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PyKO BOACTBO MnoJib3oBaTtesd

1 BBeneHue

[aHHoe «PykoeoOcmeo rosnib3ogamerisi» (panee — pykosodcmeo) COAEPXUT onucaHue
rpadouyeckoro nHTepdpenca nonb3oBaTens 1 NocreaoBaTeNbHOCTM 4ENCTBUA Npu paboTe ¢
pasgenamuy, BXxogdumMu B Mogynb pacumpenua ceteBoro 10 PERCo-SM04
«YnpaeneHue docmyrnom».

[aHHoe pyKkoBOACTBO [OOJDKHO  MCMOSb30BaTbCA COBMECTHO C  «PykogsoOcmeom
rnonb3oeamersisiy Ha mogyrm PERCo-SN01 «ba3oeoe MO» n PERCo-SM03 «bropo
MpomnycKoey.

PykoBoACTBO paccumTtaHo Ha nosb3oBarerns, obragatowero 6a3oBbiMy HaBbikamu paboTbl C
NPUIoXeHNs MU B cpefe onepaumnoHHbIX cuctem cemenctea Microsoft Windows.
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2 Pasgen «BpemMeHHble 30HbI»

2.1 Ha3HauyeHue

Pasnen «BpeMeHHble 30HbI» nNpefHasHadYeH A co3daHus M pedakTypoBaHus
KpUTEpUEB A0CTyNa Nno BPEMEHU TUNa 8PEMEHHasi 30Ha.

BpemMeHHasi 30Ha — KpUTEpPUA [OCTyna MO BPEMEHW, COMNACHO KOTOPOMY AOCTyn
paspelleH B yKkasaHHble WHTepBasibl BPEMEHVM B Mpederiax KaneHgapHbiX CyTOK
eXxeHeBHO, HE3aBNCUMO OT OHSA Hedenm U KaneHgapsi NpasaHuyHbIX gHel. MoxeT BbiTb
yKa3aHo [0 YeTblpeX BPEMEHHbIX MHTEPBArioB C TOYHOCTbI OO0 MuHyTbl. Ha 6ase
BPEMEHHbIX 30H CTPOSATCA BCE OCTarkbHble KpUTEPUM AOCTYNa NO BPEMEHM.

Mpumep:

Heobxoaumo obecneuntb 4OCTYN COTPYAHWKOB Ha TEPPUTOPUIO NpeanpuaTna B pabouve
[HW, C BO3MOXHOCTbI0 BbixoAa B 06eeHHbIN NepepbIB.

Bpewms pabotbl: ¢ 9:00 go 17:45.

O6epeHHbIn nepepsbiB: ¢ 13:30 go 14:15.

Bo3amoxHOCTb npuxoda paHblLe 1 yxoaa nodxe Ha 1 yac.

Honyctumoe onosaaHue (B TOM yucre, ¢ obena): 10 MuHyT.

HeobxoamMmo co3gatb BpeMEHHYH 30Hy, CoOAepXKallyto TPy BpeMeHHbIX MHTepBana: Ans
BXO4a Ha TEPPUTOPMIO MPeAnpuATUS B Havane pabodero aHs, ans ceBoboaHoro npoxoda
B TeYyeHve o6eeHHOro nepepbiBa 1 AN BbiIXo[a B KOHLE paboyero aHs:

BpemeHHas 30Ha

BpemeHH
ble
? Bpewmsa MpumeyvaHue
MHTepBan
bl
8:00 — Bxog. YuTeHa BO3MOXHOCTb Mpoxoda B Te4YeHue 4vaca
1 9:00 9_10 A0 Havana pabo4vero AHA M BO3MOXHOCTb Mpoxoga C
' onosaanvem 8o 10 MuHyT
o 13:30 — 13:30 — O6epn. YuTeHa BO3MOXHOCTb MPOXo4a C ono3gaHvem Ao
14:25 14:25 10 MUHYT
. 17:45 — Bbixoa. YuTeHa BO3MOXHOCTb NMpoxoda B TEYEHne vaca
3 17:45 )
18:45 nocre okoH4YaHus paboyero gHA

Hawano KaoHew

ND 1 03:00 09:10
N2 2 13:30 14:25
N2 3 17:45 158:45
N2 g (00:00 00:00
N2 5 00:00 00:00

Ha ocHoBaHuM BpeMeHHOM 30Hbl MOXET OblTb CO3[1aH KpUTEPUIA AOCTYNa TUNa HeAerbHbIN
rpadvk ons yyeta BbIXOoAHbIX U NPa3OHNYHbIX AHEN. B 9ToM criyyae Ana BbIXoOHbIX AHEN B
HacTpoKKax KpUTepwsi 4OCTyrNa HEOGXOAMMO YCTaHOBUTL BPEMEHHYHO 30HY «Huko20a».
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lMpumeyaHue:

[Ona koHTpomnepa peructpaumm PERCo-CR01 LICON ecTb BO3MOXHOCTb
oToOpaxeHuss npegynpexaeHuss Ha KK B cryyae HapylweHusi COTpyaHvKamum
rpaduka pabotbl. [Ansa 3Toro HeobxoaMmo co3gaTh ChneumanbHble KpUTepum
AOCTyna No BpeMeHW, COoTBETCTBYOLME rpadukam paboTbl COTPYAHMKOB (@ He
WHTEpPBaram BPEMEHW, B TEYEHME KOTOPbIX OCTYN Yepe3 KOHTPOSTIEP paspeLLEH).
OcTtanbHble KpUTEPUM KOHTPOSst OOCTyrna MO BPEMEHM TaKkKe [OOJDKHbI
co3faBaTbCsa crneuvarnbHO Ha OCHOBaHWMM ChneumarnbHO CO3AaHHbIX BPEMEHHbIX
30H.

Hanpumep, Ona npvBeOEeHHOrO Bbile MpUMepa BpPEMEHHbIE UWHTEpBarbl
co3gaBaeMon Ans KOHTposviepa peructpauum BPEMEHHOW 30Hbl BbIrSgAT
crnegytowpm obpasom:

Ha4ano KoHew

No 1 09:00 13:30
ND 2 14:15 17:45
ND 3 00:00 00:00
NS4 |00:00 00:00

Ans OoTKMoYeHuss yHKLUMM KOHTPOMS MO BPEMEHM KOHTposviepa pervcrpauum
UCnosb3yntTe BPEeMEeHHylo 30Hy «Hukoz20a», B 3TOM crydae npeaynpexaeHve
oTobpaxaTtbca He byaerT.

2.2 OCHOBHbIE NOHATUA

KoHTpomrepbl cuctembl NOAAepXVBaOT (PYHKUMIO KOHTPONs AoCTyrna no BpemMeHu. To
€CTb MpX HarMuMn y NpeabsBrEeHHOM KapTbl HEOOXOAMMbBIX MpaB [OCTyrNa KOHTPOSUviep
MOXeT paspeuwmTb, paspewmTb C npeaynpexgeHeM wm  3anpeTutb AO0CTyn, B
3aBUCMMOCTM OT TeKylWero BpeMeHu W aHa  Hegerun. Peledve  npvHMMaeTcs
KOHTPOITIEPOM aBTOMAaTUYECKM Ha OCHOBAHWWM YCTAHOBSIEHHONO AN NpegbABrEHHON
KapTbl KpUTEPUst 4OCTyNa Nno BpeMeHW.

HacTpowku koHTposriepa no3BosisitoT BbibpaTb cnocob 3aumTbl (MSekul wm XXecmkud)
NPy HapylweHun Kputepus [OCTyna Mo BPEMEHM B 3aBUCUMOCTU OT  KaTeropum
nonb3oBaTens (COTPYOHWK, MOCeTUTeNb, TPAaHCMOPTHOE CPencTB) U YCTAHOBJIEHHOMO
pexuma paboTbl KoHTposiepa («KoHmponb», « CogewaHue», « OxpaHa»).

Kputepum goctyna no BpeMeHn J0SPkHbl CO34aBaTbCsl HA OCHOBaHUM rpadhmkoB paboThbl
COTPYOHVKOB MNPeanpusiTUsi, pacnucaHus npuema rnocetutenen u nepenBuwkeHms
TPaHCNOPTHBLIX CPeacTB. JTO Heobxoaumo nand obecneyeHus AoCTyna Mo KapTam
nonb3oBaTernen B paboyee BpeMsa n BGrokMpoBaHust AocTyna B Hepaboyee Bpems. [pu
9TOM KpUTEPUM AOCTYNa AO0SPKHbI Y4UTbIBATh NPasaHnYHbIE 1 NpeanpasgHUYHbie OHN.

Kputepuin JOCTyna no BpeMeHn yCTaHaBMBaEeTCH B NapamMeTpax JOCTyNa KaXKaon KapTbl
ANd BXOAHbIX U BbIXOOHbIX CYMTbIBATENEN KOHTPOSUiepoB, obecneunBatouyx AOCTyn Ha
npeanpuaTve, Npu 3TOM KapTe AOPKHbl ObiTb OnpederneHbl npaBa AOCTYNa Ha 3TU
KOHTpOIIiepbl.

B cucteme npegycmoTpeHa BO3MOXHOCTb 3a4aHus YeTblpex TUMOB KpUTepueB AOCTyna
No BpeMeHM:

* BpeMeHHasl 30Ha — KpUTEpPWA JOCTyrna Mo BPEMEHW, COrMacHo KOTOPOMY [OCTYyM
paspelleH B YkasaHHble WHTEpBarnbl BPEMEHVM B MNpederiax KaneHgapHbiX CyTOK
€XXe[JHEBHO, He3aBMCUMO OT OHSA HEAENM U KaneHaapsi npasfgHudHbIX aHen. MoxeT
ObiTb yKa3aHO [0 YeTblpeX BPEMEHHbIX MHTEPBASIOB C TOYHOCTbIO A0 MUHYThI. Ha
6a3e BpeMeHHbIX 30H CTPOSITCS BCE OCTallbHble KpUTEPUM JOCTYNa MO BPEMEHW.
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* HedenbHbIli 2paghuk — KPUTEPUIA [OCTyNa MO BPEMEHM, COMNACHO KOTOPOMY
AOCTYN OCYLECTBMSETCA B COOTBETCTBMM C YCTAHOBJSIEHHOW AN TEKyLero AHA
HeJernM BPeMeHHOW 30HOW. B npasgHuyHble [OHW, OTMEYeHHble B KarneHgape
NpasgHUYHbIX OHEW, LOCTYN OCYLWECTBISETCA B COOTBETCTBUM C BPEMEHHbIMU
30HaMW, YCTaHOBSIEHHbIMW A4S NPa3AHNKOB AaHHOIo TuNna.

