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BoccraHoeneHue napond

PucyHok 1. OkHo aemopu3ayuu

Mocne aBTopM3aumm Bbl nonagerte Ha rnasHyto dopmy Beb-knneHTa (PucyHoOK 2)

Demol52

lexemairu G A @ pvemoz
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[nasHaA gopMa X

== PacKpbITb BCe Il CeepHyTb Bce

== INEKTPOHHOE XPaHWIHLLE NOKYMEHTOR
DopMa NOKCKE AOKYMEHTOR
Peectp cKaHMpOBaHHBIX AOKYMEHTOB
== CnpaeouHMKn
MaTeprans
Opraxuzaumu
Norosopa
== Texunueckan noanepxxa

Peactp obipawexuit

PucyHok 2. [nasHasa ¢popma


http://robot.lexema.ru/

YT06bI NPOCMOTPETL CMINCOK CKAaHNPOBAHHbIX LOKYMEHTOB BblbepuTe NyHKT «PeecTp
CKAaHMPOBAHHbIX AOKYMEHTOBY.

PeecTp AOKYMEHTOB MMeeT creaytowmin Bua (PucyHok 3)

Clexemaruy B o G A @ U=

YoanuTe 3anyCTHTh CTAHILWI0 CKEHMPOBaHMSA O6HOBNTE  WHGO CnpaBxa e

Peectp nokymeHTos - Peectp X

CKaHMpOBaHHbIE [OKYMEeHTbI Crpoki: 3 Beygenewo: 1 B dwmnetpe:0 | Y [X] 3ncnopr {3
HKoxTparent Cymma
Homep Dara
NokyMeHT THN QOKYMEHTa AOKYMEHTa AOKYMEHTa Kopg HauMeHOBaHHe MNoeTop HAC CHAC
Ll
Jokyment N23(5F) Cuér-thakTypa AA-000001 24.01.2018 Q00 "Toeaps! gna asTo’ 718.47 4710.00
[] Dokyment N22(SF) Cuér-haxTypa 00007753 13.11.2017 000 "Pora 1 konema” 69 280.94 454 175..
[] DokymenT N21(SF) CueT-daxTypa 00007973 28.11.2017 v 284 484... 18649..

PucyHok 3. Peecmp cKaHUpPOBAHHbLIX OOKYMEHMOo8

B AaHHOM peecTpe HaxoaATCA AOKYMEHTbI OTCKaHMPOBaAHHbIE Bamu 3a Becb nepuoa

MCMO/Ib30BaHMA. YTOObI MPOCMOTPETL M MOMNPABUTL KAKON-MOO JOKYMEHT, NPOCTO HAXKMUTE Ha HEro B
peecTpe.

B 3aBMCMMOCTM OT TMNa AOKYMeHTa (cyeT-pakTypa, YHUBEpPCaibHbIV NepesaToyHblii JOKYMEHT
nnn TOPT-12) oTKpoeTca cooTBeTCTBYOWaA popma.

3ameuaHue. Ec/iM HYXKHOTO [OKYMEHTa HET B peecTpe, BEPOATHO, OH eLle He pacno3Hasca, 1Mbo peectp
3arpy3unsca paHblie, Yem AOKYMEHT Nnonan B cuctemy. Haxkmute Ha KHOMKY «06HOBUTbY» B MPaBoOM
BEPXHEM yray Ana o6HOB/EHUA peecTpa

CDoplv\a cqua—d)aKTypbl N YHMBEPCa/IbHOIo nepeaato4yHoro AoOKymMmeHTa

dopma cueTa-daKTypbl U YHUBEPCANbHOTO NepeaaToyHoro AokymenTa (YNA4) umeet cneayrowmii
BuA, (PucyHok 4.)
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HuTh  CoXpaHMTE W 3aKpuiTh  3aKpurs  CnMCOK OTRNIMEHWS KOHTPAreHTOR  Cresyioumi fokymenT Onoswre  Mnbo  Cnpasea  DEMO152

CyeT-aKkTypa X | PeecTp OKYMeHTOS - Peectp X

LoxymeHT Hokymert N21(SF) [lata perucr...  12.02.201 MToroBbie cymMmel
OpurvHan =] Cran aitn 4 Cravare gain B3 CroumocTs Ge3 yueTa Hanora 399153
CyMMa Hanora 718.47
PeKBM3UTLI AOKYMEHTa
CyMMa € yUeTOM HENOra 4710.00
Homep 0QA-00000001 DOata 24.01.2018
Buanec-Mapr.. 000 "Toeape! ana 387" [Nobaeunts ceabopnyio TTH W
WHH naprHe... 0000000001 KM napre... 000000001 CeAszaHHble TTH Crpoxi: 0 Bemeneno: 0 | [X] 3ncnopr [ fotaswrs [ Yaanwre
Noroeop v [[] won wammerosanme

