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1. yBOA

YcnocTaB/bakbe cuctem PpUHAHCKUjCKOr ynpassbartba U KoHTpose (PYK) je 3akoHcKa obasesa jaBHoOr
cektopa Penybnumke Cpbuje npema ynaHy 81 3akoHa 0 ByLIETCKOM CUCTEMY UM YjeaHO Npeayc/ioB 3a
3aTBapatbe NperoBapaykor noraassba 32 3a npuctynawy y EY. OBa ogpeaba 3akoHa o4HOCU ce Ha cBe
KopucHuKe byueTta y Cpbuju, na cammm TMM U Ha UHAUPEKTHE KOopUCHMKe byueTa (MBK) nokanHux
camoynpasa. LleHTpanHa jeanHMua 3a XapMOHM3aLWjy je paau yjegHaydyeHOr nocTynakba CBUX
KOPUCHUKA jaBHWUX CPeACTaBa U bMXOBUX OPraHM3aLMOHMX jeAnHMLa, Te 360r ycarnalasarba OnwTe
dopme 1 cagprkaja TMcaHMX NpoLeaypa U akTMBHOCTU AedUHUCANA K/bydHe obpacLLe Koju ce KopucTe
npw ycnocrass/baky cuctema OYK.

2. EXCEL AJTAT 3A NOAPLWKY MNMPU YBOBEHY CUCTEMA ®YK

Mpojekat PE/IO®3 npyrKa NOAPLWIKY jeANHULAMa JIOKa/IHE CaMOYyMNpaBe U HUXOBUM UHANPEKTHUM
KOpUCHUUMMa BylleTa y yBohery nam yHanpehery cuctema GUHAHCUCKOT ynpaB/bakba U KOHTPOE.
Y okBupy Mpojekta passujeH je Excel anat umnje je cBpxa Aa NOMOrHe M onaKwa npouec yeohema
cuctema ®YK. Cen obpacum Koju ce kopucte y Excel anaty cy notnyHo ycknaheHnu ca gedmHucaHum
obpacumma LleHTpanHe jeauHuue 3a xapmoHusauumjy. CTpykTypa amnctosa (sheet) y Excel anaty je
cnepeha:

e HacnoBHa cTpaHa

o  (OpraHu3aumMoHe jeguHuue

e (Csu npouecun

e MaTtpuua npoueca

e JlucTa NOC/NIOBHUX Npoueca

e Manal, Mana2,.... Mana 20

e Perucrtap pu3uKa

Csu Excel nncrosu ce mory nogennTtn y 2 Kateropmje:
1. [MpBa KaTeropmja obyxsaTa IMCTOBE KOjM C/YXKE KAao NpMnpema 3a NonyHaBarbe obpasaua u
TO cy:

a. Csu npouecun
b. Matpuua npoueca

2. [pyra KaTeropuja cy IMCTOBU KOjU CNIYXKM 33 AOKyMeHTOBare cuctema YK u To cy:
a. HacnosHa cTpaHa
b. OpraHuzaumoHe jeanHuue
c. JlucTta nocnoBHUX Npoueca
d. Manal, Mana2,.... Mana 20
e. Perucrap pu3uka



3. NMPUNPEMHE AKTUBHOCTU

Mpe nouyeTka paga Ha Monywasakby 06pasaua, HEOMXOAHO je CMPOBECTU HEKOJIMKO MPUMNPEMHUX
aKTUBHOCTW.

Y oksupy Excel anata, Ha ancty CBU NMPOLLECU aaT je npeasior npoueca Koju cy yecto geduHUCAHN
Kao MOCNOBHM MPOLECU KOZL MHOMPEKTHUX KOPUCHUKA OYLIETCKMX CpeacTaBa Ha JIOKAJIHOM HUBOY.
HdeduHuncann npouecu cy rpynncaHm no obaactuma/MHCTUTYLMjaMa (Kao LWTO je npuKasaHo y Tabenu
1), ¢ TMUM Ja cy 3ajefHUMYKM MOC/AOBHM MPOLECU 33 CBE WHCTUTYUMje TFpynucaHu cy obiactuma
AOMWHUCTPALMWUIA, NPABHUN, HABABKE N DUUHAHCUIJE.

