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MounOdounc

Bce ynoMsHyTble B 3TOM [JOKyMeHTe Ha3BaHUS IIPOJYKTOB, JIOTOTHIIBI, TOPrOBble MapKu U
TOBapHbIe 3HaKW [IPUHAJJIeXXaT UX Bila/ielIblaM.

Toapuble 3Haku «MoitOduc» u «MyOffice» nmpunamiexxar OOO «HOBBIE OBJIAYHBIE
TEXHOJIOT'MH».

Hu npy xakux oOCTOSTeNbCTBAaX Helb3sl MCTOJIKOBBIBATH JIIOOOe CO/lep)XXKMMOe HacTOSIIIero
JIOKyMeHTa Kak IIpsSIMOe WM KOCBEHHOe IIpe/loCTaB/IeHHe JIMIIeH3WM WM IIpaBa Ha UCIIOJIb30BaHHe
TOBapHBIX 3HAKOB, JIOTOTUIIOB MJIM 3HAKOB O0CITy)KMBaHUS!, IPUBEIeHHBIX B HEM.

JIroboe HeCAaHKIIMOHMPOBAaHHOE MWCIIOIb30BAHME O3THUX TOBAPHBIX 3HAKOB, JIOTOTWUIIOB WIIU

3HAKOB O6CJIY)KI/IB8HI/I$I 0e3 TMCbMEeHHOI'0 pa3penieHus ux HpaBOO6J'IaI[aTEJI$I CTPOr'0 3allpenieHo.
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IEPEYEHb COKPAIIIEHMH 1 OBO3HAYEHUM

B HacTosiieM pyKOBOJCTBE TIOJIb30BaTeNiss MPUMEHSIOT CJIeAYIollhe COKpAIleHus U
o603HaueHus:
OC— omnepanoHHasi cucremMa
[TO— nporpammMHoe obecrieueHue

Y3 — yueTHas 3anuch
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1 OBIIIME CBEJEHHSA

1.1 Hazunauenue

«MoitOduc IlpodeccroHanbHBIN» — MPOAYKT [IJIi OpraHU3aIuK 0e30MacHOT0 XpaHEeHUs
daiiyioB, COBMeCTHOM PpabOThl C JIOKYMEHTaMH, BeleHUs MepelnucKd 10 3JIeKTPOHHOW IouTe U
IUIAHUPOBaHUS pabodyero BpeMeHW B IOCYJapCTBEHHBIX OPraHU3alMsSX U KPYHHBIX KOMMepYeCKHX
MIPeITPUSITUSIX.

B cocraB npojiykTa BXOAUT:

— CucreMa xpaHeHUsl [aHHBIX [ 0e30MaCHOrO0 XpaHeHWs] KOPIIOPAaTUBHBIX GalIoB U
obecrieueHrsT BO3MOXXHOCTEM aBTOpU3allMH, ayTeHTUUKAIIMM W pa3rpaHU4YeHus IIpaB
JOCTyIa [I0JIb30BaTesel;

— CucreMa peJJakTUPOBAaHUSI ¥ COBMECTHOW pabOThI Il UHAUBUAYAJIBHOIO U COBMECTHOTO
peaKTHPOBAHUs TeKCTOBBIX JIOKYMEHTOB, 3JIeKTPOHHBIX TabJIUIL U MTpe3eHTallui;

— [louToBasi cucrema st obecriedyeHuss pabOThI C MOYTOBBIMU CEpBUCAMH, KaJeHAapsMH,
JIMYHOM U TJI00aJIbHOM aJIpeCHBIMM KHWTAaMH, a TakXke HHCTPyMeHTaMH YIIpaBJleHHs
3ajlayamy;

— AIIMUHUCTpaTUBHAsl TaHeJlb CHUCTeMbl XPAaHeHWUs! MJisl YIIpaBJieHUs I10JIb30BaTeJIsIMH,
rpyIIaMy, OOIIMMHU allKaMu, JOMeHaMU U TeHaHTaMHU.

B cocraB mpoaykTa BXOAST ClleAyloIve TPUJIOXKeHUs JjIsi paboThl Ha KOMIIbIOTepax C
omnepanMoHHbIMUA cucTeMamMu Linux, Windows u macOS, B Be6-Opay3zepax U Ha MOOWIBHBIX
YCTPOMUCTBAxX C ollepallMOHHBIMU cucTteMamu Android, i0S u iPadOS:

— «MoiOduc JlokymMeHTb» — BeO-TIpUIOXKeHHe [JIsi OpraHM3allud CTPYKTYPHUPOBAHHOTO
XpaHeHUs (aWJIOB, BBINIOJIHEHUS Olepanud C ¢ailaMd W TalkaMW, HACTPOWKHU
COBMECTHOTO JIOCTYIIa;

— «MouOdwuc TekcT» — pefakTop yisi OBICTPOTO U yI0OHOTO CO3/IaHUs ¥ GOPMATUPOBAHUS
TEeKCTOBBIX JJOKYMEHTOB JIF000U CJI0KHOCTY;

— «MouOduc Tabmura» — pemakTop IS CO3[aHUSI O3JIeKTPOHHBIX TAOMI], BeJeHUs
pacyeToB, aHa/IKM3a IJaHHbIX ¥ GOPMUPOBAHHS CBOIHBIX OTUETOB;

— «MouOdwuc IlpeseHTanusi» — MNPUIOKeHHe ISl MPOCMOTPA, CO3/IaHUs, 0DOPMIIEHUS U
JIeMOHCTpAIUU [IPe3eHTalul;

— «MoiOduc [louray — npusiokeHrWe U HACTOJIbHBIM IIOYTOBBIM KIMEHT AJis paboThl C
3JIeKTPOHHBIMHU COODIIIEHUSIMH, KaJleH1apsIMH, 3a/la4aMU U aflpeCHbIMU KHUTAMU;

— «MouOdwuc JlokyMeHTbI» I MOOMJIBHBIX TUIAaTGOpPM — MPUIIOKEeHHe ISl TPOCMOTpa U

pPellakTUPOBaHUSI TEKCTOBBIX JIOKYMEHTOB, JJIeKTPOHHBIX TaOJMII U  IIpe3eHTalui,
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npocmoTtpa PDF ¢aitnios, a Takke f0oCTyma K 06Ja4HBIM XpaHUJIMINAM Ha CMapTdoHax U
IJIaHIIIeTaxX;

— «PemakTop mpe3eHTanMi» — pelakTOp Ha OCHOBe KOMIIOHEHTOB C OTKPBITBIM HCXOJIHBIM
KOZIOM 111l OBICTPOrO U yJI0OHOTO co3/1aHus U 0pOpMIIeHHs ITpe3eHTaIui.

— «MoutOduc Ilodyray — BeO-ipuIokeHWe Uil OBICTPOM U yAOOHOM paboThl C
3JIeKTPOHHBIMH COODIIIeHUSIMH, KaJleH1apsIMH, 3a/la4aMU U aZipeCHbIMU KHUTAMU;

— «MouOduc Iloura» mnas IIK — HaACTONBHBIA TIOYTOBBIA KJIMEHT yis PabOTHI C
3JIeKTPOHHBIMHU COODIIIeHUSIMH, KaJleH1apsIMH, 3a/la4aMU U aflpeCHbIMU KHUTAMU;

— «MoutOduc Iloura» mis MOOWIBHBIX TUIATGOPM — TIPUJIOXKEHUs i PaboThl C
KOPITOPAaTUBHOM 1MOYTOBOM crctemMont MonOduc Ha cMapTdoHax U TUIaHIIIeTax.

[TogpobHOe omumcaHrWe BO3MOXHOCTEM TIPOJyKTa IpuBefieHO B JokyMeHTe «MoitOduc

HpO(l)ECCHOH&JIbeIIZ. CDYHKI_II/IOHELTIBHBIE BO3MO>XXHOCTH».

1.2 YcnoBus 3kcIuryaTanuu

1.2.1 Ilognep:xuBaeMble sI3bIKH HHTepdelica

— Pycckuig;

— AHrnmmrckmi;
— Hcnanckui;

— TaTtapckui;

— bamkupckuii;
— ®paHIy3CKUH;
— [lopryranbckuii;
— besnopycckuii;
— Kazaxckuii;

— Hemenkwii;

— HUranbaHckui;
— ApMSHCKUH;

— Kuprusckuii.

1.2.2 IlopnepxxuBaemsblie Beb-0pay3epsbl

[Tlepeuens mnopmepxvBaeMblx BeO-Opay3epoB IIpHMBelleH B COOTBETCTBYIOILIEM BalleMy
IIPOAYKTY NOKyMeHTe «CucreMHble TpeboBaHusy. s pabotsl [10 MoitOduc Heobxoaum A0CTyM K

JIOKaJIbHOMY XPaHWINIIY BeO-Opay3epa.
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OrpanuueHys HEKOTOpBIX Beb-6pay3epoB:
1. Microsoft Edge:

— IpyIIOBBIE Ollepallii MOXHO ITPOM3BOJIUTD TOJIBKO Yepe3 yHKThI MeHIO;
— He IOJIJIep>KMBAeTCs BblJleleHre TeKCTa B JIOKyMeHTaX, OTKPBITBIX Ha IIPeJIIIPOCMOTP;
— He MOJIJIep>KMBaeTCs edaTh 300pakeH CO CTPaHMITbI IIPeIIIPOCMOTpa.

2. Google Chrome (macOS):

— He IIoJ1ep>KruBaeTCA KOIIMPOBAHME I1epeMellleHreM.

1.2.3 CucremHbIe TpeOGOBaHHS

[Tepeuenr TpeOoOBaHMI K IPOrpaMMHOMY M allapaTHOMy obecClledeHHWIO IIpHUBelleH

nokymeHTe «ChcTeMHble TpeOOBaHUS.
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2IIOAI'OTOBKA K PABOTE

[Tonb3oBarenu nmosy4aroT AocTyn K npuioxkenusM 110 MoitOduc ¢ momorsio BeO-6paysepa.

Hns 3amycka [10 MoitOduc ¢ mnomomibio BeO-uHTepdeiica BBIIOJIHUATE CleAyIollye
IleiCTBU:

1. Otkpoiite Be6-6pay3ep Ipy aKTUBHOM CETEBOM TOJIKITIOUEHUH.

2. B anpecnyio crpoky BeO-Opay3epa BBeauTe aapec Buaa «https://mydomain.ru/» u

nepeiauTe Ha crpanuny apropusanuu [10 MoiOduc.

I1O MoiO¢uc cuuTtaeTcs pabOTOCTIOCOOHBIM, eCJIM B pe3yJibTaTe JIeWCTBUM TOJIb30BaTes,
OIMCaHHBIX BbIllle, HA 3KpaHe MOHWTOpa oTobpa3wiack crpaHuna asropudanuu 110 MonOduc 6e3

coobreHu#t o cboe B pabote.
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3 OBJIAYHOE XPAHWJIUIIE MOMO®PUC

3.1 UnTepdeiic mpoaykTa

[Tocse 3amycka cucTeMbl Ha 3KpaHe OTKpoeTcs: crapToBasi crpanuiia 110 MouOdwuc, koTopas
COJIepXKUT:

— TOJIs Ji71s1 BBOJIA JIOTMHA U [TApOJIs;

— TUIePCChUIKY 3a0bLTH HapoJib?;

— kHOTIKYy BoiiTn;

— kHoniky Bxop uepes ECUA;
Knomnka mno3sBomnsier aBTopu3oBaThCs B [10 MoiOduc c momoripio y4eTHBIX JaHHBIX [loprana

rocyjlapcTBeHHbIX ycayr. Ortobpaxkaercs, eciu HacrtpoeHa uHTerpanus [10 MoitOduc ¢ Enunon

cucreMon upeHTUGUKaIMy 1 ayreHTUGUKauu (ECHUA).
— TUIEPCCHUIKY 3aperucTpupoBaThCs;
— runiepccbuiky IlomuTHKa KOHPUIEHINAIbHOCTH;
— TUMEPCChUIKY Y CJIOBUS HCII0Ib30BAHUSI;
— runepccbuiky O mporpamme;

— KHOIIKY BBIOOPA s13bIKa UHTepderica;
— KHOIIKY @ Cnpaska.

[Tpu Haxkatv Ha KHONKY CrHpaBKa OTKpbIBAaeTCS OKHO C KOHTAKTHBIMU JAHHBIMH CIIY>KObI
TeXHUYeCKOHM MOJIJIepXXKU U runiepccblikon « Harrcats B cmy>x0y noanepsxku» (0TobpakaeTcsi, eciu

IIOJKJIFOYeHa ITO4YTOBasda CI/ICTEMa).

Ha craproBoii cTpanuile 10 yMOJYaHUIO YyCTAHABIMBaeTCs S3bIK UHTepdelica,
COOTBETCTBYIOIINH 3bIKOBBIM HACTpOXKaM Opay3epa I10JIb30BaTesIsl.

YToObl M3MEHUTH SI3bIK, HAXXKMUTe HA BbINAJAIOIIMNA CIIHUCOK B IIPaBOM BepxXHeM VIIy
CTPAHUIIbI U BHIOEPUTE HYKHBIM.

L[JISI BXO/ld B CUCTeMYy ABTOPM3YMTECH C IIOMOIIBIO JIOTHHA U IapoJid.
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ITocne YCHBMHOﬁ dBTOPU3dlIMH B CHCTeMe OTKPbLIBAETCA I'JlaBHAS HABHUI'dlIMOHHAA CTPAaHUIIA

[1O MoiOduc (cM. Pucynok 1), koTopasi coJiepXXUT ciielytolye 3JIeMeHThl:

Pycckuit — Russian ~ (2 @

MonOdouc

[OKyMeHTbI KoHTaKTbI Kanenpapb

Pucynok 1 — I'nmaBHas HaBuramnuonHas ctpanuiia [10 MoitOduc

— OJIOK SIpJIBIKOB [IJIs1 Ilepexoia K MPUJIOXKeHUSIM U IPODUITIO 110Ib30BaTelis;
— runepccbuiky IlomuTHKa KOHPHACHITHAIBHOCTH;

— TUIEepPCChUIKY Y CI0BUSA HCIIOJIL30BaHUS;

— runepccbuiky O mporpamme;

— KHOIIKY BbIOOpA si3blka UHTEpderica;
— KHOIIKY @ CrpaBka;

Kuomnka CnpaBKa IpeaHa3Ha4eHa AJid IIoJIydYeHUs JOITOJIHUTEeJIbHBIX CBeIeHWH 1 0OpaTHON CBS3U.

-9

KHonka MoskeT cojiep>kaTh UHAUKAIMIO HAIMYMSl OOHOBJIEHHWH B IPUIOXKEHHUH &
— aBarap (COMEpPXUT WHUIMAIBI WX (OTO MOJb30BaTess, MPU HaXaTUU OTKPbIBAETCS

KapPTO4YKa I10/Ib30BaTeJid C KHOIIKAMU [JId I1epexod B IPOGUIbL TI0JI30BATENS U BBIXO/Jad U3

Y4YETHOH 3alKCH).
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B BepxHeli yacTu CTpaHUIIbI TaKXKe MOT'YT oToOpaxkatbcst (cM. Tabmuma 1):

Tabmuna 1 — Bo3MokHbIe yBe[JoMJIeHHMSI Ha CTapTOBOM CTpaHUIle

YBenomieHue Omnucanue
VBenomieHre 06 U3MeHeHUH Bo BpeMs1 paboTE! B IPUIOXKEHUH T10J1b30BaTeNlb UK
sI3bIKa UHTepdelica agmunucrparop [10 MoitOduc MoxeT cMeHUTH S3bIK HHTepdelica
CUCTEMBL.

YTo6bI M3MEHeHUs BCTYIIWIA B CUITY, 0OHOBHTE CTpaHuIly

ITpenynpexnenue 06 ncreueHUH Bpemsi oToOpaykeHus1 IpelyTipeskieHus] HacTpauBaeTCsl
CpOKa JIe¥CTBUS 11apOoJIst agmunuctpatopoM 110 MoitOduc.

[epelinuTe 10 rUNIEPCCHIIKE B TEKCTE MPeAYIIPeXXIeH s, ITOObI

M3MEHHTD 11apoJib. WM HaXXMUTE KHOIKY X | 4TOGbI 3aKPbITh
npeaynpex;/eHre

KpacHbrit 6anuep HacrpauBaercst agsMUHHCTPaTOPOM CUCTEMBI.

UYUToOBI 3aKpBITH OAaHHEP, HAXKMUTE KHOTIKY X . Ilns Gonee
mo/Ipo6HOYM MHpOpPMAaIMK 06paTUTECh K aJIMUHUCTPATOPY CUCTEMBI

Ha INIaBHYI0O HAdBUTAIIMOHHYIO CTpdHULIY MOTYT OBITD I[OﬁaBJIeHbI JOIIOJIHUTEeJIbHbIe

NIPWIOXKeHHSL: SIpJIbIK, Ha3BaHWe, CChUIKa JIJIs lepexofa (cM. PucyHok 2).

@ HlobaBieHre CTOPOHHHUX OOBEKTOB HA IJIaBHYI0 HABUTAI[MOHHYIO CTpaHUILY

ITO MoiOduc ocyiecTBisieTcsi CACTEMHBIM aJIMUHHCTPATOPOM.

MonOdcpuc

ejojojo

OokymMesTe Moyta KoHTakTol Hanenpape

Pucynoxk 2 — JlonomHuTENbHBIE TPUIIOXKEHUS Ha TJIaBHOM HaBUTaIMOHHOM cTpanuiie [10 MoiOduc
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Jliiss Hadana paboThl C NPWIOXKEHWSMU HaXXMUTe COOTBETCTBYIOLIMM SIPJIBIK HAa IVIaBHOM
HaBuranuoHHou crpanulie I10 MounOduc.
3.2 ABtopusamus B Cucreme

s Bxomga B IIO MoitOduc Ha cTapToBOM CTpaHHWIle BBeJWTe JIOTMH WU IIapoJib, 3aTeM
Haxxmute Boitti (cMm. PucyHok 3).

BBeILEHHbIe CHMMBOJIBI B IIOJIe HHPOJII) dBTOMdTHY€CKHU CKPbIBAIOTCA U OTO6pa>KaIOTC$I

CUMBOJIAMMU sssssssssaans,
YToObI ITOKA3aTh I1apoJib, HA’)KMHTE KHOIIKY @ .

YTOOBI CKPBITH MAP0JIb, HAKMHUTE KHOTIKY ™ .

Pycckuit - Russian ~ (@

-

MoiOdome
Bxon
alexandr smimov@myo flice.ru

=

38BN Napons?

3aperwcTPUPORATRER

Pucynok 3 — CrpaHuiia aBTopu3anuu

[Tpu mepBoit aBTOpU3alMM WIK OOHOBIIEHWH JIMIEH3WOHHOI'O COIVIAIIeHUs! MOSBIISIeTCS
MHPOPMALIMOHHOE OKHO: 03HAKOMbTECh C COIVIallleHHeM U HaxkMuTe IIpuHATS.
HWndopmaiiioHHOe OKHO O pealM30BAaHHBIX Mepax 3alUThbl IOSBIISIETCS, eCcyid JaHHas

byHKIIMA OJIK/II0YeHa afiMUHKCcTpaTopoM cucTteMbl. Haxxmure OK.
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[Tonb3oBaTenb He CMOXKeT BOWTH B CUCTEMY, eCJId OH:

1. Ypanen.

2. 3abJ0KHUpOBaH.

3. BBes1 HeBepHBIM JIOTHH WIHA MAapOJib.

4. ITlbITaeTcs BOWTH B CUCTEMY, UCIOJIb3YSl IPOCPOYEHHBIN TTAPOJTh.

B 3TOM citydae mosib3oBaresib OyzeT repeHarpaBiieH Ha CTPAHUITy U3MeHeHUs 11apoJis.

Eciv mapons Obul BBelleH HeNpaBWIBHO 0osiee MATH pa3, HAa CTpaHUIlE TOSBUTCS
TIOTIOTHUTeJIbHOe ToJie jis BBoaa mpoBepouHoro koja — CAPTCHA (cm. Pucynok 4). JlaHHBIA
IpollecCc TpeJHa3Ha4yeH /Jis 3allldThl CHUCTEMbl OT BpEJAOHOCHBIX JIeWCTBUM aBTOMAaTHMYeCKUX
CEepBUCOB.

BBenuTe TekcT C u300pakeHWs W IOBTOpPUTE IIaru MpoIenypbl aBTopu3anuu. Haxmure
OOHOBUTH M300paxkeHue /Jisi CMeHbl KApTUHKHU. [Ipr He0OXOIUMOCTH BOCHIONB3YHTECh GYHKITHUEH

BOCCTAHOBJIEHH I1aPOJId.

BeeguTte TeKCT ¢ M306paeHna 3_ 4 } : 7 ?3 ¢

O6HOBMTE H306paMeHne

Pucynok 4 — IlpoBepounsiit kom CAPTCHA

s Bxona B I10 MoitOdwuc npu Hanmuuuum uHTerpanuu ¢ EauHoit cucreMoint nneHTudUKanuu
u ayrenTudukauu (ECUA) naxmute Bxox yepes3 ECHA (cMm. PucyHok 5) u BBemuTe ydeTHbIe

nanHble ECUA B oTkpbiBIITytocs ¢popmy aBTopu3anuu [loprana rocy/1apcTBeHHbBIX YCITYT.

ZaperMcTpHpOBATHCR

Pucynok 5 — Hnterpanus c ECUA

[Tocne BBoma noruHa u naposis ECHA aBTomMaTrdecku Bo3BpalliaeT MoJib3oBaTesist 06paTHO B
I10 MoitO¢uc. B ciydae ycrmemHoOM aBTOpU3allMM Ha JKpaHe oOToOpaXkaeTcs IJIaBHas

HaBuranvoHHas crpanuiia [10 MoiOduc.
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@ AMUHUCTPAaTOPOM CHUCTEMBbI MOXKeT OBbITh BKJIIOUeHa JOIOIHUTe IbHAsl aBTOPU3aLIs C

IIOMOIIBIO OJIHOPA30BbIX NTapojiell — IByX(aKTopHas ayTeHTUPHKALIKSIL.

BBIKITI0OYMTE HACTPOWKY NBYX(aKTOPHOW ayTeHTHU(UKAIIUU MOXeT TOJILKO a]MUHUCTPAaTOp.

HJ’IH remepanuu Haponeﬁ MOTYyT OBITH MCIIOJIb30BAHbI dlegyromye IprujIoKeHusa:

1. dupexc. Koy,
2. Aladdin 2FA.

3. Google authenticator.

[Ipy mepBoM BBOjle JTAHHBIX MOCJe HakaThs KHONKU Boiitu nossButcs okHo Hactpoiika
0e30macHOro 0CTyma.
1. HacrpomuTe ocTyn 0JHUM U3 ClIeJyIOIINX CIIOCODOB:
— Otckanupyiite QR-k0J1 B 0IHOM U3 IPWIOXKEHUH JIsl TeHepaliuy MapoJien.
B pesynbrare ckaHWpOBaHUS TPWIOXKEHHWE CreHepupyeT OJHOPA30BBbIM MApOJib. YueTHas
3amuch MoOdurc COXpaHUTCS B 3TOM ITPUIOXKEHHUH.
— Bocnosnb3yiiTech cekpeTHbIM ki1t04oM: HaxkmuTe He mory orckanupoBatb QR-kon,.
CrenepupyeTcs KJTIF04, KOTOPBIM HY>KHO BBeCTH B TIPUJIOXKEHUH.
2. Haxwmure Jlanee B okHe HacTpoiika 6e30macHOro qocrymna.

3. BBenuTe creHeprpoBaHHBIM 11apoJIb U HAXKMUTe BoHTH.

B panpHeiilieM 1pU  aBTOpM3allMM HYXKHO BCerJia IIOJydaTh HOBBIA TMApojib B

IMpUIoXeHnn-reuepaTope 1 BBOJUTH €ro I10cjie BBO/Id OCHOBHBIX JdHHbIX — JIOTHHA U I1dPOJIA.

YTo6bl COpPOCUTBH TeKylMe HacTpPOMKHA 06e3011acHOTO JOCTylla M 3aHOBO ero HaCTPOMTD,
obpaTUTech K aIMUHUCTPATOPY CUCTEMBI.

Ecny apMuHMCTpaTOp CHCTEMbI N3MEHWI HaCTPOMKY 0e30I1acHOr0 JOCTYTIa, Ha IIOYTY NpUAeT
MMCbMO C MHpopMaluet o copoce HacTpoek. [Ipy aBTOpU3aI CHOBA TOSIBUTCS MH(POPMAIMOHHOE
OKHO, CJIeflyiTe YKa3aHHOU B HeM UHCTPYKLIHHU.

Ecnu noce Hactpodiku AocTyna 6bul M3MeHeH Mapoiib, TO 3aHOBO HACTPaWBaTh JIOCTYII He
HY>kHO. Ecim maponb u3MeHeH uepe3 aMHMHUCTpaTopa Wid GyHKIHMIO 3a0bLIM Mapojib, TO

HACTPOMKH AOCTYTa COPOCSTCS U HY>KHO OyZIeT 3aHOBO ero HaCTPOUTb.
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@ [Ipy OTCYTCTBUM aKTHUBHBIX IeWCTBHWA B (aWIOBOM MeHe)Kepe WM pelaKTopax

MOXKeT HpOHSOfITPI ABTOMATUYECKHM BBIXO]I U3 yquHOﬁ 3adIlINCH.

OFpaHI/IqEHI/Ie Ha HOHYCTHMbIﬁ nepuoa HEAKTUBHOCTHU IIOJIb30BATeJII B  CUCTeMe

yCTaHaBJIMBaeT aIMUHUCTPATop. Jliis mpogosmkenyst paboThl He0O6X0JMMO aBTOPU30BAThCSI 3aHOBO.

3.3 Perucrpanusa B Cucreme

qDYHKI_II/ISI CaMOCTOSITEJIbHOU peructpaiiiy I10JIb30BaTe/id HACTPAWBAETCA CHCTEMHBIM

dIMUHHUCTPATOPOM.

i j PeFI/ICTpaHI/ISI BO3MO’KHA TOJIBKO C KJIFOYOM JJOCTYIIAd.

HJ'IFI perucrpanu B Cucreme Ha CTapTOBOﬁ CTpaHULIe HGPEIZHHTE II0 THUIIepCChblIKe

3aperucrpupoBaThbcs (CM. PrcyHok 6).

Bxoa
alexandr.smirnav@myoffice.ru

.......... Pt

3abbinu Naponk?

3aperncTPUPORATREA

A

PucyHok 6 — Perucrpanus moyib3oBaTeis
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Ha oTkpeiBIIelcS CTpaHWlle BBeAWTe K04 JOCTYIA, IIOJIy4eHHbIH OT CHUCTeMHOIO

agmuHucTpaTopa (cM. Pucynok 7), u Haxkmute IIpogonkuTs.

Peructpauus P |
€

Mok Odwac

ErapuTe Baw €Ny Q0cTyYNa

TRAHMLE Bx0qa

Pucynoxk 7 — Ilose 1y1st BBOa KiIt0o4a JI0CTyTa

OTtkpoeTtcst dopMa perucTpaiuy Mmojb3oBaTesis. 3aloIHATe CeAyIoIIye Mojst GOPMBbI:
— Jlorum;
- Uma u ®amunng;
— ITaposs u IlonTBep:xaeHue NapoJIs;
— PesepBHbIii email.
JlonONTHUTENbHBIM  afipec  3JIeKTPOHHOM TOYThI, KOTOPBIM HCIIONIb3YyeTCs [Jii BOCCTAHOBJIEHUS

3a0BITOTO IapoJIsl.

[Tocne 3amosiHeHUs 1O/ ycTaHOBUTe (Ia’KOK, YTOOBI MPUHSTH YCJIOBUSI MCIIOJIb30BAHUS
MIPWIOXEHHS], U HAKMHTe 3aperucTpupoBaThCA.

TpeboBanus K JIMHe TApOJisi U K €ro CJIOXKHOCTH (MUHHUMaJbHOe KOJIMYeCTBO LD,
CIIeIMAJIbHBIX CUMBOJIOB, CTPOYHBIX U IPOMMUCHBIX OYKB) 3aJalOTCSI aIMUHHUCTPAaTOPOM CHCTEMBI.
Ecmm maponb He OyAeT yIOBIETBOPSATH 3afaHHBIM TpeOOBaHHUSIM, IIOSBUTCS COOTBETCTBYIOIIAs
OIIIMOKA.

[Ipu BBOZIE HEKOPPEKTHBIX JAaHHBIX B GOPMY PerucTpariydy IoJsi MO/ICBeYUBAIOTCS KPAaCHBIM
I[BETOM U BBIBOIUTCS Co0OIIeHre 06 ommbke. OTpegakTUPyHTe CoJiepXKUMoe T0JIel B COOTBETCTBUM
C coob1eHueM cuctemsbl. Eciu HU4Yero He U3BMeHWIOCh, 0OpaTUTECh K aIMUHUCTPATOPY CUCTEMBI.

B cnyuyae ycremmHoM perucTpanvM Ha 3KpaHe OTOOpa3uTCsl TJlaBHAs HaBUTAIMOHHAs
CTpaHHWIIA BeO-TIPUJIOXKEeHUs, a Ha YyKa3aHHBIM ajpec 3JIeKTPOHHOM IMOYTHl TPUJIET IHUCBMO C

MoATBEPXJAeHUEM PeruCTpaiuu.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024



MounOdounc

3.4 BoccraHoBiieHHe TapoJis

/T\ (DYHKIII/IH CaAMOCTOATEJIbHOT'O BOCCTAHOBJIEHHWS I1aPOJId IMOJIb30BaTe/IeM HAdCTPAKWBAETCA
A CUCTEMHBIM d/IMUHHUCTPATOPOM.

,HOCTyTIHa TOJIbKO IIPpHU HAJIMIUU MIOJKJIFOYEeHHOM IIOYTOBOU CUCTEMBI.

,HJ'ISI BOCCTAHOBJIEHHSI 3a0bITOTO IapOJIsd BBIIIOJIHUTE CJIeAYIoIIre IeCTBUS:

1. IlepeiinuTe 1o runepccbuike 3adbLIM Maposb? Ha crapToBoi crpanuiie 110 MoiiOduc.

2. Bepgute cBout joruH B I10 MoitOduc u HaxkmuTe BoOCCTaHOBHUTH Ha OTKPBLIBIIEHCS
CTpaHHUIIe.

CchUika Ha BOCCTaHOBJIeHMe TapoJis OyZeT aBTOMaTHyeCky HalpaBiieHa Ha pe3epBHBIN ajipec

BHEKTpOHHOﬁ IIOYTHI I10JIb30BATeJId, y'KaBaHHHﬁ B IpoduIie I0Ib30BaATeIS.

@ Ilpy BocCCTaHOBJIEHWMM 1apoJil HACTpPOMKAa JBYX(aKTOPHOW ayTeHTU(PUKAIUU

cbpocurcs. [liis noakItoueHusl HACTPOUKY 00paTUTech K aiMUHUCTPATOPy CUCTEMBI.

3.5 JomotHUTEJILHEIE CBeIeHUSI U 00paTHas CBA3b

Knonka CnpaBka MoxeT 0TobpakaThCs C MHAuKamyei — (35 B IByX ciydasx:
o
1. Ilpu Hanwumu nHAMKaNKK y pasena [ O MOOHIbHOM IPHIIOKEHHH.

°
2. Tlpu Hanuuuu nHAMKANUY y passena ¢r IlpumMeuyaHue K BBHINYCKY.
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HpI/I HA>XdaTUH HA KHOIIKY @ CnpaBKa OTKPBIBAETCA MEHI0, KOTOpOe COAepXUT cliedyromye

aneMeHThI (cM. PucyHok 8):

Pyccknin — Russian @

Cnpagka
lMpumeyaHune K BbINYCKY

O nporpamme

e © 4 D

O MOBMABHOM MPUNOXKEHUM
8(800)222-1-888

O6paTHan cBA3b

Prcynok 8 — MeH1o cripaBku

FI/IHepCCbIJIKa OGpaTHaﬂ CBA3b OTO6pa>KaETC$[, eciy OblIa IIOJKJIFOYEeHad II0YTOBds CHUCTeMad

Y B HACTPOMKAax a]IMUHUCTPATOPOM CHUCTeMBbI ObIJT yKa3aH MOYTOBbIN aJipec CIy>KObl OJIePKKU.
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3.5.1 CopaBka

[Ipu BbIOOpEe mMYyHKTa 8 CopaBka B HOBOM BKJIaJike Be0O-Opay3epa OTKPBIBAIOTCS

cripaBouHble MaTepuaiibl 10 pabote ¢ [10 MoiOduc (cM. Pucynok 9).

Ic MoirOcpuc

O NpUNOXEHWA
0630p uHTEpdeiica

naBHan HaBUraLoHHas
CTpaHuua

BoccraHoenenve 3abeiroro
napona

Mpogmnk Nnonk30BaTENA

W3aMeHeHWe aBaTapa
nonb3osaTens

W3Metienne napons
nonsaoearens

Cnpaeka 1 obpaTHad CBAsb

- Mownck

O NnpunoXXxeHuun

«MoiiOduc YacTHoe OBnako» — KOMMNeK: Ge3onacHeX BeG-CepPBUCOR U NPUNOXEHUIA ANA OPraHUaLMM XPaHEHUs,
AOCTYMa W COBMECTHOM paboTsl ¢ halinaMu W JOKYMEHTAaMU BHYTPM KOMMaHWN.

B cocTae NpoayKTa BXOAST Clegylowne NpunoxeHus ans paboTel B seG-Gpaysepax 1 Ha MOGMNLHSIX yCTPOCTBaX:

+ «MoitOduc [okyMeHTbr» — BeG-NMPUNOXKEHUE OANA OPraHM3aUMW CTPYKTYPWUPOBAHHOMO XpaHeHus daiinos,
BbINCAHEHHS OnepaLmii ¢ hainaMi U NankaM1, HACTPONKKU COBMECTHOMO ACCTYNa;

+ «MoitOduc Texkcr» — seb-pegaxtop ans Geictporo v yaoGHoro cospannst 1 GOPMAaTMPOBAHWA TEKCTOBBIX
nokyMeHTOE MioBoi cnoxHocT;

+ «MoitOduc Tabnuua» — seb-pegakTop ANA CO3Q3HWA 3NEKTPOHHBIX TaBnWu, BeJeHWA pacHeTos, aHanusa
AaHHLIX ¥ HOPMUPOBIHWS CBOAHLIX OTHETOB:
+ «MoitOduc MpeseHTaums» — BeB-NPUNOXKEHWE ANS COSAAHWS, PENAKTUPOBAHMUS W IEMOHCTPALIMIA NPE3EHTaLMIA;

+ «MoitOdbwmc [okyMmeHTer Ans MoBUeHEIX NAaTGOPM — MPUIOKEHWE AN MPOCMOTPE M PeJaKTUPOBaHMS
TEKCTOBbIX AOKYMEHTOB, 3MEKTPOHHbIX Tabnuuy W npesewTaumid, npocmoTtpa PDF-gaiinos, a Takke JocTyna k
0BnaqHBEIM XpaHUMIWaM Ha CMapPTOHAX M NNaHLWeTax.

B cocTae NpoAyKTa BXOAAT CIEAYIOWME CEPBEPHbIE CUCTEMbI:

+ CHCTeMa XPaHeHWA AaHHbIX ANs Be30nacHoro XpaHeHUs KopnopaTheHeIx ¢aiinos v obecneqeHus BO3MOXHOCTeH
2BTOPU3aLUMM, 3YTEHTUGUKALMK M PasrpaHU4eHns Npae AoCTyna nonk3csatenei;

+ CuCTeMa peflakTUpOBaHWA W COBMECTHOM paboTsl ANA MHAMBMAYANLHOrO M COBMECTHOMO peAaKTMpOBaHWs
NPEe3eHTALMA, TEeKCTOBbLIX U TaBNNYHLIX AOKYMEHTOB.

MoirOdhuc © 000 «HOBbIE OB/IAYHBIE TEXHOMOMMM», 20132024

IACTHOE OBJAKO= 3.0

Pucynok 9 — Ilepedens clipaBOYHBIX MaTepHaoB

CrTpaHuIlla CIpaBKU BU3yallbHO pa3jiejieHa Ha HaBUTAIMOHHBIM OJIOK M 00JIacTh MPOCMOTPA
BbIOpaHHOTO pasnerna. O6jacTh MPOCMOTpPa COAEPXKUT KHOMKU HABUTAIMK MeXIy CTPAaHUIIAMH U

CTPOKY TIOMCKA.
Hagwurarnus B o67acTv mpocMoTpa pasziesia OCYIIeCTBIISIeTCS C TOMOIIBIO:

=
— HaBUT'alTMOHHLIX CTPEeJIOK ;

— T'UIIEPCCBUIOK B TEKCTe.
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3.5.2 IlpumeyaHus K BBIITYCKY

HpI/IMeanI/IH K BBIITYCKY COOEepKdT daKTyaJIbHbIe CBeleHUda O HOBOH qJYHKI_II/IOHaJ'IbHOCTI/I B

tekyien Bepcuu [10.

i
KHomnka MokeT UMeTb MHMKAIHMIO O HATUYUH OOHOBJIEHUH B IIPpHUJI0XKEeHNHU {;J . Unpnkanms
6y,ueT 0T06pa)KaTbC$I B TedyeHue 14 KaJleHJapHbIX IHEer CO IHS OOHOBJIEHHSI CHCTeMbI WJIA IIOKa

I10JIb30BaTe/Ib He O3HAKOMUTCA C U3BMeHeHHUAMH.

[Ipu BBIOOpE myHKTa w IIpuMeyanuss K BBIIYCKY B HOBOM BKJIaJIke Beb-Opay3epa
oTtkpoercss AokyMeHT B ¢opmare PDF c¢ wmHdopmanueir 06 0coOeHHOCTSX TeKyllero peiusa

I10 Mo#Odwuc (cMm. Pucynox 10):

MHdopmauma o HoBOW Bepcumn
«MonOdwmc YactHoe Obnako»

Beinyck: 3.0 (18 uroHga 2024)

Pucynok 10 — IIpumeuanus K BBITYCKY

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024

23



MounOdounc

3.5.3 O nporpamme

[Ipu BeIGOpe myHkTa [i] O mporpamMme OTKpPOETCS OKHO C OCHOBHOM HHpOpMaIend o
tekyieM penuse [10 MoiOduc ¥ ¢ runepccbiikaMu Ha MaTepUasibl: « Y CJIOBHUSI MCIOJIb30BAHUSY,

«Ilomutrka koHpUAeHIMaIbHOCTU» U «IIpaBoBble yBenomiienus» (cm. Pucynok 11).

