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INEPEYEHEL COKPAIIIEHUN

B HacTosiemM gokymMmeHTe UCIIONb3YIOTCS CleAylolIye cokpalieHus (cM. Tabmuiny 1):

Tabmumna 1. CokpaieHust ¥ paciMppoBKU

Coxpamenne

Pacmn¢poBka

oC

OHepaHI/IOHHaﬂ CcHUCcTeMa

1O MoitOduc

[Tporpammuoe obecrieuenune «MorOduc [Toaray

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2024
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1 OBIIIME CBEJEHUSA

1.1 Hazuauenue

«MoiOduc Tloyra» — MOYTOBBIM KJIIMEHT /Jis PabOThl C 3JIEKTPOHHBIMH COOOIIEHUSIMHU,
KaJIeHIapsIMH, 3aJladaMH U aJ]peCHbBIMM KHUTAaMH Ha OMeparMoHHbIX cucreMax Linux, Windows u
macOS.

«MonOduc [Touta» BXOOUT B COCTaB NPOyKTOB:

— «MouOduc IIpodeccrnoHambHBINY;
— «MonOduc CtaHIapTHBINY;

— «MouOduc IToutar.

[TompobHoe omMcaHue BO3MOXHOCTeW IIPUJIOXKEeHUsI IIPUBeIeHO B COOTBETCTBYIOIIEM

BallleMy IPOAYKTY IOKyMeHTe « DyHKI[MOHAJIbHbIE BO3MOXXHOCTI.

1.2 Cucremusbie TpeOGoBaHHS

HacronbpHble npuioxeHHs JOCTYIHBI HA OMepalMoHHbIX cucTeMax Microsoft Windows,
Linux, macQOS. [lonnbiii nepeyeHb TpeOOBaHUK K MPOrPaMMHOMY U allllapaTHOMY obOecliedeHHI0

npuBejieH B fokyMeHTe «MoitOduc Ilouta. CricreMHble TpebOBaHUSY.

1.3 Orpanuyenus

[TopnepxuBaemble s13bIKM UHTepdeica:

— PYCCKHUIA;

— aQHIVIMUCKUUY;

— HMCIAaHCKUU;

— [IOPTYTaJIbCKUW;

— (paHIly3CKUH.
[lopnepxviBaemble SI3bIKM BCTPOEHHOM CITPABKH:

— PyCCKHi,

— QHIJIMUCKUU.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024
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2IIOATI'OTOBKA K PABOTE

2.1 YcraHoBKa NpUIOKeHHS

VYcranoBka npunoxenus «MoiOduc [louta» ocyuiecTBisieTcss B COOTBETCTBUU C
IIPOIIeCCOM yCTAaHOBKH, OIMCAaHHBIM B pasfenax 2.2, 2.3, 2.4 pokymeHta «HacrombHoe

npuioxenre MorOduc [loura 2. PykoBoJICTBO IO yCTaHOBKeY.

[Tpunoxenue «MoOduc Iloura» mns OC Windows cuuTaeTcss yCTaHOBJIEHHBIM, €CJIA B
pe3ysbTaTe JEMCTBUM, HU3NIOXKEHHbIX B pasfese 2.2 yKa3aHHOI'O JIOKYMeHTa, Ha paboueM cCTojie

noJib30BaTesis U B IiilaBHOM MeHio OC otobpaskaeTcst SipyibIK, ITpe/icTaBleHHbIA Ha Pucynke 1.

fidl

MoiCduc
Movra

E L BeeawTe 3aeCh TEKCT ANA NMOWCKA

Pucynok 1 - fpnbik «MoitOduc Ilouta» Ha pabouem crone OC Windows

E

[Ipunoxenne «MoiOduc Ilouyray mis OC Linux cudTaeTcsi yCTaHOBJIEHHBIM, €CJIA B
pesyJibTaTe AeMCTBUM, U3I0KEHHBIX B pasese 2.3 yKa3aHHOI'o JOKYMeHTa, B MeHIO IpUJIOXKeHU!

OC oTobpaskaeTcs SpJbIK, peJicTaBieHHbIN Ha PrucyHke 2.

@ ObpazoeaHue 5 AnbBom 3ameTok BasKet (Multi-Purpose Notepad)
‘Dd}uc » | ‘ 4 MoiOdmc MovTa (Mo4ToBLIA KNueHT)
@ CeThb ! PepakTop ohopMNEHWA KOHTAKTOB ANA NeYaTw
< CucTeMa { PepakTop odopMNeHMil KOHTAKTOB
3aeeplieHne paboThl ¥ PegpakTop odopmnenun zaronoekos KMail (Pegak...
(D * 3KcnopT AaHHbX PIM (CpeAcTBO 3KCMOPTa AaHH...
> % [

Pucynok 2 — Apneik «MoiiO¢uc Iloura» B Mento npunoxxenuit OC Linux

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024
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[Tpunoxenne «MorOduc Ilouyra» pns macOS cuuTaeTcss yCTaHOBJIEHHBIM, eClId B
pe3yJibTaTe JIeHCTBUM, M3I0KEHHBIX B pasfesie 2.4 yka3aHHOIO JOKyMeHTa, Ha paboueM cToie

oTOOpa’kaeTcs SIPJIbIK, MpeJICTaBIeHHbIN Ha PrucyHke 3.

[ ] O ~ MoiOdomc MouTa

=B "QQE0|. 7

Pucynoxk 3 — Apneik «MoitO¢uc Iloura» Ha pabouem crone macOS
2.2 3amycKk NpHIOKeHHS

HJ’IH 3dITyCKd HACTOJIbHOI'O IIPUJIOXKEHU A ((MOﬁOd)HC ITouTa» mosb30BaTENb JOJI’KeH MMeTb

y4eTHY0 3anuch (akkayHT) «MoiOduc [Touray.

Yro6s! 3anrycTuTh npunoxenre «MonOduc [loutay crnenyer:

1. IBakapl IIEJTKHYTh JIEBOM KHOIIKOM MBIIIA IO SIPJbIKy mpuioxeHus «MonOduc
[Toura» Ha pabouem crone (OC Windows, macOS) win BbIOpaTb NPUIOXKEHUE
«MoitOduc Iloura» B Menwo Ilyck OC Windows/ mento npusnoxenuit OC Linux /
Launchpad macOS. Eciu paHHble [0YTOBOrO aKKayHTa He ObUTM COXPaHeHbI
npwiokenueM «MoitOduc I[louta», oTKpoeTcs OKHO BBOAA JIOTMHA U MApOJis

(cm. PucyHok 4).
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—_ Coonate (5] Agpeckas mwa Sapasy  [5] Kanengapo TAeTHa BRCTPOS dienbip 4k CHpaHIOaUNS

BribepuTe, 4To HYXHO HACTPOWTE

%) MoROCdiac Ll Mot Nosra - ®
1 Nesma

F kaneHgaps

2] Agpecwan mnra
Pczrvm

¥rasmwre aaekrposiHyie nouty ModOdic

Mapam

[[] conparen norue Anm s Bogas

Jalainy mapone!

Baditn MpamycTam.

&5 Fotcan

Pucynoxk 4 - [luanorosast maHesib BBOJIa JIOTWHA U MAPOJIsl IPU CTapTe MPUIOXKeHUs
2. B oknHe BBOfa JIOTMHA ¥ TIApOJISL:
— BBecTu s1orvH 1 naposb akkayHTta «MonOduc [Touray;

—Ilpu HeoOxOmMMOCTH YCTAaHOBUTH ¢iaxok CoXpaHUTH JIOTHH LI Oyaymux
BXO0/I0B;
— Haxatp kHonky Boiitu. Eciu jioruH U maposib ObUTM BBeJleHbl BEPHO, OTKPOETCS

okHo nipuiioxkenus: «MorOduc I[Toura» (cMm. PucyHok 5).
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A Bxogaupe - MyD#fice sl - O ke

B nonpums v Comars  [E AfpecHan ka7 3ajaM G Kanewnaps feTia v BLLTPRS QUALTR i Chhgp SO0HTR <X

F4 BunAAwMe

Br « B »
# ® HENPOUMTEHHEIE ™ DNar & KOHTAKT @ METKH 0 BNomeHH:A £ 25 »
~ & MNoyra gnA...fice.runs CKTAGPE 2022 KH 43
& Brogaume (3) gl e ] ikl Aara T E s Houes cobume
NpHBeT o teshiFiechw myoffios n 22072022 1585 Crromma
SasTpa
NpracroRume |5 paei
. - [Eche] You have been menticne.., @ Elenia Smirmova 19.00.2022, 12112 B |3 el
L [Eche] You have been mentione... @ Elena Smimeova 100082022, 12:42
. - [Eche] You have been mantione... @ Elena Smirmeva 190082022, 12:33
w

MMcbMo e BRIBpaHs

BrifiepuTe NMCsMeD, 4ToS5 NPCCMOTRETS 2ro 34eck. MW Asasas
KIHEHMTE, 4TO6L OTKPLITE €M B HOBGH BRNZGNE.

HempourtanHu: 3 Beera: 17 |ﬁ| MEpan panTin A

Figure 5 - OxHo npunoxenus «MonOduc [Touta»

Eciii ObUTlo BBLIMOJIHEHO HECKOJIBKO HEYJAYHbIX IIONMBITOK BBOJA JIOTMHA W TIApOJIs
(xonMM4YecTBO MOMBITOK 3ajlaeTcsi agMUHUCTpaTOpoM cepBepa «MoitOduc Iloura»), cpabortaer
BCTPOEHHBIM B MPUJIOKEHHe MeXaHW3M 3alUThl OT M0/00pa Mmaposis poOOTOM M OTKPOETCS TecT

noaTBepkieHus (cM. PucyHoxk 6).
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"4 Bxog e MoiOdwmc — >

CRMIWLIKOM MHOTD HeyAaYHbIX NONBITOK BXOOA.

MoaTeepayMTe, 4yTo Bbl He poboT.

ObHoeuTs zobpaxeHne

BeepuTe Ko C KAPTHHEK

-

PucyHok 6 - [lanens ¢ TecTOM NOATBEpPKIeHUS

Heobxoaumo BBeCcTH KO/ C KapTUHKK U HaxaTb KHONKY IIpomormxuth. Eciu kopn Obul
BBeJIeH BEPHO, TlaHeJlb TecTa 3aKpoeTcs, U Oy/ieT mpejiocTaBjieHa BO3MOXKHOCTDb BBIIOJTHUTH HOBYIO

INOIIBITKY BBOJId JIOTHMHA U I1aPOJIA.
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3 OB30P UHTEP®EVICA ITPUJIOKEHHUSA

3.1 I'maBHOe OKHO

OcHOBHOE OKHO MPWIOXKEHHUSI BBITVISIIAT CIeAYIOIUM 06pa3oM (cM. PucyHok 7).

MaHens nanok KomaHaHoe MeHo  TMaHenb MHCTpyMeHTOB PabBouas obnactb

) Bxonsume - MyDfficeMail

B4 | nauie #- Hacrpodiku

=2 NonyuuTs v W Coapate

ﬂ Merka ~

2] Aapecuan wnra 3agaun  [3] Kanewgaps =7 BhicTpsiii dwansT T Cumxpondsaupa O

# ® HenpouuTakHele M @nar & Howtakt @ Metkw 0 Bnomenua D ow

B Moura pan «..office.run

o b ile | R0 Tema ATop fara | B
XoAALME

"
e . 1] Undelivered Mail Returned to $ender MAILER-DAEMON@smm-techwrmymfice.ru .. 05072022, 7225
7 YepHosuum (1)
= OTNpasneHHble « . sassa @ EneHa CMUpHOEA 05.07.2022, 22:26
v
nam -
v Mail Delivery System <MAILER-DAEMON@smtp-techwr.myoffice.ru> &r S o~ B OO W eee
¥oanéHHee
Tewa Undelivered Mail Returned to Sender 05.07.2022, 22:23
~ [ NoxancHele nankw
Howy Mue €

naneHHkIE

This is the mail system at host smtp-techwr.myoffice.ru.

I'm sorry to have to inform you that your message could not
be delivered to one or more recipients. It's attached below.

| Henpouwsransu: 0 Beero:10 () Meponpuimun A

Crpoka cocTosHus

Pucynok 7 - OCHOBHOe OKHO TIPUJIOXKEeHUSI

3.1.1 BapuaHThl pa30MBKH IJIAaBHOT0 OKHA

CymiecTByeT TpU BapyaHTa pa3bvBKY OCHOBHOT'O OKHA MPWJIOXKEHHUS.

1. Knaccuyeckmii Bun. B komanmHoM MeHio BoiOepure Bup > PaszouBka oxknHa >

Kiaccunuecknii Buj (cM. PucyHoxk 8).

Lot e A e chne@EDE -
S
PR
A B A, AR 5

D e e it i e

b e e

30 30 1) Ems i i

Pucynok 8 - Knaccuueckuii Buji pa30MBKM OCHOBHOT'O OKHa
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2. Hlupokwii Bua. B komanmHom meHio BeibepuTe Buj > Pa3zouBka oxna > IlIupoxwmii
Bup (cM. PucyHok 9).

Pucynok 9 - lllupoxkuit Bu pa3d6MBKY OCHOBHOI'O OKHA

3. BeptukanbHbli Buji. B komaHmHOM MeHio BbiOepure Bup > Pa3ouBka okHa >
Beprukanbuslii Bua (cM. Pucynok 10).

. M AT B e

e i e b s s . et

i e e
0 el 0837 D P s
[T

[ ST TR ER T
et

Sewrisa

T e
oA matic

amran

Pucynok 10 - BeptukanbHbIHM BU] pa3bUBKA OCHOBHOTO OKHA

3.1.2 YnpaBieHue oTo0paxeHHeM MaHeJIIMHU

Cy1ecTByeT BO3MOXHOCTb OTOOpPa’KeHUsI / CKPBITHS CJIeIYIOIIMX ITaHeeu:

1. lng ynpaBieHus oToOpakeHWeM IaHenu manok (cMm. PucyHok 11) Heobxomumo B

KOMaHJIHOM MeHI0 BbiOpaTh Bua > PazouBka oxna > Ilanesns mamok.
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4 Bxoaawme - MolOdme MNovra

kA Bxogauime

 Nonyuwrs v  [ZF Cozpams AppecHan khura [ 3agaum

# @ Henpg
B Moura gnna alexa...yoffice-app.ru 10| K
LJd Bxopawme o
HepHoBMKH s
OTnpaeneHHBE
-
) Cnam
»

VaanéHHbpe
B Test
o D NoxansHsE Nanky
| YoanéHHpe

Mexonawme

Pucynoxk 11 - [lanens nmanok

2. JIns yrmpaBieHus OTOOpakeHMeM WHCTPYMEHTOB IlaHenu mamnok (cM. PucyHok 12)

HeoOXOoAUMO B KOMaHIHOM MeHI0 BbiOpaTh Bua > Pa3ouBka okHa > WMHCTpyMeHTHI

IIaHeJIN IIallOK.

Ham Henp.. Boero &
~ [ Moura gna alexa..yoffice-app.ru

ad Bxogaume

4 YepHOBMHM

T OTNpasAeHHbe

(1] Cnam

VaaneHHeIE
B Test

~ [ NoxanbHbie Nankk

| ¥oaneHHble

HxogAwme
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Pucynok 12 - [Tanenbs MHCTPYMeHTOB ITaHeJIY NAIIOK

3. Jlna ympaBieHusi orobpakeHHMeM oOacTH mpocMoTrpa coobienuit (cm. Pucynok 13)

HeoOXOAMMO B KOMaHIHOM MeHIO BbeiOpaTh Bup > PasouBka oknHa > QOusacth

npocMoTpa coodmenuii (F8).

i Bvopmes - MoaOdws Nesra - o "
) -
= Bxoygauge
B MNowpwme & Coagate =) apecmansemra [ Zapauw [ Manengepe [ Meme v 0 Bocrpei enem U Censponmiawan =
| 15
|
# ® Henpodnmarsibe ™ @nar & Kowrasr @ Meme [ Bacsemsn
R Honp.. Bears e =
v Miowma jyan dls 1o p|e| mw hasep fara + m
-
b BaDgALme ) Hanawmianue o cofumdn Cafsmie L {} Fprem 12,059,103, 1735
. HamGM I aHAG & o0 TN ColaiTia 1 £ sytem 12,05, 1023, 1735 -

Systern <systemBlime.myoffice-app.rus fr oo B OO ] we

Tewiin HanowmuaHue o fobwmim Cobomie 1
Yaandns e Koy MHE

B Tesr

w [ Nokanbueie nanim -

=

i Cobbitre 1

0 3 man 3022 ET

Werporinransoic 88 Boera: 300 (3] Meponproman A

[®

Pucynok 13 - O6macts mpocMoTpa COO0IIEeHUMA

3.2 KomanaHoe MeHio

[To ymom4aHMIO KOMaH/IHOE MEHIO He 0TOOpakaeTCs B TJIaBHOM OKHe MTPUJIOXKEeHUSI.

Y1066 0TOOPA3UTL/CKPBITh MTaHeJIb MeHI0, He0OXOUMO BBIIIOJIHUTL OAHO U3 CJIeYIOIINX

IeMCTBUM:

— IIeJIKHYTh TpaBOM KJIaBHIIeM MBIIIM HA IaHeJd 3aKJIaIoOk U B KOHTEKCTHOM MeEHIO
BbIOpaTh duiaxkok IlaHes b MeH1o;

— ec [laHesib MTHCTPYMEHTOB ITOKa3aHa Ha 3KpaHe, IeJIKHYTh 10 Hel MPaBOM KJIaBHUILEH

MBI 1 B KOHTEKCTHOM MeHIO ITIOCTaBUTh Cl)J'IEl)KOK IlIanenn MEHI0,

— ecnu IlaHennb MTHCTPYMEHTOB IOKa3aHa Ha OKpdHe, Ha’»XaTb Hd HeM KHOIIKY BbI30Bd MeHIO

— (menio MoitO¢uc Iloura), B TmOsABUBLIEMCS MeHIO BbIOpaTh Bum >

IToka3ars/ckpseiTh > IlaHes MeHIo.

[loMmumo 3TOrO, €CIM KOMaHJHOe MeHI0 YKe TIOKa3aHO Ha OJKpaHe, Ui ero

0TOOpakeHUs/CKPBITUSI CyllecTByeT MyHKT MeHI0 Bup > Iloka3ats/CkpeiTh > IlaHes MeHIo.
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3.2.1 ®Pain

Menro ®aiin coflepXUT ClleiyIoliye KOMaH/ bl

1. Co3marp — mpu BbIOOpe AHHOM KOMaHAbI OTKPHIBAETCS! MOAMEHI0 CO CJIeyIOIIHMMU

KOMaH/aMH:
e Coo0mmenue Ctrl+N/:$Cmd+N — co3gaTh coobiiieHue;
e CoobrTre Ctrl+1/38Cmd+I — coznaTth cobbiTHE;
e 3agaua Ctl+D/$Cmd+D — co3naTs 3agauy;
¢ ITanky — co3naTh Manky B COCTaBe BRIOPAHHOM MaTKH;
¢ BupryainbHyI0 manky — CO3/1aTb BUPTYaIbHYIO IAIKY;

e HacTpouTh MO0 y4eTHYIO 3alIMCh IIOUTHI — JI00aBUTh YUETHYIO 3aIUCh;

e JIpyrue yuyeTHbIe 3aIIMCH — 3allyCTUTh MacTep CO3/IaHUS APYTUX YUYEeTHBIX 3aIKCel;
e Kanengapp — 3anyCcTUTh MacTep CO3[JaHUsI HOBOTO KaJleHAaps;
e KoHnTakT afpecHoil KHUTH — CO3/IaTh HOBBIA KOHTAKT.

2. OTKpBITH — 1IpY BbIOOpe JaHHOM KOMaH/blI OTKPbIBAeTCs IOJIMEHIO CO CIIeAYIOIIMMHU

KOMaHJaMH.

L4 OTKpI)ITb COXpaHEHHOoe COOGIIIEHI/IE — OTKPBITb COO6H.I€HI/Ie, COXpaHeEHHOe

JIOKAJIbHO MJIKM Hd BHEIIIHEM HOCHTeJIe,

o Paiinnl KaJIeHIapa — OTKPbLITb (paﬁﬂbl KajieHIdps, COXpPdHEHHbIE JIOKAJIbHO WJIKM Had

BHeIlITHeM HOCHTeJIe.

3. 3akpeITh Ctrl+W/$Cmd+W — 3akpbITh NIprioxkeHre 6e3 BbIXO/Ia U3 YUeTHOM 3alUCH.
4. Coxpanurtb Ctrl+Shift+S/ Shift+:Cmd+S — coxpanuTh BbiOpaHHOe coobirieHue.

5. COXpaHI/ITL H 3dKPBITH — COXPAHUTH U 3dKPLITb BbIﬁpaHHOE COO6HI€HI/Ie.

6. COXpaHI/ITb KaK — COXpPdHHUTb BbI6paHHO€ COO6H.[€HI/Ie JIOKAJIbHO WJIM HA BHEIIHUM

HOCHTeJIb KaK $paisl uiy mabJioH.

7. HOJ’[y‘II/ITB HOBBIE COOﬁII[EHI/Iﬂ AJId... — 3aI'PY3UTb HOBbIE BXOIsMIIMeE COO6III€HI/ISI JJIs

BCeX Y4YeTHBIX 3alMCel, TeKyIled YI4eTHON 3alIMCHU WK Nanky JIokaabHbIe.

8. OTnpaBUTL HeoTHpaBJeHHbIe COOOIIeHHS — OTIpPaBUTb HeOTIIpaBJIIeHHbIe

CooO0IIeHUS.
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9. Ilopmucka... — HACTPOUTh IIapaMeTphbl NOJIMCKU Ha BbIOpaHHbIE MAIKU YKa3aHHOMN

Y4eTHOH 3allUCH.

10. Ymamures — ynanurth manky / coobieHue / cobbITvie / 3a/iady B 3aBUCUMOCTH OT

TeKyllleil aKkTUBHOM ITaHeJIH.

11. ITepenmenoBaTh nanky F2 — nepermeHoBaTh BEIOpAaHHYIO MANKY.

12. CaxaTh MaKH — CXKaTh COJIEPXKUMOE BCeX MaIoK YIYeTHOM 3aIHCH.

13. OuncTuUTh NanKy «Y JajJleHHbIe» — QUUCTUTD MATKY « Y TajleHHbIeY.

14. ABTOHOMHasi pa0oTa — BKJIIOYHUTH/BLIKIIOUYHATH ABTOHOMHBIA PEXHM U HACTPOUTH

napaMeTpbl paboTbl B aBTOHOMHOM PeXXHMe.
e PaboraTh aBTOHOMHO — BKJII0UeHHe/BbIK/II0UeHHe aBTOHOMHOI'O peXKruMa paboThl;
¢ 3arpy3uTh/CHHXPOHH3HPOBAaTh Ceiiyac — CHUHXPOHU3AIUs COODIIeHUH;
¢ ITapameTpbI aBTOHOMHOM PadOTHI — HACTPOMKK aBTOHOMHOU paboTh;
e ITosyuuTs CO00OIIeHHS CO 3Be3I09KOM — [I0JTyYUTh IIOMeYeHHbIe COOOIIeHus;

° HOJIy‘II/ITI) BbI/I€eJICHHbIC — ITOJIYUUTDb BblJIeJIEHHbIE COO6H.[EHI/IFI.

15. Ileuars Ctrl+P/£Cmd+P — HacTpouTh NTapaMeTphbl MleYaTy U pacrnedaTaTb BbIOpaHHOe

coo0IteHue.

16. BbIxop — BBIATH U3 IIPUJIOXKEHUS.

3.2.2 IIpaBka

Mesnro IIpaBka conepXuT ciielyIoiiye KOMaH/Ibl:

1.

WwN

OrMmenuts Ctrl+Z/Cmd+Z — oTMeHUTE IIOCJIeIHee BLIIIOJIHeHHOe IeHCTBHe.
IToBTopuTs Ctrl+Y/Cmd+Y — noBTOpUTh NIOC/IEIHEE OTMEHEeHHOe JIelICTBUe.

Bripesars Ctrl+X/:Cmd+X — nomecTuTh BblfiesieHHBIM dparMeHT B 6ydep obMeHa C

ero u3bsiaTreM M3 TeKCTa.

Komuposarts Ctrl+C/s$Cmd+C — nomMecTuTh BblJIeJIeHHbIN ¢dparMeHT B Oydep oOmMeHa

0e3 ero U3LATHUSA U3 TEKCTA.

BcraButh Ctrl+V/$Cmd+V — BcraBuTh copepxxumoe Oydepa obMeHa B yKazaHHOe

KypCOpPOM MeCTO.

Ynmamute Del — ynanuth nanky / coobmienue / cobbiTvie / 3afiady B 3aBUCUMOCTHU OT

TeKylller aKkTUBHOM IaHeJIU.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

27



MonOdounc

7. BoImeJuTh — BLIIEJIUTH COODIIIEHUS.
e Bce cooomenusa Ctrl+A/Cmd+A — BbIIeUTh BCe COODIeHNS B ITaIIKe;

e Oocy:xxgenne Ctrl+Shift+A/ Shift+3Cmd+A — BbieniuTh 00CyXIeHHE;

e OTMeuYeHHEIE 3Be3I0UYKOH COOG]J.IEHI/IH — BBIIRJINTH OTMEeYeHHEIe COODIeHHS.

8. HaiTm — HaWTHU yKa3zaHHble ¢parMeHThl B COOOIIEHHUSX, COOOIIEeHUs IeJTMKOM HIIH

ajipeca.
e Haiitu B 3ToM coodomiennn Ctrl+F/32Cmd+F — nouck B BbIIeJIEHHOM COOOIIeHUH;
e Haiitu eme pa3 Ctrl+G/%2Cmd+G — nOBTOPHBIN OUCK;
e Ilouck coobmenuii Ctrl+Shift+F/{ Shift+3Cmd+F — oTkpbiTh auanor mowucka
COOOITIeHUH;
¢ I'100aIbHBIN MOMCK — OTKPBITH JUAJIOT TJI00AIbHOTO TIOUCKA;

e ITouck agpecoB — paclMpeHHbIN peXXUM MIOUCKA B aIpeCHOM KHUTe.

9. MN30paHHas mnanmka - BKJIIOYWTH/OTK/IIOUATHL OTMETKY BBIODAHHOM TalKA Kak

1M30paHHOM.
10. CBojicTBa mManKu — HACTPOUTh ITapaMeTPbl BLIOPAaHHOM MaTKH.

11. CBoiicTBa KajleHAAps — HACTPOUTH ITapaMeTpbl BLIOPAHHOTO KajleH/1apsl.
3.2.3 Bug

Menro Bupn conepXuT ciefyroipe KOMaH/Ibl:
1. Iloka3aTh/CKpBITh — HACTPOUTH COCTaB IaHejied, O0TOOpa’kaeMbIX B TJIaBHOM OKHe
MIPUJIOXKEHHUS.

2. Pa3douBKa OKHa — KOMaH/a IpeJlHAa3HavyeHa JJisg BbIOOpa BHIAa OKHA, a TakKXKe IS
BKJIIOUEHHSI/ OTKITIOUeHUS] 0TOOpakeHHsl TaHeJd MaroK, HHCTPYMEeHTOB TaHes! ManokK U

o6J1aCcTH TPOCMOTpPa COOOIIeHUH.

3. Ilanku — BbI6paTb THII I1aIIOK, KOTOpbIe CjieJyeT OTO6pa)KaTb Ha IIaHeJIM HaBUIrallkiu 110

MankKam.
4. 3HAYKH — HACTPOUTDH BUJ| 3HAUKOB (KOMITAaKTHBIE, OOBIYHBIC, CBEPHYTHIE).
5. MeponpusaTusi — HaCTPOUTb MTapaMeTpbl 0TOOPa’KeHHsI MePOIIPUSITUH.

6. KaJIEHHapL — HACTPOUTD IIdpaMeTPhI 0T06pa)KeHI/I$[ KaJieHaaps.
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9.

. 3aga4yu — HACTPOUTH [TapaMeTphbl 0TOOpakeHHUs 3a1ay.

CopTHpoBKa — HAaCTPOUTb COPTUPOBKY COOOIIEHU I0 CJIeIyIOIMM IMpU3HAKAM: 10
KPUTEpHIO, TI0 BO3PACTaHHUIO/yObIBAHUIO U IO 0OCYXXJIeHUsM/He 10 obcyxaeHusM. C
MOMOIIIBIO JIAHHOW KOMAHJIbI MOXHO TaK)Xe BKJIFOUUTH/OTKIIIOYUTh TPYIITHUPOBKY

COO0bIIeHNI 10 MeTOJly COPTUPOBKH.

OOcyxpmeHusT — HAaCTPOUTL IapaMeTpbl OOCYXJleHUH (B3aWMOCBSI3aHHBIX I[eIIoYeK

COOOITIeHU ).

10. 3aro10BKH — HACTPOUTHL OTOOpaXKeHUe 3aT0JIOBKOB.

11. Tesio coobuIeHHus B BUIe — HACTPOUTH OTOOpakeHue Tejla COOOIIeHHSI.

12. Iloka3bIBaTh BJIOMKEHHS B Tejle COOOIIEHUS — BKJIIOYUTL/OTKIIIOYUTH OTOOpakeHue

BJIOJKEHHUS B Tejie COOOIIeHMS.

13. Macmrab — HaCTpOUTh MapaMeTphl MacIITaba.

14. UcnipaBUTH KOAMPOBKY TeKCTa — BLIOPATh TUI KOJIMPOBKU TEKCTA.

15. Acxoansiii Tekct Ctrl+U/s6Cmd+U — OTKpBITE UCXOJIHBIN KO B OTAEJIBHOM OKHeE.

3.2.4 Ilepexon

Mesntro IIepexon coJilepXUT ClleIyoIe KOMaH/Ibl:

. Crnenyromee — iepeiTy K ciiefyroiieMy COoOIIeHH0, 00CYyXIeHUI0, Hejlelie KajleHaapsl.
. Ilpenpigymiee — iepeiTy K MpeAbIAyIeMy COOOIIEHUIO, Heflelle KajleHapsl.

. Bnepen, Ha3ax — koMaH[bl IIpe/lHa3HAuYeHbI Ui IOCJIeJIOBATEJIbHOTO IBMXKEHUS II0

YCTaHOBJIEHHBIM BpeMeHHbIM OTpPpe3KdM KaJleH1dPsI.

Ceromus Alt+End/~\-Option+End — BbIOpaTh Ha ceTke KajeHAaps CerOHSIITHUN JeHb.

. ITanmka — nepeilTh K BbIOpAaHHOW MallKe.

. HemaBHO 3dKPbBIThIC BKJIAIKH — OTKPLITh HeJIaBHO 3aKPbIThbIe BKIIdJIKH.

3.2.5 Coo01enue

Menio Cool1ieHue cofiep>XuT Ciielytoliue KOMaHIbl:

1.
2.

Co3garte Ctrl+N/$Cmd+N — co3maTth coobIieHue.

OtBetuTh Ctrl+R/3Cmd+R — oTBeTUTH OTIIPaBUTEIIO COOOIIEHHMS.
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3. OtBerutrb BceM Ctrl+Shift+R/{ Shift+3¢Cmd+R — oTBeTUTb OTIIPAaBUTEIIIO

coo011leHNs ¥ BCeM aJipecaTaM JIaHHOT'O COODIeHusl, BKJIIO4Yas aipecaToB B KOIHH.

4. OtBeruth B paccbulky Ctrl+Shift+L/{ Shift+$£Cmd+L — oTBeTuTh Ha MNHUCHMO,
MOJTyYeHHOe U3 TPYIIIbI PACCHUIKH.

5. IIepecnars Ctrl+L/2Cmd+L — nepecnaTh BbIOpaHHOE COOOITIEHHE.

6. Ilepecmarh kak — mepeciaTh BbIOpaHHOE COOOIeHHe KaK 4aCTb COOOIIeHUs] WM KaK

BJIOKeHHe K HOBOMY COOOILIeHHIO.
7. IlepeHanmpaBHTBb — IlepeHallpaBUTh BBIOPAaHHOE COODIeHNe.

8. PemaktupoBarh kak HoBoe coobdmenue Cirl+E/#Cmd+E - penaktriposath

Coo0IIIeHre KaK HOBOe.

9. OTkpeiTh Ctrl+0/2Cmd+0O - OTKpbITH BbIOpaHHOE COOOIEHHe B OTAEIbHOU

BKJIQJIKe.
10. OrkpeiTh B pasroBope Ctrl+Shift+Q/ 7 Shift+3Cmd+O — OTKpHITL B OTHEIBHOU
BKJIAJIKe TTOJIHYIO I[eMI0YKY MHCeM, CO/lepKalllyio BEIOpaHHOe COODIleHue.

11. Bnoxxenuss — koMaH/la aKTMBHA, €C/Id K BbIOpAaHHOMY IMCbMY IPUKpeIUIeHbl Kakue-
mbo daiinbl (Brnoxenus). I[Ipy BeiOOpe KOMaHIbl OTKpPBIBAeTCS IMOJMEHI0, KOTOpoe

COJepKUT CIIMCOK 3THUX BJIOXKEHWH Y KOMaH/IbI [J1s1 YIIpaBJIeHUS:
L OTKpI:ITI: BCe — OTKPLITh BCe BJIOXKEHUS;

o COXpaHI/ITI) BCe — COXpPaHUTH BCe BJIOXKEeHH B JIOKAJIbHYIO IIAIIKy WKW Ha ChEMHBIN

HOCHUTeJIb;
e YmaauTh Bce — y/IaJiuTh BCe BIIOXKeHUs], IPUKpeIlIeHHble K [IHChMY.

12. IIpucBOUTH METKY — YCTAHOBUTb METKY JIJIsl BBIOPDAHHOI'O ITMCHMa.

13. OTMeTHTB — IPUCBOUTH OTKPBITOMY ITHUCbMY BbIOPaHHBIN CTATyC.

14. ApxuBupoBaTh A — niepeMeCTUTh BBIOPAaHHOE COODIIeHNe B aDXUB.

15. IlepemecTUTH B ANKy — IepeMeCTUTL COOOIeHHe B BLIOPAaHHYIO MAIIKY.

16. KomupoBaTth B IIankKy — KONMPOBAaTh COODIIeHNe B BBIOPAaHHYIO MAIIKy .

17. IloBropurs mnepememienue Ctrl+Shift+M/{ Shift+$£Cmd+M - nepemecTUThb

coob11ieHre TIOBTOPHO.
18. Co3gaTth GUIBLTP — HACTPOUTH QUIILTPAIUIO ITHCEM.

19. IIpomycTuts obcyxmaenne K — nmprucBouth coobmenuio otMetky IIpomycTHTs.
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20. IIpomyctuts BeTrky ob0cyxngenus Shift+K/{Shift+K - mnpucBouth oTMeETKY

21.

IIponycTuTh BCeli BeTKe, KOTOPOU NPUHAJIEXXUT BbIOpaHHOE CO0bIeHue.

OTrcnexuBarb oo0cyxngenue W — MpuUCBOUTHL OTMeTKY (OTciaexuBaTh IleIOvKe,

KOTOPOH MTPUHAJJIEXXUT BRIOPAaHHOE COOOIIeHHe.

3.2.6 CoObITHA U 3a1aYn

Mento Co0bITHSA ¥ 3aiaUH COJIEPXKUT CJIe/TyIOIe KOMaH/IbL:

1.
2.

9.

Hosoe coobrTue Ctrl+1/3Cmd+I — co3mates cobbITHe.

Hogas 3agaua Ctrl+D/Cmd+D — co3gaTs 3aauy.

. Kanenpmapsp Ctrl+Shift+C/ { Shift+3Cmd+C — oTKpbITh KaJIeH/1apb.

. 3amauu Ctrl+Shift+D/ { Shift+3Cmd+D — oTkpbITh TaHEJb 33/1a4.

BKCIIOPT KaJleHaapsa — 3KCIOPTHUPOBATb KaJleHJddapb B YCTaHOBJIEHHOM cbopMaTe Ha

JIOKAJIbHBIW UM BHEIIIHUM HOCHUTEJIb.

. I/IMIIOPT — HUMIIOPTUPOBATH KdJIeHdPb B YCTAdHOBJIEHHOM cl)opMaTe C JIOKAJIBHOI'O HWJIA

BHeIIIHero HocureJd.

. ITy6smkanus — orny6IMKoBaTh BbIOpaHHBIN KajleH1aphb.

OTnucarbcs oT BbIﬁpaHHOI‘O KaJIeHIapsa — YaJIUTb U3 CIIMCKA KdJIeHdPb, IIOAIIMCKa

Ha KOTOPBI 0pOpMJIeHa T0JIb30BaTEJIEM.

OTMeTUTH BBLINIOJIHEHHBIE — [IOMETUTh BbIﬁpaHHbIe 3d/1d494 KAaK BBIIIOJIHEHHBIE.

10. IIpuopureT — yKa3aTb IPUOPUTET 3aJa4H.

11. OTnoxuTh 3aKa4y — HACTPOUTH [TapaMeTpPhl OTJIOXKEHHOM 3a/1a4H.

12. HaiiTu co0BITHSI — 0TOOPa3UTh/CKPBITh ITAHEe b TTIOMCKA COOBITHM.

3.2.7 MHCTPYMeHTBI

Mento MHCTpYMeHTHI COJIEPXKUT ClIeyIole KOMaH/Ibl:

1.

2.

Anpecnas kaura Ctrl+Shift+B/ { Shift+$Cmd+B — oTKpbITh aIpecHyI0 KHUTY.

Coxpanennnie ¢aiinbl Cirl+J/6Cmd+J — OTKpBITH CIHMCOK BCeX COXPaHEHHBIX

¢daltIoB B HOBOM BKJIAJIKe.

3. HOIIOJIHEHI/IH M TE€MbI — OTKPLITb BKJIAZIKY YIIDABJ/IeHNW JOTIOJIHeHUAMU.
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4. ImcrieTdep padoThI — 3aITyCTUTh JHCIIeTYep paboTHI.
5. PuALTPHI CO00IIEHHI — CO3[]aTh, HACTPOUTD WIH yJIadUuTh PUIBTPHI COOOIIeHUH.

6. IIpumeHuTh GHUIBTPHI K IIallKe — IPUMEHUTh AKTUBHBIA HAOOp QWIBTPOB K

BbIOpaHHOM Iarke.

7. IlpumeHUTh QUILTPHI K COOOIIEHHIO/BBIEJIEHHBIM COOOIIEHHSIM — IIPUMEHUTD

AKTHUBHBIM HaOOp GUIIBTPOB K TEKYIIIEMY WK BLIOPAHHBIM COOOITIEHUSIM.

8. 3amycTuTh B manke aHTH-ciaM QUIBTPHI — 3aIYCTUTh AHTU-CIIaM UIIbTPHL.

9. Ynpanuth cooOieHus: moMedeHHbIe KaK CIaM — YAQJIUTb COOOIIEHHs, OTMeueHHbIe

KaK CIIaM.

10. Menemxkep xmoueii OpenPGP — OTKpBHITH TMAIOrOBOe OKHO CO CITMCKOM KITFOYer
OpenPGP.

11. UHCTpYMeHTHI pa3padoTYHKaA — OTKPHITH ITaHe b pa3paboTurKa WX MaHesb OMMOOK.
12. Creperr HemaBHI0I0 HcTopuio Ctrl+Shift+Del/ Shift+2Cmd+DEL - ynamuts
’KypHaJla IOCellleHUH, Kelll, KyKY 3a BbIOpaHHBIN 11epro/.

13. Hacrpoiikn cuaxponusamuu (MoitOduc Iloura) — 3amyCTUTh CUHXPOHM3AIIUIO

aKKayHTOB.
14. IIapamMeTpsI y4eTHOH 3alIMCH — HACTPOUTH ITapaMeTpbl aKTUBHOM YYeTHOU 3aIlvCH.

15. HacTpoMKkH — OTKPBHITh HACTPOMKU IIPUIIOXKEHUSL.
3.2.8 CnpaBka

Menro CripaBKa COJIEPXKUT CJIeTyoIlye KOMaH/IbI:

1. CnpaBka o MoiiOduc IToura (F1 / 2Cmd+/) — OTKpBITH B OTHEJILHOH BKJIAJIKe

PyxoBoactBo [lonb3oBaTens.

2. Nudopmanmsa 1a pelleHHss NpPodJaeM — OTKPHITb CTPaHUIy C TeXHUYeCKOU

uHbopMaIyeil o NpUIOXKeHUH JIJIs pellleHus] BO3MOXKHBIX Ipo0JIeM.

3. O mporpamMme — OTKPBLITb OKHO C OCHOBHOM WHOPMaIrel o IpUIoKeHUH.

3.3 Ilanenb HMHCTPYMEHTOB

Y1066l OTOOpA3WUTHL/CKPLITh IaHEeIb HWHCTPYMEHTOB, BBIMOJIHUTE OJHO U3 CJIeYIOIIUX

IeMCTBUM:
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—eCcIM KOMaHAHOe MeHIO orobpakeHo, BblibepuTe B HeM ¢uaxok Bug >

IToxa3aTb/ckpseITh > IlaHe b HHCTPYMEHTOB OYTHI;

— IIeJIKHUTe npaBoﬁ KJIaBUIIIEWM MBIIIA B IIAHEJIW 3aKJIaZJlIOK U B KOHTEKCTHOM MEHIO

BbibepuTe diiaxkok IlaHes b HHCTPYMEHTOB IOYTHI;

— €CJIM1 [IaHeJIb MHCTPYMEHTOB IIOKd3dHd Hd 3KpadHe, HIeJIKHUTEe II0 Heu HpaBOfI KJIaBUILIE

MBIIIIN ¥ B KOHTeKCTHOM MeHIO BbIGepI/ITe (l)JIa)KOK Ilanenn HHCTPYMEHTOB IIOYTHI;

— eCJI1M IIaHeJIb MHCTPYMEHTOB IIOKd3dHa Ha 3KPdHe, HdXMHUTe KHOIIKY BbI30Ba MEHIO —

(menro MoiiOdpuc Iloura), B 1OsIBUBIIEMCS MeHIO BblObepute Bug >

ITokaszarn/ CKPBITH > ITanenn HHCTPYMEHTOB IIOYTHI.
ITanennb HWHCTPYMEHTOB I'NTaBHOI'O OKHA ITPUWJIOXKeHH COAepP’KUT ClleAyolre KHOIIKHA.

1. IlosyuynTh — 3arpysuTh BXOJsIIMe COOOIIeHWsl Ui OCHOBHOM Yy4YeTHOW 3alucu
nosyib3oBatestst. YToOwl 3arpy3uTh BXOJsIIME COOOLIeHMsI AJIsl IPYrOM y4eTHOM 3allMCH,
Ha)KMUTe Ha CTpejiKy cIipaBa OT KHONKM IlosyduTh ¥ B BBIIQJAIONIEM CIIMCKe
BbIOepuTe TpeOyeMylo y4eTHYIO 3alucCh. UTOOBI 3arpy3uTh BXOJSIIMe COOOIIeHUs AJis
BCeX Yy4YeTHBbIX 3allMCel I0/Ib30BaTeslsl, Ha)XMUTe Ha CTpeJKy CIlpaBa OT KHOIKHU
IMoxyuyuTs U BbIIONIHUTEe KOMaHy Bce HoBbIe coobmienus. [Ipy HaBeieHUH Kypcopa
MBI Ha KHOIIKY BO3HMKaeT BCIUIbIBaloIIas nojckaska «Ilomydnts HOBble coobiieHus
nns [MMS YYETHOM 3AITMCH]».

2. Co3maTh — co3fgaTh HOBoe coobuleHue. [Ipy HaBeJeHMM Kypcopa MBIIIM Ha KHOIIKY

BO3HMKAaeT BCILIbIBAIOMas rmojckaska «Co3maTh CooOIIeHue.

3. AIIPECHHH KHHI'd — OTKPBITb 4JIpECHYIO KHHUI'Y. HpI/I HaBeJleHWKU KYypCOpd MbIIIA Ha

KHOIIKY BO3HHUKdeT BCIIJIBIBAIOIAas ITOJICKA3Kad ((OTKprTb dJIpeCHYIO KHHUT'Y».

4. 3amaum — OTKpBITh BKJIANKY 3aja4. [Ipy HaBemeHHMM Kypcopa MBIIIM Ha KHOIKY

BO3HHKAET BCIUIbIBAIOIIAS ITOJCKA3Ka «OTKprTb 3aJa41».

5. Kanengapsr — OTKpBITh KajeHjaapb. [Ipy HaBelieHMM Kypcopa MBIIIM Ha KHOIKY

BO3HHKAET BCIIIBIBAIOIIIAA ITIOACKA3Ka «OTKprTb KaJIeHddpPb».

6. MeTka — OTKpBITb CIMCOK KOMAaHJ Ui YIIpaBieHUsi MeTKaMu coobmeHud. I[lpu
HaBeJIeHWM Kypcopa MBIIIM HA KHOMKY BO3HMKAeT BCIUIBIBAIOIIASl IIOACKA3Ka

«IIpucBoUTh COOOIIEHNIO METKY».

7. BBICTpPBINA PHIBTP — 0TOOPA3UTh/CKPBLITH NaHeJb ObICTpOro ¢unbTpa. [Ipy HaBepeHUU

KypCOpa MBIIIKM Ha KHOIIKY BO3HHKAET BCIUIbIBAIOIIAA IIOJICKA3Kd «CDI/IJII)TpaIII/ISI

COOOIIeHUY.
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8. CI/IHXPOHI/ISaHI/IH — OTKPBITb OKHO CHHXPOHHM3AIIUKW dKKAYHTOB. HpI/I HaBeJleHUuUu

KypCopa MBIIIIM Ha KHOMIKY BO3HUKAeT BCIUIbIBAIOIIAs Mojickadka « OTKPBITh HACTPOUKHU

CUHXPOHUW3AIUN».

9. — (OtkpserTh MeHo MoitOduc IToura) — oTKphITE MeHI0 mpwiokeHus: « MotOduc
[Toura». Ilpy HaBeJleHMM Kypcopa MBbIIIM Ha KHOIKY BO3HHKaeT BCILIbIBAOIAs

nozickaska « OTKpbITh MeHI0 MonOduc MoyTay.

Kpome Toro, Ha naHe/ii HHCTPYMEHTOB PaCIIOIoXKeHa CTPOKa IVI06aJIbHOTO TIOMCKA TTHCEM.

3.4 IlaneJnb mamok

Ha manenu namnok 1o YMOJI9YaHUIO OTOﬁpa)KaIOTC}I cdilenyromye IarKku:
1. ITanka «HanmenoBanue y‘IETHOfI 3dIIUCH» COOEPXUT ClieAyrolire BIIOKeHHbIe ITdIIKU:

— «Bxopgsmye» — colep>KUT BXOJSIINYI0 KOPPeCIIOHAeHIIUIO 10JIb30BaTells;
— «YepHOBUKU» — COJIEP>KUT COXPaHEeHHble YePHOBUKU COOOIIIeHUH 110/1b30BaTelIs;
— «OTIpaBeHHbIe» — COJIEPXKUT OTIIPaBIEHHYIO0 KOPPeCIIOHeHITUIO [10JIb30BaTels;

— «ApxXMBBI» — COJIEpXXUT KOPpEeCIIOH/IeHIIMIO, IlepeMelleHHYI0 I10/Ib30BaTejieM B
apxuB. /laHHas nanka MosiBjIsieTCsl Ha IlaHeJIy IaIoK II0cjie TOro, Kak I10JIb30BaTellb

BIIepBbIe IlepeMeCcTUT KaKoe-JIn00 COO6H.[EHI/IE B dPXUB;

— «Crmamy» — COJep’KUT COMHUTEJIbHYIO BXOIAIIYHO KOPpeCIIOHAeHIIUI0, OIIpeleJ]IeHHYI0

II0 psIAy KpUTepreB KakK CIlaM;

- «Y,IIaJIeHHbIe» — COepKUT yAdJIeHHYIO I10JIb30BaTeJIeM KOPPeCIIOHAEeHIIUIO.
2. Ilamka «JIokanbHbBIe TTAIIKW» COepiKUT cllefyromye BJIOKeHHbIe T1alIKU.

— «YaneHHble» — COIEPXKUT KOPPeCIHOHJIeHIIHIO, YJaJieHHYIO I10JIb30BaTeleM IpU
paboTe B aBTOHOMHOM peXXHUMe;
— «Hcxomsanme» — COIEpPXKUT MCXOJIIYI0 HeOTIPaBIeHHYI0 KOPPeCIOH/IeHITHIO

I10JIb30BAaTeJIs.

B moboit u3 IepedyrcCjieHHbIX IIdIIOK, 3a HJCKIJII0YeHrnemM «JIokanpHBIe TAOKW» >

«HCXOIIS[H_II/IG», MOTYT COep’KAaTbCA IIallKH, CO3AdHHBIE I10JIb30BATEJIEM.

Jljis1 IpocMOTpa COAepXXMMOro IallKM HeoOXOAMMO WIeJIKHYTb II0 Hel JIeBOW KJIaBUIIeH

MBIIIHN.
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YTo0OBI CKprTL/OTO6pEISI/ITL IlaHeJIb IIdllOK, B KOMdHJIHOM MEHIO cjieJyeT CHSITH/TIOCTaBUTh

dnaxxox Bupx > PazouBka okHa > ITanens mamox.

YTOOBI CKPBITH/OTOOPA3UTh TOJIOCY MHCTPYMEHTOB IMaHEeIW IalloK, B KOMAaHJHOM MeHIO

HEe0OXO0JIMMO CHSTH/TIOCTaBUTh Quiaskok Bup > Pa3zouBka okHa > VIHCTpyMeHTHI IaHe N NaNoK.
CoueTaHUs KJIABUIII A1 ITaHeJIU MaloK:

e F2 — neperMeHOBaTh Namnky;

e Del — ynanurs namnky.

HpI/I Ha’XXdTHUW HAd HWMA dKKAYHTA OTKPBIBAETCS IIdHeJIb VYIIpABJIEHUS, COOepiXKallldsa

HMHCTPYMEHTHI M HAaCTPOMKYU BBIOpAaHHOTO aKkayHTa (cM. PrucyHok 14).
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MouTa ansa alexand... b Napamerpol
» |:— Brogaugme (34]

7 MepHOBHEM

] Mpocmarpers confugenms

T
T DTnpaEAeHHEE Coa0aTh HoBoe caoBujeHme

1 Cnam PacluMpeH bR noMek

¥
p

¥oanéHHee
[ YNpasneHKe nankamu

el - NoxansHbie NANKK

) ? Mpaexna ¥ GUABTRR
Il YaanéHHe

[ - Mexonmig e Li-l L “¢PDEE HHE2

[P Boiitu

BbibepuTe, UTO HY#HO HACTPOWTb

7 Noura
11 Hanew g po

@ AppecHan KHWE

PucyHok 14 - IHCTpyMeHTHI [J1s1 aKKayHTa
[Tanenb MHCTPYMEHTOB aKKayHTa COJEPXKUT CJIelyIOIIye 3JleMeHThI:

1. IIpocmoTpeTh cooOIIeHUs: Tlepexo/l B Manky «Bxomsimey.

2. CosmaTb HOBOe coo0IeHue.
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® N e ok~ W

PacimipeHHBIH IOMCK: OTKPBITHE aHeIu I10MCcKa CO00IeHUH.

praBHeHI/Ie IMallKaMU: ITaHeJIb YIIPpaBJIeHUs NOAIINCKAMH Hd I1dIIKH.

[IpaBuna 1 GUIbTPHL: MaHe b GUILTPOB COOOIIIEHUM.

[ITuppoBanue: HaCTpoOKa CKBO3HOIO MU POBaHNUS.

BruifiTi: BLIXOO U3 VUETHOU 3aIIUCH.

IToura: I[O6aBJ'IeHI/Ie YYEeTHOU 3a[IKMCH IOYTHI.

KaHEHI[apr CO30aHKHe HOBOI'O KaJIeHJaps.

10. AnpecHast KHUTA: CO3[laHMe HOBOM aJIpeCHON KHUTH.

3.5 Pabouas obsacTs

3.5.1 Coucok coo0meHuii

Cnucok cooOIieHui mpejcTaBiieH B Bue Tabmuiibl. B 3arosioBkax cTOJOIOB TabIUIIbI

coJiep’KaTcsd dileayromyue MHCTPYMeHThI Is COPTUPOBKU ITHCEM!

1. q_ — 0TOOpa3uTh COOOIEeHUs B BHjle JiepeBa. B jepeBe cOOOIEHWN pPOAUTENILCKUM

JJIEMEHTOM SBJIIETCS IIepBoe COO6H.I€HI/Ie B IDello4YKe IIepernuvcKy, a4 [AJO0YepHUMU -—

nocseyoIye coobIeHusl.
O — coprupoBath COOBIIEHNS IO IPU3HAKY TIPOYHTAHHBIE/HeIIPOUNTAHHEIE.
R - COPTHUPOBATh COOOITIEHUS TI0 HAJIMYUIO/OTCYTCTBUIO dJara.

o - COPTHPOBATh COODIIEHUS 10 HAaJIMUKIO/OTCYTCTBUIO BJIOXKEHUU.

Tema — coprtupoBath coo0OieHuss 1Mo Teme (MO ajndaBUTy B MPSIMOM U OOpPaTHOM

TIOpsITIKe).

ABTOp — copTHpOBaTh COOOITEHHs TI0 aBTOPY (OTIIPAaBUTEJI0) TI0 ajihaBUTY B MIPSIMOM U

00paTHOM TOpSIZIKe.

. JlaTa — copTpoBaTh CO0bIIeHNUs 110 AaTe (110 BO3PACTaHUIO U YOBIBAHUIO).

3 _ HAaCTPOUTH COCTaB CTOJIOIIOB TabOJIUITHI TP TTOMOIIM YCTaHOBKU/CHSTHS (PIIa’kKKOB

PaCKPpBIBarOIIerocs CIIMCKa.

HNudopmanus o HaCTpoWKe CTOJIOIIOB M COPTHPOBKE CIHMCKa COOOINeHWH, a Takxke 00

oriepanusax C COO6H.[€HI/I$[MI/I IIpyBeJieHa B I'JlaBe Onepanuy ¢ cooOLIeHUSIMH.
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CoueTaHus KJIaBHIII JJIsd CITMCKa COO6IJ.[€HHI>1:

e Ctrl+P/$2Cmd+P — pacneuartatb COOOIIEeHNE;

e Ctrl+S/s6Cmd+S — coxpanuts coobiieHue Kak Gaui;

e Ctrl+U/$Cmd+U — npocMoTpeTb UCXOJIHbIN TEKCT COODIIEHHS;
e Ctrl+A/¢Cmd+A — BbIOpaTh BCe COOOIIEHMUS;

e Ctrl+Shift+M/ ¢ Shift+2Cmd+M  —  nepeMecTUTh/KOIIMpPOBaTh  COOOIlEHHE B
HpebITYIIyIO [IeJIeBYIO MamKy;

e Del — ynanute coobiienue;
e Shift+Del/ { Shift+Del — ynanute coobiienre 6e3 BO3BMOXXHOCTH BOCCTAHOBJIEHUS;

e 1 -9 — npucBouTh METKY COOOIIEHUIO;

e 0 — ynanuTh METKY COOOIIeHNs;

e M — oT™MeTUTb COODIIIEHHEe KaK TPOYUTAaHHOE WJIN HEITPOYUTAaHHOE;
¢ R — oTrmMeTuTh 00CYy’X/IeHHe KaK IMPOYUTAHHOE;

o Shift+C/{ Shift+C — oTMeTUTb BCE KaK MPOYUTAHHOE;

e C — OoTMeTHUTh KaK IPOYHUTAHHOE TIO JIaTe;

e J — OTMeTHUTb KaK CIIaM;

e Shift+J/{ Shift+J — ormMeTUTh Kak He CIIaM;

® S — yCTaHOBUTB/yAAIUTh uIar;

L4 Space — IIPOKPYTHUTbL BHH3 TeKYyllee cooOI1leHre, 3aTeM HGPEIZTH K dilegyroumemy

HEeIPOYUTAHHOMY COODIIeHUIO;
e F — mepeiiTH K ClleyIoImemMy COOOIIeHHUIO;
e B — nepeiiTu K npesibIayIIeMy COOOIIeHHUIO;

o T — HepeﬁTH K cdleanymomeMy HellpOYUTdHHOMY O6CY)K}IEHI/IIO U OTMETUTL TeKyllee

obcy>k/leHre KaK MTPOYUTaHHOE;
¢ ] — mepeiTH K CIleIyIOIEMY TPOCMOTPEHHOMY COOOIIEHHIO;

o [ — mepeiTH K IIpeibIIyIeMy IIPOCMOTPEHHOMY COOOIIIeHHIO.
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3.5.2 O01acTh MPOCMOTPA COOOIIIeHUIT

B o6iactu mpocMoTpa coobitieHui cofep>kaTcs:

1. [lanenb 3arosioBka cooOieHus: uHbOpMalys 00 OTIpaBUTelle, IoJIydaTesle, Teme

CoO0D11IeHus U JlaTe OTIIPABKHU.
2. IlaHesb MHCTPYMEHTOB.
3. Obnactb oTOOpaXkeHUsl CoJiep>kKaHusl COODIIeHHUsI, BIOPAHHOTO B CITMCKe COOOIIeHUH.

4. TlaHeJsb BIIOXKEHUIA.

3.6 CTpoka cocrossuus

B cTpoke coctosaust oTobpakaeTcs ciieiytolias MHPOpMaIus:

— KHOIIKA BKJIFOYEHHs/BbIKJTFOUE€HUsI aBTOHOMHOT'O PeKrMa paboThl;
— CTaTyC U IPOrPecc 3arpy3Ku COOOIIeHUH;
— KOJINYECTBO HEITPOYUTAHHBIX COOOIIEHHI B MATIKE;

— 00IIee KOJIMYECTBO COOOIIeHHH B MAllKe.

Tl
Tak>xe B CTpOKe COCTOSTHHSI HAXOJIUTCSl KHOTIKA (20) Meponpuatia A , TIpU TIOMOII KOTOPOU

OCYIIECTBJISAeTCA BKJIIOUeHHEe/OTKIIOUeH1e OTO6pa)KEHI/IH IIaHeJIM MepOIIPHUSTUH.

3.7 I‘opﬁqne KJIABHUIIIHA YIIPABJICHHS OKHaMH H BKJIdIKaMH

e Tab — nepexop k cienymoIneMy 3jieMeHTy UHTepdeca;
o Shift+Tab/ ¢ Shift+Tab — nepexon k npeapiayieMy a5ieMeHTy UHTepdeiica;
e F6, Ctrl+F6/56Cmd+F6 — nepexop k ciiefiytolieii naHeylyd MPUIOXKeHUS;

o ift+F6/ 0 Shift+F6, Ctrl+Shift+F6/7Shift+2Cmd+F6 — mnepexon k mnpeabiayIien
TaHeJU TPUJIOXKEeHHSI;

e Ctrl+Tab/:$sCmd+Tab, Ctrl+PageDown/$Cmd+PageDown — ciesyronias BKJIaJKa;

e Ctrl+Shift+Tab/ Shift+$Cmd+Tab, Ctrl+PageUp/s$sCmd+PageUp — mnpenbimyias
BKJIQ/IKA;

e Ctrl+1/$¢Cmd+1 — nmomariHsisi BKJIaJIKa ITPUIIOXKEHHUS;
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e Ctrl+2-8/%Cmd+2-8 — Bxjanku c 2 110 8;

e Ctrl+9/Cmd+9 — nocienHsasa BKIagKa;

e Ctrl+Shift+B/ Shift+3$Cmd+B — anpecHas kHura;

e Ctrl+J/%¢Cmd+J — coxpaHéHHble paiiibl;

e F1/%Cmd+/ — crnipaBka;

e Ctrl+Shift+1/{ Shift+3Cmd+I — uHCTpyMeHThI pa3paboTYHKa;
e F8 — nepexittounTh 0651aCTH IPOCMOTpPA COODIIEHUS;

e Alt, F10 — nepexJitounTh NaHeJIb MeHIO (eCJTH CKPBITA);

e Shift+F10/{ Shift+F10 — mokas3aTh KOHTEeKCTHOe MeHIO;

e Win+! — CBepHYTb TeKylllee OKHO;

o Ctrl+W/sCmd+W, Alt+F4/#£Cmd+Q, Ctrl+F4/$Cmd+F4 — 3akpbiTh OKHO WM

BKJIQJIKY;

e Ctrl+Shift+T/ 7 Shift+32Cmd+T — BOCCTaHOBWUTBH 3aKpBHITYIO BKJIa/JIKy (BOCCTAaHOBUTb U

TlepelTy K MOoCJIeJIHel 3aKphITOM BKIIa/IKe);

e Alt+F4/%Cmd+Q — Boiiiti u3 MorOduc [Touta — BbIXOA M3 IPUIIOXKEHUS.
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4 ITAITIKH

4.1 Hacrpoiika Buja maHe Iy Namnok

Il BKJIIOYeHUs / BBIKJIIOUEHUs IlaHeslel MaloK HeoOX0IMMO BbIOpaTh IYHKT KOMaHIHOTO

MeHi0 Bunx > Pa3ouBka oxua > IlaHesn mamnox.

HJ’[H HaCTPOﬁKH BUJA IIaHeJel IIalloK HY>XHO BbIGpaTb IIYHKT KOMdHAHOT'O MEHIO BI/IlI >

ITanku. B PacCKpbIBIIEMCS IIOAMEHIO OT06paSHTCSI BAPHUAHThBI OTO6pa)KEHI/I$I I1aIIOK:

1. Bce. OTobpakaroTcs Bce MamnKHu.
2. Oowvequaennnie. OTOOpaXarOTCS MATKH, OOBeAMHEHHbIE B 001He GoJiephl.

3. Hempouutannsie. OTOOpa)karoTCsl MalKW, COfiepXKalllde HelpOYWTaHHbIe BXOJSIIHe

COoO0IIeHUS.
4. N3opannbie. OTOOparkatoTCs MKy, IoMevdeHHbIe KaK M30paHHbIe.

5. HegaBHo oTKpbITBbIe. OTOOpaXkalOTCSl HEIABHO OTKPBITHIE MAIKH.

ITpu BeIGOpe MeHi0 Bup > Ilanku > KoMIakTHBIN BHJ [IPOUCXOIUT 0TOOpakeHUe IarokK
B KOMIIAaKTHOM BHJle, TO eCTb OTOOpaXkalroTCsl TOJIBbKO 3aZjaHHble IalKy 0e3 I0Ka3a pOJUTENIbCKUX

I1aIIOK.

CYHIECTBYET BO3MOKHOCTD IIOKAd3dTb WJIM CKPBITb KOJIOHKH B IIdHEJIK IIdIIOK. HJISI 3TOTr0o

cllienyeT BbIIIOJIHUTD Clleayrolinre JIeCTBUS:

1. BKJIIOYHTD 3ar0JIOBOK TAHEJM MAaIoK, JJIsI 3TOr0 BbIOpaTh MyHKT KOMaHIHOTO MeHi0 Bup

> Pa3buBka okHa > MHCTpyMeHTbhI IaHe M MaNoK.

2. Ilo Baxkaturo Ha KHOIIKY B‘q? WJIM HA IIPpAaBYIO0 KHOIIKY MBI B 00J1aCTH 3aroJioBKa
OTKPBIBAETCA BCILJIbIBAIOIIee MEHIO CO CIIMCKOM JNOCTYIIHBIX UIA OTO6pa)KEHI/I$[ KOJIOHOK

(cM. Pucynok 15). YroObl 1MOKa3aThb WM CKPBITh KOJIOHKY, He0oOXoJuMo BBIOpaTh

aneMeHT criucka. CUMBOsIOoM ¥ OyyT [OJICBEYEHBI HA3BAHMUS BUIUMBIX KOJIOHOK.
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PucyHok 15 - MeHI0 HaCTpOWKY 0TOOpa>keHHs1 KOJIOHOK

4.2 Co3ganue nmanku

YTo6bI CO31aTh HOBYIO MAMKY JIJIsi COOOIIEHUH, BBITOJIHUTE CJIeTyollye JeHCTBUS:

1. BrinonHuTe KOMaH/ly CO3/IaHMS TIANIKK OJTHUM U3 CJIeTYIONIMX CIIOCOOOB:

— Hd IIdHeJIW I1dI10K BbIJieJINTe IIaIIKYy, B COCTaBe KOTOpOﬁ clienyeT Co34aThb BIIOXXEHHYIO

Marnky, 3aTeM BblOepuTe IMyHKT koMmaHAHoro MeHio Paitn > Co3mare > Ilanky

(BnoxeHHYI0 IIANKY);

— Had IIdHeJIM II4dIIOK IIeJI9YKOM HpaBOﬁ KHOIIKHW MBI BbIEJINTE IIAIIKy, B COCTdBe

KOTOpOfI cilenyeTrT CO30adTb BJIOXKEHHYIO IIdIIKY, 3dTeéM BbIIIOJIHUTEe KOMdHIOY

KOHTeKCTHOTO MeHI0 Co31aTh NManky.
2. B okue Co3maTh manky BBIIOJIHUATE CJIeIyIOIIMe JeHCTBUS:

— B nosie Ums YKa>XuTe Ha3BadHHUE HOBOM IIaIlKH;

— IIpU H€O6XOJII/IMOCTI/I 3ajaunTe POOUTEJILCKYIO IIAIIKy C IIOMOIIBIO BbIllaJAdIOIIero

CIIMCKa COBHHTB KaK BJIOKEHHYIO IIAIIKY,

— HAXMHUTe KHOIIKY COBII&TI) HaImnkKy.

Eciu mnanka Obuta co3gaHa B Beb-mpwiokeHun «MoiiOduc I[louta», To pmsa ee

OTO6pa>KeHI/I$[ B HACTOJIbLHOM [IIPDWUJIOXKEHHWHW HaXMHWTe Ha IIdHeJW HWHCTPYMEHTOB KHOIIKY

IHomy4yuTs.

4.3 IlepenMeHOBaHHe MANIKU

KOMaH}Ia HEPEI/IMEHOBHTB JAOCTYIIHA UIA I1allOK, CO30daHHbIX I10JIb30BATEJIEM BPYYHYIO.
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YTo0OBI IeperMeHOBAaTh I1dlIKY, BBIIIOJIHUTE CJIeJyromiye IeMCTBUS:

1. BeimenuTe nanky Ha IaHesIy MamoK.

2. BpInonHUTe KOMaHJy [TlepeMMeHOBaHUS OJJHUM U3 CJIeIYIOIIMX CII0CODO0B:

— BbIOepuTe IyHKT KoMaHAHOrO MeHI0 Paiin > IlepenmMeHoBaTh NManky;

— IIeJIKHHWTEe IIO IIaIIKe HpaBOfI KHOITKOM MBIIIIM U BBIIIOJTHUTE KOMdHy KOHTEeKCTHOI'O

MeH1o IlepenmMeHoOBaTh;

— HaxkmuTe kiaBuiry F2 Ha kiiaBuaType.

3. B OTKPBIBIIEMCA OKHe HEPEI/IMEHOBHHI/IE ATk YKa’XXUTe HOBO€ Hd3BdHHUE IIdIIKU U

HaxmuTe KHONIKY IleperiMeHOBaTh.

4.4 Y najenue nmanku

Uz JiepeBa IIallOK MOKHO YyAadJIATh IIallKKW, CO3JdaHHbIE I10JIb30BaTe/IeM BPy4YHYIO.

Yro0bbI YOAJIUTH IIAIIKY, HA IIdHEJIW TIAIIOK BbIAEJINTEe IIAIIKYy JIEBOM KHOIIKOM MBIIIH, Jajiee

BBITIOJTHUTE OTHO U3 CJIeJTyIOIIUX JIeCTBUM:

— BbIbepuTe IMyHKT KOMaHAHOro MeHI0 Paiin > Y anuTh nanky;

— BBIIIOJIHUTE KOMaHy KOHTEKCTHOI'O MEHIO Y nanuTh;

— HaxkmuTe kjaBuiry Del;

[Tamka rnepeMeCcTHUTCH B IAIIKY «Y IaneHHbIeY.

4.5 OuncTka manku «Y gajJeHHbIe»

B manky «YgmaneHHble» mepemenialoTCs Bce yjalleHHble TanKu U cooOieHus. YToObl

OYUCTHUTD IIAIIKY «y):[aJ'IeHHbIe», BBITIOJIHUTE OJHO U3 CJIeAYIOIINUX JEeNCTBUM:

— BbIOEpUTe MyHKT KOMaHIHOTO MeHI0 Paitn > OUuCTUTD NaNKy «Y JaJTeHHbIey;

— Ha IIdHeJIW I1dIIOK BbIJieJInTe MaIIKy «y)laJIeHHbIe» HpaBOﬁ KHOIIKOM MBIIIH U BBIIIOJTHUTE

KOMadHAY KOHTEKCTHOI'O MeHIO OuncTuTh HnarkKy «YI[aJIEHHLIB».
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4.6 ITognucka Ha MankKu

HJIH OTKPBITUA OWaJiora IIOAIIMCKKU Ha II0oJIydyeHHe IMHMCeM B IIallKKW BBIIIOJIHWUTE OIOHO U3

CIIeYIOLINX IeUCTBUN:

— BbIOepuTe MyHKT KoMaHiHOro MeHio Paii > Iloanucka;

— Ha [IaHeJIH I1dII0OK BI)I6epI/ITe UM dKKAYHTA U Ha IIdHeJIN IToura st <ma aKKayHTa>

Ha’XMUTe KHOIIKY D Ynpagnenue nankamm

Ha skpaHe nosiBUTCS IMajioroBoe OKHO MOANMCKU Ha nanku (cMm. Pucynok 16).

MNagmecka H

Yuirnan sannce: | [EF Moura gnn =alexandr.smirnevi@techwr.myofiic..,

Mokzsate SAELIEHTL], COS4EPMALLME:

Cowcok nanox

BHEE@HTE MAMNEA, HE ECTOpRIE XOTATE NOANWCATECAD

B3 Drafts [ Dognucarecs
B3 IMEOH O
Ornucatecs
B3 tunk L)
B sert ;] DBHeENTE
B Trash il
oK Orriena

Pucynok 16 - [luanoroBoe oKHO MOJIITMCKY HA MAKU

J1J1s1 TOTO, 9TOOBI MMOATHUCATHLCS/OTIIMCATHCS Ha MOTyYeHre COOOITIeHUH B TAIKy BHITIOJIHUTE

OIHO U3 CJIeYIOIIUX NeUCTBUIA:

— BblJleJ/IiTe Ha3BdHHE IIdIIKKW B CIIMCKe W HaXMHWTe Hd KHOIIKY HO)IIIPIC«':\TBCH HIIn

OTnucarnscy;

— BbIJIeJINTe Ha3BdHHE IIdIIKHM B CIIMCKe U y'CTaHOBI/ITE/C6pOCI)Te (1)J'IEDKOK CIIpaBa OT UMEHH

MMaInKu;

— HAXXMHUTE Hd KHOIIKY O0OHOBHTH JJIsI CMHXPOHHU3alIUH COCTOSAHMUS T1AIIOK.

4.7 I30paHHbIe ManIKu

JIrobas mamka MoxeT ObITh JJ00aBieHa B CIIMCOK M30paHHBIX.
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HJ’[H TOrO, YTOOBI IIOMETUTh MarKy KdkK I/I36paHHy'IO, OTKpOI;'ITe KOHTeKCTHOe MeHIO IJId

IAIIKU U [1I0CTaBbTe 0TMeTKy VI30paHHas mamnka.

Jlaee MOXXHO HCIIO/Ib30BaTh M30paHHBIE TANKH IMPH KOIMMPOBAHUM WM IepeMelleHuU
coobmieHni. s komnupoBaHUsi coobIieHUsT B M30pPaHHYIO MAIKy BBI30BUTE KOHTEKCTHOE MEeHIO
1ist coobienusi, Bbibepute KommpoBars B manky > M30pannoe. [ nepeMeriieHus coo0IeHUs
B M30paHHYIO MAINKy BbI30BUTE KOHTEKCTHOe MeHIO Jijisi coobieHus:, Bbioepute IlepemecTuTs B

nanky > M3opanHoe.

4.8 BupryanbHble Ianku

J11st TOTO, 9TOOBI CO3AATh BUPTYaIbHYIO MAIKY, BbIOEPUTE OJJUH U3 CJIeYIOIIUX CII0COOO0B:

— BbIbepuTe MyHKT kKoMaHAHOTO MeHI0 Paiin > Co3gars > BupTryanbHyio manky;

— B IIaHeJIM TIOMCKa COODIIeHUI BbI6epI/ITe COO6H.[EHI/Ie " HA’XMHUTE Ha KHOIIKY Coxpa}m'rb

KaK BUPTYa/IbHYIO IIAIIKY.

Ha sxpaHe nosiBUTCS 1Ma/ioroBoe OKHO CO3[JaHUs BUPTyallbHOU manku (cM. PucyHok 17).

Hr'_.u.au (153 pT}'U_ﬂbllﬂﬂ nanes:s b
M alescandr. smimo v @rtechwr. myoffice.nu
Co3gaTk KAk BAOHEHHYHD NaNKY: B Noxanse nanzn w
BrSeprTe Nanky, B KOTOPLX BYaeT npouIscaMmees nonck:  BRGpaso 0 nanok BriGpate....

Hact POMTE KPATERAK NOWCESE, u-:nnmm:,mm: AR ATam HHFT},'ﬂﬂhHIﬁ rankn;

n BaiNGAHEHAA BEEK YEAOBNA Erinoasesnn Areboro ue yenoawi BEs Kaknx-nwho yeaosri

ar b COAEQHHT v +

Co3dats OTraeHa

Pucynok 17 - JlnanoroBoe 0KHO CO3/1aHUSI BUPTYaJIbHOU IAlKU

Jly1st co3manusi BUPTYyaIbHOM TATIKKM BBITIOJTHUTE CIeAYIOIIre TeWCTBUS:

1. Beaure uMs BUPTyaJbHOM HATIKH.

2. BpibepuTte pouTeNIbCKYIO MANKy, B KOTOPOU OyJieT co3laHa BUPTya/lbHas MalkKa.
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3. Bribepute peasbHble MaNK{, B KOTOPBIX OyAeT IMPOWU3BOAUTHCS IOWCK MJis JTaHHOMN

BUPTYaJIbHOM MAIKHU.

4. CdopmupyiiTe KpUTEPHH TIOKMCKA, B COOTBETCTBUHM C KOTOPBIMH B BUPTYAJbHYIO MAIKY
OynyT momajgatek coobmenus. [liis 3Toro BeIOepUTe IoJie MOMCKA, YCJIOBHMe W IIabJIoH.

[Tpu HE06XOIMMOCTH MOXKHO CO3[IaTh HECKOJIBKO YCJIOBUM.
5. Haxxmute kHonky Co3maTh i CO3aHUS BUPTYaJIbHOM MaTKU.

6. ITamka 6y,HET CO31aHd B COOTBETCTBHUH C 3d[IdHHBIMU YCJIOBUSAMH.
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5 OIIEPAIINM C COOBHIEHUAMMN

5.1 HacTpoiika 0oToOpaeHHs CIIUCKA COO0IIeHUI

B okmne, coJiepzKaliieM CITMCOK COOOIIIeHUH, M0JIb30BaTeJII0 IMpeaoCTaB/IdeTCA BO3MOXKHOCTDb

HM3MeHSTh Habop CTOJIOIOB, MX MOPSIZIOK ¥ COPTHPOBKY.

5.1.1 Hacrpoiika cToI010B

Jlns BeIGOpa CTONOIOB, OTOGpa’kaeMbIX HAa MaHEIM, Ha)KMHUTe KHONKY 0¢ , OTKpOeTCS

KOHTEKCTHOe MeHI0, Cofiepikalllee CIIMCOK BCeX JTOCTYITHBIX KOJIOHOK (cM. PrucyHok 18).

=R =ma t | Asrop o
[Echa] You have been mentioned by... @ Elana Smirnoa Selepmre coofumenns
+  QOficymaemas
[Echa] You have bean mentioned by... @ Elera Smirmova
~  [Mpoyvwrano

[Echa] You have been mentioned by... @ Elera Smirngya ~ dar

Pucynok 18 - Beibop cTosib1oB /iyt oTobpakeHust

Coucok CcofiepXXUT cllefiylolliie MMeHa KoJioHOK: O6cyxpmenue, Ilpounmrano, Puar,
Bnoxenusi, ABrop, OT, Anpecar, Koppecnonpentsl, Cniam, Ilosydeno, /lara, Cocrosinue,

Pasmep, Metka, YuerHas 3amuch, Baxuocts, He mnpouutano, Bcero, Pacmonoixenwue,

ITopsinoxk nosrydeHus:, Y ajuTh.

Bribepute HeoOXxoquMble Ha3BaHUSI B MEHIO, CIMCOK COOOIIeHWH OyJlieT IepecTpoeH B

COOTBETCTBHH C BbI60pOM.

