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INEPEYEHEb COKPAIIIEHU

B Hacrosiiem [oKkymMeHTe MPUMEHSIOT CJiefyIolllhe COKpAIeHUs C COOTBETCTBYIOIIUMH
pacimdpoBkamu (cM. Tabmuma 1):

Tabmuna 1 — Cokpaiienust ¥ pacirdbpoOBKU

CoxpariieHve PacmudpoBka
(0]@ OmneparnroHHasi cUCTeMa
I1O Mailion [TporpamMmMHoe obecrieduenre Mailion
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1 OBIIIME CBEJJEHUA

1.1 Ha3uauenue

Mailion — kopriopaTvBHas [109TOBasl CUCTeMa HOBOT'O IIOKOJIeHUSI HAa 6a3e MUKPOCepBUCHOMN
apXUTeKTYyphl, obecrneuynBaroiiass 0OMeH 3JIeKTPOHHBIMU COOOIIEHUSMHU, TUTAHUPOBAaHWE paboyero
BpeMEeHHU, UHTeJJIeKTyallbHblii MOUCK HUHpOpManvd U paboTy C ajgpecHbIMM KHUramu. Cucrema
OTJIMYaeTCs. BBICOKOM OTKa30yCTOWYMBOCTBIO, CIIOCOOHA Ha OBICTpOE CaMOBOCCTaHOBJIEHUE U
MacIITabUpPyeMOCTh B 3aBUCUMOCTU OT Harpy30K.

B cocraB npoaykTa BXOOMT:

— IlouroBas cuctema Mailion pgjisi obmeHa 37€KTPOHHBIMU COOOIIEHUSIMHA, COBMECTHOM

paboTHI C KaJleHAapsIMU, XpaHeHHUsI aJIpeCHbIX KHUT U UHJIeKCaIlUX JaHHBIX;

— Beb6-npunoxkenre Mailion g1 paboTbl € 3JIEKTPOHHOM TIOYTOM, KaJleHIapsMH,
KOHTAaKTHBIMA KHUTAMU, WHTEJUIEKTYaJbHOTO TIOMCKA WHQOpPMAIMM U yIpaBIIeHHs
3ajjladyaMu B Beb-Opay3epax;

— HacronpHoe mpwioxenue Mailion amg ommaiH u odbduaiiH pabOTHI C 3JIEKTPOHHOM
MIOYTOM, KaJleHJapsIMU, KOHTAaKTHbIMA KHUTAMH, UHTeJIJIeKTyaIlbHOTO TIOWCKa MHOpMaIuu
Y yIpaBJIeHUs 3aJladaMi Ha OomepaMoHHbIX cucteMax Windows, Linux, macOS;

— MobunbHoe mnpunoxkenue Mailion gy paboTbl C 3JIeKTPOHHOM TMOYTOM, KajleHJapsIMHU,
KOHTAKTaMU M yIpaBJeHUs 3ajlayaMd C MOOWIbHBIX YCTPOMCTB Ha OIlepallMOHHBIX
cucremax Android u i0S.

[TonpobHOe omucaHue BO3MOXKHOCTeld IIPOJyKTa IIpUBe/leHO B JOKyMeHTax «Mailion.

@OyHKIIMOHAJIbHBIE BO3MOXHOCTW», «Mailion. HacronbHoe mnpunokeHve. @yHKIMOHATbHbBIE
BO3MOXXHOCTH», «Mailion. Mob6uibHoe mnpunoxeHue [ ollepalluoHHbIX cucTteM Android u

i0S.PyHKIIMOHANBHBIE BOBMOXKHOCTUY.

1.2 Cucremusbie TpeboBaHHS

[lepeyennb TpeboBaHMI K MPOTPAaMMHOMY U allllapaTHOMY obecriedeHUI0 Beb-TPUIIOXKeHUs
Mailion npuBezieH B fokymeHnTe «Mailion. CructemMHble TpeGOBaHUSY.
[lepeyenn 0/1JIepXKUBAEMbIX BeO-Opay3epoB yKa3aH B JIOKyMeHTe

«Mailion. CucremHbie TpebGOBaHUSI ..
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1.3 Ilonnep:xuBaemsble a3bIKU HHTepdelica

[ToutoBas cucrema Mailion ro3BosisieT paboTaTh Ha CIeAYIONIUX SI3bIKAX:
— Pycckuii;

—  AHIIHICKUIA.
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2 IIOAI'OTOBKA K PABOTE

Jnst nocryna kK GpyHKIMSIM MTOYTOBOM cucTeMbl Mailion MOXXHO BOCTIOSTb30BaThCSI:

— BebO-mpwioxenueM Mailion;

— HACTONBHBIM TpuwiokeHneM Mailion (cm. «Mailion. HactonpHoe npuiokeHue.
PykoBoacTBO mosb30Baresisy);

— MOOWIbHBIM TpwiokeHHeM Mailion (cm. «Mailion. MoOwibHOe TpWIOXKeHHe IS
ornepaIoHHbIX cucteM Android u iOS. PykoBoACTBO M0JIb30BaTeNISN»);

— CTOPOHHHUMMH ITIOYTOBBIMH KIIMEHTdAMMU.

s 3anycka BeO-nipusioxkeHust Mailion He06X0IMMO BBHITIOJIHUTD CJIeAYIOIIHe IeUCTBUS:
1. OTkpbITh Gpay3ep MIpU aKTUBHOM CETEBOM IOAKIIIOUEHHUH.

2. B appecHyto cTpoky bpay3sepa BBecTd afpec Buja https://mydomain.ru/.

3. Haxars kiaBumy Enter.
ITO Mailion cunTaercsi paboTOCIIOCOOHBIM, eciiv B pe3yjbTaTe AeHMCTBUM OIMCAHHBIX BBIIIe
M0JIb30BaTeIsl Ha 3KpaHe 0ToOpa3wiack crpanuiia apTopusanuu [10 Mailion 6e3 coobienuti o cboe

B pabote (puc. 1).

Pyccknin -

® maiLion

JNorud

Mapons

3abbinu napons?

MONMTHKS KOKDUASHUMANBHOCTH  YCNOBWA MCTIONb30BAKNR

Pucynok 1 — Crpanuria aBropusaiiyu (ctaproBas ctpanuiia) [10 Mailion
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13


https://mydomain.ru/

® MaiLion

2.1 Ilogkyr0ueHHe CTOPOHHHUX IOYTOBBIX KJIHEHTOB

ITo4TOBEIM KJIIMEHT — 3TO IMporpaMmMHoe O6€CH€‘I€HI/I€, NpeaiHda3Hda49eHHOe JIA IIOJTy4YeHMUs],
06pa6OTKI/I, CO31daHUS W XpPdHEHUA JJIEKTPOHHBIX IIMCEM, d TdKXKe pa6OTbI C KaJleHJapssMH
IMOJIb30BATEJIA U er0 dApeCHbIMU KHHUI'dMH. Hap;my C BE6-HpI/IJIO)KeHI/IeM «Mailion» monb3oBaTenu
MOT'YT IIOJIY4dThb JOCTYII K IIOYTOBBIM AIIMUKAM «Mailion» B CTOPOHHHUX KJIMeHTaX, IMOAK/III0YHUB CBOIO

YYeTHYIO 3aluch 10 npotokoiy IMAP.

[TouToBBIN KJIMEHT BXOJWUT B CTaHAAPTHYIO IIOCTABKy OIepal[MOHHBIX CHUCTEeM — Kak
HACTOJIbHBIX, TaK U MOOWIbHbIX. KjiMeHTbl MOXXHO 3arpy3UTh U YCTAHOBUTb HAa CBOE YCTPOMCTBO
CaMOCTOSITEJIBHO.

B nanHoM ornvcaHuu noJipobHO paccMaTpyBaeTCs MOAKII0UeHHe yueTHoU 3anucu «Mailiony
B kieHTe i0S Mail, npennaznadenHoM it yerporcTB Ha OC i0S, a Takke HaCTPOMKa MOOWIBHBIX
kiueHToB Microsoft Outlook, myMail u «MoiOduc IlouTta», npegHa3HAYeHHBIX JisI YCTPOUCTB Ha
OC Android.

[Tonb3oBaTenb MOXET CAaMOCTOSITEJIbHO 3arpy3uTbh W YCTAaHOBUTH IIOYTOBBIE KJIMEHTHI,
pa3paboTaHHBIEe JIJIs HECKOJIbKUX OTIepaIiMOHHbIX crucTeM. Hanpumep, mpu pabote B Windows, Linux
1 MacOS nonyuuts goctyn k noutoBomy siuky [10 Mailion MmoxHo ¢ moMornpio kiaueHnta Mozilla
Thunderbird.

VcranoBuB coepunenue 1o IMAP, kiueHT 3arpyskaeTr cojiepkuMoe JJisl BCeX IMaroK JaHHOTO

nojb3oBaTend. Ilankyd c  oOIMMM JIOCTYIOM 0T06pa>1<a}0Tc51, TOJIBKO eCJIn CTOpOHHHI)'I KJIIMEeHT

MOJIJIeP>KMBaEeT TaHHYI0 QYHKITHUIO.

2.1.1 INoaxkmrouenue mo IMAP

CepBep I10 Mailion peanusyer nportokon IMAP, 6Gmaromaps yemy Biajiesiell MOYTOBOTO
AIUKa MOokeT paboTaTh B JII0OOM CTOPOHHEM MOYTOBOM KIIMEHTe, MOJIep)KUBAIOIIEM JIAHHBINA
ITPOTOKOJI, HA HECKOJIbKUX YCTPOMCTBAx cpa3y. [louToBbie KIMEeHTHI MpH 3TOM CUHXPOHU3UPYIOTCH,
TIO3TOMY BCe M3MeHEeHUs, BHeCeHHbIe B OJTHOM W3 HHUX, HEMeJ[JIeHHO OTOOPaXKaroTCsSl B OCTaJIbHBIX.
Hanpumep, mociie ynaneHust mucbMa B OHOM U3 KJIMEHTOB OHO OyjieT TakXe yAajieHO B JAPYTHUX
KJIMeHTaX U Opay3epax.

[TO Mailion mommep:kvBaeT OCHOBHBIE KOMAHJIbI TPOTOKOJIA JJISi PA3IUYHBIX COCTOSTHHUM

ceadca IMAP (cm. [lepeuyensb mojiepkMBaeMbIx KOMaH 1 IpoTokojia IMAP u ux onucaHue).

YToO6BI BOCIIOIL30BATHLCI npenmMmyiecTBaMu pa6OTbI 10 IdHHOMY IIPpOTOKOJIY HeO6XOI[I/IMO
HAaCTPOHUTDb IMAP-COE)II/IHQHI/IE B IIdpaMeTpax y‘IETHOﬁ 3allMCU CTOPOHHEIr'0 IIOYTOBOI'O KJIMEHTd (B

[1O Mailion HUKAKHX JTOTIOTHUTENILHBIX HACTPOEK IMPOU3BOUTD He HaJl0).
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CraHapTHBIM T[OBeJleHHeM CYMTAeTCsl CaMOCTOSTeJIbHOe TIIoJlydeHHe HeOoOXOOUMBIX
IlapaMeTpoB II0YTOBBIM KJIINEHTOM Y aBTOMaTHU4YeCKoe MOJIKII0YeHue.

Ecnm nonkiitoueHus: He MPOMCXO/INT, 33/1aTh ITApaMeTphbl BpY4YHYIO:

1. Beectu umena IMAP- u SMTP-cepBepa. OHM COBMaial0T C UMeHEeM CepBepa, HO TIPU
3TOM COfiepXXaT NHpedUKCHI: imap. — Jisi cepBepa BXOJIlled MOYTHI, U smtp. — s
ucxopsmed (3HadeHWs] NOJDKHBI MMeTb BHA imap.mydomain.ru ¥ smtp.mydomain.ru
COOTBETCTBEHHO).

2. Ins mopta IMAP-cepBepa yka3aTs HoMep 993, a mist SMTP-cepBepa — 465.

B kavectBe meTona mrdpoBaHus [y 060X cepBepoB BeIOpaTh 3HaueHue SSL/TLS.

4. Tlpu HeoOXOUMOCTU BBECTU UMSI TIOJIb30BATEIS.

Az[pec BHEKTpOHHOﬁ IIOYTHI (J'[OFI/IH) U HMS II0JIb30BATeJI I CepBepOB BXOHHH.[QI;I u
A ucxopsen moutel HeooxoaumMo BCET'JIA ykasbiBaTh MOJMHOCTHIO (BKJIIOYAsi IOMEHHOE UM

MIOYTOBOTO CepBepa — TEeKCT I0C/ie CHUMBOJIA «(@»), 4YTOOBI MOJyYWTh 3HAYEHHUS BHJA
username@mydomain.ru.

YcranoBuB coeuHenre o IMAP, kiueHT 3arpy»kaet cojiep>kumoe sl BCex MarokK JaHHOTO

nojb3oBaTend. Ilanku c O6H_[I/IM JOCTYIIOM 0T06pa>1<a}0Tc;1, TOJIBKO eCJIn CTOpOHHI/Iﬁ KJIIMEeHT

HOJIJIeP>KMBAEeT TAHHYI0 QYHKITHIO.

2.1.2 iOS

Ytobel nmopiounTh ydeTHyro 3anuch [IO Mailion B mouroBom kimenTte i0OS Mail,
HEeO0OXOAMMO BBINIOTHUTE CJIeJIyIOIIHe JeUCTBUS:

1. Boiitu B nporpammy HacTporiku Ha cBoeM yCTpoucTBe (puc. 2).
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HacTpolku

e

KoHpuroeHuManbHOCTb

iTunes Store u App Store

Wallet n Apple Pay

Y4yeTHbIe 3anKcK U NaponK

Moyta

f00 068

KOHTaKThI

A—

+¢ Kanenpape
3ameTku
HanoMmwrHaHus

b TenedoH

bk Coobuerns

Pucynok 2 — Paznen Hacrtpoiiku ycrporicTBa Ha 6a3e i0S

2. llepeiiTu B paszes YuyeTHbIe 3allHCH M MAPOJIH U BbIOPATh MyHKT /l00aBUTH yUeTHYIO

3amuchk (puc. 3).

{ HacTpolikin Y4eTHble 3anMcy 1 naponm

g Maponu Nporpamm 1 CanTos

YYETHBIE 3ANKWCK

iCloud

iCloud Drive, KouwTaktsl, Kanewpgapu, Safari v ewe 5...

[oBaenTb y4eTHYyIO 3anunchb

3arpyska gaHHbIX Push

PucyHnok 3 — Paznienn YdeTHble 3anMCH ¥ TapOIA
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3. B paspene BbiOOpa NOYTOBOrO cepBUca BbIOPATh MyHKT JIpyroe (puc. 4).

< Y4yeTHble 3anucK Y4eTHble 3anvcun

% iCloud
@& Exchange
Google
YAHOQ!
Aol.

B4 Outlook.com

Opyroe

Pucynok 4 — Paszpnen Bbibopa nodtoBoro cepprca kiueHTa i0OS Mail

4. B paszpesne [Ipyroe BeiopaTh nyHkT HoBast yueTHas 3anuchk (puc. 5).
( YyeTHble 3anuck Opyroe

MOYTA

Hoead y4eTHas 3anucek

KOHTAKTbI

YyeTHas zanvce LDAP

YyerHas 3anuce CardDAV

KANEHOAPK

YuyeTHas 3anuce CalDAV

MognucHol kaneHgaps

CEPEEPbI

HobaBuTk y4eTHYO 3anKuck macOS Server

Pucynok 5 — Pazpen [Ipyroe kinenra iOS Mail
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5. B paznene HoBasi BBecTH:
— UMs oTrpaBuress (Harpumep, «Asekcangp CMUPHOBY);
— aJipecC 37IeKTPOHHOM MOYTHI TIOJIHOCTBIO (HANpuMep, «a.smirnov@mydomain.ruy»);
— TapoJib ¥ OMMcaHue (Harpumep, «a.smirnov.mydomain.ruy).

6. 3arem Haxath [anee (puc. 6).

OTMEHNTE Hoeas Oanee
Mma Anexcanap CMHPHOB
E-mail a.smirmnovi@nmydomain. ru

Mapone FEEEREEEEEENEERS

Onucadve  a.smirnovEmmydomain, ru

gwe r t vy ui oop
asdf gh j k |
& Z x c v b nm i@

2123 space return

Pucynok 6 — Pa3pen napameTpoB y4eTHOM 3anucu kiveHTa i0OS Mail

7. YO0enuTbcs, YTO BepXHHUH IlepeKyitouaresib ycTaHoBileH B 3HaueHue IMAP (puc. 7).
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18



® MaiLion

OTMEHHTE Hosan Danee

s Anekcanap CMHPHOB
E-miail &.5mirnowvEnmydomain. ru

Onucanwe  a smirnow@nmydomain. ru

Wram yana imiap . myd omnain. ru

qw e r t yuil op
a s df gh j k I
&G zZ x c v bnm @

123 @ 0 space return

Pucynok 7 — IlpopomxkeHnue pasiesna napamMeTpoB y4eTHOM 3anucH kiaueHTa i0S Mail

8. VkazaTpb mapameTrpnl cepBepoB (puc.8) ([ TOy4YeHHUs MapaMeTpPOB MOJKIIOYEHUs

obpaTuTech K aIMUHUCTPATOpPy cepBepa Mailion):
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OTMEHHTH Hosaa Oanege

Wma yana  imap. mydommain. ru
Wra nones.  a.smirnowEnmydomain. ru

Napone RSB RBENEEREREEE

Wrm yana  smtp.nmydomain. ru
KA nonez.  a.sminnowEnmmydomain . ru

Mapons TR

gqwe r t yu i op
asdf gh j k I
&G zZ x c v bnm @&

123 @ O space return

Pucynok 8 — IlapameTpsl cepBepoB BXOAsIel U UCXopsiel nouthl kiaveHTa i0OS Mail

— CepBep BxOoJisIled MOYTHI:

9.

Wmsa y3ima — uMs BUja imap.mydomain.ru;

HMsa monb3. — UMs 1I0/Ib30BaTesIs MOJIHOCTBIO (TO eCTh BMeCTe C JIOMeHHbIM MMeHeM
IIOYTOBOI'O  CepBepa — TeKCTOM IIocjie CHMBOJa «@»; BBeCTM WMs BHJA
username@mydomain.ru);

IIaposb — BBeCTH IapoJIb 111 CBOEN YYETHOM 3allvCH;
CepBep ucxopsien oyuTh:

Wmsa y3ima — umMd Byja: smtp.mydomain.ru;

Hmsa nmoab3. — MMs 10JIb30BaTeNIsl MOJIHOCTBIO (TO eCThb BMecCTe C JIOMeHHBbIM HMeHeM
[IOYTOBOI'O CepBepa — TEKCTOM IIOCJe CUMBOJIA «@»; BBeCTM MMsS BHJA:

username@mydomain.ru);

ITaposs — naposib y4eTHOM 3aluCH.

KochyTtbcs kHOnkKM CoxpaHuTs (puc. 9).
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OTMEHUWTb IMAP CoxpaHnTb

Q Mouta \ &/

3ameTkm

Pucynok 9 — Knomnka coxpanenus mapameTpoB nojkiatodenus mo IMAP knuenTa iOS Mail

2.1.3 Android

B naHHOM paspene onMcaHbl TPOIEIypPbl MOAKIIOUEHHUs Uil CIeAYIOIMX MOOUIIbHBIX
MTOYTOBBIX KIIMEHTOB:
— myMail,
— Microsoft Outlook,
— «MoiOduc [Iourar.
YTOoOBI MOAKITIOUNTD KJIMeHT myMail, Heo6X0AMMO BBITIOTHUTD CJIeTyIOle AeHCTBHUS:

1. B okHe BEIGOpa MOYTOBOTO CepBHca BhIGpaTh myHKT JJPYT'OM CEPBUC (puc. 10).
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may.com
(@ mail

fHnexc

M Gmail
Pambaep /
@8 Exchange
YAHOO!
@5 Outlook

OPYIOW CEPBMC

Pucynok 10 — OxHo BeIGOpa 110YTOBOTO CepBHca KiueHTa myMail

2. B oTkpbIBHIEMCSI OKHe IapaMeTpOB YYeTHOM 3allkMCH yKa3aThb CJIelylolllde CBefeHus
(puc. 11):

— B KauyeCTBe 3JIEKTPOHHOI'O ajipeca IIOYTOBOTO SIIUKA IOJIHOCTHbIO (TO eCTb BMeCTe C
JIOMEHHbIM MMeHeM TIOYTOBOTO CepBepa — TEKCTOM II0Cjie CUMBOJIa «(@»; BBECTU UMS
BUJA: username@mydomain.ru);

— BBeCTH MApOJib;

— HaxaTb kHonky BOUTH.
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[PYIOW CEPBMC

Pucynoxk 11 — OkHo mapaMeTpoB y4eTHOM 3anucH kireHTa myMail

3. Hacrpoiika mnapaMeTpoB [JOJDKHA TIPOMTHA aBTOMaTW4eCcKW. Ecid aBTOMaTHyeckas
HACTpOMKa HeJIOCTYITHA, OTKPOETCSl OKHO C MapaMeTpaMu MOJKI/II0UeHUs. Y 0eIuThCs, 9TO
B Oisioke IloxkamyiicTa, mpoBepbTe afipec cepBepa BbiOpaHo 3HaueHre IMAP.
— B 6iioke Bxonsimuii cepBep 33/1aTh Cileyolliye apaMeTphl:
e XOCT — ums Buja: imap.mydomain.ru;
e [loptr — 993;
e SSL — Bk

— B 610ke Ucxoasinast moura 3a7aTh CleAyIOIINe 3HaYeHHUs:
¢ XOCT — umsd Buza: smtp.mydomain.ru;
o [lopt — 465;
e SSL — Bk

— Haxarp kHOnIKy BoiTH.

4. Tlocne HacTpoMKM coefvHeHMs (B aBTOMAaTUYeCKOM WM PYYHOM peXXHMe) OTKpPOeTCs

OKHO IIpeJIOCTaBJIeHHsl JocCTyna K ¢ainaM. YToObl IpelOCTaBUTh AOCTYyH K dannam
YCTPOWCTBA, KOCHYTHCSl KHONKM Pa3pemmTh moctynm. YTOOBI IepedTH K CielyrolieMy

mary 6e3 rnpefgocTaBieHus AOCTYIA, KOCHYThCsl KHOIKU IIpomycTuTs (puc. 12).
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€ Her poctyna

Besz Pa3pelleHA HEBDIMORHO:

1. DEHORNATEL CHOR ABATEP W NPUKPENNATE dainb
K MHCEMY

2. COXpaHATL BNOMEHWA Ha YCTPOACTED W
ATKPBIBATE NPEARANHTENbHEIR NPOCMATR
BROKEHNA HA BECk JKpaH

PaspelluTs focTyn

MponyeTuTs

Pucynok 12 — OxHo pasperienuii st JocTymna K ¢aiiaM KiveHTa myMail

YTo06BI npeaoCTaBUTb OOCTYII K aHPECHOfI KHUT'e YCTpOI‘/’ICTBa, HEO6XOI[I/IMO BBITIOJTHUTD

CJleAyIOIIUe JeUCTBU:

5. B okne xocHyTbcs kHONKM Paspemmuts moctyn. UTobObl mepeilTv K cieAyolleMy Iiary

0e3 rpeoCcTaBIeHus 10CTyIa, KOCHYThCsl KHOTIKY IIpomyctuTts (puc. 13).

< Her goctyna

PazpelunTte AocTyn K KonTakTam v Bel
CMOKETE BhICTRO BbIBMDATL NOMyYaTenA NpKu
CO3AEHNN NMCBME.

PaapewmTb goctyn

MNponycTuTb

Pucynoxk 13 — OxHo pa3peliieHui Jijisl AOCTYIA K KOHTaKTaM KiiheHTa myMail
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6. OrobpasuTcs onoBelleHue 06 ycrenHoM 106aBjieHny y4eTHOU 3anucu (puc. 14):
— eciau HeoOXOJMMO HACTPOUTH TOJKJIIOUYeHWe [IJis ellle OJHOW YYeTHOW 3allkCH, TO
kocHyTbcs kHomku JJOBABUTD EIIIE OJIWH AIMWK v noBTOpWTH JIEWCTBHUS IO
HAaCTpOMKe COeIUHeHUS];

— eCJM Bce HeoOXOMMbIe YYeTHbIe 3alTMCH J00aBIIeHbl, TO KOCHYThCS KHOTIKH I'oToBO.

& [NoGapkte Baw email

AOEABHTE ELUE OHH ALWK

PucyHnok 14 — OkHO MOATBepKIeHUs it 10OABIeHUsT YIeTHOM 3aluCcH KiineHTa myMail

Yrobbl moAKIIOUUTh MOOWIBHBIM kineHT Microsoft Outlook st ycTtpoiictB Ha 6ase
OC Android, He06X0AMMO BBIIIOIIHUTD CJIeIyIOIIHUe JIeHCTBUS:
1. B oxne mupuBerctBusi BeiGpaTh nyHkT JOBABJIEHUE YYETHOM 3AIIMCH

(puc. 15).
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[o6po noxxanoeatb B
Outlook!

XpaHuTe BCe NUCbMa, KOHTaKTbl,
Gbainbl 1 Kanengapy B 04HOM MecTe.

[OBABJIEHUE YHETHOW 3AMUCKU

CO3[ATb YYETHYIO 3AMUCb
Pucynok 15 — Oxkno npuBetctBus kiauenTta Microsoft Outlook

2. B OTKPLIBIIIEMCA OKHe ,[[O6aBJ'IeHI/I$[ yquHOﬁ 3allMCH YKa3dTb B Ka4deCTBe 3JIEKTPOHHOI'O
aJipeCa HWMs IIOYTOBOI'O fAlIHMKA IIOJIHOCTBIO, TO €CTb BMeCTe C JOMEHHbIM HMEeHeM

II04YTOBOI'O cepBepa — TeKCTOM I10CJIe CUMBOJIA «@».

Bectu ums Buna: username@mydomain.ru (puc. 16):

3. Haxats xkHonky ITIPOJOJIAKUTD.
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[o6aBMTL YUETHYHI 3AMKCH

BeeguTe p SOOUHA MNKW NHYHBIA 2NEKT POHHBIA
aapec

a.smirnovi@&mydomain.ru

(Eive.com @outlook.com (@hotmail.com
& QOBABMTE AKKAYHT GOOGLE
& CO3OATH YHETHYIO 3ANWCH

8% Bodgwme © nomousio QR-KO08 Ml KOMABKOTERE

KOHPHAEHUMANGHOCTE M YCROEKWA

MPOACIHWTE >
Pucynok 16 — OxkHo nob6aBienust yaeTHOM 3anucu kivenTta Microsoft Outlook

4. OTkpoeTcsi OKHO BbIOOpa [jisi Twma mojkiitoueHus. Kocuyrtecs nkonku IMAP B 6rioke

Pacmmmpennas (puc. 17).
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& BblbepuTe TUM YYETHOI 3anucy

YyeTHas 3anucb Maitkpocodt
Office 365 Outlook Exchange

Apyras

v/ O G

Yahoo iCloud Google

PacwmupeHHas

] &

IMAP POP3

Hy»Ha cnpaeka?

Pucynok 17 — OxHo BbeIOOpa Tuna NojikiItoYeHys kiaventa Microsoft Outlook

5. B okue Ilogxmiouenune IMAP 3anaTe ciefyromnive napameTpsl (puc. 18):

OTobOpaxkaemMoe uMSI — BBECTH CBOe HWMsS B TOM BHjle, B KOTOPOM OHO JOJIXKHO
oToOpaxkaTbCsl Ui JIPYTHUX TOJb30BaTejied IIOYTOBOIO CepBUCa  (HArpumep,
«Aunekcannp CMHUPHOBY);
OmnmcaHue — BBeCTH OINKCAaHKeE JJIsi CBOEro MOYTOBOTO sIUKa (Hanpumep, «PaboTay);
3anosiHUTh 6510k IMAP — cepBep Bxojsiiieil oYThI:
Hmsa yzna IMAP — BBecTu uM4 Buza: imap.mydomain.ru;
Nma nmonb3oBarenss IMAP — mnonHOCTBIO (TO eCTb BMeCTe C JIOMEHHbIM HMeHeM
MOYTOBOTO CepBepa — TEeKCTOM TIocjie CHUMBOJla «(@»; BBeCTH WMsS BHUa:
username@mydomain.ru);

ITapons IMAP — BBecTH 11apoJib /IJIsl CBOeH Y4eTHOH 3aIuCH;
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— 3anonHuTh 6710k SMTP — cepBep ucxosIen MoYThI:
e Wmsa yzna SMTP — BBecTH UMs y371a C HOMepoM IopTa Buza smtp.mydomain.ru:465;
e Vima nmosb3oBarenss SMTP — mnonHocTeio (TO ecTb BMecTe C JIOMEHHBIM HUMeHeM
IIOYTOBOI'O CepBepa — TEeKCTOM IIOCjle CHMBOJIa «@»; BBeCTM UMS BHJA:
username@mydomain.ru);

e Ilaposs SMTP — BBecTH napoJib Jisl CBOel Y4eTHOM 3allrCH.

< Togkniouenue IMAP @ v

Anekcangp CmupHoe

Pa6oTa
IMAP-cepBep BxoAALLEl NOYTDI

imap.mydomain.ru

a.smirnov

SMPT-cepBep MCXOAALLEN NOYThI

smpt.mydomain.ru:465
a.smirnov

Pucynok 18 — Oxno napametpos nojkitodenus: IMAP kivenTta Microsoft Outlook

6. KocHyTbcsl KHOIIKM OATBepKAeHUs « ¥y, pacIojio>KeHHOU B IIPAaBOM BepxHeM YIJIy OKHa
«Ilogxmouenne IMAP».
Yrobsl nonkitounTh KiMeHT «MonOduc [lodra», HEOOXOOMMO BBINIOJIIHUTL CJeAYIOLre
IeVCTBUS:
1. B cmmcke TmOYTOBBIX CEPBUCOB BBHIOpPATh ® Mailion (puc. 19). Otkpoetcsi 3KpaH

dBTOPH3dllUN.
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16:26 al LTE@ )

BownTth yepes

LJ

MonOdmc

Mailion

Mail.ru

2 o

«

Anpekc

+ [Opyras no4dta

O nporpammve

Pucynok 19 — Cnucok nouroBbix cepeucoB « MorOdwuc [Togra»

2. B none Aapec 3.1. IOYTHI BBeCTH aJipec 3JIeKTPOHHOM IOYTHI.
B mosie ITaposb BBeCTH ITApOJib OT YY€THOM 3aIHCH.

4. IlepenBuHyTbh TepekjouyaTelb YKa3aTh CepBep BIPaBO, YTOObI OH IPHUHSJ BUJ
[TostBUTCS TTyCTOE TIOJIe — BBECTH B HETO ajipec cepBepa.

5. Haxatse kHOonKy Boiitu (puc. 20). Otkpoercs nanka Bxopsiiue.
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16:26 o LTE@

® Mailion
BoiauTe B y4eTHyHO 3anuchb
Apnpec an. no4Ts!

a.smirnov@mydomain.ru

Maponb

o0ooc0000O® Q

YkasaTtb cepBep .

Cepeep
mydomain.ru

MapameTpbl NOAKMIOYEHUA MOXHO MONYYUTL Y Ballero
CUCTEMHOro agMuHucTparopa

O nporpamme

Pucynok 20 — Bxop B yueTHyto0 3anuck Mailion

2.1.4 Mozilla Thunderbird

Yrobbl mOAKIIOUNTH ydeTHyI0 3amuch [IO0 Mailion B modroBom kimente Mozilla

Thunderbird, Heo6x0/IMMO BBITIOJIHUTD CIEAYIOIIME IeUCTBUS:
1. B neBoM BepxHeM YIJIy OKHa INpOrpaMMbl BbeIOpaTh JIokajdbHBIe NAaNKU M HaXaTb
kHonKy IlapameTpnl y4éTHOH 3amHMCH B IIpaBOM BepxHeM yIily okHa (puc. 21) s

OTKPBITHS OKHA ITapaMeTpOB.
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B3 Nokansmbie nanku ‘ () @ = m] x
Monyunte | v Cosnats QQUar @) Anpecnan kuura Metka v BeicTpsi duasp | Mowcdg| = | Cobbitna < > X
v B3 NokanbHbie nanku ~
B Yaanenmoic B3 /okanbHbie nankv LF MapameTps yueTHo#A 3anucy
5] Uoxoaawme
0\ Mownck cooblueHni v ¥npasaeHve GuabTpamu coobueHni

BbiBepuTe, UTO HYXKHO HaCTPOUTL

B 3nektpoHHan nouta KaneHaapb E] AapecHan kHura
0 Yar S Filelink N JlenTsl HoBOCTEIH

& rpynnsl HoeocTeit

WmnopTt 13 apyroii nporpammbi v

{) Troroeo (i8) MeponpuaTia ~

Pucynok 21 — Knomnka nepexoza k napametpaM y4eTHOHM 3anucu kiameHTa Mozilla Thunderbird

2. Haxatb KHOIIKY ‘v, PACIIOJIOKeHHYIO CIIpdBd OT CTPOKKU HEﬁCTBI/Iﬂ I y‘-IETHOﬁ 3allUCH.
B PaCKpbIBIIEMCSA MEHIO BbI6paTb KOMaHY HOG&BI/ITB YUueTHY 0 3alucChb IIOYTHI...

(puc. 22).

EE
@
|
m}
X

- JlokaneHble nanky ‘ ED MapameTpel yuéTHOW 3annc X ‘

NapaMeTpbl YY4ETHOW 3anmcu

AHTW-CMam GUAbLTP

JIUCKOBOE NPOCTPAHCTRO 3Ta yyéTHad 3anucb ocobeHHad. C Heldl He CBA3aHbI HUKaKue NepCcoHanbHbIE faHHbIE.

Cepeep ncxoasauweid noutsl (S... Vma yu8THOA 3anwcwk: | JloKaabHble nankv

XpaHunuwe coobueHnii

OuuLaTth NpU BbIXOAE Nanky «<YAanéHHble»

N06aBUTL YUETHYHO 3aMUCh MOUTHI... .
y y k 12 COOBLIEHWA:

[l06aBnTb YUETHYHO 3aMWCh YaTa...

H0B3BUTE YUETHYIO 3aMMCh NEHT HOBOCTEI... Tanor: CAUsers\UserUser\AppData\Roaming\Thunderb 0630p...

J1063BUTb APYTYHO YUETHYHD 3aMMCh...

| JelcTera aAna y4ETHOM 3annucn v ‘

(&) Troroso

Pucynok 22 — MeHto geicTBUs ¢ yueTHOM 3anuchio kiveHTa Mozilla Thunderbird

3. B oxnHe Hacrtpoiika umemoIneiicsi y BaCc Y4eTHOH 3allMICH 3JIeKTPOHHOHM IOYTBI
(puc. 23) BBeCcTH ClleflylolIye JaHHbIe:
— B nojie Bamre mMs: cBoe MMS B TOM BHUJe, B KOTOPOM OHO JIOJDKHO OTOOPaXkaThbCs

IUTsI IPYTUX T0JIb30BaTesiel MoYTOBOro cepBrca (Harnpumep, «Asiekcanip CMUPHOBY);
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— B 11oj1e Afipec 3J1. HOYTHI: IIOJTHOCTBIO (BK/IFOYAsl IOMEHHOe UMS TIOYTOBOTO CepBepa —
TEKCT MOCJie CUMBOJIa «(@») UMs BUJIa username@mydomain.ru;
— B niosie IIapoJsib: aposib JIJisi CBOer y4eTHOM 3aluCH;

— HaXkaTb KHOIIKY IIpoo/LKuTh.

HECTpodcE waisupsAcn y BAE yuSTHON JAMACH SASKTBOHROR NOUTe =

HacTpoiika meroweiica y Bac y4ETHOM 3anucK
INEKTPOHHOW NOYTEI

HnoasionaTe Bl TEsyum/m AAREE MAEKTROHHOR Noufm

Bapipe v Anescanap Cuepros O
ARPEC 3 MOUTHE a.smirnowEnmydomain. ru
ﬁapcmu BEREEEEEREERRRES

< JAROMHEATE AADOSE

HBCTPOMTE BRyEy., Crpgema MpoacaErTs

Pucynok 23 — OxHo HacTpo¥iku y4eTHOH 3anucu kiveHTta Mozilla Thunderbird

4, HporpaMMa MoJjry4aeT HaCTPOﬁKH OT cCepBepa dBTOMATHUYECKH. Korna IIOABHUTCA

coobmierre «Kondurypamus HaiiieHa y mnpoBaiigepa», HakaThb KHONKY I'oToBO
(puc. 24).
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HacTpoAKa e uERcn y BBE YUSTHOR SAMACH IAEKTROHBOR MoyTs = I

! HacTpoika MMeroWenca y Bac YYETHON 3anucK
INEKTPOHHOW NOYTLI

MEROALIOBATE Bl TECUMA BAMEE IAEKTROHHOR NoYTo
By Amin: AnentARAD Cuepros

AZPEC 30 MOUTEE a.sminowEmydomain.ru

n-a,pﬂn'lbl BEREEREERERREREE
<+ JANOMPENTE NADOSE
Baiise WA MoALIOEITEAR L Ul E'

W KORSHIVOALAA HARSEHS ¥ BOBAAAREA MAECTOOHHOA MOYTH

NpoToooa
Bxolsean; m imap mydamainrg 550
Womanuas BT srmipienydornainr S50

Faen RoAs3oRATEAR: A SmiFmowiimiydanmain g

HBcTpoTs BRyuHy... Omtena Ferose

PucyHnok 24 — YBemomienue o nosyueHnu KoH$uryparmu kiavienta Mozilla Thunderbird

5. Ecnm aBTOMaTHueckass HAaCTPOMKa He TpOIIa YCHellHO W TOSBWIOCH CooOIneHre 06
omurbke, HAXXaTb KHONKY HacTpoUTh BPYYHYH..., PACIIOJIOXKEHHYIO B JIEBOM HIDKHEM
yriny okHa HacTpoiika umeromielicsi y BaC y4eTHOH 3alHMCH 3JIEKTPOHHOM IIOYTHI

(puc. 25).
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[ Hacrpoiea wuerowseica y sac yuer % |

{ACTPOAE HMEHULEACH ¥ BAC YUSTHOR JAMACH IASKTROHEOR NOuTa

HacTpolika WMEoWEenca y Bac YyYETHON 3anucK
3NeKTPOHHOW NOYTHI
Henoasion T Sl PEGyual AADEC AEKTHORNOR NoUTm

B wmia Anescangp Cumepeos
ASDEC 3L MOUTHE Asmirmcraiiilad mydamain
na,FI'D.I'IbC FEEEEEEREEE RN

' lARoMEETE NAD0SS

Bause WMA NONEIOBATENR Fila s £ ik G:'

Ousdfic SyTeHTndrcaiidn. BocgbnHbe pubTHe JAHHSE HEBEDHE,
ARSO BAA BNOLN B CHCTEUY TREBYETCA OTREABHOS MMA
NONEI0EATERR, (Wm0 310 MUE NONLIHIATERR, HONONLTFEMOE
HRA B0 B B0MEH WInCOWS,  MAEHEL JOMEHS HAM GEY Hero
(Hanpuuen, janedos wan ADVanedos).

HACTROHTE BRyIHyRL., Opgera Mg ORSNEMTE

Pucynok 25 — KHonka nepexojia k pyyHOU HaCTpOMKe ISl TO/IK/II0UeHHs KJIMeHTa

Mozilla Thunderbird

6. B packpbiBieMcs 0j10Ke Iosied 3a/1aTh Cilelytoliye rnapameTpsl (puc. 26):
— IIporokon: Bxoasimuii — IMAP;
— Cepgep:
e BXOJSINUI — UMs BUJIa imap.mydomain.ru;
® uHCXOASIIMi — UMs BuAa smtp.mydomain.ru;
— Ilopr:
e Bxoasmmi — 993;
e ucxoasmuid — 465;
— SSL:
e Bxomammid — SSL/TLS;
e ucxomammit — SSL/TLS;
— AyTeHTHdUKAIMS:
® BXOJSIIUI — 0OBIYHBIN [1APOJIb;
® HCXOISIIMI — OOBIUHBIN [1ApPOJIb;

— Hwmg4a nosp3oBatend:
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® BXONAIIUMA — IIOJHOCTBIO (TO ecTb BMeCTe C JOMEeHHbBIM HMeHeM II0YTOBOI'O
cepBepa — TeKCTOM I10CJle CUMBOJIA «(@») BBeCTH UM BU/Ia username@mydomain.ru;

® MCXOIAIIMI — IIOJIHOCTBIO BBECTH UM BHa username@mydomain.ru.

HACTHROMAEE M e HMUSACH  BAE YUSTHOR BAMACH SASKTBOHHOR Mot =

HacTtpoiika nmeroweica y Bac Y4ETHOW 3anvcK
B.J'IEKTPDHH{:IH NoYTEl
PHNOALIOBA TS BS PRI R AP MNEKTROEHOR NoUTH

[T T ARERianAD CupDHOE
ARDEC L MOMTBE s ycanm.ain
Mapone: T T e

< 3anompdTe Napiee

Bawe uMa nonb3oeaTens | BAL AOMEH sawe wus non 6]

Chus B TRl A, BRIl b R THEN JAHHRE HEBEEN,
AAGE SRR BXOS3 B OACTEMY TREGYETCN CTARNBHOE MM

Al noncsosaTERn OG0 310 MUSE NOALSOBATEAR, WENGABTIEMOE
ANA NEOAE B gosseH Windows, © Muenen JoMmena wa B3 Hero
(Hangsueg, janedoe A ADVanedoe),

GRLLUTTL OROARLLEE

Mpotonoe AP W  SMTP
CepBeEp: A Fydarmain nl SrpL My b
Mopr 93 | AR5 s
S5 S5LTLS ¥ SSUTLS hd
MyTerTndunalg s Oieyrud napant ¥ Dfwurbd Napoas b
Mun noas3oeatenn: | ASmimosErmydanain a sy can.ain n

flonogremeas=an HacTpofica

Orpeesia Ngperecraposate  Mgroso

Pucynok 26 — biok noseit ¢ mapametrpamu nojkitodenus kiventa Mozilla Thunderbird

7. Haxarp xkHolKy IlepeTecTupoBats. [losBUTCS cooOIIeHre O TIOTy4eHUH HaCTPOeK.

8. Haxatp xHonky I'oToBo.
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3 HAYAJIO PABOTHI

3.1 CraproBas cTpaHuna

[locne 3amycka cuctembl oTkpoercs crapToBasi crpanuna [IO  Mailion (puc. 27),

coJieprkalliasi CielyIoliye 3JieMeHThl YIIpaBIeHMUs :

A\

II0JIA OJI4 BBOJid JIOTHHA U I1aPOJIAd;

THUIIEPCCBUIKY 3a0bLTH IIaPOJII)? Ha MeXaHH3M BOCCTAHOBJICHMS 3a0bITOrO I1apoOJId;

kHoTKy BoiiT;

runepccbuiky IlommTHka KOHQHUAEHIHAIBLHOCTH Ha 00K MHOpPMAIMU O MOJIUTHKE
KOHQUEHITUAJIBHOCTY;

TUIIepCChUIKY Y CI0BHSI MCIOJIB30BaHHUS Ha JIMIEH3WOHHOe COIJlallleHWe C KOHEeYHBIM
[10JIb30BaTesieM IIPOAYKTa;

KHOIIKY BbIOOpa si3bIKa MHTepdeiica.

&) MaiLION

NoruH

a.smirnovi@mydomain.ru

Mapone

AEREEREREEEES Py

BoiTK

3aébinm napons?

Pucynok 27 — CraproBas ctpanuiia [10 Mailion c 3amosiiHeHHBIMU MTOJIIMA

[Tocne obuoBnenus Mailion 10 Bepcum 2.1 y HeEKOTOpBIX IMOJIb30BATeNle MOTYT
BO3HHUKHYTh IPOOJIEMBl C ABTOpH3allMed WM OTKPBITHEM CTPAHHUIBI BeO-IPHIOXKEHMUSI.
B Takux ciydasx pekoMeHlyeTCsl OYMCTUTD Kelll, BKIII0Yas IAHHbIe CAlTa, B UCII0JIb3yeMOM

bpayaepe.
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s Bxona B [10 Mailion crenyert:

1. Ha craproBoii cTpaHulle TIpWIOXEHUSI BBeCTH JIOTMH [oOjb3oBarens. [s
3apeructpupoBaHHbix B [0 Mailion monb3oBartesieii B kayecTBe JIOTHHA HCIIOIb3YeTCs
aZipec 3JIeKTPOHHOM IIOYTHI, BKJIIOYasl JIOMEHHYIO YacTb.

2. Bgectu nmaposb.

3. Haxatp kHONKY BoiTH.

HpI/I IIOIIbITKe BBOJld HEBEPHbIX JIOTMHA WKW II4dpPOJII HaA KHonkoH Bo¥TH 1OIBUTCI
COO6]J_I€HI/IB «HEBEpHI:IfI JIOTHH WIH IIAPOJIb».

@ IIpy HeckoJBbKMX TIONBITKAaX BBOJA HEBEpHBIX JIOTMHA WIM IAposisd HaJ KHONKoN BoiTh
nosiBUTCS coobiieHre «CIIMIIKOM MHOr0 HeyJa4HBIX NONBITOK Bxoma. OOparurech kK
AIMMHHUCTPATOPY».

A)IMI/IHI/ICTpaTOp CHUCTEMbI YCTAHABJIMBAET:

I — KOJIM9eCTBO IIOIIbITOK BBO/Id HEIIPABUJIbHBIX JIOTWHA WJIW I1apPOJIA;
— BpeMd, 10 UCTeYeHUI0 KOTOPOro MOXXHO CHOBA IIOIIpO6OBaTb BBEeCTHU JIOTUH U I11apOJIb.

MO0>XHO BOCCTAHOBHUTD 3a0BITHINA IapoJib.

3.2 BoccraHoBiieHHe 3a0BITOr0 MAPOJIS

J11st BoccTaHOB/IeHUSs 3a0bITOTO MTApOJIsi HEOOXOAMMO BBITIOTHUTD CJIeTyIOlre JeHCTBUSI.
1. IlepeiiTu mo rumnepcchuike 3a0bLIH MapoJIb? Ha cTapToBoi cTpaHuIle I10 Mailion.
2. B otkpsiBiiemcst okHe BBecTH cBOM jiorvH B [10 Mailion (¢ momMeHHOM 4acThbiO).

3. Haxate kHONIKY BoccTanoBuTSH (puc. 28).
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¢ Hasap

BoccTtaHoBneHue A0CTYynNa

BeeguTe NOrMH, Mbl OTNPABUM MUCHMO
Ha PE3EPBHYH NOYTY.

Norud

a.smimov@mydomain.rq

BoccTaHoBUTL

Pucynok 28 — ®opma BoccTaHOBIIeHUs 11apoJIs

CchbuiKka Ha BOCCTAaHOBJICHHE MapoJid 6y21€T dBTOMATH4YeCKH HallpaBJIEHd Had pESEPBHbIﬁ azipec

BHQKTpOHHOﬁ IIOYTHI I10JIB30BATEeJIA.

3.3 IByx¢dakTopHasa ayreHTHPUKaAIUSA

Jns 3amuThl OT HecaHKIMOHMpoBaHHOTO poctyna B [I0 Mailion npemycmorpeHna

IByX(paKTopHas ayTeHTU(PUKAIMS [10JIb30BaTEJIs.

Hacrtpoliky oToOpakeHUs IBYX(aKTOPHOW ayTeHTUPHUKAIUU Ul IO0Ib30BATels] MOXKET
i|‘_~ OCyIIeCTBUTh ToOJbKO amMuuuctpatrop [IO Mailion. [logpo6uHee B moKyMeHTe
«Mailion. PykoBojicTBO 110 aIMUHUCTPUPOBAHUIOY.

st nByxdakTOpHOM ayTeHTUOUKAMKM HeoOXOOUMO IIpe/IBApUTEeNIbHO YCTAaHOBUTH Ha
MOOMJIBHOE YCTPOUCTBO NpuioxeHue «SHmekc. Kittou» v BBIIOTHUTS CllelyIolye AeHCTBUS:
1. 3anyctuth mnpwiokenue «SuHmekc.Kmou» Ha mobwibHOM —ycrpoiictBe. Hakathb
ToCJIeJIOBaTeNIbHO Ha KHOMKY +, JIpyroii cepBuc, /lo6aBUTH Bpy4uHyI0. 3aMI0THUT TTOJIS:

— HasBanue cepBuca;
— Jlorumn.

2. llepewitu Ha cTpanuny aBropusanuu [10 Mailion.

3. 3anoJiHUTH M0JIS JJIs1 BBOJIA JIOTMHA U [TApOJIsl U HaXKaTh KHONIKY BoHTH.

4. B okue Hacrpoiika 0e3omacHoro gocryma HakaTb Wnu HCHOJIB3yHTe CeKpeTHBIH

K104 (puc. 29).
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< Hasap

HacTtpoiika 6e3onacHoro
AocTtyna

Oterkanupyinte QR-kog B npunomedui «Angexc. Knoys,
yTOGbI NPUBA3ETE K HEMY BALUY YHETHYH) 38NUCh.

;2]
- o

[=]

I Wnu McnonbayinTe CeKpeTHBIR Koy

Hanee

Pucynok 29 — Okno HacTpoiika 6e30macHoro gocryma

5. Bsectn HpeHHOXEHHblﬁ Ha CTpaHUIIe CBKpETHbIﬁ KIIIOY B IMPpUJIOXKeHHr

«Snpexc.Kimrou» (puc. 30) 1 Ha MOOMIIBHOM YCTPOWCTBe KOCHYThCS KHOIIKU Jlasiee.

4 Hazap

CekpeTHbIN KNnioy

Y1o6e! NPUBA3ETE YHETHYIO 3ANUCE BRYYHYHD, BBEAMTE
chnegylowmre CHMBONL! B NPUNOMeHul cAngexe. Knmoys

Wnu otckanupyiTe QR-kog

Hanee

Pucynok 30 — Knormka [lamee
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6. Baectn OI[HOpHBOBbeI NapoJib, CFEHepI/IpOBaHHbIﬁ MPpUIIOXKXKeHUEM «HHI[GKC.KJ'[IOLI», MU Ha

CTpaHHIle HaXkKaTb KHONIKY 3aBepmHTh (puc. 31).

{ Hazap

3aBeplueHne HaCTPONKM

BeeaguTe 0AHOPAZ0BLIA NAPONL, CrEHEPHPOBaHHBIR
NPHAOMEHWERM « Axpexc. Knwss

OpHopasoesii Naponk

Wk _—

JasepwnTe
Pucynok 31 — Knomnka 3aBepmnTh

[Tocse aToro ocymiectButcs nepexon k unrepdeticy [10 Mailion.
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4 OB30P UHTEP®ENCA

4.1 T'naBHOe OKHO

B ryiaBHOM okHe Mailion Haxonsatcst anemMeHThl MHTepderica, IpeloCTaBIIsIoNINe JOCTYI K
OCHOBHBIM (PYHKIIHSIM [TPOTrPAaMMBbI.

BHemmHuil BU U COCTaB TJIABHOTO OKHA MOXET MEHSIThCSI B 3aBUCHMMOCTH OT HAaCTDOEK U
pa3Mepa okHa Opaysepa. B KoHGUTypammu 1o yMOTYaHHUIO U IIMpHHe OkHa 6ostee 1240 nukcerneit Ha
cTpaHuIle OYIyT Cile[lyIoliiye 371eMeHThI (puc. 32):

— MeHI0 OpUIOXKeHus],

— Ilanens HaBUraIMy,

— Pabouag ob6sacTs,

— O6sacTp yTeHud.

MaHens HaBUraunuu PaBoyas obnacTe O6nacTb 4TeHUA

on,nnu.melqu l m e85 0 @ 20

Henpasm Ba. C nnooke Fwd: Barpeua

rane 2
A - Crmnprona Enena
Jeofipeif neve! Borpess sazsauena Ha 1500
BCrpewa OTRENAL.. 11122004
[ p—
Betpeus sTazns O &
e CMmpiona Enera
Dpeif neksl BOpess azsauena Ha 1500
BCUpewa OTAENAL.. 26112004 FH0TPEIR [EHGT LOTRE3 HAHIUEHA Ha 1)
Crapranss A o

Berpeua arge
Crmprona Enesa 20062034
OTwaHeds: HOB... 15082004 ut e, 70 10:51:36 2024 GMT=0300 e smirneva @ riydomsin i Tobpes sesi! Brpeus masiess 1a 1500

asmimov Yepeonis

o CrMuprosa Enexa O ¥
o ColbiTue OTHEN... 1508304 20062024

CHApHOR ANPECIHAR

Fwd: Borpewa 20062024
(iR FneHa

S T EOELS J0ENT o i, 20 10:51:36 2024 GMT+0300
MipasEATo: NPOBE... 1900202 e.smirnova@mydamainru
Cuiaphacs Anexcanap
PO Dofpei gewesl Borpeya nassavena wa 1500,
° Cofpanme 121 °
CmiapkoR Aneecanan ol

MeHo NPUAoXEHWA

Pucynoxk 32 — I'maBHoe okHo Mailion

Ecnu mmpuna okHa Opay3epa MeHbiie 960 nukceneidt, To MeHI0 NPUJIOKeHUs U
@ Ilanear HaBMranmm He oroOpaxkarorcs. s AOCTyma K HUM CleIyeT HaxXaTb

KHOIIKY — , KOTOpas IOSBHUTCA B 3aroyioke Pagoueii o01acTu.
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4.2 MeH10 IpUI0KeHHUSA

Menio npuioxkeHuss — eauHoe [y BceX pasfenioB  Mailion. OHo mno3BomsieT

IMepeKkIYdaTbCAa MeXAY pa3fgejiaMU IIPUI0KeHNd U COAepKUT CJIeAYyIolire 3JIeMeHThI:

- — 0T06pa>1<aeT WJIM CKPBIBAeT IlaHeJb HABUTaAllUH;

- — otkpbiBaeT lIlpoduian moJib3oBaTesiss (MMaHelb, COJiepKaillasi KOHTAaKTHYIO

“HGOPMAIIMIO TI0JIb30BaTesIsl, HACTPOMKHU si3blka HMHTepdeiica U 06e30MaCHOCTH YYeTHOU

3aIIMCH);
— Y] — orkpruiaer pasnen Ioura;
- OTKpBIBaeT pasnen KajieHaaps;
— |2] — orkpsiBaer pasnen KoHTaKThI;
-®— OTKpbIBaet crpaBky Mailion;

— {} — OTKPbIBAeT pa3iell I0JIb30BATEJIbCKUX HACTPOEK.

4.3 Ilanenn HaBHramHuHu

ITanens HaBUT'dIIUU TIPUCYTCTBYET BO BCeX pa3lejldX IMPWIOXKEHUd U COLEepPXUT ClieAyroliue

3JIeMeHThI:

— 3aro10BOK — Ha3BaHHE OTKPHITOTO pa3zerna Mailion;

~ Kuonka C — 3arycKk 0OHOBJIEHUSI JAHHBIX OTKPBITOTO pa3iena;

— UndopmanuoHHbIii 010K — [1aHHBle YYETHOM 3allMCH I0JIb30BaTeslsl — WMs M ajpec
3JIeKTPOHHOM TIOYTHI;

— IlenTpanbHblii 6,10k — GYHKIIMOHAILHOCTh TEKYIIero paszena;

— JononHuTeJbHbIH 0JIOK — CIOMCOK Bja/iefiblleB  Y4YeTHBIX 3aluced, KOTOpble
MIPeIOCTaBWIIM TI0JTb30BATENII0 JOCTYIT K CBOUM pecypcaMm (B 3aBUCUMOCTH OT Ppasfiejia —

O6H_[I/Iﬁ HOCTyIl K YHETHOﬁ 3amucu  Jubo AOCTYII K CBOMM IIdIIKadM, KadJIeHIdpsaM,

KOHTAKTaMm).

@ [Mvprny IlaHenu HABUraluM MOXHO MEHATH, IEpEMEIAsl €€ MPaByK I'PAHUILY
BIIPABO WJIM BJIEBO IIPH 3a’KATOM JIEBOW KHOIIKE MBIIIH.

4.4 Pabouas o0sacTh

PabGouasi ob0gacTh mO3BOJIIET IIPOCMATPUBATL CIIMCOK IIMCEM AKTUBHOHW MAIlKM W CIIMCOK
KOHTAKTOB aKTUBHOM aHPECHOﬁ KHHUT'H, BBI3BIBATH Cl)OprI CO31aHH4 ITHMCeM, COOBITUM U KOHTAKTOB, ad

TaKXe OCYIIEeCTBJIATH IIOUCK.
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Pabouas 001acTh COIEPXXUT CIleIyIOI1e 3JIeMeHThI:

— 3aro10BoKk — 0TOOpakaeT HAMEeHOBaHWe aKTUBHOM TAIKY, KaJIeHJJapHOTO TIeproJia UiIu
aZipeCcHOM KHUTH (B 3aBUCUMOCTH OT OTKPBITOT'O pa3/ieia).

— Ilanenb MHCTPYMEHTOB — COJIEPXXUT KHOIKU [IJI1  BBINOJHEHUs JeUCTBUM C
0b6beKTaMu — TI0MCKa, COPTUPOBKH U MPOYMe, B 3aBUCUMOCTU OT TeKYIlero pasfiejia u
HAJIM4YMs BbIOPAHHBIX OOBEKTOB.

— Cnucoxk nucem wivi Pacnucanue wi CHHCOK KOHTAKTOB — OTOOpaXkaeT OOBEKTHI B
MIPOCMaTpYUBAaeMOM Tafke IHMCeM, KaJleHJapHOM TIepuojie WM aJIpeCHOM KHure (B
3aBUCHUMOCTH OT OTKPBITOT'O pa3jiena).

— Knonka IlOﬁaBJIeHI/Iﬂ — IIO3BOJISET:

— CO034aTh ITMCHbMO,

o — co311aTb COOLITHE;
e — CO311aThb KOHTAKT.

@ [Mupuny Padoueil o01acTH MOXXHO M3MEHATh, NEpEMEIasi €€ MPaByl0 TI'PAHUILY
BIIPABO WJIM BJIEBO C IIPH 3a)KAaTOM JIEBOW KHOIIKE MBIIIH.

4.5 O0sacTh YTeHUusa

Obnacte ureHust npucyrcTByeT B pasfenax Iloyra ¥ KoHTakTel U 103BOJIsIET
IIPOCMaTpUBaTh OOBEKTHI, BbIOpaHHbIe B Paboueii ob0s1acT.
BribpaTth cxemy oTobpaxkenusi Oosactu urenuss MoxxHo B 610ke Hacrpoiika > Iloura >
HuTtepdeiic > CTpyKTypa HaCTpOeK MOYTHI:
— Iloka3piBaTe cnpaBa — OOsacTte ureHust OyjeT oTOOpaXkaTbCsi B IIpaBOM YacCTU
I'maBHOrO OKHAa (BUJI [10 YMOJTYaHUIO);
— Iloka3piBaTh cHH3y — OOgacTe ureHust OyleT OTOOpaXkaTbCs B HIDKHEH YacTU
I'1aBHOrO0 0KHa 11oj; Paboueii ob6s1acTbio;

— CkpoITh — O0aCTh YTeHUs OyJIeT CKpbITa.
O0JacTh yTeHust OyfeT aBTOMAaTHYECKU CKpBITA, €CIM LIMPUHA OKHa Opaysepa

@ Menbie 960 mukceneit. CMCOK MUCEM aKTHMBHOM IMamnKd OyJIeT OTOOpakaThCs B
Pa6oueii ob1acTm.
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5 ITPOPNJIb ITIOJIb3OBATEJIA

5.1 UuTepdeiic

B BepxHell yactTu MeHI0 IpHJI0OkKeHHs PacIOjioXKeHa Kpyrjas KHOIKa ¢ OykBaMu JIMOO

PUCYHKOM, TP HaXXaTHKW Ha KOTOPYIO

(puc. 33).

Mpodune

a

Agpeca email

Pafiousii

esmimava@mydomain.r

Hacrpoiixu

MeHo NPpUNoXeHA

CMrpHoea Eneda
e.smirmova D mydomainru

Wenonsaoeano 43,38 MBwa 1

KouTakTHaa wHdopMaums

elenasmirmova@mydomain.n

17

B PabGoueii o6sacTu otoOpakaercs mnaHenb IIpodguian

Pabo4yan obnacte

l

Pucynok 33 — HuTepderic npodusis moab3oBaTeis

Ha nanenu IIpo¢guns npencrapieHa ciueayoomas tHGOpMaIus:

1. H3obpaxenue (aBaTap) rosib3oBaresi (CM. fo0aBiieHre U pelakKTHPOBaHUe aBaTapa).

Wms, dpamumnusi, oT4ecTBO (TIpY HAJIMYKK) [T0JIb30BATEJSl U ero MOYTOBBIM afipec.

2
3. KBora IM0JIb30BaTeJId, YCTAHOBJIEHHdS dIMUHUCTPATOPOM.
4

['pynmel mosedi, comeplkaliye [EPCOHAIBHYIO M OPraHM3allMOHHYIO HWHPOPMALHUIO O

II0JIb30BaTese.

5. biox Hactpotiku, copepxaiinii cieyiomiye 3JieMeHThl:

— Bunibop s3bika uHTEpderica;

— Ccpuika JJI UBMeHeHUd 11apOoJId,

— Ccpuika 118 BbIXOZA U3 YYETHOM 3allMCH Ha BCeX yCTPOMCTBAaX.
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6. Kuonka BreriiTi JIJI BBIXOJA M3 aKTHUBHOM y‘IETHOﬁ 3dlIMCHU U I1epexold Hd CTAPTOBYIO

cTpanuily Mailion — pacrosio>xeHa B IpaBOM BepXHeM YTJIy CTPaHHUIIBIL.

5.2 JloGaBiieHHe U pelaKTHPOBaHHe aBaTapa

[To ymomuanuio Mailion ucnonb3yer aBatap, KOTOpBHIM (OpPMHpYeTCs aBTOMAaTUYeCKU W3
azipeca 3JIeKTPOHHOM IIOYTHI II0JIb30BaTENsl WIA er0 MHUIUAJIOB, eCIIM B y4eTHOM 3alliCH yKa3aHbl
M4 U / win GaMumusl.

[Tosb30BaTenb MOXKeT 3aMeHUTh aBaTap II0 YMOJIYaHUIO Ha APYrou. /s storo tpebyertcs
3arpy3uTh H300pakeHue, KOTopoe OyJleT MCII0JIb30BaThCsl KaK aBaTap, U HaCTPOUThH aBaTap B OKHe
penakTUpoBaHus u3o0OpakeHni. [lomb3oBaTeslb MOXeT 3arpysuTb MU HacTpouTh o 10 aBatapos,
OJIHAKO aKTUBHBIM B JJaHHBI MOMEHT (MCIOJIb3yeMbIM B UHTepdelice U 0ToOpakaeMbIM ISl APYTUX
II0JIb30BaTesiel) Bcerza SBisgeTCs eJUHCTBEeHHBIN aBaTap.

AKTHBHBIM aBaTap CTaHOBUTCS B CiIy4ae, eCjiv 3TO:

— e[JUHCTBeHHBIM aBaTap (B TakoM cilydae oOToOpakaeTcs  aBTOMAaTH4eCKU

copMUpOBaHHBIN aBaTap);

—  aBaTap, KOTOpBIY II0JIb30BaTeNb J06aBUWI NIOCIeHUM;

— aBaTap, KOTOpBHIA I10JIb30BaTejb BBHIOpPAJl B KadeCTBe aKTUBHOIO (CM. OPOIelypy

3arpy3KHy aBaTapa).

,HJ'IH 3dI'Py3KHu I/1306pa)KeHI/I$I n HaCTpOﬁKH dBdTadpada CJiefyerT:

1. Ha manemu Ipo¢uns maxats kuonky EJ, oTkpoeTcs cucTeMHOe OKHO BEIGOpa daiina

(puc. 34).
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Pucynok 34 — OxkHo BeIOOpa dariia Jj1s aBaTapa

2. BoiOpaTh daiii, HaXOASAINUMNACA HA CTAllMOHAPHOM WIM BHEIIHEeM HOCUTeJle yCTPOMCTBA
nosb3oBatessi. O6beM 3arpykaemoro ¢aiijia He JOJDKeH mpeBwimiaTh 5 MbB, a pasmep
n3obpaxenuss B ¢ailiie JomkeH OBITH He MeHee 8 MUKCeJied 110 TOPU3OHTAIA M

8 mukcenet mo Beptukanu. HakaTe kHONKY OTKpBITE. OTKPOETCS OKHO J100aBIEHUS
aBarapa (puc. 35).
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HoBblit aBaTap

Pucynok 35 — OxHo 106aBiieHus aBaTapa

3. VkazaTh o06sacTh M300pakeHUs, KoTopasi OyIeT WCIOJIb30BaThbCsl B KaueCTBe aBaTapa.
Jliss 3TOro HaXkaTh JieBOW KHOMKOM MBIIIM HA IMOJICBeYEHHBIM KpPYr B IIeHTpe W,
y/ep>KrBasi KHOIIKY MBIIIIH, TlepeMeliaTh ero Tak, 9YTo0bl Hy»XHasi 00J1acTh U300pakeHust
rorasna B 3TOT Kpyr. YToObl U3MEHUTh pa3Mep Kpyra, ciieflyeT MOTSIHYThb 3a OJUH U3 ero
YTJIOBBIX MapKepoB. BepHyTh KPyT B IIeHTP U300pakeHusI MOXHO C TTOMOITbio KHONKY ITo
HeHTpY.

4. Korma wusobpakeHue OyneT HAcTpoeHO, HakaThb KHOMKY I'oToBo. OTKpoeTcsi OKHO
BbiOOpa aBarapa (puc. 36). AKTMBHBIM celyaCc aBaTap OTOOpa)kaeTCsl HaJi KHOIIKaMU
yIpaBjieHus], @ BHU3Y, B Tajiepee aBaTapoB, ero MUHUATIOPA BBIAEISETCS PaMKOW CHHEro

IIBeTa.
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Bbi6op aBaTtapa

R—-

loToBO

o

He 6onblue 10 doTorpadmii

Pucynok 36 — OkHO BbIOOpa aBaTapa

5. Jlng Bo3BpaTa K CUCTEMHOMY OKHY BbIOOpa ¢aiiyia JJisi 3aTPy3KH HOBOT'O M300pakeHUs

HaXkaTbh KHOIIKY Y TTIOBTOPUTD ITIaTH 2 — 4.

6. [lis BeIOOpa aBaTapa B KaueCTBe aKTUBHOI'O Cjle/lyeT HaXKaTh HA ero MUHHUATIOPy B
rajepee.

7. Jlus ynasieHus aBaTapa U3 rajiepeu cjieJlyeT HaXKaThb Ha ero MUHUATIOPY, a 3aTeM KHOIIKY
Y nanuTh.

8. HH}I COXpPaHeHusd U3MEeHEeHUN HaKaTb KHOIIKY I'oToBo.

AKTHBHBIN aBaTap 0TOOpaXkaeTcs:

— Ha naHesu Ilpoguns (puc. 37);
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MNpodmne BaATH

AnexcaHap
CMHpHOB

a srmirmcreirnydanm.ain g

KOHTaKTE

asmirmawibmydamainr  Pabauuni

Pucynok 37 — ABatap B okHe IIpodpuns

— B Menro npusnoxenus (puc. 38);

X  MMouta

“ Anekcannp CMMpHOB

v [ Bxogawme

OmmpasnedHsie

YepHoBHKM

Pucynok 38 — ABartap B MeHI0 npuio:xeHust

— HAa MUHHU-TIAHeJIIX THCeM, TOJyYeHHBIX OT Mojb3oBaTelsis (puc. 39), kak B PabGoueit

o0sactH, Tak ¥ B O0s1aCcTH YTeHU;

BoicTaBka 14:4
Anexcanap CMupHoR

Nobpwift aeHs! MNpurnawaem nocer...

(o]

Pucynok 39 — ABaTtap Ha MuHH-ITaHe M B PaGoueii ooactu

— IpU TMPOCMOTpe TMOJIy4eHHOTro/ OTHpPaBjeHHOro mhHcbMa B O0JIacTH YTeHHS TIOCIie

HakaTHsl HA MUHU-TIaHeTd TMchMa (puc. 40);
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BbicTaBka
o AnekcaHgp CMUpHOB O v :
uT, 03.09.2020, 14:39

Enena CmupHoBa

«

[obpein aeHsb!

Pucynok 40 — ABarap B 110osTy4eHHOM NHUCbMe

— IIpH 34dllI0JIHEHUH rnoJjieun aipecaToB B dopMe co3gaHus MMChMA;

— Ha MUHHU-TIAHEJIAX YYAaCTHUKOB MEeperuCcKyd Ha IMaHeJy OOIMX MaTepHasIOB IS Ierovex
niceM (puc. 41);

Obwme maTepuansi X

YyacTHHKK

O AnexcaHap CMUpHOB
e Enexa CMupHoBa

Pucynok 41 — ABarap B CIIMCKe Y9aCTHUKOB IIeperucKy

— IIpH 34dlI0JIHEHUH roJjiem Y4daCTHHUKOB B (bODMe CO31aHHA CO6BITI/I$I;

Ha MUHHU-TIAHeJIIX M KdAPTOYKdX KOHTAKTOB.

5.3 HU3Mmenenue s3pika uHTep@eiica

[To ymomuanuio B uatepderice Mailion vcronb3yeTcsi pyCCKui sI3bIK.

JIiig n3aMeHeHMs g3bIka HeobxoauMmo B [Ipoduiie mosks3oBaTers:

1. B paspneiie HacTpoiiku B 06s1acTy SI3bIK HaXkaTh KHOTIKY + (pHC. 42).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025

51



® MaiLion

Hactpoitku
A3bik
Pycckuin =

bezonacHocTs

©)

0,

Pucynok 42 — Bri6op si3bika uHTepdeiica Mailion
2. B oTkpbIBIIEMCs CIIMCKe BbIOpPATh s3bIK MHTepderica Mailion.

5.4 KBoTa nmosn3oBareins

KBoTa — aT0O CIieidaJIbHO€e IIPOCTPAHCTBO HA CepBepe, BbleJIeHHOe dIMUHHUCTPATOPOM IIOM

HY>K][bl Y9eTHOU 3aIlIMCH 110JIb30BaTelIsl.

Hudopmanys 0 HCIOIb30BaHUKM KBOThI OTOOpaskaeTcss Ha MaHeau [Ipodwib, crpaBa OT
aBaTtapa (puc. 43).

Anekcanap CMupHOB
a.smirnov@mydomain.ru

Mcnonezoeano 248.18 Kbuz 1B
(0]

Kak ocBo6oauTe npocTpaHcTED?

Pucynok 43 — Mudopmaiiys o MpocTpaHCTBe MM0JIb30BaTelst

B citydae npeBblllieHUs! KBOTHI, BbIZIeJIeHHON eMy aIMAUHHACTPAaTOPOM, I10JIb30BaTelb IIOJTy4UT
yBeJloMJIeHHe.

B Mailion nipucyTcTBYIOT CilefyIolye orpaHuYeHus:

— KBOTAa Ha pa3Mep I0YTOBOTO SIIIKKA;

— OrpaHMYeHMe Ha pa3Mep OTIIPaBJIIEMOr0 WM IlepechlylaeMOro IIMChMa;

— OI'PaHHUYEHHE Had o6BeM IMIPUKPeEIIAeMOro BJIOKeHH .
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5.5 IlepconanbHasa uHpopManusa

[Toutu Bcst mHGOpMaIus, oTobpakaeMasi Ha maHenu [Ipodusb, BHOCUTCS afMUHUCTPATOPOM
MIPU CO3/IaHUM YUETHOM 3alKCU U He TIO/IJIEXXUT Pe/IaKTHUPOBAHUIO M0JIb30BaTEJIEM.

Ha6op noneit Ha nanenu [Ipodusib 3aBUCUT OT MOJTHOTHI IAHHBIX, KOTOpPble ObUIM BBeJleHbI
aJIMAHHACTPATOPOM TIpA CO3/[laHUM YYeTHOW 3allMCU W MOXeT pa3fiidyaTbCs IS  Pa3HbIX
nosib3oBatesiel. O6si3aTesIbHO OTOOpPaXkaeTcsl TOIBKO aBaTap IOJIb30BaTelisl, ero WMs U OCHOBHOM
azipec 3JIeKTPOHHOM IOYTHI. ABaTap, MMsl, OCHOBHOM 3JIEKTPOHHBIN aJipec, a Takxe (TpPY HAJTMIUM)
0T4ecTBO, GaMWIKs U JOJDKHOCTh MOJIb30BaTeliss oTobpaxkatorcs B mianke IIpoduns (moa crpokoit
3aroJI0BKa).

OcranbHble TaHHbIE (MIPY HAJTMYMM) pa3Meliatorcs 1oy mankoi Ilpodguns u rpynnupyroTcs
B CJIe[lyIoIue OJIOKU:

— KoHTakTHasg uHpoOpManus — MOXeT O0TOOpakaThb ajapec(-a) 3JIeKTPOHHOM MOYTHI U

TenedoH(-bI) COTPYJIHUKA, a Takke (U3MYECKUN ajpec TOApasfeseHus, K KOTOpPOMY
NAHHBIA COTPYTHUK OTHOCHUTCSI.

— Opranmn3zanum — MOXeT cojiep>kaTb UHGOpMaIuio 06 opraHU3aIUsIX U MOAPA3AeIeHUs X
B HUX, K KOTOPbIM OTHOCHUTCSI COTPYAHMK, @ TaKXKe HX PYKOBOJAMTEJSX, HOJDKHOCTSIX,
KOTOpble COTPYAHUK 3aHUMaeT.

— IIpoekTHBIe rpynmnbl — MOXXeT 0TOOpakaThb POJIb COTPY/IHHMKA B MPOEKTHBIX TPyIMax, K
KOTOpPBIM OH OTHOCHUTCSI, M UHPOPMAIIUIO O ero MPOeKTHBIX IPyTIax.

HarpoTuB 3arojioBKOB 6JI0KOB pa3MellieHbl KHOIIKH ¥ U A, KOTOPbIe MO3BOJISIOT PACKPHITh U
CBEpPHYTh CoJiep>KuMoe BI1oka.

[Ipu npocmotpe IIpodmunasi MOXHO NepelTH K TPOCMOTPY UHGOPMAIMM O OJDKHOCTH,

nmoapa3ziejieHnu, HpOBKTHOfI Tpyl1inie U OpraHru3adliii, K KOTOPbIM OTHOCUTCS COTPYAHHK.

5.6 OpraHusaimMoHHBIe JaHHbIe

[Ipy HEOOXOIMMOCTH COTPYIHUK MOXXET MPOCMOTPETh JJaHHble OpraHU3allMU U MPOEeKTHOMU
rpynnbl (ToApasienieHus), K KOTOPbIM OH OTHOCHUTCS.
Ins  mepexoma k  uHpopManMd 00  OpraHu3aldd  HeoOXOJIMMO  BBINOJHUTh
clenyromye edCTBUS:
1. HaxaTb KHOMKY ¥ crpaBa OT 3arojioBka 6ii0ka OQpraHu3anuu, ecivi HeoOXOIMMO ero
PacCKpbITh.
2. 3ammcu o0 opraHU3aIMsaX OTOOPaXKAIOTCS B BUJIe CCHUJIOK M OKpAIlleHbl B CUHUN IIBET.
Ha’xaTh Ha CCBUIKY HY>KHOM OpPraHU3allMOHHOM eJIMHUIIbI, YTOOBI TPOCMOTPETh CBEIEHUS

O Hel.
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Ilns  mnepexoga K uMHPOpMAMM O IIPOEKTHOM TIpylile HeoOXOJVWMO  BBIIIOJIHWATH

ClleAyIolIUe JeruCTBUA:

1.

2.

HakaTb KHOIIKY ¥ crpaBa OT 3arojioBka 6ii0ka IIpoekTHBIe rpynmsl, eciii Heo6X0auMo
€r0 PACKPbITh.
3anucu o MPOeKTHBIX IPYIINAaX 0TOOPaXkaroTCs B BUjie ¢uiiek BbiOopa. HaxkaTh Ha ¢uriky

HY>XHOW OpPraHU3al[MOHHOM eJIMHUIIbI, YTOOBI IPOCMOTPETh CBEJIeHUsI O Heu.

B mpaBoi#t yactu pabodeii 06/1acTH peajii3oBaHa MefuallaHeJb C KapTOYKOM OpraHW3alldu

1160 POEKTHOW I'PyIIIbL.

Kaprouka opranusaiuu coep>xuT ciieflytoliye BKIaIKHU:

0O630p — cBojIHAs BKJIAJIKA CO BCeM TOCTYIHOM nHbopMalyel 06 opraHu3aIyu.
KonTakTHas nandopmaiusa — KOHTaKTHbIe JJaHHble OPraHU3alIUU.
ITonpa3nenenuss — JaHHbIe TOJIpa3/ielIeHAN, BXOISIIIIUX B OpraHU3aIHIO.
IIpoexkTHBIEe rpynnbl — JIaHHbIE TPOEKTHBIX TPYII, BXOJSIIHUX B OpraHU3aIMIo.

Cotpyauuku — nHdpOpManus 0 COTPYJHUKAX, OTHOCSIIMXCS K OPraHM3alIUH.

Bkiagka O030p colepXXUT Bce J[OCTYNHble CBefleHHSI 00 OpraHU3al[MOHHOM eIuHHUIIe,

KOTOpbIe CrpyIIrpOBaHbI B 6JIOKI/I, HJIeHTUYHbIe OCTAJIbHBIM BKJ/IdJKdM KdpPTOYKH: KonrakTHas

unopmanus, Ilonpasnenenus;, IlpoextHsie rpynnel 1 Corpyauuku. Han stumuy 6iiokamu

0TO6p8>K8€TCSI [IaIlKa BKJIAAKH, COo/iepiKallldsd Ha3BaHHe OpPraHru3dlivu, ee aBaTap U OIIMCaHHe.

V¥ 3aronioBkoB BkjIaAok (01okoB) Ilogpasnenenus u IIpoekTHBbIe rpynnbl OTOOpaXkaeTcs

KOJIN4eCTBO [OYepHUX eIWHHI] OpPraHH3dllviH, Yy 3dI'OJIOBKA BKIIdJKKU COprI[HI/IKI/I — KOJIN4eCTBO

COTPYOHUKOB.

Kaprouka nospasnenenus (poOeKTHOM TPYIIIbI) COAEPXKUT CJIeIyIOIIe BKIaJKHU:

O630p — cBojHas BKJIAZKa CO BCel HOCTymHOW uHopMalmedl 00 OpraHU3aIl[MOHHOMN
equHuIle (TI0Jipa3/iesieHUH WM IPOeKTHOW IPYIIIbI);

KonTakTHas nadopmaiusa — KOHTaKTHbIE JJaHHbIe IPOCMAaTPUBAEMOM eIUHUITbI;

Hou. moapa3peneHusi — JaHHble JIOYEPHUX  TOJIpa3fieJieHUH, BXOIAIIUX B
1o/ipa3jiesieHre/IPOeKTHYIO TPYyIIy;

CotpymHuku — uHbOpMaIys 0 COTPYTHUKAX, OTHOCSIIUXCS K MO/Ipa3/iesIeHHIo.

Brimagka O030p cofiep)XMT BCe AOCTYIIHbIE CBeJleHHs 00 OpraHW3allMOHHOM eJIMHUIIe,

KOTOpbIE CrpyIIIMPOBAHLI B 6JIOKI/I, UIEHTUYIHbIE OCTAJIbHbIM BKJIdJKdM KdpPTOYKHU: KonrTakTHas

undopmarnus, [ou. nmogpasaenenus u Corpyauuxu. Hag sTviMu G10kamMu oToOpakaeTcs IIanka

BKJIaJJKH,

CoJiep’Kalllasd Ha3dBaHMe I10apa3/iejieHNs, ero aBaTap v OIIMCaHHe.
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HazBaHnus opranuzanuii, mopasjiesieH|ii ¥ MPOeKTHBIX IPYIII, a TaKXXe UMeHa COTPYIHHKOB
Ha BCeX BKJIAJIKaX KapToyek oToOpakatoTcs B BUjle CChUIOK. [lepexo/1 k cOOTBETCTBYIOIIEH KapTOUyKe

(opraHM3allMOHHOM eAMHUIII (Ha MeAuanaHesn) U060 coTpyaHMKa (B obiacty uyreHrs KoHTakToOB)

BBITIOJIHSIETCS] ITyTeM HaXKaTHsI Ha TaKyl0 CCBHUIKY.
Knorku IlocMoTpeTs NOTHOCTRIO B 11arnike BKIagku O030p pa3BopauMBaioT 010K ONMUCAHUS.
Knonku IlocMoTpeTs Bce, oTOOpaXkaeMble B CTPOKe 3arojIOBKOB OJIOKOB, OCYIIECTBIISIOT

mepexojl K COOTBETCTBYIOIeH BKJIaJike KapTO4YKM (HampuMep, Ha BKIJIAJKY I[ojpa3fielleHud Win

COTPYAHHUKOB [POCMAaTPUBAaeMOM OpraHU3allMOHHON eUHUIIbI).

Knorku Iloka3zaTh emie pa3zBopauuBaroT 0JIOK Ha BKjIagke Q030p MOIHOCTHIO.

5.7 N3meHeHue napoJisi

Cpok JieficTBUS IIapoJIsl Y4eTHOM 3allMCH yCTaHABJIMBAeT aIMUHUCTPATOP CUCTEMBI.

O npubmkeHM OKOHYAHMSI CPOKA JEWCTBHS MApoJis yYeTHOM 3amvcu OyieT cOOoOIeHO B
MKMCbMe-yBeJIOMJIeHUH.

[Tpu nosydyenny nucbMa-yBeJJOMIIeHHsl He0OX0JMMO U3MEeHUTD [apoJjib YIeTHOM 3aI1CH.

J11s1 u3MeHeHUs TapoJisi HEOOXOAUMO BBIIIOJTHUTE CJIeJIyIOIIHe JeUCTBUS:

1. B okxne IIpo¢unb HaxaTh Ha ccbUIKy CMeHHTH nmapoib 6j0ka be3omacHocTh rpyIisl

nosieri Hacrpoiiku. Otkpoercs popma Cmena mapouis (puc. 44).

2. B mnone JloruH HaXkaTb KHONKY +, €CJIM INApoJib HEOOXOJUMO M3MEHUThb JIsl JIPYyTroro
aapeca I10 Mailion. B oTkpbiBIIeMcs CIiMCKe BbIOpAaTh COOTBETCTBYIONIUH afipec.
B nosie HoBblit maposib BBECTH HOBBIM MAPOJTb /IJIsl JAHHOTO [TOYTOBOTO SIIUKA.
B nosie IloBTOpUTE IapoJIb BBECTU HOBBII MTApPOJIb IIOBTOPHO.
B nosnie Tekymiuii mapoJib BBeCTU HbIHEIITHUI 11apoJib, KOTOPbIM HEOOXOAUMO TOMEHSITh.

1151 Bo3BpaTa B okHO IIpo¢uinn 6e3 coxpaHeHUs W3MeHeHHUH HaXkaTb KHOIIKY OTMeHa.

NS kW

Haxatb KHOIIKY COXpaHI/ITb, YTOOBI COXpPdHHUTb BHeCeHHbIe N3MEHEHHN.
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Cmema napona

BEEEEEEES e

Pucynok 44 — ®opma Cmena nmapouis B 6;10ke BezonmacHocTb

5.8 3aBepmuTh ceccuu

YToObl 3aBEpIINTh CeCCUM Ha BCeX YCTPOWMCTBAX HeOOXOJMMO HaXKaThb KHONKY BBIHTH Ha
BCeX yCTpoMcTBax Ha naHenu IIpodpuis.
Eciu HeoOxonuMo BBIMTH W3 TeKylllel y4YeTHOM 3alMCH Ha JaHHOM YCTPOMCTBE WU

Opay3epe, TO cileJlyeT HaXkaThb KHOTIKY BBIHTH, pacioyio’keHHYIO B [IpaBOM BepXHeM YTy OKHa.

5.9 IIpemocraBiieHHe 001IIero AOCTYNA K Y4eTHOH 3allUCH

Brnanerner; ydaetHoit 3anvcy Mailion MoxeT mpelocTaBUTh MOJIHBINM AOCTYII K CBOEM y4eTHOU
3alMCH IPYTUM T0JIb30BaTeJIsIM WIW FPYIIaM M0JIb30BaTesew.

[Tonb3oBarensb, koTopomy Bianernen npefgoctaBril MOMHBINA JOCTYI K CBOeH y4eTHOM 3aIlucH,
cranoButcs CoBnadenbuem yaeTHOM 3aMuCH.

[Tpu nostydyeHry IpaB HA y4eTHYIO 3anuch, CoBiaziesiell aBTOMaTUYeCKHU OJTydaeT JOCTYH KO
BCEM IarkKaM, KaJeHJapsiM U aJpecHbIM KHHUTaM 3TOM ydYeTHOW 3amvcd. Ho mocTym K y4eTHBIM
3aMucsM ToJb30BaTesled, MpefoCTaBUBIIMX Biafenbily 1oCTyn K CBOeM y4eTHOM 3alMCH, TIPYU 3TOM
He TepefiaeTcsl.

HpI/I IIpeaoCTaBJIeHWH IIpdB Hd V4YeTHVIO 3dIllMChb Bﬂaneneu MOXeT pda3pelirTb (I/IJ'II/I He

paspeiuth) CoBIafenbIly:
— MUCATh IMChMa OT CBOEr0 UMeHHU;

— IIpea0CTaBJIATb MIOJIHBIN HAOCTYII K CBOeM quTHOﬁ 3dlIMCHU OPYT'UM I10JIb30BATEJISAM.
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Bﬂaneﬂeu MOXKeT M3MeHHUTb Ha6op I1paB COBJ’IaJIEJ'[bL[a Ha O6H_[I/II>'I HOCTYII K CBOeH YHETHOﬁ

3dllMCHU WJIK 3dKPbITb [JId Hero JOCTYII (CM. pas3nein Hsmenenue / 3dKpbITHe JOCTyIIa OJId

COBnageﬂbga). Bna,ueneu TaKXXe MOXeT OI'PAHUYUTDL JOCTYIL COBJI&)IEJ'IBL[& K OTHEeJIbHBIM 3JIeMeHTdM

CBOEM y4yeTHOW 3alMCU — TalKaM, KajeHJapsM M KOHTakTaM (cM. paszenbl llpenocraBieHue

JOCTYyIId K IIdITKdM, HDe)lOCTaBJIEHI/Ie JOCTYyIId K KdJIeHJdpIo. HDGJ:[OCTBBJ'IEHI/IG JOCTyIIA K JIMYHOH

apecHON KHUTre).

CoBnajienern], KOTOpbIM KMMeeT IPaBO Ha IpeJloCTaBiieHHe OOIero AOCTyHa K Yy4YeTHOU

3alKCH, IJIS OpeJoCTaBIeHUs] JOCTYIId JNOJDKEH BBIIIOJIHUTb TOYHO TAaKXKe AeMCTBHS, KaK BHHHEHEH

y‘IETHOﬁ 3allhCH. OFpaHI/I‘IEHI/IH COBJIa,HEJIbHa Ha OOCTYII K IIaIllKaM, KaJlIeHJddpPsaM WM KOHTaKTaM
BJ'IaJIEJ'IbI_[a (ECJII/I OHHU ECTb) IpU IIpegoCTaBJIEHUN 061_1_[(31"0 HOCTYIIa HAd YYETHYIO 3dllUCh Bnanenbua

He 1epeaaroTCcH.

CoBnazienbilbl MOTYT M3MEHSTh IIpaBa JIOCTyla WK 3aKPbITh JIOCTYN K yYeTHOW 3allKCH,
npefiocTaBiieHHbIM pyrumu CoinazenbliaMu U Briazgenbiem.
Bnagenen; u moboit Cosnajener] (He3aBUCMMO OT ero IpaB) MOTYT IPOCMOTPETh CIIUCOK

Bcex CoBiajiesiblieB y4eTHOM 3alIUCH.

st BoamokHocTH paboTtsl ¢ 10 Mailion B pa3nbix Opay3epax ¥ KJIMeHTaX IPOU3BOIUTCS
MIOCTOSTHHASl CUHXPOHM3AIMS KIMEeHTOB C cepBepoM. [loaTomy u3MeHeHMe HACTpoeK IOCTyHa K
YYeTHOH 3al¥CH, BBITIOJTHEHHOE B OJTHOM U3 KJIMEHTOB, HeMeJ[JIeHHO 0TOOpaXkaeTcsl ¥ IPUMEHSIeTCS B

OCTaJIbHBIX KJIMeHTax U Opay3epax.

[IO Mailion Takxke mno3Bosisier Biagenblly ydeTHOM 3amyCH TNPelOCTaBUTh JAPYIUM
M0JIb30BATE/ISIM JIOCTYH K CBOMM MallKaM, KajleHJapsiM M aJIpeCHbIM KHUTaM 110 OTJeJIbHOCTH, 0e3

MpeJioCTaBlieHusl O0Iero JOCTyna K y4eTHOM 3amucu (cM. pasgenbl [IpeqocraBiieHue J1OoCTymna K

ITallKaM, HDeI[OCTaBJIEHI/Ie JOCTyIId K KdJIeH[dpIO. HDe,[[OCTaBJ'IeHI/Ie JOCTYIIa K JIMYHOM aJlpeCHOM

KHUTe).

5.9.1 IlpenocTraBieHue NpaB HAa Y4eTHYIO 3alIUCh

OOmwmii [OCTynl K YYeTHOW 3allMCM MOXHO IIpeIOCTaBUTh OJHOMY II0JIb30BaTelto,
HECKOJIBKUM I10JTh30BaTeJIsSIM WX TPyIIIe Mnojib3oBaTesiei. Tak, Harpumep, mpaBa Ha OOIIUM JTOCTYTI
K Y4YeTHOM 3alMCHM MOTYyT HWMeThb II0JIb30BaTeJM, KOTOpble OObelMHeHbl CUCTEeMHBIM

aJIMAHHACTPATOPOM B TPYIIITY C OJJHAM IOYTOBBIM ajipecoM. [IpeoctaBUTh 00U AOCTYII K YUYeTHOMU

3amcu MoxeT ee Brapenern wimu Cosnagenenr (cM. pasgen [lpepocraBiieHre 001ero JocTyrma K

VYeTHOH 3aIIHCH).
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YToObI Mpe;oCTaBUTh OB IOCTYII K yUYeTHOM 3alKCH CIielyeT:
1. Ha nanenu nHaBuramuu (B mob6om pasgene IO Mailion) mienkHyTh NMpaBoM KHOIKOW
MBI TI0 YYeTHOW 3alKCH, IMpaBa Ha KOTOPYIO HEOOXOJUMO TIpeoCTaBUTh, U B

PaCKpBIBIIIEMCSI MEHIO BBIOpaTh koMaHAy OOIIuii JOCTyIl K y4eTHOH 3anmucH (puc. 45).

[TouTta Bxopoawue

CMupHoBa EneHa } HenpouutanHele  BawHele  C BNOMKEHMAMM

Co3natk nanky

HacTtpoiikmn y4eTHO#’ 3anucu Hoeoe cobuitHe: cobkiTHe Buino o6HoBAGHO
CmupHoE Anexcanap

ObwwMiA AOCTYN K YYETHOW 3anucu Hogoe cobuiThe

OTtnoHeHo: Hoeoe cobuiTHe

a.smirnov

Hoeoe cobeimue

Pucynok 45 — Komanpa npefjoctaBieHus o0Iero AOCTyIa K YIeTHOU 3aIuch

B mpaBoii yacTu 06J1aCTH YTeHHsl OTKPOeTCs MaHe b QOIuii IOCTYII K Y4eTHOMH 3aIHCH.
Ha Hei1 nepeunciiens! Bce Ha3HayeHHble paHee CoBJafiesbIlbl JAHHOW YYeTHOW 3allUCH U
¥x mpasa. Eciau mocTyn IpyruM IoJib30BaTessiM He IPeJlOCTaBIISICS, OTOOpakaeTcs
HAJIUCh «JlOCTyI K 3TOM y4eTHOU 3allMCH eCTh TOJIBKO Y Bacy.

2. Haxarb kHonky IlpegocraButh moctyn (puc. 46).

O6wWwMii AOCTYN K YUETHOM
3anucu

CMupHoea Enena
e.smirnova@mydomain.ru
MNpepocTraBnTe gocTyn

P HNCYHOK 46 — Ilanenn IpeanocCTaBjieHuda NOCTYIId K YQETHOIZ 3dIlINCH

3. B mnosBuBinemcs nosie Ilosyuyarenu maocTyma BBeCTH ajpec IOJIb30BaTessl, KOTOPOMY
cylefiyeT mpefioCTaBUTh mpaBa (puc. 47). MokHO BBeCTH HECKOJIBKO aJIpECOB WJIH YKa3aTh

ajipec TPyMIIbl IOJIb30BaTeJIel.
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06wWwKii [OCTYN K YYEeTHOIH
3anucu

CMmupHoBa EneHa
esmirnova@mydomain.ru

YUSTENW AOCTYNE

CMupHoE AnekcaHap

Mony

la.sm'l rnov{@mydomain.ru

I

s a.smirnov@mydomain.ru
b

Pucynok 47 — BBop ampeca CoBnajienbiia y4eTHOU 3alUCH

2. Ecmu nmyxHo mnpenocraButh CoBiajiefiblly TPaBO OTHPaB/ISTbh IHUCbMAa OT HWMEHU
Bnapensia, ycranoButs ¢draxok IIpemocraBuTh mpaBo mmcaTh 0T MOoero uMeHu. B
PaCKpBIBIIIEMCS CIIMCKe BbIOpPATh OJIMH M3 BO3MOXHBIX BapHaHTOB (puc. 48):

— OT Moero mMeHHM, HO CO CBoed yudeTHOH 3anucu — (CoBiajener] CMOXeT
OTIIPABJIATh IMChbMA OT MMeHU Biaziesiblia TOIbKO CO CBOeW y4eTHOM 3allUCH.
— Ot moero uMeHH u yueTHOM 3amucu — CoBiajieliel] CMOXeT OTIIPaBJISATh MHMCbMa

OT MMeHU DBiazenblia Kak CO CBOEM Y4YeTHOM 3allMCHU, TaK U C YYeTHOW 3allMCHU

Bnapmensia.
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O6WKiA OCTYN K YUETHOIH
3anucu

CMupHoBa EneHa
essmirnova@mydomain.ru

Monydateny gocryna

0 CMUpHOB AnekcaHap *

Monyyatens AOCTYNA K YYETHOW 23MMCH NOTyYaeT
NpaBa COBN3NEeNbLE Ha BCE NOYTORLIS Nanky,
KEMEHOAPH W BOPECHEIE KHHUIM.