* CKkonb3s7Wyull MOCYMOYHbIU 2paghuK — KpUTEPUN JOCTYNA MO BPEMEHW, COrfacHO
KOTOPOMY [AOCTYyN OCYLWECTBSIIETCHA B COOTBETCTBMM C BPEMEHHOW 30HOW,
YCTaHOBIIEHHOM OS5 TEKyLLero AHA rpadovka. Kpurtepun He 3aBUCUT OT TEKYLLEro OHA
HeLem 1 He ydiTbiBaeT npasgHvdHbie OHWM. MakcvmanbHas npogoStKUTENbHOCTD
rpaduka coctasnseT 30 cytok. [HM rpaduka OTCUMTBIBAKOTCS OT YyKasaHHOW B
napameTpax rpaduka gathbl, Nocrie Yero LUKIMYeCcKn noBTopsaeTCs.

* CKonb3siwull noHedesNbHbIlU 2paghuKk — KpUTEPUA OOCTyna Mo BPEMEHW,
COrfiacHO KOTOPOMY [AOCTYN OCYLWECTBISAETCA B COOTBETCTBUM C HeAeSlbHbIM
rpaduKoM, yCTaHOBIEHHbIM 419 TEKYLEeN Heaernu. B oHW, oTMeYeHHble B KaneHaape
NpasgHMYHbIX HEW, AOCTYN OCYLLECTBAETCH B COOTBETCTBMM C BPEMEHHOM 30HOW,
YCTAHOBMIEHHOW AN npasgHvMka [aHHOro Tuna B HedernbHOM  rpadovke,
COOTBETCTBYIOLLEM TeKyLLeW Heferne. MakcumansHas NpogoSTkKUTENbHOCTL rpadouka
coctaBrgeTr 54 Heperm. Heperm rpaduka OTCUMTBIBAKOTCA OT yKasaHHOW B
napameTpax rpadvka gatbl, Nocre Yero LMKIM4ecKkm NoBTOPSEeTCA.

MoxeT ObITb co3gaHo go 255 KputepueB OO0CTYrNa Kaxgoro tuna. Bce Kputepun OOCTyna
COXpPaHAKTCA B SHepFOHe3aBMCMMOIZ namMATUN KaXXgoro KOHTposepa CUCTEMbI.

2.3 DYHKUUA KOHTPONSA AOCTyna no BpeMeHwU

= AKTMBM3auUuA (*)yHKLlMM KOHTpoOJiIA AOCTynNna no BpeMeHu

AKTMBM3aUMA PYHKLMM KOHTPOSSE JOCTYNa Mo BPEMEHWN OCYLLECTBIIIETCS HE3aBUCUMO
AN Kaxgoro KoHTposriepa. [4ns akTveusauum yHKUUK:

1. MNepengute B pa3sgerne «KoHguaypamop» v Bbigermte B paboyen obrnactu
pasgena OavH M3 pecypcoB KoHTposriepa CuuTbiBaTesNb, B HanpaBreHW/
KOTOpPOro Heo6xoaAMMO akTUBM3MPOBaTb OYHKLIMIO KOHTPOSIA MO BPEMEHW.

2. Ha Bkragke NMapameTpbl BbIAENEHHOIO pecypca Bblibepute B 3aBUCMMOCTH
OT KaTeropuv nosib3oBaTesnien u pexuma paboTbl KOHTposriepa cnocob 3aumThbl.
Ona aTtoro yctraHoBute pana napametpa KoHTponb BpemMeHuM AnA
naeHTupunkatopos COTPYOAHUKOB/ MOCETUTENEN ogHo us3
3HaYeHWN:

®* HeT — KOHTPOMb AOCTYNa No BPEMEHN B JAHHOM HanpaBrfieHW OTKITOYEH.

* MArk1Mn — npy HapyLweHu yCTaHOBIIEHHOIO AN NpeabABIIEHHON KapTbl
KpuTepusa 4OCTyna no BPEMEHM KOHTPOSIEpP pas3pewmTt JocTyn, Ho OyaeT
3aperucTpmpoBaHo coObITUE >XypHarioB MOHUTOPWHIa U pernctpauum o
npeabABIieHNs KapTbl C HAPYLLEHNEM BPEMEHW.

®* XXeCTKMW —Npy HapylleHUM YCTaHOBJSIEHHOTO AN NpeabsBrEHHOM
KapTbl KpUTEpua OOCTyrna Mo BPEMEHVM KOHTPOSUiep 3anpetut AOCTYm.
Byoet 3apeructpupoBaHo coOObITME >KypHarioB  MOHWUTOpPWHra U
perucTpaumm o 3anpeTte NPoxo4a B CBA3N C HAPYLLEHNEM BPEMEHW.

3. AKTMBM3UPYUTE QOYHKLMIO KOHTPOMA MO BPEMEeHVM AN NPOTMBOMOSIOXHOMO
HanpasrieHVs U NPy HEOBXOAUMOCTM ANA APYrMX KOHTPOSIepoB, Ao6aBreHHbIX
B KOH(Mrypauuo CUCTEMBI.

4. Haxmute kHonky MepepaTb M3MeHeHHble napamMeTpbl & Ha maHerm
WHCTPYMEHTOB pasferna Ofi COXPaHEeHUS BHECEHHbIX W3MEHEHUM B NamMaTu
KOHTposrepa.



PykoBoacTBO nosnb3oBaTend

MooBepXeHHOCTb KapTbl AOCTYNa KOHTPOMO MO BpeMeHn u Bbibop Kputepus
KOHTpONA 3ajaeTca B napameTpax AOCTyna AN Kaxaow KapTtbl. V3meHeHwe
napameTpoB [OCTyna BO3MOXHO MOCMe YCTAHOBKM MOAYNS pacLMpeHUsi CEeTeBOro
MO PERCo-SM03 «Bropo npornyckoe» W CO3daHus HeobXoauMbIX KpUTEpPUEB
AOCTyna B COOTBETCTBYIOLLMX pasaernax Moayns.

N3meHeHne napameTpoB OOCTyna 4epe3 Kaxabli KOHTpOsmiep B COOTBETCTBUM C
BblaHHbIMUW NMPaBaMn A4OCTyNa AN KAapT COTPYAHVKOB, NMOCETUTENEN UK CITyXKEOHbIX
TPaHCMOPTHBLIX CPEACTB OCYLLECTBIIIETCS B COOTBETCTBYIOLMX pasaernax «fJocmyn
compyOHukoe», «ocmyn nocemumeneti» mogyns PERCo-SM03 «bropo
nponyckoe» n «ATI1: TpaHcnopmHbie cpedcmea» moaynsa PERCo-SM17 «ATI».

= UameHeHuUe napameTpoB AoCTyna KapThbl

[ns nsmeHeHVsa napameTpoB JOCTYNa KapThbl:
1. Boligermte B paboyen obrnactu Bkragkm NomeweHnsa v yctponuctBa (a5
CnykebHbiX  TpaHcmopTHbiX cpeacte  [lpaBa pgoctyna) oOavH  u3
KOHTPOJIIEPOB, Ha KOTOPbIV kKapTe 6blfM BblAaHbl NpaBa AocTyna:

Mewasmain A FoTEOVETRE

- i
"-Cf\-b-'r."ui.___l.:._u_
MoFEL/m-a A FTpoicTaE JeeiHTa OT NeaEHn #2pT (Anapass) B
".lﬂ" DnsCTyn FEADD =l W e T e e T DO i TR ™ Ot Tl Tl ST )
H rocceisa
B Hiemporeep CL15 (LT 1R L LS, T i
W Heenpoonep mess W 130.1,023.07) Tiil naeaa Fibiha i ADCTYA
] .--.';'-i‘.-u‘i-:h::‘:.-.-.‘_;h cgerkso et TVENT P b The i L L |
: T =iy ik "o Oiyeias™ @ “Husi TG T T O O Tl T S0k
. ! P L e e el e i -
Tl P 70 g I T T
THO Ngeaa T i B AT
THO R oo M DT 0 e B L =]
LT Crrrmsm T B T PR 3T ST TPT COOD g 1 Sl

2. Ha naHerm MapameTpbl gocTtyna Bbibepute Ana Kaxgoro HanpaerieHusa C
NOMOLLBIO BbINadawLwero cniucka BpeMeHHOW KpuTepunl Tun Kputepus
[0CTyna no BpeMeHM:

* BpeMeHHbI€e 30HbI;

* HepgenbHble rpacdpuku;

e CKkonb3swWwme NoCcyToUYHble rpadukum;

* CKonb3sauwmne noHeaenbHble rpacduku.

3. C nomoubto BbiNagalwoLwWwero Cnucka C HasBaHWeM Tuna Kputepusa ocTyna rno
BpeMeHM Bblbepute O4vH U3 CO3AaHHbIX paHee Kputepres.

lpumeyaHue:

. [Mo ymorHaHuo KOHTPOSb MO BPeMEeHU Ans UOEHTUUKATOPOB OTKITOYEH, TO
€CTb YCTaHOBIIEHa BpeMeHHas 3oHa «Bceaday.

4. MNpousBeante HeobxoOMMble M3MEHEHUst MapaMeTpoB AocTyma  Ans
NPOTUBOMOSIOXKHOIO HaMpPaBlEHNS U APYrOro KOHTPOIUEpPOB B COOTBETCTBUM C
BblAaHHbIMW NpaBamMu.
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5. Haxwure kHonky Mepepava npaB gocrtyna % Ha naHerm VHCTPYMEHTOB
COOTBETCTBYIOLLErO pasfdena Ans nepefaydn M3MEeHeHHbIX MpaB [OocTyna B
KOHTPOIepbI.

2.4 Pabouyee okHO pa3gena

Paboyee okHO pasgeria coaepXxur crieayroupe 3rieMeHTbI.
Hpessemme samb e

Eﬂ | B B | aE % TH-"—:]- . EpHeHHEE: HTEpRANR]
I Fassaae i Onatanne | - e : Im:‘ﬁ:“mm I'l:aﬂesp:ﬂ':rﬁai'rm
| ahaiii D2 LG5y 1 L1
{Be=maa Betna i l__|'|.l:l‘1.::e. w1
ih-'ri.l:ll od Hirknioa P m %10 :
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|Boererras sors W9 13 - ; o =
iﬁml.w-'-:i o N3 e R D fla Ae
I-F_f LIRS T ﬁ'ﬂﬂ'ﬂ: g (B neli fn] [ e | I|'|_I-_| fAa
AT e E T eme = i r -
bt LICON Dwic [P 5 o000 L= Her da
{15 et corp. 244 TH PR N |':|'.:.'I.'I £l 3
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1. lNMaHernb MHCTPYMEHTOB pa3saena:
3] AI3MeHUTb Ha3BaHue/onucaHue (Ctrl+E)— kHornka no3BondeT OTKPbITb
OKHO BpemeHHasi 30Ha AN M3MEHEHWs Ha3BaHWA W OMUCAHUS BPEMEHHOM
30Hbl, BblAENEHHOW B paboyein obrnactun pasgena:

BpemeHHan 3oHa

CTapoe HazEaHWe
BpeMeHHanA zoHa N2 13

HoBoe HaszsaHue

ObbIYHBI

OnucaHue

Odud

KonupoBaTtb uHTepBanbl (Ctrl+C)— kHonka no3BonseT ckonvpoBaTb B
Oycdep obmeHa BpeMeHHble MHTEPBAsbl, YCTAHOBIIEHHbIE A1 BPEMEHHOW 30HbI,
BblAeNieHHoM B paboyen obnactu pasgena.