5.1.2 ITopsamok pacmnosio:keHus1 CTOJIO0B

[To yMomuaHUIO KOJIOHKU CITMCKA COOOIIEHUH UMEIOT OIpejieJIeHHYIO MOCIej0BaTeIbHOCTb.
Jlisi v3MeHeHWs TIOpsiIKAa IepeTaluTe 3aroJIOBOK KOJOHKM Ha HOBOE MeCTO, CIIHMCOK Oypaer

repecrtpoeH B COOTBETCTBHUH C OOHOBJIEHHBIM IIOPAAKOM KOJIOHOK. ,HJ'ISI BO3BpdTa K Had4dJIbHbIM
YCTaHOBKaM HAXMHUTE KHOIIKY &R , 3dTeM B KOHTEKCTHOM MEeHIO BbI6€pI/ITe BoccranoBurh

MOPSIIOK CTOJIOIIOB.
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5.1.3 CopTHpoBKa cIHCKa COOOIIeHHIH

Cronbern, 1Mo KOTOPOMY B TeKYIIMA MOMEHT OTCOPTHMPOBAH CIIMCOK, OTMeYeH CTPeJIKOM.
CumBosiom 1 oOo03Ha4yaeTcs COPTHPOBKA II0 BO3paCTaHUIO, CUMBOJIOM | - 10 yOBIBaHMIO.
HaxxmuTe Ha 3arosioBok cTojOLA [yl COPTUPOBKM IO JaHHOMY cTosbiy. HakmuTe 3aronoBok

CTOJI6I_[a IOBTOPHO I U3MeHeHHs HallpaBJIeHUsI COPTUPOBKH.

5.1.4 IIpumeHeHNe TeKyIIMX HACTPOEK K APYrUM HallKaM

CyiiecTByeT BO3MOXKHOCTb [IPUMEHUTh TeKylllie HaCTPOWKYU K APYyTUM nankam. [y atoro

Ha)XMHUTE KHOIIKY % | 3aTemM B KOHTEKCTHOM MEHIO BbibepuTe IIpuMeHNTH HA0OP KOJIOHOK K ...
Hanee Boibepute K mamke... unu K BioxkeHHBbIM manmkaMm ... Ha 5kpaHe BO3HUKHET JIMajioroBast

naHeyib (cM. Pucynok 19).

MpWMEHWNTE M3MEHEHWAT ot

® MpumennTe HaBop konoHok TekyLwed nankw k WaBnone?

—

PucyHnok 19 - [IpumeHeHne TeKyIMx HaCTPOeK K Iarke

Haxxmute OK, HacTpoiiku Oy/ly mprMeHeHbI K BHIOpAaHHOU IarKe.

5.2 Co3ganue cooOLIIeHUA

CYIIIECTByeT HeCKOJIbKO CIIOCOO0B CO34aHMs HOBOT'O COOOIIeHHUS:

— 13 OCHOBHOT'O MEHIO TTPUJIOXKEHHS;
— 13 MaHeJIM UHCTPYMEeHTOB;

— U3 CIIUCKa COODIIeHNH;

— U3 a/IpeCHOM KHUTH;

— 13 MaHeJH IMChbMa;

— 13 COOBLITHS WM 3a1a4H;

— ucnonb3oBanuem couyetanuda kiaasuill Ctrl+N/$Cmd+N.
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5.2.1 I3 0CHOBHOT0 MEHI0 IIPUJIOKEHHSI

B riaBHOM MeHI0 npusiokeHusi oTkpoiTe CoobimeHue. B OTKphIBIIeNCS HaHeNIW MeHIO
(cm. Pucynok 20) BeibepuTe oguH u3 cieayomux nyHKToB: Co3marb, OTBeTuTh, OTBETHTH
BceM, OrtBeruth B pacchuiky, Ilepeciarb, Ilepecnars Kak..., IlepeHanpaBHTB,

PEHHKTI/IPOBHTB KaK HOBoOe COOﬁHIEHI/IE.

CoznaTe Ctrl+M
OTBETHTE Ctrl+R
OTEETHTE BCEM Cirl+5hift+R

]
MNepacnate Ctrl+L
MepecnaTh KaK >

MNepeHanpaBUTE

PenakTMpoBaTE Kak HOBOE CconBleHWe  Ctrl+E

Pucynok 20 - 3nemenTs! MeHio Coobiienue

5.2.2 V13 naHe/lM HHCTPYMEHTOB

Jlyist co3maHusi COOOIIeHUsT U3 TaHeJM WHCTPYMEHTOB BBITIOTHUTE OIHO W3 CJIeTYHOIIUX

IeMCTBUM:

— Ha ITaHeJId UHCTPYMEHTOB ITaHe/Ix alloK Ha)KMHUTe KHOIIKY E? Cospate

— BblJeJInTe COO6H_[€HI/I€, Ha I[IdaHe/JM WHCTPYMEHTOB HAdXXMHKTe KHOIIKY BbI30Bd MEHIO —

(Menio MoitO¢uc IToura), B nosisusiiiemcs: MeHio Beibepute Co3maTh > Coobienue,
mu6o BeibepuTe Coobmienue, nanee Co3parb, OTBeTHTh, OTBeTHTH BCeM, OTBeTUTH
B pacceuiky, Ilepeciars, IlepecnaTths Kak..., IlepeHanpaButh, PerakTupoBaTh Kak

HOBOe Coo0IIeHHe.
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5.2.3 U3 ciiucka coo0meHuin

B cnmcke coobiieHuit BeibepuTe 0JJHO U3 COOOIIeHWI U ITPaBOM KHOIIKOW MBIIIN BBI30OBUTE
KOHTeKCTHOe MeHI0. To ke caMmoe MOXXHO CZiejlaTh, OTKPBIB KOHTEKCTHOe MeHIO B Tejle NIMCbMa. B
OTKPBIBIIEHCS TaHeJIM MeHI0 BblOepuTe OIMH U3 CJIeYIOUMX NYHKTOB: OTBeTHTH OTHPAaBUTEIO,
OtBetutrh BceM, OTBeTHTH B pacchulky, Ilepecnars, Ilepecnarey kak..., IlepeHanpaBurs,

PenakTupoBars kak HOBoe coodieHue (cMm. Pucynok 21).

Tema .
OTHRBITE B HOBOHW BEA3OKE
OTHPpBRIT AOCTYN K C OTHPEITE B HOBOM OKHE
OTHPBITE B pazrosope
2 Omyer

OTEETHTE OTNPABHTENID
“ Re: Omyer
OTEeTHTE BCEM

OTEETHTE B DACCHIARY
MNepecnate
Re: maket

MNepecnate vak

MepeHanpaskuTe

PeaaKTHpOEaTE Kak HOBODE ConBWEHKHE

Pucynok 21 - Co3nanue MeHI0 U3 CITMCKa COODIeHUH

5.2.4 I3 agpecHOil KHUTH

B anpeCHoﬁ KHUIre Bbl6epI/ITe KOHTAKT, HA’KMHTe IMIPaBYIO KHOIIKY MBIIIH, U B OTKPLIBIIEMCS

KOHTEKCTHOM MeHIO BbiOeprTe KoMaHay Co3maTh coobmenue (cM. PucyHok 22).

) Anpecsan knura - a x

dailn Mpaeka Bug MHCTPyMEHTW  Cnpassa

{+) HoBeWikowtawt = Crecod kowTakTos ¥ 5 CHMMDOMM3ALMA 2 A WK e-ma

Hann INSETPOHHEA NGITE | Qprasmzagma PaBouni T8 m
£ B Bre agpecHsie HHUrA
Anexcanap CvUpH.. alexandrsmimov@tec” - e

Hanesnvmo KoHTaKT

E JemHaA AAPECHAA KHArA

Cogname copfwenne
‘, MoiDduc (My AddressBoak) MrHoBeHHES COOBILEHME

Pucynok 22 - Co3znanue coob1iiieHus U3 aipeCHON KHUTH
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5.2.5 U3 nanesmm nucpbma

Ha nmanenu nuceMa BbI6epI/ITe OJVH M3 IMIOYTOBBIX aIpeCoOB, OTKpOﬁTe KOHTeKCTHOe MeHIO U
BbIOepuTe MyHKT CocTaBUTH coodineHue s (cM. PucyHok 23). B aTom citydae B OTKpBIBITIEHCS

IIaHeJIM HOBOI'O ITMCbMaAd B II0JIe KOMy 6y,[[8T HaXOOUTHCA BbI6paHHbII>1 aJapec.

« 0 MPHINAWeHHE Ha CRPHKD CODBITHA €0630.., Enesia CMHpHOEa Enesa CMHpHOBS

-

Elena Smirnova # = =0
Tema Npurnawenue Ha cepuio cobemii «0620ps 157072022, 12:00 [GMT+03:00)

lony AnekcaHap CmupHoe W

PanasTHpoBaTh KOHTAKT L

Cograsmms coofuyeHMe LaA

Pucynok 23 - Co3ganue coobiieHUs U3 aHesd MMCchMa

5.2.6 U3 coOnITHA WM 3a5a4H

Jlyist co3maHusi COOOIEHNsST M3 COOBITHS WM 33/la4d BBIOJTHUTE OIHO W3 CJIeTYIOIINX

IeMCTBUM:

— OTKPOMTe IaHeJb KaJleHJapsl, BbibepuTe COObITHE WM 3a/layy, OTKPOWMTe KOHTeKCTHOe

MeH10, BbibepuTe IIpeodpa3zoBaTs B > Coobiienmue;

- OTKpOﬁTe HaHeJlb MePONPUITUH, BbI6€pI/ITe COObITHE WU 3d1a1y, OTKpOI:ITG KOHTEeKCTHOe

MeH!0, Boibepute IIpeodpa3oBarts B > Coobienue;

- OTKpOI;'ITe I1aHeJIb TOMCKA COOBITUM KaJIeHIaps, BbI6epI/ITe coOBITHE WU 3a1avy,

OTKpOWTe KOHTeKCTHOe MeHI0, BbiOepuTe IIpeodpa3zoBars B > Coobmienue;

- OTKpOﬁTe III/IaJIOFOBYIO_I'IaHeJIb_pe,IIaKTI/IpOBaHI/ISI_C061:»ITI/I$I, B KOMAdHJHOM MeHIO

BbiOepuTe CobdniTHE > Co3maTh > CoobOI1neHue.

Copep>xriMoe HOBOTO CO0DIIeHHs Oy/1eT CKOIMMPOBAHO M3 OMMCAHUS COOBITUS WU 3aa4H.
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5.3 OTKpBITHE COODIIEeHHS

5.3.1 OTKpBITHE COOOIIIeHNSI B HOBOM BKJIAJIKe

YTOOBI OTKPBLITH COOOIIEHWe B HOBOM BKJIAJIKe, BBIZIEJIUTE €ero B CIIMCKe COOOIIEeHUH U

BBITIOJTHUTE OJTHO U3 CJIeJTYIOIIUX JIeHCTBUH:

— BbIOepUTe MyHKT KOMaHIHOTO MeHI0 CoobieHue > O TKPBITH;

— BBIIEJIUTE CTPOKY COOOITIeHUS B CITUCKE JIBOMHBIM IETYKOM MBIIIIH;

— IIeJIKHUTe II0 CTPOKe COOOIIeHUs] MPaBOM KHOIIKOW MBIIIM U BBIIOJIHUTE KOMaHJIy

KOHTEKCTHOI'O MeHIO OTKprTb B HOBOH BKJIAJIKe;

— B 00JIaCTh MPOCMOTpa COODOINEHUs HaXMUTe KHOMKY @cc (boJsblie melcTBHil) U B

BEITIA1dIOIIIEeM CIIMCKe BbI6epI/ITe ITYHKT OTKpLITI) B HOBOH BKJIAJIKe;

— gaxxmurte couetanue kiaasuil Ctrl+0/$Cmd+0O

5.3.2 OTKpbITHE COODIIIeHHSI B HOBOM OKHe

YTOOBI OTKPBITH COOOIIEHWEe B HOBOM OKHe, HeoOXOJWMO BBIJIEJIUTb €ro B CIIHCKe

COOOIIeHUN U Aajiee BBIIIOJIHUTD OJIHO U3 CIeAYIOIINX AeHCTBUN:
— IEJIKHYTh TI0 CTPOKEe COOOIIEeHHWs] MPAaBOM KHOMKOW MBIIIKM W BBITOJHUTH KOMaHY
KOHTeKCTHOTO MeHI0 OTKPBITH B HOBOM OKHe;

—B 00JIaCTH TPOCMOTPAa COOOIIEeHHsS HaXKaTb KHOMNKY @¢¢o (bosblme meiicTBui) U B

BbIIIaJdIOIIIeM CIIHMCKe BbI6paTb IIYHKT OTKprTI) B HOBOM OKHE;

— ecli1i COO6H.[EHI/IE OTKPBLITO B OT/[IeJIbHOM BKJIAJKE, OTKPBLITb KOHTEKCTHOE MEHIO IS

3dI'0JIOBKA BKJIaJIKW W BbI3BATb KOMdHIY HEPEMECTI/ITL B HOBOE OKHO.

5.3.3 OTKpBITHE COODIIIEHHUSA B pa3roBope

JIns OTKpBITHSL COOOIEeHHsT B COCTaBe pas3roBopa Bblbepure coOOIeHHe B CIHUCKe
COO0OIIIeHNH, 3aTeM OTKPOUTe Il Hero KOHTeKCTHOe MeHIO U BbiOepuTe OTKPHITH B pa3roBope.
Ha okpaHe oTkpoeTcss HOBas IaHeJb, CoOjepXallas JepeBO COOOIIEeHH  pasroBopa

(cM. PucyHok 24).

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

51



W

# @ HenpouwtaHHoie ™ d@nar & Howmaet & Metws [ BAcoeHuA

1 A Tewa AnpecaT faTa + | FacnonokeHee li=}
]
i+ w Mpegnssedss NEPERECTH GIHC Coemie W3 cepur MpoekT 1% BAMHCARAR CMHEHED 25.10.2022, 16:35 Exnnsupse
Np=a2apuTENLHD NPWHATO NPUMAWEHKE HE CepHEl cofemuil #MNpo.  Asekcamap Cvepwicn 25.10.2022, 16:25 Banpsugss
NpsancseHre 0003EHTE YUACTHHEOE Ha GOHC COOLITHE M3 CEPMH #.. AAeRmIRap CMEpHOa 25102023, 16:2% Bxnpsugse
W
admin admin cadmin@techwr. mysffice.ru> o o= D OE e

Tarea MpegAosEtde NEPEHECTH BHO COGRITHE WA CopHa allpoerT 1%

vy AnercaHap CenpHos W

P

1 CHHEXPOHMIE

G Metha v 57 BicTpwiA dunsTp

Monyuwts ~  [&7 Coagame ALPECHER KHUTE Zagaum (3] Hamewgape

| CmephiTe RNENARL | H

. i Mpoerr 1

© 12 viona 2022, BT
11:00 - 12:00 [GWT+03:00) .
[5] MeponpsaTha A

Pucynok 24 - IlaHenb pasroBopa

5.4 OT3BIB CO00IIEHUA

Panee OTIIpaBJIEHHOEe CO00IIIeHre MOXXHO OTO3BaTh, TO €CThb YAaJIUTb U3 IIOYTOBOI'O AIIHWKA

TojryvaTesid. OT3bIB COO6H.I€HI/I}I BO3MOJKeH, eCJI1 I10JIy4dTe/Ib elle He ITpoYelI ero.

YT1oOBI 0TO3BATH COOGH_IEHI/Ie, OTIIPABJIEHHOE pdHee, BBIIIOJIHUTe CJleJyrolre JIeMCTBHSL:

1. IlepetiguTe B manky «OTIpaBieHHbIE» U BbIOepUTe TpebyemMoe COODIIeHHe B CITUCKeE.

2. Ha manenu ieicTBUM JaHHOTO COOOINEHUs HAXKMUTe KHOMNKY ==c (Bojbie eiicTBHIL)

Y B BBINIQJIAIOIIEM CIIMCKe BbibepuTe koMaHly OTo3BaTh MHCHMO.

3. B otkpeiBmieMcs: okHe OT3BIB MHChMa OTMeTbTe dJla’kKKaMU ToTydaTesield, Y KOTOPbIX
TpebyeTcst 0OTO3BaTh COOOINEeHHWe, WM TOCTaBbTe ¢iaxkok BeIdOpaTh Bcex, eciu

coob1ieHre TpebyeTcst 0TO3BaTh Y BCexX MoydaTesiei.

4. Ecnu TpebyeTcs MOJIyYWTh YBe[OMJIEHHMEe O pe3ysibTaTaX OT3bIBA, IOCTaBbTe (hiaXkok

YBenoMuTs 0 pe3yiabTaTax.
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5. Haxxmure kHonky OTO3BaTh NHUCHMO.

Ecmu B okHe OT3BIB mHcbMa ObUT YCTAaHOBJIEH (JIAXKOK YBeIOMHUTH 0 pe3yJjibTaTax U
noJiy4aTesib ellle He IMpoyesl MMCbMO, TO Ha TOYTy NpHUJET YBeJoMJieHHe 00 yCIelTHOM OT3biBe

Ccoo0IIeHMS.

5.5 3arpy3ka coobuieHui

[lo ymMoiyaHMIO 3arpy3Ka HOBBIX BXOJSIIMX COOOITIEHWN OCYIIECTBISIeTCS MPU BXOZe B
YYETHYIO 3allUChb M IIepUOJUYeCKU Yepe3 paBHble UHTEPBAajIbl BpeMEeHU IIPpU aKTWBHOM Y4YeTHOH

3aII1CH.

Jlyis HAacTpOMKM IapaMeTpOB 3arpy3KM HOBBIX COOOIEHUI BBIIIOJHUTE CJefyIolye

OEeVCTBUL:
1. Orkporiite okHo IlapamMeTphI y4eTHOMH 3alIMCH OJTHUM U3 CJIeJIyIOIUX CIIOCO0OB:

— BblbepuTe MyHKT KoMaHAHOro MeHi0 WHcTpyMenThl > Ilapamerpsl y4deTHOMH

3aIluCH,

— Ha [IaHeJIM 11alloK BbIOeprTe YYeTHYIO 3alUCh, lajiee Ha CTpaHUIle YIeTHOM 3allliCU B

pasaeiie HaCTPOﬁKH BbI6epI/ITe ITYHKT YdeTHas 3aIIMCh.

2. B okne IlapameTps! yueTHOH 3amucH, B MeHIO cjieBa BbibepuTe paszesn Ilapametpsl

cepBepa 1 HACTPOWUTE aBTOMATHUYECKYIO 3arPDY3KY BXOISIIMX COO6H1€HHﬁ.

YToObl 3arpy3uTh HOBble COOOIIEHHS BPYYHYIO, BBIIOJIHUTE OJHO W3 CJIeyIONIMUX

JEeUCTBUM:

— BbIOepUTe MyHKT KoMaHjHoro MeHio dPain > IloyduTh HOBBIE COOOIIEHUS IA... U

YKaXXWUTe OOuH M3 BapuaHTOB: Bce yderHble 3ammcu, Tekymas ydeTrHas 3amuch,

KOHKPpEeTHAA y4eTHds 3dIIMChb U3 CIIMCKA JOCTYIIHbIX.

— Ha IMTaHeJIn WHCTPYMEHTOB Ha>XMHUTe Ha CTpeJIKY CIIpaBa OoT KHOIIKH1

4
&4 Monyuuts v  y B pacKpbIBalOIeMCsl CIUcke BbibepuTe 100 Bce HoOBBIE
C000MmIeHus, TMO0 KOHKPETHYIO YYETHYO 3alUCh, JIIsI KOTOPOH HEOOXOJUMO MOTYYUTh

COOOIIIeHHS.
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5.6 IIpocmoTp coobIeHns

YT0OBI TPOCMOTPETH COODOINEHWe, BbIOEPUTE ero B CIMCKe COOOIIeHUN IeTYKOM MBbIIIIH.

Coobr1rienre 0ToOpasuTCs B 006J1IaCTH MPOCMOTPA COOBITIEHUH.

Yro6bI MpocMoTpeTh WHGOPMAIMIO 00 OTHpaBUTesIe MHUCHbMA, IHIEJIKHUTe MPAaBOM KHOIKOM
MBIIIA 10 UMEHHU OTIIPAaBUTeJII Y BBINOJHUTE KOMaHJy KOHTeKCTHOro MeHio Mudopmamusa o
noJyib3oBarene. Bo BciuibiBaronieM oOkHe oToOpasuTcsi MHpoOpMaIus O AaHHOM OTIIpaBUTelle,

KOTOPast COJIEPXKUTCS B aIpECHOW KHUT®e.

5.7 JleliCTBHA C BJIOKeHHAMH

5.7.1 JlobaByIeHHe BJIOMKeHHSA
Jliis mobaBiieHUst BIIOXKeHUSI MOXKHO BOCIIOJIB30BAThCS OJTHUM U3 CJIeTyIOIIHMX CIIOCOOOB:

1. Ha npaHegw WHCTPYMEHTOB COO6HI€HI/I$[ Ha’XXaTb KHOIIKY Biaoxurs wim OTKPLITb

pacKpbIBaroIlieecst MeHIO Jijis BbIOOpa Tura BioxkeHus (cM. PucyHok 25).

E' BROXWUTE ¥

Sain(w).. Ctrl+Shift+4

BefS-cTpaHuuy..

BHEMTHYH KapTodky (vCard)

HanomHWTE nosxe

Pucynok 25 - OTKpbITHe BIIO>KeHUsI

2. Ha panenu BiO)XeHWM BbI3BaTb KOHTEKCTHOE MeHIO, BbIOpaTh Buioakuth ¢aiinbl, B

OTKpPhbIBHIEMCA CUCTEMHOM JHaJIOoTe BbI6paTb Cl)aﬁ]'[bl JIJISI BIIOXKEHMH.
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3. IlepeTamuTh OWMH WM HECKOJIBKO (paiijIOB U3 CUCTEMHOTO OKHA B 06J1aCTh COOOIIEHUS.
Ha skpaHe mosiBATCS JBa BapvaHTa BCTaBKM ¢aiiia. JIjs BCTaBKU BIIOKEeHUs BbIOPATh

obaBuTth kak BiaoxeHue(st) (cM. PucyHok 26).

. J Cozaanune cooBuieHns — O >

v G CoxpaH1Te ¥ @ BnomuTh |

o. v Konwa  Ckpbimad konwA  OOpaTHbIA ag)

TT.TTBIUAIIZIZEE
) JoBaBuTb Kak BROXeHWe

£ BctaBuTb B cofiepkumoe

Pucynok 26 - OTKpbITHE BIOXEHUS

Bce mobaBnenHble BiioxeHHst OyayT 0TOOpaXkaThCsl B HWKHEM YacTh 0OJIaCTH MTPOCMOTpa

nvchMa B 06J1aCTH TTaHeJy BiIoXkeHuH (cM. PucyHok 27).

w2 Attachments Mpegnonaraemeld pasmep nicema. 29,1 KB

] Kuuralcsv 63 Gaitt |[@] testl.docx 213KBE

Pucynok 27 - [1anenb BoxkeHUM
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5.7.2 OTKpBITHE BIIOKEHHS

YTOOBI TPOCMOTPETH UJIM COXPAHUTD BIIOXKeHHe COOOIeHusl, HeOOXOAUMO BBIIOJIHUTL OHO

U3 CJIeIYIOLIUX JeUCTBUN:

1. BeiOpaTh OJHO W3 BJIOXKEHWH, BbI3BAaTb KOHTEKCTHOE MeEHIO,

OTKpBITS.

2. BoibpaTh OHO U3 BJIOXKEHUH, JABOWHBIM IETYKOM MBIIIM M0 UMeHH ailia OTKPHITH

CTaHOapTHOeE CHCTEMHOE OKHO U BI)I6paTI) BO3MOXHbIE JEeHMCTBHUS C BIIOXKEHHEM

(cm. PucyHnok 28).

Oreprimime aoonf_web3 docxs

Bol cOBMPASTECE OTEPBITH
i=] conf web3.docx

sanmwmiHca: Jokymedt Microsoft Office Word (2.4 MB)

Kak MoiQdwuc Moura cnegyer obpabotaTe 3ToT daiin?
@) Otkpeite B | Microsoft Office Waord (ne yumonuariam) w

() Coxparmre daiin

l:l Eﬂl‘ll:l.ﬂ HETE aBTOMATHUYECEW GNA BCEX q}EII:'IﬂDH SdHHOMD THMNA.

Pucynok 28 - JleiicTBus C BiiOXkKeHUEM

5.7.3 CopTHpOBKa BJIOKeHHUI

Jljiss COPTMPOBKM BJIOXKEHUN B IaHeJIW BJIOXEHUH JI0JDKHO HaXOJUThbCSl Oojiee OIHOTO

¢darina. Bribepure OJHO W3  BIOXEHHWW, BBI3OBUTE KOHTEKCTHOE

HBpBCOpTI/IPOBaTL BJIOZK€HHSI, HaA OKpdHE OTKPOETCd OUdJIOroBasd IIdHeJlb C BdPHdHTAMHU

copTUpoBKHU (cM. PucyHok 29).
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MepecopTHDOBETE ENOMEHUA

LTroaT A

> NepemectuTb Bronen  Alt=Enc

= Coprvpoexa A-A Alt+

PucyHnok 29 - MeHI0 COPTUPOBKY BJIO>KeHUH

5.7.4 Ynanenue BJIOKeHHH

Jiis ynaneHus BIOXXeHUs1 BOCIIOJIb3yWTeCh OIHUM U3 CJIeIyIOIIUX CIIOCOOO0B:

Bbl6epI/ITe OJIHO W3 BJIOXKEHWH, BBI30BUTE KOHTEKCTHOE MEHIO, BbI6epI/ITe Y,lIaJII/ITI)

BJIOJKEeHHe.
Bribepute ogHO U3 BlnoxeHul, HaxkmMuTe Kiiasuiny Del.

Bri3oBUTe KOHTEKCTHOE MeHIO, BbI6epI/ITe BLI}]EJII/ITI) BCE, BBLI3OBHTE KOHTEKCTHOeE

MeHI0, BbIOepuTe Y JaIUTh BJIOKeHHSI.

BrI130BUTeE KOHTEKCTHOE MeHI0, BbiOeprTe BoigenuTs Bcé, HaxxmuTe Kiasuiry Del.

5.7.5 Pazmep nuchbMa U BJIOYKeHHUI

CBE}IEHI/IH 00 OI'PaHUYEHHUAX Hd Pa3dMmep IM1MCbMd U BJIO>KEHUM:

> W

OrpaHuveHre Ha pa3Mep NMMCbMa B CyMMe cocTaBisieT 50 mMo.
OrpaHuyeHre Ha CyMMapHBIA 00beM BiioykeHUM cocTabiiseT 20 MO.
OrpaHyveHHs Ha KOJIMIECTBO BIIOXKEHHM HET.

CrnenyeT yuWThIBaTh, YTO NPU 3arpy3Ke BJIOXKeHWW OHM KOHBEpTUPYIOTCS B ¢opMmaT

baseG4, H3-3d 3TOT'O UX pPa3Mep B I[TMCbMe YBeJINYUBAeTCH.

3HAUEHHUs: pas3Mep KaXKIoro

B naHenu BioxxeHWi OTOOpaXkalOTCs — CIIeIyIOIIUe

BJIOXKeHHsI, OOIIHIA pa3Mep BceX BIIOXKeHHWM, IIpe/ioJiaraeMblii paaMep MUchMa.
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5.8 OTBer Ha cooOIeHHE

5.8.1 OTBeTt oTIIpaBHTETIO

YTOOBI OTBETUTD dBTOPY BXOOAMIEro COO6H.I€HI/I$I, BbIge/INTe JaHHOe COO6H_[€HI/IG B CIITMCKe U

BBITIOJTHUTE OJTHO U3 CJIeJTYIOIIUX JIeHCTBUH:

— BbIOepUTe MyHKT KoMaHIHOTO MeHI0 CoobuieHue > OTBeTHTD;

— IIeJIKHUTe II0 CTPOKe COOOIIeHUs] MPaBOM KHOIIKOW MBIIIM U BBIIOJIHUTE KOMaHJIy

KOHTeKCTHOro MeHi0 OTBeTHTDH OTIIPABHUTEJIIO;

—B 00JIaCTh IPOCMOTpa COOOIIeHUs HaXXMUTe KHOIKY o (OTBeTHUTH OTHPABHUTEIO

3TOr0 COOOIeHHUSs);

— gaxxmurte couetanue kiaasuil Ctrl+R/$Cmd+R.

HaaneﬁLm/Ie JIeMCTBHUS BBINIOJIHIIOTCS aHAJIOTUYHO OeNCTBUSM IIpyu CO3IdHHWKW HOBOT'O

Ccoo0IIeHus.

5.8.2 OTBeT BCeM mosry4aTesim

YTOoOBI OTBETUTH dBTOPY BXOJdIIEero COO6III€HI/I$I M BCeM II0JIyddTeJIdIM, BbIAEJINTe JdaHHOe

coo0IlleHre B CIIMCKe U BBIIIOJIHUTE OHO U3 CJIeIyIOMX AeHCTBUM:

— BbIbepuTe MyHKT koMaHAHOTO MeHI0 Coobienue > OTBeTHTH BCeM;

— HIeJIKHUTe II0 CTpOKe COOﬁIJ.[EHI/IH HpaBOfI KHOIIKOM MBI M BBIIIOJIHUTE KOMdHOY

KOHTeKCTHOIro MeHI0 OTBeTHThb BCeM,

— B 00J1aCTH TPOCMOTpa COOOITIeHUsI HaXKMUTE KHOIIKY © (OTBeTUTH OTHpPABUTEII0 U

BCeM IoJIy4aTesisiM);

— gaxxmure coyetanue kiasuil Ctrl+Shift+R/ { Shift+%Cmd-+R.

HaﬂbHeﬁH.[He JIeVCTBUS BBIIIOJIHSIOTCS. aHAJIOTUYHO JIeHMCTBUSIM Ipru CO3JdHWH HOBOI'O

coo0IeHus.

5.8.3 OTBeT B pacchuUIKy

YTOOBI OTBETUTDH Ha COOOITIEHHEe B PACChUIKY, HEOOXOIUMO BBIJIEJIUTh JTAHHOe COOOIIeHue B

CITMCKe, a 3aTeM BBIIOJTHUTD OJIHO U3 CJIeYIOIINX JIeHCTBUM:
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— BbIOpaTh MMyHKT KoMaHAHOrO MeHI0 Coobienne > OTBeTUTHh B PaCChLIKY;

— IIeJIKHYTh 110 CTPOKe COOOIIeHUs] NPaBOM KHOIIKOW MBIIIM U BBIIOJHUTb KOMAHIy

KOHTeKCTHOro MeHi0 OTBeTHTDH B PaCCBLIIKY;

— HaxkaTb codetanue kiasuil Ctrl+Shift+L/ ¢ Shift+3Cmd+L.

,HaanefImHe IeVCTBUS BBIIIOJIHSIOTCS. aHAJIOTUYHO JIeMCTBUSIM Ipru CO3JdaHWH HOBOI'O

COODIIIeHHS.

5.8.4 OTBeT Ha mpuUrJalIeHUe Ha COObITHE

Ecnmu coobrienve sBisieTcsl TpUIJIAlllieHHeM Ha COObITHe, MOATBePAWTb WM OTKJIOHUTH
ydacTre B COOBITUM MOXXHO IMPSIMO M3 00JIACTH IMPOCMOTPA COOOIIeHUs, HaXkaB HY)KHYI0 KHOIIKY
(IIpunsars, Bo3moxao, OTKI0HUTS). [IcbMO ¢ 0TBeTOM Oy/ieT aBTOMaTH4YeCKH CHOPMHUPOBAHO U
OTIPABJIEHO OpraHU3aTOpPy COOBITHS, a COOBITHE OTMEYeHO B KajeHJape YydYaCTHMKA B

COOTBETCTBHUHU C €I0 OTBETOM Ha IIpUIlJidalllIeHrue:

¢ [IPUHATOE — 3dJIMBKA LIBETOM KdJIEHJ1dP4, B KOTOprﬁ BHeCeHO CO6I:>ITI/Ie;

¢ OPHUEeHTHUPOBOYHO IIpUHATOEe (6I>Iﬂa Ha>XXdTa KHOIIKa BOBMO)KHO) — 3dJIMBKA CBeTJIbIM

IOIBEeTOM KaJieHIdps,

L4 H806pa6OTaHHOQ — 3d4JIMBKad CBeTJIbBIM IIBETOM KdJIeHJIdpid 1 OGBO,I[Ka ITYHKTHUPOM;

® OTKJIOHEHHOe COOBITHE He 0T06pa>1<aeTc;[ B KdJiIeHdpe.

HOI[TBep,I[I/ITb HUJIN OTKJIOHUTL Yy4dCTHE B COOBITHMM TaKKe MOXKHO B KaJleHJape, B OKHe

IIPOCMOTPA I1apaMeTPOB COOBITHS.

HOI[TBep[[I/ITb HWJIN OTKJIOHUTb Y4YdCTHe B COOBITUM TakKKe MOXKHO Ha BKJIaJIKe

Kane}mapb, B OKHE IIPOCMOTPA II1apaMeTpPOB COOBITHS.
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Bo3moxxHa cuTyamusi, Kkorja CoObITHe, Ha KOTOpOe TOCTYIWJIO IIpUIJiallieHue,
nepecekaeTcsl 10 BpPeMeHH C JIpyTUM COObITHEM B KajeHAape (TPUHSTBHIM, OPUEHTUPOBOYHO
IPUHSITBIM WIK ellle HeobpaboTaHHbIM). O TakuX CJlydasiX, MOJyYMBIIMX Ha3BaHUE «KOHQIUKT

COOBITHITY, TT0JIb30BaTeN b OyIeT npeynpexeH B ¢opme npuriamierus (cM. Pucynok 30).

© KoHdnukr c cobbiTem O6cyaeHne BONPOCOE NO pegu3anHy

Bctpeua ¢ UXA u3 CKB KoHTyp

OTKpRITE KANEHZapb

© CerogHs, 6 aerycTa, BT
14:00 - 18:00 (GMT+03:00)

© SPB.4thFloorsSmall; SPB.4thFloor

(31 daniil2@green.myoffice-app.ru

MpuHATE BoamoiHo OTKNOHUTL

Pucynok 30 - [Ipenynpesxxnenue o KOHGIUKTe COOBITUIM

B cnmydae koHMKTa COOBITHN, YTOOBI MOTYYUTH IONOJHUTEIbHYI0 WHGOPMAIUIO [Jis
IIPUHSTHS pellleHrs 06 y9acThH, MOXHO BOCIIO/Ib30BaThCs CChUIKONM OTKPBITH KajleHAaphb, Oyer
orobpakeH ¢parMeHT KajieHAaps C IlepeceKalIyMMucs CcoObITHIMU. /[l cBOpayMBaHUS

Cl)paI‘MEHTa KajieHap4a cjiefyeT HAXdTb Hd CCBUIKY CBBpHyTI) KaJIeHaaphb.

B HexOoTOpBIX Cily4asix pacKpbITb KajeHAapb B IIMCbMe HEBO3MOXXHO. Torjga BMecTo
ccbuikd  OTKpBITH KajleHAapb B npuriaieHud Oyner ccbuika Ilepeiitm B

KadJIEHAdPb, U IIPpHU HA’)KATUX HAd HEee OTKPOeTCs BKJIdJIKad KaneHg!apb.

[Ipepynipexxnenve 0 KOHGJIMKTe TakXe IIOJYyYAT OPraHU3aTOp COOBITHUS B TNHCbME C
IpeijyIoXkeHWeM O IlepeHoce COOBITHS Ha HOBOe BpeMsi, ecjiM Ha 3TO BpeMsl y Hero B KaJleHJiape
ecTb Jpyrasi BcTpeda. B 3ToM ciiydae s monmydeHusi Oojiee mojpoOHOM uHopMaiuu B

InpeanoXxXennnu 6YI[€T CCBLJIKA OTKPBITI) IUIAHUPOBITUK.
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5.9 IlepechLiika coo0IeHUS

YTo6HBI NepeciiaTh coobIieHre, HeOOXOAUMO BBIJIEJIUTh €r0 B CITMCKE U BBITIOJIHATD OJTHO U3

CIIeYIOLINX IeUCTBUN:

— BbIOpaTh MyHKT KoMaHAHOTO MeHI0 Coobienne > IlepeciaTs;
— B 061acTH MPOCMOTpa CO00IIeHHs HaxaTh KHOTIKY <— (IlepeciiaTh 3T0 coobmIeHHe);

— OTKPbITb KOHTEKCTHOE MEeHIO e/ TYKOM HpaBOﬁ KHOIIKH MBIIINA II0 CTPOKe COO6HI€HI/I$[ u

BBITTOTHUTH kKoMaH 1y Ilepeciats;

— HaxaTh couyeTtanue kiasuil Ctrl+L/3sCmd+L.

,HaaneﬁmHe e CTBHUS MPpOU3BOOATCSA dAHAJIOTMYIHO JEerCTBUSIM Ipru CO3JdaHWH HOBOI'O
COO6[![€HI/IH. Bce BJIOKeHMs, IIpHUKpeIlVIeHHbIe K IlepeCblilaeMOMY COOGHIGHI/IIO, dBTOMATH4YeCKH

OTIIPABJISIFOTCS YKA3aHHBIM aJjpecaTaM.

5.9.1 ITepecrsuIka cO0OIIeHUSI B BH/Ie YaCTH MHUChMa

HJ’IH TOTrO, YTOOBI rnepecijaTb COO6H.[€HI/Ie KaK 4YaCTb IIMCbMaA, BbI6epI/ITe COO6H.I€HI/Ie B

CITMCKe, 3aTeM BBITIOJTHUTE OJTHO U3 CJIeJTyIOIIMX IeACTBUH:

— BbIbepuTe MyHKT koMaHAHOTO MeHI0 Coobienne > IlepeciaTs;

— BblOepuTe MyHKT koMaHaHOro MeHio Coobmenme > Ilepeciath kak > YacTth

COO00IIeHN;
— OTKPOMTe KOHTeKCTHOe MeHI0 coo011eHus, Bbibepute IlepeciaTs;

— OTKpPOWTe KOHTeKCTHOe MeHI0 coobuieHus, BelOepuTe Ilepeciate kak > BayTpm

coo0IIeHNA.

BYJleT CO3[1aHO HOBOE€ IIMCBbMO, CoJepiKdllee B cebe TeKyllee IIMCbMO B TeKCTOBOM

¢dopmate. B ctpoke Tema k TeMe ncxoaHoro nucbMa 0Oyjiet gobasieH npedukc «Fwd:».

5.9.2 IlepechuiKka COOOIIEHHS B BUJIE BJIOYKEHUS

HJ’IH TOr'0, YTOOBI repeciiaTb cooOIIleHHe KaK BIOKeHHe B IIHCHMO, BbIGEpI/ITe cooOI1eHre B

CIIMCKe, 3aTeM BBIIIOJIHUTE OHO U3 CJIeAYIOIUX e CTBUM:

— BbIOepUTe MyHKT KoMaHIHOTO MeHI0 Coobmrenue > Ilepecnars kak > Bioxxenue;
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— OTKpOMTEe KOHTEKCTHOe MeHIo coobirieHus1, Boibepute IlepecnaTh kak > BioxkeHue.

Bynet co3nano HoBoe MHMCHbMO, K KOTOPOMY OyZleT IPUJIOXKeHO TeKylllee TMCbMO B popmare

eml. B ctpoke Tema k Teme ncxonHoro nuceMa Oygiet gobasieH npedpukc «Fwd:».

5.9.3 IlepenanpaByieHHe COO0IIEHUS

Jlist Toro, utoObl TIEpeHANpaBUThb COOOIEHHWe JIPYyroMy II0Jb30BaTesio, BbIOepUTe

coo0IleHre B CITMCKe, 3aTeM BBITIOJTHUTe O/THO U3 CJIeIyIOIIMX IeMCTBUM:

— BbIOepuTe MyHKT koMaHAHOTO MeHI0 Coobmenue > IlepenanpaBuTs;

— OTKpOWTe KOHTeKCTHOe MeHIo coobinenus, Boibepute IlepenanpaBuTh.

BYJIET CO31aHO HOBOE€ IIMCBbMO, COIepXKallee B cebe KOIIHIO TeKyuero mnrucbma. Bsemute

HM4 T10J1y4aTesid U OTIIpaBbTe ITMCHBMO.

5.9.4 PeakTHpoBaTh Kak HOBOE COO0IIeHHe

Jlyist Toro, 4TOOBI CO37aTh HOBOE COOOINeHWe Ha Oa3e TeKyIero, BeIOEpUTe COOOIeHUe B

CITMCKe, 3aTeM BBLITIOJTHUTE OJTHO U3 CJIeTyIOIIMX IeACTBUH:

—BbI6epI/ITe IMYHKT KOMdHJHOI'O MeHIO C006HIEHI/IE > PEHaKTI/IPOBaTB KaK HOBoe

cooo1ieHue;

—OTKpOﬁTe KOHTeKCTHOe MeHIO COO6HI€HI/I$[, BbI6epI/ITe PE}IaKTI/IPOBaTI) KdaK HOBoOe

coooieHue;

— HaxkmuTe codetanue kiapuil Ctrl+E/#Cmd+E Ha kaBuaType.

Bynet co3mana mosiHast KOMUs TEKYIIEro MUChMa.

5.10 [TobaBsieHHe MoJIbL30BaTe el K MepenucKe

Yrto6b1 106ABUTE TIOTb30BaTeJIel K IeperricKe, BHITOJIHUTE Clleylolye JeHCTBUS:

1. Hcnonb3yiTe cyllecTByIolllee COOOIIeHWe JUIsl Ja/bHEeMIlel IIepelyCKU OJIHUM U3

CIeAYIOMHMX CITIOCOOOB:

— BbIeJIiTe COO6IJ.[€HI/I€ B CIIMCKe JIeBOM KHOIIKOM MBIIIIH. BbI6epI/IT€ ITYHKT

KOMAHJHOI'O MeHIO Cooﬁmenne > PEHHKTI/IPOBHTL KadK HOBoOe COOGIIIQHI/IE;
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— BbBIJIeJINTe COO6H.[€HI/Ie B CIIMCKe npaBoﬁ KHOIIKOM MBIIM. BEITomHuTe KOMdHOY

KOHTEKCTHOTO MeHIO PefakTHpOBaTh Kak HOBOe CO001IeHHe;

— gaxxmure couetanue kiasuil Ctrl+E/$Cmd+E.

2. B oTkpbiBIIEMCS OKHe pelaKTHpPOBaHHUs COOOIIeHUs] J106aBbTe HE0OXOIUMbBIX

nosb3oBaTesel B nojisx Komy n Konus.

Hoseble afipecaTel 6yayT 106aBiieHbI K Iepenucke.

5.11 Pabora ¢ MeTkaMu

Coo011ieHrsIM  MOXXHO TPUCBavMBaTh pa3/MYHble METKU: KakK IIpelyCTaHOBJIEHHbIe
(manpumep, «BaxkHoe» unu «JIugHoey»), Tak M co3fgaHHble Bpy4YHYI0. COOOIIEHUs, OTMeYeHHbIe
MeTKaMU, MOXXHO OBICTPO HAaWTH B CIIMCKe C IIOMOIIbI0 WHCTPYMEHTOB, PacCIOJIOKeHHBIX Ha

a”esu OnicTporo dbuabTpa.

5.11.1 IIpucBoenue MeTKHu

YTo06BI IIPUCBOUTL OJHOMY WJIM HECKOJIbKUM COO6H1€HI/I$IM METKY, HEO6XOJII/IMO BBIJIEJINTDH

COO00IIIeHNS B CITMCKe U BBIIIOJIHUTD OHO U3 CJIeIyIOUMX AeHCTBUM:

— BbIOpaTh MYHKT KoMaHAHOro MeHi0o Coobmenue > IIpucBouTh MeTKy U B

OTKPBIBIIIEMCSI [TOJIMEHIO OTMeTUTh GJIaXKKOM TpebyeMyto MeTKY;

— [IEJIKHYTb TI0 CTPOKe COOOIIeHHWs] MPAaBOM KHOIKOM MBIIIM, Jajiee BbIOpaTb IYHKT
KOHTeKCTHOTO MeHIO IIpucBOMTHL MeTKYy U B OTKpBIBIIEMCSI IIOMEHI0 OTMEeTHTb

ditaxxkom TpedyemMyro MeTKY;

— Hd IIdHeJIM UHCTPYMEHTOB Hd>XXdTb KHOIIKY Mertka u B BEIIIaIdIOIIIeM CIIMCKe OTMEeTHUTDb

daxxkoM TpebyeMyro MeTKy;

— eC/I¥ B CIHUCKe BBLIeJIeHO OIHO COooOIieHue, B 06JIaCTU IIPOCMOTPa COODIIeHUd HaXXaTb

kHOnKy ¢ (Bosbme pmefictBuii). Bribpate nyHkT IIpucBoumTh MeETKy U B

OTKPBIBIIIEMCSI [TOJIMEHIO OTMeTUTh GJIaXKKOM TpebyeMyio MeTKY.

Jlyist OBICTPOM yCTAaHOBKM IpeJlyCTAHOBJIIEHHBIX METOK MOXHO HCIIOIb30BaTh KHOMKU

KJIaBHATYpPHI ¢ iudpamu 1-5. 17151 3TOoro Heo6xouMo:

1. Breimenuts oqHO WIX HECKOJIBLKO COOOIIIeHHUH B CIIMCKe.
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2. Ha xiaBuaType HaxaTb IU$py, COOTBETCTBYIOIIYIO MeTKe, KOTOPYI HeoOXOAWMO

YCTaHOBUTb VISl BBIZIEJIEHHBIX COOOITIeHUH:

1 - BaxHoe;
2 — Pabouee;
3 — JInuHoe;
4 — K ucnonuenuio;

5 — OTnoxeHo.

B pesysnbTaTe cTpoka B ciMCKe CO00IeHUI OyZieT loMeuyeHa 11BeTOM MeTKH, IOMUMO 3TOTr0

CIIMCOK METOK MHMChMa OyzieT oTobpakeH B 1ojie MeTKH (cM. PucyHok 31).

CN =T Tema ABTOR Data + R
0 = Fwd[2]: nucbmo elena.smirnova elena.smirnava 10.02.2022, 13:33
L
Elena Smirnova <elena.smirnova@lime.myoffice-app.ru> tr O = @ b eoe
Tema  Fwd[2]: Qucemo 10.02.2022, 13:15

Pucynok 31 - Coob1ieHre, moMeuyeHHOe MeTKaMu

5.11.2 Co3xanue MeTKH

YTo6bI CO3aTh HOBYIO METKY, BHIIIOJTHUTE CJIeAyIOIHe 1efCTBUS:
1. Ortkporite Briaiky HacTpoiiku oJHUM U3 CIeAYIOMIKUX CIIOCOOOB:

— BblOepuTe NYHKT komaHgHoro MeHio Coobmenue > IIpucBouTh MeTKy >

anaBJIeHne METKaAaMH;

— IeJIKHHUTe I1I0 CTPOKe JII000r0 COO6HI€HI/I$I HpaB0ﬁ KHOIIKOM MBIIIW W BBIIIOJHUTE

KOMaH/ly KOHTeKCTHOTO MeHI0 IIpucBonTs MeTKy > YiipaBiieHHe MeTKaMH;

— Ha I[IdHeJIM HWHCTPYMEHTOB Ha>XXMHTe KHOIIKY MeTka u B BbIIIaJjd0onieM CIIMCKe

BbI6€pI/IT€ KOMaHOY YIIpaBJIEHI/IB MeTKaMH;

—eCJIM B CIIMCKe BBIJIeJIPHO OIHO COOOIeHwe, B 00JIACTH IIPOCMOTpPa COOOIIeHUS

HaXXMUTe KHOIIKY “=o (Bosbie meiicrBuii). Beibepute nyHkT IlpucBouTh METKY U

B OTKPBIBIIEMCS ITIOAMEHIO BI)I6epI/ITe KOMaHOY anaBJIeHne METKaMH.
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2. Bo Briiagike Hacrtpoiiku HaxxMuTte KHOTIKY Co31aTh.

3. B oxne HoBasi MeTKa ykakvTe UMs U 1IBeT MeTKU U HakmuTe kHOTIKY OK.

Yrobbl C€O37aTh U IPUCBOWUTL COOOIEHWIO HOBYIO MeTKY, BBIIIOJHUTE CJIeAyIolye

IeCTBUS:

1. Boienute coobiieHre, KOTOpOMY HeOHXOJJUMO [IPUCBOUTH HOBYIO METKY.

2. OTKpoOKTe OKHO CO3/1aHHSI HOBOW MeTKU OJTHUM M3 CJIeyIOLUX CIIOCOO0B:

— BeIOepuTe MyHKT koMaHAHOro MeHio Coobmenue > IlpucBouts mMeTky > HoBas

MeTKa;

— HIeJIKHUTEe II0 CTPOKe COO6III€HI/I$I npaBoﬁ KHOITKOM MBIIIM W BBIIIOJIHUTE KOMdHIOY

KOHTeKCTHOT0 MeH!o IIpucBouTh MeTKy > HoBas MeTka;

— Ha I[IdHeJId HWHCTPYMEHTOB Ha>XXMHTe KHOIIKY MeTka u B BhbIIIaJjd0onieM CIIMCKe

BbIOepuTe koMaH 1y HoBast MeTKa;

—eCcId B CIHCKe BBIIeJIeHO OOHO COooOIeHue, B 00JaCTH IIPOCMOTPAa COOOIIeHUS

HaXXMUTe KHOIIKY “=o (Bosbie meiicrBuii). Beibepute nyHkT IlpucBouTh METKY U

B OTKpPhLIBIIEMCS ITIOAMEHIO BI)I6epI/ITe KOMaHOY HoBas meTka.

3. B oxne HoBasi MeTKa ykaXxuTe MMs U LIBeT MeTKU U HakmMuTe KHONIKY OK.

5.11.3 PepakTHpoBaHHe MeTKHU

[Ipu HeobxoaUMOCTH Jis 000N METKU MOXXHO U3MEHUTb UMSI U/WJIH 11BeT.

YT0OBI peIaKTUPOBATh METKY, BHIIIOJIHUTE CJIeAYIOIIre IeMCTBUS:
1. Orkporite Briiagky HacTpoiiku ofHUM U3 CIeAyIOMKX CIIOCOOO0B:

— BbIOepUTe MYHKT KoMaHjHOro MeHIO Coobmenme > IIpucBours MeTKy >

ynpaBJIEHI/IE MeTKaMHU,

— IDEeJIKHUTE II0 CTPOKe JIr0boro COO6H.[€HI/IH HpaBOﬁ KHOIIKOHM MBIIIA W BBIIOJIHUTE

KOMdHAY KOHTEKCTHOI'O MEHIO HpI/ICBOI/ITL MeTKy > anaBJIelme METKaAaMH;

— Hd I[IdHeJIM WHCTPYMEHTOB HAXXMHTe KHOIIKY MeTka u B BhbIIIaJldaonieM CITMCKe

BbIOEpUTe KOMaH]ly YIpaBjieHHe MeTKaMH;
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—eCc/IM B CIIMCKe BBIJEJIPHO OAHO cooOImeHue, B o0OJIACTH HPOCMOTpa COOOIIeHUS

HaXXxMuTe KHOMKY °c¢ (Bosbie meiicTBuii). Boibepute nmyHKT IIpucBouTH MeTKY U

B OTKPBIBIIEMCS IIOAMEHIO BbI6epI/ITe KOMaHOY ynpaBJIEHI/IE MeTKaMH.

2. Bo Britajike HacTpoiiku BbijienidTe TpebyeMyio MeTKy U HaXKMHUTe KHOTIKY M3MeHHTB.

3. B oxkwue PEJIHKTI/IPOBBTB METRY H3MEHUTe HMA /W OBeT MeTKM U HJAXMHUTe

kHONKy OK.

5.11.4 ITouck U COPTHPOBKA COODOIIEHUI C MeTKaMH

,HJ'IFI 6bICTpOFO ITIOMCKa COO6H.[€HHI>1 C METKaMH HYXHO BOCIIOJIb30BATbCS WHCTPYMEHTAMU

$WIbTpallUi U COPTUPOBKH.

Jly1st oTobpakeHusI B CITUCKe TOJIBKO COODIIEeHH C MeTKaMH, Ha IaHeJid ObICTPOro puiabTpa

He0oOXOJIMMO HaXKaTb KHOIIKY 8 MeTku . JInst oTMeHbI npaBriia GUIBTPAMKA HAXKATh JTAHHYIO

KHOIIKY ITOBTOPHO.

B pexume BkitoueHHOro puiibTpa II0 MeTKe MOXKHO BbIOpaTb peXXuM TeroB (GUIBTPALUU

(cm. Pucynok 32):
— JI¥000i1 U3 Teros - B CIIMCKe OyAyT MPUCYTCTBOBATh MUChMA, KOTOPHIM ITPUCBOEHDI JII0ObIe
13 BbIOPAaHHBIX TETOB;

— Bce u3 Terom - B crucke 6YJI€T IMPHUCYTCTBOBATH IMTHMCbMd, KOTOPBIM IIPUMCBOEHBLI BCe K3

BbI6paHHbIX Teros.

[7] 3amaum 5] Kanewgapb VieThs % ¢ BLIETPbIA puALTp ¥ 4 CHHXpPOHW3ALMA

# @ M 2 4 @ 1 coofuenme

NioBoe mz w | Bamwuoe ﬂange| K vcnonHanMio

MioBioe u3 | Pexum Teros GuasTRaLmm | HATa slane

Bre w3 - elena.smirnova elena.smi.. 10.02.2023, 13:33 Bamtoe NlauHoe

PucyHnok 32 - ®unbTparnus coobiieHui, ToMe4eHHbIX MeTKaMu

YT0OBI COPTUPOBATH COOOINEHUS] TI0 HAJMYMIO METKH, IeJIKHUATe 0 3aTrOoJIOBKY CTOJOIa
MeTtka. Bce coobiiieHusi ¢ MeTkaMu 0TOOpa3sTCs B KOHIle CIKMCKa coobieHui. [Ipu nmoBTopHOM

1IejT9Ke 110 3aroJIOBKY CTOJ'I6I_Ia Mertka Bce COO6H_IEHI/I$I C MeTKaMH 0T06p83HTCH B HA4dJjie CIIMCKaA.
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YToOBI OTMEHHUTD COPTHUPOBKY I10 HAJIMYNUIO METKH, OTCOpTHPYﬁTe COO6H.[€HI/I$[ B CIIMCKe IIO0

Ipyromy Ipu3HaKy (HampuMmep, 110 jaTe).

5.11.5 CHaTue MeTKH

YToOBI CHSTH METKY, YCTAaHOBJIEHHYIO IJId OJHOI'O COO6III€HI/I$I, BBITIOJIHHUTE ClieJyronye

OEeVCTBUL:

1. Brimenute manHoe cooOIiieHye B CIIMCKe.

2. CHumuTe GIIaXKOK MeTKH OJTHUM U3 CII0CO00B, ONMMCAHHBIX B paszese [IprucBOUTh MeTKY.

YTOOBI CHSITH METKH y BCeX COOOINEeHWW B CIIHMCKe, BBIMIOJHUTE OJHO W3 CJIeIyIOIUX

IeMCTBUM:

— BbIbepuTe NMyHKT KoMaHAHOTrO MeHI0 Coobienue > IIpucBouTh MeTKy > Y IajauTh BCe

MeTKH,

— IOEeJIKHUTEe II0 CTPOKe JII000ro COO6H.I€HI/I$I HpaBDI:I KHOIIKOM MBIIIA YW BBIIIOJIHUTE

KOMdHAY KOHTEKCTHOI'O MEHIO HPI/ICBOI/ITL MeTKy > Y,lIaJII/ITb BCeé MEeTKH;

— Hd IIdHeJIM UTHCTPYMEHTOB HaXXMUTEe KHOIIKY MeTka u B BBEITIAIAIOIIIEM CIIMCKe BbI6epI/ITe

KOMaHJly Y JaJIMTh BCe MeTKH;

— eCJIM B CIIMCKe BBLIJIeJIeHO OJHO COOOIIeHre, B 00JIaCTH IPOCMOTPA COOOIIeHHS HAXKMUTE

kHOnKy ¢¢o (Bosbme meicrBuii). Broibepute mnyHkT IIpucBOMTH MeTKY U B

OTKpPbIBIIEMCA ITOAMEHIO BbI6epI/ITe KOMaHAY YnaJme BCeé METKH,

— HaXXMUTe KJ1aBuilly ¢ nudpoit 0 Ha Kj1aBUaType.

5.11.6 Yaanenue MmeTku

JIto6yt0 MeTKy MOXKHO YIalIUTh. J{j1s1 3TOr0 BBIIOJIHUTE Clle[lyiolye AeCTBUSL:
1. Ortkporite Briagiky HacTpoiiku ofHUM U3 CIeAyIOMKX CIIOCOOO0B:

— BblOepuTe IyHKT KoMmaHAHOrO MeHI0 Coobmenue > IIpucBouts MeTky >

anaBJIeHne METKaAMH;

— HIeJIKHUTe I1I0 CTPOKe JII000ro COO6H_[F_‘HI/I$I HpaBOfI KHOIIKOH MBI W BBIIOJIHUTE

KOMaH/ly KOHTeKCTHOro MeHIo IIpucBonTs MeTKy > YipaBiieHHe MeTKaMH;
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— Ha I[IdHeJId HWHCTPYMEHTOB Ha>XXMHTe KHOIIKY MeTka u B BhbIIIaJida0onieM CIIMCKe

BbI6€pI/ITe KOMaHOY YIIpaBJIEHI/IB MeTKaMH;

—eCId B CIHCKe BBIIeJICHO OOHO COOOIeHue, B 00/aCTH IIPOCMOTPAa COOOIIeHUS

HaXMUTe KHOIIKY “=o (Bosbie meiicrBuii). Beibepute nyHkT IlpucBouTh METKY 1

B OTKpPBIBIIEMCS ITIOAMEHIO BI)I6epI/ITe KOMaHOY anaBJIeHne METKaMH.

2. Bo Britagike HacTpoliku BblleniiTe TpebyeMyto MeTKy U Ha)KMHUTe KHOIIKY Y JaJIMTh.

5.12 OT™mMeTKa COOOIIeHHIT

5.12.1 OTMeTKa NPOYUTAHHBIX UM HEIIPOUYNTAHHBIX IHCEM

HznauanbHO IoJIydeHHOe IMHNCbMO HAaXOIOUTCA B CTaTycCe «He MNpoOYUTAHO», U IIOMEeYeHO

CHMBOJIOM (cm. PucyHnok 33).
10l RO Tema

e MpurnaweHuwe Ha

0 MpepsapuTensHO

Pucynok 33 - HenpountanHoe coobiiieHue

Y1oOBI OTMETHUTH OJHO HJIM HeCKOJIbKO COO6H.I€HI/II‘/II KdK IIpOYHMTaHHbIE WA

HEIIPpOYUTAHHbBbIE, BbIJeJINTe UX B CIIMCKe U BBITIOJIHUTEe OJHO U3 CJIeAYIOIINX JIeMCTBHM:

— BbIOEpUTe MyHKT KoMaHIHOTO MeHI0 Coobmenue > Otmerurs > Kak npouuranHoe /

Kak HeImpoYnuTdaHHOe.

— IMeJIKHUTE I10 BbIAeJIeHHBIM COO6H.I€HI/I$IM HpaBOﬁ KHOIIKOM MBIIINA U BBHIIIOJIHUATE KOMdHOY

KoHTeKCTHOTO MeHI0 OTMeTHnTh > Kak npountansoe / Kak HenpounTanHoe.
— B CTPOKe, COOTBETCTBYIOIIeH HeoOXOIMMOMY COOOIeHHIO, IIeJIKHUTe 10 MapKepy

(cM. Pucynok 34), pacmonoxenHomy B cronbrme O (CopTHpoBaTh MmO NpH3HAKY

NMPOYTeHNSI);

— eCJIA B CIIMCKe BBIIeJIeHO OIHO COOOIeHue, B 06JIaCTU IIPOCMOTPa COODIIeHUs HaXKMUTE

KHOTKY === (Bosbie elicTBHIT) U B BbINIAJIA0IIEM CIIMCKe BblOepuTe MyHKT OTMeTUTH

KaK ITPOIYHUTaHHOE / OTMeTHTh KaK Henmpo1uTdaHHOe.
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— B QHIVIMKWCKOM pacKJIaJIKe KJIaBUaTyphbl HAXKMUTe KilaBuiry M.

3 ol o Tema

=)

MpurnaweHwWe Ha

=

MpegsapuTensHo

Mpegnowenue no

Pucynok 34 - OTMeTka coo01iieHUsI Kak HEIIPOYUTAHHOE

5.12.2 OT™MeTKa NPOYUTAHHBIX COO0IIEHUII 3a IIepHo]] BpeMeHH!

CyiiecTByeT BO3MOXXHOCTb OTMETUThb KaK IIPOYMTAaHHbIe COOOIIeHHUs, IOJy4YeHHble 3a
3aJlaHHBIA TIePHOJT BpeMeHU. [[i1 3Toro B CIHMCKe COOOIeHUH OTKPOMTe KOHTEeKCTHOe MEHI0 U
BbiOepuTe OTMeTHTH > Kak mpouurtanHsbie mo jmare. Ha skpaHe MOSIBUTCSI IWAJIOrOBOe OKHO,
MO3BOJISIOIIlee BBECTH IE€PHO]I IOCTYIUIeHUs COOOIIeHWM, 3a KOTOpPBIM Bbl XOTUTE OTMETHUThb

coo0IeHNs KaK IpounTaHHble (cM. PucyHok 35).

OTMeTUTE cooBILEHUA Kak NpOYMTaHHEE NO JaTe k4

OTMETUTE coOBLEHMA KaK NPOYMTaHHBIE C | 1&.05.2[]22] ]

no: | 26052022

orums

Pucynok 35 - OTMeTKa IpOYUTaHHBIX COOOIeHUH 3a ITepruoj] BpeMeH!

5.12.3 ITomeTKa CO0OOIIeHHIT KAK CIIaM

HJISI TOr'0 YTOOBI IIOMETHUTD COO6HI€HI/IQ KaK CIIaM, BblJejinTe ero B CIIMCKe KW BBIIIOJIHUTEe

OIHO U3 CJIeYIOIIUX NeVCTBUIA:

— BbIOepUTe MyHKT KoMaHIHOTO MeHI0 Coobienue > Ormerutsh > Kak cnam;

— IIeJIKHUTe II0 CTPOKe COOOIIeHUs] NPaBOM KHOIIKOW MBIIIM U BBIIOJIHUTE KOMaHIy

KOHTeKCTHOro MeHi0 OTMeTuTh > Kak cnam;

o o L
—B OO/JIaCcTM TPOCMOTPa COOOIIEeHWs] Ha TMaHeJdu JeWCTBUM HaKMUTe KHOMKY ‘.

(OT™MeTHuTB 3TO COOOIIeHre KaK CliaM);
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— HaXXKMUTe KHOMKY J Ha KjaBUaType.

CoobmieHre nnepemecTuTcs B nanky «Crnamy.

Jlyist Toro uToOBl BepHYTh COoOIleHHe U3 mankud «Cram» B UCXOIHYIO MArKYy, BBITIOJIHUTE

OIHO U3 CJIeYIOIIUX NeVCTBUIA:

— BbIbepuTe MyHKT kKoMaHAHOTO MeHI0 Coobienne > Ormeruts > Kak He cnam;

— HIeJIKHUTe II0 CTpOKe COOﬁH.[EHI/IH HpaBOfI KHOIIKOM MBI M BBIIIOJIHUTE KOMdHOY

KOHTeKCTHOro MeHmo OrMerurs > Kak He cnam;

— B 0o0macTu IMpOCMOTp4a COO6H.I€HI/I${ Ha MaHeJIM JeMCTBHUM HaXKMHTE KHOIIKY He cniam

(OT™MeTHuTb 3TO COOOITIeHHe KaK He CIlaM);

— HaxkmuTe codetanue kiaBui Shift+J/ { Shift+J na kmaBuaType.

5.13 Pabora ¢ ¢aramu

JIroboe coobiieHre B CIIMCKe MOXXHO OTMeTUTh (pyiarom ™, 4ToObl 06J1erYuTh ero MoucK B

JaJIbHeMIlIeM.

OtMeueHHbIe COOOIIEHMSI XOPOIIIO 3aMeTHBI ITPH MTPOKPYTKe CIKCKa BpyuHyto. Kpome Toro,

JJIA IIOMCKa JdHHBIX COO6H.[€HPIIZ IMpeayCMOTPeHbI MHCTPYMEHTbL Cl)I/IJ'IpraI_[I/II/I N COPTUPOBKH.

5.13.1 OTmeTKka coobmeHus ¢piarom

YToOBI OTMETUTH OJHO WJIM HEeCKOJIbKO COO6H1€HI/II‘/1 (bHaFOM , BbleJInTe JaHHbIe

COO00IIIeHNs B CITMCKe U BBIIIOJIHUTE OHO U3 CJIeIyIOMX AeHCTBUM:

— BbIbepuTe MyHKT koMaHAHOTO MeHI0 Coobienue > Ormerurs > Puar;

— [IIeJITYKOM HpaBOﬁ KHOIIKM MBIIIIN OTKpOIZTE KOHTEKCTHOE MEHIO U BBIIIOJIHUTE KOMdHIOY

OtMmeruTs > Pjar;
— B CTPOKe, COOTBETCTBYIOIeH HEe0OXOAMMOMY COOOIIEHUIO, MIEJIKHUTE 110 MapKepy

(cMm. Pucynok 36), pacrionokeHHOMY B CTOJOIe R (CopTupoBaTrh IO HATHYIHIO

¢daara);

— B QHIJIMKMCKOM packjiaike Ha>)KMHUTe KJIdBUIITY S.
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1|l B W Tema

Tl MpurazweHue 4a

] MpegsapuTenbHO

NpegnomxeHune ac

PucyHnok 36 - OTtmeTka coobiienus ¢piaarom

B cTpokax BbIOpaHHBIX COOOIIIEHUH, B CTO/IOIE N (CopTupoBarh no Haau4uio ¢Jiara)

otobpaszutcs ¢ar

YT0o6B! ynanuTth uiar, BbijiesiuTe TpebyeMble COOOIIeHUS U BBIIIOJIHUTE OJTHO M3 ONKUCAHHBIX

BBILIIe JIeMCTBUMI IIOBTOPHO.

5.13.2 ITouck coobienwuii ¢ ¢parom

s ObicTporo mowucka coobmeHud ¢ ¢iaroMm BOCIIOJIb3yHTeCh MHCTPyMeHTaMU

bUIbTpaui ¥ COPTUPOBKH.

YT06Bl OTOOpa3uTh B CIIMCKe COOOIIeHUs] TOJIbKO C ¢uiaroM ™, Ha HaHeau ObICTPOrO

EDI/IJ'[I:;!Qa Ha’>XMHUTE KHOIIKY F ¢ﬂar . UTOOBI OTMEHUTH IIpaBHJIO (l)I/IJII)TpaIII/II/I, Ha’XMUTe JaHHYIO

KHOIIKY ITIOBTOPHO.

YT06BI COPTUPOBATH COOOIEHUs IO HAJMWYMIO ¢Jiara ¥, IeJKHUTe 110 3ar0JIOBKY CTOJOa
N (CoprupoBars o Hasmunio ¢uiara). Bce coo0biienus:, otMedeHHble ¢iiarom ™, orobpassTcs B

Ha4aJjie CIIMCKa COO6m€HHﬁ. HpI/I IIOBTOPHOM IIIeJT9Ke I10 3dI'0JIOBKY CTOJ'I6LIa I:j (COpTHpOBaTL

o Haymm4uio pjiara) Bce coobIIeHUs], OTMedeHHbIe GJiarom ™, 0ToOpa3sTcs B KOHIIe CIIMCKaA.

YT06BI OTMEHUTb COPTUPOBKY IO HAIMYMIO ¢uiara ™, OTCOPTUPYHTe COOOIIEeHHs B CIHCKe

10 IPyroMy NpU3HaKy (Hampumep, 1o Aate).

5.14 KonupoBaHue 1M nepeMelieHHe COOOIIeHUMH

Yr1obbI KOIIMPOBATHb WJIK I1epeMeCTHUTb OJHO WJIIM HECKOJIbKO COOGH.[QHHI:I B APYI'YIO IIAIIKY,

BBITIOJIHUTE Clleyroye JIeVCTBUS:

1. Breimesure cooOIieHUs B CITUCKe.
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2. Brmosnaure KOMdHJYy KOIIMPOBaHUSA WM IIepeMelieHrusa OIHMM K3 Cleaylonux

CII0CO0OB:

—BbIﬁepI/ITe ITYHKT KOMaHIHOTI'O MeHIO Cooﬁmenne > HEPEMECTI/ITB B IIAIIKy WA

Coobienue > KonmpoBaTh B naInky;

— IIIeJIKHHUTe IIO BbIJeJIeHHBbIM COO6H_[€HI/IHM HpaBOﬁ KHOIIKOM MBI U BbI6epI/ITe

KOMdHAY KOHTEKCTHOI'O MEHIO HEPEMECTI/ITB B IIAIIKYy WA KOIII/IPOBHTI) B IIAIIKY.

3. B OTKPbIBHIEMCA IIOMEHIO YKaxxure MaIIKy, B KOTOPYIO HeO6XO,I[I/IMO

HEPEMECTHTB/CKOHI/IPOBEITB BbIJIeJIeHHbIe COO6H.[€HI/ISI.

5.15 BeICcTpBIil QUILTP cOOOIIEeHUIT

[Tanens OvicTporo ¢uibTpa NpegHasHadeHa [yisi QUIBTPAllMM CIMCKA COOOIEHUH IO

Pa3IMYHbIM [TapaMeTpaM.

YTO6BI CKPBITH/0TOOPA3UTh NaHelb OBICTPOro QUIILTPA, BBIIOJIHUTE OAHO M3 CJIeYIOIIUX

IeMCTBUM:

—B KOMaHJIHOM MeHIO CHuMHTe/riocTaBbTe ¢iiakok Bua > IlokazaTts / CKpBITH >

IIanens 0bIcTpOro puiabTpa;

ﬁ e
— Ha [aHeJI¥ MHCTPYMEHTOB IIPHJIOKeH s Ha)KMHUTe KHOIKY ! BblcTRbid gunetp

— gaxxmure couetanue kiasuml Ctrl+Shift+K/ ¢ Shift+3Cmd+K.

B okHe coobrieHuit OSIBUTCS MTaHeb ObICTporo ¢ouibTpa coobienui (cM. PucyHok 37).

Cospare {Z] Agpecwarwwmra  [7] 3agaun [T Hanewgaps  [1) Mema v 7 Boicrpeidunsp (b CiHxpomMzaums

# @ HenpouwTakHoiz ™ Onar & Howrakt @ Meten [ Bromesia 20 cocbmermii Smarnav [

Npuraawerne #a cepueo cobemui «063ops 15/07/2022, 12:00 (GMT+02:00) elena smirnova Btachwr myatfice ru

n NpHEATS +a cepuso cobibmii «Mpoext 1 05/07/2022, 11:00 {GMT+02:00) VW admin@techwrmyoffice.n
Pucynok 37 - [1anens 6picTporo ¢punibTpa coobIeHui

— HaXXMuTe KHOTIKY # 715 pukcanuu GuibTpa Mpy MepekItoueHUH Marok;

— Ha)XXMMTe KHOIIKY ® HenpountaHHbie i oToOpa’keHUs] TOJIBKO HENPOYUTAHHBIX

COOOIIIeHUH;

— HaXXMUTE KHOIIKY ™ ®nar 1St OTOOpakeHUsI TOJIbKO TTIOMe4YeHHbIX COOOIeHNH;
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[ ] o -
— HQXXMUTe KHOIIKy ™ KOHTaKT g OTOOpaKeHHsI TOJBKO COOOITIeHWH OT JIIofied M3
Ballleil aJipeCHOM KHUTH;

— HaYKMUTE KHOIIKY 8 MeTku IU1si oTOOpakeHUs! TOJIbKO COOOITIeHUH, UMEIOIIUX METKH;

— HQXXMUTe KHOIIKY (' BnoxeHmn IUIs 0TOOpaXkeHWsl TOJIbKO COOOIIEeHHWH, MUMEIOIHUX

BJIOJKEHH A,

— WCIIONIb3YyHTe 1oJjie GuibTpa s BBOJIA I1abI0Ha TOUCKA.

HJ’IH Cl)I/IJ'II)TpaLII/II/I COO6H.I€HPII>1 II0 TEeKCTY B npaBoﬁ YaCTH IIaHeJIM HaXOIWTCs IIojie BBOIA

n1abnoHa ¢punsTpanuu. [Ipu BBoze Tekcra:
— IIOSIBATCSl KHOIIKM, IIO3BOJISIONIME BBIOpaTh IOJsI, K KOTOPBIM OynleT IpUMeHeHa
¢dunprpanys: OrnpaBurermo, IlosydaTtensm, Teme, Teiy;
— OyZleT U3MeHATBbCS COfep XKUMOe CIIMCKa COOOIIeHUN;
—ClleBa OT Mo BBoja OyneT oToOpaXkaTbCsl TeKylllee KOJIMYeCTBO —COOOIIeHHH,

COOTBETCTBYIOIIMX JAHHOMY QUIBTPY.

5.16 Hacrpoiika ¢punbTpanum coodmeHuii

s penmakTupoBaHuss GUILTPOB COOOIEHWN BbIOEpHUTe MYHKT KOMAHIHOTO MEHIO

HNucrpymenTs! > ®uiabTpbl coodmenuii. Ha skpaHe MOsSIBUTCS /1MalioroBoe OKHO YIIpaBlIeHUS

dunpTpamu (cM. PrucyHok 38).

4 DPuabTpel coobLueHnii - O x
Dunetpol ans: | G2 Mouta gna «alexandrsmirnov@techwr.myofficerus v louMcK GUALTROS Mo WMEX
BiniougHHeE WNLTpE 33MYCKIOTCA SETOMATHYECKH B YKAZAHHOM HIKE NOPAAKE. 1 duneTp
Hran punetpa Brnwoden COzaTE... b

CrampHos

WzrnaeHume,
AANWTE
B nagano
Eraue
Hua
B koHEL
JanycrwTs BuiBpantsie dwnsTpel B nanke: [ Bxoaswme Ha Mowra gna =alecandrsmimo., ¥ JamycTHTE Xypuan punetpos

PucyHok 38 - JluanoroBoe OKHO yIipaBiieHUs] PUIBTPAMHU
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B crmmcke OTO6pa)KaIOTC$[ Cl)I/IJ'[prbI, CO31dHHBIe OJId BbIﬁpaHHOﬁ I1aIIKH.

Jl1st paboThl ¢ GUIBTPAaMU IOCTYIHBI CIIeTyIOIe T1eUCTBUS:

- HCHOHBBYP'ITE IepeKk/IrovdaTeiib cI)I/IJII)TIJI)I I B5160pa I1aIIKH;
- HCHOHBBYP'ITE I10JIe IIOMCKa Cl)HJ'IprOB JJIs1 TIOMCKa Cl)I/IJ'Ipra 110 UMEHU,;

— HaxxmuTe KHOTIKY Co31aTh Ui CO3IaHUSI HOBOTO QUIILTPA;

— eCJI1 B CIIUCKe BbI6paH Cl)I/IJ'[pr, TO IIPHU HAXXATHUH KHOIIKKA COBII&TI) B BBIIIaJdOIIEM
MeHIO 6YI[eT OOCTYyIIHA KHOIIKa KOHI/IPOBHTL, HaXXMuUTe ee MO CO30dHHUdA KOIIMH

BbIOpAHHOTO PUITBTPA;
— HaXKMUTe KHOIKY Y RAJIMTh IS yIaJleHus QUIIbTPa;

— JUISl HABUTAIIUU 110 CITIUCKY GWIBTPOB UCTIOJIb3yWTe KHONIKKM B Hauaso, Beime, Hu:xe, B

KOHeIL;

— Ui 3amycka ¢puibTpa BbIOepUTe MaNKy B BbIaAalolleM MeHI0 3allyCTHTh BHIOpaHHbIe

(l)HJIprbI B IIAIIKe, 3dTEM HaXXMUTE KHOIIKY BaIIyCTI/ITI);

— HakmuTe KHONKY MlypHan ¢uiabTpoB [Jig 0ToOpaXkeHUs! XKypHaia, B KOTOPOM cobpaHa

WCTOpYs IPUMeHeHUs! PUIIbTPOB.

HJ’IH TOTO, YTOOBI IMIpUMEHNTDb Cl)I/IJ'IprbI K IIaIlKe, BbI6epI/ITe ITYHKT KOMdHIHOI'O MEHIO

HNucrpyments! > IlpuMenuts ¢uiabTpbl K mamke. /[ Toro, 4yTobbl NPpUMeHUTb QUIBTPHI K
KOHKPeTHOMY CO00IIeHHI0, BbIOepUTe cOobllleHre B Ialke 3aTeM BblbepuTe MyHKT KOMaHAHOIO

MeHi0 UacTpymenTs! > IIpuMeHHTH QUIBTPHI K COOOIIEHHUIO.

