pKECHUS

Kakoii nporoko:n ssnsierca 6a3oBbiM B UHTepHET?
— HTTP

— HTML

— TCP

— TCP/IP
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KommbroTep, monkitoueHHbId K THTEpHET, 00s3aTeIbHO HMEET. ..
— IP-agpec

— Web-cepsep

— JIOMAIIIHIOI0 Web-CTpaHuIly

— JOMCHHOC€ UM

['uniepccriiku Ha Web - cTpanniie MOTYT 00€CIIEUUTh TTEPEXOL. ..
— TOJIBKO B IIpeJieNax JaHHOH web - CTpaHMIIbI

— TOJIBKO Ha Web - CTpaHUIIbI JTaHHOTO cepBepa

— Ha J1to0y10 web - cTpaHHUIly JaHHOTO peruoHa

— Ha J100y10 web - crpanuny sw0ooro cepsepa Uarepuer

3anaH ajpec 3JIeKTpOHHOM mouThl B ceTH Internet: user name@int.glasnet.ru. KakoBo nms
BJIaJIeNblIa SJIEKTPOHHOT0 aapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

—ru

Bpaysepst (Hanpumep, Microsoft Internet Explorer) sisisrores. ..
— cepsepamu MHTepHeT

— aHTHBHPYCHBIMU IpPOIpaMMaMU

— TPaHCIATOPAMHU A3bIKA ITPOTrpaMMHUPOBAHUSA

— CpeAcTBOM NMpocMoTpa web-cTpanun

Web-ctpanuisl umMeroT opmar (paciiapenue)...
— *.Ixt
— *.htm
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— *.doc
— *.exe
BJI&[[GTI)I HaBI)IKaMI/I HCIIOJIBb30BaAHUA
KOMHLIOTCpHOfI TCXHUKHU U (] PeIlaKTI/IPOBaHHe )IOKyMeHTOB

MH(POPMAIMOHHBIX

TEXHOJOTMH B  TIOMCKE
MCTOYHHUKOB H JIUTEPATYPHI,
UCIIOJIb30BAaHUH  TPABOBBIX
0a3 MaHHBIX, COCTaBJIIEHUU
o6ubnuorpaduueckux U
apXUBHBIX 0030pOB

CrnemyeT 4eTKO pa3jinyarh: B KAKOM PEKUME HAXOJUTCS JOKYMEHT - PEKUME
peIaKTUPOBaHUs JJOKYMEHTA WIH B PEXHUME TOJIBKO IpocMoTpa. Bo BTOpoM ciydae
HEBO3MOXXHO COXPAHUThH CJIeJIaHHbIE, Ka3aJloCh Obl, W3MEHEHMs (pPEeAaKTOPCKUE
MpaBKK) B JIOKYMEHTE (WS TOJBKO B MpucOoeAuHEHHOM (haiinie). Eciu qoxkymMeHT
HaXOJUTCS B PEXHME PEJAKTHUPOBAHUSA y KOTO-JIHOO, TO OH JIOCTYNEH TOJbKO B
peX)uMe MPOCMOTpa AJIsl IPYTUX MMOJIb30BaTENEH.

o Ynpasicnenue 3. Peoakmupoeanue 0okymenma

KommenTapuu.

1. YrtoObl BHECTH KaKHe-THOO U3MEHEHHUS B JOKYMEHT, HEOOXOIUMO €ro B3SITh
Ha penaktupoBaHue. st 3TOro HEOOXOJUMO WIEIKHYTh MBIIIBIO 10
KHOMKe  HawaTh  PENAKTHPOBAHHE % MyHKT
PenaxtupoBanne= B3sTh Ha peakTUpOBaHUE).

2. OueBUAHO, 4YTO OJHOBpPEMEHHass paboTa HECKOJBKUX TOJIb30BaTeleh
CUCTeMBbl C OJHHM W TEM K€ JOKYMEHTOM MOXET TMPUBECTH K
paccoriiacoBaHvio B AaHHBIX. [[1s Toro 4ToObl HpeaoTBpaTUTh 3TO, B
CHUCTEME EB®PAT-/lokymenT0000pOT peanu3oBaH MEXaHU3M
OJIOKMpOBaHUs JOKyMEHTa. 3abupas JOKyMEHT Ha peIaKkTHPOBaHUE,
MOJIb30BATENIb TEM CaMbIM JIMIIAET APYTUX MOJIb30BaTeNeld BO3MOXKHOCTH

(wm MEHIO
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BHOCUTh B JTOT JOKYMEHT m3MeHeHHus. [loka oH He 3aBepmuT padoTy C
JTOKYMEHTOM, HHUKTO, KpPOME€ HEro, HE CMOXET PEIaKTUPOBATH ATOT
JIOKYMEHT (BHOCUTbH U3MEHEHHUSI B PETUCTPAITMOHHYIO KApTOUKY JTOKYMEHTA,
n00aBIATh WM PEJaKTUPOBATh IMPHUCOSTUHECHHBIC K JOKYMEHTY (Dailibl,
CO3/laBaTh WJIM U3MEHSTh MOPYUYEHHS MO JIOKYMEHTY). 3a0JIOKMPOBaHHBIN
JOKYMEHT JOCTYIICH APYTUM MOJIb30BATEISAM JIMIIb ISl TPOCMOTPA.

3. Jlnsa pa30oimoKupoBaHUS JOKyMEHTA CIICTyeT LIEJIKHYTh MBILIBIO 110 KHOIIKE
3aKOHUYUTh PEIAKTUPOBAHUE C COXPAHEHUEM | (WM MYHKT MEHIO
PenaktupoBanne= 3aKOHYUTH PEAAKTUPOBAHUE).

4. Jlns 3aBeplIeHUs] PEAAKTUPOBAHUS JTOKYMEHTa 0€3 COXpaHEHUSI U3MEHEHUM
MICJIKHUTE MBIIIBI0O TI0 KHOMKE 3aKOHYUTh peJakTUpoBaHue 03

EY

COXpaHEHUsI =% WM BBINOJIHHUTE KOMaHIy PenaktupoBanne= OTMEHHT
pelIaKTUpOBAaHME M  3aKpOHTe OKHO JIOKyMEHTa (IIyHKT  MEHIO
JokymeHT= BbIXO).

3apaHue 5. HenocpeacrTseHHoe pefaKTMpoBaHUe.

e B3arp Ha pegakTHpoBaHUE CBOE 3asBICHHE B JI€KaHaT W HM3MEHUTH
pa3mep mpudTa ero marnku.

e BrliiTu U3 pexuMa pPENAKTUPOBAHUSA C COXPAHCHUEM JIOKYMEHTA.
YOenutbes, 4YTO MNPUCOCTUHEHHBIM (aill  COXpaHEH BMecCTe ¢
MIPOJICJIAHHBIMU U3MEHEHUSAMM TEKCTA.

KommenTapuu.
1. IllenkHyB ABaXkapl MO JOKYMEHTY, BBl OTKpo€TE HOBOE OKHO C JIaHHBIM
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o

JOKYMEHTOM B pEXHME IIPOCMOTPA.
Jlig TOro, 4yToOBl BIOCJIEACTBUM MOXKHO OBLJIO COXPAHUTh M3MEHEHHS B
JOKYMEHTE, HEOOXO0IMMO B3ATh €r0 Ha pEAAKTUPOBAHUE.

OTKpbIB IPUCOEAMHEHHBIN (alim B mpocMoTpiivke, Bol akTuueckun He
CMOXXETE €ro OoTpeAakTupoBaTh. [[1s1 3TOro HEOOXOAUMO SKCHOPTUPOBATH
¢aiin B MS Office, Ha’kaB Ha COOTBETCTBYIOULYIO KHOIIKY.

Ilocne pepaktupoBaHusi (ailT MOXKHO COXPaHUTh OJHUM U3 JBYX
cnoco6oB: unu Coxpanutb, win CoxpaHuTh Kak. Bo BTopoMm ciydae
HEOOXOJAMMO €ro COXpaHWUThb IMOJ TEM K€ HUMEHEM, YyKa3aB TOYHOE
MECTOHAXOXKECHUE.

Brrittu uz MS Office.

Yo6enutnces, uro ¢aiin Bel oTpenaktupoBainu, Bei3BaB [IpocMoTpiuka.

3agaHue 6. PegaktMpoBaHUe AOKYMEHTa NyTeM NpucoeanHeHMs HoBoro dainna.

Hcnonp3yliTe KOMMEHTapUH K YIIPAKHEHUIO.

e Haiitu O0bsACHUTEILHYIO coceia(Ku).

e B3sTh TOKYMEHT Ha pEeIaKTUPOBAHUE.

e OTtpenakTupoBaTh JIOKYMEHT B Word: MOJIMUCATH
"OTpenakTupoBaHo (keM), gata ...".

e CoxpaHuTh (ailyl ¢ HOBBIM UMEHEM ...-1.

o [IpucoennHUTH aitn K TOKYMEHTY.

e CoXpaHUTh JOKYMEHT.
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3apaHue 7. PegaktnposaHue AOKYMEHTa NyTemM CBA3bIBAHWUA C HAM APYrnX JOKYMEHTOB.

KomMmenTapumu.

1. B HEKOTOpBIX Ciiy4asx yJOOHO K TEKyHIEMY JOKYMEHTY, COJEpXallemy,
BO3MOYHO, HE OJIH MPUCOEANHEHHBIN (Pailsl, TPUCOETUHUTD €1IE OJUH WU
HECKOJIBKO JJOKYMEHTOB BMECTE C COJEPKAIIMMUCS B HUX BCEMU (ailiamu.

2. Cnenyer NOMHMTb, KaXAbld pa3 HCHOJB3YIOTCA JIMIIb CCBHUIKM Ha
YIIOMUHAEMBbIE B JOKYMEHTaX (Daubl.

3. JlaHHBI MeXaHM3M 4Yalle BCEro HCHOJb3yeTCS MPH CO3AaHUM CIOMKHBIX
OTYETOB II0 BBINOJHEHHBIM IOPYYEHHUSM, CBSI3aHHBIM C JaHHBIM
JOKYMEHTOM.

e B34arb Ha pegakTUpOBaHUE TOKYMEHT CO CBOMM 3asBIICHUEM.

e (BfA3aTh C HUM JIOKYMEHT CO CBOMMHM pPE€3yJIbTaTaMH CIAa4yu IMOCJEIHEH
CECCHH.

e (CoXpaHUTh JOKYMEHT U BBIMTH U3 PEXUMa PEJAKTHPOBAHUS.

J 3. O0MeH co00IEeHUAMH MEKAY N0JIb30BaTEIsIMU.

B mnporpamme, aHaJOTMYHO IIOYTOBOM, MMEETCS BO3MOKHOCTH IIOYTOBOIO
oOMeHa COOOIIEHUAMH MEXY 3aperUCTPUPOBAHHBIMU MOJIH30BATEISIMU CUCTEMBI.

B rmaBHOM OKHE B JIEBOM €ro 4YacTH HMEIOTCS Manku Bxoasmue u
Hcxoassmme. Yncno nmoka3biBaeT KOJIMYECTBO COAECPKAIIUXCS B MANKe COOOIIECHUN.
[Tanky MOXHO pacKpbITh, LIEIKHYB II0 HEH MbIIbIO. B 3TOM ciiydae cmpasa, B
BEpXHEM 4YacTM OKHa, JlaeTcid CIOUCOK COOOIIEeHHWH, B HIKHEH YacTH OKHa
NOKa3bIBACTCSI TEKCT BBIAEIEHHOT0 coobmeHus. K cooliieHno Moryt ObITh
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PUCOEUHEHBI 3apErUCTPUPOBAHHBIE B CHUCTEME JOKYMEHTBI WU JIIOObIE (ailiibl.
Cnucok CcoOOIIeHHS BMECTE C BIIOXKEHUSMU MOXET OBITh JIETKO PACKPBIT WIIU
CBEpHYT, rpymnnupoBka HamomuHaeTr MS EXxcel.

s coobmenuit B mnankax Bxoasimue, MWMcxoasimue otoOpaxaroTcs
PEKBU3UTHI: TeMa COOOIIIEHHUS, JaTa OTIPABIICHUS U TIOJIyYEHHUs COOOIEHUsI, OT KOTO
1 KOMY HarpaByieHO cooOuieHue. [lopsanok moneil MoXHO U3MEHATh, IEPETACKUBAs
MBIIIIBIO.

Jns JOKyMEHTOB U TMOPYYEHMI 3ajaeTcs Takke IMpPU3HAK JOKyMEHTa
(«ckpenkay»), Ha3BaHHUE JIOKYMEHTA, PETUCTPAIMOHHBIN HOMEP JOKYMEHTA, TEKYIEee
COCTOSTHUE JOKYMEHTa WM TOPYYEHHS, CIUCOK HCIOJIHUTENEH MOpydYeHUs,
KOHTpOJIbHAsE M (akThueckasi Jara WUCIOJIHEHUs JOKyMeHTa (MOpydeHus), nara
HayaJla MCIOJHEHUs JOKYMEHTa (TMOpYydYeHHUs), KOHTPOJIEpP, IMOTOK, K KOTOPOMY
OTHOCUTCSL JOKYMEHT. TeKylllee COCTOSHHE OMNPENeseTcss CHUMBOJIMYECKU
pasHolBeTHBIMU uKOHKaMu. B mone Kontponep otoOpaxkaercs damunus
COTPYIHHKA, 3apPETUCTPUPOBABIIETO JOKYMEHT B CHCTeME, U (paMuimsi KOHTpoJiepa
0 IOKYMEHTY (B CKOOKax).

[IpocmarpuBas nanky Ha koHTpoJie, KOHTpOJIEp CIETUT 32 XOJI0M UCIIOJHCHHUS
NOpy4YeHU Mo JOoKyMeHTaMm. IIpu mojaydyeHuu yBeIOMJICHUS WM HAllOMUHAHUS O
NpUOMKEHUU CpPOKa MCIOJHEHHUS KaKOro-JIMOO TOPYYEHHs] KOHTPOJIEP MOXKET
MPOCMOTPETh JTOKYMEHT WM TOPYYECHHUE, JBAXKIbl IICJIKHYB MBIIIBIO IO €ro
Ha3BaHMUIO.

AHQJIOTUYHO UCIIOJHUTEIb, TMpocMmaTpuBas mnanky IlopydyeHusi, uurtaet
YBEJIOMJICHUSI M HAaIIOMUHAHUS 110 Ha3HAYCHHBIM €My MOPYYEHUSIM, TPOCMATPUBAET
TIOPYYCHHS ¥ IOKYMEHTHI | T. T1.
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. Ynpasicnenue 4. Oomen unousuodyanvrvimu coooueHUAMU.

3agaHue 8. OTNpaBuTb M NONYYUTbL COODLEHHUA.

e BepHyTbCAd B IVIABHOE OKHO cHCTEMBI. [IpocMoTpeTs manmku ¢
COOOILIEHUSIMHU.
e Hanucats nmuceMo coceny(ke) cnpasa, B KOTOPOM COOOIUTE, YTO
Bbl BeIIONIHAETE 3a1aHue 9, U TONPOCUTE OTBETUTH U COOOLIUTD,
KAKO€ 3aJ]aHUE BBIMOJIHSAET OH(a).
KomMmentapuii. HeoOxoaumMo H HaxkaTh Ha KHOMKY Paccbliika TOKyMeHTa
I, win BbIOpaTh TYyHKT MeHI0 JlokymenTo000poT=HoOBoe coobmenne. Tewm
caMbIM OoTKpoeTcst opma PeqakTupoBanue coo01eHus.
e [IpocmoTpuTe NoJly4eHHbIE COOOLIEHUSI.

. Ynpasicnenue 5. Paccoinka cooduienuii.

3agaHue 9. Pasocnatb coobLLeHMA Mo CNCKaM PacCbi/IKN.

e (CocraBUTh MNHCBMO, B KOTOpOM Bbl mo3gpaBmseTe ¢
peructpauuen B cucteme: "lIloznpasisto Bac ¢ ...".

e BriOpats crmmcok pacceliku Bcem mosib3oBaTesisiM, OTIIPABUTH
MMCHMO T10 3TOMY CIIHCKY PaCChUIKH.

e [lo cmmcky pacceuiku Bama rpynma caenatb  pacChUIKY
COOOIIEHHS, O TOM, YTO 3TO — TECTOBAasi PACChlIKa C MPOChOOM
MOATBEPIUTH MOJIyYECHHE.

e [IpokoHTpOIUPOBATH OOMEH COOOIICHUSIMHU.
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. 4. IlpaBa 1ocTyna K J0OKyMEHTY.

[To ymMOnI4aHUIO AOCTYI K CO3/JaHHOMY JIOKYMEHTY OCYILIECTBIISIETCSI COTIIACHO
npaBaM JOCTYIA, YCTAHOBJIEHHBIM JUIA II0TOKa JOKYMEHTOB, K KOTOPOMY
OPUHAUICKUT PETUCTpUpPYEeMbId JoKyMeHT. Ho Bbl Moxere u3MEHHMTH IIpaBa
JocTyna K JIOKYMEHTY, Ha3HauMB II€PCOHAJbHBIE MpaBa JOCTyNMa K 3TOMY
nokymeHTty. Kpome Toro, mo ymoiyaHuI0O TmpaBa JAOCTyna K JOKYMEHTY
ABTOMATUYECKH TMPUCBAMBAIOTCS  CUCTEMON  HCIONHUTENAM  MOPYYEHUH U
COrjacoBaHUM (BpEMEHHBIE MpaBa JOCTYIAa) HAa BPeMs BBINOJHEHUS UMU PAadOT IO
JOKYMEHTY.

