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1. O6Lwue cBeaeHUsA

Mopaynb «bacTuoH-3 — YPB» npefHa3HaveH A8 yyeta paboyero BpemeHn 1 npenoctasnseT BO3MOXHOCTb
r’MOKO HacTpamBaTb paboume OHW 1 rpacvkn CMEHHOCTIN COTPYAHMKOB NPeanpusTus, a Takke )opMmnpoBaTb
pasnuyHble oTyeTbl (B TOM uucne Tabenb no dopme T-13). YueT pa6oyero BpemeHun BedeTcs B
COOTBETCTBMM C OCHOBHbIMU TpeboBaHuAMM TpygoBoro Kogekca P®.

OCHOBHblE BO3MOXHOCTU MoAy A «bacTnoH-3 — YPB»:

1. BegeHue yyeTa paboyero BpeMeHu Kak ¢ UCMo/ib30BaHUEM rpaddKoB CMEHHOCTH, Tak U 6e3 HUX.

2. HacTpoiika pa6oumnx gHeli (CMeH) COTPY/AHWNKOB C PasHOW NPOAO/KUTENIHOCTbIO, HAYA/IOM,
OKOHYaHMEM, A/INTENBHOCTLIO NepepbiBa A5 OTAbIXa U NUTaHNs, U T. .

3. HacTpoiika rpachvikoB CMEHHOCTW, B TOM UKC/ie A06aBeHne cneuuanbHbix AHel (KomaHanpoBKAy,
HeTPYA0CNoCOGHOCTY, OTNYCKa U Mp.) U peasin3aums MexaHnuama nofMeHbl OAHOM0 COTPYAHMKA APYruM
Ha pabouyem mecTe.

4. PacuéTt 0TpaboTaHHOro BpEMEHN Ha OCHOBE rpathkoB CMEHHOCTU N (hakTU4eCKoro BpeMeHu
HaxoxaeHus Ha paboyem mecTe.

5. Nopaepxka BOCbMY METOA0B pacyéta 0TpaboTaHHOro BpeMeHU. Bbibop meToga pacuérta
WHAMBUAYaAIeH ANA KaKA0ro Tpy40BOro 40orosopa.

6. BO3MOXHOCTb PY4HOI KOPPEKTMPOBKN AaHHbIX 06 0TPaboTaHHOM BPEMEHM C YKa3aHMeM OCHOBaHMWiA
AN KOPPEKTUPOBKM.

7. ®opmupoBaHue Tabens yyeta pabdoyero sBpemeHun no ¢oopme T-13 NockomcTtaTa P®.
8. dopmupoBaHMe OTHETOB MO AUCUUM/IVHE TPYAa W €€ HapyLUEHNUSIM.
9. dopmupoBaHMe feTaslbHbIX OTYETOB MO MCNOJ/Ib30BaHNI0 paboyero BpemMeHu.

10. PegaktupoBaHue Wab/ioHOB OTYETOB B YaCTN 0hopMeHNs, LLPUEITOB, NOMTOXEHUS 06 bEKTOB Ha
CTpaHuLle U T. N., TO ecTb B TOIi 06/1aCTH, KOTOpasi He OTHOCUTCS K pacuyétam.

11. Y4Y&T TpyaoBbIX 4OrOBOPOB PA6OTHMKOB.

12. MNopaepxka pas/yHbIX BUAOB COPTUPOBKN OTHETOB.



5‘ BactnoH-3 - YPB. PykoBOoACTBO agMUHUCTpaTopa 5

2. YcnoBus npuMeHeHus

Moaynb «bactnoH-3 — YPB» MOXeT WUCMNo/b30BaTbCA Ha JI060M KOMMbIOTEPE C AOCTYNOM K CepBepy
cuctembl MK «bacTnoH-3». Ana paboTbl MoAyns HeobxoAMMO NOAKIYEHME K cepBepy cuctembl MK
«BacTnoH-3».

Mogaynb He NpeabsBAseT A0N0NHUTENbHbIX TPe6GoBaHWl K annapaTHOMY M NPOrPamMMHOMY 06ecrneyeHmio.

Onsi 3anycka moayns «bacTnoH-3 — YPB» TpeGyeTcsi COOTBETCTBYHOLASA NMLEH3UA. OrpaHNYMBaeTCs YMC/Oo
OZIHOBPEMEHHO 3amnycKaeMbIX 3K3EMI/IIPOB MOAY/IS.

Onsi pa6oTbl ¢ npunoxeHwem onepatop MK «bacTnoH-3» JoMHKEH MMETL NPABO 3anycka 3TOro NPUIOXKEHUS.

Mopacuctema YPB MoxeT paboTtath ¢ noboit CKY [, nHterpmpoBaHHoii B MK «bacTnoH-3».
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3. YcTaHOBKA cCUCTeMbl

Mopgynb «bacTuoH-3 — YPB» BXoAWT B yCTaHOBOYHbI KoMnaekT MK «bactnon-3». [1nsa yctaHOBKM Moayns
cnepyet oTMeTuUTb chnar «YPB» Ha cTpaHuue Bbibopa KOMMNOHEHTOB npu ycTaHoBke B OC Windows wu
ycTaHoBUTL nakeT bastion3-attendance_* B OC Linux. CnegyeT yunTbiBaTb, YTO MOAYNb HacTpoliku YPB B
«[MaHenun ynpasneHns» 6yaeT [OCTyNeH Ha paboyeM MecTe, TONbKO eCc/iM Npu YyCTaHOBKe CUCTEMbI BblOpaTh
NYHKT «YPB».

Takke AN15 KOPPEKTHOW paboTbl CUCTEMbI MOAY/b «BacTMoH-3 — YPB» Ao/mkeH 6biTb YCTAHOBMEH M Ha
CEPBEPE CUCTEMBI.
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4. Hactpoiika cuctembl

4.1. 3anyck moaynsi n npoBepKka paboTocnoOCOOGHOCTU

Mocne yctaHoBkn K «BacTnoH-3» cnepyet y6eoutbCA B TOM, UYTO MpunoxeHus «YPB» n «[laHesb
ynpassieHus» 3anyckatotca. B cneunasibHOM OKHE MOXHO BBECTW JIOTMH W Naposib ANA NOAKMIIOYEeHUs K
cepsepy.

Ecnv napameTpbl coeguHeHns ¢ cepBepoM OblN KOPPEKTHO ykasaHbl Npu YCTaHOBKe, TO AONONHUTE bHbIE
HacTpolikm He TpebytoTca. MNocne 3anycka naHeny ynpasfieHns cnegyet yoeanTbes, YTO B Heli NpucyTcTByeT
MyHKT «Y4eT paboyero BpemeHn» (Puc. 1).

Bactnon-3 - Maxens ynpasneHua Oneparop: q x
OCHOBHOE MEeHIo
ﬁ CTpykTypa obbekTa &% OnepaTopkl U NOTHOMOYNS % Lpansepsl
@‘_‘\ O6paboTka cobbITUA MNponyckHOW pexum YyeT paboyero BpeMeHn
<opc> OPC Cepsep = SNMP areHT o NuH
SNMP —
o@o Pennukaunsa CuHxpoHn3aums ¢ LDAP h CC TMK

Puc. 1. FnaBHOE OKHO NaHesn yrnpasieHust

4.2. NMocnepoBaTesIbHOCTb HACTPOWKMN

[na HacTpoiiki noacucteMbl yyéTa paboyero BpPEMEHM HEeOobXOoAMMO BbIMOAHUTL Cneaylwmii Habop
OENCTBUIA:

Hactpoutb nogcuctemy CKY/l, ,06aBUTb U HACTPOUTL BCE HEOOXOAUMbIE TOUKM MPOX0Aa.

HacTpouTb npaBa g/1a posiei oneparopos, KoTopkle 6yayT paboTtats ¢ YPB.

HacTpouTb 06Lme napameTpbl YPB.

HacTpouTb Npon3BOACTBEHHbIN KasileHaaphb.

HacTpouTb kaTeropmy npornyckos.

HacTtpouTb Tepputopun ans yyéta paboyero BpemMeHu.

N o g kM DN

HacTtpouTb pa6ouve gHU 1 rpadhuki CMEHHOCTH.
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8. HacTpouTb NpuBA3KYy Fpa(*)I/IKOB CMEHHOCTU K COTPpYAHUKaM.

9. HacTpouTb napameTpbl (DOPMUPOBAHNS OTUETOB.

[anee kaxabli NyHKT 6ygeT paccMmoTpeH nogpobHee. CBefeHuss 0 HacTpoiike nogcuctembl CKY/[ cwm. B
pYyKOBOACTBE Ha COOTBETCTBYOLWMIA MOAYNb UHTErpaLIAN.

4.3. HacTtpoiika npaB oneparopoB ana YPB

[Ona Toro 4uto6bl 3anyckaTb npunoxeHwe «bacTuoH-3 — YPB», y onepaTtopa Ao/HkHa 6biTb pofb C
COOTBETCTBYIOLMM NosHoMoumeMm (Puc. 2).

