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Chapter 1

Introduction

PeBu3usa VCS: 8198 ARTA SYNERGY management platform allows building full cycle of company man-
agement from setting objectives to planning, from control of execution to collection and assessment
of results. The platform has single storage for content, knowledge base, quick semantic information
search and other features. In other words, everything necessary for support of interaction between
people jointly collaborating over common assignments.
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Chapter 2

Terms, abbreviations and legend

PeBususa VCS: 8198

IHnam¢opma «<ARTA SYNERGY» ynpaBieHuecKas nnaTdhopMa, KOTopas II03BOJISET B KpaTuanIme
CPOKU BEICTPOUTE IIOJIHBIN IIUKJI YIIPaBJIeHUS ¥ OIITUMU3UPOBATh OCHOBHYIO AEeSITEJIbHOCTh OpTraHU3alliy
(manee-Cucrema).

Aemopu3auusn T1pollenypa goIIycKa B 3aKPHITYI0 4acTh CHCTEMEI Ha OCHOBE BHIIIOJIHEHU S I10JIb30BaTEeIEeM
CucrteMnl u CuCTEMOM pPETIaMEHTHBIX ITPOIENypP.

AOMuUuHUCMpPamop T0JIb30BaTEIb CUCTEMEI, UMEIOIINY IOBLIIIEHHBIN YPOBEHD IPUBUJIETUY B CUCTEME,
C IOMOIIBI0 KOTOPEIX OH MOXKET U3MEHATh HACTPOUKY CUCTEMEL U YIIPaBJISATh II0Ib30BATEIbCKUMU
Y4YEeTHBIMU 3aIIUCSIMMU.

IToab30eame1b TOIL30BATENb CUCTEMEI, KOTOPHIM 0OIagaeT IpaBoM PaboTh B CUCTEME C 3aJaHHBIM
HaboOpPOM MOKYMEHTOB, XKYPHAJIOB, COIPABOYHUKOB M 3JIEKTPOHHOH ITOYTOM, COTJIACHO €r0 POJIH B
OpraHU3allMOHHOUN CTPYKType.

Cepeep KOMIBIOTED, IMOOKIIOYEHHEIN K ceTu WHTEepHET, IPEmoCTaBISAIONINYN KIIMEHTaM OOCTYII K
o061uM nHpOPMaMOHHEIM pecypcaM CUCTEeMBI ¥ YIIPABJIAIONINN 9TUMU PeCypCaMHu.

Cnpaeounux CIIMCOK OOHOTHUITHBIX 06"beKTOB, OTHOCAIINUXCA K OHHOﬁ TeéMaTHUKe XU 4aCTO UCIIOJIb3yeMhbIe
B CUCTeMe.

IIpogunb norv3oeamesss 3TO CIIeNMANBLHBIN PA3ieJl CHCTEMEI, B KOTOPOM XPAaHSATCS TUYHBIE MaHHbIE
TIOTb30BATEJISI.

ITodpa3deneHue TOCTOSTHHOE UMEHOBAHHOE MHOXKECTBO COTPYNHUKOB U/WJIN IOAPa3IeIeHUN.

3amemka aToMapHOE HENCTBUE COTPYOHMKA, KOTOPOEe HeOOXOOMMO BHIIIOJIHUTL B paMKaX OOHOIO
IOHSI ¥ UCIOJIb3YeTCsI [JIsI IJIAaHUPOBAHUS JIMYHOTO Pabouero BpeMeHH.

Paboma OelCcTBUe COTPYOHHKA, KOTOPO€ MO2KET COOep2KaTb MHO2XKECTBO 3agad, UMeThb IIPOOOI2KUTEJIBHOC®
6ornee OOHOI'O OHS, a TaKXKe HeCTH C coboit OOIIOJTHUTEJIBHYIO I/IH(I)OpMaLII/IIO B BUJ€ NOKYMEHTOB
1 KOMMEHTapPUeB.

Bbu3Hec-npouecc TOBTOPSIOMIASCS IPOAOJIKUTENBHOCTD PaboT 1/unu 3afad, KoTopas uMeeT 00IIy0
IIJISI BCEeX BXOOSIIUX B cocTaB PaboT OOTIOJIHUTEJIbHYIO0 MH(POPMAIIUI0: JOKYMEHTH, KOMMEHTapuu,
UCTOPUIO UcHonHeHUs PaboT u/unu 3amay, a TakXKe Apyrue onijuaHalbHble aTPUOYTHL.

IIpoekm CTPYKTYpUPOBAHHLIN CIIMCOK 3allJTAaHUPOBAHHLIX PaboT, HampaBIeHHBIM Ha HOCTUXKEHUE
Lenei.

ITopmdgenu npoekmoe CTPYKTYPUPOBAHHEBIN CIIMCOK B3aNMOCBsI3aHHBIX [IPOEKTOB, HAlTpaBJIEHHBIX
Ha JocTuxXKeHue ogHux llemnen.
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Ileawv XejlaeMoe COCTOSIHUE OpPraHU3alliU MU IToApa3nelieHus UIU COTPYOHUKA, BhIpaXkKeHHOoe Yyepe3
IToka3aTenu, KOTOPOe MOXKET comepxKaTh B cebe I[TopTdernu mpoekToB, IIpoeKThl unu PaboTH.

INokazameavb KonmudeCTBEHHas XapaKTepuCTHUKa COCTOAHUSA KakKoro-mu60 00beKTa UITH SIBICHUS.

Mapuwipym MHOTOKPaTHO UCIIOIb3yeMbl Ha0op PaboT ¥ ITpaBuUII TIEPEX0I0B, CBI3aHHBIX IIOCIEH0BATEIbHC
U/Uu mapajuiejibHO, HallpaBJIeHHBIX Ha MOCTUXKEeHUe 3apaHee OIpenesIEHHOTO pe3yJjbTaTa.

IIIIT (31eKmpoHHaAs1 uudpoeasi noONUCL) 3TO aHAJIOT COOCTBeHHOPYYHOM noanucu. JLIIT ucnosnp3ye:
IJIS IPUOAHUS 9JIEKTPOHHOMY OKYMEHTY IOPUAUYECKON CUJILI, PABHOU I0PUAUYECKOM CUJie HOKyMeHTa
Ha OyMaXHOM HOCHUTEJe, IMOOIMMCAHHOTO0 COOCTBEHHOPYYHOM MOOMNKMCHI0 IIPABOMOYHOTO JIHIlA U
CKPEeIIEHHOTO IIeYaThio.
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Chapter 3

General information

PeBususa VCS: 8198

3.1 3apaum, pewaembie NMnatcdopmon

» Storage and search of information;

¢ Collective time management;

e Control and accounting of assignments;
* Document management;

* Project management;

* Request management;

* Strategic management;

» Efficiency assessment;

* Intra-corporate messaging.

3.2 Disposition of document

The document is designed to describe actions of users of the System aimed at planning and distribution
of work time.

3.3 System composition

The System contains the following modules:

* "Work flow" module is designed to create, manage and control jobs both planned and emergency.

* "Daily planner" module is designed :

- to plan assignments with duration of less than one day;
- to call workers for a meeting;
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- to control working day of subordinates.
* "Storage" module includes three main sections:

- «®alnabl» - XpaHUIIHIIE, TPegHa3HAaYEHHOE OJIS1 3arPY3KH, IPOCMOTPA U IIOMCKA TEKCTOBHIX, BUTEO
u ayauo ¢daisos, rpadpuyeckux u3obparkeHuu.

- «PeecTphI» - 3TO CI0C00 0TOOpaKeHUs CTPYKTYPUPOBAHHBIX JAHHLIX HAa OCHOBE hopM(pa3mert oToGpazxKas
y IMONb30BaTesel C COOTBETCTBYIOIIIUMHU IIpaBaMM OOCTYTIA).

- Paspgen <<HOKYM6HTBI>> ABTOMATHU3UPYET PETUNCTPAINIO BXOOAIIINX, UCXOOAIIINX U BHYTPEHHUX JOKYMEHTO]
TaK2Ke I[IO3BOJIAET IIOJIY4YAThb U OTIIPABJIATDE 3JIEKTPOHHYIO IIOYTY, I'PDYIIIINPOBATE 3aPETUCTPUPOBAHHEIE
OOKYMEHTHI B J€Jla U XPaHUTh UX COTI'JIaCHO HOMEHKIJIaType OeJl.

* "Project" module is designed to create, edit, distribute and control arrangements within a project.
Commodity of planned actions aimed at achieving one final objectives within limited time, resources
and budget.

* "Objectives and indicators" module is designed to monitor progress of achieving strategic objectives
of the company, their assessment and monitoring. The module allows to form and decompose strate-
gic objectives of company, to form arbitrary maps of gauges, to develop dictionary of indicators and
to input their values.

* Mopyns «COTPYOHUKHU» COCTOUT M3 TPEX OCHOBHEBIX PA3EJIOB:

- <<Opl"aHI/I3aI_II/IOHHa${ CTPYKTYpPa» OTpazKaeT 3aHATOCTb COTPYIOIHHUKOB I10 UX 3allMCsAM B €2KEJHEBHUKE
U 3arpyXKeHHOCTh B COOTBETCTBHU C BEICTABJIEHHBIMU paﬁOTaMI/I. ITomMmuMO 3TOTO, COOEePXKUTCA
I/IH(l)OpMaLII/IH O COTPYOHHKE, €TI0 KOHTAKTHI U OOIIOJTHUTEJIbHAaA I/IH(bOpMaI.[I/IH O HEM.

- «Pe3epB» mIpefHa3HavYeH 71 IPOCMOTpa IT0JIh30BaTeNel He Ha3HaYeHHBIX Ha IOJIZKHOCTD U YIaJIeHHEIX,
a TaKXe [IJIsT CO3[aHusT HOBHIX TI0JIh30BATEJIEH B CUCTEME.

- <<AJIpeCHaH KHHI'a» - KOHTAKTHI O JIIOOAX U OPraHU3allusiaX, KaK JIMYHBIE TaK 1 O6UleJZ[OCTy1'IHI:>Ie.

* "Settings" module provides features to change settings of the System and limiting access rights of
the users to the System resources.
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Chapter 4

PaboTta coTpyaHukoB B Cucreme

PeBususa VCS: 8198

4.1 Log in to the System

s Bxoma B NMPUJIOKEHUE OTKPOUTE JII000M JOCTYIHLINM web-Opay3ep ¥ B afpecHOM CTpOKe BBEOUTE
anpec cepBepa cucteMrel «<ARTA SYNERGY» (BeoguTtcs IP agpec komMnbioTepa, Ha KOTOPOM YCTaHOBIIEH
«ARTA SYNERGY», Hampumep, https://192.168.1.5/Synergy). ITpu He06XO0AUMOCTH YKa3bEIBAIOTCS ITOPTHL.

IIpu nmepexope 1o ampecy HOJIKHA 0TOOpPa3uThCS CTpaHUIla, N300pakeHHas Ha PUCYHKe HUXKe. ITO
CTpaHUuIla ayTeHTU(PUKaUM I01b30BaTens CucteMel. BBenuTe nMMs Balllell YYETHOU 3alUCHU B IIOJIE
«JIoruH» U BaIl IePCOHAIBLHEIU IapoIb OIS JOCTyla K CucTeMe B COOTBETCTBYIOIIEE TIOJIE.

ITocne BBOZa aBTOPU3AIMOHHLIX JaHHEIX HaXKMUTe Ha KilaBully «Enter» Ha kKjaBuaType WM KHOIKY
«BoiiTu» Ha cTpanune. Ecnu npu BBOOe HAaHHBIX BBl OOMYCTHUNIM OmMOKY, CHCTEMa yBEIOMHUT Bac 00
5TOM.
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Bo#Ttn

OcTaBaThCA B CHCTEME

3abbinu napons?

Figure 4.1: Ctpanulia ayTeHTUGUKALINU

B mpaBoM BepxHeM yriIy Ha JaHHOMW CTPaHUIIe HAXOMSTCS CCHIIKHU O/ U3MEHEHHUs si3bika CHCTEMBL.
BriiesieHHas CChIIKA YKa3bIBaeT Ha sI3BIK, Ha KOTOPOM II0/Ib30BaTe0 6yaeT oToOpaxkaThbCst HHGOPMAaIIns.
Ist Toro, 4TOOBI U3MEHUTD 3BLIK, HEOOXOIMMO IePEeHTH M0 COOTBETCTBYIOIIEH CCHINKE.

Takske y IIONIb30BaTENIs €CTh BO3MOKHOCTb BOCCTAHOBUTH 3a0OBITEIM IIaposib. [ 3TOro Heo6XoOouMo
Ha CCBHUIKY «3alBIJIM IIapoJib?» Ha cTpaHuilsl. CucTeMa IepeHallpaBUT IIONIb30BaTells Ha CTPAHUILY,
Ha KOTOPOM HeoOXOOMMO BBECTU MM Balllel y4eTHOU 3amnucu B mojie «Jlorun». Ilocre HaxkaTus Ha
KHONKY «OTIIpaBUTL» Ha MIOYTY, YKa3aHHYIO B Ballell yueTHOU 3anucu, 6ymeT oTIIpaBIeHO IIHUCHMO C
HOBEBIM IIapOJieM U UHCTPYKLUMEN II0 BOCCTAHOBJIEHUIO.

ITpu BBOIE HEBEPHOTO Taposisd fonyck B CucteMy 6ymeT 3anpetreH. [[Jig mpeqoTBpaleHusi BO3MOXKHOCTHU
nogbopa naposid OJist Bxofda B CucTteMy, B HaCTpoiiKax 6€30I1acHOCTH IIPefyCMOTPEHO YKa3aHue KOJIn4ecTBa
HeymayHBIX IONBITOK Bxoma (¢ omHoro IP ampeca), orBeT CucTeMBl 3afepXKMBaeTCAd Ha yKalaHHOE
BpeMsI B TaiMayTe ITPX JOCTUKEHUY KOIUYeCTBa HEYIaYHBIX IIOMILITOK, fajlee BpeMs OTBETA YBEJINUNBAETCSI
IPOIIOPLMOHANILHO IPOrPECCUBHOMY TallMayTy (Hampumep, t*2+1).

B 6a3y MOZXKHO JIO6aBJ'[5{TI: m060€e KOITHUYeCTBO oIb30BaTENIEeN, HO IIPHU 3TOM KOJIM4YE€CTBO IOoIb30BaTeNEN

C OOCTYIIOM B CUCTEMY HE€ MOZKET IMPUBHIIIATE KOJINYECTBO nuneH3uu. B Clly4ae, €CJI 3TO KOJIN4YeCTBO
YZ&Ke uC4YepIiaHo, IIpu CO30aHUN IONIb30BaTENbCKOM y‘IeTHOfI 3allCH UJIU IIPU I[O6aBJ'IeHI/II/I IIpaB JOCTYyIIa
B CUCTEMY IIOJIb30BATEJIIO KOTOpBIﬁ €r0 He HMeJI PaHee, BBIBOOUTCA IIpenylpexgeHue O TOM, 4YTO
JTUIIEH3UU NCYEPIIaHbI X HOBBIM ITOJIb30BaTEJIb HE CMOXKET BOUTHU B CI/ICTeMy, COOTBETCTBEHHO IIOJIOZKEHHEe
OIIITN N <<,]10CTY1'[ B CUCTEMY>» aBTOMATU4Y€CKHN MEHAETCA Ha <<BJ'[OKI/IpOBaH>>.
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4.2 OCHOBHbIe 3J1IeMeHTbl MHTepdeuca

Tlocne HYTeHTI/I(bI/IKaHI/II/I OTKPEBEIBAETCA MOIOYJIb II0 YMOJIYaHUIO, yCTaHOBHeHHLIﬁ B IIOJIb30BaTEJIbCKUX
HaCTpOfIKaX. HeKOTOpBIe 3JIEMEHTEI YIIPABJIEHUA IIPUCYTCTBYIOT IIOCTOSAHHO 1 HE MEHAIOTCSA B 3aBUCUMOCTH
OT aKTUBHOT'O Ha HaHHBIL MOMEHT MOnOyJisa, 3TO:

* OG6yacTh IIOMCKa Ha IIaHelIu CBepPXY.
* KHomka «HacTpo#iku» B TpaBOM BEPXHEM YTITy.

 KHOMKa BBIXO[da, HaXOOsAIIasiCsa TaKiKe B IIpaBOM BEPHEM YTy, IIO3BOJIAET BeITH M3 CHUCTEMEH Ha
CTpaHuLny ElYTeHTI/I(I)I/IKaLII/II/I IIOJIB30BaATEJIA.

e KHonka «JloMo#i» B I€EBOM HUXKHEM yriy. IlaHHas KHOIIKa IIPUMEeHKHMa OJIsA CBaPa4YXUBaHUA IIPOCMATPHUBAEM
OOKYMEHTOB B Cucreme.

¢ MHOMKaATOpP COCTOSIHHS COeOUHEHHS C CEPBEPOM M KHOMKA BhI30Ba IM-KjMeHTa, HaXOOsIIHecs B
IIPaBOM HUZXKHEM yriy Opay3epa. MHOuKaTop oToOpakaeT cpeaHion 3(pHeKTUBHOCTE COEQUHEHUS C
cepBepoM B IIpolieHTax. KHomKa BeI30Ba IM-KIMeHTa BEI3EIBAET M CKPHIBAET OCHOBHOE OKHO MO IS
o0MeHa MTHOBEHHBLIMH COODIIIeHUSIMH (B 3aBUCUMOCTH OT HaCTPOoeK CHUCTEMEI, KHOIIKa MOXKET OTCYTCTOBAT!

e KHONKa KOHTEKCTHOU CIIPaBKH , HAX0OAIllasACA TaK2Ke B IIPaBOM HUXKHEM YTI'JIy, COOEPXKUT PA3OEJIbL:

1. «CmpaBKa» - KOHTEKCTHas HHGpoOpMaIus 0 GYHKIUSIX U OMIIUIX KaXKI0T0 U3 MOOYJIeH.

2. «O mporpamMe» - HGOPMaAIUI O ITporpamMMme. BkiiodaeT B ce0si KpaTKOe OIMCAaHUEe OCHOBHBIX
MOIyJiel CUCTEeMBI, a TaK¥Ke CCBLIJIKM Ha oduiinanbHyio gokyMeHTanuio Cuctembl (html u pdf
BEPCHUU PYKOBOMICTB ITIOIb30BATEJISI, METONOJIOTA ¥ aIMUHUCTPATOPAa) ¥ OpUIIMaTbHEINA CAaliT IPOU3BOIH

3. «YTo HOBOTO» - HH(PpOpPMaUMsa 06 U3MEeHEeHUSIX B HOBOU cOOpKe.
4. «BBICTPHIH CTAapT» - KpaTKasi mHQOpPMaIus 0 BCEX MOAYJISIX B CUCTEME.

5. «OTIpaBUTh 3aIPOC» - BO3MOXKHOCTD OTIIPABUTh 3AIIPOC CIIyK0e MoamepKKH IIPU COOTBETCTBYIOIINX
HaCTPOMKaX cepBepa OTIIPaBKU YBeOOMJIeHUH (CoobieHust 00 omubKax, 3alIpoc Ha U3MEeHEeHHe
dyHKIIMOHATA).

° KpOCC-MOI[YJ'IbHaﬂ KHOIIKQA B JIEBOM BEPXHEM YTI'JIy, KOTOPAsA COCTOUT U3 HACTPAUBAEMBIX l"pyrIH/HYHKTOB
U CTaHOAPTHHBIX ITIYHKTOB, KOTOPEIE MEHAIT CBOE COOEP2KaHNE B 3aBUCUMOCTH OT BLI6paHHOFO MOOyJIs.

Pabouee MeCTO ITOIb30BaTEJIS TO3BOJISIET MOJIYYUTD AOCTYI K CIIEAYIONIUM MOOYIIAM: «IToToKu paboT»,
«ExemHeBHUK», «XpaHunuie» «I[IpoekTel», «llenu u nokazarenu», «CorpygauKku>». [Tanens «HaBuratop»
oTtoOpazkaeTcs BCEraa U ero COIePKUMOe MEHSIETCS B 3aBUCUMOCTU OT aKTUBHOTO MOMYJIS.
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Chapter 5

"Work flows" module

PeBususa VCS: 8198

5.1 Work flows

Mopyns «IToToku paboT» mpefHa3HavYeH OJI1 CO3aHusd, YIPAaBIeHU S ¥ KOHTPOJIS paboT KakK MIaHOBHIX,
TaK ¥ BHEMJIAHOBHIX (cM. wunn. «IloToku pa6oT»). JlaHHBIN MOAYJiF 0O0ECIEeYMBAET MMOCTAHOBKY U
CBOEBPEMEHHBIN KOHTPOJIb UCIIOJTHEHUS PA0OTHI, A1 3¢ (PeKTUBHOTO BEIIOTHEHUSI IOCTAaBIeHHOM 3aadu
pykoBomuTeneM. Ilepexom B MOOYIb OCYIIIECTBIISIETCS HazkKaTUeM Ha KHONIKY «[10TOKu paboT» B BEpXHEH
TTaHeH.
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Figure 5.1: Work flows

5.1.1 Displayed panels
5.1.1.1 Upper panel

[Tanens mo3BOJNIAET CHOPMUPOBATL OTYET U OTKPHITH HaHENb IMOAPOOHON nHpopManuu o pabore. Ha
WKOHKE ITOTOKOB PaboT (Takke B MOJAYJIe XPaHUJIUIIIE) B KPAaCHOM KPyKo4uke CucTeMa yBeOOMIISIET O
KOJIMUEeCTBE HOBLIX COOBITUH (II0OCTAaHOBKA PYKOBOAUTEIEM HOBOM paboTH, U3MeHeHNe PYKOBOOUTEIEM
WK OPYTHUMHU COTPYOHUKAMHU CTaTyca U ITporpecca UCIIOMHEeHus paboTH U T.0.). TakKe IIpU ITOSIBIEHUN
HOBHIX COOBITHY Opay3ep Muraet ¢ 3arojoBkoM «NEW!», Muranne 6pay3epa I10 KeJIaHui0 MOKeT OBITh
OTKJIIOYEHO B ITOJIb30BATEIbCKUX HAaCTPOUKAX.

5.1.1.2 Main working area

OcHoBHas paboyas 06J1acTh COIEePKUT AMHAMUYECKUM CIIMCOK ITIOTOKOB Pab0T, KOTOPHIY 0TOOpaXkaeTcs
He TIOCTPaAHUYHO, a IyTeM IIOATPY3KU BceX paboT [0 MOCTUXKEeHUS KOHIla CIMCKA. TakKe OCHOBHas
pabouast 0671aCTh COOEPKUT ITaHeTb TOAPOoOHOM nHpopMaluu o pabote. OCHOBHAS MMaHEIb ITO3BOJISIET
BEIIIOJIHSITH HEKOTOPEIE OEeNCTBUSA HAJL 37IeMEeHTaMU UMeIoIerocs curucka pabor. CoptupoBka pabot B
CIIKICKe IIPOU3BOIUTCS 10 BpeMEeHHU UX IIOCTYIJIeHHU S, [I09TOMY M3MeHEHHEIEe U HOBEIE PAOOTH B CIIUCKE
BBIIENISIOTCS KUPHBIM U HaXOOSATCS BBEPXY CHMCKa. B obuem cnucke paboT KOPUYHEBHIM IIPU(GTOM
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oTobOpazxkaroTcs paboThl, 0 3aBEPIIIeHUST KOTOPHIX OCTAaI0Ch MEeHee TPETH CPOKa UCIIOTHEHU T, KpaCHBIM
mpu¢TOM 0TOOPaXKAaTCS IPOCPOYeHHBIe paboTH. LIBeTy mepBoro cTonbIia B CIIMCKe PaboT COOTBETCTBYET
LIBETY mpuopuTeTa paboThl COTIacHO HacTpoek B KoHpurypartope.

5.1.1.3 Panel with detailed information on work
Panel is located to the right of work flow list. Contains the following areas: "Work information",
"Files", and "Comments".

Oo6macTte «MHpoOpMalus o paboTe» oToOpaxKaeT CIeOyIOITy0 HH(pOpPMaIIHIO:

* Name;

* Cpoku;

e Author;

e OTBETCTBEHHEIN 3a AaHHYIO0 pPaboTy;

* ®opMa 3aBepieHus paboTH (eciu B KauecTBe GOPMEI 3aBepllieHU s BEIOpaHo “HeT” - He oToOpaxkaeTcs)

e T'umepcchiyika Ha MEPOTIPUSITHE TIPOEKTa (eciu faHHas paboTa Ovlyia co3mana u3 Monyiis “IIpoeKkTrr”).

O6macTh «®auIb» IPemoCTaBIsgeT OOCTYII K JOKyMEHTaM, IPUKPEIJIEHHBIM K TaHHOHU paboTe. Daiiibl
MOTYT OBITH IPUKpeIieHb B nanku «IIpumnoxenusi» u «IIpouue». IlpukpennsaTh ¢aitnbl K paboTe
MOJKHO CJIEOYIOIINMY BapruaHTaMHU: C XpPaHUJINIIA, C KOMIIBIOTEPa, CO30aTh HOBHIY TEKCTOBHIM JOKYMEHT
¥ CKaHUPOBATh.

daiinn c KOMIbIOTEPA MOKHO 3arPy3UTh He TOIBKO C IIOMOIIBI0 IIYHKTA MEHI0, HO U IIepeTallluB He00X0qUMEIH
dain (unu HeckombKO (aiinioB) B 061acTs «Damib».

If context menu of attached file is called (file name is bold), the following items are available:

* Download;

* PDF version download;
* Make main;

¢ New version;

* Delete;

* Ckauats Bce “[lpunoxenus” (ona nanku “IIpunoxkenus”) / CkadaTh Bce “Ilpoumne” (s Hmanku
“TIpouue”).

ITpumeuaHnue

3amperleHo O00aBISATH HOBYIO BEPCHIO MUOO yHansiTh OCHOBHOM (ainm mo ¢popMe 3alucu
peectpa (daiin mo Gpopme, KOTOPHIKM moOaBIIAETCS IMIPU CO3MaHUU PeecTpa U COOTBETCTBYET
dbopme, kKoTOpas yKazaHa B HacTpolKax peectpa). I[losromy mpu BeIOOpe myHKTa “HoBas
Bepcusa” KOHTEKCTHOT'0 MEHIO OCHOBHOTO (aiisia 1mo ¢popMe 3alliiCH peecTpa CCTeMa BO3BpalllaeT
OIIUOKY:

HeBo3MoxHO po6aBUTbL HOBYW BEPCUI0 OIS OCHOBHOro ¢anna no dopme
ITpu BeIGOpE IIYHKTA “YOanuTh” O JaHHOTO (aiiia cucTeMa BO3BpallaeT OIIHOKY:
HeB03MOXHO ypmanuTb OCHOBHOW ¢ann no ¢opme

[Tpu BEI30BE KOHTEKCTHOI'O MEHIO naHenu “@aunel” HOCTYIHEL CIEOYIOINNe ONLINN:
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e CkauaTh Bce Qamiib;
* Ckauartsb Bce “llpunoxenus”;
* Ckauarts Bce “IIpouue”.

ITaHHOE MEeHIO BEI3LIBAETCS B 00JIaCTH JAaHHOM IMaHeN 3a UCKIIUYeHueM 00/1acTy BhIgesIeHus (hakiios,
B KOTOPOM BBHIBLIBAETCS BRIIIIEONHCAHHOE KOHTEKCTHOE MeHI0 (aiisioB.

"Comments" section displays and allows editing and deleting comments for selected work. If a work
is selected, it displays:

* comments related to the current work;

* comments of all works which are children of the selected;

¢ comments of works from the same work branch as the selected work.
[MaHHLEIE KOMMEHTAPHUH OEeISTCS Ha TPU THUIA:

e Pa6ota. KomMmeHTapuu mo padore.
* JlokyMeHT. KOMMeHTapuu 110 JOKYMEHTY.

* Jluynele. KOMMeHTapu#, KOTOPHIe 0TOOPaxKaTCs TOJIHKO TOMY ITOJThb30BaTEII0, KOTOPBIHM UX CO3MAall.

5.1.1.4 "Works" panel

Module interface has visual division of works by type, status, period, etc.

5.1.1.4.1 Main filters

Ha nanenu no YMOJI9aHUIO IIPDUCYTCTBYIOT CJIEOYIOIIe (bI/IJ'Ipr]:I:

* “HaucnonHeHuu” - npeqHa3HadeH OJis paboT, I'Tie I0JIb30BaTENIh SIBJIIETCS OTBETCTBEHHEBIM 3a MCIIOTHEHU!
Cioma nomapmaioT paboThl OT pYyKOBOOUTEJIEH, COTIacOBaHte, yTBepXKIeHNe, 03HaKOMJIEHHE C JOKYMEHTaMV
OT OpYyrux MOJb30BaTesiel, a TakXKe IIPOEKTH NOKYMEHTOB, CO34aHHBIe CaMUM II0JIb30BaTejleM U
paboTEI, ITOCTaBJIEHHEIE cebe;

* “Ha KoHTpOJIe” - mpeHa3Ha4veH OJis1 paboT, IOCTaBIEHHHIX I10JIb30BaTEeIEM OIPYTOMY UCIIOJTHUTEJIIO,
paboT B3STHIX HA KOHTPOJIb BPYYHYI0, KOPHEBHIX paboT pe30ioliuy U IpoToKoia. Ciofa He IonafaioT
nepenopydeHHble paboTH, IOPYYEHUS PEe30JII0NNi, TPOTOKOJIOB U IPOEKTOB;

The following filters are displayed on the panel only if they match works:

e “IIpoTOKOMNBHEIE” - COOEPKUT IPOTOKOJILHEIE IOPYYEHUS;
¢ “TIpoeKTrl” - COOepPKUT PabOTH B MOAGUILTPAX IO IPOEKTaM;
e “I'pynnbl” - comepXuUT paboTH 110 IPyIIIaM, CO3AaHHbIE IT0Ib30BaTEJIEM.

Ecnu monmb30BaTeNb SIBISIETCS U.0. PYKOBOOUTENISA, MO0 eMy AeJIernpOoBaHo IIPaBo Ha IIPOCMOTP paboT,
TO rmocne ¢punbTpa “Ha KOHTpose” naHenb DOTMOIHUTEIFHO COOEPXKUT QUIBTP:

» JlemerupoBaHHEIE - COOEPKUT CONEPKUT B cebe Bce pabOTH M3 BCeX NON(PUIBTPOB IO paboTam
pyKoBopmuTens, 1ubo menerupoBaBLINX [10JIb30BaTEIeH.




ARTA SYNERGY User Guide 13/199

Ecnu monb30BaTens YBOMbHSIOT C JOMXKHOCTH H.0. WM OTMEHSIOT [ejleTHpOBaHKe IIpaB Ha paboTHI,
raHeJss 6osiee He OyeT cogepKaTb COOTBETCTBYIOIIUH (GUIIBTP PAab0T PYKOBOOUTEIS, TUOO0 MeJIEeTUPOBABIIIET
TIOJTb30BaTEN.

[ mepeducyieHHBIX (PUIBTPOB BO3MOXKHO M3MEHEHWE BHEIIHEro BUpaa crucka pabor. [ng sToro
HYKHO BBIIEIUTH (PUIBTP, BHI3BAaTh KOHTEKCTHOE MEHIO W BHIOpaTh U3 CIUCKA NYHKT «M3MEeHUTH».
U3MeHeHUIO TIOAJIeKaT 0TOOpazkaeMble MOJisd, COPTUPOBKA IOJIEW MO BO3PACTAHUIO M yOBIBAHUIO, a
TakzKe PacCKpEBITHE BETKU ero ondUuIbTPOB.

5.1.1.4.2 Sub-filters

®unbTp «Ha uCronHeHNn» 10 YMOTYaHHUIO COIEPKUT CIIEOVIONINE TOA(MUIIbTPHI:

» For signature;

Control;

Overdue;

Completed.

®unbTp «Ha KOHTpOJIEe» 10 YMOJTYaHUIO pa30uBaeTCs Ha NOO(GUIbTPHL 10 UCTIOJTHUTEIISIM.

In "Execution", "Controlled" filters there is a possibility to create specialized sub-filters with possibility
to add one or more filtering conditions.

IMoadumbTPEI MOTYT OBITH CO3TIaHbI BHYTPU OCHOBHBIX (PHUITBTPOB TUO0 APYTHUX MOAGMUIBTPOB IPU IIOMOIITH
KOHTEKCTHOTO MEHIO (BHIOEJIUTE HYKHBIHM MOAMUITETP) — OJIS OCHOBHBIX PUIBTPOB «[100aBUTE...» (HoGaBIsIeT
mogduIbTP), O IOoAMPUILTPOB - «[100aBUTE...» (HoOaBHsIeT BIOXKEHHLIN TOOGUITLTDP), «MI3MEHUTS...»
(MOXHO m00aBUTD, YOAIUTh ¥ U3MEHUTh COOEePKUMOE YCIIOBUY BEIIEIEHHOT0 TOOMUIILTPA) U «Y HaTUTh»
(ymansieT BeIAeJIEHHBIN TOOGUITLTD).

0082B1TE YCNoBKe v

OroBpaxaemsie Nons |GTEETGTEEHHI:M71 ||Gc:Tanc:ch ||Hpﬂrpecc | v

CopTUpOBaTE MO MO [aTa HaMEHEHMS

Mo BO3PacTaHWH © no yosiBaHKUIo

| PackpbiTe BNOMEHHLIE

CoxXpaHnuTb

Figure 5.2: Adding filter
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PepaxkruposaHwe mnsTpa x

OofaenTe YCNoBKE k4 MpocpoveHHBIE Lo
Tun v
Co cnosamm 'Ijl'
Bea cnose ETLI'
AsTop n b
Cpok MpocpodeHsr | W ﬁr
Mporpecc | Mony4yerwe 0% -i - | Mony4enwre 0% 'i ﬁj
CraTyc B pafoTe (cxuaaHue) A J ﬁf
CeoncTea " | KoHTponbHLIE "1 TonbKo © BNOKSHNAMK "|'|j
MpuopuTeT v i
Mepuon CeropHs w 101115 | - 101215 ]
OBce Mo paTte NNaHOBOrO 3aBEPLUSHURA

1Mo pate Hawana ( Mo gate dakTUYecKoro 3aeepLUeHHa

OTeeTCTEEHHLIA /" 0
Tun gokymeHTa \ A}
OTofpaxasemble NONs |ABTDIJW Ocranocs:; |[Mporpecc;
CopTuposaTs NO NOMK | 1ara wamenekus

© no eoapactanui N0 yBbIBaHMIO

" | PackpbiTk BNOMEHHLIE

Coxpauute

Figure 5.3: Editing filter
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CozpaHue (hunsTpa

OTobparkaemele Nons |GTE:ETCTE:EHHbIﬁ ||G::Ta_nncb ||I'Ipnrpe:::: v

COpPTHUPOBETE NO NOAK
TR Hara nzMeHeHnA

No BOIPACTAHNHD *' No yEEIBAHWH

¥| PaCKpLITE BNOMEHHEIE

Pazfgenate NohamMnneHO PaBOTEl, B3ATEIE HA KOHTPOMbL BPYUHYH

CoxXpaHuib

Figure 5.4: PepmakTtupoBanue ¢unsrpa “Ha KoHTpOIE”

Conditions for "Execution", "Controlled" sub-filters:

* Co cnoBaMu — PETUCTPOHEYYBCTBUTENBHO, TTPY COOTBETCTBUY JIIOOOMY M3 CIIOB, pa3fieNéHHBIX TPO6EIoM.
* Be3 CcoB — PErucTPOHEYyBCTBUTENLHO, TPY HECOOTBETCTBUY JTIOOOMY U3 CJI0B, Pa3OeIEHHBIX TPOOEIOM.

e TuI — Opu COOTBETCTBUM JTI000OMY U3 KOMOMHAIIUY U3 YETHIPEX TUIIOB: «PaboTa», «CornacoBaHue»,
«O3HaKOMIIeHuE>», <Y TBEPXKOECHUE>.

* ABTOP — COOTBETCTBHUE TI000MY M3 BEIOpaHHON KOMOMHAIIUY TT0JTb30BaTEIEH.

e Cpok — BHIOOP OOHOTO M3 ABYX BapMaHTOB: «J[0 KOHIIA OCTAlOCh» (+ IOJie AJisi KOMTUYecTBa THEMH)
6o «IIpocpoYyeHHBIE».

» TIporpecc — B ciiy4ae, eC/Id B CUCTEMe aKTHBUPOBaHa HacTpoiikKa «Mcroimb30BaTh CIIPABOYHUK 3HAUEHUN
Imporpecca aojsa nopyquI/n?I», 3HA4Y€eHUu4d II0JIsd MOI'yT OBITD BBI6paH]:>I TOJIBKO M3 3TOI'O CIIPaBO4YHHMKaA,
B IPOTUBHOM CJIy4Yae 3ajaeTcs guamna3oH oT/mo (%).

* CraTyc — BHIOOP OJHOTO U3 TPEX BapruaHTOB «B paboTe (oxkupaHue)», «3aBeplIieHHbIe» U «YIalEHHbIE».
[Tpu BEIGOPE «3aBepIeHHbIe» T00aBIIIoTCS 2 prmaxkka: «YcoemHo» u «HeycmentHo». st BKITIOUEHHOT O
dmaxka «YcmemnHo» B QUILTP MIOMAagal0T BCe 3aBepIleHHbIe Pab0TH 10 HealbTePHAaTUBHEIM IPOoIleccaM
(Tum medcTBUA «paboTa», «Pe30JII0LUI», «03HAKOMJIEHHE»), a TaKIKe YCIIEITHO 3aBePIlIeHHEIe PabOoThH
110 aTbTEPHATUBHEIM IIpoOIleccaM (COorIacoBaHoO, YTBEPXKAEHO, 3apPETUCTPUPOBAHO). A [OJI BKIIOYEHHOT O
¢maxkka «Heycnenrao» B GUALTP IOIamaloT OCTABIINECS HEYCIIEITHO 3aBePIIeHHbIe pabOoTHI ITO aTbTEPHAT:
ImpoileccaM (He corlacoBaHO, He YTBEPXKIEHO, He 3aperuCTPUPOBaHO).

¢ CBOICTBA — COOTBETCTBHUE JTI000M 13 KOMOMHAITUY OIITNH « KOHTpONMbHEIe», «[Ipu Hamuuuu Ganios».
e TIpuopuTeT — COOTBETCTBUE JTI000M U3 KOMOMHAIINY IIPUOPUTETOB, HACTPOeHHBIX B KoHduryparope.

» Tlepuop: BeIOOP OOHOTO U3 BapuaHTOB: «CeromHsi», «Bynyias Hemens», «bynymui Mmecsai», «byoymiui
KBapTamn», «[locnegusas Hegensa», «ITocnegaun Mecsamn», «ITocnenuuii KBapTan» u «I[IpoOnM3BOIBHEIN
nepuon». Ilpu Bei6ope BapraHTa «[IPOM3BONBLHLIN IIEPUOI» TIOSBIISETCS BO3MOXKHOCTD YKa3aTh [ABE
OaTH - Ha4dajla ¥ 3aBepIIeHUs IIPOU3BOJILHOIO IIepruofa. KpoMme 3TOro, Ojist 9TOTO YCJIOBUS MOXKHO
yKa3aTh ogHy U3 onnuii: «Ilo mate Hauana», «I1o maTe m1aHOBOTO 3aBeplIeHUI», «I10 gaTe pakTUIECKOTO
3aBepleHus» unu «Bce».
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* Assignee — matching any selected combinations of users.

e Tunm moKyMeHTa — COOTBETCTBUE JIFOOOMY U3 BEIOPAHHON KOMOUHAUIMK THUIIOB JOKYMEHTa.

Selection of fields to display:

* Assignee;

e Author;

» Start date;

¢ Completion date;
¢ Elapsed;

* Progress.

Fields to sort by:

* Date of change;
» Status;

* Priority;

* Name;

e Start date;

¢ Completion date;
¢ Elapsed;

* Assignee;

e Author;

* Progress.

[I7151 COpTHPOBKM 110 IIPOTPECCY UCIIOIL3YETCS TEKYIlee 3HaYeHNe Iporpecca pabor. s TeX 37IeMeHTOB
IMOTOKOB paboT, rae 3HaYeHNe IPoTrpecca IBHEIM 00pa30M (PYYHEIM BBOJIOM, CIPABOYHUKOM, CJTaAepOM)
He 3a7aeTcs, 3HauyeHUe IIPorpecca OIpeneeHo Tak:

e CTATyCHI HE3aBEPIIEHHHX PaboT (“oxupanue”, “pe3osonus” 1 Ip.) PaBHO3HAYHH Iporpeccy 0%;

“

e cTaTychl paboT, 3aBepIIEeHHLIX KaK yCIEIIHO (“03HaKoMuicsa”’, 3aperuCcTpUpPOBaHo”,”3aBepIeHo" u
Ip.), TaK ¥ He ycIelHo (“He cornaceH”, “He 3apeTruCTPUPOBaAHO” U IIP.), paBHO3HAYHBI IIPOTPECCY
100%.

Onuyusa «Packpbimb 8/102CeHHble»: eCIIA COOTBETCTBYIOIIAS rajloykKa BKII0UeHa B KaKOM-Iu60 GpUibsTpe,

1 9TOT GUIIBTP UMEET BJIOKEHHBIE, TO COOTBETCTBYIOIIUYM QUILTP IIPU OTKPHITUN CUCTEMEI OYIET PACKPHITHIM
BMECTe CO BceMU ero nondunbTpamu. [To yMoI4yaHUIO, pACKPLITH fodepHUe GUIbTPH y puiabTpoB “Ha
ucnoaHeHun” u “Ha KoHTpone”.

Onuusa «JJonoaHumeabHO omobpaxcambs pabombul, 8 KOMOPbLIX 51 S8A5AHCb ABMOPOM» (TOMBKO OIS
mouepHUX QUILTPOB “Ha KOHTpPoOse”): eciii COOTBeTCTBYIOIIAs rajlouka BKII0UYeHa, TaKOH MOO(pUIbTP
OOJIXKeH COOepKaTh:

¢ Bce paboTH U3 KOpHEBOTo ¢punbrpa “Ha KoHTpone”;
¢ BCe paboTHl, B KOTOPHIX aBTOPU30BAHHBIN IOITL30BATEND SIBISIETCS aBTOPOM.

Onuus “Pa3deasimb nopamusibHO pabomeul, 83ssmbie HA KOHMPO/1b 8PYUHYH” (TONMBKO [JII KOPHEBHOTO
¢dunpTpa “Ha KOHTpPOIE”): ecmu COOTBETCTBYIOIIAs rajloykKa BKJIIOYEHA, TO He3aBepIIeHHbIe PaboTHI,
B3sIThIEe Ha KOHTPOJIL BPY4YHYIO (depe3 Moayab “CoTpyaHUKU”), 6yayT oToOpaxKaThCs B TEX XKe noadpuIbTpax
10 OTBETCTBEHHHEIM, UTO U OCTaJIbHble KOHTPOJILHEIE PaboThl. ['ajlouka 1o yMoI4aHMI0 BHIKITIOYEHa.
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IIpuMmeuanue

When creating new sub-filter by default no condition is added. Any condition can be added
once only. When adding several conditions to sub-filter, defined rules act simultaneously. In
"Projects", "Protocol", and "Groups" filters there is no possibility to create sub-filters.

HactpoeHnnsie momduabTpe pa3menoB “Ha ucnonmHenun” u “Ha KOHTpPoIe” MOXKHO COPOCUTD ¥ BEPHYTH

K IePBOHAYaJIbHOMY COCTOSTHUIO, HACTPOEHHOMY METOMI0JIOIOM CUCTEMHI. 17151 cOpoca HacTpoek QuirbTpa
HYXHO BHI3BaTh KOHTEKCTHOE MEHIO COOTBETCTBYIOIIETO punIbTpa 1 BLIOPATh MYHKT “BepHYTh HACTPOUKHU”.
OTKpoeTCcs Ouajor C BO3MOXKHOCTBIO BEPHYTb OOUWH MJIM HECKOJILKO ITaGJIOHHBIX (PUIBTPOB, TaKXKe
MOZKHO YOaluTh Bce GUIBTPHI C BHECEHHBIMU U3MEHEHUSIMHU I10JIh30BaTEJIA.

BepHyTh HacTpoiku punsTpos

NobaeuTs PUNETPLI NO YMON4aHWIO

= Ha ucnonsexun

Ha nognuce
KoHTpONbHEE
JApepWUEHHBEIE

Mooy b

1Y oanuTe MoK DUNETPLI

loToBO

Figure 5.5: Filter edit dialog

ITpumeuanue

Ecnu n3aMeHUTH ycioBUs He¢oITHLIX TOA(PUILTPOB U IIPpU cOpOoce HaCcTPOeK He yKa3aTh “YmanuThb
Mou GUIBTPH” - TO pefaKTUpOoBaHHble GUILTPH OyOyT OyOnupoBaThcsa. OmuH NOOGUIBLTP
OymeT medONITHRIN, BTOPOH - C U3BMEHEHHBIMHU HaCTPOUKaMHU.

[ GuIbLTPOB MOXKHO 3aaTh / CMEHUTH UKOHKY C IIOMOIIBIO Arasora pefakTUpoBaHusa ¢GuibTpa Oad
nondunsTpoB pa3nenos «Ha ucnonuenun» u «Ha KOHTpose» (B cinydae pa3fena «Ha KoHTposie» TOIBKO
o nomguUIbTPOB, CO3MAHHBEIX BPYYHYI0). 3afgaTh/U3MEHUTL MKOHKY OJis (UIbTPa MOXKHO, BEHIOpaB
HYKHYIO UKOHKY 13 Ha0opa MKOHOK B iuaJiore pemakTUpoBaHus punbTpa. I1o yMomyaHUIO [Ij1s1 HOBOTO
co3maBaeMoro ¢puiIbTpa 3ajaeTcs MKOHKa B BUIe OOBIYHOM Ianku. [lepBeIM 371eMeHTOM B BEIOOpE
SIBJISIETCSI BEIOOP «0e3 MKOHKH».

OunbTp «JlenerupoBaHHbBIE» COTEPKUT CIIEOYIOMNe TTOa(PUITBTPH:

* %0unbTp no paboTaM penervpoBaBWEr0 MOSMb30BaTenss;
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- Ha ucnonuenuy;

* For signature;
Control;
Overdue;
3aBepIlieHHEIE;

* ¥ %

- Ha xoHTpOINE;
- IIpoTOKONBHEIE.

IMogdunbTphl BCEX YPOBHEH UMeEOT cueTuuku. OunbTp mo paboTaM menerupoBaBIIero MoIb30BaTells
COOEepPKUT TOT XKe CIHCOK paboT, YTo U ero gouepHu punbTp “Ha ucrnomHeHun”.

9Ty noaduIILTPEI HEBO3MOKHO yHAIUTh, MO0 CO3maTh AJIs HUX AodyepHUe. M3MeHeHUe BHEIIHEro
BHU[IA CITMCKa paboT BO3MOIKHO TOIBKO [JIsI TOAMUILTPOB 10 paboTaM IelerupoBaBIINX I0JIb30BaTEEH.

I7151 3TOT0 HY2KHO BHIIENUTE QUITBTP, BEI3BaTh KOHTEKCTHOE MEHIO M BEIOPATh U3 CIUCKA ITYHKT « U3MEHUTH».
HaMmeHeHUIO mopajiexkaT oToOpazkaeMble MOJIsI, COPTHUPOBKA ITOJIeH MO BO3pacTaHHWI0 W yOBRIBAHHIO, a
TakkKe PAaCKPBITHE BETKHU ITOAGUIBTPOB.

5.1.1.4.3 Search filter

PUNLTPLI >

B paboTe w

MoKa3eleaTe yoaneHHsle
MokaseieaTs 3aBEpLIEHHEIe

Bce v

Figure 5.6: Filters

Filters (hereinafter referred to as "Search filters") in left bottom corner has the following control
elements:

* Selection of the period: executed, today, future week, future month, future quarter, last week,
last month, last quarter and arbitrary period; if the latter is selected tow input fields are active:
beginning date and finishing date;

¢ "Show deleted" option;
¢ "Show completed" option;
¢ Selection of search type: "By start date", "By finish date", "By actual completion date" or "All".

[Tpu u3sMeHeHUN 3HaYEHUH IIONCKOBOT0 QUIbTPa NOAPUILTP, K KOTOPOMY OHU IIPUMEHSAIOTCS, BEIAEISAETCS
3BE30YKOH (*).
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5.1.2 Creating work, document project, protocol
5.1.2.1 Creating work

Iy1s1 Toro, 4TOOHI CO3maTh paboTy, HEOOXOMUMO HaxXKaThk KHOMKY «Co3maTh» Ha BepPXHEU mmaHesu, 1ubo
KHOIIKY C BHITIQIAIOIINM CIIMCKOM PSIIOM C KHOTIKOM «Co3maTh» U BEIOPATh JII000M IPYTod IyHKT AUajiora
co3maHus paboTel. IlosBIsIETCS OKHO Ojig co3gaHus paboThl. (cM. miul. «OKHO CO3MaHUS HOBOU
paboThi»). 3mech BBOOUTCH:

Work description;
* Assignee;

¢ Executors;

Terms of start and finish (date and time);

[TpuopuTeT (CIUCOK BO3MOXKHEIX 3HAaYEHUY OIIpeHeseTcsa MeTonoiioroM B Kouguryparope).

IIpuMmeuanue
ITons, o6s3aTenbHbIE OJI 3alI0JIHEHUS B AUAaIore CO3MaHus pabOoThl OTMEeUYeHEl 3Be300UYKON

().

PaGora x

HazgaHue *

Beepwte dopmynupoeky paboTsi

OTBETCTBEHHLIA * WcnonHuTenu

BriBepuTe OTBETCTBEHHOIO M | | Bubepure ncnonuuTenei n

CpoKkun * MpuopuTter

10.12.15 BH | 15:27 | - 141215 BH | | 15:27 MnaHosoe v
Cozmate Ewe 2

Figure 5.7: New work creation window

ITo HakKaTUI0 KHOMNKY OTKPBLIBAETCS BTOPOM ITar. 31mech BBOAUTCS:

Workload: % or hours of working time;

Work comment;

Keywords (to search);

Attached (enclosed) documents;
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* TloBTOpeHuUe PabOTH! (IT0 YMOTYaHUIO - HET);

¢ dopmMa 3aBepIeHus (0 YMOTUYaHUIO - HET).

PaboTta X
Harpyaka KommeHTapui k paboTe
% paBoMero BPEMEHK ¥ |20 a4, OaHHbii koMmMeHTapwi GyaeT gobaeneH K

co3fadHon paborte

Knwyeskie CNOBa an,ﬂ,HEIBHE'-IEHbI ONA NoOWCKa DEﬁDTbI

MpUKpPenuTL JOKYMEHT |C KoMNbioTepa | M3 XpaHunKwa
DopMa 3aBepLUeHHA

MoBTopsATL | Her v Het b,

€ Hazan Co3naTh

Figure 5.8: New work creation window (step 2)

IIpuMmeuyanue

KomnnuecTBo, a TakKe MOPSAIOK IT0JIeH Auaiora Co3gaHus paboTe MOXKET OT/IMYaThHCS B 3aBUCUMOCTH
OT BEHIOPAHHOTO IIYHKTa B KOHTEKCTHOM MeHI0 KHONKY “Co3maTh”.

5.1.2.1.1 Adding assignee and executor

ITone «OTBETCTBEHHLIN» B OKHE CO3TaHM PAOOTH II0 YMOTYAHUIO SIBISIETCS MYCTHIM [JIST TOTO, YTOOBI
o oInOKe He MOCTaBUThL paboTy caMoMy cebe 6e3 BO3MOXKHOCTH U3MEHEeHUST OTBETCTBEHHOTO0. Eciu
dnaxok psgoMm c moneM “OTBETCTBEHHBIN” BHIKJIIOYEH, TO IIOJIe CTAHOBUTCS He aKTHUBHBIM. Ecnu
(bmazkoK akTHBUPOBAH, TO OHO 00s3aTEeIbHOE OJIS 3an0THEeHUsI. [1ojie «ICITOTHUTENN» MOXKET COIepPKaTh
HECKOJIBKO COTPYOHUKOB, OJId TOTO, YTOORI BBIGpaTb IIOoJIb30BaTeIen HY2KHO BBIOEJIUTHE UX, a OJIs1 OTMEHEI
CHSTH BeImeneHusi. [Ipu akTHBaUuMU onumu “Pa3pemuThs 4o00aBIAThL COUCIONHUTENEN K paboTaMm, He
SIBJISIIOIIMXCS IOOYUHEHHBIMHU” B KAYECTBE COMCITOJTHUTESI MOKHO BEIOPATh HETIOAYMHEHHBIX COTPYIHUKOB.
ITpu sToMm paboTa «3ampoc Ha ydacTHe..» MPUXOOUT KaXKOIOMy HEHOOUMHEHHOMY HCIIOIHUTEIN0. B
Clly4ae, eC/id U OTBETCTBEHHBINA U HUCIIOJIHUTEIN — COTPYOHUKH, HE HAXOOMAIIIKMEeCs Yy II0JIb30BaTeJId B
MOOYMHEHNH, TO OTBETCTBEHHBEIM 3a KOPHEBYIO pa60Ty SABJIAE€TCA aBTOP pa60T1>1, IIOKaA UHCIIOJIHUTEJIb
He COTJIACUTLCS IPUHSATH Ha MCIONHeHue paboty. CornacoBaHWE OTBETCTBEHHOI'O M HCIIOJTHUTENIEH
IIPOMCXOOUT NTapasuieIbHo. B ciiydae, ecimu ogUH U3 UCIIOJTHUTEIEN OTKa3kIBaeTCs OT ydacTus B paboTe,
COOTBETCTBYIOIIASI €My HOodYepHsis paboTa He co3gaeTcs. B ciydae, eCclii OTKa3bkIBAETCS UCIIOTHUTEID
— OTBETCTBEHHEBIM 3a KOPHEBYIO paboTy OCTaeTCst aBToP.

3aBUCHMOCTH OT HAaCTPOHKHU “CTaBUTh PAOOTHI UCIOJIHUTEISAM OT UMEHM OTBETCBEHHOT0” (HacTporKa
B C (0] (
pacmonoxkeHa B Koudurypartope) u akTUBHOT'O 1051 “OTBETCTBEHHBIN” TOCTAaHOBKA PabOT IPOUCXOOUT
crenyiomuM oopa3om:

¢ If the setting is enabled and assignee is entered, works are set to the assignee on behalf of the
author and to executors on behalf of the assignee.

» If the setting is disabled and assignee is entered, works are set to the assignee and to executors on
behalf of the author.
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* Independently of the setting if the assignee is not set, several independent works will be created
on behalf of the author to every individual executor.

I mo6aBneHUsI OTBETCTBEHHOI O/UCIIOIHUTEJIEH 3a paboTy, He0OX0OUMO HaWTH COTPYAHMUKA C IIOMOIIIbIO
IIOJIA TIOMCKa, MO0 B pa3gesiaX BLHIOPaHHEIE HIIHM YacTO BEIOMpaeMble, THUOO0 BEIOpATL €ro u3 JepeBa
OpraHU3allMOHHOM CTPYKTYPHIL, THOO0 BHIOPATh €r0 U3 iepeBa I'PYII I0Ib30BaTesIeH (TOIBKO IS HCIIOJTHUTE]T
®opmaTt otobpaxkenuss ®PUO monb3oBaTenedl HaCTPaWMBaAETCS METOHOJIOTOM CHUCTEMBI M MOXKET OBITh
IIPeCTaBlIeH B OMHOM U3 BUIOB - monHoe (Pamunus Mms OtdecTBo), nubo kpaTtkoe (Pamunus 1.0.).

B cnucke «YHacTo BrIOMpaeMbie» O0TOOpPaXKaloTCs I10JIb30BATEJIM COTJIACHO ITpaBaM II0JI30BaTEeNIsI U
BBIOPAHHOTO THIIA MapIIpyTa: B clydae THUOa “paboTa” ¥ IPU OTCYTCTBUHU MHEIX HACTPOEK — TOJIBKO
MMOOYMHEHHEBIE ITOJIb30BATENH; B ClIydae paboThl Tuna «CorjacoBanue», « O3HaKOMJIEHHE» - BCE TIOJIb30BATE]T]
KOTOpPHIE ITOITau B CIIMCOK «YacTo BEIOMpPaeMbIe».

Bnibop nonkaosaTenn x

MoWcK NoNe3oBaTENEA

BrlGpaHHble @ 1.0,

YacTo eibMpaeMele P ASpopeweH 1. C.

r
2 doHa NoaKePKKN MO PyKOBOAWTENL OTOENA padoTsl © HACENEHWENM

Angpees H. H.

Otoen paboTel ¢ Hace
"l' HauaneHux oToena aoxogos, .o, pykoBoguTEnA

AQMUHWCTPATHBHBLIA O
Bantves P. T.

"l' HauyankHW« oTaena ynpaeneHyWsa thMHaHcoM, HauansHUK 0TAeNa AOKYMEHTALMK, SKTHEOE K1
' Bobpos C. E.
W } (eHepansHLI QUpeKToD
BacHeuos M. K.

Cneuvanuct no paBoTe C HACENEHWEM

l BaccepmaH A. A,
HavyankHWy oToena cHabxeHWA

ﬁ racaynnuu [. A.

Byxrantep oTAena pacxodos

BribpaTe

Figure 5.9: User selection window

After the assignee/executor is selected, click "Select" button. A user can change a assignee for set
work. If this is the case, the current work is closed, and a new one is created replacing it with the
same parameters, but new assignee person and new beginning date (the current date).

5.1.2.1.2 Workload setting

ITpu co3ganmu HOBOM PabOTHI, BBOOMMOE 3HaUYEeHNE HarPy3KH 0003HavYaeT KOJTUIEeCTBO BpEMEHH, 3aTPAavYHBaE
Ha BHITIOJIHEHKWEe PabOoTH B OOWH OeHb. MeTOmoJIOrOM CHCTEMEI, IIPKU CO3TaHWK KaTerOPUuM, BBOOUTCS
HOpMa HaArpy3KH - 9TO KOJIMYEeCTBO YaCOB, HEOOXOOUMOE [IJis BEHIIIOJHEHUS Bced paboThl. 3HadYeHUe
MOXeT OBITb BBEOEHO OTHOCHUTEIbHO MJIUTEIbHOCTH pabouero mHsS (B IPOIIEHTaX) UM aOCOTIOTHBIM
3HaveHueM (KOJIMYeCcTBO 4acoB). T.e. ecliu HOpMa Harpy3KH COTJIACHO KaTeropuu paboTH - 8 4acos,
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OJIUTEILHOCTh PaboTH! - 2 OHSI, OJIMTEJIbHOCTh pabodyero OHS 8 4acoB, TO 3aHATOCTb OyAEeT COCTaBISATh
50%, eciu BBECTH 3HAYEeHHE HAarpPy3KH 8 4acOB B IeHb IIPU OJIUTENBHOCTH padodero mHS 8 4acoB, TO
3aHSITOCTh HE3ABUCUMO OT [JIUTEJIbHOCTH paboThl 6ymeT cocTaBinsaTh 100%.

5.1.2.1.3 Keywords and comments to work

In work adding window "Keywords" field can be filled to search works in the future. Keywords are
entered separated by "Enter".

Also a user can fill in "Comments to work" field; comments are shown in additional information panel
in "Comments" field.

5.1.2.1.4 Attaching documents

Below in the work adding window documents related to the work can be attached. For works with
documents attached, a folder is created, the author and the assignee persons have full access rights
to the folder and files to it can be added in two ways:

* from computer (without adding to the System storage);

* from the storage (adds a link to an existing file from a folder in the Storage).

When all parameters of new work are set, click "Save" button. The work appears in list of works being
executed.

Documents can be attached to work after its creation by clicking "+" button on the right panel in
"Files" section. The files can be attached to "Appendices" and "Others" folder. A user can copy a file,
upload a new one, create a text document, and scan a document. Number of attached files is shown
in counter next to the section name.

IIpumeuanue.

B kayecTBe Ha3BaHUU (aliI0B pa3pelleHo UCTI0JIF30BaTh OYKBEI, IuGpH (0-9), CUMBOJIEI
(mpoGem), . (Touka), -(medwuc), &, (, ), $,;, ", # !, (momuepkuBaHmE).

«

Bce ocTanbHBIE CUMBOJIBEL IIPU 3arpy3Ke 3aMeHSI0TCA CUMBOJIOM “ ” (mopmdepkuBaHue). K
OaHHBIM CUMBOJIaM OTHOCATCS , (3amdArtas), :, ?, *, +, &\, /, |, ''(oguHOYHEIE KABHIUKH),
""(mBoMHBIE KaBHUKH), %, <, >, {, }, [, 1, =, @, J(amocTpod) u Op.

5.1.2.1.5 Repetition of works

Selector of repetition frequency in creation of repeated work. Work can be created repeating by week
days, by month days and yearly .