MAaeHTHOMKATOP roC KOHTPaKTa

Onucanme Antudpuz G-12 KpacHsii
(ONOCTABT TOBapLI Nopobpats TTH
CNMCOK HOMEHKNATYP Crpoku:1 Buimeneno:0 | Y [] 3wcnopr Notasurs [ Yaanure
CTOMMOCTE TOBAPOE
Hanmenosanme Tosapa (onucanme Uena (rapng) 3a CrommocTs ToBapes (pabor, CyMmMa Hanora, (pabor, ycayr)
D BBINONHEHHBIX PaGoT, OKA3aHHBIX Hop Eaunmnua Konwyectso EAHHALLY VCAYT), MMYLLECTBEHHBIX NPaB npegLABNAeMan MMYILLECTBEHHBIX
YEAYT), HMYLILECTBERHOTO NpaBa HaWMEHOBAHHA n3meperus  (ofbem) M3MEpPeHHA 6es Hanora - Bcero Hanorosas cTaBKa  NOKyNaTeno npas C HanoroM -
] Axtnipuz G-12 KpacHei wr 5.000 798.31 399153 18 718.47 4710.00
Cymma Cymma Cymma
Bcero: 3959153 Beera: 71847 Bcero: 471000
BrinensHo: Belngneso: Belaensso:
DUAETD: 39915 OUNLTD: 1847 Ounern: 471000

PucyHok 4. ®opma cuema-gpakmypesi



Bonblas yacTb nonen nsmeHseTca nyTem py4yHOro seoga HOBOro 3Ha4eHwuA.

OTaenbHO PaccCMOTPUM MOJA, UMEIOLLME MHble COCOoBbI 3aNoHEHMA/U3MEHEHNA NN
HEeKoTopble 0COBEHHOCTU.

Mona KOHTpPareHTa

Mpy HaNMYMK 3arpyXKeHHbIX B CUCTEMY CNPaBOYHMKA KOHTPAreHToB, TEKCTOBOE noJjie
«KoHTpareHT» 3aMeHseTca Ha noJie ¢ BbiNagalowmm cNMcKom (PUCYHOK 5).

Y

KontparexT 14769 000 "Toeapel 4nA 38T0" A4

KoHTpareHT 000 "Toeapsl o4na a&T10"

PucyHokK 5. Budel nona "koHmpazeHm"

Ecnn KoHTpareHT He noaobpascsa Bo BpemMsA pacno3HaBaHUA JOKYMeHTa, 1Mbo nogobpanca
HeBEPHO, MOXHO BPYYHYHO BbIOpPaTb NPaBU/IbHYIO OPraHM3aLmMto B BbinagatoLem cruncke. Mpu stom,
3anonHeHHble nona MHH v KMNMN (PucyHok 6) cay»Kat duabTpom ans BbiNagatowero cnucka. Ecnm ke
nona MHH wan KMM He 3anosHeHbl, TO Nocse Bblbopa opraHn3aLmMmM KOHTPAreHTa 13 BbiNagatowero
CMWCKA, OHW 3aMOJIHATCA aBTOMATUYECKM.

WMHH nzpTHe... 0000000000 KM naptHe... 000000000

PucyHok 6. lNona MHH u KM koHmpazeHma

3ameuaHue. Ecnm MHH maum KMNM (PucyHoOK 6) yKasaHbl HEBEPHO, UX cieayeT nMbo ucnpasuTb, 16O
CTepeTb A0 Hayasia NovcKa OpraHM3aLMm B BbiNagatoLem cnvcke (PUCyHOK 5).

CnnCoK HOMEHKIaTyp

Mona cnncka HoMeHKNaTyp (PUCYHOK 7) TaKxKe ABNAOTCA CTaHAAPTHbIMM TEKCTOBLIMU NONAMMU,
60 BbINAAAOLWMMMN CIUCKAMMU.

