Instrukcija par Gramatvedibas uzskaites(FG) un Personala
lietvedibas (PP) procesu aprakstu lietoSanu

DroSsibas iestatijumi:

e Valsts kases majas lapa atver Microsoft Excel failu, to lejupieladé mapé
(piem@ram: sadala “Lejupielades”(“Downloads”);

e atver mapi, kura fails saglabats;

e noklik8kini ar peles labo pogu uz faila un izvélies “Rekviziti” (“Properties”)
(vai iezimé failu un nospied taustinu kombinaciju Alt + Enter);
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e cilnes “Visparigi” (“General”) atzim€ izvéeles ritinu “Atblok&t”(“Unblock’) un
nospiest pogu‘“Labi” (“Ok™).

Vispangi  Ciparparaksti Drodba Detalzéti  lepriek$8jas versijas
=Y
P NMPD. (02 02 2025) _gala vaniants ar MAKRO xism
Faila bps LibreOffice Xlsm (xlsm)
Tiek atvéns ar 4+ Programmas izvile MainiL
Ara$ands vietar C\Users\noma\Downloads
Ligdums: 194 KB (198 867 baiti)
Vieta disks 200 KB (204 800 biaiti)
lzveidots: piekidiena, 2025. gada 6. jinijs. 14:30:21
Modific&ts: piekidiena, 2025. gada 6. jinijs. 14:30:22
Pieklits Sodien, 2025. gada 6. janijs, 14:30:22
Abibt (] Tikailasams [ | Slgpts Papildu
Drodiba: Sis fails ir no cita datora un var tikt
blokéts. lai palidzétu acsargat 5o [ Aiokat
datom
[ b | Awcen

General Securty Detals Previous Versions

E-E[ ['SP.NMPD. (02.02.2025) _gala variarts ar MAKRO
Type of file:  Microsoft Excel Macro-Enabled Worksheet (xlsm)
Opens with: Excel 2016 Change...
Location: Chlsers'noma’\Desktop \TESTS kase
Size: 194 KB (198 B67 bytes)
Size on disk: 200 KB (204 800 bytes)
Created: piektdiena, 2025. gada 6. jonijs, 14:18:57
Madffied: piektdiena. 2025. gada 6. jnijs, 14:18:58
Accessed: Today, 2025, gada 6. junis. pims 1 mindtes
Agtributes: [JRead-only [] Hidden Advanced...
Secuty: THiS TIE Came Trom anotner

computer and might be blocked to EI Unblack

help protect this computer.
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Bridinajumi atverot failu Microsoft Excel programma:
e paradoties $adam pazinojumam “lesp€jot saturu” (“Enable Content) nospiez
pogu, kas aktivizes faila ieks€jo funkcionalitati.

r<n
LD & |Arial ~||10 = D~ ab, Visparigs v
lelimét T S P+ H-. == = 5 v | BB % oo G £
Starpliktuve 5 Fonts ~ Lidzinajums N Skaitlis N
(1) DROSIBAS BRIDINAJUMS Argjie datu savienojumi ir atspéjoti § lespéjot saturu
T ¢ N — =
rh do Cut Arial 110 ~ A == _ - E¢WrpText
P E® Copy ~
aste B I U~ = e - ZIE=E e 3= -
> ¥ Format Painter = HE A == = €3 [ Merge & Center
Clipboard e Font e Alignment I

I SECURITY WARNING Some active content has bee?g{',sabled. Click for more details. I Enable Content I

Microsoft Excel programma var paradities ar1 §adi pazinojumi:

e spiezot uz pogas “lesp€jot makro” (“Enable Macros”) tiks atlauta makro izpilde

un varés izmantot faila funkcionalitati;

e spiezot uz pogas “Atspgjot makro” (“Disable Macros”) tiks blok&ta makro

izpilde un ierobezota faila funkcionalitate.

Microsoft Excel Security Notice ? X

@ Microsoft Office has identified a potential security concern.

Warning: It is not possible to determine that this content came from
a trustworthy source. You should leave this content disabled unless
the content provides critical functionality and you trust its source.

. File Path: | c:\Users\armins.gasjuns\Desktop\uzd_automation2.xism

Macros have been disabled. Macros might contain viruses or other
security hazards, Do not enable this content unless you trust the
source of this file.

More information

Enable Macros Disable Macros

t Excel drosibas bridinajums
@ Microsoft Office atklaja potencialu drosibas problému.

Bridinajums. Nav iespéjams noteikt, vai $is saturs sanemts no
uzticama avota. Saturu vajadzétu iespéjot vienigi tad, ja tas
drosina svarigu ionalitati un jus uzticaties ta avotam.

Faila cel3: C:\Users\diana.auzuleja\AppData\Local\Microsoft
\Windows\INetCache\Content.OutlooK\AMQJTKHL

Makro ir atspéjoti — tie var saturét virusus vai citus dro3ibas
draudus. Neiespéjojiet 30 satury, ja faila avotam neuzticaties
pilniba.