5.1.2.1.6 Completion form

dopmMa 3aBepIeHUs YKa3kiBaeTCs IPYU CO3TaHUH UITH PeHaKTUPOBaHUY PabOTH, a TaK Ke HaCclegyeTCs
npu nepenopydenuu. Popma 3aBeplIeHHS 10 YMOJIYaHHUIO IPUHUMAaET 3HadyeHUe “HeT” U umeet 4

Tuia (KoMMeHTapui, dais, hopMa u JOKyMeHT, 6e3 ITOATBEPKOEHHS), HaCTpanuBaeMBIi METOH0JIOTOM
B Konduryparope.
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5.1.2.2 Actions over work

5.1.2.2.1 Setting work progress

I7151 TOTO, YTOOH! BEICTABUTD IIPOTPECC BHITOMHEHUS PabOThHI, HY2KHO KJIIMKHYTH 110 06J1acTu «IIporpecc»
U IIepeaIBHUHYTb cnaﬁ;uep Ha HY2KHO€ 3Ha4YeHHe, IIOCJIE€ Yero HaXaThb Ha KHOIIKY <<COXpaHI/ITB>> NN
«OTMeHuTH>» (CM. UI. «BEICTaBneHue mporpeccar).

Pabotbi C = MoopoBHee

2 Ha ucnonHenum(4) Haapaxue MocTaewmn QOcTanock Mporpecc

. Pacneuartka donaepoB M pasnaTtok
B Ha nognuce
- MOWCK W3MOTOBMTENEA BLICTABOHHOM CTEHAA Bobpos C.E. 14 40m McnonHexue 10 pex 2015 - 16 nex 2015
B9 KonTponkeHsle
- MNocrasun: Bobpoe C.E
B8 3apepuieHtbe . ; .
. [Ou3aiik dnaepos 1 pasnaTouHoro Matepuana Bofpos C.E. 20 1y 40m Bapeplienne OreetcreenHbii: Axgpeee H.H.
158l Npocpoyertse(1)

Ha koHTpone

Pacnevaria hnaepos M pasaaTak Bobpos C.E. 47,64 Om 30 ] viononnernn = 12100

usaiH TEMdTMHEC!{I/IX nnaxatos "Monogex 6e3 HapKaTVKOB, Bo6pos C.E. Oy Om W Henne
BNKOronsA W Tabaka

BnoxeHui Het

4 Pabota

PuneTpbI v

Figure 5.10: Setting progress

B 3aBHCHUMOCTH OT HaCTPOEK B KOHGUTYpaTOpe, IIPOrPeCcCH IPOCMAaTPUBAIOTCS U BHICTABISIOTCS JTHO0
B miporteHTHOM (0T 0 mo 100 %), mubo B TekcToBOM BapuaHuTe (ITonyuenue, I[Togroroeka, MicnonHeHue,
3aBepilieHue).

If the work execution progress or stage thereof is set, the System saves every date of setting progress
both for the whole work and for its separate stages. The work execution progress can be set only
by the author. Progress set by the performer is also saved by the System but it is of an informative
character.

CraTyc mpemHa3HaveH OJI TOTO, YTOOHI COTJIacOBaTh/yTBEPOUThE/03HAKOMUTHCS C pab0oTOM He OTKPHIBAS
caM JOKYMEHT KaK ITPOeKT JoKyMeHTa. [locie Toro, Kak KJIMKHeTe Ha KHOIIKY «OXuaaHue» OTKPEIBAETCS
OKHO, TTle Hy2KHO NoAnucaTh (CoriaceH/HeT) JOKYMEHT.

ITpu BEIIOTHEHUY AeHCTBUM C OONBIINM KOIUYECTBOM IPOIIECCOB (HampuMep, OTIIPaBKa JOKYMeHTa Ha
coryacoBaHre 60IBIIOMY KOJIMYECTBY IIOJIb30BaTeIel) IIOCiIe 3alycKa CUCTeEMa BhITaeT COODIIeHEe O
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(akTe coBepiIeHUsT AeNCTBUS U OOKYMEHTY IIpHcBauBaeTcs ctaTyc “Ob6paboTka”. PaboThl C TaKUM
CTaTyCOM HEBO3MOIXKHO 3aBEPIIUTD, YIAIUTh, U3MEHUTb MPOTPECC, TaK KakK paboTa ellle HEe CO37aHa.
TakzKe y BCcex 3alJIaHUPOBAHHBIX K 3aITyCKY IIPOIIECCOB B XO/I€ BHIIIOTHEHUS JOKyMeHTa 0ToOpakaeTcs
3anuck: “Mpoet obpaboTka...”

5.1.2.2.2 Work completion

To complete work, the author ticks checkbox next to work description or set 100% as work execution
progress. If the author sets 100 % of work execution progress, the work is automatically completed
and if the work is completed with the current execution per cent, the System asks for confirmation
of work completion and a warning that all child works will be also completed is shown. Following
completion, the work is transferred to "Completed' filter.

5.1.2.2.3 Work completion with result
Ecnu ipu co3pganuu paboTh OblyIa yKa3aHa (popma 3aBepiieHus (J1r06asi, Kpome “6e3 IoaTBEPXKAEHUSI”),

TO IIPU BEICTABIEHUHU aBTOPOM uiu ucrnonuuteneM 100% mporpecca UCIIOTHEHUS PabOTH TOSIBIISIETCS
OKOIIIKO C Pe3yIbTaTOM PabOTHI.

PeaynuTtar 3aBeplueHHn 4

PeayneTaTt paboThl:

loToBO

Figure 5.11: OkHo pe3ynbTaTa padoTsl (THII - «kKOMMeHTapui»)

If type of work completion is "Comment" a comment must be entered in the opened window.
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PeaynuTat 3aBeplueHHA x

BribepuTe dann s KOMMNBHOTENa |c ¥paHWNKLLA | M3 paboTel I

PeaynbTaT paboThbl:

loToBO

Figure 5.12: OkHo pe3ynbTaTa paboTsl (TUI - «Daitir»)

If type of work completion is "Comment", there are three possible sources to choose from in the dialog:

* Upload from user computer;
* Copy from the storage;

* Select from files which are already attached to the work on "Applications" or "Other" dialogs.

In the first two cases, a file goes to "Others" folder after selection, and in the last case new file are not
created at all and the pointer to the required file is clickable link with the name of the selected file.

Ecnu ncnonHuTeneM OB yKa3aH KOMMeHTapuit 6o ¢aiin Kak pe3yabTaT paboTH, TO ¥ aBTopa paboThL
MIOSIBIISIETCS B IIOJIE TPOTpecca paboThl CTATyC , KOTOPHIN BEIBOAUT Ha 9KPaH OKHO Pe3yJIbTaTa 3aBEePIIEHUS.
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PesynuTar pabothi X

. settings_ios.png

MNogreepawTe | | OTKNOHWMTE

Figure 5.13: Result confirmation/cancellation window

An author can either confirm or cancel result of an executor:

* TIpH MTOATBEPKIEHUU PEe3yIbTAT MMOSIBUTCS B IIOJIe KOMMEHTAPUH 1 OyIeT HeMOCTYIIEeH IJIT PeIaKTUPOBAHHUS
1 BBEIJIEJIEH COOTBETCTBYIOIEH INKTOIPAaMMOIi; pe3yIbTaT 0TOOPA3UTCS B XOIe BEIIIOJIHEHMUS COOTBETCTBYIO!
OOKYMEHTA.

* IIPU OTKJIOHEHUU pe3yibTaTa y aBTopa MOsIBIsIeTCSI BO3MOXKHOCTbh U3MEHUTh CPOK, YMEHBIIUTE IPOrPECC
BEICTaBJIEHHBEIM HCIONHUTENEM(0053aTeIbHO B MEHBIINYI0 CTOPOHY) M HamucaTbh KOMMEHTApHUU IO
II0BOZly OTKJIOHEHUS pe3yJibTaTa paboThl, KOTOPHIM 3aMEHUT pe3ynIbTaT UCIIOHUTENS U OyoeT UMeTh
COOTBETCTBYIONUIYIO TUKTOTPAMMY.

IIpuMmeuyanue

If the work requires confirmation of result, indicator of work result presence will be shown
only when the result is successfully confirmed. Until then, work progress can be decreased
and other result can be entered (for example, change comment or upload another file, de-
creasing work progress).

5.1.2.3 Document template creation

I7151 co3gaHmMs MPOEKTa HOKYMeHTa He00X0IMMO BEIAETUTh MOy b «[T0TOKM paboT» Ha BepXHEH MaHen
HaXXaTh KHOMNKY C BHEIIAAAQIOINIMM CIIMCKOM PSOOM C KHONKOM «Co3maTh», BEIOpaTh MYHKT «IIpoekT
OOKyMeHTa», Mubo J1o00il Apyroy MyHKT Auajiora Co3gaHUs NIpoeKTa OOKyMeHTa. B IosBUBIIEMCS
OKHeE 3al0JTHUTH HY2KHEIE I10J11 (KpaTKOe CofepsKaHue, TUI, TeTH), BRLIOPATh HIPUOPUTET, TPU HEOOXOOUMOCTHU
IPUKPENUTh Galil ¢ KOMIbIOTEPa WM U3 XpaHUJNINa, yKa3aTh JaTy 3aBeplIeHUs U HaKaTh KHOIKY
«CoxpaHuTth». [Ipukpennenue ¢ariia IpsMo Ha 3Talle CO3IaHus MPOEKTa JOKYMEeHTa IT03BOJIsIET BEIOUPATh
3arpyzarthb 14 (pail B IPOEKT DOKYMeHTa UM co3naTh TeKCTOoBEIH (arii HTD. [To ymMonyaHuio rajiodka

B nyHKTe “IIpukpenuTs ¢aiin” OTKII0YEeHa, B TaKOM ciiydae 6yneT co3naH daiin HTD. ITpu akTuBanuu
TaJIo4YKW, aKTUBHBIMU CTAHOBSATCS KHONKM “C KoMmnbioTepa” u “M3 xpaHunumia”, ¢ IIOMOIIbI0O KOTOPHIX
HY2KHO BBIOpaTh 3arpyzkaeMuiil ¢aiin. 3arpyxkaembii ¢aiin OymeT moMeleH B nanky “Ilpunoxenus”

U OTMeYeH KakK “OCHOBHOU” (aiiyl B HOKYMEHTe.
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HasgaHue *

BeegwTe Ha3asaHwe npoekTa A0KYMEHTA

Tun goKymeHTa

BribepuTe TN OOKYMEHTA v
JaBepleHe * NMpuopuTer

15.12.15 BH | & 16:51 MnaHosoe v
| NpuKpenuTL dpann C koMnbtoTepa | U3 xpaHunKwLa

Kniw4yeBkle cnoBa

Coznartb

Figure 5.14: Document template creation

IIpuMmeuyanue

KonuuecTBo, a TaKXKe NOPSAAOK ITOJIel Auasora Co3gaHus NpoeKTa HOKyMeHTa MOXKeT OTIINYaThCs
B 3aBUCHUMOCTHU OT BBIODAHHOTI'O IIyHKTA B KOHTEKCTHOM MeHI0 KHonKu “Co3maTth”.

5.1.2.4 Protocol creation

To create protocol, click drop-down list next to "Create" button on the upper panel in "Work flow"
module and select "Protocol" item. In the opened dialog fill in the following fields:

e number of protocol;
* date of meeting;

¢ theme of meeting;
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select organizer from organization structure;

* select secretary from organization structure;

select attendants (add users from cards or enter full name and position for employees of other
companies);

* keywords.
Homep Ot 10.12.15 BH  16:50
Tema

MpegcegaTenscTeoBan n CexpeTapk n

5¢ | [pWUCyTCTBOBANW

Kni4eesle cnoea

Danee

Figure 5.15: Protocol creation

To move to the next stage of protocol creation, click "Next" button. In the "Resolution" window fill
"Agenda" and "Resolution" fields. In the "Resolution" fields, to add resolutions click (+) button; here,
works and text items can be edited. For a work specify the following: number and wording, select
one or more executors and controller, deadline and results.
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[NoeecTka gHA
| Pelumnu
BribepuTe 0aHOTO MNW HECKONBKWX MCNONHUTENSA n
BriGepuTe KOHTpONUpYIOLWLErD n ﬂ 18 : 00 PeaynuTaT padotwl v
Hasan Oanee

Figure 5.16: Adding resolution window

ITocne odhopmiieHus BCcex pellieHui, HaxkaTh «lanee». Ha crnenyiomieM 1are « MapuipyT YTBEPXKAEHU A
MIPOTOKOJIa» C IOMOIIbI0 KHOIIKY (+) moGaBiisieM HOBBIM 9Tall, Iie Hy2KHO OyIeT yKa3aThb IeNCTBUE (THII:
corjiacoBaHue, YyTBepXKOeHHUe U IIpoure). [lanee yKa3aTh OTBETCTBEHHOTO U YTOYHUTEL Ha3BaHUeE.
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MapwpyT yTEEpXOEeHHA NpOTOKONa x

58 || MapwpyT He BuiBpaH =
HazeaHwe OTBETCTBEHHEIN OedcTeMe il
Patora
o = v
OoBaeute aran Ynanur
Hazan Danee

Figure 5.17: Protocol approval route

3aronHuB BCe HEOOXOOUMEBIE ITI0JIsI, HaKUMaeM KHOTIKY «[lasee». B oTKphIBIIEMCsI OKHe «IIpeampocMoTp»
MOZKHO IMIPpeaBapUTEIbHO IIOCMOTPETE IIPOTOKOJI, TaK2Ke €CTh BO3MO2KHOCTE COXPaHUTh YEPHOBUK OJIA
BO3MOZKHOCTU BEPHYTHCA U IMIPOJOJIXKUTE IIPOIlecc 0pOpMIEHUS IPOTOKOa. [IJi 3amycKa Mapuipyra
yTBepPXKOeHUs (eCciu OH OB yKa3aH) MU 3allycKa ITPOTOKOIbHEIX PaboT (B IPOTUBHOM CiTydae) HaXKaTh
KHOMIKY «3allyCTUTh». B MoTOKax paboT Ha UCIIOJTHEHUH ITOSBIIsIeTCs «PaboTa 1o yTBEPKIOEHUIO ITPOTOKOIa»,
KaK KOpHeBasl ¥ MEepPBBHIM 3Tal MapLIpPyTa, KaK OJOYepHUM (B ClIyyae eCly MapIIpyT ObLI yKasaH). Y
OTBETCTBEHHOTO 3a yTBEePXKIOeHUE B QUIIbTPE Ha UCIOJIHEHUU HOSBiIseTCsA «PaboTa 110 yTBePXKIEHUIO
IIPOTOKOJIa», ITOCJIe YTBEPKAEHUS paboTa 3aKPHEIBAETCS ¥ CO3aeTCsI HOBOE ITPOTOKOJIBHOE ITIOPyYeHUE

- Y UCTIOJTHUTEJIS PelleHus B UIbTpe Ha UCIOTHEHUY U Ha KOHTPOJIEe Y KOHTPOIUPYIOUIero. Y mpeaceaaTens
MIPOTOKOJI oToOpaxkaeTcs B pUIbTPe Ha UCIOJIHEHUHY, y CEKpeTaps Ha KOHTpose. Ecnu OvlI coxpaHeH
YEePHOBUK BEPHYTHCSA K 0(pOPMIIEHHUIO ITPOTOKOIa MOXKHO, IIIeIKHYB ITPAaBOM KHOIIKOM MEIIIH II0 paboTe

1 BEIOpaB B MEHIO MYHKT «M3MeHUTDb».

MeTomosIoroM CHCTEMBI MOT'YT OBITH HACTPOEHH HEOOXOOWMEIE YCIIOBUS aKTHUBAIIUM ITPOTOKOJIBHBIX
paboT: Hamu4Yue COTIacOBaHUs, yTBEPKOEeHUS, peructpaluu. Ha mare Mactepa «MapIIpyT yTBEPKOSHUS
IIPOTOKOJIa» OyOeT BEIXOOUTH IIpenynpexaalnee coobienue: «[IpoTOKOI He COrylacoBaH/yTBEPKAEH/3apert
9TO 03HAYAET, YTO MPOTOKOIbHEIE PAOOTHI OYOYT OTIIPABIEHEI UCIIOTHUTEJISIM TOJIBKO TTOCJIE BHITTOJTHEHU S
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9TUX YCIOBUM. B ciydae, ecnu B KaKOM-THOO IIare MacTepa CO3TaHUS IIPOTOKOJIa He 3alOJTHEeHO
OIOHO MJTM HECKOJILKO ITOJIeH- BEIIAeTCS Npeaynpexaaliee CooOIe e, IT0CJIe YeT0 II0ICBeYNBaIOTCS
He3allOJIHEeHHEIe TIOJI.

5.1.2.5 Document project using template

711 co3maHus MPOeKTa JOKYMeHTa I10 I1aboHy Heob6xonumo B moxnyJiie «I[loToku paboT» Ha BepxHeH
MMaHeIu HaXkaTh KHOIIKY C BHITIQHAIOIINM CIIMCKOM PSIIOM C KHOIMKOM «Co3gaTh», BLIOpATh MYHKT «[IpOeKT
OOKYMEHTA 1o mabJiony», mubo 000 APYTro¥ MyHKT ANaIora CO3TaHus IPOeKTa JOKyMeHTa o mabioHy.
Hcnomnb3oBaHue 1M1abI0HOB MOKYMEHTOB BO3MOXKHO, €CIH B KOHGUTYPAaTOPE 3arPyKeHbl MOKYMEHTHI,
KOTOpHIe OyOyT HMCIIOIb30BaThCS B KadeCcTBe IMA0JIOHOB C YKa3aHUEM WX THUIIA U CPOKa MCIOJTHEHUS

u dopma, co3maHHasd B pemakTope ¢opM. [oKyMeHT mo ¢popMe MOXKET 0TOoOpaxKaThCA B PeKUME
PenakTUPOBAHUS UIIH B PEXKUME UTEHUS.

MpoekT goxymeHTa no wabnowy... x

HazBaHue *

BEIEJ:I,HTE H33BadHWe NpoeKTa JOKYMEeHTa No Wwa EJ'IIEIH'_IIIr

LWabnoH gokyMeHTa *

LadnoH NpoexTHO-CMEeTHOE ... v
Coagate paboty
3aBeplleHve * NpuopuTeT

15.12.15 BH | | 16:54 MnaHosoe v

Knw4yeBble cNoBa

Cospathb

Figure 5.18: Document project using template




ARTA SYNERGY User Guide 32 /199

B nmosiBUBIIEMCS OKHE yKa3aTh Ha3BaHUe NOKyMeHTa, BRIOpaTh mabioH, yKa3aTh CPOKU 3aBepUIeHUs],
IIPUOPHUTET U KIII0YEBHIe cioBa. ['anouka «Co3pmaTh paboTy» BKII0OYeHa 110 ymoadanuio. [Tocie 3anoHeHns
BCeX II0JIel, HaxKaTh KHOIIKY «Co3gaTh».

IIpumeuyanue

KonuuecTBO, a TakXkKe MMOPSOOK II0JIel guajora CO3[aHus NPOoeKTa HOKyMeHTa IT10 I1abiIoHy
MOXKET OTJIMYAThCS B 3aBUCHUMOCTH OT BHIOPAHHOI'O ITYHKTa B KOHTEKCTHOM MEHIO KHONKH
“Co3gathb”.

To print documents created using template with form, save changes in the document by form, exit
editing mode and click Print button.

5.1.2.6 Favorite route launch

ITonp3oBaTenb UMeET BO3MOXKHOCTE B MonyJie «HacTporku» BKilagka «MapIIpyTE» CO30aTh TUIIOBEIE
MapIIPYTH, KOTOPEIMU OH IIOJIb3yeTcs. [[JIg 3TOro clefyeT HaxKaTh Ha KHOIIKY (+), IIOSIBUTCS II€PBBIU
3Tall MapuIpyTa, Heo6xoauMo BeIOpaTh «JleficTBUE» U3 CKMCKA: paboTa, COrjlacOBaHUE, YTBEPIKAECHUE,
O3HAaKOMIJIEHHE, PETUCTPALlUuA, MaPIIPYT; YKa3aTb OTBETCTBEHHOI'O, OJIMTEJIBHOCTE U HAIrPY3KY. Yacto
HCIIONIb3yeMble MapIIPYThl MOKHO N0OaBUThH B CIIMCOK M30PaHHBEIX MapUIPyTOB (HaxkaTueM Ha 3HAa40K
«3Be3m04Ky»). s 3anycka u3bpaHHOro MaplIIpyTa He00XOAUMO BEIIETUTb MOOYJb «[I0TOKH paboT»,
Ha BepxXHeU IlaHeIu clpaBa HaxKaThb KHOIIKY C BHIIIQUAIOIIUM CIHCKOM PSOOM C KHOHKOUM «Co3gaTh»,
BBIGpaTB Hy}KHbIﬁ MapIIpyT. B nmosiBuBIIIEMCSI ITTa0JIOHE 3AI0JIHUTE BCE I10JIsI, CMEHUTHh OTBETCTBEHHBIX
U 110 HeOOXOAUMOCTH IPYyTHe ITapaMeTphl MaplIpyTa U HaXKaTh Ha KHONKY «COXPaHUTD».

5.1.2.7 Other

To run rarely used routes in the list select "Other" item, select a required route, and in the following,
actions are the same as for the previous paragraph.

5.1.3 Context menu

The context menu of currently selected work flow depending on selected document or work at the
present moment can include the following items:

e Ilepenopy4uTs...

e Tlepenars...

* Ha cornacoBanue...
* Ha yTBepxpneHue...
* Ha o3HakoMIIeHUE...
e Mudopmariusi...

* VI3MEHUTE...

* Add to group;

¢ Delete from group;
* Delete;

* IMIOpTUpPOBATh B IIPOEKT...

IIpuMmeuanue
HauMeHoBaHUe, MeCTBUE U IOPSIAOK 0TOOpaKeHUsI MyHKTOB MOT'YT OBITh MU3MEHEHBI METOIOIOTOM.
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5.1.3.1 TlyHKT MeHI0 «[MlepenopyuuTb>»

[aHHEBIM OYHKT II03BOJISET [IePEOPYyYUTh BEIOPaHHYIO PaboTy Yepe3 KOHTEKCTHOe MeHIo Iub0 MeHIo
“OTopaBuTh” HOKyMeHTa. [1o0 yMom4aHUIO MYHKT “Ilepemopy4yuTs” oToOpaxKaeTcs y MOIb30BaTeseH,
MMERIINX IOAYNHEHHBIX COTPYTHUKOB UIIM COOTBETCTBYIOIINE NeIeTNPOBaHHEIE IIDABa.

5.1.3.2 TMyHKT MeH0 «MepepaTb>»

IlaHHBIM IYHKT IT03BOJISIET IIEpeaBaTh BLIOPaHHYI0 paboTy Yepe3 KOHTEKCTOoe MeHI0 00 MeH0 “OTIpPaBUTh
OOKYMeHTa (IIYHKT JOCTYIIeH TOJbKO ITPU BKIIOYEHUU COOTBETCTBYIONIEN oy MeTogojioroM). Ilomb30BaTe]
nepeparoiieMy paboTy, Ha BEIOOD JOCTYIIHE BCe IT0JIb30BaTE U OPTaHU3alliOHHOMN CTPYKTYPHL, HE3aBUCUMO
OT TOTO, SIBIISIIOTCS JIM OHU €ro INOOUYMHEHHBIMU unu HeT. [lepemada paGoThI OCYIECTBIISIETCS TaK:
rcxopHas paboTa O mepenarollero I0JIb30BaTells 3aBeplllaeTcs, a OJis MPUHUMAIOIIEro Co3naéTcs
HOBas paboTa CO BCEMU I1apaMeTpaMU HCXOTHOM.

B cucrteme 3amnpeleHo nepefgaBaTh COrjlacOBaHHME, YTBEPKAEHUE, 03HAKOMJIEHUE, B CBSI3U C 3TUM
nyHKT “TlepemaTs” OJist AHHBIX IPOIIECCOB OTCYTCTBYET B KOHTEKCTHOM MEHIO UJIU B MeHIO “OTIpaBUTh”
OOKyMEHTA.

5.1.3.3 TlyHKTbl MeHI0O «Ha cornacosaHme/paccMmotrpeHue», «<Ha yrBep>xaeHue», «Ha o3HaKkoMneH}

Allows sending selected work to assignee users for agreement/review, approval, or review.

B muamore BriGOpa OTBETCTBEHHHIX 3a COTJIaCOBaHUE, YTBEPXKIOEHUE UIU O3HAKOMJIEHUE HOCTYITHHI
MHOXKECTBEHHEIM BHIOOD IIOJIb30BaTejield, BLIOOD IIOJIb30BaTejled C IIOMOIILI0 BHICTABJIEHUS TaJI0UKU
“BriOpaTh Bcex”, BEIOOP IMOIb30BaTeNeN U3 IPYIII, a TaKKe BBIOOP I'PYIIIIE KaK aTOMapHOTro 00heKTa.

B mamHOM guanore B HaBUTaTOpe €CTh pa3men “['pymnmel moab3oBaTenier”, IO HaXaTUI0 Ha KOTOPBIX
rpynnbl 0ToOpaXkalmTCsd B BHUE AepPeBa C KOPHEBHIM y310M “Bce”. Ilo HaxXkaTHIO Ha KOPHEBOU y3ell
“Bce” B IIpaBo¥ 4acTu guajiora oToOpazkaloTcs TPYINE BCeX YPOBHEN MepapXuu B BUIE aTOMapHBIX
00bekTOB. IIpu BeIOOpE B AepeBe KaKOW-MuOO0 IPYNIIE B IpaBOM YacTU Ouajora orobpaixkaloTcs Bce
IT0JIb30BAaTEJIM, BXOMSIIME B 3Ty IPyIny (T.e. MOIb30BaTENH, IPUHAJIeXalllie K TPYIIIe, ¥ IpUHaaiexalliue
BCEM ee MOUYEepPHHUM TPyInaM), IIPHU 3TOM CaMHU I'PYIIITE B IPABOM YaCTH OHajiora He 0TOOpazkaloTCs.
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BuiGop nonb3oBarens x

Mowck NoNL30EaTENEA

BiBpaHHele .1.0.

YacTo exibupasmsle AOMHHWUCTPATOP CHCTEMbI

Ipynnki nonkzoeatenei

Opr. cTpysTYpa Bee

= Bce Mpynna 1
BOHA NOLAERHEN MONDLEK
Mognepsra pynna 1.1
Kaxuenapua
2 Ipynna 1 Mpynna 1.2
Mpynna 1.1
Mpynna 1.2 KaHuenspus

BCE

ANMHHNCTDATOP CUCTEMbI
Noggep#xa

3

BeiGpaTb

Figure 5.19: Ouarnor BeiGopa mojib3oBaTens (-eil) MIpu yKa3aHUU OTBETCTBEHHBIX 3a COTJIaCOBaHUE

5.1.3.4 "On route" menu item

The item allows a user to send a work by a predefined route or to form a new action sequence.

5.1.3.5 TMyHKT MeHI0 «AHDOopMauusa»
3nech oTob6paxkaeTcs cilenyiolas HHGopManys:

* Name;

e Author;

e Priority;

* Cpoku;

* ®opmMa 3aBepieHus paboTH (eciu B KauecTBe GOPMEI 3aBepllieHu s BeIOpaHo “HeT” - He oToOpakaeTcs)
e T'umepcchIKa Ha MEPOITPUSITHE ITPOEKTa (eciiu faHHas padoTa Oblyla co3maHa u3 Mogyiisa “ITpoekTr”);

e OTBETCTBEHHEIE.
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5.1.3.6 TyHKT MeHI0 <A3MEeHUTbL»

3mech MOXKHO M3MEHMTh mapaMeTphl PaGoTH: Ha3BaHHWE, CPOKH, OTBETCTBEHHBIX U Op. HalGop aTux
ImapaMeTpPOB 3aBHUCHUT OT IPOIecca, 10 KOTOpoMy Oblyia co3maHa paboTa:

* PaboTa - HaGop mMapaMeTPOB, OOCTYIHBIX OIS U3MEHEHWS, TaKOH JKe, YTO W B OUAJIOTE CO3TaHUS
PaboTHI IO YMOTYaHHUIO.

* CornacoBanue / YTBepxkpaeHue /| O3HakoMIeHue / Pe3ononusa - B JaHHOM Clly4yae MOXKHO U3MEHUTH
TOJILKO TaKle apaMeTphl:

- Name;

OTBECTBEHHKIH;

Cpoku;

Harpyska;

Priority;
KnrogeBrie clIoOBa.

Takke HET BO3MOXKHOCTHU 3allyCKa U U3SBMEHEeHHUd MapuIpyTa.

HasBaHue *

Hwaaid Tematryeckux nnakatos "Monooex bea HapkoTWKOE, ankorons ¥ Tabaka"

OTBETCTEEHHLIA *

n

CpoKM *

11.03.16 BH  11:15 | - |15.03.16 BH | 11:15
Harpyaka MpHopuTeT

% paboyero BpemMeHK ¥ 20 % MnaHosoe v
KnwoyeBkle cnoBa MNpegHa3HadeHs oNA Novcka paboTsl

CoXpaH1TL

Figure 5.20: MI3MeHeHUe cOTjlacOBaHUSA

5.1.3.7 MyHKTbI MeHI0 «[l06aBuTb B rpynny» u «YaanauTb U3 rpynnbi»

Used to add a work to the group of works or to delete a work from group of works.
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5.1.3.8 "Edit route" menu item

[IpepHa3HaveH 014 IPePhIBaHUS 3alyLIEeHHOT 0 MapuIpyTa 10 KOHKPEeTHOMY JOKyMeHTY. [Ipu npepriBaHUYT
MapIlIpyTa TEKYIIUe 3Talbl yOansioTcs (B “Xofe BBHIIIOTHEHUS” AejlaeTCs COOTBETCTBYIOIIAs 3allMCh),
Oynmymue 3Tanbl IPepBAaHHOI'O MaplIpyTa HUTrOe He oToOpaxaioTcsa. EciIy 1o JaHHOMY OOKYMEHTY
3alylIeHo0 HECKOJIBKO MapIIpyTOB, TO IIYHKT “IIpepBaTs MapuIpyT” OTKPEIBAET IIOAMEHIO, e IePEYUCIIEHE]
3anymieHHbBle MapmpyThl. [IyHKT “I[IpepBaTh MapmIpyT” HOSBISETCS TOJIBKO Y II0OJIb30BaTEIeN, KOTOPHIE
3amnycKajy MapIIpyT 10 faHHOU paborte.

5.1.3.9 "Delete" menu item

[lyHKT mpegHa3Ha4eH Oj1d yoaneHus paboThl. [Ipu BeIOOpe HaHHOIO IIYHKTA B IIOSIBUBIIIEMCS TPEIYIPEXKAAI0
OKHe “BHI MeWCTBUTENBHO XOTHUTE YHAIUTh JaHHY0 paboTy?” Heo6xoouMo HaxaTh “OK”, B IPOTUBHOM
ciaydae “OTMmeHa”.

5.1.3.10 TMyHKT MeHI0 «AMNopTUpOBaTb B NPOEKT...»

W3 circka paboT Ha MCIIOTHEHWH CO3[IaHHYI0 Pab0oTy MOXKHO ITIepeMellaTh B ONpeaeIéHHBIN TPOEKT C
IIOMOIILI0 IYHKTa KOHTEKCTHOT'O MEHIO « IMIIOPTHUPOBATE B IIPOEKT...». B IIOSIBUBIIIEMCS OKHE BHIOPATH
IIPOEKT ¥ HaxkaTh «Ok».

5.2 Document flow management

In the work flow list the System allows displaying any work in document mode by double clicking its
name. In the mode a user can view history of document changes, its execution progress, edit card
of document, stamp resolution and digital signature on document (hereinafter referred to as the DS),
set it for approval, agreement, review, and registration, also all attached appendices can be viewed.
Work opened in document mode is shown below.
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B paGoty
PaapaboTare koHuenuuio npoekTa "Mnaqeta
anopoeLR" ANA NPe3eHTaLMK Nepen,
AxvmaTom

Peaonouun
3aBepWmnTh

OTnpaBuThL

Kaptouka

<4 Mpunowenun (1)

] Mnaxera 3nopoBkLA.doc

Mognucatk

Pa3spatoTaTh KOHLENLMI0 NpoeKTa "TnaHeTa 30POBLA" ANA NPE3EHTALMH NEpe/ AKMMATOM

|4
~

Npeasiayuwwmia

Knay6 "3p0poBsiii mMKoJILHUK " - KoHLenums npoexTa:

AKTyanbHOCTE peLLaeMon Npobnemsi:

® [pu yrnyGnéHHbix oCMOTpaX AeTell Bpa4aMu-opToNedaMi, paznitHble BUAbI HAPYLWEHKI ONOpHO-
AeurratensHoro annapata (O0A) BcTpevaloTcs y 75-80% WKONbHWKOE;

® [Ipy HECBOSBPEMEHHOM BLIABNEHWM HApyweHUid OLA 1 0TCYTCTBMN 3cpChekTUEHDIX NeYeBbHbIX
MEPONPUATIA hyHKUNOHANbHBIE HAPYWEHWS NepexodaT B (hMKCUPOBaHHbIE COPMbI,
hopMUpYIoTCA BepTebporeHHnie 2a6oneBaHnA, yxyLWaeTCA KA4ECTEO KH3HW WKONBHIUKA;

® OCHOBHHIX HAPYWeHWA ocaHkk Gonee 12 BUAOB, B CBA3M C 3TUM HE0BX0MM CTpOro
WHAVBMOYANbHEA NOAX0A K yripaxKHeHAM 1 MK AnA Kaxaoro WKONbHUKE, HTO HEBOZMOXHO B
HACTOALIEE BPEMA OCYUWECTENTL MMEIOWMMIACS B PACMIOPAXKEHWA WKON CpeacTBaMU;

® dopmupoBaHKe naruboB NO3BOHOYHNEA 3akaHyvBaeTcs B 19-20 net. B sanyweHHoM
COCTORHIW HAPYWEHWE OCaHKK NepexoinT U3 pa3pana nefaroruieckon B npoGnemy
MEQULIMHCKYIO;

® [po6neMbl NpenofaBaTeNbckoro cocTaea: 84% - XpoHu4eckue GonesHu, 62% - NpraHaku
BLIPAXEHHOTO NepeyTOMNEHNA, 74% - HU3KAR ABWraTeNbHAA AKTUBHOCTD, ¥ GONBWWHCTBA
y4uTeneit oTcyTCTBYeT NPUBEPXEHHOCTD K 3A0POBOMY 0Bpasy XW3HMW.

BeiBOgbI:
® CucTema opToONeaWqecKol NOMOWM AETAM Hy X AASTCA B NEPeCcMOTRE WU NPUBAKXEHIN
CNELMaNMaMpoBaHHON OpToNe JMHECKO MEMLIMHCKOM NOMOWW K OPraHu3IoBaHHbIM KONNEK TMBaM
JAeTel (B Hawem cny4ae obweobpa3oBaTenbHbIxX WwWKon);
® Huaknit ypoBeHb 300POBbA yHMTENEN onpeaenaeT HeobXo IMMOCTE BHEIPEHWSA CUCTEMDI
MEPONPUS T, HAMPABNEHHbIX HA IOPMUPOBAHIE Y HIX YCTORYMBBIX HABBIKOE 340poBoro obpasa
KW3HUW, 4TO MO3BONMT afgKBaTHO NOANSPXWBATb COBCTEEHHOE 3A0POBbE 1 aKTUBHO Y4acTBOBATE
B YKpPENnNeHun 310POBbA WKONbHUKOB.
I'Ipoelc'l Nno3BonsieT peLUnTb KOMMAeKCHO HeCKOo/bKO BaXHeNLWNX 3a0ay4, CTOSLLWX cerogHsa
nepen, FocynapcTBOM M COBP W WKonow, a

® CeoeBpeMeHHas Ge30nacHan AMarHOCTWKA HAPYWeHWA ocaHkw OeTel metogom KOMOT;
® BoeneyeHwe negaroroe n DU,EWITEJ'IEm - cneuvananpoBaHHble MacTep-Knacch |

® /HOvBWayanbHbe NPOrPaMMbl TREHMPOBKK 1 KOMNASKCH ynpaxHerui MK ana wkonbHUKoB,
YHWTolEAKOWKWE CTPOMND MHANMBWAYANDbHDIE NapaMeTpl KaXx noro pEEéHKE;

mn Cregyiowmii DbcyxaeHne CaoiicTea Knaccudurarop Bepciu Ccbliku

Konuu

O

(i

=g PaapaboTarh KoHuenL...

Figure 5.21: Work displayed as document

On the left "Information" panel the following content is shown:

e Kuonka “Ilognucatn”;
* KHoOnKa “3aBepIIuTh”;

* Kuomnka “OTnpaButh”;

Card;

Files;

@70

KapTouKka I103BOJIIET IPOCMOTPETH PETUCTPALIMOHHO-KOHTPOIBbHYI0 KapTouKy(PKK), X0 BHIIIOTHEHU A

U Opyrue u3MeHeHus B fokyMeHTe. B PKK monb3oBaTenb MOKET IIPOCMOTPETE NH(POPMAIIUIO 110 JOKYMEHTY
KOTOpas BBOOWJIACh IIPU CO3TaHUU OOKYMeHTa. TaKiKe II0JIb30BaTe/Ib MOXKET IIPOCMOTPETh UCTOPUIO
HCIIOJTHEHUS JAaHHOTO AJOKYMEHTa BO BKJIafiKe «X00 8biN0/HEeHUA» B KapTO4YKe MOKyMeHTa. B manHHOMU
BKJIaJKe MOXKHO IIOCMOTPETh CIIMCOK II10JIb30BaTelel, KOTOPEIM IOKYMEHT OTIIPAaBJIEH Ha COrjlaCOBaHue,
yTBepXKOeHWEe, O3HaKOMIeHue Nu00 Ha PETrucTpPalluio ¥ BpeMs HUCIIOTHEHUS TOKYMeHTa, IIPUYeM OHU
oTtobOpazxkaroTcs 00513aTEIbHO B MOPSAKE, 3aJaHHOM IIPU UX COo3gaHuu. [1pu BKITIOYEHUN HAaCTPOUKH B
Kougurypartope “OtobpaxkaTts B X0ome UCTIOJTHEeHU Oymy1ve sTanbl” CrCcTeMa IO3BOJISIET ITOIb30BATEISAM,
OTBETCTBEHHLIM 3@ 3TAllbl MapIIPyTa IPY HOIyYeHNU TaHHOI 0 JOKYMEeHTa IPOCMOTPETE BCE CIEAyIonIre

3a JaHHBIM 3TAlbl — OHM OYOYT 0TOOpaxXkeHHl B 00111eM X0Jle UCIIOJIHEHUS U BhIIeJIeHbl CEPEIM LIBETOM.
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Bo Bkiagke «M3mMeHeHUs B JOKyMeHTe» pukcupyroTcs Bce uaMenenusi PKK mokymeHnTa (0T MOMeHTa

CO3MaHus JOKyMEeHTa OO0 ero peTuCcTpallui B KypHase), a Takke 0ToOpaxkarTCs U3MeHEeHNSI BHECEHHEIE
B ITpoliecce Pa3paboTKM AJOKyMEHTAa, TO €CTh MH(GOPMAIIU O II0JIb30BaTEJIe, KOTOPHIHM BBEJI U3MEHEHHUS,

maTa u3MeHeHus, IP monp3oBaTesisa, OnMyMcaHue U KOMMeHTapuii. Takxe B 9TOM BKJIagKe 0TOOpazkaeTcs

BCe U3MEHEHHSs, CBI3aHHBIE C 3TUM JOKYMEHTOM:

* creating document.

* add/change (upload new version, changing HTD file)/deletion file from document folder.
* registrying document.

¢ information on who completed work.

 information on resolution.

* changing RCC.

B KapTOYKe MOKyMeHTa MOSABIISIOTCS BKJIAOKU «JIucm coenacosaHusa» u «Jlucm noonuceti», eCii LOKyMEHT
y2Ke COTTIacOBaH/yTBEPXKEH U MOAKNCaH. B IUCTe COTIacoBaHUS 0TOOPaX)XaeTCsT CITUCOK IT0Ib30BaTeNeH,
KOTOpBIE COTJIacOoBaIy MOKYMEHT. B mucTe moamucei oTo6pakaeTcsi CIIUCOK MOIb30BaTe e, KOTOPhIe
TMOAMHCAIN JOKYMEHT C 0TOOpaXKeHueM BUa TTOOIUCH:

e “OUII” - Ons MOOIINCU C 3TIeKTPOHHO-IIM(POBBEIM KIIIOUOM;

e “OObIuHAs” - Oy monmucu 6e3 DLIIT.

ITpoBepKa 371eKTPOHHO-IIU(POBOM NOAIHUCH HOKYMEHTA MOXKET OBITh MHUIIMUPOBAH JTI00BIM IT0JTh30BaTEJIEM
13 KapTO4YKU JOKyMEHTa, IyTeM HaXaTUs B JIUCTe noanuceil kHonku “IIposeputs JLII1”. IIpoBepka
OCYIIIECTBIISIETCS OJIsS KaXKI0M MOAINCH Ha JOKYMEHTE U IT0 ee OKOHYaHUK 0TOOpaxKaeTCst OKHO, cofiepzKaliee
pe3ynbTaT IPOBEPKU: MOAIINCE BEPHA (3€JIeHBIU LIBET), MIOAIIKCH ITPOCPOY€EeHa (KEeJITHIM [IBET), IIOAIINCH
HeBepHa (KpacHBIH IIBET).

Using "Print" button a user can print out the full document card (RCC, Execution history, Document
changes), RCC, Work progress history, Document changes, lists of agreement, approval and signatures
if there are any. Every printed page has QR code with the following information: server address, name
of user account, date and time of printing, and ID of document.
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Pa3spatoTaTh KOHLENLMI0 NpoeKTa "TnaHeTa 30POBLA" ANA NPE3EHTALMH NEpe/ AKMMATOM

i (9] < = CoxpaHuTs CBpocuTh
B paGoty
PaapaboTare koHuenuuio npoekTa "Mnaqeta
anopoeLR" ANA NPe3eHTaLMK Nepen, .
AxvmaTom ¥ PKK
Peaoniouus ‘ Pa3pafoTaTh KOKLENUMK NPOexTa "MNaHeTa 30oposLA" ANA NPEISHTALMM NEPE AKAMATOM
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] MNnavera 3n0poBes.doc Cricars s v
OnpenenTe MCNONHATENR n
¥ Xoa BeINONHEHWUA
HazeaHue OT8eTCTESHHLIA ABTOD Hayano 3asepleHie 3aeepwuin KOMMEHTaPMH
Pa3spabotats
KOMLENUAIO NpOeKTa
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IR NpeseHTaumMK ( )
nepen AKMMaToM
‘ P ViaMeHeHURA B AOKYMEHTe ‘
‘ P OouepHue AOKYMEHTEI [obasuTs ‘
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Figure 5.22: Document card

HpI/I IIOJIY4E€HUHN OOKYMEHTa B Ka4YeCTBe pa60T51, a TaKXe IIPU OTKPBITUUW OOKYMEHTa B XPaHUJINUIIIE
CucTreMa IpeoCcTaBiIsieT BO3MOXKHOCTb CO3[0aTh HOBHIM IOKYMEHT (HOYepHUM) Ha OCHOBE IIOJIy4YeHHOT 0
OokKyMeHTa. 17151 9TOT0 He0OXOOMMO OTKPHITH ITOJIYYEeHHBIN 13 XKypHaia JOKyMeHT (paboTy), u HaXkaThb
Ha KHOIIKY B BEpPXHEM J1eBOM yriy «Co3damb douepHulli OokymeHm» (cM.unj. «Co3maHue Jo4YepHero
JIOKYMeHTa»), B OTKDPHIBIIIEMCA OKHE YKa3aThb KpaTKO€ ero coamepzxaHue U THUII OJOKYMEHTa, HaXaTb
KHONKY «CoxpaHuTh». B KapTO4Ke JOKyMeHTa ITIOSBUTCS BKIafgKa «/JouepHue 0OKyMeHmbl», TOe MOXKHO
MIPOCMOTPETH CIMCOK OYEPHUX JOKYMEHTOB M KPaTKy10o MHDOPMAIIUIO ITI0 HUM: aBTOP, HOMepP, KpaTKoe
cofmepzKaHUE U TUI JOKYMEHTA, a TakKKe JaTy peructpaunu (6e3 BpeMeHu).
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Coapanue pgovepHero QOKyMeHTa X

HasgaHue *

BeegwTe Ha3eaHwe npoeKTa JoKyMeHTa

Tun goKymeHTa

BribepuTe TN OOKYMEHTA v
Coapate pabory

3aBepleHue * MpuopuTeT

28.01.13 BH | | 12:35 Mnavosoe v

Knw4yeBble cNOBa

Co3nartb

Figure 5.23: Affilated document creation

To view attachments to work there are "Attachments" and "Other" folders in "Files" section.
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== MpunoweHus (4)

|=] Mpotokon (21-01-2013 09.16).rtf

] ChNWcok MeponpuaTWR ANA peanusauuu
] CrMCOK WKON rocyAapcTBEHHOM

bl | COMCOK WKON HEroCyNapPCTBEHHON

Figure 5.24: Attachments

Accordingly, to attach additional files which are parts of the main document file to a document use
"Appendices" block and to attach auxiliary files which are not part of the document, but are required to
develop and/or to understand essence of the document use "Other" block. A user can attach documents
of any formats including text formats. In order to do so, click "+" button in the corresponding block
and select a required menu item in the drop-down list:

"From storage" item allows inserting link to a document from storage;
* "From computer" item allows uploading document from computer;

* "Create new" item allows creating and adding to the work a text document. Created text document
can be opened by double-clicking and edited.

e ITynkT «CKaHUPOBATh» ITO3BOISIET CKAHMPOBAThL JOKYMEHT Uepe3 M0JIb30BaTEIbCKUYM areHT Synergy
U IPUKPENUTH ero K pabore.

[Tpumeuanue.

st Toro, 9TOOBI BOCIIOIB30BATHCS (PYHKIMEN CKAHUPOBAHU I HOKYMEHTOB, HEOOXOOUMO YCTAHOBUTD
U 3aIyCTUTH II0TIb30BaTENIbCKUM areHT Synergy. Kak ero ycraHoOBUTH, CM. IIOZpoOHee B
pasmerne PyKOBOICTBO 10 YCTAHOBKE aTreHTa Synergy.
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[
TWAINZ FreeImage Software Scanner « | (=3 200dpi ~ | | LseTHoi w = 4 5 A ] - CoxpaHuTb 3&KPbITE
8.5
- 1
Linking Images With Applications
< >

Figure 5.25: CkaHupoBaHUEe JOKYMEHTA B IOJIb30BATEJILCKOM areHTe

£
MMAa goKyMeHTa HoBBIA AOKYMEHT
DopMaT W3obpakeHui | JPEG e

CosgaTs POF-daiin
PopMaT CTRaHWLEI Ad w
OpuveHTauMa ABTOMaTHHYECKH “

[ ]MNoaroHaTs pasmep

OTHMEHE

Figure 5.26: OkHO cOoXpaHeHHs OTCKaHMPOBAaHHOI'O JOKyMEHTa

Document scan window has the following functions:
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* document page scan;

* document page rotation;

¢ change of order 3a document pages;

* create PDF version of documents from separate images;

» saving PDF version and images to storage.
If context menu of attached file is called (file name is bold), the following items are available:

* CkayaTh (DOKYMEHT 3arpyxaeTcs Ha KOMIbIOTED);

* Ckauats PDF Bepcuio (pdf Bepcus fOKyMeHTa 3arpy>KaeTcs Ha KOMIIBIOTED);

e ChenaTh OCHOBHEIM (DOKYMEHT CTaHOBUTCS OCHOBHBLIM-BHIIEISAETCS NOOYEPKHYTEIM);
* HoBag Bepcus (1103BOISIET 3aTrPy3UTh HOBYIO BEPCUIO OKyMEHTA);

* YoanuTh (JOKyMEHT yOansieTcs).

IIpumeyaHue

3ampernieHo moOaBlISIThL HOBYIO Bepcuio JubOO yHassiTh OCHOBHOU daiin mo ¢opMe 3amucu
peectpa (daiin o popme, KOTOPHIY mobaBIsAeTCA IPU CO3MaHUU PEECTPa U COOTBETCTBYET
dbopme, KoTOpass yKalaHa B HacTpolKax peectpa). I[losTomy mpu BhIOGOpe myHKTa “HoBas
Bepcusi” KOHTEKCTHOI'O MEHIO OCHOBHOT O ¢atina 1o popMe 3allHCH peecTpa CUCTeEMa BO3BpallaeT
OIUOKY:

HeBo3MoxHO po6aBUTbL HOBYW BEPCUI0 OIS OCHOBHOro ¢ainna no dopme
ITpu BEIOOpE IIyHKTa “YOoanuth” Ojid Da”HHOTO (alijia cucTeMa BO3BpalaeT OmuoKY:
HeBO3MOXHO ymanuTb OCHOBHOW ¢ann no ¢popme

IMokyMeHT (OCHOBHOM (aiiyl) MOXKHO pacliedyaTaTh, CKadaTh ¥ OTPEeHaKTUPOBATh C IIOMOIIIbI0 COOTBETCTBYIOIIY
KHOIIOK B IIPaBOM BEPXHEM YTy aHenu. TakxkKe MOXKHO CKauyWBaTh, U3MEHSTH (T.e. YOAJIATh U H0OaBIISATh)
ITPUIIOKEHU S, ITPOoYre PaiiIbl M CCHIJIKM K OCHOBHOMY OKYMEHTY. [IJIsi TOT0, YTOOH OTpegaKTHPOBaTh
MIPOEKT JOKYMeHTa, He0OXOAMMO ero pa3BepHYTh, B 6110Ke «IIpunokeHMsT» BHIOPATh OCHOBHOM (haiin
OOKyMEeHTa U HaXaTh KHOIIKY PeJaKTHPOBaHUS B ITPABOM BepXHEM yriy . B ciaydae, ecimu JOKYMEHT
HaXOOUTCS Ha COTJIaCOBAaHUM/PAaCCMOTPEHNH, YTBEPKIOEHUM, 03HAKOMJIEHUH, a TaKXKe 3aPerucTpupoOBaH

B KaHUensapuu, QyHKIUSA pefaKTUPOBaHUSA He JOCTYIIHA.

JIx0601 1T0Mb30BaTETh MOXKET IIOANKUCATh TEKYIIIYIO BEPCHUIO IOKYMEHTA MOCJIE TIOIyYEeHUSs eT0 Ha UCIIOTHEHUE
I 3TOro CNIy:KMUT KHOHOKa «I[loonucamv» Ha HUXKHeU maHenu. [IJIsI ITOCTAHOBKU MONMNIUCHU HOJIKEH
ucnonb3loBaThcsa Kmod JLII. Ho B cinydyae, ecnu B opraHu3anuum He ucronb3yetrcs JLIII, To dakt
IIOAIIHCH IIPOCTO (UKCUPYETCS B MeTaLaHHLEIX C COXpaHEHUEM Xellla IIOAIHUCHIBaeMbBIX JOKYMEHTOB.

I mogmucaHus JOKyMeHTa C ucroib3oBanueM 1T Heo6Xo0OUMO aKTUBUPOBATH raIouKy “MCcroib30BaTh
DIII1”, u B OKHe HOAIIHMCAHUs 0TOOpa3uTCs nHGopMarusa o HacTpoeHHou JLITT. [To HaxKaTHUIO Ha KHONIKY
“O6Hosumb”, cuctema 00HOBNIAEeT MHDOPMaIUIO 0 HacTpoeHHoU JlIII/HacTpoiike KimeHTa Synergy.

ITo HaxkaTHIO ITOJIb30BaTeNIeM Ha KHOIKY “IToOnucamb” OCYIIEeCTBIISETCS MOONUCh, UHPOpMAaIUs O
MMOOMNKCY aBTOMaTH4YeCKH mobaBmiseTcs B Tabmuliel “JIuct mognucein” u “IlpoBepka IDIIIT” B KapTouKke
OOKyMEHTa.

I[MTpumeuaHnue.

I 7151 TOTO, YTOGHI BOCHOJIE30BATHCS QYHKIIMEH ITIOAIINCAHNS C UCIIoIb30oBaHueM J1IIT Heo6xoguMo
YCTAaHOBUTD ¥ 3alyCTUTH IIOJIb30BATENILCKUY areHT Synergy. Kak ero ycTaHOBUTB, CM. ITOIPOOHEE
B pa3meiie PyKoBOMCTBO 110 YCTAHOBKE areHTa Synergy.

Takxke He0OXOUMO yKa3aTh KOHTEeHHEep KII04Uel U cepTUDUKATOB, KOTOPHIM OyIeT UCII0Tb30BaThCHA
IPU MoATIMcCanuu. [IJIst 3TOTr0 He0OX0AMMO B KOHTEKCTHOM MEHIO HKOHKH IT0JIb30BaTEIbCKOTO
areHTa Synergy B CUCTEMHOM JIOTKe BHIOpPATh IMYHKT “BribGpaThk K049’ M B OTKPHIBIIEMCS

OKHeE YKa3aTh ITyTh K KOHTeHepy. [lanee B criucke “Annrac” Heo0X0guMo yKa3aTh mo0aBIeHHBIH
KJII0Y, BBECTU I1apOJIb, M HaXKaTh Ha KHONKY “BrIOpaTh Kjou”.
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MNognucaTe
) Menonezoeate 3L

MapameTp SHAEYEHHE
ALGORITHM FSA Ed
FORMAT #5049
SERIAL_MUMBER A3868ATT1T7239534328571595966370879091734
M CAPCEMBAEBRA MEPYEPT

"FDF‘D,EI,CI{DF“I TNAN T ACTAHA PECTTYERD...
L ACTAHA 1
aT ACTAHA -
DBHOEWTE MopnucaTe

Figure 5.27: [Tognucanue nokyMeHTa ¢ J1II1 B monp30BaTEIbCKOM areHTe

B cimyyae BO3HMKHOBeHHS OIIHOOK B OKHe “IlommucaTh” OymeT oTOOpazKaThbCs TEKCT C OHMHUCAaHUEM
omInbOKH, a TakKxkKe KHomKa “IlopamucaTh” CTAaHOBUTCS HEAKTUBHOM.
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MNognucaTe

&l Menonezoeate AL

Ana paHHOro NpMRoXedda ARTA Synerdy He YCTaHOENEH NONBS0EATENRCE WA
AreHT Synergy. ¥CcTaHOBMTE W HACTROWTE KNMEHT M NOETOPMTE NONBITEY.

Ina Toro, YTofkel YCTAIHOEMTE AreHT Synerdy, ckadadTe ero ana O,
YETAHOBEMNEHHOW Ha Balem KoMNeOTERE:

WYWindows
Linuzidbugntu

| DBHOEWTE | | MopnucaTe |

Figure 5.28: Omubka npu nognucauuu ¢ D111 B monb30BaTeILCKOM areHTe

Ecnu nonbp30BaTeNio [OKYMEHT OTIIPAaBIIeH OJIS COTIaCOBaHUS, YTBEPKIOEHUSA UIU O3HAKOMIIEHUS, TO
ofnucaHue OOKyMeHTa JOCTYIIHO B [UAJIOre COrIacOBaHUa/yTBEPKAEHMI/03HAKOMIIEHN I, Kyla MOXKHO
mo0aBUTH ellle ¥ TeKCTOBLIM KOMMEHTaPU.

CornacoeaTk - X

| lMognucaTe

nDﬂrﬂTGBHTb METOOWMEKW M SHKEThI

Cornacen He cornacen

Figure 5.29: Agreement with signature
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IIpu cornmacoBaHUU / PpacCMOTPeHUM NTHOO0 yYTBEPKOEHUU MOKYMEHTA C MCIIOIb30BaHMEM HUGPOBOMU
TIOATIIMCH, IIOCJIE HazKaTHUs COOTBETCTBYIOIIEeH KHONIKY («Coasi1acosambs/Paccmompemub» aubo «Ymeepoumob»)
B OTKPBIBIIEMCS OKHE HY?KHO aKTUBUPOBATh rajiouky «Mcmomb3oBate JLIIT» u oToO6pasuTcs uHGopMaIus

o HactpoeHHoU IDLII (cM. unmn. «CornacoBaHue C IUGPPOBOM MOAITHUCHIO»).

CornacoBaTh — X
¥ Mognvcats
¥ icnonbaosaTk 3L
MapameTp 3HauyeHwe
ALGORITHM RSA
FORMAT X509
SERIAL NUMBER &
CN 2nd_User
O ARTA
STREET
L ASTANA

nDﬂrﬂTGBHTb METOOWMEKW M SHKEThI

| CornaceH || He cornacex |

Figure 5.30: Agreement with digital signature

CucTteMa IIO3BOJISIET NIEPETOPYYUTh UCIOJTHEHNE NOKyMeHTa U060 KaKux-nubo paboT CBA3AHHBIX C
OOKYMEHTOM, IPYTOMY I10JIb30BATEJII0 BHU3 10 HePapXUu OpTr.CTPYKTYPHI (TogunHEHHOMY). 1o HaxkaTuio
KHOTKHU «3dsepwumb» Ha TMTaHeIu JOKYMEHT CYUTAETCS UCIIOTHEHHBIM,

All document projects which a user has ever worked with (created, approved, agreed) can be found
in "My" branch of "Documents" module ("Storage" section).

To make decision on document, the System has function to create a resolution for a document. A
resolution can be created by:

e PykoBomuTesns nogpa3neseHus (CoriacHo HacTpoiike “KonudyecTBO YPOBHEH OPTCTPYKTYPEI C IIPaBOM
Ha CO3OaHue Pe30JIIInKn”’), a TAKXKe ero 3aMeCTUTENIH;
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* Users who have been delegated rights to create works .

ITo YMOJIYaHHUIO PE30JIIOLUIO MOT'YT HaKJIadbIBaTh PYKOBOOUTEJIX BCEX HOﬂpaSI[eHeHHﬂ, Y KOTOPEHIX €CThb
IIOOYMHEHHEBIE.

IIpumeuyanue
s BHECEHUS OTPAaHUYEHNS Ha CO3TaHue Pe30JIIoUuK 00paTUTECh K METOLOJIOTY.

B 3aBHCHMOCTH OT HacTpouKH “He ygansaTh paboTy, Ha KOTOPYIO ObljIa HaJIoZKeHa pe30Iiolns” (HacTpoKa
pacnonoxkeHa B KoHpuryparope) cosgaHue OOIOJHUTEILHON PE30JIIOINU IIPOUCXOOUT CJIEOYIOIIUM
obGpa3om:

* ecjIM HaCTPOMKa BHIKJIIOUEHAa UM JOOIIOJIHUTEJILHYIO PEe30JIIOIHI0 HaKaAblBaeT UCIIOIHUTEIb IyHKTa
yYXKe I/IMeIOI_LIef/'ICSI PEe30JII0IINUH, TO B XOI€ BEIIIOJIHEHUS NJOKYMEHTa yOaJIdeTCsda BEeTKa pa60T OJAHHOTO
IIOJIL30BAaTEJISI ¥ B OTHENILHOM BETKE CO3HAI0TCS HOBHIE PAOOTHI IO BHOBL MPUHSITOM PE30JIIOIUH.
ITepen TeM Kak ymaauTh fodepHUe paboTh, CUCTEMa BhIIAeT Npenynpexaaollee coobiienmue “HamoxeHue
OOTIOJTHUTEJIbHOM PEe30IIoLNU IIPUBENET K yoaneHuio Bammx pabor ¢ gouepHuMHU paboramMu. Bl
OEeMCTBUTEJILHO XOTUTE 3TO CHAeNaTh?”, Mo HaxXaTuio Ha “OK”, MelCTBUE BHIIIOJTHSIETCS, B IIPOTUBHOM
ciIy4ae I0JIb30BaTeJIb BO3BpalllaeTCs K OKHY PeJaKTHPOBaHUA PEe30JIIOIUH.

* ecit H&CTpOﬁKa BBIKJIIOYE€HA Y JOIIOJIHUTEJIbHYIO PEe30JII0INI0 HaKJIaabIBaeT OTBETCTBEHHBIN IIYHKTa
yYXKe uMeroIencs Pe30JIIolInK, TO B XOO€ BEIIIOJIHEHHNS NOKYMEHTa yOalideTCsda BCA BETKa pa60T II0
BCeMY IIYHKTY PE30JIIOITNHU, B KOTOpOfI IaHHBIN II0JIb30BATENb SIBJISIETCS OTBETCTBEHHLIM, B OTOEJIbHOM
K€ BETKe CO3OaI0TCAd HOBEIE pa6OTI:I II0 BHOBb HpI/IHHTOI;'I Pe30JII0Iun.

