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Bce ynomsiHyTBIe B 3TOM JJOKyMeHTe Ha3BaHMSs NPOJYKTOB, JIOTOTHIIBI, TOPTOBble MAapKU U
TOBAapHbIe 3HaKY NIPUHAIIeXaT UX BiajlesbllaM.

ToBapuble 3Haku «MonOducy, «MyOffice», «Mailion» u «Squadus» npuHamIexaT
00O «HOBBIE OBJIAYHBIE TEXHOJIOT' YWy,

Hu npu kakvx oOCTOSITeNIbCTBAaX HeJlb3sl UCTOJIKOBBIBATH JII0OOE COJlepXKMMOe HaCTOSIIero
JOKYMeHTa Kak IIpsIMOe WIA KOCBEHHOe IIpeJl0CTaBJleHue JIMI[eH3WY WM IIpaBa Ha UCIIOJIb30BaHUe
TOBAapHBIX 3HAKOB, JIOTOTMIIOB WM 3HAKOB OOCIy>)KMBaHUS, IPUBEIeHHbIX B  HeM.
JIroboe HeCcaHKIIMOHMPOBAHHOE MCIIOJIb30BaHWe 3THX TOBAPHBIX 3HAKOB, JIOTOTHIIOB MM 3HAKOB

O6CJ'Iy>KI/IBaHI/IH 0e3 MMCbMEeHHOT'0 Pa3penieHus ux HpaBOO6J'Ia,I[aTEJ'IH CTPOI'O 3dIIpeleHo.



O6masa nadgopmausa
«MonOduc Iloura 3» — KopHopaTHBHas IIOYTOBasi CHCTeMa ISl BefleHWs J1eJI0BOM

IepericKy, IJIaHUPOBAHHUA pa6oqer O BpeMeHH U yIIpaBJIEHUIMHW KOHTAKTdMHU B I'OCyAdPCTBEHHbIX

OpraHr3alyiaX U Hda KOMMep4YeCKUX IpedrnpuiaTruaXx.

B cocras MMpOAOYKTA BXOIAT:

L4 CepBepHoe IMporpaMmHoOe obecrieuyenve JJIA O6pa6OTKI/I BXOOAIIIMX KW HCXOOAITUX
COO6H.[€HI/II‘/JI SHEKTpOHHOﬁ OYThI, COBMECTHOH pa6OTbI C KdJIEHIdpPsIMHU U 3d1d9dMH, d TAKIXKe
BeJleHUs aIpECHbIX KHHUT;

L4 A)IMI/IHI/ICTpaTI/IBHaH HaHelb IIOYTOBOM CHUCTEMbI IS YIpaBJieHHUda I10JIb30BATeJISIMU,

peCypCaMu U UX I'pyIllldMH, CIIMCKAMHU PACCBUIOK, JOMEHdAMHU U TeHAHTdAMH.

B cocraB mponykTa BXOHST CleAyolIMe TPUIOXKEeHHs Jyisi paboThl Ha KOMIIbIOTepax,
B BeO6—Opay3epax ¥ Ha MOOUJIbHBIX yCTPOHUCTBAX:

e BeO-npwioxkeHue i OBICTPOM W yHoOHOM PpabOThI C 3JIEKTPOHHBIMU COOOIIEHUSIMU,
KaJIeHJIapsIMH, 3aJladaMU U aJIpeCHbIMA KHUTAMU;

e HacrosnbHblii NOYTOBBIM KJIMEHT [yisi paboTbl C  3JeKTPOHHBIMU  COOOIIEHUSIMHU,
KaJleHJapsIMK, 3a7jladaMyd M a/IpeCHbIMA KHUTaMM Ha OIepallMOHHBIX cucTeMax Linux,
Windows 1 macOS;

e MobOusbHble MOYTOBBIe MPUIOXKEHHUs AJig PaboThl C KOPIOPATUBHOM IIOYTOBOM CHCTEMOMU

MoitOduc Ha cMapTdOHaX U IJIAHIIIeTaX C onepanuoHHbIMU cucteMaMu Android u iOS.