B " Bactwon-3 - MNanene ynpaenenna Onepatop: q - O X

OcHoBHoe MeHio » Onepatopbl U nonHomouua » Ponu onepatopoB

+ ol

ApMuHMCTpaTOpSI 1 MpuaoxeHna L4

MpwnnoxeHuna

Mpaeo AocTyna K cucTemMe Yepes MOOWABHBIA KNMeHT
MNpaeo goctyna K cucteme Web-2aReKa

Mpago 3anycka NPUACKEHNA «AyauT=

Mpaeo 2anycka NpPUACKeHA «Bropo NponyCKoe=
Mpaeo 3anycka NpUAcKeHUA =0TyeT=

MpaEo 2anycKka NpUCXKeHNUA «[10CT oXpaHb»

MpaEo 2anycKa NPUICXKEHWA «YueT pabouero EpeMeHN

Mpaeo MCNONLZ0EAHWA MOAYNA «BacToH-3 — MKC=

Puc. 2. dopma "Ponu onepatopos”

OcTtanbHble npasa ana YPB HacTpamBatoTcA Ha 3aknagke «Onepartopbl U nonHomouns — Ponun onepatopos
— YPB» (Puc. 3).
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8" Bactuon-3 - Manene ynpaenenua Onepatop: g — m} hd

OcHoBHoe MeHio » Onepartopkl U NnonaHomouna ¥ Ponw onepatopoB

+ W)

AgmuHncTpaTopel 1 ¥ueT paboyero EpeMeHy

Yuér pabouero Bpemenu

ALMWHUCTPUPOBaHWe

PefakTMPOEaHWE TPaDHUKOE CMEHHOCTH
PefaKTMpOBaHWE CMIWCKA W N3PaMETPOE OTUETOR
PegakTupoeaHue WwWabnoHoE OTUETOR
PegakTupoeaHue obLMX NapaMeTpoe
PenakTvpoEaHKe pabounx aHed

PenaKTMpOBaHWe CPaBoYHUKE « TNkl paBounx gHeli=

Pabota c Tabenem

JobBaeneHue 3anuceld B YPB BpydHytO
PenakTMpoBaHWe TRYAOBLIX JOTOBOPOE
PenakTMpoBaHme cneumanbHbIX JHed

CopMUPOEaTE COBLITUA ¥PE Ha OCHOBE NpOTOKONA

OTtuetbl

QOpPMUPOBaHKWE OTYETOB

COZA3HWE HAZHAUSHHEIX 2343HMIA

Puc. 3. OkHO HacTpoliki nonHomoumin YPB

Bce nonHomounst YPB pa36uThbl Ha Tpu 610Ka — «AQMUHUCTPMpPOBaHme» (pasrpaHnueHne JocTyna B naHenu
ynpaBfieHusi Ha 3aknagke «YueT paboyero BpeMeHw»), «PaboTa ¢ Tabenem» (pasrpaHuWuyeHne AocTyna B
«BacTnoH-3 — YPB» Ha 3aknafke «Tabesnb») n «OTueThbl» (pasrpaHnueHne goctyna B «bactnoH-3 — YPB» Ha
3aknagke «OTUeTbl»). Hke npvBeaeHbl NOSIHOMOUMS! U UX OMUCaHWS:

AOMUHUCMpuUpoBaHue

PedakmuposaHue 2pachuko8 CMEHHOCMU — OnpefensieT, MOXeT N1 onepaTop C BblIOPaHHOW pPOsbIO
U3MEHATb rpagivikn CMEeHHOCTM (3aknagka «Y4eT paboyero BpemMeHn\Ipauk CMEHHOCTN»).

PedakmuposaHue criucka U napamempos omyemos — ONpeAensier, MOXeT /M onepaTop C BblGpaHHOI
ponblo 006aBnATb HOBble OTYeTbl B CUCTEMY /MO0 M3MEHSATb MNapameTpbl CYLECTBYHOLMUX OTYETOB
(saknagka «YueT pabouero BpemeHu\leuaTHble OPMbI»). MMpaBo Ha M3MeHeHue LWabnoHa oT4yeTa
perynupyeTcs 0TAe/IbHbIM NOSTHOMOUYNEM.

Omnadka om4yemos — onpefensieT, MOXeT NN oneparop € BbIGPaHHOW POJbI0 M3MEHSTh LWab/IoH oTyeTa
(3aknagka «YueT pabouero BpemeHu\lNeyaTHble hOpMbI»).

PedakmuposaHue obuwjux napamempos — onpeaesisieT, MOXeT /I OnepaTop C BbIGPaHHON PoOsib0 N3MEHATH
o6lme napameTpsbl (3aknagka «YueT paboyero BpemeHn\O6LLe napaMeTpbI»).

PedakmuposaHue pabouyux OHell — onpepgensieT, MOXeT /M OonepaTop C BblGPAHHOW PONbHD U3MEHSTb
pabouve OHu (3aknagka «YueT pabouero BpeMeHn\Paboune gHW»).

PedakmuposaHue crpasodHuka «Turbl paboyux OHeli» — onpeaensieT, MOXeT /I onepaTop C BblGPaHHOIA
PO/bI0 NPOMN3BOANTL PeAakTMpOBaHMe 3anvceil COOTBETCTBYIOLLETO CNPaBOYHMKa (3aknaaka «YueT paboyero
BpemeHn\PaGouune gHu»).

Paboma ¢ mabenem
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Jo6asnerue 3anuceli 8 YPB Bpy4Hyto — onpeaensieT, MOXeT i onepaTtop C BbibpaHHO posblo f06aBNsTb,
U3MEHSITb UM YAANATbL AaHHbIe N0 BX0oAaM/BbixogaM paboTHUKa («BacTnoH-3 — YPB», 3aknagka «Tabesb).

PedakmuposaHue mpyoosbiX 002080p0O8 — ONpeaensieT, MOXeT /M ofnepatop C BblGPaHHOW pPOsibIO
U3MEHSTb UN YAAATL TPYAOBble foroBopa («<bacTnoH-3 — YPB», 3aknagka «Tabesb»).

PedakmuposaHue crieyuasibHbiXx OHell — onpegenset, MOXeT S onepaTop € BbibpaHHO ponbio [06aBnATh,
M3MEHATb WM yAanAaTb [aHHble MO CrneunasibHbIM AHSM PaboTHUKOB («BacTvoH-3 — YPB», 3akiagka
«Tabenby).

Copopmuposams cobbimusi YPB Ha 0CHOBE rnpomoko/sia — OnpeaesnisieT, MOXeT /M onepaTop C BblOpaHHOIA
ponblo 3anyckatb npoueaypy opMupoBaHusi cobbiTnii YPB Ha ocHoBe npoTokona («bacTuoH-3 — YPBy,
3aknagka «Tabesiby).

Omyembli

dopmuposaHue omyema — onpefensieT, MOXeT /i onepaTop C BblGpaHHOW POMbID CTPOUTL OTYETHI NO
0TpaboTaHHOMY BpeMeHM paboTHUKOB («BbacTuoH-3 — YPB», 3aknagka «OT4eTbI»).

Co30aHue Ha3Ha4yeHHbIX 3adaHull — onpepfensieT, MOXeT /M onepaTop C BblIOPaHHON PO/bl A06aBATh,
U3MEHATb UK YAaNATb Ha3HaueHHble 3afaHns no hopMmnpoBaHuio oT4ueToB («BacTnoH-3 — YPB», 3aknagka
«Tabesnb»).

4.4. HacTtpoiika o6LmMx napameTpoB

4.4.1. NapameTpbl OTYETOB

HacTtpolika obLwimx napameTpoB «bacTnoH-3 — YPB» npoussoantcs B naHenu ynpasneHuns MK «bactnoH-3»
Ha 3ak/agke «YyeT paboyero BpemeHu \ O6Lme napameTpbl» (Puc. 4).

%% Bactuon-3 — MaHens ynpasnenus Oneparop: q = O x|

OcHoBHOe MeHIo ¥ Yuér paGouero BpemeHn » O6wue napameTpel

OrTuéte Mapamerpsl pac4ET:

MapameTpbl BbIrpy>KaeMblX OTUETOB

Manka Ans XpaHEHWA OTHETOS Ha CEPEEPE CHCTEMEL:
Reports\Generated\Attendance

LLIaBnoH umeHwn EbIXOgHOTO :aﬁnaﬂ

+~

&

JEreportname’s_EYYYY % 3MMIE. %D 0% _%hh%.3%6mm%.3ss%_%taskid%

DopMaT BHIrpyxaemoro daiina ¢ oTuétom:

[v]por [ Jesv [ ]eex [ xus [ Jwmme [ Joot [ ]xmL

Puc. 4. dopma 06X NapameTpoB., 3aknagka "OTyeTb!!

Bce napameTpbl pa36uTbl Ha uYeTbipe 3aknafgku: «OTuéTbl», «PacuyéT paboyero BpemMeHW», «YaaneHue
yCTapeBLUUX AaHHbIX» U «ABTOMATUUYECKUIA pacyeT paboyero BpemMeHm».