ﬁ an,EI.OCI'EI BWTb NPaB0 NHMCETh OT MOEroD
HMEHM

(®) OT MOEro MMEHM, HO CO CBOEH
YYETHOMH 33MncK

(O OT MOEro MMeHM W Y4eTHOH 3anMcK

O Pa3zpewmTs NpenocTaenaTh NOAHbIA
LLOCTYN APYTHM NOJb30BATENAM

MpepocraeuTe gocryn

Pucynok 48 — BapuanTsl 11paB Ha OTIPaBKy MuceM oT UMeHH Bianenbiia

3. Ecmu HyxHO npepocraBuTh CoBiazienblly INpaBO IPelOCTaBISATh AOCTYIl K y4YeTHOU
3allMCU JIDYTMM II0JIb30BaTessiM, YCTaHOBUTh ¢uiakok Pa3pemnTh HpefoCcTaBIATH
MOJIHBIH OCTYII APYTHM NOJIb30BaTeasM (puc. 47).

4. Haxatb kHoniky IIpegocraButh moctyn. Ha manen O0miuii 4OCTYN K y4eTHOH 3anHCH

MOSIBUTCSI HOBBIX COBJIaIIeJIEH.

Yro6s! 106aBUTH pyrux CopiajesblieB, cielyeT IOBTOPUTh ONMCAHHBIe BBIIIe 1elCTBUS 110

MpeaoCTaBJIeHUIO IIPdB.

eciid eMy JIMYHO JIOCTYI OB 3aKphIT (cM. pasjen Y3MeHeHHWe / 3aKpBITHe JIOCTyHa Jiis
CoBrnajiesnibiia).

f HpI/I MMpeaoCTaBJIEHNU TIPAB I'pyIIrie, 4JIeH I'PYIIIbl He TMOJIYYUT JOCTYII K y“IETHOf/’I 3dIINCH,
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5.9.2 N3menenue / 3akpoiTHe AocTyna aisa CoBiasenbna

Bnanener; yueTHOW 3amdcd MOXeT M3MEHWTb YpOBeHb IIpaB, IIpe/IoCTaBIeHHbIX

CoBnagenbIly, WIA 3aKpbITh €My OOIIMM JOCTYIl K y4eTHOH 3amnucy (cMm. pasnen llpenmocraBieHue

O6H_IEFO JIOCTyIIa K YYeTHOH 3aIlMCH). OTU XKe JEerCTBUS MOXET BBIIIOJIHUTh COBH&HEJ’IGH B

oTHoIeHnu Apyroro Cosiaziesnblia.

Jly1st u3MeHeHwUsI 1paB OOIIero J0CTYIA K y4eTHOM 3allMCH CllelyerT:

1. Ha nanenu nHaBuramuu (B mobom pasgene [IO Mailion) mienkHyTh npaBoM KHOIKOW
MBIIIIM IO YYeTHOM 3alucH, IMpaBa JOCTyla K KOTOpOM TpeOyeTcs W3MeHUTb. B
OTKPBIBIIEMCSI MeHIO BbIOpaTh MyHKT OOmiuii mocTynm K ydeTHoM 3amucu. B mpaBoit
JacTh 00JlacTh uYTeHWs OTKpoeTcsl MaHejnb OOmIMH JOCTYm K Y4YeTHOHM 3allMCH CO
ciuckoM Bcex CoBiafieniblieB yUeTHOW 3aliCU U TlepeyHeM UX IIPaB.

2. HaxaTb KHOIIKY : CIipaBa OT UMeHM HY>XHOro CoBiajiesblia Wi T'PYIIIbI 1I0Ib30BaTesew.
B packpbiBiIeMcs MeHIO BbIOpaTh Hy»HOe JleliCTBUe (CIIMCOK JeMCTBUM B MEeHIO 3aBUCUT

oT BblIaHHbIX COBJIa/ieNbIly [IpaB, HApUMep, Kak Ha puc. 49).

Q CmupHoBa EneHa
OTo3BaTb paspelleHne Ha OTNpaBKy oT
MOEro UMeHU

MpefocTaBWUTL NPaBo NUCaThb C MOEW
YYETHOI 3anucu

PaspewnTb NpefocTaBnATb NONHbIN
AOCTyn APYrMM Nnonb3oBaTensam

3aKpbITb JOCTYN

Pucynok 49 — BapuanTsl u3mMenenus focrymna ajis CoBnazesbiia

BI:»I6paHHI:»Iﬁ BApUaHT TIIpUMeHsdeTCd HeMeOJieHHO — YpOBeHb [JJOCTYyIld BI)I6paHHOFO

Cosnagensbia 6yzeT u3MeHeH.
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6 IIOYTA

6.1 Unrtepdeiic

Ha rmaBHOMI CTpaHUIle pa3fesia IToura 1o YMOJI9aHHUIO OTO6pa>KaE‘TC5[ I1aIIKa BXOlIﬂIIII/Ie.

Buemmnuii BU]J] CTPAHUIIBI MOXET MEHITHCS B 3dBUCHUMOCTU OT HACTPOEK (CM. pa3feibl HaCT[QOI;'IKa

nHTepdeiica TOYTOBOTO slKMKa, BLIOOD 11BeTOBOM cxeMbl nHTepderca) u pa3Mepa okHa bpay3epa. B

KOHQUIypaluM [0 YMOJYaHUIO U IIUpUHe OkHa Oosiee 1240 nukcenelt Ha cTpaHMlle OYyIyT

cnepytorue 3meMeHTHl (puc. 50):

— MeHro OpuIoXKeHus,

— IlaHens HaBUTralWy,

— Pabouag o6s1acTh,

— O6macTe uTeHus.

MaHens HaBUraL MK PabBoyas obnacTb

Mouta Bxopswme l a M

CHupHoBa Enena Henpows...  Ba.. C enome...

PaHes =

+ [ Bxopsume

Borpeya oTaenas.
Ornpannemmse CrupHDE AnexcaH

Borpesia omnena O,
HepHoBmuku

Bcrpeua oTAeNdL. 26112024
Criam 2 Cmupwon Anext Yepnanis

Orenosexo: Hog....
Apine asmimoy YepHoems

loene cofibmee

123

° CofuTHe OTMEH...
CHMUpHOB ANEXCaHAP CrmpHoD Anakzangp

Hosee cab

Fwid: Borpeva
CrMupHDBa EneHa

ur ssoH, 20 10:51:36 2024 GM

MpuwmsTo: npope...
CrupHos Anexcanng

NpoRepK

MeH NpUAoXeHWA

CofipaHwe 121 °
CMupHoB Anexcangy

O6nacTb 4TeHuA

l

MNepenucka He eeIDpaHa

Pucynok 50 — Hnurepdeiic paznena [loura

[Ipu Bxome B mpwWioXKeHWe OTKpbITa manka Bxoasmme. HuTepdeiic apyrux mnamok

aHajloruueH uHTepdelicy nanku Bxopsamiue.
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6.1.1 ITanensr HaBUraUU

B cocTaB nmanenu HaBUTranyy BXOOST cllegyrolmnre 3JIeMeHThI:

— 3dI'0JIOBOK — 0T06pa>1<aeT Ha3BdHHUE pa3liejld, B KOTOpDOM B JAHHBIM MOMEHT HaXOOUTCS

mosnib3oBartesb (Iloura);

— KHOIIKA OOHOBJIEHUS C — IIO3BOJII€ET HHHUIHWHNPOBATDH 0OHOBJIeHHEe JAHHBbIX  JJId

OTKPBITOTO pa3Jiena;

— KapTO4YKa I10JIb30BaTeJIsd — COOep’KUT MM I10JIb30BATeJId U aapec BHGKTpOHHOﬁ IIOYTHI;

— [I4IIKU C IMCbMAMH B CJjIeAyromieM IopsgaaKe:

Bxonsimye — coJiep>KyT BXOZSIIYI0 KOPPeCIIOH/IeHIIHIO 110JIb30BaTelIs;
OrnpaBieHHbIe — COIEPXXUT MUCHbMA, OTIIPaBJIeHHbIE TT0JTh30BaTeleM;

YepHOBUKH — COJIEPXKUT YEPHOBHUKH, KOTOpble OBIIM COXPAaHEHbI BPYYHYIO WIH
ABTOMAaTHYeCKH;

CnaMm — COJIEPKUT COMHUTEJIbHYIO BXO/ISIITYIO KOPPECTIOH/IeHIIHIO,
UIeHTUPUITMPOBAHHYIO 110 PSAy KPUTEPHUeB KaK HexkeJlaTeslbHasl;

Kop3una — cojiepxuT yJiajgeHHy0 M0JIb30BaTeJIeM KOPPeCIOHIeHIINIO;

Ilosb3oBaTeILCKHE MATKH — I1aIIKH, CO3dHHEBIE I10JIb30BAdTeJIeM (OTCOpTI/IpOBaHbI

B aJI(paBUTHOM IIOpSILIKe);

— CIIMCOK II0JIb30BaTeJjieu, KOTOpbIe IIpeJOCTaBHUJIM BJ/IaJie/Iblly JdHHOI'O IMOYTOBOI'O AMIWKA

JOCTVII K CBOMM IIdIIKdM.

— O6H.[I/Ie IIOYTOBbIE AIIMUKH, K KOTOPBIM I10JIb30BATEJIb UMeeT JOCTYII.

®

OO01mue MoYTOBBIE ANUKU MOTYT OBITH CO3/IaHBI afiMUHUCTparopoM. OHH TIpeAHa3HAYCHBI IS
KOJUICKTUBHOTO HCIIOJh30BaHUS Cpa3y HECKOJIBKAMHU TOJB30BaTeNsIMHU. llpw Hammamu mpaB
COBJIAZICTIbI[A, IIOJIB30BATEIb MOXET MPEAOCTABIATh JAOCTYI K OOIIEMY MOYTOBOMY SIIIUKY

APYTUM I10JIb30BaTECIISAM.

Ha3zBanne akTHBHOM MaIKA (BbI6paHHOﬁ B JIaHHBIN MOMeHT) BeIJerdeTcsad OCHOBHBIM IIBETOM

paspena Iloura.

CnpaBa OT HAa3BAHHA IIAIIKH 0T06pa>1<aeTc;1 KOJIM4YeCTBO HEIIPOYUTAHHLIX IIMCEeM.

Ob111ee KoMYeCTBO mUceM oTobpakaeTcs IPU HaBeJleHWH KypCcopa MBIIIY Ha nanky (puc. 51).
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Anexcannn ( MUpHOB
Bxopawwme (30)

] Bxopswme ‘“

Pucynok 51 — OtobpakeHre Ko4yecTBa MCeM B Ianike Bxopsimme

Hosrle nucbMa oTobpaXkatoTcsi cpa3y Mocyie UX MOCTYIUIeHUsI B IOYTOBBIM SIIUK, [I0O3TOMY B
nporiecce paboThl B TOYTOBOM KJIMeHTe OOHOBJISITh CTPAHUILY JJIs TTOJTy49eHUsl TiceM He HY>kHO. [lpu

HeO6XO)II/IMOCTI/I, OTHAKO, IT0JIb30BATeJIb MOXeT MHUIIUUPOBATb CUHXPOHU3dIIUIO JdHHBIX dKTUBHOI'O

pazjienia (HarpuMep, 0OHOBUTH CITMCOK THceM B pasfiesie Iloura) c MTOMOIIBIO KHOTIKH C.

ITonw3oBaTenbckye manky (IAIKW, CO3JaHHBIE BPYYHYIO) BCerga OTO6pa)KaIOTC$I IIocie

CUCTEMHBIX.
[lamkyu ofmero pmocTyma PacHoiaraloTCs Ha I[AHeJIW HABUTAIMM TIOfT  KapTOYKOH
noJb30BaTess, npenocTaBuBilero noctyn. Ilocie mpemocraBienus o6iiero AoCTyna HAIpPOTUB
KapTOYeK IMOoJib30BaTeiell OTOOpaXKAIOTCSI KHOMKKA  u ™, TMO3BOJISIONINE pa3BOpAavyMBaTh U
CBOPAYMBATh CITUCKH MAIOK.
s Bcex mamok, kpoMme marnok YepHoBuku u CmaM, I0JIb30BaTellb MOXeT CO37aTh

BJIOKeHHbIe TIIdIIKKW, TOr'Ja CIIMCOK IIAIIOK 0To6pa>1<aeTc;1 B BH]JIe [epeBa, 4d CjieBda OT 3Hd4Ka

pO,[[HTGJ'IbCKOﬁ IIaITKK1 0T06pa>1<aeTc;1 KHOIIKA ~, II03BOJISIOIIAN CBEPHYTL BJIOXKE€HHbIe TIIdlIKH

(puc. 52).

~ [J Bxopaume

2 Tucbma ot E. CMupHOBOIA

OmnpasneHHble
YepHoBukH

Cnam

Pucynok 52 — OtobpakeHre BIO)KeHHOW IIAIIKY B JiepeBe Aok

$I3bIK Ha3BaHMS CUCTEMHBIX IAllOK, KOHTEKCTHOTO MeHIo Bcex narnok v Ilanenn HaBuramumn
MeHsIeTCsl TIPU CMeHe SI3bIKOBBIX HacTpoek. Ha3BaHuS MOJIb30BaTEIbCKUX MAMOK OCTAIOTCSI TAKUMH,
KaKMMHU HX 3a/iaJl 1I0JIb30BaTellb, OIHAKO B IlepevHe IallOK MeHseTCsl MOpsIoK OoToOpaXkeHUs: eciiv
BbIOpaH PyCCKUH SI3bIK, MMANKU HAa3BaHUSIMU HAa KUPWLTHIE 0TOOpaXkaloTCsl B Havalle CIMCKA, TOCTe
IepeK/II0UeHrs] Ha aHIVIMMCKUM WIM WCIIAHCKUW SI3bIK IIepBbIMU OYIyT pacIOjIOXKeHbI MalKu C

Ha3BAHUWAMMH, HAIITMCAHHBIMH JIATHHCKHNM aJICl)aBI/ITOM.
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6.1.2 Pabouag obsacTh

Pabouyas obnacTh mo3Bosser:

IIPOCMATPUBATL CITMCOK ITMCeM AKTUBHOM MAIIKH;

OCYHIEeCTBJIATDH ITOUCK ITNCEM;

obpabaTbIBaTh MMCHbMA WM LIEII0YKH ITHCEeM;
— BBI3BIBATh (POPMY CO3/IaHUS U pelaKTUPOBaHUS [IMChMa.

[Tucema B paboueit ob61acTy He TPyNIMUPYIOTCS 110 CTPAHUIIAM — BCe MUChbMa, HaXOSIINecs

B IOYTOBOM dIIIUKe, 3aI'PY>XKAIOTCS NUHAMHUYECKH 110 Mepe TOT'O, KdK II0JIb30BaTeJIb IlepeMellaeTCsd

K KOHITy CIIMCKa IticeM (K Haubosiee JaBHEMY ITHUCHMY).

Pabodas obacTb cojiepXUT ciiefiyIolye 3jeMeHTHI (puc. 53):

— 3dI'0JIOBOK C HAMMEeHOBdHHEM IIdIIKH,
— IIdHeJIb UHCTPYMEHTOB C KHOIIKaMH ITIONCKd Q " COPTHUPOBKHU ITHMCEM T ;

— BKJIQJIKU OBICTpOM PpUIIbTpAIIUU MTUCEM;

— CIIMCOK ITMCeM HpOCManHBHEMOfI ITaIlKH,

— KHOIIKY )1068BJ'I€HI/I$I y, IIO3BOJIAIOIYIO CO30dTh ITMCHbMO.

Cnucok nmcem I1oJJejieH Ha OJI0KM B COOTBETCTBHU C IaTou TIIOJIy4eHu s : «qupa», «Ha sToi

Henese», «Ha mpomunoit Henesne», «B 3Tom mecsie», «Panee». CripaBa OT 3arojioBKa Ka</10ro
6J10Ka OTOGpaXkaeTcss KHOIKA “*, MO3BOJIAIONIAS CBePHYTh GJIOK MMCeM, HOTy4eHHBIX B YKa3aHHLIA

nepuoy; BpeMeHH (puc. 53).

Bxopsawme Q N

HenpouuTanHble  Bawuble  C BROXEeHMAMM

»

B 3ToM Mecaue

CoBpanue 12
CMupHOE Anekcangp
Cobpatxue

PaHee

MNpuHaTo: PaBoyasa rpynna 28 asr
Anexcanop CMMpHOB

Pabouas rpynna Conference: httpsy//meet. MYD45KYPE local/adminus02,/160W02.

OTtknoHeHo: Pabo4vaa rpynna
Anexcangp CMupHoE

Pucynoxk 53 — 3arosioBku 6;10KOB ITHMCeM, MOJIyYeHHBIX B TOM Mecsille U paHee
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IImcbma B crmcke IpeacTaBjieHbl B BHUJE MUHU-NaHeller. Ha KaXXIIOM MHUHU-TIAHEeI!

oTtobpakaeTcs ciiefyomas nHdopmanus (puc. 54):

dBadTap OTIIPABUTEJIA IIMCbMA,

oTMeTKa 00 YPOBHE BAXHOCTH IIMCbMd, eCJIk ObL1a YCTaHOBJIEHA OTIIpdBUTEJIeM: 3HAY0K

! IUISl IUCeM C BBICOKMM YPOBHEM Ba’XHOCTH U 3HAYOK 0 JUIS TICeM C HU3KUM
YPOBHEM Ba)XKHOCTH;

TeMa THchbMa (y HENMPOYMTAHHBIX IMHCEM Tema BbileieHa MOJy>KUPHBIM HadepTaHHUeM,
y IMCeM-0TBeTOB Tema JomoyiHeHa npedukcoM «Re:», y mepeajpecoBaHHBIX IHCEM —
npedukcom «Fwd:», a Tembl nrceM, cHOPMHUPOBAHHBIX B KadueCTBe aBTOMATHYECKOTO
OTBeTa, MOJTy4aroT npedukc « Auto-reply»);

JlaTa WK BpeMsl ITOJTyYeHUsI/OTIIpaB/IeHUs THChMa;

KOJIMYeCTBO HEMPOYMUTAHHBIX IMMUCEM B IeloYKe, ecii OHU ecTb (y MUHU-TIaHejel s
IIerioyex Imricem);

3HA4YOK J — IMPpU3HAK OTMETKH dnarom ncbma (HpI/I HaJ'II/I‘II/II/I);

3HQUOK . — TIPU3HAK CYyIIeCTBOBAaHWs 3allCM B KaJleHJape, CBSI3aHHOM C
MMMCbMOM/TIENIOYKOM (TIPU HAJTMYUK);

MMsl OTTIpaBUTeIS (IJIs1 BXOASIIe KOppeCloH/IeHIIK) WK MoJtydaTtess (VI UCXOAsIe
KOpPPeCHOH/IeHIIUH). Y HEeIIPOYUTAaHHOTO ITMChMA BbIIeJIeHO MOTY>KMPHBIM HauepTaHUeM;
HAJMMCh « YepHOBHUKY (I7151 YePHOBUKOB TTUCEM);

HayaJjIo TeKCTa IMMChbMa;

/ >
3HAYO0K é/ — IIPU3HAK IIPUCYTCTBUS B IIMCbME BJIOKEHUS (HpI/I HaJ'II/I‘II/II/I).

@ [o6po noxanosatb svap ()3
Enexa CMupHOBa
Hobpo noxanosaTte B nodty MonOduc &

PucyHok 54 — MuHHM-TIaHeb MMCbMa B CITUCKe pabodeii o61acTi

HpI/I HaBeleHWHW KypCOpPd Hd MHWHH-IIdHEJIb ITNCbMd 0T06pa>1<aeTc;[ MEHI0 CO CdjlIeJyrlInumMunu

KHOIIKaMu (puc. 55):

W — IepemMellieHye I1cbMad B IIAIIKY K0[23I/Il-la (B I1aIIKe Kop:mna — YyAdJieHHre II1MCbMad

13 Kop3unsbl);

O — npucBoeHre oTMeTKU IIpoyuTanHoe (@ HenpounTaHHoe);

g — IIpUCBOEHHE OTMETKHA C SIQJIaI‘OM HWJIN ee CHATHeE.
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[o6po noxanoeartb! U O ¥
Enena CMmpHoea

[obpo noxanosats B no4ty MonOdmuc!
PucyHok 55 — MeH10 fneicTBUl 115 IMCbMa

HpI/I BI:IGODe HEeCKOJIbKHX ITMCeM WJIM Lello4YeK IMKMCeM Ha/l CIIMCKOM IIOABJIIeTCA CTPOKd CO

CYeTYNMKOM BbI6paHHbIX HI/ICEM/I_IeHOLIEK " MeHIO JOCTYIIHBIX JeMCTBUH, COCTaB KOTOPOI'o 3dBUCHT OT

nanky. Kaonkamu I (Ypanurs), O/ ® (OTMeTHTh KAaK HeIPOYMTAHHOE/IPOYUTAHHOE) U G

(B HEXI/IB) MOKHO BOCIIOJIb30BATbCA Cp4a3y. ,HJ'IF[ A0CTyIla K JpyruMm IeVCTBUSIM HEO6XOI[I/IMO

PACKpEITh MEHIO, HaXaB KHOIIKy : (pHC. 56).

X Buifiparo 1 T O B8

Bce  Hempouut 3 [lNepemectnTs

_ 5, Konupoeartk
Ha npownoi Heg = P

bes temb
CMmupHoEa

3 TMomeTuTs hnarom

_——— @ 3710 cnam

npoeepka: cobbiTue Buino ofHoOBNEHD 19 okt

CmupHoea Enenla
npoeepxa (]

Pucynok 56 — MeHto geiicTBUI Jy1sl TPYIIIBI [TMCeM B Ianike Bxoasimue

[Tpu HaBeneHHWH Kypcopa OTOOpakaeTcCsi MeHIO ollepalluil yrpaBjieHUs IJis TPYIIIbI IUCeM,

IMO3BOJIAIOIIIEee BhIIIOJIHUTE Clleyromye JeUCTBUS:

) (IIepemecTHTBh) — IlepeMellleHHe ITMCeM/IeNIoYeK [TMCeM B IPYTYIO NAIKY;

- (KonmmpoBarth) — KONMpOBaHUe MHUCeM/IellodYeK 1CceM B IPYTYIO MarkKy;

_ ¥ (IlomeTuTh___d1aroM) — TMpHCBOEHHWE MMCbMaM/IlelloYkaM TMCeM OTMETKHU

«C dnaromy;

_ @ / R (D10 _cnam / He cmaM) — MpUCBOEHHe MHCbMaM/IeNOYKaM ITHMCeM OTMEeTKH

«Cram» n MEPpEMCUICHUC UX B ITAIIKY Cnam uinm ux BO3BpdllleHre M3 IIdIIKH Cnam B MaIkKy

Bxopgimue Biiajennia AyKa.

[IncbMa U3 criMcka MOXKHO [epeMellaTsh B IPYTYIO NAlKy lepeTackuBanueM. [Ipy BbienieHun

IMMCbMd B CIIMCKe ero coJep>xXunumoe OTO6pa>Ka€TC$I B 00JIaCTH YTeHus.
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6.1.3 O0sacTb YTeHHusd

OO6uacTh yTeHus TMO3BOJIseT MTPOCMAaTPUBATh MUChMa, BbIJleJieHHbIe B pabodeil 001acTH, WA
CO3/1aBaTh HOBBIE ITMCHMA C ITOMOIIBI0 GOPMBI CO3/ITaHUS U PeIaKTUPOBAHUS ITHUCEM.

B 3aBucHMOCTH OT HAcTpoek, 00JIaCTb YTEHHsS MOXeT OTOOpakaTbCsi B IPaBOM 4YacTH
TVIaBHOTO OKHa (BHJ 10 YMOJYaHMIO), B €ro HIDKHEW 4acTH 1oji pabodeit 061acThio (MO CITHUCKOM
MIHCeM aKTHUBHOM TAIKW) WIA MOXET ObITh CKpPbITA.

Ecmu  obmacte oToOpakeHWsi CTaHOBUTCS MeHbille 960 mmkcesieir, TO HHTepdenc
aBTOMATUYECKU Mepexo/iuT B pexkxuM O0J1acTh YTeHUs CKPHITA.

B takom citydae BMecTo 00J1aCTH 4TeHUs! 0TOOpakaeTcst pabodasi 06J1acTh CO CIMCKOM MHUCEeM
B akTUBHOM marke. CjieBa OT UMEeHW aKTUBHOM MaIllKU O0TOoOpaXkaeTcCsi KHOIIKa = (I'maBHOe MeHI0),

II03BOJISIIOIIAs [TePeKII0YUTHCS Ha 0TOOpakeHUe ITaHesIu HaBUranuu (puc. 57).

Bxopawmue aQ Mt

Bce  HenpouutanHbie  Bawdelie  C BnoxeHwamu

Ha npownoi Henene ~
Mpwunato: Cobpaxre akuMoHeEPOB 16 ox1 A

o CmipHoea Enexa

Cobpanve akumonepoe Conference: httpsy//...

Pucynok 57 — Crnucok nucem B pexkuMme O0/1acTh YTeHHUs CKPbITa

YTo6bl B JAaHHOM pexkrMe OT IPOCMOTPA IaHeIM HaBUTAllMd BepHYThCS K IPOCMOTPY CIIMCKa
MMCeM, TIOBTOPHO HAXKaTh Ha MaHeIN HaBUTAllK KHOIKY = (I'naBHoe mMeH10). YTOOBI IPOCMOTPETH
MIMCBMO, CJIe[lyeT IIeJIKHYTh 110 HeMy B CITMCKe — BbIOpaHHOe MUCbMO OTKPOETCSl.

Hag 3arosoBkoM mnucbMa B TakOM Cjiydae OTODpaXkalOTCSi KHONKM HaBUTALUWA IS

CleyIomuX qercTBuit (puc. 58):
I G BO3BpallleHHe K CIIMCKY ITHUCeM;
— /\ — 1epexo/l K IpeJibIAyIieMy ITUCbMY B [Teperucke;

— % — nepexo[ K CJieiyIoleMy IMCbMY B IlepeluckKe.
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Mporpamma KoHgepeHLum

AnekcaHap CMUpPHOB O 7
MH, 16.03.2020, 15:49
EneHa CMupHOBa

«

[obpein gerb!

Pucynok 58 — Knonku HaBuranuu pexkuMa Q0J1acTh 4TeHHSI CKPBITA

ObpenuHeHne B IENIOYKKM — 3TO CIOCOO OpraHM3allid IMCeM B IIOYTOBOM  SINKKe,
MO3BOJISIIONIMKM TTPOCMATpYBaTh B BUJle e[JMHOM Oece/ibl BCe MHCbMa C oOrpejiejieHHOW TeMoH. [lo
YMOJTYaHUIO IIMCbMa He TPYIIMPYIOTCS B Ienodykd. [losnb3oBaTenb MOXeT BKIIIOYUTH (WIH
OTKJIIOYWTh) TPYIIIMPOBKY ITMCEM B IIeII0YKM B HACTPOUKAX MOYTHI.

B nenouku cobrparoTcs nMcbMa U3 BCeX IAIlOK IIOYTOBOIO SIMKA I10JIb30BaTessl (BKIOYast
nanky YepnoBuku, Kopsuna u Cnam). [luceMa rpynnupyroTcs B 1IeNIOUKY, ecjid B TeMe eCTb 3 U
6oree nucem.

B obnactu uyrenus Haj rpynmnod nucem orobpaxaercs Hagnuch «llpenbimyiue nucbMay,

IIPY HaXKaTUX Ha KOTOPYIO MOXXHO Pa3BepHYTh 1elodKy (puc. 59).

D 0 0T @0 O

Re: UHcTpyKUMA
Mpegbigylwmne nucbma
AnekcaHap CMUpHoB 28 wion

[o6pblid geHb! UHCTPYKUMA NPOCMOTPEHS,

cnacumbo.

Pucynok 59 — Camoe cBexee MCbMO IIEIIOYKHU B 00JIaCTH YTeHUS

HEHO‘IKI/I Cl)OpMI/IPYIOTCSI B pPdMKaxX IIOYTOBOTO MAMIWMKA OJHOI'O II0OJIb30BATeJIs. Ecmm

I10JIb30BaTeJIb IepeMeCTH/I UK CKOIIMPOBAJI CBOe IMMCBbMO B 9YyXKYIO IIAIllKy C O6H.[I/IM JOCTVYIIOM, TO

BjlazieJibleM IMKMCbMd CTAHOBHUTCA BJjlafieJiel] IIdIIKH, 4 IMMUCbMO BCTPAMWBAETCA B €ro HellO4YKH. HJ’IH
KaXXao0ro I10Jb30BaTesid B IeIIOYKH T'PYIIIMPYIOTCA TOJIBKO Te IIMCbMd, K KOTOPBLIM II0JIb30BaTeJIb
numeeT JOCTYIL:

— JJId BJlaJesiblid IIOYTOBOI'O AIIKWMKA WJIM II0JIb30BaTed C IIPABAMM COBJIdiesIblid IEeIIOYKH

(opMUPYIOTCS U3 BCeX MAIOK II0YTOBOrO sIyKa (KpoMe nanky Cmam);
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B

AJIsL TI0JIb30BATeJId C AOCTYIIOM K OJTHOH ‘Iy>KOfI I1aIIKe IeIl104YKH1 Cl)OpMI/IpyTOTCSI TOJIBKO M3
MMCeM, HaXOOSIIUXCS B 3TOM IallKe.

BepxHeH CTpOKe OO0/JIaCTH YTeHHWs, HaJ TeMOH, KaK IS OTJeJbHbIX IHUCeM, TaK W s

nvceM, 06beJIMHeHHbIX B IEMIOYKH, pacIioyioXkeHa NaHeab UHCTPyMeHTOB (puc. 60). CocTaB KHOIOK

IIaHeJIN 3aBUCHUT OT IIAIIKH, ITMCbMd KOTOpOﬁ B JIaHHBIA MOMEHT IMPOCMATPUBAIOTCA.

T b B 0T @ O O

Pucynok 60 — [lanesnb MHCTpyMeHTOB 06J1aCTH YTeHUs

[Tanesnb MHCTPYMEHTOB 06JIACTH YTEHUSI MOXET COfiep>KaTh CllefyIolle KHOIKY :

O nepeMeliieHye NMACbMA/IIENIOYKH MKMCceM B JIPYTYIO MaIlKy; olepalus JIOCTyIHA /s

BCeX THUIIOB IIAIIOK, KpOMe ITaIIKH1 qepHOBHKI/I;

Q’ — KOIIMpOBdHHe HI/ICbMa/I_IEHO‘IKI/I nmvuceM B IOPYI'yIO IAIIKYy; olepdnyda NJOCTYIIHA IJid

I1aIIOK BXOIIS[H_II/Ie u OTl'IpaBJIEHHBIe, d TaK’Ke IJI5 ITOJIb30BATeJIbCKUX IIAaIIOK;

E — IiepeMelieHue 1m1MceMm B IIaIIKy ADXI/IB JJId DOJITOBPEMEHHOI'0 XpaHeHNd,

Wl — ynanenue muchMa/IeNOYKH MECEM; 3Ta OTepalfys JOCTYIIHA IS TAIIOK BCeX THUIIOB,
OJTHAKO IpaBWIa yJasneHus [yl nanok Kop3mna v CraM oT/MyaroTcs: IIpU yJjaleHuu U3
nanky Kop3uHa mvcbMa MOXHO BOCCTaHOBUTH B TedeHue 30 nHeil, u3 manku Croam
IIMCbMa yJIaJSIFOTCsl 6@3BO3BPATHO;

@ — IIPUCBOEHME NHMCBhMY/Ilellouke MHceM OTMeTKU «Cramy»; orepanys AOCTyIHA [

BCeX THUIIOB IIAIIOK, KpoMe CHUCTEeMHOMH ITallK! Cnam;

R _ BO3BpallleHUe nrMcbMa U3 nankyd Cnam B nanky Bxoasimue Bianenbiia siyka;

7
r_l — OTKPbITHE ITNCbMd B HOBOM OKHE;

0 — OTKpbITWe MejvanaHeny OOmIue MaTepHasbl; OIepalys OCTYIIHA IJis BCeX

THIIOB IIAIIOK.

141 OTAeJIbHbIE IIMCbMd, W MeIIOYKMH IIMCeM, IIpU IIeEpBOM OTKPBITUKU B 00J1aCTH YTeHHUs

0TOOpaXkaloTCsl B BUjie MUHU-TIaHeJIel, CofieprKalllix Ciie/lyiolye 3jeMeHThI (puc. 61):

TeMa NrcbMa (y Iernodek nuceM oTobpakaeTcst HaJl IepPBbIM IMMCbMOM IIeIIOYKY; y IHCeM-
OTBeTOB TeMa JI0IIoJIHeHa ITpeduKCcoM «Re:», y nepeagpecoBaHHBIX NHMceM — INpedrUKCOM
«Fwd:», a Templ mnuceM, cpOpMHpOBaHHBIX B KadyeCTBe aBTOMAaTH4eCKOTO OTBeTa,
I0JIy4aroT npedukc «Auto-reply»);

aBarap OTIIpaBUTeJIs [INChMA;
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— WM OTIpaBUTeNIsl (i BXOJSIEN KOPPECIOHIEHITNH) WM TotydaTesis (i UCXOJSIei
KOpPPeCHOH/IeHIINH), Y HeIPOYMTAHHOTO ITMChbMA BbIZIeJIeHO MOTY>KUPHBIM HauepTaHUEM;
— J1aTa WIX BpeMs TOJTy4YeHUsl/OTIIpaBIIeHUs] TTMChMa;

— OTMeTKa 00 YDOBHeE Bd>XHOCTH ITMCbMd, eCJIM OH OBILT YCTaHOBJIEH OTIIPABUTEJIEM;

— 3HauyoK M — IMIPU3HAK HAJIM9UA Y [IMCbMd OTMETKHU «C dmarom» (HpI/I HaJ'II/I‘lI/II/I);
— HaAIINChb «quHOBI/IK» IJIsl He3aBepUIeHHbIX ITHCeM;

— HaA4aJI0 TeKCTa ITMCbMa,

G

— 3HAYOK * — OTMETKa O IIPUCYTCTBHHU B IIMCbMe BJIOXKeHH (HpI/I HaJ'II/I‘II/II/I).

CeroaHa A
) Cobpatue akUMoOHEPOB 1517 3
CrMupHosa EnsHa
HeobxogumMo NogHAaTh EC‘IPDE I-’I-_EFPE_I.’I’ /Z//)

Pucynok 61 — MuHu-niaHesns nmyucbMa B 00/1aCTH YTEeHUS

HaxxaTtve Ha aBaTap mo3BO/IsIeT BbIOpAaThb NUCBMO B OOJAaCTH YTeHUSI U PACKpbIBaeT
pacIIMpeHHYI0 TaHelb MWHCTPYMEHTOB o06jlacThd uTeHus. BbiOpaHHoe mnHCbMO (MUHHU-TIAHETb
BBIOPAHHOI'0 ITMCbMA) OKPACUTCS B OCHOBHOW IIBET pa3jielia, a Ha IlaHeJIu WHCTPYMEeHTOB 00/1acTh

YTeHUsl CYETYUK BbIOPAHHBIX MMHCEM U KHOMKU JOCTYIIHBIX orepaiui (puc. 62).

X Bobibpano 1 ¥ O 1 o 1 o

AnexkcaHgp CMUPHOB 29 wton
[obpelit geHb! MNpurnalwaem 03HaKOMUTLCS C NPOrpaMMoit

KoHdepeHUuK, KoTopas cocTouTea B Mockee c 4 no 6
aBrycta 2020 T.

&

Pucynok 62 — PacimpeHHas naHeslb MHCTPYMEHTOB JJIsl BBIOPAaHHOTO IIMChbMa

PacipenHasi naHesib MHCTPYMEHTOB JOCTYIIHA KaK ISl OT/AeJIbHBIX ITHMCeM, TaK U Lel0YKH
nuceM. OHa 103BOJIsIET BBINIOJIHUTH BCe OIepaluy, AOCTYIIHble Ha OOBIYHOM MaHeld UHCTPYMEHTOB
(puc. 60), KxpoMe OTKPBITHS MeJallaHelH.

B nomnosHeHWe K OOBIYHOM MaHeIM MHCTPYMEHTOB 00JIaCTU YTeHMs], paclIMpeHHas IaHejlb

HMeeT KHOIIKHY, KOTOPbIe ITIO3BOJIAIOT YCTAHOBUTDL WM CHATH OTMETKH IJI4 BbI6paHHbIX IceM.

- C SI!JIal"OM Had’XaTHeM KHOIIKHX g;

- Henpomnannoe Ha’XaTheM KHOIIKHN D .
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HaxaTvie Ha MUHM-TIAHeIb IIMCbMAa IIO3BOJISET HEPEﬁTH K IIOJIJHOOEHHOMY IIpOCMOTPY

IMMCbMd, B TO BpeM# KdK HOBTOprIﬁ [Ie/TY0K I10 IMMCbMY CBOPAYMBaAeT ero B MUHH-IIaHeJIb.

B nHTepdelice nrcbMa NpUCYTCTBYIOT CIIeyIOLIMe 3jleMeHTHl (puc. 63):

TeMa nrcbMa (y HEIPOYMTAHHBIX ITHUCEeM TeMa BbijieJieHa TOJTy>KUPHbIM HadyepTaHueM, y
MMCeM-OTBeTOB TeMa JoroyiHeHa npedukcoMm «Re:», y IepeafpecoOBaHHBIX IHCEM —
npedukcom «Fwd:», a Tembl mrceM, cPOPMHUpPOBAHHBIX B KayeCcTBe aBTOMATHUYECKOTO
0TBeTa, NoJTy4aioT mpedpukc «Auto-reply»);

aBarTap OTIIpaBUTeJIs [IMChMa;

WMl OTIpaBUTeNisd (HakKaThe Ha KMMs OTKPbIBAaeT KAapTOUYKY IOJb30BaTeliss IJisi aBTopa
nvceMa; y niceM B nankax Cmam u Kop3una uMs oTripaBuTeis iepedepKHyTO);

MeHIO orepanuii 06paboTKU MHUChMa;

JleHb HeJleJv, J1aTa U BpeMsl MOJTy4YeHUs] TUChMa;

WMl TIOJTyYaTeris;

KHOIIKA ¥ , HakKaThe Ha KOTOPYIO I03BOJIAET PACKPHITL OJI0K IOAPO6HOM MHPOPMAIUK O

M1CbMe;

HaHHble OPUT'MHAJIbHOI'O IIMCbMad, eCJIh ITMCbMO OBLIO IIepeaipeCoBadHO,

TeKCT (Tes10) nrucbMa (y nmceM B nankax Cnmam v Kop3uHa TekcT nucbMa rnepeyepKkHyT);
MOANMCH OTIpaBuTessl (MPpM HAJIWYMHK; eCIM MHUCbMO OTIIPaBJIeHO I0JIb30BaTeseM

«Mailiony, no3uIiys MOAMMCH MOXKET pa3jinyaThCsl);

I[UTATHI C TIPeIbITYIIMMHU COODOIIIeHUSIMH B TIepelrcKe, eCIi TaKOBble UMeloTCS;
MUHUATIOPBI BIOXeHUH (TIpYU HaJIM4YUK);
KHONKK ¢ (OTBeTHTh) (a Takxke €~ (OTBeTHTH BCeM), eC/IM IMChbMO ajIpeCcoBaHoO JIBYyM U

6ostee mosy4varensam) u < Ilepeciars.

Do6po noxanoeatb!

@ Enena CMupHosa O ¥
05 )20, 11:42

[obpo noxanosatk B no4ty MonOdmc!

«

C yBaxeHuem, E. CMUpHOBa

m docx

MucbMmo ..
71.39 K6

& OTBeTMTL MNepecnatb =
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Pucynok 63 — Hurepdeiic nucema

HaxxaTue KHONKM ¥ pacKpblBaeT KapTOuYKy JeTalbHOM MHGOpMAlMd O IIHChMe,
CoJleprKalllyto ciiefyrorniye cBefieHus (puc. 64):

— TeMy IIMCbMa;

— KHOTIKY A, Haxate KOTOPOM M03BOJISIET 3aKPBITh KAPTOUKY;

— WMs TIOJTy4aTeJis MUChMa;

— Ha3BaHMe IalKH, B KOTOPOI HAXOIMTCA MUCHMO (Ha)KaThe KHOIIKM /% MO3BOJISeT YaIuTh
MMCbMO M3 YKA3aHHOM IMalKW; JIaHHAs KHOIKa OTOoOpakaeTcs Jisi BCeX MaIoK SIIHKa,
kpoMe nanku Kop3una);

— OTMeTKa 00 YpOBHe Ba)KHOCTH, eCJIM OH ObLT YKa3aH OTIPaBUTeJIEM.

Anekcanap CMMPHOB o ¥ :
cp, 18.03.2020, 16:00
- o Mg A
ema Re: [lobpo noxanoeBaTb
Eneda CMupHOBa
Man Bxonswme X

Pucynok 64 — Kaprouka setanbHOM HHGOpPMAIMY O TUChMe

CoctaB MeHIO omepanuii 00pabOTKM 3aBUCUT OT TAalKW, [JIi IHCEeM KOTOPOM MeHIo

BbI3bIBACTCA, OJJHAKO IIPUHIIMUII pa60TbI C MEeHIO COBIIaideT BO BCeX IIaIIKdX.

Kuonkamu O (OTMeTHTHh KaK HeIpPOYHTaHHOe) U Z (IlomeTtuTsh__dJiarom) MOXKHO

BOCITIOJIb30BATBCA CpPaA3y. ,HJ'[S[ epexoda K OPYIruM KOMdHOdM CJIeyeT Ha’KdTb KHOIIKY : (EHIE)

(puc. 65).
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KoHdepeHUMa No MHTErpaLuu NpoayKTOB
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Pucynok 65 — MeHro onepanuii 06paboTku [ijisl TMCbMa Mankyd Bxopsmue

MeHto omneparuii 06pabOTKH MOXKeT COflepKaTh CIIeyIoIe KOMaH/IbI:

— & (OTBernTh) — Tmepexon K GopMe CO3[aHUS W PeJIaKTUPOBAHHUS IHMChbMa IS
HaIKMCAHUS OTBETa aBTOPY MPOCMATPHMBAaeMOro MUChMa;

— 4 (OtBeTHTH BCEM) — TIEpexofl K dHopMe CO371aHWs U peJaKTUPOBAHHUS IMUChbMa IS

HAIIMCAaHHUA OTBeTd dBTOPY U BCeX aJipeCaTOB IIPOCMATPUBAEMOT'O ITMCbMaAd;

— # (Ilepecnatb) — mepexoJ K ¢opMe co3fgaHWs Y pelaKTHPOBAHUS THCbMa Jis

nepeajipecariii pOCMaTPUBAeMOT0 MHUChMa;
— @ (OrMeTuTP KaK HeNpOYHTAHHOE) —  INPHCBOEHME IIMCbMAaM  OTMETKH

«HenpounTanHoey;

_ Y (ITomeTuTs ¢s1arom) — nprcBoeHre NMUCbMaM OTMeTKH «C daromy»;

- 'EI (OTo3BaTh mHCcbMO) — 1epexo]i kK GopMe OT3bIBA MMKUCHhMa;

O (IlepemecTHTh) — IlepeMellleHYe ITMCEM/IeNIOYeK ITUCEeM B JIPYTYIO HalKy;

g (KomupoBaTh) — KONMPOBaHUe NMHUCeM/IelI0YeK MceM B JIPYTyIO MallKy;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025



® MaiLion

6.2

6.2

E (B apxuB) — nepemelnieHyre B Ianky ApPXUB JIJIsl TOCJIeIYIONIero XpaHeHus;

= (Co3maTh cobbITHE) — CO3/1aHHe COOBITHS B KaJleH/lape Ha OCHOBAHWH TTHUCHMA;

v (Co3gartp 3ajauy) — co3jaHue 3a/1a44 Ha OCHOBAHUHU MTHCHMa;

—
+— (Co3patb GpUIBTP) — CO3/IJaHHMe HOBOT'O MTpaBrjia GUILTPAIIMU BXOISIIUX ITUCEM;

Wl (Ymanures) — ynanenve nmuchbMa/IeNOYKKA IHMCEM; Olepalds JOCTYIIHA IS IaIloK
BCEeX THUIIOB, OJTHAKO MpaBWIa yhaneHus s nmanok Kopsuna u Cmam oTiMyaroTcs: ipy
yaaneHuu u3 mankd Kop3uHa myucbMa MOXXHO BOCCTAHOBUTHL B TedeHue 30 JHeM, u3

nanky CmaM nucbMa YAAIAIOTCA 683B03BpaTHO;

@ (910 cnam) — npUCBOEHUe TMCbMaM/IIeNlouKaM uceM OTMeTKU « Criamy;

® (He cmam) — Bo3BpaleHve nmcbMa W3 mankd CmaM B manky Bxopsmue

BJIaJlesIblia AIUKa;

2N
Lo (HEPECJIHTI) KadK BJIO)KEHI/IE) — TIIepeCblIKd TIIMCbMd B BHJE BJIOXEHHI C

COXpaHeHHeM BCeX 3ar0JIOBKOB, BIOJKeHMe B Bujie ¢dania ¢opmara EML;

<7 (Iloka3aTh HCTOYHHMK) — TIEPEXOJ] K IPOCMOTPY MCXOIHOTO KOJIA IIHCHMA;

= (ITeyaTsp) — mepexof K ne4aTH MUChMa.

JleiicTBHS C MaIIKaMH

.1 Co3gaTh nanky

Hamcy MOZKHO CO30aThb CJie YoM crocoboamu:

CO3/1aTh HAa BepXHEM ypOBHe JlepeBa MalloK;
no0aBUTh B COCTaB CYIIeCTBYIOIIed manku B mpejcrapieHuu Iloura (B TakoM citydae

OymeT co3flaHa BIOXKeHHas I1arka);

— 1106aBUTH B COCTaB CYIIECTBYIOIIe! NIAalKY IIPY CO3[aHUU PUIIBTPA.

[Tarky MOYKHO CO371aTh TOJIBLKO C COOIIOIEHNeM CIIeTyIONTUX TPeOOBaHMIA:
— UM TIAlKKA He MOXKET ObITh IIyCThIM;

— He MOXeT OBbITh IMpeacTaB/ieHO B BUJIE «.» WA «..»;

He MO’XeT HAYMHAThCs C CUMBOJIA Hp06ena;

— He MOXXeT CofiepKaTb CUMBOJIBL: *, |, \, /, :, ", <, >, 7.
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YToObl CO3aTh HOBYIO MANKy Ha BEPXHEM ypOBHe JiepeBa MaroK, HeoOXOJUMO BBIOIHUTH
CJleAyIOIINUe JeUCTBUA:

1. Ha maHenu HaBUranyy HaXkaTh IPABOM KHOTIKOM MBIIIY BHE JiepeBa Marok.

2. B koHTekcTHOM MeHI0 BbIOpaTh KoMaHAy Co3maTh Hmanky.

3. B mosiBuBIIIEMcS TI0JIe BBOJIa yKa3aTh Ha3BaHUe Manku (puc. 66).

[ YepHoBMKM

@ Cnam

I Kop3una

[3 TMucsma no npoexTy|

Pucynok 66 — BBoa uMmenwu /1jis anky BepxXHEro ypOBHS

4. Haxarb xiapunty Enter vim Tab Ha xiaBuaType mu60 HakaTh MPaBOM KHOMKOHN MBIIIN
3a IpefiejlaMHU I10JIs1 BBOJA.

[Tanku, co3paHHble BPY4HYIO, paclioyiaratoTcst 10cjie CUCTeMHBIX MalloK.

B moboin nanke, kpoMe nanok YepHoBuku 1 CraM, MOXXHO CO3[aTh BJIOXKEHHYIO MAIKy.

J1J1s1 3TOro He0H6XOMMO BBIIIOJIHUTD CIIeAYIOIe JeHCTBHUS:

1. Ha maHenu HaBWramuu BbIOpaTh MalKy, B KOTOPOW HeOOXOJMMO CO3JaTh BJIOXKEHHYIO
HarnKy.

2. HaxaTueMm NpaBOM KHOIIKA MBIIIM OTKPBITb KOHTEKCTHOE MeHIO M BbIOpaTb KOMaHIY
Co31aTh BI0KeHHYIO MAIKY.

3. B oTtobpa3suBiieMcs mojie BBOJIa yKa3aTh Ha3BaHUe Manku (puc. 67).

AnekcaHap CMUpHOB

~ [ Bxopswme

2 Mwucoema ot E. ('.MupHnHrJﬂ

OmnpaeneHHbie

%] YepHoBukm

Cnam

Pucynok 67 — BBoj umMen# Jij1s1 BIIOXKeHHOM Tanku

4. Haxarp xiaBuiry Enter viu Tab Ha knaBuatype mubo HaXaTh IMpaBOW KHOIKOM MBIIIN
3a IpefiejlaMH I10J1s1 BBOJIA.

B BeIOpaHHO# nanke 0TOOpa3UTCs BIIOXKeHHAsI MaIKa.
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[Tocne mo6aBieHus BIOXKEHHOM TMAINKY CJieBa OT 3HaUKa POIUTENIbCKOM MaIKu 0ToOpaXkaeTcs
KHOTKa ». HakaTve Ha TaHHYIO KHOTIKY PaCKpbIBaeT CIIMCOK BIIO>KEHHBIX MATIOK.

[Tpu mombITKe CO3/1aTh MANKy C UMEeHeM IalKH, CO3JJaHHOM paHee, B CIIMCKe TIOSIBUTCS TarKa,
MOBTOPSIIOIIeecss UMs KOTOpolM Oyner momosiHeHO mocTdukcoMm «(1)». Ilpu nmobGaBieHMH HOBBIX

TATOK C MOBTOPSIIOIIUMUCS KIMEeHaMH OHU OyAyT AOMOJIHEeHbI ocTdUkcaMu «(2)», «(3)» u T. 1.

6.2.2 IlepemecTHUTH NANIKYy

[lanky, co3maHHYIO BpPY4YHYIO, MOXHO IlepeMecTUTb B JIIOOYIO JIpYI'ylo IalKy, Kpome
YepuoBuku 1 Cnam.

[TepeMmeliieHye anky MOXKHO BBIIIOJIHUTD OJIHUM U3 CJIeIYIOLIUX CIIOCOOOB:

— IlepeTacKVBaHUeM IalK{ MBIIIBIO;

— C IIOMOIIbIO0 KOMaH/[bl KOHTEKCTHOI'O MeHIO IaIlKH.

YTo6bI IepeTaUTh MaNKy, HEO6XOAUMO BBIIIOIIHUTD CJIeIyIOIIHe J1eHCTBUS:

1. YpepxwBas Ha)kaToW JIeBYIO KHOIIKY MBIIIY, IlepeTalliuTh [alKy Ha 3arojIOBOK IeleBOM
nanku. [lanku, B KOTOpble MOXHO IepeMelllaTh Jpyrve HalkH, [IPU HaBeIeHWH Kypcopa

MBIIIIH BBIJIEJISIIOTCS IIBETOM (puc. 68).

Cnam

Kopauna

Muerma nn nnoekTv

Mucemp ot E. Cmup i (0)

Pucynok 68 — IloncBeTka LiesieBOH Marky Mpy lepeTacKMBaHUU

2. OTnycTHUTb JIeByIO KHOIIKY MBIIIIY.

A [lanky Henb3st mepeTanuTh camy B cedsl.

Yrob6bl IepeMecTUTb MaNKy C IOMOIIbIO KOMaH/bl KOHTEKCTHOTO MeHIO, Heo6X0IMMO
BBITIOJIHUTD CJIeJlyIollue 1eHCTBUS:

1. Ha naHenu HaBUranyy BbIOpaTh MaIky, KOTOPYO He0H6XOIMMO IlepeMeCTHUTb.

2. Haxaruem IpaBol KHOIKH MBIIIM OTKPBITh KOHTEKCTHOe MeHIO M BBbIOpaTb KOMaHIY

IIepemecTHuTS.
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3. B oTkpbIBIIEMCSI OKHe yKa3aTh IMalKy, KOTOpas JOJDKHA CTaTh POAUTENbCKOM ISt
repeMeliaeMod TAnku. B KadecTBe POJUTENIBCKOM TANKKH MOXKHO BbIODAaTh

CyIIeCTBYIOIIVYIO ITIAIIKYy WMJIXM CO34dThb HOBVIO.

YTo0OBI YKa3dTb B Ka4deCTBe pOHHTeﬂbCKOﬁ MarnkKy CyHmeCTBYIOINYIO IMAallKy, BbI6paTb ee B

nepeBe marok (puc. 69):

Mepemectvms

Anekcangp CMupHOB

ydomain_ru
LJ Bxopswme
> OmpasnenHsie
[#] YepHoBHKM
Cnam
Kop3uxa

roToBo

Pucynok 69 — Bri6op cyiecTBytoliei 1ejieBoi Marnku

Il co3maHys HOBOM IanKu:

1. B nmepeBe mamnok BbIOpATh Marky, B COCTaBe KOTOPOW HEOOXOJIMMO CO3/1aTh HOBYIO MAIIKYy.
CTaHyT aKTUBHBIMHU KHOIKa L+ 1 kHomka CoToBo.

2. HaxaTb KHOIIKY C3.

3. B otobpasuBiieMcs nosie BBofa yKa3aTh Ha3BaHUe co3/laBaeMoii nanku (puc. 70).

MNepemectums

Anexcanap CMMpHOB
a.smirm ow@myd omain .ny

[J Bxopaume

» > OmpasneHHble

O HNokyMeHTsi

(41 YepHoBHKM

roToeo

Pucynok 70 — CosznaHue 1eyieBoM Manku

4. Haxartp Ha wiaBumly Enter win Tab na kiaBuatype 60 HaXkaTh MpaBOM KHOIKOM

MBbIIIX 34 IIpefejiaMU 110JIs1 BBOJd.
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5. BbI6paTb CO3IdHHYIO IIaIIKYy B iepeBe I1dIllOK.

6. Haxars kHONKY I'0TOBO.

6.2.3 IlepennMeHOBaTH MANKY

JIrobyro manky, CO3[aHHYH0 BpPY4YHYIO, MOXXHO IleperMMeHOBaThb. [lyi1 3Toro Heo6xonuMo
BBINIOJIHUTD Clleyolue JeHCTBUS:
1. BribpaTh HeO6XOIMMYIO IAIIKY .
2. Haxaruem IpaBOM KHOIIKM MBIIIM OTKPBITb KOHTEKCTHOe MeHIO M BBIOpaTb KOMaHIy
IlepeumeHoBaTh.
3. H3menuth Ha3BaHWe Manku. 1'peboBaHMS K Ha3BaHUIO IIallKU OIMCAHBI B IOAIYHKTe

Co3maTh Iamky.

4. Haxarp Ha kiaBuiry Enter wim Tab Ha kiaBuarype b0 Ha)kaThb MPABOM KHOITKOM

MBbIIIX 34 IIpeJejiaMu 110JIs1 BBOJd.

6.2.4 IlomMeTuTh BCe MIChbMa NPOYHTAHHBIMHU

KonmyecTBo HEMpPOYMTAHHBIX MMHUCEM B Mallke OTOOpaXkaeTcsl ClipaBa OT ee Ha3BaHus. Ecim
mamKa sIBJISIeTCS POOMWTENIbCKOM, TO [Jii Hee He YYWTBHIBAIOTCS HeNpOYMTaHHbIe IHCHMAa,
HaxXOOAIIHecs BO BIOXKeHHbBIX MHallKax.

[Tpy HEOOXOOMMOCTH MOXHO OTMETHTh IMPOYUTAHHBIMU Cpa3y BCe IMMKMCbMa B BBIOPAHHOM
narike. J[71s1 3Toro Heo6X0IMMO BBITIOJIHUTD CIIeYIOIITHe IeHUCTBUS:

1. Ha nanenu HaBWranuyy BbIOpPaTh HEOOXOJMMYIO MAIIKY.

2. HaxaTmeM npaBoM KHOIKK MBI OTKPBITh KOHTEKCTHOE MEHI0 W BbIOpAaTb KOMaHy

ITomeTHTH BCe MPOYUTAHHBIM.
[Ipu BBIMOSTHEHWY KOMaH/Ibl TPOYHUTAHHLIMH TIOMEYAI0TCSI BCe MHUCbMa, KOTOPbIe HAXOISATCS

HerocpeCTBEHHO B BbI6p3HHOfI I1ariKe. HJISI BJIO’K@HHBIX IIdIIOK OIlepalivd He BBINIOJIHAETCH.

6.2.5 YpanuTh copepKuMoe ManKu

IIpy HEOOXOOUMOCTH MOXKHO YJaluTh COJNep)KUMOe JIFOOOM Ianky — OYUCTUTH IMAIKy.
[Tucema u3 3TOM nanku 6yAyT nepeMeliieHbl B nanky Kop3una.
BbInonHss 04MCTKY Aok, Heo6X0AUMO YUUTBIBATh CllelyIole 0COOeHHOCTHU:
— TIpU  OYUCTKe POIUTENIbCKOM IIAlKA YAAISIOTCS IIMCbMa, KOTOpPble HaXOASTCS
HEeIIOCPe[ICTBEHHO B 3TOM Ilallke, HO BJIOKEHHble IIallkU U KX COJlepXXHMoe He

YAQIISIOTCS;
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— eCji1y yadjisieMOoro 1nncbMad eCTb KOIIMHU B IPYT'UX IIAIIKdX WX ITUCbMO {BJISI€TCA KOIMen
JAPyroro nmvMcbma, TO yAajiseTCsd TOJIbBKO 3TO IMMCbMO, 4 erO KOIIMU B JIPYTHX IIAllKaX He
YAAIAI0TCA,

— edjii Uid IIdIIKKU HACTpOoeH O6H.[PII>1 AJOCTYVII H TEKYH_[HIZ I10JIb30BaTeJIb ABJIA€TCA

COoBJIdJiesiblieM HWJIM OTBETCTBEHHBLIM DeIdKTOPOM IIdIlKH, TO IMMCbMAd IlepeMellialoTCsd B

nanky Kop3suna Biajienbiia oyuinaeMon narky;
— 1pu ouncTKe nanky Ciiam Bce IUcbMa yJaistoTcsl 6e3B03BpaTHO.
YToOBI OUUCTUTH NAIKY, HEOOXOAUMO BBIIIOJIHUTE ClleAAYIOIIHe NefCTBUS:
1. BriOpaTh nanky Ha IaHejy HaBUTallWU.
2. Haxaruem IpaBOll KHOIKM MBIIIM Ha Ha3BaHWU IIallKW OTKPBITh KOHTEKCTHOE MEHIO0 U
BbIOpATh KOMaHIly YAaJIHTh COHepaKHMOoe.
3. Haxatp xHOnky Ypamutsh. CrnpaBa OT Ha3BaHUS IAllKU MOXET IOSIBUTHCS WHIUKATOP

Tpoiiecca, Mocyie 3aBepIileHs] OYMCTKU MaNKyu UHAUKATOP ucue3Het (puc. 71).

AC AnekcaHap CMupHoB
a.smirnov@mydomain.ru

[J Bxopgswme 18

Pucynok 71 — MunukaTop npouecca OYMCTKY MMAKy

4. Tlocne 3aBeprieHus IIporecca y/iajleHus! B JIeBOM HIDKeM YTIIy OKHA MOSIBUTCS COODIIeHue
«ITanka ounmenay. [Ipy MOBTOPHOM ITpUMeHeHUH KOMaHb! K JAHHOM MalKe MOSIBUTCS
coobiienve «Ilamka y:;ke mycray.

Yrobbl ouncTUTh Nanky Kop3uHa, He06X01MMO BBIOIHUTE CJle/lyIolye 1efCTBUS:

1. Bribpats nanky Kop3uHa Ha 1aHeu HaBUralyu.

2. Haxaruem IpaBoli KHOIKM MBIIIM Ha Ha3BaHWM IAllIKU OTKPBITh KOHTEKCTHOE MEHIO U
BbIOpaTh KOMaHly YAaJHUTh COIepKuMoe.

3. IloprBepmuTh ynasieHve B 0TOOpa3UBIIIEMCsI OKHe, HaXKaB KHOTIKY Y XaJuThb (puc. 72).
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I Ymanuts us KOp3UHbI?

Bbl cMoXeTe BepHYTb coobuieHue B
KOp3KuHy B TeueHue 30 gHeil nocne
yaaneHnus. 3aTeM oHo ByneT ynaneHo
6e3B03BpaTHO.

Ypanutb

Pucynok 72 — Knomnka Y ganurb

HI/ICbMa, YAaJieHHble U3 IIalIKH KOPSPIHH, MO>XHO BOCCTAaHOBUTHL B TeueHHe 30 JTHeU II0ciie

yaJieHusl.

6.2.6 YpanuTh mamky

JIroOyr0 MOIB30BaTeNIbCKYIO NAIKy (CO3JaHHYI0 BPYYHYI0) MOXHO yAanuTh. [Ipy yaanenun
nanka nepeMeniaercs B nanky Kopsuna. IIpy Heo6X0[IMMOCTH IANKy MOXXHO BOCCTAaHOBUTH U3

Kop3uns! wm yganute 6e3B03BpaTHO.
YnanuTh nanky ¢ cOxpaHeHHeM BO3MOKHOCTH BOCCTaHOBJIEHHUS

1. BoribpaTh anky Ha IaHeId HaBUTaAIUU.
2. Ilepemectuth nanky B Kop3auHy oHMM U3 CileJyIOIINX CIIOCOOOB:

— C OMOIIBIO MBIIIY IIepeTallliTh 3arojIOBOK IalKH, KOTOPYI HeoOXOJUMO y[IaluTh, Ha
3arosioBok nanky Kopsuna. Eciy ynaneHve nanky Bo3MOXKHO, TO IIPU IlepeTaCKUBAHUN
3aroJioBOK Manku Kop3uHa BbIIeuTCS [IBETOM.

— Haxarvem mnpaBoii KHOIKM MBIIIM BbI3BaTb KOHTEKCTHOE MEHIO IIallkl M BbIOpaTh

KOMaHAy Y AaJINTh.
YnanuTh nanky 0e3B03BpaTHO

1. Bribpate nanky B Kop3usne.

2. Haxatuem Hp&BOI:I KHOIIKM MBIIINM BbI3BATb KOHTEKCTHOe MeHIO IIdlIKhu U BbI6paTb

KOMaHly Y Ja/IUTh.

A [Tarka, ymamexHas n3 KoOp3uHBI, BOCCTAaHOBIIEHUIO He TOJJIEXKUT, HO ee COAepKumMoe OymeT
XPaAHHUTHCS BO BDEMEHHOM XpaHWIHUIIE B TedeHre 30 JHeH 1 ero MOXKHO BOCCTAHOBUTD.
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6.2.7 BocCcTaHOBHUTD y/IaJleHHYI0 ITalIKy

Ecnu nanka 6b1a yaneHa wiv nepemeiiieHa B Kop3uHy, MOXXHO BOCCTaHOBUTh CaMy MaIKy
U ee copepxxumoe. Ecim manka 6ni1a yaaneHa u3 Kopsussl, To ee BocCTaHOB/IeHHe HEBO3MOXXHO, HO

MO>XKHO BOCCTAHOBHTL ee COJep>XruMoe.
BoccranoBuTth MarKy U CoAepxKuMoe 1IaliKa u3 KOPSI/IHBI

Ecnu nanka 6bu1a yaanena wiu nepemeitieHa B Kop3auHy, ee MOXXHO BOCCTaHOBUTbL BMeCTe C
COZIep>XUMBIM. /{711 3TOr0 He06X0AUMO:

1. B manke Kop3una BeIOpaTh ManKy /Jisi BOCCTAHOBJIEHUSI.

2. BbI3BaTb KOHTEKCTHOE MEHIO, 1IeJIKHYB [TPaBOM KHOIIKOM MBIIIIH.
3. Bruibpatb komaHy [lepeMecTUTS.
4

BbIﬁpaTb MarnkKy IMo4Thl, KyHdad H606X0,[[I/IMO BOCCTaHOBUTH IIAIIKy U3 KOPBI/IHI)I Wi

CO3]aTh HOBYIO MAIIKY C IOMOIIIbIO KHOIIKA Cs,
5. Haxats I'oToBo. [1anka u ee coneprkumoe 6ynet nepemerrieHo u3 Kop3uHbl B ykazaHHOe

MecTO.
BoccranoBUTH copep:kuMoe IankH, yaajieHHoH u3 Kop3uHbl

Ecmm nanka 6bi1a ynaneHa u3 Kop3sunbl Menee 30 nHel Haszaf, ee COJEpXKMMOE MOXHO
BOCCTAaHOBUTb. JJIs 3TOro HeoOX0IUMO:
1. B nanke Kop3una nepeiiTi BO BpeMeHHOe XpaHWIMIIE yAaJleHHBIX MHUCeM — HaXaTb

cceuiky CooO1ieHus1, HeJaBHO yAaJIeHHbIe U3 KOP3UHBI (puc. 73).

KopzuHa Q T
&)  Coofwensus HEAAEHD YOANEHHHIE M3 KOP3MHL

Henpouutauuele  BawHue  C BNOMEHWA
Panes 2

) KoHbepeHUMa NO MHTEMPaLWMK NPOLYKTOS 24.10.2023

CMUpHOE ANexcaHap

PELNArAEM O3HAKOMMTECH C MPOTPEMMONA KOHGBEPEHUMK. &

Pucynok 73 — Ilepexop k CIMCKY HeJaBHO yJlaJIeHHBIX [TACEeM
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2. BbIﬁDaTb IIHCbMd, KOTOpEbIE HEO6XO,I[I/IMO BepHyTb HW3 BpPeMEHHOI'0 XpdHWIWIIA

YAaJIeHHbIX ITHMCeM.

3. Haxarp 3Ha4OK ‘T'ﬂ, PacroJIOKEHHBI Ha IAHEIM HMHCTPYMEHTOB CIMCKAa IUCEM (IIpH
yIaJ€HUH OJHOTO IHChbMa MOKHO HaXkKaTh TAKOW K€ 3HAYOK HA MHUHM-IIAHENIM MHCHbMA).

[Tucema 6yayT nepemetiieHs! B Kop3uny.
BosBpaiienuble B Kop3mHy nmcbMa MOXHO BOCCTAHOBUTb IO  OTHEIbHOCTH WM
CrpyHIMpoBaTh B nanky B Kop3uHe, a 3aTeM BOCCTaHOBUTH 3TY IAIIKy BMeCTe C ee COLep>KUMbIM U3

Kop3unsr.

i’ ‘I\\ [Tucema, niepemernieHHble 3 Kop3uHBI BO BpeMeHHOe XpaHWIMIIE, XPAHITCS B HEM B TedeHHe
30 nHeM, 1ocye Yero yaaisitoTcs: 6e3 BO3MOXKHOCTH BOCCTAaHOBIIEHUS.

6.3 IIpemocraBiieHHe JOCTyNa K NankKam

BJ'IEUIEJ'IEL[ K1 coBJjiagejiell IIaIIKKM C IIOMOIIBIO IIdHeJIn O6H_[el"0 AOCTYyIld MOT'YT YIIPaBJIATb

IOCTYTIOM JPYTHX TOJIb30BaTenel (puc. 74).

O6wwmi1 aocTyn K nanke «Bxoasawmes»

Loctyn uMeeTte TonbKo Bl

Pucynok 74 — Ilanensb ob1iiero focrymna K nanke Bxopsimue

YToO6BI OTKPBLITH I1daHeJIb OGIIIEFO HOOCTYIIa K TIIaIlKe, HEO6XOI[I/IMO Ha>XaTb npaBoﬁ KHOITKOM
MBI HAd HYXHYIO IIdIIKy HA IIdHeJIM HdBUTdIUM WU B KOHTEKCTHOM MEHIO BblﬁpaTb KOMaHOY

O6muii mocTym.

6.3.1 IIpenocTaBUTH AOCTYN K CBOeH IalNKe

Brnapesen manku MoXeT IIPeJJOCTaBUTh OJHOMY WM HECKOJIbKMM II0JIb30BaTelsiM / IpyIIie
I10JIb30BaTesIey JOCTYII K 3TOH ITallKe,

Bnagesnen mamkm — 3TO IOJIb30BaTeslb, KOTOPBIM SIBJISIETCS BiafiesiblieM H3HadalbHON
y4eTHOM 3amMcH (eciu JIOCTYII [Ipe/IoCTaB/IsieTCsl K CUCTeMHOM Ialrke 3TOM y4eTHOW 3alMCcH) JIMOo
co3zaresieM AKX (eciiy JOCTYII IIPe/IoCTaBIIsIeTCs K I10/Ib30BaTeJIbCKOM TallKe).

CoBnagenen — Hacje[lyeT Bce IIpaBa Bilafieliblia NIAIIKK, HA KOTOPYIO IIpefjoCTaBiIeH AOCTYII,
MOJXKeT:

— IIPOCMATPHUBATH CIIMCOK ITMCeM B I1dllKe,
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— YWATaTh [IMCbMa B IAIIKe,
— YCTaHaB/IMBATh Ha TMCbMAX B MallKe OTMeTKH (PUIakKh),
— CHUMATh Ha MKMCbMaXx B Marnke oTMeTKH (brakku),
— U3MEeHSThb COJIepXKHUMOe TTHCEM,
— CO3J1aBaTh B IaIKe IIKCbMa,
— BCTaBJIATh MMCbMa U3 Oydepa oOMeHa,
— TIepechlIaTh ITMCbMA OT CBOETr0 UMEHH,
— OTBeYaTh Ha IMCbMa OT CBOEI'0 UMEeHH,
— YIaJATh COAeP>KUMOe TaIlKH,
— TepeMeniaTh MMChbMa B nanky Cmam,
— YIaJATh MMcbMa u3 nanku Kopsuna,
— ynansTth nicbMa u3 nanku Cmam (6e3B03BpaTHO),
— CO37aBaTh BIOXKEHHbBIe IaIKH,
— YIaJATh MarKy,
— MEHSTb UM TaIKH,
— MEHSTb MeCTO PacIoJIOKeHUsI ATk,
— YTpaBJIATh IOCTYTIOM K TIariKe.
Ecmu y CoBnagenbna HeT JOCTyIa K YYeTHOM 3allMCH BIAJiefblla, TO JIJISI POAUTEILCKOM
nanku ¢ obmmm goctynom CoBiiajesier; MOXeT:
— OTMETHTh BCe KaK MPOYUTaHHOe,
— CO3/1aTh BJIOXXEHHYIO MaIKY,
— YIaJIUTh COJIepXKUMOe,
— TPeJIOCTaBUTh OOIIUI IOCTYTI.
CosBiazenbny JOCTYIHbBI CIIeYIOITHe JeACTBUS IJIs BIIOXKEHHOM TAllKU C OOIIUM JIOCTYTIOM
(Habop JIeCTBUM He 3aBUCUT OT HaJIMUUS IOCTYTIAa K Y4eTHOM 3alKCH BIIaJIesIblia):
— OTMETUTDb BCe KaK MPOYUTaHHOe,
— CO371aTh BJIOXKEHHYIO MallKYy,
— TIePeMeCTHTb,
— IIeperMMeHOBaTh,
— YIaJIUTh COJIepXKUMOe,
— YIaJIUTh,
— TIPeJIOCTaBUTh OOIIMIM JIOCTYTI.
OTBeTCTBeHHBINH pPeJJaKTOP — MOXeT MTPOM3BOJUTh ClIeJyIolye JeMCTBUS C TMAIKoH, Ha

KOTOPYIO IIPe/IOCTaBJIeH JIOCTYII:
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— MPOCMAaTPUBaTh CIIMCOK 0OBEKTOB B MalKe,

— YWTaTh MMCHhMA B TATIKe,

— YCTaHaB/IMBATh Ha ITMChMAX B MallKe OTMeTKH (PUIakKh),
— CHHUMATb OTMETKH C MKMceM B namnke (draxku),

— U3MEHSITh COJIepP>KUMOoe TIHCeM,

— CO3/1aBaTh B MaMKe MUCbMa,

— TepechlIaTh MUCbMa OT CBOEr'0 UMEHH,

— OTBedYaTh HA NMKMChMa OT CBOEr0 UMeHH,

— BCTaBJIATH NMMChbMa U3 Oydepa oOMeHa,

— mepeMeniaTh M1uchbMa B nanku Kopsuna u Cnam,
— ynansTh nvcbMa u3 nankyd Kopsuna,

— yaanaTh nmicbMa u3 nanku Cmam (6e3B03BpaTHO),
— CO3/1aBaTh BJIOXKEHHbBIE MAIKU.

PepakTop — MOXeT NpPOU3BOAUTHL Clle[lylolllMe JIeWCTBUSI C TIANKOW, HAa KOTOPYIO

IpeJIoCTaBIIeH AOCTYTI:
— IPOCMATPMBATh CIIKUCOK MUCEeM B TallKe,
— YWTaTh MUCHMA B TIATIKe,
— yCTaHaB/IMBATh Ha TMCbMAX B TAIlKe OTMETKH,
— CHMMAaTb OTMEeTKH C ITMCeM B TIarike,
— U3MEHSITh COJIeP>KHUMOe TIHCeM,
— TepechlIaTh MUChMA OT CBOEr'0 UMEHH,
— OTBedYaTh HA NMKMChMa OT CBOEr0 UMeHH.

YuraTeab — MOXeT IPOU3BOJUTh CJIe[IyIOlllMe JIeWCTBUS C TMallKOM, Ha KOTOPYIO
MIpeJIoCTaBIIeH JOCTYTI:

— IIPOCMATPHBATh CIIKUCOK MUCEM B TallKe,
— YMTaTh MMCHhMA B TIATIKe.

OOt OCTYyM K MafkaM MOTYT UMeTh MOJIb30BaTe M WX TPYIIIbI oJib30BaTesei. I pymel
M0JIb30BaTeJIel CO3[Ial0TCSl CUCTEMHBIM aJ]MUHHACTPATOPOM (TpMMep: Tpymia COTPYJIHUKOB OT/Aea
MapKeTHHTa). Y KaXKIoW IPyNIbl eCTh 3JIeKTPOHHBIN apec.

YToOBI MpeJoCTaBUTh AOCTYII K Manke, HLOOXOAUMO BBITIOJIHUTD CIIeTyIOIMe AeHCTBHUS:

1. Ha manemu OOmmi MOCTYyn K IAmKe HaXXaTbh KHOMKY [l00aBHTH mOJIb30BaTesIei.

OTtkpoetcst popma 106aBIeHus MoIb30BaTesel B CIIMCOK 0b1iero focryna (puc. 75).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2025

85



® MaiLion

O6wui poctyn K nanke «Bxoasawmue»

Monk3oBatenu Wnu rpynnel

YuTartens

Pucynok 75 — ®opma nobaBneHus 1onb3oBaresiel B CIIMCOK 0011ero A0CTyma

2. B mnone Ilonb3oBaTenru WM TPynnbl HAvyaTb BBOJAWUTHL UMs/dbaMUinio/aapec
3JIEKTPOHHOM TOYTHI I0JIb30BaTeliss WM Ha3BaHHe/aJipeC 3JIeKTPOHHOM IOYThI TPYIIIbI
MoJib30BaTesiell, KOTOpOM TpebyeTcsi MpeJoCTaBUTh HOCTyn K mamke. OTtobGpasutcs
PaCKpBIBAIOIIHANCS CIIHCOK M0JIb30BaTEJIe /TPy I0JIb30BaTeJIeH, KOTOpbIe

COOTBETCTBYIOT YCJIOBUSIM IIOMCKa (puc. 76).

O6wmin gocTyn K nanke
«Bxogawme»

2.5

@ Enena CmupHoBa

Pucynok 76 — Ilonckaska npu 3anonHennu nosns Ilosnbs3oBaresns

3. BribOpaTh 1osib30BaTesisl WK IPYMITY U3 PACKPBIBAIOIIETOCs CITUCKA.
4. HaxaTb KHONKY ™ B II0Jie BbIOOpa pPOJIM, PACKPBLITh CIHCOK poJjiell U BbIOpaTh pOJIb,

KOTOPYIO CJIeflyeT Ha3HAYMTB TT0JIb30BATEITI0/TPYIITe MoJIb3oBaTesiel (puc. 77):
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O6wmi1 goctyn K nanke «Bxoasawme»

Monk3oBateny MU rpynnsl

Yura: CoBnapeney

OTBETCTBEHHLIN pefakTop
|

PenakTtop

YuTtaTtene

3anpet pocTtyna

Pucynoxk 77 — Cnmcok BbIbopa posiel mojib3oBaTesiei

— Cosnagemner,

— OTBeTCTBeHHBIN peJaKTop,

— Penakrop,

— YuraTenn.
5. Ecnu tpebyetcs, yToObI ITpaBa M0OJIb30BaTeNIs/TPYHIIbI OJIb30BaTeJIel paCIpPOCTPaHSIIUCh
Ha BJIO>KeHHbIe MAallKK, MoCTaBbTe ¢uiaskok IIpMeHNTD KO B/I0KeHHBIM MalKaM.

6. Haxarp xHOTIKY JI00aBHTB.

Ha nanenn obmero pgocryna oTobpasarcs [1o0aBiieHHble —I0JIb30BaTeIW/TPYIIIIbI
M0JIb30BaTeJIeH.

Ha mnanenu HaBuranyyd OOBIYHBIM 3HAYOK IIANKM, K KOTOPOM IIpe/loCTaBiieH JIOCTYyII,
HM3MEHUTCS Ha CIIeI[Ua/IbHbIN 3HAYO0K:

Y - Bxopgaiue;

B > - OrtmnpaBrieHHbIE;

B YepHOBUKY;

7 - Cmawm;

_E— KopsuHa;

— E-:‘. — IIdIIKd, CO3IdHHAas BPYYHYIO (HOHBSOB&TEHBCK&H HaHKa).

VY nonb3oBaresis, MOJIYYUBIIErO JIOCTYT, HA MaHeJIM HaBUTAIlMK J00aBIISIeTCS HOBBIA CITUCOK
MaToK, HaJl KOTOPBIM 0TOOpakaeTcst KapToUdKa M0JIb30BaTelIsl, IPeJOCTaBUBILIETO JOCTYTI.
CrpaBa OT KapTo4ek IoJib3oBaTesieil oTobpakaeTcst KHOMKA ', MO3BOJISIIOIINI pa3BepHYTh

CITMCKM manok (puc. 78).
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[Mouta

Anekcanap CMupHOB

smirnov@mydomain
» [ Bxopswme
UTI'I[.'I&.!BIIL‘HHEI(."
| YepHoBuKM
Cnam
Il Kopauna

O [okymenTo

Enena CMupHoBa

Pucynoxk 78 — Yu4eTHas 3anuch 10JIb30BaTeIs, PeJIOCTaBUBIIIEr0 IOCTYT K CBOMM Iallkam

6.3.2 M3MeHHUTH poJIb MOJIL30BaTeJIs

Posb nosnp30Baresns omnpeiesnsieT ypoBeHb JOCTyIA K Hanke. HazHaueHHyI0 110JIb30BaTeNIO POJib
MO>KHO OIpeJIeJTUTh 110 3HA4YKy B CTPOKe I0JIb30BaTelis (CIpaBa OT ero MMeHH) Ha MaHeu 00111ero

JOCTYyTIA:

_ P Cosnapernerr;

— 2 __ OtBercrBenHbi pelaKTop;

ol

— / — Pepaxrop;

— & — YyraTesb.

[TpaBo Ha u3MeHeHue poJieli Tojb3oBaTesneil umeroT Bumanenerny m CoBmajesner] MHamnku.
Commajiernier] manku MOXeT W3MEHUTh pOJib JIFOOOrO IOJIb30BaTesisl, KpoMe CBOEH PO U POJU
Brazesnblia namnku.

YToOBI UI3MEHUTH POJIb MOJIb30BaTEs CJIeyerT:

1. Ha manenu ob1iero focTymna HaXkaTb KHOIIKY ¥ CIIpaBa OT 3Ha4Ka POJIH.

2. B packpeiBaroiemcst CHOUCKe BbIOpaTb pojib, KOTOPYIO HE0OXOAMMO Ha3HAYUTH

I10JIb30BATEeJIIO.
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6.3.3 OrpaHu4YuTh AOCTYH K IamKe

Brnanenernr u coBnajesner] Mankd MOTYT OrPaHHUYUTH APYTHM  TI0JIb30BaTelIsSIM/TpyIamM
M0JIb30BaTes el IOCTYyI K MallKe.

YTOOBI OrpaHUYUTD JOCTYII K Marke, He06XOAMMO BBITTOIHUTD CIIeyIOITHe IeHCTBHUS:

1. Ha nmanemnu ob1iero JocTymna BeIOpaTh MOJIb30BaTeIs.

2. HaxaTb B CTpOKe MOJIb30BaTelisi KHOTIKY ¥ CIIpaBa OT 3Ha4Ka POJIH.

3. B packpbIBaroiieMcs CIIMCKe BbIOpaTh KOMaHAy 3anpeT MoJIb30BaTesl.

4. 3HA4YOK B CTPOKe IOJIb30BaTe/Isl M3MEHHUTCS Ha a_— JOCTYII TI0JIb30BaTesisl K TIarke

BpeMEHHO OI'pPdHHUY€eH.

YToO6BI IIOBTOPHO IIpeAoCTaBUTL AOCTYII 3TOMY I10JIb30BATEJII0, USMEHUTE ero poJib.

6.3.4 Ymanuth moJjn3oBaTesis

Buapiesiert u coBiazenelr amnkyd MOTyT YIQJIMTh TI0JIb30BaTeJIsl MW CPYIINY M0JIb30BaTeJlel 13
CITMCKa OOIIero JOCTYyIIa.

YToOBI yJaauTh MOJIb30BaTeNsl U3 CIKMCKA JIOCTYIa, He0OXOJMMO BBINOJHUTEL CIedyoIue
IeVCTBUS:

1. BriOpaTh nosnb3oBaTesisi Ha HaHesy 00IIero JI0CTyIa.

2. HaxaTb B CTpOKe MOJIb30BaTeliss KHONKY ¥ CIpaBa OT 3HA4YKa POJIH.
3. B packpsiBaroleMcsi CIMCKe BbIOpaThb KOMaHAy YAAJMTh. 3allliCh O I0OJIb30BaTese

HCc4Ye3HeT M3 CIIMCKa 06].[181"0 AOCTYIIa.

6.4 lelicTBHA C MUCHbMaMH

6.4.1 IIpounTaTh MUCHMO

[Ipu nosryyeHrM HOBOTO MKMChMA Ha MTaHEJIW HaBUTAlUK [IJIs NTanku Bxoasimue otobpakaercs
(ecnu 10 3TOrO B MAalKe He OBLIO HEITPOYMTAHHBIX MKCEM) WIK yBeJIMuuBaeTcs (eciiy marka paHee
cofiep>kajia HelpoYMTaHHbIe MMChbMa) YUCII0O HeIPOYUTAHHBIX ITUCEM.

Yucro HelMpOYMTAHHBIX MTHMCEM B Tafke 0TobpaXkaeTcsl ClipaBa OT Ha3BaHMSI MTAIIKU.

B cnucke pabodeit 06s1acTH 3arojIOBKM HENIPOUYMUTAHHBIX ITUCEM BBIJIEJISIOTCS TTOJTY>KUPHBIM
HavyepTaHMUeM, a cjieBa OT TeMbl 0ToOpakaeTcsl ypOBeHb BaXKHOCTHM MUChMa, €CJIU OH ObLI YCTaHOBJIEH

oTnpasureiieM (puc. 79).
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OrnpasneHHbie

[#] YepHOBHKM

Pucynok 79 — OtobpakeHre HOBOT'O NMUChMa

Ecmu Y NOJIL30BaTe i HACTPOEHBI IIPABUJId GUIbTpaK BXOISIIEH ITOYTHI, TO HOBOE IMHMCHhMO

MOXET dBTOMATHUYEeCKH IIOCTYIIdTb B HAPyrve IIallKH, PpSAJOM C HA3BdAHHUIMHU KOTOPLIX H GYI[ET
OTO6pa)KaTI)C$[ KOJINYeCTBO HeIIPOYUTAaHHBIX ITHCEeM.

Z[JISI IMPpOCMOTPa IMMKMCbMd HY>KHO BbIJIE€JIUTHL €ero B pa6oqe171 obmacTtu IIEJTYKOM JIEBOM KHOIIKH
MBIIIM 10 MHHHU-TIAHENIM B JII0OOM MecCTe, KpoOMe aBaTapa. ITocne atoro BblJieJIeHHOe ITMCbMO

OTKPOETCA B obnacTtu 4YTeHHsd, a B CIIMCKe IIhMCeM OHO 6YHeT IIOKAa3daHO KdK IIPOYUTAHHOE.

B Be6-unTepdeiice Mailion 3HaK JBOMHOM KaBBIYKY B HAa4YaJle WM KOHIIE TEKCTa 3aroJioBKa
@ WX UMeH ToJTyJaTresiel MMCbMa, OTKPHITOTO B 06J1aCTH YTeHUs, MOXeT 0TOOpaXaThbCsl Kak
yuciioBoit ko HTML artoro cumBomna — &#34;

6.4.2 IIpocMoTpeTs 1 00pabOTATH LEMOYKY ITHCEM

O0OBenuHeHHe B IIEMIOYKH — CIIOCOO OpraHM3alliy ITUCeM B TIOYTOBOM SIIMKE, TTO3BOJISIOIINANA
MIPOCMAaTpUBaTh B BUle e;IMHOU OeceJibl BCe MMChbMA C OIpejieJIeHHOW TeMOM.
[Tonb3oBaTeIb MOXKET BKIIOYUTH WM OTKIIIOUWTH TPYIITMPOBKY MMHUCEM B IIeIOYKH B pasjerie

HaCTQOﬁKH. Ilo YMOJI9aHHIO O6’L€I[I/IH€’HI/IE B IIEIIOYKH OTKJ/IFOYEeHO.

A [IcbmMa HAYMHAIOT IPYIIINPOBATHCA B HEIIOYKY, eClid B TeMe TPU ITMCbMd U boutee.

B nenouky cobrparoTcsi MMCbMa U3 BCeX MoK IIOYTOBOIO SIIMKA IOJIb30BaTes (BK/IOYast
nankd YepuoBuku, Kop3una u Cnmam). [Ipu mpocmoTpe camoro cBexxero nmucbMa IIelOYKH, B
obyacTy yTeHUsl, HaJl TPYNION muceM, oTobpaxkaercs Haamuch «llpenpinyiive mucbMay, METYKOM
II0 KOTOPOM MOXXHO pa3BepHYTH Ienouky. I[locie 3Toro monb3oBaTesib MOXeT HIEJIKHYTh 110 MUHU-

IMaHeJIn Hy’>KHOT'O IMMCbMa, YTOOBI OTKPGLITH ero.
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[ernoyky cobuparoTCcsi B paMKax MOYTOBOTIO SIIIMKA OJJHOTO MOJIb30BaTeISl.

Ecnu nonb3oBaTesib epeMecTi WM CKOIMPOBAJ CBOE MHUCHMO B YYXKYIO MAIKy C OOIIUM
JIOCTYIIOM, TO BJIaJieiblieM MKCbMa CTAHOBUTCS Biajiesiel] MalKW, MUCbMO (GOpMHUpYeT LelNovyKy B
IIOYTOBOM SIII[MKe BIIaJiesiblla Mankuy. [y KaXk10ro Moab30BaTesis B [eMIOYKU TPYNIUPYIOTCS TOJIBKO
Te MKMCbMA, K KOTOPBIM I10JIb30BaTeJlb UMeeT JIOCTYII:

— IS BiaJiefiblla MOYTOBOIO SIIIMKA WJIM II0JIb30BaTessl C IIpaBaMM COBJIajiefibla 1Iel0YKU

(opMUPYIOTCS U3 BCeX MAIOK II0YTOBOrO syKa (KpoMe nanky Cmam);
— ISl TIOJIb30BaTeJsl C AOCTYIIOM K OJHOM YYy>KOH MalKe I[eMOYKH POPMHUPYIOTCS TOJIBKO U3
MKMCeM, HaXOISIIIUXCSI B 3TOM TallKe.

B criicke nucem pabodeil 061aCTH 11eIOYKK OTOOpaXkaroTCss U 00pabaThIBAIOTCS TaKXKe, Kak
OTJleJIbHbIe THMChbMa: I0JIb30BaTelb MOXET BBINOJHUTh JIEMCTBHUS C IENIOYKOM, HaBe/s Kypcop Ha
IIENIOYKY B CIIMCKe M BbHIOpAaB QYHKIIMIO B MEHIO Ollepalvii yrmpaBiieHUs WIK OTMETHB IelovKky U
BbIOpaB GYHKIIMIO U3 MEHIO omepalui yrpaBjieHus. Tak, Hallpumep, MpU MPUCBOEHUU OTMeTKU C

g|gnar0M OTMETKY IIOJIYYUT IeIl109Ka BMeCTe CO BCEMU IITMCbMdMH, COAEPXKAIIUMUC B He.

OHHaKO KOMadH/JIbI IlepeMellleHrsd IIhMCeM B IIaIIKy KODBI/IHa wii CraM BBIIOIHSIOTCS JJIs1

nerro4exk HHave. B nmanku Kopsuma u Cmam rnepemelnaroTCAad TOJIBKO IMHMCbMd IEII04YeK, KOTOphbIe

HaXOIATCA B IIallKe, I'/ie IPOU3BOOUTCA JercTBUe.

A [Tpu mnepemeriennyd Ienoyku mnuceM B mankd Kopsuwa u Cmam, B 3TH Malku
1 TepeMeIalTCs TOMbKO MUChMa IIelloveK, KOTOPble HaXOSTCS B MalkKe, Iie MPOU3BOAUTCS

i HEY
JIeCTBHe.

To ecTb TIpU ynajeHUM IEMOYKU K3 Mankd Bxoxsimme, HaxodsIiyecs B IeNOYKe MUCHMA,
OTTIpaBJIeHHbIE T0JIb30BaTesieM, U3 mankd OTnpaBiieHHbIe yiajeHbl He OyIyT, HO Yy BXOISIIUX
IIHUCeM 3TOM IIelOYKHM 3arojIoBOK OyleT 3auepKHYT, a M3 Manku Bxopsmime 1ernoyka HCYe3HeT
MOJIHOCTBhIO. AHAJIOTUYHBIM 00pa3oM nepeMelrienHue B nanky Cmam u3 nanku Bxopsimme npuBeseT
K yJaJIeHUIO IeNOYKU M3 CIIMCKA IOJIy9eHHBbIX MHceM, a B manke OTHpaBiieHHBIe 3a4epKHYThIN
3arojioBoK U oTMeTKa «Criam» OYIyT TObKO Y BXOASIIMX MTHCEeM JJAHHOM IeMTOYKH.

Tax>kxe MOXKHO BBIIOJIHUTD JIEHCTBHS C OTAEIbHBIMU ITMCbMaMH U3 IeTIOYKH.

J11s1 3TOr0 HEOOXOIMMO BHIOPATH 1ENIOYKY, HaXKaTh Ha aBaTaphbl M0JIb30BaTeslel B 3ar0JioBKax
COOTBETCTBYIOIIMX MHCEM B OOJIACTA YTeHWs, 4TOObI BbIOpaTh WX, a 3aTeM HaKaTb KHOIIKY
HeoOxoaumon ¢yHKIMU. B TakoM citydae orepaiids OyJeT BbIIIOJIHEHA TOJIBKO C yKa3aHHBIMHU
MMUCbMaMH.

[Tocne ynanenusi BbIOpaHHBIX MHceM B manke «Kop3uHa» oToOpakaeTcs Ienoyka IeIMKOM,

HO Y YAdJIEHHBIX ITHMCeM 3dI'0JIOBOK 3d49€pPKHYT.
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Ecnu B okHe HacTpoiiky modThl He ObUT YCTaHOBJIEeH ¢uiaxkok I'pynmupoBaTh coo0meHust

B GBCBI[I:I, KOMAaH/bI IIdaHEeJIN YIIpaBJIeHUA 00JIaCTH YTeHMS BBINOIHSIOTCS TOJBKO JIJISI OTJEIbHBIX
Im1uceM, OTKPBITBIX B JIaHHBIM MOMEHT I10JIb30BaTEeJIEM.

Otnuune B 0T06pa)KEHI/II/I erno4Ku B CITMCKe COCTOHUT B TOM, YTO HAa MHUHH-IIaHeJIIX Ielto4ekKk
C HEIIPOYUTAHHBIMHU [MMCbMdMMU CIIPdBd OT 3dTI'OJIOBKd CAMOI'0O CBeXero IMMCbMa IpeCTaBJIEHO YUCIIO

HEeITPOYXUTAHHBIX MKCeM B 1enouke (puc. 80).