Ecnu  ycraHOBIEHBI MEpCOHANbHBIE IMpaBa JOCTyNa K JOKYMEHTY, TO
OCTaBIIMECS COTPYJHUKH OpPraHU3alUU, J1a)Ke €CIM OHU 00Ja/atoT MpaBoM J0CTyma
K JJOKYMEHTaM 3TOro MOTOKa, HE OyIyT UMETh AOCTYI K JaHHOMY JIOKYMEHTY.

Ha3naueHne nepcoHaibHBIX MPaB AOCTyNA HA JTOKYMEHT MOYXKHO OCYLIECTBUTH
HE TOJIBKO MPH PErucTpanuy J0KyMeHTa, HO U B JIt000# Ipyroil MOMEHT BpEMEHH.

Uto0bl Ha3HAYUTH MEPCOHAJbHBIE MpPaBa JOCTyNa HAa JOKYMEHT, BBIMOJIHHUTE
CIICIYIOIIHNE JECUCTBUSA:

e BO3bBMUTE JOKYMEHT Ha  peJakTUpoBaHuEe  (ecau BBl
pPErHCTpUpYETE HOBBIM TOKYMEHT, TO JOKYMEHT YK€ HaXOIUTCs
Ha PEIaKTUPOBAHUM );

e BbiOepuTe B MeEHIO mporpamMmbl NYHKT Jlokyment=IIpaBa
pocryna. Ha skpaHe MosSBUTCS ITHAJIOT YCTAaHOBKH IPAB;

e ycTtaHoBUTE (uiard B 4yek-O0kcax B moJjie UTeHue sl TeX JIUIl U3
cnucka Iloab3oBaTesb, KOTOpbIE MOTYT IpPOCMAaTpHUBAaTh
nokymeHT. M ycranoBute diaru B yek-Ookcax B mose 3amuch
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JUTSL TEX JIMI], KOTOPBIE MOTYT 3TOT JOKYMEHT peJaKTHPOBATh.
® cCiIM HEOOXOAUMO JT00ABUTh HOBBIX JIUIL (MM TPYIII), IICJIKHUTE
MBIIIBbIO Ha KHOTIKE J|00ABUTH 1 BHIOCPUTE B TTOSBUBIIIEMCSI OKHE
COTPYIHHKOB, KOTOpPhIE OyayT M00aBICHBI B CIIMCOK JIHII,
UMEIOIIHX JOCTYT K PEIAKTUPYEMOMY TOKYMEHTY.

Bpemennble mpaBa Jo0CTynma TPHCBAaWBAIOTCS  COTPYAHHKY CHCTEMOM
ABTOMAaTHYCCKH W aBTOMATHYCCKHM OTHHMAIOTCA. TakK KOHTPOJEp TMOJydaeT
BPEMEHHOE TIPABO YTEHHUS MTOKYMEHTa J0 TE€X IOp, IMOKa OH SBISCTCS KOHTPOJIEPOM
110 JTAaHHOMY JIOKYMEHTY. OTBETCTBEHHBIN HCIIOJIHUTENb MTOPYUYSHHS TOJIydaeT 00
IIpaBO YTEHHS JIOKYMEHTA, JIMOO MpaBo ero u3MeHeHus. COUCIIOTHUTEh MOPYICHUS
MOJTy4aeT TOJIPKO MPAaBO YTCHHS JIOKYMEHTA. JTH IpaBa JAlOTCs ¢ Hayajga JCHCTBUS
MOpYYEHUs] W JO CHATUSA ero ¢ KoHTpons. [lomp3oBarenb, KOTOPOMY JOKYMEHT
HaIlpaBJICH Ha COTJIaCOBaHHUE, MOJIyYaeT TOIbKO MPAaBO YTECHUS JIOKYMEHTA.

AHaJIOTHYHO, TpaBa J0CTYIa MOYKHO Ha3HAYUTh WU U3MEHUTH PoJin.

[Ipu BBIOOpe BKIamku I'pymnbl A0CTYNA PErUCTPaTOpP MOXKET HA3HAYUTH
mpaBa JOCTyna HE OTACIbHBIM COTPYAHHKAaM, a IEJIOW TPYyIIe COTPYIHHUKOB,
00BEIMHEHHBIX B TaK HA3bIBAEMYIO T'PYIITY JAOCTyIa. B 3TOM ciydae aHaJIOTMYHbBIE
mpaBa JOCTYIa TIONYy4YalOT BCE COTPYAHHWKH, BXOMSIIME B BBIOPAHHYIO TPYITITY
J0CTyTIA.

OIIK-6 cmoco

OHOCTBIO pelliaTh CTaHAapTHBIE 33aul MPO(ecCHOHAIBHON eATeIbHOCTH HAa OCHOBE MH(GOPMAIMOHHON U OubiIHnorpaduyeckoi

KYJBbTYPBI C IPUMCHCHUCM I/IH(bOpMaI_II/IOHHO-KOMMyHI/IKaI_II/IOHHBIX TEXHOJIOTUH U C Y4€TOM OCHOBHBIX Tpe60BaHPII>i

3HaTh

npoeCCHOHATIEHYIO
TEPMHHOJIOTHIO,

1. Knaccudukanuss mnporpaMMHBIX cpeacTB. Pasmuuus BHYTpU KiaccoB. becmaTHoe,
YCIOBHO-TIJIATHOE M KOMMEpUYECKOoe TmporpamMmHoe obecnedeHue. DyHKIMOHAI
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KOMIIETCHIINU obyuenus

3aKOHOJATEIbHYIO u IIPOrpaMMHOr0 oOecrieuyeHusl. MHUHUMaJIbHBI M ONTUMAaJIbHBIA HAaOOPHI MPOrPaMMHBIX
HOPMAaTUBHO- cpeacts s apromaruzanuu JJOY B opranuzanusx pa3imyHoro npoguis.
METOINYECKYIO 6a3y, 2. IIpo6Gnemsl BBIOOpa U ONTUMH3ALMHU AAPATHO-IIPOIPAMMHBIX KOMILIEKCOB.
periaMeHTUPYIOILYIO 3. Br16op nporpamMMHo-anmapaTHBIX KOMIUIEKCOB aBTomMatuzanuu JJOY
IIPUMEHEHHE 4. Kiaccuduxanus komriuiekcoB aBTroMartuzauuu JOY. CpaBHUTENbHBIH aHAU3 CUCTEM
MH()OPMAITMOHHBIX D10, npencrasinennsix Ha Poccuiickom peinke. Kputepuu Beioopa.
TEXHOJIOTHI1 B
NEeSATEIbHOCTH
OpraHu3aruin

YMers: OpranuzoBaTh [IpomexyTO4HBIN TECT
aBTOMATHU3UPOBAaHHOE
pabouee MECTO JUTS Kakoit u3 cnoco0oB monkiroueHust K MHTepHEeT obecreynBaeT HanOOJIBIINE BO3ZMOKHOCTH
BBIMOJIHEHUST  pabOThl ¢ | Ui JOCTyna K MH(GOPMaIMOHHBIM pecypcam?
MCIOJIb30BAHUEM — IOCTOSIHHOE COeIMHEeHHE 110 ONITOBOJIOKOHHOMY KaHAJIY
HOBCHIINX  NPOTrPaMMHO- — yJaJEeHHBIH JOCTYH 110 KOMMYTHPYEMOMY Telne(OHHOMY KaHaly
TEXHUYECKUX u

OpraHnu3alluOHHBIX CPCACTB

— IMOCTOAHHOC COCANHCHUC I10 BBIACICHHOMY TeJ'Ie(I)OHHOMy KaHally
— TEPMHUHAIBHOC COCAUHCHUC 110 KOMMYTHPYEMOMY TeJ'Ie(I)OHHOMy KaHaly

Mopnewm - 310...
— T0YTOBas IPOrpaMMa
— CeTeBOM IIPOTOKOII
— cepsep UnTepuer
— TeXHU4YecKoe YCTPOMCTBO

MonemMm, nepenatonuii nHGopManu co ckopocThio 28 800 Out/c, MOXKET mepeaarh JBe
cTpanullbsl Tekcra (3 600 GaiiT) B TeUeHue. ..

— 1 MuHYTHI

— 1 yaca
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— 1 cekyHabI
— 1 gusa

DnexTpoHHas novrta (e-mail) mo3BossieT nepenaBarh. .
— TOJBKO COOOIICHHUS

— TOJIBKO (haiibl

— CO0001IeHUs U NIPUJIOKeHHbIe (ailibl

— BHJEOM300pakeHUS

Kaxoit mpoTokoun sBisieTcst 6a30BbiM B MIHTEpHET?
— HTTP

— HTML

— TCP

— TCP/IP

Kowmmbrorep, moakitoueHHbiit K UHTEpHET, 0053aTEIbHO UMEET...
— IP-agpec

— Web-cepaep

— JIOMaIIHIOK web-cTpaHuily

— JIOMEHHOE UMSI

['unepccbuiku Ha Web - cTpaHuIie MOTYT 00€CIeUNTh HEPEXO/I...
— TOJIBKO B IIpeJieNiax JaHHOM web - CTpaHHUIIbI

— TOJIKO Ha Web - CTpaHUIIbI JTaHHOTO cepBepa

— Ha J1t00y10 web - cTpaHHUIly JaHHOTO PEernoHa

— Ha J100y10 web - crpanuny Jgw0o6oro cepsepa Uurepuer

3anaH ajapec MEKTPOHHOM mouthl B cetu Internet: user name@int.glasnet.ru. KakoBo nms
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DJICMCHT OI_IGHO‘-IHBIG cpeacrBa
KOMIICTCHIIN N OGyLIeHH;I
BJIaaCliblid SJICKTPOHHOI'O az[peca?
— int.glasnet.ru
— user_name
— glasnet.ru
— ru
Bpayseps! (Hanpumep, Microsoft Internet Explorer) sisisrorest. ..
— cepBepamu IHTEpHET
— AHTHUBUPYCHBIMHU IIPpOrpaMMaMu
— TPaHCIIATOPAaMU A3bIKa ITPOrpaMMHUPOBAHHA
— CpeICTBOM NMPOCMOTpPa web-cTpaHu
Web-crpanuiisl umMeroT opmar (paciidpesue)...
— *.ixt
— *.htm
— *.doc
— *.exe
Braners: Hagpikamu . Ynpasxcnenue 6. Haznauenue u uzmeHnenue npag 00cmyna K 0OKymMeHmy.
CaMOCTOSITEIILHOU paGOTBI C
MH()OPMAITMOHHBIMU 3apaHue 10. 3agaHne nepcoHanbHbIX MPaB AOCTYNa K JOKYMEHTY
TEXHOJOTIIMH, e B3arb Ha pegakTUpOBaHUE CBOW JOKYMEHT C TIpapuuyecKuM
MMPUMEHACMBIMHA B o
eSTENEHOCTH (aitioM. 3aIOMHUTB €r0 HOMED.

COBPEMEHHBIX OpraHU3aIMil

e 3ajaTh CIEIYIOIIUE TPaBa JIOCTYIMAa K JOKYMEHTY:
" coceay(ke) cnpaBa — TOJIBKO HA YTEHUE;
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= coceny(ke) cieBa — Ha YTEHHUE U 3aKCh. BeITH U3 pexuma
PENAKTUPOBAHUS C COXPAHEHUEM.

OTnpaBuUTh COOOILEHUE COCEISM ClleBa U CIpaBa C MPOCHOON:
Haiitn nokymeHnt ¢ HomepoM (Bel 3anomuunm). Ecnu Haligercs,
TO B35Th Ha penaktupoBaHue. JloOaBUTH ceOs K aBTOpaM
nokyMeHTa (moanucano). Coxpanutb. OTHpPaBUTH COOOIIEHUE K
Bawm, B KOTOpOM COOOLIUTE O pe3ybTaTax padoThl.
[Tonmyunts 00a cooOlIEHHs OT ceceled U YyOEAUThCS, YTO
PE3YNbTATBI COOTBETCTBYIOT OXKUIAHUSAM.

3apaHue 11. 'ameHeHue npaB A0CTYNa K JOKYMEHTY

B34are Ha penakTupoBanne Bam qOKymeHT.
M3MeHuTh mpaBa AOCTyMa: 3aKpbITh JOCTYyN coceay(ke) cleBa.
3anuch. BBINTU U3 pe)KUMa PEJaKTUPOBAHUS C COXPAHEHUEM.
OTnpaBuTh aHAIOTUYHbIE 3aJaHUI0 9 COOOIICHMS:

= coceny(ke) ciena;

" HEe  CMEKHOMY  NPHUCYTCTBYIOIIEMY  Ha  3aHATUHU

CTYJEHTY(KE).

[TosryuuTh OTBETHI OT OOOMX KOPPECTIOHACHTOB M YOEIUTHCS, YTO
JOKYMEHT HEJOCTYIIEH HU TOMY HH JIPyrOMY.

3agaHue 12. 3agaHue npas goctyna pynne gocTyna.

B3saTb TOT %€ JOKYMCHT Ha PCAAKTUPOBAHUC.
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BbI3BaTh OKHO 3aJaHus IpaB JOCTyIA. 3agaTh MpaBa JAOCTyla K
JOKYMEHTY JUIsl IpYTOM Ipynnsl Ha BKiaake I'pynnsl gocryna.
Yb6enuthecs, 4yTO 3aJaHbl IpaBa Ha YTEHHE. 3aJaTh MPaBO Ha
n3MeHeHne. CoxpaHuTbh. BBIMTH U3 peknMa pPEIaKTUPOBAHUS C
COXpPaHECHHEM.

Ilepeitu B rnmaBHoe  okHO  mporpamMmmbl  EB®PAT-
TOKYMEHTO000pOT. Co3natb IHounck TOJBKO 4TO
PEIaKTUPOBAHHOIO JOKYMEHTA. Y O€IUThCS, UTO OH HE HAXOJUTCS
(HemocTyneH AJi YTEHHs 10 MpaBUily yMoildaHus BaM kak wieHy
IPyIIBI C JOMYCKOM K JIOKYMEHTaM Balllero IMOTOKA).

3apaHue 13. UccnepoBaHue BpeMeHHbIX Npas A0CTyna.

Co3z1aTh HOBBII TOKYMEHT, 3aII0JTHUB TOJIBKO €ro MIAINKY.
Bri6pars nyHkT meHto [lopyyenne= HoBoe nopy4yenue. 3anath
nmpou3BojibHOe Ha3BaHue mopydeHusi B KEITOM IIOJIE JIEBOTO
HIWKHEro OkHa, Hamnpumep "l1". BoiOpats Mcenoanurens
NMOPYYEHHUsI B CAMOM HWKHEM KEJITOM IT0JIE HIEIKHYB IO KHOIKE
cipaBa. Haxars kHOnky OK.

Briopate mynkT meHio CorgacoBanue=HoBoe coriiacoBaHue.
AnanormuHo 3aaatb ero Ha3Banme u BbIOpaTh JAPYroro
HUcnonnunrens. Haxars kHonky OK.

Br3BaTe jamanmor 3amaHus TpaB  J0CTyna. YOEOuThCSA, YTO
MOSIBUJIMCh BPEMEHHbIE IMpaBa JOCTyna K Qailly, W OHH
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Ppa3JINYHEI.

. 5. Ilopy4eHusi, CBI3aHHBIE C JOKYMEHTOM

B cinydae, korga ¢ JIOKyMEHTOM CBsI3aHbl Kakue-TMOO JEWUCTBUS B
OpraHM3alny, 3anoyHseTcs ero KoHTpo/ibHas KapToO4yKa, paclojoKEHHas B
HIKHEW 9acTu JOKyMeHTa. CylmecTBYIOT JBE€ Pa3HOBUIHOCTH JEUCTBHSI, CBSI3aHHOTO
C IOKYMEHTOM, IO KOTOPOMY MOKET OBITh OCYIIECTBIIEH KOHTpOJb - [lopyuenue u
CornacoBanme (xkak uactHbli cayyail Ilopydenmsi, kxorna HWcenmoJiHUTE/ 10
HE00XOAMMO TOJATBEPAUTH (1) UM OTBEPTHYTH (HET) COAEp:KaHue AOKYMeHTa. J{is
ATOTO MMEIOTCS COOTBETCTBYIOIIME IYHKTHI B MeHIO «CorJsiacoBanue». Pesynbrar
COrjacoBaHus OYJIET OTPAXaThCs B UKOHKE COCTOSIHUSA JaHHOU ornepaiun).

B cucreme EB®PAT-/IokyMeHT0000pPOT peanu30BaHbl JIBa MEXaHU3Ma
CO3/1aHUs IOPYYECHHUI:

® CO3JIaHUE MOPYUYECHUI HA OCHOBE PE30JIFOLIHI;
® CO3/IaHUE MOPYUYEHUN BPYUHYIO.

Tak xak Pe3osronmu 4acTo MCHOJB3YIOTCS MpU paboTe C JOKyMEHTamH, B
IporpamMme UMeeTcsl HeOOobIIas aBTOMaTU3alus 3TOTO CiIyvasl.