* ecjii HaCTPOMKa BKJIIOYEHA, TO MPU HAJNIOKEHUU HOTOTHUTEIFHONW PE30JTIONNY OaHHAs Pe30I0Ius
3aIlyCKaeTcs B IoAmnpoliecce 1 paboTa, Ha KOTOPYIO HAaK/IaAsIBAIOT Pe30JII0IHUI0, CTAHOBUTCS KOPHEBOH
pPaboToi IO PE30TIOIHH.

s co3maHus PE30II0ITHUN HeO6XOJ:[I/IMO HaXaTb KHOIIKY <<P€30/UOLQUH» 1 B OTKPHBIBIIIEMCSA OKHE BBECTHU
KaK MUHUMYM OOHO IIOPYy4Y€EeHHue:

* ®opmynupoBka (06s13aTEILHO TI0JIE);

* OTBETCTBEHHHBIHU (065{3aTeanoe II0Jj1e OJisd BKJIIIOYEHHOTI' O (I)J'Ia}KKa),'

Cpoku (06s3aTenbHOE OJIE);

L]

Tun (mo ymonuanuto tun “Pabora”);
e PesynbTaT paboTH! (110 yMOIT49aHUIO-“HET”)

e Hcnonuutenu (06s13aTeNbHOE II0ME [T BEIKITIOUEHHOTO Q)Ha}KKa).
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[oBaBWTL NYHKT _|AlBnNRETCA KOHTPONBHEIM
BeenuTe (hopMynMpoBKY NMYHKTa PE30NoLMKM il
OTeeTcTBEHHLIA B/ 140116 BH | 18:00 | Padora ¥ || Peaynutar paGors v
|A54:|,peu_|eri n.c. ||Aqueea H. H. ||Ea.r|mea P.T. ||Ec>6poa C.E. ||BacHeu,oa WA, ||BaccepmaH ACA ||Faﬁ,qynnMH 0. A | n
|I"9HHanu I H. ||Kypymﬁaes M. C. ||CaMﬂTDB E. A. ||CemeHoa C.C. ||Cnenaxoa M. K. |

MpHHATE CoXpaHWTL

Figure 5.31: Hanoxenunue pe30nonun

IMTons “OTBeTCTBEHHBIN” (C BKIIIOUEHHHIM (pr1akkoM) U “McHoNHUTENMN” 10 YMOTYaHUI0 nycThie. [nsa
BHECEHUS B IYHKT PEe30JIIOIMU TOJIBKO HCIIOJHUTENEeN, HyKHO BHIKIIOUUTH (PJIaXKOK PSAOOM C IIOJIEM
“OTBEeTCTBEHHHIH" (ITOJIe CTaHEeT HeJOCTYIIHLIM). IIpu 3TO moJie oToOpazxkaeT BCeX BRIOPaHHKIX ITOJIb30BaTeIeT
YBEIUYUBASCH IT0 BepTUKamu. [yt mobaBieHUs HOBOTO ITYHKTA, HE0OOX0OMMO HaxKaTh KHONKY “Io0aBUTh
MMYHKT” ¥ 3alIOJTHUTDH 0053aTENbHEIE ITOJI. 37IeCh 7K€ MOXKHO YKa3aTh, YTO IOKYMEHT SIBJISIE€TCS KOHTPOJILHEIM,
TIOCTaBUB I'aJIoUKy B IYHKTE “HABJsgeTCa KOHTPONbHEIM”. [[11g yOasnieHus MyHKTa Pe30JII0IUY, He0O0X0qUMO
HaXkaTh Ha KHONKY yOanuth (Kop3uHa). [Ipu paboTe c pe3onionuel HOCTYIHBL KHONKU «IIpUHATH»,
«CoxpaHuTb». [JIs1 HaJI0KEeHUS PE30JIIONNN He06X0aUMO HaXkaTh KHOUKY «[IpuHATh». Eciu pe3omonus
ObUIa COXpaHEeHa, TO IIPU IOBTOPHOM OTKPBLITUM OKHA, COXpPaHEHHBIE HaHHBIE oToOpa3sAaTca. B crnucke
IMOTOKOB PaboT AOKYMEHTHI C Pe30JII0lHMel OTMEeYaloTCs 3HAaYKOM HaJIUYUsS PE30II0IUN B IIOPSOKE
CJIeIOBaHUS CO3OaHHBIX IIYHKTOB. BUI mMOKyMeHTa C pe30Jiionyel IpUBeneH HuXe:
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k2 27-24-01-15: O NpeAOCTABNEHHN CIOPTUBHOND 3ana 4
i o < = ¥ <
B paGoty
27-24-01-15: O npegocTasnequm % Pesomoupnn
CNOPTUBHOrO 3ana Apeictanos M.M. ()
B cpok go 23-01-2015 18:00
Peaoniouus Peaoniouns TEHEDAMEHOMY ZHPERTORY
3aBepwMTE Kanues E.0. Qe cTREHHOC0 OfLerpHeEa «Ilearp 30Ky
OTNpaBuTh % I'-uy Kamieey E.J.
Kaptouka
Mpunoxeis (1) ¥eaxkaemelii Epbon JocGonosuy!
@] O NpesocTasneHnin CNOPTMBHOIO Criennm  coofmTE Bam, 9To IUPeKIMA MKOAH-AMIEA MNe 45 cormacHa

MpPefOCTABMTL WIKOMLHBIH CTIOPT3an 478 NPOBEJSHMA COPEpHOBaHMA. Takcxe
coofiriaeM BaM 0 TOM, 4TO BEI MOKETe BCEIJa pacYMTHIBATE HAa HANTY IIOMOIE B
MPOBENEHHH TAKHX MEPIONPHATH. JKenaem BaM JaiHeHINH: ¥CIIEXOE H HOEBIX
MOCTIDKEHHET!

C yeawermenm,

ColHaNkLHbIT Nejaror ApmiHa A TL
i TR
\,\g/ e&\
BHUMAHWE! \—
Aannsii g
LOKYMEHT '_m
AN
Qe
O;‘:--.L__/-* W
MoanKcaTs MpeabigyLyui M Cregyiowmii DbcyxaeHne CeoiicTea Knaccudurarop Bepciu Ceblnku Konuu
N | & 27-24-01-15: O npego... @ TO

Figure 5.32: Resolution

B 3aBucuMOCTU OT HacTPOMKH “CTaBUTh PAOOTHI UCIIOJTHUTEJIAM OT UMEHU OTBETCTBEHHOTO” (HacTporKa
pacmnomnoxkena B Konduryparope) 1 akTUBHOT 0 1107151 “OTBETCTBEHHEIM” TOCTAHOBKA paboT 110 Pe30JII0IUU
IIPOUCXOOUT CJIEOVIOIIUM 00pa3oM:

e If setting is on and a assignee is indicated, the root work on the resolution of the assignee is set on
behalf of the author, to the executor on behalf of assignee.

» If setting is off and a assignee is indicated, the root work on the resolution to the assignee and to
the executors is set on behalf of the author.

* Independently of setting and of absence of assignee, the root work on the resolution to the executors
is set on behalf of the author.

IIpuMmeuanue

For text content of resolutions a user can set an arbitrary template (customized in the Con-
figurator).

In order to print the selected document without resolution, with resolution, and separately resolution,
click "Print document" button.

[I7151 IepechlIKY, IepernopydeHus ¥ OTIIPaBIeHns HOKyMeHTa (ITPOeKTa) Ha CorjlacOBaHue/pPacCMOTPeHHE,
yTBepXKOeHWe, 03HAaKOMJIEHHE, PEeTrUCTPAIIMI0 CIIyKUT KHOIIKa «Omnpasumu». PaGoTa, oTIIpaBlieHHAS
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Kak DoKyMeHT (pyHkuusa “Ilepecnarts”), oToOpaxkaeTcs y ImojaydaTtess B pa3gesne “[oKyMeHTH” MOOY s
“Xpanunuie”. TakxkKe C TOMOIIBI0 9TOM KHOIIKH MOXKHO OTIIPaBUTh JOKYMEHT KaK CITy2KeOHYI0 3aITHCKY,
10 3aJJaHHOMY MapIIPyTy (IyHKT MeHI0 «I1o MapmpyTy...»). [Ipu BeiGope myHKTa MeHI0 «ITo MapipyTy...»

B OTKPHBIBIIEMCHA OHUaJIOTe IIPEeJOoCTaBIIsA€TCA BBIHaJIaIOIJ_[I/IfI CIIMCOK BCE€X COXPaHEHHEIX B Cucreme MapIIPYTOB

(6e3 HEeoOxomuMOCTHU HO0aBIEHUS UX B CIMCOK M30paHHBIX B IOJIL30BATENILCKUX HACTpoMKax). Ilpu
OTIIPaBNIEHUU JOKYMEHTA I10 IIPOIIeCCYy PEe30JII0IINY CO30acTcs paboTa, B KOTOPOU II0JIb30BaTEN0 OyAeT
OOCTYIIHO TOJILKO HaJI0KeHWe pe3oonuu 1ubo 3aBepineHne paboTsl (6yaeT 0TCyTCTOBATh BO3MOXKHOCTh
OTIIPABKM [OKyMEHTa Ha COrjlacOoBaHWeE, YTBEPXKIEeHNe, 03HAKOMJIeHHue U T.1I.). [Ipu Beibope IyHKTa
MeHI0 «B xpaHunuie» B OTKPHIBIIEMCS OKHe BhIOOPa ¢aiiioB JOKYMEHTa, CJIeAyeT yKa3aTh C IIOMOIIbIO
TaJIOYKM HYXKHbIEe (ailyibl U HaXKkaTh KHOTIKY «Jlanmee» Oiist BeIGopa Imanku, nocjie Beibopa HaxkaTh KHOTIKY
«ITpuHATH>.

5.3 Work reports

Work flows has several types of report. In order to generate a report, click the button with printer
icon. Then, menu to select type of report is shown.

=)

PafoTkl BeIOSNEHHOW TRYNNGLI
PafoTkl BeIOSNEHHOM rpyNNk ()

PafoTkl BeIOSNEHHOW TRYNNLI (XIS)

Figure 5.33: Work report forming menu

5.3.1 Selected group works

Allows generating a report on the work related to a project or group of works. To do so, click on a
work in the group of interest, and then click "Work of the selected group" item. The generated report
contains comments, timing, progress and current status of the execution of works in selected group.
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OT4eT no paboramM nons3oearens Eobpoe C.E.

Ne Hassaune Mporpecc KouMumenTapun Cpokn nop:Tc:J:::Zfo
1 Co3nanue KoMnnekcioro obpazosarensHo-
0310POBHTENLHOIO MONOAENHOIO LLeHTpa
1.1 YTBEepMAeHWE NPOrpamMM 03 A0p0BNT eNbHLIX 100% 2011, 7 wonbpa, bobpos C.E. 2011, 28 okTABpR |[pocpoyveHo:
MEpONpAT i TN yTBEpM 1 eHNA HeoBXO ANMO y4ecTh BCe MyHKTh Mo paspaboTke..noka Toneko Ha |- 2011, 31 1878 74 38M
0%. okTRBpA
2 BuennaHosbie
2.1 MpOBEPMTE TUMEl 3NEMEHT OB PE30MIOLLMA 0% 2012, 16 wionA - [OcTanock: 04 22M
2012, 19 wiona
2.2 1-28-06-2012: BXoAALLEE NUCBMO 0% 2012, 28 WIOHR - [Mocne AHKIA feHe
2012, 19 wiona MCMONHEHMA
2.3 ¥ TBEpMKASHNE 0% 2011, @ HoRbpA - [MpocpoveHo:
2011, 16 HoAbpRA  |1754 74 38M
2.4 MpUrnaeHne Ha MeponpuaTHe 41% 2011, @ HoRrbpA - [MpocpoveHo:
2011, 9 HoRBpA 180 74 38M
2.5 BropAuee NMcbMo 0T y4acTKa M5 71% 2011, 1 Honbpn, Fabgynnuu J1.A. 2011, 1 Hosbps - |[pocpoyeHo:
W3y4mn 3anpoc, ykasaHHbIi B Nnceme oT ydacTka MNeS, 2011, 8 HoRBps 1818 74 38M
2.6 BxogAwee NMcemMo oT y4acTKa Mel 0% 2011, 7 HoRbpA, Fabaynnun J.A. 2011, 1 HoRbBpA - |[pocpoveHo:
MoAroTOBAEH OTBET NO BXOAALLEMY MNCEMY OT YHACTKE Nel. 2011, 11 HoAGpA |1784 74 38M
2011, 31 oktabpa, Fabaynnuu LA,
CO3HaKOMWACA C NVCBMOM OT Y4acTKa Mel,
2.7 BrojAllee NMCcbMO! 0 TpacieBan Nporpamma 78% 2011, 20 okTAbBps |lTpocpoyeHo:
- 2011, 25 HonAbBp#R |1688 74 38M

BuLIBOJibl M pEKOMEH A allMH HaYaNbHNKa:

Figure 5.34: Report on selected group works

5.3.2 Selected group works (rtf)

The menu item exports report on selected group works as rtf format.

5.3.3 Selected group works (xls)

The menu item exports report on selected group works as Excel format.
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Chapter 6

"Daily planner" module

PeBususa VCS: 8198

6.1 Users' work with "Daily planner" module

"Daily planner" module is designed:

* to plan assignments with duration of less than one day;
* to call workers for a meeting;

* to control working day of subordinates.
Main actions in "Daily planner" module:

» viewing daily planner in day/week/month mode;
* creating notes during a day;

» forming report.
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Haeuratop c =] JeHb Hepens Mecsay
< | Dexabpe ¥ 2015 ¥ > MNMoxegensHuk - 14 gexabpa 4+ | BropHwuk - 15 pekabps <+ | |Cpepna - 16 nexabps =+
. Yr 6 Bc -
M B Cp | Mr C6 Bc 09:00-10:00 N 09:00-10:00
1 2 3 4 5 8 Obliee cobpaHue AenapTameHTos g ObLee cobpaHve NenapTameHTos
7 8 9 10 11 12 13 TR MNoaroToenTs rogos0i OT4HET | 16:45-17:45
A 5 6 17 18 19 20 e Osnakomnen B
21 22 23 24 25 26 27 nUJ:lI'DTUEMTb KOHUEeNUWO NucemMa B MMH3pas ECTDENIE B akMmare, DECY}K.EIEHHE sonpocos
= T EIEE nposeaeHuA [HA cnopTa
28 29 30 31 B Teuenme aHs - bobpos C.E. i ! .
< Ceroaun > § BcTpeya ¢ npeacTaBuTenaMM AKMMaTa No Bonpocam HEEELIE D MO TR R B il

® npoBeneHUA BLICTABKW 303K KoHthepenLun B T. Mockea

3amerkn (1) + 10:00-11:00
Mepenopy4MTE HOBLIE Aena NO NMCEMam

B TeueHke IHA

PazpaboTaTs cTpaTerik pa3snTiA LigHTpa 30X
14 [lexatps 15:33 e D LigsTp

| 14:00-15:00

MoAroToBUTLCA K UKTEPBLID Ha BCTpeya ¢ AUPEKTOPOM KIMHKKM Onumn

TenexaHane 24kz
B Tevexue aHa
OTNpaBsnTL Mew 0 CoafaHUM KoMNNexca 30poaba

AnHe MeTpoaHe
Yeteepr - 17 pekabps ~+ |MsTHuua - 18 pexabpa -+ | CyBBora - 19 pekabpa =+
~| 10:45-13:45 —| 09:00-10:00
BuICTynNeHue, CheMKa Ha TenekaHane 24kz Ofiuee cobpaHue aenapTaMeHTos
"1 B TeueHwe aHA | B TeueHue oHA
PaapabBotka nyHkTa "TcUX0onoro-neJarorM4eckie CoBelaHie No KOHTPONO NPATOKOMNbHLIX paboT
OCHOBEI PAIBMTHA NO3UTUBHONO MEILLNEHWA" ANA COTPYAHKKOE
npoekTa "MnaxeTa 3nopossLA"
BockpeceHbe - 20 nekabpa =+
& @F®

Figure 6.1: "Daily planner" module

Ha uKOHKe MOOy/sl eXeOHEeBHUK B KpyxKouke CucTeMa yBeOOMSET O KOJIMYECTBE HOBBIX COOBITUH
(HOBBIE 3aMETKH OT PYKOBOOUTENS, 3aMETKHN-COBEIIaHNs, 3aMETKHN-ONOBEIIeHUI U Op.). TakKxke IIpHu
TIOSIBIIEHUU HOBBIX COOBITHI Opay3ep Muraet ¢ 3aronoBkoM “NEW!”, Muranue Opay3epa o KeJjlaHUuio
MOKeT OBITh OTKITIOUEHO B MOJIb30BaTEJIbCKMUX HAaCTPOUKaX.

B HaBUTaTOpE OTpaXKaeTCs TEeKyIlas flaTa, KaJeHaaph OJIs IepeqBUKeHUS B eXKeqHEeBHUKE IT0 BpeMeHH!
1 KHOIIKAa OOHOBJIEHHUS eXeOHeBHHKa. Huxke HaBUTaTOpa PACIIOOXKeHa IIaHesb OJIi 3aMeTOK. I
CO3MaHUs 3aMeTKH HY2KHO HaXaTb KHOIIKY «+» B II0JIe 3aMeTOK M BBECTH TeKCT 3aMeTKHU. 3MeHeHus
B 3aMeTKaX aBTOMATHYECKH COXPAHSIOTCS IIPU U3MeHeHHH 10 (poKyca BBOOa, TaK¥XKe IIPU IIepexoae
B OPYTO¥M MOAOYyJb M OAPYTUX AENCTBUAX. IIpu mepeTacKuBaHWU 3aMeTKH B 00J1aCTh BEIOPAHHOIO IHS
eXXeqHEeBHHKA, OHA CTAHOBUTCS 3aMETKOM C ITapaMeTpPOM B TeUeHHe THSI.

The panel just above the daily planner displays buttons to switch display modes (Day, Week, Month)
and button to print report on daily planner data (printer icon).

KHomKa «+» B OCHOBHOU paboueii 06/1acTy ITpegHa3HavYeHa I CO3TaHus HOBOM 3aMeTKH B €2KeTHeBHUKE.
OHa BBI3BIBAET HOBOE OKHO, T'le HEIIOCPEACTBEHHO YKAa3kIBAIOTCS BCE IIapaMeTphl 3aMeTKH (CM. HJIJI.
«Co3maHue HOBOU 3aMEeTKH»).
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Cpoku Data NoBTOpATL
17:14 |- | 18:14 | | 14.12.15 BH | Mo ouam Hegenu W MK, Cp, Nr ks
MpukpenuTe hain C koMnboTEpa | M3 XpaHidniLa

Qcobkle CBOWCTEA
" NMwqnan | CoBellaHue

CoXpaHUTb

Figure 6.2: Co3naHue HOBOM 3aMETKU

The form has the following elements:

* Note description;
¢ Checkbox setting dependence of note on time;

* Timing change fields. These fields are not active when checkbox to set dependence on time is not
checked. In this case, a note will be created to perform throughout the whole day;

¢ Calendar to select date;

¢ CpencTBO BIOOPA YaCTOTHI HOBTOPEHMUSI IPH CO3TAaHUM ITOBTOPSIOMIENCS 3aMeTKH. IToBTOpSIoIIasics
3aMeTKa MOXKeT OBITh CO3[aHa C IOBTOPEHHEM M0 OHAM HemesH, II0 THIM Mecslia Tu00 exXeTromHo.
[Tpu BEIOOPE MI060TO BapuaHTa (KpoMe - “HeT”), 3HaYeHue OHsI, 13 KOTOPOTO BEI3BAH AUAJIOT CO3MaHUA
3aMeTKH, 10 YMOJIYaHUIO BCTABJISIETCS B IIOSBIISIOIEECS IIOJIE.

» IIpukpemnnenue ¢aiina. ITpemocrasisieT BO3MOXKHOCTb H00aBIATh Palyibl K 3aMeTKe C KOMITbIOTEPa
MOJIb30BAaTEJIS MJIM U3 XPaHUIUINA/MOUX TOKYMEHTOB.

¢ Checked, sets the properties of notes "Personal". In this case, the note is shown in light blue, and
is not available for superiors to view;

» T'ayouka, yCTaHABIMBAIOIIAS CBOMCTBO 3aMeTKH « CoBelllaHue» IPHU IJIAaHUPOBAHUY COBelllaHus. [1pu
9TOM B OKHE CO3[aHUs 3aMETKHM OTKPHLIBAETCS CIHMCOK BO3MOXKHBIX YYAaCTHMKOB U IIPENOCTABJIEHA
BO3MOXKHOCTE f00aBUTh/yIaIUTh YYIaCTHUKOB B 3TOT CIIMCOK 0€3 y4eTa OpraHu3arioOHHON CTPYKTYPHL;

¢ Note save button.

A note can be edited with double click on note. If date is changed, the note is transferred to another
day in the daily planner.
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ExxemHeBHUK MOXKeT OBITh 0OTOOpakeH B TPEX BUAX ITPECTAaBIeHUS: NeHb, Hemens 1 MecsI (CM. HIII.
«IIpencraBneHne eXXeTHEBHUKA B pexuMe «JleHb»», UI. «IIpeacTtaBieHne exXxegJHEBHUKA B PeXUMeE
«Hepensi»», unmn. «IIpeacraBieHrue eXXeIHEBHUKA B pexXuMe «MecsIii»»).

= HdeHsb Hegena Mecay
MovegensHuk - 14 gexabpna +
9:00 09:00-10:00 B TeusHWe Qs
Obwee cobpadue OenapTaMeHTos PazpaboTats cTparervo paasuTuA LlenTpa 30M
9:30 | B TeueHme gHa - GoBpos C.E.
§ BcTpeya c npeacTaBMTENAMU AKMMATa NO BONpocam
10:00 " nposegeHws BbicTaskn 300K
E “IMognucats
10:30 0 4

MoaroTosuTe rogoBoN OTHET
11:00( | 11:00-12:00 Danakomnen

ToAroTOBMTE KOHLENLWIO NMCEMa B MUHAAPaB
11:30
12:00
12:30
13:00
13:30
14:00
14:30
15:00
15:30
16:00
16:30

17:00

17:30

Figure 6.3: Daily planner appearance in "Day" display mode
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= [AeHb Hepens Mecsay
MoHepensHKK - 14 nexabpa -+ | Bropuuk - 15 pexaBpa -+ | Cpepa - 16 pexaGpn
- 09:15-11:15 ] 09:00-10:00
[T MNognucate
CoBeljaHie No BONpOCaM y4acTA B MexayHapogHoi Obuwee cobpanue fenapTaMeHTos
MoaroToBMTE rOA0B0MH OTYET KOHIpepeHUm 8 1. Mockea =
Il 16:45-17:45
Qanaromnen 10:00-11:00 Bcrpeda B akmmare, oficywaeHue BONPOCoR

T Mepenopy«yTs HOBLIE AENa MO NUCEMamM nposenexua [lHa cnopra

Obwee cobpanue aenapTameHTos ] 14:00-15:00
BecTpesda © QUPEKTOpOM KNMHKKM Onmmn

] 11:00-12:00
MoaroToOBWTE KOHLENLMIO NMCEME B MUH3OPaE B TeueHme gHs
— OTNpasnTL MOEW O CO3NaHWK KoMNNEKca 300poBLA
B TeueHue gHa - bobBpos C.E. AtHe MeTpoBHe
Berpeda ¢ npeacTaBMTENAMM AKMMaTa No Bonpocam
npoeefeHMA BeicTasry 30X
B TeueHue OHA
PazpaboTtaTe cTpatervio passntus LieHtpa 30M
Yeteepr - 17 pexabpa -+ || MsTHMua - 18 gexabps -+ | CyG6ota - 19 pexabps
[ 10:45-13:45 [l 09:00-10:00
BuicTynneHwe, chbemka Ha TenekaHane 24kz 0Obwee cobpaHve 0enapTameHTos
| B TeusHWe OHA ] B TeueHure oA
PazpaboTia nyHKTa "TIcUX0onoro-neqarorm-eckme CoBellaHue No KOHTPONK NPOTOKONEHLIX padoT
OCHOBEI PA3BUTMA NOMTUEHOMD MEILNEHUA" ANA COTPYOHKKOR

npoexTa "MnaHeTta 30opoBLR"

Bockpecexbe - 20 pexabpa

Figure 6.4: Daily planner appearance in "Week" display mode
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= [AeHb Hepens Mecay,
30 HorGpR + | 7 nexabpr + |14 pexa6pa + | 21 pexaGpa + | 28 pexabpa +
~|Nopnucats B TeueHWe aHA

IMpWeM 3aABOK OT OTOEN0B
MoaroToewTe rogosomn
oT4eT

Oarakomaes

09:00-10:00
Obwee cobpaHwe
[ENaPTAMEHTOB

11:00-12:00
MoOroToBMTE KOHLENLMIO
NMCLMa B MUHANPas

B TeueHue oxs - boGpoe C.E.
BeTpeya ¢ npeacTaBuTENAMU
AKWMaTa no Bonpocam
npoeefeHua BeicTaBky 30X

B TEUeHWE JHA
PaspaBorate cTparervio
pa3euTiA LlenTtpa 30X

1 nexkabpr + | 8 pexkabpa + |15 pexabpa + | 22 pexabpa + || 29 pexkabpsa +

09:15-11:15
CoBeLyaHKe no Bonpocam
Y4ECTHA B MexayHapoaHoi
KoHpepeHUuM B r. Mockea

10:00-11:00
MepenopyynTh HOBLIE N&na No
NHCEMaM

14:00-15:00
BeTpeya ¢ QupeKTopomM
KMWHAKA Oniumn

B TeueHue aHA
OTNpaBuTL MOBK O COANAHWMM
KOMMMEKea 300pOBLEA AHHE
MeTpoBHe

+

2 nekabpr + | 9 nexabpr + | 16 pexabpa + | 23 pexaGpa 30 pexabps +

09:00-10:00
Obwee cobpaHwe
[ENaPTaMEHTOB

| 1R-AR. 1745

Figure 6.5: Daily planner appearance in "Month" display mode

To switch between "day" and "week" views, click either on button on the top panel or on heading with
day name.

To view daily planner in "month" mode perform actions similar to switching to other modes.

11 hpopMHUPOBaHUS OTYETA CYIIECTBYeT KHOMKa «OTYETH» (KHOIKA C M300paxKeHWeM IIPUHTEPa),
KOTOpasi OTKPHIBAEeT OKHO BhIOOpa mapaMeTpoB medatu (cM. umi. «OKHO (GOPMUPOBAHUS OTUETA IO
eXXeqHEBHUKY>).
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BuiGepuTe nepuon AnA OpMWpOBaHWA OTYETa

OryeT no exegHeBHHKY x

| Texywmi mecsiy s)l011215  |EE-[31.1215 |G

Twun otoGpamenns @ cnucok | ceTka

Ok | | OTMeHa

Figure 6.6: Window to form daily planner report

There are four options: "Current Month", "Last Month", "This Week" and "arbitrary period" for select-
ing the reporting period. "Current Month" means that time period will be selected from the first day
to the last day of the current month, and "Last month" option is selected the period will be from the
current day of the current month to the same day of the previous month.

Tun OTO6pa}KeHI/IH «CITMCOK>» IIPEeOCTaBUT OTYET B BHUOE CIIMCKa CJIEeOYIOIIEero Comep2KaHusid (CM. HJIJI.
«OTYET 1o €2XEeITHEBHUKY B PeXKnuMe <<CHI/ICOK>>>>).
3apauu nons3oBatena bobpos C. E. 3a 10.08.09 - 17.08.09

ABryct, 2009

10 asrycra

09:00-11:30 OprHan3uUvA BeIMYCKa BULEOPONNKE "HapKOTWKK - TEMHER CTOPOHE MN3HW"

11:30-13:00 opraHnscsaThk Ha cybboTy Kypchl NoBbILEHNA KEaANMKaL MK oT Aena npodam. obmMeH onelTom © 0T 4efoM BHEAREHWA

16:30-17:30 NPUHATE Y4SCTNE B KypCax

B Te4eHWe AHA OTBEY3aI0 Ha Nucemo Mel 23

11 aBrycta

13:45-14:45 BcTpeda ¢ AEC

15:00-16:00 BCTpeda o CNoHCOpaMi No Nosody pWHaEHCMPOBaHWA CO3AEHWA cNOpT NACLLE AoK

15:30-15:00 NpoCcMOTR PE3yNbTaT OB HEAE N Y COTPYAHWNKOR

12 aBrycta

09:00-10:00 COBELlaHWe

10:00-11:00 3akazaTe BykneTel

10:15-11:15 BCTpeYa C pyKOBOANTHENAMU CPOTUBHBIX OPT aHWaLLWA

12:00-13:00 NOArOTOBMTE OTHET

12:45-13:45 NofBe eHWe WTOMOB 3aMNSHUPOBaHHEX MEPONPHUAT WA

14:00-15:00 OTNPaBWTE MUCEMO

15:00-16:00 0TBEY310 Ha NceMo Nel 23

16:00-18:00 nnaHepka

13 aBrycta

09:00-10:00 NpoBECTW NNaHERKY

10:00-11:30 EcTpeya ¢ pyKoBAMTEeneM TenekaHan Xabap

11:30-12:30 E37TE CIWCOK OpraHW3aLUWin, COrNacHEIX Y4SCTBOBaTE B NPa3AH0BaHWA AHA ropoaa B oTAene pafoTel co cnoHcopaMu

14:00-15:30 NpoBe fjeHWe CeMUHapa cpeAw CoOTPYAHUKOB Ha Temy " B 310p0BoM Tene 340poBbIi gyx"

15:00-15:30 WTOrW BEIXOAE NEPBOr0 HOMePa raszeTel "340poekil 0bpas xnsHW"

16:30-18:00 opraHnsauWa akuun "CnpTHoe - yrposa MHTenexTy"

14 aBrycta

08:30-12:30 |wTuroBaH nnaHepka

15:30-16:30 |cornacosamne gokymenTos

15 aBrycra

18:00-19:00 [nranepka

16 aBrycra

Figure 6.7: Daily planner report in "list" mode

Tumn oToOpazkeHUsI «CeTKa» MPEICTAaBUT OTYET B BUMEe TaOGJIUIILI CIEOVIOUIET0 CoOepKaHusa (CM. HIII.

«OTYET 10 eXXKeIHEBHUKY B PEKUME «CETKa»»).
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rpachmk paboTtbl

Monb3oBatenb:bobpos C. E.

s

Figure 6.8: Daily planner report in "table" mode

14 21 28 12 /; 27 mona 3 aBrycra 10 aBrycra 17 aBrycta 24 aBrycia 31 aBrycra
B TeUEHWE AHA: 09.00- 058.00- 10.00-
* 3aKa3aTb OYKNeTwl | AOMOBOPUTLCA © OprHanaumna JA0T0BOPUTREA ©
W NpEe3eHTaLumn PYKOBOJUTENEM BLINYCHA PYKOBOZMTENEM
* onyBnuKkoBaTE CNOPTKOMANEKEE O | BUAEOpONMES CNopTEOMANEKEa O
MaTephan g npoBEASHIN "HapkoTEn - NpoBeaEHIM
u3gaHumn OTKPBITEIX TEMHEA CTOPOHA | OTKRBITEIX
COPEBHOBAHMA HMIHN" COPEEHOBAHNA.
1.30- 11.30 - 12.00-
BCTPETUTREA € OpraHW3oBaTe HA | A0MDBOPUTREA O
ARUMOM FOpofa u | cyBBOTY kypeel BCTPEUE C
IH DOTOBOPUTECA 0 NOEBIWEHNA PYKOBOOMTENEM
MUHAHCHPOBAHUM | KBANMDHEALMK TOO
14.00 - 3akazate OTAENA NPOAAN, "CTpoiramma’”
Gonewwe GaHepsl [ oGmed onemom ¢ | 14.00 - 3akasats
15.30- OTAEN0M GonbWne GaHepsl
JOTOBOPUTLER 0 EHEAPEHUA 16.00-
BCTpEUE € 16.30 - NPUHATE | ADMOBOPUTECA ©
PYKOBOMTENEM YHACTHE B KYPCAX | pyKoBOAMTENEM
TOO B TeYEHME AHA: CNOPTKOMANEKEA O
"CTpoAramma’ ® (TBEYal Ha NPOBRLEHMK
nuckmo Ne123 | oTHPLIThIX
COPEEHOBAHNIA
15 22 29 13 28 mona 4 aprycra 11 aBrycra 18 aBrycta 25 aBrycia 1 ceHtabpa
B TeUEHNE AHA: B TEUEHIE AHA 13.45-pcTpevac | 09.00- BoTpeva o
® OpraHn3aUnA ® [MceMo ABC AEMMOM N0 NoBOaY
BLINYCHA rA3eThl 15.00 - BeTpeya co | MatepuansHoin
"3nopoesli ofipas CMOHCOpaMu No NOMOWKM
HUIHU" noBogy 10.00 - NpoBecTH
* OpraHnzauma BUHAHCUPOBAHWA | COBEWAHME ©
BCTREUN C CO3NAHNA CNOPT | PYKDBOAUTENAMN
MONOAEHEK Mo nnowanok OTAEN0E N0 NOBOAY
BONpOCam 15.30 - NpOCMOTR | NOBBILEHKMA
opraHusaunn pe3ynLTaTos NPOW3BOACTEEHHON
CMOPTHBLIHX HEAENN Y JANCLANNWHGI
BT MERONpUATII COTRYAHNKOE (Mpemim
* OpraHn3aunA wrpapel)
BCTREUN 14.00-
MONOAEHM C OpraHnaauma
npeacTaBuTenamMI akyun "Yrposa
3akoHa BallEMY 3]0pOBLI"
15.00-
OpraHnaauma
BCREUM
BBl WIKCA
CMNOPTCMEHOB ©
BOCMUTHHUKAMK
WHTERHATOE
16 23 30 14 29 mona 5 aBrycra 12 aBrycta 19 aBrycta 26 aBrycia 2 ceHIAbpA
09.00- npoeefgHie | B TeUHNE AHA 09.00 - 09.00 - nnaHepka
MNaHepkK ® OpraHvzauWa COBEWAHNE 10.00- BeTpeva
10.30- BeTpeyac NpoBeAEHMA 10.00 - 3akasate | GWaHecMeHamMu no
pykeoguTEnAmMn CMIA TYpPHWpa no Byknetsl noeogdy
12.00- BOAHOMY Mono | 10.15- BeTpeya ¢ | hMHACUpOoBaHUA
NOrOBODWTECA © coenn DVECBOOMTHENAMM | NDOBOAMMENX
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Chapter 7

"Storage" module

PeBusus VCS: 8198 The module includes three main sections:

* Files section is designed to upload, view, and search in text, video, audio, and graphic files.
* Registries are designed to display structured information on basis of forms.

* "Documents" section automates registration of incoming, outgoing, and internal documents; also
allows sending and reception of emails, grouping the registered documents in dossiers and storing
them according to nomenclature of dossiers.

7.1 Files

This section allows storing personal documents on the server. Left side of navigator displays personal
documents folder of a user (My Documents), where he or she can create directory structure, add, edit
and delete folders and documents as a user thinks proper. Search personal documents by entering
document title in the search bar on the top panel.
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Figure 7.1: My documents

Also navigator area shows folder to store and work with the corporate information in files of any
format. A user can create bookmark to the current folder by clicking "star" button in the upper right
corner. After that the folder is listed in the "Favourites" folder. Navigation pane shows repository
structure as a hierarchy of folders.
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Figure 7.2: Files

7.1.1 Create folder

To create a folder, select a folder where the created folder will be located in and a user has access to,
click "Create" button and select "Create folder" item.

In the opened dialog (see Fig. 7.1.1.3. Creating folders in files section) enter folder name.
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loToBO

Figure 7.3: Creating folder in Files section

ITocme yero HaxaTh KHOMKY «['0ToBO». Co3maHHas ITallKa MIOSIBUTCS B [epeBe BaIlNX MMAmoK. TaKuM
00pa3oM, MOXKHO CO3[0aBaTh KaK MAIKH, TaK ¥ BIIOXKEHHEIE MManKu. ECIK BEIIEIUTh KOPHEBYIO MAIIKY,
TO cIipaBa B paboded 006j1acTH OTOOPA3UTCS €€ COOEepPKMMOEe: MalK{ M JOKYMEHTH. BiloXKeHHBIE
IIallKy MOXKHO II€PEMMEHOBBIBATL. J:[J'ISI 9TOTI 0 HGOGXOI[I/IMO BBIOEJINTE KOPHEBYIO IIAIIKy, B npaBoﬁ
YaCTH OKHAa MO HyXKHOU TaIKe IMeJKHYTh IIPaBOi KHOMNKOMW MBIIIHM X B KOHTEKCTHOM MEHIO BHIOPATh
nyHKT «[lepernMeHoOBaTh». B MMOSBUBIIIEMCS OKHE BMECTO CTApPOT0 Ha3BaHWs MHAIlKd BBECTH HOBOE U
HaxXaTh KHOMKY «['0TOBO». B KOHTEKCTHOM MEHIO IPUCYTCTBYET IYHKT «I[IepeMeCTUuTh», IIPHU IIOMOIITH
KOTOPOTO MOXKHO IIOMEHSITh MECTOIIOJIOXKEeHHe ITallKy. YIaluTh ITallKy MOXKHO, BEI3BaB COOTBETCTBYIOIIHE
IIYHKT KOHTEKCTHOI'O MEHIO.

7.1.2 Load document

It goGaBnIeHus MOKyMEHTA B HyKHYIO ITAIKy, HE0OOX0OMMO BBEIIEJIUTD HAIKYy ¥ HazKaTh KHONKY «Co3maTh»
U BHIOpATh MYHKT «3arpy3uTh JOKYMEHT». B mosiBUBIIEMCS OKHe BHIOpaTh (aiiji, KOTOPHIM BBl XOTUTE
moGaButh. ITocre BriOopa ¢atina B none «Ha3BaHue QOKYMeHTa» IMOSBUTCSA UM OOKyMeEHTa.
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BribepuTe haink ONA 2arpyakM W 4aidTe HAIBaHWA JOKYMeHTam

Choose Files | Mo file chosen

otchyot_po_ezhednevniku.png (20,32 KB) Yoanuts

\otchyot_po_ezhednevniku

Danee

Figure 7.4: Loading document

HaxxaB KHOIIKY <<J1anee>> BEI MO2KETEe IIPOBEPUTEL BBEIEHHEIE BaMU TaHHEIE, 1 €CJIN Ha 3TOM BEI PEIIINJIN,
YTO HUKAKUX APYTUX MOMOTHUTEJIFHHIX CBeOeHWi O (aiiie BH BHOCUTH He OyHmeTe, TO MOCTATOYHO
HaXaTb KHOIKY «['0TOBO» 1 ¢aitn oO6aBUTCSA B CIIUCOK.

®ali MOXKHO 3aTPYy3UTh HE TOJIBKO C TIOMOIIILIO MTYHKTA MEHIO, HO U TepeTaluB HeoOX0OUMbIH (a
(nnu HeckonbkoO (aiiyioB) B 06/1aCTh CO COUCKOM (haliioB B pexkuMe oToOpaxkeHus «Tabnuua». Ilpu
5TOM B OOYEPHUE MANKK 3arpy3Ka HEBO3MOXKHA.

7.1.3 Create new document

Il1s1 co3gaHus HOBOTO OOKYMEHTa B IIallKe, HeOGXOJII/IMO €€ BBIIEJIUTh U HaXKaTh KHOIIKY «Co3maTe» U
BBIﬁpaTI: IIYHKT «Co3maTh HOBBLIU OOKYMEHT». B mosiBuBIIEMCSI OKHE OJaTh Ha3BaHUE OOKYMEHTY.
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loToBO

Figure 7.5: Creating new document

IIpumeuanue.

B kayecTBe Ha3BaHUM (alI0B pa3pelleH0 UCI0JIb30BaTh OYKBHI, udpH (0-9), CUMBOJIBI
(mpoGemn), . (Touka), -(meduc), &, (, ), $,;, ", # !, (momuepkuBaHUEe).

I

Bce ocTanpHBEIE CUMBOJIBI IIPU 3arpy3Ke 3aMeHSIIOTCS CMMBOJIOM “ ” (momuepkuBaHme). K
OaHHBIM CHUMBOJIaM OTHOCSTCS , (3amdArtas), :, ?, *, +, &\, /, |, ' '(omMHOYHBEIE KaBLIUKHU),
""(mBOMHBIE KABHIUYKM), %, <, >, {, }, [, 1, = @, [J(anmoctpod) u nop.

By clicking "Apply" button, text editor opens where a user can enter required text.
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Figure 7.6: Text editor

7.1.4 Adding additional data about document

To add more details about the document when the document is loaded, click "Next" button to open
a window where a user can enter document metadata (more information about the document, which
can be used in searching or sorting documents) or in the preview window of the document by clicking
"Properties" button, if a user has appropriate rights, the user can edit information about the document.
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EeeguTe CEBOMCTBA OOKYMEHTA

Hata nySnukauum BH
Cpok AeWCTBMA BH
HazsaHune

Cozpatens ABapewend Neoxdua

Tema

OnucaHue

MzpnaTens

BHecwwin Bknan

[ata BH
Tun

DopMaT AOKYMEeHTa

Hasag Oanee

Figure 7.7: Window for entering document metadata

Following entering metadata, click "Next" button to select categories of document, i.e. to which
categories the file will be uploaded.
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BoiDepuTe KATETOPUMA K KOTOPEIM OTHOCATCA JOKYMEHTEI. JOKYMEHT MOMET
EXOAMTL B HECKONBKO KATETopHii

| AYaMO NEKLIAW 1 XKy pPHANKI

- Buneo HoBOCTH

| OMKHOCTHARA UHCTPYKLWA

| KapTuHK® Ha TeMy cnopt

| MeTomuKanbIK, )ymeicTap

| OBpasubl QoKyMEeHTOR

- MpeseHTaL e

= PUCyHKK no Teme "30XK"

- CnpaBoYyHUKK No npohunakTuke 304

YuelHble W NO3HABATENLHLIE mMaTepyansI

Hasag Oanee

Figure 7.8: Document category selection window

Kuonka «Ha3ag» mo3BOJIsIET BEPHYTHCSA Ha3ad X1 YTO-TO USMEHUTE. Knomka «Jlanee» maeT BO3MOXKHOCTh
IIDOBEPUTEL BBEEHHLIE JaHHEBIE.

Knromnka «I'oToBO» COXpaHsieT HOKYMEHT, IIOCJI€ Yero OH IIOABJIAE€TCA B CIIMCKE NJOKYMEHTOB. Takum
06p&30M, MOZKHO I[O6&BHHTB Pa3/IM4YHBIE€ BUOBI OOKYMEHTOB, B PAa3HbBIE€ IIAllKW, KaK B Ballll JIMYHEIE,
TaK 1 B oﬁmne, HOOCTYIIHBIE BCEM.

To view and change meta data of documents (category, version and other properties) click correspond-
ing buttons in the document view window.

7.1.5 Document view

Open document for viewing by double click.
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Cnopr «Bepemv anoposse cMonogy».doc X
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Beuep sonpocor i oTBeToB: «BePeru 340P0BEE CMOIOLY».

Leab: QOPMHPOBAHHE CO3HATENEHON YCTAHOBKM Ha 370POBLIT 00pa3 Hu3HM.
Jagaun:

1. ofpazosamensu@s: DPacCLIMPUTL 3HAHWS O BPeAe ankorons, Tabakokypedws,
HAPKOMAHKUY, TATYHPOBOK K MHPCHHIA]

2. socnumamenbHds: BOCTHTATHL DTDHL@TEHBHDE OTHOLIEHNE K HCK}‘LLIEHHHM
COEPEMEHHOrD MHUPAa — anKOronw, Taldky, HAPKOTHKAM, TATYMPOBKAM H
MHPCHHTY;

3. paeusqwds: PAsBHTL YMEHHE CAyLWATh APYr APyra v PaboTaTe B KONEKTHEE
KY/IETYPY YCTHOM Peus, MCKYCCTEO OPATOPCTRA, B3aUMOYBAXKEHME,

TogroToeuTenkH B 3Tan. BreiGHPaTca yueHHKH (M0 MX HEeNdHHK), KOTOpkIe OyayT
BRICTYTATE B POJM NPUCAAILIEHHBIX rocTei (4 uenoeeka: 2 ucropuka, 1 Ouonor u 1 meguk). Mm
Jderca 3agaHne nogo0paTte HH(OPMALMED N0 TEME BOCIHTATENLHOD MeponpuaTH. OCTanbHbIM
YUEHHKAM JAETCR 331aHUe NOgyMATE HAJ BONPOCAMK N0 TEME NPOBOAMMOr0 KPpyrnoro crona.

Odopmnenne kaGunera. Boine npenogasarensCKOro CTOIA PACCTABNEHE! CTY/IBA A7
MPUTAALIEHHEIX TOCTeH (B MX POTH BLICTYNAKOT YUEHHMKK), HA CTONE — TA0AHUKH C NOATHCAME
«lcTopuk», «Meguk», «brnonor». OCTansHele YUaCTHHKN KPYI/IOr0 CTONA PACCAKHBAKITCA 33
MapTeL.

':ngMa NpPOEeAEHNA — BEUED BONPOCORE H OTEETOE.

MpeabiAyLmi 4/5 Cnegyioumii ObcywaeH1e CsolicTea Knaccudmrarop Bepcuu Cebinku Konuu
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Figure 7.9: Document view

Ha mpaBoit 60K0BOYM maHEeNIN eCTh BO3MOXKHOCThL ITPOCMOTPA [OKYMEHTa 0 CTPAaHWYHO, YBeIUYeHUEe
WM YMeHblIeHWe Maciitaba IpocMOTpa, a Tak¥kKe MOXKHO CKaydaTh HOKyMeHT. [Ipu Heo6XxomuMoCTHU
MOXKHO yOpaTh nmaHenb. CucTeMa II03BOJIsIeT IPOCMaTPUBATh TEKCTOBLIE (daiibl popmaToB: doc, docx,
xls, xIsx, odt, odp, pdf, rtf, ppt, dwg; myneTuMenuiiasie ¢Gaiael popmMaToB: mp3, avi; U300paKeHUN
dopmaToB: png, jpg; deprexku popmartos: tiff, dwg.
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sport_beregi_zdorove_smolodu_d.tiff

(=] 1/10 b Q 150% L4

Beuep BonpocoB u

enms: popmMupoBaHue CO3HATE

3agaum:

1. obpa3zoeamenvHas: p:
HapKOMaHUH, TaTYHUPOE

2. eocnumamenbHas: BC
COBpEMEHHOTO MHpa
MTUPCUHTY;

3. pazeuearowjas: pasBUT

= KVILTYPY VCTHOU Peuu

Mpegsioyuan 27 Crnegyoumin OGcywaeHue CeoicTea Knaccudgukarop Bepcum Ccbinku Konui

Figure 7.10: TIFF file viewing

All TIFF format files can be viewed by a special viewer which:

* opens only part which suits window dimensions - default viewing region is left top corner of page;

* is able to move document page using mini map of page - by moving element showing viewing region
on a page miniature;

« is able to change viewing region of document page by dragging and moving with hand tool;

* is able to change scale of viewing document page by selecting it from list: 10%, 25%, 50%, 100%,
150%. Default scale is 100%;

* is able to navigate to the next and previous pages of documents (if they are present) without minia-
ture use;

* is able to print out currently viewing region as a separate image.

ITo ymMoT94aHUIO COCTOSTHME MUHM-KapTa - CKphITa. [Jis TOro 4TOOB BOCCTaHOBUTH MUHU-KAPTY HYKHO
HaXkaTb KHOIIKY .
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Ecnu B MOIb30BaTEIbLCKUX HACTPOHKAX BKIIIOYEH aJlbTePHATHBHEIN ITPOCMOTP HOKYMEHTOB, TO 9KpaH
IIpocMOoTpPa OyIOeT BEITISIOETD CIIEOYIONUM 00pa3oM:

— 4+  Automatic Zoom *

OrpaHn4uTh Npasa aAMUHUCTPATOPOB M METOAONOTOB NPW HACTPOKe JOCTYNOB B NPEAenax oAHoM
opraHusalui (No nogpazaeneHusam)

B ynpasneHve nonb3osatensmMmn Ao6asuTe pasHble ponu

1. cynep-agMuH

2. nokanbHbIA agMKH (0603HA4WTE JOCTYN NO NoApasfeneHlam)

3. nokanbHbIid MeTogonor (0603Ha4MTh AOCTYN K (DOpMan, peecTpam, XpaHunuily, oTAeny Kagpos)
4. NpocTo NoNbL30BaTeNb (COTPYAHWK OTAENA KaApoB, KaHUENApHUA)

Moctpoute «Mogent yrpos»
Om YmMeyKu Kakux UMEHHO KOHGhuGeHUanbHbIX daHHbIX mpedyemcs 3alumumscsa?
Tpebyemcs sawumumscsi om:
1. HecaHKUMOHMPOBAHHOTO W3MEHEHWUA OPraHW3aUVoOHHOR CTPYKTYPbI M CNUCKA NONb30BaTENel

2. TMonyyexus MHGIOPMALIMKM O NOTMHE NOMb3DBATENS, ECNW NONb30BATENb HE NPUHALNEKUT K
noApasaeneHwsamM, BelaeneHHbIM NoKansHOMY afqMuHy

. CBpoca naponei nonb3oearess, eciuv Nofb3oBaTesb He NPUHAANEXWT K NogpasaeneHusim,
BblAENEHHbLIM NIOKANIbHOMY afMUHY

. JocTyn K nankam B XpaHwurulle He AOMKEeH MEHATLCA NOKaIbHbIMK
agMUHACTpaTopaMu/MeTogonoraMmid, KpoMe CBOWMX nogpasfeneHuid, rpynn, ponei

M3meHeHus hopm, peecTpos, MapLIPYTOB, CNPaBOYHUKOB, KOTOPbIE HE OTHOCSTCH K 10K/ 1bHbLIM
METOA0M0ram

Hacmpodiiku, docmynHele 015 cynep-adMuHa.

MpeaslayLumi 19/34 Cneayrowmi OBcyxaeH1e CaoiicTea Knaccudmratop Bepeuu

£y | @] Mogens yrpos.docx @ FTX®

Figure 7.11: AnbTepHaTUBHEIN IIPOCMOTP HOKyYMEHTa

B TakoM pexkuMe IIPOCMOTPA JOCTYIIHBI CIeayiolye QyHKIINU:

¢ oToOpaxkeHue 60KOBOM ITaHEIH C PeXXUMaMU ITPOCMOTPa MUHHUATIOP T100 comepzKaHus (ITPY HaTUIUH)
* IIOUCK II0 JOKYMEHTY

* IOCTPAHUYHBLIN IIEPEXO]]

¢ pa3JIMYHbBI€ BAPHWAHTEL MaCI_LII/IaGI/IpOBaHI/IH

* TIOBOPOTHI IIO/TIPOTUB YaCOBOU CTPEJIKU

e OTIIPaBKa Ha IIe4yaThb

* 3arpyska

* MHCTPYMEHTHI II0 IEPEX0y Ha IEePBYIO/IIOCIIEOQHIO CTPAHUITy, BKIIIOYEHUIO HHCTPyMeHTa “Pyka” u
IIPOCMOTPY CBOMCTB HOKyMEHTa

7.1.6 Editing, scanning and other actions in Files section

Files section has function to edit document using context menu, which includes the following actions:
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* Create project (document project);
* Create shortcut;

e Upload new version;

* Rename;

* Move;

* Download;

* Download as PDF;

* Delete;

¢ Send by e-mail;

e CkaHUpPOBATh HOKYMEHT.

If several files are selected, an operation can be performed on the selected files. If you download a
group of files, the archive with them is downloaded.

If an user disabled e-mail, "Send by e-mail" item is hidden.

st ckaHUPOBaHUS HOKYMEHTOB HEOOXOOMMO BEIOPATh U3 BHITANAOIIET0 CINCKa KOHTEKCTHOI'O MEHIO
nyHKT «CKaHUPOBAaTh HOKyMeHT». [Ipolecc CKaHUPOBAHUS aHAJIOTMYEH TAaKOBOMY B IIOTOKax paboT
(cMm. unn. «CkaHUPOBaHUE NOKYMEHTa B II0JIb30BaTEIbCKOM areHTe»).
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7.1.7 Description of text editor instrument panel
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MpeabiAyLmi 2/34 Cnegyioumii ObcywaeH1e CsolicTea Knaccudmrarop Bepcuu Ceblnkm Konuu
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Figure 7.12: Text editor

-CoXpaHeHue c?oxyMeHma, -COXpaHeHue sepcuu;

* U3MEeHeHUe wpupma,-udMeHeHue pazmepa wpugpma;

¢ gbvldeieHUe 8bIOPAHHO20 (ppa2MeHMa HCUPHbIM HadyepmaHuem

Select with cursor a segment of text which should be bold and click the control button. To delete bold
formatting, select the fragment and click the control button;

-8bl0eieHuUe 8bIOPAHHO20 (hpazmeHmMa KYypCUBHbIM HayepmaHuem

Select with cursor a segment of text which should be italic and click the control button. To delete
italic formatting, select the fragment and click the control button;

-8vl0eieHUe 8blOpaHHO20 (hpazmeHma noduépKusaHuem

Select with cursor a segment of text which should be underlined and click the control button. To
delete underline formatting, select the fragment and click the control button;

* gbl0esieHue 8bIOPAHHO20 (hppaemeHma 3a4épKusaHuem
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Select with cursor a segment of text which should be stricken out and click the control button. To
delete stricken formatting, select the fragment and click the control button;

-8blpasHUBAHUE MeKcma no 1esomy Kparo

To align text by left side, select the paragraph and click the button;
-8blpasHUBAHUE MeKcma no ueHmpy

To align text by center, select the paragraph and click the button;
-8blpABHUBAHUE MEKCMAd No WuUpPUHe

To justify text, select the paragraph and click the button;
-8blpABHUBAHUE MEKCmMad no Npasomy Kpaio

To align text by right side, select the paragraph and click the button;
-U3MeHeHUe usema mekcma, -usMeHeHue ugema (poHa

-co30aHue HymMepo8aHHO20 CNUCKA

An ordered list can be created in two ways:

1. BriGpaTh 5TOT 97IEMEHT yIIPABIEHUS U TTPOCTO HAOWPaTh Ha3BAHUS MTYHKTOB, OTHAEJISIS UX TTIEPEX0IOM
Ha HOBYIO CTPOKY

2. CHauvaJjia HalKcaTh CIKUCOK, ITOMeIas KaXkKIbli HOBBIM ITYHKT Ha OTOEIbHOM CTPOKe. 3aTeM HeoOX0ouMOo

BEIJEUTH €I'0 MBIIIIBIO U BBIGpaTb OaHHBIM 3JIEMEHT YIIpaBJI€HUA

To delete numbering, select all list and click the button.
-co30aHue MapKuposaHHO20 CNUcCkKa

An unordered list can be created in two ways:

1. BrIOpaTh 3TOT 971eMEHT YIIPaBJIEHUS U IIPOCTO HabupaTh Ha3BaHUS ITYHKTOB, OTHAEJISIS UX IIEPEX0ONOM
Ha HOBYIO CTPOKY

2. CHavaJjia HaIIMCcaTh CIIMCOK, TTOMelllast KazKObl¥ HOBBIY ITYHKT Ha OTOEIbHOM CTPOoKe. 3aTeM HeoOX0oouMo

BBIOEJIUTHL €TI0 MHBIIIIBIO U BbIGpaTb OaHHBIN 9JIEMEHT YIIpaBJIEHUA

To delete unordered list, select all list and click the button.
-ygeudeHue omcmyna ab3aya om s1e8oll 2paHuUbl

To increase left paragraph indentation place mouse cursor at any position of the paragraph and click
the button several times until the text is intended as desired.

-yMeHbWeHuUe omcmyna ab3aya om /1e8ol 2paHulbl

To decrease left paragraph indentation place mouse cursor at any position of the paragraph and click
the button several times until the text is intended as desired.

-ecmasumbs mabiuyy,-ecmasums CMpOKY, -8CMA8UMb KOJAOHKY c8epxy, -y0aaums CMpokKy, -y0aiumso
KOJIOHKY;

-8CMasumMb CCHLAKY
Text can be made a hyperlink; in order to do so, click button and enter address and text of the link.
-8CMasumMb CCuLIKY Ha OOKYyMeHm

Ecnu B XO0THTE HOOABUTH CCHUIKY Ha OPYTrO¥M HOKyMEHT HAa’KMUTE Ha KHOIIKY M B OTKDPEHIBIIIEMCS OKHE
B mojie “IIOKyMeHThl” Ha’kKMUTE Ha KHONIKY BbIOOpa U U3 XpaHuJIullle BEIOepUTE HYKHBIN (aiiil.

-CCbl/1IKad sHympu aoxymeHma
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If you want to add a link inside document, click button and select an anchor (which should be created
and saved earlier) in the window.

-y0asieHue CcCulaKku

Text of a hyperlink can be transformed back to plain text. To do so, select a hyperlink and click this
control button.

-ecmaska u3obpaxceHus Ha CMmpaHuuy

Click this button to open "Image properties" dialog window. If an image is not uploaded to server,
select "Upload" tab, click "Find" button to find the image on computer and click "Upload to server"
button. After that, select "Image information" tab and click "Find on server" button to select an image
from uploaded ones. If an image is already uploaded and you know its address, insert the address to
URL field.

-yCMmMaHoB8Kd mo4kKu npusAa3Ku 8 mekxkcme GoxymeHma

Anchor is a bookmark in document text which enables setting a hyperlink not only to a page, but also
to a page section. To insert an anchor, place cursor to the place and click the button; enter anchor
name in the opened dialog window.

-CNUCOK MoO4YeK npuss3oK

7.1.8 Options in document view window

Bottom panel of the window has buttons "Discussions", "Properties", "Document classifier", "Ver-
sions", "Links", "Copies".
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— 4+  Automatic Zoom 3

QrpaHu4uTL Npasa agMUHUCTPATOPOR U METOAONOMOB NPY HACTPOIike AOCTYNOB B NpeAenax ogHok
opraHusauuu (no noapasaeneHnuam)

B ynpasneHue nonb3oearenamv gobasnTe pasHele ponu

1. cynep-agMuH

2. nokanbHbIA agMuH (0603HaYMTE AOCTYN NO NoApasfeneHusim)

3. nokanbHbIil MeTogonor (0603Ha4MTL OCTYN K hopMam, peecTpam, XpaHunuiLy, oTaeny Kagpos)
4. NpocTo Nonb3oBarenb (COTPYAHUK OTAENA KAAPOB, KaHLeNnspus)

MocTpoute «Mogens yrpos»
Om ymeyKku Kakux UMEHHO KOHGhUuGeHUanbHbIX 0aHHLIX mpeBtyemcs 3aujumumscs?
Tpebyemcs 3aWjumumscs om.

1. HecaHKUMOHMPOBAHHOrO W3MEHEHWA OPraHN3aUNOHHOR CTPYKTYPLI M CNMCKA NoNb3oBaTenen

2. TonyyeHns UHGPOPMALWUKM O NOMMHE NONL3OBATENS, ECNU NONL3OBATENL HE NPUHARNENMT K
noapasaeneHusam, BblgeneHHbIM NOKANLHOMY agMUHy

C6poca naponei nonL30BaTens, ecny NoMbL30BaTeNb He NPUHAANEXRUT K NogpasaeneHnam,
BbIA@NEHHbIM NIOKANILHOMY afMUHY

. [ocTyn K nankam B XpaHwuile He JOMKEH MEHATLCA NOKabHLIMK
agMUHWCTpaTopaMn/MeTodonoraMu, KpOMe CBOWX NogpasfaeneHuid, rpynn, ponei

W3ameHeHus hopm, PEECTPOB, MAPLIPYTOB, CNPABOYHUKOB, KOTOPLIE HE OTHOCATCH K NOKaNbHbIM
METOA0M0ram

Hacmpoliku, docmynHele dna cynep-adMuHa.

MpeabiAyLmi 19/34 Cnegyioumii ObcywaeH1e CsolicTea Knaccudmrarop Bepcuu Cebinku Konuu

£y @] Mogens yrpoa.docx @ ';-é“" %

Figure 7.13: Options on bottom panel of the window

7.1.8.1 Discussions

3mech MOXKHO IPOCMOTPETH TEMHI [Jid 0OCY2KIOEHUS, OTBETUTh Ha HUX UK H00aBUTH CBOIO TeMy. [y
TOro, 4TOOB HOOABUTH TEeMy, HAAO HaxKaTb MKOHKY «Co3maThb HOBYIO TeMy». I[IOSIBUTCS OKHO [
3aloJTHEHNSI HOBOM TeMBI. 30eCh HY?KHO BBECTU Ha3BaHME TEMBI, BCTABUTh CCHUIKY Ha OOKYMEHT U
cooO0l1eHne, IIociie Yero HaxaTh KHONKY «Ok» unu «OTMeHa».
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Hoean Tema x
Tewma:
| Hoean Tema |
CooblleHne:
| = BCTaEnTh COBUNKY HA OOKYMEHT
| Ok | | OTMeHa |
Figure 7.14: New discussion dialog
The discussion will be listed in Discussions where users can reply.
MpeaslayLumi 19/34 Cneayrowmi OBcyxaeH1e CaoiicTea Knaccudmratop Bepeuu Cebinku Konum
(Goopwaere |
|'QCmanhHuEvaeMy !'Iuwcr(| \1 m ~
Tema CoapaHa ABTOp MocnegHwin oTBeT
Tema 3 2015-12-14 1... AbBgpeweH fe.. t.d
Tema 2 2015-12-14 1... AbBppeweH [le... L3
Tema 1 2015-12-14 1... AbBgpeweH fe.. t.d
0 @] Monens yrpoa.docx @ T ®

Figure 7.15: List of discussions in Discussions
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To reply a message of a discussion, another user double clicks the discussion to open it.

MpeablayLUmi 19/34 Cnepyiowmii OBcywaeH1e Ceolictea Knaccudmkatop
Obcywaerve | Tema 1X |

Bepcuu Caeblnkm Koruu

Tema 1

14 pex 2015r 17.59, AGapeweH NleoHHa
Tema 1

‘ OTBeTHT, |

15 pex 2015r 12.34, Bo6pos Crenax
MoaTeepkaal, roTeBO K NPOEKTUPOBAHWH.

Mowck | \: M ~

X

O

In

i | Mogens yrpoa.docx

Figure 7.16: Discussion reply dialog window

the window opened click Reply button. A new message window will appear. Enter the message and

click "OK" button. Your message will be listed in the list of messages .