Tabena 1 — Mpuka3 obaacmu Nocsno08HUX npouyeca

CKPAREHU HA3UB OBJIACTU MYH HA3SUB OBJIACTU

AOMUHUCTPALMUIA AOMWHUCTPATUBHM, ONLWTU U 33jeAHUYKM NOCI0BU
NMPABHU HopmaTtneHO-NpaBHW NOC/IOBM

HABABKE JaBHe HabaBKke

SUHAHCUIE dUHaHCKje 1 pavyHOBOACTBO

APXUB UcTopunjckn apxus

BUBJINOTEKA HapogaHa 6ubanoteka

33CK 3aB0OJ, 33 3aWTUTY CNOMEHMUKA KYAType

KY/NITYPA KyATypHu LeHTap

MY3EJ HapoaHu my3ej

NMO30OPULLTE HapogHo no3opuwTe

MPEALUKONICKA MpeplwKoncka yctaHoBa

CnoPT CrnopTCKK LieHTap (CNopTcKK 06jeKTu)

TYPU3SAM TypucTnyKka opraHusaumja

MNAAU KaHuenapwuja 3a mnage; OMnagmuHCKN LEeHTap
COUMIJANHE_YCNYTE LleHTap noKanHuX ycayra y 061actu counjanHe 3awtuTe

3a cBakM nocnosHK npouec moryhe je aedpuHMCaTM MaKcMmanHo 4o 6 npoueaypa v Tpy pusnka. CBum
KopucHMuuMma Excel anata caBeTyjemo Aa 0Baj AUCT ogwTamnajy U gobpo npoyye, Kako 6u yTBpanam
[a 1M HeAoCTajy HeKW Mpouecu, OAHOCHO Aa /M je NoTpebHOo y OKBUPY AedUHMCAHMX Mpoueca
NPOMEHUTM WAM AONYHWUTU npoueaype. Takohe, 360r HeyjegHayeHor wndpuparba MOCAOBHMX
npoLeca 1 npoueaypa, nosba 3a wnudpy je NoTpebHO NONYHUTH KOA, CBMX NpoLeca U npoueaypa.



Cauka 1 —[lpukaz aucma CBU NPOLECU

MonykeHu cy ckpaheHun
Ha3MBM Tpe6a nonyHutn wndpy Kop, cBux npouegypa Tpeba yHeTn pusuKe 3a
061aCTU/MHCTUTY UM nocnoBHor npoteca Tpe6a nonyHuTH Wndpy CBaKu NOCN0BHMU npouec

Wngpa ueaypa 1 Nipougaypa 2 Tpoueaypa 3 Npoueypa 4 TMipougaypa Npoueaypa 6
NOCADBHOT Aswenorr'y oxeupy nocnossor npoyeca Lwm nocaoskor npoyeca
npayeta
fyrctsa PC 32 wspagy yyera Mimmciapess
iancya i Ducxane cpaene
2 Mpdeyilbaes m s OSRN B OCTSIpesbY PpAIBE Y
pEmOIHAM NEHHAZY, 32 NOMEBE NPOLEHE NS NPAXDRA
DN M0 HaLPTA OyE O Byyeny
3. Mspaga Ynyrcrsa 3a npwn pewy waugta Syyena u gacraueaes
WCTOH upexim Byy et KopRCmLIM Yraphusaes fogwuies oxmpa
4‘Oplannwummmnauuwnnwwvme:f Hapagy NRHEDA W BACNDLI NaKANHE nw"ﬁ““”
b O 11124080 GHDAKTHA CAMOYIPaNE, HIPIRA B=ni
Cllisl fipurpesan WODHEHHED coenfiyxaame, npeuwsne, pspessy, pany
wipana Byyera ; . # O Eee
il paciipasay W 3w ie
NpRAECY NABHHRaIES Byyera Qpayse o Byyery onwnie U
(] obpaga j
QOB GyyEtcsn: sophCHR
T Mspana naupra oyse o Gyyery
8. ocrawsais naupra onnyse o Syyery aehy W cpmunhis
9 locrane e Opywe o Byyery Hanmmeom Mwictaperey
10, O6jomnnsves Ogaysey CrywBeam nucry
1. Npaheroz npwaz y Byvet [npimogy v npmaziaz]
oz vz Byyera (paoioy wwagau)
2. Ywoc ycacjesin dE Oy yperyy
GuszHoiCHn CogTESD
3. Awypupzinc npomess
cofTEE, Ha 0cHOEY Oy K2 0 NpOMEHH AR, | conc o anay
oo s Petletoa TeKyTie PE3DEE H Ay 0L KE ca davowom 0 posaena S — Il:"‘::::‘: ”::::::‘
DHHAHCHIC Haspw e Byyeran & BOT}_EM R L e a6, OTBAPAEE HOSHX npaey Mpougpe 2 ofasese, nnghae Tewyhim H CrAHOM
yipasmes KPTon 5 TN 27esa 2 WElaRe NTTRHPPJEACaEa | oppmase tmaoyac G anponpriape npanpajape L npache [ —

