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PyKO BOACTBO MnoJib3oBaTtesd

1 BBeneHue

[aHHoe «Pykogsodcmeo nonb3oeamerns» (panee — PykogoOcmeo) COAEPXUT OnmcaHmne
rpadpmyeckoro nHTepderica nonb3oBaTesns, 1 nocnegoBaTelbHOCTM AeUCTBUM Npu paboTe ¢
pasgenamu, Bxogauwmmmn B moaynis PERCo-SMO07 «Y4em pabo4ye2o epeMeHU».

[aHHoe Pykogodcmeo OOITKHO UCMOSb30BaTbCA COBMECTHO C « PyKo8o0cmeom
rnosne3oeamersisi» Ha mogyrns PERCo-SN01 «ba3oeoe lM0».

CeteBont Mmoayrs PERCo-SMO07 «Y4em pabo4e20 epeMeHu» nNpeaHasHayeH ass
MCMOSb30BaHMA COTPYAHVKaMU OTAESNOB KaapoB (OTAENoB nepcoHarna) v pyrumm nmuamu,
BeayLWMun TabenbHbIN ydeT paboyero BpeMeHn Ha npeanpusaTin.

Moaynb aBnseTca A0NOSHUTENbHBIM KOMMOHEHTOM ceTeBoro 10O cuctembl 6e30nacHOCTM 1
noBblLweHns acpdpektnsHocT PERCo0-S-20.

B moayns PERCo-SMO07 «Y4em pabo4e20 epeMeHuU» BXOOAT Crieaylolme pasaernbi:

Paspenbl

«BpemMeHHasi 3amMeHa y4YemHbix OaHHbIX»— pa3fen npeaHasHayeH Ans
BPEMEHHOMO  M3MEHEHUs]  MPUHAANEXHOCTU  COTPyAHWKA K  OAHOMY 13
noapasgeneHun wumm ero rpaduvka paboTbl 6€3 U3MEHEHUsT LLITaTHbIX 3HAYEeHWUN,
YCTaHOBNEHHbIX B pasgene «CompydHuku» wmoayns PERCo-SNO1
«ba3soeoe 10».

«OnpasdamesibHble OOKYMeHMbI» — pa3fen npegHasHadeH ansa opopmrieHns
OOKYMEHTOB, WCMOSMb3yeMbIX MNpU cocTaBneHmm «Tabenss yyema paboyezo
gpeMeHU u pacdema ornnamsi mpyda» B gopme Ne T-12 n npu yyete paboyero
BpemeHn. Kpome 3TOro, npegycmMoTpeHa BO3MOXHOCTb  OddOpPMIIEeHUs
AOKYMEHTOB, MPUHATBIX HA NPEeANPUATUM.

«Omyemsbi» — pa3fgen npegHasHadyeH ans  coctaBrenua «Tabens  ydyema
paboyezao epemMeHu u pacdyema onnamsl mpydax» B hopme Ne T-12 n « Tabens
ydyema paboyez2o epemeHu» B popme Ne T-13. B pasgene npegycmoTpeHa
BO3MOXHOCTb peAaKTUPOBaHUA JaHHbIX O MPOXo4ax.

«XKypHan ompabomaHHO20 epeMeHU» — pa3fen npegHasHadeH And BeaeHus
XypHana ydeTa pabouyero BpemMeHu COTPyAHVKOB. B pasgene npeaycmoTpeHa
BO3MOXHOCTb O)OpMIEHUst onpaBaaTerbHbIX LOKYMEHTOB W penaKkTMpOBaHUS
AaHHbIX O Mpoxoax.

MoAyNA Ha NnaHerm HasuraTopa «KoHcosu ynpaesneHus» 06beavHeHbl B rpynny

«Y4yem pabo4ez20 epeMeHU» (3a UCKIMIOYEHNEM pa3aerna «BpeMeHHasi 3aMeHa y4emHbIX
OaHHbIX», BXOOALEro B rpynny pasaenoB «flepcoHany).
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2 Paspgen «BpemMeHHble 3aMeHbl Y4eTHbIX AaHHbIX»

2.1 Ha3HauyeHue

Paspgen «BpemMeHHasi 3aMeHa y4YemHbiX OaHHbIX» npeaHasHadYeH ANl BPEMEHHOro
M3MEHEHNs1 NPUHALNEXHOCTU COTPYAHUKA K OOAHOMY U3 noApasgenieHui uumm ero rpaduka
paboTbl 6e3 M3MEeHEeHUs LUTaTHbIX 3HAYEHWI, YCTAHOBIEHHbIX B pasaene «CompyOHUKU»
moayna PERCo-SN01 «ba3zoeoe IM0».

Mpyv BpeEMEHHOW 3aMeHe Y4YeTHbIX [OaHHbIX HOBble [aHHble COTpyaHUKa B TeuveHue
YCTaHOBMEHHOro BpeMeHu 6yayT Mcrnofb3oBaTbCs NpU pacyeTe paboyero BpeMeEHU W
KOHTPONS AMCUMMIMHbI Tpyda. BpemeHHasi 3amMeHa Y4yeTHblX [OaHHbIX MOXeT OblTb
npousBeAeHa Ha MPOLLeALIM NEPUOA BPeMEHM («3a4HMM YMCTIOM» ).

lNpumeyaHue:

.~ BpemeHHylo 3ameHy Y4ETHbIX AaHHBIX HEMb3f MPOM3BOAWTL AJIA COTPYAHMKOB
paboTaloumx No rpaduKy ¢ HakoraeHuUeMm HapyuweHuli/2pachuky C HaKorieHuem
HapyweHuU Ha ocHoee basiaHca pabo4yez2o 8peMeHU.

2.2 Pabouyee okHO pa3gena
Pabouee okHO pasgena umeeT crieaytoLwmn Bua;
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1. lMaHenb MHCTPYMEHTOB pasaena:

Bl 06wuin  nouck coTpyaHuka (Shift+Ctrl+F)—kHonka nossorser
NPOU3BECTM NOWCK COTPYAHMKA MO BCEM noApasaeneHnaM.

* NMokasatb/ * CKpbITb pe3ynbTaTbl 0OOWeEro nNoOMUCKa — KHOMKK
NO3BONAKOT OTKPbITb UMM CKPbITh NaHerbs ¢ pesyrnbTaTamm obLLIero nomcka.

# BoicTpbin nouck (Ctrl+F)—kHonka nossonseT Npou3BecT MOWUCK A
noucka coTpygHvka no TabensHomy Homepy urii GO B BbIGpaHHOM Ha NaHerm
WHCTPYMEHTOB rnoapasgeneHun.

E Y MpnMeHNTL/OTMEeHUTb BbLIGOPKY (Shift+Ctrl+O)— kHonka no3BonseT
MoKa3aTb/CKPbITb pe3yrnbTaT NPMMEHEHN BbIOOPKM B paboydein ob6ractn BKagku.
B HacTpouTb BbIGOpPKY (Ctrl+0O)— kHoMka MO3BOSSIET HACTPOUTL BbLIGOPKY
(unbTp) oToOpaxkaembix B paboyen obractm AanHbiX. [OCTynMHbI crieayroupe
KpUTEpUM NOCTPOEHNS BbIBOPKU:

* 'pacdhmuk paboyero BpemeHu;

* [10ONXHOCTD;

* MNoapaspeneHue;
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* MMpunem Ha paboTy;
e [lata yBONbHEHMUS.

™ NokasbiBaTb pacwudpoBKy rpachmka padboyero BpemMeHU — KHOMKa
MO3BOJSIIET OTKPbITb OKHO Mpadmk paboTbl A4k NpocMoTpa pacnmcanmsa padoTol
BblAenNeHHOro B paboyer obractu pasgena COTpyAHMKa Ha yKasaHHbIA C NMOMOLLBHO
BbIMaJatoLLEro crmcka MecsL, BbiIopaHHOro roaa.

e | nioke Bbi6op nogpaspneneHun (Ctrl+B)—«kHonka no3eonsieT BbIOpaTh
noapasgernieHne, COTpyaHVKM KoToporo 6yayt otobpaxaTtbcss B paboyen obrnactu
Bknagkn. CnpaBa OT KHOMKM OTOOpakaeTca HasBaHue BbIOPAHHOMO B [aHHbIN

MOMEHT nogpasaeneHus.
HNata yBONbHEHUA C —npu ycTaHOBKE priaxka B paboyen obractu pasgena
oTOoOpakatoTCA YBOSMEHHbIE C YKas3aHHOM C AaTtbl COTPYAHUKW. OTO Mo3BOnAeT
npocMaTpvBaTb Ha MNaHeM BPEeMEHHble 3aMeHbl YYEeTHbIX AaHHbIX YBOJSIEHHbIX
COTPYOHVKOB.

2. Paboyasa obrnactb pasgena COOEPXWT CMUCOK COTPYAHUKOB noAdpasaerneHvs,
BbIOPAHHOTO Ha MaHenM MHCTPYMEHTOB pasferna. 3Haudok B NnepBom cTomnbue
yKasblBaeT Ha TO, YTO ANA COTPyAHMKA Obinia co3aaHa 3ameHa.

lNpumeyaHue:

B pabouen obnactu peanmsoBaHbl criegytome OyHKLUMN: COPTUPOBKM MO 3fieMeHTaMm
OOHOTO WM  HECKOSbKMX  CTONbLOB, MOucka MO  3fieMeHTam  CTonbuoB,
OAHOBPEMEHHOIO BblAESIEHNS HECKOSTbKMX SIEMEHTOB CMNUCKa, N3MEHEHUSA LLMPVHBI U
nocregoBaTeflbHOCTU CTONOLOB.

3. VHCTpYMEHTbI NaHes M BpEMEHHbIX 3aMEH:

¥l lo6aBUTb 3aMeHy (Ctrl+N)— kHoMka NO3BONSIET CO3aThb HOBYIO BPEMEHHYHO
3aMeHy AJ19 OAHOMO WM HECKOMbKMX COTPYAHUKOB, BblIOpaHHbIX B paboyer obnactu
pasgena.

al Y3MmeHUTb 3ameHy (Ctrl+E)—kHonka no3BoSsieT OTKPbITb  OKHO
BpeMeHHble y4YeTHble AaHHble C MnapameTpamu BPEMEHHOW 3aMeHbl,
BblaernieHHon B paboyen obractn naHerm BPEMEHHbIX 3aMeH. KHOMKa HegoCTyrnHa,
€CI 3aMeHa OTHOCUTCS K YBONEHHOMY WM yAanNeHHOMY COTPYOHUKY.

=l YpanuTb 3ameHy (Ctrl+D) — kHoMNka no3BonAeT yaarmTb BPEMEHHYIO 3aMeHyY
BblAENEHHY0 B paboyen 06riacTn naHe M BPEMEHHbIX 3aMEH.

Bce 3ameHbl B nogpa3aeneHumn — npy yctaHoBKe doriaxkka B paboyer obrnactu
NaHerm BPEMEHHbIX 3aMeH oToOpaxalTcsi BCe 3aMeHbl, CO3[aHHble A
COTPYAHVKOB noapasaeneHns, BbiIGpaHHOro Ha NaHesm MHCTPYMEHTOB pasaerna.

4. Paboyas obractb maHerm BpPEMEHHbIX 3amMeH. Ha naHerm cogepXurcst Cnmncok
BPEMEHHbIX 3aM€EH A1 COTPYAHMKa, BbibpaHHOro B paboyen obrnactn pasgena, wm
npv ycTaHoOBIieHHOM (oriaxkke Bce 3amMeHbl B noapa3aenieHUM — BCe 3aMeHbl
BblOpaHHOro noapasgerneHns. 3amMeHbl YBOSIEHHbIX COTPYOHVMKOB OTOBGpakatoTcs
KpacHbIM LBETOM. B nepBom ctosnbue otobpaxaeTcsa cTaTyC 3aMeHbl:

® 3Ha4yoK OTCYTCTBYET — CPOK AENCTBUA 3aMeEHbI eLLE HE HACTYNWIT,
® T4 — 3amMeHa AeUCTBYET B JaHHbIN MOMEHT;
® <3 — CPOK AeNCTBUSA 3aMeEHbI UCTEK.
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2.3 Co3paHne BpeMEeHHOU 3aMeHbl

[nsa co3pgaHnsa HOBOW 3aMEHbI:

1. Haxmute kHonky Bbibop noppaspeneHus # ya nanerm WHCTPYMEHTOB
pasgena v Bblbepute nogpasgeneHve, COTPYAHUMKAM KOTOPOro HeobxoaMmo
NMPOM3BECTU 3aMEHY.

2. B pabo4en obractn pasgena Bbibepute 0QHOrO UM HECKOSbKUX COTPYLHUKOB.

3. Haxmute «kHonky Jlo6aBUTb 3aMeHy ¥ Ha naHerm BPEMEHHbIX 3aMEH.
OTtkpoeTcst OkHO BpeMeHHble yYeTHble flaHHble:

BpemeHHBIE YHETHEIE daHHBIE >

YyeTHble AaHHbIe rpynnbl COTPYAHUKOB

3aMEeHWTE NodpazaeneH e Ha:

3aMeHTE rpauk pabodero BpeMeHi Ha:

Nepeelid AeHb MocnegHWid OeHs
26.09.2018 w 03.10.2018 w

OK OTMEHWTE

4. B OTKPbIBLLEMCS OKHE HaXMUTE KHOMKY J cnpaBa OT nonss 3aMeHUTb
noppaspeneHune Ha:. OtkpoeTcs okHo MoppasaeneHus:

3¢ Nogpasaenenns O *

& (He onpeaeneno)
v
[ & MpeanpuaTie
& ANMUHWCTPaLMA
& ByxranTepua
& OToen kanpos
& OToen pexnamel
&' OTnen cepeucHoro obcnysMBaHUA
& dunman 1
& Dunman 2

MOK33EIBATE CKPLITEIE AETOMSTWUECKSA COPTHUPOEKS

CTpoKa AnA Noucka

Momck: | F3 WEKaTE © HAYANa HE3BaHUA

0K OTMeHa

5. Ykaxute nogpasgenenve ana 3ameHbl U Haxmute OK. OkHo MoppaspeneHus
OygeT 3akpbiTo. BblOpaHHOe noapasgerneHne nosAButca B nofie 3aMeHUTb
nopapasgeneHue Ha: OkHa BpeMeHHble yYeTHbIe AaHHble.



PykoBoacTBO nosnb3oBaTend

6. B okHe BpeMeHHble yYeTHble AaHHble HaXMUTE KHOMKY J crnpaBa OT Nosis
3ameHnTb rpacduk paboyero BpemeHum Ha:. Otkpoetca OkHO [pcukn

paboTbl:
Mpadmkn patoTel N 3
| HazBaHue i | Cxema ¥PB [ 'f|.f' MNoHepensHur - Paboumri geHs”
: i1: 9:00:00-13:00:00
1 | IPAGUK HUKOT A HEZEMEHASA CXEMA PABOTbI(HE iE 13:45:00-17:45:00
2 | 16Bpurana L crena(CMEHHEIN) -}, BTopruk - Pabouiil geHs”
3 |26purana 2 cmera(CMEHHBIA) i 9:00:00-13:00:00
4 | MbrMiA rpadmk CMEHHAA CXEMA PABCTHI(CMEI o Ly 13:45:00-17:45:00
5 Tpadwik Pafiouan Hegens{HE AEMEHLIA) =Hig _R'j:F'EﬂE' - "Pabouni neHs
6 Paboan Heaena(HEAEMbHBIA §¢ -D0-00- 1300:00
Ll - aena(HER ) {Lh 13:45:00-17:45:00

-}, YeTsepr - Pabounil neHs”
/L 9:00:00-13:00:00
T 13:45:00-17:45:00
=14 MaTHUUE - "Pabiounii geHs”
/L 9:00:00-13:00:00
T 13:45:00-17:45:00
-l CyffoTa - Huworna”
L 0:00:00-0:00:00
-1} BockpeceHee - "Hukoraa®
Ly 0:00:00-0:00:00

[ | NokasbiBaTe cphiTaie
Omnera

[ ] NokasbieaTe pacumdposky

7. Ykaxute rpadouk ana 3ameHbl n Haxmute OK. OkHo Fpadcduk paboTbl Oyger
3aKkpblTo. BbibpaHHoe nogpasgernieHve nosButcs B nore 3aMeHUTb rpaduk
paboyero BpemMeHu Ha: okHa BpeMeHHble y4YeTHble AaHHble.

NMoka3aTb CKpbITble — NPU YCTAHOBKE (priaXkka B OKHE KpacCHbIM LiBETOM OyayT
oTobpaxaTbCA yaaneHHble paHee nogpasaeneHms.

Moka3aTb pacwundpoBKYy —nNpu yctaHoBke draxka OygeT OTKPbITO OKHO
Npacdhmk paboTbl C pacnmcaHvem paboTbl Ha YyKasaHHbIM MecsAl Ans
BblAENEHHOro B paboyen obrnacty okHa rpadmka paboTbl.

8. B okHe BpeMeHHble y4yeTHble AaHHble, WCMOMb3ys Mofsa BBOAA AaThl
NMepBbIM peHb 1 lMocneAHUNW AeHb, yKaxuTe AaTbl Hayana M OKOHYaHWA
AEeNCTBUSA 3aMeHbI:

ﬂ CpapanHpe puarHe e ape4ze o

¥YETHbIE AAHHBIE FPYNNB COTPYAHHKOS

JIHEHETE MOOIAZIENEHRE H!
{AcHR

ARMAHETE MEafies paSaunm enameHn ke

Fafinezn uaasrns

liepoLad aeHL [oensaiuE aeHL
2m09 2008 - 23 L0208 I
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9. Haxmute kHonky OK. OkHO OygeT 3akpbito. B paboyen obriactn pasgena vy
BbIGpaHHbIX COTPYOHUKOB MOSBUTCH 3HAYOK O co3fdaHmm 3ameHbl. Ha naHernm
BPEMEHHbIX 3aMeH MOABUTCS 3anncb O CO34aHNN HOBOW 3aMEHbI.

10. Ins nsmeHeHus napamMeTpoB 3aMeHbl BbIAENUTE ee Ha NaHe M BPEMEHHbIX 3aMeH U
HaXxkmMuTe KHOMKy M3MeHUTb 3aMeHy 2B, B oTKpbiBLEMCS OKHE BpemeHHble
yyeTHble AaHHble Npou3BeauTe Heobxoaumble M3MeHeHus. [na 3akpblTUA OKHa
HaxkmuTe KHonky OK.

11. Ons yoaneHns 3ameHbl BblOENMTEe ee Ha MaHernm BPEMEHHbIX 3aMeH W HaXmure

KHONKy YpanuTb 3aMeHy -, B oTkpbiBLeMcA oOkHe [lpepynpexpaeHue
yaaneHus Haxvure kHorky OK.

12.B cnyyae, ecrm ana coTpygHvka yxe Oblnia co3gaHa 3amMeHa Toro e Tuna
(nogpaspeneHust un rpadomka) Ha TOT XKe Nepuoa, TO CO3faHve HOBOW 3ameHbl byaeT
HEeBO3MOXHO. bynet oTkpbiTo okHO WH¢opmauua c npeaynpexgeHnem o
CYLLECTBYHOLLEW 3aMEHE.

13. Haxxmute  kHonky CoOXpaHUTb Ha MaHermM  UMHCTpymeHToB  «KOHcosu
ynpaesieHus».
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3 Pasgen «OTyeTbI»

3.1 Ha3HauyeHue

Pasgen «Omyembi» npegHa3HadeH Ana coctasrneHuns « Tabesnsi yyuema paboyeco epeMeHu
u pacyema ornamsi mpyda» B popme Ne T-12 (c BO3MOXHOCTbIO BbiGOpa dhopmaTa fmcTa
A4 vmm A3) uvwrm «Tabens ydema paboyeco spemeHu» B opme Ne T-13. B pasgene
npeaycMoTpeHa BO3MOXHOCTb Mpu HEOBX0OUMOCTM BKIMtOYaThL/BbIKMOYaTh COObLITUA BXO4A U
BbIXOAa, YTO MO3BOSMAET UCKIOUYUTL M3 PacYETOB ABOWHbIE npoxodbl U T.4. Taberm ydeta
COCTaB/ATCS MO COTPYAHMKAM OLHOMo noapasaesieHui 3a nepuod paBHbI OOHOMY MeCsLly.

lpumeyvaHue:

®opmbl Ne T-12 1 Ne T-13 yctaHOBMEHbI corriacHo rnoctaHoBreHuo [fockomcrata PP
oT 05.01.2004 Ne1 «O6 ymeepxxOeHuu yHUGUUUPOBaAHHbIX (bopM repeuyHou
y4emHou OoKyMeHmauuu rno y4emy mpyoa u €20 ornsiamai».

B Taberm yveta aBTOMaTU4ECKM 3aHOCUTCHA 3aperucTpupoBaHHoe paboyee pemsi
COTPYOHMKOB U crieaytowasn nHopmaums:

* B rpady HammeHoBaHue opraHu3sauuu —HasBaHME KOPHEBOrO areMeHTa
MHOrOypOBHEBOIrO PAaCKPbIBAKOLIEroCs Crnvcka noapasgeneHui, B KOTOPbIA BXOAMWT
Bbl6paHHOE noapasgernexue.

*B rpaddy CTpPYKTypHOe noapasfgeneHue — Ha3BaHue BblIOpaHHOro
nogpasaeneHus.

* B rpadbl 4 16 ana tabens B dpopme Ne T-12 n B rpadpy 4 ons tabenda B popme Ne T-
13 —KOAbl M NPOJOITKUTENBLHOCTL 3aTpaT paboyero BpeMeHVM COTPYOHWMKOB AS1A
Kakgoro AHs mecsiua. YcnoBHble 0603HaveHun (kogbl) 4OKYMEHTOB, OMMCbiBaloOLye
3aTpatbl paboyero BpeMeHW, YkasaHbl pasgene  «OnpasdamesibHble
dokymeHmbI». O6o3HaveHve A (sBka) CTaBUTCS, €CIM COTPYAHUK Oblnl HA paboyem
MecTe WM Ha OeHb OopMIieH onpaBAaTesibHbI AOKYMEHT, BPEMS MO KOTOPOMY
pobasnsaeTcsa kK paboyemy BpemeHu COTpyaHVKa.

B pasgene BblaendroTCcd Tpy Tina OKYMEHTOB!:

OnpaedamersibHble 00OKyMeHMbI — [JOKYMEHTbI, 0POPMIIIEMbIE COTPYAHVKY B Crlydae
HapYLLEHWSs1 YCTAHOBINEHHOTO Arsl HEro epaghuxka pabomsi. B gokymeHTax ykasbiBaeTcs
NPOJOITKUTENBHOCTL M MPWYMHA OTCYTCTBUS COTpyAHWKA, a Takke cregyeT Jm
[06aBsiTb BpeMs Mo JOKYMEHTY K paboyemy BPEMEHM Ui HET.