Homoe coobleHne X

= BCTAaEMTE CCBUNKY HA OOMYMEHT

|D|-='.||DTI'~'IEHEI|

Figure 7.17: New message dialog window

7.1.8.2 Properties

3mech MOXKHO BBECTHU M3MEHEHMS B CBOMCTBaX MOKYMeHTa U OOHOBUThH MeTaflaHHBIE NPU HAJIUYUU
COOTBETCTBYIOIIMX ITPaB HaxkaB Ha KHONKY «COXpaHUTh» unu « OOHOBUTHL». A TakXkKe B pa3znerne “Ccruiku”
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MO2KHO YBUIOETH a6COJ'IIOTHy10 1 OTHOCHUTEJIBHYIO CCHIJIIKY Ha (bafm.

Mpegs1ayLi 1113 CrRegywun OGCyxaeHHe CeoifcTea Knaccudukarop Bepcuu Ceblkn Konua
MeTagaHHEle
lata nybnukaumn |13.02.13 5]
CpoK feACTEMA 21.02.13 2:2]
Ha3eaHne
Co3paTens
Tema
OnucaHmne
W3paTtens
BHeclMi BKNaa
DNata 2:2]
Tun
PopMaT AOKYMEHTa
WaoeHTHgnKaTop
WcTouHnK
Asblk
OTHOLUEHUA
MNoKpsITHE
ABTOPCKWE Npasa
Komy
or

CoXpaHuTe | | OBHOBUTE

£y | @) Mopens yrpaa.docx @

)
0

Figure 7.18: Document properties

7.1.8.3 Document classifier
You can see categories of the document and change it (if you have required rights).

MpeablayLUmi 19/34 Cnepyiowmii OBcywaeH1e CsolicTea Knaccudmkarop Bepcuu Ceblnki Konuu

@ [oKyMEHT MOXET BXOAWTL B HECKONBKO KaTeropHi
AyOuo NekunK 1 XKypHamN.!
Buaeo HoBoCTH
[omKHOCTHAR MHCTRYKLWA

KapTuHky Ha Temy cnopT

COXPaHUTE | | OBHOBUTE

S
.3'))
0

£y | @) Moaens yrpoa.docx

Figure 7.19: Document classifier

7.1.8.4 Versions

You can see date of adding the document, user who added the document, file size and comments. In
the window opened you can select any version of the document and click "Make current" button to
make a selected version of the document the current one.
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MpeaslayLumi 19/34 Cneayrowmi OBcyxaeHHe CaoiicTea Knaccudmratop Bepeuu Cebinkm Konum
Oata AsTop AnuHa KommeHTapuit
12:41 15.12.2015 Abpopewen Neonup C 982528 bant  YTouHeHa peanvaauns
10:30 30.09.2015 Abppewen Neonup C. 46345 Bakt
Cnenarts akTyansHoit | | Mpocmotp | | Ckadats| | O6HOBMTE
£y | @] Mogens yrpos.docx @ FO

7.1.8.5 Links

Figure 7.20: Document versions

You can link files to the document by creating links to them here. In adding links window select a file
using selection button, enter description and click "Save" button. List of links is shown on the figure
below. They can be edited and added using corresponding buttons in the left part of the window.

MpeabiayLumi 414 Cneayowmii
[okymeHT OnucaHqe

project.xml

MynsTvMenwiHoe Npent PaccmMoTpeTh

[o6aBuTs| | PeflakTvposaTe | |YOanuTe | OSHOBWTS

O6ecymaeHne CaoiicTea Knaccuduratop Bepcuu Cewinkn Konuu

£y | @) Mogens yrpos.docx [ | CTpaTern4eckoe nnaxw. ..

7.1.8.6 Copies

Figure 7.21: Links

The tab allows viewing which projects use original of the document. In the "Work flows" module click
"Create project" button to create new work with a copy of the document.

MpeaslayLumi 19/34 Cneayrowmi

CozpaTe NPoEKT OGHOBHTE

Wcnonk3yeTcs B AOKYMEHTEX
2015-09-30 16:48:20

Dalin Mopene yrpos.cocx

O6ecymaeHne CaoiicTea KnaccuduraTop Bepcnu Cewinkn Kornuu

£y | @] Mogens yrpos.docx il | CTpaTern4eckoe nnaxw..

Figure 7.22: Copies
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7.1.9 File search

The System is able to search document by entering its name in the search field; the document will be
searched in all folders of the storage. Enter something in the search field and press "Enter" button
to run search again. Enter something in the search field and click "Search in found" button to refine
previous query.

Also, there is an extended search feature to enter more file search parameters.

Mowuck... HacTpoika
Haewuratop C Mouck @] CoxpaHuTs 3anpoc Ypanuts €0uncTuTe Q Mowck
® Qaine! ¥ Halith 8 AoKyMeHTax
© S W3tpanHoe Copepwur | |
5 OTpen pacxonos He conepmuT | |
5 Mow aoKyMeHTbI ¥ HaifTi 8 cBOMCTBaX
—
(5 Xparunuwe Haasanwe | J Cozparens | |
g = -
B [ AaMrHUCTPaTHBHEIR oTaen Tema ‘ | Onwcanwel ‘
5 O6wmMe QoKYMEHTDI Manatens | | BrHecwwit Bxnan | |
5 Ovgen paBoTsl C HaceneHuer fara | EE-| =5 Tun | |
TopMaT AoKyMeHTa | | Wnentudmxatop | |
METOHHMK | | Sz | |
OTHoweHns \ | ﬂDKpanwe| ‘
AsTopckwe npasa | | Koy | |
or| |
¥ Haiit no kiaccucbukaTopy
—|Ay00 NEKLWK K Ky pHanb
~|Buaeo HOBOCTH
~| NlomKHOCTHAR UHCTPYKLWA
~| KapTwHKkW Ha TeMy cnopT
¥ [Opyrue yonosus
Mcats Boe - Mocnearue nameHeHws | BE-| EE
Wckate B\ | | OuUCTUTE Pasmep [ He orpaHudeHo no paimepy % ]
CopruposaTte Mo \ Mo penesaHTHOCTH 3:\
“IMowck & apxvee
_IToWck BO BNOMEHUAX
_IMNowuck B NnoyTe
< >
Peectphl
LokyMmeHThI
£ | @) Crparernieckoe nnanu... ® T

Figure 7.23: Extended document search

Visually, search results window is divided into two parts:

e main area (center) lists all found text files;

¢ B OOMOJIHHUTEJILHOM 001acTu (CIIpaBa) oTOOpaxKalTCSI Megua U Op. Gauiib.

3aMedanue

You can navigate to any other Storage folder from search result window by clicking required
folder in navigator window, which always shows structure of storage folders independently
of view regime (file list, search results).
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7.2 Registries

PeecTpsI - 3TO CTPYKTYPHUPOBaHHBIN CIIMCOK (PanjioB IO onpenereHHOU ¢opMme. PeecTprl co3gamTcs
METOIOJIOTOM CUCTEMBI B KOHpUTypaTope, U UM JKe pas3rpaHMYMBalOTCSI IpaBa AOCTyIla Ha KaxKObIU
peectp. Pazpgern oTobpaxkaeTcs y IONIB30BATENSI TOJILKO B TOM CJIydae, €C/IU Y Hero UMeeTcCs IIPaBo
Ha 4TeHWe X0Ts OBl OgHOTO peectpa. JIsg co3maHMs HOBOM 3aIlWCH II0 OUPENeIeHHOMY PeecTpy OiIs
Hayajla Hy’XHO €ro BHIOEJIUTh B HaBUTATOpPE M HaXkaTb KHONKY «Co3maTh» JTMOO0 M3 BHIIIAHAOIIETO
cnucka BeibpaTh nyHKT “HoBast 3anuch”. OTkpoetrcs dain mo ¢opMe B peKUMe pPemaKTUPOBAHUS.
3anonHuB Bce He0OXOOMMEIe IO, HYKHO COXPaHUTh 3anuch. [[Jig 3amycKa 3alucU [0 MapIIpyTy,
HYKHO HaXkaTh NPEeANOUYTUTENILHYIO 3eJIeHyI0 KHOIIKY, KOTOpas OTKPOET OKHO 3allycKa MapuipyTa, rae
MOZKHO OTPEIAaKTUPOBATh MapIIpyT (PeIaKTUPOBaTh MOXKHO TOJIBKO IIpeBapUTEIbHEIE U ITOCTIEeNYIoIne
9TAllbl MapUIpPyTa) M 3allyCTUTh ero. llocje 4ero 3amuch IMOSBUTCS B OCHOBHOM pabGodel 00J1acTH.
Kaxkpgas 3amuch peecTpa MMeeT CTATyC, O0TOOpaXKalolluil CTaTyC Mpollecca: 3aBepIIeHO YCIIEIIHO,
3aBepIIEHO C OIUOKOM, B IIPOIleCcce, MapIIPyT He 3amnyieH. CorjlacHO HaCTpPoMKaM peecTpa B KOHPUTYPATOop
3anyIleHHbIe 9Tallkl HEITYCTOT0 MapuIpyTa MOTYT OBITh CO3aHbl KaK BHYTPU IPYIIIUPYIOUIETO 3JIeMEHTa,
KOTOPEHIH IIpefcTaBisgeT coboil 00r9HyI0 PaboTy, TakK U IUIOCKO (T.e. 6€3 IPyNIUpPYIOIEro 3JIeMeHTa).

Haeuratop C =) v

daiinel Konel otnycka Hauano otnycka @.1.0. cotpygHuka

Q 2013-01-28 2013-01-25 Wnewny Oenucy Cepreesusy

) 2013-02-08 2013-02-04 Tra4erko Banepwio Makcumosnsy
32ABKA HA BLIIENEHUE IEHERHLIX ¢ ¥ 2013-01-23 2013-01-21 Kanuesy EpGony JocGonosudy

' 2013-01-23 2013-01-21 Cepreetxxo Bnapnmupy VeaHosray

& Peectphl

3aneka Ha onnaty cyeTa

3aneka Ha TML,

Onna41eaemeli oTIYCK

Otnyck Gea coxpateHus aapaboTHo
MonyueHne nucema

MpKKa3 o KOMaH4MPOBaHWA

MpKKa3 o NOBLILEHW OKNaaa
MpuKka3s o npueme Ha paboty
pKKa3 0 PACTOPKEHNH TPYAOBOTO
CnyweGHan aanucka

CnyxeGHan 3anqcka o KOMaHOWpos:
Coapasve nucsma

TectuposaHue

LTaTHOE pacnucaHwe

DoxymenTsi (1)

(4]

o @

) 5]

Figure 7.24: Registries

Ecnu Bam IIPengoCTaBHUIIN IIPDABO HAa PEOAKTHUPOBaHHUE 1 U3MEHEHHNE 3allMCH, TO BBl CMOZKETE PEIaKTHUPOBATh
He 3allyllI€eHHbI€ 1 aKTUBHEIE 3allCH, OTKPEIB 3allCh OBOWHBEIM KJIMKOM JIEBOM KHONKOM MHBIIM. Eciu
Y BaC €CThb IIPAaBO Ha yOaJiIeHre 3allMCH, TO IIPU BBEI3OBE KOHTEKCTHOTI'O MEHIO 3alliCH, 6y;1eT OOCTYyIIEeH
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nyHKT “Ypanuth”. [Ipu BeIOOpE NMyHKTa yOaleHUs CHUCTeMa BHIJACT Ipenynpezkaaiollee cooOIIeHNe,
OJIs IOOTBEPXKOEHUA yOoalieHus Haxmute “OK”, B IpoTUBHOM ciiydae “OTMEeHHuTh”.

7.2.1 TIpynnbl peecTpoB

PeecTphl MOKHO T'PYIIIIAPOBAThH C IOMOIIBIO TPYIIN PEECTPOB, KOTOPEIE CO3MAI0TCSI U HaCTPaUBAIOTCS
MeTOMOJIOTOM CHCTEMEI B KOHGHUTYpaTope. ['PYIIIIEI peeCTPOB MOTYT COlePKaTh BHYTPU Ce0sI TPYIIIIEL 1
peecTphl. ['pymiia peecTpoB oTOOpaXkaeTcs y MOMb30BATEsI, €CJIH Y HEero UMEeeTCsI ITPaBo Ha ITPOCMOTP
XO0Ts1 OBI OTHOT'O PeecTpa, HaXOsIIerocs B TPynie. I'PyIIsl peecTpPoB 0TOOPaXkaloTCsi B HABUTATOPE B
BuAe Aepena. [Ipu BeIGOpe B HABUTATOPE TPYIIITE PEECTPOB B OCHOBHOM paboyeit o61acTu 0oToOpaXkaeTcs
ComepKKUMOe TPYIIIL B TaGJIKIle: CHaYalla TPYIIIL, Hajlee peecTprl. IIpy IBOHHOM IeTYKe 10 I'PYIIe
IIOJTb30BATEeNb MIePeXOOUT K COMepPKUMOMY BHIOpAHHOM Ipynnbl. [Ipy OBOMHOM INETYKe IO PeecTpy
TIOJTh30BaTENb MIEPEXOOUT K 3allHCIM BHIOPAHHOTO peecTpa.

HaewuraTop C ~
Daiine Ipynnsi peecTpoB v peectpsl
5 ByxranTepus
® Peectpel E5 CHabwenve
© £ AaMuHMcTpaTMBHBI otgen Brigenexve neHexHsIx cpencTs
5 B3 Byxrantepua QO 3aKynKax KOHCYNLTAUMOHHBIX YCIyT

— Q 3aKynKaXx KOHCYNETAUWOHHBIX YCITYT (HepeanaeHT,
5 Otgen aokyMmeHTaumy, ¥ ¥ yenyr (wepesnaenT)

. QO sakynkax pabot
© B Omaen ynpaanenns dul O zaxynxax paboT (HepeawgeHT)

S Oraen poxonos 0 saxynxax pabot (nogpagumk)
[5 Otaen pacxonos Q 3aKynkax Tosapos
B2 Cuabwenve 0 sakynkax ToBapos (HepeanaeHT)

BEEHEHW e eHERHEX £p) O zaxynxax Topapos (cyGnoopAgHMK)

Onnara cyeta
O 3aKyMKaX KOHCYMETALMO

Mpuexas o KoMaHgupoBaHWK
O aakynkax KOHCYETaLMO Mp1Kaa o NOBLIWEHKM OKNaaa
O 3akynkax paGoT Mpuraa o npueme Ha paboty

O 3akynkax paboT (Hepeav Mpukaa o pacTopKeHKX TPYAOBOrD Aorosopa
0O sakynkax pabor (noapps MpuKa3 o TPyAoBOM OTNYCKE
Mpuka3 of oTakiBe M3 TPYOOBOTD OTMYCKa
O 3akynkax ToBapos

Mpukaa ob otnycke Bea coxpaHenws aapaboTHoR nNnatbl

O 3aKynkax TOBApPOE (Hepe =
L Mpura3 o otnycke Ge3 coxpaHeHus 3apalboTHOR NNaTtkl No yxoay 3a peGexkom

O 3akynkax ToBapos (cyon Mpukaa of otnycke no GepemMeHHOCTY W podam
MpHkas o KOMAHAMPOBaHHK CnyweBHar 3an1cKka o KoMaHOWPOBaHMM (ANA NOKYMKK GUneTor HeoGX0AMMO OOMONHUTENEHO NPEOCTABUTE NAKET CreayHLMX LOKYMEHTOB: KONV oBILErpamnaHcKo. . .
TNpyKas o NOBLILEHWM OKN Tpyacsoi noroacp

YueBHbIA oTnyck
lNpuka3a o npueme Ha paba

LitaTHoe pacnucaHre
[MNprKa3 o pacTOPKEHWH TP
MpHKas o TPYAOBOM OTRYC
Mpuras ob oTawiee W3 TPYD
lMNpukas ob otnycke bes co
Mpukas ob oTnycke bea co
Mpukaz o6 otnycke no Gep
CnywebHan 3anucKa o Kok

Tpyaoeoit norosop

LA

DoxymenTs! (2)

o @

1))
A0

Figure 7.25: I'pynmsl peecTpoB

7.2.2 Item sorting

Tabmuita 3anmuced peecTpa 10 YMOJTYaHUIO OTCOPTUPOBAHEI COTJIACHO YKa3aHHBIM HAaCTPOMKaM B KOH(MUTypaT
(Ipu 9TOM He IO BCEM IIOJIIM IPUCYTCTBYET COPTUPOBKa). Ilo KUKy Ha I0jie B 3arojoBKe TaOIUIlHI
MIPOMCXOOUT COPTHUPOBKA TabJIMIILI II0 3TOMY IIOJII0 “II0 BO3pacTaHUI0” (TPeyrojlbHUK oToOpaxkaeTcs
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OCHOBaHMEM BHU3). [Ipu MOBTOPHOM KJIMKE II0 3TOMY K€ IIOJII0 HalpaBlIeHNEe COPTUPOBKU MEHSETCS
Ha “I10 yOBIBaHUIO” (TPEYTOJIbHUK IT0OBOPAYMBaAETCsI OCHOBaHMEM BBepX). TaKKe MOKHO OTCOPTHPOBATH
TabJIUITy IIO CTATyCy 3anucu peectpa. [1opsmoK 3anucei TPy COPTUPOBKE IT0 BO3PACTAHUIO CIIe YOI :
He 3amyllleHHBIe, B IIPOIleCCe, aKTUBHLIE, HEYIAYHO 3aBepIneHHbe. [lopsamok 3amuced B cTOsbIax
TabIUILI peecTpa, ComepIKaIux KOMIOHeHT “IlaTa/BpeMs” mub0 TEKCTOBOE II0Jie, KOTOPOe 3all0JIHEHO

I.IPI(I)pOfI OCyLIEeCTBJIAE€TCS He I1I0 TEKCTOBOMY ITPEOCTAaBJIEHNIO, d HEIIOCPEOCTEHHO I10 3HAYEeHHWIO KOMIIOHEHTAa.

JonmwHocTe HasHauuTh
& naeHoro cneywanucTa (OpraHW3aLWoHHO-METOOWUYECKUA OTaemM) Mykaxosy Kamuny MaHanosHy
& naeHoro cneywanucTa (OTOen NpotiWaKTUYECKUX NporpaMm) ApeicTadoea MneAca Manukoeuda
" Cneyuanucta (OpraH1zalMoHHO-METOOUHECKMA oTaen) MycuHoBy Hagupy MapaToeHy
'@' Cneuuanucta (OTgen npounakTUYeCcKX Nporpamm) OpmaHoBa AacynaHa Nasuiosnda

Figure 7.26: Sort items by status (ascending)

JonxHocTe® HazHauuTs
@ Cneyuwanucta (OTaen npofiunakTUYeCcKy NporpamMm) OpmaHoBa HacynaHa Ma3uoeuMua
" Cneuuwanucta (OpraHi3alWoHHO-METOOWUECKUA oTaen) MycuHoBy Hagupy MapaTtosHy
& naeHoro cneuwanucTa (OTgen NpotiWNaKkTUYECKUK NporpaMm) ApeicTadoea MneAca Manukoeuda
' [naeuoro cneyuanucta (OpraH3aLMoHHO-METOOUYECKMA oTaen) MykaHnoey Kamwny MaxHanoeHy

Figure 7.27: Sort items by status (descending)

7.2.3 ®unbrpauua 3anucenm peectpoB No cTonbuam

Ilo mBOMTHOMY KJIMKY Ha sSTUYEeMKY TaOIUIIEl, B KOTOPOM HaXOOUTCS 3aT0I0BOK CTOJI0IIa, IOSIBIISIETCS II0JIe
BBOMIAa ITIOMCKOBOM CTPOKH. [Iocyie BBoga TEKCTA 1 HaxKaTUsA KHONIKY “Enter” mopu3BoauTcs GunbTpalns
cpenu 3HAYEHUM BHIOPAaHHOTO CTOJIOMA. [Ipu 9TOM 3aroioBOK CTOJIONA IPUHUMAET CIIeOYIOITUIN BU:

Ha3Banue nonsi: TeKCT, BBEOEeHHBIN B IIOUCKOBYIO CTPOKY

ITo HaxKaTUIO ITPaBOM KHOMKOM MBIIIIH IT0 STYEMKM 3ar0JI0BKa TabJ NI OTKPhIBAETCSI KOHTEKCTHOE MEHIO
¢ myHKTOM “OuncTtuTh punstp”. IIpu BeIOOpe maHHOTO NyHKTa QUIbTpalus cOpackiBaeTcs. aHHBIN
IIYHKT aKTUBEH, TOJBKO AJIS TOU AYENKH, 10 KOTOPOU IIpou3BefeHa GunbTpalus. I oCcTalbHBIX OH
OTCYTCTBYET.
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Haeuratop c =]
daiinbl MNe Tun: KoHcynstauus
3712 KoHeynstauus
® Peectpul 3711 Koncynstauws
2 5 Cepeucsl o 3710 KoHeynstauus
3afBKN oy 3709 KoHoynstauua
3 3708 KoHeynstauus
3 3707 KoHoynstauua
3706 Koncynsrauws
< 3705 KoHoynstauua
< 3704 Koncynsrauws
3703 KoHeynstauua
o 3702 Koncynsrauws
3 3701 KoHeynetauus
& 3700 Koncynsrauws
3y 3699 KoHeynetauus
o) 3698 KoHoynstauua
3y 3697 KoHeynetauus
o) 3696 KoHoynstauua
+ 3605 Koucynstauwms
o 3694 KoHoynstauua
3 3693 Koucynsrauws
3692 KoHoynstauua
3691 Koucynsrauws
3690 KoHeynstauus
& 3689 Koucynsrauws
) 3688 KoHeynstauus
3 3687 KoHcynstauws
3686 KoHeynstauus
3 3685 KoHoynstauua
Ly 3684 Koncynstauws
3 3683 KoHoynstauua
LoKyMeHThI

Dunuan

Knunent

AQ «MeguuuHckuit y... Actana
"ABMLEHHA" Med.LUeHTp AnMmars!
AQ «MeguuuHckuit y... Actana
KomuTet no cTpouTten.. Anmatel
AD «MeguuaHcKui y... AcTana
AQ «MeguuuHckrid y... ActaHa
KM Ha MXB «lopoge.. Actaxa

KomuTeT no cTpouten.. Anmars!
AQ «MeguuuHckuit y... Actana
KM Ha MXB «lopoge.. Actaxa
AQ «MeguuuHckuit y... Actana
"ABMUEHHA" Meg.UeHTp Anmars!
"ABuLEeHHa" Meg.LueHTp Anmars!
AQ «MeguuuHckrid y... ActaHa
AQ «MeguuMHcKMi y... AcTana
AQ «MeguuuHckrid y... ActaHa

CotpygHwmk Bafmyxa... Actana

KM wa MXB «Mopoge.. Actada
AQ «MefuuMHcKui y... AcTana
"ABuUeHHa" Meg.LueHTp Anmars!
"ABMLEHHA" Meg.LUeHTp AnMars!
AQ «MeguuuHckuit y... Actana
"ABMLEHHA" Med.LUeHTp AnMmars!
KM Ha MNXB «Mopoge.. Actada
KM 1a NXB «Moponc... ActaHa

AsTop

Bachevos Wrope Wro...
BacHevos WMrops Mro...
Bantues Pycnau Tax...
Anppees Hukonai B...
BacHeyos WMrope Mro...
Anppees Hukonai B...
Bacxevos WMrops Mro...
Bantues PycnaH Tax...
Bantues PycnaH Tax...
Bantues PycnaH Tax...
Angpees Hukonai B...
Camaros Epfon Kax...
Bantues PycnaH Tax...
Bachevos Wrope Wro...
Angpees Hukonai B...
Bantues Pycnau Tax...
BacHeuos WMrope Mro...
BacHeuos WMrope Mro...
Bantues Pycnau Tax...
BacHevos WMrops Mro...
BacHeuos WMrope Mro...
Bantues PycnaH Tax...
Camaros Epfon Ka...
Annpees Hukona B...
Camaros Epfon Ka...
Bantues PycnaH Tax...
Angpees Hukonai B...
Bantues PycnaH Tax...
Bantues Pycnan Tax...

Bantues PycnaH Tax...

WenonkuTens

ABgpewen Neonug C..
ABgpewen Neownug C..
Cnenakos Wean Mnbudy

ABgpewen Neokug C..
ABapewen Neonug C..
Cnenakos WeaH Wnbu4
Cnenakos WeaH Mnbudy
Bobpos Cepred Erop...
ABapewen Neonug C..

ABgpewen Neonug C..

Cnenakos Wean Mnbudy
ABgpewen Neonug C..
Bobpos Cepreit Erop...
ABgpewen Neonug C..

Bobpos Ceprew Erop...
Bobpos Cepred Erop...

MpoBnema

HekoppekTHoe oTofbp..
[Honro npectpaayerc...
3amecTUTenb yXOauT ..
B8 CMCTEME BCTh HECK...
3amectuTens YXoomT ..
OTCyTCTEYIOT (PUNLTP. .
B mogyne "Motow pa..

[ns nogrotoeku pabo. .
Tect

KPWBO HAGTPORH BUaH. .
[AaHHble He oTobpaxa..
HeBsoamoxHO coxpaH. ..
B peectpax, "Ccbinke..
[AaHHble He oTobpaxa..
HEBOIMOMKHO COXPaHM..

He orobpaxarotcs ga..

Mpofinema Bo3HMKNA ..
WmnoptupoBanu gaH...
HE CUHXDOHU3MPYIOTE. .
He coxpaHRioTCR 1am..
Mpw 3aseplueHun 3an..
HeobxooKmo passuTi..
HDW WCNOMNB30BAHMMA ...

owubka B oGpaboTyu..

]

O

Figure 7.28: ®unprpanus 3anucei o cToabuam

7.2.4 Filters in registries

B 60k0BOI# ITaHeM HaBUTAaTOPa MOT'YT OTOOpazkaThCs ABa BuAa (pUIbLTPOB:

* I[eHTPaJIN30BaHHLIE, CO3TAHHEIE Pa3paboTYNKOM Synergy;

¢ IIOJIL30BaTEeJIbCKHE, CO3AaHHEBIE II0OJIb30BaTeJIEM CaMOCTOATEJIEHO.

7.2.4.1 LeHTpanusoBaHHble PUNbTPLI

®@7F

LlenTpanu3oBaHHble GUILTPH PEECTPOB HacTpauBaTcs B Kondurypatope paszpabotynkom Synergy
(meTomosmoroM). OHH He UMEIOT KOHTEKCTHOTO MEHIO: UX HEeJIb35I U3MEHSITh, yIalIATh WU J0OaBIsITh B
HUX BJIOJKEHHEIE I10JIb30BaTeNIbCKUe QUIbTPHI.

LlenTpanu3oBaHHBIE GUIBTPH UCIIOIL3YIOTCSI /IS pa3rpaHUYeHUs ITPaB OOCTYIIa K OTHEIbHLIM 3aIllUCIM
peecTpa OJisi Pa3IuYHBIX T'PYIII I10JIb30BaTEIEH.

l'IpaBmIa ornpeaejIeHus1 IIpaB II0JIb30BaTeJIsi Ha 3allMCh peecTpa

1. st Kakmo¥ 3alicy peecTpa UTOTOBHIHM HabO0P ITpaB MOIb30BaTEeJISI OTPeAenseTCcs Kak 00befuHeHNe

TIpaB Kaxmgoro ¢GuiabTpa (B TOM YKCJIe IIPaB CaMOT0 PEecTpa), eC/ii OMHOBPEMEHHO:
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1. 3amuch yOOBJIETBOPSAET YCIIOBUSAM QUIILTPA;
2. TIOJIb30BaTEIb BXOOUT B IPYIIY, KOTOPOY yCTaHOBJIEHH IpaBa B QUILTPE.

2. TTonmp3oBaTeNbCKUE GUIBTPHI PA00TAIOT TOJIBKO C TEMH 3aIMMHUCSIMHU, KOTOPHIE MOCTYIIHEL II0JIb30BATEITIO
B KOpHE.

3. BHe 3aBUCUMOCTH OT YCTaHOBJIEHHHIX IIPaB Ha PEECTP U PUIbTPEI II0Ib30BATEII0 JOCTYIIHO IIPaBO
“PemakTUpoBaHMue” 3allucel, CO3TaHHbIX UM JTUYHO.

7.2.4.2 TMonb3oBaTtenbCckue PpunbTpbl

711 caMOCTOSATENILHOM HACTPOUKU QUILTPAIMK 3aluceil peecTpa HeoOXommumo mob6aBUThH PUIBTP U
3a7aTh OOHO UJIM HECKOJILKO YCJIOBUH [J1s ToJel GOPMEI peecTpa C HEKOTOPLIMU STAJIOHHEIMY 3HAYEHUSIMU.
OunbTPE CO3JAIOTCSA IPU IIOMOINM KOHTEKCTHOTIO MEHIO HaBuraropa nogmopnyinsa “Peectper”. [ns
PEECTPOB IOCTYIIEH TOJIFKO ITYHKT “I106aBUTL GUIBTP”, KOTOPHIM HoOaBIsIeT QUIILTP IIEPBOTO YPOBHSI.

Ons GuabTpOB peecTpa AOCTYIIHLI CIIEOYIONINE TYHKTHI:

e “IloGaBuTh GUILTP” - HOOABJISIET HOBHIM BIOXKEHHBIN (PUIBTD;
* “PemakTupoBaTh QUILTP” - peNaKTUPYET BhIAEJI€HHBIN QUILTD;
* “Ypanuth GUILTP” - yOansaeT BeIIeleHHBIN QUIbTP.

ITopsimoK COPTUPOBKY DUITETPOB, PACIIONOXKEHHBIX Ha OTHOM YPOBHE HEPapXuU B iIepeBe, OIpeaesieTCs
maToy ux co3manusi. [1pu 3TOM eHTPaIu30BaHHbIE (GUIBLTPH BCETIa PACIIOIOKEHH! BHIIIIE TI0JIb30BaTETbCKUX

B ycrmoBusax GUIbTPAIIAHN CYIIECTBYIOT OBA CI0CO0a CPAaBHEHMS:

° r_IHCHOBbIe (”=", ll<ll’ M>", ll<=ll >=”", u<>u)'

’

7T nou

e CTpokoBhie (“coBmamaeTt”, “He coBIafaeT”’, “ComepKUT”’, “He COImepXKUT”, “HaunHaeTcs ¢”,“"He Ha4YuHaeTCs

c”, “3aKaHyMBaeTCcd Ha”, “He 3aKaHUYMBaeTCcs Ha”).

If several conditions are added to the filter, rules described in them are applied simultaneously (logical
"AND"). Only components listed in "Registry form fields", and only of the following types can be used
in conditions:

¢ One-line input;

e Drop-down list;

* Date/time;

e Options selector;

e Options selector;

* CcrinnKa Ha peecTp;

¢ OOGBEKTH Synergy.

K npumepy, B cucteMe uMeeTcs “PeecTp COTPYOHUKOB” (CM. UJjl. «PeeCcTp COTPYIHUKOB>»), TOE HYKHO
co3maTh GUILTP, KOTOPRIM OyayT oTOOpaXkaThk TOJIBKO COTPYAHUKOB Ha MOJIZKHOCTH Oyxrajarepa.
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Haeurarop & = UL o~
Daiine JonKHocTe CoTpyaHuk
' Ananuruk Carvonganosa . C.
¢ Peectpel &' Tnasaotgena Tonoeux B. A.
OnnaunBaemeli OTMYCK & Texuvueckuid gupekTop Monuaos C. C.
Otnyck 6e3 npegocTasnennn 3apol . ¥ Wikenep Opnoe C. M.
Monyyexue nucema v Byxrantep MycuHa A. K.
MpuKa3 0 KOMaHAWPOBAHMK & [vpexTop no npouseoAcTey Typusa T. J1.
' EByxrantep Bazapos E. W.

PeecTp cOTPYyJHUKOBE

Figure 7.29: Registry of employees

BrigensieM peecTp COTPYOHHKOB M B KOHTEKCTHOM MEHIO BhIOMpaeM IyHKT “Ilo6aBuThk ¢umbTp”. B
dbunvTpe mobarnsiem ycnoBue “JoaxcHocms” codepacum “Byxearmep”.

PepakrvpoBanme pmnbTpa X

Oon#HoCTE v FeecTp GyxrantepoB @
JOnHOCTL ConepwmT ¥ | |ByxranTep il
CoxpaHuTe

Figure 7.30: Creating filter

B co3ganHOM GUILTPEe 0TOOPA3SITCS TONILKO MTOIL30BAaTEIN Ha JOIXKHOCTH Oyxranrepa (cM. uiil. «OUIbTp
OyXTanTepoB»).
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Haeuratop & (=) N
- JonxHocTs CoTpygHuKk
' Byxrantep Mycuna A. K.
.
PeecTphl ' Byxrantep Basapos E. 1.

OnnaunBaemeIn OTMYyCK
OTnyck Bes npegocTasneHna aapot
Monyuexne nucema
MpHKkas 0 KOMaHAWPOBAHUA
2 PeecTp cOTpYQHUKOB

[[| Peectp Gyxrantepos

Figure 7.31: Accountant filter

7.2.5 ®opMynupoBKa 3aMeTKH;

II7151 BRITPY3KY JaHHBIX peecTpa unu GusabTpa o peectpy B datin popmaTa excel, He06OXOOUMO BLIAETUTD
HYXKHBIH peecTp/punbTp, HaxKaTbh KHOIKY OTYETHl ¥ M3 CHMCKa BHIOpATh OYHKT “BeIrpy3uth B Ex-
cel”. Ecnu nonb30BaTeNbCKUX OTYETOB AJI IOAMOMYIS HE HAaCTPOEHO - OTUET «BrIrpy3uTh B Excel»
BBLI3BEIBAETCS Cpa3y XkKe I10 HaXKaTHUIO Ha KHOIIKY OTYETHL.

A B
1 |Acanbekos Mapar Byxrantep
2 |Bopanbaeea Alryne ApxuTekTop
3 [MyxuToEa Anya MNporpammucT
4 |Kanapoea Acua PazpaboTumk
5 |Canapoe KyaHelW CnepaTop-cBA3MCT
6 |CepraavHa Anma [naeHeId Byxrantep
7 |MaxmeTtoea Anua Byxrantep
8 |Cadweea Caman Henonponseogutent
9 |EpHypoea Maxabbat TexHU4YeCKWA QUpeKTOp
10 (Kanuee Epbon Epranmeend  [eHepansHeId gUpekTop

Figure 7.32: File to Excel

7.2.6 Search in registries

Search of information in registries is in the selected registry. The objects of search are:

* registry items;
« files of documents of registry;

 attached files to the registry form file.
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Haeuratop c = 1 ~

Dainel Bee pesynbTatsl (4)
2013 pezy (4}

® Peectpbl 3anucu peectpa (4)
3anBKa Ha BuIAENEHNE JEHERHLIX O = 2013-01-19 18:53 BroxeHHele & 3anucy gadinsi (0)
3anBka Ha onnarty cueTa 2 2013.01-21 01:08 Daiine goxkymenTos (0)
3aneka va TML, =

B2 2013-01-21 01:30 .
OnnauveaemsIA oTIyCK Crarycet:
OTtryck 6ea coxpaHeHuA 3apaboTHo = 2013-07-23 0201 Mogrotosxa
Mony4eHne nucema @ AkTvBHa
MpHKa3 0 KOMaHAMPOBAHHA ~Ynanewa
MpKKa3 o NOBLILEHN OKNaga
Oata cozgaHuA
Mpuka3s o npueme Ha paGoTy
MpKKa3 o PacTOPKEHNM TPYAOBOTO | 26.12.12 - |250113
CnyweGHan aanucka Oarta akTnBaumm
CriyxeGHan 3anucka O KOMaHIWpOos: .
¥ Hog ) 26.12.12 - 250113

Coananve nuceMa
TecTuposaHue Aara yaanenus
LLiraTHoe pacnucaHwe —1/26.12.12 - | 250113
LokymenTsl (1) 11~

o @ =

Figure 7.33: Search

Search results are output broken down by categories according to types of objects found:

All results;

* Registry items;

Files attached to items;
¢ Document files.

TTouCK TPOU3BOAUTCS TOJIBKO IO TEM 3aUCIM, KOTOPHIE JOCTYITHEI TOTb30BATEITIO COTJIACHO HACTPOEHHBIM
IIpaBaM Ha PEeCTp U IeHTPAIU30BaHHbIE (QUIbTPHI.

Search results have additional parameters. If the parameters are changed, results output will be
changed according to settings of these additional parameters:

For registry items:

e "Item status" - preparation/active/deleted;

* Option "Creation date"; not active by default, values "From" and "To":

- "From" - current date minus 30 days;
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- "To" - current date.

» "Activation date" - date range which includes date of receiving "active" status;

* "Deletion date" - date range which includes date of receiving "deleted" status.
For files (of both categories):

« "Item status" - preparation/active/deleted;

* Option "Change date"; not active by default, values "From" and "To":

- "From" - current date minus 30 days;
- "To" - current date.

* "Item activation date" - date range which includes date when the parent item of the file received
"active" status;

* "Item deletion date" - date range which includes date when the parent item of the file received
"deleted" status.

7.3 Documents

The section automates registration of incoming, outgoing and internal documents, also has features
to send and receive e-mails and registry documents, to group registered documents in dossiers, and
to store them according to nomenclature of dossiers:

* Document management control;

¢ Useful document classification;

* Quick multi-parameter search.
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Haewuratop (&) = JDetanu -
daiinsl 5 nena > | [If Apxus sxonswmx nokymenTos 3a 20
Peectpei 28-23-01-13 - BaperucTpuposaHo: 23.01.13
* [oxkymenTs (1) Mucemo na Accoumaunn MeauuwHckux paboTHUKOB &
cTpupoBsan: Axbi a WM.M
LLIsKyprane: (47) anHesnn: Kanues E Cratyc: 3asepuwed
S [fAena (28)
i Apxve BxogawMx aokyMeHTOR 10-18:071-13 - 3apervcTprpeBaHo: 16.01.13
[ ApXHE MCXOGALIMK AOKYMEHTO O NpeanoMeHu KOHCaNTUHIOBbLIX YCIyT 12
) y y 3apervctpuposan: AxGepomesa WM.M Otnucano: Kanves E.J]
[ Apxus BHYTPEHHUX AOKYMEHTO Craryc:  3asepuwen
Bee (164)
9-18-01-13 - ‘BapervcTprpoBaHo: 16.01.13
KomMMmepueckoe NpeanoxeHve oT KNMHUIoBoH KoMnanuM "Bact KnuH" &
3apervctpuposan: AxGepomesa WM.M Otnucano: Kanves E.J]

Cratyc: 3aBeplueH

8-18-01-13 - 3apeructpuposaro: 18.01.13
Kommepueckoe npennoxeHwe oT KOMNbTEPHOM dupmel "MT Xann" &
3apervcTpuposan: Axbepavesa W.M Ornucano: Kanves E.J

Craryc:  BaBeplueH

7-18-01-13 - 3aperdcTprpoBano: 16.01.13
Mpurnawexue Ha cemuHap "CoBpemerHble npofnemMs! nponarasas 30XK" 1 &
3apervcTpuposan: Akbepovesa WM. anves EJ.

Cratyc: 3aseplueH

PKK
Kommepueckoe npeanoxeHye oT KomnsoTepHoi dvpmel "MT Xann®
Kp. cogepm. *
Homep B-18-01-13 fata 1460113
perucTpaumu * |
Tun [nuTensHocTs
OoKyMEHTa - | Bronsume N (pab.aH) *
KoppecnoHoeHT
{opr}
< > KoppecnoHoeHT |AiiTyes AA
DUALTPLI hd FABNAETGA KOHTPONBHbLIM BapervcTprposan ﬁx&ep,ﬂ.meaa
o @ =

Figure 7.34: "Documents" section

B pazgerne «JloKyMeHTHI» )KypPHaIb 0TOOPaXkalTCA TOJIBKO Y COTPYOHUKOB KaH1enspuu. Ponb « COTpygHUK
KaHIleNnapuu» nobasiisgeTcsa afMUHUCTPATOPOM CUCTeMEL. [1omb30BaTeNb C HaHHON POJIbI0 aBTOMaTUYEeCKHU
Iojly4daeT JOCTYH Ha YTeHUe U 3alllCh B XKypHase. B 3aBUCUMOCTH OT HaCTPOeK XKypHasna « COTpyTHUK
KaHIIeNIIpUU» UMeeT IPaBo Ha OTKJIIOHEHNE, pETUCTPAIUIo, pefaKTUPOBaHue OKYMeHTa ¥ Pe3epBUPOBaHNTE
HOMepa B XKypHajax 3JIeKTPOHHOU KaHIensapuil. [Ipu 5ToM UCKII0UYeHa BO3MOXKHOCTbE OMHOBPEMEHHOU
perucTpanuu OgHOTO JOKyMeHTa OBYMS COTPYOIHUKaMU KaHIenapuil. Takke COTPyOHUKY KaHIIEIIPUN
OOCTYITHO pefaKTUpOBaHUe BJIOKEHHBIX (halijIoB 3aperuCTPUPOBAHHBIX TOKYMEHTOB. [IJ11 3TOT0 HOCTAaTOYHO
OTKPHITH OMAJIOT peNaKTUPOBaHMU U H00aBUTh TyZa Gaiiel TU00 OTKPHITE JOKYMEHT [IJId YTeHU U TaM
no6aBUTh HYKHEIE (DalIbL.

7.3.1 Displayed panels

7.3.1.1 Upper panel

ITaHens M03BONAET CHOPMHUPOBATH OTYET, IPOCMOTPETH IeTalu TOKYMEHTAa, TaK¥XKe COMEePKUT ITePeKIodaTe]
MeXK[y CTPaHUIIaMHu IOKYMEHTOB. [IlepeKioyaTellh JOCTYIEeH eCITH BeCh CITMCOK TIOKYMEHTOB HE TTIOMEIIaeTCs
Ha OJHY CTpPaHUIy (KOMTUYECTBO JOKYMEHTOB 6oyee TpupanaTu). [IepekmovaTsCsa MeXOY CTPAHUIIaMHU
MOZKHO TPeMS CIIoco6aMu: Mepexof Ha CIeAyoIy0/IPEeIbIAYITYI0 CTPAHHUIY, IePEeX0 ] Ha ITOCIeTHIO/TIePBY
CTpaHWUILy, Tepexop Ha KOHKPETHYIO CTPAHUILY.




ARTA SYNERGY User Guide 92 /199

IIpuMmeuanue
Ecnu Bech CIIMCOK JOKYMEHTOB ITOMeIlaeTCs Ha OOHY CTaHUIly, ITePeKIioYaTelb He aKTUBEH.

7.3.1.2 BokoBas naHenb (HaBuraTop)

HaBuraTop COmepKUT CIeOYIOIINe 3JIEMEHTHI: KHOIIKY OOHOBUTD, XKYPHAJIbl [OKYMEHTOB, HOMEHKJIaTypPy
menu y3en «Bce». YacTo ucnonb3lyeMble 37IEMEHTH MOKHO 100aBUTh B “M30paHHOe”, BKIIOYUB “3B€3I0YKY”
B IIyTH K HY2KHOMY 371eMeHTy. [/ yoaneHus 3aKjIagKU Hy>KHO BEHIKJTIOYUTh “3Be3104KYy” 160 BEIOpaTh
IIYHKT KOHTEKCTHOTO MEHIO “YOanuTh” U B IOSIBUBIIEMCS IPEOYIIPEKIAI0IIeM COOOIIeHUY ITOATBEPOUTD
merictBue. [1o ymondanuio B CucteMe CyIIeCTBYET 3 OCHOBHBIX BUIA JKyPHAJIOB: BXOASIIMNX, UCXOOAIIUX

U BHYTPEHHUX NOKYMEHTOB.

2KypHasvi. B KypHanax BHyTPEHHUX M BXOOSIINX JOKYMEHTOB, I10 YMOIYaHUI0, COAEPKAaTCs CIIeQylolne
bunsTPEL:

* «Ha perucrpanuu». 3mech HaxX0OATCSI JOKYMEHTHI, 02KUAAQIOINe PerUCcTPaunio (CoOXpaHeHHBIe YePHOBEIE
3alUCHU PETUCTPUPYEMOI'0 MOKyMeHTa) Mub0 co3daHHble COTPYOHUKAMU KaHIIEJITPUH, TIOJIesKallue
perucTpaiuu (ctatyc goKkymMeHTa «Ha peructpaumu»).

» "Execution". Shows documents which are in work by a user ("In work", "Term passing" document
statuses).

¢ «IIpocpouenHbie». Ciofa ITOMagaloT JOKYMEHTHI, CDOK MCIIOTHEHUSI KOTOPBIX UCTEK (CTATyC JOKYMEHTa
«ECTb IIPOCPOYEHHEBIE»).

e "Completed". Shows documents with all works completed (document status "Completed").

* «Ha KOoHTpoJie». 3meck 0TOOPaX)kaioTCsd KOHTPOJIbHEIE OKYMEHTHI (Ha IJIalllKe KOHPOJIbHEIX TIOKYMEHTOB
otoOpazxkaeTcs 3Ha4oK “!”).

B xKypHase uCXOOsIIuX JOKYMEHTOB, II0 YMOJITYaHHI0, comepxkaTcs punbTphl «Ha peructpaium», «3aBepiieH
«Ha kouTpone». PsigoM ¢ KypHanoM, GUIbLTPOM XKyPHAJIOB, IeJIoM 0To0pazKaeTCs CYeTUYNK, YKa3bIBAIOIIHU
KOJIMYEeCTBO TOKYMEHTOB B HUX.

Iena. B menax oro6pazkaeTcst OOIIKUI CIIMCOK HOMEHKIATYPH HOesi, uMelommiicst B Cucrteme. CImcok
IOeJl HacTpauBaeTCs METOLOJIOTOM CUCTEMEL.

All. Shows all documents which a user has dealt with at any time. This root element has the following
subelements:

* My - documents and e-mail messages created by a user;
* Received - documents and e-mail messages received by a user;

° OTHpaBHeHHI:Ie — OOKYMEHTHI X IIOYTOBEIE COOO0IIeHus, OTIIPaBJIEHHBIE HEIIOCPEOCTBEHHO IIOJIb30BaTEJIEM.

HOKYMGHTI)I MOT'yT OBITh IIpencTraBJIEHEBI 160 B TaGIUYHOM, JTHOO B CTPOYHOM BHE. Bun OTO6pa}KeHI/I${
OOKYMEHTOB HaCTPaNWBaE€TCA B HaCTpOfIKaX II0JIB30BaTeJId.

7.3.1.3 Main working area

CopmepzKUT CIIMCOK JOKYMEHTOB B 3aBUCUMOCTH OT BEIOPaHHOT 0 XKypHaia B HaBuratope. Huxe crucka
oToOpaXkaroTCs JeTalu BLIAEJIEeHHOTO0 MOKYMEeHTa, B KOTOPpoM MOKHO mpocMmotpeTh PKK, ®aiinel, Xon
BBITIOJTHEHUS U M3MeHeHUs B MOKyMeHTe (KHOIKa «[leTaln» pacKphlBaeT HUKHUIO ITaHEIb).

B TabnmuuyHOM IpencTaBlIeHWM MTOKYMEHTOB (cM. uil. «2KypHan BXOOsIIed KOPPeCIOHOEHIINMU»), B
OTNIN4Y¥e OT CTPOYHOTO IIPELCTaBIeHUS, HOCTYIIHO U3MEeHeHNe COPTHUPOBKU IIPSAMO B Tabnune, a He
B ¢dunbTpe. Kpome TOro, AOCTyIIHaA BO3MOZKHOCTb OTKITIOUEHMSI OTOOpaxKeHUs HEKOTOPHIX CTOJIOIIOB
TabIUIILI, @ TaKXKe U3MEHEeHUs UX MopsAnKa cienoBaHus. ComepKuUMoe MOoaMeHIo yHKTa “CTon0us”
o000t HoOwl AepeBa “2KypHambl”:
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* Peectp

* Pe3sommonus

* KOHTDPONBHLIM

* B niporpecce

e BpakoBaHHBIN

* BrnoxeHus

* Homep

* ITaTa perucrpauuu

* KpaTkoe comepxKaHue
* Cratyc

* ABTOD

* KoppecnoHOeHT

e KoppecnoHneHT (0pr)
* 3aperucTtpupoBan

e OTnucaso (110 yMoI4aHHUIO)
e Ha ucnonueHuu

TOYHEIM CIIMCOK 3aBUCHUT OT IIPOCMATPHUBAEMOI'0 KypHaJla, €ero TUIIOB JOKYMEHTOB U HACTPOEK KaPTOYKH.
s gen u acex OOKYMEHTOB 3TOT CIIMCOK HEM3MEHIEM.

[I7151 aBTOPU30BAHHOTO ITOJIL30BATEJISI COXPAHSIIOTCS BCE BRHIIIIEONMCAHHBIE N3MEHEHUS B TaOInIle, BKIIOYas
“3MeHEeHVe IITUPUHEL CTONOI0B. IIpu 3TOM BCce n3MeHEHHBIE HaCTPOUKYU TabIUITEI MOKHO BEPHYTH O
3Ha4YeHUH II0 YMOIT4YaHHUIO.

HeﬁCTBHH Hag OOKYMEHTaMHt B CTPOYHOM U TaGIMIHOM nIpeacTaBjI€eHUAX HUYEM He OTJIMYal0TCs.

7.3.1.4 Search filter
Search filter is in the left bottom corner. By clicking arrow next to filter name its control elements are

shown: list of terms, selection fields, inputs for start and finish dates and their display.

DOUALTPLI >

Bce v

Figure 7.35: Search filter

7.3.1.5 Information search

TTouck I/IH(I)OpMaI_[I/II/I B JOKYMEHTaX OCYIIIEeCTBJIAETCA KakK B 2KyPHaJlaX U [IejiaX, TaK U BO 8CeX OOKYMEHTaX.
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HacTpoiim

Haeuratop c =

Dainel
Peectpbi

® [okyMeHThI _
O npegocTasneHuy cnopTMBHOIO 3ana AN\ COPeBHOBaHWA
B [ #ypHans (8)
| L|BHyTpeHHue nokymenTe! (6)
Bxogsawme aokymeHTs (2
LLBxonaune poky @ Cepreetiko Bnagumup, 3asenexve o npegocTasnedni oTnycka
[| ypran asTopeructpavyn
|| IMcxonawme aokymenTs:
[LJC aanperamu otnpasku, peaor 4-14-10-15 - Abppewen N.C.
® [ fena

Bee (90)

CnyxeBHana 3anvcka Ha NpHoGpeTeHNA HOBLIX Kpecen
3apervcTpuposan: AGgpeleH N.C
Ha wcnonHexnu: Cnenakos HM.A.
3-16-10-15 - ABapelued I1.C.
[expeTHbli oTnyck oT Bacunbeson
3apervcTprposan: ASapewes N.C

Ha nenonkennn: Banmues P.T.

1-15-10-15 - ABapeweH .C.

Oetann

&

Cratyc: Ha peructpaymm

&

Cratyc: Ha perucTpauuu

3aperucTpupopano: 14.10.15
&

OTnucaHo: Cenakos M.,

Cratyc: EcTe NPOCPOYEHHEIE

3apeructpuposado: 16.10.15
&

OTnucaHo: Cnenakos M.,
Craryc EcTb NpocpoyeHHbIe

3apeructpuposaHo: 15.10.15

B cBA3u C NPOM3BOACTBEHHOM HEOBX0AMMOCTEIO Npocsba paspelunTs Boixod Ha paboTy B B &

3apervcTpuposan: ASapewe 1.C
Ha wononexnn: Abapewex 11.C

2-15-10-15 - ABapeweH .C.

OTnucaxo: Abapewes N.C.
Cratyc: EcTb NpocpoyeHHble

3apeructpuposaHo: 15.10.15

3anBnexue Ha NpuBneYeHne COTPYOHMKOB APYTMX OTAENOB K Y4acTUio B BhiCTaske &

3apervcTpuposan: ASapewe N.C
Ha wcnonxexnw: Bobpoa C.E

< >

DUALTPBI v

o5

()

OTnucaxo: Abapewes N.C.
Cratyc: EcTb NpocpoyeHHble

Figure 7.36: Search

[Ipumeuanwue:

I(a'reropuu nouvcka

Bce pesynsTatsl (6)
Haomep (0) +
3nemeHT 1 -int(0)
3nemenHT 2 -
supErca]ifrag_,\'lisucexpia&jociously huuge
counter (0}
Homep ncx (0)
KpaTrkoe copepxaHue (6)
AsTop (1)
3apeructpuposan (0)
WcnonHuTens (2)
Twn gokymenTa (6)

Aon. nona kaprouku (0)

CTaTyc AOKYMeHTa

Bce gokymeHTb! (6)
Toneko saperucTpyuposadHele (4) 77

Tonkko HezaperucTpUpoBaHHble (2)

Twun coBnageHusa

Bce (6)

Toneko nonHoe coBnageHue (0)

CopTupoeka

Mo peneBaHTHOCTH
Mo gate perncTpauun
Mo Homepy

Mo anementy 1 - int

Mo anemeHTy 2 -
supercalifragilisticexpialidociously huuge
counter o

@

)
%

ITycTo# mOMCKOBHIM 3aITPOC He BO3BpalIllaeT pe3yIbTaTOB II0MCKa. B TakoM cimydae oToOpaxKaeTcs

Hafamnuch “BBeauTe CTPOKY OJIs ITOMCKaA”.

Brimaua pe3ynbTaToB IOMCKA pa3bUBaeTCs Ha CIEOyIoNre KaTeroOpuu:

¢ Number;

* CIIMCOK OUHaAMU4eCKU GOPMHUPYEMBIX ITYHKTOB;
* Homep (ucx);

* KpaTkoe comepzKaHUE;
* KoppecrnoHOeHT (opr);
* KoppecCcnoHOeHT;

¢ Author;

e 3aperucTpupoBar;

* HICIIOTHUTEND;

e Tun mOKyMeHTa;

e Jlom. mosss KapTOYKH.
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TOYHEBIM CIIMCOK 3aBUCHUT OT IIPOCMATPHUBAEMOTI' O 2KyPHaJla, €Tr0 TUIIOB JOKYMEHTOB 1 HACTPOEK KAaPTO4YKH.
g gen u acex OOKYMEHTOB 3TOT CIIMCOK HEHU3MEHsAEM.

Brimada pe3y/bTaToOB IIOKMCKA COOEPKUT TaKXKe IOIOJIHUTE IbHEIE ONIIUYU. [IpU n3MeHeHUU 3TUX OIIIUU
pe3ynbTaTh ITorCcKa OyaeT CKOPPEKTUPOBAHEI COTIaCHO COOTBETCTBHUIO ITapaMeTpaM 3TUX MOIOITHUTEITbHBIX
OIIITUM:

e CTaTyc OOKyMeHTa

- “Bce mOKyMeHTHl” - 3apETUCTPUPOBAaHHEIE ¥ HE3aPETUCTPUPOBAHHEIE JOKYMEHTEI;
- “TonbKO He3aperuCTpUpPOBaHHLIE”;
- “TonbKO 3aperucTpupoBaHHBIE”.

e Tum coBnameHUsa

- “Bce” - DOKyMEHTHI C IOJIHEIM, a TaKXKe YaCTUYHEIM COBIIafeHUEM pe3yJibTaTa 3a1poca;
- “TonpKO OJIHOE COBHameHue” - TOKYMEHTEHI C IIOJIHEIM COBIaJeHNeM pe3yibTaTa 3alpoca.

e COpTHpPOBKA - OIIpeeisieT COPTUPOBKY HalIEHHLIX PE3Y/IbTATOB IIOMCKOBOTO 3ampoca

- Ilo peneBaHTHOCTH (110 YOBIBAHUIO);

- Ilo maTe peructpanuu (1o yOEIBAaHUIO);

- ITo HOMeDY (110 BO3pacTaHuio);

- II0 AUHAMHUYECKHU (POPMHUPYEMBIM ITYHKTaM (110 YORIBAHUIO);
- Ilo KkpaTKOMy comepzKaHUIO (110 BO3pPaCTaHUIO);

- Ilo aBTOPY (IO BO3pacTaHUIO);

- Ilo 3apeructpupoBasBiieMy (110 BO3pacCTaHUIO);

- Ilo ucmonuuTemio (10 BO3pacTaHUIO).

» I'pynnupoBKa pe3yIbTaTOB - ONIPEHeiseT TUII COPTUPOBKU HOKYMEHTOB C yUeTOM UX cTaTyca

- Bes rpynnupoBky;
- CHayasa He3aperucTpupoBaHHEIE.

ITonb30BaTENIb MOXKET CAMOCTOSATEILHO YCTAHOBHUTH OIIIINHU I10 YMOJIYAaHHUIO. Psamom ¢ TakuMu KaTeropusamMun
1 OIIIKAMHAU 0T06pa}KaeTCH 2KeJlTad 3Be3a.

7.3.2 Chancery document logs

Bce XypHalb 1 MalKu 3JIEKTPOHHOMN KaHIIeJITPUH 0TOOpazKaloTCsA cjieBa B OKHe HaBuraropa. HoBwie
MamKy, JKypHAaJIbl B 3JIEKTPOHHYIO KaHIIeISIPUIO TaKKe J0OaBASIOTCS METOIOIOIOM CHCTEMEI IT0 HEOOXO0TUMOC
CamMu mOKYMEHTHI, COOepzKallliecs B 9THUX ITallKax M XypHajaxX, 0oTo0paXxKaiTcs B OCHOBHOU pabouei
o6mactu. ITo ymonmuaHuio B CHCTEME CYIIECTBYIOT 3 OCHOBHBIX BUA XKYPHAJIOB: BXOOSIINX, UCXOMSIIINX

¥ BHYTPEHHUX HOKYMEHTOB. ITpu HEOGXOOMMOCTH Yepe3 KOHPUTYPaTop BO3MOXKHO CO3MaHue OPYTHUX
TUIIOB XYypHai0B. HuKe KypHaJIOB B HABUTATOPE PACIIOJIOKEHH fiefia. [lejla Tak¥kKe CO30al0TCS MEeTOIOJIOTON
CHCTEMHI IT0 HeOOXOOUMOCTH COTrJIAaCHO HOMEHKJIaType Iell.

Co3pmaHue U perucrpanusi JOKyMEeHTOB U3 BHIIIEIIEPEYUCIIEHHEIX XKYPHAI0B IIPOUCXOOUT C IIOMOIIBIO
MacTepa PeTUCTpalluy JOKYMEeHTOB. [IJIs OKHa MacTepa peTuCcTPallui HOCTyITHA QYHKIIMS CBOPaYUBaHUSI,
TIPY 9TOM OTKPHITO MOKET OBITh THIIIh OMHO OKHO. [1pK HaJIMYWK CBEPHYTOr'0 OKHA MacTepa U MOCJIEQYIOIeM
OTKPBITUM HE3APETUCTPUPOBAHHOT0 JOKYMEHTA HAHHBIN JOKYMEHT OyAEeT OTKPHIBATHCS B PEIKUME MTPOCMOT:
B To e BpeMs1, IpK HATUYWUY CBEPHYTOT'0 OKHA U Ha’KaTUX Ha KHONKY “Co37aTh” JaHHOE OKHO Pa3BEPHETCH.
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7.3.2.1 Incoming letters journal

KypHarn Bxoasiei KOPppeCIOHAEHIINY UCIIONb3yEeTCS OIS PETUCTPALIUM JOKYMEHTOB, IOCTYIIUBIINUX OT
CTOPOHHUX OpraHu3aIui. s KaXXOoro XXypHasia 1 GuiIbTpa Bo3Jie Ha3BaHUs 0TOOpaxKaeTCs CIEeTIYUK
(konmu4yecTBO) MOKYMEHTOB (cM. uiji. «2KypHas BXOIOAIIeN KOPPECIOHIEeHITUM»).