Hepequb Tp86OBaHHﬁ K IIPOIrpaMMHOMY U alllldpaTHOMY 00ecIe4eHuro IprBeJieH B JOKyMeHTe

«MoiOduc IToura 3. CucremHble TpeOOBaHUS.



OI'JIABJIEHUE

AIMIHHCTPHPOBAHHE B Web.....ciiiiieiiieiienisnisessssssiss s s ssssssssssnssssnsssssssssssssssasassssssnsssnsnnsanannnns 7
Il O TOBAS CHICT @M tturssssssnnnnsssssssssssassnnnnssnssssssssnnsnssssssnnsssssssssnssssssesssssnssnssnnssssssssssansnnnnns snsssssnnsnnnnnnnss 8
ITouTta misa WINAows / LINUX / INACOS..cemumcisirrrrnnnensnnssssssssssssssssssssssssssnsssssssssssssssnnnsnsnsssssssssnnnnnnnnns 11
R0 13 ()23 2 I (01002 (0) N1 (=33 1 (T PRSPPSO PPPPPII 11
STBBIKOBAST TIOTIIIEDIKKA. - tteeeutreessseeesaseeesuseeessseaaasseaaasseasansesaasseeaanseessseesanseesabeeesabeeeanneeesnneeeanneeeannnas 11
F N 0] 0) 7 T 1175 CO TP OP ST OPPR 11
N (0212 (e o) 01 (01 SOOI 11
(001107123 < PP PPOUPPRUOPPRP 12
I 0E o UD1 (o o 20t PPN 12
s (070 v Mol l oA 11 (0130 117 0 0107 (o<1, S 12
Pab0Ta C MAITKAMU H DAMTIAMEL......eeiuvveeisieeessteesssteesssseessssesssssesssssesssssesssssessassesssssesssssessnsesssnsesssnsenans 12
o (010 s Wl 17 (012509 1 O PSP SOTURPPP 13
DOPMATUPOBAHUE TEKCTA ITHCBMA. ... .uviiureeeresssesssresssessssssssessssssssesssssssssssssssasesssnssssessssesssesssssssessnns 14
|01 011=] 035 2 W (01817 (01 SO TP TP 14
[TPABUITA BXOJISIIIIEH TIOUTBL. 1. .uvvveeessusreeesssusseeessssseesssnssseesanssnsesssssseeessnssnsessansssssssannsessssanssseessnsseeens 15
|5 o100 4 01002 10 T 2E 1) (=) 201 €21 0 OO SPPPRPTPOPRRN 15
o (070 v WOl N (53 501 €1 0 1<) ORI 15
[TOIJTEPIKKA COOBITHM H BCTPEU. +uuveeeuereeeureeasseessseessseessseessssessssessnsesessseessnsesssssesssnsesssnsesssssessnes 15
[TONAEPIKKA QJIPECHBIX KHHT ... uuvvveeesusseeessssseessassssesssassssessssssssessansssssssasssssssnsssesssnnssneesanssseesssnens 17
Pab0Ta CO CITHCKOM KOHTAKTOB. ...1eetuutreeesssrreeessssseessssssssesssnssssessasssesssassssesssnssseesssnssssssssnssssessnssseees 17
e T U1 £ L 1 O 18
[TpoBepKa OPMOTPADUH/IIYHKTYALIHM. .....vveeureeseessreesseeasreesneeasseessesssneessesssseessesssnessnesssneessesssessnessnns 18
1) (03 PP PP PR 18
| 21 (0) 474 Y (5] < 4 - PO TP PRSPPI 18
[TonnepxuBaeMble KJIABUATYPHBIE COUETAHMS. .....uviiureeruriireessrsssesssssasesssesssesssessnesssessnesssessnesns 19
0 4 0 0 /] o 25
ST3BIKOBAST TIOTIIIEPIKKA. 1t vvvveessreesssreesssnessssneesnsseesssnsesssessassssssssesssssesssssessassessnssessnssessnssessnsenesnseessnnes 25
DOPMATDI TAHHDBIX 11t utttteessutseeesasssneassssssseessasssesesanssesesaassssessansssssssansssesssnsssssssanssseessnnsseessanseneessnsnns 25
F N 0] )2 TV 115 OO TP PP PPPPO 25
A (< 5202 (Sl To 11 (01 SO PR PUT O PPPRPTR 25
L0370 12 20 U TP PR 26
Pab0TaA CO CITACKAMMY TTHICEM.........vveeeeiurreeeessuteeeessssseeessnsseeesssssseaesassseeessansseeesansseeaesassrneessnnsneeesannseeas 26

