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PepakTtupoBaHue npocdunsg nonb3oBarens

CM. CBSI3aHHble CTaTbM:

e Co34aHMe HOBOrO MoJsib30BaTenNs
e IMnopT nonb3oBaTtenen n3 MS Excel
e [pynnbl Nosib30BaTenen

Kak 3aMT B HaCTPOUKMU NOJIb30BaTeNA: FOPUN30HTaIbHOE MeHIo = «KoMaHa» = «Jlnua» = HanuTu
HY>XHOr O MoJb30BaTeNIs = KUK Ha UMS NOJIb30BaTeSNA = MEHI0 TPU TOYKM = VI3MEHUTb.

NHTepdenc pepnakTupoBaHus nosib3oBaTtens
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PVICVHOK 1- CTpaHI/ILI,a penakTnpoBaHMUA NOJIb30BaTESA

doTO0, MMAA, A,OJIDKHOCTDb

Bce naHHble, yKa3aHHbIe B pa3fene ¢ uMeHeM 1 ¢oTo, ByayT duryprpoBaTh B MHTepdeice
MoJib30BaTess, Ha KAaPTOYKax 06bEKTOB, 0TOOPAXKATLCA B OTHETAX.

Moptnert "Moun KOHTaKTbI"

CopLep>xmMmoe 3TOro pagesna MoxXeT pelakTMpoBaThb CaM MNoJib30BaTe b, eC/IN CTOUT YeK-00KC B none
«[loCTYN K pefaKTMPOoBaHMUIO NPOUNA» (CM. HUXeE).

34ecb pomkeH bbiTb 0653aTeNbHO YKa3aH KOPPEKTHbIA e-mail, y KOTOpOoMY y Nnonb30BaTeNs ecTb
LoCTyn.
E-mail ncnonbsyetca gns:

® BOCCTaHOBJIEHNA OOCTYMNa B CUCTEMY, €CJIN MOJ1Ib30BaTeEJ1b 3abbin cBOM napoJib;
e OMnoBeLLeHNs 0 COBbITUAX B CUCTEME.

MopTtnet "Mou HacTpoUkKmn"

e CTaTyC - TEKYLIUIA CTATyC Nonb3oBaTens. MoxeT BbiTb «AKTUBMPOBAH» MAKN «He
AKTUBMPOBaH».
CBfi3aHO C MpoLECCOM perncTpaLnm n akTBaLum noab3oBaTeNs B CUCTEME.

e AOMMHMCTPATOP - BKJIIDYEHA WJIM HET POJib NOJIb30BaTENA «AOMUHUCTPATOP».
Ecnv B cucTeMe eCTb TOJILKO O HA y4eTHas 3anucb afiMMHMUCTPaTopa (Ha YpoBHE NNLEH3UI),
BKJIOYEHHAs onumns «<AODMUHUCTPATOP» Yy 3TOr0 NoJib3oBaTens 6IOKMPYETCS U BLIKNIOYUTL ee
Hesb34.

e TUN NUULEH3UU - MOXeT BbITb NCMONHUTENb, PYKOBOAUTESNb NN ANPEKTOP.
o yMOn4aHUio Npu CO34aHUM HOBOMO Mosib3oBaTens byaeT TOT TN NLLEH3MKN, KOTOPLIN
yKa3aH B 06Lmx HacTponkax. MoapobHO 0 Thnax JIMLEH3UNA.

e PaspeLwunTtb BXOA B CUCTEMY - CH/MaTb 4eK-BOKC, TOIbKO eCn nosib3oBaTeb 6onbLue He
paboTaeT B cucteme.
Ecnm ranka cHATa 1y Nonb3oBaTessa eCTb AenernpoBaHHble Ha Hero NPoeKThl, NOSBASETCS
«JlenerupoBaTb He3aBepLUEHHble NPOEeKTbI» - TaK MOXXHO NepefaTb BCe He3aBEPLUEHHbIE
NPOEKTbI APYrOMY COTPYOHUKY..