£ Esnpesmipate [asdhers |3mes y noni akeTa W DTN NIRRT i —
{nenozogying) SawanmioF o byysroon
T. HoTpana 327=83 33 nazhates pem
B uapaga pewerea o onofpasaky 23 (3 pa4yka N
iaEplierss fyyera \
9. npinpenz KanorE 23 ENSHTRORTHO MRz ke K inzhare \
npexa ¥npage 33 Tpesop \

MonyreHn cy MonyreHe cy
Ha3MBU NOCNOBHUX aKTUBHOCTU MOC/IOBHMUX MonyrbeHH cy Lnbesn
npoueca npoteca NOCNOBHUX Npoueca npoueaypa

MonyheHu cy Ha3unBM




Y cnyyajy ga yctaHoBa MMa noTpeby 3a NOCNOBHUM NPOLLECUMA KOjU HUCY NPea/IoXKeHU, HEeOMNXo4HO

je y amcty CBU MPOLLECK, y obnacTu Koja ce Ha HKUX O4HOCK, A0AaTh CBe MOC/IOBHE MpoLece Koju

HedocCTajy.

BAXHO!!! - NMocebHo je 6UTHO Aa ce y nosby OBJIACT mopa ogabpaTtu Hasue

obnactu/uHcTUTYUMje Koju je paT y Tabenu usHag, ogHOCHO Aa HUje moryhe aepuHucatm Hose

obnactu/uHcTUTyuMje.

Ca ppyre cTpaHe, CBe U3MeHe Kof Hasuea U wudpu npoueaypa cy moryhe, anu bux He moxke 6uTu

BMLLE o4 6 33 jegaH NocnoBHM npouec. Takohe, Npoueaype Koje ce He peanusyjy y gaTom npouecy

WX KOZ, KOPUCHURY Tpebano b6u obpucatn. YKONNKO A0A3jeMO HOB NMOC/I0BHM NPOLEC HEOMNXOAHO je

HakKOH OBOra ypaagntn nameHy, ogHOCHO YHETU NOEHTUYAH HaA3uB HOBOF/M3MEH:EHOI' npoueca ny

nncty MATPUUA NPOLECA.
Cnuka 2 - lNpukasz nucma MATPULIA lTPOLIECA
OHHAHCHIE APXUB BMB/IMOTERA 33CK KYITYPA MVY3E! NO30PULLTE NMPEALIKONCKA
3aWTHTa apKHBCKE Tpafie
P pah BubnunoTedko- Naaxuparee u
. H PETHCTPATOPCKOT U WK . Bohete mysejcke Mpunpema
DUHIHCH|CKH NOCAOEH MHOOPMALKOHE ApXEONOWKE 3AWTHTE | peaiu3aLyja KynTypHIX k . Vnue geue
AOKYMEHTELHOHOT AOKYMEHTALMjE peanusalija npeacTasa
. AEnaTHocT nporpama W aKTHBHOCTH
METEpHjaNa BaH apxHaa
UcTpamnearee u Hera u npeBeHTHBEHE
Bofjetbe NoCI0BabE p . Bofetse cTpy4HE Opraiu3auuja u -
. kopuwhetse apaecke | Wsgasadka genathocT | Bofietbe AOKYMEHTALM]E . 50PABCTEEHE 3ALWTHTI
YIOCTHTERCKOT OBjekTa GubanoTere peanusauMja decTHeana
rpafe Aeue
EsngeHTHpabe 1
OBzB/Mmate Nocnosa BpAHEahE MHTEH3ELM]E
TOCNOBH PEHYHOBOACTES b Yrep) o = 06paqyH Bopaska el
Aenoy HENOKPETHHX KYTYPHAX KYATYpHOT HacneTja
gpobapa
Jonowetse Mporpama 33WTHTE HENOKPETHOr
. Naaxuparee u
nocnosatka W MseewTaja KYATYpHOT Hacnefia 3awWTHTa My3ejHUK
R TocnosH NHCapHALE OpraH3aLIM]E HCoXpaH
0 peani3aLujn H3AaBatheM MEpa npeamMeTa e
_| nporpama nocnoeaksa TEXHUUKE 33WTHTE. =3
TR T SRR KGHBEDBIELI,W]E w Npafhetse n BpeaHosat
e pecTaypaumja My3ejckux BaCnHTHO-0fpasoeqo
npeamMeTa pana