5.17 Co3manue puabTpa COO0IIeHUI

Jliist co3nanust GUIbTPa COOOIIIEHUM BBIMOTHUTE OJTHO U3 CIeAYIOMIUX JIeMCTBUH:

— BbIbepuTe MyHKT koMaHAHOTo MeHI0 Coobienue > Co3gath QUIbTP;

— BbIOepuTe NYHKT KOMaHIHOrO MeHI0O MHcTpyMeHTHI > PUIBLTPBHI CO00IIEHHH, B

OTKPBIBILIEMCSI [IHaJIore PUILTPOB HAXKMUTe KHONIKY Co31aTh;

—B OKHe IPOCMOTpa COOOIeHUs] HaBeJWTe KypCOp Ha IOYTOBBIM aJipeCc M BBI3OBUTE

KOHTEKCTHOe MeHI0 U Hakmute Co3gaTh GUIBTP H3.
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Ha sxpaHe 1osiIBUTCS 1MajioroBoe OKHO CO3[1aHus ITpaBwl GuibTpanuu (cM. Pucynok 39).

Mpassmna GUALTRayUs et

Mpr dwnetpa: | From Elena
MpumenaTs $ruaLTp NpA:
3anycke BpyuHyo

MonyueHne Hoeoi noutel DUNETPOEATE NEPE] FHANHIOM H3 CMaM ¥

Apgroaunn
Mocne oTNpagky NoWTeEl

Mepuoguueckn, pas g 10 MuHyT
o Branoaxerm scex yonoeni Boincanennu awbore uz yoenosni Bes kakux-nubo yonoeri

Or ¥ | cogepauT “ | Elena +

MponaeoanTs CRELYHOLIME AEACTEHA!

Mepemectnmo coobue... v = Bxoaawme Ha Mosta gna «alecandr.smimovitech.., e

QK Orsiena

Pucynok 39 - [luanoroBoe okHO CO31aHUS TPaBUI GUIIbTPAIIUN

st co3nanust GUIIbTPa BBIIOJIHUTE ClIeyIollye IeUCTBHUS:

1. Boibepute Ha3zBaHue GbUIbTPA.
2. Boibepure cobbITHe 3amycka GpuibTpa:
— IIpU 3aIlyCKe BPY4YHYIO;
— IIpU NOJTy4YeHUH HOBOM TOYTHI;
— IIpY apXUBAIlUH;
— I10CJIe OTIIPaBKH MOYTHI;

— ¢ nepuogoM 10 MUHYT.

3. Chopmupyiite ycioBue cpabaTbiBaHMs GuIbTpa, [JIs1 3TOr0 BbiOepuTe I10JIe
dwnbTpanuy, yciaoBue U IabiioH. I[Ipy HEOOXOAMMOCTH MOXKHO CO3[aTh HECKOJIbKO

YCJIOBUH.
4. CdopmupyiiTe neiicTBUS ISl [TMCEM, COOTBETCTBYIONUX YCJIOBUSIM JIaHHOTO GUIIbTPA.

5. Haxxmure xHonky OK, ¢uwibTp OyneT co3nmaH, Ha 3KpaHe IMOSBUTCS UAJIOrOBOe OKHO,

coJiepzKaliee CITMCOK BCeX Cl)I/IJII)TPOB.
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5.18 HacTpoiika aBTOMaTHYeCKOr0 OTBeTa

Cy1miecTByeT BO3MOXHOCTb  OpraHM3alliM  aBTOMAaTMYeCKOro OTBeTa Ha IKMCbMa
MOCPEe/ICTBOM CO3/IaHMsl [AabJioHAa W JajbHeWIled HacTPOWKM (uiIbTpa COOOIIEHUN C

HCIIOJIL30BAHMEM 3TOrO I11abJIoHa. HJ’IH HaCTpOﬁKH dBTOOTBeTd BbIIIOJIHUTE ClieAyrolre JEerCTBUS:

1. Cospaiite m1abaoH nucbMa aBToOTBeTa. Co3faiiTe HOBoe COOOIIeHKe, 3aTeM COXPaHUTe

ero Kak IMabJoH IMOCPeACTBOM BBITIONIHEHUsT KoMaHbl Paitn > CoxpaHHTH Kak >

II1a6J10H.

2. Hacrtpoiite ¢unbTp cOOOIIeHUM, WCIONb3ysl AaHHBIM MmabioH. [ns 3Toro cosmauTe

HOBBIM PUIILTP COOOIIeHHH, 3aJlanTe HEO6XOI[I/IMBIE yCJIOBUSA (l)I/IJIpraI_II/II/I, d B KadeCTBe

neiictBus BeiOepuTe OTBeTHTH IO MIa0I0HY (cM. Pucynok 40), 3aTeM B BbIa/latoliem
criicke BbIOepuTe HeoOXomuMmbli 1mabsioH. Haxkmute OK, ¢unbTp aBTOOTBETa OyIeT

co3gaH.

Mpaewna GrAETpaALHA X

WA duaeTpa:
MNpumenaTe $uasTp npm:
3ANYCKE BRYUHYHD
Monyenun HoBoA NovTe: | DUAETROBATE MEPes aHAANMIONM Ha Cnam
Apxnsaumnm
Mocne oTNPAEKKH NoHTEL

Meprognuaeces, pas e 10 saumyT

) Bunonnensu ecex yonoewii EeinoaHesnn AGoro U2 yonoeda Bez kakux-nubo yonoewa

Or w COBNARIET C ¥  alexandersmimovBtechwr@mycf,  + -

MpouseoauTe CASTYOLLME AERCTEMAS

OTeeTuTe No Wabnony b +

I ‘fou have been mentioned by Elena Smimova || |

QK Ormaena

Pucynok 40 - Mcnionb3oBaHMe MIa0IOHOB IPY CO3/IAHUHU TTPaBHIIa pUIIBTPAITUHA
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5.19 O6cyxnenus

Pexxum oOcy>x/ileHHs 103BOJIseT OTOOpaXkaTb COOOIeHUsI B HepapxuieckoM Bupe. ITO
y0OHO HCIIOJIb30BaTh B CUTYyallUsX, KOTJAa HECKOJIbKO JIIOfled OTBedaloT Ha COOOIeHUs B

PacCCBLIKe.

,HJ'[SI npeacTraBjieHUs CIIMCKa IIHMCeM B BU]E O6CY)KJ1€HI/IH Ha IIdHeJIM HWHCTPYMEHTOB

Ha)KMUTEe KHOIKY BbI30Ba MeHI0 — (MeHi0 MoitOduc IToura), B OSBHUBIIEMCS MEHIO BhIGepHTe
Bup > CoprupoBka > Ilo obcy:xnmenusm. [y Bo3BpaTa B MCXOJHBIM BUJ BbiOepuTe Bum >

Coptuposka > He no o0cy:xneHusaM.

B pexxume o6cykieHHSI OKHO CO CITMCKOM COOOITIeHWH BBITVISJIAT CJIeyIOIMM 0Opa3oM

(cm. Pucynok 41).

T e e v HanomwuHaHue o cobibiTMiM HanoMMHaHKUA EneHa CMupHOBa Eneda CMHpHOBA
HanomwuHaHWe o cobbiTMK HanomMHaHWA Enena CMupHoea Enena CrmpHosa

HanomuHauue o coObITMM HanoMMHaHKUA Enena CMMpHOBEa Enena CrmpHoEd
Pucynok 41 - OTobpakeHue CIiMcKa COOOIIEeHUH B BUIe 00CYKIeHUI

Cy1iecTByeT BO3MOXHOCTb BBITIOJIHEHUSI JIeWCTBUSL JUIsi BCeX COOOINIeHUN B BeTKe
obCyXIeHrs - HalpuMep, YAAIUTb, 3aapXWBHPOBaTb WIM INOMeTUTb UX. [ljis 3TOro BbIAeINTe
CBEpHYTYIO BeTKY M BbIOepUTe COOTBETCTBYIOIlee JIeWCTBUe, HallpuMep, HUCIIOJIb3ysl KOHTEKCTHOe
MeH10. [lo-mipexkHeMy BbI MOXKeTe BBINOJHSATh JEMCTBUSI JJis JIIOOOTO OTAEJbHOTO COOOIeHus,

pa3BepHYB BeTKY U BbIOpPAB HE0OX0/IMMOe COobITeHue.

Ecmu pa3roBOp B CIIMCKE PACCBUIKK BAaC He MHTepeCyeT, Bbl MOXeTe ero IIpOITyCTUTb. 1O
CKpoeT (HO He y,HaJ'[I/IT) BeTKY M3 Balllero CIIMCKa COOGH.[EHI/II\/'I " OTKJIIOYUT yBeJOMJIEHUA O HOBOM

mo4yTe Aj1d HOBBIX OTBETOB.

5.19.1 ITponycTuTh 00CYy:)KTEHIE

HaHHaH BO3MOXHOCTb HCITIOJIB3yeTCd IJid CIIMCKOB PACCBIIKH. OHa M03BOJIUT HE YUTATh
OCTaJIbHYyI0 YacTb pa3roBopa, KOTOpas BaM He OYeHb WHTEpecHa, HO IPHU 3TOM OCTaBUTh

BO3MOKHOCTD CJIeInTb 3d BCeMU JIPYI'MMHU pa3roBOPaMHU.

YTo6Bl MpoOnmycTUTH OOCYXAeHHe, IIeJIKHATe II0 HeMy IIPaBOM KHONKOW MBI U B
BbIlIaJlatoiieM MeHIO BbiOepuTe IlpomycTuTh o00Cy:kmeHue, b0 Hakmurte kiaBuiry K. 9To

MIO3BOJIUT ITIOMETUTD BCe COOOIIeHHs B BLIOpAaHHOM pasroBope Kak IMpOoITyIleHHbIe.
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5.19.2 IIponmycTHTH BeTKY 00CYKIeHHS

JlaHHasi BO3BMOXKHOCTh Tox0Xka Ha IIpomycTuTh 00Cy}meHHe, HO MPOIMYCKAIOTCS He Bce
COOOITIeHUs BeTKH, a TOJIbKO Te, KOTOpble HAYMHAIOTCS C TEeKYIero CooOIeHus. JTO MOXXHO
WCIIOJTb30BaTh JIJIS TPOITyCKa pPa3rOBOPOB, KOTOpBbIE BBIXOMAT 3a PAaMKH TeMbl HAuWHAsl C

ornpeJieJIeHHOI'O OTBeTd.

Y106l IPONTYCTUTH BETKY OOCYX/IeHHUs], IeJIKHHUTe [0 HeMy IpaBOM KHOIIKOW MBIIIM U B

BbINIaflatolieM MeHIO BbiOepuTe IIpomycTHTH BeTKy 00CYMIeHHs, MO0 HaXXMHUTe CO4YeTaHHe

xyiauil Shift+K/ ¢ Shift+K.

5.19.3 OTcnexxuBaTh 00CyKIeHHE

JlaHHasE BO3MOXXHOCTb HCIOJIb3YeTCs IS CIKWCKOB HOBOCTeW, KOTOpble Ba)XHBI IS
1oJib30BaTesisl. YToObI OTCIIe[IUTh WIK MepecTaTh OTCJIeXXHUBAaThb HOBOCTHYIO BETKY, IIEJIKHUTE 110
Hell NpaBOM KHOIKOM MBI W B BbINAJAIONIEM MEHI0 BbIOEpUTe/CHUMUTE IepeKIIovaTellb

OTcnexuBarh 00CyxIeHMe.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

78



MounOdonc

5.20 ITonck cooOIIeHM B TanKe

Jlis morcka coobiieHus BeiOeprTe MyHKT KoMaHaHoro MeHio IlpaBka > Haiitu > Ilouck

coobureHni, MO0 Bocmomb3yiTech codetanwem kjaBuin Ctrl+Shift+F/ ¢ Shift+$Cmd+F. Ha

SKpaHe TOSBUTCS JUAJIOTOBOe OKHO MTOMCKA CoobIeHuit (cM. PucyHok 42).

4 Mowce cooBuyennii.,. — 0 W
Mekate B nanse: E Exogaume na Moura ana salexandrsmirmnov@techwrmyoffice.rus m
Bicnpauan EnoseHHEE NANKA OuseTuT:
3aMyCTHTE MOWCK HA CEpEepe
ﬂ BLaNonHEHHMN BCEL yONOBMIA BrinoaHeHws nnbore u3 yonoesi
Tema b COMEEAMT i Elena -
Fm ol Tema ArTOp Koap.. | Pacnonoseduwe 2
[Echo] You have been mentionad by ... Elena... .. Bxogauwme
[Echo] You have been mentioned by .. Elena... .. Bxogrwme
[Echa] You have been mentionzd by . Elena... ... Bxogawue
OTHpEITE MNepemecTuTs & ELTNS OTEpEITE B NanNKE CoxpannTs Kak BHPTYANsHYHD Nanky
HAAZEND 3 COBNAAEHIA

Pucynok 42 - JInanoroBoe OKHO IOMCKa COOOIIEeHUIH

J1J1s1 TIOMCKa ajipeca BBHITIOJIHUATE CJIeyIOIIe TIeUCTBUS:

1. Bribepute MecTo novcka (KOHKpPeTHYIO MaIKy).

2. HactpoiiTe 1oOMCK BO BJIOKeHHBIX IaIlKaxX IlepekjtodaTesieM Bkiodass BiloOkeHHBIe

NaNKH.

3. Bribepute B/ 1orcka (Ha cepBepe/JlIOKaIbHO), UCIIOJIb3Ysl MlepeKytoyaTellb 3alyCTUTh
IIONICK Ha cepBepe.

4. ChopmupyiiTe 3ampoc TOMCKA, IJIi 3TOrO Bbibepute Toje sl MOHWCKA, YCJIOBHE U
ma6s1oH. [Ipr He06X0AUMOCTH MOXKHO CO31aTh HECKOJIBKO YCIIOBHH.

5. Haxkxmure xHonky HalTH 7151 Hayaia Moucka 10 33/IaHHbIM YCJIOBHSIM.

6. IIpy HamMYMM COBNAZieHNH OHU OYAyT OTOOpPa’KeHBI B ITaHEJIH pe3ysIbTaToB.

7. Haxxmute kHONKY OYHCTHTH /711 OUMCTKU yCJIOBUH IIOMCKa.
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Bribepute cTpoKy c cooblieHVMeM Ha IlaHeJIM HaWJIeHHBIX pe3yJsIbTaToOB, BBIIIOJIHUTE

cleflytolye JIeNCTBUS 71l COOOIeHuS:

1. Haxmure kHOonky OTKpBITH, HAa 3JKpaHe OTKPOeTCS IaHelb peJlaKTUPOBAHUS

COOO0IIeHNd.

2. Haxxmure kHonky IlepeMecTuTh B 1 BbiOeprTe NIANIKY /IS lepeMellleHusl COOOIIeHNSI.

3. Haxxmute kHOTIKY Y JanuTh Ui yAaleHus: COOOIIeHusI.

4. Haxxmwute kHONKY OTKPBITH B IAMKe /IS TOTO, YTOOBI MTMCHMO 0TOGPA3WIOCH B TATIKe,
B KOTOPOM OHO HaXOIUTCS.

5. Haxxmute kHorniky CoXpaHHTh KaK BHPTYQJIbHYI0 INAMNKY /i TOTO, YTOOBI CO3/1aThb

BUDTYAJILHVYIO MIAIIKY U COXPAHUTL B Hee COO6H.I€HI/IE!.

5.21 I'mo0aIbHBINA IIOUCK COODIIeHUS

Jlsist T7io6asibHOrO TIOMCKA COOOIIeHWM BbIOEpUTe MyHKT koMmaHAHoro MeHio IIpaBka >

Haiitu > I''mo6anbHbIH MOUCK, MO0 HAa MaHeId WHCTPYMEHTOB MCIOJb3yHTe CTPOKY BBOJA s

r7100aJIbHOTO TOMCKA ITHMCeM (Hepexon Ha 3TO II0Jie OCyIIeCTB/IdeTCA II0 COYeTdHHUIO KJIaBHII

Ctrl+K/Cmd+K).

B ocHoBHOM OKHe MpUJIOXKEHUA OTKPOETCS HOBAA BKJIAKA C pe3yJibTaTdMH r7100aJIBHOTO

IIOMCKA COOO0IIeHN . JloCcTyHbI pUIbTPAIUS U COPTUPOBKA CIIMCKA.
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5.22 ITouck aapeca

Jlis1 morcka ajjpeca BOCIOJIb3yHTeCh paClIMPeHHbIM peXXMMOM IIOMCKAa B aJIpeCHOM KHUTe.

Bribepute myHKT koManiHOrO MeHio ITpaBka > Hatitu > Ilouck agpecoB. Ha skpaHe mosBUTCS

IIMaJIOrOBOe OKHO MOMCKA B afjpecHoM kuure (cM. PrucyHok 43).

4 PaouwmpeHHbIi peskii oHCKa B ASPECHON KHHE - ] 4
kegro nowcra: E Bee appechsie gHArm b
OuascTHTE:
D Emnonsesin ecex yenoeni BrinafHennn neobora us yenoeni
Cprasmagsa b COAEEEHT » WyOffice +
WHean A INeKTpOHEAR NGNTE OpraHnzaymn Pat., . =}
B, fnevcanap Crnpros slexandremimeav@te v ryvalficeru by Office
Elzra Smmmava elenasmirnovaDiec ber.myvatficeru Pl Dffice
ya ¥
Hamgesa 2 coenagesms

Pucynok 43 - JluanoroBoe okHO IIOMCKa

Il moucka ajjpeca BBIIIOJIHUTE CIle[yIolie IeCTBHUS:

1. Beibepute MecTo moucka (KOHKDETHYIO aJIpeCHYI0 KHHTY, BCe aJ[peCHble KHWIH,
cobpaHHbIe ajipeca).

2. ChopmupyiTe 3ampoc MOWCKaA, JijIsi 3TOr0 BbIDepuTe IoJjie MOKCKa, YCIOBHEe TIOWCKA U

m1a6710H noucka. [Ipy Heo6XOAMMOCTH MOXKHO CO3/1aTh HECKOJIBKO YCIOBHUM.
3. Haxkmure kHotiky HaiiTh 111 Hayasia IOMCKa M0 3aJJaHHbIM YCJIOBUSIM.
4. Tlpu HamM4IUK COBMAZIeHUH OHU OYIYT OTOOpakeHbI B TTAaHEIU Pe3yJibTaToB.

5. Haxxmute kHOnKy OYHCTHTH /71 OYMCTKU yCJIOBUH IIOMCKa.

BbIﬁepI/ITe CTPOKY C aipeCOM Ha ITdHeJIx HalJIeHHbIX Pe3yibTaTOB, BBIIIOJIHUTE CJledylolire

IleriCTBUA U1 aapeca:

1. Haxxmure KHOIIKY CBOﬁCTBa, Hd 3KpPdHe OTKPOETCA I1dHeJIb DeIdKTUPDOBAHKWA KOHTAKTA.

2. Haxxmure kHonky Co3marh, Ha 5KpaHe OTKPOeTCs I1aHeJlb CO3/IaHUsI KOHTAKTa.

3. Hasxkmure KHOIIKY ynaJII/ITL, Ha 3KPdHe OTKPOEeTCA 3aIIPOC Had ydJIeHHe KOHTAdKTd.
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5.23 ApxuBaius co0O0IeHHIt

YTOOBI ITepeMeCTUTh B apXUB OJIHO WJIM HECKOJIbKO COODIIEHUM, BbIIeJIUTe UX B CIIUCKe U

BBIIIOJIHUTE OJIHO U3 CIIeAYIOIIUX IeVCTBUN:

— BbIOepuTe MyHKT KoMaHAHOTO MeHI0 CoobmieHne > ApXHBHPOBATh;

— [IeJJ9KOM HpaBOfI KHOIIKHM MBI OTKpOﬁTe KOHTEKCTHOE MEHIO U BBIIIOJIHUTE KOMdHIOY

ApxuBUpOBaTH;

— eCJIU B CIIUCKe BbIJIeJIeHO OIHO COOO0IeHre, B 00JIaCTH IIPOCMOTpa JAHHOT'O COOOIIeHUS

HaXXMUTe KHOIIKY = (ApxuBHpOBaTH 3TO COO0IIIEHHE);

— eCJIA B CIIMCKEe BBIZIEJIEHO HEeCKOJILKO COOOINeHMi, B 00JaCTU IIPOCMOTPA COOOIeHUN

Ha)KMUTe KHONIKY APpXHBHPOBATh;

— B QHIJIMKMCKOM packjiaike KJIaBUATyPbl HA’)KMHTE Ha KJIdBUIITY A.

Coobmienns nepemecTITcs B «ApXUBb» U OyOyT pa3MellleHbl B IallKe, COOTBETCTBYIOIIEN

TeKyIeMy TOAy, Harpumep, « ApxuBbl / 2023».

5.24 Y naneHue cooOIIeHHit

YTo6bI yHAIUTE OJJHO COOOITIeHKe, BLIIOJIHUTe CIIeAYIOlye 1efCTBHUS:

1. Breimenure coobimieHue B CITUCKe.

2. BrinonHUTe KOMaHy yAajieHus OJTHUM U3 CJIeIyIOIIHUX CIIOCOOOB:

— IIeJIKHHUTe HpaBOfI KHONKOW MBIIIN IO CTpOKe COO6H.[€HI/IH " BBIIIOJIHUTE KOMdHOY

KOHTEKCTHOI'O MeHIO Y Ia/INTh COOGHIEHI/IE;

—B ofbnactu mpocmotpa coobmenus Haxmute kHonky U] (YpamuTh 3T0
CoO00IIIeHHe);

— HaxxmuTte kiasuiry Del.

YTo0OBI YAAJINTb HECKOJIbKO COO6IJ.I€HPII>1, BBITIOJIHUTE Clleyronye IeVCTBUS:

1. Breimesure naHHBIe COOOIEHUS B CIIUCKE.

2. BpimonHuTe KOMaHy yAajieHus OJJHUM U3 CJIeyIOIIKMX CIIOCOOO0B:

— IIIeJIKHKMTe IIO BblJeJIeHHBbIM COO6III€HI/I$IM npaBoﬁ KHOIIKOM MBbIIIIM UM BBIIIOJHUTE
KOMdHAY KOHTEKCTHOI'O MEHIO YIIEUII/ITI) BbIﬁpaHHbIe COOGHIEHI/IH;

— B 00JIaCTU MPOCMOTPA COODIIEHUI HAXKMUTE KHOIKY Y IaJIUTh;
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— HaxxmuTe kiasuiy Del.

y):[a]'[eHHbIe COO6H_[€HI/I${ IepeMecCTdTCs B IIAIIKy «y)laﬂeHHbIe».

5.25 IleyaTs cooOIIeHMIT

JInst ipeIBapyTENILHOTO MTPOCMOTPa COOOIIEeHHUs Tepe/i MevaThlo, HACTPOMKHU ITapaMeTpOB

nevyaTy ¥ AajibHenIIel mevyaty coO0IeHUs BBIOJIHUTE OJTHO U3 CIIeAYIOIIUX JeHCTBUIM:

— BBIIEJIUTE COODIIIeHe U BbIOepUTe MYyHKT KOMaHIHOro MeHio Paiin > IleuaTs;

— BbIJeJIuTe COO6H.[€HI/IE, Ha I[IdHeJIM UHCTPYMEHTOB HAXXKMHUTE KHOIIKY BbI30Bd MEHIO =

(menio MoiiO¢uc Iloura), B nosiBuBIiiemMmcs: MeHio Bbibepute Ileuars;
— BuIenuTe coobienue, Haxxmute Ctrl+P/$€Cmd+P;

— B OKHE IIpeIBApUTeJIbHOI'o IIPpOCMOTpPAa COO6H.[€HI/I$[ Ha’XMHUTE KHOIIKYy @& (BOJII)IIIE

NeMCTBHUH), B BO3HUKIIIEM KOHTEKCTHOM MeHIO BbiOepuTe koMaHy Pacneuarars;

— B OKHe IIpeIBaprUTeJIbHOIr'0 IIPOCMOTPA COO6HI€HI/I}I BBITIOJTHUTE KOMaHAy KOHTEKCTHOI'O

MeHro Pacneuararthn;

— [IIeJT9KOM HpaBOﬁ KHOIIKM MBIIIIKX BbIEJINTe COO6H_I€HI/IE M BBLIIIOJIHUTE KOMAHIOY

KOHTeKCTHOro MeHio Pacrmeuararsb.
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Ha JKpdHe OTKPOETCS IIaHeJIb IIpeJABdpUTeJIbHOI'0 IIPpOCMOTPA W TIIe4dTH COOOIIIeHHS

(cm. PucyHok 44).

L MevaTtk 1 AMCT ByMark
Teas: Bex pacruwal

O TG P |l L OO A
Dara: 11002872 1308

Ramay: a8t revoiz i, o) e et s Mamparens

- [ & Kyocers TASKalfa 3076 v]

Tue. Wer 3%, 3TIE, 18 LY W08 Thwoer

e Ynono Ko

OpueHTaumn

I__‘I KHitsmas I-_"'l AnsSamHan

Crpanmue

Bce ES

Liseropoii pesssa

Bce nactpoiim b

Meyatath, HENOABTYR CHOTERNLIA [row

PucyHok 44 - [lanenb nmeyaTy COOOITIeHUST

ST L CELIRD

Ha maHenu MHCTpyMEeHTOB B IpaBOM YacTU TaHeNd HACTPOWTe IapaMeTpbl medaTu. Jlis
TOoro, 4robbl pacmedatatb coobireHre, HaxxmuTe KHONKY IlewaTh. [[s BbI30Ba CHCTEMHOrO

JraJiora rnedaTtu BbI6epI/ITe CCBLUIKY HeanaTb, HCIIOJIb3YyA CHUCTeMHBIN IUAJIOT.

5.26 PaboTa B aBTOHOMHOM pexxuMe

HpI/I OTCYTCTBUM CeTeBOro COerHeHHSA BO3MOXXHA pa60Ta IMPpUJI0XeHHWd B aBTOHOMHOM

pexume. B stom Cllydae UMEeIOTCA OTIIMYUA OT OOBIYHOTO pexxuma pa60TbI.

1. Ilpu nmombITKe MOTYYUTh COOOIIEHHS Ha 3KpaHe BO3HUKaeT coobieHre "Bel paboraere
B ABTOHOMHOM pexuMe. XOTHTe TOAKIIOYHTHCS JUISI TOJIyYeHHsT HOBBIX

cooomenuit ?"

2. BMecTo OTIpaBKY MChbMa COXPAHSIIOTCS B Tanke YepHOBHKH.
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3. Knonka otmpaBku coobmieHus cogep kTt TekcT OTnpaBuTth mos:xe (cM. PucyHok 45).

4 Cozpadue coobwerdn: (Gez Tembl) - MoRO&uc Noura - o 4
Pain Mpeexa Bua Borassr popuET  HecTpopsn  MHCTpyMeHTEl Cnpaesa
[E_-_ OTnpaenTe rnam.q] '—' MpaBanHcaHMe E‘ BE3ONECHOCTE ~ (9] CoxpaHuTe » '1 BNOHKTE ~
Or Anexcanap CrupHos <alexandrsmimov@iechwrmyelficer.  w Hona  CepeTar somea  JOpaTtHed agpac
Koy [LJ'IE'I'-.'I CMApHCEa <elena smimova@techwr myoffice s J
Tewma

Pucynok 45 - [lanens coobienus B pexxume odpdraiin

L[J'IH BKJIIOYEHHA WM BBIKJIIOYEHUSI dBTOHOMHOI'O peXHMd pa6OTLI PICHOJII)BYFITG ITYHKT

KOMaHJIHOTo MeHi0 Paiis > ABTOHOMHas pabora > Paborars aBTOHOMHO.

HacTtporiku paboTbl B aBTOHOMHOM peXXuMe OIKCaHbl B pasfeiie HacTpoiika mapaMeTpoB

ABTOHOMHOM pPaboThI.
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6 PEJAKTPOBAHME COOBLHIEHHMSA

6.1 OKHO peraKTHPOBAHUA COOOIIEHUS

OKHO pefJaKTUPOBAHUsI MTMChMA BHITJISIAUT CJIeIyIoNmM 06pa3oM (cM. PucyHok 46).

MaHenb 3aronoBKOB CO0BLLEHMA KoMmaHAaHoe MeHH MaHenb MHCTPYMEHTOB
"4 Cozgprime coobiyenna: (Ges Temer) - MyOfficeMail — O e

|@at7u1 Mpaexa Bug BcTasuTe Qopmar HacTpoikn MHCTpyMeHThl  Cnpaska |

JfpaeuTe AL MpaBonucadMe ¥ (5) BE30NAcHOCTbY (5] COXPaHUTBL ¥ U Browuts ¥
Ot | Anexkcangp CumupHos <alexandrsmirnov@techwrmyofficeru= Towta gms v Konws  CkpeiTamkonus  OGpaTHelit agpec
Komy:
Tema:
Afzay ~ || MponopunonansHsiii ~ - BIU A 2 E =~ [I]JV

~ 2 Attachments MpeAncnaraeMbIil pasmep MHCeMa.: 29,1 KB

Kuuralcsv 63 6aitT | M) testl.docx 213 KB
AApec 3NeKTPOHHON No4TLI, COOTBETCTBYHOLLMIA anpEcy B none OT;, He HaiaeH. CooBlueHue ByeT OTNPaBMEHO C UCMONE30SaHHUEM TEKYLLErD x
appeca & none OT: M HACTPOeK afpeca 3NeKTPOHHON NoYTel AnekcaHap ChupHos <alexandr.smirnov@techivr.myoffice.ru=.
Pycckui
WHd opMauMoHHaA naHenb MaHenb BRoOXeHWi MaHene chopmaTupoBaHuA TekcTa [MaHens pegakTUpOBaHUSA

Pucynok 46 - OkHO peJlakTUPOBAHUS TUChMa

ITanenu oxkHa pPedaKTUPOBAHUS COO6H.[€HI/I$I!

1. KomaHpgHoe MeHIO.

2. IlaHeJb UHCTPYMEHTOB.

3. IlaHenn 3arojIOBKOB ITKMCHMA.

4, ITamenb GOpMaTUPOBAHKS TEKCTA.
5. IlaHens pegakTHPOBAHM IIHMCHMA.
6. MudopmalnimoHHas maHeb.

7. Tlanens BIOXeHUH.

6.2 KomanaHoe MeHI0 OKHA COO0IeHus

KomaHiHOE MeHI0 OKHA COOOIIEeHHMsI BBITJISITUT ClIe Ty oIuM obpa3oM (cM. PucyHok 47).
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4 Cozganue cooBwienun: (Ges Temer) - MyOfficeMail — [m] x

@aitn [paska Bug BcraswTe QopmatT HacTpoixu MHCTpymeHTel  CnpaBka |

| Mpaeonucanme ¥ (=) BesonacHocTe ™ (2] Coxpauts v [J Bnowurs v

Or. | Anexkcanap CuwupHos <alexandrsmimov@techwr.myofficeru> [To CKObITaA KOMKA

OGpaTHsIli aapsc
Komy:

Tema:

v BT BIU & =

i

Il

[

Il
<

=
<

ABzal W | | XO Thames

AHrnmiickmit (CLUA)

Pucynok 47 - KomaH/iHOe MeHIO OKHA COOOIIeHUs

6.2.1 Paiin

Mento Paiin cojiepKUT ClieiyIole KOMaH/bl:
1. Co3pmaTh — 1pu BbIOOpPe AAHHOW KOMAaH[Ibl OTKPBIBAeTCS IMOAMEHIO CO CJIeyIOIIHMMU
KOMaHIaMu:

e Cooomienne Ctrl+N/$Cmd+N — co3gath cooblenue;

¢ KoHTaKT afipecHOil KHUTH — CO3/1aTh HOBBIN KOHTAKT;
2. Bnoxuth — 1pu BbIOOpe JAAaHHOM KOMaH/bI OTKPbIBAeTCS MOJMEHIO CO CJIeAYIOIIMMH
KOMaHJ]aMHU:
e ®aitn(er) Ctrl+Shift+A/ {1 Shift+$2Cmd+A - OTKpbIBaeTCsi AMAJIOrOBOE OKHO

BbIOOpa ¢aiiyia, BHIOpaHHBIN (aiii NPUKIIaAbIBAETCS K TUCbMY;

o Be6-CTpa}muy — OTKPBIBAETCA OHUAJIOr'OBOE OKHO BBOId dfpecd Be6-CTpaHI/ILIbI,

KoTopas OyzieT IpwioXKeHa K IMCbMY;

¢ BusutHyio kaprouky (vCard) — nmepeksitoyeHre peXxvMa BIIOXKHTh/He BKJIAJIbIBATh

BU3UTHYIO KdPTOYKY K ITNCbMY;

e HanmoMuuth I1032Ke - BKJIIOUHTh/BBIKIIOUYHUTH pexum HAIIOMKWHAHUA (6]

He0obX0JIUMOCTH BIIOXKEHHUSI.
3. Coxpanutsb Ctrl+S/$Cmd+S — coxpaHuTh Tekylye U3MeHeHUs B [IUCbMe.

4, Coxpann’rb KaK — IIpU BbI60pe JIQHHOM KOMAaH/IbI OTKpbIBA€TCA IIOAMEHI0 CO

clieAyIomurMHu KOMaHIdMH:

e dajiy — nepekitoyaTeslb peXxuMa CoOXpaHeHUs], MUCbMO OyZeT coXpaHeHO Kak ¢aii;

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

87



MonOdounc

e YepHOBHK — 1epek/iovaTesib pekKMMa COXPaHeHUs, MUChbMO OylleT COXpaHeHO B

nanky YepHoBuKH;

e IIIaboH — Iepekyiro4daTesyib peXruMd COXPdHEHHs, IMHUCbMO 6y,11€T COXPdHEHO KdK

1a0JI0H.
5. OrmpasButs Ctrl+Enter/#Cmd+Enter — otripaButh coobiieHue.
6. OtopaBurs nodxke Ctrl+Shift+Enter/{ Shift+$Cmd+Enter — nomectuts nucbmMo B
Hcxopsamue, OTIIpaBUTh TIO3XKe.
7. Ileuars Ctrl+P/¥Cmd+P — oTKpbIBaeTCS CUCTEeMHBIN IUAJIOT IIeYaTH.

8. 3akpsiTh Ctrl+W/%Cmd+W — 3akpbiTie okHa coobienus. Ecii Obi1 HabpaH Tekcr,

CM. 3aKpBITHE TUCbMA 6e3 OTIIPABKU.

6.2.2 IIpaBka

Mesnto IlpaBka coiepXuT ciieAyrolye KOMaH/bl:

1. Ormenurs Ctrl+Z/Cmd+Z — oTMeHUTH TTOCTIeIHee BbIOpaHHOE JeNCTBHe.
IoBToputs Ctrl+Y/3Cmd+Y — noBTOpUTH NIOCI/Ie[IHEe BEIOPaHHOE JeiCTBHe.
Breipesats Cirl+X/s6Cmd+X — Belpe3aTb BblieJIeHHBIN TEKCT.

KomupoBats Cirl+C/s8Cmd+C — xonupoBaTh BblJjeIeHHbIN TEeKCT.

sk N

BceraButs Ctrl+V/:$Cmd+V — BcTraBUTh TEeKCT U3 6ydepa obmMeHa.

6. BcraButh 0e3 popmaTrupoBanus Ctrl+Shift+V/{ Shift+:3Cmd+V — BcTaBUTh TEKCT

6e3 bopmMaTUPOBaHUSI.
7. BcraBurh kak nutaty Ctrl+Shift+O/ 7 Shift+Cmd+O — BcTaBuTh copepxumoe
O6ydepa oOMeHa Kak ITUTATY.

8. Ypamutrp Del — ypanenue BbifiesieHHOro ¢parMeHTa TekcTa. Eciyv B mucbMe HeT

BbIIeJIEHW, ITYHKT MEHIO 3allpelieH.

©w

IlepedpopmarupoBars Ctrl+R/$Cmd+R — mnpeobpasoBath coobuieHue B ¢opmar

Plain-text.

10. IlepeumenoBaTth BioxkeHue F2 — neperiMeHOBaTh BiIOXKeHUeE.
11. IlepecopTupoBarts BioxkeHusi Alt+X/~\"Option+X — nepecopTUpoBaTh BIOXKEHHUSI.

12. Beigesmnts Bcé Ctrl+A/#Cmd+A — BbifiesieHHe BCero Co/Iep>KUMOro NnuchMa.
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13. Haiitu Ctrl+F/#Cmd+F — oTkpbITHe [1aHeV IOUCKA.
14. Haittu u 3amenuTts Ctrl+H/2Cmd+H — oTKpbITHE TaHeH 3aMeHbI.

15. Haiitu emte pa3 Ctrl+G/#Cmd+G — nouck ciefyromiero BXoX/1eHusl.

16. Haiitu mnpenbigymee Ctrl+Shift+G/ 7 Shift+32Cmd+G - mouck mpeabiayIero

BXOXXJIeHH .

6.2.3 Bun

Mento Bupn cofiepXuT ciiefiytorpe KOMaH/Ibl:

1. Ilanenu HHCTPYMEHTOB — IIpU BbI60pe JAHHOM KOMaH/IbI OTKPBIBAETCA IIOJAMEHIO CO

CllelyIOIIMMHA KOMaHJaMU:
e ITaHenb MeHIO — [10KA3aTh/CKPBITh [1aHEJIb MEHIO;
¢ [TaHeTb KOMIIOHOBKH — I10Ka3aTh/CKPBITh IIaHeJIb UHCTPYMEHTOB;
e [Ianens ¢popMaTHpOBaHHS — [10Ka3aTh/CKPBITh IaHeNIb (POPMaTUPOBAHUS;

e CTpoka cOCTOSIHUS — [10Ka3aTh/CKPHITb CTPOKY COCTOSIHUSL.

2. Macurrabd — npu BbIOOpe JJaHHOW KOMaH/Ibl OTKPBIBAeTCSI MOAMEHI0 CO CJIeAYIOIHUMU

KOMaH/IaMHU:
¢ YBesmmuuth Ctrl++/3Cmd++ — yBenmuuuth Macirab;
e YmenbumTsb Ctrl - -/2Cmd-- — ymeHbIIMTE MacITab;
¢ Copocurs Ctrl+0/:$Cmd+0 — ycTaHOBUTb HCXOIHBIN MacIITab;

e Tostbko TekcT - IIpUMEeHATb MaCI_HTa6I/Ip0BaHI/I€ TOJIBKO K TeKCTOBOMY

COZIEP’KUMOMY MTHUCHMA.
3. ITose Komy Ctrl+Shift+T/ ¢ Shift+3Cmd+T- nepexop B nosie Komy;
4. TTome Komus Ctrl+Shift+C/ { Shift+3 Cmd+C— nepexop B moste Komus;

5. Ilome Ckpsortasg komus Ctrl+Shift+B/ Shift+3Cmd+B — nepexon B mose CkpoiTas

Komus;

6. Ilanens koHTAaKTOB F9 — OTKPBITH/3aKPHITH aHEIb KOHTAKTOB.

7. Ilanens Brnoxenuii Alt+B/~-Option+B — oTKpbITH/3aKPHITH HaHeIb BIOXKEHUH.
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8. lndopmamusa o 3ammre coodImIeHUs1 — OToOpakeHWe MHGPOPMALMKU O 3allyTe

COODOIIeHNS.

6.2.4 BcraButn

Menro BeTtaBuTB COfIEpXXUT ClleyIoIIre KOMaH/Ibl:

1. W3o0pa:keHmue ... — OTKPBITHE JUAJOTOBOTO OKHA BCTABKY M300PaXKEHUSI.

Tabsuny ... — OTKPBITHE AUAJIOTOBOTO OKHA BCTABKY TaOJIUIIHI.

Cchpuky ... Ctrl+K/3$Cmd+K — oTKkpbITHe 11aIoroBoro OKHa_BCTaBKU CCHUIKHU.

A oW

HKOPB C HMEHeEeM ... — OTKPbITHE IH1AJIOTOBOI'O OKHA BCTABKH AKODI.

PaB)Ie.TII/ITEJIB — OTKPbBITHE JUAJIOTOBOI'O OKHA BCTABKHW PA3[1eJINTEJId.

HTML ... — otkpbITHe auasioroBoro okHa Bctaku HTML.

Math ... — oTKpBITHE 1MAJIOTOBOrO OKHA BCTAaBKU MaTeMaTUyeckux BbipaxkeHut LaTeX.

ByKBbI U CHMBOJIBI ... — OTKPbITHE JUAJIOTOBOT'O OKHA BCTABKH OYKB 1 CHMBOJIOB.

L N e U

OriaBieHue — I1pu BbI60pe JAHHOM KOMaH]bI OTKPbIBAETCA IIOAMEHIO CO

CJIeIyIOIMMU KOMaHJaMHU:
e BcraBurth — OTKPbITHE JWUaJIOTOBOT'O OKHA BCTaBKI/I/pe)IaKTI/IPOBaHI/ISI OI'JIaBJICHUWA,
e OOHOBHUTH — OTKPBITHE JIMAJIOTOBOI'0 OKHA BCTAaBKHW/peJJaKTUPOBAHUS OTJIaBIeHUS;

e YOparh — ynasieHue OrJiaBJeHuUsl.

10. Pasme Imozx HBOﬁpEDKBHI/IﬂMI/I — BCTABKa Pd3pPbIBd 110 I/1306pa)KEHI/I${MI/I.

6.2.5 ®opmar

Mento ®Popmar cofiepXXuT ciieflytoliyie KOMaH/Ibl:

1. IIpudt — BbIOOP TUIA MPUPTA U3 CIIMCKA JOCTYIIHBIX BAPUAHTOB.
Pasmep mipudrTa — BeI60p pa3mepa mpudTa U3 CIIMCKA JOCTYITHBIX BApUAHTOB.

Ctmib Tekcra — Bb160p CTWIS TEKCTAa U3 CITMCKAa OOCTYIIHBIX BAPUAHTOB.

A owon

HBET TEKCTAad — OTKPbITHE OAMAJIOI'OBOI'O OKHA BbI60pa OBeTa TeKCT4d.

5. IlpepBars ctumu Tekcra Ctrl+Shift+Y/ {1 Shift+:Cmd+Y - cOpocuth Tekymme

YCTaHOBJIEHHbIe CTUJIN TeKCTaA.
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6.

7.

8.
9.

IIpepBats ccbuiky  Ctrl+Shift+K/ { Shift+38Cmd+K - 1npepBaTh  CCBUIKY,

MIPOJIOJDKUTH OOBIYHBIN pOpPMaT TEeKCTa.
Ynamurs akopsa ¢ umenamu Ctrl+Shift+R/ ¢ Shift+3$Cmd+R — ynanuts sikopst.

A63a11 - BbIﬁOp CTHUIIA IHQI/IQQTEI N3 CIIMCKaA JOCTYIIHbIX BaPUAHTOB.

Crucok — Cl)OpMaTI/IpOBaHI/Ie CIIMCKAd M3 CITMCKd OOCTYIIHBIX BAPUAHTOB.

10. YBesmmuuTsh orcTyn Cirl+]/s6Cmd+] — yBesinueHue OTCTyma UMeIOIIErocs CIIKUCKa.

11. YMenbumtsh otcTyn Cirl+[/$Cmd+[ — ymeHbIlleHHe 0TCTylla MUMeIOIIerocs CIucKa.

12. BpraBHI/IBaHHE — YCTAHOBKA THIId TI'OPDHU30HTAJIbHOT'O BBIPDABHUBAHUA HWCXOHOd U3

HNMeolrXCs BapUdHTOB.

13. Tabsmia — onepaiyu ¢ TabauIe.

14. HOIIOJIHI/ITEJII)HI)IE CBOMCTBaA — OTKpbITHE [JHAJIOTOBOI'O OKHd peddKTHUPOBAHUHA

JOIIOJIHUTEIbHBIX CBOMCTB COO6IH€HI/IH.

15. IIBeta 1 ¢oH CTpAaHHIBI — OTKPBHITHE IUAJIOTOBOTO OKHA HACTPOMKM 1BeTa U ¢oHa

CTPAHHUIIbI.

6.2.6 HacTpoiiku

Menio HacTpoiku coJiepXXUT Clle[TyIolie KOMaHIbl:

1.

IIpoBeputrs mpaBomucanue Ctrl+Shift+P/ ¢ Shift+#£Cmd+P — otkpbiTHe naHenu

IIPOBEPKH ITPABOIIMCAHUI.

IIpoBepka mnpaBommcaHuss HpH Habope TeKCTa — HACTPOWKA, PperyJupyrouas

¢$oHOBYI0 NpoBepky opdorpaduu npu Habope TeKCTa.
IMuTHpoBaTh cOO0IIEeHMEe — [TUTUPOBATH TEKYIllee BHIOpAaHHOe COODIIeHUe.

YBenomiieHHe 0 IPOYTeHUH — HACTPOMKA, PeryJIMpyIolas IoJly4eHre YBeJJOMIIeHHUS O

MIPOYTEeHUH.

YBenomiieHHe 0 JOCTaBKe — HACTPOWKa, peryjMpymooas IojgydeHre yBeJOMIIeHUs O

JOCTaBKe.

dPopmaTt mocTaBKH — BbIOOD dopMaTa IOCTaBKU COOOIIEHUSI U3 CIUCKA JOCTYITHBIX

BAapHUAHTOB.

BaxkHoCcTb — BI)I60p BAa’KHOCTH COO6H.I€HI/I$I N3 CITUCKA JOCTYIIHbIX BAPUAHTOB.
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8. IloMecTHuTh KONMIO B NANIKy — I103BOJISIeT 33/1aTh MAINKY, KyJa OyAeT nmoMeleHa KOus

COooO0IIeHUS.

9. Hactpouthb ajipec oOTHpaBHUTeJIsI — HACTPOMKA ajpeca OTIPABUTENS, €CIH 3TO

MO/IJIeP>KHUBAETCs IOUTOBBIM POBAIepOM.
10. Texnosnorusa mud¢poBanus — BbIOOP TexHosioruu mmdpposanus (OpenPGP, S/MIME).
11. He mm¢poBaTh — He 11dpoBaTh COOOIIEeHHe ITepesi OTIIPaBKOM.
12. TpeboBaTh mmd¢ppoBaHus — 3aIIPOCUTH KM POBaHUE TIepe/] OTIPaBKOM.

13. IlognucaTs 3TO COOOIEHHE — OTIIPABUThL COOOIIEHHE C TIOJIMUCHIO.

6.2.7 HCTPpyMeHTHI

Memnro I/IHCprMEHTI)I COJeprKUT djleyroire KOMaH/IbI:

1. Iloura m rpynnsl HoBocTel Ctrl+1/$6Cmd+1 — nepexosn u3 okHa cooOIieHUs K

ocHoBHOMY OKHY Mo#Odwuc Iloura.

2. AppecHast KHUTa — OTKPbITHe DKpaHa apeCHON KHUTH.

3. IlapameTpsl Y4eTHOMH 3aIIMCH — ITepexo]l Ha 3KpaH HACTPOWKH YYETHOM 3aIHCH.

4. HacTpo¥ku — repexoji Ha 9KpaH HaCTPOEK.

6.2.8 CmpaBka

Mentio CipaBKa COIEPXKUT CJIeYIOIIe KOMaH/Ib:

1. CopaBka o MoiiO¢uc IToura (F1 / ¥Cmd+/) — OTKpbITHE B OTHENHLHOW BKJIAJIKe

PykoBopncta Ilonb3oBarersi.

2. Undopmanus s peieHusi mpobjieM — OTKpPLITHe TexXHUYeCKOW HHGOopMaIH,

I10JIe3HOM JIJIS pellleHus IpobiieM.

3. 0 nmporpamMme — OTKPbITHE OHUAJIOI'OBOTI'O OKHA C HH(l)OpMaHHEfI O BepCHuu, IpaBOBbBIMU

yBeJOMJIeHUAMH, YCIIOBUIMH HCIIOJIb30BAHUS.

6.3 IlaHes1b HHCTPYMEHTOB OKHA CO3/IaHUSA COOOIIeHUS

[Tanen» MHCTPYMEHTOB OKHA CO3[JaHUS COODIIEeHUs TIpUBe/ieHa Ha Pucynke 48).
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4 Cosganne coobuienna: (Bes Temer) - MyOfficeMail — [m] X
@aiin [paeka Buan BcrasuTh ©opmaT HacTpollkm MHCTpyMmeHTbl Cnpaska
I F. nNpasonucanme~ (%) BedomacHocTb™ (2] COXpaHWMTL v U Broxum v I
OT | Anekcanfp CMupHoB <alexandrsmimov@techwrmyofficeru= Towta 477 «alexandrsmim v KOMMA  CkpbiTad komuA  OBPaTHsIil anpec
KoMy
Tema:

i
I
(]
Il
<
=
<

Afizay ~ | | %0 Thames v BT IB Iruv ‘.IQQ iz

AHMAMIACKUI (CLLA)

Pucynok 48 - [lanenb MHCTPYMEHTOB OKHA CO37JaHUSI COOOIIEeHUS

6.3.1 OTnpaBka coodmeHust

.
JlJ1 OTIIpaBKM TeKyIero IMchbMa HaKMHUTe KHONKy L UTAPEENTe | Eciu B mMcbMe He

3alloJIHeHbl OO0si3aTesibHble 1IOJIs1, KHONKa OTmpaBuTh OyneT HejmocTtynHa. OO6si3aTeslbHBIMU

nosisimu sijsitorcst O, Komy. Eciin y mucbhma He 3anosiHeHo nosie Tema, 1py oTIipaBKe Ha 3KpaHe

NosIBUTCS coobteHue (cM. PucyHok 49).

HancruHaHwe o Tene

@ ¥ Bawers cooBUEHNA HET TEMbI.

OTnpaewTsL Bea Temel OTMEHWTE OTNRABKY

Pucynok 49 - HannomuHanve 06 OTCYTCTBUU TeMBI
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Haxkmute OTnpaBUTH 0€3 TeMbI, eC/ii Bl IOATBEpK/IaeTe OTIPaBKY 6e3 TeMbl, HaXKMUTe
OTMeHUTH OTIPABKYy, €CJId Bbl XOTUTE OTMEHUTh OTIPABKY MHCbMAa W BEPHYTHCS K ero
peakTUpoBaHuI0. B citydae, eciu npu BeIOOpe BiIOXKeHUS! Bbl OTMeTHIIA HacTpoiiky HamoMHUTH

Io3Ke, a 3aTeM He HACTPOWJIM BJIOXKEHHe, TO NMPH OTIpaBKe IMHChbMA Ha 3KpaHe OyJeT IOoKa3aHO
coobmienue (cMm. Pucynok 50).

HanocmuHaHwe o BROXeHWA x

@ Bel 3afbiam BACKMTE dain?

OTNRaB|TE OTmeHa

Pucynoxk 50 - HartomrHaaue 06 OTCYTCTBUH BIIOXKEHUS

Haxxmure KHOIIKY OTIIpaBI/ITI), eCJ/IM XOTUTe OTIIPABHUTL IIMCbMO 0e3 BIIOXKeHHd. HpI/I
Haxkatun OTMeHa OTIIPpAaBKa IMKMCbMd OTMEHHUTCA W BBl CMOXeTe I[O6aBI/ITb BJIO’KeHHe B ITMCBbMO.

[Ipu ycniemHo#M oTripaBKe IKCbMa OKHO PeIaKTUPOBaHUs ITMCbMa 3aKpPOeTCsl, U IIUCbMO IIOSIBUTCS B

nanke OrnpasnenHsie wiu Mcxonsie.
6.3.2 IIpoBepka npaBonMCaHUA

I Toro, 4ToOBl IPOBEpUTh U UCHPAaBUTh opdorpadryeckre OMMOKU TeKyllero nuchbma,
HaXXMHUTe KHOMKy | - |IPEBOMWMCAHNE™  Ha skpaHe OTKPOETCSl AMANOrOBOE OKHO IIPOBEPKHU

MIpaBONMCAHUS TeKyIlero nucbma (cm. Pucynok 51).

Mpopepra npancaAcassg »

Cnoao c owddkold pepess MpoBEpUTE TEKET CHOBA

3aMIEHATE HA: |f~"l-“-‘""| ] MpoBEpuTeE EhoBa

BapuaHThi:

Appes

Aspeac JEMEHHTE BCE Mponycrams acé
LEpEda

Aepeae CAOEAES NONBICEATENR

Aepeay ﬁ,l:éaulﬂh CAOBO m!M\:HHTb...
ARBEREE
Aaag:

Pytcsui w 3T

Pucynok 51 - JlnanoroBoe 0KHO IPOBEPKH ITPaBONKUCAHUS
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JlanHas [uanoroBas IlaHejb II03BOJISIeT IIPOBEPUTb M UCIPaBUTh  BO3MOXKHBIE
opdorpadpuueckre OmMMOKU B IUCbMe, UCIOJb3ys IpeyioKeHHble BapvaHTbl. OKHO INpOBepKu

ITPAaBOITMCAHKA COOePXHUT ClieAyIoIlre I10JIAd U 3JIEMeHThI YIIPpABJIeHU:

— Cy10BO ¢ oIIMOKOH - TeKylllee CJIOBO C OOHApy>KeHHOW OIIMOKOM;

— IIpoBepuTh TEKCT CHOBA - CHOBA IIPOCKAaHUPOBAaTh BCE IMCHMO M HAa4aTh C I1epBOrO
OIIMOOYHOrO CJIOBA;

— 3aMeHHTH Ha - IIpeJJI0XKeHHBIM BapHaHT 3aMeHbl;

— IIpoBepuTs CJI0BO - IPOBEPUTH CIIOBO, COJleprKallleecs B II0Jle BBO/IA 3aMeHBI;

— BapuaHTBI - CITMCOK BO3MOXXHBIX BADUAHTOB UCIIPaBJIeHUS;

— 3aMeHHUTh - 3aMeHUTb B IMCbMe OIIMOOYHOEe CJIOBO Ha Ipe/yIoKeHHbIA BapUaHT U
IIeperTy K Clle[lyIolel HaWJIeHHOM OIIHOKe;

— IIponycTHTB - IPONYCTUTH TeKYIlee CJIOBO U ITePerTH K Cllelyollel olmnoKe;

— 3aMeHHUTH BCEé - 3aMeHUThb BCe OIIMOOYHBbIe UCIIOIb30BaHMS TEKYIIEro CJIoBa B IMCbMe
Ha IIpeJIJIOKeHHbI BApUAHT;

— IIponmycTHTh BCE - NpONYCTUTH BCE OIIMOOYHBIE MCIIOIb30BaHMUS TEKYIIEro CJIOBa B
IIMCbMe U IIepeiTy K cilefyIolel onmoke;

— J106aBUTH CI0BO - NOOABUTH CJIOBO B CJIOBApb II0JIb30BaTesis, B 3TOM Cilydae OHO He
OyzmeT BbI3bIBAaThH OLIMOKY B aJIbHENIIIeM;

— V3MeHHTD - U3MEHUTh CJIOBAphb I10JIb30BaTeJIs;

—SI3BIK - BBIOOp $3bIKA MMChMA, TEKYIIMW S$3bIK TakXe MOXHO BBbIOpaTh, OTKPHIB

BCILUIbIBAIOIIIee MEHIO II0 HAXATHUIO CTpPEeJIKH, pacnonox(eHHoﬁ CIIpaBa OT KHOIIKH

IIpaBonncanme.

B ciydae Hanuuus ommbok B MUCbMe CJIOBA, COJiepKallye OMMOKHU, OYIyT MOYepKHYThI
BOJIHUCTOW JiMHWEeW. [l wucnpaBieHuss OIMMOOK OTKpoMTe muanoroBoe okHO IIpoBepka
npaBonucaHus. B nosie BBoga 3aMeHHUTh Ha OTOOpPA3UTCS BApWUAHT 3aMeHbl CJIOBA C OIIMOKOM.
Eciu BapuaHT He ycTpauwBaeT, BbibepuTe M3 CIHCKa BapwaHTBI TOAXONSIIMNA BapuaHT, OH
MOSIBUTCS B Tosie 3aMeHUThb Ha. [lomMuMo 3TOrO, BBl MOXETe U3MEHUTh TeKCT BPYYHYIO U 3aTeM
IIPOBEPUTH ero, HaXkaB KHOTNKY IIpoBeputs ciioBo. Korja B nojie 3aMeHUTH HAa OKaXKeTCs CJIOBO,
roToBOe JIsl BCTAaBKHA B NHChMO, HAXXKMUTe KHONKY 3aMeHHUTh, CJIOBO 3aMEHHUTCS B MCXOIHOM
TeKCTe MUCbMa. Eciin c10BO ¢ OmMOKOM BCTpedaeTcs B Tejie MHChbMa HEeCKOJIbKO pa3, Bl MOXeTe
Ha)XaTh KHONIKY 3aMeHHUTh BCe, U BCe BXOXJIEHHUS CJIOBA C ONMIMOKOW 3aMeHSITCS Ha KOPPeKTHHIE.
Ecnu Bel He xotute B TeKYIIII/Iﬁ MOMEHT BHOCHUTL IIpABKHU I [OAdHHOI'O CJIOBa, HaAXXMHUTe

HpOIIyCTI/ITI) NN HpOIIyCTI/ITI) Bce. Ecin BuI yBepeHbl, 4TO CJIOBO HAIIMCAHO IIPABUJIBHO, HO IIpHU
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STOM BO3HHMKAaeT OIMOKA, 3TO O3HAaYaeT, 4ToO B TeKyleM CJIOBape 3TO CJIOBO HeMn3BeCTHO, U eCTb

BO3MOKHOCTb HOGaBI/ITI) €ro B I10JIb30BaTeJIbCKUH CJIOBAPb.

Jliis mobGaBiieHUsl CjioBa B CJIOBAaphb I0Jib30BatTesisi HaxkmuTe CioBaph IOJIb30BaTesst ->
Job6aBUTH CJI0BO, U OHO OyJeT MoMe4yeHO KakK He uMelolee ommbok. Jljis pegakTUpoBaHUs
COZIEP>KUMOr0 T10JIb30BaTeIbCKOTO CJIOBApsi HaXMWUTe Ha KHoONKy CjoBaph moJib3oBaTeas ->
N3menuTs. Ha 5kpaHe MOsSIBUTCS AMAIOTOBOe OKHO peflaKTUPOBAHUS MTOJIb30BATEILCKOTO CJI0OBAPS

(cm. Pucynok 52).

Cnoeape Nonk3oeaTena *

Hoeoe choeo:

| AEF"EEG| Oobaguts

LCnoea B cnogape:

epeso Y6paro
epeIonoe

JBKpEITE

PI/ICYHOK 52 - ,HI/IHHOFOBOE OKHO peJaKTHPOBAHHA I10JIb30BATEJIbCKOI'O CJIOBAPA

,HI/IEIJ'IOFOBHFI I1aHeJIb pa6OTbI CO CJIOBapeM COepiXuT ciieyroiiye II0Jid U yIpdBIIgromye

JJIeMeHTHI:
— HoBoe cyioBo - mojie i BBOJIa HOBOTO CJIOBA B CJIOBape WX pedaKTUPOBaHUS
CYIIECTBYIOIIETO;
— CroBa B ci10Bape - TIOJIHBIN CITHUCOK CJIOB, COJIEPKAIIMXCS B MTOJIb30BAaTEILCKOM CJIOBape;
— JobaBuTH - KHOTKA JIs JoOaBIeHus cjioBa u3 mojisi HoBoe cj10BO B CJIOBaphb;
— Yopars - KkHOIIKa 7151 yIaleHusl BbIIeJIEHHOTO CJIOBa M3 CJIOBapS;

— 3aKpBITh - 3aKpbITh JUAJIOrOBOE OKHO, IPU ero 3aKphITUM BCe W3MeHeHUs OyAyT
IIpUMeHeHbl K IUCbMYy. BHOBb [100aBiieHHBIe ciioBa OyIoyT CYMTaThCS He HMMeIOIIVMU

OI.HI/I6OK, d Y6paHHbIe BHOBb 6YILYT II0JCBeYeHEbl B TeKCTe ITMChMA.

6.3.3 3amuTa

B maHenu MHCTPYMEHTOB MMCbMA HAXOIUTCS KHONKAa - DE30MECHOCTE™ i crpaa ot

Hee - KHONKa ™ I BbI60pa HACTPOEK 3alllHUThI.
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6.3.4 CoxpaHeHue CO0OIIEHUS

B nanenu MHCTPyMEHTOB NMHCbMa HAXOJWUTCS KHOIIKA o] CoxpanuTb clipaBa OT Hee -

KHOTKa “ mig BbiOopa BapuaHTa coxpaHeHus (Paiin, YepHoBuk, Illa6son). HaxxmuTe kHONKY
BbIOOpa dopmaTa ISl 3aJlaHUs] HACTPOMKU COXPaHeHMs TeKYIero nucbma. JlocTymHbI ciiefiytoiiye

BAPHWAHTHI:

— daiin - coxpaHeHUe COAEepXXMMOTo NHCbMa B TeKCTOBbIM ¢ain. Ilpu Bbibope naHHON
HACTPOMKU OTKPBIBAETCs AUAJIOTOBOEe OKHO COXpaHeHus daiia.

— YepHOBHK - IUCbMO COXpaHseTCs B Manky «1epHOBUKNY;

—IIIabs0H - nucbMoO coxpaHsieTcs B nanky «llla6moHs», eciiu nanku He CyIeCTBOBAJIO,

TO OHA CO304deTCAd B pa3zieiie «JIoKaJIbHBIE MTAITKW.

Ecimu HeoOxomumelii ¢opmaT yxe BbIOpaH, HaxkmuTe KHoONkKy CoxpaHutsh, ¢aiin

COXpPAHUTCA B IIpeJIBapUTeJIbHO 3d/IdaHHOM (bOpMaTe.

6.3.5 Biioxkenue B coo0iienue

B coobmieHve 37eKTpPOHHOM TMOYTHI MOXHO JI00OAaBUTHL BIIOXKEHHS, KOTOpble OymyT

OTIIPaBJIEHBbI aJipecaTy BMeCTe C IMHMCbMOM. YToOmBI IIPUKPEINIUTDb BJIOXKEHHWE K IMMCbMY, HAXMHUTe

kHONKy | BROMMTE B mpaBoil BepXHeil yacTM okHa. Ha 3KpaHe INOSBHTCS JHAJOrOBOe OKHO
OTKpbITHS aiiia, e Bbl MOXeTe BbIOpaTh HeOOXONWMBIM ¢aii ajs BiIoKeHHs. MoxeT ObITh

BbIOPAHO OJTHOBPEMEHHO HeCKOJIbKO ¢aioB.
Cy1ecTByeT Tpy BUA BIIOXKEeHUSsI, KOTOpbIe MOXXHO HaCTPauBaTh KHOIIKOM, pacoioKeHHOH

cripaBa OT KHOMKH Broskuts. ITo Haxatmio Ha crpenky | Bnoxuts[e] ma skpame Bosuukaer

BCILJIbIBalOIllee MeHIO C BLIDOPOM BapUaHTOB!

— daitn(sl) - BIOXeHUWe B BHje (aiia, Mpu BbIOOpe JAaHHOW HACTPOMKH OTKPBLIBAETCS
IIMaJIoTOBOe OKHO BblOOpa (paiiia, mocie BbIOOpa OJHOIO WIM HeCKOIbKUX GaiyioB
OTKpOeTCsl TaHeJlb BJIOXKEHWW CO CIKMCKOM BbIOpaHHBIX (ainoB. Takke MOXHO
nepeTanuTh Gpaisl MBIIIBI0 U3 CUCTEMHOI'O OKHA B 00/1aCTh BIIOXKEHUH MTHUChMa.

— Beb-cTpannny - cchuika Ha ¢aln Uid CKayMBaHUs, IPU BbIOOpe OTKPBHIBAETCS
JIMAJIOTOBOE OKHO Ui 3alOJIHEeHUSI CChUIKMA. ECiM CcChUlka HeKOppeKTHas, Bbl He
CMOJKeTe COXPaHUTb UJIY OTIPAaBUTh IIMCHMO.

— BusnTHyo kapTouky (vCard) - k nMCcbMy IpuiaraeTcsl BU3UTHAsI KAPTOYKaA;
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— HanoMHHTDL 1033Ke - BLIBECTH HAIlOMMHAHHE O BJIOXKEHHHU nepen OTHpaBKOfI IIMCbMa

(cM. onucanue coobrrieHus B paszese OTpaBKa MUCbMa).

HOHOHHI/ITQHBHBIG JIeMCTBHS C BIIOXKEHUSIMU ONIMCAHbI B pa3neiie JelicTBUS C BIIOXKEHUSIMH.

6.4 ITaHesnb 3aro/JI0BKOB COO0IIeHUS

[IaHesnb 3aros0BKOB COOOIIEHUS BBITIISIAUT CilelyoimM obpa3oM (cMm. Pucynok 53):

4 Cosganne coobuwenns: (Bes Temer) - MyOfficeMail — [m] X
@aiin [paeka Buan BcrasuTh ©opmaT HacTpollkm MHCTpyMmeHTbl Cnpaska

F Mpaeonucanme ~ (%) BesonacHocTb™ (2] CoxpaHuTb v [J Broxums v

Or. | AnekcaHap CMupHoB <alexandrsmirnov@techwrmyofficeru> Toura 77 «alexan KOMMA  CkpbiTad komuA  OBpaTHsIil aLpec
Komy:

Tema:

m
i
I
(]
i
<
=
<

ABzay ~ | | X0 Thames ~ BT B I U 3k

AHrMMACKMIA (CLLA)

Pucynok 53 - [1aHesnb 3aroj10BKOB COODIIEHHS

6.4.1 ITose OT

[Tone OT — oO6s3aTesibHOe IOJie, TpeJlHA3HAYeHHOe JJii MMEeHW U IIOYTOBOIO ajpeca
oTripaBuTelisa. B GONBIIMHCTBe CilydaeB MoJie 3alojIHSeTCsl aBToMaTh4decku. Eciu mojkiiodeHo
HEeCKOJIbKO aKKayHTOB, MOXXHO M3MEHUTb OTIIpaBUTesIsl, BbIOpaB JApyrMe WMs U ajpec U3

BbIIIaidromiero CIimcka.

Cy1ecTByeT BO3MOXXHOCTb OTPeJaKTUPOBATh UM U aJipec, yCTaHOBJIeHHbIe B rosie OT. s

JToro cienyer:

1. lenkHyTb JIeBOM KHONKOM MBI B 1ojie OT.

2. Beibpatb B OTKpbIBIIEMCs cHucKe KomaHay HacTpoutrs anpec oTmpaBUTeIS.

Otkpoetcs muanoroBoe okHO HacTpoiika aapeca ornpaBuTesisi (CM. PucyHok 54).
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HacTpolika agpeca oTnpagMTens x

Ecnm Balw NnouToBLIN CEPBMC NOALSPHMBAET TAKYH BOSMOMHOCTE, Bbl MOMKETE HESHAYMTENLHO
HMIMEHMTE MMA WAW 3APEC OTNPRABUTENA. ITa dYHKUKMA He TpeByeT NoAKMUEHNA HOBOR YUeTHON
38MMCH, 3 BHECEHHbIE BAMK MIMEHEHWA ByyT NPUMEHEHE! TONbKO K AaHHOMY COOBLLEHWHD.

S o |

Pucynok 54 - CoobI1ieHre 0 HaCTPOMKe ajjpeca OTIIPaBUTEIS

Bonklwe He MoKaZkIBaTE 3TO YEegomMieHne

3. Haxatb kHonky OK. OkHo 3akpoetcs, nosne OT nepeiieT B peXXuM pefaKTHPOBaHUSI.

4. BHecTu He0OXOOUMBIE U3MEHeHUS.

Ucnonn3oBanue ajinacos

HHOFI[a MOXeT BO3HHUKHYTb HEO6XOI[I/IMOCTB OTIIPABJIAATL IIMCbMd C P43HBIX 4/IpeCOB B

PaMKaX OHOI'O dKKdYHTd. HaHpI/IMep, 9TO MOJKeT OBITh ITOJIe3HO JJIA:
— [IOJTy4YeHusd JOIIOJTHUTEIbHOH IIPUBATHOCTH;

— HAaCTPOMKH OJTyYeHUs [IUCeM OllpeJie]IeHHON TeMaTUKU;

— COPTHPOBKM BXOJSIIMX COOOIIEHWI IO OmpejieJleHHbIM IIpU3HaKaM (PacChUIKH, HOBOCTU

OT KOMITaHUM);

— BO3MOXXHOCTHU OTIIPABJIATH IIMCbMd He C OCHOBHOI'O apecd.

B Takux ClTy4asdaX HCIIOJIB3YIOT IMOYTOBLIE a/IMACBhI — HOIIOJIHHUTEJIbHBbIE ITOYTOBbIE ajpecad,
IIPpUBA3dHHbIE K I[IOYTOBOMY dKKAYHTY IIOJIb30BdATeJIS. Anmacer )_'[O6aBJ'I$[IOTCH dIMUHHUCTPATOPOM U

IepeJal0TC I10JIb30BATEJIIO Yepe3 ITIOYTOBOe COO6H.[EHI/IE CO CJIeAYIOIIM COolep>XaHueM:

ApmunMCTpaTOp 106aBUIT BaM JIOTIOJTHUTENIbHYIO 3JIEKTPOHHYIO MOUTY:
elena_s@office-app.ru
Tenepb mpu co3maHUM TMHChMA BBl MOXKeTe BbIOpaTh, C KAKOTO ajlpeca ero OTHpaBUTh. HoBBIH
aJipec TIPUBSI3aH K TOH ’Ke YYEeTHOM 3allMCH, YTO U OCHOBHAs 3JIeKTPOHHAs T0YTa, II03TOMY y HHUX

O6HII/Ie UM OTIIPpaBUTEJIA, IIOAIINCH U IIAIIKU C ITIMCbMaMMU.

JlocTynHble anuacbkl He OTOOpakaloTCs B HACTPOMKAxX akKkKayHTa, HO MOTYT OBITb

HCII0JIb30BAHLI IIPpH OTIIPdABKE IIMCbMaA.
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Ecmm JJIs1 dKKAYHTa eCTb aJIndChl, TO OHU OTO6pa>KaIOTCH B BEIIIAJAdIOIIEeM CIIMCKe IIOJIS Ot
II0J OCHOBHBIM aJpeCOM dKKdyHTa W MOI'YT OBITh BI)I6paHI)I JJIs  3aIIOJIHEeHHd II0JI4 Or

(cm. Pucynok 55).

ot [ “alexandr smirnov alexandr.smirnov” <alexandrsmimov@lime myoffice-appr..  Mouta gi9ale. OBpaTH
Komy: “alexandr.smimov alexandr.smimov” <alexandr.smimov@lime.myoffice-app.r.. /loyra gng
Tewma: "alexandrsmirnov alexandr.smirmov” <olexandr.smirnov@lime.myoffice-app.r..  /loyra ana

“alexandrsmirnov alexandr.smirmov” <alexandr.smirnof@lime.myoffice-app.r.. /loyra ana

HacTpoWTe agpec oTnpaBuTens..

Pucynok 55 - Beibop anmaca B kauecTBe ajipeca OTIIPaBUTEJIS

B nanke Bxopasiipe nrchbMa, MoTly4eHHbIe OJTHOBPEMEHHO Ha OCHOBHOM aJipec W Ha ajipeca

aJIMacoB, OTOOPAXKAIOTCS KaK OHO MHUCHhMO.

6.4.2 I1osre O0paTHBII apec

[Tone ObpaTHBIi agpec COfepXUT afipec, KOTOPBIM MOSBUTCS Yy HoTy4daTesist B nojie Komy

npu oTBeTe Ha mMcbMo. OtobpakeHue mojs QOpaTHBIN ajpec peryJupyeTcs KHOMKON
OBpaTHelid agpec | [Ipy HakaTMW Ha AAHHYIO KHOIIKY B CIIMCOK TOJied MHCbMa J100aBisieTCs

nosie OGpaTHLII ajipec, clieBa OT KOTOPOT'O HAXOJUTCA KHOMIKA 2% , CKphbIBaroIas 1oJe.

6.4.3 Ilosre Komy

Oo6g3aTenpHoe none. Ilone KOMy COepXXUT OJUH WJIM HEeCKOJIbKO aJIpeCcOoB HOHy‘{aTEHEI;'I
nmuceMa. B rpomnecce Ha6opa NMeHH HJIN aJipeCa BO3HHKdET CIIMCOK IIOACKA30K U3 aHPECHOﬁ

KHUTH, B KOTOPOM MOXKHO BbIOpaTh MoJTy4aTesist 6e3 AajbHeliero Habopa.

Taxxe IMpeaoCTaBJIAeTCa BO3MOXXHOCTb BI)I60pa daJipeCaTa H3 OOKOBOM MAHEJIM KOHTAKTOB.

OTKpOfITE I1aHeJIb KOHTAKTOB, BbI6epI/ITe HEO6XO,[[I/IMYIO dIpeCHYIO KHUTY U IBaXX/Ibl HIEJIKHUTE 110

KOHTAKTY YTOOBI 2106aBI/ITI) €ro B Ka4yeCTBe I10Jiy4aTeJId.

Bb1 MoxeTe nepeMeniath ajipeca nosy4dareseii Mexnay nosnsmu Komy, Konusa v Ckpseitas

KOIINA. BOCHOHBBYﬁTECb OTHUM U3 CJIeJyIOoIInuX CII0CO0O0B:
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1. IlénkHuTe NpaBo¥ KHOIKOW MBIIIM Ha BBIODAHHOM 3JleMeHTe IIoJjlydaTtejis, 3aTeM
BbiObepuTe B KOHTeKCTHOM MeHIO Ilepemectutrh B Kommio, IlepemecTturs B
Ckpeityro konuiwo wid Ilepemecturs B Komy. [lose 1eneBoro ampeca 6Oypaer

dBTOMAaTH4YeCKH I10Kd3daHO, eCJIM OHO OBLIO CKPBITO.

2. Haxxmure Ctrl+X/2Cmd+X, uToOBl BbIpe3aTh BbIOpaHHBbIE 3JIeMEHTHI IOJIydaTesie,
nepeMectuTe GoOKyC B IejieBOe aJ[peCHOe IIojle U BCTaBbTe MX C IIOMOIIBIO
Ctrl+V/2Cmd+V.

3. Ilepetamure MBIIIbIO IaHEJb I10Ty4aTelis B Heobxoqumoe MoJle.
6.4.4 Ilons Konmsa u CkpbiTas konus

[Tote Kommst cofiepXXUT CHHCOK OTOJHUTEIBHBIX aJpecaToB, KOTOPLIM OyeT Takxke

HAIPaBJIEHO NMMCHMO, IIOMUMO OCHOBHOTO ToJTy4daTesisi. [1o yMoTyaHUIO 1ojie CKPBITO, OJJHAKO ero
oTobpaXkeHUe peryJyMpyeTcs KHOIKOU Konua | [Ipn ee HaXkaTUM B CIIMCOK IOJIeH 0OABIISIETCS

I1ojie KOHI/IH, CJieBa OT KOTOPOT'O HAXOAUTCA KHOIIKa X » CKPBbIBAIOIIld4 3TO IIO0JIe.

[Tosie CkpbITast Komus aHaJoruyHO nosito Konmus 3a UCKITIoueHreM Toro, YTo MOTydaTe o
OyzmeT HelOCTyIleH CIKMCOK 3THUX aJipecaToB, ero OyJeT BHAeTb TOJbKO OTIIpaBHTeNb INHCbMa.
3a4acTyo, CKpBITble KOMHMM HMCIOJIB3YIOTCS MPU MACCOBOWM PACCBUIKE MJIi TOTO, YTOOBI CIIMCOK

aZipecaToB pacChbUIKM ObUI HeJOCTyIeH /il OCTajbHBIX Iosiydaresed. (OtobpakeHre IIOJS
™% - r r o
CxkpbITas Konusl peryjaupyercs: KHOnKo# | wRpbITan KONWA - TIpy ee HaxxaTMM B CIIMCOK IOJIei

HO68BJI$I€TC$I ImoJjie CKprTaﬂ KOIIHd, CJIeBd OT KOTOPOI'O HAXOOUTCA KHOIIKa X , CKPbIBAIOIIda

I1oJIe.

[Tons Kommmst 1 CKphITasi KOMUSA TakK)XXe MOTYT ObITb OTKPBITHI U3 GaiJIOBOTO MEHIO OKHa

COODIIeHUS:
1. Bug > IToste Konmua Ctrl+Shift+C/ ¢ Shift+3%Cmd+C.

2. Bup > Ilosne Ckpsoitas Konusa Ctrl+Shift+B/ ¢ Shift+:Cmd+B.

st Toro, 4ToOBI OCYIIECTBUTH JIEWCTBUSI, CBSI3aHHbIE C IIOYTOBBIM aJpecoM, BBI3OBUTe
KOHTEKCTHOEe MeHIO Ha)kaTHheM IpaBOM KHOIIKW MBIIIW. ByTyT OCTYIIHBI Ciiefiytoliye JelCTBUS:

3. M3meHHUTDH afpec - MOSBIISETCS KYPCOp, afipec MOXXHO OTPeJlaKTUPOBATh.

4. 'YpanuTh, BbIpe3aTh, KOMUPOBATH - CTaHIAPTHbIE ONIePallUU C TEKCTOM.

5. Ilepemectuts B KoMy - nnepemectuTts ajipec B roje Komy.

6. Ilepemectutrs B Konmio - nepemectuts ajipec B nosie Komus.
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7. IlepemectuTh B CKPBITYI0 KOIIHIO - [TlepeMeCTUTh ajipec B I1osie CKpbITas KOMUSI.