CocmaeHble onpaedamesibHbie OOKYMeHMbl — JOKYMEHTbl, 0dOopMIsieMble
COTPYOHMKY B CIlydae HapyleHUs YCTAHOBJEHHOrO ANl Hero epachuka pabombl Ha
OCHOBaHWWM HakorineHHou 3adosmkeHHocmu rno paboyemy spemeHu. Vicnonb3oBaHve
cocmaseHbix orpasdamesibHbiX OOKYMEeHmMOo8 TMOo3BONSeT MakCcuMarnbHO Yoo6HO
TMKBUAMPOBATL CYMMApPHYI0 HAaKOMMEHHYIO 3a YY4ETHbIN Nepuon 3a40SPKEHHOCTb OOHMM
WM HECKOSNIbKUMW COCTaBHbIMM OnpaBAaTesfbHbIMU  OOKyMeHTamn 6e3 noTtepb
dakTruyeckn oTpaboTaHHOro BpeMeHn Ans CcoTpyaHvka. B OokymeHTax ykasbiBaeTcs
NPOAOITKUTENBHOCTL U MpUYMHA OTCYTCTBUSI COTPyAHUKA, a TaKke cregyet im
Aob6aBnATb BpeMS MNo AOKYMEHTY K paboyemy BpeMEHM UIN HET.

HokymeHmbi Ha ceepxypoyHbie (paboTbl) — LOKYMEHT, OhOpMIIIEMbIE COTPYLHVKY U
ykasblBalouye gaTty M MPOAOIPKUTENbHOCTE CBEPXYpPOYHOM paboTbl COTpyOgHMKa BO
BpeMs, He npedycMoTpeHHoe ero rpadukoMm paboTbl. Bpemsa no JoOKyMeHTy
pobaenseTcsa kK paboyemy epeMeHU.
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3.2 Pabouee okHO pa3pgena
Pabouee okHO pasagena UMeeT creaytoLwmn Bua;
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1. MNaHenb MHCTPYMEHTOB pasgerna:

Nekabpe 2016 | 5 nope otoBpakaloTc Mecsiy, M oA, 3a  KoTopble
cocTaBrnsieTcst Tabenb.

En Kanenpapb (Ctrl+K)—kHonka nos3sonseT BbibpaTb Mecday W rog Ans
cocTaBreHus Tabens.

¥ Moctpoutb oTuéT (Ctrl+N) — kHonka No3BONAET NOCTPOUTL OTYET B paboyen
obractn pasgena nocre M3MEeHeHust AaTbl COCTaBreHus Tabensa, odopmneHus
AOKYMEHTOB COTPYOHMKaM UM BHECEHMUST APYTNX U3MEHEHWIA.

Pacuétr pabGoyero BpeMeHU NOCYTOYHbLIN/MOCMEHHbIN —MpK
HaXxaTun Ha KHOMKY (bopMupyeTCca NOCMEHHbIN pacyéT paboyvero BpemeHnu. Ecrm
KHOMKa He aKTMBHa — MOCYTOYHOW. BcennbiBarolw@as noackaska, BO3HVKaKoLWRAsa npwu
HaBeOEeHVN Ha ANIEMEHT, NoKa3biBaeT AENCTBYHOLLEE 3HAYEHME.

® NokaszaTb naHenb ¢ oOWKMMN HACTPOUKAMMN OTYETA — NPU HaxaTun Ha
KHOTMKY OTKpbIBAETCA MaHesb C 0OLWLMMKN HACTPOrKamMmn OTYETA.

ﬂl‘lepecqéT BbIOpPaHHbIX COTPYAHUKOB — MPU HaXaTuM KHOMKU MNPOUCXOOUT
nepepacyéT paboyero BpeMeEHM TOMbKO ANl BbiOpaHHbIX B paboyen obracTtu
COTPYOHMKOB WUIM COTPYAHUKA.
R ¥ MoAroToBUTL AaHHbLIe ANA NevYaTH — NPU HaxaTuM CTPerku crnpaBa oT
KHOMKN OTKPOETCSA MEHH0, No3sossolwee Bbibpatb popmMy Tabensa Ans OoTKpbITUA B
OKHe npeaBapuUTENibHOro NPoCMoTpa:

®* OtyeT T-12 — 1abenb yyeta paboyero BpemMeHn 1 pacdeTa onnatbl Tpyaa.

® OtyeT T-13 — 1abernb yyeta paboyero BpemeHu.
@ pacuk paboTbl (Ctrl+G)—KHoMka nNO3BOMAET OTKPbITb OKHO paduk
paboTbl Ana nNpocmoTpa MapamMeTpoB W pacnucaHns paboTbl COTPYAHWKA,
BblOpaHHoro B paboyeii obnactv pasgena.
A ToyHocTb Ao cekyHa/no mMuHyT (Ctrl+Del)—npn HaxaTm Ha KHOMKY
3HaYeHns1 BpeMeHn B paboyen obractu otobpaxkatoTCs C TOYHOCTbIO A0 CEKyHA.
Ecrm kHOMka He akTMBHA — C TOYHOCTBIO OO0 MUHYTbl. 3HAYEHUS BPEMEHM Npu
nepexone ot TOYHOCTb A0 CeKYHA K TOYHOCTb A0 MUHYT OKPYIristoTCA.

Mpumep:
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01:29:29 =01:29
02:57:57 = 02:58

El Yacbl 1 MMHYTbI — aonun 4yaca (Ctrl+H)— kHonka nossonaeT M3MeHuUTb
dopmaT oTobpaxeHuss BpeMeHW. [py HaxaTum KHOMKM 3HAYEeHUS BPEMEHU B
paboyen obrnactn otobpaxaeTcsa B Yacax B Buae AeCATUYHOW Apobu C TOYHOCTbO
A0 COTbIX Joren Yyaca (MM 40 OeCHTU TbICSAYHbIX A0Ser Yaca npu HaXaTowm KHOMKe

s

To4YyHOCTb A0 CeKyHA '--3).

£ CokpaweHHbin nokas PUO (Ctrl+W)—kHonka nos3sorsdeT oTobpaxaTb
MHMUManbl COTPYAHMKOB BMECTO MMEHW 1 OTYecTBa. [1na Bo3BpaTta K nokasy MosHbIX
@O NOBTOPHO HAXMUTE ITY XKE KHOMKY.

B CocraBHble  pOKyMeHTHI 3anonHATCA c 3a40/MKEeHHOCTAMMU
To4yHO / CocTaBHble [AOOKYMEHTbl 3anoJIHATCA C 3aAO0JMKEHHOCTAMM C
okpyrneHuem (Shift+R) — kHonka no3BonseT HACTPOUTb TOYHOCTb OTOBPaXKeHUs
3a0JPKEHHOCTEN B COCTaBHbIX JOKYMEHTAX.

‘D' PacuéT 6e3 OKpYyrrneHus (TOYHOCTb 0 MUHYT, CEKYHAbl HE YYMTbIBarOTCA)
(Shift+S) — npy HaxaTm Ha KHOMKY Mpu pacyéTe paboyero BpeEMEHUM CeKyHAbl
oTbpacbiBatoTca. [locne Haxatua/omkaTua KHOMKM Heobxoaymo npou3BOAUTb
nepepacyéT oTpaboTaHHOrO BPEMEHM.

® nokasbizatb oTpaboTraHHoe Ho4Hoe Bpewmsa (Shift+V)—npn HaxaTm Ha
KHOMKY oToBpakaeTca oTpaboTaHHOE HOYHOE BPEMS.

3% - OtyeTbl B Excel — npu HaxaTum Ha CTperky crpaBa OT KHOMKU OTKPOETCS
MEHI0, No3BordAlolEee BbibpaTb dopMy Tabena wm oTdyeT And COXpaHeHus B
dopmaTe anekTpoHHbIX Tabrmy MS Office Excel-
®* OtyeT T-12 — 1abernb yyeta paboyero BpemMeHn 1 pacyeTa onnatbl Tpyaa.
®* OtyeT T-13 — 1abenb yyeta paboyero BpemMeHu.
* [lpocTton oOT4YeT —BCe JdaHHble oOTobpaxaemble B paboden obrnactu
pasgena.

lMpumeyaHue:

B dpanrne anektpoHHbix Tabmmy MS Office Excel MOXHO coxpaHutb Tabernb He boree
yem ans 2500 coTpygHMKOB, NMPU 3TOM BPEMS COCTaBrieHus Tabensa yBenmumBaeTcs
C POCTOM 4umCra COTpyaHMKoB. Ecrm npm coctaBneHun Tabena npomsouria owmbka,
TO €ro Hesb34 UCNoSb30BaTh, U HEOBXO4MMO NMOBTOPUTL MPOLEAYPY COXPaHEHUS.

£ | nioke Bbi6op nogpaspgeneHusa (Ctrl+B)—kHonka nossonseT BbIOpaTb
nogpasgerieHne, CoTpyaHukM kotoporo 6yayt oTobpaxaTtbcss B paboyen obriactu
pasgena. CnpaBa OT KHOMKM OoTobOpaxaeTcsi Ha3BaHWe BbIOpPAHHOrO B AaHHbIN
MOMEHT nogpasaeneHus.

. YKa3aHHbIN nepuoA — No3BosiieT 3agaTb nepuos pacyéta BHYTpU BbiGpaHHOroO

mMecsua. Ytobbl anemeHT ctan AoCTyneH, Heobxoaumo BbibpaTe COOTBETCTBYHOLLMN
napameTp HaA NaHenu ¢ o6W MMM HaCTPOMUKaAMM OTYETA.

lNpumeyaHue:

B pabouen obnactu peanmsoBaHbl criegytowme OyHKUMW: COPTUPOBKA MO 3rieMeHTam
OOHOTO WM  HECKOSNbKMX  CTOMObLOB, MOucka MO  3rieMeHTam  CTonbuos,
OAHOBPEMEHHOIO BblENEHNS HECKOSIbKUX 9IEMEHTOB CMMUCKA, U3MEHEHUS] LLMPWHBI
CTONOLOB.

. Paboyasi obnacTtb_pasgena_CoOoepXuT CMUCOK COTPYAHUKOB BblOpaHHOro Ha

NaHerm MHCTPYMEHTOB MNoapasaerieHus U paboyee BPEMS KaXOoro COTPyAHMKAa 3a
AeHb, nepuon v Tun paboTbl, yka3aHHbIN B 3arofioBke cTondua.
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[1n9 OTKPbITUS NaHeNM AOMNOSHUTESbHBIX AAHHBIX O NMPOXo4ax ABaXdbl HAXMUTE NEBOM
KHOMKOW MbILLM Ha CTPOKE C AaHHbIMU COTpyAHUKA. [1na 3aKkpbliTUA NaHesm nosBTopute
3TO AencTBUe.

3.3 NMaHenb AoONONHUTENbHbIX AAaHHbLIX O Npoxoaax

MaHenb AOMONHUTENbHBLIX AAHHbIX O MNPOXo4ax COTPYyAHWKA, BblAENeHHOro B paboyel
obracTu pasaena. BbisbiBaeTcsi ABOVHBIM LLEMKOM JIEBOW KHOMKN MbiLLM MO Heo6xoaumMomy
COTPYOHWUKY W BbIFNAUT CReaytouym o6pasom:

aF | [ Tonemo sapanicT pUpoEaRHEE CoSETER

r 1un HCraaa3yeToA I'un

Erevr npoxoaga ApcKDaa B pacueTax MMoHeLEH e cOBLIFHS
1 CLAZE06S:00:2)  Bxoa i Jnasme [CROPOCTHOH Npoxoa M2 (maneknd) (10, &
2 DLAZ.2016 12:31: Bexoa L 3oaHme [CROPOCTHOH npoxog ML (Bnnsdni) (10 &
3 MA22ME 1254  bxoa ' AnaHie [CHOPOCTHOE NPoeco, NOZ (oansHKE] {10, o
4 D1A2.201617:49: Brxon _d Anasme [CKODOCTHOH NDoX0A ML (Ennkdnil (10 &

L b

[aHHble oToBpaxatoTcsa 3a AeHb, nepmog i Tun paboThbl, yKazaHHbIN B 3arosioBke cTonbua
BblOpaHHOM B paboyen obractm pasgena  s4enku.  [poxodbl  perucTpupyroTca
KOHTpOSTIEpPaMn CUCTEMbI U UCMOSb3YIOTCA NpU pacyeTe paboyero BpeMeHU COTPYOHMKA.
MpegycmoTpeHa BO3MOXHOCTb KOPPEKTMPOBKM crncka cOObITU MpOXoda, YYUTbIBAEMbIX
npu pacyeTe paboyero BpemeHu. 3Ha4oK ¢ B cTonbue Y4yacTByeT B pacuyeTax ykasbiBaeT
Ha TO, YTO JaHHbIM NPOX0, YYUTbIBAETCH Npu pacyeTe paboyvero BpemMeHn coTpyanuka. [0ns
UCKIMIOYEHMST NpoXoda M3 pacyeToB ABaXdbl HAaXXMUTE NEBOW KHOMKOW MbilM B CTONOUE
YyacTByeT B pacyeTax. 3HauoK rpyv 3TOM n3meHutcst Ha &

lNpumeyaHue:

HaunHaa c¢ Bepcum PERCo0-S-20 3.9.6.5 nepepacyé€T Ha Kaxgoe OTKIoYeHue/
BKITOYEHME COObITMA MPOX0OAa aBTOMATUMECKM HE MPOM3BOAUTCSA, B CBSI3M C TEM, YTO
nosiBUracb KHormka uHausuayanbHoro nepecyéta MNMepecuntatb coTpyaHuka (Alt
+C), 4TO NO3BONAET MNPOM3BECTM OLHOKPATHbLIA MEpPepacyéT Yxe rnocre Bcex
HEO0OX0AMMBbIX OTKIMOYEHUIA/BKITFOUEHUN.

MaHenb MHCTPYMEHTOB pasaena:

Tonbko 3apermctpmpopaHHble cobbiTuA — npn YyCTaHOBKe cbna>|<|<a Ha
naHesmm 0To6pa>|<a loTcA  cobOblTM  CBsI3aHHblE C npoxogamMmm TOJIbKO B
perncTpupyroupe noMmeLleHd, no KOTopbiM 1 NPON3BOOATCA BCe paC‘-IéTbI.

*¥ MpocmoTp BMAeEo —KHOMKa MO3BOSSIET OTKPbITb OKHO BupgeoapxueB ans
npocmotpa kagpoB ¢ kamepbl CKY[, cBs3aHHOW CO cuuTbiBaTesneMm,
3aperncTpmMpoBaBLLMM BblIGpaHHOE COBbITUEM.

Mpn HaXkaTm NpaBoOW KHOMKOW Mbilm B paboyen obrnacti naHenm OONOSHUTENbHbIX
AaHHbIX O NPOX04aX Bbl3bIBAETCH KOHTEKCTHOE MEHIO:

* BKNo4unTb BCe COObLITUA U nepecynTaTb — KHOMKa MNO3BOJIAET BKIMMOYUTL BCE
3aperncTtpnpoBaHHble cobbITUS BXO4a U BbiIxXOoOda AJiA Bbl6paHHOFO COTpyOHUKa W,
Y4auUTbiBad UX, nepecyHntaTb Ta6r||/|u,y.

* BbIKNO4YNTL BCe COOLITUS U NMepecuYUTaTb — KHOMKA MO3BONSET BbIKMOYMTL
BCE 3aperucTpvpoBaHHble cobbiTUS Bxod4a W Bbixoga Ans  BbliOpaHHOro
COTpYOHUKA W, HE YYUTbIBAS UX, NepecynuTaTtb Tabrmuy.
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PykoBoacTBO nosnb3oBaTend

3.4 MaHenb onpaBaartesibHbIX AOKYMEHTOB U 3a40J1KeHHOCTEN

MaHenb onpaBAaTenbHbIX JOKYMEHTOB U 3a40/PKEHHOCTEN AN COTPYAHVKA, BblAENEHHOIO B
pabouen obracTv pasgerna, CooepXuT MHPOPMaLMIO O BCEX BblAaHHbIX OnpaBaaTesbHbIX
AOKYMEHTax W 3a[0SPKEHHOCTSIX COTPYAHMKA W Bbl3blBAae€TCA ABOVHbIM LUESHKOM JieBOW
KHOMKWN MblLLM B paboyeM OkHe pasgera rno MHTepecytoLweMy CoTpyaHuKy. MaHernb coctont u3
ABYX BKMafoK:

¢ OnpaBpaaTenbHble AOKYMEHTbI;
* 3a40MKEHHOCTM.

Bkrnagka OnpaBaaTenbHble AOKYMEHTbI COAEPXUT MHopmaLmo 06 opopMIieHHbIX a1
COTpyAHWKa ornpaBAaTesibHblX AOKYMEHTaX, WX HOMepe W Tune, NpPOAOITKUTENBHOCTH
OTCYTCTBMS COTpydHMKaA Ha paboyem MecTe, gaTte BBOAA [OOKYMEHTa, AaTe Hadvana wm
OKOHYaHus ero AencTBus:

OnzangeToaL ke AETEAeHTL

Blw g &

BHyTpEHiHA N THN . N | . _ | s oogs Baysro | Koy

[ JEEHBHT L FREEE T HEHPRHRaH A :r|:n,u..1.-:|-ﬁ=.1..-r:|7r. IER=TL | dHAE TR TomrHCHe TEACTEHA
1 | IL0143 355 E} HpoueE=Han S TEvancnoo: B0 IR AIIR . 1403200 w 14032010
2 | 1L01441 1356 E:' ok AR S0MEIEHPITE 23-DC LG.03.2CLE IG.03.2008 [ 1E.03.2018
zb|  iioiasiasy £ lomvor no Scpedciac azpoimnozzcie ic03200e (R (c.03 2018
-__| 1nlde ] COESILR-HAA N0 DD tRNZACIR CZENZ.ZTLA Cd 8.03.2014

3Ha4ok « B cTonbue MoanucaHo ykasbiBaeT Ha TO, YTO AaHHBIN NPOXO4, UCMOMb3yeTCsa Npu
pacyeTe paboyero BpeMeHu COTpyaHMKa. s UCKIMYEeHa OKYMEHTa U3 pacyeToB ABaxabl
Ha)KMUTE NeBOW KHOMKOW Mbim B cTorbue MognmncaHo, 3Ha4oK npy 3TOM U3MEHUTCH Ha &,
WM BbI3OBUTE KOHTEKCTHOE MEHIO HaXXaTUEM NMPaBOWn KHOMKOW Mbl L.

3Hayok ¢ B cTofdbue Tun AOKyMeHTa yKasblBaeT Ha TO, YTO BpPeEMS MO AOKYMEHTY

nobasrnseTca K paboyemMy BpemeHn coTpydHuka. 3Hauok & ykasbiBaeT Ha npocTon
onpaBAaTesbHbI AOKYMEHT.

MaHernb MHCTPYMEHTOB pasaena CoaepPXKuT:

#106aBuTb AOoKyMeHT (Ctrl+N) — kHornka noasonsieT 406aBUTb HOBbIN MPOCTON
onpaBAaTenbHbI AOKYMEHT. [locne HaXaTusi KHOMKM OTKpbIBaAeTCA NaHesb Ans
onpegeneHysa napameTpoB Jo06aBSEMOro AOKYMEHTa, Takux Kak:

M2 goKyMeHTa HaTa gokyMeHTa

|| | |16.I:|3.2I:|18 G- | [ ESEEEEDB@ TWMNOE OOKYMEHTOE N0 NOPAAKOBOMY
Tun goKyMeHTa

|E|‘JEHEHHEI.‘FI HeTpynocnocobHocTs 1(E 19) w
Hauano nepuoga KoHel nepuoga MpogomHHTENEHOCTE

|16.I]3.2I]18 E~- | |16.I33.2I318 E- | |EIIII:IZIIZI =

CoXpaHUTE OTMEHWTL

* Ne fOKYyMEeHTa;

¢ [lata AOKYMEHTa;
* Tun AOKYMeHTa;

* Hayano nepuopaa;
* KoHeu nepuopaa;
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* [IpoAoOMKUTENbHOCTD.

abl U3mMeHUTb AOKYMeHT (Ctrl+N) — kHomnka no3sondeT U3MEHUTL CyLLECTBYHOLLMI
NPOCTOM UM COCTaBHOW onpaBaaTesibHbIN AOKYMEHT.

=lypanutb DoKyMeHT (Ctrl+N) — kHonka no3sonaeT yganiTb NPOCTON Ui COCTaBHOM
onpasAaTernbHbl JOKYMEHT.

3.4.1

3agomKeHHOCTU

Bkrnagka 3agomKeHHOCTU CoaepXut otobpaxkaeT 3a0/PKEHHOCTM MO pabodemy BpeMeEHM
Ana BbIbpaHHOro CoTpyaHvKa, aTe U BeMYMHE HapyLLeHNs:

OnpaeaaTenbHble JOKYMeHThl  3340M#EHHOCT M
O|l&| &

AaTa HapyweHKa A BenuuyuHa HapylweHuA

09.01.2017

Ha Bkragake 4OCTYMHbI CrieaytoLme UHCTPYMEHTbI:

3.5

[1 CozpaHue OOKYMEHTOB Ha OCHOBE 3a[0fMKEHHOCTEeW — KHOMKa Mno3BosseT
CcO3JaTb_COCTaBHOWM onpaBAaTeflbHbIM JOKYMEHT HA OCHOBE OOHOW WM HECKOIbKUX

3apgosrkeHHocTen.  CosaaHHbIn onpaB,u,aTeanbM OOKYMEHT OTO6p33I/ITCFI Ha
Bkragke On paBAaTelsibHble AOKYMEHTbI.

® MNokasatb 3a[0JDKEHHOCTU MpoWsbIX MNepuoaoB —KHOMKa Mo3BonseT
HacTpouTb oTOBpaxeHue 3a40IPKEHHOCTEN.

& MNeuyatb 3apgomkeHHocTen (Ctrl+Alt+P) — kHomka no3sorsieT pacnevaTaTb
CBEAEHNS O TEKYLLMX 3aJ0JDKEHHOCTAX COTPYAHMKA C yKasaHveM AaTtbl U BENMYUHbI
HapyLLeHVS.

Nonsa gaHHbIX U 0603HaYeHUA paboyen obnacTu pasgena

OnucaHue nonen faHHbIX pabo4yen obnacrtu

3aponmkKeHHoCcTb (3a npeAablaywun nepuopn) —  oTobpaxaer
3aJ0/KEHHOCTb Mo  paboyemy BpemeHM 3a npegplgyumin nepuwog. [Mepwopg,
onpegenaeTcs napameTpoM enybuHa y4éma 3adormkeHHocmel 3a npeoblOyuwul
nepuod.