Mowck... HacTpoiiki
Hasuratop C =] JDetanu w2~ » | M
Daiinbl L seyprianss > | L] Bropsuwme gokymenti w
Peectphl

. nquBHTbI (1} MSBBU_LEHMG 0 npeaocTaBneHuKu 6yxramepc>(nx yonyr P

Craryc: Ha pervcTpaumm

B [ Kyprane: (47)
| LIBHyTpeHHue nokymerTs! (8)
O ————— O npefocTaeneHy CNOpPTMBHOD 3ana Ansa COPeBHOBaHMIA &
i Ha perncTpaumm (3)

[ Ha ucnonkerum (4)

Craryc Ha perucTpauyun

[ NMpocpoyeHksie (1) O cornacuu NpeaAcCcTaBNeHuH yenyr &
[ 3apepwenHbie (24) Cratyc: Ha pervcTpayum
A Ha xonTpone(...)
27-24-01-13 - :
L,,JMCXQD,HU.ME AoKkyMEHTE (8) BapervcTpuposano: 24.01.13
" O npegocTaBneHuy cnopTMBHOIO 3ana
% 0ena (28) pen P &
3apervctpuposan: AxGepomesa WM.M Otnucano: Kanves E.J]
Bcee (164) Ha vcnontexnn: Kanues E. [l Cratyc Ha vononxesum
26-24-01-13 - 3aperucTprposano: 24.01.13
O coTpyaHuyecTee &
3apervctpuposan: AxGepomesa WM.M Omnmcaxo: Epranues AB
Ha ucnonHexu: Epranies A.B. CTatyc:  Ha MGNOMHeHUA
28-23-01-13 - 3aperucTprposano: 23.01.13
Mucemao 13 Accoumau MeauuwHckux paboTHUKOB &
3apervctpuposan: AxGepomesa WM.M
Ha ucnonkexu: Kanves E.J1. Cratyc: 3aBeplued
25-22-01-13 - 3aperucTpuposano: 22.01.13
O npoxoxaeHnun KoHtepeHuuy B r.Mockee L1 2
3apervctpuposan: Axbepavesa W.M Ortnwcano: Kanves E.J]
Ha ucnonHexun: Abpamos E.T" Cratyc: ECTe NpocpodeHHsle
24-22-01-13 - 3aperucTpuposano: 22.01.13
MpurnaleHwe cTaTs KIOPKU MapaddoHa &
3apervcTpuposan: Axbepavesa M.M. OTnicano: Kanves EJL

Cratyc: 3aseplueH

DUNLTPEI W 23-22-01-13 - 3aperucTprpoBaHo: 22.01.13

o ®

»

Figure 7.37: 2KypHan BXofsiiel KOPPeCIOHAeHIINY (CTPOYHBIN BU)
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Mowuek... Hactpoiiia
Haeuratop c = Hevanu 1z~ k| M
e daiinkl L seyprane > | [ Bxonmuwme pokymente k4
® Peectpu & ! O B &  Homep Mara peructpal | Kparkoe cogepxaHue Cratyc KoppecnongeH
® [oxymeHtsi (1) M3BelleHWe 0 NpeaocTaBNEHNN Gyxrant 4
&2 Ha peructpayum
 [Uyprans: (47) epCKnX yonyr

| LIBHyTpeHHue nokymenTs! (8) 0 npepocTagneH CNOPTUBHOTO 3aNa A

2 ~ Ha peructpayuu
© [||Bxonawue AokymenTs (31) NA COPEBHOBaHWiA
i Ha perncTpaumm (3) &2 O cornacv npejocTaBneHni yomyr Ha peructpayum
5 Ha ucnonnenm (4) & 27-2401-13 24.01.13 0 npejocTaBneHu CNopTMBHOTO 3a1a Ha ucnonHeHmu
6 Mpocposentsie (1) &2 26-24-01-13 24.01.13 O coTpygHU4ecTBe Ha ucnonHeHnm
[ 3aBepiweHHLie (24)
MucsMo U3 AccoLmaLum MegWLMHCKIX
[fi Ha kowTpone(...) & 28-23-01-13 23.01.13 - 3aBepleH
[ Mcxopsume nokymere (8) paboTHIKkos
0 npoxoxaeHun KoHdepeHLu B r.Moc
[0ena (28) 2 | & 25-22-01-13 22.01.13 e e Npocpouen
Bee (164) KBe
&2 24-22-01-13 22.01.13 MpurnaweHue cTaTe X0pKU MapagoHa 3aBeplueH
MpurnalleHue Ha ceMUHap B LUKONe-TH
! & 23-22:0113 22.01.13 3aBeplueH

MHa3HK Ne3
MNpurnaileHve Ha koHdpepeHLUio "CoBp

& 22:221-01-13 21.01.13 3aBeplieH
eMeHHbIe Npo6nemel nponaraHgsl 30X

O cornacm NpUHATE Y4acTUe B CEMWHA

&2 21-21-01-13 21.01.13 3aBeplueH
pe
MpuUrnalleHue Ha y4acTe B BbICTaBke
&P 20-21-01-13 21.01.13 3aBeplueH
"Cnopt"
MpoekT goroBopa ¢ YHUBEPCUTET ACTaH
! 2 19-21-01-13 21.01.13 3aBeplueH
a
Jorosop ot AO "MeguLMHCKan akagemi
&P 18-18-01-13 18.01.13 ) 3aBeplueH
a
MpeanoxeHne OT NOCTABLLMKA OPT.TEXH
&P 16-18-01-13 18.01.13 3aBeplueH
WKy "Elit IT"
Mo3gpaBneHus oT gupekTopa TOO "Pagy
&P 15-18-01-13 18.01.13 . 3aBeplueH =
DUALTPBI v 7 L o
ay ®F

Figure 7.38: XKypHan Bxomsiel KOppeCHoHaAeHINN (TabIuIHBIN BUT)

s peruCTpanumny BXOoOdIero 10KyMeHTa B JaHHOM XypHaJie H606XO)II/IMO HaXaTh KHOIIKY «Co3maTe»
Ha BerHeﬁ aHeJu ciieBa. B OTKpBIBI.HGfICH KapTO4YKe BXOOsIIero JOKyMeHTa HeO6X0)II/IMO 3aIllOJIHUTh
I10JId, ITIOKa3aHHbBIE Ha HUIIII. <<KapTqua BXOOAIIEro OOKyMEeHTa»:
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Lar 1: KapTouka — X
Kp. copepm. *
. Hata
Homep {in}-{dd}-{MM}-{yy} pervcrpaum * | 260115 :)
Twn AnuTensHOCTE
OOKyMeHTa « | BropAume k. A (pab.gH) *
KoppecnoHpeHT
(opr)
KoppecnoHpeHT

~ | FAenseTcA KOHTPOMLHLIM

Homep ucx. Oata vcx. BH
OcHosanve s
Cnucats B e |

Oanee CoxpaHuTe  3apervcTpuypoBate

Figure 7.39: Incoming document card

KapTO‘-IKa BXOOALIETr0 OOKYMEHTA MOXKEeT COOep2KaThb:

¢ KpPaTKoOe comepzKaHue NOKYMEHTa;
¢ HOMEDP OOKYMEHTa,;

¢ OaTa perucrpanuu JOKyMEHTa;

¢ THII IOKYMEHTaQ;

* [aTa 3aBeplleHus Tu60 AJIUTEILHOCTD UCIIOTHEHUS MOKyMeHTa (BO3MOKHEI BAPpHUaHT KakK B pabouux,
TaK ¥ B KaJleHOapHbIX OHAX);

* KOPPECHOHMeHT(0PT) U KOPPECIOHEHT;

* rajJIouYKy B COOTBETCTBYIOIIEM ITOJIE€, ECITH JOKYMEHT SIBIIIETCS KOHTPOIbHBIM;
¢ HOMEP HCX;

e HaTa HuCX;

* OCHOBaHWUE;

* mtosie «CmxcaTh B» OIS CIIMCAHUSA OOKyMEHTa B BbI6paHHbIﬁ pa3nesl HOMEHKIIATyPEI OeJl I1I0CJIe €ro
HCIIOJIHEHUSA (HYTGM Bb160pa IIallKu, Kyaa OOJI2KeH OBITH CIIMCAH OOKYMEHT IIO0CJIe I/ICHOHHeHI/Iﬂ).
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Hena X

001 - Apxds BXOORWHX OoKYMEeHToR 3a 2013 rog
D02 - ApxUE HCKOOAWMY O0KYMEHToS 3a 2013 rog
003 - Apxds BHYTREHHAY O0KYMeHTE 33 2013 rog

| MNpHUHATE | | OTMeHa |

Figure 7.40: Case selection dialog

HaxaTreM KHOIIKM «/[asnee» OTKPHIBAETCS BTOPOU IIar MacTtepa: “®@aunnl”.
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Llar 2: ©ains - X
C KoMnbHTEPa M3 xpaHunuwa CKaHWpoBaTh
MNpunoxeHuA
MNpoune
Hazap Oanee CoxpaHuTe  3apervcTpuypoBate

Figure 7.41: Attaching files

B aTOM OKHE eCTh BO3MOXKHOCTD IIPUKPENUTE (paiinn u3 KOMIIbIOTEPa, U3 XpPaHUJIHIIA (3aperucTPUPOBaHHBIN
OOKYMEHT B 3JIEKTPOHHOM BI/IJIe) ubo CKAQHUPOBATHL NOKYMEHT.

[TpuMeyaHme: TPOIECC CKAHWPOBAHUS aHAJIOTHYEH TaKOBOMY B IIOTOKaxX PadoT (CM. HIII.
«CKaHUpOBaHUE IOKYMEHTa B MOJTb30BaTEIECKOM areHTe»).

IMocne npukpennenus ¢aiina, HaxkUMaeM «/]dsee», IePexoguM K BEIOOPY UCIIOTHUTEIS M MapIIpyTa.
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Lar 3: MicnonHWTENW 1 MapLUpYT .
OnpegenwmTe MCNONHWTENA n
CchopMMpoBaTL MapLIpyT
4+  MapuwpyT He BeibpaH v &
Hazan Coxpaxute  3apervcTpupoBate

Figure 7.42: Selection of executor and route

Ecnu n3BeCTHO, KaKOoi MapIIpyT OyoeT COOTBETCTBOBATH ABUKEHUIO JOKYMEHTa BHYTPU OpPraHMU3alluH,

TO TYT K€ MOKHO yKa3aTh IU00 Co34aTh MapUIPYT [AJiS 9TOT0 fOKyMeHTa. ITocye BBoa BceX He00OXOOUMEBIX
OaHHBIX OJIST COXpaHEeHUs JOKYMEeHTa B XKypHaJsie 6e3 IPUCBOEHUS PEeruCTPAIMOHHOTO HOMepa CIIyXKUT
KHOTIKa «COXpaHUTh», OJId PETUCTPAIIUY - KHOIIKA «3apeTrucTpupoBaTh». I1pu coOMI0neHuY BCEX YCIIOBUM
PErucTpanmy 10OKyMEeHTad, aBTOMATU4Y€CKU I10SBJISAETCA CHCTEMHBIN KOMMeHTapI/IfI <<J:[OKYMeHT 3apPEeTucTpPUp(
3a HOMEPOM Ne...».

IIpumeuanue

YToO6bI yKa3aTh MapUIPYT ABUKEHUS HOKYMEHTa, He00X0OMMO MapuIpyT fo6aBUTh B « U36paHHOE».
IMogpo6Hee: HacTpoiika MapIiipyToB. KpoMe TOro, B JaHHOM CITHCKE BO3MOXKEH IIpeqHaCTPOEeHHBIN
CIIKCOK I11a0JIOHOB MAIIPyTOB, B 3aBUCUMOCTH OT HACTPOEK THUIIa IOKyMeHTa B KoHuryparope.

IIpuMmeuanue

ITpu onpenesieHHBIX HACTPOMKaX TUIIA JOKyMeHTa B KoHpUrypaTtope nosaBiIsseTcs BO3MOKHOCTD
BBOJIa KOMMEHTaPU s IIPU perucTpaluuu oKyMeHTa. BBeeHHBI KOMMeHTapuil oTobpaxkaeTcs
B XO7le BEIIIOJTHEHUS HOKyMEHTa.
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When registrying a document in the journal of incoming correspondence, a work is automatically
created for a assignee executor in lists of workflows with an attached file from incoming letter. In this
letter number and name of document are displayed in the work title.

When registrying draft internal document in incoming correspondence journal (setting document type
as "Internal"), in workflow for assignee executor work appears in form of draft document. Upon receipt
of a registered project document, the assignee executor is able to see information in the document
record: name, number, a summary of the document, date of registration, type of journal in which the
document is registered, type of the document, full name of sender, dictionary number and date.

7.3.2.2 Outgoing letter journal

Outgoing letter journal is used to register documents which are intended to be sent to third companies.

Haeuratop c = Hevanu 1~
daiinsl L seyprane > | [ Mcxonsume poxyments
Peectphi 7-24-01-13 - 3apervcTprposaro: 24.01.13

® NoxymeHTsi (1)

B || Xyprane: (47)
| LIBHyTpeHHue nokymenTs! (8)
|| IBxogAwwme aokymerTsl (31)
[ Mexonaume nokymenTr (8)

[ 0ena (28)

Bee (164)

OB 0KazaHWK CoOAEHCTBMA

3apervctpuposan: AxGepomesa MM

8-21-01-13 -
Mpoceba npenocTasuTe NOMOLLL

3apervctpuposan: AxGepomesa MM

6-21-01-13 -
I'IernaLueHme Ha npoBefeHWe ceMuHapa

3apervctpuposan: Axbepavesa W.M

5-18-01-13 -
0O cosnanuw oBwecTsa "30X"

3apervcTpuposan: AxGepamesa .M.

4-18-01-13 -
r-#e [JuHapa AzamaToBHe. Tema: opraHM3aumns BeTpeyun r-Ha O'Huna

3apervcTpuposan: AxGepamesa .M.

3-18-01-13 -
r-Hy BekeTy ManaTosudy. Tema: BHeApeHUe COTPYAHWKOB LLEHTpa AnA cfopa MHOopMaLmu.

3apervcTpuposan: AxGepamesa .M.

2-18-01-13 -
r-we Alxan EpSonosHe. Tema: 06MeH ONbITOM MeXAY COTPYAHUKAMK

3aperveTpuposan: AxSepamesa WM.

&

Cratyc: 3aseplueH

‘BapervcTprpoBaHo: 21.01.13

&

Cratyc: 3aseplueH

‘BapervcTprpoBaHo: 21.01.13

&

Cratyc: 3aseplueH

3aperveTprpoBaHo: 16.01.13

T &
Cratyc: 3aseplueH

3aperucTprpoBaHo: 16.01.13

T &
Cratyc: 3aseplued

3aperucTprpoBaHo: 16.01.13

&

Cratyc: 3aseplued

3aperucTprpoBaHo: 16.01.13

&

Cratyc: 3aseplued

1-18-01-13 - Bapeructpuposato: 18.01.13
HOpwucTy ropoackei GoneHuusl Net. Tema: OTnpaBka AOKYMEHTOB 1.2
OHUALTPBI v )
3apervcTonposan: AxGepovesa M.M.
& ® 7

If a user registries incoming document the card is filled in with the following data:

Figure 7.43: Outgoing letter journal
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Lar 1: KapTouka — X

Kp. copepm. *

arta
Homep {out}-{dd}-{MM}-{yy} pemmpgum . 1250113 | BH

Twn

[OOKYMeHTa
KoppecnoHpeHT
(opr)

KoppecnoHpeHT

« | MicRonsumiE v

ABTOpD Kanwues E.[.
| HenseTcA KOHTRONBHLIM

OcHoBaHue ven

Cnucars B e |

Oanee CoxpaHuTe  3apervcTpuypoBate

Figure 7.44: Incoming document card

IIpumeuanue
Third step of wizard "Selection of executor and route" in the journal are absent.

All other actions are similar to journal of incoming documents.

7.3.2.3 Internal document journal

KypHasn BHYTPEHHUX OJOKYMEHTOB CO3[aH OJIs PerucTrpanuy JOKyMeHTOB, KOTOPEIE IpefHa3Ha4YeHEbl
o1t oOMeHa BHYTPU OPTaHU3alMU MEKAY eT0 IoAapas3feneHusMu. [[JOKyMeHTH BHYTPY JaHHOT 0 XKypHaJsia
KJIaCCU(PUIIMPYIOTCSA 10 (PUIbTPaM, aHAJIOTUUYHBEIM KYypHaJly BXOHAIIEN KOPpPeCHOHOeHIuM (CM. HJII.
«2KypHan BHYTPEHHUX JOKYMEHTOB»).
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Haeuratop c = Hevanu i~
dainbl LU meyprians: > | L] Buytpenhue nokymente: k4
Peectpbi
. nﬂl(yMEHTbl (1} O BeiNnarte KOMMEeHCaLMH 38 HEWCNONB30BAHHEIM TDYADBOW OTNYCK &
Cratyc: Ha perveTpayum
B [ Kyprans (47)
| L|BHyTpeHHue nokymeHTe! (8) 7-22-01-13 - AxBepnvesa M.M. 3apervcTprposano: 22.01.13
[ Bxonawume aokymerTsl (31) O BLINNaTe KOMNEHCALMM 38 HEVCNONB30BAHHLIA TPYADBOA OTNYCK &
3apervcTpuposan: Axbepauesa WM. Otnicaxo: Kanves E[l.

|| IMexoaawme aokymenTe: (8)
[ ena (28)

Cratyc: 3asepiueH

Boe (164) 6-21-01-13 - Akbepauesa M.M. B3aperucTpuposanro: 21.01.13
3anABneHve Ha NPUBNEYEHNE COTPYOHWKOB OPYTWX OTAENOB K Y4aCcTWI0 B BLICTaBKe &
3apervctpuposan: Axbepovesa WM Otnucano: Kanwes E.J]
Ha wononexnn: Epperon A, Craryc: EcTe npocpoderHbie

5-18-50-13 - AxGepauesa .M. 3aperucTpuposano: 18.01.13
Mokynka Kaccosoro annapar w Weada 4NA QoKYMeHTaUMK &
3apervctpuposan: Axbepouesa WM.

Cratyc: 3aBepled

4-18-48-13 - AxGepavesa U.M. BapervcTpuposaHo: 18.01.13
CnyxebHas sanvcka Ha NproBGpeTeHuA HOBbIX Kpecen @
3apervctpuposan: AxGepomesa MM Ornucano: Kanwes E.J1

Cratyc: 3aseplueH

PKK
K ToKyMKa KACCOBOTD AMNAPAT W LKAChA ANA [OKYMEHTALIMA
p.
copepx. ¢
Harta
Homep 5-18-50-13 perucTpaLy * 18.01.13
Twn AnuTensHocTe
AoKymeHTa * Bryrpenuit A (pab.oH) * o
AsTop AxBepouesa .M.
FABNRETCH KOHTPOMNBHLIM BaperucTpupoBsan ﬁmﬁepﬂ.weaa
OcHoeaHue
[Jeno 003 - ApXUB BHYTPEHHUX 10KYME Cp. xp. B rogax: 5

DUALTPBI v

&)
1)))

e

Figure 7.45: Internal document journal

When registrying internal documents the card is filled with the following data:
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Lar 1: KapTouka — X

Kp.
COOSpH. *

: Oata "
Homep {int}-{dd}-{MM}-{yy} e i 25.01.13 Ed
Twn . AnuTenLHOCTE
JokymeHTa BHYTpeHUA k. 4 (pab.oH)} *
ABTOp Kanwes E.[.

| HBnReTcA KOHTPOMNBHEIM
OcHosanve s
Cnucats B I, ™

Oanee CoxpaHuTe  3apervcTpuypoBate

Figure 7.46: Internal document card

All other actions are similar to journal of incoming documents.

7.3.2.4 Actions with chancery documents

7.3.2.4.1 Registration of documents

Pazgen «JOKyMEeHTHI» OOJIKEH IT03BOJISITh PETUCTPAIINIO JOKYMEHTOB B BLIOPAaHOM XKypHAaJsle C 3all0JIHeHUEeM
PETHUCTPAIIMOHHO-KOHTPOIEHOM KapTOYKH, IPUKPEIIJIEHUeM BJIOKEHUH 1 YKa3aHUueM UCIIOTHUTES TOKyMeH
CymiecTByeT ABa BHUa PErUCTPAIUH MOKYMEHTA: PETUCTPUPYETCS HOBBIM MOKYMEHT; PErUCTPUPYETCS
OOKYMEHT CO3aHHBIM I10Ib30BaTeJIEM U OTIIPABJIeHHEIHN Ha perucTtpanuio (ITogpobGHee onrcaHo B CIeAYIOIIe!
pasgene).

7.3.2.4.2 Automatic document registration

B xypHanax goCTyIIHa ONIIUS aBTOMAaTHYeCKOM PETUCTPAIIUY HOKYMEHTOB IIPU yCTAHOBIIEHUH COOTBETCTBYIO!
HaCTpPOeK B KOHGpUrypaTope. IIpu Hanuyuy TaKUX HaCTPOEK JTI000 IMOIb30BaTE b CaM MOXKET 3aPETUCTPUPO
OOKYMEHT B JXKypHaJle 3JIeKTPOHHOM KaHIEJIIPUU, eCIU COOJIIOEeHBl BCe yCIoBusA. Ecnu ycioBus He
COOJTIOOEHEI, TO 3TAl PETrUCTPAIIMY 3aBEPIIUTCS TYT K€ C YKa3aHUEM IMPUYMHEL OTKa3a.
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7.3.2.4.3 MynbTuBLIOOP AOKYMEHTOB

B xXypHanax qOCTyIeH MHOXKECTBEHHBIM BEHIOOD MOKYMEHTOB Ha CTPaHUIIE, UCTIOMb3ys coueTtanus Ctri+Left
Mouse Click nu6o Shift+Left Mouse Click.

K BrIIEIEHHOM I'PyIIIIe MOTYT OBITH IPUMEHEHH! e CTBUSI KOHTEKCTHOT'O MEHIO IOKYMEHTOB, [JII KOTOPBIX
MMeeT CMBICTT 00paboTKa HECKOIbKUX JOKYMEHTOB:

e [lo6baBuTb Ha KOHTpoNnb /CHATb C KOHTponA

e MoMeTUTb Kak OpakoBaHHbIM / YOpaTb NoMeTKy OpaKoBaHHbIN
* Cnucartb. ..

e KonuposaTb B NIM4HOE pHeno...

7.3.2.4.4 Editing document

715 pemakKTUPOBaHUS MOKYMEHTa HY2KHO BbI3BaTh MacTepa PerucTpamuu. [IjIsi 3TOro Hy?KHO BEI3BATh
KOHTEKCTHOE MEHIO Ha HYKHOM JOKYMEHTe, U BeIOpaTh IIYHKT «M3MeHUTh» MO0 OBOMHEIM MIETYKOM
0 JOKyMEeHTy. IIpuW 3TOM, eciiu yXKe OTKPBIT XOTsI Obl OOWH MacCTep PETHCTPAIlUM, TO B MEHIO BCEeX
OCTaIbHBEIX MOKYMEHTOB IaHHBIHM ITYHKT OyHIeT HEeOCTYIIEH.

7.3.2.4.5 Control document

[JOKyMeHTy MOXKHO yCTaHOBUThL CBOMCTBO, SIBJIZE€TCS JIU OH KOHTPOJIbHBLIM, Ha II€PBOM IIare MacTepa
peructpanuu, B PKK n160 KOHTEKCTHOM MEHIO BHIAEJIEHHOTO NOKYMEHTa / TPYINIbl JOKYMeHTOB. s
9TOT0 B KapTO4YKe MOKYMeHTa Heo0X0aAMMO IIOCTAaBUTh I'aJIoUKy B UeKOOKCe «fBsieTCSI KOHTPOIBLHBEIM»
160 B KOHTEKCTHOM MeHI0 BEIOpaTh NyHKT [lobaBuTb Ha KOHTpOnb (oOpaTHO meiicTBue CHATb C KOH
Tpons).

Ecnu DOKyMEHT SBsSeTCS KOHTPOJIBHBIM, TO Ha IJIalllke oToOpazkaeTcs 3HaK (!) KpacHOTO 1IBETa, a B
monyie «IToToku paboT» Bce paboThH! II0 HJAaHHOMY JOKYMEHTY OYIOYyT HOOYEPKHYTHI.

PKK

Mokynka KACCOBOID ANMAPAT W WKadha ANA 40KYMEHTALMKA
Kp.
cogepw. *

Nata

Homep 5-18-50-13 pemcTpaLm * 18.01.13
Twn ) . AnuTensHoCcTL
aokymeHTa * BHyTpeHud \/ (pab.gH) * 10
AsTop AxBepaowvesa M.M.
ABNASTCA KOHTPONLHLIM 3aperdcTpupoBan ﬁ»{fﬂep,u,meaa

OcHoBaHwe

Oeno 003 - ApXWB BHYTPEHHMX JOKyYMe Cp. ¥p. B rogax: &

Figure 7.47: Control document card

7.3.2.4.6 Document basis

OcHoBaHMe OOKyMEHTa YKa3bIBaeTCs Ha IIePBOM IIare Mactepa peructpanuu nubo B PKK gokymenrTa.
II71s1 3TOTO HYKHO HaXKaTh KHOIKY BhIOOpPa M B OTKPHIBIIEMCS OKHE BEIOpaTh THUN AOKyMeHTa JIub0
BBeCTU Ha3BaHUeE B I10JIe TeKCTOBOI'O IIOUCKA.
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BuibepuTe anemeHT x

BHYTPEHHWE NOKYMEHTHI v

(1 %]
Homep HaasaHwe lata pernct) Tun gokymeHTa ABTop
O Bbinnare koMmnexcaywu 3a H. 21.01.13 BHyTpeHnwni Axbepgw
7-2201-13 0 BeINnaTe KOMNeHcauwK 3a H... 22.01.13 BHyTpeHmid Axbepow
G-21-01-13 3aneneHne Ha npuenedsHwe c... 21.01.13 BHyTpeHui ArBepowe
5-18-50-13 Mokynka kaccosoro annapart ... 18.01.13 BHyTpeHWi AxbBepn
4-18-48-13 CnyxwebHan sanvcka Ha npwob... 18.01.13 BHyTpeHWiA AxBepow
3-18-23-13 OekpeTHsli oTnyck oT Bacune... 18.01.13 BHyTpeHmid Axbepow
1-18-31-13 Cepreenro Bnagumup, 3asene... 18.01.13 BHyTpeHmid Axbepow
2-18-57-13 B cerawn ¢ npowasogcreeHHon... 17.01.13 BHyTpeHuiA Axbepowm
4] 3
BriGpath

Figure 7.48: Basis selection window

ITocne Toro, Kak BEIOpaH HeOOXOOUMEIN JOKYMEHT KaK OCHOBaHUe HYKHO HaXKaTb KHOIKY «BribpaThb».
[IBOMHEIM KJIMKOM I10 BEIOPAHHOMY JOKYMEHTY MOXKHO €I'0 IIPOCMOTPETE.

Link between documents "basis-affilated document" is shown in the basis field. If "doc_1" is shown
as affilated document for "doc 2", corresponding note is shown in list of bases for "doc_1" and versa
vice.

7.3.2.4.7 Reserving number

Ecnu y coTpyoHMKa KaHIeISIPUU eCTh JOCTYII Ha pe3epBUPOBaHKe HOMepa ,TO Ha IIEPBOM IIIaTe MacTepa
perucTpaluu psSimoM C IojieM HOMep IIOSBIsSeTCs KHOIKa “BriOop 3ape3epBHPOBAHHOTO HOMepa”.
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Lar 1: KapTouka — X
Kp. copepm. *
. Hata
Homep {in}-{dd}-{MM}-{yy} B perucrpaipn ¢ 15.12.15 BH
Twn AnuTensHOCTE
nokyMeHTa . | BeliGepdTe TN JOHYMEHTA v (pab.oH) *
KoppecnoHpeHT
(opr)
KoppecnoHpeHT

~ | FAenseTcA KOHTPOMLHLIM

Homep ucx. Oata vcx. BH
OcHopanwne sen
Crnvcate B oo \

Oanee CoxpaHuTe  3apervcTpuypoBate

Figure 7.49: Document card with an option to choose reserved number

ITo HaxkaTHIO Ha KHOMKY “BEIG0OD 3ape3epBUPOBAaHHOTO HOMEpPa” OTKPBHIBAETCS CITHCOK BCEX 3ape3ePBUPOBaHE
HOMEPOB(IIPY HATUYUK) C BO3MOXKHOCTBIO TOOABUThH HOBBIH.
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JapesepBMpOBaTL HOMER

Homep MameHnn Hata KorMMeHTaDWA

ABTOMaTWU4ECKMIA reHepupyemMelid HoMep

Pezepe

MNoToBO

Figure 7.50: Dialog of creation and selection reserved numbers

When adding new element, a user selects a number and enters a comment.
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Hobaanexnwe HoOMepa B peaepe

BribepuTe HOMep

2-{dd}-{MM}-{yy} ?

KOMMEHTapWIA K pe3epBUpyEeMOMY HOMEDY

JapezepBUpoBaThL

Figure 7.51: Adding number to reserve

ITo ymon4yaHuio, oToOpaxkaeTcs ClIeQyIOui He3aperucTPUPOBaHHLIM HOMeD cueTynka. HoMep BrIOupaeTcs
C IIOMOIIIBI0 CTPEJIOYEK BIIEBO/BIIPABO C EOMHUYHEIM IIIarOM TOJIBKO U3 He3ape3epPBUPOBaHHEIX HOMEDOB.

IIpu mo6GaBeHUN HOMEPA B pe3ePB, MOXKHO f006aBUTh KOMMEHTApUH K pe3epBupyeMomy HoMepy. [locie
pe3epBupoBaHus B oKHe “Homep”, oToOpaxkaeTcs ciaenyooIas uHGopMaIisi: HOMED, aBTOP U3MEHEHUH,
maTa ¥ KOMMeHTapuii. [J1 peqakTUPOBaHUS KOMMEHTapus He0OX0OUMO BhI3BATh KOHTEKCTHOE MEHIO,

1 BEIOpaTh MYHKT “PeakTUpPOBaTh KOMMeHTapuil”’. BHeCTH u3MeHeHU s U HaXKaTb KHONKY “COXpaHuTh”.

For workers of chancery without access to reserve of numbers documents are registered under next
number of counter.

7.3.2.4.8 Unacceptable document

CoTpyOHUK KaHUENIAPUY, UMEeIOMNi TOCTY Ha peJakKTUPOBaHNue XKypHalla MOKeT IOMETUTh TOKYMEHT
W3 9TOr0 XKypHAasa, Kak 6pakosaHHbll. [1715 3TOro Hy?KHO BBIIEIUTE OOUH JIN00 HECKOJIBKO JOKYMEHTOB

¥ BHI3BATh KOHTEKCTHOE MEHI0, BEIOPATh MYHKT «IIOMEeTUThL KakK OpaKOBaHHEIN». ITpu 3TOM 0013aTETEHBIM
TpeboBaHUEM SIBJIAETCS BBOO KOMMEHTApUs, C YKa3aHUEM IIPUYMNHBI, TAaKXKe MOXKHO 3aBEepUIUThL BCE
paboTHI 110 5TOMY OOKYMEHTY IIOCTaBUB TaJIouKy B YeKOOKcCe.

7.3.2.4.9 Writing off document to case

I/ICHOHBBYGTCH OJIsA CIINCAaHUA 3aPEruCTPUPOBAHHOTIO IOKYMEHTA B BBIﬁpaHHbII;I Ppa3neil HOMEHKIIaTYPEL
OeJl I1I0CJIe €eT0 UCIIOJTHEHH .

CroucaTh MOKYMEHT MOXKHO HECKOJIBKMMHU CIToco0aMu: Ha IIepPBOM Ilare MacTtepa perucrtpaiuu, B PKK
7160 Yepe3 KOHTEKCTHOE MEHIO BEIIETIEHHOI 0 IOKYMEHTa / TPYIITEI JOKYMEHTOB. [[JI 9TOTO B KAPTOYKe
OOKyMeHTa HeoOXOOMMO HaXaTh KHOMNKY BhIOOpa, PacCIIOIOKEHHYIO ClipaBa OT mojisi «Coucath B»,
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Cucrema IIpengoCTaBiIA€T OKHO B1>16opa memna. B OPYIroM CiIy4dae Hy2KHO BBIOEJINTE OOUH 1100 HECKOJILKO
OOKYMEHTOB [OJIsd CIINCaHKs U BEI3BATh KOHTEKCTHOE MEHIO, BbI6paTb IIYHKT MEHIO «Crnucars...», IOCIe
4Yero TakzxkKe OTKPOeTCsda OKHO BbIGOpa neia.

7.3.2.4.10 DIKcCnopT AOKYMEHTOB

OnunoHanbHO, B 3aBUCUMOCTH OT HAaCTPOeK KOH(UTrypaTopa, OOCTYIIeH IIYHKT KOHTEKCTHOTO MEHIO
“OKCIOPTUPOBATH”, ITIO3BOJISIONINY OCYIIIECTBIIATEL SKCIIOPT JOKYMEHTOB KypHaJsa B BUIe apxyUBa, COgepIKalil
datinel gokyMeHTa, mognucu (B T.4. ILIII), a Takke mpouyio nHGOPMAIIUIO O MOKYMEHTE.

7.3.2.4.11 Copying to personnell file

[TyHKT KOHTEKCTHOI'O MEHIO BBHIIEJIEHHOI'O0 HOKYMEHTa / IPYIIE JOKYMeHTOB “KonupoBaTh B IMYHOE
Oeyio” DOCTyIleH TOJIBKO II0JIb30BaTeo C ponsaMu “CoOTpyoHUK oTHAeNa KagpoB” u “CoTpyIHUK KaHLIensapuu”
U [I03BOJIsI€T KONUPOBaTh HOKYMEHT U3 XypHasa B JIMYHOe [OejI0 COTPYOHUKAa. B OTKpHIBIIEMCS OKHE
“KonupoBaTh B JIMYHOE MeJI0” HeoOXOOUMO yKa3aTh OJHOTO JTMO0 HECKOIbKO II0JIb30BaTeNIeH, MalKy
JIMYHOTO Aefia U HaxKaTh KHOIKY “OTHpaBuTh”.
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Konuposath B nHuHOe Oeno x

NMonk3oBaTenk

an

NuyHoe geno

OTnpaeuTe

Figure 7.52: Copying to personnell file

7.3.3 Working documents

Bce moOKyMeHTHI, C KOTOPBIMH KOTI'fia-mu00 CTaJIKMBAJICS II0JIb30BaTeENb 0TOOpaXkawTcsa B y3ie “Bcee”.

[Tpu HaCTPOEHHOM aKKayHTe (YUEeTHOU 3alIMCH) 3JIEKTPOHHOU IIOYTHI ITI0JIb30BaTENISA, BXOOAIINE 3TIEKTPOHHBIE
nrcbMa OyIOyT Ionanath B y3es [TonydeHHbIe, OTIIPaBeHHEIE CO00IIeHNs B y3es1 OTnpaBiieHHbIe. [IpuMeph!
BXOASIINX/UCXOOAIINX COOOIIEHUY TPUBEIEHEl HUXKE:
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2 user-manual (frunk) - Build #300 - Still Falling! -
i (] < =, v 4
e fara:
Ompasuti OT:  Hudson Build Server <hudson@build.arta local>
Komy: ri@arta kz, s.akhmetova@arta.kz, zh kalitanova@arta. kz
Kapravka Tema: user-manual (trunk) - Build # 300 - Still Failing!

+  MpunoweHua (1)

user-manual (trunk) - Build # 300 - Still Failing: Check consaole output at

@ Nonvuene nuckia asfdoc http://build arta loc I 8080/job/user-manual%20(trunk/300/ to view the results

Moanwcats MpeabigyLyui M Cregyiowmii ObcymaeHue CsoiicTea Knaccudurarop Bepciu CCbink Konuwm

0 user-manual {trunk) - Build @ = @

Figure 7.53: Incoming letter
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Figure 7.54: Outgoing letter

7.3.3.1 Actions with working document

ITonb30BaTE0 MOTYT OBITH JOCTYIIHBI CIEAYIOIINE NENUCTBUS C HOKYMEHTAMM:

N3MeHnTL MapupyrT. ..
OTMeTUTL Kak npoynmTaHHoe / OTMETUTbL KaK HemnpoyumTaHHoe
JKCMopTUPOBAThH

CkpbliTb / BocCcTaHOBUTHL

MpepBaTb MapwpyT
B pazgene “Bce” mocTyneH MHOXKECTBEHHBIN BEIOOD JOKYMEHTOB Ha CTPAHUIlE, UCTIOJIb3Ys COYETaHUS

Ctrl+Left Mouse Click nu6o Shift+Left Mouse Click.

K BEIIEIEHHOM I'PYIIIIE MOTYT OBITh IPUMEHEHE! IEMCTBU S KOHTEKCTHOI'O MEHIO IOKYMEHTOB, [IJIsI KOTOPBIX
“MeeT CMBICTI 00paboTKa HECKOJIBKUX MOKYMEHTOB:

* 0TMETUTb KakK npoyutaHHoe / 0TMEeTUTb KakK HenpoYynmTaHHoe
* CKpbITb / BoCcCTaHOBUTH

[71sT U3MEeHeHUs MPeACTOSIINX MapPIIPyTOB JOKYMEHTOB II0 PeeCcTPy HeoOX0OuMO B KOHTEKCTHOM MEHIO
BEIOpATh MYHKT «U3MeHUTH MapmpyT». [10 HaXKaTHUIO OTKPOETCS COBMEIIEHHBIN MapIIPyT COCTOSIIIN
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U3 IMpedBapUTEJIbHBIX 3TAIlOB, OEeVCTBUU U II0CJIeOyIIIUX 3TallOB. H3MeHeHUIO IIOOIekaT TOJILKO
nmpeagBapuTEeIbHBIE U IIOCJIENYIOIINEe 3Tallbl (er.ue He 3allylIlleHHbIE€ 3Tallbl MapmpyTa).

Lar 3: McnonHWTENW U MapLUpYT — X
OnpegenwmTe MCNONHATENR n
CtopMUpoBaTEL MapLUpyT
+ | MapwpyT He BeIGpaH v = >
— ~
1-Pabota (§) Bantues P.T.- 30 gH X Homep 3Tana
3-16-10-15: PaccunTate AeKkpeTHULY 3
2 - OsHakomneHue (L) Baccepmad AA. - 3 aH Twun geiicTBun
3-16-10-15: Ha o3HakomneHue PaGoTa v
3- @ -0u HaseaHwne
OTBeTCTBEeHHbLIA
an
Harpys3ka
20106 "
Hazag CoxpaHnTs

Figure 7.55: Changing route

st Toro, 9TOOBI OTMETUTE BEIAEIEHHBIN JOKYMEHT / TPYIIY JOKYMEHTOB KaK TPOYUTaHHOE, HEOOX0IMMO
BEI3BaTh KOHTEKCTHOE MEHIO HEIIPOYHWTAHHOI'0 JOKYMeHTa / I'PYINbLl JOKYMEHTOB U BHIOpATh IIYHKT
“OTMEeTHUTh KaK nmpoyuTaHHoe”. [IJ1 IPOYUTaHHOTO, COOTBETCTBEHHO, BHIOPATh MYHKT “OTMETUTH KaK
HellpoyuTaHHoOe”.

Takxke MOxKHO “CKpPHITL” JOKYMEHT / TPYINy OJOKYMEHTOB, OHHM He OyOyT 0TOOpazKaThCsa B QUIbTPAX.
st Toro, 4TOOH IPOCMAaTPUBATL CKPEITEHE HOKYMEHTEI, MOKHO CO30aTh GUILTP C YKa3aHMEM CBOMCTBa
“CKpBITHI!”, B KOTOPOM OymyT oTOOpaxKaTbCsl BCE CKPBITEIE HOKYMEHTHI. CKPBITHIHM TJOKYMEHT MOXKHO
“BoCCTaHOBUTL”, OJIS1 3TOTO HYKHO NIePEeRTH B QUIILTP CKPHITHIX TOKYMEHTOB, U B KOHTEKCTHOM MEHIO
OOKYMeHTa / TPYIIH JOKYMEHTOB BEIOpaTh NYHKT “BoccTaHOBUTE”. BOoCCTaHOBIEHHBIN TOKYMEHT IIONIafaeT
B GUIBLTP, B KOTOPOM HaXOOUJICS JO CKPBITHUS.

OnuuoHanbHO, B 3aBUCUMOCTH OT HACTPOEK KOH(UTrypaTopa, OHOCTYIEH IYHKT KOHTEKCTHOTO MEHIO
“OKCIOPTUPOBaTh”, MO3BOJISIOIINYU OCYIIECTBIIATEH 9KCIOPT DOKYMEHTOB B BUIEe apX1Ba, COOepkKallero
datinel gokyMeHTa, mognucu (B T.4. ILIII), a Takke mpouyio nHGOPMAIIUIO O MOKYMEHTE.
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II71s1 TOro, YTOORI ITPEPBATH 3AIYIIEHHBIN 10 JOKYMEHTY MaplIpyT, HE00X0AMMO BbI3BAaTh KOHTEKCTHOE
MEeHIO MOKYMeHTa U BeIOpaTh OyHKT “IIpepBaTh MapmpyT”. Eciu 1o MOKyMEHTY 3amylieH0 HECKOIBKO
MapIIPYTOB, TO OTKPHEIBAETCS IIOAMEHIO, I'Tie IIePEeYNClIeHbl 3anyllleHHbIe MapIIpyThl. [Ipu mpephiBaHuN
MapIlIpyTa TEKYIIHE 3TAllkl YOAJISIOTCS, 1 COOTBETCTBYIOIIAS 3aIuCh 0OTOOpakaeTcs B “Xo[e BLITIOTHEHUS
OOKyMeHTa. Bynmyiue saTanbsl MpepBaHHOTO MapIIpyTa HUrfe He oToOpaxkaloTcs.

7.3.4 Filters

151 KaXxgoro U3 KOPHEBEIX BETOK M IIOABETOK pas3pgena “IlokyMmeHTH” - “ZKyprHanse”, “Iena”, “Bce”
MOZKHO CO3[aTh Cliealu3upoBaHHbIe TOOGUILTPH. KaXabiii mogguibTp COOEPKUT Ha3BaHue, UKOHKY
U yCJIOBUS (QUIbTPALIUN.

Subfilters can be created inside root branches or other subfilters using context menu:

¢ IJIsI OCHOBHBIX (PUILTPOB “I00aBUTL GUILTP” - MOOABISET HOOMUILTD;
e mist moaduabTPoB “Iob6aBuThk GUILTP” - HOOABISIET BIOKEHHBIN ITOAGUIIBTD;
¢ “PemakTupoBaTh QUILTP” - MOXKHO HO0ABUTH, YOAIUTL U U3MEHUTH COJIEPKUMOE YCIIOBUH QUITTPA;

e “Voanuth QUILTP” - yoanseT BuIOeIeHHBIN TOgQUIbLTP.

B cucteMe mpemycMOTpPEHH CIeAylolire yCIOBUS QUIbTPALMU: KPAaTKOe ComepiKaHWe, HOMED, THII
OOKYMEHTa, CTaTyC, faTa PeTUCTPalUNy, HOMEep UCX., JaTa UCX., KOPPECTIOHIEHT, KOPPECIOHIAEHT (0pT),
aBTOD, 3aPETUCTPUPOBAJL, UCIIOJIHUTEID, AINTEIIFHOCTh, KOHTPOJIbHEIE, OpaKoBaHHEIE, CKPHITEIE (0OTOOpaxae
TOJIBKO 1151 PUIBTPOB pa3gena «Bce» 1 ero mompasgesios).

TOYHEBIM CIIMCOK YCJIOBUY (PUIIBTPaA 3aBUCUT OT IPOCMATPHUBAEMOI0 XKYPHA/A, €T0 TUIIOB JOKYMEHTOB
¥ HaCTPOeK KapTouku. [j1g memn u 8cex JOKYMEHTOB 3TOT CIMCOK HEM3MEHSIEM.

YcnoBus ons noaduiabTPOB:

* “KpaTkoe copepzKaHHUEe” - perUCTPOHEUYYBCTBUTEJILHO, COOTBETCTBME YaCTH 3HadeHUs momnsd “Kp.
comepxk.” PKK mro6omy u3 crimcka TeroB (cBs3b “UJIN” ons Teros). HecooTBecTBUE YaCTH 3HAYEHUST
nons “Kp. comepx.” PKK KaxkmoMy U3 CIIMCKa TeroB (CBs3b “U”).

e “Homep” - peruCTPOHEYYBCTBUTEIILHO, COOTBETCTBUE YacTu 3HadveHus nmons “Homep” PKK mo6omy
u3 crnucka Teros (cBa3p “UJIN” gna teroB). HecooTBecTBue wactu 3HadeHud nons “Homep” PKK
KaXXAoMy U3 CIucka Teros (cBsa3p “U”).

e “THUN DOKyMeHTa” - COOTBETCTBHE JTI000M 13 KOMOMHAIIMN HACTPOEHHBIX B CHCTEMe THIIOB IOKYMEHTOB.
BriGpaHHBIE 3HAYEHUS B MOJIe 0OTOOPAaXKAaITCs B BUE TEroB, KOTOPHIE MOXKHO yHajIuTh, HaXkaB Ha
KPECTHK CIIpaBa OT Ha3BaHUS.

e “CTaTyc OOKyMeHTa” - COOTBETCTBUE JII000M M3 KOMOMHAIMM CTATyCOB JOKyMeHTa: “YepHOBUK”,
“Ha peructpauun”’, “Ha ucnonuenun”, “Ilpocpouenurie”, “3aBepiien”, “OTknonen”. BriOpaHHEIE
3HAYeHUSs B 10JIe 0TOOpaxXKaloTCs B BUJle TETOB, KOTOPhle MOXKHO yOAIUTh, HaXkaB Ha KPECTUK CIIpaBa
OT Ha3BaHUA.

IIpuMmeuyanue

“Ha ucnonHeHun” COOTBETCTBYET CTaTyCy HOoKyMeHTa “B pabore”, “IIpocpoueHHbIe” - CTATyCy
mokyMeHTa “EcTh IpOCpOYEHHBIE”.

e “IlaTa perucrtpanuun” - BLIOOP OOHOI0 13 BapuaHTOB: “IIpou3BonbHbiit”, “Hemens”, “Mecsan”, “KBapran”.
[Tpu BEIOOPE BapuaHTa “IIpPOM3BONILHBIN” MOSIBISIETCS BO3MOXKHOCTh YKa3aTh OBE AaTHl - Hadasla u
3aBepIleHNUs IPOU3BOJILHOIO IIEPHUOAaA.

* “HomMep ucx.” - pETUCTPOHEYYBCTBUTEILHO, COOTBETCTBUE YaCTU 3HadYeHud nong “Homep ucx.” PKK
yobomy U3 cnucka TeroB (cBs3b “UJIN” nnsa Teros). HecooTBecTBUe YyacTu 3HaYeHus mojisg “Homep
ucx.” PKK kaxpmoMmy U3 ciucka Teros (cBs3p “U”).
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e “IlaTa ucx.” - BEIOOP OOHOTO M3 BapuaHTOB: “IIpou3BonbHEIN”, “Hemens”, “Mecsn”, “Ksaptan”.

[Tpu BEIOOPE BapuaHTa “IIPOM3BONILHBIN” MOSIBISIETCS BO3MOXKHOCTh YKa3aTh OBE AaTH - Hadasla u
3aBepIleHNus IPOU3BOJILHOIO IIEPHUOAaA.

* “KoppeCnoHOeHT” - pETUCTPOHEYYBCTBUTENIHFHO, COOTBETCTBYE YaCTU 3HaYeHu nons “Koppecnougent”
PKK mo6omy u3 cmucka Teros (cBsi3b “UJIW” mgnsa teroB). HecooTBecTBue 4acTW 3HAYEHWUS ITOJIS
“KoppecnoumgenT” PKK kaxpgomy U3 crucKka Teros (cBs3p ‘7).

* “KOoppecnoHAeHT (0pr)” - peTUCTPOHEYYBCTBUTEIBHO, COOTBETCTBUE YaCTU 3HaYeHU 0 “KoppecnoHae
(opr)” PKK mobomy u3 cnucka TeroB (cBsi3b “MJIN” mgnsa teroB). HecooTBecTBue 4acTH 3HAYEHUS
nons “KoppecnonpgeHT (opr)” PKK KaxpoMy U3 ciucka Teros (cBs3b “HU”).

¢ “ABTOP” - COOTBETCTBHE JTI000H 13 BEIOPaHHOM KOMOMHAIINY OJIb30BaTeseli. BEIOpaHHEBIE ITOJIb30BATEIH
B IT0JIe 0TOOPazKaloTCs B BUE TETOB, KOTOPBIE MOZKHO YIAINTh, HaXKaB Ha KPECTHK CITpaBa OT paMUIINH.

¢ “3apeructpupoBain” - COOTBETCTBIE 1000 13 BEIOPaHHOM KOMOMHAIINY IT0JIb30BaTesieli. BLIOpaHHbIe
MOJTb30BaTENH B MOIe 0TOOpPaxkalTCsS B BUAE TETOB, KOTOPhEIE MOXKHO yOaJIuTh, HaXkaB Ha KPECTUK
cIpaBa OT (paMUInu.

e “HcnonmHuTeNb” - COOTBETCTBUE 3HAaUeHUs rons “OnpenenuTs ucnonuurtens”’ PKK nro6oi u3 BEIOpaHHON
KOMOWHAaIMU [T0oJIb30BaTeieli. BEIOpaHHBIE TI0JTE30BATEIIH B I10JI€ 0TOOPAaXKaloTCS B BUE TETOB, KOTOPHIE
MOJKHO y[OaJIuTh, HaXkaB Ha KPEeCTUK cIIpaBa OT haMUINuN.

e “IIMUTENBbHOCTSL” - OBa IO BBOJA HaTypanbHBIX umuces, “Ot” u “IIo”. 3HauyeHHe OOHOTO U3 3TUX
IoJiedl MOXKeT OBIThH IIYCTHIM.

¢ “KOHTpPOJILHEIE” - BEIOOP OHOTO M3 BapHAHTOB: “TOJBKO KOHTPOJIbHEIE”, “Be3 KOHTPOIbLHEIX”.

IIpuMmeuyanue

YT0o6HI B CTIMCKE NOKYMEHTOB IIPUCYTCTBOBAIM ¥ KOHTPOJILHEIE, ¥ HE KOHTPOJIbHBIE IOKYMEHTHI
OOHOBpeMeHHO, ycyioBue “KoHTposbHBIE” B GUILTP H0OABIATH He HYKHO (T.K. B JaHHOM
cllydae 3TO CBOMCTBO OyHZeT HAcCJIeHOBaThCS OT POOUTEJILCKOTO QUIbTPA, KOTOPHIM TAKUM
CBOMCTBOM yxKe obJiafaeT).

* “BpakoBaHHBIE” - BLIOOD OIHOT'0 U3 BapuaHTOB: “Bce, BKitouas 6pakoBaHHEIE”, “TOIBKO KOHTPOJILHEIE”.

IIpumeuyanue

YTOOHI B CIIUCKE OOKYMEHTOB IIPUCYTCTBOBAJIX TOJIBKO HE 6paKOBaHHbIe OOKYMEHTEI, YCIIOBUE
“BpakoBaHHbEe” B GUILTP H0OABJIATH HE HYXKHO (T.K. B TAHHOM CJTy4ae 3TO CBOMCTBO OymeT
HacJIegoBaThCS OT POOUTENbCKOTr0 GUIbTPa, KOTOPHIM TAKUM CBOMCTBOM yzKe o0amaeT).

¢ “CKpHITHIE” - BEIOOP OHOTO U3 BapHUaHTOB: “Bce, BKII04Yas CKpPEITEIE”, “TONIBKO CKPHITHIE”. YCIOBUE
otoOpazkaeTcst TONbKO Mjisi GUABTPOB pa3gesa “Mou” 1 ero moapas3nesios.

IIpumeuanue

YTOOHl B CIIMCKE HOKYMEHTOB IIPHCYTCTBOBA/JIN TOJIBKO HE CKPBITHIE HOKYMEHTEI, YCJIOBUE
“CkprITEe” B QUILTD HOOABNIAThL He HYKHO (T.K. B JaHHOM ClIydae 3TO CBOKCTBO OymeT
HaCJIeIoBaThCA OT POOUTENILCKOT0 (UIbTPA, KOTOPHIM TaKUM CBOMCTBOM yKe obJiafaeT).

* “B mporecce” - BLIOOP OJHOT0 M3 BapuaHTOB: “T0JBKO B mpoiiecce”, “be3 mMOKyMeHTOB B Impoiecce”.
J:[OKYMeHT CUHUTAETCA HaXOOALINMCHA B IIpOoLiecce, eCJIU I10 HEMY UMEEeTCA X0T4d OBI OJHa He3aBepPIIeHHas
paboTa mub0 KaKou-11ubo OPyroi mpolecc.

IIpuMmeuyanue

YToOHl B CHHCKE OOKYMEHTOB IIPUCYTCTBOBANIM OOKYMEHTHI KaK B IIPOIlecce, Tak U He B
mpolecce, ycnosue “B nmporecce” B GunbTp mo6aBIsATh HE HY2KHO (T.K. B TAHHOM CIIydae 3TO
CBOMCTBO OyHeT HacleOoBaThCS OT POOUTENILCKOTO (UJIbTPA, KOTOPHIM TaKUM CBOMCTBOM
yxke obGagaer).
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Figure 7.56: Co3manue HOBOTO pumbTpa

Cr[paBa OT KaXK[O0T'0O YCIIOBHA PACIIOJIO2ZKEHA IIMKTOI'PaMMa YOaJIEHUd, 110 Ha2KAaTHUIO Ha KOTOPYIO CUCTeéMa
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Cpa3y yoaldeT yCIIOBHUE.

B pa3pgene “CopTUpOBaTh I10 IIOJII0” YCTAaHABJIMBAIOTCS YCIIOBUS COPTUPOBKM QUIILTPA. YCIIOBHE COPTUPOBKU
IIpefcTaBaseT co00i HaGop mapaMeTPOB, KaXKIbIHA U3 KOTOPHIX COMEPKUT CIIMCKU [lofle COpTUPOBKMY,
HanpaBneHue copTupoBku u CoeiMHEHMeE.

ITapaMeTpHl YCIIOBUSI COPTUPOBKU MEXKIY CO00M MOXKHO COEOUHSITH TOJILKO OIIEPAaTOPOM «3aTeM II0»
(moruueckoe «HM»). HoBLIII mapaMeTp MOXKHO M00OABUTh, BEIOPAB B CHMCKE COeOUHEHUS 3HaUYeHHEe
«3aTeM mo» (II0 yMOJYaHUIO TaM yKas3aHO IIyCTOe 3HadeHUe), IIPU 3TOM IIOSIBJISETCS HOBasd CTPOKa,
CBsI3aHHAs C IpenpImyIneil depes3 norudeckoe «M». Tlocje 3TOro M3 CIMCKa COEOUHEHUS IIYHKT C
ITyCTHIM 3HAYEHUEM IPOoIIafaeT - 00IbIlle eT0 BEIOPATh HeJIb35. YIAIuTh ITapaMeTp COPTUPOBKY (KpoMe
IIepPBOr0) MOXKHO, HaxKaB Ha COOTBETCTBYIOUIYI0O MKOHKY «KOP3UHBLI». ECHIU ymanseMblii mapaMeTp
SIBJISIETCS IIOCJIE€OQHUM, TO ¥ IPEeAbIOyIIero fapaMeTpa 3HaueHue COeQUHEHMS BEICTaABISIETCS B ITYCTOE.

Brimapgaromui ciucok [lone copTMPOBKU MOKET COOEpPaKaTh CIenyye napaMeTprl: “KpaTkoe comepKaHueE
“Homep”, “Tun mokymenTa”, “CtaTtyc”, “HaTa peructpaiuun” (BbIOpaH 110 yMOJT4aHui0), “ABTOpP”, “3apeructp
“Ucnionuutens”, “[InutenbHOCTh (pab6.oH.)”, Danee UOAyT oUHaMUYeCKU (OPMUPYEMEIE ITYHKTH B hopMaTe
dneMeHT HoMepa Men/n -, u majee COOTBETCTBUE YACTSIM I1abJioHa HOMepPa, BEIOpPaHHOTO AJI JaHHOT'O
KypHaJa, UCKJII04as CTaHOapTHREIE CYETYNKY OaTel perucTtpanuy, “Ilata co3manusa”, “IlaTta nonyyeHus”,
“IlaTta otripaBku”, “IlaTa IOIy4YEeHUSI/OTIIPaBKU”.

Brimapgaroruii cimcok HanpaBneHme COpTUMPOBKM MOJIZKEH COOepKaTh: “II0 BO3pacTaHui0” 1 “110 yORIBaHUIO”
(BBHIOpAH 1O YMOTYAHUIO).

Brimapmaronuii cnucok CoefMHeHNe OOJIKEeH cofepkKaTh: IIyCToe 3HadeHUe (BrIOpaH 110 YMOJTYaHUIO) U
“3aTeM 1o”.

ITpuMmeuanue
MoxHO0 HCII0JIb30BaTh HACTPOWKHU COPTUPOBKH, HACTPOEeHHEIE B KOHpUTrypaTOpe 110 yMOT4aHUIo.
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Chapter 8

"Projects"” module

PeBususa VCS: 8198

8.1 Creating, distributing and controlling projects

Mogynb «I[IpoeKThI» TpegHa3HaYeH OJIs CO3aHusI, PaclpeneleHus 1 KOHTPOJIS MEPOIIPUSTHH B paMKax
mpoekTa. COBOKYITHOCTH IIJIAHUPYEMBIX MEPOIIPUSTHH, HallPABJIEHHBIX Ha JOCTUKEHNE OMHOT0 KOHEYHOT 0
pes3ynbTaTa, B paMKaxX OTPaHUYEeHHBIX CPOKOB, PECYPCOB U 610KeTa. BHITIISIIUT OH CIIEMYIOINNM 00pa3oM:




ARTA SYNERGY User Guide 121 /199

Haeuratop < C | + Ounarpamma BAetanu = ]
[i3 W3BpanHoe &5 ®onn nopnepwa monopesst > | [ Brictanka 300 2015 > | 5] Emeropuas suwicTaska "3aopossi of
B [§ Boxa noaaepxK MonoAeKH Homep Haaeanue Onute; Havyano 3aseplieHne 3asvcut CrBeTcTBEHHbIA KoMmenTapuid  porpecc
2 il Buicraska 309 2015 = ExxerogHan BbicTaska "3goposbiii o6pa3 »a 39 19 okt 2015r 10 gek 2015r BacHeuos W.... 46%
== Npoeenexue exeropHoficna. 1 = O61Wan KOHLUENUWA BbICTABKH 10 19 okt 2015r 30 okT 2015r BaccepmaH A.. 64%
- 1.1 PazpaboTaTh OBLYIO KOHLENUMIO BolcTasky (¢ 5 19 ok 2015r 23 okt 2015r Bantres P.T. | EPE
(=] ExxerogHas BbicTaBka "3p
12 PazpaBoTaTh CLEHapWit ans sugeoponukos v 4 19 ok 20151 22 ok 20151 Baccepman A.... T
8 CropTveksie MeponpsTs 1.3 Pa3paboTaTh npasuna nosegeHws cotpyakmke 10 19 okt 20150 30 okt 20151 Camatos E.A. 100% / 100%
5| Mow npoekTsl 2 MoaroToBuTensHbie paboTel no Beictaske 14 2 Hom 20151 19 Hom 20151 1 Bantues P.T. 42%
3 Pa3spa6oTka cueHapueB ans BbicTaskn 30 9 2 Hom 20151 12 Hosm 20151 Camaros E.A. 33%
4 MpoM3BOACTBO NPOAYKLUMH 10 20 Hosm 2015r 3 pek 2015r 2 Cemenos C.C... 85%
5 MoHTam 5 4 pek 2015r 10 gex 2015r 3,4.2 Fa6gynnuu [... 10%

AnA cozfaqns HOBOro 3NeMEHTa BBEINTE TeKCT

[«] 0]

+ b 2
HazsaHre Barpyaun
I O6wan koHuenuMs BeiCTaBKY |  BacHewos M.M.- 21 oir 2015 15:36 &
] MoaroToBuTensHele paboTsl No BuicTaske 30K Bbinosun npUMEpHLIE BAPUAHTLI

5 PaspaBoTxa cueHapues ans ssicTasxu 30X

S MNpowssoncTao Mpoaykumm
o sl Bo6poe C.E.- 21 okt 2015 15:35

N |-||JOLLI:|' npuayYMaTb HOBYH KOHLUENUWIo Hy)HHD 4YTO TO KpeaTusHOE W HeobbrHoe. He HYWHBI
5l OBwwve nokymeHTL! Nnaxa BacHeuo Banansksie naeu.

S MowTax

[ Kypc ynpanmennin no npochunaktike npaswnbHoiA .. ABgpelue

NerkumoHHeIR MaTepuan.doc ABapelue

B) Newy 2 = BacHeuos WM. 21 okt 2015 15:34
] MpuHUubI PaLMOHANBHOD MMTaHWS.PPS ABapeug AHOHC LomxeH BbITb B YTpeHHee U Nocne 0BeAeHHoe BpemMA e
I#l] Cnopr _Bepery agoposke cmonogy_.doc ABapewe |
ﬁ KopauHa [~

< > | [ [ D

o @7

Figure 8.1: "Projects" module

Navigator window shows folders "Favourites", "Corporate project portfolio tree", and personal "My
projects".

TMopTdenu TPoeKTOB CO3MAIOTCS M HACTPAMBAIOTCS METOIOJIOTOM B KOHGurypaTtope. [IJs KaXKmoro
mopTdens MeTomosIor YKa3kiBaeT MEeHeIXKepa - M0Ib30BaTe s, KOTOPHEIM OTBEUAaeT 3a PaCIOIoXeHUue
MIPOEKTOB B [AHHOM MOPTdee, Ha3HauYeHWe MPaB JAOCTyIa K TOPTQEITi0 U YKa3kiBaeT OI0OKET MOPTQes.
ITopTdens TPOEKTOB MOXKET COmEPKATh KaK IPOEKTHl, TaK U APYTue BIOKEHHBIX TOPTHEIH.

BromxeT mopTderst TPOEeKTOB PaCCYUTHIBAETCSI, KAK CyMMa CTOMMOCTH Kazkaoro ImpoekTa. [lnan/dakT
OrofKeTa BHIBOIUTCS B COOTBETCTBYIOIINE CUCTEMHBIE TIOKA3aTeJTH.

B HacTpoiikax noptdens oTobpaxKaeTcs ero Ha3BaHue, IOpTdeb IPOEKTOB MOXKHO CBSI3aTh C CYIIeCTBYIOIIN
LeJIsIMUA KOMIIaHUM (MakCUMyM 3), a TaK’Ke YKa3bIBaeTCs OI0AXKeT mopThes.
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| HacTtpoiku

MNpaea OononHUTENEHLIE NONA

NopTdpens: BeicTaska 30X 2015

MogaepxaHve adEKTHBHOCTY NpOBOOMMBIY MEDD

Uens Monfep#aHie TPYOOBOH OWCUMNNMHE! KA BLICOKOM

MoepbileHWe ypoBHA deRTensHocTH UeHTpa 30K

BrogweT 1000000

CoXpaHuTb

Figure 8.2: HacTpoiiku nopTdens IpoeKToB

Bo Bknapmke «IIpaBa», DOCTYHHOM [Jid PeIaKTHUPOBAHUS TOJIPKO MEHEKepPy, HaCTPaWBalOTCsS IIpaBa
Ha OaHHBIE HOPTHENb IMPOEeKTOB. BHIKIIIOUeHHAs rajiodka IIpedliojaraeT MPaBO TOJIBKO Ha YTEHHEe
nmoptTderns, BKIUYEHHAsd XKe - HOIOJHUTEIHPHO IIPaBo Ha 3amuch (BO3MOXKHOCTL CO3[aBaTh IIPOEKTHI
B mIopTdersie 6e3 yTBepXKIeHUsI, peIaKTUPOBATh HACTPOUKHU U JOIOTHUTEILHEIE IIOJIS ITOPTQEes.

