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Bce ynomsiHyTEIe B 3TOM JJOKYMeHTe Ha3BaHMSI IPOAYKTOB, JIOTOTHUIIBI, TOPIOBble MapkKu U
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Hu npu kakux oOCTOSTeNbCTBaX HeJlb3sl UCTOJIKOBBIBATh JII0O0e COfep)KUMOoe HaCTOSIIero
JIOKYMeHTa Kak IIpsIMOe WIM KOCBeHHOe Ipefj0CTaBjleHue JIMIIeH3MU WU IpaBa Ha UCIIOJIb30BaHUe
TOBApPHBIX 3HAKOB, JIOTOTUIIOB UJIM 3HAKOB OOCITY>KMBaHUS, [IPMBEJIeHHBIX B HEM.
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INEPEYEHb COKPAIIIEHUI

B HacrosieM nqokymMeHTe UCIIONb3YIOTCS Cllefytolue cokpaiienus (cm. Tabmuma 1):

Tabmuma 1. CokpailieHys U paciimdpoBKU

Coxpamrenue

PacmmdposBka

oC

OmnepanyoHHasi cUCTeMa.

[1O Mo#Oduc

[Tporpammuoe ob6ecnieuenme «MoriOdwuc [Touray.
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1 OBHIME CBEJEHUS

1.1 HasunaueHnue

«MoitOduc ITodtay — MOYTOBBIM KIMEHT Ijisi pabOThI C 3JIEKTPOHHBIMU COOOIIEHUSIMH,

KaJIeH/TapsIMH, 3a/la4aMU M aJIpeCHBIMH KHUTAMU Ha ONepaIfMoHHBIX cucTeMax Linux u Windows.
«MoiOduc ITouta» BXOOUT B COCTaB NPOJYyKTOB:
e «MoiOduc [IpodbeccroHaTbHbBINY;
o «MoitOduc CtaHgapTHBINY;
o «MoiOduc [Toutay;

e MyOffice Plus.

HOHPO6HOB ONKCaHMe BO3MOXHOCTEH IMPpUWIOXeHUda IIpruBejeHO B COOTBETCTBYHOLIEM

BaliemMy IIPpOAYKTY JOKyMeHTe «CDYHKI_II/IOHEUIBHLIQ BO3MO>XXHOCTH».

1.2 Cucremuble TpeboBaHHS

[Tpunoxenue npocrynHo tonbko Ha OC Microsoft Windows u OC Linux. IlomHbii
nepeyeHb TpeOOBAHUM K MPOTPAMMHOMY UM alllapaTHOMY 00ecliedyeHUIo MpUBe/IeH B JIOKYMeHTe

«MouOduc I[loura. CructeMHble TpeOOBAHUSY.

1.3 Orpannuenus

[Topnep:xuBaemble sI3bIKKA UHTepderica:
® DYCCKUIA;

® QHTJIMUCKUU;

® LICIIaHCKUU;

e (dpaHIly3CKUH;

L4 HOpTyTaJ'IbCKI/Iﬁ .
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2 IIOAI'OTOBKA K PABOTE

2.1 YcraHoBKa NpUI0kKeHUS

VcranoBka npunoxenuss «MoiOduc I[lodra» ocymecTBisieTcsi B COOTBETCTBUM C

IIPOIIeCCOM yCTAaHOBKH, OINKWCAHHBIM B pasfenax 2.2 U 2.3 pokymenTta «MoiOduc Ilodra.

PykoBojicTBO 110 yCTaHOBKEY.
[Tpunoxenue «MorOduc ITouta» nng OC Windows cuuTaeTcsi yCTaHOBIIEHHBIM, eCJIU B
pe3yJibTaTe IeMCTBUM, U3JI0XKEeHHBIX B pa3fiesie 2.2 yKa3aHHOTO JIOKyMeHTa, Ha pabodeM cToie

TI0JIL30BaTesId 1 B rimaBHoM MeHio OC OTO6pa)KEIETCSI SPJIBIK, Hpe,HCTaBHeHHbIﬁ Ha PI/ICYHKE 1.

2

MoiQdumc
Maovra

E L BeeawTe 38ech TEKCT ANA NOMCKa

Pucynok 1 - SApnbik «MoiOduc ITouta» Ha pabodem ctosie OC Windows

E

[Ipunoxenue «MonOduc Iloura» pns OC Linux cuyuTaeTcsi yCTaHOBJIEHHBIM, eClid B
pe3yJsbTaTe JIeMCTBUM, U3JI0KeHHBIX B pasfiesie 2.3 yKa3aHHOrO JJOKyMeHTa, B MEHIO MPWIOXKeHHUH

OC oTobpaaeTcs SpibIK, MpeJCTaBIeHHbIM Ha PucyHke 2.

@ ObpazoBaHne 5 Anbbom 3ameTok BasKet (Multi-Purpose Notepad)
|D¢M:: J | | 4 MoiOduc Moyta (MoYToBLIA KNWEHT)

@ CeTb . PepakTop ohopMNeHW KOHTAKTOB ONA MEe4aTw
CucTema J PepakTop odopMAeHMil KOHTAKTOB

3aBeplleHne paboThl ® PepakTop othopMmnedwa 3aronoskos KMail (Penak...

! 3KkcnopT AaHHLIX PIM (CpeacTBo 3KCMOPTa AaHH...

i

Pucynok 2 — dpnbik «MonOduc Iloura» B Mento npusnoxxenuit OC Linux

2.2 3amyck nNpuioKeHHs

Il 3amycka npwioxkenus «MonOduc Ilouta» He0OXOOUMO IIEJIKHYTH 110 ero SIpJIbIKY Ha

paboueM CToJie WK B IVIaBHOM MeH10/MeHIo npuioxeHui OC.
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3 OB30P UHTEP®EVICA ITPUJIOKEHUS

3.1 TI'maBHOe oKHO

OCHOBHOE OKHO TPHJIOXKEHUS! BBITVISIIUT CiieytoimmM oopa3omM (CM. PucyHok 3).

MaHenb nanok KoMaHgHoe MeHio  [NaHenb MHCTpyMeHTOB Pabouas obnactb

J Yeproanis - alexaddr smimovg@mrtmyafiice.ns - MoiOdmc Foura

Y Yeprosuku | alexandr.st

[NaHens 3akn

&) Mgpecwanwwwra (7] 3apaws 5] Hanewpaps [ Memka v T BuicTpbii gasTp

5 Oarxponuaawn O =

& Cospats

B MNonywute v

Bre nankm *11 o Asrop Ple Tewa flara + @B

"
~ B alexandrsmimno...rt.myoffice.ru o @ Anexcanp CumpHon U 29.11.2021, 15:31
e G @ Anescanap Cupros . frew  29.112021,23:38

B Eneva Cwmphosa
Anewrcanap CnpHos dsve 30.11.2021, 15:27

@ Anewcanap CnpHos 10.01.2022, 2253

2 <alexandremi office.ru> & O e B O B o

Tenea frew 29.11.2021,23:39

oy Mue <vadim_vk@inbox.ru> fr

> [ alexandersmim...yoffice-app.ru @ o vepronm coobuennn. Mzmennre X

> W Nokanbubie nankk

] news.testru

1 Henpoumranin: Beera:8 (@] Meponpkamin w

|
C'rpm(a COCTOAHKA

Pucynok 3 - OcHOBHOe OKHO IIPUJIO>KEHUS

3.2 KomaumgHoe MeHIo

ITo YMOJ/IYaHUIO KOMaHIHOE MEHIO He OTO6pa)KHETC$I B I'JIABHOM OKHe IIPUJIOKEHU.
YTo0BI OTO6pE:13HTb/ CKPbIThH I1aHeJIb MEHIO, BBIIIOJIHUTEe OJHO U3 CJIeAYIOIUX IEerCTBUM:

® IMeJIKHUTe HpaBOﬁ KJIaBUILIE MBI Ha I[IAHeJW 3aKJIaJOK M B KOHTEKCTHOM MEHIO

BbibepuTe duiaxkok ITanens MeHIo;

e ecnu [lagenn HWHCTPYMEHTOB IIOKd3dHd Hd 3KpdHe, IIeJIKHUTe 110 Heu HpaBOﬁ KJIaBUIIIEH

MBIIIIN U B KOHTEKCTHOM MeHIO IIOCTaBbTe (l)J'Ia)KOK Ilanens MEHIO,

e eciv llaHeJlb MHCTPYMEHTOB IOKa3aHa Ha JKpdHe, HaXXMHWTe Hd Hen KHOIIKY BBbI30Bd

meHio — (menro MoiiO¢uc Iloura), B mosiBUBIIIEMCsS MeHIO Bbibepute Bum >

Iloka3aTs/ckphITh > IlaHens MeHIO.

[lomuMo B3TOro, ecid KOMaHAHOE MEHIO YKe I[I0OKa3aHO Ha JKpaHe, Ui ero

0TOOpaXkeHUs1/CKPBITHS CyliecTByeT MyHKT MeHio Bup > Iloka3aTk/CkpeiTh > IlaHens MeHI0.
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3.2.1 Paiin

Mento @ai1 Coflep>XUT Ciieflyroliye KOMaH/bl:

1. Co3marp — npu BbIOOpe HAaHHOW KOMaH/blI OTKPBIBAeTCS IOJMEHIO CO CJIefyIOLIUMU

KOMaHJaMHU:
e CooO1menue — co3naTh CoobIIeHNe;
e CoObITHE — CO31aTh COOLITHE;
e 3amaua — co3/aTh 3a7a4y;
¢ ITanky — co3iaTh Danky B cCOCTaBe BbIOpAaHHOMW MalKy;
¢ BupTryasibHy10 manky — co3/1aTb BUPTYaJIbHYIO MATKY;

e HacTpouth MO0 y4eTHYI0 3aIIUCh IIOYTHI — JJOOABUThH YUETHYIO 3aIHCh;

° I[pyI‘I/IE YueTrHble 3aIlMCH — 3aIllyCTUTb MaCTep CO3OdHHd JOPYTHX Y4YeTHBIX

3aMuceu;
e Kanengaps — 3anycTUTh MacTep CO3[IaHUsI HOBOT'O KaJleH/aaps;
e KoHTaKT ajgpecHOil KHUTH — CO3/IaTh HOBBIM KOHTAKT.

2. OTKpBITH — IIPU BHIOOpE JAHHOM KOMaHIbl OTKPHIBAETCS TOJMEHIO CO CJIeIyIOIUMU

KOMadHOaMH.

° OTKprTb COXpaHEHHOe COOGII.(EHI/IE — OTKPBITb COOGH.IBHI/IE, COXpdHeHHOe

JIOKAJIBHO WJIKM Hd BHeEIITHEM HOCHTeJIe,

o PaiibI KajieHdapsa — OTKPLITb (baflf[bl KaJleH[1aps, COXpdHEHHbIe JIOKaJIbHO WJIN

Ha BHeIITHEeM HOCHUTeJIe.
3. 3aKpBITh — 3aKPHITh NMPUJIOXKeHHe Oe3 BbIX0/la U3 YUYeTHOM 3aIKCH.

4, CoxpaHHTB — COXPaHUTh BEIOpAaHHOE COOOITIeHHe.

5. CoxpaHHUTH U 3aKPBITh — COXPAaHUTh Y 3aKPBITh BHIOPaHHOE COO0DbIIeHue.

6. COXpaHI/ITb KadK — COXPaHHUTb BbI6paHHOE COO6IJ.[€HI/Ie JIOKAJIbHO WM HA BHEIIHWUHU

HOCHUTeJIb Kak bhaiyl Wi 11abJioH.

7. Iloy4uTh HOBBIE COOOIIEHHS JISl... — 3aTPY3UTh HOBBIE BXOJISIIHE COOOIEHUS Jis

YKBBaHHOﬁ y‘-IeTHDﬁ 3aIIMCHU UJIN BCEX YyYeTHbIX 3aIrcem.

8. OTIIpaBI/ITI: HeOTIIpaBJIEHHbIE COOﬁIIlEHI/Iﬂ — OTIpaBUTb HeOTIIpdBJIEHHbIE

COOOIIIeHUS.
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9. HOIIIII/ICKH... — HACTPOUTH IIdpaMeTpbl IIOAIMHMCKKW Hd BbI6paHHbIe IIaIIKH YKaBHHHOﬁ

Y4YeTHOM 3aIlvCH.
10. YpanuTh nanky — yJanuTh BEIOpaHHYIO MAIKY.

11. IlepeiMeHOBaTh NaNKy — IeperMeHOBATh BBIOPAHHYIO NAIKY .

12. CaxaTh manmkM — CXXaThb COZIepXKUMOe BCeX I1alloK y4eTHOW 3alHCH.
13. OmycTomuTh Manky «YAajJieHHbIe» — QUUCTUTD MATKYy « Y gajeHHbIey.

14. ABToHOMHAsi pabdoTa — BKIIIOYHUTL/BLIKIIIOUYHUTh AaBTOHOMHBIA PEXXUM W HACTPOUTH

napaMeTpsl paboThl B aBBTOHOMHOM peXUMe.
e PaGoTaTh aBTOHOMHO — BKJIIOUeHHe/BBIK/IIOUeHHe aBTOHOMHOI'O peXkruMa paboThl;
¢ 3arpy3uTh/CHHXPOHU3UPOBATh CeHYac — CHHXPOHHU3AIUsI COOOIEeHUH;
¢ ITapamMeTprI aBTOHOMHOI1 pab0THI — HACTPOWKN aBTOHOMHOM paboThI;
¢ ITomyunTh COOOIIEHNS CO 3Be3X0UKOMH — [TOJTyYUTh TIOMeYeHHbIe COODOIIeHM S ;
e ITonyunTh BhIJIeJIeHHBIEe — [10JIy4YUTh BblJleJIeHHble COO0IIeHuSI.

15. IleyaTh — HACTPOUTH IMTApPAMETPHI ITeYaTH U pacredaTaTh BEIOpaHHOE COODIIeHHe.

16. BbIxoa — BBIATU U3 TIPUJIOXKEHUSI.
3.2.2 IIpaBka

Mesio HpaBKa COAepKUT djieyromnye KOMaH/bl:

1. OTMeHHTH — OTMEHHUTh N0CJIeIHee BIIOJIHEHHOe JIeHCTBHe.

2. IIoBTOPHTH — NOBTOPUTH NOCIIe[IHEe OTMEeHEeHHOe JIeHCTBHe.

3. BbIpe3aTh — IOMeCTUTh BbljleJieHHbI pparMeHT B Oydep obMeHa C ero UsbsiTUeM K13
TEKCTa.

4. KommpoBaThb — ITOMECTHTD BbIZIeIeHHbIH ¢parMeHT B Oydep oO6MeHa 6e3 ero U3bATHs

Y3 TeKCTa.
5. BcTaBuTB — BCTaBUTH cojJlepkuMoe Oydepa obMeHa B yKazaHHOe KypCOPOM MeCTO.

6. YnaJme BbIGpaHHI)IE COOGHIEHI/ISI — 1epemMeCTHUTb BbI6paHHbIe COOGH.[BHI/IH B IIAIIKy

« y,[[a]'[eHHbIe ».

~

BrIgeuTh — BBIIEIUTDL COODIIICHU.
e Bce coo0mieHns — BLIIe/INUTEL BCe COOOIeHUS B ITallKe;

e OOcy:xaeHue — BbIIIIUTH 00CYXIIeHue;
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o OTMeUYeHHEBIe 3Be3M0YKO0N COOﬁHIEHI/Iﬂ — BBIJJ€JIMTh OTMe4YeHHbIe COO6H.[€HI/I$[.

8. Haitm — HalTU yKa3aHHble pparMeHTHl B COOOIIEHUSIX, COOOIIeHHs LeJIMKOM WU

ajzpeca.
e HaiiTi B 3TOM COOOIIEeHHH — IIOMCK B BBIJIEJIEHHOM COOOIIeHUH;
e HaiiTu emie pa3 — NOBTOPHBIN [TOUCK;
¢ ITouck coobIIeHNii — OTKPBITH AUAJIOT TTOWCKA COODIIEeHNUH;
¢ I';100anBHBII OUCK — OTKPBITH JHAJIOT TJI00aIbHOTO ITOWCKa;
e ITouck agpecoB — pacilIMpeHHbIM peXXUM IIOUCKA B aJ]peCHOM KHUre.

9. HBﬁpaHHaH manKa — BK/IIOYUTL/OTKIIOYUTD OTMETKY BbI6paHHOI>’I IMIallKh KdK

M30paHHOM.
10. CBojicTBa mankH — HACTPOMUTH [TapaMeTphbl BLIOPaHHOM IaIKU.

11. CBoiicTBa KajieHAApA — HAaCTPOUTD ITapaMeTphbl BLIOPAaHHOTO KaJjieHapsl.
3.2.3 Bupg

Mento Bup coniepxut ciefiyroriyie KOMaH bl
1. Iloka3aTh/CKpBITh — HACTPOUThH COCTaB MaHeJiel, O0TOOpaXkaeMbIX B TJIABHOM OKHe
TIPHITOKEHUSI.

2. Pa3zdouBKa OKHa — KOMaHjla Tpe[lHa3Ha4yeHa ]Il BbIOOpPAa BWJIa OKHA, a TaKXKe IS
BKJTFOUEHUS/OTKITIOYeHUs] OTOOpaKeH!s TMaHeNId IIalloK, KOJOHOK ITaHeNd IaroK U

00J1acTH TpOCMOTPa COOOIIIeHUH.

3. Ilankm — BbI6paTb THUII TIAIIOK, KOTOpbIe Cciienayer OTO6pa)KaTb Ha IIaHeJIM HdaBUI'allMH

II0 TarKam.
4. 3HAYKH — HACTPOUTH BHUJI 3HAYKOB.

5. MeponpusTisa — HaCTPOUTH [TapaMeTpbl 0TOOPaXKeH!UsT MepPOIIPUSITUM.
6. Kanengapp — HaCTpOUTH MapaMeTphbl OTOOpaKeHHUs KajleH/1apsl.

7. 3ajgadu — HACTPOUTH MapaMeTphbl OTOOpaXKeHUs 3a/1ad.

8. CopTupoBKa — HACTPOUTH COPTUPOBKY COOOIIEHU MO CJIeAYIONIMM IMPU3HAKAM: I10
KpUTEpHIO, TI0 BO3PAaCTaHUIO/yOBIBAHUIO U 110 0OCYyXJeHUsiM/He 110 obcyxaeHusm. C
MOMOIIBI0 JJaHHOW KOMAaHJbI MOXKHO TaKXKe BKJIIOUUATH/OTKIIOUUTh TPYIITHUPOBKY

COODIIIeHHH TI0O METOTy COPTUPOBKHU.
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9. OGCY)KIIEHI/IH — HACTPOUTL IIdpaMeTPhbL O6CY)KHEHHﬁ (BBaI/IMOCBHBaHHbIX nerro4dexk

COOOIIIeHUI).
10. 3aro/10BKH — HAaCTPOUTHL OTOOPAKeHHe 3aT0JIOBKOB.
11. Tesio coobuIeHNs B BUIe — HACTPOUTDH OTOOpaXkeHHe «TeJia» COODIIeHUS.

12. Iloka3bIBaTh BJI0XKEHUS B Tejle COOOIIeHHsI — BKIIOYMTh/OTKIIOYUTh OTOOpakeHue

BJIOXKeHUSs B «TeJie» COOﬁHIEHI/ISI.
13. Macmirab — HaCTpOUTh TTapaMeTphbl MacIITaba.
14. UcnipaBUTH KOJUPOBKY TEKCTa — BHIOPATh THIT KOJAMPOBKH TEKCTA.
15. UcXomHBIH TEKCT — OTKPBITH UCXOIHBIN KO B OT/IEJTbHOM OKHE.

3.2.4 Ilepexon

Mesro Ilepexon conepXuT cieAyrolire KOMaH/Ibl:
1. Cunenmyromiee — nepeiT K COOOIIEHUIO, CJIeJIyIONEMY 3a OTKPBITBIM, B COOTBETCTBUU C
BBIOpAHHBIM THUIIOM TIepexo/ia.

2. Ilpenpiaymiee — repelTy K pebIAyIeMy COODIIeHUIO B COOTBETCTBUHU C BIOPAHHBIM

THIIOM TIepexofia.

3. Bonepen, Ha3ag — komaHJbl TIpefiHa3HAYeHbI JJIs1 MTOCTIeq0BaTeJIbHOTO JBDKEHUS I10

YCTaHOBJIEHHBIM BpeMeHHbIM OTpe3KaM KaJleHZapsl.

4. Ceropmus — BbIOpATh Ha CeTKe KaJIeH/Iapsl CeTOTHSAIIHUMN JIEHb.

5. ITanmka — nepelTy K BLIOpAHHOM TariKe.

6. HemaBHO 3aKphIThbIe BKJIAJIKU — OTKPBITh HE[JaBHO 3aKPbITbIe BKJIAJKU.

7. HauanbHas CTpaHHuIlA — HEPEﬁTH Ha JOMAIIHIOKO CTPaHUIY ITOYTOBOI'O KJIMEHTA.

3.2.5 Coob0menua

Memnto CoolureHue CoIepKUT CeayroIe KOMaH/Ib:

1. Co3maTth — co3aTh COODIIeHMe.
2. OTBeTHUTb — OTBETUTh OTIIPABUTEIIIO COOOIIEHHUS.

3. OTBeTHTH BCeM — OTBETUTH OTIIPABUTEIIIO COO6H_[eHI/I$I N BCeM aJipeCdTdM OdHHOI'O

COO6H.[EHI/I$[, BKJIIOYas aZipeCaTOB B KOIIWH.
4. OTBeTUTH B PACCBLIKY — OTBETUTH Hd ITMCbMO, II0JTy4YeHHOe U3 I'PDYIIIIbI PACCBIIKH.

5. Ilepecnath — nepeciaTth BbIOpaHHOE COOOIIEHHE.
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8.
9.

10.

11.

12.
13.
14.
15.
16.
17.
18.
19.
20.

21

HEPECJIaTI) KdK — IlepeCjiaTb BbI6paHHOE COOGH.[EHI/IE KdK 49dCTb COOGH.[EHI/IH HWJIN KdK

BJIOXKeHHe K HOBOMY COOOIIIeHHIO.

IlepenanpaBUTh — IlepeHAIIpaBUTh BIOPaHHOE COODIIeHHe.

PenakTupoBaTh Kak HOBOe COO0IIeHHe — pe/lakTUPOBaTh COODIIIeHNe KaKk HOBOe.
OTKpBITH — OTKPBITH BEIOpaHHOE CO0DIIIeH e B OTIeIbHOM BKJIa/IKe.

OTKpBITH B pa3roBope — OTKPHITh B OTIEJIbHOM BKJIAJIKe MOJIHYIO IelOYKy IHCeM,

cojiep>Kalyro BbIOpaHHOe COooOIIeHue.

Bnoxxenus — koMaH7la aKTHMBHA, €CJIM K BbIOpAaHHOMY IMHCHMY TPUKPEIUIeHbI KaKue-
6o davnel (Brnoxenus). [Ipu BeiOOpe KOMaHbI OTKPBIBAETCS TOJIMEHIO, KOTOpoe

COOEPIKUT CIIMCOK 3TUX BJIOKEHWU XU KOMAaHIbI JIJ1s YIIpaBJIeHHUs UMU:
L4 OTKprTI) BCe — OTKPLITb BCE BJIOKEHU],;

° COXpaHI/ITI: BCe — COXPAHUTL BCe BJIOXXEHHUA B JIOKAJIbHYIO IIAIIKy WJIN Ha CheMHbIN

HOCHUTeEJIb,

° OTIIEJII/ITB BCeé — COXpaHHWTbL BCe BJIOXXeHHA JIOKAJIbHO WKW WK Ha ChbeMHBIN

HOCUTeJTb U YAQJIUTh UX U3 MTUChMa;

e YaanuTh Bce — YJIaJIUTh BCe BIIOXKeHUs, IIPUKPeIIeHHbIe K [TUChMY.
IIpucBoUTH METKY — YCTAaHOBUTb METKY J|JIsl BLIOpAHHOT'O MTHUChMa.
OTMeTHTB — IPUCBOUTH OTKPBITOMY MTUCHbMY BHIOPAHHBIN CTaTYC.
ApxuBHpOBaTH — NIepeMeCTUTh BLIOpAaHHOe COODIIeHre B aPXUB.
IlepemecTuTs B anky — nepeMecTuThb COODIIeHHe B BBIOPAHHYIO MATKYy.
KonmpoBats B manky — KOI“poBaTh COOOITeHe B BLIOPAHHYIO TaTIKY.
IloBTOPUTH NEepeMelieHHUe — [lepeMeCTUTb CO0bIIleHre TOBTOPHO.
Co3gaTth QWILTP — HACTPOUTH GUILTPAITUIO MTUCEM.
IIponycTuTh 00CY:K/IeHHe — IPUCBOUTD COOOITEHHI0 OTMeTKY IIpomycTuTs.

IIponycTuTh BeTKy 00CY:KIeHusi — pUCcBOUTh 0TMeTKy IIpomycTuTh BCell BeTke,

KOTOPOU MTPUHA/IJIEXKUT BHIOpAaHHOE COOoObIIeHue.

. OTcnexuBarTh OﬁcyDlmEHI/IB — IIPUCBOUTH OTMETKY OTciexunBaTh oerro4ke, KOTOpOfI

IIPpUHAJIEKUT BbI6paHHO€ COO6H_IeHI/Ie

3.2.6 CoObITHA M 3aKaUu

Menio CoObITHS H 3a/Id49M COAEepPXUT cjieJyrolre KOMaH/bl:
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9.

HoBoe co0bITHE — CO30aTh COOBITHE.
Hogas 3amaya — co3zmarth 3a1auvy.
Kanengapsb — OTKpBITH KaJleH/1apb.
3aauM — OTKPHITH MMaHeJIb 3a/ay.

OKcHopT KajeHjgapsi — SKCIOPTUPOBATh KalleHAAaph B YCTAaHOBJIEHHOM ¢opmare Ha

JIOKaJIbHBIM WM BHEIIHWUW HOCUTEeIb.

I/IMIIOPT — UMIIOPTUPOBATH KdJIeHOdpb B YCTAHOBJIEHHOM c])opMaTe C JIOKAJIBHOT'O HJIN

BHEIIIHero HOCUTeJI.
ITybukarus — ory6IMKOBaTh BEIOPAHHBIHN KaleH laph.

OTnucarbscs oT BbIGpaHHOI‘O KaJIeHMap4d — YIaJIUTh U3 CIIMCKA KadJIeHdPb, IIOAITMCKA

Ha KOTOprﬁ ocl)opMneHa I10JIb30BaTeJieM.

OTMeTUTH BBINOJIHeHHBIe — [IOMETHTh BbI6paHHbIe 3d/1d49M1 KdK BBIIIOJTHEHHEIE.

10. IIpuopureT — yKa3aTb IPUOPUTET 3aJa4H.

11. OTnoxkuTH 3aa4y — HACTPOUTH ITapaMeTphl OTIIOXKeHHOM 3a/1auu.

12. HaiiTi coOBITHA — OTOOPA3UThL/CKPBITD MTaHe b TTIOMCKA COOBITHH.

3.2.7 HHCTpYMeHTHI

Mesio I/IHCprMEHTI)I COAEepXKUT djieyrolne KOMaH/bl:

. AnpecHasi KHUra — OTKPBITh aJIDECHYIO KHUTY.

CoxpaHennbie (Qaiiibl — OTKPBITb CIIMCOK BCeX COXpaHEHHBIX (ailyioB B HOBOU

BKJIaJIKe.

HOIIOJIHEHI/IH H TeMBbI — OTKPBLIThb BKJIAJIKY YIIDABJIeHHW JOIIOJTHEeHHUIMMU.

Jucneryep paboThI — 3aITyCTUTh IUCTIeTYep PabOTHI.
PunbTPHI COOOIIEHUIT — CO3/1aTh, HACTPOUTD WIH YAAJIUTh GUIBTPBI COOOITIEHUH.

IIpuMenuTs QUIBTPHI K NaNKe — IIPUMEHUTb aAKTUBHBIM HAO0Op QUIBTPOB K

BbIOpaHHO MaTKe.

HpI/IMEHI/ITb (l)I/IJIprbI K BbIJIeJICHHBIM COOGIIIEHI/IHM — IIpUMEHHUTb AKTHUBHBIHN

Habop GUIBTPOB K BHIOPAHHBIM COODIIEHHUSIM.

BHHYCTI/ITL B IIalIKe aHTH-CIIaM (I)I/IJII)TPBI — 3dllyCTUTb dHTU-CIIaM d)I/IJIbTDbI.

ynaJII/ITI: COOﬁI].IEHI/ISI InoMeYeHHbleé KaK CIIaM — YJad/IUTb COO6III€HI/ISI, OTMe4YeHHbIe
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KadK CITaM.

10. MmMmopT — 3amyCTUTh MacTep MMIIOPTa COOOIIEHWM, aJ[pecHbIX KHHUT U APYTUX

HAaHHBIX IIPUJIO>KEeHHWS U3 YKa3dHHBIX I10JIb30BaTejIeM HCTOYHHUKOB.

11. Menemxep kimioueii OpenPGP — OTKpBITh JUAJIOrOBOe OKHO CO CIIMCKOM KIIFOUei

OpenPGP.
12. AHCTpYMeHTHI pa3padoTynKa — BbIOpaTh U 3aITyCTUTh MHCTPYMEHTHI pa3paboTUYHKa.

13. CrepeTh HeJaBHIOI0 HCTOPUI0 — YJaJUTh >KypHaja IOCeIlleHUH, Kelll, KyKd 3a

BbIOpaHHBIN IEPUOS.

14. Hacrpoiiku cunxponusanuu (MoitO¢uc IToura) — 3anmyCTUTh CUHXPOHHU3AIHIO

aKKayHTOB.
15. IlapamMeTpHhI y4eTHOI 3allMCH — HACTPOUTD IIapaMeTpbl aKTUBHOU y4eTHOM 3aIIMCH.

16. HacTpo#iKu — OTKPBITh HACTPOMKYU TPHIJIOKEHUS.
3.2.8 Cnpaska

Mento CripaBKa COJepXXUT Cllelyiolie KOMaH/bl:

1. ITomomp mo MoiitO¢uc IToura — OTKpPHITH B Opay3epe CTpPaHMITY IMO/JIEPXKKU

MoitOduc: https://support.myoffice.ru/.

2. Undopmanuss nna pelleHHs Ipo0deM — OTKPLITb CTPAHHUIY C TeXHHUYeCKOH

vHbopMaIiien o MPWIOXKeHUH JIJisl pellleHrs BO3MOXKHBIX ITPOOJIeM.

3. O MoitO¢muc IlouTa — OTKpPBHITH OKHO C OCHOBHOM MHPOpMaIXel O IPUIOXKEeHUH.

3.3 IlaHenb HHCTPYMEHTOB

ITanennb HUHCTPYMEHTOB I'NIaBHOI'O OKHA IIPpUJIOXKeHUWs COAep’KUT CJIeAYyIoIe KHOIIKHU:

1. IosyunTh — 3arpysuTb BXOJdIMe COOOIIEeHMs MJiI OCHOBHOM Y4YeTHOW 3aIluCHu
noJsib3oBaresis. YToObI 3arpy3uTh BXOISIIMe COOOIIeHN s 1JIsl APYTOM Y4eTHOM 3allMCH,
Ha)KMHTe Ha CTpesiky crpaBa OT kHonkd IlosmydymTh U B BBbINAJaloleM CIIHCKe
BbIOepUTe TpebyeMylo y4eTHYIO 3allUCh. YTOOBI 3arpy3uTh BXOJsIMe COOOIIeHUs 1Jis
BCeX YyYeTHBIX 3allMCell I10JIb30BaTesIsl, HAXMUTe HA CTPeJIKy CIIpaBa OT KHOIKU

ITosyunTs ¥ BhINOIHUTE KOMaHly Bce HOBBIe coobeHusI.
2. Co3maTthb — c037aTh HOBOE COODIIeHue,

3. AnpecHasi KHUTa — OTKDBITh aJIDECHYIO KHUTY.

4. 3ap;atm — OTKPLITb BKJIAZIKY 3d]/1d4.
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. Kanermapb — OTKPLITH KdJIeH1dPb.

6. Metka — OTKPBITb CIIMCOK KOMaH/I UM YIIpABJIEHHUSI METKdAMU COO6H.[€HI/H>'I.

~

. BeICTpBI GUABTP — 0TOOPA3UTL/CKPHITH HaHeNb OBICTPOro GUILTPA.

8. Cnnxponnsamm — OTKPBITb OKHO CMHXPOHH3dIIWUH dKKAYHTOB.

©w

— (OTkpbiTh MeHIO M0iiOduc IToura) — OTKpBITE MeHIo npunoxenus «MonOduc

[Touray.

KpOMe TOI'O, Ha IIdHeJIM UHCTPYMEHTOB PACIIOJIOKeHd CTPOKa r7100aILHOTO TIOMCKA ITHCEM.

Y100k OTO6pa3I/ITb/CKprTb I[IaHeJIb UHCTPYMEHTOB, BbIIIOJIHUTe OJHO H3 CJIeAYIOIINX

JEeVCTBUM:

® eCJIM KOMAaHAHOE MeHI0 OToOpakeHO, Bbibepure B HeM ¢uaxok Bug >

Iloka3aTe/ckpoITh > IIaHe/Ib HHCTPYMEHTOB IIOYTHI;

® JIeJIKHUTe npaBoﬁ KJIQBUIIIE MBIIM B IIAaHEJIM 3aKJIaJOK W B KOHTEKCTHOM MEHIO

BbIOepUTe ¢uiarkok IIaHe b HHCTPYMEHTOB IOYTHI;

® eCJIM IIdHeJIb MHCTPYMEHTOB II0OKd3dHd Hd 3KpadHe, MEeJIKHUTE I10 Heu npaBoﬁ KJIaBUIIIEH

MBIIIIY U B KOHTEKCTHOM MeHI0 BeiOepute ¢iakok IlaHe b HHCTPYMEHTOB IOYTHI;

® eCJIM [IaHeJIb MHCTPYMEHTOB IIOKd3dHd Hd 3KpPdHe, Ha>XMHTe KHOIIKY BbI30Bd MEeHIO =

(menro MoitO¢uc Iloura), B mnoOsBUBIIEMCS MeHIO BblOepure Bupg >

IToka3aTs/ckphITh > IIaHe b HHCTPYMEHTOB NOYTHI.

3.4 Ilanenrn mamok
Ha nanesnu nanok no yMo/T4aHHIO OTOOPAKAIOTCS CeAyIoIIMe MMarKu:

1. ITanka «HammeHoBaHHe YQETHOfI 3allCKU» COAEpPXXUT cjieJyIolre BJIO’KeHHbIE IT1alIKH:

o «Bxopnsmue» — coiepXXUT BXOASIIYI0 KOPPeCIOHIEHITHIO 110JIb30BaTells;
o «YepHOBUKW» — COJIEP’KUAT COXPAaHEeHHbIe YePHOBHKU COOOITIeHUI MOJTb30BaTes;
e «OTnpaBieHHble» — COOEPKUT OTIPABIEHHYIO KOPPeCIIOHAEHITUIO 110JIb30BaTelIs;

o «ApXI/IBbI» — COOepXuT KOppeCIIOHOeHIHWIO, IlepeMellleHHYIO II0JIb30BaTejieM B
dPXHUB. HaHHaﬂ IT1allKa IIOABJISIeTCs Ha ITaHeJIH IIAIIOK ITOCJIe TOI'O, KdK II0JIb30BaTeJIb

BIIepBbIe TIepeMeCTUT Kakoe-JInO0 coobIleHre B apXUB;
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o «Cnam» - COlepKUT COMHMUTEJIbHYIO BXOOAIIYIO KOppeClnoHeHIIH0,

ollpefieJIeHHYIO 110 PSiy KpUTepreB Kak CIlaM;

o «YaneHHbIE» — COAEep’KUT ydaJIeHHYIO I10JIb30BaTejieM KOPpeCIIOHAeHIIUIO0.
2. Ilanka «JIokaJbHbIE MMaIKu» COIep’KuT CiieAyroliye BJIOKeHHbIe ITallKKU:

o «I11ab0HB — COAEPKUT ITAOJIOHBI COOOIIIEHMI;

L4 «YJlaJIEHHbIe» — COIep’KUT KOpPpeCIIOHOEeHIHUI0, YyIOdJIeHHYIO II0JIb30BdTeJIeM IIpru

paboTe B aBTOHOMHOM peXHUMe;

o «Mcxonsiye» — COHOEPXKUT MCXOISIIYI0 HEOTIPaBIeHHYI0 KOPPeCIOHeHITHIO

I10JIb30BaTeJId.

B 060t u3 lepedyrcCiieHHbIX TIIallOK, 3a HWCKJIIOYeHrueM «JIokanmpHBIE TIANKW» >

«Hcxonsiyey, MOTYT cofiep>KaThbCsl TIAllKK, CO3/JaHHbIe MI0JIb30BaTesIeM.
Y1066l MPOCMOTPETh COfIepKUMOe KaKOW-TMO0 MalKH, IIeJIKHUTe [0 Hel MBIIIBIO.

Yrob6bl CKpBITH/OTOOPA3UTh IMaHeNb IAloK, B KOMAHJHOM MEHI0 CHHUMHUTE/TIOCTaBbTe

dnaxoxk Bupx > Pa3ouBka okna > Ilanens mamnok.

CoueTaHus KJIaBUIII JJI IIaHeJIn I1aIIOK:

e F2 — neperMmeHOBaTh NATKY;
e Del — yganuts nanky.

3.5 Pabouas obsacrTp

3.5.1 Chnucok coobOueHuit

Criicok coobIeHud TIpe/icTaBieH B BHjle TaOiuibl. B 3arosoBkax CTOJIOIOB TaOJIHITHI

CoepiKaTcCda cireayronye HHCTPYMEHTDI IS COPTUPOBKHU ITHCEM.:

1. 1 — otobpa3uTh coobilleHus1 B BUJle JepeBa. B nepeBe cooOllleHUM pOAUTEIHCKUM
3JIEMEHTOM SIBJIIETCS TIepBOe COoOIeHre B IelovKe TepernucKd, a JOYepHUMU —

MOCTIeTyIOIIMe COOBITeHNSI.
2. © — COPTHPOBATh COODIIEHUS TI0 TPU3HAKY MPOYHUTaHHBI/HEITPOYUTAHHEIE.
3. F — copTHpOBaTh COODIIEHHs 110 HaJIMYUI0/OTCYTCTBUIO dJiara.
4. 1 — copTUPOBaTh COOOIIEHUS 110 HAJTMYUIO/OTCYTCTBHIO BIIOXKEHHIA.

5. Tema — coptupoBath coobileHust o TeMe (10 andaBUTy B MpSIMOM KU OOpaTHOM
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Topsifike).

6. ABTOpP — COpPTHPOBAaTh COOOIIeHUs 110 aBTOPY (OTIpaBUTEIIO) MO ajdaBUTY B IIPSIMOM

¥ 00paTHOM HOpsiKe.
7. JlaTa — COpTUPOBATh COODIIIeHUs 110 JjaTe (110 BO3pPacTaHUIO U YOBIBAHUIO).

8. B — HACTPOUTL COCTaB CTOJI6I_[OB Ta6J'II/II_[bI IIpyu IoMouun YCTaHOBKI/I/ CHATHUSA (1)J'Ia>KKOB

PaCKpBIBAIOIIErocs CIIMCKa.
CodyeTraHus KJIaBHIII IJI CIIUCKA COODIIeHUI:

e Ctrl+P — pacnevarars coob1ueHue;

e Ctrl+S — coxpanuTb coobIiieHre Kak $aii;

¢ Ctrl+U — npocMoTpeTb UCXOIHBIN TEKCT COOOIIeHNS;
e Ctrl+A — BbIOpaTh BCe COODIIIEeHNUS;

e Ctrl+Shift+M — nepeMecTUTh/KOIIMPOBaTh COOOIIEHVE B MPeIbIIyIIyI0 IeJIeByIO

TanKy;
e Del — ypamuth coobienue;

o Shift+Del — ynanuth coobieHre 6e3 BO3MOXXHOCTH BOCCTAHOBIICHHS;
e 1 -9 — npucBOUTH MeTKy COODIIIEeHHIO;

¢ ) — ynanuTh MeTKy COODIIIeHuS;

e M — oT™MeTUTb COODIIIeHHe KaK TPOYUTAHHOE WIX HeIIPOYUTAHHOE;

e R — orMmeTuts 06CyX/leHre KaK IPOYUTAHHOE;

e Shift+C — oTMeTuUTb BCE KaK MPOYUTAHHOE;

e C — OTMeTHUTh KaK MPOYUTAHHOE 10 /1aTe;

e J — OTMeTUTDH KaK CIIaM;

e Shift+J — oTMeTUTH KaK He CIIaM;

e S — yCTaHOBUTH/yAaIUTh ¢uiar;

e Space — TIPOKPYTHTb BHH3 TeKylllee COOOIEHHe, 3aTeM IepedTH K CIIeyIoIemMy

HEIIPOYUTAHHOMY COOOIIIeHHUIO;
e F — nepeiitu k cienyomieMy coobIIeHHIO;

e B — nepeiitu k npesibiAyIieMy COOOIIEHUIO;
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oT — HepeﬁTH K dilenyrouiemMy HeIllpOYUTaHHOMY O6CY)K}1€HI/IIO U OTMETUTH TeKYyllee

obcyxeHre Kak IpOYUTaHHOE;
¢ | — mepeiiTu K ciieiyrolieMy MIPpOCMOTPEHHOMY COODIIIeHUIO;
¢ [ — mepeiiTu K MpebIAyIIeMYy IPOCMOTPEHHOMY COODIIEHUIO.
3.5.2 Oo6sacTs MPOCMOTPA COODIIeHUI
B o6mactu npocmMoTpa coobiiieHni COAeP>KUTCS:
1. Uudopmanus o6 oTrnpaBuresie, moyrydaTesie, TeMe COODIIEHUS U JlaTe OTIPABKHU.
2. Ila"entb nelicTBUH.

3. Ob6macTb 0TOOpaXkeHHUsI CoJlep>KaHUsT COOOIeHus], BLIDPAaHHOI'O B CIICKe COOOIIeHUH.

4. TlaHesb BIIOXKEHUIA.

3.6 Crpoka cocrostHUS

B crpoke cocrossHMs ~TpeicTaBieHa KaK ~JMHaMudeckas (CUeTYMK 3arpy3Ku
KOPPeCIOHJIeHI[MH, COODIIeHUsI O CTaTyce MaloK y4YeTHOW 3alMCH M [Ap.), TaK M CTaTH4ecKas

(KOJTMYeCTBO HEMPOYUTAHHBIX COOOIeHHH, 0OIllee KOJMYeCcTBO COODIeHuM) WHOpMAIUs O

paboTe TIOYTOBOTO KJIMEHTa, a Takke KHOIIKa (3] Meponpustua > , IpU TIOMOIIU KOTOPOH

OCYIIIeCTBJIsIeTCs BKJIIOUeHMe/OTKIII0UeHre 0TOOpaXkeHUsl IaHeJIu MepONpUSTHN.

3.7 Topsa4yue KJIABHIIHM YIPaBJIeHUs OKHAMU U BKJIAJIKaMU

e Tab — nepexon Kk ciiefiytoieMy 3jieMeHTy UHTepderica;

¢ Shift+Tab — nepexop k npenpinyIIeMy 35ieMeHTy HHTepdeiica;

e F6, Ctrl+F6 — nepexop k cienyrolileil aHejy MpUIOXKeHus;

e Shift+F6, Ctrl+Shift+F6 — nepexon k npeabiayliel MaHeny IpUI0XKeH!s;
e Ctrl+Tab, Ctrl+PageDown — ciieqtytorasi BKJIa/iKa;

o Ctrl+Shift+Tab, Ctrl+PageUp — npepasinyiias BKIaIKa;

e Ctrl+1 — nmomaniHsisi BKIaJiKa IPUIOXKEHUS;

e Ctrl+2-8 — Bxiianku c 2 1o 8;

e Ctrl+9 — mocieqHas BKIaOKa;

e Ctrl+Shift+B — anpecHas kHura;
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e Ctrl+J — coxpanénssle paisr;

e F1 — cnpaBka;

o Ctrl+Shift+I — uHCTpyMeHTHI pa3paboTunKa;

e F8 — nepexstounTs 00/1aCTh IPOCMOTPA COODOIIEHNUS;

o Alt, F10 — nepekstoudTh MaHes b MeHI0 (eCJId CKpbITA);

e Shift+F10 — moka3aTth KOHTEKCTHOE MEHIO;

e Win+! — cBepHyTb TeKylllee OKHO;

o Ctrl+W, Alt+F4, Ctrl+F4 — 3aKkpbITh OKHO WX BKIIAJIKY;

e Ctrl+Shift+T — BoccTaHOBUTH 3aKpBITYI0 BKJIQAKy (BOCCTAHOBUTH W IEperTd

TOCJIeJTHer 3aKPBhITOW BKJIAJIKE);

e Alt+F4 — Boriitu u3 MoiitOduc [louta — BBIXOJ U3 IPUIIOXKEHNSI.

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022

27



MonOdounc

4 IIAITKH

4.1 Hacrpoiika Bu/ia IaHeJH MANoOK

HJ'IFI HaCTpOﬁKH BUA AHEJeH I1aloK BbIGepI/ITe ITYHKT KOMdHJHOT'O MEeHIO BI/IH > Ilankmn.

B PaCKpbIBIIEMCS IIOAMEHIO OTO6p83$ITCH BAPHUAHTBI OTO6pa>KEHI/IH I1aIIOK:

1. Bce. OTobOpakaroTcsl BCe ManKu.

2. OobequueHHbIe. OTOOPAXKAIOTCS ATIKY, 00BeIMHEHHBIE B 00IIHe (OJIIepHl.

3. Henpouutannsie. OTOOpaXkaloTCs MalKW, COAep’Kalllie HelpOYUTaHHble BXOsIVe
COOOIIeHHS.

4. N3opanubie. OTOOpaXXaIOTCs AKX, TTOMeYeHHbIe Kak U30paHHbIe.

5. HegaBHo oTKpHITHIe. OTOOPaXXKatOTCsl HeJJaBHO OTKPBIThIe MaIIKH.

[Tpu BriObOpe MeHio Bup > Ilanku > KoMnakTHBIN BH IPOMCXOIUT O0TOOpaXkeHHe MarokK
B KOMITAaKTHOM BHJIe, TO €CTb OTOOPaXKaI0TCsl TOJIbKO 33JlJaHHbIe TaNky 0e3 MmoKa3a POAUTENIbCKUX

IT1aIIOK.

Cy1iiecTByeT BO3MOXHOCTD 110Ka3aTh WK CKPHITh KOJIOHKY B IaHes nanok. [lo HaxaTuio
Ha KHOTKY (7 WM Ha MpaByIO KHOIIKY MBIIIA B 00JIaCTH 3ar0JIOBKA OTKPBbIBAETCS BCILIbIBAIOIIIEe
MEHIO CO CIIMCKOM JOCTYIHBIX il 0oToOpakeHUs kojoHOK (Cm. PucyHok 4). UToOBI TOKa3aTh
WM CKPBITh KOJIOHKY, BblOepUTe 3jieMeHT crucka. CUMBoOIoM ¥ OyIyT MOJCBeYeHbl Ha3BaHUS

BHUIWMBIX KOJIOHOK.

Mnan HenpounTtaHHbie Beero &

v [ Mouta ana «ale...t.myoffice.ru» »  HenpouuTaHHble
~  Becero

] BxopAwme
— Pasmep

I__"| YepHOBHKN

OTnpasneHHble

PucyHok 4 - MeHIo HaCTpOWKU 0TOOpa’keHHsT KOJIOHOK

4.2 Co3maHue nmanku

YTo6BI CO31aTb HOBYIO IIAIIKy OJId COOﬁIIIEHHI:I, BBITIOJIHUTE CJIeAyroliye IeUCTBUS:

1. BrinmonmHuTe KOMaHy CO3/IaHUS TAMIKU OJJHUM U3 CJIeJTyIOITUX CIIOCOOOB:
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® Ha IIdHeJIM IIdIIOK BbLAeJIUTe IIdlIKy, B COCTaBe KOTOpOfI alegyer Co3adTb

BJIOKEHHYIO IIdIIKYy, 3dTeM BbI6epI/ITe IIYHKT KOMdHJAHOI'O MEHIO daiin > COBI[EITI)

> IIanky;

® Ha I[IdHeJIM IIdIIOK IIe/TYKOM HpaBOI;'I KHOIIKM MBbIIIX BblJieJINTE IIdIIKy, B COCTdBe
KOTOpOﬁ cilefyer CO31dTb BJIOXKEHHYIO IIdIlIKy, 3dTeéM BbIIIOJIHUTEe KOMAHIAY

KOHTeKCTHOro MeHi0 Co3aTh Manky.
2. B oxue Co3naTh manky BHITIOJTHUTE CIIeAYIOIIHe TeCTBUS:

e B 11ojie Ums YKa’XXuTe Ha3BaHNUe HOBOM MallKH;

e IpY HEOOXOAMMOCTH HU3MeHMUTe MalKy, KoTopasi OyzeT SIBISTbCS POJUTEIbCKOU
IVl CO3[1aBaeMOM, C IIOMOIIBIO BblNajatomiero cnucka Co3maTh Kak BI0KeHHYIO

MankKy;

e HaxkmMuTe KHONKY Co3gaTh manky.

Ecnu mnamka Obiia co3maHa B BebO-mpwiokeHun «MoOduc Iloura», TOo s ee

OT06pa)KeHI/IH B HACTOJIbHOM [IIPWJIOXKEHHWW HAXMHWTe Hd I[OdHe/IM HWHCTPYMEHTOB KHOIIKY

IHonyunTs.

4.3 IlepeumeHOBaHHe ITAIKU

Komanpa IlepenmeHoBaTh J10CTYIIHA IS 11ANIOK, CO3/IaHHBIX I10JIb30BaTejieM BPY4HYIO.

Yrobbl MepeMeHOBaTh MAIIKY, BBIIIOJIHUATE ClleyIollye JeHCTBUS:

1. BbI,I[EJ'II/ITe IMaIIKy HAa IIdHeJIH T4dI10K.

2. Brmomaute KOMaHy leperMMeHOBdHWA OJHUM U3 CIIeAYIOIIUX CII0CO0OB:

e BpIOepuTe ITyHKT KOMaH/IHOTO MeHIo Paiin > IlepeiMeHoBaTh Nanky;

® IMeJIKHUTe II0 IIaIlKe HpaBOﬁ KHOIIKOW MBI U BBIIIOJIHATE KOMaHy KOHTEKCTHOI'O

MeH10 IlepeuMeHoOBaTh;

® HAXXMUTE KIIdBUIITY F2 na KJIaBHUAType.

3. B okue HEpEI/IMEHOBaHI/IB HallKh YKaXuTe HOBOe€ Hd3BdHHe IIallKh W HaXXMHTe

kHOTIKY IIlepenmMeHoBaTh.