Bxoasawmue Q =
UHCTpyKUuMS 27257 @)
Enena CMupHoBa
[obpulit oexs! MNepe... &
Ha npownoii Hegene N

Re: lNporpamMMa koHde...  20zsr

Pucynok 80 — OtobpakeHre 1IeNOYKU C HeIIPOUUTAHHBIMU [TMCbMAMU

[Tonb30BaTenb MoXKeT IPOCMOTPeTH LIeNOYKY IHMCeM B 00JIaCTH YTeHUs U [IPOYMTaTh IIMCbMa
B Hel. Jly1s mpocMoTpa nrcbMa ciiefiyeT BbIOpaTh 11el04Ky, B KOTOPOe OHO BXOJIWT, B CIIUCKe IHUCeM
B pabouyeil obmactu. llenouka oTkpoeTcsi B 06JjlaCTH 4TeHMsI U OTOOpa3WTCSl KaK IIPOYMTAHHAs B
CITMCKe ITHCeM.

Ecnmu npunajiexaiiye JaHHOM LENOYKHU IKMCbMa IPUXOJWIM WU paHee, TO II0JIb30BaTesb
MO>KeT MPOCMOTpeTh ux. g 3Toro HeobxoquMo HaxaTh Ha Haanuch «Ilpeapimymme mucbmay,
PacroJIoXKeHHYO 110/l TeMOH [elI0YKH ITMCeM.

B obnactu yTeHMs 11eIIOYKU MKMCeM MOXKHO 00paboTaTh C MOMOIIbIO MTaHeJIu WHCTPYMEHTOB

obmacTtu YTeHHs, I103BOJISIIONIEN IIepeMeCTHUTb NHCbMad, KOIIMPOBATb MX, nepeMeCTUTb B IIAIIKY

Kopsuna, nepemectuts B nanky Cmam U IepeidTH K IIPOCMOTPY MaTepHajioB IIepelMCKH Ha
MeJiallaHeJlH.

[Tonw3oBarens MoxeT 06paboTaTh IO OTAEIBPHOCTH IMCbMa IIelIOYKHA C IIOMOIIBIO MEHI0
olepaiui 06paboTKu.

C oTnesnbHBIMU NIMCbMaMU M3 IENIOYKU U TPYIION TaKMX IIMCeM TakXKe MOXKHO BBITIIOJIHUThb
JIeViCTBUS paClIMPeHHOU NTaHeIu UHCTPYMEeHTOB 00J1acTy YTeHUsl.

Jlyis 3TOrO0 HEOOXOAMMO HaXKaTh HA aBaTap II0JIb30BaTellsl B 3arojIOBKaX COOTBETCTBYHOIIUX
nMceM B 00y1acTy 4TeHUs, YTOOBI BbIOpATh MX, a 3aTeM Ha)XkaTb KHOIIKY HeoOxomumon ¢yHKuuu. B
3TOM CIlydae onepaiusi OyJeT BBINIOJIHEHA TOJBKO C BbIOpaHHBIMU NHcbMaMu. llocne ynanenus
BbIOpaHHBIX IIMCeM, B nanke Kop3uHa oToOpakaeTcs Ielodyka IeJIMKOM, HO y yJajleHHBIX MUCceM

3aroJIOBOK 3a4epPKHYT.
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Eciu B oxkne HacTpoiiku moutel He ycTaHOBileH ¢uiaxkok I'pynmmpoBaTh coo0mIeHus: B
Oecenbl, KOMaH/Ibl ITaHEIM MHCTPYMEHTOB 00JIaCTH YTeHHsl BBIIOJHSIOTCS TOJIBKO JUUISl OTHEJIbHBIX

Im1uceM, OTKPBITBIX B JIaHHBIM MOMEHT I10JIb30BaTEeJIEM.

6.4.3 IIocMoTpeTh JaliKeCT EeNOYKHU MHCEeM

[Ipu Benmenun mnepenucku B 1enouke nuceM B [IO Mailion wucnonbsdyercss yHKIUS
aBTOMAaTHUYeCKOr'0 MHTEJUIeKTYaJIbHOI0 GOPMUPOBAHUS AaWKecTa Ha OCHOBAHMM CJIOB B IMHUCbMax
3TOM LenoyYku. /[aHHas PyHKIMS MO3BOJISIET MOJIb30BATEIIIO MOJyYUTh UHGOPMATUBHOE M KpaTKOe
Npe/iCTaBIeHre O COJepXXMMOM Lelo4yKy mnuceM. JlalpkecT CTpouTcs M3 (PparMeHTOB, KOTOpBIe
OJI>Ke BCero K CMBICJIOBOMY SIZIPY BCeM IeOYKHU.

JladmkecT 1enodku muceM oTobOpakaeTcsl IMOf, AAHHBIMM OTIIpAaBUTEJII Ha MUHHU-TIAaHEIN

MMChbMa B CIMICKe TThceM pabodeit obmactu (puc. 81).

Re: Accepted: COBbITME 30uion @)

AnekcaHgp CmupHoB

[J Bxopsawme

T

$> OmpasneHHble | He mory npucytcteoBats Ha cobbimuu [ae ... | &

Pucynok 81 — OtobpakeHue mankecTa

6.4.4 IlocMoTpeTh U 3arpy3uTh B/I0KEHUS

-
3HAYOK f.":f?" Ha MHHH-IIaHeJIHW IIMCbMd O3HA4deT, 4YTO ITMCbMO HWJIM IeIl0YKa ITHMCeM HuMeeT

- ]
IMPpUKpeIlJIeHHbIe BJIOKEHU. ,HJ'ISI IMPOCMOTPa BJIO)KEHUHU ClieyeT HdXXdTb Hd 3HAYOK ,./é/ Ha munwm-

MaHeJy OSIBATCSI MUHUATIOPHI BCeX BIIOXKeHHBIX $aitioB (puc. 82).

@ Re: [lokyMeHTb! a... 20 map
Anekcannop CmupHoe

[Nobpblit geHb! @
[0 docx w6
Odorosop LOono!

226.52 K6 226.52

Pucynok 82 — MuHMaTIOpHI BIIO)KeHHI Ha MUHU-TIaHEJIU [TMCbMa B CIIMCKe
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Ecnu Broxenus cojepxaTcs B HECKOJIbKHMX IMCbMax IIeMOYKH, TO HaXkKaThe Ha 3HAYOK 7' B
CIIMCKe MHCeM OTKPOeT MOCjeIoBaTeIbHOCTh MUHHUATIOP Cpa3y Uil BcexX BioxkeHud. Eciu nucbMo
WJIM 1Iell0YKa MHCeM COJIep>KUT OoJibllle OJHOTO ¢aiia, TO BJIOXKeHUs1 OyIyT Ipe/iCTaBileHbl B BUJle
M0CJIeJOBAaTeJIbHOCTH MHHHUATIOP, CTPYINIIMPOBAHHBIX B TOM IMOps/iIKe, B KOTOpOM ¢aiibl ObUTH
NPUKpeIvIeHb! K TUChMY.

YroObl HAWTHM KOHKpETHble MHChbMA, K KOTOPBIM IPUKPEIUIeHbl BJIOXKEHUs, HeoOX0IUMO
IIPOCMOTPETH [IelI0YKY B 06JIaCTH YTeHUS.

Jlyist mpocMoTpa BIIOXKeHUsI B OKHe TpefiBapuTeIbHOr0 mpocMoTpa (puc. 83) ciiefyeT HaXkaTh

Ha MUHHATIOPYy dara.

B Aeartap.png

[ docx

Bonpocsl

226.52 K6

Pucynok 83 — OxHo npeJIBapyUTEILHOTO TPOCMOTPA BIIOXKEHUM

Jlist HaBuranmuu no ¢ainaM B OKHe IpefBapUTeIbHOI0 IIPOCMOTpa CileflyeT MCIOJIb30BaTh
xronxu @ u @, Jl1s1 lepeMeltieHys 10 rajepee BIOXKeHWH B HIDKHeW 4aCTH OKHA Cile[lyeT HaXkaTb
JIeBYIO KHOIIKY MBIIIY U ITepeJIBUHYTh KypCOpP B HY>KHYIO CTOPOHY.

Yrobbl 3arpy3utb ¢aisl, He Iepexofiss K INHUCbMYy, K KOTOpOMY @aiyl ObUl IpUKpeIUIeH,
clleflyeT HaXKaThb KHOIIKY 9 Ha MUHHUATIOpe B rajiepee BJIO>KeHU.

Conepxumoe Qaisia B pexxuMme IpeiBAPUTEIbHOIO IIPOCMOTpa oTobpaXkaeTcs AJis (ansioB
CJIelyIOIMX TUIIOB!

— wuzobpaxenusi popmaroB PNG, JPG, GIF, WEBP (omninoHanbHO; COJepXXUMOe MOXeT

oTOOpaXkaThCs B 3aBUCUMOCTHA OT HACTpoeKk Opay3epa, MO yMOJYaHHUIO OTOOpakaercs
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TosIbko B Opay3epe Google Chrome), SVG (onuuoHanbHO; COJEP)XHMMOE MOXKeT
0TOOpaXkaThCsl B 3aBUCUMOCTH OT HAaCTPOeK Opay3epa);

— pokymentel ¢popmatoB PDF, DOCX, DOTX, DOCM, ODT, OTT, XODT, XOTT,

TXT, LOG;
— Tabmunbl popmatoB XLSX, XLTX, XLSM, ODS, OTS, XODS, XOTS, CSV, SCSV,
TSV, TAB;

— mnpesenranuu popmaroB ODP, OTP, XODP, XOTP, PPTX, POTX, PPTM;

— Buneodansl popmato AVI, MOV, MP4, M4V, WMV, MPG (w1 MPEG) (MoxHO

3aIyCTUTh POUTPHIBAHME C IOMOIIIBIO KHOTIKH [);

— My3blKasibHble daiinel popmatoB MP2, MP3, WMA, WAV.

s daiyioB ocTanpHBIX (POpPMATOB  IaHeNb IIpeJBApPUTEIbHOTO IIPOCMOTPA COJEpIXKUT
coobienue «IIpocMoTp comep:xuMoro HegocTyneH» 1 KHOMKY CkavyaTsk.

[TpocMoTpeTs U 3arpy3uTh ¢daiibl, IpUKpeIlleHHble K IMCbMaM U I[elI0YKaM, MOXKHO TaKXe C
MOMOIIIbI0 Meinananeny O0Iue MaTepualbl.

Ecnu B xauectBe ¢daitsioBoro xpanunuiia ucnoibzyercss MoitO¢guc Yactaoe Obako, npu
3arpy3ke ¢aiia BIIOXeHMs], pa3Mep KOTOpPOTO IIpeBbIIIaeT YCTAaHOBJIEHHBIM aIMUHHCTPATOPOM
JIMMUT, BIIO)KEHHe MOXHO COXPaHUTh B obOiake. [locie coxpaHeHuss B obisiake, B TeKCT MHCbMa
BCTaBJISIeTCSl CChUIKA Ha BilokeHHWe. CoxpaHeHHBIM B oOsake ¢aia MOXHO cKadaTb 6e3 BBOJa

mapois.

6.4.5 IlocMoTpeTh MaTepHaJIbl IEPeIIUCKH

Bce HdHHbIe TIepernnCKu OTOﬁpEl)KﬁIOTCH Ha MeaHallaHeJIn Oﬁnme MdTepHuaJIbl.

YTo6BI OTKPBITb MeIudlldHeJlb, Had>XXdTb KHOIIKY [H B MEHIO0 TPYIIIOBBIX onepaunﬁ C

IMNCbMdMHM. HEPEﬁTH K MeuallaHeJIM MO>XHO TdKJKe IIpHU OTBETe Ha IMMCbMO WM [1epeChblIKe ITMCbMd.

B mpaBo#i 4acTy 171aBHOTO OKHa O0TOOpaskeHa MaHeslb 00X MaTepraiioB (puc. 84).
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O6wue MaTepuansol X
2 0

YyacTHUKK

e Enena CmupHoBa

r

Anekcanap CMupHOB
JokymMeHTbI
m Bonpockl

Pucynok 84 — Ilanens O0mme MaTepuasisl

| 4=

ITanens COZIep’KHUT HEeCKOJILKO BKJIaZIOK, OTMeYeHHLIX C/IeJyIOIMNMHU HKOHKaAMU.

— @ — BCe JIOCTYIIHble CBeJleHHe O IlepelrCcKe, CTPyIIIMPOBaHHbIe 110 TUITY UHPOPMaIuU

(«YdaactHukny, «/lokymeHTb», «A300paxkeHus» u T.11.);
o, .
— .~/ — YYaCTHUKU TIEPEIUCKY;

- D — JJOKYMEHTHI, IPUKpeIyIeHHbIe K TMCbMaM B IeperucKe;

N A n3o0paxkeHusl, MIPUKpeIIeHHbIe K [IMCbMaM B nepenucke
(B maHHBI MOMEHT HEeaKTHBHA);

-~ O(— BUJIe0daIbI, MIpUKpeIIeHHbIe K M1MCbMaM B nepemnucke

(B maHHBI MOMEHT HEeaKTHBHA);

-
— o — aynuodansl, IIpUKpeIlyieHHble K McbMaM B nepernycke

(B maHHBIA MOMEHT HEeaKTUBHA);
- CCBUIKH, BKJIFOUEHHbIE B ITMChbMA IeperricKy (B IaHHBIA MOMEHT HeaKTUBHA).
YToObI NMepeKTIoYUThCS MeX1y HUMU, HeOOXOAMMO HaXKaThb KHOIIKY B 3arOJIOBKe BKJIAJIKU.

KHorika akTHBHOM BKJIQJIKM OKPACUTCSI B OCHOBHOM 1IBeT TeMbl MHTepderica (puc. 85).

06LI.I,He MaTepuanbl X

® 2

JOKYMeHTbI

m Tabnuual ¥
*

m Bonpocbl
226.52 Kb
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Pucynok 85 — Bxiagka JIoKkyMeHTBI MeliallaHeIu

YtoObI 3arpy3uth 000H daiii, oTobpaXkaeMblii Ha MeJvallaHesid, Ha CTAl[MOHAPHBIA WU

¥

BHEIITHWUM HOCHTEJIb YCTpOﬁCTBa I10JIb30BaTeJId, HeO6XOI[I/IMO HAXKdTb KHOIIKY w—e, PACIIOJIOXXEHHYIO
CIIpaBa OT KMEHHU c])al?ma. 3arpy31<a 3dITyCTUTCA HEeMeJIEHHO, be3 nepexoad B IIMCbMO, K KOTOPOMY

JaHHBIN dai ObUT U3HAYATBHO MTPUKPEIIeH.

6.4.6 IIocMoTpeTs OpHrHHAJ MHCHMaA

,HaHHbII;I pexuM IpefyCMOTpPeH [JId Jr000ro mMchkMa B MallkaX, OOCTYIIHbIX II0OJIb30BATeJIIO

(B TOM 4YHCJie B IIdlIKaX o6mero Z[OCTVHEI), 3d OJHUM HCKIII0YeHHeM: HeJIb3s1 OTKPBITh UCXOOHBIN KOJI

YEepHOBHKaA.
YTo6BI IMPOCMOTPETb UCXOAHOE ITMCBbMO HEO6XO,[[I/IMO BBITIOJIHUTD CJIeAyromiye JeMCTBUS:

1. BribpaTe nucsMo.
L]
2. Haxarb xHonKy : (Emie) B MeH!o oneparuii 00paboTKu cripaBa OT 3aroJIoBKa IHACHMa.
3. B packpsiBarolemcsi MeHI0 BbIOpaTb KOMaH[Iy <> (IToxa3aTe opurmHai). B mpasoit

gacT 00JIACTH UTEHUS OTKpoeTcs naHeb Ucxomuoe coodmienue (puc. 86).

WUcxogHoe cooblleHue X

Message ID
<0ef5d002-f62-44bb-945f-13a5ac926745 @myd omain_ru>

Coanawo:
19 mapta 2020, 1544

or:

Alexander Smimaov <a.smimovEmydomain. ru>

Kowy:
Elena Smimova <e.smirnova@mydomain.rus

Tema:

Re: NokyMeHTsl

b0 ldweLMatdeby, MO3aU2gIb0E gaSELgIDOGmEN

Pucynok 86 — IIpocMoTp opurvHasna nucbMa

HpI/I IMpoCMOTpe HUCXOJHOI'0 COO6III€HI/I$[ MOKHO 3dI'py3UThb IMMCBMO Ha CBOe YCTpOﬁCTBO B

Bune dara dopmara EML.
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6.4.7 YniopsiiouMTh CIIHCOK ITHCEM

st ynopsimouuBaHUSL IMCEM B CIKMCKe paboyedl 001acTU JIOCTYIHBI CJeAyIOIue
WHCTPYMEHTHI:

— TPYIIIMPOBKA I10 J1aTe I10JIy4YeHUs WINA CO3/IaHuUs;

pacrnpeiesieHye IO BKJIaJIKaM ObICTpOM PpUIIbTpaLvy;

COPTHUPOBKA ITHCEM;

— npaBuia GUIBTPAIMK BXOOSIIUX ITUCEM TI0 KDUTEPHSIM.

[Tucbma B crnicke pabodeit 00J1aCTH CIPYIIIAPOBAHbI B OJIOKU B COOTBETCTBUU C IEPUOOM
nostydeHus: (JI711 BXOOSIIMX THMCEeM) W MepuoioM co3faHus (IIs OTHpaBiieHHbIX nuceMm). [Tucbma
obbenvHeHbl B 0Oy10ku C 3arosioBkamMu Buepa, Ha 3toit Hemene, Ha mponuioit Hegesne, B 3Tom
mecsine, Panee.

[To ymosryaHuto 3T 6JI0KU pacKpBITHI, OAHAKO JIJIs1 yI06CTBA MMPOCMOTPA CIKCKA MHceM 610K
MOYKHO CBEPHYTb. J[jis 3TOro HeoOGX0AMMO HaXKaTh KHOIKY A, PAaCcIIOIOXKeHHYIO CIIpaBa OT 3arojIoBKa
6J10Ka, YTOOBI PACKPHITH 6JIOK, Ha)KaTh KHOIKY .

[TrchbMa aBTOMaTHYECKHU pacIipeiesIIIoTCs 0 BKJIaJIkaM ObICTpou dusbTpanuu (puc. 87):

— HenpoyutaHHbIe — BKJIQJIKa COJEPXKUT HEIIPOUUTAHHbIE ITMCHMA;

— Baknbie — IIMCbMa, OT(l)I/IJII)TPOBaHHbIMI/I 110 HAJIMYHWIO IIPHU3HAKaA «IlomMeTUTh yraroM»;

— C BIOXKeHHAMH — OTKPOETCH BKJId[IKd C ITMCbMdMH, UMEIOIIMMH BJIOXKeHHS.

— Bce — 14 IpoCcMOTpa CIHMCKA BCEX MTUCEM.

Bxoaswmue aQ 1N

HenpouwTaHHele  BaxHbole  C BAOXEHWAMM

I
=1
L
—
=)
I
m
=1
o

Ly
M
»

o
a
i

Cobpanue: cobeiTve Buino obHOBNEHD
CMupHoez Enena

Pucynok 87 — Bxiiagxu nanenu 6uicTpoyi GpuibTpanum

6.4.8 CopTupoBarth nucbMa

[Tucema B 0601 Harnke U Ha 000U BKIIaAKe ObICTPON GUIbTPAIMU MOXKHO OTCOPTHUPOBATh

(puc. 88).

Kuomnka Tl mosBosser YHopssgO4UTh IIUCbMaA II0:

— Jarte,
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— OTIpaBUTEJTIO,

— TIOJTyYaTeJTio,

Takoke MOXHO yKa3aTh MOPSA0K 0TOOpakeHUs: OTCOPTUPOBAHHBIX MTHCEM:

— ecJI1 ITMChMa yTiopsiioueHs! 1o gate — CHa4vasa crapsble jii6o CHayasia HOBBIE;

— ecJI IMCbMa YTIOPSIA0YEeHBI 110 OTIpaBUTeN0 Wik noiy4dareinto — Ot A go 1 mubo Ot A

Mouta Bxoasuwue [N
CmupHoBea Enena A Bce  Henpouwtanubie  Baxuble  C BnoxeHusm CopTupoeka no

Ha npownoii Henene Dare v

I EEEmeE LB BN L} —— OTnpaEv]Teﬂ}O
OTnpaeneHHble

_l
Pa3smepy

7] YepHoBHKH

I ENE  DeEm OW Monyyatenio
/) Cnam 1 e .

Teme
Kop3una

CHavana crapsie
Apxue

CHayana HoBble Vs

Pucynok 88 — CoprurpoBka crivcka nicem

6.4.9 BpiOpaTh michbMa B Ianke

Yro6bl BEIOPATh B TAlKe HECKOJIBKO IMUCEM WU IeM0YeK MUCEM il BHITIOJHEeHHUsT Hajl HUMU
KaKUX-TMO0 JelCTBUM (HarpuMmep, repeMeCcTUTh B APYTYIO MAlKy, OTMETHUTh KaK CIaM, YAaJUTh),
MO>KHO UCIIOJIb30BaTh CJIEAYIOIINE CIIOCOOBI:

— Ilns BbIOOpa Bcex oToOpakaeMbIX IMUCeM B marnke — HaxaTb Ctrl+A, a yTobbl BLIOpATh BCe

nMchbMa B Tarke, Heob6xomumo mocie Haxatus Ctrl+A MpPOKPYTHUTH CHMCOK THCEM 0
KOHIIA C TIOMOII[BIO MBIIIIH.

— Jlna BbIOOpa HECKOJIBKUX OT/eNIbHbIX TNHCeM — Tpu HakaTod KiaBuine Ctrl BbIOpaTh
NMChbMA MIeTYKAMU 10 MUX MHUHHU-TIAHENsIM. Takke HECKOJIbKO ITHMCeM MOXHO BbIOpaTh
IIeJTYKAMUA MBIIIBI0 110 aBaTapaM WX OTIpaBuUTeseld (BHIOOp MHMCbMa IOATBEPXKIAEeTCs
oToOpa’keHHeM TaJIoUKH Ha aBaTape).

— Jlng BBIOOpPA HECKOJIBKUX IHCEeM MOJpS — TIpH HakaTod kiapwiie Shift mienkHyTh
MBIIIBIO 110 TIEPBOMY, 3aTEM II0 MOCJIeJHEMY ITHCbEMY CEePHUH.

[Ipm BBIOOpE mHICeM Haf CITMCKOM OTOOPaXKaeTCsi CTPOKA CO CYETYMKOM BBHIOPAHHBIX MHCEM M
KHOIIKaMU [IeMiCTBUI HaJl HUMHU.
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6.4.10 HaitiTu nucemMo

[Tonb3oBaTenb MOXeT OCYIUIECTBISTh IMOUCK NHMCeM B J0O0M [JOCTYyIIHOM eMy Ialike

(BK.HI-OLIBH ITaIlKH C O6H_[I/IM AOCTYIIOM, IIpeJOCTaBJIEHHbIM [JPYT'MUA HOHbSOBaTEHﬂMH).

L[JISI OCYyIIeCTBJ/IEHHUS IIOHNCKa HeoOXOJMMO BBITIOJIHUTH cdlenyrompe e CTBUS:

1. HaxaTh KHOIKY Q, pacrojioXKeHHYI0 B 3arojioBKe CIMCKa MrceM B pabodeil obiacTu.
Hap cniuckom nvcem oTo6pa3uTcst CTpoKa MOUCKa.

2. B cTpoke norcka BBeCTH [TOMCKOBBIN 3aI1pOC.

3. Haxatp wiaBumy Enter s monTBepaeHMsi BBOJA M 3allyCcKa IIOMCKa. JlaHHBbIe,
COOTBETCTBYIOIIIMEe 3alpoCy, MIYTCS B ajpecax OTIpaBUTeNsl U IOJIydaTesisi, a TakKe B
TeMe, TeJle U BIIOXKeHUsIX TMChbMa.

[Tucema, mapaMeTpbl KOTOPBIX COJlep>KaT UCKOMBIN TeKCT, 0TOOpaXkatoTcsl B BHZle CIIHMCKA
B paboueii 00/1aCTH, a TEKCT, COOTBETCTBYIOIIMI ITIOMCKOBOMY 3alIpOCy, BbiiesisieTcsl (pucC.
89).

Q. exen = Pacwupennbid nowck TL X

=]

4]

B o = ' NSNS OB 14
DaAHbIE L BNOXEHWAMI

ExeHeaensHeli oT4eT 16ceep @
Enera CMuproea

LA
=

ExerenensHbii otuet Squadus Conference: httpsy//im-lima.stageoffice.ru/call &

Pucynok 89 — Pe3synbraThl IOMCKa B CIIKCKe ITMCEM

PEBY.TIBTEITBI IIOMCKAd dBTOMATHUYECKHU pAdCIIpeeIsIloTCS 110 BKJIdKaM 6bICTDOfI d)I/IJ'[bTDaI_II/II/IZ

Bce, Hempounrannsie, Baxkasbie, C Bi10KeHUAMH.
Pe3ynbTaThl MOMCKOBOTO 3amIpoca MOXKHO YIOPSIIOYUTH 110 CJIeYIOIIUM MTapaMeTpaM:
— PeneBanTHOCTH;
— Hare;
— OtnpaBurero;
— Ilony4aresto.
Jlyist BBIOOpa mapamMeTpa COPTHPOBKY CMKCKA HAWJIEHHBIX THCeM CJielyeT HaxkaTb KHOTKY Tl .
Mo>HO M3MEeHUTDb MOPSI0K 0TOOpakeHUsI HAWJIEHHBIX ITHCeM:
— ecJId pe3yJIbTAaThl MTOMCKA OTCOPTHUPOBaHbI 1o jare — CHa4yasa crapble 6o CHavana
HOBbBIE;

— eCJIM pe3yJsbTaThl IOWCKAa OTCOPTUPOBAHBI 110 OTIIPABUTENIO WX Mojydarento — OT A o

A mu6o Ot {1 mo A.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025 100



® MaiLion

HpI/I HEO6XOI[I/IMOCTI/I MOXHO YTOYHHTDb ITOMCKOBBIN 3aIlIpoC C TIIOMOIIbIO JIOTHYEeCKUX

ornepatopos (cM. [lapaMeTpbl yTOYHeHUs IOMCKOBOI'O 3a1IpOCa).

J1J151 3aKpBLITHSA CTPOKM MOKMCKa TPebyeTCs HaXKaTh KHOIIKY 4.

6.4.11 3arpysurs nucsmo B popmare EML

B xojie mpocMoTpa MCXOIHOTO KOJa MOXKHO 3arpy3uTh ITMCBMO Ha CBOE YCTPOMCTBO B BHUJE
¢daitna popmara EML.

st atoro B okHe McxomHoe coobmeHue HaxkaTh KHONKYy CkadaTth kak ¢aiia .eml (puc.

90).

UcxogHoe coobuieHue X

Message ID
<48f50978-fd94-4090-bd78-08444ed887aa@stageoffice.ru>

CospaHo:

18 mapra 2020 r., 15:51 (mnoctaeneHo Yepes 1.64 cekyHa)

OT:

Elena Smirnova <e.smirnova@stageoffice.ru>
Komy:
Alexander Smirnov <a.smirnov@stageoffice.ru>

Tema:

Re: ﬂOI{‘y’MQHTbI Ang cormacoBaHuA

e

Pucynok 90 — Kuonka CkauaTh kak ¢aiin .eml

B oTkpbIBIIeMcs CHCTEMHOM OKHe BbIOpaTh MeCTO pachnojioxkeHuss s daiia
¢dopmara EML, ykazaTh ero Ha3BaHHe U Ha)KaTb KHONKY COXpaHHTh.

3arpyxensbiii ¢aitn popmata EML MOXHO OTKPBITH C IIOMOIIBIO ITOYTOBOI'O KJIMEHTA
CTOPOHHEro Tpou3BoAuTeNss. B TakoMm ciy4yae nmucbMo OynieT WIEHTUYHO OPUTHHAIY, TO eCThb
COXpaHUT HOPMATHPOBAHUE ISl BIIOXKEHUH U [IUTUPYEeMbIX COOOIIeHUH.

CoxpansiTcsi Takke JaHHbIe O BpeMeHM co3faHus muchMa (B okHe McxomHoe coobmieHue
oTtobpakaroTcs B nojie Co3mano). MHdopmaliys o rnomydyaTesnsix CKpbITOM KOUU (COJIepKUMOe OIS
CkpsoITasg) npu otkpbiTud ¢aiia EML B 1NOYTOBOM KJIMeHTe CTOPOHHEro IPOM3BOJUTEIIS

oToOpakaTbCs He OyjieT.
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6.4.12 OTBeTHUTH HA IUCBEMO

YTo6b! OTBETUTH HA BHIOPAHHOE NMMUCbMO, HEOOXOIUMO BBIIIOJIHUTD CJIeIyIOIIHe JIeHCTBUS:
1. OTKpBITH NUCBMO B 00OJIACTH YTEHUS.
2. Bbi3BaTh KOMaHy OTBeTHTH OJTHUM U3 CJIeJTyIOITHUX CIIOCOOOB:

— HaxaTp kHOIKY : B MeHIO orepaluii 06paboTKX U B PaCKPBIBAIOIIEMCsI MEHIO BHIOPATh
koMauay = (OTBeTHTB), eClii HeOGXOAUMO OTBETUTh aBTOPY OPUTMHAILHOTO MHUCHMA,
Wi ¢ (OTBeTHTH BCeM), eCii He0OXOAMMO OTBETUTh BCEM YYaCTHUKAM TeperrCKy.

— HaxaTtp xHOnKy ¢ (OTBernTb) Wi ¢ (OTBeTHTH BCEM) B HIWKHeN YacTh 00JIaCTh

YTeHus].

3. Otkpoercsi ¢popma co3naHus U pefakTUpoBaHus mnuceMm. B none Komy B kadecTBe
roJty4yaTeJisi OTBeTa yKa3aH aBTOP OPUTMHAJIBHOTO MUChMa. Takke B OTBETE COXPAHSIOTCS
ajipeca ToJiy4aresiell KOMUU U CKPBITOM KOIKMU M3 OPUTHMHAIBHOTO MHMCHbMA, OJIHAKO IPU
HeOoOXO0MMOCTH TI0JIb30BaTeNIb MOXKET U3MEeHUTD ajJipeca IojyJyaTesen.

4. Eciv monb3oBaTesito ObUIM JleJIeTMPOBAaHbI IpaBa HA UYYXYK0 YYETHYIO 3alliCh C
BO3MO>KHOCTBIO TTHCATh OT UMEHU/C ajipeca ee Biajieliblia, Haj nojeM KoMy nosieisercs
none OT, Ho3BOJsMOIee BLIOpAThH ajpecaTa, KHOIKA % IlepeMellaeTcsd Ha IPaBYIo
CTOPOHY JIaHHOTO TIOJISI.

5. BBecTH TeKCT B Tej0 OTBETHOT'O IIKCbMa.

6. Ilpy HEoOXOIMMOCTH MOXHO YCTAaHOBHTH IapaMeTphl OTIPAaBKU, a TaKXe W3MEeHUTH
repevyeHb NPUKPEIUIeHHBIX K MTUCbMY (aiyioB (CM. HUXKe).
7. Haxatb kHoniky OTnpaButh (viu HaxaTh Ctrl+Enter).

Ecmu Y OPUT'MHAJIBHOT'O IIHMCbMd He OBLTIO BJIOJKEHUM, X MOXHO IMIPUKPEIIUTb C IIOMOIIbIO

HaXXaTU4 KHOIIKY {9 HJIK BCTPOUTH B TEKCT ITUCbMd.

BcrpoenHrie 00BEKTHl MOKHO rnepemMecTHUTb WU YAA/IUTDh, KaK 9YdCTb TEKCTa, d TaKXe ITIPpU

Heo0OXOMMOCTH OTpeJaKTUPOBATh.
Ecnu x 6oree paHHUM NMCbMaM B Iepenucke ObUTN NMPUKPeIUIeHbl BIIOXKeHHs, TO UX MO>KHO

IIPDOCMOTPETh U 3aIPY3UTh C IIOMOIIBIO ITaHEeJIU BIIOKEHUM.

BroxxeHusi U3 mepernvcKy MOXHO J100aBUTh K OTBETHOMY IMHCbMY. [l 3TOr0 Heobxoaumo

BBITIOJIHUTG CJIeAyroIiue IeUCTBUS:

1. HaxaTb KHOIIKY 2 , 9TOOBI OTKPBITH [IaHeJb BJIOXKeHUH.

2. Ha mnanemn BoioxkeHmss B 3TOHM IlepenmcKe MOXHO J100aBUTh HOBBIM aiin win
MIPUKPEIUTD BJIOKeHWe U3 TIPeJIbIAYIIHUX TUCeM MepPeruCcKU:

Ecnu Heob6xo1MMo NpUKperuTh HOBBIM dail, HaXkaTh KHONIKY BeIOpaTsh ¢ ycTpoicTBa (puc.
91).
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BnoxeHun B 3TOM Nepenucke

E NTOMN COBBU_I,HHMFI_CMM... 10814 Kb

Pucynok 91 — Ilanesnb BrioxkeHUi

— B oTkpbIBIIEMCs CHCTEMHOM OKHe BbIOpaTh BIIOXKEeHHUs U HaXkKaTb KHONIKY OTKPBITh.
— Yro06bl 106ABUTH BIOXKEHHUS M3 NEPEIMCKU, HaXkaTh KHOIIKY TUMa daiia. BHuzy nanenmn

oTtobpasurcs nHpopManys 0 BbIOpaHHbIX daiiax U KHonKy IIpukpenuts (puc. 92).
BnoxxeHua B 3Toi nepenucke

WUTOTK COBEU.I,&HMFI_CMM... 108.14 Kb

BoibpaH 1 daiin,
pa3mep: 108.14 Kb

Pucynoxk 92 — Bribop BiiokeHU#H /171l PUKPEIIeHHs K CO3/ITaBaeMOMY TTUCHEMY

3. Haxarp kHonky IIpukpenurtsb. daiinbl U3 NepelnycKd NPUKPEIVISIOTCS K OTBETHOMY
[IMCbMY U OTOOPaXkaloTCsl B CTPOKE BIIOXKEHUH.

Obuuit Bec BJIOXeHHM OTOOpaXkaeTcsi B CTPOKe BIIOXKeHUW BHU3Y (OPMBI CO3[aHUS U

PeaKTHUPOBAHUY IMHCEeM.

YT06BI yIaIUTh OJMH IIPUKPEIIeHHbIA Baiiyl HaXkaTh KHOMKY X Ha MUHUATIOPE BIIOXKEHUS.

YTo6B!I yIanUTh BCe BIIOXKEHUS HAXKaTh KHOIKY Y IalIuTh Bce (puc. 93).
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Bnoxenus (0.22) M6

£ docx X

LOoroesop I}

226.52 K6

Pucynok 93 — Ctpoxka BiioxxeHUI

6.4.13 OTBeTHTH Ha MICHMO C IIPUTJIAIIIeHHEeM HA COObITHE

,1\\ [Ipu pabore B yueTHoM 3anucu Mailion ¢ 1ByMst win 60jee MOYTOBLIMU SIIIUKAMU B TIOYTOBOM

PN kimeHTe Mozilla Thunderbird mpurmnarenus B kaneHgape 0To6paXkaroTCsI HEKOPPEKTHO.

YToObl OTBETUTH HAa MHCHMO C TIpUIJIAIIIeHHWeM Ha COOBbITHE HeOOXOAMMO BBINOJIHUTH
ClleqyIolIUe JeruCTBUA:

1. Ortkpeith pa3gen Iloura.

2. BribpaTh mMCHEMO C pUrIIamieHreM Ha coObiTHe B Paboueii odsacTm.

3. IlpouuTaTh npuUriaiieHye, OMMCaHue COOBITHS, 03HAKOMHUTBCS CO BIIOXKEHHUSIMHU.

4. BriOpaTbh BapUaHT OTBETa Ha IpeJiCTosIee COObITHE:

— HpI/IHHTI) — IIpylJlallleHre Hd Yy4aCThue B COOBITUH IIpUHATO, 3dIllUChb O COOBITUHM B

00J1aCTH paclyrcalHug OTMevYaeTCs I

— Bo3mMokHO — yuyacThe B COOBITMM TIOJT BOIIPOCOM, 3allMCh O COOBITUM B 00JacTu
/
paclycaHus OTMeYaeTcs .

— OTKJIOHHUTh — 3aIldCh O COOBITUM HCYe3aeT 3 00JIacTu pPacCiincaHud, ITMCbMO C

MIpUTJIAIlIeHHeM Ha 3TO COObITHe TepeMelnaeTcsi B manky KopsuHa, a opraHusaTopy
MPUXOJIUT THMCHMO C OIOBellleHheM 00 OTKa3e W KOMMEHTapheM YYacTHUKA (TIpU
HaJIU4IUHN).

5. OrtBeT Ha mpurJallieHre MOXHO JIOMOJIHUTh KOMMeHTapueM B Kaptouke co0brTusi (He
6omnee 1024 cuMBOIIOB).

6. OpraHu3aTop MOJYYHUT ITHUCHMO C YBeJIOMJIEHHEM, B TIOYTOBOM SIIHMKe YYaCTHHUKA 3aIKCh

0 COOBITHUH B 00JIaCTH pAaCIIMCaHWsI UI3MEHUT CBOM BHEIITHWM B/,

Crpoku ¢ uHbopmMalmen o cTaTyce y4aCTUsl IOMOJIHSIOTCS UKOHKOM U BBIJIEJISIFOTCS IIBETOM:
— ukoHKa @ ¥ 3eyIeHbli TeKCT — MPUTJIAIIeHUe TPUHSTO.
— UKOHKA @ U OpaHXXeBbIi TeKCT — IpUIJIallieHue peBapUTeIbHO MTPUHSITO.

— UKOHKa D u KpaCHbIﬁ TeKCT — IIpurjladllieHrhe OTKJIOHEHO.
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VY4YacTHUK COOBITHS MOXKET HEeOOIHOKPATHO HU3MEHHUTb CBOM CTAaTyC Yy4dCTHS, yKda3dB €I0 B
IMMCbMe C IIpUIlJiallieHreM HJIN B KapTO‘IKe cobbeiThd. Ilocme Ka’kJ0r0 M3MEHEeHMS B IIOYTOBBIM SIITUK
OpTrdaHM3aTOpad IIOCTyIdeT IINMCbMO C YKd3dHHMEM HOBOI'O CTATyCd Yy4dCTHA W KOMMeEHTapuem (HpI/I

HaJIMIUH).

6.4.14 IlepeciaTh nMCBMO

BribpanHOe MHUCBEMO MOXHO IepecyiaTb OAHOMY WJIM HEeCKOJIBbKKM MoJtydaressMm. [jis aToro
HEeOOXOAMMO BBINIOTHUTE CJIeJIyIOIIHe JeUCTBUS:
1. OTKpBITh TMCHMO B 0OJIACTU YTEHUS.

2. Buoi3BaTh koMaHy IlepeciaTh 0qHUM U3 CIIeyIOITUX CIIOCOOOB:

— HaxkaTp KHOTIKY ¢ MeHIO omepaiyii oO0paboTKM U B pacKphIBAIOIIEMCS MEeHIO BbIOpATh
komanpy < (Ilepecnars).

— Haxatp kHomky 4 (Ilepecinars) B HIKHEM 4aCTh 00JIaCTH YTEHHSI.

3. B otkpsoiBIIeiics ¢opMe co3naHus U pelakTUpoBaHus mrceM B nojie KoMy BBecTH aapec
HOBOT'O ToJTy4aTess (ajpeca HOBBIX Ioisydaresier). IIpy Heo6xoaumMocTH Mob30BaTelb

MOXeT TdKiKe IIepeCjlaTb IMMCbMO [JOIIOJIHHUTE/IbHBIM II0JIYyYdTeJisIM, BBeld HUX dJipeCa B

noyist Komust w/wmu CKpeITas, a Takke OTPeJJaKTUPOBATh TEMY U TEKCT IepechliiaeMoro
nmuchbMa (TIPUBOJIUTCS B BWJE IMTAThl W3 Tepenvckyd). Ham TekcToMm mepechliaeMoro
MMUChbMa OTOOpaXkaeTCsi 3arojiOBOK C JAHHBIMA OpPUTMHAJIBHOTO TIMCbMA: ajpecamMu
OTIIPABUTEJIS U TIOJTyYaTesisi(-eit), a Tak)ke TEMOH ¥ BpeMeHeM OTIPaBJIeHUSI.

4. Ecnu monb3oBaTeNlio ObUTH JieJIeTMPOBaHbl IpaBa Ha YYXKYH0 YYETHYIO 3allUCh C
BO3MOXXHOCTBIO ITHUCATh OT UMEHU/C ajjpeca ee Biajeliblia, Haj noieM Komy nosBisieTcs
noine OT, Mo3BoJIAIONIee BLIOpPATL ajipecaTa, KHOIKA ¥ IlepeMellaeTcs Ha IIPaByo
CTOPOHY JJAHHOTO TIOJIS.

5. BBectu Tekct B Teno HoBoro muchbMa. OH 6ymeT oToGpaskaThCs HAJl 3arOJIOBKOM
nepechlyIaeMOoro MUChMa.

6. Ilpy HEOOXOJUMOCTHM MOXKHO YCTAHOBUTH IApaMeTpbl OTIPAaBKH, a TaKKe W3MEHHTh

repedeHb NPUKPeIJIeHHbIX K MUCbMY QaiiioB.

7. Haxats kHonky OTnpaButh (vu HaxkaTh Ctrl+Enter).

8. B CIIMCKe IIhncemM y HUCXOOHOI'O IIMChbMA IIOSIBUTCA 3HAYOK , d B 3aroJIOBOK IIMCbMaA
B OGJIaCTI/I gTeHHusda ,[[OGaBI/ITCH 3HAYO0K C KOMMEHTapHueM:
-~

Ecnu x nmuceMaM B Imeperiucke OBLTH IMPpUKPEIJIEHbl BJIOXKeHH, IIPpU IlepeaJpeCdalilid OHHU

COXPaHSIOTCS B TIOJTHOM 00BbeMe.
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[Ipy HEOOXOIMMOCTU UX MOXKHO YaCTUYHO WJIM TOJIHOCTBIO YAAQJIUTh C IOMOIIbIO KHOIIOK
CTPOKHM BJIOKEHHM BHHU3Y (GOPMBI CO3[AHUS W PENaKTHPOBAHMS THMCEM: HaKaTh KHOMKY £ Ha
MUHHUATIOpPe BJIOXKeHUs, YTOObI yJaJIUTh OJIMH MPUKPEIUIeHHbIN (aiil, Wiu KHOIKY Y[IaJuTh BCe,
YTOOBI YJaJIUTh CPa3y BCE BIIOXKEHUS.

BroxxeHust U3 nepenvcKy MOXXHO IIPOCMOTPETh U 3arpy3UTh Ha TIaHeJIH BIIOXKeHU.

C momolpio 3TOM MaHeJgu TakXXe MOXHO IPUKPEeNUTh K IepechbUlaeMOMYy IIMCbMYy HOBOe

BJIOJKeHHe. HJISI 3TOro HeoOXOAMMO BBHIIIOJTHUTH cdlenyronpe JIIEeMCTBUS:

1. HaxaTp KHONKY & , 9TOOBI OTKPBITh MeiualiaHeb.

2. Ha mnanenmu BiioxkeHusi HU3 TeKymiell IepenmHCKH HaXXaTb KHONKY BbwIOparh c
KOMIIBIOTePAa B OTKpBIBIIEMCSI CHCTEMHOM OKHe BbIOpaTb ¢aiyl ¥ HaXkaTb KHOIIKY
OTKpBITE.

3. Haxartp kHonky IIpukpenuts. Pails1 0TOOpa3UTCs B CTPOKe BIIOXKEHUH.

4. Eciy y OpurMHajgIbHOTO MChbMa He ObUIO BIIOXKeHHH, UX MOKHO IIPUKPEIUTh C TIOMOIIIbIO

Ha>XXaTHUA KHOIIKY {9 WJIN BCTPaWBAHKA B TEKCT IMMCbMA.

BCTDOGHHbIe 00BEKTHl MOXKHO rnepemMeCcTUTb /W YAQJINTDh, KaK 9YdCTb TE€KCTd, d TdKXe I1Ppr

HeoOX0/IMMOCTH OTPeJJaKTUPOBaTh.

BribpaHHOe NHMCBMO TakXXe MOXHO IlepeciiaTh KaK BJIOXKEHWEe OJJHOMY WJIM HEeCKOJIbKUM
IIOJTyyaTessiM C COXpaHeHHeM BCeX 3ar0JIOBKOB.

J1J1s1 3TOro HeOH6XOUMO BBIIIOJIHUTD CIIeYIOIe eHCTBHUS:

1. OTkpbITE IHCBMO B 06J1ACTH YTEHUSI.

2. HaxaTb KHOIKY i MeHIO orepaiuii 06paboTKU U B pPacKpbIBaIOIEMCSl MeHIO BbIOpaTh

koMaHy Ilepecnarh kak Bio:xkeHue (puc. 94).
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Pucynok 94 — Bribop komaHnel IlepeciaTh Kak BiIOKeHHe

[Tocne sToro ortobpasutcst popma co3flaHUs M peflaKTHPOBAHUS IHCeM C IPUIOXKeHHBIM
¢darinom ¢opmara EML. Ha3anue ¢aiila BiIOXeHUs TeHepUpyeTCss Ha OCHOBE TeMbl
nepechblyIaeMOro IMMChbMa.

3aroiHeHye IMoJien q)OprI CO3IdHUA U PeJaKTUPOBaHUS ITMCeM OCYIIeCTBJIAeTCd Ha OCHOBe

4. OTBETUTH

H e

@

=

tl

MNepecnatk

OTMETUTL KaK HenpodnTaH. ..

MomeTuTe dnarom

Konupoeate
[NepemecTuTh

B apxve

Co3pate coObiTue

Coznate guneTp

3710 cnam

[NepemecTuTs B KOp3uHy

[Nepecnatk Kak ENOXeHne
MNokasaTk NCTOYHWE
MNevats

CoxpaHuTe Kak PDF

vH(pOpMalyy, IpYBeJleHHOW B JaHHOM pasfele.
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6.4.15 KonuposaTth miucbMo

[TuceMo wmm rpy1iy nuceM MOXHO KOIIMPOBATh B JI00YIO MalKy IOYTOBOTO SIUKA U3 IalloK
Bxopsimme v OTnipaBiieHHbIe, a TaKKe U3 110/1b30BaTeJIbCKUX I1allOK M IAIllOK C OOIIUM JTOCTYIIOM.
B nankax YepunoBuku, Cniam v Kop3una pyHKMs KOIIMPOBaHUS [TMCeM HeIOCTYIIHA.

YroObl CKOIMPOBaTh IMHUCBMO M3 OJHOW IANKM B JPYryl0, HEOOXOAWMO BBINIOJIHUTH
Cllefyrolue qerCTBUS:

1. Bri3BaTh koMaHay Konmposars:

— JIns xonupoBaHUS NMCbMa U3 CIIMCKA NCeM B pabodeii 06i1acTu:

e YroOBI CKONMMPOBATh OJHO NMHUCHMO (OOHY ILIENOYKY IKCeM), HakaTb IPaBOM KHOIIKOU
MBIIIIY 110 HY>KHOM MUHHU-TIAHeJId B CIIMCKe IIMCeM M B OTKpBIBILIEMCSI MEHIO BbIOpaTh
KOMaHly 2 (KommupoBars).

e YrobObl CKONMPOBaTh TPYyIIy IMCeM/IlelloYyeK B CIHCKe, HaXaTb Ha aBaTaphl
noJiy4aresieii/oTnpaBuTesiel Hy)XHbIX muceM. Ilocie 3Toro B BepxHell yacTu pabodeit
obsacTv 0TOOpasWTCS CTPOKA, COAeprKalllas CUYeTYMK OTMeuYeHHBIX IHMCeM U I1aHellb
VHCTPYMEHTOB; HaXaTb KHOIIKY i us PacKpbIBAIOIEMCSI MEHIO BbIOpaTh KOMaHIy =]
(KommupoBars).

— JIns KonmvpoBaHUS NMCeM U3 00JIaCTH YTEHUS:

e YroOBI CKOIIMPOBaTh OJHO IIMCHMO, OTKPBLITb €ro B 00JIaCTM YTeHWs M Ha IIaHeJH
WHCTPYMEHTOB Ha)KaTb KHOIIKY (R (KormmpoBarts).

e YroOBI CKONMMPOBATh HECKOJBKO IHACEM, OTKDPBITb MX B OOJIACTH YTEHUS M HaXkaTb Ha
aBarapbl Iojlyd4aressi/oTnpaBuTesnss B 3arojioBkax. Ilocime 3roro Ha naHenu

HMHCTPYMEHTOB 00/J1aCT  YTeHHs TIIOIBUTCS CYETYHMK OTMEeYeHHBIX IHceM |

JIOIIOJIHATeJIbHbIe KHONIKY. HaXkaTh KHOIIKY (e (KommmpoBarts).
2. OtkpoeTcsi OKHO Jijis BbIOOpa Marku, B KOTOPYK0 HeOOXOJMMO CKONMPOBaTh NUCbMa. B
KaueCTBe I1eJIeBOM ManKy MOXKHO yKa3aTh CYIeCTBYIOIIYIO MAIKy MO0 CO3/1aTh HOBYIO:
— YTo6bI yKa3aTh B KaUueCTBe I1eJIeBOM MallKU CYIIeCTBYIOIIYIO TAlKy, BLIOPATh ee B JiepeBe

namnok (puc. 95).
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CkonupoBats

Anekcanap CMUPHOB ~
a.smirnov@mydomain.ru

» [0 Bxogawue
> OtnpasneHHble
[ “epHoBukm
@ Cnam

KopauHa

El

(e roToBO
Pucynoxk 95 — Bribop cyiecTBytoliel nanku B Ka4ecTBe 11eJIeBOM IIPU KOMMMPOBAHUU MMUChMa

— Jlnsa co3maHus HOBOM ITallKM:

e B nepeBe mamok BbIOpaTh IAIKy, B COCTaBe KOTOPOW HeOOXOJWMO CO3[aThb HOBYIO
nanky. CTaHyT akTUBHBIMU KHOIIKY L3 uTOTOBO.

e Haxatb krorky CF.

e B nosBuBIIeMcs 110jle BBO/IA YKa3aTh Ha3BaHUe CO3/1aBaeMoM nanku (puc. 96).
CxkonupoBaTh

Anekcangp CMupHOB ~
a.smirnov@mydomain.ru

» [ Bxopswwme
* > OmnpasneHHbIe

(3 Hosas nankd

[Zi YepHoBuku

@ Cnam

(] roToBO

Pucynok 96 — Co3znanue 1ies1ieBo¥ alKy Py KOIMPOBaHUM TMCbMa

e Haxarp Ha wiaBuiry Enter wiv Tab Ha kiaBuaType 1u00 HaXkaThb NPaBOM KHOIKOW

MBIIIHA 34 ITpeJiejIaMU I10J1d BBO/id.

e BriGpaTth CO3[JaHHYIO NANKY B JiepeBe MarokK.
3. Haxate kHoniky 'OTOBO.

Konusi mucema mnosiisieTcst B yka3aHHOM nanke. Eciu Obula BbiOpaHa Iierodka IHCeM,

KOIIMPYIOTCA BCe ITNMCbMd, OTHOCAIIHUEeCs K 9TOU LIeOYKe.
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6.4.16 IlepemMecTHTH MHCHEMO

IIuceMo wnm rpymniny mnruceM MOXHO IIepeMeCTHUTb U3 OJJHOM IIalKHA IIOYTOBOI'O SIIMKA

B JIPYT'YIO.

HepeMECTHTb IMMCbMda WK [eIl04YKHU ImrMceM MOKHO OJJHUM M3 CJIeJYIOIUX CITOCODOB:

IepeTaCKrMBaHHEeM IIMCbMa M3 CIIMCKa ITHCeM;

— C IIOMOIIBbIO KOMdAHJ KOHTEKCTHOI'O MeHIO M KHOIIOK MeHIO onepaunﬁ C IMTMCbMaMH (BTI/IM

CIO0COOOM HeJb3s rnepeMeCTHUTb ITMCbMd U3 ITaIIKK1 qepHOBI/IKI/I).

YTo6BI IepeTamuThb IMMCbMO, HeOGXOIII/IMO BBITIOJIHUTE CJIeAyIoliye JIIeMCTBUS:

1.

2.

VY epxuBas J1eByI0 KHOIIKY MBIIIH, [epeTallliTh NIMCbMO Ha 3aroyIOBOK IleJIeBOM IalKu.
[laniky, B KOTOpble MOXKHO IlepeMelllaTb IIMCbMa, IIPU HaBeJleHWM Kypcopa MBIIIN
BBIZIEJISAIOTCS [IBETOM.

OTIyCTUTH JIeBYIO KHOIIKY MBIIIIH.

YTto0ObI rnepeMeCTuTb OOHO IMHMCbMO WJIIM HECKOJIbKO IIMCeM C IIOMOIIbIO MeHIO, HeO6XO)II/IMO

BBITIOJTHUTD CJIeJIYIOIIe JeACTBUS:

3.

Br13BaTh KOMaHAy 2] (ITepemecTHTB):

J171s1 mepemeltieHyst U3 CIIMCKa yuceM B pabodeii obsacTu:

e YroObl IepeMeCcTUTh OJJHO MUCHMO (OJJHY IIelOYKy NKCeM), HaXkaTb NPaBOM KHOIKOM

MBI TI0 HY>KHOM MWHHU-TIAaHEJId B CIIMCKe MUCeM M B OTKPBIBIIEMCS MEHI0 BBIOPAThb
KOMaHy 2] (IlepemecTHTB).

Yrobbl MepeMecTUTb TPYIIy MHCEM/IelI0YeK B CIKCKe, HaXaTb Ha aBaTaphbl
noJty4yaTesiei/oTIipaBUTeNied HY>KHBIX THCeM — B BepxXHel vacTu pabouei obiactu

IIOSABUTCA CTPOKA, CoaepXKdllldd CHETYMK OTMEYEHHBIX IMHMCEM U IIdHeJIb MHCTPYMEHTOB,;

*
HaXkaTb KHOIIKY & , BbIOpaTh KOMaHy 2] (IlepeMecTHTB).

— HJ’IH repemelrieHnsa nu3 00JIaCTH YTeHUS:

e YTO0OHI nepemMeCTuTb OJHO IIMCBMO, OTKPBLITb €ro B 00JIaCTM 4YTeHMs W Ha IIaHeJHd

VHCTPYMEHTOB Ha)KaTb KHOIIKY 2] (ITepemecTHTB).

Y100k rnepemMeCTuTb HECKOJIbKO IIMCeM, OTKPBLITb HUX B 00J1aCTH YTeHHd M Ha)kKaTh Ha
dBdTaphbI HOJIyaneJISI/ OTIIPAaBUTEJII B 3dl'OJIOBKAX — HaA IIaHEJIM MHCTPYMEHTOB obmacTtu

YTeHHd IIOABHUTCA CUYETUYMK OTMe4dYeHHBIX IIHMCeM W JOIIOJIHUTeJIbHble KHOIIKH. CJIQI[yET

HaXKaTb KHOIIKY 2] (IlepemecTHTB).
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4. OTkpoeTcsl OKHO i BbIOOpa Marku, B KOTOPYIO HEOOXOJUMO TepeMeCTUTh MucbMa. B
KauecTBe IeJleBOM IIallkM MOXHO YKa3aTb CYIIECTBYIOIIYIO Manky (Kpome Aok
YepuoBuku wiv Cnam) 1160 co371aTh HOBYIO:

— YTo0OBI yKa3aTh B KayeCcTBe I1eJIeBOM MallKy CYIIeCTBYIOIIYIO TallKy, BbIOpaTh ee B JiepeBe

nanok (puc. 97).
Mepemectuts

Anekcangp CMUpHOB A~
asmirnow@mydomain.ru

» [ Bxopawme

A

OTnpaBneHHble

=

HepHOBHKHK

Cnam

Q

W KopsuHa

(el roTOBO

Pucynok 97 — Bribop cytecTBytolel manku B Ka4ecTBe 11eJIeBOM TIPU IepeMellleHUH MMchbMa

— Jlng co3gaHus HOBOM IAIKU:
e B nepeBe mamok BbIOpaTh MarkKy, B COCTaBe KOTOPOW HeOOXOJWMO CO3[aTh HOBYIO
narnky. CTaHyT aKTUBHBIMU KHOTIKH (3 uroTOBO.
e Haxartb kHONIKY C3.

e B nosiBuBIIEMCS 110J1e BBO/IA YKa3aTh Ha3BaHUe CO3/1aBaeMoM nanku (puc. 98).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025

111



® MaiLion

MNepemecTuTs

Anekcanap CMHpHOB e
a.smirnov@mydomain_ru

= [ Bxopswue
* [ Nucema ot E. CMUpHOBO#H

[0 Hosasn naru(d

» P> OtnpaenexHble

[ YepHoBukK

3 roToBO

PI/ICYHOK 98 — CO3):[aHI/Ie HOBOM MAaIlKH B Ka4eCTBe IeJIeBOU IIpH 1iepeMenieHru I1MCbMa

e Haxarp Ha kiaBumty Enter wnu Tab Ha kiaBuatype, n1bo HaXkaThb MPaBOM KHOTKOM
MBIIIIY 32 IIpeJielaMU I10J1sI BBOJa.
e BribpaTh co31aHHYIO0 NIANIKY B JlepeBe NaloK.
5. Haxats kHonky I'OTOBO.
[luceMo mnepeMelriaeTcss B yKasaHHyHO Hanky. Eciu Oblla BbIOpaHa Ieloyka IIMCeM,

repemMeniarTCd BCe IMMCbMd, OTHOCAIIHECS K 9TOH IeII0YKe.

6.4.17 IlepeMecTHTHh MHCHMO B NNAaNKy ApXuB

[TuceMoO WM 1IEMOYKY MHCeM MOXHO IepeMecTUTh B ManKy APXUB JJIsl JOJITOBPEMEHHOTr0

XpaHeHUA.

[Tarika ApxuB nocTynHa Ipu pabore no mnpotokosny IMAP u sBisiercst cucreMHOU. JlaHHYIO
z_’ I ‘_
IIaNKy Heslb3s YAAIUTh, PeJakTUPOBaTh U llepeMelarh.

Yrob6bl NepeMecTUTh IMCBMO WIA IeNIOYKy IHCeM B apXUB HeOOXOAMMO BBIIIOJIHWUTH
CJleAyIoIINe eUCTBUA:

1. BribpaTh nucbMo U3 J1060H Malky B JlepeBe NaroK.

2. OTKpBITh IUCHMO 7151 IpocMoTpa B O01aCTH YTeHHS.

3. IlepemecTuTb MUCHEMO B TIANIKy APXHB OJTHUM U3 CIIOCOOOB:

— HaaTp KHOTIKY 8 (B apxuB) Ha maHesi UHCTPyMeHTOB O0JI1acTH YTeHHUs.
— Brni3BaTh kOMaHy B apxuB:

e Haxartb kHONIKY : (Emxe).
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e B oTkpbiBITIEMCS MEeHIO BLIOpAaTh KOMaH/y oh: apxuB (puc. 99).

=, OTBETUTE

¥

Mepecnats

OTMETUTE KaK HENPOUYKUTAH. .

S

MNomMeTuTe donarom

o

Konupoeatk
7 [NepeMecTuTh

5 B apxue

[ Coapatt cobbiTue

tl

Coaparte hunstp

Pucynok 99 — Komanpga BB apxuB

B pesynbraTe B JIeBOM HIWKHEM VIJy OKHAa IOSIBUTCS COOOIIeHHe 00 YCIelHOM

lepemMelleHry IMCbMa B TIAIIKY ApXI/lB.

6.4.18 OTMeTHUTHL NHCHLMO0 KaK CIIaM

[TvcbMo WM rpynmny nMceM MOXHO Pa3IMuHbIMU CITIOCOOAMU IepeMeCcTUTh B manky Cram.

Jlnst paboThl B HEeCKOJIbKMX Opay3epax WIM KiMeHTax (Hampumep, mo mportokony IMAP)
pelyCMOTpeHa CUHXPOHU3AIUS MeXy BCeMU aKTUBHBIMU KJIMEHTaMU: U3MeHeHUs], BHeCeHHbIe B
OIHOM M3 KJIMEHTOB, HeMeJJIeHHO OToDOpaXaioTcsi B OCTaJbHBIX KiIMeHTax. llostomy mocie
nepeMeliieHus mucbMa B nanky Cmam B oJfHOM U3 6pay3epoB BbIOpaHHOe NMHUCHMO MepeMeliaeTcs: BO
BCeX OTKPBITHIX Opay3epax U KJIMeHTaX.

[TomeTuTh MUCHEMO KaK HexKeJlaTeJIbHOe MOXKeT Bilafieliell IOYTOBOTO SIIIHMKA, a TaKXKe Jpyrue
II0JIb30BaTeNH C IOCTYIIOM K Ialke, U3 KOTOPOU IepeMeliiaeTcs: nucbMo. [IpaBa Ha yzianeHue nucem

€CTb y COBJId[J1eJiblld 1 OTBETCTBEHHOI'O peJdKTOpP4d I1dIIKH.

[Tocne mepememienvs B manky CmaM NHMCbMO MOXXHO BOCCTAaHOBUTH (BepHYTb B IAIKy

Bxopasiue Biajesnbiia AIyKa) JIMO0 yIAIUTh OKOHYATEIHHO.
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[Tonb3oBatens ¢ goctymnoM kK manke Cmam MoXeT BO3BpaIlaTh MKMCbMa B Manky Bxopsimue
BJIaJleJiblla TTOYTOBOTO SIIIIMKA, eCJIA UMeeT TpaBa Ha yayieHue mrceM B nanke CraM v Ha co3/iaHue
00BeKTOB B manke Bxopsamiue Biazenblla MOYTOBOrO sIMKa (TO eCTh Omepanys JOCTYITHa
COBJIA/IETIBITY ¥ OTBETCTBEHHOMY PeJIJaKTOPY MarKH).

[Tonb3oBaTeh MOXET YCTAHOBUTH OTMETKY «Criamy JJist MUChMa/TPYIIIBI TUCEM B IIeIOYKe.

B Takom cirydae mernouyka Oyzmer ckomupoBaHa B manky Cmam, a B 3arojioBke OTMEe4eHHOT'O
MUCbMa/OTMEYeHHBIX MHUCeM MOSBUTCS HaAmuch «Crmam» — Kak B M3HAYaJIbHOM TamKe, Tak U B
narnike Cram.

Eciu monb3oBaTenib 0TMeYaeT HeXXeslaTeIbHOW IeNoYKy IMHUCeM IeIMKoM, TO B manky Cmam
repeMenalTCs TOJBKO Te MUChMa IeMOYKU, KOTOPble OTHOCSITCSI K OJTHOM Marike.

To ectb nepemernienue B nanky Cram u3 manku Bxojsique npuBesieT K y/1aJeHUAIO IIEITOYKA
Y3 CIKMCKa TOTY4YeHHbIX MUceM, a B nanke OTIpaBIeHHBIE [Iel09Ka COXPAHUTCS, HO Y BXOJSIIUX
IFiCeM JAaHHOM IENIOYKH 3aT0JIOBOK OYJIEeT 3a4epKHYT U JIONOJTHeH oTMeTKon « Criamy.

Ynanate nucbMa u3 mankd Cmam MoXeT Biafiefiell OYTOBOro simuka. [losnb3oBartens c
nocTyroMm K narnke CramM MOXeT yAaJsiTh 9y>KHe MMCbMa, eCIM UMeeT TPaBo yIaJsaTh OKOHYATeIbHO
MMChbMa U3 TalKU, B KOTOPOM MUChbMAa HAaXOJWINCh U3HAYaIbHO.

Eciu myucbMo HaXOMWUTCS OTHOBPEMEHHO B HECKOJIBKUX IAMKaxX, TO TOCHe YIaJeHus U3
nankyd CriaM OHO COXpaHSIeTCS B IPYTHX TMarKax.

[Tocne ypmanenust BHIOpAaHHBIX MHCEM W3 IeMOYKd B manke Cmam oToOpakaeTcs Iernovka
I[eJIMKOM, HO y BBIODAHHBIX MTUCEM 3aroJIOBOK 3a4epPKHYT.

Takoke rmanky CrmamM MOXXHO OYUCTHUTD.

Kak nocre ounctku nanku Cmam, Tak v 1ocjie yjajaeHus U3 Hee OTIebHBIX MHCeM, HChMa
YAQJISIOTCS U3 TIOYTOBOTO SIMKA OKOHYATeIbHO, He momnajias B manky Kop3una.

[Tepemectuth B manky Cmam MOXHO NHCbMa WIM IEMOYKH NMHWCEM M3 CIHMCKAa B pabodeit
obmactu. [lepemeriienre mrceM MOXHO BBITIOJTHUTD OJTHAM U3 CJIeIVIOIIUX CIIOCOOOB:

— TIlepeTaCKUBAaHWEM IHMCHMa;

— C IIOMOIIIBIO0 KOMaH/Ibl KOHTEKCTHOT'O MEHIO MUHH-TIAHEeJIH B CIIFICKe TTHUCEM.

Yro6bI IEpeTamyTh MMCbMO, HEOOXOIUMO BBITIOJIHUTD CJIeYIOIIHe IeHCTBHS:

1. YnepkuBast JIeByIO KHOIIKY MBIIIH, [TePETAIIUTh MTMCHMO Ha 3aroJjIOBOK IeJIeBOM IMaIlKH.

[lanku, B KOTOpble MOXHO IepeMellaTh IUChbMa, IPH HABEJIeHUH KypCcopa MBIIIH
BBIJIEJIIIOTCS [IBETOM.

2. OTHyCTUTB JIeBYIO KHOIKY MBIIIH.
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YToObl MepeMeCcTUTh MANKy C TIOMOIIbIO KOMaH[bl MeHI0, HeoOXOJMMO BBIIOJIHUTh
CJleAyIOIINUe JeUCTBUA:

1. BoeigenuTs NMCbMO/IIENIOUKY NMMCEM WIW IPYIITY IHUCeM/IlelloYeK MUCeM:

— YTOOBI BBIIEIUTH OAHO MHUCHMO (OJHY IIeMOYKy IMHMCEeM), HAaBeCTH KYpCOP MBIIIM Ha
HY’>KHYIO MUHH-TIAaHEeJIb B CITUCKe THCeM;

— 4YTOOBl BBIJIUTH TPYyIIly [HCeM/Ilell04eK B CIOMCKe, HaXXaTb HA  aBaTaphl
ToJTy4yaTesiel/oTIpaBuTeNield HY>KHBIX IHCeM — B BepxXHell yacTd paboueit obiacTu
MOSIBUTCSL CTPOKA, COfepXkalllasi CYeTYMK OTMEeYeHHBIX IIMCeM U MeHI0 Olleparuii
yIpaBJIeHUs;

— HaXXaTh KHOMKY .

2. B oTkpbiBIIEMCS MeHIO BbIOpaTh KOMaHy @ (910 cnam).

[lucemo mnepemernaercs B manky Cmam. Ecim Obula  BbiOpaHa Ienodka IHCeM,

nepeMeIaloTCs BCe MMCbMa B 3TOM IelovKe.

[lucbMo wnm rpynmy nuceM B IelIOYKe MOXKHO TakXe IepeMeCcTUTh B manky Cmam u3

06J1acTH YTeHUs.
YTOoOBI TepeMeCcTUTh OFHO MHUCHhMO, BHIOPATh B CIMCKe B pabodei 00aCcTH 3TO MUCHMO WIIH
I[e[I0YKY, B KOTOPYIO IaHHOE NMUChbMO BXOMAMT.

OTKpBITh MUCBMO B 06JIACTH YTEHUS M HaXKaTb KHOIIKY : B MeHIO ornepaiuii 06paboTKy,
PacrosioXKeHHOM CITpaBa OT 3aroJIOBKa.

YroObl  MepeMecTUTb  HECKOJIbKO  THCeM  IIeMOYKd,  HaXaTb  HA  aBaTapbl
MOJTyYaTesis/OTIIPaBUTeIsE B 3ar0JIOBKax HY>KHBIX uceM. Ha maHesM MHCTpyMeHTOB 00J1IaCTU YTeHUsI

IIOABUTCA CYETYHMK OTMeYeHHBIX ITMCeM U OOIIOJTHWUTe/IbHbIe KHOIIKH.

Haxxatb KHOIIKY @ BbI6paHHbIe ITMCbMad IlepeMelldioTCA B IIaIIKy CnamMm.

6.4.19 BoccranoBuTh MHCHMa, IOMEeYeHHbIe KaK CIIaM

[Tucbma u 1iernoyku nuceM ¢ oTMeTkord Cmam MOXXHO BOCCTAHOBHUTH (IlepeMeCcTUTh B IMAIKy
Bxopasime Biajienbila anky) OJHAM U3 CIEAYIOIMIMX CITIOCOOO0B:

— IIepeTdCKMBdHUEM U3 CIIMCKA ITHMCeM IIdlIKH1 CnaMm B Ma1nkKy BXOMIIII/IQ;

"7}
— C IIOMOIIIBIO KOMAH/BI Q}‘ (HE CIIEIM) PaCKpbIBAOIIEr0CA MeHIO CIIMCKA ITMCeM;

— C IIOMOMIIBIO KHOIIOK MEHIO U KOMaH/Ibl PACKPLIBAIOIIEroCcs MeHI0 00JIaCTH YTeHUs.
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YTOOBI BOCCTAaHOBUTH MHCHMO WIH LIEIIOYKY MHMCEeM B CIUCKe pabodeil 0bacTy, He06X0UMO
BBITIOJIHUATD CJIeAYIOIIHe JIeUCTBUS:
1. OtxperTh nanky Cram.
2. B crnucke nuceMm pabodeid o6JjlacTM HaXkaThb Ha aBaTap OTHPaBUTENIsI MUCbMa/IeIOYKU
nvceM (110 aBaTapaM, ecjii He0OX0JIMMO BOCCTAHOBUTDH HECKOJIBKO MTHCEM/TIeNI0YeK).
3. B BepxHe#l cTpoke paboued 00JaCTH TOSBSTCS CYETYHK BBHIOPAHHBIX IMMHUCEM W MEHIO.

HaxaTtp kHomnky ¢ ([lomosHuUTe/nbHOe MeHIO). B packpeiBaromiemcss MeHIO BHIOpaTh

KOMaH/ly R (He cmam).

BribpanHbie muchMa HeMeIJIeHHO MepeMellaloTcs B Manky Bxoasiue Biiajenbiia mo4ToBOro
siyka. OauHOYHOEe MUChMO (He OTHOCSINeecs K IeloYKe), IeMouKy IHUceM, a TakKe MUChbMO WU
TPyHIy THCeM B IIelloYKe MOXXHO BOCCTAHOBUTH C IIOMOIIbIO KHOIOK, KOMAaHJ| MEHI0 U
PaCKpBIBAIOIIErocs MeHIO 00JIaCTH YTEeHUS.

g BOCCTaHOBJIEHHS OJWHOYHOTO ITMChbMAa WM IIOJHOH IelNOYKHA ITHMCeM HeoOXOguMO
BBITIOJTHUTD CJIeJIyIOIIHe IeHCTBUS:

1. Haiitu B ciiucke pabodeii 061aCTH Hy)KHOe TTMCbMO WU LIEeMIOUKY.

2. OTKpBITh MUCHMO/TIETIOUKY B 00JIACTU YTEHHUSI.

2 .
3. HaxaTb KHOIIKY & (He cmam) B MeHIO, PacHoJIOXKeHHOM CITpaBa B BepxXHeW CTpPOKe

obJy1acTy YTeHus.

Jly1s1 BOCCTaHOBJIEHUS! OAWHOYHOI'O IIMCbMa WJIM OAHOIO IIMCbMa B Ilell0YKe Heo6X0IMMO
BBINIOJIHUTD Cllelyolue JeHCTBUS:

1. Haitu aTO McbMO B crivcke paboder o6acTy.

2. OTKpBITh MUCHMO B 00OJIACTH YTEHUSI.

3. B MeHIO cripaBa OT 3arojIOBKa IIMCbMa HaXkaTh KHOIKY < (JlomotHHTeIbHOe MeHI0) U B

PacKphIBaIOIIEeMCsl MEHIO BbIOpaTh KOMaHIy R (He cnam).
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Jlisi  BOCCTAHOBJIEHMsI NMCbMa/TPyNIbI IHMCEM B I[eII0OYKe HeoOXOAUMO BBIIIOJIHWATH
CJleAyIOIINUe JeUCTBUA:
1. Haiitu B ciiucke pabodeid 06J1aCTH HY)XXHYIO [IEIIOUKY.
2. OTKpBITH IETIOYKY B 00JIACTU YTEHUSI.
3. HaxaTtp Ha aBaTap oTpaBuTess (aBaTapaM IIOJjlydaTesleil/OTIIpaBUTeNIeN, eCild HYXXHO
yJlaJIMTh HECKOJIbKO IIMCeM B Ilell04Ke) U BbIOpaTh MUCbMO/ITUCHMA.

4. B BepxHell cTpoke 00JIaCTW 4YTeHHS IOSIBATCS CUETYMK BBIOPAHHBIX IHCEM M MeEHIO.
Haxatp kHOIIKY R (He comam).

BriOpaHHble mMCbMa HeMeJJIeHHO IiepeMelalTcs B TManky Bxopsamme Biajesblia

IIOYTOBOTO SIIIUKA.
6.4.20 OTtMeTnTH NUCHMO (1arom

ITomeTuTh HEO6XOI[I/IMbIe ITMCbMa MOXXHO C IIOMOIIIBIO c]mara ? ITocne IIpUCBOEHUA JTaHHOM
OTMETKH, KHOIIKA ITPpHUCBOEHHS OTMETKH 0To6pa>1<aeTc;1 B AKTMBHOM COCTOSHHUHU — !, B 3droJjioBKe
OTMeYeHHBIX IIUCeM B CIIMCKe [IMCeM U B 00JIaCTH YTeHUs [IOSBIISeTCS 3HAa40K M.

Bbnar olaps 3TOMY IIpHU3HAKY, OTMEYeHHble IIMCbMd MOXHO JIE'KO OTBICKATb, HWCIIOJIb3YyA

BKJIa/IKy BaskHbIe Ha IaHes I OBICTPOU PUIIHTPALIUY.

Ecnm HaXkaTh KHONKY NPUCBOEHUSI OTMETKH, KOr/la OHa HAaXOOUTCS B aKTUBHOM COCTOSIHUH,
oTMeTKa 6y/ieT CHATa C IMChbMa/TPYIIILI IMCeM, a KHOIIKa BepHeTCs B Hada/lbHbIA BUJ — % .

lns paboTbl B HeCKOJIbKMX Opay3epax WIM KiMeHTax (HampuMmep, no nporokony [IMAP)
MpelyCMOTpeHa CUHXPOHM3AIIUsI MeXXy BCeMU aKTUBHBIMU KJIMEHTaMHU: U3MeHeHUs, BHECEHHbIe B
OJIHOM W3 KJIMEHTOB, HeMeJJIeHHO OTODOpaXkaloTCsi B OCTaJbHBIX KiMeHTax. llosTomy mocie
MIPUCBOEHUS TUCbMY OTMeTKHU «IlomMeTuTh dytarom» B 0JIHOM U3 Opay3epoB, 3Ta OTMeTKa MOSIBIISeTCS
y BBIOPAaHHOT'O IIMChMa BO BCEX OTKPBITHIX Opay3epax U KIIMeHTax.

YcranoButh oTMeTKy «llomMeTuTh draromMm» MOXHO Jiss MHUCbMa WIA IEeNOYKU THCEM B
CITKCKe B paboueii 001aCTH.

Jlnist aToro Tpebyercs:

1. HaBectu Kypcop MbIIIM HAa HYXXHYI0 MHUHHU-TIAHeJIb B CIIMCKe MHceM. MUHU-TIaHeNb

HN3MEHHUT [IBET, a CIIpdBd OT ee 3dI'0JIOBKd ITIOIBUTCA MEHIO.

2. HaxaTp KHOIKY %/ (IIometnTs ¢uarom). BribOpanHomy mnucbMy OyneT INpUCBOeHa
oTMeTKa «BakHoe».
Ecin ©Obula BbiOpaHa Ienoyka IWceM, OTMeTKa OyJeT IIPUCBOeHAa BCEM IIMCbMaM,

OTHOCSIIIMMCS K DTOU IIeIlodke.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2025

117



® MaiLion

YTOOBI YCTAaHOBUTH OTMETKY JIJIsl OJTHOTO ITMChbMA, HEOOXOIUMO:
1. Boibpats B cnircke B pabouel 00acTH 3TO MUCbMO WX IENOYKYy, B KOTOPYIO JIaHHOe
IIUCHBMO BXOIIMUT.

2. OTKpBITb MUCHMO B 00JIaCTH YTEHUS.

3. HaxaTb KHOIKY z (ITometuts ¢iarom) B MeHIO omnepanuid  00pabOTKH,

PAaCIIOJIO’KEHHOM CIIPpdBa OT 3dI'OJIOBKA ITMCHbMA.

YTOOBI yCTAaHOBUTH OTMETKY [1JIS1 HECKOJIBKUX MHUCeM IelIOYKU, He0OX0UMO:
1. HaxaTh Ha aBaTaphl NOJTy4yaTesist/OTIIPaBUTeNIsl B 3aT0JIOBKAX HYXXHBIX IHMceM. B BepxHeii
yacTU O0JIaCTH YTeHUsl MOSIBUTCSI CTPOKA, COAep’Kalllas CUYeTYMK OTMEeYeHHbIX MHCeM U

raHej b UHCTPYMEHTOB.

2. HaxaTp KHOIIKY ¥ (ITometuTs Q1arom).

6.4.21 OTMeTHTH IMCHMO IPOYUTAHHBIM

33FOJIOBOK Helmpo4YruTaHHOI'0 IMKMCbMd B CIIMCKe IIMCeM BblAe/IdeTCda IIOJIYXXUPHbIM
HayepTaHWeM IpUdTa, a CIIpaBa OT 3arojIOBKa OTOOPaXkaeTcsl KOJTMIECTBO HEITPOYHUTAHHBIX ITHCEM B
)IaHHOI‘/’I 1Iernoyvke. HoBoe BXonsdinee IIMCbMO 4BJISI€TCA HEIIPOYWTAHHBIM, IIOKa He 6YH€T
MIPOCMOTPEHO WJIH He MoyduT oTMeTKy IIpounTanHoe.

IIpy HaBeleHMM Kypcopa Ha HeIPOYWTAHHOe IIMCbMO IIOSIBJISIETCSI OTMeTKa @
(HempouuTanHoe).

YToOBI MMCHEMO OTOOPAXKAJIOCh KaK IMPOYUTAHHOE, IOJIh30BaTeIb MOXET JIMOO IPOCMOTPETh

MMMCEMO B 00J1aCTH YTeHud, JINOO CHSATH C HEro OTMETKY «HenpoqI/ITaHHoe», Ha>XaB HAd OTMETKY .

[Tocne aToro oT™MeTka NepexoUT B HEAKTHBHOE COCTOSIHWe, MeHsisl BUJ Ha O, mpyudT 3arojoBKa
CTAHOBHUTCSI HOPMaJIbHBIM, a KOJIMYeCTBO HEIIPOUUTAHHBIX TUCEM U3MeHSIeTCSl.

[TpounTanHble TMCbMa MOXKHO OTMETUTh HEIIPOYUTAHHBIMU B PA3IMYHBIX MEHIO C TIOMOIIIbIO
dutaxkka Q.

[TpucBonTth oT™MeTKy IIpouynTaHHOe MOXXHO Cpa3dy BCeM IIMCbMaM B BBIODAaHHOM IalKe C

IIOMOIIBIO KOMAH/BI ITomeTuTh BCe NPpOYUTAHHBIM KOHTEKCTHOI'O MEeHIO ITdIIKH.

YCTaHOBUTH WIIM CHATH OTMETKY HPO‘II/ITHHHOE MOXXHO TdKoKe IJId ITKMCeM, OIIOBEeIlldroIIIuX O

COOBITULX.
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s paboTel B HeCKOJIbKMX Opay3epax WM KiMeHTaxX (Hampumep, 1o npotokony IMAP)
IpelyCMOTpeHa CHHXPOHHM3allksl MeX/ly BCeMM aKTUBHBIMU KJIMEHTaMHU: U3MeHeHUs, BHeCeHHbIe B
OJHOM M3 KJIMEHTOB, HeMeJJIeHHO OToDOpaXkaroTCsi B OCTaJbHBIX KiMeHTax. llostomy nocie
IIPUCBOeHHUsl TMCbMy OTMeTkH IIpounTaHHoe B 0HOM M3 Opay3epoB 3Ta OTMeTKa IOSBIISIETCS Y
JAHHOTO ITMChbMa BO BCeX OTKPBITHIX Opay3epax U KJIMeHTax.

VcranoButs oTMeTKy IIpounTaHHOe MOXXHO ISl IMCbMa WM IIelIOYKU IHCeM B CIIMCKe B

pa60‘{e151 obmacTu. ,HJIFI 3TOI'0 HABeCTHU KypCOp MBIIN Hd HY>KHYIO MHUHHU-IIdHEJIb B CIIMCKe ITNCEM.

MuHu-TIaHelb U3MEHUT IBET, a CIpaBa OT ee 3arojioBKa MOSBUTCSA MeH0. HaxaTb ¢askok Q.
BribpanHoMy mucemy mnpucBavBaeTcsi oTMeTka HempouuTannoe. Ecnu Obula BbIOpaHa Iiernodka
MMceM, OTMETKA MMPHUCBAUBAETCsl BCEeM MUChMaM, OTHOCSIIUMCS K 3TOM IeroyvKe.

Takxxe yCcTaHOBUTb WIM CHATH OTMeTKy IIpoumTaHHOe MOXXHO [IJii TPYMIbI MMHUCEM WU
1eroyvex B crucke. JIjis 3Toro HEOOXOAMMO HaXkaTh Ha aBaTapbl OTIPaBUTeNIed HYXKHbIX mucem. B

BerHEﬁ YacTh 00JIaCTH YTeHMSs ITOSIBUTCS CTPOKa, coaepiXKallldd CYeTYHMK OTMeYeHHBbIX IMHCeEM H

MeHIO omepanuii obpabotku. HakaTh Ha duiarkok O eCclii HY>XHO OTMETHUTb IHCbMa KakK
HelpouMTaHHele, Wi Ha ¢naxok @, ecnm mucbMaM HEOGXOIMMO IIPUCBOMTH IPU3HAK
IIpountannoe. YToObl yCTAaHOBUTH OTMETKY [JIl OJIHOTO IMCbMa, BbIOpPAaTh B CIMCKe B paboueii

001aCTH 3TO IIUCHMO WIIH [erno4Ky, B KOTOPYIO IdHHOE ITMCbMO BXOOUT.

OTKpBITH TMCHMO B 00J1aCTH YTEeHUS U HaXkaTh Ha (PIIasKoK O B menmo orepanuii 06paboTky,
PacIoJIoKeHHOM CIIpaBa OT 3arosioBka. Eciu HyxHO npucBonuts 0TMeTKy IIpounTaHHoe, HaXkaTh Ha
dpmasxox @.

YToOBl yCTAaHOBUTBL/CHSATH OTMETKY /JII HEeCKOJIbKMX IHCeM IelI0YKH CjleflyeT HaXkaTb Ha
aBaTapbl OTIPaBUTeJIs B 3aroJIOBKaxX HYXHbIX IHceM. Ha maHenu MHCTPYMEHTOB 00JIaCTH YTeHUs

IIOABUTCA CHETUMK OTMEe4YeHHbIX COO6H.[€HHI>1 W JOIIOJIHHUTEeJIbHbIe KHOIIKH.

HaxaTp Ha ¢itakok C’ eCJI HY>)KHO OTMeTUTh IIMCbMa KaK HellpOYMTaHHble, WIKA Ha (IIaXKoK

., eCJIM ITMCbMaM HeO6XOI[I/IMO IIpUCBOUTL OTMETKY Hpo'm*ra}moe.

6.4.22 OTnpaBUTH NHCHMO OT HMEHH JIPYroro mojb30BaTeJs

Ilonw3oBaTens MoXkeT OTIIPABJIATH IIMCbMd OT HMEHHW JOpYyroro II0Jb30BaTeId ¢
MMpeaoCTaBJILATh APYTHUM I1I0JIb30BATEJISIM IIPpdBa Hd CBOIO YYETHYIO 3dIIMCh .
YTo6BI OTIIPpaBUTH IMMCHMO OT UMEHU PYIroro Iojab30BaTelid, IM0JIb30BaTeJlb, KOTOPOMY OB

INpeaoCTaBJIEHBI IIPpAB4, OOJIXXEH CTdHOdPTHbIM o6pa30M CO31aTh IMMCBMO H BbIﬁpaTb B noje OT

aJjpeC II0JIb30BaTelid, IIpedOoCTaBUBIIEr0 IIpdBd. Bce OTIIpaBJIEHHbIEe OT HWMEHU [Jpyroro

I10JIb30BaTeJId ITMCbMa 6YJIYT IoIalaTh B €10 IallKy OTIIpaBJIEHHBIe.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2025 119



® MaiLion

6.4.23 OTnpaBUTH NHCHMO C HCIIOJIb30BaHHEM MOJIHUCH ieJIeTHPOBAaHHOM y4eTHOMI
3aluCcH

ITonw3oBaTenb MOXXeT OTIIPAaBUTDH IMNCbMO OoT HNMeHNn apyroro I10JIb30BaTeJId,

IpeaoCTdBUBIIero emMy IIpdBd Hd CBOIO YYeTHYIO 3dIIMCb, HCIIOJIB3Yd IIPpU 3TOM ero TeKCTOBYIO

IIOJIIIMCh.
J11s1 3TOro He0OXOIMMO BBHITIOJIHUTD CJIeAYIOIINe IeUCTBUS:

1. COSg[aTb muchMo. Ecmm Y IMOJIb30BaTeJid eCTb dKTHBHAA IIOAIINCH CO CTAaTyCOM Ilo

YMOIIaHHUI0, TO I10CJ/Ie OTKPBLITUA (l)OprI CO31aHHA OHAa OTO6paSI/ITCH B HMDKHEH 4aCTH

Tesa muceMa (puc. 100).

Hosoe nucemo X KA
or EneHa CMupHOBa <e.smirnova@mydomain.ru> A | ¥
Komy
Tema (O

C yBaxeHunem,
EneHa CmupHoBa.

i be v 2 @
Pucynok 100 — Orobpaxenue noanucu co crarycoM Ilo ymonuanuio

2. HaxaTb kHOTIKY + B 1ojie OT, YTOOBI paCKpPBITh CITUCOK af[pecoB.

3. BoibpaTh yueTHyIO 3allMCh IOJIb30BaTessl, OT UMEHHM KOTOPOI'o CO3/laeTcsl MHUCHbMO, B

obsnactu JJoctymasl mue (puc. 101).

Hosoe nucbMo _ w o2
or Mowu agpeca v
SN - S y

Tema DocTynHbl MHe Q -~

Anekcangp CMUpHOB
a.smirnov@mydomain.ru

X o 4+ =

C yBakeHveM,
Enena CmunpHoga.

Pucynok 101 — Bribop yueTHoi 3anucu
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HO,I[HI/ICL B HIKHEH 4YacTU Tejla MIHCbMAa M3MEHMTCS — IIOSIBUTCSI ITOOIIMCh YHETHOfI

3aMMCH, OT UMEHH KOTOPOM CO3/1aeTcsl MUChbMO, co cTtaTycoM Ilo ymomuanuio (puc. 102).

Hoeoe nucsmo X (K
or AnekcaHap CMupHoB <a.smirnov@mydomain.ru> - v
Komy
Tema o -
C yBaxeHuem,

AnekcaHgp CMupHOB.
1] o>~ = @

Pucynoxk 102 — [loanucek fesiernpoBaHHOM y4eTHOM 3alTUCH

Ecnu s y4eTHOM 3amucy CO3/1aHO HECKOJIbKO MOJIIIMCEeH, TO MOXKHO BbIOpaTh OIHY U3 HUX.
JlJist 3TOro He0H6XOMMO BBIIIOJIHUTD CIIeAYIOIe eHCTBUS:
1. HaxaTp KHOIIKY (ITopmuch +), pacIiojioXKeHHYIO HA TaHeJM YIIPaBJIeHHs B HIDKHEH

yacTu GOPMBI CO3[JaHHUS [TUCEM.
2. B packpsiBarolemcsi cuucke mnocse o6macty Mou moAamucu BbIOpaTh HYXKHYIO IOIIMUCH

yquHOﬁ 3dIIMCH, OT MMEeHH KOTOpOI‘/lI CO3aeTCqd IIMCbMO. HOI[HI/ICL B HIMJKHEW 4YacCTH TeJlla

MMCbMa U3MEHUTCS Ha BeiOpaHHYto (puc. 103).
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Hoeoe nucemo X =
Oor Enena CmupHoBa <e.smirnova@mydomain.ru> A v
Komy
Tema o -

EneHa CmupHoBa
YKnem obpatHoi cesiam,

no BcTpeym! CMupHoBa v

1} UepHoBUK coxpaHen G2 ¥ = (@D

Pucynok 103 — JIpyrasi noinuch JieJieripoBaHHOM y4eTHOW 3alMCH

6.4.24 OTto3BaTh IUCHMO

[Ipy HEoOXOAMMOCTH OTIIpaBUTENIb IHMCbMa MOXET OTMEeHUTh OTCBUIKY IHChMa,
aJIpecoBaHHOTO T0JIb30BaTeJto, paboTaroiieMy B mouToBoM kiveHTe [10 Mailion.
J1J1st 3TOr0 HEOOXOANMO BBITIOHUTD CJIeIYIOIIHe IeHCTBUS:

1. B crnmcke paboued 06J1lacTd HY>KHOW TMAIKW BbIOpaTh MHUCBMO, KOTOpOe HeoOXO0JIUMO

OTO3BaTh.
2. OTKpBITH ero ¥ B 00J1aCTU YTeHUsI HaXKaTb KHOIIKY : B MEHIO orepaiui oo6paboTKy.

B packpeiBatoliiemMcst MeHIo BbIOpaTh koMaHay OTo3BaTh NHCHMO.
4. Otkpoercst maHens OT3BIB MHCbMA, HA KOTOPOM OTOOPAXKAIOTCS JAaHHBIE IOJTydaTes

MMCbMa U CTaTyc oT3biBa (puc. 104).

OT3bIB NUCbMA X

«

He oTtozgaHo

e Enexa CMupHOBa
e_smirnova@mydomain

Pucynok 104 — Ilanenb oT3bIBa UcbMa
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5. Haxate xkHONIKY OTO3BaTh MHCBMO.

6. BblﬁpaTb BApHUAHT OTo3Barp MHCHEMO B OTKPBIBHIEMCS OKHE IIapaMeTpPOB OT3bIBd (pI/IC

105).

OT3biB NUCbMa

[Mncbmo DyneT 0To3BaHO TONBKO Y
nonyyatenei BHYTPHU CUCTEMbI

OTo3BaTb NUCBMO

Pucynoxk 105 — I[lapameTpsl 0T3bIBa IMCHhMa

7. Haxartb kHonKy IlogTBepauTh.

Ecmu mojIiy4daTtejib He IIpOYMrTall OT3bIBdeMoOe IIHCbMO (Ha IIMCbMe CTOMT OTMETKa

Henpoanamme), TO IMMCBMO YJaJIIeTCd U3 ero sIIvKa. Ecmu I1oJjIy4aTesyib IIpOo4YrTall OT3biIBdeMoe

IIMCBbMO (Ha IIMCbMeé CTOMT OTMEeTKd HqunTanuoe), TO CaMO ITMCBMO OCTdeTCsd, HO BMeCTO Tejlad

IMNCbMad OTO6pa)KEIETCH COO6HI€HI/IE «IInceMo 0TO3BaHO OTIIpABHUTEJIEM». N OTIIpaBUTeEJId ITNCbMO

COXpaH4eTCsd B IIdIIKe OTIIpaBJIBHHbIB, OJIHAKO IIpH IIPOCMOTPE B 00/1aCTH YTeHUs 1101, 3ar0OJIOBKOM

nMcpMa orobpaxaercs cratyc OTo3BaHO y nosrydaTesieH.

CDYHKIII/ISI OT3bIBd ITMCbMad BbIIIOJIHAETCA CO CJIeAYIOIIUMHA OT'PAHUYEHUSIMUA.

1.

HeBo3M0xHO 0TO3BaTh MUCHMO Y ajipecaToB, He ucnomib3ytonmx [10 Mailion (BHemHnx
anpecatoB). [Ipu oT3bIBe MMChbMa, OTIPABIEHHOTO BHEIIHWM M BHYTPEHHUM ajipecaraMm,
Ha TlaHeJd OT3bIBa OyAyT oOToOpaXkaTbCsl TOJIBKO BHYTPeHHHe II0JIb30BaTeln
(monb3oBarenu kiventa [10 Mailion).

HeBo3MOXXHO 0TO3BaTh MHUCBMO, €CIM OHO HAXOOWTCS B Odepe HA OTIIPABKY.
Heobxoaumo cHavasna qoaaTbCsl OTIIPAaBKH, @ 3aTeM BBITIOJIHUTH OT3bIB ITUCHMA.
HeBo3M0oxHO 0TO3BaTh 1enovky muceM. Bo3aMoxkeH TOJBKO OT3BIB KaXKAOTO MHChbMa IO
OTHEeJIbHOCTH.

HeBo3Mo>xHO 0TO3BaTh paHee 0TO3BaHHOE ITHCHMO.