MonOduc® YactHoe O6nako

C6opka 34.0.6.16 pna seb-6paysepos
Bencus 3 0

Ycnoena Mcnonib3oBaHuA
MonuTuka KOH(PUAEHUMANbHOCTH

MNpaeoebie yeeaoMneHuA

3aKpbiTe

Pucynoxk 11 — CBefienust 0 mporpamMmme

3.5.4 O MOOHIILHOM NPHUJIOKEHUH

Knomnka moxeT cojepXaTb WHAMKAIMIO O HAJIWYUM OOHOBJIEHUMN B IPWIOXEHUHU Q’.
Wnpukarus Oyner oTobpaXkaThbesl, [TOKa 10/Ib30BaTelb He 03HAKOMUTCS C UHpOpMaIel 0 Haluuuu

MOOUILHOTO IIPpUNIOXKEeHUs .
HpI/I BbI60pe KOMaH/IbI E O MoOHIBLHOM NPWIOKEHHH OTKPbIBAETCS OMUAJIOrOBO€ OKHO,

KOTOpoe HMH(pOPMUpYeT I0JIb30BaTelIs O BO3MOXXHOCTH paboTaTh C TOKyMeHTaMU B objiake depe3

MoOWIIbHOE TIpuiioXeHue (cM. PucyHok 12):

CkavaiiTe MOBWNBHOE NPUNOXKEHWE X

PaBoTaiTe ¢ JOKYMEHTaMKM Ha CMaPTHOHE unu
nnaHwere rae yrogHo. MogpobHee 0 BOSMOMHOCTAX
NPUNOKEHWUS — Ha Hallem caiTe.

¥ MEHS y3e ecTb NPUNoMeHne MepeiTH Ha cairT

Pucynoxk 12 — JIuanmoroBoe okHO «O MOOMIIBHOM MPUITOKEHUI
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YtoObl y3HATh OOJBIIIE O BO3MOXHOCTSAX PabOThI Yepe3 MOOWIbHOE IpPUJIOKeHHe,
otckanupyute QR-kox c Tenedona mim HaxkmuTe kHOTky IlepeitTu Ha cair. [IpousoiineT nepexon

Ha Beb-BepcHIo calTa, I/ie MOXXHO CKadaTh MoOuibHOe mipuioxkenue «MoOdwuc JlokyMeHTh».

[Ipu Bo3HMKHOBeHHMH 1IpoOsieM C IlepexojfoM Ha caur MoiOduc obpaturech K
aIMHHUCTPATOPy Ui MOJy4eHHs ONOJIHUTeIbHOW MHPOPMaluy O NMPUIOXKEeHHH U Crocobe ero
YCTAQHOBKH.

Ecm BB yXe wucnosnb3yeTe MOOWIBHOE IIPUIOXKEHHe, HaXMHTe Y MeHsI YiKe ecCThb

IPpUWIOKEHHE. HI/IHJIOI‘OBOE OKHO 3dKPO€eTCs, d UHAUKAIIUS UCUe3HET.

3.5.5 ObopaTHas cBs3b

OOpaTHast CBSI3b CO CIY>XO0M TEXHUYECKOM TMOIJIePXKKU JIOCTYIHA dYepe3 CIeIUalbHYIO
dbopMy, eci MOJIKIIF0YeHA TIOYTOBAsi CUCTEMA U B HACTPOMKAX aJ]MUHUCTPATOPOM CHUCTEMBI yKa3aH
TIOYTOBBIN a/IpeC CITy>KObI TO/IIEPXKKH.

[Ipu Haxkatuu Ha rumnepcchliky OOpaTHas CBSI3b B HOBOU BKJIajike BeG-Opay3epa OTKpoeTcs
CTpaHHWIla, T[pefHa3HaueHHass [yisi GOPMUPOBAHUS  COOOIIEHHWH B  CIOYXO0Y  TOIIEepXKKU

(cm. Pucynok 13).

MoiOdmc

dopma obpaTHOM CBA3MU

Bee nonA obA3aTensHE ANA JANONHEHKA

Pucynok 13 — ®opma obpaTHO# CBsSI3U

3anonHuTe Gopmy U HAXKMUTe OTHPaBUTb.
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3.6 IIpo¢guns mosb3oBaTesis

HpI/I HAXXdTUMW HA dBdATAP dKTUBHOI'O II0JIb30BaTeJIl OTKPbIBAETCS IIdHeJIb I/IHCl)OpMaI_[I/II/I

(cm. Pucynok 14):

Anekcangp CMMpHOB

dlexanar.smirnov@myoTmice.rL

30%) ncnonesosaHo

Mpodune BbIATH

Pucynok 14 — Ilanens undopmaruu 06 aktuBHOM nosb3oBarese [10 MoitOduc
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[Tpu Haxkatuu Ha kHOIKY IIpoduiab B HOBO Bkilajike BeO-Opay3epa OTKPbIBAETCS CTPAHUIIA

(cm. Pucysnok 15), koTopast comepXurT:

u MoiOdpuc ® &

Anexkcangp CmupHOB

WCNoNe30BaHD
91.25 MB ua 307 MB
I
Mpodwmne Hactpoiikn
Anexcangp CMupHOB
TexHUYEeCcKMi NMcaTens MoirOdmc

HoHTaKTHEI2 gaHHble

alexandr.smimov@myoffice.ru Paou.. ~  asmirmnov-work@myoffice.ru

Tenedion © 7obasuTe Tenedon
Padou.. ~  8-800-222-1-888 /|

3ameTru

AKTYaNUIaLUWA PYKOBOACTE U CNPABOK

Pucynok 15 — HWHrepderic npoduis nonb3osaresns

— aBaTap I0JIb30BaTeJIs;

— nHbopmanuio 06 ob6beMax BbIIEJIEHHOTO W HCIIOIb3yeMOT'0 MPOCTPAHCTBA B XPaHUJIMIIE
daitnos;

— BKyIaAKy IIpoguis;

— Briaaky Hacrpoiiku (cM. Pucynok 16).
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MNpodune HacTpoiiki

alexandr.smirnov@myoffice.ru

M3ameHuTb pesepeHbIiA email M3MeHWTbL Naponb

Pycckwin — Russian v

CnpawmneaTts 0 GOPMATE NpM CO34aHUKU JOKYMEHTA v
CrpaliMBaTs 0 KOHBEPTALWKM NPK 2arpy3Ke v

. OTKprBaTb AOKYMEHTEI B peXHMe NpocMoTRa @
Pucynok 16 — Brutagka «Hactpoiikn»

YKkazaHable Ha BKJIaJIKe HpO(l)I/IJIB JdHHbIE JOCTYIIHBI OPYIMM IIOJIb30BaATE/IsIM B OKHE,

KOTOpOe MOSIBJISIeTCsI [IPU HaBeJleHWH Kypcopa Ha aBaTap I0JIb30BaTessl.

3.6.1 isMeHuTH aBaTap MoJb30BaTels

[To ymomnuanuto aBatap orobpakaeT WHHUIIMAJbI 10JIb30BaTesisl. ABaTap MOXHO HW3MEHUTb.

Jly1s 3TOrO HYXXHO 3arpy3uTh n306pakeHue B ogHoM u3 popmaros: JPG, GIF u PNG.

ij HN3meHuTH dBdTap He ITOJIYYUTCs, eCJ/IM KBOTA I10JIb30BATEJISA NCYEePIIdHd.

ABarap BUjieH APyTUM I0JIb30BATeNISIM:

— Ha OOKOBOW TaHEeNM CBSI3AHHOTO C Tojb3oBareneM darna (Bkiagku CBoiicTBa U
CoObITHS);

— BO BCIUTBIBAIOIIEM OKHe C MHbOpMaIlrel o MoJIb30BaTelie;

— Ha CTpaHHUIle 3aIpoca JIOCTyIa K $aiTy Mmojib30BaTels;

— B OKHe IIpeJI0CTaBJieHus 00IIero JOCTyIa;

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 28



MounOdounc

— B CITMCKe KOHTAaKTOB;

— Ha OOKOBOM TTaHeIM BO BPeMsi COBMECTHOM pabOThI C JIOKYMEHTOM.

3.6.1.1 3arpy3uTs aBaTap noJb30BaTeJIs

YTo6BI 3arpy3nUTh aBaTap, BbIIIOJIHUTE CJlelyIolue JeHCTBUS:
1. 3aiigure Ha crpanuny Ilpoduas.
2. B mamnke ctpanuiibl Tpoduiisi CHOBa HAXKMUTe Ha aBaTtap.

3. B okHe u3MeHeHUs aBaTapa 3arpysuTe U300pakeHHue OJHUM U3 CIIOCOOOB:
— 3QKMUTe JIeBOM KHONKOW MBIIK (ailyl, HaXOASIIMWCS Ha HOCHUTelle YCTPOMCTBA
10JIb30BaTeJd, U IepeTaliyuTe ero B OKHO;

— HaXMuTe 3arpysuTte pOTO U B OTKPBIBIIIEMCsI CUCTEMHOM OKHe BbiOepuTe ¢aii.

4. Tlocme 3arpy3ku W300pakeHWsl HACTpOWTe 06JacTh, KOTOpas OymeT OTOOpaXkaThCs Ha
aBaTape: 3aXKMHUTe JIeBOM KHOIIKOM MBIIIW MOJICBeYeHHOe OKHO M IlepeMelante ero. /s
M3MeHeHHsl pa3Mepa 00JIaCcTy 3aKMUTe JIeBOM KHOIIKOW MBIIIN YTOJ MOJICBeYeHHOI'0 OKHA

Y TIOTSIHUTE er0 B HY>KHYIO CTOPOHY.

5. Haxmure OK.

@ [lpu 3arpy3ke wu3o0pakeHUsi HemopjepXvBaeMoro d¢opmMaTa B OKHe W3MeHeHHs

dBdTdpd IMOABUTCY NIpedyIipexXJaeHue.

3.6.1.2 Yganurts aBaTap nojb3oBarTeis

YTo06BI YAAIIUTDb SEll"py}KEHHbIﬁ dBdTadp, BBIIIOJIHUTE ClieJyromiye IerCTBUS:

1. 3aiigure Ha crpanuny Ilpoduas.

2. B manke crpaHuIibl Ipoduiis HaBeIuTe Kypcop Ha aBaTap ¥ HAKMUTe KHOIIKY

[Tocne ynanenus: m3oOpakeHWsI aBaTap IpUMeT BHI [0 YMOJIYaHUI0O — OTOOpakeHHe

WHHUIIMAJIOB I10JIb30BATEeJId.

3.6.2 3MeHUTH apoJIb

HBPOJIIJ II0JIb30BaTejId MOXKeT OBLITh U3MeHeH CaMHUM II0JIb30BaTesieM WU dIMUHHUCTPATOPOM
CHCTEMBI. (I)YHKL[I/IH H3MeHeHUs1 IapoJisd II0JIb30BdTeJIeM HACTPanUBdeTCHd CHCTEMHBIM

aJIMUHUCTPATOPOM.
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3.6.2.1 I3MeHHUTH IIAPOJIb CaMOCTOSTEJILHO

HpI/I CMeHe I1apoJid I10JIb30BdTeJIeM 6Y,I[YT dBTOMdTHYeCKH 3aBepllleHbl ero TexKyliue ceCCuu

Ha BCex YCTPOMCTBAX U BO Bcex BeO-Opay3epax.

J1j1s1 cMeHBI [TapoJisl BBIIIOJIHUTE Cllelytolye JerCTBUS:

1. HaxkxmuTe Ha aBaTap moJib30BaTeIsl.

2. B otkpeiBmieMcs okHe Haxmute Ilpodunb. B HOBOU Bkiaake BeOG-Opaysepa OTKpoeTcs
CTpaHMIIA YIIpaBJieHHs poduUseMm.

3. Ilepeitnute Ha Briaiky HacTpoiiku 1 HaXxMuTe Ha runepccbliky I3ameHuTs nmapoJsb. Ha
JKpaHe OTKpOeTCs OKHO BBOJIa HOBOTO MapoJis, ChOPMHUPOBAHHOIO I10JIb30BaTeeM

CaAMOCTOSTEeJIbHO.

4. Bemute crapblif aposb B nojie CTapslil Haposb, 3aTeM BBe[UTe HOBBIY 11apoJib B I0JIe

Hossiii naposs u npoay6ivpylite ero B rose IloarBepxaeHue maposs.

5. Haxkmute CoxpaHHUTh.

TpeboBanusi K [UIMHE TMApoJisi, K ero CJI0XHOCTA (MUHUMAJIbHOE KOJIMYeCTBO LUdP,
CHeIMaJIbHbIX CHMBOJIOB, CTPOYHBIX M TIPONMCHBIX OYKB), a TaKXe YCJIOBUS IIOBTOPHOIO
WCII0JIb30BaHMS TIAPOJIs 33[]al0TCSI AIMUHUCTPATOPOM CHUCTEMBI.

Ecmi  mapons  He  OyneT  yIOBJIETBOPSTh — 3afaHHbIM — TpeOOBaHUSIM,  IOSIBUTCS
COOTBETCTBYIOIIAsl OIIMOKA.

B pesynbrare onepaiuu ydeTHble JlaHHble U3MeHsTCS. Besne, rae Obuid 3amyliieHbl CeCCUu
MOJIb30BaTeNsl, IOSBUTCS OKHO C TpeqynpexieHreM O HeoOXOOUMOCTH IIOBTOPHOTO BXOJa.

Hasxmurte BoiiTi 1 BBeuTe HOBBIE JJaHHBIE IS dBTOPU3AIHH.

3.6.2.2 I3MeHUTH NIapOJIb IPH NOMOIIY aJJMHHHICTPaTOpa

[Ipu cmeHe maposiss agMUHHUCTPATOPOM CHUCTEeMbl TeKyIMe CeCCUM I0JIb30BaTesisi Ha BCeX
yCTpOMCTBax OyAyT aBTOMaTH4eCKU 3aBepliieHbl. Ha sKpaHe MOSIBUTCS OKHO C IpefyTpex/ieHneM O

HEO6XO,I[I/IMOCTI/I IIOBTOPHOI'O BXO/ida B CUCTEMY.

Il ipofioykeHus paboThI BBIIOJIHUTE CIleAYIOLe 1eHCTBUS:
1. IlosyurTe BpeMeHHBIH 11apOJIb y aIMUHUCTPATOPa CUCTEMBI.

2. Haxxmute BoiiTH B okHe c nipenynpexzaeHrieM. OTKpoeTcs CTPaHUIIA aBTOPU3ALIUU.
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3. BbIonHUTe TMOBTOPHBIM BXOA B CUCTeMy C BpPeMeHHBIM IIapoJieM, IOJy4eHHBIM OT
aMUHHUCTpaTOopa cucTeMbl. OTKpoOeTcsl CTpaHMIA JIsl CO3/IaHHS HOBOTO IOCTOSIHHOTO
aposl.

4. Beenmure HOBBIM maposib B mosie HoBbIi maposis ¥ TpoAyOnupyiTe ero B TOJe
IlonTBepikIeHue napoJis.

5. Haxkmute CoxpaHHUTH.

TpeboBanusi K [UIMHEe TMApoJisi, K ero CJI0XHOCTA (MUHUMAJIbHOE KOJIMYeCTBO LUdP,
CHeIMaJIbHbIX CHUMBOJIOB, CTPOYHBIX M TIPONUCHBIX OYKB), a TaKXe YCJIOBUS IIOBTOPHOIO
WCII0JIb30BaHMSI TIAPOJIs 33J]al0TCS AIMUHUCTPATOPOM CHUCTEMBI.

Ecmi  mapons  He  OyzmerT  yIOBJIETBOPSTh — 3afaHHbIM  TpeOOBaHUSIM,  IOSIBUTCS
COOTBETCTBYIOIIAs! OIIMOKA.

B pesynbrare omnepanuud y4yeTHble JaHHble WM3MEHSITCS, OTKPOeTCS CTpaHMIla BbIOOpa

IIPpUNIOXKEeHUs .

3.6.3 HacTpouTts ¢popMaT IOKyMEHTOB

YtoObl BbIOpaTh doOpMaT, B KOTOPOM OyAYyT CO3[4ABaTbCs HOBBbIE JOKYMEHTHI, BBIIIOJIHUTE
cllefyronye qercTBUs:

1. HaxkmuTe Ha MUHHU-aBaTap Ha NlaHeJId HAaBUTAIIWH.

2. Haxwmure IIpoduns > HacTpoiikm.

3. Boibepute mnomxopdiuid BapuaHT B mojie dopMar co3maBaeMbIX JAOKYMEHTOB.

(cm. Pucynok 17):

Cnpalw1BaTs o OPMATE NPH CO3AEHMM JOKYMEHTE

Crpawweats 0 opMaTe NPW CO30AHNA JOKYMBHTA

Pucynok 17 — ®opmaT co3gaBaeMbIX JOKyMEHTOB

@ [To ymomuanuio ycraHoBiieHa HacTpoiika CrpammBaTh 0 ¢opMaTe NIpPHU CO3TaHUH

OOKYMEHTa.
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HkoHKH HOKYMEHTOB B MEHIO BbIﬁOpa HpI/IJ'IO)KEHI/Iﬁ n MeHIO I[OﬁaBJIEHI/ISI 00BEKTOB

0TOOpaXkaroTCsl B COOTBETCTBUU C BEIOpAHHBIM hopMaToM JIOKyMeHTOB (cM. Tabmura 2):

Tabnuna 2 — OTtobpakeHne UKOHOK JJOKYMeHTOB Pa3HbIX pOpMaTOoB

Microsoft Office MoitOduc OpenDocument
m Cozpatb AOKYMEHT 9 Co3fatbh JOKYMEHT m Cospatb OOKYMEHT
m CosfjaTb Tabnuuy B Cospatb Tadnmuy : Cospatb Tabnuuy
Co3AaTh NpeseHTaumno CospaTb NpeseHTauuio 25 CospaTb NpeseHTaUNIO
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3.6.4 HacTpouTh aBTOKOHBEPTAIIHIO U Pe;KUM IPOCMOTpPa

3.6.4.1 HacTpouth aBTOKOHBepPTaIHIO

[Tpu aBTOKOHBEpTAIMU JOKYMEHTHI psiia GOpMaTOB Cpa3y KOHBEPTUPYIOTCS BO BHYTPeHHUU

dopmaT MoitOduc ¥ CTaHOBSATCS JOCTYITHBI )i peJaKTUPOBAHUSI.

CDYHKI_II/IH dBTOKOHBEPTAIIMKX II0 YMOJ/IYdHHUIO BKJIIOY€HA IIpU YCTAHOBKe, OIHd4KO IIpH

H€06XOI[I/IMOCTI/I 3THU IIdapaMeTpbl MO>KHO U3MEHHTD:

1.

OTkpoliTe HACTPOUKM POPUIISL.

2. HaxxmyTe Ha MUHU-aBaTap Ha IlaHeJI HaBUTallUH.
3. Haxxmure Ilpoduis.

4.
5

. Bribepute mnoaxonsamui BapuaHT B mnosne Hacrpoiika 3arpy3ku ¢aiyia B 00s1ako

[TepetinuTe Ha Britanky HacTpoiikmu.

(cm. Tabnua 3).

Tabnuna 3 — HacTpoiiku KoHBepTaluu

BapuaHT koHBepTanuu Omnucanue

KonBeprupoBaTh BO BHyTpeHHMI | 3arpykaeMblil ¢aiiyi cpa3y KOHBEPTHUPYETCsl BO BHYTPEHHUH
¢opmar npu 3arpyske ¢dopmart. JlokymMeHT O6yIeT IoCTyIeH B GpaiIoBOM MeHeKepe s

pPeaaKTUpOBAHUA

3arpy’xatb B ucxomHOM dopmate | s pelakTUPOBaHUS 3arpy’kaeMoro ¢daiijia OTKporTe JOKYMEHT U

HaxxmuTe PemakTHpOBaTh KOMMIO.
B daiinoBom MeHe»kepe MOSBUTCS KOMKSI BO BHyTpeHHeM dbopmaTte
IUTSL peTaKTUPOBAHMUS

CrpammBaTh 0 KOHBEpPTAIUA [Tpu 3arpy3ke ¢aiiia MOSBUTCS TUATIOTOBOE OKHO, TJIe MOXKHO
TIpY 3aTpy3Ke BHIGPATH:

— 3arpy3utb Qaiiyibl B UICXOAHOM $opMare;

— KOHBEPTHPOBAaTb BO BHYTPeHHUH ¢popmar

®

Hoxymentsl DOCX, XLSX, ODT, ODS, PPTX, ODP 3zarpyxatorcs B 06jako B

HCXOOHBIX cbopMaTax 10 YMOJIYdHUIO, JidaKe eCJIh B HaCTpOﬁKaX l'[pO(l)I/IJ'ISI YCTaHOBJIeH

BapraHT KoHBepTHpOBaTh BO BHyTpeHHHUI ¢opmMaT Npu 3arpy3ke.
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YToOBl CKOHBEPTHMPOBaTh JOKYMEHT BO BHYTPEHHUH ¢oOpMaT, BBIIOJHUTE CJefyIolre

IEeNCTBUS:

1. OTkpo¥iTe JOKyMEHT B peXXuMe Ipe/iBapyUTeIbHOI0 TPOCMOTpa.
2. B npaBoM BepxHeM YTy HaXKMUTe Ha KHOTIKY BBbITIaAl0IIero CIMCKa.

3. Boibepute BapuaHT PejakTHpOBaTh KOIHIO.

Komus HOKYMeHTa OTKPOEeTCs B HOBOM BKJIaJKe BO BHYTpEHHEM qpopMaTe.

3.6.4.2 HacTpouTh pexxuM MpocMOTpa I0OKyMeHTa

[Tpu Bxmovyennn ¢pyHKknnr OTKpBIBAaTh JOKYMEHTHI B pekuMe nmpocMmortpa (cM. PucyHok
18) Bce noxkyMeHTHl B ¢opMaTax, [OCTYNHBIX JJIsi pelaKTUPOBaHUs, OyIOyT OTKpBIBATbCSl B
VHTepdelice pelakTopa B peXXrMe IIPOCMOTpa BHE 3aBUCUMOCTH OT I1paB JOCTYIIaA:

— JUIs TIOJTb30BaTesiel ¢ mpaBoM AocTyna PemakTupoBanue, YmpasieHue, Bianmesnen Ha

BepxHel naHesy OyJieT IOCTyIlHA KHONKa PerakTHpoBaTh.

— JUisl TIoJb30BaTeslelt ¢ mpaBoM joctyna IIpocMoTrp — kHonka 3ampocuTh IpaBa Ha
pedaKTHpOBaHue.
. '\-JIH[?II'! BaTe JOKYMEHTERI B DEXUAME NPOCMATRA @

Mo yMONYaHKIO AOKYMEHTD] OTKPLIBAIOTCA Ha NPOCMOTP B peAakTope. NpH BolKNOYEHHH HACTPORKH — Ha NPOCMOTD MK PeaKTHPOBAHHE,
B COOTBETCTEBMM C NPaBaMK LoCTyra.

Pucynoxk 18 — Pexxum mpocMoTpa JJoKyMeHTa

@yHKIMS 10 yMOJYAHUIO BKJIIOYEHA aJMUHUCTPATOPOM CHUCTeMbl IPU YCTaHOBKe, Jisi

OTKJIIOYEHHsl YCTaHOBUTE TlepeK/ItovyaTellb B IOJI0XKeHre
[Tpu oTkitoyeHUM PYHKIMM TOKyMeHT Oy/eT OTKpPbIBAaTbCSl B PeJlakTOpe B COOTBETCTBUU C

I[IpaBaMn NOOCTYyIld I10JIb30BATeJIs. CDYHKI_II/IH HeJOCTyIIHad, eCJIhi OTKJIF0YeHd dIMHWHUCTPATOPOM

CHUCTEMBI.
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4 <MOHNOPUC TOKYMEHTbHI»
4.1 UnTepdeiic npuiioxeHus
[Ipu Bxome B mpwioxenue «MorOduc JIokyMeHTb» OTKpPHIBAeTCs TIJlaBHAs CTpPaHUIIA

XpaHwuila $GaiyioB, KOTOPast COIEP>KUT CieAyIolIre OCHOBHbIe obacTu (cM. Pucynok 19):

— IIaHeJIb HaBUT'dlIMH,

— INaHeJIb MTHCTPYMEHTOB;

— pabouas 06/1aCTh;

— OOKOBag I1aHeb.

MaHenes HaBUrauum MaHens WHCTRYMEHTOB Bokoeasn naHens
D JloKyMeHTEl = Mow RoKyMERTbI 4 2 = 0 l = A @ [ \Watnen sanenennn doex l %
El ronaepsusaesuie hopuate dainos sisx 5B KB Cerogwn, 1235

b Mok AoKYMERTE
3 ) e e LWa6naH SaRENEHIR docK 0.1 KE Ceronw, 1236
+ 3 Otupme nansn

P ommevennnie

L1 omcnewwsaemsie

[© Hepannre Paamep 1011 KE
I Hopawsa Cosnano Ceromna, 12:36
e pn
MameHeHD Cerogns, 12:36
AneKcaHap CMEpHOR
Pasmep Bepcui 1011KE
WETOMA BEPCH

2, OBwHA nocTyn

O -

o ¢ ?

Paboyan o6nacTb

Pucynok 19 — HUnaTepderic npuioxeHus
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Takxke B BepxHel 4YaCTH CTpPaHMIIBI MOTYT OTOOpaXkaTbCs yBeIOMJIeHHs], IpPUBe/leHHble B

Tabmure 4:

Tabmura 4 — YBefoMiIeHHs Ha TJIABHOM CTPaHUIIE

YBenomienue Onucauue

O HanmIMy OOHOBIIEHHUM JlJist 03HaKOMIIEHHS TIepeiIuTe M0 TUIIePCChITIKE B
yBeloMJleHnH. [IprMedaHust K BBITYCKY OTKPOIOTCSI B HOBOM
BKJIaJiKe BeO-Opaysepa. YBenomMieHue He OJIOKApYyeT paboTy B
MIPWIOXKEHUH U 0TOOpakaeTcs B TedyeHHe 14 KaJleHAapHBIX JTHeH
€O AHs 0OHOBJIEHUS CUCTEeMbI, IIOKa II0JIb30BaTellb He
03HaKOMMUTCsI C U3MeHeHUsIMU WM He 3aKpoeT yBefloMJleHHe,

Ha’>XdaB KHOIIKY x .

006 usmeHeHuH sI3bIKA UHTEpderca Bo Bpems paboThl B TPHIIOXKEHWH SI3bIK UHTEpderica CUCTeMbI
MO>eT GBbITh M3MEHEH IMOJTh30BaTeIeM WITH af]MUHUCTPATOPOM
I1O MouOduc. YToOb! M3MeHeHUsI BCTYITWIN B CHITY, 0OHOBUTE
CTpaHMUITY.

00 u3mMeHeHHU CUCTEeMHBIX HacTpoek | Bo Bpems paboThl B IPWIOXKEHUH aIMUHUCTPATOPOM

IT1O MoiOduc MoryT ObITh U3MEeHeHbl CUCTEMHbIE HACTPOUKHU.
151 KoppeKTHO!M paboThl B ciCTeMe OOHOBUTE TEKYIITYI0
crpanuIty Be6-6pay3epa. IIpu monbiTKe BHITIOTHUTD OTIEpaIyio,
0 KOTOPOU OBbIIM M3MeHeHbl HACTPOUKH, He OOHOBUB CTPAHUITY,
Ha 3KpaHe 0TOOpasuTcs coobienue 06 ommbke. [locre
OOHOBJIEHHS CTPAHMITBI MOXKHO ITPOJIOJDKATh PaboTy B

I1O MoiOduc.
006 ucTeueHNM CpPOKa JIeUCTBUS Bpems oTobpakenust mpeaynpexaeHus HaCTpauBaeTCs
apoJis anmuuuctparopoM [10 MoitOduc. [lepeiinute 1o runepcchuike

B IIpeTyTIpeXXIeHHH, YTOOBI OTKPBHITh CTPAHHUITY U3MEeHEeHUs

IapoJid, Wik KHOIIKY x , 9TOOBI 3dKPbITh €ero.

Kpacubiit 6aHHep bannep HacTpavBaeTcst aIMUHUCTPATOPOM CHUCTeMBI. [list
3aKpLITHS OaHHepa HAKMUTe

KHOIIKY X s rostygeHus 6osee oapoOHOM HHPOPMAITUX O
COJIepXXUMOM OaHHEepa 00paTUTeCh K aIMUHUCTPATOPY
CUCTEMBI.

[Ipu ymanenuun wiaM  OJOKUpPOBKe Tojb3oBaresis aamuHuUcTpaTopoM [10 MoitOduc
3aBepIIaloTCs BCe aKTUBHbBIE CECCUU TT0JIb30BaTeNIsl B CUCTEME.
HNHuTepdeiic ocTanbHbIX MANOK aHAJIOrMYeH WHTepdency pasznena Mou qOKyMeHTHI, 3a

HUCKJII0YeHreM IldHeJIn UHCTPYMEHTOB pd3/ielld KOPBHHH.
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4.1.1 I1anessr HAaBHTalUH

[To ymom4anuio Ha TaHe M HaBUTaIlUM HaXOJSATCS ClieAyoliue 3jieMeHThl (cM. Tabinuiia 5):

Tabsuma 5 — OneMeHTH IaHeNIU HaBUTalluKU

OJleMeHT Onmcanue
Kromka | ’ [JOKyMEHTbI ~ OTKpBITH MEHIO NPUIIO)KEeHUH U ObICTPBIX IeHCTBUM
Kuornka JlobaBuTE Cospath JOKYMEHT, NANKy WK SPJIBIK BeO-CTPAHUIIbI U

3arpysuThb (Gaia Wix Nanky

Paznen Mou qoKyMeHTHI Copep kT nankut wiv baisibl Baziesibiia yYeTHOM 3aITHCH,
HEeJIOCTYITHbIe IpyruM mosb3oBaTensM [10 MoiOduc

Pazpen JocTymHbie MHe Copep>xut nanku Wiu baiibl, JOCTYI K KOTOPBIM ObLI
IIpefioCTaBJIeH 10JIb30BaTelIt0 X aBTOpPaMu WM BilaJleslbliaMU

Paznen O6miue manku Pazpen ¢ otmenbHOM KBOTOM J1s1 XpaHeHUs! 001uX (ailyios.
AIMUHHCTpPATOP CUCTEMBI CO3[IaeT B 3TOM pasfiesie MarKy
BEepXHEero ypOBHS ¥ Ha3HAYaeT BJIaJIeJIbIIEB JIJIS YITPABIIEHUS
IIOCTYTIOM K 00beKTaM B HUX

Pazgen OTrMedennsie Conepxut nanku Wiy Gaiiibl, OTMeYeHHbIe TI0Ih30BaTeJIeM KaK
Ba)KHEIE
Pazpen OrTciexuBaemMsaie Conepxut daiiibl, Ha KOTOPBIE BbI MOJIMTHUCAIIVCE JJIs

MOJTyYeHHs YBeJOMJIeHHI O COOBITHSIX

Pazgen HepaBaue Conep>xut nocyeiHe OTpe/JaKTUPOBAHHBIE IOKYMEHThI W/WH
daliyTbl B pexxuMe IIpeIBapuTeIbHOTO IPOCMOTPa, W/WIN
JIOKYMEHTHI, TI0 KOTOPBIM OblIa OTKPBITA UCTOPHS BEPCUI

Paznen Kop3una Copepxut baiiiibl, yaajleHHbIe TI0JIb30BaTesieM
Agarap OTobpaxkaeT UHULIUAJIBI WK GOTO MOIb30BATEIS

OTKprB&ET JOCTYII K CITDABOYHLIM MaTepuajlaM

Kuorka @ CopaBka

KaxxgoMy mnosib3oBarento BblfielisseTCsl OrpaHMYeHHbI 00beM IMPOCTPAaHCTBA B XPAHUIIHUIIE

daiiyioB — KBOTa.
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B nuuHO# KBOTe 110/1b30BaTeIsl YYUTHIBAIOTCSL:

— Bce (aribl U3 pasziesia Mou IOKyMeHTHI;

— Bce BepcuM GaisioB U3 pasfieiia Mou JOKyMeHTHI;

— ¢ailiibl, TepeMellleHHbIe U3 pasziesia Mou mokymeHnTbl B Kop3uny nosib3oBarers;

— I/I306pa)KEHI/Ie, JobaBIeHHOe B KaUecTBe dBdTdpad I10JIb30BaTeJId.

B nuuHOM KBOTe He YUUTHIBAIOTCS:
— ¢aiinet 13 pasnenos Jlocrynapie Mue 1 O0IIHe manky;

- (baﬁﬂbl, IrepemMelnieHHbIe U3 pa3iesiad OGIIII/IE IIaIIKH B KOPBHHy I1OJIb30BaTeJIA.

IloBeeHye cMCTEeMBI IPY 3a0JHEHHON KBOTE:

1. O6sem atinob noavzobamens 6 xpanunuuie npubaudcaemcst K ycmaHo6aeHHOMY AUMUMY.

B BepxHelt 4acTy CcTpaHUIbI OTOOpaXkaeTcs peAyIpexxaatoiiee yBegomienue. [lonb3oBarens MoxeT

TIPOJIOIIKATh onlepalu ¢ daitiamMu. IIpeynpesxaeHHe MOXHO CKPBITh, HaXaB < WM IIOBTOPHO
aBTOPU30BABIIIMCh B BeO-NIPUJIOKeHUH. B cilyyae eciv Ha ClieAyloIMi JieHb npobsieMa C KBOTOM

OCTaeTcsl aKTyaJIbHOH, YBeIOMJIEHHe 0TOOpaXkaeTcsl CHOBA.

2. Ob6vem ¢aiinob nonv3obamens 6 xpaHunuwe docmue pasmepa BvideneHHoli kK6ombl.
B BepxHell 4yacTH cTpaHHUIIBI OTOOpa)kaeTcsl Tpeaylpexaaroliee yBefoMJIeHHe, KOTOpOe Heb3s
CKpBITh. JlanmpHelnive omeparuu c aiiylaMid HeBO3MOXHBI 0 MOMEHTa yCTpaHeHHs! MPOOJIeMbl C
KBOTOMH.

[Ipenymipexxnenue nyOonMpyeTcs B YBeOMJIEHWH, KOTOpPOe BCIUIBIBAeT IIPH HaBeJleHUU
Kypcopa Ha aBaTap I0JIb30BaTesl.

Ilns  ocBoGOXIEeHWS] TPOCTPAHCTBA yJajduTe HeHy)XHble ¢aiibl W3 XPaHWIMINA WIN

O6paTI/ITECb K daIMUHUCTPATOPY CUCTEMBI IJId YBeJIMYEHU pa3MepPad KBOTHI.
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CocraB KOHTEKCTHOTO MEHIO 3aBHCUT OT IPaB JIOCTYTIA TIOJIb30BATeNsl U COJIEP>KUT KOMaH/IbI
paboTsl ¢ o6bexkTamu (cM. Tabiuia 6).

YToOBI BHI3BATH KOHTEKCTHOE MEHI0, HAXKMUTe HpaBOﬁ KHOIIKOHM MBIIIM 110 00BbeKTaM MHaHeIn

HaBUTaIlUU.
Tabnuna 6 — KoHTekcTHOe MeHI0 aHejIu HaBUraluu
Mou noKyMeHTEI
OO6I11Me manKu
HocTtynHble MHe
Mown (B cCOOTBETCTBUU
JocTynHble MHe O61mue manku Kopauna
JIOKYMEHTBI C TIpaBaMu
e OtMmeueHHbBIE
bit I
Ty HenasHaue
OTKpBITH + + + + +
+
. B COOTBETCTBMHU C
O6mwuit foctyn + +
MpaBaMu
JIOCTYTIA
OTkasaTbCs oT
+ +
JocTyna
ITopenurscs
N + + +
CCBIJIKOH
+
B COOTBETCTBHHU C
[IeperimeHOBaTh + +
IpaBaMu
JocTyna
+
B COOTBETCTBMH C
[TepemecTuTh + +
MpaBaMu
JIOCTYTIA
Co31aTth KOIHIO + + +
Ckauathb + + + +
OtMmeTuTb + + +
+
B COOTBETCTBHHU C
Y nanurth + +
IpaBaMu
JocTyna

Ecnv manka, [jis KOTOpOM BBI3BIBAeTCS KOHTEKCTHOe MeHIO, y)Ke OTKphITa B paboueit
obsacty, To koMaHaa OTKPHITH He 0TOOPaXKaeTcs.
[Tpu ynaneHuu Tekylled MalKd C IOMOIIbI0 KOHTEKCTHOIO MeHIO B pabodeil obiactu

OTKPBIBAETCA pOAUTEJIbCKAas I1allKd.
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4.1.2 IlaHenb HHCTPYMEHTOB

ITanennb HUHCTPYMEHTOB IIpeiHa3Ha4eHa IJIsd pa6OTbI C BbI6paHHbIMI/I (baﬁﬂaMH XU IIallIKaMH

XPpaHUIMIIA. Ha manenn Haxopsrcs:

1. Crpoka 3arosioBka, KoTopasi oTobpaXkaeT IyTh K aKTUBHOM I1arike Uiy IOJIIankKe.
[Tyth k mamke WM TOATMANKe MOXeT ObITb CBepHYT. Hakmure KHONKY , 4TOOBI PACKpHITH
CIIMCOK CKPBITBIX IAmnok. MiMeHa Mamok B CIIMCKe PacIojiaraloTCsl CHM3Y BBePX, HauMHas C MalKu
BepxHero ypoBHs (cM. Pucynok 20). Ilpy HakaTuM Ha MMS MAllKU B 3TOM CIIMCKe OTKPbIBAeTCs

BbIOpaHHas IMarKa.