Ha nepBoii 3aknafke 3a4a0Tcs napameTpbl OTYETOB, POPMUPYEMBIX MO PacnmMcaHusiM Ha CEPBEPE CUCTEMbI
- nanka A5 XpaHeHusi OTYETOB Ha CepBepe CUCTEMbl U TpebyeMble hopmaTbl BbIrpyXaemMblix ainnos c
oTyeTaMun. AT NapameTPbl UCMOMb3YHTCSA TOMLKO NPU BbINO/IHEHUM HAa3HAYEHHBIX 3a4aHWIA.
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4.4.2. NapameTpbl pacuyéta paéouero BpeMeHu

Ha 3aknagke «PacuéTt pabouero BpemeHu» (Puc. 5) 3agatoTcs oblive napameTpbl pacyeTa pa6oyero
BpPEMEHMU:

¢ MakcumMasibHOe Bpems [/11 CBEPXYPOUHOI paboThl ¢ koadhcpmumeHTom 1.5 (Mo ymonyaHuio 2 yaca);

¢ MakCUMasibHOE BpeMms f/1s1 CBEPXYPOUHOI paboThl ¢ koadhcpmumeHTom 2.0 (Mo ymonyaHuio 2 yaca);

¢ MapameTpbl Hayasia ¥ OKOHYaHMSI HOYHOTo BpemeHu (no ymonyanmio ¢ 22:00 no 06:00 cneaytowlero
LHS).

Takke 34eCb MOXHO BK/OUUTb YMPOLLEHHbIA pexuM pacyérta paboyero BpemMeHun 6e3 yyeta rpadukos
CMEHHOCTU AJ1s1 Bcex paboTHMKOB (Puc. 5):

#% bactuon-3 — Manens ynpasnenws Onepatop: q = O x|

OcHoeHoe MmeHlo » Yuért pabouero epemern » OBwue napamerpsl

OTuéTe MapameTpsl pac4ETa paboyero spemeHmn YaaneHue yc

I
v
]
a

s
I
o
E
I
o

T

i
fer

1

"
o
5]
<)
]

r
1
3
ol

L
m
=
3
o
(=)

I
]
]
(5]
o
=]
I

i

T

Obwwme napameTpbl pacuéta pabouero BpeMeHu

MakcumansHoe BpemMa ceepxypouHoi paboTtu ¢ ko3ddmumentom 1.5

2 00 | 00

MakcumansHoe BEpemMa ceepxypouHoi paboTtu © ko3ddmunentom 2.0:

2 00 | 00
HouHoe EpemMma;

c| 22 00 00 |oanoro gHa go:| 6 00 00 |cnegyrowerc aHA

METC,.'J pac4era ICEEICHEI'O EPEMEHM NO YMOAYEHWHS ANR HOBLIX TRYAOELIX AOrOEIPOE:

2. CymMa MUHUMANEHEIX MHTEPEANOE "BX04-Bbiod” N

YNpoWEHHEIA pacuét pabouero BpeMeHK

Pacuér paboderoc spemenn Bes yuéta rpadukos cmerHocTH (kax & Bactwon 1.7.x4)

-l: BrntounTs yNpolWEHHER pacdET pabouero BpemMeHi

Mgk EKNFOHEHIAEEIKNHOSEHNI YIPOWEHHOTO PEXWME ECE NPEABADHTENBHS PACCHMTaHHOE oTpafoTaHHoe spema Dydet yaanexo!

e AHA

m

Puc. 5. ®opma 06LLMX NapameTpoB, 3aknaska «PacyeT paboyero BpemMeHU»

Ona aToro crnefyeT ycTaHOBUTL Mepekoyatesib «BKIUNTb YNPOLWLEHHBI pacyeT pabouyero BpeMeHu», a
3aTeM BbICTaBUTb KOPPEKTHbIE 3HAYEHUs A1 HOPMa/IbHOW  MPOAO/IKUTENBHOCTM  paboyero  AHs,
NPOAOC/MKNTENBHOCTU NepepbiBa Af1a OTAbIxa U nuTaHusa. Pabouee Bpems 6e3 yueta rpacukoB CMEHHOCTU
cuuTaeTcsa 3a Bce cyTku. OfHako, ecnm nocnefHee cobbiTre paboyero AHS — BXOL, a NepBoe cobbiTve

CreflytoLLEero AHA — BbIX0A, TO 3TOT UHTEPBaU1 TakKe BK/IHOYAETCS B UTOTOBbIN pacyeT paboyero BpeMeHu 3a
nepBble CYTKM.

YueT BpeEMEHN HaxoXAeHUsi Ha paboyem MecTe B YNPOLWEHHOM pexume Npou3BoAUTCS C MOMEHTa NepPBOro
BXOJa Ha OfHY W3 TeppuTOpPWiA, N0 KOTOPbLIM BKOYEH YYET paboyero BpeMeHW, A0 MOC/eAHEro BbIXxoAa C
noboli n3 atux Tepputopuii. OTpaboTaHHOE BpPEMS CUMTAETCH Kak BPEMSI MPUCYTCTBUS Ha Tepputopun
MUHYC Bpemsi o6efa. HouHoe Bpemsi (HB) no ymonuaHuio y paGoTHUKOB yunTbiBaeTcs ¢ 22:00 go 6:00, To
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ecTb ecnu y pabotHuka Bxof B 23:00, a Bbixog B 4:30, ero HB coctaBut 5:30. CBepxypoyHOe Bpems
cunTaeTca no paktmueckomy npebblBaHMIO 4YesioBeka Ha paboyem MecTe. Tak, Hanpumep, eciu
MaKkcMMasibHOe BPeEMS CBEPXYPOUHON paboThbl ¢ KO3dhduLmMeHTOM 1.5 yCTaHOBAEHO Kak 2 Yyaca, HopMasibHas
NPOAO/MKUTENIBHOCTL paboyero gHA — 8 yacoB, TO ecnn oTpaboTaHHOe Bpems paboTHuka coctaBnset 11
yacoB, TO 2 Yaca OTpaboTaHO CBEPXYPOYHO C KoadppuumeHTtoM 1.5 M 1 yac oTpaboTaH CBEPXYPOUHO C
KoadhpuumeHTom 2.0.

Takke ecTb BO3MOXHOCTb pacyeTa paboyero BpeMeHMN A1 0AHNX PaboTHUKOB B YNPOLEHHOM PeXUME, T. €.
6e3 yyeTa rpaMkoB CMEHHOCTU, @ ANA APYTMX — B 06bIYHOM. [/181 3TOro rnobasibHy0 HaCTPOKy «BkounTb
YNPOLWEHHBIA pacyeT paboyero BpeMeHU» cregyeT OTKIHUUTb, a AN TeX PaboTHUKOB, 415 KOTOPbIX He
HY)XKHO y4nTbIBaTb rpachnkm CMEHHOCTW, CieyeT UCnosb30BaTb CeAbMO MEeTo pacyeta paboyero BpeMeHU
B TPYdOBbIX [OroBopax. VmMewwmecss B cucteme MeTofbl pacuyeta paboyero BpPeMEHWM onucaHbl B
oTAenbHOM pyKoBoAcTBe — «bacTnoH-3 — YPB. O6Lee onvcaHne CUCTEMbI».

Mo cyTn, ncnonb3oBaHMe Mo6asibHOW HACTPOMKM «BKNHOUMTL YMPOLLEHHbI pacyeT paboyero BpeMEHU» —
3TO NPUHYANTENbHOE MCNO/Ib30BaHNe cebMOro MeToga pacuyeta A1 Bcex paboTHMKOB.

o BHumaHue!

lMocne sKkYeHUS yrpowéHHO20 pexxuma YPB npocmomp pabodux OHel u epaghukos CMEHHOCMU, &
makxe 8bi6bop Memoda pacHema 8 mpyoosomM 0o2080pe bydem HedoCmyIreH.

4.4.3. NapameTpbl yaaneHUAa yctapeBLIUX AAHHbIX

Ha 3aknagke «YpaaneHue ycTapeBLUMX [aHHbIX» 33[aeTcsl BPemsi 3anycka C/yxObl M0 OYMCTKE CTapbIX
JlaHHbIX No YPB, KoNMuecTBO [Heil, 3a KoTopble cneayeT NPOA0/KaTb XpPaHWTb paHee paccyuTaHHoe
0TpaboTaHHOe BpeMms, a Takke onpefenseTca npasuio paboTbl ¢ TPYAOBLIMI AOTOBOPaMU NPU YAAIEHUN
opraHusaumu/noapasgenenus (Puc. 6).
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Bactuon-3 - MNManens ynpasaexna Onepatop: q - O X
OcHoeHoe meHlo ¥ Yuét pabouero epemenn » OBwue napamerpel

H <

OTyéte Mapametpol pac4€Ta pabo4ero BpemMeHn ¥aaneHne ycrapesiwmx AaHHbIX AETOMaTVHECKMA PACHET paboHEro EpeMeHN

'm' ¥AanATL yCTAPEBWME AaHHBIE NO NPOXOAEM W PacYETY paboHerc BpemMeHi

Konuuecteo gHew

|365 |A|V| :

Bpemn sanycka cayxbel

YTo AenaTte C TPYAOBEIMKW AOMOBOPaMK NPpU YaaneHW OpraHHBBLI,HMfI'IO,ﬂ,paE!,qEIIEHHPI |

(@) Oumwate none opraHv3aluw/nospasaeneHis

(__J) ¥aanate COOTBETCTEYHIWME TPYACBLIE AOTOECPa

Puc. 6. dopma obLmx napameTpoB, 3aKknajka «YaaseHve yctapesBLUnX JaHHbIX»

0 BHumaHwue!

lposepka Ha HE06X00UMOCMb yOa/ieHUs1 yecmapeswux 0aHHbIX Npou3sooumcs 8csikul pas npu
nepesanycke cucmemHol c/yx6bi MK «bacmuoH-3» («bacmuoH-3: 10Ka/IbHbIl azeHm»). Ec/iu npu amom
yoasieHue ycmapesuwux 0aHHbIX OMK/IYEHO, Mo c/1edyrowjas nposepka byoem npoussodumscs 8 00:25 Ha
cnedyrowuli 0eHb. Eciu 8 ouepedHyto nposepky 6ydem ycmaHoB/1eHO, YMO ¢hyHKYUS yoasieHust
ycmapeswux 0aHHbIX akmusuposaHa, mo dasiee 3arnyck c/y6bl 6yoem npou3sooumscs 8
ycmaHos/sieHHoe 8 Hacmpolikax spemsi (cM. Puc. 6), a He 8 00:25.

