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PyKO BOACTBO MnoJib3oBaTtesd

1 BBeneHue

[aHHoe «Pykogodcmeo nonb3osamernsi» (aanee — pykoBOACTBO) COAEPXKUT OnmMcaHne
pabo4mx OKOH 1 nocrnegoBaTeNlbHOCTM AeUCTBUI Npw paboTe ¢ pasgenamu, BXOASLYIMY B
moayrs PERCo-SMO05 «[JucyunnuHapHbie om4yembl».

[aHHoe PykogoOdcmeo [OIPKHO UCMONb30BaTsCA COBMECTHO C « PyKo800Cmeom
rnosne3oeamersisi» Ha mogyrns PERCo-SN01 «ba3oeoe lM0».

CeteBon moagyrns PERCo-SMO05 «[JucyunnuHapHbie om4yembl» NnpeHasHavyeH s
MCMOSb30BaHMA COTPYAHVKaMU OTAESNOB KaapoB (OTAENoB nepcoHarna) uvm pyrumum nmuamu,
OTBETCTBEHHbIMU 3a y4eT paboyero BpeMeHn 1 QUCUMNIMHy Tpyaa COTPYOHUKOB
npeanpuaTuA.

Moaynb aBnseTca A0NOSHUTENbHBIM KOMMOHEHTOM ceTeBoro 10O cuctembl 6e30nacHOCTM 1
noBblweHns apdektTnsHoctn PERCo-S-20.

Mogayrne PERCo-SMO05 «[ucyunnuHapHblie omyemabi» COCTOUT U3 CrieAyHoLLyX pa3aerios:

* «[QucyunnuHa mpyoda» — npeaHasHa4yeH A1 COCTaBfIEHMA OTYETOB O HapyLLEHUAX
COTPYOHVKaMW OUCUMNIMHBI TPyda, TakMX Kak ornosdaHue, yxo[4 paHblle, OTCYTCTBUE
Ha paboyem wmecte u T.4. OT4YeTbl COCTaBIATCA AfA  pea2ucmpupyrouux
nomeweHuli ydeta paboyero BpEMEHMW, YKasaHHbIX B epagbukax pabombi
COTPYOHVKOB.

* «Bpemsi npucymcmeusi» — npegHasHavyeH Ol COCTaBfEHUss OTYETOB O BPEMEHM
BXOAa, BbIXO4A, W HAaXOXOEHVUA COTpyAHUKA Ha TeppuTopuMM Npeanpuatus, wim B
BblOpaHHbIX MOMELLEHMSIX, MPW  YCrOBMM YTO BXO4 W BbIXO4 B MNOMELUEHUS
OCYLLECTBIIAETCA C NpeabsaBreHneM KapTbl AOCTyna.

* «MecmoHaxo)0eHue» — npegHasHayeH  ang COCTaBrieHVs OT4ETOB o}
MECTOHaXOXOEeHUN COTPYOHWKOB WM MOCETUTENEN Ha TEeppUTOpPUM NPeanpusaTus B
yKaszaHHOe BpeMsi BbIOPaHHOIo AHS.

Paspgenbl moayns Ha naHerm Hasuratopa «KoHcosu ynpaeseHusi» o6beavHeHbl B rpynny
«QucyunnuHay.
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2 Paspenbl «Bpemsa npucyrctBus» n «ucumnnuHa tpyaa»

2.1 Ha3HauyeHue

Pasgen «JucyunnuHa mpyda» npeAHasHavyeH O/ COCTaBlIeHUs! OTYETOB O HapyLLeHUsIX
COTPYOHUKaMM OVCUMMIMHBI Tpyda, TakuX Kak orno3fdaHue, YXo4 paHbliue, OTCYTCTBME Ha
paboyem Mecte u T.4. OTYETbl COCTaBMANTCA ANA PErUCTPUPYIOLMX MOMELLEHUA ydeTa
paboyero BpemeHH, ykazaHHbIX B rpadoukax paboTbl COTPYAHMKOB.

Pasgen «Bpemsi npucymcmeusi» npefHa3HayeH AJi COCTaBlIEHVS OTYETOB O BPEMEHM
BXOJa, BbIXOA4A U HAXOXOEHUS COTPYAHUKA Ha TEPPUTOPUN NPEANPUSTUS U B BblOpaHHbIX
NMOMELLEHVSIX MPW YCINOBWW, YTO BXO4 W BbIXOA B MNOMELLEHMS] OCYLLECTBISIETCS Mpu
npeabsBIEHAN KapTbl AOCTYyNA.

I'Ipm onncaHun pasgeia UCrnoJib3yrTCA crneayrouwme NoOHATUAL

Hucyunnuna mpyda — cobniogeHne COTPYOHUKOM YCTAHOBIIEHHOrO A HEro
epagpuka pabomai. HapylieHrem gucuynivHbl Tpyaa cumtaeTcs moboe OTKIIoHeHWe
OT epachuka pabombsi.

paghuk pabombi — COBOKYNHOCTb YCTAHOBIIEHHOIO AJI1 COTPYAHMKA pacnucaHus
paboTbl C Y4ETOM BbIXOAHbBIX W MPA3aHUYHBIX AHEW M MHCpOpMaLMM O pacnorioXeHUn
paboyero mecTta, rae ata paboTa OOIPKHA BbINOSHATLCA.

Paboyee mecmo — 3TO NOMeLLEHME, rae paboTHUK OOJDKEH HaxXoOUTbLCS WM Kyda
eMy Heobxoanmo npubbiTb B CBSA3U C BbINOSIHEHMEM TPYOOBbIX 0683aHHOCTEN. Bee
NOMELLEHMS, sIBrslolLMecs paboysmMyM MecTaMu  COTpPyAHWKAa, OOSKHbl  ObiTb
AobaBreHbl B CINCOK peaucmpupyrowux nomew,eHuli ydvema paboye2o epemMeHu
Ans YCTaHOBIEHHOTO eMy epaghuka pabomeoi.

Peaucmpupyrouwue rnomMeujeHusi — NoMeLLEHUs, Bpems npoBeaeHHoe
COTPYOHMKOM B KOTOPbIX YYuTbIBaeTCcs, kak pabouyee epems. Hauvarom ydeta
paboyeeo 8peMeHU CHUTAETCs BXOA B peaucmpupyowee nomeweHue Yepes OaHo
3 CBSA3aHHbIX C HAM YCTPOMCTB, OKOHYaHWEM — BbIXO U3 JaHHOIO NOMELLEHMS.

Pa6oyee epemsi — 3TO Y4TEHHOE BPEMS, B TEYEHMe KOTOPOro COTPYOHVK HaXoaWrCs
Ha paboyemM Mecme COrfnacHO YCTaHOBMNEHHOMY AnA Hero epacpuky pabombi u
BbIMOHAT CBOW TPYOOBble 0653aHHOCTM.

lMpumeyvaHue:

CospaHue rpadvkoB paboTbl COTPYAHUKOB, TO €CTb YKa3aHve pacnucanus paboTbl n
BbIOOp perucTpupylolmx MNOMELLEHWA, npou3Boautcs B pasgene «l paguku
pabombi» wmopyna PERCo-SN01 «ba3zoeoe [10» Ha Bknagke [padoukn
paboThbl.
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2.2

Twvnbl oTyeTOB

B pasgene «JucyunnuHa mpyda» BO3MOXHO COCTaBIieHMe CrieaytoLLmMX TUMoB OTYETOB:

«Bce Hapywumenu» —OTYeT COOAEPXUT CNUCOK COTPYAHUKOB, ANA  KOTOPbIX
3aperucTpyMpoBaHbl  HapyleHUst AMCUMMIMHBI B TedeHne pabouvero gHs. Bbibop
XapakTepa HapylleHur, KOTopble OTobpaxatTca B OT4YeTe, OCYLECTBIIAETCS
YCTaHOBKOW COOTBETCTBYIOLLEIO (priaXkka Ha NaHesm 3arofioBka oTyeTa:

* Ono3paBLwwMe — nNpubbiBLME HA paboyee Mecmo Mo3Xe BPeEMEHV Havana
paboyero gHs, onpegeneHHoro epaghukamu pabomel, Ha Bpemsi, borbluee
MWUHUMAsIbHOIO YCTAHOBIEHHOTO A1 (OUKCMPOBAHUS JAHHOTO HAapYLLEHWS.

* Ywepnwune paHbwe —yweagume ¢ paboye2co mMecma paHblle BpEMEHU
OKOHYaHus paboyero OHs, onpeaeneHHoro epagukamu pabomsi, Ha Bpems,
Borbllee MUHUMArbHOrO YCTAHOBJMIEHHOMO AN (PUKCUPOBAHMA  OAHHOrO
HapyLLeHNs.

* OTCcyTCcTBYlOLWME — OTCYTCTBOBABLLME Ha paboyux mMecmax B TeyeHue
BCcero paboyero gHsi, onpeaeneHHoro nx epagukamu pabomsi. OT4ET 32 AEHb
MOXeT OblTb COCTaBIIEH TOMBbKO MOCSIE OKOHYaHuA paboyero gHs.

* ipyrne HapyweHUs — oTrydasLmecs ¢ paboynx MecT B TedeHne paboyero
AHsA. To ecTb Ans KOTOPbIX pasHiLa Mexay YCTaHOBIEHHOW COrfnacHo rpaduky
paboTbl HopMmoU paboyezao 8peMeHU 3a AeHb U paboyum epemeHeM BorblLue
BPEMEHN HapylweHun nonajavoumx nod kateropym OnospaBwue WU
Ywepnwwue panbwe. (Kateropusa gocTynHa B crydae, ecrm ecrm Ans
COOTBETCTBYIOLLEIO PErucTpupYOLLEro MOMELLEHNS  YCTaHOBIIEH  (OriaXkok
KOHTpONb HapyweHUn AUCUUNIINHBI B Te4eHue paboyero gHA.)

e Obwee BpeMA HapyLweHUN — CyMMa BCEX HapyLLeHU, oToOpaxaeMbix B
otyeTe (TO eCTb AOSI9 KOTOpbIX YCTAHOBMEH oriaXkoK Ha MaHerm 3arosfioBka
oTt4yeTa), kpome OTcyTcTBYrOWMe nllporynel.