HeBo3moxHO 0TO3BaTh MMCHMO, €CJIM Ha IMepuoj] Iepexojia Baiied kommnaHud Ha [10

Mailion HacTpoeHa cunxpoHu3anus JqauHbeix Mexxy [10 Mailion u Microsoft Exchange.
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6.4.25 OTo3BaTh IUCHMO C 3aMEHOH

[Tpu Heo6x0IMMOCTH OTIPaBUTeJIeM MHCbMa MOXeT OTMEeHUTh OTCBhUIKY MMCbMa C 3aMeHOM
COJIep>XKMMOT0, eCJId OHO OBbUIO aJ[pecoBaHO I0JIb30BaTeNl0, paboTaroleMy B IOYTOBOM KIIMEHTe
Mailion.

Yrobbl O0TO3BaThb IHUCBMO W 3aMEeHUThb €ero CofepXKumoe, HeOOXOIWMO BBIIIOJIHUTH
Cllefyrolue qerCTBUS:

1. OTKpBITH OTIIPaBJIEHHOE MMUCHMO B 00JIaCTH YTEHUS.

2. BpibpaTh UCXOAHOE MUCHMO B IIeTIOYKe.

3. HaxaTb KHOIKY i usB OTKPBIBIIIEMCSI PAaCKpPBIBAIOIIEMCSI MEHIO BbIOpaTh KOMaHIy

OTo3BaTh NIHCHMO. OTKpOETCH (bopMa OT3p1B muCbMa, Tle YKa3bIBdeTCsd TEKYH_[I/Iﬁ

CTaTyC IIMCbMaA. Ecmu paHee OHO He OT3bIBAJIOCh, OTO6p83HTCH CTaTyC He oTo3BaHo.

Hasxats kHonky — (OTo3BaTh MHCHMO) B HIDKHEH 4acTH 06JIaCTH YTeHHS.
Bribpats komanay OT03BaTh NHMCHbMO H 3aMeHHTD COIepPXKHMOe.

Haxatp kHOnKy IloaTBepAuTS.

N e ook

B orkpbiBiIeiicss ¢opMe co3faHUs M peflaKTUPOBAaHUSI IHMCEM BBEeCTHM TeKCT HOBOI'O
[IMChMa.

8. Haxatp kHonky OtnpaButh (Wi Haxartb Cirl+Enter). Y oro3BaHHOro mnwcbma cC
3aMeHOM COJepXXMMOI0 IIOf] MMeHeM OTIIpaBUTeNss oTobpasurcsi craryc OTo3BaHO C

3ameHoi >>. B dopme OT3BIB rchbMa cTaTyC 00HOBUTCS Ha OTO3BaHO C 3aMeHOM.

6.4.26 Co3maTh COOBITHE HA OCHOBAaHHH IIHUCHMa

Ytobbl co3maTh COObITME HAa OCHOBAaHMM IMCbMA HEOOXOIWMO BBIIIOJIHUTH CleAYIoIIye
JIeViICTBUS:
1. Bribpath mrucbMoO U3 TI000M MAINKHU B JiepeBe Marok.

2. Co3paTth COOBITHe Ha OCHOBAaHWU IIHCHMa:

— HaxaTp Ha BbpIOpaHHOe NHMCBMO IIPAaBOM KHOIIKOM MBINIKA W BbIOpaTh KOMaHIy O

(Co3matsb codbrTHe) (pHC. 106).
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Enexa CMmupHOBE

= i
L] Bxogawme
OTnpaeneHHbie

HepHOBHKK

Panee

WMTorM coBLWaHKA

AnexcaHgp CMHpHOR
VITor coBewasus o utor

WMTorM coeewanua

Anexcangp Muannene

lo WToram ot

Cnam

KopanHa

Apxue

AnexcaHgp CMUpHOB

= (TBETHUTE

= lMepecnaTto

1 [epemecTHTh

3y Konuposatk

B Bapxue

b

[ Cospatb cobbithe

(7 Coapatb aapaqy

+— Coapgate dunetp

@ 3JTocnam

Pucynok 106 — Komanma Co3maTh coObITHE

-
— B Oo6sacTtu yreHuss nmucbMa HakaTb KHonky ¢ (Eme) v BbI3BaTh

(Co3mats coowrTHe) (puc. 107).

Enena CuupHosa Panee
— e
[J) Bxopswme
OTnpaBnexHbIe
HepHoBuKK
Cnam

Kopawxa

Apxue

Anekcangp Cmupros

WITOrW COBELLaH A
Anexcanap CuMupuos

Uroma cosewarin Mo wToram cosew,

WTorm copewaHma
Anekcangp CmupHos
10 HTOTOM COBRLLAHWA GoING NPUHATO: O6P...

»

WTorm cosewanuna

ANeKeaHap CMMPHOB

Mo UTOraM COBBLAHHA BkNG NPHHATO

AnekcaHap CMHpHOR

oKT

Bam

Mo uToram coBewaHua Obino NpuHs

1. OBpaBOTaTE 3aMEYaHHA (SN
2. Cobpare oOpaTHyso CBS3b.

3. Onpenenexa AaTa cnefyiolE

3 docx *
MepeueHs 3amenaH...
B.TAKBE

o OTBETUTE

L 8

OTBETUTL

Mepecnate

OTMETUTL KaK HENPOYMTAH..

Mometnte dinarom

0, KonupoBaTb

o o o O

1

MepemecTuTs

B apxue

Cosgate cobbiTue
Cosnate sanavy

Coapate duneTp

Pucynok 107 — Komanna Co3maTs codbITHE 13 00/1aCTH YTEHUs MMCbMa
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3. OTKpOETCFI CTpdHHUIIA CO3OdHHA cobbITHg C 3amnoyiHeHHBIMH mnonsamu: HasBanue

COﬁLITI/Iﬂ, Ormcaune, BJIODKEHI/IE, Oo0s3aTeIbLHbIC Y4aCTHUKH, Heobsi3aTebHEBIC

Y4aCTHHKH. MoskHO BHECTH M3MeHeHHs B Jiroboe Iojie CTpaHUIbI CO3JdHUS CO6I)ITI/IH, d

TaKXe YIOdJIUTb BJIOXKEHHWe U JIO68BI/ITI) OOHO WM HECKOJIBKO IIpr HEO6X0)II/IMOCTI/I

(puc. 108).

Aexabpe 2022
12

© 56789

o 12|14 15 16

1920

2627 28 29 30

Wrorn cosewanus o -

13.12.2022 13:00
13.12.2022 14:00

O Becs nevs

He noTopseTca -

Cosnams Konpepenumo Squadus

Yoemomn.~ 325 MHHyT T

=
=
<

A}

= om

® @ o o+

Mo uTorai coBewaHIA GEIN0 NPHHSTO:

1. OBpaBartars 3aMeuaHR (CNMCOK 8O
BnoweHu),

2 Gobpams obparHyo cesss.

3 OnpeneneHa faTa crenYIOWER BETDEW
22122022

« 13 pex.,sT < > G TynHoe Bpew D Pab.uacu
15:00- 1400

Enena Compross (sb) |

YacTHu W pecypest

Opranuzatop

AneKcaHap CHpHOB X ‘

Pucynok 108 — Crpanuiia co3gaHusi COOBITHS C 3aTI0JTHEHHBIMU TOJISIMU

Ecmu IIpu CO3aaHHUH COOBITHS HaXXaTh KHOIIKY BaKprTb, peaakTrupyemMoe cobObITHE Ha

OCHOBAdHHH ITMCbMd HE COXPAHUTCH.

6.4.27 Co3gaTh 3a1a4y Ha OCHOBAaHHH ITHCbMa

UtoObl co37aTh 3aJady Ha OCHOBAaHWMM IMChMa HEOOXOJMMO BBITIOJHUTH CIIETYIOIIHNE

NEUCTBUA:

1. BoibpaTh muchMO U3 JTFOOOM MANKU B JiepeBe MarokK.

2. CospnaTh 3afja4y Ha OCHOBAHUHU ITHCHMa:

— Haxatp Ha BbI6paHHO€ ITMCBbMO HpaBOﬁ KHOIIKOM MBIIIHA H BbI6paTb KOMaHY G

(Co3nmats 3apmauy) (puc. 109).
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N 5
Panee

MAPHOED

Bropsiue

CnpaRneHHkIE

YepHOBHKH

Cnam

KopixHa

Apxue

AnexcaHap CMUPHOE

-
— B O6sacTtH yTeHMs MCbMa HaXkaTh KHOIKY 3

HMTOMH COBEWAHKA
Anexcasnp CMUpHOE
| 1A o wroeas

HTOMM coBewanna
Anexcannp CMUpHOE

Mo wroram coe

»

-

4, OTBETHTE

= [lepecnars

7 NepeMacTHTE

@

@ m

B apxua

KonupoeaTs

Coaars CoduTue

[v Coapats 3anauy

H

Coanats gunetp

@ 3710 cnam

Pucynok 109 — Komanna Co3paTts 3agauy

(Co3nmats 3amauy) (puc. 110).

Enetia CuupHosa
EC P

nydomainru

O Brogaue
OTnpasnenHble
Yeprosmia
Cnam
Kopsnma

Apxue

Anexcanp Cuupros
@mydomain.u

MTOrM coBewaHia
Anexcarap CHupHOS
Arorw cosewsanua Mo uroram coseuy.

WTor coewanng
Anexcanap CMupHoe
Mo wroram coseuiarutn Gaino npumsTo: O6p...

Wroru cosewanns

Anexcamap CMMPHOE.

‘3M COBEWHNS BLina NpUHST

Anexcannp CHMpHoE:

@ 1206

Mo Hroram cosewaHmA Gbine NPUHATO

1.06p (cnHcox B0 enoxenHim).

2.Cobpats ebpatHyio caa3b.

3.0npenenena Aata Cheaytowei scTpeun - 12.11.2027

3 docx +

Mepeuess 2aueua
1874K8

(Eme) W BBI3BAaTH KOMaH.Y v

« Ot

« -

# Tepecnars

@ OTMETHTb KaK HENpOYUTaH.
% MomeTTs chnarom

S Konuposars

3 MepemecTuTs

B Bapxve

3 Coanats cobbTHe

[V Cospmats 3agauy

= CoapaTe UL

Pucynok 110 — Komanna Co3aaTh 3a71a4y U3 006J1aCTH YTeHUs TUChbMa

3. OTkpoeTcsi CTpaHHUIIA CO3[IaHUS 3aJlaud C 3arojHeHHbIMH TosisMu: Ha3BaHue 3amaum

(kxak TeMa nrMcbhMa), Onucanue (kak TEKCT MMCbMa). MOXXHO BHECTH U3MeHeHHs B JitoOoe

Imojie CTpaHHIbI

KapTO4YKH 3a1d9u:

CO3[aHUs COOBLITHA,

d TakKXXe 3aIllOJIHUTL [JOIIOJIHHUTEeJIbHbIe IIO0JIA

— HO6&BI/ITI) CPOK BbIIIOJTHEHMHA. HasxaTb KHOIIKYy + IZI;OGaBI/ITI:» CPOK BBIIIOJIHEHUA U

3aIllOJIHUTL ATy U BpeMs Ha4ddJjla BBIIIOJIHEHUA 3a/1a9M B COOTBETCTBYIOIIHX II0JIAX.
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— YcraHoBuTth ranouky B mojie IIpomosmkuTenbHOCTh YTOOBI T0OABUTH JATy U BpeMmsi
OKOHYAHUS BBITIOJTHEHUS 3a/1a4H.
— Ynanuth CpoK BBITIOTHEHHS! 3aflauv Npu Heobxomumoctu. Hakath kHOTKY YOparh

CPOK.

— Bribpars npuoputer 3amauu: Her (He mnpuoputerHas 3amada), : (Huzkuit
npuoputeT), !! (Cpeguuit npuoputet), !!! (Bbicokuit IpUOpPHUTET).
— YcTaHOBUTH INPOIIEHTHOe 3HaueHHe Iporpecca BBINOJHEeHUs 3a/la4yM 1o 1kaje oT 0 1o
100 nnu BBeCTH 3Ha4YeHHe BPYYHYIO B I10JIe CIIpaBa.
— BBectu onucanue 3agauu B nosie Onucanue.
4. HaxaTtb KHOIIKY B 3aBUCUMOCTH OT JIaJIbHeMIIIero JerCTBHUS:
— kHonKy CoxpaHHTBh, YTOOBI COXpAaHUTD 3a7jayy.
— kHONKY OTMeHHTD, YTOOBI OTMEHUTDH CO3JJaHue 3aa4H.
[Tpu Haxkaty KHONKYy CoOXpaHHMTB B JIeBOM HIDKHEM YIVIy OKHa OTOOpa3uTcs coobleHue

381(8‘-[8 YcCiienitHo CoxpaHeHa. COB)IaHHy'IO 3d1a9y Hd OCHOBdAHHWH ITMCbMd MOXHO IIPOCMOTpPETH B

pa3feiie KaHEHg!aQb.

6.4.28 PacneuaraTh IHUCHEMO

[Tpu npocMoTpe nucbMa B 06J1aCTH YTeHMS, a TakXe NPy paboTe HAJl YePHOBHUKOM, MO>KHO
pacreyaraTb IMCbMO C IIOMOIIBI0 KOMAaH[bl MEeHIO Ui olepaiuii o6paboTKy MO0 C IOMOIIBIO
KOMOMWHAIIMY KJIaBHUIII.

YroObl HanleyaTaTh NUCbMO, HEOOXOAMMO BBITIOIHUTE CIIefIyIOoIIye AelCTBUS:

1. OTKpBITh IMCBMO WM YepHOBUK JIJIsl IPOCMOTpPA B 00JIaCTH YTeHHSI.

2. BbI3BaTh OKHO ITapaMeTpOB IeYaTH OJJHUM K3 CIIOCODOB:

— B MEHIO CIllpaBa OT 3arojioBKa IIMCbMa HaXaTb KHOIKY : (Eme) u B
pacKpbIBIIEMCS] MeHIO BbIOpaTh KOMaHy =) (ITeuatn);

— OJIHOBpeMeHHO HaxkaTh kiaBumu Ctrl u P.

;
i i\'\‘ Ecnu naHHOe coueTaHre KJIaBUII MCIIOJIb3YeTcs B 00JIaCTH TeKcTa (HalpuMep, B Xojle paboThl
C YepHOBUKOM ITMCbMa), TO IOSIBUTCS pOpMa ISl BCTPaMBaHUsI PUCYHKA B TEKCT IIUChMa.

3. Ortkpoercsl CTaHAApPTHOe OKHO IIapaMeTpoB IedaTd Opaysepa. HacTpouTh mapamerpsl

I1e4aTH.

4. Haxarb kHOTIKY ITeuaTs.
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6.4.29 Ymaaurs IUCBMO

JItoboe MUCHMO U3 MAINKH, K KOTOPOM y IOJIb30BaTeslsl eCTh AOCTYI, MOXHO YJaiauTh (Tpu

HAJIMYWU Yy II0JIb30BaTeJId IIpAaB Ha yAdJIeHHWe, CM. pa3aell HDGHOCTHBHTB JIOCTYII K CBOEH HaHKe).

[Tpu ynanenuu nucbMa u3 060y manku, kpome mnanku Cmam, oHo nepeMerriaercss B Kop3uny
Blajieiblla Tanku. Takke B manky KopsuHa nomafaloT 4YepHOBUKH, YJajieHHble BO BpeMs
HaIMCAHUS WIA peJaKTUPOBaHUs NMCbMA, ¥ YePHOBUKY, y/ajieHHble U3 IeNI0YKY [THCeM UM BMecTe
c Hei. [locne ynanmenus mucbMa U3 lernovky, B mnanke Kop3mHa oTobpakaeTcs IeJIMKOM BCS
I[eNI0YKa, B KOTOPOH Y yAaJIeHHOTO MUCbMa OyJleT 3a4epKHYT 3ar0oJI0OBOK.

[Ipu Heobxomumoctu mnepeMellleHHOe B Kop3uHy nMCbMO MOXXHO BOCCTAHOBUTH WM

yQJUTh.

i’?\\ [Tucema, ynanenHble u3 Kop3uHBI, OMeNIalOTCs BO BpeMeHHOe XPaHWIUIIE, T/ie XPaHSITCS B
TeueHre 30 JHeH, Mocyie Yero aBTOMaTUYeCKU yIalIstoTcss 6e3 BO3MOXKHOCTH BOCCTaHOBJIEHUSI.

YanaTh nuchbMa M3 IMalKu Kopsmla MOZKeT Bjiajgesiell II0494TOBOro JIiuKa.
yI[aJ'[HTb IIMCbMa U3 ‘-Iy>KOI>1 I1aIIKH Kop3nHa MOXeT IIOJIb30BaTellb, KOTOprﬁ HajzejieH

npaBamu_noctyna CoBiagmenbna win OTBeTCTBEHHOI0 pelaKTOpa K Iarike, B KOTOPOW MUCbMa

HaXOOWJINCh M3HAYAJIbHO.
Ecnu mmceMo Haxogutcs OOJHOBpeMeHHO B HEeCKOJ/IbKHMX IIdllKaX, TO IIOCJIe yOaJIeHHsa W3
ITaIlKH KOPBI/IHa OHO COXpPdH{ETCHd B APYI'UX IIdIIKdX (uenqua He yJaJisieTCs U OOCTYIIHA U3 OIPYIUux

T1aToK).

YtoObl ynamuTh nHucbMa (OAHO WM HECKOJIbKO) WIM Ie[IOYKM MHCeM, HeoOXO0auMo
BBITIOJIHUATD CJIEAYIOIIHe JIeUCTBUS:
1. BoibpaTh nuchbMa WM [IEIOYKU B CIIUCKE MTHACEM.
2. ITlepemectuThb BbIOpaHHBIE THCbMa B Kop3uHy 0THUM U3 CIeyIOMMX CIIOCOOO0B:
— C moMoIIbio MBIIIH [TepeTanyTh TUChMa Ha 3aroioBok nanku Kop3una. Eciu ynanenue

BO3MOJXHO, TO IIpH I1epeTadCKUBAHWH 3aT'0JIOBOK I1alIKXA Kopana BBIIEJIUTCS IIBETOM.

— Haxars 31auok Wl Ha MuHM-naHenu nucema Wjin, B ClIy4dae B]:>160pa HeCKOJIbKHX IThCeM,

3Hauyok Il B MeHrO HOCTYNHBIX omepanuii Ha/l CTUCKOM IHCEM.
BribpanHoe mmMcbMO WM NHMCbMa OyayT IepeMellleHbl B manky Kopsuna. Ecin Obiia
BbIOpaHa Iiernoyka nuceMm, B Kop3uny OynyT nepeMeliieHbl Bce IMCbMa 3TOM 1IEIIOYKH.

KpOMe TOro, MOXHO YyOdJIMTb IIMCbMO, OTKPBLITOE B 00/IaCTH YTeHHSs. ,HJ'ISI 9TOTrOo cjienyer

HaxkaTh 3Ha4ok Wl B Menro Haj 00JIaCThIO YTEeHHS ITUChbMa.
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Ecmm nmonb3oBaTennb BbI6paJ'[ HHCI:)MO/LIEHO‘*IKY IIMceM B IIaIlKe CIIaM, 9THU ITKUCbMa YIaJIdI0TCA

6e3B03BpaTHO, He nonazas B nanky Kopsuna.

Al
1N
\,

LN

HI/ICI)MEI, yYAaajieHHbIe 6ESBOSBpaTHO, BOCCTAHOBHUTb HEBO3MOXXHO. BeBBOSBpaTHO IIMCbMd
YAAISKOTCS TOJIBKO M3 IIAIlKKU Cnoam.

Y nanurth 6E3BOBBpaTHO OTHO ITMCBbMO HU3 obsacTi yrenus nanku Cmam

1.

2.
3.

OTkpeITh Nanky Cnam.

B o6s1actu yTeHus nmucbMa Hakath 3Hadok W .
[lonTBepanTh ynaneHuWe HakaTMeM KHONKWA YaaauThb. [lucemo Oyner ypaneHo 6e3

BO3MO>XXHOCTH BOCCTAHOBJIEHHS.

Ynanurts 6e3B03BpaTHO HECKOJIBKO muceM u3 nanku Cram

Ecnmu BbiOpaHa rpynma WM Ielodka IHCeM, yAajsiioTcs 0e3BO3BpaTHO BCe ITMCHMA,

OTHOCSIIIUECS K 3TOU I'pyIiiie UiIn Oero4vke.

1.

2
3.
4

OTxpbIiTh nanky Coam.

. BbI6[]aTb IMMCBMO, T'PYIITYy WIN OEeIIOYKY ITHCeM.

Haxats 31avox Il .

. IlonTBepauTh ynaneHue HakaTHeM KHOINKM YpxanauTb. [Iucema OynyT ynaneHbl 6e3

BO3MO>XHOCTH BOCCTAHOBJIEHUSI.

Ynanuts 6e3B03BpaTHO BCe MUChbMa u3 nanku Cnam

1.
2.
3.
4.

OtxkpbITh nanky Cram.

BbI3BaTh KOHTEKCTHOE MEHIO, IIeJIKHYB IIPaBOM KHOIIKOM MBIIIIH.

BribpaTe koMaHly YIQJIUTh cofepKumMoe.

[TonTBepauTh yHaneHue HakaTheM KHONKU YaaauTb. CopepkuMoe Iankyd Oyzner

yaajsieHO 0e3 BO3MOXKHOCTH BOCCTAHOBJICHMS.

6.4.30 BoccraHoBUTH yHajieHHOe THCHMO

YTo6bI BOCCTAaHOBUTH MHUCHMO U3 Kop3uHbI, HEOOXOIMMO IIEPEMECTUTL ero B Tpebyemyro

Hanky.

Ecimm mmcemo 6b110 YAaJleHO H3 KOPBI/IHI»I, €ro MOXHO BOCCTAHOBHUTbL HM3 BpPEMEHHOI'O

XPpaHWIMILA yJlaJleHHbIX hceM B TedeHre 30 aHeit. [liisg aToro Heo6xonumo:
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1. B manke Kop3una mepeiiT BO BpeMeHHOe XpaHWJIMINE yAaJeHHBIX MHUCEM — HaXaTb
ccouiky CooOmeHusi, HefaBHO ynaJIeHHbIe U3 KOp3uHbI (puc. 111), oTkpoeTcs maHesb
YnaneHHeie M3 KOP3HHBI CO CIIMCKOM IIHCEM, KOTOpble HAXOJSATCS B BpPEeMEHHOM

XPpaHUJIHILE.

KopzuHa Q MN

HenpouWTaHHbie  Bawubie  C BNONKEHMSA
Panes 2
D KondepeHums No MHTEMPaLMK NPOLYKTOE 14102023
CMMpHOE ANEKCaHap
Mpennaraer o3HAKOMWTLCA C NPOTRAMMONA KOHEEpeHUMH. &

Pucynok 111 — Ilepexop k CIIMCKYy HeJIaBHO yAaJleHHBIX [TUCEM

2. Ha manenu YI[HJIEHHBIE U3 KOP3UHbI BLI6paTb IMMCbMd, KOTOpPbIE HeO6XOI[I/IMO BepHYTb

M3 BpeMeHHOTI'O XpaHWJIMIIIA YdJIeHHbIX ITHCeM.

]
3. Haxarb 3uadok = . [Iucema 6ynyT nepemeiiieHsl B Kop3uny.
BosBpaiienuble B Kop3mHy nmcbMa MOXHO BOCCTAaHOBUTH IO  OT/EJIbHOCTU WIIH
CrpyHIUpoBaTh B nanky B Kop3uwe, a 3aTeM BOCCTaHOBUTH 3TY IAIIKy BMeCTe C ee COIep>KUMbIM U3

Kop3unsbr.

A HHCBMH, lepemMellleHHble 13 KOPBI/IHI)I BO BpeMeHHOe XpaHWIMIIe, XPAaHATCA B HEM B TedeHHe
30 JHeH, TI0CJIe Yero YAATIAIOTCA 6e3 BO3MOXHOCTHA BOCCTAHOBJICHHS.

6.4.31 IloBTOpHAas oTIIpaBKa MHCHMa

[lucbMa MOXXHO OTHpaBUTH IOBTOPHO K3 manku OTHpaBiieHHbIe C COXpaHeHHeM BCeX
noJty4dareiiei, ¢pyiaroB M BIIOXKEHUH.

YT00BI TOBTOPHO OTIIPABUTH MMCbMO HEOOXOAUMO BBIIIOJHUTH CIIeIyIOIINe AeUCTBUS:

1. BpibpaTh nucbMo u3 nanky OTnpaBiieHHbIe.

2. OTKpBITE IUCHMO 17151 IpocMoTpa B O6J1aCTH YTeHUS.

3. IloBTOpPHO OTHPaBUTH MUCHMO OJTHUM U3 CIIOCOOOB:
e
— HaxaTp KHONIKY B IIpaBOM BepxHeM yrity O0J1acT yTeHus.
= —
— Bri3Bath KOMaHAY (OTnpaBUTH CHOBA), BHINIOJIHUB CJIEYIOIINE EHCTBUS:

e Haxarb kHOIKY ¢ (Eme);
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(e ;
® HaXXaTh KHOTIKY (OTopaBuTh CHOBA) B HIKHEHN YacTh O0JIaCTH UYTEHHSI.

BBectun daJipeCa OOIOJIHUTEJIbHBIX noJjiyyaTenen (HpI/I HeO6XO)II/IMOCTI/I).

BBectu TeMy IIMCbMad.

Y cTaHOBUTH YPOBeHL BAXXHOCTH.

N o » ok

Bri6paTh mognuce.

8. JloOaBUTH BIOXKEHHMSI C TIOMOIIBI0 KHOIIKH 2 (Bioxkenue) (1mpu HeOOXOIUMOCTH).

9. VcraHOBUTH HIapaMeTPhl OTIIPABKY MTKMCbMaA (ITPH HEOOXOIUMOCTH).

10. Haxxats kHOnKy OTipaBuTh (WK Haxats Cirl+Enter).

ili [ToBTOpPHO OTHpaBUTL TPYMIy WIKA HENOYKy IMKHCEeM MOXHO TOJbKO C IMOMOIIbIO BBI30BA
= koMaH/ibl OTHIpaBUTH CHOBA.

6.5 Co3gaHue u peJakTHpPOBaHHe NICEM

[Tucema co3paoTCs W pefaKTUPYIOTCS C IOMOIIbIO  CIlel[MalbHOM (GOpPMBI, KOTOpast

OTKPBIBAETCA C ITIOMOIIbIO KHOIIKH CO3[1aHUS ITUChbMaA.

OTkpeITh GOPMYy CO3MaHUS TIMCbMa MOXHO TakKXKe M3 KAapTOYKA KOHTAaKTa B pasfere
KonrTakThl, cM. pa3fien HanvcaTh MMCbMO KOHTAKTY.

YTo6bl OTKPBHITH POPMY C IOMOIIBI0 KHOIKU CO3[IaHHUs MHMCbMa, HEOOXOUMO BBINIOJIHUTH

Cllefyrolue qerCcTBUS:

1. HaBect Kypcop KHOMKY mgo0aBiieHUs B paboueit obGsacty mouThl. KHomka

oToOpakaeTcsi BO BCeX IMalKax MOYTOBOTO SIIUKA: CUCTEMHBIX, I0/Ib30BaTEIbCKUX U
rankax ¢ 06mmM goctynom. KHomka npumeT By

2. HaxaTp KHOIKY (Co3gatp mucbMo). B obmacty 4dreHus oTtkpoercs ¢opma s

CO3/IaHHs U peflakTUpOBaHus nuceM (puc. 112).

Hoeoe nucbMo — X [

or CMupHoBa Enela <e.smirnova@mydomain.ru> - ¥

Komy
Tema o -

K K 4 A:

= W & @ O + =

C yBaxeHuen, Enena CumupHoBa

UepHoBMK coXpaneH (¢ Mogmucs = = @

=
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Pucynok 112 — ®opma co3gaHus HOBOro IMCbMa

dopma 7151 CO3/IaHUS U PeJTaKTUPOBAHMUS TMCEeM UMeeT CJIeYIoIIre JIeMeHThI:
— CTpOKa 3aroJIoBKa, cofiepskaliee Haanuch « Hopoe muceMo», KHOKH — (CBepHYTB) U
(3akphITh);

— b0k a/IpecdaToB: IIoJie KOMy 1 KHOIIKa E, IMO3BOJIIIOIIass OTKPLITH II0JIA Komusa u

CxkpsrTas;
— toje TeMma;

— IIdHeJIb MHCTPDYMEHTOB;

— I10Jie J1d BBOdAd U peJdKTUPOBAHKA TEKCTa (TEJIa) IINCbMaAd;

— IIOAITMCH ITOJIb30BATeJIA;

— TIaHeJIb YIIpaBJIeHMUs.

HpI/I CO30daHHMHM OTBeTa Hd ITMCBbMO c]>opMa JOIIOJIHAETCA IHUTaTaMH 6omee PaHHHUX IIKCeM

JJAHHOM IIepellvCKU U TeMOM IlepBOHAa4YaIbHOI'O ITMChbMa C IIpeUKCOM «Re:», cpa3y mocsue OTKphITUS

KypCOp IioMelnideTCda B 3dIIOJIHEHHOe IIoJie KOMy, YTO II03BOJIIET HM3MEHHUTL CIIMCOK aJipeCaTOB

(puc. 113).

2

Hoeoe nuceMo — X

«

or CmupHoBa Enena <essmirnova@mydomain.ru> -

Komy e CmupHoB AnekcaHap *

Re: KoHdepeHuus no MHTErpaumMm NnpoayKToB © -

H

o« +:

KX K 4 A = - W (]

C yeakeHuem, Enena CuunpHosa

BT, 24 okT. 2023 r, 15:49, CmupHos Anekcanap <a.smirnovi@mydomain.ru=
JoBpelit geHb!

MNpeanaraem 03HAaKOMUTBLCA C NPOrPaMMON KoHMEPEHLUN

[} UepHoBuk coxpared (¢ Mognuce » = @

Pucynok 113 — Popma co3fanusi OTBETHOTO NMUChMa

[Tpy nepeckuike nycbMa ¢opMa JONOJIHSAETCS] TeMOW OPUTHMHAIBHOIO MHChbMa C IpedprKCcoM
«Fwd:», cpady mocie OTKpeITHSI Kypcop IIOMelllaeTcss B He3arnosiHeHHoe 1nojle Komy, 4T0o6bI
II0JIb30BaTelb MOT CO3[jaTh CIIMCOK aipecaToB, a HaJl TeKCTOM IHMCbMa OTOOPaXKalOTCsl JTaHHbIE

nepecbuiaeMoro nuckma (puc. 114).
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Hogoe nucbmo

«

Or CmupHosa Enena <e.smirnova@mydomain.ru> -

Komy
Fwd: KoHdepeHuMa no MHTerpauMu npoayKToE o -

K K 4 A: o« +:

m
]|
T
=
e
H

C yeameHuen, EneHa CMmupHoBa

MepeanpecoeaHHoe coobleHune:

OtnpaeuTenk: CMUpHOB Anekcanap <a.smirnov@mydomain.ruz=
Tema: KoHthepeHUMA No MHTErpauUmMi NpoaykToB

Oarta: 61, 24 okT. 2023 1, 15:49, GMT+3

Komy: CuvpHosa Enena <e smirnova@mydomain.ru=

HoGpuiii geHs!

Mpeanaraem 03HaKOMHTECA € NPOrPAMMON KOHMEPEHLMM.

=

Bnoxenua (0.94 MB)

pdf X
Integration_Mailion...
9561.68 K&

i) UepHOBMK coxpaHer ¢ Momnuce = = @
Pucynok 114 — ®opma coznanus iepeapeCoBaHHOTO MUChMa

Ytobbl  co3gaTh M OTHPAaBUTb  HOBOE  IHCbMO,  HEOOXOJWMO  BBIOJHUTH
ClleqyIolIUe JeruCTBU:

1. OTKpbITH GOPMY CO37aHUS U PeIaKTUPOBAHUS TTHCEM.

2. 3anonHuTh moyisi GOPMBI: BBECTHM aJpeCc WIM HM3MeHWUTe aJipeC IOJydaresis, ajipeca

JIONOJIHUTENIbHBIX I10JIyYaTeJIeM U TeMy IIUChbMaA.

3. BBect u mpu HeoOXOJUMOCTH OTHOPMATHPOBATH TEKCT ITHUCbMA, J100aBbTe B TEKCT

00BEKTHI U NIpUKpeInTe K IIMCbMY BJIOKeHU.

4. Ilpu HEOO6XOAMMOCTH 3a7aTh IAPAMETPbI OTIIPABKU M BIOPATh IOJIIHCH.

5. Haxate kHOonky OTnpaBuTh (Miiu Haxxats Cirl+Enter).

Kuonka OTmpaBuUTh  CTAHOBUTCS  aKTMBHOM  IIOCJle  BBOZAA  IIepBOro  ajpeca
I0JTyyaTesisi IMChbMa.

YepHOBUK IHCbMa aBTOMAaTHWYeCKH COXpaHseTcs B Ianke YepHOBHKH IIOCJe BHECEeHHUS B
IIMCHMO I1epBOr'0 U3MeHeHUs! (3arloIHeHHs KaKOT0-JIM00 110JIs Wi J0OaBIlIeHUs BIIOXKEHUS).

YepHoBuK B nanke YepHOBHKH WM B IlellOUKe [MCEM MOXHO B JF0O0H MOMEHT OTKDBITh,

OTPeJaKTUPOBATL U OTIPABUTD.

B Inponecce CO30dHUA U pPEeNaKTUPOBAHHA IIMCEM II0JIb30BaTeJIb IJid 6bICTpOl"O BBI3OBA

HEKOTOPBIX PYHKIMIA MOXKeT IPUMeHSTb KOMOMHAIMU KiaBull (cM. CodeTaHus KIIaBUII).
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Ecnu Ha MOMeHT co3fiaHus uchMa afipecat (IoJib3oBaTellb KiieHTa Mailion) 3aHsT, coriacHo

f;\ JJAaHHBIM €ero aBTOOTBETYMKA, MOSBUTCS coobiileHre «HekoTopble moJsib30BaTeM ceMdac

Q HeIOCTYNHBI». MOXHO TPOCMOTpPeTb CBeJleHWss O 3aHSATOCTHM ajipecata |, IIpU
HEe0OXOAUMOCTH, YIAUTh ero.

6.5.1 Yka3zarth agpecaToB

B cl)opMe CO31daHUA U pellaKTUPOBAHHS I10JIe OCHOBHOI'O aJipeCdaTa sBJIAeTCHd 00s13aTeILHBIM
(eCJII/I Imojie OCTAaBUTD ITYCTBIM, KHOIIKAd OTIIpaBI/ITb He 6Y,I[ET aKTI/IBI/IpOBaHa), d II0JId U1 YKa3aHUA
HOOIIOJIHUTEJNIbHBIX aJIpeCdaTOB W TeMbl MOXHO He 3adllOJIHATh. Ecim monb3oBaTeno  ObUIH
IMpeaoCTaBJIEHBI IIPdBa COBJIdelIblld ‘Iy>1(0ﬁ y‘IETHOﬁ 3dIIMCH U IIPABO IIMCAThb IIMCbMd OT MMEHHU ee

BJlajesiblia, B cl)opMe TaKXe OTO6pa)Ka(3TC$I 110J1e OJid BbI60pa OTIIpaBUTeEJIA.

3arnonHuTh nojie KoMy ofHUM 13 clieAyIonux Crioco0oB:

— BPYUYHYIO — BBECTH aJipec 3JIeKTPOHHOM IMOYTHI MOJIy4yaTesisi U HaXaTh KiaBuinry Enter,
Tab wiu Space 7151 TOJITBEPXKIEHHS;

— BCTaBKOM U3 Oydepa cucteMHOro obMeHa — BCTaBUTh CKOIMPOBAHHBIM B Oydep aapec c
nomoibio koMbuHanuu kiasuil Ctr + V u Haxarts kiaBumty Enter, Tab unu Space,
YTOOBI TOATBEPAUTb BBOJ. [Jis moaTBep:k/ieHusl BBOJJa MOXKHO HAKaTh MPABOM KHOIKOMH
MBIIIH 3a TipefiesiamMu 1oist Komy;

— C TIOMOIIBIO TOJICKA3KA IIOYTOBOTO KJIMEHTa — HadaThb BBOJIUTHb ajlpec 3JIeKTPOHHOM
MIOYTHI TOJTy4aTeliss WIK ero UMs IM0JIb30BaTeJsl, Mocjie BBOJa MepBOi OYKBbI BO3ZHHUKHET
MO/ICKa3Ka CO CIIMCKOM MOAXOMASIIMX 3alMCel aJ[peCHOM KHUTH; eCsid OToOpakaeTcs
HECKOJIbKO 3alMced, IUisi yTOYHeHHs 3arpoca MPOAO0JDKaTh BBOAUTH aJipec; KJIaBUIIIAMU
HaBUTallMM BbIOpaTh HY)XHYIO 3alMCh U HaxkaThb kiaBuily Enter, Tab wiu Space nis
MOJITBEPXK/IeHHsl BBOJIA; TaKXKe MOXKHO BBIOpATh ajipecaTa B CIIMCKe KYPCOPOM MBIIIH, B

TdKOM CJIy4de IIOATBepXKAdTb BbI60p He HY’KHO.

[Tpu Heo6x0IUMOCTH TOBTOPUTH JIEUCTBUS IJis 10OaBIeHUs APYTHUX aJIPeCcoB.

Ecnu xk HanmmcaHWio IMHUCbMa I0JIb30BaTeNlb rnepemniejyl U3 KdpTOYKKM KOHTAKTd, TO IIOJIe KOMy

Oymer 3amojiHEeHO aJpecoM 3JIeKTPOHHOW TOYThI 3TOr0 KOHTaKTa. I[IpM HEOOXOJUMOCTH CITUCOK

d/IpecoB B I10J1e KOMy MO>XHO OOIIOJIHUTD.

Hapymy C OCHOBHBIMH TIIOJIy4aTeJIIMH, IIMCbMO MOXeT OBITh OTIIPABJIEHO W [pyI'M

I10JIb30BATeJISIM.
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Jly19 BBOZIA A/IpecoB JONOJHUTENLHLIX TOJTydaTesiei ClleflyeT HaaTh KHOIKY % B IPaBOM
BepxHeM yriy noiis Komy. Otkpororcs nosnist Konusa u CkpseiTas.

BBecTu aipeca AOTIOJIHUATENBHBIX MTOJTydaTesei:

— ajpeca, ykazaHHble B nojie Konusi, oToOpakatoTcs JI71sl BCeX YYaCTHUKOB IeperuCcKy;

— JaHHBIe 10JIb30BaTesiel, BBeJieHHbIe B 1ojie CKpbITass, BUJIHBI TOJIbKO aBTOPY MHCHMa.

[Tons 3anonssitoTcst aHasioruyHo mnoiito Komy.

Ecim B kauectBe nojiydarteyjis B II0JIe KOMy, Komusi nnu CKpI)ITaﬂ YKa3dHd TI'pYIIilld

. 0y
PAaCCBUIKH, YTOOBI IIOCMOTpPeTh IIOMMEeHHBbIN CIIMCOK ee YYdCTHHMKOB HY>XXHO HaXXdTb ) ITokasaTh

Y4aCTHHUKOB CIIPpAdBa OT Ha3BaHUS I'PYIIIIbI.

[To ymomyanuio B nosne Tema orobpaxaercs Hagnuch Tema. OHa Mcue3aeT mociie BBOAA
1epBoM OyKBBI B I0Jle. ECIM He 3amo/HATE 3TO IOJIe, B CIIMCKe IIMCbMO OyzeT 0ToOpaXkaThCsl MO
3arosioBKoM «be3 TeMbI».

Ecimu mnonb3oBaTento ObUIM  JleJleTMpOBaHbl IIpaBa Ha YYXKYKO YYeTHYIO 3alluChb C
BO3MO)XHOCTBIO TMCaTh OT MMEHW/C ajipeca ee Biajesbla, Haj nosneM Komy nossinsercs none OT,
TI03BOJIAOIee BLIOpPATh ajipecaTa, KHOIIKA ¥ IlepeMellaeTcs Ha IPaBylo CTOPOHY JIaHHOTO MOJIA.

Haxatb kHOIIKYy BbIOOpa ¥ B JJaHHOM I10JIe U B paCKpBIBILIEMCSI CIIMCKe BbIOpATh OTIIPAaBUTEIIS

(puc. 115):

or EneHa CMMpHOBa <e.smirnova@mydomain.ru>

Komy AnekcaHap CMUpHOB
<a.smirnov@mydomain.ru=

Tema

Pucynok 115 — Cnucok Beibopa oTiipaBUTesen

6.5.2 YCcTaHOBHUTH YPOBEeHb BaXKHOCTH

YTo6BI YKa3aTb YPOBE€Hb BAd’KHOCTHU IIMCbMd, HAXATb KHOIIKY @ -.-, PacCIIOJIO’)KEHHYIO B

BepxHel 9acTy ¢GopMHI cripasa ot 1o Tema (puc. 116).
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Hoeoe nucbMo X
Komy hA
Tema O -

Pucynoxk 116 — Kxorika BbiOOpa YPOBHSI BaXKHOCTH

B oTkprIBIIEMCS CTTMCKe BBIOPATh HY>KHBIM YPOBEHb BaKHOCTH:
- 0 Bricokast Ba>KHOCTB;

- @ OOBIYHAg BaKHOCTB;

— 0 Huskas BaXKHOCT®.

[Toce ipyucBoeHUs1 yPOBHSI BaXKHOCTH MKOHKa 0 (BbICcOKass BaIKHOCTB) WU 0 (Huzkas

BEDKHOCTI)) OTO6pa>Ka€TC$I Ha MHWHH-IIaHeJIN O6pa6OTaHHOFO IMChMa KakK B pabouyer 00J1aCTH, TaK U

B 00J1acTy yTeHus (CIpaBa OT JIaThl CO3/IaHUS TMCHMA).

6.5.3 PopMaTHpPOBaATH TEKCT

BonpmmHCcTBO HWHCTPYMEHTOB NJId pa6OTbI C TeKCTOM IIMCbMd pd3MellldaeTCAd Ha IIdaHeJirk

HUHCTPYMEHTOB, II0 YMOJI9YaHHIO HaxOoMsIIencsT B BerHeI;'I 4aCTH d)ODMbI CO3JdHUA M

PeJaKTHPOBAHUMS ITHMCeM, HaJ 00/1aCTBIO Teja MUChMa.

[Tanenb MOXKHO CKPBITh WJIA OTOOPA3UTh C IIOMOIIBIO KHOIIKU &, PacIoJIOKeHHOW B HIDKHEHN
yacTU GOpPMBI CO3IAHUS U PeIaKTUPOBAHUS MHCeM Ha MaHelI! yIpaBieHusl.

BHemHuii Bu/I NMaHeNluM MeHseTCs B 3aBUCHUMOCTH OT pa3Mmepa 00/1acTh OTOOpakeHMUs.
Hanpumep, mpyu MuHUMAaNIbHOM HIMpHMHE OTOOpakeHWs] Ha TAHEJM OCTAIOTCS TOJIbKO KHOIIKY,
packpeiBaolye 6JI0KM MHCTPYMEHTOB, a Tak)Ke KHOIIKM OTMeHBI U [TOBTOpa I10C/Ie/IHel ollepaliiu.

[Tanesb MHCTPYMEHTOB COJIEPXKUT dYeTbipe OJioka KHOMIOK /i paboThl C TejloM MHChbMa
(puc. 117):

1. Kuomnku dopmatvpoBaHus NipudTOB.

2. Kuomnku ¢popmaTupoBaHus ab3ares.

3. Kuomku [ij1 BCTaBKU pa3MYHbIX 0OBEKTOB.

4

Kuonku IJI BBITIOJIHEHHS ITPOYUX onepaunﬁ.
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Pucynok 117 — bioky naHenu MHCTPYMEHTOB

Boky B 00BIYHOM COCTOSIHUM TTaHeIH OTO6pa)KaI-OT JIMIIIb HEKOTOPbIe HHCTPYMEHThI.

Jlns mpocMoTpa Bcero Habopa MHCTPYMEHTOB HEOOXOIWMO PacCKpBLITh OJIOK IMOJIHOCTBIO C

IOMOIIbIO KHOIIOK PACKPbIBAIOIIIEr0Csl MEHIO. BepHYTbCFI K COKpdllleHHOMY BdpPUAHTY OTO6pa)KEHI/Iﬂ

MOXXHO ITOBTOPHBIM Ha)KaTHeM KHOIIKY PaCKPBITUS.

Yto6bl packpbiTh B0k HHCTpyMeHTOB it ¢opMaTHpoOBaHHS HIPHPTOB IOTHOCTHIO,

HeoOXOIMMO HaXaThb KHONKY packpbiBaomerocs MeHro Al Otobpasurcs Bechb Habop

WHCTPYMEHTOB, ITO3BOJISIOIINMI BBITIOJIHUTE Cliefiytoinye nerdctsus (puc. 118):

K — ycraHOBUTB /17151 BBIZIEJIEHHOT'O TEKCTA MOJTyKUPHOe HauepTaHue;

K — ycraHOBUTb /17151 BBIZIEJIEHHOTO TeKCTa KypCUBHOE HauepTaHHe;

Y — nojmuepkHYTH BHIIEICHHBIH TEKCT;

A: — cBepHYTH/pa3BepHyTh 610K MHCTPYMEHTOB;

- — 3aYepPKHYTb BBIIQIEHHBIN TEKCT;

X2 — 0TO6pa3UTh BhHIIEIEHHbIH TEKCT B BUJIE TIOJICTPOYHOTO MH/IEKCA;

X* — 0TO6pa3uTh BbIIeIeHHbIH TEKCT B BUJIe HAJICTPOYHOTO HHJIEKCa;

Ay~ YCTAaHOBUTh IIPUPT ISl BbIIEJIEHHOTO TeKcTa (HaXXaTb KHONKY ~ U B
PacKpbIBaIOIEeMCs CITMCKe BbIOpaTh TapHUTYPY HIpUPTa);

Al~ — ycraHoBUTB pasmep mpudTa IS BBIIETEHHOTO TeKCTa (HaXKaTh KHOIKY ~ ¥ B

pacKpbIBaIOIEMCS CITMCKe BbIOpaTh pa3Mep);

A YCTaHOBHUTB IBET TeKCTa (Ha)kaTb KHOIIKY ~ U B OTKPBIBIIEHNCS (pOpMe BBIOpaTh LIBET
B TabJIvIle WIK BBECTH ero IleCTHaAaTepUIHbIN KO/);
g YCTAaHOBUTB I1BeT poHa (HaXKaTh KHOIIKY ~ M B OTKPBIBIIIelcs popme BbIOpaTh LIBET B

TaOJIUIIe WX BBECTH €ro IeCTHAAIIaTEPUYHbIN KO/);

. — oumcruTs ¢dbopmar mpudra.
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Pucynok 118 — biiok nHCTpyMeHTOB 11711 popMaTHpOBaHUS HIPUPTOB

HJ’[H NpUMeHeHUs] UHCTPYMEHTOB [JId Cl)OpMaTI/IpOBaHI/ISI a63aueB AOCTATOYHO YCTAaHOBHUTDH

Kypcop B Jito6OM MecTe peJaKTHpyeMoro abs3ala M HaXkaTh COOTBETCTBYIOIIYIO KHOIIKY JIMOO

KOMOMHAIIMIO KJIABUIII, eCJIM OHA TpeJlyCMOTPeHa [jisl JaHHOM oreparuu (cM. CodeTaHus KIIABUII).

YTOGHI PAaCKPHITh JJAHHBIH GII0K HHCTPYMEHTOB, HAXaTh KHOIKY 11,

OTO6paBI/ITC$I BeCb Ha6op HNHCTPYMEHTOB, IO3BOJISIFOIIHM BBIIIOJIHUTh dlegyromiye IeVCTBUS

(puc. 119):

= — BBIPOBHSTH BHIOPAHHBIM a03all M0 JIEBOMY Kparo;

— BBIPOBHSTH BBIOpAaHHBIN ab3all 110 LIeHTpY;

-

2— — o¢dopMUTh BBIOPAHHBIM ab3all B BUJle HYMEPOBAHHOIO CIKCKa (6e3 BO3MOXXHOCTU

BBIOpaTh popMaT HyMepaIlum);

=

*
*

CBEepHYTh/pa3BepHyThb 0JIOK UHCTPYMEHTOB;

— BBIPOBHSTH BbIOpaHHBIM ab3alf 110 MpaBoMy Kparlo;

— BBIPOBHSTH BIOpAHHBIM ab3all 1o MUPUHE;

B

¥ — odopMuTh BEIOpaHHBIM ab3al] B BU/le HyMepOBaHHOIO CIIMCKA (HaXKaTh KHOIIKY =
Y B PaCcKpbIBAIOIIEMCs CIIMCKe BbIOpaTh popmMaT HymMepalnun);

«= ¥ — odpopmuTh BEIOpAHHBIM ab3al] B BHJe HEHYMEPOBAaHHOTO CIHMCKA (HaXKaTh KHOIKY
~ 1 B PACKPBIBAIOIEMCS CIIMCKe BBIOPaTh popMaT HyMepalum);

TT ~ — u3MenWTL CTHIIL BbIJIeJIeHHOTO ab3ana (HaXkaTh KHOIIKY * U B PaCKpbIBAIOIIeMCH
CIIMCKe BbIOpaTh CTWJIb, HAlIpUMep 3aroJjIoBOK IIepBOT0 YPOBHS);

IZ ¥ — usmenuTH MHTepBaN MeX[Ty CTPOKAMH U ab3aIlaMU BBIZIeIeHHOTO TeKCTa (HaKaThb
KHOIIKY ~ Y B paCKpbIBalOIleMCsl CIIMCKe BbIOpaTh MHTepBall);

1= — yMEHbIIIUTb OTCTYII /ISl BbIJIEJIEHHOT'O TEeKCTa;
b= — yBEJIMYHUTB OTCTYII JUISl BBIJIEJIEHHOTO TEKCTa;

7% ¥ — odopmuth BbIOpaHHBIN ab3al] B BU/le IUTAThl U3 TIeperrcKy (HaXkaTb KHOIKY ~ U B
PacKphIBAIOIIEMCS CIIMCKe BbIOPATh OMIIMIO BKJIIOYEHHS/OTKIII0UeHUs] 0QOPMIIeHUS TeKCTa

B BHJie IUTAThI U3 HepeHI/ICKI/I).
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Pucynok 119 — Bnok nHcTpymMeHTOB 111 popMaTUpoBaHUs ab3arieB

YTo06BI PaCKpbITb Baok HHCTPYMEHTOB I BCTABKH, HEO6XOJII/IMO HAXXaTb KHOIIKY +:.

OTobpasutcsi Becb HaOOp WHCTPYMEHTOB JJil BCTaBKH, ITO3BOJISIIOIIMI BBIIOJIIHUTE CJeAYIOLre

nevictus (puc. 120):

G2 — BCTaBUTH CCBUIKY;
[l — BCTpOWTH B TEKCT MUChMa U306paXkeHue;

O — BCTPOHUTDH B TEKCT ITMCbMd BUIEO0;,
+:

CBEepHYTh/pa3BepHyTh OJIOK UHCTPYMEHTOB;

@ — BCTABHUTDH TaﬁJ’[HHy IMTPOXU3BOJIBHOI'O pa3Mepd;

Q — scrasums CHMBOJI, OTCYTCTBYIOIIMI HA KJIaBUATYPe;

— — BCTABUTb I'OPU3OHTAJIbBHYIO JIMHUIO (IIO68BJI$I€T CINIOIIHYIO JIMHHUIO TI0J CTpOKOfI, B

KOTOpPOU yCTaHOBJIEH KYpCOp).

e @ o

B Q -

Pucynok 120 — biiok MHCTPYMeHTOB [1Jisl BCTaBKU

YTtoObI PaCKPLITh Buox HHCTPYMEHTOB VI IIPOIUX onepaunﬁ, HA’>XXdTb KHOIIKY ##= .

OTtobpa3urcst Becb HaOOp UHCTPYMEHTOB [IJisl IPOYMX OIlepalldii, TO3BOJISIOINNA BBITIOJIHUTD

cnepytorue nerctus (puc. 121):

K™ — OTMeHHUTH NoCJIe[IHee [JeHCTBHe,

¢ — [JOBTOPUTbH OTMEHEHHOe JIeHCTBHe;

+ss — CBepHyTh WK mail paragraph formatpazBepHyTb 610K HHCTPYMEHTOB;

[ — HamedaraTh MUCHMO (1reTuoK IO KHOIIKe OTKpbIBaeT CUCTeMHOe OKHO JJIsl BbIbopa
[IPUHTEPA);

= BBIJIeJIUTh BCe (BbLeJIsieT TeJlo MMCbMa CO BCeM BCTPOEHHBIM COZep>KUMBIM);

<2 — oT06pa3uTh B Bujie Koza (BBIKIFOYAETCS TOBTOPHBIM IEITIKOM TI0 KHOTIKE).
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Pucynok 121 — biiok MHCTPYMeHTOB JIJ1sl TPOYMX Ollepalyii

HEKOTOpre repevdrciieHHble BbIIIe CIDYHKLII/II/I MOXXHO BBI3BATH He TOJIBKO C IIOMOIIBIO

OKpaHHBIX KHOIIOK, HO M C TOMOIIbI0 codeTaHusi kiaBuill (cM. Coderanus kiaBuiin). Harmpumep,

YTOOBI YCTaHOBUTHL [OJI BbI6paHHOFO TeKCTda KYpPCHUBHOe Had4epTdaHHe, MOXHO HdXd4Tb HpaBOﬁ

KHOIIKOM MBIIIHA KHOIIKY K, d MO>XHO OJTHOBPEMEHHO Ha’XdTh Hd KJIaBUAType Ctrlul.

BxuttounTh mapameTpsl GpopMaTUPOBaHUs Kak mIpudTa, Tak U ab3aria MOXXHO 0 Havyajia BBO/A

TeKCTa — TeKCT, KOTOpLIfI 6y,ueT BBOJUTHCA II0CJIe KYypCOopd, 0T06paSI/ITC$I C y4deToM BbI6paHHbIX

HaCTPOeK.

KHOnKM aKTHBHBIX ImapaMeTpoB (BKJ'II-O‘IGHHLIX B JAHHbIN MOMEHT) OKpallleHbI B CHUHUH IIBET:

K. YToOBI OTKIIIOYUTH IIapaMeTp, HdXXdaTb Hd 4dKTHBHYIO KHOIIKY WM HCIIOJIB30BATH CO4YeTaHHe

KJjIaBUlll, eCJI1 OHO IIpeAyCMOTpeHO OJid JAHHOM CIDYHKI_[I/II/I HapaMeTp OTKJIFOYMUTCS, IIBET KHOIIKH

W3MEHUTCS Ha YepHBIN.

6.5.4 BcrpouTh i npukpenuTsh Gpaiiibl

CYH_IQCTByeT HECKOJIbKO CII0COO0B HOOIIOJIHUTD ITMCbMO PA3JIMYHBIMHA 00BeKTaMu:

1.

[Tonw3oBaTennb MOXeT ITPUKPEIINTDb (baflﬂbl, He BCTpauBad UX B TeJIO IIMCbMd, C IIOMOIIbIO

KHOIIKM IIPpUKPEILIeHUA BJIOJKEHMH, pacnonomeHHoﬁ B HIW)KHEW YacCTH (bOprI CO30aHHUA

nucbMa. HaxaTb KHOIKY &. B OTKpPBIBIIIEMCSI CUCTEeMHOM OKHe BblOpaThb dain ajis
IIPUKpeIJIeHUs K TNHWCbMYy M HaXaTb KHONKY OTKpeITh. [lucbMa U 4epHOBUKH C
TIPYKpeIUIeHHBIME BIIOXKEHHSMH B TankaX M B IIelOYKaX OTMEYAlOTCS 3HAYKOM (7,
MoXHO TpUKpenuTb HEeCKOJIbKO pa3HbIX ¢aiioB (daiisl, Iybiaupylolye paHee
IIPUKpeIUIeHHbIe BIIOXKeHUs, He 3aTPYy>KatoTcCsl).

KHonky MeHIO OBICTpOM BCTaBKM BCTPAaWBAIOT B TeKCT INHMCbMa H300pakeHUsT M
BUzleodallyibl, a TakXKe IMO3BOJISIIOT BCTABUTh B Hero TaOJIMIly 3aJJaHHOTO pa3Mepa (aBe
CTPOKM U J[Ba CTOJIOIA), HEHYMepOBaHHBIA CIIMUCOK, HYMEPOBAaHHBIM CIMCOK WU
TOPU30HTAJIbHYIO JIMHUIO.

Yrobbl BbI3BAaTH MEHIO, YCTAHOBUTH KypCOp B JII0DOIM He3alOJIHEHHOW CTpOKe B Tejie

mucbMa. Iloce sToro CIIpaBd OT KypCopa OTO6p831/ITC5[ KHOIIKA
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4. HaxaTb KHOIIKY W) OTkpoeTcsi MeHIO OBICTPOM BCTAaBKH, IO3BOJISIFOIIEE BBITIOJIHUTD
cienywortue nerctus (puc. 122):
— 2 — 3aKpBITb MEHIO GBLICTPOI BCTABKH;
— & — BCTpPOUTH B TEKCT MUCbMa U300pakeHue;

— 04 — BcTpOUTH B TEKCT MUCHMa BUJIEO;

123
+

— BCTABUTH Ta6m/1uy 3dIdHHOT'O pa3Mepda: J[Beé CTPOKKM W [OBd CTOJIOIA; IOCe
mobaBneHusT  MOXKHO YBeIIMYUTE KOJIMYeCTBO d4YeeK HWHCTPYMEeHTaMK  [IdHeJIrn

PeJdaKTHPDOBAHHUSA TaﬁJII/IL[bI;

-

— = — BCTaBUTb HEHYMepOBAHHBIN CIIMCOK
1— .
— 2= — BCTaBUTb HyMEPOBAHHLIN CIIUCOK;
— — — BCTaBUTb I'OPU30HTAJILHYIO JIMHUIO ([0OaBIIseT CIUIONIHYIO JIMHUIO HaJl CTPOKOH, B

KOTOpPOU yCTaHOBJIEH KypCop).

X 2 u]] B - i= _

Y

Pucynok 122 — MeH1o 6bICTPO¥ BCTaBKU

5. Knomku 6j0ka BCTaBKM Ha IaHeJM WHCTPYMEHTOB BCTPaWBalOT B TEKCT IHCbMa
rn3obpaxeHus: U BUIeodalsibl, a TakKe MO3BOJISIIOT BCTAaBUTh B HErO CCHUIKY, TaOJIUITy
IIPOM3BOJIBHOTO pa3Mepa (IO HecsTU CTPOK U A0 JecCsATHU CTOJOIOB), CliellhabHbINA

CUMBOJI WA TOPU30HTAJIbHYIO JIMHUIO.
6. Ecimu naHenb cKpbITa, HaXaThb KHOMKY k, pacrosioXXeHHbI B HIDKHeM 4acTh popmbl

co3panus nuceM. Ha maHeny MHCTPYMEHTOB HaXkaThb KHOIIKY +:, 406 OTKPBITH OJIOK
BCTaBKU IOJTHOCTHIO.
7. Takke BCTpPOMTh H300pakeHHe MOXKHO TIlepeTacKUBaHWEeM HYKHOTo ¢aiina U3
CHCTEMHOI'0 OKHA YCTPOMCTBA MOJIb30BaTelisi B COOTBETCTBYIOIlee MeCTO TeKCTa MUChMa.
8. Bcrpoennble 00BekThl (Hapsy C ¢$OpMaTUPOBAaHMEM) COXPAHSIOTCS IIPM BCTaBKe B
obJlacTb TeKCTa COJIepXXMMOT0 CTOpOHHero caurta wu3 6Oydepa obmeHa, eciu
CaUT-WCTOYHUK MOJIJIeP>KMBaeT JaHHYIO GYHKIIMOHAIBHOCTb.

[Tocne npukperuieHus Jt060ro KoaudecTBa GaiyioB B HWDXKHEN 4acTh GOpMbI OTOOPA3UTCS
o6acTh ¢ (Bi103KeHHMsT), PSIIOM C 3ar0JIOBKOM KOTOPO# 0TOBGpakaeTcst BeC MPUKperieHHoro daiina
(ob1uii Bec BIIOXKeHUH, ecyiv GaiioB HECKOJIbKO) U KHOIIKA Il (YaanuTs), I03BOJISIOIA yIaJUTh
cpa3sy Bce BJIOXKeHUsI (Jlaxke eCJId IPUKpPeIyieH TOJIbKO OJIUH daiin).

B obnacTtu oTo6pakaroTcsi MUHHATIOPBI $GaliioB, coflepKalliie ciieyiollye 3JIeMeHThI:

— UKOHKY ¢dopmara ¢aina;
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— Ha3BaHue dopmara Pana;
— KHOIIKA *, TIO3BOJISIFOIIMH YJIaJIUTh BJIO>KeHWe U3 ITUChbMA;
— Ha3BaHue daia;

— pa3mep daitia.

’T\ Bcrpoennabie 00BEeKTHI OTOOpPAXKAIOTCS He KaK MpPUKpeIUIeHHble Galibl, a KaK YacTh
/3N

Tekcra. [InceMa, KOTOpBIe coflepXkaT TOJIBKO BCTPOEHHBIe (paijibl, B CIIMCKe IIHCeM He
&

HMEeIOT 3HA4Ka

YT0GH! Y/IaMUTh IIPHKPEILIeHHbIe BIOXKeHHUs BHIGOPOUYHO, B 067acTy & (BIokeHHsT) HAXaTh
Ha MKOHKM * Ha UX MUHHMATIOpax.

Yro6bl yHalUTh Cpa3y BCe NPHUKPeIUIeHHble BIIOKeHWs, HakaTbh KHOmKy U (YaaauTsb) B
TIpaBoil acTu obactu & (BoskeHust). DTy KHOIKY MOXHO TaKKe HCIIONBb30BaTh IS yaIeHHs
eJIJMHCTBEHHOT'0 MPUKPeIIeHHOTo daiia.

BcTpoeHHble 00BEKTHl MOXHO peAaKTHPOBaTh C IOMOIIbI0 HMHCTPYMEHTOB CIIeI[habHbIX
MeHIO JIMOO CpeJiCTBAaMM peflaKTUpPOBaHUs TeKcTa. Hampumep, 06beKT MOXHO IepeTaluTh, 3akaB
KYPCOP MBIIIH, WK yIaIuTh ¢ ToMoribio kiasuil Delete win Backspace, yctaHoBUB Kypcop meper
00BEKTOM W TI0CJIe Hero COOTBETCTBEHHO.

AnumupoBanHble u3obpaxenuss dopmara GIF camocTosTelbHO IPOUTPHIBAIOTCS IIPH
OTKPBITHUH MMHUChbMa. BeTpoeHHble BUe0haiIbl MOXKHO 3aITyCTUTh C IIOMOIIBbIO KHOITKH L2,

OOBeKThl BCTPaMBAIOTCSI B TeJO0 MHUCbMA M TPUKPEIUISIOTCS K IMHUCbMY C COOMIOfieHHueM
CJIeIyIONINX OTPaHUYeHUH:

— Pa3mep BcTpanBaemoro ¢aiisia He AOJKeH npeBbiaTh 25 Mb.
— CyMMapHbIi pa3Mep BCTPOEHHBIX W TPUKPeIUIeHHbIX GaljioB He JOJDKeH IpeBbIIIaTh

25 MDB, uHaue 4YepHOBUK He COXpPAHUTCS W IHCbMO HEBO3MOXXHO OyJieT OTIPaBUTH
(puc. 123).
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Hoeoe nucbmo - X B
or Anekcangp CMupHOB <a.smirnov(@mydomain.ru> v ¥
Komy
Tema o -
K K 4 A = = Iz 1 e m O +
ey e
C yBaxkeHuem, AnekcaHap
Bnoxenus (24.76 MB) o
M Aney » M Anex 'S M Aney » M dney '3

-0

1} He yaanocs coxpasuTs depHosuk 2 Moanuce ~ & @

Pucynok 123 — IIpeBbliiieHre 1OMyCTUMOTO pa3Mepa BIIOXKeHUH

6.5.5 /100aBUTH U OTPeIaKTHPOBATH CCHUIKY

Cchbuiky MOXHO J0OABUTD B CJIeIIONIUX CUTYaALHsX:

— IIpH CO3JIdHUH W PedKTUPDOBAHWH TEKCTA ITMCbMd;

— IIpU pedKTUPOBAHWHW BCTPOEHHOI'O I/IBO6Da)KeHI/IH.

Jly1st mobaBiieHus CChIJIKY B IIPOIeCce CO3/1aHUs/peJJakKTHPOBAaHNUN TMChMa:

1. Haxarp kHONKY G2, KOTOPbIM HAaXOOUTCS B 0JIOKe MHCTPYMEHTOB JUIsl BCTABKU TMaHENU

uHCTpyMeHTOB. OTKpoeTcst popMa T0OaBIEHUST CCHUIKH.

2. BBecTu agpec CChIIKU.

3. Ilpum HeoOXOOMUMOCTH BBEeCTHU TEKCT Jisi oTobpakeHUsI B Tejle IKMCbMa (eC/Id TeKCT He
BBeCTH, OyzieT 0ToOpaXaTbCsl afipecC CChUIKKA) U yCTaHOBUTH QuiakOK OTKPBITH B HOBOM
BKJIAJIKe.

4. HaxxaTb KHOTIKY Q, ~, ecim HEO6XOIUMO BCTABHTD CCBUIKY Ha OIUH U3 CAUTOB.

Jlyist mobaBiieHus: CChUTIKK B TIPOIecce peJakKTHPOBaHKsI BCTPOEHHOTO U300paXkeHust:

1. Haxatp kHomky <2, KOTOpas paclojiO)keHa Ha TaHeJld WHCTPYMEHTOB JiJIs

pellakTUpOBaHUs BCTPOeHHOT0 n3obpaxkeHusi. OTkpoeTcst popma 100aBIeHUsI CChUIKU.

Beectu aipec cChUIKH.

[Tpu Heob6xoaMMOCTH yCTaHOBUTD Gria’kOK OTKPBITH B HOBOI BKJIa/IKe.

Haxkatb kHOIIKY Q, ~, ecim HEOGXOIMMO BCTABHTE CCBIJIKY Ha OIUH U3 CAUTOB.

A

HaxaTb kHOnKy BCTaBUTB, 4TOOBI 3aBepPIIUTH JOOABIeHUE CCHUIKHU.
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6.5.6 {00aBUTH U OTPeAaKTHPOBATH TAOIHILY

J1o6aBUTE TabJIHITY MOXKHO CJIeIYIOIMUMH CIIOCOOaMHU:

— BCTaBUTHb TAbOJMIly U3 cucTeMHOro Oydepa obMeHa;

— €O031aTh TabyMIly TPoU3BOJIbHOTO pa3mepa (o 10 cronbmoB u 1o 10 cTpok) ¢ moMmolbio
KHOTKM B, KOTOpasi HaXOJWTCS B OJIOKe WHCTPYMEHTOB Il BCTAaBKU TIaHeIH
HWHCTPYMEHTOB;

— Cco37aTh TabIMIy 3a/JaHHOTO pa3Mepa (2 cTonbna U 2 CTPOKM) ¢ HoMombio KHorky B B
MeHIO OBICTPO¥ BCTaBKHU.

Yto6bl co31aTh TaOJIMITy POU3BOJILHOTO pa3Mepa:

1. B 0Gyioke MHCTPYMEHTOB /Jisi BCTaBKH MMaHeJIM MHCTPYMEHTOB HaXKaTh KHOTIKY B

2. Ortkpoetcst dopMa Jis 3a/IaHUsE pa3Mepa TabJHIIbI.

3. HaxaTh v mpoBeauTe NMPaBOM KHOIKOW MBI B ¢popMe BHHM3 U BIPABO, YTOOBI 3a/1aTh

pa3Mepbl 100aBIsieMoi TabyuIibl (puc. 124).

3x10
OO00000E2000
OO0O0O0O000000
OO00O0O00c0n0o0

Pucynok 124 — PucoBaHue TabJIUIIbI

4. OTmycTUTh NIPaBYIO KHOIIKY MBIIIH, KOTJA 0TOOPAa3UTCsl Hy>KHOE KOJIM4eCTBO CTOJIOIOB U
CTPOK.

YroO6bl co31aTh TAbOIUIy 3a/laHHOTO pa3Mepa:

1. Ha maHenu GBICTPOIf BCTABKM HAXATh KHOTIKY [H,

2. Dbyner co3pana Tabnuua ¢ 2 cToyI0I[aMu U 2 CTPOKaMH.

Paszmepnsl ¥ mapameTpbl CO3[JaHHOM TaOJIUIBI TPU HEOOXOJWMOCTH MOXKHO H3MEHUThb C
TIOMOIIBI0 HHCTPYMEHTOB peIaKTUPOBAHUS TaOJIHII.
Kak mocne BcraBku Tabmuibl u3 Oydepa oOMeHa, Tak W TOCJie ee CO3[aHUs TaOJUIA

IMOAJIEXKUT pelaKTHPOBAHUIO.
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MoxxHo 06aBUTH CTPOKY Iepen TabuIe:

1. HaBecTu Kypcop MBbIIIM Ha BePXHIOIO I'PAaHUIly [epBOW CTPOKU Tabsuipl. OTobpasurcs
KHOIIKA J10OaBJIeHHs IlepeHoca CTPOKU

! o
2. Haxatb KHOIIKY , H1epen T86JII/III€I/I IMOABUTCH ITyCTasl CTPOKA.

MoxHO 106aBUTH T'pYyIIITy siUeek, pa3Mepbl KOTOPBIX COBIAJAIOT C pa3MepaMu HMMeIOLUXCS
Ipynn siueek (Hampumep, ecid B CTOJOIe COAEepXXUTCS TPU CTPOKH, MOXHO J100aBUTb HECKOJIbKO
TaKHX ke CTOJIOIOB, COJlepXKallluX 110 TPU CTPOKM):

1. HaBecTu Kypcop MBIIIM Ha MeCTO IlepecedyeHusl I'PaHUI] CTPOKU U siueiiku. OTobpasurcs
KHOIIKA 00aBJIeHus TPYTIIHI siueeK

2. HaxaTb KHOIIKY , 9TOOBI JOOABUTD aHAJIOTUYHYIO IPYIITY SYeeK.

ili Tekcrt, copepxamuiicss B sS4YelKaX, He KOIMPYeTCs, BOCIPOMU3BOAUTCS  TOJIBKO
- COOTBETCTBYIOIIEe KOJIMYeCTBO CTPOK U CTOJIOIOB.

Mo>XHO M3MeHUTD ITapaMeTphl TaOJIALIbI UK BEIOPaHHBIX sSYeeK:
1. HaxaTh npaBOM KHOIIKOM MBI BHYTPH sSiYeMKH, MOIIexalleil n3MeHeHUI0, WU 000
STYEUKH, eCJIA HY>KHO U3MEHUTH BCIO TaO/uILy.

2. Ha oTkpbIBIIIeNCS TaHeIM UHCTPYMEeHTOB BbIOpaTh KHOIIKY /1JIsl HY>KHOTO JIeWCTBHSI.

ilf HekoTopble [eMCTBUS TIPUMEHSIOTCS K aKTUBHOW siYelike (aKTUBHBIM —sTYEMKaM),
. a HEKOTOpble — K TabJivIie B 11eJIOM.
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Hoctynnsl cienyromuye nedctsus (puc. 125):
- B N00aBUTH/yAAJIUTh 3arojioBOK (IIyCTYIO BEPXHIOIO CTPOKY C 3aJIMBKOM Ceporo

1BeTa);

— @ — yIaJIATh TaOIHITY;

~ B~ usvenuts xommuectso CTPOK: /00ABUTb CTPOKY BBIIIe AKTUBHOW STYEHKH,
N00aBUTh CTPOKY HIDKe aKTUBHOM SIYeMKU, yNaJUTh CTPOKY aKTHUBHOWM suedKu (HaXkaTb
KHOTIKY ~ ¥ B PaCKPBIBAIOIIEMCsI CIIFICKe BHIOpATh HY>KHOE JIEUCTBHE);

— BB~ — usvenurb KOMMUECTBO CTONGIOB: OGABUTH CTOJIGEN] BbIE AKTUBHON SYeHKH,
no6aBUTh CTOIOeIl HIbKe aKTUBHOU STYeHKH, YIaIUTh CTOJI0el aKTUBHON S9eKu (HaXkaTb

KHOIIKY = U B pPACKPbIBAOIIEeMCS CIIUCKe BbI6paTb HY>XHOe HeﬁCTBHe);

— E:Z' — W3MEHWUTb CTWIb TaOJUIBL: CAeNaTh TPaHUIBl SYeeK IIYHKTUPHBIMUA W/ WIA
n00aBUTh YepefiOBaHMe 3aJIMBKU CTPOK, TaK YTOOBI CTPOKM C 3aJIMBKOM CEpbIM IIBETOM
YepeJI0BaJIUCh CO CTPOKAMU 0e3 3a/IMBKU (HaXKaTh KHOIKY ~ M B PACKPBIBAIOIIEMCS CITUCKe
BBIOPATh HY»KHOe JIeMCTBUe; MOXKHO BHIOPATh 00a 3HAYeHHSs);

— B~ — usmenuts BapUaHT IPYNIIMPOBKU siueeK: 0ObeUHUTD SYeNKH, pa3[lelIuTh SUerKy
[0 BepTUKaJM, pa3fielIuTb S4YerWKy [0 TOPU30HTaIM (HaXkaTb KHOIIKY ~ MU B

PacCKpbIiBarouiemcs CIIMCKe BbIﬁpaTb HYXHYIO onepaumo);

- yCTaHOBUTH I1BeT (oHaA s sUeku(-ek) (HaXkaTb KHOMNKY ¥ U B OTKPBIBIIEMUCS

¢dopme BbIOpATH IBET B TaOJIMIle WM YKa3aTh ero 1ecTHaAllaTepUYHbIA KOJ);

— % T — BBIPOBHATH TEKCT B s4eike(-aXx) MO BepTHKAIW (HaXaTb KHONKY ~ U B
OTKpBbIBIIElcss dopMe BbIOpPATh TUI BePTUKAJIBHOTO BbIDABHUBAHUS: CBEpPXY, 10O IIEHTPY,
CHU3Y);

— = ¥ — BHLIPOBHATH TeKCT B sUeiiKe(-aX) MO TOPM30HTANH (HaXaTh KHONKY ~ M B
OTKpBIBIIEcs ¢dopMe BHIOPATh THI MOPHU30HTAJILHOTO BHIPABHUBAHUS: TI0 JIEBOMY Kpalo,

T10 LIeHTPY, 0 IPaBOMYy Kpalo, 110 IIMPUHe);

- E:/ ¥ — U3MEHUTh CTHJIb STYeHKH(-eK): BBIIEeIUTh TPAHHUIIbI TYEUKHU(-eK) KPACHBIM I[BETOM
WIM JKUPHOW JIMHWEW, CIUIOIIHOW JIMO0 NYHKTUPHOW (HaXXaTb KHONKY ~ © B

PacKpbIBAIOIEMCS CITMCKe BhIOpaTh HYXHBIN CTUJIb; MOXKHO BbIOpaTh 00a 3HaYeHUsI).
m B =- @ &
& =
M- & *- =~ @~

Pucynok 125 — WHcTpyMeHTBI paboThl ¢ Tabiuiiei
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6.5.7 J100aBUTH M OTPeIaKTHPOBAThH CHeNHa/JIbHbIe CHMBOJIBI

CI/IMBOJ'IBI, OTCYTCTBYIOIIIME HAa KJIdBUAType, MOXHO BCTdBUTb C IIOMOIIbIO KHOIIKH Q Ha

IIaHeJIM MHCTPYMEHTOB. IIJISI 3TOro HeoOXOAMMO BBHIIIOJTHUTH clenyrompe e CTBUS:

1. Ha maHenu WHCTPYMEHTOB HaXaTb KHOIIKY +:, 4ro6B monHOCTBIO PacKpbITh 6JI0K

VHCTPYMEHTOB J|JIs1 BCTaBKHU.
2. B 6i10ke UHCTPYMEHTOB Ha)kaTb KHOIIKY Q OTKpOEeTCs! OKHO BblOopa cumBoiia (puc. 126).

A E - & o

» V& o Y
Pucynok 126 — OkHo BbIOOpa CIlelIMajIbHBIX CUMBOJIOB
3. CHUMBOJIBI CTpyNIMpOBaHbl BO BKJIQJKUM. B BepxHell dYacTM OKHa OTOOpakaroTcs
3aroJIOBKY BKJIQJIOK. AKTHBHAs BKJIaJika BHIOMPAeTCs IeTYKOM TI0 3arojioBKy. BuiOpath

noaxXoAaMIyro BKJIAAKY U HYM(HLIIZ CHIMBOIJI.

4. OxHO BBIOOpA 3aKPOETCsl, CAMBOJI Oy/IeT BCTaBJIeH B BHIOpaHHOe MeCTO Tejla IMChMa.

6.5.8 YcranoBuTh MapaMeTpsl OTHHPaBKH

HpI/I HEO6XOJII/IMOCTI/I MOZKHO 3a[1daTh ITIapdMEeTpPbl OTIIPABKU ITUCbMd.

s aToro ciieyer:

-
1. Haxatb kHOmKy <— (IIapameTphI OTIIPAaBKH) Ha MAHe M YIPaB/IeHHs B HWXKHEH 9aCTH

dopmbl coznanusl nuceM. B oTkpeiBieics dopmMe oToOpasSTcs MmapaMeTpbl, KOTOPbIe

MO>KHO TIPUMEHUTH K OTIPaBiisieMOMYy NKUCbMY (puc. 127):
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MapameTpel oTNpaBKK

bod

O'rnpanrb nosXxe
OTnpaBuTL cpasy

O BuiGpartb gaty 1 Bpemsa

»>

HaHOMHHTh, ecJ/I1 HeT OoTBeTa
O He HanomuHaTb

BuibpaTtb gaTy v Bpems

Dara Bpems

16.11.2022 15:30

[J YeepomuTb 0 gocTaEke

[J VYeepomuTk 0 npouteHuU

Pucynok 127 — Popma BeiOOpa mapaMeTpoB OTIIPABKU

2. B obnactu OTHpaBHTH 1033Ke YCTaHOBUTH IlepekJItodaresib B [0JIe:
e OTnpaBuTh Cpa3dy — 4YTOOBI INHWCHMO OBLJIO OTIPaB/IeHO MIHOBEHHO, a Takxe
nepeMelnieHo B nanky OTnpasieHHbIe;
e BriOpare gaTy M BpemMs — UId OTJIOXKEHHOM OTHpaBKU MucbMa. [lucemo Oyner
OTIIPaBJIeHO B yKa3aHHOe BpeMsl II0 YacOBOMY Iosicy mosib3oBarens (puc. 128). [locie

YCTaHOBKH U COXpPdHEHUSI [OdHHOI'O IIdpaMeTpd KHOIIKd OTIIPABKW HW3MEHUT BUJ Hd

. ,HO ABTOMATUYEeCKOH OTIIPABKH I10JIb30BaTeJIb MOXeET OTIIPABUTb ITMCbMO

BPY4YHYIO, OTMEHUTDb OTIIPABKY WUJIX YOAJIUTh [TMCHMO;
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MapamMeTpbl oTNpaBKM

»

OTﬂpaBHTb no3xe
O OrtnpasuTb cpasy
Beibpatb naty n spems

Nata Bpema

18.05.2022 18:30

Pucynok 128 — IlapameTp BbIOOpa yka3aHHOW AaThl U BpeMeH!

3. B obnactu HamoMHHUTB, ecliu HeT 0TBeTa YCTaHOBUTh OTMETKY B II0JIe:
e He mHamomuHaTh, 4YTOOBI He HAllOMMHATh I[ojlydaTesto 00  OTIpPaBiIeHHOM
I10JIb30BaTesieM IUChbMe;
e BrniOpars maTry u BpeMs, 4TOObl HACTPOUTh aBTOMAaTHYeCKOe HAIlOMHUHAHUe [Jis

ImoJjry4aTtesisd IMCbMad, eCJIM OH He OTBeTHUJI Hd HeTr'O B TedeHHe 3dJdHHOI'O BpeMeHU;

MapaMeTpbl oTNpaBKK

»

HanoMHUTb, ecnu HeT oTBeTa
O He HanomuHaTtb

Buibpatb gaTty n Bpems

NaTa Bpemsa

16.11.2022 15:30

Pucynoxk 129 — [lapameTp ycTaHOBKM HallOMHUHAHUS

4. YCTAHOBUTHL OTMETKU B IIONAX YBeOQOMHTHL O [OOCTaBKe UW/WIA YBeJOMHUTb O
NMPOYTeHHH, YTOObI MOJIYYUTh COOTBETCTBYIOIIME YBeJIOMJIeHHs OT ajipecarta(-oB)

(puc. 130).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025

150



® MaiLion

MapaMeTpbl oTRpaBKM

[0 VYeemomuTb 0 pocTaBke

(J YeepomuTb 0 NpoHTEHMH

OTmeHa CoxpaHutb

Pucynoxk 130 — Popma BrIOOpa 1MapaMeTpoB OTIIPAaBKU

5. Haxatp kHomky CoxpaHHMTB B IIpaBOM HIDKHeM yriy GOpMbl, YTOOBI COXPAaHUTD
BHeCeHHbIe JIaHHbIe U 3aKPBITh GopMy, MOCe YKa3aHUsl BceX HeOOXOQUMBIX I1apaMeTpoB
OTTIPABKH.

@ Hns 3akpeiTis GopMbl 6e3 COXpaHeHHUs U3MEeHeHWH HaXKaTb KHOIKY ¢ (3aKpbITh) B NIPAaBOM
BepXHeM YTIy pOpMEI.

A Ecnmu Ha mepuop mepexopa Bareit kommanuy Ha [10 Mailion HacTpoeHa CHHXpPOHHU3AIUs
maHHbXx Mexxmy [0 Mailion m Microsoft Exchange, oTtyer o mocrtaBke ¥ TPOYTEHHH
MMceM, KOTopble ObUIA OTHPAaBJIeHbl BHEIITHUM ajipecaTaM, He OyieT IpuxoauTh B Mailion.

6.5.9 N3MeHnuts nmoamuch

Ecmm y monb3oBaTensi ecTh akTWBHAsl MOANMCH CO cTaTycoM [lo ymosiyaHuio, TO MoOCIe
OTKPBITHSI POPMBI CO3aHUSI OHA 0TOOpaXkaeTcsl B HWKHeH 4acTH Tejla UChMa.
Ecmu nmonnuceit HeCKOJIbKO, MPU HEOOXOJMMOCTH MOXHO BbIOpaTh JIPYTYI0 HOJANKUCH WU

CO3/1aTh MTUCHMO 0e3 MOoANUCH. [IJisg 3TOro HeoH6XOAMMO BBITIOTHUTH CJIeTyIOITHe AeHCTBHUS:

1. HaxaTp kHONKY (ITopmmuch ~), pacnosioXkeHHYIO HA MaHeJW YIIpaBJeHUs B HWXKHeH

YacTU GOPMBI CO3JIaHUS ITMCEM.

CoxpaHeHo B uepHoBuku | &2 Moanuch ~ | (@ OTnpaeutb

Pucynok 131 — KHormka BeiOOpa MOAITHUCH
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2. B packpbIBaromiemcs CIMcKe BbIOpaTh NOANUCH (puc. 132).

@ B crmcke 0TOOpaXkaroTCs 3aroJI0OBKY MOJTIMCEH, 8 He UX TeKCT.
< A. CMUpHOB @
CoxpaHet bes nognucu T 9

Pucynoxk 132 — Cnucok BeIOOpa BapUaHTOB MOITHUCH

3. Boibpatb komaHny Hacrpourh moamucm U CO30aTh HOBYKO IOANMCH — IIpU
HeoOXOJIMMOCTH.
4. BribpaTh BapyuaHT be3 moanucu, ecii He06X0IMMO CO3/1aTh ITMCHMO 0e3 MOJIIHCH.

Ecnu nopmnucedt HeT WK Bce MOAIINCH repeBe/jleHbl B HEAKTUBHOE COCTOdHHE, TO OTKPOeTCA

CIIMCOK J1JIs1 BbIOOpa MOJIKCH C peAynpexaeHreM HeT mocTynHoM moamicu.

6.5.10 OTpegakTHpOBaTH U OTHPABUTH YePHOBHK

[Tocne BHeceHus JOObIX M3MeHeHWM B GOpMy CO3[aHHs MHUChbMa, B Tanke YepHOBHKH
aBTOMATUYECKH COXPAHSIETCS] YePHOBHK MMHMCHbMA, K PeJIAKTUPOBAHUIO KOTOPOT'O MOXKHO BEepHYThCSI.

ABTOMaTHUYECKOE COXpaHeHHe YePHOBHKA IPOU3BOJIUTCS B X0/ie pabOoThl Ha/l MIUCbMOM 4yepe3
orpefieJieHHbIe UHTePBaJIbl BpeMeHH. Eciii 3aKphITh Y4epHOBUK MOCJIe aBTOMAaTUYeCKOTO COXPaHeHH s,
nocJjiefJHie BHeCEeHHble U3MeHeHUs! TaKKe COXPaHSIOTCS, M3MEeHeHHbI YepHOBUK IlepeMellaeTcs B
HAvaJIo CIKCKa MKUCeM, a BpeMsl ero CO3/laHusl 0OHOBIISIETCS.

YToObl OTKPHITH YepHOBUK ISl PelaKTUPOBAaHMsI, HEOOXOQUMO BbIOpaTh B CIIMCKe ITHCEM
paboyeil 06/1aCTU HY>KHBIM YepHOBUK (WIH IEMIOYKY MUCEM, B KOTOPYIO 3TOT YEePHOBHK BXOMIWT) U
Ha)kaTb JIeBOW KHOIIKOM MBIIIX HA CTPOKY 3arojioBKa IaHHOTO MUChMa/IIelI0YKY IIHCeM.

[Tpu mpocMoTpe camMoro CBeXero MuChbMa IIeroYku (B TOM YHCJIe YepHOBHMKA) B 00JacTH
YTeHWs] HaJ[ IeNOYKOM mmceM orobpaxkaercs Hananvch Ilpeapimymiupe muchbMa, HaXkaTheM Ha
KOTOPYIO MOXKHO Pa3BepHyTh Ienouky. [lociie 3Toro mosib3oBaTesb MOXeT IIeIKHYTh M0 MHHU-
IaHeJId HY>KHOTO MIMUChMA, YTOOBI OTKPBITH €ro.

Takke UYEepHOBHUK COXpaHSeTCs, KOT/a I0JIb30BaTellb IpephiBaeT CO3[laHHWe IHChMa |
MepexoIuT K IpyromMy 0JI0Ky OKHa (HarmprMep, BbIOWpaeT MMCbMO B paboueit 06J1acTu).

B TakoMm citydae 4epHOBHK CBOpAaYMBaeTCsl, a BHU3Y O0JIACTH YTEHUs] 0TOOpaXKaeTcsl SPJIbIK C

TEeMOU CBepHYTOI'O YepHOBMKA U KHOIIKOM 3aKpbITHs YepHOBUKaA (puc. 133).
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AnekcaHap CMUPHOB O 3 :
4T, 27.08.2020, 18:44
A
Tema Re: MNporpamMmMa KoHbepeHUunu
Komy AnexkcaHgp CMWUPHOB
Manku Bxogauwue X | lNucbma ot E. CMUpHOBOW X

[obpeiit Bevep!

[oKyMeHTbI Nony4eHsbl.
Cnacubo BonsLioe!

Re: lNporpamma konde...

Pucynok 133 — $Ipinbik cBepHYTOr0 YepHOBUKA B 06J1aCTH YTEHUS

YT0OBI BepHYTHCS K PelaKTUPOBAaHUIO YepPHOBUKY ClIe[lyeT Ha)XkaTb Ha 3TOT SpJIbIK — popMa
CO3/1aHMsI TMCbMA OTKPOETCS IIOBTOPHO.

IIpy nepexnroyeHMKH MeXXAy IAllKaMM WM pas3fiellaMyd IIPWIOXKeHHUs SPJIblK 4YepHOBHKA
IIPOAOJDKaeT OTOOpaXKaTbCSl BHU3Y OOJacCTU YTeHWs] U Hcye3aeT TOJIbKO IIpU Iepexofie K
Hacrpoiikam.

CBepHYTBIM 4ePHOBHK MOXHO 3aKpPbITh C IIOMOLIBIO . (3aKPBITh), BCE U3MEeHeHHUs IIpY 3TOM
OyoyT coxpaHeHbl U K pelaKTUPOBAaHUIO YepPHOBHKA II0JIb30BaTe/lb CMOXET BepHYTbCS, Hals U
OTKPBIB 3TO IIMCHMO B NaInKe «YepHOBUKNY.

YT0o6b! BO306HOBUTH paboTy Haj, CBEPHYTHIM 4YepHOBUKOM, HEOOXOAUMO Ha)KaThb Ha SIPJIBbIK C
TeMOM YepHOBUKa.

B xopme paboTel Haj YEpPHOBMKOM YEpPHOBHK, KaK M IMCBMO, IIOJIy4eHHOe OT Jpyroro
I10JIb30BaTesIsl, MOXKHO paclieyaraTh.

JIroboli YepHOBMK C yKa3aHHBIM aJpecaToOM MOXHO OTIPaBUTh C IIOMOLIbIO KHOIIKU
OrtopaButre (wivn Haxartusi Ctrl+Enter). Ilocine oTnpaBku 4YepHOBUK CTAHOBUTCSI IHCHbMOM,

rnepecraer OTO6pa)KaTbC${ B IIaIlIKe ‘Iepuomnm U II04BJIAeTCA B ITIaIIKe OTIIpaBJIEHHI)Ie.

6.5.11 YBemomuieHusi Ipu NpeBbINIEHHH KBOTHI

[Tpu 3anomuenun 90% KBOTBI Ha TIOYTOBBIM SITUK B KaxkioM pasnerie 10 Mailion B BepxHeit
obmactu okHa Oymer oTobOpakeHO OaHHepHOe YBeIOMJIEHHe O TOM, 4YTO IPOCTPAHCTBO

3akaHuMBaetcs. (puc. 134).
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@ MoyToBbIi AWMK NOYTK 3anonHed. OcBOBOANTE NPOCTPAHCTBO MK OBPATUTECH 38 MOMOLLBIO K CUCTEMHOMY afMWHNCTPaTopY.

Pucynok 134 — YBenomiieHre 0 CKOPOM 3aTlOJTHEHUH KBOTHI IOYTOBOTO SITIIHAKA

OpHOBpEeMeHHO C HAyvajioM OTOOpaskeHWs OaHHepa IMOJIb30BaTellb MOTYYUT aBTOMaTHYecKoe

IIMCbMO-TIpelyIIpeXkAieHHe O 3all0JIHeHUH II0YTOBOTO fAIuKa (puc. 135).

MouToBbIM AWMK NOYTU 3aNONHEH

o Mailion « &« A
15 okt
a.smirnov@mydomain.ru

3mo nuceMo co30aH0 A8MOMAMUYECKL, OMEEYAms HA HE20 HE HYMHO.

MouToBbIA AWMK NoYUTH 3anonHeH. OceoBoauTe NPOCTPaHCTBO AW 0BpaTuTeCh 3a
NOMOLLBID K CHCTEMHOMY aAMUHWCTPATOPY.

&, Otetute <& OTBeTMTb BCEM 4 [lepecnatb

Pucynoxk 135 — ABTOMaTH4eckoe MUCHbMO M0JIb30BATEI0, Y KOTOPOT'O 3aKaHYUBAETCSI MECTO

Eciii MecTto B TOYTOBOM SIIIIMKe 3aKOHYWIIOCh, WJIM MECTO OCTaeTCs Ha OJIHO IHUChMO
MaKCHMAJIbHO JIOMYyCTUMOI'0 pa3mepa, B KaxjoMm pasznenie [I0 Mailion B BepxHeil 006ylacTh OKHa

OyneT oTobpaskeHo baHHEpHOe TpesynpexaeHue (puc. 136).

(D MoyToBbIA ALWKWK 3anoNHeH. Bkl HE MOXETE nony4ate W OTNPaBNATE NUCbMAa. OCEOGOAMTE NPOCTPAHCTEBO UMK oﬁpa'rmrec_‘b 3a NoMoLb K CUCTEMHOMY 3AMWHUCTPATOPY.

Pucynok 136 — IlpenynpexxieHye o 3all0JJHEHUH KBOTHI [I0YTOBOTO SIIMKA

Ecmu nonb3oBatens [10 Mailion otnipaBut wiv nepecsiaji MUCbMO JIPYTOMY T10JIb30BaTelTto
[I0 Mailion, y koToporo 3aKOHYWJIOCH CBOOOIHOE IPOCTPAHCTBO, TO OTIIPABUTENIO IpUIeT

aBTOMaTU4eCcKd CHOPMHUPOBAHHOE IMHUCHMO C OTYETOM O HeJAOCTaBKe W yKa3aHWeM TpPUYUHBI
(puc. 137).
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S 9 0 @ O

He pocraeneHo nucbmo ana EneHbl CMUpHOBO#
(e.smirnova): "CoBelyanue”

Mailion o« & » ¢
15 okt :
a.smirnov@mydoman.ru

3mo NuEsMO (0300HO ABMOMAMUYECKL, OMBEYAMb HA HEZO HE HYyWHO.

