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WHCTPYKILIUS 110 PABOTE B CUCTEME
«DJIEKTPOHHOE JIEJIO-WEB>
(PYKOBOJUTEJIb CTPYKTYPHOI'O ITOAPA3JIEJIEHIS)




1. OCHOBHBIE TIOHATHUA CUCTEMbI

1.1. Tepmunsi noacucrems! «IEJIO-Web»
PK - perucrpanuonHas KapTouka JOKyMEHTa
— PK Bxogsuiero 1oKkymeHTa
E.T:l — PK ucxopsuero 1 BHyTpeHHETO JOKYMEHTa
ﬂ. — PK obparenuii rpaxaan
Kabuner — o0weaunsier MHOkecTBO PK 1mokymeHTOB, Haxomsmuxcs B paboTe y KOHKPETHOTO

TOJKHOCTHOT'O JIMIIA.
Paooune nanku Kadounera:

1) IHoctynuBume — 3anucu o PK 1noKyMeHTOB, HampaBiI€HHBIX Ha pPACCMOTpPEHUE, s
VICIIOJIHEHUS WIN JJI CBEICHMS;

2) Ha ncnosnenun — 3anucu o PK 10KyMeHTOB, nepenoXeHHbIX (IPUHATHIX K MCIIOIHEHHUIO)
W3 TIEpBOH MAIKY;

3) Ha xonTposie — 3amucu o PK [0KyMEHTOB ¢ KOHTPOJBHBIMH PE30JIOLUSAMU
PYKOBOJIUTEIIEH.

1.2. Cmena napoJst
B wmenro Hactpoiiku BbiOeprTe koMaH Ty «CMEHUTH ITapOITH.
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HarcTnoifies awoH
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e OrKpoeTCs OKHO 17151 CMEHBI [ApOITSL.
CmeHa napons

Hosbiil naponb: ||
NoaTsepxaeHue:

Crapblil napone:

[ JanucaTb H OTmeHa

o  Baeaure HOBBII TapoIts U poayOIMpyiiTe ero B rosne «loaTBeprkneHne.

e Baeaure Baill cTapblii maposib.

o  Haxwmure kHoOMKY «3anmcars». Ha skpane nmosiBUTCs: COOOIIEHNE, UTO MapOoib H3MEHEH.
e Haxwure «OK». Ceccrst pabOThI € TOJICUCTEMOM 3aBEPITTUTCS.

e 3amycTHTe NOACUCTEMY, UCTIONB3YSI HOBBIM IIapOIIb.

1.3. 3aBepuienne padoTsl
Jlis KOpPpEeKTHOTO 3aBepIieHHs paboThl IpeJHa3HaueHa HAaBUTAIlMOHHAs CChUIKa «BwIxom» B

F{g Brixog

3aroJI0BKE OKHa . Tlocne 3akpeITUS TPUIOKEHUS KHOMKOM npu BXOJE B
CIIEMYIONINNA ceaHC pabOoThI CUCTEMA BBIIACT COOOIICHUE:



Boanukna owmbka npu perncTpayun none3oeatenda 'ELENAK' B cucteme.

BoamoxHbIE NPUYUHBL

1 - none3oeatens 'ELENAK yxe paboTaet B cucteme.

2 - Baw npenbiayuwmit ceaHc paboTel 3aBepLIMNCA aBapuiiHo.

3 - ceccuA BbINa NpekpalleHa cepBepom, T.K. Deina HeaKTUBHA B TRUYEHWE ANUTENEHOr0 BPEMEHM.

Haxraure MpopomiuTs, YToDLI BOWTW B CUCTEMY, NPW 3TOM CECCHK 3TOr0 NONL30BATENA HA APYIMX KOMMLTEPAX
DyayT NnpepBaHel.

MponomxuTe

Jis ipoioykeHus: paboThl HAXKMUTE KHONKY «IIpoIoImKUTEY.



MPUMEPHBINI IMTOPSAOK PABOTHI B KABUHETE

1) Tlocae Bxoma B cucremy mepeiinure Kk ¢pynknnun «Kadunersn». IlpoBepbTe mocrymienue
HOH

HOBBIX IOKYMEHTOB (OTMe4eHbI HHINKATOPOM * ) B manke Ne 1 «[locrynuBume» kabnHera.