[ 3ameHnTbL MHTepBanbl Ha MHTepBanbl U3 Konuu (Ctrl+V)— kHonka
Mo3BOSIAET YCTAHOBUTL A BPEMEHHOWN 30HbI, BblAENEHHOM B paboyen obractu
pasgerna, BpeMeHHble uHTepBarsbl u3 bydepa obmeHa. KHomka AoCTynHa TOSMbKO
nocre KOMnMpOBaHWMS WHTEPBasioB C MNomowptko kHormkn KonupoBaTb

MHTepBanbl .

OTMeHa
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2.5

& Mevatb (Ctrl+P) — kHoMKa MO3BOSIIET OTKPbITb CMUCOK BPEMEHHbIX 30H C
yKasaHneM BPEMEHHbIX MHTEPBAroB B OKHE MpeaBapuUTefibHOro nNpocmMoTpa asis
nocriefyroLemn neyaTu.

3% 9kcnopt B Excel (Ctrl+Y)—«kHonka no3BoOnseT COXPaHUTb  CMIMCOK
BPEMEHHbIX 30H C YyKasaHMeM BpPEMEHHbIX WHTepBarioB B danne ¢
pacuwvpeHremM . x1 s B popmaTe anekTpoHHbIx Tabmuuy MS Office Excel.

a3 .

= Okcnopt B OpenOffice Calc —kHONka nNO3BONAET COXPaHWUTb CMAUCOK
BPEMEHHbIX 30H C YKasaHMeM BpPEMEHHbIX WHTEpBarioB B dane ¢
pacumpeHem . ods B dpopmaTte anekTpoHHbIX Tabmmy OpenOffice Calc.

Z NepepaTb BpemeHHble Kputepumn (Ctrl+H) —kHomka nosBorsieT
nepenatb BPEMEHHbIE 30Hbl B KOHTPOIIEPDI.

2. Paboyasa obractb pasgernia CoOepXXUT CNCOK n3 255 BpeMeHHbIX 30H. CuHuMm

LUBETOM TeKCTa BbIAENATCA BPEMEHHble 30Hbl, napameTpbl KOTOPbIX Oblnn
M3MEHeHbI, HO He NepefaHbl B KOHTPOsIiepbl. XKemTbiM LIBETOM CTPOKU BblAeNseTca
BPEMEHHAs 30Ha, BPEMEHHble MWHTepBasibl KOTOPOW CKOMMpoBaHbl B Oydep
obmeHa. lpu nepsom 3anycke pasgena B paboyen obractm HacTpoeHbl AOBe
BPEMEHHble 30Hbl: «Bcezlda» (mocTyn paspeleH B moboe Bpemsi CYTOK) U
«Hukozda» (pocTyn 3anpeLeH). 3TN BpeMeHHbIe 30Hbl He MOTYT 6biTb N3MEHEHDI.

MaHen> BpeMeHHble MHTepBanbl COOEPXUT CNUCOK U3 YeTbipex UHTEpPBaroB
BPEMEHW, YCTAHOBIEHHbIX ANA BPEMEHHOM 30HbI, BblAeneHHoM B paboyen obnactu
pasgena. KHomnka = B CTpOKe MHTepBarsa no3BosiseT U3MEHUTb ero rpaHuLbl.

HacTtponka BpeMeHHOMN 30HbI

[na HacTpPOVKU BPEMEHHOM 30HbI:

1. Bbligermre B paboyen obrnactu pasaena oaHy U3 HEUCMOSb3yEMbIX BPEMEHHbBIX 30H.
2. Haxmute  kHOomky WM3MeHUTb Ha3BaHue/onucaHue 2.  Ha naHerm

MHCTPYMeHTOB pasaena. OTkpoeTcs okHO BpeMeHHas 30Ha:

BpemeHHan 3oHa

CTapoe HazEaHWe
BpeMeHHaA zoHa N2 13

Hoeoe HaszBaHKe

OBbIYHBLIA

OnKCcEHKE

Odud
Onera

3. B OTKpbIBLLEMCA OKHE B COOTBETCTBYWOUWWME MNOJIA BBeOgUTE HOBOE Ha3BaHUE

BPEMEHHON 30HbI U Mpu HeobxoammocTn onucanve. Haxmure kHonky OK. OkHo
BpemeHHasa 30Ha GyaeT 3akpbITo.
Ha naHerm BpeMeHHble MHTepBanbl yKaxure A5 BPeMEHHOW 30Hbl FpaHuULbl

BPEMEHHbIX MHTEPBAIOB UM CKOMMPYINTE BPEMEHHbIE MHTEpBarbl U3 APYroi 30Hsbl,

UCMNOJIb3yA KHOMKA KonupoBaTb MHTepBanbl n 3aMeHUTb MHTEepBalbl
Ha MUHTepBalnbl N3 KONMNUHU @ Ha naHeJs M MHCTPYMEHTOB pas3feria.

. Ana YCTAHOBKUM TpaHUL, BpEeMEHHOIo MHTEpBaJia HaXMUTE KHOIMKY B CTpOKe C

MHTEPBAJioOM. OTKpOGTCFI OKHO Bpe MEeHHOM MHTEepBan.:
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BpemeHHol nHTEpEAN ot

Hauano K.oHey
[ e

Orrena

6. B OoTKpbIBLLEMCHA OKHE C NMOMOLLBIO noren BBoda Bpemenn Ha4vano v KoHeu
ycTaHoBuTE rpaHuubl uHTepBana. Haxmvute kHornky OK. OkHO BpemeHHOWM
MHTepBan OygeT 3akpbiTo. Ha naHerm BpemMeHHble UWHTepBanbl 458
uHTepBarna OyayT yCTaHOBIEHbI YKa3aHHbIe rpaHuLbI:

7. YKaxuTe rpaHuLbl ApYriX BPEMEHHbIX MHTEPBasioB.

lpumeyvaHue:
BpemeHHble nHTepBarbl He JOSTKHBI NepekpbiBaTh APYr Apyra.

8. Haxmutre kHonky CoxpaHUTb Ha naHermM UWHCTpyMeHToB  «KOHcosu
ynpaesneHus» 0l CoxpaHeHusi smeHenus B B[] cuctemsl.

9. Haxmute «kHorky MepepaTb BPEeMeHHble KPUTEPUM ¥ Ha naHemm
WMHCTPYMEHTOB pasgenia ans nepefadn BHECEHHbIX M3MEHEHWA B KOHTPOIUEpbI
CUCTEMI.

2.6 KonupoBaHue uHTepBanos

[na konupoBaHns BpeMEHHbIX MHTEPBASIOB:

1. Boigerute B paboyen ob6ractv pasgena BpeEMEHHYH0 30HY, BPEMEHHbIE MHTEPBaSbI
KOTOpon ByayT ncrnosib30BaHbl B KadecTse obpasLa npu KonMpoBaHum.

2. Haxvute kHonky KonupoBaTb UWHTepBanbl Ha MaHerm WHCTPYMEHTOB
pasgena.

3. Boigermre B paboyen obractv pasgena BPEMEHHY 30Hy, OSi  KOTOpPOW
KOMMPYOTCA BpeEMEHHble MHTepBasbl. CTpoka C BPEMEHHOW 30HOW, M3 KOTOPOW
KOMMpoBarmcb MHTepBarbl, OyaeT BblAerneHa XesmrbiM LBETOM.

4. Haxmure KHOMKY 3aMeHUTb MHTEepBanbl Ha MHTepBanbl U3 konuun B Ha
naHernm MHCTPYMEHTOB pasfera.

5. BpemeHHble uHTepBanbl U3 BPEMEHHOM 30Hbl, KOTOpad Wchnofb3oBaracb B
KayecTtBe obpasua, 6yayT ckonMpoBaHbl A9 yKa3aHHOMW 30HbI.

6. Haxmute kHonky CoXxpaHUTb Ha NaHerm  MHCTpymeHtoB  «KoHconu
ynpaesieHuss» 0l COXpaHeHusi usmeHeHun B b1 cuctembl.

7. Haxvute «kHornky [lMepepaTb BpeMeHHble KpUTepuu Y ha naHerm
WHCTPYMEHTOB pasgerna And nepefayn BHECEHHbIX M3MEHEHUA B KOHTpOIsUiepbl
CUCTEMBI.

10



PykoBoacTBO nosnb3oBaTend

3 Paspen «HepenbHble rpadnkn»

3.1 Ha3HauyeHue

Pasgen «HedesnbHble 2pachuku» npefHasHayeH Ond CO3haHust U pedakTUpoBaHus
KpuTepueB AOOCTyrNa Mo BpPeMeHu Tuna HeodesibHbIU 2pachuk W yKasaHus Ond Kakooro
HeAeNbHOro rpadouka BpeMeHHbIX 30H A1 8 TMNoB npasgHvKoB. Kputepum co3gatoTcs Ha
OCHOBE BpEeMEHHbIX 30H, CO31aHHbIX B pa3ferne «BpeMeHHbIe 30HbI».

HedenbHbil epaghuk — KpUTepyin 4OCTyna MO BPEMEHW, COrfacHO KOTOPOMY AOCTyr
OCYLLECTBSIIETCA B COOTBETCTBMM C YCTAHOBIIEHHOW A1 TEKylWero [OHS Heagenm
BPEMEHHOWN 30HOW. B npasgHudHbie OHWM, OTMEYEHHbIE B KaneHgape npasgHuYHbIX OHEWN,
AOCTYN OCYLLECTBISAETCA B COOTBETCTBUM C BPEMEHHOM 30HOW, YCTAHOBIIEHHOW [OJ15
npasgHMKOB AAHHOIO TUNa.

Mpumep:

Heobxoaymo obecneuntb JOCTYN COTPYAHUKOB HA TEPPUTOPUIO NpeanpuaTusa B pabouve
OHW Helerm 1 3anpeTuTb B BbIXOOHbIE. Takke HEOOXO4MMO Yy4eCTb, YTO JOCTYN 3anpeLleH
B Npa3gHuYHbIe OHM 1-rO Tuna 1 orpaHuYeH B NpeanpasgHUYHble gHW 2-70 Tyna.