. 6.1. Coz0anue nopyuenus no pe3onouuu
Jlnst Toro uToObI CO37aTh HOBOE HE3aBUCHUMOE TIOPYUYCHHE Ha OCHOBE
3allUCaHHOM B cnucke Pe30l0uuM MO JOKYMEHTY pE3O0JIIOLUHN, BBIIOJIHUTE
cIeayromue qeucTBrs Ha BKiIaake KoHTpoJib:
1. 3anonaHUTE TEKCT PE30JIIOLUN 110 JOKYMEHTY.
2. B mone VcmomHuTenb BHOCATCS WCIOJMHUTENINM U3 CIUCKA COTPYIHUKOB,
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o

3apEerUCTPUPOBAHHBIX B cucTeMe. BBIOOp OCYIECTBIsETCS C MOMOIIBIO OKHA
Bbi0op ucnosiHUTENeH N0 pe3oawouuu. s 3TOro B IpaBOM €ro IMoJjie
HE00X0IUMO CPOPMHUPOBATH CIHUCOK COTPYIHHMKOB IIyTEM BbIOOpa HX W3
CIIMCKa B JIEBOM IIOJIE€, a 3aTeéM HaxaTh KHONKY CoxpanuTh. BbI30B camoro
OKHa BpI0Op HCHOJHHUTENEH MO Pe30JIUHH TMPOU3BOAUTCA C IOMOIIBIO
KHONKM -, KOTOpas WOSBIAETCA IIPH YCTAHOBKE Kypcopa B IIOJE
Ucnoanurens Tabmuusl Pe3osonnu mo JoKyMeHTY BKiIagku KoHTpPoJIb.
IIpu BBIOOpe Bkianku Posam BMmecTo (amuimm cOTpyAHMKAa B KayecTBE
WCIIOJIHUTEJIS IO PE30JIIOLMH MOXHO BBIOPATh ONPEAEICHHYIO POJIb.
AHQJIOTUYHO 3aIIOJHAIOTCS MOJII ABTOP Pe30Jaionuu, noyst Jlata HaJl0KeHust
1 CpoK MCIOJIHEHHUS.

B mnone KoHTpoJib B03JI03keH HA CTaHIAPTHBIM OOpa3oM BBHIOMpPAETCS WMS
KOHTpOJIEpa, KOTOPBIM B JaibHEHIIeM OyIeT CJIeAUTh 3a HCIOJTHECHUEM
JIoKyMeHTa. [laiee.

Briaenure pe3osonuio, Ha OCHOBE KOTOPOM BBl XOTUTE CO3JAaTh IIOPYUYEHHUE.
[IlenkHUTE MBILIBIO HA PACIIOIOKEHHON CIIPaBa OT CIIUCKA PE30JIFOLMN KHOIIKE
YrBepauTrs  pe3ojiouui. B KOHTPOJIBHOM  KapTOUKE  JOKYMEHTA,
pPacnoJIOKEHHOW  HEMOCPEACTBEHHO  MOJ]  PETUCTPAlMOHHOW  (popMmoii,
0TOOpPA3UTCSl BHOBb CO3/IaHHOE MOPYUYEHHUE.

Otpenaktupyite, mpu HEOOXOIUMOCTH, TEKCT TMOPYYEHHUs, KOHTPOJIbHbIE
CPOKHM HayaJla U OKOHYAHMS HMCIOJHEHUS MOPYYEHUS, CIIMCOK MCIOJHHUTENEH
NOPYYEHUS.

JIns co3nanust HOBOTO NMOPYYEHHUs MOBTOPUTE YKa3aHHYIO IPOLIEAYPY C I1.5.
OTMeTuM, 4TO KOHTPOJIEP MO JOKYMEHTY — OOIIMI JIJIs1 BCEX MOPYUYEHUH.

Ilpy co3maHuy TOpPYyYEHUN HA OCHOBE PE3OJIOUUNA MOYXKHO, B OTJIMYHE OT
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CO3JIaHHsSI TOPYYEHUM BPYUHYIO, CO3[aBaThb TOJbKO HE3aBUCUMBIEC ITOPYUYECHHUS.
Co3ganue moANnOpy4YEeHU Ha OCHOBE PE30JIIOIIUN HEBO3MOXKHO.

OngHako, Ha OCHOBE PE3OMIOLMI MOYKHO CO3[1aTh [BA HE3aBHUCUMBIX, HO
BBINIOJIHSIEMBIX CTPOTO ITOCIIEI0BATEIBHO APYT 3a APYroM nopydeHus. [lemaercs 3to
Tak: OepyTcsi MPEIBAPUTEIIBHO CO3JaHHBIE JBa HE3aBUCUMBIX MOPYYCHUS. 3aTeM
BBIICIIICTCS TIEPBOE WX HUX M ¢ moMolnpio MeHIO [lopyyenue=HoBblii nmepexon
HAa3HA4aeTCs BTOPOE NOPYUYEHUE CIEAYIOIINM 32 IIEPBBIM.

. 6.2. Coz0anue nopyueHus pyuHyIo

[Ipu co3maHuu TOPYYEHUS IO JOKYMEHTY BPYYHYIO  BBITTOJTHSIIOTCS
CIEIYIOIINE NEUCTBUS: )

1. IlenxaeM MBILIBO 110 KHOMKE = C031aTh HOBOE MOPYYeHHe (VIIH BbI3bIBACM
nyHkt wMeHO Ilopyyenue=>HoBoe mnopyuenue). Pesynbrarom Oyner
MOSIBJICHUE HOBOTO (TIOKa MYCTOT0) MOpy4eHus ¢ cepbiM (poHom ciera. [Ipasee
CTPOYKM C TIOpy4YeHHWEM TOJs Ha BKJIaJKax He 3anoiHeHbl. Jlanee,
3aMOJHSAIOTCS 3TU TOJIS.

2. Ha Bxnanke KoHTposib BeIOMpaeM KOHTpOJEpa MO JOKYMEHTY (OH MOXET
ObITh Y€ Ha3HaueH paHee). 3aTeM IMepexoquM Ha BKIAAKy C
XapaKTEPUCTHKAMH TTOPYICHHS B TIPABOM HIDKHEM CETMEHTE OKHA.

3. lllenkHyB MBIIIBIO TO CHPAaBOYHHUKY «..» CHHCOK moJb30BaTeJieil, Bbl
CMOXETe BbIOpaTh MCIIOJHUTES JAHHOTO TIOPYYEHHUS] M, €CIH OTO
HEO0OXOIMMO, COMCIIOTHUTEIICH.

4. BBoauTcs Ha3BaHHMe MOPYYeHHs, a Ha BKIaaKe TeKcT mopy4yeHusi BBOIUTCS
€ro TEKCT.

5. B mone Cpoxk MCHOJHEHHMsl YKa3bIBACTCS CPOK WCTIOJHEHUS MOPYUYCHUS WIIH




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

yCTaHaBIUBAET (iar B MoJe «O0e3 CPoKay.

6. YcranaBnuBaroTcs (Ipu HEOOXOAUMOCTH) Y OTBETCTBEHHOTO HCIIOJIHUTENS U

COMCIIOJIHUTEIS ITpaBa U3MEHEHUs TOKyMeHTa ((ar B moJe).

[Ipu Haxatum Ha kHonky OK B KOHTpOJBHOM KapTOYKEe JOKyMEHTa
3alIOJIHSIETCA CTpOYKa C 3TUM MopydeHueM. llocne co3maHus MOpY4YEHHs €ro
HEOOXOMMO CcOXpaHuTh B 0ase HaHHBIX. [list 9TOro HEOOXOAMMO 3aBEpIIHTH
peaaKkTUpoBaHUE JOKYMEHTa (KHOIKa )Y IIpy 3TOM KOHTpOJIbHAs KapTOuKa
JOKYMEHTA CHOBA U3MEHUT BHI.

Paccmorpum  anementsl  KoHTposbHOM Kaprouku. Camoe JeBOE TOJIE
OTBOAMUTCS IOJ CTPYKTYpY. B mpocrenmmx ciaydasx oHa He IOKa3bIBaeTcs. Bropoe,
Ha 4TO oOpamiaeTcsd BHUMaHuE — (POH, HA KOTOPOM pa3MelleH 3HAYOK JOKYMEHTa
(cM. cripaBOYHYIO HH(POPMAIIHSI TI0 MOIYIIIO).

Kaxnoe u3 nopydyeHMM B KOHTPOJBHOW KapTOuke uMeeT Homep. Ecmn
HOpYyYEHHUE SBIIAETCS CIEAYIOLUMM 3a KakuM-IHO0O APYTUM MOpYy4YEeHHEM, TO B
CKOOKax OTOOpa)xkaeTcsi HOMEpP IMOpPYYEHHUs, IO HUCHOJHEHHH KOTOPOTO HAauyHEeT
BBIITOJIHATHCS TAHHOE MOPYyYECHUE.

Pa3HOIBETHBIE 3HAYKM YKA3bIBAIOT TeKylllee COCTOSIHME TNOpPY4YeHHs (CM.
CIPaBOYHYIO HH(POpPMALKA 10 MOJYIIIO).

Kak TONBKO TOKyMEHT OYIEeT CHST C pPEeJaKTUPOBAHHWSA, HWCIOJHUTENSAM H
KOHTpOJIepy OyIyT aBTOMATUYECKH OTHPABJICHBI YBEJAOMJICHUS O MOPYUYEHUSX IO
NOKYMEHTY. YBeloMJeHUs mnosABATcsS y Hux B nankax Ilopydenus m KoHTpoJib
COOTBETCTBEHHO I'JITABHOTO OKHA CHCTEMBI.

[Tons OTBercTBeHHBbI(bIE) 10 JOKYMeHTY U MICIIOJIHUTEIN 110 JOKYMEHTY
Ha BKJIAaAKe KOHTpPO/IBL 3amoiHAIOTCA CUCTEMOW aBTOMATUYECKH IIPU HA3HAYEHUH
NOPYYEHUI U COTJIACOBAHUMN MO JOKYMEHTY. DTH MOJII MOTYT OBITh MCIIOJIb30BaHbI B
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Ka4qCCTBC PCKBU3UTOB IIPpU IIPOBCACHNUU ITIONCKA NOKYMCHTOB.

L4 6. UcnoiHenune MOpy4Y€HUus COUCIOJTHUTEIEM

B xoze BblmosHEHUs pabOThl MO MOPYYEHHUIO COMCIOIHHUTENb BBITOJIHSAET
pedaKTUpPOBaHUE JOKYMEHTA, CO3JJaHWE€ U pPEJaKTUPOBAHUE NPHUCOECTUHEHHBIX
(aiiioB, M3MEHEHHS B  PErHCTPALlMOHHOM  KapTOYKe JIOKYMEHTa (eciu
COMCHIOJIHUTENIO JIaHO MpaBo peaakTupoBaHus). C OTKpBITUEM JIOKYMEHTa IS
O3HAKOMJICHUSI C TMOPYYEHUEM B KOHTPOJBHOM KAPTOUKE TOKYMEHTA IOpYYEHUE
COMCHOJHUTENS] OTMEYAETCS MOJIOCOM CBETJIO-CUHETO LIBETA.

BbINONHUB MOPYYEHHYIO €MY 4YacThb padOThl MO MOPYYEHHUIO, COUCTIOTHUTEND
numer  oT4eT(bl)  OTBETCTBEHHOMY  WCIOJHUTENIIO  W/WIA  KOHTPOJEPY.
CoucronHnTeNb MOXKET MUCATh TOJIBKO IPOMEKYTOUHBIE OTUETHI U HE MOYKET ITUCATh
oTyeThl O BblOJHEHUM 3agaHuss. CoznaTh OTYeT(bl) MOXXHO HECKOJIbKUMU
CIOCOOAMHU.

o 6.1. Omuem omeemcmeeHHOMY UCHOIHUMENIO
I[J'Iﬂ CO31aHuA 0TUCTA COUCIIOJTHUTCIICM BBIACIIACTCSA ITOPYUCHUC U BI>I6I/IpaeTC$I

nyHkT Merio Iopydyenne=>OTunTaThest (HIM HAKAMACTCS KHOMKa = Hammeathb
OTYET 1O MOPYYEHHIO).

B nosiBuBmemcst auanorosoM okHe Hamucath oT4yeT mo mopydyeHuro (puc.
13) BoiOupaercss NYHKT QOTBETCTBEHHOMY HCHOJHHMTENI TOPYYEHUS WU
Konrpoaepy n Haxxnmaercsa OK.

[TosiBnsieTcss okHO PepakTupoBaHue cOO0IIEHHMs, B KOTOPOM COMCIOJIHUTEND
1e4aTaeT TeKCT COOOIIEHHsI 00 OTYETEe WM TEKCT OTYETa 00 UCIIOJIHEHUH.
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Ecnu coucnonnuTens He 00namaeT MpaBOM PENAKTUPOBAHHUS JOKYMEHTA, TO
OH MOXET CO37aTh HOBBIH JOKYMEHT M TIPUKPENUTh €r0 K CBOEMY OTYETY.
CoucrnonHUTehb MOXET MNOCTYNUTh M TO-UHOMY: HJIsi CO3JaHHs OT4eTa TNepen
OTBETCTBEHHBIM HCIIOJIHUTENIEM O TMpojaenaHHoil pabore B oxHe IIpocmotp.
Bxoasiimme 10KyMeHTBI Ha IMaHelle HHCTPYMEHTOB BbIOMpaeTcs kHomka ~!| HoBoe
coodmenue. I[losBnsercs oxHO PenakTupoBaHue co0O0IEHUs, B KOTOPOM
COUCTIOJTHUTENh MOXET HAMHMCcaTh TEKCT COOOIIEHHUS O BBIMOJHEHUM CBOEH YacTu
padoTHI.

TakuM 00pa3oM OTHpPABICHHOE COOOIIECHUE TOSBUTCS Y OTBETCTBEHHOIO
ucronHuTenss B manke Bxoasmme. K co3maBaeMoMy COOOIICHHIO MOXKHO
NPUKPENUTh  3aPETUCTPUPOBAHHBIC JOKYMEHTBI  HWCIIOJNB3ys  IMYHKT  MEHIO

V) | V)
JoxymenT=IIpuKpenuTh WIK BOCIOJIH30BABIIUCH KHOMKOW = 1 BBIOpAB HYKHBII
JTOKYMEHT.
o 6.2. Cozoanue npomexncymounozo omuema 0,131 KORmpoaepa

OTYyuTaBIIKMCH NEPET OTBETCTBEHHBIM MCIOJHUTEIEM COUCIIONHUTEND CO3/1aET
OTYET U1 KOHTpOJIepa.

OTuer 0 MoOpy4yeHuH, MOCIe €ro OTIPABKH COMCIIOIHHUTEIEM, OTOOpAa3UTCS y
KOHTpoJsiepa B nanke KoHTpoJib.

o 7. leCTBHS OTBETCTBEHHOI'0 HCIIOJTHUTEJIS MOPYYEHUSs

C mostydeHUEM YBEIOMJIEHUS O HAa3HAYEHUM OTBETCTBEHHBIM HCIIOJHHUTEIEM
CTAaHAAPTHEIM 3Hadok nporpamMmel EB®PAT-Jlokymentoodopor Id B Tpoe
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U3MEHUTCS Ha  3HA40K M Pa3zgepnyB okHO mnporpammbl  EB®PAT-
JlokymeHnT0060poT, Bl yBunute, uro manka IlopyyeHusi cogep uT cooOuieHus,
OJIHO U3 KOTOPBIX HOBOE (KOJMYECTBO HOBBIX COOOUIEHUH YKa3bIBa€TCS B KPYTIJIbIX
CKOOKax ps/IoM C HA3BAaHHEM COOTBETCTBYIOILLIEH MAIKH).

[IpounTaB TEKCT yBEAOMIIEHUS, UCIIOJHUTEIb MOKET IMPOCMOTPETH TOKYMEHT
Y TIOPYYEHHUs M0 HEMY, IBAXIbI LIEIKHYB JUISl 3TOrO IO CTPOKE JOKyMeHTa. Ecim
nopyuyeHue y Bac BBIIEICHO TEMHO-CHHMM LBETOM, TO BBl — OTBETCTBEHHBIH
UCHIOJTHUTENb. OTBETCTBEHHBIM HCIOJHUTENb MOXKET pPACIPEAETUTh 0013aHHOCTU
MEXIY APYTUMU COTPYAHUKAMH, U1l ITOTO OH MOXKET CO3aTh ITOANIOPYYCHUS.

. 7.1. Coz0anue noonopyuenus
J1st co3maHusg TMOANOPYYECHHUS IO MOPYYEHHUIO HCIHOJIHUTEIbL OTMEYAET 3TO

MOPYYEHUE TEKYIIUM, IOCJI€ YEro IIEJKAET MBI MO KHOIKE < ° Hosoe
NOANOPYYeHHUEe UM UCTIONB3YyeT MYHKT MeHio 3anauu= Iloanopyyenue.

Ha Bxnanke Ilopyuenue B nose Ha3BaHue mopy4eHusi BBOOUTCS HA3BAHUE
noanopydeHus. Ha Bkiagke TekcT mopydyeHHsi BBOAUTCS IOAPOOHOE 3aJlaHHUE.
HaznavaroTcss ucnomHUTEIM(JIb), a TaK)KE YKa3bIBA€TCS CPOK HCIIOIHEHUS JAHHOTO
noamnopydenus. Ilocne sroro Haxxkumaercss kHonka OK B HIKHEW 4YacTH BKIIAJIKU
IMopy4yeHnue u 3aBepiaeTcs peJaKTUPOBAHUE JOKYMEHTA.