4.4.4. ABTOMATUYECKMNIA pacyeT padbouero BpemMeHun

ABTOMaTMYECKMIA pacyeT paboyero BpemeHu HyxeH g 6osee 6bicTporo hopmMmpoBaHus OT4eToB. Ha
OTAEe/NbHOW BKNaaKe 3agaeTcs rybrHa pacyeTa (T. e. KOJIMYeCTBO AHEN, 38 KOTOPOe HYXHO paccuntats PB),
Bpems 3anycka Cryx6bl U CABUI, T. €. KOIMYECTBO AHEN OT BUepallHero AHs, C KOTOPOro HYXHO Havartb
paccunTtbiBath PB.

Bacton-3 - Manens ynpaenenua Onepartop: q — O X
OcHoBHOe MeHI » Yuér paBouero BpeMeHn » OB6Lue napameTpbl

H <

Crugte MapameTpol pacdgta paBoyero BpemMeHn ¥YaaneHue ycrapesyx AaHHLLX AEToMaTHHECKMA pacdeT paBouerc BpeMeHn

m AETOMaTUHECKH PAcCHMTEIESTE paboyee spema

KonudecTeo gHel

K [~[V] |

C,ﬂ,BVF OT BYEpALIHErD AHA

K [~

Bpemn sanycka ciysbul |

[0 [30 o]

Puc. 7. dopma 06Limx napameTpoB, 3aknagka "ABToMaTMYeckuii pacyeT paboyero sBpemeHn"
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4.5. NMpoun3BOACTBEHHbI KaNleH[apb

[aHHble Tabens, otobpaxaemMble B Moayne «bacTnoH-3 — YPB», BbIBOAATCA C y4ETOM NPOU3BOACTBEHHOIO
KasieHaapsi, KOTopbIii HacTpanBaeTcs B moayne «btopo nponyckoB» (CrnoBapu — MpasgHuuHbie gHu). Mpu
3TOM B Ta6esie cneyyasibHO NoOMeYaloTcs KopoTKue 1 npasaHnuHble aHu (Puic. 8).

ﬁ gt << % Anpenn2022 P =
Mu

Br Cp Yr Mr ce Be

.
[or}

H1 BhIX BbIX
13 A B B
00:00 00:00 00:00
4 5 6 7 g 9 10
BI:IXA BI:IXA Bbl): BI:IXA BI:I}*(t Bl BeiX
1 B B b B b y y
00:00 00:00
00:00 00:00 00:00 00:00 00:00
11 12 13 14 15 16 17
H1 H1 H1 H1 H1 BhIX BbIX
15 A A A A A B B
00:00 00:00 00:00 00:00 00:00 00:00 00:00
18 19 20 21 22 23 24
H1 H1 H1 H1 H1 BhIX BhIX
16 A A A A A B B
00:00 00:00 00:00 00:00 00:00 00:00 00:00
25 4] 26 (Mp.) 27 (Np.) 28 29 30
H1 H1 H1 H1 H1 BhIX
17 A A A A A B
00:00 00:00 00:00 00:00 00:00 00:00

13

Puc. 8. OTo6paxeHne faHHbIX NPOU3BOACTBEHHOMO KasieHAapst

Tak, KopoTkMe AHW BbigensoTcs nognuckio (K.), a npasaHudHble — (Mp.). MNpu pacueTe paGoyero BpemeHu
[aHHble TMPOM3BOACTBEHHOIO KauleHOapsa Takke Y4duTbiBAKOTCA. Tak, B C/lyd4ae KOpPOTKOro [Hsd, Hopma
paboyero BpeMeHn CokpallaeTcs Ha vac, a B c/iyyae npasfHUYHOro AHA — 06HyNsAeTcs.

Bonee nogpobHO O HacTpolike NPOU3BOLCTBEHHOrO KaneHgaps cM. «bacTnoH-3 — Blopo nponyckos.
PykoBoAcTBO oneparopan.

4.6. HacTtpoWka Kateropuii nponyckos ansa YPB

YUET paboyero BpEMEHU BK/IOYAETCS OTAE/BHO /151 KaX 40 KaTeropun NpornycKoB.

[nst Toro 4to6bl BKIOUUTL YUEeT 0TpaboTaHHOrO BPEMEHU COTPYAHMKOB, ClieAyeT B NaHeNn ynpasieHust Ha
3aknagke «MponyckHoli pexum \ Kateropuy nponyckoB» yCTaHOBUTb coniar «Bectu yuéT paboyero BpeMeHm»
(Pvic. 9) ana cOOTBETCTBYHIOLLMX KATErOPUIA MPOMYCKOB.
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Bactwon-3 - MNanens ynpaanexns Onepartop: q *
OCHOBHOE MeHI0 ¥ TNPONYCKHOR pexxum ¥ KaTeropun nponyckos

+ = — [ ®H X

KOHTParenTs Obwme napameTps

NoceTnrenn

Cpok aencTeunn

Ofpasn4nBaTe CpoK ASRCTBMA NPOMYCKOB

CoTpyaHHK#

ABTOMaTW4eCcKaa ONOKWPOBKA NPONYCKOB

BENOKMPOBATE MPONYCKa 8 3BTOMATHHECKOM PEXUME NPH OTCYTCTEMM 3K THEHOCTH

OrpasM4eHme BpemMeHH aKTHBALMM NPORYCKa

HyMmepauuwa nponyckos
HyMEpauKa NPUMEHASMAA ANA MEHEDALMN HOMEDOS ANA HOBLIX NPONYCKOB:

~|[+

Dopma oTonaeHTUDUKALWW

BcTpoewHan opma 1 X || @

Y4éT paboyero spemeHn

« | BecTu yuéT pabouero BpeMeHn

Puc. 9. ®opma HaCTPOIiKM KaTeropuii Nponyckos

Ha npvBefeHHOM Bbllle PUCYHKE y4yeT paboyero BpeMeHW yCcTaHaB/MBaeTCA ANs KaTeropum nponyckos
«CoTpyaHUKM». COOTBETCTBEHHO, NPY Bblhaye NponyckoB 3TON kaTeropuv y cOOTBETCTBYIOLMNX PaboTHUKOB
6yayT co3gaBaTbCs TPYAOBble A0roBopbl AN YPB.

4.7. Hactpouka Tepputopuin gnsa YPB

CobbITus Bxoga/Bbixofga UKCUpyoTca B nogcucteme YPB B COOTBETCTBMM C HacTpoiikamu TeppuUTopuii.
Lna kaxaoli TepputoprK, No KOTOPOI AO/MKHbI (MKCMPOBATLCS COOLITUA ANA y4éTa paboyero BpPeMEHH,
[O/XEH ObITb YCTaHOB/MEH hnar «/cnonb3oBath Afis yuéta paboyero BpemeHu» (Puc. 10). SToT donar
cnepyeT ycTaHaB/MBaTb TOSIbKO 419 BHYTPEHHUX TEPPUTOPUIA, NPU HAXOXAEHWUN BHYTPU KOTOPbIX paboTHUKY
[LO/DKHO HAauUMCNATLEA paboyee BpeMsl.

BactnoH-3 - MNaHens ynpaeneHna Onepartop: q X

OCHOBHOE MeHI0 ¥ CTpYKTypa 06bekTa ¥ TeppuTopuu

+ =T - [

Momck... Q.|| napamerpsi
4 :: Ha TeppuTopum

O6Llwme NnapaMeTpsl

3aBoloynpaBneHue
“ WMcnons3oBaTe ANA y4éTa pabodero pemeHi

:: CTonoeas

e Bpema nocTyna
. 2

BpeMs 0OCTYNa MO YMOM4aHUHK

He yka3aHo ~

Puc. 10. HacTpoiika TeppuTopuii
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Bonee nogpo6GHO 0 HacTpolike TeppuTopuii cM. «BacTnoH-3. PyKOBOACTBO agMuHMCTpaTopar, pasgen
"HacTpoiika TeppuTOopuii U permMoHoB".