e laTa OKOHYaHUA 0,eUCTBUA YYETHOWU 3aNUCK - MOXKHO OFPaHNYNTbL BPEMS, 1O KOTOPOro y
noJib30BaTenNs eCTb AOCTYN B CUCTEMY.
Harnpumep, pa30Bbivi KOHTPAKT C NoAPAAYNKOM, KOTOPOMY NpeaocTaBnin AOCTy, U 3TOT
KOHTPAaKT orpaHnyeH 0603pnuMbiMU CPOKaMMU.

e UMa nonb3oBaTens - JIOrMH, NCNONb3YIOLWNNCA AN5 aBTOpPMU3aLMm B CUCTEME.
JIornH MoXeT bbITb Ha KNpunue.

e I3MEeHNTb Naposib - MHCTPYMEHT A9 CMeHbl Napons.
Maponb ons BXofa B CUCTEMY [0/KEH COCTaBAATb MUHUMYM 6 CMMBOJIOB, COAEPXaLLUNX Kak
undpsbl, Tak 1 BykBbl. B NpOTUBHOM C/ly4ae Npu NonbITKe COXPaHeHMS BblAaeTca ownbka
(PncyHok 1).
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OwmbKM:
o QWWBKa BANWOAUWM NONb30BATENA:
Mapons CAWWKOM NPOCTOM, MapoNb ACMMEH BbITs ANWHOM HE MEHEE LIECTH BYKBEHHO-UMDPOBLIX CUMEOIOB

PucyHok 1 - CoobLieHne 0 HeLoCTaTO4YHO C/I0XKHOM napoJsie

e Ucnonb3oBaTtb 3l B cornacoBaHusx - 4ToObl NOJIb30BaTe b MOI NOAMNUCHIBATb LOKYMEHTbI
3NeKTPOHHO-LMMPOBON NOAMUCHIO U BUAETb 3aBU3NPOBaAHHbIE JOKYMEHThI.

Ina noanncaHna npeaBapuTensHO Heobxoanumo yctaHoBUTb MO ans popmMmnpoBaHns noanuncu.
MoapobHee 06 ycTaHOBKE.

e OTnpaBnaTb 3anpockl Ha E-mail - HacTporka onoseLleHNs 0 3anpocax 3anoJIHeHUs PopM.
MoapobHo 06 e-mail onoseleHUAX.

e OTnpaBnaTb codbiTUA Ha E-mail - HacTpovka onoselleHus o opyrmux cobbiTnsx. NMoapobHo
06 e-mail onoseLLeHmnaAX.

e lybnupoBaTb Ha ponoaHUTeNbHbIK E-mail - akTyanbHO, TONLKO ecnn yKasaH
LONONHUTENbHbIN e-mail B KoHTakTax. ybnvpyeT onoseLLeHuns, ecnm cTonT Yek-bokc.

e lobaBnaTbL B Tabenb HauyaTblie U 3aBepLUEHHbIe MHOIO 3a4,a4M - NOCTaBbTe YeK-b0oKC,
eCc/In HYy>XXKHO, 4T0Bbl BCe NPOeKThbl 1 3a/la4, B KOTOPbIX MOJIb30BaTe b ABJIAETCS
NCnosHUTeNeM, Npu nepesoge nx ctatyca Ha «B paboTe» unn «3aBepLueH», aBTOMaTUYECKN
pobasnsanuce B Tabesb y4eTa BpPEMEHN Ha TEKYLLYIO HEeAesto.

e CoenaTtb CTapTOBOMW NaHeNb YNpaBJ/IeHUSA - BKJIIOYAET BO3MOXHOCTb BbibpaTb, 4TO AO/KEH
BUAETb N0Nb30BaTE/Nb NPU BXoLe B cucTemMy: Pabounin cton unm gawbopabl. Mo yMon4aHuUo
Npw BKIOYEHNM 3TOr0 Yek-60KCa CTapTOBOW CTPaHMLLEN CTAaHOBUTCS CTpaHuUa ¢ gawbopaamu.

e [locTyn K pegakTupoBaHUIO NPouAa - eC/im CTONT YeK-B0KC, N0Ib30BaTENIb MOXKET MEHATb
KOHTAKTHble faHHble 1 hOTO.