Heobxoanmo npeaBaputenibHO CO34aTh KpUTEPUM OCTYNA MO BPEMEHU TUNa 8peMeHHast
30Ha Ana pabounx gHen (Hanpumep, «O6bIYHbIG») W NS NPas3gHUKOB 2-ro0 Tuna
(Hanpumep, « ObbIYHbIU COKp.»). Ana 3anpeTta JoCcTyna B BbIXOAHbIE OHW U NpasgHukn 1-
ro Tvna uUcrosib3yem BpeMEHHYI0 30Hy «Hukoada:

LeHs BpemeHHan zoHa | OnKcaHKe &
MoHeAENBHUE, OfbIHHBIA Qe
BTopHMK OBkMHHBIA Odmc
Cpena OBBHHEIA Qe
YeTESpr OBEIHHEIA Odmc
MATHKLA ORLIMHENA Odhuc
CybboTa Hukorna Hukoraa
BockpeceHbe Hukorna Hukorna
MpazaHKE Tina 1 Hukoroa Hukorna
Mpa3aHWK TinNa 2 OBBIMHBIA CoKp, 241 TN
MpazaHuK THNa 3 Hukoraa Hukoraa
MpazaHuk Tvna 4 Hukoraa Hukoraa
MpazaoHKK THNa 5 Hukoroa Hukorna
MpazgHuE THNa & Hukorna Hukorna
MpazaH|E THNa 7 Hukoroa Hukorna
MNpasaHuK Tina & Hukoraa

| v
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3.2 Pabouee okHO pa3pgena

Pabo4yee okHO pasgena coaepXxuit crieayroupe 3yieMeHTbI.

Al |Gy P 'I oo LTS Epaai-as 191 fod T
. 1z R
Ha tsarpe [Fe e Foren Payueneacaicn. | 4 || IHELEMMG: TR TY e
Supmma | IS [ MY Tirfwic

| oo vm sa e 1 [ia | Comam DEer =g b

Pl fagm 0 (o e T 1- 1z | SETH OSEr-HoN T

E-ﬂ-’-- 7 da | Toemeum [ a7 {ejnac

fHrm a s R fameorea “teworas

. o I— e

EE:-..- L LIS s 4 13 | Tl dppemes T 1 e e,

| Capmna 3 s |Toeanws s 2 Do el oo 26T

E.:T,.,.,,,,,M e — G 1z | To@1mmes Tena 3 Filoroa +oras

[ 1 1a | s g Teana 4 L Sl dad

| e W T m ila | pasn-ms mana 5 Freoras Tearaa

[oades N0 L 1 2 | Teeime TN 5 FFDrLe ora

| - | FTEna AL ool 7 by he R E

|Bzron 155 W5 w |

I ".E_ 7 :I I Tena B Hmorea “aenraa

| focmim SUERERAA - rpadwnn 1-33

1. MNaHenb MHCTPYMEHTOB pa3sgerna:

g,
|00 - oan 103 RL?_,.-'

b N3mMeHUTbL HasBaHue/onucaHue (Ctrl+E)— kHornka rnosBonsieT OTKPbITb
OkHO HepenbHbIN rpaduKk Ons9 M3MEHEeHUs Ha3BaHUs U OnucaHua rpaduka
A0CTyNa, BblAeneHHoro B paboyen obrnactu pasgena:

HegeneHell rpadumk

CTapoe H3zEaHWe
Mpadmk M2 10

HoBoe HasBaHWe

OB bIYHBIN

OnK1caHke

Odnd
Ornera

KonunpoBatb gHu (Ctrl+C)—kHonka nossosnsieT ckonupoBaTb B 6ydep
obmeHa BpEMEHHbIE 30Hbl, YCTAHOBSfIEHHbIE And [HeW rpaduka [ocTyna,
BblerieHHoro B paboyen obnactu pasgena.

2 3amMeHUTbL AHM Ha AHU M3 KONuM (Ctrl+V)—kHonka nossonset
YyCTaHOBUTb AN AHeW rpaduka AocTyna, BblgernieHHoro B pabouen obractu
pasfgerna, BpeMeHHble 30Hbl U3 Bydpepa obmeHa. KHomka JOCTynHa TOMbKO mnocre
KOMMPOBAaHMA BPEMEHHbIX 30H C MoMoLLpIo kHornkn KonupoBaTbe aHmn B,

& MevaTb (Ctrl+P) — kHOoNKa NO3BONAET OTKPbITb CMMCOK rpadnKkoB AOCTyNa C
yKasaHneM BPEMEHHbIX 30H U BPEMEHHbIX MHTEPBASiOB AJ19 KaXOoro uM3 OHen B
OKHe NpeaBapuUTeNbHOro NPOCMOTPa 4S9 NOCreayoLen neyaTu.

3% Qkcnopt B Excel (Ctrl+Y)—kHonka mO3BOMSIET COXPaHUTL  CMIMCOK
rpachvKoB OOCTyna C yKaszaHneM BPEMEHHbIX 30H U BPEMEHHbIX MHTEPBAIOB )14
Kaxxgoro m3 gHen B paurie C pacumpeHveM .x1ls B popmMaTe SneKTPOHHbIX
Tabrmy MS Office Excel.

12
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= Jkcnopt B OpenOffice Calc —kHonMka NO3BONSET COXPaHUTb CMUCOK
rpacpvKoB OOCTyna C yKaszaHneM BPEMEHHbIX 30H M BPEMEHHbIX MHTEPBAsioB A1
Kaxxgoro m3 gHen B panrnie € pacumpenveM .ods B popmaTe SneKTPOHHbIX
Tabmmu OpenOffice Calc.

g Nepepatb BpemeHHble Kputepuu (Ctrl+H)—kHonka nos3sonser
nepegaTb rpadvkm 4ocTyna B KOHTPOISIEpPbI.

2. Pabouasa obnacTb pasgerna comoepXut cnmcok m3 255 HepernbHbiX rpadukos
poctyna. CvHMM LIBETOM TeKCTa BbIOENATCA U3MEHEHHble rpaduku AoCTyna, He
nepefaHHble B KOHTPOSUiepbl. XKemnmbiM LBETOM CTPOKU BblaenseTcs rpaduk
A0CTyNa, BPEMEHHbIE 30HbI AHEN KOTOPOro ckonupoBaHbl B Bydep obmeHa. lMNpu
nepBOM 3anycke pasgerna B paboyern obrnactn HaCTpoeHbl ABa rpaduka: «Jocmyn
paspeweH» (0N BCex AHeN rpadmka ycTaHOBEHa BpeMeHHas 30Ha «Bceaday) n
«[Jocmyn 3anpeweH» (Ons BCeX OHEN rpadmka ycTaHOBfEHa BpPEMEHHasi 30Ha
«Hukozda»). 3Tv rpadukm 4oCTyna He MOryT OblTb U3MEHEHDI.

3. lNMaHerns OHM rpadumkKka no3BOSSET YCTAaHOBUTbL SI HederbHOro rpaduka
AOCTyna, BblAENEHHOro B paboyen obrnactu pasgena, BPEMEHHbIE 30HbI AS11 CEMMN
AHEN Hegerm 1 BOCbMU TUMOB Npa3gHUKOB. KHomnka [l B KOHLE CTPOKM KaXaoro OHs
packpbiBaeT CNMCOK ASi1 BblOOpa HeobGXxo4uMmMONM BPEMEHHOM 30Hbl M3 paHee
CO3AaHHbIX B pa3aerne «BpeMeHHbIe 30HbI».

3.3 HacTtpouka HegenbHoro rpacpuka

[ns HacTpOViKN HeaernbHOro rpadouka gocTyna:
1. Boligermte B pabouen obractv pasgerna oavH U3 HeuCrnosb3yeMblX HeOelbHbIX
rpacukos.
2. Haxvmute kHonky W3MeHUTb Ha3BaHue/onucaHwue 2%  Ha  naHerm
MHCTpYMeHTOB pa3sgerna. OTkpoeTcst okHo HepenbHbIN rpaduk:

HegeneHeli rpadme

CTapoe HazEaHWe
Mpadmk N2 10

Hoeoe HasBaHue

ObbIYHBLIA

OnKcaHKe

Odud
OTnera

3. B oTkpbiBLIEMCSI OKHE B COOTBETCTBYIOLWE MOSi BBEOUTE HOBOE Ha3BaHWe
HeAenbHoro rpaduka u npu HeobxogmmocTn onucanme. Haxmure kHonky OK. OkHO
HepenbHbin rpacduk OygeT 3akpbIToO.

4. [Ina atoro e HepernbHoro rpadgwka (oH OygeT BblgerieH B paboyen obractu
pasgena) Ha naHerm AHU rpaduka ykaxure BpeMeHHble 30Hbl S KaXaoro u3
AHen. inm ckonupymTe BpeMeHHbIe 30Hbl U3 ApYroro HedernbHoro rpaduka.

5. [na Bbibopa BpeMeHHOM 30Hbl Ha naHerm [JHu rpaduka HaxXmuTe KHOMKY i B
CTPOKEe OAHOro u3 aHen. B packpbiBLIEMCS cnucke Bbibepute OOHY U3 BPEMEHHbIX
30H, CO3aaHHbIX B pasaene «BpeMeHHbIe 30HbI».

13
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LeHb BpemeHHan 3oHa | Onvcadme ™
MoHe AENEHMK EdHukoraa
BTOpHHMK N21 Bcerna P
Epess HE% gmmrna LICOM
23 CTaHaapTHaA
HeTnepr MN24 BpemeHHan zoHa N2 13
MATHWLA M25 BpemeHHan soHa N2 14
CyBhoTa M5 CBbMHBNA
BockpeceHee MN27 ObbuHBNIA LICOM
M8 ObbHHBNIA CoKp.
MpazaHuK TMNa 1 -
B MN29 OxpaHa 1-4 AeHb
MpazaHK THNa 2 N210 OxpaHa 244 AeHk
MpasAHAK THNa 3 M211 CTaHaapTHaA
MpazaHuk Tuna 4 NZ212 Xo3. cnyxba
MpasaHIK THNE 5 M213 Xo3. cnyxba LICOMN
m 6 N214 1-7 cMeHa
PEZAHWK THNS N215 2-7 cMeHa W
MpasaHuE THNa 7
MpazaHWE THNa 8 Hukoraa Hukoraa
| | v

6. BbibpaHHas BpemMeHHasi 30Ha GyayT ycTaHOBrEHa A4S yKa3aHHOMo AHS.
7. YKaxuTe BpeMeHHble 30Hbl AA APYrvX AHEN HeAenbHOro rpadvka:

JeHs BpemeHHan soHa | OnucaHue
MoHeaENBHIK - Ddwac
BTopHMK OBBMHBIA Cdc
Cpena OBBMHBIA Cdhc
YeTeEpr OBBMHBIA Odhmc
MATHWALA OBEMHEI Odc
CybboTa Hukorna Hukoraa
BockpeceHee Hukorna Hukorpoa
MpazaHWE TMNa 1 Hukoraa Hukorna
MpazaHuK Tina 2 OBBMHBIA COKP. 241 TN
MpaszaHvE TiNa 3 Hukoraa Hukoraa
MpazaHuik THNa 4 Hukoraa Hukoraa
MpazaHuK TMNa 5 Hukoraa Hukoraa
MpaszaHKE THNE & Hukorna Hukorna
MpazaHyE TMNa 7 Hukoraa Hukorna
MpaszaHKiE THNa 8 Hukoraa Hukorna

|08:00 -09:10 13:30 - 14:25 1]

8. Haxmute kHonky CoXxpaHUTb Ha NaHerm  uMHCTpymeHtoB  «KoHcosnu
ynpassieHus» Ana coxpaHenus nameHeHui B b1 cuctemsl.
9. Haxmute «kHonky [llepepaTb BpeMeHHble KpuUtTepuu Y ha naverm

MHCTPYMEHTOB pasgeria And nepegadvyyM BHECEHHbIX M3MEHEHN B KOHTpOJU1epbl
CUCTEMBbI.
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3.4

KOnMpOBaHMe BPeMEeHHbIX 30H

s KOnmMpoBaHUA BpeMeHHbIX 30H:

15

1.