Co3gaHHOoe MONANMOPYYEHUE TIOCJIE€ COXPAaHEHUS HAa  KOMIIBIOTEpE Y
OTBETCTBEHHOI'O MCIIOJIHUTENSI OTMEYEHO II0JIOCOM OpaHXEeBOTO IBETa. ITO
O03HAYaEeT, YTO OH SIBJIAETCA KOHTPOJIEPOM IO JAaHHOMY MOPYUYEHHUIO.

HcnonuuTtenb OTYUATHIBACTCS 00 HCIOJHEHUM TOATIOPYYEHUS TEpe
OTBETCTBEHHBIM HCIIOJTHUTEIEM OOBIYHBIM 00pa30M.
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. 7.2. Cuamue noonopyuenusn ¢ KOHmpoasa

OTBETCTBEHHBIN HMCIOJIHUTEND IIpOocMaTpuBaeT nanky KoHTpoJb, B KOTOpOM
XpaHATCS Kak JOKYMEHTBI, TaK M IIOPYYEHHUs, I KOTOPBIX OH SBJISETCA
KOHTPOJIEpPOM (Ha3HAYEHHBIM CHUCTEMOM MO yMoJYaHUI0). OTINYUTH MOPYYEHUS OT
JOKYMEHTOB MOXHO, €CIIH IOCMOTpeTh Ha mnoje KoHrpoJep. Y mnopydeHuit
0TOOpakaeTcs UMsI KOHTPOJIEpa B CKOOKAX.

OTBETCTBEHHBINH HCIIOJIHUTEIb OTKPBIBACT JOKYMCHT M INEIKACT MBIIIBIO 110
kHonKe U CHSATH MOpyYeHHe ¢ KOHTPOJIs (IIs TeX JKe Leneil HCMOIb3yeTCst MyHKT
MeHI0O KoHTpoaib=CHATH ¢ KOHTPOJSA), a 3aTeM MHIIET KOMMEHTapui K
UCIIOJIHEHHOMY MOPYUYEHUIO.

[Ipy CHATHMM NOpPYYEHHsI C KOHTPOJIA 3HAYOK COCTOSIHUS NOPYYECHMS MPUMET
BHZ ¥'H HCIIOJTHEHO B CPOK.

3anuch O CHSATHM TMOPYYEHUS C KOHTPOJIE M TEKCT KOMMEHTapus OyayT
NIEPEHECEHBI HA BKJIAJIKY TOPY4YEHUS X0/ HCIIOJTHEHM.

[Ipy HEynOBIETBOPUTEIHLHOM BBINOJIHEHUH MOPYUYEHUS OHO MOXKET OBITh
BO3BpPAIICHO HCIIOJHUTENIO IOPYUYEHUs Ha T0pabOTKY.

° 7.3. Co30anue omuema omeen CcmeeHHbIM UCHOSITHUM EJIEM

CHsB uMelNIMecss TNOANOPYYEHUsT C KOHTpojdss (ecnu OHM  ObUIM),
OTBETCTBEHHBIA HWCIOJHUTENL CO3JACT OTYET KOHTPOJEPY O BBIIOJHEHUA
IIOPYYECHUS.

Brinensercss B chnucke MNOpydYeHHE W BBIOMpaeTcss MYyHKT  MEHIO

IMopy4yenue=>OTunuTaThess (WIM LIEIKAEM MBIIBIO [0 KHOINKE = [aHEIH
UHCTPYMEHTOB).




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

Ha skpane nosiBisiercst auasor (puc. 18). B HeM BbIOupaeTcsi MyHKT 3asiBUTH
KOHTPOJIEPY 0 TOTOBHOCTH 1 HaxuMaeTcs kHorka OK.

[Tocne 3akpeiTusi auanoroporo okHa HamucaTh OoT4eT MO MOPYYEHHMI0 Ha
JKpaHe TNOosSBUTCSI OKHO PenakrtupoBanme cooOmenusi (puc. 19), B kKoTtopom
OTBETCTBEHHBIN UCIIOTHUTEIb MOXET HaOpaTh TEKCT CAaMOr0 OTYETa O BHITIOJTHEHUU
Nopy4yeHusi U paboTax, MPOU3BEICHHBIX B PAMKaX BBITIOJIHEHUS TOPYUYECHUSI.

K cooOmiennto MoryT OBITh MPUCOCIUHEHBI OTYETHl HCIOJHUTENICH
MOANOPYYEHUN U COUCTIONHUTENEH 00IIET0 OPYUYEHUS.

[Tocne Haxkatuu Ha KHOMKY OTHPABUTH OTYET OyIET HANPaBIE€H KOHTPOJIEPY.
[Ipu otnpaBke oTyeTa 00 WCIOJHEHHH TOPYYEHHUSI KOHTPOJIEPY MOpydYEHUE

IEPEXOJAUT B IPOMEXKYTOUYHOE COCTOSHHE TFOTOBO [“f, KOTOpOE O3HA4YaeT, YTO
OTBETCTBEHHBIN HMCIOJHUTENIb COOOIINUI O BBHIMIOJHCHUH IMOPYYCHHS, HO TIOPYUCHHUE
€IlI€ HE PACCMOTPEHO KOHTPOJIEPOM, U KOHTPOJIEP CMOXKET PACCMOTPETh MOPYUYECHHUE
U TIPHUHATH PEIICHUE O CHATUU MOPYYEHUs] ¢ KOHTPOJIS JIMOO BO3BpAIIEHUHM €ro Ha
T0paboTKYy.

Jlns co3maHus TEKyIIero oT4yeTa O XOJe HCIIOJHEHMS MOPYYCHUS BBIOCPHTE
nyHkT IIpoMexxkyTouHblii oTtuer. B 23TOM ciydae TmopydyeHwe He Oyner
paccMaTpUBaTHCS KaK HCIIOJTHEHHOE M TOTOBOE K IMPOBEPKE.

[TIK-6 cnocoOHOCTBIO AHAIIM3UPOBATL CUTYAllUIO0 Ha PBIHKC I/IH(I)OpMaI_II/IOHHLIX MNPOAYKTOB U YCIIYI', 1aBaTh SKCIICPTHYHO OLICHKY COBPECMCHHBIM
CUCTEMaM JJICKTPOHHOTI'O )IOKYMGHTOO60p0Ta 1 BCACHUSA DJICKTPOHHOT'O apXHBa

3HaTh

[lpuHIMIBI ~ OpraHu3alnuu
paboT ¢ TNpUMEHEHHEM
MH(OPMaIIMOHHBIX

1. BueapeHue aBTOMAaTH3WPOBAHHBIX CUCTEM B c(pepe ympaBiieHHs.
2. Buenpenue aBToMaTU3UpOBaHHBIX cucTeM D310
3. Dransl BHeApeHus. OCHOBHBIC CJIOKHOCTH BHEJIPSHHSI M ITYTH UX pa3peIICHUs.
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3JIEKTPOHHOTO
JOKYMEHTO000poTa

YMers: AHanmM3upoOBaTh CUTYALHIO [IpomexxyTOUHBIN TECT

Ha pBIHKE
MH(POPMAIMOHHBIX Kakoit u3 cnoco06oB monkiroueHus: K MHTepHEeT obecreynBaeT HanOOJBIINE BO3ZMOKHOCTH
IPOAYKTOB U YCIIYT, AaBaTh | Ul JOCTyNa K MH(GOPMaIIMOHHBIM pecypcam?
9KCNEPTHYIO OLICHKY — IOCTOSIHHOE COeJHHEeHHe N0 ONTOBOJIOKOHHOMY KAHAJIY
COBPEMCHHBIM  CHCTEMaM — yJaJEeHHBIH JOCTYH 110 KOMMYTHPYEMOMY Telne(OHHOMY KaHaly
SJICKTPOHHOI'O — TOCTOSIHHOE COEUHEHHE T10 BBIJICICHHOMY Tele(OHHOMY KaHATy
JIOKYMEHTO000pOTa u — TEPMHHAJIBHOE COETUHEHHE 10 KOMMYTHPYEMOMY TeIe(OHHOMY KaHaTy
BEICHUS AIIEKTPOHHOTO
apxusa Monewm - 370...

— T0YTOBas IPOrpaMMa
— CEeTeBOM IIPOTOKOII
— cepsep UnTepuer
— TeXHU4YecKoe YCTPOMCTBO

MonewMm, nepenatonuii nHGopManu co ckopocThio 28 800 O6ut/c, MOXKET mepeaarh JBe
ctpanuIlsl TekcTa (3 600 OaiiT) B TeUCHHE...

— 1 MuHYTHI

— 1 yaca

— 1 cexyHabI

— 1 nua

DneKTpoHHas 1movTa (e-mail) mo3BOSIET epeIaBaTh...
— TOJBKO COOOIICHUS
— TOJIBKO (ailyibl




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[Tnanupyemsble pe3ynbTaThl

O11eHOYHBIE CPEACTBA
oOyueHus p

— COO0IIeHMs] U IPWJI0KeHHbIe (ailiibl
— BUACOU300paXKEHUS

Kakoii mporokon sBnsiercs 6a3oBbiM B UHTEpHET?
— HTTP

— HTML

— TCP

— TCP/IP

KommnbroTep, noakitoueHHbIld K THTepHET, 00s13aTeIbHO HMEET. ..
— IP-aagpec

— Web-cepsep

— JIOMAIIIHIOI0 Web-CTpaHuIly

— JOMCHHO€ UM

['unepccbuiku Ha Web - cTpaHuIie MOT'YT 00€CIeUNTh HEPEXOL...
— TOJIBKO B IpeJieNax JaHHOH web - CTpaHMIIbI

— TOJIKO Ha Web - CTpaHUIIbI JTaHHOTO cepBepa

— Ha J1t00y10 web - cTpaHHUIly JaHHOTO pernoHa

— Ha a100y10 web - crpanuny jrwdoro cepsepa Unrepner

3anaH ajpec 3JeKTPOHHOM mouThl B ceTH Internet: user name@int.glasnet.ru. KakoBo nms
BJIaJIeNblIa SJIEKTPOHHOTO aapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

—ru
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Bpaysepsl (manpumep, Microsoft Internet Explorer) sisistrorest. ..
cepBepamu MHTEpHET

AHTUBUPYCHBIMH IIPOTrPaMMaMH

TPAHCIATOPAMH S3bIKA IPOrPAMMHUPOBAHHUS

CpecTBOM MpocMoTpa web-cTpaHuig

Web-crpanuiisl umeroT opmar (paciidpeHue)...

* txt
*.htm
*.doc
* exe

Bnanets:

OCHOBHBIMH MeTOoIaMU
cbopa u aHaiamn3a
nHpopManuu B
npodeccuonansHoil chepe,
METOJIaMH CTaTUCTHYECKOU
00pabOTKM  NaHHBIX  C
HCIIOIH30BaHUEM
KOMITbIOTEPHBIX
TEXHOJOTHI

8. [lelicTBHS KOHTPOJIEpa 110 NOPYYEHHIO

KoHTposiep MOKET BBIOJHUTD C TOPYYEHHEM CIICTYIOIINE ONepaluu:

e CHATh MOpyYEHUE C KOHTPOJS (KHOIKa & IIYHKT MEHIO

Kontpoas= CHATh ¢ KOHTpOJA). [Ipu 3TOM nmopyuyeHnue u Bce
CBSA3aHHBIE C HUM MOJNOPYYEHHUS] CUUTAIOTCA BBIMOJHEHHBIMH.
CaMo Topy4eHHe NepeiieT B cocTosnue uenoaneno (Ve , Vaum
H). CHATL NOpYYEHHE ¢ KOHTPOJIS MOKHO B JIFOOOI MOMEHT, a He
TOJIBKO  MOCJE€ TOJYyYEHHs OT4eTa OT  OTBETCTBEHHOTO
VCITOJIHUTEJIS.

BEpHYTh IOPYYEHUE HA KOHTPOJb (KHOIKA = BepHyTsh
Nnopy4yeHue HA KOHTPOJIb WIH YHKT MEHIO
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Koutpoas= BepHyTh Ha KOHTPO.JIB). B ciiyyae ecnu koHTposiep
HE YJOBJCTBOPEH IIOJYYCHHBIMU PE3yJIbTaTaMH, OH MOXKET
BEPHYTh TOPYYECHHE HCIOJHUTENIO0 Ha J0paboTky. Ilpu sTom

3HAYOK COCTOSIHUSA TIOPYYCHHS IPUMET BUJI HA KOHTPOJIE (\1 ,
® OTMCHUTH BBINOJHEHUE MOPYUYCHUS(KHOIKA S IIYHKT MEHIO
Koutpoib=OTMeHUTh BbINOJHeHHe). OTMEHa BBIMOJTHEHUS
IIOPYYEHHsI OCYLIECTBISECTCS B Clydae, KOrjga IOpyYEeHHUE
OKa3aJIOCh HEHYXXHbIM, JIMIIHAM WIA KOTJa Npu CO3JaHUU

MOpy4eHU ObUTa TOMyIeHa KaKas-HUOY b MyTaHUIIA.

[Ipu oTmeHe mopy4eHus:i Bce pabOThl O HEMY CUUTAIOTCS HEHY)XHBIMU U UX
MOXHO YJIQJIUTh, & MCIOJHUTENIM MOTYT IIEPEUTH K BBIINOJIHEHUIO JIPYTUX
nopy4enui. IIpy 5TOM 3HA4YOK COCTOSIHMS TOPYYEHHUS M BCEX BXOUALIMX B HETO

MIOAIIOPYYEHUN PUMET BUJ MPEKPALLIEHO jEl

Bce nelictBusi koHTpojepa (UKCUPYIOTCS Ha BKJAAKe XOA HCIHOJHEHUs
nopyueHusi. Tam ke MOSBIISIIOTCS COOOIIEHUSI 00 M3MEHEHUH COCTOSIHUS MOPYyYCHUS
Y TJOKYMEHTA.

Kpome BbIIIenIepeunclICHHBIX ACHCTBHM, Ha JI00OW CTaadHd BBITOJTHCHHUS
MOPYYEHUs KOHTPOJIEP M PETUCTPATOP MOTYT M3MEHHTh HAa3BAHUE U TEKCT
MOPYYEHUsA, HU3MEHUTh CPOKH MCIIOJHEHUS T[OPYYEHHs, HA3HAUUTh JPyroro
OTBETCTBEHHOI'O0 HCHIOJIHUTENISA W COUCHOJHUTENEH. B mocienHeM ciaydae Bcem
UCTIOJIHUTEIISIM PACChIIAIOTCS COOOIIEHUS COOTBETCTBYIOIIETO COJICPKAHUSI.

OTBETCTBEHHbIE UCHOJHUTEIU SIBISIOTCS. KOHTPOJIEpAMU JJIsl CO3JJaHHBIX UMU
noanopydenuii. Ouu 00J1a4a10T 1O OTHOIICHHUIO K HUM TEMH K€ MOJTHOMOYHUSMU, YTO
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¥ KOHTPOJIEPHI JOKYMEHTA MO OTHOLICHUIO K JJOKYMEHTAM U TTOPYUYCHUSM.

Kpome omnepaumii ¢ OTAEABHBIMM TOPYUYECHHUSMH, OTHOCAIIMMUCS K
WCTIOJIHCHUIO JJOKYMEHTA, KOHTPOJIEP WJIM PETUCTPATOP MOTYT TAKXKE BBITIOJHATD PST
JIEUCTBUI HAJ BCEM JIOKYMEHTOM. B 1I€JIOM 3TH NEHCTBHUS aHAJIOTHUYHBI JICHCTBUSIM C
MOPYYECHUSMU.

KoHTpoJiep MOXKET BBINOIHUTH C JOKYMEHTOM TAKYIO ONEPALUIO:

— CHATh JOKYMEHT C KOHTpoJisl (KHOMKa ¥ wm MYHKT MEHIO
KouTpoab= CHATH ¢ KOHTPOJIs1). [Ipr 7TOM TOKyMEHT U BCE OTHOCAIINECS K HEMY
MOPYYEHHUS] CUATAIOTCS BBITIOJHECHHBIMU. 3HAYOK COCTOSTHUS IOPYYEHUN MPUMET BU/T

ucnosneno (V@ , VEwmm VH), a 1oKyMeHT mepeiiier B cocTosiHie uemosHen (Vi |

VA V). B 3aBHCHMOCTH OT KOHKPETHOH CHTYAIIHH KOHTPOJEP MOXKET CHSATH
JOKYMEHT C KOHTpPOJII Kak IIOCJie BBIIIOJIHEHUS BCEX MOPYYEHUH IO STOMY
JOKYMEHTY, TaK U B IPOU3BOJIbHBII MOMEHT BPEMEHH;
KoHnTponep u peructparop MOTYT BBINOJHUTH C JOKYMEHTOM CIEAYIOLIYIO
oTeparuio:
e [JOTMEHHTh BHIIOJHEHHE NOKyMeHTa (kHomka —! IlpepBaTh
BBINOJIHEHHE BCeX MOPYYEHUIl M0 JOKYMEHTY WU MTyHKT MEHIO
Kontpoas= OTMeHuTH BbINIOJIHEHHE). IIpn 3TOM
ABTOMATUYECKH OTMEHSIOTCS BCE MOPYUYEHHUS TO JOKYMEHTY,
UCTIOTHUTENN OCBOOOXKIAIOTCS OT BBIMOJHEHUS TMOPYYCHHHA IO
HEMY.
IlomuuTe! TmMOCHE CHATHUSA JOKYMEHTAa C KOHTPOJS WJIA OTMEHBI €ro
BBITIOJIHEHUS, CO3/IJaHUE TIOPYICHH 110 ’TOMY JOKYMEHTY OYyJIeT y>K€ HEBO3MOXKHO! !
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. 9. Cpoku MCIOJIHEHUS IOPYYeHHI.