4.4 YnmameHue mankH

U3 AepeBd IIaIIOK MOXHO YIOAJIATh IIAIIKK, CO34aHHbIE I10JIb30BaTeJIEM BPYYHYIO.
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YTo6bl yIaNMUTh MATIKY, BHIIOJHUTE OHO U3 CJIeIYIONINX JeHCTBUIA:

® Ha TIIdHeJIM TIdlIOK BbIAeJWTe IIallKy JIEBOM KHOIIKOM MBIIIIH. BbI6epI/ITe ITYHKT

KoMaHIHOTro MeHI0 Paitn > YaanuTs nanky;

® Ha IIdHEeJIM IIdIIOK BbIJejIuTe IIdIIKy HpaB0ﬁ KHOMKON MBI, BpinomaHuTe KOMaHy

KOHTeKCTHOI'O MeHIO ynaJII/ITL.

[lanka nmepemMecTUTCS B MAMKY « Y IaJeHHbIEY.

4.5 Ouucrka nanku «YgajJeHHbIe»

B manky «YpaneHHble» TepeMeIlaiOTCS BCe yAaJeHHble Mankyd M coobineHus. YToObI

OYHCTUTL IIAIIKY «Y maneHHbIe), BHITIOJHUATE OTHO U3 (00 (SH19%:10)1117D:¢ JIeMCTBUM:

e BbIOepUTe ITYHKT KOMaHJHOro MeHi0 Paiin > OnmycTomuTh NankKy « Y AajJeHHbIey;

¢ Ha IIdHEeJIM T1aI10K BbIAeJINTe IIAIIKy «YJIBJ'IEHHBIG» HpaBOﬁ KHOIIKOU MBIIIIHA W BBITIOJTHUTE

KOMdHY KOHTEKCTHOI'O MeHIO OIIYCTOIIII/ITI) HHankKy «YIIHJIEHHBIE».

4.6 BupryanbHbIe HanIKu

HJUI TOTO, YTOOBI CO31dTb BUPTYaJIbHYIO IIAIIKY, BbI6epI/ITe OIVH U3 CJIeAYIoIIUuX

CIIOCOOOB:

e BbIOEepUTe MyHKT KoMaHaHOro MeHio Paiin > Co3aars > BupryaabHylo nankys;

® B [TaHeJIU OUWCKA COODIIeHU BhibeprTe COO0IIeHre U HaKMUTe Ha KHOTIKY CoXpaHHUTh

KaK BUPTYyaJIbHYI0 ITAIKY.
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Ha skpaHe mosiBUTCSI IMaioroBoe OKHO CO3[aHusl BUPTyanbHOU nanku (Cm. PucyHok 5).

Homan pupTyaneHan nanka *
Hmac alevandersmirnovitast-apgoru
Coagatk KaK BACHEHHYHE NaNEY B3 nokanermie nansw ~
BiGepnTe Nanky, B KOTO PR BYLET NPOMIBcIMTLCR Nowc:  BHGEaso 0 nanok BriGpark...

Hacr POMTE KPHATEDHAKM NOMCEE, W I1D.|1h.'1:,'«lﬁ‘\-'|hl= Ang AT au H-HPTE,lﬁﬂhHUQi nanekA:;

O BaiNoiHEHAW BEEK YEROERR Brinansesnd AreBora us yenoswa Bes kakmr-nnbo yeaoemi

ar w COMEPHWT w +

Co3gaTs OmraeHa

PucyHnok 5 - JluasoroBoe OKHO CO3/1aHUSI BUPTYAJIbHOU ITAIIKU

J171s1 co3anusi BUPTyalbHOM MAlKK BBIIIOJIHKTE Clleytolye JeHCTBUS:

1. BBenure uMs BUPTyaIbHOU MAIKU.
2. BribepuTe poguTenbCKyIO MAINKY, B KOTOPOW Oy/ieT co3/laHa BUPTYyasibHasl Iarika.

3. BpibepuTe peasyibHble Malkd, B KOTOPbIX OyAeT IPOM3BOAMTHLCS IMOUCK [JIsl TAHHOU

BUPTYyaJIbHOU IAIKHU.

4. CoopmupyiiTe KpUTEPUH TIOUCKA, B COOTBETCTBUU C KOTOPHIMU B BUPTYAIbHYIO MAIKy
OynyT nonagaTh coobmenus. s 3Toro BelbepuTe moJie IMIOMCKA, YCJIOBHUe U MIabJIOH.

HpI/I H€O6XO,[[I/IMOCTI/I MO>XHO CO31aTh HECKOJIBKO YCHOBHfI.
5. Haxxmure KHOIIKY COBHaTb JJId CO30aHUSA BHpTyaﬂbHOﬁ IIaIIKH.

6. Ilamka 6y21€T CO31aHa B COOTBETCTBHUHU C 3d/IaHHBIMU YyCJIOBUSMH.

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022 31



MonOdounc

5 OIIEPAIINU C COOBHIEHUSAMU

5.1 Co3ganue coo0meHus

CYH_[ECTBYET HeCKOJIbKO CIIOCOO0B CO31aHHS HOBOI'O COO6H.[€HI/I$IZ

® 113 OCHOBHOTI'O MEHIO IIPUJIOKEeHUS;
® 13 I[IaHeJIn PIHCTPYMQHTOB;

® 13 CIIMCKA COOOIIeHUH;

® 13 aIpeCHOY KHUIH;

® 13 IIaHe/IM ITMCbMaA.

5.1.1 W3 ocHOBHOr0 MeHI0 NPUIOKEHUS

B rmaBHOM MeHto mpwioxeHusi oTKpoute CooOmieHue. B OTKpLIBIIENCS TTaHEId MEHIO
(Cm. PucyHok 6) BeibepuTe oiuH U3 ciiefyiomux nyHKToB: Ce3math, OTBeTHTH, OTBETUTH
BceM, OtBerurh B pacceuiky, Ilepeciarb, Ilepeciars kak..., IlepenanpaBurs,

PenakTHpoBaTh Kak HOBOe COODIIIeHHe.

Coanate Ctrl+N
QTBETHTE Cirl+R
CTBETHTE BCEM Ctri+5hift+R

1
Nepecnate Ctrlel
Mepecnats Kau .

MepeHanpaeMTb

PenakTMpoBaTe Kak HoBOE cooBwenwe  Ctrl+E

Pucynok 6 - 3nemenTs! MeHto «Coob1ieHre»

5.1.2 W3 naHeny HHCTPYMEHTOB

Ha naHenu MHCTPyMeHTOB IaHeJy NAallOK Ha)XKMUTe KHOIIKY (&7 Cospats
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5.1.3 U3 coucka coo0meHui

B criicke coobitienuii BbibeprTe OHO U3 COOOITIEHUH M TTPAaBOM KHOIKOW MBI BBI3OBUTE
KOHTeKCTHOe MeHI0. T0 ke caMoe MOXHO CIIeJlaTh, OTKPHIB KOHTEKCTHOe MEeHIO B Tejie MMchbMa. B
OTKpBIBIIEKCS IIaHeJId MeHI0 BblOepUTe OJWH U3 CJIeJylIUX IyHKTOB: OTBeTHTH
ornpaBuren, OrBeruts BceM, OTBeruTh B pacchuiky, Ilepeciars, Ilepeciare Kak...,

IlepenanpaBuTth, PegakTupoBaTh Kak HoBoe coodmenue (Cm. PucyHok 7).

Tema .
OTHpEITE B HOBOH BRI OKE
OTHPEIT 4OCTYN K € OTHPBITE B HOBOM OKHE
OTHPRITE B pazroeope
% Ortyer

OTEETHTE OTNPABMTENID

4 Re: Otyer
OTEeTHTE BCEM

OTEETHTE B PACCHIARY
MNepacnate
Re: makeTt

MepecnaTe KaK

MNepexanpaBuTh

FPeaakTHpOEaTh K2k HOBOE COODILEHWE

Pucynok 7 - Co3gaHue MeHI0 U3 CITMCKa COOOIIeHUH

5.1.4 M3 appecHoii KHUTH

B a):[peCHOI\/’I KHHUTI'e BbI6epI/ITe KOHTAKT, HAXMUTE IIpdBYIO KHOIIKY MbIIIK, U B

OTKPBIBIIIEMCSI KOHTEKCTHOM MeHI0 BbiOepuTe komaHay Co3maTth coodmrenue (CMm. PucyHok 8).

Hma # | INSKTPOHHEA NoYTS OpraHu3auma

~ E Bre agpecHbie KHHIM
AHapeid Backunoes
H3MEHHTE KOHTAKT

B Nwunan aagpecHan KHKWra

Co3natb cooblweHHe
E MaoinOduc (Address Book)

MrHoseHHoe CcoofueHne

Pucynok 8 - Co3ganue cooOItieHus U3 aJipeCHON KHUTH

5.1.5 W3 nmanenu nmucbMa

Ha manenu nucbma BbIﬁepI/ITe OIWH M3 IIOYTOBLIX aJIpeCoB, OTKpOI\/’ITe KOHTEKCTHOe MEHIO

1 BeIOepuTe yHKT CocTaBUTH coodmenue st (Cm Pucynok 9). B aTom ciiyyae B OTKpBIBILIEHCS
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IIaHeJIM HOBOI'O ITMCbMa B I10JIe KOMy 6YI[€T HaXOIOUTBCS BbI6paHHbII‘/JI aJipec.

Dmitry Postnikov <pd2@mrt.myoffice.ru> #

Tenmz Re: TecTogan pacceinga 3

""""""" all_mrb@mrt.myoffice.rnu
fOata Twe, 2 Now 2021 12:45:36 +0300 .

MaenmagmiaTop <47771721-cch7-214b-c671-52e45a4bb1 72 @mre. myoffice.ru> Onfaous ¢ agpeanyio KHATY...
B otoerHa <e367d274-30e8-3de9-2918-7bf3F159053eb B mrt myoffice, rus CocrasuTe coobueHre ana

¥ <ed67d274-30e8-3de9-2918-Tofaf19053ch@met myoffice, > KONMPosaTs 3APec 3EKTROHHOR NoTE!

k]

Konuposams MMA | aEpec ANEKTROHHOR NOHTH

Pucynok 9 - Co3ganue cooOiieHus U3 MaHesy MMcbMa

5.2 OT3bBIB COO0IIEHUS

Panee OTIIpaBJ/IEHHOe COO6H_I€HI/I€ MOKHO OTO3BaTb, TO €CTb YAAJINTb W3 IIOYTOBOI'0O ANIWMKA

Iojry4arerid. OT3nIB COO0DIIeHS BO3MOKeH, eCJIf I10JIy4aTeJsIb elle He IIpoYeJI ero.

Yrobbl 0TO3BATh COODIIIEHKE, OTIIPABJIEHHOE paHee, BBIIOJIHUTE CllefyIollre AeHCTBUS:

1. Ilepeiinute B manky «OTmpaBieHHbIe» U BbibepuTe TpebyeMoe coobiiieHNe B CIIHCKe.

2. Ha manenu [ieiiCTBUM JaHHOTO COOOIEHUsI HAXKMUTe KHOIIKY === (BoJibIe meiicTBHIL)

U B BbIIIadIOIeM CIIMCKe BbI6epI/IT€ KOMaHY OTo3BaTh NHCHMO.

3. B okHe OT3bIB mUCbMa OTMeTbTe (UIaKKaMH IOJy4yaTeslel, y KOTOpPhIX TpeOyeTcs
0TO3BaTh COOOIlleHHe, WM TOCTaBbTe ¢raxok BeIOpaTh Bcex, eciu coobiieHue

TpeOyeTcsl 0TO3BaTh y BCeX IOJTydaTesiel.

4. Ecm Tpe6YETCSI MOJIYUUTh yBeJOMJIeHWe O pe3yJibTdTaX OT3biBd, IIOCTABbBTE (bﬂa)KOK

YBEIIOMI/ITI) 0 pe3yJjibTaTaX.

5. Haxxmure kHOnKy OTO3BaTh NMHCHMO.

Eciu B okHe OT3bIB mucbMa Obul yCTaHOB/IEH QUIXKOK YBeIOMHTBL O pe3yjbTaTax U
1oJTyyaTeslb ellle He IpodYes MMCbMO, TO HA IOYTY MpUeT yBedomiieHHWe 00 YyCIIeITHOM OT3bIBe

COOOIIeHUS.

5.3 3arpy3ska cooOieHuit

ITo ymonm4aHuio 3arpyska HOBBIX BXOZSIIMX COOOIIEHMH OCYIIeCTBJIsieTCSl IIpU BXOJle B
Y4eTHYIO 3allMCh U IIepUOJIMYeCKU 4Yepe3 paBHble UHTepBa/lbl BDeMeHU IIPU aKTUBHOMU Y4YeTHOU

3adlIHMCH.
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,HJ'I?I HaCTp0ﬁKH I[IapaMeTpoOB 3dI'PY3KHW HOBBIX COO6H.[€HPII>1 BBITIOJIHWUTE ClleAyrolire

IeVCTBUS:

1. Ortkpoiite okHo IIapamMeTpsl y4eTHOM 3aNMCH OJJHUM U3 CJIelyIOIIHX CIIOCOOO0B:

e BpiOepuTe NMyHKT KoMaHAHOro MeHio MHcTpymenThl > IlapameTpsl yueTHoM

3aITHUCH;

® Ha IIdHeJIM I1allIOK BbI6epI/ITe YUYEeTHYIO 3dllMCh, Jiajiee Ha CTpdaHH!IIe yquHOﬁ 3adllMCH1

B pa3fieiie HaCTPOﬁKH BbI6epI/ITe ITYHKT YueTHas 3anuCh.

2. B okue IlapameTpsl y4eTHOH 3allMCH, B MeHIO cjieBa Belbepute pasnen Ilapamerpsl

cepBepa U1 HaCTPOUTe aBTOMATHUYeCKYIO 3aTPY3KY BXOISIINX COOOIIEeHUH.

Yrob6bl 3arpy3uTh HOBble COOOIIEeHHs BPYYHYIO, BBIIIOJIHUTE OJHO M3 CJIeAYIOIIHX

IerCTBUM:

e BpiOepUTe MyHKT KOMaHJHOTO MeHI0 Paii > IlosyduTh HOBBIE COOOIIEHHS MJIS... U

YKaXXUTe OJVWH K3 BapuaHTOB: Bce yueTHble 3amucu, Tekymiasi ydeTHasi 3alHCh,

KOHKpeTHds y4eTHas 3allMChb U3 CIIMCKAa JOCTYITHbIX.

® Ha IIaHeJIn HMHCTPYMEHTOB Ha’XMUTe Ha CTpPeJIKY CIIpaBa oT KHOIIKHA

rl
& Monyuuts v  yu B pacKpheIBaoIleMcsl CIMCKe BblOepure ub6o Bce HoBBIe
C0001IeHus, MO0 KOHKPETHYIO YYeTHYIO 3aIMCh, IJil KOTOPOM HEOOXOIHMMO IOJIyYUTh

CoO00IIIeHMS.

5.4 IIpocMoTtp coobieHust

YTo06BI IMPpOCMOTPETDH COO6H.I€HI/IE, BbI6epI/ITe ero B CIIMCKe COOﬁIIIEHI/Iﬁ I1e/;19KOM MBIIIIH.

Coob1ienre oTobpa3utcst B 06J1aCTH TPOCMOTPA COOOIIeHUH.

5.5 OrTkpsIiTHE CO00IIEHHS B HOBOH BKJIA/IKe

Rel03i OTKPbLITb COO6H.[€HI/Ie B HOBOHM BKJI4JIKe, BbIJIEJIUTE €r0 B CIIMCKe COO6HI€HHﬁ u

BBIIIOJIHUTE OFTHO U3 CJIeIYIOIINX JIeMCTBUN:

¢ BuIOepUTe MyHKT KOMaHIHOTO MeH0 Coobmenue > OTKpPBITH;
® BbIJIEJIUTE CTPOKY COOOIIEeHHSs B CITUCKE JIBOMHBIM ITIeJTYKOM MBIIIIH;

® IIIeJIKHUTe IIO CTPOKe COO6H.[€HI/IH HpaBOfI KHOIIKOM MBI W BBIIOJHUTE KOMaHy

KOHTEeKCTHOI'O MeHIO OTKprTI) B HOBOH BKJIAaJIKe;
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e B 00/1aCTM NpPOCMOTpa COOOIIeHHs HaXXMHUTe KHOIKYy @c¢ (Bojblie medcTBHIN) U B

BBITIa1AOIIIEM CIIMCKe BbI6epI/ITe ITYHKT OTICpI)ITI) B HOBOH BKJIAJIKe;

e Haxxmure couyetranue kiasuiin Ctrl+O.

5.6 OTkpsITHE COO0IIEHNSI B HOBOM OKHE

Y100k OTKPBLITb COO6H_IeHI/Ie B HOBOM OKHe, BblJeJIMTe ero B CIIMCKe COODIIIeHUNA u

BBITIOJTHUTE OJTHO U3 CJIeJTYIOMIUX JIeMCTBUM:

® IIeJIKHUTe IIO CTPOKe COO6H.[€HI/IH HpaBOfI KHOIIKOM MBI W BBIIOJHUTE KOMaHY

KOHTEKCTHOI'O MeHIO OTKprTI) B HOBOM OKHeE;

e B 00/1aCTM NpPOCMOTpa COOOIIeHHs HaXXMUTe KHOIKY @c¢ (Bojblie medcTBHIN) U B

BBITIa1AOIIIEM CIIMCKe BbI6epI/ITe ITYHKT OTICpI)ITI) B HOBOM OKHE.

5.7 JlelicTBHA C BII0KeHUSIMH

[Tone BnoxeHus: oTrobpakaeTcss B HIDKHEM 4acTh 00/acTA MpOCMOTpa nucbMa. UToObI
IMTPpOCMOTpPEeTb 150580071 COXpPaHHUTb BJIOXKEeHHe, HBOﬁHbIM II1eJIY9KOM MBbIIIN OTKpOﬁTe CTaHdapTHOe

CHCTEeMHOe OKHO YW BbIOepuTe TapaMeTpbl cOXpaHeHHs BiiokeHHOTo daia (CMm. Pucynok 10).

Otepemime sconf_web3 docxs b

Bl cobUpasTelh OTKPHITE:
i5] conf_ web3.docx

sanRrwMAcE: Jokymedt Microsoft Office Word (2.4 MB)
3 imap:imap-mrt.myoffice. w393

Kaxk MoiQduc Moura cheayer obpabotars dTor daiin?
(O] Orkpeite B | Microsoft Office Word (no ysondaHmm) w
() Cogparnte dadn

[[] Bunonyate aBromatk-ecki 40 Beex GaRNoE 4aHHOMO TMNA.

Ok OtmeHa

Pucynok 10 - [TapameTps! coxpaHeHUs BIIOXKeHUS

I_ueJ'IKHI/ITe HpaBOﬁ KHOIIKOM MBIIIIM Ha BJIOXKEHHH, BbI6epI/ITe B OTKpbIBHIEMCHI

KOHTEKCTHOM MEeHIO BAPHUAHT IeVCTBUS C JaHHBIM BIIOKEHUEM:

1. OTKpBITE.

2. CoxpaHUTb KaK.
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3. Ymanure.
J171s1 makeTHOM 06pabOTKY BIIOXKEHHH MMChMa B TIPABOM YaCTH MaHeJIM Ha)KMHUTEe Ha KHOTIKY

CoxpaHHuTH Bce, B BbIIIa/Ial01leM MeHIO BbibepuTe BapyaHT:

1. OTKpHITH BCe.

2. CoxpaHUTb Bce.

3. Y[amurhb Bce.

5.8 OTBeTt Ha coo0IIeHHE

5.8.1 OTBeT oTIpaBHUTEIO

YToObI OTBETUTH AaBTOPY BXOJIAIIETO COOOIeHMs], BBIJIEJIUTe TaHHOe COOOITeHNe B CITHMCKe

Y BBITIOJIHUTE OTHO U3 CJIeJIYIOIIMX IeHMCTBUN:

¢ BLIOEpUTe MyHKT KOMaHAHOTO MeHI0 Coobmienue > OTBeTUTH;

® IMeJIKHKUTe II0 CTPOKe C006H_[€HI/IH npaBoﬁ KHOIIKOW MBIl W BBIIOJIHATE KOMaHOy

KOHTeKCTHOTro MeHi0 OTBeTHTh OTIIPABHUTEJIIO,

e B 00/1aCTM TNPOCMOTpa COOOIIEHUS] HaXXMUTe KHOIIKY o (OTBeTHTH OTHPABHUTENI0

3TOr0 COOOIIEHH);

e pHaxxmure couyeranue kiasuin Ctrl+R.

HENII)HGFIHIHE JIeMCTBHUS BBIIIOJIHIIOTCS aHAJIOTUYHO [JeMCTBUSIM IIpy CO3J1aHHK HOBOI'O

COODIIIeHUS.

5.8.2 OrTBer oTHHpaBHTEI0 H BCEM MOJIy4aTelsIM

YToOBI OTBETUTH dBTOPY BXO[s1iero COO6H.[€HI/IH " BCeM II0JIy4daTeJIsiM, BblIeJINTe JdHHOe

coobIIleHre B CITUCKE U BBIIIOJIHUTE OJJHO U3 CIIeAYIONIUX JeHCTBUM:

L4 BbI6epI/ITe ITYHKT KOMdHIHOT'O MEHIO COOGIIIEHI/IE > OTBeTUTDH BCeM;

e [[IeJIKHWTEe 110 CTPOKe COOOIeHUs NPaBOM KHONKOW MBIIIM U BBIIOJHUTE KOMaHIY

KOHTEeKCTHOTo MeHI0 OTBeTHTh BCeM,

e B 00JIACTU MPOCMOTPA COODIIEHUs] HAXKMHUTE KHOTIKY “ (OrBernts OTIPABUTEI0 U

BCeM II0JIy4aTeJisiM);

e paxxmure couetanue kinasuir Ctrl+Shift+R.
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HaHBHEﬁMHe JEeMCTBUSI BBINOJIHIIOTCS aHAJIOTHUYHO JIeMCTBUSIM IIpn CO31dHHMK HOBOI'O

CoO0Db1I1eHMS.

5.9 Ilepecshinka coobieHust

YT1oOhI rnepeciiaTb COO6H.[EHI/IE, BbLIeJINTE €T0 B CIIMCKe U BBIIIOJIHUTE OAHO M3 CJIeAYIOIIUX

IeVCTBUM:

° BbI6epI/ITe ITYHKT KOMdHIHOT'O MEHIO COOGIIIEHI/IE > l'[epecna’rb;

e B 00J1acTH MpoCcMOTpa CcoobIeHus: HaXkMuUTe KHOTIKY <— (IlepecyiaTh 3TO coobIIIeHHeE);

L4 OTKPOIZTQ KOHTEKCTHOe MeHIO IITeJITYKOM HpaBOfI KHOIIKH MBIIIIX I10 CTPOKe COO6H_[€HI/I$I u

BbINIoIHUTe kKoMaHAy IlepeciaTh;

e HaxxMmurte coueranue kiasuin Ctrl+L.

Haaneﬁmne IeVCTBUS IMPpOU3BOOATCA aHAJIOTUIHO IeUCTBUSM IIpr CO3[1aHWKU HOBOI'O

coobiienus. Bce BioxkeHus, TpUKpeIUieHHble K IepecbllaeMOMYy COOOIIEeHHI0, aBTOMaTH4eCKU
MepechlUIaloTCsl YKa3aHHBIM aJipecaTaM.
5.9.1 IlepechpLika cooluIeHHe B BUIe YaCTH

Jl71st Toro, uToOBI NepecyiaTh COOOIeHre KakK BIIOXKeHHe B IMCbMO, BbibepuTe cooOIeHue B

CIMcKke U BblOepuTe NYHKT KoMaHiHoro MeHio Coob0menue > Ilepeciate kak > Yacrth

coobmrenus. byneTr co3maHo HOBOe MUCHMO, CofiepXaliiee B cebe Tekyllee MUCbMO B TEKCTOBOM
dbopmare.
5.9.2 IlepechLika co001IeHNS B BU/Ie BJIOMKEeHHS

Jl71st Toro, 4ToOBI NepecyiaTh COOOIIeHre KakK BIIOXKeHHe B TMCbMO, BbibepuTe cooOIeHue B

CIMCKe U BbIOepuTe MyHKT KoMaHAHOro MeHio Coobmenme > Ilepeciats kak > BioxkeHnwue.

Bynet co3gaHo HOBOe MUCHMO, K KOTOPOMY OyIleT IPWIOXKeHO TeKylllee MUCbMO B popmaTe eml.

5.10 ToGaBneHue nmojab3oBaTesel K IepenucKe
Yro6bI 106aBUTH NT0OJIb30BaTesIel K IIepelrcKe, BBIIIOJIHUTe CIeiyIolue 1elCTBUS:

1. Hcnonp3yiTe cyliecTByoliee cooOIIeHHe s HajbHEHINel MepenucKd OJHUM U3

(0N (SP1974:0) 11174 CII0CODOB:

® BLIIejInuTe COO6H_IEHI/IE B CIIMCKe JIeBOM KHOIIKOM MBIIIIH. BbI6epI/ITe ITYHKT

komaHHoro MeHi0 Coob1ienue > PerakTHpoBaTh KaK HOBOe COOOIIeHNe;
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® BbIleJInTe COO6H.[€HI/Ie B CITMCKe HpaBOﬁ KHOIIKOM MBIIU. BpimomHuTe KOMaHy

KOHTEKCTHOI'O MEeHIO PEIIHKTI/IPOBEITI) KaK HOBoOe COOGII.(QHI/IE;

e gaxxMmurte codyetanue xiasuia Ctrl+E.

2. B OTKpBIBIIEMCS OKHe peJaKTUPOBaHHUs COOOIeHUs J100aBbTe HeoOXOAUMBIX

nosnb3oBatesel B noiisix Komy 1 Konms.

Hosele afpecaTel 6yyT 00aBiieHbl K [Teperucke.

5.11 ITomeTka co00LIeHUA KAK CIIaM

HJISI TOr'0 YTOOBI IOMETHTh COO6HI€HI/IE KadK CIIaM, BbIJeJInTe ero B CIIMCKe W BBIIIOJITHUTEe

OJHO U3 CJIeYIOIINX IeMCTBUN:

e BbIOepUTe MyHKT KoMaHHOro MeHI0 Coobmienne > Ormerutsh > Kak cram;

® IMIeJIKHUTEe IIO CTpOKe COO6H_[€HI/I$I npaBoﬁ KHOIIKOM MBI M BBIIIOJHUATE KOMaHy

KOHTeKCTHOro MeHio Otmeruth > Kak CIIaM;

o o L
e B obOjacTM TpPOCMOTpa COOOIIeHHs, Ha TIaHeIu MAeHCTBUM HaXXMHTe KHONKy 'L

(OTMeTuTh 3TO COODIIIEHHUE KaK CIaM);

® HaXXKMHUTe KHOTKY J Ha KJIaBUaType.

Coob1eHre nepemMecTurcs B nanky «Cram».

HHSI TOr'O YTOOBI BEepHYTb COO6H.[€HI/Ie u3 nanku «Cram» B HUCXOJHYIO TIAIIKY, BBIIIOJIHUTE

OJHO U3 CJIeAYIOLINX IeHCTBUN:

L4 Bbl6epI/ITe ITYHKT KOMdHIHOT'O MEHIO COOGIIIEHI/IE > Ormerutsb > Kak He CIIaM,

e [[IeJIKHWTEe 110 CTPOKe COOOIeHWs IPaBOM KHONKOW MBIIIM U BBIIOJHUTE KOMaHIY

KOHTeKCTHOTro MeHio OTMmeruth > Kak He CIIaM;

e B 00J1aCTH NPOCMOTPA COOOIeHHs Ha MaHeNlu [1eWCTBUM Ha)KMHTEe KHOIKY | Hecnam

(OT™MeTuTh 3TO COOOITIEHME KaK He CIaM);

e HaxxmuTe KHOMKY Shift+J Ha kiaBuaType.

5.12 Pa6ora ¢ MeTKamMu

COO6H_[€HI/ISIM MO>XHO IIpHUCBaWBAaTb Ppa3/IMdYHbIe METKU. KaK IIpeJyCTaHOBJIeHHLIe

(nanpumep, «BaxHoe» win «JIuuHoe»), Tak U co3/aHHble Bpy4dHyl0. CoobIlleHus, OTMedYeHHbIe
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MeTKdMH, MOXKHO 6bICTpO HAaWTHU B CIHCKe C IIOMOIIBIO HWHCTPYMEHTOB, PACIIOJIOKEHHbIX Ha

a”eay 6pIcTporo GUILTpa.

5.12.1 IlpucBoeHue MmeTKH

YTo6BI IMPpHUCBOUTHL OJHOMY WJIM HECKOJIbBKUM COO6III€HI/I$IM METKY, BblIeJINTe COO6HI€HI/I}I B

CIIMCKe U BBITIOJIHWUTE OJHO U3 CJIeAYIOIIUX IeVCTBUM:

e BplOepUTe NYHKT KoMaHAHOro MeHio Coobmenue > IIpucBouTh MeTKy U B

OTKPBIBIIIEMCSI TIOJIMEHIO OTMeTbTe UIa’KKOM TpeOyemMyro MeTKY;

® [MIeJIKHUTe TII0 CTpOKe COO6H.[€HI/I$[ npaBoﬁ KHOIIKOU  MBIIIIH, BI)I6epI/ITe ITYHKT
KOHTEeKCTHOI'O MeHIO HPI/ICBOI/ITB MEeTKY M B OTKpbBIBHIEMCS IIOAMEHIO OTMeTbTe

¢daxkoM TpebyeMyto MEeTKYy;

® Hd [IdHeJIM UHCTPYMEHTOB HA’KMHUTE KHOIIKY MeTtka u B BhHIIIaJd0IIeM CIIMCKe OTMeTbTe

daxxkoM TpebyeMyro MeTKy;

® eCJIM B CIIMCKe BBHIJIeJIeHO OJHO COO0DIIeHre, B 00J1aCTH IPOCMOTpA COODIeHHST HAXKMUTE

KHONKy @20 (Bosbme peiicrBui). Bribepure nyHkr IIpucBonmTh MeTKy U B

OTKPpbIBIIEMCS IIOAMEHIO OTMETbTe Cl)ﬂa)KKOM Tpe6yeMon METKY.

Jlnst ObICTpOM yCTAaHOBKM IIpeAYCTAHOBJIEHHBIX METOK MOXXHO HCIIOJIb30BaTh KHOIIKU

KJIaBUATyphI ¢ iubpamu 1-5. [liis aToro:

1. BroimenuTe ogHO WIKM HECKOJILKO COOOIIIEHUM B CIIUCKE.

2. Ha xnaBuaType HakmMutTe IMppPY, COOTBETCTBYIOIIYIO MeTKe, KOTOPYK Heob6X0IMMO

YCTaHOBUTD JJIA BbllI€JIEHHbIX COO6H.I€HPII>1:

e 1 — Baxnoe;
e 2 — Pabouee;
e 3 — Jluunoe;
e 4 — K ucnosHenuro;

e 5 — OTii0XeHo.

5.12.2 Co3manue MeTKH

YTo6BI CO3/1aTh HOBYIO METKY, BBITIOJIHUTE CJIeyIOIHe eHCTBHUS:

1. Ortkporite BriIaiky HacTpoiiku olHUM U3 CJIeIyIOMIUX CIIOCODOOB:
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e BplOepuTe MyHKT KkoMmaHjaHOro MeHi0o CoobOmenue > IIpucBoutrs MeTkKy >

anaBJleHne METKaMHU,

® IIeJIKHUTEe 10 CTPOKe 006010 C006HIEHI/I$I HpaBOﬁ KHOIIKOM MBIIIA W BBIIIOJIHUTE

KOMdHY KOHTEKCTHOI'O MEHIO HpI/ICBOI/ITb METKYy > YIIpaBJIEHI/Ie METKaMM;

® Ha IIdHeJId MHCTPYMEHTOB Ha>XMHTe KHOIIKY MeTka u B BbIIIaJdonieM CIIMCKe

BbI6epI/ITe KOMaHOy anaBJIeHne MeETKaMH;

® eCIIM B CIIMCKe BBIJEJIPHO OOHO CooOIieHue, B 00JIACTH IIPOCMOTPA COOOIIeHUS

Ha)XkMUTe KHOTIKY === (Bonbiie meiicTBuil). Boibeprte nyHKT IIpucBouTH MeTKYy

" B OTKPLIBIIEMCA IIOJMEHIO BbIGepI/ITe KOMaHy anaBJIeHne MeTKaMH.

2. Bo Bxiaake Hacrpoiiku HaxkmuTe KHONIKY Co3AaTh.

3. B oxHe HoBasi MeTKa yka)kuTe UM U 1IBeT MeTKU 1 HaxkmuTe KHONIKY OK.

Yrobbl co3/1aTh M TPHUCBOUTH COOOIIEHUIO HOBYIO METKY, BBIIIOJIHWUTE Clle[yloIiye

IEeVCTBUS:

1. BbI,I[EJ'II/ITe COO6H.I€HI/Ie, KOTOpOMY HeO6XOI[I/IMO IIPUCBOUTDb HOBYIO METKY.

2. OTKpOﬁTe OKHO CO3[IaHMSI HOBOM METKH OJTHUM U3 (0N (SP19%4:0)1117D:¢ CITOCO0OB:

L4 BbI6epI/ITe ITYHKT KOMdHJIHOT'O MeHIO COOﬁI.[IEHI/IE > HpI/ICBOI/ITL METKy > HoBas

MeTKa;

e IIIeJIKHWTE TI0 CTPOKe COODIIeHNs IIPaBOW KHOIIKOM MBIIIK U BBIIOJIHUTE KOMaHIy

KOHTeKCTHOI'O MeHIO HpI/ICBOI/ITI: METKYy > HoBaa MeTKa;

® Hd IIdHeJId MHCTPYMEHTOB Ha>XMHTe KHOIIKY MeTka ¥ B BBHIIQJAIONIEM CIIMCKe

BbIOepuTe koMaHy HoBast MeTka;

e oCJIM B CIIMCKE BBIIEJICHO OMHO cooOlieHue, B 00JaCTA IIPOCMOTPA COOOIIEeHUs

HaXMUTe KHOTIKY <=« (Bbosbmre meiicrBuii). Beibepute nmyHkT IIppcBOUTH MeTKY

Y B OTKpBIBILIEMCS [T0JIMeHI0 BbiOeprTe koMaHy HoBast MeTKa.

3. B oxHe HoBasi MeTKa ykakuTe UM U 1IBeT MeTKU 1 HaxkmuTe KHONIKY OK.
5.12.3 PepakTHpOBaHHe MeTKH

[Ipu HeoOxoauMOCTH 111 1060 METKU MOXKHO U3MEHUTh UMsI U/WJTH 11BeT.

Yrobbl peJlakTHPOBATh METKY, BBITIOJIHUTE CIIeAYIOIIHe 1eCTBUS:

1. Orkporite Briiaaky HacTpoiiku olHUM U3 ClIeIyIOMIKUX CIIOCODOOB:

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022



MonOdouc

e BplOepuTe MyHKT KkoMmaHjaHOro MeHi0o CoobOmenue > IIpucBoutrs MeTkKy >

anaBJIenne METKaMHU,

® IIeJIKHUTEe 10 CTPOKe 006010 COO6HI€HI/I$I HpaBOﬁ KHOIIKOM MBIIIA W BBIIIOJIHUTE

KOMdHY KOHTEKCTHOI'O MEHIO HpI/ICBOI/ITb METKYy > YIIpaBJIEHI/Ie METKaMM;

® Ha IIdHeJId MHCTPYMEHTOB Ha>XMHTe KHOIIKY MeTka u B BbIIIaJdonieM CIIMCKe

BbI6epI/ITe KOMaHOy anaBJIeHne MeETKaMH;

® eCIIM B CIIMCKe BBIJEJIPHO OOHO CooOIieHue, B 00JIACTH IIPOCMOTPA COOOIIeHUS

Ha)XkMUTe KHOTIKY === (Bonbiie meiicTBuil). Boibeprte nyHKT IIpucBouTH MeTKYy

" B OTKPLIBIIEMCA IIOJMEHIO BbIﬁepI/ITe KOMaHy anaBJIeHne MeTKaMH.

2. Bo Bkiaske Hacrpoiiku BbiieniiTe TpeOyeMylo MeTKy U HaOXMUTe KHOIIKY VI3MeHHUTb.

3. B oxHe PemakTHpoBaTh MeTKy H3MeHHTe HUMS W/WIM LBeT MeTKU U HaXMHTe

kHonky OK.
5.12.4 TIouck cooOLIeHNIT C MeTKaMU
Jlnst  ObIcTpOro TMoucKa cooOIeHuii € MeTKaMH BOCHOJIb3yHTeCh WHCTPyMeHTaMU

bUIbTpaIu U COPTHPOBKH.

Ytob6bl 0TOOpa3uTh B CIKUCKE TOJIBKO COOOINEHWs C MeTKaMM, Ha [aHeJud OBbICTPOro

dunbrpa HakmuTe KHOTNKY & (Merku). YTOOBI OTMEHUTH MpaBWIO GUIBTPAIMM, HaXKMUTE

JAaHHYIO KHOIIKY IIOBTOPHO.

YToOBl COPTMPOBATh COOOINEHUS MO0 HAJIUYUIO0 METKH, IeJIKHUTEe IO 3aroJIOBKYy CTOOIa
Metka. Bce coobiienusi ¢ MmeTkaMu 0ToOpasaTcs B KOHIle ClMCKa coobiieHuit. [Ipu nmoBropHoM
IlejlYKe 110 3arojioBKy crosibna MeTka Bce cOOOIIeHMs C MeTKaMHU OTOOpasqTcs B Hadalle

CITMCKaA.

YT0OBl OTMEHUTH COPTUPOBKY 10 HAJIMYKIO METKHU, OTCOPTUPYHTE COOOIINEeHUs] B CIIMCKe
10 IPyTOMy NPU3HaKy (Harpumep, 10 JaTe).
5.12.5 CHgarue MeTKH

YTobObl CHATH METKY, YCTAaHOBJIEHHYIO ISl OJTHOTO COOOIIeHMs], BHIIOJIHUTe Clle[lyIoIiue

JEeVCTBUS:

1. Boimenurte gaHHoe cooOleHue B CIIMCKe.

2. CHumute ¢GaaXkok METKA OOHUM K3 CHOCOOOB, ONMMCAHHBIX B pasfese [IprcBOUTH
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METKY.

YToOBI CHATH METKU Y BCex COO6H.[€HHI>1 B CIIMCKe, BLIIIOJIHUTe OJHO K3 CJIeAYIOIIUX

JEeVCTBUM:

¢ BpiOepuTe MyHKT koMaHIHOTO MeHI0 Coobienue > IlpucBouTs MeTKy > YIaauTh Bce

METKH,

® IIeJIKHUTe II0 CTpPOKe JII000T0 COO6H_IEHI/I$[ HpaBOﬁ KHOIIKOM MBIIIIA W BBIIIOJIHUTE

KOMdHY KOHTEKCTHOI'O MeHIO HpHCBOI/ITb METKY > YIIEUII/ITI) BCeé MeTKH,

¢ Ha INaHeJIM UHCTPYMEHTOB HA’KMHUTE KHOIIKY MeTka u B BBITIaJdIONIeM CIIMCKe BbI6epI/ITe

KOMaHAy YJaJINTh BCe METKH;

® eCJIM B CIIMCKe BBHIJIeJIeHO OJHO COO0DIIeHre, B 00J1aCTH IPOCMOTpA COODIeHHST HAXKMUTE

KHONKy @20 (Bosbme peiicrBuii). Bribepure nyHkr IIpucBonmTh MeTKYy U B

OTKPBIBIIIEMCSI TTO/IMEHIO BbIOepUTe KOMaHy Y AaJNTh BCe METKH;
® HaXXMUTe KJaBuilly ¢ iudpoi 0 Ha KiIaBUaType.
5.12.6 YpajieHue MeTKH
JIt06y10 MeTKy MOXKHO YIalUTh. J{JIsl 3TOTO BBINOIHUTE CJeIyIolue TeHCTBUS:

1. Ortkporite Biaiky HacTpoiiku olHUM U3 CIIeIyIOIMIKUX CIIOCODOOB:

e BpiOepuTe MyHKT KoMmaHiHOrO MeHIO Coob0menue > IIpucBoutrsr MeTkKy >

Ynpasienue meTkaMu;

® IIeJIKHUTe 110 CTPOKe 7100010 COO6H.[€HI/I$I HpaBOI;’I KHOIIKOM MBIIIHA U BBIIIOJIHUTE

KOMdHY KOHTEKCTHOI'O MeHIO HpPICBOPITI) METKY > anaBJIe}me MEeTKaMH,

® Hda IIdHeJIM MHCTPYMEHTOB Ha>XMHTe KHOIIKY MeTka U B BhIIIaid0onieM CIIMCKe

BbI6epI/ITe KOMaHOYy anaBJIe}me MEeTKaMH;

® eCJIM B CIHCKEe BBIIEJIeHO OOHO COO0OIeHue, B 00JIaCTH IMPOCMOTPA COOOIIEeHUs

Ha)XKMUTe KHOTIKY ¢=¢ (Boabiue meiicTBuil). Boibeprte nyHKT IIpucBOoMTH MeTKYy

" B OTKPLIBIIEMC IIOIMEHIO BbI6epI/ITe KOMaHy anaBJle}me MEeTKaMMH.

2. Bo Bxianke Hacrpoiiku BbiieniuTe TpeOyeMylo MeTKY U HOXMUTe KHOIIKY Y AaJIMTh.

5.13 OTMeTka NPOYUTAHHBIX WU HENIPOYUTAHHBIX THCEM

YTo6BI OTMEeTHUTDb OJHO NI HeCKOJIbKO COO6IH€HHﬁ MMPpOYUTaHHBIMHA 50)051
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HeIlIpO4YuTaHHbIMU, BblIeJINTE UX B CIIMCKe U BBIIIOJIHUTE OJHO U3 CJIeYIOIINUX IeMCTBUM:

1. Boibepute mnyHkT komaHaHoro MmeHio Coobmenme > Otmerurs > Kak

npouyutanHoe / Kak HenpounTaHHoe.

2. lllenkHuTe MO BbIIEJIEHHBIM COOOIIEHUSIM IPaBOM KHONKOM MBIIIM U BBIIIOJIHUTE
KOMaH/ly KOHTeKCTHOro MeHi0 Otmerurh > Kak npoumrannoe / Kak

HeIIpo4YuTaHHOe.

3. Eciu B cmmcke BBIIEJIPHO OOHO CoODOIleHMe, B 00JIACTA OPOCMOTPA COOOIIeHUs

HaXXMHUTe KHOTIKY ¢=¢ (BoJbie JefcTBUI) U B BBIMIAJAIOIEeM CIHCKe BbIOepUTe MyHKT

OTMeTHTB Kak Ipo4yuTaHHoe / OTMeTUTh KaK HeIIPOYHTAaHHOe.
4. B aHrIMICKOM pacKiajike KJIaBUATypbl HAXKMUTe KilaBuily M.
5.14 Pa6ora c ¢psaramu
JIroboe coobiieHre B CIIMCKe MOXXHO OTMeTUTh (pyiaroM ™, 4ToObl 00JIeIYUTh ero MOUCK B

JajbHeMIIeM.

OTMeueHHbIe COOOIEHMS XOPOIIO 3aMeTHBI IIpYM IPOKPYTKe CIIMCKa BpyuHyr0. Kpome
TOrO, JUIsl IIOMCKa JIaHHBIX COOOIeHHM IIpelyCMOTpPeHbl MHCTPYMeHThl QWIbTPallUd U
COPTHPOBKH.

5.14.1 OTmeTKa coobirenus: ¢prarom

YT1oOBl OTMETHTH OIHO WM HECKOJbKO COOOIeHuN ¢aaroM [, BbifeuTe JIaHHbIe

COO0DIIIeHNs B CITMCKe Y BBIIIOJIHATE OJTHO U3 CJIeYIOIINX J1eWCTBUM:

e BbIOepuUTe MyHKT KoMaHIHOTO MeHI0 Coobmenue > OTmeruts > Par;

® ITeI9KOM HpaBOfI KHOIIKHM MBIIITH OTKpOfITe KOHTeKCTHOe MeHIO W BBIIIOJIHUTE KOMdHAY

OtMeTHuTEs > Paar;

¢ B CTPOKe KaXOoro U3 BblJeJIEeHHbIX COO6H.I€HPII>1 IIeJIKHUuTe II0 MapKepy )

pacnoiioxkeHHOMY B ctosbie F (CopTHpoBaTh 110 HAJIM4UI0 ¢piara);

® B QHIVIMMCKOM pacCKiiaJike Ha>XMUTe KJIaBUIITY S.

B crpokax BeiOpaHHBIX cooOIeHuH, B cTosibIe F (CopTHpoBaTh Mo HaMM4uio ¢Jiara)

oTobpasutcs ¢uiar

Yrobbl ynamuTh ¢uar, BblienuTe TpeOyeMble COOOIIEHUS] Y BBIIOJHUTE OJIHO U3
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OIIMCAaHHBIX BBIIIIe HEﬁCTBHﬁ IIOBTOPHO.

5.14.2 Ilouck coobueHuii ¢ piarom

s OpICTpOro TMOMCKa coobmeHuid ¢ ¢rarom BOCIIOJIb3yHTeCh HWHCTPYMeHTaMU

(l)PIJIpraIIPII/I " COPTHUPOBKH.

Yrobsl 0TOOpa3WTh B CHMCKe COOOIIeHHs TOJNbKO € ¢uarom M, Ha HaHeaud OBICTPOro

dunbTpa HAXXMHTE KHOIKY ™ Onar. Yroeu ormenwts IpaBWIO UIbTPALIMK, HaXMHTe

HAaHHYIO KHOIIKY IIOBTOPHO.

Yro6bI cOpTHpOBaTh COODIIEHUS 110 HAIWUMIO ¢uiara ™, IIeJIKHUTe 110 3aroJI0BKy CTOJIOIA
# (CopTupoBaTh no Hanunuuio ¢ara). Bce coobienusi, otmedeHHble ¢uiarom ™, oToOpassTcs B
Hayvasie CIiMcKa coobmmenuit. [Ipy moBTOpHOM Iiesuke 1o 3aroyioBKy crosibia - (CopTupoBaTh 1o

HAJIHIHUIO0 (l)JIaI‘a) BCe COO6H.[€HI/I$[, OTMe4YeHHbIe CbHaFOM , OTO6p83$ITC$[ B KOHIIe CIIMCKA.

YTo6bI OTMEHUTb COPTUPOBKY IO HAIMYMIO ¢uiara ™, OTCOPTUPYMTe COODIIeHuUs B CIIMCKe

10 IPyroMy MpH3HAKY (HampuMmep, I10 J1aTte).

5.15 KonupoBaHnue niu nmepemenieHume CoO00IMIeHMH

Y1ob6bI KOMMPOBATh WM lepeMeCTUTh OJTHO WM HeCKOJIbKO COOOIeHHi B IPYTyI0 MamkKy,
BBLITIOJTHUATE CJIeAYIOIIHe IeUCTBUS:
1. Brigenute cooOiieHusa B CIUCKe.

2. Brmonaute KOMadHy KOIIMPOBAHUS WIKW IlepeMelieHnsd OIHWM K3 CJIeAYIOIIUX

CIIOCO0OOB:
e BoIbepuTe MyHKT KoMaHAHOTO MeHIO Coobinenue > IlepemMecTHTh B ManKy WM
Cooo0mienne > KonupoBars B Marnky;

® IMeJIKHHUTe II0 BbIJeJIeHHbBIM COO6H.[€HH5[M HpaBOﬁ KHOIIKOU MBIIIA H BbI6epI/ITe
KOMdHY KOHTEKCTHOI'O MeHIO HEPEMECTI/ITB B IanIKy WIN KOHI/IPOBHTI) B

NaInKy.

3. B oTkpmIBIIEMCSI TIOJIMEHIO  yKaXKuTe TAlKy, B KOTOPYIO  HEoOXOJIUMO

repeMeCTUTL/CKOITMPOBATh BbIJleJIEHHbIE COOOIIeHUS.
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5.16 BeicTpBIil GUIABTP COOOIIEHUMH

[Tanens ObicTporo ¢uibTpa NpefHa3HadyeHa sl (QUIbTPALMM CIIMCKA COOOIIEeHWH II0

Pa3JIMYHbIM IIapaMeTpaM.

YTo6bI CKPBITH/0TOOPA3UTh MaHes b ObICTPOro GUIIBTPA, BBIIIOJIHUTE OHO M3 CJIe/IyIOLIUX

INeVCTBUM:

® B KOMaHJ/IHOM MeHI0 CHUMUTe/TiocTaBbTe ¢iaxkok Bua > Iloka3aTts / ckpoITh > Ilanens

ObICTpOro GUILTPA;

ﬁ =
® Ha NaHeJIW MHCTPYMEHTOB IIPUIOXKeHUs Ha)KMUTe KHOIIKY U BoicTpeiit puneTp ;

e Haxxmure coueranue kiasuin Ctrl+Shift+K.

B oxHe coobiiieHuit nosiBUTCS NaHesb ObIcTporo ¢puiibTpa coobienui (Cm. Pucynok 11).

# @ HenpouwTanHeie ™ @nar & Koutakr @ Metkm [ Baomedwn o
A | © | AsTop =N} Tema Nata i
pel2 grnrtmyoffice.ru TecToBan pacceNka & 01.11.2031, 11:21
*  Dmitry Postnikow e [ Re: Tectoean pacceinka 3 02.11.2021, 12:45

Pucynok 11 - Ilanens 6bicTporo ¢puibTpa coobiieHnn

® HA’XMHUTe KHOIIKY # 15 (1)I/IKC8L[I/II/I q)HJIpra TIpU IepekKJIt0YeHnH I1dI10K;

e HakMHuTe KHOMKY @ HenpouuTaHHble g oToOpaXkeHHs TOJBKO HEIMPOYHUTAHHBIX

COOOIIIeHU;
® HAXXMHUTE KHOTIKY ™ ®nar 1U1sl OTOOpaskeHHsl TOJTbKO TIOMeYeHHBIX COODIIeHHIA;

] o o
e HaxmuTe KHOnKy ® KOHTAKT g oTo6pakeHus TONLKO COOGIIEHMI OT JIHOfiel U3

Balllel aJ]peCHOM KHUTH;
® HaXMUTE KHOIIKY 8 MeTku JIJIs OTOOpaXkeHUs! TOJIbKO COOOIIeHUI, UMEIOIINX MEeTKH;

® HOKMHUTE KHOIIKY 0" BnoxeHwn IIst 0TOOpaXkeHusl TOJbKO COOOINEeHUM, UMEIOIUX

BJIOJKEeHU],

® KCIIOJIb3YyUTe 1oJle GUiIbTpa /1Jis BBOAA 11abyIoHa TTOMCKa.
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5.17 Hacrpoiika ¢puiabTpanuy cooo1eHui

Ilns penaktvpoBaHusl (QUIBTPOB COOOIEHWH BbIOepHUTe IyHKT KOMAHJIHOTO MeHIO

I/IHCprMEHTI)I > CI)I/IJII)TPBI COOGIIIEHPIﬁ. Ha 9KpdHe IIOIBUTCS OUAJIOrOBO€ OKHO YIIpaBJIEHUA

¢dunprpamu (Cm. PucyHok 12).