4.8. Tnbl paéo4unx gHewn

CnpaBoYHMK TMNOB Paboyumx AHEiRn coaepXuUT npeaonpeaesieHHbIi CNUCOK, KOTOPbIA MCMosib3yeTcs npu
HacTpoiike pabounx (pasgen Hactpolika pabounx gHei) U cneumasibHbIX AHeRr. A8 Toro yto6bl HACTPOUTL
ncrnonb3yemble TUMbl paboumx AHE, MOXHO BblopaTb pasfen «YUéT paboyero BpemMeHn — Tumbl padbounx
[Hel» B naHenu ynpasneHus (Puc. 11).

#&| Bactwon-3 - Manear ynpasaermns Oneparop: g — [m] B

Ocnoeroe mewro ¥ Yuét paGouero epemenn > Tunk paGoumnx gHen

EykE. koa & Ynen, kog | Hazganue Menoacsosats & pabounx annx | MEnoacsosats B CREUManeHEX AHax | He ABAASTER HenstoR Leer
& 41 AZMHHNCTPETHEHSIA apecT ~ -
B 19 Bpemennan netpyaocnoconocts (kpose cy o e
B 26 Beogmof news 1-' v‘ ol e
BM 05 NpogonscATensHocTs paBoTa EAXTOBEIM METD '
BN 33 Bpews npocton no swne paboThinka ~ |
r 23 Hessixosi Ha EREMA WCNONHEHHA MOCYA3PCTE ] [ ¥ e
a a9 CABUS KPOSY W & KOUNOHEHTOR ~
fil:} 18 Excerommmiit gononmuTensmsid otmyor Ges cox S
Ao 16 Ornyce Ge3 conpanesnd 3apadotsol nnate, r e

29 3abacTonka (Npw YCAOBMAX M B NOPRAKE, NPeL e
K 06 CaysefiHas xomasguposka | -/ hd
m 21 CokpaweHHas NPSASIKHTENLHOCTE padouer: s
H 02 MpoAcAATENBHOCTE PAGOTH B HOHHOE BpEM [w \/ v N
HBE 35 Orcrpaseqne oT pafotu (Mesonywedse & pat R
HE 28 HonoAHHTEAEHEE EsiX0gHEe SHW Bes coxpan i
H3 36 Epews npuoctamoseu pabome B cry<ae sagef hd

o o -
- S

Puc. 11. CnpaBOYHUK TUNOB paboumnx gHen

Cnncok TMNoB paboyunx AHel B CUCTEME He pedakTUpyeTcs. STOT CMUCOK periaMeHTMpoBaH FockoMcTaTom
P® ona dopm T-12, T-13. B cucTeMe MOXHO NULLb HACTPOUTb PEXUM UCMONb30BaHUA KaXKA0ro 13 TUNoB
pabounx gHei. Hmke B Tabnue 1 NepeyncsieHbl Nos 3TOr0 CNpaBOYHUKA C UX OMWCAHMEM W YKa3aHWEM
MecTa UCMnoNb30BaHus.

Ta6nvua 1. MaHeslb UHCTPYMEHTOB CNpPaBOYHMKA TUMOB pabounx AHel

HasBaHue nons OnucaHne, MeCTO UCNOJIb30BaHUsA
ByKBEHHbI Kog, Vicnonb3yeTtcs B Tabesnie 1 B oTyeTax no oTpaboTaHHOMY BPEMEHMW.
Yucnosoli kof Mcnonb3yeTcst B oTYeTax no 0TpaboTaHHOMY BPEMEHW.

HasBaHue Vicnonb3yeTcst B HACTpokax paboumnx u cneumasibHbIX gHEN.
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dnar, ykasblBaloLLii Ha BO3MOXHOCTb MCMO/b30BaHNS BbIGPAHHOIO TUMa Npy HacTPoiikKe
pa6ouunx aHeit (pazgen HacTtpoiika pabounx AHeN).

Mcnonb3oBaTh B
paboumnx aHAX

®nar, ykasblBatoLLMii Ha BO3MOXHOCTb MCMO/b30BaHKSA BbIGPAHHOIO TUNa Npu HacTpolike
crneynabHbIX AHEN.

Mcnonb3oBaTh B
cneumanbHbIX AHAX

dnar ncnonb3yeTcs Npu pacyeTax, BKIYaeT BO3MOXHOCTb 3aMo/IHEHUS 3HAYeHWI 41
Tabena T-13 B cneyunasibHbIX AHAX, BNUSET Ha AaHHble B oTyeTax YPB.

He siBnsieTCcA HESIBKOWA

LiseT BusyanbHoe BblgeneHne cneunanbHoro gHs B taberne.

4.9. HacTpouka pabouux gHeu

4.9.1. O6WwMe cBeAEeHNA O HACTPOIiKe pa6ounx aHeil

B cucteme ecTb BO3MOXHOCTb CO3faBaTb CXEMbl pabouymx AHEN, KOTOpble MPUHSATbI B opraHusauun. B
KOMMJIEKT NOCTaBKM BXOAAT HECKO/IbKO 3arOTOBOK pabouux AHei. VX MOXHO Mcrnonb3oBaTtb 478 paboThbl,
N3MEeHsIi COOTBETCTBYHOLME MapaMeTpbl. a8 Toro 4Tobbl HACTPOUTbL CMMCOK pabounx OHERn B cucteme,
MOXHO HaxaTb BblOpaTb pasfesn «Y4Yét pabodyero BpemeHu — Paboume gHu» B naHenu ynpasneHus MK
«BacTnoH-3» (Puc. 12, Puc. 13).

BactoH-3 - MaHens ynpaenedna Onepatop: q x

OCHOBHOe MeHo ¥ YyeT pabouero BpemeHun » Paboumne guu

+ = — |H X

A . MNapameTpbl

BeixogHoM

. KpaTKoe Ha3BaHWe:
MaKkcuManeHsld 1 cMena

MaKcMMansHsIi 2 cMeHa
HopManeHbii 1 cMeHa
HopManbHbIi 2 cMeHa
HopManeHbi 3 cMeHa
CeofiogHbIn
CoKpallueHHsli 1 cMeHa
CoKpalleHHbll 2 cMeHa

CoKpallueHHbli 3 cMeHa

H1
Twun paboyero gHa:
Pabouuin neHs ~

LgeT:

Pabo4nin oeHs:
c| 8 :00:00 |po| 17 : 00 : OO

D OTHOCUTE DTpa6OTaHHDe BpeMA Ha CJ'IE,D,‘;'IOLLIMIFI AeHb Nocne 0aTkl Ha4ana cMeHbl

BpE‘MR NepepeiBa ANA 0TALIXa W NHTaHWA:
c| 12 :00: 00 |mo| 13 : 00 : 00 ||%

HDpMEI."IbHaR NpogoNMUTENBHOCTE paﬁOLE‘I'O AHA (cMeHE):
8 : 00 : 00 || %

Y4uTsIBaTE paboTy B HOYHOE BpEMA

YYUTLIBATE CEEPXYPOYHYID paboTy

Puc. 12. dopma «Pabouve aHW», 3aknagka «MapameTpbl»

Hwxe B TabnuLe npeAcTaBeHo OnUcaHne NaHe I UHCTPYMEHTOB CpaBoYHMKa paboumnx aHe.
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Tabnvua 2. MaHeslb UHCTPYMEHTOB CMPaBOYHMKa pabounx AHel

OneMeHT NaHesn UHCTPYMEHTOB OnucaHune AeﬁCTBMﬂ

_|_ [ob6aBneHne HoBOro paboyero gHs

EI] MepenmeHoBaHue paboyero aHs

Ypnanexuue pa6oyero gHs

E CoxpaHeHne n3mMeHeHui
b4 OTMeHa U3MeHeHWi
BactnoH-3 - MaHens ynpasneHua Oneparop: q x

OCHOBHOE MEHI0 ¥ YueT pabouero speMeHu ¥ Pabouune nHu

abouero gHs... LononHuTensHo

4+ = — |H X

BrixoQHOM

MaKcuManbHeld 1 cMeHa
MakcuMansHsiil 2 cMera
HopManeHeIn 1 cMeHa

HopMankHei 2 cMeqa

EPEMH AONONHWUTENBHOMo NepepbiBa:

€C|4Y3ac : MWH : CeK | no | 4ac : MUAH @ CaK %\}

PaHHUIA MPUX0A/NO3aHWA yxog (BxoanT & PB):

C | 4ac : MWH : CE8K | mo | Ha< : MUH : CeK y(}

HOPMaEHEIA 3 cMeHa

XOO0BOE BPEMA:
CaofioaHeIR

vac :muk - cek || %
CoKpalleHHbliA 1 cMeHa
CokpalleHHsIR 2 cMeHa Mor pelHKocTe Npuxoaa:

CoKpaLLEHHbIR 3 cMeHa 0 :05: 00

MorpelHocTs YXoaa:
0 : 15 : 00

OnucaHue

Puc. 13. dopma «Paboune gHu», 3aknagka «JononHUTENbHO»

Huxe nepeuncneHbl napameTpbl HACTPOWKN pabounx aHei.