Cpefueatee u obpana
apxuBcke rpafje y apxuay

Habaeka W YyBare
My3IEjCHX NpegmMeTa

Nporpamupatee v
NNEHHDEE BACMHTHC
060a3osHor Dana

Y MaTpu1um npoueca, CBU NPOLECH Cy rpynMcaHmu no obaactuma/MHCTUTYLMjaMa 1 HOBM NpoLec Tpeba

[04aTU Ha Kpajy KonoHe nsabpaHe 06aacTn/MHCTUTYUMje. Y caydajy Aa TOKOM paja Ha nonykasakby

obpasaua yCTaHOBMMO A3 HaM HeAOCTaje HeKM MOC/MOBHM MNPOLEC, OBa Mpoueaypa Ce MOKe

NMOHOBUTMU.

BAXHO!!! — HasuBu nocnosHor npoueca y nmcroeuma CBU NMPOLLIECU u MATPULLA MPOLECA
Mopajy 6UuTh ngeHTUYHMK, Te je Haj6osbe KopucTUTK Hasue u3 nucta CBU MPOLLECU npeKkonupatm
(COPY/PASTE) y nuct MATPULA NMPOLLECA .



3.2 OnuwrTa npasuna 3a Nonywasamwe INCTOBA
OnwTa npaBuna 3a nonykaBake CBMX MCTOBa cy cneaeha:

1. bojama je ogpeheH HaumH NonyraBaka Nnosba y Tabenama

CnuKa 3 — ®yHKyuje nosea odpeheHe bojama HacnogHa nosa cy o6ojeHa y
MAMA NIOCNIOBHMX NTPOLIECA - O pasa 2 | | 3¢neHo, onacysajara, He
— NnonyHaBajy ce U He Mekbajy.
LUndpa nocnoeHor npoveca Hasme nocnosHor npoygca
~~ CBeT10 KyTa nosba —
\ nonymba Bajy Cce yHouwewem
Opratusaiyona jepuHuLa: TeKcTa uam usbopom ca
nucre.
PykoBogunal, opraHusaLuoHe jeguHULE:

Line nocnosHor

poyeca \ Bena nosba - cagpaj ce
\ npeysnma ayToMaTtcku. Hu

0Ba MoJba Ce He NonyHaBajy.

OcHoBHM puskum

2. Kopg BehuHe nosba noctoju nagajyha ancra ca Koje ce 6upa xesbeHa onumja

Cnuka 4 — Madajyha aucma
.

OUHAHCHKIE »

OVHaHCHjCkM NOCA0BHN

Bofetbe nocioBarba yrocTUTe/CKOT 0bjekTa

Mocnosw pauyHoBoACTEa

[loHowetse Mporpama nociosatba v V3selwTaja o peaamsaLmjy nporpaMa nociosatsa




4. NOYETAK PAOA

MpBu Anct Koju nonyrwasamo je HACJTOBHA CTPAHA. JegHom nonykeHo nosbe ,KoOpUCHUK jaBHUX
cpeactaBa“ ce ayTOMATCKM NPEHOCK Ha CBE OCTa/e IMCTOBE A€ je TO NOTpebHo.

Cnuka 5 —lpukasz nucma HAC/IOBHA CTPAHA

KOPMCHME jBEHWX CPEAITAES:
Appeca:
MecTo:

DUHAHCHICKO YNPAB/bAHE U KOHTPOA

Oarym:
MecTo:

Cnepehn NUCT ce o4HOCKM Ha MOMMUC CBUX YHYTpPallkbMX OPraHM3auMoHMX jeguHuua. HeonxoaHo je
YHEeTU cBe nogaTke: wudpy OpraHMsaumoHe jeaAuHWLEe, Ha3sUB OpraHU3aumoHe jeauHULE M HasuB
PYKOBOAMMAYKOT MeCTa OpraHuM3auMoHe jeauHuue. YKONMKO WHCTUTYUMja HEeMa YHYTpaLHKX
OpraHM3auUMoHMX jeAnHMLA Y OKBUPY CBOje OpraHmn3aumje, YHOCU Ce CaMo HasuB UHCTUTYUMje (M y Tom
cnyvajy Tpeba goaenvtu wudpy). OBM Nogaum ce ayTomMaTCKM NMPEHOCE Ha CBe OCTajle JINCTOBE rAe je
TO noTpebHo.