4 DrneTpe conbuleHi - m} *
BUALTPLI 405 E alexandr.smirnuu@mrr.rrv_,mf'fice.ru b 2 Mowck dun bTROE NG WMEHK
BrNouEHHEIE dMNBTEBI 3aNYCKAKTCA ABTOMATAYECKK B YKAZAHHOM HIMAE NOPAAKE. 1 dabTp

¥Ina frneTpa BrnrouéH Coznark... w

Or coenagaer c: pd2@mrt.myoffice.ru “

HzpmeHnTb...
Yaanuts

3anycTuTe BeifpadHee dpuasTpel & nanke: [ Brogawme Ha alexandr smirnov@mrtmyofficeru 3a0yeETHTE HypHan $uasTpos

Pucynok 12 - JInasnioroBoe OKHO yrpaBiieHUsI GUIbTPaMU
B crniucke otobpakatorcs GUIbTPhI, CO3TaHHbIe /1Jis BHIOpAaHHOM MaIKU.

It paboThI ¢ GUIbTPaMH AOCTYIIHBI CllefyIoliye JeHCTBUS:

® LCIIOJIb3YyHTe MepeKkIodaTesib PHIbTPHI AJis s BbIOOpa MalKy;
® 1ICIIOJIb3YUTe 1oJie MOUCKa GUILTPOB [IJis TOMCKa QUIbTPA 110 UMEHHY;
e HaxxMuTe KHOMKY Co3aaTh 115 Co3[jaHusl HOBOTO GUIIBTPA;

® eCJId B CIIMCKe BbIOpaH GWILTP, TO NpU HakaTuM KHONKU Co3maTh B BbINAAAIOIIEM
MeHIO OynyT noctynHa kHonka KommpoBarh, HakmMuTe ee [Jii CO3/IaHUSI KOIUHU

BBIOPAaHHOTO QUIIBTPA;
® HAOXXMHTE KHOIKY Y aJIUTh IS yJaieHus: GUIbTpa;

® JIJId HaBUT'allX 110 CIIMCKY (l)I/IJIprOB HCHOJII)SYIZTE KHOIIKH B Ha44J10, BI)II]IE, Huxe, B

KOHEII;

e JIs 3amycKa GUIbTPa BbIOEPUTE MMAalKy B BbIMAJalOleM MeHIO 3allyCTUTh BhIOpaHHbIe

(l)I/IJILTpLI B IIAIIKE, 3dTeM HaXXMUTE KHOIIKY BaIIyCTI/ITIx;
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e HaxMuTe KHONKY ypHan ¢uabTpoB 111 0TOOpaXkeHus >XypHasa, B KOTOPOM coOpaHa

WICTOPUS IPUMeHeHUst GUIbTPOB.

HJISI TOTO, YTOOBI IMPUMEHUTD (l)I/IJII)prI K IIaIlKe, BbI6epI/ITe IIYHKT KOMdHIHOI'O MEHIO

HNucrpyments! > IlpuMenuts GuabTpbl K mamke. /[ Toro, yTo6bl IpUMeHUTb QUIBTPHI K

KOHKpPEeTHOMY COO6H.I€HI/IIO, BbI6epI/ITe COO6H.[€HI/Ie B IIdIIKe 34TeM BbI6epI/ITe ITYHKT KOMdHJAHOI'O

MeHi0 MHcTpyMeHTHI > [IpMeHUTH GUIBTPHI K COOOIIEHUIO.

5.18 Co3nanue ¢punbTpa coodIIeHUH

Jlst co3manus GuIbTpa COOOIIEHUH BBITIOIHATE OJTHO U3 CIIeAYIONINX JIeHCTBU:

e BuIOepUTe MyHKT KOMaHIHOTO MeHI0 Coobmienne > Co3naTh GUILTP;

® B OKHe IIPOCMOTpa COOOIleHUs HaBe[WTe KypCOp Ha IIOYTOBBIM a/ipeC U BbI3OBUTE

KOHTeKCTHOe MeHIO YU HA’)KMHTe C03I[aTI) (l)I/IJII)Tp Hu3.

Ha sxpaHe nosiBUTCS IMajIoroBoe OKHO COo37jaHus npaBuil ¢uibrpanuu (Cm. PucyHok 13).

Mpasuna prasTpaumm

Wma gunetpa:  TestFilter

MpumenaTs GuasTp mpu:
W | 3aNycKe BpyYHYH
+ | Momy4eHWW HOBOH NOYTEE | PUNETPOESTh NEPES AHAAWIOM HA CnamM “

ApxuBaumm
Macne aTNpaskr No-TE

Meprogwaecxu, paz 8 10 muHyT

® | BLINOAHSHKK BCEX YCROBHA BrimofHEHA AKG3MS M3 yoNoBHi Bea Karng-1HBo yoeaosmin

Or b COBNAIIET ¢ * | pod2@mrt.myaffice.m +

MpoMaBognTe CASAMIOWME 4eRCTENA:

Mepemectirs coobligHre B E Broaswme Ha alexandrsmirnovi@mrt.myoffice.ru o +

| Ok | OTKMEHA

Pucynok 13 - JlnanoroBoe oKHO CO37aHUs! IPaBUJI GUIIbTPALUU
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Jlst co3manus GUIbTpa BIIIOIHUTE CJIeIyIOIIHe eHCTBUS:

1. Bribepute Ha3zBaHue UIBTPA.

2. Bribepute cobbiTHe 3ammycka GUIbTpa:

® TIpU 3alyCKe BPYYHYIO;
® TIpU MOJTyYeHUHM HOBOH ITOYTHI;
® TIpU apXUBAIUH;

® TI0CJIe OTITPABKH MTOYTHI;

e ¢ nnepuosioM 10 MUHYT.
3. Coopmupyiite ycioBue cpabaTeiBanusi GuibTpa, [JIi 3TOro BbIOepuTe TOJIE

¢dunpTpanyy, ycjaoBue U mabsoH. Ilpy HeoOXoOUMOCTH MOXHO CO3[aThb HECKOJIBKO

YCJIOBUM.
4. CcoopmupyiiTe neiCTBUS JIJIsl IMCEM, COOTBETCTBYIOIIMX YCJIOBHUSIM JAHHOTO GHUIIbTPA.

5. Haxxmute knonky OK, oéwunbTp OymeT co3jaH, Ha 3KpaHe IOSBHTCS —[IHAJIOT,

COJIep>KallMi CIIUCOK BCex PUIIbTPOB.
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5.19 ITouck coolOLIeHHI B MankKe

It moncka coob1ieHust BelbepuTe ITyHKT KoMaHiHoro MeHto IlpaBka > Hatitu > Ilonck

coo0meHui, MO0 BoCoNb3yHUTech codetanueMm kiaBuin Ctrl+Shift+F. Ha skpane mosiBuTcs

IIMaJIOroBOe OKHO Torcka coobienuii (CM. PucyHok 14).

4 Manck confuemmi, - | b
Wrkark & nanke: o Beogauwe Ha alexandersmimovidmdgostmyofics-appru
BrAroaas BAOMEHHBE Mansy CrancTiTh

33E}'ETHTH NOWCK H3 CEQEEDE

) Bunoanenns eoex yenomwi BrinoaHeHW TEars W3 Yenoeui
om W COJRPANT b Enexa +
o @O spmop Tema Koppecnougasm Nata | PacnonoEenre izl
0 2 Orver Apakcasgp CMUpHOR 17.03.202... Brogawue
3 Res Orar Apakcasgp CMupHOE 17.03.202... BrogAawwue
Rec makeT Anakcasgp CMUpHDE 17.03.202... Brogawue
W fAnKT Q7K I MR ke COppaiHmTE Kk BURTRARRYE NaNKy

HElAEHD 3 COBNAZEHNR

Pucynok 14 - JIluanoroBoe OKHO ITOMCKa COOOIIIEHUH

HIISI IIOMCKa aZipeCa BBIIIOJIHUTE Clieayrolire JerCTBUS:

1. BribepuTe MecTo morcka (KOHKPETHYIO TaTKY).

2. HaCTpOfITe IIONCK BO BJIOXKE€HHBIX IIdIIKAX IIepeK/itodaTejieM Bxuriouas BiIOKeHHbBIE

IaIKH.

3. Boibepute BuA mnoucka (Ha cepBepe/JIOKalbHO), WCIIONb3ysl IepeKJItodaTesib

3amycTuTh IOMCK Ha cepBepe.

4. ChopmupyiiTe 3ampoc MOMCKa, AJiS ITOTO BbIOEpUTe Iojie MAJis TOWCKA, YCJIOBHe U

m1a6soH. [Tpy He06X0IMMOCTH MOXKHO CO3/1aTh HECKOJIBKO YCJIOBUH.
5. Haxxmure xHonky HaiiTH /1719 Havajia OMCKa IO 3aIaHHBIM YCJIOBUSIM.
6. I[lpu HaMMUMK COBIAJIEHUM OHU OYIyT OTOOpPaKeHbI B TTaHEJIH pPe3yJIbTaToB.

7. Haxxkmure KHOIIKY O4nCcTHTD JJId O9YHMCTKHU YCHOBI/Iﬁ IIOHUCKaA.

BbI6epI/ITe CTPOKY C COO6H_IEHI/IEM Ha IIaHeJIM HalJleHHbIX pe3yibTaTOB.

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022



MonOdounc

¢ HA’XMHUTe KHOIIKY OTKPBITI), Ha 5KpaHe OTKPOETCH IIdHeJIb PeJIdKTUDOBAHNSI COO6U.[€HI/I$I;

e HaxxmuTe KHOMKY IlepemMecTuTs B 1 BbIOepHrTe MAIKY IS TIepeMelleHus] COOOIeHuS;
® Ha)XMUTe KHOIIKY Y JaJIuTh IS YJaJleH!s COODIIeHus;

¢ HA’XMHUTe KHOIIKY OTKpI»ITb B IIaIlKe JJId TOTO, YTOOBI THCHMO OTO6pElBI/IJ'[OCb B IIdIIKe, B

KOTOpOfI OHO HAXOJUTCH,

e HakMuTe KHONKY CoOXpaHMTh KaK BUPTYaJbHYIO MAIKy JJis TOro, 4TOOBI CO34aTh

BUPTYAJIbHVYIO TMAIIKY ¥ COXPAHUTDL B Hee COO6III€HI/I€.

5.20 I'1o0aIBbHBIMA IIOMUCK COO0IIIeHUA

Jlnst rmobanbHOrO moucka cooblieHuH BbIOepUTe MyHKT KoMmaHaHoro meHio IIpaBka >

Haiitu > I'sto0anbHbBIH IIOMCK, 060 HaA IMaHeJIN HWHCTPDYMEHTOB HCHOJ’[LBYPITE CTPOKY BBOJa JIAd

r7100aJIbHOTO TIOMCKA IIHCeM (HEPEXO)I Ha 3TO I10Jie OCYIIECTBJIAeTCd II0 COYETAaHHUIO KJIaBHII

Ctrl+K).

B ocnoBHOM OKHe TNIpUIOXKEeHUS OTKPOETCS HOBAA BKJId[IKA C pPe3yJ/IbTdTdMH T JI00aJIBHOT'O

norcka coobuieHun. JloctynHsl GUIbTpanus U COPTUPOBKA CIIMCKA.

5.21 Ilouck anpeca

,HJIFI IOUCKa afipeca BOCHOHBSYI;'ITECB paClIMpeHHbIM PpeXUMOM IIOMCKd B aHPECHOI;'I KHUTe.

Bribepute nyHkt komangHoro menio IlpaBka > Haiitu > Ilouck aapecoB. Ha skpane mosiBUTCS

ZIMaJIOTOBOe OKHO IOMCKa B aapecHou kaure (Cm. PucyHok 15).

MeCTo nowcka: Eee AODECHBIE KHHAMH -
OUACTHTE
0 BrinonHeHWe BLEX YoADDHA Buinoamaren naBore ua yonoeqi
D'luﬁpaxaeuﬂ-& MR COEpmHT L Drnitr!,-' +
1
Mrea . IREKTROHHAR NoNTA Cpranuzaumn FaBouni TesadoH AgpecHaR KHUMS i

i B, om.. pdz@mrmyotice.r

| Hadpeno 1 copmaaeHme
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Pucynok 15 - /InanoroBoe 0KHO IOUCKa

JlJis IovcKa ajipeca BBITIOJIHUATE CIIEIYIOIINe JIeUCTBUS:
1. Boibepute MecTo mouicka (KOHKPETHYIO aJpeCHYI0 KHUTY, BCe aJipeCHble KHUIH,
cobpaHHbIe azipeca).

2. Cdopmupyiite 3an1poc MOKUCKA, [JIsl 3TOTO BbIOepUTe I10Jle IIOUCKA, YCIOBUe IIOMCKA U

11abs10H roucka. [1pyu Heo6Xo0AMMOCTH MOXKHO CO37JaTh HECKOJIBKO YCJIOBU.
3. Haxmute kHOnKy HalTH /111 Hayasia OMCKa 10 33/ITaHHBIM yCJIOBUSIM.
4. Tlpu HanmMuMy COBMA/IeHUN OHU OYTyT OTOOPaKeHbI B MaHeJIN pe3yibTaToB.

5. Haxxmure kHONKY OYHCTHTBD 111 OUUCTKYU YCIJIOBUM ITOMCKA.
BribepuTe cTpoky € aipecoM Ha IlaHeIu HaWJJeHHbIX pe3ysbTaToB.

® HA’XMHTe KHOIIKY CBOﬁCTBa, Ha 3KpaHe OTKPOETCH IIdaHeJIb PeJIaKTUDOBAHHWA KOHTAKTA,

® HA’KMUTEe KHOIIKY COBII&TI), Ha 5KpdaHe OTKPOETCH IdHeJIb CO3/IdHWA KOHTAKTd,

® HA’XMHUTe KHOIIKY Y,IIHJII/ITI), Ha 5KpaHe OTKPOETCH 3dIIPOC Hd yidJIeHHEe KOHTAKTd.

5.22 ApxuBanusi COOOIIeHHH

YTo6BI IrepeMecTUTb B apXWB OJJHO HUJIKM HECKOJIbKO COOﬁIIIGHI/IfI, BbIJleJInTe UX B CIIMCKe U

BBITIOJIHUTE OFTHO U3 CJIeJIVIOIINX JIeUCTBUN:

e BpIOepUTe ITyHKT KOMaHJHOTO MeHi0 Coobmienue > ApXxUBHpPOBaTh;

® JIeJI9KOM npaBoﬁ KHOIIKHM MBIIITHN OTKpOﬁTE KOHTeKCTHOe MeHIO W BBIIIOJIHUTE KOMdHAY

ApxuBupoBaThb;

® eCJIM B CIHHCKe BbIIeJIeHO OJHO coobiieHue, B 06JIaCTH IPOCMOTPa AAHHOI'O COOOIIeHus

HaXXMHUTE KHOIIKY = (ApxuHBHpPOBATH 3TO COOOIIEHHE);

® eC/IM B CITMCKe BBIZEJIEHO HEeCKOJIbKO COOOINeHHH, B 00JaCTH IPOCMOTPA COOOIIeHHH

Ha’XMHUTe KHONIKY ApXHBHPOBATh;

® B QHTJIMMCKON pacCKilaiKe KjIaBUATYPbl HA’KMUTE Hd KJIdBUITY A.

Coob111eHus TepeMecTsITCS B MAIKy « APXUBBD».

5.23 YaaneHue cooOmeHUH

Y1obbl yIanuTh 0OJTHO COODIIeHHe, BHITIOTHUTE CIIeAYIONIUe 1eCTBUS:
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1. Brigenute coobiiieHue B CIIUCKe.

2. BeinonmHuTe KOMaHAY yAaJeHUs] OJIHUM U3 CJIeIYIOIIUX CIIOCOOOB:

® IMeJIKHUuTe npaBoﬁ KHOIIKOU MBIIIIH 10 CTpOKe COO6H.[€HI/IH W BBLIIIOJTHUTE KOMaHOY

KOHTEKCTHOI'O MEeHIO Y JaJIuTh cooﬁmenne;

e B o6iacTu 1mpocMoTpa coobuieHus Haxmure kHomnky [l (Ymanuts 310

CoO0IIeHHe).
YToO6BI yIaTUTh HECKOJIBKO COOOITIeHNH, BBITIOJTHUTE CIIIYIOIINe TeHCTBUS:

1. Brigenute gaHHble COODIIIEHUS B CIIUCKe.

2. BeinonHuTe KOMaHAY yAaJeHUs] OJIHUM U3 CJIeIyIOIIUX CIIOCODOB:

® IMeJIKHUTe IIO0 BblJeJIeHHBIM COO6HI€HI/I$[M npaBoﬁ KHOIIKOM MBIIIM U BBIIIOJIHUTE

KOMdHY KOHTEKCTHOI'O MEeHIO Y nanurth Bmﬁpam{me COOGHIEHI/IH;

e B 00JIACTH NMPOCMOTPA COODIIEHNUN HAXKMHUTE KHOIIKY Y IaJIHTh.

y}laHeHHbIe COO6H.I€HI/I$I epemMecTATCAd B IIAIIKy ((yI[aJ'IEHHbIe».

5.24 Ileuars cooOmIeHMIT

Yro0OkI IMTPOCMOTPETDb C006H_IQHI/Ie rnepen I1edaTbro /WM HACTPOUTL IMdapaMeTphl I1e4YdTH,

BBITIOJTHUTE OJTHO U3 CJIeJTYIOMIUX JIeMCTBUM:

® BLIJIe/InTe COO6H_[eHI/Ie u BbI6epI/ITe ITYHKT KOMaHIHOI'O MEeHIO daiin >

IIpenBapuTeIbHBII IPOCMOTP;

® [MeJI9YKOM HpaBOﬁ KHOIIKKM MBIIIIKM BbIe/InTe COO6H.[€HI/Ie U BBIIIOJIHUTE KOMAHIAY

KOHTEeKCTHOI'O MeHIO HpenBapHTe.IIbeIﬁ IIPpOCMOTP;

® B OKHE IIpeABdpPUTEeJIbHOT'O IMPOCMOTP4a COO6III€HI/I$I BBITIOJIHUTE KOMaHy KOHTEKCTHOI'O

MeHio IIpeaBapuTe/ILHBIN IPOCMOTP.

Ha JKpdHe IIOSABUTCH IIaHeJIb IIpeIBApUTeJIbHOT'O IIPOCMOTPA COO6HI€HI/I$I, B BerHeI;'I Y9aCTH

KOTOpPOM HaxOoJuTCs MaHeslb MHCTPyMeHTOB (CM. PucyHok 16).

MaMath, I'Igpaul:::ppl. CTpang.a: M s 1 M2 2 = W MachaE-: CM:ITI:-HOFIEJMCP}' L] _mu;ﬂnaq Agbﬁomrm: 3<1n;r.|!1'b

Pucynoxk 16 - [lanens uHCTpyMeHTOB
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Ha mnanemn HNHCTPYMEHTOB HaCTpOﬁTe cdlefgywomye IdpaMeTpbl IIpeJBdpUTEeJIbHOI'O

MIPOCMOTpA COODIIeHUS:

® TeKylllasi CTPAHMUIIA;
e MacITab oToOpaXkeHUs COOOIIeHUS;

® OpUeHTaNus CTPAHUIBI (KHIDKHAsI, aTbOOMHasT).

Haxxmute xHonky IlapameTpsl [uisi HAcTPOMKU OpHEHTAIMM, MaciiTtaba, IoJel,

KOJIOHTHUTYJIOB.

Yrobbl pacrieyaTaTh COOOIeHNe, BBIIOJHUTE OJTHO U3 CJIeYIOMIUX 1eMCTBUM:

® BbIJ[eIUTe COOOIeHre U BbIbepuTe MyHKT KoMaHIHOTO MeHi0 Paiin > Ileyars;

¢ B OKHe IIpeJBapUTeJIbHOr'o IIPpOCMOTpd COO6III€HI/I$I Ha’>XMHTe KHOIIKYy oo (BOJIBIIIE

lIEﬁCTBHﬁ), B BO3HHUKIIIEM KOHTeKCTHOM MEHIO BbI6epI/ITe KOMaHOYy PacneanaTb;

® JIeJIYKOM HpaBOfI KHOIIKM MBIIIIKW BbIJeJInTe COO6III€HI/I€ U BBIIIOJIHUTE KOMAHIAY

KOHTeKCTHOTO MeHIo Pacmeuarars.
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6 PEJAKTHMPOBAHUWE COOBIIEHUMS

6.1 OxHo pefaKTHPOBAHUSA COOOIIEHUS

OKHO pelaKTUPOBaHUS IMChbMa BBITJISIUT CiieytomumM obpazom (Cm. Pucynok 17).

KomaHaHoe MeHo

.

MaHenb MHCTPYMEHTOB

~

_4 Cozganne coobuienus: (Bes Temer) - MyOfficeMail

|gaﬁﬂ Mpaeka Bug Bcrasute QopmaT HacTtpoiku WHCTpymeHThl CnpaBka N

%) BesonacHocTev (5] CoxpaHuTh v /

oTnpasuTe A, MpaBonucaHue v

[ Broxuts v

Ot | ‘alexandrsmirnov@mrt.myoffice.ru’ <alexandrsmimov@mrt.myoffice.rus alavandrsmimovamrt myofice.n
Komy:
Tema

v KOMWA  CKpBIT2R KOMWA  OOpaTHell anpec

AB3ay

v || X0 'har"e/

i

/ /

N\

AHTAMACKMA (CLLA)

4 /7

NaHenb 3aronoBKoB COOBLIEHNA

NaHenb popMaTUpOBaHWA TEKCTA

N\

MaHenb penakTUpoBaHUA coobleHns

Pucynok 17 - OkHO pelakTHPOBaHUS ITMCHMa

[TaHenn oKHA peJaKTUPOBAHUS COODIIIeHHSI:

1. KomaHgHoe MeHIO.

2. Ilagenb MHCTPYMEHTOB.

3. llaHenb 3aroJI0BKOB IIMCEMA.

4. Tla”enb dopMaTHUpPOBAHUS TEKCTA.

5. IlaHens pelakTUPOBaHU IIMCHLMA.

6.2 KomanaHoe MeHI0 OKHA COOOILIIeHUA

_4 Cozpanne cooBulenus: (Ges Temer) - MyOfficeMail

®aiin [paska Bug Bcrasute Qopmar HacTpoiku MHCTpymeHTsl Cnpaeka l
OTnpeeuTE A, MNpasonucaxue ¥ & Beaonacroctev (2 CoxpaHuTb ¥
01 | "alexandrsmirnov@mrt.myoffice.ru” <alexandr.smirov@mrtmyoffice.rus alexandrsmimov@mrtmyofficar
Komy:
Tema
Af3ay ~ | X0 Thames ~ -,‘ T B I H b 2D EE

U Browmums v

v KOMWR  CKPLITEA KOMMA  OOPaETHEIN 3apec

Anrnuiickuit (CLUA)
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6.2.1 Paiin

Menro Paiisr conep>XuT ClieAyolye KOMaH/Ibl:
1. Co3pmaTh — 1pu BbIOOpe JTAHHOM KOMAaH/BI OTKPHIBAETCSI MMOJIMEHI0 CO CJIeYIONUMHU
KOMaHJaMH:
e Cooo0menue Ctrl+N — co3maTh coobienue;
e KoHTaKT afipecHOii KHUI'M — CO37]aTh HOBBIM KOHTAKT;

2. BuoxuTth — 1pu BbIOOpe TaHHOW KOMaHJIbl OTKPBIBAEeTCS TIOJIMEHIO CO CJIeIyIOIIUMU

KOMadHIOaMH:

o daiin(pr) Ctrl+Shift+A — oTKpbIBaeTcsi MAJIOroBoe OKHO BbIOOpa aiinia,

BBHIOPAHHBIN AT TPUKIIAIBIBAETCS K TUCHMY;

° BEG-CTpaHI/IHy — OTKPBIBAETCA OHWAJIOTOBOE€ OKHO BBOJd dj/pecCa BE6-CTpaHI/ILIbI,

KOTOpasda 6y,ueT IIpUJI0KeHad K ITUCbMY;

¢ BusutHyio kaprouky (vCard) — nepeksitoueHre pexxiMa BIIOKUTH/He BKJIA/IbIBATh

BHU3UTHYIO KAPTOYKY K IIUCHMY;

e HamioMHHMTh 1O33Ke — BKJIIOYWUTH/BBIKIIOYHTD pexuM  HAIIOMHWHAHHUA O

He00OXO0/IMMOCTH BIIOXKEHHUSL.
3. Coxpanursp Ctrl+S — coxpaHuTh Tekyliue U3MeHeHus B IIUChMe.

4, Coxpa}me KdK — IIpH BbI60pe JAHHOM KOMaH]bI OTKPBIBAETCA IIOAMEHIO CO

CJIeTyIOIIMMU KOMaHaMu:

e ®daiin — mepexstoyaTeb pPeXXUMa COXpPaHEHWs], MUCbMO OyJleT COXpaHeHO Kak
daiin;

e YepHOBUK — IlepekiiiouaTeslb pekKMMa COXPaHeHHUsl, TMCbMO OYyJleT COXpaHeHO B

nanky YepHoBUKH;

¢ ITabsioH — mepeksTtoYaTeNlb peXXuMa COXpaHeHHs, MMCbMO OyJleT COXpaHeHO Kak

11a6JI0H.
5. Otnpasurs Ctrl+Enter — otnpaButh coobmienue.

6. OrnpaButrs mno3ke Ctrl+Shift+Enter — mnomectuts mnucemMo B Mcxopsimme,

OTIIPaBUTb I103XeE.
7. IleuaTthb Ctrl+P — oTKpbIBaeTCsl CUCTeMHBIH JUaJOr I1eYaTH.

8. 3akpeiTh Cirl+W - 3akpeitue okHa coobiienusi. Eciyv Obul HabpaH TeKCT, CM.

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022



MonOdouc

3akppITHe nuchbMa 6e3 OTOpaBKU

6.2.2 IIpaBka

Mesnro IIpaBKa COIEpXXUT ClleIyIole KOMaHIbl:

1. Otmenurts Ctrl+Z — oTMeHUTH TTOC/Ie[IHee BbIOpaHHOE JIeUCTBHE.
2. IosTtopurs Ctrl+Y — nmoBTOpUTH MTOC/IE/IHEE BRIOpAaHHOE JIEUCTBHE.
3. BseipesaTts Ctrl+X — BbIpe3athb BbljieJIeHHbIN TEKCT.

4. KomupoBatb Ctrl+C — konupoBaTh BbiJleJIeHHbIN TEKCT.

5. BcraBurs Ctrl+V — BcraButh Tekct u3 6ydepa oomMeHa.

6. BcraButh 0e3 d¢opmarupoBanusi Ctrl+Shift+V - BcraButh Tekcrt 6e3

¢popmaTupoBaHusl.

7. BcraButh Kak nurary Ctrl+Shift+O — BcraButh comepxkumoe Oydepa obmMeHa Kak

urary.

8. Ymamure Del — ynanenue BwimeneHHOTO ¢gparmMeHTa TekcTa. Eciau B mucbme HeT

BblJIeJIeHus], ITYHKT MeHIO 3allpelreH.
9. IlepedopmarmpoBats Ctrl+R — nepedopmaTtupoBaTh coobiiieHue.
10. IlepenmeHoBaTh BioxkeHHe F2 — neperiMeHOBATh BIIO>KEHUE.
11. IlepecopTupoBaTth Bioxkenus Ctrl+Shift+X — nepecoptrpoBath BiioskeHUs!.
12. Beigesnuts Bcé Ctrl+A — BbijiesieHre BCero co/iep>KMMOro MmrucbMa.
13. Haiitu Ctrl+F — oTkpbITHe aHesu MouckKa.
14. Haiitu 1 3amenntsb Ctrl+H — oTKpbITHe MTaHe M 3aMeHbI.
15. Haiitu eme pa3 Ctrl+G — nouck ciieffyroriero BXoX/IeHusl.

16. Haiitu npensigymee Ctrl+Shift+G — nouck npenpinyiiero BXoxxaeHusl.

6.2.3 Bun

1. IlaHemn MHCTPYMEHTOB — IIpY BbIOOpe JaHHOW KOMaHIbl OTKPBIBAETCS IIOJIMEHIO CO

CJIeyIOIUMU KOMaHaMU:
¢ ITaHeb MeHI0 — [10Ka3aTh/CKPBITH ITaHEeJIb MEHIO;
¢ JTaHeTh KOMIIOHOBKM — [10Ka3aTh/CKPBITh [1aHeJIb UHCTPYMEHTOB;
e ITanens popMaTHpPOBAHUS — [10KA3aTh/CKPHITh TaHeJIb GOPMaTUPOBAHUS;

e CTpoKa COCTOSIHUS — [T0Ka3aTh/CKPHITh CTPOKY HOPMATHPOBAHUSI;
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L4 HaCTPOHTB — OTKPbITHE JUAJIOTOBOT'O OKHA HACTPOEK ITdHeJIM UHCTPYMEHTOB.

2. Macmrab — mpu BeIOOpe JTaHHOM KOMaHJIbI OTKPBIBAETCS MMOAIMEHI0 CO CJIeAYIONUMU

KOMaHJaMM:
e YBesmmuuth Ctrl++ — yBemuuuTh Macirab;
e YmenbummTh Ctrl - - — ymeHbIIUTE MaciiTab;
e Copocurs Ctrl+0O — ycTaHOBUTH UCXOHBIN MacIITa0;

e TonmbKO TeKCT — TIpPUMEHSATh MacHITabMpOBaHHWE TOJIbKO K TEeKCTOBOMY

COJlep>XMMOMY THCHMa.
3. ITone Komy Ctrl+Shift+T- nepexon B none Komy;
4, Tlone Kommusa Ctrl+Shift+C— nepexon B mone Komus;
5. ITose Cxpsortas Konusa Ctrl+Shift+B — nepexon B nosne Ckpeitas Komnus;

6. Ilanens kouTakTOB F9 — OTKprTb/ 3dKPbITh [1dHeJIb KOHTAKTOB.

7. Ilanensn BioxkeHui Alt+B — OTKpBITH/3aKpBITH IaHEIb BIOXKEHUH.

o

. Audopmanusa o 3amure coodmeHHsT — OToOpakeHHMe HHGDODMAIMK O 3alllyiTe

COOOIIeHUS.

6.2.4 BcraBurth

Menro BecraBuTB COfepXXuT ciieAyroliye KOMaH/Ibl:

1. HSOﬁpaﬂ(EHI/IE === — OTKPBITHE JHWAJIOTOBOI'O OKHd BCTABKH I/ISO6Da>KEHI/IH.

2. Tabauny ... — OTKPHITHE TUAJIOTOBOI0 OKHA BCTABKU TAOJIUIIHL.

3. CCLIJIKy ... Ctrl+K - OTKPbITHE THUAJIOTOBOT'O OKHA_BCTABKHW CCHUIKH.

4. $Ixkopb C IMEHEeM ... — OTKPBITHE JUAJIOTOBOTO OKHA BCTABKH SIKODSI.

5. Pasmenurenn — OTKPLITHE JHUAJIOTOBOT'O OKHA BCTABKH pA3/ie/InTeJid.

6. HTML ... — otkpeITHe auanoroBoro okHa BctaBku HTML.

7. Math ... — OTKpLITHE OWAJIOrOBOTO OKHA BCTAaBKM MaTeMaTUYeCKUX BBLIPDAKEHUU
LaTeX.

8. BYKBBI M CUMBOJIBI ... — OTKPbITHE JYAaJIOTOBOI0 OKHA BCTAaBKU OYKB M CHMBOJIOB.

9. OrnaBnenue — 1pud BbIOOpe [IAHHOM KOMaH/bl OTKPBIBAETCS MOJAMEHIO CO

CJlleJyIoImrMHU KOMaHIdMH:

e BcraButh — OTKPbITHE JHUAJIOTOBOI'O OKHa BCTaBKH/ pPeaaKTHPOBAHKA OI'JIaBJIeHH,
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e OOHOBHUTH — OTKPBITHE TUAJIOTOBOT0 OKHA BCTABKU/pPeIaKTUPOBAHUS OTJIABIICHUS;
e YopaThb — yjiajieHre OrJiaBJjieHuUs .
10. Pa3psIB nmoj n300pakeHHUSIMU — BCTaBKa pa3pbiBa 10| U300paskeHUSIMHU.

6.2.5 Popmar

Mento ®opMart cofiepKUT CefAyIolre KOMaH Ibl:

1. IIpudt — BEIOGOP TUNA HIpUPTA U3 CIIMCKA JOCTYIIHBIX BADUAHTOB.

2. Pa3zmep mpudTta — BbIOOp pazmepa mpudpTa U3 CIIKUCKA JOCTYIIHBIX BAPUAHTOB.
3. CTmiab Tekcra — BHIOOD CTHJIS TEKCTa U3 CIIMCKA JIOCTYIIHbIX BAPUAHTOB.

4. IIBeT TeKcTa — OTKPBITHE JUAJIOTOBOIO OKHA BbIOOpA IIBeTa TeKCTa.

5. IlpepBath ctmiau Tekcra Ctrl+Shift+Y — cOpocuth Tekyiive ycTaHOBIIEHHbIE CTUIA

TeKCTa.

6. IIpepBaTh CCBLIKY — IIpepBaTh CCHUIKY, MPO/IODKUATE OOBIYHBIN GOpPMAT TeKCTa.
7. Ynoanurth IKOpSI C HMEHAMH — yIaJIUTh SIKOPAI.

8. A63an — BeIOOp cTHiIs MpUdTa U3 CIMCKA JJOCTYITHBIX BAPUAHTOB.

9. Cmmcok — popmMaTHpoBaHHUe CIMCKA U3 CITMCKA OCTYIHBIX BAPUAHTOB.

10. YBenuuuts orctyn Ctrl+] — yBenuueHre oTcTyna UMeroIIerocs Clycka.

11. Ymenbmmutsh otcTyn Ctrl+[ — ymeHbIlieHHe OTCTyIIa UMEIOIIerocs CIvcKa.

12. BblpaBHI/IBaHI/IE — YCTAHOBKA THUIIA T'OPU30HTAJIbHOT'O BBLIDABHUBAHUA HCXOOA U3

MMEOIINXCS BaDUAHTOB.
13. Tabsmma — orrepariiy ¢ TabJIAIIe.

14. HOIIOJIHI/ITEJII)HBIQ CBOMCTBa — OTKpPbITHE [OHUAJIOTOBOI'O OKHA PpeJdaKTUPOBAHUA

JIOIIOJIHUTEIbHBIX CBOVCTB COO6III€HI/I$I.

15. IIBeta 1 poH cTpaHMUBI — OTKPBHITHE [IMAJIOrOBOI0 OKHA HACTPOWKHU IBeTa U (oHa

CTPaHUIIBI.
6.2.6 Hacrpoiiku

Menio HacTpoiiku COIep>XUT ClieIyIolye KOMaHIbl:

1. IIpoBepuTh IpaBOMHCAHHeE — OTKPHITHE [TaHeJ N IPOBEPKU [1PaBONKUCAHUS.

2. IlpoBepka mnpaBonHCaHHSI NPH Habope TeKCTa — HACTPOMKa, peryJMpyomias
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¢dboHoBy10 npoBepky opdorpadum npu Habope TeKCTa.

3. IluTHpoBaTh COOOIIEeHHe — IMTUPOBATh TeKylllee BEIOPaHHOe COODIIeHHe.

&~

YBenomiieHHe 0 NPpOYTeHNH — HACTPOVKA, peryJMpylolas nojxydeHre yBelOMJIeH s

O IPOYTEHHH.

5. YBemomiieHue 0 JOCTaBKe — HAaCTPOWKA, peryJupylolias rnojydeHde yBeJIoMJIeHHUs O

JOCTaBKe.
6. Kozmpomca TeKCTa — BbI60p KOAUPOBKHU IMTHMCbMd M3 CIIMCKd JOCTYIIHBIX KOOWPOBOK.

7. dopmaT HOoCTaBKH — BbIOOp dopMaTa AOCTAaBKUA COOOIIEHUS] U3 CIIMCKA JIOCTYIHBIX

BAPHAHTOB.
8. BaxKHOCTBH — BbIﬁOp BA’>XHOCTH COO6H_[eHI/I$[ U3 CIIMCKd OOCTYIIHBIX BAPUAHTOB.

9. IloMecTHTh KONHI0 B MANIKy — IO3BOJISIeT 3aJlaTh MalKy, KyJaa OyleT moMelieHa

KOITUA COOOIIeHUS.

10. HacTpouTs agpec oTHpaBHTeldsl — HACTpPOMKa ajpeca OTIpPAaBUTeNs, eCJId 3TO

IIO/1/Iep>KMBaeTCsl II0OYTOBBIM IIPOBaKIEPOM.

11. Texnonorusa mmdpoBanuss — BbiOOp TexHonorud 1mdpoBanusi (OpenPGP,

S/MIME).
12. He mmdposats — He 111dpoBaTh COOOIIIeHKe Tiepe]] OTIIPaBKOM.
13. TpeboBaTh mmdppoBaHus — 3aMIPOCUTH IKUdpOBaHUe Tepefi OTIPABKO.
14. TlogmucaTts 3TO COOOIIEHHe — OTIIPABUTH COODITeHNe C MOJIMUCHIO.

6.2.7 HHCTpyMeHTHI

Menio MHCTPYMeHTbI COAEPXXUT CliedyIolle KOMaH/Ibl:

1. Ilourta m rpynnsl HoBocTell Ctrl+1 — nmepexon u3 okHa co0OIIeHHsST K OCHOBHOMY

okHy MoitOduc Iloura.

2. Appecnas xaura Ctrl+Shift+B — oTkpbiTHe 3kpaHa aj[peCHON KHUTH.

3. IIapameTpsl y4eTHOM 3aIIHCH — IlepeX0]l Ha 3KPaH HAaCTPOWKY yUeTHOU 3aMUCH.

4. HacTtpoiiku — niepexo] Ha 9KpaH HAaCTPOEK.

6.2.8 CpnpaBka

Menro CripaBKa COZep>XUT Clleflyloliye KOMaH/bl:

1. Ilomomp mo MoiiO¢uc IToura F1 — oTKpeITHE CIIpaBKU B CIIPaBOYHOM IIeHTpe.
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2. Nundopmanusa mo pelmieHHI0 npoodsieM

T10JIe3HOM JIJIs pellieHus pobJieM.

— OTKpbITHe TeXHUYecKor HHGOpMaIuH,

3. CoueTaHus KJIABHII — OTKPbITHE CIIPABKHU 110 COYETAHUSAM KJIdBHUIII.

4. O MoiitO¢uc ITouyra — OTKpBHITHE IUAJIOTOBOIO OKHA C HMHOpMalMeld O BepCuH,

IIpaBOBbIMH YBEJOMJIEHUSIMH, YCIIOBUAMHU UCIIOJIb30BAHUS.

6.3 IlaHeshb HHCTPYMEHTOB OKHA CO3/IaHUS COOOIIEeHHS

4 Cozgarive cooBujenna: (Bes Temer) - MyOfficeMail

@aiin [paeka Bwa BcrasuTte ©opmarT HacTpoliku  MHCTpyMeHTEl Cnpaska

I F. Npasonncatmne ¥ BesonacHocTs ¥ (2] CoxpaHuTs ¥

[d Bromuts » I

Komy: | nextime@inbox.ru

Tema:

0T | "alexandr smirnov@mrt.myoffice.ru” <alexandr.smirmnov@mrt myoffice rus alsxanar smirmo

Afzay ~ | | X0 Thames v | BT BITU A& i

@mrt.myoffice ru v KonuA  CpbiTan KonuA  O6paTHLIA afpec

i

15l

Il

11}
<

=
<

AHrnmiicinit (CLUA)

6.3.1 OTnpaBka coobmeHust

JIa OTIPaBKM TeKyllero MMChbMa HaXKMHTe KHomky [ OTNPEBUTe | Ecim B mmcbMe He

3aIl0JTHeHbl  00s3aTeJIbHBIe I10JI4, KHOIIKa OTIIpaBI/ITb 6YJIET HeIOCTyIIHA. O06s3aTenbHBIMA

IIOJIIMU  ABJIAIOTCA OT, KOMy Ecmm Yy IIMCbMd He 3dIIOJIHEHO II0JIe TEMa, IIpU OTIIpABKE Ha

aKpaHe nosiBUTcs coobienue (Cm. PucyHok 18).

HanocrmuHanue o Tenme

® ¥ pawero coobWEHMA HET TEMBL

Ornpaente B3 Tembl

OTMEHNTE OTNPABRY

Pucynok 18 - HanmomuHaHue 06 OTCYTCTBHUM TEMBI

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022

61



MonOdounc

Haxxmute OTIpaBHTH 0€3 TeMbl, eCJId Bbl [TO/ITBepXX/iaeTe OTIPaBKy 6e3 TeMbl, HAXKMUTe
OTMeHHUTH OTIPaBKY eClIM Bbl XOTUTEe OTMEHUThb OTIIPaBKy IMCbMa U BEpPHYTbCS K €ro
penakTuproBaHuio. B ciiydae, ecnu mpu BbiOOpe BIIOXKEHUS] Bbl OTMETWIM HACTPOMKY

HanoMHuTH Imo3iKe, a 3aTeM He HACTpPOW/IM BJIO’KeHHe, TO IIPpU OTIIPAaBKe IMMCbMd Ha 3KpdHe

Oyner nmokazaHo coobienue (Cm. Pucynok 19).

HanoamMuHaHKe o BNOXEHWH .

® Brl 3abmnm enosute daidn?

HeT, oTnpasnaii O, TouHo!

Pucynok 19 - HanomuHanue 06 OTCYTCTBHH BIIOXKEHHS

Haxwure xHonky HerT, oTmpaBisiii eciii XOTUTe OTIPaBUTh NHWCbMO 0Oe3 TeMbl, IpU
HaxxaTui O, TOYHO OTIPaBKa IIMCbMa OTMEHUTCS U Bbl CMOXeTe J100aBUTh BIIOXKeHHe B IIMChMO.

HpI/I YCHEMHOﬁ OTIIPABKEe IINCbMd OKHO peladKTUPOBAHHS ITMCbMa 3dKPOETCs, U ITMCbMO IMOSABUTCSHI

B ITaIlKe OTIIpaBJIEHHI)IE 59)1%!1 I/ICXOHHII.H/IE.

6.3.2 IIpoBepka mpaBomHCaHUSA

Jl1st Toro, 4ToOBI IPOBEPUTH M UCIIPaBUTH opdorpadrieckre OMUOKUA TeKyllero n1ucbMa,

Ha)kKMHUTe KHOMKy | - [IPEBOMMCEHWE™ & Ha skpaHe OTKpOETCS MANOrOBOE OKHO MPOBEPKH

npaBonucaHus Tekyuiero nucbma (Cm. Pucynok 20).

I'Ip-ou.c_:;-xa NRARCITAL AMHR )-C

Cnoao C owvbkoid pepess MpoBEpUTE TELET CHOBA

3aMeHNTE HA: |J'~'-‘F“’"':4 ] MpoBEpudTs choBa

BapHaHThi:

Agpes

ABpesE JAMEHWTE BLE Mponycmame Bod
AEpEda

r— ChOBaps NOAEICEATENR

Aspedy Aobasute choso FIAMEHMTE. .
ACBEPEE
A3k

Pyccmuid V FakpRTE

Pucynok 20 - /InanoroBoe 0KHO IPOBEpKU MPABONKUCAHUS

HaHHaH OUAJIOroBasd IIdHEeJIb II03BOJIAET IIpOBepUTb W  HUCIIPABUTbL BO3MOXKHbIE
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opdorpaduyeckre OmMKUOKKA B MUCbMe, WCIIONB3Ys TpeiioXkeHHble BapuaHThl. OKHO TPOBEPKHU

ITPAaBOIIMCAHUS COAEPXKUT ClieAYIOoIIre 10JId U 3JIeMEeHThI YIIPABJIeHUS :

o Cy10BO C OHIHOKOII - TeKylilee CJIOBO C 0OHAPY>KeHHOH OLIMOKOH;

¢ IIpoBepuTh TEKCT CHOBA - CHOBA IIPOCKAaHMPOBAaTh BCE NMKWCHbMO M HAdaTh C II€PBOTO

OIIIMOOYHOI'O CJIOBA;
¢ 3aMeHHTH Ha - NTPeJIJIO’KeHHBIA BADHAHT 3aMeHbI;
¢ IIpoBepuTh C10BO - MPOBEpPHUTH CJIOBO, COJiepKalileecs B MoJie BBO/IA 3aMeHbI;
(] BapI/IaHTBI - CITMCOK BO3MO>XHBIX BapI/IaHTOB I/ICHpaBJIeHI/IH;

e 3aMeHHTh - 3aMEeHHUTb B IMChbMe OINMOOYHOe CJI0BO Ha HpeI[HO)KEHHbeI BApPHUAHT U

TepelTH K CJieJIyIolle HalleHHOU OIhOKe;
e IIpommycTHT® - IPOIYCTUTH TEKYIIee CJI0BO U IIePerTH K Ciieflylolllei oImobke;

e 3aMeHHUTH BCE - 3aMeHUTb BCe OIIMOOYHBLIe KMCIIOIL30BAHUS TeKyIero CjJIOBa B IIMCbMe

Ha IpeJIOKeHHbIN BapHUaHT;

L4 HpOIIYCTI/ITb BCé - MMpoIyCTUTL BCe OIIMOOYHBIe MCIIOIb30BaHMS TeKylero CJIOBa B

MMCbMe U TIepeiTH K cileflytollei omnoKe;

L4 HOGHBI/ITB CJIOBO - ,[[O6aBI/ITb CJIOBO B CJIOBapb IIOJIL30BATEJId, B 3TOM CJIyddeé OHO He

6y,HET BBI3BIBATDH OI_HI/I6Ky B JlaJIbHEMIIIEeM;
o NI3MeHHTD - U3BMEHUTh CJIOBApb I10JIb30BaTeJIA;

o {3pIK - Bb160p s3bIKa IIMCbMaA, TEKYH_[I/II‘/II SA3BIK TdKXKe MOXXHO BbI6paTb, OTKDbIB
BCIUIbIBAIOIIIEe MEHIO II0 HAXdTHUIO CTPEeJIKH, pacnonomeHHoﬁ CIIpaBa OT KHOIIKH

IIpaBonmucaunme.

B cirydae HanmyuMs omunbOK B MUMCbMe CJIOBA, CojlepXkalliye OMIMOKY, OYOyT IOJYepKHYThI
BOJIHUCTOM JMHUeH. [Ins ucnpaBieHuss omMOOK OTKpoMTe uanoroBoe okHo IIpoBepka
npasonucaHus. B nosie BBoga 3aMeHUTh Ha 0TOOPa3UTCs BapUaHT 3aMeHbl CJI0Ba C OMIMOKOM.
Eciu BapuaHT He ycTpauBaeT, BblOepuTe W3 ClKMCKa BapuaHTBI NMOAXOASIIMN BapuUaHT, OH
HOSIBUTCS B Iojle 3aMeHHThb Ha. [loMuMo 3TOro, BB MOXeTe M3MEeHUTh TeKCT BPY4HYIO U 3aTeM
IIPOBEpUTH ero, HaxkaB KHOIIKY IIpoBeputs ciioBo. Korza B nose 3aMeHHTh Ha OKaXkeTCsl CJIOBO,
rOTOBOe JJIsl BCTaBKM B IIMCbMO, Ha)KMUTE KHOIKY 3aMeHHTb, CJIOBO 3aMEHMUTCS B MCXOJHOM
TeKCTe MUCbMa. Eciu c10Bo ¢ ommbKoM BCTpedaeTcs B Tejle MMCbMa HECKOJIBKO pa3, BBl MOXKeTe

Ha’>XXaTb KHOIIKY 3aMeHHTDb BCe, 1 BCe BXOXXJeHHs CJIOBA C OIIMOKOM 3aMeHITCS Ha KOPPEKTHbIEe.
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Ecnmu BB He xoTuTe B TEKYH_[I/Iﬁ MOMEHT BHOCHUTL IIpABKH MJI1 OdHHOI'O CJ/IOBd, HAXMHUTE
HpOIIyCTI/ITb WIn HpOIIYCTI/ITI) Bce. Eciu BB YBepeHbl, 4TO CJIOBO HAIIMCAHO IMPABUJIBHO, HO IIPpU
3TOM BO3HHKdAET OI_HI/I6Ka, 9TO O3HA4deT, 9YTO B TeKyIlleM CJIOBape 5TO CJIOBO HEM3BeCTHO, U eCTb

BO3MO>XHOCTBb )106aBI/ITb €ro B I0JIb30BATEIbCKUI CJIOBAphb.

Jlnst nobaBieHus cioBa B CJIOBaph Iosib3oBaresisi HaxkmuTe ClioBaph nojb3oBaTess ->
JobaBuTHL CJI0BO, U OHO OyJeT IOMeueHO Kak He KMerolllee omIMOOK. [Is1 pegakTHpoBaHUs
COJIep>KMMOI0 I10JIb30BaTeJIbCKOTO CJIOBapsl HaXXMUTe Ha KHOIKy CiioBaph IHojb3oBaTess ->

HNszmenutsh. Ha OKpdHe TIIOSBUTCAd HOHUaJIoroBOe€ OKHO peddKTUPOBAHHUA I10JIb30BATEJILCKOT'O

cnoBaps (Cm. Pucynok 21).

Cnoeape Nonk3oeaTana *

Hoeoe choeo:

| -'J'!F'EEG| Oobagute

Lnoea B cnogape:

epeso Y6pars
epeIopoe

3BKpEITE

PI/ICYHOK 21 - ,HI/IaJ'IOFOBOE OKHO peJdKTUPOBdHUA I10JIb30BATEJIILCKOT'O CJIOBAPS

,HI/IaJ'IOFOBaH I1aHeJIb pa6OTbI CO CJIOBApeM COIepXUT cliefyroiue I10JIsd U yIIpaBJIAIOIIre

JJIEMEeHTBhI:

e HoBoe cioBo - 1mojie fAji1 BBOJA HOBOI'O CJIOBa B CJIOBdpe WM PpedaKTUPOBAHUA

CyHIeCTBYIOIIETro;

e CiioBa B cJoBape - MOJIHBIM CITUCOK CJIOB, COoJiep’KalllixCd B II0JIb30BATeJILCKOM

CJIOBape;
e JTobaBUTH - KHOTIKA JJis J0OaByIeHus ciioBa u3 nojisi HoBoe cjI0Bo B CJIOBaph;
e YOparh - KHOIIKA /IJIs YaJIeHUs! BbIZIeJIEHHOTO CJIOBA U3 CJIOBapS;

e 3aKpBHITH - 3aKpbITb AMAJIOTOBOE OKHO, IPU €ero 3aKpbITUM BCe H3MeHeHUs OyIyT
IIpUMeHeHbl K NUChbMY. BHOBb Ao00aBieHHble CJIOBa OYIyT CUATATbCS He HMeEIOLUMU

omuboK, a ybpaHHbIe BHOBb OYITyT IOJICBEYEHbI B TEKCTe MHUChMa.
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6.3.3 3amura

B maHenu MHCTPYMEHTOB IMChMa HAXOAWTCSA KHOMKa - DE30MECHOCTE™ i crpaga ot

Hee - KHOTIKa ™ [Jid Bblﬁopa HACTPOEK 3allUThL.

