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HavanbHasa cTpaHuua « O6paboTku

FpynnoBas obpaboTka AOKYMEHTOB

ObpaboTka «FpynnoBasa obpaboTka AOKYMeHTOB» N03B0JiseT 06pabaTbiBaTb OJHOBPEMEHHO
HEeCKOJIbKO LOKYMeHTOB Jitoboro Buaa. Npynnosas 06paboTka 4OKYMEHTOB - YHUBEPCAJIbHbIN
MexaHW3M, No3BosiAoWwmnin 0bpaboTaTh AOKYMEHTLI JIl0bbIM cnocobom, B TOM 4ucse u
nocnenoBaTesIbHO UX NepPenpoBecTy.

ObpaboTka BbI3biBaeTCA M3 pasgena «Cepuc» - «CepBuc» = «YnpasneHne LOKyMeHTaMm». Tak xe
0bpaboTka MoXxeT ObITb Bbi3BaHa KOMaHAON «ObpaboTaTh CBA3aHHbIe JOKYMEHTbI» MEHIO
«JLONOJIHUTENbHO» B (hOPMe LOKYMEHTa UK B hopMe CrnMcKa AOKYyMeHToB. Ecan n3 opmbl cnncka
LOCTYMNHO MHOXXECTBEHHOE BblAeieHne, KoMmaHaa popMupyeT CAINCOK CBA3AHHbIX JOKYMEHTOB
(poanTenen n NOAYMHEHHbLIX) U NepefaeT ero B rpynnoByt 06paboTKy OKYMEHTOB.

B neBoi 4yacTtu CbOprI BbIBOAUTCS TabnnyHas 4acTb 06pa6OTKI/I n obsizaTenbHble 415 3aM0IHEHNS
NnapaMeTpPbl:

e «Mepwuop c.. no..» — 0bpaboTke byayT noanexaTb JOKYMEHTbI, AaTbl KOTOPbLIX NONafaloT B
YKa3aHHbIN Nepuoa.
¢ «Tun obpaboTkn» — onepauus, NpoBoANMas C ALOKYMEHTOM. BO3MOXHbI cCriegytouime Buabl
onepauumn:
o «[lpoBecTun (HeonepaTUBHO)»;
o «OTMeHNTL NpoBeaeHne»;
o «[MoMeTUTb Ha yaaneHue»;
o «CHATb NOMETKY yaaneHunsa»;
o «Y[anuTb HENoOCpPeaCcTBEHHO»;
o «3abn0KNpoOBaTH;
o «CHATb 6/10KNPOBKY»;
o «[lpon3BecTn pernctpaumio ong GuUnnanos».

B neBoii 4acTu hopMbl NpUBELEHbI BApUAHTbI AEACTBUIA, KOTOpPble OYAYT NPUMEHEHbLI K LOKYMEHTY:

¢ «ToproBbif 00BEKT» — B CNPaBOYHNKE «TOProBble 06BEKTHI» BLIOMPAETCS TOProBbI 00bEKT,
LOKYMeHTbl KoToporo byayT nognexatb obpaboTke. ECn pekBM3UT He 3afaH,
obpabaTtbiBaTbCA OyAYT AOKYMEHTHI BCEX TOProBbIX 0OBEKTOB NPeanpuATHS;

e «CopTUpoOBaTh NO BO3pacTaHUIO AaTbl» — obpabaTbiBaeMble JOKYMeHTbl OyayT
yrnopsAo4eHbl Mo BO3pacTaHUo AaThbl;

¢ «MbITaTbCA OOHOBUTb TADNAMUYHYIO YacTb» — eC/in hnar ycTaHoBNEH, Heobxoammo BbibpaThb
B CNpaBoYHUKE «HacTponkn 0bHOBNEHUS LOKYMEHTOB A4/ FPYMNMNOBOro NpoBeAeHUS
LOKYMEHTOB» HAaCTPONKY C NepevyHeM LOKYMEHTOB, A5t TabANYHbIX YacTen KOTOpbIX
npeaycMoTpeHa npoueaypa obHosneHus. Mpu BbinosHeHUM 06paboTku nporpamMMa byneT
MblITaTbCs 0OHOBUTL TOMILKO T€ AOKYMEHTHI, BUIbl KOTOPbIX MNEepeyncieHbl B BbibpaHHON
HacTporke. Ecnm chnar He yCTaHOBJIEH, HUKaKne AOKYMEHTbl 0OHOBNATLCS He ByayT;