https://wiki.a2nta.ru/ Printed on 07.04.2026 21:41


https://wiki.a2nta.ru/doku.php/product/settings/system/specifications#требования_к_программному_обеспечению_пользовательской_станции_для_работы_с_электронно-цифровой_подписью
https://wiki.a2nta.ru/doku.php/product/subscribe/e-mail
https://wiki.a2nta.ru/doku.php/product/subscribe/e-mail
https://wiki.a2nta.ru/doku.php/product/subscribe/e-mail
https://wiki.a2nta.ru/doku.php/product/subscribe/e-mail
https://wiki.a2nta.ru/doku.php/product/subscribe/e-mail
https://wiki.a2nta.ru/doku.php/product/subscribe/e-mail
https://wiki.a2nta.ru/doku.php/product/subscribe/e-mail
https://wiki.a2nta.ru/doku.php/product/time_sheet
https://wiki.a2nta.ru/doku.php/product/interface/users/work_board
https://wiki.a2nta.ru/doku.php/product/dashboard

07.04.2026 21:41 7/8 PenakTnpoBaHue npoguas noab3oBaTens

Mow HacTpolKK

CTatyc AKTWBMPOBAH

AQMUHMCTDATOP

TN MALUEHZKAK WMcnonHutens El
Pa3pelumTb BXof, B CHCTEMY s

Oata ckoHYaHKA OefcTEMA

YYETHOM 3aNKCK

MmA nonesceaTens® Hyxos
HIMEHWTE Naporb

Mcnone3oeate 3N B
COMacoBaHWAY

OTNpaENATE 3anpochl Ha E-mail | TOMsKO KOTAA 7 He 8 CHeTEmE ¥
OTnpaenATe cobbITWA Ha E-mail | Akkorga bl

OyBnvpoBaTh Ha
LOoNONHHTENBHBIR E-mail

OobaenATe B Tabenh HadaTole v &
JABEDLUEHHBIE MHOK) 33034H

CpaenaTb CTAQTOBOW NaHenb
YNpaBneHus

OocTyn K peAaKTHPOBAHMKD s
npoguns

PucyHoK 2 - MopTsieT «Moun HaCcTPONKn»
Moptnet "Mowu rpynnbi"

B pasznene «Mowm rpynnbi» (PrcyHok 1) BeibupatoTcsa rpynnel, B koTopble byaeT nobasneH
nosib30BaTeb.

MNopTtnet "CucteMHblie ponu 6esonacHocTun"

B pa3snene «CuctemMHble ponun 6esonacHocTu» (PrcyHok 1) BbibrpatoTca 0bLecncTeMHble poau
6e3onacHoCcTK, B KOoTopble byaeT nobaBneH NonbL30BaTEb.

CamocTosTeNbHbie BO3MOXXHOCTHU NoJsib30BaTeNs

Monb3oBaTeNM MOTYT CaMOCTOSATE/IbHO PeakTMPOoBaTh AaHHbIe 0 cebe, 3a UCKJIIOYeHUeM psapa
HacTpoek, LOCTYMNHbIX TOJIbKO alMUHUCTPaTOpaM cucTeMbl AgBaHTa (PUcyHok 1):

* YKa3aHue Tuna JMueH3nun,
* ynpaBsieHNWe OOCTYMHOCTbIO CUCTEMbI o714 TOro UM NHOIo NoJib30BaTeN A C MOMOLLbIO onNunn
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«Pa3peLlnTb BXOA B CUCTEMY»;
* OrpaHMyYeHne Cpoka AENCTBMSA YHETHOWN 3anncu.
* OrpaHMyYeHne JocTyna noJib30BaTesNs K pefakTMpPoBaHMIO Npoduns.

Mpu BbIKOYEHHOW ONUMK «[JOCTYN K peaKTUPOBaHMIO NPoduis» nosb30BaTesNto CTAHOBATCSA
He[OoCTYMHbI ANS PeAaKTUPOBaHUS NopTaeTbl «PoTo» N «MOU KOHTAKTbI».
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