Cnrcok HOMEeHKNaTyp Crpoku:1 Bepenewo: 0 | Y [X] 3xcnopt [ AoSaswre [ Yaanuts

CToMMOCTL TOBapOB CToMMOCTS ToBapOB
Uena (tapud) (paGoT, ycnyr), CymMMa Hanora, (pabor. ycnyr)

HauMeHOBaHMe TOBapa (ONMCAHME BBINOIHEHHBIX EpmHuya  Konwuecrso  3a epummuy MMYLECTBEHHBIX NPaB HanoroBas NpPERbABNAEMAN  MMYWECTBEHHBIX

paloT, OKasaHHBIX YCNYT), MMYLLECTEEHHOTO Npasa Ko H penua  (oGnem) H3MEPEHHA Ges Hanora - BCero CTaBKa NoKyNaTeno Npas C HANOroM -

Cmazxa nnacthunzs luton-24 334.. Cmazka luton-24  wr 7.000 126047 882119 18 158781 10 409.00

Cymma Cymma Cymma

Brero 881119 Bcero: 158781 Bcero: 10 409.00
Buiaenexo: BulaeneHo: Buigenexo
DUALTP. 882119 @uneTp: 158  @uneTp: 10 409.00

PucyHokK 7. Criucok HomMeHKaamyp

NckntoueHnem asnsetca none «Kog HaMMeHOBaHMUA», KOTOPOE MPU HAaIMYMY 3arPYKEHHDIX B
CUCTEMY CNPAaBOYHUKOB MaTEPUANOB, aBTOMATUUYECKMN 3aN0JHAETCA Ha STane 3arpy3ku AOKYMEHTa B
cuctemy, N1Mbo BbIBUPAETCA BPYUYHYHO U3 cneumanbHoi GopMbl NOMCKa MaTepranos (PUCYHOK 8).




| Mowuck matepuanos x
HomMenknaTypa cogepxuT Cmaska nnactMuHas Jluton-24 Mowck

HomeHknatypa hd

HawMeHoBaHHE =

CMASKA MNACTHYHAA=EP 004==

CMASKA TNACTHYHAA=LGEVY 2==

Crazxa Nluton-24

cMazka "Nuton-24"

CMASKA TNACTHMYHAA=5KF LGEP 2/18==
CMASKA

CMASKA MNACTHYHAA Mapka:XHP 222(221)
CMASKA CMNTMKOHOBAA

CMASKA MNACTIMYHAA Mapka:NBK MYLWEYHAR
CMA3SKA PASOENATENbH.=118-2463=

I L CMASKA PASAFNWTENLH =118-7467=

EbiGpaTh

PucyHok 8. opma noucka mamepuasos

[aHHOe OKHO OTKpbIBaeTcs No ABOMHOMY KAUKY B nose «Koa HaumeHoBaHMA» Ans
COOTBETCTBYHOLLLEM CTPOKN CNUCKA HOMEHKANATYp.

Ecnn B cNnCKe He 0Ka3aioCh HYXXHOW NO3NLUKU, MOXKHO NonpoboBaTh HaTK ero No KA4eBbimM
cnosam. [1ns 3Toro BBeAUTE COOTBETCTBYIOLLUME CNOBA B Nosie « HOMEHK/1aTypa COAEPXKUT» U HAKMUTE Ha
KHOMKY MOWCK.

3ameuaHue. Ec/iv BCe XKe He YAAeTCA HalTU HY}KHYI0 NO3MUMIO, TO IMBO OHa UMeeT apyroe
HanmeHoBaHWe, NMbBO BOBCE OTCYTCTBYET B CMPABOYHUKE.

MpocmoTp/cKadynBaHmne ckaH-daina
[lna Toro 4To6bl NOCMOTPETL IMBO CKaYaTb CKaH-Ga JOKYMEHTa, HAXXMUTE Ha KHOMKY
«CkayvaTb ¢ann» (PUcyHok 9).

OokymeHT Ookryment N2HSF) Nata peruct...  05.02.201

OpwMruHan v Cran dain 4 Cxavare daiin 3

PucyHok 9. KHonka "ckayame ¢atin"

dalin oTKpoeTcA B HOBOW BKNaaKe bpaysepa (PMcyHOK 10), OTKyAa ero TaKKe MOMKHO CKayaTb.
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PucyHok 10. ®opma npocmompa CKaHa 0OKymeHma

CoxpaHeHwue 1 3aKpbITMe AOKYMEHTa

Mocne BHeCeHUA NPaBOK B GOpMe 31EKTPOHHOIO AOKYMEHTa, YTobbl 3adMKcMpoBaThb BCe
N3MEHEHUA B CUCTEME, HAXKMUTE Ha KHOMKY «COXpaHUTb» UAn «CoxXpaHUTb U 3aKpbITb» (PUCyHOK 11)

C lexemaru d ky

paHuTe CoOXpaHWTh W 3aHpLITE

PucyHok 11. KHonku "CoxpaHume" u "CoxpaHume u 3aKpbime"

OTKpbITWE CeaytoLero AoKyMeHTa
TaKKe Bbl MOXKeTe, He Nepexoas B peecTp CKaHMPOBAHHbIX LOKYMEHTOB, OTKPbITb JOKYMEHT,

nAaywmii peectpe nocse Tekywero. 14 3Toro HaXkMmuTe Ha KHOMKy «Cneayowmii AOKYMeHT» () B
BEPXHEM MEHIO.