Papildinformacija

lespéjot makro Atspéjot makro

Ja ar1 pec visam ieprieks€jam darbibam makro joprojam nedarbojas, atveriet Excel un

parbaudiet droSibas iestatijumus:

Fails — Opcijas (Options) — DroSibas kontroles centrs (Trust Center) — DroSibas
kontroles centra iestatijumi (Trust Center Settings);

P&c tam atveriet sadalu “Makro iestatijumi”(“Macro Settings”) un parliecinieties, ka ir
atziméta opcija “Atspgjot visus makro, bet ar pazinojumu” (“Disable all macros with

notification”).
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T — Usticami izdevji Makra iestatgurmi
Trusted Publishers

Uzticamas atraanas vietas

Macro Settings )
) Atspgjojiet VBA makro bez pazinojuma

| [+] Atspéjot VBA makro ar pazinojumu |

O Atspejot VBA makro, iznemot makro ar pievienotu ciparparakstu

Trusted Locations Uzticamie dokumenti

) Disable all macros without notification

I [+] Disable all macros with notification I

Trusted Documents Uzticama pievienajumprogrammu katalogi

Trusted Add-in Catalogs
Add-ins
ActiveX Settings

Macro Settings [

Protected View

Pievienojumprogrammas O lesp&jot VBA makro (nav ieteicams; var palaist iesp&jami bistamu kodu)

') Disable all macros except digitally signed macros ActiveX iestatijumi

) Enable all macros (not recommended: potentially L lespejot Excel 4,0 makro, jair iespgjoti VBA makro

dangerous code can run)

Makro iestatijumi

| . Izstradataja makro iestatjumi

Developer Macro Settings Zinojumu josla [T Usticaties VBA projekta objekta modela piekluvei
. Aréjs saturs
MWessage Bar [_J Trust access to the VBA project object madel N _

Failu blok&sanas iestatijumi
Abrd:imy e Privituma opcijas
Frivacy Options Pierakstitanas, kuras pamata ir veidlapa

Form-based Sign-in

| oK | ‘ Cancel
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Talak atveriet sadalu “ActiveX iestatijumi”(“ActiveX Settings”) un parliecinieties, ka
ir izveléta opcija “Pazinot, pirms visas vadiklas tiek iesp&jotas ar minimaliem
ierobezojumiem” (“Prompt me before enabling all controls with minimal restrictions”).

P&c izmainu veikSanas aizveriet un atkartoti atveriet Excel failu, lai iestatijumi statos
speka.

Trust Center ? X

USRI ActiveX Settings for all Office Applications
Trusted Locations
R " Disable all controls without notification
rusted Documents
Prompt me before enabling Unsafe for Initialization (UFI) controls with additionsl restrictions and Safe for

Trusted Add-in Catalogs (SED) controls with minimal restriction:

Add-ins | O [Brompt me before enabling all controls with minimal restrictions|

Enable all controls without restrictions and without prompting (not recommended: potentially dangerous

ActiveX Settings |
. controls can run)

Macro Settings
Protected View Safe mode (helps limit the control's access to your computer)
Message Bar

External Content

File Block Settings

Privacy Options

Form-based Sign-in

Protocol Settings

Uzticami izdevgi
Uzticamas atraganas vietas

Uzticamie dokumenti

Pievienojumprogrammas

Uzticamo pisviencjumprogrammu katalogi

ActiveX iestatjumi

Makro iestatfumi
Aizsargats skats

Zinojumu josla

Args saturs

Failu blokgtanas iestatijumi
Privatuma opeijas

Pierakstisanas, kuras pamata ir veidlapa

ActiveX iestatijumi visim Office lietojumprogrammam

2 Atspéjot visas vadiklas bez pazinojuma

> Paginot, pirms tiek iespéjotas vadiklas Nedrods inicializicijai (Unsafe for Initialization —
UFD) ar papildu ierobezojumiem un vadiklas Drogs inicializacijai (Safe for Initialization —

Elar

I © Pazinet, pirms visas vadiklas tiek iesp&jotas ar minimaliem ierobezojumiem I

T lespéjot visas vadiklas bez ierobezojumiem Un bez pazinosanas (nav ieteicams, jo var tikt

palaistas potenciali bistamas vadiklas)

Drodais reifms (ierobezo vadiklu piekluvi datoram)

Protokola iestatfumi

Cancel
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Ja arT péc So darbibu veikSanas makro joprojam nedarbojas, lidzu, aizveriet Excel
programmu, parstartgjiet datoru un péc tam vélreiz méginiet atvért Excel failu.

Gramatvedibas procesu (FG) un personala procesa (PP) aprakstu izmantoSana

Excel faila lietotajs funkcionali var filtrét datus $adi:

e D aile (iestazu atlase):

 izveloties interes€joSo iestadi, piemeram, Valsts asinsdonoru centrs, tiek
paradita tikai Sai iestadei raksturiga informacija;

o izveloties vertibu “Visas iestades”, tiek paradita informacija par visam
iestadém, kas ieklautas saraksta.



e no Qlidz AU ailem (procesu apraksts):
o konkrétai iestadei filtra, izveloties jebkuru citu vertibu, iznemot "blank",
iegiist katram procesam atSkirigas piecjamas opcijas, pieméram, “NIP”",
“Autotransports”, “Logistika” u.c., ieglistam iestades raksturigos (specifiskos)
dartfjumus;
o konkrétai iestadei, filtra izveloties vertibu "blank", ieglistam iestades
pamata darfjumus (standarts).

! Ja rodas tehniskas problemas ar faila atvérSanu vai funkcionalitati, lidzu,
sazinaties ar kadu no atbalsta komanda noraditajam personam:
Diana.Auzuleja@kase.gov.lv (Talr. +37166958897)

Daiga.Klavina@kase.gov.lv (Talr. +37167074247).
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