6.3.4 CoxpaHeHue cooOIIeHHUS

B manenn MHCTPyMEHTOB NMMCbMa HAaXOIUWTCS KHOIIKA o) CoxpauTs u cIpaBa OT Hee -

KHOIKA * JjIs BeIOOpa BapuaHTa coxpaHeHus (®aiin, YepHoBuk, IIlabmon). HaxxmuTe kHOKY
BbiOOpa ¢dopmata Ui 3a/laHMs HACTPOMKU COXpaHEHWsl TeKylero nuchMa. JlocTymHbI

Clle[lyIolIyie BApUAHTHL:
e Pajiy - coxpaHeHHe COMIEPXXUMOI0 IKMCbMa B TeKCTOBBIM ¢aii. IIpu BbiOOpe naHHOU
HACTPOMKHU OTKPBIBAETCS IMAJIOT0BOe OKHO COXpaHeHMs ¢aiia.
e YepHOBHK - IMCbMO COXPAHSETCS B NANKY «1epHOBUKWY;

e IIIabyoH - MHUCHEMO COXpdHAeTCA B IIAIIKY «H_Ia6J'IOHbI», €CJIM IIallIK1 He CyIieCTBOBAJIO,

TO OHa CO3O04d€eTCd B pa3aeiie «JIoKa/IbHbBIE TTAIIKHY.

Ecin HeobxomuMmbili ¢opmar yxe BblOpaH, HakmuTe KHONKY CoxpaHWUTb, ¢aiin

COXPAaHUTCA B IIpeIBapUTeJIbHO 3d/JTaHHOM (bopMaTe.

6.3.5 BioxkeHue B coo0IIeHHE

B coobiienre 351eKTPOHHOM TOYTHI MOMXHO J100aBUTH BJIOKEHMs, KOTOpble OyayT

OTIIpaBJIeHbl aJ[pecaTy BMecTe C NMHUCbMOM. YTOObI NPUKPENUTh BIOXeHHe K MUCbMY, HaXKMUTe

KHOIIKY Y Brnoxuts B IIpaBOM BepxHel 4YacTh OKHa. Ha skpaHe IOSIBUTCS AUAIIOrOBOe OKHO
OTKpbITHS (aiiia, TJie Bbl MOXXeTe BbIOpaTh He0OXomuMbii (aiin s BiaokeHUs. MoxeT ObITh

BBIOpAHO OTHOBPEMEHHO HeCKOJIbKO (aiisioB.

Cyme CTByeT TpuU BHUI4d  BJIOXEHUA, KOTOpble  MOXHO  HACTPAHWBATb KHOIIKOH,

PACIIONIO>KeHHOH CIIpaBa OT KHONKH Bioxuth. Ilo Haxkaruio Ha crpenky | B."IO)KH'E: Ha

SKpdaHe BO3HHUKAaET BCIUIbIBarOIiee MeHIO C BbIﬁOpOM BApHWAHTOB:

e Pajin - BilOXeHWe B Buie ¢ailyia, Ipu BbIOOpPe MAHHOW HACTPOMKU OTKPBIBAeTCS
IMaJIoroBoe OKHO BbIOOpa daiiyia, Iocjae BbIOOpa OJHOTO WIM HECKOJIBKUX (aiyioB
OTKpOeTCsI TaHejlb BJIOXKEHWM CO CIMCKOM BbIOpaHHBIX ¢aiyioB. Takxke MOXHO

nepeTaniuTh ¢paiyl MBIIIBIO U3 CUCTEMHOTO OKHA B 00JIaCTh BIIOXKEHUH MTHUCHMa.
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e Be0-cTpanuny - cchiUika Ha ain A CKauuMBaHWs, INpU BbIOOpe OTKpbIBaeTCs
JIMaJIoroBOe OKHO JIsl 3aII0JIHEeHUS CChUIKU. EcM ccbulka HeKoppeKTHasi, Bbl He CMOXKeTe

COXPaHUTb WIJIM OTIPAaBUTh ITUCHMO.
¢ BusuTtHyro kapTouky (vCard) - k mucbMy npuriiaraeTcsi BUSUTHast KApTOUKa;

e HamoMHHTH M0O3:Ke - BLIBECTH HAIIOMHWHAHNE O BIIOXKEHHUH nepen OTHpaBKOﬁ IIMCbMad

(cm. onmcanue coobiieHus B padzesne OTpaBKa MUCbMA).

Takxe MoOXHO IepeTamuTb (l)aﬁJI MBIIIBI0 M3 CHCTEMHOI'0 OKHA B 0OJIACTb BIIOXKEHUM
IMMCbMaAd. ,HJISI JOIIOJTHUTEJIbHBIX onepaunﬁ BBI30BHUTE KOHTEKCTHOE MEHIO Ha MaHeJIM BIIOKeHUH,

BaM OyIyT IOCTYTHBI CIIeAYIOIIe BO3MOXKHOCTHU:

¢ OTKPBITH - OTKPBITH BJIO’KEHUE B MOJXOJISIIEM JIJIsl JaHHOTO ¢dopMaTa NPUI0KeHUH;
¢ IlepennmeHoBaTh - eperMeHOBaTh Al BIOXKEHHUS;

e IlepecopTupoBaTh BJIOMKEHHUA - I[OMEHSTh MOPSAOK BioxeHud (B nHauamo, Bgepx,

Bwmecte, Buus, B koner;, CoptupoBka A-51);
¢ YIanuTh BJIOKEeHHUe - YIAIUTh BIIOXKeHHe U3 IMHChMa;
¢ YianuTh Bce BJIOKeHHUS - YJIaJIUTh BCe BJIOXKEHUS U3 ITUChMa;
e BrigesuTh BCE - BBIJICIINUTh BCEe BIOYKEeHHS B CITUCKE;
¢ Bioxuts ¢aiti(bl) - 106aBUTH HOBBIE GaIbl B KAYeCTBe BIIOXKEeHUH;
¢ BioxkuTh Beb-cTpaHuIy - 100aBUThH CCHUIKY Ha (aiir;

e HammoMHUTE Mm033Ke - BLIBECTH HAIIOMUHAHNE O BIOXKEHUH nepeng OTHpaBKOﬁ IIMCbMa.

6.4 IlaHesnp 3aroJIOBKOB COOOIEeHUS

4 Cozgarive cooBuienna: (Bes Temel) - MyOfficeMail — [m] >

®aitn [paeka Bwa BcTaeue OQopmarT HacTpoiiku  MHCTpymeHTel CnpaBka

A, Mpaeonmcarme ™~ (5) BesonacHocTb™ (o) COXpaHWTL ¥ [J Broxuts v

Ot | "alexandr smirnov@mrt.myoffice.ru” <alexandr.smimev@mrt myoffice.rus alexandr smirmov@mrt myoffice ru v KonuA  CxpbiTan konuA  OBpaTHBIi afpec

Komy: | nexttime@inbox.ru

Tema:

ABzaY v | | X0 Thames ~ BT B I U ln‘@ H

i

15l

Il

1]}
<

IS
<

AHIMHACKKI (CLLA)
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6.4.1 Ilose OT

O6s3aTtenbHoe mone. [lone OT comepXdT MMST M TOYTOBBIM ajpec oTnpaBuress. B
OOJIBIIIMHCTBE CJTy4aeB OHO 3aMOJHSIETCS aBTOMaTHYeCKH, IMPU 3TOM CYIIECTBYeT BO3MOXHOCTb
€ro U3MeHHTb. |11 HACTPOWKHU ajipeca OTHPABUTeEJIs HAXXMUTE Ha I0Jie, BO3HUKHET IHAIOr0BOe

OKHO, II0CJIe KOTOPOI'O MOXKHO IlepeiTV B IlapaMeTpbl YYeTHOM 3allMCU M BHeCTH HU3MeHeHUs

(Cm. Pucynoxk 22).

HacTpolika agpeca oTnpagMTens .

Ecnmn 3To NOAAEpHWMBASTCA BAlWWMM NPOBARASPOM 3NSKTRPOHHOA NoyTel, HacTpoika agpeca

® OTNRABWTENA NOSBOAWT BAM BHOCWTE HECOXPAHAEMOE HEDONBWOS MIMEHEHME B BALWL aapec
oTnpaeuTens, Bes HeobxoavmocTh aobasnernna Hoeoro agpeca 6 [apamerpax YYETHON 3anwcw.
Hanpumep, ecav saw agpec Mead Meados <ivan@test.ru>, bl MOXETE 38X0TETE M3MEHWTL EM0 Ha
Mead MeaHoe <ivan+ivanov@testru> waw Mean <ivani@testrus.

[ ] Hukorga Bosblue He YBEeAOMAATE MeHA 06 3TOM

o [omma |

Pucynok 22 - CoobiiieHre 0 HaCTpO¥Ke ajipeca OTIPaBUTES

6.4.2 Ilone OOparTHBIii afpec
ITosre OOpaTHBII afpec COEPXXUT afipec, KOTOPbIN MOSBUTCS Y MoJIy4daTesis B osie Komy

npy oTBeTe Ha MUcbMO. OtobpakeHue nosst OOpaTHBINH aApec peryavpyeTcsi KHOIIKOM »
Ilpy ee HaxkaTUM BO3HMKAeT KOHTEKCTHOe MEHIO C e[JMHCTBeHHbIM IIyHKTOM OOpaTHBIH afpec.

[To HakaTHIO Ha 3TOT MYHKT B CIIMCOK IoOJied MrcbMa Jobasisercs mnose OOpaTHBIN ampec,

CJieBa OT KOTOPOT'O HAXOAUTCA KHOIIKA X , CKPbIBAIOIIla4 I1oJIe.

6.4.3 Ilone Komy

Oo6sg3arenbHoe nodne. Ilojte KOMy COJEep’KUT OOUH WIIKX HEeCKOJIbKO a/IpeCoB HOﬂyaneHEﬁ
nucbMa. B rmporiecce Ha6opa HMeHU WM aJJpeCd BO3HHUKdET CIIMCOK IIOACKA30K M3 aHPECHOﬁ

KHUTH, U3 KOTOPOTI'O MO>KHO BBIOpATh NoJTyuaTesist Oe3 JjanbHeliero Habopa.

6.4.4 Ilone Kommus u cKpbITasi KOmus

[Toie Komusi COnmep>XUT CIMCOK JIOMOJIHUTENbHBIX aJIpecaToB, KOTOPHIM OyneT Takxke

HaIlpaBJIeHO IIMCBbMO, IIOMUMO OCHOBHOTO Iojtydaress. [Io ymMo4aHuIo 1oje CKphITO, OTHAKO ero
oToOpaXkeHHe peryJiMpyeTcsi KHOIIKOMN Ronua [Tpu ee HakaTUUM B CIIMCOK MOJIeN 100aBIIsIeTCs

I1oJ1e KOHI/ISI, CJieBa OT KOTOPOI'O HAXOOUTCA KHOIIKA X , CKPBIBAIOIIlas 3TO I10JIe.
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ITosne CKpI)ITaSI KomuMa aHajjornyHo 1nomio Kommst 33 HCKIIOYeHueM TOro, 4YTO
I10J1y49aTelIto 6y,I[ET HeIOCTyIIeH CIIMCOK 3THUX aJpecaToB, ero 6y,I[ET BHUOETDH TOJIbKO OTIIPABUTEJIb
[T CbMaA. Ba‘IaCTYIO, CKPbITbI€ KOIIMW HCIIOJIb3YIOTCA IIpH MacCOBOM pPaccCblIKe Ojid TOro, 9TOOBI

cogepxumoe Ballen aHPECHOﬁ KHUTUM He MOIJIK Y3HdTb BCe OCTdJIbHbIe II0JIy4aTelIn.

Otobpaxenre monsi CKpBITasi KOMMS peryIupyercss KHomkoi CKPBITAAKOMUA TIpy ee
Ha)kKaTUX B CIIMCOK ToJlel nobasisercs nose CKphITasg KOIMMS, CIeBa OT KOTOPOTO HAXOIUTCS

KHOIIKa X , CKPbIBAIOIIlad I1oJie.

Jlyis Toro, 4ToGBl OCYIIECTBUTH AEeUCTBUS, CBSI3aHHbIE C IIOYTOBBIM a/IpecoM, BBI3OBUTE
KOHTEeKCTHOe MeHI0 Ha)KaTheM IIPaBOM KHOIKH MBIIIU. ByiyT OCTYIIHBI Cleflyoliye 1eHCTBUSL:

1. 3MeHHTH ajpec - OSIBIISIETCS. KypCop, afjpec MOXHO OTpeaKTUpOBaTh.

2. 'Ypanuts, BbIpe3aTh, KOMHPOBATh - CTaH/IApTHBIe Ollepalli C TEeKCTOM.

3. Ilepemectuth B KoMy - nepemectuts azipec B nojie Komy.

4. Tlepemectuts B Konmio - nepemectuts asipec B rojie Komms.

5. IlepemecTuTh B CKpBITYI0 KOIHIO - [IepeMeCTUTh afpec B 1ojle CKpbITas KOIHA.

6. I/IH(l)OpMaIII/Iﬁ 0 ITI0JIb30BadTeJsie - OTKPbIBAeTCA OHAJIOTOBOE OKHO C KpaTKOfI

vHbOpMaIyel o MoJib3oBaresie.
6.4.5 Ilose Tema

[Tosie Tema conmepXuT TeMy NrcbMa. B cilydae oTCyTCTBUSI TeMbI IIPU OTIIPABKe MOSIBUTCS
HaromuHanue (Cm. Pucynok 23). Haxxmure OTnpaBUTH 0e3 TeMbI, €ClIM COTJIACHBI C JITHM.

Haxxmute OTMEHHTH OTIIPABKY, €CJIM XOTHUTe BePHYTLCA U 3allOJIHUTDL I10J1e Tema.

HanomuHanne o Teme >

® ¥ Bawero cooBlUeHWA HET TeMbl.

Ornpaeute Bes Temsl | OIMEHWTE OTNPaBKY

Pucynok 23 - HanomuHaHue 06 OTCYTCTBHUH TEMBI
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6.5 Ilanens ¢popMaTHpOBaHMS TEKCTa

4 Cospanne coobuenna: (Ges Temel) - MyOfficeMail

®aitn [paeka Bwa BcTaeue OQopmarT HacTpoiiku  MHCTpymeHTel CnpaBka

DTnpasuTe A, Mpaeonucanne v ) BesonacHocTe Y (o] CoxpaHnTh v

Ot | "alexandr smirnov@mrt.myoffice.ru” <alexandr.smimev@mrt myoffice.rus alexandr smirmov@mrt myoffice ru v KonuA  CKpbITaR KOMMA
Komy: | nexttime@inbox.ru

Tema:

[ Broxwurs v

OBpaTHslil anpec

ABzay | | XD Thames v -,"Fr BI Q L

i
Il
Il
11}
<
=
<

AHMAACKMIA (CLLA)

6.5.1 Crtunn

ITonw3oBaTeo IIpeaoCTaBIIIeTCAd BO3MO>XHOCTb BbI60pa TeKyI1iero

npesioTipe/ielieHHOro0 Habopa cTuield. B MOMeHT co3maHusi TMChMaA ISl TEKCTa 10 YMOTYaHHEO
Ha3HaueH CTWIb A63anm. Haxmure Ha mone u u3 Beiagaromiero cnucka (Cm. PucyHok 24)

BbIOepuTe HEOOXOIUMBIA CTWUJIb, KOTOpBIM OyAeT NpUMeHeH K TeKCTYy, B KOTOPOM HaxOIUTCS

KYPCOP MBbIIIIH.

Abzay W

OOeIHHEIA TEKCT
Abzay
3arcnosok 1
3arcnosck 3
Zaronosok 4
Zaronoeok 5
Zaronoeok 6
Anpec

3agaHHsIR dopraT

Pucynok 24 - Cincok ctumeit
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6.5.2 Bug mpudra

B MomeHT co3maHus mnMcbMa Il TeKCTa [0 YMOJIYAHUIO Ha3HAueH MIpUQT
IIponopiuonanbueiii. Haxkmute Ha moje u u3 Bbimagatomiero crnucka (Cm. Pucynok 25)

BbIOepuTe He0OX0AUMOe HauepTaHHe.

X0 Thames v

>

X0 Thames
¥0 Tahion
X0 Crigl

X0 Courser
X0 Caliburn

MpoNopUNOHE MBI
MOHOWMPHHHEIR

Helvetica, Anal
Times
Couriar

Academy Engraved LET Flain
Alef

Algerian

Amiri

Pucynok 25 - Crircok BeiOOpa HauepTaHus pudTa

6.5.3 IIBer Tekcra, uBeT ¢poHa

HpI/I OTKPBITUX OKHA IMKMCbMd II0 YMOJ/IYdHHUIO YCTAHOBJIEH LIepHI::II\/’I OBeT OJId IJ_IpI/ICl)Ta n
OemnbIi oBeT OJ1d Cl)OHa. HJISI HN3MeHEeHH [BeTa TeKCTd HAXMHWTe BEPXHIOI0 YdCTb KHOIIKH )

IJ1s1 U3MeHeHus 1[BeTa pOHA TeKCTa HaXXMUTE HIKHIOIO 9aCTh KHOITKU E Ha skpane mosiBuTCSt
nuanorosas naHenb (CM. PucyHok 26), BeiOepUTe HeOOXOIUMBIN IIBET U3 MAJUTPhl WU BBeIUTe
nmecTHaAaTepuuHoe 3HadeHue. [lo Haxkatnio Ha kHONKY OK BbIOpaHHBINM I[BET MPUMEHUTCS K

TEKCTY.

LleeT TekcTa X

BriGepuTte upeT: IEI

B HTRL-
FEALTE ETE Hoa £000000 9 Mo yrMonYaHuo

Orens

[Hanpumep: «=0000FFs A «blue=):
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Pucynok 26 - /Inasnorosasi naHesnb BbIOOpa I1BeTa TEKCTaA

6.5.4 Pasmep mpudra
TekcT mUCbMa MOXHO YMEHBIIUTb WM YBeJIWYUTh. [Ipy OTKPBITUM OKHA MHUChMa IO

YMOJ/IYaHHUIO YCTAHOBJIEH CpEZ[HI/Iﬁ pa3mep. Hasxmure Ha KHOIIKY -Fr W M3 BbIIIaAdIOIIero CIiMmCKa

BbIOEpUTe OIMH U3 MTpelyCTaHOBIeHHbIX pa3MepoB (CM. PucyHok 27).

(T T+
10
13
16

w8
24
32

Pucynok 27 - Beinagaroniyii Criucok Beibopa pa3mepa mpudra

,HJ'IFI YMEHbIIIEeHUsI pd3Mepda I_HPI/I(l)Ta Ha>XMHUTE KHOIIKY T~ , AJI YBeJIMYeHUsT HaXKMUTe

KHOIIKY T=

6.5.5 Cruian Tekcra

Ctwip mpudra BaMseT Ha HadepraHue Oyks. [Ipum co3maHMyM HOBOro mwchbMa IO

YMOJTYaHUIO CTHUJIb H_IpI/I(l)Ta He YCTdHOBJIEH.

Koomxu B I U (ITonyxupnsii, Kypcus, IlogquepkHyTbIi) 103BOJISIOT BBIOpATh

Ha4epTdHUsA BbIIEJIEHHOT'O B TEKCTE c])parMeHTa.

6.5.6 Oumncrka popmaTupoBaHusa

Haxxmure KHOIIKY A % JIJISI OYUCTKU (bOpMaTI/IpOBaHI/IH BBIJI€JIEHHOI'O TeKCTd.

6.5.7 Omnepamuu co cnucKamMu

MapKupoBaHHBINH CIHHCOK — 3TO CIIMCOK, B KOTOPOM ITyHKThl OTMEYAlOTCSl C IIOMOIIBIO

1= o
Pa3/IM9IHbIX CHUMBOJIOB (MapKepOB). HpI/I HAXXaTUW KHOIIKU 2= TIOSBJIAE€TCS IIepPBbIM J3JIEeMEHT
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CIIMCKa, I1ocjieayromniye 6y,ZLYT ,[[OGaBJIEHbI roce HaxkaTud knasuiny Enter Ha KJIaBHUaType.

HyMmepoBaHHBII CIHCOK — 3TO CIIMCOK, B KOTOPOM IYHKTBI OTMedYatoTcs Iudpamu. [Ipu

Ha>XaTUH KHOIIKU := T[IOSIBJIIeTCS HepBI)IfI JJIeEMEeHT CIIMCKd, IIoCjieayrouiye 6YJIYT JIO68BJI€HBI

rocJie HaxkaTud knaBuiy Enter Ha KJIaBHUAType.

Kuonku £ wu 2= ciyxar i U3MeHeHHs YPOBHS BJIO)KEHHOCTU TeKYIIero sjieMeHTa

CITMCKa.
6.5.8 BrIipaBHHBaHHe TeKCTa 10 FTOPU3OHTAIH

HpI/I HA>XaTUHU Hd KHOIIKY =t OTKPbIBAETCA MEeHIO BbI60pa BbIpABHHWBAHUS TEKCTa I10

ropusoHTainu (Cm. PucyHok 28).

£
=
£

Mo nesony Kpako
Mo ueHTpyY

Mo npaeomy kparo

Mo WHpKHE

Pucynok 28 - Beibop BapyaHTa BEIDABHUBAHUSI TEKCTa 110 TOPU30HTAIIN

6.5.9 BcraBka BCTpOEHHBIX 00HEKTOB

B Teno nuckma MOT'YT OBITH BCTPOEHHI ciiegyromiue OOBEKTHI:

® CCBhIJIKa;
® SKODb;

e 1300pakeHue;
® Da3JIeUTeb;

e TabOMIIA.
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HJIFI BCTABKM OOBEKTA HAXKMUTE KHOIIKY @lv, Ha SKpdaHe OTKpPOeTCsa MEeHIO BbIﬁOpa

obbekTa (CMm. Pucynok 29).

=
<

Cceinka
Arkops
|1306paxeHne

PaznsnuTens

B 1 &N

Tafnuua

Pucynok 29 - Beibop BcTpoeHHOT0 06beKTa

6.6 Ilanenr KOHTAKTOB

Jlnst ynobcTBa niorcka afjpecoB OTKpOKTe naHeslb KOHTakToB (CM. Pucynok 30). [ls aToro

BbIOepuTe MyHKT KoMaHAHOTrO MeHio Bup > IIaHens KOHTaKTOB, 160 Haxkmute F9.

KoHTaKThI x

ANpEcHan KHWra:

@ Bce agpecHbie kU v

Mowck koHnTakTOB:
[;_1 '.r‘hﬁ-. AW e-mail aapec ]

Anan ~ B

B Anexcanap CMUpHoBE
B Angpeii Bacwnces
B Weax Bacunbes

£, Dmitry Postrikav

B elenasmirnova

B vadim_vk

Komy:

Pucynok 30 - ITorck KOHTaKTOB

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022

73



MonOdounc

Bribepute ampecHyio KHUTY B BblllafaioiiieM MeHI0o AfapecHas KHura. [[is cospmaHus
HOBOTO KOHTaKTa WM CIMCKa PAaCChUIKM Ha)KMHUTe KHOMKY —— (JOMOJHUTEbHOe MEHI0) W

BbiOeprTe HoBbIM KOHTAKT Wi HoBBII cIHCOK.

Bribepute koHTakT B cnmcke, nanee Haxxkmure Komy, Komusa vy CkpseiTasg konus /s

TOTO, 9YTOOBI UCIIOIb30BAaTh KOHTAKT B ITUCHME.
6.7 Ilouck B cooOIIeHHMH
[Tanesns noucka (CM. PucyHok 31) HaxXoAUTCS B HUDKHEM 9acTU COOOIEHUs U BbI3bIBAETCS
u3 darnoBoro Mento (ceknus Ilouck), mbo o coueranuto kiasuil Ctrl+F.
Teet A v [ noncgenmmuece [ Cysérompericrps [ Cysirom anaoumiaccion anakoe | | Tonekocnosa uenwkow | 3aMEHNTb_ 12uz1cosnagerms X

Pucynok 31 - Ilanens nowncka

Ha manenu HaxopgsaTcs cllieayroiue 1oJis:

e HaijiTu Ha CTpaHHIle - TeKCTOBOe I10Jie JJId BBOdd CTPOKH ITOHCKa,

L4 HOHCBETI/ITB BC€ - BKIIIOYeHHEe/BBLIKIIIOUeHHe pPeXxXrMa IIOJJCBETKHU BCeX HaWJIeHHBIX

BXOXXJIeHUH;
e C ydyeToM perucrpa - BKJIIOUeHHe/BbIK/IIOYeHHe PesKrMa y4yeTa perucrpa IIpy MOKUCKe;

e C Y4eToM JHAKPHTHYECKHX 3HdKOB - BKJIFOYeHMe/BLIKIIIOUeH e pexurMa YydeTa

JUAKPUTUYECKHX 3HAKOB IIPH IIOHCKE;

e TosbKkO ciOBa IHeJIHKOM - BKJIIOUEeHHe/BBIK/II0UeHHe PeXXrMd IIOMCKd TOJIbKO CJIOB

OTeJIMKOM.

HHH 3dMeHbl CTPOK HeO6XOI[I/IMO Ha’XXdaTb KHOIIKY BHMEHI/ITB, IIpy ee HaXdaThuu"

OTKpbIBaeTcs AuanoroBoe okHo Haiitu u 3amenuTs (CM. PucyHok 32).

HaiTi 1 3AMEHKUTD x

Hai veger: (I8 | i sance

3EMEHNTE Ha:

SAMEHNTE
C yuETom perwcTpa
C Hauana cTpamHmus! 3aMEHMTE M HAATH

Mowck B oBpatHomM HanpasaeHUK JAMEHNTE BCE

3aKpETe
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Pucynok 32 - J/IlnanoroBoe OKHO 3aMeHbI CTPOK

,HI/IaJ'IOF COAEepXXUT djleyroiue I10JId:

e HaiiTu Tekcr - TekcT JJIsA IIOMCKA,
e 3aMeHHUTH Ha - TeKCT JJIS 3dMEeHBI;
e C yueToM perucTpa - repexkjarodeHre peXxuMoB ITOKMCKa C y‘IETOM/683 ydeTa perucrpd,

e C Hauvasa CTPAaHUIIBI - TIepeK/ItoYeHre IMO3UIUN Hd4adjld ITIOHWCKa C HaddJld CTpaHI/IHbI/C

TeKyllled MO3UIINH;

e Ilouck B OﬁpaTHOM HaIIpaBJIEHHH - [IepeK/Il0YeHre HallpaB/JIeHudad IIOHMCKa B

IIPSIMOM/00OPAaTHOM HallpaBJIeHUH;
e Knonka HaiiT fasee - mouck ciieiyloliero BXOX/1eHus;
e KHonka 3aMeHHTD - 3aMeHUTh TeKylllee BXOXKIeHUe;
e KHomka 3aMeHUTh U HAaWTH - 3aMeHUTh TeKylllee BXOX/IeHHe U HAlTU cileflyoliee;
e KHomnka 3aMeHUTB BCé - 3aMeHUThb BCe BXOXK/IeHHsI B INChbME;

e KHomnka 3aKpHITh - 3aKPbITh JMAJIOr0BOe OKHO.
6.8 Hacrpoiika nBeta 1 (oHa CTPAHHIIBI

J11st HacTpo¥iku 1BeTa U PpoHA CTPAHUIIBI BBIOEPUTe ITyHKT KOMaHHOT'O MEeHIO COOOIIeHUs
dopmar > IIBera u ¢poH cTrpanunbl. /lanHoe nuanoroBoe okHo (Cm. PrucyHok 33) mosBossier

HACTPOUTDH LBET U (1)OH IMMCbMd C UCIIOJIb30BaHWEM CJIeJyIOINUX HAaCTPOEeK:

1. IIBETa IIOJIB30BaATeJId II0 YMOJIYAHUK - YCTdHAB/IMBAET CTdHOAPTHbIE IBeTd,

MIpelyCMOTPEHHbBIe TI0 YMOJTYaHHUIO.
2. Ucmoab3oBaTh niBeTa
e OOBIYHBII TEeKCT - IIBET TeKCTa IIMChMa;
e CchLIKA - I[BeT CChIIKHU;
e AKTHBHAA CCBHLIKA - [[BeT aKTUBHOH CCBIJIKH;
e IIpocMoTpeHHast CChLIIKA - I[BET IPOCMOTPEHHOMN CCBHUIKH;
e ®doH - 1BeT doHa.

3. doHoOBOe H300paxkeHHe - BEIOOp n300paxkeHus Asisl GoHa.
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LEeeTa u doH cTpaHHLbI

LUpeta crpanvum
Q) Lsera nonssosarens no ymonuanmee (He ykassigars ugeta)

ﬂ(l‘ll?ﬂh!ﬂldﬂ uEcTac

E"bl'\-l HBiH TEXCT: .

H OBLIUHEIA TeKCT

Cowlnea:
Cemanka

EI-CIL'F.HF.F CobImEd:
AKTHEHAA CCBLNKE
[pocmoTpensan cosine
MNpocMoTpeHHaR CoblAKa

DoH:
DoHOEDE MIODBpIKEHHE

Brifipate daiin...

OonenHUTENEHO. .

o

Pucynok 33 - JlnanoroBoe 0KHO HaCTPOMKY I1BeTa U (pOHA CTPaHUIIBI

HpI/I HA’XXaTUM HA  KHOIIKY HOIIOJIHPITEJII)HO OTKPbIBAETCA  OHMAJIOOBOE OKHO

peIaKTHUPOBAHUSI JONOJIHUTEIbHBIX CBOKCTB.

6.9 BcraBska 00BLeKTOB B Co00IICeHHE
6.9.1 CcpLika

Jlis1 BCTaBKU CCBUIKM BblOeprTe IyHKT KOMaHIHOIO MeHIO coobuieHuss BcraButh >
Ccpuiky, 160 B naHenu ¢$opMaTHUPOBaHMs NKMCbMa BblOepUTe BcTpavBaHMe oO6bekTa CchLIKa.

OTkpoeTcst AnaIoroBas MaHe/Ib peIaKTUPOBaHUS CBOUCTB CChUTKU (CM. PucyHOok 34).
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CeciCTER COBLIKA e

Beegure TeRcT ANA 0TOBDAREHNA CCBLAKNK:

| I

Appec ofibexTa cobinkm

Beegwre aqpec peb-cTpaHilbl, AOKEABHOMD $aRAAE AW BbibepiTe
AKOPE WAK 33roN080K € MMEHER M3 KOHTEKCTHOMD MEHHY NONA:

EblSpate dafn..

Bﬂﬂ}ﬂﬂ'b Jain, oTEPsIBAFDLLWACR NQ 3TOH CCBLIKE, B confyeEHEe

Ofiaera

Pucynok 34 - [luanoroBas aHeJlb pefJakTHPOBAHHS CCHUIKH

J11st GopMUpOBaHMSI CCHIIKY BBl IOJDKHBI BBECTH TEKCT JIJIs1 OTOOpaXkeHHsl, a TakxKe ajipec
CCBHIIKY. B kadecTBe afipeca MOXeT BBICTYIIATh afipeC BeO-CTpaHUIlbl, MyTh K ¢ally Ha JUCKe, a
TaK>XKe SIKOPb MJIM 3aT0JI0OBOK C MIMeHeM U3 KOHTeKCTHOT'0 MeHIo 1oJis. [y Beibopa ¢aitia ¢ qucka
Ha)XkmMuTe KHOTNIKY BbiOpaTh ¢aiiun. Ilocie Bbibopa ¢aiina ccbuika Ha Hero OyJeT HMpoNKCcaHa B
nojie ajgpeca ccelikd. HaxxmuTe nepexmtodarens Baoxkurs ¢paiin, OTKPHIBAIOIIUNICA IO 3TOH
CCBLIKe, B COOOIIeHUe, eCli Bbl XOTUTe, 4TOObI (ailil Mo a/ipecy CChUIKH, ObLI NPHIOXKEH K

IMMCBbMY B Ka4eCTBe BJIOKEeHUS].

6.9.2 Sxopsb

J171s1 BcTaBKY SIKOpsl BeIOeprTe ITyHKT KOMaH/IHOI'O MeHI0 coobienrs BecraButh > fIkopsn
¢ UMeHeM, MO0 B NaHeynu GOpMaTUPOBAHMS NMCbMa BblOepuTe BCTpauBaHWe 00bekTa fIKopsb.

Ha skpaHe BO3HMKHeT AuaoroBoe OKHO peJaKTUpOBaHUs CBOUCTB siKopst (CM. PucyHok 35).

CeoACTER AKOPA C WMEHER e

Weaa avopsa:

anchor I

OononHHTENEHO...

OrnieHa

PucyHok 35 - /InanoroBoe OKHO CO37jaHUs SIKOPS

Jnst BcTaBKU sikopsl BBequTe ero ums (onucanue) B nojie Umsa saxopsa. Eciu Ha MoMeHT
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OTKPBLITHA JHAJIOT'OBOI'O OKHA B ITMCbMe BbIEJIEH Cl)pal"MEHT TeKCTd, TO OH 6YI[€T IIOMellleH B II0JIe

Nmsa AKOPA. HpI/I HaXXdaTHUM Hd KHOIIKY I[OIIOJIHI/ITEJII)HO OTKPbIBAETCA [OHWAJIOTOBOE OKHO

peJIaKTUPOBAHMS JIOTIOJIHATENILHBIX CBOUCTB. [lo HakaThio Ha kHonKy OK B mosuruio kypcopa
Oynet mobaBiieH SIKOpb.

6.9.3 MH3obpaxkeHme

J171st BcTaBKU 1300pakeHHs BbiOepuTe MyHKT KOMaHAHOTO MeHIo coobiienuss BeraBuTh >
N3o00paxenue, nmub0 B maHend ¢GOpPMaTHPOBAHMWS IHCbMa BbIOEpHUTE BCTpaWBaHWe OOBEKTa
M3zo0paxenue. [Ipy BcTaBke H300paKeHUS OTKPHIBAETCS JIMAJIOTOBOE OKHO, COCTOSIee U3
CJIeZTYIOIUX 3aKJIa/IOK:

® ajipec;

® pa3Mephl;

e BHEIIIHUU BUJ,

® CCBbLJIKA.

6.9.3.1 Anpec

[Tanens Ajpec TO3BOJIET 3arpykaTh H300pakeHWe W 3ajlaBaTb HEKOTOpble CBOWMCTBA

(CM. Pucynoxk 36). [l 3TOT0 UCMIONIB3YIOTCS CIIeAyIOIIe TOJIs:

e Azpec u3o0paxkeHHs - T0Jie BBOJIA ajipeca u3obpakeHus. DTO MOXeT ObITh CChUIKa Ha
BeO-pecypc, b0 ampec jokambHOTO daima. [lo HaxkaTwio kHomku BriOpaTh ¢aiin

OTKPBbIBAeTCSl CUCTEMHBIM JIMAJIOT BbIOOpA aiiia.

¢ BeruibiBaromas mojacKasKa - M0JCKa3Ka, BO3HMKAIOIIas IIpY HaBeJeHWH KypCOopa Ha

n3obpakeHue;

¢ ATbTepHATHBHBII TeKCT - aJlbTePHATUBHBINA TEKCT Jjisi n300pakeHust (TEKCT, KOTOPBIMA
M03BOJISIET TOMY4YUTh HMHOpMaIKio 006 M300pakeHUM MPU OTKIIIOUEHHOM B Opaysepe

MoKa3e NU300paKeHUI WK BO BpeMs UX 3aTPy3KHu).
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CeofcTea nzobpaxeHnn e

Appec Pasmepw BrewwwA sng  Copinka

Anpec naoSpasenna;
I |

Bposente 370 M3cbpakenne B coobugeHme BriGpate dain..,

Bennmisarowgan nogokasxs:
8 AnETepHATHEHEIA TEKCT:

HE HONONL3OBATE i.ﬂhTEFIHi.'I’HBH.b:Iﬁ TEELT

Orracra

Pucynok 36 - HacTtpotika ajipeca n3obpakeHust

HpI/I Ha>XaTWUM Hd  KHOIIKY I[OHOJIHI/ITEJII)HO OTKpbIBaA€TCA  OHUAJIOTOBOE  OKHO

PEeNAaKTUPOBAHMS IONOJHUTEIbHbIX CBOWUCTB I/1306pa>KEHI/I$I. IIo HaxaTWio Ha KHOIIKY OK B

MO3UIIMIO Kypcopa 6yeT o6aBiieHO BbIOpaHHOe M300pakeHue.
6.9.3.2 Pa3mepsl

[Tanens Pa3mepsl mo3BosisieT ympaBiTh pa3MepamMu u3obpakenus (Cm. Pucynok 37).
[Tpu BeIOOpe Wcxomublili pa3mep H300pakeHHWe OTKpbIBaeTcsl 0e3 W3MeHeHHWs pa3Mepa.
Bribepute 3agaTh pa3mep eciu Bbl XOTHUTe U3MEHUTh pa3Mep u3o0pakeHus. [Ipu 3ToM MOXXHO
3aJ1aTh MTPOM3BOJILHYIO MIUPUHY U BBICOTY B MUKCEJIIX U MPOIeHTaX OT IUPUHBI OKHa. BribepuTe

COﬁJI]OHaTb IIPpOTIOpPIHNH €CJIN Bbl XOTUTE COXPAHUTH UCXOHBIE ITPOINNOPIIUA I/I306pa)KeHI/I$I.

Ceofctea nzobpaxexna x

Appec  Pasmeps  Brewwwdeng  Coeunka

o Woxomeii pasvier

3anaTe pazsmep o

Wnpuma: W |  MHECEnDE w

<>
s
<

Bracora:

Orraera

Pucynok 37 - Ilanens HaCTPOWKHM pa3MepoB U300pakeHusI
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[Ipy Haxatnn Ha KHONKY JlOIOJIHUTEILHO

OTKPbIBAETCA

AHUaJIoroBoe

OKHO

pelakTUPOBaHUS JIOTIOJTHUTENIbHBIX CBOWCTB u3obpaxenus. [lo Haxatuio Ha kHonky OK B

MO3HUIIMIO Kypcopa OyneT qJo6aBiieHo BLIOpaHHOe n300paskeHue.

6.9.3.3 BHeninuii Buq

[lanens Buemrnuii Bupx (Cm. Pucynok 38) mo3BosisseT 3ajjaTh CBOMCTBA IOJie U

pac1iojioxkenure I/1306pa>KEHI/I$I OTHOCHTEeJIbHO TeKCTa.

Cngea v cnipasa:

nHKCCnon : BHHS}'

Ceepxy M CHUZY: NHKCENDE

£y ]k L3

CE.H'DLI.IHHH rpanwuac NHECENoR

Ceofctea nzobpaxexna x
Anpec  Pasmepw  Beewmwiemg  Coeunka
Monn Pacnonomsenne TEKCTa NO OTHOWEHWID K M300pamennio

Kapra waobpamenua

W

THHTENEHO

Orraera

Pucynok 38 - HacTpotika pacrnosoxeHust U300pakeHust

CaoticTBa nojei 3a1dI0TCA B IIMKCeJIaX, BBl MOXKeTe 3a1aTh ClIieAyIolllrie BapUaHThI:

® [I0JId CJieBd U CIIpdBA4,
® TI0JI CBepXy U CHU3Y;

® TOJINIMHA I'PAHHUIIBI I/I306pa)KeHI/ISI.

Tun pacrosnoxxeHrs U300paXkeHus 3aJJaeTCsl UCXO/Is U3 CJIeyIOIIUX BapUAHTOB!

® BBEpXy;

® 110 IIeHTpY;

® BHU3Y;

® BIIPAaBO, OKPY>KUTb TEKCTOM CJIeBa;

® BJIEBO, OKPYXXUTH TE€KCTOM CIIpdBa.

HpI/I Ha’XaTUM Hd  KHOIIKY II;OIIOJIHI/ITEJII)HO

OTKPbIBAETCA

JIMaJIOTOBOe

OKHO

PeJaKTUPOBAHUSI OOIOJIHUTEJIbHBIX CBOMCTB I/I306pa>KEHI/I$I. Ilo HakaTwio Ha KHOIIKY OK B
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MO3UIIMIO Kypcopa 6yneT nob6aBiieHO BEIOpaHHOe M300pakeHHe.

6.9.3.4 Cceuika

[Tanens Ccpuika (CM. PucyHok 39) npesiHa3HaueHa Jijisl TOTO, YTOOBI OTKPBIBATh CCHUIKY,
SIKOpPb WJIM 3aroJIOBOK IO HA)XaTHIO Ha n3obpakenre. CchbUlKa JOJDKHA OBITH MPOITKCAHA B IIOJIE

BBO/IA. HpI/I Ha>XXdTUMW Hd KHOIIKY PenaKTop CBOJNCTB CCBLIKH OTKPBIBAE€TCA AHAJIOTOBOE OKHO

PEeOaKTUPOBAHMSI JONOJHUTEIbHBIX CBOMCTB JAaHHOK CCBHUIKH.

Ceofictea nzobpaxenna *

Appec Pasmepw  Brewwuwideng  Coeunka

E-ﬂt.'.'l.l-ﬂt appec Etﬁ'ﬂpﬂﬂl-'l'u.hl. ANOEANBHOMD d}ﬂ Ana WM Eblﬁtpmt RAEOPE WM 33ronoBoE & MMEHEM W3
KQHTEKCTHOMD MEHH NGAA:

(= |

BeiBpate dain..

MoxaswiaaTe FpaHULy BOKPYT NI0EPEKEHNE, COAEPAALIETD COBUNKY Fegaxtop cooficTs coeukn...

OrraeHa

Pucynok 39 - [TaHenb HACTPOWKM CBOMCTB CCHUIKU

HpI/I Ha>XXaTWUKM HA  KHOIIKY HOIIOJIHI/ITEJILHO OTKpPbIBaeTCA  [OHUAJIOTOBOe OKHO

peaKTUPOBAHUs JOTOJHUTEIbHBIX CBOUCTB u300pakenus. [lo HaxaTuio Ha kHonky OK B

MO3UIIMI0 Kypcopa OyreT nobaBieHo BbiOpaHHOe u3obOpakeHue. [Ipyd JIBOMHOM Ha)XaTUM Ha

CCBbUIKY OTKPbIBAETCA OUAJIOT peldKTHUPOBaHUA CBOMCTB CCBLJIKHU.

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022

81



MonOdounc

6.9.4 Pasgenuresn

Jl71s1 BCcTaBKM pazfienuTerisi BbIOepuTe MyHKT KOMAaHJIHOTO MeHI0 coobiieHus BcraButhp >
Paspenurens, mibo B mnaHenu ¢$opMaTvpoBaHMs NHMCbMa BblOepuTe BCTpavBaHWe OOBeKTa
Paspenurens. Ilpu BcTaBke paszenuTenis B TeKCT IMCbMa B IO3UIMIO Kypcopa BCTaBJIseTCs
TOPU30HTAJIbHAS pa3ziesinTeNIbHas I10J10Ca CO CBOMCTBAMHM, YCTaHOBJIEHHBIMY 110 yMoJi4aHuio. [1pu
JIBOMHOM KJIMKe Ha pasieJIuTeslb OTKpbIBaeTcs auanorosas naHesb (Cm. Pucynok 40), B koTopoM

MOXXHO IIOMEHSTh ero CBOMCTBA, TaKKe KaK IMHWPHWHA, BbICOTA, HAJINYHE 3D T€HH, BbIpdBHUBAHUE.

CeoACTEa rOpMEOHTANLEHOND PA3ZENUTENA x

Pasmepe

Wnpuna: % o7 pa3mepa okHa ¥

Beicoma: 2 $ MUKCENDE
o | 30-1ens

EnipagHnBaHwe

Bresc (@ [lo uenTpy Bopaso

Hcnonssceams no yMonaHmm JonoaHeTensHo..,

QK OriaenHa

Pucynoxk 40 - Hactpoiika CBOHCTB FrOPU30HTAJILHOT'O pPa3fiesTuTerst

[To naxatuto Ha kHOnKy OK k pasnenurenbHOM mosioce OyAyT NprMeHeHbl BbIOpaHHBIE

IapaMeTpHhl. HJ’ISI YAaJleHusd pa3fejinTesisa HCHOHb3yﬁT€ KHOIIKY DEL wnu KOMaHOYy YHaJII/ITb B

KOHTEKCTHOM MeHIO.
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6.9.5 Tabauna

Jlnst BcTaBkM Tabuuilbl BbiOepuTe IyHKT KOMAHJHOTO MeHIO coobieHusi BcraButh >
Ta6uuny, 1160 B naHesny GpopMaTUpOBaHMs NMChbMa BbIOepuTe BCcTpauBaHUe oObekTa Tabsmma.
Ecny Ha MOMeHT BCTaBKU TaOJIMIIBI B IMCbMe He BblJlelleH pparMeHT TeKcTa (peXkuM Kypcopa), TO

OTKpOEeTCS IUaJIoroBoe OKHO BCTaBkU Tabymwmibl (CM. PucyHok 41).

Brraeka TaGnnukl -

Crpow 218

CronBuoe: 2 3

WwupuHa: 100 (o % oT pasmepa .. ¥

[paHnya: 1 3 MWECENDE
JononHWTENBHD..,

Orwer

Pucynok 41 - JluanoroBoe OKHO HaCTPOHKY MTapaMeTPOB TaOJIHITbI

Juanor no3BossieT 3a/1aBaTh CJeAykolye apaMeTpsl TabJIuIIbL:

® KOJIMYeCTBO CTPOK;
® KOJIMYEeCTBO CTOJIOIIOB;
® IIIMPUHA TAOJIUIHI (B MUKCEISX WIK B MIPOIIEHTaX);

® TOJIIIWMHA I'PaHUAI Ta6JII/IHbI B ITMKCeJIAIX.

HpI/I HA’XXaTUM Hd  KHOIIKY I[OIIOJIHI/ITEJII)HO OTKPbLIBAETCA  OHWAJIOTOBOE  OKHO

peaKTUPOBAHUS TOHOJIHUTEILHBIX CBOMCTB TaOJIUIILL.

Ecnu Ha MOMeHT BCTaBKU Ta6J'II/II_[bI B IIMCbMe BbIeJIeH Cl)pal"MeHT TeKCTd, OTKPOETCA

JWajIoroboe OKHO KOMIIOHOBIIIMKA, KOTOprﬁ Hpeo6pa3yET BBbIJIEJICHHBIM TEKCT B Ta6J’II/ILIY

(Cm. Pucynok 42).
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Mpectpazceate B TaBAMLY >

KomMnoHoBLWMK CO3A3ET HOBYHD CTPOKY B
TaBnuue 4na Kaxgoro naparpada e
EBIAENEHHM,

BeiGepute cumeon, KoTopelid Byaer
MCNONE30BATECA ANA Pa3AeneHnA
EbIAENEHHMA HA KOMNOHKM:

® 3anaTan

MpoGen
o

Jdpyrof cumeon:

¥AanuTE CUMECN pasaeneHna

orens

PucyHok 42 - JlnasmoroBoe OKHO KOMIIOHOBIITUKA

JluanoroBoe OKHO MO3BOJISIET 33]]aTh pa3fleIuTelb, KOTOPBIA Oy/eT CITy>KUTh JJIsl JieJIeHus]
BbIJIeJIEHHOT'O TeKCTAa Ha KOJIOHKU. B kauecTBe pazfenuTesisi MOKHO BbIOpaTh 3alsiTyio, Ipobet,
mbo apyrou cumBoil. Hcronb3yiiTe nepekiiodaresb YAAJIUTh CUMBOJ pa3fesieHus il TOro,
YTOOBI YKa3aHHBIN CHMBOJI pa3jieJieHus He IoMall B pe3yJIbTUpYIollyto Tabmuiy. [lo HaxkaTuio Ha

kHonky OK BbiziesieHHBIN TeKCT peoOpa3yeTcst B TaOJIHITy.

[Tocne co3manus TabMIIBI Bbl MOXETe M3MEeHUTh ee TapameTpbl. s aToro aBa pasa
KJIMKHUTE Ha TaOJIMITY, OTKPOETCS Auajor pelakTUpoBaHus. OTKpbIBIIEECS IHAAJIOTOBOE OKHO
OymeT oTaMYaThCS OT OKHA co3jaHus Tabmunbl. OHO CONEpXXUT IBe mMaHenw - TaGuuma u

Hueiika.

[Taneny Tabsmma CcomepXXUT IO Il peJaKTUPOBAHUS  CBOWCTB — TaOJIMIIBI

(Cm. Pucynok 43).
® KOJINYECTBO CTPOK;

® KOJIMYeCTBO CTOJIOIOB;

IITUPUHA TaOJTUIHI;
® IIIMpYHA I'PAHNULI;
® OTCTYIIBI MeXY SYeruKaMy;

® pDa3Mephbl MOJIeH ST9eeK;
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¢ TUII BbIPABHUBAHUSA 110 TOPU30OHTAJIN;
® HaJ/In4He 3aroJIOBKAd,

e 1BeT $oHa.

HpI/I Ha’XaTUM HA  KHOIIKY I[OIIOJIHI/ITEJII)HO OTKPbIBAETCA  OUAJIOT'OBOE  OKHO

PeNaKTUPOBAHMSI JONOJHUTEIbHBIX CBOWCTB Ta6JII/II_[bI.

CeoficTea TaBnuus X

Tabrnua  Aueixm

Pasmepsi
Crpoku: Wupusa: 100 3 | % or pasmepa oxse ¥
Cronfug: 2 C

Ipanmup » noas

[paHmues 1 : MUKCENDE

Orcrynike 2 5| nukcence MERTY AYEAKI KN

Nonn: 2 C MMKEENDE MESSY FPAHMLER AUElKK W B& COABPKNMEIN
Bripaeuusanme Tabnuues  Boeso w  Zaronoeoe: | Her ~
Liger drona: [ByaeT suger doH cTpanubl)

Jonoanerensmo..,

8] 4 ' MpusigsnTe OriaeHa

Pucynok 43 - [luasoroBoe OKHO pe/IaKTHUPOBAHUS CBOMCTB TabJTUIIBI

[Tanens HAueiika COepXKUT TIoJId IJid pedaKTUPOBAHUA CBOMCTB si4yeek TaGJII/IIII)I

(Cm. Pucynok 44).

® BLICOTA SIYEUKHU;

® [IMpUHA JYEUKU;

® T'OpPU30HTAJIbHOE BbIpABHUBAHME COMEPXKUMOI0 YK,
® BepPTUKAJIbHOE BbIpABHUBAHUE COJIEPXKUMOr0 STYeUKY;

® CTUJIb STYEUKU;

® [IepeHOC TeKCTa B sUeiiKe;

e 11BeT GOHA STYEUKU.
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HpI/I Ha>XXaTuu Ha KHOIIKY HOIIOJIHI/ITEJII)HO OTKPBIBaeTCA A1aJIOrOBOe OKHO
PeddKTHUPOBAHHWA JOINOJITHUTEJIbHBIX CBOMCTB STYEHKH.
CeofcTEa TaGnuus e
TaBanua  Ausixm
Brigenenme
Aueiica =
£ Npegoipyuwizs ? Cregyrawan
Mepen, nasenennem BEAENERNA BYIYT NPMMENEHE] TEKYLLINE NONPAEKA,
Pasmepbi BrapasHnsatne COASpEAMOnG
Ebicora: S nwkcence " BepruxansHoe: Mosepxy =
Whapena: S nwkcence "= lopuzonransHoe:  Bneso =
Crane auenss:  OBoidnbi > Megenoc tekcra: | MNepenoconme
Ueer dona: (Eyaer enaen goH Tabnnyb)
¥cranoeure qmam,p,nn IJI'IFIEHEI'IEHH.H CBDI:‘I:'I'B‘ I'IFIbIMEHﬂEMbII KD BCEM
BeIGpaHHBIM AYefKan donoaturensto...
] 4 Mpuseduts Omnaena

Pucynoxk 44 - JluanoroBoe OKHO peIaKTUPOBAHUS CBOMCTB STYENKH
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6.9.6 BcraBka HTML

Hns BctaBku dparmenta HTML - koma BbibepuTe MyHKT KOMAHIHOTO MEHIO COOOITIeHUS

BcraButs > HTML (CM. PucyHok 45).