»

Cnegyoini JOKYMEHT
PucyHok 12. KHonka "Cnedyrouwuli 0okymeHm"

®opma TOPT-12
dopma ana gokymeHTta TOPI-12 umeert cnegytowmin sug, (PucyHok 13)



Clexemary @ B g - S

Sanperme Coxpanmte  COXpanmTh W sakpsmh  Cnepylwmh gokyMent OBwomnte Wnpo Crpamea  DEMO152

TTH X | PeeCtp AOKYMEHTOB - Peectp X [MagHas iopMa X | (ueT-gakTypa X

Hokyment Dokyment N22(TTM) CxaH daiin # Cxavate daiin [ HToroebie CyMMbl
CroumocTs Bes yueta Hanora 1400.00
PekBU3MTHI AOKYMEHTa
CyMMa Hanora Q.00
Homep 9938 Data ot 20.12.2018
CyMMa C y4eToM Hanora 1400.00
OTtnpaeuTens 000 "PogHuk"
MHH oTnpae... 0000000001 KMN otnpae... | 00000001 MoapasaeneHns Y [x] 3xcnopr £ obasume [ Yaanurs
Noapasgenenue
[Ooroeop V]
CrMCoK HOMEHKNATYp Gpowr: 1 Bemeneno:0 | Y [3] 3xcnopr [ Aobasue [ Yaamure
Honwyectso CymmMa bes Cymma
[ Egunmua (Macca Uena py6. yuera HAC, Craska, Cymma HOC,  yuetom HAC,
ToBapa, TMKM, COPT, apTMKYN ToBapa  Marepuan W3IMEPEHHA  HETTO) Kon. PY6. Kon. % py6. Kon. pY6. Kon.
D Boga nuTeeean "PogHuk” 18.9 0. wr 10.00000 140.00 1400.00 o 0.00 1400.00
Cymma Cymma Cymma Cymma
Beero: 1. Brero: 1400... Brero: 000 Bcero: 14
Boigene... BeigeneHo: BreigeneHo: BuloeneHo:
ouneTp: 1 OuneTp: 14 OuneTp: 0. @unsTprl

PucyHok 13. ®opma dokymeHma TOPI-12

Bce ¢yHKUMOHaNbHble 0COBEHHOCTH, ONMCaHHble ana GopmMbl cyeTa-PaKTypbl aKTyasibHbl U gns
dopmbl TOPT-12.

dopma NOMUCKa AOKYMEHTOB
B dopmy nomcKa LOKYMEHTOB MOKHO MOMacTb U3 rnaBHol popmbl (PUCYHOK 2), BbIBpaB NyHKT
«®dopma nomncka goKymeHToB». Popma NOUCKA AOKYMEHTOB MMeeT cneayowmii Bua (PucyHok 14)

Clexemary & a G A @ Uss

Nepwopy 3aKpeiTe C(KauaTh ELIDPaHHBIE O6HoEwTE MHGO CnpaBka et

dopMa NoMCKa DOKYMEHTOE X | [MaBHad GopMa X

Mepuopn JokymMeHT
Havano Buanec-Ma... Tun v
Kowew JNorosop v Moxazate
CKEHMPOBaHHbIE JOKYMEHTEI Crpoku: 0 Beigeneno:0 B gunstpe:0 | Y [ 3xcnopr
Kontparent Cymma
Homep Nara
Hokyment Tun porymMeHTa AOKYMEHTa poxkymenta  Kopg Hawumenosanue MosTop HAC CHAOC
[m]

PucyHok 14. ®opma noucka 0oKymeHma

[JaHHas popma No3BOIAET OCYLLECTBMTb NMOUCK AOKYMEHTOB M CKauMBaHWe CKaH-06pa3oB
AOKYMEHTOB nyTem GpuUAbTPaLLMM NO HEKOTOPLIM NapameTpam. YTobbl HalTK U cKavaTb Heobxogumble
AOKYMEHTbI:

1. BBeauTe HeobxoaMMble Bam 3HaUYeHUA NapameTpos B pasgesne «lepuogy (PucyHok 15)(nona
«Hayano» n «KoHeu») n «JokymeHT» (nons «busHec-MapTHep», «Jorosop» u «Tun») u
HaXXMUTE Ha KHOMKY «loKa3aTb»

Mepwuog, JNokymeHT
Hauano Buznec-Ma... Tun W
Koneu [orosop W MNokasarte

PucyHok 15. Pazden ¢ napamempamu ¢puaempayuu u KHonkol "Mokazams"”



2. B nossuswemcs cnuncke B Tabamue «CKaHMpPOBaHHbIE AOKYMEHTbI» (PUCYHOK 16) oTmeTbTe
raJlodKamm HeobxoaMmbie BaM AOKYMEHTbI

CKaHWpDBaHHbIE JO0KYMEHTbI

n Homep
NokyMeHT Tvn QoKyMeHTa AOKYMEHTa
[owyment NE1(SF) Cuét-taxkTypa 00007973

v [Ookyment N23(5F) CuéT-gaxTypa AA-000001

v| Hokyment N22(SF) CyBT-thakTypa 00007753
[owyment N21(5F) Cuér-taxTypa 00007973
okyment NE4(SF) Cugr-taxTypa 6613

Crpokw: 14 Beigenexo: 2 B gunetpe:0 | W E 3rcnopT

HoHTparedT CymmMa -
Nata
BOKYMEHTA Kon HaWMeHoBaHHe MoeTop HAC C HAOC

(]
28.11.2017 426965 284434, 186495..
24.01.2018 000 "Toeapw gnA aBTO" 71847 4710.00
13.11.2017 000 "Pora W koneiTa” 69 280.94 454 175....
28.11.2017 ¥ 284484 186495.
28.11.2017 v 363 340.... 2 38189..

PucyHok 16. Tabauya "CkaHuposaHHble 00KyMeHmMb!"

3. Ha)KmuTe Ha KHonKy «CKavaTb BbibpaHHble» (PUCYHOK 17), pacnoNoXeHHYI0 B BEPXHEM MEHIO.
BbibpaHHble Bamu dainibl byayT 3arpyKeHbl Ha Ball KecTKUiA AUCK (B 3aBUCMMOCTM OT HAaCTPOEK

Bawero bpay3sepa).

CrauaTh BblDpaHHbIe

PucyHok 17. KHonka "Ckayame 8bibpaHHble"

3ameuaHue. Mpu HANMUUK B CUCTEME 3arpyXeHHbIX CPaBOYHUKOB KOHTPAreHTos., noJse as
dunbTpaummn «busHec-napTHepP» NPEBPALLAETCA M3 TEKCTOBOIO MO/A B MOJIE C BbiNagatoWwmm CUCKOM.

3ameuaHue. None c BbINaAaOWMM CIMCKOM «[JOroBoOp», NPW OTCYTCTBMU B CUCTEME 3arPyXKEHHbIX
CMNPaBOYHUKOB [OTOBOPOB BCETAA OCTAETCA MYCTbIM.

CnpaBOYHUKM

MpeagBapuTenbHas (nepes Hayanom BBoaa 06pa3oB LOKYMEHTOB B CUCTEMY) 3arpy3Ka Bawwmx
CMpPaBOYHMKOB MaTEPMaNOB M KOHTPAreHTOB NO3BOAAET UMUTUPOBATL Hoee NOAHYIO PaboTy cUCTEMbI,
a MMEHHO OCYLLEeCTBAATb N0A60P KOAO0B KOHTPAreHTOB M MaTepuasios B Tabanuax HOMeHKAATyp

Pasgen «CnpaBoYyHMKM» (PUCYHOK 18) cogep»KuT B cebe cneaytolime NyHKTbl: MaTepuasl,

opraHusaumu, Lorosopa.