W N

Boigermre B pabouen obnactn pasgena HegernbHbI rpaduk, BPEMEHHbIE 30Hbl,
YCTaHOBIEHHbIE ANA AHEW KoToporo, 6yayT mcnonb3oBaHbl B KayecTBe obpasua
Npv KOMMPOBaHWW.

. Haxkmute kHonky KonunpoBaTb AHMU Ha NaHes M MHCTPYMEHTOB pasgerna.
. Boigermre B pabouen obractun pasgena HegenbHbi rpadvk, AN AHEW KOTOPOro

KOMUPYKOTCA BPEMEHHbIE 30HbI. CTpOKa C HeaelJibHbIM Fpa(*)I/IKOM, M3 KOTOpPOro
KOnnpoBarnuncb 30HblI, 6yﬂ,eT BblAereHa XeJmrbiM LIBETOM.

. Haxxmute KHOMMKY 3aMeHUTb [OHM Ha AOHW u3 KOI'IVII/IE Ha nMaHemm

VHCTPYMEHTOB paszera.

. BpemeHHble 30HbI 13 HefenbHOro rpadouka, KOTopbl UCMOSb30Barcs B KavyecTse

obpasua, 6yayT CKOMMPOBaHbI A COOTBETCTBYIOLLMX AHEN YKa3aHHOro rpaduka.

. Haxxmurte KHOIMKY C OXPaHUTDb Ha naHesm  MHCTPYMEHTOB «KoHconu

ynpassieHus» Ons coxpaHeHnus nameHeHust B bl cuctemel.

.Haxmute kHorky MMepenaTb BpeMeHHbIe KpUTepuUM ¥ Ha naHerm

VHCTPYMEHTOB pasferna A/ nepefayn BHECEHHbIX M3MEHEHWA B KOHTPOSUTIEPHI
CUCTEMBI.
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4 Pasgen «Tunbl npasgHMKOB»

4.1 Ha3HauyeHue

Pasgen «Tunbl npa30HUKOB» TNpedHa3HayYeH aO5a Cco3haHuMs U peaakTMpOoBaHUs
KaneHOaps rnpa3o0HUYHbIX OHeld. [na KaXxgoro npasaHuka ykasblBaeTcs ero Tun.

KaneHOapb npa30HU4YHbIXx OHel — CMUCOK NPa3aHUYHbIX OHENW, B KOTOPble YCTaHOBIEH
0COobbIV pexvm OoCTyna No BPEMEHW, OTIIMYHbIA OT YCTAHOBIIEHHOIO KpUTEpms 4OCTYyrna Mo
BpemeHn. [lopaepxvBaeTcss TOMbKO KPUTEPUSAMM Tuna HedelbHble rpadvkm u
CKOMb3siLyie MoHeaernbHble rpadukn. ECTb BO3MOXHOCTb 3afaTb 8 TMMOB NpasgHUKOB.
BpeMeHHble 30HblI O TUMNOB MNPAa3fdHMKOB YKasbiBAlOTCA HE3aBMUCMMO AN KaXKdoro
HeaenbHoro rpadvka B pasgene «HedesnbHble 2paghuku.

4.2 PaGo4yee OKHO pa3gena
Pabouasn obrnacTtb pasgena cocTouT 13 ABYX OKOH:TeKywum rog n Cneagyrowmm roa,.
lpumeyvaHue:
OkHo CnepyrowimMm rog OOCTYMHO NPU MUCMOSb30BAHMM KOHTPOSIIEPOB AOCTyna
CT/L04 Bepcumn 2.

B okHe Tekywmum rop oTtobpaxaeTcsa KasieHOapb rnpa30HUYHbIX OHeU [Nt TEKywero
roga. B okHe Cnepyrowmn ropn otobpaxatoTcs KasieHOapb rpa30HUYHbIX OHel Ans
cregytowero roga. OkHo Cneayrowmin roa no3sossieT 3apaHee onpeaermtb AHW, B
KOTOpble HeOOBXOOMMO YCTaHOBWUTL OCOOLIM pexvm [OCTyna Mo BPEMEHW, YTO O4YeHb
yno6Ho, Hanpumep, B nepvog nepea HoBorogHuMm npasgHukamm. OKHO UMeeT:

TeryIHA o sy P -
L |
EEEET A0 N 2w E| @K F ’s
Nata Tiw v dHHe i Nata | Tiedl | [E TR T S | i
11 1swen 1 Hiv=rd oa-ame Ka-amy s 1 1w 1 HOBD! NOFHE Haid Ik
I 2mpm 1 Homoroo-ame ssawynm PR C 1 HoEnroorHe Kasnsyme
|3 Jarm 1 [omoros-m KEEH N 1 ige 1 HeERrnaFEE HERHY IR
|+ dam L Homoroo-#92 KE-R# N z 4ae 1 HOEOTDOFHE KAFHYRE]
e 7amm L FaMaccTea 3 .:' 1 Poos0ecTon
_E- b ke A | Dot FaaATHEG O rHACTRS I
.T ; S el | AL Y HAAILI B HEA00E s =
1B '1pan 1 ety S=c-a1 11 1pvOs
[% 9 1 Usrs Cofzae E:D ‘@ =
{30 12wt 1 ek Pocoad b
A 4 roe 1 e oo areres EQEHCTRA
{82 31 gk | Homor oS i Kaaad M 1]

Maggepreanastea Tonen Keerpaanepake CTAL0S nepeoun 2

1. MNaHenb MHCTPYMEHTOB pasgerna:
4] Ho6aButb (Ctrl+N) — KHOMKa MO3BOSIIET OTKPbITb OKHO HoBbIN
npasaHUYHbIN AeHb 4719 3a4aHNS HOBOrO NpasgHvKa.
bl U3meHnTb (Ctrl+E)—kKHomnka no3BOMAeT OTKPbiTb OKHO W3meHeHwue
npasaHMYHOrO AHA AN9 U3BMEHEHMS Ha3BaHWA, TUNa UM ONUCaHWA NpasaHvka,
BbleneHHoro B paboyen obrnactu pasgena.
slYpanutb (Ctrl+D) — kHonka noO3BONAET yAanuTb NMpasgHvK, BblAENEHHbLIA B
paboyein obrnacTtn pasgena.
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& Nevatb (Ctrl+P)—kHOoMKa MO3BONIET OTKPbITb CAUCOK MNPAa3fgHMKOB C
yKaszaHnem TWUMOB W OMUCaHMEM B OKHE MpeABapuUTesibHOro nNpocMmoTpa asis
nocrenyloLen neyaTu.

3% 9kcnopt B Excel (Ctrl+Y)—«kHonka no3BoOnseT COXPaHUTb  CMIMCOK
NpasgHMKOB C yKa3aHWEM TWUMOB M OMNMUCaHVWEM B paire C pacumpeHvem .x1ls B
dopmaTe anekTpoHHbIX Tabrmuy MS Office Excel.

= dkcnopt B OpenOffice Calc —kHoMka MO3BONSIET COXPaHUTL CMMCOK
NpPasgHMKOB C yKa3aHWEM TWUMOB M OMNMUCaHWEM B (paire C pacumpeHvem .ods B
dopmaTe anekTpoHHbIX Tabrmy, OpenOffice Calc.

Z MNepepaTb BpeMeHHble KpUTepUM (Ctrl+H) — kHonka nosBonseT
nepegaTb CNMCOK NPa3gHUKOB B KOHTPOSTIEPDI.

2. Pabo4yasa obrnactb pasgena CoaepXXUT CMUCOK MpasdHuMdHbIX AHeW. [Mpyn nepBom
3anycke pasgena B pabouen obrnactm okHa TeKywMmn rop COLEPXKUTCA CMMCOK

rocydapCTBEHHbIX Mpas3gHMKOB Ha Tekyumn rog. KHorkm b Ho6aButb
BblAENEeHHbIN " bb HNo6aBuTb BCe MO3BOMAIT NEPEHOCUTb MpasaHUYHbIE OHM
13 okHa Tekywmm rog B okHo Cneaylowmmn roa.
4.3 [Job6aBneHue n N3MeHeHue NpasgHUYHOro OHA
HNo6aBneHne HOBOro npasaHuKa

[na po6aBreHns HOBOro NpasaHvKa BbINOMHWTE crieaytowme OeNCTBUA:
1. Haxmute kHornky [lo6aBuTb ¥ Ha naHerm MHCTPYMEHTOB pasgena. OTtkpoeTtcs
OKHO HOBbIN Npa3aHUYHbIN OEHb:

Hoewlf npasgHuYHeld geHe

Nara 30 gekabpa [+

Tun 241 THn e

OnncaHme MNpenHoBorogHWA AeHb

2. B oTKpbiBLEMCS OKHE B obriactn BBoAa [laTa yKaxute OeHb roga, Ha KOTOpbIn
Ha3HayeH NpasgHuK.

3. C nomoup Bbinagawwero cnmcka Twun Bbibepute oAMH M3 BOCbMM TUMOB
npasgHNKOB.

4. MNpn HeobxogmoCcT BBeAUTE  OOMOSHUTENBbHYHO  MHOpMauMio B none
OnucaHwue.

5. Haxwvute kHonky OK. OkHo HoBbIW npa3gHUYHbIW AeHb OyaeT 3akpbiTo.
Mpa3aHuk nosisutca B paboyen obrnacty pasgena.

MN3meHeHusA npasgHukKa

A5 IBMeHeHus NpasgHyKa BbINOSHWUTE criedytoume AencTBuS:

1. Bbigermre ero B paGoyert obriacTv pasgena u Haxmute KHonky M3aMeHuTb 3L Ha
naHernm MHCTpyMeHToB pa3sgera. OTkpoeTcs okHO U3MeHeHune npa3gHUYHOro
AHA:
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PERCo0-SM04 Paszgen «Tunbl NpasgHUKOB»

zmeHeHne npasgHAYHOro 4HA

DNata |E nexabpas [

Tun 241 Tin w

OnncaHne MpeaHoBorogHWA OeHb

2. B OTKpbIBLLEMCSA OKHE M3MEHUTE faTy, TN WK ONUCaHWe NpasgHvka U HaXmute
kHonky OK. OkHo U3MeHeHMe npa3aHMUYHOro AHA OyaeT 3aKkpbITo.