Peanu3oBaHHBIE B CHUCTEME MEXaHU3M KOHTPOJIS CpOKa UCIOJHEHUS
JOKYMEHTOB U HarjsiHOE OTOOpPa)KEHUE COCTOSIHUM JTOKYMEHTOB IO3BOJISIOT JIETKO
OPHUEHTHPOBATHCS B TEKYLIEM COCTOSIHUM JIE.

Kaxnoe mopyueHue (JOKyYMEHT) UMEET KOHKPETHBIH CPOK HCHOJHEHUS (WM
HE MMEET, €CJIM yCTaHOBIJIEH Quar B moiie «0e3 cpoka» Ha Bkianke [lopydenue),
KOTOpPBIM yKa3bIBA€TCA MpPU CO3AaHUM mopydeHus (nokymeHta). CocTosiHuEe, B
KOTOPOM HaxOJIUTCS MOPYUYEHHUE, 3aBUCHUT OT 3TOT'O CPOKa.

B cutyanuu, korja KOHTPOJIbHBIA CPOK MCIIOJHEHUS MOPYUYEHUS (TIOKYMEHTA)
UCTEK, a TNOpyYeHHE (IOKYMEHT) €IIe HaXOAMTCS Ha KOHTPOJIe, COCTOSTHUE
nopy4eHus: (JOKYMEHTa) MEHSIETCS Ha COCTOSIHUE HA KOHTpoJie + NMPOCPOYEHO
(oToOpaskaeTcsi B KOHTPOJIbHOM KapTouke AOKyMeHTa W B mnankax Ilopydenusi u
KonTpouan).

[TopydyeHue (IOKyMEHT) MOXKET OBITh BBITIOJHEHO B CPOK (TOrIa OHO Oyjaer
HaXOJMUTbCS B COCTOSIHUM HCIOJHEHO B CPOK) WM C OINO3JAaHMEM OTHOCHUTEIHHO
KOHTPOJIBHOTO CpoOKa (B 3TOM cllyyae Mopy4yeHue OyneT HaXOAMTbCS B COCTOSIHUU
HCIIOJTHEHO + MPOCPOYEHO).

C npuOInKeHUeM KOHTPOJIBHOTO CPOKa UCIIOJHEHUS TOpyUYeHUs (JIOKYMEHTa),
CHUCTEMa aBTOMATUYECKH pACCHUIAET HAMOMUHAHUS MCIOJHUTEISAM MOPYYECHUS
COTJIACHO HACTpPOMKaM, MPOU3BEAECHHBIM B MOAYJIE AJIMMHHMCTPATOP CHUCTEMBI.
HamoMuHanusg mnpenactaBisitoT  co0OMl  OObIYHBIE COOOLIEHUS, ABTOMATUYECKU
chopmupoBaHHbie cucteMod. CucTemMa MOXKET pacchliaTh COOOLIEHUS Kak 3a
OMpeJeIeHHOE KOJIMYECTBO JHEW A0 HACTYIUJIEHUS KOHTPOJIBHOTO CpOKa, TaK U B
MOMEHT HACTYIUJIEHUSI KOHTPOJBHOIO CpOKa M JIaK€ Yepe3 OIpeelIeHHOe
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KOJINYCCTBO ,I[Heﬁ IMOCJIC HACTYINNICHHA KOHTPOJIBHOTO CpOKa. A,ZIMI/IHI/ICTpaTOp MOXKCT
BI)I6paTL THUII PACCBLIACMbIX YBG,ZIOMJIGHI/Iﬁ N YKa3bIBATh IICPHUOIUYHOCTL HX
PaCCBIIIKH.

. 10. IIpouecc CHATHA MOPYYEHUH M JOKYMEHTA ¢ KOHTPOJIA

[locne CHATUS KOHTPOJIEPOM MOPYYEHHUS C KOHTPOJS Cpa3y BCTYIIA€T B CHILY
CIEAYIOUIEe IOPYYEHUE, a OTBETCTBEHHOMY HCIIOJIHUTENIO0 JAHHOTO IOPYYEHUS
HarpasisieTcs 00 3TOM yBEIOMIJICHHE.

Ecam xoHTposiep IPOJOKAET CHUMATHh MOCIEAYIOIIME NOPYYEHHUs, TO IO
KaKJIOMY M3 HUX KOMMEHTapuu 00 OTMEHE MOPYUYEHUH MOSABISAIOTCS Ha BKIIagKe X0/
HCIIOJIHEHHUSI, a4 3HAYKU COCTOSIHUS TMOPYYEHUS M3MEHSIOTCS Ha NMPEeKpPalieHo .
Kpome ToOro, HMCHOIHHUTENIO MOCHUIAETCS COOOIIEHHE 00 OTMEHE BBIIOJIHEHUS
IIOPYYEHHUS.

[Tocneauum 3TanoM oOpabOTKU TOKYMEHTa SIBJISIETCSI €0 CHSTHE C KOHTPOJIS.
JIIs 9TOTO KOHTpPOIEp MENKAET MBIIIBIO 1Mo KHONKe ¥ CHSATH ¢ KOHTPOJISI Bech
AOKYMEHT U IHIIET KOMMEHTapuil B NOSIBUBIIEMCS OKHE CHATH C KOHTPOJIS BeCh
AOKYMEHT.

BHuMaHMe: TOKYMEHT MOXHO CHSATH C KOHTPOJIS, 1a’K€ €CIIM BBINIOJIHEHBI HE
BCE IMOPYYEHUS 110 HEMY.

[Ipy cHATMM JOKYMEHTAa C KOHTPOJS BCE HE3aBEPILICHHBIE NOPYYEHUS

IMPUHUMAIOT COCTOSIHHEC V'J"ﬂ HCIIOJIHEHO B CPOK U CaM JOKYMCHT TOXKEC IMCPEXOJNUT B

COCTOsIHUE ¥+l HCIIOJIHEH B CPOK.
JIOKyMEHT, CHATBIN C KOHTPOJIsS,, OCTAETCSI B CUCTEME.
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MoXHO HEe OTOOpaXkaTh CHATHIE C KOHTPOJS JTOKYMEHThI W TIOPYYEHHUS B
nankax I[lopyyenus u Koutpoas. [{ns »Toro BeIOepuTEe B TJIaBHOM OKHE

IlapameTrpbl B maHenW MHCTPYMEHTOB. B OTKpBIBIIEMCS JIUajIOrOBOM OKHE
Hacrpoiika nmouroBoro kjamenra (puc. 43) B mnone «Ilepememars 3aKkpbITbie
3aJaHMs B KOP3UHY NPH OOHOBJIEHMH NAINOK» YyCTaHOBUTE (uaxok. B stom
ciy4ae He OyAyT OTOOpakaThCsl HCIIOJHEHHBIE MOPYUYEHUS 10 TOKYMEHTY.

MOXHO yJanuTh JOKYMEHT W3 MaIlOK, MOCe YAAICHHS JOKYMEHTOB U3 MoK
Hopyuyenue u KonrpoJibs B MyCOpPHYI0 KOP3UHY OHHM OCTAOTCSA B CUCTEME.

B cucreme MOXHO ynanuTh J1000il TOKYMEHT. JIJist 3TOro BeIOEpUTE B MAIKe
JOKYMEHT, MOJUIEKAIUN yIAJIEHUIO, OTKPOMTE €ro A peJakTUPOBAHUs, [TOCIIE YEro
BbIOepuTe B MeHIO TyHKT IlpaBka=Yynaanrth. JJOKyMEHT U Bce HE3aBEpIICHHBIC
MOpYYeHHs TI0 HeMy TepeiayT B cocrosHme yaaneHnbii (@ wu @), Ynanars
JOKYMEHTBI MOKET TOJBKO MOJB30BaTENb C IIpaBaMu aaMHUHHUCTparopa. Ilocie
ynaJeHus: JokyMeHTa komaumor IlpaBka=Y¥YaaauTh TOKYMEHT OyJeT COBCEM
yIaJleH W3 CHUCTEMBI, OJHAKO, KAK IPaBWJIO BMECTO YHAJICHUS JOKYMEHTOB M3
CUCTEMBI HCIIOJHEHHBIE IOKYMEHTHI CIal0T B APXUB.

. Ynpasicnenue 7. Ilocmanosxa 0oxymenmoe na Konmponw no pezontoyuu.

3apaHue 14. O3HaKOMMUTbL CO CBOMMM ycnexamu B ceccum coceaa(Ky) cnesa u cnpasa.
Mony4nTb NOATBEPIKAEHUE O3HAKOMNEHMA U PEKOMEHAALIUM.

e B34Th JOKYMEHT CO CBOMMH pE€3yJbTaTAMU CJIa4d CECCUM Ha
pEIaKTUPOBAHUE.
e (Cosnarp pesomonnio Ilpenonasarens "O3nakomuth ¢ Bammmn
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pe3yibTaTaMu Cc/1auu ceccuu cocena(ky)".

Coznate mopyudeHue cede "O3HAKOMUTH cocefa(Ky) cripaBa co
CBOMMHU yCIIEXaMH U CO3JaTh OTYET".

Ha3znaunte cpok ucronHenus 1 neHsp.

HazHauuTh ce0s1 1 KOHTPOJIEPOM U HCTIOTHUTEIIEM IOKYMEHTA.
CoxpaHUTh TOKYMEHT U BBIMTH U3 PEKUMA PETAKTUPOBAHMUS.
[lepeiiTy B rJ1aBHOE OKHO CUCTEMBI U MTOJIYYUTh YBEAOMIICHHUSL.
Pazocnatb JOKyMEHT KOPpPECMOHIEHTaM C MPEIIOKEHUEM
O3HAKOMHTHCSI, TOJATBEPAUTH (AaKT O3HAKOMIICHUS U MPEATIOKUTH
pPEKOMEHIAIMK TI0 y4eoe.

[Tosry4nTh NOATBEPKAECHUS O3HAKOMJICHUSI.

Co3naTh OTYET KaK MCHOJHUTENIO TOKYMEHTAa U OTIPABUTH €ro
KOHTPOJIEPY.

[TomyunTs OTYET W MO €ro MOJYYCHHUIO CHSTh OKYMEHT C
KOHTPOJISL.

3apaHue 15. O3HaKOMUTBLCA CO YCNEXamm B CECCMM COCeaen CneBa M Crpasa.

Co31ath HOBBIM JJOKYMEHT.

Coznate pezomonmio IIpenomaBatens  "O3HaAaKOMHUTBCS  C
ycrexaMu cocena(ku) crpaBa JIOKYMEHTOM M CO3[1aThb OTYET C
COBETOM 110 yuebe".

Ha3znauutk cpok ucnonHenus 1 neHb(4ac).

Hasnauuth cocena(ky) ciieBa KOHTPOJIEPOM JTIOKYMEHTA, a ce0sl -
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UCIIOJTHUTEIIEM.

Briiiti U3 qoKymeHTa.

Ilony4nTh yBEZOMIICHHUE.

Otocnate cooOlieHne ¢ MpochOOM Mepecnarb JIOKYMEHTBHI C
IPUCOEAMHEHHBIMU (paillaMu pe3ybTaToOB CBOEH ceccuu.
[Tony4uTh IOKYMEHTBI OT KOPPECIIOHIEHTOB, O3HAKOMMTBCS C
pe3ynbTaramM, CBS3aTb CBOM JOKYMEHT C IIOJyYE€HHBIMU
JIOKyMEHTaMHU.

Co3pmath OTYET KOHTPOJEPY M NPWIOKHTh MNOJTYYHBIIHICS
JIOKYMEHT.

[Toy4nTh NOATBEPAKACHUE O CHATUU JOKYMEHTA C KOHTPOJISL.

[IK-14 BnameHreM HaBBIKAMHU HCIIOJIH30BAHUS KOMITBIOTEPHOM TEXHUKU U WH(DOPMAIMOHHBIX TEXHOJIOTUH B JOKYMEHTAIIMOHHOM 00€CTIeUeHUN
YIPaBJICHUS U apXUBHOM JIEJIE

3HaThb TexHomoruu OnepaTuBHOIO 1. Tloustue cuctemsl, e€ cTpykTypa u ¢(yHkuuu. CBoiicTBa cucTeM, HMX KiaccuuKanus.
u JOJITOBPEMEHHOTO VYnpasnenue cucremamu. MHpopmanus B cucreMax ympaBlieHUs, ee Kiaccuukamus,
XpaHeHUs 3JIEKTPOHHBIX CBOMCTBA, TeXHOJIOrUsa 00padoTku. [ToHsTHE CUCTEMBI AaBTOMATU3UPOBAHHOIO YIIPABJIECHUS.
JOKYMEHTOB CucTeMHBIH MOAX0/1 B YIIPaBJIEHUH, €70 CTPYKTYpa, 0COOEHHOCTH U CYUTHOCTb.
2. Tlonsartue u knaccuuKanus CUCTEM OPraHU3alMOHHOTO YIIPaBICHUS
3. OyHKIHMOHATBHBIE OCOOEHHOCTH CHCTEM YIPAaBICHHS W KIACCH(PHUIUPYIOMINE MPHU3HAKH.
ABTOMaTH3aIMs YIPABICHYECKONH JEATEIbHOCTH W HKOHOMHUYECKHE HH(OpMAIMOHHBIE
cucteMbl. KOMIIbIOTEpHBIE TEXHOJIOTUU U CUCTEMBI ABTOMATU3UPOBAHHOTO YITPABJICHUSI.
4. ArnmapaTHoOe U porpaMMHOE obecrieueHue, pa3sHOBUAHOCTH, OCHOBHBIE XapaKTEPUCTHUKH.
YMers: OpueHTupoBaTbcs B [IpomexyTouHBIN TECT
COBPEMEHHBIX
OTEYECTBEHHBIX Kaxoii u3 cnoco6oB nonkitoueHusi k MHtepHeTr obecneunBaeT HauOOJIbIINE BO3MOKHOCTH
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aBTOMATU3MPOBAaHHBIX U1 1OCTYyNa K HH(OPMALMOHHBIM pecypcam?
CUCTEM — IOCTOSIHHO€ CO€IMHEHHE 10 ONITOBOJIOKOHHOMY KaHAJIy
AOKYMCHTAallHOHHOI'O — YIaJCHHBINA JOCTYI 110 KOMMYTUPYEMOMY Tesle(hOHHOMY KaHAITy

o0ecrieYeHns yrpaBlIeHUS

— TIOCTOSIHHOE COCUHEHHE I10 BBIJICIICHHOMY TelIe()OHHOMY KaHATy
— TEPMUHAIBHOE COSTUHCHHE 110 KOMMYTHPYEMOMY Telle(hOHHOMY KaHAITy

Mopewm - 370...
— I0YTOBas IPOrpaMMa
— CETEBOM IPOTOKOJ
— cepsep MHTepHeT
— TeXHU4YeCKoe YCTPOHCTBO

Mopem, nepenaromuii uHPopManuo co ckopocThio 28 800 OUT/C, MOXKET Tepeaarh IBE
cTpanullsl Tekcra (3 600 6aiiT) B TeUeHue. ..

— 1 MuHYTHI

— 1 gaca

— 1 cexyHabI

— 1 nua

OnekTpoHHas nouta (e-mail) mo3BosisieT nepeaaBark...
— TOJIBKO COOOIIEHUS

— TOJIBKO (paiiib

— COO00IIeHUs U NIPUWJIOKEHHbIE (ailibl

— BHJEOU300pakeHUs

Kakoii mporoxon siBisieTcs 6a30BbiM B IHTEpHET?
— HTTP
— HTML
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— TCP
— TCP/IP

Komnrerorep, noaxntoueHHbl k IHTEpHET, 0043aTEIbHO UMEET...
— IP-aapec

— Web-cepsep

— JIOMAIIIHIOI0 Web-CTpaHuIly

— JIOMEHHOE UMs

['unepccpiiku Ha Web - cTpaHuIle MOTYT 00€CIeUUTh HEPEXO/I...
— TOJIBKO B MpeJieNax JaHHOH web - CTpaHHIIbI

— TOJIbKO Ha Web - CTpaHUIIBI TaHHOTO cepBepa

— Ha 100y wWeb - CTpaHUIly TaHHOTO PeruoHa

— Ha J100y10 web - crpanuiy Jwodoro ceppepa Uutepuer

3anaH ajpec 3JIeKTpOHHOM mouThl B ceTH Internet: user name@int.glasnet.ru. KakoBo nms
BJIaJIeNblIa SJIEKTPOHHOT0 aapeca?