3aponmkKeHHoOCTb (TeKywas)) — oTobpaxaeT 3afoSPKeHHOCTb Mo pabouvemy
BpPEeMEHM 32 PaCYETHbIN NepUos TEKYLLETO MecsLua.

BanaHc — pasHvMua mexgy epemMeHeMm npucymcmeus n paboyum BpeMeHeMm,
KoTopoe JoJpkeH Obin Obl OoTpaboTaTb COTPYAHUK B COOTBETCTBUM C rpadivkom
paboThl.

1-15 (6e3 y4yéta 3aponXxeHHocTeW) — oOTobOpaxaeT aKTNdHecKn
oTpaboTaHHOe COTPYAHMKOM BpeMs ¢ 1 no 15 4nicrno Tekywero mecaua.

1-15 (c yuéTom 3aponkKeHHocTen) — oTobpaxxaeT BpeMsl, KOTOPOE COTPYAHUK
dakTnyeckun otpabotan 1 no 15 4mcrno Tekywero mecsua + cymmapHasa BenmyvHa He
3aKpblITbIX 3a40/PKEHHOCTEMN.

16-30 (6e3 yuyéTa 3aposmKeHHocTeW) — oTobpaxaeT pakTudeckm
oTpaboTaHHOe coTpyaHWKOoM BpeMs ¢ 16 no 30 yncro Tekywero mecsaua.
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16-30 (¢ y4yéTom 3apmonkKeHHocTen) — oOToOpaxaeT BpeMsi, KOTOpoe
COTPYAHUK chakTndeckn oTpaboTtan 16 no 30 ymcro Tekylwero mecsua + cymmapHas
BeSIMYMHA He 3aKpbITbIX 3a00JPKEHHOCTEN.

1-30 (6e3 yuyéta 3aponXxeHHocTeW) — oTobOpaxaeT aKTNIECKN
oTpaboTaHHoe coTpyaHmKom BpeMs ¢ 1 no 30 4Ymcro TEKYLEro Mecsaua.

1-30 (c yuyéToM 3a80/MKEeHHOCTen) — oToOpaaeT BpEMS, KOTOPOE COTPYAHUK
dakTnyeckun otpabotanc 1 no 30 uncro Tekywero mecsaua + cymMapHas BenmyvHa
He 3aKpbITbIX 3240 TKEHHOCTEN.

PaboTa HO4YbI — CyMMapHoe 3a Mecsl, Bpemsi, NPOBeAEeHHOE COTPYAHUKOM Ha
paboyeM MecTe, COrfiacHO YCTaHOBMEHHOMY And Hero rpaduky paboTbl, B nepuoa
BPEMEHW, CHUTAIOLLUACS HOYHBIM.

BeuyepHee BpeMs — CcymMapHOe 3a Mecsl BpeMms, NpOBEeAEeHHOE COTPYAHUKOM

Ha paboyemM MecTe, COMfacHO YCTaHOBIIEHHOMY Ans Hero rpadgwvky paboTbl, B
nepvoa BPEMEHW, CHUTAIOLLMIACS BEYEPHUM.

lNpumeyaHue:

Mepvoabl BEYEPHErO0 M HOYHOrO BPEMEHU paboTbl yCTaHaBMBAKOTCA B pasgerne
«pagpuk pabombi» wmopyna PERCo-SN01 «Basoeoe [10» Ha Bkragke
Mpa3gHnyHblie AgHW. [lo ymOoHaHWio And BeYepHero BPEMEHM YCTaHOBIEH
npomMexytok ¢ 20 fo 22 YyacoB, 419 HOYHOro — ¢ 22 0 6 YacoB.

PaboTa no rpadcduky (Pabouyee gpemsi) — CcymMapHOe 3aperucTpypoBaHHoOe 3a
MecCsiL, BpeMsi, B T€YEeHMe KOTOPOro COTPYAHWK Haxoawrics Ha paboyem mecme
COrMacHO YCTaHOBIMEHHONO Arns Hero epaghuka pabombi, N BbIMOSHAN CBOU
TpyaoBble 06513aHHOCTW.

Bpemsa no OOKYMeHTam, pobaBnsemMbImM K pabouyemy
BpeMeHU — CyMMapHOe 3a Mecsll, B8peMsi, Ha KOTOpOe COTPYAHWKY Obim
odopMrieHbl onpagdamersibHbie OKyMeHMbl B Nnepuog paboyero BpeMeHu.

BpemMa no onpaBaaTefibHbIM [OOKYMeHTaM —CymMMapHoe 3a Mecsl
Heompabambigaemoe 6pemMs, Ha KOTOpoe COTPyaHuKy Oblsm  odopMieHbl
ornpasdamersibHble OOKYyMeHMbI.

CBepXxypoOUHble — CyMMapHOe 3a MecsL, BpeMsi, Ha KOTOpPOEe COTPYOHUKY Oblrm
0gopMrieHbl OOKYMEHMbI Ha C8EPXYPOYHbIE B DyOQHME AHW.

Pa6oTta B npa3sgHUYHbIe U BbiIXOAHbIE AHU — CyMMapHOe 3a MecAl BpeMA,

Ha KOTOPOE COTPYAHWKY Oblnn odopmrieHbl OOKYMEeHMbl Ha C8EPXypOYHbIe B
npa3gHUYHbIE Y BbIXOAHbIE OHW.

OnucaHune o603Ha4YeHnn paboyen obnactum
B pabouen obnacti pasgena BbIBOOATCA AaHHbIE 0 paboyeM BpeMeHM COTPYAHUKOB:
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«07:34» — HeHyneBble 3HavyeHnss pabodero BpeMeHM 3a AeHb YyKasbiBalOT Ha TO,

YTO COTPYOHUK HaxoOurcA Ha pa6oqu Mecme B Te4YeHue YKa3aHHOro BpeMeHU
HEe3aBUCUMO OT TOrO, OTpa6OTaJ'I OH HOpMY pa6oqero BpeMeHU 3a AeHb U HeT.

«08:00 [KO6 01:20]» — HeHyneBoe 3HayeHve paboyeco 8pemMeHU 3a [AeHb C
yKasaHneM Kofa AOKYMEHTa M BpeMeHVM MO OOKYMEHTY B KBagpaTHbIX CKOOKax
yKasblBaeT Ha TO, YTO COTPYAHMK YacTb paboyvero Bpemenun (06:40) Haxogunca Ha
paboyeM mMecTe, a Ha Jgpyryto 4Yactb BpemenHn (01:20) 6bin  odopmneH
OAHOAHEBHbIVN oripasdamersibHbit 0okymeHm (KOB).

«00:00» — HyneBoe 3HauyeHue paboyero BpeMeHM 3a [OeHb OTobpaxaeTca B
OAHOM 13 CrieaytoLLmX CIy4aeB:
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® eClv ieHb SIBIIANCS BbIXOAHBIM WM NpasaHnYHbIM;

® eCIv COTPYAHWK B 3TOT A€Hb OTCYTCTBOBAs Ha paboyem MecTe, U Ha 3TOT AeHb
He odpopMrieHbl onpaBaaTenbHbIe A0KYMEHTbI;

® eClv COTPYOHUK COBEPLUAT HEKOPPEKTHbIA Mpoxofd, TO €CTb OTCYTCTBYHOT
[AaHHble O BXOAEe WM BbIXOAEe B PEFUCTPUPYIOLLEE NOMELLEHME.

«00:00 [B19 08:00]» — HyneBoe 3HadeHne paboyero BpemMeHn 3a [OeHb C
yKaszaHneM Kofa AOKYMEHTa M BPEMEHM MO OOKYMEHTY B KBagpaTHbIX CKOOKax
oTobpaxatTcs B O4HOM U3 CrieaytoLyX Crly4aeB:
® eCIv COTPYOHVK B STOT [eHb (MM B TEYEHWE HEeCKOSbKMX [HEeWN) OTCyTCTBOBAs
Ha paboyem MecTe, HO Ha 3TOT AeHb Obin oopmreH onpaBhaTesnbHbIN
OOKYMEHT;
® eCnv COTPYOHMK B 3TOT AeHb Haxoawuncsa Ha paboyem mecTe (HE3aBUCUMO OT
oTpaboTaHHOrO BpeMEHM), HO Ha MNepuoAd, BKIOYaWWN 3TOT AeHb, Obin
obopMsieH MHOroHEBHbIM OnpaBAaTesibHbl  AOKYMEHT, [OHW KOTOPOro
CUMTaloTCA MO KaneHgapHbIM, @ HE TONMbKO paboumm OHAM.

lMpumeyaHue:

BykBeHHble 1 uMdpoBble KOObl AOKYMEHTOB yKasaHbl B CMpPaBOYHMKE OOKYMEHTOB
pasgena «OnpaedamesibHblie OOKYMEeHMbI».

Ayerika ¢ ykaszaHuem pabodero BpeMEHW COTpyOHMKA 3a OeHb MOXEeT ObiTb BblaeneHa
useTom. LiBeT ykasbiBaeT Ha Hammyme, ohOpPMIIEHHbIX Ha 3TOT AeHb, onpaBAaTesbHbIX
AOKYMEHTOB UM JOKYMEHTOB Ha CBEPXYPOUHbIE:

* 3enneHbil Usem—Ha BeCb [AeHb Obin odopmneH (OAHOOHEBHbLIA UK
MHOrOZHEBHbIN) onpaBAaTebHbI JOKYMEHT.

* Cepo-3esieHblll yeem —Ha BeCb [AeHb Obin odopmrieH (O4HOOHEBHbLIA WM
MHOIOLQHEBHbIN) OMpaBAaTerNbHbIN OOKYMEHT, OHM KOTOPOro cuutaloTcsl Mo
KaneHaapHbIM OHSM.

* Xenmbil ysem — COTPYOQHVK YacTb paboyero BpeMeHn Haxoaurncs Ha paboyem
MEeCTe, a Ha [pyrylo 4actb BpemeHn Obin odopMneH OOHOAHEBHbIN
onpaBAaTesbHbI JOKYMEHT.

* CepbllU uysem—Ha 3TOT AeHb Obll OOPMIEH OOKYMEHT Ha CBEPXYPOUHYHO
paboTy (B TOM yncrie B BbIXOAHbIE UM NPa3aHNYHbIE OHN).

® KpacHbIlU usem u 3HaA4YO0K «?»—Ha 3TOT AeHb Oblm OWMBOYHO OOPMIIEHDI
HaCKOJbKO onpaBaaTeNbHbIX JOKYMEHTOB.

* KpacHbIlU ysem u 3Ha40K «!» — Ha 3TOT AeHb OblfM 0hopMIiEHbl JOKYMEHTbI Ha
CBEpPXYpPOUHble, AN KOTOpbIX 3Ha4YeHue napameTpa PaboTa B BbIXOAHbIe U
npasgHUYHbIEe OHU HE COOTBETCTBYET KaneHAapHbIM BbIXOAHbIM OHAM W
npasgHukaMm. Bpemsi, BBeOeHHOEe MO TakoMy OOKYMEHTY, HEe yduUTbiBaeTCa Mnpu
pac4yeTax.

lNpumeyaHue:

® [lpasgHukamMu cuUTaoTCA TOSMLKO OHW, YKa3aHHble Ha BKriagke MNMpasaHuyHbIe aHU
moayna «Ipaghuk pabombiy.

® TéMHO-CepbIM LIBETOM BblAenatoTca paboyune OHW, KOTOpble COTPYAHWK NPOMyCTUS
M Ha 3TOT AeHb He 0POpMIIEH onpaBaaTesbHbIN JOKYMEHT.
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3.6

CocTtaBrneHue Tabensa yyeta pabo4yero BpeMeHu

[nsa coctaBneHvs Tabens:

17

1. Haxwuwure Ha naHesmm MHCTPYMEHTOB pas3aena KHOIMKY L Bbi6o P

nogpasgeneHusa. B OTKpbIBLIEMCS OKHe YyKaXuTe nogpasgeneHve, Ans
COTPYOHMKOB ~ KOTOpOro  Heobxogumo  coctaButb  Taberb.  BbiGpaHHoe
noapasaeneHve NossBUTCA cripaBa OT KHOMKM.

. Haxxmute Ha naHerm WHCTpyMeHTOB pasgera kHonky B4 Kanewpapb. Ha

OTKPbIBLUECS NaHenM KaneHgapsi yKaxkute rog M Mecsil, 3a KOTopbli Heo6xoaumo
cocTaBuTb Tabenb. BbibpaHHble roa 1 MecsiL, NOSIBSATCSA CrieBa OT KHOMKU Ha MaHerm
VHCTPYMEHTOB.

. Mpn HeobxogumocTn u3meHuTe cnocob pacyeta pabodero BPEMEHM CMEH C

nepexogom Ha crengyoupe CyTKn. [na aTtoro Ha naHerm MHCTPYMEHTOB pasaesia C

NMOMOLLBID  KHOMKM Pacuyétr pabGoyero BpemMeHM NOCYTOYHbIWU/
nocMeHHbIN Bbibepute HeobX0aMMbIE NapaMeTpbl pacyeTa:

lMpumeyaHue:

Hanpumep, ecrim coTpygHuk paboTaeT B HOYHYIO CMeHyY ¢ 22 YacoB 15-ro yucna o 6

YyacoB 16-ro, TO:

* Np¥ NOCYTOYHOM pacyeTe 8 yacoB paboyero BpemeHn 6yayt oTHeceHbl K 15-my
yucny;

®* MpM NOCMEHHOM pacyeTe 8 yacoB paboyero BpemeHu OyaoyT pacnpegeneHbl
mexay pabounmun gHsSMK cregyroummMm obpasom: 2 yaca byayT oTHeceHbl K 15-my
yucrny 1 6 Yacos K 16-my.

. Haxxmute Ha naHemm MHCTpYMEHTOB pasgena kHornky ¥ OGHOBUTb AaHHble. B

paboyen obractn pasgena 6yget copmMypoBaH deTalbHbli OT4ET O paboyem
BPEeMEHN COTPYAHUKOB BbIGpaHHOro nogpasaerneHmo 3a ykasaHHbI MecsiLl.

. Mpn HeobxoaMMOCTM NPOM3BEAMTE KOPPEKTMPOBKY CMMCKA WCMOSb3yeMbIX Mpu

pacyeTax cobblTUIA NPOXOA4Aa COTPYAHMKOB B PErMCTPUPYIOLLME NOMELLEHNS.

. Ecrm tabenb Heobxoammo cocTaBuTb HE ANt BCEX COTPYyAOHUKOB noapasgerieHnd, 1o

Bblaermre B paboyen obrnactu pasgena OgHOro WM HECKOSMbKUX COTPYAHMKOB, OIS
KOTOpPbIX HEOOXOAMMO COCTaBUTL Taberb.

. Ecrm Tabenb HeobGxoaMMO coxpaHuTb B doanre aneKTpoHHbix Tabrmy MS Office

Excel, c pacumpeHneM .x 1 s, TO HaOXXMUTE CTPENKY cripasa OT KHOMkv & OTyeThl B
Excel Ha naHerm HCTpyMeHTOB pasaena. B oTkpbiBLLEMCA MEHIO BbibepuTte chopmy
Tabensa OtyeT T-12, OT4yeT T-13 wwm NMpocTon oT4yeT. B OTKPbLIBLLEMCS OKHE
CoxpaHUTb KaK yKaxure MeCcTo OSi1 CcOoxpaHeHus chbanna, npu HeobxoaumocTu
U3MEHUTE ero HasBaHue 1 HaxmuTe KHornKy CoxpaHuTb. [locrne coxpaHeHus chawn
OyneTt aBTOMaTU4ECKN OTKPbIT.

. Ecrm Taberb HeoBXoaMMO HaneuvaTaTb, TO HaXMWTe CTPerKy cripaBa oT KHomnku (R

MoaroToBUTbL AaHHbIe ANA NevYaTW Ha NaHerM MHCTPYMEHTOB pa3sgerna. B
OTKpbIBLLEMCHA MeHI0 Bblbepute copmy Tabens OtyeT T-12, Ot4yeT T-13 nnun
OTtyeT T-12 A3. OTKpOETCHA OKHO NpeaBapuUTesibHOro NMPocMoTpa:
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9. InAa Hayama neyatM HaxvuTe KHonky & Mevatb. [  3aKpbiTUA  OKHa
npegBapuTernibHOro MPOCMOTPAa U BO3BPaLLEHMA K pabodemy OKHy pasgerna Haxmute
Ha NaHes M MHCTPYMEHTOB KHOMKY 3aKpbIThb.

3.7 KoppekTnpoBka cnmcka cobbiTMi npoxoaa

[ns KOPPEKTUPOBKN AaHHbIX O MPOX0oAaX COTPYAHMKA B PEFUCTPUPYIOLLME NOMELLEHUS yYeTa
paboyero BpemMeHu:

1. Bolgermte B paboyen obractv pasgernia CTPOKy C AaHHbIMW COTPYAHWKA, Ans
KOTOPOro HeobxoaMMO CKOPPEKTUPOBAaTb AaHHbIE O NPOXodax.

2. B Bblgenute A4elky B cTonbue, COOTBETCTBYIOLLEM AHIO0, AN KOTOPOro Heo6xoaumo
CKOppeKTVpoBaTb [daHHble O [aHHbIX O npoxodax. Ha naHerm OOnOnHUTENbHbBIX
AaHHbIX NMOSABUTCA CMUCOK NPOXOA0B 33 YKa3aHHbIN AeHb.

3. B paboyert naHernm QOMONHUTENbHBLIX AaHHBIX UCKIOYUTE HEKOPPEKTHbIE NPOXoabl.
[nga atoro B cTonbue Y4acTByeT B pacuyeTax ABaxObl HAXMUTE NIEBON KHOMKOW
MbILLM Ha 3Ha4YKe « B CTPOKE C NPOXOAOM, KOTOPbIN TpebyeTcs MUCKMOYUTL U3
pacyeToB. 3HAUOK NP1 3TOM M3MEHUTCS Ha &,

lMpumeyvaHue:

HauvHass ¢ Bepcum PERCO0-S-20 3.9.6.5 nepepacyéT Ha Kaxgoe OTKYeHue/
BKIOYEHME cOObITMA NPOX0o4a aBTOMAaTUYECKM HE MPOM3BOAUTCSH, B CBS3M C TEM, YTO
Oblfla pearm3oBaHa KHOMKa  uwHOvBMayanbHOro nepecyéta [lMepecuuTtaTtb
coTpyaHuka (Alt+C), 4To No3BoOnAeT NPOM3BECTU OLHOKPATHLIM NEpepacyHeT yxe
nocrie Bcex HeoOXxoAUMbIX OTKITHOYEHWI / BKITHOYEHWI.

4. HaxmuTe Ha naHerm MHCTPYMEHTOB pasaerna kHonky OGHOBUTbL AaHHble ¥ a5
nepecyeTa [AaHHbIX XypHara. [onorHutenbHble naHerm OyayT 3akpbiTbl, BCe
BblNagaroupe Crnckn byaoyT CBEPHYTLI.
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3.8

NMaHenb ¢ OOWMMKN HACTPOUKAMM OTHETA

MNMaHernb ¢ o6LLWMK HACTPOMKaMmM OTYETa COAEPXUT CrieayroLLyie HAaCTPOMKM:
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Mepuoabl pacuéTa:

Mecsu;

lNepBas nofoBMHa Mecaua;
BTopas nonoBuHa mecsua;
YKasaHHbIN nepuos,.

OG6wume HacTponku ans rpacPmMKoB C HaKOMNJIEHNUEeM 3aA0MKEHHOCTeN:

Pacuyét ¢ ynaneHuem cocTaBHbIX AOKYMEHTOB — MpU YCTaHOBJIEHHOM
doriaxkke nocrie CoCTaBfieHUs OTYETa BCE COCTaBHble [OOKYMEHTbl 3a YYETHbIN
nepvog yaanaiTcs, a 3a40SPKEHHOCTH, JIMKBMOVPOBAHHbIE paHee C MX MOMOLLGIO,
BOCCTaHaBMBAKOTCA HA COOTBETCTBYHOLME OHU;

AHanu3 cymMmbl 3aA0/IKEHHOCTEN — MPU YCTAHOBSIEHHOM priaxke nocre
MOCTPOEHNA OTYETa BO BCMMbIBalOWEM OkHe COTPYAHUKM C BeJIMMUMHOM
3aA0MMKEeHHOCTU, no3BonfAwwen co3naTb AOKYMEHTbl OTobpassaTcd
COTPYOHVKYM,  BenMuMHa  3a0J/PKEHHOCTM  KOTOPbIX  MO3BOMSIeT  co3gaTbh
onpaBAaTenbHble JOKYMEHTbI C yKa3aHeM MX NnoapasaeneHui u 3a405PKEHHOCTY;
Noka3aTb TONbKO COTPYAHUKOB C HapyweHUAMU — NPU YCTaHOBIIEHHOM
dnaxke B paboyen obractn okHa oTobpaxatoTCsl TONMbKO COTPYAHVKN BblOPaHHBIX
noAapasfeneHni, MerLye HapylweHrsa (3a40/PKeHHOCTb, oTpuuaTesbHbI BanaHc,
He oTpaboTaHHOEe BpeMsi — A4S CTaHAaPTHbIX rpadhvKoB);

Be3 nepecuyéta 3aA40NXKEHHOCTEW — MPU YCTAHOBIIEHHOM priaxke npwu
MOCTPOEHMM OTYETA 3aA0SPKEHHOCTM He nepecuuTbiBatoTcA. lMapameTp Bcerga
AOIPKeH ObiTb BbiOGpaH B Cryvae, ecr pacyéT 3af0SPKeHHOCTEN Npom3BOaUTCA B
cTopoHHem [MO.