Bawe nuceMo He focTaBneHo noay4yaTento — ero NOYTOBLIA AWMK 3aMN0NHEH.
CBXMTECH C nony4yartenemM apyruM cnocoBGomM unu ﬂOI'IDOﬁyﬁTE OTNPaBuTL NHMCBMO NO3XKE,

& OTBeTUTL <& OTBETWUTL BCEM ~ [lepecnaTe

Pucynok 137 — IIucbMo € oT4eTOM O HeioCTaBKe

Ecmu pa3mep orTmpaBisieMoro WIM TIepechbijlaeMOro IHMCbMAa IIPeBBINIAeT JIOMyCTHUMBIN
pa3Mep, YCTAHOBJIEHHBIM aJIMUHUCTPATOPOM, TO B OOJIACTH CO3J]JaHHSI U pelaKTUPOBAHMS IMHCbMa
oTobpasutcs yBegomiieHre He ymajgoch COXpaHHTH YepPHOBHK, KHOMKa OTHpaBHUTH CTaHeT
HeaKTHBHA.

YT0o6BI 0CBOOOIUTH MMPOCTPAHCTBO OUUCTUTE OT HEHYXKHBIX U CTApbIX MMMCEM IarKu:

— Bxopamue;

— CnamMm;

— Kop3una.
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7 KAJIEHJAPD

7.1 Unrepddeiic

Bueramii BUn 1 coctaB okHa pa3zenia KaneHpapb MeHSIOTCSI B 3aBUCUMOCTH OT ITapaMeTpoB
okHa Opay3epa. B m3HavanbHOM KOH(UTypaIlvy U MPU 0TOOPa’keHHWH B 00IacTh MUPUHOM OT 1240

IIMKCesler NHTepdelc KaleH1apsi COJep>XUT Clleyolye 31eMeHTHl (puc. 138):

— MeHI0 DpUIOXKeHHUS,

— Ilanenb HaBUraluy;

— Pabouag o6macTsb.

MaHens HaBUrayum PaBouyan obnactb
Kanenape c flueape 2025 l Y Q0 = 8
CMUpHOB3 EneHa Oeve - Henens Pabosan Hegena Mecay Tog { Cerommnsa >
Me & BT 7 Cp8 Yrg M 10 611 Bc 12

[ Kanenpape

Nepepsias
COIBE0HE NO PENKE,.,

COIBOHL © 3AKATUM...

Mupran EBrerus (e..

CMMpHOE ANERCEH...

aHeape 2025

MeH NpUAoXeHWA

Pucynok 138 — HnuTepdetic kanennaps
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7.1.1 Ilanensn HaBHUramyuu

Ha nmanesnu HaBUTaIIy 0TOOpaXkatoTCs Clieyrolue 3yieMeHTsl (puc. 139):

1.

2
3
4.
5

3arosioBok pasnenia — Kasengaps.

Kuorka C' — nossomnser WHUIIMUPOBATh 0OHOBJIeHHe JaHHbIX Kanenmaps.

Kaprouka mosb30BaTesss — COIEPXKUT UM TI0JIb30BaTelIsl U aJipec 3JIeKTPOHHOM TOYTHI.
Crrcok KajeHiapeu mojib30BaTelIsl.

CIHCOK BJIa/IeNTbIEB YYeTHBIX 3alTMCeH, KOTOPbIe MPe0CTaBHUIM TOJTb30BATEI0 JOCTYI K
CBOUM KaJIeHJ]apsIM.

[lanenb kasmeHgaps.

Kanengapb

Kanengapb

™ Kanenpaps Anekcanapa CM...

anpens 2020
1

6 7 8

15 14 15
20 11 22
27 18 29

Pucynok 139 — [lanens HaBuranurKanenaapu rnonb3oBaresisi B CIIMCKe PACIIONIOXKeHbI B

cienyrorieM ropsijike (puc. 140):

OCHOBHOM KaJleHJjapb — KajleH/apb, HCIIOJIb3yeMbIil [0 YMOJYaHWIO; W3HAYaJIbHO
KaJieHJapeM I10 YMOJTYaHHUIO SIBJISIeTCS] CUCTEeMHBIN KajleHAaphb, OJHAKO MOXXHO Ha3HAUWTh

OCHOBHBLIM OJJWH M3 KaJIEHI[apeI;'I, CO31dHHBIX BDYYHVIO.

OcranbHbIe KajieH[1apHu, OTCOPTUPOBdAHHbIE B aJ'[(l)aBI/ITHOM nopsagke (HpI/I HaJ'II/I‘II/II/I).
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Anekcadgp CMMpHOB

d .S ’ 3n.ru

Kanenpaps

¥ Kanenpapb Anexcangpa CM...

Pucynok 140 — Crucok kaneHgapei

$I3bIk Ha3BaHWN CHCTEMHOTO KajieHaps, KOHTeKCTHOI'O MEHI0 BCeX KHHEHHapeﬁ H IIaHeJIrk

HaBUT'allUX MeHseTCd IIPpU CMeHe A3bIKOBBIX HACTPOEK.

Ha3zBaHus 10Jb30BaTesIbCKUX —KajleHAaperd OCTAloTCS TaKWMMH, KaKAMU MX  3afail
II0JIb30BaTeNb, OJIHAKO B IepeuHe KajieHJaped MeHseTCsl MOpsOK OTOoOpakeHWs: ecid BbIOpaH
PYCCKHUH SI3bIK, KaJleHJIapy C KUPWUIMYeCKUMU Ha3BaHUSIMU OTOOpaXkaloTCsl B Hayajle CIIKCKa, 110Cye
NepeK/II0UeHrs Ha aHIJIMHACKUAW SI3bIK [1epBBIMU OYIyT PAcIoO/ioXeHbl KaleHJapu C Ha3BaHHWSIMH,
HAMWCAHHBIMU JIATUHCKUM ajiPaBUTOM.

[Ipy HaBefmeHMM Kypcopa Ha Ha3BaHHWe KajleH/Japs BO BCIUIbIBAIOIIeM I0/iCKa3Ke

oTobpa’kaeTcst KOJIMYeCTBO COOBITUIM B KaneHape (puc. 141).

Anexcanap CMUpHOB

Kanenpaps (5)

& KEIHEHAEI.W:

¥/ Kanenpapb Anexcangpa Cm

Pucynok 141 — IIpocMoTp konmdecTBa COOBITHI B KajleHAape

HpI/I HE’O6X0,I[I/IMOCTI/I JJIA JII000r0 KajleHdapd #W3 CIIMCKa MOXHO IPUOCTAHOBUTDH

oToOpaXkeHHe COOBITHH, C TeM YTOOBI BIIOCIeCTBUY BO30OHOBUTD €ro.

[lanens kajeHpapsi MO3BOJISIET OBICTPO TIepeMelIaThCsl M0 MecsilaM WIH TojilaM, YTOObI

BbIOpATh Mepuo/l AJisk 0TOOpaXkeHus B paboueli 061acT.

[Tanens kasmeHAaps COCTOMT U3 KajleHJapsl Ha Mecsl] (ciieBa) U obsiactyv oToOpaXkeHUs Tofa

(cripaBa) (puc. 142).
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aerycr 2020

3 4 5 6 7

10 11 12 13 14

17 18 19 20 21

24 25 26 27 28

Pucynok 142 — Ilanens kanengaps

B 3aronoBke kasieHiapsi Ha MecsI oToOpakaeTcss Ha3BaHMe Mecslla M roj (Hampumep:
«asryct 2020»), cneBa — HOMepa Hefleslb B TOAY.

Paboune nuM mokazaHbl MIpUGTOM Oeoro IiBeTa, BBIXOJHbIE — KpacHoro. I[Ipa3mHu4HbIe
ITHU He YIUTHIBAIOTCS.

Texy1as faTa 0603Ha4eHa CUHKM I1BeTOM LIpH¢Ta U PaMKOM CHHEro IiBeTa.

Obsnacte orobpaxkeHus roja paboTaeT Kak IIOjoca IPOKPYTKM U II03BOJIsSIeT OBICTPO
W3MeHUTb rofl. TekyIui roj; BelfiesleH CHHUM [IBEeTOM.

s HaBUranyy IO MecsllaM cileflyeT pacIOJIOKUTb Kypcop B 00JlacTH OTOOpakeHus
KajleHJjaps Ha MecsI] ¥ IPOKPY4MBaTh KOJIECUKO MBIIIY (Ha3ajl 110 BpeMeHU — OT ce0s1, Bliepes, — K
cebe). [Insg ObICTpOM HaBUTralMM IO rojaM cjleflyeT IPOKPY4YMBaTb KOJIECMKO MBIIIM B 00JyacTé
oToOpa)keHHsI TOJ1a.

Ecnmn menkHyTe 1o nare B oToOpakeHHOM KalleHJlape Ha Mecdln (M rop), B objactu
pacnycaHusi OTKpoeTcsl (B 3aBUCHUMOCTH OT YCTAHOBJIEHHOI'O BPEMEHHOI'O HHTepBasa) 3TOT IeHb
mubo HeJlensi/MecsL/TONl, K KOTOPOW/KOTOPOMY OTHOCHUTCSI 3TOT JeHb. BribpaHHas pnarta Oyner

obo3HavYeHa B KaJieH[jape CUHEeHN 3aJTUBKOM.

7.1.2 Pabouas o0sacrs

Pabouass obnacTb mo3BoJIIeT IMIPOCMATPUBATDH OCHOBHOM KaJleHJapb, a TaK)XXe BbI3bIBATh

dbopMy Cco3aaHUs U pelaKTUPOBAHUS COOLITHIA.

[[upuny manHOro 6J10KA MOXKHO M3MEHUTH, 3aXKaB JIEBOM KHOIIKOM MBIIIK MTPaByI0 TPaHUITY
006J1aCTH ¥ TIOTSHYB BIIPABO.

Pabouast 061acTh COIEPXKUT Crieytomye 3jieMeHTsI (puc. 143):

— CTpOKa 3arojIoBKa;

— CTPOKa IepeKItoYeHrs BpeMeHHOI'0 MHTePBAaJld;
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— 007acTb PaCIIMCaHuA;

— KHOIIKa °, MO3BOJISIFOIIHAM CO34aTh COOBITHE.

OkTabpb 2023 Y QR = e
OeHe ~ Hemens  Pabouas Hepmens  Mecau  loa < Ceroams >

M 23 Br 24 Cp 25 Yr 26 nr27

Pucynok 143 — Pabouas o6sacTb KaneHaapsi

CTpOKa 3aroJIoBKa BKJIIOYaeT B cebs cdleqyrouue 3JIeMeHTbI:

— TeKymHe MecCdln U roa,
— KHOmKa . I momcka:

—0= o
— KHOIIKA HACTpOeK ==, KOTOPbIKM BKJIKOYdeT H©W OTK/II0YdeT OTO6pa)KeHI/Ie CTPOKH

IepekjIito4eHurss BpeMeHHOI'O UHTepBaJid.

Crpoka TmepekjIOYeHHs] BpPEeMEHHOTO WHTepBaja IIepeKkiiioyaeT pexuM OoTobpakeHUs

paciycaHusl U COJIePXKUT CIIeIyIolue 3jieMeHTh (puc. 144).

Oens Hen. Pab.Hen. Mecau Tog CerofiHA 4 >

Pucynok 144 — KHOIIKM CTPOKU TTePeKTF0YeHNsI BpeMeHHOT0 UHTepBaJia

KHomku BBIOOpa BpeMEHHOTO WHTepBaia, ISl KOTOPOTO OTOOpakaloTCs BCe COOBITHS
aKTHBHBIX KajeHjapeil nonb3oBatens: ennb, Hemgens (BbibpaHo mo ymondanuio), Pabouas nemenst
(oTobpakaeTcsi pacnycaHue Jjisi BBIOpaHHOM Hejlelu C MOoHeJleJIbHUKa 10 maTHuily), Mecsu, Top.

HpI/I y3KOﬁ obacTu OTO6pa>KeHI/I$I OCTaeTCda TOJIbBKO JdKTHMBHAY4 KHOIIKA KW KHOIIKA BbI60pa,

M03BOJISIONIAS TTIEPEUTH K CIIMCKY BbIOOpa nHTepBaia (puc. 145).
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JeHb

Hepensa
Pa6o4yasa Hepgens
Mecsau,

lop

Pucynok 145 — Cnmcok BeiOopa BpeMeHHbIX WHTePBaJIOB IMPH HeOOIIbINOoM 0651acT 0TOOpakeHUsI

Knonku nepemMeiiieHusi o BpeMeHHOM IIIKajie £ (ITepexon Hazanm) u > (ITepexon BHepen).
[[Tarom nepemerrieHus sIBIsieTCsl BLIOpaHHBIA BpeMEHHOM UHTepBall.

Knomnka CeromHst ocylecTsiisieT OBICTPbIA BO3BpaT B TeKYIIWW JleHb/He[lellt0/MecsI]
(B 3aBUCUMOCTHU OT BBIOpAaHHOTO BPEMEHHOI'0 MHTepBaJia).

Yrtob6bl B 00J1aCTH pPacCiiiCaHHrs OTKPBITh OHpEHQHEHHbIﬁ JeHb, MecCdl, Hedejlr0 WIH I'old,

Hapsaagy C KHOIIKaMHU IIepeMelleHusT MOXHO BOCIIOJIb30BATbCA IIdHEJIbIO KdJleH[dpsd, KOTOpdd

PacIIoJIO’KeHd Ha OOKOBOM ITAHEeJIH.

[Tpu otobpakeHuwn [Hs, Henenu, pabouyedl Helenu M Mecslia O0JAaCTb pacOUCAHUS

npejicTaBjieHa B BHJle KOOP/IWHATHOM CeTKW, pPa3bUTON Ha paBHble BpeMeHHble IIPOMEeXYTKH M
collepkalliel COOBITHS TOJIb30BaTesIsl 3a BbIOpaHHBIM Iepuof. YTobbl 0TOOpa3uTh pacnucaHye Ha

HOeHb, Helejll0 WIKW MeCdl, HAdXXAdTb COOTBETCTBYIOIIYIO KHOIIKY B CTDOKe BbIGODa BpeMeHHOI'O

HWHTEepBdJId.

B zaBucumoctu ot BI)I6paHHOFO rnepuoga 00/1aCTh pPacCIiMCaHrd MOXET TadKXKe COJiep>KaTb U

IpyTHe ToJsl.

Ecnu Haxara kHonka Jlenb, Hemens wiv Paboyasi Hefesis1, paciivcaHye COJIEPXKUT CTPOKY
JaThl ¥ cTOs0Oel] BpeMeHH.

Crpoka naTel oToOpaXkaeT JieHb HelleJId C YHCJIOM Mecsilla M pacIojioKeHa Haj CEeTKOU
pacrycaHusl.

Cronber; BpeMeHU 0TOOPaXkaeT YacOBOM MOsIC U BpeMsi (Hepaboure 9achl OKPAIlleHbl B Cephlii
1Bet, pabouue, ¢ 8:00 go 18:00, — B Gebiit); cTOIOEI] pacmoioXkeH CjeBa OT CEeTKH pacClHCaHUS.
Takoxke B 3TOM CTOJIOIE TUHAMUAYECKU oToOpaXkaeTcs Tekyiee Bpems (Idpbl OKpallleHbl KPACHBIM
I[BETOM).

HanportuB Tekyiiero BpeMeHr oTobpajkaeTcss KpacHasi T0OJIOCA, IMO3BOJISIONIAs COOTHECTH

aKTyaHbeIﬁ MOMEHT C pacCIlMCaHHeM.
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Ob6mnacThb pacrvcaHusl B Te4eHUs JTHsS OTOOpakaeTCsi B COOTBETCTBUU C TeKYIIUM BpeMeHeM
(mampumep, B 10:00 otobpakaeTrcsi obmactb pacnivcanus s nepuoma ¢ 8:00), omgHako mpu
HEeOOXOIMMOCTH C TIOMOIIBI0 KOJIECHMKA MBI MOXHO IepeMeliaThCs 10 BpPeMeHHOH INKajle U
POCMAaTPHBATh pPacIUCcaHue Jijisi 6osiee paHHUX WK OoJiee TIO3THIUX YaCOB.

[Tpu mpocMoTpe pacnucaHvs Ha JieHb WIK Heflell0 B BePXHEeH CTPOKe KOOPAMHATHOM CeTKH

0TOOpaXKaroTCsl COOBITHS, IJISIIHECs BeCh JIeHb, eCITH OHU UMeroTcs (puc. 146).
Henena CerogHa ¢ >

M1 13 Br 14 Cp 15 iy

Pucynok 146 — OtobpakeHure COOBITHS, TISIIErocs BeCh JIeHb (BepXHsis CTPOKA), U

MIOBTOPSIIOIIErocs: COOBITHS C BBICOKMM ypoBHeM BaxkHocTH (10:30-11:00)

Eciu B kauecTBe mepuoja BbIOpaHO 3HayeHHMe Mecsl, B 3arojoBke KaXKIOro CTOJIOIA

MOSIBJIsSIeTCs JleHb Henenu (puc. 147).
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[MH Br p Yr
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Pucynok 147 — OTobpakeHre pacIiMCcaHUs Ha MeCsI]

Ecnu B kauecTBe nieprosia BeIOpaHo 3HaueHue I'ox, To 061acTh pacnvcaHus 0TOOpaXkaeTcsl B

BUJle KayleHaps Ha 12 mecsies (puc. 148).

Nenws Hen. Pab.wen. Mecsay lop

faHBapb 2020 teepans 2020
nH BT cp ur nT cb BC mMH BT cp ut nT cb BC
1 2 3 4 5 1 2
6 7 8 9 10 11 12 - 3 4 5 6 7 8 9
13 14 15 16 17 18 19 710 11 12 13 14 15 16
4 20 21 22 23 24 25 26 = 17 18 19 20 21 22 23
27 28 29 30 31 = 24 25 26 27 28 29
mapt 2020 anpenb 2020
nH BT cp ur T cb BC MH BT cp utr nr cb BC

1 14 1 2 3 4 5

2 3 4 5 6 7 8 s 6 7 8 9 10 11 12
9 10 11 12 13 14 15 e 13 14 15 16 17 18 19
16 17 18 19 20 21 22 7020 21 22 23 24 25 26

Pucynok 148 — OtobpakeHre pacnicaHUsi Ha roff

TEKYH_[EUI JdTa OTIINYaeTCs Cl)OpMaTI/IPOBaHI/IEMI I1pu OTO6pa>KeHI/II/I JHeW, HeJiellb U MecsIleB

OHa BbIeJIAeTCs IMOJTY>XUPHBIM Ha4epTaHreM MU OCHOBHBIM IBETOM pa3[eid Kanelmapb (pI/IC 149)
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Nonb 2020
lens  Hepnensa Pabouyasa Hepena  Mecay lon
Mu 27 Br 28 Cp 29
15:25 Py

Pucynok 149 — Tekyimas 1ata BbijiejieHa [IBETOM pasjielia, TeKyIlee BpeMsl OTMeYeHO KpacHOH

T10JI0OCOM

HpI/I OT06pa)KEHI/II/I TOola TeKylllasd [OdTa BbIOeJIIeTCs IIOJYKMPHBIM Hd4YepTdaHWeM, CHUHUM

I[BeTOM U cuHel pamkou (puc. 150).
- ABTOOTBET ANA BHEWHMX KOHTAKTOB

TeKeT aBTOOTBETA ANA BHELUHMX KOHTAKTOB

310 coofwexwe OyoeT OTNPaBNATECA B OTEET Ha NWCbME OT NOAB30GETENSH 38 NpegenaMm ?E_-E:" Opradi3aumMu (Q
’ £ [lognuce ~
’ Lily['Ta

il
il
-

K K 4 A: = T @ @ O +: G0

B AaHHbIil MOMEHT A OTCYTCTBYIO, Bam oTBeTUT AnekcaHap CMUPHOB.

c yBaweHwen, Enena CmupHoBa

Pucynok 150 — OtobpakeHue TeKylIlei aThl B PACIUCAHWN Ha TOJT
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HOBTOpﬂI-OH_[I/IECFI COOBITUS B CETKe OTMedYalOTCsS MKOHKOM G, paCHOHOKEHHOﬁ CIIpaBa OT

Ha3BaHUs COOBITHS.

Co0bbITHs, AJIsI KOTOPBIX J@HHBIM I0JIb30BaTeNIb SIBJISIETCS OpPraHM3aTOpPOM, OTMEYaloTCs B
pacnucaHuM TIOJIOCOM, PacIOJIOXKeHHOW CjieBa OT Ha3BaHUs COOBITHS, C IIBETOM KasleHJaps, K
KOTOPOMY OTHOCHUTCSI 3TO COOBITHE.

Ecimm HaxaTh Ha Takoe COOBITHE, TO OTKPOeTCs KapTouka cobwiTust (puc. 151), Ha kKoTOpOM
II0JIb30BaTe/Ib MOXeT MPOCMOTPeTh IapaMeTpbl COOBITHS, eciid COOBITHe OBLIO CO3[1aHO JAAHHBIM

I10JIb30BaTejieM, OTPeddKTHUPOBATb HEKOTOPLIE U3 HUX U BbI6paTb JIerCTBHE C COOBITHEM.

® CoeewaHue O ~

(© 07 cent, nH. 10:00 — 11:00

O

Kaxayto Hegento

370 cobeite  BcA cepus

Bbl opraHmsatop 5
YuacTHukM: 1, He oTeeTMaM: 1.

[ 3aHdar v

ExxenenencHas BCTpeYa ansa
NNaHUpoOBaHWA

Pucynok 151 — Kaprouka cobsitust

Haxatue Ha coObITHe, cO3laHHOe IPYTUM I0JIb30BaTesieM, OTKpbIBAaeT KapTO4YKy COOBITHS,
Ha KOTOPOM MOXXHO ITPOCMOTPeTh ITapaMeTphl COOLITHS U BLIOpATh OTBET Ha MpUTJIallleHue.
3ariaHUpOBaHHbIE COOBITUSI OPOPMIISIOTCS B KaJleH Jlape T0JIb30BaTesisi B COOTBETCTBUU C €ro

OTBETOM Ha IIpuIjidaliieHue.

7.2 JleiicTBHuS C KaJIeHJapsSIMU

7.2.1 Co3gaTh KajieHZaphb

[Ipy cozmanuM y4yeTHOM 3amucH sl 110JIb30BaTesIsl aBTOMAaTUYeCKU CO3[aeTCsi CUCTeMHBIN
KaneHiapb. IIpy HEoOXOOMMOCTH IOJIb30BaTeNlb MOXKET H00aBJSATh COOCTBEHHbIe KalleHAapH.
[Tonb3oBaTens MoXxeT co3aTh 10 98 CBOMX KaleHJapei.

W3HauampHO KajleHapeM II0 YMOJTYaHHIO SIBJISIETCSI CHCTeMHBINM KajleH[apb, OJHAKO

II0JIb30BATeJIb MOXKeT BbI6paTb ):[pyTOﬁ KaJIeH[1apPb B Ka49eCTBe OCHOBHOTI'O.
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B cniucke Ha naHenyM HaBUTalMM CHavajla 0TOOpaXkaeTcsl KajleHJ1aphb 0 YMOJTYaHUIO, a 3aTeM
IepeyrciieHbl OCTajibHble KajleHJapu. Mx Ha3BaHusI OTCOpPTUpPOBaHbl 1o andasutry. [lepBeiMu
0TOOpaXkaloTCsl KaJlleH/1apy, UMelollvie Ha3BaHUsI HA OCHOBHOM $i3blke MHTepderica MpUIoXeHusl.

[Tpu cmeHe s3bika nHTepdeiica MeHsieTCsl U MOPSZIOK CJleJIoBaHus KajleHAapel B CIIMCKe: MPU
MepeKJII0UeHNH Ha aHTJIMHACKUM SI3bIK IepBBIMU I10CJIe OCHOBHOTO KajleHJapsi OyAyT O0TOOpaXkaThCs
KaJieH/Jlapy C Ha3BaHUSIMH, HAallMCAHHBIMHU JIATUHCKUM adaBUTOM, a MOCIe HUX — KaJleHJapu C
KUPUJUTAIECKUMU Ha3BAaHUSMU.

Hms cozgaBaemMoro kaneHjapsi I0JKHO COOTBETCTBOBATh CJIelyIOIIUM TpeboBaHMeM:

— OHO He MOXeT OBITb ITyCTbIM;

He MOXeT ObITh NpeiCTaBJIeHO B BUJE «.» WA «..»;
— He MOXXeT HAYMHATbCs C CUMBOJIA npo6ena;

— He MOXeT CojiepXaTh CUMBOJIBL: *, |, \, /, 1, ", <, >, ?.

Ha3zBanwme 1moibp30BaTe/IbCKOr0 KaJIeH1ap4a MOXXHO U3MEHHUTL B JII000I MOMEHT.
YToO6BI JIO6EIBI/ITI) HOBBIA KaJleH[1aPb, HEO6XOJII/IMO BBITIOJIHUTE CJIeJyroniye JIeUCTBUS:

1. Ha mazenu HaBHTranmyy HaXKaTb npaBoﬁ KHOIIKOM MBIIIIHA BHE CIIMCKa KaHeHHHPEﬁ.

2. B koHTekcTHOM MeHIO BbIOpaTh koMaHAy Co3aTh KajleHaph.

3. B mosiBuBIIEeMcs 10Jie BBOJIa yKa3aTh Ha3BaHUe KajleHAaps (puc. 152).

Anekcangp CMupHOB
a.smirnov@mydomain.ru

¥/ Kanenpapb

[0 Kanenpape A. CMHpHOBd

Pucynok 152 — Co3panue noib30BaTeIbCKOTO KajleH1apsi

4. Haxarp xiaBuiry Enter viu Tab Ha xinaBuatype nub0 HaXaThb MpaBOW KHONKOM MBIIIN
3a IpefiejlaMH 1107151 BBOJIA.
HemenyienHo mocne nobaBineHys KajleHJapb HauMHaeT OoTOOpaXkaTbCs B CIMCKe BbIOOpa B

dopMe co3/TaHus COOLITHSL.

HpI/I CO31IdHHUHM KaJieHJdapPlo IIPUCBAUBAETCH OHpEI[eﬂeHHbIﬁ IBET, KOTOPbIM OTMEYal0TCsd
C06bITI/I$I, OTHOCAIIHECH K IdHHOMY KaJ/IeHdpIo. TOoT BeT IIpU H806XOIII/IMOCTI/I MO>KHO M3MEHMUTD.
Taxcke mis KajileHJapsd MOXXHO IIOJIYYUTh CCBUIKY JJId TMTOAK/IIOYeHKd 110 CeTeBOMY ITPDOTOKOJTY

CalDAV.

KaneHz[apb MOXXHO Hd3HAYHUTHh OCHOBHEIM, CAe/IaTb HedKTUBHBIM M YIdJ/IUTD.
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7.2.1.1 HacTpouTs 1iBeT KajIeHAaps

Bcem kaseHpapsiM mIpuicBavBaeTCsl OIpefieIeHHbINA I[BET, KOTOPhIM 0003HAYAIOTCS COOBITHS

3TOro KadJieHIapsA B OCHOBHOM KdJieHIldpe. ]_IBeT 06010 KajieHdaps IIpu HeoOXOOUMOCTH MOXKHO

HN3MEeHHUTD.
HJIH 2TOro HeO6XO)II/IMO BBITIOJIHUTE CJIeyromiye IeUCTBUS:

1. BriOpaTh KaneHaaph Ha TAHEIW HAaBUT AU,

2. HaxaTuem mpaBoi KHOMKY MBIIIUA BHI3BaTh KOHTEKCTHOE MEHIO.
3. Haxatp Ha komMaHy Be1OOp nBeTta.
4. B OTKpBIBIIEMCSI OKHe Ha)kaThb Ha SYEHKy C IIBETOM, KOTOPBIH HEOOXOJUMO yCTaHOBHUTH

IUIS pelaKTUpyeMoro kaneHgaps (puc. 153).

Anexkcangp CMMpPHOB
a.smimao yid omain . nu

Kanenpapb

b

Pucynok 153 — Oxkno BbIOOpa 11BeTa JiJ1s1 KajleH1apsi

]_IBeT MeHseTCd HeMeJIeHHO. CobbITHs pedakKThupyemMoro KaJlIeHOdpss OKpPAIlHWBAIOTCA B

YKa3aHHBIN I1BeT.

7.2.2 CpenaTh KajJleHAapb OCHOBHBIM

OCHOBHBIM KaJleHJJapeM I10 YMOJIYaHHUIO SIBJISIeTCS CUCTeMHBIA KajleHAapb — J00aBIeHHbIN
aBTOMATUYECKU MIPU CO3[IJaHUM YIETHOM 3aIuCH.
OcHoBHOM KajieHAapb 0ToOpakaeTcst B pabouert obyactd. IMeHHO k HEMY TPUBSI3bIBAIOTCS

BXOJIIMe NpUIiameHus. B atom KajleHJape TakKXe I10 YMOJIYaHWUIO CO30dI0TCA CO6bITI/I$I, HO IIpu

HeoO0XOIUMOCTH BO BpeMsd JIo0aBeHHsl COOBITHS II0JIb30BaTeIb MOXKET BbIO paThb APyr (0)71 KajieHapPbhb.
B ocunoBHOM KaJileH[iape 0T06pa)KaI'OTC$I COOBITHS BCEX KHHEHHHPEﬁ JAHHOT'O II0JIb30BaATeJId,

OJTHAKO COOBITUS IPYTUX KaJjieHAaper OKpallleHbl B I[BeTa COOTBETCTBYIOIIMX KajleHAapeu.
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HpI/I HEO6XO,[[I/IMOCTI/I MOZKHO CcejlaTb OCHOBHBIM JIFO0OM KaJjieH[1apb I10JIb30BaTeJIs.
,Z[J'IH 2TOro HGO6XO,[[I/IMO BBITIOJIHUTD ClIeAyIoire JIerCTBUS:

1. Ha pnasenu HaBUTanuu BeIOpaTh HY>KHBIN KaJleHAAph.

2. HaxaTuem NpaBOil KHOIKU MBIIIM OTKPBITh KOHTEKCTHOE MEHI0O W BbIOpaThb KOMaHIY

CIIEJIaTb OCHOBHBIM KaJIeH/IdpeM.

KaneH,uapb CTAHOBUTCH KaJieHJdpeM II0 YMOJ/IYdHHWIO, ero Hda3BdHHE IiepeMellldeTCd Hda

IIepBOe MeCTO B CITHICKe KaJIeH/Iape.

7.2.3 IlepenMeHOBaTh KaJIeHIapb

JIro6oi1 kanenaaps [10 Mailion MmoxkHO TeperiMeHOBaTh. [lJist 3TOro HEOOXOIUMO BBHITIOJTHUTh
ClleAyIolIUe JeruCTBUL:

1. BribpaTth KajieH1apb Ha IaHeJId HaBUTAlIUHU.

2. HaxaTueMm npaBOi KHOIIKA MBIIIM OTKPBITh KOHTEKCTHOE MEeHIO M BbIOpaThb KOMaHIY
IlepertmeHOBATh.
3. V3meHuTb Ha3BaHWe KayleHAaps. 1peOOBaHMs K Ha3BaHUSM KajleH/lapell OIKCaHbl B

IIOOITYHKTe COS}IaTb KaJieHJ4apb.

4. Haxatpb xiapunry Enter nim Tab Ha xiaBuatype nu60 HaXkaThb MPaBOM KHOMKOW MBIIIN

34 IpeJejlaMM I10JI4 BBOJd.

7.2.4 CpenaTh KajJleHIapb HEAKTUBHBIM

[Ipy HeoOXOOUMOCTH MOXHO IIPUOCTAHOBUTH OTOOpakeHHWe COOBITUH KaKOIo-JIh0o
KajleHJ]apsi B OCHOBHOM KajleHJiape. B TakoM cityuyae kajeHJapb oToOpaXkaeTcsl B CIIMCKe Ha IIaHen
HaBUTraluy 6e3 CBOero IBeTa, a ero COOBITUS MCUe3al0T U3 KaJlleHIapHOW CeTKH.

[Tonp3oBarenb nmo-npeXkHeMy MOXKET CO3aBaTh COOBITHS ISl JAHHOTO KasleHAapsl, BbIOMpast
ero B cumucke (popMBbl CO3[JaHUsl, OIHAKO 3TH COOBITHSI OCTaHYTCS HEBHIMMBIMH IO TeX IIOp, ITOKa
II0JIb30BaTeNlb He BepHeT KajleH/1apb B aKTUBHOe COCTOSIHHE.

YTobsI crienaTh KajeH1apb BpeMeHHO HeakTUBHBIM, Ha)kKaTh Ha Ha3BaHWe COOTBETCTBYIOIIETr0

KaJIeHZ1ap4 B CIIMCKe Ha IMdHeJIM HdBUT'dlTUH WUJIX Hd (bﬂa)KOK CJIeBa OT ero Ha3BdHMHA.

Otmetka OyzeT cHsTa, IIBET KaJieHJaps epecTaHeT 0ToOpaXkaThes (puc. 154).
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Anexcangp CMUpHOB
a_smirmow@, mydomain ru

¥/ Kanewpapb

Kanenpaps Anekcangpa CMMpHOBa

Pucynok 154 — JleakTuBanus KajieHaapst

HOBTOpHoe Ha’>XXdaTWe Ha Ha3BdHHE KdadJleHOdpsa WIN (l)JIa)KOK BO3BpdllldeT ero B dKTHUBHO

COCTOSHHE.

7.2.5 Ilony4uTh CCHUJIKY Ha KaJleHAaphb

[Tonb3oBaTenb MoXkeT MOAKIIIOUNTH KaneHaapy U3 [10 Mailion anst orobpakeHust B Jpyrux
MOYTOBBIX KJIMEHTAX, eCJIM OHW IOJJIepXKUBAIOT paboTy 1o cereBoMmy mporokosny CalDAV. 3Oto
MTO3BOJIUT ITI0JIb30BATENII0 OJJHOBPEMEHHO IMPOCMAaTpPUBATh BCe CBOW KaJleHJapu M OTHOCSINHECS K
HUM COOBITHSI, a TaKXKe YIPABJISIThH UMHU: CO3/laBaTh, PeJIaKTUPOBATh U yIAJIATh KaK KaJleHJlapH, Tak U
3aIlMCHU B HUX.

Hns nopgxmoyenuss o CalDAV mosb3oBarento Heob6XoIWMO B HACTpOMKaxX JpPyroro
MIOYTOBOI'O KJIMEHTAa BBECTH CChUIKY Ha CBoM KasieHAaphb [10 Mailion.

Yto6bl mONIyYUTh CCHUIKY Ha CBOM KaneHaapb [IO Mailion, Heo6XoquMo BBIIOIHUTH
ClleAyIolLIUe JeruCTBUA:

1. HaxaTb mpaBO¥ KHONKOM MBI Ha Ha3BaHWe KaJleHJapsi B CIHCKe Ha IaHelu

HaBUT AWM.
2. B otkpsiBiIeMcs MeHIo BbIOpaTh KoMaHly KomupoBats ccpuiky CalDAV.

Ccbuika ckonMpoBaHa B 6ydep obMeHa.

7.2.6 Ilopnucarbcs Ha KaJleHAApPh Pyroro nojib30BaTesIs

[Tonb3oBaTenb MoOXeT IOANMCATBCS HA KaleHJapu J[pYryMx I0JIb30BaTesleld IT100aJbHON
aZIpeCHOM KHUTU W TPOCMAaTpUBaTh WX 3aHSATOCTb B CBoeM KasieHpape. [losib3oBaresnio HOCTyIHBI
IIPOCMOTpP 3aHSITOCTM M CTATyC y4YacTHs JAPYTHUX Iojib3oBaTesiell 6e3 BO3MOXXHOCTH IIPOCMOTpA
noAapo6bHoM UHGOPMAIIUK O COOBITHH.

YToObl moAmMcaThCS Ha KajleHJapb APYroro IoJb30BaTelis IVI00adbHOM aJ[peCHOM KHUTHU

He0bX0JIMMO BBITIOJIHUTE CJleflyolIye AerCTBUS:
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1.

2. Baectu ums OJTHOT'O II0JIb30BaTellsl WX HECKOJIbKHUX II0JIb30BaTejle B OKHe HOI[III/ICKEI

Haxxatnem HpaBOﬁ KHOIIKM MBIIITN OTO6p83HTe KOHTeKCTHOe MeHIO yquHOfI 34dII1CH.

BribpaTe komanny IlopnucaTbcest Ha kaneHgaps (puc. 155).

- Enena CMupHoea lene  Hepens  Pabouas Hepens  Mecay  log

esmirno

Co3nate KaneHaapb M1 12 Br 13
Kz

lNognucaTtbcA Ha KaneHnapb
Mow 3an

[NoaKniouMTE KaneHaaps

HacTpoiikn y4eTHOIR 3anucu

OBLWMIA AOCTYN K YYETHO 3anucu

Pucynoxk 155 — Komanja ITogmucaTrbcst Ha KajieHJapb

Ha KaJleHapH, HeO6XO)II/IMO BOCIIOJIB30BATBCSA OTO6pa)KaeMbIMI/I INOACKd3KdAMHU IIpU

noucke (puc. 156).

Y Q [ = @  lNoanwcka Ha KaneHaapw

€ Cerogha 2
Bnanensusl KaneHaapei

Bc18 |AHEKcaH,JJ,p CMHpI—‘

Anexcanap CMupHCE
alexander.smirnov @ mydomain.ru

Anexcangp CMHpHOE

a.smirnov{@mydomain.ru

Pucynok 156 — Ilouck kaneHaapeii ojib3oBaTesnei

3. Haxatb kHonky Iognucarscs (puc. 157).
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Q B = @ Moanucka Ha KaneHaapu

{ Cerogna >
Enagensusl Kanexgapei

Bc 18 @Aﬂﬁl(cau,up CMupHoB X

o EgreHus MupHaa %

| Mopgnucateea

Pucynoxk 157 — Knonka Ilognucarscsa

[Tosib3oBaTE I MOXKET TIOJIMTUCATHCS TOJILKO Ha KaJleHJIaph, SBIISIFOIITUICS KaJleHaapeM 10
YMOJTYaHUIO, APYTOro TOJIh30BaTeliss BHYTPU IJI00aNbHOM ajgpecHoM kHUTH. [lpu 3ToMm,
eCJIM BJIajieliell KajleHiapsi Ha CBOeH CTOPOHe MepeHa3HavaeT KaJjeHAaph M0 YMOTYaHHUIO,
JIaHHBIe TSI TOATIMCYUKOB aBTOMAaTUYeCKH aKTyalTu3UPYyIOTCS.

4. B MoOMeHT TOJTBepXAeHUs TOJNMUCKA B JIEBOM HKXKHEM YIJIy OKHA IOSIBUTCS
nonreepxenre « Kajmenmapp monb3oBarens <®amminus Umsa> nobaBjieH B BalH
noanucku ». KaneHnapu, Ha KOTopble OblIa OCYIIECTBIEHA TOJITHMCKA, OTOOpaXKaroTCsl B

6iioke Jlpyrue KajgeHAapH 10]1 Y9eTHOM 3alTMChIO MOJIb3oBareris (puc. 158).

Enena CMupHOBa

mirno

[ 3apnaum

[pyrve kanexsgapu
CMupHoB Anekcanap (i

Muphas Eerexus (e.a.r

Pucynok 158 — brnok Jlpyrue kanenmapu

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025 171



® MaiLion

KaJ'IE’HJIapI/I B IIOAIIMCKAX MOXHO IIepeMMeHOBdTb W/JIM HU3MEeHHUTb HX IIBeT. HJISI 2TOro

HEO6XO,HI/IMO 0T06pa31/m> KOHTeKCTHOe MeHI0 HaXXaTHheM npaBoﬁ KHOIIKKM MBIIIIK Ha

BbHIOPAHHBIN KaJIeHJ1aphb ¥ BbIOpaTh COOTBETCTBYIOITYI0 KOMaHy (puc. 159).

Enena CmupHoBa

& Kanenpapb

Mou 3agaum
[ 3apnauu

Hpyrue eHOapu

Anexcanap CMMpHOB

alexander.smimov@mydomai...

M3ameHnTL UBeT
[lepeumeHoBaThL

Omucarsca ot KaneHaapa

Pucynok 159 — JleiicTBus HaJl KajleHJJapeM B MOAIIMCKAX

VbpaTh oTOOpakeHHMe HeOOXOAMMOIO KajeHJapsi MOXHO, HaXkaB Ha (JIaXXOK CjieBa OT ero

Ha3BaHMHHI.

7.2.7 OTnucaTbCs OT KaJleHaps JPyroro mojib30BaTes I100aIbHON aipeCHOM KHUTH

YroObl OTHHCATBCS OT KaJleHJapsi [JpPyroro TOjb30BaTesis HeoOXOIUMO BBINOJIHUTH
CIIelyIolIe JeUCTBUS:

1. BribpaTh KaneHaapb U3 NOJANKUCOK.

2. OTtnucaTtbCs OT HEro AByMs CIIOCODaMHu:

— OTKpBITh KOHTEKCTHOE MEHI0 HaXkaTheM IIpaBOM KHONKOM MBIIIM Ha KajleHAapb U

BbIOpaTh KOMaHy OTnHcaTbCa 0T KajdeHaaps (puc. 160).
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Anexcanpp CMMpHOB
alexandersmimov(@mydomai...

M3aMeHWUTL LUBEeT

lNepenMmeHoBaTL

OTnucaTsCA OT KaneHaapa

Pucynok 160 — Komanna OTnmcarbcs oT KajleHAaps

— B oxue Ilogmucka Ha KajleHAAPH HaXXaTb KHOIKY X Ornucarscs ot KaJIeHJaps

(puc. 161).

NMoanucka Ha KaneHoap#H

Enanensusl kanexoapei

Mma mnm email

Mo nognuckm

AnekcaHgp CMHMpHOB X

alexander.smirnov(@mydomain.ru

GTI'IHCETI:CH oT PGIIEI—IAEPH |
@ EBreHua My e X

e.a.mirnaya(@ positivechanges.ru

Pucynok 161 — Knonka OTnucarbscs oT KajJeHaaps

3. B momenr yYAajleHud IOMAIIMCKU B JIEBOM HHW)KHEM YIUIY OKHa IIOSABUTCA IIOATBep’KIeHHe
BH1d « KaJIEHlIapb noJjb3oBareisa <®amminga Uma> YAaJieH U3 BAIIIUX IIOAITHCOK ».

Kanennappr Takke wucde3Her B Ojoke [lpyrve KajeHAapyd IIOf YYeTHOW 3alKChIO

I1I0JIb30BaTeJI4d.
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7.2.8 DKcnopTHpPOBaTh KajleHJapb

[Tonp3oBarenb MOXeT HAaCTPOUTH JOCTYNl K CBOEMYy paCIMCaHUIO depe3 JIOOOM BHEIIHWUMN
KaJleH/1apb, CO3/1aB CChUIKY MM (aiiy ayis akcriopra B popmare ICS.
YToOBI 5KCIIOPTUPOBATH KaJleHAaph He0OXOUMO BBIIIOJIHUTD CIIeYIOLe JeHCTBHUS:
1. BribpaTh KaseH/1apb U BbI3BaTh KOHTEKCTHOE MeHIO ITPaBOM KHOIIKOM MBIIIIH.
2. BpiOpaTh kOMaHAy DKCHOPT KajJleHJaps.
3. B okHe DKcHopT KajeHaaps BbIOPATh IUAMa30H MpelocTaBisieMbIx at (puc. 162):
— YcTaHOBUTH NlepekiitoyaTesib B Iojle PUKCHPOBaHHBIe NAThI 1 BBECTH KeJlaeMble J1aThl
BPYYHYIO, WM BBIOpATh U3 KasleHAaps B nossx Hauaso 1 OxonyaHwue.
— YcTaHOBUTH IlepeKiIroyaTesib B nosie JlnHaMudyeckuii nepuop 1 BLIOpaTh 3HAUEHUs AJIs

YCTAaHOBKHU NHAIId30HAd U3 PACKPbIBAIOIIEr'0Cs CIIMCKA B IIOJIAX Hauano 1 OxoHuaHue.

IKCnopT KaneHaaps

Kanengaps
HacTpoiite gocTyn kK CBOEMY pacnMcaHMio yepes
noBol BHEWHWIA KaNeraaps, CO3038 CChINKY WK

@3KN 4na 3IKCNopTa.

Mepuoa AnA 3KcnopTa

O OwukcupoBaHHble OaThl

(® [OuHamuueckuii nepuog
Hauano

Mecay Hazan -

OkoHYaHKWE

CeroaHa -

JKCNOPTHPOBaTL
Pucynok 162 — Bribop nuanasona fat

4. HaxaTb KHONIKY DKCHOPTHPOBATh.
5. B neBoM HmXHeM yIiy OkHa MosiBUTCSl coobijeHne «Ccbuika B ¢gai s 3KCIopra

co3JaHbl». B okHe kcnopT KajieHAaps 0TOOPasATcs ciiefiyrolire nerctsus (puc. 163):
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JKCNopT KaneHaaps

Kanennape
OTMEHWTL IKCNOPT
OBHOBMWTH CCbLMKM

Nocryn ong npocMaoTpa 3aHATOCTH
0 Cronuposats ceuinky iCal

i Ckavate daiin ics

[ocTyn ko BCeM CEEOEeHMAM 0 CoDbITHAX
(9 .
0 Cronuposatb cebinky iCal

i Ckadatb dain ics

M3MeHKWTb HACTPOMKKM 3KCNOopTa

Pucynoxk 163 — JleiicTBUs B OKHe DKCIOPT KaJIeHAaps

— Otmenurs 3kcnopt. [Ipy HakaTMM Ha 3Ty KHOIIKY B JIEBOM HW)XKHEM YIJIy OKHa
MOSIBUTCSL  COODIIeHre « DKcmopT KajneHnaps ''<Ha3Banue kaneHgaps>" ObLI
orMeHeH ». OTKpOeTCs OKHO C TNepBOHAYaJIbHBIMKM HaCTpOWKaMH BbIOOpa Juaria3oHa
MIpeI0CTaB/ISIEMBIX JaT.

— OOHOBUTH cchUIKHU. [Ipy HakaTMd Ha 3Ty KHOMKY B JIEBOM HIDKHEM VIJIy OKHa
IIPWIOXKeHHsl NosIBUTCSL coobiieHre « Ccbuika U ¢aii Ui 3IKCIopTa 00HOBJIEHBI ».
[Tocne atoro cceuikd U dainibl B obyacTsax ocTynm st mpocMoTpa 3aHATOCTH U

JocTyn Ko BceM CBeJIeHUSIM 0 COOBITHAX OYyAyT 00HOBJIEHBI.

e
— B ob6nactu MocTyn ajnsa mpocMoTpa 3aHSITOCTH HAXaTb KHOIIKY G KonupoBars
ccbuiky iCal, yTOOBl CKONMpOBAaTh CCBHUIKY Ha IPOCMOTP 3aHATOCTH KajleHaaps 3a

BBIOPAHHBIN IMaMa30H JaT. YToObl ckavaTh Gaijl C JaHHBIMHU 3aHITOCTH 332 BLIOPAHHBIN

¥

JIMAIa30H JIaT HaXKaTh KHOMIKY — Cka4yarth ¢aiin ics.

s
— B obnactu JocTyn ko BceM CBefieHUSIM O CODBITHSIX HaXKaTb KHOIIKY |L‘ KonupoBars
cceuiky iCal, yTo6bl CKONMMPOBAThH CCHUIKY Ha MPOCMOTP BCeX CBeJIEHUM O COOBITHSX

KaJleHJlapss 3a BBIOpAHHBIM [Mama3oH jaar. YToObl ckavyaTh ¢alil C JaHHBIMH BCeX
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¥

CBeZIeHWM O COOBITUSX KaJleHJaps 3a BbIOpaHHBIA JUAMa30H JaT HaXKaTh KHOMKY —
CkauaTs ¢aiip ics.

— Ilpu Haxkatuu kHOTIKY M3MEHUTH HACTPOMKH UMIIOPTAa B OKHe JKCHOPT KaJIeHJapsi
oToOpa3gaTcs ToJiss BhIOOpa AWara3oHa IpeloCTaB/IsieMblX 1aT. BHecTH W3MeHeHUs U
Ha)kaTb KHOMIKY COXpPaHHUTB, TI0C/Ie Yero CKOIMMPOBATh CChUIKY WX CKadaTh (aii.

[Tpu 3MeHeHMM TIEPHOA CChUTKA M (AT It SKCIIOpTa OYayT OGHOBJIEHBHI.

Taxxe MOXXKHO SKCIIOPTHUPOBATL OTJeJIbHOe CO6bITI/Ie, d He BeCb KdJlIeHddpPb.

7.2.9 PacneyaraTh KajieHIaphb

Ilonw3oBaTenr uMeeT BO3MOXKHOCTh paciiedaTaTb COOBITHS 3a OHpEHEﬂGHHbeI nepuon
BpeMeHHN B COOTBETCTBHHU C BbI6paHHOﬁ HaCTpOﬁKOﬁ obmacTu pacCiinCaHu. Ileuats AOCTYIIHA IJId
BCeX pexxXnuMoB 0T06pa)KEHI/I$I, KpoOMe paCIiMCaHHs Had I'OM.

YTo6BI paciiedaTaTb COOBITHS KaJIeHlap4d 34 OHpe,HEJIeHHHﬁ rneproa BpemMeHH, HeO6XOI[I/IMO
BBITIOJIHUTE CJIeAyromiye JIIeUCTBUS:

1. B cnucke Ha naHeJIy HaBUTaIlMH CCbOpMI/IpOBaTb Ha60p KaHEHHapeﬁ JJId 11e4aTHr:. OCTaBbTe

aKTUBHBIMU TOJIBKO Te KaJleHAapH, COOBITHS B KOTOPBIX JOJIKHBI ObITh pacliedyaTaHsbl.
2. Boibpath mepuoj, coOBITHS 3a KOTOpPBIM HeobxomuMmo pacrnedatath: denb, Hemens,

Pabouas Hemena v Mecsir.

3. HaxaTb KHOIKY 7, pacIoJIOXKeHHYIO B CTPOKe 3arojioBka (puc. 164).

Q 2 @
< Cero,u,mﬂ

Pucynok 164 — KHormka BpI30Ba OKHA ITapaMeTPOB MeYaTH

4, OTKpOETCFI OKHO IIdpdME€TpOB IIe4dTH, B KOTOpPOM MOXHO HACTPOWUTb BdPHUAHTHI

oTobpakeHUs 06JIaCTH PaCcUCaHKs [IPY [1eYaTH.

OxHO mapameTpoB IleyaTd, BbI3bIBaeMoe koMbOumHarued kiasum Ctrl + P, nHe
’T\‘ obecreunBaeT ynoOHOe pacroyioXkeHWe 3amlucell Ha JIMCTe OyMard, Tak Kak B 00JacTb
TIeYaTH BKJIIOYAETCS MaHesTb HaBUTallUK, a CeTKa 00JIaCTU paclyCcaHus He 0TOOpaXkaeTcsl.

7.2.10 IlocMoTpeTh pacnmucaHHe Ha JIeHb

Jlisi mpocMoTpa pacivcaHusi BCTped W COOBITUM HAa JeHb HeoOXOJWMO BBIIIOJIHWUTH

Cllefyrolue qeiCTBUS:

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025

176



® MaiLion

1. BribpaTh kajieH1aph Ha IIaHeJIM HAaBUT AWM.

2. BroiOpaTh AeHb B KajieHiape OJJHUM U3 CII0COOO0B:
— Ha IlaHenn HaBUranuu BHIOPATH JleHb Ha IlaHen KaneHmaps.
— B Paboueit 00s1acTH C MOMOIIBIO KHOTIOK BhIOOpAa BPEMEHHOTO WHTepBajla M KHOIOK
repeMelreHus 110 BpeMeHHOH ITKajle.
[eHb ~
3. HaxaTp KHOIKY

4. B cnucke BbiOpaTh Pacniucanue Ha JeHb.

7.2.11 PacneuaraTh pacnucaHue Ha JieHb

YTo06BI pacriedaTaThb paClliCdHMe Ha [1eHb, H606X0)1HMO BBIIIOJIHUTD clieJyronjre IEeUCTBUS:

1. BbiOpaTh KasnleHJjapb Ha HaHely HaBUTAIUHU.

2. BruibpaThb JieHb B KajieHiape OJIHKUM U3 CII0COOO0B:
— Ha Ilanenn HaBUTauM BEIOpaTh JeHb Ha IlaHesnn kameHaaps.
— B Paboueii 006s1acTH C NOMOIIBIO KHOIOK BBIOOPa BPeMEeHHOI'O HHTepBajlla M KHOIIOK

IrepemeleHus 1no BPEMeHHOI;'I IIKae.

3. HaxaTp KHONKY

4. B cnucke Boibpath Pacnincanue Ha ieHb.

5. B crpoke 3aronoBka Paboueii 001acTi HaXkaTb KHOIIKY =
6. Hacrtpouth mapameTphbl nle4aTH.
7. Haxatb kHOTKy IleuaTs.

OxHO TapamMeTpoB MeYaTd MOYKHO BBI3BaTh, HA’kaB KoMOMHaIMio kinauii Ctrl+ P.
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7.2.12 Ypanurth KajJeHAapb

JIrobo kaneHmapb, KpoMe KajleHJiapsl TI0 YMOJTYaHHUIO (OCHOBHOT'O), MOXHO yIaluTh. UTOObI
yAQIUTh KaJieHAapb 10 YMOJMYaHWI0, HeoOXOOWMO CHauyajda Ha3HAYUTh JPYroM KajieHJaphb
OCHOBHBIM.

[Ipu paboTe Ha HECKOJBKUX YCTPOMCTBAX W/WIM B HECKOJIBKMX KIMEHTaxX IOCJe yaleHus
KaJieHJaps B OJIHOM MecTe KaJjieHAapb BMeCTe CO BCeMHM COOBITHSIMH Cpa3y yAaljiseTcs BO BCeX
OCTaJIbHBIX KJIMEHTAaX ¥ Ha BCeX OCTAJIbHBIX YCTPOWUCTBAX.

YToOb! yIanuTh KajleHAapb, HEOOXO0IUMO BHITIOJTHUTD CJIAYIOIHe IeCTBUS:

1. BoibpaTh KaneHaaph B CIMCKe Ha MaHeJW HaBUTaIKH.

2. HaxaTueM mnpaBOM KHOIIKM MBIIIM BbI3BaThb KOHTEKCTHOE MEHIO KajeHJaps U BbIOpAThb
KOMaHly Y Ja/IUTh.

3. B orobOpasuBiiieMcst OKHe C TpeAyIpexaeHueM YAaJuTh KajleHJapb? HaXKaTb KHOIKY
Yaanurs.

Kanennapsp v Bce coObITHS, COfepsKallliecs: B HeM, HeMeJIeHHO yAaJIsITCS.

Ecnmu kanmeHpapb ynasnseT OpraHM3aTOp COOBITHS, B TOM YHKCJe I[IOBTOPSIONIErocs, Bce

Y4dCTHHKH IIOJIY49alOT ITMCbMAa-yBeJJOMJIEHUA 00 oTMeHe COOBITHS.

Al .
4N V maneHHbIM KaleHaaph U COOBITHS B HEM BOCCTAHOBUTH HEBO3MOJKHO.

VAL

7.2.13 IlpenocTaBUTH JOCTYI K KaJIeHAAPIO

[Tosb30BaTenb MOXeT INPeAOCTaBUTh AOCTYNl K CBOeMy KaJleHIapio CBOUM KoJlleraM —
I10JIb30BATENISIM C BHYTPeHHUMHU aJipecaMy 3JIeKTPOHHOM II0OYTHI, a TakXke IPyIIaM I0JIb30BaTesleHn,
ec/IM OHM ObUIM CO3[JaHbl aIMUHKCTPAaTOpPoM. IIpyu 3TOM MOXHO BbIOpaTh OJIMH W3 NpUBEIeHHbIX B

Tabnuile ypoBHel Aocrtyna (Habopa mpaB):

Orpanuyen OTBercTBeH
Posnb nosnb3oBaresis HBIN Yurartens | PemakTop HBIN Coguapener
4HTaTeNh penaxkTop
[IpocMoTp Ha3BaHMI COOBITHH U
CTaTyca y4acTus \/ \/ \/
[TpocMOTp COBBITHIA \/ \/ %

HM3meHnenue coObITUH

OtMeHa COOBITUI

[ [puHsATHE/OTKIIOHEHHE
MpUTJIANIeHHH Ha yJacTre B
COOBITHSIX

SENNINES
SNENNINES
S
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[lepemerienre cOOBITUIM MEXITY
TOCTYITHBIMY KaJIeHJapsIMU

Co3gadue coObITU

AN
AN

M3ameHenue cratyca y4actus (OT
CBOEro MMeHH WX UMEeHU
BJIaJIeIIbIIA)

<

Haznauenue [IBeTa KajleHJaps

3meHeHvie Ha3BaHUS KajleHIapsa

HazHnaueHue kaseHapeM 1o
YMOJTIaHUIO

Y naneHve xaneHaaps

[IpemocraBnenye nocTymna K
KaJIeHJ]apIo JPYT'UM I10JIb30BaTelIsM

CSINS KIS SIS

@ * — B ommuue OT Jpyrux poJjed, CoBiajiesel] TakXkKe UMeeT IOCTYN K YaCTHBIM U CKPBITHIM
COOBITHSM.

YroOBI IpeJOCTaBUTh NOCTYII K CBOEMY KaJleH/1apIo ClIeflyerT:

1. BbI6paTb Ha IIdHEeJIM HABUI'dAIIUW KdJIEHOdpPb, K KOTOPOMY Tp86YETCH MpeJoCTaBHUTb

TOCTYII .

2. HaxaTuem mpaBOil KHOIIKM MBIIIKA OTKPBITh KOHTEKCTHOe MeHI0 U BBIOpaTh B HeM
koMmaHay Oomuit moctyn. CrnpaBa oT paboueil 00yiacTU KajeHaaps OTKPOEeTCs TaHelb
OO61uii JOCTYN K KaJIeHapIo.
HaaTb kHOmKY Jl00aBUTH IOJIL30BaTeJIe.

4. VYxa3zatb mosib30BaTesiei, KOTOpbIM Oy/ieT IpeJoCTaBIIeH AOCTYII K KaJleHjapio.
BribpaTh ypoBeHb OCTyIIa YKa3aHHBIX 110J1b30BaTesiel (Habop IpaB /Jis KaXKIOr0 YPOBHSI
noctyna oTobpakaeTcs IIpU ero BbIOOPe 1oJ 110jieM Y pOBeHb JOCTYIa).

6. Haxatp kHOTIKY /{00aBUTH.

[Tporecc mpenocTapieHus: 00IIero JOCTyHa K KajleHJapio B I1eJIOM aHAJIOTHYeH IPoIeccy

IpeanoCcTaB/ieHus OGHIEFO JOCTYIIA K YYeTHOM 3alKMCH I10JIb30BATENs].

7.3 JleiicTBHA C COOBITHAMH

7.3.1 Haiitu co0bITHE

[lonw3oBaTenb MoOXeT OCYHIEeCTBJIATh IMOUCK COOBITHM B JII000M OOCTYIIHOM eMYy KaJleHJjape
(BKJ'II-O‘IaH KajleHOapu C 00IITUM OOCTYIIOM, IIpedoCTaB/IEHHbIM JPYTMMH HOHBBOBaTeHHMI/I). HJ’IH

2TOro HEO6XO}II/IMO BBITIOJIHUTE CJIeyromiye JIeUCTBUS:
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1. YtoOnI HEPEﬁTH K IIOUCKY, HA’KaTb KHOIIKY » PACIIOJIO’KEHHYIO B 3dI'OJIOBKE PACIIMCaHUSA

B paboueii obsactu. CripaBa OT pacIiMcaHUs IOSIBUTCS MTaHelb IToMcKa (puc. 165).

Q =2 @ owcx coburmmi X =

Mecay og CeropgHa ¢

Br19 cp20

BeeguTte 3anpoc

Pucynok 165 — Ilanens norcka co6bITHSI Ha PpOHe KajleHAapHOU CeTKU

2. B BepxHell CTpoke IIaHeX BBeCTU 3allpocC [Jisl Moucka. [Ipy Heob6XoIMMOCTH MOXKHO
YTOYHHUTB 3aIpoC.
Haxatp kiaBuiry Enter, 4To0BI 3a1TyCTUTh IIOUCK.
4. Brpmomnssercs nouck. [Io 1aHHBIM, COOTBETCTBYIOUIUM 3aIlpoCy, IOMCK IIPOU3BOJIUTCS B
CJIeqYIOLUX IOJISIX 3aIIMCH O COOBITHM:
— Ha3BaHUe;
— OIMCaHUe;
— YYacCTHUKH COOBITHS;

— OpraHM3aTop.
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CO6BITI/I$I, IIapaMeTpPhbl KOTOPBIX COAep>KaT WCKOMBIN TEKCT, 0T06pa>KaI-OTCH B BHJle CIIMCKAa
MUHU-TIAHeJIer, a TeKcCT, COOTBETCTBYIOILII/Iﬁ IIOMCKOBOMY 34dllIpOCy, BblIe/IdeTCqa
OCHOBHBIM IIBETOM IIBETOBOM CXEMHI. HaBI/IFaHI/IH B CIIMCKe OCyHIieCTBJIdeTCs C IIOMOIIbO
KOJIECHKA MBIIIH 100 C IIOMOIIbIO KJIaBUII KYpCOpd: HAXXWUMdATb «l» IJId 11epeMelieHus
BHU3 110 CITMCKY U «T» — UL I1IepeMellieHus BBepx.

HaxxaTb Ha MUHH-TIaHeIb HeO6XOI[I/IMOI‘O COOBITHS OOVH pa3 — 3dlliChb O COOBITUH

BBIZIEJIUTCS B sidelike B 00JIaCTH PAaCIIMCAHUs, @ eCJIM BbIOpaHHOe COObITHe OTHOCUTCS He K

TeKylmeMy Mecdny, TO IIdHeJlb KdJIeHIdpsa IIePeKJIIOYUTCA Ha MecCdl COOBITHS. HpI/I
IIpOCMOTpPe PpacCllMCaHUA Ha TI'OJ] OeHb COOBITHS He BbiaessgeTcsda, OJHAKO Ha IIdaHeIHu
KajieH[Japs OTKPbIBAETCA MeCAdll, K KOTOPOMY OTHOCHUTCA BbI6paHHOE coObITHE.

Haxatb Ha MMHU-TIaHE]Ib BbI6paHHOFO pe3yjibTaTa IIOHWCKa [OBaXXIbl, YTOOBI OTKPbITb

KapTO4YKy COOBbITHSI. B 3aBUCHMOCTH OT CBOEl POJIM MOJIb30BaTeslb B KAPTOUKe COOBITHS

CMOXeT ero o0paboTaTh:

— OpraHM3aTopy COOBITHS JOCTYIIHO ero M3MeHeHHe U OTMeHa;

— Y4YaCTHHUK COOBITHS CMOJKET I[aTb/I/ISMeHI/ITb OTBeT Ha IIpHUIJIalllIeHne 6o YOAJIIUTh

COOBITHE U3 CBOETro KaJIeHdapA.

8. YT06bI 3aKPBITH [TaHEJIb TIOMCKA, HAXKaTh KHOMKY .

HalinenHple 3amucu OTOOpaXKalOTCSl Ha IIaHelM IIOMCKa B pabodeil obsacTé B BUJe

OCIeJOBaTeIbHOCTH MMWHH-TIAHeJIeH. PeBy'J'IbTaTbI COPTUPYIOTCA II0 pejieBaHTHOCTU W BpeEMeHU

CO3daHH:

B HaA4ajle CIIMCKAd BBbIBOJSATCS CO6I)ITI/ISI, IapaMeTpbl KOTOPBLIX Haubojee TOYHO

COOTBETCTBYIOT 3dIIPOCY, a4 eCJIM TAKUX COOBITHI HECKOJIbKO, ITepBbIMHA 6y,Hy'T ImpeacTaBJIEHbI CaMble

paHHHE 13 HUX.

HaﬁHEHHLIe COOBITHS IPpYHIIMPYROTCA 110 OdTe, Hd KOTOPYHO OHU Hd3HdYeHbl: MHUHU-IIdHEJIN

COOBITHH, OTHOCSIIMXCS K OJHOMY JIHIO, OTOOPaXKarOTCsl 1OJ] OOIIMM 3aroJiOBKOM C YKa3aHUeM HUX

JaThl IIpOBeleHHr .

Ha munM-n1aHensix oTo6pakaroTcs cieyrolye mapaMeTpbl COOBITHM:

1.

Kanenymapp, k KOTOPOMY OTHOCHTCSI JaHHOe COOBITHe, U CTaTyC 3aHATOCTH —
OTMeYaroTCd C IIOMOIIBI0 IIOJIOCHI  CJIeBa: II0JIoCa  OKpalllMBaeTcsd B [BeT
COOTBETCTBYIOIIETO KaJjleHJlapsl B CTHJIe BEIOPAHHOTI'O [10JIb30BaTesieM CTaTyca 3aHSTOCTH.
WM wu aBarap OpraHu3aTopa, KOTOPBIM JOMOJIHSETCS CIelWaJIbHOM OTMETKOW,
OKpallleHHOW B IIBeT KaJjleHJapsi COOBITHS M 0003HAYaroIIel CTaTyC y4acTWsl B JAHHOM

COOBITHH BiIa/Ziejiblld IIPOCMATPUBAEMOI'0 KaJIeHddps:

@ — II0JIb30BATEJIb ABJIIETCA OPraHU3dTOPOM CO6I)ITI/I$[;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2025

181



® MaiLion

SEEERCLENE S

7.
8.

@ — I[I0JIb30BaTelb MPUHSUT TpuriaiieHude, BbiOpaB orTBeT Iloiimy, u sBisercs

Y4aCTHUKOM C06BITI/IH;

@ — II0JIb30BaTeJIb IIPHUHAJ IIpHUIJIdIIEeHUE, BbI6paB OTBeT BOBMO)KHO, 1 SABJISIETCS

IMMOTeHIIWUAJIbHbIM Y4dCTHHKOM COﬁbITI/I}I;

@ — TI0JIb30BaTellb MpUIJIallleH Ha COOBbITHe, HO TIOKa He Jlajl OTBeT OTHOCHUTEIbHO
CBOEro y4acTHsl.

HazBanue cobObITHS (ITOJIHOCTBIO WK YaCTUYHO).

KHnorika moBTopsitotierocst CoobITHs (ITPY HAIMYKK JAHHOTO TIPU3HAKA).

KHnorika ypoBHst BakHOCTH (117151 ypoBHeli Boicokas BaxkHoCTh 1 HU3Kas BaXKHOCTD).
Bpewms cobbiTus mubo otMeTka Bech meHB 111 COOBITHM, JITIAITUXCS BECh JIeHb; HAJIIHCh
OKpallleHa IIBeTOM KaJjieH/aps, K KOTOPOMY OTHOCHUTCSI COOBITHE.

HmeHa nonb3oBaTesie Ajisi y4aCTHUKOB COOBITUS (TTOJTHOCTHIO WJIM YaCTUYHO).

TekcT onmcanust Ajisi COOBITUS (ITOTHOCTBIO WX YaCTUYHO).

[Tpy HeoO6XOAMMOCTHM MOXHO YTOYHHTH IOMCKOBBIM 3ampoc. [jsi 3Toro mnprUMeHsIoTCs

JIOrn4eckue orepaTopsl, IIpUBeJeHHbIE B pa3Jesie HaDaMETDbI YTO4YHEeHHM ITIOMCKOBOI'O 34IIPpOCA.

7.3.2 HaiiTi coOBITHE 110 HA3BAHUI0 BJIOMKCHUS

Haxxatb KHOTIKY Q (ITouck) B Paboueit obnacTu.

BBecTu Ha3BaHUe BIIOXKEHUSL.
Haxartp knaBumy Enter. OTobpassitcs Te COOBITHS, B KOTOPBIX 3allpOC COBIIAJAeT C

Ha3BaHUeM BiioxeHul (puc. 166).
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Nexe Hepnena  PafBouyas Hepena  Mecay loa < CerogHn >

»

3aeTpa

Bri1 Cp12 Yr 13 Mr 14 615 MnaHMpoBaHKe

»

MatHuuya, 14 oktabpa 2022 r.

Bcrpeua ampekumu

Pucynok 166 — ITouck 1o Ha3BaHUIO BIIO>KEHUU

HOMHI/ITe, ITOUCK BBIIIOJIHAETCA CO CJIeAYIOIIUMHA OTPAHUYEHUSAMUA:

— TOJIbKO I10 Ha3BAHHIO, d He 10 KOHTEeHTY BJIOXKEHUU;

— IIpHY IIOJIy4YeHHWH CITMCKa COOBITHH BJIOXKeHUS He II0CBEeYrBAIOTCA.

7.3.3 ®uabTPOBaATH COOBITUA

[Tonb3oBaTens MoxeT GUILTPOBaTh OToOpakaemble B KaneHmape coObITHs 10 TUmaM. Jliis

3TOro H€O6XO,[[I/IMO BBITIOJIHUTD CJIeAyroniye JIerCTBUS:

1.

HaxaTb KHOMKY \Y4 (PunbTp COOBITHIT) HA TMAaHed WHCTPYMEHTOB HaJl paclUCaHUeM
COOBITHM, YTOOBI OTKPHITH NIaHeJNb pubTpanuu (puc. 167).

VYcraHoBUTH (IIa’KKM HAIIPOTUB THUIIOB COOBLITHM, KOTOpPble TpeOyeTcsi oToOpaXkaTh (Wiu
CHSTH (JIAXKKY HAIIPOTUB TUIIOB COOBITHI, KOTOPBIE CJIeIyeT CKPBITh):

e Bce — Bce coObITHS;

e HeoTBeueHHble — 6e3 OTBETOB Ha NPUTJIAIIEHUS;

¢ IlpunaTHIe — NpUrjalleHys Ha y4yacTHe TIPUHSITHL;

¢ Bo3moikHBIe — COOBITHS, Y4aCTHe B KOTOPBIX CTOUT TI0J] BOTIPOCOM;

¢ §I opranu3aTop — cOOBITHSI, CO3/IaHHBIe CAMUM I0JIb30BATEJIeM;

e OTKJIOHeHHBIe — IIPUIJIAIIIeHYs] Ha Y9aCTHe OTKJIOHEHbI;

e OTMeHeHHBIe — COOBITHS, OTMeHeHHble OPraHU3aTOPaMH.

I_HeJ'IKHYTI) MBIIIBIO B 00/1aCTH PacClinCaHu, YTOOBI 3dKPbITh ITaHEJIb Cl)I/IJ'IpraI_II/II/I.
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Pucynok 167 — Cnucok ¢uiibTpoB 11t COOBITHI

7.3.4 IlocMoTpeTh 1 00padoOTaTH NMpPUIJIALIIEHHE

[Tonb3oBaTeny, KOTOpble OBLIM yKa3aHbl OPraHU3aTOPOM B KadyeCTBe yYaCTHUKOB COOBITHS,
MOTYT BBIOpaTh OIWH K3 C/IeyIOIMX BapUaHTOB OTBeTa HA INpUIVIAlleHWe Ha 3TO COOBITHE:
IIpunsars, BoamoxkHo 11 OTKJIOHUTS.

CobbITusi 0TOOpaXkatoTCS B PACIMCAaHWM Cpa3y >Ke II0Cje IOCTYIJIeHUS! IpUrJallleHrs B
IIOYTOBBIM SIIUK, IO3TOMY IIPOCMOTPeTh IpHUIVIAllleHHe W OTBeTUTb Ha Hero I0JIb30BaTelb MOXKEeT
OJIHKM U3 JIBYyX CIIOCOOOB:

1. BribpaB onmuio B MMCbMe C TIPUTJIAllIeHUEeM.

2. OTKpBIB KapTO4YKy COOBITHSI B COOTBETCTBYIOIIEM sdeiike o6jacty pacnucaHus. B

KapTOYKe COOBITHSI OTBET HA TpHUIVIALIIeHHWe MOXHO [IONOJHUTh KOMMeHTapueM —
CTPOKOM C CONPOBOJIUTETHHBIM TeKCTOM JUTHHOH J10 1024 cUMBOJIOB.

s paboTel B HeCKOJIbKMX Opay3epax WIM KiMeHTax (HampuMmep, no nporokony [IMAP)
MpelyCMOTpeHa CUHXPOHM3AIIUsI MeXXy BCeMU aKTUBHBIMU KJIMEHTaMU: U3MeHeHUs, BHECEHHbIe B
OJIHOM U3 KJIMeHTOB, HeMeJlJIeHHO OTOOpaXkaloTCsi B OCTaJIbHBIX KjMeHTax. Hampumep, eciu
MOJIb30BaTe/Ib MPHUHHAMAeT IMpUIJIAllleHne B OJJHOM M3 Opay3epoB, COOBITHE IOJIy4aeT OTMEeTKY

HpHHﬂTB BO BCeX OTKPBIThIX 6pay3epax U KJIMeHTaX.
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Ilocne mosiBaeHMs 3alMCh O COOBITHMH B 00JIACTU pPAaCIIMCaHKA 0To6pa)1<aeTc;1 MMpO3pavYHbIM
MMPAMOYT'OJIbHUKOM C ITYHKTHPHBIMU I'PAaHHUIIAMHU [IB€Td OCHOBHOI'O KajieHdapsl.

ITocne oTBeta monb30BaTeNss Ha npuriiaiienyve 34dIuchb O COOBITUH MeHsSIeT BU:

— [Ipu BbIOOpe oTBera IIpHHATH, 3alMChb OTMeYaeTCs WKOHKOH I 3QJIMTON [IBETOM

OCHOBHOI'O KaJieHdps.

— [Ipu BeIGOpe oTBeTa BO3MOKHO, 3aII1Ch OTMEYaeTCsi UKOHKON 2

Kak opranuzatop coObITHS, Tak W IpUIJIAllleHHble YYaCTHUKA MOTYT BBIOpaTh Ipyrue
CTaTyChbl 3aHATOCTH C MOMOIIBIO 1o [[]) GOpMbI CO3MaHUs U pellakKTUPOBAHMS JIMO0 KapTOYKK
COOBITHSL.

B 3aBHCMMOCTH OT OTBeTa NPUIJIAllleHHOT'0, B KAPTOUKe COOBITHSI MOJUPHUIIUPYETCS CIIUCOK B
1ojle YYaCTHUKM: CO3JJaI0TCsl CIIMCKU NPUHSBIINX IPUIVIAllleHue, He NIPUHSBIINX IIpUIJIallleHre U
He 00pabO0TaBIIMX NPUIJIAIIeHHe Y9aCTHUKOB.

Ecnu nonb3oBaTens ykazan oTBeT OTKIOHHTD (JIM0O0 BOCIIONb30BaJICS QYHKIMEN yaleHUs
B KapTOUKe COOBITHS), TO 3alIUCh O COOBITUM MCYe3aeT U3 00J1aCTH paclMcaHMs y4aCcTHHKA, ITMCbMO C
IIpUIJIallleHueM Ha 3TO COObITHe IepeMellaeTcs B manky KopsuHa, a opraHusaTopy IPUXOIWT
IIMCHMO C OTIOBellleHHeM 00 0TKa3e U KOMMeHTapueM (eciii y4aCcTHUK ero o0aBuI).

[Tpy HEOOXOOMMOCTH Y4YaCTHHMK COOBITHSI MOXeT M3MeHWTb CBOW OTBeT, BBIOpPaB IPYIyIO
OIIMIO KaK B IKMCbMe C IIPUIVIAIIIeHHeM, Tak U B KapTouke cobbITHs. Vi3MeHeHMe cTaTyca y4yacTus B
00J1aCTH pacnmMcaHUsl TakXe MOXXHO COIIPOBOXKAAThb KOMMeHTapueM. MeHSTh CTaTyC ydacTus U
N00aB/IATh K HeMy KOMMEeHTapui y4aCTHUK MOXXeT MHOTOKPaTHO.

[Tocme kaxmoro wu3MeHeHWsT B IIOYTOBBIM SIIMK OpraHM3aTOpa IIOCTyIaeT IIMCbMO C
yKa3zaHHeM HOBOI'O CTaTyca y4acCTUs U KOMMeHTapueM (eciid YYaCTHUK BBeJl ero).

Crpoku ¢ mHbopMalyel o0 craTyce y4aCTHsl B TaKOM IMCbMe JIOIOJIHSIIOTCS WKOHKAaMU U

BbIIEJIAIOTCA IBETOM B COOTBETCTBHUHU C OTBETOM IIPUTIIAIIIEHHOTI'O:
— HKOHKa 0 M TEKCT 3eJIeHOI'0 IBETd — JIA ITPUHATBIX HpHFJ’IaHIeHHfI;
— HWKOHKa M TEeKCT OpPaH’>KeBOrI'o BeTa — JId IIpeBapUTe/IbHO IIPUHATBIX HpHI‘JIHI.HQHHIZ;
— HWKOHKa @ M TEKCT KPaCHOI'0 I1BeTa — VI OTKIIOHEeHHBIX HpPII‘JI&HIGHPIIZ.

Bo3MOXHOCTh M3MEHUTL CBOH CTAaTyC Yy4dCTud IIpollajdeT, eCJIM OpPrdHU3daTOpP OTMEeHWJI

coOnITHe.

B Cjlydae OTMEHBI COOBITHS 3aIliCh B KajieH[Jdpe Y4YdCTHHKA II0JIy4deT OTMETKY CoObITHE
OTMEHEHO OpPraHu3aTOpoM M eMy IIOCTyIlaeT IMMCbMO C YyBeJOMJIeHHeM 00 oTMmeHe MO0 C

OIMCaHueM COOBITHS Oe3 BAPHWAHTOB OTBETA Ha IIPpUTJIdIIIeHUE.
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[Topsimox momydeHWsT WU TPOCMOTpa NHCEM C TMpUrJallieHheM COBMAJiaeT C TIOPSAKOM
MOJTy4eHUsT W TIPOCMOTpPa OOBIKHOBEHHBIX MHCeM. Pa3nuywie COCTOUT B TOM, YTO IIHMChbMA C
TIPUTJIAIIIEHUSIMH B CITUCKE TIMCEM OTMEYAlOTCsS WKOHKOH =~ , a B TeMy IHMCbMa COOTBETCTBYET
HAa3BaHUIO COOBITHSI.

B nmucbMme ¢ npurnariedrieM oTo6pakaroTCsl CBeJIEHUS O TIPeJICTOSIIeM COOBITHM U BapUAHTHI
OTBeTa Ha npurJaiieHue. HaxkaTh Ha mogxo iy BapuaHT oTBeTa (puc. 168).

CoeeLwaHue

a.smirnov o ¥
1, 07.09.2020,10:10
Enena CmupHoBa

«

CoeeuiaHune

Korga: nx, 07.09.2020, 10:00— n, 07.09.2020, 11:0C
YYaCTHHKM: @ Enexa CMupHoBa

OnucaHue: ExxeHefilenbHan BCTpeYa AnA NNaHUPOBEHHA

HE nownay
Pucynoxk 168 — Ilpurnamienve Ha coObITHE C BHIOpAaHHBIM OTBETOM B03M02KHO

OpraHu3aTop MOTYYUT MUCHMO C yBefioMmyieHueM (puc. 169).

CoeelaHue

Enena CmupHoBa O 3 :
yt, 10.09.2020, 13:43

a.smirnov

«

Coeeuwianune

Korga: nu, 07.09.2020, 10:00— nw, (
YyYacTHUKK: e Enexa CMupHoBa

Onucanue: ExxeHenensHas BCTpeYa gna NNaHWpoBaHua

© YdyacTHuk EneHa CMupHOBa NpefBapuTenbHO NPUHAN

® CoBelaHue

@® 07.09.2020 10:00

€ ics

invite
Pucynok 169 — YBenomiienve 06 oTBeTe y4aCTHHUKA COOBITHS

OpHOBpEeMeHHO C IpUIJIallleHreM, 3alMCh O COOBITHM MOSIBIISIeTCS] B PACIIMCAHUY YYaCTHUKA.
[IpocMmoTpeTh mapaMeTpbl COOBITHS, BLIOpATh OTBET Ha MpUIJallleHue U J0OABUTbh KOMMEHTapUi K

CBOEMY OTBETY II0O3BOJIAET KaPTO4YKa COOBITHS.
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Yto6b1 06paboTaTh NmpUraiieHye B 006J1aCTU pacliMCaHusl, ClieyerT :
1. BriOpaTh coObITHe B 00JlaCTM paclMCaHWs U ILIeNKHYTh 0 Hemy. [Ipu oTkpbITUU

KdpTO4YKd COOBITHSI 0To6pa>1<aeTc5{ B KOMIIAaKTHOM BH]IE. Ecmu HeO6XOI[I/IMO Pa3BeEPHYTH

KapTOYKYy Ha BCIO pabouyto 0071acTh, HaXKaTh KHOIIKY

2. Ecin HeobxoIMMO COIPOBOAUTH BBIOOpP CTaTyca KOMMeHTapueM JJis OpPraHM3aTopa, B
HIDKHeM CTPOKe KapTOYKU HaXKaTh KHOTIKY Y B TIOSIBUBIIIENCS 00JIAaCTH CEporo IjBeTa

BBECTH TeKCT KoMMeHTapus. UToObl CKpBITH 00JacTh BBOJAA, HaXaThb KHOIIKY
MTOBTOPHO.

3. Ecm craryc yvactusi Obl1 BbIOpAaH IpH TOJyYeHWH MHCbMA C TpUIJIallleHHueM, TO
YKa3aHHbIM paHee BapHaHT OyJleT OKpallleH B Cephid I[BeT, OCTalIbHble — B CUHUN. Ecim
IpUrjamleHre He 6bI0 00paboTaHo, Bce onmuM OyOyT OKpalleHbl B CMHMM IiBeT. Ilpu
HeoOXOMMOCTH MOYXHO BbIOpaTh BApUAHT, OTJIMYAOIIMICS OT TOTO, KOTOPHIK OBUT paHee
yKa3aH B IKWCbMe C IIpUrjaimieHueM. B KOMIAKTHOM BHJle KapTOYKU COOBITUS IS
CTaTyCOB y4aCTHsl OTOOpaXalOTCS KHONKH C WMKOHKAaMH, B pa3BepHYTOM — KHOIKHU C
HA3BaHUSIMU CTaTyCOB.

Bribpath cBoM cTaTyC y4acTus Jijisi JAaHHOTO COOBITHS:
-V (IIpunaTs);

-7 (Bo3mo:xHO);

— X (OTKJIOHHUTB).

4. Eciu cobbITHe MOBTOPSIOIIEeCs, BBIOPaTh 00BEKT st 00pabOTKHU:

— Bcro cepuio — OTBeTUTb Ha IMpUTJallieHWe Ha BCIO CEpPUI0 TOBTOPSIONMIMXCS
COOBLITUH;

— Tonbko 3T0 cOOBITHE — OTBETUThH Ha IMpHUIVIAlIIeHHe TOJIbKO Ha MpOCMaTpHBaeMoe
cobbITHE.

BribpanHasi omniys B KapTOUKe OKPACHUTCS CEepbIM IIBETOM, a OPraHU3aTOpPy COOBITUS OyjeT
OTIIpaBJIeHO TIMCHMO C YBeJIOMJIeHHUEM.

[Tpu npocMoTpe coOBITHS B 06J1aCTH pacIiMcaHUsl MO>KHO BbIOpaTh JleliCTBHe, OTIIMYatoIeecs

OT TOT0, KOTOpPOe TI0JIb30BaTellb YKa3ajl B MUChMe C IIPUTJIAIIeHUEeM.
[Ipu pabote B yuderHou 3amnucu [10 Mailion ¢ nByms win 6ojiee OYTOBLIMU SIIUKAMU B

iji\'\ nmoytoBoM KieHTe Mozilla Thunderbird mnpurmaiienvus B KajeHmape OTOOpaXkarOTCs
HEKOPPEKTHO.
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7.3.5 IlocMoTpeTh u 00paboTaTh KAPTOYKY COOBITHSA

Kak opranuzatop coObITHsI, TaK M ero y4aCTHMKA MOTYT IIPOCMaTpuBaTh U 0OpabaThiBaTh
KapTOuKy cobbiTHs. [Ipy mpocMoTpe KapTOYKM OpraHM3aTOpP MOXKeT O3HAKOMUTHCS C aKTyaJbHbIM

CIIMCKOM YYaCTHHUKOB, IPOCMOTPETh U OTPeaKTUPOBaTh HEKOTOPbIe IapaMeTpbl COOBITHSI, @ TaKXKe

neperTH B $OpMy CO3[aHUs U PeJIaKTUPOBAHUS JJIs BHECEHUs! TAJIbHeUIIINX U3MeHeHUM. Y 4YaCTHUK
MO>KeT BbIOpaTh OTBET Ha MIPUIJIallleHre M COITPOBOXK/IATh ero KOMMeHTapyeM JIjisi OpraHu3aTopa.

HJ’[H IMPpOCMOTpPa KapTO4YKH COOBITHSA cllefyeT HAXAaTb Hd Hd3BdHHE COOBITHSL B 00JIACTH

pacroucanus. [Ipy HEOOXOAMMOCTH C TTOMOIIBI0 KHOTIKH MOJXHO pa3BepHYTh KapTOYKy Ha BCIO
pabouyto 06J1aCTh.
CobpITHs, MMeIOIIWe BJIOXKEHHWs, OTMeYeHbl 3HA4YKOM . Tumel aiios, U KOTOPBIX

BO3MOXeH HpeHBapI/ITEHLHbII)'I IMPpOCMOTP, AHAJIOTUYHBI BJIOKEHUWIM IMKMCbMd.

Pabota ¢ momamu KapTO4YKH JII OPraHM34aTOpPd dHAJIOTHUYHA pa60Te C COOTBETCTBYIHOIIMMU
IIOJIIMH (l)OprI CO31daHUA U pelaKTUPOBaHUA COOBITHH:
1. HJ’IH ImepeHocCa COOBITHS B I[perfI KaJleH1dapPb, HA’KdThb KHOIIKY -, paCHOHOXeHHbIﬁ CIIpaBa

OT UMEHU KaJIeHaps B 3alr'0JIOBKe, 1 BbIGpaTb HY)ICHBIFI KaJieH[1aPb.

2. HaxaTb KHOTIIKY @ ", 9TO6BI 33/1aTh WIX U3MEHUTh YPOBEHb Ba)KHOCTH ISl COOBITHSI.

3. Ilpm pemakTUpOBaHMM IOBTOPSIOLIETOCS COOBITHS C IIOMOIIBIO IIepeKJIroYaTesis G
(IToBTopsiercst <Ilepuox MOBTOpeHUSA>) YCTAHOBUTHL OOBEM BHOCUMBIX W3MEHEHUH:
Ha)kaTb KHOIKY Bcs cepusi, 4ToOBl BHOCHMBle M3MeHEeHUs IOBJIMSIA Ha BCe COOBITHS
JAHHOM cepry, W00 MO KHOIIKe JTO COOBITHE, YTOOBI OTPeAAKTUPOBATh TOJIKO OJIHO
COOBITHe B cepyH (KapTOo4yKa KOTOPOT'O OTKPHITA B JaHHBIN MOMEHT).

4. TIpy IPOCMOTpe KapTOYKU B KOMITAKTHOM BapHaHTe HaXaTh KHOIIKY 2, UTOGBI IEPETH K
IIPOCMOTPY UH(OPMaUU 06 y9aCTHUKAX COOBITHSI.

5. Ilpm HEOOGXOAMMOCTHM MOXXHO U3MEHUTb HACTPOUKHM 3aHATOCTU W IMPOCMOTPETb TEeKCT

OIIMCaHUsA OJId COOBITHS.

6. HaxaTtp kHODKY | * (OTMeHHTB), eCiii HeOOXOOMMO IeperTH K OTMeHe COOBITUS.

7. Haxatb KHOIIKY [, 4TOOBI ITleperTH K PpopMe CO3/1aHNs 1 PeJJaKTUPOBAHUS COOBITHH.

HEPEH 1mepexoaoM K pedaKTHPOBAHUIO ITOBTOPAIOIIETroCd COOBITHS TIOSIBUTCS MEHIO,

MI03BOJIsIIOIIIee BbIOpaTh OOBEKT, KOTOPBIN ITPeJICTOUT U3MEHUTh:
— Bcro cepuio;
— Tonbko 3TO COOBITHE U3 CEpHH;

— 9To0 u nocyeayome COOBITHS.
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I[JIH Y4daCTHHKA pa60Ta C TIOJIIMHU KapPTO4YKU dHAJIOTHYHA pa60Te C COOTBETCTBYIOIIUMU

1oJIIMA GOPMBI CO3[aHUSI U PeJJaKTUPOBaHUsI COObITHH. [Ipr He0OXOUMOCTH C MOMOIIBI0 KHOIIKA

MOJ)XHO OTKPBITb KapTOYKY JIJISl IPOCMOTPa MOIHOCThIO (puc. 170):

< [ Calendar ~ sSos i
@® C(CosewaHue O -~
OpraHusaTtop
@© 07 cent, nn. 10:00 — 11:00 a.smirnov
Bkl yuacTeyete
ey

s Kaxnywo Hepento

»

He otBeTunn : 1

310 cobeitve  Bca cepus o EneHa CMupHoBa

0O6azaTensHo

D 3awar -

= ExenepenbHas BCTpeYa A/1s niaHMpoBaHus

Pucynok 170 — PacmvpenHoe otobpakeHre KapTOUKUA COOBITHS

1. Jlng mepeHoca cOOBITMSS B JPYrod KajleHJapb CjelyeT HaXaTb KHONKY ™,

PacCo/IOXKeHHYIO CIIpaBa OT Ha3BaHUWS KajleHdaps U BbI6DaTb HY>KHBIM KaJIeHAAPDb.

2. Haxatb KHOIIKY @ -, YTOOBI 3a1aTh WIN U3MEeHUTb YPOBeHb BA’KHOCTHU COOBITHS.

3. Haxatp kHOnKy Besti cepusi, 4TOObBI BHOCHMMBIEe U3MeHEHHUs TOBJIMSJIIM Ha BCe
TIOBTOPSIIOIITHECS COOBITHSI, JTUOO IO KHOIIKEe JTO COOBITHE, YTOOBI OTPeIaKTHPOBATh

TOJIBKO OJHO COOBITHE B Cepuu.

4. TIpu IPOCMOTpE KapTOYKM B KOMIIAKTHOM BAPUAHTe HAaTh KHOIIKY 22, 4TOGBI [IEPeiTH K

pocMOTpy uH$popmMaruu 06 ydacTHUkax cobbrtus (puc. 171).

< [ calendar ~ VA ‘ Y

OpraHusaTtop

a.smirnov
Bbl yqacTeyeTe

He otBeTnnm : 1
Enena CmMupHOBa
Ob6szaTensHo

Pucynok 171 — IIpocMoTp cnivcka y4aCTHUKOB B KOMITAKTHOM KapTO4Ke COOBITHS

»
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8. HpI/I HEO6XO,[[I/IMOCTI/I MOXXHO W3MEHHUTb HACTPOMKU 3aHSITOCTH, HapaMeTpPhl IPUBATHOCTHU

M TeKCT OINMMCAaHUA OJIs COOBITHS.

7.3.6 IIpuHATH U3 BHeNIHel CHCTEeMBbI

[IO0 «Malion» mno3BONsIET MOIB30BATENSIM BHEIIHUX IIOYTOBBIX CHCTeM OOpabaThIBaTh
IpyraileHys Ha cobbiTusi, chopMUpoBaHHbIe B KasleHAape cuctembl 110 Mailion, naxe ecinu Bo
BHEIIIHIOIO [IOYTOBYIO CUCTeMY He MHTeIPUPOBaH COOCTBEHHBIN KajleHAaphb.

Ecnmu B kavecTBe y4yaCTHHMKA COOBITUS YKa3aH BHEIIHWUW TI0JIb30BaTeNlb, TO TaKOM
10JIb30BaTeJb MOTy4YaeT MUCbMO C MpHUIVIAllIeHWeM, COIep>KallliM OCHOBHbIe IlapaMeTpbl COOBITHSL U
KHOIIKM i OTBeTa Ha mnpuriaiieHve: IIpunarb, Bo3moxkHo (IIpUHSATH 10J BOIPOCOM) U
OtknonuTh. [Ipy HaxkatTMu Ha /MIOOYI0 M3 3TUX KHOIIOK OCYIIECTBJISIeTCS Iepexoji K CTpaHHIle
BebO-uHTepderica 110 Mailion, Ha KOTOpO¥ MOIb30BaTEIh BHEITHEH CHUCTEMbl MOXKET TMPOCMOTPETh
kapTouky CTaTyc y4acTus.

Ecnm Bo BHelllHel cucTeMe eCThb KajeHAapb, TO, TOMUMO GOpPMbI ¢ KHOIIKaMu cuctemsl [10
Mailion, B yBemomiisomeM @HMCbMa oOToOpakaeTcs ¢opMa BHeIIHel I[I0YTOBOW CHCTEeMHI,
MIO3BOJISIFOIASI BBIOpATh OTBET Ha MpHUIVIAllIeHHe U JIJIsl KajleHJjapsl BHelllHel CUCTeMBbl.

[Tocne Boibopa B ¢popme 10 Mailion BapuanTa Ilpunars viv Bo3MoxkkHO B HOBOM OKHe
OTKphbIBaeTcsi cTpaHuna CTaTyc ydacTHs, B KajleHJlape BHeIIHel IOYTOBOM CHUCTEeMbl IMOSIBIISIEeTCS
3aMych O COOBITMM (eciy KajleHAapb HAaCTPOeH). Y opraHu3aropa 3alluch O COOBITMM B KajeHape
[10 Mailion mogudunmrpyeTcsi B COOTBETCTBUU C OTBETOM IPUIVIAIIEHHOTO, @ B TOYTOBBIN S1mukK [10
Mailion nocTymnaeTt nucbMo, yBeAOMIISIIOIee OpraHu3aTopa 00 OTBeTe BHEIIHEero M0JIb30BaTelIsl.