0O63mpom fa ce Jincta NOCAOBHUX NPoOLLECA Kpenpa Ha HUBOY MHCTUTYLMje, MPENOpPYKa je Ae ce Kao
npBa OpraHn3aLMoHa jeANHNLA YHeCe caMa MHCTUTYUKja 1 aa joj ce gogenu wudpa 01 (Ha npumep
01 NCTOPUICKN APXUB, 02 Cnyxba dnHaHCHjCKO-eKOHOMCKMX nocnosa, 03 MpasHa cnykba, uta.).



Cnuka 6 — lNpukaz nucma OPFTAHU3ALINMOHA JEANHULIA

KopucHuK jasHux cpeacTasa: 0

Lnpa opraHu3aLMoHe

e Ha3Me opraHH3aLMoHe jefHHHILE PyroBogHMAaL, OpraHM3aLMOHE jEQHHHLE

YKPATKO:

o [losbe ,,KOpUCHUK jaBHMX cpeacTaBa” ce ayTOMaTCKM NONyHaBa Tj. Npey3nma ce nogaTak yHeT
y ancty HAC/IOBHA CTPAHA;

e VY nome ,lLndppa opraHmsaumoHe jeguHuue” yHocu ce peduHucaHa wudpa 3a CBaKy
YHYTpaL by OPraHU3aLMOoHy jeAMHULY KOPUCHUKA jaBHUX CPeacTaBa;

e Y nosbe ,Hasne opraHM3auMoHe jeanHULe” yHOCK ce Ha3MB YHYTPaLLHbE jeAUHULE KOPUCHUKA
jaBHUX cpeacTaBa (ofesberba, cnykbe UM Heke apyre nocebHe yHyTpalWe jeauHULE — 33
WMHCTUTYUMjE KOje MMAjy y¥Ke OpraHu3aLmoHe jeanHuue);

e VY nomwe ,PykoBoAunal, opraHu3aUMoOHe jeauHULE” yHOCU ce Ha3mB pykosoaeher pagHor
mecTa (gupektop, wed cnyxbe wuta...) y cknagy ca [paBUAHMKOM O OpraHM3aumju u
CUCTEMATM3ALMjM NOCNOBA M PafHMX 3a4aTaKa.

4.3. Jlncta nocnosHMx npoteca — Obpasau, 1

OsBaj incT obyxBaTa cnucak (Habpajarbe) cBUX NpoLeca Koju ce peanunsyjy y OKBMpPY jeaHe UHCTUTYUMje,
Kao W rnaBHe aKTMBHOCTM KOje ce 0BWNjajy XPOHO/IOLIKM Y OKBMPY CBAKOT npoLieca.

Mosbe ,KOPUCHMK jaBHUX cpencTaBa” ce ayTOMaTCKM Nonywasa, AOK je Mosbe opraHM3aumoHa
jeanHuLa nosesaHo ca npeTxogaHum amctom — OPTAHU3ALMOHE JEOUHULE — v Hyam Ham nagajyhy
JINCTY ca CBUM OPraHM3aLMOHMM jeaMHMLAMa KOje CMO YHeNU. JeaHOCTaBHUM M360poM (KAMKOM) Ha
nagajyhoj nuctn 6upamo opraHusaLMoHy jeauHULY, AOK ce nosbe ,PykoBoaunau, opraHu3aumoHe
jeanHuLa“ ayToMaTcKm nonyHasa.