23] MoiOduc R

5O OkomnaHdM

¢ Mow goKyMEHTbI

Pucynok 20 — CrirCcOK CKPBITBIX MAIOK

2. Ilone Ilouck — moJie 11t morcka 0ObEKTOB B XpaHUJIUIIIE.

3. Knomnku, onucanHble B Tabnutie 7:

Tabnuna 7 — KHonkY Ha [1aHe W HaBUTaIlUN

Knormka Onwucanue
P Baxmoe OTMeTUTh TIaTKK KaK BaXKHbBIE.
OTobpaskaeTcs TOMBKO TOCIIe OTKPBITHS MAMKK B
paboueit obnactu
d  Cxavars Ckavathb BBIZIEIeHHBINA 0O BEKT

OTKpBITH OKHO YIIpaBJIEHUS OOIIUM JOCTYIIOM K
BBIZIEJIEHHOMY OOBEKTY

2 O6mwuit foctyn

[lomenurecs CCbUIKOU Ha OOBLEKT

E2 [TomeauTbCa CCHUIKOM

W Ynanurs Y anuTe BbIeSIeHHBIN 0OBeKT

OTKprTb CITMCOK JOITIOJTHUTEJIbHBIX KOMaH/I OJIsd

Eite
yIIpaBJIeHHS BIJIeJIEHHBIM 00HEKTOM:
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Knomnka

Onucanue

@ 0 .i = 1 @

o

= I'pynnmpoBka crnucka

['pynnvpoBaTh 0OBEKTHI IO ONpeesIeHHOMY
MIpU3HAKy

J:l YBegomnenus

OTKprTb OKHO C IIoCJIefHNMHU YBeJJOMJIeHUsIMHU O
COOBITHSX B c])afmax, Ha KOTOpbIe Bbl NOAITKMCAJIMCH

E.E?
) [Tocnenuue onepanuu

OT06pa3uTh WK CKPHITh CIIMCOK MTOCTeIHUX
oleparun

':B' CsoiicTBa

OT06pa3uTh WK CKPHITH ITaHeJIb CBONCTB
BBIOpaHHOTO 06BEKTa

HNHCTpyMeHTBI CTAHOBSATCS aKTHBHBI TOCTe BbIOOpa 00BEKTa B CIIMCKe B pabodeil 00yiacTu

WJIN Ha IIaHeJIM HaBHUI'allhH.

Hng o0BbekToB B

HoctynHble MHe MeHI0 + Eme cogepXuT IIyHKT

OTka3zaThbcs 0T IOCTyIIa — OTKa3 OT JIOCTYIIA K BbljleJieHHOMY dalily Wid Manke.

Ha nanenu unctpymeHTOB paszenia Kop3una HaxonsTcs ciiefyroliye 3JieMeHThI:

1. HaszBanue namnku.

2. KHoriku, npejicraBiieHHble Ha pUCyHKe 21:

KopsuHa T

Qi

Pucynok 21 — Ilanens nHcTpyMeHnTOB Kop3uHb!
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CBo¥icTBa psijia KHOIIOK OIMKCaHbI B Tabyuile 7. OcTanbHble KHOTIKU:

— 1% Ouncrurs Kop3uHY;

— ¢ Eme — npu HaXXaTHUH PaCKPBIBAIOTCS JOTOTHUTEIbHbIE KHOTIKH (CM. PucyHok 22):

&7 Mepemectutb
€ BoccTaHoBMTS

® Ypanutb

Pucynok 22 — JJonosiHUTesIbHBIE KHOIIKY ITaHeIM UHCTPYMEHTOB

3. Ilone ITouck — moJie 11 MOMicka 0OBEKTOB B XPaHUJTHIIIE.

HNHCTpyMeHTBI CTAaHOBSTCS aKTUBHBI TTOCIIe BIOOpa 06beKTa B CITMCKe B paboyeid 06J1acTH.
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4.1.3 Pabouasd obs1acTh
Pabouasi 065acTh COMEPXXUT CHUCOK OOBEKTOB AKTHUBHOM MaNKW XpaHWIUIA (ailyioB U
IpeJICTaBjIeHa B BHjie Tabyumibl. [lanky s mpocMoTpa COJIep>KMMOT0 MOXKHO BhIOpaTh Ha TaHeH

Ecmm manka mycra, To B pabouei 06s1acTh 0TOOpakaloTCsl 3JIeMeHThI YIIpaBJieHHs], KOTOphIe

II03BOJISIOT I10JIb30BaTeJII0 CO3/1aTh MM 3arpy3uTh aiiiel WK nanku (cMm. Pucynok 23). B pasnenax

HaBUTaIUH.
Hocrynubie MHe 1 OOIIHe MaNKU 3JIeMeHThl yIpaBjieHUs] 0TOOpaXkaloTCsl TOIbKO IPU HATUIUU Y
®©

IMOJIb30BaTeJId IIPpdBd PEHHKTI/IPOBHHI/IE.
P

Hosana nanka

B

B nanke HeT (aiinos
= B Na

N1 NepeMeCTUTE dalnt

NoGaBbTe MK ME '
Cozpnatbh ~

3arpyanTe ~

Pucynok 23 — Pabouasi 0671aCTh ITyCTOM IManku

B cmmcke oO6beKTOB aKTUBHOM HAIKU XpaHWIMIA aJipec BHEKTpOHHOﬁ IMO4YThI yadJIEeHHOI'O

I10JIb30BaTeIA 0T06pa>1<aeTc;1 CBeTJIO-CepbIM IIBETOM.

43
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JlJisi oIHOBpeMeHHOI'0 BbIOOpAa HECKOJIbKHMX OOBEeKTOB HaXXMHUTe JIeBOM KHOIIKOW MBIIIK Ha

3HAYKHU HY>KHBIX 00BEKTOB. BriOpaHHbIe 00BEKThI 0TMEYaloTCsI UKOHKOM Eﬁ (cM. PucyHok 24).

: - . —
Mo JOKYMeHTbI 4 1] : = N ®
= v Hewna S
4 Crapwe 7 gHen (2/5)
a Mognepxueaemslie dopMatsl Gainos.xods 168 KB 17 ceHTRG6DA, 2021 fa\ =
0 npogykTax MoiOduc.xodt 1464 KB 21 mapta, 2023
B Moioguc Texer.xodt 4048 KB 25 MaR, 2023
MoiOduc Tabnuua.xods 42 24 Kb 22 aBrycra, 2023
™ - e e . R
W) O npoaykrax MoiOduc.xodp 846 KB 22 aBrycra, 2023
4 MocnepHue 7 pHed (1/2)
PyK0BOACTBA -- 11 MapTa, 2024
v MonOdwuc MpesexTauus xodp 29.09 KB 12 mapta, 2024

PucyHok 24 — BrIG0p HECKOJIbKMX 0OBEKTOB

4.1.4 BoxoBas nmaHesnb

Ha 6okoBoii manenu MOTYyT OTO6pa>KaTbC§[ CBOMCTBA AaKTHBHOI'O OOBEKTa WM CIIHCOK

NOCJIeHUX OIlepalyu.

YTOoOBI OTKPHITH OOKOBYIO TIaHE b, BOCIIOJIB3YUTECh OJHUM K3 CIIOCOOOB:

) o
1. Haxmure O Caoiicrea mwim E, IMocmeqHue onepamnyy Ha NaHeI MHCTPYMEHTOB.

2. OTKpOﬁTe KOHTeKCTHOe MeHIO HaXdTHheM HpaBOfI KHOITKON MBIIIH I10 CTpPOKe C 00BEKTOM

1 BbIOepute 1yHKT CBolicTBa.
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4.1.4.1 I1anes CBOMCTB

Ha manenmu cBOHCTB akTUBHOIO OOBEKTa HaXoadaTCd BKIIAAKH CpoiictrBa u CoObITHS

(cm. PucyHnok 25).

) Moit0duc TekcT.xodt X
CeoicTea Co6bITHA

Pasmep 4.76 MB

Cosnano 13 anpena 2023, 17:16
Anexcasnp CMUDHOS

N3mMeHeHD 6 MapTa 2024, 13:33
Anexcasgp CMUPHOS

Pa3smMmep Bepcui 476 MB

WcTopua Bepcuil

22 06lWKiA gocTyn

Boi Brnageney

Pucynok 25 — [lanens cBOMCTB

Bxkanka CBoiicTBa BU3yallbHO pa3sfiesieHa Ha O10ku. [lepBriii 610K COMIEPIKUT CIIeyIOITYIO
“H}OpMaIHuIo:
— pa3mep;
— JIaTy U BpeMsl CO3/IaHHsl, UMsI aBTOpa OOBEKTa;
— JIaTy U BpeMs IIOCJIeJJHETO M3MeHeHHs O00beKTa, UMsl I0JIb30BaTelisl, KOTOPbI BHOCWUII
MIPaBKH MOCIIETHUM;
— pa3Mep Bepcuy;

— runepccbuiky Ycropus Bepcuif;

Pa3meps! Bepcui yka3bIBatOTCs TOJIBKO 1S PaliIoB.
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Ilpy HaBenmeHuM Kypcopa Ha MMs aBTOpa OOBeKTa WM Ha WM II0JIb30BaTeslsi, KOTOPBIN
BHOCWJI IIPaBKHU I10CJIeJJTHUM, IIOSBIISIeTCSl BCILIbIBaOIllee OKHO C JIOIOJIHUTENIbHOM HMHpOpManueid o
nojb3oBareie U rumnepccblikoi IlompodHee ays mpocMoTpa MHpOpPMalMM O IIOJIb30BaTelle B
npwioxxeHnr «MornOduc KonrakTel» (ipy uHTerpanmu ¢ «MonOduc [Touray).

O0bekThl B pasfienax OtMmedennble, OrciaexxnBaemble 1 HemaBHme copjepxar
JOTIOJIHUTeJIbHble ITYHKTBl BO Bkilajke CBOMCTBA: pacrojiokeHUWe U TMIIepCCBhIIKY C Ha3BaHWeM
HaIKy.

Brok 4P Iy6amunble cchLIKM 0TOGPAXAIOTCS Y BIafeNblia H Y HOIb30BaTeNell C IIPaBOM

Yunpasnenue, eciiv 11 aKTUBHOTO 06bekTa chOpMHPOBaHa XOTsl Obl OJJHA MTyO/IMYHAs CChLIKA.

o)) . .
brok ~~ OOmmi JocTynm oToOpakaeTcs Yy Biajienblla ¢aila WM TalmKd, a Takke ¥
moJsib3oBaresied ¢ mMpaBoM YmupasieHnue. [Ipu mepexojie 1Mo TUIEpPCChUIKe B THUAJIOTOBOM OKHe

BBIBOJJUTCS CITMCOK II0JIb30BaTeJIer C BUIaMH I1pas. HepBbIM B CIIMCKe I10 YMOJ/IYaHHIO CTOUT —

™ Bnageer.

@ HWudopmarys 0 BbJAHHBIX IIpaBaxX [OCTylla B OOKOBOW IaHelIW OToOpaxaercs y

MOJIb30BaTesler B 3aBUCUMOCTH OT poiin.

Tabnuna 8 — OTobpakeHre nHGOPMAIIMU B 3aBUCUMOCTH OT POJIM M10JIb30BaTeJIs

Bun mpaBa OTobpakenre MHGOPMAITUX Ha OOKOBOM MTaHEeIH

Bnagenern [Tonp3oBaTento c mpaBoM Biajeser JOCTYITHEI TOIBKO CBOM JTAHHbLIE

. 8] .
Kak Biajienbna ¢aina. CrpaBa OT TANEPCCHUTKA ~~ QO

IOCTYI BBIBOJUTCS Haanuch «lIpegocraBieny», eciiu moJjib30BaTellb
JleJTWIICS CChUIKOM Ha daiil yepe3 0Ot JOCTy

YipaBiieHue [Tonb3oBaTento ¢ mpaBoM YnpaBJjieHHe JOCTYITHbI JJAHHbIE O CBOUX
MpaBax | O IpaBaXx BJaiesTbIa

[IpocmoTp u PenaktupoBanue [Tonp3oBaTento c mpaBoMm IIpocmoTp wim PemakTpoBanue
JIOCTyIHA WHGOPMAITUS O CBOUX TIpaBax U O BIIaieNiblle daiia.
Hndopmarus o apyrux mnpaBax AOCTYIA K 00BEKTy HeJJOCTYIIHA.

)] .
Bwmecro runepcceiiku - O0mumii mocTyn orobpakaercs KOMaH/a

-
2 Orka3zaTbCs OT JOoCTyna
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@ Ecnmu mnonb3oBarens ypajmeH, TO PpsSgoM C HKMeHeM OToOpaXkaeTcsi HaJIMCh
«HeakTBen» — mnpocmoTp noapobHor uHpopManuu o HeM Ha naHenu CBoricTBa

HEeBO3MOXEeH.

Jlns pocMoTtpa nHbopManuu 06 06bekTe BbIOEpUTe ero B pabodei 06J1aCTH WIKM Ha TMaHeNI!
HaBuranuu. [Ipu BrpiOOpe 6Goree opHoro c¢aina Ha IaHelIM CBOMCTB OTOOpa)kaeTcss KOJIMYeCTBO
BbIJIeJIEHHbIX (aWJIOB, a TakXe WX CyMMapHbIA pa3Mep M CyMMapHbIM pa3Mep BCeX BepCui

(cMm. PucyHok 26):

Bbi6paHo: 2 anemeHTa X
Pasmep 2.45Mb
Pasmep Bcex 2.45MB

Bepcun

Pucynok 26 — [lanenb cBOMCTB Ipy BEIOOpe HECKOIBbKUX (PailyioB
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Bxkiagika Co0bITHA COJIEPXXUT UCTOPHIO JIeUCTBUN ¢ 06bekToM (cM. PucyHok 27). Briaaka
HeJIOCTyTHA TOJIb30BaTelissM ¢ mpaBoM IIpocMoTp. AIMUHUCTPATOpP CHUCTEMBI MOXKET OTKJIIOUUTD

oTobpakeHue BKJIagku CoOBITHSA ¥ GUKCAIMIO UCTOPUM JIEUCTBUM C OOBEKTOM.

C‘l O npogykTax MoiOduc.xodt *

CeoWcTea CobbiTHA

CerogHa

M-

Bbl M3MEHMNW HACTPORKK focTyna 10:22

@ Anekceil BepTMHCKKMIA 4

MapT, 2024 .

Bbl cozganu nyGnuYHyro cobinky I mapra
cO cpokoMm fercTeuns: 14 mapTa
2024,13:00

Bel nepermenosanm daiin 11 mapTa

Hersnrmosyren ot

Bbl BoccTaHoBMAM daiin 11 mapTa
W3 KOP3UHbI

Pucynok 27 — Bruiagika « CoOBITHS

B IIAHHOM BKJIaJIKe OTOﬁpEDKHIOTCF[ dlregyromye COOBITHUS:

— Cco3[laHue IOKyMeHTa WM HOBOH Manky (BKJII0YaeT JeiCTBUe 3arpy3Ky Marku);
— CO3/IaHMe JIOKyMeHTa U3 mabJIoHa;

— 3arpy3ka ¢aiina;

— M3MeHeHHe COJIEPXKUMOTO JIOKyMeHTa (GUKCHUPYEeTCs KaXK/Ible IBE MUHYTHI);

— MepenMeHOBaHUe daiijia UK TarKy;

— yZiaJieHre WM BOCCTaHOBJIeHUe 00bekTa n3 Kop3uHbr;

— BOCCTaHOBJIeHHEe 00BeKTa aIMUHUCTPATOPOM;

— TiepeMellieHre 00bEKTa;

— 3aMeHa (aitna;

— CO3/IaHYe WIH yAaJieHre yOIMIHON CChUTKY;

— yAadJjieHne 1uin 6JIOKI/IpOBKa HY6HHQHOIZ CCBUIKH dIMUHUCTPATOPOM;
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— aBTOMaTH4ecKasl OJIOKMPOBKa ITyOJIUYHOM CCHIIKY;

- ,I[O6aBJ'IeHI/Ie, HN3MeHeHHe WIN yJadJIeHue IMPAMbBIX IIPpdB JOCTYIIA.

Jljis manky 0TOOpaXkaroTCsl U3MEeHeHMsl, KOTOpble MTPOM3OIUIN C IAIlKoHM, a He ¢ 00beKTaMu
BHYTpH Hee.

[To xa>x1OMy COOBITHIO PUKCUPYIOTCS:

— JlaTa U BpeMsl COOBITHS;

— aBaTap U UMsl MOJIb30BaTeJIs;

— TUII COOBITUSL.

CoObITHSI COPTUPYIOTCS TIO YOBIBAHUIO JIaThl BO3HUKHOBEHMSI COOBITHS U OTOOPaXKalOTCs
rpymIaMu:

— cOOBITHS 3a TEKYIIUM JIeHb C YKa3aHUeM BpeMeHH;

— COOBITHS 3a IOCTIe/IHAE CeMb JIHel, He CUMTasi TeKYyIUH JIeHb;

— coOBITHS 33 Mecsl] C yKa3aHueM roja.

KomuuectBo cobpiTHE 110 0OBEKTYy peryjvMpyercs agMHUHUCTpPAaTOpoM cuctembl. [lpu
TOCTHXKEHUHM MaKCUMAaJIbHOTO 3HAYeHUs] paHHUe COOBITHUS YIaISIFOTCS.

Jl1s1 mpocMoTpa ucTopyuy COOBITHI daiiyia WM MaNKJA BbIOepuTe 00beKT B pabodeit 06y1acTu
WJTM Ha TIaHeJI HaBUTAIlMU U MepeiinuTe Ha BKJIaAKy 6okoBoi maHenu CobdsrTus. [1pu Beibope Goee
oJIHOTO 0O0BekTa BkiIajika CoOBITHS He 0TOOpaXkaeTcsl Ha MaHeJld CBOKMCTB OOBHEKTOB.

Ha cobnrtus B q)aﬁnax MOZKHO HOAIMUCATHCA U 1I0JIY4dTh YBEeJJOMJIEHN .

4.1.4.2 CiucoK moC/IeHUX OTeparuii

HpI/I BBITIOJTHEHHWH onepauuﬁ: CO3[1dHHe TIallKH, KOIIMpOBAHHE, I1epeMelleHnre Uin yladjieHre

2
00BbeKTa — KHOIIKa E'Q Ilocneguue oIepamuu Ha I1aHejIi MHCTPYMEHTOB CTAHOBUTCS aKTHBHaA.
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s o
Ilpu Haxatuu Ha Fg IMocaeauue omepamum Ha OGOKOBOM IIaHeIM OTOBPA3UTCS CITMCOK
BBITIOJIHSIFOIIUXCS, 3aBepIIeHHbIX Y MIpepBaHHbIX omnepanuii ¢ oovektamu. [Ipy HaBemeHun Kypcopa

Ha oOImepanydio K3 CIIMCKa 0T06p83HTCH JOOIIOJIHUTEeJIbHbIe KHOIIKKW  JOCTYIIHBIX JerCTBUA

(cMm. PucyHok 28):

MocnefgHWe onepauuu X

MNepeMelleHue «PyKoBOACTEO MON... gj
Co ®

e «PykoBoacTEa
OTMEHNTE

P BoccTaHoBnEHUWe «[ofnepMuBasmMele GopmMar...

NepenATH B Nanky

C‘o Yaaneuue «Mogoepxueaemole Qopmatel Gain..

Pucynoxk 28 — Ilocnegaue onepanuu

HaxaTve Ha Ha3BaHMe olepallid OTKPbIBAaeT AeTalbHOe OKHO 00 olepaiuy, B KOTOPOM
MO>KHO IIPOCMAaTpUBaTh CO0bIIeHusI 000 Bcex 00beKkTaX, HaJl KOTOPbIMU ITPOU3BO/IUIIUCH JIeWCTBHSI.

[Ipu 3aBepiieHMM OIepalMK CTaTyCOM, OTJIMYHBIM OT «YCIelmrHO», Ha OOKOBOW MaHeIu
0TOGpa3UTCs COOTBETCTBYIOIIIEEe YBeJOMIIEHHE.

,HJ'[SI OTMEHBI OIllepalily IiepeMelieHns WK Y[dJIeHUsd HaBeluTe KYpPCOp Ha 3dllUChb 00
ornepany U HaXKMUTe D OTMeHUTD.

,HJ'ISI yAaaJieHHus 3alliCr 00 onepdalivi U3 CIIMCKd HaBeIuTe KypPCOp Ha 3aIlIMCb U HAXKMUTE

@ YHHJII/ITI) M3 CITHCKaA.

JI/1s1 3aKpBITHS CIMCKA TIOCTIeHUX OIlepalldii HaKMUTe 24 B BepxHeM yIJly HaHesH, 160

2
IIOBTOPHO HAXXMUTE E'Q HOCJIEHHI/IE ornepamnuu.
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4.2 Pabora B xpanuuiie ¢aiioB

4.2.1 Co3paTh MOKyMeHT

HoBrlii TOKyMeHT MOXHO CO3/1aTh B pasfieie Mou JOKYMeHTBI, a TakXe B I1allkaX pa3/lesioB
Hocrynabie MHe 1 OOIIHe mamkH, ecjii y IOJIb30BaTessl ecTb TpaBo PemakTupoBanue. [Ipu
BBIIIOJIHEHUM oInlepaivy B pasfenax OtmeuenHble, OtciexuBaemble, HenaBuue 1 Kopsuna
Co3/1aBaeMbli JOKYMeHT JJ0OaBUTCS B pa3fienl Mou JOKyMeHTHI.

Yrob6sl co3math HOBBIM JOKyMeHT B «MoiOduc JlokyMeHTbI», BBIIOJIHUTE CJefyIoliue

IEeNCTBUS:

1. Bribepute ouH 13 CIIOCOOOB:
— HaxkmuTe Jlob6aBUTH HA TTaHeJ M HABUTAIINY;
— HQXXMUTE MPaBOM KHOMKOW MBIIIIHU IO ITyCTOMY TIOJII0 B paboueit 006/1acTy;
— HaxkmuTe Co3gaTh B pabouelt obmactu (KHOMKa OTOOpaXkaeTcsl TOJIbKO B MyCTBIX IMalKax

IIPpU HAJIMYKNHU Yy I10JIb30BaTeJIsd IIpaBad PEHHKTI/IPOBHHI/IE);

— HaXXMHUTE KHOTIKY O HOKYMEHTbI ¥ Ha naHe/IM HABUTALUM U BbIOEPUTE HeOOXOAUMBbIN
OyHKT B MeHIO ObIcTppix JedctBuii:  Co3pgath jokymeHT, Co3maTh TabUIy,

Co3narp rpe3eHTaIuIo.

2. B nosiBuBIIeMcs MeHIO BbIOepuTe TUII co3faBaemMoro obwvexra (cM. Prucynok 29):
— JJoxkyMmeHT;
- Taoumna;

— IIpe3enTanus.

[OKYMEHT

Q0

TaBnuua
[pezeHTaumMa
MNanka

Apnbik BeB-cTpaHKULbI

[ 3arpysute dain

G2 3arpyauTb nanky

Pucynok 29 — Menro BbiOOpa o6bekTa
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[Tpu cozmanum TOKyMeHTa MOsIBIsIeTCsl OKHO Bbibopa dopMara:
— Microsoft Office;
— HokymenTtbl MoitOdwuc;

— OpenDocument (LibreOffice, OpenOffice).

s paboTel B pemakTope BblOepuTe HY)XHBIM ¢dopMaT JOKyMeHTa UM HaxmuTe Co3gaTh.
JloKyMeHT OTKpOeTCsl B HOBOM BKJIaJIKe M COXPaHUTCSI B TeKyllled INarnke (ecM ecTb IIpaBa Ha ee
pellakTUpOBaHWe) WIM B KOpPHeBOW Ianike MoM HOKyMeHTHI (eciii IIpaB Ha pelaKTHpPOBaHMe

TeKYyIleH Marku HeT).

@ YTo6Bl HOBBIE JOKYMEHThI IO YMOJIYAaHUIO CO3/1aBaJIMCh B BbIOpAaHHOM dopMmare,

ycTaHoBUTe (JIaKOK BoJibille He MOKAa3bIBaTh.

Hacrporiku ¢popmara MOXXKHO U3MEHUTDH B Ipoduiie.

CosznanHble JOKYMEHThl aBTOMAaTHM4eCKU NpHWHKMAOT Ha3BaHue «HoBBIM nokymeHT». B
CKOOKax MpocTaBiisieTcsi TUGPOBOM UH/IEKC B 3aBUCUMOCTH OT KOJIMYECTBA HOBBIX JJOKYMEHTOB.
H3meHuTe Ha3BaHWe JAOKYMeHTa, KIMKHYB Ha moiie «HoBbI foKkymMeHT». B oTKpbIBIIEMcs

OKHe BBeJrTe Ha3BaHHe B I10JIe Hazpanue u Haxkmute OK.

Eciy BBecTH yike cylllecTBylolllee B Ialke Ha3BaHWe HokyMeHTa U Haxartb OK, To mosne

Ha3zBaHmue 1oicBeTUTCSI KpaCHBIM IIBETOM, a BHU3Y MOSIBUTCS MO CKa3Ka (cM. Pucynok 30):

NepevmeHoBaTb

HassaHue
MoinOduc Texket xodt

3TO HMA YKE MCNONb3YeTCA

OTMeHa

Pucynok 30 — CoBnajienne iMeHH JOKYMeHTa

L[aaneﬁmHe JEeuCTBUSL C JOKYMEHTOM OCYHIeCTBJ/IAIOTCA B COOTBETCTBHMM C THIIOM

CO3IdHHOT'O JOKYMEHTA.
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4.2.2 Co3paTh manky

HoByto manky MoOXHO co3faTh B pasiejie Mou JOKyMeHTbhI, a TakXe B IalKax pa3fesioB
HocrynHabie MHe 1 OOIIHe mamkH, ecii y IOJIb30BaTessl ecTb NpaBo PemakTupoBanue. [Ipu
BBINIOJIHEHUM omepaiiid B pasfeniax Ormeuennnle, HemaBuue u Kop3uHa co3naBaemasi marika

nobaBUTCs B pa3zesl Mou JOKyMeHTHI.

Ytobbl co3maTh HOBYIO manky B «MoiOduc JlokyMeHTb», BBITIOJIHUTE CJeAyIoliye
JeCTBUS:
1. Boibepute oguH U3 ciocoboB:
— HaxMuTe Jlo0aBUTH Ha I1aHeId HaBUTaIUH;
— HaXMUTe [IPaBOM KHOIIKOM MBI TI0 IIyCTOMY I10JII0 B paboyeii 061acTy;
— Haxmute Co3garh B paboueit obacru.
KHonka orobpakaercs TONbKO B NYCTBIX MalkaX Ipd HaJIWYMM Yy T0JIb30BaTess IIpaBa
PemakTupoBanue.
2. B nosiBuBIIEMcst MeHIO BbIOepuTe TUI co3maBaeMoro obbekta Ilanka (cM. PucyHok 31).
3. B oTkpeiBIIIEMcs OKHe BBefUTe MMs Co3/1aBaeMoy Manku B nosie Ha3BaHme U HaxxMuTe

OK (cm. Pucynok 31).

Beegute MMA Nanku

HassaHue

WabnoH|

Pucynok 31 — OxHO BBOJlJa HAUMEHOBAHUS TAIKU

Co3znmanHag marnka oTobpa3uTcsi B paboueid 06J1acTH B TeKyIlled Marke B XpaHWIHile $aiioB
Y Ha TIaHeJTM HaBUTallWH.

Co3maHHBIe TIATIKM aBTOMATMYECKH TNPUHUMAIOT Ha3BaHue «HoBas mamka». B ckobkax
MPOCTaBJIsieTcs: U POBOM WHAEKC B 3aBUCHMOCTH OT KOJIMYEeCTBA HOBBIX TAIOK.

HpI/I H€06XOI[I/IMOCTI/I epeuMeHYUTe Ha3BaHMe IIAlKU U noaTrBepaurTe JerCcTBUe HakaThuem

Ha kHonky OK.
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Ecm BBecTu yxe cymiecTBylomiee HazBaHWe manku u HaxaTb OK, To mone Ha3Banue

MIO/ICBETUTCS] KPACHBIM I[BETOM, a BHU3Y MOSIBUTCS MOJICKa3Ka (cM. PrucyHok 32):

BeepguTe UMA nanku

Haszsakue

PykoeogcTea

3TO UMA YHE UCNONb3YeTCA

OTmeHa

Pucynok 32 — CoBmajieHre UMeHH IanKu

YTo0OBI PACKPLITh UK CBEPHYTH epeBO ITAIllKU Hd ITaHEeJIM HaBUTr'dllMW, HAX)KMUTEe KHOIIKY »

CJieBa OT Ha3BAHU4 I1AIIKH.

B pesynbraTe co3maHus Manku:
— manka oTobpa3uTtcs B pabodeii 00J1acTu;

o =]
— Ha IIaHeJIM MTHCTPYMEHTOB CTdHET aKTUBHOM KHOIIKA I::ﬂ Ilocneguue oIepaiuu;

— I/IH(l)OpMaL[I/ISI O CO3JaHWM IallKH IMOSIBUTCS B CIIMCKE IT0CIeJHUX Olepalluu.

4.2.3 3arpy3uTthb Qa1 WiId NanKy

3arpy3utb a1 WM NalKy MOXHO B paszesl Mou JOKyMeHTBI, a TakKe B I1allKU pa3/elioB
Hocrynabie MHe 1 OOIIHe mamkH, ecjii y IOJIb30BaTess ecTb TpaBo PemakTupoBanue. [Ipu
BBITIOJIHEHUM onepanivy B pasnenax Ormedennnie, HenaBuue u Kop3una, 3arpyxaeMble 00beKTbI
OymyT mobaBiieHbI B pa3yiesl Mou JOKyMeHTHI.

Anmunuctparop [10 MoitOduc moxeT yCcTaHOBUTH 3alpeT i TPYIIIBI [I0JIb30BaTesled Ha
3arpy3Ky omnpejielieHHbIX TUIIOB (aitsioB. IIpy noneiTke 3arpy3uTh (aiis 3arpelieHHoro TUIla B OKHe
3arpy3KH IOSIBUTCS COOTBETCTBYIOIIAs OIIMOKa.

B «MoitOduc JokyMeHTb» He TMONYYUTCS 3arpy3uTh MyCTylo manky. [lo ymomdanuio
pa3Mep 3arpyxaemoro ¢paitia He JOJDKeH HpeBbiaTh O ['0aiT. B cilydae npeBbIllieHUs IMMUATA TIPU
3arpy3ke daiia Ha 3KpaH OyJeT BbiBeJleHa MHGOpPMAIUSI O COOTBETCTBYIOIEH oIuoOKe. JlaHHBIN

napaMeTp MoxeT ObITb U3MeHeH agMuHucTpaTopoM [10 MoitOduc.
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Yro6s! 3arpy3uts ¢aitnn uinu nanky B «MonOduc JJokyMeHTb» U3 BHeIIHEro UCTOYHMKA,

BBITIOJTHHUTE ClIeAyIolire JEerCTBUS:

1. Bribepute oH 13 CIIOCOOOB:
— HaxmuTe J{o0aBUTH Ha NIaHeJIM HaBUTAllUY;
— HaXMMUTe MMPaBOM KHOIKOM MBIIIH T10 ITyCTOMY TIOJTIO0 B pabodeii 00J1acTy;
— HaxMuTe 3arpy3uthb B pabodeil obiacty (KHOMKa OTOOpakaeTcsl TOJILKO B ITYCTBIX
nankax Ipy HaJIMYMM Yy MoJib30Baresis npaBa PeakTupoBanue).
2. B nosBuBmleMcs MeHIO BblOepure 3arpy3uThb paiin Wi  3arpy3uTh HAIKYy

(cMm. Pucynok 31).

3. B OTKpbIBIIEMCS MaJIOTOBOM OKHe BblOepuTe HYXXHBIM (ail WM MankKy W HaKMUTe

OTKpHITH.

3arpy31<a HOKYMEHTOB [OCTYIIHd KdK B HMCXOJHOM (1>opMaTe, TaK U C aBTOMAaTHUYEeCKOU
KOHBEPTE\HHEFI BO BHYTpeHHI/Iﬁ (bOpMaT OJisT BO3MOJKHOCTU penaKTHUPOBAHUAI. HaHHbIﬁ pexum

peryidpyercs B  HacTpo¥ikax mnpodwmusd. JlocTynmHOCcTh  3TOM  QyHKLIMM  OIpelersiercs

dIMUHHUCTPATOPOM.

Hoxymentsl DOCX, XLSX, ODT, ODS, PPTX, ODP 3arpyxatorcs B 06jako B

VCXOOHBIX popMaTax M JOCTYIIHBI Ji1s paboThl B pefakTopax MoiOduc.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024

(@]
(@)



MounOdounc

[Tpu 3arpy3ke OOBEKTOB B IIpaBOM HM)XXHEM YIJIy OTOOpasuTCsS OKHO CO CIIMCKOM

3arpy>kaeMbIx OOBEKTOB U XO/Jle BBIIIOJIHeHUS orepalinii (cM. PrucyHok 33).

3arpyzxa 1 obbekTa...

Qa Moit0duc TekeT.docx

® Tabnuua.png

c’ﬂ 0 KoMnaHu1 MoiOduc.docx

® TekcT.png

MoiiOduc MpesenTaums.pdf

Pucynok 33 — Crnincok 3arpy»kaemMmbix 0ObeKTOB

B okHe 3arpy3ku ucnonb3yuTe ciefyomiye KHonku (cMm. Tabmura 9):

Tabnuna 9 — IlepeyeHb KHOIIOK OKHA 3arpy3KHu

Kuomka

Omnucanue

® [Tayza

JJ1s IprOCTaHOBKY 3arpy3Ku

@ Bo3obHoBuTH

151 BO30OHOBJIEHUS 3arPy3KHU

@ OTMeHuTHL

s oT™MeHbl 3arpy3ku daityia Wid Manku
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JIJIs1 IPOCMOTPa COEPKUMOT0 3arpy>KaeMoii [arky HaXMuTe KHOIKy ' (cm. Pucynok 34).

3arpyska 1 o6beKxTa... » Boz06HOBMTL X OTMEHMTb 3arpysKky
’] 3arpyaka MoK LOKYMEHTbI @ ®
U
3 keapTan.xodp 3arpyska 13 Kb Q roToBO
download png 3arpyaka 30 KB Q roToso
staller.ms 3arpyaka 93 MBE
ApxMe.Zip 3arpyaka 430 MB
KommeHTapun.xodt 3arpyaka B KB Q rotoso
m Mognmce.htm < 1KBE 0 OwnbKa 3arpysxku
S¥ema jpg 3arpyaka SMBE
>xema_2.jpg 3arpyaka 5 MB

CEEpHYTL

Pucynok 34 — JleranbHast uHGOpMaIus 06 orepariiy 3arpy3Ky Marku

[Ipy 3arpyske mamku C BJIO)KeHHBIMM IIallIKaMM MOXXHO OTMEHUThb 3arpy3Ky BIJIOXKEHHBIX
¢daitoB U Manku BepxHero ypoBHs. B aTom cilydae Bce mamku Bce paBHO OyAyT CO3[aHbI M OyOyT
cofiepkaThb $aJibl, 3arpy’kaeMble 0 OTMEHBI Ollepalliy 3arPy3KH.

[Tpu 3aBepiieHMM oOlepaliMi CO CTaTyCcOM, OTJIWYHBIM OT «YCIellHO», B CIIHMCKe
3arpy’kaeMblx OOBEKTOB M B OKHe C JeTaJibHOW HHQOpMalMeill MOSBUTCS COOTBETCTBYIOIIAS

WHIWKAIus.
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Eciv  npuocTaHOBUTH W/IM  OTMEHWUTb 3arpy3Ky C IIOMOIIbIO KHONKMA JOCTyma K
JIOTIOJIHATEJIbHBIM  OllepallvsiM B BepxHeM 4YacTh OKHa, OyAeT NpPUOCTAHOBJIeHAa WM OTMeHeHa

3arpy3ka BcexX He3aBepIlIeHHbBIX orepaiuii (cM. PucyHok 35).

3arpy3ka 1 06beKTa... v N :
e .
-~ @ BO306HOBWMTL 3arpy3Ky |
o Cookies (X) OTMeHMTB 3arpysky
Elﬂ Docl.docx FoToBC
o END OwwéKa sarpyake
) udwUKT-dPeE. jpg [OTOBC
) Tx 0TOE(
0 Tx
W

Pucynok 35 — JlononHuTeNIbHBIE OTIepallui

B pesyinbTaTe 3arpysku:

— a1 nim nanka orobpasuTcs B TeKyllled Ianke, OTKPLITOW B pabodei obmactu. Ecin B
IankKe, B KOTOPYIO 3arpy’kaeTcsi OOBeKT, y)ke CylleCTByeT OOBeKT C TaKUM >Xe UMeHeM,
IIOSIBUTCS IMAJIOTOBOe OKHO C BapUaHTaMU JeMCTBUM B 3aBUCUMOCTH OT THIIA OOBEKTa;

— nHpopManUs 0 3arpyske ¢aiia WIM IalKU IOSBUTCSI B OKHe, OTOOpaKalolleM CIIMCOK

3arpyskaeMbix OOBEKTOB.
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[Ipu coBnasieHnu uMeH 06bEKTOB JIOCTYTHBI CieAytorue aedctust (cM. Tabmuma 10):

Tabnuna 10 — Bo3MorxHbIe IeHCTBUS IIPY COBIIa/IeHUH UMeH 00BeKTOB

JeticTBue Omucanue
[TponycTuTh OTtmeHa 3arpy3ky 06beKTa C COBITAJAloNIM UMeHeM
Coxpanutb 06a CoxpaHeHue 3arpy>kaemMoro 00bekTa C HOBbIM UMEHEM.

K nmenn o6bekTa gobasiseTcs IMbpPOBOM UHIEKC, HAllPUMED,
«HoBsii1 nokymeHT (2)»

3aMeHUThb 3ameHa yKe CyIiecTByoIiero dgaiia Ha 3arpyskaeMbii.

B pesynbrate 3ameHsI:

1. Byner co3maHa HOBasi Bepcus datiia.

2. llpempimymivie BepCUX OCTAHYTCSl B UCTOPUM BEPCHIA.

3. Ilponmosmkat nercTBOBATh HACTPOMKU ODIIEro I0CTyma U
MTyOJIMIHBbIe CCHUTKY Ha 3aMeHsieMbId baii.

JloKyMeHT, OTKPBITBIN B peJlakTope, 3aMeHUTDb HeJlb3sl —
TIOSIBUTCS OIIUOKA

YTo0OBI INIpUMEHHUTDb BbI6paHHOE IercTBUe IUIsd  BcexX 3dI'py’>KaeMbIX 00BEKTOB C
COBIIadIOIMMUMHN KHMMEHdMH, YCTdHOBHUTE (bnaxcox HPI/IMEHI/ITI» Jid BCeX B [JMAJIOTOBOM OKHe.