e «<YpanaTb CTPOKMN C NYCTOW HOMEHKJATypPOMN» — HE3aMoJSIHEHHbIE CTPOKM LOKYMEHTa Mpw
BbINOJIHEHMM 00paboTKM ByayT yaaneHsbl;

e «<YpanaTb pyuHblie akTbl 0 NnepeoueHKe» — obpabaTbiBaeMble OOKYMEHTbI BUAA «AKT 0
nepeoueHKe», CO3AaHHbIE BPYYHYIO, ByayT yaaneHsi;

e «3arpyxaTtb KKM» — obpabaTbiBaeMble JOKYMeHTbI OyayT 3arpy>eHbl B KKM;

e «Bo3BpaTt B ntobom cnyyae» — B JOKYMeHTax Buaa «Bo3BpaT nocTaBLnKy» 1 «Bo3spaT
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KOMUTEHTY» ByaeT ycTaHoBneH nar «BepHyTb B llobom criyyqae»;

«ABTOMaTHn4Yyecku bopMupoBaThb akT O NepeoLeHKe» — Mpu NposeaeHNn NPUXOLHbIX
LLOKYMEHTOB N JOKYMeHTa «[lepemMelleHne» npm HeobxoammocTun ByeT aBToMaTUYEeCKHN
ChopMnNPOBaH OOKYMEHT «AKT O NepeoLeHKe»;

«OCTAaHOBUTb NpU OLWIMOKe» — B C/ly4ae BO3HNKHOBEHUS ownbku, 0bpaboTka LOKYyMEHTOB
OyneT npnocTaHoBneHa. Ecnm nar ycTaHOB/EH, CTAHOBATCS AOCTYMNHbI ABa CEAYIOLNX
napameTpa;

«CUrHan npv owmbke»— B C/ly4ae BO3HMKHOBEHUS OWMBKK, nporpaMma byaeT
reHepupoBaTb 3BYKOBOW CUrHa;

«OTKpbIBaTb (hOPMY A,OKYMEHTA NPMU OWINOKe» — [OKYMEHTbI, B KOTOPbIX Bbian
obHapy>XeHbl OWnOKK, ByayT OTKPbIThI;

«MepecuynTbiBaTb UTOFU» — €C/IN (pnar yCTaHOBJEH, TO Nnepes 06paboTKon fOKyMeHTa, AaTa
KOTOpOro nonajaeT Ha NepBoe YNCJI0 Clieaylollero mecaua, byayT nepecynTaHbl UTOMM
PernucTpoB, 1 3aTeM JaHHbIN LOKYMEHT nepenpoBefeTcs. Takas BO3MOXHOCTb M0O3BONSAET
YCKOpUTb NpoLenypy nepenposefeHns, ecav JOKYMeHTbl MpoBOAATCA 3a bonbLion nepunos
BpemeHu;

«YCTaHOBUTb MOHOMOJIbHbIA PEXUM» — eCJIN B TEKYLLMN MOMEHT BPEMEHW B CUCTEME
paboTaeT TONbKO OAMH NOJIb30BaTeNb, U h1ar yCTaHOBEH, TO AOCTYN K CUCTEME APYrux
nosib3oBaTesnell CTAHET HEBO3MOXHbIM;

«PeructpupoBaTb usmeHenusa pna KKM» — ecan ¢nar yctaHoBneH, To npu obpaboTke u
NpoBeLleHNN OKYMEHTOB BCe TOBapbl, CoAepxalumecs B nx TabnnyHblx 4actax, byayT
3aperncTpupoBaHsbl B y3nax obmeHa ¢ KKM, n B nocnegyrowem gaHHble n3meHeHns byayT
BbIFPY>XeHbl Ha Kaccy;

«3abnokupoBaTb obpabaTbiBaeMble fOKYMeHTbl» — 0bpabaTbiBaeMble LOKYMEHTbI Mpu
BbINOSIHEeHUW 06paboTku ByayT 3a610KMpPOBaHbI;

«BbipaBaTb MH(OPMALMOHHbIE COODLLLeHUsI» — MpU BbINOSHEHUN 06paboTKM NPOTOKON
paboTbl byaeT oTobpaxaTbcs B 061acTu cnyxebHbix coobLieHn.