Cnuka 7 = lNpukasz nucma JINCTA NMOC/IOBHUX MPOLECA

JIMCTA NOC/TIOBHUMX MPOLLECA - O6pasany 1

KopucHuk jasHmnx cpeacTasa:

OpraHM3auyMoHa jeamHMua:

PyKoBoaunaly opraHMsanuoHe jeguHmue:

Windpa
O6nact nocnosnor Haswse nocnosHor npoueca AKTMBHOCTM Yy OKBMpY NpoLeca
npoueca

DOUHAHCHIE




Cnepehu Kopak je ga nsabepemo obnact. MNosme ,,06nact” Ham Hyam nagajyhy AnCTy ca cnuckom

cKkpaheHux Ha3uBa cBux obnactu/MHCTUTYUM]ja HaBeaeHMX Yy Tabenun 1 osor goKkymeHTa. Nosbe , LLndpa

NOC/IOBHOT NpoLeca” ce He NonyHasa, jep he ce To ayToMaTCKM NONYHUTU KaZa n3abepemo Noci10BHU

npouec. CmaTpamo Aa je fakwe BpWnTK M360p NOC/IOBHOT NPOLECa MO Ha3uBY, HEro No wuopku.

Kopa nosba ,Hasme nocnoBHor npoueca” nmamo nagajyhy amcty ca npouecma us nsabpaHe obnactm,

OHaKo KaKo cy yHeTn y MATPULLY MPOLECA. Kaga KAMKHEMO Ha XesbeHu npouec nosbe ,Lndpa

NOC/IOBHOT npoLleca” n nosbe ,, AKTUBHOCTU Y OKBMPY NpoLeca” ce ayTomMaTCKu nonywasajy. [akne,

Aa bucmo nonyHunm O6pasay 1, 6Gupamo ob6nacT M Ha3MB NMOCAOBHOr MpoLeca, a CBe OCTasno ce

nonykaBa ayTOMATCKHW.

YKPATKO:

Mosbe ,,KopucHWMK jaBHMX cpeacTaBa” ce ayTOMaTCKM NONyHaBa Tj. Npey3nma ce nogaTak yHeT
y ancty HAC/IOBHA CTPAHA;

MNosse ,OpraHuMsaumoHa jeguMHuua“ uma nagajyhy AMCTy Ha Kojoj ce nojaB/byjy cBe
opraHusaumoHe jeamHuue (yKonmko nocrtoje) yHete y ancty OPTAHU3AUMOHE JEOUHULLE.
KAMKOM Ha KesbeHy OpraHuWsauMOHy jeAuHULY BPLMMO HEH MPEHOC Y AOKYMeHT JlucTa
nocnoBHMX npoueca. Kog nHctutyumja 6e3 yxKux opraHnsaLMoHuUx jeamHuua bupamo camo
Ha3MB Te UHCTUTYLMjE;

Kaga cmo u3abpanu oOpraHM3aumoHy jeauHuUuy, nosbe ,PykoBoaunay, opraHM3aumoHe
jeanHuLe” ce ayToMaTCKM Nonywasa Tj. Npey3uma ce nogartak yHeT y amcty OPFTAHU3ALUMOHE
JEOUHULLE;

Mosve ,,06nact” Mma nagajyhy nncTy ca Koje Bupamo KesbeHy obnactm 13 Tabene 1;

MNosbe ,,LUndpa nocnosHor npoueca” ce npeckaye jep he ce OHO ayTOMaTCKM NOMNYHUTY;
Mosbe ,Hasme nocnosHor npoueca” ma nagajyhy AncTy Ha Kojoj ce NpMKasyjy camo Noc/ioBHU
Nnpouecn y okeupy M3abpaHe obnact. KAMKOM Ha HasMB MOC/AOBHOM MpPoOLLEeca ca aucre
BPLUMMO M360p NOCNOBHOT NpoLeca;

Kaga cmo wmsabpann nocnoBHM npouec ca nagajyhe nucre, nosba ,Undpa nocnosHor
npoueca“ n nosbe ,,AKTUBHOCTU Yy OKBMpPY NpoLeca” ce ayToMaTCKM NonyHaBajy.



CBaKku 04, MOC/MIOBHMX MpoLeca HaBedeHUX Yy JIMCTU NOCNOBHMX npoleca Tpeba AeTasbHuje aa byae

onucaH Kpo3 many nocsioBHMx npoueca. Y Excel anaty uma 20 ancrosa 3a 20 nOCcN0BHUX NpoLeca.

Y cnyyajy Aa je notpebHo popatv amncrtose Kopuctute Excel ¢yHKUMjy 33 Konmparbe KOMMNETHUX

NCTOBAa.