3. na yoaneHuna npasgHuka Bblaernmte ero B paboyern obractv pasgerna u Haxuure
kHorky YAanuTb =l Ha maHery WHCTPYMEHTOB pasfena. B OTKpbIBLUEMCS OKHe
noarsepxxaenusa Haxmute [la. MNpasgHuk Oyaet yoaneH.

4. Haxmute kHonky CoOXpaHUTb Ha naHerm WHCTpyMeHTOoB  «KoHcosu
ynpaesieHuss» 0l COXpaHeHusi usmeHenus B B[] cuctemsl.

5. Haxmute «kHorky MepepsaTb BPEeMeHHble KpPUTEpUM ¥ Ha naHemm
VHCTPYMEHTOB pasfena O/ nepefayn BHECEHHbIX M3MEHEHWA B KOHTPOSTIEPHI
CUCTEMBI.
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5 Paspgen «Ckonb3silme nocyTouHble rpaduku»

5.1 Ha3HauyeHue

Pasgen «Ckonb3siujue nocymoyYHble 2pachuku» npefHasHadeH AN CcOo3[aHua U
pefakTUpOBaHUA KpUTEpUEB [OOCTyNa Mo BPEeMEHU Tura CKOb3AWUl rnocymoYHbIU
epaguk. Kputepum co3galoTCad Ha OCHOBE BPEMEHHbIX 30H, CO3[aHHbIX B pasgerne
«BpeMeHHbIe 30HbI».

CKonb3siwul nocymoYHbIlU 2paghuK — KpUTEpUn [OCTyna Mo BPEMEHM, COrfacHoO
KOTOPOMY JOCTYIN OCYLLECTBIIAETCA B COOTBETCTBMM C BPEMEHHOW 30HOW, YCTAHOBJSIEHHOMN
ANs Tekywero aHa rpadouvka. Kputepun He 3aBUCUT OT TEKYLWEero OHA Heferm U He
YYUTbIBAET Npa3gHuYHble OHW. MakcumarnbHas NpoaoIPKUTENbHOCTE rpadouka cocTaBnseT
30 cytok. [IHM rpaduka OTCUUTLIBAKOTCA OT yKa3aHHOM B MapameTpax rpaduka gatbl,
Mocrie Yero LUMKIM4eCcKn noBTopsaeTCs.

Mpumep:

Ha npegnpusaTtim paboTHUKKM CryxObl OXpaHbl paboTatoT Nno rpadouky CyTKn Yepes ABOoe.
Bpems gexypctBa HaumMHaeTcs v 3akaHdvBaeTcs B 8-00.
Bo3mMOXHOCTb Npuxoda paHbLue 1 yxoaa nos3xe Ha 30 MUHyT
[lonyctumoe onosaaHne 5 MUHyT.

Heobxoammo co3gatb Tpu BpeMeHHble 30Hbl «OxpaHa 1-0eHby», «OxpaHa 2-0eHb» Ans
nepBbIX ABYX OHEWN CMeEHbl. [na TpeTbero AHA MOXHO MCMOSb30BaTb BPEMEHHYH 30HY
«Hukozda».

BpeMeHHble 30HbI AOCTyna OXpaHHUKa

a BpemeHHas 30Ha
€ I NMpumeyvaHue
H paboTh MHTepB HasBaHue P
b anbl
Hayano cmeHbl Y4TeHa BO3MOXHOCTb
’ 8:00 — 7:30 — «OxpaHa 1- npoxoga B TeYyeHue nonydaca Ao
24:00 8:05 OeHb» Hayana paboyero AHS U BO3MOXHOCTb
npoxoga ¢ orno3gaHvuem o 5 MUHYT
o | 00— | wo- | cOpmaz | it S seoonorn
8:00 8:30 OeHb» POXOA y
OKOHYaHMSA CMEHbI
3 - - «Hukoa0a» BbixogHomn

# [ | CeroaHs - 341 geHe

BpemeHHan zoHa OnucaHue

| OxpaHa 141 aeHs
2 |OxpaHa 21 oeHb 1/2 nocyTouHel © 3:00
3 |Hukoraa Hukoraa
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PERCo0-SM04 Paszgen «Ckonb3silLpe NOCYTOYHbIE rpadhmkmny

[ns obecneyeHnss HeNpepbIBHOM OXpaHbl HA OCHOBE 3TMX BPEMEHHbIX 30H HEOHX0aUMO
co3faTb OTAESbHbIE CKOSMb3SLWME MOCYTOYHbIE Fpadovkm Ans KaXaon M3 Tpex CMeH
oxpaHbl. [1o BpemeHHbIM 30HaM rpadvkm 6yayT oguHaKOBbIMKW, HO ByayT HauMHaTLCS B
Tpu nocregoBaTenbHbIX AHA. [py co3aaHMm CXOXuUX rpadmkoB MUCMoNb3ymuTe dYHKLMIO
KonupoBaHusa AHeN rpaduKoB.

5.2 PaGouee okHO paspena
Paboyee OKHO pasferia CoAepXXUT CreayloLLye rieMeHTbI:
[ ML CN LSS T T L il T i:,,
ST
R T fa T (H Horan -'|--\.1|'.‘rt|:-= mamercn | .',:-: Efmbr Ml P #
DTy IR DTy reeass .I.'P.I:-.' e | I. Oa |;.1 PR TR 1 B0
gz e | L5 L= MIE L] On = e e B AT 10 ro P £ B ()
'Jﬂ!-\.ln-'-ll_lz 14 L DIE 3 Oa AT AR Hesiran
Cuisa gl L5 L s z g
1-8 el lsmasn LN ir e 1] L] On
1-» oemsE Ssaas FLOADIE E Os
I1-n e Ssans IO DIE T Os
Thams: NT B 15 07 SOIE [ Oa
Tpadee: N? W LN el 1. B Oa
Tpadne: WY T L. 0. 2D IE 1=} On
Tpadea: WY 11 {L-N cr e 1 LL On
Tpadee: MY 11 10,07 SO IE 12 fal |
Thadss: N7 13 15 7. 2 L% Oa '
Bewra: 2 Lol @v B
Arscryn SUPAEMAS - rpadsdas 1-80 [13:00 1.3 a

1. lMaHenb MHCTpYMEHTOB pasgena:
bl N3MeHUTbL ob6wmne xapaktepucTtukum (Ctrl+E)—«kHonka nossonset
OTKPbITb OKHO CKOMb3AWMA NOCYTOYHbLIN rpadPuk N V3MEHEHUA
Ha3BaHWS, ONMCaHMs U AaTbl HaYana paboTbl No rpadvky AOCTyna, BblAENEHHOMY
B paboyen obnacTtu pasgena:

Crone3aWni nocyToUHER rpadue

CTapoe HazeaHue
padmk N2 8

HoBoe HaszBaHKWe

OxpaHa cmeHa 1

OnKcaHKe

MepBLlii OeHE rpadika 19,07.2018 -~

KonupoBaTtb aHu (Ctrl+C)—kHomnka no3BonseT ckonupoBaTtb B Oydep
obmeHa BpeMEHHble 30Hbl, YCTAHOBSfIEHHbIE An9 [HeW rpadmka [ocTyna,
BblAENeHHOro B paboyen obrnactu pasgena.

[ 3ameHuTb AHM Ha AHM u3 konum (Ctrl+V)—kHonka noasorsieT
YCTaHOBUTb ANA OHEW rpadmka [ocTyna, BblaeneHHoro B pabouen obrnactm
pasgerna, BpeMeHHble 30Hbl 13 Bydpepa obmeHa. KHonka [OCTyrnHa TOMbKO nocne
KOMMPOBAaHMS BPEMEHHbIX 30H C MOMOLLbI0 kHornkn KonupoBaTte aHun BB,
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& Mevatb (Ctrl+P) — kHOMKa NO3BONSIET OTKPbITb CAUCOK rpacdoukoB AOCTyNa C
yKasaHneM BPEeMEHHbIX 30H Y BPEMEHHbIX MHTEPBASiOB 4S9 KaXOoro uM3 AHen B
OKHe NpeaBapuUTenibHOro NPOCMOoTPa A8 NOCrneayoLLen neyaTu.

3% 9kcnopt B Excel (Ctrl+Y)—kHornka no3BOMS€T COXPAHUTL  CMMCOK
rpachvKoB OOCTyna C yKaszaHneM BPEMEHHbIX 30H M BPEMEHHbIX MHTEPBAsioB A1
Kaxxgoro m3 gHenm B pawnie € pacumpeHveM .x1ls B popmaTe 9neKTPOHHbIX
Tabrmy MS Office Excel.

= Jkcnopt B OpenOffice Calc —kHOoNka noO3BOMSET COXPaHUTbL CMUCOK
rpachvKoB OOCTyna C yKaszaHneM BPEMEHHbIX 30H U BPEMEHHbIX MHTEPBAIioOB A1
Kaxxgoro m3 gHenm B panrnie € pacumpenveM .ods B popmaTe 9neKTPOHHbIX
Tabmmu OpenOffice Calc.

¢ Nepepatb BpemeHHble Kputepuu (Ctrl+H)—kHonka nos3sonseT
nepegatb rpadvkm 4ocTyna B KOHTPOSIEpPbI.

2. Pabouasa obrnactb pasgerna CoOepXuT CMMCOK M3 255 CKOMb3SALWMX MOCYTOYHbLIX

rpadukoB goctyrna. CMHMM LBETOM TEeKCTa BbIAENATCA M3MEHEHHble rpadouku
AOCTyna, He nepefaHHble B KOHTPOITiepbl. XKesmrbiM LBETOM CTPOKM BblaendeTcs
rpaduk A0CTyna, OHW KOTOPOro ckonvpoBaHbl B 6ydep obmeHa. Npu nepsom
3anycke pasgena B paboyen obrnactm  HacTpoeH rpadwk  «LJocmyn
3anpeweH» (Ana Bcex AHeun rpaduvka ycTaHoBIieHa BpeMeHHasa 30Ha «Hukoada).
OTOT rpadunk JOCTYNa HE MOXET ObITb U3MEHEH.

. Manens AHK rpaduka no3BosfseT yCTaHOBUTL AN CKOSb3ALEro MOCYTOYHOro

rpaduka goctyna, BblaesfieHHoro B paboyen obractn pasgerna, BpEMEHHbIE 30HbI
Ana Kaxgoro aHa rpaduka. 'padmk moxeTt cogepxkatb He 6onee 30 aHen. KHonka
B CTPOKE AHA MO3BOSIIET BbIOpaTb BPEMEHHYIO 30HY M3 BbiMALaOLIEro Crnvcka.
Cnncok coaepuT 30HbI, CO3a4aHHbIE B pa3aerne «BpemMeHHble 30HbI». Ha naHemm
AOCTYMHbI Creaytowme NHCTPYMEHTbI:

#1 No6aBUTL AeHb (Ctrl+N) — kHonka nossosisieT Aob6asuTb B rpadvk HOBbIM
AeHb. [lNpn pobaBrneHnM HOBOroO AHA €My YyCTaHaB/MBaeTCA BpEeMeEHHas
30Ha «Bcezday.