Eciu 1okyMeHT He TpedyeT MCIOJTHEeHUsI — HanpaBJieH Bam 111 03HAKOMIJICHUS WJIH CBEACHUS:
e 3akpoiite PK.
e VYnanure 3anuch o PK u3 nanku «Ilocrynusmmue». [ns storo ormerste 3amuch o PK ciesa ot

MNocrynueume

Manka «MocrynuBwme»: 8 (oTMeyeHo - 1)
[l ATun N2 PK HaTta per. CoaepXaHWe
| HoroBop C
_ % 3 105/2012 | 01.07.2012 BenaopLeHTpoE Ha
| NMU+EHEAPEHKE

Ecim 1okymeHT TpedyerT HCHOMHEHHMA (MOCTYNUJ 1O MOPYYCHHUIO PYKOBOAUTENSA IS
ucnoiaHeHus ), nepenoxkure PK atoro nokymenrta B manky Ne 2 «Ha ucnomneHun»:

e OtmerbTe rankoi Heooxoaumyto PK,

e Bribepure B mento JlelictBusi komanay «lIpuHATh kK umcnosHeHuro». Ilocime 3Toro 3amuch
rcuesner u3 nanku «lloctynusmmuey u nepemectutcs B nanky «Ha ucrnonneHun».

Neiictena: a= [ 1 B x

BEeecTH pPes30nHLMKD

[j[iTs [epecnate PK

CnvcaTte B geno
HMCcnonHWTh

[l aTan N2 PK Nara per. Co,
Dor
We 3 105/2012 | 01.07.2012 Bes
L

o Tlocre uCTONMHEHNS BBEIMTE OTYET 00 UCTIOIHEHHH (CM. 11.2.3)

Hoxymenm cuumaemcsi ucnonnennoim npu Haauyuu 8 PK:

- ommemxku 00 ucnonneruu 8 pazoeine «llopyuenusy (Oama u mexcm omuema UCNOIHUMENS),

-- CCOLIKU HA 3apecUCmpupOSanublll UcXooauuil OoKymenm-omeem 6 pasoene « Ceszkuy, eciu om
ucnonnumerns mpeoyemcs nod20mosums UCX00AuUli OOKYMeHmM-0maen.
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HUcnonnennvie KOHMpPOJIbHblE C)OKyMeHmbl ocmaiomesi 6 nanke Kabunema 00 MOMeHmMA
UEHMpaiu306aHHO20 CHAMUA C KOHMPOJiA pyKOGOOCWl@OM.

2. BO3MOXXHBIE JEMCTBUS ITPU PABOTE C PK JOKYMEHTOB

2.1. 3ano/iHeHHe PEKBU3UTOB BHIOOPOM U3 CIPABOYHHUKA.

Jns BeIOOpa 3HaueHus u3 cnpaBounuka (Mcnonaaurens, Koppecnonaent, Anpecart u T.11.):

Haxxmure kHomky ~ (BbeIOpaTh M3 CIMCKa) chpaBa OT 3amojiHIeMOro 1ojs. ITocie 3Toro
OTKPOETCSI OKHO COOTBETCTBYIOIIETO CIIPABOYHMKA, PA3JIEICHHOE HA JIBE YaCTH.

HaiinuTe B 1€BOi yacTH OKHA HY)KHYIO TaIKY, BBIICTUTE €€ — COIEPKUMOE HaKH 0TOOPa3UTCs
B MPABOM YaCTH.

OTMmeThTe B IPaBOi YaCTH HY>KHOE 3HAUEHUE U BHIOEPUTE HaXKaTHeM KHOIMKU «BBIOpaTh».

Ecnn HeoOxonumo BbIOpaTh HECKOJNBKO 3HAYCHWM, yCTAHOBHUTE (hjar HAmpOTHUB HYKHBIX
3HaueHuH. [{1s1 mpocMOTpa BceX OTMEUEHHBIX AIEMEHTOB HAXKMUTE KHONIKY «OTMEUEHOM.

Jliis GBICTPOro MOUCKA 3HAYCHMSI B CIIPABOYHUKE MOKHO BBECTH ()parMEHT HaMMEHOBAHMSI MU

HECKOJIBKO 3HaYeHUH uepe3 3HaK «+» B moiie noucka («ckaTh») 1 Ha’KaTh KHOIIKY .