4.9.2. OCHOBHbI€e NapameTpbl HACTPOUKU pabounx gHewn

Tun pabo4e2o OHSI — CCblfiKa Ha 3anucb B CNPaBOYHMKE TUMOB pabounx aHeit (cMm. paszgen Tunbl pabounx
[Hell). M3 Bcero crnpaBoYHMKA 34eCb BbIBOASATCA TOMbKO Te 3anucu, Y KOTOpbIX YCTaHoB/eH dnar
«/cnonb3oBaTb B PaGouMX [AHsIX». YCTAHOB/IEHHble 3HAYEHUs MO yMmosYaHuio — Pa6ounii geHb (H),
BbixogHoii  geHb  (B), TMpopomkutenbHocTb  pa6oTbl B BbIXOAHble/npasgHuuHble auu  (PB),
MpofokUTENLHOCTL paboThl B HOUHOE BpeMst (H), MpoaomkuTenbHOCTL CBEPXYPOUHO pa6oTs! (C). Mpw
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HeobxoAMMOCTY gonyckaeTcs fobaBneHne Kakoro-mb6o HOBOro Tuna paboyero AHSA C NOMOLLBH YCTaHOBKM
COOTBETCTBYIOLLErO (h/1ara B cnpaBOYHMKE TUNOB Paboumx AHei, TMbo HenocpeACTBEHHO B dopme padboumx
[OHel nocse HaxaTus Ha KHOMKY «BblopaTb TMN paboyero gHSA U3 CnpaBoYHMKay.

Lisem no3BoNsET yCTaHOBUTB, Kak pabounii feHb bygeT oTobpakaTbcs B Tabesie. 3T0 NO3BONSAET BU3YasTbHO
OT/IMYaTh OAWH fieHb OT APYroro.

Paboyuli 0eHb C .. M0 — Ha4Ya0 U OKOHYaHWe OCHOBHOIO BpeMeHW paboyero AgHA/CMeHbl. Mpu aTom ecrnu
pabounii AeHb ycTaHoBNeH, Hanpumep, ¢ 9:00 go 18:00, a paboTHMK Npuen Ha paboTy B 8:45, To 3TOT BX0OA,
6yaeT yumTbIBaTbCSH, HO HEMOCPEACTBEHHO paboyee Bpems byaeT cumTtaTbes ¢ 9:00.

OmHocumb ompabomaHHoe BpeMsi Ha c/iedytouuli OeHb rocsie 0ambl Hav4asia CMeHbl. ITOT donar oTBevaeT
3a farty, Ha KoTopyl 6yaeT OoTHocuTbCcA oTpaboTaHHoe BpeMs. Mo ymonyaHuio Bce OoTpaboTaHHOe Bpems
OTHOCMTCSl Ha AaTy Hadasa pa6odero aHs. Ho ana rpadmkoB, KoTopble nepexoaaT uepes cytku (0:00,
Hanpumep, cmeHa ¢ 22:00 go 6:00), MOXHO YCTaHOBWTb, UTO OTpaGoTaHHOe BPeMsi GyAeT OTHOCUTLCS K
cregyLwmnm cyTkam.

Bpemsi nepepbiga 07151 omdbixa U MUMAaHUsi — BPEMEHHON WHTEpBasl, B KOTOPbLIA pPaGOTHWK MMeeT
BO3MOXHOCTb CAenaTb NepepbiB A/1a oTAbIXa U nuTaHusi. OTpaGoTaHHOe BPeMs 3a AaHHbIi NPOMEXYTOK
BPEMEHU He yuMTbIBAeTCs B pacuyeTe paboyero BpeMeHu 1 cumtaeTcs Hepaboumm. Ecnv oMKCUpOBaHHbIi
nepepbiB B CMeHe He NpeaycMOTPEH — CrieAyeT OYMCTUTL OIS, onpeaensiowe BPEMEHHON MHTepBasl
nepepsiBa (B nonsix 6ygeT Haanvck «He 3agaHo»).

HopmasibHasi Mpodo/mkumesibHOCMb paboyezo OHsI (CMeHbl) — HopMa BPEMEHU, KOTOPYIO PaGOTHUK [OSIKEH
oTpaboTartb 3a pabounii AeHb/cMeHy. o ymonuyaHuio 8 yacos.

YuyumsbiBamb pabomy 8 HOYHOe speMsi — donar onpegensiet, Hago /M B 3TOT pabounii AeHb NPOUN3BOANTL
pacyeT oTpaboTaHHOro BPEMEHW COTPYAHUKA B HOYHOE BPEMSI.

Yyumsisamb cBepxypoyHyto pabomy — dar onpeaesnsieT, Hafo v B 3TOT pabounii AeHb YYuTbIBaTb Yachl,
oTpaboTaHHble cBepxypouHo (CB1 n CB2).

4.9.3. lononHUTeNbHbIE NapaMeTPbl HACTPOIKU paboumnx aHewn

Bpemsi dorosiHUMeIbHo20 nepepsisa. Ecnn B CMeHe NpeayCcMOTPEH AOMOSHATENbHLIA NepepbiB, 34ech
MOXHO YCTaHOBWUTb €r0 BPEMEHHOI WHTepBas. OTpaboTaHHOE BPeMsi 3a 3TOT NPOMEXYTOK BPEMEHU He
yunTbIBAETCS B pacuéte paboyero BpeMeH! 1 CUMTaeTCsl HEPaboUnM.

PaHHul npuxod / no3oHull yxod (Bxodum 8 PB). OnpefensieT BpeMeHHoli MHTepBas A1 paHHero npuxoga u
no3gHero yxoga paboTHMKa, KOTOpbI ByaeT yunTbiBaTbCA kak paboyee Bpems, HO KOTOPbIA He BXOAUT B
OCHOBHOe BpeMs. Tak, ecnv ansa uHtepBas paboyero BpemeHn ¢ 9:00 go 18:00 ¢ nepepsiBom ¢ 13:00 go
14:00, uHTepBaU paHHero npuxofa / nosgHero yxoga c¢ 8:00 go 19:00, n paboTHUK npuLiesn Ha padoTty B 7:00,
a ywen B 19:00, To ero otpabotaHHoe BpeMs byaeT coctaBniAaTk 10 yacos, Npy 3TOM OCHOBHOE BpeMmsi byaeT
no-npexHemy 8 yacos. Ec/in HTEpBan paHHero npuxoga / no3fHero yxofa He 3ajaH — Bce oTpaboTaHHoe
BPEMS BHE OCHOBHOI NPOAO/MKNTENBHOCTU paboyero AHs 6yaeT cuntaTbCs Hepabounm.

o BHumaHune!

L1591 KoppekmHo20 yyema pabo4e20 speMeHu fpu ucrosib3osaHuu 4, 5 u 8 Memodos pacyema Hacmpoulka
UHMepBasi08 07151 paHHe20 npuxooa U Mo3oHe20 yxoda pabomHuka obsizame/ibHa.

Xodosoe spems. YCTaHaB/MBaeT BpPeMsi, KOTOpoe AaeTcs PaBoTHUKY Ha MpUXo[ HenocpefCcTBEHHO Ha
pabouyee MeCcTO C MOMEHTA NPeAbsB/EHNS NPOMycKa Ha NPOXOAHON. STO BpeMsi ABNsAeTcs Hepa6ouum U
BbIUMTAETCA U3 OTPaGOTaHHOro BpemeHu ABaxAabl (NpubbiTe Ha pa6oyee MecTo U yxof C Hero). Tak,
Hanpvmep, ec/iv B KauecTBe XOA0BOr0 BpeMeHu 3agaHo 30 MUHYT, @ paGoTHUK NPoGbIa Ha TeppuTopun 8
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4yacoB, TO UTOroOBoe OTpaboTaHHOE BpeMsi COTpyAHUKa byaeT cocTaBnATb 8 yacoB — 30 MUHYT — 30 MUHYT =
7 4acos.

lMoegpewHocmb npuxoda — onpegensieT Bpems, Ha KOTOpoe paboTHMK MOXET ono3aartb, YTOObl 3TO He
CU/MTasIOCh OMO34aHNEM W He yuMTblBaSIOCb B OTYETax O HapylweHusx. Hanpumep, ecnu pabounii aeHb
HauntaeTtca ¢ 9:00, a norpewHocTb npuxoga 15 MuHYT, TO mpuxog paboTHvka B 9:10 ono3gaHnem He
cuMtaeTcs, a npuxod pabotHuka B 9:20 cuutaeTca kak onosgaHve Ha 20 MyHyT. OTpaboTaHHOe Xe BpeMms
6ygeT cuMtatbCa C MOMeEHTa (hakTMYeckoro npuxoga Ha paboty, T. e. nmb6o B 9:10, nm6o B 9:20
COOTBETCTBEHHO.

lMoegpewHocmb yxoda — onpeaensieT BpeMs, Ha KOTOopoe paboTHMK MOXET YT ¢ paboTbl paHblue
OKOHYaHus paboyero AHs, 4TOObl 3TOT YXO[ He yuuTbiBa/ICA B OT4eTax O HapylleHusx. Hanpumep, ecnu
pabounii geHb okaHumBaeTcs B 18:00, a norpelwHocTs yxoga 15 MUHYT, TO yxog paboTHuka B 17:50 paHHUM
YXO[OM He cuMTaeTcs, a yxoa paboTtHuka B 17:40 cuntaeTcs Kak paHHuiA yxoa Ha 20 muHyT. OTpaboTaHHoe
Xe Bpems 6yfdeT cumTaTbCs A0 MOMeEHTa (hakTMyeckoro yxoga ¢ paboTtsl, T. e. go 17:50, nm6o o 17:40
COOTBETCTBEHHO.