Pe3synbTaT oKpyrnaTb B 60MnbLIYO CTOPOHY, ANsi onpaBAaTeNbHbIX COCTaBHbIX
OOKYMEHTOB Ha NOJIHbINA AeHb ..., KPATHbIX Yacy ... . [lapameTp OOCTYNEH B pexume

B CocraBHble AOKYMEHTbI 3aNOMHAIOTCA C 3af0MKEHHOCTAMU C OKPYrNeHWeM
(Shift+R). NapameTp onpegenseT npaBura OKPYrieHUa 3a40SPKEHHOCTEN MPW CO34aHUM
onpaBAaTesbHbIX JOKYMEHTOB HAa OCHOBE 3a40J/PKEHHOCTEMN:
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MonHbLIA AeHb ... — NO3BOSAET ONPEAETNTb, HA CKONbKO paspeLleHO OKPYriAThb
3a[0/PKEHHOCTb, €CcfM OoHa 6yneT 3akpbliBaTbCsi OrnpaBAaTeNbHbIM AOKYMEHTOM,
NPOAOITKUTENBHOCTb KOTOPOrO paBHa UM KpaTHa OAHOMY paboyemy OHIO.
KpaTHbIX 4Yacy ... — No3BOSAET ONPEAeUTb, HA CKONMbKO paspeLleHO OKPYrifThb
3a[0/PKEHHOCTb, €cfM oHa 6yneT 3akpbliBaTbCsl OnpaBAaTeNbHbIM AOKYMEHTOM,
NPOAOOITKUTENBHOCTb KOTOPOrO paBHA UM KpaTHa OIHOMY Yacy.
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3.9

O(t)OpMJ'IeHMe onpaBaaTtesibHbIX AOKYMEHTOB

[ns odpopMneHrst onpaBaaTenbHOro JOKYyMEHTa M3 CripaBOYHIKa:

1. [Baxabl HaXXMUTE fEBON KHOMKOW MbILWM MO COTPYAHUKY, KOTOPOMY HEeOB6X0aMmo

ocbopmutb OoKymeHT. [Npn aTom Ha Bkragke OnpaBAaaTenbHble AOKYMEHTbI
OyaeT BbiBEAEH CMMCOK NPOCTLIX M COCTaBHbIX OnpaBAaTeslbHbIX JOKYMEHTOB, YXe
0hbOpPMIIEHHbIX COTPYOHWKY 3@ Nepuof, YKasaHHblA Ha MaHesm WHCTPYMEHTOB
pasgerna.

. Haxvmute Ha Bknagke OnpaBnaTeanble AOKYMEHTbIl KHOIMNKY Job6aBuTtb

AOKYMEeHT B OTKpOGTCFI naHesrlb BBOAda W peaaktnpoBaHMA HOBOIo MMpoCTOoro
onpaBaaTesyibHONro OKyMeHTa:

M2 goKyMeHTa fata gokyMeHTa

| 16.03.2018 G- E;uﬂ:;l;lfrnaxa THMNOE AOKYMEHTOE MO NOpAGKOBOMY
Tun OokyMeHTa

|B|:IEHEHHEI.‘FI HeTpygocnocobHocTe 1(6 19) w
Hauano nepwoga KoHey nepuoga MpogoM#=HTENEHOCT L

16.03.2018 [E~ 16.03.2018 [E~ 00:00 =

CoXpaHnTE OTMEHUTE

3. Ha oTtkpbiBLLerca naHerm B rnorie Ne oOKyMeHTa BBeaute npuv HeobxooumocTu

HOMep JOKYMeHTa, B rnosie BBoAa AaTbl [laTa AOKYMeEHTa yKaxute gaTy co3faHus
AokymeHTa. B Bbinagatowem crnivcke Tun AOKyMeHTa Bbibepute kakom JOKYMEHT
13 cnpaBoYHMKa He0bxoaMMo AobaBUTb.

lNpumeyaHue:

[loGaBrieHne HOBbIX OOKYMEHTOB B CMPaBOYHMK U OCPOPMIIEHNE LOKYMEHTOB Ha
CBEPXypOYHble AOCTYNHO B pa3aerne «OnpaedamenbHblie QOKYMeHMbI».

. Ecrm pokymeHT 00HOOHEBHbIlU, TO eCTb BBOOUMOE BPEMSI OrpaHMYMBaEeTCs OOHUM

OHEM, TO YKaXute 3TO BpeMsi C MoMowpio cyeTunka MpoaomKuTenbHOCTb C
TOYHOCTbBIO 40 MUHYTbI. ECriv BpeMs He yka3aHo, TO eCTb Ha cyHeTyuke ykasaH «0», To
NPOAOIKUTENBHOCTLID  ByadeT cuuTatbCcd Bpems paboTbl 3a Becb [eHb B
COOTBETCTBMM C rpadmkoMm paboTbl coTpygHuka. B nonax BBoga gat Hauvano
nepuoaa nKoHel nepuopaa ykaxure O4VH U TOT e AEHb.

. Ecrm OOKYMEHT MHO200H€EBHbIU, TO eCTb BBOAMMOE BpeM4A OoXBaTbiBaeT HECKOJIbKO

AHen, TO yKaxxute 970 BpeMs C NOMOLLbIO Mnosen BeBoga AaTt Havyano nepuopa v
KoHey nepuopa. B 3TOM cnydae NpOAOSTKUTENBHOCTb HE YyKasbiBaeTCcd W
cuuTaeTca paBHOW BpeMeHn paboTbl COTPYAHUKA B COOTBETCTBMM C €ro rpadukom
paboTbl AN COOTBETCTBYHOLLENO OHA.

lMpumeyvaHue:

Ans cotpyaHukoB c rpadukom pabotel C ynpoweéHHbIM pacyéToM Bcerga
Heobxoaumo ykasbiBaTb [MpoAONKMTENbHOCTb, T.K. HOPMaTMBHOE BpeMs
paboTbl B TeYEHME OHA OS89 3TOro Tvna rpadhvkoB He yKkasbiBaeTCHd, a cuutaeTcs no
dhakTn4ecKkomMy NpUCyTCTBMIO paboTHMKa Ha paboyem mecTe.

. Ana coxpaHeHuss [OKyMeHTa Haxmute KHONKy CoxpaHuTb. [lokymeHT Oymer

ao6aBrieH B CMUCOK IOKYMEHTOB AN BblAENeHHOro B paGodeli obractv pasgena
COTPYAHMKA.
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7. Ona v3MeHeHus [OKYMEHTa BbiOermTe ero U HaxXmute KHOMKY M3MeHuTb 2l
OTKkpoeTCcs naHerns BBOAA Y peaakTUpOBaHNsS AaHHbIX.

8. lNpousBeante Ha nMaHerm HeobOxooumble  U3MeHeHus. [na  coxpaHeHus
NPOM3BEAEHHbIX M3MEHEHUA HaxXmMuTe KHONMKY COXpaHWUTb Ha MNaHerm BBoLA U
peaakTMpoBaHUs AaHHbIX.

9. Ana ypanenus OOKyMeHTa BblOermMTe ero U HaXMute KHOMKY YaanuTb . B
OTKPbIBLLEMCS OKHe noAaTBepxaeHua Haxvute [a. BbigeneHHbln JOKyMeHT Gyaet
yOaneH u3 cnucka onpasaaTtesibHblX JOKYMEHTOB.

10. MNepecyeT paboyero BpemeHn ana CoTpyaHvka byaeT npomsBeneH aBToOMaTUYECKN
nocrie BHECEHUSA U3MEHEHN B JOKYMEHTDI.

11. Ecrm Heobxoammo pacnedataTb gaHHble O OOKyMeHTax, Bblgenmre B pabouden
obracTtu BKragkvm ogHy U3 CTPOK N HaXXmuTe KHOMKy PacnevyaTtaTb BbiOpaHHYHO
Tabnuuy € Ha naHerM  WHCTpyMeHTOB  pasgerna. OTKpoeTcs  OKHO
npeaBapuUTensHOro NpocMoTpa.

3.10 OdropmneHune coctaBHbIX onpaBaaTenbHbIX AOKYMEHTOB

Ha OCHOBe 3a40MMKeHHOCTeun
ﬂ,J'IFI co3gaHnd Ha ocHoBe TeKyLIJVIX 3aLI,OJ'I>KeHHOCTel7I COCTaBHbIX oMnpaBaaTesibHbIX
,EI,OKyMeHTOB, KOTOpPbIE€ NMO3BOJIAT NOraCutb HakonmMBLUMECA 3a00JPKEHHOCTUL

1. Bbibepute coTpygHuMKa C 3agO0SPKEHHOCTbIO MO paboyemy BpemeHu B pabouen
obracTb pasgerna v ABaxapbl KIMKHATE MO HEMY NeBOW KHOMKOW MbILLIA.

2. Mepeiioute Ha BKMaaky 3aA0fMKEHHOCTU U Haxmute Ha kHorky ) CospaHue
AOKYMEHTOB Ha OCHoBe 3aposmkeHHocTeMn. OTKpoeTca naHerb COo34aHus
COCTaBHbIX OnpaBAaTerbHbIX JOKYMEHTOB:

OnpaegaTentHble JOKYMEHTEl  3340/KEHHOCTH

D & &

OaTta HapylweHus ! BenMuWHa HapylWeHUs ;I
1 |07.03.2017 02:30
2 |10.03.2017 00:03

EQuwos20i7 000

3| 02:35 ¥
N2 nokyMeHTa
Ii [~ CopTWpoBKa TWMNOB JOKYMEHTOB MO MOPAAKOBOMY HOMEDY

TN JOKYMEHTa
IE:DJ'II::HM'—IHI::IHI:E 19) ;l

Co3aathb | OTMEHWTE |

—~Co30aHWE JOKYMEHTOB

- Ha DCHOBaHWMK OTMEYEHHbIX
(8 Ha OCHOBaHWMMK BCEX 3300MHEeHHOCT e r

FAannnweaH I-IN"T.I':II;

3. lMpwn HeobxoammocTu ykaxute Ne nOKyMeHTa.
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4. YctaHoBkoun briaxxka CopTUpoBKa TUNOB AOKYMEHTOB MO NMOPSAAKOBOMY
HOMepYy YCTaHOBUTE MOPSAOK OTOOpaxeHus TUMOB AOKYMEHTOB B BbliNagatoLLEM
crnucke Tun AOKyMeHTaA.

5. 13 Bbinagatowero cnmcka Tun AoKyMmeHTa Bbibepute Tun Cco3gaBaemMoro
COCTaBHOI0 onpaBAaTeNibHOro JOKYMEHTA.

6. YctaHoBute napameTp Co3aaHue AOKYMEHTOB:

®* Ha OCHOBaHMMU BCeX 3aAO0JIKEeHHOCTEeW — COCTaBHOM [OOKYMEHT(-bl)
OygeT co3aaH Ha OCHOBaHMN BCEX UMEIOLLUXCS 3a0JDKEHHOCTEN,

®* Ha OCHOBaHUN OTMEYEeHHbIX 3aA0JIKEHHOCTEeW — COCTaBHOM AOKYMEHT
(-b1) BygeT co3gaH Ha OCHOBaHUM BblAENEHHbIX 3a40SPKEHHOCTEN.

7. Haxxmute kHonky Co3pgaTtb. Ha OCHOBaHMM HaKOMMEHHbIX 3a40JDKEHHOCTEN UM
3af0/pkeHHoCTM  OymeT  co3gaH  COCTaBHOM — onpaBaaTeSlbHbI  JAOKYMEHT.
3a[0/PKEHHOCTI, KOTOpble B pe3yrbTaTe COCTaBfEHMS AOKYMEHTa Oblfv noralleHbl
MOSIHOCTbIO, MCYe3HyT. [11a 3a[0s/PKeHHOCTEW, KOTopble B pesynbTaTte COCTaBfieHUs
onpaBAaTesbHOr0 AOKYMEeHTa Obliv noralweHbl YacTUYHO, W3MEHUTCHA BerndvHa
HapyLLeHVs.

lNpumeyaHue:

B cnyyae, ecrm cocTaBHOM JOKYMEHT CO3a4aBaricsl C 3anosyIHEHMEM 3340 PKEHHOCTAMM
TOYHO, WM 3ajaHHble nNpaBura OKPYrMeHUss He  MNO3BOMAT  OKPYIIMTb
3a00JDKEHHOCTW, TO Ha BKMagke 3a[AoOJMKEeHHOCTM  MOryT  OcTaTbCs
3a0JPKEHHOCTIN, CyMMapHasi NPOAOIPKUTENIbHOCTb KOTOPbIX MEHbLLE UMM HE MOXET
ObiTb OKpyrnmeHa go 1 vaca wwm 1 paboyero OHsa (B 3aBMCMMOCTM OT Tuna
onpaBAaTefbHOr0 [OOKYMEHTa), a 3Ha4uT noracutb WX Ha [AaHHbIA  MOMEHT
HEBO3MOXHO.

8. Ha Bknagke OnpaB.aneanble AOKYMEHTbI NoABUTCA HOBbI M onpaB,u,aTeanbM
OOKYMEHT C 3aaHHbIMUM NapamMmeTpamMu:

CMPARIATENHLE J0KYHETH | agomeetHocTH |

B
L. 5 Hausra M1 =TT
EHYiERHEA ] THii | i HMEH = HH S i — T i
o 5 e s e MPORouRMErLInTL | . OeficToen oeHCTERA Moanxzs=o
4o N ST i e ACKPHEHI | GRpEnTY
1h| - EEEIUEEEEN 12, G Dok B @ s O30 T 0 00 TS0, 200 7 18088017 v
Narn Betru Ha -
NEDFCHIHT  HargEalin
L EE
£0{1u.0e.2007 Dol
5 TEN] =
4 |3

* KHonka = B KpawWHeM fieBOM CTOfidue O3HayaeT, 4YTO 3TO COCTaBHOM
onpaBaTerbHbI  OOKYyMEHT. [ns  npocMoTpa  3a[0JPKEHHOCTEW, KOTopble
MOKPbIBAOTCA AaHHbIM COCTaBHbIM OnpaBAaTeSlbHbIM JOKYMEHTOM, HaXMuTe Ha
KHOMKY .

* Ecrm pgokymeHT co3gaéTtca onepaTtopoMm, umetouyM rnosHomouve lMpaBo Ha
noaTBepXAeHUe UCNnonb3OoBaHUA NpU pacyéte onpaBaaTenbHOro
AOKYyMeHTa, 70 B cTtorbue lMoanucaHo aBTOMATUYECKM YCTaHaBIMBaeTCS
3HAYOK . JTO O3HAYAET, YTO AOKYMEHT NOANMUCaH N NCMOSb3YyeTCs B pacyéTax.
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® Ecrm OOKYMEHT co3gaéTcsi onepaTtopoM, He vMMmewumMm norHomouve MpaBo Ha
noaTBepXAeHMe UMCNOoNb3OBaHUSA NpPU pacuyéTe onpaBaaTeNibHOro
AOKyMeHTa, To B cTtorbue lMoanucaHo aBTOMaTWYECKM YCTaHaBIMBaeTCs
3Hauok &, OTo 03HayaeT, YTO AOKYMEHT He MOAMMCAH U He UCroMnb3yeTcsl B

pacuyétax. VM3aMeHuTb 3TOT napameTp MOXET onepaTop, WMEeLWWn yKasaHHoe
nosiHoMouue.
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4 Pazpgen «OnpaBaatenbHble JOKYMEHTbI»

4.1 Ha3HauyeHue

Paspgen «OnpasdamesibHblie OOKyMeHmMbI» npeaHasHavyeH AN OPOPMIEHUss TUMOB
OOKYMEHTOB, MCMOSb3yeMblX B ydeTe paboyero BpemeHn u npu cocTtaBreHun « Tabesns
yyema paboyez2o epemeHU U pacyema ornambel mpyda» B copme Ne T-12 n «Tabesne
y4yema paboyezo epemeHuU», B opme Ne T-13. Kpome Toro npegycmoTpeHa BO3MOXHOCTb
0dopMIIEHUST TUMOB LOKYMEHTOB, MPUHATBIX HA NPeanpuaTun.

lNpumeyaHue:

®opma Ne T-12 yctaHoBfieHa coOrfiacHoO mnocTaHoBreHnto [ockomctata PO ot
05.01.2004 Ne1 «O6 ymeepxdeHUU yHUUUUPOBAHHbIX (bopM repsuYHOU
y4emHou OoKyMeHmauuu rno y4emy mpyoa u €20 orsamai».

B pasnene BbiaensoTcs crieaylolme TUnbl JOKYMEHTOB:

OnpaedamenbHbie OOKyMeHMbI — [OKYMEHTbI, OhopMIsieMble COTPYOHUKY B
Crydyae HapyleHusi YCTaHOBIIEHHOro Afi Hero epagbuka pabomsi. B gokymeHTax
yKasblBaeTCsl MNPOAOSTKUTENBHOCTb M MpUYMHA OTCYTCTBUSI COTPYOHMKA, a Takke
crnenyet i 4ob6aBnaTb BpeMs No AOKYMEHTY K pabodeMy BpeMeHU Uin HeT.

CocmaeHble onpaedamesibHble OOKYMeHMbl — [JOKYMEHTbI, OdopMIiieMble
COTPYAOHWKY B Crlydae HapyLleHVsi YCTaHOBIIEHHOro Afs Hero epaghuka pabomai Ha
OCHOBaHWA  HaKoMieHHoU  3ado/mkeHHocmu 1o paboyemy  epeMeHU.
Ncnonb3oBaHne cocmaeHbix — onpasdamersibHbiX  OOKyMeHmMo8  Mno3BorsieT
MaKCMMarbHO YAOoOHO JMKBMOMPOBATb CYMMApPHYH HaKOMMEHHYD 3a YYETHbIN
nepvoa 3ad0fPKEHHOCTb OAHUM UM HECKOJSbKMMW COCTaBHbIMM OnpaBAaTenbHbIMM
AoKyMeHTamu 6e3 notepb akTuieckn oTpaboTaHHOro BPEMEHM ANk coTpyaHMKa. B
[IOKyMEHTax yKa3blBaeTCsi MPOAOIPKATENbHOCTb U NMpUYMHA OTCYTCTBUSI COTPYAHMKA,
a Takke crnegyeT rm 4o6aBnsTb BpeMs Mo JOKYMEHTY K paboyemy BpEMEHU Ui HET.

JdokymeHmbl Ha ceepxypo4yHble (paboTbl)— OAOKYMEHTbI, OdopmMrsiemMblie
COTPYOHVKY M YyKasblBalouye AaTy U NPOAOITKUTENbHOCTb CBEPXYPOYHOM paboThl
COTPYOHMKa BO BpPEMS, HE MPeaycMOTpeHHoe ero rpadukoMm paboTel. Bpemsi no
AOKyMeHTy nobaBndeTcs K paboyemy epeMeHU.

O6BbsicHumesibHble — [JOKYMEHTbl COTPYOHMKA, nepegaHHblie B 0asy c
KOHTposepa ydeta paboyero Bpemenn JlvkoH (LICON) .
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4.2

Pabouyee OKHO

Pabouee okHO pasagena UMeeT creaytoLwmn Bua;
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1. MNaHenb MHCTPYMEHTOB pasgera:

26.09.2017 || ]26.09.2017 =] _onq BBO/AA [aT MO3BOSISIOT YCTAHOBUTL NEpUos,
And NPOCMOTpa Cn1cka CoTPYAHUKOB, paboTaBLmx B BbiIOpaHHOM noapasgerneHnn B
yKasaHHbIN nepuoa.
¥ ObHoBUTL pAaHHble (Ctrl+O)—kHoNka no3BondeT OOHOBUTL AaHHble B
paboyen obrnactu pasgena;
# ~ CnpaBOYHUKN AOKYMEHTOB — MPW HaxaTuM CTPErKu CripaBa OT KHOMKM
OTKPOETCHA MEHI0, MO3BONAIWEE OTKPbITb OKHO CrnpaBOYHMKA oOnpaBAaTeribHbIX
AOKYMEHTOB Ui JOKYMEHTOB Ha CBEPXYPOYHbIE:

e OnpaBgaTenbHblie AOKYMEHTbI (CtrlI+Alt+0O);

®* [IoOKyMeHTbl Ha CBepPXypPOUHbIe.

#l l06aBUTb AOKYMeHT (Ctrl+N)— kHoMka NO3BOMAET OTKPLITL NaHenb BBOAA
N pefakTMpoBaHUs AaHHbIX 4515 0POpMIeHUa JOKYMEHTa COTPYAHVKY, BblOpaHHOMY
B paboyen obrnactu pasgena.

bl Y3MeHUTb AOKYMeHT (Ctrl+E)— kHornka no3sossieT OTKPbITb NaHens BBOAA
N pedakTVpOBaHWA OaHHbIX O M3MEHEHUA AOKYMEHTa, BblAeNieHHoro B paboyen
obracTtn naHem JOKYMEHTOB.

= Yoanute pokymeHT (Ctrl+D)—kHonka nossonseT yganmMtb [OOKYMEHT,
BblOeNeHHbIN B paboyer 06rnacT naHem JOKYMEHTOB.

2 Fpacduk paboTbl (Ctrl+G)—kHonka MO3BOMSET OTKPbITb OkHO padhmk
paboTbl Ona nNpocmoTpa MapamMeTpoB W pacnucaHns paboTbl COTPYAHWKA,
BblOpaHHOro B paboyen obracTtu pasgena Ha Heaernto.

£ CokpaweHHbIn nokas PUO (Ctrl+W)—kHonka nos3sondeT oTobpaxaTb
VHMUMarbl COTPYOHUKOB BMECTO MMEHM 1 oTYecTBa. [ng Bo3BpaTa K nokasy nosHbIX
PN O NOBTOPHO HAXMUTE 3TY XKE KHOTKY.

& - OTYeTbl — NPy HaXaTuM CTPENKM crpaBa OT KHOMKM OTKPOETCS MEHH,
nossosigoee cpopmupoBaTtb U OTKPbLITL B OKHE NpeaBapuTeribHOro npocMmoTpa
crnegyoupe oT4eThl:
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* [MeyaTb AOKYMEHTOB BblOpaHHbIX coTpyaHukoB (Ctrl+P)— cnvcok
BCEX AOKYMEHTOB BbIOPaHHOrO Ha MaHermm OOKYMEHTOB Tuna And KaXaoro
BblAenieHHoro B paboyen obnacti pasgena CoTpyaHuvka.

* [MMevaTtb CrpynnuMpoBaHHbIX AOKYMEHTOB BblOpaHHbIX
COTPYAHMUKOB — CMMUCOK OnpaBAaTeSlbHbIX AOKYMEHTOB, OOPMIIEHHbIX 3a
nepuoa, YyKasaHHbIl Ha MNaHernM WHCTPYMEHTOB pasfena C  yKasaHvem
CYyMMapHOro BpeMeHW, BBEAEHHOrO Mo KaXaoMy U3 TUMOB LOKYMEHTOB And
COTPYOHVKOB, BblBpaHHbIX B paboyer obrnactu pasgena.

3% ~ QKCMOPT — MPU HaXATUM CTPESKU CrpaBa OT KHOMKM OTKPOETCS MEHO,
no3Bositoee chopmMupoBaTtb U COXpaHUTb B haire anekTpoHHbix Tabmy (MS
Excel um OpenOffice Calc) cregyooume ot4eThI:

* JkcnopT onpaBaaTenbHbIX AOKYMEHTOB BblOpaHHbIX
COTPYAHMUKOB — CNUCOK BCEX [OOKYMEHTOB BbibpaHHOro (Ha naHemm
AOKYMEHTOB) TuNa 3a BCe BpeMs AN Kaxgoro BblaenieHHoro B pabouyen
obracTtu pasgena coTpyaHuKa.

e OrpaboTaHHOe BpemMsAs U [AOKYMEHTbl —OTYeT, MOKa3blBaKOLWN
CyMMapHOe BpeMs OOMHAKOBbIX AOKYMEHTOB Yy COTPyAHWKA 3a BblOpaHHbI
nepuoa n cymmy paboyero BpemeHu 3a TOT e nepuog.