JU1s1 ynaneHust olmMO0YHO BBEICHHOTO 3HAUESHHUS M3 3aII0OJTHEHHOTO TIOJIS HCTIONB3YHUTE KHOMKY s

2.2. BeneHue CTaHAAPTHBIX CIIUCKOB /IS 3a10JIHEHUSI TEKCTOBBIX MOJIEH

Haxonsich B okHe «BBIOOP TEKCTa U3 CITUCKAY:

Jasi po6aBiaeHuss HoBoro cnucka (Hanpumep, Coaep:kanme wiam Ormerka 00

HCIOJTHEHHH):

Haxxmurte kHoOmky «PenaktupoBaTh NepedeHb CIHCKOB» _*~  CIpaBa OT HAWMEHOBAHUS
CIIMCKa;

Haxxmute kHONKY «J[00aBUTH CIICOKY ,

B oTkprbiBIIEECS OKHO BHECUTE Ha3BaHUE CIIHUCKA,

Haxxmute kHONIKY «3amucarby,

Haxxmute kHOTIKY «3aKpBITh»,

Ha3BaHue criucka MOKHO OTpElaKTUPOBATh, BOIIS B PEXKUM PEIaKTUPOBAHUS - 4
Jis1 1o6aBJIeHHsI HOBOTO CTAHAAPTHOIO TeKCTA (1a0JI0H) B BLIOPAHHBIN CNINCOK:

Haxxmure kHonky «Jl060aBUTH TEKCT» JUIsl BHECEHHUS CTaHAapTHOTO TEKCTa,
B oTkprbiBIIEMCS OKHE BHECUTE TEKCT B TEKCTOBOE I0JIE,
Haxxmute kHONKY «3amucaThby.

2.3. BHeceHune 0T4eTa HCIOJTHHUTEISA
B cncke PK knuknute B cronbue Jlata ucn. Otkpoercst okHO «OTYeT UCTIOTHUTEISD.

HaTta
HCI.

Dannbl

L..1 ﬁ {2}

| Hanwucate oT4ET (MCNONHWTE)

B none «/lata» ycraHOBUTE aTy UCIIOJIHEHUS.
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o B none «Texkcr» BBenure oTYeT.
JI14 Bcronb30BaHysl TEKCTOBBIX 3arOTOBOK BOMIMTE B IIEPEUYEHDb CTAHAAPTHBIX TEKCTOB € MTOMOIIBIO
KJIaBUIIM Insert, BBIACTUTE HY)KHYIO CTPOKY, HAXKMUTE KHONKY «BbiOpath». BeTaBneHHbIH TekcT,
U HEOOXOIUMOCTH, MOKHO OTPEIaKTUPOBATh.
Haxwmure xHonmky «Ox». Ecim oTueT BBEAEH K HEKOHTPOJIbHOMY mnopydeHuto, PK noxymenra
ynamutcss u3 mnankd. PK ¢ KOHTpOJIBHBIM NOpPY4eHHEM  yNAIUTCS IIOCIE CHATHS C
LEHTPAJIM30BAHHOI'O KOHTPOJIS.

2.4. llpocMoTp npUKpeneHHoro ¢gaiaa
e JIBaXk/plI MIETKHUTE TI0O MHTEPECYIOIEMY Bac (haiuiy.

o JIuGo orMerbTe HEOOXOMMMEI (haitn L u Bocmonb3yiiTech KHOMKOIT [IpocMoTpeTs =~ =

3. PABOTA C ®YHKIIMEHN «ITOUCK»

3.1. [MonyyeHnue cBeeHNii 0 BHYyTPEHHEM U BHELIHEM JOKYMEHT0000poTe

e Bribepure IMouck — CranpaptHblie 3ampocbl. B okHe HHTepHET-HaBUTAaTOpa OTKPOETCA
ctpanuna «CTaHIapTHBIE 3aIIPOCHD.