I[ToGaBneHue MpaBa Ha MOPTQeTb aBTOMaTUYeCKH 00aBIsgeT HaHHOMY II0JIb30BaTEMIO IIPaB0 Ha YTEHUE
KaXX[OMYy M3 BJIOZKEHHBIX ITPOEKTOB (€CJIM ¥ HETO TaKOe IIPaBO OTCYTCTBYET B CIIHMCKE IIPaB Ha IPOEKT).

B oOpaTHO ke cuTyaluu, yoajieHue mpaBa Ha MOpTQesb He yOalisieT aBTOMaTUYeCKU IIpaBa Ha BCe
BJIOJKEHHEIE TPOEKTHL. B ciydae Takoilt He06XOOUMOCTH, HY2KHO B KaXI0M IIPOEKTE YOaIUuTh I10JIb30BaTETI0
IpaBa.
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HacTpoikn ‘ Mpaga ‘ JononHUTeNsHLIE NONA

OoBaBuTh

Knr MopTdens LomsHoCcTh Mogpa3genexnwe Haadayun

ABppewex N.C. Beictaeka 30... PykoeoagwTens otge... Otoen pabot... Bobpoe ... ﬁ

BacHeyos .11, Beictaska 30... Cneuwanwct no pab... Otgen pabot... Bobpos ... 'ﬁ

Cnenaxos .14, | Boictaeka 30... [dupekTop Gyxrante... byxrantepus,... bobpos ... 'ﬁ

Mabaynnwu O.A. | Beoictaeka 30... byxranTep otoena ... Otgen pacxo... Bofpos ... 'ﬁ
CoxpaHuTe

Figure 8.3: HacTpoiiku nopTdeins IpoeKToB, BKinagka «IIpaBa»

[10o6GaBUTL/yIaIUTh HOIIOTHUTEILHEIE IIOJIS OJIS IIOPTGENIS, @ TAKKe HACTPOUTH ITOPSIIOK UX 0TOOPaKeHU
MO2KHO Ha BKIagke “IlOIIOMHUTENbHEBIE ITOIA”.

151 no6aBIeHUS HOTOTHUTEIILHOTO IT0JIS B IPOEKTHI HaXXKMUTE KHONKY “I106aBUTh” ¥ U3 IPECTaBIEHHOT O
CIIUCKa BEIOepUTe HyXKHOe oyie. HacTpolika mopsaaka oTo0paxkeHus HOIOTHUTEIbHEIX [T0J1eH BHIIOTHAETCS
C IIOMOIIIBIO MYHKTA KOHTEKCTHOTO MeHI0 “IlepeMeCcTUTh BhIILIE/HUXKE"”.

ITpumeuanue

Ecnu BBl XO0THTE 4OOABUTH JOMOJTHUTEJIFHEIE TOJIS K ITPOEKTY, 00paTUTECh K CBOEMY METOIOJIOTY.
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HacTpoikn [lpaea ‘ AononHUTENLHBIE NONA

OoBaeuTL

HazpaHue Twn Kon

Cymma number pok_2 ﬁ'
CymmaZ number ﬁ'
CNpaBoYHUE dictionary ﬁ'

CoXpaHuTb

Figure 8.4: HacTpoiika OOMOJHUTENbHEIX II0OJIeN ITOPTdeEs IPOEKTOB

ITonp30BaTe b UMEET BO3MOXKHOCTE CO30ATh IPOEKT B IUYHOM IManke « Mou IpoeKThI». s IepeHeceHust
IIPOEKTa M3 IUYHOM MalKu B MOpTdenb, He0OXOOUMO BHI3BAThH ITPABOM KHOMKOM MEIIIN KOHTEKCTHOE
MEeHIO ¥ BRIOpaTh MYHKT «IlepeHecTu B 0OIIEKOPIIOpPaTHUBHOE OEepeBo...». ECIu y IoIb30BaTeNs HeT
IIpaB [OCTyIla Ha Ao0aBleHHs MPOEKTa B mOpTdenb, MPOeKT OTOOpa3uTCI B HEM KYPCHUBOM M [JIS
MeHeIXxKepa IIpoekTa OymeT co3maHa paborTa - 3asiBKa Ha YTBEPXKIOEHUS PACIIOJIOKEHUS ITPOeKTa B
maHHOM mopTdere.

A project can be selected as favorite (by clicking star): its link will be shown in "Favourites" folder.

KpomMme Toro, HUKHIOIO ITaHeNIb U gUuarpaMMy ['aHTa MOXKHO pa3BOpaduBaTh U CKPHEIBATh, OJIS 3TOTO B
3arojioBKe ITaHejiu MPUCYTCTBYIOT ABE KHONKH — «JlmarpamMma» u «JleTanu» COOTBETCTBEHHO. [lis
TOT0, 4TOOBI MOOABUTL HOBBIM IIPOEKT, CIedyeT HaxKaTb KHOMKY «Co3maTh» W BHIOpPATh MYHKT MEHIO
«Co3maTh HOBHIM HPOEKT...». IJTOT IIyHKT MEHIO BBEI3BIBAET OKHO (M. «OKHO OIS CO3TaHUS HOBOTO
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HpOGKTa»), B KOTOPOM BBOOATCSA ITIapPpaMeETPhI KOPHEBOI'O 3JIEMEHTa IIPOEKTa:

* Description (name) of project;

* code (filled in automatically);

* [aTa Hauasa U AJIUTEJIbHOCTL JIn0O aTa Hayajla U JaTa KOHIla (B 3aBUCUMOCTH OT HaCTPOEK ITPOEKTOB);

* ma6yoH npoeKTa (IIpHu HAJIMYUKU HaCTPOEHHKIX 111abI0HOB);

* workload in % or hours of working time;

* costs of project (planned/actual);

* PAaCIIOJIOXEHUE MMPOEKTa;

* OOIOJIHUTEIbHEIE OIS (TPOU3BOJIbHAS TEKCTOBAsI CTPOKa, COOepKalllias 4MCcIoBOe 3HaUYeHue, TPOU3BOJIbH

TeKCT Mub0 3HaUeHUe U3 CIIPaBOYHUKA, KOTOPhIe BEIOUPAIOTCS U3 3alucel clipaBoYHUKa pm_custom _fields

IIpuMmeuyanue
Unit of measurement of costs of project is selected by methodologist in the Configurator.

Hazesauwe *

B Be0MTe HalsaHwe NpoekTa

Havano * OnuTensHocTL * LLIabnoH npoekTa
27.10.15 BH 05 v
CToumocTb (TT) Harpyaka
nnax: |0 chakt: |0 % pafouero BpeneHy ¥ |20 Yo
PacnonoxeH4e Kog *
BricTaska 30M 2015 ess | BBEOMTE KOO

Cozpatk

Figure 8.5: New project creation dialog

Kuomnka «Co3gaTh» CO3aéT HOBHIM IPOeKT. [Ipu co3maHmu IPOeKTy aBTOMaTUUYeCKH HaCcTpanBalOTCA
clepyrolye Ipasa:

¢ AaBTOP U BJlageJiell IIPOEKTa MMEeET BCE IIPpaBa;

* TIOJTK30BATENH C JTIIOOBIM HAaOOPOM TIpaB Ha MOPTQEb, ComepKallui JaHHbBIEe TPOEKT, UMEIOT IPaBO
Ha YTeHwue.
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ITocne co3manus IIPOEKT IIOsABIIAETCA B CIILCKE. B manHOM cmiucke YKa3bIBaA€TCsA:

¢ Number of project;

* Name of project;

* Project duration in working days;

» Start date;

¢ Completion date;

* Dependences of arrangements;

* Assignee for execution;

* Progress of project implementation;

* Gannt's diagram showing assignments in time and general work load.

Ecnu nipu co3manuy npoeKkTa OblT BRIOPaH 11abiIoH IPOeKTa, TO B OCHOBHOM pabouel 006J1acTy MOOY s

0T06pa3HTC${ MEPOIIPUATHUA C YCTAaHOBJIEHHBEIMHU OJIUTEJIBHOCTBIO U 3aBUCHUMOCTAMMU COTI'JIaCHO HaHHOMY
HIa6J'IOHy. HaCTpOI;IKI/I IIPDOEKTa TaKXKe 6YI[YT COOTBETCTBOBATE 3TOMY IIPEOHACTPOEHHOMY H.Ia6J'IOHy.

HpI/I CO3O0AaHHNHU IIPOEKTA aBTOMATHUYECKH CO3O0Aa€TCs IIallKa ITPOEKTa CO CrenuanbHOU CTPYKTypOfI IIaIloK:

e BUpPTYyaJIbHEIE MMANKH (AKX C CHHEM HKOHKOM) - 0COOhIe MTallKy, IIOBTOPSIOIINE CTPYKTYPY MEPOIIPUSITHH
npoekTa. VX HeNb3s U3MEHUTD (IepEeMEeCTUTh, IIepernMeH0BaTh, yOalluTh) HETIOCPEACTBEHHO B ITaHeIH
“IeTtann”, HO MOXKHO CO37IaBaTh B HUX OOBLIYHEIE ((hU3UUECKHe) HalKu U (HaMIb;

e nmanka “®amine paboT” - 3TO MalKa BHYTPYU BUPTYaJIbHOM, CO3[AETCS TOIBKO OJIST MEPOIPHUSATUH C
OTBETCTBEHHBIMU U COOEPXKUT BCE (I)afmm BCEX NOKYMEHTOB HE YaJIEHHBIX pa60T 9TUX OTBETCTBEHHEIX;

¢ (u3myeckue manku (MamKy C XKeJITOM MKOHKOM) - OOBIYHEBIE TTATIKY, HOCTYITHBIE AJIST PEIaKTUPOBAHUS
B maHenu “Jletanun”;

* nmanka “Kop3wuHa” (mamka ¢ UKOHKOM KOP3UHHBI) - ocofas marka, JOCTyIIHas Bilafeliblly npoekTa. Ee
[IOBefeHVe perilaMeHTUPYyeTCs HaCTPOUKaMU IIPOEKTa.

IIpu HaxkaTuM Ha KHOIKY «[leTanu» Ha IIaHEJIM CBEPXYy B HUIKHeU NTaHeIN IIOSBISEeTCS IIogpoOHas
vHpopManms, cogepkaIas FOKyMeHTH [IpoekTa (oToOpazKamoIas ONUCaHHYI0 CTPYKTYPY IAlKH IPOEKTa),
Y4aCTHUKOB U KOMMeHTapuu. [ no6aBieHNs CCHUIKY Ha JOKYMEHTHI ¥ CO3TaHMUs HOBOU (PU3MIeCKON
[IallK¥ MOJKHO BOCIIOJIb30BATHCS CIIEOYIOIIUMU cliocobaMu (ZOCTYIHBEI TOJIBKO IJisS IIOJIb30BaTelel,
MMEIOIINX TIPaBa 3aIlliCH B IPOEKT):

* ¢ koMIbioTepa (6e3 mpemBapuUTENIbHOTO HoOaBieHus B Xpauunuille CUCTEMBI, HEIIOCPENCTBEHHO B
nanky [IpoekTa);

e ¢ xpaHunuina (moGaBeHue SIPILIKOB Ha (aliibl U3 ManoK XpaHuIuia);

* co3maTh HOBEIM (co3gaHue HoBoro HTD-goKyMeHTa);

* CKaHUPOBATh;

* CO3[aTh NankKy (maHHEBIM IYHKT MeHIO0 BCerga OTCYTCTByeT B nanke “®aiiner pabot”).

IMpuMeyaHue: MPOIECC CKAaHWPOBAHUS aHAJIOTHYEeH TAaKOBOMY B ITOTOKAxX padOT (CM. WIII.
«CKaHUpPOBaHUE IOKYMEHTa B MOTb30BaTEILCKOM areHTe»).

[Ipu sTtoMm c ¢ainaMu m nDankaMu B OeTajsAX IPOeKTa MOXKHO IIYTEM BBI30Ba KOHTEKCTHOTO MEHIO
MIPOM3BOAUTH PA3/IMYHBIE NEeNCTBUSA, @ UMEeHHO i (aiios:
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* CKayvarTh;

* ckauaTb PDF Bepcuio (KoHBepTUpOBaHue ¢aiisna B PDF dopmaT u cKaurBaHUeE B BLIOPAHHYIO OUPEKTOPHUIO);

* cOeJiaTh OCHOBHHIM (IaHHBIM MYHKT MEHIO ITPUCYTCTBYET TOJIBKO B mmanke “®@aiinkl paboT”)

* HOBad Bepcus (yKalaHUe HOBOM Bepcuu daiiyia, KOTopas 3aMeHUT CTapyio);

* IepeuMeHOBaTh (HaHHBIM NYHKT MEHIO BCeTAa OTCYTCTBYeT B namnke “®aiinsl paboT”);

* IIepeMeCcTUTh (HaHHBIM IIyHKT MEHIO BCerga OTCyTCTByeT B namnke “®aiinbl paboT”);

* yOauTh;

* ckauaThb Bce “IIpunoxenus” (gnsg manku “IIpunoxenusa”) / ckadaTh Bce “Ilpoumne” (ons nanku “IIpoymne”)
(maHHBIN TYHKT IPUCYTCTBYeT TOJBKO B manke “®ainer pabot”).

715 mIarokK:

* IIepeuMeHOBAaTh;
* IIePEMECTUTE;

* yOaANUTh;

[IyHKTHI MEHIO, 3a KCK/IIOYEHUEeM CKadnBaHusA, B ToM uuciie PDF Bepcuu, MOTYyT OBITE HEOCTYITHHI IS
(aitnoB u manok B ciy4ae OTCYTCTBUSA Y IIOJIb30BATENS IIPAB 3allUCH B MeponpusaTue (inbo B IPOEKT),
B KOTOPOM 3TH (halijibl ¥ HalKU JjiexkKaT. BrIIeynoMsHyThe IIYHKTH CKaduBaHUs (aiijia HOCTYIHEH U
[IPU HaNIWU4YUU y [I0JIb30BaTENIs IpaB Ha YTeHUe.

Bo BKmagke o0IIIMX HaCTPOEK IIPOEKTa MOXKHO BLIOPATh BIagesiblla (aBTOpa) MPOEKTa U ITaCIIOPT IPOEKTA.
Huxe pacmonozkeHa CChIIKa Ha MPOeKT (abCOoI0THAsI / OTHOCUTEJIbHAS), KOTOPas II03BOJISET OTKPHITh
OaHHBIU IIPOEKT II0 IPSAMOU CCHUIKe. [Ipu BHIIEIEHHOM B JepeBe IIPOEKTe CChIJIKa Ha IIPOEKT TaKXkKe
oTtobpazkaeTcs B afpecHOM CTpoke Opay3epa.
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Obwee HacTpoikM YNpasneHWe pUCHaMKH YUACTHUEM MNpaea BHewHwWiA Bua [ononHUTENsHEE NONA
Bnageney Bobpoe CrenaH v
MacnopT npoekTa -
LWatnoH npoekTa ExeroqHan euicTaeka "3popoewid ofpas sumanm 2015"

Cchinka HA NPOeKT

AbBconoTHaR hitp:i192.168.1.79:8080/Synergy/?locale=ru&submodule=plansiserver_id=remoted&project_identifiers

OTHOCHMTENbHAA #submodule=plans&server_id=remote&project_identifier=52c2faad-5d0f-480b1-bed6-d1682bf7d 130&a
CoxXpaHWTb

Figure 8.6: HacTpoiiku npoekTa, BKjlagka «O0Iue»

IIpumeganue

Bnapenbiiem (aBTOPOM) ITPOEKTa MOKET OBITh TOJIBKO IT0JTb30BaTEIhb, Y KOTOPOTO €CTh ITOJTHEIEe
IIpaBa Ha MAHHBIA IIPOEKT.

B kauecTBe mmacmopTa IIpoeKTa MOKHO yKa3aTh IIPOU3BOJILHLIN JOKYMEHT, B T.4. IOKYMEHT I10 PEECTPY
(cM. unn. «OKHO BeIOOPA MTAcIopTa IIPOEKTa»).

Ecnu mpoeKT OBII co37aH 110 I1abJIoHy, B JaHHOU BIKadKe 0TOOpa3uTCs Ha3BaHUe 3TOro InabjioHa.
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BuibepnTe anemeHT x

Mowck anemeHTa L] 4 m -
JOKYMEHTEI
PeecTpol
3-16-10-15 - Abopewen N.C. JapervcTprpoBaHo: 16.10.15
=2 [ #ypHan } ,
[ekpeTHblA oTNYCK 0T BacuneesoM &
BHyTDEHHME JOKYME
o vip AdKY 3apervcTprposan: AGgpewex N.C. OTnMcado: Cnenakos .M.
| |Bxoaawme [OKYMEH Ha wcnonHesuu: Bantues P.T. Cratve . Ha nenonHesKMiI
L,,_I}-I{ypHan ZBTODErUCT
5-15-10-15 - HTK JaperdcTpupoBaHo: 15.10.15

[ WMexonawme nokyme
WM3aselleHWe o NpenocTaBneHun ByxXranTepckux yonyr

LLIC sanperamu otnpa JapervcTprposan: Abgpewex N.C.

[l:liu lena Cratyc: JaseplieH
Bce
2-15-10-15 - AbBopewen M.C. JaperucTpupoeaHo: 15.10.15
3aAeneHWe Ha NpUBNeYeHWe COTPYOHWKOB QPYIMX OTOENoB K Y &
JapervcTpuposan: Abapewes 1N.C. Ornncado: Abapewen N.C.
Bribpatk

Figure 8.7: Project passport selection window

Bo Bknagke “HacTpoikm” MOXKHO U3MEHHUTH OaTy Hadajla IPOeKTa, HaCTPOUTh OTpaHNdYeHre CPOKOB
IIPOEeKTa, TUII pacyeTa CPOKOB (aBTOMAaTUYEeCKUY / PYyUHOIl), TUNI pacueTa IIporpecca (cpenHee apudpmMeTudect
/ CpenHee B3BellleHHOE 3HAYEHUeE), IlepepacyeT Iporpecca Ipu n3MeHeHUU CPOKOB, BEC MEPOIIPUSTHUS,
crtoco0 BBOIa CPOKOB (CTAaHOAPTHEIM / aOCOIIOTHEIN), THII Tporpecca (PakTuueckuii mporpecc u Ilporpecc

1o pabore / PakTHYeCKUM mporpecc u [171aHoBkIN IPOTPECC) U OeiCcTBUS C (haliiaMy Aok MEPOITPUSTHUS
npu yoanesuu Meponpuatusa ([lepeMeniaTs B IanKy ypoBHEM BHIIIe / [lepeMeliaTs B KOPHEBYIO IIAIKY

/ Co3paBaTh manky “Kop3unHa”).

IIpumeuanue

ITpu BeIGOpE THIIA pacyeTa mporpecca “CpenHee B3BellleHHOe”, 00s13aTeJIbHO HYXKHO yKa3aTh
mosie, KOTopoe OymeT 0003HaYaTh BEC MEPOMPUATHUs. EC/Iu y Bac HET HOCTYIIHHIX ITOEH, TO
Heo06XoamMo No6aBUTh HOIIOJTHUTEIILHEIE TIOJIS K IIPOEKTY.
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Obwee HacTpoiuu YNpasneHHe pUCHaMM YUACTHWKM MNpaea BrewHwid Bun JononH¥TensHLIe NonA

Oata Ha4yana npoekTa 18.10.15 ﬁﬂ 09:00
OrpaHH4MTL CROKH NPOeKTa =
THn pac4yeTa cpoKoB ABTOMBTHYECKHA

Tun pac4eTa nporpecca CpegHes apuiDMETUHECKDE JHAYEHIE

" | MepepacyeT Nporpecca NpyM H3MeHeHWW CPpoKoB
Bec MmeponpuATHA
Cnocob BEOOA CPOKOB CTaHoapTHeIA (0aTa Havana v ANWTeNBHOCTE)

Tun nporpecca MaKTHUYeckWid nporpece / MNparpecc no padoTte
OeicTema ¢ dainamMiy nanok MeponpyUATHA

Mpy yaaneHuy MeponpyaTHA Coanaeath nanky "Kopausa® v

CoxXpaHWTb

Figure 8.8: HacTpoiiku npoekrTa, BKjlagka «HacTporku»

Next tab of settings dialog allows to manage possible risks of the project. "Risk management" tab
allows to create risks and indicate name of the risk, its category, type, status, influence type, risk
probability (in %), assignee person, and description of measures to mitigate risk completely or non-
completely.

Risk management is process of taking and implementing executor solutions aimed at decreasing prob-
ability of unfavorable result and minimizing possible losses stemming from its realization.

Risk management is aimed at increasing work efficiency using protection of implementation of clear
risks.

During creation of project, project manager is able to indicate places of possible project failures (risks),
describe them, and suggest actions (measures) which are required to take if the risk has happened.
To describe a risk, determine its probability, its project influence, assignee for the risk, and describe
measures to mitigate its influence. If project influence or probability of a risk is low, the manager can
just describe the risk as unlikely and describe no measures to mitigate it.

B mpoeKTHOM yIpaBIeHUM PUCKU OEJIATCA Ha TUIIBI, UX CTaHOApPTHHINM HabGop ecTh B Cucrteme. Ecnu
Heo6X0IUMO U3MEHUTH CYIIECTBYIOIIHNE TUIIHI PUCKOB UIXU OOABUTHL HOBBIE — IaHHBIE AeUCTBUS JOCTYIIHE
MEeTOHOJIOTY CUCTEMEI B pa3ferie «KaTeropuu puckos».
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Default types of risks in the System:

L]

Institutional risks;

¢ Commercial risks;

Social risks;

Technical risks;

¢ Financial risks;

Ecological risks.

st moGaBIeHUA PHCKa K TPOEKTY HY2KHO B OKHE HAaCTPOEK IIPOEKTa IIepPerTH BO BKIIAMIKY «YIIpaBlIeHue
puckamu». Bo BKiIagke oToOpa3siTCS paHee CO3maHHBEIe PUCKHU IMpoeKTa (mil. «HacTpoHKu ImpoeKTa,
BKJTafgKa «YIpaBjieHUEe PUCKAMU»»).

OBwee HacTpoiika YnpaBneHHe pUCKaMM YYACTHUKM MNpaea BHeLIHWA B [ononHUTensHERE NoNA
OoBaBuTh _ | MNokaasBats yoaneHHbe
HawmeHopaHWe Craryc BoapedcTene MeponpuATHR COTBETCTEEHHLIA
PUHAHCOBLIE PUCKH
HexpaTka neHewHsx .. [NpoBogsaTcA Mep... Beicoxoe Mpoeectk ayaut  Camartoe E.A.
CoXpaHUTh

Figure 8.9: HacTpouiku IpoeKTa, BKJIafiKa «YIIpaBJIeHUE PUCKaMU»
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s JIO6E[BJ'I€HI/I$I HOBOT'O PHCKa HY2KHO HaXaThb Ha KHOIIKY <<HO6E[BI/ITI:>>> U 3aIlOJIHUTH BCce mond. [ns

PemakTHUPOBAHUS CYIECTBYIOIIETO PHUCKa HYXKHO OTKPHITH €r0 MU BHECTH HeOoOXOmMMbe M3MEHEeHUS
(unn. «PemakTupoBaHUe PHUCKa IMIPOEKTa»).

HawmeHosaHue |Hexaa‘nca OEHEMHLIX CTPEOCcTs |

KaTeropus | ®uHaHCcoBbIE pWi & | Cratyc | MposogATcA Mep 7 |

Boaneficteve | Bbicoxoe 4|  BeposTHOCTS(%) |25 |

OTeeTcTEEHHBIA |(CamaToe E.A. ||...|

Meponpuatua  ([posecTk ayauT

EnxpaHHTb| | OTMeHa |

Figure 8.10: Editing project risks

Bo Bknagke «Y49aCTHUKHU» MOXKHO IIPOCMAaTPHUBATh M PENAKTUPOBATh CIIMCOK YYAaCTHUKOB IIPOEKTA.
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Obwee HacTpoikM YNpasneHWe pUCHaMH Y4YacTHUHM MNpaea BHewHWiA Bug JononHUTensHeie nonA
DoBaBuTh
Mmn Hom#HoCTE
Bantwes P.T. Ha4anesHwk oToena ynpasnedva iMHaHCoM, .. &
BaccepmaH AA. Ha4vanesHwK oTgena cHaGmeHns
Matoynnwd J.A. ByxranTep oTgena pacxogoe
KypymBaes M.C. CHatweHeL
CamaTos E.A. ByxranTep oTgena goxogos
Cemenos C.C. ByxranTep oTgena OoKyMeHTaLMM
CoxXpaHWTb

Figure 8.11: HacTpoliku IpoeKTa, BKjIagKa «Y4aCTHUKU»

I mpocMOTpa BCeX IpaB Ha NPOEKT M BETKHU IPOEKTa B OKHe (OPMHUPYETCS CHUCOK II0JIb30BaTene
(unn. «HacTpoliku mpoekTa, BKiagka «IIpaBa»»).

CnuCOK BO3MOXKHEIX IpaB Ha IIPOEKTHL:

* Reading - allows reading of project;

¢ Writing - allows editing project, including creating arrangements, changing, deleting and changes
progress of arrangements;

* Setting rights - allows setting rights for the project to any other user;
* Commenting - allows commenting arrangements of project;

* Setting assignee ones - allows setting assignee ones for arrangements and project branches.

711 peqakKTUPOBAHUS CHMCKA HeOOX0OuMO Hanmuuue npaBa “HasHaueHue mpaB”.

B maHHOI BKJTaJKe MOKHO N0o0OaB/IsATh MPaBa TOMLKO Ha BECh TTPOEKT. JloGaBneHue IPaB Ha ONPEeeIeHHYIO
BETKY IIPOEKTa JOCTYyIIHA Yepe3 peJaKTUPOBaHKe COOTBETCTBYIOIIET0 MeponpusaTus. [ qoGaBIeHus
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IIOJTb30BATEJIIO ITPaB Ha BECh HMPOEKT, He0OXOOWMO HaXKaTh Ha KHOUKY «Jlo6aButh». [lamee BEIGOD
IMOIb30BaTEeIed OCYIIECTBIISIETCS aHAJOTMYHO ONMCAaHHOMY BHIIIE IIPOLIECCY BEIGOpA IIOIb30BaTENeH
U1 YTBEPXKOEHMUST mpoeKTa. Ilocie TOro, Kak CHHMCOK IIOJb30BaTejied chpopMUPOBAH, HEOOXOOUMO
HaXaTh KHOTKY «COXpaHWTb». ITO O3HAYaeT, YTO BHIOPAHHHIE MOTL30BAaTENIX ITOJIYYHIIM MPaBO Ha
MIPOCMOTP BCETO MpoeKTa. [ Ha3HAYEeHWs I0JIb30BATEII0 APYTHUX IpaB Ha MPOEKT, HeoOXOmMMO
KJIMKHYTH OBAaXKObl B COOTBETCTBYIOIIEN CTPOKE C haMUInel MOJIk30BaTe/lsd. B OTKPHIBIIEMCST QUAJIOTE
CO CIIMCKOM ITpaB BHIOPATh HY?KHOE U HaXKaTh KHOMNKY «IIpuHaTh». Ha3HavyeHHBIE ITpaBa II0Ib30BaTeIs
oToOpa3saTcs yepes 3amATyio B rpade «IIpaBa».

B maHHOI BKIagKe MOXKHO yIOalsATh JII0OLIe ITpaBa (KakK Ha Bech IIPOEKT, TaK M Ha ero BeTKu). [Iis
yoasieHus Hy2KHO KITUKHYTh ITPaBOM KHOIIKOM MEIIIN Ha CTPOKY C ITpaBaMu, BEIOpaTh «YOamuThb IIpaBa».

s COXPaHeHU BBIIIOJTTHEHHBIX M3MeHEeHUU HaxkaThb Ha KHOIIKY <<COXpaHI/ITb>> B OKHE€ IIPAaB Ha IIPOEKTHI.

“|1Bce

+| HTaHne

~ | 3anvcs

| Haaxa4eHwe npas
~ | KoMMEHTWDOBaHWE

~|HaaHa4eHwne
OTBETCTBEHHLIX

| MpMHsTS | | OTMEHUTE |

Figure 8.12: HacTpouiku nnpoekTa, BKilagka «IIpaBa»

In "Appearance" tab you can select main and additional fields for displaying:

e INMNTEenbHOCTbL
¢ Havano
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* 3aBepleHune

* 3aBuUCuT

¢ 0TBETCTBEHHbIN

* [InaHoBas CTOUMOCTb

e GakTMyeckas CTOUMOCTb

* MOIIOJTHUTENbHBIE OIS IPOEKTa
* [lporpecc

IIpuMmeuanue

IMonst “Homep” u “Ha3BaHue” oTobpaxkalTcs Bcerga. HacTpoiika Buma oToOpakeHus IpoeKTa
COXpaHseTCs TOJIBKO [OJIS IT0JIb30BaTEJIsA, KOTOPHIHM ee 3amarl.

Obuwee HacTpolikm YNpasnNeHWe DUCKaMK YUACTHHEM MNpasa BHeWwHWA BUA OononHUTENBHLIE NONSA

OTobpakaTh cnegylollMe Nona Onsa AaHHOTO NPoeKTa:

AnWTensHOCTE

Haqano

3aBeplueHe

3aBHCHT

O TBETCTEEHHLIN
~IMNnaHoBaA CTOMMOCTh

_ | DaKTVHeckan CTOMMOCThb
" BooweT

KommeHTapui

MNporpecc

CoXpaHuTh

Figure 8.13: HacTpoliku npoeKTa, BKiIagKa « BHeIIHU BUO»

[To6GaBUTL/yIanuTh HOIOTHUTEIILHEIE TIOJIS OJIS ITPOEKTa, a TAKKe HaCTPOUTD MOPSAOK UX OTOOpazKeHUsI
MOXKHO Ha BKJIagKe “JIoIoMHUTEeJIbHEIE MOoId”.
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I mo6aBneHUs HOTIOIHUTEJILHOIO I0JISI B IPOEKTHl HAXKMUTE KHOIKY “I00aBUTh” U U3 IPEACTaBIEHHOTO
CIIKCKa BEIOepuTe HyKHOe rmone. HacTporika rmopsgka oTo0pazKeHus TOIOTHUTE IbHBIX ITOIeH BEIIOTHIETCS
C IIOMOIIIBIO IYHKTA KOHTEKCTHOIO MeHI0 “IlepeMeCcTUTh BhIIIe/HUXKE"”.

IIpuMmeuyanue

If you want to add additional fields for your project, ask your methodologist.

Ofes HacTpoikia YNpagneHHe DUCKaMK YUYaCTHUEMW MNpaea BHewWwHwii B JononHWTeNLHLIE NONA
OoGaBuTh
Haasanue Twn Kong,
Bogxer number Budget ﬁ
HKommeHTapmi... text Comment m
CoXpaHKTh

Figure 8.14: HacTpolika JOTIOHUTEILHEIX ITOJIEN ITPOEKTa

In order to add an arrangement to the project, click "Create arrangement" button (button with +
image) located in the left part of main panel heading. This will display arrangement add window:
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Hazeanwue *

BeenwTe HassaHWe MEpPONpPHUATHUA

~|Bexa
Hauano * OnurensHocT * Harpyaka
27.10.15 BH 1 % pafoqerc BpEMEHK v 20 9%
CToMMOCTE (TT) [OononHUTENbLHbLIE NONA
nnawx: |0 chakt: 0 BlogameT
KoMMeHTapHiA
Cozpate

Figure 8.15: Adding new arrangement to project

Maximal duration for one arrangement is limited up to 9 999 working days.

Enter the following values in the window:

e (dhopmMynIUpPOBKa (Ha3BaHUE) MEPOIPUSITHS;

L]

milestone (control point);

L]

start date and duration of arrangement (in working days);

L]

work load in % of working time;
* CTOMMOCTH (miaH / ¢pakT)

IIpuMmeuyanue
Unit of measurement of costs of project is selected by methodologist in the Configurator.

Kuonka «Co3maThb» CO3HAaéT HOBOE MepoIpusTue. I[IpW co3maHuM IIpaBa Ha JaHHOE MEPOIPUSTHE
aBTOMAaTHYECKU HAaCIeOyIOTCS OT OJITHKAKIIEero poguTenbCcKoro. ITocie co3malus HOBOE€ MEPOIPUSITHE
MMOSIBUTCS B crtucKe. [1maHoBas 1 ¢paKTUYeCKass CTOMMOCTD TPYIIIIOBOTO MEPOITPUSTHSI (M BCETO IIPOEKTA)
PacCYUTHIBAETCS aBTOMATHYECKH.

MeponpusiTie MOXKHO CBSI3aTh KaK C BeX0M, TaK U C APYTUM MeponpusitueM. ECTb iBa crioco6a CBI3LIBAHUS
MepPOoNpUATU: rpadudecKkuil u ¢ MUGPOBHEIM yKa3aHUEM IIpPefuIecTByomero. I'padpudeckuit crocob
IPUBSA3KU BHIIIOJIHsSETCA Ha OuarpaMMme [aHTta (umn. «JImarpamma [aHTa»), HaBegeHHMeM Kypcopa
MBIITH Ha Ha4aslo WiIK KOHell MEPOIIPUATUS [0 ITOSBIEHUS CTPEJIKY, fajiee HeoOX0OUMO HaXKaTh JIEBYIO
KHOIIKY MEIIIN U II€PETAIluTh CTPEJIKy OO Hadaja UM KOHIIA TOTO0 MEepPOIPUATHS, C KOTOPHIM ero
Heo0X0OUMO CBSI3aTh.

IIpuMmeuanue
ITpu oTkpEITOM nuarpamme ['anta gobGaBiIeHNe MePOIPUATHM HEBO3MOXKHO.
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Gannt's diagram is a powerful analytic tool to plan and visualize projects. The diagram is a figure
with time line as a horizontal line and list of arrangements located along vertical line. The length
of lines depicting arrangements is proportional to length of tasks; also, connection lines between
arrangements are shown.

If you use digital way to connect arrangements, enter number of arrangement on which the selected
one depends in the "Depends on" field.

ITocne TpUBA3KW MEPOIPUATHN OPYT C APYrOM MOXKHO yKa3aTh THUII UX 3aBUCHUMOCTH. [IJIT 9TOTrO
HeoOX0OuMO Ha guarpaMMe ['aHTa HaXKaTb Ha CTPEJIKY 3aBUCUMOCTHU M B OTKPHIBIIEMCS OKHE BHIOpPATh
HY2KHBIU TUII CBA3U. CucTeMa pa3jndaeT 4 Tula 3aBUCUMOCTHU (CBSI3U) MEPOIPUSITUM:

¢ finish-start (FS) indicates finish of one arrangement is the start of second one which depends on it;

 finish-finish (FF) indicates the same time of finishing two arrangements which depend one on an-
other;

» start-start (SS) indicates the same time of starting two arrangements which depend one on another;

 start-finish (SF) indicates start of one arrangement is the end of second one which depends on it.

Apart from the above-listed types of connections, every dependence often has a modifier + - N days
which reflects how many days concludes tolerance of date of start of an arrangement from the entered.
For example, if a dependence is "start - start + 2 days" if the first work starts on 01.01.2012, the second
one starts on 03.02.2012.

Haeuratop 4 Aunarpamma LOetanu all L] =

Ilﬁ WzBpanHoe IS DOHA NOANePHKM MONORERH > - BeicTaska 30X( 2015 > | [55] Emerogwan BwicTanka "3q0possii of

Ouctrbips Horps [
5 12 18 26 2 9 18 23 0 7 14 21 28

© [5 ®OHI NOAASPHKA MONOASHM Homep Hassamue

© |l BeicTazka 30K 2015 © ExeronHas BbicTaska "3aoposblii 06pa3 » L v

=] Nposenesve exeronHoi cna 1 © 061an KOHUENUHA BbICTABKH e

Y ——— 1.1 Pa3paboTaTh 0BLLYIO KOHLUENUMIO BLICTABKK |
1.2 Pa3paboTaTh CLeHapuit ANs BUACOPONMKOB |

B CropTaksie weponpusTes 1.3 Pa3paboTaTh Npaswna noBegeHus CoTpyaHmt I
5 Mow npoexTsi 2 = MoaroToBMTENbHbIE pa6oThl NO BLICTABK L

21 Pa3paboTaTh AM3aiH N0reTHNa BbICTaBKM ™y
22 PazpaboTtaTh TEKCT MH(OPMALIMOHHBIX NWMCTC
23 PazpaboTtaTe TEKCT MHGODMALMOHHOrD MMtk
2.4 Pa3paboTtaTe BaHHep ANs BLICTABKM
25 [i3aiiH BLICTABOYHOD NaBUNbLOHA 1
3 = PaspaboTtka cueHapues gns soicTasku 3| s v
31 PaspaboTaTe cueHapuil Ans aygMoponuka [~y
3.2 Pa3spaboTath cueHapuii Ans 8MAEOpoNnKa ko ]
3.3 3aKa3aTk NPOM3BOACTBO AHOHCOB
4 = Mpou3BoACcTBO NPOAYKUNHK E-
4.1 PacnedaTia peknamMHbiX NMCTOBOK M NUCEM
4.2 3aKkA3ATL NPOMIBOACTEO MATEPUAN0B ANA Bbl
5 = MoHTan |
5.1 MoHTaX BUAEODONVMKE B COOTBETCTBMM CO CL
5.2 MOHTaM ay4MOPONMKa B COOTBETCTBMM CO CL

Ana cozganns HOBOIo AEMEHTE BBEAUTE TEKCT

, [ vl I+

Y
&)
11))

Figure 8.16: Gannt's diagram




ARTA SYNERGY User Guide 139/199

Resource hystogram is representation of project data in graphical view. Usually, it is used by project
managers in order to show work load in every participant of the project. Resource use is shown as
horizontally displayed squares in scale of time. Using the hystogram we see level of work load of a
participant in the project; this is shown by color of the squares. Load up to 40% is shown as green,
from 40% to 60% as light brown, from 60% to 100% as brown, from 100% and higher as red (overload).

Mouck....

Lerann ll o =

Haewuratop < Awnarpamma

(5 ViaBpanHoe 55 ®omn nopnepwkn mononessr > | MM Buctaska 300 2015 > | [ Exerofan eicTanka "30possii of

B [ ®oun noaaepKKA MONDAEKM Wetounux: | Bee

Mouc

2 il Buicraska 309 2015 Mowck: |

Mepwon: |1Q 10.15

2015.11.23

[=] NpoBeaeHKe exerogHoi cna ‘E . |m 12.15 ]

[=] EskeroaHas BLICTABKA "30 2015.10.18 2015.10.28 2015112 2015.41.9 20154118
Wms\ata nu |Br |Cp |ur |nr |66 [Be [mw [Br [op [un [mr |06 [Be [mw [Br [Gp |wr |nr |06 |Be (M |Br |op |ur |nr |6 |Be (M |87 [Cp |ur [ |6 [Be [Mw [Br lop [ur
&R CropThakisie weponpysTes Banmves P.T S S EE S EE S EEEEEESEEEEEEEEEEENEEEREEN]
5 Maw nposKTel Baccepmad A.A. 'R R R R RRERERERERRERRRRRRRERRRERRRRRREREE R
raBaynna [.A S S S EE S EE S EEEEEEEEEEEEEEEEEEEEEEREEN]
Kypym6aes M.C. ' PR R R R RRERERERERRRERRRRRERRERR R R AR AR
Camaros EA. ‘'R R R R RRRRERERERERRERRRRRERERRERRRRRRREEREE R
Cemetoa C.C. ‘PR R R R R R R RRE R R R R R RRRRRRRERRRRRRRRRRR R R

< >
o @ =

Figure 8.17: Resource hystogram

If a user has rights to the project, he or she can set any arrangement of the project taken on control
using "Work control" context menu item with drop-down list of assignee ones.

PemakTupoBaTh MEPOIPUSITHE MOXKHO C IIOMOIIbI0 KOHTEKCTHOT'O MEHIO, BEIOPaB NYHKT «M3MEeHUTH»,
M3HAYaJIbHO BHIIEIUB €T0, TUO0 BHITIOTHUTH OBOMHOM KUK M0 (GOPMYJIMPOBKE MEPOIIPUATUS. TaKkxKe

CUCTEeMa IIO3BOJIAET PeOaKTUPOBAThE MEPOIIPUATHUA IIPOEKTA C IIOMOIIIBIO KJIaBHATYPHI, d UMEHHO HaXKaTUEeM

KHonku F2 Ha KjaBuaType, OJis MMOATBEPXKAEHUS BBEOEHHBIX M3MEeHEeHUU - KinaBumied Enter u gmns
OTMEHHI PeJaKTUPOBaHUs - KnaBuiiel Esc.
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PepaktvpoBaHWe MepONpHATHA

Hazeanwe *
3axa3aTe NpOM3BOACTEO MATEPWMANOE AMNA BLICTASOYHOID NABMMLOHE
Haksano * OnurencHocTe * Harpy3ka
20.11.15 BH | 10 % pabouero BpeMEHM v | [20 %
CTOMMOCTb I:TF] OdononHuTenbHbLIE NOnsA
nnax: |0 cpakt: |0 BlogpkeT 100000
KommeHTapui PeaynbTaT: noanycaxsHbIi gorosop
Mmga Mporpecc
Matoynnud J.A. Nony«seHne
CoXpaHWTb Ewe 2>

Figure 8.18: Edit arrangement

PepakTupoBaTh TakXkKe MOXKHO MEPONPHUSATHS, CO3TaHHLIE APYTHUMHU II0JIb30BaTEJIAMH, IPU HAIUYUU
npaBa “3anucek”. Ilpu ymaneHUU MepPONPUATHH IIPOEKTa OHM 3aBEPIIAIOTCS KaCKagoM C TEKYyIIUM
ITPOrPECCOM, KOTOPBIN OBIJI HA MOMEHT yIaIeHUSs.

Edit window has the same states connected to work results for arrangement progress and confirmation
or cancelling work result if progress is set to 100%.

Ha BTOPOM II1are OKHa PeOdaKTHUPOBaHHUA IITPOEKTa 6o MEPOIIPUATHUSA 0T06pa}KaeTCH CIIMCOK IIpaB:

* Ha MEPOTPUATHE, U3 KOTOPOTO OBIJT BBI3BAaH JAHHBIN OUAJIOT, JaXKe eCik eTo Habop mMpaB He OTIINYaeTCs
oT Habopa mpaB 6IMKAUIIIETO POOUTEIHCKOTO;

* Ha Te JoYepHUEe MePOIPHUsTHUs, Ha0OP IIpaB B KOTOPHIX OT/IMYAETCs OT Habopa mpaB Ha OnuxKaiiiee
POOUTETIBCKOE.

Ecnu ectn IIPAaBO HA Ha3HaA4Y€HHEe IIPaB Ha JaHHYIO BETKY MepOHpI/IHTI/Iﬁ, TO B OKHE PeJaKTHUPOBaHUA
MEPOIIPUATUA NMEETCA BO3MOXKHOCTD JIOGaBTIeHI/IH, U3MEHEHUSA U yOaJIEeHUd IIPpaB TOJIBKO Ha OAaHHYIO
BETKY IIPOEKTa. Ecnu Takoro IIpaBa HET, KHOIIKa <<HO6aBI/ITB>> OOJIZKHa OBITh HeJJ;OCTyTIHOIjI, a TaGJ’II/IHa
OOJIZKHaAa OTO6pa}KaTLC5{ TOJIBKO OJIsd YTEHU .

IIpuMmeuanue

HpaBa Ha IIPOEKTEI ABJIAIOTCSA HaCJleAyeMBbIMH, T.€. €CJIN JaTh IIPaBa Ha I'PYIIIIOBOE MEPOIIPUATHE,
TO TAKOM ke Habop mpaB [o/IKeH OBITh YHACJIEOBAH Ha BCE T€ €r0 JOUYEePHUE MEPOIIPUATHS,
KOTOPHIM He OBIJT HAaCTPOEH KaKOoU-TN00 APYyroi (OTIMYAIONIUICsa OT POOUTENbCKOT0) Habop
pas.

HpaBa Ha IIPOEKTEI ABJIAI0OTCSA HCKIIIOYAIOIIUMU, T.€. IIOCJI€ TOI'O, KaK AaJI¥ IIPaBa Ha I'PYIIIIOBOE
MEepOoNpUATHE, Ha JII000e ero JouepHee MEPOIPUATHE TTpaBa MOXKHO OTPAaHUYUThL U OaxKe
BOBC€ UCKJIOYUTH.
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Takum 06pa30M o6pa30M MOZKHO JIOGI/ITBCH TOT'O, YTO IIOJIb30BATEJIIO 6y,ueT OOCTYIIHA TOJIBKO

4acTh IPOEKTa, B KOTOPOM CTPYKTYPHEIE HOMepa OyayT UATH He 110 IOPSOKY, ¥ 9TO He OymeT
SIBIISITHCS OIMNOKOM CHCTEMEI.

8.2 Setting assignee ones for project execution

To show list of all assignee persons for a project, select a project, click "Details" button on the top
panel and click "Assignee ones" tab on the lower panel.

b 2

HaasaHue Hon#HocTe

Baccepman ALA. HavansHwk oTaena cHab#eH!. .
Mabaoynnud O.A. ByxranTtep otgena pacxodoe
Kypymbaes M.C. CHabmueHeu

CamaTtoe E.A. EyxranTtep oToena noxogos
Cemenos C.C. ByxranTtep otgena OoKyMeHTa...

Figure 8.19: List of project assignee ones

L7151 Ha3HAYEHHUS OTBETCTBEHHOI'O 3a TO MJIM UHOE MEPOIIPUuATHE IIPOEKTAa HYy2KHO BBEITIOJIHUTDH OBOMHOM
KJIUK II0 CTPOKE MEPOITPUATHUA B rpa(be «OTBETCTBEHHBIN», UTO BHI30BET OKHO JIJI5I BI:IGOpa OTBETCTBEHHOI'O
nmonb3oBaTens (CM. HIII. <<Bb160p OTBETCTBEHHOTr0»). OTBETCTBEHHBLIM MOIKET OBITh Ha3HAYEH Kak
COTPYOHHK M3 HAHHOTO IMoapa3fesyieHus, TaK U COTPYOHUKH OPYTHUX IIOOPAa3eJIEHUN, He ABIIAI0IINEeCs
HeInoCcpenCTBEHHBIMU NOMYNHEHHBIMU.
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OTeeTCTEEHHLIE 33 MEPONPHATHE x
|ﬂ,ﬂﬁaBMTh DTBE‘FCTBEHHDFD|

OTBeTCTBEHHLIE 338 MEPONPUATHE

FaGoynnus 0.A. OTpen pacxogos
Her v 'ﬁ]‘

Byxrantep oTAena pacxoJos

Y4YyacTHUKM NpoeKkTa

‘l- BaccepmaH ALA.
HavaneHuy oToena cHabmeHWnA

ﬁ Faggynnuu A,
Byxrantep otgena pacxogoe

Kypymbaes M.C.
il CrafweHeu

= (Camatos E.A.
‘ Byxrantep oToena goxoqoe

‘l- CemeHos C.C.
Byxrantep 0TOENS A0KYMEHTaLMM

CoXpaHuTb

Figure 8.20: Selection of assignee

To set an employee as a assignee, select the employee from list of project participants. A user will be
shown in the list of assignee ones where he or she is able to indicate or change form of completion.
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BuiGop nonskzoBaTens X

[MoWcK NONL30BATENER

BriGpaHHele .1.0. BuifpaTs BCex

YacTo eeibupaemuie M AGapewen Necnng Cepreesuy

4
pynNel Nonb3oBaTensii PYKOEDAMTENE OTAENA PatoTel C HACENEHNEM PyC

Axgpeee Hukonai HUKONaEBUY

= @oHg noaaepHEN MONC
A noAdAep ‘l' HauaneHuk otgena goxogos, W.o. pykoeoguTens

OT1gen paboTel © Hace,
Bantues Pycnan TaxupoBu4

;
® AgwusmctpatueHiii o | A HauansHWK OTOEnNa yNpasneHna (UHAHCOM, HaYankHUK OTOENa JOKYMEHTALIMN, SKTWBOR

BobGpoe CrenaH Eropoemny
LD MeHepanbHLIH gUpeKTop

BacHeuoe Mropks Mropeeud
CneywanicT no padoTe ¢ HACENEHWEM

1 Baccepman-MoGepeuknid AHaTonuil AnekcaHgpoBmy
HauankHwe oTgena cHaxesnA

ﬁ rabgynnux JaHuap ANWeBud
ByxranTtep oTAena pacxogos -

Bribpark

Figure 8.21: Selection of assignee ones from organization structure tree

To select a user who is not a participant of the project, click "Add a assignee" button. In the user
selection dialog with the following lists select the required employee:

Selected;
Frequently selected;
I'pynnsl nonb3oBaTesew;

Selection from organization structure

After selection of a user, click "Save" button to set the selected user as a assignee for the project or
"Cancel" to cancel. In the first case, the selected user is added to participants of the project and is
set as assignee for execution of the given project item.

Ilocne IIepevdYuCIIEHHBIX OEeWCTBUU BCE OTBETCTBEHHEIE 3a MEDPOIIPUATHUSA IIPOEKTa IIOIMadaloT B CIIMCOK
OTBETCTBEHHBHBIX 3a IIPOEKT " OTO6pa}KaIOTCH Ha HUXKHeU MMaHeJIn BO BKIagke «OTBETCTBEHHEBIE» (CM.
unn. «CoucoK OTBETCTBEHHEIX 3a HpOGKT»).

Assignee for a group of arrangements in the Projects are set in the same way as assignee is set for
one arrangement of the Project.

IIpumeuanue

The assignee ones will get request for execution or the work only following mandatory ap-
proval of the project.
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[Ipu Ha3HAYEHUU OTBETCTBEHHBIMU COTPYOHUKOB, HE SIBIISIOLUINXCS HETIOCPEACTBEHHBIMU TOMYUHEHHBIMH,
TaKHe COTPYOHUKHY IIOJIy4YaT 3alIpoC Ha BEIIOJTHEHKE PAOOTEL, KOTOPHIA OTOOPA3UTCS B UX €2KeTHEBHUKE

B Bume coobienus (unn. «CoobIieHne o0 MOATBePKIEHUN YUaCTHsI B MEPOIPUATHN»). 3alIPOC MOKET
OBITE TN0O0 MOATBEPXKIEH JIMO0O OTKJIOHEH.

Request on confirming participation in arrangement:

Haeuratop c = DeHb Hegens Mecay
< OxtaAGpe ¥ 2015 ¥ > MoHepenkHuk - 26 okTAGpA -+ |BropHuk - 27 oktabpa ~+ |Cpepa - 28 okrabps —+
M Br Cp Yr Mr C6 Be
a3 4 Mene3osatent BacHelyos W. V. npocut Bac cTate
OTBETCTBEHHBIM 33 BEINONHEHWE BETKM NpoekTa
5 [ 7 8 ] 10 M
12 13 14 15 16 17 18 MpoakT: Exeronxan BeicTapka "3010p0oBLIH 06Da3 KUIHWA
19 20 21 22 23 24 25 2015"
26 27 28 29 30 3 MeponpuaTHe: PaspaboTka cleHapues ANA BLICTABKK
< CerogHna > 30X
Havano: 2015-11-02
Samerin (0) + 3asepluenue: 2015-11-12

Mpwopuret: 1

MoareepauTs | | OTKazats

Yereepr - 29 oktRGpA 4+ | MstHuua - 30 okTRGps <+ |CyB6ota - 31 okrabps =+

BockpeceHbe - 1 HosGps —+

D

Figure 8.22: Request on confirming participation in arrangement

8.3 Approving project

s yYyTBEpPXKOEHHNE ITPOEKTa HeOGXOHI/IMO BEIJEJIUTE CaM IIPOEKT, BEI3BATh KOHTEKCTHOE MEHIO U Bb16paT]':>
IIYHKT <<YTBep}KJleHI/Ie IIPOEKTa». HYHKT MEHIO OOCTYII€H TOJIBKO BJIaeJIbIly IIPOEKTa. HYHKT MEHIO
CTAaHOBHUTCA HEOOCTYIIHBIM BJIaE€JIbBIY B ClIy4dae MMeIOIeCcsI 3asiBKM Ha COTJIaCOBaHUeE C OPYTrEUMHU COTPYOHUK:

ITpu BEIGOPE HAHHOTO MYHKTA MEHIO OTKPHIBAETCSI OUAJIOTOBOE OKHO «YTBEPKOEHUE MPOEKTa» (WIII.
«OKHO YTBEPKOEHUS TPOEKTA»):
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YTEEepauTs Be3 cornacosaHvA
© CornacosaTs NpoekT

Bwibop nons3aoesarensi

NoToBoO

n

Figure 8.23: Agree project window

ITpu BeiOOpe BapuaHTa “YTBepOuTh 6€3 COTTacoBaHUsA” MMPOEKT MMomydaeT cTtaTtyc «Cormacopanue 6e3

mporiiecca».

ITpu BrIGOpe BapuaHTa “CoryiacoBaTh IIPOEKT” MOSBIIIETCA BO3MOXKHOCTD YKa3aTh COTPYIHUKOB B KOMIIOHEHT

BuIOOpaA Ionmb30BaTeNnsi. B OKHe MOXKHO HaWTH MOJIb30BaTENS 10 UMEeHY 1 ()aMUIIUM B CTPOKe «ITouck»
60 BLIOpaTh U3 IlepeBa OPTaHU3allMOHHOM CTPYKTYPHI UIH U3 lepeBa I'PYIIIE ITI0Ib30BaTENEM, BEIIEIUB
MBIIITBI0 HYKHBIX IIOJIb30BaTeNlel, KOTOphie (GopMHUPYIOTCS CHCTEeMON aBTOMAaTU4YeCKU. BHIOpaHHBIM
coTpynHuKaM gobasinseTcs paboTa-coriiacopanue ¢ Ha3BaHueM «CorjacoBaHue IpoekTa %Ha3BaHue

npoekTta%» B IMOTOKax paboT.
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BuiGop nonskzoBaTens X

[MoWcK NONL30BATENER

BriGpaHHele .1.0. BuifpaTs BCex

YacTo eeibupaemuie M AGapewen Necuny Cepreesuy

£
pynNel Nonb3oBaTensii PYKOEDAMTENE OTAENA PatoTel C HACENEHNEM PyC

Axgpeee Hukonai HUKONaEBUY

= @oHg noaaepHEN MONC
A noAdAep “' HauaneHuk otgena goxogos, W.o. pykoeoguTens

Otaen paboTel ¢ Hace.
‘l.. Bantues Pycnan TaxupoBu4

;

® ABMUHWCTPATUBHEI O HauansHuK 0TAena ynpasnesns (MHaHcoM, HauankHuK 0TAeNa AOKYMEHTALIAW, AKTHBOR

E BobGpoe CrenaH Eropoemny
MeHepanbHLIH gUpeKTop

BacHeuoe Mropks Mropeeud
CneywanicT no padoTe ¢ HACENEHWEM

1 Baccepman-MoGepeuknid AHaTonuil AnekcaHgpoBmy
HauankHwe oTgena cHaxesnA

ﬁ rabgynnux JaHuap ANWeBud
ByxranTtep oTAena pacxogos -

Bribpark

Figure 8.24: User selection window

IIpumeganue

It is forbidden to change project, project arrangements, assignee persons, etc. during its ap-
proval, so the System automatically blocks any of these actions after the project is submitted

for approval.

Bce yTBepXKIOeHUs TPOEeKTa MOXKHO TPOCMOTPETh B UCTOPUY COTJIACOBAHUM, KOTOPOE BHI3LIBAETCS KOHTEKCTH
MEHIO TTPOEeKTa U BEIOOPOM MyHKTa «MCTOPHUSI COTTaCOBaHUM».
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¥ 2015-10-28-2015-10-28 Bobpoe C.E.

CornacoBadqe Gea
npouecca

¥ 2015-10-27-2015-10-27 Bobpoe C.E.

OT4yeT No NPoOeKTY

PES}"J’II:-TEIT CoOrnacoBaHWA  CornacosdH

CornacossizarLme Bacreyos .. (¥YTeepaun)
BacHeuos W.W.- 27 ot 2015 16:42 o
KomMmMeHTapHH JameuaHui HeT.

¥ 2015-10-27-2015-10-27 Bobpoe C.E.

OT4yeT No NPoOEKTY

PES}"J’II:-TEIT COrnacoBaHWA  He CornacoBdaH

Cornacoesizamw e Bacxeyos M.K. (OTknoHun)
BacHeuos W.M.- 27 ot 2015 16:41 O
KommeHTapum MNepecmoTpWTe cpok. He yknagbiBaeMcA 8 KeapTan.

P 2015-10-14-2015-10-14 Bacueuos WU.M.

MNoToso

Figure 8.25: UcTopus coriacoBaHuu

ITo kaxpgo¥ 3asiBKe Ha yYTBEePXKIOEHHUEe IIPOEKTa CO30aeTCs 3alluCh B UCTOPUHU cormacoBaHuM (Kaxpas
3alluCh IIOMellaeTCA B OTOEJIBHYIO naHenb). B Ha3BaHUU 3aluCU YKa3bIBa€TCsA OaTa IIoOOa4Yu U 4epes3
JIGCI)I/IC OaTa 3aKPBITHUA 3adBKHW Ha YTBEPXKOEHHE, a TaKXKe OHWO nonp30oBaTens, IIOOaBIIEr0 3a5BKY.

PeBy.TILTaTOM COTJIACOBAHUS MOXKET OLITh OOV H M3 CIIeOYIOIIUX CTaTyCOB:

* «-»: 3as1BKa He oOpaboTaHa, 6O OMUH U3 COTIACOBLIBAIOIINX OTKA3aJICS OT COTJIaCOBAaHUS (ymaiuia
paboTy 0 corjlacoBaHUU B ITOTOKEe PaboT);

¢ «COrj1aCOBaHO»: 3adBKa YTBePZKIE€Ha BCEMHU COI'JIaCOBBIBAIOIIINMU,

¢ «HEe COrjIaCOBaHO»: OOWH HJIX BCE€ COI'JIaCOBEIBAKOIIIME HE YTBEPDOUIIN 3adBKY (oTKa3 B corimacoBaHuM);.
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Oanee OTOGpa}KaIOTCH CIITMCOK BCEX COT'JIaCOBHIBAKIINX COTPYOHUKOB U, IIDUHAJIUYUN, UX KOMMEHTAPHUHU.

8.4 Forming project

MepompusiTUsT MOTYT ObITh «BJIOKEHBI» B APYTHE€ MEPOTPUSTHS, T. €. HT000e MEPOIPUITHE MOIKHO
pa3buTh Ha MHOXKECTBO MOAMepOoNpusATHi. [1pu 3TOM 061 TPOTPECC Y3TI0BOT'0 MEPOTIPUSITHUS PACCUUTHIBAE
aBTOMAaTHYECKU (PyYHOE M3MEeHEHNe IIporpecca HeBO3MOXKHO), KaK CpefHee apudmMeTndeckoe aubo

KaK CpefHee B3BeIlleHHOe 3HaUeHe IPOrpecca NOIMepPOIPUSATHM, B 3aBUCUMOCTH OT YKa3aHHOI'O THIIA
pacdeTa mporpecca.

st Toro, 4TOOBI CO30aTh HOBOE MOOMEPOIIPUSATUE HYXKHO BHIAETUTh POOUTENILCKOE MEPOIPUATHE U
co3maTh HOBoe. BTopoli BapuaHT - IepeMeCTUTh CYIeCTBYIOlllee MeponpusaTue Ha npyroe (Drag and
drop), B uTore mepeHoCHUMOe MEPOIIPUSTHE CTAaHET MOUYepPHUM (BIOKEHHBIM) MEPOIIPUSATHUEM TOTO,
Ha KOTOpPOe OHO OBIJIO IepeHeceHOo. Mepompusitie, B KOTOpoe OymeT BIOXKEHO IIePEeHOCHMMOe IIPHU
oreparnuy repeHoca (mepetackuBaHms) OyaeT BEIIETIEHO 3€JIEHHIM. MePONPUSATHS, UMEIOIIHE BIIOKEHHBIE
MEPOIIPUuATHUA, KPDOME TOI'O, BEIOEJIAITCA 2KUPHBIM H_IpI/I(I)TOM.

2 = MogroroeuTenbHblie paboTel No BbicTaeke 30X
2.1 PaspaboTtate AM3alH NOrOTUNE BbICTABKM

2.2 PaspaboTaTe TEKCT MHOpMaLKMOHHLIX NMCTOBOK
2.3 PazpaboTtate TeKcT MHbOpPMaLMOHHOMD NKcbMa

2.4 Pazpabotate DaHHep AnA BuICTABKM

2.5 [W3aiH BLICTABOYHOMD NaBuNbLOHA

Figure 8.26: Arrangements with child arrangements

Folding and unfolding project branches is performed by clicks on "+" and "-" buttons to the left of
the project name or by pressing keyboard buttons "left arrow" and "right arrow" or using "Unfold"
context menu item which also folds and unfolds project branches and arrangementa. Also, you can
move branches from one project to another by clicking context menu items "Copy" and "Paste" (a
branch is copied with saving values of dependencies and terms) or "Paste without assignee ones" (a
branch is copied without saving values of dependencies and terms).