HeiicTBue 3aMeHHTH MOXKHO IIPUMEHUTH TOJIBKO K (aiaMm.

4.2.4 OTKpHITH Qailn I NanKy

YToOb! OTKPHITH Galyl WM TANKy, HAKMHUTE JIEBOM KHOMKOW MBIIIK 110 HAa3BaHUIO 0OBHEKTa.
st paboThl C AOKYMEHTOM, 3alllMIleHHbIM I1apoJieM, yJajuTe Mapojib U 3arpy3uTe JJOKyMeHT
3aHOBO.

OTKpBITh ali WK MKy TakXKe MOXXHO M3 KOHTEKCTHOTO MeHIO, HaXkaB IPaBOM KHOIKOMN
MBIIIM TI0 Ha3BaHUIO O0BeKTa B paboueil 00JacTU WIM Ha INaHeIW HaBUrauuu. [[ns noKkymMeHTOB
BHyTpeHHUX ¢dopmaTroB XODT, XODS, XODP nocTynHbl BApHaHTHI:

— OTKpHITH B pelaKTope;

HokymeHT OTKpoeTcsi B Opay3epe W OyJleT JOCTYIeH AJis peJJaKTUPOBaHUs (IpU HaJIMYMAU TpaBa
PemaxkTupoBanue u Bbillle) WK TpocMOTpa (Tpy Hanuuuu npaBa IIpocmoTp) B pegakTope.
— OTKpPHITH B HACTOJILHOM peaKTope.

JloKyMeHT OTKpOeTCsl B HaCTOJIbHOM pefakTope MonOduc.

[@]]
)
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JlokyMeHTBI BO BHYTpeHHUX popmaTax Mo YMOITYaHUIO OTKPBIBAIOTCS B PeJJaKTOpe B pexxume

IMpoCMOTpPa (3Ta qJYHKI_II/IH BKJIlIOY€Had aJMUHHUCTPATOPOM, ee MOXHO OTKIIIOYHUTbH B HaCTQOﬁKaX

npodus).

HoxymenTsl B popmatax DOCX, XLSX, ODT, ODS, PPTX, ODP oTkpsiBatoTCs B
pexxrMe pelaKTHPOBAaHUSI WM B peXuMe IPOCMOTpa B 3aBUCHMOCTH OT TIIpaB

I10JIb30BATeJIA.

YToOBbl OTKPBHITH AOKYMEHT Ha pellaKkTUPOBaHMe, B peXHMe IpedBapUTeILHOIO IIPOCMOTpa
HaxkMuTe OTKPBITH B pefaKTope WM BblOepuTe NYHKT OTKPBHITH B pelakTope B KOHTEKCTHOM
MEeHIO.

JlokyMeHTBI B ¢opmaTax, OTIMYHBIX OT BHYTpeHHMX ¢popmaroB MounOduc, a takxe OT
dopmator DOCX, XLSX, ODT, ODS, PPTX, ODP oTKphIBalOTCSI B pexxume IpeABapUTEIbHOTO
IIPOCMOTpa.

Hns pelnakTHpoOBaHMWS JIOKyMeHTa HaxmuTe PemakTupoBath Kommw. [Ipousoiiner
KOHBepTalllsi BO BHYTpeHHUH ¢opMaT, U JIOKYMeHT OTKpoeTcs B Opaysepe. CKOHBepTUpPOBaHHas
KOIMSI CO3[jaeTcs B Iallke C HCXOJHBIM ailjioM IpyM HalW4YMM Yy TII0/Ib30BarTess IIpaBa
PenaxkTupoBaHue U Bblllle Ha UCXO/HBIM AOKyMeHT. I[Ipu Hamuuuu nipasa IIpocmoTp — B pasnerne
Mou K0KyMeHTBI 3TOT0 110JIb30BaTeJIsl.

[Ipy nepBoM OTKpBITMHM 3arpykeHHOro B 06jiako AokyMeHTa BHemiHero ¢opmara DOCX,
XLSX, ODT, ODS, PPTX, ODP aBromMaTH4eckud cO3faeTcsi HOBasl BepCHsl JIOKYMeHTa, B KOTOpPOM
COXpaHseTcs CoJiepXkUMoe UCXOAHOTOo daiina. B ciryuae HekoppeKTHOr0 0ToOpaXkeHUs1 00beKTOB UK
WCKaXkeHHs1 pOpMaTHUPOBaHMsI IOKyMeHTa B pefakTopax MoiOduc ecTb BO3MOXHOCTb BBITPY3UTh

€ro UCXO/IHYIO BEpPCHIO.

[Tpu otkpeiTin nokymeHta B popmare TSV, TAB, SCSV, CSV Ha skpaH OyzneT BbiBe[leHO
NIOIIOJIHUTeJIbHOe MajioroBoe OKHO (cM. PrucyHok 36), B KOTOPOM HeOOXOJMMO BBIOIHUTH
CIleIyIolve NeCTBUS:

1. YkaxuTe mnapameTpbl, BbBIOpaB K3 BBHINAJAOIIMX CIHACKOB TUI KOAWPOBKM U

OrpaHUYUTelIb, IPUMeHsIeMbIH JIJIS1 pa3/ieJleHus CTPOK.

2. VYcraHoBuTe GJakoK WM HECKOJIBKO GIIa’KKOB /ISl HACTPOMKU pa3jieJTUTeNsl CTOJIOIOB.
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B mpaBoit uactu ¢opmMbl OTOOpakaeTcs —IpeiBapUTENIbHBIA  MakeT JIOKyMEHTa,
COOTBETCTBYIOIIMI BbIOPAaHHBIM ITapaMeTpPaM.

3. Jlus 3aBepiienus omnepaiuu Haxkmute OK.

JokymeHT OyJileT CKOHBEepTHPOBaH BO BHYTPeHHUM GOpPMaT C y4eTOM yKa3aHHBIX [1apaMeTpOB

Y OTKPBIT Ha peflakTUPOBaHKe B HOBOM BKJIaJiKe BeO-Opay3epa.

KoHsepTayua «KOI8R.csv»

HaGop cMmBONOE (KOAWPOBKA MpegnpocmoTp
koiB-r -
A5 BT OEEMWS3
T A|B|B|T| O E| E| ] 3
- AEBTOEEM 3
MNpoGen

3anArtan
TouKa ¢ 3anaToi
3HaK TabynALuu

BepTuKanbHas 4epTa

Pucynok 36 — JluamoroBoe okHO KOHBepTaruu ¢aiina ¢opmata CSV

ObbeKkT, OTKpBHITBIM I[OJIb30BaTesleM B BeO-Opay3epe, OCTaeTCsi OTKPBITBIM JAaxke IIpU

oTcyTcTBUM ceTu. Hanpumep, B citydae pa3pbiBa CBsi3u ¢ cepBepoM. [lociie BoccTaHOBJIEHUS CBSI3U:

1. OTkpoertcs marka, KoTopasi Obljla OTKPBITA JJO BOSHUKHOBEHHUSI ITPO0JIeM.
Eciu mecrononoxenue daiia WM Mankyd He M3MEHWJIOCh U Y TI0JIb30BaTeliss COXpaHeHbl IpaBa
JOCTyTa K HUM.

2. Ha skpaH OyJieT BbIBEJIEHO IMaJIOTOBOE OKHO O HEeJJOCTYITHOCTHA OObeKTa.
Ecmm o6bexT (daiin wiv marka), ¢ KOTOPbIM T0JIb30BaTeNlb paboTal, ObUT yaalieH WK M0 KaKOW-TO

npuyrHe 60J1bllle HeIOCTYIIeH.
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s mpomomkeHus  paboOThl  TMOJb30BaTeNis C  MpaBoM  Buiagemerny  HaXMuTe
OTtkpseITh B Kop3une, 4ToObl mepedTé kK 00bekTy B pasfere Kop3uHa, win 3aKpbITh, YTOOBI
nepeitd B pasfien Mou qokymentrel. Eciiv manka wiv ¢aiti ObUTM OKOHYATeIbHO YJIaleHbl U3
Kopsunsl, To nosnb3oBaresnb OyAeT repeHarnpasiieH B pasziel Mo JOKyMeHTHI.

Jlist mpomomkeHus: pabOThI MOJIb30BaTessl, MpaBa KOTOPOTO ObUIM OTO3BAHBI, HAXMUTE
3aKphITh, UTOOBI TTeperTH B pa3zienl Mou JOKyMeHTHI.

JlokyMeHTbI BO BHYTpeHHHX ¢(opMaTax MOXXHO OTKPBITb M3 XpPaHWIHINA B HACTOIbHBIX
penakTopax MonOduc, ecnu 3ta GyHKIMS OblIa BKJIOYEHA aJMUHUCTPAaTOPOM CHUCTEMBI B

HAaCTPOMKax.
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4.2.5 OTKpHITH Qaiiyl Ha IpeIBapUTeIbHBIH IPOCMOTP

YTOOB!I OTKPBITH (Paiil Ha peABapUTeIIbHBINA IPOCMOTP, BBIIIOJIHUTE Clleyolye NeHCTBUS:
1. Boipenure daiin B paboueil 06jacTH, HAXXMUTe Ha IaHelIW MHCTpPyMeHTOB © Eme u

BbiOepuTe myHKT IIpeampocmoTtp.
2. HaxmuTe Ha CTpoKy c ¢aiioMm B paboued 06J1aCTH MPaBOM KHOIKOW MBIIITK U BbIOepUTe

nyHKT IIpeanmpocMoTp B KOHTEKCTHOM MEHIO.

@ [IpenBapuTesnibHBIN IPOCMOTP JOKYMEHTA, 3allMIIeHHOT0 [1apoJieM, HeBO3MOXeH. [jis

paboThI C IOKyMEHTOM yJIalUTe MapoJjib U 3aTpy3uTe JOKyMeHT 3aHOBO.

B pexxuiMe npeAnpocMoTpa He MOJIIeP>KUBAeTCs MOMCK HeKOTOPhIX pOpMaToB B JOKYMEHTaX,
KOTOpble ObUIM OTKPBITHI 1O IyOJIMYHOW WM BHYTpeHHeW ccbuike. [IoMck BO3MOXeH TOJIKO IO

cnenytomum popmatam (cm. Tabmura 11):

Tabmuna 11 — Popmartsl, KOTOpEle 0TOOPaXKArOTCS IIPY IIOUCKe

IIpyu nepexoze 10 Iy GIMIHON CChUIKE IIpu nepexofie 10 BHyTpeHHEN CChIJIKe

TXT, RTF, DOTX, DOC, DOCX, DOT, OTT, OTP, ODT, | XODT, XOTT, TXT, RTF, DOTX, DOC,

ODP, DOCM; DOCX, DOT, OTT, OTP, ODT, ODP,
PPT, PPTX, POT, POTX, PPSX, PPTM, PPS; DOCM:;
XODS, XOTS;
PDF 0
PPT, PPTX, POT, POTX, PPSX, PPTM,
PPS;
PDF
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4.2.5.1 UncTpyMeHTHI yIIpaBJIeHUsI IPeIBApUTeIbHBIM IPOCMOTPOM

YHpaBJ'IHTb (baﬁﬂaMH B peXXume 11peIBapuTeJIbHOI'o IIPOCMOTPA MOXHO IIPpH ITIOMOIIX KHOIIOK,

KOTOPbIE PACIIOJIOXKEeHbl B BepXHEHM M HM)KHEH JacTsx dKkpaHa (cMm. Tabmurma 12):

Tab6muma 12 — [1aHenb KHOIIOK MpeIpocMOTpa

Kuomnka

Hasuayenue

E IleuaTth

PacnevaraTp daiin

CkauaTb

Ckauvats daiin

@ ITouck

OTKprTb IaHeJIb [IOKMCKAa JaHHBIX B JOKYMeHTe.

KHormka oTo6pakaeTcst ipy IPOCMOTpe
TEKCTOBBIX JIOKYMEHTOB, JJIEKTPOHHBIX TaOJIUIT 1
npe3eHTanui (KHOMKa HeaKTUBHA MPH MTPOCMOTPe
¢daitnos B popmatax XODP u XOTP)

BriBecTH Ha 3KkpaH [IpepIAyIIAN WIH CIeTyIONHii
¢daiin B ciiicke $aityioB B
«MoitOduc JlokyMeHTbI»

OTKpHITH B pegakTope

OTKpBITh TIOKYMEHT JJI peIaKTUPOBAaHUS (TIPH
HaJM4YuK npaB PelakTHpoBaHMe U BhIIIE) WK
MIPOCMOTpa B pefiakTope (IIpy HAJIMYIUH 1paB
IIpocmorp).

Knormka oTobpakaeTcst TOBKO ISl IOKYMEHTOB B
dbopmarax, JOCTYIHbIX JIJIs peIlaKTHUPOBAHKUS

PenakTrpoBaTh KOIHIO

KonBepTrpoBaTh KOO IPOCMATPUBaeMOro
JIOKyMeHTa BHelIHero ¢opMara BO BHYTPeHHHUN
¢dbopMar U OTKPBITb JOKYMEHT IS
PenaKkTUPOBAHKUS B pellakTope.

Knorika oTobpakaeTcst TOBKO ISl IOKYMEHTOB
BHeIlHero gpopmMaTta

3aKpBITh

3aKpHITh (aiil, OTKPBITHIM [IJIs ITPeIBApUTEILHOTO
MIpoCMOTpa

VMEeHBIIUTh WK YBEJTUYUTh MacIiTab
0TOGpaKeHUs IOKyMeHTa B PeXXUMe
NpeIBAPUTEIIHHOTO ITPOCMOTpa
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B HmxHell yacTu okHa oToOpakaeTcsi MHGOPMAIMOHHOE I0Jie, KOTOPOe COJIeP>XKUT HOMep
TeKyllled CTpaHMIIbl U 00lee KOJIMYECTBO CTPAHUIL B IOKyMeHTe, OTKPBITOM Ha IpelBapUTeIbHbINA
mpocMoTp. [l 3JeKTPOHHBIX  TaOMWIl  JAOCTyIeH BBIOOpP JIMCTa, OTOOpakaeMoro Ha
MpeIBAPUTEJIbHOM MTPOCMOTpe (TIPYU HAJIMYMU HECKOJIbKUX JIUCTOB).

B pexxume mnpeampocMoTpa TEKCTOBBIX JIOKYMEHTOB BHelTHUX ¢dopmaToB (Hanpumep, DOC,
DOCX, ODT, ODS, TXT), TabI14HbIX JOKYMEHTOB BHEIIHHUX (pOpMaTOB, TabOJINYHBIX JOKYMEHTOB
BHyTpeHHero ¢opmara (XODT) u mpesenTaruii BHeNTHUX (pOPMATOB MOXKET ObITh BbIJIeJIeH TEKCT U
CKOIIMPOBaH B Oydep o6MeHa 6e3 popMaTUPOBAHUS.

J1J1st 371eKTPOHHBIX TAbJIMII eCTh CTPOKA IIPOCMOTpA MOJHOTO COJEPXKUMOT0 STYeMKH, a TaKKe
BO3MO)XHOCTb IIPOCMOTpA 3aMeTOK K sidelikaM. JIj1s mpocMoTpa 3aMeTKH HaBeIuTe Kypcop Ha sYeiKy
¢ 3ameTkoM. []ys1 siaeex ¢ opmysaMu oToOpakaeTcsl pe3yJIbTaT BHIYMCIIEHUS], a He caMa GpopMyJia.

g aynuo- u BuaeodalsoB MOAJep)KHBaeTcs QYHKIUS IIPOCMOTPA, IPOCIYLIMBaHUS,
MepeMOTKY Y CKaYMBaHUS 3aITUCH.

Ecm B pexume IpeBapuTeNIbHOTO IIPOCMOTpPa [JOKYMeHT OTpelaKTUpOBaH OpPYyIUM

I10JIb30BaTejieM, Hd 3KpaHe IIOABUTCA yBeOMJ/IeHre O HaJIMYHhK1 HOBOM BepCHH CTPAHUIILI.

4.2.5.2 TI1aHesb IoucKa

YTOoOB! OTKPBITH MaHeJIb MOUCKA B peXxuMe MpeBapUTeIbHOTO IPOCMOTPA, BOCIOJIb3YHTECh

OIIHUM U3 CIIOCODOOB:

1. Haxwmure m ITouck B BepxHel 4YaCTHA OKHa ITPOCMOTPA JIOKyMeHTa.

2. Hcnonbayite couetanue kiasui Ctrl+F (Cmd+F).

JlJist ToMCKa TaHHBIX B IOKYMEHTe BBeJUTe 3apoC B MOMCKOBYIO CTPOKY Ha MaHeIH MOMCKa.

[Towmck 3amyckaeTcst cpa3y Iocjie BBOJia IAHHBIX B TIOJIE.

[Tpu HeOO6XOIMMOCTH HACTPOKWTE TTapaMeTPhI TIOKCKaA:

— ycraHoBuTe ¢iaxkok C ydeToMm perucrpa i MOMCKA C YIETOM 3arjlaBHBIX U CTPOYHBIX
OYKB;

— ycraHoBuTe Giakok ToJBKO ClI0Ba IEJTHKOM JIJis MOMCKA IeJIbIX CJI0B, COBMAIAOININX C
MTOMCKOBBIM 3aIPOCOM;

— BbIOepuTe o6iyacTh novcka: MckaTh mo BceM JyimcraM win MckaTh 1o TeKyleMy JIUCTY

(mapameTp [OCTyIeH IIpU Moucke B ¢paisiax 3JIeKTPOHHBIX TaOJIHIT).

B pesysnbTaTe 1noucka B CTpoKe 0TOOPa3UTCsI KOJIMUeCTBO HalJIeHHBIX pe3yJIbTaToB.
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B TeKCTOBBbIX JOKyMeHTax U Ipe3eHTalusIX BCce HaWeHHble COBIaIeHUsI BbIIEJISIOTCS CepbiM
11BeToM. 7KeJITbIM 1IBETOM BblfielisieTcsl GparMeHT, Ha KOTOPOM OCTAHOBHUJICSI IPOCMOTP Pe3yJibTaTOB
noucka. B ¢aitmax sjexTpoHHBIX TaOIMIl sSYeMKW C HalIeHHBIMM COBIAJIEHHUSMU BBIIEJISIOTCS
3eJIeHbIM I[BETOM.

Jlyisi mepeMerltieHUs] MeX/y pe3ysibTaTaMy IIOMCKA MCIOJIb3yHTe Ciefylolye KHONKWA Ha

IIaHeJIx IIOUCKa:
IIpennigyniuii pe3yabTaT — [lepexo/i K NpeibIAyIeMy HalIeHHOMY pe3yJibTaTy ITOMCKa.
Crenmyroniuii pe3yIbTaT — [1epexo/i K CJlelyIoleMy Hal/IeHHOMY pe3yJibTaTy IT0OMCKa.

YTOOBI OYMCTUTD CTPOKY IIOMCKd, HA’KMUTE Hd INdHeJIN IIOMCKd O4YHCTHTS.

YT06bI 3aKPHITh MMAHENb TTOMCKA, HAXKMHUTE m ITonck wim knasuiry Esc.

4.2.6 CxavaTs Qaiin wim namnky

JIrobout daiin u manky, Kotopble xpaHsarcsd B «MonOduc JIokyMeHTbI», MOXXHO CKadaTb B
$aliyIoByI0 CHCTEMY KOMIIbIOTEpa M Ha BHEIIHWM HocuTenb. Pail MOXHO CKadyaTb B MCXOOHOM

dopmare WM c KOHBepTaIyen B Ipyrou ¢popmar.

Hna  daiioB crenyromux ¢GOpMaToB MOAAEPXKUBAETCS CKAuyMBaHHWe C KOHBepTalhen

(cm. Tabnuma 13):

Tabmuna 13 — KonBepranust popmaToB IIpH CKaYWBaHUU

®Popmar Kouseprarus
XODT DOCX, ODT u PDF
DOCM PDF
XO0DS XLSX, ODS u PDF
ODS XODS u PDF
XLSX XODS u PDF
XLSM PDF
XLTX XOTS u PDF
XODP PPTX, ODP u PDF
PPTM PDF
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YToOBI cCkaYaTh q)aﬁﬂ, BBITIOJIHUTE ClleJyromye IeCTBUS:

1.
2.

Bribepute HyxHbIN alil, HaXkaB Ha €r0 UKOHKY .
Ckauaiite aityi OTHUM U3 CIIOCOOOB:
— Ha)XMUTe Ha [TJaHeJIM NHCTPYMEHTOB 4 Cxauats;

— HQOXMUTe NPaBOM KHOIKOM MBIIIM IO BBIJIEJIGHHOMY 00beKTy U BblOepuTe CkadyaTh B
KOHTEKCTHOM MEHIO.
Ilpy ckauvMBaHWK JOKYMeHTa OTKPOEeTCS OKHO BbIbOpa

dopmara ckauMBaHMS

(cm. Pucynok 37). Beibepute Hy>kHbIN dopMaT U HaxkmMuTe CKavaTh.

YT006BI OOKYMEHT C BHEKTpOHHOﬁ MOAIMNCbIO He YTpaTWI NOPUIUYEeCKYIo CHITY,

CKaYMBaKTe ero B OpUrMHAJILHOM ¢opmare.

B orkpbiBiieMcs OkHe BbIOepUTe HYXXKHYIO MANKy Jisi COXpaHeHHs ¢aiia U HaXMUTe

CoxpaHuTh.

BoibepuTe dpopmart

xodt

TekCTOBBIN AOKYMEHT BO BHYTPEHHEM hopMaTe

aocx

odt

[

OTMmeHa

Pucynok 37 — Bribop ¢popmaTa ckaurBaeMoro I0KyMeHTa

HNudopmariys o ckauaHHOM daiijie 0ToOpa3uTCs Ha TTaHeJu 3arpy30K BeO-Opay3epa.

B npunoxenun npegycMOTpeHO CKauMBaHWe IPyINIbl (HaijioB WM NAKY I[eJIMKOM 3a OJHY

onepanuio. IIpy TakoM CkauMBaHWK BBINOJIHSETCS APXWBUpPOBaHWe Tpynnbl aioB WM BCeX

q)aﬁHOB MalikKy BMeCTe C BJIOXKeHUsIMU U ToMellleHre apXWBd B (l)aﬁﬂOBym CHUCTEMY KOMIIbIOTEPA.
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[Tpu 6ombIIOM KOJIMYeCTBe BblleJieHHBIX (aiiyioB ckaurBaeMasi “HGopMalus Oyaer aBTOMaTUYecKu

pa3iejieHa Ha HeCKOJIbKO dpXHBOB.

@ B ckauannom dpXuBe He 6YJIET SAPJILIKOB, KOTOPbIE COAEPXXATCI B CKaYMBaeMOM MaIKe.

YTo6b!I cKavyaTh rpynny (ansos, BHIIOIHUTE CIeAyIolLe 1eHCTBUS:

1. B paboueii obiacTu NpPUIIOXKEHUS! BBIJIEJIMTE B CIKCKe ¢alibl, NpeHa3HaYeHHble IJis

CKa4YMBaHHA.

2. BOCHOJ’IBSYFITGCB OJHHUM U3 criocoboB CKa4YMBdHMS, OITMCAHHLIX BhIIIIe.

CkayMBaeMOMY apXWBY aBTOMaTW4eCKW HazHaudaercs ums Bujaa: ApxuB ['TTT-MM-]1/1.zip,

rae I'TTT-MM-J1]1 — para CKauMBaHUS.

[Ipu BBIOOpE TpymIbl GalIOB BO3MOXKHO MCIOJIb30BaHWE COYeTaHUs KjaBuill (cM. Tabinuia

14):
Tabnuma 14 — CoueraHue KJIaBUII
CoueTaHue KIIaBHII Omnucanue
CTRL+A Bri6op Bcex umeronuxcs B nanke ¢aityioB
CTRL Br16op HeckombKux daiioB.
3aKMHTe KJIABUIITY U HAKMUTE JIeBOM KHOIIKOH
MBIIIY Ha CTPOKY Heobxoaumoro daiina
SHIFT Bri6op nuanazona ¢ainmos.
3akMHTe KJIABUIITY U HA)KMHUTE JIeBOM KHOITKOU
MBIIIH Ha CTPOKY [1epBOTo (paiia Auana3oHa, a
3aTeM — IIOCJIe/IHEr0
ESC OTtmena BbibOpa ¢aitios
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4.2.7 KoniupoBarts ¢aiin nim namnky

J1st konvpoBaHus daiisia WK MalKy BBIOIHUTE Clle[lyIolye AeCTBUS:
1. Brigenure B cricke 00BHeKT WU HECKOJILKO 0OBLEeKTOB, HAYKaB HA ero 3HAYOK.

2. CkonupyiTe 00BbEKT OJTHUM U3 CITIOCOOOB:

— HAXXMHUTeE Hd IIaHeJIM UHCTPYMEeHTOB : EIIIE n BbI6epI/ITe ITYHKT COBHHTB KOIINIO,

— HAKMUTE Ha OOBEeKT npaBoﬁ KHOIIKOM MBI U BbI6epI/ITe COBHHTB KOIIHK0 B

KOHTEeKCTHOM MeHIO.

3. B OTKphbIBIIEMCS [OWAJIOTOBOM OKHE BbI6epI/ITe Marky, B KOTOPYIO 6y,ueT CKOITMPOBaH

06bekT (cM. Pucynok 38). UToObl co37aTh HOBYIO MAlKy, B KOTOpOH OyaeT pa3MelieH

00LeKT:

Co3faTh KOMMUIO...

& MoW AOKYMEHTbI

0 NoctynHbie MHe

B OGuwme nanku
[} Cospate HoByro nanky OTMeHa CoafaTbh KONWID
Pucynok 38 — Bribop nanku /ijis KonupoBaHust oObeKTa
- BblbepUTe B CIMCKe IANKy /JIsi CO3/laHusl HOBOM M HaxkmuTe Co3gaTh Hamky,

PacCIiOJIO’)KEHHYIO B HW>KHEH 4aCTH OUaJIOrOBOr'0 OKHA;

— B OTKpPBIBILIEMCS OKHe yKaKuTe UMs HoBoM nanku U HaxmuTte OK (cm. Prucynok 39);
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Co3znanHas marnka 0ToOpa3uTcs B BUJE TIOJINANKK B YKa3aHHOM IarlKe.

BBEHHTG HMMA Nanku

HassaHue
Konus|

Pucynok 39 — Cosznanue nanku

— BeIOepuTe B JUAJIOTOBOM OKHE MEeCTOpacCIOJIOXKeHHe KO BhIOPAaHHOTO 0OBeKTa.

4. Haxmute Co3naTh KONUIO.

Takke OOBEKT MOXKHO CKOIMPOBATh, IMEpeTalvB ero JIeBOM KHOIKOM MBIIMIKA C 3a)kaTou
xinapumeit Ctrl (65 Cmd) B TpebyeMylo TanKy Ha HaHed HaBUraluu (MAlKH, HeJOCTYIHbIe K
IIOMeIIIeHUIO B HUX 00beKTa, OTMedyaroTCsl CepbIM IIPU HaBe/IeHWU Ha HUX IlepeMelllaeMOro 00beKTa):

— BHYTPH [lepeBa;
— B JIeBOM JlepeBe;
— B JIEBOe JIePEeBO0;
— W3 JIeBOT'O JlepeBa.

B pesynbrare komnupoBaHMs OOBEKT IIOSBUTCS B I1allke, BBIOpAaHHOM B KadecTBe
MeCTOpacIojIoXeHUs: KOMMU. B uncxomHoM mamke oOBekT ocTaHercsi 6e3 u3MeHeHudl. Eciu B
BbIOpaHHOM HallKe y)ke HaXOAUTCS OOBeKT C MeHeM KOIMpyeMoro oObeKTa, IOSIBUTCS IUajloroBoe

OKHO C BapUaHTaMH JIeWCTBUM B 3aBUCUMOCTH OT TuIa obbekTa. Ha maHenu MHCTPyMEHTOB KHOIIKA

—2 -2
ES IMocennue omepanuu craner aktusHa Fe. MHboOpMaIyst 0 CKOIMPOBAHHOM 0GBEKTe MOSBHTCS

B CIIMCKe MOCJIeIHUX Ollepallyi.
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[Ipu coBnasiennu umeH 06bEKTOB JIOCTYIHBI CieAytomue aerdctus (cMm. Tabmuma 15):

Tabmuia 15 — Bo3moykHble IeCTBUS TTPU COBMA/IeHUH UMeH 00beKTOB

JlericTBue Omnucanue
[TpomryctuTh OTMeHa KOMTMPOBAHUS 00bEKTa C COBIAAIOIINM UMEHEM
CoxpaHutb 06a CoxpaHeHre KOITUPyeMoro 00beKTa C HOBBIM UMEHEM.

K umenu o6bexTa nobasisieTcs 1iudpoBoi UHEKC, HAallpuMep,
«HoBprit nokymeHT (2)»

3aMeHHUThb 3aMeHa COJIepKUMOT0 yiKe CyIlecTByloliero ¢aiia Ha
CoZlep>kKMMOe KOIIUpYyeMoro.

B pe3syinbrare 3amMeHbI:

1. Bynet co3gana HoBas Bepcus daiia.

2. Tlpenwimymue Bepcuu 3aMeHsieMOro daiiia OCTaHyTCS B
WCTOPUU BepCUH.

3. Ilpomomxkar mercTBOBaTH HACTPOMKM OOIIEro J0CTyIa U
myOJIMYHbIe CCHUIKM Ha 3aMeHsieMbli daiil.

JIOKyMeHT, OTKPBITBINA B PeJTaKTOpe, 3aMEHUTh HEeJIb3sT —
MOSIBUTCS OIIMOKA

FAS OTMeHa [ecTBHS 3aMeHHThL HEBO3MOXKHA.

YTo0OBI IMIpUMEHHUTDb BbI6paHHOE JIelCTBUe IS BCex KOITMPpyeMbIX 00BEKTOB C COBIIaAdIOIITNMHA

VMMeHaMH, YCTaHOBUTe ¢riakok IIpuMeHHTH A1 BCexX B AMAJIOTOBOM OKHe.
@ JlericTBue 3aMeHUTH MOXXHO IIPUMEHUTD TOJIBKO K (anyiaMm.
4.2.8 IlepeumenoBaTh ¢aiij WM MaNKy

YTo6b! NeperMeHOBaTh (aiiil WK MAIKY, BBIIOJIHUTE Clleylolye JerCTBUS:

1. B criucke ¢aiiyioB xpaHWININA HaXKMHUTE HAa CTPOKY HYXXKHOTO daijia WM IMankKd, 4TOObI

BBIIIEIIUTH OOBEKT.
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2. Haxxmure @ Eme Ha naHeny MHCTPYMeHTOB U BblOepuTe IyHKT IlepemmeHoBaTh wiv

Ha)XMHUTe IIpaBOM KHOMNKOM MBIIIM HA CTPOKYy HYXXHOTO OOBeKTa U BblOepuTe

HEPEI/IMGHOBHTB B KOHTEKCTHOM MeEHIO.

3. B oTkpbIBIIIEMCS IMATIOTOBOM OKHe BBeJIuTe HOBOe UMs daisia uiu nanku u Haxmute OK

(cM. Pucynok 40).

MNepenmeHoBaTb

HassaHue

HoBsblit fokymeHT| xodt

Pucynox 40 — IlepenmenoBanue daiina

Ecin BBecTH yxe cyllecTByolllee HazBaHMe daina M nanku U Haxats OK, To mosne

HasBaHue m01CBeTHUTCS KPAaCHBIM IIBETOM, d BHH3Yy IIOABUTCA II0JICKA3Kad «ITO UM4 yxKe

HCIIOJIb3YETCI».

@ Yrobbpl 1NpU H3MEHeHWM Ha3BaHUsl [OKYMEHT C OTCOeMHEeHHOH 3JIeKTPOHHOMU

MOJINKChI0 He yTpaTWi IOPUIWYEeCcKyl0 CUJy, IlepeuMeHyWTe TakKe Ha3BaHue aiiyia

ITOJITMCH.

4.2.9 IlepemecTuTs Qaiin niM NaNKy

Il mepementieHrst 06EKTa BHITIOJTHUATE CIIETYIOIIHE IeHCTBHS:
1. Boibepute HY>XHBIN 0OBEKT WIA HECKOJIBKO 0OBEKTOB, Ha)kaB Ha UX 3HAYKHU.

2. Haxmure ¢ Eme Ha naHeld WHCTPYMeHTOB U BbiOepute myHKT IlepemecTtmTs WiH

Ha)XXMHTe [1PaBOY KHOIIKOW MBIIIH 110 BbljleJIeHHOMY 00bekTy U BbibepuTe IlepeMecTuts B

KOHTeKCTHOM MeHIO.

3. B oTkpsiBlIeMCsl 1MaJIOTOBOM OKHe BbIOepuTe TMalKy, B KOTOPYIO OyJeT IepeMelleH

00pexT (cM. Pucynok 38).
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HocTynHbl manky Jyisl 1ojib3oBaTelielt ¢ npaBoM PemakTupoBanme. [lpu nepemeliieHuM mHanky B
KauecTBe HOBOIO MeCTOpAcIOJIOXKeHUs Hesb3s BbIOpaTh IepeMelljaeMylo manky. Ilpu

He0OXO0JJMMOCTH CO3/iaiiTe HOBYIO MAIIKY:

— BbIOepuTe B CIIMCKe TANKy Ui CO3/aHWSl B Hel HOBOW MaNKd U TepedjidTe 10
runepccbiike Co3aaTh NanKy, PaciojioXKeHHYI0 B HUKHEN 4aCTU IMAJIOTOBOTO OKHA;

— B OTKpPBIBILIEMCS OKHe yKakuTe UMs HoBoM nanku U Haxmute OK (cm. Prucynok 39);

CosznanHas nanka oTobpasuTcs B BUe MOATNAINKY B YKa3aHHOM MaIkKe.

— BeIOepuTe B JUAJIOTOBOM OKHE MECTOpacCIOJIOXKeHHe KO BhIOPAaHHOTO 0OBEeKTa.

4. Haxmwure IlepeMecTUTD.

@ Yrob6bl IpU TepeMellleHUd JTIOKyMeHT C OTCOeIMHeHHOM 3JIeKTPOHHOMW IMOAIMCHIO He

yTpaTWiI OPUOAUIECKYIO CUITY, [IepeMeCTUuTe ero BMecTe C (baﬁﬂOM ITOJITMCH.

Takxe 00BEKT MOXHO IlepeMeCTHTh, IepeTalyB ero JieBOM KHOIKOW MBIIIN B TpeOyemyto
manky B pabouel 06/1acTy WK Ha TTaHeJId HaBUTalliK:
— BHYTPH JlepeBa;
— B JIEBOM [IepeBe;
— B JIeBOe JIepeBo;

— U3 JIEBOT'O [1epeBd.

[lepemerienue daiisia MoXXeT NPUBECTH K CMeHe Biajiefiblla U U3MEeHEeHMIO IpaB JIOCTYIIa.
Ecnu sT0 mpousoiiieT Bo BpeMsl peaKTUPOBaHKUs JJOKYMeHTa, TO Ha SKpaHe IMOSIBUTCSl COODIIeHre

(cMm. PucyHok 41):

W3MeHeHHe npaB AocTyna

Baluu Npaea [OCTYNa K AOKYMEHTY 6bIK M3MEHEHbI. OBHOBUTE CTPaHWLY,
YTOBHI NPUMEHITE HOBBIE HACTDOMKK.

Pucynok 41 — [IpenynpexaeHrie 06 M3MeHeHUH TTPaB JIOCTYIIa
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Ecmm IrnepemMeniaTb 0OBEeKTHl He II0JIy4adeTCd, TO Ha O3KpdHe IOABIIMIOTCA I10JCKA3KH

(cMm. PucyHok 42):

D LoKyMEHTHI ™ [© > Texywwuit npoekT > LaénoHbl

4 @™y MoK BOKYMEHTDI
4 [ NewFolder e TekcTosblit AOKYMeHT xodt
“« Do

» [7) Hoeas nanke

@ LWafnoH TeKCTOBOIO AOKyMeHTa xott

[2) Mpoeepka
[ Cozgatue

HeBoamoMHO nepeMelllaTb B MCXOOHYHD Manky

N

. KoMmyHMKaumu B paboTe, np...

[ sv

p B2 NocTynHble MHe

J\ns KOMMpPOBaHMA yaepausaiiTe {Cirl/Cmd}

Pucynok 42 — Ilojickasku Ipu repemerrieHny $hanioB

B pesynbrare nepemerieHusi 00beKT McYe3HeT U3 pabodeil 00JacTH M MOSIBUTCS B TAIlKe,
BbIOpaHHOW B  KaueCcTBe HOBOIO  MecTopacrnojioxkeHus. Ha  maHenm  MHCTpYMeHTOB

KHOIIKa HOCJIEHHI/IE ornepamnuM CTaHeT dKTHBHA. HHCl)OpMaI_[I/ISI O lepeMelieHnn 00BeKTa MOSIBUTCS B

CIUCKe NOCIeAHUX OIlepaliyu.

Eciyv B BhIOpaHHOM IaniKke y)Ke HAaXOAUTCS OOBEKT C MMeHeM IlepeMellaeMoro o6bekTa,

IMOABHUTCSA JHAJIOTOBOE OKHO C BApUdHTAMU JEeMCTBHUM B 3aBUCUMOCTH OT THUIIA 00BeKTa.
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[Ipu coBnasieHnu uMeH 06bEKTOB JIOCTYTHBI ClieAytoIue aeictus (cM. Tabmuma 16):

Tabnuna 16 — Bo3MorxHbIe IeHCTBUS IIPY COBIIa/IeHUH UMeH 00BEeKTOB

JeticTBue Omucanue
[TpomyctuTh OTMeHa nepeMelrieHrst 06bEKTa C COBIIAAAIOIINM HMEHeM
Coxpanutb 0ba CoxpaHeHue niepeMeIaeMoro 00beKTa C HOBbIM UMEHEM.

K nmenn o6bekTa mobasiseTcs IMbpPOBOM UHIEKC, HAllPUMED,
«HoBsii1 nokymeHT (2)»

3aMeHUThb 3ameHa CoJIepyKMMOTr0 yXKe CyIIeCTBYIomero ¢aiia Ha
COJIepP>KUMOe TTepeMelaemMoro.

