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HauaJs1io Ha Pa6ora ¢ UCC CmapTt P10y

Onucea HaAKpamko oCHoO8HUMe 8®3MoxcHocmu Ha UCC Cmapm Daoy, KaAKMo U Kak
U 8 KaKs8 ped da ce u3no/38am npu 3ano4eaHe Ha paboma c npodykma

CbabpKaHUe
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[lorpe6uTesu u 'pynu

MbpBo TpabBa Aa Cb3gageTe HeobXxogMmMUTE NOTPEdUTENN U FPpyNK OT NoTpebutenn. Ako nsnonssarte
6esnnatHaTa Bepcusi Ha Cmapm @0y, cTe orpaHMYEHN 40 eAMH eAUHCTBEH noTpebuten. B To3um cayyan
MOXe Oa NpecKkovynTe Ta3n CTbNKa.

3a Aa cb3gageTe HeobxoAMMUTE NOTPEBUTENCKU FPYNKM, OT OCHOBHUA eKpaH Ha Cmapm ®roy nsbepete
MeH AOmuH / Tpynu. OBUKHOBEHO NOTPEBUTENCKUTE rPYNKM OTFOBAPAT Ha OTAENUTE UK paboTHMTE
rpynu Bbe Bawara opraHvsaums. Ha To3u eTan MoXe 4a Cb343aAeTe Camo Hal-o4eBUAHUTE Fpynu, 1 aa
WM 33434eTe CbOTBETHUTE NpaBa.
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3a ga cb3gagere HeobxogmmuTe NoTpebuTenn, oT OCHOBHUA eKpaH Ha Cmapm Doy nsbepete meHto
AdmuH / NMompebumenu. NoTpebutenuTe ca xopaTa, KOWTO e moraT ga ce noreaT 8 Cmapm oy u Aa
paboTaT ¢ npoaykTa. Ha To3n eTan morke ga cb3gagerte camo Hali-HeobxoanmuTe notpebuTtenu n aa rm
acoummpate Kbm CbOTBETHUTE rpynun. N3bsrealite ga 3agasarte npasBa AMPEKTHO Ha noTpebutenurte. e
noaAbprKaTe No-1ecHO CUIYpPHOCTTa Ha CMCTeMaTa, ako 3a4aBaTe npaBa Camo Ha rpynuTe, Ha KOUTO
npuHagaexKat Tesn notpeburtenn.
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MoBeye MHPOPMALMA 3a Cb34aBaHETO Ha NOTPebUTENN N NOTPEBUTENCKN TPYNM MOXKe Aa HaMepuTe B
pPbKOBOACTBOTO ‘Kak da cv3dadem HyxcHUme nompebumenu u epynu 8 Cmapm ®dnaoy’. BcMuku
PbKOBOACTBA MOXe Aa HamepuTe Ha agpec: http://www.iss-bg.com/bg/support.html

KoHTakTH

3a Aa cb3gageTe HeObXOAMMUTE KOHTAKTHM, OT OCHOBHMA ekpaH Ha Cmapm ®roy nsbepete meHto
Ynpaenexue / KoHmakmu, nnu HaTucHete byToHa ‘KoHmMakmu’ oT neHTaTa C UKOHM.
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MbpBOHAYaHO MOMKeE Aa Cb3[aAETe CAMO KOHTAKTM 33 U3MbJAHUTENNTE — TOBA XOpaTa oT Bawara
OrpaHM3aLMsA, KOUTO LWe 6bAaT 3343aBaHM NMO-KbCHO KaTo OTTOBOPHMLM 338 PabOTHU NPOLLECH, UM KaTo
YYaCTHULM B Pa3INYHK cpelum. MoxKe aa fobasuTe M Hail-4ecTo U3N0A3BaHWUTE KOHTAKTU — NepCoHaNHU
KOHTaKTM, KOMMaHUW UK OPraHM3aL MM - C KOMTO BallaTa opraHu3auma paboTu. Tesn KOHTaKTU e MoKe
[ M3MnoN3BaTe No-KbCHO, 3a Aa MM CBbPMKETE C Pas3/IMYHUN KaTeropmnu, paboTHM NPOLLECH UK CPEeLUm.

Mmaiite BNpeasua, ye Korato cb3gaBaTe HOBU NoTpebutenu, 3a TAX aBTOMaTUYHO ce Cb34aBaT U
CbOTBETHUTE KOHTaKTU.