* MMporynbl — OHW, HenpepbiBHOE BpeEMS OTCYTCTBUA AnA KOTopbiX Goree
yKkazaHHoOro B rpaduke paboTbl napametpom CuyuTaTb NPOrysiom
HenpepbIBHOE OTCYTCTBUE B TEYEHMUE...4:MM.

lpumeyaHue:

Ecrm coTpyaHuky odpopMreHbl onpaBaaTterbHble OOKYMEHTbl, 3aKkpbiBalolye Bce
HapyLLeH/sl 3a Neprof COCTaBNIAeMOro oT4eTa, To OH He oTobpaxaeTcs B oTyeTe.

«Omcymcmeyrowue Ha meKywuld MOMEHmM» —OT4YeT COOEpPXUT  CMMCOK
COTPYAHUKOB, OTCYTCTBYIOLLMX Ha CBOUX paboumx mectax. To eCTb COTPYOHWKK, O
KOTOpPbIX HA MOMEHT COCTaBIfiEHMA OTYyeTa MnocregHMM cobbiTveM, CBS3aHHbIM C
peaucmpupyrowum rnomMeweHuem paboyero BpPEeMEHW, OnNpedesieHHoOro  ux
epagukamu pabomebl, ABNAETCA «8bIX00».

«lpucymecmeyrowue Ha mekywul MOMEHM» —OTYET COOEPXWT  CMUCOK
COTPYOHVKOB HaxOAsiLMXCH Ha CBOMX paboumx mectax. TO eCTb COTPYOHMKKM, AN
KOTOPbIX HA MOMEHT COCTaBfieHMs] OT4yeTa, NocregHMMm cobbliTveM, CBSA3aHHbIM C
peaucmpupyrowumu rnomeuwjeHuem pabovero BpEMEHW, OrnpedeneHHoOro ux
epagpukamu pabomel, ABNAETCA «8X00».

«Bpewmsi nocrne pabomabi» — 0TYET COOAEPXKUT CMINCOK COTPYOHMKOB, 3aep KaBLLmMXCS
Ha paboyux Mecmax no3xe BpeMeHN OKOHYaHUA paboyero AHs, onpeaeneHHoro nx
epaghukamu pabomesl, Ha BpeMs, Gonbllee MUHMMAarbHOrO YCTaHOBMNEHHOIo Ons
chuKcrpoBaHNA AaHHOTO COBbITUS.
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«Bpemsi 0o Hayana pabombi» — OTYET COOEPXNKUT CMIUCOK COTPYAHVKOB, MPULLIEALLMX
Ha paboyee Mecmo paHblle BPEMEHN Hayana paboyero AHs, onpeneneHHoro ux
epachukamu pabomsbi, Ha BpeMSs, OONbliee MUHMMArbHOro YCTaHOBMEHHOro A
hvKcHMpoBaHUA AaHHOIO COBbITYS.

«HapyweHue ducyunnuHbl 8 meyeHuu paboye2o OHS» — OTYET COOEPXUT CMMUCOK
COTPYOHVKOB, HapyumBwmx AOucuyuriuHy mpyda. B Tom unicne onosgaBuwmx,
ylweaumx paHblue (He3aBUCMMO OT BPEMEHW) UM OTSydaBLLIMXCA C paboyux mecma
B TeyeHue pabo4yero gHsi, ycTaHOBIEHHbIX 2paghukamu pabomeil.

lNpumeyaHue:

OtueT «HapyweHue OucyunnuHbl 8 medyeHue paboyez2o OHA» hopmupyeTca ans
PErUCTPMPYIOLLUX MOMELLEHWMA ydeTa pabodero BpeEMEHMW, Yy KOTOPbIX YCTaHOBIEH
draxok B ctosoue KOHTponb HapyweHUMWU AUCUUNIIMHBI B TeYeHue
paboyero pAHA. YKasaHve perucTpupylouyx MOMELEHUA W U3MEHEHVWE WX
napameTpoB npousBoauTca B pasgene «lpaguku pabombi» monyna PERCo-
SNO01 «ba3oeoe lMO» Ha Bkragke N'padmkmn paboThbl.

B pasnene «Bpemsi npucymcmeusi» BO3MOXHO COCTaBIieHUE CrieyHoLLyX TUNOB OTYETOB:

«Bpemsi  npucymcmeusi» —BpeMsi  HaxOoXOEHWst  COTPYOHWKOB  BblOpaHHOro
noapasaeneHns Ha TepPUTOPUM NPeanpPUSTUS U B YKa3aHHbIX MOMELLEHUSIX.

«Bpewmsi npuxoda — epemsi yxoda» — BpeEMSA NepBoro Bxoda v nocriefHero Bbixoaa
COTPYOHVKOB BbIOpPAHHOIO nogpasgenieHns ¢ TeppuTopun NpeanpuaTus wim ums

yKa3aHHbIX MOMELLEHUN.
«Bpemsi npuxoda, yxoda, npucymcmaeusi» — oT4eT 0bbeanHseT AaHHbIe OT4EeTOB
nepBbIX ABYX TUMOB.

2.3 NMpaBuna pac4yéTa HapyLWeHMU AUCUUNIUHBI TpyAa Ans

pPa3nnYHbIX TUNOB rpacuKoB

MpeaycMoTpeHb! crieayrolme NpaBuna pacyéta HapyLLeHUIA AUCLMNIMHBI TPyAa:

* Ecrm coTpyaH1Ky ohOopMIiEHbl NPOCTbIe OnpaBaaTesbHbIE AOKYMEHThI, 3aKpblBatoLLye
BCE HapyLleHs 3a Nepuog COCTaBMSIEMOro oTyeTa, TO OH He oToDpaxaeTcs B OTYeTe.

* Ecrm  coTpyaHuKy odopmIieHbl  COCTaBHble  onpaBAaTellbHble  AOKYMEHThI,
3aKpblBaloLLME BCE 3a0JPKEHHOCTN MO paboyeMy BpeMeHu 3a nepuos, COCTaBsieEMOro
oT4yeTa, TO OH OTOOpaxkaeTca B OTYETE.

¢ [paBura y4€Ta HapyLeHUA OMCUMNIMHBI TpyAa 3a4atoTca ASi9 KaKaoro tvna rpaduka
oTaenbHo B pa3sgene Fpadmku paboTbl Ha Bknagke Fpadumkun paboThbl.

Tvinbl rpadvKoB:

= CTaHpapTHbIN

MapameTpbl Yy4€Ta HapyLeEHMW 3agalTcss C MOMOLLBI  BCMSbIBAKOLEro OKHA
Hactponkn otyétoB. MuHUManbHas ArMTENbHOCTb HapylleHu, oukcupyemas B
otyeTax «Bce Hapywumenu», «Bpemsi 00 Hayana pabomsbl», «Bpemsi nocne
pabomsbi», ycTaHAaBIMBAETCSl HE3ABMCUMO AN Kadoro rpaduka paboTbl npu ero
co3ganwm B pasgene «Mpagpuku pabomsbi» moayns PERCo-SN01 «ba3oeoe [10».
Mo yMOM4aHMIO MYHMMarbHasa AMMTENbHOCTL HE YCTaHOBIEHa, TO €CTb (PUMKCUPYIOTCA
noodble HapyweHusi. OkHo HacTpOWKKN OTYETOB BLIMMAANT CrieaytoLLmm obpasom:
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Hactpoiikm oTYEToE

KoHTponb:
fal
NPMX04a paHEeE YEM 38 00:00 &l grpm
fal
IaNepHiM Donee 4eM Ha 0000 & grpm
CYMTaTE NPorynoM HeNpepeiBHOE
pory: P 04:00 : MM
OTCYTCTBHE B TEYEHHE
He cYMTaTe HapyWeHKEN, PaspeluTh:
OMozaSHWE He Donse 4eM Ha 00:00 e YIMM
¥X04 paHele He Donee Y4em Ha 0000 % YIMM
JonycTiMoe oTKNoOHEHWE oT HopMaTweHoro | 00:00 o YiFM

pafoyero BpEMEHI

He CHMTETh HEPYLLEHWEM, PESPEIUMTE (ANA CKONBIALWMY AHENR CMeHbI):

]

onosaaHue He bonee yem Ha 00:00 el g
YXOA PEHBLLE HE BONEE YEM Ha 00:00 % YIMM
Ok OTMeHa
KoHTponb:
® npuxoga paHee 4YemMm 3a ... 4Y:MM-—nNapameTp no3BosndeT

YCTAHOBUTb MWHVMMarbHOE BpEeMs Mpuxoda COTpyaoHuka Ha pabouee
MECTO paHblle BpeMeHU Havara paboyero AHs, onpefeneHHoOro ero
rpacmkom paboTbl, kKOTOpoe ByaeT dukcmpoBaTbCs B oTyeTe «Bpewms
0o Havyarna pabomal».

* 3ajepXKun Oonee 4YeM Ha ... Y:MM-—rapameTp NO3BOSAET
YCTaHOBUTb MUHUMAarbHOE BPEMS, HA KOTOPOE COTPYAHWUKY pa3peLleHo
3agepxvBaTbCa Ha paboyem MecTe Mo3KE BPEMEHN OKOHYAHMA
paboyero OHs, onpeaeneHHoro ero rpadukom paboTbl, U KOTOpPOEe
OyneT ukcmpoBaTbCa B 0TYeTE «Bpems nocre pabomaiy.

® Cyutatb NpPoOryfnomMm HenpepbiBHOE OTCYTCTBUE B TeYeHUe

. Y:MM — NapamMeTp Mo3BOJSIAET YCTAHOBUTbL BPEMS, NPY NPEBbILLEHNN
KOTOpOro COTPYOHWK 3aHoCUTbLCS B cTorbue Mporynel.

He cunTaTtb HapyweHuem, paspelimnTb:

®* ono3paHus He 6oryee 4eM Ha ... Y:MM —rnapameTp NO3BOSAET
YCTAHOBUTb MWHVMMarbHOE BpPEeMs Mpuxoda COTpyaHuMKa Ha pabouee
MEeCTO Mo3Xe BpeMeHu Hayarna pabodero AOHA, onpeferieHHoro ero
rpagukom paboTbl, KoTOpoe OyaeT dukcupoBaTbCsa B B CTONOUE
Onos3paHus.