B pesysibTaTe 3aMeHbI:

1. Byner co3zmana HOBast Bepcus datiia.

2. Ilpempimymmye Bepcruy 3aMeHsieMoro ¢daiia OCTaHyTCS B
WCTOPUM BepCUH.

3. Ilponmosmkat nercTBOBATh HACTPOMKU ODIIero I0CTyma U
MTyOJIMIHBbIe CCHUTKY Ha 3aMeHsieMbId baii.

4. BynyT ymaneHbl: iepemeniaeMblii ¢aiiy, ero BepChy,
HAaCTPOUKH OOBITEro JOCTYIIA U MyOIMYHbIe CCHITKH.

JloKyMeHT, OTKPBITBIN B peJlakTope, 3aMeHUTDb HeJlb3sT —
TIOSIBUTCS OIIHUOKA

* OmmeHa OeticmBus 3ameHumsb HeB603MOXMCHA.

YTtoObl TPUMEHUTb BbIOpAaHHOe [IeWCTBHE JJIS BCeX TIepeMelllaeMbiX OOBEKTOB C
COBMAIAIONIMMU HMeHaMH, ycTaHoBuTe ¢iaxkok IIpuMeHUTH 1JIsi BCex B AMAJIOTOBOM OKHe.
HeticTBrie 3aMeHHTH MOXHO IPUMEHUTH TOJIBKO K daiiiaMm.

OTMeHHTD IepemMelieHue 00BbeKTa MOXKHO M3 CIIHMCKA HOC/IeTHUX OIlepallvi.

4.2.10 ITeuaTs daiina

B npunoxeHnn npegycMOTpeHa BO3MOXHOCTb Iledath ¢aisia. I[ledats TabGmMuHBIX
NOKYMEHTOB BHYTpeHHero ¢opmara IpOU3BOIUTCS C aBTOMaTU4YecKoW pa3bMBKOM Ha IedyaTHbIe
cTpaHunbl. [y ynpaBieHus pa3OueHMeM Ha IledaTHble CTPaHUIBI BOCIIOJIB3YWTeCh pelakTOpOM

TabOJIMYHBIX JOKYMEHTOB.

AN [Teuatsb ¢arnoB B popmaTtax XLSX, ODS, CSV u XLSM He nogaep>xuBaercs.
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Yto0OnI pacrieyaTaTh daiji, BOCIOIb3YUTECh OJHUM M3 CIIOCOOOB:
1. Brimenure HeoOxoAuMbIM daiil B CIMCKe, HAKMUTe Ha TlaHeIu UHCTpyMeHTOB : Emge u

BbiOepuTe yHKT IleyaTs.

2. HaxxmuTe mpaBOM KHOIIKOW MBIIIM B CTPOKE C HY>XHBIM (ailyioM B pabodeil obnactu U

BbI6epI/ITe ITYHKT ITeyaTsh B NOSBUBIIEMCS KOHTEKCTHOM MEHIO.

3. OTtkpoiiTe daiisl B pexxrMe Mpe/IBApUTEILHOTO IMPOCMOTpa U HaskmMuTe KHOMKY IledaTs Ha

BepXHeH [aHeu.

B okne nevaTtu YCTaHOBUTeE HEO6XOJII/IMBIE HaCTpOﬁKH CTPAaHUIBI U HAXKMUTE OK.

@ Be6-6pay3epet Mozilla Firefox u Safari He mnommepxuBarOT aBTOMAaTHYECKYIO

OTIIPaBKY JIOKYMEHTOB Ha 1e4arth.

[Ipu HeobxomMMocTH coxpaHuTe [OKyMeHT B ¢opmare PDF wu camocrosrensHO

pacrieyaTaiTe COXpaHeHHbIN JIOKYMEHT.
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4.2.11 Ypanuts ¢aiiyl wiM nanky

Il ynanenus ¢aiia Wiy Manky BBIIOJIHUTE CllefyIolre JelCTBUS:
1. Boibepute HyXHBIV 00BEKT (WJIM HECKOJIBKO OOBEKTOB), HaXKaB Ha ero UKOHKY.
2. Ypanute 06BeKT OOHUM U3 CIIOCOOOB:

— HAXXMHUTeE Hd IIaHeJIM UHCTPYMEeHTOB 11} YHHJII/ITI);

— HOXMUTe TPaBOM KHOIKOM MBIIIU IO BBIJIEJIGHHOMY OOBeKTYy U BblibepuTe YaajJuTh B

KOHTeKCTHOM MEHIO.

Taxke 00beKT MOXXHO yJIaIUTh, [TepeTallyB ero JIeBOM KHOMKOM MbIIU B pa3zes Kop3uHa Ha

ITaHeJIM HaBUI'allH.

Ilpy ynanenuu oObekTa, K KOTOpPOMYy ObUI IIpe[JOCTaB/leH OOCTYI, Ha 3KpaHe II0SIBUTCS
IIMaJIoroBOe OKHO C mpedymnpexaeHueM (cM. Pucynok 43). HaBenuTe Kypcop Ha THIEPCCBUIKY,

4TOOBI TPOCMOTPETh MHGOPMAIIHMIO O BiIajiefibile 0ObeKTa.

YaanuTb U3 nanku?

mom
o

OTMeHa Ypanuts

Pucynok 43 — Ilpenymnpexnaenue 06 yianeHnu o0beKTa

[TonTBepauTe MMM OTMeHUTe yaajeHWe obbekTa. [Ipy ynameHMM HeECKOJIBKUX OOBEKTOB,
JIOCTyIl K KOTOPBIM OBII IIpeJJoCTaBjieH HEeCKOJIbKMMM I10JIb30BaTessIMM, THIIepCChUIKA IS
IIPOCMOTpa UHGOPMaIUK O BiazielibljaX 00beKTOB He BHIBOJUTCS.

B pesynpraTe ynaneHus oOBeKT Kcue3aeT U3 pabodeld 00lacTé U MOSIBISIETCS B pasjiere

Kop3una. Y nanennnie u3 paznienna Oomue nanku ¢aiibl U Manky rnomnagaoT B KopsuHy Biazgenbiia
aTuX $aityioB wiM nanok. Ha naneny nHctpymeHToB kHolika =) ITociieqHue onepanyu CTaHOBUTCS

=] y
akTvBHA Fg. MHbopMamus o my6IMIHbIX CChUIKAX (TIPY HATHMYMK) ¥ OGIIMIA JOCTYI (IIPU HaJTHUHIL)

ynamnstorcs. Madopmarus 06 yaneHnn o6beKTa MosBISIeTCsl B CIIMCKe MOC/IeJHUX Ollepalyi.

OTMeHHuTD ornepalnyio MOKHO Hd ITaHeJIX I[IOCJIeIHUX Ollepanum.
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4.2.12 Pa6ora c Kop3unoit

JIro6oii 06bexT 13 pa3nena Kop3mna MoXXHO IepeMecTUTh B Manky Mou JOKYMeHTBI W B
mo0y10 13 ee MOIaIoK.

OOBexTr! U3 pa3neiia Kopanna MO>KHO BOCCTAHOBUTH OJJHHUM U3 CIT0coOOB:

1. HaxMutre Ha TmaHeld MWHCTPYMEHTOB © BoccramoBurhs 1 BbIOEpUTE  IyHKT
BoccranoBuTs.
2. HaxmuTe 1paBoil KHOIKOM MBIIIA Ha 06BeKT U BbiOepuTe BocCcTaHOBUTH B KOHTEKCTHOM

MEHIO.

Il OKOHYATeNIbLHOTO yjajieHHWss OObekTa BbiOepuTe ero B pabouedt objacTH paszena
Kop3una u Ha)kmMuTe Ha TTAHEIM WHCTPYMEHTOB ® Ynanure. B oTKpBIBIIEMCS AMAJIOTOBOM OKHE

Ha>XMHUTe YHHJII/ITL .

YT06BI IOTHOCTHIO OYUCTUTD pa3ziell Kop3uHa, BOCIOIb3yiTeCh OJHUM U3 CIIOCODOB:

1. Brimenute Bce 00BEKTHI, YCTAHOBUB (JIaXKOK cjieBa OT cToiibia VImMsa, 3aTeM HaXXMUTe Ha
MaHeJI UHCTPYMEHTOB ® YaanuTe v BbIOEpUTE MMYHKT Y AAJIUTh.
2. Haxmure f;ﬁ O4YHCTUTH KOP3UHY.
B pesynbrare ynaneHnusi oObeKT yHaisieTcsl U IlepectaeT 0ToOpaXkaTbCs B pabodeil 006/1acTH.
- -0
Ynansercst ucropusi coObITUM 110 3TOMYy 00BeKTy. KHomka = ITocnenuue onepanyu Ha MaHeNId

Tt
HUHCTPYMEHTOB CTAHOBUTCS dKTUBHA E'Q. I/IHq)OpMaLII/IH 00 yAaaJieHnn 00BeKTa IOSBJISIeTCS B CIIMCKe

NOCJIeHUX OIlepalyu.

FAN OTMeHUTBH omepalvio yaaneHus u3 pasieia Kop3uHa HeBO3MOXXHO.

4.2.13 Ucropus Bepcuii

Jlist rKkcrpoBaHUS BaXKHBIX U3MeHeHHUH (HaijioB JOCTyIIHA BO3MOXKHOCTh CO37JaHUSI BepCHUH.
Bepcuu ¢aitioB BHyTpeHHHUX HOPMATOB CO3AAIOTCS BPYYHYIO I0JIb30BaTeeM WIX aBTOMAaTUYeCKH,
eCJId TaKasi BO3MOXXHOCTb ITO/IK/II0YeHa a/IMUHUCTPAaTOPOM CHUCTeMbl. Takke HOBble BepCcuu ¢ailyioB
moObIX GOpMaToOB CO3[AIOTCS B pe3yJsibTaTe 3arpy3Kd, KONMPOBAaHUS WIM TepeMellleHust daiia C

3ameHoi. Kaxk/iast ©3 co3gaHHBIX Bepcuid 0ToOpaXkaeTcsl B ICTOPHUH BEpCHUH.
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Bepcus, co3naHHas Bpy4HYIO MOJIb30BaTesieM, UMeeT CIIeAyIolye JJaHHble (cM. PucyHok 44):
— Ha3BaHUe;

— JlaTa ¥ BpeMsi CO3/IaHus;

— aBTOp BepCuy;

— KOMMeHTapHH.

5+ HoBanA BepcuA

AnexcaHgp CMHUpHOB

Pucynok 44 — [lapameTpsl Bepcuu

4 TeKYLHEIZ BepCUH 3TU IdHHbIe OTO6pa>KaIOTC$I B ITapdaMeTpdaX CaMOr'o JOKyMeHTd.

HEIZCTBHQ, KOTOPbIe I10JIb30BATEJIb MOXET ITPOU3BECTHU C BepCHEﬁZ

— MIPOCMOTpeTh (eciii MPOCMOTP JAaHHOrO Tumla ¢aiyia MOoJAep>KUBaeTCsl IMPUIOXKeHWeM
«MoiiOduc JlokymMeHTbI»);
— IeperMeHOBaTh;

— BOCCTAHOBUTH (CIleaTh TeKyIeu);

COXpaHUTh KaK HOBBIM daii;

CKayaThb;

— OTIIPAaBUTDH Ha I1€49dTh;

yIQIIATD;

OTMETHUTD,

- ,I[O6aBI/ITb K BepCruun KOMMeHTapI/Iﬁ NJIN OTpeadKTUPOBATb CYHlECTBYIOLHHIZ.

HocTyn K TpOCMOTPY M YIpaBJeHUIO0 BepCUsIMU 3aKphIT JjIsl I0JIb30BaTesiell C IpaBOM

IIpocmorp.

4.2.13.1 IlepeiiT K HCTOPUH BepCHIA

YTo6BI IEepeiiTH K UCTOPUH BEePCUM, BOCIIOIb3yHUTeCh OJHUM U3 CIIOCODOB:

1. HaxxmuTe mnpaBOM KHONIKOM MBIIIM HAa CTPOKy C (aisioM B pabouedt obnacTh U B
KOHTeKCTHOM MeHI0 BblOepuTe Mcropusi Bepcuii win Mcropus Bepcuii > OTKpPBHITHh
HCTOPHIO BepPCHI.

2. Ha OoxoBo¥ naHeny CBOMCTB ¢aiiia nepeiuTe 110 runepccbiike Mcropus Bepcuid.
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B pesynbraTe omneparuu B TeKylllel BKJIaJike BeO-Opaysepa OTKpOeTCs MOCJe[Hsiss Bepcusi

datina, ucTopus Bepcuii 0ToOpa3uTcs Ha 3KpaHe (cM. PucyHok 45):

&« MWcTopua eepcuit — MoirOdwue Texcrt.xodt CosfapaTe BEPCHM ABTOMATHNECKK »
[) CoxpanuTb Konkio 4 CravaTb MNevaTts.. () Ypanurt () CoxpaHWTb TEKYLLYH BEPCHID
Tekywan Bepcun H
~ CerogHa

s 0 Komnawmm
O KoMnaHHH i

Anexcanap Crmproa

MoiOdHc = poccHiickas KoMnaHHA-pa3paboTuHK Ge30NacHslX OPUCHBIX peleHHi @UHANEHAA BEPCHA.
A1 06IEHHA W COBMECTHOH paboThl ¢ JOKYMEHTaMH.

s Homas sepcwa
MynbTHnpoaykTobad maatgopma MoiOduc BnovaeT B ceGa HaGop HeoBXoANMBIX el
HACTOALHBIX, MOOHABHBIX H BEO-NPHAOAKEHHIA 4718 00ILEeHHA H COBMECTHOH paboTb
C JOKYMEHTaMH B Moloil Touke MHpa. No6aBMTE KOMMEHTaDHRA

Anexeanip CrnpHos

Pewenns MoiOduc obecnedyuBaloT NOAHbIA KOHTPOAL HAJ JaHHBIMH,
HENpPUKOCHOBEHHOCTL THMHOMN W KOMMepyecKoil HHOpMalHH, COOTBETCTBYIOT
OTpac/ieBbIM CTaHapTaM Ge30nacHOCTH M TPeOOBAHHAM POCCHICKOTD
3aKoHoparenscTea. Hawm NPOAVETE NOAXOOAT OPraHH3aiHaM moboro pasmepa,

a TaKe A JoMalliHero Henonb3opakig. Bee pewesing MoiiOdiic ¢ mapta 2016 roga
BKIIOUEHB! B peecTp poccHiickoro [10 u noctoaHHo oGHOBIAIOTCA.

Bofblioe KOMHYeCTBO OPraHH3alMi PasIHYHBIX CEKTOPOB PhIHKA ViKe Nnepeii
Ha MoiOduc, Bknoyas deflepanbible H perHoHaibHble OpraHbl HCMOMHHTENBHOH

BNACTH.
[@]

Pucynok 45 — Hcropus Bepcuit daiina

B BepxHelt 4acTy OkHa NPUIOXKEeHHUs] 0TOOPaXkatoTCsl CielyIoIIye 3JieMeHThI:

-

— KHOIIKa , TIpeTHAa3HaYeHHasl JIJIs1 BbIX0OJla U3 NUCTOPUM BEPCHM;
— Ha3BaHUe (aiiia, UCTOPUS KOTOPOTO OTKPBITA HA ITPOCMOTP;
— nepekiitodaresib Co3maBaTh BepCHH aBTOMATHYECKH;

— KOMaH/IbI 1 paboThl ¢ Bepcued (cM. PrucyHok 46):

= HcTopua eepcui — MoAOdwue TexkcT. xodt

A BoccTaHoBuTh Ty Bepchio [ CoxpanuTe Kanmio 4 Crauate (3 Nevars & YaanuTte

Pucynok 46 — Komannst 1yist paboThl ¢ Bepcrei
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Komangel BocctanHoBHTE 3Ty Bepcuio 1 Y IaJIUTh HEaKTUBHBI JIJIsI TEKYyIed Bepcuu daita.

B paboueii ob6sactu oTobpakaeTcsi COJlepXXMMOe BepCUM, BbIOpaHHOM Ha OOKOBOW MaHeNd
WCTOpYH Bepcuii. B 3aBucuMocTu OoT Tuna ¢aiia BHU3Y 3KpaHa MOT'YT OTOOPaXKaTbCsl MHCTPYMEHTHI
IUTsl yTIpaBJIeHWsl TPOCMOTPOM (Harpumep, HOMep TeKyllled CTPaHWIIbl, KHOIKY [Jis YIIpaBJIeHHUs

MacITaboM oTobpakeHus: JOKyMeHTa, KHOITKA BbIOOpa JIMCTa TabJIMYHOTO JOKYMeHTa U T. 11.).

Bepcuu daiina rpynnmupyroTcs B CIiMCKe Ha OOKOBOM MaHeNH I10 JlaTe CO3/IaHus Bepcuu. s
KaKI0M BePCUHU B CIIMCKe, KpOMe TeKyIllel, 0TobpaxaeTcs ciefyomniasi tHPopMaIus:

— Ha3BaHUe BepCcuy;
Ecnu noste 1711 Ha3BaHMS OCTaBUTH ITyCTBIM, TO BepCUsl IpUMeT Ha3BaHue be3 Ha3BaHus.

— JlaTa U BpeMsi CO3/IaHHsI BepCUH;

— nH$popManus 06 aBTope Bepcuy;

— KOMMeHTapuu.

@ KommeHnTapuii ¥ Ha3BaHMe BepCMM MOXHO J00aBUTb KO BCEM BepCUsIM, Kpome

TeKyILe.

Bepcm{, KOTOPYIO CO3[a/1 WK IIeperMeHOBdJI I0JIb30BdTeJIb, dBTOMATUYECKH OTMEeYdeTCda

MKOHKOM % CJIeBa OT HasBaHwWsL. [10J1b30BaTENb MOXET CHSTb HIIA YCTaHOBUTb OTMETKY JIJisl JIF0OOM
U3 BepCUil, KpOMe TeKyIe.
JloKkyMeHT, UCTOpHsl BepCUi KOTOPOro Obljla OTKPBITA HAa ITPOCMOTP, OTOOpa3uTCs B paszesie

HenmaBuue.

4.2.13.2 CoxpaHUTH TeKylIyI0 BepCHIO

YToObI COXpaHWUTb TEKYIIyI0 BEPCUI0 JIOKyMeHTa B ¢opMmartaX, JIOCTYyIHBIX IS
PeIaKTHPOBAHUS:
1. Bocnonb3yiiTech OGHUM U3 CIIOCOOOB:

— MepeliuTe B UCTOPUIO BepPCUW JOKyMeHTa U HakMuTe COXpaHUTH TeKYIIYI0 BepCHIO Ha

6okoBoi ma"enu (cm. PrucyHok 46);
Hogas Bepcus 1osIBUTCS IepBOM B CIIMCKe HAa OOKOBOM MMaHeJId U CTaHeT TeKyIel Bepcuen.
— Ha)XKMHUTE TPaBOM KHOMKOW MBIIIKA IO JIOKYMEHTY B chucke ¢daiyioB pabodeit obiactu
MIPUJIOXKEHUsI U BbIOepuTe MyHKT KOHTeKCTHOro MeHio Mcropusi Bepcuii > CoxpaHHUTH

TeKYIIYI0 BepCHIO.
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HoBas Bepcust Oyzmer cospmaHa B (OHOBOM pexuMe, Ha OSKpaHe I[IOSIBUTCS BCIUIbIBAOIee
yBeioMJIeHHe 00 yCIellIHOM COXpaHeHUH CO CChUIKOM JIsl Tlepexo/ia B 3Ty BepCHIO.
2. B nosBusiemcs okHe 3anosnHute nosisi HazaBanue Bepcun 1 Kommenrapuii.
— eclM ToJie Il Ha3BaHWSI OCTaBUTh IIyCTbIM, TO BepCUsi COXPAHUTCS IOf HMeHeM
Be3 nazBanus, MosBUTCS BCIUIbIBaIOIIee onoBellleHre «Bepcus coxpaHeHay;
— eCJIM 1oJ1e ISl KOMMeHTapHsl OCTaBUTh ITyCThIM, TO IIOCJIe COXPaHeHHUsl BepCUM Ha MecTe
KOMMeHTapHs 0yJieT HanucaHo «Jl06aBUTb KOMMeHTapui».

3. Haxwmute OK, 4T0OBI COXpaHUTH HOBYIO BEPCHIO.

B HNCTOPpUHU Bepcuﬁ IMMOABUTCA COXpPAdaHEHHds BepCHd, KOTOpas B OTJIMYHE OT TeKYMEﬁ, numeet

Ha3BaHWUe, ATy U BpeMs CO3/IaHMUsI, aBTOPA BEPCUU U KOMMeHTapuH.

s Bcex TUNOB alijIoB HOBas BepcHsl TaKXe COXpaHseTCs B pe3ysbTare 3arpys3Ky,
KOIIMPOBaHUs WM IlepeMellleHusl ¢aiyia ¢ 3amMeHOM. Bepcuum 3ameHsieMoro ¢aiina ocrarmoTcs B

UCTOPUU BEpPCUH.

4.2.13.3 HacTpouTh aBTOBepCHOHUpPOBaHHe

Hoctynm kK  (YHKIIMM  aBTOMAaTHUYECKOTO CO37laHUsl  BepCHMU  JIOKyMeHTa  —
aBTOBEPCUOHUPOBAaHWe, MOXeT ObITh BK/IIOYEH WM OTKItoYeH agMuHuctpatopoM [10 MoiOduc.

[To ymo4aHuIO IOCTYI OTKJIIOYEH.

@ ABTOMaTHuYeCKOe CO3[laHMe HOBOM BepCHUM BO3MOXHO TOJIBKO [iisi ¢ailyioB B

cbopMaTax, JAOCTYIIHBIX IJisI peAdaKTUPOBAHUSI.

BxumrounTs aBTOMaTHYECKOE CO3JlaHMe HOBOM Bepcur NOjid AJOKYMEHTd MOryT BilaJlejiell 1

10JIb30BaTeJb C IPaBOM Y HpaBJjieHue.

YTOoOBl BKJIFOYWTH HWJIM OTK/IFOYUTH ABTOBEPCHOHUPOBAHHME JOKYMEHTa, BOCIIOJIb3YHTECh
OIIHUM U3 CIIOCODOOB:
1. HaxkmuTe mpaBoil KHOMKOM MBIIIK 1O JOKYMEHTy B ciucke ¢aiiyioB paboueit obiactu

MpUI0XeHusa " BbI6epI/ITe IMIYHKT KOHTEKCTHOI'O MEeHIO I/ICTOPI/IH Bepcnﬁ > COBHHBHTB

BepCua aBTOMATHIECCKH.

2. llepeiinuTe B MCTODUIO BepcuMd W HaXXMHUTe Ha Iepekitodareib Co3maBaTh BepcHH

aBTOMATH4YeCKH B [IPABOM BepXHEeM YTy CTPaHHUIIbI.
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Ecny aBTOMatryeckoe co3gaHuve BepcHil BKJIIOUEHO, TO HOBasi BepCHs IOKyMeHTa CO3aeTcs
aBTOMAaTHUYeCKHU B CIIeAYIOMIUX CITydasX:

— IIpY peJJakKTHPOBAHUU JJOKYMeHTa JII0ObIM I0JIb30BaTeIeM CHUCTEeMBbI;
B sTom ciyuae HOBasi Bepcusi CO3[aeTcsl C OIpeJleJIeHHbIM WHTepPBaJloOM C MOMEHTa IOCJIe[IHero
M3MeHeHUs] JOKyMeHTa B paMKaxX CecCMM pelakThUpoBaHMs. WHTepBasm ycTaHaBIMBaeTCs
aIMUHHACTPATOPOM CepBepa U M0 YMOJTYaHUIO COCTABJISIET D MUHYT.

— 110CJIe OKOHYAHHS CeCCUM peIaKTUPOBaHUS IOKyMeHTa.
Eciu B jokyMeHT ObLIM BHeCEeHbI U3MeHeHUsI IT0CIe MOCeJHer0 aBTOMaTUYeCKOro CO3/IJaHUsI BePCUU
(maxxe ecnu vHTepBasl He 3aBepiiwics). Ceccust cuMTaeTCsl 3aBepIlieHHOM, KOrjla BCe yYaCTHUKU

3dKPbLIJIM IOKYMEHT.

Bepcun, cosnmaBaemble aBTOMATH4YeCKH, COXPaHSIOTCS 0e3 HauMeHOBaHMs. ABTOP Bepcuu
MOXeT U3MEeHUTh UX Ha3BaHHe I03XKe.

ABTOpOM BepCUH CUYMTAETCS TTOCTIeJHUI M10JIb30BaTelb, peJaKTUPOBABIIUM (haill.

Ecnu BritoyeHa QyHKIMS aBTOBEPCUOHHMPOBAHMUS, TO Ha KOJIMYECTBO CO3/1aBaeMbIX BepCUid
yCTaHABJIMBAeTCsS OrpaHUYeHHe. MakcuMajbHOe KOJIMYeCTBO BepCcUM JIOKyMeHTa 3aaeTcst
aJIMUHUCTPATOPOM.

Korpa cosmaercs HoBasi Bepcusi, MpeBbIIAIONIAs JaHHOe OrpaHWYeHHe, camasli PaHHSS U3

CYIIeCTBYIOIIMUX BePCUN JOKYMEeHTa yalsieTcs.

@ VY nansiorcs ToJIbKO HeoTMeYeHHble BepCHH JOKYMEHTa.

OFpaHI/IHEHI/Ie PacCIipoCTpaHIEeTCA KdK Hd dBTOMATHU4YECKU CO3[0dHHbIe BepCHH, TdK M HA

BEpPCUHU, CO3/JaHHbIE BPYUHYIO.
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4.2.13.4 Onepamuu ¢ BepcusaMu QaijioB

Jlis BeIOOpa Bepcuu Qaiiyia epeiiuTe B UCTOPUIO BepCU U Ha OOKOBOW IIaHeJIU B CTPOKe C

HY>XKHOU Bepcueil HakmuTe + Eme. B oTkpbiBieMcs MeHI0 BblGeprTe He0OXOIMMYIO OIlepalvio

(cm. Tabmuma 17).

Tabmuia 17 — MeH1o OBICTPBIX IEACTBUM

JlericTBue Onucanue
OtmeTuTh/CHITH OTMETKY Y CTaHOBUTE WY CHATH OTMETKY
W3MeHUTh Ha3BaHHe U KOMMEHTAPH H3menuTs Ha3BaHue Bepcuu dbaitia u

KOMMeHTapui

BoccranoButh YcraHoBUTh BhIOpaHHYIO Bepcuio daiisia TeKyIein
Bepcuen

CoxpaHHUTh KOMHIO CoxpaHuTb Bepcuio daiiia OT/IeIbHbIM HOBBIM
daiinom

Ckauatb Ckauatb Bepcuio ¢aiiia Ha KOMIIbIOTEP
I10JIb30BaTeJIs

[TeyaTn OTnpaBuTh Ha MeyaTh BEIOpPAHHYIO Bepcuio daiiia

(ae oTobpaxkaeTcs, eciiv He TOIIeP KUBALTCS
nevyaTh IAHHOTO TUMa dara)

VY panuthb Y nanuth BeIOpaHHYIO Bepcuio daiiia (He
oToOpakaeTtcs Jijisl TeKyIei Bepcuu ¢aitna)

@ N BJjIaieJiblld €CThb IIPpaBO Ha YyJdJIeHue BepCHfI, HO HeT IIpdB Ha peldKTHUpPOBdHUE HUX

MapaMeTpoB.

Jlns BBITIOJIHEHWST oOmepanvii C BbIOpaHHOM Bepcuel daila MOXHO BOCIOJIb30BaThCS

KOMaHJ]JaMH, PaCIOJIOXKeHHBIMU B BepXHel 4acTu akpaHa (cM. PrucyHok 46).
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4.2.13.5 IIpocMmoTpeTs Bepcuio ¢aiiyia

YTo0OBI IMpOCMOTpPETh BEPCHUIO cl)afma, BBITIOJIHUTE CJIeAyIoliue IEeUCTBUS:

1. Ilepeiinute B ucTopuio Bepcui daria.

2. B cnucke Bepcuit Ha 60KOBOM MaHEIN HAXKMUTE JIEBOM KHOIKOW MBI Ha HEOOXOAUMYIO

Bepcuto. BribpanHas Bepcust oTobpa3utcs B pabodeit 06/1acTu.

@ Onepanus HeJoCTyIHa i (Gaiios B paseie O0mue nanKu.

4.2.13.6 iaMmennTh Ha3BaHNe U KOMMEHTApPHIt

YT0o6b! UI3MEHUTDh Ha3BaHHe BepcuH (paiisia, BHIIIOJIHKTE ClleAyIolire IefCTBUS:

1. TlepeiiauTe B KCTOPHIO Bepcuid dauia.

2. Ha OoxoBoO¥i ITaHeN! B CTPOKe C HY>KHOU Bepcuel Haxxmute + Emie.

3. B orkpobiBiIieMcs MeHIO BbibepuTe NMyHKT VI3MeHHTH Ha3BaHHe M KOMMEHTapuil (CM.
Pucynoxk 47).

4. Benure HOBOe Ha3zBaHue Bepcun U Haxkmute OK.

%7 Hoeas eepcus

¥

s¢  CHATb OTMETKY 0} 1
Al WaMeHUTb HazBaHHe W KOMMEHTaPHRA
A BoccTaHoBMTH 2
[y CoxpanuTe konuk
& CradaTb
MeyaTs..
¥0anuTe

Pucynok 47 — MeHI0 JJOTIOJTHUTENBHBIX JIMCTBUN BepPCUU

HoBoe Ha3zBaHMe BepcuM 0TOOPA3UTCS B CITMCKe Ha HOKOBOM MaHeH.
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KOMMEHTapI/Iﬁ K BepCHHU MOXXHO PeJdKTUPOBATb ABYMS criocobamu:
1. Haxxmure Ha KHOIIKY MEHIO K BepCHUHu U BbI6epI/ITe ITYHKT HsmennTh Ha3BaHHe H
KOMMEHTapHﬁ, OTKPOEeTCd OKHO IJidd pedKTUPOBAHUSI.

Haxkmure Ha mojte KOMMEHTAapHs, KypCop CTaHEeT dKTHUBEH VI BBOld TE€KCTA.

@ @yHKIUSA peJaKTHPOBAaHMS Ha3BaHMS U KOMMEHTapusl JOCTyIIHA TOJIBKO aBTOPY

BEpCHUH.

4.2.13.7 CoxpaHHUTh BepCHIO OT/IeJIbHBIM (aijioM

YTOoOBI COXPAaHUTh BEPCUIO OTHEJIbHBIM QailyioM, BBIIIOJIHKTE CJIefyIolire AeiCTBUSL:

1. TlepeiinuTe B KCTOPHIO BEPCHUU.

2. CoxpaHUTe KOIHIO OJHUM U3 CII0COOOB:

— B CIIMCKe BepCHi HaBe[UTe KYpCOp MBIIIM Ha HEOOXOAUMYIO BEpCHIO, HAaXMUTe

Exne v BoiOepute nmyHKT COXpaHUTH KOIHIO;

- B BerHEﬁ 9dCTHU OKHA IIPUJIOKEHUS HAXXKMUTe COXpaHI/ITb KOIIHIO.

3. Bribepure mamky asis coxpaHeHus Bepcuu (cM. PucyHok 48) u Haxxmute COXpaHUTB.

[Tonb3oBarens MoxkeT BbIOpaTh MAIKW, IpeJOCTaBlieHHble eMy C IpaBOM pefakTHpoBaHus. [lpu

HeoOXOAUMOCTH co37jaiiTe HOBYIO manky. lIporenypa co3gaHusi manmkd omnucaHa B pasfierie
Konuposats daia Wik Hanky.

COXpaHuTb B Narnky...

¢ Mou AOKyMeHTbI
O Beaomocti
O PyxosoacTtea

[ CucTemHble TpeGoBaHUA

9 Noctynkble MHe

3 O6wme nanku

[} Cospatb HoByio nanky OTmeHa

Pucynok 48 — Bribop nanku
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4.2.13.8 YcTaHOBUTH HJIH CHATH OTMETKY

@ Oyuknus OTMeTnTh/ CHATH 0TMETKY JI0CTYIIHA TOJIBKO aBTOPY BepCHUH.

,HJ'ISI 3dlIUThI BepCI/Iﬁ OT aBTOMdTHUYeCKOI'O yadJIeHUs UX MOKHO OTMETUTD.

YTOOBI yCTAaHOBUTb WM CHSATh OTMETKY JUIsi Bepcud aiiyia, BBHITIOJIHUTE CJeAyIoIye
IeMCTBUSA.

1. Ilepeiinute B ucTopuio Bepcuil daria.

2. Ha GokoBoi#i maHeu B CTPOKe C HY>KHOU Bepcueid HakMute + Eme.

3. B nosiBuBIemcst MmeHto Beibepute myHKT OTMeTHTDh Wik CHATH 0TMETKY.

@ Jlna Texyineii Bepcuu daitia CHATH OTMETKY HeJlb3s.

OTMeTka prCBanBaeTCsl BEPCUY aBTOMATHUYeCKU B CIIEAYIOIMINX CITydasX:
—Opd CO3JaHUM BepcuM daiia BpyduyHyIO (KOMaHIOW WM B pe3yJibTaTe 3arpy3KH,

KOIIMPOBaHHUS WJIM llepeMellleHus daiisa C 3aMeHO);

— TIpY NeperMMeHOBaHUM BepcuM daiisa (eciiy Bepcusl ellle He Obuta OTMeYeHa).

ABTOMaTHYECKH CO31dHHbIe BEpCHUN 6YILYT 0e3 OTMEeTKH.

4.2.14 I11a610HBI

[[TabmoH — 3TO KOMMSI JOKyMeHTa C COXpaHeHHbIM ¢opmaTrupoBaHueM. [llabaoHB MOTyT
ObITh TMOJIE3HBI B Ciy4yasix, KOIJla HeoOXOAMMO COKPAaTUTh BpeMsi Ha CO3[aHue HEeCKOJIbKUX

OOHOTHUITHBIX JOKYMEHTOB C HeOOJIbIITNMHA Pa3IninsaAMHU. HaHpHMep, IJIs. CO3[IaHHUSI 3asiBJIEHMU,

I1JIaHOB, IIPUKA30B U T. II.
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Pacrmmpenus 1mab10HOB IOKYMEHTOB:
1. XOTT — mabsoH TEeKCTOBOTO JOKYMeHTa, OTKPBhIBAEMBIM B TEKCTOBOM peJlaKTope
«MoitOduc Tekcry;
2. XOTS — mabioH TabIMYHOTO JIOKYMEHTa, OTKPBIBAEMBIM B TaOJMYHOM pellakTope
«MoitOduc Tabnuiay;
3. XOTP — 1mabsoH 1pe3eHTallMM, OTKPbIBAaeMbld B peJlakTope Ipe3eHTaIui
«MoiiOduc ITpesenTanus».
CosznaBaTh MIA0JOHBI MOXHO B COOTBETCTBYIOIIEM pe/laKTope C IIOMOINbIO KOMaH/bl
CoxpaHUTh Kak IIa0JI0H.
[[TaboHBI TOKYyMEHTOB MOXHO 3arpy»aThb B [10 MoitOdwuc 13 BHellIHero UCTOYHMKA TaK Ke,
KaK JIpyTHe TUIIbI GaiiyioB.
OTkpbIBaTh 11abJIOHBI, 3alllMIIleHHble MTapojieM, WM CO3/1aBaTh Ha MX OCHOBe HOBble (aiibl
Henb3s. s paboTel ¢ 11a0JIOHOM, KOTOPBIM 3allUIlleH TapoJjieM, yJaluTe Tapojib U 3arpy3uTe

11abJI0H 3aHOBO.

4.2.14.1 OTKpHBITH MAOJIOH /IJISI peflaKTHPOBAHHUS

Jlns pemakTUpoBaHMSs 11abjioHa B pabouyed 00JIaCTU XpaHUJIMINA HAXKMUTE TIPAaBOM KHOIKOM
MBI Ha CTPOKY ITabJ0oHA U BbIOepUTe B KOHTEKCTHOM MeHIO MyHKT OTkpswITh. Paiin mabioHa
OTKpOeTCs Ha peflakKTUPOBaHKe B HOBOM BKJIajike BeO-Opay3epa.

JlanbHelie MeHACTBUS C OTKPBITHIM (ailyIoM BBINOJIHSIOTCS BHYTPH pemakTopa. s
yCIenmHoH paboTel C  ¢aiylaMH  JOKYMEHTOB IMOJpoOHee 03HAKOMbTECh C pasfielioM TI0

COOTBETCTBYIOIIEMY pefaKkTopy.
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4.2.14.2 Co3pars daiin u3 mabioHa

YTo6s! Cco3/1aTh HOBBIY (aiii U3 MabiioHa, BOCIOJIb3YWTeCh OJJHUM U3 CIIOCOOOB:

1. Haxxmure Ha Ha3zBaHue ¢arina mabsaoHa B pabodeli 061aCTh XpaHUJIMINA.
2. Haxxmute Ha cTpoKy c aiisioM B pabodeli 06acTy 1IpaBOM KHOIIKOW MBIIIY U BbIOepuTe

ITYHKT COB}IHTI) 1o IIIHGJIOHy B KOHTE@KCTHOM MEHIO.

Co3nmanHbld  (ailyl C aHAJOTUYHBIM I1a0JIOHY HMeHeM OTKPOeTCs B HOBOW BKJIQJIKe
BeO-Opay3epa ¥ aBTOMaTH4YeCKH COXPAaHUTCS B TeKYIlled Marike XpaHUJIUIIA JIOKYMeHTOB.

Hpyrue oneparuu ¢ $pailyioM MOXXHO BBIIOJIHSATh YKe BHYTPHU pefakTopa.

4.2.15 IlopmucaHHbIe JOKYMEHTBI

B «MoiitOduc JlokymMeHTbl» MOAAEep>KUBAeTCsl 3arpy3ka IOANMUCAHHBIX JIOKYMEHTOB CO
CJeTyIOIUMU TUTIaMH TIO/IITUCEH:

1. BcrpoeHHas a5ieKTpOHHAs MOANMCH — SIBJISIeTCSI MeTaJJaHHbIMU JJOKyMeHTa.

2. OTcoenvHeHHas 3JIeKTPOHHAs! OJIIIUCh — XPAHUTCS OT/EJIbHO OT IOKYMEHTa.
s oTobpakeHWsT MOANMCH TOJNKUCAHHBIA AOKYMEeHT U (ailyl MOANMCH AODKHBI HAXOJIUTHCS B
onHoy marike. Paiy 0TCOeMHEHHOM MOANMCH JO0JDKeH Ha3bIBaThbCs KaK IOJIMCAHHBIA JOKYMEHT

(MMs_oKyMeHTa.paclipeHne) 1 NMeThb pacliupeHye *.sig.