OnucaHue — 30eCb MOXHO 3a4aTb NOAPO6HOE OnMcaHne paboyero AHS UK KOMMEHTapWIA.

4.9.4. 3ameuyaHMA O pas3INUUAX HACTPOUMKM pabounx aHel ot Bepcuu 2.1

B Bepcumn AMK «bacTuoH-2» 2.1 60/blLIOE 4YMC/0 NapameTpoB paboumx AHel 3agaBasiocb NPy MOMOLLIM
WHTEPBaJIbHbIX CXeM, UHorga B HeaBHOM Buae. B MK «bacTnoH-3» 3T napameTpbl 3a4at0TCA SIBHO, Kak
napameTpbl pabounx aHei:

e Hopwma pa6ouero BpeMeHU 3a1aéTCsl B HACTPOiKax pa6oyero AHs B IBHOM BUfe.

o [1NNTeNbHOCTb CBEPXYPOYHOW paboThl 3a4aéTcs B 06LMX HacTpolikax YPB. B HacTpolikax kaxgoro
OTAeNbHOro paboyero AHS ykasblBaeTcs, yUnTbIBAETCA CBEPXYPOUYHas paboTa uam Hert.

e [nnTenbHOCTb paboTbl B HOYHOE BPeMS 3a4aéTcs B 00LMX HacTpoiikax YPB. B HacTpoiikax Kaxaoro
OTAEeNbHOro paboyero AHA yKasblBaeTCs, yunTbiBaeTcs /i paboTta B HOYHOE BpeMs.

¢ [1bKOe Ha4Yas10 N OKOHYaHMe paboyero AHA ycTaHaBNMBaeTCA Yepes napameTp «paHHuiA npuxos /
no3aHuiA yxony.

e [N yuéTa CBEPXYPOUHOI paboThbl A0/HKEH ObiTb HACTPOEH NapameTp «PaHHWUIA NpUXod / No34HNIA
yXoa», T. K. MHade B OTYETax 6yAeT yUYTEHO TO/IbKO TO 0TpaboTaHHOE BPeMS], KOTOPOe nonagaeT B
nepuog, oT HavYasla A0 OKOHYaHUsA paboyero gHS.

¢ Bpems, B KOTOPOE He y4MTbIBAKOTCS OMO34aHNA U paHHWE YX0abl, HacTpanBaeTCs A/1s BCEro AHs B
Lie/IOM C MOMOLLIbH NapameTpPOoB «MOrpeLlHOCTb NPUX0o[4a» U «NOrPELLHOCTb yXo4a». DT NnapamMeTpbl
NMPUMEHSIIOTCA KO BCEM MHTEpBasiaM paboyero gHS: OT Havana gHSA 40 Havana NepBoro nepepsisa, ot
OKOHYaHMs NMepBoro nepepbiBa Ao Hauyana BTOporo (EC/M OH eCTb), 0T OKOHUYaHKs BTOPOro nepepbiBa 1
[0 OKOHYaHWA paboyero gHs.

e [1H1 ¢ TUNoMm «BbixoaHoi» (6ykBeHHOe 0603HaueHne «Bx, kof 26) He yuyacTBYIOT B pacuyeTe paboyero
BpeMeHW. [1151 Toro, UTo6b! BbIMOHAMNCS pacyeT paboyero BpeMeHn Npu perynsipHoM BbIXoae B
BbIXO/Hbl€, B rpachnmkax CMEHHOCTM PabOTHUKOB, PETY/SPHO BbIXOASLIMX B BbIXOAHbIE, HEOGX0ANMO
3aMeHNTb paboymne AHW C TUNOM «BbIXOAHOM» Ha paboune gHW ¢ TUNoM «[poao/MKMTENBHOCTbL PaboThl
B BbIXO/Hble/Npa3AHunYHbIe AHW» (BYKBEHHOE 0603HaUYeHne «PBx, kog 03).

4.10. HacTtpoiika rpathmkoB CMEHHOCTU

Ipaghuk cMeEHHOCMU — 3TO NOBTOPSAIOLLASCS NOC/IeA0BATENTBHOCTbL PAGOUMX LHE.
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[na Toro 4tob6bl HACTPOUTL CNMCOK FPadoUKOB CMEHHOCTW, MOXHO BblOpaTh pasgen «Y4YeTt pabouero
BpemeHu — Fpadiikv CMeHHOCTW» B naHenun ynpaenenus MK «bactnoH-3» (Puc. 14).

Bacton-3 — Manens ynpaeaenua Onepatop: q -

OcHoBHoe MeHro ¥ Yuért paGouero Bpemern » Mpadukm cMeHHOCTH

= — | E X v

MatwaHesHan Heaens 800 - 17:00
,% MatvgHes=an Hegens &00 - 17:00 2

MapameTpal Paboune gHw O YMONYAHWIC ANA OpTaHK3aLMi

OGLI.I,M'E napameTpbl
Mo yMoNuaHUIo ANA HOBLIX COTPYAHUKCE
l:l ¥UMTLIEATL NpasgHMEM

Cnucanme:

MatwaHeska

Puc. 14. ®dopma «"padmky CMeHHOCTU», 3aknaaka «MapameTpbl»

Hmwke B Tabnuue
CMEHHOCTU.

3 npencrtaB/ieHO OnMcaHWe 3/IEMEHTOB MaHes M WHCTPYMEHTOB

Ta6nvua 3. MaHeslb UHCTPYMEHTOB rPpadiKoB CMEHHOCTU

OnemMeHT naHenu

OnucaHue geiicTBus

chopmbl  «padpmku

VMHCTPYMEHTOB
_|_ [o6aBneHne HOBOro paboyero AHs
EI] MepeumeHoBaHVe paboyero aHA
. Ynanenne paboyero gHs
D_-I KonupoBaHue rpacvka CMEHHOCTH
E CoxpaHeHve U3MeHeHuiA
% OTmeHa n3MeHeHuiA
v Bbi6op rpadvika CMEHHOCTU Kak rpadorka CMEHHOCTM MO YMOJTYaHWI0 A1 HOBbIX

COTPYAHVKOB

HacTpolikn rpadmkoB CMEHHOCTM pa3buTbl MO Tpem 3aknagkam. Ha 3aknagke «Mapametpbi» (Puc. 14)
npefcTaBfieHbl 06LLIMe NapaMeTpbl BbIGPAHHOMO rpadvika CMEHHOCTW. K HUM OTHOCSITCS:
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Mo ymon4aHuio 0719 HOBbIX COMPYOHUKOB — TMpPWU3HAK TOrO, YTO TPadIk CMEHHOCTWM MCMO/b3yeTcs Mo
yMO/lYaHuio. STOT rpadvk GyAeT aBTOMATUYEeCKUM Ha3HauyaTbCs MO YMOMYaHUIO BCEM PaGOTHMKAM Tex
noApasaeneHunii, 415 KOTOpPbIX He BbICTaBMEH rpadiik CMEHHOCTU Mo yModaHuio (Puic. 14).

Y4yumbigamb npa3oHUuKU — NPU3HaK TOro, HaJO NN YYNTbIBaTb B rpaddyuke CMEHHOCTU NPa3gHUKM N KOPOTKME
[OHW, onpefesiéHHble B MPON3BOACTBEHHOM KasieHgape. Ecnn ycTaHOB/EHO, YTO rpacomk CMEHHOCTU [O/MKEH
yunTbiBaTb NPa3gHUKK, TO AN AHER ¢ TMNOM «KOpPOTKUA AeHb» HOpMa paboyero BPEMEHN COKpaLaeTcsl Ha
yac, a Ana gHei ¢ tvnom «Mpas3gHuk» HopMa paboyero BpemeHun o6HysnsieTcs. MNepeHockl pabounx gHei
(Hanpumep, c noHefeNlbHUKa Ha Ccy660Ty) K3 MPOU3BOACTBEHHOIO KasfieHAApsi He YuuTbiBAlOTCS B
noacucreme YPB.

OnucaHue - nogpo6Hoe onvcaHue rpagrka CMEHHOCTMW UM KOMMEHTaPWIA.

Ha 3aknapgke «Pa6ouve gHW» OTOGpaXaeTcs CNMCOK pabounx AHEeW, onpefensowmnii rpaduk CMEeHHOCTU.
Tak, Ha Puc. 15 npuBefeH cTaHAapTHbIA rpadivk 5/2.