Ecnmu Bo BHelHel cucTeMe HeT KajleHJapsi, TO [IJIs IPUIJIAIIeHHOTO TI0JIb30BaTeis
orobpasutrcs crtpanuna CraTryc ydyacTusi, B KajeHJape OpraHu3aropa 3allUCb O COOBITUMA
MOAUUIIUPYeETCs, a TMCBMO C YBeJIOMJIEHHeM He OTIIPaBIISIeTCSl.

Ecnu opranuzatop peflakTUpyeT IapaMeTpbl COOBITHSI, MOJIb30BaTeslb BHEIIHEeH CUCTeMBbI
MoJIy4aeT MUChbMO C OIOBeIeHNeM O BHECEHHBIX U3MEeHEeHHSIX.

[lonb3oBaTenb BHeIIHEM CHUCTeMbl MOXeT M3MEeHUTh OTBET Ha IIpUIVIallleHWe B JIF000M
MOMEHT, IOKa COObITHe He OyAeT OTMeHeHO OpraHu3aTOpoM. B TakoM cilydae mpu mepexojie Ha
CTpaHMIly CTaTyCa y4aCTUsi OTOOpakaeTcsl yBeJioMjieHHe 06 0OHOBIEHUH COOBITUS.

B Bepxseii crpoke kaprouku CTaTryc ydactusa oTobpakaeTCs CTaTyC yd4acCTus
MIPUTJIALIEHHOTO T10JIb30BaTeJIsl, JOIIOJIHeHHbI MKOHKOW U BbIJIeJIEHHBIN I[BETOM B COOTBETCTBUU C

OTBETOM IIpUIJIallIeHHOI'O:
— HWKOHKa 0 M TEKCT 3eJIEHOI'O IBeTa — JId IIPUHATBIX npnrnameHHﬁ;

— HWKOHKa " TEKCT OPdH’KEeBOT'O IBEeTa — JI IpeIBapUTEeJIbHO IIPUHATBIX HpHFHHMEHHﬁ;
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— HWKOHKa @ M TEeKCT KPACHOI'O IBeTad — Jid OTKJIOHEeHHBIX HpHI‘H&IHGHHfI.
KapTqua CTaTyC Y4acCTHud COAep’KUT Cclieyroniye CBeJeHUd:

— Ha3BaHUe COOBLITUS,;

— [JaTy ¥ BpeMd Ha4ddJld CO6BITI/ISI;

— IEepHOJIl TOBTOPeHUs COOLITHS (EC/TM OHO TIOBTOPSIETCS).

7.3.7 OTMeHUTH WIHN yIAJIUTH COOBITHE

YI[E:U'[I/ITB COOBITHE MOXKeT Kak OpraHn34aTOop CO6bITI/I$I, TaK U ero Y4aCTHHKH.
Y4acTHUK COOBITUSL MOXET OTKJIOHUTh IpurijialiieHre Ha CcoOBITHE (I[a)Ke eCcJIn paHee

MpUIIalleHre ObII0 IIPUHATO) U yOaJIuTh ero U3 COOCTBEHHOI'O KaJiIeHdap4. OpraHH3aTop IIpHu 5TOM

IoJTy4aeT IIMCbMO C yYBeJloMJIeHHeM 00 OTKa3se I10JIb30BaTeJisl OT y4acTHsl.

Ecnu opranuzatop ykaszaH B KaueCTBe eIMHCTBEHHOTO YYaCTHUKA COOBITHS, OH MOXET
yAQJIUTh COOBITHE U3 CBOET0 KajleHapsl.

Eciu  y4JacTHMKOB HeCKOJIbKO, OpraHM3aTOpP MOXeT OTMEeHUTb COOBITHe Uil BCex
JIeHCTBUTEJIbHBIX U IIOTEeHIIUAJIbHBIX YYaCTHUKOB.

Bce yyacTHUKY TPy 3TOM MOJTy4YaloT MUCHMO C yBeIoMJIeHHeM 00 OTMeHe, 3aliCh O COOBITUU
B KaJleHJlape OpraHM3aTopa Mc4Ye3aeT, a 3allMCU B KaJeHJapsiX OCTaJbHBbIX Yy4YaCTHUKOB
nosty4atoT ctaTyC CoObITHE 0TMEHEHO OPraHH3aTOPOM.

[Tpu oTKIIOHEHWY TIPUTJIAIIIeHUS ¥ TIPU OTMeHe COOBITHSI MOXKHO J100aBUTh KOMMEHTApUi sl
OopraHM3aTopa ¥ JpPYI'MX YYaCTHUKOB COOBITHS — COIIPOBOJIUTENIbHBIA TEeKCT JIJIMHOW [10
1024 cuMBOIIOB.

CobbITHe, y KOTOPBIX B CITMCKe YYaCTHUKOB yKa3aH TOJIbKO OPTraHM3aToOp, MOXKHO YAAJIUTH C
IIOMOIIbIO KHONKK || (YAaJuTh) B KapTOuKe COOBITUS WM B GOpMe CO3[JaHusl U pelaKTUPOBaHUS
COOBITHSI.

Jlist ynaneHus: coObITHS U3 COOCTBEHHOT'O KajleHJapsi He0OXOAUMO BBIIOJIHUTD CJIeAYIOLre
IeVCTBUS:

1. B obsactu pacnucanys BeIOpaTh 3alIMCh O COOBITUM, MOAJIeXAIyIO YaleHUI0, U HaXaTb

Ha Hee.

2. B oTkpbiBIIeiics KapTOuKe COOBITHSI HEOOXOAMMO BOCIIONIb30BaThCSl OJJHUM M3 BApUAHTOB:
— Haxatp kHOnKy || (Y JaIUTh) B HM)KHEHN CTPOKe KapTOYKU COOBITHS.
— C nomorpto kHONKM "< (PacmupuTs) pa3BepHyTh KApTOUKY COOBITHS HA BCIO pabouyto

06J1aCTh ¥ HaXKaTh KHOMKY || (YZaJauTh) B HUKHEH CTPOKe KapTOYKU COOBITHS.
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— C nomouiplo KHOIIKU (PempaxkTHpoBaTh) IepeiiTh B ¢GOpMy CO3[aHUS U

pelakTUpOBaHUSI COOBITHSI U HaXkaTb KHONKY | (Y@ajauTh) B HUDKHel CTpoke $OpPMbI
peiaKTUPOBAHUSI.

3. B xkaproukax/dopMax pelaKTUPOBAHUS ISl TIOBTOPSIOIIMXCS COOBITUM CIlpaBa OT
KHOTIKY ||| (YaaJauTh) pacliojio’keHa KHomka “~. HakaThb Ha Hee W BbIOpaThb OOBEKT,
KOTOPbIM He06X0AMMO 06paboTaTh, M3 paCKpPHIBAIOILIEr0Cs CITUCKA:

— Bcro cepuio — yaiuTh BCIO CEPUIO TIOBTOPSIIOIIUXCSI COOBITHI;

— Tonbko 3TO COOBITHE M3 CepUU — YJIAJIUTh TOJILKO IPOCMAaTprBaeMoe COOBITHE;

—3JT0 W mNocaegyome COOBITHS — YOAMUTh IIPOCMaTpUBaeMoe COOBITHE U BCe
COOBITHS, CIeAyIOIIHe 3a HUM.

3amuch 0 coObITMM (Cepusi 3amucei) HeMeJJIeHHO, 0e3 aJbHEeWIUX IOATBePXKIeHUH,

yaansieTcs: U3 kanenaaps. s oTMeHbl COOBITHS. HEOOXOJMUMO BBIIOJIHUTD CJIeAYIOIINe IeUCTBUS:

1. B obnactu pacnucanys BbIOpaTh 3alIMCh O COOBITUM, TOAJIeXKAIlyI0 YIaleHuI0, U HaXaTb
Ha Hee.

2. B oTkpbiBIIeiics KapTOuKe COOBITHSI HEOOXOAMMO BOCIIONIb30BAaThCS OJTHAM M3 BApUAHTOB:
— Haxatp kHOnKy ' * (OTMeHHMTB) B HIDKHEN YaCTH KapTOUKHU COOBITHSI.
— C nomomnipto kHONKY ' (PacmiupuTs) pa3BepHYyTh KapTOUKY COOBITHS Ha BCIO pabouyro
06J1aCTh ¥ HaXkaTb KHONKY - * (OTMeHHMTH) B HIDKHEW CTPOKe KapTOYKH COOBITHSI.
— C noMmouipio KHOIIKU (PemakTHpoBaTh) 1nlepedTH B (GOpPMYy CO3[aHUS U

pelakTUpOBaHUs COOBITHS U HaXkaTb KHONKY - * (OTMeHHTH) B HIDKHEH CTpoke (pOpMBI
pellaKTUPOBAHMSI.

3. B KapTquax/ Cl)OpMaX pedaKTUPOBAHUWA IJId ITOBTOPAIOIMIUXCA COOBITHM CIIPaBd OT KHOIIKA

(OTMeHuTB) pacrosokeHa KHOIKa . HaxaTh Ha Hero v BbIOpaTh 0O6BEKT, KOTOPHIN
Heob6XoauMo 00paboTaTh, U3 PaCKPHIBAIOIIET0Cs CIIHUCKa:
— Bcro cepuo — OTMEHHTD BCIO CEPHUIO TTOBTOPSIIOIIMXCST COOBITHIA;
— ToabKo 3TO COOBITHE M3 CePHH — OTMEHHTH TOJIBKO IIPOCMATpUBaeMoe COOBITHE;
— OT0 W ToCjAenymIHe COOBITHS — OTMEHHWTb IPOCMAaTpUBaeMoe COOBITHEe U Bce
COOBITHSI, CTIeIYIONIHe 3a HUM.

4. B HwkHel dYacTH KapTOYKU COOBITUsS OToOpa3utcsi obsjactb ceporo 1Beta. OHa
TpeJTHAa3HAY€Ha JIJI1 BBOJIa KOMMEHTapusi U CHabkeHa 3arOJIOBKOM, yKa3bIBAIOIIUM Ha
o0bekT o6paboTku (Hanpumep: OTMeHa omHOro coObITHS u3 cepumn). [lpu
HE0OXOIMMOCTH BBECTH KOMMEHTApPHUH JIJISl OCTAJIbHBIX YYaCTHUKOB COOBITHS B OOJIACTH

1101 3aI'OJIOBKOM.
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5. Haxatp kHONIKY OTMEHHTB.
3anuch 0 coOBITUM (Cepus 3alMcel) HeMeJJIeHHO YyJajMTCS M3 KajleHAaps OpraHuM3aropa.

Opranu3atop coOBITHSI MOXKET ero OTMEeHUTh OJIHUM U3 CIIeIyIOIIUX CIIOCOOO0B:
— ¢ nomoribio kaonku W (Ymanurs) popmbl co3manus v pelakTHPOBAHUSI COOBITHS;
— C TIoMoIIbI0 KoMaH/ibl OTMeHUTH cobdbITHEe MeHIO | (Enre) B kapTouke COOBITHS.

st yoanenvs cobbITUsI HEOOXOAMMO BBITIOTHUTD CJIeIyIOIIHe JIeHCTBUS:

1. B obnactu pacnvcanus BLIOpATh 3alUCh O COOBITHY, MOJJIEXAIlyI0 YIaJIeHHI0, ¥ HaXKaTb

Ha Hee.

2. B oTkpbiBIIelicsS KapTOUKe COOBITHS BBIOPaTh OIHY U3 OIIIIWN:

— Ha)XkaTh KHOIIKY | ¥ B OTKPBIBIIIEMCSI MEHIO BBIOPATh KOMaH/y YIQJIUTh COOBITHE;

— C TIOMOIIIBI0 UKOHKHM 4 TiepedTH B GOpMY CO3MAHUS U PelJaKTHPOBaHHUs COOBITHS. st
TIOBTODPSIFOIINXCSL COOBITUI Tiepe/l TMepexo/ioM OTOOpa3UTCsS MeHI0, I03BOJISIIOIIee
BLIOpaTh 00BeKT st u3MeHeHHs (Bcrwo cepuro, Tosbko 3TO codbITHE WK JTO H

nocjenywmue codbITusi). B HipkHel vacTh popMbl CO3[aHMS M pellaKTHPOBaHUS

HaxaTh KHOIKY Il (Ymanurs).

3. Jlyis NOBTOPSIIOLIMXCS COOBITUMA OTOOPA3UTCSl OKHO CIIMCOK BbIOOpAa OOBEKTa yIajeHus

(puc. 172).

Bcio cepuio

ToNbKO 3TO COBbITUE U3
cepuu 3auus

370 M nocneayoLme
cobbITHA

[% OTMeHUTb Vv

Pucynok 172 — Cnmcok Beibopa yzansieMblx 00beKTOB

4. 3anuch o cobbITUM (Cepusi 3amuceil) HeMeJlJIeHHO, 0e3 JaJbHEWINX IOATBepXKIeHUH,

ynasnsiercs U3 KajleHaapsi.

7.3.8 IlepenaTh mpaBa ynpaBjieHHS COOBITHEM

MozxHO CO31dThb COOBITHE W HAa3HAYMUTL ero OpTdaHMU3aTOPOM [pYyTroro II0Jb30BaTesid, WJIN

co37aTh MOBTOpSIONIeecss COOBITHE, OpraHM3aTopa KOTOPOIO MO>KHO MeHSTh T1I0 Mepe

BO3HHMKHOBEHUS HEO6XO,I[I/IMOCTI/I.
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[Ipu cmeHe opranu3aTopa COOBITHS:

— MOTeHIIMAJIbHBIA HOBBIM OpraHU3aTOp IMOIy4aeT yBeJOMJIeHHe Ha IOYTy O IpUIJIallleHuu
CTaThb OPraHMW3aTOPOM COOBITHUSI M MOXKET IIPUHSTh IIPUTJIAllleHHe WX OTKJIOHUTh ero;

— eCJIM OCYIIeCTBWIACH Iepefiaya IpaB yIpaBjeHUs] COOBbITHEM, BCe YYaCTHUKH I1OTy4aroT
yBeloMJIeHHe 00 U3MeHeHUH — CMeHe OpraHu3aTopa COOBITHS;

— IIpY CMeHe OpraHM3aTopa B MOBTOPSIOIIEMCS] COOBITUN, OPTraHU3aTOpP M3MEHHUTCSI He TOJIbKO
IJIs1 OTHOT'O BBIOPAHHOT'O COOBITHS, HO U JJIsl BCEX MOCIIeyIOUIMX COOBITUM 3TON Cepuy;

— YYaCTHHK, KOTOpPOMY Ilepefiajid IpaBa yIpaBJiieHUs, MOXeT IlepefaBaTh IIpaBa IPyroMy
YYaCTHUKY COOBITHS WM N10JIb30BATENII0 U3 TJI00aIbHOM afjpeCHOM KHUTH.

YTo6bI U3MEHUTh OPraHKU3aTOPa COOBITHS, HEOOXOUMO BBIIIOJIHUTD CJIeJIyIOIIHe JeHCTBUS:

1. BoibpaTsh 3anuch 0 cobbITHM B 06J1aCTH pacIMcaHus KajleH1apsl.

L
L ]
2. Haxatp kHotiky * B Kaprouke coObITHSI.

O
3. Bribpatb koMaHAy » IlepemaTs npaBa ynpasiaenus (puc. 173):

0 Kanenpaps ~

‘& OTBETUTL BCEM ® -~

= [lepecnats

= MNeuyats
@I Co3patk KONMw
¥

Ckauatb cobbiTHe

5, Mepenats npaga ynpaenexHusa

m MpucoegMHMTECA K KOHDEpPEeHL MK L

A  VYeemomn..w 3a 5 MuHyT T

Pucynoxk 173 — Cnucok Beibopa yaansieMblX 00BEKTOB
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4. VYkazaTb CcBoe ydacThe B COOBITHM, AJIi KOTOPOT'O OCYIIeCTBIsSeTCs Ilepefada IpaB
yTpaBJIeHus:

— OCTaBUTb OTMeTKY B Iojie OCTaTbCsl Y4aCTHHKOM COOBITHS, eCJIU [IPOMCXO/IUT TOJIBKO
niepejiaya IpaB yIipaBjieHHs COOBITHEM, a CaMO y4acThe B COOBITUH IIJIaHUPYeTCS;

— ybpaTh oTMeTKY B mojie OCTaThbCsl Y4aCTHHKOM COOBITHS, eCJI T10CTe IepeJlayy MpaB
ydacTHe B COOBITUM He IJIaHUPYeTCsl.

5. B mnose HoBblil opraHu3aTop yka3aTb HOBOTO OPraHM3aToOpa M3 yYaCTHUKOB COOBITHS
wid U3 1obanbHOM afpecHoM KHUTH. Ilpum BBosle Tpex u Oosiee CHMBOJIOB HWMeHHU
I10JIb30BaTesIsl 0TOOPA3STCS BCe MOAXOsIIMe 0JIb30BaTeIM B OPraHU3aluy, a He TOJIbKO
YYaCTHHUKU COOBITHSL.

6. Hamwmcatb koMMeHTapui AJis HOBOT'O OpPraHM3aTopa COObITUS (TP HeOOXOAUMOCTH).

7. Haxars Ilepenats.

B neBoM HMXKHEM YIily OKHA HOSIBISIETCSI COOOIIEHNE 00 YCHEIIHOM OTIIpaBKE NMPUIJIAIIEHUs CTaTh

OpTraHU3aTOPOM COOBITHSI.

7.3.9 Ckauathb coObITHE

Mo’kHO TepeHeCTd OTAelbHOe COObITHe B JIt0OOW BHEITHUM KalleH/1apb, UCIOJb3ys dailil B
dopmare ICS, ny1g 3TOr0 HEOHXOTUMO:

1. BoibpaTh kaneHAapb Ha MaHeJIV HAaBUTAIUU.

2. Broibpath cobbiTHE B KajleHaape.

3. Haxath kHonky * B KapTouke codbITHSL.

4. BribpaTh KOMaHY i CxauaTth coObITHE.

Taxxe MOXKHO SKCIIOPTHUPOBATL BeChb KdJIeH1dPb, 4 He OTJe/IbHOe coObITHE.

7.4 Co3gaHue U peJaKTHPOBaHHe COOBITUIH

CoOBITHSI MOXKHO CO3/1aBaTh CJIEAYIOMIUMU CIIOCOOaMHU:

— C TIOMOIIIBIO KAaPTOYKU OBICTPOTO 0OABIEHUST COOBITHS;

— C IIOMOIIIBIO CIeNUaIbHON HOPMBIL.

C TnOMOIIBbI0 KAapTOYKM COOBITHS MOXHO CO3/1aTh 3alKiCh C MUHHAMAJIbHBIM HabOpOM

IMapaMeTpoB. ,HJ'IH 3TOTI'0 HeO6XO)II/IMO IEeJIKHYTb II0 objract pPaCiiMCaHUsi B COOTBeTCTBYI-OH_[eI‘/JI

siueiike. OTKpoeTCcs KapTodka ObICTPOro fobasnenus cobwitus (puc. 174), paboTa ¢ moasiMu KOTOPOH

dHAJIOTHUYHA pa60Te C COOTBEeTCTBYIOHIIHUMH IIOJIIMHA (1)0pr1 CO30dHH U pelaKTUPOBAHUSA COOBITHH :
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SRS

11

@® Hoeoe cobbiTHe

® 01.01.2024 0:01
01.01.2024 0:31
[0 Becb pexb
3 He noetopsierca -
L VYeemomn..” 3a5mubyr 7

Bce napameTpbi

Pucynok 174 — Kaprouka GbICTpOro 106aB/IeHHsI COOBITHS

Bribpath kaneHaapb, B KOTOpoM Oy/ieT co3maHo coObITHe (ITPU HeOOXOIMMOCTH).

VkazaTpb Ha3BaHue coObITUs. Eciiv Ha3BaHMe He ykKa3aHO, COObITHe OyAeT CO3[aHO C

HaszBaHueM «HoBoe cobniThe.

Y CcTaHOBUTL JaTy W BpeMd Ha4ddJld U OKOHYAHUA 1A COOBITHS.

OmnpeniesiTh NEPUOIMYHOCTE (17151 TIOBTOPSIFOIITUXCSI COOBITHE).

HaCTpOI/ITb HAIIOMHMHAHMS O COOBITHH.

3ajaTh HapaMeTpbl COOCTBEeHHOM 3aHATOCTH. J1Jist TOCTYyIIa K 3TOMY U CJIeAYIOIIKM I0JISIM

HEOOXOIMMO TIPOKPYTUTh COJIEP)KUMOE KApTOYKHA C IOMOINBIO TIOJIOCHI TPOKPYTKH
crpaBa.

Y cTaHOBUTD IIapaMeTpLI IIPUMBATHOCTH.

HO68BI/ITL CCBUIKY Ha IPHCOeINHeHHEe K BUIeOKOH(pePEeHIINH.

HaCTpOI/ITb PeXHM IiepeCblIKKA COOBITHS.

. Ecnmu HeobxomuMo mepedTH K 1OJIHOM dopMe CO3[laHUSl U pelaKTUPOBaHUSI COOBITHS,

Ha’>XdThb KHOIIKY B 3dI'0OJIOBKe HUJIK KHOIIKY Bce napaMeTpsI B HIDKHEM 4aCTU KapTO4YKHU

U I00aBUTL OIMCAHUe COOLITUS.

. UToOHI 3dBeplInTb CO3[dHHUE COOBITHS C OrpaHUYE€eHHbIM H860p0M IIapaMeTpoOB, HaXXdTb

KHOTIKY COXpaHHTB.
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Ecmu Ha MoMeHT co3maHusi COOBITUSI yYacTHHK (Tosb3oBaTenb Mailion) 3aHAT, COTIacHO
JIAaHHBIM HACTPOEHHOT'O B €ro IMOYTe aBTOOTBETYHKA, MOSBUTCS coobieHre «HekoTopsnie

A MO0JIb30BAaTeJIM CelYac HeMOCTYNMHBI». MOXKHO IPOCMOTPETh CBEIeHHS O 3aHSITOCTH
y4YaCTHHKA U, TIPU He0OXO0/IMMOCTH, YIAJIUTh ero.

OTKpBITh MOJTHYI0 GOPMY CO3/IaHUS U PeIAKTUPOBAHUS COOBITHS MOXKHO:
— M3 KapTOYKU COOBITHSI — HaXKaTh KHOIIKY L« WIA KHOIIKY Bce mapameTpsl.
— U3 00/1aCTH pacClMCaHUsl — HaXKaTh KHOIIKY O B TPaBOM HIDKHEM YTJy KaJleHAapHOMU

CeTKH (HpI/I HaBeleHWH KYypPCOpd BU/] KHOIIKHW MEHAeTCsd Hd °)

[Tonnas popma co3maHusi U pelaKTUPOBAHUSI COOBITUSI OTKpBIBaeTCSl B pabouei ob6jacTd U

HMeeT Clleytolue 3yeMeHTsl (puc. 175):

CTPOKAa Ha3BaHUsSI aKTUBHOT'O KaJleHAaps;

— CTpOKa 3aroJjioBKa, Cojiepskaliasi Ha3BaHMe COOBITHS U I0Jie BHIOOpPA YPOBHSI BaKHOCTH
COOBITUY;

— T0J1s1 BBIOOpa BpeMeHHU IMpoBejieHHsl COObITHS;

— ¢naxok Bech neHs;

— TIOJIe HACTPOWKH IMOBTOPSIEMOCTH COOBITHS;

— TI0J1s1 BBIOOpA YYaCTHUKOB;

— TI0JIe BBIOOpa pecypcos;

— TI0JIe HACTPOWKH HAIIOMUHAHMS O COOBITHM;

— TIoJie BbIOOpa YPOBHSI 3aHSITOCTH JJIsl OPraHU3aTopa;

— TI0JIe BbIOOpa YPOBHSI PUBATHOCTH;

— TI0J1e 106aBIeHUsT CCHUTKY Ha BHUIEOKOH()EpPEeHITHIO;

— TI0JIe HACTPOWKH PEXXHUMaA MePeChlIKA COOBITHS YYaCTHUKAMU;

— TEeKCT OIMCAHHSI COOBITHS.
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YToOBI cO3/1aTh HOBYIO 3allMCh O COOBITHH, B HOpMe CO31aHus U PeJaKTUPOBAHHUS COOBLITHUS

@ Hosoe cobuiTHe o -
® 19.07.2023 12:00

19.07.2023 1230

[J Becb aeHs
& He noetopseTcy v

0 VYeegpomn.~ 3aSmuHyr v @

BcnnbiBatowme YBEAOMNEHMA QOCTYTHbI TONBKO B
CTOPOHHMX NPUAOKEHMAX, M TONBKD eCNK TE WX
noafgpKUBaT.

0 3ausr - &
P
[ [ PaspewwTb nepecsinky cobbITs yuacTHUKaMM
= K K 4 A:
E F £ W
@ @ O +

OnucaHue cobbITHA

Pucynoxk 175 — ®opma co3fianus U peJJaKTUPOBaHUSI COOBITUS

HEO6XOI[I/IMO BBITIOJIHUTD Clieyromnjye IeUCTBUS:

1.

Boibpath kaneHaapb, K KOTOPOMY Oy/ieT OTHOCUTBCSI COOBITHE.

Ykazars Ha3BaHue COOLITHS.

YKkaszaTb YPOBeHb BaXKHOCTH COOBITHS.

38)IHTI> AaTy 1 BpeMd [IJId Ha4dadJlda U OKOHYAHUWI COOBITHS.

YKa3aTb YYaCTHHKOB COOBITHS.

3ape3epBUPOBATH PECYPCHI.

2
3
4
5
6.
7
8
9
1

HaCTpOI/ITb HAIIOMHWHAHHA O CO6LITI/II/I, YKa3aTb [IapdMeTpPbL COOCTBEHHOM 3aHSITOCTH.

Y cTaHOBUTH IIapaMeTphl IIPUBATHOCTH.

OTperynupoBaTh IepUOIUIHOCTb 1711 HOBTOPSIIOIIUXCS COOBITUM.

0. BBecTu TexcTt onrcaHus COOLITUS.
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11. TIpu HEO6XOOUMOCTH [100aBUTH OOBEKTHI U IPUKPEIUTD BJIOYKEHUS.

12. [Ipy HeoO6XOAMMOCTH 33[laTh JOINOJIHUTENIbHbIe I1apaMeTpbl COOBITHS — HACTPOUTH

3allpoC OTBETOB YYdCTHHUKOB U pa3pellleHre IpeajiaraTb HOBOe BpeMs COOBITHS.

13. [logobpaTh BpeMsi C TOMOIIIbIO 6JI0KA MJIAHUPOBAHUSI.

14. Haxxatp kHONIKY COXpaHHTh.
[Tocne co3pmanHust coObITHST W IOCJe IOJy4YeHWs NpUIVIAIIeHUs HAa COOBITHe, CO3[JaHHOe

APYTI'UM I10JIb30BaTeJIEM, OOHOBIISIETCSI CUETIMK COOBLITHIH B KaJieH[ape.

ITocne CO30aHHUsA COOBITHS ero NapamMeTpbl MOT'YT OBITH U3MEeHEeHbBI TN JOIIOJTHEHBI.

[Tonb3oBaTeIb MOXKET pPenaKTUpOBaThb 3allMCH O CO6bITI/IHX, IJid KOTOPBIX OH ABJIAETCA
OpTraHn34TOpPOM, T. €. 3dIIMCH O COOBITHSX, KOTOpPbIE OH CaM CO3/14Jl.

YTOoOBI UI3MEHUTD NTapaMeTphbl COOBITHSI, HEOOXOJIUMO BBITIOJIHUTD CJIeAYIOIINe IeUCTBUS:
1. BoibpaTh cobbITHE B 00JIaCTM paclMCaHWs W HakaTb Ha Hero. OTKpoeTcsi KapTOYKa
COOBITHS.

2. OTpenakTHpoBaTh AOCTYIIHBbIE MapaMeTphl JIMOO HAXKaThb KHOIKY (PemakTHpOBaTH),

YTOOBI OTKPBHITh POPMY CO3AAHUS U peAKTUPOBAHUS COOBITHUSI.

3. Ecnm coObITHE TTOBTOPSIOIICECS, Ha OTKPBIBIICHCS TTAHETN YKa3aTh, YTO UMEHHO CJIEAYEeT
n3MeHuTh: Bero cepuio coObiTuii, Toibko 3T0 coObiTHE WK DTO M TOC/AeAy0IHe
codbITus. OTKpoeTcs (hopMa CO3aHuUs U PEAAKTUPOBAHUS COOBITHSI.

4. Buectm wu3MmeHeHus. [l penakTUpOBaHHMS TakKe MOXKHO HCIOJB30BAaTh  0OJIOK

IJIaHWUPOBAHMII.

5. Haxarp kHomky OTnpaBuTh (€cid COOBITHE HE HWMEET YYAaCTHHKOB —  KHOIIKY
CoxpaHuTh).

6. Ecnu u3MeHeH cocTaB yYaCTHUKOB, HAa OTKPBIBLLIEHCS MMAHETU yKa3aTb, KOMY OTIIPABIIATH
yBeZloMJIeHHE 00 M3MeHEHUsX — Bcem yuyacTHMKaM COOBITHS WIM TOJBKO HOBBIM M

YAAJICHHBIM YUYaCTHHUKAM.

Eciu xpome cocTaBa y4yaCTHHKOB M3MeHEHO BpeMsl MpOBelleHUs COOBITHS, YBeIoMJIIeHMe
OyZer OTIpaBIeHO BCeM YYaCTHUKAM COOBITHSI.

”Ii\“ FEcmyi KBOTAa Ha pasMep IMOYTOBOIO SINKKA TPEBBIIIEHA, TO COXPAHUTH COOBITHE Oyer
AR HEeBO3MOYKHO.

HpI/I M3MeHeHUH COOBITUH cdleqyeT YYUTbIBAThb, YTO:
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— I[IpYU U3MEHEHUU KaJleHIddpsa JId HOBTOPAIOMIerocsd COOBITHS KaJleHJapb HU3MEHUTCHI IJid

BCeu Cepuvy, U3BMEHUTD KaJleHddpb IJId OTAEJIbHOT'O COOBITHA B CeprH HEeBO3MOJKHO;
— IIpU IiepeHoce COOBITHS U3 OIHOT'O KajieHdaps B prTOﬁ MOXET U3MEHUTbCA OPraHU3dTOp

cobbITrst. OpraHrM3aTopoM CTAaHOBUTCS Bilajiesiel] yUYeTHOM 3aIrCHy KaJjleH1apsi;

— IIpU IiepeHoce COOBITHS M3 OCHOBHOI'O HJIU CO31dHHOTI'O KaJIeHIdps B MIOAKJIFOYEHHBIU BCe

BJIOXKeHUSsI, KOTOpPbIe ObUTH B COOBITHUH, OYAYT y/lajieHsbl.

@ HpI/I W3MEeHEeHUU COOBITHS B IMOAKJIFOYeHHOM KaJIeH[Jape HOGHBI/ITB BJIO’KeHHe HeBO3MOXXHO.

7.4.1 BriOpaTh KaneHaapb

B 3arosnoBke Cl)OpMI)I OTO6pa>KaeTC$I KajJleHJapb, K KOTOPOMY HOOJIKHO OTHOCHUTBLCHI

co3faBaeMoe WM pelakThpyeMmoe cobbiTHe. [Io ymomuaHuio BbIOpaH OCHOBHOM KaneHjapb. IIpu

HeoOX0JMMOCTH MOKHO BBIOpATh APYIoM KajeH/1aph.
Jlis BbiOOpa KajieHapsi OTJIMYHOIO OT OCHOBHOTO HeOOXOJMMO HaXaTb KHOIKY ~,
pacroJioKeHHYI0 CjleBa OT Ha3BaHHWs KaJleHJapsli B 3arojioBKe, M BbIOpaTh HY)XHBIM KajleHAapb

(puc. 176).

Calendar

KaneHgapb
Anekcangpa
CMmupHoBa

Pucynok 176 — ®opma Bbibopa KasieHAapst Jj1s1 COOBITHS

[Tocne aroro mBer 3arosioBKka ¢popMbI M3MEHWUTCS Ha 1BeT BbIOPAHHOI'O KajeHJaps, a B
pacnMcaHuM JaHHOe coOObITMe OynleT OTMeuyeHO II0JIOCOW, OKpallleHHOW B I[BeT BbIOPaHHOI'O

KaJleH/1apsi.

ili [Tpu BBEIOOpE KameHIaps ISl CO3MAHMS IIOBTOPSIOIIEroCcs: COOBITHS CIIeyeT YUYUThIBATh, UTO
= WCIIOJIh30BaTh TapaMeTp «JTO W TMOC/eAyIolye COOBITHS» BO BHEIIHUX KaJleHapsIx He

pekoMeHayeTcsda, IIOTOMY 4YTO 3Ta CIDYHKLIOHEU'IBHHH BO3MOJXHOCTb He IOoJJep>KNBaeTCsa
BHEITHUMHA KaJIEHIdpHbIMHA CepBEpPaMMU.
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7.4.2 Yka3zaTh Ha3BaHHe COOBITUA

[To ymom4anuto moJie Jijisi HAUMEHOBAHUSI COOBITUS CoJlepXUT Haamuch HoBoe cobbITHE.
Yro6b! 3a7aTh HA3BAHHUE ISl COOBITHS, HEOBXOIMUMO BBECTH ero mocie HkoHky @ (puc. 177).
Ecnu conmepxumoe 1osist ocTaBUTh O0e3 u3MeHeHUsl, CO37laBaeMoe COOBbITHe TIOJTyYUT Ha3BaHUe

HoBoe coonITHE.

@ ‘Hosoe cobbiTHe

® 25.10.2023 12:00
25.10.2023 12:30
O Becb oenb

G He noetopsertca -

L VYeepowmn...v 3a5MHHYT

Bce napameTpei CoXpaHuT

Pucynok 177 — ®opmMa HaMeHOBaHUST COOBITHS

7.4.3 YCTaHOBUTH YPOBEeHb BaKHOCTH COOBITHSA

YToOBbl yKa3aThb YpOBEHb BAXXHOCTU COOBITHSI, HEOOXOOUMO HaXaTb KHOIKY @ °,
PacIIoJIOXKEeHHYIO B BepxHel 9acTy popMbI CIIpaBa OT IoJis Ha3BaHUs (puc. 175).

B oTkpbIBIIEMCS criMCKe BBIOPATh HY>KHBIM ypPOBEHb BaXKHOCTH (puc. 178):
— 0 Bricokast BaXXKHOCTB;
— @ OO0pIyHAasg BaXKHOCTD;

— 0 Hu3kasg Ba>KHOCTE.
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© Buicokas Ba}I{HOCTTj]

(1) 06bluHas BakHOCTL

@ Huskas BaxHOCTb

Pucynok 178 — Bbibop ypoBHS BaXKHOCTH COOBITHS

ITocne IIprUCBOeHHUs YPOBHA BAXHOCTHU B 00JIaCTH pacHyCaHMs CIIpaBa OT MMEHHU COOBITHS

OyneT oToOpaXkaThCsl UKOHKA 3aJJaHHOT'O YPOBHSI.

7.4.4 Yxka3aThb y4aCTHHUKOB, MeCTO U PeCypChl

'pynmna moset Y4YaCTHHKH H Ppecypchbl OTOOpakaeTrcss b0 B pa3BepHYTOM, JMOO B
KOMITAaKTHOM Bujle. [Ipu mpocMoTpe B pa3BepHyTOM BHJe OTOOpakaloTCs Ha3BaHMs MOJeH, Ipu
IIPOCMOTpe B KOMIIAKTHOM BUJle — WX HUKOHKU. [[JIs1 mepekstodeHUs] Mexxay BUAAMH Heob6X0IUMO
nonb3oBaThcs KHonkoi 22 umu € B 3aronoBke 6710ka. Taxske MepeiTH M3 KOMIAKTHOTO PeXHUMa K
JF060MYy TIOJTIO GJI0KA MOXKHO HaXKaTHeM Ha COOTBETCTBYIOIIYIO KHOIIKY .

Crucok y4YaCTHHMKOB Ppa30WBaeTCsl Ha TPYNIbI B COOTBETCTBMM C UMX OTBETOM Ha
IpUIJIalleHye:

— IlpurnameHue He paccMOTpeHO (B KOMIIAKTHOM BHe — He OTBeTHJIH) —

npurJjaiieHyde He 06paboTaHo;

— Ywuacrtue noa BonpocoMm (B KOMIIAKTHOM BHJle — MOKeT 0bITb) — OTBeT Bo3aMoaxkHO;

— Jla — mpwurmaiieH’e MpUHSTO;

— Her — npurainieHye OTKJIOHEHO.

Jlyist kKXo rpyIinbel oTobpaXkaeTcsi KOJIMYeCTBO yYaCTHUKOB, 00paboTaBIIMX MpUTJIAllIeHHe
YKa3aHHBIM CIIOCOOOM.

Bue 3aBucuMoct OT crnocoba 00pabOTKU MpUIJIAllleHHs, [Jid BCeX YYaCTHUKOB
otobpaxkaetcst oTMeTka Obsi3aTenbHO0/Heobs13aTe IbHO B COOTBETCTBHU CO 3HAaYeHHEM, BHIOpaHHBIM

OpraHn3aTOpOM IIpH COB,I[aHI/II/I/ PeaaKTUpPOBaHUHN COOBITHS.

B mome L (YuyacTHHUKH) YyKa3aTb I0JIb30BaTesled, KOTOpble [IOJDKHBI IOTYYUTh
MIpUTJIallieHre Ha COOBITHE.

3amoJIHUTD T10J1e OTHUM U3 TpeX CII0COOO0B:

— BPYYHYIO — BBECTH ajlpec 3JIeKTPOHHOMW MOYTHI IPeIojlaraeMoro y4yaCTHHUKA U HaXkaTh

wiasuily Enter, Tab wiu Space 17151 noaTBep>xieHus BBOJIA;
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— BCcTaBKOM u3 Oydepa cucreMHOro oOMeHa — BCTaBUTh CKONHUPOBAHHBIM ajipec C
nomoinbio koMbuHanuu kiaBuin Ctr + V u Haxarts kiaBuiry Enter, Tab unu Space,
YTOOBI NMOATBepAUTh BBOJ. Jljisi MOATBEp>KAeHUs] BBO/IA MOXKHO HaXKaTh IPABOM KHOTIKOM
MBIIIIH 3a TIpejiesiamMu 1ojist Komy;

— C TOMOUIbI0 TOJACKA3KM IIOYTOBOI'O KJIMEHTa — HadaTb BBOJAUTH a/ipec 3JIeKTPOHHOM
MOYTHI TIOJTy4aTeliss WIK ero uMs IM0JIb30BaTeJsl, Mocjie BBOJa MepBOi OYKBbI BO3ZHHUKHET

I10JICKa3Ka CO CIMCKOM ITO/IXO/ISIIMX 3alMCel afjpecHOM KHUTH (puc. 179).

2 e.smif
, Enena CMupHoBa
Q e.smirnovaf

Pucynok 179 — ABTo3anonHeHue 110711 y9aCTHUKOB

Eciu oTobpakaeTcsi HECKOJIbKO 3aluced, [Jis YTOYHEHHUS 3alpoca HeoOXOAUMO
MIPOJIOIKATh BBOAUTH aJ[pec; KJIaBUIlIaM{ HaBUTAIIMK BHIOpATh HYXKHYIO 3alMCh U HAXaTb
wiapumry Enter, Tab unu Space s noaTBepk/ieHUs] BBOJIA; TaKXKe MOXHO BBIOpaTh
ajzipecara B CITMCKe KyPCOPOM MBIIITH, B TAKOM CJTydae MOATBEepXKAaTh BLIOOD He HY>KHO.
[Tpu Heo6x0IUMOCTH NTOBTOPUTH JIeWCTBUS [Jis 10OaBIeHUs APYTHUX aJIpecoB.
YToObI 106ABUTH HEOOSI3aTeNIbHBIX YYaCTHUKOB COOBITHSI, HEOOXOAMMO TEepPEerTH B I0Jie A
(Heobs13aTesrbHBIE y4aCTHUKH). [[pUHIIUIIBI 3aTIOSTHEHUS JAHHOTO TIOJISI COBIAJIAIOT C MPUHITUIIAMU

BBOJIa aJIpeCOB OCHOBHBIX y4acTHUKOB (puc. 180).

o3 @ EneHa CMMpHOBa X

a.smirnov(d

Pucynok 180 — ABTto3anonHeHue 1oJis Heobsi3aTeIbHbIX YYaCTHUKOB

HO6aBHEHI/Ie TPYIII I10Jb30BaTeIen OCyHIeCTBJIIeTCA dHAJIOTUYIHO I[O6aBJ'IEHI/II-O OOVHOYHBIX

MoJib30BaTesie: B mojie YuacTHHKH Wi HeoOs3aTeslbHBIEe YYaCTHHKH HadyaThb BBOJIUTL ajipec

I'pyIIIbl X BbI6paTb Hy>KHbII>i aJipeC U3 IpeajioXeHHbIX. Ecnu B kauecTBe Y4dCTHHKA yKd3dHd I'PYIIId,

o 0y
YTOOBI IMOCMOTpPeTh IIOMMEHHBIN CIIMCOK eeé YYdCTHHMKOB HY’KHO HAXaTb ) IToka3arnp Y4aCTHHUKOB

CIIPpdBd OT Ha3BdHUS I'PYIIIIbI.
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YTobbI 3ape3epBUpOBaTh PeCypchl AJid COOBITHS (HanpuMep, Heo6xoauMoe ob6opynoBaHUe),

HEe0oOXOAMMO YKa3aTh UX B I0JIe Q] (Pecypcnl).
YTo6bl yIanuTh 06BEKT M3 CIIMCKOB YYaCTHUKOB WK PecypcoB, He06X0IMMO HaXkKaTh KHOIIKY

X CIIpaBd OT UMeHH y‘laCTHI/IKa/ Ha3BaHUS 00BEKTa.

7.4.5 3apaTth naTy u Bpems

YTo6bI BEIOpATh ATy Hayaja IS CO3/1aBaeMOro COOBITHS, HEOOXOAMMO HaXaTh Ha JaTy
CIpaBa OT UKOHKHU Q.

YtoObl BBHIOpATh JJaTy OKOHYAHUs COOBITHS, HEOOXOAMMO HaXkaThb HA COAEpPXKUMOe I0JId,

pacrosioXkeHHOe MeX/1y BpeMeHeM OKOHYaHMsI COOBITHS M OKOIIIKOM ISl YCTaHOBKHU ¢iakka Bechb

IeHb.

OTkpoeTcst okHO BbIOOpa faThI (puc. 181).

07.09.2020 8:45 — 10:00

ceHTA6pb 2020
1 2 3 4 5 6
89‘]0‘]‘IW273__
14 15 16 17 18 19 20
21 22 23 24 25 26 27

28 29 30
CerogHsa

Pucynok 181 — Oxno BbIOOpa J1aTh

OxkHo BbIOOpa AaThl COCTOUT U3 00OJIACTHM OTOOpakeHWs Mecsiia (pacIiojioXkeHa CjieBa) U
obyacTu oToOpaXkeHus rojia (pacIosyio’keHa CIpaBa).

Jlyist ObICTpOM HaBWUTAIMM IO MecsllaM HeoOXOOUMO IPOKPYYMBATh B HYXKHYIO CTOPOHY
KOJIECHUKO MBIIIH B 00J1aCTU OTOOpakeHHsl Mecsia, JiJisi ObICTPOM HaBUTAIlMK I10 TojlaM — B 00/1acTH
otobpaxkenus: rofa. [lpu mocTibkeHHWM HYKHOTO TMepUofa HaXkaTb HA JIeHb BBIOPAHHOTO MeCsIIa,
yTOOBI BEIOpATh €ro B Ka4ecTBe AaThl COOBITHSI.

Ytobbl BLIOpAaTb B KayecTBe [JaThl COOBITUS TeKylIMA JeHb, HeOOXOJWMO HaXaTb

kHONKy CeromHsi.

[Ipu HEOOXOIMMOCTH B KaXKJIOM M3 3THUX T0JIel JJaTy MOXKHO BBECTH BPYUYHYIO.
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BBHaTb BpeMs UId COOBITHUS MOXKHO C IIOMOIIBIO TT0JIEH, PACITIOJIOKEHHBIX ITOCJIe JaThl Ha4dJ/lad
COOBITUS M JaTbl OKOHYAHHA COOBITHS COOTBETCTBEHHO. YTOORI BbI6paTb BpeMsd [Jid Ha4dajla

COOBITHS, IEJIKHYTH 110 MOJII0 YKa3aHUsI BpeMeHH, PacliojIoKeHHOMY T10CJie JaThl Hadana (puc. 182).

® 07.09.2020 |

07.09.2020 930

(] Becb AaeHb 10-00

) He noetopsietca | 10:30
11:00

0 3aHAar
1 11:30

OnucaHune cobb 12:00

12:30
13:00
13:30

14:00

Pucynok 182 — Cnucok BeibOpa BpeMeHU Havasia

Yrob6bl BbIOpaTh BpeMsi IJis OKOHYAHMSI COOBITHS, HaXkaThb HA II0Jle yKa3aHHs BpeMeHH,
pacnosioXXeHHoe MocJie AaThl OKOHYAHMUSI.

B oTrkpeiBiiemMcst okHe BbIOOpa MOXKHO BbIOpaTh BpeMsl U3 crnivcka co 3HadeHussMu oT 00:00
no 23:30. YtoObl 3amaTh 3HayeHWe, OTCYTCTBYyIOIllee B CIHCKe BbiOOpa (Hampumep, 8:15),
HeoOX0JIJMMO OTpeJJaKTHPOBaTh 3HaUeHue B IO0JIe.

Ytobbl co3maTh COOBITHe, JyIsiieecs Bech HeHb, YCTAaHOBUTH (UIAXKOK, PACIIOIOXEHHBIH y
Haamucu Bech meHb B cTpoke BbiOOpa BpemeHM U jAathl. [locie 3Toro moss BbIOOpa BpeMeHU
HCYe3HYT.

IIpu npocMoTpe B 06siacTH pacnucaHusi COOBITMM 3a JleHb, HelleJll0 WIM Mecsl] 3allUCh O

COOBITUM C TPOJIOJDKUTENILHOCTBIO B IeJIbIA JIeHb O0TOOpaXkaeTcsl B BepXHEHM CTPOKe sueek i TeX
ITHEeW, Ha KOTOpble Ha3HauYeHO COObITHE.
JlanHasi cTpoka MoXeT oTobpaxaTb He 0ojiee Tpex COOBITHH C TPOJIODKUTEIBHOCTHIO

Becn neHs.
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Ecmm Yy TMOJIb30BaTeId HA OJHY 4Ty Hd3HA4Y€eHO Ooiee Tpex TdKUX CO6bITHI>1, B

COOTBETCTBYIOIIEN siuelike (COOTBETCTBYIOIIMX siueiKax) 00JIaCTH paclMCaHusl TOSBIISeTCsS MKOHKA,

YKda3bIBarolasa KOJIMYeCTBO He OTO6pa)KEIEMbIX B IaHHBIA MOMEHT COOBITUM C TAaKOH JJIMTEJIbHOCTBIO

Y IIO3BOJIAIOIIAA OTKPBITH MX 3dI'OJIOBKHU JIA IIPOCMOTPA.

Hanpumep: npu Hajnmuuy 4deThlpex TaKMX COOBITHM B BepXHel CTpOKe OTOOpaXkaroTCsl TPU

COOBITHS, a CITpaBa OT HA3BAHUSI CAMOTO CBeXero U3 HUX (CO3/IaHHOTO TOCJIeJTHAM) PacIiojiaraeTcs

WKOHKA +71, MMO3BOJISAIOIIAS MMPpOCMOTPETH 3dI'0JIOBOK YeTBEepTOoro COOBITHSA C MMpoaOJIKUTEJIbHOCTBIO

Becs nmenn. Korma 3arojioBok 4eTBepTOro COOBITHS pa3BEpHYT, CIpaBa OT Hero OTOOpajkaeTcs

KHOIIKA &, IIO3BOJIAIOINAS €TI0 CKPLITh.

7.4.6 HacTpouTh NOBTOpSIIONIEecs: COOBITHE

Yy .
B moste “.» monb3oBaTenb MOXKeT 3a4aTh HACTPOUWKHU JI ITIOBTOPAIOMIETrOCH COOBITHSI.

Heobxogumo HaxaTe He mnoBTopsieTcs: ¥, 4yTOoObl BbIOpAaTh Iepuof IOBTOPEHUs U3

3alaHHOro cnucka (puc. 183):

ExxenueBHo,

Kaxnayro Hepneio,

Kaxnaerit Mecan,

Kaxa. <uncio> <pgeHb_HeaeJIH> Mecsla,
KaxnawIii rop,

Kaxxaplii roa, <umciao> <geHb_HeJeIn> <Mecdara>.

Ecnu cobbrTre co3maeTcs B IOCTIeIHIO HeJlelIi0 MecsIa:

BMeCTO BapuaHTa Kaka. <uucino> <pmeHb_Heneaun> Mecsana OyJeT OCTyleH BapuUaHT
Kaxn. mocnen. <geHb_Hemeu> MecsIa;
BMecTo BapuaHTa Kaxmplii rog, <4dmcio> <jeHb_HeHeaIn> <Mecsma> OyJeT JOCTyIleH

BapuaHT Kaxaplii roy, mociien. <aeHb_HeaeJn> <mMecsia>.
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@® Hoeoe cobbitne

01.11.2023 10:00
01.11.2023 10:30
O Becb neHb

O

He noeTopsaetca

ﬂ- ExenHeBHO
Kaxayo Hegeno
Kaxoblit mecay,
Kaxa. nepe. cpena mecaua
Kaxoblit rog,
Kaxapli rog, neps. cpeaa

- HoRADpS

fipyroe

Pucynok 183 — Cnucok BeiOOpa BapyuaHTa [OBTOPeHUsl COOBITHS

YToOBI BOCIIO/IB30BAaTHCSI BO3MOXKHOCTSIMU TMOKOM HACTPOMKH, Heobxoaumo HaxaTbh He
IOBTOpsieTCcA ~ U BbIOpaTh B cnucke BapuaHT Jlpyroe (puc. 182). Ilocne sToro otkpoercst ¢opma
pacITUpeHHbBIX TTapaMeTPOB HACTPOUKHU.

B nosie ciieqryer 3a1aTh XapaKTepUCTUKH MIOBTOPSIIOIIErocst coobiTus (puc. 184).
G [Opyroe v

[MosTOpATh Kaxa. 1 OeHb

[ [ata okoHuanms 25.08.2021

Kaabli oeHb, okoH4aHue: 25 asrycta 2021

Pucynok 184 — dopma rubkoii HaCTPOHKH TOBTOPSIEMOCTH

B nosnie IToBTOPATH Ka)A. BEIOpATh YUCIIO, KOTOpoe Oy/eT 0603HaYaTh IEPUO]] TOBTOPEHUS
COOBITHS.

B mnone meHp Heo6XxomuUMO BLIOpPATh €IWHUITY BpPeMeHHW I Tlepuojia TOBTOpeHus. Jlis
eIUHUII HeJeJIsl, MeCSI{ ¥ roJi IpU HeoOXOJMMOCTH BBIOPATh YTOUHSIONIME TTapaMeTphl (HarpuMep,

JleHb HefleJun).
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B mnone Mata okoH4YaHHMsl BbIOpaTh WIM BBeCTHM (QHAJIOTMYHO JaTe Havasla/OKOHYAHUS
COOBITHS) JIaTy, IO KOTOPOM ITUKJI IOJDKEH BOCIIPOM3BOIUTLCS. Eciu coObITHE TOIKHO TOBTOPSTHCS
6eckoHeYHO, CHUMUTe (PIJIA’KOK, YCTAaHOBJIEHHBIM B JaHHOM TI0JIe.

Bo Bpemsi HacTpouikh ciieflyeT CBepSTbCS C HIDKHEHM CTPOKOW, B KOTOPOM ITHKJI

IMOBTOPAIOIIErocs COOBITHS OIHCBIBAETCS IMOJIHOCTHIO.

7.4.7 Coo01IuTh 0 CBOEl 3aHATOCTH

JIto601 y9acTHUK COOBITUSI MOXKET B pOpMe CO3/IaHUs WK B KAPTOUKe COOBITUS 0003HAUUTh
CBOM IUIAHBI 10 MPUCYTCTBUIO HA JTAHHOM COOBLITUU (33/1aTh CTATyC 3aHATOCTH) C TIOMOIIbIO MOJIS,
oTMeuerHoro sHaTkom LU,

Opranuzatop COOBITHSI MOXKeT CO37laTh COObITHe, B KOTOPOM He IIJIaHUPYeT y4aCTBOBATb,
MO0 U3MEHUTDh paHee BbIOpAaHHBIN CTaTyC 3aHSATOCTH.

Ecmu Y4aCTHHUK He {BJIIeTCA OprdHM34TOPOM, TO IIOCJIe 00pabOTKM IpUIJIAIIeHHs 3alMCh O

cobbITMM OTODOpaXkaeTcsl B KajleH/Jape IIpWIVIALIeHHOro C OQOpMIIeHHeM, COOTBETCTBYIOIIUM
BbIOpaHHOMY BapuaHTy (3amsaT wiu Ilox Bompocom). [Ipu nmpocMoTpe KapTOYKUA COOBITHSI TaKOM
YYaCTHUK TaKXKe MOXeT BbIOpaTh APYrOM CTAaTyC 3aHSITOCTH.

CraTyc 3aHSITOCTH MOXHO MOMEHSTh B JII0O00M MOMEHT HeorpaHH4YeHHOe KOJIMYeCTBO pas,
1Ioka cobbITHe He Oy/ieT OTMeHeHO.

ITocne 3dBepIIeHHns COB):[aHI/ISI/pe,I[aKTI/IpOBaHI/ISI 3alMCh O COOBITUM B 00JIACTH pacIHCaHMUS

OynmeT oTMedeHa MOJIOCO¥ C 0OpPMIIeHHEM, COBIAAMONIMM C MKOHKOHM CTaTyCa 3aHSITOCTH, KOTOPBIN
BBIOpaJT yyacTHUK. Takke odopmiieHre W3MEHWUTCSl y BPEeMEeHHOr'O OTpe3Ka JAHHOTO COOBITHS B

[InanupoBuivke. bnaromapsi stomy gpyrue mnonb3oBatenu [0 Mailion cMoryt mnaHupoBaTh

CODOBITHS C Y4eTOM 3dHATOCTH, 0003HaYeHHOH Y4dCTHHUKAMU IJId IdHHOT'O IIepruoid BpeMeHH.

YToO6BI YKa3dTb CTATyC 3dHATOCTH, IIpU CO30dHUHU WK PpeJdaKTUPOBAHWN COOBITHS

I10JIb30BATEJIIO HEO6XO)II/IMO HaXaTbh B I10JIe C UKOHKOM D Ha HAJIIMCb 3aHaT 1M KHOIIKY ¥ CIIpaBa

OT Hee U BbIOpaTh OJIMH M3 BapuaHTOB (puc. 185):

:I CBobOopnen;

I 3aHgT (JIOCTyNHA HACTPOMKA TapaMeTPOB IMPUBATHOCTH);

-
— "5 Ilox BompocoMm;

— ¥ PaboTalo B ApyroM MecTe;

— Hepocrymen.
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Pucynok 185 — Cnmcok Beibopa craTyca 3aHATOCTH

[Mocre 3aBepieHUs] CO3MAHUS/PeIAKTHPOBAHMUS 3aMMCh O COOBITMM B O0JIACTH PAaCIUCAHUS
Oymer oTMedeHa IMoJIOCO¥ ¢ opopMIIeHreM, COBMAMAIOIIAM C UKOHKOM CTaTyCa 3aHITOCTH, KOTOPBIN

BbIOpaJl OpraHu3aTop.

7.4.8 YcraHoBHTH NapaMeTphl NPUBATHOCTH

[Tpu Heo6x0IMMOCTU MOXKHO HACTPOUTD MTapaMeTphl TPUBATHOCTH 711 COOBITHSI.

Jlns mepexofa K HaCTpoWMKaM MPUBATHOCTH HaXXaTh KHOIIKY EI PacIIOJIOXKEHHBIM CrpaBa OT
CTaTyca 3aHATOCTU. B OTKpBIBIIEMCSl MeHIO BbIOpaTh oAXOAsIIMHM mapametp (puc. 186):

— YacTtHoe cobbITHe — COOBLITHE He 6YII,'€T YYUTBIBATHCA [11aHMPOBIIMKOM, JaXkKe eCJIU y

APpyrux M0JIb30BaTeJer eCTh JOCTYII K JAaHHOMY KaJIeHJ1apIo;

— CKpblTb co0bITHE — COOBITHE He 6y,I[ET OTO6pa)KaTbC$I AJId APYIrux M0JIb30BaTeJIeH.

0 3anar v &
[J YacTtHoe cobbiTue

[J CkpbiTb cobbiTue ©)

Pucynoxk 186 — Cnucok BbIbopa apamMeTpoB IMPHUBATHOCTH
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7.4.9 JT106aBUTH CCHLIKY Ha IIpHCOeJUHeHHe K BUIeOKOHQpepeHIuHu

Jl1s1 opraHM3aIivy BCTped M JPYTUX KalleHJJapHbIX COObITHHM B cucTeMe Mailion MoxeT ObITh
peajnu30BaHa HWHTerpalus C OJHUM WIM HEeCKOJIIbKMMHU cepBUcaMu BujeokoHepenicssizu (BKC).
[Tpu cospmanHumM COOBITHS I0JIb30BaTeb MOXET J100aBUTh B Hero CChUIKY Ha IPUCOeJUHEeHHe K
BUZIeOKOH(pepeHIuK, BbIOpaB TpeOyembili cepBuc BKC w3 uymcia pocrynHeix. [lis  atoro
He0OX0JITMMO BBINIOJIHUTH CJleAyIolre AeHCTBUS:

1. IlleskHYTh MBIIIBIO B TIOJIe CCBHUIKM Ha BHJIEOKOH(EpeHIHIo, KOTopoe 00603Ha4eHO

saukom .
2. BriOpatb u3 packpsiBierocs crucka tpedyemsrii cepsuc BKC.

3. B cnydae ycnmemHOro B3aMMOJICHCTBHS C CEPBUCOM B TIOJIE MOSIBISIETCS CChUIKA
G
«Kondepenuus <uasganue cepsuca>», KOTOPYI0 MOKHO CKOIUPOBAThH (KHOMKa =') uiu

yIQIUTh (KHOTIKA 11 ) (puc. 187).

O

He nosTopsetca v

[ Yeepomnxy 3a5MUHYT ~

TYMHBI TONBKO B CTH

o] G

El

PaspellunTb nepecbInKy
COBbITUA y4acTHUKaMu

Pucynok 187 — Kaprtouka 106aBieHHs COOBITHS CO CCHIJIKOM Ha NPUCOeJuHeHUe K KOHpepeHIInn

CocraB ciimcka goctynHbix cepBucoB BKC 3aBUCUT OT peain30BaHHBIX B KOHKPETHOU CUCTEME
HWHTETpaluu.

7.4.10 HacTpouTh pexxum nepecbuUIKU COOBITHS

OpI‘ dHNU34dTOp COOBITUSL MOXKET pa3peminTe WKW 3alIPpETUTh YYdCTHHUKAM II€peCblIKY

IMMpUrJidlieHus Ha coOBITHE.
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Ilo YMOJI9aHUIO IlepecChblIKa COOBITUS pa3peliieHa.

A — Hacrpoliku pexxuma nepecbUlKU COOBITHSI IPUMEHUMBI TOJIBKO ISl II0JIb30BaTesei Mailion.

— Y4acTHUKY COOBITHS, aJjpeca KOTOPbIX HAXOSTCS BHe I100aibHOM ajipecHOM KHUTA Mailion,
CMOTYT IIepechbUIaTh IMpUIJIAllleHre Ha COObITHe, [aXke eCId YCTAaHOBJIEH 3alpeT Ha

IIePECHIIKY.

— 3ampeT Ha IepechlIKy COOBITHS He PACIpOCTPaHsSeTcs Ha I0JIb30BaTeslell CTOPOHHUX

IMOYTOBBIX U KaJIEHIdPHbIX KJIMEHTOB.

Hactpouth pexxum nepechiiki COOBITHSI MOXKHO:

— TIpU CO3/IaHUM COOBITHS,

— TIpY peJJaKTUPOBAHUU KapTOYKU COOBITHSI.

3arper ¥ paspellleHWe Ha MepechUIKy NpUIVIAllIeHUs] HAa COOBbITHe YCTAHABIMBAETCS C
MOMOIIIBIO dJIakKa B T0JIe, OTMEYeHHOM HKOHKOﬁr; :

B PaspemnTs mepechuUIKY COOBITHSI YYaCTHHKAMH — YYaCTHUKH COOBITHS MOTYT

cobrITHE rmepeciiaTh ,

— O Paspemnrts nepecbiiky coOBITHSI y4aCTHHKAMH — VYaCTHHKAM COGBITHS
3alIpelleHO IlepecbulaTh COObITHE.
Ecnu nepecsuika coObITHS 3ampelrieHa, TO Y4aCTHUKM COOBITHS He MOT'YT:

— CKauaTb COORBITHe,

@ — TIepecyiaTh COOBITHE U3 KaJleHaaps,

— IIepeciiaTb IIMCbMO C IIpUIJIallleHreM Ha coOBITHe.

7.4.11 BBecTHu onmucanue CoOBITHA

B nosne, oTMeYeHHOM HKOHKOM —— , MOXXHO BeCTH TeKCT ONUCaHHWs Jisi coObIThs. Tekct

ONMCAHUsI MOXXHO 0THOPMAaTUPOBATh, UCIIONb3Yysl MHCTPYMeHTH! GOpMBI BBOJIa TeKcTa (puc. 188).
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Pucynok 188 — O6macTe onvcanusi COObITHS

ITpu BcTaBke Tekcra U3 6ydepa ob6MeHa HEKOTOphIe ITapaMeTpsl pOpMaTUpPOBaHUs (MapKepbl

CIIMCKOB U pa3pbIBbl CTPOK) MOT'YT COXPAHUTHCS.

7.4.12 JIo0aBUTH 00BEKTHI H BJIOMKEeHHS

Cy1iecTByeT HECKOJIBKO CIIOCOOO0B JIOTIOTHUTD 3alIUCh O COOBITUM PAa3IMYHbIMU 0ObEKTaMHU.

OpraHuzaTop COOBITUSI MOXeT paboTaTh C BIIOXKEHUSIMH TPA CO3/[IaHUM COOBITHSI, €ro
pelaKTUPOBAaHUM U MMPOCMOTPE: JIOMOJIHATh TeKCT ONKMCAHUS COOBITHS BIIOXKEHUSIMU U yIAJATh UX, a
TaKXKe TIPOCMaTPHBATh U 3arpy’kKaTh MIPUKpeIUieHHbIe ¢akibl Ha CBOe YCTPOUCTBO.

VdacTHUK COOBITHMST MOXeT NpOCMaTpyUBaTh M 3arpyXkath ¢aiyibl, MPUKpeIieHHble K
COOBITHIO.

Opranuzatop COOBITHSI MOXET JIOMOJIHUTh 3alMCh O COOBITUM Pa3iUYHBIMU OOBEKTaMHU Ha
dopMe co3maHWS W pedaKTUPOBAHHS WM TPH MPOCMOTPE PACIIMPEHHOTO BapHaHTa KapTOYKH
COOBITHSI.

J171s1 IpUKperuieHus BJIOXKeHU OPraHU3aTOPY JIOCTYITHBI CJIeIyIoIye CIIOCOObI:

— Haxarb KHOUKY (& B HWKHeHd d9acTd ¢(OpMbI cosmaHust cobbitus (puc. 189), B

OTKPpbIBHIEMCS CUCTEMHOM OKHe BbI6paTb q)afm " Ha’XdTb KHOIIKY OTKpI)ITI).

El

& Bnoxenus (0.02) M6

x

O oo

Pucynok 189 — KHorika npukperieHust BIOXeHUN
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— IleperamuTh ¢aii MBIIIBIO U3 CUCTEMHOI'O OKHA YCTPOWMCTBA I10JIb30BaTesisi B 00J1aCThb
BBOJIa TEKCTa OIMCAHUS COOBITHSI.
Oba cnocoba MO3BOJSIIOT MPUKPENUTh Cpa3y HeCKOoJIbKO ¢aiioB (daiuibl, 1yonupyroiire

paHee IIpUKpeIlIeHHbIe BJIOKEHU, He BBFPY)KHIOTCH).

[Tocne mnpukperuienyss ¢alioB B HIDKHeHM dYacTM (OpMBI MOSBISeTCS 00/1acTb 2

(BioxkeHus), B ckoOkax orobparkaeTcsi 00IMi pa3Mep BiokeHuM. CIipaBa pacriojio’keHa KHOITKa
(Y manuTs), 103BOJISIONIAS YIAIUTh BCE BIIOXKEHUSI.

Huxe oTobparkaroTcst MUHHATIOPHI daiioB. Ha kax ol MUHMATIOpe TPUCYTCTBYIOT:

HMKOHKA U Ha3BaHHe popmaTta Paia;

KHOIIKA yJIaJIeH!sl BIIOXKeHUsT % (TOJIbKO JIJIsi OpraHU3aTopa);

— Ha3sBaHue (palina;

— pasmep daiina.

OpraHuzaTop MOXeT IPOCMOTPEeTh U 3aTPy3UThb ITPUKpeIyieHHbIe gaiiibl B popMe COo3[aHus U
penakTUpPOBaHUs COOBITHS, a TAK)Ke B paCITUPEHHOM BapHUaHTe KaPTOUKKU COOBITHS.

Y4YacTHUK COOBITUS MOXKeT TPOCMOTPeTb M 3arpy3dTbhb BIIOXKEHHS TOJbKO C TIOMOIIBIO
PacCIIMPEeHHOr0 BapHaHTa KAPTOYKHU COOBITHS.

YToOBI MpOoCMOTpPeTh MPUKpeIIeHHbI aill, ciefyeT HaXKaThb HA ero MUHHUATIOpPY. UMbl
daityioB, 11 KOTOPBIX BO3MOXEH IIpeIBapUTeNIbHBIA  ITPOCMOTP, M MpoIeAypa MpOCMOTpa

dHAJIOTUYHBI BJIOXXKEHHWIM ITHMCbMd.

OpranuzaTtop MoXeT yOalauTb ¢aiibl, NpUKpeIUIeHHble K OIMCaHUI0 coObITHs, B dopme
CO3aHMS U pelaKTUPOBAHUS COOBITHS, a TaK)XXe B paCIIMPEHHOM BapuaHTe KapTOYKU COOBITHS.

YToO6BI YAQJIIUTL BJIOXXEHUSA BbIﬁOpO‘{HO, HEO6XOILI/IMO HakaTh Ha KHONKKA * Ha UX

MUHMATIOpaX B 00/1aCTH & (Bioxxenus).

YToObl yoanuTh cpady Bce BIIOXKeHHs, He0OXOAMMO HaXkaTh KHOMKY || (YalauTh) B IpaBoi

qactu obmactu 7 (BosxeHus).
[Ipu paboTte ¢ npUKperieHHbIMUA 00'beKTaMHU JeUCTBYIOT CIIeyIOIHe OTpaHUYeHUS:
1. Pa3mep npukperisemoro ¢aiiia He JODKeH IpeBbiaTh 25 Mb.
2. CyMMapHbIM pa3Mep BcexX NpPUKpeIuieHHbIX (aiyioB He JIO/DKeH mpeBbimath 25 MDB,

HMHa4e 3alUCh 0 COOBITUUA He MOXeT ObITh coxpaHeHo (puc. 190).
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Pucynoxk 190 — IIpeBblIiieHre 1OMyCTUMOTO pa3Mepa BIIOXKeHUH

7.4.13 HacTpouTh IONOJIHUTEIbHBIE IIapaMeTPhI COOBITHS

JlomnonuurenbHble TapaMeTpbl COOBITHS:
— 3anpocuTh 0TBeThI YYaCTHUKOB;

— Pa3pemmnThs y9acTHHKaAM NpeajiaraTh HOBoe BpeMsi COOLITHS.

HomnonHuTenbHble MapaMeTpbl MOXHO HACTPOUTh TOJBKO IIOCHe 3allojIHeHWs IoJjeild
Yuacraukn wii Heobsi3aTeslbHbIe y9YaCTHHKH.

Z[OHOHHI/ITeJlebIe IapaMeTphl COOBITHS HACTPanBaAIOTCA C ITIOMOIIbIO Cl)JIa)KKOB, KOTOpbIe I1pr
CO30aHUH COOBITHA TI0 YMOJ/I9aHUIO YCTAHOBJIEHBI.
YToObI U3MEHUTH COCTOSIHHE JOOIIOJIHUTEJIbHBIX ITapaMeTpPOB COOBITUSI cienyer:

1. Yka3zarb XOTs ObI OJTHOTO U3 YYACTHUKOB COOBITHSI.

i o
2. HaxaTp KHOIIKy =— B HIKHed cTpoke ¢opMbl (cieBa OT KHOIKA OTHpaBHTBH).

OTtkpoetcs nanenb JJonmosmauTenbHbIe mapamMeTpsl (puc. 191).

,D,OHD.H HHMTENbHbIE NapaMeTpbl

Elf 3E|I'Ip0Cl-1Tb OTEETbI

[¥ Pa3pewmTs yyacTHUKaM Npeanarars
HOBOE BpeMs

= @ OmpaenTs

Pucynok 191 — IlaHens HaCTPOMKY JI0NIOJIHUTENIBHBIX IITapaMeTpPOB
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3. H3smenuts cocrossHMe ¢uaXkoB 3alpoCcHTh OTBeThbl U PaspemmTs ydacTHHKaM
npeaarath HoBoe BpeMs (110 HeOOXOUMOCTH).
4. Jlng 3akpbITHs NaHenu JlomoJIHUTeNIbHBIe IapaMepshl IeJKHYTh BHe 3TOM IaHeIu B

m000M MecTe GOPMBI CO3/TaHUS M peJTaKTUPOBAHUS COOBITHSI.

7.4.14 Ncnonn3oBars IlnanupoBuiuk

YToOBI 3aTuTaHUPOBATh COOBITHE, HEOOXOUMO TIePeUTH B OJIOK IIaHMpOBaHUs. J[ig 3TOTO
He0OXO0JTMUMO BBITIOJTHUTE CJIeAYIOIIre AeCTBUS:
1. Ecnu obnactb 0TOOpaXkeHUs MUHUMaJIbHAs, HaXkKaTb Ha Turepcchliky IlmaHnpoBIIUK.
2. Ecnu obnactb oToOpaXkeHHs MMpe MUHHAMAJIbHOM, TIepeiTH B TPaBYIO MOJIOBUHY (OPMBI
CO3/IaHUS U PeIaKTUPOBAHUS COOBITHH.

B 6noke mutanupoBanus (puc. 192):

» 02 asr, BT £ Cer > M

13:30-14:00

b7 08 09 10 11 12 13 |44 15 16 17 18 19 20

X

=
il
-

o e O

€

1O)

2

Pucynok 192 — Biiok y4acTHUKOB ¥ peCypCcoB B KOMITAKTHOM BHJie U OJIOK IJIAHUPOBAHUS COOBITHS

Eciu 6510k y4acTHUKOB M pecypCcoB CBepHYT, HaXkaTb KHOIIKY »2, qroGHI pa3BepHYThH ero.
L O
[Ipu HEeob6xoaMMOCTHU 100aBbTe YYAaCTHHKOB WJIM Pecypchl B TOJIsS (YuactHukm), ~+

(Heo0s13aTetbHBIE YYAaCTHUKH), 0 (Pecypcel) u 0 (Mecto). HampotuB aBaTapa (u
VMMeHH, eCJIM I[0JIb30BaTejib IIPOCMAaTpUBaeT OJIOK YYaCTHHUKOB U PECypCcOB IOJIHOCTHIO)
oToOpakaeTcsi BpeMeHHasl 11Kajla, Ha KOTOPOM OTMedYeHbl MepHojibl 3aHSITOCTU JIJIsl JAHHOTO
niosib3oBaresisi. Hepabouee u 3aHsiTOe BpeMsi IIOJIb30BaTesIs (ST4eiKy 4acoB, HEIIPUT'OJIHBIX IS
[JITaHMPOBaHUS) 0003HAUYEeHO 3a/IMBKOM B JBYX OTTEHKaX ceporo 1BeTa. (CBeTyIO-cepbiM

OBEeTOM OTMe4dYdloTCid Hepa60qu 4dcChl, eC/Ii y II0JIb30BaTeId BKJIIOYeHO HX OTO6pa)KeHI/I€.
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TEMHO-CEPBIM IBETOM 0003HaYeHO BpeMs, Ha KOTOpOe Yy IIOJIb30BdATeId pdHee ObLTH

HaMe4eHbI COOBITUS.

3. C moMoIIbI0 KHOIIOK <u2 IepeMecTUTbCsl Ha3aj WM Bliepef] 110 JTHSIM BpeMeHHOM
IIKAJIbl, eCJIdi HeoOXOOUMMO 3aIlJIaHMpPOBaThb COObITME He HA TeKYyIIMWA JeHb JIMOO0 C
MOMOIIbI0 KHONIKY CerojiHsi BbIOpaTh TeKYIIHH JIeHb.

4. YnepxuBasi JIeBYIO KHOIIKY MBIIIH, TepeMeCcTUTh 00JIacTb BpEMEHHOr0 HHTepBaa

(obo3HaueHa 3ejIeHbIM I[BETOM), YTOOBbI M3MEHUTh BpeMs IpPOBeieHus COOBITUS (pHC.

193).
YuyacTHHMKKM W pecypcbl « O5asrnr < Ceroams > Cneq. noctynHoe Bpems D) Pab.uace
Opratmsatop 01 02 05 04 05 06 07 08 09 10 41 12 45 14 15 16 17 18 19 20
¢ Anekcaap CMMPHOB (B..
THI
O

HeobsasaTenbHele y4acTHuku 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20

=z @ OTnpaeuTL

Pucynok 193 — Ilepemeriienrie 0651aCTH COOBITHS TT0 BpEMEHHOM ITTKaje

5. C noMoIIbI0O KHOIIKK ﬁ‘.} (Pab. yackI) nepeMeCcTUTh aKTUBHYIO 00J1aCTh BHIOOpA BpeMeHU
Ha pabouue Yachl.

6. C mnomompbio kHonkd Cien. MOCTymHOe BpeMsl 3allyCTUTe IIOMCK Ouirkaiiero
VHTepBajla, CBOOOJHOrO MJisi BCex IIpellojiaraeMblX YYaCTHHUKOB, BBIODAaHHBIX B
IUTAHUPOBIIIKKE.

7. YTOOBI yBeIMYWTh WIM YMEHBIIWTb BPeMeHHOW WHTepBaj, yAepkUBas JIeBYIO KHOIIKY
MBIIIIM, TIOTSIHWTE ero I'PaHHMIIbl BJIeBO WM BlpaBo. MHTepBan mepemeliieHusi nepuoja

BpeMeHH COCTaBiisieT B 15 MunyT (puc. 194).
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Y4YacTHHKM U pecypcbl « O05aernnt < CeronHs > Cneq. pocTynHoe BpemMs ) Pab. yace
9:00-13:00
OpraHuzartop . ) N

{3 Anexkcanap CMHMPHOB (B...

$4

@ OTnpaeuTs

Pucynok 194 — V3ameHeHue rpaHUI] BpeME@HHOTO UHTepBaJla

7.4.15 VI3MeHUTH OpraHu3aTopa CoOOBITHS

OpraHuzatop CcoOOBITHSI MOXET TII0cjle CO3[aHUs COOBITHUS IlepefiaTh  ITOJTHOMOYUS
opraHusaropa JIpyromMy IOJIb30BaTelIl0 WIM CO37aTh IHOBTOPSIOLeecs: COObITHe C IepuoJudeCcKOn
CMeHOHM opraHuzatopa. HoBoro opraHusaTopa MOXXHO BBIOpaTb M3 YYaCTHHKOB COOBITHS WM U3
17106aJIbHOM aJipeCcHOM KHUTH.

[Tpu cMeHe opraHusaTopa COOBITHS:

— Y4YaCTHMKH I10JIy4aloT yBe[IOMJIeHHe O CMeHe OpraHMU3aTopa COOBITHS;

— Y4YaCTHHUK MOXXeT He IIPUHSTh U He COTJIaCUTCSl Ha U3MeHeHUs B COObITHY;

— YYacTHMK, KOTOpPOMY Ilepeflajii IIpaBa, TaK d>Ke MOXeT IlepefiaTb IIpaBa ApPyroMy

II0JIb30BATeIIO.
Yr1o6bl M3MEHUTH OpraHKU3aToOpa COOBITHSI HEOOXOANMO BBIIIOIHUTE CIleIyIOoIIye AefCTBUS:

1. Co3smarts cobbiTHE.

2. Haxatp Ha cobbITHe B KajeHAape. B OTKpBIBIIeNCSl KapTOuKe COOBITUSI HaXKaTb KHOIIKY

o)
¥ BeIOpaTh KoMaHay <~ (IlepemaTh mpaBa ynpasienus) (puc. 195).
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Pucynok 195 — Bribop komMaH[IbI Ilepejauy IpaBa yIIpaBjieH!st COObITHEM

3. BriOpaTh HOBOro OpraHu3aTopa U3 YYaCTHMKOB COOBITHS WM U3 IVI0OAJILHOM a/ipecHOU
kHuru B nosie HoBeni opranmsarop. IIpu BBOze Tpex M 6osiee CHMBOJIOB HWMEHH
IOJIb30BaTesl  OTOOPa3sATCd BCe IOAXOJsIIMe II0JIb30BaTelld B OpraHU3aluu

(He obs3aTeIbHO YYaCTHUKU COOBITHs) (puc. 196).
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® CobbiTHe 0

® 23 mas, nH. 7:30 — 8:00

4 Ocrtartbcs y4aCTHUKOM COBbITUA
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KoMMeHTapuii HOBOM)
opraHusatopy (Heobs3aTenbHO

Pucynoxk 196 — Ilosie HoBwblit opranu3arop

4. Haxarpb kHomnky IlepemaTh B IpaBoM HpKHEM yTity popMbl. Popma 3akpoertcs, B JIEBOM
HIOKHEM YIJIy OKHa KajeHJaps TMOSBUTCS cooOlleHre 06 yCIelmrHOW OTIpaBKe
npurniamedys. HOBBIE oOpraHu3aTop MOMYyYWT [KMCbMO C TIpUIVIAllIeHWeM CTaTh

OpraHMU3aTOPOM COOBITHSI.

7.4.16 Co3pmaTth u pemakTHpOBaTh cobbITHE B popmare HTML

[Tonb3oBaTenbs MoXeT co3aBaTh 11a00HbI MceM B ¢popmate HTML BHyTpY KOMITaHMU WU
I KideHToB. C moMmornpio Tekcta nuceM B ¢popmate HTML Mo)kHO TNMpHBECTH OTHpaBisieMbie
OpraHu3alell yBeJIOMJIeHUs], OIOBellleHHs O COOBITMSIX U HOBOCTHBIE PACCBUIKM K eIUHOMN
$GUpPMEHHOM CTUIIUCTHKE.

Yrto6w1 BBecTH TekcT B popmare HTML HeoO6XoquMo BBIIOTHUTE ClleIyIolIye JeMCTBUS:

1. Haxatb kHOmKY : (Emie) B popme BBOjia TEKCTa.

2. Haxatb xHonky <2 (IIpocMmotp kopa). IIBeT KHONKY M3MeHHUTCS Ha <7, a MHCTPYMEeHTHI

pelakTUPOBaHUS TeKCTa B BepxHel 06J1acTy GOpMBbI CTaHYT HefoCTynHbI (puc. 197).
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Pucynok 197 — ®opma ny1s1 coznanus tekcra B popmate HTML
3. Bsectu Tekct B popmare HTML.
BBenenHblii TEeKCT OMUCaHUSI COOBITUST B OOBIYHOM ¢dopMaTe MOXKHO IPOCMATpHBaTh U
penaktrpoBaTh B popmaTe HTML. [Ins1 3T0r0 He06X0IUMO BBITIOJIHUTH CIIeyIOI1e JeHCTBHUS:

1. Baectu onucanue cobbrtus (puc. 198).

= Mo K 4 A:
= = - m
@ @ O + -

ExeHefenbHaa scTpeya ans
abcyxaeHns mekywux saday.

Pucynok 198 — Onrcanue coObITHs ¢ mpuMeHeHneM GOpPMaTUPOBAHUS TEKCTa
2. Haxarts kHoriky : (Eme) B dopme BBOJIa TeKCTa.
3. Haxatb kronky <2 (IIpocMotp kopa). LIBeT KHOIKY M3MeHHUTCS Ha <2, a MHCTPYMEHTHI
pelakTUPOBaHMS TeKCTa B BepxHel 06J1acTi GOpMbl CTaHYT HEJOCTYTIHBI.
4. B pesynbraTe otobpasutcs TeKcT B ¢popmare HTML, KOTOpBII MOXHO peJlaKTUPOBATh

(puc. 199).
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<blockquote>

<p style="text-align:
center; ”><s:rong>3>me1—:e;(enb1—;ag<,/strc:g>
BCTpeda ONA oOCyEISHMA <ell>TeRyIMX
sagas.</em></p>
</blockquote>

Pucynok 199 — Omnucanne cobbitus B popmate HTML

7.5 Oro0OpaxeHue cTaTyca I0JIb30BaTes el BHeIIHUX KaJleHapei

7.5.1 OtooOpaxkenue craryca u3 Exchange

[TonwzoBarens [10 Mailion moxer ykazate Email monb3oBarens Microsoft Exchange npu
CO3/1aHMKW/U3MeHeHNN/ylalleHny COOBbITHSL B KajleHJape. B aToM ciiyyae B uHTepdelice kajeHaaps
0TOOpa3UTCs CTaTyC 3aHATOCTH JAaHHOI'O II0JIb30BaTeIs.

BapuaHThl CTaTycoB, KOTOpble IIOJIb30BaTeslb MOXeT IIOJyYUTb IpU yKazaHuM Email

nosnb3oBatesst Microsoft Exchange:
— :I (CBobOopen);

— I (3ansaT);
v/
— % (ITox BomIpocom);

_# (Paboraro B aipyrom mecre);

-
s
ol

(Het Ha mecTe);

_ o (YactHoe).

7.5.2 OtobOpaxkeHnue craryca u3 cepepa PSN

[lonb3oBaTensr [0 Mailion wmoxer ykasatb Email mnonbs3oBarens wiu pecypca
MoiiOduc [loura npu co3gaHun/uaMeHeHUN/y1ajleHU COOBITHS B KajleHAape. B aTom citydae Gyner
nosiydeHa wuHbopmarusi or cepBepa PSN, u B wuHTepdelice KajieHaps OTOOpa3UTCs CTaTyC

3dHATOCTH JAaHHOI'O I10JIb30BATEJId WK peCcypcd.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2025 221



® MaiLion

[Tonb3oBarens IO Mailion Takke IojrydaeT CTaTyC 3aHSTOCTU I1€PerOBOPHOM KOMHATHI B
nosie Mecto ot cepBepa PSN npu ykazanuu kiiventa MoitOoduc [loyra.
BapuaHTbl CTaTycoB, KOTOpbIe IOJIb30BaTeIb MOXET IOJNy9uTh OT cepBepa PSN mpu

yKkazaHuu kimenTa MonOduc Iloyra:
- |:| (CBobomen);

- I (3angr).

7.5.3 OTooOpa:kenue craryca u3 Google

[Tonb3oBarens 10 Mailion moxeT ykazath Email nmonbs3oBaTess noutoBoit ciy>k6b61 Gmail
P CO3[laHWW/U3MEeHeHUW/yJjalleHu CoObITHsS B KajleHjape. B 3ToM ciiydae B uHTepdelice
KajleHJjapsi 0TOOpa3UTCsl CTAaTyC 3aHATOCTH JAHHOT'O T10JIb30BaTeIsl.

BapuaHTbl CTaTycoB, KOTOpBle II0JIb30BaTejlb MOXKeT IIOJIyYWTh IIpU ykaszaHny Email

nosib3oBatesst Google:
- I:I (CBobOopen);

- I (3ansT).

7.6 JleiicTBHS C BHEIIIHUM KaJIeHJIapeM JIPyroro mojb30BaTeJs

BHemHuii KasleHmapb — KajieHIaph IOJIb30BaTesIs BHe TIJI00ajJbHOM aJIpeCHOM KHUTH
[10 Mailion. MoXXHO NOAKIIOYATH BHEIIHWM KaJleHJapb [PYyroro I0Jb30BaTelis, eclIu ero

KaJIeH/IapHbIN cepBep Mojep>KUBaeT padoTy 1o ceteBomy npoTtokoity CalDAV.

ilj HOCTyHHOCTB )IEI‘/JICTBI/H‘/JI C BHEIIHUWM KadJIeHIdpeM OpPYyTroro II0JIb30BATeJId OIlipeneisdaeTrcsa H
OrpaHUYMBAETCSI BO3MOXKHOCTSIMH €ro KajleHJapHOr'o cepBepa.
ITocne IMOAKIIIOYEeHHsI CTaHeT BO3MOXHBIM IIPOCMOTP 3dHATOCTHU BilaJeJjibllda BHEIIHero
KaJieHaap4.
HOJIKHIO‘{HTI) BHEIIHUM KajieHJapPb MOXXHO, IMOAIIMCAaBIIMCh HAd COOTBETCTBYIOHII/Iﬁ KaJleH[1daPb

I10J1b30BaTesIsl BHe IJI00aIbHON afipeCHON KHUTH.
7.6.1 IlopknI0YUTH BHEIIHUH Ka/leHAaphb APYroro noJjib3oBaTesis

ili He pexoMeHnpyeTcst UCIIOJIb30BATh MapaMeTp «JTO U MOCIeqyIolire COObITH) Py paboTe C
: BHEIIHUMM KaJleHJapsIMM, TaK KakK [Ie[CTBHS C MOBTODPSIOMIMMUCS COOBITHSMU He

006pabaThIBalOTCS BHEIIHUMU KaJIeHIAPHbIMU CepBepaMHu.
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YTOOBI MOAKITIOUNTH BHEIIIHUN KaJleH/1apb, He0OXOAMMO BBITIOJIHUTD CIIeIyIOI1e AeHCTBHUS:

1. BpI3BaTh KOHTEKCTHOE MEHIO YYeTHOMW 3allKCH, IIeJIKHYB IMPAaBOW KHOIKOUW MBIIIIH.

2. Boibpats komaHay Iloaka04uTh KajJeHaAaphb.

3. B oxue IlopkiioueHue BHeNITHero0 KaJleHapsl BBECTH a/ipeC BHeIIHero KajeHaapsi.

4. Haxatb kHonky ITomK/IOUHATE.

5. VYkasate Jlorun u Ilaposs.

6. Haxatp kHonKy IlogK/II0UnTD.

B MoMeHT mnoaTBepkieHUs] TMOAKIIOYEHWs] B JIeBOM HM)KHEM VYIVIy OKHa IOSIBIISIeTCS
coobmenve  «BHemHHMH ~— KajleHZaph  <HAaWMEHOBaHHe  KaJleHJAapsa>  IMOAKJIIOYEH».
[TopxmtoueHHBIN KajleHJapb oToOpakaeTcss B Oiioke JIpyrue kajieHAapH 1OJi YYeTHOM 3alMChIO
0JIb30BaTeIsl.

JlaHHbIe, HeOOXOMMbIe [Jis MOAKJIIOYEHHs BHeIIHero KajeHaaps (aapec, JIOTHH, IapoJb),
IIpeJIOCTaBIIsIeT Bilajieliel] BHEIIHero KajleHaapsi.

CobbITHe B IOAKIIIOUEHHOM KaJleHJlape MOXKHO:

— [IPUHSATB,

— CO3/1aTh,

— U3MEHMUTD,

— YAAJINTD.

HOI[KJIIO‘IGHHI)IIZ KaneHnapb MO>XHO OTKJIFOYHTh.
ji\ CrocoboM, OMNMCAaHHBIM B JOTOM CTaTbe, HeNb3sl MOJKIIOYUTH KaJleHAapb JpYyroro
i \ . .
nonb3oBaresg [10 Mailion To# e MHCTaJUIAIUN.
Heob6xoaumMo HCIonb30BaTh IPyTHe CIIOCOOHT:

— IDpeaoCTaBUTDL AOCTYII K CBOEMY KaJleH/1dPIo;

— MOAIMCAThCS Ha KajleH/Iaphb M0JIb30BaTesIs TII00aIbHOM aJIpeCHON KHUTH.

7.6.2 OTKJII0OYNTH BHENIHHH KaJleHIapb APYroro moJjib30BaTesis

OTK/II0YUTH BHEITHUN KaJleHAapb MOXKHO OIHUM U3 CIIOCODOOB:

— BBI3BaTh KOHTEKCTHOE MEHIO KajleHJlaps, IeJIKHYB MTPaBOi KHOMKOM MBIIIN M0 HAa3BaHUIO
KaJieHJ1aps B Os10ke JIpyrue kaneHaapu, BbIOpaTh KoMaHAy OTHHCAThHCS OT KaJleHapsi;

— OTKpHITh OKHO IloakI0ueHne BHeNTHero KajJleHJaps, 1eJIKHYB ITPaBOM KHOIIKOW MBIIITN

110 YHETHOfI 3dIlIMCHU U BbI6paB KOMaHY HOIIKJI]O‘{HTB KaJIeH{aphb. B okne
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HOI[KJI]O‘IEHI/IE BHEIITHET'0 KaJIeHapsda B CIIHMCKe Mou BHeEIIHHE KaJIeH[{apu HAIIpOTHUB

HA3BAHMs OTKIIIOYAEMOT0 KaJleH/apsi HaXKaTh KHOMKY <.
B MoMeHT oTkIII0UeHMs] BHEIIHero KajieHJapsl B JIeBOM HIDKHEM YIJly OKHAa OTOOpakaeTcs
“H$OPMalIMOHHOEe CO0DIeHre: «<HAaHMeHOBaHHe KaJIeHAaps> yAaJeH».

B 65ioke JIpyrue xaneHgapu OTKJIIOUEHHBIN KajleHapb 0TOOpaXkaTbCs He Oyier.

7.7 lelicTBu C 3aJa4aMHU B KaJleHape

[Tonb3oBaTelb MOXKET CO31aBaTh 3ajla4d B JIFOOOM JIOCTYITHOM eMy KajieHaape (BKJTFOYast
KaJIeHIapy C OOIIKUM JJOCTYIIOM, TIPeJIOCTAB/IEHHBIM JIPYTHUMHU M0JIh30BaTeJISIMHU).
Co3maTh 3a1a4y MOXKHO!

— crnocoboM Oe3 omUcaHus JeTaje;

— croco6oM c mobasiieHreM ONKMCAHUHN [OJIeH.

7.7.1 Co3gaTth 3aiauy 0e3 geTaaTbHON MPOPadOTKH

Ytobbl O6BICTPO CO3AaTh 3a/ady 0e3 [eTaJbHOM MPOpPabOTKH, HEOOXOIWMO BBIIIOIHUTh

ClleqyIolIne JeruCTBUA:

1. HaxaTb KHOIIKY v (IToBecTtka mHs) B Paboueii obnacTy.

2. llepeiiTy Ha BK/Ia[Ky 3aJjla4H ¥ yKa3aTh Ha3BaHWe 33/1a4yM B rosie + HoBasg 3amaya.

3. Haxatb kHonky v (lo6aBuTh) win kiapumy Enter (puc. 200).

Y QlB|=ZT & 3anaum X

14 CerofHs > -+ COEDaTbCOBELLLaHH€| V] =

6 30 B 31

Pucynok 200 — Co3pganue 3aiauu

[Tocne co3manus 3ajjaua 6yaeT AOCTYIIHA JIs IPOCMOTPA B KajleHjape.
YToOBI 3a71a4 OTOOpAKaIMCh B KajleHiape, He0OX0IMMO HaXKaTh TaJIOYKY B Iojie 3ajadu Ha

naHesy HaBuranuu (puc. 201).
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¥ Kanenpapb MH 25 BT 26 Cp 27 Yr28 I 29

Mow 3agaum CornacoeaTtb

3apauu

Pucynok 201 — OtobpakeHue 3a/1a4 B KaJjieH/1ape

7.7.2 Co3maTh 3aa4y ¢ yKa3aHHeM JeTasiei

Yrobbl co3AaTh 3a/ad4y C TMOAPOOHBIM yKa3aHWeM JieTajeil, HeoOXOIWMO BBIIIOJIHUTH
Clleyrolue JerCTBUS:

-
1. Haxats kHonky ~ (Csemenus) B nojie HoBas 3ama4a.

2. 3amnoJIHUTH OJIs1 KAPTOUKU 3a]ja4u:
— Jlo6aBuTh cpok BbIMONHEeHUs. HaxaTh KHOMKY + J[00aBHUTH CpPOK BBINOJIHEHHUS U
3aIOJIHUTD ATy Y BpeMsl Hayalla BBITIOJIHEeHUS 3a[ja4l B COOTBETCTBYIOMIMX IOJISIX.
— YcraHoBuTh rasniouky B mnosie IIpogo/mkutebHOCTH 4TOOBI OOABUTL ATy U Bpemsi
OKOHYAHMUS BBITIOJTHEHUS 3a/IaUH.
— VYpanuth CpOK BBITIOJTHEHHWs 33Jladyd MpH HeoOXomumocTH. HakaTb KHOTKY YOparh
CPOK.

3. Boibpath npuopUTeT 3a1auu:

Het (He npuopureTHas 3aay4a);

! N
— °  Hwuzkuii npuopurer;

!! Cpennuii mpuopwUTeT;
— I Beicokuit mpropuTeT.
4. YcTaHOBUTH NPOIEHTHOE 3HayeHWe Mporpecca BBIIOJIHEHUS 3a7jauyM 10 Ikajie oT 1 1o
100 unu BBeCTH 3HaUYeHHe BPYYHYIO B I10JIe CIIpaBa.
5. Bsectn onmcanue 3agaum B nose OnmucaHue.,
6. HaxaTp KHOIIKY B 3aBUCHMOCTH OT JjajibHer1ero gericteus (puc. 202):
— kHornky CoxpaHUTb, YTOOBI COXPAaHUTH 3a7avy.