8. lndpopmamuss o mosb30oBaTesie - OTKPbIBAeTCsS [IMAJIOrOBOe OKHO C KpPaTKOU

vHdOopMaIuen o mojib3oBaTese.

6.4.5 ITose Tema

[Tosie Tema comepXuT TeMy nucbMa. B citydae OTCyTCTBUSI TeMbl IIPU OTIIPaBKe MOSIBUTCS
HanomuHaHue (cM. Pucynok 56). Haxkmute OTnpaBuTh 0e3 TeMbl, eClIM COIJIaCHBI C O3THUM.

Haxxmute OTMEHHTD OTIIPABKY, eCJIM XOTUTe BEPHYTbCA U 3dIIOJIHUTD I10JIe Tema.

HancruHaHwe o Tene X

@ ¥ Bawero cooBUEHNA HeT TEMbI,

OTnpaewTsL Bea Temel OTMEHWTE OTNRABKY

Pucynok 56 - HannomrHaHue 06 OTCYTCTBUM TEMBI

6.5 Ilanenns ¢popmMaTUpPOBaHUA TeKCTa

[Tanenb popMaTHpoOBaHUs TEKCTA BHITJISIAUT CIlleIytoum obpa3om (cMm. PucyHok 57).

4 Cosgarme coobuienns: (Bes temer) - MyOfficeMail - O o

@ain [paexka Bug BcrasuTe DopwMatT HacTpoikn MHCTpymeHTsl  Cripaska

A MpasonucaHue ¥ (=) BesonacHocTb™ ] CoxpaHuTb ¥ fl_'_\ BromunTs v

OT. | Anekcanap CmupHoe <alexandr.smimov@techwrmyoffice.ru= /7 KomuA  Ckpeimes konus  OGpaTHeli agpec
Komy:

Tema:

m
[
c
&
iii
i
Il
(|
11}
<
[
<

Afzay ~ | | %0 Thames v B

AHrnmitckumi (CLLA)

Pucynok 57 - [lanenb popMaTrpoBaHus TeKCTa
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6.5.1 Ctuin

ITonb3oBaresto
npejioTpeJie]IeHHOro Habopa cTujied. B MOMeHT co3maHus MHCbMa Jijis TeKCTa M0 YMOJTYaHHIO
Ha3HaueH CTwib A03anm. Haxmure Ha mose u U3 BblIafaromiero crvcka (cM. PucyHok 58)

BbI6epI/ITe HeO6XOHHMbIﬁ CTHJIb, KOTOprﬁ 6YJIET IpruMeHeH K TeKCTy, B KOTOPOM HAXOOUTCI

KYPCOp MBIIIH.

IMpeaoCTaBIIIeTCA BO3MOX>XHOCTb Bb160pa

Afzay w

OOb/4HBIA TEXKCT
Abzay

Zaronosok 1
Zaronosok 3
Zaronosok 4
Jarcnoesck 5
Zaronosok &
Adpec

3anaHH=IR dopmaT

Pucynok 58 - Cnincok ctumnen
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6.5.2 Bupx mpudra

B Momenr CO30daHKUsd IIMCbMaA [JId TeKCTa

IIponopuuonanbueiii. HaxkmuTe Ha 1osle W W3 BhINAjampoIiero crucka (cMm. PucyHok 59)

BbIOepuTe He0OX0IMMOe HauepTaHHe.

| #0 Thames v |

X0 Thames ﬁ

%0 Tahion
®0 Origl

X0 Courser
®0 Caliburn

MponopUHOHENEHBIR
MOHOLMPHHHEIR

Helvetica, Anal
Times
Caourier

Acadermy Engraved LET Flain
Alef
Algerian

[I0 YMOJIYAaHUIO Ha3HaueH MIPUPT

Amiri

Pucynok 59 - Crircok BbiOOpa HauepTaHus mpudTa
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6.5.3 IIBeT TekcTa, nBeT pOHA CTPAHUIIEI

IIpy OTKpBITMM OKHA IMCbMa II0 YMOJIYaHHUIO YCTAHOBJIEH YepHBbIM IBeT Ul pUdTa U

IIPO3pavHbIi 1BeT 1yisd GoHa CTpaHHUIIbL. [1jig M3MeHeHHs I[BeTa TeKCTAa Ha>KMUTe BEpXHIOIO YacCTh

KHOIIKU , Ha DJKpaHe TIOSIBUTCS Juanorosas maHenb (cM. Pucynok 60), BbibepuTte
HeoOXOJUMBIM I[BeT U3 MaJIUTPbl WK BBeAUTe IIeCTHaAllaTepuuHoe 3HavyeHue. [Ipy Hakathu Ha
kHonky Ilo ymosuanuio OynieT BbIOpaH uYepHBbIM 1BeT ¢$OHA TEKCTa, HCIOIb3yeMbI TI0
ymomdanuio. [lo Hakatmio Ha kHOmKy OK BbIOpaHHBI IBET TPHUMEHHUTCS K TeEKYIIeMy

BbIJI€JIEHWIO TeKCTa, J'II/I60, €CJIA TeKCT He ObLI BbIJeJIeH, K Jddjiee Ha6paHHOMy TEKCTY B IIO3UIIUN

Kypcopa.

LUeer TekcTa >

BeiGepuTe LEET: IEI

B HTML-
SEARTE ETE “oa 000000 ® Mo yrMonyaHum

oens

Favatyl

[(Hanpumep: «F0000ff= nnK «blues):

Pucynok 60 - JluanoroBas mmaHesb BbIOOpa I1BeTa TeKCTa

Jns u3ameHeHUs 1BeTa poHA CTPAHUIBI HAKMUTe HWKHIOIO YaCTh KHOIIKH E, Ha JKpaHe
IIOSIBUTCS iManiorosas naHesb (cM. PucyHok 61), BeiOepuTe HeOOXOOUMBIN LIBeT U3 NAJIUTPbl WU
BBeJIUTe IlIeCTHa/illaTepuuHoe 3HadeHue. [Ipu Haxkatnu Ha kHONKY Ilo ymomyanuio O6yzer BoiOpaH
IIPO3payHbIi I[BeT GOHA CTPAHMUIIBI, UCII0JIb3yeMbIi 110 yMomdaHuto. [To Haxxatuio Ha kHonky OK

11BeT GpOHA COOOIEHUS 3aMEeHUTCS Ha BhIOPaHHBIH.

UeeT doHa cTpaHuLbl ot

BriGepute uBeT: @] MecnegHni BeIBpaHHBIA user il

Beegute ero HTML-kog,

#ddeldd Mo ymonyanuo

—

Pucynok 61 - Jluanorosas mnaHesb BeiOOpa 11BeTa poHA CTPAHUITBI

[Hanprmep: «=0000FT= nan «blues=):
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6.5.4 Pazmep mpudra

TekcT nmyucbMa MOXHO YMEHBIIWTb WM YBeJW4YuTb. [IpM OTKpBITMM OKHa IMCbMa I10

YMOJIYaHUIO YCTAaHOBJIEH CpeJHUM pa3mep. HaxkmuTe Ha KHOIIKY Tl 4 U3 BBIMAZAIOIEro CIIHMCKa

BbIOEpHTEe OJIMH U3 TIPe/TyCTaHOBJIEHHBIX pa3MepoB (cM. PucyHok 62).

T T T
10
13
16

v 18
24
3z

Pucynok 62 - Beinajaromuii ciiicok BbIOOpa pasmepa ImpudTa
Jlnsi ymeHbllleHUs1 pa3Mepa HMIpUPTa HAKMUTE KHOIIKY T YBeJIMYeHUs HaXMUre

KHOIIKY T=.

6.5.5 Ctiiib Tekcra

Crunp H_IpI/I(l)Ta BJIMSIET HA HaA4YepTdHHe 6YKB HpI/I CO3JdHMHM HOBOI'O IIMCbMa IIO

YMOJTYaHUIO CTUIb HIPUQTA He YCTaHOBJIEH.

Kook B I U (ITomyxupubiii, Kypcus, IloguepkHyThIi) 103BOJISIIOT BHIOpATh

HavepTaHUS BblJIeJIEHHOI'O B TEKCTe (1)paFMeHTa.

6.5.6 Ouyucrka ¢popmaTupoBaHUA

Haxxmute KHOIIKY Ao n1st oumrcTKY ¢dopMaTHPOBaHUS BbI/IeJICHHOI'O TeKCTa.
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6.5.7 Onmepanuu co CIUCKaMHU

MapKkupoBaHHBIH CHHCOK — 3TO CIMCOK, B KOTOPOM ITyHKTHI OTMEYalOTCsSI C IIOMOIIIBIO

pa3MyYHbIX CHMBOJIOB (MapkepoB). [Ipy HakaTMM KHONKM ‘= TIOSBJISIETCSl IepBbIM 3JIeMeHT
CIIMCKa, Toceyolnpe OyayT fobaBieHsl Iociie HaxkaTus kiaBui Enter Ha kiaBuatype.

HyMEpOBaHHI)II‘/’I CITHCOK — 3TO CIIMCOK, B KOTOPOM ITIYHKTbI OTMeYdlOTCS L[I/ICl)paMI/I. HpI/I

1= o
Ha’XXdTHW KHOIIKK 2= TIOSABJIETCA IIepBbIKM 3JIEMEHT CIIMCKA4, IIocdjiefyromuye 6YI[YT I[O6aBJIEHbI

nocJje HakaTus Kiapuiiid Enter Ha KJlaBHATYype.

Kuonkm £ py 2= CIIyXaT IJid M3MEHEeHHs YPOBHS BJIOKEHHOCTHU TEeKYIIero i3jieMeHTd

CITMCKa.

6.5.8 BoipaBHHBaHHUe TeKCTa 110 TOPHU30HTAIH

[Ipy HaXkaTMX HA KHOMKY = ¥  OTKPBIBAETCS MEHI0 BbIOOpA BHIDABHMUBAHHS TEKCTa IO

ropusoHTanu (cMm. Pucynok 63).

e

Mo NeBokMY KpaH

Mo usHTPY

Mo NpaBomMy Kpako

Mo WHpKHe

Pucynok 63 - Boeibop BapraHTa BIpaBHUBaHHMS TeKCTa 110 TOPU30HTAIIN

6.5.9 BcTaBKa BCTpPOEHHBIX 00EKTOB

B Teno nucbma MOT'yT OBITD BCTPOE€HHI Clleyromnye OOBeKTHI:

— CCBUIKA;
— AKOpB;
— n3o0pakeHue;

— pasfienuTeNb;
— TabsuIIa.
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Il BCcTaBKU 06beKTa HAXKMHUTE KHOIIKY @J" , Ha dKpaHe OTKpoOeTCsl MeHIO Bblbopa o6beKTa

(cM. PucyHok 64).

=
<

Cchinka
Akope
I1206paneHme

Paznenurents

B 1B

Tafnuua

Pucynok 64 - Beibop BcTpoeHHOT0 00beKTa

6.6 IudopmainonHas naHesib

HHCl)OpMaHI/IOHHaH HaHeJjlb HAXOOWUTCSI B HMJXKHEM 4YacTH COO6H.[EHI/ISI U MOXeT OBITb
0T06pa>KeHa UL BbIBOJId HA 3KPdH Hpenynpen(,ueHHﬁ, HallpyMep, HAlIOMHWHdHHUE O HeHaNJIeHHOM

azpece, 06 OTCYTCTBUM BJIOXeHHS U T.J. Takke HHQOpPMAIMOHHAs IaHeNlb MOXeT COfepKaTh

yIIpaBJISIONIHe JIeMeHThI, HallpuMep, KHOTIKU (cM. PucyHok 65).

M oMOguc Moyr: -

Dain  [Opaeka Bwg BoTaswTe  DopmaT  HacTpodkk  MHCTpyMeHTel ChpaBka
E> Otnpaeute [ Mpaeonucawmev (5 BesonmacHocTb v [2) CoxpaHuTe v U Bnoxuts v
01 AnekcaHgp CmupHoe <alexandrsmi.. v Komwa  Crpbimad koA DBpaTHeIR agpec
Koy Flena HanoMuHaHWe O BAOMKEHWA =
- .

Tewna: Attach ® Bil 236601 BAOKMTL daiin?

Altachment

@ HalaeHo 2 KNHHYEeEkLIE CNOBS BNOMEHW... attachme.., JoBaBUTE BROMEHHE. .. HanomMHUTE No3me | W x

Pucynok 65 - [Ipumep nadopMaiMoHHON NIaHeu
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6.7 ITanens BJIOKeHHH

[lanens BiokeHUM oToOpaXkaeTcsi B Cily4yae ecid

(cm. Pucynok 66).

COOOIIIeHre COJIePXKUT BJIOXKEHUS

4 Cozganne cooBuyennn: Test - MoiOdunc Mouta
@ain [lpaska Bug BcTaeuTe @opMaT HacTpOMKM  MHCTDyMenThl  Cnpaska

E> omnpaeute . Npasonvicanue v *) BesonacHocTev  [©] CoxpanuTb ¥

J Broxuts v

Kuuralcsv 63 6aiT (@) testl.docx 2136

OT. | AnekcaHgp CMMpHOB <alexandr.smimov@techwrmyofficeru= [TouTa 277 «alexandrsmim.. ~ KonuA  CKpbiman konuA  OGpaTHLIA agpec
Komy:
Tema:
Afizal ~ || %0 Thames vE TT.TTBIU A € E =~ ﬂ]J"
~ 2 Attachments Mpeancnaraemsii pasMep nicema 29,1 Kb

AHMMACKAW (CLLA}

Pucynok 66 - [Tanensb BioxeHuUi

Ha nanenu otobpakaetcs cilefyroniast “HGOpMaIus:

— 001 pa3Mep BIIOXKEeHUH;
— IIpeJiloJiaraeMblii pa3mep MUChMa;

— CITUCOK BJIOXKeHUH.

[TonpobHoe ommMcaHuWe HEWCTBUM C BIIOXKEHHSIMU

BIIOXKEeHHSIMMU.
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6.8 boxoBasi naHe/Ib KOHTAKTOB
Jlyist ynobcTBa moucka afipecoB OTKpOMTe OOKOBYIO IMaHeJlb KOHTAKTOB (cM. PucyHok 67).
Jlyist aTOoro BRIOEpUTE TYHKT KOMaHAHOTO MeHI0 Bup > IlaHerb KOHTAKTOB, J1160 Haxkmute F9.

X

KOHTaKTRI

AJpecHaA KHWTa:

f2) Bce agpechbie knurn v
Mowck koHTakTOs!
o rﬂrﬁ- WMAW e-mail agpec ]
Kran ~ B

2 Anekcangp CmupHoB
2 Enena CvunpHosa

Pucynoxk 67 - [louck KOHTaKTOB

(momoJyiHUTESIbHOE MEHI0) U

BbI6epI/ITe d/IpeCHYIO KHUI'Y B BbIIId[dOIEM MEHIO AIIpECHElS[ KHHrA. HJ’[S[ CO30dHHUA

HOBOI'O KOHTAKTa WJ/IM CIIMCKA PACCBUIKH HAXXMHUTE KHOIIKY

BbiOepuTe HoBbINM KOHTAKT Wi HoBbIi cIUCOK.
Bribepute koHTakT B crniucke, aasiee Haxkxmute Komy, Kommsa vy CkpeiTasg Komus s

TOrO, YTOOBI MCIIOJIb30BaTh KOHTAKT B IIHMCHMe.

6.9 ITouck B cooOmIeHNH
[Tanens moucka (cM. PucyHok 68) HaxoauTCs B HMXKHEM 4aCTH COOOIIEHHUs U BbI3bIBAETCS

nikow | ZEMEHATE.

u3 ¢daiioBoro menio (IIpaBka > Haiitn), mibo 1o couetanuto kinapuin Ctrl+F/¢Cmd+F.

A v [ noacgemmeace [ Cy<érompeructpa C y4ETOM IHaKPHTHUECKHX 3Hakos [ Tomsko cnosa ue

Pucynok 68 - [Tanenb movcka

Test]

Ha manenu HaXOJATCd ClleAyroiye I10JIsd:
— Haiitu Ha CTpaHHIIEe — TEKCTOBOE I10J1e JId BBOJld CTPOKHU IIOUCKA;
- HOHCBETI/ITI) BCé — BKJIIOUYEeHHe/BBIKJIIOUeHHe PeXXrMa IIOACBETKH BCeX HaWeHHbBIX

BXOXKIEeHUH;
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— C y4eToM perucTpa — BK/IIOUeHNe/BBIKJIIOUeHHe pe)XkuMa ydeTa perucTpa IIpy IIOUCKe;

—C y4eTroM [HAKPUTHYECKHX 3HAKOB — BKJIIOUeHMe/BBIKJIIOUeHHe pexXrMa ydeTa
JVUaKPUTUYECKUX 3HAKOB IIPU IIOUCKE;

— Tonbko cnoBa meIMKOM — BK/IIOUEHHe/BBIKJIIOUEHHe peXXMMa II0MCKa TOJIbKO CJIOB

OeJInKOM.

J1J1s1 3aMeHbI CTPOK HEOOXOAUMO BBIITOJIHUT OJTHO U3 CIIeYIOIIMX JIeHCTBUM:

1. B ¢aiinoBom MeHto BeiOpath IIpaBka > HaliTi U 3aMeHUTD.
2. Haxatb codyeranue wiapui Ctrl+H/€Cmd+H.

3. Ha OTKprTOﬁ I[IaHeJIk [TIOHUCKd HaXXdaTb KHOIIKY 3aMeHHTbD.

[Ipu aTom oTkpoeTcst auanoroBoe okHo HaiiTh u 3ameHuTh (cM. PrucyHok 69).

Hadfiti 1 2amenuTe >

Haiu reser, (I [ o gange |

3EMEHNTE Ha:

SAMEHNTE
C yuETom perwcrpa
C wavans crparmus 3AMEHHTE M HAATH

Mowck B obpatHom HanpasAeHMN ZaMEHHTE BCE

33KDPBITE

Pucynok 69 - JluanoroBoe 0KHO 3aMeHBI CTPOK

Juasnor copepXXuT cieAyolye MoJs:

— Ha¥lTH TeKCT — TeKCT JIs [IOUCKa;

— 3aMeHHUTh Ha — TeKCT JIsl 3aMeHBbl;

— C y4eToM perucrpa — llepeKJitoueHre Pe>KMMOB IIOUCKa € yuyeToM/0be3 ydeTa perucTpa;

— C HavaJsia CcTpaHUIBI — [TepeK/IIoueHre TO3UIMY Havyasla [I0MCKa C Hayasla CTPaHUIIbI/C
TeKyIllel M03UI1Y;

—Ilouck B 00paTHOM HampaB/JeHHHM — IlepeK/IlouyeHHe HalpaBleHHds II0MCKa B
psIMOM/0OpaTHOM HallpaBJIeHUH;

— Kuonka HaiiTu najnee — mouck ciefyromniero BXOX/1eHus;

— KHonka 3aMeHHUTB — 3aMeHUTD TeKylllee BXOXJeHUe;

— KHomnka 3aMeHHTBh H HAaWTH — 3aMeHUTD TeKylllee BXOXeHWe U HalTu cllefyIoliee;

— Knonka 3aMeHHuTh BCEé — 3aMeHUTD BCe BXO0XXJeHHus B IIMCbMe;
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— Knomnka BHKPBITB — 3dKPbITb JHUAJIOI'0OBOE OKHO.

6.10 HacTtporika nBeta u ¢poHa CTpaHHUIIBI

Il HacTpo¥iku 11BeTa U (pOHA CTPaHHUIIbI BbIOEpUTe IMYHKT KOMaHIHOI'O MEHIO COOOIeHHUs
dopmar > IIBera m Pon crpaHunbl. /laHHoe nuanoroBoe okHO (cM. PucyHok 70) mo3sBosisieT

HaCTpPOUTDb IIBET U (l)OH IINCbMa C UCIIOJIb30BAHHEM CJIeAYIOINX HACTPOEK:

1. IlBeta moJsib30BaTe/ss 10 YMOJTYAHHIO - YCTaHABJIMBaeT CTaHJIAPTHbBIE IIBeTa,
MpelyCMOTpPeHHbIe TI0 YMOJTYaHHUIO.
2. Ucnosb30BaTh 1IBeTa
— OOBIYHBIN TEKCT - I[BeT TeKCTa [IMCHbMA;
— CchLIKA - 1IBeT CCBhUIKY;
— AKTHBHAaf CChLJIKA - [IBeT aKTUBHOM CCBLIKH;
— IIpocMoTpeHHasi CChUIKA - IIBET IPOCMOTPEHHOU CCHIIKH;

— ®oH - 11BeT PoHa.

3. doHOBOe H300paxkeHue - BLIOOP U300pakeHus st PpoHa.

Ueeta u doH cTpaHALBI 4

Lpera crpannuw
D Ligeta none3cBaTend No yMonYasnie (HE yKa3sIBaTs UEETa)

ﬂ{l'll}.l'lhil}ﬂdm LUECTa:

OB pYHBIA TEKCT: .
- OBkiuHBIR TEKCT
Ceminka

Comnka
'_,';.. THEHAR CORILNKA:

AKTHEHAR CCRINKS
OpocmoTpensan cosimnea:

n MOT - |
DoH: [PECMOTPEHHAR CChINKA

DoHoece naobpaxeHne:

BriBpate daiin...

OononHUTEABHD. ..

OrmeHa

Pucynok 70 - JluanoroBoe OKHO HaCTPOMKHU I1BeTa U (pOHA CTPAHUIIbI

HpI/I Ha’XXaThM HA  KHOIIKY HOHOJIHI/ITEJIBHO OTKpBIBdAeTCA  JUAJIOTOBOE OKHO

PeJaKTHPOBAHMWS JOIIOJHUTEJIbHBIX CBOVCTB.
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6.11 BcraBka 00beKTOB B COO0IIeHHE

6.11.1 Ccrika

Jljiss BCTaBKW CCBIJIKM BbIOepuTe IYHKT KOMAHJHOTO MeHIO coobiienuss BcraButh >
Cchuiky, mbo B naHenu $OpMaTUPOBAaHUS NMHCbMa BblOepUTe BcTpauBaHHWe oObekTa CchLIKa.

OtkpoeTcs 1yanorosas aHesb peJaKTUPOBaHUs CBOMCTB CChUIKH (cM. PrucyHok 71).

CeoficTEa CobLIKH *

EISE.J.HIE TEECT AR UT‘UEF\!MHHH CCBINER:

[ J

Appec ofibexTa conmm

BeegnTe aqpec BeB-CTPAHHYbL NOKANEHOMD $aAna MK EbiBEpuTe
ﬂKGph AW ZaronosoK C© MMeEHER M2 KOHTEKCTHOND MeHHY NoUNA:

Ewifipars adin...

Bpoeamire daiin, oTEpRIBAMOWWACE MO 3TOR CCbLAKE, B CooBueHme

Otiaera

Pucynok 71 - Jluanorosas naHeJjib peJJaKTUPOBaHUSI CChIIKU

Jli1s GopMHUpOBaHUS CCBUIKM BbI JOJDKHBI BBECTH TEKCT ISl OTOOpaXkeHMs], a TakXe ajipec
CChUIKU. B kadecTBe ajjpeca MOXKeT BBICTyIIaThb aJipeCc BeO-CTpaHUIIbL, ITyTh K ¢aily Ha JUCKe, a
TaK)e SIKOpb MJIM 3ar0JIOBOK C MMeHeM U3 KOHTeKCTHOr'O MeH!o 1oss. st Beibopa daiina ¢ aucka
HaXXMuTe KHOTNIKY Beiopars ¢aitn. [locie Bbibopa ¢aityia cchliika Ha Hero OyIeT MPOIKCaHA B
nojie aapeca ccbUikd. Hakmure mnepekstouyatess BioxuTh ¢aiin, oTKpbhIBaloIMiicsa IO 3TOH
CCBUIKe, B COOOIIleHHe, eClIM Bbl XOTUTe, 4YTOObI daiyl 10 ajpecy CCBUIKM, ObLI IPUJIOXKEH K

IMMCbMY B Ka4eCTBe BJIOXKeHHH.

6.11.2 fIxopsn

JI71s1 BCTaBKM SIKOpsI BbIOepUTe IyHKT KOMaHJHOTIO MeHI0 coobirieHrs BeraButs > fIkops ¢
HMeHeM, JIM00 B NaHelin pOpPMaTUPOBaHUS IMCbMa BbibepuTe BcTpauBaHHe oOBbekTa Akopb. Ha

SKpaHe BO3HUMKHET /IMajioroBoe OKHO peJJaKTHPOBaHUs CBOMCTB sIKOps (cM. PucyHok 72).
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CeoficTE? AKOPA C MMEHER et

Heaa avops:

anchor I

OononHHTENEHD....

OrhieHa

Pucynok 72 - JlnanoroBoe 0KHO CO3/1aHUS SKOPSI

Jlyist BcTaBKU sIKOpsl BBeqiuTe ero ums (onucanue) B nojie Umsa skopsa. Eciu Ha MoMeHT
OTKPBITHS IMAJIOTOBOI'O OKHA B MKChMe BbIJlelleH pparMeHT TeKCTa, TO OH OyzieT IoMelleH B IoJie

Nmsa AKOPA. HpI/I HA’KAaTHUW Hd KHOIIKY I[OIIOJIHI/ITEJII)HO OTKPBbIBAETCA [OUAJIOTOBOE OKHO

pPedaKTUPOBAHMS IONOJHUTEIbHbIX CBOMCTB. Ilo HaxkaTuio Ha KHOIIKY OK B IIO3UIUI0 KYpCOp4a

Oynet nobaBiieH SKOpb.

6.11.3 N3o6paxenue

Jly1st BcTaBKU M300pakeHus BbIOEPUTe IMyHKT KOMaHJHOTO MeHI0 coobieHus BecraBurs >
N3o0paxenune, b0 B mMmaHenu ¢opMaTHpOBaHUs IHChbMa BBIOEPUTE BCTpaWBaHHEe OOBEKTa
MN3o0paxkenue. [Ipu BcTaBke H300pakeHHsI OTKPBHIBAETCS AUAJIOTOBOE OKHO, COCTOsIee U3

CJIeyIOIIMX 3aK/IaI0K:
— azjpec;
— pasmepsl;
— BHEIIIHWUH BUJI;

— CCBLJIKA.

6.11.3.1 Anpec

ITanenn AlIPEC IIO3BOJIKIET 3arpyKaTb I/I306pa)KEHI/Ie U 3a/1aBaTb HEKOTOPbIe CBOMCTBaA

(cm. Pucynok 73). 151 3TOr0 UCNOB3YIOTCS CJIeTyIOIHe OIS

— Anpec u3o0paxkeHus - 10Jie BBOJIA ajipeca M300paskeHHUs. JTO MOXeT OBbITb CChUIKA Ha
BeO-pecypc, mubo aznpec JyiokanbHOro daia. [lo Haxkatuio kHOmkU BeiopaTh ¢aiin
OTKPBIBAETCS] CUCTEeMHBIH /IMajior Beibopa ¢aiina;

— BcruisiBaronasi mojckaska - I0JiCKa3Ka, BO3HMKAIOIIAsl IpY HaBeJIeHWH Kypcopa Ha

r3obpaxkeHue;
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— AJIbTepHAaTHBHBIH TEKCT - aJIbTePHATUBHBIN TEKCT JUIsl N300pakeHns (TeKCT, KOTOPBIH

MO3BOJISIET TIOJIYYUTh MHGOpMaIUio 00 M300pa’keHUM NMpU OTKJIIOYEHHOM B Opaysepe

MTOKa3e M300pa’keHuH UM BO BpeMsl UX 3aTrPYy3KH).

CeoicTea uzobpaxesia

Appec Paswepm  Brmewwwieng  Coewika

Anpec niobpasenma:

l

Bposunme 370 macbpakenne B coobugenne

Bennmisarowgan nogokaxs:
® ANETEpHATHEHEIA TEXCT:

HE HONONB30BEaTE -a.ﬂhTEPHi.'I’HBH.bdﬁ TEELT

BraBpate daiin...

JononHurensmo

Oreaera

Pucynok 73 - Hactpoiika afpeca nzo0paxeHus

OKHO

HpI/I HAXdTHX  HA KHOIIKY I[OIIOJIHI/ITEJII)HO OTKpbIBdAETCA  JUAJIOTOBOE

DPEeIAKTUPOBAHMS IOIIOJHUTEIbHBIX CBOWCTB I/1306pa)l<eHI/ISI. Ilo nHaxkaTuio Ha KHOIIKY OK B

MO3UITUI0 Kypcopa OyjieT fobaBiieHO BbIOpaHHOE M300pakeHue.
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6.11.3.2 Pazmeps1

[Tanens Pa3mepsI 103BOJISIET YIIpaBILTh pasMepaMu u3obpaxkenus (cMm. Pucynok 74). Ilpu
BoibOpe Mcxonmublii pa3mep usobpakeHWe OTKpbIBaeTcs 0Oe3 W3MeHeHHUs pa3Mepa. Bribepute
3agaTh pa3mep eciu Bbl XOTUTe M3MEHUTh pa3Mep H3o0paxeHus. [Ipu aTomM MOXXHO 3ajaTh
IPOM3BOJIbHYIO IIMPHMHY M BBICOTY B IHKCeJIX U IPOLleHTaX OT IIMPUHBI OKHA. Bribepurte

Co0mrogaTh MPOMOPIIUH eCJIU Bl XOTUTE COXPAHUTh UCXOJIHBIe ITPOIIOPIIMU U300pakeHusl.

Ceofctea nzobpaxeHna i

Anpec  Pasmepst Brewmui eng  Cowinka

o Poxopoi paswer]

ZanaTe pazmep o
Lmprma: i n 0 b
BuicoTa: > w

OrraeHa

Pucynok 74 - Ilanens HacTpoiKy pa3mMepoB M300pakeHus

[Ipy HaxxatMn Ha KHOIKY JIOIOJHHUTEJBHO OTKpBIBAeTCS  [JUaJIOrOBOe  OKHO

pelakTUPOBaHUs JIONOJIIHUTEIbHBIX CBOWCTB H300paxkeHus. [lo Haxkatuio Ha kHomky OK B

MO3UIIMIO Kypcopa OyJieT fo0aBieHO BbIOpaHHOe M300pakeHue.
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6.11.3.3 BaHenruwuii BH

[Tanenr Buemmmii Buja (cM. PucyHok 75) mo3BosisieT 3a/laTh CBOMCTBA IOJIeW U

pacIiojiokeHne I/1306pa>K€HI/ISI OTHOCHTEJIbHO TeKCT4d.

Cngea v cnipasa:

nHKCCnon : BHH!}"

Ceepxy M CHUZY: NHKCENDE

£y ]k L3

CE.H'DLI.IHHH rpanwuac NHECENoR

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

KapTa macbpamenma

THHTENEHO

W

Orraera

Pucynok 75 - Hactpoiika pacnosnioxkeHus U300pakeHust

CaoricTBa nojei 3a/1aI0TCA B ITMKCeJIaX, BBl MOXKeTe 3a1dThb ClieAyIolre BaPHUAHTHI:

— T10J1s CJIeBa Y CIIPaBa;
— TI0JI51 CBepXY U CHU3Y;

— TOJINIMHA I'PaHUIIbL 1/1306pa>1<eH1/1;1.

Tun PacCIIOJNIOXKEHHA I/1306pa)K8HI/I$I 3d1daeTCsd UCXOOd U3 CIIeAYIOIINX BAPHUAHTOB:

— BBEpXy;

— 110 LIeHTpY;

— BHU3Y;

— BIIPaBO, OKPY>XUTb TEKCTOM CJIEBa;

— BJIEBO, OKPY>XXHUTHb TeKCTOM CIIpdBd.

[Ipy HaxxatMu Ha KHOIKY JlOIIOJIHUTeJIBLHO

OTKPBIBAeTCS

AHaJIOroBoOe

OKHO

pelakTUPOBaHUs JONOJIHUTEIbHBIX CBOWCTB H300paxkeHus. [lo Haxkatuio Ha kHomky OK B

MO3UIIMIO Kypcopa OyJieT o0aBieHO BbIOpaHHOe M300pakeHue.
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6.11.3.4 Cceuika

[Tanens Ccpuika (cM. PucyHok 76) npegHazHavyeHa 1yl TOro, 4TOOBI OTKPHIBATh CCBUIKY,
SIKOPb WJIM 3aroJIOBOK IO HaXKaTHIO Ha u3obpakeHue. CchblKka J0DKHA OBITH MpoIKMCaHa B T0Jie

BBOJA. HpI/I HA’KATHKX Ha KHOIIKY PEHHKTOP CBOMCTB CCBLIKH OTKPbIBAETCA OMUAJIOOBOE OKHO

DPEeIAaKTUPOBAHUS JONOJHUTEIbHBIX CBOUCTB IaHHOM CChUIKH.

CeoicTea uzobpaxesia bt

Appec Pasmepw  Beewmwneng  Ceoeunka

Boeaure gapec peb-crpanuus, noxansnoro Gafng wan seIGEpUTE AKOPE MAKM JArGAGEOK © MMEHER U3
KOHTEKCTHOMND MEHH) NOAA:

= |

BeBpate dain...

MekassiBaTh (PEHMUY BOKPYT MIOOPEKEHNE, COEPMAIEND CORUKY Pegaxtop cooiicTe conkm..,

JononHurensmo

il OTrieHa

PucyHnok 76 - [laHesnb HACTPOMKM CBOMCTB CCBUIKU

HpI/I HaXXaTHK  HA KHOIIKY HOIIOJIHI/ITEJII:HO OTKpbIBdAETCA  JUAJIOTOBOE OKHO

pelakTUPOBAHUs JIONOJIHUTEIbHBIX CBOWCTB H300paxkeHus. Ilo Haxatuio Ha kHOnky OK B

MO3UIIUI0 Kypcopa OyneT nobaBiieHO BbIOpaHHOe wu300pakeHwe. [Ipu JBOMHOM HakaTWMM Ha

CCBUIKY OTKPbIBAeTCAd JUAJIOT peJdKTUPOBAHUA CBOMCTB CCBLJIKH.
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6.11.4 Pa3nenurein

Iy BCTaBKM paszieninTesisi BblOepyuTe MyHKT KOMaHJHOTO MeHIO coobiieHus BcraButh >
Pa3nesmnrens, nub0 B maHenu ¢$opMaTHPOBaHHS IHMChbMa BbIOepUTe BCTpavBaHHEe OOBEKTa
Pazpgenurens. [Ipu BcTaBke pazfenuresissi B TeKCT MKUCbMa B MO3UIMIO KypCcOpa BCTaBIISETCS
TrOpPU30HTaJIbHAS pa3fie/IuTesIbHasl 110J10Ca CO CBOMCTBAMH, YCTaHOBJIEHHBIMU 110 yMoJidaHuio. [Ipu
JBOMHOM KJIMKe Ha pasfieuTellb OTKpbIBAaeTCsl Juanorosas naHenb (cMm. Pucynok 77), B koTopom

MOXXHO IIOMEHSTb ero CBOMCTBA, TAKWEe KaK IMMMPHWHA, BBICOTA, HAJTMIKe 3D Tenwn, BbIpdBHHMBAHHE.

CecACTEa MopM3OHTANLHOTD DA3ZENUTENS x
Pazmepe

Wnpuna: % OT pazuepa okHa W

BescoTa: 2 : MUKCEADE
o | 30-7ene

EnipagHnBaHwe

Bresc (@ [lo uentpy Bopaso

Hcnonssceams no yMonaHmm JonoaHeTensHo..,

QK OriaenHa

Pucynok 77 - Hactpoiika CBOMCTB TOPU30HTAJIBHOTO pa3fiesinTers

ITo naxaturo Ha kHOnKy OK K paspenuTenibHOM mnosoce OGyAyT NpuUMeHeHbI BHIOpaHHBIe

napamMeTphl. [lJig ynanenus: pasznenurenst ucnosib3ydte kHonky DEL winu komanay YpaauTs B

KOHTeKCTHOM MeHIO.
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6.11.5 Tabuuna

Il BcTaBkM Tabiuibl BbiOepuTe IYHKT KOMaHJHOTO MeHIO cooOiieHuss BcraBurh >
Tabsumy, 1160 B maHein $oOpMaTUPOBAaHUS MHChbMa BbiOepuTe BCcTpauBaHHWe obbekTa Tabmuima.
Eciu Ha MOMeHT BCTaBKH TaOJIMIIBI B MMCbMe He BbljleJieH pparMeHT TekcTa (PeXXuM Kypcopa), TO

OTKPOEeTCSl IMAJIOrOBOe OKHO BCTAaBKHU Tabiuibl (cM. PucyHnok 78).

Brraeka TaBnnuel >

Crpos 2 3

CronGuos: 2 3

WwupwHa: 100 (o % OT pasmepa .. ¥

[paHnya: 1 3 MWECENDE
JononHWTENRHD..,

oers

Pucynok 78 - JluanoroBoe 0KHO HaCTPOMKHU MTapaMeTpPOB TaOJIUIIbI

HI/IEIJ'IOF IMMO3BOJIACT 3d/1aBATh CJIeAyroliye I1apaMeTpbl Ta6J'II/II_[bIZ

— KOJINYEeCTBO CTPOK;
— KOJIMYEeCTBO CTOJIOIIOB;
— IIMPUHA TaOJUIIBI (B ITUKCEJISIX WK B IIPOIIeHTax);

— TOJIIIWHA I'PAHUI] Ta6JII/IIII:»I B ITMKCeJIdIX.

HpI/I HAXdTHKX  HA KHOIIKY HOHOJIHI/ITEJII)HO OTKPBIBAETCA  AHUAJIOT'OBOE OKHO

pPeIAKTUPOBAHMS JONOJIHUTEIbHBIX CBOWCTB Ta6JII/IIII)I.

[locne cosmanusi TabMUIBI BBl MOXKeTe W3MeHWTh ee IapaMmeTphbl. [[js 3Toro aBa pasa
KJIMKHATe Ha TaOJHUIly, OTKPOeTCS AUaJor peaakTHpoBaHHs. OTKpBHIBIeeCs AWAJIOrOBOe OKHO

OymeT OTIMYAThCS OT OKHA CO3/1aHuUsI Tabmuilbl. OHO cofep XuUT JiBe TaHesu - Taommna u fgeiika.

ITanenn Ta6Jmua COepXKur I10JI41 JJIs pedaKTUPOBaAHUA CBOMCTB Ta6JII/IIIbI

(cm. Pucynok 79).

— KOJIMYeCTBO CTPOK;
— KOJIMYECTBO CTOJIOIIOB;

— [IMpPUHA TaOIUITBL;
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— [IMPUHA I'paHuLl;
— OTCTYIIBI MeXy SYerKaMu;

— pa3Mepkhl I10JIeN JYeeK;

— THUII BIPaBHUBAHU 110 TOPU30OHTAIIHU;
— HaJIM4yue 3aroJI0BKa;

— [BeT (poHa.

OKHO

HpI/I Ha’XXaTHK  HA KHOIIKY HOHOJIHI/ITEJII:HO OTKpbIBdAE€TCA  JUAJIOTOBOE

peJlaKTUPOBaHMs JONOJIHUTEJIbHBIX CBOMCTB Ta6JII/IIII)I.

CecAcTER TREAMUE

TaBnnua  Aueixn

Pasmepm

Crpokm: Wopusa: 1003 | % or pasmepa oxsa ¥
Cronbugsi: 2 C

Tpanmup » noas

[panmuee 1 : MHECENDE

Orcrynet: 2 5| nukcence MERTY AMEAKILIN

Nons: 2 c MHECENCE METY TPEHHLEN AYERKH W & COARPRMMEIN
Bripasuneanmne Tabnuuse  Bneso ¥  Zaronceck: | Her

Liger droma: [ByaeT Buges doH cTparuLg)

QK ' DpusesnTs Ormeda

Jeonoanumensmo..

Pucynok 79 - JluanoroBoe 0KHO peJJaKTUPOBaHUSI CBOMCTB TabJIUIIbI

[Tanens $luelika coOmepXXUT TIONsS Ui pPeIaKTUPOBAHHUS CBOWCTB S9eeK TaOJIHUIIbI

(cm. Pucynok 80).

— BBICOTA STYEUKU;

— IIMPUHA STYeUKU;

— FOPU30HTAIbHOE BLIPABHUBAHUE COIEPXKUMOI0 SUEUKU;
— BepTUKAJIbHOE BbIpABHHUBAHME COJIEPXKUMOTO STYEUKH;

— CTWIb STYeUKHU,;

— [IepeHoC TeKCTd B STYeUKe;
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— 1BeT poHa STYEHKHU.

HpI/I HaXaTHMX HA  KHOIIKY HOIIOJIHI/ITEJIBHO OTKPBIBaAeTCA  OUaJIOTrOBOe OKHO

peJaKTHUPOBAaHMs JONOJIHUTEJIbHBIX CBOMCTB STYEHKH.

CeoficTea TaBnuug *

Tabrnua  Auedxn
Brigenenue
Aueiina =

£ Opeasiiyuisn ? Cheayrowiss

Mepea nasierennem BbigeneHua BYIyT NPUMEHEHE] TECYLLWE NoNpaskm,

Pasmepbi BrapasHrBatne COAEpKIMOro
Ebicora: £ nwkcenoe " BepruxancHoe: Mosepxy =
Wiwpena: £ nuxcenos i FopuzonTancHoe:  Bneso =
Crwne aueiss:  OBwdHbi ¥ Mepeqoc rekcra: | MNepeHoconte
Liger dona: (Eyaer enaeH doH Tabangs)

¥eTaHoEMTE hnasad 400 onpeleneHinn CEolcTe, NPHMEHAEMER KO BCEM

prifipaHHbIM Avefkan LonoAHuTENGHO...

oK . Dpnrmernts Ommena

Pucynok 80 - JluanoroBoe OKHO peJlaKTUPOBAHUSI CBOMCTB STYEHKU
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6.11.6 Bcraka HTML

s BcraBku ¢pparmenta HTML - kona BbiOepyTe MyHKT KOMaH[IHOTO MeHIO COOOIIeHUs

BcraButs > HTML (cm. Pucynok 81).

Beraeka HTML

Beegure HTML-rerw u rexcr:

Mpumep: <i= Boest npuaem! <fiz

Orrraena

Pucynok 81 - JlnanoroBoe okHo BcTaBkU koga HTML

Beeaute tekct koga HTML, Haxkmute kHoniky OK.
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6.11.7 BcraBka maTremaTnueckux Boipakenui LaTeX

HJIH BCTABKM MATeMATH4YeCKOI'O BbIpa’XeHHs BbI6epI/ITe IIYHKT KOMaHJOHOI'O MEHIO

coobienus BeraBuths > Math (cm. Pucynok 82).

PI/ICYHOK 82 - ,HI/IaJ'IOFOBOe OKHO BCTdBKHW MATEMdTHUY€CKOI'O BbIpa’XEHUs

BBeI[I/ITe UCXOOHBIM KOJ LaTeX B COOTBETCTBYIOIIEE I10JIe BBOI4, HaCTpOﬁTe pPexXuMbl

BCTpPaMBaHMS U OTOOpa’keHUsI MaTeMaTH4eckoro BeipakeHus. Haxkxmute kHonky OK.

Beraeka Math

Beegure nexogsnii kog LaTel:

-:.'||'.'- 11 + Yfracin ."-'{.::

Hacrpoiiim
# | PEkum ECTPANBaHNA

Pexcisi oToBpaseHna

® Hanpaenenue cnesa Hanpaso

Haﬂpaan EHWE CNPaBa HANEEBD

s
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6.11.8 BcraBka 0ykB 1 CHMBOJIOB

Il BcTaBKM OYKB M CUMBOJIOB BbIOepuTe IyHKT KOMaHIHOI'O0 MeHIo coobieHusi BcraBuTh

> BykBbI 1 cuMBouIBI (CM. PrcyHok 83).

Bcraeka cumeona >'<

Kareropus

3arnaeHble C ANAKZHUTHYECKAMIA
IHaKaMHK

I::T[i:lI:I'-IHI:uIE C AHAKPUTUYHECKHUMK
IHaKaMHK

Jpyrue 3arnaeqele

Jpyrue cTpodHBIE

- Eﬂﬁu.l,ne CHME CUTBL

BYKBEI CHMBONE

Bcraeute JakpeITe

Pucynoxk 83 - JlnanoroBoe 0KHO BCTaBKUA OYKB U CUMBOJIOB

Bribepute karteropuio, B Bblnajarounmx cnuckax BykBa wiu CumBoa Bbibepure

HeoOXOJUMBIM BapyaHT, HaxkmuTe BeraButh. BribpanHast OykBa Wi CUMBOJI OyayT BCTaBJIEHBI B

TeKCT IIMCbMd.
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6.11.9 BcraBka / perakTHpOBaHHe OI'JIaBJI€HHUS

Jljiss BCTaBKU OTJIaBJIeHUs! BbIOepuTe IyHKT KOMaHAHOI'O MeHIO0 coobmieHvs BcraBuTh >

OrnaBienue (cM. PucyHok 84).

CogeposcaHmne

Y¥posexs 1
YpoeeHs 2
¥poseHs 3
¥posero 4
¥posens 5

YpoeeHs &

-

Tera:

h1

h

h3

hd

h5

hb

Co3pats cogepmanne na ooHone:

)

MpoHyMERSBaTE BLE AMEMEHTS B
COSEPHAHUN

3EI'I|:|tTIrITb HEMEHEHNE COEDEaHNA

Knacca:

O

Pucynok 84 - JInasmoroBoe OKHO BCTaBKU OTJIaBIIeHHUS

[Tpu HEOOXOAMMOCTH ONUIIIMNTE TPaBWia GOPMUPOBAHUS YPOBHEM COMlepXKaHUsS U HaXKMUTe

kHonky OK.

6.11.10 JomoaHuTeNLHEIC CBOIICTBA 00HLEKTOB

,HI/IEIJ'[OFOBOE OKHO [IOIIOJIHUTEJIbHBIX CBOWMCTB HCIIOJIB3YEeTCd I 3dJaHUA anI/I6y'TOB

Tekyiiero o0bekTa. OKHO COCTOMT M3 TpeX IIaHeJied, MeXAy KOTOPbIMH IIPOUCXOAUT

Iepekjiro49YeHre C IIOMOINbI0 3dKJIa/JI0K.
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[Tanens HTML-arpuoyTs! (cM. Pucynok 85) nossosnsier 3agaBate HTML - atpubytsl amns
Tekyiero oowbekta. [losHbIM cnucok aTtpubyrtoB: summary, width, border, frame,
rules, cellspacing, cellpadding, align, bgcolor, align, class,
title, lang, dir./lnsg co3maHusi HOBOro aTpubyTa BbIOEpUTe ero B CIIMCKe ATPHUOYT, 3aTeM
3arosHuTe 1ojie 3HadeHue. HoBoil aTpubyT OyaeT mobaBiieH nmpu cMmeHe dokKyca ot 3JHaYeHue,
60 no HaxaTtuio Ha kHonky OK. [Ins ynaneHus yke co3gaHHOTO aTpubyTa yCTaHOBUTE KYpCOP

Ha HeOOXOJIMMYIO CTPOKY, 3aTeM HaXKMUTe KHOIIKY Y JaJIUTh.

Pesakrop ACNONHUTENBHER CEORCTE e

Texyupse atpubyTe gna:  <tables

HTML-arpubytel  Crunepoe odopsnenne  Cobemun lavaScnpt

ArpubyT Anavenue

width 100%

cellspacing 2

cellpadding 2

border 1

LEnkHMTE MO OOBEETY BEEPXY, YTODH MEMEHNTD E0 SHAUEHNE Yaanute
ATpubyT: JHaYEHWE

. oK | Oriaena

Pucynok 85 - [lanens pegaktrpoBanust HTML - atpubyTos
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[Tanens CtuneBoe od¢opmienue (cM. PucyHok 86) mno3BosisieT 3ajiaBaTh CBOMCTBA
TeKy1ero oobekTa. JIjsi co3maHus HOBOTO CBOMCTBA BBeaWTe ero uMs B nose CBOMCTBO, 3aTeM
3arosHuTe 1noje 3HadeHue. HoBeiii aTpubyT OyneT nobasiieH mpu cMeHe ¢oKyca Iosi 3HaueHue,
mbo o HaxaTuio Ha kHotiky OK. [{ns ynaneHus y>ke cO3JaHHOTO CBOMCTBA YCTAaHOBUTE KYpCOP

Ha HeOOXOJIJMMYIO CTPOKY, 3aTeM HaXKMHUTe KHOIIKY Y JaJIUTh.

Pegakrop A0NONHUTENLHEDR CEORCTE e

Texyupse aTpubyTol gna:  <tables

HTML-atpubytel  Crnnepoe odopsnenne  CobSemua lavaScnpt

CooiicTas InayeHue
LEnkHMTE No oOLEKTY BEEPXY, YTOSE MEMEHHTE E7'0 3HAUSHME ¥aannTe
Ceoiicren: IHAaYEHME

I oK OrmenHa

Pucynok 86 - [laHesib peJJakTMpPOBaHUS CTUJIEBOTO O(pOpPMIIeHHUS
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[Tanens CobbrTHst JavaScript (cm. Pucynok 87) mnosBosiser o6pabaTbiBaThb COOBITHS
JavaScript. TIlomHbli cnmcok cobwrtuit: onclick, ondblclick, onmousedown,
onmouseup, onmouseover, onmousemove, onmouseover, onkeypress,
onkeydown, onkeyup. [lnsg co3gaHus HOBOro coObITHS BbiOepyuTe HEOOXOOUMBINA aTpubyT B
criicke ATpuOyT, 3aTeM 3anoiHUTe Tosie 3HayeHue. HoBeid aTpruOyT OyaeT mob6aBjeH Mpyu cMeHe
dokyca nonss 3HadyeHnue, b0 1o Haxatuto Ha kHOnKy OK. [Insg ynaneHus yxe cO30aHHOTO

aTpubyTa YCTaHOBUTE KypCOp Ha HEOOXOAUMYIO CTPOKY, 3aTeM HaXKMUTe KHOIIKY Y IaJUTh.

Pesakrop ACNONHUTENBHER CEORCTE e

Texyupse atpubyTe gna:  <tables

HTML-arpubyter  Crunepoe odopsnenne  Cobeman lavaScnpt

ArpubyT Anavenue
LEnkHMTE MO OOBEETY BEEPXY, YTODH MEMEHNTD E0 SHAUEHNE Yaanute
ATpubyT: JHaueHnE:

onclick i

. oK | Oriaena

Pucynok 87 - [lanenb pegaktrpoBaHust cCOObITHM JavaScript

6.12 3akpsbiTHE COOOIIEeHNS 03 OTIIPAaBKHU

Ecnu muceMo He ObLIO OTIIPABJIEHO W B HeEro OBbUIM BHECeHBI HeCOXpaHeHHbIe M3MeHeHus,

TO IIPY 3aKPBITUH OKHA BO3HUKaeT coobienue (cMm. Pucynok 88).

CoxpaHenie coodwenna x

® CoxpaHWMTe 370 co0BIEHHE B Nanke YepHOBWKDE (MepHOBMKN] W 3aKpEITE OKHO =L 03aaHme

coobueHrAn?
CoxpaHiThs OTHMEHHTE M3MEHEHHA Ormena

Pucynok 88 - Hanmomunanue o HecoXxpaHeHHBIX U3MEeHEeHHUsIX
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Il TOoro, 4yTtobBl He IMOTepATb U3MEHEeHUs U COXPaHUThb NHCbMO B IanKe YepHOBUKH,
HaxxmuTe KHOIIKY Coxpanuthb. KHonika OTMeHHUTHh U3MeHeHHUs 3aKpbIBaeT JaHHOe COOOIleHre U
IIMCbMO, BCe M3MeHeHUs OynyT yrepsiHbl. KHomka OTMeHa 3akpblBaeT JJaHHOe COOOIeHHe, BbI

BO3BpadllldeTeCb K peldKTHPOBAHHWIO ITMCbMA.

6.13 'opsune KIaBUIIHM OKHA PeJJAKTHPOBAHUS COOOIIeHUH

Co4yeTaHus KJIABUIII [JI1 OCHOBHBIX JIeHACTBUI C TIUCHbMaMU:

¢ Ctrl+Enter/2Cmd+Enter — oTripaBUTh NMUCHMO CelYac;
o Ctrl+Shift+Enter/ { Shift+3Cmd+Enter — oTnpaBuTh THCHMO TTO3XKeE;

e Ctrl+N/$sCmd+N — HOBOe HUCHMO;

e Ctrl+S/#Cmd+S — coxpaHUTb THCHMO; B 3aBUCHUMOCTA OT TeKYIIleM HaCTPOHKHU

coxpaHeHUs MUCbMO OyJieT coxpaHeHo B daiin, YepHoBuk, I11abmnoH;
e Ctrl+P/$2Cmd+P — HaneyaTaTh YepHOBUK;
e Ctrl+Z/3%Cmd+Z — oTMeHUTH II0CIeJHee NeiiCTBIe;
e Ctrl+Y/$Cmd+Y — moBTOpUTH OTMEHEHHOE JIeHCTBUE;
e Ctrl+K/$8Cmd+K — BCTaBUTh CCBUIKY B TEKCT;

e Ctrl+Shift+K/ 7 Shift+Cmd+K — 1npepBaTh CCBUIKY WIM yAAJIUThb CCBUIKM U3

BBIJIeJIEHHOTO (pparmMeHTa;

e Ctrl+Shift+R/ Shift+:Cmd+R — ynanuTh IKOpY ¢ UMeHaMU;

e Ctrl+Shift+P/{ Shift+:Cmd+P — nposeputs opdorpaduro;

o Ctrl+Shift+A/{ Shift+3Cmd+A — BIOXUTb dail;

e Ctrl+Shift+Y/ Shift+3Cmd+Y, Ctrl+Space/:$sCmd+Space — mpepBaTth Wi yIaIuTh
CTWIN TeKCTa;

e Ctrl+]/#Cmd+] — yBenuuutsh OTCTYT;

e Ctrl+[/#Cmd+[ — ymMeHbIIUTH OTCTYT;

e Ctrl+B/%Cmd+B — ycTaHOBUTH BbIJIeJIECHHOMY TEKCTY CTHJIb «IIOTY>KUPHBINY;

e Ctrl+I/Cmd+I — ycTaHOBUTH BbI/IEJIEHHOMY TEKCTY CTUJIb «KYPCHBY;

e Ctrl+U/$6Cmd+U — yCcTaHOBUTH BBIZIEJIEHHOMY TEKCTY CTUJIb «IIOAYEPKHYTHINY;
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e Ctrl+T/¥Cmd+T — ycTaHOBUTb CTHJIb TEKCTA «MOHOITUPUHHBIN;

e Ctrl + >/6Cmd+>, Ctrl + ./#Cmd+.— yBenuuuTh pa3mep MpUPTa;

e Ctrl + </$6Cmd+<, Ctrl + ,/6Cmd+,— ymMeHbIIUTH pa3mep MIPUPTa;
e Ctrl+R/$2Cmd+R — nepedopmatpoBaTh TEKCT COODIIEHNS;

e Ctrl+A/$sCmd+A — BBIIeIUTEH BCE: TeKCT COODIIeHUS WU BIIOKEHUS,
e Ctrl+C/#Cmd+C — konupoBaTh;

e Ctrl+X/$2Cmd+X — BbIpe3aTh;

e Ctrl+V/$Cmd+V — BcTaBuTE;

e Ctrl+Z/3Cmd+Z — OTMeHUTD;

e Ctrl+Y/$2Cmd+Y — noBTOpHUTS;

e Ctrl+H/$2Cmd+H — HaliTU 1 3aMeHUTb TEKCT B TEKYII[EM COOOIIeHUY;
e Ctrl+F/$Cmd+F — HailTu TeKCT B TeKyIIleM COOOIIEeHNUH;

e Ctrl+G/#£Cmd+G, F3 — HaiiTi CHOBa B TeKyIlleM COOOIIeHUH;

o Ctrl+Shift+G/ 7 Shift+3Cmd+G, Shift+F3/0Shift+F3 — walitu npenbinyiiee B

TeKyIlleM COOOIIeHUH;

e Shift+Enter/{ Shift+Enter — BcTaBUTbH pa3pbiB CTPOKU BMECTO HOBOT'O ab3alia;

e F2 — neperMeHOBaTh BIIOKEHUE;
e F9 — nepexitounts 60KOBYIO NaHe b KOHTaKTHI;

e F6, Ctrl+F6/ 7 Shift+F6, Ctrl+Tab/:$Cmd+Tab — nepeiiti k cienyioiieMy OCHOBHOMY
3JIeMEeHTY I10JIb30BaTeJIbCKOro UHTepderca;
o Shift+F6/ 0 Shift+F6, Ctrl+Shift+F6/ ¢ Shift+:3Cmd+F6,

Ctrl+Shift+Tab/  Shift+3sCmd+Tab — nepeiiti kK npeJpiayllieMy OCHOBHOMY 3JIeMeHTY

10JIb30BaTeIbCKOTO UHTepderca;

e Ctrl++/#8Cmd++, Ctrl+=/8Cmd+=, Ctrl/$Cmd+konecuko NpPOKPyTKH BBepx —

yBeJIMIUTh MacIITab;
¢ Ctrl+-/#Cmd+-, Ctrl/3eCmd+xosecuko NpoKpyTKH BHU3 — yYMeHbIIIUTh MaCIITA0;

e Ctrl+0/%¢Cmd+0 — cbpocuts macmITab;
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e Ctrl+1/2¢Cmd+1 — moka3aTtb riaBHOE OKHO TIPWIOXKEHUS;
o Ctrl+Shift+O/ ¢ Shift+3Cmd+O — BcTaBUTh KaK MUTATY;
o Ctrl+Shift+V/{ Shift+3Cmd+V — BcTaBuTh 6€3 GOpMaTHPOBAHMUS;

e Ctrl/2Cmd + mesr4ok BHyTpH si9eHKH — BbIOpaTh siueNKY TabIUIbL;
e Ctrl/:$sCmd + me 40K Mo rpaHuIe TadJauIbl — BbIJIEJTUTH TaOJHITY;

e Del — ynmanuth BbIOpAaHHBIA TEKCT, BJIOXKEHHE, COJEPXKUMOe s9eeK TaOIUIbl WITH

TaOJIUILY;
e Ctrl+Del/$2Cmd+Del — ynanuth c10BO cripaBa — OT Kypcopa JI0 KOHIIA CJIOBa;

e Ctrl+Backspace/#Cmd+Backspace — ynmanuTh CJI0BO cjieBa — OT Kypcopa JI0 Havaja

CJIOBA;

e Alt+Home/~\-Option+Home — repeMeCTUTb BJIOKEHHE B HAYAJIO CITMCKA BIIOXKEHUH;
e Alt+1/~\ZOption+1 — nlepeMeCcTUTH BIIOXKEHYE BBHIIIE;

e Alt+~/~COption+- — nepemMecTuTh BIOXXeHHE BMeCTe;

e Alt+!/~\-Option+! — nepeMecTUTh BIOXeHUE HUXeE;

e Alt+Home/~-Option+Home — nepemecTUTh BlIOXKeHHe B HA4aJIO CIIMCKA;

e Alt+End/~\cOption+End — nepemecTuTsh BjlO>)KeHHe BHU3;

e Alt+Y/~-Option+Y — 0TCOPTUPOBATh BCe BIIOXKEHWe WUJIY BbIOpaHHbIE BIIOXKEHUSI.
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7 YYETHBIE 3AIIMCHU

7.1 To6aBieHNe y4eTHOM 3aNIMCH MOYTHI

st nobaBiieHUs] y4eTHOM 3alMCH MOYThl OTKPOMTe TaHesb IMapaMeTpOB YYeTHOM 3alrCU

OJIHMM M3 CJIe[TyIOIIMX CII0OCOOOB:

— BeIOepuTe MyHKT KoMaHAHOTO MeHIO Paiin > Co3gare > HacTpouts Mo y4eTHYIO

3aMuch MOYTHI;
— B OKHe IIaIIOK BbIOepuTe HY)XHYIO Y4eTHYIO 3alliCh, ITPABOM KHOIIKOM MBIIIN BBI30BUTE

KOHTeKCTHOe MeHIO, BLI6epI/ITe KOMaHOY HapaMETpLI.

B otkpebiBuIeiics naHeny IlapaMeTphl yueTHOI 3amucH HaXKMUTe KHONKY JleHcTBUS st
y4eTHO# 3anmucH. /lajee B OTKpBIBIIEMCSl MeHIO BbibepuTe NyHKT Jl00aBHTH y4eTHYIO 3allHCh

nouTthl. Ha axpaHe oTkpoeTcst HoBas ctpanuia Hacrpoiika yderHoi 3anucu (cMm. PrucyHnok 89).

_J Hactpodka yadTHoR saneo - MyOificatail

- BRoapLyHE i @Hamnnnm yHETHOH 3ank X

HacTpolika UMeroLeica y Bac YYETHOM 3anuc 31EKTROHHOM NOYThI

Yrofe MCNOABS0EATE TEKYILWIA 3APEC SNBKTDOHHOW NOMTEI, EBSAWTE CEOKM YUSTHEIE J3HHEIS.
MoCidme MNovTa BETOMaTHHECKW BRINOAHAT NOKCK paBoyen 11 PEKOMEHACEAHHOH KOHDUIYPaLMK cepeepa.

Bawe noaHoe MMA

Anekcasgp CMUpHOB 6]

AQPEC INGKTROHMOE N0k

alexandr.smirnovi@techwr.myoffice.ru o
Napons
JanNOMHETE Naponk

OTMeHa

Bawn :f'-l‘E':Hb!E Ak MRS E}J.I:f'l NPEHATECA TOARKD NDKSNEHD HY H2LUERM

KOMIESDTEDS,

Pucynok 89 - Hactpoiika yyeTHOM 3anMCH TOYTHI

Haxwmure kHonky IIpomomxuTh, HauHeTCS NMOUCK Y4YeTHOM 3amucu. B ciydae ommbku
PacKpoOIOTCSl [IOTOJIHUTeNIbHbIe T1I0JIsl I YTOYHeHUsl I1apaMeTpOB CepBepoB BXOAdIed U

rcxojsmieit nourtel (cM. Pucynok 90).
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__J HacTpoiika yuBThod aanucw - My Officendail

@ HacTporka ydarHoRn 2any X

Hactpoiika MMeroLLeica v Bac YHETHOM 3anmnc 3NeKTPOHHOM NOYTb

HToBk MCNoAL3ICBATE TEKYILMA 8Apec 3NeKTROHHOH NOYTE, BESANTE CBOM YUETHEIE AAHHBIS,
MonOdmc MouTa SBTOMATUYECKM BBINOAHWT NOWCK PaBoduel M PeKOMEHAOBAHHON KOHGWIYPaLMK cepeepa.

Balue noaHoe KA

| alexandr.smirnovi@techwr.myoffice.ru @

AJpeC ANEKTROHHOR NoYThI

I alexandr.smirmnov@techwr.myoffice.ru ®
Napons
L L AL L L] @

3anoMHUTE Naponk

MapameTpebl cepBepa

CEPBEP BXO/AALLEA NOYTHI

MpoTakon: IMAP 4
Mma cepeepa; _ imap-techwr.myoffice.ru

Mapr:

3aWMTA COBAMHEHHA: >
Metoa ayTeHtrdukalmm ABTODNpEnEneHKe i3
Watr noaszoearens: ‘:alexand r.smimovi@tec hwr.myofﬁc:
CEPREF MCXOAALLEN NOYTH

Maa cepeepa: [ smtp-techwr.myoffice_ru

MopT: ‘ 587 %l

3aWmTa CoBAMHEHMA: ABToONpefensHHe e
MeTod ayTeHTHdMEaL M ABTOONPEfeneHHe R
WmA noAs3oearens; -alexand r.smimov@tec hwr.myofﬁcl

JononuuTe sHan HAcTEoHRKa

MNepeTecTvpoBath Otmena Totoso

Pucynok 90 - PacimpenHast maHesb BBoJIa JAHHBIX YIETHOM 3aITMCH

B ClIydae HeyJa4HOI'0 CO31aHUsd quTHOﬁ 3dIIMCH IIOYThI 3aIlIOJIHHUTE II0JIA OJId BXOOdIIero 1u

HUCXodiero cepBeposB. Haxxmure KHOIIKY HEPETECTI/IPOBaTB Uil TIPOBEPKH BBeJeHHbIX
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3HaueHu. B Clly4dae YyCIlelllHOro coeJUHeHUsI HaXMUTe KHOIIKY FOTOBO, y4deTHas 3allnChb 6YI[ET

nobaBjieHa B CIIMCOK YYeTHBIX 3alMCei.

7.2 YaneHue y4eTHBIX 3anucei

,HJ'[SI yaaJleHus y‘-IeTHDﬁ 3aIIMCH OTKpOIZTe IIaHeJIb ITapaMeTpOoB quTHOﬁ 3dIlIMCH OJHHM M3

CJIeYIOIIMUX CIIOCOOOB:

— BbIbepuTe MyHKT KoMaHAHOTO MeHI0 MHCTpyMeHTHhI > IlapaMeTph! y4eTHOMH 3aIlIHCH.
— B OKHe IIaIlOK BbIOepUTe HY>KHYIO YUeTHYIO 3allMCh, IIPAaBOM KHOIIKOM MBIIIM BBbI30BUTE

KOHTEKCTHOe MeHI0, BbibeprTe komaHay IlapameTpsl.

B orkpeiBiIerics naneny IlapamMeTpsl y4eTHOH 3alMCH HOXMUTe KHONKY JlelicTBHS IS
ydeTHOM 3amucH. [lasee B OTKpBIBIIEMCS MeHIO BblOepuUTe NyHKT YJaJIUTh y4eTHYI0 3alicCh

(cm. Pucynok 91).

NoBasuTs YUETHYIO 3aNKWCE NOUTEL..

[JoBasuTs ApYryHD YUBTHYIO 33NWCE...

¥ Ianume YUETHYH 3aMWch

fedcTBHA AnA YUETHOR 3anKcKn «
Pucynok 91 - MeHto feiicTBUi [yisl y4eTHOM 3alIUCH

Ha skpaHe oTKpoeTcst AuaioroBoe OKHO BBIXOJIa U3 Y4eTHOM 3anucH (cM. PucyHok 92).

Beixog W3 yHeTHoN 3amuck *

BbIXog, M3 y4eTHOM 3anucu
3BNOMHWTE CASAYIILUWE NIPAMETRE YUETHOM 33MMCH HA 3TOM YCTPOHCTEE:

MNegnycs
Mtk

MNpaguna W $UABTEE

Biinti OinaeHz

Pucynok 92 - JluanoroBoe OKHO yJajieHus y4eTHOW 3alUCH

[Ipu ynaneHuy Bbl MOXKeTe 3alIOMHUTD CJIe/lyIOllYe ITapaMeTphbl Y4eTHOU 3aIIUCH:

— yhaJjieHue MOAIUCEeN;
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— yAaJieHrne MeTOK;

— ynajieHue IpaBwiI U GUIIbTPOB.

7.3 YcTaHOBKA aKTUBHOM Y4€THOH 3aIlllCH

,HJ'[SI YCTaHOBKHA AKTUBHOH yquHOﬁ 3aIIMCH OTKpOﬁTe IaHeJIb IIdpaMeTpOB quTHOfI 3aIIMCH

OOHHM M3 ClIeAyIOoIKrX CII0CO0O0B:

— BbIbepuTe NMyHKT KoMaHAHOTo MeHI0 MHCcTpyMeHTHI > IlapaMeTpbl yueTHOI1 3anucH;

— B OKHe IIaIlOK BbIOepUTe HY>KHYIO YUeTHYIO 3allMCh, IIPAaBOM KHOIIKOM MBIIIM BBbI30BUTE

KOHTEKCTHOe MeHI0, BbibeprTe komaHay IlapameTpsl.

B otkpsiBieiics naneny IlapaMeTphl yu4eTHOM 3alIuCcH BbIOepUTe HeOOXOIMMYIO YYETHYIO
3allliCh, Jlajiee HaXKMUTe KHONKY JleMCTBHS ISl y4eTHOM 3amucH. B OTKpbIBIIEMCS MeHIO

B]:>I6epI/ITe ITYHKT Y CcTaHOBHTH 110 YMO/ITYaHHUIO.

7.4 JTo6aBsieHNe y4eTHOI 3an¥CcH HOBOCTeM

Jlnst nobaBeHys yu4eTHOM 3alICH HOBOCTeN OTKpOWTe IaHesIb [IapaMeTpoB YYeTHOM 3alucu

OHHUM M3 CJIeyIOoIUX CII0CO0O0B:

— BbIbepuTe NMyHKT KoMaHAHOro MeHI0 MHCTpyMeHTHI > IlapaMeTpb! y4eTHOI1 3anucH;

— B OKHe IIaIIOK BbI6epI/ITe HY>XHYIO YUY€THYIO 3dIIMUCh, HpaBOfI KHOITKOM MBI BBI3OBUTE

KOHTeKCTHOe MeHI0, BbibeprTe koMaHay Ilapamerpsl.
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B orkpeiBiierics nanenu IlapamMeTpsl y4eTHOMH 3alMCH HOXMUTe KHONKY JlelicTBHS IS
ydeTHOM 3ammcH. Jlanee B OTKpBIBIIEMCS MeHIO BbibepuTe MyHKT /l00aBUTH JpPyryi0 y4eTHYIO

3anmuchk. Ha sxpaHe OTKpoeTcs TajioroBoe OKHO BbIOOpa THUIa yueTHOH 3anucH (cMm. Pucynok 93).

MacTep yueTHen 33nKMced X
MNapameTptl HOBOA YYETHOR ZaNWCH
Yrobie Moy YaTe cooBueHng, cHavana Hy#HD CO548TE YUETHY 3ANHCE.
3ToT MacTep CoBEpET WHGORMAUMID, HESBXOANMYID ANA COZAAHUA YUETHOMN 2anncu. ECan B
HE 3HAETE BCE HEOGXOZNMON HHEOPMALMK, CEADKHTECE © BALUWM CHCTEMHEIR
AZMUHUCTPATOPOM MAK NOCTABLLMKOM yomyT MiHTepueTa,
BribepuTe, kakoR THN yHETHOR 3aNWCH BBl XOTUTE CO3IATE:
B e e e |
< Hazag Hanee > Orraena
Pucynok 93 - [lapameTpsl HOBOM y4eTHOH 3allCH
BribepuTe Tum yueTHoM 3anucu U HaxxmuTe KHOTIKY Jlasee (cm. PucyHok 94).
*

MacTep yueTHe 2anuced

NepconansHbie ganHbe

Jns kackaof y4ETHON 33NMCH MMEIOTCA NEPCOHANBHBIE JAHHEIE, KOTOPBIE CMOMYT YEMALTE
YNTAROLLIWE BALLIM AMCEME SAPECaThI.

Boeaure nmn, koropoe Byger noAeaATeCR B none «0Ts Nnpy oTnpanke cooBuwerui (Hanpusep,
allgan Meanoes).

Brigogumoe wan: | AnekcadHos CMUCHOE

Boegure paw agpec anexTpoMHoi NONTE, Kyaa apyrie SyayT oTNpasnRTE BEaM cooBLLYEHHA
{Hanpumep, cuserftest.rus).

AQpec 3NeETPOMHOR NOYTEL | alexandr. smirnov@techwr.myoffice.ru

S e

Pucynok 94 - IlepconanbHble JaHHbIE
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3aroyIHUTe IIOJIA BI)IBOIH/IMOE HMia 1 Ap;pec BHEKTPOHHOﬁ mouThl. Haxkmure KHOIIKY

Hanee (cMm. Pucynok 95).

Mactep yyeTHen 3anncel
Hudropmauma o cepeepe BXOAALEA NOUTE!

BEEAMTE WMA MCNOALSYEMOTO BaMK Cepsepa HosocTel (WNTP) (Hanpumep, snewsbest.rus),

Cepeep rpynn H... |

S e

Pucynoxk 95 - HacTpoiika cepBepa BXOAsIIeH IIOYTHI

3anosiaute 1ojie CepBep rpynn HoBocTeil. Haxkmute kHonky [lanee (cm. Pucynok 96).

*

PlacTep yuETHRIX 3aNMCER

Hmr y4ETHON 3anKCK

Beegute mma 3Tod yueTHoA zanuwcy (Hanpumep, sPabovass, <flnusass wim =Mpynns
HOBCCTERS),

WA yHETHON 33... |

b o] |

Pucynoxk 96 - UM ydeTHOM 3anucu

3anonaute nosie Umsa yuerHoi 3anucu. Haxkxmure kHonky Jlanee (cM. Pucynok 97).

Macrep yuErnbn sannced 4

Nosgpasnaem!

MosanyficTa, NPoBEQETE, WT0 NPWBEIEHHER HIHE MEbOpMaLUA BepHa.

Mmm y4ETHOR 3anmcm;

Aapec 3NeKTpoHHOA NoYTEE

Mira cepeepa HoeocTeld (NNTP):
Mra monssosatens (SMTP-cepeepl:

Haxmure <[ oTopos, yTobel CoXpanuTe TEKYLUME NapaMeTpR W 33EepLWINTE paboty «MacTepa
YHETHBIX SaMMCEAs,

I < Hazag || lotoso Orraera

Pucynok 97 - CoxpaHeHre y4eTHOU 3alIMCU
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Haxxmure KHOIIKY FOTOBO, Y4deTHas 3dllrCb HOBOCTeN 6yz[eT HOﬁaBJ'IEHa B CIIMCOK Y4YEeTHBIX

3aIycey Ha JIeBOH IIaHeJu.

7.5 BoIxon U3 y4eTHOI 3anucu

,HJ'[SI BbIXOJad H3 TeKYIIIEﬁ 3dIIMCH B OKHE IIdIIOK BbI6epI/ITe HY>XHYIO0 YYe€THYIO 34aIlMChb, B

OTKPBIBILIEMCS CIIpaBa IaHeJd Ha)KMUTe KHOIIKY [ Buitt Ha OKpaHe MOSIBUTCS /IMAajIoroBoe

OoKkHO (cM. PucyHok 98), B KOTOpOM MO>XXHO HaCTpPOUThb IlapaMeTphbl BbIXOA U3 aKKayHTA, TaKUe

Kak:
— yIaneHre uHGopManuu o6 y4eTHOU 3aIucCH.

— yaieHue JaHHBIX COOOITIeHUH.

4 Brixog U3 yyeTHOW 3anvcK

Bbixoa 13 yueTHOM 3anucu

JanomHUTE CAEOYEOLLME N3PAMETPE YHETHON 3aNKcK Ha 3Tom yeTpoicTee:
Nopnuce

MeTHH

EI MNpasuna 1 GHABTRE

Briati OmmeHa

Pucynoxk 98 - Hactpoiika mapameTpoB IIpH BBIXO/le U3 aKKayHTa

Haxxmure Ha KHOIIKY BrriiTi IJI BbIXO1d U3 dKKAYHTd.

7.6 HacTpoiika mapaMeTpoB y4eTHOH 3alUCH

OTKpoiiTe MaHe b TapaMeTpPOB YYETHOM 3alICH OJJHUM K3 CJIeJYIOMIUX CIIOCO6O0B:

— BbIbepuTe NMyHKT KoMaHAHOTro MeHI0 MHCTpyMeHTHI > IlapaMeTpb! y4eTHOI1 3anucH;

— B OKHe IIaIlOK BbI6epI/ITe HY>XHYIO YY€THYIO 3aIlMChb, B OTKprBIIIEfICSI CIIpdBa IIdHeJIx

Ha>KMHUTe KHOIIKY il-'i} NapameTphl .
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— B OKHe IIaIIOK BbI6epI/ITe HY>XHYIO YUY€THYIO 3dIIUCh, npaBoﬁ KHOITKOM MBIIIA BBI3OBUTE

KOHTEKCTHOE MeHI0, BbibepuTte komany [lapaMerpsr;
— Ha TIaHeJd MHCTPYMEHTOB HAa)XMHMTe KHOIIKY Bbi30Ba MeHI0 — (Menio MoitOduc

ITouTa), B nosiBuBITIeMcs: MeHIO BbiOepuTe IlapaMeTphl yueTHOM 3aIIHCH.

B neBori nanenu BbIﬁepI/ITe HGO6XOIII/IMYIO YUYeTHYIO 3aIIMCh, B HpaBOﬁ IIaHeJIM ITOABATCS

HAaCTPOMKU BBIOPAaHHOM y4ueTHOM 3amucu (cM. PucyHok 99).

Ld Mapasietpe padncd zaneck - hyCOfficetdail

== mﬂapmrrpuwemnﬁnl b4

~ @A Moyta gan «<alexandrsmirno...