MNoBeue MHbOpMaL M 3a paboTaTa C KOHTAKTU MOXKE Ja HamepuTe B PbKOBOACTBOTO ‘Kak da pabomum ¢
KoHmakmu 6 Cmapm @®s0y’. BCMYKM pbKOBOACTBA MOXKe a HamepuTe Ha agapec: http://www.iss-
bg.com/bg/support.html

KaTteropumu

3a fa cb3ganeTe HeObXoAMMUTE KaTeropuK, oT OCHOBHUA eKpaH Ha Cmapm droy nsbepete MeHo
YnpasneHue / Kamezopuu, unu HatucHeTe byToHa ‘Kamezopuu’ OT NeHTaTa C MKOHM.
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KaTeropuuTe ca nanku B KOMTO MoraT Aa ce rpynupar nogobHu paboTHu npouecu. Hanpumep paboTHK
npouecu cebp3aHu ¢ onpegeneHa genHoct (Haemu, Mpoektu, [lena, KOHCyATauum U T.H.), nam ¢
onpeaeneHun KIMeHTU, MoraT 4a Ce rpynupaT B CbOTBETHUTE KaTeropuu.

3a Hayano MoXKe Aa Cb3AafeTe CamMo HAKOJIKO KaTeropmm, KOMTO cUUTaTe 3a 0COOEHO BaXKHU, UK Aa
M3MoA3BaTe CaMO OCHOBHaTa KaTeropms 3a BCMYKK paboTHM npoueck. Mo-KbCHO MorKe Aa aobasuTe owe
KaTeropum, n aa npemectute unmn drag-drop-HeTte HAKoM paboTHM NpouecK oT OCHOBHATa KaTeropuma B
Apyra Kateropus.

Moseye nHPopmauma 3a paboTaTa C KaTeropmm MoxKe fia HamepuTe B PbKOBOACTBOTO ‘Paboma ¢ daHHU
u 0okymeHmu (yacm 1 - Kamezopuu)'. BCUYKM pbKOBOACTBA MOXKE a HaMepuTe Ha aJpec:
http://www.iss-bg.com/bg/support.html

Pa6oTHu [Iponecu

3a Aa cb3gasaTe paboTHM NPOLECK, OT OCHOBHUA eKkpaH Ha Cmapm Proy nsbepete meHio YrpaeseHue /
Pab. Mpouecu, nan HaTUcHeTe ByToHa ‘PabomHu lpoyecu’ oT neHTaTa ¢ MKOHW. TO3M eKpaH ce NoKasea
aBTOMaTUYHO CNef ycrelwHo BAn3aHe B cuctemara.
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PaboTHuTe npouecn nmart 3a 3aga4a ga 0TPpa3ABaT eXXegHEBHATA pa60Ta BbB Bawarta opraHusauusa. Te
npeacTaBNABaT Pas/IMYHUTE NPOEKTU, NOPDBUYKU, A4OTOBOPU, KOHCYATAUMK, U T.H. MO KOUTO BawaTa
OopraHunsauuAa pa6OTM. Mose aa 3apgasate NPUOPUTET N CbCTOAHNE Ha BCEKWM npouec (He-CTapTMpaH,
3aMN0O4HaT, 3aBbpLlIeH U T.H.), KaKTO U CbOTBETHUTE OATU 3a Haqano/KpachOK.

Moske ga 3agaBaTte U3NbAHUTENN — TOBA Ca KOHTAaKTUTE OTFOBOPHM 3a BCEKM npoLiec. AKo npoueca e
C/IOXEH, MOXe Aa ro pasfennTe Ha CTbMNKM U NOA-CTbMKU. KbM BCEKM MPOLLEC UK CTHMKA MOKe Aa
nobasATe cneuMdUUYHN AaHHU N JOKYMEHTU. Bcekun nNpouec UK CTbMKa Moe Aa 6bae MapKupaH ot
M3NbAHUTENTE KaTo roTOB 3a MPOBEPKa U MPUKAOYBAHE OT CbOTBETHUA HaYalHUK.

MoBseye 3a ynpasaeHMeTo Ha paboTHUTE NPOLECH MOXKE a HamepuTe B PbKoBOACTBOTO ‘Paboma ¢
O0aHHU U 0oKymeHmMu (yacm 2- PabomHu npouecu)’. BCMUKM PbKOBO/ACTBA MOXe la HamepuTe Ha afipec:
http://www.iss-bg.com/bg/support.html

Cpewxu
3a Aa cb3gasaTe HOBM CpelLLM, OT OCHOBHMA eKpaH Ha Cmapm oy usbepete meHio YnpasneHue /
Cpeuwju, unn HaTUCHeTe ByToHa ‘Cpewju’ OT NeHTaTa C MKOHM.
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Cmapm @0y NnpefoCcTaBA KaneHaap 3a Cpewm u MeponpuUATUA, KOWTO MOXKe [a Ce U3N0/3Ba OT BCUYKM
notpebutenn Ha Cmapm ®noy. Toli e nogobeH no BMA U GYHKUMOHANHOCT Ha KaneHaapa Ha Outlook, Ho
e mHoronoTpebutenckn. [lasa Bu Bb3MOXKHOCT Aa Cb3gaBaTe NEPUOLMYHUN UAN eAHOKPATHU CpeLLn, Aa
33/,aBaTe HaMOMHAHMA 33 onpeaeNeHo BpeMe npeam cpellata 1 T.H. MoxeTe CcbLlo Aa CBbP3BaTe CpeLm
¢ paboTHM npouecu.