Cnuka 8 — lpukasz nucma MATA

MATMA NMOCAOBHUX NPOLECA - O6pasay, 2

lliudpa nocnosHor npoueca

Hasus nocnosHor npoueca

opr: LMOHe jen, ue:

LUns nocnosHor
npoyeca

OcHOBHM pusnuM

Kpartak onuc 10T

Ynas:

AKTMBHOCTH:

Pesynrar:

Wudpa
npoueaype

Hasus npouegype

Mosba Koja MOpPaMo CamMOCTasIHO MOMYHUTK Cy:

Ynas
PesynTar.

MpBO NoJbe Koje ce Nonywasa Ha
OBOM J/UCTYy je nosbe ,Hasus
NMOCNOBHOT npoueca”, rae umamo
nagajyhy amcty ca  cBuM
MOCNOBHMM NpouecMma Koju cy
HasegeHn y Obpacyy 1 — Jlucra
NOCNOBHUX npoueca. [1oCcnoBHM
npoLecu Koju ce Haaase Ha ANCTy
CBU MPOLLECH, a Hucy nsabpaHu
M He Hanase ce Ha aucty JIUCTA
NOCNOBHUX TMPOLIECA Hehe
mohu pa ce Kopucte y pasbem
pagy.

N3bopom HasmMBa  MOCNOBHOT
npoueca ayTOMAaTCKM ce
nonywasajy cnegeha nosba:

. Wndpa nocnosHor npoueca
° OpraHu3aumoHa jegmMHuLa
° Pykosoaunal,

. Lmse nocnosHor npoueca

° Punsnuu

o AKTUBHOCTHU

. Wndpa n Hasms npoueaype
3a cBe npoueaype Koje cy
HaBegeHe y OKBuMpYy W3abpaHor
nocnosHor npoueca — auct CBU
MNPOLECU



Y ppyrom geny nucta MANA Hanasm ce JOKYMEHTALIUIA O CUCTEMY - MPOLUEAYPE. AytomaTtcku
ce nonykaBajy nosbe Wundpa 1 Ha3uB 3a CBaKy NpoLeaypy Koja je AedpuHUCaHa y OKBMPY NpoLeca, AOK
ce cBa oCTasia Nosba Mopajy yHocuTu. Ha jegHom nucty (y jeaHoj MAMMW) ce nonyrasajy MHpopmauuje
0 CBMM Mnpougeaypama Koje YnmHe nsabpaHu NoCA0BHM NpoLec.

Cnuka 9 — lNpukaz nucma MATA — [lokymeHmauyuja o cucmemy
LLindpa 1 HasuB Npoueaype

3aKOHU K

nponuvcu

[oKymeHTauumja o ccTemy (BepTMKanHW npernep) - Mpouegype

DOujarpam ToKa AKTUMBHOCTU OpfroeopHo nuue Pok [ oKymeHTa

[Mo4yeTak

O

AKTUBHOCT

[]
 ompons

Kog amjarpama Toka ce y 3esleHOM nosby ca nagajyhe nucte 6mpa dasa Koja ce ayToMaTCKu rpaduykm
npuKasyje y x)xytom nosby. Pase mory 6utn MOYETAK, AKTUBHOCT, OA/TYKA 1 KOHTPO/A. 3a cBaKky
¢$asy je HEONXOAHO YHETU aKTUMBHOCTM, OAFOBOPHO NIMLLE, POK 33 peanusauujy AaTte aKTUBHOCTU M
npungajyha gokymeHTa. Kaga nsabepemo ¢asy KOHTPOJIA - oba nosba, M 3en1eHO U XKyTo, ce
ayTomaTcKkum oboje y LpBeHO.

[a HarnacMmo — oBaj 4eo ce MOHaB/ba OHOJIMKO MyTa KOJMMKO M3abpaHM NMOCNOBHW MpoLec Mma
ynucaHux npouegypa y anmcty CBU NMPOLLECU — makcrumanHo 6 npoueaypa.

YKPATKO:

e [136opom nocnoBHOr NpoLeca y NPBOM Aeny OBOr AnCTa y nosby ,,Hasne nocnosHor npoueca”
ayTOMaTCKM ce nonykasajy nosba ,LLUndpa n Hasme npoueaype” y cknagy ca gepuHUcaHUM
npoueaypama y amcty CBU NMPOLIECU;

o [losbe ,,3aKOHU U NPONUCU“ je HEONXOAHO MOMYHWUTU YHOLUEHEM PESIEBAHTHUX 3aKOHCKU U
NnoA3aKOHCKMX aKaTa (a1 He U MHTePHMX aKaTal);