K mmocTaBjIeHHBIM MEPOIPUSITHUSIM MOXKHO H00aBJIsITh KOMMEHTApPHUH. B KOMMEHTapHsIX MOXKHO KPaTKO
OTYUTHIBATBCS O XOf€ BHIIOJTHEHWS TOTO WM MHOIO MEPOIPUSITHS, IPOCMaTPUBATh KOMMEHTapPUU
HavaJIbHUKA U OPYTUX UCHOJHUTEJIeH. [IJI1 TOTO, YTOOB TPOCMOTPETDL/CKPLITh KOMMEHTAPUH, HYKHO
HakaTh Ha KHOMNKY «JleTanu» Ha BepxXHeM maHelIu Haj MpPoeKToM. IIpu 3ToM, 0TOOPa3UTCsI/CKPOEeTCs
HUXKHSS ITaHesb, HAa KOTOPOM pacrojiaraeTcs 00J1acTh KOMMEHTapUEB.
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BacHeyos M.M.- 21 oxr 2015 15:36
Bhino#Mn npUMepHsIe BapHaHThl

Bbobpos C.E.- 21 owr 2015 15:25
MpoLwy NpUaymMaTe HOBYHY KOHUENUMKD. HyKHO YTo TO KpeaTHeHoe M HeobelivHoe. He HymHsl
DanansHele Mgew.

BacHeyos U.M.- 21 okt 2015 15:34
AHOHC gom#eH Dbk B yTpeHHee W nocne obegeHHoe Bpems

BacHeyos U.M.- 21 okt 2015 15:33
MNpoly 3a OCHOBY B3ATh NPUKPENNEHHLIE OaHHbIE

Figure 8.27: Comment project arrangement

I7151 TOTO, 4TOOH MOGAaBUTh KOMMEHTAPHH, B TOSIBUBIIIEHCS HUKHEH ITaHeIU HYy2KHO BBECTH KOMMEHTaPHUH

U HaXKaTh Ha rajiouky «Jlo6aButh» (1. «KoMMeHTapuili K MEPOIIPUSITHUSM TPOEKTa») U060 IIETKHYTh
IIPaBOM KHOIIKOM MEIITN Ha MEPOIPUATHE, BEIOPATh MMyHKT MeHI0 «kKoMMeHTapumn», nasnee «[106aBUTH».

B mosiBuBIIIEMCST OKHE HY2KHO BBECTU KOMMEHTAPUM ¥ HazKaTh Ha KHOMKY «CoxpaHuTh» (uni. «JIlobaBieHue
KOMMEHTAaPUSI; »).
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Mpowy BHECTK NONPABKKM NO BLIOBUHYTHIM
NpeanoXeH1AM.

CoxXpaHuTk

Figure 8.28: Adding comment;

8.5 Assessment and registration

One of ways to fix completion of arrangement works is setting progress value. The project author or
a person with access to editing project, can set total work progress for project and its arrangements.
The data are not displayed and do not influence progress values entered by assignee persons in the
"Work flows" module.




ARTA SYNERGY User Guide 151/199

Haewrarop < C | + Anarpamma Heranu ul | E=h
[i3 W3BpanHoe &5 ®onn nopnepwa monopesst > | [l Brictanka 300 2015 > | 5] Emeropuas suicTaska "3n0possii of
[ Porg noAaepHiA MOnoaeKH Homep Haasanue Anuter Havano 3asepenve 3asvcuT OrtseTcTeeHHbid KommenTapwi  [Nporpecc
= i Buicraska 303K 2015 = ExerofHas soicTaska "34opoBbiii o6pa3 s 30 19 okt 2015r 27 Hos 2015r BacHeuos W.... 48%
=] Mposenesve exeronHoi cna 1 06Wan KOHUENUMA BbICTABKK 10 19 okt 2015r 30 okt 20151 BaccepmaH A.. 64%
- 2 = MoaroToeuTenbHbie paGoTel no eeictake 5 2 HOsA 20151 6 Hos 20151 1 Bantwves P.T. 48%
[=] ExxerogHas BbicTaBka "3p
2.1 Pa3paBoTaTh AK3aiH N0roTMna BLICTABKK 2 2 HonA 20151 3 Hos 20151 1 38 [ noaroroske 4 |2 ®]
8 CriopTueksie MeponpuATIS 22 Pa3paGoTaTh TEKCT MHBOPMALMOHHEIX nicTos 2 4 Hos 20150 5 Host 2015¢ 21 - i
| Mov npoekTel 23 Pa3paboTaTh TeKCT MHDOPMaLUKOHHOrD nnceM 2 4 Hos 20151 5 Hos 20151 2.1 Kypym6Gaes M... 100%
2.4 PazpaboTarh BaHHep Ans BLICTaBKA 3 4Hoa 20157 6 Hon 20151 21 Cemexos C.C 21%
25 [v3aliH BLICTABOYHOID NABUNLOHA 0  2Hoa 20157 2 Hos 20151 51%
3 Pa3pa6oTka cueHapueB ans BbicTaskn 30, 9 2 HoA 20151 12 Hoa 2015r Camaros E.A. 33%
4 MpPOM3BOACTBO NPOAYKUMK 10 9 Hos 2015r 20 Hos 20151 2 Cemenos C.C... B5%
5 MoHTam 5 23 HoA 2015r 27 HoA 2015r 3,42 Fa6aynnuu [... 10%
LA CO3AaHUA HOBOD SNEMENTE BBEAWTE TEKCT
a s | ]
o ®@FO

Figure 8.29: Setting progress

In "Progress" line corresponding to the surname of the assignee person by clicking arrangement with
left button progress can be indicated for the assignee person in percents. Changes are applied by
clicking "Save" button and canceled by clicking "Cancel" button. Green color indicates that there is
sufficient time for performing assignment. After deadline is missed, color is changed to red.

B nr060#1 MOMEHT MOXKHO M3MEHUThL BPeMS BHIIIOJHEHUS 3afaHus, (OPMYJIUPOBKY, BEIOpaB NYHKT B
KOHTEKCTHOM MeHI0 " Mi3MeHUTh..." n160 OBa pas3a KJIMKHYTh II0 CAMOMY MEPOIPUSTHIO.

You can delete an arrangement by selecting "Delete" context menu item. After that, the arrangement
name will be stricken out and after page updates, it will not be listed.

A project is considered completed and is hidden in project list if all arrangements of project are set
as 100% completed by the author. The progress of work completed can be set by the author only;
and progress set by an executor is only for information purposes and do not complete work even if an
executor sets project as 100% completed.

8.6 Project search

151 morcka uHpopManuu HeodbxomumMo B mojie “Ilouck uHdopMaluu” BBECTH KII0UEBLIe CJI0Ba MMOKMCKa
1 HaxaTb Enter. Beimaya pe3ynbTaToB MOMCKA 3aBUCHUT OT BEIOPAHHOIO 3JIEMEeHTa B HaBUTATOpe.
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» If the root element in tree of portfolios is selected, the search string is matched against:

- BCeX UMEH TopTderieii, BXOOAIUX B 001IEKOPIIOPaTUBHOE IepeBo nopTdenel;
- BCEX UMEH MMPOEKTOB, BXOMSIINX B HOPTGEIH B 00IIeKOPIOPATHBHOM IepeBe;
- BCeX UMEH U BCET0 COIePRKUMOTo (HaiiioB, HaXOOAIIUXCS B HallKaX IPOEKTOB 00IIIeKOPIIOPaTUBHOI0
Iepera.
¢ If a portfolio in corporate tree of portfolios is selected, the search string is matched against:

- BCeX UMEH mopTdeiei, BXOOSAINUX B BLIOPAaHHBIHN TOPTQEITh;
- BCeX UMEH IIPOEKTOB, BXOOAIINX B BEIOPAaHHBIN NOPTHEND 1 BIOXKEeHHBIe TOPTdeny;

- BCEX MMEH U BCET0 COOEePKUMOTO (haiIoB, HAXOOSIIIUXCS B IalKaX IPOEKTOB, BXOOSIITUX B BEIOPaHHBIH
nopTdenb U BJIOKEHHBIE TTOPTdenn.

» If a project in corporate tree of portfolios, "Favourites" or "My projects" section is selected, the
search string is matched against:

- BCEeX UMEH MEPOIPUSATHUH, BXOOSAIINX B BRIOPAHHBINA ITPOEKT;
- BCeX UMEH U BCET0 COOepKUMOTO (aiijioB, HaXOMSIINXCSA B IIAalKe IPOEKTa;

- BCeX MMEH M BCETO COMIEPKUMOTO (HaijioB, HaXOOIIIUXCS B allKaxX paboT, COOTBETCTBYIOIINX MEPOIIPHUST:
TIPOEKTa.

» If "Favourites" or "My projects" section is selected, the search string is matched against:

- BCeX UMEH IIPOEKTOB, HAXOOAIINXCA B PAa3Oeiie;

- BCeX MMEH M BCEr0 COmepKHUMOTo (aiIoB, HaXOOAIIUXCS B MAITKaX IIPOEKTOB, HAXOOSIIHXCS B
pasperne.

B moucke mocTymmHa BO3MOKHOCTE ITPOCMOTPA 3aBEPIIEHHEIX U YIaJI€HHBIX IIPOEKTOB, TAKZKE BOCCTAHOBIIEHME
yIOaneHHOTOo ITpoeKTa. [IJIs IpoCcMOTpa paHee BHITIOTHEHHBIX U YIaJIEHHBIX IIPOEKTOB HY2KHO BHIIEIUTh

B pe3yJbTaTax MoucKa «IIpoeKThI» U B ITOSIBUBIIUXCS AOTIOJTHUTETbHBIX IOJISIX ITOMCKA ITOCTABUTh TaJIOUYKU
i1 BeIOOpa Ieproa 1 IOKMCKa B 3aBEPINEHHHIX U YIaJeHHHX IIPOeKTOB. ITocie 4ero HaxaTh KHOIIKY

B OCHOBOU pabouei ob6mactu. [ BOCCTAHOBJIEHUS yHOAJIEHHOTO IIPOEKTa HYXKHO BEIOpaTh €T0o U Ha
J1I000M U3 TYHKTOB YOAJIEHHOT'0 MEPOIIPUSTHUS BEI3BaTh KOHTEKCTHOE MEHIO, Tl HY?KHO BEIOPATh ITYHKT
MeHI0 «BoccTaHoBUTh». [lajiee yKa3aTh PacIojioKeHre BOCCTaHOBIEHHOI' O TPOEKTA B ITOPTQeJsie TPOEKTOB

U HaXKaThb KHONKY «BeIOpaTh». BoccTaHOBJIEHHEIM ITPOEKT 0TOOPA3UTCS B HABUTATOPE, B YKa3aHHOM
noptdere.
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Mouck uHopMaLMK. ..

Haeuratop 4

[ VaGpantoe il doma nopnepwkn mononexs >
o’
DOHA NOAAEPHKN MONOAEKH Q Bce pesynstatsl (10)

© i BeicTaska 30K 2015
Noprdenn npoekros (2)
=] MpoBeexme exeronHoi cna & ExeropHan BeicTaEka "3goposblid 06pa3 uanm 2015"

®oug nogaspHm MenogeswBuicTaska 300K 2015 MpoexTb! (2)

[£] Emeronxan BeicTasKa "300pc
[ MNpoBepeHWe eXEroQHOW CNapTakManb! Paiinel nanok npoektos (6)

¥ CropTveHsie Meponpusitis ®oma nogaepwsk MonogexwBsicTasra 30K 2015

15 Mow npoekTe!
"I WickaTts 3a nepvog
c |02.10.15
no |02.11.15

| 3aBEpLUEHHbIE

I YoaneHHsle

> 1 -

]
Q
)
0

Figure 8.30: Project search

8.7 Project reports

B monyne «I[IpoeKTwI» IpenyCMOTPEeHAa BO3MOXKHOCTh GOPMUPOBAHU S HECKOIBKUX BUOB OTYETOB. 114
TOTO, YTOOBI ChOpMUPOBATH JIIOO0H U3 OTUETOB, HEOOXOOUMO B KOHTEKCTHOM MEHIO MpoeKTa (1ubo ero
BETKH) BEIOPATh COOTBETCTBYIOIIUH ITYHKT:

* Excel export
e XML export
* Print version (table);

e Print version (diagram);

L]

Total project work report.

8.7.1 Excel and XML report

In forming of theses reports, xls and xml files are downloaded to local computer, correspondingly.
Excel report includes the following information: code, name of arrangement, progress, deadline,
remaining/overdue, executor.
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Kop MeponpuaTue Mporpecc Cpokmn Ocranocul Wcnonuurens
MpocpouyeHo
[MnaH NogroToEKK MaTepuanoe 4na 459% 07.01.13 - OcTanock: 16 |Kanwes E. [.
paccelKy na.nz2.13 [HEl
1 FazpaboTka BeICTABOMHOMD G1% 21.01.13- QcTanock: 9 EpmeHoe . A
maTeprana 01.02.13 OHEeN
11 FazpadoTaTe TEKCT MMCEMA ANA 100% 21.01.13- XacaHoe P.A.
PACCBIKN NAPTHERAM 21.01.13
12 FazpadoTaTe TEKCT AMCTOBKK © N 26% 21.01.13- MpocpodeHo:  |¥acaHoe P.A.
WHAIAHMEM MHPORMALAH O 23.01.13 0 gHed
13 FazpadoTaTe 0GUYH NPEIEHTALMK O G1% 21.01.13- MpocpodyeHo:  |XacadHoe P.A.
KOMMAHMK 23.01.13 0 gHed
14 FazpadoTaTe kaneHgape Ha 2013 1. 0% 21.01.13- CcTtanock: 9 |XacaHoe P.A.
C NOraTMNomM KomNaHin 01.02.13 OHEeN
2 CocTarneHWe MHOPMALMOHHEIX 96% a7.01.13- MpocpoueHo: |EppgeHoe [ A
TEKCTOB O KOMMAHMA 13.01.13 5 gHedd
21 COCTABNTE TEKCT MMCEMA ONA 100% a7.01.13- HikuTiaHa M. 1.
PACCEIKH NAPTHEPAM 0a.n0l1.13
22 COCTaBMTE TEKCT O KOMNAHWK 409 100%  (15.01.13- HukumiaHa N, M.
BEICTABKM 18.01.13
2.3 MogroToBUTe W NOG00RATE 100% 09.01.13- HikuTiaHa M. 1.
choTarpadini gnA kaneHaapA 11.01.13
24 MogroToBWTE TEKCT ANA 87% 140113 - Mpocpodedo  |AkGepguesa 1 W,
MPezeHTALMK HAWER KOMIAHKMA 15.01.13 B oHei HukutiHa 1. 1.,
Hymaraee E. 4,
Kanuee E. 1.
3 Facneyarka 0% 040213 - QcTanock: 16 |EppgeHoe . A
ne.n2.13 OHel
31 FacneyartaTe NMckMa ANA N 0% 040213 - QcTanock: 15 |XacaHoe P.A.
NapTHEPOE B COOTEETCTENN C© n7.02.13 OHel
3.2 PacneyaTaTe NpeseHTaUMI O 0% 040213 - QcTanock: 14 |XacaHoe P. A,
KOMMAHMK B HagNexallem KadecTee 06.02.13 OHel
3.3 FacnevataTk B 4OMKHOM 0BLEME 0% 040213 - OcTtanock: 16 |XacaHoe P. A
MHChoOpMALMOHHBIE AWCTOBKKW ng8.02.13 OHel
4 MaTepnansl gna cTeHga 20% 140113 - OcTtanock: 13 |EpgeHoe T A
05.02.13 OHel
4.1 PazpafoTaTe MHhOPMALMOHHLIA 0% 16.01.13 - QcTanock: 13 | XacaHoe P. A,
CTEHA, 05.02.13 OHel
4.2 MoAroToEMTE MHGIOPM AL AnA 100% 1401.13- HikTiHAa 1. 1.
cTeEHAA 15.01.13
5 Paccblka nMcem No agpecaTam 38% 220113 - Mpocpodedo:  |Akbepgresa 1. M.
23.01.13 0 gHeid

Figure 8.31: Excel report
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=7xml version="1.0"7>

=Project xmlns="http://schemas.microsoft.com/project"=
=Name=[lNnaH NoOQroToOBKWM MaTepuanoB ANA paccenku.xml</MName=
<Company=Arta</Company=
=Author=Kannes E.[0.=/Author=
=ScheduleFromStart=1</ScheduleFromStart=
=StartDate=2013-01-07T09:00:00=</StartDate=
=FinishDate=2013-02-08T18:00:00=/FinishDate=
=FYStartDate=1</FYStartDate=
=CriticalSlackLimit=0=</CriticalSlackLimit=
=CurrencyDigits=2</CurrencyDigits=
<CurrencyDigits=2</CurrencyDigits=>
=CurrencySymbol=p.</CurrencySymbol=
=CurrencySymbolPosition=l</CurrencySymbolPosition=
<CalendarUlD=1</CalendarllD=
=DefaultStartTime=09:00:00</DefaultStartTime=
=DefaultFinishTime=18:00:00=</DefaultFinishTime=
=DefaultTaskType=0</DefaultTaskType=
=DafaultFixedCostAccrual=3</DefaultFixedCosthccrual=
=DefaultStandardRate=0</DefaultStandardRate=
=DefaultOvertimeRate=0</DefaultlvertimeRate=
<DurationFormat=7</DurationFormat=
=WorkFormat=2</WorkFormat=
=EditablelctualCosts=0</EditablelctualCosts=
=HonorConstraints=0</HonorConstraints=
=InsertedProjectsLikeSummary=l</InsertedProjectsLikeSummary=
=MultipleCriticalPaths=0</MultipleCriticalPaths=
=MNawTasksEffortDriven=l=/NewTasksEffortDriven=
<NewTasksEstimated=1l</NewTasksEstimated=
<SplitsInProgressTasks=1</SplitsInProgressTasks=
<SpreadActualCost=0</SpreadActualCost>
<SpreadPercentComplete=0</SpreadPercentComplete=
<TasklUpdatesResource=1</TasklpdatesResource=
=FiscalYearStart=0=</FiscalYearStart=
<WeekStartDay=1</WeekStartDay=>
=MoveCompletedEndsBack=0</MoveCompletedEndsBack=
=MoveRemainingStartsBack=0</MoveRemainingStartsBack=
=MoveRemainingStartsForward=0</MoveRemainingStartsForward=
=MoveCompletedEndsForward=0=</MoveCompletedEndsForward=
=BaselineForEarnedValue=0=</BaselineForEarnedyalue=
=AutolAddNewResourcesAndTasks=1</AutoAddiewResourcesAndTasks=
=CurrentDate=2013-01-23T12:39:34</CurrentDate=
=<MicrosoftProjectServerURL=1</MicrosoftProjectServerlRL=>
=Autolink=l</Autolink=
=NewTaskStartDate=0</NewTaskStartDate=
=DafaultTaskEVMethod=0</DefaultTaskEVMethod=

Figure 8.32: XML report
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8.7.2 Graphic version of project

Some parameters of the report can be set in window, which opens during forming the type of report:

KaneHpapHe!i rpathMK npoeKTa "EXerofHan BbICTaBKa "300POBLIA 06Pa3 XHIHK 2015™" Macwrat: [ ]
H OuTRbpS Honfips ‘
Ne rvn searme N o G G 3
ExeronHan ssicTasxa "3nopossiid o6pas ]
KiazHm 2015"
1 O6Wan KOHLENLWA BLICTaBKA —_——
1.1 PaapafoTaTs 06UV KOHUENLMIC BEICTABKK ]
(BrAEHWE, LenW)
1.2 Pa3pafoTath cueHapHil ANA BUAEODCNHKOSE W o
ayAMOPONUKOR
1.3 PaapafoTaTte npaguna nosegeHuA —
COTPYAHMKOE B0 BDEMA BICTABKM
2 MOAroToBUTENEHEIE PAGOTEI N0 BLICTABKE La—
clo) 4
2.1 PaapaboTaTs AN3aiH NOTOTHUNA BLICTABKK "'_ﬂ'l
2.2 PaapaforaTts TekcT MHOPMALMOHHBIX
NKUCTOBOK
2.3 PaspaforaTe TekcT MHOPMaLMOHHOMD
nuceMa
2.4 PaapafoTaTh GaHHEp ANA BLICTABKM

2.5 \[M3afH BLICTABOMHOMD NABWNLOHE

.ﬂéﬁlﬂ +r=EE

13 PaspafoTka cueHapues ANA BeicTasik 30X I

13.1 Paspaforate cueHapwii 4NA aynuoponuka

[3.2 PaapafoTaTs CLUeHapHil ANA BUASOPONHMKA

3.3 3aKalaTh NPOM3BOACTEO AHOHCOB ]

4 Mpou3BoncTEO NPCAYKLMKA Iﬁl

4.1 PacnewaTka peknamHeIx IMCTOBOK 1 NMCem [E‘

4.2 3aKaaaTs NPCW3BOACTEO MaTepUanos ANA ——
BLICTABOYHCTO NABMNLOHA

5 MoHTam Lh

5.1 MoHTa0K BHAEOPONMKE B CODTBETCTEBUM CO [
CUEHapHem

Oo6aBuTb NOANWCH

Pacnevarath

Figure 8.33: Diagram report

The title of the report is set as "Calendar schedule of project "PROJECTNAME"".

Slider at the top of the window changes diagram scale; the leftmost position displays diagram with
the most minimal scale, and the rightmost, in the most maximal scale.

Line denoting an arrangement on the diagram, black color is the current total execution progress.

The bottom part of the window shows check box "Add signature" to select a person whose signature
will be shown in the report. In order to do this, check the check box, click a button with ellipsis
and add the required employee. The final report will show, apart from the full name of the selected
employee, the position.

After you set all parameters, click "Print" button.

8.7.3 Print (table) version

It is also referred to as project protocol. As for "Diagram"”, when forming the type of report you can
set some parameters: number of reported comments to the project arrangements:
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eTphi oTHeTA
MpoToKen npoekTa "EXEroAHan BbICTaBKa "3A0POBLIA 06pa3 U3HM 2015
KOMMHEcTs0 KOMMEHTapWEE (1 0y
Ocranock/ _
Ne n/n MeponpuAThe Mporpecc KoMMeHTapun Cpoku NpocpodeHo |0'ree'rc1'aenusm
1 O6Wwan KOHLENUWA BLICTABKH 64 % 19.10.2015- Mpocpoyeno: 3 Bachxeuos H.H.
30.10.2015
1.1 Pa3paBoTaTk OGWYH KOHUENUMIO BEICTABKKW 21% 19.10 201:3'- Mpocpoyexo: 10
(BMAEHME, LIEnk) 23.10.2015
1.2 Pa3palfoTaTe CUeHapHi ANA BUAS0DONUKOE W % 19.10.2015- Mpocpoyeno: 11 BaccepMan AA.
aYAUOpONMKoE 22.10.2015
1.3 PaspatoTar npasuna noseneHnA cotpyarmkoe | 100% 19.10.2015- Cawmatos E.A
BO BPEMA BLICTABKN 30.10.2015
2 MoaroToBKTENLHBIE paGoThl No BhicTaBke 30X |  48% 02.11.2015- OcTanock: 4 BacHeuos W.W.
06.11.2015
2.1 Pa3paloTark LM3aiiH NeroTyna BLICTaBKM 1% 02.11.2015- Ccranocs: 1 Cewmenos C.C.
03.11.2015
2.2 Pa3paBoTaTte TEKET MHIOPMALMOHHBIX 1% 04.11.2015- Ocranocs: 3 KypymGaes M.C.
NHCTOBOK 05.11.2015
2.3 Pa3paboTaTe TEKCT MHDOPMALMOHHOTD NMCEMa 100% 04.11.2015- KypymGaes M.C.
05.11.2015
2.4 PaspaBotars BaHHED [ANA BLICTABKK 219% 04.11.2015- OcTanock: 4 CemeHor G.C
06.11.2015
2.5 [W3aiiH BLICTABOYHOIO NABUNLOHA - 02.11.2015- Mocneanui AeHs
02.11.2015
3 PaapaGoTKa cueHapmes ANA BbicTaBkn 300K 33% 02.11.2015- Octanock: 10 Bacheuos W.H.
12.11.2015
3.1 Pa3paboTaTs cusHapkii GNA ayAMopanika 0% 02.11.2015- OcTanocs: 1 BaccepMan ALA.
03.11.2015
3.2 PaspaBoTath cueHapuii 0NA BUABOPONMKE 0% 02.11.2015- Oetanocs: 1
03.11.2015
3.3 3aKa38Th NPOMIBOACTEO EHOHCOB 100% 04.11.2015- rabmynnus 0.A
12.11.2015
4 Mpon3soACTBO NPOAYKLMK 85 % 09.11.2015- Octanock: 18 Bacheuos W.H.
20.11.2015
4.1 Pacne4aTka peknaMHEIX TMCTORO0K U MUCEM 100% 09.11.2015- Cemetos C.C.
12.11.2015
4.2 3axasarb NPoM3B0ACTED MATEPUANOE ANR 1% 09.11.2015- Ocranoce: 18 TaBpynnay [, A
BLICTABOYHOMO NABMMLCHA 20.11.2015
5 MoHTax 10% 23.11.2015- OcTanock: 25 BacHeuos W.W.
27.11.2015
5.1 MOHTa¥ BI0BOPONUKE B COOTBETCTBMM CO 0% 23.11.2015- Ccranoce: 24
cusHaprem 26.11.2015
5.2 MoHTas ayIMoponika B COOTBETCTEMM 0o 21% 23.11.2015- OeTanock: 25 rabpynnus A,
cUeHaprem 27.11.2015 Baccepmad AA.
Pacnevarars | | OTMEHUTL

Figure 8.34: Report as table

After you set all parameters, click "Print" button. Since the report is usually larger by height than by
width, you should scroll the report down to see "Print" and "Cancel" buttons.

8.7.4 Common report for project arrangements

Does not have any transmitted stages of forming and is designed to obtain joint statistics on project-
related arrangements.

Ceoaxbli oT4eT no paGoTam npoexTa "ExeroaHan BeicTaBka "3aoposbii oGpa3 xuann 2015

. CpenHxee
CpenHui Mpouext
DBonxHsl OTKNOHEHKE
Damunua K.0. MlonxHoeTs IhtheKTHBHOCT E:é; 6biTb ane ) N ”pnrpe_‘c:bm ga:ip:“;':;:"x OT CPOKOB
)

3aBeplueHs! pabot (%) | pasor (%) “";‘fm“e
BaccepMaH A.A. Ha4ankHKk 0TAENa CHAGXEHUA 0% 3 2 0 0 -
ragaynnus A ByxranTep oTAena pacxonos 0% 3 0 0 0 -
Kypymbass M.C CralbmeHsl, 0% 2 2 0 0 -
Camaros E.A. ByxranTep oTaena LOXO40E 0% 1 1 4] [¢] -
Cenexos C.C Eyxrantep oTOeNna DOKYMEHTALUKK 0% 3 2 0 0 -

Data: 2015, 2 HoAGPA

Figure 8.35: Common report for project arrangements
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Chapter 9

"Objectives and indicators"” module

PeBu3usa VCS: 8198 The module is designed to monitor progress in achieving strategic objectives
of the company and to assess them. The module allows to formulate and to decompose strategic
objectives of company, to form arbitrary maps of indicators, to make dictionary of indicators, and to
input indicator values.

The module includes two main parts:

» Strategy

* Measures

9.1 Strategy

ITyukT «CTpaTterus» monyns «llenm u mokasaTenu» IpegHa3HA4YeH [JIS BU3YaJIbHOTO O0TOOpaXKeHUs
CBSI3U LleJIeH C moKa3aTensaMu 1eseit. [1o3BoisgeT 0To6pa3uTh IPOrpecc HOCTUKEHU S lIeJiel U CBI3aHHbBIX
C Hell 06bEKTOB (MapIIPYTH], IPOEKTHI, MOPTHEIU IPOEKTOB).

[st mpocMoOTpa CBI3aHHEIX C LIeJIbI0 00BbEKTOB Ha KapTe IToKa3aTeiell, Ha KOTOPOU PacIoJioXkKeHa I1eIb,
HY2KHO KJIMKHYTh Ha TEKyIllee 3HaYeHMNe IT0Ka3aTess IIeId, HallpuMep , KOTOPOEe SABASIETCS TEKYIIUM
3HaueHueM 1enu «IIOBHICUTH YPOBEHbL OPraHU3allMOHHO-TIPOIAaraHaUuCTCKON mesTeNlmbHOCTH DoHIOa»
(cm. unn. «Cssi3b nened ¢ noprdensiMu U MaplipyTaMu»). B mosiBuBmieMcs OKHe OToOpaxKalTcs
nopTdeny, TPOEKTH ¥ MapIIPYTH, CBA3aHHBIE C 1eJTbI0. HampoTuB Kaxkmoro u3 CBI3aHHBIX 0OBEKTOB
pacuosioXkeHa KHOIIKA «IIOAPO0Hee», I0 HaXKaTHUIO KHOIIKY ITPOUCXOOUT PEOIUPEKT Ha CBI3aHHEIN OOBEKT.
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Haewrarop C = Moxasatens Lenk Mognwcs Peectp 25.02.13

= ) Crparerusn

MoBbiweHne nonynapHocT 30K
Cpegu Monoaexm

£l Kapra Ne2. YposeHb BHYTPHKC J/

) Kapra Ne1. YposeHb nesitens 0 Fii, MosbileHve ypoBHA

pentensHocTH Llewtpa 302K

) Kapra Ne3. YposeHb addbekty

2 [ |CnpaBo4HMK Nnokalarenen

Baaoskle
5E] MoppepXaHye SbdeKTUBHOCTI . TS Te 1 .
L] PaccunTsiBaemMeie e e Ol U . KOPMNOPaTMBHOMA KyNbTYPbi
BbLICOKOM ypoBHE
| BHewHue
|| CucTemHbie nokazateny
[E# Beog nokazateneit
B [[|WaénoHbl nokazaTenei PaasnTine MHHOBALMOHHBIX Mopnepwanve Tpynosoi P
TeXHONOorvi B NpounakTike n | 2 (S UL B (e e s
|| BazoBkie
nponaraHge 30X
L] PaccunTsiBaemMeie
| BHewHue
Moebiwenke ypoEHA AenTensHoctH LienTpa 30K b4
Moprdhene
Buictaska 30X 2013 nodpobres
Mapuwpyr
PaapafoTka TekcTa v AwaaiHa NMCTOBOK W Nnakatos nodpobHes..
3aKpHITs
< >
) ®FTQ

Figure 9.1: Link between objectives, portfolios and routes

You can connect objectives to indicators directly on main working space of "Objectives and indicators"
module. In order to do this, you have to first locate objective and indicator and then connect them by
dragging mouse and pressed Ctrl button.

3aMedaHnue

If you delete any of connected object, a link is also deleted (Goat-Portfolio, Objective-Project,
etc.).

Takzke B 93TOM pasmerne MOXHO moOaBnaTh “Ilognmucu”u “Peectphl”. «Ilomgmuck» mpencTaBisieT co0oi
TToJie OJisi BBofa TeKcTa. [y BBoa TeKCTa HeoOX0OMMO BEI3BAaTh KOHTEKCTHOE MEHIO 1 BHIOPATh MYHKT
«M3MmeHuTh». B oTKpeIBIIeMcss HTD-pemgakTope HE0OXOOMMO BBECTH TEKCT U COXPAaHUTh.BBemeHHBIN
TEKCT MOXKHO IIepeMeliaTh 10 pabodyel 06JI1aCcTu C ITOMOIIIBI0 MBIIITKH. TaKXKe MOXKHO CO3[IaTh CCHIJIKY
Ha 3TOM TeKCTe. [[JIg 9TOr0o, CHOBa BEI3LIBAaEM KOHTEKCTHOE MEHIO KHOIIKY 1 BEIOMpPaeM ITyHKT « CBOMCTBa»,
aKTUBUPYEM rajiouKy «BCTaBUTH CCBUIKY» U B II0JIe BHOCUM CCBUIKY ¥ COXpaHsaeM. Telephb IIpXU HaxKaTUMu
Ha TEKCT, MBI OyZeM IepexoquTh M0 YKa3aHHOM CCHIIKE.

"Registries" is designed to display registry items as a table with columns as values of selected registry
fields.
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9.2 Measures

It is designed to assess results of achieving objectives. Values of the company strategic objectives are
included in the indicator list.

9.3 Indicator control panel

ITanens yripaBJieHUs I0Ka3aTeJIsIMU COCTOUT U3 IBYX YacTell - CTeK-I1aHesb (cjieBa B 00J1acTU HaBUraropa)
U OCHOBHas pabouas ob6nacth (cripaBa). CMm. unn. «YmopaBlieHue IIoKa3atensMu». Ha cTek-manenu,

B 3aBHCHMOCTH OT BallleT'0 YPOBHS AOCTyIla, HaXOOSATCS HECKOJIBKO BJIIOKEHHEIX ITaHe/lel U3 CIUCKa:
«CTparerus» (cTpaTeruieckue KapThel ITIoKa3aTesnel), « ClIpaBOYHUK IT0Ka3aTene» u «BBop moKa3aTenei».

Mowck... HacTpoiiku

Haewratop (&} #= Mokasatens  LUens  Mogncs  Peectp 25.02.13

2 g Crparteruna

Baepure TexcT MosbilweHye ypoekHs

£l Kapra Ne2. YposeHb BHYTPUKC Resrensoctv Lientpa 30K

) Kapra Ne3. YposeHb addbekty /

2 [ |CnpaBo4HMK Nnokalarenen YpoBeHs QeRTensHoCTA
Moppepxaxue TpyAoBO#H 0 Lesipa 303K
[]Basopsie AMCUMNNUHGI HA BLICOKOM ypoBHe |~ | .

) Kapra Ne1. Yposeub gesten

L] PaccunTsiBaemMeie
| BHewHue
|| CucTemHele nokasatenn

E [E¥Beon nokasatenei

CoBniopesne HopM W

[E% YposeHs nesTensHocTy 30X TDEBOBAHMA BHYTOEHHETD
- ycrasa
2 [|WabnoHbl nokasarenei 41,68 %
(ieoswe LS
| PaccuuTeBaEMEIE YenewnocTs ﬂDOBzﬂ"MW 36 9%
L_JBHELUHME s aiille BoBne-eHHocTE MONOAEMA B

npoBoarMse LieMTpom
E Py

45 %

VHTEHEABHOCTS BRINYCKARMEIX
MEHATHEX UINAHUH

eff Kanwes ELL,

68 %

~
v

Figure 9.2: Indicator control

9.3.1 ‘“Indicator map" panel

Strategy is a root element of indicator map and in the navigator window on the left it can include any
hierarchical structure of strategic maps, which is individually designed by each company.
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HoBas kapTa moka3aTesiell CO3maeTCsi C MTOMOIILI0 KHONKKU «Co30ambu». [I71s1 cO3maHusl HOBOM KapTHI
Heo0X0OuMO e€ Ha3BaTh, BEIOpATh (OH U COXPAHUTH TEKyIue mapaMeTphl. Co3maHHas KapTa CTaHeT
OCHOBaHUHEM [OJid OEKOMIIO3UIIMK CTPAaTEern4dYeCKHuX ueneﬁ OpraHu3aliuu. J:[HSI IIPOCMOTPa KapThI 3a
OITpenesIEHHEBIN OeHb HYKHO BOCIIOJIb30BaThCSA KHOMKOM «BriGpaTh maTy» pAOOM C OAaTOM Ha IIPaBOM
BepxHeM yriy. IIpu BrIGOpe KapThl 3a IIepuol, oToOpaxkaeTcsl TPEeH[ IIoKa3aTels II0 CPaBHEHUIO C
TEKyIIUM U TeKylllee 3HaUYeHUe.

s goGaBneHuWs ey Ha CO3TaHHYI0 KapTy HYXKHO HaXKaTh KHOIKY «llemb» Ha ITaHeIW CBEpXy U B
TMOSIBUBIIIEMCSI OKHE BEIOPATh II€JIh U3 CIIMCKA JTMO0 CO30aTh HOBYIO II€JIb C IIOMOIIBIO KHOIIKY «+». I1pu
CO37TaHUY HOBOM IIe/I1 e OUHCTBEHHBIM 0053aTEILHEIM 1715 3alI0JTHEHUS IBAsIeTCs nojie « DopMyIupoBKa
LHenu», K eI MOXKHO IIPUBSI3aTh HECKOJIBKO IIOKa3aTejiell ¢ 00s3aTEeIbHEIM BHIOEJIEHUEM I1eJIEBOTO
nokasaTens (cM. ml. «OKHO moOaBIeHUsI HOBOU IIEJTH»).

B ocHOBHOII paboueii 061acTu (CIIpaBa OT OKHA HaBUTATOPAa) 9TO BREITISOUT KaK IIBETHOE rpadudeckKoe
IIpefCcTaBIeHNe 3HAYEHUH ITOKa3aTelel, HaCTPOeHHOe IMoIb30BaTeneM. MoxkeT ORITh IIPeICTaBIeH B
BHUE Pa3HBIX MHOMKATOPOB (CIIUAOMETPA, ITIOJIyCIIUIOMETpa, cllaimepa, rpadrka, ceeTodopa u cemadop
(omHOCEKUMOHHEIHM cBeTOMOP)) B 3aBUCUMOCTHU OT MHAWBUAYATbHEIX HACTPOEK IT0Ib30BaTesnsa. Ha KapTy
MMoKa3aTeneld MOXKHO T00aBUTh 3JIEMEHTH TEKCTa C BO3MOXKHOCTBIO (OPMAaTHPOBATh CTHJIb U ITPUMTHI
TekcTta. TeKyImrylo KapTy IoKa3aTejied MOXKHO pacledaTaTh C IOMOIIBI0 KHOIKH C U300pakeHueM
IIPUHTEpPa B IIPaBOM BEPXHEM yIjly. B KadecTBe BepcuU [OJi IledyaTV Ha KOMIIBIOTED IIOJIb30BaTEI
CKa4yMBaeTCs TeKyllas KapTa B popmaTe *png.

CoapgaHue HOBOW Lenu x

dOpMYNMpoBKa LEnu

Mepwod MCNonHeHWA 25.02.13 | B - |D5.04.13 B
+| Nokazarenm:
HazsaHue COTBETCTBEHHLIRA MaH Maxc Lens
workload AOMMHWUCTPETUBHO-X03RACTEEHHBIA OTOEN 10000 50000 S0000 |=®| [#
eff AxBepowesa K.M. 10000 45000 40000 |=| |[#

Coxpadims | | OTMEHWTE

Figure 9.3: Adding new objective window

9.3.2 ‘"Indicator dictionary" panel

IpepHa3Ha4eH A1 PeJaKTUPOBAHUS CIIPaBOYHUKA MOKa3aTesel. JJoCTyeH TOIBKO s TOTb30BaTeneH,
B 00513aHHOCTH KOTOPBIX BXOOUT PeIaKTUPOBaHHEe MAaHHOTO CHPAaBOYHUKA.




ARTA SYNERGY User Guide 162 /199

9.3.2.1 Indicator dictionary

CopaBOYHMK ITOKa3aTesNel OOCTYIIeH s PeIaKTUPOBaHUs CIeIlNalbHO OIpefeIeHHEIM COTPYOHHUKAM
KoMmmaHuu. [TokazaTenu, BKIIIOUEHHLIE B CIIPABOYHUK MTOKa3aTeJlel, IelsaTCs Ha Pe3yIbTUPYIOIIue U
bopmupyrome u BHelIHME. Pe3ynbTUPYIONIME IT0KAa3aTEeN BEIYUCIISIOTCS Ha OCHOBE (hOPMUPYIOIIUX
cornacHo ¢opMmynaM, 3adaHHLIM HOb3oBaTesieM. QOPMUPYIONINE TTOKA3aTENIH BBOISITCS B CUCTEMY
TTOJTh30BaTEISIMU, OTBETCTBEHHBIMH 3a UX BBOM. “BHeIllIHMe” MoKa3aTenu He TPeOyIT Ha3HaYeHUIOTBETCTBE]
3a BBO[ TOKA3aTeJsisi, HaCTPOWKM Mepuoaa oOHOBJIeHMs, crocoba BBOOa 3HAYEHUS W 3HAYEHUS TIO-
YMOJTYaHHUIO.

Other indicators not included in the dictionary can be used for assessment of separately set objectives
and are meaningless after the objective is achieved ("Free indicators"). Values of such indicators are
entered to the System manually by the specially assigned users.

9.3.3 ‘"Indicator input" panel

To input values of indicators for which user is assignee.

9.4 Viewing, creating, editing and deleting dictionary indica-
tors

To view indicators, select module "Objectives and indicators" and select in the navigator window
"Indicator dictionary". The dictionary includes two groups of indicators - "Base" and "calculable".
Select necessary group to display corresponding indicators in the main working area.

In order to view list of objectives which are assessed by indicators click "+" button on the left of the
indicator name. Afterwards, list of objectives including executor, position of executor, and name of
structure division is shown below the name of indicator.

9.4.1 Creating indicator

New indicator for dictionary can be created only by users with responsibility for managing the dictio-
nary.
s Toro, 4TOOH CO3maTh MTOKal3aTelb, HaXXMUTE Ha KHONKY A00aBIeHUS HOBOI'O IIOKA3aTess «+»,

PacIooKeHHYI0 B JIEBOM YaCTH 3arojloBKa ITaHeM IIPOCMOTpPa IOKa3aTelel U3 CIIpaBOYHHKA (CM.
uin. «COpaBOYHUK ITOKa3aTeJlei»).
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HacTpoiikn
Haewratop (& <  Basosbie nokasatenn 11~
& [ Crparerva Hazsanune OTBETCTEEHHbIA 3Ha4eHue
£ Kapra Ne1. YposeHb gesitens BeinylieHo MHGopMaUmMoHHbIX nMcToBok o 303 Hymartaes EX 80 wyk >
0 Kapra Ne2. YposeHs BHYTPUKC BeinyweHo MHdopmMayymoHHbIx NNakaTos Hymaraes EH 40 wryK >
£l Kapra Ne3d. Yposenb adhdexty Konw4ecTso AOroBopos 3akIIO4EHHBIX C OPraHu3aLnaMM Cepreenxo B.M 2 wryx >
© []|Cnpasounmk nokasarenei KONH4ECTBO 3aPEryCTPUMPOBAHHLIX NUMCEM AxBepavesa .M. 3 wryk +
[ Basomwie KONKUECTBO ONAaYeHHbIX CHET-tharTyp Wnewn A.C. 4 WTyK >
[ Pacowrsinacanse KOMH4ECcTBO NPOBEAEHHBIX TREHMIOBbIX 3aHATMA TraueHko B.M. 5 wryx >
[[|BHewnve Konn4ecTso pecnoHaeHTos, Habpasline Hu3kue Bannsl N0 Pe3yNbTaTaMm aHKETHPOBaHUA NOCNE NeKUUn TypceiHGaesa P.P. 5 wryx >
Konuuectso pecnoHAeHTos, HabpaBlwvx H1M3kve Bannkl No pesynsLTaTaM aHKeTUPOBaHUA Nocne CeMuHapa Aybaxmposa 1A 5 wryx +
|-l CucTemMHbIE nokazaTenu
B KONUUYECTBO PECnOHAEHTOB, HABPaHHBIX HW3KWE BaNNbI N0 PE3YNLTATAM AHKETHPOBAHMA NOCNE TPEHMHIOBLIX 3aHAT TraueHko B.M. 4 WTyK >
% Baog nokazatenei KOnW4ecTso caaHHbLIX HANoroBLIX Aeknapalmii Epranves A.B. 0 wryx >
& [l Wabnous nokasateneit KONH4ECTBO TREHMHIOBLIX rPynn Ocnaxos E.C. 11 rpynn >
[-L|Basostie KONWUECTBO YHACTHUKOB MACCOBbIX MEPONpPMATAN Mapgwes E.W. 99 yenosek >
[JPaccunToiBaembie KONM4ECTBO Hacos NO NOBLILEHHIO KBANWBIYKALMK Aigocos M.K. 3 yacos >
Ll Brewnue Hapyuienus sHyTpeHHero Ycrasa Aiinocos M.K. 0 aamevanui ¥
MposeaeHs cemuHaps 0 303 Aybaxmposa J1LA 2 wryk +
PaspaboTaHbl NEKLUMKM O 3A0D0BLE Konedkwmya M.A. 3 wryk >
PazpaboTaHbl METOAMHECKVME DEKOMEHAALMK Kacenos A.M 7 wryx >
Pa3paboTaHbl NNaHbl TPEHWHMOBBIX 3aHATWIA TypcoiHGaesa P.P. 5 wryx >
CHsTBI BMAEOPOAKMKK O Nponaradae 300K Xacaos P.A. 1 wTyx +
CyMma ao6posonbHeiX BIHOCOE B LleHTp Epranves A.B. 15000 Texre +
YpoBeHb SKTWBHOCTM YHACTHUKOB TPEHWHIa QOcnaxos E.C. 100 % >
YpoBeHb KOPNOPaTHBHOIo Ayxa Arnocos M.K. 100 % >
YpoBeHb NPOBEAEHUA TPEHUHIOB TraueHko B.M. 100 yposews ¥

D2
Q
1)))
0

Figure 9.4: Indicator dictionary

Figures below display panels for creating foundation (baseline) and calculable (resulting) indicators.
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HacTpoiiku

Haewrarop (& < | PegaxtnposaHue nokasarens

2 g Crparteruna Hazsanve | | | CoxpanuTe KaK wabnoH

) Kapra Ne1. YposeHb nesitensi ELMHALA HIMEPEHS | |

£l Kapra Ne2. YposeHb BHYTPHKC

CnpaBo4HMK 3HAHEHKA
&) Kapra Ne3. YposeHb acbdbekty. nokaszatens

2 [[[|CnpaBo4HMK nokasarenei OT8eTCTEEHHLIA I: ™
| |BasoBbie Mepron obHoBREHUA [ ExenHesHo ::
L] PaccunTsiBaemMeie 3HaueHne no ymondanuio [ l:l

|| CucTemHele nokasatenn

[ PyuHoid BBOA 5 ]

Tun nokasatens [Wz]
[# Baoa nokazatened [paHnyHbIe JHAYEHWA ANR — | | . ‘
B [[|WaénoHbl nokazaTenei nokasarens
|| BazoBkie CoxpaHuTs | | OtMeHa |
L] PaccunTsiBaemMeie
| BHewHue
< >

D
Q
1)))
0

Figure 9.5: Co3maHue/pegaktTupoBatue popmupyloirero (6a3oBoro) mokKka3aTemns
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HacTpoiiku

Haewrarop (& < | PegaxtnposaHue nokasarens

2 g Crparteruna Hazsanve | | | CoxpanuTe KaK wabnoH

) Kapra Ne1. YposeHb nesitensi ELMHALA HIMEPEHS |
£l Kapra Ne2. YposeHb BHYTPHKC
) Kapra Ne3. YposeHb addbekty

2 [ |CnpaBo4HMK Nnokalarenen dopmyna
|L|BazoBeIe

|.|PaccunThiBaEMLIe Koo I:I

| BHewHue —_——————
Tun nokazatens | paccuwThiBaeMsd ¥ |
|| CucTemHele nokasatenn

[ Beog nokazatenei c'mq"’aH"“'"”0""‘"’""’|

B [[|WaénoHbl nokazaTenei
|| BazoBkie
L] PaccunTsiBaemMeie
| BHewHue

1)))
0

) @

Figure 9.6: Co3maHue/pegakTUpoOBaHle Pe3yIbTUPYIONIETO (PaCCYMTHIBAEMOT0) ITOKa3aTeNns
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Haewrarop (& <  Pepaxktvposanwe nokasarensa

2 g Crparteruna Hazsanue CoxpanuTe KaK wabnoH

) Kapra Ne1. YposeHb nesitens

£l Kapra Ne2. YposeHb BHYTPHKC

) Kapra Ne3. YposeHb addbekty

|
EnuHuua uaMmeperus |
Koo |

|

- Tun noxkasatens
2 [ |CnpaBo4HMK Nnokalarenen

BHELUIHMA ¥
paHMMHEIR 3HAYEHWA NS — | |
[[lBazoskie nokasatens

L] PaccunTsiBaemMeie CoxpaHuTs || OTMexa
|| BHewnne

|| CucTemHbie nokazateny
[E# Beog nokazateneit
B [[|WaénoHbl nokazaTenei
|| BazoBkie
L_J PaccunThiBaembie

| BHewHue

|2
Q
1]))
0

Figure 9.7: Creating/editing external indicators

To create baseline indicator, enter name of indicator, unit of measurement, dictionary of indicator
values, assignee for its input, periodicity of updating values, default value, code (the field is not oblig-
atory, but it has to be entered if the field is planned to be used in a calculation of other parameters),
select type of indicator and border values for the indicator.

To create calculable indicator, enter name of indicator, unit of measurement, formula to calculate
indicator value, code, and select type of indicator. The formula is an arbitrary arithmetic expression
including codes of indicators, operations of adding "+", subtraction "-", multiplication "*", division "/"
and brackets to indicate priority of operation.

To create external indicator, enter name of indicator, unit of measurement, select type of indicator
(external), enter border values, and save.

Takzke C ITOMOIIIbI0 KHOTIKY “COoXpaHuTh Kak M1abI0H”eCTh BO3SMOXKHOCTh COXPAaHUTD IIPeIBapUTEIbLHEIE
HaCTPOUKHU ITOKa3aTeJIs.

Measures can be grouped in arbitrary groups. One indicator can be included in one group only.
Folding and unfolding groups can be done by clicking "+" (plus) and "-" (minus) buttons right to the
group names. A user who is assignee for their editing they are displayed as a group on a single page.

Kop mokasarternedl, yg4acTBYIOIUX B pacudeTe ¢GOpMyJs, MOXKeT OBITh BBEIEH BPYYHYIO WX HalfieH B
CIIPABOYHUKE C IIOMOIIIBIO CIIENMAIBPHOI0 AUAJIOTOBOTO OKHA (CM. MiUl. «BrIOOp KOma ITOKa3aTes»),
OTKPHBIBAIOLIETOCS MPYU HaXXaTHUM Ha KHOIMKY «». 3Hechb MOJTb30BaTeNb MOXKET HAaWuTH He0OXOOUMHBIH
II0Ka3aTeJlb, UCII0JIb3ys ITapaMeTpPH! IOUCKa:
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* Type of indicator

¢ Text search in indicator name

Buibop Koga nokasatens X

| il‘lmﬂlcml

0 Bazoewie B Belywcnaembie
111 ~ || ¢ ||

Mokazatens Koo nokazatens
anketa Admin AA. admin_anketa Ed

anketa Abpamos E.I'. abramov_egor_anketa

anketa Anpocos M.K.

anketa Anppees AE.
anketa Apwictados .M.
anketa AyBakuposa I1.A.
anketa Bacunoesa [1.d.
anketa Epranves A.B.
anketa Eppesos A,
anketa Epmonedko H.H.
anketa Xymataes E.K.
anketa Mnewus 0.C.
anketa Kanwes E.[.
anketa Kacenoe A.M.

i . T - EE &

anketa AxBepavesa M.M.

aidosov_maksut_anketa
akberdieva_indira_anketa
andreev_artem_anketa
arystanov_ilyas_anketa
aubakirova_lyazzat_anketa
vasileva_ludmila_anketa
ergaliev_azamat_anketa
erdenov_gaziz_anketa
ermolenko_nadezhda_anketa
zhumataev_erik_anketa
ilin_denis_anketa
kaliev_erbol_anketa

kasenov_almat_anketa

Figure 9.8: Selection of indicator code

Iyt Toro, 9TOoOB BCTABUTHL KO ITOKA3aTeNIsi B TEKCTOBOE I10JIe, HEOOXOOUMO BBIIEIUTh €T0 B CIHUCKE
¥ HaXkaTh Ha KHOMKY «BribpaTh». [Is1 pe3ynbTUPYIOMIETO HmOKa3aTess mojie «Kom» Takke MOXKeET
OBITH HE 3alOIHEHO, eCIU He MJIaHUPYeTCS MCIIONIh30BaTh €T0 B JaJIbHEHIeM MPU pacdyeTe OPYTHUX
mmokasaTteneii. Ilocie BBOOa OMAaHHBIX [JIs CO3TaHUS ITOKA3aTels HAaXXMHUTe Ha KHONKY «COXPaHUTBL».
Ecnu Bo BBeOEHHHEIX JaHHEBIX Obljla OOHapyzKeHa OInOKa, CUCTeMa COOOIIUT BaM 00 3TOM.

3amMedaHHe
CIIpaBOYHUMK aBTOMaTHYECKM T'eHePUPYEMEBIX CUCTEMHEIX ITOKa3aTenen (CM. ).
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9.4.2 Editing indicators

st Toro, YTOOBI U3MEHUTH ITaPAMETPHI T0KAa3aTe s, He0OX0OUMO HaKaTh Ha KHOIIKY PeJaKTUPOBAHU

B COOTBETCTBYIOIIEH ITOKa3aTe o CTPoKe. [Ipy 3TOM OSIBUTCS IAHENTh IS PeIaKTUPOBAHUS, COOTBETCTBYIOL
THUIIY IIOKa3aTess (aHAJIOTMYHO CO3MAHUIO IIoKa3laTellsd, pUcyHKHM unl. «Co3maHue/pelaKTHpOBaHUeE
dbopmupyromero (6a3oBoro) nmokasarens» u uij. «Co3nanue/pefakTUPOBaHME PE3YIbTUPYIOMIETO (PACCUYUTE
ImoKas3aTess»).

Rules and methods for editing indicators are the same as for creating them (see "Creating indicator"
section). In order to save the values input click "Save" button.

9.4.3 Deleting indicators

A user with authorities for managing indicator dictionary is able to delete indicators. In order to
delete an indicator, click delete button in the line corresponding to the indicator. The System will ask
for a confirmation of deleting the indicator; if a user agrees to, the indicator will be deleted and the
indicator list will be updated.

HeB03MOXKHO yOaneHue IoKa3aTesiel, NCIOJIb3YEeMBIX [IJI5 OIleHKM Ilejiel, KaK HeIlOCPeICTBEHHO, TaK
U B COCTaBe OPYyrux (pe3ynbTUPYIOIINX) II0OKa3aTeleH.

9.4.4 Viewing updatable indicators

A user can view a list of the indicators he or she updated by unfolding "Value input" tab in the navigator
window on the left of "Objectives and indicators" panel. The panel has a list of folded panels, each of
which correspond to an indicator. If a user selects any of them, main working area displays a table
with indicator values (by default for the last month).

In order to view list of objectives which are assessed by indicators click "+" button on the left of the
indicator name. Afterwards, list of objectives including executor, position of executor, and name of
structure division is shown below the name of indicator.

Each indicator panel in stack panel has icon showing time before its update. The icons can be of the
four types:

* There is no requirement to enter value for the indicator in the near future;

* You have to input value for the indicator today;

* Input of value for the indicator is overdue.

9.5 Indicator value input

The values are input as follows:

9.5.1 Adding new value for an indicator

I Toro, 4TOOH BBECTH HOBOE 3HAYEHHE ITOKa3aTels, Heo0XomuMo B 00/1aCTH HaBUTATOpa IIepetTu

Ha MTaHelb «BBo MoKa3aTesel» U B OCHOBHOM pabouei 06/1acTy cipaBa 0TOOPa3uTCSA CTPaHUIla BBOOA
MMoKa3aTenel, Tae Hy?KHO HaXKaTb Ha KHOIKY «[[06aBUTh 3HaYEHHE», PACII0JIOKEHHYIO CITpaBa OT Ha3BaHUsI
moka3aTtens. CucTeMa IpPegoCTaBIIseT MOJIb30BATeIII0 OKHO [JIS BBOOA HOBOTO 3HAUEHHUSA (CM. HIII.
«BBOO HOBOT'O 3HAYEHHUS IOKA3aTeJIsa»).
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Beog 3aHaveHHMA nokKazaTenn

NoGaenTh aHa4YeHWne |

- Cm-‘.paHI.-l'l'bl . OTtMeHa |

Figure 9.9: Inputting new indicator value

In order to save the value you entered click "Save" button. Value input for indicators is available for
authorized users only. The value is input instantly for all indicators of one group of one user.

Value input page display borderline, maximal and minimal values for each indicator. If the value
entered for an indicator is outside of acceptable range, the value input field is highlighted by red
color.

9.5.2 Changing indicator value

H3MeHeHNe 3HAUEHUH ITOKa3aTelel IMPOUCXOOUT C ITIOMOIIBI0 OKHA, M300paKeHHOT0 Ha PUCYHKE HIIJI.
«OKHO [JIsT u3MeHeHUus 3Ha4YeHUus IIoKas3aTess». s Toro, 4ToObl U3MEHUTH 3HaueHue, HeoOX0OuMO
HaxkaTh Ha KHOIKY PeJaKTHUPOBAHMUS «», PACIIONOXKEHHYI0 B COOTBETCTBYIOIIENM CTPOKE Ha IaHeIu
BBOIA 3HAUYEHHUU IIOKa3aTelelu.

Texywee aHa4eHwe 50

NoGasuTe aHaYeHWe |D

. Em-'.paHHTbl . OTMeHa |

Figure 9.10: Window to change indicator value

A user enters new value and click "Save" button.

9.5.3 Deleting indicator values

Function to delete indicator value is also available on the indicator value input panel.

Data 3HaqeHve OTeeTCTBEHHLIA
2015-11-05 16:56 50 ABppewed N. C. IE]
2015-11-086 11:05 55 AGgpeweH N. C. 1lE]
2015-11-06 11:05 57 ABppewen N. C. A=
2015-11-06 11:05 48 ABppeweH N. C. 2lE]
2015-11-06 11:05 B4 ABppewen N. C. A=

Figure 9.11: Panel to input/delete indicator values
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II71s1 Toro, 4TOOBI yOanUTh 3HaUeHNE HY2KHO HaXKaTh Ha KHOIIKY «», PACIIOJIOKEHHYIO B COOTBETCTBYIOLIEHN
CTPOKe Ha MMaHeJIM BBOJa 3HaYeHUU IMoKa3aTeJie.