Bactwon-3 - Maxens ynpasnexdns Oneparop: q x

OCHOBHOE MEHI ¥ Y4eT pabovyero BpeMenn ¥ Fpa MK CMeHHOCTH

+ = X
Paboune gnn
& NATuaHesHan Henena B:00-17:00 | 4 _ ¢ —
= (») OcHOBHBIEe NapaMeTpel paboyero oHA
CyTHI 4epel Tpoe -
LiecTuaHeska ¢ 9 go 18 . R
B c| 8 : 00 : 00 [mo| 17 : 0O : 00
HopMansHeA 1 cMeHa =
OTHOCHTE OTPAGOTAHHOE BPEMA HA CREAYIOWMI NeHE NOCNE NaTh HAYANA CMEHL
HopManeHLIA 1 cMeHa
Bpems nepeppiia ONA CTABXE W NUTAHWA:
HopMansHeIA 1 cMera
c| 12 oo 00 |no| 13 o0 i}
BrixogHoR
BaixomHoR HOpMankHas NpoaonsUTENsHOCTE pafiosero AHA (cMetsl):
B : 00 oo
| Y9NTRIBaTE palioTy B HONHOR BPEMSA
| YNTRIBATE CBEpXYpOuHY0 paboTy
() BononuuTensHo
BpeMa A0NONHWTENRHOMD NEpepRIEE:
C| M3C @ MWH @ CEK |ND| 43C : MMH @ CeK
PaHH1iA NprxoAMoiaHnn yxoh (exoauT & PB):
€| YA€ : MMH : CEK |NO| 43C : MHH : CeK
Xoposoe BpemMs:
HYac : MWH cex
ﬂc'na...b—o:—n npuxopa:
o0 : 05 oo
MorpewHoCTE Yo aa:
o 15 oo
Puc. 15. ®dopma «I"'padnkm CMeHHOCTW», 3aknagka «Paboune gHn»
+ - ¥ 4
C noMOLLbH KHOMOK \ , n OCYLLLECTBNAETCA A0baBfeHne, yaaneHme 1 nepemeLleHme

pabounx gHel BHyTpwW rpadmka. Mo ABOMHOMY LeYKy No KakoMy-imbo pabovyemy [OHH OCYLLEeCTB/SeTCA
BbIOGOp ApYyroro 3HauyeHuns paboyero AHSA. B npaBoit YacTy dhopmbl pacnosiaraloTcsl KOHKPETHbIE MapaMeTpbl
paboyero AHs, KOTopble 34eCb MOXHO N3MEHWUTb.

o BHumaHune!

lpu usmeHeHUU napamempa Kako20-1ubo paboyezo OHs Yepes fpasyto naHe b, Coomsemcemsyrujue
U3MEHEHUsI aBmoMamuyecku NPUMEHSIIOMCS 0718 BCEX 2pachuKo8 CMEHHOCMU, B KOMOpble daHHbIU
paboyuli 0eHb Bxodum. bosiee NOOPO6HO paboyue OHU U UX Napamempsbl OnucaHb! paHee 8 pasdere .
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Ha 3aknagke «[o ymonyaHuio ans opraHusaumit» MoXHO ykasaTb rpadoukv CMEHHOCTM MO YMOYaHWO s
COTPY/AHVKOB pa3nnyHbIX opraHu3auuii u nogpasaenexuii (Puc. 16).

Bactnon-3 - MNanens ynpasneHna Oneparop: q x

OCHOBHOE MeHI0 ¥ Y4yeT paboyero speMeHn » TpaMkn CMEHHOCTH

+ EI

Mo yMon4aHuio A8 opraHu3aLmit
g, MATWAHeBHaA Hegens 8:00 - 17:00 @ P Q
a5 |:| Bce
a5 DAO "DopTUDUKELMA'
52 [v/]Byxrantepus
[#]nTO
B [Jcraxa
4 5 DOpral—n;auma HE yKa3aHa

b |:| OTOEN He YKazaH

Puc. 16. dopma «["padmkv cMeHHOCTW», 3aknazgka «[1o ymonyaHuio A1 opraHn3auminy

Mpu Bblgaye MPOMYCKOB TEX KaTEropwii, MO KOTOPbIM BEAETCS y4yeT paboyero BpeEMEHW, aBTOMAaTUYECKU
co3faeTcs Tpy4oBoi Aorosop. Ecnu coTpyaHuk paboTaeT B nogpasgeneHnn, Aas KOToporo BblbpaH rpadomk
CMEHHOCTV N0 YMOJIYaHuto, OH 1 ByaeT npocTaB/ieH B Ao6GaBnseMOM TPyAOBOM Aorosope. Ecnv 3HaveHue
Nno yMO/4YaHWIO ANs noApasfenieHusl He 3adaHo, 6yaeT MCMo/sib30BaH O0OWMin rpadk CMEHHOCTU Mo
YMOJTYaHNIO0.

4.11. HacTpoiika neyaTtHbIX chopm

[Onst HACTPOViKM NapamMeTpoB U NeyaTHbIX hOpM OTYETOB NpeAHasHaueHa cTpaHuLa «MeyatHble (DOPMbI».

[na Toro 4ytobbl OTKPLITL HOPMY, MOXHO B naHenun ynpaeneHusa MK «bacTvoH-3» Ha 3aknagke «Yyet
paboyero BpeMEHM» HAXaTb Ha KHOMKY «leyaTHble dhopmbi» (Puc. 17).
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Bactmon-3 - MNanene ynpaeneHua Dnepa'rnp: q

OCHOBHOE MeH ¥ Yyer paboyero speMedm ¥ NMevathsie (popMe

+ = — 0 £
; B Q Tun oT4éTa:
« VPR BuipaboTra HakonneHneM 3a Neprog
4 Boipaborea pafio4ero speMern MapaMeTpel GUALTPILMK
g OT4eT o BLIpaboTHe HIKOTNEHWEM 33 Nepuon ﬂ MonpasaeneHus
o - ﬂ PaboTHMKN
4 [leTaNbHblA OTHET
:| TeppuTopum

ﬂ BxoObl/BsX04b6l, He Bowenwne B YPB
= Mepuog oT4eTa

@ [NeTanbHblA OTHET \. ) Mecsy

(@) DaTeiC ... N0 ...
~

(_) DaTa

ﬁ 06 wHTepaanax paboverc BpeMexn ' ) Bpems oT ... A0 ...

a o cobeiTuax paboyero spemesn

4 [ueunnnuHa Tpyaa

"gjl DeTansHei 0T4ET O HAPYLWEHNAX
é OT4eT of onosgaswmx Ha paboTy (HacTpoika)
g OT4eT N0 paHHeMy Brixody (HacTpoikal

é CBOJHEIA OTHET MO COTPYAHMKaM 33 MECHL,
4 HenonHuii paBouni feHs

é OT4eT o HenonHoM paboem gHe
lél OT4eT of OTKNOHEHWAX 0T rpaduka
4 Tabenn
é Tafens ANA Pac4eTHO 0 OTAENE
g Tabene gna pykoEoguTenei NogpazneneHni
é Tabene T-13 gns WHTErpaLmm c 1C
é Tabens T-13 ana pac4eTHOro oTaena

g Tabens T-13 3a Nneprof BpeMeHU
4 fexa [ HeRBKa

H OTHET 0 HAXOAMBILKXCA HA TEPPUTOPHM

é OTHET 0 HAXOAWBLIMXCR HE TEDDUTOPMM 33 NPOMERY TOK BDEMEHMN

Puc. 17. ®opwma «[MeyatHble hopmMbI»

B Tabnuue 4 npvBefeHo onMcaHue KHOMOK Ha NaHes M MHCTPYMEHTOB (DOpPMbI.

Tabnuua 4. PyHKuUN hopMbl «IeyaTHble HOpPMbI»

dnemeHT naHenu NHCTPYMEHTOB OnucaHue geiicTBus
+ [Jlo6aBrieHne HOBOro oTyeTa.
=0 Vi3MeHeHve Ha3BaHuA TekyLLero otyeta.

— YpaneHve TekyLero otyeta
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|:'|‘_| Co3faHne oT4yeTa Ha OCHOBE CYLLIECTBYHOLLETO

B ¢ OTnagka oTyeTa (pefakTvpoBaHue WwabsioHa oTUéTa B An3ainHepe).
= CoxpaHeHne U3MeHeHUiA

>4 OTMeHa U3MEHeHW

Bce OTUYETHI B CUCTEME UMEIOT OAMH U3 NPeaonpeaenEHHbIX murnos omyémos.

Tun omyéma onpegensieT Habop AaHHbIX, KOTOPbI ByAeT Ucnonb3oBaH NPy hopMnpoBaHun oTyéta. Habop
TUNOB OTYETOB B CUCTEME (PMKCUPOBAH.

lMapamempsbi chusibmpayuu ONPeaenstoT, Kakne huibTpbl MOXHO OyAET MCMNONb30BaTb Npy (hopMUpoBaHnm
OTYETa.

Mepuod omyéma — onpefensieT, Kak 6yaeT 3a4aBaTbCs Neprog (hopMMUpPOBaHNs OTUETAL.

Mpu HeoGXOANMOCTY M3MEHEHUs LaG/oHa OTUéTa PEeKOMEHAYeTCs He COo3faBaTb HOBbIi OTUET C Hynq, a
C03aTh €ro Ha OCHOBE CYLLECTBYIOLLErO N BHECTU HEO6GXOAUMbIE NPABKMU.

Bce wabnoHbl 0TYETOB XPAHSITCSt HENOCPeACTBEHHO B 6a3e AaHHbIX.
[ns n3ameHeHus1 Wa6ioHa 0TYETA MOXHO MCMO/Ib30BaTh BCTPOEHHbI An3aliHep oT4éToB FastReport.

O6wwit Bna AuMsaiiHepa oOT4yéTa npeacTaBfieH Ha Puc. 18. 3a [AONONHWTENbHONM WHdopmauuneldi no
0CO06eHHOCTAM paboThl ¢ HUM cM. "FastReport. PykoBoAcTBO nonb3oBartens”.
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