PaboTa C MANKAMU M DAMTIAME. ....ccouvieiirieiiiie st stee e stee b is e e e st e e sbe e sbe e e snbe e e snne e s snneesnneenas 27



0L T U0 (016 2 1 VTP UPRTPPRRTOPPIO 27

oo L0 = Wl 117 (0320, 1. 17 SRR 27
00010 (3008 28 T (0111 (0 % PO PRSPPI 30
[TPABUITA BXOISIIIIEH TIOUTBL. 1. .uvvveeessusrreesssussneesssssesessssnseesansssesssssssessssnssnssssansssessssnssneessnnsseeessnnseees 30
[TpoBepka OPOOTPAPHUU U ITYHKTYALIMH. ......eeeeuvreeineneessreeessseeessseessssesssssessassessassessssessnsssssnssssssessnnns 30
[TO/IJTEPIKKA QIIPECHBIX KHUT -.....uveeesuteeessreeaseeeasseessseessseessseesassessasesssssessansesssssessassesssssessassessnnees 30
Pab0Ta CO CITHICKOM KOHTAKTOB. ....eeeuuvreeeeiuseeeessssseseeasssssessansssssessnsseseesasssssssansssessssnssssssssnsssessnnsseees 31
Pab0Ta C TPYTIITAME KOHTAKTOB. .vveeuvveeessreesssesssssessssnssssesessssssssessssessnssessnssessnssesssssesssssessssesssssesnns 31
Pab0Ta CO CITHICKOM PACCBITIOK. .. .uvvereesurreeessstreeessssseessasssssessssssessssssssessassssssssssssesssnsssesssnsssesssssens 32
I 00T03) % 12425 32
o (L0 WO E V) (<) 01 £ 0 <1 P TSP P PP PP 32
[TOITEPIKKA COOBITHM F BCTPEW. 1. uvveesureeesuresesssesssssesssssesssssessssesssssesssssessassessnssessnssessnssessnsessssesssnnes 33
[ITTAHUPOBIIK COOBITHIH. ....eeeeiuuvveeessstresesasseessssssseesssssseeesassseeesssssseeesssseeessansseeessassseessassseeesansnneens 37
PECYDCBI KOMITAHH. ......oeiiiiiiie sttt b e s e e r e s 37
T U1 L= 1 O 38
110} 7 (o1 TP 39
| b 231 (0) 474 Y (5] < 4 - TR TTRPT 39
OOMEH JTOKYMEHTAM. ......eeeiuureessueeessseeesaseseassesaansesaassesaaseessasseesasseesbeeeaabeeeasbeeeassessanseesnneesnneesnnneens 39
L0010 (2100 8 2 W) 0 (0):12] 11(=) 5102 ST 39
[Topnep>xruBaeMble KITABUATYPHBIE COULTAHMS. ...vveerurrreesssurreeessnsneesssssneessanssnsssssnssssessnsssessanseeesans 41
TT0UTA MIIA ANATYOPA / 1S e uiiemenrrernnmssrssnsnssssnssssrsnssssesssssssessssssesssssseessssseesssssseessnsssennnnssssnnnnnsnes 43
SI3BIKOBAST TIOTIIIEPIKKA. .. veevveeseeeanreesseessseessesasseesnseaseesssssnseesssssnsessssssnsesssesnsesssssssesssesnsessnsessesssss 40
F N 0] 0)Z TV 115 SO TSP PP ST PPPPO 43
VHETHBIE BATIHICHL. ... uveevveesseessseessessssesssesssseessesassesssessssesssessnsesssessssesssesansessssssnsesssesansesssssnnsesssessnsenss 43
(03110721232 TP 44
(@10 0Ty 2 T 3= ) TP 44
Pab0Ta CO CITHCKAMU ITHCEM. ......ccuveeeiureeesseeessseresseeesnseeesseessssesssssessssssssssssssssesesssesesssesssssnsssneesnseess A
Pab0Ta C MATKAME U DAMTIAMI. ... .eeveeerreesieessieesseessseessesssseessessssesssessssesssessssesssessssesssnssssesssessssessesss 44
o (010 Wl 1 (012509 1 O PSP PPRTOOPTRPP PP 45
10} 7 (o3RRS 46
|01 01 (=] 03 2 WoYa (0] 1111 (23 2171 Z OO PP R PP 46