MNapameTpsl YYETHORA 2anuck - Nouta anq «alexandrsmirmov@techwr myoffice.rus
MapamMeTpr cepaepa

KoM 4 Namku ¥mA yuetHoA 2annoe| Movta gnA =alexandr.smirmov@techwr.myoffice.ns:
COCTARNEHME W AJpecalma
AHTHCTIGA (LR THuHBIE farHbe
I:“H!I]:II:IHMEBLIMF! MXDEHCHIE .'J,HH Kﬂmﬁ }'HETHDE 3AMHOA WMEKITCR NERIOHANBHBIE SEHHLIE, KSTODEE CMONYT ¥EHALETE YHTAHILHE BaLl
CHEOIHOE WWSPOaaHRE MACEME 3IDECaTEL

VERAOMASHHA O MpoYTEHHE

WmR gTnpaesTens: ANEKCaHLD CMUDHOR
~ [ MoxantHbe NaNKH
AHTH-CraM GuasTR ALPEC SNEKTROHHOA NOUTH; alexandrsmimovEtechmr myolicen
ucknece NpoCTpaHCTED Agpec Ana OTBETA! MoayuaTens BYAYT OTELUATE MO STOMY BIDECY
[l Cepoep nexogawel nouTe (5... DDraHWIaLME:
Magnues 5 DBROBUTE PeAaKTHOOEATD

] Bgramnems nognwmce 13 dakna (rexcr, HTML wan kapmamigy:

| Mparpennats ENIMTHYH KIPTOMKY K COCBLUEHMAM PeaasmaposaTe EMIUTHYH KAPTOUKY...
_| Anpec anA OTRATa, KOM33 3AMOAOEKW LOCTAEKA coBnagawT: | list@example.com, “@examplecom

CEPBED VOXDAAWER NOYTH (SMTP) - MENOALS0EETE CEPEED NG YMOAUAH... MEMEHWTE SMTP-CepBep..

Dlelcrgun ana yudTHoA zanmo ~ [ONSAHMTENDHDIE AAPECA ANEKTPOHHOA NOMTH ..

B Hacrpodion MadiDidee NMauta

M JLonoaHedmR W Temkl

Pucynoxk 99 - Hactpoiiku y4yeTHOM 3anucu

7.6.1 OcHoBHBIe TapaMeTPhI Y4eTHOH 3aniucu

3armoJiHuTe ciieayroiare IoJis:

— WAMs yY4eTHOHW 3alucH, pu cMeHe GOKyca WMs YYeTHOM 3alucu OOHOBHUTCS B JIEBOU

IIaHeJIH,
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— UM OTIIPABUTEJIA;
— aJipec BHEKTpOHHOﬁ IIOYTHI;
— aipecC OJjid OTBeTa,

— OpraHu3alus.

7.6.2 HacTpoiika moamucy coodmeHus

ITone IIOAIIUCHU COJep’KUT TeKCT, KOTOprfI dBTOMATH4YeCKH )IOG&BJIHETCH B KOHeI

COO6H_[€HI/IH IIpH CO3[1IdHUM IIMCbMd. TekcT IIOAITNMCH MOXKET OBIThH CCbOpMHpOBaH ABYMsI crocobamu:

1. Ha yokanbHOM KJIMeHTe TpU HACTPOMKe MapaMeTpoB YYeTHOM 3amucu. s co3maHus
WM peJlaKTUPOBAHUS JIOKAJIbHOW TOJNKUCU HaXXMUTe KHONKY PemakTupoBars B pasnelie
ITopmucsk. B oTkpeiBiekics nuanoroBoi maHenu (cMm. Pucynok 100) BBeaute Tekct noamnucu. [lpu
HEeOoOXOJIMMOCTH MCIOJIb3yHTe WHCTPYMeHThl $GOpMaTHMPOBaHHS M BCTaBKUM 00BekToB. Haxkmure

Coxpa}m'rb. B stom Clly4dae IIOAIMCh COXPAHUTCS JIOKAJIBHO be3 OTIIPABKH Ha CepBep.

PenakTupoBaHmMe Noanuci

i

E Ev Iv @v

DEbIMHRIE TexoT o MponopUsaHanEHRRA e T 7T- T BT H L

C yeameHHem,

Orreseiia COXpaHnTE

Pucynok 100 - PeraktipoBanue nognucu

2. Ha Beb-Bepcun «MoiiOduc Ilouyra» B paspene JImunas uHopmaiusa MoxeT ObITH
BBe/leH TeKCT MOJIIMCHU U BbIOpaH /JIsl MCIOJIb30BaHUs 10 yMOJIYaHUIO. B aTOM ciy4yae monamuck

MOJXeT OBbITh IoJIy4deHa C cepBepd U B JaJIbHeHIlleM HCIOJIb30BaHa Ha KJIMEeHTe. HJ’IH MoJIyueHHs Ha

JIOKAJIbHOM KJIMeHTe TIO/IMMUCH C CepBepa HaXXMUTe KHOIKY \# DBHOBMTS , Ha DKpaHe

MOSIBUTCS NTpefyTpexatoiiee coobmenue (cMm. Pucynok 101):
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OBHOBWTEL NOANUCE?

Terylan NoAnNUck BYNET 3aMeHEHa Ha

yCTaHOoBNeHHY0 B Bet-eepoun «MonOduc Moytas.

OTreHa OBHOBWTE

Pucynok 101 - Coobiienre 06 06HOBIIEHUY TOJIITUCH

Haxxmure Ha KHOIIKY OGHOBI/ITI), TeKylllas IIOAINCH 3dMEHUTCA Ha IIOAIIUCH U3 BE6-BepCI/II/I

«MonOduwuc [Toutay.

7.6.3 Ucnonb30oBaHHe BU3NTHOI KAPTOUKHU B COOOIIIeHHSX

HJ’[H TOTO, YTOOBI IMpUKPENUTb BHU3WUTHYIO KdPTOYKY K OTIIPdBIIEMBIM COO6H.[€HI/I$[M,

WCIIONb3YyHTe TNepektodaresb IIpukpeniaTh BUSHUTHYI0 KapTO4Ky K coodmenusam. Haxmure

KHOIIKY PemakTHpoBaTh BH3UTHYI KapTouky. Ha skpaHe mosiBUTCS uajnor pelaKTUPOBaHUS

I0JIEX BU3UTHOM KapTO4YKH. OH cocTouT U3 Tpex aHeJIeu.

Ha nanenu KonrtakTt (cM. Pucynok 102) BbI MOXxeTe pelakTHpOBaTh Clefylolllye IOJis

BU3UTHOM KapTOUYKU:

1.

Hwms, pammnusi.

. Ums nyis otobpakeHus.

. IlceBmouum.

2
3
4.
5
6

OCHOBHOM U JIOTIOJTHUTEJIbHBIN ajipeca 371eKTPOHHOM ITOYTHI.

. M4 B uare.

. Homepa tenedponoB: pabounii, momarHuu, pakc, neupkep, MOOHUIbHBIN.
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MzMeHEHHE BHIWTHON KaPTOUYKK

LTI ET Pafause Npoues

Apin: | |

DIAIA

Crodipasarh Kak

MNeepgoHm:
INEETE0HHAR NoATa;
A58, A5PET INSKTRCHHGH NoTH;

Mz o <are:

MEp&ANOYRTET MOAYNATE NOYTY B GOpMATE HEHSECTHD »

Pucynoxk 102 - PegakTrpoBaHUe 1ojiel KOHTAKTa BUBUTHON KapTOUKHU

Ha nanermu Pabouee (cm. Pucynox 103) BbI MoXeTe pelIakTHpPOBAaTh CJleJlyIOIIHe IOJIs

BU3WUTHOU KdpTOYKU:

1. JIoJDKHOCTB.
2. Otpenn.

3. Opranusarys.

4. Anppec.

5. T'opon, o6macTk, Kpai, TOYTOBBIM UH/IEKC, CTPaHa.
6

. Beb-cTpanumna.
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WameHenve BHINTHOR KApTOUKK *

KoHTAET Palouee Npayes

A fwHacTs: O

CIpraHeza0A;

Adpec:
ropog:
Ofnacm, kpadi: Floqroouil s

CIpana:

Bef-Lrpanuga:

Pucynoxk 103 - PefgaktrpoBaHre pabourx CBeJIeHUM KOHTAKTa BU3UTHOM KapTOYKU

Ha nauesnu IIpouee (cM. Pucynok 104) BbI MoXkeTe peJakTUPOBATh JIOTIOTHUTEIbHbIE OIS

M 3aMETKH BU3UTHOU KapTO4YKH.

WameHenve BHINTHOR KApPTOUKK *

KaHTaxT Paliuee Npoues

Npouee 1 I |

Npouee 2
Npouee 3;

Npouse &:

JapeTor

oK OTMEHS

Pucynok 104 - PemakTripoBaHue JIOTIOJTHUTENILHBIX CBeJIEHUH KOHTAKTa BUSUTHOW KapPTOUKH
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7.6.4 HacTpoiika cepBepa HCXOISIIIEH MOYTHI

Il HaCTpPOMKU MapaMeTpoB CepBepa UCXOASIeN MOYThl HAXKMUTe Ha KHONKY VI3MeHHTH

SMTP-cepBep. Ha bskpaHe mTOSBHUTCS TaHe/lb peJaKTUPOBaHWs CBOHMCTB SMTP

(cm. Pucynok 105), Ha KOTOpPOU MOXHO 3allOJTHUTE CJIeiyIolye MOJIs:

1. Omnucanue cepsepa.

. Wms cepsepa.

. Ilopr.

. Meton ayTeHTUDUKALIAN.

2
3
4, Twm 3aIUTH COEIMHEHUSI.
5
6

. Im4 nonw3oBaresns.

SMTP-cepeep b4

Hactporiku

onncaHue:

Ima cepeepa: | smtp-techwr.myoffice.ru

OopTt: 465 Mo ymonvaHuk465
v | e

Jawmta v ayTeHTUDKWKaLMA

3awmta coeUHEHKA; S5L/TLS =

MeTod ayTEHTHPUKALNN:  OBLIYHLI Naponk v

KMmA nonezoearens. alexandr.smirnov@techwr.myoffic
OK OTMeHa

.

Pucynoxk 105 - ITanens penaktrpoBanus cBoicts SMTP - cepsepa
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7.6.5 HacTpoiika qonmoTHUTeIbHBIX aipecoB 3JIEKTPOHHOM IMOYTHI
Haxxmute kHoIKy JlomosHHTe IbHEIE aipeca 3J1eKTPOHHOM mo4Thl. Ha skpane nosBuTcs
nmuanoroBoe okHO (cM. Pucynok 106).

JononHUTENbHBIE 30peca SNeKTPOHHON NoYTw gnA alexandr.smirnovi@techwr. myoffice.ru x

¥rpannesme agpecasti an. nodne sroh yuémeol zannck. Mo ymonuansa Syget HONCALI0EITECN NEpESl AAPEC 30, NOYTEL

Alexander Smirnov <alexandr.emirnovi@techwr.myoffice.ru=

LELEE

FEIMEHHTE.,

FAKPRITh

Pucynok 106 - IlaHesib HaCTPOMKU JTOTIOJTHUTEJIbHBIX aipeCOB 3JIeKTPOHHOM IOYThI

B Juajiore OTO6pa>KaeTC$I CIIMCOK OOITIOJIHUTEeJIbHBIX aIpeCcOB BHEKTpOHHOfI IIOYTHI.

HJ’[H J:[OﬁaBJ'IEHI/ISI AOIIOJIHUTEeJIbHOI'O adipecd SHEKTPOHHOﬁ IMOYTbl HAXMHTE KHOIIKY

HOﬁaBI/ITB. Ha SKpdHe IIOABUTCA AUAaJIOrOBOe OKHO PeIdKTHUPOBAHUS ITOYTOBOI'O d/ipecd.

HJISI HN3MeHeHHs IIapaMeTpOB BbI6paHHOFO JJIGKTPOHHOI'O aJijpeCa HaXMHTe KHOIIKY

N3menurts. Ha 9KPadHe ITIOIBUTCA JHUAJIOTOBOe OKHO PeJdKTUPOBAHUYA ITIOYTOBOTO dJipeca.

HJ’[H TOro, YTOOBI aJipeC HUCIIOJIb30BAJICA KaK aZipeC OTIIpaBUTeJIs, BbI6epI/ITe aJipeCc B CIIMCKe

" HAXXMHUTEe KHOIIKY Ilo YMOIIAHHUIO.

Jlns ynaneHus ajipeca U3 CIIMCKA HAXKMUTE KHOIIKY Y Ka/INTh.

7.7 Hacrpoiika o0111ero 0CTyna K Ho4TOBOMY SIIIMKY

Cy1ecTByeT BO3MOXKHOCTh IPe/IOCTaBJIeHHs JIOCTyIla APYTOMY II0JIb30BATeN0 K IalkKaM
MIOYTOBOTO SIKKa. {7181 lesiernpoBaHus AOCTYIA K MOYTOBOMY SIIIIUKY U ero MamkaMm obpaTuTech K

aIMUHUCTPATOPY.

7.8 lonmotHuTEIHLHEIE aJipeca 3JIeKTPOHHOM MOYThHI

s Toro, 4yToOBl 106ABUTH AOIOJIHWTE/IbHbIE a/ipeca 3JIeKTPOHHOW II0YTHI, BBIIIOJIHUTE

ClIeIyIoIIKe IeCTBUS:

1. Bribepute nyHKT koMaHgHOrO MeHIO MHCTpyMeHTHI > IlapaMeTpsl y4eTHO! 3alMCH.
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2. B okHe mamok BbI6epI/ITe HY>KHYIO YY€THYIO 3dI1MCh, B HpaBOﬁ I[IaHeJIM Ha>XMUTe KHOIIKY
I[OIIOJIHI/ITEJIIJHI)IE ajijpeca BHQKTPOHHOﬁ IIOYTHhI.

3. B OTKPBIBIIEMCSA IXaJiore HA’KMUTe KHOIIKY HOGHBI/ITI}.

Ha skpaHe mosiBUTCSI [IMajioroBoe OKHO pelaKTUPOBAHMS ajjpeca 3JIeKTPOHHOW IIOYTHI,

CoCTosIIee U3 TpeX 3dKJIaI0K.

7.8.1 Hacrpoiiku

[Tanenr  HacTpoWiku  COfepXUT OCHOBHble TIapaMeTpbl  3JIEKTPOHHOM  IOYTHI

(cm. Pucynoxk 107).

HoBbii agpec 3NeKTPOHHOH NOYTL

HBI:.TPOMTb NagaseTRhl AaHHOID 3apeca }ﬂEKTpQHHDﬁ NOYThI

HEICTPDIE L] Konue v nanku CocragneHme W dapecaly My

MyBAMuHEE gaHHBIE

Wita arnpasuTeni,

Aapec anekTROHHSA NoYTER

Agpec ana oTesTa: Momyuatend ByayT OTBEUATE NO 3TOMY 3apecy
CrpraHvzagme:

TereT MoAnMCu: Wcnankaosate HTRML (Hanpumep <bssmpHeii /b )

BoraBnATe nognuce w2 daina irekct, HTML wan kapruHiy):

MpMEPENNATE BRINTHYK KAPTOYKY & cooBUeHrRM PeaakTHROSaTE BUSHTHYH: KAPTOMKY...

MpuearHble JaHHbIe

Cepeep Mcxogawed noutel (SMTP)

alexandr.smirnovi@techwr.myoffice.ru - MameHnTe SMTP-cepBep...

MeTka agpeca an. nowTel

Ok Ormena

Pucynok 107 - Hactpoliky mapaMeTpoB 37IeKTPOHHOM MOYTHI
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Ha manemm HaCTpOﬁKH Bbl MOXKeTe peddKTUpPOBATbH CJIedYyroliue I10JId SJIeKT'pOHHOfI

IIOYTHI:

1. WUms otipaBuTesis.

Anipec 351eKTPOHHOM MOYTHI.
Anpec nist oTBeTa.
OpraHuzariys.

Texct nmomnucwu.

BusuTHas kapToyka.

Cepgep ucxopsiiei noutsl (SMTP).

® N ek W

Mertka agpeca 371eKTPOHHOH ITOYTHI.
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7.8.2 Konuu 1 nanku

ITanenr Konmum M mamku I103BOJISIET 3d0daTb II0OBeJleHHue, CBsA3dHHOe C pa3MelleHnemM

COOOITIeHNH, apXUBOB, YePHOBHUKOB, 111ab10HOB (cM. Pucynok 108).
Hoeelii agpec 3nekTpoHHOA NouTsl

HACTROUTE NAPaMETPE AAHHOTC AAPECA INEKTROHHOR NOYTH;

Hactpoiku Eonuy 1 nankd CocTaEneHWE W aapecauMa

MpW eTNPaBAEHHK COOBLEHWA ABTOMATHUECKH:

< Toptewwars konwe cooBleHian b
@ nangy «OtnpagneqHeies va: G2 alexandr.smirnovi@techwr.myoffice.ru
ApyryHe nanky:
COXpPaHATE OTBETH B NANKe opnrHang
CTnpaenate konwe (Tl no aapecas:
CMTNPaBERATE CEPRITENE Konmuy (Boo) Nno agpecan:
ApxvBELl COODLEH MR
+ KpaHWTh SpEMEMDOBAHHLIE COOBLLEHUA B!
§ nanke sApxdBLIF Ha: G2 alexandr.smirnov@techwr.myoffice.ru

Apyron nanke:

YepHosukr W LabnoHbl

KpaHWTE SepHOBKEN cooBleHni B

@ manke «Heproevkns va: G2 alexandr.smirnov@techwr.myoffice.ru
Apyrof nanke:

¥paHuTe WabnoHs coobueHri B

® nanke «WaBrons- va: G alexandr.s mirnovi@techwr. myoffice.ru
Apyroi nanke:

3ANQAWMBEETE NOATBEPHIEHKE NP COXPAHEHWA CoaBLLEHHA

HBCTPORKIA BPXHBALIMH...

OK OTMeEHa

Pucynok 108 - HacTtporika napaMeTpoB KOIIMH Y IAIIOK

Ha manenmn Komuu ¥ mamku BbI MOXKeTe 3d1aBaThb CJjieAylollee IoBeJeHue, CBA3dHHOe C

COOOIIeHUSIMU:

1. Pasmerienue cooOIiieHus B Marke MOcje OTIPaBIeHuUs.

2. SHHaHI/Ie HOOIIOJIHUTEJIbHBIX a/I[peCOB IJid KOIIWH.
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3. 3amaHue JOMOTHUTENIbHBIX aJ]PeCOB il CKPBITBIX KOMUH.
4. 3amaHue MecTa pa3MellleHHsi apXUBUPOBAHHBIX COODIIEHHH.
5. 3ajlaHue MecTa pa3MelrieHus 1abI0HOB.

6. SaHaHI/Ie MeCTa pa3MelieHnss Y4epHOBHUKOB.

7.8.3 CocraByieHue u agpecanusi

ITanenr CocTaBiienne u dajipecanuda I103BOJIET 3dddThb HaCTpOﬁKH COCTaBJ/IeHHS H

anpecaruu rmuceM (cm. Pucynok 109).

Horelli anpec 3nekTpoHHOR NOUTE x

HacTpaurs napaMeTpel QaHHOMND agpeca IneKTpoH HOW MOUTEL

HacTpofkn Konud i1 nanku COCTARNEHWE W AADECaLMa

CocrapnerHne

» | CoctaeneTe coabwedwa e doprare HTML

1 M STBETE BTOMATHHECKH UMTHDOBSTE TEKCT HEXGAHOTO ooBlueHna
MEH UATAROBAHWMY,  NOMECTWTE KYPCOD NEPEL UATHRYEMBIM TEKCTOM ¥

W CTAEWTE MOANMCE Nache LAMTHRYEMOro TEKCTS [pEKOMEW(R} »*
| BRAMIYETE NOANWCE & OTEETE

Brnkiuats Noanick & NEpeCkNagiiele NMCLMa

[AoBansHLIe HACTRORKK COCTARNSHHA cooBlennd...

Appecayma
Mpwn noabope agpecos:
B MenogssonaTe 408 $T0A YSETHOR 3ankcd rnobansHslie HacTpoikk LDAP-cepeepa

Menonszoeate apyron LDAP-cepeep:

MoBankHbIE HACTPORKH 3APECALIMH. ..

OK Oena

Pucynoxk 109 - HacTpo¥iky cocTaBiieHUs U aJipeCcarvu HuceM

Ha manemu CocraBienne H aJipecaliisgd Bbl MOXeTe VYIIpaBJIATH ClleyHoIUMHA

IlapamMeTpaMu:

1. ®opmat cocTaBiieHUs: COOOIIeHHUSI.

2. BxiroyaTh aBTOMaTHUYeCKoOe OUTUPOBAHME U IIOAIINCH IIPpU OTBETe.
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3. BxirouyaTh IOOIMINUCH B OTBETHL.
4. BkroYaTh MOJIKCH B MTepechllaeMblii MUChMa.

5. Buibop cepsepa LDAP nsisa noapbope aipecos.

Haxxmure KHOIIKY I'noGanbpHbIE HaCTPOﬁKH COCTaBJICHUA COOﬁIIlEHPIfI I Tlepexoid B

IIaHeJIb IJI00aJIbHOM HACTPOMKHU COCTABJICHUS COOOIIeHHH.

Haxxmurte kHomky I'JiobasbHBIEe HACTPOMKH ajpecamuM Ui Tepexojla B pasjen

HACTPOMKHU aJpecalivy IaHey IobalbLHoM Hac1p01711<1/1 COCTaBJIeHHUs COO6H.[E’HPII>1.

7.9 IlapameTps! cepBepa

Il HaCTpOMKM TlapaMeTpoOB CepBepa OTKPOHTe IaHejb IlapaMeTpPOB Y4YeTHOW 3aluCH

OJTHUM U3 CJIeJTyIOIIMUX CIIOCOOOB:

— BbIOepuTe NMyHKT KoMaHAHOro MeHI0 MHCTpyMeHTHI > IlapaMeTpsl y4eTHOI 3aniuCH;

— B OKHe IIaIIOK BbI6€pI/ITe HY’KHYIO YYeTHYIO 3dIIUCh, HpaBOﬁ KHOIIKOM MBIIIA BBIZOBUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHOY l'[apaMeTpm.
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B orkpeiBiieiics naHenu Ilapamerpsl yderHod 3anucu (cM. PucyHok 110) nepeipure K

MyHKTY MeHI0 akkayHTa IlapameTpsl cepBepa.

Ld Maparsetpes rossnod sanwcn - My Cficefdeil

[ Mail far Alesander Smir [ napamenpes yatrmo san

Koni w nanku

COCTagnEHMe M SAPEcauma
AHTH-CNAM dAbTD
CHHADOHMIALMA W KpaHenHe
CREQIHOE WWGPOBaHwE
YBEAOMASHHA O MPOUTEHWN
~ EMail for Elena Smirnova
MapameTp0 cepaepa
Kaniae @ nanks
COCTABNEHME W AAPECIUNA
AHTH-CNEM SALTR
CHADOHMBALMA ¥ KpaHEHHe
CKEOSHOE WISPOSAHHWE
YBEAOMASTHA O MPOHTEHWI
~ B Moxantsbie nankn
AHTH-CTAM PRAABTD
JHCK0B0e NPOCTRAHCTED

[ElCepaep nexogawen noutei (5.,

lefciaua ana yultHofR sandon ~

¥ Hacrpodcn MyOfficenai

W JonoaHenvA U Teu

@ ¥npaeso 1 cooduym-we v Yepeoma

MapameTpel cepespa

Tian cepeepa: Mouroesid cepaap IMAP

Vg cepaapa: El TR s L | Mopr| %3 g Mo yuoauaksn: 993

WMrae nosezosatens: | dlexandr.smirnovi@techwr. myoffice.ru

HacTpoRkK 380

JamTa coBLHHEHMA SEL/TLS -
Metos ayTedTHhuaume:  OGpYHBIE NAapoaL w
NapameTpel cepaepa

E Nposepate nouty npe sanycke
& Nposepats Hankuwe Howst CODSWERME Kaxare | 10 li MIAHYT
Pazpewmts cepeepy NP NOCTYNAEHMA HOBLX CODBWEHMA HEMELNEHHE OTOSPEKATE yEEIOMIEHHE

ME# YAANEHMA CODAILEHMA:
Q) MNepemectate ero s nanky:. T Yaankddaie ma Ma. exander Smimoy »

(7 OTMeTITs ero Kas yIAAEHHOE
() YaamuTe ero cpasy

Jonon=HUTENEHD...

KpaHwnwie cooGuietii
[ Cxumsams npi Bexoae namy «BxoaAues
|| CriycTows s NP Bax08e Nanky «¥5a08HHEEs

TWN XPaHWANWA COCDEHME  Kamioe coobue=re 8 OTASAEHCM Sadne (rmadldin) ~

Naokanerwd Katasar: | ClllsersAdmimAppDatalRoaming\MyOficeMail\Praofilesy © oqhe oTal QB30p...

Pucynok 110 - Hacrpotika napamMeTpoB cepBepa

7.9.1 OcHoBHBIE TapaMeTpPHI cepBepa

B OdHHOM paszfejie IIdHeJIX Bbl MOXeTe YCTdHOBUTb TdKHe IIapaMeTphbl KdK WM CepBepa,

I1IOPT, M4 I10JIb30BaTeJIs.

7.9.2 HacTpoiiku 3aluThI

B nanHOM paszesie maHesu Bbl MOXKeTe YCTaHOBUTD CJIeAYIOIHe HaCTPOMKHY 3allUThI:
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— tun 3aiuThl coequHenus (Her, STARTTLS, SSL/TLS);

—Meto]; ayTreHTHUKauu (OObYHBIN MMaposb, 3ammbpoBaHHBIA mMapoib, Kerberos /

GSSAPI, NTLM, Ceprudukar TLS, OAuth2).

7.9.3 IIapameTpsbI cepBepa

B JaHHOM pa3ziejie IaHeJIk Bbl MOXeTe YCTAHOBUTD CJIeAYIOIlre IapaMeTphl:

— IIpOBepKa I0YTHI IIPY 3aIlyCKe IIPUIIOXKeHNS;
— [leproJ] IPOBePKY HOBBIX COOOIeHU (B MUHYTaXx);
— oTobOpakeHue yBe[OMJIeHHs IIPY IOCTYILJIeHUH HOBBIX COODIIeHUH;

— JIeHCTBYe TIPH yAaJIeHUH Coo0IeHus (IlepeMecTUTh B IMafKy, OTMETHUTb COOOITeHre Kak

ylajieHHOe, y/IaJuThb CPasy).

7.9.4 [lonosiHUTe IbHBIE IAPaMeTPHI YUeTHOH 3allHCH

HJ’IH HACTpPOEK JOIIOJIHHUTEJIbHBIX IIapaMeTpOB YHETHOIZ 3dlIMCHU HAXMHUTe KHOIIKY

HomnomHurteabHo. Ha skpaHe BO3HUKHET NaHeslb JOTOJIHUTeIbHBIX HAacTpoeK (cM. PucyHok 111).

HonoAHUTEABHEE NARAMET PRI YHETHOW 3aMMCH x

Ana yueTHoil 3anucy =MNouta gnAa =alexandr smirnov@techwr.myoffice.rus=

Karanor IMAP-cepeepa:

MNoEazLIEaTE TOMEKS NANEA HA KOTOPEE B8 NOAfHCEHR
CEpEER NOAASEUEHESET NANKH, COLEQHALME EN0MEHHEIS MaNKH |

COOBLLEHHA

_ .|
M-EI!II-‘.'I\IE.H EHOE YHCRO ESWMPYEMBL. COEJHHEHHH "

3T HACTROMAKH ONPeJeNRHT NPOCTPAHCTER HMEH Ha Eallem IMAP-

capeape

NMugHoE NROCTRAHCETEBO WMEH:
QfLee (COEMELTHD HCNOALIYEMOE):
Jpuree Nons3IoBaTen: “shared,™

PazpewwnTs CepESRY NEPEKPLIEETE 3TH NPCCTREHCTEE UMEH

Pucynok 111 - JlononHUTeNIbHBIE HACTPOMKU ITAPaMeTPOB YUeTHOM 3alliCU

P
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B nuasnore Bbl MOXeTe HACTPOUTD CJlelyIOlIye TapaMeTphl:
— katTanor ajiss IMAP - cepsepa;
— BO3MOXXHOCTB I10Ka3a TOJIBKO I1all0K, Ha KOTOPBIe BbI IIOIIMCAHBI;
— BO3MOXKHOCTD ITOJJIeP)KKY NAIIOK, COJIepP>KallliX BIIOXKeHHbIe allKA U COOOIIeHNS;
— MaKCUMaJIbHOE YHCJIO KeNIUPyeMbIX COe[JUHeHUH;
— JIMYHOe MPOCTPaHCTBO MMeH Ha BaiieM IMAP - cepsepe;
— ob11ee (COBMECTHO MCII0JIb3yeMOe) IPOCTPAaHCTBO UMEH;
— IIPOCTPAHCTBO UMEH IS IPYTHX [T0JIb30BaTesel;

— HaCTPOMKa, [103BOJISIONIAs IepeKpbIBaTh CepBepy JIaHHbIe IIPOCTPAHCTBA UMEH.

7.9.5 HacTpoiiku XpaHWINIIA COOOIIeHHIT

B AAdHHOM pa3fejie IIdHeJIn Bbl MOXeTe YCTaHOBUTH ClleAyroIlue HaUTpDI:IKH XpaHWIXIIIA

COOOIIeHUH:

— C)KMMaTh TIPY BbIXOjle Manky Bxonsimme;
— C)KMIMATh TIPU BBIXOJIe TIATIKy Y JaJIeHHbIe;
— THUII XPaHWIMINA COODIIEHU;

— JIOKQJIbHBINA KaTaIOT COODIIeHUM.

7.10 HacTtpoiika KOnuii ¥ Manox

HJ’IH HaCT'pOfIKPI IlapaMeTpoB KOIWM M IaloK OTKpOI;'ITe I[laHeJib IIdpaMeTpOB y‘leTHOI;'I

3dllMCH OJHWM U3 CJIeAYIOIINX Croco00B:

— BbIbepuTe NMyHKT KoMaHAHOTO MeHI0 MHCTpyMeHTHI > IlapaMeTpbl yueTHOI1 3anucH;

— B OKHe IIaIIOK BbI6epI/ITe HY>XHYIO YY€THYIO 3dIIMUCh, HpaBOfI KHOITKOM MBI BBI3OBUTE

KOHTEKCTHOe MeHI0, BbibeprTe komaHay Ilapamerpsl.
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B orkpeiBiieiics naHenu Ilapamerpsl ydeTHod 3anmucu (cM. PucyHok 112) nepeipure k

ITYHKTY MEHIO aKKayHTa Kommu u mankw.

Led Meparsepe: pearnod zammcy - byCficelail

[ Mail for Alesande LI napanerpen sz san

* ) Mail for Alexander Srirnoy
Komu 1 nankm
MapaueTpe cepaepa
Konwn @ nanky Mpw oTNPABENEHWH COOBULEHWIA ABTOMBTHUSCKM:
COCTARNEHME W AAPECAUNA E MOMAUATE KON COOBUSHAR 8
AHTH-CIaM T
" a1 0 nansy «Cinpaenesees va: G Mail for Alexander Smimoy -
CHNPORMEALMR W NpaReHHe
CRBOSHOR WHSPOBaHWE (2 Apyryer nansy: <1 Otnpaaneqtsie sa Mail for Alexander Smimaov v
YEEROMASHHA O MDOHTEHKA [] Coxpanare oTeete 8 nanke opunsHans

~ EMail for Elena Smirnova
|| Ornpaenate konue (C2) no agpecan:
Mapamenpe cepsepa

K w nanim [ ] Ornpaenate ckpeiTee Konng (Boc) no aspecan:

O CTageTe NOAE BAPECE MyCTediM, 4T000 BOEMLE OTOOpAXATE CTPOXyY BES003 ASPECOE NEW COSLAMAW HOBOMND COOBLEHHH

COCTARNEHME W AAPESCAUNA
AHTH-CNAM GdbT ApxuBbl coobuLEHIiR
CHHXPOHMIALIR H XpaHEHHE APAHMTE APEAEMPOBAHHEIE COOBULEHMA Bt
CREGIHGE WMSPOEaHwE
O nanse sApasgsl: Ha: G2 Mzil for Alexander Smimoy b
YEEAOMASHHA O NPOHTEHMA
~ B MoNantHpe nanKH () Apyroét nanke: [ Buifipats nanky... -
AHTH-CTHIM (HaRoTD HagTpoliky apureanmm._..

JMCEOB0S NPOCTRAHCTED

[FiCepaep HenogRWen nouthl (5,.,  TEPHOBUKKA W WaGnoHs!
XpaknTe uepHOBMKN Coobuyesai B

Q) nane «Mepuomvius Ha: G2 Mail for Alexander Smirnay b
() Apyrod nanke: [ Yepnoawar Ha Mail for Alexander Smime

XparnTe wabnone coobuesmid s

Defcins AnA yudTHoR sanmuen Q) nanxe slllaGnoses Ha: G Mail for Alecander Smirmoy ~

() Apyroé nanke: [ BRSDaTE Nansy )

$F  Hactpedes MyOfficeMai i
P B [ zanpawwears NoATEEpRASHHE NPW COXPAHEHAM COOBLIEHHE

W HonoaHeHnn u Teme

6 ¥oewe=o 1 coolmereee vz Yepeosesn

Pucynoxk 112 - IlapameTpsl y4eTHOM 3alUCH

Ha nanenu Konmmu m mamkm Bbl MoXKeTe 3aflaBaTh CJiefiylolliee IOBeJieHue, CBSI3aHHOe C

COOOIIIeHUIMU;

1. Pasmernienue coobiiieHus B Marnke 1Mocje OTIpaBIeHUs .
2. 3ayaHuve JOTOJIHUTEIbHBIX a/IpeCOB JISl KOTIMA.
3. 3amaHue JOMOTHUTENBHBIX aJ[PeCOB I CKPBITHIX KOITHH.

4. 3anmaHue MecTa pas3MellleHUs] apXUBHPOBAaHHBIX COOOIIEHUM.
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5. 3ajaHue MecTa pa3MellleHHUs 111a0JI0OHOB.

6. 3amaHue MecTa pa3MelleHHs YepHOBUKOB.

7.11 CocraBieHue u ajpecanus

HJ'U[ HaCTpOﬁKH lapaMeTpoB COCTAaBJIEHUdA U dJipeCalluid IIHNCeM OTKpOfITe IIaHeJIb

ITapaMeTpoB y‘I(?I‘HOIZ 3dalMMCH OJJHUM U3 CJIeJYIOUX CIIoCO00B:

— BbIbepuTe NMyHKT KoMaHAHOrO MeHI0 MHCTpyMeHTHI > IlapaMeTpb! y4eTHOI1 3anucH;

— B OKHe IIaIIOK BbI6epI/ITe HY>XHYIO YY€THYIO 3dIIMCh, npaBoﬁ KHOITKOM MBI BBI3OBUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHly IlapaMeTpsl.

B ortxpeiBuelics naHenu IlapaMeTpsl ydeTHOH 3amuCH IlepeiiiuTe K IIYHKTY MEHIO

akkayHta CocraByienue u agpecanus (cM. Pucynok 113).

L MaparieTped 2o sansce - MyOfficenial

[ maail for Alexander Smir mnapamemu YUBTHOA 2an

-~

~ EMail for Alexander Smirnoy
MapameTpsl CepESPE
KOomMi4 M Naniu

AHTA-CNAM HUALTR

CHHEKPOHUSEUMA W XPEHEHWE
CHBOZHOE WG EOEaHHE
YEeADMNEHIAR O NPOUTEHMM
~ EIMail for Elena Smirnova
MapameTpsl CepEEpa
KOnue ¥ Nanks
COCTAEASHNE ¥ AAPECALMA
AHTH-CNaM @H.ﬂuT’)
CHHNPOHUSUMA ¥ XPAHEHWE
CREOZHOE WHHPOERHKE
YELASMAEHUR 0 NPOUTEHMK
~ B2 MloKanbHbe nankn

e

JEeACTEWR ANR yUETHOM 3anMcH v

£ Hacrpaiiks MyOfceMail

W Ooncasesss W Teme

@ Yranenn § oooSisnne M1 Sepnoa o

CoCTaeneHWe W aapecalMa

CocTagneHue
COCTAENATE COOBUEHMA 8 Sopmate HTML
Mpw QTBETE ANTOMATHULCK LMTHROBATE TEKCT MCHOAMOMND CODGILEHA
Mpi UATAPCBAHAY, MOMECTHTE KYPOOP NEPES LUMTADYSMEIM TEKCTOM
W CTEEATE NOANKHCE  MOCAE LIMTAPYEMONo TEKCTE (pesnesayetca) w

H Brnuate NoANWCE B OTEETE

: Braouate NOANMCE B MEDECENAEMEIE MHCLME

TNOBANEHES HACTROAKM COCTABNEHMA COOBILEHWRA. .

Appecauma
Mpw nogfope agpecoa:

0 Wcnoae3osats 40A 3T0A YUETHOR 33NWCK rA0BansHLIe MACTROMRE LDAP-cepeepa
) Mcnanezosats gpyrod LDAP-cepaap:

Her w M3MeHHTE Cepaep KaTanoros

[RoBaneHEE HACTRORKA BAPECaUmH..

Pucynok 113 - HacTpo¥iku cocTaBieHus U aJipecallii
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7.11.1 HacTpoiika cocTaBIeHUs

BribepuTe HaCTpoliKky CcOCTaBJIeHHUsl COOOIIeHU:

1. ®opmar.
2. TloBepeHue npu ITUTUPOBAHUMU.

3. Hacrtpotika moanucw.

Haxkmute xHonky I'yioGasibHBIe HACTPOHMKH COCTaBJIeHHS COOOIIEHHH /i Iepexojia K

IIaHeJIX IT1I06aJIbHBIX HACTPOeK COCTABJIeHUS COODIIeHHUS.

7.11.2 HacTpoiika agpecanuu

Bri6epute LDAP-cepBep, ncnosnb3yeMbliii IpU 0J100pe aJipecoB.

Haxxmute kHoOmky I'o0asbHBIe HACTPOMKH ajpecamuu i Iepexofa K pasmemny

HACTPOMKH aJpecalyy IaHeH INI00aIbHbIX HaCTpOeK COCTaBJ/IeHHA COOOIIeHMUSL.

7.12 Antu-cnam puabTp

J171s1 HACTPOMKY aHTU-CIIaM UIIbTPa OTKPOWTe MaHeJIb [TapaMeTPOB YYeTHOM 3alIUCH OJHUM

Hn3 Clleyromux CII0CO0OB:

— BbIbepuTe NMyHKT KoMaHAHOro MeHI0 MHCTpyMeHTHI > IlapaMeTpsbl yueTHOM 3aIllCH;

— B OKHe IIaIlOK BbI6epI/IT€ HY>XHYIO YU4eTHYIO 3adllMCh, HpﬁBOI:I KHOIIKOW MBIIIIM BBI3OBUTE

KOHTEeKCTHOe MeHIO, BI)I6epI/ITe KOMaHOYy HapameTpm.
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B otxkpeiBielics naHenu IlapaMeTpbl ydeTHOM 3amucH IlepediuTe K IIYHKTY MeEHIO

akkayHTa AHTH-ctaM ¢uibTp (cM. Pucynok 114).

1od Maparaerpes yabmeoi 3ansc - MyCfficeddail

AHTI-CRa duneTp

[ Wil for Alexander Smirr [T napameros perue =20
* EMail for Alexander Smirnov
MapaMeTpsl CEpEEPa

Konuu 1 nanku

COCTARREHME W AApecaLya

AHTH-CNaM HALTR

CHHKPOHUZEUMA W XPAHEHME
CKEOSHOS WHHPOBHKMS
YEEAOMNEHMA O NPOUTEHMKI
~ = Mail for Elena Smimava
MNapaMeTpel CEpEERE
Konuu 1 nanku
COCTABRSHWE W AgPeCcalma
AHTH-CNaM GHALTR
CHHNPOHMIBUMA W XPEHEHKE
CKBOZHOS WHHPOBAHMS
YEEAOMNEHMA O NPOUTEHMKI
~ Bl NokaAbHBE NanKW
AHTH-CNEM GRALTR

JHMCKOEDE MPOCTRAHCTED

JEACTEMA AR yuTHOM 3anMce.

K Hacrpatic MyOfficehail

W Oononsenen 0 Teme

B Wmaneno Loooduisnme ul Hepnotiee

B Ceprep Mexopaied noute (5...

Brigenermne

BENHUMTE aHTW-CNaM GWALTREN ANA 3TOR YUSTHOR 3anuo

ECnw BRAKIUEHD, TO CHANAND BEM HYRHO Haywaty MyOfficeMail onpegensts chaw. [ag 31ara omeuadne
CONBILEHIER KAK CNEaM HAK HE CNAM, HOMONLIYA KHOMKY =Cnans Ha NEHEAM WHCTRYMEHTOR, Bam HyXHO AEHD
OTMEUATE K3K CNaMEPCKAE, TAK M 08sluHEE cootweqra. Moce staro MyOfficeMail cuoxeT aaTomanauesu

NOMEYATE CNAMERCKME COOGILEHKA,
He NoMEUaTs SETOMATHUBKM (OOBIEHMA K3k CNaM, BCAM 0TNPASUTANE HAXOAMTCR B ANPeCHEN KHNMAX
B Mwunar agpecHan kHWra

| CoBpanksie agpeca

[ | Mcmone3oaats NoAA E 3ar0A0BKay MMoss PLTAHOEREHHEIED Spaméssassin v

Ecrw perroueHn, WMyOfficehail ByieT aETOMATHYECKH CHNTATE SO CODBUEHIR, MOMEWEHHLIS 3THI ERSIIHWM
¥

£NACOAMKETORDM,

MNanka HazHaYeHNA W YCNOBHA XPaHEHUA

[ Nepepewas HOSE COORLWEHNA, CNPEAEREHHREIE K3K CNawm, B

Q) Napey «Cname a0 G2 Mail for Alexander Smirnoy =
A pyTye nanky: & Criasi ma Mail for Alexander Smima
ABTOMATALUBCKM YARMATE CAM M3 3TOR Nank« Yepes 14 ? il

MMoSgasHER HECTPOAKA BHTH-CNaMa...

Pucynok 114 - Hacrpoiiku aHTH-criaM ¢uibTpa

7.12.1 Hacrpoiika aHTH-ciaM (UIBTPOB

1. BxirounTe aHTH-CHaM (1)I/IJ'Ipr C IIOMOIIBIO IIepeKJIIoYaTesId BriounTh aHTH-CIIaM

GunbTPHI IS 3TOM y4eTHOM 3alNCH.

2. Sa,uaﬁTe daJipeCHble KHUT'U, a[ipeCaTbl KOTOPbLIX COOEPXATCA B ITMCbMdX. Takue nmucbma

He OyJlyT IOMeuYeHbl KaK CIaM.

3. Hcnonb3yiiTe mosis B 3arojI0OBKax IMUCeM [l OIpejieJieHus criama.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MWy, 2013-2024

158



MonOdounc

7.12.2 HacTpoiika nanky Ha3HaYeHHs U YCJIOBHIH XpaHeHUs MHCeM

1. OmpenenuTte MpaBwWiIa epeMeIneH s HOBBIX COOOITIeHUH, OIpe/ieJIeHHBIX KaK CITaM.
2. Onpepenute repyo]; aBTOMaTUUeCKOTO y/IaJIeHUs CllaMa U3 MaToK.
3. Haxxmurte kHoriky I'yio0asbHBIe HACTPONMKH aHTH-CIIAaMa Ui Ilepexojla B IaHesb

HACTPOMKU IIPUBATHOCTU Y 3aIUTHI.

7.13 CunxpoHHu3anyus U XpaHeHHe IIHCceM

HJ’IH HaCTpOﬁKH CUHXPOHM3dlIlMM KW XpPAaHEHHd IIhCeM OTKpOI‘/JITe IIaHeJIb IIapaMeTpOB

y‘leTHOI\/’I 3dIIMCH OJJHUM U3 CJIeAYIOIINX cr1oco0boB:

— BbIOepuTe NMyHKT KoMaHAHOro MeHI0 MHCTpyMeHTHI > IlapaMeTpbl y4eTHOI1 3aniuCH;

— B OKHe IIdIIOK BbI6epI/ITe HY>XKHYIO YUYeTHYIO 3dIIUCh, HpaBOﬁ KHOIIKOM MBIIIA BBI3OBUTE

KOHTeKCTHOe MeHIO, BI)I6epI/ITe KOMaHOY l'[apameTpLI.
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B ortxpeBuelics naHenu IlapamMeTpsl ydeTHOH 3amMCH IlepeiiuTe K IIYHKTY MEHIO

akkayHTa CHHXpoHu3anusa u xpaHenue (cM. Pucynok 115).

4 Maparaetped p=eTeof 3amsc - MyOfficebail

[ MAail for Alexander Smir (D) napsmenpu yuetof san
~ EMail for Alexander Smirnoy
'CHHKPDHHE-aU,HH M X¥paHeHK e
NapameTpnl CepeEepa

W i Nangs
AL CHHYPOHMZALAA cooBeHui
COCTARASHUE 1 AAPECALME - -
.‘-‘:Wﬂr’"h EDQELI.I.EHHFI W5 BCSK NANGEK AR ITOW PICTHD JAMACKH Ha 3TOM EOMIMTDRTopS
BHTH-CNaM GUAaTD .
nD'AMEHEHIFE‘Z 37D MIMEHEHUE JOTROHET @02 Nanks 8 oA )'H'ETHD!H 3anKon, 4Todu 3314Tk OTREALMEIE MmNk,

AUWA M XQAHEHME

WEMOAESYATE KONy «JonoaHATEAEHD. v,

CKBOSHOS WHPOBAHWE

YEEIOMNSHMA O NPOHTEHHI Nonoarmarensha..,
~ EMail for Elena Smimaova

AMCKOBOE NPOCTPaHCTED

¥
NapaMeTED CepBepa UTofE CIKOHOMETE AWCKOE0E NEOCTRAHCTAO, Iarpyaka coobwenwil © cepeepa 1 HPAHEHHE NORSILHELX KOTMA

Kok W nanK9 MOMET BiaiTa OFPEAHWLSHE N0 W EOZNACTY WK DAZMapY.
CoCTaBmenme 1 aapecaums 0 CuHYPOHMIUPOBETE BCE CODBLLEHMA NOKENEHD HEZZEMCUMD OT BOZPACTE
Antr-cram duanTp . =

[ CHHNPOHASHPOEAT COOBUEHAR 33 NOCNEAHWE - L
CHHAPOHMIAUMA M XDAHEHAE

[[] He 3arpysath coDBWEHMA PEIMEDOM GONEE - KB

CrBOsHOS WHOROBAHME

¥BEAOMNEHWA O NPOUTEMHK
[lNA SBRICEOROMASHMA MECTA HA AMCKE CTARRIE COOBULEHMA MOTYT BhITh NOAHOCTaR YAANSHE (KEK NOKaNaHbIE
~ ElNokansHbIc nankw
- KOMAK, TAK A ORMTMHANS H3 FAAREHHOM CEpBERE),

LeACTENA ANR YJETHOM 3anMce v O Ha yaanate coofiugrua
() YARARTE BCE, KPOME MOCABLAKX O cooBuwenrR
I Hactpodicm MyOfficeail () ¥aaaate conBlisHua cTaplue o AHeR
M Doncasesen 1 Tene BLeria ¥pasnTe COOBLSHHE, OTMEUSHHES 3EEZI0UKDA

B WD 1 CODNUIENHE H HEpHOtMIMA

Pucynoxk 115 - Hactpo¥ika CMHXpOHU3aI[MU U XpaHeHUs TMceM

7.13.1 HacTpoiika CHHXpOHH3AI[HH COOOIIeHHIH

Bribeprute XpaHUTH CO00IIeHHS] M3 BCeX INAIOK JJIS 3TOH y4eTHOH 3amHMCH Ha 3TOM
KOMIIbIOTepe eCcJIi XOTUTe YTOObl BCe COOOIIeHNMs XpaHWJIMCh Ha BalleM KomimbioTepe. Haxxmure

KHONKY JIOIOJIHUTEILHO U BbIOepHUTE JIOKAJIbHBIE TTANKH [Tl XpaHEeHHUs! COOOIIeHUH.

7.13.2 HacTpoiika JHCKOBOr0 IPOCTPAHCTBA 11 XPaHEeHHUsI COO0IIeHHH

1. BeibepuTe HACTPOMKM CHHXPOHM3allMd COOOIIEHUN JJIi 3KOHOMHMHM JIMCKOBOI'O
IIPOCTPAHCTBA.
2. BrpibepuTe HaCTPOMKY yAajieHUs yCTapeBIIMX COOOIeHUH Ui OTHMHU3AIUU IMCKOBOTO

IIPOCTPAHCTBA.
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7.14 CxBo3Hoe mmudpoBaHue

JlJ1s1 HaCTPOMKMU CKBO3HOI'O IMQPOBAaHMUS NKCEM OTKPOUTe IaHellb [1apaMeTpOB Y4YeTHOU

3allMCH OJHHWM U3 CJIeYIOIINX Croco0oB:

— BbIOepuTe NMyHKT KoMaHAHOro MeHI0 MHCTpyMeHTHI > IlapaMeTpbl y4eTHOI1 3anIiCH;

— B OKHe IIaIlOK BbI6epI/ITe HY>XHYIO0 Y4Y€THYIO 3aIlMChb, B OTKprBIIIEfICSI CIIpdBa IIdHeJIx

Ha>XMUTE KHOTIKY Wuposaue .

— B OKHe TIallOK BbIOepUTe HY>KHYIO YUeTHYIO 3allMCh, IIPAaBOM KHOIIKOM MBIIIM BbI30BUTE

KOHTEeKCTHOe MeHIO, BI)I6epI/ITe KOMaHOY HapameTpm.

B otkpeBuieiics na"enu IlapameTpsl y4eTHOM 3allMCH IlepeiiuTe K IIYHKTY MeHIO

akkayHTa CkBo3Hoe mmdpoBanue (cM. Pucynok 116).
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1) Maparietpe ytmrecd sansc - MyCificeial

(D) napamerpe yuemmod s20. =

~ E)Mail for Alexander Smirnov
NapameTpsl CEpEepa
KOnMe 1 NansM
COCTABAEHHE 1 AAPECALWA
AHTH-CNEM GUABTR

CHHEPOHASAUMA M XpaHeHmME

Y¥EEAOMNEHAR 0 NPOUTEHAW
* EMail for Elena Smirnova
Mapamerps Cepeena
KON M Nansm
COCTABAEHME WM AApecalmm
AHTH-CREM PHARTH
CHHEPOHESBUMA M XpAHEHME
CHBOSHOE WHADOBAHWE
¥BEAOMAEHWA 0 NEaUTERm
~ B MekankHbie nankm
AHTH-CRaM GuasTp
[McKoBOe NPOCTRARCTEG

JeAcTENA AR yuETHOR Janvc ¥

LF  Hacrpadion MyOMioedai

N Hononkerss W Teme

) Cepoep nexogAwed nouts (5...

Cxeo3Hoe WudposaHmWe
Yrofk OTNRasNRTE 3AWHPP0EEHHEE CODBIWEHMA MK COOBIEHWR C LWSPOB0H NDANWCEID, BAM HEOHXoaMMO
HECTDOUTE TEXHOAOMAK WHHPOEEHKA, HanpWMep, OpenPGl wan S/MIME.

BrGepute ool Avunp@ K, GToGn Bt Te HOROALSoSaHE DpenPioR, wan CBOR AwmuHef ceprdineat,
IO PASPEWWTe MEROARSOBAHWE 5MAIME, A8 Auamaro sisied Had CEpTrduats ¥ BAC AoNmeEH Bhith
CONTBETCTEVHIWARA CEXpeTHER KA,

OpenPGP

B Thunderbird Het nuusoro Kisoua OpenPGP gna
) £ Nosanate karou,,

alexandr smirnovi@techwr myoffice.ru

Vicnoaezyite MeHegwap knioued OpenPGP, uToBsl NPOCMATPUEATE W YNDEENATE OTHRGITEIMM KAHIUIMY EIWHE

KOPRECNOHAEHTOE ¥ BCEMA ARYTEMA KIHIYAM, He NEpeUrCISHHRMI BRILE.

MeHeawep knoued OpenPGP

S/MIME
TiauHe cepTAdMEaT 408 Wadposod nognmos

| BrSpate... Oyucrams

Nineefi cepmdMEaT 4nR Wwdpoaanmee
| Brfipatk.. Oypcmams

¥npaanexwe ceptiduraTani SMIME Yerpodorag sawmTel SMIME

HacTpoidki No yMoA4aHWD 408 OTNPABKK cooBLleHmii
B3 cHuosHOMD Wehposarns cogepamMon confwenrid aero MomeT Geims NpouTeHD Bk nposafgepon
MEKTFIOHHCIﬁ NoUTE MAK CCTaroli NpoCAyIIMEEHMA.

0 He sxaruate Wdpoaanye No yMoIdaHmo
() TpeBoRaTe WWHPOBAHME NS PMONYAHWID

Ecra mam TpefyeTon Wkdpananue, TO 48R OTRAEKH CoaBIWEHMA ¥ 0aC SonxeH SeTh QTEPLITWEA K104 1K

CERITEOHKAT KBARO0ND NOTyHaTens,

LMEDOoEER NOANKCE NOSEOARST NONYUATENAM YADCTOEERETECA, YTO COOBLISHAE BhiIG OTNRAENEHD MMEHED

BAMY, ¥ UTO 80 COEPMMMOE HE GBla0 MIMEHEHD,

[} AoBasnATe UHOROEYIG NOIMNCE MO YMOAUIMHID

JenonHUTENBHbIE NAPAMETPEI

MNpAERENAATE MOE OTEREHTEA KIRA NP 208a00eran uMESponcd nognacd OpenfGP

Wdposate TaMy co0Sueqwa OpenPGP

KparnTe YEPHOBAKN COOBWEHHR B JAWWHPOBAHHOM GORMATE

MPEANOUATIEMER TENSONOTMA IWHORIBAHIA
0 ABTOBLIBOD HA CCHORS AOCTYMHGIX KAKIYER MAH CEpTABMKATOS
MNpeanouutam OpenPGP

MpeanouuMTars 5/MIME

Pucynoxk 116 - IlaHesb HaCTPOMKYU CKBO3HOT'O MM(PPOBAHHUS
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7.14.1 OpenPGP

Cospaiite HOBBIM JuyHbINA Kitod OpenPGP st akkayHTa Wiau 3arpysute roToBbid. [liis

3TOT0 HaXXMHTE KHOIIKY & Hobasutb K/IKOM... | ga okpaHe OTKpOeTCS [OHajoroBOe OKHO

(cm. Pucynok 117).

[obaBuTe NepcoHanbHbli KAy OpenPGP

@ Ecnn Y Bac ecTh NMYHBIA KW ANA 3TOTO aipeca 3NeKTpo HHOW MOYTE, Bl OOAHHEl 870 W NoOpPTUPOBATE. B
NPOTHEHOM Chy4ae y Bac He EYII.ET A0CTYNA K BallKMk apxMBakd BEUJHqJFIDEaHH.bIK MUCEM W BRl HE CMOMETE HHMTaTk

BXOAALME JAWKGPOBAHHEIE NHUCEMA OT NHOAEH, KoTopele BCE lUE UCNONL3YIOT BaL CYLLECTRYHOWNH KAKY,
Moapabues

@ Cozfate HOBBIM Kod OpenPGP

MMnopTHpoBaTh CylWecTEYHOWWA kamoy OpenPGP

MNpoaonxnTe OTMEHA
Pucynok 117 - Co3nanue kimoua OpenPGP

Bribepute Co3maTrh HOBBIN K4 OpenPGP, Ha skpaHe TOSBUTCS JUAJIOTOBOE OKHO

co3nanus kimoda (cm. Pucynok 118).

Jobaents nepcoHansHbii Koy OpenPGP ana alexandr.smirnov@mrt.myoffice.ru

Cozaatk knod OpenPGP

Nuunocts  "alexandrsmirnov@techwr.myoffice.ru” <alexandr. smirnov@techwr. myoffice_ru= v
Cpok fedcTBUA KAtoYa

OnpeaenuTe cpok ASACTEMA BALEra HOBOMD CreHeprPoOBAHHOMO KNKYA, [TO3Ke Bhl MOXETE YNRABAATE AATOH, uTobb
NPCATUTE 88 NPY HEoGROAUMOCTH,

@ Cpok JelcTBMA KNOUS NCTEKAET Yepes 3 net e

Knwou He ucTexaet
.D,DI'IOJ'IHHTEJ'IIJHI:IE napameTpbl
¥npaeneHue AONONHUTEABHBIMKM NapaMeTpanMi salwers kioda OpenPGP,

Tun knoua: RSA w

Pazmep kamoua: 3072

OTMeEHz BepnyThen

Pucynok 118 - Hacrtpotika napameTtpoB kitoda OpenPGP
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Bribepute cpok geiicTBus kiroda, TN U pa3Mep. Haxxmute OK.

Eciu BBl penmmnu UMIOPTUPOBAaTh TOTOBBIM KJItO4Y, BblOepure WMMmopTHpoBaTh

cymectByouuii kiwd OpenPGP, Ha skpaHe nosiBUTCS ranioroBoe okHO (cM. Pucynoxk 119).

JobaenTe NnepcoHaneHbld KMKOU OpenPGP ana alexandr.smirnov@mrt.myoffice.ru

MNOPTMPOBATE CYLLECTBYHOLLMIA AnYHbIA Knkoy OpenPGP
BeibepuTe paHee coXpaHEHHyIo Konwio gaina.

Bel mozkeTe WMMNOPTUROEATE AMYHBIE KAKYK, CO3AAHHEBIE C NOMOLWERD 40YTOr0 NROrpaMmMHore obecneyeHms OPEHPGP.
ﬁpyrne nporpaMmMHoe QBECNEYEHHE MOBET ONUCLIBATE AHUHBINA KAKY ¢ NOMOLWLEH: a0 bTERHATHEHBIX TERMHHOE, HAaNDHKMER, Ball

COBCTBEHHBIA KAW0Y, CEKPeTHBIA KN0Y, 3aKpeiTeill KAKY WAK Napa kA2,
Beibop daitna gns umnopTa...

OtmeHa BepHyTecA

Pucynok 119 - ITanens no6asnenus kinoda OpenPGP

Haxxmute Bribop ¢aitna niist mmmopTra, BbibeprTe COXpaHeHHBIN KITI0Y C IMCKA, HAXKMUTE
OK.

7.14.2 SSMIME

Hactporite ceptrdukars:

1. Boibepute nuuHbIM cepTidUKaT A1 TUPPOBOM MOAMMCH.

2. Bpibepute nuuHbIN cepTUdUKAT s IMPPOBAHUSL.

Haxxmute kxHonky Ympasienue ceprudukaramu S/MIME 1 OTKpBITUS AMaliora
ynpasiieHus ceptudrkatamu. Haxkmure kHonky YcrpoiictBa 3ammurtel S/MIME namns oTkpeiTHs

Arajiora yInipdaBJIeHUs YCTPOI‘/‘ICTBHMI/I.

7.14.3 HacTpoiiku 110 yMo/I9aHHUIO JJIsl OTIIPAaBKH CO00IIeHHH

3a/iaiiTe HACTPOMKU MUQPPOBAHUS IJIsI COODIIIEHUA:

1. TpeboBaTh mMdpoBaHUe Ilepel] OTIIPABKOM NMHChMA / He BKIIIOYATh MK(pOBaHUe.

2. Jlo6aBnsaTe MUPOBYIO MOAIKUCH B COOOIIEHUSI.
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7.14.4 JlonoHUTE IbHBIEe TApaMeTPhI

3ajiaiTe IONOJIHUTeJIbHbIe HACTPOUKY MK(POBaHUS COOOIIIEHUI:

1. Bo3MOXXHOCTb TPUKPEIIATH OTKPBITBIA KIIIOY TIPU J00aBIeHUU HMUPPOBOU MOMNUCH
OpenPGP.

2. BosmoxHocTh mMdpoBanus TeMsl coobienuit OpenPGP.

3. B0o3MOXHOCTb XpaHeHHs! YePHOBUKOB COOOIIeHUH B 3a1MdpoBaHHOM dopMarTe.

4. BpIOOp MpeArnoYruTaeMo TeXHOJIOTUY MU POBAHUS.

7.15 YBegomiieHHs 0 MPOYTEHHH
J1J1st HAaCTPOMKM yBeJJOMJIEHUH O MPOYTEeHUU ITMCeM OTKPOWTe MaHesIb TapaMeTpOB YYeTHOU
3aMUCH OJTHUM U3 CJIeJTYIONIHUX CIIOCOOOB:

— BbIOepuTe MyHKT KOMaHAHOTO MeHI0 IHCcTpyMeHTHI > IIapaMeTpsl y4eTHOH 3aNHCH;

— B OKHe IIaIlOK BblOepUTe HY>KHYIO YUeTHYIO 3allMCh, IIPAaBOM KHOIIKOM MBIIIM BbI30BUTE

KOHTEeKCTHOe MeHIO, BbI6epI/ITe KOMaHOYy HapaMBprl.
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B ortxpeBuelics naHenu IlapamMeTpsl ydeTHOH 3amMCH IlepeiiuTe K IIYHKTY MEHIO

aKKayHTa YBeaomieHus o npourenuu (cMm. Pucynok 120).

4 MaparaeTped pTod sanwace - MyOfficetdal

[ waail for Alexander Smim (D) napsmerpe yuetod 2

~ EMail for Alexander Smirnov
YaeAoMASHWA O NPOYTEHMK
MNapameTpsl CEPEENa
KOMAM 1 NNk ) Micnaapsoeats TACSatmpe HACTRORKH YBEAOMAEHINA O MPCUTEHRA
COCTABASHME 1 AAPECALIMR [OEANGHbE HACTPORAKH..
AHTA-CNaM GUsTD i

@Hﬁﬂ'pl}-ﬂh MCMONES0SIHWE VEELOMNEHAR O NMpOUTEHWM

CHHEPOHUSIUHA 1 SPEHEHWE o
|| Boerga 3anpawssarts yOCS0MACHHE O NPOYTEHWA NPW oTnRaoKe Ccoofuennd
CREOFHOES WKHHHOBIHKE

‘_f'lfil:'jli_:lhl_ﬂ!_‘ﬂlﬂ'i“ O NPOUTEHRMA

Mpa MUTYUEHEA YISI0MAEHAA O MpCUTERH

* EMail for Elena Smirnova
Q) OczamaaTe ero v nanke «BxogAuwes

MapareTpol CEpBena
(0 MNepepears o & nansy «OTNpagasHHEies
KOMAK | Nanka

B 1l
T WEM ANICAENA Mp# MOAYUEHKA 23NPOCE HA YESI0MAEHKE O MPOUTEHWH!

(LA RERL AT () Hykodga He 0TNpasnATs yESA0MNEHKE O NPOUTEHMM

CHHEPOHMIAUMA M XDAHEHIRE ~
0 OTNpaBAaTe YEELOMAEHHE & NBOUTEHAK 487 HEKOTOPE COOBILEHUA

CKBOZHDE WHApOBAHKE

ECAM A HE B CNACKE «KOMYs MAW «KONWAs:  CNPaLLSEAT w
YBEAOMNEHIER 0 NEOUTeHHK e HROMfn WA % | CPAUMESTS
~ [ NokaasHbie nankw ECAM QTNPABMTEN HE B MOSM J0MEHS! CNpaLMEaTE ¥
AHTH-CNAM fHALTP
B OCTaNH CAYLERL CNpawsmBans ™

[WCKoBOR MPOCTRAMCTED

¥ Cepep McxogAWLeH nouT (5...

Pucynok 120 - Hactpotika yBe[loMyIeHH! O IPOYTEHUH

s Toro, 4TOOBI MCIOJIB30BaTh TJl00abHble HACTPOMKU YBeJOMJIEHHS O IPOYTeHHH,
BbibepuTe Mcmosnb3oBaTh riio0aibHbIe HAaCTPOMKH yBeJOMJIeHHH 0 mpouyreHuu. Haxmure
kHONKy I'1o0anbHble HACTPOMKH Ui pelakKTUPOBaHUs IJI00abHBIX HACTPOeK YyBeJAOMJIEHUH O
npouyreHnd. Copep)XMMoe J[uajiora HacTpOeK IIOBTOpsieT COJlep)KUMOe TeKyllled I1aHelld, HO

OTHOCHTCSI K TJ100a7IbHBIM HACTPOMKaM.

HJ’IH HCIIOJIb30BAHHKA IIePCOHAJIBHBIX HACTPOEK YBe,[[OMJ'IeHI/Iﬁ U4 KOHKPETHOT'O aKKdyHTa
BbI6epI/ITe HaCTPOI/ITI) HCIIOJIB30BaHHE yBEHOMJIEHI/Iﬁ 0 TIIPOYTEHHH. Hanee HEICTpOfITE

Cllefiyloliye rapaMeTphl:

1. JleiicTBUS IIpU NOJTy4YeHUH YBeJIOMJIeHHs O IPOYTeHUH.

2. JleWcTBUS IIpU 3aIIpoce Ha yBeJJOMJIeHHe O IIPOYTeHUH.
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7.16 CepBep ucxojsiiei mo4Thl

JInst HacTpOWKY IapaMeTpoB cCepBepa HCXOASIIEH MOYThl OTKPOWTe IaHeslb TapaMeTpoB

y4eTHOM 3alMCH OJTHUM U3 CJIeIyIOIIHUX CITIOCOOOB:

— BbIOepuTe IMyHKT KoMaHAHOT0O MeHI0 IHCcTpyMeHTHI > IIapaMeTpsl y4eTHOH 3aNHCH;

— B OKHe TIallOK BbIOepUTe HY>KHYIO YUeTHYIO 3allMCh, IIPAaBOM KHOIIKOM MBIIIM BbI30BUTE

KOHTEeKCTHOe MeHIo, BblbepuTe koMaHly IlapaMeTpsl.

B orkpeiBieiics nadenu IlapaMeTpbl y4eTHOHN 3amMCH IlepeiiuTe K IYHKTY MeHIO
CepBep wucxonsmeir moursl (SMTP) (cm. Pucynok 121). Ha okpaHe BO3HHMKHET IIaHeJb,
cofiep>kaliasi CIIMCOK CepBepOB UCXOAsIIed NouTbl. AKTHUBHBIM CepBep BblIeleH, U COHEeP>KUT

IIOAIIMCH ITo YMOJTIAHHUIO.

“d Mapauetps pafrnod sanmo - MyOfficebail

m MNapaMeTpn yuETHO R B2

~ EMNoyra g =alexandr.sminno... -
MNapametpel cepeepa MokoaAweR novtel (SMTR)
MNapameTpe CEpEEDa
K.OfMM ¥ MankH Mgpi HACTROAKE BRWAY AAPEC0S JNEKTROHHOE NOYTH Bl MOKETS ACNOALI0BATL CEDBSD M3 FTOTS CNMCKE,
EnlGQas ero 8 Kavecnge Cepaepa woikoRssd noute (SMTF), nas =e Bl MOXETE MCNONES0EATE CEQEER MO
Cocrapnenwe AgPeCauKE
WMOUUAHWED M2 3TOND CWCKE, e:u&pas #lACNoNE208ETE capaapn No YuoauaH .

AHTA-CNas drisTp
CHBXPOHMIALMA W HpaHenHe alexandremirnovidtechwr.myoffice.ru - smtp-techwr.myoffice.ru (Mo yMonuanise) JoBaEnTs..
Crmossoe wedposanme (oo T
YEEAOMABHMA O NPOUTEHHM
~ O NokansHEE NANKK
AHTA-Chas drisTp
Juckoacs NpocTpaHaTED

I‘Iapauerpu BbIGENEHHOMD Cepaepar

T T S I OnncaHwe: <He ykazaHo>
YA ceppepa smtp-techwr.myofficer

Mogpm 445
¥ Hacrpodion MaROdic Nouta ¥R nonesopatens; alexandr.smirnovi@techwr.myoffice.s
Marog symerTrduxawn: D8siuHsA napoas

M NonaaHeHMR W Tews:
JawmTa cosguHeneR; SSLTLS

Pucynok 121 - Hactpolika cepBepa UCXOJSIIIeN [TOYTHI

Jns moGapiieHWss HOBOTO cepBepa HaXXMuTe KHONKY Jlo0aBHTB, I peJaKTHPOBAHHUS
CBOWCTB CYIIECTBYIOIIIETO CepBepa BbIJIeJIUTe B CIIMCKe HeOOXOJUMYIO 3allUCh U HaXKMHUTe KHOIIKY
MN3menuTsb. Ha 5KkpaHe NOsIBUTCS HaHesb pelaKTUPOBaHUsI CBOMCTB cepBepa (cM. Pucynok 122),
Ha KOTOPOY MO>XHO 3aIl0JIHUTh CJIe/lyIOIlye IIOJIs:

— OIKCaHue CepBepa;

— UM CepBepa;
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— HOMep MOpTa;
— THII 3aIIATHI COeTUHeHUS;
— MeTO/]l ayTeHTUPHUKALINH;

— UMJ I10JIb30BaTeJsId.
SMTP-cepeep b4

Hacrpodikmn

onucaHwe:

imA cepeepa: | smitp-techwr.myoffice.ru

Nop: 465 Mo ymon4aHuk:465

JaumMra v ayTeHTMQUKALKMA

3aLUnTa coeguHEHKA: S5L/TLS e

MeTomd ayTeEHTUEHEIUNK:  OFRIYHBI naponk “

ImA nonb30BaTENA: alexandr.smirnov@techwr.myoffic
0K OTMEH]

Pucynok 122 - Hactpolika cepBepa UCXOZsIIel IOYThI

s ynasieHus cepBepa M3 CIIMCKA HA)XXMUTe KHOIKY Y AAJIUTh, YAAJIUTb MOXHO TOJIBKO

HEaKTUBHBIN cepBep.

7.17 CuHxXpoHHM3aI|s aKKayHTOB

,HJ'ISI CUHXPOHH3alIUH JIOKAJIbHBIX JAaHHBIX C cepBepoM Ha’>XMUTe KHOIIKY

¥ 3 CMHXpOHWMIALMA 3
, U060 BbIOEpHUTE MYHKT KOMaHAHOrO MeHio MHcTpymenTsl > HacTpoiiku

CHHXPOHHU3AIlUH.
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Ha 9KpdaHe OTKpPOeTCd NUaJIOrOBOe OKHO, CoAepiKalllee CIIMCOK peCypcCoOB, JOCTYIIHbIX IS

CHHXPOHM3AIIUU, TaKUX KaK COOOIIeHus], KaJleH/IapH, 3aJla4yM, aipecHble KHUTH (cM. Pucynok 123).

4 Cu HEEOHHIEUNA 3K HTOE

AKRKAYHTE

Mo#Qdmsc

B neBoii manenu okHa BbIOeprTe HEOOXOIWMBINM aKKAyHT, BbIIeJIMTe peCypchl B CIIMCKe U

- *
MoHOduc @
BAMSNTE W CHHXPONAIMPOBaTE
CHHXPONMIMPYEMBIE AAHHLIE
BraBepnTe gaHHBIE Ana crHxpornzagnn © «ModOduc Mouras
Pecypc Tun Peaakr. Cramyc
Iy AddressBook hgpecHan KHura o7 ™ loToso
Alexandr Smirnow Kanengaps R ToToen
Anexcanap Cranpros Kanenaape P lorozo
Meprognyscaa cnnxponnsayns (6 sumyrax) |1 CHHXPEHNIMPOBaTE CEfYaT

Pucynoxk 123 - Pecypchl 1jisi CAHXpOHU3AIUH

CI/IHXpOHPISPIPYfITe Hx C CepBepoOM HaXXdTHeM KHOIIKH CHHXpOHHBHpOBaTb cemyac.

HeO6XOI[I/IMOCTI/I BKJIIOYUTE dBTOMATUYECKYIO CUHXPOHHN3d1IU10, 3d/1aB IIepHUO] B MUHYTdX.
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Hﬂﬂ JIOIIOJITHUTEJIbHBIX IeMCTBUM C dKKAaYHTOM HAXXMHUTE KHOIIKY HEﬁCTBHH VIl dKKdYHTa

(cm. Pucynok 124).

“J CHHEPOHAZALMA AKEAYHTOE - i i

AKKAYHTE LraTyc

MolAOduc @

Mo#Odgac

EnmouuTs ¥ cHHX POHHINPOEaTS

CHNXpOHMIMPYEMBIE BalHBIE

Brifiepume JanHbie Ana ciHxpasnzaghn © «NMoilOduc Mowras

CHHXpOHWIMPOBATE BOE pa3pe

Pecypc Tan Pesakr... | Cratyc
¥aannTh CoKpaHEHHEIR AOFHHG: My AddressBook AapecHan Knura 7 v Momono
Ll Alexandr Smirmov Kanensaps L7 lovono
O 6HoBuTE HACTROMAKK Ce Anexcanap Crampros Kanensaps d? e —
Omicneoumms axkayHT "Mod
CUME PO HHIMEORITE 3

Meproguueckan cuHxpoHszaumn (B musyTax) |1 CHHXpOHUIMPOBATE CefMac .

Pucynok 124 - MeHto 1efiCTBUI C aKKayHTOM

B OTKPBIBIIEMCA BCIIJIBIBAIOIIIEM MEHIO HaXOOATCAd CjieJyronye KOMaHIbl:

1. Jlob6aButb HOBBIM akkayHT CalDAV & CardDAV.
CHHXPOHHU30BATh BCe pa3pellleHHble pecypChl.

VY nanuTh coxpaHeHHbIEe JIOTUHBI.

[TokazaTb >xypHaj COOBITHH.

VY panute akkayHT "MoitOduc".

OTtkmrounTh akkayHT "MonOduc".

N o N

CuHxpoHM30BaTh akKayHT "MoiOduc".

7.17.1 100aBUTH HOBBII aKKAyHT

Bribepute [leiicTBus s akkayHTa > JlobaBuTh HOBBINH akkayHT > CalDAV &

CardDAYV psis nobaBieHus: HOBOTO aKkayHTa Ha 06ase CepPBHUCOB, MOMJIeP>KUBAIOIIMX TPOTOKOJIbI
CalDAYV u CardDAV.
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7.17.2 CHUHXpOHHU3HPOBATh BCe pa3pelIeHHbIe aKKAyHTHI

Boibepute [eiictBus st akkayHTa > CHHXpOHH3HPOBaTh BCe pa3penieHHbIe

aKKayHTBI. byyT CMUHXpOHU3UPOBAaHbI JaHHbIe BCeX BbIOPAaHHBIX aKKayHTOB.

7.17.3 Y anuth coxpaHeHHbIe JIOTHHBI

HJ’IH YAajlieHus1 BCeX COXPdHEeHHBIX JIOTMHOB BbI6epI/ITe I[EflCTBPIH AJId dAKKAYHTa >
Y)JaJme COXpaHeHHbI€ JIOIHHBbI. Ha JKpdHe IIOABUTCS [OHUAJIOrOBO€ OKHO IIOATBEPXKIEeHUA

yaanenus (cMm. Pucynok 125).

CumcTra COXpPaHEHHBIX NOTWHOB >

® 310 JeficTEME YANWT BCE NOMMHEl, COXPaHEHHEIE ANA BXOAa.

-

Pucynoxk 125 - IlogTBepx/ieHre yianieHys JIOrMHa

Haxwmure xHonky OK 1yis ynaneHusi BceX COXpaHeHHBIX JIOTMHOB. Hakmure KHOIIKY

OtMena U1 3dKPBITHUA IXAJIOrOBOI'O OKHA.
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7.17.4 Iloka3aTh »KypHaJ COOBITHIT

Bribepute [leiictBua pna axkkayHtra > IlokasaTh »KypHan coObiTmii. Ha skpane
OTKPOETCSl TUaJIOTOBOe OKHO, COjiepiKalllee CIIMCOK OUIMOOYHBIX CHUTyallMid, Halpumep, OLIMOOK

NOJIK/II0YeHUs K cepBepy (cM. PucyHok 126).

ﬂ- 12:26:08
He ypanocs nognounteca K cepaepy (N5_ERROR_UNKNOWHN_HOST).

Aecount: ManDduwe (DAY

Ay 12:26:08
He yaanoce nogknoumteca K cepaepy (NS_ERROR_UNKNOWMN_HOST).

Account: MoiQdme (DAY

Crepetn ¥GpaTe oknG

Pucynok 126 - 2Kypnai cobbrtuii

7.17.5 O0HOBUTH HACTPOMKH cepBepa

[1pu 3HaUMTENILHBIX U3MEeHEeHUSIX, TIPOMCXOMSIIMX Ha [TIOYTOBOM CepBepe (HampuMmep, CMeHe
JloMeHa) HeoOXOJMMO OOHOBUTH IJIOOabHbIe IapaMeTpbl cepBepa. [ljist artoro pobaBiieHa
BO3MOXXHOCTb CaMOCTOSITeJIbHOTO OOHOBJIeHMSI KOHQUIypalluhd cepBepa  II0JIb30BaTeJIeM.
[ToympasymeBaetcs, 4YTO I0JIb30BaTesib IIpeJBAPUTESIbHO OCBeJIOMJIEH O HeoOXOAUMOCTH

0OHOBJIEHUSI HACTPOEK CepBepa.