MoryT ObITH 3arpy»keHbl MOAMHUCAHHbIE JOKyMeHTHI cieayromux dopmatoB: XODT, ODT,

XODS, ODS, DOCX, XSLX.

B «MoiOduc [lokyMeHTbI» I10Ib30BaTeNlb MOXKET:

— IpegoCTaBUTL JOCTYIT JPYTHUM II10/Ib30BaTe/IIM K IIOAIINCAHHOMY JJOKYMEHTY,

— CO30aTb BHYTPEHHIOIO NI HV6III/I‘1HVIO CCBbUIKY Ha JJOKYMEHT,

— OTHPABUTH IIOANKWCAHHBIM JIOKYMEHT BJIOXKEHHEM B IIMCHhMO.

Bo3moxkHble 1eiicTBYS MOJIb30BaTeJIsl C MOANMCAHHBIMU IOKYMEHTaMMU:
— KOIIMPOBATh;

— IepeMelaTh;

— CKAuMBaTh;

— [lepeMeHOBbIBATh;

— OTMeuaThb BaXXHbIMHU;

— yaJsTh;

— BOCCTAHABJIMBATh M3 KOP3WUHBI TAK >Ke, KaK 0ObIYHbIe Paiiibl.
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4.2.15.1 3arpy3uTh nognuCcaHHbINA JOKYMEHT

[lognucanHble JOKyMeHTbI MOXHO 3arpykatb B «MoiOduc JlokyMeHTbI» Tak >Ke, KaK U
ob6bryHBIe daiibl. Paiy 0TCOeMHEHHON 3JIeKTPOHHOM TOJITUCH JIOJDKeH OBITh 3arpy’>keH B Ty Ke
MAarKy, 9YTO U MOANMCAHHBIN IOKYMEeHT.

B npuiiokeHny IOANKMCaHHbIe TOKYMEHTHI OTMedeHbl MKOHKOM + (cM. PucyHok 49):

Iﬂ Doroeop.docx 14.18 KB CerogHn, 09:24
w [ononHuTenoHoe cornawexune. xodt.sig 653 banTa CerogxA, 08:58
Igl JNononHWTensHOS cornawenue. xodt 6.58 Kb CerogHn, 08:58
Iﬁl OTueT_ceHTAGpb.Xxods 8.99 KB CerogHa, 09:09
. CueT-hakTypa.cds 6.62 Kb Cerogxa, 09:09
1 4

[o=]

[l
I +]
[=]
=]
.
o
L

33 bavTa 09:09

w CueT-hakTypa.ods.sig 7

Pucynok 49 — [loanucaHHble TOKyMeHThI

4.2.15.2 OTKpPHITH NONMUCAHHBIA JOKYMEHT
[TognuicaHHBINA JOKYMEHT MOXHO OTKPBITh TOJIBKO JIJISl IPOCMOTPA.

YT0o6bI IPOCMOTPETh MOAMCAHHBIHN IOKYMEHT, BOCIOJIb3YHTECh OJHUM U3 CIIOCODOB:

1. HaxkmMuTe JIeBOM KHOIKOW MBIIIM HAa Ha3BaHWE IOJIHMCAHHOTO JOKYMEHTa B CITHCKe
00BEeKTOB.
2. Boiienmute B CIMCKe OOBEKTOB TMOJIMMCAHHBIA JOKYMEHT M HaXXMHUTe Ha IaHeIH

uHCTpyMenToB ¢ Eme > © IIpemmpocMoTp.

3. HaxxmuTe B cnucke OOBEeKTOB Ha MOJIIMCAHHBIA JIOKyMEHT IPAaBOM KHOIKOW MBIIIN U

BbiOepuTe IIpeAnIpocMOTP B KOHTEKCTHOM MEHIO.

B BepxHeil yacTu OKHa ITPOCMOTpA MOAIIMCAHHOTO JIOKYMeHTa 0ToOpakaeTcst mHOpMaIus o
HaJIMYMH TOJIITHCH.
YtoObl cCO3AaTh KOMMUIO JIOKyMeHTa 0e3 TMOANMCH ISl pelaKTHPOBaHUS, HAKMUTE

PenakTHpoBaTh KOIHIO B OKHE IIPOCMOTPA MOANKMCAHHOTO IOKyMeHTa.
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4.2.16 Apapixku

Spnblk — 00BEKT, KOTOPBIM yKa3bIBaeT Ha JIPYroi 00beKT. B mpuioxeHny MOXXHO CO3/1aBaTh
SpIBIKK 71 aiyioB M Marok, xpaHsanmxcs B «MouOduc JJokyMeHTbI», U Jis Beb-CTpaHMII.
SIpybIKM TO3BOJISIIOT CHUCTEMATU3WMPOBaTh WMHGOPMAIMI0O M3 Pa3HbIX HUCTOYHUKOB. C MOMOIIbIO
SIPJIBIKOB MOXXHO B3aUMOJIeCTBOBATh C 0OBEKTaMU, HAaXOJSIIMMUCS B JIPYTMX Nankax (HampuMmep,
MIPOCMATpYBaTh M CKAaYMBaTb JIOKYMEHTHI, OTIPABJIATh MX Ha IedaTb U T. II.), U [epexoJuTh Ha

Be0-CTPaHMUIIBI.

B npuiioxxeHun SipibIk OTMeYeHbl UKOHKOU A (cm. Pucynok 50).

Mma ¢ Jarta vaMeHed.. [lata HaMeHeH B
o Apneik = MaobtpamkeHue elena.smirnova CerogHs, 11:35 CerogHa, 11:35 =
i Apnek — Hoean npeaeHTaumsa glena.smirnova CerogHs, 12:08 Cerogun, 12:08
g Apnwik — Hoear Tadnuua glena.smirmova Cerogus, 12:09 Cerogua, 12:09

D Apnpik — HOBBIA ACKYMEHT elena.smirmova CerogmHs, 12:08 Ceroasa
Apneik — Hoeam nanka elena.smirmova Ceronms, 12:58 Cerogmwa, 12:58

@ ApNbiK B2O-CTPAHMLUB elena.smirnova CerogHs, 11:34 Ceroaxa, 11:34
Pucynok 50 — fApneiku 06beKTOB

BosMorkHble 1efiCTBYS, TOCTYIIHbIe ISl paOOTHI C SIPIIBIKOM:

— CKOIIMPOBATH;
— IepeMeCTHTb;

— OTMETUTb BaXKHBIM;
— YIAJIUTh;

— BOCCTAHOBUTB U3 KOP3UHLI TdK Ke, KdK OOBIYHBIN anﬁn.

JleiicTBUS, BBINIOJIHSIEMBIe C SIPJIBIKOM, He BIIMSIIOT Ha 0ObeKT, Ha KOTOPBIM OH yKa3bIBaerT.

4.2.16.1 Spasik ¢aiina uin nanku

B npunoxeHnd MOXHO CO3[aTh SIPJbIK Il Jitoboro obbekTa (daiyia WiIM MAalKy),

pacnoyioxkeHHOTO B «MoiOduc JlokyMeHTbI», KpOMe JIPYTOTo SpJibIKa.
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YTo6b! co3/1aTh SApIbIK daiiia WK MalkH, BHIIOJIHUTE ClleAyIolre 1efCTBUS:

1. Breigenure o0bexT, Ha)kaB Ha ero 3Ha4oK.

2. CozpaiiTe SIpJIbIK OJTHUM U3 CITIOCOOOB:
— HQOXXMUTe Ha MaHenu UHCTpyMeHToB ¢ Emie u Boibepute myHKT Co34aTh APJIBIK;

— HAXMHUTe Ha OOBEKT TpaBOM KHOMKOW MBI U BbiOepuTe Co3maTh SIPJIBIK B
KOHTEKCTHOM MEHIO.
B nosiBuBIIIEMCst AMAJIOTOBOM OKHE BBIOEpHTE TAlKy, B KOTOPOU OyIeT Co3/1aH SPIbIK.

4. Haxwvute Co3maTh SAPJIBIK.

H3meneHne Ha3BaHUSA SAPpJIbIKA cbafma WK IIAIIKKW BBIIIOJIHAETCS dHAJIOTMYHO H3MeHEeHHIO

Ha3BAHUA d)aIZHOB WJIH T1aI10K.

@ Jl1st sipnibIKa HeJib3s1 HACTPOWTD IIpaBa AocTryna. Co3JaHHBIN SIPJIBIK HacjlefyeT IpaBa

AOOCTYyIIa OT ITaIlKH, B KOTOpOfI OH HAXOOUTCH.

YTOOB!I OTKPHITH SIPJIBIK (paiisia WK NANKW, BOCIIOIb3yHUTeCh OTHUM M3 CIIOCO0OB:
1. HaxxmuTe j1eBOY KHOIIKOM MBIIIM Ha Ha3BaHUe SpIIbIKA.

2. Haxkmure npaBoii KHONKOW MBIIIX Ha SIPJIBIK ¥ BbIOEpUTe B KOHTEKCTHOM MeHI0 OTKPHITH

(s sipbika nanky) wiy IlpeanpocMoTp (11 spiibika darina).

B 3aBucumocTy oT Tuna 06beKTa, Ha KOTOPbIM yKa3bIBaeT SIPJIbIK, OyJleT OTKpbITa MalkKa Win
¢daiin B peXkrMe IIpe/IBapuTeJIbHOIO IIPOCMOTPaA.

Ecnu y mosnb3oBatensi, OTKPBIBIIETO SIPJIBIK, HET JIOCTYIlAa K UCXOJHOMY ¢ailly, MOSBUTCS
COOTBETCTBYMOIllee coobIeHre. Eciy y nonb3oBartesiss HeT JOCTylla K MCXO/IHOM IallKe, OTKPOETCS

CTpaHMIIA 3aITpoca JJOCTYTIA K Hew.

YToObl 3ampOCUTH [IOCTYIl K HCXOAHOMY (ailily WM Mamnke, BBIIOJHUTE CJeAyIole
JeCTBUS:
1. HaxxMuTe mnpaBoi KHONKOM MBIIIKM Ha SIPJAbIK U BbIOEpHTe B KOHTEKCTHOM MeEHIO
Hcxomusiii ¢paitn/ Ucxoqnas manka > 3anpocHTh JOCTYII.
2. Ha crpanwure 3ampoca JOCTyIa BbIOepuTe TOJb30BaTesiel Jjisi OTIpaBKU 3ampoca (Tmpu
HaJIMYMK y O0OBeKkTa, MMOMUMO BIIAJeNiblla, IMOJIb30BaTeiel C MpaBoM YIIpaBJIeHUe) U
HalUIIUTe TIOSCHEHHWe K 3alpocy [JOCTylla B COOTBETCTBYIOIIEM TIOjie TP

HEe0OXOOUMOCTH.
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3. HaxxmuTe 3anmpocuTh AOCTYH 1 OTIPaBKM 3ampoca WM Mou JOKyMeHTBI IS

BO3BpaTa B 1anky Mou JOKyMeHTHI.

Hcxonnbiil 06beKT — ¢aiiyl Wiy Iarnka, Ha KOTOPYIO yKa3bIBaeT SIpJbIK. [ B3auMOo/IeCTBHS
C UCXOIHBIM 00bEKTOM Ha)KMHUTe Ha SIPJIbIK [IPABOM KHOIIKOM MBIIIX U B IIYHKTe KOHTEKCTHOT'O MeHI0

Hcxonnbni ¢aiin/ Mcxognas nmamnka BeibepuTe Tpebyemoe feiiCTBHe:

1. HetictBus c ucxonusiM daitsiom (cMm. Tabnuma 18):

Tabmuna 18 — JlericTBuUS C UCXOOHBIM (panioM

JlericTBre Onucanue

OTKpHITH B pefakTope OTKpBITH IOKYMEHT B peJlakTope.

OTtobpakaeTcs jiss JOKyMEeHTOB B popMaTax,
IOCTYIIHBIX IJIsl peflakTHPOBaHUs

[TokazaTh B marike [lepeiiTu B mamnky ¢ KCXOMHBIM HanIOM

[TopenuTbCst CCHITKOM [TonenuThcs CCHUIKOM Ha UCXOJIHBIN (arin

OtmpaBuTh 10 IOYTE OTnpaBUTh UCXOJTHBIN (AW 10 TOYTe KaK
BJIOXKEHUe

Ckayvatb CkavaTb UCXOIHBIN dan

[TeuaThb OTnpaBuTh Ha MeYaTh UCXOMHBIN (aiil

3arpocuTh TOCTYII 3armpocuTh IOCTYII K UCXOTHOMY haiiy.

OTtobpaskaeTcs Ipy OTCYTCTBUH y TIOIb30BaTEISA
JIOCTYyTA K daity

2. JleWicTBUS C UCXOMHOM Iankou (cM. Tabmuma 19):

Tabmuma 19 — JleficTBUS C UCXOIHOM MMAIIKOU

JlericTBue OmnucaHue

OTKpBITH OTKpBITh UCXOJTHYIO TMATKY

[Tokazath B marke OTKpBITH MaNKy C UCXOIHOM TaIKOH

[TomenuTbCs CCHITKOM [oienuThCs CCHITKOM HA UCXOIHYIO TIATIKY

Ckavatb CkayvaTh UCXOIHYIO MAIKy

3arpocuTh IOCTYI 3ampocuTh AOCTYII K UCXOAHOH TIarKe.
OTtobpaskaeTcs Ipy OTCYTCTBUH y TIOIb30BaTEISA
JIOCTyTIA K TMarke
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4.2.16.2 SIpiabik BebO-CTpaHULIBI

B MPpUJIOXKEeHWHU MOXKHO CO3AaThb APJIbIK JJIA JII00O0H BE6-CTpaHI/ILU:>I. COBJIaHHBII;'I SIPJIbIK 6y,[[8T

BHJIE€H I10JIb30BATeJIIM C JJOCTYIIOM K IIdllKe, B KOTOpOfI HaXOIUTCA APJIbIK.

YTo6bI CO3/1aTh SPJIBIK BeO-CTPaHUIIbI, BBIIIOJIIHUTE ClleyIoliye JerCTBUS:

1. Bocronb3yiTech OJHUM U3 CIIOCOOOB:
— B JIEBOM BepxHeM YTJIy NpuioXkeHUs HaxmuTe J{00aBUTH;
— HaKMUTe MPaBOM KHOIKOM MBIIIH T10 TTyCTOMY TIOJTIO0 B pabodeii 00J1acTy;

— HaxkmuTe Co3maThb B pabodei 06/1aCTH ITyCTOM TATIKHU.
2. B nosiBuBIIEMCS! MeHIO BbIOepyTe MyHKT SIpJIbIK Bed-CTPpaHULIBI.

3. B oTkpbIBIIeMCs OKHe BBeAWTe ajpeCc BeO-CTpaHMIBI U Ha3BaHWe SpibIKa B

COOTBETCTBYIOIIIHE I10JI.

4. Haxmute OK, 4T0OBI 3aBepIINTh CO3/JaHUe SIPIIbIKA.

YT0o6b! MI3MEHUTh Ha3BaHHUe SIpJIbIKa BeO-CTPAHUIIbI, BBHIIIOJIHUTE ClIeAyIolre 1efCTBUS:

1. HaxxMuTe Ha SIpJIbIK NpaBOM KHOIIKOM MBIIIM U BbiOepuTe PemakTumpoBaTh SIPJIBIK B
KOHTEKCTHOM MeHIO.

2. B oTkpbiBiemcsi okHe BHecuTe uaMeHeHus B nojie Hazpanue u Haxkmute OK.

YTOOBI OTKPBITH SIPJIBIK BEO-CTPaHUITbI, BOCIIOIb3YHTECh OJJHUM U3 CIIOCOOOB:

— Ha)XMUTe JIeBOM KHOIIKOW MBIIIIM Ha Ha3BaHUe SIPJIbIKa;
— Ha)XMUTe [IpaBOM KHOIIKOW MBIIIIY Ha SIPJIbIK U BbiOeprTe OTKPBITH B KOHTEKCTHOM MEHIO;

— Ha OOKOBOM TTaHeJIM CBOMCTB 00beKTa HaXKMHUTe Ha TUIepCChUIKy OTKPBITSH.

Beb6-cTpanuna oTkpoeTcs B HOBOW Bkiajike BeO-Opay3epa. B ciydae nmepexojia Ha BHEIIHUN

pecypc MOsIBUTCSL COOTBETCTBYIOIIee TIpefyTpexieHue.

4.2.17 ITouck

B mpuioxeHrnd mnpeycMOTpeH IOMCK, MO3BOJISIIONIMNA MCKATh OOBEKThl B XPAaHWIHIIE I10
Ha3BaHUIO (ailyla WM ManKd U Psly JOMOJHUTENbHBIX IIapaMeTpoB, a TakXe 10 ¢parMeHTy

COIepXKUMOro.
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4.2.17.1 Ilouck o Ha3BaHUI 00BLEKTA

YTOObI BBIIIOJIHUTE IIOMCK 110 HA3BAHUIO O6'B€KTa, BBITIOJIHUTE Clleyroniye IeVCTBUS:

1. BBegure Ha3BaHWe HMCKOMOro OObekTa (He MeHee Tpex cuUMBOJIOB) B mosie Ilomck Ha

IaHeJIM UTHCTPYMEHTOB.

2. YToOBI 3amyCTUTh TMOWCK, HAXMUTe KiIaBuily Enter win KHOIKY Q, Honck B CTpOKe

IIOMCKaA.

B pesysnbraTe omnepaiuu B pabodeil 061aCcTU NPUIOXKeHHsST OTOOPa3UTCS CIIHMCOK OOBEeKTOB,
Ybe UMsl [TOJIHOCTBIO WJIM YaCTUYHO COBIIaJiaeT C 3a/laHHbIM IIOUCKOBBIM 3anpocoM. [lonck o6bekToB

110 YMOJT9aHHIO BBITIOJIHACTCS I10 pa3ieslaM Mou AOKYMEHTBI, I,HOCTyIIHI:Ie MHeE U Oﬁume IIAIIKH.

YTOOBI HACTPOUTH AONOIHUTEIbHBIE TApaMeTphI IOKCKA, B CTPOKe MOMCKAa HAXKMUTE
= IapameTpnI moHMCKa, B OTKpPLIBIIEMCsA OKHe BhiGepute ITo HazBaHMIO U 3ajaiiTe CleyiolIye

napametpsl (cM. Pucynok 51):

=
Mo HasBaHWo Mo cogepxumomy
ABTOp KTo yrogHo
Tun TNo6oit v
[laTa usMeHeHus Korpa yrogHo -
PacnonoxeHune Bce pasfenbl -

C6pocuThb Bce

Pucynok 51 — IlapameTpsbl moncka
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Tabmuia 20 — JleicTBUS TTOJIB30BaATEJS C ITapaMeTpaMH MTOMCKa

[Tapametp HeticTBue

AgTop Haunurte BBOOUTD MMl WM afipec 3J1eKTPOHHOM
IIOYTHI aBTOpa 0OBeKTa U B NIOSIBUBIIEMCS] CITUCKe
Hal/IeHHBIX Pe3yJIbTaTOB BBIOEPUTE HY KHBIM.

MokHO BBIOpATh HECKOJIBKO aBTOPOB

Tun Bribepure Tyl HCKOMOro 06beKTa B BbIIAIAl0IIEeM
CIIHCKe.

Mo2kHO BBIOpaTh HECKOJIbKO THUIIOB

JlaTa n3aMeHeHHs Bribepure mepuos mociieiHero u3MeHeHus! 00beKTa
B BBIIIAJIAIOIEM CIIMCKe

Pacrionoxenue Bribepure 0671acThb moucKa.
MozkHO BBIOpATh OAHO 3HAYEHHE:
— Bce pa3snesibr;

— Texymias narnka;

Ilarnka, BrIOpaHHAas Ha MAHeNX HaBUTraluu. B
pasnenax Ormeuennbie, HegaBuue v Kop3una
HeJIOCTYTIeH BbIOOP MyHKTA TeKYIIel Marnky.

— Kop3una

[locne Hacrpoiiku napameTpoB HaxkmuTe HaiiTh, 4ToOBI HayaTh MOUCK. UYTOOBI yHaiWTh

3aJlaHHbIe TTapaMeTPbl TTOUCKa, HaxkmuTe COpoCHTH Bce.

@ Ilpy wucCHONb30BAaHUM JIOMOJIHUTENbHBIX IIapaMeTpPOB IIOMCKOBBIM 3alpOC MOKET

COlepXKXaThb MeHbIIIe TpeX CUMBOJIOB.
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JlononHUTeIbHBIE TTapaMeTphbl IOKMCKa TaKXKe OTOOPaXKaloTCsl HaJl pe3yJibTaTaMU IMOMCKA 110
Ha3BaHUO (cM. PucyHok 52). Hcronb3yemble mapamMeTpbl BBIIEISIOTCS ToiayObiM 1BeToM. [lpu

HN3MeHeHWH [IapaMeTpOB C ITIOMOIIBIO KHOIIOK Hall Ppe3yJIbTaTdMHU ITOHNCKa HOBBIN ITOMCK BBIIIOJTHSIETCSI

dBTOMATHU4YeCKH.

&« = ekt X Q n @

ABTOp ~ ‘ TekcToBble hainel X - [lata usMeHeHUs ~ Pacnonoxenne ~ | CBpocwThb BCe

Bnagenel] [aTa W3IMeHeHHE & TeifCTBUR

MoiiOduc TekcT xodt alexandr.smirnov@ 25 man, 2023 Jal =]

Pucynok 52 — Pe3ynbTaThl 110MCKa 110 HAa3BaHUIO

4.2.17.2 Tlouck mo comepRUMOMY

YTOoOBI OCYyIIeCTBUTH TOUCK IO COJIEP>KUMOMY, BBITIOJIHUATE CJIeAYIolIye IeHCTBUS:
1. BBegute rMckoMoe CJIOBO WM CI0BOcOoYeTaHUe (He MeHee Tpex OykB) B mosie Ilouck Ha
MaHeJIi UHCTPYMEeHTOB.

2. Haxmure .o_" IIapameTpsbl IOHCKA U B OTKPBIBIIIEMCS OKHe BbIOEpUTE
ITo copepxumomy.
3. 3amycTuTe MOMCK OJHUM K3 CIIOCOOOB:

— HaxkmuTe HalTi B OKHe IapaMeTpOB IIOUCKaA;

— HOXMUTe Q ITouck.

4.2.18 IlonmucaTbcs Ha yBeIOMJIeHUS

st ynobcTBa coBMecTHOM paboThl Haj ¢aiyiaMu MOXXHO MOJANMCATBCS Ha yYBeAOMJIEHHUS O
cOOBITUSIX ISl HY>XKHOro ¢aina. B arom ciydae OyayT NpUXOAUTH Ciiefylollye YBeJOMJIEHUS O
COOBITHSIX, TPOM3BEAeHHBIX APYTUM I10JIb30BaTeIeM:

— U3MeHeHUs B dalie;

— mepemelieHye gana;

— NeperMeHOBaHUe aiiia;

— 3aMeHa daia;
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— ynaneHnue daura.

Bel MoxxeTe moanumcatbcs Ha daiiibl, HA KOTOPbIe Y Bac eCTh IpaBo PemakTHpoBaHue Wiv
1paBo YmpasieHHe. B ciydae u3MeHeHUs IpaB AOCTyIa (Hapumep, Bbl OTKA3aJIUCh OT JOCTYIIA),

MOJINKCKA Ha yBeJloMJleHHs 06 3ToM ¢arisie Mporajaer.

@ HeT Bo3MOXHOCTH NOJINKCATHCS HA YBEAOMJIEHUS O COOBITUSIX B HAMKaX U SPJIbIKAX.

HO,[[HI/ICHTBCSI Ha yBeJOMJIEHU O COOBITHUSIX MOXKHO OJHHUM M3 CIT0CODOB:

1. HaBepute kypcop Ha cTpoky ¢ariia B pabodeid 0671aCTU ¥ HAOXMUTE KHOIIKY a.
2. HaxxmuTe mpaBoW KHOIKOW MBIIIM B CTPOKe HY)XHOro ¢aiia B pabodeld obsactu U
BbIOepuTe yHKT KOHTeKCTHOro MeHIO IlopmucaTbes Ha yBeioMiIeHHS.

3. Boibepute ¢aii 1 Ha TMaHeld HWHCTPyMeHTOB HaxkmuTe : Eme, 3atem BbiObepuTe

KOMaHOy HOHIII/ICHTI)CH Ha yBeIOMJICHHUS].

YTo6b! mOIMCATHCS HA YBEAOMIIEHHSI O COOBITHSX Cpa3y B HECKOJIbKUX ¢aiiax:
1. BrimenuTe B cliMCKe OUH WJIM HECKOJIBKO $aiiioB, HA’KaB Ha UX 3HAUKHU.

2. BOCHOHBSYﬁTECb OJHHUM U3 CHOCO6OB, OIIMCAHHBIX BEIIIIE.

@ Ecny BbIenuTh pasHble TUIBI 00beKTOB — Qailibl, MalKH, SIPJbIKU, TO Olleparus

HOIIIII/ICHTI)CH Ha yBeIOMJIeHHUS 6YZ[ET HeIOCTYyIIHA.

Bce daiinbl, Ha KOTOpble Bbl MOJINKCAIUCH [Jis TOJyYeHUs] YBeJJOMJIEHUM O COOBITHSIX,
nocTynHbel B pasfeiie OTciekxuBaeMble Ha IaHeJd HaBUTalluM. B cilydae ypanmeHus Opyrum
noJsib3oBaresieM ¢aila, Ha KOTOPbIM Bbl MOANMCAINCH, Bbl TOJy4dTe YyBefoMJieHHWe, a ¢aii

repecTaHeT 0TOOpaXkaThCs B pasjeiie OTciie;kuBaeMsble.

[Tpu mocTyrieHUM HOBBIX YBeAOMJIEHMM Ha MaHeld WHCTPYMeHTOB OyzeT oTobpakaTbCs

KOJIOKOJIbuMK & . HaxkmuTe Ha Hero, 9To0bl TPOCMOTPETh COOBITHS. ECH CIIMCOK yBeIoOMIIeH i He
MomnajziaeT B OKHO IOJIHOCTBIO, €r0 MOXHO pa3BepHYTh C moMmolpio kHONKK IlokasaTh eme. [1pu
IIOCTYIUIEHWH HOBBIX YBeJJOMJIEHMH B MOMEHT IIPOCMOTpa CIMcKa MosBUTCS kHolka Iloka3aTh

HOBBIE.

YTo0OBI yBelOMJIEHHUS He 0To6pa>1<am/1c5 B HOBLBIX, HA’KMHTE ITomeTHuTh Kak IpoYuTdHHBIC.
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Ornucarbcs oT YBEJ:[OMJIEHI/Iﬁ MOKHO TeMH XKe CHOCOGEIMI/I, KadK U IIOAITMCATBLCA:

— Ha CTpoKe ¢aiiyia HaXXKMHUTEe KHOIIKY ...;

— B KOHTEKCTHOM MeHIO BblOeprTe KoMaH/y OTIHcaThCsl OT yBeJOMJIeHHH;

— Ha IIdHeJIK MHCTPYMEHTOB Ha>XMUTe

YBeIOMJIeHHH.

4.2.19 PaboTa Cco ClIMCKOM 00BLeKTOB

EIIIE, 3aTeM BbIGepI/ITe KOMaHy OTnucarbcs oT

4.2.19.1 Ucnoin30BaTh COYeTaHHUA KJIABHUIII

[Ipu pabote co crrckoM ¢aiyioB MOXXHO MCIIOJIb30BaTh COoYeTaHUs KiaBuil (cM. Tabiuia

21).
Tabmuma 21 — CoueTtanus KJIaBUIII
CouyeTraHue KJIaBUIII Onucanue
Esc 3aKpbITh aKTUBHOE BCIUIBIBAIOIee OKHO WJIM CHSTh
BbIJIeJIeHHe C BBIOpPAaHHOTO 00beKTa
Enter OTKpBITH BBIZIeTIEHHBIN (DAl UK MMankKy

Crpesika BBepX

[lepeiiTy 0 criMiCKy OOBEKTOB HAa OJIHY CTPOKY
BBEPX

Crpesnika BHU3

[lepeiiTy o criMicKy OOBEKTOB HAa OJIHY CTPOKY

BHU3

Page Up IlepeiiTu o civcky 0OBEKTOB HA OJIMH 3KpaH
BBEPX

Page Down IlepeiiTu o ciMcky 0OBEKTOB HA OJIMH 3KPaH
BHU3

Home [lepeiiTu k mepBoMy 06BEKTY B clicKe GalIoB U
narox

End [IepeiiTu k ociiegHEeMy OOBEKTY B CIMCKe $aitioB
U T1aIloK

Backspace V¥ nanuth copep>xuMoe 1oJis BBOJa

Ctrl/Cmd+A Brigenuth Bce 00BbEeKTHI CITMCKA B OTKPHITOM IMarke

Ctrl/Cmd+F OTKpBITh TaHes b IOMCKA B peXUMe

IpeIBAPUTEIHHOTO ITPOCMOTPA JIOKYMEeHTa
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Coyeranuve KJIaBUIII

Onucanue

Ctrl/Cmd+Illea4oK MBIIILIO

J1o6aBuThL HOBBIY O0OBEKT K CIIUCKY BBIJIeJIEHHBIX
WJTY UCKJTIOYUTh BBIOPAHHBINA OOBEKT U3 CIIMCKA
BbIJIeJIEHHBIX

Shift+I1]em40K MBIIIBIO

HobaButh Bce 06BEKTHI OT NOCIIEIHETO
BBIJIeJIEHHOTI'0 JI0 YKa3aHHOT'O II1eJTYKOM MBI K
CIVCKY BBIIEJIEHHbIX QaiiyioB

Shift+Crtpenka BHU3

Pacmmputs unmu CHATH BblJlelleHre Ha OHY CTPOKY
BHU3

Shift+Crtpenka BBepx

PacmmpuTs v CHATH BblJlelleHre Ha OHY CTPOKY
BBEpPX

F2

[lepemeHOBaTL BEIOPAHHBIN B CIIHCKE OOBEKT

Delete/Cmd+Backspace

IlepeMecTuTh BEIOpaHHBIA OOBEKT B KOP3UHY

4.2.19.2 CopTHpoBaTh 00BEKTHI

Ob6bekTbl B cIlMCKe (ailyIoB M MANOK COPTUPYIOTCS IIpU IIOMOIIM WHCTPYMEHTOB JJisi

COPTHUPOBKH, SIBJISIFOIITMXCS 3ar0JIOBKAMH CTOJIOITOB pabodei 06/1acTu, KpoMe CToJI0Ia F Baxmuoe.

CnpaBa OT HA3BdHHA CTOJI6I_Ia, II0 KOTOpPOMY BbIIIOJIHAETCA COPTHUPOBKA, 0To6pa>1<aeTc;1

crpennika T (cm. Pucynok 53):

Mou AOKYMEHTbI

han 4

BepomocTti

Pykoeopactea

CUcTeMHble TPeBoBaHUA
G MorOduc Tabnuua.xods
0 MoROduc TexcT.xodt

0 npoayktax MorOdue.xodp

G Mogpepxveaemele popmarsl dpainos.xods

i
]
ool
S

-- 28 mapra, 2024

- — Ceronws, 10:36

20.80 Kb 2 anpens, 2024

Pucynok 53 — CoptrpoBka 0OBEKTOB 110 UMEHHU
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st copTpoBKM 06BEKTOB 1O KpuTepuio IMs HaXkMuTe Ha 3arojioBok cTosibna. OObeKTh
OyayT OTCOPTHPOBAHBI 10 UMEHHU:
— B ayipaBUTHOM TIOPSIJIKe, eCITH CTPeJIKa PsZoM C HAMMEeHOBaHKMeM HallpaByieHa BBEpX;

— B 0OpaTHOM IOpsJIKe, eCyid CTpeJIka HalpaBJleHa BHU3.

J1j1s1 COpTUPOBKU O0BEKTOB BbIOepuTe HeOOXOOUMBIA KPUTepUI U3 BBIIIA/IAOIIEro CIIMCKa BO

BTOPOM WJI TpPeTheM CToJibIe (cM. PucyHok 54) 6o 106aBbTe HOBBIE CTOJIOIBI. 3aTeM HaXKMHUTe Ha

3aroJI0OBOK CTOJIOIa C HeOOXOIUMBIM KPUTEpUEM.

Pasmep w  [laTa uameHeHnsa
" Pasmep
Pasmep BCex Bepcuit
Bnageney
ABTOp
Nata co3gaHua

Kem n3MeHeHo

[laTa OTKPBITMA MHOM

3.90 MB NaTa W3IMeHeHWA MHOM

70 GaiT NoBaBuTe cTonGey

CKpbITh CTONGEL

171 KB

Pucynok 54 — BrIOOp KpUTEpHEB JIJIsi COPTUPOBKH

Cronbust Ums, ABTop, Bnamenen 1 Kem n3ameneno coptupyiorcs B ajipaBUTHOM TOPSIZIKe,
eCId CTpejlka PsSJIOM C HauMeHOBaHMWeM HalpaBjieHa BBepX, U B 00OpaTHOM IIOpsiiKe, eciv
HalpaBJieHa BHU3.

Cronbnel Pazmep u Pasmep Bcex BepcHii COPTHUPYIOTCS OT MeHBIIMX pa3MepoB (anjoB K
Oo/bIIMM, eciid CTpejika psZioM C HaMMeHOBaHWeM HallpaBjieHa BBepX, W 10 YOBIBaHHIO, eCJu
HanpasjleHa BHU3. Pa3Mep nanok He oTob6paxaeTcs.

Cromnb1bl JlaTa co3maHus, JlaTa H3MeHeHHs, JlaTa H3MeHeHHsI MHOH,
JlaTa OTKPBITHS MHOM COpPTHPYIOTCS IIO BO3pacTaHUIO JIaThl (OT paHHUX JaT K Oojiee MO3JHUM),
ecyid CTpeJIKa PsIOM C HavMeHOBaHWeM HallpaBjieHa BBepX, M IO yObIBaHUIO (OT MO3JHUX JaT K
Hosiee paHHUM), eC/lM HallpaBjleHa BHU3.

[Ipu coptupoBke 1o Pasmepy u Pasmepy Bcex Bepcuii YYWTHIBAIOTCS TOJIBKO JIaHHBIE

¢aﬁn013, IIpr COPTHUPOBKE I10 OCTAJIbHBIM KPUTEPUAM YUUTBIBAIOTCS NdHHbIE U (baﬁﬂOB, U I1aIlOK.
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4.2.19.3 I'pynnupoBaTh 00beKThI

HJ’IH BKJIIOUeHHs W OTKIII0OYeHHsd TPYHIIMPOBKU HAXXMHUTE PACIIOJIOKEHHYI0 Hd IIdHeJIn

WHCTPYMEHTOB KHOIIKY = I'pynnupoBka cniucka. B pe3ysnbrare onepanuu CIHCOK OOBEKTOB
TeKylleld nanku Oyner pa3OMT Ha TIpyNnbl IO BbIOpAaHHOMY KpHUTepuio CcopTUpoBku. Ilpum
BBIIIOJIHEHUM COPTHUPOBKM OOBEKTOB II0 JPYrOMy KpUTEPDUIO OHM OyIyT aBTOMaTU4YecKd
IleperpyIniyMpoBaHbl COIVIACHO XapaKTepUCTHUKaM BbIOPaHHOI'O KPUTepHsi COPTUPOBKHU.

Yepes KOHTEKCTHOe MeHIO I'PYIIIbl MOXKHO:

— CBEPHYTb BHIOPaHHYIO TPYIILY;

— CBEepHYTb BCe I'PYIIIIEL;

— pa3BepHYThb BCe I'PYIIIILI;

— IIeperTH K IpefbIAyIlel IpyIIe;

— [IePeUTH K ClIeyIollel rpyIime;

— IIepeMeCTUThb I'PYIIILY;

— CKa4aTh I'pyIIy;

— CO3[aTh KOIIUIO I'PYIIIIbL;

— YAQIUTh TPYIILY.

4.2.19.4 OTMeTHUTD BaiKHbIe 00BEKTHI

Jlyist 06bekToB B pasnenax Mou nokymenrtsl, Jlocrynubie mue, HemaBune 1 O61mue nanku

MO’KHO YCTAHOBUTH OTMETKY m Baxkuoe. Takve 00beKThHI OTO6pa)KaIOTC$I B pa3feiie OTMeueHHBIE.

YTo0OBI YCTaHOBUTD UJIU CHATb OTMETKY IJIsd O6’B€KTa, BOCHOHBSyﬁTer OJHHUM U3 CIT0co0oB:

1. HaBeguTte KypcOp MBIIIM Ha HY>KHBIM 00beKT B pabodeil 06J1aCTU U HAXKMUTe

F Ormerurs/ ™ Custs O0TMeTKY B cToJsi011e [leiicTBusL.

2. HaxxmuTe mpaBOM KHOIKOM MBIIIA Ha CTPOKY HYXHOro obbexkTa B paboueil obrnactu u

BbIOEpUTe IMyHKT KOHTEKCTHOTO MeHI0 OTMeTHTL/ CHATH OTMETKY.

Taxske MOXHO YCTaHOBHUTD HUJIM CHATHL OTMETKY JId OTKprTOﬁ I1aIlKH. L[JIH 3TOI'O HAXXMHUTe

p OTMeTHTD/ m CHAaTb OTMETKY Ha IIdHeJIM MHCTPYMEHTOB pAJJOM C Hd3BaHHWEM IIdIIKU.
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4.2.19.5 J100aBUTH WIN CKPBITH CTOJIOIBI

CrnyxebHast nHGopManus o ¢aiiyiax pacrosaraeTcsi B COOTBETCTBYIOLIMX CTOJIOIax paboueit
obyacti. MuHMMaJIbHOE KOJIMYeCTBO CTOJIOIOB Jjisi OToOpaskeHWsi B paboueid obmactu — 2,

croiibibl Ums v BaxkHoe CKpPbITb HEBO3MOXKHO.