e Y KonoHu [wnjarpam ToKa 6upamo KesbeHy ¢asy - MOYETAK, AKTUBHOCT, OAJTYKA u
KOHTPOJIA — 1 HakoH U3bopa ucnog HaTnunca ce nojassbyje rpaduykm Nnpukas dase. Y cayyajy



nsbopa ¢pase KOHTPOJIA, nosbe ca HAaTNMCOM Kao M nosbe ca rpadpuyknum npukasom he ce
ayTOMaTCKM 060jUTU Y LpBEHO;

e 3a cBaKy M3abpaHy ¢dasy je Heonxo4HO NONYHUTU Nosba , AKTUBHOCTU, ,04roBOpHO Anue”,
,,POK” 1 ,[lIoKyMmeHTa“;

e OBW KOpauy ce NOHaB/bajy OHO/IMKO NyTa KOJIMKO MMa npoLleaype y n3abpaHom NocsioBHOM
npovecy.

4.6. Perncrap pusmka

CBpxa permcrapa pusuKa jecte Aa Yy jeAHOM [OOKYMEHTY MPYXU K/bydyHe WHopmauuje o
UAEHTUOUMKOBAHUM PU3MLMMA Y OpPraHU3aumju, K/byYHUM pu3MUMMa U AMLMMa OATOBOPHMM 33
ynpaB/bakbe pUsnLmMma.

Cauka 10 - lMpuka3 aucma PETUCTAP PU3UKA

Pusuk
Mpouyena
(xpaTak onwc pusmka - rnastm yspok

PpUSMKa M NoTeHuMjaNHe nocneauue) HOLECILEIE Pok sa

Mepa sa W3BplIEtbe OprosopHa
ynpas/aie NAaHUPaHKX ocoba
pHUsmKom pagrmn

Hasus nocnosHor Ogarosop Ha

Unse npoyeca

npouyeca PUSHK

Mocneauua

BeposaTtHoha

o

MonyhaBarbe Perncrpa pmsmKa nNoUYnHbemo n3bopom NOCNoBHOT nNpolec ca nagajyhe nucre. HakoH
Tora ce nosba ,Unsb npoueca” un ,,PM3mk” aytomatckm nonyrasajy. Mosba ,Y3pok” un ,Mocneanua” je
HEeONXo4HO NOMNYHUTU YHOLLIEHEM TEKCTA.

MpoueHy pusnka ogpehyjemo Ha OCHOBY yTUL,Aja M BepoBaTHONe nojaB/bMBakba AaTor pusnka. Ckana
no Kojoj ce mepe je cnepeha:

Tabena 2 - Mampuuya 3a npoyeHy pusuka 3x3

1 2 3
YTULIA) Manu Cpeatbm Bennkun
BEPOBATHORA Mana Cpeama Benwnka

Mosa ,YT1uaj“ n ,,BeposatHoha” nmajy nagajyhe nucre ca Koje bupamo 6pojese 1,2 unm 3. Mosbe
,YKYNHO" ce ayToOMaTCKM payvyHa Kao Npou3Bog BpeAHOCTM nosba ,YTnuaj” u ,BeposatHoha”. Ako je
BpeAHOCT nosba ,YRynHo" jegHako nnm sehe og 6 nosbe ce 60ju y LpBEHO.

Moswe ,0aroBop Ha pU3MK” MMma Nagajyhy AnCTy ca Koje B1Upamo jeaaH o Tpu O4roBopa - TPeTMpaTy,
TpaHcdepmucatn Man TonepucaTu.



Mosba ,Mepa 3a ynpas/barbe pu3nKom”, ,POK 3a mM3Bpllere NAaHupaHux pagrwn” u ,0arosopHa
ocoba“ je noTpebHO NONYHUTM YHOCOM TEKCTA 33 CBAaKU MAEHTUPUKOBAHU PU3KK.

3a wrtamnakbe CBUX MoMyweHUXx obpasaua Kopuctu ce Excel-ova komaHga Print. Kog nojegmHmx
obpasaua je HeonxogHo bBpucarbe HenonykweHux Tabena, Kao Ha npumep Koga [OKymeHTaumje o
cucTemy, rae Mamo nnaHuvpaHo 6 Tabena 3a 6 npoueaypa, AOK NOCTOje NMOC/NOBHWM MPOLLECH Koju
nMmajy jeaHy nam aee geduHuncaHe npoueaype. Buwak Tabena tTpeba obpucatu.
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