Jlns oOHOBNIeHUsT HAacTpoeK cepBepa Bbibepute [leiicTBHA i akkayHTa > OOHOBHTH
HaCTpOMKH cepBepa. IIpy 3T0M NpoUCXOOUT 3ampoc Ha cepBep U IOJy4eHHe KOHQPUIypallWH.
Ecnu 3anpoc mpomén ycrenHo, To 1ocjie OOHOBJIEHUs! 3allyCTUTCSI CUHXpOHM3anus. B ciydae

BO3HMKHOBEHMUS OLIMOKY HA 3KpaHe MosBIsieTcsl OKHO (cM. Pucynok 127).
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He yaanocb 06HOBUTE HACTPOMKK
cepeepa

MNonpobyiite nosse wan obpaTUTecs K CHCTEMHOMY

afAMUHUCTpaTOopY.
OTmeHa MNoBTOPHTE
Pucynok 127 - Onmbka o6HOBJIEHHSI HACTPOEK cepBepa

Haxxmute kHomnky IloBTOpHMTB [Isi TIOBTOPHOTO 3alpoca Ha CepBep M OXHUAAHUS €ro

BhINTOJIHEeHU. Haskmure KHOIIKY OTtMeHa IJId 3dKPbITHA IXAJIOT'OBOI'O OKHA.

7.17.6 Y ganuTh akKayHT

Bribepute [leiicTBusl miA aKKayHTa > YJaJauTh akKkKayHT. Ha oskpaHe oTkpoetcs

ZIMaJIOTOBOe OKHO MOJATBepXkAeHus yaaieHus (cMm. Pucynok 128).

¥aanuTe aKkayHT *

® Bel yeEpeHsl, 4To XOTHTE yaanuTe akkayHT ModOduc? AxkayHT Byget oTenmoded oT «MoiOdmc

HDHTEWI. d HE yaaned NoAHOCTEHD.

Pucynok 128 - IlogTBepxxieHue yaneHust akkayHTa

Haxwmure xHonky OK nns ypaneHus akkayHta (oTkiodeHus oT MounOduc I[lourta).

Haxxmure KHOIIKY OtMena JJI 3dKPBITHUA IXUAJIOrOBOI'O OKHA.
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7.17.7 OTKIIOYUTH aKKAYHT

Bribepute [eiictBusa nisi akkayHTa > OTkiaounTh akkayHT. Ha skpaHe oTkpoetcs

ITMAJIOTOBOE OKHO TOJITBePXKAeHUs OTKItoueHus (cM. PucyHok 129).

OTKNHYKTE BKKIYHT >

® Brl ,ﬂ,EﬁCTEHTEﬂbHD XOTHUTE OTEKLNHXYKWTE 3TOT EKKE}"HT? Bce nokaneHBlE HEZMEH EHWA, KOTOPBIE ELLIE HE

CHHXPOHWIMPOBaHEI, ByayT noTepAHe!!
o

Pucynok 129 - IlogTBeprkieHre OTKITIOYEHHUs aKKayHTa

Haxmure kHonky OK g oTkimtodeHus akkayHTa. Haxkmure kHomky OTmeHa s

3dKPbITHUS JUAJIOTOBOI'O OKHA.

7.17.8 CuaxpoHH30BaTh BHIOPAaHHBIH aKKAYHT

Bribepute [lelictBHA i akkayHTa > CHHXpPOHM3HMpOBaTh aKKayHT. bynyT

CUHXPOHH3HWPOBAHLI BCe JIaHHbIe, OTMeYeHHbIe B CIIMCKe I CHHXPOHU3dIINH.
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8 KAJIEHJAPDH

8.1 OTkpsITHE KaNeHAPS

YT06bI OTKPBITH KajJleHAAPh, BBIIIOJIHUTE OJIHO U3 CIIeAYIOLIMX JeHCTBUM:

- BbI6epI/ITe IIYHKT KOMdHIHOT'O MeHIO CoObITHS 1 3ajadyu > KaJIEHHapb;

— Hd [IdHeJIM UTHCTPYMEHTOB HaXXMUTE KHOIIKY ﬁ] Kanengape ;

— HAa IAHeJW WHCTPYMEHTOB HaXXMHUTe KHOIKY Bbi3oBa MeHi0O — (meHw MoirOduc

ITouTa), B mosiBuBITIeMcsl MeHIO BeiOepuTe Co0bITHA U 3amaun > KaneHaaps;

— HaxkmuTe codetanue kiaaBuil Ctrl+Shift+C/ ¢ Shift+3Cmd+C Ha ki1aBuatype.

Ha skpaHe oTobpa3suTcs naHesb kajeHjaps (cm. Pucynok 130).

MaHens MHCTPYMEHTOB MaHenb cobbITWi
16~ 22 CucTafipes 2023 - MaROGE Mot - o ®
[ Harsgaz. o
S 0Gnanrs B Owopoeesayns BHoeos cofemen B Howss g # Npasss B vaanman = | Cofuiteie sagia € ) x
T T Hr B
d o H 2 £ 9 G = = = g Haapm HGH AN 45 N
LE LR R I Y [re— Hiano Catnainit Hanerogen &
¥ (5 Hewse ot
BTRE (13 HTGTEA HG T TR T 54T G5 Ord 0 cemigs 21T 1430 20 o 300 1 1R300 -
1 & 5 B 7 3 v Ceomn
PR [ems— FaeTea W, 1830 0 tervabge 2003 1. 35300 R
% 17 13 8w 2 2% |oeansen 23oemigs 21 r 1300 23 meratom 30 1 1300 e T
;; ia 2 3 7 % 3| r vopaus 3 15- 22 Gurafips 023 Hordz s | Megen | Nowsiena Reo ¥ Mpcgerzmapn % geek]
' Picean garmsst s 16 . [T Zpega 18 cer. Yernepr 16 e, Mmanga 3 ot yBfiara 3 oer, [ Pre———
[Egr— +
MAGH saeeaape am &
# Mot Rkt dlerg i the.
@ tchiree |eknaimimen eraimi 100 Bopeas
@ Msiragers fra tw) & mms
® Mzt [Avenszugp Duaspise] ]
R e —
B et [k i)
8 it [Hoowd carmum saini] e -
I e
2 | e Coranes  Cpa
1500
1
1500
1500
170
e ]
mr— i (5] Mepampuanm o
I
=
MaHenk kaneHaaps Kanernpapb CTpoka coCcTosHMA MaHenb MeponpUATHA

Pucynok 130 - Jxpan kanenaaps
JJieMeHThI KaJleH 1apsi:

1. Ilanenb UHCTPYMEHTOB.

2. Ilagenb COOLITUH.

3. Ilanens kasiengaps. Ha Hell HaXoguTCs CIKMCOK BCeX KalleHAAperd C BO3MOXKHOCTBIO

3a4aTb UX BUANMOCTbD.

4. OcHoBHas ITaHeb KajileHaapA.
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5. CTpoka COCTOSIHMS, COAepXUT KHOIKY oOTobpaxeHus [lanenn Meponpusrui

KaJjleHdp4.

6. IlagennL MEpPOIIPUATUH.

8.2 Co3ganue HOBOro KajeHxaps

HJ’IH CO30aHWA HOBOI'O KaJIeHaps HeO6XOII,'I/IMO BBITIOJIHWUTH O/JTHO M3 CJ/IeAYIOIINX JIeViCTBUM:

— BbIOpATh MyHKT KoMaHIHOTO MeHI0 Paitn >Co3mars > Kanennaps;

— OTKPBITh MaHeJIb MHCTPYMEHTOB KaJleHJlapsl, Ha)KaTb Ha Hel KHOIIKY BbI30BA MEHIO ——
(menio MoiiO¢uc Iloura), B nosiBuBiemMcs: MeHto BbibpaTh Co3gaTts > Kanengaps;

— B JIEBOM YaCTU TAaHeJM KaJjieHJaps BbI3BaTh KOHTEKCTHOe MeHI0 W BbiOpaTh HoBBIH
KaJIeHJIaph;

— B CBOOO/IHOM 06J1aCTH JIeBOM 4YaCTH IMaHeIW KajleHAapsl COBEPIIUTb JIBOMHOM IIETYOK
JIeBOW KHOIIKOM MBIIIIY;

— Ha 3aroJIOBKe MMaHesu KajieHaaps HaxkaTh =+ (HoBbIi kajeHaaps ...).

Ha JKpdHe IIOIBUTCA I10CJIeJOBATEJIbHOCTb W3 HECKOJIbKUX [OHUAJIOT'0B Cl)OpMI/IpOBaHI/IH
KaJjieHaaps. Ha IepBoM 3KpaHe HEOGXOHI/IMO BblﬁpaTb MEeCTOIIOJIO)KEeHHEe  KaJleHOaps

(Ha moem komnwioTepe, B cetn) (cm. Pucynok 131).
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| CozgaHWe HOBOTO KaleHdapa A

Co3paTk HOBEINA KaneHaapb
PacnonoseHwe BAWWETD KANEHAZPA

Baw kaneHgapk MoxeT ObiTe COXpaHeH Ha BalLEM KOMMBIOTERE WK Ha
yAANEHHOM CEpEEPE, ANA Toro, YTobkl Bel MOMAM 0bpaTuTecA K HeMy W3
Mobore MECTa WK MCNOB30BATE 8r0 COBMECTHO C BallMMKA ADYIBAMK
MW KOARETamHK.

®iHa moém KomnboTEpE

() B cetm

< Hazapn danee = OraieHa

Pucynok 131 - Beibop Tvna co3panus KaneHaaps

8.2.1 Co3naHue kaneHaps Ha JIOKAJILHOM KOMIIbIOTepe

Jlns co3maHus JIOKAJBHOTO KaJleHAapsl CjiefyeT BbIOpaTh Ha3BaHWE KaJjleHJaps, IBET

COOBITHH, BApUAHT OIOBEeIlleHUH U aJipecC 31eKTPOHHOU 1ouThl (cM. PucyHnok 132).

Co3AaHNE HOBOTD KANEHAARA x

Hazgpauue kanedaapa: [HOEI:IH KaneHiaph

Lsar:
MeokazeliEaTe CNOBELEHMA

an, MNoura; “alexandr.smirnov alexandr.smirnoy® <alexandrsmimo..

Hazan Co3aaTk KaneHaaph OTreHa

Pucynok 132 - Hactpotiku kaneHaapst
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Ilocne HaXkaTUs KHONIKU C0311’aTI: KaJIeHIapb B CIIMCKe KaneHz[apeﬁ MOSIBUTCSI HOBBIN

KaJleHJaphb.

8.2.2 Tloanncka Ha KaJleH1aps B CeTH

B cnydae, ecnu BhIOpaHO pasMellleHHe KajleHAApsh B CeTH, B CJIeQyIOIled JHUaJorOBOM

naHeJIM Heo0XO/IMMO BBECTH UMl 110JIb30BaTeJIs U afipec KajeHaaps B ceTd (cM. Pucynok 133).

Co30aHWe HOBOTD KaneHaa A x

KA NonLzoBaTENA: |

Mpec: URL iy vma xocTa cepEepa Kanesgapa
Ana 3toro agpeca He TpebyoToA YUETHBIE AdHHBIS

PafoTaTh aBTOHOMHO

Hazag OtmeHa

Pucynok 133 - Ums nonb3oBaresist U afpec B CeTH
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ITocne BBopa agpeca Oynet paspelieHa kHonka Haiitu xanenmapu. 1lpy HaxxaTuu Ha Hee

OymeT 3arpoliieH mapoJsib moJyib3oBatens (M. Pucynok 134).

Mma nonbsosatena:
Aapec: | alexandrsmirnovidlime. myoffice-app.ru
Jna 3Toro agpeca He TpebyoTCA yHETHEE AaHHBIE

Tpebyercs napans - MoROdgume MNoura b

® BeeawTe napons ana alexandrsmirmov@lime.myoffice-
app.ru

COXPAHMTE 3TOT NAPOAL B XPaHUAMLLE NAPonai,

BoiTh COTMeEHa

Hazag Haiity kanenaapu Otmena

Pucynok 134 - Ims nonb3oBaTess v afpec B CeTH

[Tocne BBoja maposis OyIoyT HaWieHbl BCe KajleH/JIapH, COOTBETCTBYIOIIME 3a/laHHOMY

anpecy (cMm. Pucynok 135).

COIAAHNE HOBOTA KANEHIAp #

Mo gauHary anpecy ACCTYNHE HECKONLKD THNCE Kanasgaped. Moxanyicra, eebepute TN KaNeHDaps,
IATEM OTMETETE KANEHAARH, Ha KOTORBE 0bl Bbl XOTEAM MOANWEATECA,

Tun ganexgapn: | iCalendar (IC5) &

& alexandr iCalendar {IC5)
CalDay

Hazag Noanucateea CrraeHa

Pucynok 135 - Beibop tvna kaneHjaaps

I[JIS[ IMOAIIMCKHY Ha KaJieHdapru HEO6XOJII/IMO BI)I6paTI) HY>XXHbIe UM€eHd M3 CIIMCKd W HaXXaTb

Ha kHoriky IlogmucaTtbesi. Habop BbIOpaHHBIX KajleHAapei J00aBUTCS B CIIMCOK CYIIECTBYIOLIHX.
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8.3 PemakTupoBaHIe CBOMCTB KaJleHIaps

YT06bI U3MEHUTb CBOMCTBA KajleHAapsl, BBIIIOJIHUTE OJIHO U3 CIIeAYIOIIMX JeHCTBUM:

— BbIOepuTe MyHKT KoMaHIHOTO MeHI0 IIpaBka > CBoiicTBa KajleHIaps;

—OTKpOP'ITe IMIa”HeJIb KaJleH[ddpsd, B CIIHMCKe KHHEHHapeﬁ BbI6epI/ITe KaJIeH1apb, HpaBOﬁ

KHOIIKOW MBIIIIM OTKPOWTe KOHTEeKCTHOe MeHIO U BbibeprTe CBOMCTBA;

— Ha TaHeJd MHCTPYMEHTOB Ha)XMHUTe KHOIIKY Bbi30Ba MeHI0 — (Menio MoiOduc
IToura), B mnosBuBiieMcss MeHO Bbibepure Cob0bITHSE W 3amauu > CBoicTBa

KaJIeHIaps.

Ha skpaHe nosiBUTCS naHesb, cojlep kaliasi CBOMCTBa KaneHAaps (cM. PucyHok 136).

MarieHnTs xaneHape *

BacnkounTE 3TOT KaNEHIApE

Hazsamme xanengaps: I MeoiOduc (Tasks Anexcargp l."_MHpH-:rn]l ]
User: [

Hms nonezosatena: alexandrsmimov@techwrrmyofficearu

Agpec: https:imail-techwr.myoffice ru/dav. php/calendars/alexand
ODGHOBNATE KBNEHZADE: Kacapie 30 MuHyT b

Tonsko gna yTenns
Mokazmipats onoBeWEHNE

PaficTath 2ETOHOMHO
2. Mowura: Anexcangp CmupHoe < alexandrsmirnovi@techwr.my.. ¥

MpeanounTaTe CTNPAEAATE JANNCEMA C
MPHENALLEHHARME CO CTOPOHE KANEHTE

YeegqomMneHus

MokazbiEaTs YEEAOMNEHNA O NPEACTOALLNYK CoBaITHAK =+ AoEaenTe YEELOMAEHIE

lnoBanshbie HACTPOHKH YEELOMAEHAI...

QK OriaeHa

Pucynok 136 - CBolicTBa KajneHapsi

[Ipu HEeob6xoiMMOCTH 0OHOBHTE CBOMCTBA KaJleHapsi:

1. Ha3Banue kasneHgapsl.
2. 1IBeT coOBITHH.

3. Hm4a nonb3oBaTesid.
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Anpec kaneHaapsi.

[Tepuon o6HOBIEHUS KaJleHAAPS.

Bo3MoxHOCTbE pelakTHPOBaHUSI COOBITUH (TOIBKO JIsl YTEHUS).
[Tokas3 omoBerieHH.

HacTtpotiika aBTOHOMHOM paboThl.

£ ® N e ks

Apnpec 371eKTpOHHOM MOYTHI.

JInsi HacTpOMKM yBeIOMJIEHHH O MpeJCTOSIIMX COOBITHSIX HaXMUTe KHONKY JlobaBHTH
yBegowiienne. B cromcok pobaButcs HoBas cTpoka (cM. PucyHok 137). Hactpoiite Bpems
oTobpaXkeHUs yBeJIOMJIeHHS, a TaKXe KaTerOpHIo MCXOJIS U3 ClIelyIOIIMX BAPUAHTOB!

— Tmepej] Ha4ajioM COOBITHS;
— II0CJIe Havajia COOBITHS,
— Ilepesi OKOHYaHUeM COOBITHS;

— [IOCJIe OKOHYAHUA COOBITUS.

YeeNoMAeH M

Mokazkears YESAOMASHWA O NPEACTOALMY cODLITUAX + [fobapute yeesomasHne
Ll
20 — MAAHYT b neped Hadanok cobemua ~ 0]
Ll
10 — MAHYT b nepe), oKoH-aHren cobbiTuA e 0]

}'Enl"l.c_lf\rﬂ.l'l(\ll.dﬁ RACAHD HACTROWTE A0° KW A0ro KaneHiapa o okHe CEOHRCTE KaneHgapa,

Pucynok 137 - Hactpotika yBefgomiieHUM

Haxxmure KHOIIKY I'noGanbHbBIE HaCTPOﬁKH yBEIIOMJIEHl/Iﬁ I Tlepexold Hd CTpaHULly

Hactpoiiku kajenagaps.

Haxwmute xHonky OK pjisi coxpaHeHUsi CBOMCTB KajleHJapsi U 3aKpbITHS JAWAJIOTOBOU

ITaHeJInu.
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8.4 Ilanenn kanenmaps

[Tanens kaneHgapst COJIeP>KUT HEOOJIBIION KajleH/lapb, OTOOpaXKaloIIMi TeKyIlui Mecsl], a

TaK>ke CITHUCOK BCeX JIOCTYMHBIX KajieHaapei (cM. Pucynok 138).

< Hiens > £ 23 >y M

Au  Br Cp Hr M O Bc
Kanenpape —— .
Aap i 4 5 & 7 8 9
0 11 1z 13 14 15 16
17 18 1% 20 21 22 23
24 0I5 26 2F MM 29 30
31 }
*  Hanespapk +
Cnucok _ = Moii kanenaaps
KaneHgapew

0 WMaolOdme (Alexandr Smirnov)
MaolCue (Anekcanap CMUPHOE]
MaiiOdue (Ha soex) &

Pucynok 138 - Ilanens xaneHgaps

Hiis oTrobpakeHus / CKPBITHS MIaHEeJIU KajleHJapsl 11eJIMKOM B KOMaHIHOM MeHIO BblbepuTe

Bupn > Kanengaps > Ilanens kanenmaps > Iloka3arh naHeb KajJleHaaps.

HJ’[H OTO6pa)KEHI/I$[ / CKPLITHA IIaHEeJIM C MdJIEHbKHM KdJlIeHIdpeM B KOMdHIHOM MEHIO

BbiOepuTe Bup > Kanenpaps > Ilanens kanengapsa > Kanenmapuk.

Jlist oToOpakeHust / CKPBITHSI TaHEJIHM CO CIKCKOM KajleHjaped B KOMaHIHOM MeHIO

BoibepuTe Bupg > Kanenmaps > Ilanens kanengaps > CucoK KajeHxapei.

HaBI/IFaI_[I/IH 10 MdJIEHBKOMY KdJIEH[dPIO IIPUBOIUT K IIepeMellleHHUI0 TeKyIlero c1301<yca Ha

OCHOBHOH IaHeJIu KaJIeHaapA.

@DyHKIIMOHAJI CIIMCKA KaJleH1apel N03BOJIsieT YIPaBIISITh BUAUMOCTBIO KaJleHapei.
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8.5 YnpasiieHue BUTUMOCTBHI0O KaJIeHIAPs

Y kaxjoro KajieHIapsa CylieCTByeT CBOMCTBO BUJIMMOCTH, KOTOpoe OTO6p8)K8€TC$I CIIpaBa

OoT UMeHHM KajieHjaps (cM. Pucynok 139).

v  Kanenpapb +
Moit KaneHaaps P

MolOduc (Alexandr Smirnov)
MoiOduc (Anekcanap CmupHos)
MoiOdgwe (Ha scex) ﬁ

Pucynoxk 139 - CpoiicTBa BUIMMOCTH KaJleHJapst

Eciu xaneHmapb CKpBIT, CHMBOJI CKPBITOTO KajeHaps [/ orobpakaeTcs OCTOsSHHO. Eciu
KaJIeH/Iaph BKIIFOYEH, CUMBOJI OTOOpaskeHus BO3HMKAET NP HaBeJIeHWH Kypcopa Ha CTPOKY C
HMeHEeM KaJleHaaps.

YTOOBI CKPBITH COOBITHS KaJIeH/1apsi, MOXKHO BBIOPATh OHO U3 CJIeIYIONTUX JIeMCTBUM:

- BbI6epI/ITe KaJIeHIdpb B CIIMCKe, HA’)KMHUTe IIPdBYIO KHOIIKY MBIIIHN, B KOHTEKCTHOM MEHIO

BeibepuTe CkpoiTh <UMS KAJTIEHJTAPS>;

— Y BUOUMOTO KaJIeHOdpAa HaXXMUTe Hd CUMBOJI , CHMBOIJI IIOMEeH/eTCs Ha , COOBITHSA

JAHHOTO KajeHjaps He OyayT 0ToOpaXkaThbCsl.

Yto6bI MOKa3aTh COOBITHS KaJleHAAPsl, MOXXHO BbIOPATh OJTHO M3 CIIEAYIONMX JeHCTBUIMA:

— BbIOepuTe KajleH/lapb B CIIMCKe, HAXKMUTe IIPaBYI0 KHOIIKY MBIIIY, B KOHTEKCTHOM MEHIO
BoiOepute Ilokazare <MUMS KAJIEHIAPSA> wiu Ilokasare Toiabko <M
KAJIEHIAPS>;

—Yy HeBUIUMOIO KaJleHJaps HaXXMWTe Ha CHMBOJI , CUMBOJI IIOMeHsleTCsl Ha ,

COOBITHSI HAdHHOTI'O KaJIeHIdpsa CTAHYT BUJUMBIMU.

YTo6bI MOKa3aTh BCe KajleH1apH, BblOeprTe KajleHJaphb B CIIMCKe, HAKMUTe IIPABYI0 KHOIIKY

MBIIIIHY, B KOHTEKCTHOM MEHIO BbI6epI/IT€ IToxa3zaTh Bce KaJIeHaapH.
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8.6 Ynanenue xanenmaps

Jiist ynanenus kajeHaapst HEOOXOJIMMO BBIIIOJTHUTD OJTHO M3 CIIeAYIOIIUX JeHCTBUM:

—B JIeBOM YaCTH IaHeNM KajleH/Japs BbIOpaTh KajeHaapb i ypaaneHus. Hakatvem
IIPABOY KHOIIKY MBIIIY BbI3BaTh KOHTEKCTHOE MeHI0, Jajiee BbIOpaTh MyHKT O THHCATHCA
OT KaJIeHJlaps;

—BbI6paTb IIYHKT KOMJdHJOHOI'O MeHIO CoObITHA H 3ajauu > OTnucarbcs 0T

Bmﬁpa}moro KaJIeHIapA;

—HAa TAHeJId WHCTPYMEHTOB HaXXaTh KHOIKY Bbi3oBa MeHi0 — (meHw MoiOduc
IToura), B mosiBuBIIEMCS MeHIO BbIOpaTh CoObITHS M 3amayu > OTnucarbesi OT

BBIOPAHHOr0 KaJIeHaps.

Ha okpane mosBurcs coobmeHve Bbl XoTumTe oTHHCAaTbCA OT KajleHAaps
«MoitOpuc<UMA KAJIEHJIAPA>» ? HeobxomumMo NOATBEPAWTb WM OTMEHUThb YJajeHUe

KaJieHaap4.

8.7 Criucox coobITHI

,HJ'[H OTKPbBITHA IMaHeJIkd, COAepXXallnuX CIIMCOK CO6bITHﬁ, BBITIOJIHHUTE I10CJIeJ0BATeJIbHOCTDb

IeCTBUM:

1. OtkpoiiTe naHesb KajgeHaaps.

2. BbI6epI/ITe KaJieHIdPb B CIIUCKe KaHEHHHPEﬁ, BKIIIOYMTe BUAMMOCTD KaJIeHdap4.

3. Bpibepurte nmyHKT KoMaHIHOTO MeHIO Co0bITHS U 3amxayu > HaiiTi co0bITHS.

Ha skpane oTkpoeTcst maHesb morcka coobituil (cM. Pucynok 140).

Bee cofbimra ' | cogepar

Hazeanme Havano OroHYaHue KaneHgape )

{npoBepka cTaTyca 15 mionA 2022 r. 11:00 15 ueoaA 2022 1. 14:00 MoiAOduc (Enexa Cmap

HanomuHaHnna 22 vironA 2022 1. 17:05 22 weonA 2022 1. 18:00 MoiiOgmc (Enena Cranp
~ Hauano

TYATHN 13 mionn 2022 1. 11:00 13 weoan 2022 1. 12:00 MoiiOgduc (Enexa Cranp

. " OKOH4aHWe
CobpaTb cEEASHUA O NOCAEAHNUX COBBITHAX 11 HoabBpa 2022 r. 17:30 11 HosbBpa 2022 r. 18:00 MolOgduc (Enera Cranp

O63op 15 mionA 2022 r. 12:00 15 wronA 2022 1. 13:00 MoitOduc (Enesa Cranp T

Mpoekt 1 5uiona 2022 r. 11:00 5 weona 2022 1. 12:00 MoiOgwc (Enexa Cranp Mecro

Botpeua 2 20 wionA 2022 r. 19:00 20 wionA 2022 1. 19:30 MoiHOgME (AnercaHap | EreTTS
~* HKaneHpape

BOCCTAHOBHTL NOPAACK CTONGLCE

Pucynok 140 - [TaHens movrcka coObITHI
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Jlist moucka coObITMM 3a 3aJlaHHBIA [epyuof] B BBINQJAIOIIEM CIIMCKe BblOepuTe
HWHTepeCyIolMiA TMepuoji COObITHH, B CIHMCKe OTOOpa3saTCs COOBITUS WMCXOJsl W3 CJIeJIyIoIIero
CITMCKa:

— Bce cobbrtHs.

— Co0ObITHS Ha CeromHs.

— CobbITHS Ha criiefyrolnme 7 qHen.
— CobbITHs Ha crefytoiye 14 nHei.
— CobbITHs Ha ciieiytoiui 31 JeHs.
— CoObITH4 Ha 3TOT MeCIl.

— Bce 6ynymue coObITHS.

— CobbITHst Ha BEIOpAHHBIM JIeHb.

— CobpITHA B TekyleM 0630pe.

Hcnone3yiiTe nosie BBoAA IIabiioHa "copep:kar’ i PUIbTPAIMM CIMCKA COOBITUM 110
TekcTy. HabepuTe Ha3BaHMe WHTepeCylollero CoObITHS, B CIIMCKe 0TOOpa3sITCst COObITHUS, Ha3BaHUS

KOTOPBIX COOTBETCTBYIOT IIa0JIOHY ITOUCKA.

Bribepute coObITHe B CIIMCKe W MPaBOM KHOIKOW MBIIIM BBI30BUTE KOHTEKCTHOE MEHIO.
ByayT mocTtynHsl cieyroliye 1eWCTBUs AJis BBIODAHHOTO COOBITUS:

— OTkpBITE.

— H3MeHUTD.

— Hanomuuanwue.

— Hogoe cobbrtre Ctrl+1/:¢Cmd+1.

— Hosag 3amaua Ctrl+D/$Cmd+D.

— Bripesats Ctrl+X/ssCmd+X.

— Komnwuposate Ctrl+C/%Cmd+C.

— Bcrauts Ctrl+V/%2Cmd+V.

— IIpeobpasoBath B (Coobdmenue, 3amauy).

— Ypanuts cobbiTie Del.

Cnucok cobObITHI COIEPXKUT KOJIOHKH, OTO6pa)K€HI/IEM KOTOPBIX MOXHO VYIIPpABJIATL C

-

55
IIOMOIIIbIO MEHIO BbI60pa KoJIoHOK. Haxkxmute Ha KHOIIKY X B BbIIIdJ4OIIeM CIIMCKe OTMeTbTe

KOJIOHKH, HeOOXOAUMBIe JIJIS OTO6pa)KEHI/I$I, HNCXO0[4 13 cjiegyromero Climcka:

— Ha3sBanue.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024 185



MonOdounc

— Hauarno.

— OkoHuaHUe.
— Kareropus.

— Mecro.

— CocrosHue.

— Kanengaps.

Bblﬁepl/lTe BoccranoBuTh mopAaAaoK CTOJIGIIOB IJid Tlepexold B OpUriHdJIbHOe COCTOsSITHUEe

110 YMOJTYaHHUIO.

8.8 Co3manue coOBITHS

OnHMM K3 cI0cOO0B CO3[@HUSl HOBOI'O COOBITHS SIBJISIETCSI UCIIOJIb30BaHUe IpadryecKoro
uHTepbeiica KaneHnaps. /[lins  co3maHMs  HOBOTO — COOBITHSL  BBIIOJHWUTE — CJIeAYIOLIYIO

I0CJIeI0BaTeIbHOCTh JeMCTBUM:

1. Otkpo¥Te KaJeHAapb, BEIOpaB koMaHHOe MeHI0 Co0bITHA U 3amaun > Kanenmaps.

2. BpibepuTte HyXXHYIO JJaTy U BpeMsl Hauajla COOBITHS, KJIMKHWTE JIeBOM KJIaBUIIIeW MBIIIN
B BbIODAaHHYIO TOUKY.

3. He oTmyckas j1eBOM KJIaBUILIM MBI, IOTSHUTEe KypCOp BHM3 JI0 IIpeIlojiaraeMoro
BpeMeHU OKOHuYaHHs coObITus. [lo Mepe mepemellleHMs] MBI Ha 3KpaHe OyneT
0TOOpaXkaTbCsi 00IACTb COOBITHS, a TaKXXe OTMEeTKHW Hadalla ¥ OKOHYaHUSI BBIOpAHHOIO
Iepuoja.

4. OTnycTuTe JIeBYIO KJIABUIIy MBIIIM B TOYKEe IIPe0jlaraeMoro BpeMeHH OKOHYaHUs
cobbiTusi. B KkanmeHJape MOSIBUTCS COOBITHE C aAKTUBHBIM II0JIeM peJaKTUPOBAHUSL.

Beenute umst cobbitis u Haxkmute ENTER (cM. Pucynok 141).

Jlasiee oTpeAaKTUPYyITe MapaMeTpPbl HOBOTO COOBITHSI.
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14:00
hosoe cobbIT
15:00
16:00
17:00 17:00
18:00

Pucynok 141 - Co3maHue coObITHS C UCITOJIb30BaHWEM rpadudeckoro uHTepdeiica

ITomumo 9TOr'o, CyleCTBYyeT ellle HeCKOJIbKO crocoboB CO30dHHA HOBOT'O COOBITHS:

- BbI6epI/ITe IMIYHKT KOMdHIHOT'O MeHIO CoObITHS 1 3ajjayu > Hosoe COﬁbITI/IE;

— Hd I[IdHeJIM WHCTPYMEHTOB HAXXMHTe KHOIIKY BbI30OBd MEHIO = (MEHIO MOfIO(l)PIC

ITouTa), B nosiBuBIIeMcs MeHI0 BeiOepuTe Co3maTh > Co0ObITHE;

Il
— Ha IIaHeJI MHCTPYMEHTOB HaXkMuTe KHornky (54 Hosoe cobbithe

— BbIbepuTe MYyHKT koMaHaHOTO MeHI0O CoObrTHs u 3amaum > Kanengaps. 3atem B
OTKPBIBILIEMCSI KajleHJjape BbIOEpUTe JileHb, BbI30BUTE KOHTEKCTHOe MeHIO U BbibepuTe

koMaHly HoBoe cobbITHE;

—BbI6epI/ITe IIYHKT KOMdHJHOI'O MeHIO CoObITHS U 3agauu > KaJIEHHapb. 3aTeM B

OTKPBIBILIEMCSI KaJleHJape BblOepUTe JeHb W TPOM3BeJIUTe JIBOMHOM KJIMK MBIIIIH,
CO0371aCTCsl HOBOe COObITHe, B KOTOPOM JlaTa yXKe OyIeT yCTaHOBJIeHA B COOTBETCTBHU C

BbIOpAHHOM MO3UITMEN B KaJieHAape, a KaJeHAapb OyJeT COOTBeTCTBOBATh BLIOpAHHOMY;

o
— Ha)XMUTe KHOIIKY g Hosoe cobbimte 3 mapen CoGBITHS H 3aJa4yu B IPaBOM YacTU
KaJjieHjaps;
— gaxxmure couetanue kiasul Ctrl+I/#€Cmd+I;

— JId CO3OdaHUs CcOOBITHSI Ha OCHOBe COO6H_IEHI/IH BbI6epI/ITe COO6H.I€HI/Ie B CIIMCKe,

OTKPOMHTe KOHTeKCTHOe MeHIo, BeloepuTe IIpeodpasoBats B > CoObITHE.
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Ha oskpanHe oroOpasuTcsi [uanorosas IIaHejb CO3[aHUs/pefaKTUPOBaHUs COOBITHS

(cm. Pucynok 142).

Hoeoe cobemie:

Coberrme [lpaeca Buna Hactpodicn

s CoxparnTs v 3akprTe mnpumacum yuactmnkoe @ Mpreatnocs ™ [il| Mepnepenurs [ﬁ]l‘-ﬂqannn
KaneHgape: @ MoiiOdwc (ETopof kanexgape]
Hazzanue: [llr_l 12 (oBAzaTensno)
Pdecra:
Beco gern
Hasano: 31.08.2022 ¥ 1500 e
Komewy 31.08.2022 b 16:00 b ‘_,u
Desrop: He nostopare b
Hanomgnanme:  He nanomsnars b

Onucanme:  Bromesuws:  Fuscrruew

Bpenn ke Jarar

YEEAOMHTE YUICTHHKOE Moy JaTs YEELEMAEHNA OT yuaCTHHIZE 3anpeTHTE BCTPEYHBIE MPELNOHEHHA

Pucynok 142 - [luanorosas 1aHesb CO3IaHUSI COOBITUS

HpI/I CO3JdHHMKM HOBOI'O COOBITHS B IIOJIE KaJIEHI[apL [0 YMOJ/IYdHHUIO TIIOJCTaBJIAETCH

KaJleHlapb, KOTOPBIN BbIOPAH Kak OCHOBHOU B BeO-kimeHTe «MorOduc [Touray.
Ha nanenu nuanora BeibeprTe HACTPOMKU COOBITHUSL:
— KaJieHJapb, B KOTOPbIN OyeT moMelleHO HOBOe COOBITHE;
— Ha3BaHUe COOBLITU;
— MeCTO COOBITHS;
— TIpeJirojiaraeMble HaYajlo ¥ KOHeI| COOBITHS;
— YacToTa [TOBTOPEeHUsI COOBITHS;
— pexkuM HallOMHUHAHUH O COOBITHY;

— HACTPOWKHU YBeJIOMJIEHUH U BCTPEYHBIX IIpeJIO’KeHUH.
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8.8.1 HauaJsio 1 KoHeny COOBITHS

[Tpu HEOOXOAMMOCTH MOXKHO CBsI3aTh 3HaueHus nosieli Haugaso v Konen fyis Toro, 4to0sl
IIpY M3MEeHEeHWM JIaThbl 3aBepIlleHus] COOBITHS BpeMsl Hadajla CABUTaJIOCh C YYETOM IUIMTeJIbHOCTH

COOBITHS.

HJ’[H TOTO, YTOOBI CBSI3aTh JaHHBbIe I10JId, Ha’KMHUTe Ha CHUMBOII, 0603HaanOH_[I/1ﬁ CB4A3bIBdHHE

nosiert Haugaso u Konerny (cMm. PucyHok 143).

Hauano: 13.07.2022 b 11:00 W _|I'I
(W]
KoHew: 13.07.2022 b 12:00 b

Pucynok 143 - HecBsizanubie oyt Hauano v Konerx

Ecmu cBs3p BKIIIOYEHA, TO IIPU M3MEeHEHWM 3HAUYeHWsl OJHOrO0 U3 T1oJjed Oyger
aBTOMAaTUYeCKU CKOPPEeKTHUPOBAaHO 3HaueHue BTOporo (cMm. PucyHok 144).
=
Hayano: 13.07.2022 W 17:00 A
B
KoHew; 13.07.2022 W 12:00 ¥ |
Pucynok 144 - Cszansble nosis Hauano 1 Konen

B xomannHoMm MmeHio BeiOepute Hacrtpoiiku > YacoBoi mosic. [Ins noneii Hagamo u

Kownen 6yyT 0ToOpakeHbl 3HaUeHHsT YaCOBBIX MOSICOB (CM. PucyHok 145).

Hauano: 13.07.2022 b 11:00 b Eepona/Mockea

-
i
(]

Konew; 13.07.2022 W 12:00 v | o Espona/Mockea

Pucynok 145 - OtobpaskeHue 4acoBOro mosica
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HaxxmMuTe Ha MeTKy 4YacoBOro Iosica, Ha S5KpaHe BO3HUKHET BCIUIbIBAIOIEe MeHIo,
cojiep>kailiee CIIMCOK HeIaBHO BbIOPAHHBIX YaCOBbIX MOsICOB. Bribepute JlomosHuUTeILHbIE
YacoBbIe MosACca /s BO3MOXXHOCTH BhIOpATh JIPyTroi 9acoBod nosc (cM. PucyHok 146).

YEAMHTE YaCoRoA NoAc e

08.11.2022 e 13:22 w

Espona/Mocksa b

QOTmeHa

Pucynok 146 - Beibop yacoBoro nosica

8.8.2 YacroTa noBTOpeHHs COOBITHS

B paznene IToBTOp BHIOEpUTE U3 CIIMICKA HEOOXOIUMOE 3HAUeHHe UCXO/Isl U3 BAPUAHTOB!

— He IIOBTOPSTH;
— eXXeJIHeBHO;

— eXXeHeJleJIbHO;

— KaXJIplii Oy/THUI JIeHb;
— KaXXaple 2 Heeu;

— eXXeMeCsI4YHO;

— eXXerojHo.
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Jlsist 6onee neTanbHOM HACTPOMKU B 3TOM ke MeHIO BbiOepuTe HacTpouThb, Ha 3KpaHe

0TOOPA3UTCS TUAJIOTOBasl MaHeJIb HACTPOHKHY IepPUOIMIHOCTH COOBITHS (cM. PucyHok 147).

AamenuTe J'IDE-TUPE'HP‘IH *
384aTb NEPHOSHUHOCTE
MoBTOpRTE  EmegHEEHO W

o Kaxaui 3% pewHs

KaxaelH 4eHe HEenn

¥poneHb NOBTOPEHMA

HeT kgHeuHoW AaThl

L
=]
i

0 MNoeTopaTe TONEKD [

Moetopate go 0817 202 ~

MpeaeapuTensHLINA NpocMaTp

Horbpe 2022 Aexabpe 2022 AHBape 2023
M Br Cp M7 Mt €6 Bc Mu Br Cp 47 M1 €6 Bc M1 Br Cp Y47 Nt C6 Be
1 2 3 4 5 B 1 2 3 4 1
OB 9 10 11 12 13 E 6 7 o8 9 10 11 2 3 4 5 & 7 B
14 15 16 17 13 19 20 12 12 14 15 16 17 13 9 10 11 12 13 14 1%
21 22 23 24 25 26 27 19 20 021 22 23 24 25 16 17 18 19 20 21 22
286 29 30 26 27 28 29 0 3N 23 24 25 26 27 25 29

a0 AN

Pucynok 147 - Hactpolika 9acTOTHI ITOBTOPEHUST COOBITHS

SBHHﬁTe IMepuoOaAUIHOCTb BO3HHMKHOBEHUA coberTmss. B 3aBuUCHMMOCTH OT BbI6paHHOl"O

BapuaHTa OyzeT oToOpakeHa AOTOIHUTe/IbHAs [TaHeJIb HACTPOMKH.

IIpu BbiGOpe IlOBTOPATH ekegJHEBHO HAa OSKpaHe MOSIBISIIOTCS —JIOTIOJIHUTEeJIbHbIe
yIPaBJISIONIMe 3JeMeHTbl, O3BOJISIONMe BbIOpaTh MEepUOJWYHOCTb AHeM (KaXkAbl 3aJaHHBINA

IieHb), MO0 KaXXIbli AeHb Heslelu (cM. PucyHok 148).

JapaTe NEPUOgHUHOCTE

MosTopRTs | exeaHesHO 4

O Kaxawii 318 aens

Faxabii geHes HeA8 K

Pucynok 148 - Hacrtpotika exkelHeBHOT'O TIOBTOPeHUSI
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[Ipu BeiOOpe IlOBTOPATH exxeHemeIbHO HA OSKpaHe IOSBISIIOTCS JIOMOJIHUTEJIbHbIE
YIPaBJISIONIMe 3JIeMeHThl, [103BOJISIONIMe BbIOpaTh MepUOAWYHOCTb Hellellb (KaXKIylo 3aJlaHHYIO

HeJIeNI0), a TaKXKe JTHU HeJleJv, B KOTOphIe JJOJDKHO BO3HUKATL COObITHE (CM. PucyHok 149).

3aparte NepHOgUUHOCTE

MoeBTopATy | emeHegEABHO »

Kamayio 1% Heaeaw
B (MM Cp | Yt Mr | C6 | Be

Pucynok 149 - Hactpotika exkeHe1eJIbHOTO TTIOBTOPEHUSI

IIpu BbIGOpe IlOBTOPATH ekeMeCSIYHO HAa OJKpaHe MOSIBIISIOTCS JIOTIOJIHUTeJIbHbIe
YIPAaBJISIONINE 3JIeMeHThI, IT03BOJISIOIIYe BbIOpaTh IepUOJUYHOCTb MecsleB (KaKIpld 3aaHHBbIA

MecsI), a TakKe JMOO KaXKIblii KOHKPEeTHBIA [IeHb HeJlelH, MO0 KOHKpeTHble HU Mecslla, B
KOTOpbIe JOJIXKHO BO3HUKATh cobbITHe (cM. PucyHnok 150).
3apaTh NEpUOAWUHOLTE
MoBsTopate  exesecsyHo
Kaabii 1% meeay

b BTOpHWE b

K 5 B 7

1 [ 2 | 3
EBER v | 0 1z [ 13| 4

0O Bencayiowme gon | 15 | 16 18 | 19 | 20 | 21
22 23 24 25 26 27 28
29 | 30 | N MocnegHua oeHes

Pucynok 150 - HacTtporika exxeMeCcsiY4HOTO TOBTOPEeHUsI

Ilpu BoibOpe IIOBTOPATH eKerogHO HA OSKpaHe IMOSBJISIFOTCS  JIOTIOJIHUTEeJIbHbIe

YIIPaBJISIIONIME JIEMEeHThI, TTO3BOJISFOIIFE BEIOpATh IEPUOIMYHOCTB JIeT (KaKIbIi 3aJJaHHbIN T'0/), a

Tak)ke JIMOO KaXKIblii KOHKPETHBIM JIeHb HeJlejid, JUOO0 KOHKpeTHble THH Mecsia, B KOTOpbIe

JOJDKHO BO3HUKATh cobbiThe (cM. Pucynok 151).

3apaTh NEPHOAWYHOLTD
INOETOPATE  EXErOgHO b
Kamn i 1% roa
KasabiiA = w
0  wropoi ~ BropHuk v
Hoabpe

Pucynok 151 - HacTpotika exxerogHoro rnoBTOpeHust
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[Tpn nmr060M KM3MeHeHMM IIapaMeTpPOB IepUOJMYHOCTH Ha maHenu IIpegBapuTenbHBIN

npocMoTp OyyT BbljleJieHbl THU, B KOTOPbIe JaHHOe COObITHe Oy/ieT IOBTOPEHO.

8.8.3 IlpuryameHue y4aCTHUKOB COOBITHS

Jlyiss Toro 4TOOBI NPUIVIACUTH YYaCTHUKOB COOBITHS, Ha naHenu "H3menenue coObrtus”

BBIIIOJIHUTE OJHO U3 CJIeYIOIIUX JeUCTBUU:

— Ha’KMHTE KHOIIKY Eﬂpmmacmb}ruacmmms ;
— Ha IIaHeJIM CO CITMCKOM Y4YaCTHHUKOB COOBITHS BbI30BHUTE KOHTEKCTHOE MeHIO U BbI6€pI/IT€
Hpnrnachb Y4aCTHHKOB;

— BbIbepuTe 1yHKT MeHi0 HacTpoiiku > Ilpuriacuth y4aCTHUKOB.

Ha OKpdHe TIOSABUTCS OWAJIOrOBO€ OKHO pelJaKTUPOBAHUSA CIIMCKd Y4YdCTHUKOB COOBITHS

(cm. Pucynok 152).

MpHraacHTs yaacTHRKGE

Hazsanmne Berpeua
Jlata 10.,02.2023 w | 15:00 v — 10u02.2023 ~ 1600 W
Bech AeHb

R 10.02.2023
BWMTh yUACTHHKDE 12:00 13:00 14:00 15:00 16:00 17:00 18:00 19:00 20000 200 230

Alexandr Smernoy
room .4

Elena Smimova X

Yo = Jo

QK CTmens

Pucynok 152 - JTuanoroBoe oKHO peJaKTUPOBaHUs yYaCTHUKOB COOBITHS

Il mpurianieHusl y4acTHMKA COOBITWSI HauHWTe HabupaTb ero WMs B IIOJie BBOJA, B
MOSIBUBIIIEMCSI CIIMCKe BblOepuTe HY)KHBIM KOHTakT, HakmuTe Enter, ydyacTHMK [106aBUTCS B
criucok. Ha BpemMeHHOU auarpamMme OynyT oToOpajkeHbI MepHOfbl 3aHSITOCTA BCEX YYaCTHUKOB
coObITHS, a TakXxe 0OJIACTD /ISl 3aIJIAHUPOBAHHOIO TeKylero coowltus. B cilydae, eciii oguH u3
YYaCTHHKOB 3aHST, IBUTalTe PaMKy COOBITHSI KypCOPOM MBIIIH, MO0 IIOMeHsIiTe BpeMsl Hadaia U
OKOHYaHMS B COOTBETCTBYHOIIMX TOJX BBojAA. Il0 OKOHYaHMM peJaKTUPOBAaHUS CIIMCKa

y4acTHUKOB HakmuTe KHONIKY OK.

HJ’[H yAaJiIeHuqa y4dCTHHUKA COOBITHS HAXKMUTE KHOIIKY X
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CyiiectByeT  BO3MOXHOCTb  IIPUCBaMBaTh  pOJIM  NPUIVIALIIEHHbIM  y4YaCTHUKAM
(ob6s13aTenibHBIM, HeoOsi3aTesbHBIN). JlJ1sI CMeHBI POJIM Ha)XXMHUTe HAa HMKOHKY II0JIb30BaTesis, Ha
JKpaHe BO3HUKHET BCIUIbIBAIOIllee MeHI0 C BbiOOpoM pomu O0si3aTeNbHBIH YYaCTHHK /

Heobsi3aTenbHbIi yuacTHHK. [locie BbiOOpa poiiu HeoOsi3aTesbHBIM YYaCTHUK COOBITHSL OyneT

0603HAYEH CHMBOJIOM ~o (cm. Pucynok 153).

14:00 15:00 16:00 17.00 18:00 19:00 20:00 21:00 22

,90 Anexcanap CrnpHos

,.gﬂ Enena Craspuoea x

OfazaTensHLIR YHacTHWE

HeobazaTensHsIA yHacTHHK

Pucynok 153 - Obsi3aTenbHbil / Heobs3aTeIbHbIA yYaCTHUK COOBITUS

CHucoK y4YacTHHKOB OOHOBUTCSI B JMajiore peJIaKTUPOBaHMSI COOBITHMS Ha 3aKjajike
YuactHuknu. (cm. Pucynok 154). KoHTekcTHOe MeHIO [JaHHOM MaHeNW I103BOJISIeT TIOMEHSIThb

COCTaB YYdaCTHHKOB, d TaK’Xe CO34aTb OJIsI HUX COO6III€HI/I${.

COnucanwe:  Bnosenwa (3 YuacTHukw (3):

Opranunzatop: ,90 Alexandr Smirnov <a.smirnov@blue.myoffice-app.ru=

‘] TIITI CEETIL LTI [NpurnacuTe y4acTHUKOE. .

YOaNWTE BCEX YHACTHUKOE

Elena Smirnova <e.smirnova@blue.r .
¥A3NWTE y4acTHUKA

o
~
,QG Alexandr Smirnov <a.smirnov@blue L0353k COOBLUEHNE ANA BCEX YHICTHUKOE. .,

Co38aTe co0BLUEHWE ANA HECNPEAENWBLLIMK CA YHACTHUKOE...

Alexandr Smirnov <a.smirnov@blue.myoffice-app.ru>

yﬁEADMMTb YHICTHHUEDE HDJ’I}'HETb YEELOMAEHNA OT YHACTHUKOE 3EEFIETHTI: BCTREYHBIE NPEANCOHEHNA

Bpemna kak:  3anat

Pucynox 154 - [laHenb O CIIUCKOM Y4aCTHHUKOB COOBITHS

CnrcoK y4aCTHHUKOB CODOBITHS TakXKe OyJieT 0TOOpaXkaTbCsl B IIaHEIM 0TOOpakeHHs CBOVCTB
coobrtusi (cMm. Pucynok 155). Ha mepBo¥ mo3umuu crivcka HaXOJWTCS TeperoBOpHas KOMHATa,

oTae/IeHHas OT CIIMCKA OCTAJIbHBIX Y4dCTHHUKOB BCTPEYH.
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Mposepka recros

OcHoBHbIE
Hazparne: Mpoeepra Tecros
Kanengepe: MoiQdmc (Anexcangp Crnpros)
Jara masana: 10 despana 2023 r. 20:00
Hara oxonuanua: 10 despans 2023 r. 21:00

Oprasuzatep: fgb Alexandr Smirmov <asmirnov@blue.myoffice-app.ru=
EnookeHna: 1.png
YuactHmew

‘I room <room @blue.myoffice-app.ru

O Elena Smimnmova <e.smirnova @blue.myoffice-app.ru>
Eﬂ Alexandr Smirnov <a.smirnov@blue myoffice-apprus

Pucynok 155 - JluanoroBoe oKHO peJaKTUPOBaHHWs yYaCTHUKOB COOBITHS

8.8.4 Hacrpoiika mpuBaTHOCTH COOBITHSA

JI71si HaCTPOMKM TPUBATHOCTA COOBITHSI BBINOJHUTE OJIHO W3 CJIEJIYIOUIMX JeMCTBUN Ha
HaHeJIu peJJaKTUPOBAHUSI COOBITUSL:

— BelOepuTe yHKT MeHI0 Hactpoiiku > IIpuBaTHOCTB;

— HA>XMHTe KHOIIKY ﬁ MpueatHocTs ¥

B nosgBuBmeMcs crimcke BbI6epI/ITe THUII IIPUBATHOCTH, UCXOOA U3 CJIeAYIOINUX BaPUAHTOB:

— [Iy6nuuHoe cobbiTHe.
— IlokasbIBaTh TOJIBKO JJATy U BPeMsl.

— JIngHoe cobbITHE.

8.8.5 JTobaBieHue BIOKeHHI B COOLITHE

Cy1iecTByeT BO3BMOXXHOCTb JI00aBJIeHUs BIOXKEHUN B COObITHE. THUIIbI BIOXKEeHUI:

— daii;

— CChUIKA Ha Beb-CTpaHuIly.
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HJ’IH BJIOXKEeHH 1 cbafmos B COOBITHE HaXXMHUTe KHOIIKY @J MNpwkpenuTe g  aHeIU

peakTUpoBaHusl COObITHS. B OTKpBIBILIEMCSl CUCTEMHOM JAuajiore BbibepuTe aiin, mociie Bbibopa

oH OyzeT oToOpaXkeH B naHesid Bioxenus.
st Toro, 4yTOoOBI NMPUKPENUTh BeO-CTpaHUIy K COOOIEHHI0, MOXXHO BbIOpDAaThb OAWH U3
CJIeYIOIIMUX CIIOCOOO0B:

— BeIOpaTh MyHKT MeHI0 HacTpoiiku > Ilpukpenuts > Beb-cTpanuny;

— Ha [TIaHeJIX BJIOKeHUH OTKPBITb KOHTEKCTHOe MEeHIO, 3aTeM BbIﬁpaTb ITYHKT HpI/IerHI/ITB

Be0-cTpaHuIy.

B otkpsiBIIEMcs 1HUaiore He0OXOAUMO BBECTU aJipec BebO-CTpaHUIlbl, OH OyAeT oToOpaXkeH

B na"esi Biioakenus (cMm. PrucyHok 156).

Onucanne:  Bnoskenna (3 YuactHukw (1):

1.html
hmtoggle_arrow.gif

mycffice.ru

Pucynok 156 - Ilanesnb BioXkeHHM COOLITHI B peJlaKTOpe COOBITHS

Ilo HakaTHiO HpaBOﬁ KHOIIKKW MBI HAd HWMEHW BJIOXKeHHS Ha 3SKpdHe BO3HUKAET

KOHTEKCTHOe MEeHIO, CoiepXalllee CiieayroIiane 3JIeMeHThI:

— OTKpHITH - daisl OyIeT OTKPLIT B COOTBETCTBYIOIIEM IPWJIOXKeHHH, CChUIKa Ha Beb-
CTpaHUIy OTKPOETCSI B CUCTEMHOM Opaysepe, TO ke caMoe JeCTBHe IIPOU30HAeT IIPU

JIBOMHOM KJIMKe Ha BJIOJKeHHe.
— CoxpaHHUTB - OYJIeT OTKPHIT CUCTEMHBIM TMAJIOT COXPaHEHHs BIIOKEHHUSI Ha JIMCKe.
— KonmpoBats cchUIKY - B 6ydep oOMeHa OyJieT CKOIMpPOBaHA CChIJTKA Ha BIIOXKEHUe.
— YamuTs - BloXXeHue OyJieT yJajgeHo U3 COObITHSI.

— YmamuTe Bcé - Bce BIOXKeHUSs OyIeT yaajaeHbl U3 COOBITHS.
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Ha nanenmu mnpocMoTpa COOBITMSI Takke  OTOOpakaeTcsi  CIKMCOK  BJIOXKeHUH
(cm. Pucynok 157). [lpu kivke Ha BIOXKeHHe B 3aBUCMMOCTH OT ero THIIa OTKpoeTcs Jnbo daiti,

b0 CChIJTKa B CUCTEMHOM Opay3epe.

Mposepks rectos *,

OcHoBHBIE
Hazmamue: [poeepka Tectos
Kanengepe: MoiOdme (Anexcanap CrnpHos)
MNata wawana: 10 peepana 2023 r. 20:00
Hata okonuanus: 10 deepana 2023 r. 21:00
Mecta: SPB

Oprasuzatop: ED Alexandr Smirnov <asmimov@bluemyoffice-appru=

HanorwHanue: 15 sUHYT NEpes Havanom cobbitna

sroxcne

myoffice.ru
mBas:cExan‘pIELdscx

Yuacmnmim

‘] room1 <room1@blue.myoffice-app.rus

Pucynoxk 157 - Ilanesnb BoXxeHUH COOBITHH B TIaHEJH MTPEAIIPOCMOTPA COOBITHS

8.8.6 lobaBienue koHpepeHIIUN

Cy1iecTByeT BO3MOXHOCTD JI00aB/IeHuUs: KOHbepeHIUU B coObITHe. [Ijis 3Toro Heo6xoIMMo
HaxxaTh J{00aBUTH KOH(epeHIHI0 U B BbINIA/Ial0IIeM MeHIO BbIOpaTh CEPBUC [IISl ee MPOBeJIeHusl.

Cnmcok CTOpOHHHX CepBUCOB 3aBUCHUT OT UHTerparuii co cropoHHUMU BKC.

[Tocrne BrIOOpa cepBuca mosiBUTCS cTpoka «Koudepenmus <Uma> pobaBnena». Cchbika

IUTs TIPUCOeIMHeHUsT K KoHbepeHIMHU OyIeT aBToMaThueCcKu Jo0aBiieHa IPY CO3/ITaHUU COOBITHSI.

CcpiikoM Ha KOH(l)E‘pEHI_[I/IIO MOKHO YIPaBJIATb. HJ'IFI KOIIMPOBAHHKA CCBUIKH HeO6XO,I[I/IMO

HancaTbEb (KommupoBars). [1jis yiaieHus: CChUIKU HaXKaTh m (Y namuts).

8.8.7 Ynaneuue co0bITHA

s ynaneHust coObITHS HaXXMHUTe KHOIIKY W Yaanure Ha IIAHeJU peJaKTHPOBAHUS

coObITHS MO0 BbIOeprTe MyHKT MeHI0 CoObITHE->Y JaTUTh.
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8.8.8 IIpuopureT co0bITHS

Jlyist Toro, 4ToObl HACTPOWUTH NPUOPUTET COOBLITHS, Ha TAHEeJW PeIaKTUPOBAHUsSI COOBITHS
BbiOepuTe MyHKT MeHI0 Hacrtpoiiku > Ilpuopurer. B oTKpBIBIIEMCS CITMCKe BbIOEPUTE OJUH U3
BapUAHTOB IPUOPUTETA:

— Huzkwii.
— OOBIUHBIN.

— Bricokuii.

8.8.9 Cocrosinme coObITHS

Iy TOro, 4ToOBI HACTPOMTHL COCTOSIHWE COOBITHS, HA IaHeNM pellaKTUPOBAHUSI COOBITUS
BbibepuTe nyHKT MeHI0 Hacrtpoiiku > CoctossHue. B oTKpbIBIIIeMcsl CIIMCKe BblOepUTe OAWH M3
BapUaHTOB COCTOSHUIM:

— He ykaszaHo.
— BoamoxHo.
— [lonTBepxieHo.

— Ot™MeHeHo.

8.8.10 CoxpaneHue co0bITHS

JlJist coxpaHeHWss HOBOTO COOBITHSI Ha TAaHeJIM PeJlaKTUPOBAHUSI COOBITHS BBIOEPUTE ITyHKT
MeHio CooObiTHe > CoxpaHuTbh. [ljis coxpaHeHUs] COOBITHSI U 3aKpBITHs JWAjiora HEoOXOOuMo
BbiOpaTh TYHKT MeHI0O CoobiTHe > CoOXpaHUTH M 3aKPBITh, MO0 HAXKMUTE KHOIKY

E%CGXPEIHHTE W 3aKPLITE

B citydae, eciiv mporcxouT pelakTHPOBaHKe paHee CYIeCTBOBABIIEr0 COOBITHS, AJISl TOTO,
YTOOBI COXPAHUTb U OTIIPABUTh HM3MeHeHHs, BbiOepuTe MyHKT MeHI0 CobbiTHe > COXpaHHUTH H

OTIIPABUTSL. ,HJ'IH COXpdHEHHA COOBITHS U 3dKPbITHA TXAJIOT'd BbIGepI/ITe ITYHKT MEHIO CoOpITHE >

OTnpaBUTH U 3aKPHITh, TM00 HAXKMUTE KHOIIKY 4 Otnpasute 1 3aKkpeITs
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[Tocye ycnenmHoro o6HoBIeHUsI COOBITHUS OHO OyzieT oToOpaXkeHO B KajleHJape B IIO3UIUH,
COOTBETCTBYIOIIeH AaTe U BpeMeHU cobbitus (cM. PucyHnok 158). Ilpy HaBegeHun Kypcopa MBI

Ha coObITHe Ha OKpaHe BO3HHUKAaeT IIaHeJIb C KPATKHUM OITHCaHHUEM COOBITHS.

MoHegensHUK BropHWK Cpega Yereepr NatHuya CyGGora BocxpeceHse
31 OxTAGpE 1 Hoafips 2 3 4 5 [3
B:15 Bea_HazpaHMa o
11:00 NpaskT 1
1 11:00 Mpoekt 1 v
11:30 MNpoekt 1 Ecoﬁpara CHEARHH... o & CoBpaTe CBEABHHA D ... I'N- 18:10 Cobpare caeg,.. ]
11:30 Mpoekt 1 o P 18:10 CoBpate caes... |
14 15 i Cofpare O MOCABAHHY O 19 20
ara: 9 Hoabpa 2022 r. 18:10 - 11 Hoabpa 2022 r. 18:10
11:00 Mpoexr 1 " A P P
HazeaHwe kaneHgapa: MoliOduc (Enexa CvapHoea)
L OpranMzatop: AnexcaHap CvupHos <alexandrsmirmov@techwrmyoffice.ru=
=
>3

23 24 25 26 27

11:00 Mpoext 1
11:00 Mpoekr 1 o

Pucynoxk 158 - Bupn cobbITHI B KasleH1ape

8.9 IIpocMoTp M N3MeHeHHe COOBITUS

[Ipu onucanuu mpocMoTpa / pefaKTUPOBaHUSI CYIIeCTBYIOIIEr0 COOBITHSI CTOMT BbIJIEJIUTD
JIBa CJIydasi - KOT/la TeKYIIHUH T0JIb30BaTellb SIBIISIETCSI CO3/1aTejieM COOBITHS, M KOT/Ia OH SIBJISIeTCS

I[MpUIJIallIeHHbIM JPYT'UM I10JIb30BdTeJIEM.

8.9.1 CoObITHE CO31aHO TEKYIIMM I0JIb30BaTejIeM

,HJ'[SI CO6bITHfI, CO3JaHHbIX TeKYIIMM II0JIb30BaTejieM, CYHECTBYeT BO3MOXHOCTbL KdK

MIPOCMOTPA, TaK ¥ U3MEeHeHHsl CO3JJaHHOT'0 UM COOBITHSI.

Il mpocMoTpa TapaMeTpoB COOBITHSI BHITIOJTHUTE OHO M3 CJIeIyIOINUX JIeMCTBUM:

e BbIOepUTe COOBITHE B KajleHape, Ha)KMUTE TMPaBYI0 KHOIKY MBIIIA U BBITIOJHATE ITYHKT
MeHI0 OTKpBITH;

® Ha)XMHTe Ha COOBITHE B KajieHdpe JBOMHBIM MIETYKOM MBIIIIY;

® B IIaHEeJIM IIOMCKA COOLITUMA HAXKMHUTE Ha COOBITHE JBOUHBIM IIIeJTYKOM MBIIIIH;

® B IIaHeJIM I10MCKa COOLITHI BbIOeprTe HY>KHOe COOBITHe, Ha)KMHUTe IIPaByl0 KHOIKY MBIIIN

U BBIIIOJIHUTE ITYHKT MEHIO OTKpI)ITb;

e Ha IaHeJd MEepONpUSITUN B npaBoﬁ YdCTHU KdJIeH[Japsg HAXMHUTe Hd COOBITHE JBOMHBIM

IIIeJTYKOM MBIIIIY;
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® Ha IaHeJIW MepOIpPUSTUN B ITPAaBOM YaCTU KajleHJapsl BbibepuTe coObITHE, 3aTeM HaXKMUTe

IIPaBYIO KHOIIKY MbIIIN U BBITIOJIHUTE ITYHKT MEeHIO OTKPI)ITI).

Ha skpane oTkpoeTcst Axaior MpocMoTpa apamMeTpoB coobITus (cM. PucyHok 159).

BcTpeva C 2akasdukomM =
OcHoBHBIE
Kanengzpe: [ O MoiQOdwuc (Anexcaqgp CunpHoE) v J

HazeaHue: yalya
Jdata navana: 12 weons 2023 r, 15:15

Mara oxonsawna: 12 weons 2023 r, 15:43

Opranmzatop: ,% Alexandr Smirnov <a.smirnov@ myoffice-app.ru=

YuacTHnkM

el
,Q‘ﬂ Alexandr Smirnov <asmirnov@myoffice-app.ru>

MzpieHuTe

Pucynok 159 - [1anenp n3MeHeHus napamMeTpoB COOBITUS

B mmamore IIPpOCMOTPa €eCTb BO3MOXHOCTb IIOMEHAITb KajieHddpb, TO eCTb IIepeMeCTHUTb

COOBbITHE M3 OJTHOTO KaJjieHJaps B ipyrou (cM. Pucynok 160).

BoTpeya C 2akasumukom =
DcHOBHBIE
Kanengape: | @ MoiQOdgme (Anekcangp CrnpHoB) w
HazeaHue: Mol kaneHaape

fata mavana: | o MoiEO@unc (Anexcanap CranpHoe)
Jata oxoH4aHns:

Opranwzatop: Eb Alexandr Smirnov <a.smirmov@ myoffice-app.ru =

YyacTHHMKM

el
Qﬂ Alexandr Smirnov <asmirnov@myoffice-app.ru>

Pucynok 160 - i3mMeHeHue kaneHaaps
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,HJ'[S[ pedaKTUPOBaHUA COOBITHS KaJieHIdPs BBITIOJIHUTEe OJHO U3 CJIeAYIOINUX IeUCTBUM:

° BbI6epI/ITe cobbITHE B KaJIeHldpe, Ha>XMHUTe IIPdBYIO KHOIIKY MbIIIW W BbIIIOJIHUTE ITYHKT

MeHI10 U3MeHHuTD;

Mpaeka
] BbI6epI/ITe COObBITHE B KaJleHAape, Ha IaHeJIM UHCTPYMEHTOB HaKMHTe KHOIIKY # Mp ;

® HAXXMUTe Ha COOBITHE B KaJieHJiape JOBOMHBIM IIEJYKOM MGbIIIH, B OTKPLIBIIEMCS OKHe

Ha’>XMHUTE KHOIIKY I/IBMBHI/ITB;

e B MIAaHEJIM IIOMCKA COOBLITUM HaKMHUTEe Ha COOBITHE JBOMHBIM IIIEJTYKOM MBIIIN, 3aTEM B

OTKPBIBIIEMCA OKHE Ha>XMHUTE KHOIIKY H3MeHUTD;

® B IIaHeJIM [10MCKa COOLITHI BbIOeprTe Hy>KHOe COOBbITHe, Ha)KMHUTe IIPaByl0 KHOIKY MBIIIN

U BBIIIOJIHUTE ITYHKT MEHIO I/IBMEHI/ITI);

® Ha IIaHeJIW MEepOIPHUSITHI B HpaBOfI YaCTH KaJleHIOaps BbI6epI/ITe CO6bITI/Ie, 3dTeM Ha>XMUTe
IIPpaByYI0 KHOIIKY MBIIIIN W BBIIIOJIHUTE ITYHKT MEHIO OTKpLITI), B OTKpbLIBIIEMCA OKHe

Ha’XMHUTe KHOIIKY N3MeHHUTD.

B Clly4ae, eCjik COOBITHE SBJIIeTCS IMOBTOPAIOIIUMCA, TO HA 3KpdHe IIpeiBapUTEJIbHO
BO3HHUKHET OWaJIoroBasd IIdHeJIb JIA IIOATBEPXIEeHWA PeddKTHPOBAHHA b0 3TOro KOHKPEeTHOI'o

MOBTOPA, JIMO0 BCex AaIbHEHIINX MTOBTOPOB cOObITHS (cM. PucyHok 161).

MzmeHnTe NOoBTOPAHILLIEECA cobbiTHE it

Mpoexr 1
NoETCpADLLEECA COBRITHE

@ MzmennTEe ToNBKS 3TOT NOBTOP

ﬁ] MzmeruTe Bce nosTopel ()

CTraeHa

Pucynoxk 161 - HacTtpotika moBTOpeHuUiA

ITocne Bb160pa HAHHOI'O IIOBTOpa HWJ/IM BCeX IIOBTOPOB HA OSKpdaHe OTKpPOeTCA OudJior
pelaKTUPOBAHUSA cobnitugd. Ero BHemHwui BUO U (1DYHKLII/IOHEIJ'H:HOCTI:> dHAJIOTUYHBI JUAJIOTY,
KOTOprﬁ HCIIOJIb3YyeTCd IPpHU CO3JaHHNN CO6I)ITI/I$[, IMO3TOMY BCe [eTa/Id aHaJIOTUYHbI OITMCAHHbIM B

riaBe Cosnanue cobwrtus (cM. PucyHok 162).
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Kamenenmne cobemam: Borpesa *

CoGerue [lpaska Bug Hacrpoiom

{ Cmpasume v sakpeTe Enpurﬂacnn ysacriucor ik Mpusathocts ¥ [ﬂJ MpuxkpenuTe ml‘-’.a.anhm

Kanexgape: MeoiAOduac (Anexcanap CraupHoe) b
Hazpanuwe: Berpeya
Idecra:
Bece gene
Hauano: 12.07.2023 ¥ | 1%15 " _'m
Komewn 12.07.2023 b 13:45 b '_lu
MNeerop: He noetopare b
Hanomunanne:  He HanommHaTs b

JoGapnTe kondepenuan

Omicanse:  Bacwenun: | YuseTrunem (2):

Oprasuzatop: 'Qo Alexandr Smirmoy <a.smirnovi@blue.myoffice-app.ru >

'Qu Alexandr Smirnoy <asmirmovi@blue.myoffice-app.ru=

,9,'” Elena Smirnova <esmirmnova@blue myoffice-app.ru>

YESAOMHTE Y4YACTHHKDE Moy yaTe YEELGMAEHMA OT YYICTHUKSE SanpeTHTE ECTPEYHEIE NPERNCHEHHA

Bpews ka:  Janar

Pucynok 162 - Jlnasnorosas naHesib peJaKTHPOBAHUS COOBITHS

B Clly4dae, eCJid IIdpaMeTpbl COOBITHS 6y,ueT OTJIMYATbCS OT 3HAYEHMU, COXpPaHEHHbIX Ha
cepBepe, IpU IIOIIbITKE M3MEHUTDH coObpITHe Ha SKpaH 6y11€T BbIBeJIeHO COO6III€HI/IE. HpI/IMI/ITe

HM3MeHEeHUs WIK OTKaKUTeCh oT HUX (cM. PucyHok 163).

Hazeanme: MMpoekt 1
Aara: 5 wwona 2022 r. 11:00 - 12:00
Hazeanwe kanengapa: MoliOduc (Enena CrnpHoea)
Opranwzatop: Anekcangp CvmupHoe <alexandrsmirnov@techwr.myoffice.rus>

3TOT MyHKT y#e Beln n3MEeHEH Ha cepeepe. OTNpaeEka BALLNK MIMEHEHWIA NEpEANWLLIET
M3MEHEHWA, YHE CAENAHHBIE HA CEPEEPE,

Bci pagHO 0OTNP3BNTE MO K3IMEHEHWA OTkazaTecA oT M3MEHEHWMA W OBHOBWTE

Pucynok 163 - IlogTepx/ieHrie 06HOBIEHUS COOBITHS
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8.9.2 CoOpITHE CO31aHO APYTHM IOJIb30BaTeJIeM

B citydae, eciiv cobeiTHe ObIIIO CO3[j@HO IPYTHM I10J1b30BaTesieM, a TeKyIIMK M0JIb30BaTellb
SBJISIETCSl TIPUIVIALIIeHHbIM Ha COObITWe, TO eMy [IOCTyIleH IPOCMOTP COOBITHS C YaCTUYHBIM

PenakKThupOBdHHEM. HpI/I 3TOM KOMadH/J1da MeHIO NaMenurn JJIAd TaKHUX COOBITHH HeOCTyIIHaA.

J1j1st mpocMoTpa napaMeTpoB COOBITHS BBIIOJTHUTE OJTHO U3 CJIeAYIOMUX AeHCTBUN:
— BbIbepuTe COOBITHE B KajleHJiape, HaXKMHUTe MPaByI0 KHOIKY MBIIIH U BBITOTHUTE MTyHKT
MeHI0 OTKpBITH;
— HaXKMHUTe Ha COOBITHE B KaJieHJape JIBOMHBIM IIeJTYKOM MBIIIIH;

— B [IAaHeJIX IOMCKA COOBITUHM Ha)KMUTe Ha COOBITHE JBOMHBIM MIETYKOM MBIIIIY;

— B [IaHeJIU IOMCKA COOBITHH BbI6epI/ITe HY>XHOe CO6LITI/IE, Ha’>XMUTe IIPpABYI0 KHOIIKY MBI

U BBIIIOJTHUTE ITYHKT MEHIO OTKpLITB;

— Ha [IaHeJU MepOIIPUITHN B npaBoﬁ YdCTHU KaJIeH[Japs HAXMHWTe Hd coObITHe JBOMHBIM

I1eJITYKOM MBIIIIN;

— Ha IaHeJId MepONpUSTHI B IIPaBOM YaCTHU KaJleHJaps BbloepuTe COOBITHe, 3aTeM HaXKMUTe

IIPpaBYIO KHOIIKY MBbIIIN U BBITIOJIHUTE ITYHKT MeHIO OTKprTI).

Ha bskpaHe oOTKpoeTcs /[Auajor IPOCMOTPA IApaMeTPOB COOBITHSI CO  CIIeAYIOMIMMHU
BO3MOXKHOCTSIMU:
— TMPUHSTD TIPUTJIAllIeHHe TOYHO / OPUeHTHPOBOYHO, OTKJIOHUTD TIPUTJIAIlIeHUe;
— IepeMecTUTh COObITHE U3 OIHOTO KaJleHJapsl B IpyToW;
— HAaCTPOUTH HAaIIOMUHAHUE O COOBITHH;

— COXpaHUTb U3MEeHeHHUs U 3aKPBITh TUAJIOTOBYIO NaHesb (cM. PucyHok 164).
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Ectpeua c 3akazumkom

QCDIP!HHTH wsakpeite o Mpunate 7 Opuenmuposouno X Orenomuts

ﬂ Bes noka He oTEETHAW Ha 3T0 npUraalledye @

OcHoBHble
Kaneqaapb: & MoiOdme (Anexcanap Crnpros)

Hazeawwe: BcoTpeua c 3akasumkom
Jata wauana: 12 weona 2023 r. 14:00
fata okonuanma: 12 wrans 2023 r, 15:00

Oprannsatop: "gb Elena Smirnova <e.smirnova@ myoffice-app.ru>

Hanomumanve:  He nanomuHame W

YuactHmem

,Qﬁ Elena Smirnova <e.smirmnova@blue.myoffice-app.rus>
L

Pucynok 164 - [lanenb npocMoTpa apaMeTpoB COOBITHS

ITonb3oBaTenb MOXeT IIPpUHATD IIpUIJIallIeHWe Hd CO6I)ITI/I€, nmoaTBepAUuTb OPUEHTUPOBOYHO
O CBOeM Y4YdCTHH, OTKJIOHUTH IIpHUIJIAIlIeHHe. ITocne IIPpUHATHA / OTKJIOHEeHUS IMpUIJIalllIeHuA

M3MeHsIeTCsl CTaTyC Ha MHGOPMannoHHOM naHenu (cM. PucyHnok 165).

Cobemae gna A.Cuavproea

QCDIP!HHTH v sakpeite | of Mpunate 7 Opuenmuposouns X Orenowmuts

ﬂ Bes APHHAAN 3TO NpHrAaLUeEHIE

OcHoBHBIE
Kaneqaapb: & MoiOdme (Anexcanap Crnpros)

Hazeanwe: Cobemue gna A .CuvpHoea
Java navana: 12 wrona 2023 r, 13:30
fata okonuanma: 12 wrans 2023 r, 14:30

Oprannsatop: Q  Elena Smirnova <esmirnova® myoffice-app.ru>

o

Hanomumanve:  He nanomuHame W

YuactHmem

Qﬁ Elena Smirnova <e.smirmnova@blue.myoffice-app.rus>
L

Pucynok 165 - IlpunsTtie cobbitTus

[TpyuHATL COOBITME MOXHO TaKXKe 4Yepe3 KOHTeKCTHOe MeHIo. [[is 3Toro Heobxoaumo

Ha)KaTh ITPAaBOM KHOIKOW MBI HAa COObITHE B KajieHjape. B mosiBUBIIENCS TMaHeIu BbIOPATh
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Yyactauku > Ilpunsaro > OTnpaBuTh yBegomieHHe ceHdac. TakuM ke 00pa3oM MOXKHO

OPHEeHTHPOBOYHO IIPUHATE XU OTKIIOHHUTD coObITHe.

HpI/IHHTb WM OTKJIOHUTL IIpUIlJiallleHrhe Hd COOBITHE TakKXKe MOXKHO B IIMCbMe C

IpuriaieHnneMm, CM. OtBeT Ha IpurjaanieHve Ha cobbITHe.

B nuanore mpocmoTpa ecTb BO3MOXHOCTh IOMEHSITh KaJleHJapb, TO €CTh TepeMeCTUTh

coObITHe M3 OJTHOTO KajleHaaps B Apyrou (cM. Pucynok 166).

Betpeya ¢ zakazymom

&Cmtpaxu‘ru waakpeme o Mpuuate 7 Opuertuposoumo 2 Omcnowute

ﬂ Bel noka He OTEETHAW Ha 3TO NPpUraawedne )(
OcHoBHBIE
KaneHgape: [ @ MoitOdue (Anexcanap CuupHOE) ~ 1|
Hazeanwe: Mcid kaneHgapes
fata navana: |1 o MoiCOduac (Anexcangp CravpHoE)
Jara oKoHYaHKMA:

Opranuzatop: "gb Elena Smirnova <e.smirnova@myoffice-app.ru>

Hamnomunanne:  He HanomuHats W

YuactHnkm

,Qﬂ Elena Smirnova <esmirmova@blue.myoffice-app.ru>

Pucynok 166 - M3ameHnenue kaneHaaps
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Taxoke B AdHHOM JIhajiore IoJjib30BaTeJib MOXET HACTPOUTDH IIdpdMeTpPhbl HAIIOMUHAHUSA O

naHHOM cobbituu (cM. Pucynok 167).