* IoOKyMeHTbl BblOpaHHbIX COTPYAHUKOB 3a NepuoA — CrncoK BCEX
OOKYMEHTOB BbIOpaHHOroO (Ha MaHernmM OOKYMEHTOB) Tuna 3a yKasaHHbl Ha
NaHerm UHCTPYMEHTOB NMePUOA 4SS KaXaoro BblaeneHHoro B paboyen obrnactu
pasgena CoTpyaHvka.

® Maccosoe po6aBneHme pnokymeHToB (Alt+N)—kHonka nossorseT
[o6aBuUTb OOWMH W TOT Xe [AOKYMEHT OOHOBPEMEHHO HECKOSIbKUM COTPYOHMKaM
nogpasgerneHns, BblaeneHHbiM B paboyen obractu pasgena, WM BCEM
COTPYOHMKaM, eCIv He BblAENEH HN OOUH U3 HUX.

YctaHoBUTL/COpOoCcUTb hunbTp — Priakok No3BOsET YCTAHOBUTb WM CHATb
dunbTpa Ha JOKYMEHTbI MO AaTaM Havarna v KoHua nepvoaa.

%3 I naBHbIA odiic Bbi6bop nopgpaspgeneHuna (Ctrl+B)—kHonka no3sonser
BbIOpaTb nogpasgernieHvne, COTPyaHUKN KoToporo ByayT oTtobpaxaTbca B paboyen
obnactn pasgena. CnpaBa OT KHOMKM oTOOpakaeTcs Ha3BaHue BbIOpPaHHOrO B
AaHHbIA MOMEHT noapasaernieHns.

2. Paboyaa obnacte pasgena COOEPXUT CNMCOK COTPYOHWMKOB  BblOpaHHOIMo
noapasgeneHusi, paboTaBLMX B 3TOM NoapasgenieHn B nepuop, YCTaHOBIIEHHbIN C
MOMOLLBIO NONer BBOAA AaT Ha NaHem MHCTPYMEHTOB pasaerna.

lMpumeyvaHue:

B paboyei o6racTv peanmsoBaHbl crieaytoLpe yHKLMK: COPTMPOBKA MO drieMeHTam
OOHOrO WM HECKONbKMX CTOMOLOB, MOMCKa MO 3remMeHTam  CTorbLoB,
OOHOBPEMEHHOE BblAENIEHNE HECKOIbKUX ANIEMEHTOB CMNMCKA, UBMEHEHUE LMPVHbI U
nocrneaoBaTenbHOCTU CTONOLOB.

3. Bbibop BKnagku naHenm 4OKYMEHTOB:
* OnpaBAaaTenibHble JOKYMEHTDI;
* CBepXxypoOUHble;
* 3a40NMXKEHHOCTMU;
* O6bACHUTEenNnbHbLIE.

4. Paboyas obrnactb naHermM [OOKYMEHTOB COLEPXWUT CMNUCOK BCEX [OKYMEHTOB
BbIOpaHHOro Tuna, OOPMIIEHHbIX AOfi9 COTPYAHMKA, BblAENEHHOro B paboven
obnactu pasgena.
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lpumeyvaHue:

B pabouen obractm peammsoBaHbl criegyloupe  (yHKumM:  04HOBPEMEHHOE
BblOENEHNE  HECKOINbKMX  3MIEMEHTOB  CMMCKa, WUSMEHEHVE  LWMPWHBI W
nocrnegoBaTernbHOCTU CTOMOLIOB.

[na onpaBaaTtensbHbIX AOKYMEHTOB:

® 3Hayok ¥ B cTonbue Tun AOKYMeHTa YyKkasbiBaeT Ha TO, YTO BpeMs Mo
OOKYMEHTY JOJDKHO ObiTb A06aBEHO K paboyemMy BpeMeHU COTPYAHMKA.

* 3Havok & B cTonbue TMN [OKYMeHTa yKasbiBaeT Ha TO, YTO BpeMms Mo
AOKYMeHTY He byaeT fobaBneHo kK paboyemy BpeMeHU COTPYOHMKA.

® 3Havok ¥ B cTonbue Mcnonb3yeTcs ykasbiBaeT Ha TO, YTO [OOKYMEHT
YYUTBIBAETCA Npu pacdeTe paboyero BpeMeHn coTpyaHuka. [na uckmoyeHus
AOKYMEHTa M3 pacyeToB ABaXObl HAXMUTE NEBON KHOMKOW MbILLM B CTPOKE C
COOTBETCTBYIOLLMM AOKYMEHTOM.

* 3Hayok & B cTonbue Ucnonb3yeTcs ykasbiBaeT Ha TO, YTO AOKYMEHT
He y4uTbiBaeTCsa Npu pacyeTe paboyero BpemMeHu COTpyaHvKa.

[ns JOKYMEHTOB Ha CBEPXYPOUHbIE:

® 3Hayok ¥ B cTonbue TN AOKYMeHTa YykasblBaeT Ha TO, YTO CBEPXYpOYHas
paboTa npom3Boaunach B BbIXOAHbIE UM NPa3aHUYHbIE OHW.

* 3Havok 2 B cTonbue Tun AOKYMEHTa yKasbiBaeT Ha TO, YTO CBEPXypOYHast
paboTa npousBogunach B OyaHve aHw.

® 3Hauok ¥ B cTofbue YyacTue B pacueTe ykasbiBaeT Ha TO, YTO AOKYMEHT
Y4UTbIBAETCS NMpu pacyeTe paboyero BpeMeHu coTpyaHuka. [ns nckroyeHus
AOKYMEHTa M3 pacyeToB ABaabl HAXMUTE NEBOWN KHOMKOWM MbILM B CTPOKE C
COOTBETCTBYOLLMM AOKYMEHTOM.

* 3Havok & B cTonbue YuacTtue B pacuyeTe ykasblBaeT Ha TO, YTO JOKYMEHT
He y4UTbIBaeTCsa Npu pacyeTe paboyero BpeMeHu COTpyaHMKa.
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4.3

OdopmneHue AOKyMeHTa U3 cnpaBOYHMKA

[lna odpopmreHns JOKyMeHTa 13 cnpaBoYHMKa:

1.

~N O

Haxmute kHonky Bbi6Gop noapaspeneHwus # 4a naverm VHCTPYMEHTOB
pasgena v ykaxute nogpasfeneHve, CoTpyaHUKy KOTOpOro HeoGxoaumo opopMUTb
AOKyMeHT. B pabouyeit obractv pasgena OygeT oTobpakeH ChMCOK COTPYOHWUKOB
BbIOpaHHOro noapasaerneHus.

. Boigermte B pabouen obnactu pasgena coTpygHvka, KOTOpPOMY HeobxoamMmo

odpopMUTbL AOKYMEHT. [1na novncka COTpyaHMKa MOXHO BOCMOMb30BaTbCH (PYHKUMEN
noucka Mo anemMeHTam cTonbua UM KOHTEKCTHbIM novnckom (Ctrl+F).

. Ha nanerm OOKYMEHTOB nepeﬂ,qme Ha BKIagKy, COOTBETCTBYHOLLYHO TUMNY OOKYMEHTA,

KOTOpbIN HEO6X0AMMO OHOPMUTL.

. Haxmure KHOMKY Jo6aBuTtb AOKYMEeHT 4] Ha naHe/mn MHCTPYMEHTOB pas3feria.

OTKpOGTCH NnaHesib BBOAa U pedakTnpoBaHUA AaHHbIX:

N2 goKyMeHTa Aata aoKyMeHTa

[ | |o3.00.2018 [~ |

Tun AoKyMEHTE
| ' Mpoaom#MTENEHOCTE pabioThl B BbXOAHRIE W Hepaboume aHu{PE3)

[aTa cEepxypodHbIX MpoaomkHMTENEHOCTE
03.09.2018 [@~ | 0000 L
CoxpaHuTe OTMEHMTE

. Ha oTtkpbiBLLelcs naHerm B none Ne AOoKyMeHTa BBeaute Npu HeobGXoaMmocTu

HOMEP OOKYMEHTA.

. B norne BBoga gatel flata AOKYMEHTAa yKaxute gaTy co3gaHus JOKYMeHTa.
. B Bbinagatowem crnucke Tun AOKyMeHTa BbibepuTe Kakon [OOKYMEHT U3

cnpaBoyHuKa Heobxoaumo Ao06aBWTb. 3HAYOK « Yy HasBaHUs onpaBAaTerbHbIX
[OKYMEHTOB YyKasblBaeT Ha TO, YTO Bpemsl Mo [OOKyMeHTy OyaeT nOoGaBreHo K
paboyeMy BpemeHW. 3HayoK ¢ y Ha3BaHUS [OOKYMEHTOB Ha CBEPXypPOYHble
ykasblBaeT Ha TO, YTO CBepxypoyHasi paboTa npousBoawiacb B BbIXOOHble WM
npasfHWYHbIE OHW.

. Ecrm OOKYMEHT 00HOOHEBHbIU, TO €eCTb BBOAMMOE BpeMA No AOOKYMEHTY

orpaHM4MBaeTCs OOHVMM [OHEM, TO YKaXuTe 3TO BPEMS C MOMOLLI0 CYeTvMKa
MpoAoMXNTEeNbHOCTb C TOYHOCTbIO OO MUWHYTbl. ECrm Bpemsi He ykasaHo, TO
eCTb Ha cyeTyuke ykaszaH «0», TO BBOAMMBIM MO AOKYMEHTY BpeMeHem OyaeT
cuutatbCa Bpems paboTbl 3a BeCb AE€Hb B COOTBETCTBMM C rpadukom paboTbl
coTtpyaHuka. B nonax Beoga gat Havano nepuopga n KoHeu nepuoga (ons
AOKYMEHTOB Ha CBEepXypOYHble — [laTa CBEpPXYPOUHbIX) YKaXUTe OOWH N TOT Xe
JEHb.

lNpumeyaHue:

Ana coTpyaHukoB € rpadmkom pabotbl C ynpowéHHbLIM pacyéTom Bceraa
HeobxoaMmo ykasbiBaTb [MpoAONXKUTEeNbHOCTb, T.K. HOpMaTMBHOE BpeMS
paboTbl B TeYEHMe OHA OS89 3TOro Tvna rpadrkoB He ykasbiBaeTCHd, a cuutaeTcs no
dakTryeckomMy NpucyTcTBMO paboTHMKa Ha paboyem mecTe.
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9. Ecrm JOKYMEHT MHO200HE8HbIU, TO €CTb BBOANUMOE BPEMSI OXBaTblBAE€T HECKOSIbKO
OHEN, TO yKaxute 9T0 BpeMs C NOMOLLbIO Mnosen BeBoga AaT Havyano nepuopa v
KoHeuy nepuopa. B 3TOM cnydae NpOAOSTKUTENBHOCTb HE YyKasblBaeTca W
cuuTaeTca paBHOW BpeMeHn paboTbl COTPYAHUKA B COOTBETCTBMU C €ro rpadmkom
paboTbl 4N COOTBETCTBYIOLLUX OHEN.

10. Ana coxpaHeHns OOKYMeHTa HaxmuTe KHonky CoxpaHMTb Ha naHerm BBoda U
pedakTupoBaHua OaHHbiX. [okymeHT 6yaet pobaBrieH B CAMCOK Ha MaHenm
AOKYMEHTOB A5 BblAENEHHOro B paboyen obractu pasaerna CoTpyaHuKa.

11. N9 u3MeHeHus1 JOKYMEHTa BblAENmMTe €ro Ha naHermm OOKYMEHTOB W HaXMmuTe
KHOMKY M3MeHMTb AOKYMEeHT 2B Ha maHerm uHCTpyMeHTOB pasgerna. OTkpoeTcs
naHenb BBOAA W peAaKTUPOBaHNA OaHHbIX.

12.MpounsBeagnte Ha naHerm HeobOxoaMMble UM3MeEHeHusi. [ns  coxpaHeHus
Npou3BeAeHHbIX U3MEHEHUA HaxXmuTe KHONKY COXpaHWUTb Ha MNaHesmM BBoda U
peaakTUpOBaHMA OaHHbIX.

13. [Ana yoanenus JOKyMeHTa BblAeNMTe ero Ha naHesm JOKYMEHTOB UM HaXXMUTE KHOMKY

Yaoanntb AOKYMEHT =l Ha naHerm WMHCTPYMEHTOB pasferna. B oTKpbiBLLEMCS OKHE
noatesepxaeHuss Haxkmute fa. BoigeneHHbin gokymeHT OygeT yganeH w3 paboyen
obracTv naHem JOKYMEHTOB.

14.Ha naHerm wHCTpymeHTOB «KOHCOMIU  ynpaeneHusi»  HaXMuUTe  KHOMKY
CoxpaHuUThb.

4.4 OdropmneHne AOKyMeHTa HECKOJTbKUM COTPYAHUKaM

[ns oopMreHNss OOHOrO U TOFO K& [OOKYMEHTA HECKOSIbKMM WM BCEM COTPYAHMKAM
noapasaeneHus:

1. Haxmute kHOnKky BblOOp nopapaspeneHus ® ha nanerm WMHCTPYMEHTOB
pasfgena v ykaxute nogpasgernieHve, CoTpyaHukaM KOToporo Heobxoaumo fo6aBuTb
AOKymMeHT. B pabouyen obractn pasgena Oygoet oTtobpaxeH ChMCOK COTPYAHWUKOB
BbIGpaHHOro nogpasaeneHms.

2. Bolipermte B pabouen obractu pasgena COTPYOHVMKOB, KOTOPbIM HeobXxoaumo
nobaButb OOKYyMEHT. Ecrm He OyadeT BblAeneH HU OOWH COTPYAHWK, TO LOKYMEHT
OyneT pobaBneH BCeM COTpyAHUKAM noapasgeneHnsi, oTobpaxeHHbiM B paboyen
obnactu.

3. Ha naHenu JOKyMeHTOB nepenanTe Ha BKIaaKy, COOTBETCTBYIOLLYIO TUMY AOKYMEHTa,
KOTOpbIN Heob6XxoamMmo fobaBuTb.

4. Haxvute kHornky Maccosoe po6aBneHue pokymeHtos M Ha naHerm
MHCTpymMmeHTOB  pasgena. Otkpoetca okHO MaccoBoe pob6aBneHwue
AOKYMeHTa:
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Maccosoe goBaEneHne JOKYMEHTE — O X

N2 NOKYMEHTa [aTa OoKyMeHTa
12.11.2018 [E~

Tyn AOKYMeHTa

| (K&)YCny#ebHan KoMaHOMpOBKa W
Hayano neproga Koxel nepwoaa
12.11.2018 [(E~ 12.11.2018 [~
MpoaoMmKMTENEHOCT
00:00) :
COXpaHWTb OTMEHUTL

5. B oTkpbiBLIEMCS OKHe B nosie Ne AoKyMeHTa BBeaute npm HeobxoaumocTn Homep
AOKyMeHTa, B nore BBoAda Adatbl [laTa AOKYMEeHTa yKaxure paTty co3gaHus
AOKYMEHTa.

6. B Bbimagaiowem cnucke Tun gOKyMeHTa Bbibepute, Kakon [OKYMEHT U3
cnpaBoYHMKa Heob6xoaMmMo no0baBUTb.

7. Ecrm 0oKyMeHT 0OHOOHEBHbIU, TO €CTb BBOAVMOE BPEMS OrpaHM4MBAETCS O4HUM
AHEM, TO yKaxuTe 3TO BpPeMdA C TOYHOCTbK [0 MUHYTbl C MOMOLLBK CHeTYMKa
MpopnonxutenbHocTb. Ecrv Bpems He ykasaHo, TO eCTb Ha cHeTyMKe ykasaH 0,
TO MPOAOITKUTENBHOCTBIO OyaeT cuuTaTbCsl BpemMsi paboTbl 3a BECb [OEHb B
cooTBeTCTBMM C rpacdmkom paboTbl. B nonsx BeBoga gat Havyano nepuopga wu
KoHel nepuopa (4nd JOKYMEHTOB Ha CBepXypouHble — [laTa CBEepPXYPOUHbIX)
YKaXKUTE OOMH U TOT XKe AEHb.

8. Ecrm ooKyMeHT MHO200He8HbIU, TO eCTb BBOAUMOE BPeMSi OXBaTblBA€T HECKOSbKO
OHEW, TO yKaXkuTe 3TO BpeMsi C NMOMOLLBIO nosien BBoga Aatel Havano nepuoaa um
KoHey nepuopa. B 3TOM cnyvae NpOAOITKUTENBHOCTb HE YKa3blBaeTCcd W
cuuTaeTCcsa paBHOM BpeMeHn paboTbl COTPYAHUKA B COOTBETCTBUM C €ro rpadoukom
paboTbl 49 COOTBETCTBYIOLLUX OHEN.

9. B okHe MaccoBoe nobaBneHMe AOKYyMeHTa HaxmuTe KHOMKy CoOXpaHUTb.
HokymeHT GyaeT gobasrieH Ha NaHemmM OOKYMEHTOB AJ1 KaXXOO0ro U3 BblAENEHHbIX B
paboyen obrnactu pasgerna coTpygHukoB. Ecrm He Obin BblAeneH HWM OAWH, TO
AOKyMeHT ByaeT aobaBreH 4N BCeX COTPYOHMKOB NoapasaesieHns.

10.Ha naHerm wuHCTpymeHTOB «KOHCOIU  ynpaenieHusi»  HaXMuUTe  KHOMKY
CoxpaHuUTb.
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4.5

O(t)OpMJ'IeHMe COCTaBHbIX onpaBaaTesibHbIX AOKYMEHTOB
Ha OCHOBE 3a40/MKEeHHOCTEN

E,J'IFI co3gaHmnd Ha OCHOBE TEeKyumx 3a0JTKEHHOCTEN COCTaBHbIX onpasaaTtesibHbIX
OOKYMEHTOB Heobxoanmo:

1. Bbibepute coOTpyaHMKa C 3a[0JSPKEHHOCTbIO MO paboyemMy BpeMeHn B pabouyen
obnacTb pasgena, ABaXabl KIMKHYB MO HEMY FIEBOW KHOMKOW Mb L.

2. Mepeiiaoute Ha BKNaaky 3aAo0fmKEHHOCTU U Haxkmute Ha kHornky [0 CospaHue
OOKYMEHTOB Ha OCHoOBe 3aponxeHHocTten. OTKpoeTca naHenb Ans

Cco3adaHnA CoCTaBHbIX ornpaBaaTesibHbIX JOKYMEHTOB!

NEABNATENEHE ACKYHEA TE | TERpEYD HoE EOWTRERRNCTH I

=
=T HEEUSEHN Briyma Hepyuenn e
3010207
- : _'.IZ!.LIE.JL"'E.-' oL Kl 1
203022007 M5
_"I_ZII'-.-\.I.I.-'.:-“Z-:.-' H K
= 070220147 M5
_t_-_ TR0 7 =27
022017 oLl L}
2 02200 T | i e
"r 10023087 dleae
12 14022017 Q30
_ZI.'._'I!-..I.I.-'.Z-'I'-'I.-' ol |
13 C1E02.2017 27
5 17.02.2007 =27
Frgy 2113 -
NE fnrTa :'I:ﬁ::rlam:ri-i I EHT L ESUEH AR NORHE TR |
| . = SENONHARTSR 2 bd CChRCEdHEM 2l
Tan T COITHEOeED TRORR |7 JENOCMBHOCTRMM TOMHD - SR00THEHHOCT R
[ R T =] | pyresman :'“':‘
LsnaTh hrHen hJ sty sl ZENONHAETSR b D kCEaH R
it TR | RIS HOTT A © " OTHEYE L
THYTIEHAT SANOTHEHOCT 2l
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3. lMpwn HeobxoaumocTu ykaxute Ne fOKyMeHTa.

4. YcraHoBkou praxka CopTUpOBKa TUNOB AOKYMEHTOB MO NOPAAKOBOMY
HOMepYy YCTaHOBUTE MOPSAOK OTOBpakeHUs OOKYMEHTOB B BbiMaZdalolEM CrvCKe
Tun goOKyMeHTa.

5. U3 Bbinagatowero cnmcka Tun pOKyMmeHTa Bbibepute TN co3gaBaemoro
COCTaBHOro onpaBaaTeSlbHOro JOKYMEHTA.

6. BbibpaTb NnapameTpbl CO34aHMss HOBOrO AOKYMEHTA:

* Co3gaHve JOKYMEHTOB:
OHa OCHOBaHWMU BCeX 3aA0JIKEHHOCTEeW — COCTaBHOM LOKYMEHT byaeT
CO3[aH Ha OCHOBAaHUN BCEX UMEIOLLUXCH 3a00JDKEHHOCTEWN,
OHa OCHOBaHUWU OTMEYEHHbIX 3aAO0JIKEHHOCTEW — COCTaBHOM
OOKYMeHT ByaeT co3faH Ha OCHOBaHWUM BblAEeNEHHbIX 3a40/PKEHHOCTEN.
* CocTaBHOM AOKYMEHT:
o3anosfiHAeTcA 3aAO0JIKEHHOCTAMM TOYHO — COCTaBHOM [OOKYMEHT
OyneT co3gaBaTbCA HA OCHOBE TOYHbIX 3HAYEHW 3200 TKEHHOCTEN,
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o3anofiHAeTcs 3aAO0JIKEHHOCTAMU C OKpYrieHueM — COCTaBHON
JOKYMEHT OyneT co3gaBaTbCA Ha OCHOBE 3a[0IPKEHHOCTEN, KOTopble
OKpyrmsitoTc B OOMbLUyl0  CTOPOHY COMMACHO  3aJaHHbIM - NpaBunam
OKpyrreHusi. 3agatb MpaBuiia OKPYrTIEHUS MOXHO B obGracTti, KoTopas
aBTOMaTWYECKM OTKpbIBaeTcs npu Bbibope mnapameTpa 3anorHseTcs
3a/10IDKEHHOCTSIMM C OKPYIrTIEHUEM.