= CnpaeouHMKM

Matepuantl

Opranuzaumm

Horoeopa

PucyHok 18. Pazden "CnpasoyHuku"

Mpu nepexoge No KaKOMy-1Mb60 U3 NYHKTOB OTKPOETCA COOTBETCTBYOWMIA peecTp (PUCYHOK

19),(PucyHok 20),(PucyHok 21)



lexemary B B u

Cospate Yganwts HWmanopr nz Excel

Peectp MaTtepuanos - Peectp X | CNPaBOYHMK @OMHHML M3MEpeHHA - Peectp X [naeHan dopMa X

Matepuansl Crpokm: 3 Buigenewo: 1 B gwunetpe:0 | Y E 3xcnopt {3
|§| HKop, HaumMeHoBaHue HauMeHoBaHWE NONHOE

07 kpyr 10 Kpyr r/kcr12X18H 10T ¢10mm

8 kpyr 40 Kpyr r/fker12X18H HOT ¢40mMm

R AuTUdpM3 AnTudpuz G-12

PucyHok 19. Peecmp cnpago4YHuKa mamepuasos

1 1 User3
lexenmary B B u G A @ U=

Cospate Yganwts HWmanopr nz Excel ObxoBwTs  MAdo Cnpaska eu

PeecTp opraHM3aumi - Peectp X | (NpaBOMHWK E0WHML M3MEPEHMA - Peecp X [maexan gpopMa X

OpraHuzaumm Crpokw: 2 Buigenewo: 0 B gunetpe: 0 | Y E 3xcnopt {3
HKop, HauMeHoBaHHE HHH Knn
O
3 000 *Pora 1 konuiTa 0000000 0000000
anyacTi And asTo
4 000 "3 . 0000001 0000001

PucyHok 20. Peecmp crnpasoyHUKa op2aHu3ayuli

1 User3
lexemary B B G A O U=

Cosgate Yganuie 0bxoBwTs  MHdo Cnpaska e

Peectp gorosopoe - Peectp X CNpaBoyHHK E0HHKL M3MEpeHus - PeecTp X [naexas opMa X

Horoeopa Crpokw: 2 Buigenewo: 1 B gunetpe:0 | Y E 3xcnopt {3
|§| HKop, Homep porosopa Nata ot Nata go

0 1 AQ-000001CY 09.06.2017 06.06.2024

12 MK3123-TC 01.02.2019 08.02.2022

PucyHok 21. Peecmp doz2080po8

3anonHeHne cnpaBoYHNKoB «MaTtepuranbi» U «OpraHM3aLmMm» MOXKET OCYLLECTBAATLCA ABYMSA
cnocobamu:

e PyuyHoWn BBOS;
e  /AMnopT gaHHbIX U3 Tabauu, Excel;
[na peectpa «[loroBopa» AOCTYMHbIM ABAAETCA TO/IbKO Py4HOM BBOA,

Py4yHoI BBOA,
[nsa pyyHOro BBOAa HOBOW NO3WLLMM B CMPABOYHUKE HAXKMUTE Ha KHOMKY «Co3aaTb» (PUcyHOK
22) B BEpXHEM MEeH}0



CozgaTh

PucyHok 22. KHonka "Co3dameb"

Mocne 3Toro OTKPOETCA OKHO BBOAA AAHHbIX O HOBOM NO3MLMM COOTBETCTBYIOLLErO CNPaBOYHMKA
(PucyHoK 23, PuUcyHOK 24, PucyHok 25).

ﬂ a ﬂ Q A 0 User2

Base

lexema.ru

3akpuiTe CoxpaHuTe COXpaHWTE M SAHPLITE ObHoBuTe WHpo Cnpaeka

MaTepuan X | PeecTp Matepuance - Peectp X | [MaeHas gopMa X
HaumeHoBaHME

HaumeHoEaHME NonHoe
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PucyHok 24. ®opma 8800a Hosoli opeaHU3ayuU
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PucyHok 25. ®opma 8800a Hoso20 do2080pa

Mocne BBOAA AaHHbIX HOBOM MO3ULMM HAXKMUTE Ha KHOMKY «COXpaHUTb» namn « CoXpaHuTb U
3aKpbITb», N HOBAA NO3MLMA NOABUTCA B COOTBETCTBYIOLLEM peEcTpe.

MMnopT AaHHbIX M3 Tabauu, Excel

MNpeasapuTenbHo HeobxoanMo npasuibHO chopmmpoBaTb Excel-daiin c cooTBeTCTBYHOLWMMMU
OaHHbIMM MO CAeAyoWMM NPaBuIam:

e Bce AaHHble A0MKHbI BbITb PACMNO/IOXKEHbI MO CTON6LAM;
e XoTA 6bl 04HO M3 NONEN CTPOKM AO/IKHO COAEPKaTb B cebe AaHHble (B c/lyyae MMNopTa
opraHM3aumm, nose HauMeHoBaHWe — 0bs3aTesibHoe)
[OaHHble npaBuna ans Excel-dpaitna umnopra opraHM3aunin HarNAAHO OTPaXKeHbl HAa PUCYHKe
(PucyHOK 26)
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PucyHok 26. ®opmuposaHue Excel ¢palina dna umnopma opzaHusayuli

[na nmnopTa faHHbIx U3 Excel gna cnpaBoYyHMKa maTepuranos M CNPaBOYHMKA OpraHM3auni,
Haxo4saCb B COOTBETCTBYlOWEM peecTpe (PucyHok 19, PucyHok 20), HakmuTe Ha KHonKy «MmnopT us
Excel» (PucyHok 27).