Beraeka HTML x

Beegure HTML-Terw i TekeT:

Mpumep: <i= Boent npueem! <fiz

i

Pucynok 45 - JluanoroBoe okHO BcTaBku kKoja HTML

Beeaute tekct koga HTML, Haxkmute kHoniky OK.
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6.9.7 BcraBka maTemaTHuecKkux BoipaxeHui LaTeX

HJIH BCTABKM MdATeMdTH4YeCKOI'0 BbIpaXXeHUs BbI6epI/IT€ IIYHKT KOMdHIHOI'O MEHIO

coobmienus BeraButs > Math (Cm. PucyHok 46).

Ectzexa Math *
Beegure noxoassii kog LaTex:
srtfx_1} + “frac{m"3}2]
Hacrpoiim
® Peim BCTpanBanna ® | Hanpaenesue cnesa Hanpaso
Peskum oTobpasesua Hanpaenesue cnpaea Haneso
e

PucyHok 46 - [luanmoroBoe OKHO BCTaBKA MaTeMaTHYeCKOTO BbIPaXKeHHsI

Beenute ucxogubeii kop LaTeX B cooTBeTCTByIOIee IIOjle BBOJA, HACTPOWTE PeXHMMBI

BCTpParBAHUA U OTOGp&)KEHI/ISI MaTeMdTH4eCKOI'0 BbIpa’XeHHus . Haxxmure KHOIIKY OK.
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6.9.8 BcraBka 0yKB H CHMBOJIOB

st BcTaBkM OYKB M CHMBOJIOB BblOepUTe ITyHKT KOMAHJIHOTO MEHIO COOOIeHuUs

BcraBurs > BykBol u cumBouibl (CM. Pucynok 47).

Bcraeka cumeona *

Kateropwa

3arnaeHbIe C AWAKPUTHYHECKWMHK
JH3KaMK

':TFII:I'-iHbIE C AMAKPUTUYECKHM MK
IH3KaMHK

Jpyrne sarnaeHeie

Jpyrne cTpoyHelE

# 06ume cumeoel

EyKetl CHUMEOLI

BcTaewte 3aKpeITe

Pucynok 47 - JluanoroBoe 0KHO BCTaBKHM OYKB ¥ CUMBOJIOB

Bribepute kaTeropuio, B BbIIaAarouux crnuckax bykBa wim CuMBoJ BbiOepute
HeoOX0IMMBIM BapuaHT, HaXkMuTe BeraButh. BribpanHas 6ykBa win cMMBOJI OyAyT BCTaBJIeHbI B

TEeKCT ITMCbMd.
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6.9.9 BcraBka / penrakTHpOBaHHe OIJIaB/IeHHUS

J171s1 BcTaBKU OrJiaBjieHUs! BbIOepuTe IMyHKT KOMaHJHOTO MeHIo coobieHus BcraButh >

OrnaBnenue (Cm. PucyHok 48).

Cogeposanmne

Cospats copepmanne na ooHone:

Tera: Knacca:

¥poeews 1 | h1 *
¥Ypoeene 2 h2 *
YpoeeHs 3 | h3 ¥
Yposened | hd ¥

Ypoeens 5 | hS ¥

¥posens b | hb *

I'Ipouyuepc-aam BLE SAEMEHTEI B
COfepHaHUN

v

3an|:lc1'|.rrb- HIMEHEHWE COSEMsaHNA

Crrmena

Pucynok 48 - JluanoroBoe 0KHO BCTaBKH OTJIaBJIEHUS

Ilpy HeobxomMMOCTH oONUIIWTe IIpaBWIa (POPMHUPOBAHUS YpPOBHEM COJEep)KaHUs U

Haxxmute KHOTIKY OK.

6.9.10 /TomoHHTeJILHBIC CBOMCTBA 00HEKTOB

JluanoroBoe OKHO [IOIIOJTHUTEJIbHBIX CBOWCTB HCIIOJIb3YeTCsl Jiss 3a/laHusl aTpubyToB

TeKyIero OoOBbeKTa.

OKHO cOCTOUT U3 Tpex TMaHeNeH,

Iepexkjiro4eHye C roMombIo 3dKJIa10K.

MeXy KOTOPbIMHU IIPOUCXOOUT
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[Tanens HTML-aTpubyTtsl (CMm. PucyHok 49) mosBosnser 3amaBatb HTML - aTpubyTs
U1l Tekymlero ooObekra. [lomselii cnucok atpubyrtoB: summary, width, border,
frame, rules, cellspacing, cellpadding, align, bgcolor, align,
class, title, lang, dir. [lng co3maHusi HOBOro aTpuOyTa BblOepUTe ero B CIIMCKe
ATpuOyT, 3arem 3anonHuTe mojie 3HadyeHwe. HoBbii aTpubyTt Oymer mobaBiieH IIpU CMeHe
¢dokyca nomnst 3Hadyenue, nubo 1o HaxaTtvuio Ha kHOonky OK. JIng ynaneHus yxe CO3IaHHOTO

aTpubyTa yCTaHOBUTE KypCcOp Ha HEOOXOJIUMYIO CTPOKY, 3aTeM HaXKMUTEe KHOTIKY Y IaJINTh.

PenakTop ACNONHUTENEHEDN CEORCTE X

Texywme arpubyTa gna:  <tables

HTML-arpubyter  Crnnepoe odopanenne Coberua JavaScnpt

ATpubyT Inaqenue

width 1003

cellzpacing 2

cellpadding 2

border 1

L EnkHwTe no obfbexry Bsepxy, 4ToSbl MSMEHNTE EM0 SHEYEHNE ¥aznute
ArpubyT: IHaueHue

I 0K Ormea

Pucynoxk 49 - Ilanens penaktupoBanus HTML - atpubyTos
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[lanens CtuneBoe odopmiienme (Cm. PucyHok 50) mo3BosisieT 3aiaBaThb CBOWCTBA
TeKylero oobekra. Jlyisg co3aHusl HOBOTO CBOMCTBA BBeiUTe ero ums B nojle CBOMCTBO, 3aTeM
3anonHuTe nojie 3Ha4eHue. Hosblil aTpubyT Oyner nobasieH npy cMeHe gpokyca 1osisi 3HaueHue,
6o 1o HaxkaTuio Ha kHonKy OK. [Ins ynaneHus yxe co3laHHOIO CBOMCTBA yCTaHOBUTE KypCOP

Ha HeOOXOQUMYIO CTPOKY, 3aTeM HaXXKMUTE KHOIIKY Y JaJIUTh.

PenakTop ACNONHUTENEHEDN CEORCTE X

Texywme arpubyTa gna:  <tables

HTML-arpubyter  Cinnepoe odopmnenne  Cobermua JavaScnpt

Cooicres Inavenne
L gnkHMTE No oBLEKTy BREPLY, UTOBLI MEMEHHTE EFD ZHAUEHWE Yaanute
CeoicTee: IHAYEHME

| 0K Ormea

Pucynok 50 - Ilanens pelakTMpoOBaHUs CTUIIEBOTO OpOpMIIeHUS
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[Tanens CoObrTua JavaScript (Cm. Pucynok 51) mosBossier o6pabaTbhiBaTh COOBITHS
JavaScript. I[lomHbpli comcok cobOwbiTHM: onclick, ondblclick, onmousedown,
onmouseup, onmouseover, onmousemove, onmouseover, onkeypress,
onkeydown, onkeyup. i co3ganust HOBOro coObITHSI BbIOepUTe HeOOXOIUMBIM aTpubyT B
cnucke ATpuOyT, 3areM 3anosiHATe 1ojle 3HadeHwe. HoBwlii aTpubyT Oyner mobaBieH Npu
cMeHe ¢okyca moss 3HadeHHe, JuO0 Mo HaxaTuio Ha kHonky OK. [lng ynanenus yxe
CO3aHHOI'0 aTpubyTa yCTaHOBUTe KypcOp Ha HeOOXOJHMMYIO CTPOKY, 3aTeM Ha)XMUTe KHOIIKY

Ynanure.

PenakTop ACNONHUTENEHEDN CEORCTE X

Texywme arpubyTa gna:  <tables

HTML-arpubyter  Crnnepoe odopanenne  Coberna lavaScnpt

ATpubyT Inaqenue
L EnkHwTe no obfbexry Bsepxy, 4ToSbl MSMEHNTE EM0 SHEYEHNE ¥aznute
ATpubyT: 3naueHnE:

anclick b

' 0K | Oriaena

Pucynok 51 - Ilanens pejlakTripoBaHust coobITHH JavaScript

6.10 3akprITHE COOOIIEeHNs 0e3 OTIIPaBKHU

Ecnmm mucemo He OBLIO OTIIPABJIEHO U B HETo OBLIM BHECEeHBI HeCOXpaHeHHbIe U3MEHEHUA,

TO TIPY 3aKPBITUU OKHA BOo3HMKaeT coobienue (Cm. PucyHok 52).

Coxpasenme cooblieHma H

COXpAHMTE 370 COOSIIEHKE B NaNnKe YeDHOBWKOR (MEPHOBKKM] U ZAKPEITE OKHD «CO3AAHME
coobernasT

COXpaHHThL OTMEHWTE M3MEHEHKA OTmeHa

PI/ICYHOK 52 - HarmomuHaHue o HeCOXpPaHEeHHbIX U3MEHEHUAX
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Jlnst Toro, 9TOOBI He TOTEPSTh U3MEHEHHWs] M COXPAaHUTh MUChMO B Tanke YepHOBUKH,
HaxxmuTe kHOTIKY CoxpanuTb. KHonka OTMeHUTHh H3MeHeHHs 3aKphIBaeT JIaHHOe COODIeHre U
IIMCbMO, BCe uM3MeHeHHs OyayT yrepsiHbl. KHomka OTMeHa 3akpblBaeT JJaHHOe COOOIlleHre, Bbl

BO3BpaAllaeTech K peIaKTUPOBAHUIO TIUCHMa.

6.11 T'ops4yue KJIaBUIIH 0KHA pPeJJaKTHPOBAHHS COOOIIeHUI

CoueTaHus KJIaBUIII JIJ1sI OCHOBHBIX JIEMCTBHM C ITMCbMAMU:

Ctrl+Enter — oTnpaBUThH MMCHMO CeMYac;

Ctrl+Shift+Enter — oTnpaBUTh IHCHMO HO3XKeE;

Ctrl+N — HoOBOe 1IUCHMO;

Ctrl+S — coxpaHuTh NHCHMO; B 3aBUCUMOCTH OT TeKyllleli HAaCTPOMKU COXpaHeHHUs

nicbMo OygieT coxpaneHo B @ain, YepnoBuk, I11absi0H;

Ctrl+P — HanevaTaTb YepHOBUK;

Ctrl+Z — oTMeHUTH TTOC/IeIHee IeUCTBUE;

Ctrl+Y — noBTOpUTH OTMEHEHHOE JIeNCTBYE;

Ctrl+K — BCTaBUTb CCBUIKY B TEKCT;

Ctrl+Shift+K — npepBaTth CCbUIKY WIH YAAIUTb CChIJIKU U3 BbIIEJIEHHOTO PpparMeHTa;

Ctrl+Shift+R — ynmanuthb sskopu ¢ UIMeHaM¥;

Ctrl+Shift+P — npoBeputb opdorpaduro;

Ctrl+Shift+A — Brnoxuts daiin;

Ctrl+Shift+Y, Ctrl+Space — npepBath Wiu yIaauTh CTHUIN TEKCTa;

Ctrl+] — yBenuuuts oTcTym;

Ctrl+[ — ymenbpmunTh OTCTYTI;

Ctrl+B — yCcTaHOBUTb BbIIEJIGHHOMY TEKCTY CTHJIb «IIOJTY>KAPHBINY;

Ctrl+I — ycTaHOBUTB BbIJIeJIEHHOMY TeKCTY CTH/Ib «KYPCHUBY;

Ctrl+U — ycraHOBUTH BbIJIeJIEHHOMY TeKCTY CTHIIb «IIOJYepKHYTHINY;

Ctrl+T — ycTaHOBUTH CTWJIb TEKCTa «MOHOIIMPUHHBIN;

Ctrl + >, Ctrl + .— yBenuuuth padmep mpudra;

Ctrl + <, Ctr]l + ,— yMeHbIIUTH pa3aMep HIPUPTA;
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e Ctrl+R — nepedopmatripoBaTh TEKCT COODIIIEHNUS;

e Ctrl+A — BBIIeNIUTH BCE: TeKCT COODIIeHUS WA BIIOXKeHUS,

e Ctrl+C — ronmpoBath;

e Ctrl+X — BbIpe3aTs;

e Ctrl+V — BcTaBurh;

e Ctrl+Z — ormMeHUTH;

e Ctrl+Y — noBTOpUTSH;

e Ctrl+H — HaifTu 1 3aMeHHUThb TEKCT B TeKYIlleM COODIIeHNH;

e Ctrl+F — HaliTu TeKCT B TeKyIieM COObIIeHIH;

e Ctrl+G, F3 — nHaliTu cHOBa B TeKyIlleM COOOIIeHUH;

e Ctrl+Shift+G, Shift+F3 — naiitu npepinyiiee B TeKyIieM COOOIIEHNY;
¢ Shift+Enter — BcTaBUTb pa3pbiB CTPOKA BMECTO HOBOTO ab3aria;
e F2 — neperMeHOBaTh BIOXKEHHUE;

e F9 — nepeximtounTh 60KOBYIO MMaHe b KOHTaKTHI;

e F6, Ctrl+F6, Ctrl+Tab — mepeiiTu K CjeayioleMy OCHOBHOMY 3JIeMeHTY

I10JIb30BATEJIbCKOI'O PIHTEpCl)EfICH;

e Shift+F6, Ctrl+Shift+F6, Ctrl+Shift+Tab — mnepeiitu x npeablIyleMy OCHOBHOMY

3JIeMEeHTY T0JIb30BaTeIbCKOT0 UHTepderica;
e Ctrl++, Ctrl+=, Ctrl+konecuko npokpyTKHu BBepX — yBeJIMYUTh MACIITab;
e Ctrl+-, Ctrl+koJyiecuko nNpoKpyTKH BHU3 — YMEHBIIUTH MacIITao;
e Ctrl+0 — cbpocuts MaciiTab;
e Ctrl+1 — nokasaTh IJIaBHOe OKHO MTPUJIOXKEHUS;
e Ctrl+Shift+O — BcTaBUTH Kak IUTATY;
e Ctrl+Shift+V — BcraButh 6e3 popmaTrpoBaHus;
e Ctrl + menyox BHyTpH sTuUeiKH — BbIOpATh STUelKy TaOJINIIbI;
¢ Ctrl + mexgox mo rpanuIie TaGIUIBI — BbIIEJIUTh TAOIUITY;

o Del — YAaJIIUTh BbI6paHHbII>'I TEeKCT, BJIOXXeHHe, COOepXHUMoe d4YeeK Ta6J'II/II_IbI %0)151

Tabauiy;
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e Ctrl+Del — ynanuth c0BO cripaBa — OT Kypcopa [0 KOHIIA CJIOBa;

e Ctrl+Backspace — ynanuTh CJIOBO cjieBa — OT Kypcopa JI0 HadaJla CJIOBa;
e Alt+Home — mepeMecTUTb BJIOXKeHHe B HaYaJlO CIIMCKa BIIOXKEeHUIH;

e Alt+1 — mepeMecTUTD BIIOXKEHUE BBIIIIe;

e Alt+~ — mepemMecTUTh BJIOXKeHHE BMECTE;

e Alt+| — nepeMecTUTh BJIOXKEHHe HUXKe;

e Alt+Home — nepemecTyTh BiIOXKeHHe B Ha4aslo CIIHCKA;

e Alt+End — niepeMecTUTD BJIOXKeHUE BHU3;

e Alt+Y — oTcopTupoBaTh BCe BIOXKeHHe WU BbIOPAHHBIE BIIOXKEHHSI.
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7 YUYETHBIE 3AIINCHU

7.1 Hacrpoiika mapaMeTpoB y4eTHOH 3alIUCH

Jl1s1 HacTpOMKM MapaMeTpOB YYeTHOM 3allMCH OTKPOWTe TMaHeslb MapaMeTpPOB y4YeTHOM

3dllMCU OOHUM U3 CJIeAYIOIIUX CHoCco0OB:

¢ BbIOepUTe ITyHKT KoMaHHOro MeHI0 MHCTpyMeHTHI > IlapamMeTps! y4eTHOMH 3aMHCH;

® B OKHe IallOK BbIOEpUTe HYXXHYIO yYeTHYIO 3alliCh, B OTKPBIBIIENCS CIIpaBa IaHeIH

HaXXMUTe KHOIKY {07 NapameTpor ;

® B OKHEe IIdIIOK BbIﬁepI/ITE HY>XXHYIO YYETHYIO 3dIIHChb, npaBoﬁ KHOIIKOM MBIIIM BHI3OBUTE

KOHTEeKCTHOe MeHI0, BbibepuTe koMaHy IlapameTpsr;

® Ha NAaHeJM WHCTPYMEHTOB HAXMHUTe KHOIIKY BbI30Ba MeHI0O — (MeHo MoitOduc

ITouTa), B nosiBuBIIEMCsI MeHIO BbiOepuTe IlapaMeTpsl yueTHOH 3alIHCH.
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B neBoit nmanenu BbibepuTe HEOOXOJUMYIO YUETHYIO 3allMCh, B IIPABOM IIAHEJM IOSIBSATCS

HaCTPOMKHU BbIOpaHHOM ydeTHOM 3anucu (CM. PucyHok 53).

4 Meparserpe ypeernod zanwcn - MyCfficebail

(TR PR (7] napametpu adthof san

MapameTpel y-ETHOR 2anmcy - Mail for Alexander Smimaoy

MapaMeTph CEpaena

Komnue 4 namku Hrar yuemssoid 3anwcy: | Mail for Alexander Smirnoy
COCTABNEHME M AAPECaUMA

AHTH-CIIEM QUALTD NMuusisie ganisie

CHHNDOHMIALMA W XDAHEHHE Jlns eawnod yUETHDMA 2aMACK MMERITCR NapCOHANLHEIE AaHHLIE, KOTORLIE CAYOTYT YEWISTE UMTIEDWME SaLUL
CREOSHOE WHSDOGaH»e MACEAE A4PeCaTs.
YEEAOMASHAA O MPOYTEAHW
kA OTNRaSRTEAR: alexander smimovEmyapp.i
*~ E)Mail for Elena Smirnova
MapaMeTpk cEpBepa LAREC ANEKTPOHHCA NOJTLE | alexandersmimovEmyapp.rl
Konin i nankq PAReC A% OTESTA: MioAyuaTEnr By YT GTEEURTE N0 FTOMY ipecy

COCTABAEHWE M AAPECALMA

T OpraHHsauma;
CHHMPOHMIALAR i KPAHEHHE TexeT noanwcK: ] Mcnens3oeats HTML (HanpUmep <b=xapHbpmsHe)
CREOSHOS WWSPOSaHWE
YEEAOMASHNA © NPOYTEHHIA

~ E) Moxannmbie nanku
AHTH-CMEM $ALTR
JMEEnBOe NPOCTPAHCTED || BgraenaTte nognuce wz dadng (Tewcr, HTML was kapmaHiy):

FFICepaep MCKOARILER ROYTHI (5.,
] NpHepenngts SUEMTHYRD KAPTOYKY K COOBIIEHARLM PenakTMpoBaTs BUSHTHYRD KAPTOMKY...

r, AJREC ANA OTEETA, KOrNA SAMONCEXH AOCTASKA COBNAXART, | lIs1Eexamplecam, *@examplecom

Cepeep poaogawed noutal (SMTF)  alexandersmimov@mdgostmyoffic.. ~ HageHwTs SMTP-cepasp...

DedctaWa 4nA yultHod sanucm
JOnOAHKUTEARHEE BADECE INEKTPOHHGR NOYTE ..

3% Hacrpodies MyOfficeMai

W Jonoaneqnn u Tenw

E; ¥npae=o 1 coofiusae ws YepHommsm

Pucynok 53 - Hactpoliku y4eTHOH 3aniucu

7.1.1 W3MeHeHHe HMEHH YYeTHOH 3alNCH

Jlns v3MeHeHWssT WMEHHW Y4YeTHOW 3aluCHh OTpelakKTUpyuTe comepxkumoe mons Hmsa
yueTHOoI#1 3anmcu. [Ipu cMeHe dokyca UMs y4eTHOM 3alTMCH OOHOBUTCS B JIeBOM MTAHEJIH.

7.1.2 HNcnonn3oBaHHe BU3UTHOM KAaPTOYKH B COODIIEHUSIX

Jlnst Toro, 4roObl NPUKpPENUTh BU3UTHYIO KApTOUKYy K OTIpaBJIsieMbIM COOOIIeHUSIM,
HCIOJIb3YHTe TiepekiitodaTesib [IpUKpenisTh BU3UTHYI0 KApPTOYKY K coobmeHusiM. Haxkmure
kHONKy PemakTHpoBaTh BH3UTHYI0 KapTouKy. Ha skpaHe MosSIBUTCS AMaOr pefaKTUPOBAHUS

T10JIer BU3UTHOM KapTO4YKH. OH cocTouT U3 Tpex MaHeJIeu.
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Ha nmanemn KonrtakT (CMm. PrcyHok 54) BBl MOXeTe peJJaKTHPOBATh Cie[lyIOIIue

BHU3WUTHOU KapTOYKH:

1. HUms, pamuius.
2. Umsa nnsa otobpaxkeHusl.

3. IlceBmoHuM.

4. OCHOBHOW Y JOTIOJTHUTEIBHBINA aJipeca 3JIeKTPOHHOM MOYTHI.

5. HUm4g B yare.

6. Homepa TenedoHoB: paboumii, JomMarHui, dakc, melpKep, MOOUITbHBIN.

KoHTaKs Pafouee Npouee

WMzamMeHEHHE BHIMTHOH KAPTOUKH

Apin: | |

PaGGunE

DIAMA:

Crodipaarh ak

MNeeBgoks:
INRETROHHAR NOATA;
JLoa. ARPET ANSKTRCHHDH NosTH;

Wz n 4are:

MEeAnoYRTSET MOAYYATE NOUTY B SOPMATE HEHZBECTHD

Pucynok 54 - PenakTripoBaHUe 1ojieil KOHTaKTa BUBUTHOM KapTOUKU

R ETAET
BAKC
Misdimesp:

I GHAEMpiE

I10J11

OE CIThiEHa

Ha nmanenu Pab6ouee (Cm. PucyHok 55) Bbl MoOXKeTe pelaKTUpPOBATh CJieAYIollye MOJis

BHU3WUTHOU KapTOYKH:

1. JlomKHOCTD.
2. Orpen.
3. OpraHuszanus.

4. Anpec.

5. 'opon, obyacthb, Kpaii, MOYTOBBIM UHJIEKC, CTPAHA.

6. BeO-crpanwura.
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HameHene BUIMTHOH KApTOUKK *

KaHTaET Palouee Npoyes

AafEHOCTs: Opagn

CIpraHeza0MA:

Agpec:

ropoy:
Ofnacms, Kpadi: Flouroouil yusesc:
{Ipana:

Bed-Crpanmnga:

Pucynok 55 - PepaktupoBanue pabounx cBeJleHUI KOHTaKTa BUSUTHOM KapTOYKU

Ha nanenu IIpouee (Cm. PucyHok 56) Bbl MOXeTe peJJaKTUPOBAaTh JIONOJIHUTEIIbHBIE T10JIs1

Y 3aMEeTKH BU3UTHOM KdPTO4YKH.

HameHennwe BUINTHOH KApTOUKK *

KaHTaET Palouee Npaues

Npouee 1t | |

Npouee 2
Npouee 3

Npoune &:

IamETIr

QK OTMEHS

PI/ICYHOK 56 - Pe)laKTI/IpOBaHI/Ie JOMNOJIHUTEIbHbIX CBeJIeHUM KOHTAKTa BUSUTHOM KdPTO4YKH

7.1.3 Hacrpoiika cepBepa HCXO0fsIIIeli OYTHI

J171s1 HaCTPOMKY MapaMeTpoB cepBepa UCXOASINel OYThl HAXKMUTe Ha KHONIKY M3MeHUuTh
SMTP-cepBep. Ha skpaHe mnosiBUTCS NlaHenb pefNakTUpoBaHus cBoMCTB SMTP - cepsepa

(Cm. PucyHok 57), Ha KOTOPOM MO>XHO 3aIlOJTHUTh CJIeJIyIOIIre OIS

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022 100



MonOdounc

1. Onwucanue cepBepa.

2. Ums cepsepa.

3. Ilopr.

4. Twn 3aIUTHI COeUHEHMUS.
5. Meron ayTeHTH(]UKALIUN.
6. Wms nonb3oBaresis.

SMTP-cepeep b

HacTpoiiku

Onncanme: I |

W coprepa; | smitp-imrmyafficen

DNiopr: SET : Mo yeonuarmo: 587

JawuTa W ayTEHTHhMKALMA

J2HTa COSAMHEHKA: STARTTLS o
METOS BYTEHTHEWESLAE  Dénunmin naposs w2
Wria naneao@atena; alaxandrsmimoEBmet.myofficen
QK CITmEHA

Pucynok 57 - [1anens penaktupoBanusi cBoucTtB SMTP - cepBepa

7.1.4 HacTpoiika JONOJHUTEJIbHBIX aJ[peCOB 3JIEKTPOHHOM IOYTHI

Haxxmute kHONKy J[lomosiHHTeNbHBIe afpeca 3JIeKTPOHHOM mouThl. Ha 5kpane

MOSIBUTCS TnasioroBoe okHO (CM. PucyHok 58).

DencAnnTeskHble 3APEca JEKTRORHSA NouTe AnA Nodte AN calexandersmimov@lime myoffice-appous X

FrpAnneHae AgEECari a0, NodTe 3T0H yuéTeal sanuc. Mo ymonuanss SygeT Honons30EaTHEN NEpEil APEC 3N, NONTEL

Alexander Smimov <alexamder.smirnow@lime. myoffice-app.|

Natiaesms

FIMEHHTE..,

FAEPRITh

Pucynoxk 58 - [Tanesb HACTPOWKH JIOTIOTHUTENIbHBIX aJIpeCOB 3JIEKTPOHHOM TTOYTHI

B nuasnore oTo6pakaeTcsi CIMCOK JIOTOJTHUTEIbHBIX a/IpeCOB 3JIeKTPOHHOM ITOYTHI.
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,HJ'I?I I[O6aBJ'IEHI/IH OOITOJIHUTEJIbHOTO aJipeCa SHEKTpOHHOﬁ INOYTbl HAXMHUTE KHOIIKY

HOﬁaBI/ITb. Ha OKpaHe IIOABUTCA JHUdJIOTOBOEe OKHO PeIdKTUPOBAHUA ITOYTOBOI'O d/ipecd.

,HJ'IH HU3MEHeHHd I[1apaMeTpOB BbI6paHHOFO JJIEKTPOHHOT'O aJpeCda HAXXMHUTE KHOIIKY

HN3menuTs. Ha 9KPpadHe IMOABUTCA JHAJIOTO0OBOe OKHO peIdaKTHUPOBAHH IIOYTOBOI'0 a/ipecad.

st Toro, 4ToOBI ajpec MCIIONB30BAJICS KaK ajijpec OTIIpaBUTeJis, BbibepuTe ajapec B

CIIMCKe U HaxxMuTe KHOIKY 1o ymoimgaHuro.
Jns ynaneHus ajipeca U3 CIIMCKa HaKMUTe KHOIIKY Y JaJIUTh.

7.2 Hacrpoiika 00111ero f0cTyna K Io4ToBOMY SIIUKY

CYIIIECTBYET BO3MOXXHOCTD IIpeAoCTaBJIeHUA HOCTYyIld APYIOMY IIOJIB30BATE/IIO K IIdIlIKaM
IIOYTOBOTI'O AITHWKA. ,HJ'ISI JeJIerMpoBdHUA NOCTYIIA K IIOYTOBOMY AIIWMKY U ero IlallKkaM 06paTI/ITer

K a]MUHUCTPAaTOpYy.

7.3 Anpec 371eKTPOHHOM NOYTHI

HJISI TOTO, YTOOBI OTKPBITHb IIdaHEeJIb PpeJaKTUPOBAHHA aJipecCa SHEKTpOHHOI;'I II0YTHI,

BBITIOJIHUTE ClieJyromjre JIeUCTBUS:

1. Boibepure nyHKT KoMaHaHOro MeHI0 MHcTpyMeHTBI > IlapaMeTpsl y4deTHoOH

3aITMCH.

2. B okHe mamnok BbiOepuTe HY)XHYIO Y4YeTHYIO 3allMCh, B IIpaBOM IIaHeJd HaXMUTe

KHOIIKY HOIIOJIHI/ITEJII)HBI(E aJipeca BJIeKTPOHHOﬁ IIOYTHI.

3. B oTkpbIBIIEeMCs yanore HaKMuTe KHOTIKY Jlo0aBUT.

Ha OKpaHe IIOABUTCS OHAJIOrTOBOE OKHO peddKTHMPOBAHHA aJipecCad BHEKTpOHHOﬁ IIOYTHI,

COCToO41Iee N3 Tpex 3dKJIId10K.
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7.3.1 Hacrpoiiku

[Tanens HacTpoiikm COlepXUT OCHOBHble I[IapaMeTpbl  3JIEKTPOHHOM  IIOYTHI

(Cm. Pucynoxk 59).

HoBbil agpec 3NeKTPOHHOM NoYTHE *

HACTROMTE MAPAMETR AAHHOTD JIPECa 3EKTROHHOH NOWTLE

HE\CTPC‘IE L] Konue | nanku CocragneHWe W ajpecal MR

MyBauuHeie gaHHbE
Weta arnpasurens:

AJpec INeKTROHHOR NouTE:

hapec ana ateeta: Moumyuatend ByayT OTBEUATE NO 3ToMY 3Apecy
OpraHnzanmMe:
TexcT NoAnKoH: Mcnaneaoeate HTML (Hanpumep <b s spHbii < /=)

BCTaBnATE NOANMCE 13 dalina (rekct, HTML waun kapTusey):

MpMKPenAATE BHIMTHYH KAPTOYEY K CooBulBeHramM PesaktuposaTh BHIMTHYERG KAPTOMEY...

anI!aI'HbIE' AAHHEIE
Cepeep McxogAWen nouts (SMTP)

alexandrsmirnow@mit myoffice.ru - smip-mrmyoffice.n b HaneHuTe SMTP-cepeep...

feTka agpeca an. NouThL:

04 OTMena

Pucynoxk 59 - HacTpotiku mapamMeTpoB 37IeKTPOHHOM MTOYThHI

Ha mnanenn HacTpoiiku Bbl MoOXXeTe pefaKTHUPOBaTh CJeAyIolye II0/sl 3J1eKTPOHHOW

IIOYTHI:

1. WM ornipaBuTens.

2. Agnpec 371eKTPOHHOM TTOYTHI.
3. Anpec i oTBera.

4, OpraHuzarnws.

5. TexkcT nomnucu.
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6. BusutHas kaprouka.
7. Cepsep ucxopsiueii mours (SMTP).
8. Merka asipeca 3/71eKTPOHHOM IIOYTHI.

7.3.2 Konuu m nanku

ITanens Komuu M mamku M03BOJISIET 3a1dTb IIOBeleHHue, CBSA3dHHOEe C pa3MelleHUueM

COOOIIeHNH, apXHUBOB, YePHOBUKOB, 111a010HOB (CM. Pucynok 60).

Hoeelli agpec anexTpoHHOR Nourel X

HACTPEHTE NAPaMETRE AaHHOTS AAPECE BNEKTPOHHSH NoUTH!

Hactpoikm Konuu 1 nanku CoCTaBnEHWE M agpecalMA =
MNpw oTNpaBAeHKK COOBLWEHMH ABTOMATHYECKK;
 Mopewars konwe cooblueHa B:

@ naney «OTNRAENEHHKLIE: HAa: &2 alexandr.smirnovi@mrt myoffice.ru =
Apyryo nanky: <0 Otnpaeneskeie Ha alexandrsmirnow@mrtmy n v
CO}{paHﬂlh OTBETE B Nanke QpMriiana

CINPABAATE konir (T} no aapecas:

CHNpaeaRTE CEPRITEIE Kamaw (Boc) no agpecam:

Apxnesl cooBLYEHMA
' ¥paHiTb ApEMBKPOBAHHBIE COOBILENAA B:
@ nanke sAPEHBEEY HI: GZ alexandr.smimov@mrtmyoffice.ru w
Apyrol nanke: ) Apxesl Ha alexandr.smirnowE mrtmyo T w
HacTpo#iky apXvBaLMH...
HepHosrikiK u La6noHbl
KpaHUTE SEPHOBMEK CooBlueHnh B

® nanke «MepHoBMKM: Hat G2 alexandr.smimov@mrt.myoffice.ru -

Apgrod nanke: E] Yeprommky Ha alexandr.srimmony t.mypoffice »
XpaHuTE WabnoHel coobweHrl g

® nanke «LlaBroHe: Ha: G alexandrsmimov@mrtmyofficer =

Apyroi nanke: 1 BiiGpare narnk o
FANPAWHMEATH NOATRSPRAEHKE NEH COXPAHEHA CaablLEHHA
Ok Oriena

Pucynok 60 - Hactpoiika mapameTpoB KOIIMH U MANIOK

Ha nanenu Kommu ¥ mamku BBl MOXKeTe 3a1daBaTh cdjieyroilee rnopejeHrne, CBA3daHHOe C
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COODIIIPHUSIMU:

1. Pasmemienue coob1ieHus B Mamke MOCIe OTIIPaBIeHUs.

2. 3aJiaHyie [OIOJIHUTENIbHBIX a[JpecoB JJisl KOIIUH.

3. 3amaHyie TOTIOTHUTENIBHBIX a/IPeCOB ISl CKPBITBIX KOIIHH.

4. 3apmaHue MecTa pa3MellleHUs] apXUBUPOBAaHHBIX COODIIEHUH.
5. 3ajaHue MecTa pa3MelleHus 111abI0HOB.

6. 3amaHue MecTa pa3MellleHHs] YePHOBHKOB.

7.3.3 CocraBjeHue U aipecamus

ITanens CocraBienne H daJipecaniidg I103BOJIA€T 3a4dThb HaCTpOfIKH COCTaBJ/IeHUs H

anpecaruu nuceM (Cm. PucyHok 61).

Hoebld agpec anekTpoHHOR NOYTEl x

Hactpaute MapaMeTprl QaHHDMD agpeca !ﬂEKTPDHHCIﬁ MOoUTES

Hacrpadixia Komuu i nancm COCTaBNeHAR 1 3ApetaLya

Cocragnerne

W | CocTaenaTh cooBlera B dopmare HTHL
o+ I'Ipm LTEETE ABTOMATANECKK LATHDOBATE TEKCT HCXOAHOro conbiieniaa
|-||}|1 LUMTHRGBAHWE, MOMECTHTE KYPLOR NEped UAMTHDYEMbIM TEKCTOM s

W LTEENTE Meanch nacne UATHEYEMOro TEKETa [PekomMeHlyeTcR) Y

o BrnkuaTe MoANWcE E OTEETE

Brakiuats NoanvckE & NepeceNasMels NHCEMa

[MoBankHble HACTRORKR COCTABNEHHA CODBUIEHMRA...

Appecauma
Mpx noabope agpecos:

B Mnoje3onaTe 408 3T YHETHOR 3aneod riobaietibie HacTpoik LDAP-cepoepa

Henanezorars gpyrol LDAP-cepeep:

TAoBanbHEIE HACTROWKH 3PECaLIKK...

QK OThesHa

Pucynok 61 - HacTpotiku cocTtaBieHUs U aJipecaliviy micem

Ha manemu CocraBienne u dajipecaniggd  Bbl MOXeTe VYIIPaBJIATH ClleYIOIUMN

napaMeTpamHu:
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1. ®opmat cocraBiieHUs COOOIIeHUS.

2. BximouaTh aBTOMaTH4YeCKOe IUTHPOBaHKE U TIOJINUCH IPU OTBETE.
3. BxmiodaTh IIOJANHCH B OTBETHI.

4. BxrodaTh MOJIMKCH B TIepeChbUlaeMbli MUCHhMA.

5. Bouibop cepepa LDAP njst nojibope ajipecos.

Haxkxmute kHomnky I'yiobasibHbIe HACTPOIKH COCTaBJIEHUSI COOOIIeHUI JIJIs Tiepexojia B

[TaHeJIb II100aIbHOM HACTPOMKH COCTABJIeHMS COOOIIEHUM.

Haxxmure kHonky I'Ji00ajbHBIe HACTpPOMKHM ajpecanMu [jis Ilepexojia B pasjell

HACTPOMKY afipecalriuy aHesu ri1006aJbHOM HAaCTPOMKH COCTABJIEHHS] COOOITIEHUH.

7.4 IlapameTtpsl cepBepa

7 HaCTpOMKU THapaMeTpOB CepBepa OTKPOWTe TaHeJlb MapaMeTpOB Y4YeTHOW 3alMCH

OIHHM K3 CJIeAYIOIIKX CIIOCO0O0B:

e BbIOepuUTe ITYHKT KOMaHJHOro MeHI0 MHCTpyMeHTHI > IlapamMeTphbl y4eTHOM 3aNHCH;

® B OKHEe IIdIIOK BbI6epI/ITe HY>XXHYIO YYETHYIO 3dIIMChb, HpaBOﬁ KHOIIKOM MBIIIIHA BBI30OBUTE

KOHTeKCTHOe MeHIO, BbIGepI/ITe KOMaHY HapaMeprI.
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B otkpuiBineiics nanenu Ilapamerps! yuerHoii 3anmcu (Cm. PrucyHok 62) mepeiinure K

MyHKTy MeHI0 akkayHTa IlapameTpsl cepBepa.

Lod Meparserpe yresrned zanmcn - by Officel il

MapameTpel cepeepa

Mapasenpes ¢

T I Twn cepeepa: Nouroesild cepaep IMAP )
TR ST e Mg cepaapa: imap-mdag.my-app.r Mopr| 9693 g Mo yuonuansi; 993
AHTH-CRAM GUALTD Wiap nonpsoBatens: | alexandersmimovSmadg my-appa
CHADORMIALMA W KPaREHHE
CKBOIHOE WWHPO8aHME HacTpoiky 3alTs
YEEACMAEHHA © NROUTEHHH JapTa coRaMHEHNE SELTLS g
~ EIMail for Elena Smirnova
MlapaMeTpe cepaepa Matog ayTedTadiasandes  OSYHLIE NEpoib £
Konde i mankd
COCTABNEHWE W 3APECaUMA I'lapaMeTphl cepeepa

MpOSepsTe NOWTY N SAMYCKE
T & Npogep ¥ N Say

CHHNPOHMIALMA K KPAHEHWE B Nposepate HanMume oy CODBILEHWA SaMaEE 0 li MUHYT
CREOIHOE WWSPOsaH@E Paspelwwts cepeepy NpW NOCTYNABHWH HOBEX CODBWEHUA HEMELIEHHD 0TOBPANATE yERI0MIEHAE
YBEROMASHHA O MPONTEHRA

M yAAaNEHE N CODSILEHWA:
FlLEE LS © MNepemectyts ero B Nanky [ YaasEuHsie ma Ma., exander Smimos v
AHTH-CIRAM GeAbT ~
() OTMETUTR Bro Kax YIAAEHHOE
AMCK0B0e NPOCTRAHCTED

EiCepnep W ST (Son () ¥1AannTe Er0 Cpasy

NonoAHMTENRHA...
Xpanwauie coobuleni
[ Cpmmams npw Bexoae nanky «Exoaswmes
|| DriycTowaTs N Seo0ge Nanky «¥5anEHHE
Dedcrara 4na yulTHOR sanuoa
TWin ¥paHAAAWE CODEWEHWA,  Kamnoe coabuls-ue 8 aTienpHon Sanse [madldin ~
L AL R T NokansHed katasar: | Cillsers\ Admim\ AppDatayRoaming\MyOfficeMailyProfiles\teohbmued, del QB3ap...

M [fononaHerns 1 Tems:

(=F  Yoeseso ool e Hegeomen

Pucynok 62 - Hactpoiika mapameTpoB cepBepa

7.4.1 QOcHoBHBIe MapaMeTphbI cepBepa

B nanHOM pasperne maHesM Bbl MOXKeTe YCTAaHOBUTH TaKHe TMapaMeTphl KaK UMsl CepBepa,
MIOPT, UMl TI0JTh30BaTeJIsl.

7.4.2 Hacrtpoiiku 3a1iuThI

B nanHOM paspesne naHenu Bbl MOXeTe YCTaHOBUTD CJIe[lyIOIe HACTPOWMKHU 3alllUThI:

o tur 3anuTthl coequHenns (Her, STARTTLS, SSL/TLS);

e Merosl ayTeHTUUKanMu (OObIUHBIA maposb, 3amMdpoBaHHbIM maposib, Kerberos /

GSSAPI, NTLM, Ceprudukar TLS, OAuth2).
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7.4.3 IlapameTtpsI cepBepa
B naHHOM paspiesie maHeny Bbl MOXKeTe yCTaHOBUTBD ClleIyIOIIMe ITapaMeTphl:
e [IpOBepKa I0YTHI IIPY 3aITyCKe IIPUIIOXKEeHHS;

e [1epro/i IIPOBEpKU HOBBIX COOOIIeHUH (B MUHYTaXx);

e oTOOpaXkeHHe YBeJIOMJIeHHsI IPU MOCTYIJIEHUH HOBBIX COOOITIEHNH;

® JIeMICTBUE I1py yaidJIeHNnn COO6H.[€HI/I$I (HepeMeCTI/ITb B IIAIIKY, OTMETUTb COO6H_[€HI/Ie KadK

yAaJleHHOe, yIAJIUTh Cpasy).

7.4.4 [lonosHUTeJIbHBIE IapaMeTPhl Y4eTHOH 3aliCH

HHSI HaCTpPOEK MOOIIOJIHUTEeJIbHBbIX IIdpaMeTpOB y‘IETHOﬁ 3dIlIMCHU HAXMHUTE KHOIIKY

HomonauTtenbHO. Ha skpaHe BO3HUKHET MMaHes b JIOMOJHUATeIbHBIX HacTpoek (CM. PucyHok 63).

JononHUTeALHLIE NapaMeTpr YUETHOR 2anKcK L4

Ana yugmaodi zanuck «fMoure ana =alexander.smirnovg@ime. myoffice-app.rus=

EaTanar BAAR-cepeepa; | |

oy nElGHI-IHTITI- TOALED MAMKH Ha KOTORAR Bid NOQNHCEH

CEpRER NOROPFEHEIET NANKA, COSERHAILHE BNOEERHHE NANKH §
CoabugEHHA

MASEEHMANBHO B UHEND KAWL PryEbibis COBAMHERNR 1 :

TH HACTPOREN SNPEARASKIT NPOCTRAHITES MUEH HA BalLER BAAP-CepERpe

MyHoE NPOCTRAHCTES HMEH!
Ofiee (COBMECTHE HONCABSEMOE]
fPYTHE NGALZOEATRAL "shared”

| PAZRELIMTE CRRREPY NEPEKPWAATE 3TH NPACTRAHCTRA WMEH

a4 OTeeHa
Pucynok 63 - JlonosHuTeNIbHbIE HACTPOMKH MTapaMeTPOB YYeTHOW 3aluCH

B nuanore Bbl MOXXeTe HACTPOUTH CJIeIyIOIIMe [TapaMeTphbl:

e katasor s IMAP - cepsepa;

® BO3MO>KHOCTD [T0KAa3a TOJIbKO MaToOK, HA KOTOpbIe BbI MOAMCAHBI;

® BO3MOXXHOCTbh MOJJIEP>KKH TATOK, COJiep KalliuX BIIOXKeHHbIe MalKu U COO0IIeHUS;
® MaKCHMaJlbHOe YUCJIO KelllMpyeMbIX COeJIMHeHUH;

® JIMYHOe ITPOCTPAHCTBO MMeH Ha Baiiem IMAP - cepsepe;

ob11ee (COBMECTHO MCIIOJIb3yeMOe) ITPOCTPAHCTBO UMEH;
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® IIPOCTPAHCTBO UMEH I IPYTUX I10JIb30BaTellel;
® HACTPOWKa, [I03BOJISIONIAs [TlepeKphIBaTh CepBepy JaHHble IPOCTPAHCTBA UMeH.
7.4.5 HacTpoiiku XpaHWIHIIA COODIIeHHT

B AdHHOM pa3fiejie IIdHeJIn Bbl MOXKeTe YCTdHOBUTL CJIeAYHoIIue HaCTpOfIKH XPaHWIIMIIIA

COOOIIIeHUN:

® CKMMATh TIPU BbIXOJIe Mariky «Bxopasimyey;
® C)KMMAaTh IIPU BBIXOJIe MAIKYy « Y JajieHHbIey;
® THUII XPaHWJIUIIA COOOIIeHHH;

® JIOKAJILHBLIM KaTasIor COOOIIeHHUIA.

7.5 Hacrpoiika Konui U anok

Jlns1 HacTpoMKM NapaMeTpOB KOIMH M IIAllOK OTKPOMTe IlaHeslb [1apaMeTpoB y4eTHOU

3allMCU OOHUM M3 CJIeAYIOIIUX CIIOCODOB:

e BpIOepUTe ITyHKT KOMaHHOTO MeHi0 MHcTpyMeHTHI > IlapamMeTph! yueTHOI 3alMCH;

® B OKHEe IIdIIOK BbIﬁepI/ITE HY>XXHYIO YYETHYIO 3dIIHCb, npaBoﬁ KHOIIKOW MBIIIM BHI3OBUTE

KOHTEeKCTHOe MeHI0, BbibepuTe koMaHly IlapameTpsl.
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L Maparserpel yraarnod sanwc - MyDficefdail

ITyHKTY MeHIo akkayHTa Konuu u manku.

mnapampu yoETHOR B8 X

~ EMail for Alexander Smirnow

MAREMETDE CEpEEDa

COCTasneHre n aapecauma

AHTH-CNAM aeTR
CHHNDOHMIALMAR W XPaHSHEE
CRBOSHOE WHSPOaaHne
YBEAOMASHUA O MPONTEHHMA

~ EMail for Elena Smirnova

MapaMeTp0 Cepaea

Konim i nank
COCTABNEHWE W 3APSCaUmMa
AHTH-CNAM aeTR
CHHNDOHMIALMAR W XPaHSHEE
CRBOSHOE WWdposaHne
YEEZOMASHAA O MPONTEHA

~ B3 Moxantmbie nankH

AHTH-CMaM $RAALTR
AHCKOBDE NPOCTPAHCTED

ECeprep novoaAWER nouThl (5...

lefciava ana pulTHOR SanMo ¥

¥ Hacrpodis MyOfficeiai

M [fonoaHeruA W Tenw

@ ¥npaemo 1 cooluesee vz Yeprosesn

Komuy | nankm

MNpw oTNpaBneHuy CooBILEHHA ABTOMAETHYECKH:

B Nomeware KenWe conbwenta

0 naney «(MNpagnesHEsSEs

() Apyryee nangy:

Ha:  CRMail for Alexander Sminno

<]

I:l CoxpanATL OTBETL B NANKE QpMiMHang

(] Ornpaenate konue (Cc) no agpecan:

[ ] OrnpaeaaTe ckpeiTee kone (Bo) no agpecans

OcTapeTe NOAS BAPECS MyCTein, YTO0 BORrAR oTodpancaTe CTPOCY BE0AS AAPECOE NEH CORAARMM HOBOMD COODLLEMRHS

Apxuesl coobweHnil

XPaHNTE APEVEMPOBaHHEIE
0 nanke «Apiagsis sa

() Apyrgi nanke:

YepHoBWEM 1 LLaGAoHb!

COOBLLSHNA &
G2 Mail for Alexander Smimoy

[ BuiGpams nanky...

XpasnTe UepHOBMKM CooGLEMAR B

o nanke «'{epHoBKM= Ha:

() Apyro@ nanke:

G2 Mail for Alexander Smimav

XparnTe WABNOHE COOBLEHNE &

O nanke «laBnosee Ha:

() Apyro@ nanke:

B2 Mail for Alexander Smimay

[ Zanpaiasars NOATEEEASHUE N COXIaHSHNIE COOBLEHWE

Pucynok 64 - [lapameTpsl y4eTHOM 3aITUCH

COODIIIPHUSIMU:

1. Pasmeliienre coobiiieHus B Marke Mocje OTIpaBIeHusl.

2. 3apaHue JOMOJTHUTEIBHBIX aJPecoB JIJIsl KOIHH.

3. 3a):[aHI/Ie AOIIOJTHUTEJIbHBIX aZIpeCOB IJIsI CKPBITBIX KOIIUH.

4. 3anmaHue MecTa pa3MellleHUs] apXUBUPOBAaHHbBIX COODIEHUH.

5. 3amaHue mMecTa pa3MelleHus 11abI0HOB.

6. 3a):[aHI/Ie MeCTd pda3MellleHHs YepHOBHUKOB.
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7.6 CocraBieHue u aapecanus

HJISI HaCTpOﬁKH IIapaMeTpOB COCTdBJIeHUS W aJipeCallid II1MCeM OTKpOﬁTe ITaHeJIb

rapaMeTpOB YYeTHOM 3aIlTUCH OJJHUM M3 CIIeJYIOIIUX CIIOCOOO0B:

¢ BbIOepUTe MyHKT KOMaHIHOTro MeHI0 MHCcTpyMeHTHI > IlapamMeTpsl y4eTHOM 3anicH;

® B OKHe IallOK BbIOeprTe HY)XXHYIO yYeTHYIO 3alliCh, IIPABOM KHOIIKOM MBIIIA BBI3OBUTE

KOHTEeKCTHOe MeHI0, BbibepuTe koMaHly IlapameTpsl.

B otkpeiBiieiics naHeny IlapameTpsl y4eTHOH 3amMCH IlepediuTe K IyHKTY MeHIO

akkayHTa CocraBienue u aapecanus (Cm. PucyHok 65).

i Maparaetpe: pabmon sanwci - MyOfficeMail

[ il for Alexander Smir [ napamerpes yuzmios 2ar. =

-~

 EIMail for Alexander Smirnoyv
MNapareTpsl CEPEERE
Konuu 4 nanks

AHTA-CNaM HABTD

CHHEPOHMSBUMA ¥ XPaHeHne
CHBOZHOE WHHPOEaHKE
YESAOMAEHMA O NPOUTEHM
~ EMail for Elena Smimova
MaparseTpnl cepeepa
Kok 4 nank«
COCTABMEHWE W AADECALIAA
AHTA-CNaM I@Hﬂurp
CHHEPOHUSRUMA W XPAHEHWE
CHEOZHOS WHHPOEIHKE
YEEAOMNEHMA O NPOUTEHMK

~ B NokanbHbie nank4

£

JeAcTEMR ANR yHETHOR 3anmwc v

£} Hacrpatice MyOffcbail

® Ooncaresis n Temsl

ﬂ Yraneno § cooSWBHAHE HI SEPHOEHRM

CoCTaBNeHWE W aapecalya

Cocrasnenme

COCTRENATE Co0buEHMA 8 opamate HTML

M QTBETE ADTOMMTHAUECKH LMTHROBTE TEKCT MCXTANOND CODGLEHMR
Mpu UATAPCEAHAM, NOMECTHTE KYPCOP NEPES UATAPYEME TEKCTOM
A CTEEMTE NOANMCE  MOCAE UWTARYEMOrO TEKCTE (DERDMERLYETCR) ~

s BrniouaTs NoANWEE B OTEET

: Brniouats NOANWCE B NEPECLNAEMBIE MHCHM3

TAOGANEHES HACTPORKM COCTABNEHWA COOBIIEHWA, .