7. Haxmvmute kHonky Co3paTb. Ha ocHoBaHum 3aporpkeHHocTen OymeT cosgad

CoCTaBHOM onpaBp,aTeanbuZ OOKYMEHT. 3a0IPKEHHOCTH, KOTOpbl€ B pe3ylbTaTte
COCTaBJIieHUA OOKyMeEHTa Obirm noravLleHbl MNOJIHOCTb1O, NCHE3HYT. [ns
3a0JPKEHHOCTEN, KOTOpbleé B pe3yrbTate COoCTaBJieHnda  onpaBaaTesibHOIro
OOKYMEHTa OblM NoralLeHbl YaCTUYHO, USMEHUTCH BENMYMHA HapyLIeHUA.

lNpumeyaHue:

B cnyyae, ecrim cocTaBHOM AOKYMEHT CO34aBarsics C 3anofiHEHUEM 3340/ PKEHHOCTSAMU
TOYHO WM 3aJaHHble NMpaBuna OKPYrIieH He NO3BOSAOT OKPYIIUTbL 3a40/PKEHHOCTMW,
TO Ha Bkragke 3afoONXKEHHOCTU MOryT OCTaTbCA 3a40JDPKEHHOCTW, CyMMapHas
NPOOOIDKATENBHOCTE KOTOPbIX MEHbLLE WM HE MOXET OblTb OKpyrieHa Ao 1 yaca wm
1 paboyero gHs (B 3aBMCMMOCTU OT TUNa onpaBhaTeSNlbHOrO AOKYMEHTA), a 3HauuT
noracuTb MX Ha 4AaHHbIN MOMEHT HEBO3MOXHO.

8. Ha Bkrnagke OnpaBpaaTtesnibHble AOKYMEHTbI MOSBUTCA HOBbIN COCTaBHOM

OﬂpaBﬂ,aTeﬂbeIVI OOKYMEHT C 3a4aHHbIMUM NapamMeTpamMu:

OMpaBaaTEMEHEE GO HEHTH |I:u:|:|:r|.w-rbre 3a.u,una|:|-|-|-:-rru|
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* KHomka = B KpalWHeM IieBOM CTOfOue O3HayaeT, 4YTO 3TO COCTaBHOW
onpasdaTterbHbli  OOKYMeHT. [Ona  npocMoTpa  3aJ0SpkKHOCTEW,  KOTopble
MOKPbIBAOTCA AaHHbIM COCTaBHbIM OnpaBAaTeSlbHbIM JOKYMEHTOM, HaXMuUTe Ha
KHOMKY F.

® Ecrm pokymeHT co3gaéTtca onepaTopoM, ummeroumMm norHoMmouve lpaBo Ha
noaTBepXAeHMEe UCNONb3OBaHUA NpPU pacyéTe onpaBAaTesibHOro
AOKYyMeHTa, To B cTonbue lMoanuMcaHo aBTOMaTUYECKM YCTaHaBIMBaeTCHA
3Ha4oK ¥. 3TO 03HAYaET, YTO AOKYMEHT MOAMMCAH M UCNOMb3YeTCs B pacyéTax.
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® Ecrm OOKYMEHT co3gaéTcsi onepaTtopoM, He vMMmewumMm norHomouve MpaBo Ha

noaTBepXAeHMe UMCNOoNb3OBaHUSA NpPU pacuyéTe onpaBaaTeNibHOro
AOKyMeHTa, To B cTtorbue lMoanucaHo aBTOMaTWYECKM YCTaHaBIMBaeTCs
3Hauok &, OTo 03HayaeT, YTO AOKYMEHT He MOAMMCAH U He UCroMnb3yeTcsl B
pacuyétax. VM3aMeHuTb 3TOT napameTp MOXET onepaTop, WMEeLWWn yKasaHHoe
nosiHoMouue.

4.6 OOGbACHUTENbHLIE
NHdpopmauma o6 obbscHUTENbHBIX NepefaeTcs B 6a3y ¢ KOHTposriepa ydeta paboyero
BpeMenu JlukoH (LICON CR11) n otobpaxaeTtca B paboyein 06ractn BKagku.
Bkragka nmeeT criegyrowmm Bua;

OnpasaaTencHblE A0KYMEHTEl  CBEpXypoHHbIE OfbACHUTENEHEIE

I

[aTa 1 BpeMA BEOAA

OfbACHUTENBHAR

1. NaHenb MHCTPYMEHTOB BKIAAKW:
HlYaanuTb— kHoMKa No3BosISieT yaarThb BblGpaHHy0 06BSICHUTENbHYIO.

& OTYeThl — KHOMKA NO3BONAET cthopmmpoBaTh OYET 49 JalbHENLLEN NeYaTW.
2. Paboyas obractb Bkmagku, B koTopon OygeTr oTobpaxaTtbCs  CMMCOK
0O bACHUTESbHBIX.

4.7 CnpaBOYHUK AOKYMEHTOB

4.7.1 OKHO cnpaBoO4YHUKA

lMpn nepBoM 3anycke pasfgerna CrnpaBOYHVK JOKYMEHTOB COLEPXUT CNMCOK LOKYMEHTOB, MO
YMOSHaHMIO MCMOSb3yeMblX MpU cocTaBreHun « Tabesnss yyema paboyez2o epemMeHu U
pacdema onnambsl mpyda», opma Ne T-12, cornacHo nocrtaHoBreHuo ["ockomcTtata PO
oT 05.01.2004 Ne 1 «O6 ymeepxOeHuuU yHUGUUUPOBaHHbIX (hOPM nepeuyHoU y4emHou
OOKyMeHmauuu no y4yemy mpyda u e20 onnambi»y. Kpome 3TOro B CrpaBOYHMKE
npeaycMoTpeHa BO3MOXHOCTb 406aBNeHVs TUMOB AOKYMEHTOB, MPUHATBIX HA NPeAnpUaTUM.

[ns oTKpbITUS OKHA CNpaBOYHMKA AOKYMEHTOB Ha MaHe MHCTPYMEHTOB pasferia HaxkmuTe
CTPerKy crpaBa OT KHOMkM CMpPaBOYHUKU AOKYMEHTOB ¢ 1 B OTKPbIBLLEMCSI MEHIO

BblGepuTe CrpaBOYHVK OnpaBAaTerbHbIX WM CBEPXYPOUHbIX JOKYMEHTOB. Bua okHa 3aBucuT
OT BblGpaHHOro cnpaBoYyHuKa:
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1. Paboyas obrnacTtb okHa coa4epPXnt CNNCOK JOKYMEHTOB CrpaBO4HMKa.
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B ctonbue Ne n/n otoGpaxaeTca MopsAOKOBbIA HOMEP, MPUCBOEHHBIN OOKYMEHTY.
Ecrm npu cosgaHum onpaBAaterbHOrO  AOKYMEHTa  YCTaHOBUTb  (briaXok
CopTupoBKa TUNOB AOKYMEHTOB MO MOPSAKOBOMY HOMepY, TO [OKYMEHTbI
ByayT oTobpaxaTbCH B NopsaKke YCTaHOBMEHHbIX HOMEPOB.
[na onpaBaaTenbHbIX OOKYMEHTOB 3Hadok « B cronbue [obGaBnseTca K
paboyemMy BpeMeHM yKasbiBaeT Ha TO, YTO BPEMSA yKa3aHHOE B AaHHOM Ture
AOKymMeHTa 6yaeT gobaBneHo kK paboyemy BpeMeHM COTPYOHMKA.
[ns onpaBaaTesibHbIX JOKYMEHTOB U3 BbiMagarowwero cnncka B crtonoue Cnocob
MCUYMCIIEHNA NPOAOIIKNUTENIbHOCTU [OKYMEHTa MNo3BOSIET yKasaTb, Kakue
AHW ByayT BXOAWTb B NEpMo BPEMEHM 3a4aBaeMblii JOKYMEHTOM:
* AcuncnsaeTca B pabouunx gHAX;
* Acuncnsetca B KaneHZapHbIX AHAX, BKM4Yasa Npa3gHUYHbIe
AHWU;
* Acuncnsetca B KaneHAapHbIX AHAX, UCKMIYaA nNpa3gHUYHblIe
OHW.
[na OOKYMEHTOB Ha CBEpPXypOYHble 3Ha4yok ¢ B cTorbue CBepXypoOuYHblie B
npasgHUYHbIEe U BbIXOAHbIe OHW YKa3blBAET HA TO, YTO BPEMS, YKa3aHHOE B
AaHHOM Tune OoKymeHTa byaeT gobaBrieHo k paboveMy BpeMeHW B BbIXOAHbIE U
npasgHUYHbIE OHW.
2. NaHernb MHCTPYMEHTOB OKHa:
4] Jo6aButb (Ctrl+N)—kHonka no3BondeT OTKPbITb MaHens BBOAA WU
peaakTUpOBaHMSA AaHHbIX AN 4o0OaBneHns B CpPaBOYHMK HOBOIO AOKYMEHTA.
al U3meHUTb (Ctrl+E) —KHOMKa MO3BOMAET OTKPbITb MaHerb BBOAA M
peOakTUPOBaAHMA OaHHbIX OJ11 BbIHECEHUS UBMEHEHMSA B Ha3BaHWE, YMCrOBON Win
OyKBEHHbIE KOObl OOKYMEHTA, BblAENEHHOro B paboyen ob6ractm OkHa WM BBECTU
ANt HEro NosICHEHWE.
= Yaoanutb (Ctrl+D)— kHoMka no3BoOnAeT yoarmTb U3 CpaBOYHMKA UM CKPbITh,
BblOeNeHHbIN B paboyert 06r1acT OKHa JOKYMEHT.

lNpumeyaHue:
Ecrm BbiaeneHHbI B paboyen 06racTn okHa AOKYMEHT paHee 6bin BblgaH XoTs Obl

OZHOMY M3 COTPYAHUKOB, TO MPU HaXaTun KHOMKM YAanuTb =1 OTKPOETCSi OKHO C
npeayrnpexaeHuemM o ToM, YTO JOKYMEHT ByaeT He yaareH, a ckpbIT. B aTom cryyae B
AanbHeneM JOKYMEHT MOXeET OblTb BOCCTAHOBIIEH.

r« OOHOBUTb pAaHHble (OTMeHUTb un3MeHeHus) (Ctrl+Alt+R)— kHonka
MO3BOSIIET 3aKPbiTb MaHefb BBOAA AOMOSHUTESbHBLIX AaHHbIX, HE COXpaHsas

N3MEHEHWI.
H CoxpaHuTtb paHHble (Ctrl+S)—kHonka MNo3BOMAET COXPaHUTb M3MEHEHUS

BHECEHHbIE B CNPaBOYHMK JOKYMEHTOB.
§ BocctaHoBuTL CKpbITbIN AOKyMeHT (Ctrl+Alt+V)—kHonka nossonseT
BOCCT@HOBUTb B CMpaBOYHUKE BblAENEHHbIN B paboyvert o6ractn OKHa CKPbITbIN
OOKyMeHT. KHomka [oCTynHa TOSMbKO Mpu ycTaHoBke doraxka [MokasbiBaTb
CKpPbITble AOKYMEHTbI.

Moka3biBaTb CKpbITble AOKYMEHTbI — MPU YCTaHOBKE dhriaxka B pabouyen
0obracTi OkHa KpacHbIM LIBETOM OTOBpaxatoTCsl CKpbITble JOKYMEHTbI.

OK — kHoMKa no3sondeT 3aKpblTb OKHO CNPaBOYHMKa JOKYMEHTOB.

2. lNaHenb OONOSHUTENBHOM MHAOPMAaLUN COOAEPXKUT OOMNOSHUTESbHbIE MOSICHEHUS,
BBEAEHHbIE A9 JOKYMEHTA, BblAENIEHHOro B paboyern ob6ract okHa cnpaBOoYHuKa.

34



PyKO BOACTBO MnoJib3oBaTtesd

4.7.2 YcnoBHblIe 0603Ha4YeHUSA AOKYMEHTOB

YcnoBHble 0603Ha4YeHnA (KoAbl) AOKYMEHTOB, UCMNOSib3yeMble NMPU 3anofiHeHUn
«Tabens y4yeta paboyero BpemeHu» B oopme Ne T-12

HanmeHoBaHue fOKyMeHTa 22 GLIEL UG

Koz, Kog,

MpogorknMTensHOCTL PaboThl B AHEBHOE BPEMS A 01

MNpogomknMTENLHOCTL PAaboThl B HOYHOE BPEMS H 02

MpogommnTensHOCTb paboTbl B BbIXOA4HbLIE U Hepaboune, PB 03

npasgHWYHbIE OHU

MpooomkMTensHOCTL CBEPXYPOYHOM PaboThl C 04

MpogoknMTENBLHOCTL PAbOThl BAXTOBLIM METOAOM BM 05

CnyxebHasi KOMaHANPOBKA K 06

[NoBblleHNe kBanMdMKaLLMK C OTPbIBOM OT paboThl MK 07

MoBblweHWe KBanNMdmKaummn ¢ OTpbIBOM OT paboTbl B 4pYron M 08

MECTHOCTHU

E>xerogHbI1 OCHOBHOW ONMna4ynBaeMbl OTNYCK oT 09

ExxeroaHbIn AONONHUTENbHbLIN OnfavyMBaeMbli OTNYCK on 10

[1ONONHUTENBHbBIN OTNYCK B CBA3M C 00Y4EHMEM C COXpaHEHNEM

cpenHero 3apaboTka paboTHMKam, CoBMeLLaoLwmm paboTy ¢ Yy 11

00y4YeHnem

CokpalleHHas NPOAOIKUTENBHOCTL paboyvero BpemMeHn ans

obyyaroumxcs 6e3 oTpbiBa OT NPOM3BOACTBA C YAaCTMUYHbBIM YB 12

coXpaHeHnem 3apaboTHoN nNnarbl

[10NONHUTENBHBLIN OTNYCK, B CBSI3M C 06y4eHnem 6e3 coxpaHeHus Vil 13

3apaboTHOM nnaThl

OT1nyck no 6epemMeHHOCTN 1 poaam (OTMYCK B CBSA3K C = 14

YCbIHOBJIEHNEM HOBOPOXOEHHOIO pebeHka)

OTnyck no yxoay 3a pebeHKoM 40 AOCTWKEHUS UM BO3pacTa Tpex OX 15

net

OTnyck 6e3 coxpaHeHusi 3apaboTHOM NnaThbl, NPE4OCTaBIEHHbI ile 16

pabOoTHMKY MO paspeLLeHnto paboTogarens

OT1nyck 6e3 coxpaHeHust 3apaboTHOM Nnatbl B CRy4asx, 03 17

NpPeayCMOTPEHHbIX 3aKOHOAATENbCTBOM

E>xerogHbIn AONOMHUTENbHBLIN OTNYCK 6€3 CoXpaHeHus i3 18

3apaboTHOM nnaThl

BpemeHHasa HeTpygoCcnocOBHOCTL (KpoMe Cryyaes,

npeayCMOTPEHHbIX kogoM "T") ¢ HasHaYeHeM Nocobust cornacHo b 19

3aKOHOAATENbLCTBY

BpemeHHasa HeTpygocnocobHocTb 6e3 HazHavyeHus nocobus B T 20

cryYyasax,npeayCcMOTPEHHbIX 3aKOHOAATENbCTBOM

CokpalleHHasi NpoAOIKUTENBHOCTL paboyvero BpeMeHn NpoTune

HOpMaribHOW NPOAOIKATENBHOCTM paboyero AHA B Jiy 21

cry4asix,npPeaycMOTPEHHbIX 3aKOHOAATENbCTBOM

Bpemsi BbIHY>OEHHOro Nporyna B criydyae NpusHaHus yBOSIbHEHUS,

nepesoda Ha Apyryto paboTy UnM OTCTpaHeHus! OT paboThbl rnB 22

He3aKOHHbIMW C BOCCTaHOBJIEHMEM Ha NpPeXxHen paboTe

HeBbixoabl HA BpEMSI UCMOSNHEHMS FOCYAAPCTBEHHbLIX UK r 23

00 LLECTBEHHBLIX 0013aHHOCTEN COMMacHO 3aKOHOAATENbLCTRY

Mporynbl (OTCyTCTBME Ha paboyem mecTe 6e3 yBaXXnTernbHOM

MPVYUH B TEYEHNE BPEMEHW, YCTAHOBNEHHOIO rne 24

3aKOHOAAaTEeNbCTBOM)
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HammeHoBaHMe AOKyMeHTa S ERLIER] | LRGP

KoAa Koa

MpogomkMTensHOCTL PaboThl B pexxvMe HENOMHOro paboyero

BpeMeHU Mo nHuymnatmee paborogarens B criydasx, HC 25

NpeayCMOTPEHHbIX 3aKOHOAATENTbCTBOM

BbixoaHble AHW (exeHeaenbHbI OTMYCK) U Hepaboune B 26

npasgHUYHbIe OHN

[lononHMTENbHbIE BbIXOAHLIE AHM (ONfa4YnBaeMble) OB 27

[lononHuTenbHble BbIXOAHbIE AHN (6e3 coxpaHeHnsa 3apaboTHOM HB 28

nnarbl)

3abacToBka (Npu ycrnoBusx 1 B NOpsiAKe, NpeayCMOTPEHHbIX 35 o9

3aKOHOM)

HesiBK N0 HEBLIACHEHHBLIM NPUYMHaM (40 BbISICHEHNS HH 30

06CTOATENBCTB)

Bpemsi npocTos No BUHE paboToaartens Pr1 31

Bpems npocTosi No npuymnHam, He 3aBUCALLMM OT paboTtoaarens u HIT 32

paboTHMKa

Bpemsi npocTod No BMHE paboTHWKA Bl 33

OTcTpaHeHune oT paboThl (HegonyleHne K paboTe) ¢ onnaTomn HO 34

(nocoburem) B COOTBETCTBUM C 3aKOHOAATENNHCTBOM

OTcTpaHeHue oT paboTbl (HegonyLleHve Kk paboTte) no

npU4MHaM,NpPeayCcMOTPEHHbBIM 3aKOHOA4ATENBCTBOM, 6e3 HB 35

HayMcneHnsa 3apaboTHOM nnaTbl

Bpemsa nprocTaHoBKM paboThl B Crlyvae 3a4epKku Bbinmnathbl H3 36

3apaboTHOM nnathbl

4.7.3 [JoGaBneHne HOBOro AOKyMeHTa B CNpaBOYHUK

[nsa no6aBneHus B CNpaBOYHMK HOBOrO AOKYMEHTA:

1. HakmuTe cTpery cnpaBa OT KHOMki ClpaBOYHUKMU AOKYMEHTOB €% Ha naHerm
WMHCTPYMEHTOB pa3sfgeria. B oTKpbiBLLEMCS MEHI0 BblbepuTte HyXHbl CPaBOYHVK.
OTKpoeTcs OKkHa cnpaBoYHUKA JOKYMEHTOB.

2. B OTKpbIBLUEMCSI OKHE HaXmute KHOrMKy [lo6aBuUTb # Ha naHemm WHCTPYMEHTOB.
Ecrm Heob6xoauMo BHECTUN M3MEHEHUS!, BblAENUTE JOKYMEHT B paboyen ob6nacti okHa
N HaXXMUTEe KHOMKY M3MeHMTh 3. B HvKHEN Y4acTu OKHa CMpaBOYHMKA OTKPOEeTCS
naHernb BBOAA W peaKkTUpOBaHNA JaHHbIX:

HammeHoBsaHHe Koo gokymeHTa
|OnpasnaTeanblﬁ OOKYMEHT | |O,.'J,| |
LnbpoBoid Koo noKkyMeHTa Homep no nopAaky

| 100 (2]

3. Ha naHerm B cooTBeTCTByOUWE MNOMA BBEOUTE HaMMEHOBaHWE, YUCIIOBOM U
OyKBEHHbI ko OoKyMeHTa. Koabl OJOKyMeEHTa He OOIPkHbl copepxaTb Oonee AByX
CYMBOJSIOB. YCTaHOBUTE HOMEP MO MOPSAKY A4S AOKYMEHTA - 3TO HeobGxoaumo ans
TOro, 4to6bl MpPM CO3OAaHMM OOKYMEHTA MOXHO Oblfio UCMOMb30BaTb COPTUPOBKY
TUNOB [JOKYMEHTOB MO MNOPSiAKOBOMY HOMepy. Ha naHenmM [onorHWTErnbHOM
MHcbopMaLmmM OKHa CrpaBOYHVKa BBEAUTE HEOOXOAMMbIE NOSICHEHMS K JOKYMEHTY.

4. Haxmute kHornky CoxpaHUTb paHHble Bl Ha naHenM WHCTPYMEHTOB OKHa
cnpaBoYHuKa. MNMaHenb BBoAa AaHHbIX OyaeT 3akpbiTa, HOBbIN JOKYMEHT NOSIBUTCS B
paboyein 06racTn okHa crnpaBOYHUKA.
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5. [Ina onpaBaaTtesnbHbIX JOKYMEHTOB B paboyen obnactn okHa B ctorbue Cnocob

MCUYMCIIEHNA NPOAOIIXKUTENBbHOCTU AOKYMEHTA C NOMOLBIO BbiNagaloLwero
cnuncka B CTPOKe CO3[4aHHOro AOKyMeHTa Bblbepute oamH 13 cCnocob0B UCHMUCTIEHNS, B
ctornbue flobaBnsieTtcAa K paboyemMy BpeMeHU npy HeoOXOAMMOCTU NOCTaBbTe
3Ha4YOK ', ABaXKObl HAXXaB fieBOW KHOMKOM MbiLLM. [pn ycTaHOBKe 3Ha4yka B KayecTBe
crnocoba ucuMCneHns NpPOOOIDKUTENBHOCTU OOKyMeHTa OygeT aBTOMaTU4ECKM
BblOpaHo Ucuncnsietcsa B paboumx AoHAX.

. [Ans OOKYMEHTOB Ha CBEpPXypoOYHble B pabouen obrnactm oOkHa B crTosbue

CBepXypoOUHble B Npa3fHUUYHbIe U BbIXOAHbIe AHU Npu HeobxoauMOoCT
NOCTaBbTe 3HAYOK «, ABaXObl HAXKaB NEBOIN KHOMKOWN Mbl L.

. [N ynaneHus JOKyMeHTa Bblaermte ero B pabo4yeri 06racTi OkHa cripaBoYHUKA U

HaXMuUTe KHOMKy YAanuTb =l Ha naHerm vHCTPYMEHTOB. B OTKpbIBLUEMCSI OKHE
noaTBepxaeHus Haxmute [la. BoigeneHHbIn JokyMeHT OyaeT yoaneH WM CkpbiT B
paboyert 06racTn okHa CnpaBOYHMKA.

. ,D,J'IFI 3aKpPbITUA OKHa CnpaBOYHMKA Ha>XMUTE KHOIKY OK Ha naHerm MHCTPYMEHTOB

OKHa.
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5 Paspgen «XypHan otpaGoTaHHOro BpeMeHu»

5.1 Ha3HauyeHue

Paspen «)XKypHan ompabomaHHO20 epeMeHu» npefHasHavyeH And BeOeHVs >KypHara
ydgeta paboyvero BpemeHu coTpygHukoB. B pasgerne npegycmoTpeHa BO3MOXHOCTb
oopMIeHusi onpaBAaTerbHbIX JOKYMEHTOB, @ Takke BO3MOXHOCTb Npu Heo6X0AMMOCTU
BKIMOYaTb/BbIKMOYaTh COObITUS BXOA4A M BbIXOAa, YTO MO3BOSIIET WCKMOUUTL U3 PacyETOB
ABOWHbIE NpOXOoadbl N T.A.