— KHOIIKY OTMEHI/ITB, YTOOBI OTMEHUTh CO31aHHe 3aJa4H.
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HasHa4nTb BCTpevy

Nata Hauana

28.07.2022 11:30
[ata oKOH4aHKs
28.07.2022 14:30
¥ MponomkuTensHocTs Y6path cpok
MpuopuTeT
Het ! " m
Mporpecc
e 28

Onuncanune

| OTtmeHa | | CoxpaHuTb |

Pucynok 202 — JleiicTBus AJ1 KapTOYKU 3a/1auu

Ilocne co3ganus 3agada JOCTYIIHA AJis IIPOCMOTpA B KaJieH[ape.

7.7.3 PepakTHpoBaTh 3aaqy

YToO6bI BHECTU U3MEHeHHU B 3aaa4y, HeoOXOJIMMO BBITIOJIHUTH clenyromime JIeMCTBUS:

1. HaBecTtu Kypcop Ha COOTBETCTBYIOILYIO 33/lady M HaXkaTb KHOIIKY 4 (PemaxkTuUpOBaTH)

(puc. 203).

2. 3alloJIHUTD II0JIA KapTO4YKH 3a1a49¥ UJIN I00aBUTH ONKMCAHMS B HEJOCTAIOIIME TIOJIS:

[0 HasHauutb BCTpeuy

O ortnyck

Bes aathl A

Penaktupoears

48%

Pucynoxk 203 — Knorika / (PemakTHpoOBaTH)

— HpI/I H€O6XO,I[I/IMOCTI/I HM3MeHHWTb Ha3BdHHE 3d1d9HU.

— HO6aBI/ITb CPOK BBbIIIOJIHEHHUS]. HaxxaTb KHOIIKY + I[OﬁaBI/ITI) CPOK BBIIIOJIHEHUA U
3aIIOJIHUTDB JaTy U BpeMs Ha4dJld BBINIOJIHEHUSA 3d/1a9W B COOTBETCTBYIOIIUX ITOJIIX.

— YcraHoBuTh rasiouky B mnosie IIpomosmxuTenbHOCTH 4TOOBI OOABUTH ATy U BpeMmsi

OKOHY4dHM BBITIOJIHEHHMS 3a1d49H.
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Ynanutb CpOK BBINOJIHEHWS 3ajlaud TpU HeobxomumocTu. HakaTh KHONKYy YOpaThb
CPOK.
Bribpath npuopuTeT 3a1auu:

Het (He npuopuTeTHas 3aia4a);

Huskuit mpuopurer;
!! Cpennuii npuopurerT;
! BelcOokui IPHOPUTeT.
VYcTaHOBUTH TIPOIIEHTHOE 3HaYeHHe MPOorpecca BBIMOHEHUS 3ajlauM 10 Ikaie oT 1 jo
100 mm BBeCTH 3HaUeHKe BPYYHYIO B I10JIe CIIPaBa.

BsecTu onmcanne 3a/1da49H B II0JIe Onucanue.

3. HaxaTb KHOTKY B 3aBUCUMOCTH OT JaJibHeHIIero neicteus (puc. 204):

kHOTKY COXpaHHUTh, YTOObI COXPAHUTh BCe BHECEHHbIe N3MEHEeHHUH.

KHOIIKY OTMEHI/ITI), YTOOBI OTMEHUTh BHECeHHLIe U3MeHeHHUH.

KHOIIKY W (Ymanuts), 4TOOBI yOAIUTh 3a7a4y.

HasHauuTb BCTpevy

CpoK BEINOAHEHMS

28.07.2022 20:00
O MNpopomkrTensHOCTs Y6pats cpok
MpuoputeT

Her ! mn
Mporpecc
—_ 58

Onucadue

[obaBkTe onncaHne 3anayn

@ OTMeHa CoxpaHuTb

Pucynok 204 — JleiicTBus 17151 peIaKTUPYeMOi 3a]1auu
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5,
YTto0ObI CBEPHYTb WK pPa3BEepPHYTHb CIIMCOK 3444, HEO6XOI[I/IMO HCIIOJIBb30BATb KHOIIKH -~ nu

v (puc. 205).

$4

+ Hosas 3agava

]
4

3aBTpa

«

»

CerogHs

[0 Ha3HauuTb BCcTpeuy

() 28 mionsa » 20:30  14%
Pucynok 205 — Knonku [i71s1 oTobpaXkeHHs CIIMCKa 3a/1a4

7.7.4 CopTupoBaTh 3aa4u

[Tonb3oBaTenb MOXeT OTCOPTUPOBATh CO3/IaHHbIe 33Jlayd 0 BbIOpaHHBIM 3HauveHUsM. [lo
YMOJTYaHUIO TlepeveHb 3a7a4 pOpMHUpYyeTCs 110 MOPSAIKY UX CO3/IaHUS, YIUTHIBAs 3all0JIHEeHHbIe MOJIs
KapTOYKH 33J]a4¥ (CPOK BBITIOJIHEHUSI, IPOTPecc, IPUOPUTET U T.11.).

HﬂﬁCOpTHpOBKH38HT¥H€O6XOHHMOIﬂﬂHOHHHTbCHGHYKHHHEHeﬁCTBHH

1. HaxaTb KHOIIKY - OTo6pasuTcs pacKpblBarOIUNCS ClICOK GunbTpoB (puc. 206):
— [Ilo ymom4anwuto;

— [Ilo npuopwurery;

— Ilo cpoky;

— Ilo andasury;

— Ilo mporpeccy.
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-+ Hosas 3agauya

bes patbl / Mo ymonuanuio
Mo npuopuTeTy
O oOtnyck Mo cpoky
48% Mo andasuty
Mo nporpeccy
3aBTpa

D CornacoeaTb CNMCOK Y4acTHUKOB

M 29 mona 26%

»

[Mpepcroswme

[J) Ha3HauuTb BCTpeuy

(01aer 32%
Pucynok 206 — Crrcok GUIbTPOB Jj1s1 COPTUPOBKY 3a/1a4

2. BribpaTh cootBercTBytoNMi GuibTp. Ilocie Bbhibopa ¢pubTpa 0TOOPA3UTCS KHOIKY

obpaTtHoM copTupoBku (puc. 207).
+ HoBgas 3agaua =

Mo angpaeury » |

[ HasHauuTb BCTpeuy

(A 01aer 32%

[ OTnyck

48%

D CornacoeaTb CNUCOK Y4acTHUKOB

[ 29 mons  26%
Pucynok 207 — BrinosiHeHHasi COPTHPOBKA 3a/1a4
B pesysnbTaTe 3a1aur OTCOPTUPYIOTCSI 110 BBLIOPAHHOMY KPUTEPHUIO.

7.7.5 OTMeTHTL BBIIIOJIHCHHBIC 3aTa4YH

OTMeTHUTH BBITIOJTHEHHbIE 33a7Ja4d MOXKHO, TIepEMeCTHB MX B GJIOK BpInmosiHeHHBIE OTHUM U3
CIIeAYIOIINX CIIOCOOOB:

1. VYcTaHOBUTH rajIoUKy B IlepedHe 33/1a4 HAlIpOTUB COOTBETCTBYIOIIeH 3afauu (puc. 208).
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+ Hosas 3apava

Mo andaeuty v |

[ 3apava

(3 28 wiona + 19:00

D CornacoeaTb CNMUCOK YYacTHUKOE

[ 29 mona  26%

Pucynok 208 — OTMeTHTh 3aj/1auy KakK BBINOTHEHHYIO

2. HaxaTb Ha COOTBETCTBYIOIIYIO 33/lauy B IlepeyHe 3a/1ay JIeBOW KHOIIKOW MBIIIY U HaXKaTh

KHONIKY OTMeTHTH BBINIOJIHeHHOH (puc. 209).

El

< Bce 3agauu /7

Ha3HauuTb BCTpeuy

(3 01 aBr

\/ OTMeTUTb BbINONHEHHOMH

Pucynok 209 — Knornika OTMeTHTH BBITIOJIHEHHOH

3. HepeﬁTH K 3a1a4e U3 KaJIeHOdpsds W HAXA4Tb KHOIIKY OTMeTHTL BBINOJTHEHHOM

(puc. 210).
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Nionb 2022 Y Q 2 & @ < Beesapam V|
deHb Hepensa Pa6o4yasa Hepens < CerogHa >
CornacoeaTtb CMUCOK
Yr 28 Mr 29 C6 30 Bc 31 Y4aCTHUKOB

] (328 womn

+/ OTMeTUTb BbINONHEHHOW

Onucanne
CornacoBaTb CMUCOK Y4aCTHWUKOB B
KOM&aHAWPOBKY

Pucynok 210 — OtMeTuTh 3a71a4y BBIIIOJIHEHHOM U3 KajleHjapsi

B pe3yjibTaTe 3aJdd4d, OTMe4YeHHble KaK BbIIIOJIHeHHbIe, IIepeMecCTdATCd B 610K

BrinosHeHHbIe.
M
Yro6s! 0TOOpasuTh 610k BhIMOJIHEHHBbIe HAXXKaTb KHOIIKY , TIOCJIe 3TOTO OHAa W3MEHUT

BALHA (puc. 211).

BbinonHeHHble v

>

bes pathl

Pucynoxk 211 — biiok BeimosiHeHHBbIE

3a,uaq1/1 MO’KHO yOdJINTh U3 6/10ka BpImosiHeHHBIe. ,HJ'IH 3TOT'O H€O6XO,I[I/IMO HaBeCTHU KypCcop

Ha COOTBETCTBYIONIYIO 33/1aYy U HaXKaTb KHOIIKY LU (Ynanurs).

3a,uaq1/1 U3 0j10ka BeImosiHeHHBIe MOXKHO PenaKTHUpPOBATD. HJ’IH 3TOro HeOGXOI[I/IMO nepeﬁTH B

KapTO4YKYy COOTBGTCTB}HOH.IEFI 3a/layM Ha)kKaTHeM JIeBOM KHOIIKM MBI, HaXXaTh KHOIIKY 4

(PemakTHpOBaTh) Y BHECTU U3MEHEHUs B 33J1a4y.
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7.7.6 IlpuMeHUTH AONOJTHUTEIbHBIE IeHCTBUS

Yrobbl 3amaun  cojepxayiii  Oosbile MHGOPMALMM MOXHO IIPUMEHUTb K  HUM
JOTIOJIHUTEJIbHBIe TelcTBUs. [lJist 3Toro HeoOX0IMMO HaBeCTH KypCOp Ha COOTBETCTBYIOIIYIO 33/1avy
L

YW HaxkaTb KHOMKy + ([JomosHuTenbHo). B oTroOpasuBiiieMcsi OKHe BbIOpaTh JOTOJHUTEIbHBIE

JleCTBUs C 3ajiaueit (puc. 212):

I
(]

Q

—® 38

MNepenmeHoBaTh

Oy6nuposatb

Ynanutb
Pucynok 212 — JlononHuTesibHbIE AEHACTBUS

— H3menuTh Ccpok:

o« [ (Ceromus);

e ' (3aBTpa);

e & (Ha BBIXOHBIX);

e &) (Be3 cpoka).

— BribpaTh mpuopHUTeT 3aa4H:

e Hert (He npuopuTeTHas 3a/1ayda);

! .
e °  Huskwuii npyopurer;
1] .
e - Cpemuuii IpUOPUTET;
o '} Bricokuit mpuopurer.
— YcTaHOBUTH IPOIEHTHOE 3HaueHHe Iporpecca BBIIIOJIHEHUs 3a/la4yM 110 Iikasie oT 1 1o
100 nu BBeCTH 3Ha4YeHHe BPYUYHYIO B I10JIe CIIpaBa.
— IlepeumeHoBaTh 3a/1a4y:
e Haxarb kHOTNIKY IIepennmeHoBaTh;

e B mnosie Ha3BaHug 3d/1d91 BHECTU U3MEHEeHHW U Ha’KdThb KHOIIKY V” (COXpaHHTb).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025 232



® MaiLion

— Hy6nvpoBaTh 3a/1ayy Ha)kaTheM KHOIKY Jly0smmpoBaTs.

— Y,I[EIJ'II/ITB 3d1da9y HdXXaTHeM KHOIIKY Y)J;aJme.
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8 KOHTAKTDI

8.1 Unrepdeiic

Paznen KoHTakThl npeHa3HaueH i1 paboTbl C aApeCHbBIMM KHUTaMH U KOHTaKTaMH
I0JIb30BaTeIs.

HnTepdelic pasnesna KoHTaKTBI MeHseTCS B 3aBUCMMOCTY OT HaCTPOeK U I1apaMeTpOB OKHa
Opay3epa.

B usHauanbHOM KOHUrypanuy, IpU MKMpUHe OKHa Opaysepa oT 1240 nukcerneit untepdeiic
pazniesia KoHTaKTHI CONIep)XUT ciieyrolue 3yieMeHTsl (puc. 213):

— MeHro OpuIoXKeHu;

— IlaHgenL HaBUTralUy;

— Pabouas 06/1aCcTh;

— O6macTs uTeHus.

MaHensb HaBUraL MK PabBouyasn obnacTb 0ObnacTb 4TeHUA

KoHTakTb nmuana.npecuai.. Q ad l

CMupHoea Eneqa ° “Nempoe”

[ Muunss anpectan ks

Enkus fisntpsi KoHCTAaHTHHOE. .
Nisnan KHWra Eneti HHE

BeibepuTe KOHTAKT

front_a

KL

OpTEHKIELNN o

MeH NPUNOXEeHUA

Pucynoxk 213 — Unrepdeiic paznena KoHTakThI
[Tpu pabore ¢ IpyrumMu afipeCHBIMU KHUTaMu vHTepdeic paszfena KoHTakThl aHamoruyeH

UHTepency Iis aJipeCHOUM KHUTY JIndHasa agpecHass KHUTA.
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Ecmm mmprHa obnactu oTobpakeHusi CTAaHOBUTCSI MeHbIlle 3HayeHUs B 960 mmkcesnel, To

rHTepdeiic aBTOMaTH4eCku NiepexoIuT B pexkuM O06J1acTh uTeHHus CKpbITa. B aTOM citydyae BMecTo

obsiactu yTeHus: oTobpakaeTcst pabodasi 06J1aCTh CO CIIUCKOM KOHTAaKTOB aKTUBHOM (T.e. BbIOpaHHOM

ceryac) aapecHou kuHwrH (puc. 214).

= [hoBanbHas agpecHan KHUra AR

EneHa CMMpHOBa

() Anexcangp CMMpHOB

Pucynok 214 — Untepdec B pexxume O0s1aCcTh YTeHHS CKPBITa

CneBa OT UMeHU aKTUBHOH KHUTH OTO6pa)KaETC$I KHOIIKAa —, IIO3BOJISIOIIAs IIePEeKII0UNTHCS

Ha OTOOpakeHHe MaHeJid HaBUTAlMKU. UTOOBI BepHYTbCS K IIPOCMOTPY CIIMCKA KOHTAKTOB, CJieAyeT

HaXkaTb KHOMKY . UTOOBI MPOCMOTpeTh KOHTAKT, HY>KHO BBIOpaTh ero B ciucke. Bmecto crmcka

KOHTAKTOB OTKpOeTCsl BbIOpaHHAsl 3amMCh (KapTouka KOHTAakTa). B BepxHel cTpoke (Haj aBaTapoM

KOHTAKTa) CJjieBa B TaKOM CJlydyae OTOOpakaeTcsi KHOIKa < , TIO3BOJISAIOIIAs BEPHYThCS K CIHUCKY

KOHTAKTOB.

8.1.1 IlaHenn HaBUTAUH

ITanens HaBHI'allMM BKJIIOYaeT B ceb:

1.

A

3aroyioBok KoHTaKTBEI — Ha3BaHHe pa3aeiia, B KOTOPOM B JAHHBIM MOMEHT HaXOIMWTCS

II0JIb30BATeJIb.

Krorka C' — VHUIIMMpYeT OOHOBJIeHWe TaHHbIX pa3zesia KoHTaKThI.

Kaprouka nosb3oBaTessi — COAEp>KUT UMsI [10JIb30BaTeNIsl U aJipec 3JIeKTPOHHOM IOYTHI.
Crucok aJipeCHbIX KHUT M10JIb30BaTeJIsl.

Kaprouky kosuter (umsi T1osib30BaTesii U aJipeCc JJIeKTPOHHOM IIOYTHI), KOTOpBIe

npeaoCTaBWIM ANOCTYII TIOJIb30BATEJII0 K CBOMM dJIpeCHBIM KHHUI'dM. HJISI KaXXIOM U3

KapTOo4eK KoJuier 0T06pa>1<aeTc;1 CIIMCOK aJpeCHBbIX KHHUI'HM, K KOTOPBLIM II0JIb30BATEJIIO

npenocTraBjieH JOCTYII.

Crucok ajipeCHbIX KHUT T10JIb30BaTesis cofepxut (puc. 215):
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KoHTakTbi

CMmupHoBa EneHa

nain.ru

[0 Nuunas anpecHas kHura

Katanor

MmobankHas anpecHas KHUra

CTpyKTypa OpraHW3auu1

CMupHoB Anexcanap

» [O Jnuxaa appecHas kHWra

O Jnunas appectan kHura 2

Pucynoxk 215 — Ilanenb HaBUTaIIUK

1. HasBaHus JIMYHBIX afpeCHbIX KHUI IoJib3oBaress. JIMUHbIe ajipecHble KHHUTH COflepXaT
KOHTAKThI ¥ TPYMIIbl KOHTAKTOB I10JIb30BATeJNIsl U 3aI0JIHSAIOTCS UM caMuM. [lonb3oBartenb
MOJXKeT IIOJIHOCTBIO YIPAaBJISATh JIMYHBIMUA aJpeCHbIMM KHUTaMU — CO37aBaTh, YAAJSTh,
peaKTUpPOBAaTh.

2. 3arojI0BOK CeKI[MH KOPIOPaTUBHBIX afpecHbiX kHur (KaTamor) u KHONKy ¥, HakaTue Ha

KOTOPYIO MT03BOJISIET Pa3BepHYTh CIIMCOK. Korya circok pacKphIT, BUA KHOMIKA MEHSIeTCS
HAa A |, NpU HAXAaTHM HA Hee BBINOJHSIETCS CBOpAaYMBaHWEe CIMCKA. B crmcke
0TOOpaXkaroTCs
— HasBanus kopriopaTUBHBIX (MHaYe — TJI00a/IbHBIX) aJIpeCHBIX KHUT;
— brnok CTpykTypa opranusanuu (ecjiv aJIMUHHACTPAaTOPOM OblJIa CO3[laHa CTPYKTYpa
opranuzaruu B [10 Mailion).

KonTakThl B 17100a/IbHBIX aJ[peCHBIX KHHATAX CO3/IAI0TCS a]MUHUCTPATOPOM IpU 100aBIeHUN
noJib3oBaTesied B moutoByio cucteMy IIO Mailion u mocTynHbl BceM MOJIb30BaTEISIM TTOYTOBOM
CHUCTeMBbl B paMKax opraHuzaiyu. [lonb3oBaTesb He MOXET BHOCUTh M3MeHeHHs HU B IapaMeTpbl
1J106a7IbHBIX aJJpeCHbIX KHUT, HU B MX KOHTakThl. HO OH MoXkeT mpocMaTpuBaTh WX, COPTUPOBATh

CIIMCOK KOHTAKTOB U HCIIOJIb30BATH KOHTAKTHI.

Omnepanyy, KOTOpble MOXKHO BBIIIOJIHUTH C aJ[peCHbIMH KHUTaMH, IOJPOOHO OIMCAHBI B

pasfene [lelicTBUs C aJipeCHBIMU KHUTaMU. Takxke MOXXHO IPOCMOTpPEeThb CTPYKTYDY OpraHM3all|H.

HOHOHHI/ITEJII)HBIE JerCTBUS, KOTOpbIe MOOCTYIHBI TOJIbBKO C JIMYHBIMHU dJJpeCHbIMHW KHHI'dMH,

OIIMCAaHbI B pa3fieiie HEIZCTBHH C JIMYHBIMH aIpeCHBIMH KHHUT'dMU.
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HaxaTrie neBo¥ KHOIKOM MBIIIM HA Ha3BaHHE aHPECHOﬁ KHUTH — BLI60p aHPECHOﬁ KHUI'H,

OTKpBIBaeT B paboyveit 00/IaCTH CIIMCOK KOHTAaKTOB, KOTOPbIE XPAHSTCS B 3TOW af[peCHOM KHUTe.

HpI/I HaBeleHMHW KypCOpd Hd Hd3BdHHeE JIF00OOM aHPECHOﬁ KHUTHU IIOABJIAETCA IIOACKd3Kd, B

KOTOpOM yKa3aHO KOJINYeCTBO KOHTAKTOB B Hel (puc. 216).

CMupHoBa EneHa
esmirng ymydomain.ru

[0 Nununas apgpecHas kaura

W

INwunas appectas kHura (1)

Karanor

Pucynoxk 216 — [IpocMmoTp konudecTBa KOHTAKTOB B aJ[peCHOM KHUTE

8.1.2 Pabouas obacTh

Paboyas objacTs IMo3BOJIIET IMPpOCMATpUBATb CIIMCKU JIMYHBIX H r7100aIbHBIX KOHTAKTOB,
OCyHmeCTBJIATb COPTUPOBKY CIIMCKA KOHTAKTOB JIMYHBIX KU r1106aIbHBIX dJ/I[peCHBbIX KHHUI', 4 TdKXe

BBI3BIBATh POPMY CO34aHMS Y PeJaKTUPOBAHUS JTUUYHBIX KOHTAKTOB.

[Tonb3oBaTens MOXKeT CO3[1aBdTh, PEAdKTUPOBATb U YAAJIAATH TOJIBKO JIMYHbIE KOHTAKTHI.
3amcy B TJIO0AJIBHBIX dJIpPECHbIX KHHUI'dX He IIoIJIeXXaT HW3MeHeHHIO CO CTOPOHBI
I10JIb30BATeJId.

Pabodast 061aCcTh CO/IEPXKUT ClIeIyIOIIHe 3JIEMeHTHI:
— HasBaHue ajipecHOM KHUTH, KOTOPasi BBIOpPAHA Ha MaHeJId HaBUTAIUH;
— Ilanenb uHCTPpYMeHTOB paboueii 06J1aCTy;

— CHOmcoK KOHTaKTOB aHPECHOFI KHHUT'U;

— Knomnka o MO3BOJISIONIAsE CO3/1aTh HOBBIM KOHTAKT (TOJIBKO JJISl JIMUHBIX aJlpeCHBIX
KHUT).

[Tanenb UHCTPYMEHTOB paboyeii 06JIaCTH COJIEPXKUT CleTyIOIIHe 3JIeMeHThI:

— @ — KHOIKa IOMCKa KOHTaKTa;

— Afl — KHOIIKa COPTUPOBKU KOHTAKTOB.

KonTakTel B cIlMCKe TMpe/icTaBiieHbl B BUje MUHH-TaHesied. Ha kaxmod MUHHU-NAHeIn
oTobpaskaeTcs cienytomias uHbopmanus (puc. 217):

— aBaTap KOHTAKTa;

— WM KOHTAaKTa;

— ajpec 3JIeKTPOHHOM MOYThl KOHTAKTA.
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{1' } AnexkcaHgp CMUPHOB

Pucynok 217 — MuHu-niaHeslb KOHTaKTa

KontakThl B paboueii 061acTi He TPyNIMPYIOTCS B CTPAaHUIIBI — BCe KOHTAKThI afipeCcHOM
KHUTH 3arpy’kaloTcsl JMHAMUYeCKH 110 Mepe TOro, Kak I10J1b30BaTellb [lepeMelllaeTcsl K KOHIly CIIMCKa
KOHTaKTOB.

ITpu BbIGOpe KOHTakTa B pabouel objacTv B 06acTh 4YTeHMsI OoToOpakaeTcs KapTodka C

JAHHBIMH 3TOI'0 KOHTAKTa (UJIM TPYIIIbI KOHTAKTOB).

8.1.3 O0sacTh yTeHUa

ObsacTp 4TeHHs MO3BOJISIeT IIPOCMATPUBATh KAPTOYKM KOHTAKTOB M IPYII KOHTAKTOB W3
aJipeCHbIX KHUT, KOTOpble BbIOpPaHbI B pabodeil 00iacTd, a TakXe CO3/1aBaTh M pelaKTHPOBATh
JINYHBbIe KOHTAKTBHI.

B 3aBucuMocTH OT HacTpoek, 00JacTb YTeHHs] MOXeT OTOOpakaTbCs B IIPaBOM YacTU
IJIaBHOT'O OKHA (BHUJ 10 YMOJIYAHUIO), B €ro HIKHel 4acTy moj pabodeil 061acThio (107 CIIMCKOM

KOHTAKTOB aKTMUBHOW KHWUIM) WIA MOXeT OBITh CKpbITAa. BbIOpaTh cxeMy OTOOpakeHUsI MOXKHO B

6ioke Crpykrypa BrkiIagku Hutepdeiic B okHe Hacrtpoiikm nouthl (cM. pasgen Hacrtpoiika

uHTepderica IOYTOBOr0 JIIHKA).

Kaprouka koHTaKTa B 00/1aCTH UTeHHsl COJIepXXUT Cileflylolue 3jeMeHTs! (puc. 218):

— aBarap KOHTaKTa;

— JIMYHBbIE IaHHble KOHTAKTa;

— KHOIIKM Ilepexo/ia K IlepelrcKe U K CIICKY BCTpeY C 3TUM KOHTAKTOM (B JaHHBIA MOMEHT
HEeaKTUBHbI);

— pa60qu W KOHTAaKTHLBIE JaHHbIe IT0OJIb30BaTeJId.
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Enena AnekcaHapoBHa
CmupHoBa

TeXHUYECKWHA nucaTens

&) Mepenucka () Berpeun

OT1aen TexHUYecKoi AOKYMEHTaUKWK

79997777777

Pucynok 218 — Kaprouka KoHTaKTa

CO3[laHWM WIM pelJakTUPOBAaHWM KOHTaKTa, II03TOMY Ha pasHbIX KapTOuKax MoOXeT OBbITb
MIpeJiCTaBJleH pa3Hbli 06beM HHGOPMAITUH.

@ B kapToyke KOHTaKTa OTOOPaXKAlOTCS TOJBKO Te JIaHHBIe, KOTOpble ObLIM BBEIEHBI IPU

B BepxHeili yacTh 00JacTH YTEHHUs paACIIOJIOXKeHA TaHelb HWHCTPYMEHTOB, Ha KOTOPOWU
CcOOpaHbI KHOIIKU JIeMCTBUH, JOCTYITHBIX JIJI1 OTKPBITOM KapTOYKU KOHTaKTa. CoCTaB KHOIIOK MaHeIn
WHCTPYMEHTOB Pa3/IMYaeTCs JiJisi KOHTAKTOB M3 JIMYHBIX U TVI00AIbHBIX aJ[peCHBIX KHUT (CM. pa3jiesibl

HEﬁCTBHH C KOHTAKTdAMWU, HEﬁCTBHH C JIMYHBIMH KOHTaKTaMI/I).

e
G KOIMPOBaTh KOHTAKT;

2
— <4 — 1iepecjiaTb KOHTAKT,

1]

— paciiedaTdTb KOHTAKT;

@

- — I1epeMeCTUTb KOHTAKT — TOJIbKO JIs JIMYHBbIX KOHTAKTOB,

&

— / — peIaKTHUpPOBAThb KOHTAKT — TOJIBKO JIS JIMYHBIX KOHTAKTOB;

- I — YAAJIIWMTh KOHTAKT — TOJIBKO JJIA JIMYHBIX KOHTAKTOB.
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8.2 JleiicTBus Cc agpeCHBIMU KHUTaMH

8.2.1 CopTupoBaTh CHIHCOK KOHTAKTOB

Jly1st obyieryeHus MOKMCKA HY>KHBIX KOHTAaKTOB B a/IpECHBIX KHUTaX IpefyCMOTPeH MeXaHWU3M
COPTUPOBKH CIIMCKA KOHTAKTOB.
[To ymo4aHHIO KOHTAKThl B CIIMCKe pabouel 06s1acTh 0TCOPTHpPOBaHHI 1o napamerpam: Ilo

umenu u Ilo a.m])aBnTy. HpI/I JKeJIaHWH I10JIb30BATeJIb JIETKO MOXeT U3MEeHUTb COPTUPOBKY CIIMCKA.

Jlist i3MeHeHUsI TapaMeTPOB COPTUPOBKU CJIe/IyeT:

1. Ha nanenu HaBuranuu pasjeiia KoHTaKkThI BHIOpATh a/IpeCHYIO0 KHUTY.

2. Haxatp kHoniKy Afl (CopTHpOBaTh) Ha MaHeJIM MHCTPYMEHTOB pabodeil 06/1acTy.

3. YcraHOBUTH (JIaXKOK HAIIPOTHB HY>KHOT'O I1apaMeTpa B OJIHOM U3 rpymi (puc. 219):

— BribpaTh 1nose, 1o 3Ha4eHUIO KOTOPOTO HY>KHO yropsiiouuTh 3anucu: Ilo umenn mubo Ilo
damuium.

— Bribpatb crioco6 coptupoBku: Ilo angaBury (copTupoBKa IO andaBUTy B MOPSIKe OT

«A» 1o «51») mubo ObpaTHas (COPTUPOBKA 110 ajidaBUTYy, HO B 0OPAaTHOM TOPSIJIKE).

Afl
Mo umeHu Vv
Mo dhamMunmu
Mo andasuty v
ObpartHas

Pucynok 219 — ®opma napameTpoB COPTUPOBKH JJIs1 CIIMCKA KOHTAKTOB

HOpHIIOK 3amycel B CIMCKe KOHTAKTOB OOHOBIISIETCS IIOCIIe YCTaHOBKHA JII060T0 (bﬂam(a.

VcranoBuTh GiaXkku 11 TapaMeTpoB Cpa3y B 06erx Ipyniax HeBO3MOXKHO.

CopTrpoBKa CIMCKa KOHTAKTOB BBIIIOJIHSETCS C y4eTOM PerucTpa CUMBOJIOB B COPTUPYeMBbIX
3anucsx. [loaToMy, BHe 3aBUCHMMOCTH OT BBIOpAHHOI'O $i3blka MHTepdeiica U MO, [0 KOTOPOMY
npousBoguTcs coptvpoBka (Mmsa 6o Pammnusa), npu coptupoBke Ilo andaBuTy KOHTaKTHI

6YJIYT PacIioJIO’KeHbI B CJIeAYIOIIeM IIOPpSaaKe:
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1
2
3.
4

Nmsa/Pamunusa HaUMHAETCS C 3arJIaBHOM OYKBBI JTATUHCKOTO ajipaBuUTa;
Nmsa/Pamunus HaUMHAETCSI CO CTPOYHOM OYKBBI JIATUHCKOTO ajidaBUTa;
Nmsa/Pamunusa HaUMHAETCS C 3arJ1aBHOM OYKBBI pyCCKOro ajidhaBuUTa;

Nmsa/Pamunusa HaUMHAETCSI CO CTPOYHOM OYKBBI pycCKOro anidaBuTa.

[Ipu BapuanTte coptupoBku OOpaTHas MopsAOK oToOpakeHUs: OyneT oOpaTHBIM: CHavasa

3aMyCH, HAYMHAIOIIIKeCs: CO CTPOYHOM OyKBbI PyCCKOTO andaBuTa, 3aTeM — 3allMCH, HAUMHAIOLeCs

C 3aryIaBHOM OYKBBI PyCCKOI'O andaBuTa, U T.[I.

8.2.2 TlonyyuTh CCHUIKY Ha afipeCHyI0 KHUTY

[Tonb3oBaTens MoXKeT NOAKIIOYUTH aapecHble KHWTM [IO Mailion ams orobpaxenus: B

JIPYTHX MOYTOBBIX KJIMEHTAaX, eCJIM OHU MOJJepXXUBaoT paboTy mo ceteBoMy npoTtokoity CardDAV.

3TO IIO3BOJIUT II0JIb30BATEJIIO OOHOBPEMEHHO IIPOCMATPUBATL CBOU aipeCHble KHUI'KM U XPaHAIIKeCsa

B HUX KOHTAKTBI B PA3HBIX IIOYTOBLIX KIIMEHTAX, d TdKXXe YIIPABJIATbL UMHU (COBI[aBaTb, PenakKTHpOBATb

Y yJIQJIATh KaK aJ[peCcHble KHUTH, TaK U 3allMCU B HUX).

Jlns moAxIrOueHus aipeCHOM KHUTH 110 npoTokoily CardDAV nosnb3oBaTento He00X0IUMO B

HACTPOMKax JIPyroro Mo4ToBOro KIMeHTa BBeCTH CCBhIIKY Ha CBOO afpecHyto kHUTY [10 Mailion.

Y0681 IMOJTIY4YHTDb CCBUIKY, HeOGXOIII/IMO BBITIOJIHUTD CJIeAyroliye JIIeMCTBUS:

1.

2.

HaxaTb HpaBOfI KHOIIKOM MBIIIX 110 Ha3BaHHIO aHPECHOfI KHHWI'M B CIIMCKe Ha IIdHeJIH

HaBHUTI'dlIMH.

B otkpeiBiiemcs: meHio BbiOpaTh komaHay KommpoBaths cebiiky CardDAV. Ccbuika

Oyzner ckonrMpoBaHa B 6ydep obMeHa.

8.2.3 IIpocMoTpeTh CTPYKTYpYy OpraHH3aIuu

bnok CTpyKTypa opraHH3aIuM J0CTYIeH MOJIb30BaTeNIsIM, eCTi aJIMUHUCTPATOP CO3/1all
B Mailion opraHu3aiiioHHy0 CTPYKTYpY.

Bnoxk CprKTypa OpraHu3anuyu II03BOJIeT IIPOCMOTPETb HepapxXuio HO)IpaB,I[EJIeHI/II‘/II

OpTraHu3alivv 1 HaWTU KOHTAKThI COTPYAHHUKOB CTPYKTYPHBIX HO}Ip&SILEHQHHfI.

1.
2
3.
4

®

HaskaTh KHOTIIKY crpaBa OT 3aroyioBka CTpyKTypa opraHu3anyu Ha MaHe/d HaBUTal|H.
BribpaTh opranuzanuio.

B nepeBe cTpyKTypbl OpraHM3aIyiy BeIOpaTh CTPYKTYPHOE TTO/Ipa3fiesieHue.

B paboueii o6s1actu BbIOpaTh IouepHee CTPYKTYPHOe MoApa3zieseHre Wik KOHTAKT.

[Torck KOHTaKTa B CTPYKTYPHOM HOJpa3esIeHUH BBITIOIHSIETCS TakXKe, KaK MOMCK KOHTAKTa B
aJlpecHOU KHUTre.
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8.2.4 ]leiicTBHA C TMYHBIMHU a/IpeCHBIMH KHUTaMHU
8.2.4.1 Co3parh TUYHYIO a[IpECHYI0 KHUTY

JInuHas anpecHass kHMra — 3TO (OPMUpYeMbIH I10JIb30BaTejleM CIMCOK KOHTAKTOB C
MMeHaMH, aJipecaMy 3JIeKTPOHHOM MOYTHI U UHBIMU CBEJIeHUSIMU.

[Ipy co3maHuK y4YeTHOM 3alMCU aBTOMATHYeCKH CO3JjaeTcsl JIMYHAs aJipecHasl KHUTra
MoJib30BaTesisl C Ha3BaHWeM JIudHasa ajnpecHass KHUra. JTa aJipecHasi KHHTA 10 YMOJIYaHUIO
Ha3HayaeTcsi OCHOBHOM. IIpu HeoOxoquMoCTU IO/Ib30BaTellb MOXKeT CO37jaBaTh ApPyruve JINYHbIE

dJ/I[peCHble KHUT'HY, d TdK)XXe Hd3HdYUTb J'IIO6YIO W3 HUX OCHOBHOM (CM. pa3nein Hazuaumuthb OCHOBHVIO

JIMYHVIO dIpEeCHYIO KHI/IFV). KommdaecTBo 10JIb30BaTEILCKUX d/IpeCHBbIX KHHUI' He OI'PAHHUYEHO.

[Tpu cozmaHmm TMYHOM afipeCHOM KHUTU el OJDKHO OBITh JaHO Ha3BaHHe, COOTBETCTBYIOIIee
CJIelyIOIIUM TpebOBaHUsIM:

— He MOXeT OBITb ITyCThIM;

— He MOXeT OBbITb IIPeICTaBIIEHO B BUJIE «.» WIH «..»;

— He MO>XeT HaUMHAThCSl C CUMBOJIa IIpobera;

— He MOXeT COJIep>KaTb CUMBOJIBL: *, |, \, /, :, ", <, >, 7.

Yro6bl 106ABUTH HOBYIO JINYHYIO a/IpECHYIO KHUTY CJIe/lyeT:

1. Ha panenu HaBuramuu paszgena KoHTaKTBI HaXaTh IIPaBOM KHOIKOW MBIIIM BHe CIIMCKA

a/IpeCHbIX KHUT.
2. B KOHTeKCTHOM MeHIO BbIOpaTh koMaHly Co31aTh agpecHyI0 KHHUTY.

B nosiBuBIIEMcs 10s1e BBOJIa yKa3aTh Ha3BaHUe aflpeCHON KHUTH.
4. Haxarp kiaBuily Enter win Tab Ha kiaBuatype b0 HaXkaTh IMPaBOM KHOIMKOM MBIIITH

3a rpeejiaMu I10JId BBOd.

CIMCOK JIMYHBIX aJipeCHbIX KHWI aBTOMAaTUYeCKU COPTUpYyeTcsl IO aidaBUTy, B Hauaie
CIIMCKa OTOOPaKalOTCS KHUTU C KAPWIIMYEeCKUMM Ha3BaHMSMHU, a 32 HUMHU CJIeNYIOT KHUTH C
Ha3BaHWSMHU Ha JlaThHUIle. Ho 1epBoy B CIIMCKe BCerjia sIB/ISIeTCsSl OCHOBHAs JIMYHAS aJipecHasi KHUra

(cM. pa3nmen Ha3HAYMTh OCHOBHYIO JIMYHYIO aJIDECHYIO KHUTY).

s 1r060M JIMYHOM aJlpeCHOM KHUTM MOXHO CO3/aTh BJIOXKEHHble KHUIM KOHTAKTOB.
BroxeHHBbIe KHUTH MOXKHO CO3/[1aTh TaK>XKe ISl y>Ke CO3[aHHOM BIJIO>KeHHOM KHUTU (BO3MOXHO 110 20
yYPOBHel BJIOXKeHHOCTH). BiioxxeHHbIe KHUTH MOT'YT OBbITh I10JIe3HBI 111 06JIeryeHus IIOMCcKa Hy XHbBIX

KOHTAKTOB OJ1arojiapsi CUCTeMaTU3al[uy XpaHsIIIelcs B aJJpeCHON KHUTe NH(OPMAIIUH.
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YTo06BI CO31dThb BJIO’KEHHYIO KHUT'Y CJiIeJyeT:

1. Ha panenu HaBuranmu pasfiesia KoHTakThI BbIOpaTh aJipecHYIO KHUTY, JJISI KOTOPOU

TpebyeTcsi CO3/1aTh BIIOXKEHHYIO KHUTY (3TO MOXeT ObITh CO3JJaHHAsl paHee BJIO>KeHHast
KHUTA).

2. B xoHTekcTHOM MeHIO BbIOpaTh KoMaHAy Co31aTh BIIOKEHHYI0 KHHTY.
B nosiBuBIIeMcs 1osie BBOJIa yKa3aTh Ha3BaHHE BIIOXKEeHHOW KHUTH.

4. Haxarp xiaBuiry Enter win Tab Ha kiaBuatype b0 HaXKaTh IMPABOM KHOITKOH MBIITH

3a Ipe/iejiaMH I110JIs1 BBOd.

HazBanue 110001 TUYHONM aipeCHOM KHUTU U BJIOKEHHOW KHUIU B JIFOOOM MOMEHT MO>KHO

M3MeHUTH (CM.pasjien M3MeHNTh Ha3BaHWe JIMYHOW alpeCHON KHUTH).

8.2.4.2 VIaMeHuTH Ha3BaHHe JIUYHOH aJpeCcCHONH KHUTHU

JIro0Oy10 TMYHYIO aIpeCHYI0 KHUT'Y MOXHO I1eperMeHOBaTh.
YToOBI MeperMeHOBaTh JIMYHYIO aJPecHYI0 KHUTY, HeOOXOJIMMO BBLITIOJHUTDL CJIedyOIue
IeVCTBUA:

1. Ha nmanesnu HaBuraruu pasfiesia KOHTaKTBI BIOpPATh JIMYHYIO aflpeCHYI0 KHUTY.

2. HaxaTueM npaBO KHOINKHU MBI OTKPBITb KOHTEKCTHOE MEHI0 U BbIOpPAaThb KOMaHAY
ITepeumeHnoBarTs.

3. BBecTtu HOBOe Ha3BaHHe afpecHOM KHUTH (puc. 220).

Anexcangp CMUpHOB

Local-Address-List

Hosas appechan

Katanor

[nobansHas anpecHas k...

Pucynok 220 — M3meHeHue Ha3BaHUs JIMYHOU afipeCHON KHUTU

4. Haxarp xiaBunry Enter nim Tab Ha xiaBuatype mub60 HaXkaTh MPaBOWM KHOMKOW MBIIIN

34 IpeJejlaMM I10JI4 BBOJd.

8.2.4.3 Ha3HauuTh 0CHOBHYIO JINYHYIO aIpeCHYI0 KHUTY

Ilocne co3pmanus y‘IQTHOﬁ 3allMCH, Y II0JIb30BaTeJId eCTb OJHA JIMYHAA dJpeCHasd KHHUId —
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JIuunaga appecHas kHura. OHa 110 YMOTYaHUIO Ha3Ha4eHa OCHOBHOM JIMYHOM a/IpeCHOM KHUTOH.
OcHoBHas JIM4YHas afipecHas KHUra 0ToOpa)kaeTcsl IepBOM B CIIMCKe JIMYHBIX afpPeCHbIX KHUT

Ha IIdaHeJIM HdBUTI'dITWH. ,HJ'ISI Hee HeOOCTYIIHbI OoIlepaliluv yJaJieHus (CM. pa3zein Y,HEIJ'II/ITB JINYHVYIO

aJIpecHYI0 KHUTY) U TlepeMeliieHys (CM. pasfient [lepeMecTUTh JIMYHYIO aJIpeCHYIO KHUTY).

ITocne I[O6aBJ'IeHI/IH JIMYHbIX aJIpeCHBIX KHUT (CM. pa3zein COSZ[aTb JIMYHYIO adJApeCcHYIO
KHUT'Y), IIOJIb30BaTelb MOXeT JIIO6YIO M3 HUX HA3HAYUTh OCHOBHOM. Ha3zHaumTb OCHOBHOM
BJIOKEHHYIO KHUT'Y HeJIb34.

YTo6b! HA3HAYUTD JIMUHYIO a/IpECHYI0 KHUTY OCHOBHOM CJle/lyeT:

1. Ha nanenu HaBuranuu paszena KoHTaKkThI BEIOpATh JIMYHYIO a/IpECHYIO KHUT'Y, KOTOPYIO
TpeOyeTcsl Ha3HAYUTh OCHOBHOM.

2. HaxaTmem npaBOM KHOIIKM MBIIIM OTKPHITb KOHTEKCTHOe MEHI0 U BbIOpaTb B HeM
koMaHAy CnenaTb OCHOBHOH. BriOpaHHas ajpecHas KHWra CTaHeT OCHOBHOM, ee

Ha3BaHHKe IIepeMeCTHUTCSA Ha IepBoe MeCTO CIIMCKa JIMYHbIX aJpeCHbIX KHHUT'.

8.2.4.4 YpanuTthb 1TMYHYI0 aipeCcHyI0 KHUTY

JIro6y10 IMYHYIO aJpeCcHyI0 KHUT'Y, KPOMe OCHOBHOM, MOXHO y/1aJIuTh.

ITpy paboTe Ha HECKOJIBKMX yCTPOMCTBAX W/WIM B HECKOJIBKUX KJIMeHTaX, IoCje yJaleHus
aZipeCHOM KHUTY B OJJHOM MecCTe a/ipecHasl KHAra BMecTe CO BCeMM KOHTaKTaMu OyzeT yhaieHa BO
BCEeX OCTaJIbHBIX KJIIMeHTaX U Ha BCeX OCTaJIbHBIX YCTPOMCTBAX.

JInaHag daJipeCHdsd KHUT'd yAdJI1eTCa 683B03BpaTHO.

f;i\\ YnaneHHy}o JIMYHYIO daJIpeCHYIO KHUTY, €e BJIO’KEHHble KHUI'YM W 3dllMCU B Hell BOCCTAaHOBUTH

/1N

HEeBO3MOKHO.

YToO6BI YAQJIUTD JINYHYIO aJIpPECHYIO KHUT'Y, H806XO)II/IMO BBIIIOJIHUTD ClieJyronjre JIeUCTBUS:

1. BoiOpaTh TUYHYIO afIpeCHYIO KHUTY Ha [TaHeJId HaBUTallvK B pa3zieiie KoHTaKThI.

2. HaxaTtveM mpaBOM KHOIMKH MBIIIM BBI3BaTb KOHTEKCTHOE MEHIO aJpecHOM KHHUTU U
BbIOpaTh KOMaHAY Y JaIUTh.
3. Jns moaTBepKOEHHS YHAJEHUS AAPECHOM KHUTM B HaXKaTh KHONKY YIAJUTh B

OTKpBIBIIEMCS OKHE. AJlpecHasi KHUTa OyJeT yaaneHa.

8.2.4.5 IlepeMecTUTH JINYHYI0 aJJpeCHYI0 KHUTY

.HI-O6YIO JIMYHYIO aJApeCHYI0 KHHUI'Y, KpoMe OCHOBHOM, MOXHO nepemMeCtTuTb — CHeJIdTb

BJIOXKEHHOM KHUT'OU [IPYroH JIMYHOU aipeCHON KHUTH.
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BJIO)KEHHy}O dIpeCHYI0 KHUT'Y HEeBO3MOXXHO CHesaTb HEBJIOXKeHHONM — rnepeMeCTUuTb Ha
BerHI/Iﬁ YPOBeEHb iepeBd JIMYHbIX a/I[peCHbIX KHUT.

YTo06BI repeMeCTUTh aJpeCHYI0 KHUT'Y, HE’O6XO,I[I/IMO BBITIOJIHUTG CJIeAyromye IeUCTBUS:

1. Ha maHenu HaBuranyu B paszzfene KoHTaKkTBI BbIOpaTh JIMUHYIO aJIpECHYIO KHUTY,
KOTOPYIO TpeOyeTcsl mepeMeCTHTb.

2. IllemykoM TpaBOM KHOMKH MBIIIA BBI3BaTh KOHTEKCTHOE MEHIO aJpeCHOW KHUTU U
BbIOpath kKomaHny Ilepemecturb. OTtkpoercs maHenb IlepeMecTHTB ¢  JIepeBOM

azpecHbIX KHUT (puc.1).

MNepemectuts

CMmupHoBa Enena

e.smirnova(@mydomain.uru

[0 Mwuunas agpecsan kHura
3 Nuunas kavra Enexbl

O Mapkemmnr

O byxratepua

)

Pucynoxk 221 — Ilanesns nepemertieHus: TMYHON aJipeCHONM KHUTH

3. Bribpath afpecHyio KHUTY, B KOTOPYIO TpebyeTcs: iepeMeCTUTh BbIOPAHHBIN 0OBeKT.
4. Tlpn HeoOXOAMMOCTU CO3[1aTh B BLIOPAHHOM KHUTe BJIOXKEHHYIO KHUTY JIsl pa3MellleHust
obOBeKTa:
— Haxatp kHonky C3 B jleBoM HM)KHEM YTy MaHeNH, MOSBUTCS MOJie BBOJIA HA3BAHUS
BJIOXKeHHOM KHUI'H;
— BBecTu Ha3BaHUe BIIOXXeHHOW KHUTH;
— Haxarp kiaBunty Enter wnu Tab Ha kjaBuaType 100 HaXkaTb IIPaBOM KHOIIKOM

MBLIIIX 34 IIpegejaaMu 11011 BBOaA.
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5. Haxatp kuonky I'OTOBO (xHONKAa CTAaHOBUTCSI aKTHMBHA, eC/d IiepeMelleHue
BO3MOXHO). OToOpasuTcs oroBellleHHe 00 YCIENTHOM TepeMellleHnH, BbIOpaHHas
aZipecHasl KHAra CO BCeMH ee BIJIOXKEHHbIMM KHUTaMHU OyJleT mepemellleHa B YKa3aHHOe

MeCTO JepeBda JIMYHbBIX KHHT.

Yro0bbI repeMecTuTb JIMYHYIO aJpPECHYI0 KHUT'Y, MOJXHO Hd IIdHeJIM HaBUT'dIIUU IIepeTallluThb ee
Ha3BaHKWe MBIIIbIO B HY>KHOe MeCTO JiepeBd JIMYHbIX aIpeCHbIX KHUT.

8.2.4.6 IlpenocTaBUTH JOCTYH K JIMYHOM a/ipeCHOM KHUTe

MOXHO TIpeIoCTaBUTh OOIMMM JIOCTYI K CBOEW JIMYHOM aJIpeCHOM KHUTe OJHOMY W

HECKOJIbKUM I10J1b30BaTesisiM Bailed opraHuzanuu. Ecmu agmunuctparopom [IO Mailion co3nanbr
TPYIIIBI TIOJIb30BaTeIel, BO3MOXKHO ITpeIoCTaBieHre O0IIero IOCTyMa K IUYHOW aJIpeCHOM KHUTe He
TOJIbKO OTJIeIbHBIM TI0JTb30BaTeJISIM, HO U TPYIITIaM.

[Ipu 3TOM ecTh BO3MOXHOCTh BbIOpaTh OAWMH M3 HECKOJbKHUX IPeIyCMOTPEHHBIX YPOBHEM
JocTymna (HabopoB IpaB) /Jis MOJIb30BaTesiel, KOTOPhIM MpeJIOCTaBjIeH JAOCTYI K JIMYHOW aJ[pecHOM
KHUTe,

[Tporiecc mpenocTaBieHust 00IIero AOCTyMa K JMYHOU aIpeCHOM KHUTe B 11eJI0M aHAJIOTUYeH

Ipomneccy npegocTaB/IeHns O6H.I€FO JOCTYIA K YYeTHOM 3aIIMCH I10JIb30BATEJIS.

YTo6bI IpejoCTaBUTh AOCTYI K JIMYHOM a/IpeCHOM KHUTE CIIeJlyeT:

1. Ha maHenu nHaBuranuy pasfesna KoHTakThl BbIOpPATh JIMUHYIO aJpeCHYI0 KHHUTY, K
KOTOPOH TpebyeTcs pejoCTaBUTh JOCTYII.

2. HaxatveM TpaBOM KHOMKH MBI OTKPHITh KOHTEKCTHOe MEHI0 U BbIOpaTh B HeEM
koMmaHay Oommit mocryn. CripaBa OT paboueid 006JlacTU OTKpoeTcsl TMaHejb OOrmmin
TOCTYII K aJ[peCHOIl KHHTe.

Haxxatb kHonky IIpeqocTaBuTh KOCTYIL.

4. VYKkazaTb OJHOTO WIA HECKOJIbKMX II0JIb30BaTeliel, KOTOPhIM TpeOyeTcsl MpeioCTaBUTh
TOCTYTI K aJIpECHOM KHHTE.

5. Bribpath ypoBeHb JIOCTYIIAa yKa3aHHBIX MOJIb30BaTesei (Habop mpaB JjIsl KaXKI0T0 YPOBHS
JOCTYyTIa 0ToOparkaeTcs IPHU ero BbIOOpe Mo/ 1ojieM Y pOBeHb JI0CTYIIA).

6. Haxatp kHOnKy IIpegocTaBuTH OCTYII.
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8.3 JlelicTBHA C KOHTaAKTaMH

8.3.1 HaiitTu KoHTaKT

ITonw3oBaTenb MOXKeT OCYHIEeCTBJIATH ITIOMCK KOHTAKTOB B aHPQCHOﬁ KHUTIe.
HJ’IS[ IIOMCKA KOHTAKTa CjieyeT:

1. BriOpaTh Ha NaHeIW HaBUTAIMU aJIPeCHYI0 KHUT'Y, B KOTOPOM HaXOJUTCSl KOHTAKT.

2. Haxatp kHonky “4 (Ilomck) Ha maHesid WHCTPyMeHTOB paboueit obiactu. [losiButcs
CTPOKa BBO/Ia IIOMCKOBOTO 3aIpoca.
B cTpoke BBOJ1a BBeCTH 3a1poc JijIsl TOUCKA.
4. Haxarp kiaBuiry Enter, 9ToOBI 3amTyCTUTD MOUCK. JlaHHBIE, COOTBETCTBYIOIIHE 3aIIpPOCY,
OyIoyT UCKAThCS B CJIEIYIOLIUX MOJISIX KOHTAKTOB:
—  UMS;
—  damunus;
— OTYecTBO;
—  JIOJDKHOCTB;
— oThen,
— Tropof;
— aJipec 371eKTPOHHOM II0YTHI;
— Homep TesnedoHa.
MuHU-TIaHeM KOHTAKTOB, KOTOpPbIe YJIOBJIETBOPSIIOT IIOMCKOBOMY 3allpocy, OyIoyT
oTOOpakeHbl CHMCKOM B paboueit obimactd. [ HaBUranMd 1O CIKUCKY MOXHO
WCIIOJTb30BaTh KOJIECUKO MBIIIH. [[JI1 MPOCMOTpa KapTOYKU KOHTAKTa CJleJlyeT IIeJIKHYTh

10 MMHHU-TIaHEeJIM JIEBOM KHOIIKOM MBIIIIH.

5. UYT0OBI 3aKpBITh CTPOKY BBO/IA IOMCKOBOTO 3alpOCa, HAXKaTh KHOIIKY .

YTo6Obl HAUTH KOHTAKT B CTPYKTYPHOM MojipasfiesieHny 6s10ka CTPYKTypa

OpraHU3alu|, TaK)Xe CyieyeT HaXkaTh KHOTIKY “ (ITomck) Ha maHenu UHCTPYMEHTOB
paboueii 001acTH.

8.3.2 IIpocMoTpeTh KOHTAKT

B mnpouecce paboTbl OOHOBIIEHHWe CTpaHMIIBI JIsl IIOJyYeHHs aKTyasjbHBbIX JAHHBIX He
Tpebyercs. [Ipy HeoOXoAMMOCTU NOJIB30BaTeNIb MOXKET CaMOCTOSTelIbHO WHMUIIMHUPOBATh IIPOIecC
CHHXPOHM3AIMH [IOYTOBOTO SIIMKA C CEPBEPOM C MOMOIIbI0 KHOMKK C, HaXOASIIerocsi CrpaBa OT

3dr0JIOBKA pa3/iejla Ha IMaHeJIM HaBHUIralyu.
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s paboTel B HeCKOJIbKMX Opay3epax WM KiMeHTaxX (Hampumep, 1o npotokony IMAP)
IpelyCMOTpeHa CHHXPOHHM3allksl MeX/ly BCeMM aKTUBHBIMU KJIMEHTaMHU: U3MeHeHUs, BHeCeHHbIe B
OJJHOM W3 KJIMEHTOB, HeMeJlJIeHHO OTODOpaXkaloTCs B OCTAJIbHBIX KiIMeHTax. Hampumep, eciu
II0JIb30BaTeNlb J100aBiIsieT 3alluChb B JIMUHYIO a/IpeCHYI0 KHWI'Y B OJHOM U3 Opay3epoB, OHa
TIOSIBJISIETCS. BO BCeX OTKPBITBIX Opay3epax U KJIMeHTaX, B KOTOPBIX I10JIb30BaTellb 3allell B y4eTHYIO

3amuck [10 Mailion.

J1Jist MpoCcMOTpa KOHTAaKTa CJIeJTyeT:

1. B cnmcke Ha maHe/M HaBUTallMM BbIOPAaTh aJIpeCHYI0 KHUTY, B KOTOPOW HAXOAUTCS
KOHTAKT.

2. B criicke KoHTaKTOB pabovel 00acTH IEeTYKOM JIeBOM KHOIKH MBIIKA BHIOPATh

I/IHTEPECYI-OH_[I/Iﬁ KOHTakT. B obsacTu ureHus OTKPOETCA KdPTO4YKd KOHTAKTd.

KoHTakTel MOTYT OBITH CJIeIYIOLIUX BUJIOB!

— MepPCOHAILHBIA — COJIEPKUT UHPOPMAITUIO O YeIOBeKe;

— KOHTAaKT TPYIIbl — COJeP>XKAT HH(OpPMAIMIO O TpyIIe I[0Jib30BaTejlell WM TpyIe
PaCChUIKY;

— pecypc — cofep>uT UH$pOpMaIUIO O IPOCTPAHCTBe ISl BCTPeY;

— OOIIIUH NOYTOBLIM AIUK.

['pynmnbl KOHTAaKTOB CO3AAIOTCS aIMUHUCTpATopoM. ['pymnmna obsi3aTeslbHO UMeeT Ha3BaHUe U
ajZipec 3JIeKTPOHHOM MOYTHI. B rpymimmy MoryT ObITh BKJIIOUEHbI OWH WM HECKOJIbKO COTPY/IHHKOB.
['pynna umeeT Ha3BaHWe U ajpec 3JIEKTPOHHOM MOYTHL. AJMUHUCTPATOP HMeeT BO3MOXHOCTb

IpPe/IOCTaBUTh IIpaBa HA yIpaBlleHHWe TPYyONod KOMY-TO U3 COTPYOHHKOB (OOBIYHOMY

10JIb30BATEJIO).

OOb1uii MOYTOBBIM SIIMK — HEe3aBUCHMasi OT KOHKPETHOT'O I10JIb30BaTesisl y4eTHasl 3allMCh,
KOTOpasi CO3[aeTcs aJMWHUCTPAaTOPOM [iJii COBMECTHOTO  HCIIO/Ib30BAHUSI  HECKOJbKUMU
cotpynHrkaMu. OOIIMIA TOYTOBBIN SIIKMK UMeeT Ha3BaHKe U aJipec 3JIeKTPOHHOM MouThl. PaboTaTh

O6H_[I/IM INOYTOBbLIM AMIUMKOM MOT'YT I10JIb30BaTeJIN, KOTOPBIM IIPpEJOCTABJIEH JOCTYII K HEMY.

®

Pecypcm — KOHTAKTBI IIPOCTPAHCTBAX JId BCTpeY, HallpuMep, IeperoBOpHbIX KOMHAT. Onn

w

Bce 06IIII/Ie IOYTOBBIE SIUKU UMEIOT OJIMHAKOBBIN daBaTap —

CO30dI0TCA dAAIMHUHUCTPATOPOM U 00s13aTeIbHO UMEIOT Ha3BaHUe U aJipec BHEKTPOHHOI‘;I IIOYTHEI.
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Hab6op naHHBIX Ha KapTOYKaX KOHTAaKTOB MOXeT OBbITh pa3INYHbIM — OTOOPaXkaroTCsI TOJIbKO
Te JIaHHble, KOTOpPble OBbIJIM BBe/leHbl IIPU CO3[JaHUW W/WIM pe[lakTUPOBAaHUM KOHTAKTa, a Ha3BaHUS
I10JIe¥, OCTaBJIeHHBIX IIyCTHIMU, He oToOpakaroTcs. Ha Bcex kapToukax 06s13aTeslbHO IPUCYTCTBYET
aBaTap KOHTAKTa.

J1y1s IepcoHaIbHBIX KOHTAKTOB UMsl, GaMuUIIMsl, JO/DKHOCTh 1 OCHOBHOM 3J1eKTPOHHBIN aJipec
KOHTaKTa (IpY HaJM4MK) OTOOpakalroTCsl B IIANKe KapTOYKM (IIalka KapTO4YKH PacIojioXKeHa IO
CTPOKOM 3arojioBka). 3HaudeHus mosied Mmsa, OtdectBo, ®aMmims BBIJEJSIOTCS IOJTY>KHPHBIM
HayepTaHUeM.

OcrasnbHble JaHHble (IIPY HAJIMYMM) pa3MelaloTCs 0] IIalKOW KapTOYKY U TPYNIIAPYIOTCS B
crenyoIye 6JI0Ku:

1. KonTtakTHasa mHpopManmsa — MoXeT oToOpaxaTb aapec(-a) 3JIeKTPOHHOM IIOYTHI U

TesepoH(-bI) COTPYOHHMKA, a Takke (U3UUECKUN ajipeCc MOJpas3fiesieHrs, K KOTOPOMY
JAHHBIM COTPYIHUK OTHOCHUTCSL.

2. OpraHmu3anuu — MOXeT CcofiepXaThb UH(pOpManuio 06 OpraHu3anysax U MojpasieeHusx
B HUX, K KOTOPbIM OTHOCHTCSI COTPYIOHMK, UX PYKOBOJUTEJISIX, a TaKXe O JOJDKHOCTSX,
KOTOpble COTPY/IHUK 3aHUMaeT.

3. IIpoexkTHBIe rpyImnbI — MOXeT 0TOOpaXkaTb pOJIb COTPYIQHMKA B IIPOEKTHBIX IPyIIax, K
KOTOpPBIM OH OTHOCHTCSI, U UH(POPMAIUIO O ero IPOeKTHBIX I'PyTIax.

Knomku A wm ¥ y 3aroyioBKOB OJIOKOB TO3BOJIAIOT CBEPHYTh M Pa3BepHYTb OJIOK
(COOTBETCTBEHHO).

JlJIs  KOHTAaKTOB TIpyIIl, PecypcoB X OOLIMX IIOYTOBBIX SIIMKOB B IIAllKe KOHTaKTa

06s13aTesIbHO 0TOOpakaeTcsl Ha3BaHUe.

[lepcoHasnbHble KOHTAKTBI IPU IPOCMOTPE MOXKHO CKOIIMPOBATH B JIMYHYIO a/IpPECHYIO KHUTY,
nepecsaTh ¥ pacredaTaTb. KpoMe TOro, JIMYHbIe KOHTAKThI, MOXHO I1epeMeCcTUTh B JIPYTYIO JTUYHYIO
aZIpeCHyI0 KHUTY, OTPeJJaKTHPOBaTh WIH YIAJIUTh (71 KOHTAKTOB B INIOOQIBHBIX aIpECHBIX KHUTAX

9TH OMEpalluu HEJOCTYIHbI) — MOApoOHee cM. pa3aen JledcTBUsIX ¢ AMYHBIMH KOHTakTamu. [Ipu

IMpocMoTpe r7100aJIbHOTO KOHTAKTa MOXKHO HEPEﬁTH K TIPpOCMOTpPY I/IHCl)OpMaL[I/II/I O JOJDXHOCTH,

1oJipasfie/ieHny, MPOeKTHOW TpyIIie W OpraHu3allid, K KOTOPbIM OTHOCHTCS ITPOCMaTpUBaeMbli

KOHTAKT (cM. pasznen [IpocMoTpeTh opraHu3allMOHHbIE AaHHBIE). [Ipy mpocMoTpe 3amvced JTUYHBIX
agpecHbix kHUr Oyoku Opranusamum ¥ IIpoexkTHBIe rpymmbl He COJlepXXaT CChUIKM W CITy’KaT

TOJIBKO [JIsI CITPABKH.
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8.3.3 HammcaTth NHCbMO KOHTAKTY

Ecnu B KapTO4YKe KOHTAaKTa YKda3aH aapec BHeKTpOHHOfI I104YThI, MO>XHO HAIIMCATh IIHMCBMO,

dJipeCOBaHHO€ KOHTAKTY, He I1epexo/isd B pa3fesn Iloura.

YTo6b! HAMCATH MUCHEMO KOHTAKTY CIIeyeT:

1.

B cnucke Ha naHeny HaBWUTralMM BbIOpaTh afipeCHYI0 KHUTY, B KOTOPOM HaXOAUTCS
KOHTaKT ajipecaTa IIMChMa.

B crniucke koHTaKTOB paboyert 06s1aCcTy I11eJTYKOM JIEBOM KHOIIKYU MBIIIN BbIOpAaTh KOHTAKT,
KOTOpOMY TpeOyeTcsi HamucaTb NHACBMO. B 06jacT 4YTeHHsI OTKpOeTCsl KapTodka
KOHTAaKTa.

C TOMOIIIbIO KHOTIKK ¥ pa3BepHyTh 610k KonTakTHAs nndopManms, eciivi OH CBepHYT.
BribpaTp Hy>xHBIM afpec B rpynie nosneid E-mail agpeca v menkHyTh 110 CChUIKe azpec

3J1IeKTpOHHOM No4Thl. OTKpoeTcst popma co3jiaHus nrMcbMa, B nojie Komy koTopoii ykazan

aZipec 3JIeKTPOHHOM MOYThI U3 KAPTOUKU KOHTAKTA.
3aIoHUTh ApPyTHe M0Jis TMCbMa, BBECTH U OTPOPMaTUPOBATh TEKCT.

Haxatb kHOnKy OTHpPaBHTS.

8.3.4 KonupoBaTh KOHTaKT

KoHTakThl M3 TI100aJbHBIX W JIMYHBIX dJIpeCHbIX KHHUI' MOXHO KOIIMPOBAThL B JIMYHLIE

daJipeCHble KHUT'U I10JIb30BaTeJIA. 3a OHY Ollepallui0 MO>XHO CKOIIMPOBATH TOJIbKO OAWH KOHTAKT.

®

Komuio koHTakTa, KOTOpas CielaHa W3 TI00aJbHOW afpeCHOW KHUTHM B JIMYHYIO, MOXHO
PEelaKTUPOBATh.

YTo06BI CKOITMPOBATH KOHTAKT B OCHOBHYIO JIMYHYIO dIPECHYIO KHUT'Y CJieyeT:

1.

B cnmcke Ha maHenM HaBUranyy BHIOpaTh afpecHYI0 KHHUTY, 3alliCh U3 KOTOPOH
HeoOX0JIMMO CKOIIMPOBATh.
B cnivcke koHTaKkTOB pabodeli 061aCTH MIETIKOM JIeBOM KHOIIKY MBIIIY BBIOpAaTh KOHTAKT,

KOTOprfI Tpe6yeTc;[ CKOITMPOBATbD. B obmactu urenus OTKPOETCA KdPTOYKd KOHTAKTd.

e
HaxaTp kHONKY IL;' (Co3maTh KONMIO) Ha IaHeJd MHCTPYMEHTOB OOJIaCTH YTeHHs.

OTtkpoetcs nanenb Co3paTrh kKonuio (puc. 222).
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Co3paTh KONMIO

»

CMupHOB Anexkcanap

a.smirnov@mydomain.ru

~ [ Nuunas aopecHas KHWra
¢ [0 BnoxeHHaa kaura 1
[0 BnoweHdas knura 2

[0 Nuunas anpecras kHura 2

Gz KonupoeaTs

Pucynoxk 222 — Ilanens BbIOOpa JIMYHON afipeCHOM KHUTH ISl KOTIMPOBAaHUS KOHTAKTa

4. BpIOpaTh TMUHYIO a[IpeCHYI0 KHUTY, B KOTOPYIO TpeOyeTcsi CKOMMPOBATh KOHTAKT.
5. Ilpu HeobxooMMOCTH CO3[]aTh B BLIOPAHHOM KHUTe BIIOXKEHHYIO KHUTY /JIsl KOIIMPOBaHUS
KOHTAaKTa:
— Haxarb kHonky [+ B y1eBOM HiDKHEM YTy TaHesd, HOSIBUTCS I0JIe BBOJA HA3BAHUS
BJIO)KeHHOW KHUTY;
— BBecTy Ha3BaHUe BIO)KeHHOW KHUTH;
— Haxartp knaBunry Enter vnm Tab Ha kiaBuaType b0 HaXaTb IIPaBOM KHOIIKOM
MBIIIIY 32 IIpejieJlaMU I10J1s1 BBOJIA.
6. Haxatp kHonky KonmmpoBaTth. OTOOpa3uTCs omnoselieHre 06 yCrelnrHoM KOMPOBAaHUH, B

BbIﬁpaHHOﬁ I10JIb30BaTejIeM aHPECHOﬁ KHUT'e IIOABUTCA CKOHHpOBaHHbIﬁ KOHTAKT.
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8.3.5 IlepecnaTh KOHTAKT

KoHTaKTHI 13 r106aIbHBIX U JIMYHBIX dJIpeCHBIX KHUI' MO’KHO I1epecjiaThb I10 BHGKTpOHHOﬁ rmoyre.

YToOBI IepecylaTb KOHTAKT CJIeJyeT:

1.

®

B cnmcke Ha maHenM HaBUranyy BbIOpaTh afpecHYI0 KHHUTY, 3alliCh U3 KOTOPOH
HeobX0JIMMO IlepeciiaTh.

B cnivicke koHTakTOB pabodel 061aCTH MIETIKOM JIeBOM KHOIIKY MBIIIY BBIOpAaTh KOHTAKT,
KOTOPBIM TpebyeTcs nepecyiaTh. B obyacTy 4TeHUst OTKPOeTCs KapTo4ka KOHTAKTA.

HaxaTp kHOTIKY PA (IIepecnaTh KOHTAKT) Ha IaHEIW UHCTPYMEHTOB O0JIaCTH YTeHUS.

Otxpoercs paszen Ilodra c akTWBHON POpMON CO3[aHUSI HOBOTO NHCbMA (CM. paszen

Cozylanvie ¥ peJlakKTUPOBaHME MHCEM), K KOTOpoMy OyzneT mpukperuieH ¢dail ¢popmara

VCard (tekctoBbiii ¢dopmaT mjis OOMeHa 3JIeKTPOHHBIMM BHU3UTHBIMU KapTOUYKaMH,
pacmpenue .vcf) ¢ KapTOYKOM KOHTaKTa.
3anoJHUTh aZipecHble Mot muckbMa. [Ipy HEoOXOIMMOCTU W3MEHUTh TeMy, MOJIHCh U
Ipyrye aTpubyThI MMChMa M BBECTU TEKCT MUChMa.
HaxaTtp kHomky OTmpaBuTh. [IMcbMO C NpUKperuieHHOW KapTOYKOW KOHTaKTa Oyjer
OTIPaBJIEHO ajipecary.

Yro6bI nepeciiaHHbIi B popmare .vcf KUPHILTMYeCKUH KOHTAaKT 0TOOpakasCst

B MS Outlook koppekTHo, HeobxouMo B HacTpoiikax Outlook,

B paznene JonoaHurtenabHo > 13pik B osie KogupoBka ucxogsamux vCard,
ycraHoBuTh 3HaueHre FOuukox (UTF-8).

8.3.6 Pacneuararp KOHTAKT

KoHTakThl 13 r7100aIbHBIX Y JIMIHBIX dJIpeCHBbIX KHUI' MOKHO pdCIleddTdThb.

YToO6BI paciiedaTaTb KOHTAKT CJIeAyeT:

1.

B cmmcke Ha maHenmm HaBUTI'alIUKX BbIGpaTI) dIpeCHYI0 KHUTY, KOHTAKT U3 KOTOpOﬁ
HeO6XOJII/IMO IepecjiaTh.
B cnmcke KOHTaKTOB pa60qe171 obacTu IIEJTYKOM JIEBOM KHOIIKH MBIIIH BbI6paTb KOHTAKT,

KOTOprI;'I TPE6YETCFI paciiedaTarTsb. B ob6nactu gyrenus OTKPOETCS KaPTOYKd KOHTAKTA.

Haxxats kHonky T (IledaTh) Ha TaHeIM MHCTPYMEHTOB O6acTé dTeHMs. OTKpoeTcs
OKHO IIpeJ/IBapyUTeIbHOT0 IPOCMOTpA I1eYaTH.
VYkaszaTb napaMeTpsbl I1e4aTy.

Haxatp Ha kHOIIKY Ileuars.
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8.3.7 IIpocmoTpeTh oOpraHu3alOHHbIE TAHHbIE

[Ipu mpocmMoTpe KOHTaKTa M3 TVIOOATBHOM ajpeCHOM KHUTM MOXHO IepedTH K MPOCMOTPY
OpraHU3al[MOHHOM HWH(OpMAIUM, a HWMEHHO IIPOCMOTpeThb [laHHble OpraHM3allMi U IPOeKTHOMH
IPYMIIBL, K KOTOPBIM 3TOT KOHTaKT OTHOCHUTCSI.

s nepexona k MHbopManuyd o6 opraHuzanyy (K KapToyke OpraHM3alyy) Heob6XoIuMo
BBINIOJIHUTD CllelyIolue JeHCTBUS:

1. Bo BpeMs IPOCMOTPA KdAPTOYKKM KOHTAKTd W3 rI100aJIbHOM aﬂpeCHOﬁ KHUT'W, HAXKATb

KHOIIKY ¥ cIpaBa OT 3arojioBKa 6;10ka QOpraHusanys, ecjii He06X0MMO ero pacKphiTh.
2. 3amucu o6 opraHM3alusIX OTOOpaXaroTCS B BUE CCHUIOK W OKpallleHbl B CHHUH IIBET.
Haxxatb Ha cChUIKy HeOOXOAMMOM OpraHU3al|K, YTOObI IPOCMOTPETh CBe/IeHUsI O Hell.
Jlist mepexofia k MHGOPMANMKA O TIOApPA3/ieJieHHd HeOOXOAMMO BBIMOJIHUTEL CJIEAYIONHe
IerCTBUL:
1. OTKpBITH KAPTOUKY OpraHU3aI[UH.
2. HaxaTb Ha CChUIKY C HaMMeHOBaHHEeM IIOofipa3jiefieHus], JaHHble KOTOPOro HeoOXOAMMO
MIPOCMOTPETb.
Ilns mepexoma k uWHOOpPMAIMA O IIPOEKTHOM rpymme (Moapa3feiieHruH) HeoOX0auMo
BBITIOJTHUTD CJIeIYIOIIHe IeACTBUS:
1. Bo Bpems mpocMOTpa KapTOYKHU KOHTAKTA B IJ100aIbHOM ajpeCHOM KHUTe HaXKaTh KHOIIKY
¥/ cripaBa oT 3aroioBka 6510ka IIpoeKTHBIe rPyIIbL, eClii HeO6XOIUMO ero PacKphITh.
2. 3ammcH o0 MPOeKTHBIX IPYIIax 0TOOpaXkaroTcs B BUjle ¢uiiiek Bbibopa. HaxkaTs Ha duIiky
He0OXO0TMMOM MPOEeKTHOM TPYTIIbI, YTOOBI POCMOTPETh CBeJIeHUS O Hell.
B mpaBo#t yactu pabodeit 00/1acTM OTKpPOETCS MeJralaHellb C KapTOYKOM OpraHU3allvH,
mojipasfieieHust TMO0 MPOEKTHOM TPYIIIIHL.
Kaprouka opranuszaiuu cofep>xuT ciieflytoliye BKIaIKH:
— 0030p — cBoJIHAs BKJIAJIKA CO BCeM OCTYIHOM nHbopMaliei 06 opraHU3aIyu.

— KourakTHaga PIH(l)OpMaIIHﬂ — KOHTAKTHbIE IdHHbIe OPTdaHU3dlI1H;

Ilogpa3snenenuss — JaHHbIe [10/ipa3/ieJleHUH, BXOJSIIUX B OpraHU3aIuIo;

— IIpoexkTHBIe rpynnbl — JaHHbIE IPOEKTHBIX TPYII, BXOASIINX B OPraHU3alMIo;

— CoTrpyaauku — UH(OpPMAIUs 0 COTPYAHMKAX, OTHOCSIIUXCSl K OpraHU3al1H.

Bkiasika O030p conepXUT Bce [IOCTyIHble CBelleHHMsI 00 OpraHu3aluH, KOTOpble
CIpPyHIUpOBaHbl B OJIOKM, WIOEHTUYHble OCTAJbHBIM BKJI3JKaM kapTouku: KoHTakTHas
unopmanus, Ilonpasnenenus;, IlpoextHsie rpynnel 1 Corpyauuku. Han stumuy 6ii0kamu

0TO6p8>K8€TCSI [IaIlKa BKJIAAKH, COoJiepiKallldsd Ha3BaHHe OpraHru3dllvu, ee aBaTap U OIIMCaHHe.
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Kaprouku mnoppa3feneHuii ¥ MPOEKTHBIX TPYII WUIEHTHYHBI MO0 CTPYKType U CofiepKaT
CJIeJTyIOIIHe BKIIQJIKH:

— 0030p — cBofHAs BKJIAJIKa CO BCeW JIOCTYIHOM WHGpoOpManuedn 06 OpraHU3alMOHHON

eauHMUIIe (TIOJIpa3ieIeHUH WIA TPOeKTHOM TPYIIIIbI);

— KonTaxkTHas nHpopManus — KOHTAKTHbIE JJaHHbIe TPOCMATPUBAEMOM eIUHHIIH;

— Hdo4. mopapasmeneHusi — JIAaHHble JIOYEPHUX I[O[Ipa3fieJieHud, BXOASIIUX B

rojipas/iejieHre/IPOeKTHYIO TPYIIY;

— CoTpyaHuku — “HpOpMaIHs 0 COTPYJHUKAX, OTHOCAIIUXCH K

T10JIpas/ie/IeHHI0/TTPOKTHOM TpYIIIe.

Bxiagka O030p cojepXUT Bce JOCTYMHbIe CBefleHHSI 00 OpraHW3aIl[MOHHOM euHHUIIe,
KOTOpBIe CTPYIIHAPOBAaHbI B OJIOKH, WJAEHTUYHBbIE OCTAJIbHBIM BKJIajikaM KapTouku: KoHTakTHast
undopmanus, [ou. mogpasnenenns u Corpyauuxu. Han sTviMu 610kamMu oTobpakaeTcs miamka
BKJIAJIKH, COJIeprKallasi Ha3BaHUe T0JIpa3fiesIeHts], ero aBaTap U OIKCaHuUe.

Ha3Banwust opraHusarui, mojpasieieHdid U MPOeKTHBIX TPYIII, a Takke UMeHa COTPYAHUKOB
Ha BCeX BKJIQJIKAX KapTOYeK OTOOpaXKaloTCS B BHJE CCBHUIOK. HakaTWe Ha TaKyl CCBUIKY
OCYIIIeCTBJIIeT TIepexo]] K COOTBEeTCTBYIOIeM KapTOuyke — OpPTraHU3allMOHHOW  eJUHUIIBI
(Ha MeMammaHes ) TUO0 COTPYIHUKA (B 00JIACTH YTEHHS).

Kuomnku ITocMoTpeTs OJTHOCTBIO B ITIanke BkiIaAku 0030p pa3BopaunBaloT 60K OMMCAHUS.

Kuonku ITocmoTpers Bce, oToOpajkaeMble B CTPOKe 3arojIOBKOB OJIOKOB, OCYIIECTBIISIFOT
1epexoJi K COOTBETCTBYIOIIEH BKJIaJIKe KAapTOYKW (HampuMep, Ha BKJIQJIKY IOJpasie/leHu WId
COTPY/IHUKOB ITPOCMaTPUBAeMOM OPTaHU3aI[MOHHOU eJTUHUIIBI).

Knornku Iloka3zaTh emie pa3BopadynBaroOT OJIOK IMOJTHOCTHIO Ha BKi1ajike O630p.

8.3.8 JleiicTBHA C IMYHBIMH KOHTaKTaMH

8.3.8.1 IlepemMecTHTH KOHTAKT

[Tonw3oBaTennb MOXeT IIepeHOCUTb KOHTAKThI U3 OJTHOM JIMYHOU a,upeCHoﬁ KHUTH B JIpYyTy1O.

YTo6BI IepeMeCTUTb KOHTAKT CJIeAyeT:
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1. B cnucke koHTaKTOB paboyeii 00JIaCTH 1eTYKOM JIeBOW KHOIIKY MBIIIU BbIOpaTh KOHTAKT,

KOTOPBbIY TpebyeTcst mepeMeCcTUTh. B 001aCcTH YTeHUs] OTKPOETCsl KapTOYKa KOHTAKTa.

2. HaxaTb KHOIIKY 2 (IlepemecTHTh) Ha IaHeIM MHCTPYMEHTOB 00JIAaCTHM YTEHUS.

OTtkpoetcs naHens Ilepemectuts (puc. 223).

MNepemMecTHTL

»

CMMpHOB Anekcanap

a.smirnov@mydomain.ru

+ [Z NuuHas anpecHas KHUra
» [0 BnoxeHHaa kaura 1
[0 BnoweHHas kHura 2

O NMuunas anpecHas kHura 2

3 roTOoBO

Pucynok 223 — Ilanens BbIOOpa JTMYHOM afpeCHON KHUTH J|JIsl llepeMellieHHs] KOHTaKTa

3. BbIOpaThb IMYHYIO a/ipeCHYIO KHUTY, B KOTOPYIO TpebyeTcsl lepeMeCTUTb KOHTaKT.
5. Ilpm HeobxomuMoOCTH CO31aTh B BLIOPAaHHOM KHUTE BJIO>KEHHYIO KHUTY IS IlepeMellleHusl
B Hee KOHTAaKTa:
— Haxarb kHonky £+ B j1eBoM HiDKHEM YTy TaHe M, TOSIBUTCS I0JIe BBOJA HA3BAHUS
BJIO>KEHHOW KHUTH;
— BBecTu Ha3zBaHMe BJIOXKeHHOU KHHUT'H;
— Haxarp kiaBunty Enter wnn Tab Ha xjaBuaType 100 HakaTb IIPaBOM KHOIIKOM
MBIIIH 3a [IpeJlellaMy I0JIsl BBOAA.
6. Haxarp xHOonky I'OTOBO. Otob6pa3urcs onoBellleHuWe 00 yCIIEIIHOM IlepeMelleHUN

KOHTaKTa, KOHTAKT OyJieT IlepeHeceH B BbIOpaHHYIO 110JIb30BaTesIeM aJIpeCHYI0 KHUTY.

8.3.8.2 Co3marhb JIUYHLIA KOHTAKT

Ilonw30oBaTenr MOXKET CO34aBaTh U PCAAKTUPOBATL KOHTAKTBI B CBOUX JIMYHBIX dJIPECHBIX

KHHI'dX.

YTo06BI C031aTb HOBbIM KOHTAKT cilenyer:

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025 255



® MaiLion

1. Ha nmanenu HaBHUI'allUH BLI6paTb JIMYHYIO dJpeCHYIO0 KHUTY, B KOTOpOI;'I HEO6XOI[I/IMO

CO3/1aTb KOHTAKT.
2. B paboueit 06sacTH HaBeCTH KypCOp KHOIIKY 100aBJIeHUs ° BHHU3Y CIIMCKAa KOHTaKTOB
JIMYHOM aJipecHOM KHUTU. KHoIka ripyMeT BUJ

3. HaxaTp KHOIIKY . B obnactu urenus orkpoercst popma HoBbIi KOHTaAKT.
4. Tlpn HeoOXOOMMOCTH yKa3aTh JIMYHble IaHHble KOHTAakTa B mnoiyisax Pamummsa, Wms,

OruectBo (puc. 224).

HoBbli KOHTaKT

JInyHble AaHHbIe

Damunna

Wmsa

Otyectso

OpraHusauus

OonkHocTb

Otgen

Agpec

lopog

Pucynok 224 — Tlomns BBOJIa IMYHBIX U paO0OYMX JAHHBIX

5. Ilpu HEOOXOOUMOCTH yKa3aTh JaHHbIe 00 OpraHMU3allii, B KOTOPOM paboTaeT KOHTAKT, B
nojgx JdomxkHocts 1 OTHen.
6. B 6moxe Aapec, B nosie I'opoa, MOXHO BBECTH TOPO/I ITPOKUBAHUST KOHTAKTA.

7. Yka3zartb aJipeca 3J1eKTPOHHOM MOYTHI KOHTaKTa B O10ke KoHnTakTh! (puc. 225):

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025 256



® MaiLion

KoHTaKTbI

Email

PabGounit  ~

TenedoH

PabGouwit  ~

OTmeHa

Pucynok 225 — [losnst BBoia KOHTaKTHBIX JJAHHBIX:

— B nosie Email BBecTr afpec 371eKTpOHHOM IIOYTHL.

— B Bemaparomem crivcke cripaBa ot nosis Email Beiopath kateropuio: JloManrHui,
Pabounii, [Ipyroii.

— Eciu Tpebyetcss nob6aBuTh ellle OJWH aJipec 3JIeKTPOHHOM IOYThI, HAaXKaTb KHOIIKY
JobaBuTh email, koTOpasi CTaHOBUTCSI aKTUBHOM TOCye 3anoyHeHus nois Email u
MOBTOPUTH JIeWCTBUS 1O AoOaBieHUIO ajpeca. MoxHo ykasath 1o 10 aapecoB
QJIeKTPOHHOM TouThl. Eciu TpeGyercsi ynanuTh BBe[ieHHBIM ajipec, HaXaTb
PacIOJIOKeHHYIO CIpaBa KHOIKY <

8. VYka3zaTb TenedoHbI KOHTAKTA:

— B none Tenedon BBectr HOMep TesledoHa.

— B Boimaparomiem crmcke crpaBa ot nosist TesedoH BbIOPAaTh KaTeropyio BBeJIEHHOTO
HOMepa TejleOHa .

— Eciu Tpebyetcst 106aBUTH elrie ofiuH TejleoH, HaXKaTh KHOMKY Jlob6aBuTh TenedoH,
KOTOpasi CTAaHOBUTCS aKTUBHOW Tociie 3amnojiHeHus 1oyisi TesedoH, v MOBTOPUTD
JeWCTBUS TI0 ToOaBeHuto TejlegpoHa. MoxHO yka3aTh A0 10 TenedoHOB KOHTaKTa.
Ecmu Tpebyetcsi ynanuTh BBeJleHHbIM TejiepOH, HaXKaThb PACIOJIOXKEHHYIO CIpaBa
KHOIKy .

9. HaxaTtb kHOTIKy COXpaHHTB, KOTOPasi CTAHOBUTCSI aKTUBHOM TOCJIe 3all0JTHEHUST XOTS Obl

OJHOTI'O IIOJIA.

[Tocne coxpaHeHMsl 3aluCH, [UIsl KOHTakTa Oy/ieT aBTOMaTudecKd cPpopMHpOBaH aBaTap M3
nepBbIX OyKB 3HaueHUH B nossix Mmsa w/wny ®amMuiis Wiv 0JJHOU 1epBOM OyKBBI, eCJIv 3alI0JTHEHO
TOJIbKO OFHO M3 3TUX mosied. Eciu oba mosst He 3arojiHeHbI, BMecTO OyKB Ha aBaTape OyAyT IBa

npovepka (--).
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ABTOMaTHUYeCKOe q)OpMI/IpOBaHI/Ie dBaTdpd OCYIIeCTBJIAeTCAa 0e3 y4ueTa 3Ha4eHus I110JId

OTtuecTBoO.

COBHaHHbIﬁ KOHTAKT 6y,[[8T OTOﬁpa)KaTbCH B CIIMCKe IIpe/lylardeMbIX KOHTAKTOB IIpXU BBOJE

3HAa4YeHWH B MOJIS aJipeCcaToB B dopMe co3gaHus ¥ peJaKTUPOBAHHS IIHMCEM W B IIOJIS Y4aCTHHKOB

COOBITHS B C])ODMe CO31aHM U peJdKTHPOBAHUA COOBLITHMA.

8.3.8.3 PemakTupoBaTh TUYHBIN KOHTAKT

Ilonw30BaTesr MOXKET PEAAKTHPOBATE KOHTAKTEI B CBOMX JIMIYHbIX d/IPECHbIX KHUT'AX.

YTo6bI OTpeIakTUPOBAaTh KOHTAKT CJIe[lyeT:

1.

Ha mnanenu HaBuranuuv BbIOpaTh JIMYHYIO aJpecHYI0 KHUTY, B KOTOPOW HaXOIUTCS
KOHTAKT.

BribpaTh KOHTaKT B crvcke pabodeit obsactu. B o6iactu 4reHUsi OTKpoeTcsl KapTodka
KOHTAKTa.

Haxatb kHomky ~ (PemakTHpoBaTh), pPacloIOXKeHHYIO Ha IaHeJIM WHCTPYMEHTOB
obsactu ytenus. B obiactu yrenus otkpoercs popma PefakTHpoBaHIe KOHTAKTa.
Buectu TpeOGyeMble u3MeHeHUsi — OTpPeIAKTHUPOBATh CBefieHUss B Ojokax Jlmunblie

naunble, Opranm3anus, Anpec, w/vimm KonrtakTbel. [lpaBuna BBoJa JaHHBIX CM. B

pasaene Co3aaTh JIMYHBIA KOHTAKT.
HaxaTtp kHOonKy CoXpaHHUTB, KOTOpasi CTAHOBUTCSI aKTUBHOMW I10CJIe U3MeHeHUsl XOTs Obl

OJHOTI'O ITOJIA.

8.3.8.4 Ymanure IUYHEBIN KOHTAKT

Ilonw3oBaTenlb MOXKET YAAJIATh KOHTAKTHI U3 JIMYHbIX dIJPECHbIX KHUT'dX.

Y nanuTh KOHTAKT MOYKHO:

— [IIpH ero IpoCcMOTpe B obacTu qYTeHud,

— Ha popMe peJaKTHPOBAHHS KOHTAKTA.

YTo6BI YAAJINTh KOHTAKT B XO0Je ero IpocMoTpa cjieyeT:

1.

B crmcke koHTaKTOB pa6oqe1?1 obnactu BbI6paTb KOHTAKT IIIEJTYKOM JIeBOM KHOIIKM MBIIIIH.

B obnactu urenus OTKPOETCS KapPTOYKd KOHTAKTA.

Haxatp kHomky Il (YmaamTh) Ha MaHejId WHCTPYMEHTOB 00JacTH uTeHHs. KoHTakT

Oyner ynasneH.

YToO6BI YAQAJIUTb KOHTAKT B XO/le eIr0 peJaKTUPOBAHUWA ClielyeT:.
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1. B crucke koHTakTOB B paboueil 06JilacTH BbIOpAaTh KOHTAKT IIETYKOM JIEBOM KHOIIKU

MbIIM. B objiactu yreHus OTKPOETCA KapTO4YKad KOHTAKTA.

2. Haxatp kHOmKy ~ (PemakTHMpoBaTh) Ha IIaHEJM WHCTPYMEHTOB OOJIACTH YTEHWs.

OTtkpoetcst dopma PerakTvpoBaHue KOHTAKTa.

3. Haxarb kaonky U (YaaauTh) B HIDKHe cTpoke popMbl. KoHTakT OyeT yuaieH.

8.4 Ynpasnenue rpynnamu

8.4.1 IlonyyuTh BO3MOKHOCTH yIIpaBJIeHHs IPyNIOi

VYipaBneHue Tpynnou [OCTYIHO II0JIb30BaTesisiM, KOTOPBIM aJIMUHHUCTPATOpP CHCTEMBI
MpeIOCTaBWII Ha 3TO CHeluaibHble MpaBa. [locie mpefiocTaBiieHys MpaB Ha yIIpaBjleHUe TPYIION
[10JIb30BaTesb IIOJIyYaeT MUCbMO, B KOTOPOM IIpUBeleHbl Ha3BaHUS PYII, KOTOPBIMU OH MOXeT
YIIPaBJIATh, U OIIUCAHBI er0 BO3MOXXHOCTH.

@ i modydeHHs IpaB Ha yIpaBjieHHMe KakoW-Mbo Trpynmoi crienyeT oOpaTHUTbCS K

aJIMAHHCTPATOPY.

HOJ'ILBOBBTEJ'IB, HaJleJIeHHbIN IIpaBaMH Hd yIIpdBJIEHHUE rpynnoﬁ, HnMeeT BO3MOXXHOCTD:

— 1100aBJIITh VYACTHUKOB;

— VA4AJIATb YYACTHHKOB;

— MeEHATb Hd3BdHHKEe U OIMMCAaHKe I'DVIIIIBI.

8.4.2 Jlo6aBuTH yuacTHHKA B rPyHILy

i’?\ J171s1 BBITIOJIHEHUST oTlepanvyd HeoOXOJMMO MMeTh IIpaBa Ha ympaBiieHHe TpyMon (CM. pasmen
IIpocMoTpeTb BO3MOXKHOCTh VIIPABJICHHS TPYIIIION).

Yr1o0bl 1OOABUTH B IPYIIITY HOBOT'O YYaCTHHKA CIIe/lyeT:

1. Ha nanenu nHaBuranuu paszena KonrakTbel packpeith Karasor v BbIOpaTh ajipecHyIo
kuury I'nobdanbHas axpecHast KHUTa.

2. Hautu rpynmy, B KOTOpylo TpebyeTcsi [1006aBUTh ydaCcTHUKA. [l 1oucka MOXKHO

WCII0JIb30BaTh MHCTPYMEHT [TOMCKa 110 afipeCcHOM kHure (cM. pasfen HalTy KOHTAKT).