Yrto68!I 106aBUTEH CcTONOEI] C HYXXHOW MH(pOPMAalLlKel, BEIIIOJIHUTE ClleJyolye NeHCTBUS:

1. HaBeguTte Kypcop MBI Ha Ha3BaHUe JIFOO0r0 CcToJIbIa.

2. Haxmure xHOmky ¥ © B nyHKTe J[lo0aBUTB cTo0ely U3 CIUCKa BbIOepuUTe

HeoOXOoUMBbIe CTOJIOIBI [y OTOOpakeHHst UHpopManuu (cM. PrucyHok 55).

Mom JOKYMEHTbI Q,

ma & v
CHCTeMHBIE TPEGOBaHUS [oGaenTb cToNGey Pasmep BCex Bepcvi

Enageney
PykosoacTea

BenomocTi - Natacos

G Mopnepxnsaembie hopmatel hannos.xods 68 Kb Kem namexeno

[aTta oTKPBITHA MHOR
0 npogykTax MoROdue.xodp 846 KB

JlaTa usMeHeHs MHOR

Q MoROguc Terct.xodt 31 MB

DHEpE, 10.£0

() wonoduc Tasnuua.xods 20.80 KB

Pucynok 55 — JlobaBienue cronbna

YT0ObI CKPBITH CTOJIOEII, BBIIIOIHUTE CleyIoIIue JeHCTBUS:

1. HaBeguTe Kypcop MBIIIM HAa Ha3BaHUe CTOJIOIA, KpoMe cToii6110B Msa u F Baxmoe.

2. Haxmure kHOTIKYy ¥ U BblOepuTe NYHKT CKpPBITH CTOJI0®II.
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4.2.19.6 CopTHpoOBaThH CTOIOLBI

Crosibripl MOTryT OBITH paccTaBileHbl B Jji0b60M mopsiike. YToObl IepemecTUTh cTOjbel,
HaBeJlMTe KypCOp MBIIIM Ha 3arojioBOK CTOJIOIA, 3a)KMHUTe JIeBYH0 KHOIIKY MBIIIA U Iepe/IBUHbTe
cronben. HoBoe MecTomosiockeHue IepeBUraeMOro Crosidna OyZeT oTMedaTbCs CUHeW JIMHUen

(cM. PucyHok 56). OTIycTHTe KHOIIKY MBIIIH, KOTJIa CTOJIOeI] OyIeT B HY>KHOM ITOJI0XKEeHUH.

Mow fOoKYMEHTbI Q, = N E% ®
(LU Pasmep MaTa u3meH - OeicTens
BefomocTt - - Cerogun, 10:36

PykoBOACTEa - - 28 mapra, 202
Pucynok 56 — Ilepemeriienue crosbiia

Ha mnpuBenenHom mnpumepe cronben; [lara uameHeHuss OyleT pacrojaratbCsi Mexay
crosibriamu Umsa u Pa3mep.

PaccraBuTh CTONOIBI B HY>KHOM TMOpPSIIKE TaKXe MOXKHO C IIOMOINbI0 KHOMKA ¥  Ha
COOTBETCTBYIOIEM CTOJIOIIE:

1. HaBenuTte kypcop MBIIIM Ha 3ar0JIOBOK HEOOXOAUMOTO CTOjI01a, KpoMe cTosbmnoB Umsa u

R Baxnoe.

2. HaxxmuTe KHOIIKY ¥ PpsJIOM C 3arOJIOBKOM CTOsIOIA. B OTKpBIBIIEMCSI MEHIO TeKyIui

cTosiber; OTMe4YeH CUMBOJIOM
3. Beibepure crosbel, KOTOpBIA OyneT OTOOpaXkaTbCs BMECTO TeKyIlero Ha AaHHOU

IIO3HIINH.

4.2.20 Joctyn k ¢aiiny uiu nanke

Bnagenenr obpekTa MoOXeT MpPeOCTaBUTh JIOCTYN APYIMM II0JIb30BaTessiM Ha IIPOCMOTP,
pellakTUpOBaHWe WJIM YIIpaBleHWe CBOMMH [JIOKyMeHTaMW M I[ankaMd. V3MeHUTH IIpaBa,
MIpe/IoCTaBJIeHHbIe IPYTUMU T0JIb30BaTeNISIMU K 00bEKTY, MOXeT Kak Bjlajieliell, TaK U M0JIb30BaTellb

C IIpaBOM YTIpaBJIeHHe.

@ ITpaBo Biamester He OUIEKUT PeIaKTUPOBAHUIO U YIAICHHMIO.
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Bce ¢aiinpl nnm nanky, AOCTyn K KOTOPBIM IIPeJJOCTaBjleH II0JIb30BaTell0 APYTMMHU
I10JIb30BaTeJIsIMU, 0TOOpaXkaroTcst B passiene JlocTynmHbIe MHe.

[Tocne mnpenocraBneHust pocryna B choucke o00bekToB B «MoitOduc JlokymeHTH
HIOSIBJISIFOTCS IOTIOJIHUTEIbHBIe MeTKH Ha ClIeIyI0IINX 00beKTax:

— aiinbl ¥ NATKY C IPSIMBIMU IIpaBaMy OOILero I0CTYIIa;

— (baﬁ]'[bl U IIAIIKU C YHACJIeAOBAHHbIMHU ITPABAMUA O6I.L[€FO AOCTYIIA.

[Tpu npenocTaBieHny AOCTyHa K ¢ailyly Mojab30BaTelb IMOJIydaeT IpsMble IpaBa JOCTYIa.
[Tocne mpenocraBiieHust TOCTyIa K IAlKe I10JIb30BaTelb IIOJy4YaeT AOCTYII TOrO >Ke BHJA KO BCeEM
obbektaM (daiytaM © TankaMm), BIOXKEHHbIM B OTy TMankKy. Takue TIpaBa Ha3bIBAIOTCS
yHac/1eIOBaHHBIMU [PaBaMH JIOCTYTIA.

[Tpsimble mpaBa JOCTyIla UMeIOT IPUOPUTET HaJl yHACel0BaHHbIMU. Eciiy B marnke ¢ o0mum
JOCTyIIOM (aiyly IPUCBOEH IIPSIMOM YpPOBeHb JIOCTYIIa, TO OH He M3MEeHMUTCS Jake eCIM AOCTYI K
narike OyzeT u3MeHeH.

Bnagenenn v mosb3oBaTenb C MpaBOM YIIpaBjeHHe MOTYT W3MEHWUTb YpPOBeHb JOCTYIIA
BHYTPY HaNK{ OOIIero 0CTylla Ha JitoOble BJIOXKEeHHble Manku U JioOble ¢aimbl. [Ipuuem 3to
W3MeHeHHWe TpaB JOCTylla MOXeT ObITb Kak B CTOPOHY YBeJW4YeHUs] IIpaB (HarpuMmep,
PepaxkTupoBanme Bmecto IIpocMoTp), Tak ¥ B CTOPOHY UX yMeHbllleHus (Hampumep, IIpocmoTtp
BMeCTO YHpasBJjeHHe).

[Tpy uaMeHeHMM YpOBHSI JOCTyIa IOJIb30BaTeIl0 aBTOMATUYeCKH OTIPABJISETCSl [OYTOBOE
yBeJJOMJIeHWe O JIaHHOM COOBITUM (TIpM HAJMYMU  [OAKJIIOYEHHOM II0YTOBOM CHUCTEMBbI).
VBengoMiieHUs: He OTHPABJISIOTCS MPU OT3bIBe IPaB JIOCTYIA K OOBEKTYy. YBeldoMjieHHe IO IouTe

AOCTYIIHO TOJIBKO IJI OTHAEJIbHBIX M0JIb30BaTesied U HeJOCTYIIHO IJid I'PYIIIL.
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B Tabnure 22 npeacraBiieHbl BUJIbI ITPaB U IeWCTBHS, JOCTYIIHbIE I101b30BaTeII0:

Tabnuia 22 — JleiicTBus OIb30BaTesel B COOTBETCTBUU C BUIAaMU IIpaB

IIpocmoTp

Penax’rnponaﬂne

Ynpasnenue

[TpocmaTtpuBath Manku o6IIero
JIOCTYTIa

Bce pericTBus npaBa
IIpocmorp, a Takxe:

Bce perictus npas IIpocmoTp,
PemaxTupoBanme, a Takxe:

OTkpriBaTh Gaitibl 06111er0
JIOCTYTIA HA TIPeIBAPUTEIIbHBIM
MPOCMOTP

3arpy>kathb (paiiibl WK Ak B
MarnKy C O0IUM JIOCTYIIOM

CosmaBarh, ynajsiTh U
KOMMPOBaTh UHGOPMAIIHIO O
ITyOJIMIHOM CChUIKe Ha dau
WY TIANKY

OTKpBIBaTh IOKYMEHTHI 00ITIero
JIOCTYTIa Ha IPOCMOTP B
penakTope

PenaktrpoBath ¢aiiiabl win
MarnKy o0IIero JoCTyma

[IpenocTaBiaTh IOCTYII K
00BEKTY Opyrum
I10JIb30BaTEJISIM

CkauuBathb ¢aiiibl 00111ero
JOCTyTIa Ha CBOM KOMIIBIOTED

[lepeumeHOBBIBaTh daitil Uix
TAarKy ¢ 00IIUM JOCTYIIOM
(ecu ob30BaTENb UMEET
IIpaBa Ha peJJaKTUpPOBaHUe WU
yIpaB/ieHHe POAUTEIbCKOU
ITAMKOK)

H3MeHSTh U yOalsITh paBa
10JIb30BaTesIel, KOTOPhIM
JIOCTYTIeH 00beKT

KonupoBats ¢aiinibl 1 manku
ob1rero gocryma

VY aanats ¢aiiibl WK Nanku B
Tarke oOIIero AocTyma (eciu
M0JIb30BaTeNIb UMEET MpaBa Ha
PeIaKTHPOBAaHUE WU
yIIpaBJIeHUe POJIUTENTbCKOM
ITAMKOK)

KouBepTtuposats daiisibl Bo
BHyTpeHHHM dopmat MounOduc
Y3 peXXrMa Ipe/IBAapUTeIbHOTO
IIpOCMOTpa

[IpocMaTpuBaTh UCTOPHUIO
BEpPCUU IOKyMeHTa

OTnpaBinars ¢ailsibl 00111eTO
JIOCTYyTIA 110 TIouTe (Tpu
HaJIMIMY UHTETrPaLyH C
IMOYTOBOM CHCTEMOM)

Co3maBaTb HOBBIE BEPCHUU
JIOKyMeHTa

KonupoBaTh BHyTpeHHIOO
CCBUIKY Ha (aiil WK nanky

VY nanares, BocCTaHaB/IUBATh,
ITepeMMeHOBBLIBAaTh BEPCUH
JIOKyMeHTa

OTnpaBnaTb BHYTPEHHIOO
CCBUIKY Ha baiiT Wik Manky mo
route (IIpY HATAIUH
WHTEerpaIyu C MoYTOBOM
CHCTEeMOM)

CoxpaHsTh Bepcuu JOKyMeHTa
KaK HOBBIA JJOKYMEHT

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024

106



MounOdounc

IIpocmoTp PemaxTupoBanue Ynpagaenue

OTmeuats daiisl Kak BaXKHBIM Co3znaBath 06bEKTEI BHYTPU
TIAIoK, K KOTOPBIM OBbIT aH
JOCTYII Ha peJJaKTHPOBaHHUe

[IpocMaTpurBaTh CBeJieHUs O [lepemermath 0OHEKTHI KAk
narke wiy damie BHYTPH TIAIIOK, K KOTOPBIM OBLT
JIaH JIOCTYII Ha
pellakTUpPOBaHUe, TaK U B
JIN4HbIe, 00II1e WK OCTYITHbIe
TaKu

PacnevaTsiBaTh daitn

Hckatb daiin umu nanky B
CIIMCKe C IIOMOIIIbIO IIOMCKOBOM
CTPOKH

OTkazaTbCs OT JOCTYIIA K
¢aityiam 1 nankam ob11Iero

JIOCTYTIa

Henb3st coxpaHuTh, NEpeMecTUTb, CKOIMHUPOBATh, 3arpy3uTh OOBEKT B MAIKy C IPaBOM
IIpocmoTp, mamku W Tofmanku pasfena Kopsuna, a Takke B pasnensl JlocTrymHble MHe,
Oo6mue mannku, HemaBame u OtTmeuennswie. [lonb3oBarenio OyaeT mMpeJjiodKeHO BHIOPATh

AOIIYCTUMYIO IIaIIKy WJIA 110 YMOJIYdaHHUIO 00BEeKT COXPAHHUTCA B pa3feiie Mou HOKYMEHTBI.

4.2.20.1 IlosyunTs mpaBa J0CTyHIa

[Ipy moneiTke MONMY4YUTH OOCTYI K 0ObekTy (daily wiy mnanke) C OOIIMM JOCTYIIOM
IIpOBepKa IpaB JIOCTyIla OCYILIECTBJISieTCss B COOTBETCTBUM C YPOBHSIMA IIPUOPUTETHOCTH B
CllefyrolleM MopsiJKe:

— Hajm4ue y o0beKTa, K KOTOPOMY I10JIb30BaTellb MbITaeTCs [OJIyYUTh JOCTYII, IIPSMBIX I1paB,

OTJIMYAIOIIMXCS OT YHACJIeI0BaHHBIX OT POAUTENILCKOIO 0OBEKTa;

— HaJlM4yMe y I0JIb30BaTesIsl, KOTOPBIM IBITAeTCs MOJMYYUTh AOCTYI K OOBEKTy, JIUYHBIX IIPaB
JIOCTYTIa KaK I0JIb30BaTeJIs], a TakKe Haju4due IpaB JIOCTYyIla B COCTaBe IPYII, B KOTOPLIe
OH BKJIIOYeH;

— BYUJI TIpaBa JIOCTyIla II0/Ib30BaTesIs, KOTOPBIM IIbITaeTCs IOIY4YUTh IOCTYI K OOBEeKTYy:

Bnanenen, Ynpasnenue, PenaktupoBanue, Ilpocmotp, JocTyn 3anpenieH.
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YPpOBHU IPUOPUTETHOCTH:

1. IlogunHeHHOCTH 00BeKTOB (mMarnok u ¢aaoB). OOBEKTEl C OOIMM JOCTYIIOM MOTYT

HUMeThb [IBad BU/ld I1IPaB: IIpsIMble U YHACJIEIOBAHHbIE. Ecmm JJIs1 BJIOZKEHHOI'O 00BeKTa:

— YCTaHOBJIEHBI IIpSAMbIE IIPpdBd, TO OHU UMEIOT IIPUOPUTET Iiepell YHACIIeAOBAHHbIMU OT

POJIUTEIIbCKOM TAIKK MTpaBa AOCTYIIa;

— He YCTAHOBJIEHBbI IIpsgMble IIpaBd, TO [Jid TaKOI'O 00BeKTa IIPUMEHSIOTCA

yHacJleZIOBaHHbIe OT POAAUTEIbCKOM MalKy paBa JOCTyTa.

2. IIpodpuns. K oObexkTam Cc 0OHmMM J[OCTYIIOM IIpaBa MOTYT OBITH IIpefoCTaBjleHbl
OTJeJIbHBIM I10JIb30BaTeNIsIM W/WJIU TpyIIle osib3oBaTesiel. Takum ob6pa3oM, K OHOMY U
TOMY e OOBeKTy y I0JIb30BaTesIsi MOT'YT OBITh JIMYHBLIE IIpaBa II0JIb30BaTels], a TaKXe

IIpaBa PYIIIbl, B KOTOPYIO OH BXOJUT, IIPY 3TOM:

— eCIM y M0JIb30BaTesisl ecTh JIMYHble IpaBa AOCTYIA, BbIJAHHbIE eMy Ha OTHeJIbHOTO
[I0JIb30BaTesIsl, TO OHU KMMEIOT NPUOPUTET Iiepefi IpaBaMu AOCTYIIA, BbIIAHHBIMU Ha
rpynny. Hampumep, eciu y mosmb3oBarenst ectb npaso IIpocmorp, a y rpymnmsl, B
KOTOPYIO OH BKJIIOUEH, YCTAaHOBJIEHO IPaBO YIIpaBJjieHWe, TO II0Jb30BaTeslb OyJeT

HMIMeTb JIOCTYII TOJIbKO K IIPOCMOTPY;

— eClIM Yy T0JIb30BaTellss HeT JIMYHBIX IIPaB JIOCTYyIla, HO OH COCTOUT B HECKOJIbKHX
rpynax C pasHbIMU BH/IaMU IIpaB JIOCTYIIA, TO I10JIb30BaTeslb [10JIy4aeT IpaBa IPYIIIbI
c 6ojiee BBICOKMM BHJIOM IIpaB jocryna. Hampumep, ecnm y ogHOM M3 rpymi, B
KOTOPYIO BKJIIOUEH I10JIb30BaTellb, yCcTaHOBJIeHO IIpaBo IIpocmoTp, a y apyroi — npaso

anaBJle}me, TO II0JIb30BATEJIb 6y11eT HUMeThb IIPAaBO anaBJIeHne.

3. Bup npaB gocryna. K o6bekTaM MOryT OBITh IIpe/lOCTaB/IeHbI CllefyIolllhe BUJbI IPaB
nocryna: Biagenen, IIpocmorp, PeqaktupoBanue, Yupasienue, /locTyn 3anpenieH:
— 1paBa focTyna Biagenen nMmeroT npuopurert epe npaBamu JlocTyn 3amnpeires;
— mpasa JlocTyn 3ampenieH UMelOT IPUOPUTET Tiepe]] IpaBaMu Y IpaBJIeHHe;
— TIpaBa JIOCTyIa YIpaBJjieHHe UMeIOT IIPUOPUTeT Iepe]] paBamu PemakTupoBaHue;

— 1paBa jocryna PegakTupoBaHue nmeroT npropuret nepep npasamu Ilpocmorp.
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4.2.20.2 IIpenocTaBUTH OOIIUI TOCTYTI

B npunosxeHnnr MOXXHO IIPeIOCTaBUTh JIOCTYTI IPYTHUM I10JIb30BaTeNIsIM:
— K CBOMM (ailyiaM U Tarkam;

— K ¢aiiyiaM U nankam, K KOTOpbIM IIpeJIOCTaBJIeH JI0CTYII Ha yIIpaBjieHue.

Hoctyn Kk 00beKTy HEeBO3MOXXHO IpPe/IoCTaBUTh IOJIb30BaTeNsIM, KOTOpbIe y/AajieHbl
aIMUHUACTPATOPOM cucTeMbl. OHM OTCYTCTBYIOT B aJ[pECHOM KHUTE U UX HeJlb3sl HAUTU

B CTpPOKe TIoMCKa OKHA OQ0uuii JoCTyIIL.

3a OJHY oOllepaliii0 MOXXHO IPeI0CTaBUTh IOCTYH TOJIbKO K OJHOMY 00BeKkTy (daity wiu
narike). OOIUK JOCTYII K Tanke obecredrBaeT JOCTYII KO BceM ¢aiijiaM U IarKaM, HaXOJISIIUMCs
BHYTPHU 3TOU ITAIIKU.

YToObI IpeJoCTaBUTh JOCTYT K 00BEKTY, BLITIOJTHUTE CIIeIyIoIIe TeHCTBUS:

1. Brimenute B crivcke HeOOXOMMBIN OOBEKT, HAXKaB HA ero 3HA4YOK.

2. OTkpo#Te OKHO IpeIoCTaBIeHus JOCTYIa OJJHUM U3 CII0COOO0B:

— HOXXMHTe Ha MaHeIHd MHCTPYMEHTOB ~a OGIuii mocTyn (JOCTYIHO BiIafessly daiiia

U I10JIb30BATeJIIM C IIPABOM anaBJle}me);

)] ., o
— HAXXMUTe TUIIepCChbUIKY OGIIII/II/I AOCTYII Had OOKOBOI ITaHeIH (,I[OCTYI'IHO BJIaiejiblly

¢arina 1 11oJIb30BaTesIsM C IIpaBOM Y IpaBJieHHe);

— BbIGepUTe MYyHKT ~% OGIIHii ZOCTYII B KOHTEKCTHOM MEHIO, HaXaB IPaBOH KHOIKH
MBIIIIN 110 OOBEKTY;

~ BoibepuTe myHKT 2 IToeMTHCHA CCHLIIKOH B KOHTEKCTHOM MEHIO, HaKaB HpaBOi
KHOTIKH MBIIIIK TI0 0OBEKTY, U B OTKPBIBIIIEMCSI OKHEe HA)KMHUTE TUTIePCCHUIKY
2, OO01uii mocTyIn.

3. JlobaBbTe 1O/Nb30BaTeNiell IyTeM BBOAA Ha3BaHUSl TIpPyNNbl, HUMeHW WIA ajpeca

3JIeKTPOHHOM IIOYTHI [T0JIb30BaTesIel JIJIsl IIpefJoCcTaBieHusl UM Joctyna (cM. PucyHok 57).
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HpI/I HaJIMYUU UHTErpanuu C IIOYTOM I10JIb30BATEJISI MOXKHO BbI6paTb M3 CIIMCKAd KOHTAKTOB.

J1J1s1 3TOTO HAXKMUTE KHOIIKY @ CHCcoK KOHTAKTOB U B OTKPHIBIIIeNCs popMe BbIOepuTe KOHTAKT.

O6LWMIA pocTyn K «HOBLIA AOKYMEHT.Xodt» & MopenuTbes cobinkoi
~ | {2] npocmoTp -
YEELOMHTE MMCBMOM NoGaBuTs

YESAO0MIEHHE MORHC OTNPAEUTE TOALKO OTAENLHEIM NONLICETENAM, 8 He TPY¥Inam.

Pucynok 57 — Bribop nosib3oBaTesist uepe3 CTPOKY BBOJIA

[Ipu BBIOOpE TOJIb30BaTENS U3 KaTaiora (B okHe OOIIHMiA JOCTYII, a He B CIIMCKe KOHTAKTOB
@) MO>KHO TTOCMOTPeTh O HeM JIOMOJTHUTENIbHYI0 MHPOPMAIIUIO: KOHTAKTHI, MojipasfiejieHre, TOpo/I.
Il 3TOrO HABEIMTE KypCOP MBIIIX HA BKJIAJIKY HY>KHOTO ITOJIb30BaTeNIs, 3aTeM HaBeJUTe Kypcop Ha
ukonky .

— BOCITIOJIb3YWTeCh I0JIeM IIOMCKa I0JIb30BaTelis 0 a/ipecy 3JIeKTPOHHOW IOYTHI WU

Ha3BaHMIO TPYMIIHI (T10JIe JOCTYIHO Ha JIFoO0H BKIIaJIKe);

— BbIOepUTe TOJIb30BaTeNlell U3 CIMCKa Ha BKJAJkax: KopmopaTuBHBIe (BKjIafika MOXeT
6bITh OTKIIOYeHa agMuHucrparopoM [10 MoiOduc) win JIngeble y/vnu BbiGepuTe

rpyImiy Ha BKiIajke I'pynmsr;

@ Hazpanus rpynn Ha BkjIajike ['pynmbl He CBSI3aHBI C TPYIaMU MOJMHUCOK B MOYTE
(mpu Hamuuum wuHTerpanuu ¢ «MouOduc [loutay). UToObI co3maTh TPYMITY WIH

y3HaTh ee cocTaB, obpaTuTech k agMuuuctparopy [10 MoiOduc.

— BEIGEpHUTE KOHTAKT U3 aJ[PeCHOM KHUIH C [IOMOIIBIO KHONKM T J[06aBHTH B CIIHCOK.
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J1o6aBUB KOHTAKTHI, HAXkMUTe BeIopaTh (cM. PrucyHok 58).

€~ KOHTaKTbI

BeeguTe UMA UNK agpe nouT
KopnopaTusHbie JTn4Hble Ipynnbl Q
@ Alexandr Smirnov alexandr.smimov@myoffice.ru
{7
@ Elena Smirnova elena.smirnova@myoffice.ru Jo6aBuTb B CNMCOK

Bbi6paTb

Pucynok 58 — Bribop nosib3oBaTesist yepe3 KOHTAKThI

4. VI3 BbImajamomiero CHoucka BbIOepuTe BUA TIpeocTaBisieMbix 1paB: IIpocMmoTp,
PepaxkTupoBanme, Yupasienue viu JlocTyn 3anpeineH.

Psimom ¢ Ha3BaHMeEM poJielt oToOpakaeTcs KpaTkoe ornrcaHue rpas (cM. PucyHok 59).

06Wmii gocTyn K «HOBbIN JOKYMeHT.xodt» ¢ TMogenuTbcs cobinKoit
A Alexandr Smirnov (%) ¥ {&] nNpocmotp -
YnpaeneHue
yBBﬂ,OMHTb MUCEMOM p MoxHo eflaKTUpoBaTb 0BBLEKT U yNIpaBNATh
P P ynp

AOCTYNOM APYrHX NONb30BATENed K HEMY.

Peﬂ'aKTHpOBaHMe

MoXHO BHOCUTE M3MEHEHHA, CO3AaBaTh HOBble
Bepcun HﬂOﬁﬂBﬂﬂTh KOMMEHTapun

YBeaoMNeHWe MOXKHO OTNPAaBMTh TONBKO OTAENbHBIM NONbB30BATENAM, @ HE rpynnan i

MpocMoTp

@ MoxHO NpocMaTpUBaTh, CKa4MBaTk U KONWpoBaTh
obBeKT.
[OocTyn sanpeLyeH

IEI Henb3a NpoCMaTpuBaTh OfBEKT vnu coBepwaTb
WHblE JeUCTBUA C HUM

Pucynok 59 — Bribop Buza npas

5. Haxxmurte /100aBHTE.
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6. [Ipy HeoOXOAMMOCTH YCTaHOBUTe QIIAKOK YBeJOMHTH MHCBMOM (IIPM  HaJIMYUU
MOJIKJTFOYeHHOM TTOYTOBOM CUCTeMbl). DYHKIIMS yBEIOMJIEHHS TTMCbMOM JIOCTYITHA TOJIBKO

JJ1d yBeaIOMJIeHUs OTOeJIbHbIX I10JIb30BaTEJIeH.

@ [Ipy mnpenocTaBiieHMM JOCTylla K JIOKyMEHTY C OTCOeJIMHEeHHON 3JIeKTPOHHOMN

IIOAITMCBIO TAKXKe H806XOI[I/IMO MpeaoCTaBUTh AOCTYII K an171le ITOJITMCH.

Jlist oTripaBky cCbUIKM Ha ¢aitsn HaxxmuTe IlogemuThes CCBIJIKOM Y BBINIOJIHWTE JIeHCTBUS,

OIIMCaHHBIE B pa3fieiie [TogenuThbCs CChIIKOM.

IIpy HeoOXOmMMOCTM HaBeiWTe KypCcOp Ha aBaTap W/IM KMs I0JIb30BaTeslsi, KOTOPOMY
IIPeJIOCTaBJISIOTCS IIpaBa AOCTYIIA, [l IPOCMOTpa JONOJHUTEeIbHOM UHpopManuu. Ynu nepeinnre
no runepcceiike IlogpoOHee i mpocMoTpa MHPOpPMalMU O I0JIb30BaTelle B IIPUIOXKEHUH
«MonOduc Konraktel» (npu Hanmvuuu wuHTerpannu ¢ «MoiOduc [Toutay). Hudopmanus
OTKpOeTCsl B HOBOU BKJIaJIke BebO-Opay3epa.

[Tpu ycremHoM npenocraBieHUH IIpaB B ¢popMe MHGOPMalKUU O IpeAoCTaBIeHUH AOCTYIIa

OyzeT oToOpaXkeHO MM TT0JTb30BaTeIsl ¥ aTpUOYTHI paB ocTyma (cM. Pucynok 60):

OBWw it gocTyn K «MoilOduc TekeT.xodts G2 MMogen|TbCs CCbINKOoM
~ f2] PepakTMpoBaHWe -

YBeaoMUTL NUCEMOM

AnekcaHapa CMUpPHOE: ™ Bnageneu

Anexcangp CMHMpHOE & PenakTuposaHue v

3aKkpbITh

Pucynok 60 — Muadopmamnus o rnpegocTaBieHnH JI0CTyTa

HepBbIM B CIIMCKe II0 YMOJYdaHUIO CTOMT ol Buaagemerr — 3710 IIpaBO He IIOAJIEXUT

PelaKTUPOBAHUIO U YJaJIeHUIO.
Jlyist mobaBiieHUs TOMOJHUTENBHBIX MOJIb30BaTesiell HaxkmuTe Jl00aBUTH MOIb30BaTeIeil 1

MOBTOPUTeE NPOLlelypy, YKa3aHHYIO Bblllle. [{Jis Bbixo/a U3 GOpMbl HAXKMHTe 3aKPHITh.
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@ Ecnu nosb3oBarenb npefocrasiisieT Ipylile, B KOTOPOM COCTOMT, IpaBa AOCTyHa K
00BEeKTy HIM)Ke CBOMX YHAC/Ie[JOBaHHBIX IIpaB, TO IIOJIb30BaTelt0 OyayT Ha3HaueHbI

JINYHbIE IIpsAMbIe IIPpdBd JOCTYIId Ha YIIPpdBJIEHHUE 00BEKTOM.

Onepam/m OT3bIBd IIPpdB HOOCTYIIHA TOJIBKO UId IIPAMBIX IIpAB, YHAC/IeOBAHHbIE IIpdBd

OTO3BATh HEBO3MOXXHO.

YtoObl OTO3BaTh IpaBa JIOCTYMla K TOMY HWJIM WHOMY ¢ally, BBIIOIHUTE CJeAyIoliye
IeMCTBUS.
1. Brigenure B ciicke HeOOXOOUMBIN 00BLEKT, Ha)KaB HA ero 3HAYOK.

2. Bocrnionb3yiTech OJHUM M3 CIIOCOOOB TIPeIOCTaBieHUs OOINEero JOCTyIa, OMMCAHHBIX
BBIIIIE.

3. B oTKpbIBIIEMCSI OKHe HaBeJuTe KypCcop Ha CTPOKY C MMeHeM I0JIb30BaTeslsl U HaXKMHUTe

KHOIIKY ®

YToOBI 3aMIpeTUTh JOCTYI K 00beKTY, BbibepuTe BapuaHT JlocTyn 3ampeleH B BbIIIa A0EM
CIIMCKe BUJOB IIpaB AocTyna. B aTom cityyae mosib3oBaTento OyJieT 3ampelieH JOCTYII K TeKyIemy

00BeKTy, a TakXKe Ha JJouepHUe 0ObeKThl, Ha APYTUX M0JIb30BaTellel JaHHbIN 3a1peT He TOBJIUsIeT.

4.2.20.3 OTka3saTbCs OT AOCTyIA

Paiibl WIK TATKY, JOCTYI K KOTOPBIM OB IMPeJOCTaB/IeH MOJIb30BaTeI0 UX aBTOPaMH WU
BJIaJieIbIlaMK, OTOOpaxaroTcsi B pasgenax Jlocrymubie mMHe u O0mme mamkm. Takke OOBEKTHI
MOTYT HaXOJUTbCs B pasnenax OrmeuenHble 1 HemaBume. [losib3oBaTenb MOXKeT OTKa3aTbCs OT
MIpe/IOCTaBJIEHHOI'0 eMy A0CTyIa K ¢ally WK Malke, B pe3yibTaTe 4ero o0ObeKT OyAeT yaajeH U3

CITMCKa JOCTYIITHBIX 0OBEKTOB.

YTo6bI 0TKA3aThCS OT AOCTYIIA, BOCIIOIb3yHUTECh OTHUM M3 CIIOCOOOB:
1. Boimenute 00BbeKT WM HECKOJIBKO 0ObEKTOB, HAKMUTE Ha MaHeId UHCTPYMEHTOB KHOIIKY

Eme u Bei6eprte nyHKT OTKa3aThbCs OT JOCTYMA.

2. Boigenute 06beKT MM HECKOJIbKO OOBEKTOB, HA)KMUTE HA BbIJIeJIEHHBIM OOBEeKT MpaBOM

KHOIIKOM MBIIIIY U BbI6epI/ITe IIYHKT KOHTE@KCTHOT'O MEHIO OTka3zarbcd OT A0CTyIIaA.

3. Boimenute 00BEKT W HaXXMUTe TUNEpCChUlKy OTKa3zaTbCs OT JOCTyma Ha OOKOBOH

IIaHeJIH.
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4. Ha maHenw HaBUTAIlUM HaXKMUTE NMPABOM KHOMKOW MBIIIK HA TAINKY U BBIOEPUTE ITYHKT

KOHTeKCTHOro MeHio OTKa3aTbCs oT A0CTyIla (HOCTYHHO TOJIBKO IJIsA HaHOK).

OTkas oT OCTyIa K HECKOJIbKUM 00BeKTaM HeBO3MOXKeH, eCJIi CPe/id BblJleJIeHHbIX 00beKTOB
HaXOAUTCSI 0OBEKT, BJIa/ieJIbI[eM KOTOPOro SIBJISIeTCS TeKYIIUI T0JIb30BaTellb.
s Bo3Bpara JocTyma K OOBEKTY 3alpoCuTe MpaBa AOCTYyIA, Iepelfs 10 BHYTPeHHeu

CCBIIKe Ha 00BeKT.

4.2.21 ITomenTHCA CCHLIKOH

Kaxnpii oobekt B npusnoxkennn «MouOduc JlokyMeHTb» UMeeT CBOM ajapec. CChUIKA Ha

q)aﬁﬂ WJIA T1AIIKY ITpeHa3Ha4YeHbl AJI1 6bICTpOFO HAOCTYIId K HEO6XOJ:[I/IMOMY O6’B€KTY.

B IMPpUIOXKeHWH IIpeJyCMOTPEHbI IBd BUJld CCBIJIOK:

1. BayTpennss ccoiiika MoiiOduc — ccpuika Ha o060bekT (dain wid Manky) s

dBTOPU30BAHHBIX I10JIb30BaTeJIeu.

— dbopmuUpyeTcs aBTOMaTAYeCKH TIPY CO3/IaHUU (aiijia WM NallKy B XpaHWIHIIE PaiioB;

— He U3MeHsIeTCsl 10 MOMeHTa yiajieHusl ¢aiiyia Wiy Mankyu U3 XpaHWIuIa paitsios;

— Iepexo/isl IO CChUIKe, T0JIb30BaTeNId CMOT'YT OTKPBITh (ailyl Wi Manky B COOTBETCTBUU
C MX TeKYyIIIMMHU IPaBaMHM JIOCTyTa K 00beKTy (baiiTy Wi Iarnke);

— [IpM YCJIOBUU MOJIKJIIOUEHHOM IOYTOBOM CHUCTeMbl IIOJIb30BaTesld 0e3 IpaB JIOCTYyIa
CMOTYT UX 3alPOCUTh y Biajieliblla W/WIK I0JIb30BaTesIsl C IPaBoM YmpasieHue (IIpu
HaJIMYMK) 110CIIe MTOJTy4YeHH s CChUIKU.

2. IlyosmmuHas cChbUIKA — CChUTKA Ha 00BekT (dbaial WiIM Mafnky) [Jis  BHEIIHUX

(HeaBTOpPH30BaHHBIX) TOJIb30BATENEH.

— ¢popmupyercsi BiaeiblieM daila WIM [alkKd WIKA [0/b30BarejieM C IIPaBOM
Yunpasnenue;

— mepexojis 10 CChUIKe, MOJIb30BaTelId CMOT'YT OTKPBITh OOBEeKT Ha IPOCMOTP, CKavyaTh
WJIY pacrieydaTartsb ¢aii;

— JIJIs1 ayAN0- Y BUJ1e0dalsioB MOAJIepKUBAIOTCS GYHKIIMM MTPOCMOTPA, NPOCTYIIMBAHUS,
MepeMOTKHY Y CKAaYMBaHUS 3aIHCH;

— i1 OTHOTO 00beKTa MOXKHO CHOPMUPOBATh HEOTPAaHUYEHHOEe KOJIMYeCTBO CChIIOK;

— CO3/1aHHble CCBUIKM HeJib3s M3MEeHUTb, OHHW MOTYT OBbITh yJajieHbl BpPYYHYIO
10JIb30BaTeJIeM WX aBTOMAaTUYeCKH 10 UCTeYeHHI0 UX CPOKa JAeNCTBUS;

— MOXeT OBbITh BKJIIOUEeHa WIK OTKJII0YeHa BO3MOXHOCTh CO3/1aTh ITyOJIMYHbIEe CCUIKH IS

00BeKTOB B pazfiesie OOIuii JOCTYI a/IMUHUCTPATOPOM CHUCTEMBI.
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YT0o06bI IOIEINUTHLCSA CChIIKON Ha OOBEeKT:

1. BoimenuTe B ciiMcke HeOOXOAWMBINM OOBEKT, HaXKaB HAa ero 3HA4OK, U BOCIIOJIb3yHTeCh

OIHUM U3 CIIOCODOB:

— HaXXMHUTE Ha IIdHeJIM HHCTPYMEHTOB & HO}IEJII/ITI)CH CCBLIKOM;
— HaXXMHUTe Ha O0BEeKT npaBoﬁ KHOIIKOM MBIIIA U BbI6epI/ITe HOHEJII/ITI)CH CCBLIIKOH B
KOHTeKCTHOM MEHIO;

— HaXXMHUTe THUIIepCCbhLIKY HO}_IEJII/ITI:CH CCBUIKOH B OKHe IIpeJIOCTaBJIeHUs O0OIIero

oCTy1a.
2. B oTkpbIBIIEMCsSI OKHe BbIOepuTe BKJIAJIKy, COOTBETCTBYIOILIYIO BHAY IpefOoCTaBisieMOMn
CCBUJIKH:

— BHYTpeHHsd cchuika MonOduc;

- HV6HI/I‘~IHBI€ CCBLJIKH.

@ Eciyu B ycTaHOBIEHHON BepcUU TPUIIOXKEHUs] OTKJI0YeHa BO3MOXXHOCTb CO3JJaHMS
MyOJIMYHBIX CCBUIOK, TO BKJajika IlyGmuHbIe cCchUIKH He oToOpaXkaeTcs, JOCTYITHO

dopmMupoBaHHe TOJBLKO BHyTpeHHel cchbuiku MoOdwuc.
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4.2.21.1 Ilogenutbcsa BHyTpeHHel ccbuikoi MoiOduc

Ha Bkianke BayTpenHss ccbuika MoiiO¢guc BriOepuTe HeOOXOOUMBIM — BapuaHT

(cm. Pucynok 61):

KonupoBars ccbUIKy — CChbUIKa OyzieT ckonupoBaHa B Oydep oOMeHa.