®* yxoAa paHblue He 6Goriee 4YeM Ha ... Y4:MM — nNapameTp NO3BoSAET
YCTAHOBUTb MUHUMASIbHOE BPEMS, HA KOTOPOE COTPYAHWUKY paspeLleHo
yxoauTb ¢ paboyero mecTta paHbLle BpeEMEHM OKOHYaHUsi pabo4yero aHs,
onpegereHHoro ero rpadukom paboTbl, U kKOoTOpoe Oyamet
dukcnpoBaTbCs B cTonbue Yxoabl paHblue.
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* lonycTuMoe OTKJIOHEHUWe OT HOpPMaTUBHOro pabouero
BPEMEHM ... Y:MM—TapameTp TMO3BOSIIET YyKas3aTb BENMYUHY
OTKIMOHEHNA OT HOPMAaTUBHOroO paboyero BpemeHw, KoTopas He Oyaer
y4UTbIBaTLCA Npu cocTaBneHun Tabens T13. Hanpumep, ecrm 3agaHo
3HayeHne napameTpa 3 MUHYTbI, U COTPYOHVK B TEYEHUM paboyero aHs
oTpaboTan Ha 3 MUHYTbI MEHbLLE HOPMaTUBHOIO paboyero BpeMeHu, To
yKaszaHHas 3a[dO0SPKEHHOCTb MPOOOIDPKUTENbHOCTBIO 3 MUHYTbI  MpU
pacyéTe Tabens yuitbiBaTbCA He ByaeT.

lpumeyaHue:
_ lapametp [OonycTumoe OTKNOHeHue OT HOPMaTUBHOTO
paboyero BpeMeHMU ... Y:MM A8 Tvna rpacmvka C ynpoweEHHbIM

pacyéTomM 3ameHseTca Ha napameTp [onycTumoe OTKNOHEHue,
Ha4yuHas C KOTOPOro, OKPYrnATbL pac4éTHoe paboyee BpemAa OO Yacy B
OonbLyO CTOPOHY, MHaA4Ye A0 4Yacy B MeHbwyl. TonbKko B pasgene
OTYéTbI ... Y4:MM. DTOT NapamMeTp NO3BOSIAET YCTAHOBUTb BPEMS, HAYMHAsA
C KoToporo pabouyee Bpemsi BydeT OKpyrnaTbCA B 6GOrMbLLUy0 CTOPOHY A0
yaca.

He cuuntaTth HapyweHueMm, paspewunTtb (ANA CKONb3AWMUX

AHEN cXeMbl) — napameTpbl AEVCTBYIOT Ha OHW CXeMbl, ANnA KOTOPbIX

YCTAHOBSIEH UMEHOBAHHbIN MHTEPBAs C OTMMYHBIM OT Hyns MapamMeTpoM

NocTofAHHasA cocTaBnsALWaA CKoNb3Awero rpaduka.

®* ono3paHus He 6ornee 4eM Ha ... Y:MM —napameTp MNO3BOSIAET
YCTAHOBUTb MWHVMMarbHOE BpPEeMs Mpuxoda COTpyaHuMka Ha paboyee
MEecCTO No3xe BpeMeHW Hayana pabodero AHs, onpeferneHHoro ero
rpagukom paboTbl, koTOpoe OygeT duKcMpoBaTbCA B CTONOuUeE
Ono3spaHus.

®* yxoAa paHblue He Goriee 4YeM Ha ... Y4:MM — NapameTp NO3BOSAET
YCTAHOBUTb MUHUMAsbHOE BPEMS, HA KOTOPOE COTPYAHWKY paspeLueHo
yxoauTb ¢ paboyero mecTta paHblle BpEMEHM OKOHYaHUs pabo4yero aHs,
onpefeneHHoro ero rpacdukom paboTbl, W KOTOpoe OygeT
dukcnpoBaTbCs B cTonbue Yxoabl paHblue.

= C HakonfeHueM HapyLleHUn

YYET HapyweHun OuCUMIIMHBI  Tpyda BedeTcd Ha  OCHOBeE  napameTpoB
HopmaTtuBHOro pacnucaHumsa paboTbl—334aHHOrO Havara W OKOHYaHWA
paboyero gHs, a Takke KonmyecTse paboymx YacoB 3a AeHb:
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HOpMaTMBHOE pacnkcanme paboTol HacTpoiiim
ab] & HacTpoiika NepepbiBos

leHs Hepenn ‘ Hayano ‘ OKkoH4YaHKe

HOPMETHMBHaA NpoAOTHMTENEHOCTE 00:00 -
-~ NEPEepBIECE Ha OTAbIX, BKNKYaA oben ' 2

Pabounx B

Yacoe 33
0eHb

>-
v

el el el el e

1~

MNepepbis0!

ElE =

09:00 19:00 10:00

BropHuk | 09:00 19:00 10:00
Cpena 05:00 15:00 10:00
Yeteepr 09:00 19:00 10:00
MaTHAuE |059:00 15:00 10:00
Cy6BoTa 00:00 00:00 00:00
BockpeceHse |00:00 00:00 00:00

50:00 0 | w

AonycTUMEIE MHTEPBaNE AN NEPEPEIE0E

C no

1400

® Ecrm coTpyaHuk npuwén Ha paboTy no3xe, 4emM BO BpeMs, 3afdaHHOe

napametpom Hauvano pabouero OHs —BermMuMHa HapyleHus nonagaeTt B
ctonbey, Ono3paHme pasgerna OucumnnuHa Tpyaa And BbiGpaHHOro
COTPYAHUKA.

Ecrm coTpyaHvK ywen paHblie, YeM BO BpPeMs, 3afaHHOe MapamMeTpom
OkoH4aHue paboyero OHA —BeMMYMHA HapyleHust nonagaeT B crtonbel
Yxon paHbwe pasgena OucumnnuHa Tpyaa Aand  BbibpaHHOro
COTPYAHUKA.

Ecrm B TeueHne paboyero gHsa COTpPyOHWK OTCYTCTBOBan Ha paboyem mecrte
BHE AONYCTUMbIX MHTEpBanoB AN NepepbiBOB WM MNPEBbLICUN
HOPMaTUBHYK MNPOAOIIKUTENbLHOCTL NepepbIBOB Ha OTAbIX,
BKNoYaa obepn B pamkax JOMyCTUMbIX UHTepBasrioB AN NepepbIBOB,
TO 9TM HapYyLLEeHUs1 NonadatoT B pasaen avcumnivHa Tpyada B ctondeu Aipyrue
HapylleHus.

- C HaKonmneHue HapylweHUN Ha OCHOBe GanaHca pabo4yero BpemMeHm

YYéT HapyweHun gucumniMHbl  Tpyda BedeTCcs Ha  OCHOBe  napameTtpa
OucumnnuHapHble rpaHnLbI:
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BosMomHOCTE oTpaboTaTe
ab] o
HonycTiuMoe BpeMa paboTel 00:00 2
— YacoE 33 aeHb -~
no 00:00 o JeHs Hegenu BKNOY3R
HOPMETHEHAS IEpEELiE -
MNPOAQTANTENEHOCTE ip MoHenensHUK 08:45 -
NepepLIBoE Ha — )
OTAbIX, BKIKOYEA 00:45 : = | BTopHuK 03:45
ofen ydiMM 3 Cpena 03:45
npeaensHoe 00:00 o 4 YeTeEpr 08:45
BREMA = | .
Ra—— 5_ MATHMUA 08:45
OCHOBHEA XapaKTepuCTHKE
Z| Bcero, WonoYan Nepepeissl - 40:00 w
OAUCLMANNMHEPHBIE MPEHULE!
MakcumansHo aonycTuMan CuyMTaTh onosgaHver NpMxoa CHMTATH YX040M PAHBLLE YXO4
BENWYUHE NONOAMTENEHOMD NOZHE, YEM B ... PEHbLUE, YEM B ...
banaHca 3a nepuoa
pacHETa (MecaL) H4imm 00:00 4
[cogmoms | [ omea |
~ "
Hayarno w»n okoH4yaHue 3Toro MHTEpBasia WCNOJb3ylOTCA B OT4ETEe Bce
(1]
HapywuTenwu pasgena «QucyunnuHa mpyoda» [pna  BO3MOXHOCTU

onpeaerneHVs ono3gaHne U yxo4 paHbLLe.

= C yNPOWEHHbIM pac4éTom

24

NHTtepdperic pabounx okoH oboux pasgernoB n nopsgok paboTbl C HUMKM COBMagaloT.

CJ'Iy‘-IaI/I OoTIM4nA 6yﬂ,yT OTMeYeHbl OO0MOJIHUTESTbHO.

YUéT HapyLeHuU aucumnivHbl Tpyaa anis gaHHoro tvna rpadvka He BedeTtcs.

Pabouee okHO pa3gena

PaGoyee OKHO pasaerna COCTOUT U3 CriefyHoLLYX SNieMEHTOB:

@ A 4
1032017 B+ | [.042017 B~ |

BuAMMbIE KONOHKKM 0T4ETa "Boe HapywMTenn™

Onozaasluve
Yweauwme paHblue

[pyrie HapyLeHus
OBlWwee BPEMA HAPYLWIEHWIA

Bce HapywiTenw 3a nepuod ¢ 01 map. 2017 no 30 anp. 2017

o ©

B ﬂﬂb/ﬂéva@m-@

OTcyTCTEME Mporyn
15.03.2017 Cpeaa
Tab.
Ne CoTpyaHuK 4 | MoapasaeneHne JomkHocTb
OnosaaHue ¥xoa paHblue | OTCyTCTBME Apyrve Mparyn Obuwee Bpera
HEPYWEHMA HEPYWEHMA

l_} |A6panos AnexcaHap Bacuneesm4 |AnMManrpauMn |KOHTponep 00:00 03:07 00:00 03:07
12 | Anexcees Mnea Anexceesdd AOMMHMCTPAWA Buue-npesuaeHT 00:00 00:00 00:00 00:00
13 | BenbanH Bnagumup BuTanbesmd OYuk KoHTponep 00:00 04:05 @ 00:00 04:05
14 | WeaHos Mrope Bnagumuposuy COxpaHa OxpaHHkK 00:00 00:00 00:00 00:00
15 | WeaHos Muxaun Hopeesud K00 Opuct 02:17 00:00 00: 56 03:13
1€ | Kpyrosa EneHa AHaopeesHa AOMAHUCTPAWA | [IMPEKTOp AWMBM3MOHE Map) 00:00 00:00 @ 00:00 @ 03:00
17| Maenyk Muxaun Meopruesuy AOMWMHUCTPALMA  BOAMTEND 00:00 00:00 @ 00:00 @ 08:00
|8 | Mapakoa Hanexna BukToposHa BCE Yhoplmua 00:00 00:00 @ 00:00 @ 08:00
19 | Cabwd MapuHa BaneHTuHoBHa Lala] DHUHEHCOBLIN AMPEKTOD 00:00 00:00 00:12 00:12
e | Yanaes Masen BnaguMrposid AfmuHucTpauma | (He onpeaenera) 00:00 00:00 @ 00:00 @ 03:00

5

-~

1. MNMaHernb MHCTPYMEHTOB pasgerna:

10
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Mepuopn oTyeTa — KHOMKA MO3BOSIAET OTKPbLITE MEHIO ArA Bbibopa nepuoaa
oT4yeTa:

* TeKywun AeHb;

* MMpeablAywnn AeHb;

* Tekywan Heaens;

* Tekywun mecsuy;

* YKka3aHHbIM nepuop — npu BbIGOpe NyHKTA OTKPOETCH MaHesb AN BBOAA

AaT Hayarna u KoHua nepuoaa oTyeTa.