o Ilepeuenb 3ampocoB pas3ziesieH Ha JBe 4acTu: Buympennuit 0okymenmoooopom u Buewnuii
00Kymenmoooopom. Kaxnas W3 4YacTeil coaepXUT HaOOp COOTBETCTBYIOIIUX ITOMCKOBBIX
3arpocoB. HaumeHoBaHMsI 3alIpOCOB SIBJSIOTCS HAaBUTAIIMOHHBIMH cchUikamu. lllenuok Ha Toii
WIM WHON CCBhUIKE TO3BOJISIET MEPEeWTH Ha CTPaHUIly YKa3aHHOTro 3ampoca. CmpaBa OT
HAaUMEHOBAHUSI KaXKJIOTO 3aIpoca HAXOAUTCS ONMKMCAaHUE JOKYMEHTOB, KOTOpbIe OyayT 0OTOOpaHbI
B pe3yJIbTaTe MOMUCKA MO JaHHOMY 3aIpocy.

e JInsg momyuyeHUs NAaHHBIX O BHYTPEHHEM JOKYMEHTOOOOpOTe TpedyeTcsi yKa3aTb KPUTEpUU
0TOOpa JOKYMEHTOB B OJHOM M3 CIIEIYIOIIUX TOMCKOBBIX 3aIPOCOB:

- AJIPECOBAHHBIE

- TNEPECJIAHHBIE

- T[OAIMMCAHHBIE

- 3ABU3MPOBAHHLBIE

- CIIMCAHHBIE B JIEJIO

e Jlns mosyuyeHHs JaHHBIX O BHEUIHEM JIOKyMEHTO0OOpoTe TpeOyeTcsi yKazaTh KpuTepuu oTdopa

JIOKYMEHTOB B OJTHOM U3 CIEAYIOUIUX MOMCKOBBIX 3aIIPOCOB:
- TIOCTYIIMBIIUE OT OPTAHM3AITUI
- MOCTYIIMBHUIME OT I'PAXKIAH
- TMOCTYIMUBUIMUE N3 PETUOHA
- OTIIPABJIEHHBIE B OPTAHU3ALIM
- OTIPABJIEHHBIE TPAXJIAHAM
- OTIIPABJIEHHBIE B PETMOH

e IllenkauTe Ha HAaWMMEHOBAaHMHM HYXHOro 3ampoca. OTKpoercs BeO-CTpaHUIa BBIOPAHHOTO
MOMCKOBOI'O 3a1poca.

e VYka3aB HEOOXOIUMbIC KPUTEPUU TTOUCKA, IIEIKHUTE HA KHOMKE M CcKaTh.

e Ha BeO-cTpanuIie moruckoBoro 3ampoca copmupyercs nepedeHn 3anuceir 00 PK nokyMmeHTOoB,
OTBCUAIOMIUX 3aaHHBIM KPpUTCPUSAM.

3.2. louck PK, nopyuennii u paiiios PK.

e B wmeno «llouck» BeiOepuTe HanMeHOBaHHWE HY)KHOTO Buaa moucka: [Towck PK wmmm Ilouck
nopydeHui. B okHe VHTepHeT-HaBUraropa OTKpPOETCS CTpaHULA COOTBETCTBYIOILETO BHUAA
MTOUCKA.

e CdopMupyiiTe MOUCKOBBIM 3ampoC, 3alOTHUB COOTBETCTBYIOIIME PEKBU3UTHL. J[1s moumcka
BXOJISIIIMX JOKYMEHTOB BKJItOUNTE pazaen «Kopp.», 1 ucxonsamux — «Aapecarsy.

e VYKa3aB KpUTEpPUM IIOMCKA, HAXMUTE Ha KHONKY «lckaTb» B HM)KHEH 4YacTH IOMCKOBOIO
3anpoca. Chopmupyercs crircok 3anucerd 00 PK nnu mopydeHusix.



	(РУКОВОДИТЕЛЬ СТРУКТУРНОГО ПОДРАЗДЕЛЕНИЯ)
	1.  Основные понятия системы
	1.1. Термины подсистемы «ДЕЛО-Web»
	1.2. Смена пароля
	1.3. Завершение работы

	Примерный Порядок работы в кабинете
	2. Возможные действия при работе с РК документов
	2.1. Заполнение реквизитов выбором из справочника.
	2.2. Ведение стандартных списков для заполнения текстовых полей
	2.3. Внесение отчета исполнителя
	2.4. Просмотр прикрепленного файла

	3.  Работа с функцией «Поиск»
	3.1. Получение сведений о внутреннем и внешнем документообороте
	3.2. Поиск РК, поручений и файлов РК.