Noseye 3a paboTaTa cbe cpely B CMapm P10y MoKe Aa HamepuTe B PbKOBOACTBOTO ‘Kak da
op2aHu3upame KaneHOapa cbe cpewu u meponpuamus 8 Cmapm dsoy’. BCUUKM PbKOBOACTBA MOXe Aa
HamepuTe Ha agapec: http://www.iss-bg.com/bg/support.html
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ChoOIEeHusa

Moske ga u3nonssate BbTPELIHaTa CUCTEMA 3a cboblieHMA Ha CMapm @0y, 3a Aa U3npalaTe KpaTku
cbobueHus, rpadukn 1 dpainose Ao Apyrm notpebutenn Ha Cmapm ®aoy. 3a Aa cTapTupaTe eKpaHa
CvbobujeHuUs, OT OCHOBHUA eKpaH Ha Cmapm ®noy nsbepete meHo CvobuweHus / M3npawaHe Ha
cbobWeHus, NN HaTUCHeTe ByToHa ‘U3npawjaHe Ha cbobweHUA' OT NeHTaTa C UKOHM.
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Moke ga nsnpawate C'bO6LLI,eHMFI N KapTUHKMW, 6e3 3HaueHue Aann gpyrua I'IOTpE6MTeI'I € Ha IMHNA nnn
He. OcBeH M3npawaHeTo U NoJlyd4aBaHe Ha C'bO6LU,eHMF|, KapTUHKU U HOTVId)MKaLI,MM, nmaTte Bb3MOXHOCT
CbllO Aa BUAUTE Nb/IHATA UCTOPUA HaA Pa3roBopuTe C BCUYKU Nan onpegeneH ﬂOTpeﬁMTEH, camo
nocnegHnA pasrosop, Uan Aa Tbpcute C'bO6LLI,€HM$I M Pa3roBopu CbabpKally onpenesieH TeKCT.

JdokymenTn, llla610HH, JlaHHHA

CMGpm ¢’/I0y € Cb3aadeH Aa pa6OTVI C pa3nnyHun sngoBe JOKYMEHTU, KaKBATO € obuyaiiHaTa NPaKTUKa B
noseyeTo O¢MCM N KaHTOpPMU:

e EneKMpPOHHU OOKYMeHmMU — TOBa Ca BCUYKM TUMOBE e/1eKTPOHHM $aiiioBe, C KOUTO
paboTtu BawaTa opraHmsauyma. MoxeTe ga umnoptupate unum drag-drop-sate
cbluecTByBalLM ¢paiioBe, UM 43 Cb3AaBaTe HOBU AOKYMEHTU OT Pas/IiHU TUMOBE.

® CKCIHUpGHU doxy/weHmu — TOBa Ca AOKYMEHTU, KOUTO Ca CKaHMPAHU OT XapTUEH HOCUTEN
MU npeHeceHn B e1IEKTPOHEH BUA. Tekcta Ha CKaHUpPaHUTE JOKYMEHTU MOXe Oa 6'bﬂ,e
Pa3no3HaT C Ha/IM4Ha OCR nporpama, C Lies1 N0-HaTaTblWHO TbpCeHE B TAX.

*  XapmueHu 0OKymeHmMuU — TOBa Ca JOKYMEHTWN Ha XapTUEH HOCUTEN, KOMTO He ca
CKAHWPAHW U NPEHECEHU B €NIEKTPOHEH BUA. Cmapm @0y TpeTupa xapTueHuTe
OOKYMEHTM KaTo NPasHU CKaHUPaHU SOKYMEHTH.

*  Xunep-8pb3KuU — TOBA Ca BPb3KM KbM BbHLUHW $aiNoBe, UM KbM CTPaHULM B MIHTEPHET.
MoBeue MHPOpPMaLMsA 3a paboTaTa C AaHHW, AOKYMEHTU U WabNOHN MOXKe Aa HamepuTe B

pbKoBOACTBOTO ‘Paboma ¢ OaHHU U 0oKymeHmu (Yacm 3 - 3a HanpeoHanu)'. BCUYKN PbKOBOACTBA MOXKe
a3 HamepuTe Ha agpec: http://www.iss-bg.com/bg/support.html
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