{I“ BuiGopka no nepconany (Ctrl+T) — kHOMKa Mo3BOSIET yKa3aTb OOHOro
WM HECKOSIbKUX COTPYOHWKOB, BbIOpAHHOrO(-bIX) Ha MNaHenmM WHCTPYMEHTOB
noapasgerneHns, ona CocTaBlieHnss oTyeTa. YCTaHOBKa/CHATME dhriaxkka crpaBa OT
KHOMKW NO3BOSIIET NPUMEHUTL/OTMEHUTL BbIOOPKY.

%Y Buibopka no_nomeuweHuam (Ctrl+O) — kHoMKa pocTynHa TOSMbKO B
pasgene «Bpemsi npucymcmeusi» N No3BOSsieT ykasaTb OOHO WM HECKOSbKO
NOMELLEHWIA, MO KOTOPbIM ByAeT COCTaBrieH OTYET O HAXOXAEHUM B HMX (M BO BCEX
BJIOXXE€HHbIX) COTPYAHVKOB. YCTaHOBKa/CHATUE doNiaXkka cnpaBa OT KHOMKM No3BonseT
NPUMEHUTL/OTMEHUTE BbIOOPKY.

& pacpuk pab6oTbl (Ctrl+G)—kHonka mno3BOrsieT NPOCMOTPETb  rpadvk
paboTbl COTpyAHVKa, BblAESeHHOro B paboyer obractv pasgerna Ha Heaerto.

A ToyHocTb Ao cekyHpA (Ctrl+Del) — kHonka no3BonsieT oTobpaxaTb BpeMs B
paboyer obrnactn pasgerna ¢ TOYHOCTbIO A0 cekyHapbl. 19 Bo3BpaTa K TOYHOCTU A0
MUWHYT MOBTOPHO HAXXMUTE KHOTKY.

£ CokpaweHHbIn nokas PUO (Ctrl+W)—kHonka nossondeT oTobpaxaTb
MHVUMansl COTPYAHMKOB BMECTO MX MMEH W 0T4eCTB. [1na Bo3BpaTta K nokasy MosHbIX
®NO NOBTOPHO HAXKMUTE KHOTKY.

% MNoka3biBaTb HyNeBble 3HAYEHUA — KHOMKa MO3BOJSIET CKPbITh HyMeBble
3Ha4YeHus HapyleHun B paboyen obrnactu pasgena. To ecTb, ecrm ans CoTpyaHvKa
He 3adVKCUPOBAHO HapyLUeHWW, TO S4Yenka Ofi9 COOTBETCTBYKOLEro AHa Oyaer
nycra.

= Bug oTyeTa — KHOMKA MO3BOSSIET OTKPbITb [OMOSNHUTENBHOE MEHI And
BblIOOpa 04HOro 13 TUMOB OTYeTa.

= OnpaBpaTenbHble [OKYMEHTbI — KHOMKa AOCTYNHAa TOMbKO B pasgere
«fQucyunnuHa mpyda» N NO3BOSAAET OTKPbITb MNaHesb onpaBAaTesbHbIX
AOKYMEHTOB COTPYAHVKA, BblAereHHoro B paboven obrnactn pasgena. Ha naHerm
MMeeTcs  BO3MOXHOCTb MNpocMaTpuBatb OQOPMIIEHHbIE  OnpaBAaTesbHbIe
AOKYMEHTbI. [11151 3aKpbITUS NaHen NOBTOPHO HAXXMUTE KHOMKY.

i HacTtponka cTtonbuoB Tabnuubl — KHOMKA NO3BOSIIET OTKPbITb MEHK CO
CMUCKOM AHen u3 ykasaHnHoro nepvoga. OTMeTbTe doriaXkamMu OHW, OTYeTbl MO
KOTOpbIM Heobxoaumo oTobpaxaTb B paboden obractu pasgena (Bblbop OHewn
OCYLLECTBIIIETCA MNOCSe NOCTPOEHNSA OTYeTa).

A MokasaTb BpeMsi_ BXOAOB U _BbIXOAOB (Ctrl+l) — kHonka nosBonseT
OTKPbITb MaHernb AOMOSHUTESNbHBIX AaHHBIX U NaHerNb rpaduyeckoro oTobpaxeHus
npoxogoB. Ha naHerm poctynHbl aBe Bknagku: MNMpoxoabl n CobbiTusa. [Ans
3aKpbITVA NaHenen NOBTOPHO HAXXMUTE KHOMKY.

¥ n pumMeHuTb (Ctrl+N)—kHomka no3BonseT cgopmupoBatb WM OBGHOBUTb
oTyeT B paboyen obnacTtn pasgena B COOTBETCTBMM C BblOpaHHbIMM NapamMmeTpamMi.

B nepecuéT BLIGPaHHBIX COTPYAHUKOB — NPU HaXkaTUM KHOMKW MNPOUCXOOUT
nepepacyéT paboyero BpeMeHM TOMbKO AN BbibpaHHbIX B paboyen obriactu
COTPYOHMKOB WUiM COTPYAHUKA.
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He yuntbiBaTb cekyHAbl B COObITUSX BXOoA[a-BbiXoAa — eciv (hriaok
YCTaHOBJIEH, TO MPW COCTaBfiEHMN OTYEeTa BpeMs pernctpaumm cobbiTuin npoxoaa
YYUTbIBATbCH C TOYHOCTLIO A0 MUHYT, CEKYHAObI HE y4uUTbIBalOTCA BOBCe. [Ana yveTa
CEKYH[ CHAMUTE CPIIaXKOK.
& vlMpeaBapuTenbHbLIA NPOCMOTP WM MevaTb —KHOMKA  Mo3sorser
OTKPbITb JOMNOSHUTENBHOE MEHIO Ans BblOOpa AaHHbIX AN nevaTu:
* Tekywuu otyet (Ctrl+P);
* Mpoxoabl (Ctri+Alt+P).
2% - 9kcnopT B Excel—kHorka no3BorsieT OTKPbITb MeHI0 Arst BbiGopa
BapviaHTa aKcnopTa oTyeTa:
* 3kcnopT AaHHbIX B Excel (Ctrl+Y). BoamoxHa ropusoHTansHas (dopma
1) n BepTukanbHasa (popma 2) opraHmMsaumsa AaHHbIX B OTYETE.
* JkcnopT AaHHbIX B CSV (Shift+Ctrl+Y).
* 3kcnopTt pAaHHbix B OpenOffice Calc (Shift+Ctrl+O). BoamoxHa
ropusoHTansHas (dpopma 1) n BepTukanbHas (doopma 2) opranmsaums gaHHbIX
B OT4YeTE.
8 InaeHbIA odic Bboibop noapaspeneHus (Ctrl+B)—«kHonka nossorsier
BblOpaTb nogpasgenenve. CnpaBa OT KHOMKM oTobpaxkaeTcsi BblOpaHHOEe paHee
nogpasaerneHve.

2. MaHernb ¢ nonssMu BBOAA Hayana v OKOH4YaHua nepuoga otyeta. [laHernb gocTtynHa

NPV BbIGOPE B MEHIO, OTKPBIBAOLLEMCS MPU HaxkaTum KHorkv Mepuoa oTuyeta &,
nyHkTa YKa3aHHbIN nepuog.

. MaHenb 3aronoBka oTtyeTa. [ns otyeTta «Bce Hapywumernu» B 3arofioBke OOCTYMHbI
drnaxkm ana Bbibopa kaTeropui HapyLLEHUA, OTOBpaXkaeMblX B OTYETE.

. Paboyass obnactb pasgena CoOepXuT CNMCOK COTPYAHWKOB, paboTaBumx B
BblOpaHHOM nogpasgernieHMn B yKasaHHbld nepuod. [Ana kawgoro gHa nepvoga
oToOpaxaeTcsa obwasa ANMTENbHOCTb HapPYLLEHWN.

Mpu BbIAENEHUM B paboyei obracTu pasgerna a4evikn, COOTBETCTBYIOLLEN OQHOMY U3
AHEN YCTaHOBSIEHHOrO nepuoda, Ha naHensx [LOMOSHUTENbHbLIX OaHHbIX U
rpaguyeckoro oTobpaxkeHust BbIBOOATCA [OaHHblE O MPOXodax COTpydHVKa 3a
BbIOpaHHbIN AeHb. Mpy BblAENEHMN HECKOSbKUX A4€€eK C AaHHbIMU COTPYOHUKA WUIn
s4Yerikn B ctonbue Bcero Ha naHensax otobpaxkatoTcs JaHHble O NPoxXodax 3a BECb
nepvoa.

BblaeneHue a4erikun XerrbiM LBETOM YKasblBaeT Ha HarmivMe y COTpyaHuKka Ha 3ToT
AeHb onpaBAaTeSlbHOro JOKYMEHTa.