0191 =] 035 2% I U =Tox L) TSP TP OPRP TSR 46



PaboTra c nmosb3oBarenaMu

HOHIIGP)KI/IBaeMbIe BO3MO>XHOCTH.

COo3JIaHre, MPOCMOTP, pPelaKTHUPOBaHHe U yJaleHne y4eTHbIX
3anucen MoJb30BaTesieu;

HAaCTpauBaeMbli  CIIMCOK TOJIb30BaTejied  (BO3MOXXHOCTH
HaCTPOUKM OTOOpaKeHUs] CTOJIOIIOB M COPTHUPOBKU IIO
BBIOpAaHHOMY CTOJIOIY);

6JIOKI/IpOBKa YUYETHBIX 3anuceu (C BO3MO>XXHOCTBIO OTMEHI)I);
IIOUCK IIO CITUCKY I10JIb30BaTeJIew;

yKasaHHWe OT/esa, JOJDKHOCTH, OIMCAHHUS, TOpPO/ia, HOMEpOB
pabouux U IOMANTHUX TellehOHOB, KOHTaKTa B Skype;

BO3MOXXHOCTh YKa3aTb KOJIMYeCTBO HeNpaBUJILHBIX BBOJIOB
MapoJIst 1Jisl aBTOOJIOKMPOBKHU TT0/Ib30BaTess yepe3 API;

IPOCMOTP M YyIpaBjeHWe KBOTOM Ha 00BeM XpaHWIMINA
IIOYTOBBIX ITHCEM I10JIb30BaTeJIs;

HaCTpOﬁKa KOJIM4eCTBa IIOIBITOK BBOJlda HEIIPABUJIIBHOI'O
MapOoJIst K YYETHOM 3aIUCH;

HacTpouka BpeMeHu OokupoBku [P-agpeca mosb3oBaresis, B
Cjlydae TIpeBBbIIIeHHs TIOMBITOK BBOJIA  HENPaBUJILHOTO
MapoJIs;

yCTAaHOBKA KOJIMYECTBA TOIBITOK BBOJIa HENPaBWIbHOIO
JIOTUHA WIA TapoJisi, Mocjie KOTOpPOro, MmoTpedyeTcs BBECTU
tect noarBepxxaeHus CAPTCHA;

CO31dHue, pelaKTUpOBdHHWE W YldJieHUue CTAaTU4YeCKUX U
AUHAMHWYECKUX I'PYIIIl BHYTPEHHUX PACCBLJIOK;

rubKasi HACTPOMKA BO3MOXKHOCTH OTIPABKHU MHUCEM B TPYIIIbI
paCCI)IJIKI/I! C KOHerTHbIX JOMEHOB, JJIs KOHKpETHbIX
II0JIb30BaTeJIeu.