Hanopt w3 Excel

PucyHok 27. KHonka "WImnopm u3 Excel”

[anee oTKpoeTcs OKHO MMNOPTa A/19 COOTBETCTBYIOLWErO CNpPaBoYHUKA (PUCYHOK 28, PUCYHOK
29).

CrpykTypa Excel-daiina

KonoHKa HaMMEHOBaHKSA M3TEPUANE A HaumeHoBaHWe nucTa B haline MiscT2

KonoHka NonHOMD HaWMEHOEaHWA Marepuana B BoibpaTe Excel-pain

Crpokn: 0 Buigeneno: 0 B gunwipe:0 | Y E = Ypanuts

[ Haumenosanue HauMeHoBaHWe NonHoe

3arpy3uTh BCE M 3aKpbITh

PucyHok 28. ®opma umnopma peecmpa mamepuanos



KonoHka HaMMEHOBEHWA OPraH13aUmMK A HanmeHoBzHWE nucTa B daiine Nuerl

Kononka MHH B BeiGpare Excel-daiin

Kononka KNN C

Crpoxn: 0 Beigenewo: 0 B gunerpe:0 | T B vaamums

HaumeHoBaHWE OpraHM3anum WHH Knn

3arpysuTb BCE M 3aKPbITh

PucyHok 29. ®opma umnopma peecmpa op2aHu3ayuli

3anonHuTe nons B pasgene «CTpykTypa Excel-paiina». Beeante nopsaKkoBble HOMEPA KOJIOHOK
(A, B, CnT.4.) B NONA, COOTBETCTBYOWME HAMMEHOBAHUAM KOJIOHOK.

Hanpumep, ana Tabanupl ¢ pucyHka (PMCyHOK 26), B popme MMMNopTa peectpa opraHusauuii
(PucyHoOK 29) non «Ko/sioHKa HAaMMEHOBaHWUA opraHM3auun» byaeT COOTBETCTBOBATb 3HaYeHME «A»

(aHrnunicKkol packnagaku knasmatypbl), ansa non «KonoHka MHH», cooTBeTcTBEHHO 3HaYeHue «B», u ans
non «KonoHka KMM» - 3HayeHne «C».

B nosne «HaumeHoBaHMe nncTa B dalina» BBOANUTCA HasBaHMe auncTa U3 Excel-paitna (PucyHok
30)

PucyHok 30. HazeaHue nucma 8 Excel-¢paline

Mocne 3anonHeHWA BCeX NONEW HAXKMUTE Ha KHOMKY «Bbibpatb Excel-paitn». B noasuswemca
AnanoroBom okHe (PucyHok 31) ykaxuTte nyTb K Balemy Excel-paliny n Haxkmute «OTKpbITb».
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PucyHok 31. fluanozosoe okHo 8bibopa Excel-gpatina

Mocne umnopTa BCe NO3ULMK A8 MMMNOPTa 0TObpassaTca B TaBJIMYHOM YacTU COOTBETCTBYHOLLEN
dopmbl umnopTa (PucyHok 32, PucyHok 33).

HauMeHOBaHWE OpraHM3auumn
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PucyHok 32.
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Tabauya nozuyuli 814 umnopma opaaHusayuli



Crpoxu: 3 Bugenewo:Q B gunerpe:0 Y B vaanure
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PucyHok 33. Tabauya nosuyuli 0.9 umnopma mamepuasnos

Ecaun B cnncke nmeroTca NWHKE NO3ULNK, KOTOpPble Bbl HE XOTUTE MMNOPTUPOBATbL B CUCTEMY,
BblAENINTE UX B TabANLE, NOCTAaBMB FrafI0UKN CNEBA OT HEHYXKHbIX BAaM NO3ULMIA U HAXKMUTE Ha KHOMKY
«Ypanutb».