BblaeneHue S4emnku XerbiM LBETOM M 3HAYKOM BOMPOCUTENBHOMO 3Haka ykasbiBaeT
HA HamMyMe Yy COTpyOHVMKa Ha 3TOT [AeHb OnpaBAaTenbHOro [OOKYMEHTa,
0POPMIIEHHOIO C HapYLLEHUSMMN.

lNpumeyaHue:

B pabouenn obractm okHa pearnm3oBaHbl criegyloupe QYHKLUMW: COPTUPOBKA Mo
3reMeHTaM OAHOro WM HECKOJSIbKUX CTOSOLOB, MOUCK MO 3fieMeHTaMm CTosfibuos, a
Takke U3MEHEHME LWPUHbI 1 NoCcneaoBaTelbHOCTM CTOMOLIOB.

12
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PykoBoacTBO nosnb3oBaTend

2.5 BKﬂaﬂKa «npOXOﬂbl» naHenun AonoJNMHUTeNbHbLIX OAaHHbLIX
Onucanue Bknagku "lMpoxoabl™

MaHernb AOMHUTENbHBLIX AaHHBIX OTKPbIBAETCS NPU HaXaTum Ha kHorky NMoka3aTb BpeMms
BXOAOB W BbIXOAOB A Ha naHemm VHCTPYMEHTOB pasfera 1 UMeeT crieAytoLyin Bua;:

Mpoxoae | Cobemua

B NOMELWLEHME | Brixoa |l'13 NOMELLEHMA

‘FPabodad soHa 27032013 95821 Pabodyad 3oHa

3 |27.03.2013 10:41:4 Pabovad soHa 27.03.2013 12:29: 1 Paboyad 30H3
27.03.2013 13:24:3Patoyan SOHIF?.

27032013 4---- .....

[ ——

[Ep———
1
1
1
1
]
1
1
1
1
-

————t , , ———tt ———t——
= = = = = = = = = = = = =
= = = = = = = = = = = = =
= ™ = ] um] ] ™ = o um] ] g =
] O ] ] ] —_ —_ —_ —_ -— o o c

Mpoxods 2a nepuod © 27 map. 2003 no 27 map. 2013 Conoeses Anexceld Anmonosw
Oboznauennn MNeuaTb

] HET HapyWweHMiA

BN HewsBecTeH BX0A @

(Beixog)

1. BbIGop BKMagkm naHenm gONOSHUTEbHbIX AAHHbIX:
* [Ilpoxoabl;
* CobbiTuA.

2. Paboyass obractb BKMagkM COOEPXUT [daHHble O Npoxodax COTPYAHWKA,
BblAeneHHoro B paboyeit obractu pasgena, B perucTpypylolyie noMeLleHust ydeta
paboyero BpemeHu. [laHHble MOryT oTobpaxaTbCsl 3@ OAUH BblOpaHHbI B paboyel

obracTtu aeHb AeHb 1 Npuy Bbibope sivenkn Becero, 3a Becb nepuoa, ykasaHHbI Ha
naHernm MHCTPYMEHTOB pasfera.

. KHonkun nepemelLeHms no cobbiTamM Npoxofos, oTobpaxeHHbIM B paboyert obrnactu
BbIOpaHHOW BKNagKu NaHem JOMNONHUTENbHbIX AaHHbIX:
¥ —MNMepBas 3anuch,
4 —[peablaywasn 3anuchb,
* — Cnepywouwas 3anuchb,
* —MNMocnepgHAasa 3anuch.

4. TMaHenb rpadn4eckoro oTobpakeHs COAEPXKUT AaHHbIE O NPOXOAax BbIGpaHHOro B
paboyen obnactu pasgena coTpyaHuka 3a OeHb WM 3a BECb yKasaHHbI nepuoja B
rpacmyeckom Buae.

Mpn Haxatum kHomkn MeuvaTb/OT4YET un30OpakeHue, BbiBEOEHHOE HA MaHelb,
OyneT coxpaHeHo B rpaduyeckomM danne C pacumpeHveM * .bmp B Manke c

ycTaHoBreHHbIM ceTeBbiM 10 PERCO0-S-20. lNocrie coxpaHeHuss n3obpakeHue
OyoeT aBTOMaTUYECKN OTKPbITO.
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18.03.2013

19.03.2013 1

200320134

21.03.2013 4

220320134

250320134

26032013

20320134

28.03.2013 1 . . . - [

29.03.2013 o S S S|
2 8 2 2 28 8 2 g8 2 8 2 8 &=
S o 2 £ & 2 o = 4d & g o g

Mooxodes 2a nepuod © 17 map, 2003 no 30 map, 2003 Conoeree Anexceld Axmonoewy

2.6 Bknapka «CoObITa» naHenu AononHUTerbHbIX AaHHbIX

= OnucaHue Bknaaku "CobbiTua"

[MaHenb [OMHUTESNbHBIX OaHHLIX OTKPbIBAETCA MNpU HaxaTum Ha kHornky [MokasaTtb
BpemMAa BXOAOB U BbIXOAOB A Ha nmaHerm WHCTPYMEHTOB pasgena M uveet
cregyrouym Bua;

Mpoxoas Cofibmia m

'-! —_——

Bpema YueT | Bwon/Beixon MoMeweHHe cng;:mn
1 |01:03:2013 1457122 & Bxog CTonosasn m@
2 |01:03:2013 17:59:15 s Berxog Paboqad soHa s~ &
3 |04:03:2013 05:55:32 Bxof Fabodan 3oHa &
4$04:03:2013 03:04:44 | & Beixos § v
3 |04:03:2013 050444 & Bxog CTonosasn &
6 |04:03:2013 11:12:11 S Bhixoa OBWMA KOpaor v
|:| TONBKD 3apErMcTPMpOBaHHEIE CoDBITIA 3 _I

5 ) 3 @

1. BbibOp BKMaaku NaHenm A0NONHUTENbHbIX AaHHbIX:

* [IlpoxoAasbl;
* CobbiTHNA.

2. Paboyaa obOnactb BKMagku  COOEPXUT  CMMCOK  COObITMM  MPOXOA0B
3apernucTpmMpoBaHHbIX KOHTporriepamu M gobaBreHHbIX cuctemon. [poxoapl B
HEepEerncTpypytoLLme noMeLLEHNA BblAeNEHbl XXeSTTbIM LBETOM.
3Havok ¥ B cTorbue YueT ykasbiBaeT Ha TO, 4TO cobbiTue ByaeT yunTbiBATHCS
npu pernctpaumm n pacyete paboyero BpeMeHu coTpyaHuka. [Ons uckrodeHns
COBbITVA U3 pacYeTOB ABAXbl HAXKMUTE NEBON KHOMKOM MbILLM Ha 3HA4oK ¥, npu
3TOM 3HAYOK M3MeHUTCS Ha . [Mocre M3MEHeHUs! Cricka YYUTbIBAeMbIX Mpw

pacyeTax cobblTun HeobxoaMMO OBHOBUTL OTYET, HaXKaB KHOIMKY 4 Ha naHenm
WMHCTPYMEHTOB pasaera.

3Hauok & B cTorbue Tun cob6bITUA ykasbiBaeT Ha TO, YTO COBLITUE BbINo
3aperncTpypoBaHo KOHTPOIIEPOM, 3HA4oK ¥, Ha TO, 4To cobbiTve SBMAETCS
[00aBreHHbIM CUCTEMOWN (Hanpumep, AN OBEper C OOHUM  YCTaHOBIEHHbIM
cuuTbIBaTENEM) C YH4ETOM BIIOXEHHOCTM NOMELLEHW.

14
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¥ MpocmoTp BupgeoapxuBa (Alt+V)—kHonka no3BonsieT OTKPbITb OKHO
BupeoapxuB ana npocmoTpa kagpoB c kamepbl CKY[l, cBA3aHHOW cO
cuuTbIBaTENEM, 3apeErncTprpoBaBLLM BblGpaHHOEe CobbITHEM.

lNpumeyaHue:

Ecrm nomelLeHre He cBA3aHo ¢ «HekoHmposnupyemou meppumopuel», TO eCTb
He BXOOUT BO BHELLHMA KOHTYp 6e30macHOCTM Ha cxeme MOMELLEeHW B pasgerne
«MomeweHusi u MHemocxema» moaynd PERCo-SN-01 «ba3oeoe 10», To npu
perucTpaumMm KOHTPOSmiepoM cobbiTmsa Bxoda B MOMELLEHME  CUCTEMOM
aBTOMaTUYeCKN fobaBnseTca cobbiThe Bbixof4a M3 Mpeablayliero nomeLlleHns ¢
TaKMM XXe€ BPEMEHEM.

. TOoNnbKO 3apeructpMpoBaHHble COObLITUA —MpU ycTaHOBKE cbriaxkka Ha

naHesmm OTO6pa>KaI-OTCFI CO6bITI/IFI, CB43aHHble C nNpoxogamMn TOJIbKO B
permcTpumpyroupe noMmeLeH1A.

. KHonku nepemMeLlieHna no CoObITUAM npoxonos, OTO6pa)KeHHbIM B pa60l-|e|7|

obnacTtun BbIBpaHHON BKNaaKM NaHem AONONHUTENbHbIX AAHHbIX:
™ —TlepBas 3anuchb,
< —MNpeAablaywan sanuchb,
* — Cnepywuwas 3anuchb,
* —locnegHAs 3anucCkb.

- KoppekTupoBKa cnucka cobbITMi npoxoaa CoTpyaAHUKaA

15

1151 KOPPEKTMPOBKM JAaHHBLIX O MPOX0OAax COTPYAHUKA:
1. Haxmute Ha naHerm WHCTPYMEHTOB pasgerna kHonky lNMepuopn otyeTa #. B

OTKPbIBLLEMCHA MeEHI Bbibepute OOUH M3 BO3MOXHbIX MEPUOOOB, 3a KOTOPbIN
OyoeT cocTaBrieH OT4YeT, WM yKaxuTe nepuod BpPYYHY0, BbibpaB MyHKT
YKa3aHHbIM nepuopa. YKasaHHbl Nepuros OOSDKEH BKIKOYATb A€Hb, 3@ KOTOPbIN
HeobxoaMMO CKOppeKTUPOBaTb AaHHbIE O MPOXOAAX.