9.6 [lMpunoXxeHue: ABTOMATU4YECKMU reHepupyeMblie CUCTEMHbIE

nokKa3saTteJim
System indicator Code Value
Eff [MMsa_monb3o0BaTers, 9ODEKTMBHOCTS
— [3HaueHnue] eff II0JIb30BATENISA U
Ha3BaHWeE MHoapasfesieHus] -
- moApasaeneHust

Workload [Mms nonb3oBaTens, arpy3ka I10JIb30BaTesls U
- [3mauenue] workloa
Ha3BaHHWe IoapasfesieHusd] - 1IoOpa3meIeHus

OTKNIOHEeHHue B OHAX OT 0A30BOTO IJTaHa OTKIIOHEHNE B OHAX OT

[3Hauenue] deviatio

[Ha3zBaHue npoekTal a30BOT0 IPOEKTa

IInanoBasi CTOUMOCTD [3HaueHuEe] co IIna"noBasi CTOUMOCTD

[HasBaHue noptdensa mpoekra] st _expected nopTdens IpoeKTa
[3HAueHue] co IlmaHOBass CTOUMOCTD

INMnanoBasi crouMocTh [Ha3BaHue mpoekral
- st _expected poeKTa

HpOLIeHT BBITIIOJIHEHHU S IIJIaHa HpOHeHT BBITIOJIHEHU A

[3HaueHme] percent

[Ha3BaHue IpoekrTal IpoeKTa

ITpolieHT BHITIOJTHEHMS MIJIAHOB B OpTdene [3HAaueHue] port | IIpOLEeHT BHIIOHEHUSA
[Ha3sBanue nopTdens npoekral folio percent nopTdens TpoeKTa
dakTHU4YecKasi CTOUMOCTbD [3HaueHue] co @akTHYECKasi CTOUMOCTbD
[Ha3zBanue mopTdens npoekral st fact nopTtdersss mpoeKTa
dakTHYECKass CTOUMMOCTD [3HaueHue] co dakTHYeCcKass CTOUMMOCTD
[Ha3BaHue mpoekrTal st fact IIpoeKTa

KomnnuecTBo 3aBeplIEeHHBIX IIPOIIECCOB 3a
HeOeJso II0 MapuIpyTy [3Hauenwue] finished
[Ha3sBanue mapiipyTa]

TIMYEeCTBO 3aBEPIIEHHEIX
MapIiiipyTOB 3a HEHOeJo

KonuuecTtso 3allyIIeHHBIX IIPOLECCOB I10 | KOJ%I/I‘IGCTBO 3allyIIeHHBIX

[3Hauenue] activecoun

mapmpyTy [Ha3BaHue MmapuipyTal MapUIpyTOB
CpenHsasa TpOOOMKUTENbHOCTE IPOoIlecca 3a CpenHusas
HeOeJIo 110 MapuIpyTy [3HAueHHe] avgdurajooyoeekiTeTEPHOCTD 3a

[HasBanue mapuipyTal] HeJeJo 110 MapuIpyTy
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Chapter 10

Employees Module

PeBususa VCS: 8198

10.1 Organization structure

Organization structure includes five sections:

* Work schedule
* Profile

* Daily planner
* Work

* Reports

e Administration

10.1.1 Work schedule

Schedule allows review of workload for all employees on the same position or in one structural subdi-
vision. Employee work schedule displays presence and status of works (completed or not completed)
of subordinated employees in a period of time. Apart from showing by day and week, schedule allows
managing jobs of employees: to create and to edit terms and assignee.
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Mowuek... Hacrtpoiiii

Haewuratop lFpathuk pabor Mpod E: Pa6ora OTyeTsl AnMHHNCTpUpPOBaHHE

® OpraHuzauMOHHaR CTPYKTYpa
HavanbHuk a,qMHHMCTpaTMBHO—XOSFIFICTBBHHOrO oTpena

= @ Uewp anoposoro ofipasa muaHm

@ [lenapTamest No NpoUNasTHYECKAM T CyntaHraavHa AWHYp
@ [lenapramesT o cananM ¢ oBLECTREH
E B duuarcono-xoarACTREHHEI AenapTan P . LA v 4
[enonponseogurent.
& @ AGMHHHCTPATHBHO-XO035#
CynranraanHa A. C. v 3
@ fenonpouasonurens HauansHuK anuy
@ CreumanucT no kagpossiM pecy, Adigocos M. K. w2
@ Craen Gyxrantepun Cnewvanmct no
B K0pupauecsil oTgen T T T T T T T T 1
08:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 18:00

Pexwm npocmoTpa:

Dexs v € 15122015 16.12.2015 ] 17122015 >
< >
Peaeps
AppecHan KHHra
£y | B War 3: McnonHutend a ... @ ';‘é-‘ @]

Figure 10.1: I'paduk pabot(s pexxume “IleHp")
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Haewuratop lFpathuk pabor Mpod E: PaGota OTyeTsl AnMHHNCTpUpPOBaHHE

® OpraHuzauMOHHaR CTPYKTYpa
HavanbHuk a,qMHHMGTpaTMBHO—XO:%HﬁCTBBHHOrO oTpena

= @ Uewp anoposoro ofipasa muaHm
@ B [lenapTamesT No NpodUNasTHUSEHM [ CynTaHrazHHa AI;‘HYD
@ B flenaprament no casanm ¢ oblecTaeH
E B duuarcono-xoarACTREHHEI AenapTan P . LA
[LenonpoussoauMTent =]
= @ AQMUHHMCTPATHBHO-X03AK
= @ fencnpouisogurens Cynranrasna A. C. w19
@ @ Cneumanuct no kagpossiM pecy. HauanksHuK
@ Craen Gyxrantepun Adgocos M. K.
B K0pupauecsil oTgen ‘Cneumwanwc
T T T T T T 1
21.01 220 23.01 24.01 25.01 26.01 27.01
< > Pexmm npocmoTpa
Peaepa Henens v € or12-1312 14.12- 2012 B 21.12.27.12 >
AppecHan KHMra
£y | & War 3: McnonHuTenn u .. ® FTO

Figure 10.2: I'paduk paboT(s pexxume “Hepens”)

ITo ymonmuanuio rpaduk orobpazkaeT paboTel B pexxuMe “IleHb”, C BO3MOXKHOCTBLIO MEPEKITIOUEHUS
Mexknay pexuMmamu “enb”/“Hepmens”. Cnea B rpaduke otobpaxkaiotcsa ®.M.0. cOTpyTHUKOB BEIOPAHHOTO
rogpasfeneHus Unn OoaKHOoCTU. [lon rpaduKOM pacIionoXkKeH TaMylaliH C BO3MOXKHOCTBIO IIepexona
BIIepen-Ha3aj 10 THIM(HemensM) M BEIOOPOM [OHS WM Hemenw W3 KaneHmaps. PaboTel Ha rpaduke
0TO0OpPAazKalTCS KaK IPSIMOYTOIbHUKY KeJITHIX (715 HEBLIITOTHEHHBIX Pa00T), 3eJIeHBIX (OIS BHIIIOTHEHHBIX
paboT) u cocTaBHHIX(OJIA MHOUKAIIUY ITPUCYTCTBUS HECKOJIBKUX PabOT B OMHOM U TOM XK€ BPEMEHHOM
IIPOMEXKYTKE) IIBETOB.

Co3pmaTh HOBYIO paboTy MO2KHO OOUHApPHBIM HaxXkaTUeM Mo 1000 nycToi “KneTke” Ha rpaduke. s
penakTHPOBAHUS CPOKOB U IePeMeIleHus JOCTAaTOYHO 3aXBaTUTh MHIIIIBIO HY2KHYIO pab0Ty U IepeMeCcTUTh
ee UM PacTSHYTb BOOJIF BpEMEHHOU ocu. ECy y momb30BaTeIsi IPOUCXOAUT HAJIOKEHNE HECKOJIBKUX
paboT mo BpeMeHH, TO OHHM “CBOPAYMBAIOTCSA” B OCOOBIH O0K. [T TOro YTOOBI OTPEmaKTHUPOBATh
pa60Ty, H806XOJII/IMO BEI3BATH KOHTEKCTHOE MEHIO HaXKaTuem Hp&BOfI KHOITIKY MBIITHU I10 pa60Te.

10.1.2 Profile

IMTpodunu coTpygHUKOB OTPaXKalT 3aHATOCTh COTPYIHUKOB I10 UX 3alIUCIM B e3KeJHEBHUKE U 3aTrPYKEHHOCT!
B COOTBETCTBUM C BRICTaBJIeHHBIMU paboramu. [ToMHUMO 3TOT0, B IPOGUIAX COOEPIKUTCI HHPOPMAIs

0 HaBBIKAX M YMEHUSX, ONBIT paboTH U oO6pa30oBaHue, MHTEPECH! U B3TSAOLI, KeJTaHUs U JTUYHLIE 1IeJIH,
PEKBU3UTH U KOHTAKTHI COTpyOHUKA (cM. uil. «[Ipodunb coTpygHUKa»). Y COTPYOHUKOB OTHEJa
KaJpoB IPUCYTCTBYeT pa3fe «JInuHoe geso».
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Haewuratop =] Mpod E: PaGota OTyeTsl AnMHHNCTPUpPOBaHHE

® OpraHuzauMOHHaR CTPYKTYpa

= @ Uewp anoposoro ofipasa muaHm AKGepn“eBa H Hn“pa MypaToBHa

@ [lenapTamMesT o NPOUNAKTHIECKMAM [ HenonpouaBoauTens
@ [lenapramesT o cananM ¢ oBLECTREH

3aHATOCTE NO exeqHeBHUKY 3aHATOCTE NO NOTOKAM paSor
2 B Guiarooo-X0IRACTBEHME AEnapTam
g | a0 | 3
2 B AgmuHncTpaTHBHO-XOIARCTBENHSI 09:00 25§ 26 | 27 | 2 | 2 ‘ 2 ‘ 31 | 1oe
1000 4 A
= @ fenonpouasogurens tron 3 = HI I =
@ AxGepaunesa H. M. 1200 -
B Creumanuer No kagpossIM pecy 1200 3 1l El o ]
14:00
@ Oren GyxranTepuu 15:00 | [ I | | B COBLITHA M HArpyaKa
B 10pupuuecni oTaen 100 d e
4 PeKEMInTES M KOHTAKTEI
17.00 4
18:00 E JKenaHuaA W NHYHEIS LenW
Nr | 66 [ Bc [ Mu | BT [ Co | ur | o onoen . ae - :
25 1 :} 15 2z WrTepeck! 1 BarnAne!
[ 3annavmposano [ B reueue g [ ceasoguo

O 3auarocTs B Neperpyaxa [ Hesarpywenioe spema M

HaBbIKK W YMBHUSA

OnbiT paboTel H o6pasoBaHne
NepamaisHn

Nuunoe geno

4 [ndira muratovna@gmail.com

0 + 7 702 560 89 89
@ IndiraGandi

Peaeps

AppecHan KHHra

£y | & War 3: McnonHuTenn u .. @

)
0

Figure 10.3: Employee profile

s mpocMmoTpa mHpoOpMaIMU O COTPYOHUKE, ero HeoOXoouMoO BHIOpaTh B JepeBe OpraHu3alliOHHON
CTPYKTYPH IpennpusitTus (B 06/1acTu HaBUTaTOpa) TMO0 HAUTHU C MOMOIIBbI0 KOHTEKCTHOTO IIOMCKa (Ha
BepxHeU I1aHeJle) IIYTEM BBeIeHUd B noJie «ITouck nHpopManmu» GaMUINU U UMEHU COTPYIHUKA.
ITpu BBEeOeHUU NEPBBIX OYKB HaMUIUK UM UMEHU COTPYOHUKA ITOSBIIIETCS CIIMCOK II0JIh30BaTeJIeH,
VIOOBJIETBOPSIONINX KpuTepuio noucka. ®opmart orobpaxenus ®MO nonb3oBaTesieil HacTpauBaeTCs
MEeTOIOJIOTOM CUCTEMBI ¥ MOXKeT OBITh ITPEeCTaB/IeH B OMHOM U3 BUHOB - ojTHOe (Qamunusa MMa OT4ecTBo),
nu6o KpaTtkoe (Pamunus M.0.). B mpaBo# 4acTu 00671aCTH IPOCMOTPA, HUXKe poTorpaduu COTpyogHUKA
pacrioaraloTcsi KHOIIKY [IJIsI IPOCMOTPA OOIOIHUTEIbHON nHPOpPMAaIluy 0 HEM:

* Events and load — shows work schedule and load for the employee;
¢ Skills and abilities — shows information on skills and abilities of the employee;

* Work experience and education — shows information on education of the employee including edu-
cation institution graduation date and number of diploma, and information on previous work expe-
rience;

* Personal interests and views — show information on personal interests and views of the employee;

* Contacts — shows identification data and contacts of the employee. By default, contacts are dis-
played below selection buttons of displayed section.

¢ Personnell file is a set of folders and sub-folders which contains personal dossiers of the employees.
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Mowcek.... HacTpoiiu

Haewuratop =] Mpod E: Pa6ora OTyeTsl AnMHHNCTPUpPOBaHHE

® OpraHuzauMOHHaR CTPYKTYpa

= @ Uewp anoposoro ofipasa muaHm
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2 B Guiarooo-X0IRACTBEHME AEnapTam
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@ AxGepaunesa H. M.

B CneumanueT no kagpossIM pecy

@ Orgen Gyxrantepun CobbiTHA W HArpyaKa
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Niunsie pannbie
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4 [ndira muratovna@gmail.com
0 + 7 702 560 89 89
@ IndiraGandi

< >
Peaeps
AppecHan KHHra
—
£y | B War 3: McnonHutend a ... @ = C)

Figure 10.4: Personnell file

Context menu of files in personnell files of employees include the following items:

New version;

e Download;
¢ Rename;
¢ Move;

Send by e-mail;

Delete.

10.1.3 Daily planner

Using the section, a manager can review daily planners of his or her employees and set notes for them.
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Mowcek.... HacTpoiiu
Haewuratop (&) =] Mpod E: Pabota OTyeTbl AQMMHHCTPUpOBaHME
® OpraHW3auMoHHanA CTPYKTypa MoxenensH1k - 21 RHBapA BTopHuk - 22 AHBapR Cpena - 23 RHBapA
1 @ Liesp aqoposaro ofpasa iz ¥ 09:00-10:00 ¥ 10:00-11:00 ¥ 12:00-13:00
B [lenapTamesT N NpodHNaKTHHBEMM | NPHIOTOBKTE MNaH Ha Heaenio NOArOTOBMTE NOKYMEHTEI ANA OTNPABKK MAMEHHTE (DUPMEHHEIA GNaHK
B Nlenaprament no caraam ¢ obiecTeed |7 10:15-11:45 7| 12:00-13:00 13:00-14:00
& B ©unakcoBo-X0IRRCTREHHEH AenapTam NpKem 329B0K OT OTAEeNoB BCTPETUTL COTPYAHMKA Crysxbtl nocTaekm nepeson WCxogawwMx nucem ans Musagpasa

2 B AgMuMUCTDaTHEHO-XOIRRCTERHHSIA | | 13:00-14:00 7| 14:00-15:00
= @ fenonpouasogurens nepeso] MCXOAALMX NUCeM AnA MuHanpasa OTYET ANA Ha4anLHUKa
@ AxGepaunesa H. M.

+ B Teuexue gHA - Epranies AG.
B CneumanueT no kagpossIM pecy

§ HalTit KOHTAKTEI UENONHUTENA B AKUMATE, OTBETETBEHHOTD.
B Otaen Syxrantepua 33 NPOBENSHE NPECC-KoHPENeHLMM
W 10pupmaeckui oTaen

YeTeepr - 24 AHBapA MaTHKMua - 25 AHBApA -+ | CyBBora - 26 AHBaps =+
+ 10:00-11:00 13:00-14:00
CLE3[INTE B MUHMETEPCTBO Nepeson MEXOAALME NMCEM ANA MuHaapasa
¥ 13:00-14:00 14:00-15:00
PACChINKA HOBLIX NONOMEHWN B PETMOHANLHBIE OHWCH! Tabnuua o npofgenaHHon paboTe
BockpeceHse - 27 sHBaps =+
< >
Peaeps
AppecHan KHHra
£y | B War 3: McnonHutend a ... @ ';-é“" C)

Figure 10.5: Daily planners of employees

The page displays notes for the selected employee as a table (by default for the current week) and the
following buttons:

¢ IJid USMEHEHU Iepuoga IMpoCMOTpPa €2KeTHEBHUKA IIOOYMHEHHOT' O «>»;

¢ OJId IIOJIy4YeHUud mevyaTHOM BEpCUMU e2XKeTHEeBHUKA IIOOJYWHEHHOTI'O 3a BI:IGpaHHI:IfI IIPOMEXKYTOK BpEMEHHU
«»,

10.1.4 Work

In this section a manager is able to review and set jobs for employees.
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Haeuratop c =] Mpodp E PaGota OT4eTnl AAMHHWCTpUpOBaHne
® OpraHW3auMoHHanA CTPYKTypa Haasanue Moctasun  OTBETCTAEHHLIA Ocranocs Mporpecc
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@ [lenapTamest No NpoUNasTHYECKAM T
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2 B Guiarooo-X0IRACTBEHME AEnapTam
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Peaeps Kanwes E.Jl.- 23 axs 2013 15:34

OTCNEMMEANTE AOCTABKY NUCEM
AppecHan KHHra

£y | & War 3: McnonHuTenn u .. @

)
0

Figure 10.6: Works of employee

s pa60T, B KOTOPEIX ITOJIB30BATEJIb ABJIA€TCA aBTOPOM, BO3MO2KHO UX 3aBE€PIIEHUE TaJIOYKOM JTIIOOBIM
N3 €TI0 BHIIIIECTOAIITNX pYKOBOHHTeHeﬁ, a TaKZKe II0JIb30BATEJIAMHU C JeJIETMPOBaHHBIM IIPDABOM «I3MeHeHUue
CTaTtyCa» OT 1060T0 U3 ero pYKOBOHHTeHeﬁ.

Kpome Toro, TonbKo Aist BKITIo9eHHOoM omnituy B Kongurypatope “Pa3peiaTs 3aBepiiaTh paboThH TOAYNHEHHE
B KOTOPEIX OH ABJIAETCA OTBETCTBEHHBIM” OJIs1 pEiGOT, B KOTOPHIX ITOJIB30BATEJIb ABJIA€TCA OTBETCTBEHHEIM,
BO3MOZKHO X 3aBepIIIeHNe TaJIOYKOM TI00LIM U3 eT0 BHIIIECTOSIIITUX PYKOBOAUTEJIEH, a TAKXKe IT0Ib30BaTEISIM
C menerupoBaHHEIM ITpaBoM «M3MeHeHUe cTaTyca» OT JIIo00r0 U3 er0 PYKOBOOUTEJIEH.

B 06oux ciy4asix B Iojie «3aBepIIuiI» X0na BEIIOJHEHUS TOKyMeHTa 0TOOpaXkaeTcs II0JIb30BaTelIh(-1)
coriacHo HacTpoiike KoHpuryparopa «®opmaTt oToOpazKeHus MOJIST aBTOPa B XO[Ie BBHIIIOJTHEHUS».

st mpocMoTpa 3aBepIeHHbIX paboT, paboT 3a OMpenesieHHBIN MEPHUO, a TaKXkKe OIS IToucKa paboT
(10 Ha3BaHMIO, aBTOPY U UCIIOTHUTE0), HEOOXOOQUMO OTKPHITh IapaMeTPHI TTOKUCKA.
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Mouck no pabotam

= Ha ncnonHeHuH
¥ Ha nognwcs
I KoHTponkbHsle
i MNpocpoyeHHbe
[ 3aseplweHHble

Ha koxTpone
MNpoToKonbBHBIE

PUNLTPLI

B paboTte h 4

_|IMNokaswiBaTe yoaneHHbe

_IToka3aeiBaTe 3aBeplIeHHBbIE

Bece k J

Figure 10.7: Search parameters

I 7151 moucka paboT IIo0 Ha3BaHUIO, aBTOPY U UCIIOJIHUTEIII0, He00XOIMMO B II0JIe IIONMCKA BBECTH KITIOUEBEIEe
crnoBa u HaxkaThk “Enter”. ITouck O6ymeT IPOU3BONUTCS B BEIAEIEHHOM GUILTPe Wiu momdunbTpe. s
IIOMCKa paboT 3a ITepuo, B IOMCKOBOM (PHIIbTE HEOGXOMHUMO YKa3aTh ONpeneIeHHBIH UITH ITPOKU3BOJIbHEIN
IIepuo, a TaKxXKe I 0TOOpaXkeHus yOaJIeHHBIX ¥ 3aBEPIIeHHBIX PAa0OT HYXKHO IIOCTAaBUTh TaJI0YKy B
yekbOoKce.

10.1.5 Reports

In the section a manger is able to control efficiency and work load of employees.
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Haewuratop
® OpraHuzauMOHHaR CTPYKTYpa

= @ Uewp anoposoro ofipasa muaHm
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Figure 10.8: Reports

10.1.6 Administration

B pa3pene «ADMUHUCTPUPOBAHUE» €CTh BO3MOKHOCTh PETAKTHPOBATh OPraHU3alMOHHYIO CTPYKTYPY
(co3maHmMe W pemaKTUpPOBaHUE ITOOpPa3delleHul M BCeX X aTpuOyTOB, cOo3maHWe W pedaKTHUpPOBaHUE
OOJIZKHOCTEM, IPOCMOTP U pefaKTUPOBaHKe KapTO4YeK IToApa3aesieHn, HOI2KHOCTEN U IT0JIb30BaTesiel),
Ha3HA4aThb U YBOJIBHATE C OOJI2KHOCTHU COTPYOHUKOB. vy COTPYOHHKa OTHEJIa KaadPOB €CTh BOSMOZXKHOCTB
CO3[MaHUs YYEeTHOU 3alKCH [T0JIb30BaTeIel HeIOCPeACTBEHHO ITPK Ha3HaYeHUHU IT0JIb30BaTe s Ha OJI2KHOCTE
(maponb u moruH 3agaet AonMuHUCTPaTOpP CHCTEMEI), @ TAKIKE Ha3HAYATh Ha JOXKHOCTH ITOJTb30BaTEIS

V3 CIUCKa MMEIIUXCS yIeTHRIX 3anuced. Takke COTPYOHUK OTAesa KagpOB MOXKeT pPefaKTHUpOBaTh
¢oTorpaduio monbL3oBaTENEH.
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Mowuek... Hacrtpoiiii
Haewuratop Fpathuk pabor Mpod E: Pa6ora OTyeTsl AnMHHUCTpUpPOBaHHE
® OpraHuzauMOHHaR CTPYKTYpa
[lobasuTs Noapasnenenue | [o6asuTs AOMKHOCTL : Pegaktuposath nopasaeneHne
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Figure 10.9: Administration

To add new division, select a division in the navigator and click "Add subdivision" in the main working
area or in pop-up menu oa the "Create" button.
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Haewuratop Fpathuk pabor Mpod E: Pa6ora OTyeTsl AnMHHUCTpUpPOBaHHE
& OpraHn3auMoHHaR CTPYKTypa
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Figure 10.10: Add division

To add new division, you have to fill in the following fields:

* Name of subdivision (in three languages);

* Number;

* Code of subdivision (filled automatically);

¢ Select parent division;

* Name of position of the head of division (in three languages);

* Select the head from organization structure or create new user (optional input field);

¢ Select acting head from organization structure;
If required, add deputy head (by clicking "Add" button):

* Name of position for deputy head (in three languages);
* Select employee from organization structure;

¢ Select division.
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KpOMe 9TOT0, €CJIM HaCTPOEHHBI KaPTOYKH II0OpPa3aesIeHnda, TO MO2KHO BHECTH 6o OTPEedaKTHUupPOBATh
B HUX 3HaA4YEHU.

To save entered changes, complete required fields and click "Save" button; to cancel click "Cancel"
button. In order to edit a division, select it in the division navigator on the left, and click "Edit division"
button in the main working area.

To add new position, select a division in the division navigator on the left, and click "Add position"
button in the main working area or item menu in the menu of the "Create" button.

Haewuratop Fpacuk pabor Mpod E: Pabora OTuersl AAMMHUCTPUPOBaHKE
o ODraH3AUHORHAS CTPYKTYRA S —
P " PyxTYR Cospaanme [OMKHOCTH Ormeka
= B Uestp anoposcro 06paza wiaaHk —
@ fenaprames no npodmnaxriyecm 1 HasBaHue AONKHOCTH
@ flenapramesT no ceranm ¢ obwecTBen Ha kazaxckom A3bike
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hd >
Peaeps

ApnpecHan KHWra CoxpaHuTh

O

Figure 10.11: Adding position

To create new position, the following fields must be filled:

Name of position (in three languages);

Code (completed automatically);
* Key;
¢ Required number of staff for the position.

KpOMe 9TOr0, €CJIM HACTPOEHHBI KAaPTOYKHM OOJIZKHOCTH, TO MOZKHO BHECTHU 160 OTPEOaKTHUPOBATH B HUX
3Ha4YeHHud.
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To save entered changes, complete required fields and click "Save" button; to cancel click "Cancel"
button. In order to edit a position, select it in the division navigator on the left, and click "Edit" button.

You can apppoint a position to an employee in two ways:

e Co3maTh COTPYIHUKA - IPH BHIIEJIEHHOM B HaBUTaTOPE OOJXKHOCTH, B OCHOBHOU pabouei o6macTu
60 B IyHKTE MeHIO KHONKK «Co3maTh», BHIOpaTh «C0o30aTh COTPYIHUKA»;

* BriGpaTh U3 CIIPpAaBOYHMKA - IPY BEIIEJIEHHOM B HABUTATOPE AOMXKHOCTH, B OCHOBHOM paboyeti o61acTu
60 B MyHKTE MEHI0 KHOTIKK «C03maTh», BHIOpaTh «BrIOpaTh U3 CIPABOYHUKA».

Haewratop Fpacmk pabot OTyersl AAMWHHUCTPUpPOBaHHE

® OpraHn3aumoHHas CTpykTypa
P " pyxTyp Co3paHue none3aoBarens

= @ Uewp anoposoro ofipasa muaHm

@ [Jenapramest no npadmnasTueckm 1
Damunua
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2 B ouuaHcoRo-xoaRACTBEHHEI AEnapTan Wma
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@ Craen Gyxrantepuu
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Figure 10.12: Create a new user

To create a new employee, fill the following fields in:

Full name;

Code;

E-mail;
* JID;

* HEeoOXOOUMBIE ITPaBa [AOCTYIa U POJIH.
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IMTpumeyuarue: posnb “COTPyIHUK OTHENa KaJPOB” MOXKHO Ha3HAYaTh TOJILKO Ha T€ MOYEPHUE MOAPa3aeIeHUs
B POIUTEIILCKOM IMOMPa3ie/IeHMH KOTOPOI'0 PeIaKTUPYIOIIUI [I0Ib30BaTE b CaM SIBIISIETCS COTPYIHUKOM
oTHesa KagpoB.

IToce 3anonHeHUs BCEX HEOOXOIUMBIX IIOJIEH, /I COXPaHEeHU I BHECEHHBIX M3MEHEHNY, HY?KHO HaXaThb
KHONIKY «COXpaHUTH», OJIT OTMEHBl KHONKYy «OTMeHa». [ TOro, 4ToOLl pegaKTHUPOBATh HaHHBIE
COPYIHHUKA, HY’KHO BRIIEJTUTE €70 B HaBuraTope. [is nobasnenus ¢ortorpadum B mpoduie COTPyTHUKA
HY2KHO HaBECTH YKa3aTeJIb MBIIITH Ha 00/1acTh H300pakKeHusI ¥ BLIOPATh IyHKT “M3MeHuTs n3o0paxkeHnue”.
st ymanenus ¢poTorpaduu Hy>KHO BHIOpaTh OYHKT “YOanuTh n300pakeHrue” v HOOTBEPAUTD AeHUCTHE.
CoTpyOoHUK OTAEela KagAPOB MOKET pedaKTUPOBaTh TOJILKO hoTorpaduii monb3oBaTenel noapa3aeneHui

OPIrCTPYKTYPEI, K KOTOPOMY OH IIPUHAOJIEZKUT.

Haewuratop paduk pabot OTyeThl AnMHHHUCTpUpOBaHKE
& OpraHn3auMoHHaR CTPYKTypa
P 4 PYKTYP Mouck Nons3ceaTens... OTmeHa
) @ Lesp agoposoro ofpasa muanm e
B flenagranent no npodinasTuseciunt o Abpamos E.I [upexTop No NpodhunakTUueck M nparpaMman

@ [lenapramesT o cananM ¢ oBLECTREH
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Figure 10.13: Select from the list

s BBIGOpa COTPYOHHNKA U3 CIIPAaBOYHUKA MO2KHO HaWTH ero B CIIUCKe JT100 BOCIIOIL30BATHCS TOUCKOM:
BBECTH B IIOJI€ IIOMCKa (1)aMI/IJ'II/IIO IoJb30BaTesNsd U HaxXaTb Enter. B cmoucke HeO6XOJII/IMO BEIOEJINTD
HY2KHOI'O COTPYOHHKKA U HaXKaTh KHOIIKY «Ha3HauuTh», 019 OTMEHEI KHOIIKY «OT™MeHUTH». [ YBOJIbHEHU A
COTPYOHHKA C OOJIZKHOCTHU HeO6XOJII/IMO HaXaThb KHOIIKY CIIpaBa OT (l)aMI/I_TII/II/I COTPYHOHUKA.
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10.2 Reserve

s COTPYOHHUKOB OTO€EJIa KagPOB OOCTYIIE€H Pa3aell <<P638pB>>, B KOTOPpOM OTO6pa}KaIOTCH II0JIb30BaTEJIn
He Ha3Ha4Y€HHbI€ HU Ha KaKYIO OOJI2ZKHOCTB. I BEI30Ba Auasniora CO3TaHMS HOBOU y‘-IéTHOﬁ 3alliuCHu
IIOJIb30BaTeEJIsA Hy2KHO HaXKaTh KHOIIKY «Co3maTtk». KaxkbIii MOIb30BaTENb B CIINCKE KaJpOBOI'O pe3epBa
nMeeT CTAaTyC - KaKTUBEH>».

Haewuratop

OpraHn3ayMoHHan cTpykTypa

® Peaeps

= Bee Bacxeyos M. W aKkTMeeH ﬁ

AKTHBHLIE FaBaynnuy 1. A, aKkTMeeH ﬁ

Maawes E. K. actusen  $F

AppecHan KHHra 0 -

O ® FO

Figure 10.14: Reserve

Double click a specific user entry (to change it), the main area displays:

e "Administrating" section with editing main data for user: full name, e-mail, etc.

» Paspen «IIpodune» c oTobpazxkeHrueM BCeX ITOAPa3AeJI0B ¥ BCEMU BO3MOXKHOCTSIMU 110 MAHUITY ISIIIUSIM
C HUMM (3amnoyiHeHUEe KapToUuekK, 3arpy3Ka ¢GalsioB B IUUYHOE OeJio, pefakTupoBaHue ¢ororpadpuii u

T. I).
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Haewuratop

OpraHu3aUMOHHaRA CTPYKTYpa

+ Pesepa Magwee Epranu U6paeBn4
ElEca Agpec r.Actana, yn. Mumanosa 55
AKTHBHbIE MacnopTHeIe gaHHbIEe
Otryna r.AcTaHa

KonTakt Twun
madiev-yergali@gmail.com
+7 777 569 4561

Yergali-88

Movta
MoBuniHeli
Skype

PeKBHINTEI M KOHTAKTLI
HENaHUA W NHYHLIE LENH
MHTepeck! M BIrNARe!
Nnuneie panHLie

Hasbixn W ymenun

OnbiT paboTel H o6pasoBaHne
NapamsuieHun

Nuunos peno

& madiev-yergali@gmail.com
Q +7 777 569 45 61
@ Yergali-88

AppecHan KHHra

O
Figure 10.15: Profile/Administrating sections for an employee from reserve

10.3 Address book

Pazgen “AppecHas KHUTa” IpefHa3HadyeH A1 0o0aBIeHus, IPOCMOTPAa ¥ OUCKA KOHTAaKTHHIX TaHHBIX
IIOJIb30BaTeed W opraHm3anuii. [Is mpocMoTpa agpecHOM KHUTH HeoOXOOMMO HaXkaTh Ha KHOIKY
“AppecHas KHUTa”, KOTOpas pacliojoxkeHa B caMOM HU3Y B HaBUTaTOpe (CM. UIIJI. «ApecHas KHUTa»).
ITocne HaxkaTHuga Ha KHOIIKY B OCHOBHOM OKHE€ II0 YMOJIYaHHUIO 0To6pa}KaeTc;[ CIIMCOK KOHTAKTOB.
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Haewuratop

OpraHu3aUMOHHaRA CTPYKTYpa
Abuneguxa Mepyept

AnteinGexosa AixaH

Mowuek...

Ha

CTPOMNA

damunus AbunbavHa
Peaepa LienTp Hesponorum u 3nun: TOO "MepuumHCKUA LeHTP s MepyepT
® AppecHan KHura Odpuc MeHeprep DwpexTop OmyecTeo KalipxaHosHa
x® 792215 ‘& 9988 45 Nata pokaeHns
= Miogn 0 87013330304 0 8777 514 88 32 OBLWeascTynH.IA
E= Opranmaaumm

. AmenoB Bexer

3apenyroLui
‘& 87172 54 00 98
0 87022303015

HakceimGekos MnbAc

KK «MepuHaTtanbHbid Ler

BakuH Poman

TOO «LlexTp apopoBban
3amecTuTens AvpeKTopa
‘& 46 88 96

0 870181856 57

3unrapaee AGaan

‘& TenedoH

0 MoBunbHbiR

BNEKTPOHHAERA NoUTa

MecTo paboTsi :

792215

87013330304

mira_abildina@mail.ru

| KM Ha NXB «opoackas B¢ 'Y «oponckoi npoTHEoTYE & | Uentp Hesponorun || Ocinc meHemkep
| = 4 Kpuct OpaunHaTtopoxas
“f) 392211 321548

0 + 77015008088

Kagebiposa Baxuim
Y «MeguuWHCKUA ueHTp nf
Mewuxonor
& 693215
0 87011238985

Myxanos Anubex

- =
:_?i

.,:«"

AD «MeaUUMHCKUA YHUBEDC
CHELMBJ'MCT cpefHero 3ser
& 44 5589

0 87771254899

M 8/ 707 28R KA 4R

B

0O 8702640 55 00

Kaaukanosa Qunapa
TOO «MeaMegwra Kazaxcte
PykosoauTens

Myxawes ¥annGek
ABMLEEHHA knuHuka
AwpexTop

‘& 38 68 80

0 87024145541

Hypmykaros Jamup Omapos [ymax

TOO «MegMepwra Kazaxcre YueBHO-KNMHWHECKAN LIEHTE
Cneuuanuct Byxrantep

& 632569 = 302215

M ] 701 244 8N 24

Figure 10.16: Address book

There are two modes of display:

» display of contact list;

» display of enterprise list.

[Tepexon Mexxny pexkuMaMU OCYILIEeCTBIIIETCS C IIOMOMIBIO0 KHOMIOK “JItopgu” u “OpraEu3anuu” Ha HaHeIu
CBEPXY.

Contact entry contains the following information:

» photograph of contact;

full name;

contact access;

date of birth;

postal address;

phones (work, home, mobile, personal, other);
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¢ e-mail addresses (home, work, other);

* IM addresses (icq, skype, xmpp, other);
e URL of home page (can be several);

* place of work and position;

¢ notes;

¢ tags.
Enterprise entry contains the following information:

* logo of enterprise;

* name of enterprise;

* web site of enterprise;

* addresses of enterprise (judicial and actual);

e contact data (phone(s), fax(es), e-mail(s));

* employee of enterprise (link to the employee entry).

ITpu TOBTOPHOM BBOME HAHHHIX O KOHTaKTe/opranusamuu CrucTeMa BHAACT ITpeayIIpekaaoInee CoOoOIeHne
0 HaJIW4Yu¥M TaKWX OJAaHHBIX B afpPECHOU KHHUre. BEl MOXKeTe HaXaTh KHONKY “IIpomonxuth”, TOrma

CHUCTeMa COXPaHUT OaHHEIE O HOBOM KOHTaKTe. [171s BO3BpallleHUs B PeXKUM pefaKTUPOBaHUA KapTOYKYU
KOHTaKTa/opraHu3alluy, Hy>KHO HaXXaTh KHONKY “McrnpaBuTe”.
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Chapter 11

"Settings" module

PeBu3usa VCS: 8198 The System gives its users opportunity to edit settings for the whole user subsys-
tem independently. The function is active at click on the "Settings" button in the top right corner of
the main working place. The button click opens three main tabs:

* General - personal data settings (system authorization parameters, mail client, IM notifications),
module settings and delegating (allows transfer of the rights to other user of the System selectively).
* Notifications - settings of types of system notifications on new events that the user wishes to receive.

* Routes - settings to create and save routes used by users.

11.1 General settings

B maHHOI BKJIagKe HACTPAWBAIOTCA IIapaMETPEI OJId YIIPDAaBJIEHUd MOOYJIAMH, IIapaMEeTPhI aBTOPU3alluU
II0JIb30BATESI B CUCTEME, IIOYTOBEIM KIINEHT, IM (n}Kaﬁﬁep Ot oOMeHa MTHOBEHHBIMH COOGH.IGHI/IHMI/I)
n HaCTpOfIKI/I OejlerupoBaHUusA TIOJTHOMOYUU B CUCTEME.
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[ Obuwe Yaegomnenua | MapwpyTs! |

’l YnpagneHue Mogynsamu L“i MapameTpbl aBTOpU3aLUM H:ll [enernpoBaHue

Mos paGoTa Komnanua BHeWHWe Mogynn | | JToruH |ABapewen +| EXXeAHeBHUK

ARTA

Hosbii napons |

| ExenHeBHMK Llenw 1 nokasaTenu +|NpoexTi

¥ Cai _
#| Motoku pabot “I NMpoexTol CaiT komnarxim Tekywni napone [ | +| PaGoTh

| XpaHunuie | CoTpyaHmKkm MoaTsepkaekite napons |

¥ dannw ¥ OpreTpykTypa H3ameHnTs napameTpsi
preTpyenP aBTOpU3ALMK

¥ PescTphl Ipadpuk paGot
o padguxp ¥ MpOAONKHTENEHOCTS [15 ‘
| NokyMeHTEl | Mpoguns CECCMM (B MUHYTaX)

¥ ExeaxeBHuK

¥ PaGota
MobunbHoe NpunoxexHue
¥ OTueTEI
¥/ Peaepa
¥/ AnpecHas kHura
Mogynk no ymonuaxnio | Motoku pabo ¥ |
¥ ABTOOGHOBNEHWE [aHHBIX (MHTEPBAN B MMHYTaX) |15

| "Muratb" NPU HANW4UK oBHOBNEHWA QR-KOZ ANA aBTOpH3ALMK

Bup 0ToOpameHns NoKyMeHTOB | TaBnuuHLiA ¥ |

.« 3nekTpoHHaA nourta ¥ Aans P
E-mail ‘I,abdreshen@arra,pro OTnpas1Te

HoBbin akkayT

¥ Micnonbaoeats HTMLS ans npocmoTpa Meaua hannos
Yu. sannce

¥/ icnonk30BaTh ankTepHATMBHSIA NPOCMOTP AOKYMEHTOR

= OBmeH coobweHuAMKH Tema ochopMneHus [Ceetnan 7 |

JiD [ |
Mapone [ |

Moot | | h
[

CoXpaHiTE

Figure 11.1: User settings, "General" tab

YupaBneHre MOOYISIMU IO3BOJISET HPU HEOOXOOMMOCTH OTKJIIOYATh oTOOpakaeMble MOZOyH (B T.d.
BHemHHe). TakKe eCTh BO3MOXKHOCTh BEIOOpa 0ToOpazkaemMoro IIpy BXOe B CHCTEMY MOLYJIS 110 YMOJTYaHHUIO,
HaCTpPOMKa aBTOOOHOBJIEHUS HaHHBIX, “MUTaHUSA" TPU HATUYHUYM OOHOBIEHUN U BU 0TOOPaKeHM S [OKYMEHTO
B XpaHUuulle.

B paznerne “ITapaMeTphl aBTOPU3AIlMK” II0JIb30BATEJIb MOXKET U3MEHUTD ITapaMeTPhl aBTOpPU3aluy (JIOTUH/Ia;
" IIPOOOIXKUTENIBHOCTE CECCUU B MUHYTAaX.

Pazmen “MobunpHOe MTPUIIOXKEHKWEe” BKITIOYaeT B ce0s HaCTPOUKY OTIIPABKY YBEIOMJIEHHSI C CChIIIKaMHU
oI cKkaumBaHus mMoOunbHOM Bepcuu ARTA Synergy, a Takxke QR-Kom ¢ mapamMeTpaMu OOCTyIIa MAJjst
aBTOpHU3alluu B MOOUJILHOM IIPUJIOZKEHHUHN.

[lenerupoBaHue MO3BOJITET BEIGOPOUHO IIepedaTh ITOJTHOMOYHS II0JIb30BATEIIS IPYTOMY II0JIE30BATEIIIO
cucTeMbl. leerupoBaTh IIOJIHOMOYKSA MOXKHO TOJIBKO BHH3 II0 [OJIXKHOCTHOM MEepapXuu, T.e. HEJb3s
mepemaTh CBOM IpaBa JIUITYy C paBHO3HAYHOM MOJIXKHOCTBIO JTMOO0 C MOJIKHOCTHIO BHIIIIE IEIEeTHPYIOIIETO
CBOM ITOTHOMOYMS. [lelerupoBaHue pa3geieHo Ha TPpu Tuna (CM. Ui, «I1oIb30BaTeNbCKUe HaCTPOUKH,
BKJIagKa «O0IIme»»):

» Baily planner — view, status edit, edit, create, delete assignments;

* Works — create, agree/review, assign, change progress, change status, edit, delete, remove. Right
to review works gives the right to comment them;

¢ Projects — review, comment, assign assignee persons, edit;

KHomKa co 3HaKOM «+» MpegHa3HaveHa [ijIsd BEI30Ba OKHA BHIOOpA COTPYOHUKA, KOTOPOMY OYAYyT melerupoBal
(mepemaHbl) MOTHOMOYHUS. DTO OKHO CTAHAAPTHO IJisi CUCTEMEI U OBIJIO OMMCAHO BHIIIE. B 9TOM OKHE




ARTA SYNERGY User Guide 191/199

“MeeTCs I10JIe IIOKCKA, IT03BOJISIONIee BHIITOJIHUTD ITIOUCK COTPYAHUKOB II0 KJIIOUYEBHIM OyKBaM UMEHU

unu pamunru. TakxkKe 30eCch MOKHO BHIOpaTh YPOBHU CTPYKTYPH! K paboune I'PYNILI II0JIb30BaTeIeH.
ITocne BEIIEeNIEHUS COTPYOHUKA U HasKaTUS KHONIKY «BrIOpaTh» OTKPHIBAETCS OKHO BEIOOpA TUIIa IIepefaBaeM
MIOJTHOMOYHUH.3[€eCh CIeAyeT OTMETUTD TaJIOYKOU HYXKHEIE.

Huxxe naHenu generupoBaHusI paciiojaraeTcs pa3aesl, B KOTOPOM MOXXHO HAaCTPOUTh ITPOCMOTP Gaiios
U MOKYMEHTOB, a TaKXkKe MepeKJIioYaThCs MeXKay TEMHOM U CBETJION TeMaMu opopMieHust nutepdeiica
CHucTeMEl.

Ha amekTpoHHBIN OYTOBEIU aapec u/unu jabber ID, yka3zaHHEIE BO BKIagKax “OJEeKTPOHHAA Io4dTa”
u “O6MeH coobieHusAMn”, 6ynyT NPUXOOUTEL YBEIOMIIEHUS O HOBBEIX COOBITUAX B CucTteMe. [laHHBIE
BKJIaJIK¥ MOT'YyT OTCYTCTBOBaTh, B 3aBUCUMOCTH OT HacTpoeK CUCTEMHI.

"Save" button saves changes to the System. After saving, settings window displays information box
with name of the person who was delegated rights and list of delegated rights. Also, a button with el-
lipsis to show delegated rights editor dialog and a button to cancel all delegated rights on an employee
are shown.

ITocne TOro, Kak IrpaBa ieIeTUPOBaHEl, Ha ITOYTY II0JIb30BaTE s, KOTOPOMY ITpaBa OBINIY [JeJIeTUPOBaHHI,
nmpugeT o6 3ToM yBemoMyieHHe. Ilocie 3TOT IMOIb30BaTeb AOJXKEH 3alTH HOO CBOUM JIOTMHOM U
rapoJjieM, mepeuTu B Moaynb «COTPYOHUKM» M TaM, CMOTPS Ha 4YTO eMy OBIJIM IIepefaHbl IIpaBa, OH
MOKeT yBuaeTh ExxemHeBHUK, PaGoThl u [TpoeKTHI monb30oBaTesieli. M mambiiie B COOTBETCTBUU C HOBBIMH
ITOJTHOMOYUSIMU 3TOT MOJIb30BAaTENIb MOXKET IIPOCMAaTPUBATh, YOAISITh, PeHaKTUPOBATh, 1OOABIATL PaOOTHI

(B 3aBHCHMOCTH OT [eJIETUPOBaAHHLIX ITpaB). Eciu mojb30BaTesIio AejieTUPOoBaliy IIpaBa Ha CO3gaHue
paboT/u3MeHeHHe cTaTyca/yoaneHue paboT, To AeHCTBUS OYOyT IPOU3BOOUTCS OT UMEHU CAMOTI'0 II0JTb30BATE
B xome BBHIIIOJTHEHM S IO UMEHEM OeJIETUPOBAaBIIET O IIpaBa II0JIb30BaTe I YKa3bIBaeTCS UM II0JIb30BaTENIsd,
(pakTUUECKM COBEpPIIUBIIETrO AelcTBUe, B popmarte: “Ucm.: OUO”.




ARTA SYNERGY User Guide 192 /199

k2 PEKOHCTPYKUMA NEPeBIKHOND CTEHAa 4
i O < = CoxpaHuts CBpocuTh
B paGoty
PerOHCTPYKUMA NepeaBIKHOre CTeHaa
Pesonwouws P PKK
3aBepwuTh
OTRpaBEMTh ¥ Xoa sBbinonHeHwA
HaasaHue: OTBETCTREHHBIA ABTOD Hauano JapeplueHue 3asepwin KOMMeHTapHH
Kaprouka Kanwes E.[
PEKOHCTPYKUMA (+77015550077) | 25 AHB,
<+  MpunoweHua (0) MEepeaBUKHOID CTEHAa AGpamos E.I. Wen.: Axbepanesa 18:14

W.M. (+ 7 702 560 89
89)

‘ > MameHeHus B JOKyMeHTe ‘

‘ P OouepHue AOKYMEHTbI OobaeuTe

MoanKcats

4y | & PekoHCTpYKUMA NepeaBiK... @ s O

Figure 11.2: Progress of execution

11.1.1 Delegating examples

Let us consider two scenarios:

11.1.1.1 Example (a)

The head of an enterprise because of lack of time wants to delegate rights to control progress to a
department head of the company, but in such a way that he is not able to perform any other actions
except for control. I.e. the head wants that an employee is able to set progress for other employees
and complete assignments, but is not able to create new assignments, delete them or reassign. In
order to do so:

The head logs in to the system under his account;

Click "Settings" button;

In the opened window click "Delegate" button next to "Works";

In the opened window "User selection" check check box to select a division for search;

L]

Select the subdivision whose head will be delegated rights;
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Click "Search" button;

After that list of employees of the division including the manager of the division will open;
Select the manager of the division and click "Select";

In the window opened check "Change progress percentage" and "Change status";

Click "Save button".

11.1.1.2 Example (b)

The head of the enterprise has an assistant who collects progress reports. The assistant needs rights
to add comments. In order to do this, perform the following actions:

The head logs in to the system under his account;

Click "Settings" button;

In the opened window click delegating button related to "P";

In the opened window "User selection" check check box to select a division for search;
Select the subdivision whose head will be delegated rights;

Click "Search" button;

After that list of employees of the division including the manager of the division will open;
Select the manager of the division and click "Select";

B nmosiBuBIlIEMCS OKHE HE YCTaHaABIUBATh I'aJIOYKy (T.K. ecnu KHOIIKa <<HpOCMOTp>> aKTHBHA, TO 3TO
OacCT IIOJIHOMOYHKA U Ha pa60Ty C KOMMeHTapI/IﬂMI/I.),‘

Click "Save button".

11.2 Notification settings

Notification settings are located at a separate tab and are divided into five categories:

Daily planner

Work flows
I[TpoekTH

Lenu u noka3aTeiu

Other
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HacTpofm 3
O6uwe | Yeegomnenms | MapuwpyTs
‘anameuue| ‘XuaHunMuqe| E-mail |y‘kaliev@gmail.num | ‘Tec:T‘ JD | |
YBej0MNeHNsA MpUMep NonydaeMbix yBeAOMAEH it

- 4 ExXefHeBHUK
4 W3MeHeHWe cTaTyca 3aMeToK
MNog4nHeHHbIA oTMeTA paBoTel No 3ameTke, CO34aHHOM BaMi, KaK BLINONHEHHLIE / HEBbINONHEHHble  [onb3oBatenk AGgpelueH /1.C. He BbINOAHWA paBoTkl Mo 3ameTke "Mogrc
» Hauano u 3aBepiieHue paboT No 3ameTKaM
» CoBewaHnA
- 4 MoTokw paGot
- 4 Pabotbl
v > O6wee
> Hauano u 3aBeplienue paGor
> WameHeHwe nporpecca paGor
v > KomMMeHTapmm

- 4 CornacosaHusa

v > O6wee
- 4 Hauano n 3asepwenue paboT No cornacoBaHuio
MpeaynpexaeHne o Havane paboTel NO COrNAcoOBaHUID Ckopo Havano paboTel no cornacosaxuio "MpejocTasneHue JoOKYMEHTOI
v MpeaynpexjaeHne o Ha4ane paGoTel N0 COrNACOBAHUID Y NOAYMHEHHBIX Monb3osatens bo6pos C.E. ckopo NPUCTYNUT K cornacoBaHuio paboTel
MpeaynpexaeHne o Ha4ane paboTel N0 COrNACOBAHUIO Y COTPYAHWKOB NOAYNHEHHBIX NoApa3gener [Mone3oeatens bo6pos C.E. cKOpO NPUCTYNNT K cOrnacoBaHmnio paboTsl
v MpeaynpesxjeHune o 3aBeplUeHM paboThl N0 COMNACOBaHMID Jo 3aBeplweHws paboTel No cornacosaHuio "MpejgocTasneHue AoKyMeHT
v NpeaynpexjeHue o 3aBeplUeHWH KOHTPONLHORA paBoTel Mo CcornacoBaHMio Jo 3aBeplueHWA KOHTPONLHO# paboTel No cornacosaHuio "Mpegoctasne
v OTnpaBuTent paboTkl NO COrNAacoBaHMI0 3aBepLUWA ee Monb3osatens bo6pos C.E. 3aBepnn paboty no cornacoeaHuio "Mpeac
v WcTeKk cpok BbINOAHEHWA paboTel NO COrNACOBAHNIO WcTek cpok paGoTel No cornacoBaHnio "OgopmMneHne U NpejocTaeneH ne
v Mog4nHeHHbIA He 3aBepLUnn coBCTBEHHYIO paboTy No COrNacoBaHNIo B CPOK Monb3osatens bo6pos C.E. He cornacosan cobcTeeHHyo paboty "Odopr
v MNoguvHeHHbIA He 3aBepLuKn paboTy No COrNacoBaHUIO B CPOK, Ha3HaueHHy Bamu MNonb3osatens bo6pos C.E. He cornacosan paboTy, co3faHHyw Bamu, "0
CoTpyaHUK NOJUMHEHHOTO NOAPa3AENeHUs He 3aBepLunn paboTy No COrnacoBaHWio B CPOK MNonb3osatens bo6pos C.E. He cornacosan "O¢dopMneHne 1 npeaocTaen
v Mog4vHeHHbIRA cornacosan paboTy B Cpok Monb3osatens bo6pos C. E. cornacosan paboty "Ogopmnenne u npegoc
Moa4vHeHHbIA 0TKa3an B COrNacoBaHni paboTsl B CDOK Monb3osatens bobpos C. E. oTkasan B cornacosaHmm pabotel "Odopmne
CoxpaHuTb
O | X Hactpoii ®FO

Figure 11.3: User settings, "Notifications" tab

B Kaxpgou u3 KaTeropuu rajodykaM# yYKa3hIBaeTCs, KaKue THUIIbl YBEOOMJIEHUM, OTHOCAIIMUXCS K TOU
UJIM MHOM KaTeropuu, MOJIb30BaTEJIb XO04YEeT I10Iy4YaTh.

YBemoMmneHus MOT'YT IIPUXOOUTH:

* Ha HACTPOEHHHBIN e-mail monb3oBaTENs;
* Ha 3aMyIIeHHBIH AeCKTONHBIM KJIMEHT, B KOTOPOM aBTOPU30BAH IOJIh30BATEITE;
* Ha YCTaHOBJIEHHOE MOOMIIbHOE IPUJIOXKEHUE 1107 yupasieHueMm Android / iOS.

B YBEeOOMJIEHUAX YKA3bIBA€TCsA MHHUIIUATOP CO6BITI/IH, OIlxucCaHue COGBITI/IH, OaTa, Imepuon UCIIOJITHEeHUusA
U Opyrue OaHHbI€, OTHOCAIIUECHd K 3TOMY coOmITHIO. B yYBEeOOMIJIEHUAX IIO0 pa60TaM COOEePXKUTCA
CCBIJIKQ, KOTOPasa OTKPHEIBAET HOKYMEHT COOTBeTCTBYIOHIefI paﬁoTbI.

ITpu mepexofie Mo CChIIKE Ha MOKYMEHT CUCTEMEI U3 e-mail yBemoMIeHu U YBEIOMIIEHUH JECKTOTHOTO
KJIMEHTA ¥ MOCJIeAYIOLUIed YCIEITHON aBTOPHU3al[iy, CUCTEMA OOJI2KHA IIePEHAPABIIATh OIb30BaATENIS
K OOBEKTY M3 UCXOOHOU CCBHUIKU.

IIpumeuvanue

B cny4ae, eciu cchIKa B yBeHOMIIEHUSAX He paboyasi, ciienyeT o0paTUTHCS K afMUHUCTPATOPY
cucTteMHl (TpebyeTcst HOTIOTHUTENbHAS HacTporka URL-IpuiioxeHust).
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11.3 Route settings

The tab allows editing user route settings. A user can create tree of routes grouped by sense.

HacTpo#ix - X
O6wme YEEqOMneHV.H] Mapmpy'ml"
Haewuratop < | | || Mow mapwpyTe |1 %]
[=] Mou mapwpyTe! i Haasanwe Korn-so akTHBHLIX 3Kagm
E =] MappyTsl NOQ4MHEHHBIX | ¥ MHehopmaumoHHoe nicemo 1
= AGpamos E. T. - [upekt | Kommepyeckoe npeanoxeqme 0
[= Epranves A. b. - Qupex |~ MeponprsTiis 0
[= Epnewos . A. - Avpexte| MyUcbMo © NpeanoKeHUeM o COTPYAHVHECTBE 0
i« PaspaBoTka MeTOOWHECKWX DEKOMEHOALMHA ]
1« PaspaGoTka nnaHa TREeHWHIOBbIX 3aHATHIA 0
W Pa3spaboTka TekcTa v AW3aiiHa NMCTOBOK W NNaKaTos 0
W PervcTpauvs BHYTPEHHKX [OKYMEHTOB 0
& PervcTpauws MGXOARWMX JOKYMEHTOB 0
o CornacoBaHue MaTepUanos Ha neyats 0
W CornacosaHue npodmWnakTHecknx nporpamm 0
i CornacoBaHue TPEHMHTOBLIX 3aHATMA 0
[4] D
£y | X Hacrpoiikn @ FTO

Figure 11.4: User settings, "Routes" tab

Frequently used routes can be added to favourites. After that, these routes will be available in new
work creating dialog at the "Work flow" section.

151 poGaBHeHusT MapIIPyTa B CIIMCOK M30PaHHBIX HYKHO BOCIIOJIb30BAaThCSI 3HAYKOM 3BE3ObI PSIOOM C
Ha3BaHMEM KaxKOoro MapmpyTa (cM. uin. «ITop30BaTeIbCKHUEe HACTPOMKHY, BKIagKa «MapIIpyThI»»).

To edit a route, double click its name.

To create new route in route tree, select "My routes" item and click "+" button to open window where
you can enter name of the route, level which will be owner of the created route, and objective, which
will be assigned to the created route.
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Chapter 12

Instant messaging module

PeBu3usa VCS: 8198 Ha cTpanuiie 0CHOBHOTO pabodero mecrta (BHE 3aBHCHMOCTH OT aKTHBHOI'O Ha
OaHHBIM MOMEHT MOIYJISI) B IPABOM HUKHEM YTJIy PACIlojioraeTcs 3Ha4oK BhI3oBa IM knueHnTa. llengok
Ha 3HAYOK OTKPBIBAET OCHOBHOE OKHO KiueHTa. (uia. «OcHoBHOe OKHO IM-kmueHTa») [TOBTOPHBIMN
IIeJT9Y0K CKPEIBAET OCHOBHOE OKHO IM KnueHTa.

B CJly4ae, eCJI¥ KJIMEHT He HaCTPO€H, B IEHTPEe OCHOBHOI'O OKHA IIOABJIAETCA COO6H.I€HI/Ie <<HpI/IJ'IO}KeHI/Ie
He HaCTPOEHO» U IIOABJIAE€TCSA KHOIIKaA «HaCTpOI/ITb».

Click "Settings" button to edit application settings. Enter your JID and password in the opened dialog
window.

OKHO guaiora mo yMOJTYaHHWIO OTKPBIBAETCSI CJIeBa OT OCHOBHOTO OKHA M BCErha HaXOOUTCS IIOBEPX
OCHOBHOTO MHTepdelica cucTeMbl. (Unn. «OKHO Auaora»)

Click on a user in the list opens chat windo with the user. To send a message to a user, press Enter.

st o6GaBIeHUS I0JTH30BATENIS B KOHTAKT-JIUCT HY?KHO B OKHE YaTa HaXkaTh KHONKY «100aBUTh KOHTAKT»
B nosBuBiieMcs okHe BBecTH JID Buma nick@jabber.server.name, uMs u IpyIIy II0JIb30BaTess,
HakaTh KHOTNIKY «OK» (unn. «Jlob6aBjieHre HOBOT'O MOJIb30BATEJISA B KOHTAKT-JIUCT»).

ITpu 3amrpoce aBTOPU3aALMU OT HEABTOPU30BAHHOT O IT0JIb30BaTE/IS IOSIBIISETCSA OKHO CJIeyIOIero BUaa:
To authorize user click button "Accept", or click button "Cancel" to cancel authorization.
ITpu HaKaTUX Ha KOHTAKT IIPABOM KHOIIKOM MEIIIY MTOSBISIETCS OKHO CJIeOYIOIIETO BUIA:

"Change contact" menu item allows editing data of the contact, "Delete contact" items deletes the
user from contact list, "Unsubscribe user" item cancels authorization of the selected user.
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Chapter 13

CnpaBka

PeBususa VCS: 8198 [lannbIl mogpa3nes npefHasHaveH ajid 0ToOpaXkeHus CIIpaBOYHOM MHDOopMaIuu
o Ttekyiier Bepcum ARTA Synergy. CooepKuT ClIedyIolne BKIagKN!:
e CmpaBKa - COepKUT B cebe KpaTKyIo HH(PpOpPMAIIUIO O TEKYIIeEM BEHIOpAaHHOM MOJYJIE.

* O mporpaMMe - COOEPKUT CCHIJIKY Ha PyKOBOACTBA II0/Ib30BaTeNs / METO[OIOra / afMUHUCTPaTOopa
COTJIaCHO TeKyIlel UTepalni, a TakKe CChIJIKM Ha CKauuBaHUe OJeCKTOIIHOT 0 KJINEeHTa U II0JIb30BaTEIbCKOI
arerTa ARTA Synergy.

* YT0 HOBOTO - 0TOOpaxKaeT U3MeHEHUS Synergy B XOIe MOCIeqHUX TpeX 0OHOBIEHMH.
* BricTpeIll CTAPT.

* OTOpaBUTH 3aIIPOC - COOEPKUT GOoPMY [JIsT COOOIEeHUH 00 OomMOKax MK 3allpOCOB Ha U3MEHEHHe
dyukrmmoHana. CogepKUT CIEOyIOUINUe TTOJIs:

Tema

- MO

e-mail

Coobiienne

a TakXKe KHOIKYy “OTnpaButh”.

ITpu mepBoM Bxome B CucTeMy IIOCiie KaXmoro OOHOBJIEHMWSI CUCTEMBI, IIPY KOTOPOM H3MEHSIETCS eé
Bepcus (Hampumep, ¢ 3.3 Ha 3.4), OTKPEIBAETCS CIIpaBKa C aKTUBHOM BKIIagKou “YTo HOBOro”.
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Chapter 14

Attachments

PeBususa VCS: 8198

14.1 PyKoOBOACTBO NO yCTaHOBKEe areHta Synergy

OucTtpubyTUB areHTa Synergy MOKHO CKadaTh U3 KOHTEKCTHOM cIpaBKU B pasuesne “O mporpamme”.
ITpu sTOM A7 CKAaYWBaHUS OOCTYIIHEL IBa BapuaHTa: mjig Windows u gns Linux.

Ycmanoska 8 Windows

st ycTaHOBKYU areHTa Synergy B Windows He00X0OAMMO 3aIllyCTUTh UCIIOIHSAEMBIN ITaKeT YCTaHOBKHU
U CJIeloBaTh MHCTPYKIIUSAM YCTAHOBIIMKA. [1ocIe yCTaHOBKY HEOOXOOUMO IIPOBEPUTE, UTO B (atisne C:
WindowsSystem32driversetchosts cogepxkuTcs cienyroinas CTpoka (IIpu Heo6XoguMOCTH, HOOAaBUTH
€€ BPYYHYIO):

127.0.0.1 local.arta.pro

Ha paGoueM cToe ¥ B KaTaJiore IPUI0KEHUN ITOSBUTCS SPJILIK OJIA 3allyCKa areHTa Synergy.
Ycmanoska e Linux

AreHT Synergy mins Linux mocTaBisieTCcs B BUOE HCIIOJIHSIEMOTO jar ¢atina. Ecmu y Bac mpaBuibHO
HaCTpOeHHl (alyIoBEle aCcCOLMAIMM, TO €r0 MOXKHO 3aIllyCTUTh ABOMHBIM KJIMKOM 10 jar ¢aiiny. Ecnu
9TOTO CHeJlaTh He yOaeTCs, areHT MOXKHO 3allyCTHUTh U3 TEpMHMHAaJla, BOCIIOIb30BaBIINCh, KOMaHOOM:

java -jar %nyTtb/po/jar/¢avna.jars

Ecnu Heob6xomuMo, 4TOORI jar dhaiii 3amycKancs IBOMHBIM HaxkKaTHeM, MOXKHO CO30aTh aiii C COOepPKUMBIM:
java -jar %nyTb/pmo/jar/¢anna.jars

U cIeaTh €0 UCIIOTHSIEMBIM C IIOMOIIBI0 chmod:
chmod +x %nyTb/po/Manku/co3paHHeli_pann%s

Torpma aTOT haiim MOXKHO MCIIOIB30BATH [JIS 3allyCKa II0JIb30BaTENbCKOT0 areHTa Synergy.
IMocne yctanoBku B ¢aiine /etc/hosts HeobxogumMo moOaBUTh CIEAYIONIYIO0 CTPOKY:

127.0.0.1 local.arta.pro
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Yciaosus pabomwl azeHma Synergy

Iyt Toro, 4ToOB YCTAHOBJIEHHBIN ¥ HACTPOEHHEBIM ITOIb30BAaTENbCKUYM areHT 3amyCTUIICS M paboTarl,
Heo6xoauMo, 4YTOOBI B CHCTeMe Obljla YCTaHOB/IEHA java He Huxke Bepcum 1.7.0, mpuuem gist OC Win-
dows 32-OuTHas. MHaue MOIb30BaTEJILCKUIM areHT He 3alyCTUTCSA C yKa3aHUWEM OMIMOKH, YTO He
ycTaHOB/IeHa TpeOyeMasi BepCHus.

OyHKIIMS CKaHUPOBAHUS B areHTe Synergy paboraeT Tonbko B OC Windows.
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