B paspnene BblaensoTcs Tpy TUNa JOKYMEHTOB:

OnpaedamesibHble 00KyMeHMbI — [OKYMEHTbI, 0POPMIIiEMbIE€ COTPYAHVKY B Crlydae
HapYLLEHMs1 YCTAHOBIEHHOTO Arst HEro epaghuka pabomsbi. B gokymeHTax ykasbiBaeTcs
NPOOOITKUTENBHOCTE M MPWYMHA OTCYTCTBUS COTPyAHVMKA, a Takke creayet Im
[06aBnsiTb BpeMs Mo JOKYMEHTY K paboyemy BpEMEHM Ui HET.

CocmaeHblie onpaedamesibHble OGOKyMeHMbIl — OKYMEHTbI, O0dopMIiieMble
COTPYOHWKY B CIlydae HapyleHWs YCTAHOBIMEHHOrO ANl Hero epachuka pabombi Ha
OCHOBaHWN HaKoraeHHoU 3adormkeHHocmu o paboyemy epemeHuU. Vcnonb3oBaHve
cocmaeHbix orpagdamersibHbiXx OOKYMEHMmMO8 TO3BOSIIET MaKCcMMarbHO Yyao6HO
TMKBUAMPOBATL CYMMApPHYI0 HAaKOMMEHHYIO 3a YY4ETHbIN Nepuog 3a40SPKEHHOCTb OOHUM
WM HECKOSNIbKUMW COCTaBHbIMK OnpaBAaTesflbHbIMU  OOKyMeHTamn 6e3 noTtepb
dakTnyeckn oTpaboTaHHOro BpeMeHn And coTpyaHvka. B OokymeHTax ykasbiBaeTcs
NPOOOJDKATENBHOCTE U MPUMMHA OTCYTCTBMS COTPYOHMKA, a Takke cregyeT Jm
£o6aBnATb BpeMS Mo AOKYMEHTY K paboyemy BpeMEHM Wn HET.

JokymeHmbI Ha ceepxypoyHbie (paboTbl) — LOKYMEHT, 0POPMIIIEMbIE COTPYOHMKY U
yKasblBawouye gaty M npoaoSPKUTENbHOCTb CBEPXYPOYHOM paboTbl COTpyAHUKa BO
BpeMsl, He npeaycMoTpeHHoe ero rpadgukoMm paboTbl. Bpemsa no OokymeHTy
pobasnseTcsa K paboyemy epeMeHu.
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5.2

PaGouyee okHO paspena

Pabouee okHO pasagena UMeeT creaytoLwmn Bua;
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1. MNaHenb MHCTPYMEHTOB pasgera:
01.04.2017 »| | [30.04.2017 ~]|
| —nojii BBOAaA p[daTt [OJid  YCTaHOBKM Nnepuoaa
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NPOCMOTpPA XypHara oTpaboTaHHOro BpeMeHu.
¥ ObHoBUTbL pAaHHble (Ctrl+D)—kHonka nossonser
paboyen obrnactn pasgena.

!]I'IepecqéT Bbl6paHHbIX COTPYAHUKOB — NP1 HaXXaTun KHOMKM Npoucxogut

nepepacyéT paboyero BpeMeHuM TOMbKO ANl BbibpaHHbIX B paboyen obractu
COTPYOHMKOB WUIM COTPYAHUKA.

Z rpacduk paboThl (Ctrl+G) — kHormka no3BondeT OTKPbITb OkHO [padmk

0OHOBUTb OaHHble B

paboTbl AOna nNpocmoTpa napamMeTpoB W pacnucaHns paboTbl COTPYAHWKA,
BblOpaHHOro B paboyen obractn pasgena.
& PacneuyataTb BbiGpaHHyl0 Tabnuuy (Ctrl+P)—kHonka nossonser

OTKpbITb AaHHble pabodern obractTm BbIGpaHHOM NaHerm pasgena B OKHe
npeaBaputenbHoro npocmotpa. [Ona Bbibopa naHerm Bblgermte B ee pabouyen
obracTtn xotst 6bl 04HY CTPOKY C AaHHbIMW. [MpeaycMoTpeHa BO3MOXHOCTb MevaTty
crneaytoLwmx AaHHbIX:

® CNMUCOK COTPYOHWKOB C AaHHbIMW 06 oTpaboTaHHOM BpemeHn un3 pabouyen

obnacTtu pasgena,

® CMCOK AOKYMEHTOB 13 paboyer 06nact naHem AOKYMEHTOB,

® CNMCOK COBbITUM NPOXOAa COTPYOHMKOB,

® CMNMCOK MPOXO0B B PErUCTPYPYIOLLME NMOMELLEHNS.
2% - 9kcnopT —MpU HaxaTUM CTPErKU CrpaBa OT KHOMKW OTKPOETCS MEH!O,

no3BosAloLee BbiGpaTh opMaT IMEKTPOHHBIX TabmML, O/ COXPaHEeHUs AaHHbIX
XypHana us paboyeit obractu pasgena:
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* OkcnopT B Excel (Ctrl+E);
* JkcnopT B OpenOffice Calc (Ctrl+O).

‘A ToyHocTb po ce KyHpa (Ctrl+Del)—kHonka no3BonseTr oTobpaxaTtb
3HaYeHUs1 BpeMEHN B CToNbLax Tabnmupbl ¢ TOYHOCTbIO A0 cekyHa. [1ns Bo3BpaTa K
TOYHOCTW 4O MUHYTbI MOBTOPHO HAXXMUTE 3TY XKE KHOMKY.

£ CokpaweHHbIn nokas PUO (Ctrl+W)—kHonka nossondeT oTobpaxaTb
BMECTO MMEHW U OTYEeCTBa COTPYAHUKOB WX WHMUManbl. [ns Bo3BpaTta K nokasy
nosHbIX PO NOBTOPHO HAXMUTE 3TY XKE KHOTKY.

%8 Moka3sbiBaTb HyNeBblie 3HAYEHMWSA — KHOMKA MO3BOMAET CKPbITh HyneBble
3HayeHust BpeMeHun B paboyen obnactu pasgena.

BeiBOA Ha ne4yaTb TONMBbKO CYMMapHbIX pe3yrbTaToB — NO3BOMsET
HacTpouUTb napameTpbl BbiBOAA Ha nevatb WHGopMaumm pasgena. [pu
YCTAHOBMIEHHOM (oriaXkke BbIBOAUTCA TOMbKO CymMapHaa wuHpopmauma 6e3
pa3buBKM MO OHSM.

He yuntbiBaTb CeKyHAbl B COObITUAX BXopa-BbixoAa — ecrm oriaxok
YCTaHOBJIIEH, TO MPWU COCTaBfiEHMN OTYEeTa BpPEMS pernctpaumm cobbiTui npoxoaa

YYUTbIBATbCH C TOYHOCTLIO A0 MUHYT, CEKYHObI HE y4MUTbIBalOTCA BOBCe. [Ana yveTa
CEKYHO, CHAMUTE (PraXKoK.

£ | nioke Bbi6op nogpaspgeneHusa (Ctrl+B)—kHonka nossonseT BbIOpaTb
nogpasgernieHne, CoTpyaHukM Kotoporo 6yayt oTobpaxaTtbcss B paboyen obriactu
pasgena. CnpaBa OT KHOMKM oTobpaxaeTcsi Ha3BaHWe BbIOpPAHHOrO B AaHHbIN
MOMEHT noapasaeneHus.

2. Paboyaa obnactb pasgena COOAEPXWT CNMUCOK COTPYOHWKOB NoApasaerneHus,
BblOpaHHOrO Ha MaHenM WHCTPYMEHTOB pasdena. [ns Kaxagoro CcoTpyaHuka
npeactaBfeHbl [faHHble O paboyeM BpeMeHn 3a YyKasaHHbIA Ha NaHemm
WMHCTPYMEHTOB nepuof. [letansHaa nHdopmMauus 0 paboyemM BpeMEHU MO Kaxgomy
AHIO JOCTYNHA B BUAE BbiNagatoLero crnmcka.

[1na oTKpbITMA NaHenen A0NOSHUTESbHbIX AaHHbIX ABaXObl HAXXMUTE NIEBOM KHOMKOW
MbILLU Ha CTPOKE C AdaHHbIMW COTpyAHuKa. [na 3akpbliTUS naHernen mnoBTOPHO
ABaXabl HAXXMUTE JIeBOW KHOMKOW MbILLM HA CTPOKE C AaHHbIMU COTpYAHMKA. [aHHble
oTobpaxatoTcsa 4N COTPYAHMKA 3a BECb Nepuo Ui 3a BbIOpaHHbI AEHb.

lNpumeyaHue:

B pabGoueit o6ractv peanrsoBaHbl crieaytolme pyHKLMA: COPTUPOBKM MO arieMeHTaM
O[HOrO M3 CTOMOLOB, OAHOBPEMEHHOIO BbIAENIEHUS HECKOTbKMX 3NIEMEHTOB CMKMCKa,
M3MEHEHVS LLMPUWHBI U MOCTie40BaTENbHOCTU CTOMOLIOB.

3. Bkrnagka OnpaBagatenbHble AOKYMEHTbI COOEPXUT CMUCOK onpaBAaaTerbHbIX
OOKYMEHTOB W COCTaBHbIX oOnpaBAaTesfibHbIX OOKYMEHTOB, OMOPMIEHHbLIX Ans
COTpyAHUKa, BbIOpaHHOro B paboyen obractu pasgerna 3a ykasaHHbIA Ha MaHenm
WMHCTPYMEHTOB Nepvoa Win BbiOpaHHbIn B paboyen obrnacty pasgena aeHb.

4. Bknagka 3afO0JKEHHOCTU COOEPXUT CBEAEHUMSI O TEKYLWX 3a40JDKEHHOCTSX
COTPYAHUKA C yKasaHueMm [aTbl U BEIMYMHbI HapylleHus. Ha Bkragke pearnmvsoBaHa
BO3MOXHOCTb CO3[laBaTb COCTaBHbIE OnpaBAaTesbHble JOKYMEHTbl 4515 JIMKBUaaLmm
3a0IPKEHHOCTEN.

5. MaHenb AONONHUTENbHBLIX AaHHBIX O NPOXOAax Yepes3 PerucTpypytoLLme NoMeLIeHUs
BbIOpPaAHHOrO COTPYAHMKA 3a YyKa3aHHblA Ha MNaHenM WHCTPYMEHTOB MNepuog Wm
BblOpaHHbIN AeHb. [NycTaa a4verka B ctonbue Bxoag wm Beixon otobpaxaeTcsa B
Cry4ae, ecrim KOfim4ecTBO BXOAOB M BbIXOAOB U3 PEMVCTPUPYIOLLENO MOMELLEHUS He
COOTBETCTBYIOT APYr APYry, 1 TpebyeTcsa KOppeKTUPOBKA AaHHbLIX O MPOXodaXx.
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6. [NaHenb OonoSHUTENbHBLIX OaHHBbIX O Mpoxodax MO3BOSIAeT BK0YaTb/BbIKOYaTb
cobbIT BxOoAa W Bbixoga And BblbpaHHOro B paboyen obractu pasgena
COTPYOHMKA 3a yKa3aHHbI Ha NaHen MHCTPYMEHTOB Nepuoa, UM BblOpaHHbIA AeHb.

Tonbko 3aperucTpupoBaHHble COGLITUA —NPU YCTaHOBKE praxka Ha
naHemm oTtobpaxalTcs CcobbiTUA, CBA3aHHble C MPOXOJamMu TOMbKO B
perucTpypylolme MoMeLeHs, Mo KOTOPbIM UM BeAETcs pacyéT oTpaboTaHHOro
BPEMEHM.

*¥ MpocmoTp BMAeEoO —KHOMKa MO3BOSKIEeT OTKPbITb OKHO BuaeoapxusB ans
npocmoTpa kagpoB C kamepbl CKY[, cBsA3aHHOW CO cuuTbiBaTENEM,
3aperucTpmpoBaBLLMM BbibpaHHOe cobbiTvEM.

5.2.1 OnpaBpaaTenbHble JOKYMEHTbI

Bknagka OnpaBaaTenbHble AOKYMEHTbI COAEPXUT MHpopmMaumio 06 opopMIeHHbIX 4ns
COTPYOHUKa MPOCTbIX WU COCTaBHbIX OnpaBAaTesflbHbIX OOKYMEHTax, UX HoMepe W Tune,
NPOAOSTKUTENBHOCTN OTCYTCTBUS COTPyAHUKa Ha pabovem mecTe, JaTe BBOAa OOKYMEHTa,
AaTe Hayarna v oKOH4YaHusa ero AencTBus:

i.‘.lnr.vnn.qrrrr'nl.'lur' OATECTH |].,-|'|1_|-|_.-|1;r|'||||-rr|.-| |

= e 1S
| EHY 1 pes=w | N " i : e BEO Fauzeg KimHy : L
[P i:‘-""tfl'““'“ TS LR L] s Mo T L T e Rt RS Nog Mcans
| 1 |
{Ly = 598597 35 W JoeMerT JobsanaeT Lo weazaots 1zzmie isi2zoc [
|] FEEAE 2 ﬁ' ﬂ}TTrﬁ. H* “IAHT R, LoD RR2005 ZRIATRE FRAFNR "
|'| JSidL i [loBswers EEanHl: 6 L R R e I I e T IS Il '&
|a FDE5D4 |34 &  EonsHaubeiiELY) 50005 12,2005 0LI22006 07122016 v

3Havok ¢ B cTonbue MoanucaHo ykasbiBaeT HA TO, YTO AaHHbIV NMPOXOA, UCMOSb3YyeTcs Npu
pacyeTe paboyero BpeMeHu coTpyaHuka. s CKMoYeHMst JOKYMEHTa 13 pacyeToB ABaxabl
HaXKMUTE NIeBOW KHOMKOM MbliLLM B cTor6Le MoAnMcaHo — 3HaYOK MPU 9TOM UBMEHWTCS Ha &
, I BbI30BUTE KOHTEKCTHOE MEHIO HaXkaTMeM NpaBOoW KHOMKON MblLLM.

3Hayok ¢ B cronbue Twun AOKYMeHTa ykasbiBaeT Ha TO, YTO BPEMS MO [AOKYMEHTY

pobasrnsieTca K paboyemMy BpemeHn coTpydHuka. 3Hauok & ykasbiBaeT Ha npocTon
onpaBaaTernbHbI JOKYMEHT.

Ha Bkragke OOCTynNHbl creayloume MUMHCTPYMEeHTbl ANd COo30aHnA U pedakTupoBaHUA
onpaBAaTtesibHbIX JOKYMEHTOB!

#1 106aBUTb — KHOMKa MO3BOMSIET OTKPbITb MaHenb BBOAA W PeaaKTVPOBaHMS
AaHHbIX Ans  ocopMreHnss nNpOCTOro onpaBAaTeNbHOrO JOKYMEHTa COTPYAHVKY,
BblOpaHHOMY B pabo4en obnactu pasgena;

N2 OoKyMeHTa AdaTta JoKyMeHTa

| o1.12.2016 ¥

TN OOKYMEHTa

|BonbHUUHBLI(B19) |
Hawano nepuwoga  Kodeu nepwoga MpoOCNKMTENBHOCTD

o1.12.2016 ¥| Jor.12.2016 ¥|  |00:00 —
CoXpaHUTb | OTMEHUTB |

* Ne fOKYMEeHTa;

41



PERCo0-SMO07 Pasgen «XXypHan oTpaboTaHHOro BpeMeHm»

¢ [lata AOKYMEHTa;

* Tun AOKYMeHTa;

* Hayano nepuoaa;

* KoHeu nepuoaa;

* [IpoAoOMKUTENbHOCTD.

abl U3MEHUTb — KHOMKa MO3BOSeT OTKPbITh MaHelnb BBOAA W pedaKkTUpOoBaHWs
onpaBAaTenbHOro AOKyMEHTa, BblAENEHHOro B paboyen 06ractv BKNagky;
= Ypanutb — KHOMKa No3BorndeT ygarmrtb NPOCTOM UM COTaBHOW onpaBAaTteSbHbIN

AOKYMEHT, BblAeneHHbI B paboyen obractv Bkrmagku. [Npu yoaneHue npowvcxogut
aBTOMATUYECKUIN NepecHET paboyero BpemMmeHn BbibpaHHOro COTpyaHMKa.

OdopmneHune NpocTbiX onpaBaaTesibHbIX JOKYMEHTOB

[ns odhopMneHrst onpaBaaTenbHOro AOKYMEHTa M3 CripaBOYHYKa:

1.

(S>3

Bbigermre B pabodeit obracTv pasgena COTpyOHVKa, KOTOPOMY HeoGxoaumo
ocbopmutb OOKYMeHT. [Npu aToM Ha Bkrnagke OnpaBaaTenbHblie AOKYMEHTbI
OyoeT BbiBEOEH CMMCOK MPOCTbIX WU COCTaBHbIX OnpaBAaTerbHbIX [OOKYMEHTOB,
OMOPMIEHHbIX COTPYAHUKY 3a Mepuod, YKasaHHblA Ha MNaHerm WHCTPYMEHTOB
pasgena.

. Haxwvure kHonky [lo6aBuUTHL ] OTkpoeTcs maHen BBOOA M pedakTUPOBaHUA
JaHHbIX;
M2 AOKYMEHTA OATA AOKYMEHTA
| |21.05.2013 |
T oKy MeHTa

| ¢ (KECNyebHan KoMaHAMDOEKA ;l

Hadano nepyoaa  KoHel nepioaa MpoACTAMTENEHOC T

|21.05.2013 »| |21.05.2013 ] o115 =

COXpaHMTbl DOTMEHMTE |

. Ha otkpbiBwelca naHerm B norne Ne pokymeHTa BBeaute npu HeobxoammocTu

HOMEP OOKYMEHTAa.

. B norne BBoga gatel [lata AOKYMEHTAa yKaXkute gaTy co3aaHust AOKYMEHTa.
. B Bbinapaowem crmcke Twun gokyMmeHTa Bbibepute, KakoW [OKYMEHT U3

cnpaBoyYHMKa Heobxoaymo O006aBuTb. 3HA4YOK « Yy HasBaHUs onpaBAaTerbHbIX
[OKYMEHTOB YyKa3blBaeT Ha TO, YTO Bpemsl Mo [AOKyMeHTy OymeT noGaBreHo K
paboyemy BpeMeHu.

lMpumeyvaHue:

[lo6aBneHne HOBbIX AOKYMEHTOB B CMPaBOYHWK U OOPMIEHNE [OOKYMEHTOB Ha
CBEepXypo4Hble OOCTYMNHO B pa3aene «OnpasdamesibHble OOKYMEeHMbI».

. Ecrm pokymeHT 00HOOHE8HbIlU, TO eCTb BBOOUMOE BPEMS OrpaHM4MBaeTCs OOHUM

AHEM, TO YKaXxuTe 3TO BPEMSI C MOMOLLb cyeTyka MpoaonXKuTenbHOCTb C
TOYHOCTbLIO 40 MUHYTbI. ECriv Bpemsi He yka3aHo, TO eCTb Ha cyeTymKe ykasaH «0», To
NPOOOITKUTENBHOCTLIO  OydeT cuuTatbcs Bpemsi paboTbl 3a BeCb [eHb B
COOTBETCTBUM C rpachukom paboTbl coTpyaHuka. B nomsix BeBoga gat Hauvano
nepuopa nKoHel nepuoaa ykaxure oavH U TOT e AeHb.
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7. Ecrm OKyMeHT MHO200HE8HbIU, TO €CTb BBOANUMOE BPEMSI OXBaTblBAE€T HECKOSIbKO
OHEN, TO yKaxute 9T0 BpeMs C NOMOLLbIO Mnosen BeBoga AaT Havyano nepuopa v
KoHeuy nepuopa. B atom criyqyae NMpoaomKuMTenbHOCTb He ykasblBaeTcs U
cuuTaeTca paBHOW BpeMeHn paboTbl COTPYAHUKA B COOTBETCTBMU C €ro rpadmkom
paboTbl 4N COOTBETCTBYIOLLENO OHA.

lMpumeyaHue:

Ana coTpyaHukoB ¢ rpadmkom pabotbl C ynpowéHHbIM pacyéTom Bceraa
Heobxoaumo ykasbiBaTb [MpoAONXKUTEeNbHOCTb, T.K. HOPMaTMBHOE BpeMS
paboTbl B TEYEHME OHA AN 3TOro Tvna rpaduKoB HE yKasbiBaeTCsl, a CYMTAeTCH Mo
npuCyTCTBMIO paboTHMKa Ha paboyem mecTe.

8. [Ina coxpaHeHns AOOKyMeHTa Haxmute KHOMKy CoxpaHuTb. [JokymeHT Oyaget
pobaBreH B CNMCOK AOKYMEHTOB AN BbleneHHoro B paboyen obractu pasgena
COTPYOHMKA.

9. Ins u3MeHeHuss OOKyMeHTa Bblgenmre ero Ha Bkragke OnpaBpaTenbHble
AOKYMEHTbI U Haxmute KHOMKy M3ameHunTb 28, OTkpoeTca naHen BBOAa U
penakTMpoBaHUs AaHHbIX.

10. MNMpun HeobxoammocTM oTpenakTupymte Tpebyemble onpaBaaTenbHble AOKYMEHThI.
[ns coxpaHeHusi NPou3BeaeHHbIX U3MEHEHUN HAXXMUTE KHOMKY COXpaHUTDb.

11. Ons ynaneHuss OOKYMeHTa BblAErmMTe ero M HaXuute KHOMKy YaanuTb 2. B
OTKPbIBLLEMCH OKHe noAaTBepxaeHus Haxvute [a. BbloeneHHsIn JOKyMeHT byaet
yoaneH 3 paboder obractn Bkragku, nepepacyétr pabouvero Bpemenun Oyoet
BbIMOSIHEH aBTOMAaTUYECKN.

12. Ecrm  HeoOxogumo pacnevatatb AdaHHble Ku3  paboden obractm  naHerm
AOMOSHUTESbHBIX AAaHHBIX O JOKYMEHTax, Bblaenmre B paboyen obnactm naHenm ogHy
13 CTPOK M HaXMUTe KHOMNKy PacneyaTaTb BbiGpaHHYl0 Tabnuuy S Ha naHenm
MHCTPYMEHTOB pasaerna. OTKpoeTcst OKHO NpeABapuUTeNibHOro NpocMoTpa.