3. OTKpBbITb KapTOUYKY I'PYMIIBL, JIJIs1 Yero IIeJIKHYTh JIeBOW KHOIIKY MBIIIU 110 MUHU-TIaHeJIN
IPyIIBl B CIMCKe KOHTAaKTOB paboveli 06JacTy.
4. B xaprouke TpyImbl, Ha IAHeJW AJAMUAHHUCTPHMPOBAHHUS, HaXXaTb  KHOIIKY

o) 0DaBMTE Y4ACTHMKOB
~+ v (puc. 226). CnpaBa otkpoetcs naHejib HoBbIe ydaCcTHHKH.
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KoHTakTb! test_mariya_artem /
Anexcanap CmupHoB - 9+ [loBaBHTL Y4aCTHUKOE
a.smirmov(@mydomain.ru I'pynnac ¢
& test_mari
MYHaA afpecHas KHura ru ApmuHucTpatopsl rpynne:: 1 A
Katanor AnekcaHap CMUpHOB

a.smirnov@mydomain.ru

» [nobanbHas aapecHas KHdra

Email

»

I va(@devmai YuactHuku: 7
»  front auto test_mariya_artemeva@devmail.s

Pucynoxk 226 — J106aBUTh y4aCTHUKOB B T'PYIIITY

5. BBecTtu ums unmu email HOBoro y4acTHuUKa.
6. Haxatb kHomKy Jlo6aBHUTS.
V4actHuk O6yzneT nobaBieH B IpYIINy, B JIEBOM HM)XKHEM yTJIy OKHA IOSIBUTCSI coobiieHue 00

YCIIeIIHOM J106aBJIeHMY HOBOI'O yYaCTHHUKA B IPYIIILY.

8.4.3 YnanuTh yyacTHHKA U3 rPyHIbI

A J171s1 BBINIOJIHEHUST OIlepaliid HeoOXOJMMO HMMeTh IIpaBa HA yIpaBjieHWe I'pyIInor (CM. paspet
ITpocMOTpeTh BO3MOXHOCTD YIIDaBJIeHUs] TPYIION).

YT0o06BI yIaMUTh YIACTHUKOB U3 Py HEOOXOAUMO BBIIOTHUTE!

1. Ha manenu HaBuraruu pasfieiia KoHTakThel packpbiTh KaTajsor v BbIOpaTh ajipecHyo
kaury I'yio6anbHas afpecHas KHUTA.

2. Hautu rpynmy, u3 KOTOpoil TpebyeTcsi yIOaluThb ydyacTHHKA. [ljid MMOMCKa MOXKHO

HCII0JIb30BATh MHCTPYMEHT ITOUCKd 110 a,upeCHoﬁ KHUT'e (CM. pa3zein Harvitu KOHTaKT).

3. OTKpBITh KAPTOUYKY I'PYHIIbI, ISl Yero LIeJIKHYTh JIeBOM KHOIKU MBIIIY 110 MUHU-IIaHeJIN
IPYIIbI B COIMCKe KOHTAKTOB paboyeii 06J1acTy.
4. B xaprouke rpymIbl, Ha IIaHeJd agMWUHUCTPHMPOBAHHWs TPYIIIONW, HaBeCTU Kypcop Ha

CTPOKY C MIMEHEeM YYaCTHHKA, KOTOPOTro TpeOyeTcs yAaIUTb.

- il
5. HaxaTb MosBHMBIIYIOCS CIIpaBa OT UMEHU KHONKy + ¥ BeiGpath komanay Wl Vaamuts u3
rpynnsl (puc. 227). Y4acTHUK OyneT yhaneH M3 I'DyNIbl, B JIEBOM HIDKHEM YIJIy OKHa

MOSIBUTCSL COOOIIIeHHe 06 YCIeITHOM y/aJIeHHH.
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KoHTaKTbl test mariya arteme 7’
Anexcanap CvupHoe - O, DoBasurs yHactHukos
a.smimov@mydomain.ru Ipynna c ¢
0 _ _ test_mari
W4HaA anpecHas kHura ru ApmMuHMCTpaTopb! rpynnb: 1 A
Kartanor AnekcaHap CMypHos
a.smirnov@mydomain.ru
[hobanbHas agpecHas KHWra Ermail
et A rin A deymal YuactHukm: 7 A
front_auto test_mariya_artemeva@devmail.s
gal 1k Onncanne
Tpynna ¢ fyHKUMOHANoM aenermpe W Ynanuts u3 rpynnbi

test_gal

e.smirnova@mydomain.ru

test gal 1

Pucynok 227 — Y panuts 13 rpymnmsl

VIOBJIETBOPSIIOIME  33[aHHOMY AJMUHHCTPATOPOM  YCJIOBHIO (GOpPMHPOBAHUS  TPYIIIIHL.

@ HEKOTOPI)IE Y49aCTHUKHU  MOTJIN OBITH  BKJIIOUEHBI B rpyImiry aBTOMATU4YeCKH, KdkK
YJlaJII/ITI) TAKUX YYdCTHHUKOB W3 I'PYIIIIBI HE IMOJTyYUTCH.

8.4.4 N3menurts nHpopManuio o rpymnie

A J171s1 BBIIIOJIHEHUS Ollepaliid He0OXOJMMO HMMeTh IIpaBa Ha yIpaBjleHWe I'PYIIoN (CM. paspe
ITpocMOTpeTh BO3MOXXHOCTD YIIDABJIEHUS FPYIIION).

YT0686! UI3MEHUTL UHPOPMAIUIO O I'PyIIe He0OXOAUMO:

1. Ha nanenu HaBuranuu pasfieiia KoHTakThel packpbiTh KaTajor v BbIOpaTh ajipecHyo
kaury I'yio0anbHas afpecHas KHUTA.

2. Haitu rpynmy, uHbOpMaIMi0 O KOTOPOM TpebyeTcs HM3MeHHTh. [ljis TMoMCcKa MOXKHO

HCII0JIb30BATh UHCTPYMEHT IIOUCKA 110 aHPECHOﬁ KHHUTI'e (CM. pa3zein Haritu KOHT&KT).

3. OTKpBITh KAPTOYKY TPYMIIBI, ISl YETO MIeJIKHYTh JIeBOH KHOIMKH MBIIIW 110 MUHU-TTAHEIH
TPYIIIBI B CITUCKe KOHTAKTOB pabovelt 001acTy.
4. B KapTouke IpyNIbl, Ha NaHeJX aJMUHHUCTPUPOBAHMWA TDYIIIOM, HaXXaTh KHOIKY /'

OTtkpoetcs naHenb PemakTupoBanue rpynnsl (puc. 228).
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< PepaKTMpOBaHWe rpynnel

HazeaHMe rpynnel {oba3atensHo)

Moynna 1

Onucanme

[DYNNa C PYHKUMOHANOM JENErMpoBEaHWA YMPIENEHUA TPyNNok

Pucynok 228 — HU3menuTs nHbOpMaIuio o rpymime

5. BHecTu HeoOXOOUMBIEe U3MEHEHHUS.
6. Haxatp kHonky CoxpaHuTthb. B 71eBOM HIKHEM yTIily OKHa MOSIBUTCS cOoOleHHe 00

yCIiellIHOM BHeCeHUHr U3MEHEeHUN.
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9 HACTPOUKH

9.1 Unrepdeiic

Buemmnuii BUJ] U COCTaB 3JIeMEHTOB OKHA pa3zielid Hacrpoinm MEeHSIOTCA B 3dBUCHMMOCTH OT

apaMeTpoB OKHa Opay3epa.

B kondwurypamumu 1no ymonyaHHIO M IIMPUHe OKHa NpwiokeHus Gomee 1240 mukceneit

pasnen HacTpoiiku nMeeT TpU OCHOBHBIX OJsioKa (puc. 229):

— MeHio IIPUJIOXKEeHU S

— IlaHgenL HaBUTralyy;

— Pabouag 001acTe.

MaHens HaBUraLum

Hacrpo iku c HacTpoiik1 noutsl

Mognuce  DHNETPSI

HacTpoike BHaa

VEEAOMIBHUA Crpyxrypa

NoEaiwigams cnpaga

06nacTe yTeHuA

% Mpynrspasate coofwexes 8 Beceaw

THn yBEAOMAEHHA O NPOYTEHHH
=) PyuHoe

O semomaTmeanos

MeHo NpUAoXEHUA

PaBGoyasn obnacTtb

l

AETOOTEETHHIK

CHpITE Moxasb|aTe CHIIY

[ Bcensa nowEzsEaTe KOHGRMKTE! MEsTY CODITHANM B NCkME

Pucynok 229 — HUnrepdodeiic paznena Hactpoiiku

9.1.1 ITaHens HaBUraLMH

ITanens HaBHI'allMM BKIJIIOYdeT B cebs Clleayrouye 3JIeMeHTbI:

— Hacrpoiiku — pasgen [10 Mailion, B koTopoM B [aHHBI MOMEHT HaXOJUTCS

I10JIb30BAaTeb.

— Kuonka OOHOBUTH JaHHBIE C— 3amyckaeT 0OHOBJIEHHE JaHHBIX TEeKYIero pasjera.

— HazBaHus 6;10K0B HaCTPOEK, pacIioioXKeHHbIe B CJIe/TyIOIIeM MOpPsIKe:
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e Hacrpoiiku Buja;
e YBeIoMJIeHUS,;
e [loura;

e Kanennape.

HaxaTre Ha Ha3BaHMe Ha MTaHeIN HaBUT'dAIIMX OTKPbIBAET 610K HaCTpOEK B p860q8ﬁ obacTu.

9.1.2 Pabouas 001aCTh

ITpu nepexope B pasnen HacTpoiiku B paboueii obyactu otrobpaxaercs na"ens Hacrpoiiku
MOYTHI C OTKPBITON BKIIaJIKOM MHTepdeiic .

Kpome 6510ka HacTpoek uHTepderca MovThl, MOJIb30BATEISIM JIOCTYITHBI HAOOPBI CIIeTyIONTHUX
HACTpOeK ITapaMeTpPOB NPHIIOXKEeHHUS

1. Hacrtpoiiku Buaa — HACTPOMKM LIpUdTA JJI1 HaJIIMCerd U BapUaAHThI IIBETOBOM CXEeMbI

vHTepdeiica.
2. Hornduxamum — HACTPOMKM YBEJIOMJIEHUHM O CHUCTEMHBIX COOBITHSIX IIOYTOBOTO
KJIMEeHTa.

3. IIoyTa — HACTPOWKM MOYTOBOrO KJIMEHTa:

CTPYKTYPHI HHTepdenca;

TeKCTOBBIX IIOJIIUCEH;

npaBwiI GUILTPALIMU BXOOAIIEHA [TOYTHL;

dBTOMATHUYeCKOI'0 OTBeTa.

4. Kanenmapb — HaCTPOUKH KaJleHIapsl.

9.2 JleiicTBHuSI C HACTPOHKAMHU

9.2.1 Hacrpoiika mpudra

Yrob6sl uaMenuTh mpudT 75 Bcex pazfenoB 10 Mailion, cienyeT HakaTb KHOMIKY OB
MeHnto npusnoxkenusi, otkpoetcst pasnen Hacrporiku. Ilocie 3Toro Ha maHenu HaBUTAIlMU CIleyeT
BbIOpaTh HacTpoliku Buaa.

B paboueii 0651aCTH OSBUTCSI CTUCOK IIPUPTOB.

Hcnonbdyemasi ceiidac rapHurypa mipudra obo3HaueHa OTMeTKOW cjieBa (HampuMmep, Ha

puc. 230 nis mpudra BeiOpaHa rapHurypa Pt Sans).
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HacTtpoiiku Bupa

O Roboto

PT Sans

PT Serif

X0 Caliburn

X0 Oriel

O
O Open sans
O
O

O X0 Thames

Pucynoxk 230 — Crmcok rapHUATYyp mipudTa

YroObl M3MeHUTh HIPUPT CjeflyeT yCTAaHOBUTb OTMeTKY CJjleBa OT  Ha3BaHWS HY>KHOU
TapHUTYPHI HIpUPTa.
BHeceHHble 3MeHeHUsI BCTYTAIOT B CUIIy HeMeJ|JIeHHO, JOIOJIHUTe IbHOe TTIOATBepXKIeHe He

TpebyeTcsl.

9.2.2 Bri00p nBeTOBOI1 cxeMbI HHTepderica

Yro6BI M3MEHUTH IIBETOBYIO CXeMy MHTepdeiica HeOGXOAMMO HaXKaTh KHOINKY 4 B MeHIo
npusioxeHus U B pasferne Hacrpoiiku BoiOpate HacTpoiiku Buma. B paboueit o6macty nosiBUTCS
na"enb Hacrpoiikm Bupa. B HkHell 4YacTM IaHelM OTOOpaXkaloTCs BO3MOXKHBle BapHaHThI
I[BETOBOI'O pellleHHs] WHTepderica — Tembl. Kaxpas TemMa MMeeT 1Ba BapuaHTa — TeMHBIA U

CBeTJIbIM. Y CTAaHOBJIEHHAsI Celyac 1BeToBasi Cxema BbljieJieHa CUHel paMkoi (puc. 231).

Tema MonOdmc 3enexnan Tema
== ==
L] ® ® ®
KpacHan Tema OpaH¥eean TeMa
== =
L J L J @ 0

Pucynok 231 — MuHUaTIOpHI IIBETOBBIX TeM UHTepderica
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ITo ymosryanuio ucnonb3yercs TemHas: Tema MoiOguc.

Tema Moi1O¢uc npesmnonaraer cienyroire 6a3oBble IBeTa AJisl pa3/iesioB PUIOXKEeHHS:

— opamkeBbii 17151 Iloursl, CnpaBku 1 HacTpoek;

— ¢uosneroBsbiii s Kanengaps;

— 6upro30BbIi 117151 KOHTAKTOB.

OcranbHble TeMbl fAenaloT 6a3oBbiM IBeToM BCEX paspgenoB 1iBeT, KOTOpBIM yKa3aH B
3arojioBke cxembl. Hampumep, riiaBHOe okHO pasnieiia KoHTaKThI mpu BhIOOpe TeMHOU 3eJieHOH

TeMBI BBITVISIIUT, KaK [I0Ka3aHO Ha puc. 232.

KoHTakTbl JInuHasa appecHas KHura Q Aa

Enexa CMupHOBa
AJ'IEKCEHﬂ,p CMMPHOB ° e.smirnova@mydomain.ru

a.8 omaln.ru

O JNuunas appecHas ...

Katanor ¥

[nobaneHas agpecHas ...

Pucynok 232 — KoHTaKTHI B cxeMe 3ejieHast

YroObl M3MEeHUTh IIBETOBYIO CxeMy MHTepdelca cieflyeT LeJKHYTh JIeBOW KHOIIKOM MBIIIN
II0 MHTEPeCYIOILeMY BapHUaHTy (TEeMHOMY WJIM CBETJIOMY) HY>KHOU TeMbl (puc. 231).

H3meHeHwus, crienaHHble Ha maHesd HacTpoiiku BUAA, BCTYIIAIOT B CUIIy HEMeJ[JIEHHO.

9.2.3 YBenomiieHUs

[Ipy HacTymaeHUM pa3iMYHbIX COOBITUMA TIOYTOBBIM KIIMEHT BBIBOAUT YyBeIOMJIEHUS
(HoTUdUKAIMKM), HACTPOUTH IapaMeTpbl KOTOPBIX I10JIb30BaTellb MOXeT Ha mHaHenu Hacrpoiiku

yBemomuleHuii (puc. 233).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025 266



® MaiLion

Hacrpoiiku yeegomneHuit

Hactpoiiku Bupa .
BpeMil noKasa yeeaomMieHun

Yeenomnenus
3 cek

Yeepomnenua GyayT ncyesaTb ¢ 3kpaHa no MCTeHeHUM
Mouta YKa3aHHOro BpeMeHu

Kanenpape

3 BYKOBble onoBeLeHns

@oprenuaHo v

lpomkocTb

Onogewwarb co 3BYKOM

O HOBBIX NWCbMaXx B NouTe

Pucynok 233 — IlaHesnb HaCTPOMKY yBeIOMIIEHUM

VBegoMIIeHUSIMU COTITPOBOXK/IAIOTCS CIIeAYIOIIHe COOBITHS:

— TepeMelleHre TMCeM U Marok;

— TIpYCBOEHMe NKMCbMaM Ipu3Haka «lIpournTanHoey;

— OYMCTKA U yZaJleHre Manok;

— TIOJy4YeHHe HOBOTO MUChMA;

— TIOJTy4YeHHe HOBOTO MPHUIJIAIIeHUS;

— BO3HUKHOBEHHE OIIMOKHA B XOJle BBINOJHEHUS TeX WM HUHbIX JeWCTBUM B TOYTOBOM

SIIIUKe.

B kauecTtBe yBemomiieHU# NpWIOXKeHHe OTOOpaXkaeT CHCTEeMHble COOOIIeHUs (Hampumep,
coobiienre «IlncbMa nepemMenieHbI») B JIeBOM HIDKHEM YTJIy IVIaBHOI'O OKHA B TeueHHe 3a/IaHHOTO
BpeMeHHOI'0 MHTepBaJia C BBIOPDAHHBIM 3BYKOBBIM COTIPOBOXKIEHHUEM.

[Tpu HeoOX0UMOCTH NOJIb30BaTeNIb MOXKET BKIIOUUTH/OTKIIOUUTh yYBeIOMJIeHUsI, HACTPOUTh
BpeMsI TI0Ka3a yYBeJIOMJIEHUH, a TaKXKe 3BYKOBOE COIIPOBOXK/IeHHe JJisi HeKOTOPBIX U3 HUX.

BKJIIOYUTE/OTKIIIOUNTE ~ YBEAOMJIEHMSI MOXHO IIyTeM HaCTPOWMKM BpeMeHM II0Ka3a

YBeLOMJIEHUN.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025

267



® MaiLion

YToOBl OTKIIOYMTL OTOOpakeHHWe YyBeAOMJIeHWM, Heobxoaumo Ha maHend Hactpoiiku
yBeIOMJIEHHI I[lepeBeCTH IlepekiiouaTelb Bpems moka3a yBenoMJIeHMII B KpaiiHee JieBoe
I10JI0’KeHMe (CIpaBa OT IepekJIrouyaTesis IIpY 3TOM oToOpakaeTcsl 3HaueHre 0 cek, a nepekirovaresib
1epexo/IuT B HeaKTUBHOe COCTOsSIHHE — ).

Jlns1 BKIIOYeHuUsl yBeIoMJIeHU HeoOX0IMMO Ha)kaThb JIEBOM KHOIIKOM Ha MBIIIY HA MOJI3YHOK
nepekitodaresisi Bpemsa moka3sa omoBemieHHUil 1, He OTIyCKasl ee, IlepefBUTaTh ITOJDKYHOK BIIPAaBO
(kax TOIBKO BpeMsl 0TOOpajkeHUs IpeBbIIIaeT HyJleBOe 3HaueHue, IepeKyodyaTellb BO3BpalllaeTcs B
aKTUBHOE COCTOSIHHE — —@ ).

[To ymosyanuio yBefjomiieHue oTobpakaeTcst TPU CeKYHIBL.

YTo6bl M3MEHUTh BpeMsi 0ToOpaXkeHUsI yBeJJOMJIeHHs], He0OXOJMMO Ha)KaTh JIeBOW KHOIIKOM
Ha MBIIIM Ha IOJI3YHOK Ilepekirodaresisi Bpems moka3a omoBeleHHI U IlepeJlBUraTh ero BIIPaBo,
YTOOBl YBEJIMYUTb BpeMsi OTOOpakeHWs! OIOBellleHWH, WIA BJIeBO, YTOObI YMEHbBIIUTh BpeMs
0TOOpakeHwusl.

[Iar nepexsitouaTessi — OfHA CeKyHJa, BpeMs IoKa3a yBelOMJIeHUs] 0TOOpakaeTcsl CIpaBa
oT nepekmtodaresns. OmnoseleHue OyzneT OTOOpaXkaTbCsi B TedeHHWe YCTAaHOBJIEHHOTO BpeMEeHHU.
MaxkcumainbHOe BpeMst oTobpakenus — 10 cexyH.

O HOBBIX NHCbMax B IOYTe WIM O TMpUIJVIAIEHUSX B KaJleHJape MOXeT IIOCTYIaThb
orioBelIieHHe CO 3ByKOM. [1o yMommuaHuIo 3ByKOBOe COITPOBOXK/IeHHe OIIOBeIlleHU OTKIII0UeHO.

YTOOBI BKIIIOUNTD M HACTPOUTD 3BYKH YBeJOMJIEHUM ClleJlyeT:

1. B 6iioke 3ByKkoBbIe 0OBelIeHHs BbIOPATh B BBINA AIOIEM CIIMCKe 3BYKOBYIO CXeMy ISl

oroBereHu (puc. 234).

3BYKOBbIe onoeelleHHUA

3ByKoBaA CxeMa doprenunano
QopTrennaHo

BapabaHsbl
) ) BasH

luTapa

Pucynok 234 — Cnmcok BeIOOpa 3ByKOBOM CXEeMbI
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2.

YCTaHOBUTH TPOMKOCTH [IJISl YBeIOMJIEHWH C TIOMOIIbIO Tiepekirodaresis I'poMkocTh
670ka 3BYKOBBIE OIOBEI[eHUS: 3aKaTh IOJI3KHOK TMepeK/IIovaTesis JIeBOH KHOMKOM
MBI ¥ TIepeIBUHbTE ee BJIeBO, YTOOBl YMEHBIIUTh TPOMKOCTh, WJIM BIIPaBO, YTOOBI
TPOMKOCTh ~ yBeJIMYUTh. UTOOBI  yCTAaHOBUTH  MHUHHMAJbHYIO TPOMKOCTb (M,
COOTBETCTBEHHO, OTKJIIOYUTh 3BYKOBOE COITIPOBOXKIEHHME Ui OIOBEIeHHH), HY>KHO
MepeBecTH TMOJI3YHOK TepeKITtouaTeisl B KpakHe JieBoe TOJIoXKeHHe JTMO0 HaXkaTh KHOIKY
# YToOBl YCTAaHOBUTH MAaKCHMAJIbHYI0 TPOMKOCThb, HYXKHO TIEPeBeCTH IIOJI3YHOK
MepeKJTFYaTeIsl B KpaiHe MpaBoe MoJIoKeHHe JTUO0 HajkaTb KHOMKY 42,

B 650xe OmoBemaTh €O 3ByKOM BbIOpaTh COOBITHS, YBeJIOMJIEHHE O KOTOPBIX JIOJKHO
BBITIOJIHATHCSL CO 3ByKOM: O HOBBIX HMHCbMax B mourte uw/wiu O mpUriIamieHusx B

KaJieH/aape.

9.2.4 Hacrpoiika uHTep@eiica N04TOBOro0 SAIIUKa

Ytob6s! HacTpOUTh NTapaMeTprl UHTepdelica mourosoro siwmka [10 Mailion cienyer HaxaThb

KHOIIKY ¥

B MeHI0 NpuioXXeHUs M Ha NaHeu HaBuranuu pasfesna Hacrpoiiku BeiOpaTh Iloura —

B paboueil obsactu nosiBUTCA NaHenb HacTpoiikm modThI C OTKpBHITOM BKiIaakoi Mutepderic

(puc. 235).

HacTtpoiiku HacTpoiiku nouTsl

HacTpoitku Buaa

YeegomneHns CTpyKTypa

Moura

KaneHpapi

WMutepbeinic  Mopnuce  ®WnbTpel  ABTOOTBETYMK

b

TMoKa3biBaTk cnpasa CKpbITE MoKa3bigaTh CHK3Y

06nacTb YTeHUs

[0 rpynnupoeate coobienwa B Geceasl

[0 Bcerna nokasbigaTs KOH(GAMKTEI MEXAY COBLITUAMMA B NUCHME

Tun YBeaoMNEeHUA 0 NPOYTEHUH

(%) PyuHoe

() AstomaTuueckoe

Pucynok 235 — Hacrpotiku noursl, Bkiiagxka MaTepdeiic

brok CTpykTypa npeiocTaBiisieT BBIOOP CJIeyIOITMX BAPDUAHTOB OKHA MTOYTHI:
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— Iloka3pIBaTh cHpaBa — IIOCJie BbIOOpa THChMa B CIIMCKe pabouyedt 06JaCTH OHO
OTKpBIBAaeTCsi B 0OJIACTH YTEHWs, PACIOJIOKEHHOM B IPABOM YaCTH OKHA (BapHaHT
0TOOpakeHUs TI0 YMOJTYaHUIO);

— CKpBITh — OKHO COCTOUT M3 JIByX OJIOKOB: MOKAa MHUCHBMO He BBIOpAaHO, OKHO COJIEPXKUT
naHe/ib HaBUTAIMKM U pabodyyio 06JIacTh CO CIMCKOM MHCeM, a TOcje BblOopa MHChMa B
CIIUCKe Ha MecTe paboueil o00JacTH OTKpBIBaeTCSl 00JIaCTh UTeHWs, B KOTOPOU
oToOpakaeTcsl BHIOpaHHOe MUCHEMO (TIPY 3TOM [IJIs Tepexofia K JIPYTUM MUChbMaM IIel0YK|

WJIN BO3BpallleHHs B CIIMCOK ITMCeM HUCIIOJIbL3YIOTCA Cliellid/IbHbIe KHOITKK HaBI/II‘aHI/II/I);

— IlokaspIBaTh CHH3y — IIOC/le BbIOOpa NHUCbMa B CIHMCKe B pabouell 001acTh OHO

OTKPpLIBAeTCA B obacTtu 4YTeHHUsd, KOTOpasd pacCIiOJIoXKeHda B HW)KHEM 4aCTU OKHa.

briok O6s1acTh yTeHMs COIEPXKUT bIIaXKKU:

— I'pynniupoBath coobieHus B 0ecebl — BKIIIOYaeT OTOOpaXkeHHe MTHUCEM C OJTHOU TeMOM
B BHJIe IlelloYex.

— Bcerna nmoka3spiBaTh KOHQJIMKTBI MeXKAY COOBITHSAMH B IIHCbMe — YIIPABJIsieT BHIBOJIOM
npenylnpeXxaeHnss O KOH(QIMKTe COOBITMA B IMCbMe C IIpUIJIallleHMeM Ha COOBbITHe.
VYcranoBka ¢rakka aBTOMaTHM4eCKH pacKpblBaeT UHPOpPMAIMI0 O KOHQUIMKTe (eciu OH
eCThb) B TeKCTe MMCbMa. Eciau uiakok He yCTaHOBJIEH, JjIi MPOCMOTpa MHQOpMAIMU O

KOHCl)J'[I/IKTe cdleqyerT HeJIKHYTb JIEBOM KHOITKOM MBIIIH I10 npenynpexaeHunto.

brok Tun yBeaomJieHus1 0 IPOYTEHUH COJIEPXKUT GIIa’KKU, KOTOPbIe YIIPABIISIOT OTIIPABKOM
yBeJIOMJIeHUSI O IPOYTEeHUH, eCJIM aBTOP NMKUChMa 3aIPOCHII ero:
— PyuHoe — yBeoMileHHe O MPOYTeHWU IKMCbMAa OTIPABJISIETCS AaBTOPY IPU HaXKaTHU
noJiy4yaTejieM IMCbMa COOTBETCTBYIOIIEH KHOIKHU.
— ABTOMaTH4YecKoe — yBeJJOMJIeHHe O IPOYTeHWM NHCbMa BBINOJIHIETCSI aBTOMAaTUYeCKu

ITPX OTKPBITHUHU ITMCbMA B 001aCTH YTEeHUS WU IIPUCBOEHHUHN eMYy CTATyCd IIPOYUTAHHOTI'O.

9.2.5 TexcroBas mognuckh

ITO Mailion npepocrapisieT BO3MOXHOCTb €03AaTh 10 20 BapyMaHTOB MOANMCU ISl CBOKX
UCXOJISIIUX TTHCEM.
Jlist paboThl ¢ mofnucsAMU IpeHa3HaueHa Bkiiajka Ilopmuck nanenu HacTpoiiku modThl

(puc. 236).
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HacTpoiiku noutsl

MHTepbenc ®uneTpb ABTOOTBET

[O UMTUPOBaHKA

O Mocne UMTUPOBEHWA

A. CMupHOB
Mo ymonyauuio

C yBaxceHuem,
A. CMMpHOB

Pucynok 236 — Bxkanka Ioanuce

TekcT moAmMCH MOXHO OTHOPMATHPOBATh U JOTOJHUTHL H300pa’keHWeM, CCBIIKOW WIIH
JIPYTUM OOBEKTOM.

HasBaHus akTHUBHBIX (CM. HHKe) MOAITHCEN TOTb30BaTess 0TOOpakaroTCs B CIIHMCKe BBIOOpA
MOJIMMUCHU Ha pOopMe CO3[IaHUS U peJJaKTUPOBAHUS TTUCEM.

OnuH 13 BApUAHTOB MOJNKUCHA MOXHO HAa3HAYUTh MOJIMCHIO 110 YMOJIYaHHUIO, TOT/Ia OH Oyzer
BCerjla TOJICTaBJIAThCS IOCJe TeKCTa NMPU CO3[aHWU NMHUCbMa, OTBeTe Ha BXOJislllee MHUCbMO WU
nepecbUike THMCbMa. Ecimu mobGaBieHa TOJMBKO OfHA IOANMCH, OHA aBTOMATHYECKW Ha3HAYaeTCs
MOJNUCBI0 10 yMoidaHuio. Eciy mosnb3oBaTelnb OTK/IIOYWI eIMHCTBEHHBIM BapHaHT MOAMMCH,
nucbMa 6yayT GopMHUpOBaThCs 6e3 MO/ICTAHOBKU MOJIITHCH.

B mnporecce co3naHus myMcbMa MOXHO BbIOpaTh BAapUaHT, He SIBJISIONIMNMCS MOJANMUCHIO TI0
YMOJTYaHUIO.

[Tonoxenue NoANMKUCH NIPU OTBeTe U MepechbUike (0 IUTAT M3 MepernyCcKy WIK M0Cje) Takxke
peryiupyeTcst Ha JaHHOW BKJIAJKe.

YTtobBl 1006aBUTh WM MU3MEHHUTh ITOJANHCH, Ha Bkiajgke Iloamuch HEOOXOIMMO BBIIIOJIHHUTH
clenytomye edCTBUS:

1. Jlnsg wm3MeHeHMsI MeCTa pACIOJIOXKEeHUsI TOJNUCH OTMETUTh HYXXHbIM BapuaHt: [lo
nutupoBanus win Ilocne muTupoBaHusi (HacTpoWika sBiiseTcs OOIIe Jyis Bcex
MIOAITIMCEN TI0JIb30BATeIS).

2. Haxatp kHomky Jlo6aBUTH moamuch, 4TOoObI 0OABUTH MOJIMUCH, JIUOO HaXaTh HA
MOANMCh B IlepeyHe, 4YTOOBI OTpeAaKTUPOBAaTh CyllecTByoilyo. OTkpoercsi ¢dopma

CO3/IaHUs U peflaKTUPOBaHus noAnucH (puc. 237).
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HacTpoiku noytbi
WHTepdeinc ®unbTpb ABToOTBET
[o unTruposaHns

O Mocne UMTUPOBAHWA

A. CMupHoB

Mo ymonqaHuio

C yBaxeHuem,
A. CMupHOB

Hoeas nognuce

[CJ nNoanues no ymonuanmio

%
=
|£
e
i
il
T
=

Pucynok 237 — ®opma coznanus 1 pefjaKTUPOBaHKUs OJIKCH

3. B cTpoke Ha3BaHUs MOJIKMCH, B KOTOPOU 10 YMOTYaHUIO OToOpaXkaeTcsi Ha3BaHve HoBast
NOJNNCh, YyIaJIUThb 3HaUYeHWe [0 yMOJIYaHWI0O M BBeCTHM CBOe Ha3BaHue. HaszBaHue
MIOJIITUCH MOJXKeT cojiepXaTh He 6Goiiee 40 CUMBOJIOB M He JIOJDKHO TIOBTOPSITh HA3BaHMSI
y>Xe CYIIeCTBYIOIINX MOJIUCeH.

4, YcranoButh ¢inaxok Ilogmuch IO YMOJYAHHIO, €eCIM 3Ta IOANHMCH JOJIKHA

OTO6pa)KaTbCH B C])ODMe CO31dHUY Y PeAdKTUPOBAHUY ITMCEM I10 YMOJIYdHUIO.

5. BBectm Texkcr mognucu B 1ojle IS TeKCTa, PAcCIOIOXEeHHOM II0J, I1aHeJIblo
MHCTpYMeHTOB. [Ipy Heo6XOIMMOCTH TEKCT MOXKHO OTHOpPMAaTHpOBaThb U JIOIOJIHUTh
Pa3IMYHBIMU 06beKTaMU C IIOMOIIBIO IaHeJI MHCTPYMEHTOB U IaHeJIy ObICTPOM BCTaBKHY,
aHAJIOTUYHBIM IIaHeJIsIM B pOpMe CO3/1aHUS U pe/laKTHPOBaHUSI [THUCEM.

6. YTo6BI yanuTh paHee CO3JAHHYIO MOIINMChH, HaXkaTh KHONKy B (YaanuTh). BribpanHas
HOJIIUCH yiassieTcs 6e3 TOIOIHUTEeNILHOTO O TBePXK/IeHuUsI.

7. Haxatp kHonKy CoXpaHHUTB, YTOOBI 3aBEpIINTh paboTy C MOJAIUCHIO.
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Ecnm Hy>XHO NMPUOCTAaHOBUTH MCIOJIb30BaHME OJHOW U3 MOANMCEH, He yAalss ee, MOXHO
crenaTh 3Ty TOJANMCH HeaKTUBHOW. Torja oHa He OyneT oToOpakaThCsi B CITMCKe JiJis BBIOOpa
MOJITIMCH TIPY CO3[IaHUU NTHChMa, OJJHAKO ee MOXHO Oy/ieT peJakTUpOBaTh Ha Bkiiajike Ilogmucs.

YToOHI clienaTh NOANUCH HEAKTUBHOU CJIeyeT:

1. Haiity Ha3BaHHe MTOAMCH, KOTOPYIO HEOOXOIMMO OTKJITIOUHUTb.

2. HaxaTp mpaByl0 KHONKY MBIIIM Ha IepekytovaTesie ] PacIlOJIOXKeHHOM CIpaBa OT
Ha3BaHUs TIOJIMMCHU, W TIOTSHYTH €ro BJIeBO, TIOKa IlepeKiiovaTesib He IepedsieT B
HeaKTHBHOe II0JIOKeHue ™.

YToOBbI BEpHYTHh B aKTUBHOE COCTOSIHHE CJleJlyeT MOTSIHYTh IepekyitovaTesib ™ BIPaBO U

YCTaHOBHUTL ero B I1I0JIOXKeHHre .

9.2.6 Hacrpoiika ¢uabTpoB BxoJsiineil Mo4ThI

A [Ipu paboTte B odd¢uialiH pexuMe HaCTpoOMKa MpaBWI 0OpPAOOTKH BXOJSAIMIUX TIHCEM
HeZIOCTYIIHA.

YToOBI 106aBUTH ITPaBUIIO0 00PAbOTKU BXOASIIMX MTHCeM HeOOX0IUMO:

1. B MeHio npuioxeHus: HaxaTh KHONKy o (HacTpoiikm);

2. Ha [lanenu HaBuraiyy BeIOpaTh pasmen Iloura;

3. Ha nanenmu HacTpoiiku mo4Tsl IepeiTy Ha BKIaAKy ®PuiabTpHI (puc. 238).

Hactpoiiku Hactpoiiku no4tbl

Hacrpoitku Bua Mutepdeidic  Moanucs  @WnbTpsl  ABTOOTBETHMK

YeepomneHua
A Mpasuna 06paboTKM BXOASLLUX NUCEM

Moura
—Bul ele He Co34anu HW 04HOro Npaeuna

Kanennapb

C noMoLbI0 NPaBMA MOXKHO COPTMPOBATL BXOAALLYIO NOYTY N0 NankaMm, a8TOMaTHYeCkk NepecsinaTe NUCbMa Ha APYrie aapeca UaK yaanaTk CPasy nocne noay4eHus

Cozparte Npaeuno

Pucynok 238 — Hactpoiiku no4tsl

4. Haxartp kHomky Co3math mpaBmiao. OTkpoercss ¢dopMa CO3MaHUS U PeaKTUPOBAHUS
rpaBuJ1 06paboTKHU.

5. B 6noke nosneii Eciau 3agaTh yciioBre puiibTpauu (puc. 239):
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Ecnwn

or - Copepxut -

Pucynok 239 — bnok noneii Ecim

— B nepBom Bbmapatomem crvcke (OT) BbIOpaTh THapaMeTp MKWChbMa, 3HAYeHHe
KoTOporo OyjneT npoBepsTh IpaBuio. Kpome 3Hauenus nosieir O, Komy, Komus,
Tema, JlaTa moJsiydyeHusi, 1apaMeTpoM IIPOBEPKHA MOXeT SIBJIATbCS Hajauuve Jubo
OTCYTCTBHe B IHCbMe BJIOXKEHUH, a TakKe Hajiuyue JUOO OTCYTCTBHE B INHUChbMe
KaJIeH/JIapHOTO COOBITHS. B 3aBUCHMOCTH OT TOro, Kakoi IapameTp ObLI BbiOpaH,
npyrue noss 6ioka Eciam ocranyTcs B okHe (Hanpumep, [y napameTrpoB OT,
Komy, Tema) unu OyayT CKpBITHI (Hampumep, i napameTpoB EcTh BioxkeHus,
Ectp kanengapHoe coobiTHE);

— Ecu nons B rpynne Eciau oTobpakatoTcs, BBIOpPAaTh HY>KHOe yCJIOBHe IPOBEPKU U3
Bbimazawmero cnucka Copepxur: Copepxkur, He copepxur v 1. 1. (Ciucok
BO3MO>KHBIX 3HAUeHU 3aBUCUT OT BbIOPAaHHOTIO JIJisl IPOBEPKU MapaMeTpa) U BBECTH
TeKCT YCJIOBUSI B IIpeJHa3HAUYeHHbIe JIsl 3TOTO IMOJIS.

6. Ecmu HyXHO, YTOOBI IHCbMa IPOBEPSUINCh HA COOTBETCTBHE HECKOJIbKUM YCJIOBUSIM,
HaXkaTh KHOMKY Jl00aBUTH yCJIOBHEe, yCTAHOBUTH ITapaMeTphbl HOBOTO YCJIOBUS U BHIOPATh
KpuTepuil cpabaTbiBaHUSl IpaBWia: BeImosiHseTcsT XOTS OBI OJHO YCJIOBHE WIH
BemosHsoTca Bce ycaoBusa. MoxHo nobasuth 1o 10 ycnosuit. [IpoBepka ycioBuit
BBITIOJIHSIETCS TI0CTIe/IOBaTeIbHO, B IIOPSI/IKe PacIloyIoXKeHUs YCIIOBUH B CIIMCKe, HAYMHas C
BepxHero yciyioBusl. UToObl y#anuTh 3afjaHHOe YCJIOBHe Clle[lyeT HaXaTb KHOIIKY X,
PacrosoXKeHHYIO ClipaBa B CTPOKe YCJIOBHUSI.

7. B 6noke BbINOJHUTH HAeHCTBHe yKa3aTb HEWCTBUS, KOTOpPble CjielyeT IPOWU3BECTH C
yIOBJIETBOPSIIOLIIMMH  YCJIOBUSM TMcbMaMu. Eciu TpeOyeTcsi, yCTaHOBUTH GIIaXkoK
OTMeTnTh Kak npouutaHHoe wii OTMeTHUTh Kak BaxkHoe. UTOObI ykasaTb Jipyroe
NefCTBUe, HaXkaTb KHOINKY J[lo0aBUTH pAeiicTBHe, B OTKPBIBIIMXCS IIOJIIX BbIOpATh
neicTBue U ero mapametpsl (puc. 240). B mpaBuiio MOXHO /100aBUTH He 0Oojiee Tpex

IeMCTBUMH.
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BbinonHHUTL geicTBHe

D OTMeTUTb Kak NpoYHUTaHHOE

D OTMeTHTbL Kak BaxkHoe

Ll Lo [ MNanka He BbibpaHa

MNepemectnTb B Kop3auHy
MNepemectnTs B Cnam

MNepecnatsb

1e npasuna
MNepeHanpaButb

YnanuTe be3eo3epaTHO

Pucynok 240 — Crincok BbIGOpa IeMCTBUH JIsI TPABUIT

8. Ecnmu mocrne nprvMeHeHus IpaBWIa He HY>XHO oOpabaTtbiBaTh Clle[ylOIlye II0 IOPSIKY
IpaBWiIa Ha BkiafgKe ®UIBTPHI (T.e. B Cllydae BBIIOJIHEHWs YCIOBUM JJAHHOI'O IIpaBUJIa
He HY>KHO IIPOBepSTh BBIIIOJIHEHME YCJIOBUHM B IIpaBWIaX, KOTOPble HAXOASTCS B CIIMCKe
IIpaBUJI TIOCJIe Hero), yCTaHOBUTh ¢uiakok OCTaHOBHTH JajibHeHInylo 00paboTky
NpaBHII.

9. BpiOpaTh nanky s IpUMeHeHHs ¢WIbTpa K y)Ke IIOCTyNMBIIed IIouTe B 6JioKe
IIpumennTs GuIbTp K mamke. /[ 3TOro pacKpbITh BBINAJAONMK CIMCOK Bribepute

namnky, BbIOpaTh HY>kHY!O nanky ¥ Haxxath kHONKY BBIBPATD. Takxe MOXHO co31aTh

HOBYIO IIAIIKY, HA’KdB KHOIIKY E:I‘-

[lpy npumeneHun GWIBTPA K YXKe IOCTYINHBIIEH II0YTe BBIMTOJIHSIIOTCS TOJIBKO IEeMCTBHUS
Ynanuts v IlepemecTuts.

10. HaxxaTb kHOTIKY COXpaHHUTH.

ITomumo IMPpUCBOEHHA OTMETOK HpO'—II/ITaHHOE u BEDKHOE, C OTCl)I/IJ'II)TpOBaHHbIMI/I IIMCbMaMH
IIOYTOBBIA KJIUEHT MOXKET ITpOr3BeCTHU Clieayrolive JIeCTBUS:

- HBpBMECTI/ITb B IIAIIKY — HAXXaTb Ha I10Jie CIIPaBa, 9TOOBI BbI6paTb WJIN CO34aThb LIeJIEBYIO

Marky (HOp}I)IOK JevCTBUN [OJIs BbI60pa/CO3I[aHI/I$I 1eJIeBOM MAIKA HJIeHTHU4YeH TdKOBOMY

IIpH IiepeMenieHn IIMCEM).

— Ilepemectuts B Kop3uny — B 1nosie cripaBa otoOpakaetcs nanka Kop3una, ojjHako npu

HeO6XOJII/IMOCTI/I MOXHO BbI6paTb WIA CO30aTh B Heu AO0YEepHIOK0 IIAIIKYy (HOpHIIOK
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NeNCTBUH U1 BbIOOpa/Cco3/1aHus [lejleBOM IIallKY WJIeHTHYeH TaKOBOMY IIPU IlepeMellleHU!
ceM).

— Ilepemecturs B Cnam — B 1osie cripaBa otobpaxaercs nanka Cimam, B KOTopyo OyayT
nepeMeniaTbCsi OTGUIBTPOBAHHBIE MTHUCHMA.

— IlepeciaTs — B 10JIe cipaBa ykasaTb ajipec IojIy4aTesis, KOTOpoMy OyAyT IepechliaTbCs
oTPUIbTPOBAaHHbIe MHCbMa. AJpecOB MOXKeT ObITh HECKOJIbKO, I0Cjie BBOJIA I1€pPBOTO
angpeca HaxaTb Ha kiaBuarype Enter, Tab win Space nnubo HakaTh HpaBOiMl KHOIKOU
MBIIIIM BHE TI0JIs1 BBOJIA, YTOOBI IIepeiTH K BBOJY CJIeJIyIOIlero ajpeca.

— IlepenanpaBuTh — B I0JIe CIIpaBa yKa3aTb a/ipec IoJlydaresis (ajfipeca Iojlydaresei) s
nepeHanpaBieHHbIX IHceM. B paMkax [aHHON olepaluM INHCbMAa MepechUIaloTCs C
3aMeHOH ajipecara ¥ 6e3 OTIpaBKM IIOJTydaTessiM KOIIMM M CKPBITOM KOIIMM,YKa3aHHbIM B
OpWUTMHAJIbHOM MHCbMe. BHenmHuii BHJ NHCbMa IIPU 3TOM He H3MeHseTcs (B TeMy He
nobasysieTcs: oTMeTKa 0 niepecbuike «Fwd:», a B Tesio nucbMa He 100aBIsieTCs 3aroJI0BOK C
rapamMeTpaMy OpUTrHHaJa).

— Ypanuth 0e3B03BpaTHO — Y JIeMCTBUS HET YTOYHSIOIIMX IIapaMeTpoB, IOCie BbIOOpA
3TOM Ollepalyy yKasaTh JajibHelIre 1eicTBUs it 06paboTKu OTPUIBTPOBAHHBIX MUCEM

HeJIb34 (KHOHKa I[OﬁaBI/ITb JiefiCTBHE CTaHOBUTCS HeaKTHBHOfI).

Ecmu Bxopsiee nmucbMo ObUIO WIEHTUPHUITMPOBAHO Kak HexxesaTeibHOe MOYTOBHIM
kireHToM Mailion, To npaBmia GUIbTpaUK K TaHHOMY NMUCbMY He TIPUMEHSIOTCSI.

/ I \ Ecmu Bxopsmee nmucbMo ObIJIO NepeMellleHO B manky CmaM Kak COOTBETCTBYIOIee
YCJIOBUSIM HACTPOEHHOTO TIIOJb30BaTeleM I[IpaBWiIa, TO K [aHHOMY IHCbMY OyayT
IIpUMeHeHbI BCe TIpaBwia GUIbTPaLKK.

Co3znaHHOe MTpaBWIIO B NOCJIE/ICTBUN MOXKeT ObITh U3MEHEeHO WU YAaJIeHO.

Jl7isl peiaKTUpOBaHUs IPaBUIa CJIelyeT:

1. B cnmcke npaBuUil HaXKaTh Ha MpaBUJIO, KOTOPOe HY>KHO OTPeJJaKTHPOBaTh, JIeBOM KHOIIKOU
MBIIIIH.

2. OtpenakTUpOBaTh IPaBUJIO.

3. CoxXpaHUTb U3MEHEHUS.

YTtoObI YAQJIIUTh IIpABWJIO, CJIEAYET B CIIMCKE IIPABUJI HAXKATb KHOIIKY |.|.|, PacCIIOJIO’KEHHYIO

CIpaBa B CTPOKe IIpaBUJIA.
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MecTto npaBwiIa B CIMCKe IIPaBWI BIIMSIeT Ha ero NPUOPUTeT: eCld MHMCbMO YyJIOBJIEeTBOPSIeT
KpUTEepHsSM HeCKOJIbKUX IPaBWI, TO OHO oOpabaTbiBaeTcsl MO 3TUM IIpaBWJIaM IIOCJIe[0BaTesIbHO,
Ha4yMHAas C CaMOI0 BepxHero B cnmucke. Ecinm y npaBuna ycraHoBieH ¢iaxok He BBINOIHATH
cJiefyIolye IpaBuja, TO IIpaBUila, HAXOOSIIUECs B CIIMCKe HUXKe, He YYUTBIBAKOTCS.

[Topsimok cileoBaHUs paBUI B CIIMCKe MOXHO M3MEHUTD, IlepeTacKrBasi IpaBUila MBIIIBIO:

1. HaxaTp jieBO¥M KHOIIKOM MBIIIY Ha IPaBUJIO, KOTOPOe HY>KHO I1epeMeCTHUTb.

2. VYnepxuBasi HaXKaTOW JIeBYIO KHOIIKY MBIIIM, IlepeTallliTh IPaBWIO B HYXXHOe MeCTO

CITMCKaA.

[TpaBua MOXXHO BHLIOOPOYHO JEaKTUBUPOBATh (0€3 yIaneHus) C MOMOIIbIO IepeKTIoYaTess

, PAcCIOJIOXKeHHOTO CIIpaBa B CTPOKe TpaBwia. [yl 3TOTO ciielyeT JIeBOM KHONKOW MBIIIN
niepeBeCTH MepeKIItoYaTesTb B TIOJIOKeHre

JleakTMBUPOBAaHHOE TIPABHWJIO MOXKHO BEPHYTh B aKTHBHOE COCTOsSIHHE. YTOObI aKTUBUPOBATh

IIpaBUJIO, ClIeAyeT IIepeBeCTHy IepeKItoYaTe/]Ib B dKTHUBHOeE II0JIOXKeHHe

9.2.7 Hacrpoiika aBTOMaTH4eCKOro oTBeTa

Ha cnyqaﬁ CBOEro OTCYTCTBUS Hd pa60qu MeCTe WIA HWHOHU CUTyadllul, KOI'’lda HET
BO3MOXXHOCTHU OTBETHTbL Ha IIMCbMO, MOXHO HACTPOHUTDH ABTOMATUYeCKMM OTBET Ha BKJIAJIKe

AgBTtooTBeTunk nanenu Hacrpoiiku mouts! (puc. 241).

FAY . .
DN [Tpu pabote B od¢aiin pexxriMe HaCTPOIMKA aBTOMaTHUUeCKOT0 OTBeTa He[IOCTyITHA.

£\
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Hactpoiiku c Hactpoiiku noutel

WMuTeppedc  Moanuce  @OUALTPLI ABTOOTBETUMK

Hacrpoiikn Buaa

YeenomneHusa
) BKNKOUNTE BBTOOTBETUHK

Mourta
Mepuop oTnpasku asToOTEETA
KaneHpapb
[Oata Hauana [ata okoHuzHKA
11.10.2024 17:00 - 2359 12.10.2024

[ [HobasuTb ATy OKOH4YaHWs

[/ TMepecbinarb nouTy ApyroMy anpecaty

Beifiepure non

t GYIET NOMYHTS KOMM M BAPECOBARHEIX EAM MUCEM & NEPHOA

padoThl BETOOTEETHHKE.

Bhi EED WUTE CYLWLECTEYHOLWEND NOABE30EaTENA

E ABTOMaTHYECKH OTKNIOHATE MPHUrNaWweHMa Ha cobbITMA

Kacaetc

cofuTHil, 33NNAHUPOBAHHLIX HA BPEMA B BHIGPaHHOM NepHoge.

TeKcT asToOTEETA
310 coobwenue GyneT OTNPABNATECA B OTEET K NHCLME M NPUIMALEHHA OT Nons30B3TENEN B E3WER 0pranMIaLmMy
! P aﬁ Mognuce =
X K = = = - W e @ O+ La oo
OTtmena

Pucynok 241 — Bkiasika ABTOOTBETYHK

B mepuon mepexona Bamiedi kommanum ¢ Microsoft Exchange wa IIO Mailion, npu
aKTHUBHOM peXVMe CHHXPOHM3ALUM AaHHbIX II0YThl M KajleHAapel 00enx CHUCTeM, IoCe

@ Hayvajla MCIOJIb30BaHUs COTPyAHMKOM Mailion eMy HOCTaTOYHO HAaCTPOUTH aBTOOTBET
Tosibko B Mailion — aBTOOTBeT OyjeT MPHUXOAUTh ero ajipecaHTaM B 00erX MOYTOBBIX
CHCTEMaX.
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Jl1s HaCTPOMKY aBTOOTBETYHKA ClleflyeT:

1. B paspene Hacrpoiikm Ha naHeJd HaBWranuu BblOpaTth 0ok HacTpoek Iloura.
B paboueii o6stact oTkpoeTcst maHeb HacTpoHKH MOYTHI.

2. Ha nmanermu Hacrpoiiku modThl IiepeiTH Ha BKJIAIKy ABTOOTBeTYHK (puc. 240).

3. Ecnuy nons Ha BKiajike ABTOOTBETUHMK CKPbIThI, YCTAHOBUTD Iepektodaresib BKiI4YuTh

ABTOOTBETYHK B I10JI0XKEHHe . [lons BkIIaZKy IEpeIyT B aKTUBHOE COCTOSTHHE.

4. HacTpouTb Meproji OTIPAaBKK aBTOOTBETa — JIaThl U BpeMsl Hadaja ¥ OKOHYAHHs paboThI
aBTOOTBETYHKA. {7151 3TOro 1IeJKHYTh MO0Yepe/IHO Mo KaXk/IOMY TIOJII0 JaThl U BpeMeHH B
OTKPHIBIIIEMCsI OKHe BBIOpATh HY>KHOe 3HauyeHue (puc. 242). Takxe MOKHO BBECTH JaTy U
BpeMsi B mois BpyuHylo. Ecim TpeOyeTcss ykaszaThb TOJIBKO JaTy Haudaja OTIPaBKH

aBTOOTBETA, CHATH (priaxkok /[00aBUTH 1aTy OKOHYAHUS.

I'Iepuo.u. OTNpaEKH aETOOTEETA

M 3Ta Hauana HaTa OKOHUEHKMA

18.10.2024 4:45 — 2359 25.10.2024
® BC
okTa6pb 2024
1 2 3 4 5 6 50
? 8 g -_O -_1 -_2 -_3 W 20pECOBAHHbBIX EAM NHCEM B NEPHUOL

:5 16 17 |18 19 20

21 22 23 24 25 26 27

£

i3 coBbITHA

E E5I0paHHOM NepHoLne.

Hosbob 2024 A

T B T S S S RS I O eI 113 L EHHMA OT NONb30EETENEH B BALWEN OPTaHHIELMH.

Pucynok 242 — Bpi6op gaThl Havasia OTIIPaBKU aBTOOTBETA

5. Ecmm Tpebyercs Ha mnepuopn paboThl aBTOOTBeTYMKA HACTPOUTH aABTOMATUYECKYIO
NepechUIKYy KOIUM aJipeCOBAHHBIX BaM MHUCEM APYroMy ajipecary:

YcranoButh Giiaxkok IlepeckuiaTh mouTy aqpyromy ajpecarty (puc. 243).

— BBectu umsa wunu azipec SﬂeKTpOHHOﬁ IOYThI IIOJIb30BaTeJIsd, KOTOPOMY TpE6y€TCﬂ

IepecjiaTh IIO4YTYy, B IIpeJHa3Ha49eHHOe IJId 3TOI'O I10J1e.
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MepecbinaTe NOYTY APYrOMY aapecaTy

A, KOTOPbIH 5';.:;__ noay4aTe KOMKK 20peC0EdaHHBIXY BdM MMCEM B NEPHOL

BeenuTe Nonb30BaTens

ABTOMATHMYECKM OTKNOHATE npurigaweHna Ha coDbITHA

KacaeTcs Tonske cofeiTuil, 33NNaHMPOEaH HEIX Ha BpeMA B suIGpaHHoM nepuone.

Pucynok 243 — Hacrpoiika aBTOMaTH4YeCKOW OTIIPAaBKU MOYTHI PYTOMY ajipecaTy

6. Ecm  Tpebyercs  aBTOMAaTMYeCKHM  OTKJIOHSATb — TPUIVIAINIEHHWsS  HA  COOBITHS,
3alUlaHMpOBaHHble Ha BpeMs  pabOThl  aBTOOTBETYMKA, YCTAHOBUTH  (IIaXKOK
ABTOMaTHYECKH OTKJIOHSATH IPHUIJIAIIeHUsI Ha COOBITHSA (pHC. 243).

7. BBecTM TeKCT aBTOOTBeTa, KOTOpBIA Oy/ieT OTHPaBIATbCS B OTBeT Ha IHCbMa U
IIpUIJIallleHrsT OT aJpecaHTOB B Ballled OpraHM3alliid — BHYTPEHHUX KOHTAKTOB
(puc. 244). Jlns odopmieHHs TeKCTa MCIIONb30BaTh PACIIOIOKEHHYIO BbIIlIe IaHellb
MHCTPYMEHTOB, KOTOpasl aHAJOTMYHA MaHeld WMHCTPYMeHTOB GOpMaTHMPOBAHUS TeKCTa

nvicbMa (CM. pasnenn PopMaTUpoBaTh TEKCT).

TekcT a_TOOTBETA

310 coobweHKe OYOeT OTNPABNATECA B OTEET HE NMCEME H NPHIMALWEHHA OT NONL30EATENEH B EALWEN OPraHM3ELHM., ({}” o ~
2 Moanuce ~

K K 4 A S = &= Mm & @ O +

B QaHHEllf MOMEHT A oTCYTCTEYHe. TTMCEMa, NPULLEILUNE N0 3TOMY AApecy, NepeckinaTcA AnekcaHapy CMUPHOBY.

Pucynok 244 — Buibop GyHKITMY aBTOMAaTHYECKOTO OTKJIOHEeHHs TTPUTJIallieHAH

8. BbIﬁpaTb MOAIKMCH [AJIs aBTOOTBeTa M3 BhIiMagaiomiero crucka Iloamuck CIIpaBa HaJ
00J1aCThIO BBOJIld TeKCT4d. B crmcke OTO6pa>KaI-OTC$I BCe CO3JaHHbIe ¥ aKTHUBHbIE B JaHHbIN

MOMEHT IIOAITNCH (CM. paszein TekcroBas I'IO)II'II/ICI)).

9. Ecnu TpebyeTrcs, HaCTPOUTh aBTOOTBET JJisi Bammx ajpecaHToB BHe [I0 Mailion (BHe
Ballleil OpraHu3alliy) — BHEITHUX KOHTAKTOB:

— YcraHOBUTH PITa’KOK ABTOOTBET /ISl BHEIIIHUX KOHTAKTOB (pHUC. 245).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2025 280



® MaiLion

— BBectu Tekct otBeta. [ opopMileHHs TeKCTa UCIOJIb30BaTh PACIIOIOXKEHHYIO BHIIIIe
naHe/lb UHCTPYMEHTOB, KOTOpasi aHaJIOTMYHA IaHeJd WHCTPYyMEeHTOB (GOpPMaTHPOBAHMUS

TeKCTa nucbMa (cM. pazgen PopMaTUPOBATH TEKCT).

- Bb16paTb IIOANMUCH JI1I aBTOOTBeTda BHEINHKMM KOHTAKTAM W3 BbIIIaJdOoniero CIIHMCKa
HOI[III/ICI) CIIpaBad Hafj 00/1aCThIO BBOJld TeKCTa. B crmmcke 0To6pa>1<anTc51 BCe CO3[JaHHbIe

paHee U aKTHBHbIE B JAHHBIM MOMEHT MOANUCHU (CM. pa3fien TeKkcToBas MOJIKUChH).

ABTOOTEET ANA BHEWHWX KOHTAKTOB

TekcT aBTOOTBRTA ANA BHELHUX KOHTAKTOB

3710 coofwerue GYAeT OTNPEENATECA B OTSET KE MMCEME 0T NONE30SATENSR 33 NPELenamMK Bawail OpraHusaUHi (g
¢ Moonuce ~
", oAnUChb

i 1 e @ O +: oo

K K 4 A:

B oaHHBIi MOMEHT A OTCYTCTEYHY, BaM OTBETHT Anekca HOp Crm PHOB.

c yBaxkeHwem, Enena CvupHoBa

Pucynok 245 — Bribop ¢yHKIIMY aBTOOTBeTA JIJIsl BHEIITHUX KOHTAKTOB

10. Ecnu tpebyetcs, BBecTH TeKCT B nojie BHyTpeHHee yBemomienue (puc. 246). B nepuon
paboThl aBTOOTBETYHMKA 3TOT TEKCT OyAeT O0TOOpakaTbCs HAa MH()OPMAIMOHHOW IMaHEINH,
KOTOpasl MOSABIIAETCA IPH LIEIYKE IO BallEMy MMEHHU B MOJSAX agpecaToB IUCbMa WU

YYaCTHHUKOB COOBITHUS (pUC. 247).

BHYTpeHHee yEegoMNeHHe

B naHHLIN MOMEHT A OTCYTCTBYH, 0DpallanTeck, NOManNyncTa, K
AnekcaHapy CMMpHOBY

Pucynok 246 — HacTtpoiika BHyTpeHHero yBeJJOMJIeHUsI
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HoBoe nucemo

or CMuproB Anekcasap <a.smirmnov@mydomain.ru> -

KoMy @ CMMpHOBa Enexa X

1 CmupHoea Enexa |
“  Hexoto
| = O =

Tema

BKMKYEH 2BTOOTBET: B OEHHLIA MOMEHT 4
OTCYTCTEYHY, 00 pawaiTecs, noxanyicra, K
K K Anekcawnpy CMupHOEY = =2

KOHTaKTHEIE OaHHBIS

3NEKTPOHHEA NOLTa
e.smirnova(@mydomain.ru

Pucynok 247 — OtobpaxkeHre TekCTa BHYTPeHHEI0 YBeJJOMJIeHHsl.

11. I[H}I 3aBepIlIeHna HaCTpOfIKI/I dBTOOTBETYHMKA HAXXATb KHOIIKY COXpaHI/ITb, KOTOpas

CTAHOBMUTCS aKTUBHOH ITpY BHECeHHH JIFOOBIX U3MEeHeHH B IIapaMeTpPhbl aBTOOTBETYMKA.

A Ecnu Ha mnepuon mepexoma Bamied kommnaHud Ha [I0 Mailion Obita HacTpoeHa
cunxpoHuzamus fgaHHbix Mexny [IO Mailion u Microsoft Exchange, aBToOTBeThl OT
BHEIITHUX KOHTAKTOB OyAyT MPUXOIWTh Ha BAIly y4eTHYIO 3amuch Microsoft Exchange u

He OynyT oTobpaxaThbcsi B Mailion.

9.2.8 Hacrpoiiku KaseHaaps

Ilonw3oBaTennb MOXKET HACTPOUTb HEKOTOpPbIe IIdpaMeTpbl OTO6pa>KEHI/I$[ KajleHdapsa C

nomorbio madenu Hacrpoiiku kanengaps (puc. 248).
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HacTtpoiku HacTpoiiku kanengapn

HacTpoitku Buaa Hepens

Hotudukavmm MepBbIi AeHE HEAENU

MNMoHeaenbHUK v

. lNokasbiBaTb HOMépa Hefaenb

MNepBas Heaens roga OTCUMTbIBAETCA

Yacoeo# nosic u paboyee epems

[0 nokasbieat AONONHMTENbLHBI YacOBOI NOAC

OcHoBHO# YyacoBo#H nosc

Europe/Moscow UTC(+03:00) e

. MokasblBaTb paboyee Bpemsa
Pa6oyee spema

07:00 T = 1700 v

Pucynok 248 — Oxno Hactpoiiku kanengaps

JlJ1s HaCTPOVKY ITapaMeTpOB KajleH/1apsi He0OXOMMO BBIIIOJIHUTD CllefyIOlre eHCTBHUS:
1. B 6soke nosneyt Hexesnsi yctaHOBUTH nTapaMeTpel pabodeld Hefleny. B packpriBaromemcs

CHMCKe BbIOpATh NepBbIii ieHb Heslelu (puc. 249).
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2.

lMNoHegenbHUK
BTopHuK
Cpega
YeTBepr
MATHUUA
Cy660Ta

BockpeceHbe

Pucynok 249 — Cnmcok BeiOOpa /171 Ha4aJIbHOTO JIHS Heflesu

Ecmu HEO6XO,I[I/IMO OTKJIIOYUTD 0T06pa>KEHI/Ie HOMepOB HeJeJb, rnepeseguTe

Iepekjiro4aTeslib Iloxa3snsIBaTh HOMEpa HeaeJIb B HedKTHBHOE I10JI0OXKeHHe.

YToObI HACTPOUTH ITapaMeTpbl pabouero BpeMeHU ciieflyeT nepeiT B 6si0k YacoBoi mosic u

paﬁoqee BpeMs U1 BBITIOJIHUTE Cllelyroniye JeUCTBUS:

1.

B Bemagatomem crovcke OCHOBHOM YacoBOM MOSIC BbIOpaThb CBOK OCHOBHYIO
BpPEMEHHYIO 30HY.
Eciu HeoOXoouMoO BKIIOUUTH OTOOpakeHWe [OTIOJIHUTENIbHOM BpeMeHHOM 30HBI,
ycTaHOBUTh (riaxkok Iloka3pIBaTh HONOJIHHUTEIBLHBIN 4acOBOM IOSIC 110/l 3ar0JIOBKOM
YacoBoii mosic 1 pabodee Bpemsi. 3aTeM B BbIAJaloleM CIUCKe JlomoIHUTeIbHBIH
YacoBOM IIOSIC, KOTOPBIM CTaHeT aKTUBHBIM IIOCJIe YCTAaHOBKU ¢iaXkka, BbIOpaTh
Heo0X0MMOe 3HaueHHe.
Eciu Heob6xoquMo 3aryCTUTh aBTOMaTHYeCKoe OIpefiejlieHre OCHOBHOI'O 4acOBOIO I105ICa,
Ha)xaTb KHOIIKY IIpenno:kuTh ocHOBHOI nmosic. CricTeMa OIpeJle/IUT BpeMeHHYIO 30HY, B
KOTOPOM OTKpBIT Opaysep. OTa KHOIIKa HeJIOCTYIIHAa, KOIJla OCHOBHOM 4YaCOBOW IOSIC
COBIIaflaeT C CUCTeMHBIM (yCTQHOBJIEHHBIM B HACTPOMKax yCTPOMCTBA, Ha KOTOPOM B
NAHHBIM MOMEHT I10JIb30BaTeslb paboTaeT ¢ o4ToBeIM sKoM 10 Mailion).

Ecnmu HeoOXoouMoO OTK/IIOUMTH OTOOpakeHWe [yisi pabodero BpeMeHM, IiepeBefuTe
nepekstovaress Iloka3piBaTh paboyee BpeMsi B HEAaKTUBHOe I0JIOXKEHHUe.

Eciu otobpakenue mjist pabodero BpeMeHU BKJIFOYEHO, IJIsl er0 HaCTPOWKKA HeobX0JuMo
BBINIOJIHUTD ClleJlyIoliue JeHCTBUS:

— HaXaTb KHOIIKY + B II0Jle BpeMeHH JIJIsl Hadyajla pabodero AHs, paclioyoXXeHHYIO 110]]

3arosioBkoM Pabouee Bpems ciieBa ot tupe (puc. 250);
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- BbIﬁpaTb HY>XXHOe BpeMs B CIIMCKe:

Yacoroii nosic u paboyee Bpemsa

[NokasbiBaTh JOMOMHUTENLHBIA YaCOBOM NOAC

00:00
) S

01:00

02:00

03:00

04:00

05:00 € Bpems

07:00 @ - 17:.00 M

Pucynok 250 — Cnmcok Bbibopa /171 BpeMeHH Havasia pabodero JHs

6. AmnanoruyHbiM 06pa3oM BeIOpaTh BpeMs Il OKOHYaHHSI pabodero JHs B IOJie CIpaBa OT

THpe.

H3menenus HACTpOeK, BHeCeHHbIe C IIOMOIIbIO oJjier u HQpEKJIIO‘IaTeJ'IEI‘/’I JaHHOI'O OKHaA,

BCTYIIAIOT B CWJIYy HeMeJJIEHHO, 0e3 AOIIOJTHUTEJIbHOI'O ITIOATBEPXKIEHHI.
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10 CITPABKA

[Tepeitty B pa3gen CnpaBka MoXXHO U3 jiro6oro paszena I10 Mailion. [Ins atoro cnepyer

HaKaThb KHOIIKY (?) B MeHI0 IpUIIo)KeHHsI.

BI/IH OKHa CIIpABOYHBIX MdATepUajiOB MeHAeTCd B 3dBHUCHMOCTU OT IIapaMeTpOB OKHAa

Hpay3epa.

[Ipu orobpakenun B obsiacti mupuHOW oT 1240 mukcenedt uHTepGEHC CIPABKU COIEPXKUT

clefyoIIue 351eMeHTHl (puc. 251):

— IlaHens HaBUTAWY;

— O6macTp yTeHus.

MaHenb HaBUrauuu
(]

O6nacTb YTeHus
1

\
® maiLioN

0630p WHTEpdedca

Manku noyTel
C03AaTb HOBYIO Manky
C030aTb BAGKEHHYIO NanKy
TNepeMecTUTL Nanky
MepeMMeHoBaTL Nanky

YAanuTL COREPXMMOE
nanKu

YAanuTL Nanky c
COXDAHEHMEM BO3MOKHOCTH
BOCCTAHOBNEHMS

BOCCTaHOBMTb YAANEHHYIO
nanky

YAanuTh manky
BEe3B03BPATHO

MucbMa
Hoeoe nuceMo

OBLMIA 4OCTYN K NankKaM
noYThl

Kanengape

CoGbiTua

3agaqm

OBLWMIA 4OCTYN K KaneHLapio
KOHTaKTLI

TpYNMbl KOHTAKTOB

v

MepemecTuTb Nanky

1. Boibpatk nanky Ha MaHenu HaBurauum.

2. HaxaTb Nnesoit KHOMKOW MbllUM Ha 3arofoBOK Manku, 3aXaTbh KHOMKY W, YAEPKWBas ee, NepeTalyTb nanky Ha
3aroNOBCK POAMTENBCKOM Mankk. ECNK B Nanke MOXHO CO30aTh BNOXEHHYHD Nanky, TO NPY HaBEEHWM YKasaTens
Ha 33aronoBOK, OH BbIAENWUTCS LEETOM.

3. OTNYCTUTE NEBYI0 KHOMKY MbILUW.

IMepeMecTiTs Nanky ¢ MNOMOLLIO KOMaHAbL!I KOHTEKCTHOIO MEHIo

1. BeibpaTe nanky Ha MaHen HaBUraLuWu.
2. Bbi3BaTh KOHTEKCTHOE MEHIO, LWENKHYE NPABO KHOMKOW MbIlLW.
3. BeibpaTe koMaHAy MNepeMecTuTs.
4. YkasaTb nanky, KoTopas A0/KHA CTaTb POAWTENBCKOI:
+ BLIGpaTL Nanky B AepeBe ManoK, B COCTABe KOTOPOW HeolXOMMO CO3NaTh BNOXeHHyio nanky, kHonkk O3 u
[OTOBO CTaHYT AKTHEHLIMK;
« HaxaTs kHonky O3
* YKa3aTh HA3BAHWE CO3[aBaEMOMA BNOXKEHHOW Nanku;
* HaxaTb knaewuwy Enter;
+ BbiDpaTh CO3MaHHYID NanKy B Aepese nanok.
5. Haxatb kHonky FOTOBO.

BbIE OENAYHBIE TEXHONOMM». 2013—2024

MoitOdpuc ¢

Pucynok 251 — HnuTepderic cripaBku

Ha manenu HaBUTI'allUHX 0T06pa>KaeTc;[ JepeBo pa3aelioB CIIPABKH.

Ha’xaTre Ha HasBaHHe IJIaBbI OTKPpbIBAeT WM 3dKPbIBA€T CIIMCOK pa3/iejioB JAHHOU IJIaBHI.

TanKe, YTOOBI OTKPBITh CIIMCOK pPa3JesioB I'JIaBbl, MOJKHO HaXXaTh HAa KHOIIKY F CjieBa OT ee Ha3BaHUJ,

a 4TOOBI CBEepHYTb — Ha KHOIIKY ¥.

B obnacTtu yTeHust orobpakaeTcst TeKCT pa3/iesioB CIIPaBKU.
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HepeMeLueHHe MeXIy pa3fiejiaMu CIIPdBKH OCYIIEeCTBJIAETCA IMPU ITOMOIIU:

— TIaHeJIM HaBUTaIlMK — ITyTeM BbIOOpa HY>KHOT'O pa3fiena;

- -
— KHOIIOK B 00J1aCTH YTeHUs1 — TIepexoji K MpelblAyleMy U CeAyolIemMy

paszienty CIpaBKH;

— TUNEePCChUIOK B TEKCTe B 00JIaCTH YTEHUs.
Jlyist moucka Hy)XHOM HHQOpPMAIUMM MOKeT ObITh HCIOJIb30BaHA CTPOKAa IIOMCKA, KOTOpas
pacrioyiokeHa B BepxHel 4yacTu obsiactu yreHusi. CiieJlyeT BBECTH B CTPOKY IOMCKOBBIM 3amlpoc U

HakaTb KiaBuily Enter. Crucok pasziesioB CIpaBKY, YJIOBIETBOPSIOIIMX IIOWCKOBOMY 3arpocy,

6YI[€T BbIBeJleH B 001aCTH YTEHHUS.
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11 TEXHUYECKA{ ITOJJEPHKA

KonrakTHass mHpopMmanus ciayx6el TexHudeckor nopaepxku OOO «Hosble ob6rauHble
TeXHOJIOTUM» B CTyyae BOZHMKHOBEHHsl BOIIPOCOB, He OITMCAHHBIX B JAHHOM PyKOBOJICTBE:
e Aspec 3j1eKTPOHHOM HOYTHI: support@service.myoffice.ru

e Tenedon: 8-800-222-1-888.
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12 IIEPEYEHD ITOJJEPAKHNBAEMbIX KOMAH/I ITPOTOKOJIA IMAP 1 UX

OIIMCAHMUE

DyHKIHSA

Onucaunue

Komaugel, omycTumMbie Ipu Jiro0oM cocrosinuu cearnca IMAP

CAPABILITY

3anparuBaeT y cepBepa IMAP nmannbie 0 ero pacimpeHusx — B OTBET
Ha 3Ty KOMaH/Ty CepBep IMPHUCHIJIaeT CTPOKY C KIIFOUYEeBBbIM CIIOBOM
«CAPABILITY», cogep>ariyio CIIUCOK MOAIep>XUBaeMbIX PacIIMpeHUi
U UX TIapaMeTpoB

NOOP

He BBITIONTHSIET HUKAKKUX TEACTBHUM, OJTHAKO MOXET MTPUMEHSATHCS IS
MO/I/Iep>KaHusI aKTUBHOCTH BO BpeMsI CeaHca: 3Ta KOMaH/a OOHYJIseT
BpeMsl OTCYTCTBUS aKTUBHOCTH, YTO ITIOMOTaeT u306eXkaTh pa3phbiBa
CoeIMHEeHUs 10 TaiMepy UHTepBaia oxunanvs. Komanga NOOP
MIO3BOJISIET TIEPUOINYECKU ITPOBEPSTh COCTOSIHUE cepBepa (Halhdue
KaKUX-TM00 U3MeHeHHH), He BJTUsS Ha ero paboTy

LOGOUT

38BepHIEIET CeaHC [JId TeKyIiero I/IJIEHTI/I(I)I/IKEITOPB II0JIb30BaTesId 1
3aKpbIBdeT BCe OTKPLIThIe ITOYTOBLIE AIIWKU

KOMaH}IBI HeayTEHTI/I(l)I/II.(I/Ip OBAHHOI'0O COCTOIHUSA

STARTTLS

3amyckaeT co3aHue 3alUpPOBAHHOTO COEIMHEHHS
no nnporokosty TLS mnu SSL

AUTHENTICATE

[To3BossIET MOYTOBOMY KIIMEHTY WCITOJIb30BaTh IPH PervUCTpanyy Ha
cepBepe IMAP anbTepHaTHBHBIE METOMbI TPOBEPKU MOJIMHHOCTH. Ecmm
Ha cepBepe He MOJJIepP>KUBAeTCs MeTO]] IIPOBEPKU MOITTMHHOCTHY,
TIPeJVIOXKEeHHBIN KJIMEHTOM, U BCe MOTIBITKYU OIPeJIeIuTh MEeTO T TPOBEPKU
MO/ITMHHOCTH TIOTepIie/v Heyiavy, TO KJIMeHT MpeAlpUHUMAET TOTbITKY
3aperucTpUpoOBaThCS Ha cepBepe mocpenctBoM koMmauabl LOGIN

LOGIN

[To3BosisieT KMeHTy TpU peructpaiuu Ha cepBepe IMAP ucnonb3oBaTh
WIeHTUUKATOP TOJIH30BaTeIs U MapoJib B TEKCTOBOM BUjIe

MaH/IbI ayTEHTI/I(l)I/IIII/IPOBaHHOI‘O COCTOAHUSA

SELECT

OTKpBIBAET MOYTOBBIN AMIMK, JIEJIasi er0 aKTUBHBIM (BLIOHpPAEeT ero): 1o
YMOJTYAHUIO, TTOKA KJIMEHT He 3aperucTpUpoBaH

B CHCTeMe, HU OJIMH U3 TIPUHAJIeXAIINX eMy MTOYTOBBIX SITUKOB He
SIBJISIETCSI BLIOPAHHBIM, a TIOCJIe PEervCTPaIiy KIMEeHT JOJDKeH BhIOpaTh
MIOYTOBBIM SINUK, C KOTOPBIM OH cobupaetcs pabotath. Bo BpeMs ofgHOr0O
ceanca IMAP mokeT ObITh aKTUBEH TOJIbKO OJUH ITOYTOBBIM SIIUK

EXAMINE

Bribupaer mouTOBBIH AWK, HE MO3BOJIsISI BHOCUTH KaKue-Inb0
W3MeHeHUs (TOJIbKO JIJISl YTeHUS])

CREATE

Co3aeT HOBBIH ITOYTOBLIN AWK, UMS 1 MeCTOIOI0KeHe HOBBIX
MTOYTOBHIX SIIIUKOB OINPEIeNISIOTCS B COOTBETCTBUM
¢ 06muMu crieruUKaIysIMU cepBepa

RENAME

H3ameHsieT uMs IOYTOBOIO SIIUKA

SUBSCRIBE

HO68BJ’I§[ET IMOYTOBBIM SIIHUK B CIIMCOK aKTUBHBIX SIIIIUKOB KJIMEHTA
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PyHKIHA

Onucauue

UNSUBSCRIBE

Y nanser mouToBbIe AIUKY U3 CIIHCKA aKTUBHBIX AIIUKOB KJIMeHTa
(ymamnsieTcs UM SIIIUKA, TIPY 3TOM CaM MOYTOBBIH SIIUK He YAAJsSeTcs)

LIST

ITo3Bonser IMOJIYYUTH CIIMCOK BCeX IMOYTOBLIX AIIUKOB KJIMEHTa

LSUB

Hcnonp3yercs asis momyvYeHys CIMCKa SIMUKOB, aKTUBU3UPOBAHHBIX
komaunoit SUBSCRIBE.

STATUS

dopmMupyeT 3arpoc 0 TeKyIeM COCTOSIHUM OYTOBOTO SIMIKKA; MOXET
WCII0JIb30BaThCs [J1s OTyueHHs MHOpMaIuu

0 COCTOSIHUM IIOYTOBOTO SIIHKa 6e3 ero OTKPBITHS C [IOMOILBIO0 KOMaH/
SELECT wm EXAMINE

APPEND

APPEND nob6aBmisieT cTpoKoBoe coob1ieHe B KOHell ¢aiiia yKa3aHHOTo
noutoBoro sivka. Kak npasuio, npotokon IMAP npumensiercs
WCKJTFOUUTENILHO JIJIsl YTeHUsl COOOIIEHUI M3 TIOYTOBBIX SIIUKOB, HO C
nomorbio komanasl APPEND nosiBiisieTcss BO3MOXKHOCTD [TOCBUIATh
COODIIEHMS B TIOYTOBBIN SITIIHK

Komanas! BBIOpaHHOT0 COCTOSIHUS

CHECK

HpOBepHET COCTOsIHHEe BbI6paHHOFO IIOYTOBOIO {IlMHWKAa, HAalIpyUMep,
OCyIIEeCTBJIdeT IIPOBEpPKY ero neJIoCTHOCTHU
MOCJIe 3alUCH JaHHbIX Ha )KeCTKUU JUCK cepBepa

CLOSE

3aKphIBaeT MOYTOBBIN SAMMK. Korma movYToBBIN SIUK 3aKPHIT
C IIOMOIIIBIO ATOM KOMAaHLI, TO COODIIIeHUs, OTMedYeHHbIe KaK
yIajieHHble, yAAJSIOTCS U3 Hero

EXPUNGE

Y nanser u3 IIOYTOBOIO AIIMKA BCe COOOIeHMs, OTMeYeHHbIe KaK
yIajieHHble, He 3aKPbIBasi ITPU 3TOM MOYTOBLIH SIIHUK

SEARCH

Hmer mucbMa yepes cepBep IOMCKA [IPUTI0XKEHUS

FETCH

[To3BonsieT momyYuTh MeTanHGOPMAIIHIO O MHMChMe (HalpuMep, YUcio,
0603HavaroIee HOMep COOOIIeHHUS

STORE

Hzmensier nadpopMaIyio o coobImeHun

COPY

KOHI/IPYET COO6H1€HI/ISI M3 OJHOT'O IIOYTOBOTI'O AIIHMKA B upyroﬁ

UID

Hcnonwayercs B csizke ¢ komadgamu FETCH, COPY, STORE wm
SEARCH. C ee nmoMoIIIbI0 B 3TUX KOMaHIaX MOXKHO UCIOJIb30BaTh
YHUKaJIbHBbIe UIeHTUUKAIMOHHbIe HoMepa coobieruii (UID) BmecTo
MIOCJIeI0BAaTEIbHOCTH YKCeJT

13 TMara3oHa HOMepoB COOOITeHM
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13 COYETAHMUS KJIABUIII

CoueraHnue KJIaBHIII

Komanzga min peiicrBue

OTKpBITE ¢aiiy, pacHoIoKeHHbIM Ha KOMIIbIOTEPe WX BHEIIHeM

Ctrl+O HocHTesle MHPOPMAIUH

Ctrl+X BeipesaTs

Ctrl+C Komuposathb

Ctrl+V Bcrasuth

Ctrl+Z OTMeHUTD TOCTIeIHee BBIIOJIHEHHOe JIeHCTBHe
Ctrl+Y [ToBTOPUTH OTMEHEHHOe [1elCTBHe
Ctrl+Shift+Z

Ctrl+Space Ouncrurb popmaTupoBaHye

BackSpace Y nanure 0IVH CUMBOJI CJIeBa

Ctrl+ BackSpace

Y anuTh OHO CJIOBO CJieBa

Delete Y nanurth 0IWH CUMBOJI CIIpaBa

Ctrl+Delete Y nanurth 0OIHO CJIOBO CIpaBa

Shift+Enter BcraBuTh paspbiB CTPOKU

Ctrl+F OTKpBIT TTaHesb IOUCKA

Ctrl+Shift+P OTxpbITh cTannapTHoe okHO IleyaTn
[Ipu pabote B 0651acTH BBO/IA TEKCTA: BCTaBUTh U300pakeHNe B TEKCT;

Ctrl+P rpu paboTe BHe 00JIaCTH BBOJIa TeKCTa: OTKPhITh OKHO HacTpoiika
CTPAHHULIBI ¥ Ie9aTH

Ctrl+Alt+F BcraButh CHOCKY

Ctrl+0 YcranoButh PpaxkTrueckuii Macirabd crpanuist (100%)

Ctrl+ILmoc YBemuuuTh MaciTab

Ctrl+Munyc YMeHbIIUTh MacIITab

Ctrl+K BcraBuTh CCHIIKY B TEKCT

Ctrl+S 3auepKkHYTh BEIOPAHHBINA TEKCT

Crrl+” OdopMHTE TEKCT KaK NUTATy U3 MEPenrCKU (MOXXHO BBIIIEIIUTH TEKCT
WM YCTAaHOBUTb KYPCOP Ha HY>KHOM CTPOKe TeKCTa)

Ctrl+Shift+’ Y6paTh odopmiieHHe TEKCTa B BUIIE IUTATHI
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CoueTaHue KJIaBHIII

Komannma win neiicTBHe

Ctrl+Enter OTpaBUThH MUCHMO
ITepeMeneHue mo TeKcry

Home B nHauano crpoku

End B xonern crpoku

Ctrl+Crpersika BiieBo

Ha oxHo ciioBo BiieBO

Ctrl+Crpesnka BripaBo

Ha onHo ciioBo BIipaBo

Crpenka BBepX

Ha onny cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

Crpernka B1eBO

Ha ogun cuMBoOJI BiIeBO

Crpesnka BIIpaBoO

Ha onvH cuMBoIT BipaBo

Page Up Ha onun skpaH BBepx

Page Down Ha onvH skpaH BHU3

Ctrl+End B koner jokymeHTa

Ctrl+Home B Hauvano noxymeHTa
Brinenenue conep:xumMoro

Ctrl+A Beipenuts Bce

Shift+Crpenka BieBo

BbI)IEJII/ITI) OJJWH CHUMBOJI CjiIeBa UJIKM OTMEHUTb BbI60p 3TOIr'0 CMMBOJIa

Shift+Crpenka BipaBo

BroigenuTh oiviH CUMBOJI CIIpaBa Wi OTMEHUTb BbI60p 3TOro CMMBOJIA

Ctrl+Shift+Crpenka BieBo

Boigenuts ogHO CI0BO ClleBa WM OTMEHUTDb 3TOT BbIGOp

Ctrl+Shift+Crpenka BupaBo

BbI)IEJII/ITI) OJTHO CJIOBO CIIpaBa WM OTMEHUTH 3TOT BbIﬁOp

Shift+Home Beigemuts comep>krmMoe OT Kypcopa 10 Hadajla CTPOKH
Shift+End Brimenmuts conepxuMoe oT Kypcopa JI0 KOHITa CTPOKH
Ctrl+Shift+Home Pacmyputs BbisiesieHre K HaYally JOKyMeHTa
Ctrl+Shift+End Pacmmiputs BhIiesieHre 10 KOHIIA IOKyMeHTa

Shift+Crtpenka BHU3

PaCI]_II/IpI/ITb Bbl/leJieHre Ha OAHY CTPOKY BHM3

Shift+Crpenka BBepx

PaCIHI/IpI/ITI) BblleJieHre Ha OJJHY CTPOKY BBepX
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CoueTaHue KJIaBHIII

Komannma win neiicTBHe

JIBoMHOe HajkaTHe JIeBOM KHOIIKOM
MBIIIITH

Brimenurs cioBo

TporiHoe HaXkaTHe JIeBOM KHOITKOM
MBIIIN

Brimenurs ab3ar

HaxaTtue neBoii KHOIIKOM MBI U
repemellieHre Kypcopa BBepx

BbI)IEJII/ITI) TeKCT BBepx

Haxatue 1eBoii KHOIIKOM MBIIIHN U
repeMelteHre Kypcopa BHHU3

Boigenuts TekcT BHU3

CTHH Texkcra

Ctrl+B [Mony>xupHbIi

Ctrl+I Kypcus

Ctrl+U [ToguepkHyTHIN
Ao03ann1

Ctrl+[ YMEeHbIUTh OTCTYT

Ctrl+] VBenu4IuTh OTCTyI
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14 ITIAPAMETPBI YTOYHEHMUSA IIONCKOBOI'O 3AIIPOCA

HpI/I H806XO[II/IMOCTI/I MOKHO YTOYHHUTDH IIOMCKOBBIN 3aI1pocC. HJIS[ 3TOI0 TIPUMEHAIOTCSA

Cllefyromye Jioru4eckue ornepaTopabr:

"a b" — crporoe cooTrBercTBHe; OyOyT HaWJeHbl NHCbMA C TEKCTOM, IOJHOCTBIO
COBIIA/IAOIIKM C 3aITPOCOM;

(a | b) ¢ — GynyT HalifeHbl KOMITAKTHBIE BXOXJIEHUSI TEPMUHA «a» WIH TepMUHa «b» C
TEPMUHOM «C», TO eCTh TeKCT, B KOTOPOM TepMHH «a» WIH TepMHH «b» pacroyiokeH
Haubosiee 6JIM3KO K TEPMUHY C;

a! b — OyayT HaiiieHbI MMCHMA, B KOTOPBIX CTPOT'O eCTh TEPMHUH «a» U HeT TepMUHa «by;
a & b — 6ynyT HalimeHsl 06a TepMUHA U3 3aMPOCa;

a b & ¢ — Oyzer HaliieHO Kak HanboJlee KOMIIAKTHOe BXOXJIeHMe 3arpoca «a by», Tak u
TEPMUH «C»;

a b — HecTtporoe cooTBeTcTBHe; OyAyT HaiiieHbl NHMCbMa C TEKCTOM, MPUOIU3UTEIBHO
COOTBETCTBYIOIIUM 3aIpocCy;

a | b ¢ — pesynbraToM mnowncka Oyner U060 TepMHUH a, JIMOO KOMITAKTHOE BXOJXKJIEHUe
dpasel «b o», mubo u TO, U ApyroeE;

cuMBOJ 3Be3fiouka (¥) — 11 3aMeHBbl J1I0OOT0 KOJIMYeCTBA CHUMBOJIOB B KOHIlE WU
cepefiMiHe TOMCKOBOrO 3ampoca (1Mo 3armpocy BCT®  OyayT HaijieHbl BCe THCbMa CO
CJIOBaMH, HAYMHAIOIIUMUCS C coueTaHHUsl OYKB BCT; IO 3alpocy BCT¥a — Bce MHChbMa CO

CJIOBAMH, HAYMHAIOIIMMHUCS C COYeTaHHUs 6YKB BCT Y OKAHYMBAKOIIIKMMHCA HaA 6YKBy a).

ITonck CTpOroro COOTBETCTBHUAI He IIpeAlliojiaraeT ydeT MOquOJIOFI/I‘leCKI/IX 0CODOeHHOCTeH

TepMHHA B 3arpoce. Takke Mopdosornieckue OCOOEHHOCTH He YUYMTHIBAIOTCS JJii TepMHHOB,

KOTOpble OTCYTCTBYIOT B cjioBape 10 Mailion. Bo Bcex ocTanbHBIX Cily4asix pe3yJIbTaThl ITOMCKA

OynyT BKIIIOYATh pas3iiidHble GOpPMbI UICKOMOI'O TepMUHA. Tak, HampuMep, NpU IOKCKe I10 3alpocy

«BCTpedYa» OTO6p83$ITC$I IMKMCbMa, COoieprKalllye CJI0Bd «BCTpevey», «BCTpeuy», «BCTpedaM» U T.H.

ITovck BBITIONIHSIETCS CO ClIeJyOIIMHA OrpaHUYEeHHsIMUA.

— IIOMCK COOTBETCTBUU OCYIIEeCTBJIIETCS TOJIBKO B AKTUBHOM IIaIlKe — IIMChbMa B BO BJIOKEHHBIX
MarkKax He IIPOCMAaTPUBAIOTCA,;

— IIOMCK OCYIIECTBJISIETCA TOJIBKO I10 IMMCbMdM, IIPUHAJIEXXAIIIHUM I10JIb30BATeJIIO;

— MOP®OIOTHST YIUTBIBACTCS TOJBKO JIJIT PYCCKOTO SI3BIKA, JIJIST OCTAbHBIX SI3BIKOB ITOMCK TI0
cJI0BoopMaM He TIPeTyCMOTPEH.
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15 BHECEHHBIE U3MEHEHU{

B nmanHOM paspene mpesicTaBieHa MHOpMaIKs 00 OCHOBHBIX HM3MEHEHHsX, BHECEHHBIX B

JIOKyMeHT.
I1O Mailion Bepcus 2.1, Bepcust nokymenra 1:

1. PaB,[[eJ'I Hactporika nHTepdeiica ImouYToBOro JmmKa — HCIIPaBJIeHO OIIKMCaHue HaCTpOfIKH

BCEI‘IIEI INOKa3bIBATb KOH(I)JII/IKTLI MexXay COOBITHSIMH B IIHChMe. ,HOﬁaBJ'[eHO
oInMcaHue OJI0Ka HaCTpOeK Tun yBeaomiieHnusl 0 IpOYTEeHHUH.

2. Pazpmen ®unbTpaius BXOASIIEN TOYTHI —  yTOYHEHO ONMCaHUe; 100aBiieHO, 4YTO

rapamMeTpoM YCJIOBUSI MOXeT OBbITb Hajlddhe WM OTCYTCTBHE B NHMCbMe BIIOXKEHHs U
KaJIeHJIapHOT'O CODOBITHSI.

3. PaB,[[eJ'I Co3pmanve ¥ peaKTUPOBAHUE COOBITHHA — YTOYHEHO OIIMCAHHE; I[O6aBJ'IeHa

I/IH(l)OpMaIII/IH O BO3MOXHOCTHU IIpU HW3MEHEHHW COCTdaBd Y4YdCTHHUKOB OTIIPABJISATH

yBeOMJleHue 00 M3MeHeHUIX TOJILKO HOBLIM U yYAaJIeHHbIM Y9dCTHHUKAM.

4. Pazmen [locMOTpeTb U 3arpy3UTh BIIOKEHUsI — YTOYHEHO OMKMCaHWe; OOHOBJIEH CITMCOK
¢dopmartoB paitios, IO ep>KUBaeMbIX OKHOM ITpe/IBApHUTeIbHOTO IPOCMOTpa.

5. Pazpen HacTpouTh JONOJHUTENILHBIE ITapaMeTpbl COOBITHS — I[O6E:1BJI€H HOBBIA pasfesn.

6. PaB,[[eJ'I IIpocMOTpeTh KOHTAKT — ):[O6aBJ'IeHa I/IH(l)OpMaI_[I/IH O HOBOM BHJEe KOHTAKTa

«OO0IIUHA ITOYTOBBIN SAIIUKY.

7. PaB,[[eJ'I IIpocMOTpeTh CTPYKTYPY OPraHM3aIliN — I[O6aBJ'IeH HOBBIM pa3neir.

8. Paszpen llpouurtaTh nucbMo — pobaBjeHa WHGOPMANMsS O BO3MOXHOM HeKOPPeKTHOM

OTO6pa)KEHI/II/I KaBbI4YeK B Be6-HpI/IJ'IO)KEHI/II/I.
9. Pazgen Ha3naueHue — TekcCT OOHOBJIEH B CBS3H C BBIITYCKOM HOBOI'O HACTOJIBHOT'O
IIPpUJIOXKEeHU .

10. O6HOBIEHBI CKPUHILIOTHI B pa3jieslaX ONMCaHUs UHTepderica.
I10 Mailion Bepcus 2.1, Bepcust ioKymeHra 2:

1. Paznen CraproBas cTpaHuIla — J100aBjieH KOMMEeHTapul JIeMCTBUSIX B CTydae Mpo0JieMbl

C aBTOpHM3alKel UK OTKPbITHEeM CTpaHUIlbl BeO-TIPUIIoXKeHus 1ocyie o6HoBeHus: Mailion

Ha Bepcuio 2.1.
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