Ajpecauw:
Mpw nogbope agpecon;

O Venoge3oaats AnA 3TOA YWETHOR 3aNMoA raoGansHue wacTpokin LDAP-cepeepa

() Micnonkzoaats gpyroi LDAP-cepesp:

[R0BaNEHEE HACTPORKA 3APECALMH. .

Pucynok 65 - HacTpoliku cocTtaBieHus U ajipecariiu

7.6.1 HacTtpoiika cocTaB/JIeHUs

Bribepute HaCTPOWKY COCTaBIIEHUSI COOOIIIEHMIA:

1. ®opmar.

2. lloBenieHue npu UTUPOBAHUM.

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022

111



MonOdounc
3. Hacrpoiika noanucu.

Haxxmure xkHonKy I'yiobaibHBbIe HACTPOMKH COCTaBJIeHHSI COOOIIeHUH [JIs Ilepexojia K

IIaHe M IJ100aJIbHbIX HACTpPOeK COCTaBJ/IeHHs COOGHIQHI/ISI.

7.6.2 Hacrpoiika agpecaimuu

Bribepute LDAP-cepBep, ucnosnb3yembliii ipu 1mojibope aapecos.

Haxxmure kHomky I'mobanbHble HACTpPOMKHM ajpecanyu s Iiepexojla K pasfemy

HACTPOMKH aJipecalluy IIaHeJIn r106aIbHBIX HAaCTpOeK COCTaBJIEHHA COO6H_IeHI/IH.

7.7 AnTtH-cnam ¢puiabTp

I HacTpOWMKM aHTH-CllaM (WiIbTpa OTKPOWTE IaHejdb IlapaMeTpOB YYeTHOM 3alucH

OIHHM K3 CJIeAYIOIIKX CIIOCO0O0B:

e BbIOepUTe TYHKT KOMaHJHOro MeHi0 MHCcTpyMeHTHI > IlapamMeTpsl y4eTHOM 3alIUCH;

® B OKHEe IIdIIOK BbI6epI/ITe HY>XXHYIO YYETHYIO 3dIIMChb, HpaBOﬁ KHOIIKOM MBIIIIHA BBI30BUTE

KOHTeKCTHOe MeHIO, BbIGepI/ITe KOMaHY HapaMeprI.
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B otkpeiBiieiics naHeny IlapameTpbl y4eTHOH 3amMCH IlepeliuTe K IyHKTY MeHIO

akkayHTa AuTH-ciiaM ¢uiabTp (Cm. PucyHok 66).

Ld Mapamerped ol samacn - MyOfficebail

[ Ml for Alexander Smir (D napemersu piemmos 20

* EDMail for Alexander Smirnov
MNapameTpel cEpEEpa
Komuwe 1 nansw

COCTAEREHHE W aipecauma

AHTH-CNaM QHUABETR

CHHKDOHWM3EUMA W XPAHEHNE
CKEOSHOS IWWPOEaHHE
YEEACMASHNA 0 NPOUTEHHK
~ [ Mail for Elena Smimova
NapamMeTpel CEpEEpa
Konuw v nanks
COCTABREHUE W AJPeCcauma
AHTH-CNAM HKNETR
CHHEKPOHMSAUMA W XPaHEHWE
CKBOSHDE IIMGPOBEHKE
YEEAOMASHWA & NPOUTEHH
~ B NokaabHBIE NANKW
AHTH-CNAM fUETH

JMCKDBOE NPOCTRAHCTED

JeACTEMA ANk yueTHOW 3anmou

B Hactpaiian MyOfficebail

W JOneaHeHsA U TEMEl

R maaeno L onSuenme K SEHoRi

B Ceprep nexogauLeR nouTe (5...

ArTr-cnam guasTp

BeigeneqHue

BENHIUMTE AHTW-CNAM GuALTREl LNA 3TOR YUSTHOR Sanuca

Ecnw BrAmMEHD, TO Criauana san Hyno mayunto MyOfficeMail onpeaensme cnam. e 31ara otmcuadite
CODSILEHA KBK CMaM MK HE CNamM, HEMOALIYA KHOMKY =Cnams Ha NaHeAn WHCTEYMEeHToR, Bam HysHD ABHD
OTMEUATE KAK CMAMEDCKAE, TaK M 08suHale condwseHra. MNooe storo MyOfficebail cmoxer aeToManauecu

NOMEYATE CNAMECEHE CONBILEHIA.
He nomeuaTs SETOMATHUECKY COOBLWEHAA KaK CNAM, BCIKM OTNPSWTENL HAXOAWTOR B A0PaCHED KHAMAX
B MNuunar agpecHan kHera

| CoBpaHskie ajpeca

|| Mcnonb3oaaTe NOAA B 3AroA0BKaK NHOEM YCTAHOBAEHHRIE: Spambfssassin ~

Ecr pmauadn, MyOfficalail BygeT apTOMATHYECKH CUMTETE TAMOM CODBULEHEA, NOMSUEHHLIS 3TUM BEHSIHAM

EAACDAQMESTOROM,

Nanka HazHaveHna 1 YONOBMA XpaHEHWA

[ Nepepewats Hosme COOBLSHNA, ONPEIEMEHHEIE KaK CNaM, B

O Napxy «Cnams 8 G Mail for Alexander Smirmoy =
Apyryka Nanky: ) Cnas wa Mail for Alexander Smirme *-
ARTOMATAURCKH VARAATE CIAM @5 3TOR Nank- Jepes 14 n Fil

[noEansHEe HECTPOWKM BHTH-CNaME...

Pucynok 66 - HacTpotiku aHTH-CcriaM GUIbTpa

7.7.1 Hacrtpoiika aHTH-CclIaM QWIHLTPOB

1. Bkmarouurte aHTH-CIIaM (1)I/IJ'Ipr C IIOMOIIbIO TIepeKIH0YaTesIsd BxiouuTh aHTH-CIIaM

GuABTPHI 17151 3TOU yIEeTHOU 3aIIUCH.

2. 3ana171Te dJipeCHble KHUT'H, aipeCaTbl KOTOPbIX COAEPXKATCA B ITMCbMdAX. Takwue nucpmMa

He 6YI[YT ITIOMeYeHbI KdK CIIaM.

3. Hcnomp3yiTe 1osis B 3aT0JI0BKaX IIMCEM JIJIsl OlIpefieJieHusl cliama.
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7.7.2 Hacrpoiika nanku Ha3Ha4eHHs U yCJIOBHI XpaHeHHs NHCeM

1. OmnpenenuTe paBWIa MepeMelieHrss HOBBIX COOOIIIeHHUH, OITpe/ieIeHHBIX KakK CIaM.

2. Haxxmure KHOIIKY I's1o0anbHBIE HaCTPOﬁKH dHTH-CIIaMa [Jid 11epexoida B IIdHeJIb

HACTPOWMKHU IIPUBAaTHOCTU Y 3aIUTHL.

7.8 CuHXpoHH3aIUA U XpaHeHHe MHCeM

HJI?I HaCTpOI;’IKPI CUHXPOHM3allUM U XpPdHEHHUs IIHhCemM OTKPOﬁTe IlaHeJIb IIapdMeTpOB

y‘IETHOﬁ 3allMCU OJHUM U3 CJIeAYIOIIUX CII0CO0OB:

e BbIOepUTe MYHKT KoMaHIHOro MeHi0 MHCcTpyMeHTHI > IlapamMeTps! y4eTHOM 3aIUCH;

® B OKHe IAlOK BbiOepuTe HY>KHYIO YUeTHYIO 3allMCh, IIPAaBOM KHOIKOM MBIIIN BbI30BUTE

KOHTEKCTHOe MeHI0, Bbibepute koMaHay IlapameTpsl.

B otkpeiBiieiics naHeny IlapameTpbl y4eTHOH 3amMCH IlepeiiuTe K IyHKTY MeHIO

akkayHTa CunxpoHusanus 1 xpanenne (CM. PrucyHok 67).

d Meparietpa y-emmod sarsici - MyOffucebdail

[ Wil for Alexander Smir (D) napamerpw puzrnod san

-

* EDMail for Alexander Smirnou

CMHKPDHMB&U,HH W XpaHeH e
Napamerpnl cepeepa

KOMMI 1 Nanem CHHXPOHWIALMA cOOBIIEHWE

COCTAEASHHE ¥ AADESCAUMA - -
KpamnTe COODWEMNA W3 BOSE NANOK ANA ITOA PIETHOA JAMA0M HI STOM KOMITDEOTEpe

AHTH-CNamM GHALTR .

HF'HMEHEHI{'E 370 ViIMEHEHUE IATDOHET B02 MANKA 8 3ToH :ﬂl’ETHDﬁ anuod, Mrobul 3323tk OTEEALHLIE NANK,

JHASSUMA ¥ XpaHEHWE

WCNOABSYATE KHONKY «10oN0NHATENEHO. .0,
CHEOSHOS WHDPOBAHWE
FEEAOMASHHE O NROUTEHMA JononHATEARHD...

~ EMail for Elena Smimaova

Jrcxosoe NpoCTpaHCTEG

TR S UToSkl CIROHOMUTE AEKDAOE NPOCTRAHCTAD, JArpyIKa CO0BLUAHME € CEDELDE W XPaHEHME NOKATEHE KOTME
Kok 1 nank MOHET BalTs OrPaHKUSHE N0 WX BOZPACTY WA pazMepy.
CoCTaBAtnme ¥ Aapecaunn O CUHYPOHMIMDOBAT: BOE COORBLEHMA NOLANEHD HESZEACUMD 0T S0ZPACTE
AHTH-LNAM HHARTH . =

(0 CHNpBOHAEMPOEETE COODULEHAR 33 NOCASHWE " -
CHHEPOHMIALMA W XPAHEHIE

] He zarpyaTe conBuenna pasmepon Gonee . KB

CKBOSHOE WHDPOBIHKME

¥BEAOMNEHMA O NPOUTEHMR
[1N8 BRICEOBOKASHAN MECTA HA AWCKE CTADRIE COOBULEHWS MOTYT BEITh NONHO K YARNSHE (KEK N0EANEHLIE
~ [ MNokansHbie nankmw
" KOMAM, TEK W OPRMIMHAA H2 YAAREHHOM CEpaEpe),

JefcTEMA AAR yuETHOR 3anmce ¥ 0 He yaanaTe coafiesun
() ¥RAAETh BCE, KPOME NOCABIHWY " conBuweHui
 Hacrpaiis MyOfficehail (2 ¥A8anTe cOOBLWEHWA CTADWE T AHeR
& Honoarenis n Tems Breraa ¥pasuTe COOBLISHKE, OTRMEURHHEE IBESLOUKDA

ﬂ Yranerio 1 Coofueiine M1 HEpHOBHINA

Pucynok 67 - HacTporiika CHHXpOHHU3AIMKU U XpaHEeHUs MTHCeM
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7.8.1 Hacrpoiika CHHXpOHH3aIIIH COOOIIeHUIT

Bribepute XpaHuUTh CO00IIeHUsI U3 BCeX MaNoOK sl 9TOH Y4eTHOH 3allMCH Ha 3TOM
KOMITIbIOTepe eCJIi XOTUTe 4TOObI BCe COOOIIeHUs] XpaHWIMCh Ha BalleM KoMibloTepe. Haxxmure

KHOIIKY HOIIOJIHI/ITEJII)HO u BbI6epI/ITe JIOKAJIbHbIE IIalIKH IOJI XPdHEHW COO6H.[€HHIZ.

7.8.2 Hacrpoiika IHCKOBOro IpoCTPAaHCTBA ISl XpaHEeHUsI COOOIeHIH

1. BribepuTe HACTPOWKH CHHXPOHH3AIMM COOOIIEHWH [II1 O3KOHOMHHU JHUCKOBOTO

MIPOCTPAHCTBA.

2. BribepuTe HaACTpPOHKM YyHaleHHs YCTapeBHIMX COOOIIeHWH [jIsi ONTHUMM3aluu

AUCKOBOTI'O MPOCTPAHCTBA.

7.9 CkBo3Hoe mH(ppoBaHHE

HJISI HaCTpOP'IKPI CKBO3HOTI'O HII/I(l)pOBaHI/ISI nm1ucemMm OTKpOﬁTe IlaHeJIb IIapaMeTpoB quTHOﬁ

3allMCU OOHUM M3 CJIeAYIOIIUX CIIOCODOB:

e BpIOepUTe ITyHKT KOMaHJHOTo MeHi0 MHcTpyMeHnTHI > IlapamMeTph! yueTHOI 3alMCH;

e B OKHe IIAIlOK BLIOEPHUTE HYXXHYIO yYeTHYIO 3allMCh, B OTKPBLIBLIEHCA CIIpaBa NaHeju
Ha)KMUTE KHOIIKY Wudposanue .

® B OKHEe IIdIIOK BbI6epI/ITe HY>XXHYIO YYETHYIO 3dIIMChb, HpaBOﬁ KHOIIKOM MBIIIIHA BBI30OBUTE

KOHTeKCTHOe MeHIO, BbIGepI/ITe KOMaHY HapaMeprI.
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B otkpeiBiieiics naHeny IlapameTpbl y4eTHOH 3amMCH IlepeliuTe K IyHKTY MeHIO

akkayHTa CkBo3Hoe mmppoBanue (Cm. PucyHok 68).

10 Mapaeaetpes yabmecd 2anso - MyCificesdal

(D) napsmerpe puemcn s

~ EMail for Alexander Smirnov
MapameTpsl cepeepa
KOdde W Nans|
COCTABASHME W ARPECALHA
AHTA-CNaM GUNaTp

CHHEPOHUZAUMA W ZPaHEHHE

CEKEOZHOS IWWPPOBEAHWE

YEEADMNEHAR O NROUTEHNM
~ [E Mail for Elena Smimova
MNapameTpol CEpEEpa
Komuu 1 nanem
COCTABASHWE W AfPECALMA
AHTH-CNAM GHARTR
CHHNPOHMSAUMA 1 XPAHEHWE
CRBOSHOS WHDROBEHKE
¥EEAOMAEHAR O NROUTEHNM
~ B NekantHbie nankx
AHTH-Cnam dHneTp
[ACKOEOE MPGCTRANCTEO
[ Ceprep nexopAwed nouT (5...

AeACTEAR ANR yUETHOA 3anwce ¥

1% Hacrpodnn MyOficeMail

& Dononsesus v Teme

CkBo3HoS WKMPRoBaHME
Urodel OTNREANRTE 23WMODOEEHHEIE CODELEHUA HAM COOBLUAHWR C UMSDOE0H NOANWCEH, BaM HEoSXoQMMD
HACTDOWTE TEXHOMOMMK WHHDOEEHMA, Hanpuuap, OpenPal wan S/MIME.

BoIGEprTE CHOA AunbiA KAKA, UTOG0 BRAwTe MOROARS08EHME DpenPGR, nim CBOR AWMUl CepTudinkat,
uTOGL PASPELWTY MEROALSOSAHRE SMIME, 0S8 Avumsorg wimed naK Cepradesans ¥ 6L Aonmed Gute
CODTBETCTEVHILAR CEXPaTHRIA )AL

OpenPGP

£ [oSapnTs KA.,

B Thundernird HaT nuaxoro knsoua OpenfGP e
) alexandersmirmovi@myapp.ru

Mcnonezydte MeHegwep knroued OpenPGP, utofisl NPOCMATPUEATE M YPEENATE OTKPSITEIMM KAKUAME EIWMK

KOPPECNOHAEHTOR W BCEMA JPYTAME KNKDYAMA, HE NepauRCI2HHBEME BRI,

MeHegpkep knded OpenPGP

S/MIME
TMaunseid cepmadMkaT 40R Wabposoi nognvos

| BrSpats... OyHCTTE

s cepmadHEaT AR WHSPoaaHWRE
| Brfipate... OupcTems

¥npasneHwe cepTuduraTany SIME Yempoitomag zauuTe SMIME

HacTpoikk no yMOAYaHKH 404 oTNPABKK CooBLUeHMA
BED CROGIHOTD LIJMDDMH:HH COLTDHFMOT EWEI.I.H’.‘HH';‘ nerka MoxeT Bem MPOUTCHO DaLUKM HDDMV-'.U.CWM
MEKTDOHHCIﬁ NCUTE MW CRCTanioi NpOCNYWHBEHMA.

© Hg srAEDUATE WUSPoAaHWE MO YMOANEHIID

[ TREBCRATE WWSHOSAHAE NG YMBNHEHIRID

Ecom nam tpefiyetoh wedanande, Ta 48R oTpasks coaBwennf ¥ pac sonxed GeTh ATEPLTRE Ko e

CEQTROHIKAT KaRO0r0 NOTyJaTans,

LM @0Ban Nodnucs NOSEOARST NOAYYATENAM YADCTORERMTLCA, UTD COOBLISHME BHIN0 OTNRISAEHD MMEHHD
BAMK, I UTO SR COREMKAMAE rd Bol) MIMEHERD,

[} foBasarms UMBEDOBYID NOATHCE NO YMOAUIHHID

JononHUTENLHBIE NapameTpal
MpHKpenAETE MOK OTRDBITEEA KR NP ACHaNeHH UMSPoocaA noanwce OpenfGR
Wkdpasans Tapy Co0GWwEHuA QpanPGP

ApAHATE YEDHOBAKM COOBULEHWR B 3AUWHPOBIHHOM JOpMaTe

MPEANCUATAEMER TEH0NOMMA IWMDDOBEHIA:

G ABTORLIBON HA GOHOBS AOCTYNHBIN KAKIUER AW C8f

MNpeanourtam OpenPGP

MpeanouunTams S/MIME

Pucynok 68 - IlaHens HaCTPOMKYM CKBO3HOTO MIM(POBAHUS
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7.9.1 OpenPGP

Cospaiite muuHbid ko9 OpenPGP jyisi akkayHTa WM 3arpy3uTe TOTOBBIM. [[Jig 3TOTO
HOKMHUTE KHOIIKY & AobaeuTtb KNKOY... | ua
(Cm. Pucynoxk 69).

OKpaHe OTKpOeTCd OuajioroBoe OKHO

JobaeuTe NepcoHanbHeli Koy OpenPGP ana alexandrsmirnov@mrt.myoffice.ru

@ Ecnn Y Bac ecTb MMYHBIA KoY ANA 3TOMS aApecs 3NeKTpo HHOM NOUTEl, Bbl A0NKHEl &r0 HMMMNOPTHROBAETE. B
NPOTHBHCOM CNYYae ) Bac He ﬁyﬂ.ET ACCTYNAE K BallKMM apxyBEak 3Ll HqJPDEaHHbI)C MHUCEM W Bel HE CMOKETE HUTATE

EXOAAME 23WHMGPOBAHHEIE NUCLMA OT MOAEH, KoTopele Bod el UCNoNEIYIOT BAL CYLUSCTEYIOLMEA KAKY,
MoapobHes

® Coznats HoBLIA kakou OpenPGR

MmnopTupoBate cyluecTEyOWMWA knrou OpenPGP

NpoaonxuTe OTmMeHa
Pucynok 69 - Co3znanue kiroga OpenPGP

Bribepute Co3nath HOBBIN K049 OpenPGP, Ha 5kpaHe NOSIBUTCSI AUAJIOTOBOE OKHO

coznanus kimoda (Cm. Pucynok 70).

JobaeuTb nepcoHansHbli Koy OpenPGP gaa alexandrsmirnov@mrt.myoffice.ru

Cozaats knrod OpenPGP

NuuHocts  “alexandrsmirnov@mrtmyoffice.ru” <alexandr.smimov@mrtmyoffice.ru> - alexandrsmirnov@mrtm... ¥

Cpok AeHcTBMA KAtoua

OnpegeiuTe cpok JACTEWA BAWEND HOBOMD CreHepMPOoOBaHHOO KAKYa, [ozKe Bl MOXMETE YNPaRIATE 4aTOH, uToBE
MpPoAIMTE €€ NPY HeobXoANMOCTI,

B Cpok AelcTEMA KNKOUS CTEKAET Yepes 3 net w

Kniod He ucTekaet
.U,DI'IOJ'IHHTEJ'IIJHI:IE napameTpbl
Ynpaenexue JoNoNHUTENBHEIMK NapaMeTpamn sawers wiroda OpenPGP.

Tun knroya: RSA ~

Pazmep knoua: 3072 v

Otz Bep“yrhcsl

Pucynok 70 - Hacrpoiika napameTrpoB kitoda OpenPGP

Bribepute cpok nerictBus kiroda, Tin U padmep. Haxkmure OK.
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Ecmu BwI peniniii - UMIIOPTUPOBATDH TOTOBBIM  KJIIOY, BbI6€pI/ITe I/IMIIOPTI/IPOBaTb

cymectByromuii ki1rd OpenPGP, Ha skpane nmosiButcs nuanoroBoe okHO (CM. Pucynok 71).
JobaBuTk NepcoHanbHbIiA KNtou OpenPGP ana alexandr.smirnov@mrt.myoffice.ru

MMNOpPTMPOBaTE CyLLECTBYHIWMWIA AMYHBIF Koy OpenPGP

BeiGepnTe paHee COXpaHEHHYIO KOMWHO (aiina.
Bbl MO#eTE MMNOPTMPOBATE MMHHBIE KNHOYW, COMEHHBIE C MOMOLWERD ApyToro nporpaMmicro obecnevedus OpenPGP.

.-'_]pyrDE* NporpaMMHoe OBeCNeYeHHE MOMET ONHCIBATE AMYHBA KAKY ¢ NOMOLLbHY ANLTERPHATHBHbBIE TERPMHUHOE, HANDHUMER, Ball

cODCTHEHHbIA KAWY, C¢ Epo THbIH KAM, 3aK T Bl KAKH WA MNapa KRR,

Brifop daina 4na MMIopTa..

OmaeHa BepHyTeCA

Pucynok 71 - I1anens no6asinenus kiroda OpenPGP

Haxxmute Bpi0op d¢aiina ans ummopra, BbibepuTe COXpaHeHHBIM KIIIOY C JIMCKA,
"axmure OK.

7.9.2 S/MIME

Hacrpotite ceptudukaTh:

1. Boibepurte nuuHbIN cepTUdUKAT 1711 HXPPOBOX MOIIHCH.

2. Boibepute nmuuHbIN cepTUdUKAT AJis HIMPPOBAHKS.

Haxmure kHonky Ympabienue ceprudmukaramu S/MIME [ OTKpBITHUS JAMasiora

ynpaBieHus: ceptudukaramu. Haxkmure kHomky Y crpoiicrBa 3amutbl S/MIME 17151 OTKpBITHS

Iyasiora yIpaBJleHusl yCTPOMCTBAMU.

7.9.3 HacTpoiiku 1o yMoJI4aHHIO /ISl OTIIPABKH COOOIIeHHIH
3aialiTe HACTPOWKY ITM(POBAHUS JIJI1 COOOITIEHHUM:
1. TpeboBaTk muppoBaHue Nepe]l OTIIPABKOM IMCbMa / He BKJIIOUYATh MIKM(pPOBaHNUE.

2. JlobaBnsaTh MUGPOBYIO MOIKUCH B COOOIIIEHHUS.

3. Bribop TexHOMOTMM MIMPOBAHUS COOOIIIEHHH.

7.10 YBenomiieHusi 0 IPOYTEeHUH
JlisT HacTpoWKM yBeAOMJIEHHM O TPOYTeHHWH THMCeM OTKpOWTe TaHeJlb IlapaMeTpOB

yquHOﬁ 3dllMCU OOHUM U3 CJIeAYIOIIUX CHoCco0OB:
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e BbIOepuTe MyHKT KoMaHHOro MeHio MHcTpyMeHTHI > IlapamMeTps! yueTHOM 3anuCH;

® B OKHe IIallOK BblIOepuTe HY>KHYIO y4eTHYIO 3allMCh, IIPAaBOM KHOIIKOM MBIIIN BBI30BUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHy HapameTpm.

B otkpoiBiieiics naHeny IlapamMeTpbl y4eTHOM 3amMCH IlepeiiiTe K IIyHKTYy MeHIO

akkayHTa YBegomieHHs o mpoutrenuu (Cm. PucyHok 72).

“d Maparetpe yabmmod sanmoe - My Officeiial

[ maail for alesander Smirn. [ PERES T AT E EERTEE

~ EMail for Alexander Smirnov
YaenomMneHHE o NPOHTEHKMIA
NaparmeTpnl CEpEERa
Ko 1 NankH 1 MIcnoaes0sate rACEaisHbE HACTPORKA YELLOMNEHWA O NPCUTEHMA

CocTaBneste i AAPECaLWa TNO6AALHBIE HACTPOAKM....
AHTH-CNAM HHBT] I i
it F @Hanpum: ACMONESOSAHWE YESLOMASHAR O NPOUTEHWK
CHHEEPOHESAUMA W XDAHEH@E -
L Berga 3anpawseats yoagosMasHHe O NpoUTeHUA Npe oTnpaoke coobuernad
CKBOZHOS WHDPOBERHKE

¥EEAOMASHMA O NEPOUTEHRM

M MOAYUEHUA YIEZOMAEHHA O MPOUTEHWA;
~ EMail for Elena Smimova

MapaneTpn cepBepa

Q) OcgapasTe ero B nanke =BxoaAues

MNepepelats &0 & nanky aOTNRABREHHEIES
KOMMM M NanKm

L.
TR R R A AT Mpet MOAYUEHMA 23NP0CA HA YESOMAEHUE O NPOUTEHIM:

AnTH-Cnam guaeTp () Hykoraa He oTNpasnmTs YESIOMIEHME O NPOUTEHIRM

CHMEPOHMIBUMA 1 XPAHEHNE _
0 OINPABAATE YEEIOMASHAA O NBOUTEHNAN M HEKDTOPEE CO0BUEHWR

CrBOaHOE WHHpOBIHHE
Ecam a2 HE 8 cnueke <Ko Hnu aKonua; n| HEAT w
YEEAOMATHME O NPOUTEHHM a RO " % | Cnpaumeats
~ [ NokansHbIe Nankn ECAM OTNPABHTENS HE B MOSM J0MEHE! CNpasMEaTs w
AuTr-cnam uasTp
B OCTRNSHbIK CAYYERY: CNpawseats v
JMcroBoe NpocTpascTeES

] Cepoep ncxogAweil noure (5...

Pucynok 72 - Hactpoiika yBe[JoMJIeHH! O IIPOYTeHUH

Jnst Toro, 4TOOBI UCHOJIB30BaTh TIJI00a/IbHble HACTPOUKK YBeJIOMJIEHHSI O IPOYTEHUH,
BbiOepuTe Mcnosb30BaTh IJI00AJIbHbIe HAaCTPOMKH yBeJOMJIEHHI o0 mpoureHmu. Haxmure
KkHOTKY I'1obanbHbIe HACTPOMKU JIJIs1 peJJakKTHPOBAHUS IJ100abHBIX HACTPOEK YBeIOMIIeHUH O
npoutennu. CojlepkrMoe J[Majora HAaCTPOeK IOBTOPSIET COfAep)XKUMoe TeKylleld MaHeld, HO

OTHOCHTCS K T7100a7IbHBIM HAaCTPOMKaM.

J171s1 ucriob30BaHMSI TIepCOHANIBHBIX HACTPOeK yBeAOMJIeHH Il KOHKPeTHOr'0 aKKayHTa
BbibepuTe HacTpouTh HCHOIb30BaHHE YyBeJOMJIEHHII 0 npouteHuu. J[lajee HacTpoiite

CJIeTyIoIe apaMeTphl:

1. JleficTBUsI IIpU IIOJTyYeHUH YBeJJOMJIEHUs O IPOYTEeHUH.

2. JlelicTBUS IIPM 3a1IpOCe Ha yBeJJOMJIeHUE O IIPOYTEeHUH.

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022

119



MonOdounc

7.11 CepsBep ucxonsuiei No4YThHI

L[HSI HaCTpOfIKI/I IapaMeTpoB CepBepd UCXOMSIIEN IMOYThI OTKpOﬁTe IIaHeJIb IIapaMeTpoB

yquHoﬁ 3allMCU OOHUM M3 CJIeAYIOIIUX CIIOCODOB:

¢ BbIOepUTe MyHKT KOMaHIHOTro MeHI0 MHCcTpyMeHTHI > IlapamMeTpsl y4eTHOM 3anicH;

® B OKHe IallOK BbIOeprTe HY)XXHYIO yYeTHYIO 3alliCh, IIPABOM KHOIIKOM MBIIIA BBI3OBUTE

KOHTEeKCTHOe MeHI0, BbibepuTe koMaHly IlapameTpsl.

B otkpeiBineiics naHesv ITapamMeTppl YYeTHOH 3amHMCH TepediuTe K IMyHKTY MEHIO
CepBep ucxomsimeit moursl (SMTP) (Cm. Pucynok 73). Ha skpaHe BO3HUKHET TaHeJb,

cofiepxkariasi CIMCOK CepBepOB MCXOMSINEN MOYThl. AKTHBHBIA CepBep BbIJIeJIeH, U COHEPKUT

noanuck Ilo ymonganmuio.

“d Napaietped ylreoi sanaici - MyOificedal

[ masil for Alessndier Smir () napssaetpn yueti =0

~ EMail for Alexander Smirnov
MNapameTpnl CEPEERE
Komue W nansu
COCTABAHHE ¥ AADECALMA
AHTH-CNaM dAaTD
CHHKPOHMEBLMA 1 XPAHEHNE
CKBOZHOS WHDROBIHKE
YEEAOMASHHA O NROUTEHEK

~ EMail for Elena Smimova
MapameTpb Cepeepa
Komke w nanem
CocTapatHHe ¥ A5pecaums
AHTH-CNAM GHUARTR
CHMEPOHUIBLMA ¥ XPAHEHWE
CrBoaMoe WhbpoBaHue
¥BeA0MNEHMR O NpOUTEHHK

~ O NokankHbIe nanks
AHTH-CTIAM DUILTP

JWCKOBOE NPOCTRAHCTED

ECepeep nexopAwei noute (5...

MNapametpel cepeepa MokogAwed novtel (SMTF)

Mpw HACTROkKE BIWME AADECOE INEKTPOHHOA NOUTEH Bl MOMETE HCNONLI0EATE CEPEER W3 3TOMD CMCKE,
awibpas ero E Kauecrae Cepeepa wixogAawal nowtsl (SMTR), vad xe asl Mo=ETe MCNOAES0EETE CEDEED NO

FROUMAHWMKD W3 3TOMD CRACKE, B610Pa8 «VICNONB308aTE CENEER NO VRO ALAH AR,

alexandrsmirnov@mrtmyofmrtru - smtp-mrtmyoffrtru (Mo ysomiadame) JoBaguTs...

MizmeHMTE...

MNapameTpel BELENEHHOTO Cepaepa:

OINACAHWME: <8 yRATAHO =
Wuia cepeepa smitp-met.mycrnrte.ru
MNopT: <we ykazaHo=
Wrar nosszoparens alexandrsmimow@ mrmyatitteu
Metog ayrentadiugayrie ObsuHeIA Napoas
AUMTE CoBLAHERWR SELTLS

Pucynok 73 - Hactpoiika cepBepa UCXO/isIIIel TIOYTHI

s nobGaBiieHUs HOBOT'O cepBepa HaXXMuTe KHONKY Jl00aBHTB, /il pelaKTUPOBAHUS

CBOWMCTB CylIeCTByIomero cepBepda BblliejsinTe B CIIMCKe HEO6XOI[I/IMYIO 3allMCh U HA’KMUTE KHOIIKY
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Ha KOTOpOI;I MOZKHO 3dIIOJIHUTDH ClleJyIoIre I10JIsd.

® OMHCaHHe CepBepa;

® UM CepBepa;

® HOMeED IOPTa;

e THUII 3AIIUThI COeAUHEHNS;
® MeToJ] ayTeHTUDUKAIIUH;

® MMJ I10JIb30BaTed.

Jlnst ynaneHusi cepBepa U3 CIIMCKA HAXKMHUTE KHOIKY YJAJIHUTh, YIAIUTb MOXHO TOJIBKO

HeaKTUBHLIN CepBep.

SMTP-cepeep

HacTpoiiku

MN3mennth. Ha 3kpaHe MosIBUTCS NaHeslb pelakTUPOBaHuUs CBOMCTB cepBepa (CM. PucyHok 74),

QOnncanme I

W ceprepa; | smitp-mrtmyafficen

DNiopr: SET : Mo yaonuarmo: 587

JawmTa M ayTeHTHEHMKALWA

2T COSAMHEHMA: STARTTLS ot
MeTos ayTeHTadikawm Ot HbIR Napass ol
WA nonpzoaarens; alexandrsmmimoiBmetmyofficen

(2] 4

7.12 YderHBIe 3alIMCH II0YTHI

st nobapiieHUsl y4eTHOM 3allMCH TOYThl OTKPOWTe MaHeJlb TapaMeTpPOB Y4eTHOM 3alMCH

OIHHM K3 CJIeAYIOIIKX CIIOCO0O0B:

e BbIOepUTe ITyHKT KOMaHJHOro MeHI0 MHCTpyMeHTHI > IlapamMeTphbl y4eTHOM 3anHCH;

® B OKHEe IIdIIOK BbI6epI/ITe HY>XXHYIO YYETHYIO 3dIIMChb, HpaBOﬁ KHOIIKOM MBIIIIHA BBI30BUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHY HapaMeprI.
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B otkpoiBineiics naneny IlapamMeTpsl y4eTHOM 3alMCH HAXXMUTe KHOTIKY JleiicTBus s
yueTHO# 3anmcH. Jlajsiee B OTKPBIBIIIEMCSI MeHIO BbibepuTe NyHKT Jl06aBUTH yueTHYI0 3aluCh

nmouTsl. Ha skpaHe oTkpoetcs HoBasi ctpaHuiia Hacrpoiika yuetHoi 3anmcu (Cm. PucyHok 75).

d Hactpoilka yuemroil 3armon - MyOffucebail

[ OvE.Cwmpenanii - akoar mﬂ:nauwpmwmﬁ:al ® @Hanpﬂﬂuwﬂ'ﬂwﬁa:n. *

HacTpolka MMeraLLISICA Y BAC YUETHOM 3aNKMCK 3NeKTPOHHON NoYTsl

UTofk! KENONR30EATE TEXYLLWA AApac INEXTPOHHDN MNOUTEl, BEE1WTE CEOM YUETHEIE JAHHERS.
My OTTiceMail A8TOMBTIAUSCKA BRINONHAT NOWOE DAGOUER M DEXOMEHANEAHHOR KOHDUIVEALMK CEPBERA,
MylDffice Mail asTomManuecn BRINOARAT NOWOK PASAYEA ¥ PEXOMEHAOBAHHOR KombWIYPaLWMK Cepaepa,

Bawe nonkoe wun

Hoamoo @

a
Floam

ASPEC ANEKTPOHHOR NOUTsI

van.vanovi@esamplecom G)

Mapins

JanoaHUTE NApank

OTieHa

BRWLH YHETHHR JAHHLIE SWIYT KPSHNTRCA TOALED MOKARLHD H3 BAWRK
F WA HOTE P2,

Pucynok 75 - HacTpotika yueTHOM 3aMiCH MOYThI

Haxxmure KHOIIKY HPOHOJDKI/ITB, HA4YHeTCsd ITOHMCK yquHOﬁ 3amucu. B Clly4dae OIIINOKH

PACKpPOXOTCA HOOIIOJIHUTEJIbHbIE IIO0JI, WU Hd 3KpPdHe BO3HUKHET COO6H.[€HI/Ie 00 ommbke (CM

Pucynok 76).
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4 Hacrpoitea yaerhei 3anucy - MyOfficefail

[ OvE.CrmpHonod - alex) mnapaw:rpm-,uu:-rm:ui.:1;|

@Hanpoﬁua YHETHOR 3ane X

HacTpoiika MMELLECA y Bac YHETHOM 3arMCK 31EKTPOHHOKM NOUTkI

Yrobbl MCNOAB30BETE TEKYILMIA Apec INEKTPOHHOR NOYTHI, BBEAMTE CEOM YUETHRIE J3HHBIE,
MyOfficeMail aBTOMATHUECKM BRINONHWT NOWCE padouel W PEKOMEHLOBAHHOR KOHGUIYDALIMK CEpEepa.
WyOfficelall BBTOMATHUSCKN BRINOAHWT NOWCK PAGOYERA M DENDMEHIDBAHHDA KOHDWIYDALMKM CEDEERE.

Bawe nonkos KA

alexandersmirmov@hostru

ﬁnpec IREKTROHHOHA NOHTBI

alexandersmimew@hestru

Mapoas

ZanoMHKTE Napons

a MyOfficeMail He yaanoce HaiTA HACTPOHKK AnA Balwel

YUETHOR 3ANMCH NOUThI

JOKyMEHTALMA NO HACTPORKE - DogyM NOLARERK

IMAP &
nA cepeepa; ‘ Jhostu
Mapt [_
JALKTA COBGUHEHNA; ABTOOMPENENEHWE 4
RARTGA AYTENnAHEALMN: ABTOONPEENEHIE »
KA NONBI0BATENA: ‘ alexandersmimov@hostiu |
MR capeepa: ‘ host.u |
ropr C E
ZALUNTA COBIMHEHNA; ABToONpeneneH1e b
hAeTon ayTermiuaunm; ABTOONPEneneH1e b
KIRA NNLE0BATENA: alexandersmimoy@hostg |

AanoaHATENEHAS HACTROAKS

MepeTecTWpoEaTL Oimena

By Cfecehall nonwTaeTcA 38TOMATMYECKM ONPEZRNMTE SHANEHWA

MoNeld, OCTABNEHHDIX NYCTHIMM,

Balm yudTHele ganHsie ByayT XPaHHTLCR TONLKO NOKANLHO HA BALLEW

KOMNEHTERE.
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Pucynok 76 - Coobiienue 06 omrbke

B ciryyae HeymauyHOro co3maHus YyYEeTHOW 3alMCH TIOYTHI 3aTIOJTHUTE TOJIS [IJIST BXOJISIIIETO
U ucxopsmiero cepBepoB. Haxkmure kHonky IleperecTmpoBaTh [ IPOBEpPKM BBeJIeHHBIX
3HaueHuM. B ciyyae ycrenrHoro coefiHeHUsI HaXXMuTe KHONKY I'oToBo, yueTHast 3anvch Oyjer

nobapJieHa B CIIMCOK yYeTHBIX 3aIuce.

7.13 YderTHBIe 3a1iCH HOBOCTeH

st mobaBneHUsT y4eTHOM 3alliCh HOBOCTEM OTKpPOMTe I1aHejlb IlapaMeTpPOB y4eTHOMU

3allMCH OOHHWM K3 CJIeAYIOIIUX CII0CODOB:

e BbIOepuUTe ITyHKT KOMaHJHOro MeHI0 MHCTpyMeHTHI > IlapamMeTphbl y4eTHOM 3anHCH;

® B OKHEe IIdIIOK BbI6epI/ITe HY>XXHYIO YYETHYIO 3dIIMChb, HpaBOﬁ KHOIIKOM MBIIIIHA BBI30BUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHY HapaMeprI.

B otkpsiBiieiics naneny IlapamMeTpsl y4eTHOM 3allMCH Ha)XKMUTe KHOIIKY JleiicTBus s
y4JeTHOH 3amucH. Jlajiee B OTKPBIBIIEMCSI MeHIO BblOepuTe MyHKT Jl00aBUTH APYIYH0 YUeTHYIO

3amuch. Ha OKpaHe OTKpPOeTCd OHradJIoroBOe OKHO BbI60pa THUIIA quTHOfI 34dIIMCHU

(Cm. Pucynoxk 77).

MacTep yyeTHen 3anucel x

MapameTpil HOBOH YUETHOR ZaNHCH

Yrofie nesyyats cooBLUUEHNS, CHAYANE HYKHO COZAATE YUYETHYTO 3aNKCH.

3107 MacTep coBeplT uHGOpMaLMID, HECBXoAMMYED ANA CoZAaHUA yYETHOMH 3anuen, Ecam B
HE ZHAETE BECE HEoBxo MOl MHGOPMALMY, CEADKUTECE © BEALLMM CHCTEMHEIL
IMUHUCTPATEPOM MAN NOCTAELLMIOM Yoy MinTepHeTa,

BraGepuTe, KaKol THN YHETHOR JANMUCH BbI XOTHTE CO3MATE:

(@) YuETHAR 33NKMcE HOBOCTER

< Hazapg Janee > Omraena

Pucynok 77 - [lapameTpbl HOBOM Y4eTHOM 3allCH
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BribepuTe Tum yueTHo 3anucu 1 Haxkmute KHONKy damee (Cm. PucyHok 78).

MacTep yusTHex 2anuced 4

NepeonansHbie gaHHbIE

Jns kackaof y4ETHON 33NMCH MMEIOTCA NEPCOHANBHBIE JAHHEIE, KOTOPBIE CMOMYT YEMALTE
YNTAROLLIWE BALLIK AMCEME BPECaThl.

Boeaure nmn, koropoe Byger noAEAATECR B none =0Ts Nnpy oTnpasxke coobwerni (manpusep,
allgan Meanoes).

Brigogumoe wsn: | AHgpen CrupHos

BoeauTe paw agpec INSETPOHHGH MOYTE, Kyaa agyrne ByayT oTNpasnmTe B3k CoobUeHHA
(nanpuniep, suser@test.rus).

Alpec INEETPOHHON MOMTEE | smirmovizh ust.rul

< ton e

Pucynok 78 - IlepconasbHble JaHHBIE

3arnoJIHATe TI0JIS BBIBOI[I/IMOE HmMsia n AIIPEC BHEKTPOHHOﬁ mourthbl. Haxkmure KHOIIKY

Hanee (Cm. Pucynok 79).

Macrep yyeTHex 3annucen e
HMudropmayma o CcepEepe BXORALER NOUTE

BEequTe Wi HENOALSYEMOrD BaMK cepeeps Hosoctel (MNTP) (Hanpumep, anews best.rus).

Cepeep rpynn H... nms.lﬂ:ﬁt.ru| |

<t [Bomees ] | oo

Pucynok 79 - Hactpolika cepBepa BXOJsIel TOYThI

3anonnute nojie CepBep rpynim HoBocTeili. Haxkmure kHonky anee (Cm. Pucynok 80).

BacTep yuETHRIX 3aNMCER .

Hmar yuETHON 3anKMCK

Beegute nan 3Tol yuetHod 2anucy (Hanpumep, <Pabouass, «/lnunan= win «Mpynne
HOBOCTERS],

MIMA y4ETHOM 33.. | news.testru |

. O
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Pucynok 80 - ms y4yeTHOM 3anucu

3anosnHute nosie MM ydetHoi 3anucu. Haxxmute kHonky [lanmee (Cm. Pucynok 81).

Macrep yuirdoi 3annced X

No3gpasnaem!

MoxanyficTa, NPOBEPETE, WTO NPUBEIEHHER HIHE MEdOpMaYMA BepHa.

Mg yuETHON 3anucm; news.test.ru
Aapec INeKTpoHHOA NoYTE: smnirnovi@host.ru
Mwa cepeepa HoeocTed (NNTPF): news test.nu

Mra monssosatens (SMTP-cepeep): sminey

Haxmure loTonos, HTobsl COXpaHHTE TEKYLUME NAP3METPS W 33BEPLLINTE paGoTy «MacTepa
YHETHEIX SaNHCERs,

I < Hazan || lotoso Orraena

Pucynok 81 - CoxpaHeHre y4eTHOU 3anUCH

Haxkmure xHomky I'oToBo, yuyeTHasi 3anmuch HoOBocTed OyzeT pobaBieHa B CIIMCOK

YUYeTHBIX 3allMCel Ha JIeBOW [aHeJu.

7.14 YnpaneHue y4eTHBIX 3alucei

Jl1st ynaneHusi yueTHOW 3allMCU OTKPOMTe IaHeJb TapaMeTPOB YYeTHOM 3alliCU OJJHUM K3

CIIeYIOIIMNX CIIOCOOOB:

e BbIOepuUTe ITyHKT KOMaHHOro MeHI0 MHCTpyMeHTHI > IlapamMeTphbl y4eTHOM 3anHCH.

® B OKHEe IIdIIOK BbIﬁepI/ITe HY>XXHYIO YYETHYIO 3dIIMChb, HpaBOﬁ KHOIIKOM MBIIIIHA BBI30OBUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHY HapaMeprI.

B otkpsiBiieiics naneny IlapamMeTpsl y4eTHOM 3allMCH Ha)XKMUTe KHOIIKY JleiicTBus s

y‘IETHOﬁ 3aIIUCH. ,Haﬂee B OTKpbBIBIIEMCA MEHIO BbIﬁepI/ITe IIYHKT YIIHJII/ITI: Y4I€THYHK 3dITUCh

(Cm. Pucynoxk 82).

AoBaeuTe YUETHYHD 3aMKUCE NOUTEL...

JoBasuTe ApYryrd YUETHYHD 33NMCk...

¥aanuTe YUETHYH 3anKch

JeRCTBWA ANA YUETHOW 3anMcy v

Pucynok 82 - MeH1o fieficTBUH [I7Is1 y4eTHOW 3alliCH
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Ha skpaHe oTKpoeTcsi 1MaioroBoe OKHO yjiajnieHus ydeTHou 3anucuy (Cm. PucyHok 83).

¥aanenwe yuETHOR 3aMWCK M JaHHbIX X

Bl AefCTEMTENEHO XOTUTE YAANWTE YHETHYKD 3anuce =Moute AnA <alexander.smirmov@lime.myoffice-

app.russ?
YAaneHne HHPOpMaLKK of yUETHON 2anHcu

¥OANEHWE ASHHED COOBLLEHNI

Yaanute OTmena AonoaHKTENBHEIE CBEOEHUA

Pucynok 83 - J/InasioroBoe OKHO yjiajieHUs YIETHOM 3MTHUCH

IIpu ynaneHun y4eTHOM 3aIIMCH Bbl MOXKeTe BbIOPATh CJie/IyIole BO3MOXKHOCTH:

e ynaneHve nHpopManuu 06 yueTHOM 3anucy;

® ylajieHHe JJaHHbIX COODIIeHUH.

HJIH JOOIIOJTHUTEJIbHBIX HACTPOEK YydJIeHHsd yquHOﬁ 3aIllMCH  HAXMHWTe KHOIIKY

JonosHuTenbHBIe cBeeHus (CM. PucyHok 84).

¥naneHwe yUSTHOW 3anMcK 1 AaHHBLIX x

B AEHCTEWTENDHO XOTHTE YAAINTE YHETHYHD 3annce =Moyte gnr =alexander.smirnov@lime. myoffice-

app.ru==

YASNEHHE HHRODMILHK 0B YUETHON 3anncK

CTHPEET 3TY YYETHYHO 33NHCE TONRKD W2 namATH MoROdnc Noyta, He BAWRET Ha CamMy YYETHYHD

2ANMCE Ha CepRepE,

YaaneHuwe AaHHLE CooBLLe HMi

¥AanAeT Bce cOODLUSHKA, NANKKH W GHUNLTREL, CEASEHHBIE C 3TOH YUETHOM 33NNCERD, ©

NOESNEHDro QUCKs, Bawm CﬂDE\L‘Ll.EHHFl H N3nkd No-NpexHey ﬁ}"mﬂ' XP3HATELA Ha CEpEEpE.

Mokazate pacnonoXeHle JaHHLL

PucyHok 84 - JlonoynHuTe IbHBIE HACTPOMKY y/iajleH!sl yU4eTHOH 3aliCcy

HpI/I YAajieHnnu YHETHOﬁ 3dIIMCH BbI MOXKeTe BbI6paTb Clleayrouye BO3MOXHOCTH:

e ynaneHve nHopManuu 06 y4eTHOM 3aluCH;
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e yjajileHye COODIIeHHI yIeTHOH 3aIiCH.

J71s1 mepexojia B MaIKy C pacIiojioKeHWeM COODIIeHHH yU4eTHOU 3allMCH HAXXMUTe KHOIKY
IToka3zaTh pacnosioxkeHHe JAaHHBIX. B cilydae ycIielHoro yianeHus y4eTHOM 3alllCH Ha SKpaHe

BO3HHMKHET COOGILIEHI/IE Ynanenue MMpoOILIO YCIIEITHO.

7.15 YcraHOBKa aKTHBHOM Y4eTHOH 3allliCH

HJISI YCTaHOBKHU AKTUBHOH y‘IETHOﬁ 3allMCH1 OTKpOﬁTe IaHeJIb ITapaMeTpOB yquHOﬁ 3adllMCH1

OTHUM U3 CJIeAYIOIIUX CIIoCO0O0B:

e BpIOepUTe ITyHKT KOMaHHOT0 MeHi0 MHcTpyMeHTHI > IlapamMeTph! yueTHOI 3alMCH;

® B OKHEe IIdIIOK BbI6epI/IT€ HY>XXHYIO YYETHYIO 3dIIHChb, npaBoﬁ KHOIIKOM MBIIIIM BHI3OBUTE

KOHTEeKCTHOe MeHI0, BbibepuTe koMaHly IlapameTpsl.

B otkpeiBuieiics mnaHenu IlapamMeTpsl y4deTHOM 3anmMcH BblOepuTe HeOOXOIUMYIO
YUeTHYIO 3allMCh, Jlajlee HA)KMUTe KHONKY JleHCTBHSI ISl y4eTHOM 3amMcH. B OTKpbIBIIeMCs

MeHIO BbiOeprTe MYHKT Y CTAaHOBUTH 10 YMOJIYAHHUIO.

7.16 CuHxpoHH3aIUA aKKAYHTOB

\;"\.
JI71s CUHXPOHHM3ALKK AKKAyHTOB HAXKMUTE KHOIIKY -~ CHHXPOHM3aLpA
Ha akpaHe OTKpoeTcs Uaor, CoJiepsKallyii CIIUCOK aKKayHTOB.

Bribepure [eiictBusi st akkayHTa > IlokasaTh »KypHasu COOBITHH IS OTKDBITHS

ZMajiora Co CIIMCKOM COOBITHH aKKayHTa.

Bribepute [leiictBusa misa akkayHTa > JlobaBuTh HOBbIH akkayHT > CalDAV &

CardDAYV 1 cuHXpOHU3aKH C cepBepoM 110 npoTokosiaMm CalDAV, CardDAV.

Boibepute J[levictBus s akkayHta > JloGaBuTh HOBBIH akkayHT > Exchange

ActiveSync 17151 CHHXpPOHHM3AIMHU C CepBepoM 3JieKTpoHHoM 1mouThl Microsoft Exchange.