5.2.2 3agonmxeHHOCTHU

Bkrnagka 3agormkeHHOCTU oOTobOpaxaeT 3a[oSPKeHHOCTM Mo pabovemy BpemeHu asis
BbIGpaHHOro COTpyaHVKa, AaTe Y BEMMYMHE HaPYLLEHNS:

OnNpaBaaTenkbHbIE AOKYMEHThl  33A0MHEHHOCTH

D | &
BenvuuHa HapyLweHWA Aata HapyLleHHs .
1p 00:02:43 [ZXZ %l
2 | 00:28:27 06.04.2017
3 | 00:20:48 07.04.2017
EN 00:51:58

Ha Bkragke 4OCTYMHbI CrieaytoLme UHCTPYMEHTbI:
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[1 CozpaHue OOKYMEHTOB Ha OCHOBE 3a[0fMKEHHOCTEeW — KHOMKa Mno3BosseT
co3gaTb COCTaBHOM onpaBAaTesibHbIA AOKYMEHT HA OCHOBE OOHOW UMM HECKOSTbKMX
3aporokeHHocTen. Cos3agaHHbI - onpaBAaTesbHbIA - AOKYMEHT oTobpasutca  Ha
Bknagke OnpaBpaTtesibHble JOKYMEHTDI.

& [Mevatb 3apgomkeHHocTen (Ctrl+Alt+P)—kHonka nossonsieT pacnevaTaThb
CBEeJEeHMA O TEKYLX 3a[0SPKEHHOCTAX COTPYAHMKA C yKasaHueM faTbl U BeSMYMHbI
HapyLLeHus
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OdopmMneHne cocTaBHbIX onpaBaaTesibHbIX JOKYMEHTOB Ha OCHOBEe

3a0/MKeHHOCTEen
[Ona co3gaHMa Ha OCHOBE TeKyuyX 3a[0JDKeHHOCTEM COCTaBHOrO OnpaBAaTerbHOro
OOKyMeHTa Heob6xoaumo:

1. Bbibepute coTpyaHuKa C 3a[O0JSPKEHHOCTbIO MO paboyemy BpemeHun B paboyen
obracTtb pasgena, ABaXabl KIMKHYB Mo HEMY NIEBOWN KHOMKOW Mbl LLIM.

2. Mepeiaute Ha BKNagky 3aA40fMKEHHOCTU U HaxmuTe Ha kHornky [0 CospaHue
OOKYMEHTOB Ha OCHoBe 3afoJnkeHHocTeun. OTKpoeTCca MaHesNb Co3gaHus
COCTaBHbIX OnpaBAaTesbHbIX AJOKYMEHTOB:

CINEARGAT BEHEE AOEYHERTE  JA00THEHROCTH |

Il =
Benmers Hapy werps Aate serpurssre =
1 l‘; HET SR
2 JnanEe 15042017
3 i & e I I s B
3 W -
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Ii [ HOKYHEHTOR M0
NoOPAAEDSoHY
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Aok b ¥ Eoen 0% ZANCNHEHOCTANK

|CT-'|'|-':{ HEDMIAHMBAEMEA B CODTISTCTEMH C 38H0HOM]D3 17 b | JOnHeIEOCTeR ToHED

{InaTh | ITHEHATE |
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3. lMpwn HeobxoaumocTu ykaxute Ne fOKyMeHTa.

4. YcraHoBkou priaxka CopTUpOBKa TUNOB AOKYMEHTOB MO NOPAAKOBOMY
HOMepYy YCTaHOBUTE MOPSAOK OTOBpakeHUs OOKYMEHTOB B BbiMaZalolEM CrvcKe
Tun goOKyMeHTa.

5. U3 Bbimagatowero cnmcka Tun poOKymeHTa Bbibepute TN co3gaBaemMoro
COCTaBHOro onpaBaaTeSlbHOro JOKYMEHTA.

6. BbibpaTb napameTpbl CO34aHMss HOBOrO AOKYMEHTA:

* Co3gaHve JOKYMEHTOB:
OHa OCHOBaHWU BCeX 3aA0JIKEHHOCTEeW — COCTaBHOM LOKYMEHT byaeT
C03[aH Ha OCHOBaHUMN BCEX MMEIOLLUXCS 3a0SPKEHHOCTEWN,
OHa OCHOBaHUWU OTMEYEHHbIX 3aA0JIKEHHOCTEW — COCTaBHOM
OOKYMEHT ByaeT co3faH Ha OCHOBaHWUM BblAeNeHHbIX 3a40/PKEHHOCTEN.
* CocTaBHOM AOKYMEHT:
o3anosfiHAeTcA 3aAO0JIKEHHOCTAMM TOYHO — COCTaBHOM [OOKYMEHT
OyneT co3gaBaTbCA HAa OCHOBE TOYHbIX 3HAYEHU 3240 TKEHHOCTEN,
o3anosfiHAeTCA 3aAO0JDKEHHOCTSAMU C OKpYrfieHueMm — COCTaBHOM
OOKyMeHT OyaeT co3fgaBaTbCA Ha OCHOBE 3aJ0JDKEHHOCTEN, KOTOpble
OKpyrrstoTCcA B OOSbLYIO  CTOPOHY COrMfiacHO  3ajaHHbIM  MpaBuniam
OKpyrneHus. 3agaTb nNpaBwWia OKPYIMeHMss MOXHO B obractn, KoTopas
aBTOMaTU4ECKN OTKpbiBaeTca npu Bblbope napameTtpa. 3anornHsaeTtca
3aJ0/PKEHHOCTSIMW C OKPYrIIEHMEM.
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7.

8.

Haxmute kHonky Cos3paTb. Ha ocHoBaHuM 3aporpkeHHocTel OynoeT cosgaH
COCTaBHOW onpaBAaTeNbHbI JOKYMEHT. 3aQ0/PKeHHOCTH, KOTopble B pesyrbTaTe
COCTaBINEHNS  [OKYMEHTa OblM  noraleHbl  MONHOCTbIO,  UcYesHyT. [ns
3a[0IDKEHHOCTEN, KOTOpble B pesyrbTaTe COCTaBlieHUs1  onpaBAaTenbHOro
[AOKYMeHTa Oblfi noralleHbl YaCTUYHO, UBMEHUTCS BENMYMHA HapYLLEHUS!.

lMpumeyaHue:

B cnyyae, ecrnn coctaBHOM OKYMEHT cOo3gaBarics € 3anoSfiHeHMeM 3a40SPKEHHOCTAMMN
TOYHO, WM 3aaHHble MpaBwWia OKPYINEHUsS He  MO3BOSIFT  OKPYrMTb
3a[0/PKEHHOCTK, TO Ha BKMagke 3afoOJMKEeHHOCTW  MOryT  ocTaTbCs
3a10/PKEHHOCTI, CyMMapHasi NPOAOIPKUTENBHOCTb KOTOPbIX MEHbLUE UMM HE MOXET
OblITb OKpyrneHa go 1 yaca wwm 1 paboyero OHs (B 3aBMCMMOCTM OT Tuna
onpaBAaTesbHOrO [AOKYMEHTA), a 3HauuT noracutb WX Ha [OaHHbIA  MOMEHT
HEBO3MOXKHO.

Ha Bknagke OnpaBpaTeNibHble AOKYMEHTbl MOSBUTCA HOBbLIA COCTaBHOM
onpasAaTerbHbI JOKYMEHT C 3afaHHbIMU NapaMmeTpamu:

CPARIATERHLE ZORYHETE | JanomeerHacTH |

B Lo
BryTipstinn b THil PR NpogoERATE LD dara :::;-n .;E;:mn MeanHzs=a
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27 12005 Tl
| D000 =
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® KHornka = B cTONoue BHYTPe@HHMW fOKYMEHT O3Ha4aeT, YTO 3TO COCTaBHOM
onpaBhaTernbHbI  JOKYMEHT. [na npocMoTpa 3aJ0SPKEHHOCTEN, KOTOpble
MOKPbIBAOTCA AaHHbIM COCTaBHbIM OnNpaBAaTeNbHLIM JOKYMEHTOM, HaXXMUTE
Ha KHOIMKY F.

® Ecnm JokymeHT co3gaéTtcs onepaTtopoM, umetoumm nornHomouve NMpaBo Ha
noaTBepxXxaeHue MCNnonb30oBaHuA npu pacuyéTe
onpaBAaaTenbHOro pAOKyMeHTa, To0 B cronbue [MoanucaHo
aBTOMATU4YECKN YCTaHABIMBAETCA 3HAYOK ', 4YTO 3HAYUT, YTO [AOKYMEHT
MoAnNucaH M UCMosb3yeTcsl B pacyeTax.

® Ecrm gokymeHT co3gaértca onepaTtopoM, He umerouwmm nornHomouve lMpaBo
Ha noaTBepxaeHue MCNoNnb30OBaHUA npu pacuyéTe
onpaBAaaTenbHOro pAOKyMeHTa, To0 B cronbue [MoanucaHo
aBTOMaTU4ECKN YCTaHaB/MBAETCA 3HaYOK & yto 3HauuT, yTO AOKYMEHT He
noanucaH U He UCMosb3yeTca B pacyéTax. M3MeHUTb 3TOT napameTp MoXeT
onepaTop, MMEIOLLMA YKa3aHHOE MOSTHOMOYME.
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5.3 OnucaHve noneun AaHHbIX XXypHana
Pabouas obrnacTtb pasgena CoaepXvT crieaytome nons AaHHbIX:
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Own6 kM — 3Haukom & B cTonBLE OTMEUEHbI AHW, A KOTOPbIX TPeByeTcs KOPPEKTUPOBKA
AaHHbIX 0 npoxodax. Ecrm ansa coTpyaHuka xoTs Obl OAWMH O€Hb U3 yKa3aHHOro Ha naHesnm
MHCTPYMEHTOB nepuoaa TpebyeT KOPPEKTUPOBKM AaHHbIX O npoxogax, To B ctpoke ¢ dNO
COTPpyOHMKA Tak ke OyaeT ycTaHoBrieH 3Hauyok . Ecrm B YCTAHOBMEH 3HA4YOK ¢, TO
KOppPEeKTUpOBKa He TpebyeTcs.

lNpumeyaHue:

Ecrm B pasgene «paghuk pabomsbi» monyna PERCo-SN01 «ba3oeoe MO» aons
rpadvka, no KoTopomy paboTaeT COTPyaAHVK, yCTaHOBMEH NnapameTp He yuntbiBaTb
ABOMWHbIE NpoXxoAabl, TO NpU perncTpauum nogpsg n Bxogos 1 3atem N BbIXOJo0B,
ana pacdétoB bepyTtca Hanbornee yaanéHHble Apyr oT gpyra Bxog W Bbixod. Ecrm
napameTp He yuntbiBaTb ABOMHbIE NpPOXOAbl He YCTAHOBIEH — AfA pacyéTa
BepyTcs brvbkanme apyr K opyry BXo4 v BbIXos,.

KoppekTupoBka AaHHbIX O MpOXodax MOXeT noTpeboBaTbCsl, eCrM KOMMYECTBO BXOAOB U
BbIXOAOB COTPYAHMKA U3 PErMCTPUPYIOLLErO NMOMELLEHUSI B TEYEHME CYTOK He COOTBETCTBYIOT
Apyr Opyry. Bo3HVWKHOBEHME TakoW cuTyaumMm BO3MOXHO, €ChvM COTPYOHVK Mpu Bxode Wi
BbIXO4e He MpeabsABWN WM NpeabsBun ABaxabl kapTy OocTyna. JTO He OTHOCUTCA K
COTpyaHuKam, BpeMsi paboTbl KOTOPbIX B COOTBETCTBMM C YCTAHOBJSIEHHLIM MM PaduKoM
paboTbl NpeaycMaTprBaeT Nepexos Ha Creaytoume CyTKu.

MpucyTcTBUE — BpEMS HaxOXOEHUs COTpyOHUKA Ha paboyem mMecme He3aBUCMMO OT
YCT@HOBIIEHHOrO AnA Hero epaguka pabomsbi. Ecrm gns rpaduka paboTbl COTpyAHUKA
yCTaHOBIEH (briaXkoK y napameTpa YYUTbiBaTb TOJIbKO NepBbIM BXO4 NOCNeAHUN
BbiXoA, TO B cTonbue GyaeT ykaszaHO Bpemsi Mexay nepBbiM BXOAOM B perucTpvpytoLLee
NoMeLLEeHWe 1 NoCIeAHNM BbIXOO40M M3 HErO 3a KaneHaapHbI AeHb.

PaGoyee Bpemsi —3apeructpypoBaHHoOe BpPEMS, B TeYEHMe KOTOPOro COTPYOHVK
Haxoaurca Ha paboyem mMecme COrfiaCHO YCTAHOBIIEHHOIO AN Hero epagbuka pabomsi v

BbIMNOJIHAIT CBOU TPYOOBbIE 0bsa3aHHOCTW.
lMpumeyvaHue:

Ecrm B BbiOpaHHOM nepvoge cywectBoBan Pabo4ymn BbixogaHou u [laTta
nepeHoca, To Pabouyee Bpema Oyaer paccuutbiBaTbCs TOSMbKO MOCHe
hakTndeckoro HacTynneHus aTon [laTtbl nepeHoca.

OTcyTcTBME — BpeEMS, B TEYEHNE KOTOPOro COTPYAHWK OTCYTCTBOBAs Ha paboyemM mecTte B
HapyLLleHe YCTaHOBMEHHOrO And Hero epaghuka pabomel. Ha BpemMs OTCYTCTBMSA OOJSDKHbI
ObITb OPOpMIiEHbl oripasdameribHble OOKYMEHMbI.
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PaboTta HOuYbI —Bpemsi, MNpOBeAEHHOE COTPyAHUMKOM Ha paboyem wmecme, B
COOTBETCTBUM C YCTAHOBIEHHbIM AN Hero egpacgukom pabombl B nNepuvon BpPEMEHM,
CUYUTAOLLUNCS HOYHBLIM.

lMpumeyvaHue:

Mepvoabl BEYEPHErO U HOYHOIO BpEMeEHM paboTbl yCTaHaBfwMBalOTCA B pasgene
«pagpuk pabombi» mopyna PERCo-SN01 «Ba3oeoe [10» Ha Bkragke
MpasgHuy4Hble gHW. o ymMOrHaHMO AN BEYEpHEro BPEMEHWN YCTaHOBIEH
npomexyTok ¢ 20 4o 22 yacos, And HOYHOro — ¢ 22 40 6 Yacos.

Mepepa6GoTka —Bpemsi, MNpoBedeHHOE COTPYOHMKOM Ha paboyemM Mecme, BHE

o0bs13ameribHo20 epemMeHuU pa6omb/, npesBblliaoluEee HOPpMYy pa6oqeao gpemMeHU W«
pa3pelleHHbIX NepepbiBOB 3a AEHb.

BanaHc pabo4yero BpeMeHu — pasH/La Mexay epemMeHeM rpucymcmaeus n pabounum
BPEMEHEM, KOTOpoe O0STkeH Obin Obl oTpaboTaTb COTPYAHUK B COOTBETCTBMM C rpaddUKOM
paboTbl.

3a[0MKEeHHOCTb — 3a0/PKEHHOCTb COTPYAHMKA Mo paboyeMy BpeMeHM.

5.4 NMpocmoTp XypHana

[na otobpaxeHus xypHana paboyero BpeMeHn COTPYAHMKOB OL4HOro U3 nogpasaerneHun 3a
onpeaernexHsIn nepuoa;

1. Haxmute kHOnKky BblOOp nopapaspeneHus ® ha nanerm WMHCTPYMEHTOB
pasgena u  ykaxute nogpasgenenve. BoibpanHHoe nogpasgeneHne  6yger
oTobpakaTbCa cnpaBa OT KHomnku. B paboyen obnactu pasgena 6yoet npeacrasrieH
CMNCOK COTPYAHUKOB BbIGPaHHOro nogpasaeneHms.

2. YKaxuTe Hadario M KOHel nepuoga npocMoTpa >XypHara paboyero BpeEMeEHU C
NMOMOLLLI0 NOSEN BBOAA AAT HA MaHEeNM MHCTPYMEHTOB pasaerna.

3. Haxmute kHonky OGHOBUTbL AaHHblIe ¥ Ha MNaHerM WHCTPYMEHTOB pasgena.
[aHHble xypHana 6yayt otobpaxeHbl B paboyen obrnactu pasgena. Ona Kaxagoro
COTPyAHUKA OaHHble MpeacTaBfieHbl B BWAE BbiNagarolero cCnvcka no AHAM B
npeaenax ykasaHHoro nepuoga. [ns packpbiTUsi CIUCKa HAXXMUTE Ha 3HA4YOK = CrieBa
oT cTpoku ¢ PUO coTpyaHuka.

4. [Ina OTKpbITUS NaHenem [OOMNOSHUTESNbHBbIX AaHHbIX O MNpoXodax W OOKyMeHTax
ABaXabl HAXXMUTE NIEBOW KHOMKOW MbILLM B CTPOKE C AaHHbIMM COTPYAHMKA B paboyen
obracTtu pasgena.

5. B cnyyae Heo6xoaMmMOoCTM Npom3BeaUTE KOPPEKTUPOBKY AaHHbIX O NPOXOAaX.

6. B cnydyae HeobxoamMmocTn obGaBbTE WM U3MEHUTE OnpaBaaTeSlbHbIE JOKYMEHTHI.

7. lna npocmoTpa napamMeTpoB rpaduka paboTbl COTPyAHMKA M €ro pacnucaHvs
paboTbl BblaermTe B paboyen obractvu pasgena HyXHbl A€Hb U HaXXMUTE KHOMKY
Mpacdpuk paboTbl (2 Ha naHerm MHCTPYMEHTOB pasaerna. OTKpoeTCa OKHO rpadouk
paboTbl.

8. Bbigermte B pabouen obractu pasgena OAHOrO WM HECKOSbKUX COTPYAHMKOB,
AaHHblE XypHana Ons KOTOPbIX HeobGXoaMMO COXpaHUTb B doaine 3reKTPOHHbIX
Tabmmu um pacnevyataTtb. Ecrm He GyaeT BblAeNEH HXN OAVH COTPYOHVK, TO AAHHble
OyoyT coOxpaHeHbl WM pacrnedataHbl O BCEX COTPYOHWKOB BblOpaHHOro
noapasgeneHus.

9. Ecrm Heobxooumo coxpaHuTb AaHHble XXypHara u3 pabodyen obrnactu pasgena B
chalirie aneKTPOHHbLIX TabrmLl, TO HaXXMUTE CTPErKy crpaBa OT KHOMKM KcnopT 2=
Ha MaHerm MHCTPYMEHTOB pasaerna. B oTkpbiBLEMCA MeH0 BbiGepute dopmaTt A
COXpaHeHus.

* JkcnopT B Excel;
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e JkcnopT B OpenOffice Calc.
10. Ecrm Heobxoammo pacnedataTb OaHHble XypHana u3 paboden obrnactu pasgerna,
HaxvmuTe kHonky PacneuyataTe BbIGpaHHyw Ta6bnuuy € Ha naHemm
MHCTPYMEHTOB pa3sgena. OTKkpoeTcsa OKHO NpeaBapUTENBHOrO NPOCMOTPa.

5.5 KoppekTnpoBka cnmcka cobbITMM npoxoaa

[ns KOpPPEeKTMPOBKM CnMCKa MPOXOO0B COTPYOHMKA B peructpupyroume mnomeLeHus,
MCMOoSb3yeMblX Npu pacyeTe paboyero BpeMeHu:
1. B pabouyen obrnactn pasgena HaxXmMuTe Ha 3HAYOK ® CrieBa OT CTPOKU C AaHHbIMMU
COTPYAHWKA, OS5 KOTOPOro HEOBXOAMMO CKOPPEKTMPOBATL AaHHbIE O NPOXoaax.
2. B Bbinagatoem cnvcke BblaenmMre AeHb A1 KOPPEKTUPOBKN AAHHBbIX O Mpoxoaax.
Ha naHerm ponorHuTemnbHbIX AdaHHbIX OygeT BbiBEAEH CNMCOK MpOXOAoB  3a
yKa3aHHbIN OEHb.
3. Ha naHenn KoppeKTUpOBKM JaHHbIX O MPOX0OAaX UCKIIOUYUTE HEKOPPEKTHbIE MPOXOabl.
[na atoro B ctonbue YyacTtByeT B pacyeTax ABaxdbl HAXXMUTE EeBON KHOMKOW
MbiLm B cToribue MoanucaHo (3Hayok npu 3ToM mamenutcst Ha &) urm Bbi3oBwTE
KOHTEKCTHOE MEHIO HaXkaTueM NpPaBon KHOMKOW Mbl L.

lMpumeyaHue:

HauvHas ¢ Bepcum PERCO0-S-20 3.9.6.5 nepepacyéT Ha Kaxgoe OTKYeHue/
BKIOYEHME CcOObITMA MPOX0o4a aBTOMAaTUYECKM HE MPOM3BOAUTCSA, B CBSI3M C TEM, YTO
nosiBUnacb KHormka wHoueuayanbHoro nepecyéta lMepecuntatb coTpyaHuka (Alt
+C), 4TO No3BONAET MNPOM3BECTM OAHOKPATHbLIM MepepacyéT Yxe rnocre Bcex
Heo6X0aMMbIX OTKITHOYEHUIA/BKIMIOYEHUN.

4. Ecrm 4Mcno BXOA4OB U BbIXOLOB 3a A€Hb COOTBETCTBYIOT APYr ApYrY, TO AeHb Oyaet
OTMeuYeH B cTosibue OwmnbKmn paboyen o6racTy 3HaYKOM « .

5. Takum >xe obBpa3oM CKOppeKkTUpyuTe AdaHHble O Mpoxodax Ana ApYyrux OHen B
BbINAAAOLLEM CMMCKE, OTMEYEHHbIX 3HAaYkoM . MMocre 3Toro Ans COTpyAHUKa
3HA4YoK B CTPOKE C JAaHHLIMWN COTPYAHUKA UBMEHUTCA Ha + .

6. Ha naHemm nHCTpymeHTOB pasgerna Haxmute KHonky OGHOBUTb AaHHble ¥ 4
nepecyeTa [AdaHHbIX XypHana. [ononHutenbHble naHerm OyayT 3akpbiTbl, BCe
BblNagatouyie Cnmckun 6yayt CBEPHYTHI.

7. Ecrm  HeoOxogumo pacnevyatatb [gaHHble K3  pabouven obractu  naHemnm
AOMNONHUTENbHBIX AaHHBIX O NPOoXoAax, Bblaenmre B paboyern ob6ractn naHem ogHy u3
CTPOK U HaxMuTe KHormky PacneyaTtaTe BbiGpaHHyl0 Tabnuuy € Ha naHemm
WMHCTpPYMeHTOB pa3sgerna. OTKpoeTcs OKHO NpeaBapuUTesribHOro NpocMoTpa.
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