Tabnn4yHasa yacTb 06paboTKn UMeeT ABe 3aKNanKu:

e «Buabl BOKYMEHTOB» — 3aK/aflka COAEPXUT CMMCOK BCEX BUAOB AOKYMEHTOB

KOH(Urypaumm, ans KOTOpbIX MOXeT BbITb BbiNOJIHEHA rpynnoBas 06paboTka. [JOKyMeHThl,
KoTopble byayT obpabaTbiBaTbCA OTMEYAOTCA PaXKKoM. B HKHen YacTu Tabanubl BolBeAEHbI
OUNbTPLI, KOTOPbIE MOTYT BbITb MCNOb30BaHbI A5t 0T6OpPa JOKYMEHTOB:
o «[lpoBefeHHble» — 0bpaboTke ByayT noanexxaTb NPOBELEHHbIE AOKYMEHTHI;
o «HenpoBepeHHble» — 06paboTke ByAyT NoffiexxaTb HENMPOBEAEHHbIE OKYMEHTI;
o «[loMeYyeHHble Ha yaaneHne» — obpaboTke byayT noanexatb [OKYMEHThI, MOMEYEHHbIe
Ha yZhaneHue.

e «Cnucok AOKYMEHTOB» — B 3aKJlalKe YKa3blBalOTCA KOHKPETHbIE JOKYMEHTLI, NoaneXxatlne

rpynnoson obpaboTke. JobaBNTb HY)KHblE JOKYMEHTbI B TaBMYHYIO YaCTb MOXKHO Ha)kaTueM
KHOMOK:

o «[lobaBuTe» — B Tabnnuy nobaBnseTca nycTas CTPOKy. B 3TOM CTpoKe HaXkaTb KHOMKY
«u» («<BbIOpaTth (F4)»), yka3aTb TUN OKYMEHTA M B OTKPbLIBLUEMCS XYpHane
LLOKYMEHTOB BblOpPaTb HY>XXHbIN [LOKYMEHT.;

o «3anosHNTbL No 3anpocy» — B opme «OTOOP 3aNpoCcoOM» yCTaHaBAMBAETCA UIbTP,
MO3BONSAKLLNIA C MOMOLLbIO 3anpoca 0TobpaTh LOKYMEHTbI, KOTOPblE He0bX0AUMO
obpaboTaTb. 3anpoc nuweTcs Ha sA3blke 3anpocoB 1C. Ero MOXXHO HanucaTb C MOMOLLbIO
KOHCTPYKTOPa 3amnpocoB, a TakxXe 0TpeLaKTUPOBaTb BPYUHYIO.

OTMeTUTb Cp}'la)KKOM Hy)KHbIIZ BnO NOKYMEHTa UIn KOHerTHbIVI OOKYMEHT MOXHO LWENYKOM MbILLN
Ha KBajpaTuke, nmbo NCrosib3ysa KHOMKK
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W
¥ («Tunbl BOKYMEHTOB yCTaHOBUTb OTMETKM>»), LI («TUNnbl BOKYMEHTOB CHATb OTMETKM>»), il
(«TUNblI LOKYMEHTOB NOMEHATb OTMETKM>»).

Ha)xaTuem KHOMKN «BbIMONIHUTL>» 3anyCcKaeTcsa rpynnosas obpaboTka AOKyMeHTOB. Ecnum B
3aKNagke «Bupabl JOKYMEHTOB» BbiOpaH Bua obpabaTbiBaeMbIX JOKYMEHTOB, @ B 3aK/lafKe
«CNMCOK BOKYMEHTOB» BblbpaH KOHKPETHbIN AOKYMEHT, BbIAETCA Npeaynpexaatllee
coobuieHmne: «3agaH CrNCOK AOKYMEHTOB. BbinoaHNTL 06paboTKy?» CO CBETOBLIMU KHOMKaMu «Ja»,
«Her», «OTMeHa».

Ecnu dpnar «3arpyxatb KKM» ycTaHOBJIEHbI, TO Nepes, HavyaaoM nposefeHns rpynnosow
06paboTKM f[OKYMEHTOB CCTEMa COPOCUT KOHCTAHThI, OTBETCTBEHHbIE 3a paboTy ¢ KKM. Mo
OKOHYaHUW NpoBeAeHns rpynnoBon 06paboTKn KOHCTaHTbl BOCCTAHOBATCS.

BHUMAHUE!

1. 1ns ankorosbHON HOMEHKNAaTypbl HEJb35 MEHATb NapaMeTpbl HOMEHKNATYpPbI, eCN OHU
pacxonsATca C napaMeTpaMm cB3aHHbIX HoMeHKnaTyp EFANC.

2. Ecnn Bo BpeMsa rpynnoBon 06paboTKkn 4OKyMeHTOB nporpaMMa bbina npekpallieHa aBapuinHo,
KOHCTaHTbl BOCCTAHOBJIEHbI HE By YT 1 TOrAa Ux Hy>KHO ByaeT BOCCTaHOBUTL BPY4HY!IO!
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