OTnpaBuTH CCHUIKY IO ITOYTe (IIPU HAJIMYAUA TIOJKITFOYeHHOW TIOYTOBOM CHUCTEMBI) —
OTKPOETCSl OKHO JIJIs BBOJIa ajipeca 3JIeKTPOHHOMW MOYTHI, IO KOTOPOMY OyJieT OTTpaBjieHa CChLIKA

(cm. PucyHnok 62).

Mony4uThb CCbINKY Ha «<HoBasA npeseHTayua.xodps» 9 06wWwmii nocTyn

BHYTpeHHARA ccbinka MoiOduc  My6nuYHbIE CCBINKK

o OTnpaeka BHYTPEHHER CCbIMKM Ha daiin unW Nanky He 03HaYaeT NpefocTaENeHWe gocTyna. MonsaoeaTeny Gea npae
[OCTYNa CMOTYT 3aNpOCHTb MX Y BNaAenbla.

KonupoeaTtb CCbINKY OTnpaeuTb CCLIAKY MO NoyTe

3aKpbIThb

Pucynok 61 — OkHo nosrydeHus: BHyTpeHHel CCbUIKM Ha 0ObeKT

OTNPaBKTE NMCEMO CO CCBINKOA Ha «HOBBIA AoKyMeHT. Xodts

O'rnpaav.:h MHE KONWKD NMCbMa

OTmexa OTnpasuTE

Pucynok 62 — OrtmpaBka CCbIJIKM Ha OOBEKT I10 IIo4uTe
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_,.-T\‘ OTHpaBKa CCBLUJIKH IIO0 IIOYTe I10JIb30BaTeJIsIM, YIdJIEHHBIM dIMUHUCTPATOPOM

/N
L\

CHUCTeMbI, HeBO3MOKHA.

[Tpu BeIGOpe OTHPABUTH CCBUIKY II0 MOYTe:

1. BBeuTte uMeHa WM OJJIeKTPOHHBIE ajjpeca II0JIb30BaTeslel, KOTOPBIM OTIIpaBJsieTe
CCBUIKY, TMO0 HAXKMHUTe @ CHCcoK KOHTAKTOB U B OTKpbIBIIIelcs popMe KOHTAKTOB:

— BOCIIOJIb3YWUTeCh I0JIeM TIOMCKA T0JIb30BaTesIsl M0 aJipecy 3JIeKTPOHHOW MOYTHI (IoJie
JIOCTYIIHO Ha JII000M BKJIAJKe);
— BbIOepuTe MOJIb30BaTejled M3 CIMCKA Ha OJHOM M3 BKIA/IOK: KopmopaTuBHBIe,
JInuHble;
— BeIGepHTE KOHTAKT U3 aJIPeCHON KHUTY IPH MOMOIIY KHONKA + J[06aBHTH B CIIMCOK
1 HaKMUTe BrIOpaTs.
[Tpu BeIOOpE MOIB30BATeNIsl U3 KaTajiora, a He U3 CIIMCKA KOHTAKTOB @ MO>KHO ITOCMOTpeTb
0 HeM JIONOJIHUTeNIbHYI0 UH$popManuio. [ljis 3Toro HaBeWTe KypCOP MBIIIM Ha BKIIAJIKy HY>KHOT'O
T0JIb30BaTeIsl, 3aTeM HaBeUTe Kypcop Ha KoKy @ .

2. 1lpy Heo6X0IMMOCTH HaBeIWTe KypCcop Ha aBaTap WIM UMsl I0JIb30BaTesIs JIjIsl IPOCMOTpa
JIOTIOTHUTENIbHOU MH(OPMalluyi 0 HeM Wiy nepeiiauTte no runepccoiike Ilogpodnee s
npocMoTpa uHGoOpMaIuu o MoJib3oBaresie B npuioxeHnn «MoiOduc Konrakre» (1ipu
Haymyuu uHTerpanuu ¢ « MoiOdwuc [louta»). Mudopmarus oTKpoeTcss B HOBOM BKJIAJIKe
Beb-Opay3epa.

3. Bemgute compoBoauTenibHOE COOOIeHHe, KOTOpoe OyIeT MoJydeHO I10JIb30BaTesieM
BMeCTe CO CCBUIKOU.

4. Tlpu HEOOXOMUMOCTH ycTaHOBHUTe Giakok OTIPaBUTH MHe KOIHIO MHCbMa.

5. Haxxmurte OTHHpaBUTS.
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4.2.21.2 Co3paTh My0JIHYHYI0 CCBUIKY

Ha Bximagke Ilyonuunbie ccbuiku (cM. PrucyHok 63) MOXHO co371aBaTh HOBBIE MYOIIMYHBIE
CCBUIKA Ha OOBEKT, MPOCMaTpUBaTh EMCTBYIOIIME M YIpPaBIATh UMU. JleHCTByIOIIMe CCBUIKU
0TOOpaXkaroTCsl CHMCKOM. [ myOJIMYHBIX CCBIJIOK YKa3bIBAeTCsl afipeC CChUIKHU, CPOK JIeWCTBUS,
aBTOP CCBUIKU U MapoJib, ecyii OH 6bul co3fiaH. CIMCOK CChIJIOK COPTUPYeTCs 110 BO3PaCcTaHUIO CPOKa

IerCTBUS CChLIKH, U3BMEHUTD THUII COPTHUPOBKHU HeJIb34.

Mony4uTb ccbiNKy Ha «MpaBku.xodt» 22 06wwmit gocTyn

BHYTpeHHAA ccbinka MoidOduc  MyBnudHbIE CChINTKK

K AeACTBUA CChINKY M 3allMTa naponem WuanBugyansHas ceeinka ()
Ccbinka Cpox geicTems Kem co3gaHa Maponb
https:/lin.. 68fb58 (O 26 wwonna 2023, 13:57 Elena Smirnova e 1D :
https:/lin.. 33825 (O 1 aerycta 2023, 13:57 Elena Smirnova :
https:/lin..a574cc (D [LeicTeuTensHa 6eccp...  Elena Smirnova we (O :
3aKpeITh

Pucynok 63 — OkHo nosry4eHusl BHellTHEH CCBUIKU Ha 0OBeKT

@ Ecin B ycTaHOB/IEHHOM BepcHU TPUJIOXKEHUs! OTK/II0YeHa BO3MOXKHOCTh CO3[aHUs
MyOIMYHBIX CCBUIOK, BkiaAka IlyOsmdHbIe CCBUIKH He OTOOpakaeTcsi, JOCTYITHO

¢dbopMHpoBaHMe TOJILKO BHyTpeHHel cchliikd MoiOduc.

JlocTymHBI clieyroliye JeMCTBUS C TyOIUIHBIMU CChUTKAMHU:
1. Ynanenwue.

2. Komnuposanue:

— ajpeca;

— IapoJs;

— JAHHBIX JIJIS TOCTYIA K 06beKTy (CChUIKU, CPOKA JeMCTBUS U NApOoJis, eCiid OH eCThb).
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[Ty6numuHble ccblIkM Ha 06BEKT MOXeT CO3/laBaTh ero Bilafieliel] Wil I10JIb30BaTeslb C IPaBOM
Yupasnenue. /s nonb3oBaTenert ¢ mnpaBamud IIpocmorp u PemakTHpoBaHuMe Ha BKJIAJKe
IIyonmunbIe cChUIKH 0TOOpaXkaeTcsi COOTBETCTBYIOIIee yBeJJoMJleHHe ¢ MHpopMallrel o Biajienblie
daiina.

[Tybnuunas ccbulka MoXeT ObITb 3abiokvpoBaHa aaMuHucrparopoM [10 MoiOduc wmnm
aBTOMaTU4YeCKH B Cilydae IIOIO3peHHs] Ha claMm (HanpuMmep, NPy IIOCTYIUIEHHH OOJIbIIOro
KOJIMYeCTBA IIOXOXKMX 3allpOCOB OT IIOJIb30BaTelled WM Iporpamm). Takas CCbUIKa OTMedYaeTcs
MKOHKOM " ¢y. [Ipy HaBesleHny Kypcopa Ha MKOHKY IOSIBJISIeTCS BCILJIbIBaOIllee OKHO C MH(pOpManuen
0 CpOKe OJIOKMPOBKH.

[Tpu mepexone 1o ynaneHHON WM 3a0JI0KMPOBAHHOM CCBUIKE HA 3KpaH OynieT BbIBeJleHO

COOTBETCTBYIOIIIee coob1eHue.

YTo6s! co3/1aTh MyOIMUHYIO CCBUIKY, BHIIOJIHUTE ClIeAYIOlre 1efCTBUS:

1. Ha Briagke IlyGsmmuHble CCBUIKH BbIOEpUTe CPOK JIeWCTBHS CCHUIKM U3 BbINAAAIOIIEro

CIIMCKa.

Jl1s BbIOOpa MPOM3BOJIBLHOIO 3HAYeHUs! UCIIOJIb3YHTe IyHKT cnucka JIpyroi cpok. JJocTynHbi yis

BbIOOpA MaKCUMaJIbHBIA CPOK JEMCTBUS CCbUIKM HACTPaUBaEeTCsl aAMUHHUCTPATOPOM CUCTEMBI.

2. CHUMUTe WM YCTaHOBUTe (JIaKOK 3aluTa mapojieM.
[Ipu ycranosineHHOM daxke Maposib OyneT chpopMUpOBaH aBTOMaTUYECKHU.

3. Ilpu HEOOXOMMMOCTH yCTaHOBUTE driakok OHOKPATHBINA MOCTYII.
CopepxvMoe TakOW CChUIKM OyJleT AOCTYIMHO He Oojiee 12 yacoB ¢ MOMeHTa IepBOTO OTKPBITHS
MepBOMY Iiepele/iliieMy 0 CChIIKe M0/Ib30BaTest0. CChUIKU C OJJHOKPATHBIM JIOCTYIIOM OTMevaloTCst
UKOHKOU ﬁ B CIIMCKe CCBUIOK.

4. Haxmute Co31aTh CCBLIKY.

Jnst oToOpakeHUs MOANMCH JOKYMeHTa C OTCOeIMHeHHOW 3JIeKTPOHHOW IMOIIMCHIO
IIPU IIPOCMOTPe M0 MyOIMYHOM CChIJIKe ITOMecTUTe ¢aiibl OANUCAHHOTO JOKYMEeHTa

U IIOAIIMCH B OTHEJIbHYIO IIAIIKY U co3mauTe HY6J'[I/I‘1HYIO CCBUIKY Ha 9Ty IIdIIKY.

B pesysnbraTe omepaivy Ha BKJIAJIKe MOSIBUTCSI MyOJIMYHAsl CChUIKA C yKa3aHMeM CpOKa ee
JIeMCTBUSI, aBTOPA CChUIKK M MapoJIs JIJIsl 1OCTyNa K 00beKTy (eciiv nepesi popMHUpOBaHMEM CCBUIKU

ObLT ycTaHOBJIEH GJIakKOK 3alUTa MapojIeM).
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YTO6EI IPOCMOTPETH TIAPOITh IOCTYHA K 06hekTy, Haxkmute © IokasaTh mapob.
YT0OBI CKPBITH TAP0JIb, HAXKMUTE ™ CKPBITH NapoJIb.

B onuH MOMeHT BpeMeHU MOXeT OBbITb IPOCMOTPEH MapoJib TOJIBKO JIJIl OAHOW MyOIMYHOU
ccouikd. [lpu mpepocTaBieHUH AOCTYIA K MafKe I0JIb30BaTeNIIM CTaHYT JIOCTYIIHBI BCe OOBEKTHl,
pa3MellleHHble B TaKOU MarlKe.

OTKpBITas CChIIKA C OJJHOKPATHBIM JIOCTYIIOM B CIIMCKe CCbUIOK OTOOPaXKaeTcsi CBeTJIO-CepbiM
1BetoM. [Ipu moBTOpHOM TIepexojie 1o CChUIKe C OMHOKPATHBIM JIOCTYyOM U3 apyroro [P-anpeca nmm

13 Ipyroro Beb6-6pay3epa coiep>KUMoe CChITKU OyeT HeJIOCTYITHO.
YToOBI OAENUThCS CChUIKOM, CKOMUPYHTe ee. [{is KonmupoBaHUS afipeca, Mapouist JOCTyma K
00BEKTYy M CPOKa JIEUCTBUS CCHUIKHA B CTPOKEe C HY>KHOM CCBUTKOW Ha)KMHUTE KHOTIKY + U BbIOEpUTe

ITYHKT KOIIPIPOBHTI) AaHHBbIE IJIs1 JOCTYIIA.

YTo0OBI CKOITMPOBATL TOJIBKO d/ipeC CCBUIKWM WJIM I1apOJib OOCTYyIIa K O6’B€KTY, B CTpOKe C

HY>KHOM CCBUIKOW Ha)XMHUTe KHOIKY — 0 pS/IoM € COOTBeTCTBYIOLMM MosieM. Ilocse BeinonHeHus

onepalil BblaeJIsseTCda CTPOKa CO CCBIJIKOH, JIaHHbIE KOTOpOﬁ KOITMPOBAJIUCh.

YTo0OBI IMpOCMOTPEThL COoAepXKumoe Hy@T[PI‘lHOIZ CCBUIKH, B CTpPOKe CO CCBIJIKOM HaXXMHTE

KHONKY + u Bblbepure nyHKT IIpeampocmorp. B Tekylell Bk/Iajike OTKpPOETCSI OKHO
npearnpocMoTpa ¢aiia Win mankd. YTo6bl 3aKphITh OKHO MPeAIPOCMOTpa, HaxkMuTe X 3aKpbiTh B

ITpaBOM BepXHEM YTy CTPaHUIIBI.

HezaBucrMo 0T yCTaHOBJIEHHOTO CPOKA JIEWCTBUS CCBUIKY, YOAIUTh MYyOJIUYHYIO CCHUIKY Ha
00BeKT MOTyT Biafiesiel] ¢aiia WK Malky, I0JIb30BaTellb C [IPaBOM Y HIpaBJjieHHe U a]MUHUCTPAaTOp

[10 MouOduwuc.

YTo6bl ymanuTh NMyOJIMYHYIO CCBUIKY BPY4YHYIO, B CTPOKe C HY)KHOM CCBUIKOW HaXKMUTe

KHOIIKY * U BblOepuTe NIYHKT YJaJIUTh. B OTKpBIBIIEMCS OUaJorOBOM OKHe IOATBepAuTe WU
OTMEeHHTe BBIIIOJIHEHMe ollepallid. B pe3ysnbTare omepanuy JOCTYNl K OOBEKTy IO yAajleHHOH
ccpliKe OyneT 3akphIT. IIpy Heo6X0IMMOCTH NPeAOCTaBUTh JOCTYI K 00beKTy 1noTpebyercs co3iaTh

Y OTIIPAaBUTh HOBYIO IyOJINYHYIO CCHUIKY.
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[Ty6nmyHas ccpiika yanseTcss aBTOMaTU4eCKU B CIeIyIOHIUX CIydasix:

— IIpY MOHW)KEeHWH IIpaB I0JIb30BaTesIs, KOTOPbIM CO3/1ajl MyOJIMYHYIO CCBUIKY, 10 YPOBHS
PepakTupoBaHue WM HUXe;

— IIpY yJlaJleHnH Wik OJIOKUPOBKe I10J1b30BaTeJisl, KOTOPBIN Co3/1ai MyOJIMYHYIO CChUIKY;

— IIpu yJaneHuu aiiia Wiv nepeMerieHUH Wil KOMUPOBaHUM C 3aMeHOM;

— IIpU TepeMellleHUd oObekTa B OOmIyl0 mamky, B KOTOPOM aMUHHCTPAaTOPOM CHUCTEMBI
Obl1a OTKJII0YeHa BO3MOXXHOCTb CO3/IaHHUS ITyDIIMYHBIX CChUIOK;

— I10 UCTe4YeHHH CPOKa JEerCTBUS CChUIKH.

4.2.21.3 OTKPBITH 00BEKT II0 ITyOJIMYIHOM CCHhLUIKE

OTKpBITEIN 110 TYOIUYHOU CChbUlKe Al MOXKHO MPOCMOTPETh, CKayaThb WJIM PaclievyaTaTh.
Aynuo- u BUIeodailyibl MOXHO IIPOCMOTpeTb, NPOCIyIIaTh, IepeMOoTaTb W CKadaTb. Eciu
M0JIb30BaTeIb OTKPOET JOCTYIHYIO IO MyOJIMYHOM CChUJIKe MAalKy, OH MOXeT IPOCMaTpHBaTh BCe
BJIOXKeHHbIe (aiIbl ¥ MalKK, a TaKXKe CKaYMBaTh UJIM pPacliedaThIiBaTh BIO)XKEHHbIe IOKYMEeHTHI.

OTkporiTe ccolIKy B Beb-6paysepe. Ecnu my0mmryHas cchlika 3alyilieHa lapojieM, Ha 3KpaHe
MOSIBUTCS] OKHO BBOJIA 1apoJisi. BBequTe maposib B COOTBeTCTBYIOIIee 1oie U HaxkmuTe IIpomonkuTh
(cm. Pucynok 64). OOBeKT aBTOMAaTUYeCKA OTKPOeTCsS Ha MPeJIpOCMOTpP B TeKyIled BKJIAJKe

BeO-Opay3epa.

c MonOdmc

Ccbinka 3awmueHa naponem

BeeguTe napornb, yTOBbI ee OTKpPbITb.

Maponb Pt

Pucynok 64 — OkHO BBO/Ia IAapoJIst
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[laponb, BBeieHHBINM I0Ib30BaTeNieM ISl JIOCTylla K OOBEKTY, COXpaHsIeTCs B TedeHue
12 yacoB. Cpok [ocTyma K OOBEKTy II0 MapoJil0 MOXeT ObITb HW3MeHeH aJMHHUCTPaTOpOM
I1O Mo#Odwuc. Ilpu MOBTOPHOM OTKPBITHH MyOJIMYHON CCHUIKM OOBEKT aBTOMAaTHYeCKH OTKPOETCs
Ha IIpPeJINpoCMOTP.

Ecim oTKpBITH TANIKy 1O MyOIMYHOM CChIJIKe, BCe 0OBEeKTHI B 3TOM IMarke OTCOPTUPYIOTCS 10
vMeHH. Eciu monb30oBaTesib, OTKPHIBAIOIIMH TAMKYy 10 MyOJIMYHOM CChUIKe:

— aBTOpU30BaH B CHCTeMe, TO MHTepdelC MankKy, OTKPHITOM HAa MPOCMOTP, COOTBETCTBYET

SI3bIKY, BbIOpaHHOMY B MpoduJie I0JIb30BaTes;
— He aBTOPHM30BaH B CUCTeMe, TO UHTepdelC Maku, OTKPBITOM Ha IMPOCMOTP, COOTBETCTBYET

SI3bIKY BeO-Opaya3epa.
J17ist 06BbEKTOB, OTKPBITHIX I10 MYOIMYHOM CChUTKe, JOCTYIIHBI CJIeAYIOIIHe TefCTBUS:

1. IIpocMoTp BioxkeHHBIX QaiiyioB. /[ BBIIONIHEHHs oOIepanyy BblOepUTe OJWH U3
CII0COOOB:
— JIBOX[IbI HAXKMUTe Ha UM daiisia JieBOW KHOIIKOM MBIIIIH;
— BblleNiuTe HeoOxoguMbll ¢aiin B civcke M HaxmuTe Ilpemmpocmorp Ha mnaHenu
MHCTPYMEHTOB;
— HaXMHUTe IIpaBOM KHOIIKOM MBI B CTPOKe C ailyioM U BbOepuTe IIYHKT

HPEHHPOCMOTP B I[TOBHUMBIIIEMCA KOHTEKCTHOM MeHIO.

2. IIpocMoOTp BiI0KEeHHBIX MAaNoOK. [Ipy MpocMOTpe CONep>KUMOro BIIOKEHHBIX MAIoOK HaJl
CITMCKOM OTOOpakaeTcsl My Th K daily Win namke. [{Jis BBIIIOJTHEHHs ollepaliii BbibepuTe
OJVH U3 CIIOCOOOB:

— HaXMHTe JIeBOM KHOIIKOH MBIIIM 10 HAUMEHOBAHUIO BJIOKEHHOM MAIIKH;
— HaXMHTe MPaBOM KHOMKOW MBI B CTPOKE C TMAIKOU U BbiOepuTe MyHKT OTKPBITH B

IIOABHUBIIEMCA KOHTEeKCTHOM MeHIO.

3. Ilepexoyn k 00beKTy B (aiiyIOBBIII MeHeKep.

s mepexoyna HaxkmuTe KHOINKY OTKPBITH B pelakTope, pPACIONOXeHHYI0 B IIpaBOM
BepxHeM yriy. OOBEeKT OTKpOeTCss B pexxume IMpelBapUTelbHOro mpocMmorpa. Ecmm my6muunas
CCBUIKA BbIIaHA HA MAIKy U I0JIb30BaTelb Iepellle]l B OJHY K3 MOJIANOK, TO OyaeT BBIIOJIHEH

aBTOMAaTHUYeCKUH Iepexo]l K JaHHOH MOoJanke B GaijioBOM MeHeKepe.
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Ecnu nonb3oBarens, nepexosiyil K 06 beKTy:

aBTOpu30BaH B Cucreme, nmamnka otkpoetcs: B «MoiOduc JlokymenTsi». [Ipu oTkpbITHH
¢daiia BHemHero ¢opmaTa OTKpPOeTCS TpeABapUTeNIbHbIM IPOCMOTP daiia C
BO3MOXKHOCTBIO Tlepexojia K MecTtopacnosiokeHuto ¢aitiia B « MortOduc [lokyMeHThI.
[Tpu OTKpBITHY JOKyMeHTa BHYTpeHHero popmara OTKpPOeTCs IOKYMeHT B peIakTope;
aBTopr3oBaH B CucTeMe, HO y Hero HeT IpaB JOCTyla K JAHHOMY OOBEKTy B
«MoitOduc JlokyMeHTbI», TO OTKPOETCs CTPaHUIIa 3aIIpoca JOCTYIa K 00BEKTY;

He aBTOpr3oBaH B (ucTeme, TO OTKpOETCS CTPAHMIIA ABTOPU3AIMU I10JIb30BATeJIsl.
[Tocne ycmemHoro Bxo/a B CHCTeMY IIOJIb30Barelb aBTOMAaTUYeCKU IlepedjieT K
IAaHHOMY 00BeKTY B (aiiyloBOM MeHe/Kepe;

He aBTopu3oBaH B CucreMe W HeT TMpaB JAOCTylla K JJaHHOMY OOBEKTy B

«MoitOduc JIokyMeHTbI», TO OTKPOETCs CTPaHUIIa 3aIIpoca JOCTYIa K 0OBEKTy.

4. TleuaTs ¢aitnoB. /|75 BHIIOIHEHHs Ollepalliy BbIOepuTe OJIMH U3 CII0COOOB:

BblleNIUTe HeoOXxoauMbld ¢aitmi B crnucke U HaxmuTe Iledarp Ha mnaHenu
MHCTPYMEHTOB;

Ha)XKMUTe IIpaBOM KHOIIKOM MBIIIM B CTPOKe C ¢daiaoM U BelOepute NMyHKT IleuaTs B
IIOSIBUBIIEMCS] KOHTEKCTHOM MeHIO;

oTkpouTe (aia Ha IPeJIpOCMOTP M  BOCIOJB3YHTECh COOTBETCTBYIOLUIUMH

dJIeMeHTaMM YIIpdBJIeHUS .

5. Ckayarp manky. /[y BbloNHEeHUsl omepaiuy HaxmuTe CkadaTh Bce Ha IaHeNU

WHCTPyMeHTOB. B pesynbTare onepanuu copiepXkXMMoe Nalky CKadyaeTcsi OTHUM apXHUBOM.

6. Crauarhb BJIOKEHHYI0 IIAIIKY. B pe3yiibTaTe ornepainyv CoAep>xXKrumoe BJIOJKEHHOM TallKy

CKa4deTCd OJHHUM dPXHBOM. HJ’IH BBITIOJIHEHHS Ollepalilui BbI6epI/ITe OJVH H3 CITOCOOOB:

BbIieJinTe HEO6XO,I[I/IMYIO MarnkKy B CIIMCKe W HaXXMUTe Ckavarpr Ha ITaHeIH
HUHCTPYMEHTOB;
Ha>XMHUTe HpaBOﬁ KHOIIKOM MBIIIIH B CTPOKe C MaIlKoON U BbI6epI/ITe ITYHKT Ckauarb B

IIOABHMBIIEMCA KOHTEKCTHOM MeHIO.

7. CxavaTp BiI0:KeHHBIN ¢aiit. /1715 BHIOTHEHHs onlepariiy BbibeprTe OJIMH U3 CITIOCOOOB:

BbllesIUTe HeoOxomuMmblii ¢ain B coucke W HaxmuTe CkavaTh Ha IaHeIn
WHCTPYMEHTOB;
HaXXMHUTEe TIPABOM KHOITKOM MBIIIK B CTPOKe C (aityioM U BbibepuTe MyHKT CKa4aTh B

IIOABHMBIIEMCA KOHTEeKCTHOM MeHIO.
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Ynpasiienue ¢aisiaMu B pesxuMe IIPeANpOCMOTPa OCYILeCTBIISETCS IIPU ITOMOIIY 3JIeMEHTOB
nHTepderica, HaXOIAIINXCS B BepXHed U HU)KHEeW 4acCTsX dKpaHa:
1. UudopmainvonHoe I0jle, KOTOpPOe COJEP>XUT HOMep TeKyllled CTpaHWIBI M obliee
KOJIMYeCTBO CTPaHMI] B JIOKyMeHTe. [y 371eKTPOHHBIX TabjuI] AOCTYIleH BBIOOpP JIMCTa
(py HAJIMYUU HECKOJIbKUX JIUCTOB).

2. KHomkwy, npesicraBiieHHble B Tabinule 23:

Tabnuia 23 — KHomku B pexxrMe MpeipocMoTpa

Kuormnka Omnucanue

OTKpBITH B peiakTope [Tpu HaXkaTHX Ha KHOIIKY IIPOUCXOJUT ITepexo/ K TOMY O0BeKTY,
KOTOPBIN Ha JIAHHBIM MOMEHT OTKPBIT Ha TIpeBapUTEIbHBIN
MIPOCMOTP TI0 MYOIMIHOM CChIIKe

[leyaTs BrI130B OKHa nleyaTy UCNosb3yeMoro Beb-6paysepa, B KOTOPOM
10JIb30BaTellb MOXeT BblOpaTh JIOIIOJIHUTE/IbHble HACTPOMKHU
(HanpuMep, BbIOpaTh IPUHTEP U KOJIMYECTBO KOIMI)

CkavaTb CkaumBanue ¢aiina. [Ipy ckaunBaHUM TOKYMEHTOB, /ISl KOTOPBIX
MOJIIEP>KUBAETCS KOHBEPTAIUs, OTKPOETCSl OKHO BHIOOPA
¢dopmara, B koTopoMm bymet coxpanen ¢aiin (XODT, DOCX,
ODT, PDFur. 1.)

@ [Mouck OTkprITHe [IaHeJ M [IOKUCKA IaHHBIX B IoKyMeHTe. KHolika
oTobpaxkaeTcsl P IIPOCMOTPe TeKCTOBBIX JIOKYMEHTOB,
UIeKTPOHHBIX TaOJIUI] U IIpe3eHTalui (KHOIIKa HeakTHBHA IIPU
npocMotpe daino B popmatax XODP u XOTP)

BriBoz Ha 3KpaH IpeAbIAYILero WiM ciefyoliero oobexkra B
narnke, K KOTOpbIM ObUT PefOoCTaBIIeH AOCTYII 10 1Ty OIIMIHON
ccbuike. KHOIIKY 1OCTYIIHBI TOJIBKO IIPY HaJIMYMU HECKOJIbKUX
00BEKTOB B IAIIKe

3aKpbITh Brixon 13 pexxviMa nipeiBapyUTEIBHOTO IIPOCMOTPA
VMeHbITIeHNe WK yBeIrudeHre Maciitaba 0ToOpakeHus
JIOKyMeHTa

[Ipy Haxkatuu Ha kKHONKY OTKPBHITH B pelaKTOpe MPOMCXOJUT Iepexo/i K TOMYy OOBeKTy,
KOTOPBIM Ha JIAHHBIA MOMEHT OTKPBIT Ha ITPe/IBApUTEIbHBIN IMPOCMOTP T10 MyOIMYHOM ccbutke. Ecim
10JIb30BaTeJIb, IePeXOSIINM K 0OBEKTY:

— aBTopu3oBaH B Cucreme, To ¢aiy BHelIHero ¢opmMara OTKPOeTCs Ha MpeAarpoCcMOTP,

OTKYJla MOXKHO ITlepelTH K MecTopacnonoxenuto ¢ainia B «MonOduc [lokymeHTo». Parin

BHyTpeHHero ¢popMara OTKpOeTCs B peflakTope;
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— aBTOpHU30BaH B CucTeMe, HO IIpaB 0CTYyIA K JaHHOMY 00bekTy B «MoiOduc JlokyMeHTbD
y Hero HeT, TO OTKPOEeTCsI CTPaHMIIa 3a1poca JI0CTyIa K OOBeKTy;

— He aBTOpU30BaH B CucTeMe, TO OTKpOeTCs CTpaHMIA aBTOpy3anuy nojb3osarens. [locre
YCIIeIlIHOT'O BXOJ]a B CUCTeMY I10JIb30BaTeslb aBTOMAaTU4YeCKH IlepeiieT K JaHHOMY OOBeKTy
B (paiiJIoBOM MeHeJKepe;

— He aBTopu3oBaH B CucTeMe M y Hero HeT IIpaB JOCTylla K JIaHHOMY OOBEeKTy B

«MoiiOduc JIokyMeHTbI», TO OTKPOETCs CTPAaHUIIA 3aITPOCca JOCTYIIA K OOBEKTY.

4.2.21.4 3anmpocuTs AoCTYyN

HpI/I OTCYTCTBHUHM [OCTYIIa 110 CCbLJIKe K q)aﬁny WJIN TIallKe I10JIb30BATeJIb MOXET OTIIPABUTH

3arpoc octymna K 06bsekTy. st atoro:

1. IlepeiinuTe mO CChUIKe, MOJyYeHHOM OT BiajieNblla JOKYMeHTa HWJIM I10JIb30BaTessl C

IpaBaMH JIOCTYIIa.

2. Ha orkpoiBiieics crpanuiie (cMm. PucyHok 65) BbibepuTe, KOMY OTIIPaBUTh 3alpoC
(Bmazenblly W/WIM MOJIb30BATENI0 C IPaBOM YmpasieHue). [Ipy Hanvuuu y AOKyMeHTa
M0JIb30BaTejiell C IMpaBOM YHpaBjieHue OCTYIleH CIMCOK, BKJIIOYAIOIIMHM Bjajieliblia
JIOKYMEHTa, a TaK)Xe BCex I0JIb30BaTeslel ¢ paBoM YnpasieHue. CIIMCOK OTCOPTUPOBAH
1o andasuty. [lJig OTIPaBKHU 3arpoca BbIOepUTe OJHOTO WJIM HECKOJIbKUX I0JIb30BaTellen
W3 CIIMCKa.

[Ipu BbIOOpE MOJIB30BaTesIsi MOXKHO IIOCMOTPETh O HeM JIONOJIHUTeJIbHYI0 MHpopMaluio. s

3TOr0 HaBeJuTe KypCOP MBI Ha BKJIAJKy HY>KHOI'O II0JIb30BaTesls, 3aTeM HaBe[UTe Kypcop Ha
nkonky 0.

3. Ilpy HeoOXOAMMOCTM HANMIIKTEe MOSCHEeHHWe K 3allpocy JOCTylla B COOTBETCTBYIOIEM

I1oJ1e.

4. HaxxmuTe 3anpoCcHTH AOCTYII.

@ Omnepanusi AOCTyIIHA IIPU HAJIMYKH [TOAKJIIOUEHHON ITIOYTOBOM CUCTEMBI.
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c MoinOdcpuc

.D,OCTYI'I 3anpeLwjeH
3anpocuTe [JOCTYN y No/b3oBaTened, KoTopble MOryT ero

NpeAcCTaBUTb, UMW BOMAKTE B APYTYIO YHETHYHO 3aMnuchb.

BeIGepUTE, KOMY OTMPABUTH 3anpoc -

Balue cooblieHue

3anpocuTb AocTyn Mou QoKYMeHTbI

Pucynok 65 — ®opma 3arpoca gocrymna

VnaneHnHsie MoNb30BaTeNId He OTOOPaXKAlOTCS B CIHCKEe II0JIb30BaTeNiel IUisl OTIPaBKU
3arpoca. Eciiu HeT HM OJTHOTO TOJIb30BaTess, y KOTOPOrO MOXHO 3alPOCHUTH JOCTYI K OOBEKTY,
OymeTt BbIBeZIeHO COODIIeHHe 0 HeBO3MOXKHOCTH OTIPABKH 3aIpoca.

Brnapener u/vunu mosnb3oBaTeNiy ¢ MPaBoM YIIpaBJIeHHe MoJTydyaT MUCbMO O 3arpoce A0CTyIa

(cm. PucyHnok 66):

AnekcaHgp CMupHOB (alexandr smirnov@office. ru)
3anpallveasT 4OCTYN K

e MpaBkum.xodt

MorOdmec

Pucynok 66 — Ilucemo c 3anpocom gocryna
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Jlisi mpenocraBiieHust ocTyna K 00BekTy HaxkmuTe HacTpoHTh JOCTYym B IOJIy4eHHOM
IMCbMe, TI0C/Ie 3TOr0 IIPOU30MIeT aBTOMaTUUeCKUH epexo]l K 00beKTy B xpaHunuiie ¢aiinos. Eciu
00BeKT yxe ObUT MepeMeliieH B pasfien Kop3una, To npy nepexojie 1o CChIJIKe M3 MKMCbMaA 3aIipoca
JIOCTyIIa Ha 9KpaHe OTOOpasWTCsl IpedyIpexaeHue, o0beKT OyieT MojicBeueH B CIKCKe ¢ailjioB B

pasnesne Kop3una (cm. Pucynok 67):

«HoBbIil [OKYMeHT.xodt»

Y106b6I NOAENUTECH 3TUM dainom, ne

Prcynok 67 — OOBexT B KOp3uHe

4.2.22 OtonpaBuTh ¢aiiy mo moyre

@ Omnepanusi JOCTYNIHA TOJBKO MPU HaJIWMYUMU TOJK/IIOYEHHOM ITOYTOBOM CHUCTEMBI.
OtnpaBka ¢aiyioB MOJIb30BaTeNsIM, YOAJIeHHbIM aIMHUHUCTPAaTOPOM CHUCTEMBI,

HeBO3MOXXHA.

Jlist otripaBku $aiioB B BUe BJIOXKEHUs B 3JIeKTPOHHOE IMKCHbMO BBINIOJIHUTE CJIeyIOIre
JeCTBUS:

1. Brimenute B crivcke HeOOXOMMBbIHN daiisl, HakaB Ha ero 3HAYOK.

2. OTkpo#Te OKHO OTIIpaBKH ¢aijia OJJHUM U3 CIIOCOOOB:

— HAXXMMHTe : Eme Ha IldHeJIM WHCTPYMEHTOB U BbI6epI/ITe ITYHKT OTIIpaBI/ITI) 1o

rnoure;

— HAXKMHUTE Ha OOBEKT IMpaBOM KHOMKOW MBIIIM U BbibepuTe OTIpaBHTH IO MOYTE B
KOHTEKCTHOM MEHIO.

3. B orkpeiBiIeMcsl okHe BbiOepuTe HeoOXOmuMbIM ¢opmaT ailyia U3 pPacKpbIBAIOIIErocs

cricka (cM. PrucyHok 68).
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OTnpaenTL KONWK «HOBLIA AOKYMEHT.xodt» Kak BNoMeH1e

®opmaT daina

xodt

TEeKCTOBbIIA

Monb3osatens MoiOdue (%) x {8

WTOroEan EBDCI-"IH|

OTNpasuTL MHE KOMWED MUCEMa OTMmena OTnpasuTh

Pucynok 68 — OxHo oTripaBku ¢aitiia

4, BBe,I[I/ITe WMeEHa WM DJJIEKTPOHHBbIE dJ/ipecCd I10JIb30BaTesieu, KOTOpPbIM OTIIpaBJisieTe

CCBIIKY, JIM00 HAXKMHTE @ CnHCcOK KOHTAKTOB U B OTKprBMEﬁCH QJopMe KOHTAKTOB:

— BOCIIOJIb3YHTECh I10JIeM IIOMCKa I10JIb30BaTellsl 10 afipecy 3JIeKTPOHHOM IOYTHI (I1ojie
JIOCTYITHO Ha JTF000M BKJIAJKe);

— BbIOepuTe MoJIb30BaTeNlel U3 CIIMCKa Ha O/IHOM U3 BKJIaJ0K: KoprnopaTuBHbIe (BKiIaaka
MOJKeT ObITh OTK/TI0YeHa aaMuHucTpaTopoM [10 MoiOduc), JInunsre;

— BbIOepHTe KOHTAKT U3 aJIpeCHOM KHWTH 1P [TIOMOIIY KHOIIKH
=+ Mo6aBuTh B ciucok W HaxvuTe BRIGpaTS.

5. Ilpy Heob6XOIMMOCTH HaBeJuTe KypCOp Ha aBaTap WIM MMS I10JIb30BaTelis, KOTOPOMY
oTmpasisieTe ¢ai, Uisi TPOCMOTpa JONOJIHUTeNbHON MHbopManuu. Unu nepeiigute 1o
runepcchliike Ilogpo6Hee 111 mpocMoTpa MHGOPMAIUK O I0JIb30BaTesle B IPUJIOXKEeHUH
«MonOduc KonTakTel» (1py Hanuunuy nHTerpanuu ¢ «MoiOduc [louray). Uudopmanns

OTKpOeTCs B HOBOM BKJIa/ike BeO-Opaysepa.

6. HpI/I HeO6XOI[I/IMOCTI/I BBeJUTe TEeKCT COIIPOBOAUTEJIbHOI'O COO6H.[€HI/I$[ U YyCTAaHOBUTE

cl)nax(ox OTIIpaBI/ITI) MHeE KOIIHK0 IMUCbMaA.

7. Haxmure OTHpaBUTS.
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