=lYpaanuTb AeHb (Ctrl+D) — kHoMKa no3BONseT ygarmMTb BblOENEHHbIN Ha
naHernv AeHb.
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5.3 Hactpoika ckonb3silero nocyToyHoro rpacuka

[n9 HaCTPOWVKKN CKOSb3ALLEro NMOCYTOYHOro rpaduka gocTyna:

1. Bolgermte B pabouden obrnactv pasgerna OAMH U3 HEUCMOMb3yeMblX rpadiuKoB
AocTyna.

2. Haxvmute «kHonky M3meHuUTbL o6wiMe xapaKTepucTUKM 2 Ha npaHerm
MHCTpyMeHTOB pa3gerna. OtkpoeTcs OkHO CKONb3AWMU NOCYTOYHbIN
rpacuk:

Crone3aWni nocyToUHER rpadue

CTapoe HazeaHue
padmk N2 8

HoBoe HaszBaHKWe

OxpaHa cmeHa 1

OnKcaHKe

MepBLlii OeHE rpadika 19,07.2018 -~

3. B OTKpbIBLLEMCA OKHE B COOTBETCTBYHOLWME MONA BBeAUTE HOBOE Ha3BaHue
rpadhvka goctyna u npn HeobxoaumocTn onncaHne. C NOMOLLBIO Nosa BBOAA AaThl
NMepBbIN AeHb rpaduka ycrtaHoBuTe AaTy, C KoTopoun ByayT OoTCUMTbIBATHCS
aHn rpadmka. Haxmute kHonky OK. OkHO CKOMNMb3AWMWA MNOCYTOYHbIN
rpacuk OygeT 3akpbITO.

4. [ns atoro xe rpaduvka goctyna (oH 6yaeT BbigeneH B paboyden obnactu pasgena),
Ha naHerm OHun rpaduka gobaBbTe HEOOXOOUMOE KOIMMHECTBO AHEWN U YKaXuTe
A9 KaXKOoro BpeEMEHHY0 30HY. Mnm ckonupymte AHU U BPEMEHHbIE 30HbI U3 OPYroro
rpaduka gocTtyna.

5. lna pobasneHuna gHsa Ha naHerm OHuM rpadpumka Haxmute kHonky lo6aBUTb
OeHb #1. Hogbil OeHb 6yaeTt pobGaereH. Mo ymorHaHuoo O HOBbIX AHEN
yCcTaHaBIMBaeTCA BpeMeHHada 30Ha «Bceaday.

6. [na nsmeHeHnst BpEMEHHOMN 30HblI HAXXMUTE KHOMKY < B CTpoke ogHoro u3 gHen. B
pacKpbIBLLEMCS CMMCKe BbibepuTe ofHy 13 BPEMEHHbIX 30H, CO34aHHbIX B pasgene
«BpeMeHHbIe 30Hb1Y.
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5.4

LeHs

NE BpemeHHan zoHa OnucaHue

Bceraa
A
N22 Hukoroa
MN23 CtangapTHas LICON
N24 BpemerHan soHa N2 13
MN25 BpemerHan 3oHa NE 14
MN25 ObbMHEN
MN27 ObbMHEI LICON
MN28 OBbMHBIN COKp.,
M29 OxpaHa 141 AeHb
MN210 Oxpaqa 241 AeHb
N211 CTaHaapTHaA
M212 ¥o3. cnysba
M213 Xo3. cnyxba LICOM
N214 1-a cMeHa
MN215 2-A cmeHa
N216 3-A cMeHa
MN217 BpemeHHan soHa N2 17
MN213 BpemeHHan soHa N2 18
:I MN219 BpemeHHan soHa N2 19
M220 BpeMeHHaA 30Ha N2 20 ¥
7. Bbl6paHHaﬂ BpemMeHHasA 30Ha 6ynyT yCTaHOoBJIieHa A5Aa yKa3aHHOro gHA.
8. lMpun HeobxogumocTn aobaBbTe B rpaduk 4OCTYNa Apyrve OHU U YKaXuTe OIS HUX
BpeMeHHbIE€ 30HbI.
9. Ina yganeHuss OA4HOro M3 OHeW Bblaermte ero Ha naHerm OHwu rpacdpuka um
Ha>XMUTEe KHOMKY YaanuTtb AeHb B ,D,eHb 6yp,eT yoaneH.
10. Haxxkmute KHOMKY COXpaHVITb Ha naHeM WHCTPYMEHTOB «KoHconu
ynpassieHus» Ans coxpaHeHnus nameHeHusi B bl cuctemel.
11. Haxxmute kHorky [lepepaTb BpeMeHHble Kputepuu ¥ Ha naverm

MHCTPYMEHTOB pasgeria And nepegadvyy BHECEHHbIX M3MEHEHN B KOHTpOJUepbl
CUCTEMbI.

1

KonupoBaHue aHen

[1ns KonMpoBaHWs OHE M BPEMEHHbIX 30H rpaduka gocTyna:
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1. Bbligermte B paboyen obrnactu pasgena rpaduk gocTyna, AHU (C YCTaHOBIIEHHbIMU
BPEMEHHBbIMM 30HaMK) KOToporo GyayT ucnosb3oBaHbl B KayecTBe obpasua ans
Apyroro rpadguka.

2. Haxwmute kHonky KonnpoBaTb AHU Ha NaHenM MHCTPYMEHTOB pasgena. [Hn
C YCTaHOBIIEHHbLIMW BPEMEHHbIMM 30HaMW BblOENEeHHOro rpadwmka Oyayr
ckonupoBaHbl B 6ycep obmeHa.

3. Boigermre B paboyen obractu pasgena rpaduk AoCTyna, Afs  KOTOPOro
KOMMPYIOTCA OHW C YCTaAHOBJIEHHLIMU BPEMEHHLIMW 30HaMW. ['padmk gocTyna, u3
KOTOpPOW KONMPOBarmcb aHv OyaeT BblaeneHa XerrbIM.

4. Haxvute KHOMKY 3aMeHUTb AHW Ha AHM u3 konuu B Ha nanerm

WHCTPYMEHTOB pasfera.

5. 1nm Cc ycTaHOBMEHHbLIMW BPEMEHHbIMM 30HaMW U3 rpadmka, KOTOpPbIN
ucrnosnb3oBarncs B KadectBe obpasua, 6yayt BcTtaBnieHbl u3 6ycdepa obmeHa B
yKa3aHHbIN rpadouk.

6. Haxmute kHornky CoxpaHUTb Ha naHermM UWHCTpyMeHToB  «KOHcosu
ynpaeJsieHusi» Ana coxpaHeHus nameHeHuns B B cuctembl.

7. Haxmute KHOIMKY rlepe.anb BpeMeéHHbleé Kputepuu & Ha nNaHerm

WHCTPYMEHTOB pasgenia ans nepefadsn BHECEHHbIX M3MEHEHWA B KOHTPOIUEpbI
CUCTEMI.
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6 Paspgen «Ckonb3silwme noHeaesibHble rpadku»

6.1 Ha3HaueHue

Pasnen «Ckonb3sswue noHedesnbHble 2paghuku» npeaHasHayeH O co3daHus U
penakTpoBaHUA KPUTEPUEB [OOCTyNa MO BPEMEHM TuMa CKONMb3SILWA MOHeOENbHbIN
rpacduk. Kputepum cosgatoTcss Ha OCHOBE HederbHbIX rpadukoB, CO3faHHbIX B pasaerne
«HedenbHbie 2paghuku».

Ckonb3swuli noHeodesibHbIU 2paghuk — KPUTEPUN [OCTyNa no BPEMEHW, COrfacHO
KOTOPOMY [OCTYn OCYLWECTBAETCA B COOTBETCTBMA C HedernbHbIM  rpadvkom,
YCTaHOBJIEHHbIM OS5 TeKylwen Hegerm. B gHW, oTMedeHHble B kaneHgape npasgHUYHbIX
AHeW, OCTYMN OCYLLECTBIIIETCA B COOTBETCTBMM C BPEMEHHOMW 30HOW, YCTAHOBJSIEHHOWN OIS
npasgHuka OaHHOro Tuna B HeAeNbHOM rpadovke, COOTBETCTBYHOLLEM TEKYLLEW Heaerne.
MakcumarnbHasa NpoaoSTKMTENBHOCTL rpadvka coctasnaeT 52 Heagerm. Hegemm rpadvka
OTCUMTBIBAIOTCA OT YKasaHHOW B MapameTpax rpaduka Aatbl, NMocre Yero LMKIMYECKN
NMOBTOPSAIOTCS.

6.2 Pabouee okHO pa3pgena
Pabouee okHO pasaena cogepXut criegyrolpe arieMeHTbl.
CKONb3ALKE NOHEOENbHBIE rpadHKn i'l
= | l@X%|¥ @) oS
HazeaHue | Onucaqre Hauano rpadwka | 2 Hegens Ne HenensHbIA ‘ I —— 2
HocTyn 3anpewex 19.07.2018 e
JeHb-Hous-¥Tpo 16.07.2013 1¥1po
Houb-AeHs-YTpo 16.07.2018 2
16.07.2018 3 Hous
Mpadwic N2 5 19,07.2018
Mpadue N2 & 19.07,2018
Mpadwme N2 7 19.07,2018
Mpaduk N2 & 19.07.2018
Mpaduk N2 9 19.07.2018
Mpaduk N2 10 19.07.2018
Mpaduk N2 11 19.07.2018
Mpaduk N2 12 19.07.2018
Mpacuk N2 13 19.07.2018

Beero: 255 |NE 4 | m W @ W

1. lMaHenb MHCTpYMEHTOB pasgena:
bl N\3MeHUTbL ob6wmne xapaktepucTtukum (Ctrl+E)—«kHonka nossonset
OTKPbITb OKHO CKONb3AWMM nNOHeAerNbHbIN rpaduKk OnS M3MEHEHUA
Ha3BaHWS, ONMCaHMs U AaTbl HaYana paboTbl No rpadvky AOCTyna, BblAENEHHOMY
B paboyen obrnacTtun pasgena:
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Crone3AWNA NoHELENEHEBIA rpaduk

CTapoe HazBaHWe
Mpaduk N2 5

HoBoe HazeaHue

HDMb-ﬂEHb-‘}’Tpd

OnKucaHKe

MepBLiit GeHE rpadika 19,07.2018 -

KonunpoBatb Hegenu (Ctrl+C) — kHonka no3sonsieT ckonupoBaTtb B Bydep
obmeHa gaHHble CKOMb3ALEro noHedernbHOro rpaduka, BbibpaHHoro B pabouen
obracTtv pasgena.