7.17 BpIxon U3 y4eTHOH 3alIUCH

Jl1st BbIXOZla U3 TeKylllei 3allMCy B OKHe IAllOK BbIOeprTe HY)KHYIO Y4YeTHYIO 3alllCh, B

o 1 s
OTKPBIBHIIEMCS CIIpaBa ITaHEeJIW HAXKMHUTE KHOIIKY ET} Beilit | Ha skpaHe MOSBUTCS JUAOroOBOe

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022 128



MonOdounc
okHO (CM. PucyHok 85), B KOTOPOM MOXHO HAaCTPOWTH IapaMeTphbl BbIXOAA M3 aKKayHTa, TaKue
KaK:
e ynasieHre UHGpOpMaLMK 00 Y4EeTHOU 3alUCH.

e yJiajieHHe JJaHHbIX COODIIeHUH.

J Buixog U3 yHeTHOW 3anncu

Bbixo4 M3 y4eTHOM 3anucK

JanomHKTE CAEOVIOWME NAPAMETDE YHETHON 3AMNKCK HA 3TOM YCTRORCTRE:
Ei MNognuce

MeTHi

[+ nNpaswna v @masTpe

BelATH OTmeHa

Pucynok 85 - HacTpotika mapamMeTpoB IPH BbIXO/Ie U3 aKKayHTa

Haxkxmute Ha KHONIKY BBIMTH J17151 BBIXOJ]a M3 aKKAYyHTAa.
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8 KAJIEHJAPb

8.1 OrTkpsITHE KaTIeHIapSs

YToO6bI OTKPHITH KaJIeH/Iaph, BBITOJIHUTE OJTHO M3 CIIeAYIONIUX JeHCTBUM:

e BpIOepUTe MyHKT KOMaHAHOTO MeHI0 Co0bITus U 3agayu > Kanennaps;

® Ha [aHeIM MHCTPYMEHTOB Ha)KMUTE KHOIKY [ Kanewgaps ;

e Haxkmute couetanue kiapui Ctrl+Shift+C Ha kiaBuarype.

Ha skxpane ortobpasurcs nasens kaneHnaps (CMm. Pucynok 86). B neBoii 4yactv HaXonuTCs

yIpaBJjigoniada 1naHesib, B KOTOpOfI MOXHO BbI6paTb A4Ty, d TaKXKe 3a1dTb BUIUMOCTDb KaneHnapeﬁ.

B HpaBOﬁ BerHEﬁ YdCTHU KaJIeHOdpsi HAXOOUTCA YIPAaBIdOIasl IIdHeJIb, B KOTOpOfI MOXXHO

HACTPOUTb BUN OTO6pa)KEHI/I$I KajleHdaps:

1. Jlenn.
2. Hepens.
3. Ilo Henmensam.

4. Mecar,.

4 Eanenazon - MyOficehial

[ Maail fior Alexander Smirr

& OfHoRMTh 7 CMHXpOHMIALIR
€ Ml ¥ 4
Mu BT Cp ST
25 M T I
o3 4 &
9w oML
165 [17]\ 1
FERET I
% n 1 2

SRR B
s REEwBE
wEHE= =R

Hasenpags

iR kaneHEEL
@ MorOdn: (aleasdr e=irmovB e .
@ MoaOdnc (alesandromirrowBrer
W MoROGn: (aleandr smimav@met.
& WMohOon: (elena smimove@metm._.

MoOdm: (inucor segae

g Yranenn Looobugsne 3 HepHonHi

E.

FdHopoe cofibmae

KaneHnapy

[F Hanan sanaua

Cofiumin na CABSwoape 7 geel % | ootepear O

Haseaiine

Haszaa Dot B HE

& Ceroami » 1632 Man 2033

1nen

1100

1200

13100

1400

15100

LE100

M+ 16 meast G 38 wan Hr 1% waan

Erifman |

Hareroges =]

Ha: 30 | JgHo | Hepemn | Mo pegenss | Mecay
e 30 wan 8 21 mim Bz 22 wan

w

|'|_"."| Meporpeann A

Pucynok 86 - Ilanens kanengaps
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,HJ'I?I CO31aHHs HOBOI'O COOBITHS BbI6epI/ITe IMIO3UIIMIO B KdJleHddpe, BbI30OBUTe KOHTEKCTHOe

MeH0, BbiOepuTe HoBoe coobrTme (Ctrl+I). Ha skpane oTkpoeTcs Auanor cO3/aHWsi HOBOTO

COOLITHA.

,HJ'IFI CO3IlaHHS HOBOW 3aa4u BbI6€pI/ITe IMO3UIIMIO B KdJleHddpe, BbI3OBUTE KOHTEKCTHOe

MeH0, BbiOepute HoBas 3amaua (Ctrl+D). Ha skpaHe OTKpoeTcsi OMasior CO3[aHWs HOBOU

3aJ1da4Hu.

8.2 Co3panne HOBOro KajleHgaps

HJI?I CO31aHKA HOBOI'O KaJIeHaapPs BLIIIOJIHUTE OJHO M3 CIIeJYIOIIUX JerCTBUM:

e BpIOepUTe IMyHKT KoMaHIHOTO MeHI0 Paiin >Co3nath > Kanengaps;

® OTKpOWTe NaHelb UHCTPYMEHTOB KaJleHapsi, HA)KMUTe Ha Hel KHOIIKY BbI30Ba MEHIO —

(menio MoiitO¢uc Iloura), B nosiBuBIemcs: MeHio Beibepute Co3gaTts > Kanengaps;

® B JIEBOM YaCTH IIaHeJIr KaJiIeH[laps BbISOBHTe KOHTEKCTHOe MEeHIO U BI)I6epI/ITe KOMaHOy

Hosgrlil kasieHgaps.

Ha skpaHe MOSBUTCS TOC/Ie[IOBAaTeJIbHOCTbh M3 HECKOJBKUX IHUAJoroB (GOPMHPOBAHUS
KasieHAaps. BeibepuTte MecTomnosiokeHre KaneHAaps (Ha JIOKaJbHOM KOMIIbiOTepe, B ceTH) (Cm.

Pucynok 87).

CozgaHue HoBOMO Kanemiapa 4

Co3aaTe HOBLIW KaleHdapb
Pacnonosenne BaWwero KaneHaapa

Baw kaneHjapk MoXeT OuiTe COXPaHEH Ha BALLEM KOMMBIOTEDE WAKM HA
YAANEHHOM CEPEEPE, ANA Toro, YTobkl Bel MOTAM 0OPaTUTECA K HEMY W3
MoBore MecTa WK MCNoB30EATE 8r0 COBMECTHO C BALWMMMK ADY3IEAMM
MUK KOJLNEramid.

®)/Ha MoEM KOMMBIOTEDE i

CI B cetm

a3af danee = OTmeHa
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Pucynok 87 - Beibop mecTa XxpaHeHUsI KajleHAapst

B Clly4dae, eCjik BbI6paHO pa3MmellieHre KaJIeHadps B CeTH, B djieJyronieM nurdjiore BBeaure

dbopmaT yziaseHHOTo KajleHjiapsi 1 ero ajipec B cety (Cm. PucyHok 88).

|
CozjaHue HOBOMO KaneHaa A

Co3gaTbh HOBbIA KaneHaapb
PacnonoseHue BAWErD KANEHAZEA

Beegure MHGOPMALWMKID, HEOBXCAWMYHD ANA NOAYYEHWA LOCTYNA K
BAlLEMY YAANEHHOMY KANEHIARHD.

Popmat: (@) iCalendar (IC5)
() CalDAV

Aapec: |

[ PaBorare aToHoMuHS

< Hazag Hanee = OThieHa

Pucynok 88 - @opmar kasieHziapsi ¥ ajjpec B C€TH
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B cnenyromem pnuanore BbibepuTe Ha3BaHWe KajleHIApsi, I[BeT COOBITHM, BapUaHT

OTIOBeIlleHUH U BbiOepuTe ajipec 371eKTpoHHOM 1mouThl (CM. PucyHok 89).

[ CoafaHne HOBOMD KaneMaapa 4

Co3gaTbh HOBbIA KaneHaapb
Hactpoikw kaneHaaps

Bl MoMeTE AaTE BALIEMY KANEHAADHY MMA U NPUCEOMTE 0coGRIN UEET
ana otobpaxenuns cobuiTWl 3TOMo KaneHaapa.

Hazeanwe: HoBkiiA kan E:H,El,aphl

UgeT:
Mokassieatk onoeewenns: [V

3. Moura: "alexandrsmirnov@mrtmyofficer..

< Hazag danee = OTrieHa

Pucynok 89 - HacTtporiku kanenaapst
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[Tocne ycremHoro co3nanus kaneHaaps Haxxmure kHONKy I'oroBo (CMm. PrucyHok 90).

CozgaHue HoBOMO Kanemiapa 4

Co3aaTe HOBLIW KaleHdapb
Kanengape co3gan

Baw kaneHgaps Gein yCNewWwHo co3aaH.

< Hazapn loToRo OTmeHa

Pucynok 90 - Co3nanve kaneHaaps

B crmcok kanengapeit 106aBUTCS HOBBIN KajleHIAPh.

8.3 PepakTHpoBaHHe CBOMICTB KaJjleHaps

YToOBI U3MEHUTH CBOMCTBA KaJieH[laps, BbIIIOJIHUTEe OJHO U3 CJIeAYIOMUX IEerCTBUM:

e BpIOepUTe ITyHKT KoMaHHOTO MeHio IIpaBka > CBolicTBa KajleHaap;

L4 OTKPOIZTQ IIaHeJIb KaJleHJ1dpd, B CIIMCKe KaneHnapeIZ BbI6epI/ITe KadJIeH1dPb, HpaBOfI

KHOITKOM MBIIIA OTKPONTEe KOHTeKCTHOe MeHIO U BbibeprTe CBOMCTBA;

® Ha NAaHeJM WHCTPYMEHTOB HAXMHUTe KHOIIKY BbI30Ba MeHI0O — (MeHo MoitOduc
Iloura), B mosBuBIIEMCs MeHIO BbiOepure CoObITHSE uW 3amaun > CBolicTBa

KaJIeH/apsl.
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Ha skpaHe nosiBuTCs maHesnb, copepykaiias cBorvcTBa kaneHaaps (Cm. Pucynok 91).

WameHHT: KaneHaape x

BankoumTe 3TOT KaneHsaph

Hazsamue xaneHapsa: MeoaDduc (alexandr.sonirnov@ mrtrmyice.ru)

Uger ]

Wran nonezoearena: I a!aandt.:mimw@mmﬂﬁce.ru ]
Agpec: https:/fmail-mrtmyefficeru/dav.php/calendars/alexandr.sr
OGroBNATE KANEHAAPE: Kasapie 30 paneyT b

Tonsks 408 YTEHNA
Mokasmears onoeeweHMA

PaboTaTe anTOHOMHD
3n, Noyra: “alexander.smimovi@myapp.nu” <alexandersmimey..

Mpeano4nTats OTNPEENATE 30.NNCEME C
MPArAALLEHHAMA C0 CTOPOHE! KNAMEHTA

YeEepOoMNEeHWA

Mokaseipats yoegomnenna o npescrorLpx cobommax | = [JoBasurs yoeacranenie

MnoBansHbie HACTPORKK YESAOMASHMIA...

O

Pucynok 91 - CpoiicTBa kaneHgaps

HpI/I HE’OGXOHI/IMOCTI/I 0OHOBHTE CBOMCTBA KaJleHaps:

1. Hasanue kanenpaaps.

2. llBeT coObITHI.

3. Anpec xaneHpapsi.

4. Tlepuon oGHOBIIEHUS KaJleHAAPS.

5. Bo3mokHOCTB pelakTHPOBaHUS COOBITHH (TOJBKO JJISl YTEHHS).
6. Iloka3s omoBereHuH.

7. Anipec 371eKTPOHHOM IIOYTHI.

Haxxmute kHorniky OK /171 coxpaHeHHs1 CBOMCTB KaJleH 1apsl.
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8.4 YupaBienue BUIUMOCTBIO KaJleHIaps
VY kaxJoro kajeHaapsi CylecTByeT CBOMCTBO BUIMMOCTU, KOTOpoe 0ToOpaXkaeTcsl CIpaBa

oT uMeHu Kanennaps (Cm. Pucynok 92).

Haneupaps

Mol KaneHgape
@ MoAOdwKc (alexandrsmirnoy...
@ MolOduc (alexandrsmirnow...

@ MolOduc (alexandrsmirnow...

Pucynoxk 92 - CBoiicTBa BUAMMOCTH KajleHaapsI

Ecnu kaneHnapb CKpPBIT, CUMBOJI CKPBITOTO KajieH/aapsi oToOpaXkaeTcsi MOCTOSTHHO.
Ecmu kaseHpmapp BKJIIOYEH, CUMBOJI OTOOPasKeHUs! BO3HMKAaeT MpPH HaBeJeHWH Kypcopa Ha

CTPOKY C UMEHEM KdJjieHdpsl.

YToObI CKPBITH COOBITHS KaJIeHAapsl, MOXKHO BHIOPATh OJTHO U3 CJIeAYIOMIUX JIeMCTBUM:

L4 BbI6epI/ITe KaJieH[1apb B CIIMCKe, HaXXMUTE IIPABYIO KHOIIKY MBIIIH, B KOHTEeKCTHOM MEHIO

BoibepuTe CkpoiTh <UMS KAJTEHJIAPST>;

e yfdtlbnt y BunumMoro xaneHmapsi HaXXKMUTe Ha CUMBOJI |, CHMBOJI IIOMeHsieTcs Ha [,

COOBITHS JdaHHOI'O KaJleHadps He 6YJIYT OTOGp&)KEITbCSI.

Yro6bl MOKa3aTh COOBITHS KajleH1apsl, MOXKHO BBIOPATh OJJHO U3 CIIeAYIOUIMX JIeMCTBU:

e BLIOEpUTe KajleHJaph B CIIMCKe, HAXKMHUTE MPABYI0 KHOIKY MBI, B KOHTEKCTHOM MEHIO
BoiOepute Ilokaszats <M KAJIEHIAPSA> wm Iloka3zare Tonbko <UMS
KAJIEHIAPS>;

® Y HeBUJMMOI'O KajlIeHddapPsd HaXXMUTEe Hda CUMBOIJI , CHMBOJI IIOMeHseTCs Ha , COOBITUSI

JAaHHOI'O KajieHdaps CTaHYT BUIVMbIMU.

YToOBI MOKa3aTh BCe KaJIeH1apH, BbIGepI/ITE KaJIeHZlapb B CIIMCKe, HdXMUTe IIPpaBYyIO

KHOIIKY MBIIIH, B KOHTEKCTHOM MEHIO BblﬁepI/ITe IToxa3zars Bce KaJIeHdapu.
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8.5 Ynanenue kanengaps

HHH yAaJleHud KajieH[aps BBIIIOJIHUTE OJJHO U3 CJIeAYIOINX JIeVCTBUH:

e B JIeBOM YaCTH IaHeIU KajleHJapsl BblOepUTe KajleHJapb, KOTOPBIM Bbl XOTUTE y/IaJIUTh.
HakatvieM npaBOM KHOIKU MBIIIM BBI30BUTEe KOHTEKCTHOe MEHIO, BblOepUTe ITyHKT

YaanuTth JaHHBIe KaJleHxaps;

e BoiOepuTe TYHKT KoMaHjaHoro wmeHi0 CoObiTHs u 3amayun > OTnmcarbes OT

BbBIOPAHHOT0 KaJIeHAaps;

e Ha MaHeJIX WHCTPYMEHTOB HAXMHUTe KHOIKY BbI30Ba MeHi0O — (Meno MoitOduc
Iloura), B mosiBuBIIeMcsi MeHIO BbiOepuTe CoObITHS M 3agaun > OTmucaTrbecs OT

BBIOPAHHOT0 KaJIeHAApSs.

Ha OKpaHe IIOABUTCA COO6IJ.[€HI/Ie Bel xoTHTe oOTHHCATBCA OT KaJiIeH{apsa

«MoitOpuc<UMS KAJIEHTAPS>» ? [lonrBepavTe MM OTMeHUTe yAalleHUe KajeHaaps.

8.6 Co3zanue co0ObBITHS

Jns1 co3maHyst HOBOTO COOBITHSI BBITTOTHUTE OJTHO M3 CIeAYIOMMNX JeHCTBUM:

¢ BpIOepUTe MTyHKT KoMaHIHOTO MeHI0 Co0bITus 1 3agayu > HoBoe codbITHE;

e BoiOepUTe MYHKT KOMaHAHOTO MeHI0O CoObITHsi M 3amauu > Kasenpapsb. 3atem B

OTKPpBIBHIEMCS KdJieHOdape BbI6epI/ITe JeHb, BbBI3OBHUTE KOHTEKCTHOe MeHIO U BbI6epI/ITe

komaHny HoBoe cobbITHE;

e BpiOepUTe MyHKT KoMaHjaHOro MeHi0 Co0bITHsI M 3agayu > Kamenpapb. 3atem B

OTKDBIBIIIEMCS KaJjieHJape BbiOepuTe eHb W IIPOU3BeJIUTe JIBOWHOM KIIMK MBIIIH,
CO3/1aCTCSl HOBOe COOBITHe, B KOTOPOM JjaTa yke OyJleT yCTaHOBJIeHa B COOTBETCTBHUHM C

BbIOpaHHOe I03UIMel B KajleHJjape;

Il
® HAXXMUTE KHOIIKY Eg Hosoe cobeive o apen CoOBITHA M 3a/jlauyd B IIPaBOM 4YaCTU

KaJjleHaaps;

e Haxmure coueranue kiasuin Ctrl+1.
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Ha skpane oToOpa3sutcst [ranorosas naHesb co3nanus cobbitust (Cm. PucyHok 93).

Hoeoe cobeimae: x
Coferrwe [paexa Bug Hacrpoficw
Cac AHWTE W 23KPBITE @I’Ipnrnacmh Y4ACTHHKCE & Mpueariocte v @] MeukpensTe E}',qaﬂu*rb
Kanenpape: Mo#iQgume (Alexander Smirnov) ~
HazeaHue: I'e~.-.=. (ofazaTensHo)
Mecro:
Kareropwa: HET ~
Beco gens
Hauana: 25.01.2022 (1013 hd _1'|J
KoHew; 25.01.2022 (1115 hd ,_‘T"
Desvop: He nostopate ~
Hanosmunanue: | He nanosmnnats >
Onncanne  Bnookesua:  YuacTHHENR
| Ypesomuts yqactamkos " Mony-are yEeS0MAEHNA OT yHICTHHKDE 3appeTHTE BCTPEHHEIE NPELNGHEHNA
Bpema kai: Zanar

Pucynok 93 - /IlnasioroBasi naHesb Co3aHus1 COOBITHS

Ha manenu nuasnora BeiGepuTe HACTPOUKU COOBITHS:
® KaJleH/1aph;
e Ha3BaHHe COOBITHS;
® MeCTO COOBITHS;
® KaTeropuisi COOBITHS U3 CITUCKA;
e TIpeIoJiaraeMble Ha4ajio ¥ KOHeI| COOBITHS;
® YaCTOTa IMOBTOPEHUS COOBITHS;

® Dexnm HAllOMHUHAHUM O CO6I)ITI/II/I;

HACTPOUMKH YBeJIOMJIEHUN U BCTPEUHBIX IIPe/JI0KeHUN.

8.6.1 IIpurnamieHye y4aCTHUKOB COOBITHS

HJISI TOTO YTOOBI I[MPUTJIACUTDb YYdCTHHUKOB CO6bITI/Iﬁ, BBITIOJTHUTE OJHO M3 CJIeAYIOIIUX
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IeVCTBUM:

® HAXMUTe KHOIIKY Eﬂpmrﬂacmb}rqacmmms :

e BrIOepuTe MyHKT MeHI0 HacTpoiiku > IlpuriacuTh y4aCTHHKOB.

Ha JKpdHe IIOSBUTCA OUAJIOrOBOe OKHO pPeddKTHUPOBAHHA CIIMCKd Y4dCTHHUKOB COOBITHSI

(Cm. Pucynok 94).

Mpurnaledmne y4acTHAKCE X
Macwrat: © @
| 25.01.2022
6:00 12:00 18:00
& = alexandr.smirnov@mrt.myoffice.ru ||
A& &= |
< o >
& OBazateneHblil yqacTHke 2= Yenosex BN Heonpeaeneno [JBece gere
& HeoGrsaTenbHbIR yacTHHK ] Mpynna B 3anaT )
— C 25012022 ~ | 830 ~
& He yuactHuk CH Pecypc BT Ra mecTe
oo Her wndopmaunn Mo |25.01.2022 ~ | [9:30 ~
958" OpraHuzatop B komuara
oK Otmena

Pucynok 94 - JluasnoroBoe OKHO peIaKTHPOBaHUS Y4aCTHUKOB COOBITHS

st mpuriamieHusl y9aCcTHUKA COOBITHSI 100aBbTe ero MMs B CIMCOK y4yacTHUKOB. Ha
JlyarpaMme CIipaBa OT CIIMCKa yYaCTHUKOB OyAeT OoToOpaXkeH CTaTyC 3aHSITOCTU Y4YaCTHHKA,
MIPUBSI3aHHBIM K KajieHAapio. JloCTyTHBI clleiytole CTaTyChl:

1. HeomnpeneneHo.

2. 3aHAT.

3. Het Ha mecre.

4. Hert unpopmanuu.

B crmcke Y4aCTHUKOB IIepeK/ItoYeHreM HMKOHBI ollipefie/]InTe CTATYyC Y4dCTHHUKA UCXO0Os U3

CJIeYIOINUX BAPUAHTOB:

1. O6s3arenpHBIN YYaCTHUK.

2. Heobs3aTenbHbIN yYaCTHUK.
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3. He yuyactHuk.

4. Opranusarop.

B cmmcke Y4daCTHHKOB IIepeKJI0YeHrueM HKOHbI OollpefeyiuTe TUIl YU4dCTHHKA HCXO0Od U3

CJIe[IyIOIINX BApUAHTOB:
1. Yenogek.
2. I'pymnma.
3. Pecypc.
4. KomHara.

Bribepute Bpemst cobbITHSI U HOXkMuTe KHOTIKY OK.

8.6.2 Hacrpoiika NpUBaTHOCTH COOBITHS

J1y1s HacTpOWKY NIPUBAaTHOCTHU COOBITHS BBIIIOJIHUTE OJJTHO U3 CJIeYIONIUX AeUCTBUM:
e BrIOepuTe TyHKT MeHi0 HacTpoiiku > IIpuBaTHOCTB;

® HA’XMHUTEe KHOIIKY ﬁ MpueatHocTe v

B nosiBUBIIEMCS crivicke BbI6epI/ITe THUII IPUBATHOCTH, UCXOJ4 U3 CJIeAYIOIINUX BAPHUAHTOB:

1. ITyb6mamaHoe cobuiTue.
2. Tloka3bIBaTh TOJIBKO AATy U BpeMsl.

3. JInuHoe cobnITHE.
8.6.3 Jlob0aBiieHme BJIOKeHHS B COOBITHE

HOnst nobaBieHus: BIOXKEHUS! B COOBITME HaXXMHUTE KHOIIKY @J Mpukpenute . B
OTKPBIBIIIEMCSI CHCTEMHOM Jiyajore BbiOeputTe ¢aiiy, mocjie BblOOpa OH OyneT oToOpakeH B

na"eny Bioxenus.

Hnst Toro, 4yToObl MPUKPEINUTh BeO-CTpaHUIy K COOOINEHHWI0, BbIOepUTEe IYHKT MEHIO
Hactpoiiku > Ilpukpenuts > Beb-cTrpanuiny. B oTkpeiBllemMcsl [uasnore BBeiuTe ajipec Beb-

CTpaHMIIbl, OHa OyIeT oToOpakeHa B maHen BiioxkeHus.

8.6.4 Ymanenmue co0ObITHS

Jliist yaneHus: COOBITHS HaXKMUTE KHOIIKY W Yaannrs
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8.6.5 Ilpuopurer codobITHS
J71st Toro, YTOO6BI HACTPOUTH IIPUOPUTET COOBITHS, BbiOeprTe MyHKT MeHI0 HacTpoiiku >
IIpuopurer. B oTKpBIBIIEMCS CIIMCKe BbIOepUTe OJJMH U3 BapUAHTOB IIPUOPUTETA!
1. Hwuskwii.
2. OObIYHBIN.

3. Bricokwuti.

8.6.6 CocrossHue coObITHA

Hnst Toro, yTo6bl HACTPOUTH COCTOSTHHE COOBLITHS, BbIOepuTe MyHKT MeHI0o Hacrpoiiku >

Cocrosinne. B oTKpbIBILIEMCs CITMCKe BbIOepyTe OUH U3 BAPUAHTOB COCTOSIHUM:

1. He ykasaHo.
2. BosmoxHo.
3. IlonTBepxxueHo.

4. OTMeHeHO.

8.6.7 CoxpaneHue coobITUS

Inst coxpaHenust coObiTHsi BbiOepure TyHKT MeHI0 CoobiTHe > CoxpaHutb. [lid

COXpaHeHUsI COOBITHS M 3aKPbITUsI Auaiiora Beibepute MyHKT MeHi0 CobbiTHe > CoxpaHUTH U

3aKpbITh, JIMOO HAXKMUTE KHOIIKY (23 Coxpanuts u saxpuits

ITocye ycnentHoro 1o6aBieHrs COO6bITHSI OHO OyZieT oTobpaXkeHO B KajleHape B IIO3UIINH,
COOTBETCTBYIOIeH JjaTe U BpeMeHU cobbiTusl (CM. PrucyHok 95). [Ipn HaBefileHMM Kypcopa MBIIIN

Ha COOBbITHe Ha JKpdHe BO3HHUKAET IIdHeJIb C KPATKHUM OIIMCAHHUEM COOBITHS.

MH 24 Aue BT 25 AHE. Cp 26 AHB. Yt 27 AuB. Mt 28 aHE. CB 28 AWB. Bec 30 aus.

8:00

OBcysAsHHE MaKeToR

Hazeanwe: OOCywaEHHE MAKETOR
10:00 Aara: 25 aueapa 2022 r. 8:30 - 9:30
Hi : Mo 1,
Opranuaarop: alexandr.smirnovi@ mrt. myoffice.ru

11:00

Pucynok 95 - Coxpanenue coObITUS B KajleHJjape

8.7 PepmaxkTupoBaHue COOBITHS

,HJ'I?I penakKTUpPOBaHUA COOBITHS KaJjieH[1aps BBIIIOJIHUTE OJHO M3 CJIeAYIOIINUX JIeMCTBUM:

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022 141



MonOdouc

L4 BbI6epI/ITe coObITHe B KajieH[Jape, Ha’KMUTe IMPaBYyI0 KHOIIKY MBI W BBITIOJIHUTE ITYHKT

MeHIO OTKPHITh;
® HaXXMUTe Ha COOBITHE B KaJleHJjape ABOMHBIM IIeTYKOM MBbIIIIH;

e B IIaHEJIH IIOMCKA COOLITUM HAXKMUTE Ha COOBLITHE JBOMHBIM IIEJTYKOM MBIIIIH;

e B IIaHEJIM TIOMCKA COOBLITHH BbIGepI/ITe HY>XHOe CO6LITI/IE, Ha’XMUTe IIPdBYIO KHOIIKY

MBbIIIX U BBITIOJIHUTE ITYHKT MEHIO OTKpI)ITI);

Ha naHead CoObITHA H 3a/Ia4ua B HpaBOﬁ YdCTH KaJileHdaps BbI6epI/ITe CO6I:>ITI/I€, 3aTeM

Ha’>XMUTe IIPABYIO KHOIIKY MBbIIIXW W BBITIOJIHUTE ITYHKT MEHIO OTKpI)ITb.

Ha »5kpaHe oTkpoeTcs [uanor pelakTUpoBaHUs coObITHs. Ero BHemIHUWN BUI U

YHKIIMOHAIBHOCTh aHAJIOTUYHBI UAJIOTy CO3/1aHUSI COOBITHSI.

8.8 Ymanenmue co0bITHA

Jnst ynaneHust COOBITUS U3 KaJleH 1apsl BBITIOJIHATE OJTHO M3 CJIeJIYIONIUX JIeUCTBUM:

e BpiOepuTe CcOOBbITHE B KajeHJlape, HA)XKMUTe MIPABYIO0 KHOIKY MBIIIN U BBIIIOJIHUTE ITyHKT

MeHI0 YIaJIUTh COOBITHE;

e Ha naHeay CoObITHA H 3ala49Ha B npaBoﬁ YdCTH KaJIeHdapsa BbI6epI/ITe CO6I)ITI/I€, 3aTeM

Ha>XMHTe IIPaBYIO KHOIIKY MBbIIIX W BBITIOJIHUTE ITYHKT MEHIO Y nanurth COGBITI/IE;

e Ha mnaHenud CoObITHA H 3aJa491 B npaBoﬁ YdaCTH KaJIeHdapAa BbI6epI/ITe CO6BITI/Ie,

HaxkmuTe KiaBuiny Del;

® OTKpOWTe JUaJIor peIaKTUPOBAHUsSI COOBITHS, HAXKMHUTE HAXXMHUTE KHOIIKY myﬂ-aﬂ WTh

e BbIOEepUTe COOBITHE B KajlleHape, HaXXMuTe KiiaBuily Del.

8.9 Ilouck coObITHIT
J1J1s1 OTKPBITHS TTaHeJId TTOUCKA COOBITHH BBIMTOJIHUATE TIOCTIeI0BATeTbHOCTD IeMCTBUA:

1. Otkpo¥Te naHesb KajleH1apsi.

2. BbI6€pI/ITe KaJjiIieHZ1apPb B CITMCKe KaHEHﬂapeﬁ, BKIIIOYMTe BUIMMOCTD KadJIeH1dP4.

3. Broibepute myHKT KoMaH1HOTO MeHIO Co0bITHS ¥ 3agayu > Haiitu coobITHS.
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Ha sxpane otkpoercs nasesns norcka cobwrtunt (Cm. Prucynok 96).

Bee cofbiTHR ¥ oogepsar
Hasgamue Haane OKGHYaMHE Harerapun :=}
HacTpomia KaAeHLapn 25 ameapn 2022 1, 19:00 25 Ameapn 2022 1, 200
CHHApOHRIAUMA 2 dregpann 2022 1, 17:00 2 despann 2022 r, 1800

Pucynok 96 - Ilanens novcka coObITHI

J171s1 morcka coObITHI TPOM3BeIUTe CileIyIoIIe TeHCTBUS:

1. BoibepuTe wWHTepecylOImUiA Tepyuojl COOBITHM, B CIHCKe OTOOpa3aTcs COOBITHS

BbIOPAHHOTO [1ePUO/Ia.

2. Ucnonw3yiiTe mojsie BBoja mabsoHa Jyisi GUIbTpaluM crucka cobbituii. Habepure
Ha3BaHHWe WHTEpecymollero coObITHSl, B CIKHCKe OTOOpPa3aTCs COOBITHS, Ha3BaHUS

KOTOPBIX COOTBETCTBYIOT IIIEI6JIOHy ITOMCKaA.

8.10 ITanens 3amau

YTo0OBI OTKPBITH I1aHeJIb 3a1d4, BbI6epI/ITe ITYHKT KOMdHIHOT'O MEHIO CoObITHS U 3ala9H

> 3agauyn. Ha sxpaHe NOSIBUTCSI CIIMCOK 3a/1ay C NaHesblo ynpasiedus (CM. Pucynok 97).

L Fagaam - My Officebiail

[ Mail for Alexander Smir = ¥ Zagaum
X OGHOBHTS ﬂ'fnruspunmauu Eidoeoe coferwe T3 Homan aagaua # Mpasc M Yaasuis
] Wla o4 MU > D R Hoaun saaaua | Wisrmate siece o gefaanennn HasaR saamn L2 chwnwnp maas <CirkiShibss
Nd B @o % v ©F Bc
1 95 D5 ¥ O\ MW oz 4 EI CECTORH HE CRUE Bl 5 HE=RA FansHAME
-234SEIE’|:|=-: 3 ORI T LED0 M
9 10 11 12 1% 14 15 .. B HEMOA e eEspaan 2002 BRI P
16 | 47| 1 19 20 2 B
a3 24 O OJE IT MW MW O - Ewucnosuessss IR B
¢ 31 1 1 3 4 5§
|:| —. B HCNOoH e 4 eespann 2002 r 1500 (& T T
ToiasaTs
(Z) Ha ceragpn |:| Hoep i HaAe-gaps
(%) 0 patiome
(Z) Mg pcreaupn
() Mpoprresme
(7 Bunoanesnpe
(CiBee
Haneugaps
AW 2AEmEApE &
i MoRDgur |sleandos mirnoe @ mm...
& MoiDguc [sleandsmrnovEmn. .
@ MoAlduc |slexandimrnoeBmes
W MeRDdHe [Hista ey Bmmss.
MR OHE |Crescon 3agas]

Pucynok 97 - Crincok 3aga4
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< =
Jlnst co3maHusl HOBOM 3a/lauyM Ha)XXMUTe KHOIIKY B2 Hosan F|ANE | OTKpOeTCs JHaJior

CO3[IaHKSI HOBOM 3aIa4H.

Hcnonb3yute dunbTp 3amau (Ctrl+Shift+K) nins orobpakenus 3a1ad, COOTBETCTBYIOIIHAX

BBeJIEHHOMY I11a0JIOHY.

B nanenu ynpapnenus Beibeprte GUILTP 71 0TOOpaXkeHus 3a/1a4d B CITUCKe:

1. Tekymiue 3agauu.

2. Ceromus.

3. Crnepmyroliye ceMb JTHEeH.
4. Henauatble 3aaumu.

5. IIpocpodennsbie 3aauu.
6. BrlmosiHeHHbIE 3aJa4H.
7. HeBbInmonHeHHBIE 3a4a4H.

8. Bce 3amaun.

8.11 Ilanens MeponpusaTHII

OTkpoiiTe MaHeslb MEPONIPUSITHI OJTHUM U3 CJIeJIYIOIIUX CIIOCOOOB:

e BplOepUTe IIyHKT KOMaHAHOro MeHi0 Bug > Meponpuatua > IlokaspiBaTh

MepoIpPHUATHA;
® B HIDKHEM IIPaBOM YIUIy 3KpaHa HAXKMUTe KHOIIKY (3] Meponpustua > ;
e Haxxmute F11.

B HpaBOI;’I YdCTK OCHOBHOI'O J3KpdHa OTKpPOETCS IIaHeJlb MepOHpI/IHTI/If/'I, KOTOpaa

oToOpakaeT CITUCOK COOBITHH U 3a/1aY.
C MoMOMBIO KHOTMOK & 2 BBl MOXeETe IIepeKIIouaThCs MeXAy TpeMs PeXUMaMH
TIaHeJsIH:

1. 3amaun.
2. CobnITus.

3. CobnITud ¥ 3amauu.
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8.11.1 3amaun
[TaHesnb 3a/1a4 CO/IEPKUT CITUCOK BCeX UMEIOIIUXCS 3a/1a4.
Hcnonb3yiite mnepekiitodaresib IlokazaTh BBINOJIHEHHBIE 3a/ia4M JIJid OTOOpakeHUsS B

CIIMCKe 3a/1a4, KOTOphble y)ke ObUIM BBINIOJIHEHBI. Takoi TwIl 3a7ia4 6yneT oToOpaXkaTbCsl B CIIUCKe

B [IepeYepKHyTOM BUJIE.

Jst no6aBiieHrst HOBOY 3aJ1a4yM BBIIIOJIHUTE OHO M3 CJIeAYIOLUX JeHCTBUH:

® IIeJIKHKWTe B I10Jie BHM3Y CIIMCKa W BBeJWTe Ha3BaHHe 3aa4H. Haxxmure K/IaBUIITY Enter,

Y HOBas 3a7a4a J00AaBUTCS B CITHCOK;

e B JIIOOOM MecTe IIaHeIH HpaBOﬁ KHONKOM MBIIIM BBI30OBUTE KOHTEKCTHOE MEHIO,

BbIOepuTe HoBas 3amaya.

HJISI pPedaKTUPOBAHHWS 3a1Id49U BbIIIOJIHUTE OJHO U3 CIIeAYIOIUX IerCTBUM:

® HA’XMHTEe Ha 3a1da1y JBOMHBIM III€JIKOM MBIIIIH;

L4 BbI6epI/ITe 3a/1d4y, HpaBOfI KHOITKOM MBIIIHA BBbI30BUTE KOHTEKCTHOE MEHIO, BbI6epI/ITe

OTKpHITH 3a7a4y.

Bbl6epI/ITe 3a1d4y, npaBoﬁ KHOIIKOH MBIIIIH BHI30BHUTE KOHTEKCTHOe MeHI0. B KoHTeKCTHOM

MEHIO 3d/1a4¥1 JOCTYIIHBI CJIeAyroIre KOMdH/bl:

e Bripe3aTs - Bbipe3aTh 33/1auy;

e KonupoBats - KOIIMPOBAaTh 33/a4y;

¢ BcTraBUTH - BCTABUTH 33]1a9Y;

¢ OTMeTHUTH BBINIOJIHEHHEIE - TIOMETUTh 3a7]a4y KaK BBITIOJTHEHHYIO;
¢ IIpuopureT - HU3KUM, OOBIYHBIN, BEICOKHI;

e OTJI0KUTH 33/1a4y - OTJIOKUTH 33/1a4y Ha 1 4ac, 1 nens, 1 Hepeno;
e Kanenpaaps - BbIOpaTh KajieH1aph 1S 33/1a4u;

¢ IIpeoGpa3oBarh B coobIIeHuHe - Tpeobpa3oBaTh 3a7ja4y B MUCbMO;
¢ IIpeoOpa3zoBaTh B coObITHE - TPe0OpPA30BaTh 3a7ja4y B COOBITHE;

e YanuTh 3afady - yIaJIUTh 3a/1a4y.
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8.11.2 CoObITHS

[TaHesb cOOBITHI COJIEPXKUT CITUCOK COOBITHH /i BeIOpaHHOTO AHS (CM. PrucyHnok 98).
Hcrnonb3yiTe KHONIKK < U >, @ TaK)Ke KaJleH1aph IS IePeKJI0YeHrs TeKyIlerd JaThl.

CoBbiTHA { » X

Yr 4 ote)
Perpane 2022 KH 5

W

 deepanm 3 ¢ 2022 » O
NMu Br Cp HT_F‘II Ch B

(1]
[d Hosoe cofieirue

' CerogHa
i} 2(3|4|5 6
21:00 MaHWTORWHI PECYRCOER 7 8 9 10 1M 12 13
Vv 3astpa - 14 1% 16 17 18 19 20
w [MpegcroAwme (5 gHei) 21 22 23 24 25 6 27

28

Pucynok 98 - Crivcok coOBITHIA 1711 BHIOPDAHHOT'O JTHS

‘m
Jnsi co3gaHus HOBOTO COOBITHSI HAXKMUTE KHOIIKY g Hosoe cobuiTke , OTKpOEeTCSl IUAJI0T

CO3[aHHs HOBOI'O COOBITHUS.

8.11.3 CoObITHA U 3a7aUH

[Tanenb cOOBITHM U 3ald49 COHOEep>XUT OJHOBpeMeHHO 00e BHIIIEONMCAHHbIE IIaHeJIH,

PpacIioJIO’KeHHbIe 110 BePpTUKAJIX APYT' OTHOCHUTEJIbHO ApPYyra.

8.12 Co3pmanue 3amaun

Jnst co3maHrs HOBOM 33]1auy BBIIIOJIHUTE OJIHO U3 CIIeYIOIIUX JIeUCTBUM:

L4 BbI6epI/ITe ITYHKT KOMdHIHOT'O MEHIO CoObITHS 1 3agauu > HoBas 3amaua;

e BbibepuTe TYHKT KoMaHaHOrO MeHI0O Cob0biTHss ™ 3amaun > Kanenmgaps, B

OTKPLIBIIEMCY KaJleHOdape BbI6epI/ITe JeHb, BbI3OBHUTE KOHTEKCTHOe MeHIO U BbI6epI/ITe

komaHny HoBas 3ajaya;

e Haxmure couertanue kiaasuir Ctrl+D.
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Ha skpane oToOpa3utcs 1ranorosas naHeidb co3faanus 3aaaud (Cm. PucyHok 99).

HosaA zajgava;

Igagaua [Mpaska Bwa Hactpoiiw

A COKpAHKTE ¥ 22KpeiTE I TPUBATHOETE v [I]_I MpuKpenuTs [ﬂ[maﬂmb

Kanengape: Mol kaneHAaps

HazeaHwe: [ Tema (obazaTensHO)

MecTo:

HanamuHaHme: 29.01.2022 v 19:00 A _’n Eepona/Mockea
o

Cpok: 29.01.2022 ¥ 192:00 ¥ o Espona/Mocksa

CocroaHme: K BuiNoAHEHWD ¥ 29.01.2022 w

NoeTop: He noetopate v

OnucaHue: BaomeHwa:

Mpuoputer. mill .

Pucynok 99 - /lnanorosas naHesns co3faHus 3aiauu

Ha nanenu Juajiora HaCTpOﬁTe I10JIA 3aJa49H:

® KaJjieH1aPb;

® Ha3BdHHE 3a1d4H,

® MeCTO 3aa4H,

L4 HaCTpOﬁKH HallOMHWHAaHHUM O BpeMeHH 3d/1da1u,
® CPOK BLIIIOJTHEHHA 3a1a4H;

® COCTOAHHE 3a1dYU,

® YdCTOTa IIOBTOPEHUS 3da/1da1u,

® OIIMCaHHKe 3aJa4u.
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8.12.1 Hacrpoiika nNpuBaTHOCTH 3a/Ja4H

JI71 HACTPOWKHY NMPHUBATHOCTH 3a/1a4M BBITIOJIHUTE OJTHO U3 CIIeAyIOINX JeUCTBUM:
¢ BpiOepuTe MyHKT MeHI0O HacTporiku > IIpuBaTHOCTB;

® HA’XKMUTEe KHOIIKY ﬁ MpueatHocTe v

B nogBuBIIIEMcs crivcke BbI6epI/ITe THUII IPUBATHOCTH, UCXO[4 U3 CJIeAYIOIINX BAPHUAHTOB:

e yOIM4YHOe COOBITHE;
® 110Ka3bIBaTh TOJIBKO ATy U BpeMs;

e JINYHOEe COObITHE.
8.12.2 JTobaBneHue B10KeHUS B 3a5aUy

HJIFI ,[[O68BJI€HI/ISI BJIOKEHUS B 3a1d9y HAXXMHUTE KHOIIKY @J Mpukpenute | B OTKPpbIBHIEMCHI

CHCTEeMHOM Juajiore BbiOepuTe daii, 1mocse Beibopa oH OyjieT oTobpakeH B IaHe M BiioxkeHus.

Hnst Toro, dYTOOBI TPUKPENUTh BeO-CTpAaHUIy K 3ajlade, BbIOepUTe IYHKT MEHIO
Hactpoiiku > Ilpukpenuts > Beb-cTtpanuiy. B oTkpeiBllemMcsl 1uasore BBeiuTe ajipec Beb-
CTpaHMIIbI, OHA OyzIeT oTobpakeHa B naHesr Biio:xeHus.

8.12.3 IIpuopurer 3agauu

Jlnst Toro, yToOBI HACTPOUTH NIPUOPUTET 3a/iaud, BbiOepuTe MyHKT MeHo Hactpoiiku >

IIpuopurert. B oTkphIBIIEMCS CliMCKe BbibepyTe OJIMH U3 BApUAaHTOB IPUOPUTETA:
® HU3KUU;

e OOLIYHLIN;

® BLICOKUM.

8.13 PepaxkTupoBaHue 3ajauu

HJISI pPedaKTUPOBAHHWS 3a1Id9¥ BbIIIOJIHUTE OJHO U3 CIIeAYIOIMUX IerCTBUM:

¢ Ha naHesi CoOBITHSA M 3a/1a4H B [1PAaBOM 4acTH KajeHJaps BblOepuTe 3a7ady, HAXKMUTe

IIpaBYyIO0 KHOIIKY MBI W BBIIIOJIHUTE ITYHKT MEeHIO OTKpBITL 3a/1a41y;

e Ha maHeau CoObITHA M 3aga4d B TPAaBOM YaCTU KajeHjaps BbibepuTe 3ajady,

COBepIIUTe JTBOMHOU IIeTY0K JIeBOM KHOIIKOM MBIIIY;
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® Ha IlaHesM 3aja4y BblOepuTe 3alUCh B CIIMCKe COOBITUM, HAXKMHUTE KHOIIKY # Mpaska
® Ha MaHeju 3afa4M HAXKMUTE Ha 3314y JIBOMHBIM IIEJTYKOM MBbIIIIH;

® Ha IIaHeJIn 3ap;atm BbI6epHTe 3alliCh B CIIMCKe 3a/1a4, Ha’)KMHTe IIPABYIO KHOIIKY MBIIIH U

B KOHTEKCTHOM MEHIO BBITIOJIHUTE ITYHKT MEHIO OTKpI»ITI) 3aiavy.

Ha »5kpaHe oTKpoeTcs [uanor peJakTHpPOBaHUs 3afaud. FEro BHemHW BUI U

CIJYHKHI/IOHHJIBHOCTB dHAJIOTUYHBI JHAJIOTY CO3[JdaHMA 3a1a49U.

8.14 Yaaneuue 3amauu

HJI?I YAalleHud 3a/1a9y BBIIIOJTHUTEe OJJHO M3 CJIIeAYIOIIHUX JIeMCTBHM:

L4 BbI6epI/ITe CcoOBITHE B KajleH[ldpe, HA’KMUTe IMPABYI0 KHOIIKY MBI U BBITIOJIHUTE ITYHKT

MeHI0 Y IaJIUThL COOBITHE;

e Ha naHean CoObITHA H 3ala49H1 B HpaBOﬁ YdCTH KaJIeHdapsAa BbI6epI/ITe CO6bITI/Ie, 3dTeM

HA’XMUTe IIPABYIO KHOIIKY MBbIIIX U BBITIOJIHUTE ITYHKT MEHIO YIIaJII/ITb COGI)ITI/IE;

e Ha mnaHeiii CoOBITHS H 3a/Ia49a B HpaBOﬁ YdCTHU KaJleHOapsd BbI6epI/ITe C06BITI/Ie,

HaxmuTe KiaBuiy Del;

® OTKpOMTe [IUAJIOl pelaKTUPOBAHU 3a[a4l, HAXKMUTE HAXKMUTE KHOIIKY myﬂ-ﬁﬂ Mib

e BbIOEepUTe COOBITHE B KajleH/ape, HaXkMuTe KiiaBuiily Del.

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022 149



MonOdounc

9 AJJPECHA{ KHUTA

9.1 OTkpsITHE aiPpeCHOM KHUTH

YTo6bI OTKPBITH aIPeCHYI0 KHUTY, BBIIIOJIHATE OJTHO U3 CIIeAYIOIINX JIeACTBU:

L4 BLI6epI/ITe ITYHKT KOMdHIHOT'O MEHIO I/IHCprMEHTI)I > AHPECHHH KHHUTQ,;

® Ha [IaHeJIM UHCTPYMEHTOB Ha’)KMHTe KHOIIKY EI AgpecHan kHura y

e Haxxmure couetanue kiaasuill Ctrl+Shift+B.
AnpecHasi KHMTa OTKPOETCSl B HOBOM OKHE.

9.2 0O030p unrepdeiica

[Tanens agpecHOV KHUTH BBITVISIAUT cilefytomuM obpazom (Cm. Pucynok 100).

®aiinosoe MeHI0  AgpecHble KHUMM  [aHenb WHCTPYMeHToB Cn1coK KOHTaKToB JlaHHble KoHTaKTa
L) Appechan khura - u] *
Dajn Mpaswa Bua  Mucrpymente  Cnpaska
WOHTEKTOS O CUHXpOHMIaLMA L2 1A wnu e-mail agpec
Haaa A JNexTPOHHER NOYTA Oprannzauma Pafiounii Tenedos B
-~ B Bre afpecHbIe KHHTH "
O7pen wagpos
- B NysHan aapecHan KHWra
Dmitry Bogdanoy dmitry. bogdanovi@mail.com
nofanbHana agpecHan
okl@mail.com okl @mail.com J
~
Dmitry Bogdanov
KoHTaKTHble faHHble
Noura
INEKTPOHHAA NOYTa:
dmitry.bogdanov@mail com
Nan ANNAC 3IRFKTINHHANR NOYMTH v
< >
BCero KOHTAKTOS B BCe 38pecHsie KHUMK: 3

Pucynok 100 - AnpecHas kaura

9.3 Co3maHue KOHTaKTa

HJISI CO31aHKUA KOHTAKTA BBIIIOJIHUTE OJJHO M3 CIIeAYIOIINX IeUCTBHUM:

e BbIOEpUTe MYHKT KOMAHIHOTO MeHIO Bbibepure myHKT Paitn > Cosgars > KoHTakT
a/IpecHO KHUTH;

¢ Ha [IdHeJIM UTHCTPYMEeHTOB aﬂpeCHOﬁ KHUTH Ha’KMUTE KHOIIKY @ Hoswii konTakt
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® Ha IIdaHeJIX CO CIIMCKOM dJIpeCHbIX KHUI' BbI3OBHUTE KOHTEKCTHOe MEHIO U BbI3OBUTE

koMaHay Co33aTh KOHTAKT;
e HaxkxmuTe codetanue kiaBuil Ctrl+N Ha kiaBuartype;

® yTOObI 70OABUTH KOHTAKT IMPUA ITPOCMOTPE BXOJAIIEr0/0OTIPAaBIEHHOTO COOOIIEeHHH,

BLITIOJIHUTE ClIeAyroniye JerCTBUS:

1. B obsactu npocMoTpa coobIeHus LieJIKHUTe IPaBOM KHOIIKOM MBIIINA I10
aZipecy 3JIeKTPOHHOM IOYTHI, KOTOPHIM He0OX0IMMO [106aBUTH B aJpecHYO

KHUTY.