. Haxkmure KHOTKY BbIGOp noapas3aneneHusd e Ha MaHesM WMHCTPYMEHTOB

pasgena. B oTtkpbiBwemcs okHe [MopgpaspeneHus ykaxute Heobxoaumoe
nogpasgeneHne n Haxvute kHonky OK. Cnucok COTpPyOHVMKOB BbIOPAHHOMO
nogpasgeneHns bygeT otobpaxeH B paboyen obractu pasgena, HasBaHve
noapasaeneHnst NOSBUTCA cnpaBa OT KHOMKM.

. Ha nanerm MHCTPYMEHTOB pas3aesia HaXXMUTe KHOMKY OGHOBUTb AaHHbIEe 'f

Ana popMmnpoBaHus oTyeTa.

. Haxkmute Ha naHerm MHCTPYMEHTOB pa3feria KHOIMKY MokasaTb Bpewms

BXOA4OB U BbIXO4OB & . Ha OTKPbIBLLENCA NaHENM OOMNOSHUTESbHBLIX AaHHbIX
nepengute Ha Bkragky CoobiTus.

. Bbligermre B paboyelt obracti pasgena CTPOKY C AaHHbIMW COTPYAHVKA, AN

KOTOPOro HeOGXOAMMO CKOPPEKTUPOBATL AaHHbIE O NPOXOAAX.

. B Bbligernute FI‘-IeI7IKy B CTOJ'I6L|,e, COOTBETCTBYWOLLEM [OHKO O KOPPEKTUPOBKU

[AaHHbIX 0 NpoxoAax. Ha naHenm gonornHUTENbHbIX AaHHbIX OyOeT BbIBEAEH CNNCOK
NPOXOAO0B 3a YKa3aHHbIN AeHb.

. B pabouen obrnactu Bknagkm CoObITUA HAa NaHeNM OOMOSHUTESbHBLIX OAHHbIX

MCKITIOUMTE HeKoppekTHble npoxodbl. s atoro B cronbue YyacTByeT B
pacuyeTax [Baxabl HaXMWUTe NEBOW KHOMKOW MbILM Ha 3Hauke ¥ B CTpoOKe C
MPOXOAOM, KOTOpbI TpebyeTcs WCKMOUNTb M3 pacyeToB. 3HAYOK MpW 3TOM
M3MEHUTCS Ha &,
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8. Haxmurte Ha naHerm MHCTpyMEHTOB pasgerna kHonky OGHOBUTL AaHHbIe 4
ANs nepecyeTa AaHHbIX XypHana. [JononHutenbHble naHenm 6yayT 3akpbiThl, BCE
BblNagatouyie Crnvcku 6yayT CBEPHYTbI.

2.7 NaHenb onpaBaaTenbHbIX JOKYMEHTOB
OnucaHuve naHenu

YrtobbI OTKPbITb naHesnb onpaBAaTtesbHbIX  OOKYMEHTOB, HaXMuTe KHOTMKY
OnpaBpaTefnibHble AOKYMEHTbI = Ha NaHesm MHCTPYMEHTOB pa3sgerna. NaHerns uveet
criegytroumm Bua;

OnpasaaTensHble AOKYMEHTLI |33n0]‘DKEHHDC|'I.I1 |

Haqano
AelcTEMA
AOKYMEHTE

214 ® BoNbHHYHBIA 00:00 | 30.03.2017 29.03.2017 29.03.2017 V

Konew nefictena
AOKYMEHTE

Tun
NOKYMEHTS

BHYTpEHHMIA e

HauMeHoBaHWE foKyMeHTa <
Ng JoKyMeHTa S

MpopomswTensHOCTE | JaTa AoKyMeHTa MognucaHo

[laTa HapylweHus ‘ BenuunHa HapylweHus ‘ ~

1003.02.2017 01:49|
2 |07.02.2017 01:22
3 |08.02.2017 03:04

4 |15.02.2017 01:46

ﬂ 08:00 v

+ 489951 113 @ BONEHMYHBIN HEOMNAYMBIEMBIA 00:00 02,03,2017 01.03.2017 01.03,2017 V'
+ 459953 | 209 @ BpeMA BbIHY¥AEHHOMD Nporyna 00:00 | 20.04. 2017 01.04.2017 19.04,2017 V'

N copepxut aBe BKIIagKu:

1. Bknagka OnpaBpaTenibHble AOOKYMEHTbl - COOEPXUT WHpopmaumo 06
0OPMIIEHHbIX OJI1  COTPYOHMKA MPOCTbIX W COCTaBHbIX OnpaBAaTesbHbIX
AOKYMEHTax, UX HoOMepe W Tune, NPOLOSTKUTENBHOCTU OTCYTCTBUS COTPYAHMKA Ha
paboyem mecTe, AaTe BBOAA AOKYMEHTA, JaTe Hayara U OKOHYaHus ero OencTBus.
3Hauok ¥ B crorbue MomnucaHo ykasbiBaeT Ha TO, YTO [aHHbLI NPOXOA
“cronb3yeTcs npu pacyeTe paboyero BpeMeHn coTpyaHuka. 3Hayqok ¥ B crorbue
Tun pgokyMmeHTa ykasbiBaeT Ha TO, YTO BpeMsi Mo AOKYyMeHTy gobaBnsietcs K
pabouyeMy BpemMeHu coTpyaHuka. 3Hadok & ykasbiBaeT Ha  MpocTom
onpaBAaTenbHbIN JOKYMEHT.

2. Bkrnagka 3agofmKeHHOCTU oTobpaxaeT 3af0SPKeHHOCTN o paboyemMy BpemeHn
Ans BbIGpaHHOro coTpyaHvka, AaTe U BefmdvHe HapyLLeHns:

| OnpaeaaTensHele oKYMEHTBI | 3aQ0MmHEHHOCTH |

| laTa HapyweHua & | BenuumHa HapylweHa o
1p 00:27
2 |28.03.2017 01:08
El 01:34
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2.8

lpumeyvaHue:

[lo6aBrieHne HOBbIX MPOCTbIX M COCTaBHbIX OMpaBAATENbHbIX [AOKYMEHTOB U
ocbopMreHve  [OOKYMEHTOB  Ha  CBEpPXypOuHble  OOCTYNHO B pasgene
«OnpaedamesnbHbie Q0KymeHmMbI» monynd PERCo-SMO07 «YPB».

dopmMmupoBaHue oTyeTa

[lns coctaBnenus otyeTa:

17

1. Haxxmute kHonky Bbi6op noppaspeneHus ® ha nanerm WHCTPYMEHTOB

pasgerna. B oTkpbiBwemcs okHe [MoapaspeneHusa  ykaxure Heobxogumoe
nogpasgeneHne n Haxmute kHonky OK. Cnwmcok cOTpygHWMKOB BbliOGpaHHOIro
nogpasgeneHuss Oyget oTobpaxeH B paboyen obractu pasgena, HasBaHue
noapasgernieHnst NOSBUTCA crpaBa OT KHOMKMW.

. Haxmute kHorky Bug oTyeTa D= Ha naHerm WHCTPYMEHTOB pasdera v B

OTKpbIBLLEMCA MEHIO Bbl6epI/ITe OOVH N3 OOCTYNHbLIX TUNOB OTHETAa.

. Haxxvute kHorky Mepuopn oTuyeTa Ha MaHerm WHCTPYMEHTOB pasgera. B

OTKPbIBLLEMCSI MEHIO BbIGEpUTE OAMH U3 BO3MOXHbBIX NEpVoAOB, 3a KOTOpbI GyaeT
COCTaBIIEH OTYET.

. Ecrm BbIGpaH nyHKT YKa3aHHbIW nepuopa, TO Ha LOMOSHUTENbHOM NaHerm c

MoMoLLBIO Morer Beoda aat |t9.11.2012 ~l|te.12.2012 =l ycTaHoBUTE AaThbl
Ha4yana v KoHUa nepuoaa.

. B paspene «Bpemsi npucymcmeusi» eCTb BO3MOXHOCTb COCTaBUTb OTYET O

HaxoXOEeHUM COTPYOHUKOB B OAHOM WM HECKOSbKMX BblOpaHHbIX NoOMeLLeHusX. [1ns
3TOr0 HaXXMUTE KHOMKY BbIGOpKa Mo nomeweHUaM ¥ Ha naHenm MHCTPYMEHTOB
pasgena. OTkpoeTca OkHO BbiGopka no nomeweHusiM C MHOrOypOBHEBbLIM
BbINagaroLLyM CNIMCKOM MOMELLIEHWIA;

BriGopka no nomMelleHuAmM

MoMmeweHnn
“ -[2J# HeKOHTpONMPYEMaA TEPPUTOPIA
w ¥ MpoxoaHaA 0K
(@ Nomewene 1
¥ MomeweHue 2 O4UCTHTE
{2 MomeweHwe 3
(2 Momewenne 4
L Kade
T Mapam

6. B OTKpbIBLLEMCA OKHE Bbloesfimte OAHO WM HEeCKOJIbKUX noMeweHun. Haxmure

kHonky OK. OkHo Bbibopka no nomeweHuam OyaoeT 3akpbiTo, B paboyen
obrnactm pasgena ©OygeT oOToOpaXeHoO BpeEMSA  HaXOXOEHVUS  COTPYOHVKOB
noapasgeneHns B BblOpaHHbIX nomelleHuax. ([nsa Bo3BpaTta K MOSHOMY CrMCKY
MOMELLEHUI CHUMUTE (DraXoK crpasa OT KHOMkM BbeiIGopka no nomeweHnam #

1 MOBTOPHO HaXXmuTe KHOMKy MpuMeHUTb 4 )
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7. Haxmure kHonky MpuMeHnTb ¥ La nanerm WMHCTPYMEHTOB pasgena. B pabouen
obracTtu pasgena otobpasnTcs CNNMCOK COTPYAHUKOB BbIBGpPaHHOro noapasneneHus ¢
AAHHBIMM O HapyWeHVSX AUCUMNIMHBbI Tyda 3a Kaxabli AeHb YCTaHOBIIEHHOTO
nepvioaa.