— int.glasnet.ru

— user_name

— glasnet.ru

— ru

bpayseps! (Hanpumep, Microsoft Internet Explorer) sinsirorcs...
— cepBepamu MHTEpHET

— AHTUBUPYCHBIMH IIPOTpaMMaMu

— TPaAHCISTOPAMH SA3bIKa IPOTrPAMMUPOBAHHUS

— CpeACcTBOM MPOCMOTpPa web-cTpaHun
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AJIIEMEHT OneHoYHbBIE CPEACTBA
KOMIIETEHINH 0byuenus
Web-ctpanuiisl umMeroT hopmar (paciidpeHue)...
— *.ixt
— *.htm
— *.doc
— *.exe
Bnaners: Haspikamu ~ pabotbl B Ynpaoswnenue 8. Cozoanue nezasucumvix nopyuenui.
JIOKAJbHBIX U TJIO0ATBHBIX
KOMITBIOTEPHBIX CeTIX; 3apaHue 16. Co3aaTb HECKONBKO IOMMYECKM He CBA3aHHbIX MOPYYEHUMN.
HaBbIKAMH  pabOTBI  CO

CIICUAJIN3NPOBAaHHBIMHA
XpaHWJIMIaM1 JaHHBIX

Co31aTh HOBBIM TOKYMEHT. 3allOJHUTH €0 IIANKy U COXPAHUT.
Co3pnaTth HE3aBUCMMOE MOpydeHue coceny(ke) cieBa (HUCIoab3ys
nyHKT MeHI0 Ilopyyenne=HoBoe nopy4enme): IIpucoequauth
rpaduueckuii (ailm B KauecTBe HO0KyMeHTa. HaszHauuth ceOs
KOHTPOJIEPOM.

Co3naTh HE3aBUCUMOE MOPYUYCHHE cocey(Ke) crpasa (MCIOb3yst
kHonKy =): JIaTh XapakTepUCTHKY 3arpy’KEHHOCTH Ha 3aHSTH.
Hasznauute ce0st KOHTpOJIEpPOM.

Hcrnonb3yss MeXaHU3M CO3/1aHHsl MOPYYEHHUs 110 PE30JIFOLUU
CO3/1aTh HE3aBUCHUMOE TopyueHue (0e3 pe3oroluu) JrdoMy u3
NPUCYTCTBYIOIIUX HA 3aHATHM CTYAEHTOB(K): OTBEeTUTh Ha
Bornpoc "Kakoe 3aanue Bbl BBINOJHIETE U HE OTBJIEKAIOT JIU Bac
nopyuenus?". Haznauuts ceOst KOHTpOJIEpOM.

[loTpeOyiiTe OTYETHI OT WCIOJHUTENEH, €CIM OHM elle He
OTYUTAIUCH MO MOPYUEHUIO.
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L4 HOJIy‘II/ITG OTYCThI 1 CHUMHUTC IIOPYUYCHHA C KOHTPOJILA.

. 11. Ilocaenyroniue mopyvyeHust

UYtoObl cO3/1aTh MOCIEAO0BATEILHOCTD BBITIOJHEHUSI MOPYYEHUNH HEOOXOAUMO
BEIOpaB TOpydYeHHE, K KOTOPOMY TPUCOCAMHICTCS CICAYIONMee IOpydeHUe
MICIKHYTh MBIIIBI0 0 KHOMKe Co31aTh mepexofd... (M0 YMOJIYaHHWIO BBIOWpaeTcs
neiicteue Ilepexom Ha HoOBoe MOpy4YeHHe, HO TPH HEOOXOAUMOCTH U3
BBITIA/IAIOIIETO CIIMCKA MOXKHO BbIOpaTh AeiicTBue Ilepexos Ha HOBOE cOrlacOBaHUE
WIHM Ha IPyroe CYyIIeCTBYIolee nopyyeHue). Jis tex ke 1menei uCroiab3yeTcsl MyHKT
meHto 3agauu= Ilepexon=Ilepexon Ha HoBoe... Jlajiee MPONU3BOIUTCS 3aTIOJIHEHUE
XapaKTEPUCTHK TOPYUICHHS OOBIYHBIM 00pPa30oM.

[Tpu naxatuu Ha kHOTMKY OK (Takke Kak mpH mepexoje Ha JPYryH CTPOKY
KOHTPOJBHON KAapTOYKU WJIM TIPH COXPAaHEHUH JOKYMEHTAa) HOBOE IMOpy4YeHUE
MOSIBUTCSL B KOHTPOJIbHOW KapTOUKE JTOKYMEHTA.

HamoMHuM, 4YTO MOXXHO TaKKe CHayalla co3JaTh MOpY4YeHUE OOBIYHBIM
CrocoO0oM (U3 PE30JIIOLIUN ), & TIOTOM CAENATh €ro CIASAYIOITUM.

. 12. MapmpyT npoxoxaeHus JOKYMEHTOB (Ha mpuMepe COrjiacOBaHMi)

CornacoBaHusi — Ppa3HOBUIHOCTh IOPYYEHUM, KOTJAa  MCIIOJHUTENIO
HEO0OXOIUMO JIUIITh TOATBEPAUTH CBOE COTJIACHE WJIM OTBEPTHYTH JOKYMEHT.

Omnepanuu COTJIACOBAaHUSI MOTYT BBITIOJTHATHCS KaK B BBIOPAHHOW IIEMIOYKE
COTJIaCOBAaHUMN — MapIIpyTe MPOXOXKIECHUS JOKYMEHTa, Tak W OTAenbHO. Hambomee
yIOTPEOUTENbHBIMA B JKM3HEHHOM IIMKJIC JIOKYMEHTA SIBJISIOTCS CIEAYIONINe
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MapUIPyThI:
e [locnenoBarenbHOE COriacoBaHUE IOKYMEHTA
e [lapamnenbHOE coriaacoBaHUE TOKYMEHTa
e [lapamnenbHO-TIOCIEAOBATENbHAS OATOTOBKA TOKYMEHTOB
[IpumMep napanienbHO-MOCIEI0BATEIBHOTO MapIIpyTa IPUBEIECH Ha puc. 1.

Pyk. OTa.
CekpeTapb
(perucrpaTop, => HOpwuct »| Pyk. OTa, = 1. 6yx »  [upekrtop
KOHTponep)

Pyk. OTa.

Puc.1. Cxema cormacoBanus JoKkymeHTa. MapmpyT TOKyMeHTa

MapuipyT npoOXOXIE€HUS JOKYMEHTA WA MAapUIpyT JOKYMEHTAa MOXKET
CO3/1aBaThCs UJIM C NMOMOIIBI0 Au3aiiHepa MapuIpyTOB WM BPYYHYIO, KaK IIEIIOYKa
CBSI3aHHBIX MOPYYEHUM IO JNOKYMEHTY. B 3TOM pasznene paccMaTpUBarOTCS UMEHHO
TaKW€ MOPYUYECHHUS.

s mocTpoeHuss MapuipyTa JTOKyMEHTA CIYKUT BKIajgka BXoabl M BBIXOABI.
B nelicTBUTENbHOCTM OHA MCHOJIb3YeTCs BCErja, HO B OOJBUIMHCTBE CIy4acB
JIOCTATOYHO HACTPOEK Mo yMoauanuio. Mcnons3yss KoMOuHammum BX0A0B U BBIXOJI0B
MO>KHO TOCTPOUTH MapIuIPyT JH000 CII0KHOCTH.

[To ymomuanuto Bceraa BeioOupaercs KomOunamusi BXoa0B B nosioxxenuun U,
YTO COOTBETCTBYET IIOCIEIOBATEILHOMY MPOXOXKJICHUIO IENOYKU MOPYYEHUM, a
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KoMmOnHanus BbIX0A0B MOXKET OBITh WM B monokeHnu W, 11 mociaenoBaTeIbHbBIX
HE3aBUCHUMBIX MOpy4YeHul, M B nojoxxkenun UJIM miist mepexona Ha HOBYIO BETKY
nopydeHuii. Ta wiam wHasgs KOMOWHAIIMM UCIIOJB3YIOTCA TIOKa pPeIaKTHUPYeTCs
nopydenue, 10 Haxkatusi Ha KHONKY OK. IToToM MOXXHO TOJBKO yAaduTh TEKYIIEE
MOPYYEHUE U TOCTPOUTH €T0 3aHOBO.

N3 cxembl, npuBeNeHHOM Ha puC.l, SCHO, YTO BO3MOKHBI JIMIIbL JBE

| Cneayiowee \ Cnepyiolee
KOMOMHAIIMK JUIS  BXOJIOB: ropytenwe WK / nopyenme

[lepBBlii cityqall peanu3yercs NpPH MPOCTOM IMOCIEAOBATEIBHOM MPOXOKICHUH
LETOYKHU. SICHO, 4TO 34€Ch HE WIrPAcT POJM 3HAYCHHUE KOMOMHALMH, TAK KakK B
mobom ciyvae (M wnn UJIN) npousoiaeT eMHCTBEHHBIN nepexo. Bropoit cinyyait
HACTYyIaeT, KOTJa BO3MOXHOCTb UCIIOJHEHHS TTOCIEAYIOIIETO MMOPYUYECHUS 3aBUCHUT OT
PE3yNbTATOB BHIOJIHEHHS] HECKOJIBKUX (ABYX WM 00Jiee) MPEAbIIyIINX TOPYYESHHM.
JIeHCTBUTENBHO, €CIM BBIACHUTCSA, YTO KOHTPOJEP CHUMAET C KOHTPOJIA WIH
IpeKpalaeT UCIOJIHEHNE KaKoro-Tu00 13 MpeAbLAYIINX MOPYUYEHUH, TO UCITOJHEHNE
IIOCJIEAYIOIIETO MOPYYEHUsT MOXET M He HacTynuTb. M 31ech BO3MOXKHBI JBE
CUTyalluu: KOTJa JOCTaTOYHO NPEKpalleHUs] KOHTPOJS B OJHOM JIIOOOM W3
NPEABIIYIIUX IMOPYYECHUN Ul IIPEKPAIIECHHUs] KOHTPOJIA B LIEJIOM IO JOKyMEHTy. B
3ToM ciiydae wucnonb3dyercss KomOunamus BxomoB: WM. Bropas curyamus —
JOCTAaTOYHO YCIICIIHOTO MCIOJHEHUS! MOPYYEHUH XOTS Obl B OJTHO POJUTEIHCKON
BETBU, U IIPOBAJ B JAPYIUX HE UIrpaeT CYyLIECTBEHHOW posd. B 3TOoM ciydae
UCroib3yercs komoOunauus sxoaos: UJIN.

KomOunanuu BbIX0A0B. Bo3MoxHBI Takke T1pu ciydas. [lepBblid:
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McnonHeHHoe
—

nopy4eHue

BBIIIOJIHACTCA IIPpOCTadA IIOCJIICAOBATCIIbBHOCTD HOpyquHﬁ .
3I[GCI> HC BaXHO 3HA4YCHHC KOMﬁI/IHaHI/II/I BbIX010B, B JIFOO0M ciydac 6y,[[eT

McnonHeHHoe

nopy4eHue
BBIIIOJIHATBCA ITOCIICOYIOIICC. Bo BTOpOM ClIy4dac , KOI'Ja

JIOKYMEHT HampaBisieTcsl JUIsl WCIOJHEHUS Cpa3y HECKOJbKUM OTBETCTBEHHBIM
HCTIONHUTENAM (IBYM uiin Ooliee) 3HaueHne KoMOMHAUMU BHIXOJA0B BHICTABIISACTCS
N. 3pecy (Tpetuit caydail) QopMaibHO BO3MOXHO dKk30Tmdyeckoe WMJIU,
Mpeanoiaramiee, 4ro MOCISAYIONIME MOpydeHUs (CIEAYIONUe 3a HUCHOJHEHHBIM

McnonHeHHoOe

nopyyeHue

) OyIyT UCHOJHATHCS IOCIICIOBATEIbHO: TPH CHATHH C
KOHTPOJISI UCTIOJTHEHHOTO TIOPYYCHHUSI 3aIlyCTUTCS TIepBasi U3 CIACAYIOMINUX OTepaIni,
a TPU OTMEHE MOPYYCHUS, 3aIyCTUTHCS BTOPAs M3 MOCICAYIONINX OIeparnuii (eciau
Takasi €CTh) U TakK Jlajee.

HamoMuuM, 4YTO JUIsi TOCTPOCHHS MapuipyTa TMPOXOXKIACHUS JOKYMEHTa
ucrnosyib3yercs kKHornka Co3aaTh nepexo... MaHeIu HHCTPYMEHTOB.

Jlnst mpuMepa pacCMOTPHUM KakK Ha MPAKTHKE PeaM3yeTcs BXOJ K TJIABHOMY
Oyxrantepy u3 cxembl Ha puc. 1. Iy 3Toro peructparop BoiAenseT nopyuenue 2(1) u
BBIOWpAET CTPENKYy BBIMAAArONIero MeHO KHomku Co3aaTh mepexofd... MaHelu
WHCTPYMEHTOB. B mosBuBIIeMcss MeHIO BbeiOMpaeT mnyHKT Ilepexom Ha HoBoe
corjiacoBaHme.

Jlanee peructpaTop 3aIoHICT, TAKKe KaK M B MPEIBIIYIINX CIydasx, MOJIs
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Ha3panune nopy4enusi u Ucnosnuresu Ha Bkiajgke Corsiacopanue.

Ha Bknaake Bxoabl M BBIXOAbI PETUCTPATOP OCTABISET IMEPEKIIOYATENN
yCcTaHOBJIEHHbIMU 10 ymonuaHuto (M). Oro ompepensercs teM, uyto [naBHBIN
Oyxrairep OyAeT COrIacoBbIBaTh JOKYMEHT TOJBKO IOCIIE COTJIACOBAHUS €r0 BCEMU
MPEABITYIIAMHA UCTTOTHATEISIMHA 2, 3 U 4.

Opnako, eciad Tpeanoiaraercd, YTo [IJIaBHBIA  OyXraiaTep  MOXET
COTJIACOBBIBaTh JIOKYMEHT TIOCJI€ €ro COTJIaCOBaHMSI XOTS Obl OJHUM W3
ucnonuutened 2, 3 win 4, TO HEOOXOANMO YCTAaHOBHUTH MEPEKITIOYATENh B MOJIE
KomOunauus Bxonos B nonoxenne UJIN.

Jns cozmanust mepexofa (CTPENKH) OT HCTHOJIHHUTENS 3 K HCIOIHUTENI0 S
(rmaBHBIM Oyxrairep) peructparop Bbiaenser 3anuch 3(1) u BbIOMpaer cTpenky
BbIMaJlatoliero MeHro kHomnkd Co3aaTh mnepexod... NaHelu HHCTPYMEHTOB. B
NOSIBUBIIEMCST MEHI0O OH BblOMpaeT NyHKT CorjiacoBaTb JAOKYMEHT, KOTOPBIN
COOTBETCTBYET NOPYUEHUIO, UCTIOTHAEMOMY IJIaBHBIM OyXTalTEPOM.

AHaoOTUYHBIM 00pa3oM CO37aeTcsl mepexo] (CTpenka) OT HCIoaHuTeNns 4 K
UCTIOJIHUTEITIO 5 (TJIaBHBIN OyXranTep).

B pe3ynbraTe mnociaenoBaTENbHOCTh BBIMOJHEHUS MOPYYEHUH CTaHOBUTCS
cnenyromei: 1, 2(1), 3(1), 4(1), 5(2,3,4). Ilocnenneiti TOYKOM MapuIpyTa
COTJIACOBaHUsl JOKYMEHTa, KOTOPYIO CO3JAaeT PErucTpaTop, SBJSETCS COTIacoOBaHUE
(yTBEp)KIEHHE) TOKYMEHTa MAHPEKTOpoM. JlJs 3TOro perucTparop BBLACTSET
nopydenue 5(2,3,4) u BbIOMpaeT KHOIKY BbIManaroniero Mo Co31aTh Mepexo...
naHelu HHCTPYMEHTOB. B nosBuBIIeMcs MeHIO BeIOMpaeT myHKT [lepexoa Ha HOBoe
corsiacoBanme. [lanee 3amonHsArOTCs o Ha BKiaake CorJiacoBanme. [lonoxenue
nepekouaTenell Ha BkiIaake Bxoabsl U BBIXOABI MOKHO OCTaBUTH 0€3 M3MEHEHUS,
TaK KaK JAHHBIN UCTIOTHUTENH (6) MMEeTCst BCEro OJIMH BXOJ (CM. cxemy Ha puc. 19).
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B PE3YIIbTATC MMOCICA0BATCIIBHOCTD HOpy‘IGHI/Iﬁ CTaHOBHUTCA CHG,HYIOIHGfIi
1,2(1), 3(1), 4(1). 5(2,3,4), 6(5).

° 13. BbinoJiHeHH e COTJIACOBAHMS IOKYMEHTA

B r1aBHOM OKHE cHCTeMbI B 11ojie T nosiBuiics 3Ha40K 3, yKa3bIBAIONIMiA Ha
TO, YTO JaHHBIM JOKyMEHT wu3 nanku I[lopyyeHuss SBIsI€TCS TOKYMEHTOM,
HaIlpaBJICHHBIM Ul COIVIACOBaHWA. B 1oiie, OTpa)karIleM COCTOSHUE JaHHOTO
COINIACOBAHNSA, HAXOIUTCS 3HAYOK L#, MHQOPMUPYIOMMIA O TOM, YTO COIJIACOBAHHE
UJeT.

[locne OTKpBITUS AOKYMEHTA B MAHEIN UHCTPYMEHTOB TaK)Ke MOSBUIIUCH JIBE
AKTHBHbBIC (JOCTYIHBIE Ui BBI30BA COOTBETCTBYIOIIMX KOMAHJI) KHONKH: 24
Ono6puthb 1 =! OTKIOHUTD.

[locne mpocMoOTpa JTOKyMEHTa MCIIOJIHUTENb MOXET BbIOpaTh OAHY M3 JBYX
BO3MOXHOCTEHN: OJOOPUTH JAOKYMEHT WM OTKJIOHUTh. OH 0A00OpseT NOKYMEHT U
Ha)XHMaeT Ha KHOMKY 24 Oqo0pHuTh Ha MaHEId MHCTPYMEHTOB. [10SIBIISETCS OKHO
(puc. 83), B KOTOPOM OH IHIIET CBOM KOMMEHTAapUu U HaxkumaeT Ha kHonKy OK.