2. BpinonHuTe KOMaHAy KOHTeKCTHOro MeHIo JIo6aBHTHL B aJfpeCcHYI0 KHHUTY.

Ha SKpdHe IIOABUTCS OUAJIOTr0OBa4 IdHeJIb CO30dHUS KOHTAKTAd, COCTOAIIAS U3 CJIeAYIOIIUX

3dKJIdJOK:

9.3.1 O06mue cBeeHNS KOHTAKTa
Ha nanenu penaktupoBanus Konrakrt (Cm. Pucynok 101) 3anonHuTe cieayoiye moJs:

1. Wms, damunus, HaCTporKa 0TOOpakeHusl.

2. IlceBmoHum.

3. OCHOBHOMU U JIOTIOJTHUTEJIbHBIN ajipeca 3JIeKTPOHHOM MOYTHI.
4. Nwms B gate.

5. IlpenmourTaemslii Gopmar MOTydeHUs MOYTHI.

6. Homepa TenedoHoB: pabouuii, JoMaiiHuk, dbakc, meupkep, MOOUIbHbIH.

i MzpaeHEHME KOHTAETS ANR Dmatry Bagdanav 4

Kograkr  fluqHoe Pagouees  [Mpoys=e Yar $aro

Lsan: Dmitry Pafouni:

@amwnne: | Bogdanow AomaHwE:
Crofpaseate ka: | Dmitry Bogdanow Trame:
+| Bcerga Mcnonbosams oTOBRIEIEMOE WM BMECTD MLEHH U3 JIFDACER co0SLIEHIA Mefiamep:

MeepaoHmm: Mg i

AnexTposnas noyta: | dmitry bogdanovi@mail.com
Aan. agpec snextpoHkcd noute: | dmitry bogdanav@gmail.cam
Wsan g wate:

Mpeanountaer nampaate nouty & dopuare: | Heuspectno %

QK Crmuaena
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Pucynok 101 - [Tanenb pegakTrpoBaHus 00IIMX CBeJIeHU KOHTAKTa

9.3.2 JInuHbIe CBeJeHHUA KOHTAKTa

Ha nanenu penakruposanus JImunoe (Cm. Pucynok 102) 3anosiHuTe ciieAyroIiye moJs:

1. Anpec.

2. T'opon.

3. O6mnacTtb, KpaHu.

4. CrpaHa.

5. Ilo4dTOBBIN UHAEKC.
6. Beb-crpanuria.

7. Jlata poXx[eHus.

i Wizasenenue kontacta pan Dmetry Bagdanow -
Komraer  flaynoe  Pafoues  Mpoyse  Ygr  Taro
Agpec: |
=
OfaacTs, kpai: Meourosem gHaske:
CrpaHa:
Bef-Crpanmua;
Dewie poaenan: | Mecay, e ¥ 2| Bospact | Boy |3
OK Ommena

Pucynoxk 102 - [Ianenb pegakTUpOBaHUS JIMYHBIX CBeJIeHUH KOHTaKTa

9.3.3 Pa0Oouue cBegeHHUS KOHTAKTa
Ha manenu penaktvpoBanus Pabouee (Cm. PucyHok 103) 3amonHuTe CiieyroIIye moJis:

1. JIomKHOCTB, OT/HIes1, OpraHu3alys.
2. Anpec.

3. I'opon.

4. O6mactb, Kpail.

5. CrpaHa.
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6. Beb-cTpanuna.

i MapseHEHME KOHTEETS AR Dmatry Bagdanav b4

Kograer  flaynoe  Pafioues  Mpoyse  Ygr Daro

Bomsnocrn: | Craen:

Opranusauma:
Agpec:

lopos

Oifinacte, kpaik: MeuToepi gHagnc
Crpamna:
BeG-crpanuua:

II’ Cimsaena

Pucynok 103 - [1anens pegakTupoBaHusi pabourx CBeJleHU KOHTaKTa
9.3.4 IIpoume cBefeHHSI KOHTAKTa

Ha manenu pemaktupoBanus IIpouee (Cwm. Pucynok 104) 3amonHUTe NOMOTHUTETLHBIE

I10JIA ¥ 3aMEeTKH.

ol Vizasenenwe kontarta gan Dmitry Bagdanow ot

Kopraer  flugnoe  Pafouee  [poyse  Yar  Daomo

Mposee 1 | |

Mpouee 2:
MNpouee 3:
Mpouee d:
JapeTn:

II’ Cimmaena

Pucynok 104 - [laHens perakTHPOBaHUS IOTIOIHATENILHBIX CBeJIEHUI KOHTAKTa

9.3.5 IIapameTpsl 4aTOB

Ha nmanenu pepmaktupoBanuss Yar (Cwm. Pucynok 105) 3amosHUTe — CliedyroIiue

I/IIIEHTI/ICl)I/IKaTOpI:I KOHTAKTa B 4aTaX:

1. Google Talk
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2. AIM

3. Yahoo!
4. Skype

5. QO

6. MSN

7. 1ICQ

8. Jabber ID

9. IlceBmouum Ha IRC

i MapseHEHME KOHTEETS AR Dmatry Bagdanav b4

FKograkcr  fluynoe  Pafoues  Mpoyee  Har $oro

Google Talk: ||
Al

Yahook

Shype

(6,93

MSh:

100

Jabber 1Dz
Mcezgomma Ha IRC:

(414 Cimsaena

Pucynok 105 - [IaHenb pegakTpoBaHus IapaMeTPOB YaTOB

9.3.6 doro

Ha mnanenu pepaktupoBanus Poro (Cwm. Pucynok 106) BeiOepuTe u3oOpakeHue Ijist

dBdTdpPd KOHTAKTaA:

1. CraHmapTHbIe BApHUAHTHI IO YMOTYAHUIO.
2. Bwibop $poTo C JI0KaIbHOTO JJMCKa KOMIIBIOTepa.

3. Bribop doTo 13 uHTEpHEeTA.

Takoxe BbI MOXkeTe repeTamunTb (l)OTO N3 CMCTEMHOI'O OKHA Ha ITaHeJIb JuaJiora dorTo.

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022 154



MonOdounc

' MisaseHeHme kaHTakTa ann Dmatry Bagdanaw o

Kograkr  Jfluynoe  PaGoues Mpoyse UYar Ogro

A Mo ymonsanmo >
Ha arom osnnronepe
Ofaop
B MHTepweTe
BeTaseTe unw HaGepure mel 3apec QOTOrpHnE Dgﬂﬂ!lﬂ'l’h
MeperaLguTe cxuaa HoBGE $oTo
QK Cimsaena

Pucynok 106 - [lanens pegaktupoBanus GOTO KOHTaKTa

9.4 YiaaneHue KOHTaAKTa

KonTakr MO>XHO YAAJIIUTh B az{peCHoﬁ KHUT'e NI npu IMpoCcMOTpe

BXOJIAIIEro/ OTIIPAaBJIEHHOTI'O COOOIIeHMS.

YTo6BI YAQJIUTh KOHTAKT B aHPECHOﬁ KHUT'e, BBIIIOJIHUTE CJIeAyrouiye IeUCTBUS:

1. BbigenuTe KOHTAKT B aIpeCHOM KHUTeE.

2. BoimonmHUTe KOMaHAY yAajieHusl OJTHUM U3 CJIeIyIOIIUX CII0CODO0B:

® BbIIejIMTe KOHTAKT HpaBOﬁ KHOIIKOM MBIIIH W BBIIIOJTHUTE KOMdHIY KOHTEKCTHOI'O

MeHI0 YIaJIUTh,

e BuIOepuTe NyHKT ¢aiioBoro MeHio IIpaBka > Yjpanurs;

e B 00aCTH MMpoOCMOTPa [OdaHHBIX KOHTAKTA HAXMHUTE KHOIIKY M (YIIEUII/ITI)

Ccoo0IIIeHmHe);
3. Ha skpaHe mosiBUTCS yaior Y AajleHHe KOHTaKTa, Hakmute KHONKY OK.
Y1oObl ymalmuTh KOHTAKT TPH MPOCMOTPE BXOJSIIEro/OTIIPAaBIeHHOr0 COODIIeHus,
BBITIOJTHUTE CJIeAIYIOIIHe JIeHCTBUS:

1. B obnactu mpocmoTrpa COOOIIeHUs IMeJIKHUTe ITPaBOM KHOIKOW MBIIIHA 10 WMEHH

KOHTaKTa, KOTOPbIM HeOOXOIUMO YJIaUTh.

2. B Clly4dae, eCjid UM KOHTAKTd HAXOOUTCS B az{peCHoﬁ KHUT'€, BBIIIOJIHUTE KOMdHOY

KOHTeKCTHOI'O MeHIO PeHaKTI/IpOBaTL KOHTAKT.
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3. B oxne 3MeHeHHe KOHTAKTa HAXXMUTE KHOIIKY Y JaIUTh.

4. B okne Ypmamuth KOHTaKT HaxkmuTe KHOTIKY OK.

9.5 Ileuars KoHTaKTa

YTo6BI IIPpOCMOTPEThb JaHHBbIE KOHTAKTAd Iiepel] Ie4YdaTbio /U HACTPOUTDH IIdapaMeTPhI

I1e49aTy, BBIIIOJIHUTE Clieqyroiine JIeUCTBUS:

1. Boibepure nyHKT KoMmaHaHOro MeHio Paiin > IlpenBapuTebHBIH IIPOCMOTP
KOHTAKTa.
2. B okHe mnpe[BapuTeIbHOTO IPOCMOTpPA KOHTAaKTa yKaXkuTe TpebyeMble I1apaMeTpbl

I1e4yaTy. HHCTPYMGHTI:I OKHa ITpeJiBapHUTeJIbHOI'0 ITPOCMOTPAd KOHTAKTa aHAJIOTHMYHBI

HMHCTPYMEHTaM OKHad IIpeJiBApUTEeJIbHOI'O IIPOCMOTPA COOGHIEHI/IH.

Y100k pacriedaTaTb JdHHbIe KOHTAKTAd, BBIIIOJIHUTE OJHO M3 CIIeJYyIOIMHnX JeVCTBUM:

® B OKHe IIpe/IBapUTEeIbHOI0 TPOCMOTpa KOHTAKTa HaXKMuUTe KHOTKy IleyaTs;

® ITeI9KOM HpaBOﬁ KHOIIKM MBIIIKW BbBIEJIMTe KOHTAKT B aHPECHOfI KHHI'eé W BBIIIOJIHUTE

KOMaHJly KOHTeKCTHOro MeHIo IleuaTs.
9.6 PemakTHpoBaHHe KOHTAaKTa
YT06Bl M3MEHUTh JJaHHble CYILIECTBYIOIIEr0 KOHTAKTa, BBIIIOJIHUTE OJIHO U3 CJIeIYIOIIHUX
IeVCTBUM:
® B CIIMCKe KOHTAaKTOB aJpeCHOW KHUIM COBEpIIWTe ABOWHON II[eJTY0K JIeBOW KHOIIKOW
MBIIIIY;

®B aHPQCHOﬁ KHHUI'e IIe/JIT4YKOM HpaBOﬁ KHOIIKM MBIIIIN BbIeJINTe KOHTAKT W BBIIIOJIHUTE

KOMdHy KOHTEKCTHOI'O MeHIO H3MeHHNTHh KOHTAKT;

® B aJIpeCHO KHUTe BbIbepuTe MyHKT ¢aitsioBoro MeHio IIpaBka > CBoiCcTBa KOHTAKTa;

e B obnactu IMpoCMOTpPa [HOdHHBIX KOHTAKTA HAXMHUTE KHOIIKY fﬁ (PEHaKTI/IPOBaTb

KOHTAaKT);

e Haxmure coueranue kiasuin Ctrl+I;

YTOOBI OTPpeJdKTUPOBATb  KOHTAKT IIpU  IIPOCMOTpPe BXO,[[?IH_IEFO/ OTIIPABJIEHHOTI'O

COO6H.[€HI/I$I, BBITIOJIHUTE CJIeAyromye IeUCTBUS:
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1. B obnactyu mpocMoTpa cooOIeHHs IIeJIKHUTEe MPaBOM KHOIKOW MBIIIU T10

HMMeHH KOHTAKTa, KOTOprﬁ HeO6XOZ[I/IMO HN3MEHUTD.

2. B Clly4ae, eClii MMA KOHTAdKTa HaXOOUTCA B aHPQCHOﬁ KHUTI'e, BBIIIOJIHUTE

KOMdHY KOHTEKCTHOI'O MeHIO PEI[aKTI/IPOBaTL KOHTAKT.

3. B okHe 3MeHeHHe KOHTAaKTa HA)XKMUTe KHOIIKY VI3MeHUTs.

Ilocme BBIIOTHEHWS BBIIIEONMMCAHHBIX JerCTBUM Ha OKpaHe OTKpOeTCA IIdHeJIb

PeaaKTHPOBAHHMA KOHTAKTA.

9.7 OrTnpaBka coo01IeHNS KOHTAKTY

Yrto0bnI OTIIPABUTDH COO6H.[€HI/Ie KOHTAKTy HU3 aHPECHOﬁ KHUTH, BBIIIOJIHUTE ClleAyrolire

IeVCTBUS:

1. BBIHEJII/ITE KOHTAKT B aHPECHOﬁ KHUTe.

2. OTkpo¥iTe OKHO CO3/JaHHsl HOBOT'O COOOIIIeHUs] OJHUM U3 CJIeJyIOIUX CII0CODO0B:

e BbIOEpUTe MyHKT kKoMaHAHOTO MeHIo ®Paiur > Cozgars > Co3gats Coobdmienue;

® BbIIe/IMTe KOHTAKT HpaBOﬁ KHOIIKOM MBIIIH W BBIIIOJTHUTE KOMdHIY KOHTEKCTHOI'O

MeH!o Co3garts cooO1eHue;

e B 06JIaCTM IIPOCMOTpPAa MAaHHBIX KOHTAaKTa HAXMUTe KHONIKy [~] (OTmpaBUThL

CooO0IIeHHe);

e B obOylacTn IIPOCMOTPA OAdHHBIX KOHTAKTd KJIMKHHUTE B 00J1aCThb aJipeca BHEKTpOHHOﬁ

IIOYTHI;

e HaxxMuTte codyetanue kiasuii Ctrl+M.

3. IlogroroBbTe ¥ OTHpaBbTe NUCHBMO TaK, KaK 3TO ONWCAHO B pasfene Co3daTh

COO00IIIeHHe.

9.8 PunbTpanus KOHTaKTOB

HcnomnpayiiTe mosie BBojA 11absoHa GuiIbTpa HA MaHEIW WHCTPYMEHTOB it pUIbTpalun

criicka KoHTakToB (CM. Pucynok 107).
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Pucynoxk 107 - ®uibTpanus KOHTaKTOB

9.9 Ilouck ampeca

,HJIFI IIOMCKa aJipeca OTKDOMTE aJIpeCHYI0 KHHUIY, BbI6epI/ITe IMIYHKT KOMdH/HOI'O MEHIO

IIpaBka > Ilomck ampecoB, nmub0 Bocmosnb3yhTech coderanuem kiaBuinl Ctrl+Shift+F. Ha

OKpaHe IIOABUTCA AHAJIOT IIOHCKd B aHPECHOfI KHUT'e.

9.10 Crnucku pacchbLIKH

9.10.1 Co3ganue cnucka pacChbUIKH

Y1o6bI CO3/1aTh CIMCOK PAaCCHUIKU, BBIIIOJIHUTE OJTHO U3 CJIeYIOMIMUX 1eMCTBUM:

a—

® Ha MaHeJ¥ MHCTPYMEHTOB aJ[peCHON KHUIY HAXKMHTE KHOIKY :— CMMEOK KOHTaKToB

®B aHPECHOIZ KHUT'e IIeI9YKOM npaBoﬁ KHOITIKHX MBbIIIHA OTKpOﬁTe KOHTEeKCTHOe MeHIO H

BbIOepuTe Co31aTh CIUCOK.

Ha skpaHe oTKpoeTcs rajioroBoe OKHO CO37laHus Criicka pacchiiku (Cm. Pucynok 108).
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HoBbId CNMCoK pacckLnkm b
| fAobBaedte B JlM4HaA aApecHan KHIKra B

WA cnucka: | |

MeeBACHWM CRMCKA:

OnucaHme;

Beedure aapeca, YToBE A0BABUTE Ux B CNMEOK PAcChINKW:

A

Pucynok 108 - JluanoroBoe 0OKHO CO3/1aHUS CIIMCKA pPaCCBUIKU

3anoJHUTe TIONS: WM CIIMCKa4d, IICeBJOHHM CIIMCKd, OIIMCaHHe. BbI6epI/ITe dJIpeCHYIO
KHUTY, K KOTOpOﬁ 6y,[[eT )1068BJ'[€H CIIMCOK PACCBLIKH. 3anojHuTe dJipeCa CITMCKd PdCCBIJIKHA.

HoBelit ciicok pacchuiky 6yzeT fo6aBiieH B BHIOPAaHHYIO a/IpeCHYI0 KHUTY.

9.10.2 N3meHeHHte CIHCKA PACCHUIKH

YToOBI MU3MEHUTDH CIIMCOK PACCBUIKH, BBIIIOJIHUTE OJHO U3 CJIeAYIOIIUX IeUCTBUM:

® HAa CIIMCKe PACCBUIKU aJpeCHOM KHUIU COBepIIUTe ABOWHOM IIeJTYOK JIeBOM KHOIIKOWU

MBIIIIY;

® [MMeJIYKOM HpaBOIZ KHOIIKM MBIIIX BbIJeJINTe CIIMCOK PACCBUIKM W BBIIIOJIHUTE KOMdHOY

KOHTEeKCTHOro MeHi0 U3MeHUTh CITMCOK;

e B a/ipecHOM kHUTre BbibepuTe NMyHKT ¢ainoBoro MeHio IIpaBka > CBoiicTBa cIHCKa

PAaCCBLIKH;

e HaxxMmurte couyeranue kiasuin Ctrl+1.

Ha o5kpaHe OTKpoeTCsl [MajOroBoe OKHO pelaKTHpPOBaHUSl CIMCKAa PaCcChIIKU

(Cm. Pucynoxk 109).
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Pucynoxk 109 - J[luanoroBoe 0KHO peJJakTHPOBaHHUs CIIMCKA PAaCCBhIIKU

HpI/I HEO6XO,I[I/IMOCTI/I HU3MeHUTe II0JId OUajiora U CIIMCOK PACCBLIKH. Haxxmure KHOIIKY

OK, conepxumoe CIIMCKa pacChUIKU OyaeT 0OHOBJIEHO.

9.10.3 YaaneHue cmucka pacChUIKH

YTo6BI YAaJIUTh CIIMCOK PACCBUIKH, BBIIIOJIHUTE OJJHO M3 CJIeAYIOIINX IEerCTBUM:

e BLIOEpUTe IMyHKT KOMAaHIHOTO MeHIo afpecHou kuuru IlpaBka > Yaanurs;

®B anpeCHoﬁ KHHI'e IIeI9YKOM HpaBOfI KHOIIKM MBIIIKX BbIJIEJIUTE CIIMCOK PACCBUIKK WU B

KOHTeKCTHOM MEeHIO BbI6€pI/IT€ Y nanurh;

®B aﬂpeCHOﬁ KHHUI'e IIIe/ITY9KOM HpaBOfI KHOIIKM MBbIIINW BbIeJIMTe CIIMCOK PdCCBUIKH K

HakmuTe kiaBuily Del.

9.11 I'opsiume KJIAaBUIIH aJ[peCHON KHHUTH

CoueTaHUs KJIABUIII JIJIsI OCHOBHBIX JIEMCTBUM C aIpeCHOM KHUTOM:

Ctrl+N — HOBBII KOHTAKT aJJpeCHOU KHUTH;

Ctrl+M — nHanucath coobiiieHye Jijisi BLIOpAaHHOT'O KOHTAKTa WIX KOHTAKTOB;

Ctrl+Shift+F — pacmmpeHHbI! TTOUCK B aJpeCHOUN KHUTE;

Ctrl+I — penmakTupoBaTh CBOMCTBA BBIOPAHHOTO KOHTAKTA WY apeCHOW KHUTH;
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e Ctrl+P — pacneuaraTh BHIOpaHHbIE KOHTAKTHI;
e Del — ynanuTh BbIJIeJIEHHBIN TEKCT, KOHTAKT WU aJIPECHYIO0 KHUT'Y;

e Ctrl+1 — noxa3aTb 0OCHOBHOE OKHO TPHJIOXKEHUSI.
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10.1 OTkpbITHE TAHEJH IONIOTHeHUI

YIIPABJIEHUE JOIIOJIHEHUSMU

B npunoxenun «MorOduc [lodra» 10CTynmHO NOJAK/IIOYeHHe pacHIMpeHUH, CO3[JaBaeMbIX
CTOPOHHHMMH KOMITAaHHSIMU-Pa3paboTUMKaMU. Y CTaHABJIMBaeMble PpACIIMPeHHs JIOJDKHBI ObITh
COBMECTUMBI C TeKYyIIel Bepcueil mpuioxeHus. PaboTocroco6HOCTh paciiipeHuid, KOTOpble He
BxoasaT B moctaBky IIO0 MoiOduc, He rapantupyercs OOO «HOBDBIE OBJIAYHBIE
TEXHOJIOTI'MHW». B ciydae omunbok B paboTe CO CTOPOHHUMH pacCUIMpPeHUsIMA HeoO0XOJIUMO

O6paTI/ITbCﬂ B TeEXHUYECKYIO IIOANEPXKKY KOMHaHHH-p83pa6OTqHKa JdHHBIX paCMHPEHHﬁ.

Yro0bhI OTKDPLITH IIaHEJIb YIIpABJIEHW PACHIMPEHWSAMH, BBIIIOJIHUTE OJHO U3 CJIeAYIOIIUX

IeVCTBUM:
e BbIOepuTe MyHKT KOMaHAHOTO MeHI0 IHCTpyMeHTHI > Jlono/IHeHUs ¥ TeMBblI;

® Ha [TaHEeJIM MHCTPYMEHTOB IJIABHOTO OKHA MPHIOXKEHUs HaXKMUTe KHOTIKY — (OTKpPBITH
MeH0 MoiiO¢uc Ilouta) 1 B packpbIBIIeMcsl MeHIO BbibepuTe NyHKT JlomostHeHus1 B

TeMBl;

® Ha IIaHeJIM HACTPOeK HAXKMUTe KHOIIKY & [ononHenns v Temsl |
B HOBOI1 BKJIaike OTKPOETCsI CTPaHuUIla Y paBjieHHe JOIOIHeHUSIMH.

10.2 YnpasieHue pacuIMpeHHSIMH H I0NIOJTHEHUSIMH

OTKpOIZTE IIaHeJIb YHDaBHeHI/Ie JOITOJIHEHHUAMMU. Ha OKpaHe IIpHUJIOXKEHU ,[IO6aBI/ITCiI

3aKiafka Ymnpasiaenue nomoaHeHusMHu (Cm. Pucynok 110). B 7eBoii dYactu maHenu

IMpeCTaBJIEHBI CJIeAYIOIIre KaTerOpunu JIOIIOJTHEHUH

1. Pacivpenus (110jib30BaTesIbCKUe PACIITUPEHNSsI).
2. CnoBapu (nmojifiep>kka ciaoBapei).

3. S3bIku (TO/i/IepKKa S3bIKOB).
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Pucynoxk 110 - [lanens ynipaBieHys qOTIOIHEHUSIMU
10.2.1 JlobaByieHue pacmypeHus
Yro6bl fO6aBUTH HOBOE pacIllMpeHue, BHIIIOJIHUTe Clle/lylollye J1efCTBUS:

1. B neBoii naHenu BbIOEpUTe HEOOXOUMYIO KaTETOPHUIO PaCITUPEHUH.

2. Haxwmure kHONIKY 'ﬁ‘ (YupasiieHne pacliipeHUsIMH).

3. B oTKpbIBIIEMCsI KOHTEKCTHOM MeHIO BbiOepuTe Y CTAaHOBUTH JIONOJTHeHUs U3 daiina.

4. C moMolIbio OTKPBIBIIErocs AXajiora Bbibepute daiiyl paciIMpeHus C IUCKa.

10.2.2 Ypanenue pacimyipeHust

YT0oOBI yAaIUTh pacliipeHue, BHIIOJTHUTE CIIeTyIolye eHCTBUS:

1. Haxmwure Ha kHONIKYy *** (YmpaBieHHe paclIMpeHHeM).

2. B nosiBuBIIEMCS KOHTEKCTHOM MeHIO BbiOepuTe Y IajINTh.

10.2.3 BxiroueHne ¥ BHIKJIIOUeHHEe PAacIIHpPeHui

Pacmipenusi, Haxojsiiuecs B CIHCKe, MOTYT OBITb BKJIIOYEHBl WM BBIKJIIOYEHBbI C
IIOMOIIBIO IIepeKJIoYaTesIst | o}

10.2.4 YupagsieHne pacmipeHueM

JInsi OTKpBITHUSI CBOMCTB pacIIMpeHHsi HaXXMUTe Ha KHoOnkKy *** (YmpasieHme

pacmnpenneM), B KOHTEKCTHOM MeHIO BbIGepI/ITe anaBJleHne. OTKpI)IBHIaHCH ITaHeJIb
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ylpaBjieHUda  paCllMpeHueM  COHOep’KUT [Be  IIdHeJIH, MeXxny KOTOPbIMHU  IIPOUCXOOUT

Iepekiro4YeHre 1ocpeacTBoOM 3dKJId10K.

[Tanens IToppobnoctu (Cm. Pucynok 111) comepxkur vHOpPMAanuio O AOIMOJIHEHHH, a

TAKIXKe IIepeKJIro4aTellb, yr[paBJ'[HIOH_II/Iﬁ ABTOMAaTHYeCKUM OOHOBIIEHHEM JdaHHOTI'O JOIIOJIHEHH.

Theme MyOffice e
‘ Corporate theme
MoapobHocTk PazpelueHna
PaspelwvTs aeTOOBHOBAEHWA @ Mo ymonuanmio O Bratoueno O OTknoueHo
ABTOD Mew Cloud Technologies
Bepcwa 3.6.8674
MNocneaHee o6HOBAEHWE 29 okTabpsa 2021 r.

Pucynok 111 - [lanesnb CBOMCTB [IONIOIHEHUSIMU

10.2.5 YupasieHnue 00HOBJI€HHUSIMH PAaCIIHPEeHUH

HJISI YIIpaBJIEHUA OOHOBJICHUSIMH HA>KMUTE KHOIIKY ﬁ' (YHpaBJIEHI/Ie pacnmpeHmIMn),

OTKPOETCA KOHTEKCTHOe MEHIO.

1. Jlns mpoBepku Hanuuusi OOHOBJIEHUH BbiOepUTe KoMaHAy MeHIo IIpoBeputs Hau4ue

00HOBJICHUI.

2. HJ’I}I BKJIFOYEHHMSI WM BBIKIIOYEHWS aABTOMATHYECKOI'O0 OOHOBJIEHHMS PICHOJII:)BYFITG
KOMdHy MeEeHIO ABTOMaTHYeCKH OOHOBJIATH JOIIOJIHEHHUS WU YcraHoBuUTH Jin) 6|

BCeX TOI0JTHeHUH PeXKHUM dBTOMATHIECKOI0 00HOBJICHHA.
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11.1 OTkpbITHE TAHEJIH HACTPOEK

HACTPOUKHU

YTo0OnI OTKPBLITH IIdHEeJIb HACTPOEK, BBIIIOJIHUTE OOHO U3 CJIeJYIOIINUX e CTBUM:

e BbIOepUTe MYHKT KoMaHHoro MeHio MHcTpyMenTh! > HacTpoiiky;

® Ha IIaHeJW WHCTPYMEHTOB HAXXMWTe KHOINKY BbI30Ba MeHIO — (MeHio MoitOduc

ITouTa), B nosiBuBIIEeMcsl MeHIO BbiOepuTe HacTpoiiku.

ITanens HaCTPOEK OTKPOeTCs B HOBOM 3aKJIagKe. OcHoBHBIE Ppa3aelibl IIaHeJIM HAdCTPOEK:

1. OcHoBHBIE HACTPOUKHU.

2. HacTpo#iku cocTaBiieHus COOOIIeHUH.

3. HacTtpoiiky IpuBaTHOCTU M 3aIIIUTHI.

4. Hacrpoiiku KaneHnmaps.

11.2 OcHoBHBIe HACTPOMKH NPUJIOKEHHUS

YTo6BI OTKPBLITH IIaHEeJIb HACTPOEK KaJIeHdapH4, IeperiuTe B NaHeJlb HACTPOeK M HaXKMUTe

KHOTIKY -]:(- OcHOBHbIE

11.2.1 OcHoBHBIe HACTPOHKH

B pasgene OcHOBHBIe HACTPOMKH Bbl MOXeTe HACTPOUTH CJleAiyIolue IlapaMeTphbl

ITPUIOXKEHUW:

1. OTtobpakeHre CTapTOBOM CTPAHHUIIBI B 00JIaCTH NPOCMOTPA COODIIIeHHs IpY 3aIycke

«MonOduc IToutay.
2. BpIOOp MOMCKOBOW CHCTEMBI IO YMOJTYAHHUIO.

3. Hacrtpoliku UHTerpanuy ¢ CUCTeMOM.

11.2.2 SI3LIK ¥ BHEIIIHHHA BUJI

B paznene SI3bIk ¥ BHeIIHUM BHJ Bbl MOXXeTe HAaCTPOUTH CJIe/lyIole IapaMeTphl si3bIKa

rHTepdelica U BHEIIHero BUa IIPUIOXKeHUS:

1. Twumn, pasmep, BeT, napaMeTpsbl pUdTaA.
2. Criocob oTobpakeHUs] CMalIMKOB.

3. Cruib odpopMiieHUs UTAT.
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4. dopmar si3bIKa IPUIIOXKEHUSI.

5. 43bIk 0TOOpaXkeHus1 MeHIo, coobieHui U yBegoMieHui oT « MoitOduc [louray.
6. Hacrtpoiika npokpyTku (aBTOMaTh4yeckasi, IuiaBHasi).

11.2.3 Bxopasimue cooduieHus

B pasnene Bxopsiue coo0uieHHsi Bbl MOXKeTe HACTPOUTh Clle[yIOIHe IapaMeTphbl

yBeIOMJIEHUH IIPH T10JTyYeHUH HOBBIX COODIIIeHUH:
1. Hacrporika yBeoMieHHi IIpU NIOJIy9eHUH HOBBIX COOOIIeHUH.

2. Hacrpotika nosiBiieHHsl 3Ha4Ka B Tpee IPU MOJIyYeHUH HOBBIX COODIIeHUIM.

3. HaCTpOﬁKa 3BYKOBOT'O CUT'HAJIA IIPU MMOABJIEHUH HOBBIX COO6IJ.[€HI/H>‘I.

11.2.4 dPaiinsl ¥ BJI0KeHHUS

B paznesne ®aiinbl ¥ BiIoskeHUs1 0TOOpaXKeH CIIMCOK BJIOKeHUM TeKyIIUX coo0IieHui. Bol
MoxeTe JIMOO 3amaTh GUKCUPOBAHHBIA NYTh Il COXpaHeHUs GaiyioB, MO0 BKIIIOUYUTH

HaCTpOIZKy, KOTOpas MO3BOJIMT BbIIABATD 3aIIPOC ITyTH I1epel] Ka>XIbIM COXpPdHEHHUEM (bafma.

11.2.5 YnpaBieHue MeTkaMu

Hactpoiite Habop MeTok cooOmieHWii B  pasfeie YHpaBjleHHe MeTKaMH

(Cm. Pucynoxk 112).

MeTki
MeTtki BACTYT BLITh MCMNONb30BaHBI AnA K'_I"IE-C-CI.-'IqJHKaIJ,MI.-'I W M3MeHEHMA NpLUopKTeTa -EOC!EILIJ,EHI.‘II:'I_

BaxkHoe Cozparte...
JyHoe

K vcnonHeHmio

OTnoseHo

Pucynok 112 - Hactpoiika MeTok

Jlnst nobaBneHus HOBOW MeTKM HakmuTe KHONKYy Co3gatb. B oTkpbiBiIeMcs nuanore

BbIGGpI/ITe nMs MeTkH U 118eT. [locie co3ganus HoBast MeTKa 6y,H€T JobaBiieHa B CIIMCOK.

HJIH Hn3MeHeHUs CYIHBCTBYIOIHGP'I MEeTKH BblJejInTe MM MEeTKM B CIIMCKe M HaXMHTe

KHOIIKY N3amenuts. B OTKPBIBHIEMCS OHajiore 1mpu HEO6XOHI/IMOCTI/I H3MeHHnTe Ha3BdHHe MeTKHU U
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OBeT. ITocne u3amMeHeHus MeTKa 6y,I[ET OOHOBJIeHa B CIIHCKe.

,HJ'I?I YAaieHusd CymeCTBYIOHLEIZ METKHU BblIeJINTE UMSI METKU B CIIMCKE U HA’)KMHUTE KHOIIKY

Ynanurth.

11.2.6 YrteHue u oTOOpaxkeHHe COOOIIEHU

B pazgene YUteHue u oToOpaxkeHume COOOINEHUN BbI MOXKeTe HACTPOUTH ClleAyIollive
napaMeTphl yBeIOMJIEHUH [IPU MOTyYeHUHU HOBBIX COODIIEeHUH:

1. Pexxum oTMeTKH COOOIIIeHUM KaK MPOYUTAHHBIX.

2. Pexxum OTKpBITUS COOOITIeHHH (HOBas BKJIaJIKa, HOBOE OKHO, CYIIIECTBYIOIEe OKHO).

3. 3akpbITHe OKHA/BKJIAJIKA COOOIIeHHsI IIPU ero repeMellleHUH WK yAalleHu .

4. PexxuM oTOOpakeHUs UMeHHU ajipecarta.

5. PexxuM 006paboTKU yBeIOMIIEHUI O TPOYTEHHUH.

11.2.7 CeTb 1 1HCKOBOE IPOCTPAHCTBO

B pa3neiie Cerb AUCKOBOE€ IIPOCTPAHCTBO BbI MOXXeTe HACTPOUTDL IMapaMeTpPhl CeTeBbIX

COeJUHEeHUM U JTUCKOBOT'O XPaHWIAIIIA:

1. Hactpoiika napamMeTpoB COeIMHeHUs IPUWIOXKEeHHUs C UHTePHEeTOM.

2. Hactporika mapamMeTpoB aBTOHOMHOH pabOTHIL.

3. Hacrpoiika kelmvpoBaHUs U CXKaTHs MATOK.

4. Hactpotika rio6aqbHOTO IMOMCKA U UHEKCAITUH COOOITIeHUH.

11.2.8 PemaxkTop HacTpoek

HaHHble H&CTpOfIKPI IpeaHa3Ha4eHbl [JId OIIBITHBIX [OJIb30BaTeJler, HUX
H3MeHeHrue MOXKeT IIpuBeCTrh K IIoTepe CTa6I/IJ'[bHOCTI/I, 0e30IacHOCTH M
IMPOU3BOIUTE/IbHOCTU IIPUIIOKEHHUS]. Ecnu BbI YBepeHbl, B TOM, 4YTO [ejldeTe,
OTKpOﬁTe OKHO CHUCTeMHbIX HAaCTPOEK Ha>XaTheM KHOIIKH PEHaKTOP HACTPOEK.
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11.3 Hacrpoiika napaMeTpoB aBTOHOMHOI1 pad0ThI

HJISI TOTO, YTOOBI OTKPBLITbH JHaAJIOT HaCTPOﬁKH IIapaMeTpoB ABTOHOMHOH pa6OTbI

IMPUWIOXKEeHUW4, IeperiuTe B MaHeJlb HACTPOEK U B pa3neiie Cetb u AHUCKOBOE¢ IIPOCTPAHCTBO

Ha’>XMUTe KHOIIKY ABTOHOMHAas pa60Ta. Ha OKpaHe OTKPOeTCsa OuaJIOrOBas IldaHeJIb HaCTPOﬁKH

napametpoB (Cm. Pucynok 113).

MapameTpbl aBTOHOMHOR paboThl b

ABToMATHYECKW BRIBUpaTE oBHapyReHHos

COCTOAHWE NOAKAKYEHWA

PyuHoi BeIBOp COCTOAHWA NPK 2aMycks:

Wcnonsiosats pexwvn paboTsl

NEFEALAYILETD CeaHta
3anpocKTe COCTOAHME NOAKIHYEHIA
MogkNHYEH K CBTK

ApToHOMHaA paboTa

COTNpaenTe HEOTNPABNEHHBIE COODLLEHWA NPX

NOoOAKAHUEHAT

Aa Her @ CpopawweaTs

BEFP}V)KETE CDI:IE‘LIJ,EHI.-‘-H ANA UCNONBIOBAHKMA B

AETOHOMHOM paXKMe NP OTERMEHHM?

Ha Her (@ CnpawwvsaTts

oK OTeHa

Pucynok 113 - HacTpoiika mapamMeTpoB aBTOHOMHOM pabOThI

Bribepute ABTOMaTHYeCKH BBIOMPATh COCTOSIHHE MOJKIIOYeHHS ]IS MOHUTOPHUHTA

COCTOSIHUS CeTeBOT0 MOAK/II0YeHHs U aBTOMAaTUYeCKOI'o BbIOOpa peskvMa aBTOHOMHOU paboThl.

BribepuTte cocTosiHMe CeTeBOrO COelMHEHHWs IIpU 3allyCke MCXOAs M3 CJIeIyIoUUX

BapUAHTOB:

® VCIIOJIb30BATh PeXXHM IIpeJblAyIliero ceaHca,
® 3dIIPOCHUTL COCTOsSHHE ITOAKIIIOYeHHN;

® [IOJKJ/IF0OYEeH K CeTH,

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022 168



MonOdounc
® aBTOHOMHas pabora.

BribepuTe peskxvM OTIIPaBKY HEOTHPABJIEHHBIX COOOIIEeHUM MTPU MOJKIIFOUeHUH UCXOJIs U3

CJIe[lyIOIIUX BApUAHTOB:

® OTIIPABJIATD,
® He OTIIPAaBJIATD;

® CIIpalllMBATh I1OJIb30BaTeJIsd.

BbI6epI/ITe PeXUM 3dI'py3Kn COO6H.[EHPII>1 IIpX HUCIIOJIb30OBAHKWS B dABTOHOMHOM peXXHuMe:

® 3arpy’xars;
® He 3arpy’Karth;

® CIIpAIIMBATD I10JIb30BATEJIA.
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11.4 Hacrpoiika mapaMeTpoB CeTeBOro COelMHeHHUsI

HJISI TOTO, YTOOBI OTKPBITb OHAJIOT HaCTpOfIKI/I IIapaMeTpoB CeTeBOIro COoeJuHEeHM ],

IIeperIuTe B IIaHeJlb HACTPOEK U B pa3feiie Cetb 1 IHCKOBOE IPOCTPAHCTBO > COEHI/IHEHI/IE

HA’XMHUTe KHOIIKY HaCTPOI/ITb. Ha OKpaHe OTKPOETCA OHaJIor', B KOTOPOM Bbl MOXKeTe HAdCTPOUTb

npokcu st fjocrymna B Marepuet (Cm. Pucynok 114).

Ma PEMETPRI COSAWHEHHA

HacTpo#ka Npekok 40A 40cTyna B MHTepHeT

Bes npoxck

AETCIME?H UECKW CNpedenrTe HaETFICIIﬁKH NPQECK AR ITOA CETH
e éH_r.nc:m bICBETE SUCTEMHBIE HACTROR KK NPOKCH

PyuHas HACTROMKS CEpEMCA NPOKCH:
HITF npokow: Nepr: [¥]
Tar#e KCNONLI0BATE TAT NRokoK 408 HTTRS

HTTPS npokod: Nopr: 0

¥aen SOCKS: Nopr: 0

SOCKS4 @) S0OCKSS

URL aBTomaTHUEtKon HACTROMKN CEpEMC NPOKCH:

OEHOBITE

He Mcnoakioeatk NEOECKA N

Mpumep: gavry, net.nz, 192768.1.0/24

Coegurenns ¢ lacalhost, 127.000.1 1 =1 Huxoraa He npokckpyseToR.

He anpawMeats ayTeHTMGMEaLKIO (o Sun coxpadin napans)

Omnpasaare DNS-3anpock! Uepes NPOKCH, MCnankaya SOCKS 5

Bearounte DMS wepes HTTPS

Ok OTteHa

Pucynok 114 - HacTpoiika mapamMeTpoB CeTeBOro COeIMHeHusI
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11.5 Hacrpoiika yBeJJoMJIeHHH 0 IPOYTeHHH

HJISI TOTO, YTOOBI OTKPBITb OHWAJIOTOBOE OKHO HaCTpOP'IKPI yBeJOMJIEHUA O IIPOYTeHHHU

COO6H.I€HI/I$I, IepeyiuTe B NaHe/lb HACTPOeK U B pa3feiie Yrenue u OTOﬁpa)KEHI/IE Ha>XMHTe

KHOIIKY YBeaomJieHHs 0 npouyTeHuH. Ha skpane otkpoetrcs naHenb HacTpouiku (Cm. PucyHok

115).

Yeegomnenwa o NnpodTEHMA X

Beerpa IANpallveEaTs YEEJOMAEHKE O NPOYTEHWM NpKY OTNpaBke CcoO0BLLLEHWIA

ﬂpl“l noayyYeEHKE YESAOMAEHKMA O NPpOYTEHKUKI

@ Ocragnars ero & nanke «Bxoaawmes

MepemectuTe €ro B Nanky «COTNpaBAEHHBIES

I'Ipn nodyyeHWK 3anpoca Ha yeejomMieHe O NpovTeH

Hukoroa He otn paBAATE YESAOMAEHKME O NPOYTEHKMK

& OTNpaenATs YESAOMASHUA O NPOYTEHKKY 408 HEKOTORLIX cooBUeHWR

Ecnuv A He Haxomyck B cnMcke sKonys i «Konuax:  Cnpawnearts b
Ecny aTnpaguTes HE HAXOAMTCA B MOEM J0MEHE! Cnpawrears 4
Bo Boex ocTankHbx CAyYans. Cnpawveare i

(8] 4 CTMeHa

Pucynok 115 - HacTtporiku yBe[loMJIeHUI O IIPOYTEHUN

Hacrpoiite cnenytoliiiie mapaMmeTpsl YBeJJOMIIEHUN:

1. 3ampoc yBeioMyIeHHS O TIPOYTEHUH TPX OTIIPABKe COOOIIEeHHUM.
2. Tlamka myis COOOIIEHMS TIPY TIOTYYeHUH YBEeJJOMJIEHHSI O TIPOYTEHUH.

3. IloBemenue I1pU T1I0JTYYeHHHU 3allpoCd Ha yBelOMJIeHHe O IIPOYTeHUH.

11.6 CocraBieHue coo0OLIeHUA

Yro6bl OTKPHITH ITaHEJIb HACTPOeK KajleHAapsl, IepeiiuTe B aHe/b HACTPOeK U HaXXMUTe

KHOIIKY # Cocrasnene

© 000 «HOBbBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2022 171



MonOdouc

11.6.1 CocraBienue nucem

B nanHOM pa3sgene Bbl MOXeTe HACTPOUTH CJeAyIOIHe TlapaMeTphbl, CBs3aHHBIE C
COCTaBJICHHEeM IIHCeM:

1. Cnocob nepecbuiku coobiiieHus (BHYTPU COOOIIeHHs], KaK BIOXKeHHe).

2. Hacrpoiika neprojia aBTOCOXpaHeHUs! ITUCEM.

3. 3ampoc TOATBEPXKIIeHUs] TIPU OTIIpaBKe COOOIIEHUsI C HMCIOJIb30BaHWEM COYeTaHU!

KJIABMIIL.
4. TlpoBepka opdorpacduu mepeji OTIIPABKOH COOOIIEHHH.
5. IIpoBepka opdorpaduu npu Habope TeKkcTa.
6. 43bik npoBepku opdorpaduu.
7. IlapameTtpsl ipudTa nucbma (TUi, pa3Mep, IBET).

8. Hacrporiku ¢popmara Tekcra.

11.6.2 Anpecamus

B JNaHHOM pa3/iejie Bbl MOXeTe HACTPOWUTb CleAyilye IIapaMeTpbl, CBA3dHHBbIE C

azipecartuei muceMm:
1. 3ajaHve MeCTOMOJIOXKEHUSI, B KOTOpPOM OyjieT MPOUCXOJIUTh IOUCK MOIXOMSIINX
aZIpecoB IpY BBOJIe ajpeca.

2. ABTomatmyeckoe JobaBjieHHe daJIpeCoB M3 UCXO[AIIUX IMNCeM B 3dIdHHYIO dJI[peCHYIO

KHUTY.

3. Karasor 1no ymMoiyaHuIO IpyU OTKPBITUYA OKHA aIpeCHOM KHUTH.

11.6.3 Bioxkenus

B JAaHHOM pa3fiejie Bbl MOXeTe HACTPOUTH IIdpaMeTpbl, CBfA3dHHbIe C BJIOKEHUSIMHU B

IMMCbMa:

1. Hcnone3yiite nepekmoyaTesib IIpoBepsaTh Ha 3a0bIThIe BJIOMKEHHS IS [IPOBEPKU

3a0BbITOT0 BJIOXKEHMS B IIHCHMO.

2. Haxmure kHonky KirrodeBble cinoBa, Ha 3KpaHe IIOSIBUTCSI JIMAjOroBOe OKHO CO
CIIMCKOM KJIIOUEeBBIX CJIOB JIJISl HAalIOMKHaHUS O BiokeHuH. «MoiOduc [Tourta» 6yner
IpefynpeXxaaTb O TOM, YTO Bbl 3a0bUIM BJIOXHUTH (ailjl, eciau Bbl IonpobyeTe

OTIIPAaBUTL IIMCbMO, COepiXKalllee OJHO M3 3THUX KIIHOYeBBIX CJIOB. HI/IaHOI‘OBOE OKHO
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I1I03BOJIsAET ,I[OﬁaBJ'[HTb HOBBIE KJIIOYeBble CJIOBd, 4 TdKXKe HU3MEHATb WJIN YAJAJIATbH YyXKe

CYILECTBYIOIIME B CITUCKe.
11.7 HacTpoiiku IpuBaTHOCTH M 3allMThI

YTo6BI OTKPBLITH IIaHeJIb HACTPOEeK KaJIeHdapH4, IIeperiuTe B NaHeJlb HACTPOeK M HaXKMUTe

n MNpMeaTHOCTE KW
KHOTIKY 3aWmTa
11.7.1 IIpuBaTHOCTH
B naHHOM pasfiesnie BbI MOXKeTe YCTaHOBUTh HACTPOMKU IIPUBATHOCTH, TaKKe Kak:
® pa3pelInTh B COOOIIEHUSIX IT0Ka3 cojiepkuMoro u3 HTepHera;
® 3alIOMMHATH [TOCellleHHble BeO-CalThl U CCBUIKH;
® HACTPOWKU KYKOB C CAUTOB;

® OTIIPpdBKAa Beb-caitam curHana «He OTCJIeXXUBATh», eC/IM Bbl He XOTHTe YTOOBI BacC

OTCJIeXXHBAJIA.

11.7.2 I1aponn

HCHOJ’IBBYH HaCTp0ﬁKH AAHHOI'O pad3fiejid, Bbl MOXeTe YIIPpABJIATH IIdPOJIIMU YYeTHbIX

3aIMcel, a TakyKe UCII0JIb30BaTh MacTep-IapoJib JIJIs 3aIlUThI ITapOJIek.
11.7.3 Cnam
B nanHOM paspese BbI MOXeTe YCTaHOBUTh HACTPOUKHU aHTU-CIIaM GUIIbTPa, TaKUe Kak:

e MIOBeJ/IeHHe TIPU IIOMeTKe COODIIeHHs KaK CIiaM;

® OTMeTKa COODIIeHNH, OITpeieJIeHHBIX KaK CIlaM, KaK POYHUTAHHbIE;

® HACTPOMKH >XypHaJla paboThl aIallITUBHOTO aHTU-CIIaM UIIBTPA.
11.7.4 Coop u ucnosnn3oBanue qaHHbix «MoiOduc IToura»

JlaHHasi HACTpPOMKA MO3BOJISIET pa3pemuTh npwiokeHuto «MoOduc Ilouta» oTrpaBiIsATh

TeXHUYEeCKHe JJaHHbIe U JIJaHHbIe B3aUMOJIeUCTBHUS IIOJIb30BATEJS C IIpHUIOXKEeHKWEeM.

11.7.5 3amura

B JAaHHOM pa3Jiejie Bbl MOXKeTe YCTAHOBUTb HaCTpOﬁKH 3dllIUThI, TAKHE KdK:

L4 I/IH(l)OpMI/IpOBaHI/Ie O BO3MOXXHOM MOIIIeHHHN4YeCTBe,
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® KCIIOJIb30BaHMe aHTUBUPYCA IIPU NIPOBEpKe BXOSIINX COOOIIeHUH;
e yIpaBJleHWe CepTU(pUKATaAMU U yCTPOMCTBAMHU 3al[UTHL.
11.8 Hacrpoiiku kajgeHmaps

Y100k OTKPGLITH IIaHEeJIb HACTPOeK KaJleHdapH4, HeperuTe B IIaHeJIb HACTPOEeK U HaXKMHTe

e
KHOITKY KaneHpape

11.8.1 O6mue HacTpoKHu

JlJis ycTaHOBKM OGINMX MApaMeTPOB KaJieH[aps WCIIOJNb3yHTe CIIeAYIole HACTPOWKHA B

pasznene Kasennmaps:

e (popmar 1aThi;

® YaCOBOMU I104C;

® [IepBbIY JIeHb Heflely;

e oTOOpakeHHe HOMepa HeJlelu;

® HACTpoWKa pabovux JTHe;

® HayaJIo ¥ OKOHYAaHUe paboyero JIHS;

® HACTpOMKa HeJleib B 0030pe;

® HACTpOWKa OTOOPakeHUs TIPeJICTOSIIUX MEPOIPUSTHH;
® HACTpOWKa 33/1a4y WM COOBITUS IO YMOJTYAHHUIO;

L4 HaCTpOﬁKa JUIS JIIOJer C OrpaHN4YeHHBIMH BO3MOXXHOCTSMHA.

11.8.2 HacTtpoiiku HanmoMHHaHHII

HaCTpOﬁTe HeO6XOIII/IMbIe IIapaMeTpbl  OIlOBeleHuda O COOBITHSAX B pa3aeiie

Hanomunauus:

® HACTpOWKa 3BYKOBOT'O CHUTHAJIa OTIOBEITIeHUS;
® BLIBOJI HAa OKPAaH OKHA OIOBEIeHNs;

® JIENCTBUSI C NMPOMYIIEHHBIMU OIIOBEIlleHUSIMHU;
® HACTPOWKa OTJIOKeHHBIX OIOBEeIeHU;

® HACTpOWKa OIOBeIlleHU 0 COOBITHSIX;

® HACTPOMKA OIOBeIlleHUH O 337a4ax.
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11.8.3 Hacrtpoiiku kaTeropuii coObITHI

Hacrpoiite nmapameTpsl kaTeropuii cobbituii B paszesne Kareropuu (Cm. Pucynok 116).

Kateropum

BuaHec Co3aaTh...

Bcrpeun
P KIZMeHHTb. .

[opaoBWWHL

'\.‘_-'.. =0 r }
JHK poxaeHna Ynanure
Joxoakl

3akazumKm

3BOHKM

Pucynok 116 - HacTpoiika mapamMeTpoB KaTeropuii COOBITHMA

I[HSI ,I[06aBJIeHI/I$I HOBOH KaTeropun Ha>XMHWTe KHOIIKY COB)IHTI). B OTKPpBIBIIEMCS IUdJIOTe

BbIﬁepI/ITe HMs KaTeropyuu U 1BerT. ITocne CO31aHUA KaTeropus 6YHeT ,I[O68BJI€H8 B CITMCOK.

HHSI H3MeHeHUs CYHIGCTBYIOHIeﬁ KaTeropvn BbIejinTe HMs KdTeropurh B CIIMCKe U
Ha’>XMHUTe KHOIIKY WUsmenunrn. B OTKpBIBIIEMCH OUaJIore IIpU HEO6XOI[I/IMOCTI/I H3MeHuTe

Ha3BdHHWE KaTeTrOpyuHu U IBeT. ITocne usmenenus KaTeropusa 6y,I[ET 0OHOBJIEHA B CITHCKe.

HJISI YAaieHus CYLHECTBYIOHlEfI KaTeropuu BbllieJInTe UM KaTeTrOPUU B CIIMCKE U HAXMUTe

KHOIIKY Y IaJINTh.
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