HanowmuHanwe: | He HanomuHaTte W

He HanomwHaTE

YuactHmim
33 0 muHyT g0
,QG Elena Sm i
23 3 MUHYT Ao

2a 15 muHyT ao

32 30 MKUHYT A0

3a 1 4ac ao
33 2 yac go

3a 12 vac go

3a 1 geHb Ao
33 2 AHA Ao

33 1 HEgENHD A0

HacrpowTe..,

PucyHnok 167 - [TapameTpsl HallOMUHAHUS O COOBITUN

8.10 Ynanenue coobITUA

Jlis ynaneHus: COOBITHS M3 KaJieHIapsl BBITIOJTHUTE OTHO U3 CJIeTyIOIIMX JIeMCTBUM:

- BbI6epI/ITe CcoObITHE B KaJleHldpe, HaXXMUTe IMPaBYyI0 KHOIIKY MbIIIX WU BbIIIOJIHUTE ITYHKT

MeHI0 Y JaJIUTh COOBITHE;

— HA IIaHeJd MepOIpUSITHM B HpaBOfI YdCTHU KaJleHdapsd BbI6epI/ITe C06bITI/Ie, 3aTeM
Ha’>XXMUTe IIPaBYIO KHOIIKY MbIIIX W BBINIOJIHUTE ITYHKT MeHIO YI[HJII/ITL COﬁI)ITI/IE;

— HA [aHeJIM MepONpUITUH B HpaBOﬁ YdCTH KaJleHaaps BbI6epI/ITe CO6LITI/Ie, Ha>XMHUTe

kiiaBuiry Del;

— OTKPOMTe [IMaJIOT peJJaKTUPOBAaHUS COOBITHS, HAXKMHUTE KHOIIKY W Yaznus

— B IIaHeJIM IIOMCKa COOBLITUH BbIOepuTe COOBITHe, HaXMUTe IIpaByI0 KHOIKY MBIIIU U

BBITIOJIHUTE ITYHKT MEeHIO YIIaJII/ITb COﬁbITI/IE;

— B [IaHeJIM 110MCKa COOBITUH BeIOepUTe cobbITHe, HaxkmuTe kiasuily Del.
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8.11 Ilanens MeponpuATHII KaJIeHAAPSA

OTkpoiiTe MaHeb MEPOIIPUATUN OJTHUM U3 CJIeIYIOIIHUX CIIOCOOO0B:

— BbIOEpUTe TMYHKT KOMaHAHOTO MeHIO Bug > Meponpusatua > Iloka3pIBaTh

MepOIIPUSTHSI;

—Ha [aHeJM WHCTPYMEHTOB HaXXMWUTe KHOIIKY BbI30Ba MeHIO — (MeH0 MoiOduc

Iloura), B mosiBuBIIEeMcsi MeHIO Bbibepute Bupm > Meponpusatusa > IlokasbIBaTh
MepOIIPUSITHSI;
lal
— B HIDKHEM IIPAaBOM YTJIy 5KpaHa Ha CTPOKe CTAaTyCa HAXXMUTe KHOIKY (28 Meponpustua A

— gaxxmure F11.

B npaBo#i yacTi OCHOBHOT'O 3KpaHa OTKPOEeTCsI TlaHeJlb MepOIpUSITHIA, KOTopasi oToOpaXkaeT

CIIMCOK COOBITHH U 3a1aY.

C HOMOIIbI0 KHOMOK & 2 (mocTymHBI TOJMBKO Ha TaAHEJW KaJleHJaps) BbI MOXeTe
MepeKJII0YaThCsl MeXKTy TpeMsl peXkuMaMu TaHeu:

— 3agayu.

— CoObITHA.

— CoObITHS U 3aJaYH.

8.11.1 3amauu

[Tanennb 3a1a4 CONEP>KUAT CIIMCOK BCEX UMEIOIIMXCS 3a7ady.
Hnis nobaBieHMst HOBOU 3a/1auM BBIIIOJIHUTE OJTHO M3 CJIeAYIOUMX AeHCTBUM:

— MIEJIKHUTE OBOMHBIM KJIMKOM B CBO60,I[HOM MecCTe CIIMCKd, OTKPOeTCs OHhaJIoroBOe OKHO
CO31daHH 3ddd4H. 3aIloJIHUTe II0JIS (bOprI, HA’XMUTE KJIdBUIITY Enter, W HOBas 34444

0OABUTCS B CIIUCOK;

—B JI000M MecCTe IAHeNIM ITPABOM KHOIIKOW MBIIIM BBI30BUTE KOHTEKCTHOE MeHIO,
BbIOepuTe HoBast 3agaua;

— gaxxmurte couetanue kiaasuil Ctrl+D/$Cmd+D;

— KJIMKHHWTe B I10JIe BBOJida B HMPKHEW 4acTH IaHeIu MGpOHpHHTHfI, BBeJuTe UM 3a[4d4U,

naxxmute Enter. B crivicok 3amau mobaBUTCS HOBag 3amadva.

J71s1 peJaKTUPOBaHUS 3a7]la4¥ BBITIOJTHATE OJHO M3 CJIeIYIOIIMUX JIeCTBUN:
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— HAXMHUTEe Had 3a/1d1y JIBOMHBIM I1IJIKOM MBIIIIH;

—BbI6epI/ITe 3a1avy, npaBoﬁ KHOINIKOM MBIIIX BBI3OBUTE KOHTEKCTHOE MEHIO, BbI6€pI/ITe

OTKpHITH 3a/1a4y.

BribepuTe 3amavy, mpaBoi KHOMKOM MBIIIXA BBI30BUTE KOHTEKCTHOE MeHI0. B KOHTeKCTHOM
MEHIO 33/Ia4Y¥ JIOCTYITHBI CJIeAYIOIe KOMaH/Ibl:

— OTKpBITH 33/1a4y .

— Hosgag 3amaua Ctrl+D/3Cmd+D.

— Broipesats Ctrl+X/s6Cmd+X.

— Komnwuposate Ctrl+C/%Cmd+C.

— BcraButh Ctrl+V/$Cmd+V.

— OTMeTHUTh BBIIOJTHEHHBIE.

— Ilpuopurer (Huzkwuii, O0b14ubIii, Beicokmii).

— Omnoxwuts 3aauy (1 gac, 1 nens, 1 Henmesnro).

— Kanenpgaps (BbIOpaTh KajeHgaph U3 CITUCKA JOCTYITHBIX).

— Ilpeo6pasoBats B (Coobmienue, CodbiTHE).

— Ynanutek 3agady.

8.11.2 CoObITHSA

Cy1iecTByeT TpU BapyaHTa 0TOOpaXkeHUs CITUCKa COOBITHI:

Jlenn

Pe>xuMm BkiTtouaeTcs B KOMaHIHOM MeHIO Bunx > Meponpusarus > Iloka3siBath geHb. Ha

JKpaHe OToOpakaeTcsl YIIpaBJISIOIIAs IaHeslb OTOOpakeHWs W BbIOOpa JIHS, a TakKe IIaHesb
COOBITHI TaHelb COOBITUH, KOTOpash COAEepXXUT CIIMCOK COOBITUH Iyl BBIOPAaHHOIO [THSI.
Hcrnone3yite KHONKM < M >, a TakXe KaJeHAapb [l IlepeK/IloYeHUsl TeKyIlleld JaThl.

(cm. Pucynok 168).
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14I1|-| LI = I

Hoabpe 2022 HH 46

Ilﬁg Hoeoe cobkimhe

Cerogua
JaeTpa

11:00 NpoerT 1
12:00 O6zop
MpeacToAwmMe (5 QHEH)

17 woRdpa 2022 r. 14:15
bes_HazeaHWA
Pucynok 168 - Pexxum otobpakenus JleHb

Kanengaps

PexxuMm BkiIIOYaeTcs B KOMAHOHOM MEHIO BI/III > MEpOIIpI/ISITI/IH > Iloxa3siBaTh

KaJieHmapuK. Ha skpane oToOparkaeTcs ympapisiolias IaHeslb oToOpakeHMsl ¥ Bblbopa [HS, a
TaK>Ke IaHeJIb COOBITUH IaHeslb COOBITUM, KOTOpasi COJIeP>KUT CIIMCOK COOBITHH Jisi BBIOPAHHOI'O
nust. Mcnonb3yiTe KHONKM < KM >, a TakXKe KaJlleHJapb JUIsl IIepeKJIIoYeHMs] TeKylleid JAaThbl.

(cm. Pucynok 169).

< Hoatpe > € 2032 >

Mu Br Cp Ur Mr Co Bc
1 2 3 4 5 &
7 B8 0 11 12 13
14 15 16 17 18 18 20
21 22 23 24 % wm I
28 29 30

ﬁ; Hogsoe cobemae

Cerogua
3asTpa

11:00 NpoerT 1
12:00 O6zop

MpeacToAwme (5 gHEH)
17 voRbpa 2022 r. 14:15
be3_HazeaHuA

Pucynoxk 169 - Pexxum otobpakenust Kasenmapsb
ToIbKO CIIICOK COOBITHIA

Pexxum BkitouaeTcss B KOMaHaHOM MeHio Bup > Meponpusitua > Hudero ne

nokasbpIBaTh. Ha skpaHe oTobpakaeTcs TOJIbKO CIIUCOK cOObITHM (cM. PucyHok 170).
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I'ﬁg Hoeoe cobemue

CerogHa
JaeTpa

11:00 NpoerT 1
12:00 OGzop

MpeacToAwMe (5 gHER)
17 nonbpa 2022 r. 14:15%
bes_HazBaHWA

Pucynoxk 170 - Pexxum otobpakenust ToIbLKO CIICOK COOBITHI

-
Jlist co3maHusl HOBOTO COOBITHSI HaXXMHTE KHOIIKY Eg Hoeoe cobumie OTKPOETCSl JIAaJIOr

CO3JaHMs HOBOTO COOBITHSL.

B cnucke cobbiTrii BeiOepuTe cOOBbITHE, IPaBOM KHOIKOM MBI BbI30BUTE KOHTEKCTHOE

MeHI0, B KOTOPOM OYIyT IOCTYIIHBI ClIeAyIolHe KOMaH/bl:

— OTKpBITh.
— [IpeobpazoBath B (Coobmenue, 3amauy).

— Y panuts cobsitue Del.

8.11.3 CoObITHA M 3amauH

[Tanens cobbITMi M 3ajlad COIEPXXUT OJHOBPeMEHHO o00e BBIIIEONHCAHHbIe IaHesH,

PacCIIOJIOXXKeHHbIe 110 BepTUKAJIU Py OTHOCUTEJIbHO JpyTd.
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9 3AJAYN

9.1 ITanens 3amau

YTo6bI OTKPBIT IaHeJb 33/1a4, BHIIOJIHUTE OHO U3 CJIeIyIOUUX AeCTBUM:

— BbIbepuTe MyHKT KoMaHAHOTO MeHI0 CoObITHS U 3aga4u > 3afaum.

—Ha [aHeJUd MHCTPYMEHTOB Ha)XMHTe KHOIIKY BbI30Ba MeHI0 — (MeH0o MoiOduc

ITouTa), B nosiBuBITIeMcs MeHIO BeiOepuTe CoObITHA U 3aKaun > 3aauy;

— Haxxmure couertanue kiasuiil Ctrl+Shift+D/ { Shift+3%Cmd+D.

Ha skpaHe nosiButcst HoBasi ctpanuiia 3agauu (cM. Pucynok 171).

MaHent HHCTRPYMEHTOB Cnucok 3agay

"1 Sageaw - MylificeMail
Faaan
; o1 —3 Coferna *
& 06nosmre O Cmoponmiaagen  BiHosoe cobiemwe  [lHoman sagaua 4 Mpases B ¥namee
< Hambpe > ¢ w22 > @ [E Homnsagaua | Butepure anengape nogaepmusaowpE 33gaun | 0 Swramn da <Cirlashin s 4 Hosfpe > & HDR ¥ (@
= B o W Mr C6 B
LU B T — rETs Epax pfnonnenna | 10 3 4 5 &
1 2 4 5 ]
- T 8 5 wn » B
17‘ :5 1!.—, :; ;; ;: ] Nepesmes H i M 15 1§ 17 1 19 W
11 ;@ om@ oM B[ OB OIT
: :: ;: m B O Tecn H e 12 hoaBips 2022 1. 22:30 IO -]
' [ ——
- [l tomze cotemae
Mokasams
3 He ceroam [C]  Cofoat copermn nucsamn 38 » Npdcpouia @ hentip 2022 1. 18:00 Ceramsa
(3 B pabame MpepcTosage |5 AHeiR)
() Mpeponmme e nl.‘manow 202251100
(3 Mpacpousiiniue Cobpath coag) L ey B OTmeTHTs snomenime | w passT 1
Optanmsaiop: Anenanzs @ 15 namdps 2022+ 1200
() Bonoanennee Coprog Otsop
(® Aoz COOTCRHRE! pacposeHa
Hanegage
M ket
@ MioGOge [Tasks Anenchiap Chsgnon]
@ MofOguc |Anercanap Frpnos]
W Mol |Encria Crwgnosa)
= 1 (i) Mepongmama A
Manene kanesaapa MaMenks NpocMoTpa 3agadi CTpoka COCTOAHWA MNaHent MeponpHATHA

Pucynok 171 - Cnucok 3aa4
DJleMeHTHI TaHe Iy 3aa4:

— [lanenp UHCTPYMEHTOB.

— ITanens kaneHmaps.

— CrMcok 3ajady.

— Ilagesb MpoCMOTpA 3aJaYu.

— ITanens MeponpusgTUX 3a1ad4.

— CTpoka COCTOSIHUS, COIEePXKUT KHOTIKY 0ToOpakeHus [laHein MeponipusITUil 3a/1a4.
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9.2 Cnucok 3amau

Crnmcok 3ajlad COEpKUT YIpPaBISIONIYI0 TaHeJIb W HEeMOCPeJCTBeHHO CaM CIIMCOK,

coepxkaiui 3ajauu (cM. Pucynok 172).

Hogas 3agaua | LLUEnkHUTE 3peck 4nA aobaBnenna HOBOH 3anaqm PuneTp 3amay <Ctrl+Shift+K>
1 | Hazeauue CocroAHne Cpo# BbINOIHEHKA i
D SEKOHYHTE HCCNEO0BAHKME K wcnonxerwo w' (OTMETHE O BbINOAHEHMK
' [Mpwopwrer
D Mepegats B ByXranTepuio K McnonHequo
' HaseaHwme
- TecTMpOBaHHE NPUNOHEHHHA = [pocpo4eHa 12 HoRBpA 2022 1. 22:30 o COoCToaHue
' CpOK BBINOAHEHWA
D Safava AnekcaHgpa # MpocpoyeHa 11 HoaGpa 2022 1. 22:00
[aTa BeMNoAHEHHA
D CofpaTh CEEASHMA O NOCASAHMY 33034ax = [pocpodeda 9 HoAbpa 2022 r. 18:00 Mecro
|:| Borpeya C Konnerammn = [pocpoyeHa 11 Hoabpa 2022 r. 22:00 Kanenpape
ApTop
BoccranoBuTh Nopagok cronbues

Pucynoxk 172 - Crircok 3ay1a4

BbI6epI/IT€ 3dJa41y B CIIMCKe " HpaBOﬁ KHOIIKOM MBbIIIA BBI3OBUTE KOHTEKCTHOE MEHIO.

BynyTt noctynHbl cienyroiiie qerCTBUS JjIsl BbBIOpaHHOM 3aja4u:

OTKpBITH 33/1a4y.

HoBag 3agaua Ctrl+D/$Cmd+D.

Beipesats Ctrl+X/#2Cmd+X.

Konuposate Ctrl+C/%¢Cmd+C.

Bcrasuts Ctrl+V/Cmd+V.

OTMeTHUTH BBITIOJIHEHHBIE.

[Tpuoputer (Huzkuii, O0brunbiii, Beicokuit).
OTtnoxwuTtsk 3aga4y (1 gac, 1 nens, 1 Hegemo).
Kanennaps (BbIOpaTh KaieHAaph U3 CIIMCKA JOCTYITHBIX).
[Tpeo6pazoBaTh B (Coobienue, CodbiTHE).

VY panuts 3amauy.

Crucok 3a/ad CONIEePXKUT KOJIOHKH, OTOOpaKeHWeM KOTOpPhIX MOXHO VIIPaBISITh C

IIOMOIIBIO MEHIO BbIGOpa KoJIoHOK. HaxkxmuTte Ha KHOIIKY e U B BbIIIaIdlO1IeM CIIMCKe OTMeTbTe

KOJIOHKH, He0OXO0/IMMbIe ISl OTOOpaXKeHus], UCXOJISl U3 CJIe[IyIOIIero CluckKa:

— OTMeTKa 0 BBIIIOJTHEHHUH.
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— IIpuopurer.

— HasBanue.

— CocrosiHue.

— CpOK BBINIOJTHEHHUS.
— JlaTa BBIIIOJTHEHUSI.
— Mecro.

— Kanenpaps.

— ABToOp.

Bribepute BoccTaHOBUTH MOPAZIOK CTOJIOIOB JIsl llepexojia B OPUTHMHAJIbHOe COCTOSIHHE

110 YMOJTYaHHIO.

9.3 Ilanesns mpocMoOTpa 3aia4u

IIpu BBIOOpE 371eMeHTa B CIIMCKe 3a/lay IaHeJlb IIPOCMOTPA 3a/lay COHEepPXKUT TeKYIIYIO

BbIJIeJIeHHYIO 3a7a4y (cM. PucyHok 173).

Mepepate B 6Gyxrantepuio OTMETUTE EI:II'ID-ﬂHEHHbIE| |~ |
OpranMzarop AnercaHap . .
CMMpHOB Hu3kmia
CocToAHMeE: K MCNOAHEHWIO " OBbSHBIR
BriCoHMIA

Pucynok 173 - [IpocmoTp 3agaun
Ha mnanenmu otobpaxaloTcs Takue JeTand 3afadd, kak Omnmcanue, OpraHusarop,
Cocrosinue.
B npaBoii yacTy aHesb COJIePXKUT yIpaBJIsitoIIMe 3JIeMeHThl, II03BOJISIOIIe:

— OTMeTHTBD 33/1a4y KaK BBHITIOJTHEHHYIO.
— Usmenuts npuoputeT 3agaun (Huzkuii, O0branbiii, Beicoxuit).

— Y nanute 3asaqy.

9.4 IIanens kaseHAaps

[Tanens kanennaps comepxut (cMm. Pucynok 174):

— HebOOoJTBINION KajleH/1apb, 0TOOPaXKAIONTUI TEKYIIUH MeCsIIl.
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— GUIIBTp 0TOOpaXkeHus 3anad.

— CITMCOK BCeX NOCTYIIHbIX KaHEHHaPEFI.

< HiAaw

M

4
11
18
25

Mokazam

BT

12
19
26

(") Ha ceragha
() B patiote

() NpegcroAwme

Cp

o

rr

() NpocpoueHHee

() BEINOAHEHHEIE

(®) Bee

Hanenpape

Mol kaneHiape

Mo e (Tasks Anexcannp CMMpPHOB)
Mo Obue (AnekcaHap CMUpHOB)

£

14
21
28

2022

15
22
59

Mo e (EneHa CMMpHOBE)

co

16
23

Pucynok 174 - [lanens kanengapst

®uIbTp 0TOOPaXKeHUs 3a/1ay COIEPXKUAT BAPUAHTBI UCXOS U3 CIeAYIOIIero CI1cKa:

— Ha ceronus.

— B pa6ore.

— [Ipencrosiye.
— IIpocpoyeHHbie.
— BoinosniHeHHbIe.

— Bce.

HJ’[H OT06pa>KeHI/IH / CKPLITHA IIaHEeJIN KdJleHOdps HeJIMKOM B KOMdHJIHOM MEHIO BbI6epI/ITe

Bup > Kanennaps > Ilanesns kanengaps > Iloka3zaTh naHesb KajieHaaps.

HJISI OTO6pa)K€HI/I$[ / CKPBITHA IIdHeJIX C MdJIeHbKHMM KaJleHJddpeM B KOMdHIHOM MeHIO

BoibepuTe Bupg > Kanenmaps > Ilanens kanenmgaps > Kanenmapuk.
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,HJ'IFI OTO6pa)KeHI/ISI / CKpPbITHA IlaHEeJIK CO CIIMCKOM KaJIEH,[[aII)Eﬁ B KOMdAHJHOM MeEHIO

BbiOepuTe Bug > Kanenpaps > Ilanens kanengapsa > Cnucok KajaeHaapeii.

Hapuramus mno MaJIeHbKOMY KaJlIeHIdpPIO IIO3BOJIIeT 3a4ddTb 4Ty BHOBDb Cco31aBaeMou

3a1a4M.

(I)YHKLII/IOHHJI CITMCKa KaﬂeHHaPEﬁ IIO3BOJIAET YIIPABJIATH BUJUMOCTBIO KaJleHJlapeu.

9.5 Co3ganue 3amauu

Jliis co3manust HOBOM 3a/1a4yM BBIMIOJIHUTE OJTHO M3 CIIeAYIOUMX AeHCTBUIA:

— BbIOepuTe IMyHKT KoMaHiHOro MeHi0 Co0bITHA U 3amaun > HoBas 3amaya;

—BbI6epI/ITe ITYHKT KOMdHJHOI'O MEHIO CoOpITHA M 3agauyu > KaJIBHIIapb, B

OTKPBIBHIEMCS KaJleHOape BbI6epI/ITe JeHb, BbI30OBHMTe KOHTEKCTHOe MeHIO U BbI6epI/ITe

xoMmanny HoBas 3apaua;

—Ha [IaHejld MHCTPYMEHTOB HaXXMHTe KHOIIKY Bbl30Ba MeHI0O — (MeHI0 MoitOduc

IToura), B mosiBuBIIEMcst MeHIO BeiOepuTe Co3marh > 3amava;

— Ha [TaHeJ I UHCTPYMEeHTOB Ha)KMHUTe KHOIIKY E—it}HDBBﬂ 3afia4a

— Haxxmure couetanue kiasuil Ctrl+D/%€Cmd+D;

- BbI6epI/ITe OJWH H3 crocoboB CO37aHM4 3aJa9y Ha HaHeJIM MepPOIIPUSTUH;

— JUISl CO37IaHUs 3a7lad¥ Ha OCHOBe COOBITHSI BbIOEpUTe COOBITHE B KasleHaape, OTKpOWTe

VIS HETO KOHTEKCTHOe MeHro, fasiee Beibepute IIpeodpa3zoBars B > 3amauy;
— JUIsl CO3[TaHUsI 3a]la¥M Ha OCHOBe COO0DIeH s BbIbepuTe COO0IeHWe B CIIUCKe, OTKPOMTe

KOHTeKCTHOe MeHIo, BbiOepuTe IIpeodpa3oBarts B > 3amauy.
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Ha skpaHe oTobOpa3suTcs quanorosas MaHesib Co3aHus 3aa4u (cMm. Pucynok 175).

Hosaa zagava:

3anaua [paska Bwa Hactpoikw

[ Coxpanmte v 3axpeite (@ MpueatHocTs v [ﬂJ MprKpenvTe lﬁ[)’naﬂmb

Kanengape: MohOduc (Tasks Anexcanap CMUpHOE) w
HaseaHwe: [Tl."!‘.lr'? (obAzaTeNLHD) ]
Mecto:
HanomumaHwe: 08.11.2022 hd 13:04 w hl'l
0
Cpok: 08.11.2022 v 1404 v |
CocroaHue: K vMcnoaHeHumme »
MNoeTop: He noetopars b

OnucaHue: BnoweHwa:

T~B I Y ==

I3l
Il
1]}
<
&

MNpuveputer:. mll

Pucynok 175 - [luanoroBas mnaHesib CO3/1aHUs 3aa41

Ha manenu Juajiora HaCTpOfITe II0JIA 3aJa4H.

— KaJIeH[1aPb (BLI6epI/ITe N3 CITMCKA JOCTYIIHbIX CYIIeCTBYIOIIUX KaneHnapeﬁ);

— Ha3BaHUe 3a/1a4¥ (00sI3aTeIbHBIA MTapaMeTp);
— MeCTO 3aJla4H;
— HAaCTPOMKU HAalIOMUHAHWM O BpeMeHHU 3a/1a4y;

— CPOK BbIIIOJIHEHHWA 3d/1d1H;

— COCTOsIHMe 33/laud  (BblOepuTe U3 IIpe/JIO)KeHHbIX BapUAHTOB:

Breimonusiercs, Beimostnena, OTMeHeHo0);
— YaCTOTa MOBTOPeHUsI 33]1a4y;
— OIIMCAaHUe 334K,

— BJIO’KE€HHS B 3a/1a9y.
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9.5.1 HamomMuHaHue U CPOK BBHITIOJICHUS 3a/la4d

[Tone HamoMuHaHue cofepXWT JaTy W BpeMs HanmoMuHaHus o cobbituu. llone Cpok
COJIepKUT JJaTy U BpeMsl BO3HUKHOBeHUs1 COObITUSL. [Ipy HeoOX0AMMOCTH MOXKHO CBSI3aTh 3HAUEHUS

STHX IIOJIeH OJjIs TOTO YTOOBI IIpY1 M3MEHEeHHWH [1dThbl 3dBepIIeHHA COOBITHS BpeMA HAIIOMHWHAHHA

CABUT'AJIOCH C Y4eTOM [INTeJIbHOCTH 3a/1aYH.

HJIH TOTO, YTOOBI CBSI3aTh JaHHBbIe I10JId, Ha’KMHUTe Ha CHMMBOJI, 0603HaanOHIHﬁ CB{3bIBadHHE

nosieii Hamomuuanme 1 Cpok (cMm. PrucyHok 176).
HanomuHanme: 08.11.2022 v 1304 i -
]
(&
Cpoxk: 08.11.2022 v 1404 v o

Pucynok 176 - HecBsizanusle nonst Hanmomunanue u Cpok

Ecmu cBa3b BKJIIOYeHd, TO IIpU HW3MEHEeHHWU 3Ha4YeHHsd OJHOro wu3 nojen 6y21€T

aBTOMATUYeCKH CKOPPEeKTUPOBAHO 3HauyeHue BToporo (cM. Pucynok 177).

HanomuHanme: 08.11.2022 v 1304 v ""'n
0
Cpoxk: 08.11.2022 v 1404 v |,

Pucynok 177 - Csa3annsle nons Hanmomunanue u Cpok

B xomanyiHom MeHto Beibepute HacTpoiiku > YacoBoii nosic. /s noneii Hanmomunanue

u Cpoxk OyayT oToOpa’keHbl 3HaUeHUS 4YaCOBBIX MOsICOB (cM. PucyHok 178).

HanoMnHaHme: 08.11.2022 b 13:22 hd _'n Espona/Mockea
(W]
Cpok: 08.11.2022 v 1422 v . Espona/Mockea

Pucynok 178 - Orobpaxenue yacoBoro nosica

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

217



MounOdonc

HaxxmMuTe Ha MeTKy 4YacoBOro Iosica, Ha S5KpaHe BO3HUKHET BCIUIbIBAIOIEe MeHIo,
cojiep>kailiee CIIMCOK HeIaBHO BbIOPAHHBIX YaCOBbIX MOsICOB. Bribepute JlomosHuUTeILHbIE
JacoBbIe MOsICA JIJIs1 BO3MOXKHOCTH BBIOPATh IPYTrou YacoBou mosic (cM. Pucynok 179).

YEAMHTE YaCoRoA NoAc e

08.11.2022 e 13:22 w

Espona/Mocksa b

QOTmeHa

Pucynoxk 179 - Beibop 4yacoBoro nosca

9.5.2 YacToTa NOBTOpeHHUA 3a/ia4u

B paznene IToBTOp BHIOEpUTE U3 CIIMICKA HEOOXOIUMOE 3HAUeHHe UCXO/Isl U3 BAPUAHTOB!

— He II0BTOPATh;
— eXXeJIHeBHO;

— eXXeHeJleJIbHO;

— KaXJIplii Oy/THUI JIeHb;
— Ka)K[ble IBe HeJlelu;
— eXXeMeCsI4YHO;

— eXXerojHo.
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Jlsist 6onee neTanbHOM HACTPOMKU B 3TOM ke MeHIO BbiOepuTe HacTpouThb, Ha 3KpaHe

0TOOPA3UTCS AUAJIOrOBasi TaHeJIb HACTPOMKU MepUOIMIHOCTH 3a/1aun (cM. Pucynoxk 180).

AamenuTe J'IDE-TUPE'HP‘IH *
384aTb NEPHOSHUHOCTE
MoBTOpRTE  EmegHEEHO W

o Kaxaui 3% pewHs

KaxaelH 4eHe HEenn

¥poneHb NOBTOPEHMA

HeT kgHeuHoW AaThl

L
=]
i

0 MNoeTopaTe TONEKD [

Moetopate go 0817 202 ~

MpeaeapuTensHLINA NpocMaTp

Horbpe 2022 Aexabpe 2022 AHBape 2023
M Br Cp M7 Mt €6 Bc Mu Br Cp 47 M1 €6 Bc M1 Br Cp Y47 Nt C6 Be
1 2 3 4 5 B 1 2 3 4 1
OB 9 10 11 12 13 E 6 7 o8 9 10 11 2 3 4 5 & 7 B
14 15 16 17 13 19 20 12 12 14 15 16 17 13 9 10 11 12 13 14 1%
21 22 23 24 25 26 27 19 20 021 22 23 24 25 16 17 18 19 20 21 22
286 29 30 26 27 28 29 0 3N 23 24 25 26 27 25 29

a0 AN

Pucynoxk 180 - HacTtpotika 9acTOTBI TOBTOPEeHUST COOBITHS

SBHHﬁTe MMepuoagUIHOCTDb BBIIIOJIHEHUS 3d1d4U. B 3zaBucumocTu ot BbI6paHHOl"O BdpPHAHTA

OyzneT oTobpakeHa JIOMOJIHUTEeJIbHAS TaHeJIb HAaCTPOUKHU.

IIpu BbiGOpe IlOBTOPATH ekegJHEBHO HAa OSKpaHe MOSIBISIIOTCS —JIOTIOJIHUTEeJIbHbIe
yIPaBJISIONIMe 3JeMeHTbl, O3BOJISIONMe BbIOpaTh MEepUOJWYHOCTb AHeM (KaXkAbl 3aJaHHBINA

JleHb), TM0O0 KaXX/Iblk eHb Hefenu (cM. Pucynok 181).

JapaTe NEPUOgHUHOCTE

MosTopRTs | exeaHesHO 4

O Kaxawii 318 aens

Faxabii geHes HeA8 K

Pucynok 181 - Hacrtpotika exxe[ITHeBHOTO IOBTOPeHUS
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[Ipu BeiOOpe IlOBTOPATH exxeHemeIbHO HA OSKpaHe IOSBISIIOTCS JIOMOJIHUTEJIbHbIE
YIPaBJISIONIMe 3JIeMeHThl, [103BOJISIONIMe BbIOpaTh MepUOAWYHOCTb Hellellb (KaXKIylo 3aJlaHHYIO

HeJleJTi0), a TakKKe JIHU HeJlelld, B KOTOpPbie JOJKHO BO3HUKATh coObITHe (cM. PucyHok 182).

3aparte NepHOgUUHOCTE

MoeBTopATy | emeHegEABHO »

Kamayio 1% Heaeaw
B (MM Cp | Yt Mr | C6 | Be

Pucynok 182 - Hacrtpotika exxeHe/ieJIbHOT'O IOBTOPeHUSsI

IIpu BbIGOpe IlOBTOPATH ekeMeCSIYHO HAa OJKpaHe MOSIBIISIOTCS JIOTIOJIHUTeJIbHbIe
YIPAaBJISIONINE 3JIeMeHThI, IT03BOJISIOIIYe BbIOpaTh IepUOJUYHOCTb MecsleB (KaKIpld 3aaHHBbIA

MecsI), a TakKe JMOO KaXKIblii KOHKPEeTHBIA [IeHb HeJlelH, MO0 KOHKpeTHble HU Mecslla, B
KOTOpbIe JOJIXKHO BO3HUKATh cobObITHe (cM. PucyHok 183).
3apaTh NEpUOAWUHOLTE
MoBsTopate  exesecsyHo
Kaabii 1% meeay

b BTOpHWE b

K 5 B 7

1 [ 2 | 3
EBER v | 0 1z [ 13| 4

0O Bencayiowme gon | 15 | 16 18 | 19 | 20 | 21
22 23 24 25 26 27 28
29 | 30 | N MocnegHua oeHes

Pucynok 183 - HacTporika exxeMeCcsiY4HOTO TOBTOPEeHUs

Ilpu BoibOpe IIOBTOPATH eKerogHO HA OSKpaHe IMOSBJISIFOTCS  JIOTIOJIHUTEeJIbHbIe

YIIPaBJISIIONIME JIEMEeHThI, TTO3BOJISFOIIFE BEIOpATh IEPUOIMYHOCTB JIeT (KaKIbIi 3aJJaHHbIN T'0/), a

Tak)ke JIMOO KaXKIblii KOHKPETHBIM JIeHb HeJlejid, JUOO0 KOHKpeTHble THH Mecsia, B KOTOpbIe

TIOJDKHO BO3HUKATH COObITHE (CM. PucyHok 184).

3apaTh NEPHOAWYHOLTD
INOETOPATE  EXErOgHO b
Kamn i 1% roa
KasabiiA = w
0  wropoi ~ BropHuk v
Hoabpe

Pucynok 184 - Hactpotika exxerofHOro moBTOpeHuUsI
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[Tpn nmr060M KM3MeHeHMM IIapaMeTpPOB IepUOJMYHOCTH Ha maHenu IIpegBapuTenbHBIN

npocMoTp OyayT BbljlesieHbl THU, B KOTOPbIe JaHHas 3ajiladya Oy/ieT IIOBTOpeHa.

9.5.3 Hacrpoiika nIpuBaTHOCTH 3aiauH

J1J1s1 HACTPOMKM NPUBATHOCTHU 3a/1a4X BBITIOJIHUTE OHO U3 CJIeIIOUIUX JIeWUCTBUM:
— BbIbepuTe MyHKT KoMaHAHOTro MeHIo HacTporiku > IIpuBaTHOCTB;

— HdXMHTe KHOIIKY ﬁ MpueatHocTs ¥
B nosBuBIIEeMCS cricke BbI6epI/ITe THUII IIPUBATHOCTH, UCXOOA U3 CJIeAYIOINUX BAPUAHTOB:

— ny6am4Hoe cobbITHeE;
— IIOKa3bIBaTh TOJIBKO JIaTy U BpeMs;

— JTAYHOe COOBITHE.

9.5.4 JlobaByieHHe BIIOKeHHI B 3a/1a4y

Cy1iecTByeT BO3MOXXHOCTb JJOOABIeHUS BIIOKEHUH B 3a/1a4y. THITBI BIIOXKEHUIA:
— (paiin;

— CCBLJIIKA Ha BE6-CTpaHI/II_[y.

HJ’[H BJIOKeHH A (l)aﬁHOB B 3d/1la9y HAXMHTe KHOIIKY @J MNpukpennte  ga  maHeH
pelaKTUPOBAHUS 3a1d9H. B OTKPBIBIIEMCS CUCTEMHOM [JUdJIoTre BbI6epI/ITe Cl)aﬁﬂ, I1ociie BbI60pa OH

Oynet oTobpakeH B naHesiv Brioxenust.

Jlyist Toro, 4ToOBI TPUKPENUTh BeO-CTpaHUITY K 3ajiade, BbIOEpUTE OJIMH W3 CJIeTYIOIIUX

CIIOCO0OB:

— BeiOepuTe MyHKT MeHI0 HacTpoiiku > Ilpukpenuts > Beo-cTpanuiy;

— Ha IaHeJIM BIIOXKeHUM OTKpoWTe KOHTEeKCTHOe MeHIO, 3aTeM BblbepuTe MyHKT

IIpukpenurs Be0-cTpaHHILY.
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B otkpsiBIIEMcs 1HUaiore BBeiUTe afipeCc BeO-CTpaHUIlbI, OHA OynieT oToOpakeHa B MaHeU

Bnoxenus (cMm. Pucynok 185).

Onucanne:  Bnoskenwa (3 YuacTHuewm (1):

1.html
hmtoggle_arrow.gif

mycffice.ru

Pucynoxk 185 - Ilanesnb Bo)xeHUH B peJaKTOpe 3aa9u

Ilo HakaThiO HpaBOﬁ KHOIIKHM MbBIIIIK Hd HKWMeHHW BJIOXKEHHSA Hd OKpdHe BO3HHKAET

KOHTEKCTHOe MeHIO, CoiepixKalllee Ciieayrolane 3JIeMeHThI:

— OTKpBITH - daisl OyeT OTKPLIT B COOTBETCTBYIOIIEM IPUJIOXKeHHH, CChUIKa Ha Beb-
CTpaHHIy OTKPOETCSI B CUCTEMHOM Opaysepe, TO ke caMoe JelCTBHe IPOU30HAET IIPU

JIBOMHOM KJIMKe Ha BIIO>KeHUe.
— CoxpaHHUTB - OyZieT OTKPBIT CUCTEeMHBIM JUAJIOT COXPaHeHUs! BIIOXKeHHs Ha JIUCKe.
— KonmupoBaTh cchIIIKY - B Oydep obMeHa OyieT CKOIIMpOBaHa CChIJIKA HA BIIOXKEeHHUe.
— Yaanurs - BlioXXeHHe OyzieT yAajieHo U3 3a/1a4u.

— Yaanuth Bcé - Bce BIOXeHHUs OyIeT y/iajeHbl U3 3a/laui.

9.5.5 IIpuopureT 3agauu

Jns Toro, 4Tobbl HACTPOUTH NMPUOPUTET 3ajjaud, BblOepuTe NMyHKT MeHI0 Hacrpoiiku >

HpI/IOPI/ITET. B OTKPBIBIIEMCH CIIMCKe BbIﬁepI/ITe OIVH W3 BAPHUAHTOB IIpUOpUTETA:

— HU3KUH;
— OOBLIYHBI;

— BBICOKHH.

9.5.6 CoxpaneHnue 3aa4u

Il coxpaHeHusl HOBOM 3a7Jlauy Ha MaHeJIM peJJakKTHPOBAaHUSI 33/1a4M BblOepUTe IMyHKT MEHIO

3a11aqa > COXpaHHTB. HJ’I?I COXpaHEeHHA 3d[ld9¥ W 3dKPbITUA OHdJIOra BbI6epI/ITe IIYHKT MEHIO
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3amaua > CoxpaHHTB H 3aKPbITh, JIN00 HAXKMHUTE KHOIIKY [ Coxpasiume u sakpers |

9.6 PegakTupoBaHue 3aauu

J171s1 peJaKTUPOBAaHUS 3aJ]laY¥ BBITIOJTHUATE OJJHO M3 CJIeIYIOIIUX JIeUCTBUN:

—Ha Ilanemn MepompusaTHH BbiOepuTe 33/laduy B CIIMCKe, Ha)XMUTe IIPAaBYIO KHOIIKY
MBIIIIU U BBIITOJIHUTE MMYHKT MeHI0 O TKPHITH 3a/1avy;

—Ha Ilanesm MeponpusTHii BbiOepUTe 33/lady B CIIMCKe, COBepIIrTe JIBOMHOU IeTY0K
JIeBOM KHOITIKOM MBIIIU;

— Ha MaHenW 3aja4M BbIOepUTe 3alliCh B CIIMCKe COOBITHH, IS 3TOT0 HaXXMHUTE KHOIIKY

# Mpaexa

— Ha IIaHeJIr SaHa‘II/I HAXXMUTE Ha 3d1a1y JIIBOWHBIM I1IeJTYKOM MBIIIIH;

— Ha IIaHeJIn 3a11atm BbIﬁepI/ITe 3dIlIUCh B CIIMCKE 3a[1d4, HA’KMHUTE [IPABYIO0 KHOIIKY MBI

¥ B KOHT@KCTHOM MEHIO BBIIIOJIHUTE ITYHKT MEeHIO OTKpBITI: 3a/iavy.

Ha »odkpaHe oOTKpoeTcsi [AWanor peJaKTHPOBaHHS 3ajladyd. Ero BHeIHWW BUJ U

qJYHKLII/IOHaJ'IbHOCTb dHAJIOTUYHBI JUAJIOT'Y CO30dHHKA 3a1d49H.

9.7 Yaajnenue 3agauu

Ji1st ynaneHus 3aJlauy BBIIIOJIHATE OIHO U3 CJIeJTyIOUMX JIeMCTBUM:

—Ha [laHeny MeponpusTHUi BbIOepUTe 3ajjady B CIMCKe, 3aTeM Ha)KMHUTe IIPaBYI0 KHOIIKY

MBIIIHN U BBIIIOJTHUTE ITYHKT MEeHIO YIIaJII/ITb 3a/1avy;

— Ha [lanenu MeponpusaTuii BelbepuTe 3a7jaqy B CIIMCKe, HaxmuTe kiaBuily Del;

— B Cnmcke 3aj1a4 BeIbepuTe 3aj1avuy, HaXXMUTe kiasuiiry Del;

—B (Cnoucke 3ajilad BbibepuTe 3ajjady, Ha I[IAHEJM HWHCTPYMEHTOB HAXXMHUTe KHOIIKY

]m' ¥aanute

— OTKPOUTE [UaJIOT PeIaKTUPOBAHMUS 3a1aUM, HAXKMHUTE KHOIKY [ ¥aannrs
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9.8 Ilaness MeponIpUATHIA

OTkpoiiTe aHe b MEPOIIPUSTHN Ha MMaHe M 3a7a4 OJHUM U3 CJIeYIOIIMX CII0COOO0B:

— BbIOEpUTe TMYHKT KOMaHAHOTO MeHIO Bug > Meponpusatua > Iloka3pIBaTh

MepOIIPUSTHSI;

—Ha [aHeJM WHCTPYMEHTOB HaXXMWUTe KHOIIKY BbI30Ba MeHIO — (MeH0 MoiOduc

Iloura), B mosiBuBIIEeMcsi MeHIO Bbibepute Bupm > Meponpusatusa > IlokasbIBaTh

MepOIIPUSITHSI;

lal
— B HIDKHEM IIPAaBOM YTJIy 5KpaHa Ha CTPOKe CTAaTyCa HAXXMUTe KHOIKY (28 Meponpustua A

— gaxxmure F11.

B npaBoit 4acTv OCHOBHOI'O 3KpaHa OTKpOeTCs IaHejlb MepoIpUSITU, KOTOpasi, B OTIMYHe

OT IIaHeJIW MepONpUITUH KajleHapsl, 0TobpaXkaeT TOJIbKO CIIUCOK COOBITHM.

Cy1ecTByeT Tpy BapyaHTa OTOOpaXkeHHsl CIIMCKa COOBITHH:

Jenn

Pexxum BkitoyaeTcsi B koMaHAHOM MeHI0 Bua > Meponpusatusa > IlokasbiBath Jenb. Ha

JKpaHe OTODOpa’kaeTcsl YIpaBISIOIIAs IaHesib OoToOpaXkeHWs M BBIOOpa IHS, a Takke TaHeJb
COOBITHIA TIaHeb COOBITHH, KOTOpas COMEPXKUT CIUCOK COOBITUH Ui BBLIODAaHHOTO JIHS.
Hcnonb3yiiTe KHOMKM < WU >, a TakKXKe KaJleHJaphb [JIs TepeK/IIoueHus] TeKyIed JaThbl.

(cm. Pucynok 186).

14I1|-| LI = I

HorGpb 2022 HH 46

Eg Hoeoe cobbimue

CerogHa
JaeTpa

11:00 MNpoerT 1
12:00 O6zop

NMpegcroawme (5 gHEH)
17 HoAdpAa 2022 r. 14:15
Ges_HaseaHWA

Pucynok 186 - Pexxum otobpaxkenus [leHb

Kanennaps

Pexxum Bkitodaercs B KoMaHOHOM MeHI0 Bup > Meponpusatusa >  Iloka3siBaTh

KajeHgapuk. Ha skpaHe oTtoGpa’kaeTcsi ympapisiolasl MaHejb OTOOpakeHUsI W BbIOOpa JHS, a
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TaK>Ke ITaHeJIb COOBITUH IaHesb COOBITUIM, KOTOpasli COJEP>KUT CIIMCOK COOBITUM ISl BBIOPAaHHOI'O
nHs. Hcrionb3yiTe KHONKA < M >, a TakXe KaJleHJapb I IlepeK/IloYeHUs TeKyller aThl.

(cm. Pucynok 187).

< Hoaps > € 2022 >

Mu Br Cp 4r M Co Bc
1 3 4 5 &
7 B 9 0 11 12 15
14 15 16 17 18 19 20
21 22 23 24 I 2w 7
28 29 30

Ilﬁg Hoeoe cobemue

Cerogua
JaeTpa

11:00 NpoerT 1
12:00 O6zop

NMpegcroawme (5 gHEH)
17 HoRGpa 2022 . 14:15
bes_HaseaHWA

Pucynok 186 - Pexxum otobpakenust Kasenmpapsb

ToabKO CIMCOK COOBITHIA

Pexxum BkitoyaeTcss B KoMaHAHOM MeHi0 Bup > Meponpusatua >  Hwudyero He

noka3epIBaTh. Ha skpaHe oTOoOpakaeTcst TOJIbKO CIIMCOK COObITUH (cM. PucyHnok 187).

I'ﬂg Hoeoe cobbmue

CerogHa
JaeTpa

11:00 NpoerT 1
12:00 Odzop

NMpeacToAwmMe (5 gHER)
17 vorbpa 2022 r. 14:15
bez_HazBaHWA

Pucynoxk 186 - Pexxum oTobpakenust TOIbKO CIIICOK COOBITHIA

-
Jly1st co3maHusi HOBOTO COOBITHSI HaXXMHTE KHOIIKY Eg Hoeoe cobumie OTKPOETCSI JIhAJIor

CO3IaHMs HOBOTO COOBITHSL.
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B cnucke coObrTuin BbI6epI/ITe CO6bITI/Ie, npaBoﬁ KHOITIKOM MBIIIIM BBI30OBUTE KOHTEKCTHOE

MeHIO, B KOTOPOM OYAYyT AOCTYIIHBI CJIeJTyIOlHe KOMaH/Ibl:

— OTKpBITH.
— IIpeo6pazoBats B (Coobienue, 3agauy).

— Ynanute cobritue Del.
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10 UIBBEHIEHM S O COBBITUAX U 3AJAYAX

B ciyyae, eciv HacTymaeT CpOK OIIOBeIIeHMs] O COOBITUSIX WM 3a/ladyax, BO3HUKAIOT
HallOMWHAHUS W YyBeJIOMJIeHMS, HACTPOMKM KOTOPBIX IIpMBelleHbl B pasfeslax HaCTPOUKHU

HAaIlOMUHAHMWM, HACTPOUKU YBEeJIOMJICHUMH.

Ilpy BO3HMKHOBEHMM COOBITMSI WIM 3aJjaud B CJllydyae, eCJIM ObUIM YCTaHOBJIEHbBI
COOTBETCTBYIOIIe HACTPOUKHU:
1. BosHuKaeT 3ByKOBOU CUTHAI

2. Ha oskpaHe BO3HMKaeT CHCTEMHBIA JMAJIOr C HAallOMHWHAHHWEM O COOBITHUSX / 3ajjadax

(cm. Pucynok 187).

Moura gna «alexandr.smirnov@techwr.myoffice ru= noayunn 1 Hoeoe c... o
Hanommnanme o sagaue «Cobpats coegennn o by Office Reminders
NECHeaHMH 2afaqaxs:

LODpaTE CBEgEMAR O MDCAEHHEE 330343
Pucynok 187 - CructemHas maHeJlb ONIOBeIeHUsI O COOBITUY / 3a7a4e

3. Ha skpaHe BO3HMKaeT JuajioroBasl NaHeslb, COZep>Kalasi HAllOMUHAHUS O COOBITUSIX /

3aymavax (cm. Pucynok 188).

L 4 nanomunanna — O >
LET OTnosnTe Ha v
& HorBpa 2022 r. 11:30 - 12:30
MNoapobHee... 3 muHyT
10 runHyT
CoBpaTe CEEAEHHMA & NOCNEIHMY 33834ax 9H 5 o
3agava Anekcanapa 11 H 30 munyT
45 puHyT
TecTMpoBaHWE NPUACHKEHWA MH
1 yac
2 yaca
1 aeHB
o L
OTNo®NTE BCE HA Y il MARYT v X

Pucynoxk 188 - Ilanenb HarlOMUHAHUS O COOBITHSX / 3aJladax

BbI6epI/IT€ CTPOKY B CIIMCKe, HdXMHUTe HOHpOﬁHEB... IJid OTKPBITUA JWAaJIOTOBOU IaHeJIn

peIaKTUPOBaHU COOBITHS / 3aauu.
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[Tpy Heo6x0IMMOCTH OTJIOXKUTH WIX NPeKpaTUTh COObITHe WX 3a/lavy, BblOeprTe CTPOKY B

CIIMCKe, Jlajiee HAXKMUTe KHONIKY OTJioxkuth Ha uinu IlpekpaTuTs.

ITpu HEOOXOAMMOCTHU OTIOXUTh WM MPeKPaTUTh BCe COOBITHSI WM 3a[aud, UCIOJIb3yiTe

KHONIKA OTJ/IOKHTE BCe Ha WIH HPEKpaTI/ITL BCe.
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11 AJPECHAS KHUT'A

11.1 OTkpeITHE aZIPECHON KHUTH

YT06BI OTKPBITE a/IpECHYI0 KHUTY, BBIIIOJIHUTE OIHO U3 CJIeIyIOIIKX J1eMCTBUM:

— BbIOepuTe ITyHKT KOMaHAHOTO MeHI0 IHCTpyMeHTHI > AfipecHasi KHUTa;

— Ha [IaHeJIM MHCTPYMEHTOB Ha>XMHUTe KHOIIKY EI AppecHan kHura ;

— Hd I[IdHeJIM WHCTPYMEHTOB HAXXMHTe KHOIIKY BbI3OBd MEHIO

— (menro MoiOduc

HO‘ITa), B ITOSIBUBIIIEMCSI MEeHIO BbI6epPITe I/IHCTPYMEHTI)I > A,z[pecnaﬂ KHHUTQ,;

— gaxxmure coyetanue kjasuil Ctrl+Shift+B/ { Shift+3Cmd+B.

AﬂpeCHaﬂ KHHI'a OTKPOETCS B HOBOM OKHe.

11.2 O630p unTepdeiica aapecHOl KHUTH

[laHesnb ajipecHOM KHUTH BBITVISIIAT CIIeAYIOIMM 06pa3om (cM. PucyHok 189).

daiinoBoe MeHKW  AfpecHble KHUMM  [laHenb UHCTPYMEHTOB CNMUCOK KOHTaKTOR

JaHHbIe KOHTaKTa

Q AppecHan KHura

dain MNpaska Bwa MHCTpymeHTm  Cnpasia

@ HoBblil KOHTAKT ~ i— CrMCOK KOHTRKTOB “_} CUHXpOHW3ELMA

£ Vma unu e-mail a

m|

fpec

s

Wma SNeKTPCHHAA NoYTa
-~ 8 Brce anpecHbie KHAMM

B JiMunan aapecHan KUK

Elena Smirnova elena smimova@techwr. myoffice.ru

A | Opranw3auma | Pab

AnexcaHap CMHpH... alexandrsmirnov@techwr.myoffice.ru MyOffice

MyOffice

WM Te...

8 MowOduc (My AddressBook)
AnekcaHap CMUpHOB

InobansHan agpecHas KHMra

8 CofpaHHbie agpeca

KoHTaKTHble laHHble

Mouta

BHEI{TPOH HaA nouTa.

alexandr smirnov@techwr.myofficeru

Brero KoHTaKTOE B SIWuHan agpecHan KHwra: 2

Pucynok 189 - AnpecHas kaura

11.3 KomannHoe MeHI0 aipeCHOM KHUTU

KomanaHoe MeHI0 afjpeCHOM KHUTH BBITJISIIUT cliefytomuM obpasom (cm. Pucynok 190).
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& AapecHan KHUra — [} s

®ain Mpaeka Bupa MHCTpymeHTH  Cnpaska

@ HOBGINM KOHTAKT  i— CNMCOK KOHTAKTOS ‘f} CHHXpoHUMsaUMA O ma wim e-ma anpec

Hma JNeKTPCHHAA NoYTa A | Oprasn3auna PaBoumid Te... B
~ 8 Bre aApeCHbIE KHHMM

AnexcaHap CMUpH... alexandr.smirmov@techwr. myoffice.ru MyOffice
B Nwunan agpecHan KHWRE

Elena Smirnova elena.smimova@techwr.myoffice.ru MyOffice

B MoitOduc (My AddreszBook)
AnexkcaHpp CMUpHOB ”

InofansHan aapecHan RHUra

B CobpavHbie agpeca

KOHTaKTHble laHHbIe

Mouta
BHEI{TPOH Haf noJTa:
alexandr smirnov@techwr.myoffice.ru

Bcero kOHTAKTOS B JIM4HaA 3APECHaA KHMMA: 2

Pucynok 190 - KomaH1HOe MeHIO aipeCHOW KHUTH
11.3.1 dPaiin

Mento dPaiin cofepXXuT ciiefyroliye KOMaHIbl:

1. COBI[aTI) — IIpH BI)IﬁOpe JIAHHOM KOMAaHbI OTKPbIBAE€TCA IMOOMEHIO CO ClieyolnrMHU

KOMaHIaMU.
e KonrakT agpecHoit kauru Ctrl+N/$Cmd+N — co3gaTh HOBbIN KOHTAKT;

e Cniucok PACCBLJIKHM — CO31dTh HOBBIM CITMCOK PACCHUIKU;

e AnpecHYI0 KHUTY — CO3/1aTh HOBYIO aJIpECHYIO KHUTY;

e Anpecnyro kaury CardDAYV - co3nate HOBYIO ajipecHyto kHury CardDAV;
e Karanor LDAP — co3pnats HOBBIM KaTasior LDAP;

¢ CoobmeHue — co3iaTh HOBOe COODIIeHHe.

2. Ileuarp koHtakTa Ctrl+P/$Cmd+P — OTKpbIBaeTCsSI CUCTEeMHBIM JUAJIOT ISl Med4aTh

TeKyIlero KOHTaKTa.

3. IleyaTh ampecHO KHUI'H — OTKDPLIBAETCS CUCTEMHBIA UAJIOT i MevYaTd aJpeCHOM

KHHUT'HU.

4. 3akpbrTh Ctrl+W/:Cmd+W — 3aKkpbITHe OKHA afipeCHOW KHHUTH.
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11.3.2 IIpaBka

Mesnro IIpaBka cogepXxuT ciielyIoliye KOMaH/Ibl:

1. Ormenuts Ctrl+Z/2Cmd+Z — oTMeHUTD NOC/IeIHee BbIOpaHHOe JIeMCTBYe.

2. IloBToputs Ctrl+Y/$2Cmd+Y — noBToputs nocsuegHee BEIOpaHHOe JIeMCTBUE.
3. BeipesaTts Ctrl+X/:Cmd+X — BbIpe3aTh BbiZleJIeHHbIN TEKCT.

4. Kommposartsp Ctrl+C/$Cmd+C — KonmupoBaTh BbIJIeJIEHHBIN TEKCT.

5. BcraBurs Ctrl+V/2Cmd+V — BcTaBuTh TeKCT U3 Oydepa obMeHa.

6. Ynmanuts koutakT Del — ynaneHuve TekyIiero KOHTakTa.

7. Beimesmts Bcé Ctrl+A/$2Cmd+A — BoljejieHUe BCeX KOHTAKTOB.

8. Ilouck anpecoB Ctrl+Shift+F/ Shift+Cmd+F — oTkpbiTMe MaHenu IIOMCKA B
aipeCHO KHUTe.

9. CsaoiictBa agpecHoii kHuru / koHrakTa Ctrl+l/$6Cmd+I — oTkpbITHe mnaHenn

pelakTUpOBAaHUS KOHTAKTA JINOO MMeHH aflpeCHOM KHUTH.

11.3.3 Bun

Mesrio BI/II[ COJepKUT cjieayromnye KOMaH/Ibl:

1. IlaHen MHCTPYMEHTOB — IIPU BbIOOpe JAaHHOW KOMaHIbl OTKPBIBAETCS MOJIMEHI0 CO

CJleyIOIMrMHU KOMdHIdMHU:
o ITanenn MeHIo — HOKHSHTB/CKprTb IIaHeJIb MeHIO;

e Ilanens ajnpecHO KHUTM — TOKA3aTh/CKPBITh TaHeNb WHCTPYMEHTOB aJ[pecHOM

KHUTH,
¢ CTpoka coCTOSIHUS — [10Ka3aTh/CKPHITh CTPOKY COCTOSTHUS;
e HacTpouTs — OTKpBITHE AUAIOTOBOT0 OKHA HACTPOeK MaHeJ I UHCTPYMEHTOB.

2. PazouBka okHa - npunu BbI60pe JAHHOM KOMaH]IbI OTKPpbIBA€TCd IIOJMEeHIO0 CO

CJIeAyIOMMMU KOMaHlaMU:
e Ilanenb KaTaIOroB — MOKA3aTh/CKPBITh MTAHEJb KaTaJI0r0B;
¢ ITaHesb KOHTAKTOB — I10KA3aTh/CKPBITH MTaHEJIb KOHTAKTOB;
3. IIoka3pIBaTh MM KaK — BbIOOp BapraHTa OTOOpaXkeHUs UMEeHU;

4. CopTHpOBKA — BLIOOD THITAa COPTUPOBKH KOHTAKTOB.
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11.3.4 UucTpymeHTHI

Mento MHCTpYMEHTHI COJIEP>KUT ClIeAyole KOMaH/Ibl:

1. Iloura m rpynnsl HoBocTel Ctrl+1/#Cmd+1 — mepexon u3 okHa cOOOIIeHUSI K
ocHOBHOMY 0KkHY MonOduc [Toura.

2. VIMmopT — OTKpbITHE IUAJIOrOBOM MTaHeIM UMIIOPTa aApeCHOM KHUTH.

3. DKCHOPT — OTKpbITME CHCTEMHOIO jyajora Bblbopa ¢aiiyia [yl 3KCIopTa ajgpecHOM

KHHUT'HU.

4. HacTpoiiku — iepexo/i Ha KpaH HACTPOUKHW COCTABJIeHHUS U aJipeCallyy.

11.3.5 CopaBka

Mento CipaBKa COIEPXKUT CIIeYIOIIe KOMaH/IbI:

1. CopaBka o MoitO¢uc IlToura (F1 / ¥Cmd+/) — OTKpbITHE B OTIEJNLHON BKJIAJIKe

PyxoBopctsa Ilonb3oBaressi.

2. Undopmanus s peleHusi mpobjieM — OTKpbITHe TexXHUYeCKOW HH$OpMaIuy,

II0JIe3HOM /IJIs pellieHus IpobiieM.

3. O mporpamMMme — OTKpBITHE JUAJIOTOBOTO OKHA C MHOpMaIell 0 BepCrH, IIPaBOBBIMU

yBeJOMIJIEHUAMY, YCIIOBUSIMH NCIIOJIb30BAHUS.

11.4 Co3panue KOHTaKTa

):[JIFI CO3[1aHMA KOHTAKTA BBIIIOJIHUTE OJJHO M3 CJIeAYIOIUX JIIeUCTBUM:

— B KOMaHJIHOM MeHIO OCHOBHOI'O OKHA IpWiIoXKeHUs BbiOepute nyHKT Paiin > Co3gars >

KonTaKT afjpecHo KHHUTH;

— B KOMaHJIHOM MeHIO aJIpeCHOM KHUTH BbiOepuTe MyHKT daitn > Co3gars > KonTakT

aJIpecHOM KHHTH;

— Ha IaHeJIM UHCTPYMEeHTOB a/IpeCHOM KHUTYU HAXXMHUTE KHOIIKY (*) Howeii konrakr

—Ha MaHeJd CO CIIMCKOM aJ[peCHbIX KHHUT BBI30BUTE KOHTEKCTHOE MEHIO U BBI30OBUTE
koMaHly Co3aaTh KOHTAKT;

— Ha MMaHeJM aJipeCHOM KHUTH HakMUTe codetanue kiaBuil Ctrl+N/$Cmd+N;

— YTOOBI I[O6aBI/ITb KOHTAKT IIpU IIPpOCMOTpPe BXO,I[SIH.IQFO/OTI’IPEIBJ'IEHHOFO C006H_IeHI/IH (ECJ'II/I

OH ellle He HaXOJUTCS B aflpeCHOM KHUTE), BBITIOJIHUTE CJIeAyIolIye IeUCTBUS:
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e B 00/IaCTH MPOCMOTPA COODIIEHHUs IIEJKHUTe MPaBOM KHOIIKOW MBIIIK 10 aJipecy

3JIEKTPOHHOM MOYTHI, KOTOPBIN HE0OX0IUMO J00aBUTh B aJ]PECHYIO0 KHUTY;

® BBITIIOJIHUTE KOMdHAY KOHTEeKCTHOI'O MeHIO HOGHBI/ITB B a4/ peCHYH0 KHUTIY. B
CJlly4dae, eCJIM KOHTAKT YyXe HaXOJUTCA B alIPECHOfI KHUTe, JAHHOM KOMaHJbl He

OyZleT B KOHTEKCTHOM MEHIO.

Ha SKPdHe IIOSIBUTCA NUAJIOTOBAA IIdHEJIb CO3dHUS KOHTAKTAd, COCTOLAIldsd U3 CJIeAYIOIINUX

3dKJIaJJOK:

11.4.1 O0mmue cBegeHN KOHTAKTA

Ha nanenu pepaktupoBanus Konrakr (cMm. Pucynok 191) 3anonHute ciiefyromye mois:

1. Wms, pammnust, HacTporKa OTOOpa>keHusl.
IIceBmouum.
OCHOBHOMH U JIOTIOJTHUTEJIbHBIM ajJipeca 3J1IeKTPOHHOM IOYTHI.

[IpennourtaemMselii popmat MOTydeHUs! TIOYTHI.

SANEE R

Howmepa tenedoHOB: pabounii, momaniHuu, dakc, neumpkep, MOOHUIbHBIN.

B Homwili xovmakr 4

DofasuTe e E Jusitan APECHAA KHWMA b

Konracr  fuswoe  Pafouee [Npouee  Yar Qoo

s
DarananE
Orofpamats xax
Eger..u MEMGALEOBATE nmﬁpaxaeuue WA BEMECTS MMEHW M3 Zaronoexa
ConGLLLEHAR
MoengoHnre

IPEKTPOHHAR NOWTE

Hon. agpec 3AEKTPOMNROA NOYTEE

Hean & ware

PaBausit
Aosawrmwi:
Page:

MpegnourTact NOQTYHATE NOYTY B :pupuan:: Hepzsectro v

Orriena

Pucynok 191 - Ilanenb pelakTpoBaHUS OOIIMX CBe/IeHUH KOHTaKTa
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11.4.2 JInuHble cCBejeHUA KOHTAKTa

Ha nanenu penaktrpoBanus JInanoe (cMm. Pucynok 192) 3anonnure ciegyroniye moss:

1.

N o v~

Anpec.

Fopog.

Ob6macTb, Kpai.
CrpaHna.
[TouTOBBIM UHJIEKC.
Beb6-cTpanuria.

HaTa poxaeHusl.

B Homwii xonmakr

OoGasnTe e: E JuHan AQECHAA KHHMA b

Foprar  Muawoe  Pafowee  [Mpomes Mgt doro

Aapec: | I

Fopog:
QEnacTe, Kpadi: Moumonwil MHEKC

Crpana:

BeG-crpasmaya;

Devin posgenan: | Mecay = DeHe ¥ loa i Boapac: |Boap o

QK Criena

Pucynok 192 - IlaHenb pelakTMpOBaHUS JINYHBIX CBeIeHUM KOHTaKTa

11.4.3 PaOboune cBegeHHS KOHTAKTa

Ha manenu pepaktupoBanus Pabouee (cm. Pucynok 193) 3amonHuTe ciieiyroriye moJst:

1.

2
3
4.
5
6

JIOJIDKHOCTB, OTZes1, OpraHu3alusl.

. Anpec.
. T'opog.

O6mnacTb, Kpay.

. CrpaHna.

. Beb-ctpanuna.
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B Homwii covakr 4

DoGasuTe e E Jssitan ADECHAA KHATA b

Kograer  fusynoe  Pafouee [Npoyee  Yar Qoo

AomimocTn: | | Oxgen:

CIpraHyzagmn;

Agpec:

lopoa:
QBnacTs, Kpai: Movuroepi gHaerc:
Elp.mu:

Bef-cTpanmua:

I o

Pucynok 193 - Ilanens peiakTripoBaHusi pabounx CBeJleHU KOHTaKTa

11.4.4 IIpoyue cBeeHNs1 KOHTAKTa

Ha manenmu penmaktripoBanusi IIpouee (cm. PucyHok 194) 3amonHHWTE IOMOIHHUTEIbHBIE
T0JIsl ¥ 3aMETKHU.

B, Howwid sovmakr 4

DoBaenTs e E MNMusitian AADECHAR KHATA b

Kopraer  fuunoe  Pafouee  MNpoyee  Yar  Dore

poseet: )

Mpouee 2:
I'Ipnu“ EL
Mpouee 4:

Sameno

QK Ormena

Pucynok 194 - [lanenb pelakTHPOBaHMSI IOTIOJTHUTENIbHBIX CBEJIEHUM KOHTAKTa

11.4.5 IlapameTpsI 4yaTOB

Ha manemm penmaktupoBanuss Yar (cMm. Pucynok 195) 3amonmuute — ciienyroliue
UIeHTUDUKATOPHI KOHTAKTA B YaTaX:

1. Google Talk
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AIM
Yahoo!
Skype
QO

MSN
ICQ
Jabber ID

© P N e N

[IceBmouum Ha IRC

B Homwii kovnmakr

DoGasmTe e E Jusitan ADECHAA KHHMA b

Kopracr  Muysoe  Pafouee  [Mpowes  HYagr $gro

Google Talk: ||

All:

¥ahoo!;

Sype:

o

PASH:

[lae”

Jabler [D:
Mcesgormm Ha [RC:

Cithiena

Pucynok 195 - Ilanenb pefakTHpOBaHMs ITapaMeTPOB YaTOB

11.4.6 Poto

Ha mnanemu penaktupoBanusi dPoro (cm. PucyHok 196) Bwibepute u3o0OpakeHue s

aBaTapa KOHTAKTa:

1. CraHpapTHBIE BAPHAHTHI 110 YMOTYaHUIO.
2. Bribop ¢$oTO € 10KaIBbHOTO AXCKA KOMIIBIOTEpa.

3. Bribop doTo u3 uHTEpHEeTAa.

Takoke Bbl MOXeTe TepeTalUTh GOTO U3 CUCTEMHOT'0 OKHA Ha IaHesb auasnora Poro.
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B, Homwii sonrakr 4

DofaenTe e E Mssitan ADECHAA KHWFA b

Kegraer  fuunoe  Pafouee  [Npoyee  Yar  Qoro

D) Cramnapmioe doro

Ha aTom kornbroTepe
Ofzop
B Wmmepmete

Beragete win Habepure eet-agpec dorarpadnm OfnosnTe

MepeTawgpme crofa Hopge GoTo

Pucynok 196 - Ilanens peaktripoBaHusi $OTO KOHTAKTa

11.5 Ypanenue KkoHTaKTa

KoHTakT  MOXHO  yHajquTh B aJ[peCHOM  KHWAre  WIA  TOpU  [IPOCMOTpe

BXO/ISIIIET0/OTIIPABJIEHHOT'O COODIIEHUS.
YTo6bl yHAIUTh KOHTAKT B aJIpECHOM KHUTe, BLIIOJIHUTE CIIeAYIOIHe 1efCTBHUS:

1. BbIJIEJ'[I/ITe KOHTAKT B HHPECHOfI KHHTIe.

2. BpimonHUTE KOMaHy yAaleHus OJHUM U3 CJIeyIOMHX CIIOCOOO0B:

— BbIJIeJIUTe KOHTAKT MPABOM KHOIMKOW MBIIIA U BBIIOJIHUTE KOMaHAY KOHTEKCTHOIO
MeHI0 Y IaJIUTh,

— BbIbepuTe NyHKT ¢ainoBoro MeHo IIpaBka > YmajauTh KOHTAKT;

—B o0OnacTtu IMIpOCMOTPAa [HOAHHBIX KOHTAKTd HAXMUTE KHOIIKY M (YIIEIJII/ITB

KOHTAKT).

3. Ha skpaHe nosiBUTCS 1yasior Y pajieHue KOHTAaKTa, Haxkmute KHOky OK.

Tak>ke BbI MOXKeTe YAdJINTb KOHTAKT Ha>XdTHeM KHOIIKH Del B okHe aHPECHOﬁ KHHUT'H.

YToObl yAQIWTD KOHTAaKT IIPM IIPOCMOTpPE BXOJSIIero/oTIpaBIeHHOI0 COOoOIIeHus,

BBITIOJIHUTE CJIeAYIOle JeUCTBUS:

1. B obmactu mpocmoTrpa COOOIIeHHs IIeJKHUTe MPaBOM KHOMKOM MBI 10 UMeHU

KOHTaKTa, KOTOPbIH HEOOXOIUMO yIaIUTh.
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2. B Clly4dae, eCJI1 UMs KOHTAKTa HAXOOUTCSI B aﬂPECHOI;'I KHHUI'€, BBIIIOJIHUTE KOMAHIOY

KOHTEKCTHOTO MeHIO PelaKTHpOBaTh KOHTAKT.
3. B oxHe VI3MeHeHHNe KOHTAKTa HAKMUTE KHOIIKY Y IAJIUTh.

4. B okHe npenynpexx/ieHus: 00 yajJeHr KOHTakTa Haxkmute KHOTIKY OK.

11.6 ITeuaTr KOHTaAKTa

Jl5is TipeiBapUTEIbHOTO IMPOCMOTPAa KOHTAKTa Iiepe]] Ie4aTbio, HACTPOWKH IapaMeTpOB

IevyaTd, a TakKxKe IleYaTh KOHTAaKTa OTKPOWMTEe aJIpeCHYIO KHUIY, 3aTeM BBIIIOJHUTE OIHO U3

CJIeyIOLINUX JIeMCTBUM:
1. B agpecHoil kHUTe BbIOepHTe KOHTAKT, BbIOEpUTe MYyHKT KOMaHAHOrO MeHio daitm >
IleuaTs KOHTAKTA.

2. B azpecHoill KHWTre BbIOepyUTe KOHTAKT, OTKpPOWTe KOHTEeKCTHOe MeHIO, BblbepuTe

komaHy IledyaTs.

Ha OKpdHeé OTKpOeTCd IIdHeJIb IpeABaApUTEeJIbHOTO IIPOCMOTpPpAa W II€4YdTHM KOHTAdKT4,

dHAJIOTUYHOe OKHY [1e4YdTh COO6H.[€HI/I$I.

11.7 PepakTHpoBaHHe KOHTAKTa

YTO6Bl U3MEHUTH [JaHHble CYIIECTBYIOIIEr0 KOHTAKTa, BBIIOJIHUTE OJHO U3 CJIeyOLUX
IeMCTBUM:
— B CIIUCKe KOHTAaKTOB a[PeCHOM KHUIU COBEepIIWTe ABOMHOM IIeTYOK JIeBOM KHOIIKOM
MBIIIY;
— B CIIMCKe KOHTAKTOB aJ[peCHOM KHUTU BbIOEpUTe KOHTAKT 1 Haxkmute Enter;
— B a[IpeCHOM KHUTe IeTYKOM ITPAaBOM KHOIIKW MBIIIN BbIJIEJINTEe KOHTAKT U BBITIOJTHUTE
KOMaH/ly KOHTeKCTHOTO MeHI0 U3MeHNTh KOHTAKT;

— B aJIpeCHOM KHUTe BblOepuTe NyHKT ¢daiioBoro MeHo IlpaBka > CBolCTBa KOHTAKTa;

—B o00JacTH TPOCMOTPAa MAAHHBIX KOHTAaKTa HAXXMUTE KHOIKY & (PemakTHpOBaThH
KOHTAKT);

— Haxxmure couetanue kjasuml Ctrl+I/#€Cmd+I;

—9TOObI  OTPEJIaKTUPOBAaTh KOHTAKT TIPHU ITPOCMOTPE  BXOJSIIEro/OTIIPaBIEHHOTO

COO6III€HI/I$I, BBITIOJIHUTE Cjieyroniye JeUCTBUS:
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1. B obnactu mpocmoTpa COOOIEHUs IIeJIKHUTe MpaBOM KHOMNKOW MBIIIA 10

HMMeHH KOHTaKTa, KOTOprI)'I HeO6XO)II/IMO NU3MEeHUTh.

2. B CjlIy4dde, eCjii UMs KOHTAKTAd HAXOOUTCA B anpeCHoﬁ KHHUI'e, BBIIIOJIHUTE

KOMdHy KOHTEeKCTHOI'O MEHIO PEHHKTI/IPOBHTB KOHTAKT.

3. B okHe I3MeHeHHe KOHTAKTa HaXXMHTe KHOINIKY VI3MeHHTb.

Ilocne BBITIONHEHUS  BBITIEONHCAHHBIX JEeCTBUM Ha OKpaHe OTKpOeTCsd IIdHeJib

peIaKTHPOBaHUs KOHTAKTA.

11.8 OTnpaBKa coo0IIeHNsI KOHTAKTY

Yrob6bl OTHPAaBUTH COOOIEHHe KOHTAKTY W3 a/IpeCHOM KHWIH, BBIIIOJIHUTE CJeAyIolye

JEeUCTBUS:

1. BeimenuTe KOHTAKT B aJIpeCHOM KHHTE.

2. OTKpOITe OKHO CO3/IaHUSI HOBOT'O COOOIEHUS OIHUM U3 CJIeyI0IIMX CIIOCOOO0B:!

— BbIbepuTe MyHKT KoMaHAHOTO MeHio Paiin > Co3gars > Coodmienue;

— BBbIJIeJTUTe KOHTAKT MPAaBOM KHOMKOW MBIIIA Y BBITOJIHATE KOMAHAY KOHTEKCTHOTO
meHio Co3gaTh coo0IIeHe;

—B 06/1aCTU IIPOCMOTPa [aHHBIX KOHTAKTA HAXXMUTe KHONKY [~] (OTHpaBHTBb
coo0IIeHue);

— B 00JIaCTH MPOCMOTpPA JaHHBIX KOHTAKTa KJIMKHUTE B 00JIACTh ajjpeca 3JIeKTPOHHOU
IIOYTHI;

— gaxxmurte couetanue kiaasuill Ctrl+M/$Cmd+M.

3. IlogroToBbTe M OTIpaBbTE NMCHMO TaK, KaK 3TO ONMCAHO B pasfese PelakThpoBaHue
coob1eHus.
11.9 ®unbpTpanys KOHTAKTOB

Hcnomne3yiiTe nosie BBoAa mabiioHa GUIbTPAa Ha IIaHEIW MHCTPYMEHTOB Ui QUIbTPALUU
crycka KOHTakToB (cM. Pucynok 197). BBenurte ¢parment mabioHa, B CIMCKe KOHTaKTOB

0TODOpAa3sTCs 3aMMCH, COOTBETCTBYIOIIIMe BBeJIeHHOMY TeKCTY.
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a3

Hmn A | INeKTpoHHaA NoYTa Opranwn3auma PaBouni TenedoH

AnekcaHap CMMpHOE alexandr.smimov@techwrmyoffi.  MyOffice

Pucynok 197 - ®unbprpanys KOHTaKTOB

11.10 ITouck B anpecHoii KHUre

,HJ'IH IIOHCKa aapeca OTKDOMTE aJIDECHYIO KHHUTIY, BbI6epI/ITe IIYHKT KOMdHJHOI'O MEHIO

IIpaBka > ITouck a/ipecos, 160 BOCIIOJIb3YUTECh coyeTaHUEeM KJIaBUIII

Ctrl+Shift+F/ ¢ Shift+3Cmd+F. Ha skpaHe nosBUTCS JMaJIOr IOMCKA B afipeCHON KHUTe.

11.11 Crcku pacchbUIKH

11.11.1 Co3maHue cnuckKa pacChbUIKH

YToObI CO3MaTh CIIUCOK PAaCChUIKH, BBHITTOJIIHUTE OJJHO U3 CJIeAYIONIMX AeMCTBUIA:

— Ha MaHeJI MHCTPYMEHTOB afipeCHOM KHUTHM HA)KMUTe KHOIIKy :— CMWCOK KOHTaKTOB

— B @[JpeCHOM KHUre IeJIYKOM [IPaBOM KHOIKW MBIIIU OTKPOUTE KOHTEKCTHOe MEHIO U

BbIOepuTe Co3aTh CIIMCOK.