B mnone cocrosHHMA [OKYMEHTa Yy MCHOJHHUTENS NOSBISETCS 3HAYOK
YKa3bIBAIOIINI HAa TO, YTO JOKyMEeHT omoOpeH. Ha Bxmanke Xoa ucmoTHeHUsi
HOSIBJISIETCS. COOTBETCTBYIOIIAS 3aIlMCh, OTPAXAroIlas KOMMEHTapuil, HalMCAHHBIN
IIPYU COIJIACOBAHMH.

Ecny ucnoJIHATENb MPU COTJIACOBAHMHU JIOKYMEHTA OTKJIOHSET €ro (Ha)KMET Ha
kHOTIKY =| OTKJOHHMTB), TO TAKXKe TOSBISETCA OKHO JI YKA3aHUS TNPHUHH
OTKJIOHEHHS.

KonTposiep nosiyyaetr YBeaomJieHue 0 3aBeplieHMH BCeX NMOPY4YEeHMI.
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JIOKyMEHT CHHUMaeTCs C KOHTpOJIA. [l 3TOro peructparop OTKPHIBAET OKHO
JIOKYMEHTa U BBIMIOJIHIET KOMaHAy (BbIOMpaeT MyHKT MeHI0) KoHTpoab= CHATH ¢
KOHTpoJisi. B okHe xomMmeHTapusi CHATH € KOHTPOJISI BeCh JOKYMEHT IHIIET

KOMMEHTapuil u HaxxumaeT KHonKy OK.

KOHTpOJIep MoJy4acT YBeaomiieHue 0 CHAATHH HOKYMEHTA € KOHTPOJIA.

Takum 06pa30M 3aKaHYMBAIOTCA BCC OIICpalvy IO COIJIaCOBAHHIO JOKYMCHTA.

3apaHue 17. Co3aaTb HECKO/IbKO COrMacoBaHWA O4HOrO YPOBHS.

KomMmenTapumn.
OTO W MOCHenyrollue 3aJaHusl BBIIOJHSIOTCS KOJUIEKTUBHO, 0€3 3TOoro
BBINIOJIHEHWE HeMbIcIuMo. CleyeT OTHOCUTbCS C TOHHMaHHUEM K
BBINIOJIHEHUIO TOPYYEHHN NPHUCYTCTBYIOIIMX HA 3aHSATUU U BBINOJHATH UX
100pOCOBECTHO, MOCKOJIBKY C OJIHOM CTOpOHBI, Bamu OynyT oTpabaThiBaThCs
HABBIKU MCIIOJIHEHUS! MOPYYEHHI, CO3IaHUsl U OTIPaBKH OTYETOB, C JIPYroi
CTOpPOHBI, U Bl HE 00oiineTech 0€3 MOMOUIM NPUCYTCTBYIOLIUX.
HacrosiTtenbHO  pekoMmeHayeTcss  coOMoAaTh  MpeajliaraeMblii  MOPSAIOK
HaIpaBJeHUs] MOPYUYEHUH, YTOObI HE CO3/1aBaTh MEPErPy3Ky OTIAECIbHBIX JIHUII.
Harpys3ka 1o BBIINOTHEHHIO TOPYUYEHHM B 3TOM cllydae OyJaeT NpuOIn3UTEIbHO
OJIMHAKOBOM JIJIS1 BCEX MPUCYTCTBYIOLIUX.
e Coznate HOBBIM NOKyMeHT. [IpucoenuHuTs K HeMy (Qaill co CBOMMHU
OLIEHKaMH 3a MOCJIETHIO ceccuto. HazHauuTh ceOsi KOHTPOJIEPOM.
e (Co3gaTh HE3aBUCMMOE COIJIacoBaHWE (MyTeM BbIOOpa B MEHIO)
"V1BepauTh olieHKH" y cocena(Kku) ciena.
e (Co3gaTh HE3aBHCUMOE corjacoBaHue (myreM BbiOopa kHomnku Co3aaTh
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HOBoe coryiacoBanue) "CornacoBath y oOuleHKH" s cocena(ku)
CTIpaBa.
e [losydnTh OTUETHI U CHATH COTJIACOBAHMSI C KOHTPOJISL.

Ynpasxcnenue 9. Cozoanue yenouex nopyuenuil.

3apaHue 18. Co3aaTb HECKONBKO NOCNEA0BaTENbHO BbINOAHAKLWMXCA NOPYHEHUMN.

Coznate HOBBIM JOoKymMeHT. [lpucoeauHuTh K Hemy (haid.
Ha3znauuth ce0s KOHTPOJIEPOM.

Co3math HE3aBUCHMOE TMOpPYYEHHWE ISl TEPBOrO  CIIpaBa
cocena(ku). B HeM mpeIoKUTh CBA3aTh C TEKYIIUM JTIOKYMEHTOM
CBOI CO3/IaHHBIN paHee TOKYMEHT C aHAJIOTHYHBIM (Dailsiom.
Coznmath mopy4yeHue, KOTOpO€ JOJDKHO OYIET BBITIOJIHITHCS
BTOPBIM, CTPOT'O 3a IEPBBIM, JUISl CIEIYIOLIEro cocena crpasa. B
HEM CHOBA MPEJIOKUTH TPUCOEAUHUTD JOKYMEHT C TOYHO TAaKUM
xe ¢aiiiom, yto U 'y Bac. Mcnonib30BaTh MyHKT MEHIO.

CozpaaTh TpeThe MOCcae0BaATEIbHOE MOPYUCHHUE (BBITTOTHSIONMIEECS
M0 OKOHYAHUWIO BBINOJHEHUSI BTOPOrO). AHAJIOTUYHOE ISt
TPEThEr0 cocena cmnpasa. Mcmoap30BaTh COOTBETCTBYIOIIYIO
KHOIIKY.

Co3zpaath emie 0JHO MOCJIEI0BATEIbHOE OPYYEHUE, aHATIOTUYHOE
JUJIsl YETBEPTOTO cocea cripaBa. Vcnosib30BaTh TaAKkKE KHOIIKY.
3aKOHYUTH PEAKTUPOBAHUE, OTIPABUTH HA UCTIOJHEHHE.
KonTposipoBaTh mpo1iecc BBITIOJHEHUSI, CBOEBPEMEHHO CHUMAs C
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KOHTPOJISI TOPYUYECHUSI.

e [lo oKOHYaHHMM BBIMOIHEHUS! BCEX MOPYUYECHUM CHSTH JOKYMEHT C
KOHTPOJISI.

3apaHue 19. Co3aathb LenoYKy CornacoBaHM AOKYMEHTA.

e Coznate HOBBIM JOKyMeHT. Ilpucoenunuts k Hemy aiin co
CBOMMHM OIIGHKaMH 3a TIOCJIEIHIoI ceccuio. Hasnauuth cebs
KOHTPOJIEPOM.

e (Co3gaTh HE3aBHCHMOE COTJIacoBaHUE (IIyTeM BbIOOpAa B MEHIO)
"V TBepauTh olieHKU" y cocena(ku) ciena.

e Co3maTh TMoOCJenyIollee corjiacoBaHue (UCHOJB3yS MEHIO)
"CornacoBath MOM OLIEHKU" y cocena(ku) crpasa.

e Co3gaTh TMoOcCjenyrollee coriacoBaHue (UCMOJIb3ys] KHOIIKY)
"CornacoBarb MOM OLEHKHU' y PUCYTCTBYIOLIETO CTYEHTA.

e [lomyunTh OTYETHI U CHATH COTJIACOBAHMSI C KOHTPOJISL.

. Ynpasicnenue 10. Hcnonvzoeanue oOouepnux npoueccoé 6 OGUICCHUU
00Kymenma.

KomMmenTapuii. B 5TOM ynpaXXHEHWH MOJEIHUPYIOTCS TUIIHYHBIE CHUTYallWH,
KOrja Iiepel] NPUHATHEM pEIIEHUS WM B NPOLIECCE BBINOIHEHUS MOPYYECHUS
PYKOBOJUWTENb OT/AENA WM TPYIIIBl PEIIAET NMPUHATH BO BHUMAHUE MHEHHE CBOMX
COTPYAHUKOB WJIM PA3JAEIUTh 3aJaHUE MEXKIY CBOUMHU COTPYTHUKAMH.
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3apaHue 20. Co3aaTb cornacoBaHme, cogeprkallee goYepHme CornacoBaHuA.

Coznath HOBBIN AoKyMeHT. [lpucoenuuHuTh K HeMy ¢ain co
CBOMMM OLICHKaMM 3a IIOCJIEAHION ceccuro. Hasnauute cocena
CJIEBA KOHTPOJIEPOM.

Co3nmate  coryacoBaHwe, B  KOTOPOM  Ha3HA4UTh  ceOs
VICTIOJIHUTEJIEM.

Co3path nOBa-TpU  JOYEPHUX  COIVIACOBAHUM, C  JIFOOBIMHU
YYaCTHUKAMU 3aHATHSI, B KOTOPBIX COrJIacoBaTh CBOM OILIEHKHU. B
IIEPBOM CJIy4a€ HCMOJIb30BAaTh MEHIO, BO OCTAJbHBIX CIIy4asxX —
COOTBETCTBYIOIIYIO KHOIIKY.

CHATP [JOKYMEHT C pPEIAKTUPOBAHHUS M MPOKOHTPOJIUPOBATH
BBIIIOJIHEHUE  JOYEPHUX  COIJIacOBaHUW.  BO3MOXHBI U
OTPULATEIIbHBIE COTJIACOBAHUSL.

CornacoBaTbh TOKYMEHT.

Y6enuThbest, 4TO JOKYMEHT CHAT KOHTPOJIEPOM C KOHTPOJIA.

3apgaHue 21. Co3gaTtb NopyvyeHue, cogeprallee noanopyyeHus.

Coznate HOBbIM JOKyMeHT. llpucoenuuHuTe Kk Hemy ¢aia co
CBOMMM OLICHKaMM 3a IOCIEAHIO ceccuro. Hasnauuth cocena
CJI€Ba KOHTPOJIEPOM.

Co3znaTh nmopydeHue, B KOTOPOM Ha3HAYUThH CeOs MCIIOJHUTENIEM.
3ajaya — BBISIBUTH JIYUYIIETO CTYJIEHTA U3 YETBEPKH, BKIKOYAIOIIEH
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Bac.

CHATH NOKYMEHT C pPENAKTUPOBAaHMS, IOJNYYNUTh 3aJaHUE WU
MPUCTYIHUTH K CO3AHHUIO IOAMIOPYUYEHU .

Co3nath MOANOPYYEHHUsI TPEM YYACTHUKAM 3aHSATHUS, B KOTOPBIX
NOPYYHUTh MpHUCHaTh CBOU (aiiabl ¢ oueHkamu. Mcmonb3oBaTh
MEHIO U COOTBETCTBYIOLIYIO KHOIIKY.

[lomyunTs pe3yapTaThl TPEX YYACTHUKOB rpymmbl. CHATH C
KOHTPOJISI BBIITIOJIHEHHBIE TIOIIOPYYECHUS.

B ciyuyae HEKaueCTBEHHOTO BBINIOJHEHUS 3aJJaHUsl BO3BPATUTh Ha
MOBTOPHOE UCIIOJIHEHUE.

[IpocMOTpeTh MOJy4YEHHBIE PE3YJbTAaThl CECCUH, BBISIBUTH
Jy4YUIero U3 Tpynmnel Mo 3TUM pe3yiabrataM. Co3aaTh OTYET IO
NOPYYECHHUIO.

Y6enutbes, 4TO TOKYMEHT CHAT C KOHTPOJISE KOHTPOJIEPOM.

3apaHue 22. Co3aaTb COrnacoBaHue, cogeprkaliee noanopyyeHums.

Co3pgate  HOBbIM  JOKymMeHT. HasHauuth cocema  cleBa
KOHTPOJIEPOM.

Co3math  corjacoBaHhe, B  KOTOPOM  Ha3Ha4uTh  cecOs
KOHTPOJIEpOM, a cocefa ciieBa - ucnoyinuteneM. [lopyuuts emy
NPUHATh WM OTBEPrHyTh Bamm pe3ynbTaTel B MOCIEAHEN
ceccun. OH JOJKEH MPEABAPUTENIBHO KaK-TO TMOJIYy4YHTh OT Bac
Bamwu pesysbrarsl.
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e BrinoaHute IMOAIIOPYUCHUC

Ynpasxcnenue 11. Coz0anue cnoxcHvix Mmapuipymoe npoxoxcoeHus 00Kymenma.

3apaHue 23. Co3aaTb CNOXKHOE NopyyYyeHue, COCToALLEE U3 HECKONbKMUX LieMNoYeK.

KomMmenTapumn.

[Ipennaraercs co3marb MapuipyT, MNPUBEACHHBI Ha puc.19, wucnonb3ys

IMPUCYTCTBYIOIIIUX Ha 3aHATHH BMCCTO HCIIOJb30BaAHHBIX B IIPUMCPC
JOJDKHOCTHBIX JIMII.

Tak kak 3aJaHMe HaANpaBJI€HO HAa OTPAaOOTKY HABBIKOB 33JaHUS BXOJOB U

BBIXOJIOB B MOPYYEHHE, TO HE CTOJb BaXXHO Kakhe 3TO OYyIyT MOpY4YEHUs,
HaIpuMep, OHU MOTYT OBbITh COIIACOBAHUSIMHU.

Pa3yMHO Ha3HAYUTH ceOs1 KOHTPOJIEPOM, YTOOBI HAOJIOIATh 32 IPOXOKIAECHUEM

JOKYMEHTOM MapuipyTa, CO3JaHHOr0 Bamu ke Kak perucTparopoMm.

Co3nate HOBBIM J0KyMeHT. [lpucoenunuth K HeMy ¢ain c
IpeIOKEHUEM KOJUIEKTMBHOIO IPOCMOTpa CBEXero Oyiokbacrtepa B
KUHOTeaTpe B  Onmwkailllyro ~ HEeJent,  MOCTYNHBIIErO  OT
OTCYTCTBYIOLIETO Ha 3aHATHM npusTens. Haznauuts cedst KOHTpoJepoM.
Cozpaiite MapmpyT JBWXKEHUS JOKyMEHTa Uil  COIJIACOBAaHMS.
Ncnonb3yiite cedst kak 4-r0 UCTIOTHUTEIIS.

CoxpaHuTe JOKYMEHT U TEM CaAMBIM OTIPABBTE €r0 MO MAPLIPYTY.
KonTposmmpyiite 1mpouecc NPOXOKICHUS JOKYMEHTA, CHHMAs C
KOHTPOJIS BBIITOJIHEHHBIE COTJIACOBAHMS, a 3aTEM U BECh JOKYMEHT.
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3apaHue 24. Co3aaTb CNOXKHbIA MapLLPYT ABUKEHUA LOKYMEHTA.

Puc. 21. CnoxxHbIi MapuIpyT ABUKEHHS TOKYMEHTA.

e Co3gaTh n10KyMeHT. HazHauuTh ce0si KOHTPOJIEPOM.

e B KOHTpOJIbHOM KApTOYKE CO3[aTh MPEACTABICHHBIN CXEMAaTUYHO
MapuIpyT JBW)XEHHUS JTOKYMEHTa, 3aMEHsis MPOHYMEPOBAHHBIX
UCIIOJIHUTENEN 3aperuCcTpUPOBAHHBIMU MOJIb30BATEIISIMU
Cucremsl.

e (CoXpaHUTh JOKYMEHT.

e [losyuuB u3BelICHUE O HAYAJI€ UCTIOJHEHHS JOKYMEHTA CHSTh €ro
C KOHTPOJIS.

3apaHue 25. OT4eT No BbINONHEHHbIM 334aHUAM.
KommenTapuii. 3agaHue BBITIOJHACTCS MO OKOHYAHWHU BBIMIOJHEHUS BCEX
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IpEeABIIYITUX 3aJaHUM.

e Haiitu Bce coznannbeie Bamu B 1miporiecce BBINOJHEHUS 3a1aHui 2-
25 NOKYMEHTHI.

e Co3marb HOBBIM JNOKYMEHT OT4Yer, C KOTOPBIM CBS3aThb 3TH
JIOKYMEHTHI.

e [IpencraBurs otuer lIpenogaBarento, Hampumep, MepeciaB emMy
3TOT IOKYMEHT.

Ilpunoscenue 1
Hekany dakynprera [IMMHO
1O./1. KopoOkoBy
oT

.................................

3asiBJIeHME

[Ipomy momycTuTh MEHS K 3aHSITHSIM B KOMIBIOTEPHBIM Kilacc i pabOTHI ¢

cuctemoir EOPAT-JlokyMeHTOOO0pOT.
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Hekany dakynaprera [IMMHO
10 /1. KopoOkoBy
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Oo0bsacHUTEILHAA

A, cryaent rpynnsl JuJIOY-306 MBanoB WM.M., mpomycTwsl 3aHSITHUS 1O
mucuuminae KUT B JIOY, Tak kak 00Bbecs MUPOXKKOB (C KAIyCTOM U MOBUIJIOM) U
HE CMOI BCTaThb ¢ aAuBaHa. [lpomry meHs npoctuth. Bropeas, moka ydych Ha
(dakynabTETE, MUPOKKOB ECTh HE OYY.