2 3amMeHUTbL Hegenu Ha Hegenu U3 KONuu (Ctrl+V) — kHonka nossonsaeT
NPYMEHUTb AN CKONb3ALEro noHedenbHoro rpadwvka, BbibpaHHOro B pabouyen
obractu pasgena, AaHHble U3 Oydepa obmeHa. KHomnka JOCTynHa TOSbKO nocre
KOMMPOBAaHWA A@HHbIX C NOMOLLBIO KHOMK KonnpoBaTte Heaenun B,

& MevaTb (Ctrl+P) — kHOoNka Mo3BONAET OTKPbITb B OKHE MpenBapUTESbHOIo
npocMoTpa 4S9 NocreayoLen nevyatn gaHHble Ans CKOSb3ALWEero noHeaeslbHOro
rpaduka, BbIopaHHoOro B paboyern obractu pasgena.

3% Qkcnopt B Excel (Ctrl+Y)—kHonka no3BOSsieT COXPaHWTb AdaHHbie A1
CKOMb3SILLEro NoHeaensHoro rpaduka, BbibpaHHoro B paboyer obrnacti pasgena,
B hanne C pacumpeHveM .xls B dopmaTte 3neKkTpoHHbiX Tabmmy MS Office
Excel.

= AkcnopTt B OpenOffice Calc — kHoMka No3BONIET COXpaHUTbL AaHHbIE O
CKOSb35ILLEro NnoHeaenbHoro rpaduka, BbiopaHHoro B paboyen obrnactu pasgena,
B (hairne c pacumpeHvem .ods B dhopMaTte aneKTpoHHbix Tabnuuy OpenOffice
Calc.

g NMepepatb BpemeHHble Kputepuu (Ctrl+H)—kHonka nos3sonser
nepeaatb rpadvkm 4ocTyna B KOHTPOSIEpPbI.

2. Pabouyasa obrnacTtb pasgerna COAEPXUT CNUCOK M3 255 CKOoMb3auyx noHeaenbHbIX

rpadukoB goctyrna. CMHMM LBETOM TeKCTa BbIAENATCA M3MEHEHHble rpadouku
AOCTyna, He nepefaHHble B KOHTPOIUiepbl. XKesmrbiM LBETOM CTPOKM BblaendeTcs
rpaduk JocTyna, AaHHble KOTOPOro ckonvpoBaHbl B 6ydep obmeHa. Mpn nepsom
3anycke pasgena B pabouyen obrnactm  HacTpoeH rpadwk  «LJocmyn
3anpeweH» (onNa Bcex Hedenb rpaduka YCTaHOBSMEH HedeSlbHbIN rpadounk
«Hukoz0a»). 3TOoT rpacdurk 4OCTyNa He MOXET ObiTb U3MEHEH.

. MNanerns Hepenwnu rpa(bMKa no3eBosiieT YCTaHOBUTb OJi1 CKOJIb3ALUero

noHeZernbHOro rpaduka OocTyna, BblaeneHHoro B paboyen obractn pasgena,
HeJernbHble rpadovkm AN Kaxaon Hegerm rpadvka. ['padovk MOXeT cogepaTb He
bonee 52 Hepenb. KHomka B CTPOKEe Hegerm no3possieT BbibpaTb HeaernbHbI
rpacuk 13 packpbliBatolleroca cnmcka. Cnucok coaepuTt HederbHble rpadovku,
co3gaHHble B pa3sgene «HedenbHble epaghuku». Ha naHerm [OOCTYMHbI
creayroupe UHCTPYMEHTbI:



PERCo0-SM04 Pazgen « Ckonb3dupe noHeaenbHble rpadukmy

#l No6aBuTbL Hepent (Ctrl+N)—kHonka nossorsieT fo6aBuTb B rpaduk
HoBYtO Hegento. Npu gobaBneHnn HOBOW Heernm e ycTaHaBfMBaeTCA HeAenbHbI
rpacpuk «Jocmyn paspeweHy.

S Ypanute Hepento (Ctrl+D)— kHomka Mo3BONSeT yAamuTh BblAENEHHYI0 Ha
naHem Hegerno.

6.3 HacTpounka ckonb3siwero noHeaenbHoro rpacdpuka

[na HaCTPOVKN CKOSb3SLLEro NoHeAeTlbHOro rpadvka gocTyna:
1. Bolgermte B pabouyen obrnactu pasgerna OAMH U3 HEUCMOMb3yeMblX rpadiuKoB

AocTyna.
2. Haxmute kHomky WM3mMeHUTb oOLWMe XapaKTepUCTUKM 2 Ha naHerm
MHCTpyMeHTOB pa3sgerna. OTtkpoeTcsas OkHO CKONb3AWMKM NOHeAeNbHbIN
rpacuk:
Crons3Ani noHegeneHBIR rpadmg

CTapoe H3zBaHWe
Mpaduk N2 5

HoBoe HaseaHue

HD%—,[[EHb—FTpd

OnK1caHue

MepBbid 0eHE rpadvKa 19.07.2018  ~

3. B oOTKkpbiBLLEMCSA OKHE B COOTBETCTBYHOLUWE MOfd BBEOUTE HOBOE Ha3BaHue
rpaduka gocTyna v npu HeobxoammocTtun onmcaHue. C nomMoLLbo Nond BBoAa AaThl
NMepBbIN AeHb rpaduka yctaHoBUTE AaTy, C KOTOPOro OyayT OTCUMTbIBATHCS
AHW rpaduka, npu 3TOM MNepBbiM AHEM rpadmka OosvkeH ObiTb MOHeOEenbHUK.
Haxmute kHonky OK. OkHo CKonb3siwMu noHepenbHbIn rpaduk Oyger
3aKpbITO.

4. [lna aTtoro xe rpadka goctyna (oH 6yaeT BolaeneH B paboyen obnactu pasgena),
Ha naHerm Hepenu rpaduka gobaBbTe HeobxoouMoe KOMYMECTBO Hederb U
YKaXute Ona Kaxaou HefernbHbl rpadvk goctyna. mm ckonvpywute Hegerm w
HeJerbHble rpadukn 13 Apyroro CKomMb3ALEro NoHeenbHOro rpaduka goctyna.

5. lna poGasneHns Hegerm Ha naHerm Hepenu rpadumka Haxumute KHOMKY

No6aBuTbL Hepento . HoBblii Hegens O6ynet gobasneHa. Mo ymorManuo, ans
HOBbIX HeleNb YCTaHaBMBaeTCa HefenbHbIN rpadunk «Jocmyn pa3peweHy.

6. [na namMeHeHVs HedernbHOro rpaduka HaxXmure KHOMKY B CTPOKE OOHOW u3
Hegenb. B packpbiBlemcs cnincke Bblbepute OOuH U3 HedesfbHbIX rpaduvkoB
[OCTyna, co3aaHHbIX B pasaene «HedesnbHbie 2paghukuy:
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PykoBoacTBO nosnb3oBaTend

6.4

Henena M2 | HeneneHeIA rpadix | Cnu1caHue

Hiocryn paspewen i 8

iN21 NocTyn 3anpeled | A
MN22 NocTyn paspewed
MN23 OBbMHEIA

M24 ObbmHel LICON

MN25 OxpaHa

M2& CTaHaapTHEIR

MNE¥ OeHb

MN23 Houb

N9 ¥Tpo

M210 Mpadwmk N2 10
MN211 Mpadwmk N2 11
M212 Mpadwmk N2 12
M213 Mpadmk N2 13
M214 Mpadux N2 14
M215 Mpaduek M2 15 ¥

7. BobGpaHHbIn rpadmk aocTyna OygeT yCTaHOBIEH ANS YKa3aHHOW Heaern.

8. lMpu HeobxoaumocTn goGaBbTe B CKOMb3AWMA MOHEeAErbHbIM rpaduk ocTyna
Apyrve Hegenm v ykaxute And HUX noHeaesbHble rpadouku:

9. [ina yoaneHuss ogHoM U3 Hepesrb Bblaermre ee Ha naHerm Hepenu rpaduka v
HaXXMuTe KHOMKY Y AannTb HeAaenro =l. Hepens OygeT yaaneHa.

10. Haxxmute  kHonky CoOXpaHUTb Ha nMaHermM UWHCTpyMeHToB  «KoHconu
ynpaesieHuss» 0l COXpaHeHusi usmeHeHun B b1 cuctembl.

11. Haxxmute «kHornky [lepepaTb BpeMeHHble KpMTepvm‘g Ha naHemm

MHCTPYMEHTOB pasfesia And nepenadn BHECEHHbIX M3MEHEHNN B KOHTpPOJU1epbl
CUCTEMDbI.

KonupoBaHue Hegenb rpacduka

[ns KonmpoBaHnA Hedelb U YCTaHOBJIIEHHbBIX O HAX HEAEJbHbIX rpachKa goctyna:
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1. Bbligermre B paboyen obrnacty pasaena CKomb3SLWLMn NOCYTOMHbIN rpadomk gocTyna,
AaHHble KOTOporo OyayT ucrnonb3oBaHbl B KavectBe obpasua Aana Aapyroro
rpadgouka.

2. Haxwvute kHonky KonupoBaTb Heaenu Ha MaHesrm MHCTPYMEHTOB pasferna.

Hegnernm ¢ yctaHoOBEHHLIMU HeAENbHbIMY rpaddukamim BblaeneHHoro rpaduka oyayt
CKOMMpoBaHbI B Bydep obmeHa.

3. Bbigernmre B paboyern obractu pasgena CKomb3sLWLmi NOCYTOYHbIA rpadiuk 4oCTyna,

KOTOpPbIN HeoBX0AUMO M3MeHUTb. CTpOKa CO CKOMb3SILLYIM MOCYTOYHbIM FpadhVKoM
[AO0CTYNa, YbM AaHHblEe KONMMPOBAaMCh, OyAeT BblAeneHa XeTbiM LIBETOM.

4. Haxmute KHOMKY 3aMeHUTb Heaenu Ha Hedesnu U3 KONuwu i) Ha naHemm

WMHCTPYMEHTOB pasgerna. Hegemm ¢ ycTaHOBMEHHbIMU HeaenbHbIMKU rpadukammn us
CKOMb3ALEro MOCYTOYHOrO rpaduka, KOTOpbIM WCMOMb3oBasricd B KayecTBe
obpasua, byayT BcTaBneHsl U3 bydpepa oOMeHa B BblAeneHHbI B paboyern obnactu
CKOJTb3ALLYIN MOCYTOYHbIN rpadouk AocTyna.

5. Haxmute KHOMKY CoxpaH UTb Ha naHesm  MHCTPYMEHTOB «KoHconu

ynpassieHus» Ana coxpaHenus nameHeHunst B b cuctemel.

6. Haxmute KHOMMKY I'Iepep,aTb BpeéMeéHHbleé Kputepuu & Ha nNaHerm

VHCTPYMEHTOB pasferna A/ nepefayn BHECEHHbIX U3MEHEHWA B KOHTPOJSUIEPHI
CUCTEMBI.
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