Ha skpaHe OTKpoeTcsi AnaioroBoe OKHO CO3/IaHUSs CITMCKa pacchbuliku (cM. PucyHnok 198).
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HoBEbIA CNMooK pacceLikKm e
| fdoBapute B: | [lW4HaA afpecHan KHWIE b

WA cnmcka: ||

McesaoHMM CNMCKA:

OnucaHme;

BeeduTe agpeca, “Tobb A0BABNTE Mx B CNWCOK RACCEINKN;

a

Pucynok 198 - /lnanoroBoe 0KHO CO3[JaHUS CIIMCKA PACCHIIKU

3aroyiHUTe TOJIS: UM CIIMCKA, TICEeBIOHUM CITMCKA, ONMCaHue. BribepuTe aqpecHy0 KHUTY,
K KOTOpOU OymeT mobGaBjieH CITUCOK PACChUIKH. 3alOJHMTE ajipeca CIMCKA pacChulku. HoBbii

CIIMCOK PaCChUIKU OyJieT fobaBjieH B BHIOPaHHYIO afipeCHYI0 KHUTY.

11.11.2 N3MeHeHHe CIIMCKA PaCChLIKHA

YT0oOBI U3BMEHHUTH CIIHCOK PaCCBbUIKH, BbIIIOJIHUTE OOHO M3 CJIeJYIOIMUX JIeVICTBUM:

— Ha CHUCKe PAaCCBUIKUA a[[peCHOM KHUTU COBepIIUTe IBOMHOM IIEJIYOK JIeBOM KHOIKOHU

MBIIIIH;

— IIIeJT9YKOM npaBoﬁ KHOIIKHM MBIIIN BblIeJINTe CIIMCOK PACCBIJIKHM W BBIIIOJIHUTE KOMaHIOY

KOHTeKCTHOro MeHio UaMeHHTH CITHCOK;

— B a/lpecHOM KHUTe BblbepuTe NMyHKT daitiioBoro MeHio IIpaBka > CBoiicTBa cmHcka
PACCBHLIKH;

— gaxxmure couetanue kiaasuil Ctrl+I/Cmd+1.

Ha JKpdHe OTKpOETCd  OJUAJIOTOBOE OKHO pelJaKTUPOBdAHUA  CIIMCKA  PAdCCBbLIKA

(cm. Pucynok 199).
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HMamenuTe OTaen Kagpos *

WMma cnvcka:  Oraen kaapos
MceafoHMUM CNMCKa;

Onucanwne:

BEFE,B,?_!'I'E dApea, 0 (15T ,ﬂ,Dﬁ'aEHTb WMx B CHHMLOK patiblnki.

& elena.smimova@techwr. myoffice ru
£ alexandr. smirnovidtechwr myoffice.ru

Al

Pucynoxk 199 - J/InasioroBoe 0KHO peJaKTUPOBAHHSI CIIMCKA PACCHITKU

[Ipu He06X0IMMOCTH U3MeHUTe TOJIsI Auaiora U crucok paccbuiku. Haxkmute kHonky OK,

CoJiepKUMoe CITMCKd PdCCbUIKH 6YJIET 0OHOBJIEHO.

11.11.3 Yanenue cnmcka pacChbUIKHA

YToObI YHAIUTH CIMCOK PACCHUIKH, BBITOJHUTE OJIHO U3 CIIeYIOIIUX JIeMCTBUH:

- BbI6epI/ITe IIYHKT KOMdHJIHOI'O MeHIO aHPECHOfI KHUTHU l'IpaBKa > YHHJII/ITB CITHCOK;

—B anpeCHoﬁ KHUTI'e IIeJITYKOM npaBoﬁ KHOIIKHW MbIIIN Bblie/INTe CIIMCOK PACCBLIJIKKM U B

KOHTeKCTHOM MEeHIO BbI6epI/ITe Y,u;aJme;

— B a/IpeCHOM KHWTe IIeJTYKOM IpaBOM KHOIIKM MBIIIM BBIJIEJIUTe CIMCOK PAaCcChUIKU U
Haxmute kiaBuiry Del.
11.12 I'opsune kIaBUIIM aJpeCHOM KHUTH

CoueTaHMs KJIaBHIII JJIs1 OCHOBHBIX JIEMICTBUM C aJJpeCHOM KHUTOM:

e Ctrl+N/$2Cmd+N — HOBBIM KOHTAKT aJIpeCHON KHUTH;

e Ctrl+M/#£Cmd+M — HanucaTh coobiiieHue AJisi BLIOpaHHOTO KOHTAKTa UJIM KOHTAKTOB;
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e Ctrl+Shift+F/{ Shift+3Cmd+F — pacmmpeHHBIN TOUCK B aIpeCHON KHUTE;

e Ctrl+1/$6Cmd+I — penakTHUpOBaTh CBOMCTBA BbIOPAHHOIO KOHTAKTa, PACCBUIKA HWIIU

aZIpeCHOM KHUTH;
e Ctrl+P/$2Cmd+P — pacneyataTb BbIOpaHHbIe KOHTAKTHI;
e Del — ynanuTh BblJieJIeHHBIN TEKCT, KOHTAKT, PACCHUIKY WJIM aipeCHYI0 KHUTY;

e Ctrl+1/%2Cmd+1 — nokasaTb OCHOBHOe OKHO IPHJIOXKEHHSI.
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12 YIIPABJIEHUE NOIIOJIHEHUAMMN

12.1 OTkpeITHE TAHEH JOTIOJTHeHUH

B npunoxenun «MoiOdduc [loutay, ToMUMO yXe BCTPOEHHBIX PACIIMPeHHH, TOCTYIIHO
NOJKJIIOYeHHe  pacCIIMpeHui, CO3/laBaeMblX CTOPOHHHUMHM  KOMIIAHUSIMU-Pa3pabOTIYMKaMU.
YcranaBnyuBaeMble pacIIMpeHUs JOJDKHBI OBITb COBMECTHMBI C TeKylllel BepCuel IPUIIOXKEeHUS.
PabotocriocobHoCTh pacimpenuii, kotopble He BxoaaT B moctaBky [0 MoiiOduc, He
rapantupyercsi. B ciyyae ommbok B paboTe CO CTOPOHHMMM pacIIMpeHUsIMH HeoOXOAWMO

00paTUTLCS B TEXHUYECKYIO MO/JIeP’KKY KOMITAaHUHU-pa3paboTirKa paclIMpeHusl.

,HJ'[H TOrO, YTOOBI OTKPBITH IIdHeJIb YIIPpdABJIEHUS PACHIMPEHUSMHU, BBIIIOJIHUTE OJHO W3

CJIeYIOLINX TeMCTBUN:

— BbIOepuTe IMyHKT KOMaHAHOrO MeHI0 MHCTpyMeHTHI > Jl0no/THeHUS U TeMblI;

—Ha I[aHeJM WHCTPYMEHTOB TIJIaBHOTO OKHA TIIPUJIOXKEHWsS HaXXKMUTe KHONKYy ——
(OtkpeiTe MeHO MoiitO¢uc Iloura) ¥ B pacKphIBIIEMCSI MEHIO BbIOEPUTE ITYHKT

JIOIO/THeHUSI U TeMBI;
— Ha MMaHeJIM HaCTPOeK HaXKMUTe KHOTIKY B [ononHenns u Temsl :

B HOBOM BKJIa/IKe OTKPOETCS CTpaHUIla Y IpaBjieHHue A0N0IHeHUSIMM.

12.2 YupaBineHue paciiMpeHUsIMH H JI0NIOJITHeHUSIMH

OtkpoiiTe mnaHenb Y1papieHue JonojnHeHusMu. Ha skpaHe npusiokeHust 106aBUTCS

3akjafKka YmpasieHue nonojiHeHusiMH (cMm. Pucynok 200). B ieBoli 4yacTM maHenu

IpeAcCTaBJIEHbI CJIeJYIOIYe KaTeropruu JIOTIOJIHEHU N ;

1. Pacumpenus (1osb30BaTesIbCKUe PaCIIMPeHus]).

2. S3biku (moAJiep>KKa SI3bIKOB).
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_d ¥npanneuae gonoasessnme - MyOfficohdail

HaneHpaps = *.!-'npameuue OONOAHEHK X

YnpasneHue MOoMMK RACcLIMDEHNANM M *
a- PacwmupeHus BrIOYEeHb!

Azbik
'A, e MyOffice Overlay &0 F e

=
@ Provider for CalDAV & CardDAV O -

Therme MyOffice Co
¥E  Hacrpoiikn MyOfficelail Corporste theme

Pucynok 200 - [Tanens ynpaBieHus: JONOTHEHUSIMA

12.2.1 TobaBeHne paclipeHus1

Yr1o6b1 106ABUTH HOBOE pacIllpeHue, BHITIOHUTE CllelyIolye AeCTBUS:

1. B neBoii naHenu BeiGepuTe M. Pacumpenna

2. HaxxmuTe KHOIIKY 'I:I' (MHCTpYMeHTHI A1 BCeX X0NOJTHeHHI).
3. B oTkpbIBIIEMCSI KOHTEKCTHOM MeHIO BblOeprTe Y CTaHOBHUTH JIOIIOJIHEeHHe U3 daiiia.

4. C moMoIIpbIo OTKPHIBIIETOCS TMAIora BhIbepyTe ¢aiiyl pacIMpeHus C IHUcKa.

12.2.2 Y ganenue pacmmpeHus

YTOoOBI YIanuTh paciMpenue (eciid oriepanus yJajieHus MOAJIep>KUBAeTCsl pacllipeHrueMm),

BBINIOJIHUTE CJIeJyIOIIre IeHCTBUS:
1. Haxxmurte Ha kHOTIKY *** (YmpaBjieHHe pacHIHPeHHeM).
2. B nosBuBIIeMCSI KOHTEKCTHOM MeHIO BblbepuTe W Yaanurs

B cnydae eciiv omepanusi yaasieHHs He TIOIJIep>KMBAEeTCSl pacIIMpeHreM, KOHTeKCTHOoe

MEHIO He 6y,ueT COJep’KaTb KHOIIKY ydJIieHUs.
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12.2.3 BkiiroueHHe ¥ BBIK/IIOYEHHE PaCIIHpeHHi

PaCIHI/IPEHI/IH, Haxojdiinecda B CIIMCKe, MOTYT OBITb BKJIIOYEHbI HJIM BBIKJIIOYEHBI C

IIOMOLIBIO ITepeKJIroYaTess @O ITpu aTOM pacimpeHye nepeMenaercs B pasgen "OTKIo4eHsl"

(cm. Pucynok 201).

}"I"IF]-:—‘JB;"EHM(_—‘. MOMMK PaCMPEHMAMIA OBHOENEHWH He Haizedo  &F
BratoyeHsl
@ Provider for CalDAV & CardDAV O -
4 Theme MyOffice aen
Corporate theme
OTKNHOMEHBI
o MyOffice Overlay (oThmodeno) -

Pucynok 201 - OTkiroueHHble pacIIMpeHus

12.2.4 YnpaBneHnue pacmmpeHueM

,HJ'[H OTKPbITHA CBOMCTB pacliipeHursd KIIMKHHUTe paClIMpeHre B CIIMCKe, MO0 HaKMHUTE Ha

KHOIIKY - (YIIpaBJIEHI/Ie paCIIII/IPEHI/IEM) CIIpaBa OT HWMEHH, [Jdjiee B KOHTEKCTHOM MEHIO
BbI6epI/ITe anaBJIe}me. OTKprBHIEIS{CSI IlaHeJIb YIIPpaBJIEHUS pPAdCHIMPpeHUEM COLNEpPXHUT [Be

IaHeJIk, MeXay KOTOPBIMH IIPOMCXOOUT I1epeK/It0o9YeHre ITOCpeJCTBOM 3dKJIa10K.

[Tanens ITompobnHocTH (cM. Pucynok 202) comepxuT WH(pOPMANuio O IOMOJHEHWUH, a

TaK’Ke IMepeK/Iro4aTellb, y'HpaBJ'ISII-OIJ_[Hﬁ aBTOMAaTUYeCKHUM OOHOBJIEHHEM JAHHOTI'O JOIIOJTHEHUSI.
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Theme MyOffice
“ Carparate theme

NoapobrocTy Pazpewenun

Mposepurs HanWure obBHOBAEHWA

O No ymoavanuio
PaspeimTh aBTOCOHOBAEHKA

BrakoueHo

OTknkoyeHo
ApTOp Mew Cloud Technologies
Bepouna 4.28.14281
MNocnegres cbHosneHWE 18 man 2022 1.

Pucynok 202 - I1anenb CBOMCTB AONOTHEHUS

[Tanens Paspemenuss (cMm. Pucynoxk 203) conmepxut uHGOpMan{I0O O paspelieHUsX

JAaHHOTI'O OOITOJIHEeHH s .

Theme MyOffice

C orporate theme

MNogpebrocTin PazpewesHua

Heobxoaumele paspeleHna 4R OCHOBHBIX QyHELWA:

* Hanuuwe NoaHoro HeorpaHuderHoro 4ocmyna Kk MyOfficebdall v saweny komMnsoTepy

Pucynok 203 - [1anens pa3pernieHui AONOTHEHUS

12.2.5 YnpagBiieHue 00HOBJIEHUSIMH PacCIIHPeHU

Hlnis yripaBieHUs OOHOBJIEHHSIMH HaXXMUTe KHOIKY 'I:I' (MHCTpyMeHTHI M1 BCeX

HOHOHHEHHﬁ), OTKPOETCA KOHTeKCTHOe MEeHIO.

1. Jlns npoBepky Hanuuus oOHOBIIeHWH BbibepuTe koMaHIy MeHI0 IIpoBeputrh Hanmune
00HOBJICHHH.

2. Jlns BKJIIOYEHHs] WIM BBIKJIIOYEHHsS aBTOMATHYeCKOro OOHOBJIEHUsI MCIIO/Ib3yHTe
KOMaH/ly MeHI0O ABTOMAaTH4YeCKH OOHOBJISATH JONOJHEHHS WIM YCTaHOBUTH VISl

BCeX JIONOTHeHHI PeKHUM aBTOMAaTHYeCKOro (Py4HOro) 00HOB/IeHHUS.
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13 HACTPOUKHU

13.1 OTkpeITHE TaHETH HACTPOCK

YTOOBI OTKPHITH MTAHEJIb HACTPOEK, BBITOTHUTE OJTHO U3 CJIeAYIONIHUX JIeUCTBU:
— BbIbepuTe MyHKT KoMaHAHOTro MeHI0o MHCcTpyMeHTHhI > HacTpoiiky;

—Ha TaHeJlM WHCTPYMEHTOB HaXXMWUTe KHOIIKY BbI30Ba MeHIO — (MeHr0 MouOduc

ITIouTa), B nosiBuBIIeMcs MeHI0 BelOeprute HacTpoiiku.

[TaHess HACTPOEK OTKPOETCsI B HOBOW 3akiiazike. OCHOBHBIE pa3zielibl TaHeJId HaCTPOeK:

1. OcHoBHbIE HACTPOUKHU.

2. HacTpo#iku cocTaBiIeHUs COODIIeHUH.

3. HacTpo¥iku OpyUBaTHOCTU U 3aIIUTEIL.

4. HacTtpoliku xaneHmaps.

13.2 OcHoOBHBIE HACTPOMKH IPHJIOMKEHHS

YTo6bI OTKPHITH NTaHeJIb HACTPOeK KaJjleHJapsl, IlepeiiuTe B llaHejb HAaCTPOEK M HaXMUTe

KHOIIKY -):(- OcHoBHbIe

13.2.1 OcHoBHBIEe HACTPOHKH

HJ’IH BbI60pa IMIOMCKOBOM cucTeMbl OCHOBHBIE HaCTPOﬁKH OTKpOI‘/lITe ciucok IloumckoBast

CHCTeMa 10 YMOJTYAHHIO U B CIIMCKe BbIOepUTe IOUCKOBYIO cuctemy (cM. Pucynok 204).

OCHOBHbIE

Mowckoeas cucrtema no YMON4YaHWK

@ Axvnekc w

B} Angexc

[EY Noweck Mail Ru

Pucynok 204 - Beibop TOMCKOBOM CHCTEMBI
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PHSHEJ'I I/IHTEI‘paIII/Iﬂ C CHCTeMOH COepXKuT HaCTpOﬁKH, MIO3BOJIAIOIIE PeryjmpoBaTb

B3auMojieicTBue nipuioxenus: « MorOduc [louta» v cucTeMbI, Takue Kak:
— [IpOBepKa KJIMeHTa 10 YMOIT4YaHHIO;
— NepeMellleHle TPWIOXKEHHUs B CUCTEMHBIN Tpel IpU CBOPAauYMBaHUY;
— paspeleHue 1noucky Windows npousBOJIUTh TOMCK COOOIIEHUH.

Haxxmute xHonky IIpoBepuTh ceifuac [Isi yYCTAaHOBKU JOIOJIHUTEIbHBIX HACTPOEK

WHTerpanuu ¢ cucremou (cM. Pucynok 205).

WMuTerpauma ¢ cucremoi *

Mcnonesoeates MoROdue MNouta ne ymonyaHKm 8

KaYeLTee:

MouUTOBOMS KAWMEHTA
KaWenTa rpynn HoBOCTER

KAWEHTA NEHT HOBOCTEN
] Kanedpapa

Pazpewwts Mowcky Windows nponssognTe

| nowck coobueHni

Bceraa Npow3BoanTe 3Ty NPOBEPKY NpK

zanycke MoROdgue Mavta
YcraHoBuTE No yMonvaHWo Ormena

Pucynoxk 205 - JlonosiHUTeNTbHBIe HACTPOUKY UHTErpaIliy C CUCTEMOU

B oTkpeiBLIeicS ManoroBoy NaHey BblOepUTe MCIOJIb30BaHKe IpuiokeHUs: « MorOduc

[Touta» B KauecTBe:

— IIOYTOBOT'O KJIMEHTA;
— KJIMeHTa I'PYII HOBOCTEN;
— KJIMeHTa JICHT HOBOCTeH,;

— KaJieHdap4.
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Broibepute Pazpemmts Iloucky Windows mnpou3BOOIUTH IIOHCK COOOIEHHH IS
npenoctaBieHusi Bo3MoxkHOCTH Ilomcky Windows 1pou3BOMTL TOUCK COOOIIEHUN B

npunoxeauu «MorOduc [Touray.

Bribepute Beerna npousBoauTh 3Ty NpoBepky mnpu 3amycke «MoiOduc Iloura» s

VICIT0JIb30BAaHUSI 3TOM IIPOBEPKU 10 YMOJIYaHUIO IIPU CTapTe.

13.2.2 I3BIK ¥ BHeIIIHUH BH]

B paznene SI3bIk 1 BHeNIHWIT BUJ, BbI MOXKeTe HAaCTPOUTh IMapaMeTphl si3blka UHTepdeiica,

a Tak>Ke BHEIIHEero BUJIa IIPUJIOKeHUSI.
BribepuTte Tun mpudTa U pa3Mep o yMOITYaHHUIO.

Haxxmure KHOIIKY HOIIOJIHI/ITEJII)HO, Ha OKpaHe OTKpPOeTCd OUaJioroBas IIaHeJlb,

MIO3BOJISIIOIIASl HACTPOUTD JIOTIOJIHUTESIbHBIe TapaMeTphl mpudTa (cMm. Pucynok 206).

LWpidTel M KOAUPOBKK x
WpudTel Ana Habopa ciMBonos:  KMpuaauua w
MponopuvoHansHeE:  bes 3acedex = Pazmep: 17 v
Czaceuramu:  Cambria ~
bea zacevex:  Calibri v
MoHowMpuHHeR:  Consolas W Pazmep: 14 W
¥npasnenue wpudramm HaumeHbliWia pasvep wpndta:  Her v

PazpelinTs cooBLIBHHAM MCNOALI0BATE ARYIHME WHHGTL

HMenonbsoears MOHOWHPKHHLIE WRWGT ANA NPOCTEX TEKCTOBLIK cooblleHnii

Pucynok 206 - Hactpolika mpudTOB 1 KOGUPOBOK

Haxxmure KHOIIKY HBETH, Ha OKpdHe OTKPOeTCA OuajioroBas IlaHeJIb, IIO3BOJIAIOMIAA

HAaCTPOMTH IIBETA TEKCTa, U CChUIOK (cM. Pucynok 207).
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Ueera *
Tekcr v foH LEeT cohlnok
TekcT: - HenpooMoTReHH e CobiNKK: -
dhoH: MpocMoTPeHHER CORUTKM: -
MEnanb3oBaTh CHCTEMHDIE LBETA Mo AHepEHBATE CChIAKK

E'QME‘HHTI: LBETd, YEA2aHHBIE COAEPHMMBIM, HA BEIS paHHBIE MHOH Bhblle uBeTa

Toneko c ELICOKOEOHTRACTHRIMEA TEeMa e n Ormena

Pucynok 207 - Hactpotika 1iBeToB

Taxoxke Ha maHeny SI3bIK ¥ BHEIITHHEI BH] HaCTpOfITE cllefyromye rdpamMeTphbl:

1. Cnocob oTobpakeHus: CMAaJIMKOB (B BUle rpadUKU UK TEKCTA).

2. Odopmiienue 1uTaT (CTWIb, pa3Mep, BET).

3. @opmar naThl U BpemeHU (dopMaT s3blka MPUIOXKEHUs, JUOO U3 PerruOHAJIbHbIX
CTaH/IapTOB).

4. SI3pik OTOOpakeHUs MeHIo, coobieHui U yBemomiieHuit ot «MoitOduc Ilourta» u3
cnucka: Pycckuii, Aurnuiickuii, Ucnanckuii, Ilopryransckuii, @ paHIiy3cKui.

5. Hacrtporika MIPOKPYTKH (Ucmonb3oBaTh aBTOMaTHYeCKYI0 NPOKPYTKY,

Hicnonb30BaTh IJIABHYIO IPOKPYTKY).

13.2.3 Bxoaginue coo0ImeHus

B paspene Bxopsiue cooOiieHust Bbl MOXXeTe HACTPOUTh apaMeTpbl yBeAOMIIeHUH IIpU

MOJTyYeHHUH HOBBIX COOOITIEHUH.
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Haxxmure KHOIIKY HHCTPOﬁKH 3HAYKd IIPUJIOKEHHS, Hd I3KpPdHE IIOABUTCS AUAJIOTOBasd
IIaHeJib, IIO3BOJIAIOIIaad Ha WMKOHKE IIPUJIOXKEeHHS ITIOKA3bIBATbh WJIM CKPBIBATb 3HAYOK - MHAWKATOP
KOJIM4eCTBa IIMCeM, d TaKXe 0T06pa)KaTb Ha 3TOM 3HA4Ke JHMOO YHCIIO HeIIpOYUTaHHBIX

co0011eHrH, MO0 YUCII0 HOBBIX coobmeHui (cM. Pucynok 208).

Hacrpoiikin 3Hauka npunoxeHma b4

MokazaTe IHAYOK HAKNERKK
3Ha4okK NpWIOXeHKWA
OrobpaxaTe Ha 3HAYKE MPHUAOKEHWA;

() YWcno HenpouMTaHHbIx coobleH Wi

0 Yueno HoBblx cooBLeHMi

Pucynoxk 208 - HacTpotika 3Hauka IPUIOXKEeHUS

[Ipu Heob6xoAMMOCTH TOKa3a yBeAOMJIEHHM O IOJIy4YeHHWM HOBBIX COOOIeHUil BblbepuTte
IToka3pIBaTh yBeIOMIIEHHS, [IJIs1 HACTPOEK YBeJIOMJIEHUI O MOTyYeHUH MOYThl HAKMUTE KHOIKY
Hacrtpoutb, Ha 5kpaHe MOSBUTCS AWanoroBasi naHesb (cM. Pucynok 209). Ha manenmu yxaxkure
moJis, KOTophkle TpeOyeTcsi OoTOOpakaThb B YBEAOMJIEHUSIX O TMoydeHHU coobieHuit: Tekct
coobmenus, Tema, OrnpaBurens. Takxe npu HeoO6XoJUMOCTH 3ajlaliTe BpeMs OTOOpakeHUs

yBelOMJIeHHs O IIpuxo/e 1mo4Tbl (B CEKYH,HEIX).

Hactpoiika yeefoMAeHWA o NpUNoLe NoYTh X

YeamuTe Nond, NoXasuBEasmbe B YESAOMASHNK O NPWECLE NOYTEE

Teker coobueH g
Tema

Ornpaertent

CEK,

Pucynoxk 209 - HacTtpotika yBeJOMJIEHUM O TTPUXOIE TIOYUTHI

e
CrobpaxaTe YESAOMIEHKE O NPUEOLE NOUTE B TEUEHWE 10—

BbI6epI/IT€ WUcnonb30oBaTh CHCTEMHBIE yBeagomiieHnust i OTO6pa)KEHI/IH CHCTEMHBIX

YBeZ[OMJ'IEHI/Iﬁ IIpU T105IBJIEHWHU HOBBIX COO6LH€HHﬁ.
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Bribepute Iloka3piBaTh 3HA4Y0K B Tpee /Ui HENPOYHUTAHHBIX COOOIIEHHMH IS
oTobpaXkeHUsI 3Ha4YKa O HEIPOYMTAHHBIX COOOIIEHHSX B CHCTEMHOM Tpee. PekomeHpyeTcs npu

HCIIOJIb30BAHHWH MadJIeHbKKWX KHOIIOK IIdaHeJIN 3aJa4.

BbI6epI/IT€ HOI[aBaTI) 3ByKOB0ﬁ CHITHaJI OJIs1 BBYKOBOﬁ CUTHAJIM3dIIUHU O IIOJTYy9eHHUH HOBbIX

ImuceM.

Iy MCIIONb30BaHMSI CUCTEMHOIO CHUrHaja BbliOepuTe CHCTeMHBIN 3BYKOBOM CHUTHAJI O

npuxoje nmo4rThbl.

s ucnosb30BaHUSL CBOero COOCTBeHHOro curHajna BoelOepure HMcmosb3oBaTh
CJIeAyIOIIUH 3BYKOBOH ¢aiiy, 3aTeM HaxmuTe kHoONkKy OO630p M 3arpysuTe 3ByKOBOW (ailil C

IUCKa.

13.2.4 ®aiisl ¥ BIOKeHUS

B pasneiie D aiiIbl U BJIOMKEHHUS BBl MOXKeTe HAaCTPOUTb JIeCTBUS C BIOXKEHHUSIMU:

1. Hacrtpotika neicTBUs 111 OTKPBITHS Pa3HbIX TUIIOB BIIOXKeHUH.
2. 3anatb GUKCUPOBAHHBIN MMYTh AJIsl COXpPaHeHHUs (PanioB.

3. Hactpouts 3ampoc nyTu mepeji KaXkJibIM COXpaHeHueM ¢aiiia.

13.2.5 YnpaBieHune MeTKaMH

Hacrtpoiite Habop MeTok cooOlleHWM B pasfejie  YHpaBjieHHe  MeTKaMH

(cm. Pucynok 210).

MeTK
MeTki MOTYT BhITE MENOAB3OBaHEI AnA K_ﬂaccmq:-m:aumw 11 M3MEHEHWA NPUOPKUTETA COOE!LIJ,EHI."IFI.

BawHoe Cozaatk...

NuyHoe
K mcnonHeHmm Y¥panut

OTAOMEHD

Pucynok 210 - Hactpoiika MeTok
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HJ’IH ,[[O6aBJ'IEHI/I$I HOBOM METKM Ha>XKMUTe KHOIIKY COBHaTI). B OTKPBIBIIEMCA OHUAJIOTe

BbIbepuTe UMs MeTKHU U I1BeT. [locie co3nanus HoBast MeTka OyjieT 106aBiieHa B CIIUCOK.

HJIH HN3MeHeHUs1 CYLHBCTBYIOHIEﬁ MEeTKHU BbIeJINTe UM MEeTKH B CIIMCKe W Ha’XMHUTe KHOIIKY
N3menurts. B OTKPBIBHIEMCA OHAJIOTe IIpKU HeO6XO,I[I/IMOCTI/I HN3MeHHUTe Ha3BdHHe MeTKH K IIBeT.

[Tocne uamenenust metka OyzieT 0OHOBJIEHA B CIIMCKe.

HJIH YAajleHusd Cy'IIIeCTBYIOHIeﬁ METKHU BblieJINTe UMI METKHU B CIIMCKe W Ha>XMHTe KHOIIKY

Ynanure.

13.2.6 Ytenue u oToOpaxkeHne co00IIeHHIH

B pasnmene UreHune u oToOpadeHHe COOOIIEHHMH Bbl MOXXeTe HACTPOHUTH CIIeIyIOIIHe

napamMeTphl yBeIOMJIEHUH NP TOJTy4YeHUH HOBBIX COOOITIeHUIA:

1. PecxuM aBTOMAaTHMYeCKOHM OTMETKH COO6H.[€HPIfI KaK IIPOYHUTAdHHBIX (cpa3y I1ocjie

OTKPBITHS, JTMOO MOCJIe MPOCMOTPA B TeYeHHe 3aJIaHHOT0 Tleprojia (B CeKyH/Iax)).

2. PexxuM OTKpBITUSI COOOITIeHn (B HOBOW BKJIaJIke, HOBOM OKHe, yKe CYIIeCTBYIOIEM
OKHe).

3. 3akpbITHe OKHA/BKJIAJKU COOOIIEHUS TIPU ero TiepeMelieHd Wik yIaJIeHUH.

4. Pexxum oTOOpakeHHss WMeHHM ajpecara (MTOKa3blBaTh TOJBKO UMs IS JIIOJIeH,

HaxOJISIIMXCS B MOeW afJpeCHOM KHHUTe).

5. PexxuM 06paboTku yBeJOMJIEHUM O IPOYTEHHUH.

13.2.7 CeTb u m1CKOBOE IPOCTPAHCTBO

B pasaeiie Cerb M JUCKOBOE€ IIPOCTPAHCTBO BbI MOXXeTe HACTPOUTL ITapadMeTPhl CeTeBbIX

COoeUHEeHUN U JUCKOBOI'O XPAaHUJIUIIIA.

B pa3neiie COEI[I/IHEHI/IE Ha’XXMHUTE KHOIIKY HaCTPOI/ITB, OTKPOETCH OHaJioroBas IldHeJIb

[TapaMeTpnl coeqUHEHUS.

B pasnene ABTOHOMHasi padoTra HaXkXMHUTe KHONKY ABTOHOMHasi paboTa, OTKpPOeTCs

nuasiorosad aHenn [lapaMeTpsl aBTOHOMHOM paboThL.

B pa3neiie I[I/ICKOBOE IIPOCTPAHCTBO Bbl MOXXeTe HACTPOUTb KellMpOBdHHUE U CXKaThe

I1aIIOK.
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1. Ha nanenu oroOpakaeTcs TekyumMil pa3mep Kema. Haxmurte kHOnky O4YHCTHTH

ceryac I OUYMCTKH Kela.

2. BxirounTe MM BBIKJIIOUMTE aBTOMATHYECKOe ylipaBJieHUe KelleM, I1pru HEO6XOI[I/IMOCTI/I

yCTaHOBHTE MaKCHUMAaJIbHbIN pa3Mep Keia (B MB).

3. Boibepute CikmMaTh BcCe IaNKH, 33jaiiTe 00BeM 0CBOOOXKIAEMOTO JUCKOBOTO
npocTtpancTBa (B MB). Bribeputre CrpammBaTh KaXKObIii pa3 mepej CiKaTHeM IS

IoATBEepKAeHUs CXKAaTU.

B pasgeiie I/IHHEKCaHI/IH BbI MOXXeTe HACTPOUTDb KellIMPOBAHKUE U CXKATHE II1dITIOK:

1. BxurrouuTe WK BBIK/IIOUUTE TJI00aJIBLHBIA IIOMCK U MHIEKCAITUIO0 COODIIIeHUH.

2. BopibepuTte THI XpaHWIMINA COOOIIEHHWH Il HOBBIX y4ueTHBIX 3anuced (Kaxkmas mamka

B oTAeabHOM ¢aiine, Kaxmoe coodmienne B oTeibHOM ¢aiie).

3. BrulrouuTe WM BBIKJIIOUXTE allllapaTHOE YCKOpPeHHe.

13.2.8 PepakTop HacTpoek

HaHHbIe HaCTpOfIKH IpeaiHa3Hada4eHbl JId OIIbITHBIX MOJIb30BaTeJier, HX
HN3MeHeHre MOXKeT IIpuBeCTu K IIoTepe CTa6I/IJ'IbHOCTI/I, 0e30ITacHOCTH U
IIPpONU3BOONUTEJIbHOCTHU IIPUJIOKEHUS. Ecnu BB yYBepeHbl B CBOUX JIeUCTBUSIX,
OTKpOfITQ OKHO CHUCTEMHBIX HACTPOeK HaXaTHheM KHOIIKK1 PEJIHKTOP HaCTPpOeK.

13.3 Hacrpoiika napamMeTpoB aBTOHOMHOI paboThI

Jlns Toro, 4YToObl OTKPBITH JUAJIOT HACTPOMKM IIapaMeTpoOB aBTOHOMHOM pPaboThI

MIPUJIOXKEHUSI, BBIOEPUTE OJTHO U3 CJIeIYIONIMX JIeMCTBUM:

1. IlepelinuTe B maHesb HACTPOeK U B pasfiesie CeTh U JUCKOBOE IMPOCTPAHCTBO HAXKMUTE

KHOIIKY ABTOHOMHas padoTa.

2. B xomaHIHOM MeHIO BblbepuTe Paiis > ABTOHOMHasi pabora > Ilapametpsl

ABTOHOMHOM pabOTHI.
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Ha sxpane oTkpoeTcs Auaiorosas aHeslb HACTPOMKY nTapameTpoB (cM. Pucynok 211).

MapameTpkl asToHOMHOR paboTsl x

ABTOMATHUECKM BRIGKPaTE oBHapyKeHHos

COCTOAHWME NOAKAKYMEHWMA

PyuHoi BRISOP COCTOAHWMA NPM 3aMNyoKe:
Mcnonsaoeats pexym paboTsl

NpPeasblAyILErD CeaHoa
3anpoKTe COCTOAHME NOAKNFIUEHMA
Mogknodés K ceTi

ABTOHOMMHaA paboTa

COTNpasrTe HEOTNPABNEHHBIE COOBIUEHWA NpKY

MOAKAOHEHMIT

Aa Her @ Cpopawwsats

3arp3,.m<a‘rh CI'}EIEILIJ,EHHH AN MCNoNLE3I0OBAHKMA B

AETOHOMHOM PaiMe NPK OTEARWEH Hu?

Ha Her @ CnpalwvsaThs

QK OmaeHa

Pucynoxk 211 - Hactpolika napamMeTpoB aBTOHOMHOM paboThI
Bribepute ABTOMAaTH4YeCKH BBIOMPATh COCTOSTHHE NOIKJIIOYEHHUSs /JI1 MOHUTOPHHIA
COCTOSIHHUSI CETeBOI'0 MOAK/IIOUeHHUsI 1 aBTOMaTHYeCKOI'0 BbIOOpa peskrMa aBTOHOMHOM paboThl.

BbI6epI/IT€ COCTOsIHME CeTeBOro coeguHeHUs IIpU 3dllyCKe HuCXoOd Hnu3 CdIeJyHnux

BApPHUAHTOB:

— HCTIOJIb30BaTh PEXXHUM IpeJIbITyIIero CeaHca;
— 3aMPOCUTH COCTOSIHHE TTOJIKJII0UeHHSI;
— MIOJIKJIIOYeH K CeTH;

— aBTOHOMHasl pabora.

Bbl6epI/ITe pPeXXuM OTIIPaBKHU HEOTIIPABJIEHHbIX COO6H.[€HPIIZ IIpy MMOAKJIIOYEeHUHN HUCXO0[d U3

ClleAynX BaprUdHTOB:

— OTIIPaBIISITh;
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— He OTIIPABJIATDb;

— CIIpallIMBATL I10JIb30BATEJIA.

B citydae, eciiu 6yieT BIOpaH BapUaHT CIPAalIMBAaTh MOJIb30BaTeJIs, IIPU MOJIKIIOYEHHH K
CeTH WIM TPU BBIXOJE M3 aBTOHOMHOTO pexkrMa paboThl HA 3KpaHe OynieT OTKphITa IHAJIOroBast

naHesib (cM. Pucynok 212).
HeoTnpasneHHbie cooblleHns X

@ Bl XOTHTE OTNRAENTE celiyac HeaTn pasneHHbI2 EGGELLI,EHHH?

Beerfa cnpaliueaTh, KOTAa A NOAKAHYAKICE K CETH.

OTnpaeuTe ceilvac MNozxe

Pucynok 212 - 3anpoc oTripaBKY HeOTIPaBIeHHbIX COOOIeHUI

Bribepute pexxuM 3arpysku COOOIIIeHUM ITPH UCII0Ib30BaHUSI B aBTOHOMHOM PeKHUMe:

— 3arpy>KaTh;
— He 3arpyXaTb;

— CIIpallIMBATL I10JIb30BATEJIA.

B cnydae, eciu OyneT BbIOpaH BapuaHT CIHpAlIMBaTh IOJb30BaTels, IIPU BXOjle B

aBTOHOMHBIW peXXMM paboThl Ha 3KpaHe OyieT OTKpbITAa Ihajiorosas naHesnb (cm. Pucynok 213).
Jarpyzka coobujeHiiA b

® XOTWTE 2arpy3nTh canBleHHA 408 3aBTOHOMHOR PaBoTel Nepes Nepaxoacm 8 3ToT pexiam?

Brersa cnpallimeark, KOMA2 A NEperoky B BBTOHOMHLIR paxum.

JarpyauTs ced4ac MNozxe

Pucynok 213 - 3anpoc oTripaBK4 HeOTIPaBIeHHbIX COOOIeHUI
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13.4 HacTpoiika nmapamMeTpoB CeTeBOro coeuHeHMsI

Iy Toro, 4TOOBI OTKPBHITH JAMAJIOr HACTPOMKU I1apaMeTpoB CeTeBOr'0 COeAUHeHMS,

nepeyivTe B NaHedb HAacTpoek W B paszeiie OcHoBHBbIe > CeTh M JUCKOBOE NPOCTPAHCTBO >
Coenunenne HaxxmuTe kKHONKY Hactpouts. Ha skpaHe oTKpoeTcst quasior, B KOTOPOM BBl MOXeTe

HACTPOUTh MPOKCH Jyist ocTyma B MuTepHeT (cMm. PucyHok 214).

Ma PaMETPRI COSAMHEHHA

HacTpoika npokod ANA AocTyna B MHTepHeT
Bes nposci
AETCIME?H UeCEW CNpedenfTh Hal:TFIﬂI:'IKIr'I NPD¥CA AR ITOM CETH
9 ;I.-’I_r_n-::m bIDBATE CMETEMHBIE HACTROHKH NPOKCH
PyaHan HACTPORES CEpEMLA NPOKCH:
HITP npokoq: Nopr: 4]
Take KENoAL3IOBaTE 3TaT Npeko ans HTTPS

HTTPS npokcs; MepT: 0

>

¥zen SOCKS: Mopr: Q

S0CKS 4 @ S0CKS 5

URL apTomaTHUSCKON HACTPORKK CEEEMCE NPOKCH:

OBHOBNTE

He vcnoakiosatk NPORCA Anac

Mpumep: govery, netne, T92168.1.0/24

Coeannenns © localhost, 1270007 w21 HHEOrLa He NPOKCHEYIOTOA.
He zanpawweate ayTeHTAGHEALMIO (2Kl Sua coxpadéi napank)

Ompasaate DMNS-3anpock yepes NpokoH, MCNaakaya SOCKS 5

Beartoumte DMNS wepez HTTPS

Flenoie :.-:-*-.'l.:i' NoORRH D Cloudfla i T HIAH, e

O CITraeHa

Pucynok 214 - Hactpolika mapamMeTpoB CeTeBOTO COeTUHEeHUs
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13.5 HacTpoiika yBegoMJIeHHH 0 IPOYTeHUH

Jlsis TOro, 4ToOBI OTKPBITH UAJIOrOBOE OKHO HACTPOWKHK yBeJIOMJIEHHMSI O IPOYTeHUU

cooOITIeH s, IeperIuTe B MaHe b HacTpoek U B pasziesie OcHoBHBIe > UTeHHe H 0TOOpa:KeHHe

Ha>XXMUTe KHOIIKY YBEHOMJIEHI/IH 0 IIPpOYTEHHH. Ha OKpaHe OTKPOETCdA IIdHeJlb HaCTpOI;'IKI/I

(cm. Pucynok 215).

YeepomneHua o NpouTeHUK 4

Bcerpa IanpallveaTh yEELOMAEHKME O NDOYMTEHMK NPKW oTNpaBke CooBLLEHMIA

r'Ipn neay4sHMK YESAOMAEHWA O NPOYTEHNKL

@ Ocragnate ero B nanke «Broaawmes

MepemectuTs ero B Nanky «COTNPaBneHHBIES

|_||'.'Ilr1 noayqeHMy 3anpoca Ha yeejomnedie O NpodTeHn:

Hukoraa He otn paBfATE YESLOMAGHWE O NPOYTEHKWK

@ OTNpasnATe YEeAOMASHWUA O NPOUTEHWH ANA HEKOTOPLIX COOBLIEH R

Eciv A He HaxomyCh B Cnvcke «KoMy» ik «Konuas:  Cnpawveats b
Ecnu aTnpaBuTes HE HAXOAWTCA B MOEM JOMEHE! Cnpawwvearts S
Bo poex ocTankHEIX cayuany: Cnpawwears 4

OK OTieHa

Pucynok 215 - HacTpo¥iku yBefJOMJIEHUN O TPOYTEHUHN
Hacrpoiite cnepyromye napamMeTpsl yBeJOMJIEHUN:

1. 3ampoc yBejioMyieHUs1 O IPOYTEHUH IIPU OTIIPaBKe COOOIIeHUH.
2. Tlanka msis coo6IieHus IpY MOTy4YeHUH YBeJJOMJIeHHUs O IPOYTeHUH.

3. IloBeneHue npu MoJiy4eHUM 3arpoca Ha yBeJIOMJIeHHe O IIPOYTEeHUH.

13.6 HacTpoiiku cocTaBiieHHsI COO0IIEeHHS

YTo06BI OTKPBITh IIaHEeJIb HACTPOEK KaJIeH[ddp, nepeyarTe B IIaHeJIb HACTPOEeK W HaKMUTe

KHOIIKY f CocraeneHue
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13.6.1 CocraBienue nucem

B panHoM pa3snene Bbl MOXKeTe HACTPOUTH CJIeJyIOIIMe I1apaMeTphbl, CBsSI3aHHbIE C
COCTaBJIeHHeM IIHUCeM:

1. Criocob nepechbuIky CO0DIIEeHNs (BHYTPH COO0IIEeHHS], KaK BJIOYKEeHHe).
BosmorxHOCTb 106aBiieHus paciMpeHus K uMeHu ¢aiina.

Hacrpoiika nmeprosa aBToCOXpaHeHHs TUCeM (B MUHYTax).

A W

3anpoc MOATBepXK/IeHHsI IPU OTIIpaBKe COOOIeHHs] C MCIOJb30BaHWEM COYeTaHW!

KJIaBUIII,
[TpoBepka mpaBoONMCaHUs Miepei OTIPABKOM COODITIEHUH.
BxtoueHre mpoBepKU MPaBONKUCAHKUS ITPY Habope TeKCTa.

S3pik mpoBepku npaBonvcanus (Pycckmit, Aurymiickuii (CIIIA)).

[TapameTpe! mpudTa nucema (MM mpudTa, pasmep, IBeT TeKCTa, I[BeT POHA).

w L N e U

Hactporiku ¢popmata Tekcrta (HMcnonb3oBaTh dpopMaTt Ab3aiia BMecToOOBIMHOTO TEeKCTa

110 YMOJTYaHHUIO).
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Haxmwute xnHonky IlapameTrpbl oTHpaBKH [l HAaCTPOMKM TeKCTOBOro ¢opmara, Ha

JKpaHe OTKPOeTCs Auajorosas naHeyb (cM. Pucynok 216).

MapameTpel oTNpPaBKH X

TekcroBbld Gopmar
Mo BOIMOREHOCTH aTnpaenATe fDDE‘IJJ,EHHH B EWQe NpOCTOrD TeKoTa

MNpw oTnpaeke coobwemri B gopmate HTWL, el yKazaMo, UTo oAWK Wk Gonee agpecaTos

HE MOrNYT NOMYHate NoYTY & Gopmate HTML:

OTNpaenATe CoOGLEHHE B BUAE KK NPOCTOrD TEKCTS, TAK W HTRL W

MNpHMEYAHHE: NDEANOUTHTE Nk HEIE ¢ICIDMETH MOMHD YKa3kIBATE B EﬂpECHGﬁ KHUre.

AaomeHsl, Nogleperearwme HTML AoMeHsl, NOAIEPHMEIHOWNE NROCTOR TEKCT

Mpw oTnpaeke cooBLEeHnA HA agpec, AOMEHHAA YaCTh KOTOPOrD HAXOOUTCA B OAHOM W2
cnuckoe Hicke, MolOdme MoyTa aBTOMaTHYECKH NOCRAZET CO00ILEHNE B NPAENIEHOM

Bopmate.

NobaEnTs...

¥8anuTe

Pucynok 216 - Hacrtpotika TekcToBoro ¢popmara coobieHun

Bribepute nierictBus ipu oTripaBke coobienuit B popmate HTML ecnu ykazaHo, 4yTo oavH
viu bosiee ajpecaToB H MOT'YT NOJIy4aTh o4ty B popmate HTML:
— OTmpaBnsTh COOOITIeHUe B BUJIE KaK MPOCTOro TekcTa, Tak 1 HTML.
— CropammBaTh 4TO JieJiaTh.
— [IpeobpasoBbiBaTh COOOIIEHNe B IPOCTON TEKCT.

— Otmpasnsathk coobiernue B HTML.

[Ipu HeobOxomuMocTH CHOPMUPYHTE CHMCOK JAOMeHOB, mnojanepxkuBaomux HTML wu
MO/I/IeP>KUBAOIINX ITPOCTOM TEKCT. B 3TOM citydae mipu oTmpaBKe COOOITIeHHsT Ha ajpec, JOMeHHast
YaCTh KOTOPOT'O COJIEPXKUTCSI B OJHOM M3 CIIMCKOB, MPWIOXXeHHWe aBTOMAaTU4YeCKH OTIIPAaBUT ero B
npaBUiibHOM dopmate. {151 3TOr0 BhibeprTe OIHY M3 3aKJIaJI0K:

— Homensl, nogaepxxusatoie HTML.

- [[OMeHbI, nogaep >KuBaroniyie HpOCTOfI TEeKCT.
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,HJ'IFI ,[[O6EIBJ'I€HI/I$[ HMeHU [OOMeEHd HaXMHUTe KHOIIKY I,[';OﬁaBI/ITI), Ha OKpaHe OTKpPOeTCs

JMaJioroBas laHesib BBOJIAa UMeHU jioMeHa (cM. Pucynok 217).

JoBaente nma B cnucok «MNoggepsaca HTML» >

® ra gomena:
[

o

Pucynok 217 - BBoz uMeHu jomeHa

HJ’[H YAaJieHrss UMEeHHU [JOMeHd U3 CIIMCKA HA’KMHUTe KHOIIKY Y)JaJme.

13.6.2 Anpecanus

PaB,I[EJ'I daJ[peCalliid  HACTPOEeK COCTaBJIEHHA COOEPXUT HaCTpOI;'IKH IIOMCKa aJpecoB

(cm. Pucynoxk 218):

Aapecauma

I'Ipu BEQAE 8Apecd WCKaTE NOAXCAAWWE NOYTOBRIE agpeca B!

JoKaNEHEIX a8pecHBIX KHUMaX

Cepeepe KaTaNoroe: €2 TnobanbHan aApecHas kHWra 2 WameHUTE KaTanoru...
ABTOMaTUYECKM A0DABNATE aAPECa M3 MCXOAALLMX NMCEM B agpecHyto kHury: 8] CobpanHele aapeca W
Kartanor no yMon4aHWia Npu OTKPBITWW GKHAa afpecHol KHMMW: fa] Bce afpecHble KHUTW W

Pucynok 218 - Paznen Anpecanus

B pmanHom pa3feiie Bbl MOXeTe HACTPOUTHL ClieAyroire IlapaMeTpbl, CBsA3dHHbIe C

ajipecanyen ruceM:

1. 3ajjaHre MecCTOIOJIOXKEeHUs, B KOTOpPOM OyAeT MPOUCXOAUTb TOWCK MOAXOJSIINX

azipecoB IIpu BBOJIe afipeca (JlokanbHbIe agpecHble KHUTH, CepBep KaTaJIOroB).

2. ABTOMaTHUueckoe AoOaBlleHHe aJpecoB M3 MCXOMSIIMX IMHMCeM B 33/IaHHYIO aJIpeCHYIO

KHUT'Y. BbI6epI/ITe BAPUAHT U3 CIIMCKAd JOCTYIIHBIX aIJpECHBIX KHHUTI'.

3. Karasior 1o ymMmoyi4aHUIO IIPU OTKPBITUM OKHA aJpeCHOV KHUTW. BribeprTe BapuaHT U3

CIIMCKa JOCTYIIHBIX aJpeCHbIX KHMHI.
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13.6.3 Buoxenus

B naHHOM pasnene Bbl Mo)KeTe HAaCTPOUThb IlapaMeTphl, CBsI3aHHbIe C BJIOKEHUSIMU B
nucbMa. HMcnonbayiite nepekntodarenb IIpoBepsATh Ha 3a0bIThIe BJIOMKEHHS ISl BKJIIOYEHUS
IIPOBEepPKH 3a0BbITOrO BIIOXKEHHUS B MUCbMO. B cityuae, eciiv B mpoliecce BBOJIa TeKCTa TMCbMO OyzeT
coJlep>kaTh OJIHO U3 KIIFOYeBBIX CJIOB JUIsl HAIIOMWHAHUS O BJIOXKEHWH, B HIDKHeM 4acTy IOSIBUTCS
r“H(}OpMaIMOHHAs NIaHeJb, CcojiepiKaliasi MHPOPMAIMIO O HalJIeHHbIX KJIIOYEeBBbIX CJIOBAX, a TaKXe

nBe kHoMKHU (cM. Pucynok 219):

- I[OﬁaBI/ITI) BJIOZKE€HHE - TI0 HAaXXdTHIO OTKPOETCA CHUCTEeMHBIM JUAJIOT AJIS BI)I60pa cbafma
BJIOJKE€HHA
— HanmoMHHTEL 1O33Ke - HaXKMUTe IJid BbIBOJIda HAIIOMHWHAHHWSA HEIIOCPeJCTBEHHO IIPpU

OTIIPpaBKe ITNCbMaA.

B cnyyae, eciiv aHesib HAIOMUHAHUS OTKPBITA, MO0 yCTAaHOBJIEHA HATIOMHUTD 103)Xe, TIPU
OTIIpaBKe IMKMCbMA HA 3KpaHe BO3HUKHET coobieHue "Bbl 3a0b11u Ba0kuThH daitn?". Haxmure

OTnpaBHUTH 1S OTIIPaBKU COOOIEeHUs 6e3 BIOXKeHHUSI.

4 CoznaHme co

@aiin [paska Bwa BoTasuTe  dopmaT HacTpofiki  MHCTPYMEHTE  Cnpaeka
E> OtnpaeuTe A MpaecnucaHue (5 BesonacHocTe ¥ [ COXpPaHWTE v ﬂJ BNOMKTE v
01 AnekcaHgp CwmupHoe <alexandrsmi.. v ConvA  Crpeimad konwA  DBpaTHeIR agpec
Kok Flena HanowmuHaHWe O BAOKEHWA ks

Tewma:  Attach ® Bl 3306111 BAOKWTE daiin?

Altachment

@J HaiaeHo 2 KNHYEELIX CNOBS BNOMEHW... attachme., [oBaBUTE BROMEHHE... HanmomMHUTE Noaxe | W *

Pucynoxk 219 - HamomuHaHue o 3a6bITOM BIIOXKeHUH

Hniss dopMHpOBaHMS CIIMCKA KJIIOUEBBIX CJIOB HANIOMUHAHUM O BJIOXKEHHUSAX B TaHEIH
HacTpoeKk HaxmuTe KHONKYy KilroueBble c10Ba, Ha DOSKpaHe IOSIBUTCS JMAJIOTOBOE OKHO
(cm. Pucynok 220) co CIHUCKOM KJIIOYEBBIX CJIOB JIsi HAlIOMHHAHUSI O BoXXeHUU. C IOMOIIbIO
JAHHOTO OKHA BbI CMOXeTe J10OaBJIsTh HOBble KJIlOYeBble CJIOBA, a TaKXKe U3MeHSTh WIU YIalsTh

YKe CylieCTByromue B CIIMCKe.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024 263



MounOdonc

Knioueswe cnoea 4NA HanoMUHAHKWA © BNOMeHHH »

MonOduac Mouta ByaeT npeaynpexaaTs Bac O TOM, Y4T0 Bel 3abelnn BAOMUTE Dain, ECiK Bol

nonpoByeTe STNPAEUTE MUCLMO, COMSEKALEE OAHG W2 3TUX KNIKIWMEBR CNOR,
doc ~
Coznath...
pdf
xls

ppt MZMEHMTE...
Jrtf

pps Y¥aanuTe
attachmeant

attach

attachad

attaching

enclosed

Cy

cover |letter

BAO¥EHM2 L¥)

OTmeHa

Pucynoxk 220 - KitoueBble cjioBa HAalIOMUHAHUM O 3a0bITOM BIIOXKEHUHU
13.7 HacTpoiiku NpUBaTHOCTH M 3alIUThI

YTo06BI OTKPBITh IIaHEeJIb HACTPOEK KaJIeH[ddp, rnepeyarTe B IIaHeJIb HACTPOEeK W HaKMUTe

MNprEatHoCTE K
KHOIIKY 2anTa

13.7.1 IIpuBaTHOCTH

B AdHHOM pa3fejie Bbl MOXeTe YCTaHOBUTDH HaCTpOﬁKH IIPUBATHOCTH COO6LH€HHﬁ

(cm. Pucynok 221).
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[MpUMBATHOCTE

Coep)KMoe 3NEKTPOHHOW NOYTHI
] PazpewmTs 8 cOOBLIEHMAY NOKAZ COASDMMMOro 12 MHTepHera MegnmougHWA...
Copepiumoe Beb-cadTos

MopMHUTE NOCEWEHHEIE MHOR BEG-CATEI M CORIMKY

MpuEMMaTs KKK © CaRTOR MckAroueHWA..,
MpyHAMATE KysWM cO CTOPoHHUYE cadTos!  Boerpa ~
CoxpaHaTe KykM, A0 MCTEUEHMA CPOKa WX AeRCTEMA v Mokazate KyK«...

Omnpaengte seb-cafiTam CWrHan =He oTCAeXMBaTh», O3HAUSHLWMA, UTOBBI Bbl HE XOTHTE,
YTOGE! BAC OTCAERMBANN

Pucynok 221 - IlaHesib HaCTPOMKU IPUBATHOCTU

Copaep)xuMoe 3/1IeKTPOHHOMN NoYTbI

Buibepute Pa3pemmTs HWIH 3alpeTHUTh B COOOIIEHHSIX IIOKAa3 COJEPMKHUMOI0 W3
MHTepHeTa, IIpM OJTOM eCTb BO3MOXHOCTb 3a7aTh CIIMCOK CAWTOB, COAEP)XXUMOe KOTOPbIX
IPUHYIOUTEJIbHO paspellleHo JyIsl MOoKa3a WM 3a0I0KUpoBaHO. i yIpaBileHHs] UCKIIIOYeHUSIMU
HaxMuTe KHONKY MckirodeHmsi, Ha dKpaHe OTOOpasWTCSl AMAJIOTOBasl IaHeJlb pefaKTUPOBAHUS

uckmoueHut (cM. PucyHok 222).

Weknrouenus — Cogepesoamoe w2 MHTepHETa X

Bal MOKETE YKAIATE, C© Kakix Bed-caliToB PasPEWens 3arpyHETe HR0BRANKEHNA H APYTOE COGERKIMOE U3 MIHTEDHETA. Bol TAKSE MOWETE
PAIPELINTE 3ATPYIKY NGO COAEpAMMOre 13 HTERHETA HE OCHOES AAPECE INEKTPOHHOR NOUTH OTNREEWTENA. BESAUTE agpec caiita
WA ANEKTRCHHON NOUTH, KOTORbLIM Bl XOTMTE YNPABAATE, W 3ATEM WENKHHTE =ENOKHPOBATE AW <Pa3pewiTs=,

Adpec ped-canTa

Cair Cratyc
bt rmyaffice.ru PAGPELINTE
L
OTMEHA COXPEHNTE N3MEREHRR

Pucynoxk 222 - HacTtporika mapaMeTpoB CETEBOTO COeIMHEHUSI
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Ha nanHO# yanoroBoii aHesiu BBeUTe afjpec BebO-caiTa, 3aTeM HaXXMHUTe KHOIIKY
BaoxkuposBars wiv Pazpemmts. Afjpec 0KaXkeTcsl B CIMCKe C COOTBETCTBYIOIIUM CTaTyCOM.

Haxxmure YpanuTthb caiiT wix Y aJIUTh BCe CAHTHI I YAaJIeHWs 3JIeEMeHTOB U3 CIIMCKaA.

B cnyuae, eciiu copepxumoe U3 MHTEpPHeTa 3a0I0KMPOBaHO, COOOIIeHre OyIeT moMedeHo
COOTBETCTBYIOIIMM coobiieHreM (cM. PucyHok 223), a Takke MOJIb30BaTeJIO MPeJIOCTaBIsIeTCs

MeHIO U3MeHeHUs] HACTPOeK OJIOKMPOBKH.

# @ HenpoudTaHHee ™ @nar & KoHTaeT @ Meted [ BaoseHuA 3 Hr <« @
Honbge 2022 KH 44
1o BB AETOD Or -
[ Hopoe cobumve
L3
Homesoa Modldec Homamgs Mo Oduc Cerihn
3astpa
Npegrronwse (2 qus)
Blena Smamava El=na Smimova
HKomanga ModAOduc oo B W e
ferea Oobpo nomaneeats 8 MoROGKc!
JEpatHmi anpec Komanaa MoROdec
vy dnekcaHgp CrmpHos W
ES B ueo Sesonaowacr, MyOficeMail safiacesp 1 Ot SO0 A1 BRTEINY COMERORHAMOTD. WD HATepei . Hactpoiimm s~ X

Ngream comsnEmmos My HHTEpHeTS B SToM coodmenim
MoiAOdmc Hagaenie MACTRa ik cOneRmImMars K HiTepneT
Paspeimmnte Cofepamos ns Hareprera ¢ hitps ) techvr rypoffice fu

PaspeiuArh cogEpaawos W3 HHreprea © techarmyctfics.ru

Henpouwrantiooc 0 Beero; 17 ] Meponpuaman &

Pucynok 223 - biokupoBKa 1okasa cofiep>KMMOro U3 UHTepHeTa

Copep)xumoe Be6-canToB

IToMHMUTD rocenieHHble MHOM Be0-CaMThI U CCBIJIKA
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Bribepute npu HeobxomumocTh HacTporky IlpumHEMaTh Kyku ¢ cadToB. Haxmure
kHONKy MckioueHus:, Ha 5KpaHe OTKPOETCS! IMajioroBasi MaHeJlb HACTPOMKU WCKIIIOUeHUW AJist
Cookies (cM. Pucynok 224). Ha nmaHHOM TualioroBO¥ IMaHeNd BBeWTe ajpec BeO-caiiTa, 3aTeM
HaxkMuTe KHONKY BiiokupoBaTh, Pazpemuts Ha ceccuro v Paspenmts. Anipec okaxeTcs B
CIIMCKe C COOTBeTCTBYIOIIMM cTaTycoM. Haxxmurte Y gamuTes callT wiv Y JaJuTh BCce CalTBhI I

yAaJIeHUs 3JIEMEeHTOB M3 CIIMCKaA.

WMoknioussmna — Kykm =

Bid MOKETE YKAZATH, C KAKMX CANTOR BCErA3 NPUMMMATE WK OTENOMATE KykH, BESANTE TOUHHEA agpec calita
H HEXMWTE KHONKY «BNOKMpOBaTE®, «PAIpeIINTE HA CRConk= unn «Pazpewure»

Afpec sed-canTa:

Caiir | Cramye
hitp://myaffice.ru Pa3pelunTe KA CRCOHKD
OThEHS COXpaHITE HIMEHEHHA

Pucynok 224 - Hactpoiiku uckmouenuii Cookies

Bribepute pexxum nprema Cookie co CTOpDOHHUX CAaWTOB:

— BCerga;
— C TIOCeIIIeHHBIX;

— HUKOT'Jd.

Bribepute pexxum coxpanenusi Cookie:

— JI0 UCTe4YeHUs CPOKa UX JIeUCTBUS;
— 110 3akpbITUsi MHOU «MonOduc [TouTtay;

— CIIpalmBaTh KaXXIbli pas.

13.7.2 I1aponu

[Ipunoxenue «MorOduc [lodta» 1mo3BosIsIeT 6e301acHO XpaHUTh UMeHa IoJIb30BaTesiel 1
IIapoJI¥, UCIOJIb3yeMble JUIs OCTyma k cepBepaM (cM. Pucynok 225). IIpu atom y nonb3oBatens
HeT HeoOXOJMMOCTH KaXbI pa3 BBOAWUTH WX IIPU IOYTOBBIX ONEparusx, 3TO TpebyeTcsl TOJIbKO

TIepBbIH pas.
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MNapoau

MoROdume Mouta MOXeT 2anN0MKUHATE NAPOAKM BOEX BALWMX YUSTHEIX 3anwcel. CoxpaHaHHBIe Mapoaun...

MacTep-naponb IAWMILAET BCE BALIM NAPOAK, HO BaM HY¥HO BYAET BEOLWTD €70 OAMH DA% B CECCMRD.

Mcoonesosath Ma CTep-Na poi

Pucynok 225 - Hactpotiku naposneit

Haxmute Ha KHOIIKY COXpaHéHHBIE mnapoJjm i IIPpOCMOTpPd, U3MEeHEHUdA U YldJIeHUsd

HMMeH T0JIb30BaTesiel U COXpaHeHHbIX naposieit (cMm. Pucynok 226).

CoxpaHEHHBIE NOTHHBI X

Ha pawem KOMNLKITEDE XPAHATCA NOTWHEl ANA Cne gy LMY I'IFICIEEIIH,.'J,EFICIE

Mpoeaiaep - mA noneLz0BaTenA MocnegHes H3MeHeHWe i)
@ https://mailte chwr.myoffice.ru (sa.. alexandr.smirnov@techwr.myoffice.. 25.10.2022

@ imapy//imap-techwr.myoffice.ru (i,  alexandr.smirnov@techwr.myoffice.. 25.10.2022

YRANHTL BCe OToBpazuTe Napoan

3aKpLITh

Pucynoxk 226 - YnpaBneHue coxpaHeHHBIMH TapOJIsiMA

JlJis OMOJTHUTEIbHOM 3alUTHI MTApOoJiel MOXKHO HCIIO/Ib30BaTh MacTep-mapoiib. [ljis aToro
BblOepuTe IepekiitoyaTesib Mcmoab3oBaTh MacTep-Napojib, Jajlee MCIOJIb3yHTe KHOIKY
CMmennTsr MacrTep-nmapoiib. Ha skpaHe OTKpoeTcsi Juanorosasi IlaHejb, Ha KOTOpOH Oyner
Ipe/iJIoXKeHO BBECTU TeKyIIM{ Maposib M 3aJaTh HOBBIA MacTep - maposib. CTOUT y4yecTb, YTO

MoTepsi MacTep-TapoJisl PUBeJIET K TOTepe JIOCTYyTa K 3allUIIeHHON HHPpOpMaIiy TPUIOKEeHHUS.
13.7.3 Cnam

B AAHHOM pazfejie Bbl MOXeTe YCTdaHOBUTDH HaCTpOﬁKH dHTH-CIIaM Cl)I/IJ'IprOB

(cm. Pucynok 227).
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Chan

3AECH Bbl MOXETE YOTAHOSWTb HACTROMKM AHTW-CNaM $UALTDE NO YMOAYSHHID, HaCTPORAKK aHTH-Cnam

DANETRA, CNEWMDMUHBIE 17 YUETHOM 33MKW0M, MOTYT O8Th YCTAHOBENEHR! B MADAMETRAX YUBTHOR 3aMMCH.

Korga A moMeYa coodweHna Kak Cnam;
O Mepepewarts we 8 nanky «Cnams yUETHOR 3anMcK
YAANATE WX

O MEYATE caabWweEHna, l'.'lHFJ\'.‘i,\'_'.ﬂ.EHH'bI-E FAE CPAM, KK ADAUATaMML

¥AENMTE aHHE DEYUEHHA
BEAMUMTD SYPHAN PaBoTel 3AaNTHEHATS aHTH-CNaM GiisTpa 4

Pucynoxk 227 - HacTtpotika aHTH-cI1aM PpUIBTPOB

ITonw3oBaTemnto peaoCTaBIIgIOTCS ClIeyoIiie BOSMOXXHOCTHU:

— 3aJlaBaTh I0BeJleHre IIpY [IoMeTKe COOOIIeHHs KaK CllaM: IlepeMelnarh B nanky «Crnam»
WU YOAJISTh;

— OTMedYaTh COODIIeHUs, OTipeJie/IeHHbIX KaK CIlaM, KaK IPOYUTaHHbIE;

— BKJIIOYATh >KypPHaJ paboThl aAANITUBHOTO CllaM-QHUIIbTpPa;

— [IOKa3bIBaTh >KypPHaJI paboThl aHTU-CIIaM QUIIBTPA;

— YIaJIATh JaHHble 00y4YeHUsI aHTU-CIIaM QUIIbTPA.

13.7.4 3ammura

B nanHOM paszesie Bbl MOXKeTe YCTaHOBUTh HACTPOMKH 3aII[UTHI.

O6Hapy)XeHne MOLUeHHUYEeCTBa

[Ipunoxenue «MoiOduc Ilodra» mo3BossieT aHATIU3UPOBATh COOOIIEHUS JJIsl BBISIBIIEHUS
MO/I03pUTENIbHBIX MUCeM. /[ljis BKJIIOYEHUs] 3TOM BO3MOXKHOCTU HCIIOJIb3YHTEe IepeKJtodaTesib

HNudopMupoBaTh He ABIAETCA JIM YUTaeMoe MHOIO COO0IIIeHHe I0A03PUTeIbHBIM MHCHMOM.

AHTUBMpYC

Jlnst obnerdenys paboThl aHTUBUPYCA MIPUJIOXKEHHe M03BOJIsieT TOMeIIaTh [10/I03pUTelIbHble
coo0IleHrs B KapaHTWH. [[s 3TOro McCHosb3yiTe IepekitodaTeilb Pa3pemuTh aHTHBHPYCY

nomMemnaTh B KAPpAHTHH 0TJAe/IbHbIe BXOada1Imue C006I.[IEHI/IH.
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CepTudukarsl

Paznen ceptrdukaTOB BRIMISIAUT CIleytonmM oopa3om (cM. Pucynok 228):

CepTUgpHKaTh

Kaorga cepeep sanpalveasT AMUHLIE cepradukaT:

Omnpasnate agTomatvueck ) CNpawmeaTs Kaxasi pas
Janpawweate ¥ OCSP-cepeepoB NOATEERXKAEHWE TEKYLLErD CTATYCE CepTHOMKATOR

¥npasneHve cepTihuKaTam. .

YCTpoWCTEa 3aLUMTRL...

Pucynok 228 - Ilanens ynpasineHus cepTudpuKaTaMu

YcraHOBUTe [IeHiCTBYe IIPU 3allpoce CepBepoM JINYHOI'O cepTUdHKaTa:

— OTIIPABJIATb dBTOMATHUY€CKH,

— CIIpalmBaTh KaXXIbli pas.

IIpu HeobxomuMocTH BKIIIOUMTe HAcTpoMky JanpammBatb y OCSP - cepBeposn

NoATBepP:KIeHHe TeKyIllero craryca cepTu¢ukaTosB.

s nerictBUM ¢ cepTUdUKATAMK HaXXMUTe KHOIKY YIpaBjieHHe ceprudukxaramu. Ha
JKpaHe OTKpPOeTCsl [WajoroBasl MaHejlb, C IIOMOIIbIO KOTOPOM BbI CMOXeTe IpPOCMaTpUBaTh
COXpaHeHHble CcepTUdHUKaThl, WUMIIOPTUPOBATh HOBble CepTU(UKATHI, a TaKXKe YOaliTb UX U

Co3/71aBaTh pe3epBHYIO konuio (cM. Prucynok 229):

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024 270



MounOdonc

Ynpaenenwe CepTUdMKaTaMK x

Bawm cepTHgHKaTE PELWEHHA MO 3YTEHTUHHEALAN Mogn Cepeepu LLEHTP R CERTHEMEALHE

¥ BAC XPAHATCA CEPTHOWKATE, CTYRALLME 407 MIEHTHEHEIUNH CNegy owns LEHTROE CERTHHHKILMN

| VIMA CERTHHESTA | ¥orpoiicreo zawwm @
w AC Camerfirma S -
| Chambers of Commerce Root - 2002 Builtin Object Token
Global Chambersign Root - 2008 Builtin Object Token
| w AC Camerfirma 5S4 CIF AB2743287
Camerfirma Chambers of Commerce Root Builtin Object Token
| Camerfirma Global Chambersign Root Builtin Object Token v
MpocMoTpETh... MEMEHUTE SOBEPHE... MIMnopTupoBath... SKCNOPTUPOBATh... ¥aanuTe MAK HE AOBEPATE..

QK

Pucynoxk 229 - Ilanens ynpasinenus cepTudpuKaTaMu

Hns ynpasinenusi mmdpanueid U Jemmdpanned IOAKIIOYEHUM, a TakXe XpaHeHHeM
cepTudUKATOB U TMApoJied, HaXXMWUTe KHONKY YcrTpoiictBa 3ammrThbl. Ha sKpaHe oTkpoetcs

IIMaJIoroBasi MaHesb yIipaBiieHus ycTporcTBamu (cMm. Pucynok 230).

Ynpagneure yCrpoRcTEaMK *
hAOA)NH W YCTPORCTEE JALLNTH Mogpobuocma IuaueHne
~ MSS Internal PKCS #1171 Module COCToRHNE lotoeo
OB kpUNTOCRHDE ONHEaHHE EHyTpEHMKE KPUNTOCTORGE PSI = I
Moaynkb 23wl ZraToORNTENR Mozilla.org CMEHHTE N3P0NE
* Mogyne BCTROEHHEX KOPHEERD CEPT. Bepoma HW 3.68
JArpYINTE
MES Builtin Qbjects EeponA FW z.0
IeTka OB, kprnToCTy G0
M2raTeBNTENR Mozilla.crg -
CEpHiTHBIA HomMepR 0000000000000000
Bepoma HW 4.0
Bepcin FW 0.0

Pucynoxk 230 - Ilanenb ynipaBieHus: yCTpoMCTBaMU
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MonOdounc

13.8 Hacrpoiiku kaneHgaps

YTo6bI OTKPBITE ITaHeJIb HACTPOeK KaJjleHJapsl, llepeiiuTe B IlaHeJb HACTPOEK M HaXMUTe

L=l
KHOIIKY Kaneraape

13.8.1 O6mue HacTpoiiku

Iy ycTaHOBKM OOIIMX IapaMeTpoB KajleHAaps MCIOJIb3yHTe CieAyloliie HaCTPOWKHU B
paszzesie Kanenaaps:

— dopmar gatsl (rtosHbid 1 HosOpa 2022 r. vm kpatkuii 01.11.2022);

— 9acoBoU NosIC (BBIOOP BO3MOXKHBIX BAPHAHTOB YaCOBBIX 30H);

— MepBbIH JIeHb HeJleu (BbIOOp JHS HeJlelu NMOHeieIbHHK - BOCKpeCeHbe);

— oToOpaXkeHMe HOMepa Heflesid B 0630pax U MUHUMecsIe (npumep: Ha: 44);

— BbIOOp pabourX U BHIXOIHBIX THEW Heellu;

— oTobOpakeHHe pabouyux JHeM (oToOpaXkaTh TOJBKO paboure AHU / 0TOOpaXkaTh pabouue
+ BBIXOJIHbIE JTHH);

— KOJINYeCTBO OJIHOBPEMEHHO OTOOpa’kaeMbIX pabO4YMX 4acoB Ha maHesu kajeHpaps (1 -
24);

— Hauasio paboyero AHs (OJieHb, MOJIHOYb, TOUHOE BpeMs B popMaTe 44:MM);

— OKOHYaHMe paboyero JiHs (I0JieHb, MOJIHOYb, TOYHOe BpeMsl B popmMaTe 44:MM);

— BblJleJieHre pabourx 4YacoB Ha MaHeNu JHS;

— KOJINYeCTBO 0TOOpakaeMbIX HeJleslb Ha MaHesid KajeHaaps (1 Hemens - 6 Hesesn);

— KOJIMYeCTBO MpeJbIayIMX Heflesib B 0630pe (He oToOpaxkaTh, 1 Hesesnst, 2 HeJleJIN);

— HaCTpOMKa Mepuojia 0ToOpaXkeHusl MpeCTOSKX MeporipusTyii (1 meHs - 4 Hemen);

— HACTPOMKa NPOJOJIKUTETbHOCTH 3a7ja4¥ WA COOBITHS 110 YMOJTYaHUIO (B MUHYTaX);

— HaCTpOMKa JlaThl Havasla 3a/Iadyd WM COOBITHS 110 yYMOJYaHHIO (HeT, B HadaJje JHS,

3aBTpa, Ha CJeAyleil HeJelle, OTHOCUTEJIHHO TeKYIIero BPpeMeHH, 0THOCHTEILHO
CJIeTyIOIIero 4aca);

— HaCTpOMKAa CPOKA MCITOJIHeHUSI 3a/1aY¥ WK COOBITHS M0 YMOTYaHHUIO (HeT, B KOHIIe JTHS,
3aBTPa, Ha CJIeJyIoieii HeJiejie, OTHOCUTEJIHHO HaYyajla, OTHOCHTEILHO CJIe[yIOIero

qaca);
— BO3MOXXHOCTb PeJIaKTUPOBAHUS 3aJladM WIA COOBITHSI B OTHEJIbHOM BKJIAJIKe, JMOO B

JHAJIOTOBOM OKHE;
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— ONTAMM3ALMS [IBETOB IS JIIOJEeH C Or'paHUYEeHHBbIMU BO3MOXXHOCTIMHU.

13.8.2 HacTpoiiku HanloOMUHaHUI

Hactpoiite HeoOx01uMbIe TapaMeTphbl OTIOBeIleHUs 0 COOBITHSX B pasziesie HamomMuHauus:

— BKJIIOUEHHe / BBIKJIIOUeHHe TIPOUTPhIBAHUS 3BYKOBOI'O CUTHAJIA OMOBeIlleHHS;

— BbIOOP 3BYKOBOTO aiiia [iisi CUTHAJjIa OIIOBeIlleHuUs;

— [IOKa3 Ha 9KpaHe OKHA OIIOBelleHUS;

— IIOKa3 MPOITYIIeHHbIX OTIOBeIlleHUH JIJIs 3aTMcel KajleHape;

— HACTPOMKa 3aJIeP>KKHA 0TOOpaXkeHHsl OTJIOXKEHHBIX OMOBeIeHUH (B MUHYTaX);

— BKJIIOUEHHe / BBIKJIIOUeHHe OMOBeIIeHUH O COOBITUSIX;

— BKJIIOUEHHe / BBIKJIIOUeHHe OINOBeIlleHUH 0 3a/jayuax;

— HAaCTpOMKa BpeMeHH OTOBeIeHHs] 0 COOBITHSX (KOTMYeCTBO MUHYT J0 COOBITHS);

— HACTpOMKa BpeMeHH ONOBellleHUs 0 33/lauax (KOJIM4YeCcTBO MUHYT 0 33/1a4n).

13.8.3 HacTpoiiku yBeJoMIeHHH

Hactpoiite oTobpakeHre yBeOMJIEHHN O COOBITUSIX B pasziesie Y BeAOMJIEHMS, [l 3TOI'0
Haxkmute KHONKY JlobaBuTh yBemomseHme. B cmmcok [o6GaBUTCS HOBasi — CTpokKa
(cm. Pucynok 231). Hactpotite Bpemsi 0TOOpakeHHsl yBeJOMJIeHHS], @ TaK)Ke KaTerOpuio UCXO/isl U3

CTIeyIOIMX BApUAHTOB:

— IepeJl HaYajOM COOBITHS;
— TOCJIe Havyala COOBITHS;
— epeji OKOHYaHUeM COOBITHS;

— [IOCJIe OKOHYAHUY COOBLITUS.
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YeeAomNeHns

Mokazweark YESADMASHWA O NPEACTOALLMY coBBITHAN

Ll

20 L MUHYT w neped Hadanok cobemua o 1]
Ll

10— MUHYT w nepe), oKoH-aHren cobbiTuA ~ 0]

YEEACMASHHA MOKHT HACTROWTE 407 KaRAOMD KANEHAARA B OKHE CEORCTE KaneHaapa,

+ [fobapute yeesomasHne

Pucynoxk 231 - Hacrtpotika yBegoMieHui
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