8. [Ins WCKMOYEHUss OOHOMO WM HECKOSbKMX OHEeMW M3 OTyeTa HaKMUTE KHOMKY
HacTtponka ctonbuoB Tabnuuybl Bl va nanerm WHCTPYMEHTOB pasgerna. B
OTKPbIBLLEMCH MEHIO CHAMMUTE COIIAXKN Yy TEX OHEWN, KOTOPblE HEOBXOAMMO UCKIIIOYUMUTD.

9. [1na Bbibopa 04HOrO UM HECKOSbKNX COTPYAHMKOB BHYTPWU NOAPA3AENIEHNS HAaXMUTE
kHornky Bbi6opka no nepcoHany ! Ha naHerm wuHcTpymeHTOB pasgerna.
OTtkpoeTcs okHo BbI6GoOpKa no nepcoHany:

BriGopka no nepcoHany O =
| G0 & | Tab. N2 | Jom#HoCTb 2
1 |BoraTteipes AHAPER MpoknosKry CoTpyaHWK
2 |boraTelipes Bresonog BpoHWCNaBOBKY AHANWUTHE
_ Mowownc
AHANMTHK
W
>
OK OTmMeHa

BuiBpano cotpyaHukoe: 0

10. B oTKpbIBLIEMCS OKHE BblIGEPUTE OOHOIMO UMM HECKOSbKMX COTPYAHUKOB W HaXKMUTE
kHonky OK. OkHo Bbi6opka no nepcoHany 0yaert 3akpbiTo, B paboyen obrnactu
pasgena Oyget oTobpaxeH OT4eT TONMbKO AN BblOpaHHbIX COTPyAHUKOB. [ns
BO3BpaTa K NOfHOMY CMUCKY COTPYAHVKOB NoAapasfeneHusi CHAMUTE (priaXxok crnpaBa
OT KHoMKM BbI6OpKa no nepcoHany

11. lna npocmMoTpa AeTanbHbIX AaHHbIX O Npoxodax BbibpaHHOro B paboyen obractu
pasgerna coTpyaHuka 3a AeHb WK BECb Nepuog Haxkmute KHorky NMokasaTtb BpemaA
BXOJOB W BbIXOAOB &' Ha naHerm MHCTPYMeHTOB pasaena. OTKpoTCa naHenm
AOMOSHUTESbHbIX AAaHHbBIX U rPaddN4eCKOro OTOOpaXKeHWs.

12.na npocmoTpa napamMeTpoB rpaduka paboTbl COTPyAHUKA  Bblaermre
uHTEpecyloupi aeHb B paboden obrnactu pasgerna u Haxmute KHorky Fpadomk
pa6oTbl 2 Ha naHerM WHCTpyMeHTOB pasgena. OTkpoeTcs okHo [padhmk
paboTbl. BoigeneHHbin oeHb ByaeT oTMEYEH 3HAYKOM 4

13. Ecrm oTyeT Heobx0aMMO coxpaHuTb B hanre anekTpoHHbIX Tabnmy MS Office Excel
C pacumpeHveM .x1s, .csv urm OpenOffice Calc ¢ pacuMpeHEM .ods, TO HaXXMUTE
cTpernky cnpasa oT kHorku dkcnopT B Excel 2 Ha naHerm WMHCTpYMEHTOB
pasgena. B oTkpbiBLLEMCS MEHIO Bblibepute chopmat Tabnmu.

14. Ecrm oTyeT HeobxoaMmo HanedaTaTb, TO HaXMuUTe CTpPesiKy crpaBa OT KHOMKU
MpeaBapuTenbHbLIN NPOCMOTP M NevyaTb & Ha NaHerm WHCTPYMEHTOB
pasgena. B oTkpbiBLLeMca MeHo Bbibepute gaHHble s nedatn. OTKpoeTcss OKHO
NMpeaBaputTenbHbLIN NPOCMOTP A4S NMPOCMOTPa OOKYMEHTa U MNocreayroLemn
neyartm.
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2.9 BbiGopka no nepcoHany

B pasgerne npegycMoTpeHa BO3MOXHOCTb MOCTPOEHMS BbIGOPKU (ourbTpa) No Crieaytowmm
KpUTEpUaM:

* dPUO;

* Tab. ? ;

®* IOMKHOCTb.

[ns npumeHeHnnst BbIGOPKU:

1. Haxmute kHornky BbiGop noapaspeneHwus # ha nanerm VHCTPYMEHTOB
pasgena. B oTkpbiBwemcs okHe [MopgpaspeneHumsa  ykaxute Heobxogumoe
nogpasgeneHe un Haxmute kHorky OK. Cnuvcok coTpyaHWKOB BbliGpaHHOMo

nogpasgeneHuss Oyget oTobpaxeH B paboyen obractu pasgena, HasBaHue
noapasnenieHns NosIBUTCA crpaBa OT KHOTMKW.

2. Haxmute Ha naHerm MHCTPYMEHTOB pasaerna kHonky Bbibopka no nepcoHany
}. OtkpoeTcs okHo BbiGOpKa no nepcoHany:

Brifopka no nepcoHany O x

| G0 s | Tab. No | Jom#HOCTE "
1 |BoraTteipes AHapen Mpoknosmudy CoTpyaHWK
2 |boraTelipes Breeonogn BpoHWCNaBOBMY AHANWUTHE

_______[Movouwrwic

AHANWUTHE

OK OTHEHE

Bribpano cotpygHukoe: 0

lNpumeyaHue:

.~ B pabouyen obrnactm okHa pearm3oBaHbl criegyloupe QyHKUMK: CopTUpOoBKa Mo
areMeHTaM OAHOro WM HECKOJSIbKUX CTOSOLOB, MOWCK MO 3fieMeHTaMm CTonbLoB U
M3MEHEeHMe LWMPWHBI U NocreoBaTeNbHOCTU CTONOLOB.

3. B oTKkpbiBLLEMCS OKHE BbiOepuTe OOQHOIO UM HECKOSbKMX COTPYAHVKOB M HaXMUTE
kHornky OK.

4. OkHo Bbibopka no nepcoHany 0OygeT 3akpbiTo, B paboyen obractu pasgena
OyneT oTobpakeH OTYET TOMbKO Ass BblOpaHHbIX COTPYAHMKOB.

5. [1ns Bo3BpaTa K MOSHOMY CMMCKY COTPYAHUKOB MoapasaeneHvs CHUMUTE (hriaXkok
cnpaBa oT kHonkn Bei6opka no nepconany ! v,
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2.10 BbiOoOpKka no nomeLweHUam

B paspene «Bpemsi npucymcmaeusi» JOCTYNHA BO3MOXHOCTb MOCTPOEHMA BbIOOPKM MO
nomeLleHusiM. [1ns noctpoeHus BbiOGOPKU:
1. Haxxmute Ha naHermM UWHCTPYMEHTOB pasfgerna KHornky Bbibopka no
nomMeweHunam ¥, OtkpoeTcs 0kHO BbIGOpKa NO NOMELEeHUAM:

BriBopka no nomeleHmAmM

Momew e
w -{zJ# HEKOHTPONMPYEMEA TEPDMTOPKA
w [2J% MNpoxoaHan OK
¢ L2 Momewerne 1
(2 Momewenne 2 OMHCTHTE

lMpumeyvaHue:

Cnmcok nomeLleHu co3gaeTcs B pasgene «[TomewjeHuUst u MHeMocxeMa» Moayns
PERCo0-SNO01 «ba3oeoe l10». [lpn 3TOM OTYET MOXET ObiTb COCTaABSfIEH TOSbKO
AN TeX MOMELLEHWA, BXO, U BbIXO, B KOTOPbIE OCYLLECTBIIAETCS NpU NpeabaBrieHnm
KapT gocTyna.

3Haykom = B paboyen obractn okHa BbiGoOpKa no nomeweHUssM OTMEYEHbI
NOMELLEHVS, YAaneHHbIE HA MOMEHT COCTaBIIEHNS OTYETA M3 CNCKa NMOMELLEHWI.

2. B OTKpbIBLLEMCA OKHE Bblaefimte OAHO WM HECKOJIbKUX NMOMELLEHWN. |_|pl/1 9TOM

aBTOMaTU4ECKN 6y,D,yT Bbl6paHbI BCE BJIOXEHHblE TOMeLleHNA, €eCriM1 TaKoBble
MMeroTCA.

3. Haxmute kHormky OK. OkHo Bbibopka no nomeweHusam OygeT 3akpbiTo, B
paboyen obractu pasgerna Oyget oTobpaxeHO BpeMsi HaxXOXOEHVUs COTPYAHUKOB

nogpasaeneHns B BblOpaHHbIX NOMELLEHUAX (MPU HaXaTu KHOMKN OYMCTUTb OKHO
3aKkpoeTtca 6e3 Kakmx-mbo N3MeHEHUN).

4. [na Bo3BpaTa K NOSHOMY CMIUCKY MOMELLEHWIA CHAMWUTE (pria>koK cripaBa OT KHOMKWM
BbiGopka no nomeweHusm ¥ ¥ u nostopHo HaxmuTe kHoMKy MPUMEHUTH

v
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3

3.1

Paspen

Pa3pnen «MecTtoHaxoxaeHue»

Ha3sHauyeHue
«MecmOHaxomdeHue» npegHa3Ha4vyeH arA CcOCTaBlieHund oTyeTOoB (o]

MECTOHaXOXOEHUN COTPYAHUKOB UK MOCETUTENEN Ha TEPPUTOPUN NPEANPUATUA B YKazaHHOe
Bpemsi BbIOpaHHOro OHS.