O S 200... 1.

JlabopaTopHasi padoTa — Mmoay.Jb «/lu3aiiHep MapuIpyToB)

Hcnonw3ys cCHpaBouHBI MaTepuan Moayis «Jlu3aitHep MapuipyToB»
BBINIOJIHUTE CJIEAYIOIINE 3a1aHHUS.

L CoriacoBaHue 3asiBJeHHs HA OTIIYCK

[Ipumep mapiipyTa pacCMOTPEHHS 3asiBICHHUS Ha OTIYCK OTOOPa)KeH Ha puC.

[Topsimok BBITIOJIHEHUS ATANIOB 00pa0OTKM JOKYMEHTA TI0 JaHHOMY MapuipyTy
N (13%0)1117078
1) tTak kak y corymacoBanuii «HagampHuk mnoapasmeneHus» u «OTmen
KaJApOB» HET IMPEALIECCTBYIOIIMNX 3JIEMEHTOB, TO BBINOJHEHUE MapLIpyTa
HAYHETCs ¢ HUX. TakuM 00pa3oM, OJJTHOBPEMEHHO HAYHYT BBITIOJHSITHCS




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

2)

3)

4)

o0a OTUX COTJIACOBaHMs, TO €CTh 3asABICHHE Ha OTIYCK OyaeT
paccMaTpuBaThCS HAYaIbHUKOM IMOJPA3CIICHUs W OTACIOM KaJpoB
napasuieIbHO;

Tak Kak y corjacoBanuil «HawanpHuk mnompaznenenusi» u «Otaen
KaJIpOB» JIOTHUECKOE YCIIOBHE BBIXOAa «BBIMONMHITE TIepBoey» (Tabimia
1), To mepexoapl OT ATHX COTVIACOBAHWHA K COTJIACOBaHUIO «JlupexTop»
BBITIOJIHATCS B Ciydae oOJ00peHUs JAOKYMEHTa KaXIbIM W3 HHX
COOTBETCTBeHHO. Tak Kak y corimacoBanus «Jlupexrop» mormyeckoe
ycioBue Bxoga «HauwHaTte BMecCTe», TO OHO HAYHET BBITOTHATHCS
(3asiBIEHHME OyleT pacCMOTPEHO IUPEKTOPOM MPEANPUATHSA) TOJBKO
TOraa, Korjga OyAeT MOJy4eHO OJI00peHHe OT O0OWX MCIOJIHUTENCH
OpEenbIAyIMX CcorjacoBaHWii. B mpoTHBHOM ciydae MapuipyT
pepBeTcs;

TaK KaK y corjacoBaHusi «J{MpEeKTop» JIOTHYECKOE YCIOBHE BBIXOJIA
«BBIMONHATE TIEPBOE», TO MEPEXOa OT Hero K mnopydeHuto «Otmen
KaJIpOBY» BBIMOJHUTCS TOJILKO B CiIy4ae OJ00peHHs JOKyMeHTa. Takum
o0pa3zoM, eciau AUPEKTOp OAOOPHUT 3asBJICHHE, HAYHET BBITIOJIHSITHCS
nopyuenue «Otaen kaapoB» (odopmieHue otrmycka). B mpoTuBHOM
Clydae MapIipyT MPEpBETCS;

1ocJIe TOTro Kak mopydeHue «OTmen KaapoB» OyneT 3aBepIIeHO (CHATO C
KOHTPOJISI), HAYHET BBIMTONHATHCSA MopydeHue «byxranrepus» (pacder
OTIYCKHBIX BBITLIAT). [Tocie 3aBepIieHusT ’TOTr0 MOPYyYCHHSI 3aBEPITUTCS
BECh MapIIpyT.




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA
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Puc. 1. Ilpumep mMapmipyTa pacCMOTPEHUS 3asBICHUS Ha OTITYCK

Jlornueckue yciaoBUs BXOJIOB U BBIXOJIOB, YKa3aHHbIC JJISl Y3JIOBBIX JIEMEHTOB
MmapipyTa «CoriacoBaHue 3asBJICHUS Ha OTIYCK» MPEACTaBICHbI B Tabnuie 1.

TabGmuma 1.
Jlormueckoe ycioBue Jlormueckoe ycioBue
Tun 1 Ha3BaHUE Y3JI0BOTO JIEMEHTA
BXOJa BBIXOJIA

CornacoBanue «HavanpHUK

- BrImonHATE IepBoe

M0JIpa3AeICHUS

CornacoBanne «OTaeN KagpoBy - BrImonHATE nepBoe
CornacoBanue «J{upexTop» Hauunats Bmecre BrinonHsaTh epBoe
ITopyuenne «Ot1nen KaapoBy» - BBIIOHATE BCE

ITopyuenue «byxranrepus» - -

. CornacoBanue 10roBopoB

[Tpumep mapirpyTa coriacoBaHus JOTOBOPOB OTOOPaKEH Ha PUC. 2.
[TopsiTOK BBIMTOTHEHUS 3TAOB 00pa0OTKH JOKYMEHTA TI0 JAHHOMY MapIIpyTy:
1) Tak Kak y coriacoBanus «HKOpucTy» HET MpeameCTBYIOMUX JIEMEHTOB,




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

2)

3)

4)

TO BBIMOJHEHUE MaplipyTa HauHeTcss ¢ Hero (OyaeT mnpoBeaeHa
IOpUIMYEcKas TPOBepKa JI0roBopa);

Tak Kak y corjacoBaHusi «lOpucty» Iormdeckoe ycloBHUE BBIXOJA
«BpinonHATe nepBoe» (Tabnuiia 2), TO B ciaydae oJ00peHus J0roBopa
IOPUCTOM BBITIOJHUTCS TEepexo] K BeTBiIeHuIo «IIpoBepka» u HauHETCS
paccMOTpeHUe YcClIoBUM BeTBieHUs (OyAeT OmpeAesieHo, KTO OyaeT
COTJIACOBBIBATh JIOTOBOP). B ciyyae oTKIIOHEHHS TOTOBOPa BBITIOTHUTCS
nepexo kK nopydeHuto «Cnucanue B apXuB» (IOKYMEHT OyJET CIKCaH)
Y TIOCTIE 3aBEPIICHHUS TOPyUEHUs (CHATHS C KOHTPOJIS) 3aBEPIIUTCS BECh
MapuipyT,

HampuMep, B cBocTBax BeTBieHUs «IIpoBepka» ykazaHO clemyromiee
yCIIOBHE TNEepexoa OT HEro K COTJIaCOBAHUIO «J{MpEeKTOpy»: KOHTpoJep
JOKYMEHTa — IM0Jb30BaTEeNb, UCHONHAOIMMI poib «Jlupexktop». A
yCIIOBHE TMIEpexojla K COrJacOBaHUIO «3aMECTUTENIO»: KOHTPOJIEP
JOKyMEHTa — TI0JIb30BaTeNIb, WCIIOIHSIONUNA POJIb «3aMECTUTEIb
nupekTopa». Tak kak y BeTBieHus: «lIpoBepka» joruyeckoe yclioBue
BbIXOJla «BBITIONHATE TIEpBOE», TO B 3aBUCUMOCTH OT TOTO, KTO
Ha3HAYeH  KOHTPOJEPOM  JIOKYMEHTa, HAYHETCS  BBINIOJHEHHUE
cornacoBanusi  «Jlupektopy» (moroBop OyIeT  COTJIACOBBIBATHCSA
JUPEKTOPOM) WJIM COTrJacoBaHUsl «3aMeCTUTENO» (IOoroBop Oyner
COTJIACOBBIBATHCS 3aMECTHTEIIEM IUPEKTOPA);

TaKk KaKk HM Yy coriacoBaHusi «JlupekTopy», W y corjiacoBaHUs
«3aMECTHUTEIIO» IOTUYECKOE YCIIOBUE BhIX01a « BBIMONHATE IEpBOE», TO
NIEpexo/] OT OJTHOTO M3 3TUX COTJIACOBAHUH K MOpydeHHI0 « MeHemKepy»
BBIMOJIHUTCS TOJIBKO B TOM CJIy4yae, €CJIU JIOrOBOP MOJIYYUT 0J100peHUe




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

5)

6)

TUpeKTopa JHOO0 €ro 3aMeCcTUTENs COOTBETCTBEHHO. B mpoTuBHOM
cily4ae MapuipyT MpepBeTCs;

TaKk Kak y mnopydeHus «MeHemkepy» JIOTHYECKOE YCIOBUE BXOJa
«Hauunath cpa3y», TO BBINOJHEHHE TMOpydeHUs «MeHemkepy»
(oopmiieHre A0roBOpa) HAYHETCS IMOCIE TOro, Kak OyJeT BBIMOJHEH
nepexo; OT OJHOr0 M3 MPEIUIECTBYIOIIMX COTJacOoBaHUM (MCXOns U3
JOTHYECKHX YCIOBUM BXOJOB W BBIXOJOB, KOTOPBIC YKa3aHBI s
MPEIIIECTBYIONUX dSJEMEHTOB, JAPYroil Mepexoi HE BBIMOJHUTCS
HHUKOT/Q);

1ocyie 3aBeplieHusi nopydeHus «MeHemxepy» (CHATHUS C KOHTPOJIA)
3aBEpPUINTCS BECh MapIIPYT.

iiiiiiiiiii@

Puc. 2. IIpumep MapipyTa cornacoBaHus JOTOBOPOB

Jloruueckue YCJIIOBUA BXOZI0OB Y BbIXOJJ0B, YKA3dHHBIC JIJIA Y3JIOBBIX 3JICMCHTOB




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

MapaipyTa «CornacoBaHue AOTOBOPOB» IIPCACTABJICHEI B Ta6HI/IHe 2.

Tabmuna 2.
THIl 1 HA3BAHKE Y3TOBOTO SIEMEHTa Jloruueckoe ycinoBue Jloruueckoe ycinoBue
BXOJa BBIX0JIa

CornacoBanue «HOpucty» - BrInonHATE nepBoe
ITopyuenue «Cniucanue B apXuBy» - -

Betsienue «IIpoBepka» - BrInosIHATE IEpBOE
CornacoBanue «Jlupextopy» - BrinonHsaTe nepBoe
CornacoBaHue «3aMeCTHTENIO» - BrInonHATE nepBoe
ITopyuenue «MeHeKEPY» Hauunats cpasy -

CoBMecTHAsI MmoAroToBKa J0KyMEHTa

[Ipumep MapuipyTa COBMECTHOM MOJATOTOBKH JOKYMEHTa OTOOpPa)KE€H Ha puC.

[Topsimok BBIMOTHEHUS 3TANOB 0OPA0OTKU JOKYMEHTA MO JAHHOMY MapuIpyTy:

1)

2)

3)

TaK Kak y mnopyuyeHusi «BBeneHue» HET MNpEeAIIECTBYIOIIMX Y3JIOBBIX
3JIEMEHTOB, TO BBIIOJHEHUE MApIIPyTa HAYHETCA C HETO;

TaK Kak y MopydeHHs «BBeneHue» JOrMYECKOE YCIOBUE BBIXOJA
«BpImonHAT Bce» (Tabnwuia 3), TO MOCIe ero yCHenrHoro 3aBepiieHus
(CHATHA C KOHTpOJIA) WJIM OTMEHbl HayHeTCs MapajljiesIbHOe
BbINIOJIHEHHE TmopyyeHud «Yacte 1» u  «YHacte 2», a Takxke
NapaJyIeIbHOE  BBINOJHEHUWE  OTCpoukd  «OTcpouka»  (OTCpoyka
MO3BOJIUT HA4yaTh BBHINOJHEHUWE MOPYYEHHUsS «3aKIIOUEeHHUE» HE paHee,
YeM UCTEUET BpEeMsI OTCPOUKH);

Tak Kak y nopydeHuii «YHacts 1» m «Yacte 2» Jorudeckoe yciaoBue
BbIX0Ja «BBIMONHATE BCce», TO Mepexo] OT KaXxAOro M3 HUX K




CTpyKTypHBIH
DIIEMEHT

KOMIICTCHIINU

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

NOPYYECHUIO «3aKJIIOYECHHUE» BBINOJHUTCSA, KOIZAa COOTBETCTBYIOIIEE
nopyuyeHue OyneT CHSATO C KOHTPOJS WIM OTMEHEHo. Tak Kak y
NOPYYEHMS «3aKIIOYEHUe» JIOorndeckoe yciaoBue Bxona «HaumnaTth
BMECTE», TO OHO HAYHET BBINIOJIHATHCS TOJIBKO TOT1a, KOTa 3aBEpLIaTCs
nopyueHust «Hactb 1» u «Hactp 2» (OyayT CHSTBI C KOHTPOJS WIH
OTMEHEHBI), a TAKXKE UCTEUET BPEMSI OTCPOUKH;

4) mocne 3aBepUICHHS MOPYUCHUS «3aKITFOUeHUey (CHATHE C KOHTPOJIS HITN
OTMEHA), 3aBEPIIUTCS BECh MapIIPYT.

Jak.niomyeEHHE

Puc. 3. IIpumep MapiipyTa NOATOTOBKU JOKYMEHTA

Jlornueckue YCIIOBUA BXOJA0B W BbIXOJJ0B, YKA3aHHBIC JJIA Y3JIOBBIX 3JICMCHTOB
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DIIEMEHT
KOMIIETEHINH

[TnaHupyemble pe3ysibTaThl
oOyueHus

OneHouHble CpeCTBA

MapaipyTa «CoBMecTHas IMOATrOTOBKA NOKYMCHTa» IPCACTABJICHLI B Ta6J'II/IH€ 3.

Tabmnuna 3.
THIl 1 HA3BAHKE Y3TOBOTO SIEMEHTa Jloruueckoe ycinoBue Jloruueckoe ycinoBue
BX0J1a BBIXOJa

Ilopyuenue «BBengeHue» - BrinonHsATh Bce
ITopyuenne «Hactp 1» - BrinonHsATh Bce
ITopyuenne «Hactp 2» - BrinonHsATh Bce
Otcpouka «OTcpoyKa Hauunate BMecTe -

ITopyuenune «3akitoueHUE Haunnate BMecTe -

Otuer npeaocraBuTb B BHAC€ NOKYMEHTa Word co BcTaBJIeHHBIMH

CKPHHILIOTAMH paGoyero mpouecca.




0) Ilopsinok mnpoBeneHUs] MPOMEKYTOYHOH aTTeCTAllMH, MOKA3aTeJH W KPHTEPHH
OlleHUBAHMS:

[TpomerxyTouHas arTecTalus MPOBOAUTCS B popMe 3a4éTa.

[Ipu moaroToBke K 3adeTry oco0oe BHHMMAaHHUE CIEAyeT OOpaTHTh Ha ClEIyoIlne
MOMEHTBI:

1. Perynspuoe mnpoureHue (He MeHbIIE TPEX pa3) U OCMBICIEHHE TEOPETHUECKOTO
MaTepuania;

2. BreinonHeHHe NpaKTUYECKUX 3aJaHUi C OMOPON HAa TEOPETUUYECKUH KOMMEHTApUU U
00pas3iibl;

3. TlocrosiHHY!0O M A00OpOCOBECTHYIO pabOTy Ha MPAKTHUUECKUX 3aHATUAX, a TaKKe
CaMOCTOSITENIbHYIO padoTy.

Kputepun oueHku (B COOTBETCTBHM € (OPMUPYEMBIMH KOMIIETCHIMSIMH U
IUTAHUPYEMBIMH PE3yJIbTaTaMH O0yUeHHUsI ):

— HAa OLEHKY «OTJIMYHO» — CTYJCHT JIOJKEH MOKa3aTh BHICOKUI YPOBEHb 3HAHUI HE
TOJBKO HA YPOBHE BOCIPOM3BEICHHS M OOBSICHEHUS HWH(GOpMAIMH, HO U
UHTEIJICKTYyadbHbIE HABBIKA pEIIeHUs MpodlieM U 3a]ad, HaXOXKJIACHUS
YHUKAJBHBIX OTBETOB K TMpoOiieMaM, OIICHKH W BBIHECEHHS KPUTUYECKHUX
CYXKJICHUH;

— HAa OLICHKY «XOPOII0» — CTYACHT JIOJKEH [T0Ka3aTh 3HAHUS HE TOJIbKO HAa YPOBHE
BOCIIPOM3BEJICHHUS U 00BSCHEHNU HH(OPMAIMH, HO M MHTEIUICKTYaJIbHbIC HABBIKH
pelieHus mpodieM U 3aja4u, HaX0XKIEHUSI YHUKAIBbHBIX OTBETOB K IIpodiieMam;

— Ha OLEHKY «YAOBJIETBOPHUTEJbHO» — CTYACHT JOJDKEH I0Ka3aTb 3HAaHUSA HaA
YPOBHE BOCHPOM3BEACHUS W OOBSCHEHUS WHGPOpPMAINU, WHTEIUICKTyaJbHbIE
HABBIKU PELICHHS MPOCTHIX 3a/1aY;

— Ha OLEHKY «HeYyJAOBJIETBOPUTEJIbHO» — CTY/IEHT HE MOXET [10Ka3aTh 3HAHMS Ha
YpOBHE BOCIPOU3BEACHUSI U OOBSCHEHUS HHPOpMAIMH, HE MOXET I0Ka3aTb
MHTEIJIEKTYaTbHbIe HABBIKM PEIISHUS MPOCTHIX 3a/1ad.