ﬂ,anee HaXXMWUTE Ha KHOMKY «3arpy3MTb BCE M 3aKPbITb». HoBble no3numm NoAaBATCA B
COOTBETCTBYHOLWLEM peEeCTpeE.

3ameuaHue. MMnopT 601bWOro 06bema AaHHbIX MOXKET 3aHATb HEKOTOPOE BPEMS.

ObpaTHan cBA3b

Ecan Y BaC BO3HUKN Kakue-nmbo I'IpOGﬂEMbI, 3amedaHuAa, Anbo noxkenaHua Bo BpemA
MCNO/Ib30BaHMA CUCTEMDbI, Bbl MOXKeTe HanncaTb 0bpalleHme B HaLy CAyKOY TEXHUYECKOM NOAAEPHKKMN.
3To MOXHO caenaTb ABYMA cnocobamm

MepBblit cnocob

1. B noboit dopme, B BEPXHEM MEHIO HaXKMUTE Ha KHOMKY «ObpaTHas cBa3b» (PUcyHoK 34PucyHoK
1)

M

DbBpaTHaA CEAShL
PucyHok 34. KHonka "ObpamHas cesass”

2. B nossuswemcs okHe (PucyHok 35) BBeauTe cBon E-mail, Temy Bawe coobuieHue B
COOTBETCTBYHOLME NOAA

| Hosoe obpauieHue X

Baw E-mail
Tema

CoobuweHue

CoXpaHWTL M 3aKPbITh

PucyHok 35. OkHo obpamHoli ceasu
3. [nA oTnpasKku obpalLeHns HaXXMUTE HA KHONKY « COXPaHWUTb U 3aKPbITb».

BTopoi cnoco6b
1. B rnaBHol ¢popme (PucyHOK 2) 3aitgmTe B pasgen «TexHuyeckan noaaepka» u Bbibepute NyHKT
«PeecTp 0bpaweHnin» (PucyHok 36)



== TexHWuecKana NoQAepHKa
Peectp obpaweHmid

PucyHok 36. [TyHkm "Peecmp obpaweHul"

2. B oTKpbiBWwenca popme peecTpa (PUCYHOK 37) HaxkmMuUTe Ha KHOMKY «[J06aBUTb» B BEPXHEM
MEHI0

C lexemaru ] G A @ Demols2

Demol52

[obaeuTe Yaanuts DbnoewTe WMHpo Cnpaexa

OfpatHas c2q3e X | Peectp ofpaweHuit - Peectp X ThasHad dopMa X
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MocnegHee H3MEHEHHE Co3paHue
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L]

PucyHok 37. ®opma peecmpa obpawieHuli

3. B otkpbiBwelica popme (PucyHok 38) BBeguTe Baw peanbHbiii E-mail, 3anonHuTe Temy u
onuwuTe cyTb 0bpalteHma. TakKe K JaHHOMY 0BpaLLeHUIO Bbl MOXKETE NPUKpennTb Gaiin Becom
He 6onee 20 mb.

 lexemaru . [ a 3

aKpbiTe CoxpaHuTbh COXpaHWTh M 3aKPLITL O6noBuTe MWHpo Cnpasxa

O0paTHas (BA3k X  OOpaTHaA cEA3k X PeecTp 0OpalleHuWii - PeecTp X MaBHad fopMa X

ObpaweHne Oteet
Paccmotpene [

Baw E-mail

Tema

Coobuwenmne

Bnoxenue 4 Bwibpats daiin

PucyHok 38. ®opma obpamHoli cesa3u

4. [na oTnpasBKy 06paLeHns HaskMUTE Ha KHOMKY « COXPaHUTb» Man «COXPaHMTb 1 3aKPbITbY.
Bawe obpalieHne oTobpasntcs B peectpe obpalleHui.

Korpa Hawwm coTpyAHMKM pacCMOTPAT Balle obpallleHune, 3anmch B peecTpe byaeT noaKpalleHa
3e/ieHbIm uBeToM (PucyHok 39). OTBeT Ha Bawe obpalleHne oTobpasmnTbea B none «OTBeT» B popme
obpaTHoit cBasn (PucyHok 38).
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PucyHok 39. llpocmompeHHoe obpauweHue 8 peecmpe

3ameuaHue. Ha AaHHbIi MOMEHT aBTOOBHOBNIEHWE peecTpa He NpeaycMOTPEHO, NO3TOMY YTO6bI
nposepuTb cTaTyc Bawero obpaleHuns, 06HOBUTE peecTp HaXKas Ha KHOMKY 06HOBUTbL B NPaBoM-
BEPXHEM YrAy.