3.2

Paboyee OkHO pasferna COCTOUT U3 CreayHoLLMX SNIeMEHTOB:

Pabouyee OKHO

|15.D3.2|2|1? Dv|14=49 :| Lo T4 & X S (Heonpeneneno}@

Tah.
MO

-—~
-

EEEEEEEF
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CoTpyaHuk (MoceTuTens) Nata exona 253;2 Jom#HoCTE MoMewerHwe | NogpasnensHwe
[lKnerkos AnexcaHap KoncTaHTuHoBMy [15.03.2017 [Benywmi cneupanuct KTO (nan (so4) [napT
Ky3Hew Onera AnexcaHaposHa 15.03,2017 [14:18:18 | AupexTop AAPT LAM (504) |QAPT
Nocemkoea EneHa BagumoeHa 15.03.2017 |14:07:20 | [dwnsaiHep AOPT (503) | OAPT
MaTeees IMMTDMI BUTanbesm4 15.03.2017 |13:44:34  MapkeTonor-aHanuTHE 0AN(504)  OAPT @
MayTiH AHApel AneKkcaHAPOBWMY 15.03.2017 |[14:44:36 |CneuwmandcT no BMASo KW 30 TEXHONOMMAM OFT (503) OAPT
PoMaHoE Mrops AnekcaHaposmMd 15.03.2017 |14:31:26  Beaylwmi MEHEDWED DEKNEMHBIX NPOEKTOE OFT (503) OAPT
TaeycT Ceprell Muxainosud 15.03.2017 |13:12:383  Beb-meHemmwep APT (503) |AAPT
Degoposa Mapua BaneHTMHoOBHE 15.03.2017 |14:48:51  CTapwwil MEHEQKED MO MPOWMZB0ACTEY PeKNamsl | Xonn HOAPT
AnpuxmHCKMiA BRuecnas Bnagummposnd | 15.03,.2017  [13:26:42 | MapkeTonor-aHanimue LAM (504) |QAPT

1. lMaHenb MHCTPYMEHTOB pasaena:

b

|15.|:|3.1|:|1;r Dv|14:4’9 -

—nore AOnd BBOAA [OaTthl U BpeMeHu onpeaerneHus
MECTOHAXOXXOEHUSI COTPYAHMKA.

£ — kHonka YCTaHOBUTL BPeMs MO3BOMAET OTKPbITh MaHemnb C MoM3yHKOM AJ1s
YCTaHOBK/ BPEMEHM:

Mpn OBWKEHUM MOSM3yHKa YCTAHOBIIEHHOE BpeMs OoToOpaxaeTca B rnorie BBoAa
BpeMenn. OgHO pJeneHne COOTBETCTBYET OAHOMY 4acy, MMWHMMAarbHbIA Lar
noridyHKa — 15 MUHyT.
¥V Bbi6opku (Alt+F)—kHomka MO3BOMSIET HACTPOWUTbL BbLIGOPKY (PUrbTP)
oTobpaxkaembix B paboyen obractM gaHHbiX. [OCTynHbl Criegyloume Kputepum
NocTpoeHus BbIGOPKM:

* [lomeweHune — COTPYAHUKM, HAXOOALMECS B BblIOPAHHOM NMOMELLEHMM.

* [OoMKHOCTb — COTPYAHUKN, HAXOOALLMECH Ha BblOpaHHOM OOIDPKHOCTM.

e CoTtpyaHuk — dMO cotpyaHuka. Kputepuin no3BonaeT onpeaennTb, BXOAUT

M COTPYAHUK B NOCTPOEHHbI OTYET.
e Bpemsa —coTpyaHuky, npuwegume Ha paboyee MeCTO B yKa3aHHbIN
NMPOMEXYTOK BPEMEHW.

& Fpaduk pad6oTbl (Ctrl+G)— kHoNka Mo3BONAET NPOCMOTPa MapameTpoB U
pacnucaHua paboTbl Ha He4emno AN COTPYAHUKA, BblAENEHHOrO B paboyen obracTtu
pasgerna.
2% - 9KCNOPT — KHOMKa MO3BONSIET MPOM3BECTU SKCTOPT AaHHbIX M3 paBouyei
obracTtv pasgena B 0avH 13 oopMaToB 3MEKTPOHHbIX Tabrmy,. MNpy HaxaTum cTpenku
OT KHOMKM CnpaBa OT KHOMKN OTKPOEeTCst MeHo A Bbibopa dopmara:

* 3kcnopT AaHHbIX B XLS (Ctri+Y);

* JkcnopT AaHHbIX B CSV (Shift+Ctrl+Y).

v MNoctpoutb oT4é€T (Ctrl+N)—kHOMKa no3BONeT OOHOBUTL [AaHHble B
paboyein obnacTu.
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& NpenBapuTenbHbIN NpocMoTp M neyvatb (Ctrl+P)— kHornka nossonseT
pacnevyaTaTtb JaHHble 13 pabounx obracTten pasgena.

OTyeT NO NnoceTuTeNaAM — Npu yCcTaHOBKe doriaxkka B paboyer obractu pasgena
OynoeT cocTaBreH OTY4EeT O MECTOHaXOXOEHUM noceTuTenen npeanpuaTus B
ykasaHHoe BpeMsi, BbIGpaHHOro aHs.

i#d | Hmoke Bbi6op nogpasgeneHus (Ctrl+B)—kHornka nossonsieT BbIOpaThb
noapasgernieHne, CoOTpyaHVKn Kotoporo 6yayt otobpaxaTtbcs B paboyen obrnactu
pasgena. CnpaBa OT KHOMKM OTOOpa)kaeTcsi HasBaHMe BbIOpPaHHOroO B AaHHbIN
MOMEHT noapasaeneHus.

2. Paboyasa obracTb COOepXUT CMUCOK COTPYOHMKOB BbiBpaHHOro nogpasgeneHus c
yKa3aHMeM MX MECTOHAXOXOEHMS B yKa3aHHOe BpeMs BbIGpaHHOro aHs.

lpumeyvaHue:

B pabouenn obractn okHa peanmsoBaHbl QYHKUWMW: COPTUPOBKW MO 3feMeHTam
O[HOTO WIM HECKOJSbKUX CTONOLIOB, KOHTEKCTHOIO MOMCKA U M3MEHEHUS LLMPWHBI U
nocriegoBaTensHOCTM CTONOLIOB.

3.3 dopmMmupoBaHuMe oTyeTa

Ona  dopmupoBaHna oT4eTa O MECTOHaxXOXOEeHMM COTPYOHVMKOB/ noceTuternen Ha
TEpPUTOPUM NPEANPUATUA B YKa3aHHOE BPEMS OHS:

1. Ecrm HeobxoamMmo cdopMmpoBaTh OTYET MO COTPYAHWKAM, TO HaXXMWUTE KHOMKY
Bbibop noapaspgeneHun # 42 naverm WHCTPYMEHTOB pasgera. B
oTKpbiBLLEMCA OKHE Mopapa3peneHmnsa ykaxure Heobxoaumoe nogpasgerneHve U
Haxkmute KHonky OK. Cnwmcok coTpyaHukoB BbibpaHHOro nogpasgenenua Oyger
oToOpaxeH B paboyen obractu pasgena, HasBaHue noAapasfenieHus nosBUTCA
cnpaBa OT KHOTMKW.

2. Ecrm Heobxogumo ccopmMmpoBaTb OTHET MO NOCETUTENAM, TO YCTAHOBUTE (OIIaXoK
OT4yeT NO NOCEeTUTENAM Ha NaHesm MHCTPYMEHTOB pa3gerna.

3. Mcnomb3ys none Ans BBoAa AaThbl HA MaHENM MHCTPYMEHTOB, YCTaHOBUTE AaTy, Ha
KoTOopyto ByaeT NoCTPOEH OT4eET.

4. Vcnonb3ysa none Ana BBOA4A BPEMEHU WM MOSIBYHOK, MOSIBIAIOLMACA NPU HaXKaTum
KHOMKM #¥ Ha naHerm MWHCTPYMEHTOB, YCTaHOBWUTE BpeMmsi, Ha KoTopoe 6ydet
NMOCTPOEH OTYET.

5. Haxmute kHonky MocTpouTb OTYET v Ha NaHerm WHCTPYMEHTOB pa3sfgerna. B
paboyen obrnactu pasgena 6yget cdopmupoBaH OTYET B COOTBETCTBMM C
YCTaHOBJSIEHHbIMW NapameTpamu.

6. [lna npocmoTpa napamMeTpoB rpadvka paboTbl COTpyAHUKaA BblAermTe ero B
paboyein obractu pasgena v Haxmute kHorky Mpadhmk pa6oTbl & Ha naHerm
MHCTpyMeHTOB pasgena. OTkpoeTcst okHO Mpaduk paboThil.

7. Ecrm Heobxoaumo coxpaHuTb OTYET B hairne B 0aHOM M3 POpPMaTOB 3MEKTPOHHbIX
Tabnmu, TO HAXXMUTE Ha NaHenM MHCTPYMEHTOB pasderna CTPesiky cnpaBa OT KHOMKM
dkcnopT 2& 1 B OTKPbLIBLLEMCA MeHI0 Bbibepute hopmart. B OTKpbIBLLEMCS OKHE
CoXpaHUTb KaK YyKaxure MecTo Afna coxpaHeHnus dawra, npu HeobxoaMmocTu
M3MeHUTE ero HasBaHue 1 HaxmMuTe KHorNKy CoxpaHuTb. [locrne coxpaHeHus chawn
OynoeT aBTOMaTUYECKN OTKPbIT.

8. Ecrm Heobxooumo  pacnevyatatb  AaHHble  OTYeTa,  HaXMUTE  KHOMKY
MpeaBapuTenbHbLIN NPOCMOTP M NevyaTb & Ha NaHer WHCTPYMEHTOB
pasgena. OTkpoeTca okHO lMpeaBapuTenbHbLIUN NPOCMOTP 4N MPOCMOTPa
AOKYMEHTa 1 NocrieayroLLemn nevaTu.
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000 «[MOPKo»

Call-ueHTp: 8-800-333-52-53 (6ecnnaTtHo)
Ten.: (812) 247-04-57

[MouToBbLIN agpec:
194021, Poccus, CankT-lNeTepbypr,
[MonuntexHuyeckas ynuua, gom 4, kopnyc 2

TexHuyeckas nogaepxka:
Call-ueHTp: 8-800-775-37-05 (6ecnnaTHO)
Ten.: (812) 247-04-55

system@perco.ru - Nno Bonpocam o6CcnyXnBaHUS 3NEKTPOHUKM
cucteM 6e3onacHocTh

turnstile@perco.ru - Nno Bornpocam o6Cny>xMBaHUs TYPHUKETOB U
orpaxgeHum

locks@perco.ru - No Bornpocam o6Cny>KMBaHns 3amMKOB

soft@perco.ru - No BoONpocam TEXHUYECKOM NOAAEPKKN
nporpamMmHoOro obecne4vyeHus

WWW.perco.ru

Kop. 28.04.2020



WWW.PEerco.ru
Ten: 8 (800) 333-52-53
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