IIOYTOBOE yBelOMJIeHHe O IMOAK/IIIOYeHNH dIMUHHUCTPATOPOM
IIOYTOBOI'O ajIMdCa AJIs II0JIb30BdTe I

Ynpasienue pecypcamMu
KOMIIaHHUH

HOI[}Iep)KI/IBBEMI)Ie BO3MO>XHOCTH:

CO3JJaHKe, PeJJAKTHPOBAHKE U YaJIeHHe PeCcypCoB;
CO3/laHMe, PeJJaKTHPOBAHKE U YIaJIeHHe TPYIII pecypCcoB;

HCIIOJIb30BAaHHE PeCypPCOB KaK YYaCTHUKOB COOBITHUH B IEJISX
pe3epBUPOBaHUS BpeMeH! ISl X UCII0JIb30BAHMUSI;

IIPOCMOTP CIMCKa pecypcoB, TobaBieHHe HOBbIX, 0OHOBIIeHHE
Y yJlaJieHue CyIleCTBYIOIINX;

IMTPOCMOTP CIIMCKAd CO3dHHBIX IIOYTOBBIX NOMEHOB B pa3faejie
«ITouToBEIE JOMeHBbD» C BO3MOXHOCTBIO CO31dThb HOBBIE
OOMEHBI, YIA/INTh UX U PelaKTHUPOBATL OITMCAHUA




VYcTaHoBKa Ha HECKOJIbKO (PU3NUECKUX WIKM BUPTYaIbHbBIX Y3JI0B (CEpBEpOB) C pasfieieHreM
(YHKIMOHAJIBHBIX pOJiel

PESEPBI/IPOBBHI/IQ (1)PI3PI‘-I€CKI/IX WJIN BUPTYaJIbHBIX Y3JI0B (cepBepOB), HCIIOJIb3yeMbIX
JJIA (bYHKLII/IOHI/IpOBaHI/ISI IIOJCHUCTEMEI B IIeJIdX obecrie4eHus OTKHSOyCTOfI‘IPIBOCTH

["opuzoHTambHOE MacIITabUpoOBaHKe TOACUCTEeMBI (YBeIMYeHre POU3BOAUTEIbHOCTH ITyTeM
no6aBiieHUs Y3JI0B)

BepTI/IKaJ'[bHOQ MaCI_HTa6I/Ip0BaHI/Ie Y3J10B IIOACHUCTEMBI (YBE‘J'II/I‘IBHI/IE IMPOMU3BOIUTENIbHOCTH ITyTEM
Bbie/IeHrs JOIIOJIHUTEeJIbHBIX BBIYHNCIIMTE/IbHBIX pecprOB)

Pacnipenienienrie Harpy3ku Mexay GU3NYECKUMU y3/1aMH (CepBepaMM) WM BUPTYalbHBIMU y3JIaMHU
C [IeJIbI0 ONTUMM3AIMY HarPy3KU Ha KaKIbI OTIEJIbHBIN Y3ell

Kowmripeccus / nekomripeccus 1yist Bcex http-3amnpocoB / oTBeToB B paMkax rpoTokosia WebDav
(anmroputmsl cxarus — deflate, gzip)

[Tonyepskka UCIIOHEHUS CITY>XK0 MOJICUCTEMBI B Cpefie KOHTeHepPHOM BUPTyaln3alun

B03M0XXHOCTB OTIIPaBKY OYTOBBIX COOOIIEHUI BHYTPEHHHM U BHEIIIHKUM IOJTy4YaTesIsiM

B03M0XXHOCTB MOJTy4eHHs! IOYTOBBIX COOOIIeHNI OT BHyTPeHHUX U BHEITHUX OTIIpaBUTeer

[Touck Ilonp3oBaTesneli B KaTajorax CUCTeMbl M B CTOPDOHHEH e[IMHOM CiTy>k0e kaTajiora
1o nporoxoiry LDAP

BosMoxxHOCTE Ha3HAYEHUS JHUCKOBBIX KBOT OTAeJIbHBIM II0JIb30BATeIAIM

BosmoxHocTh popMHUpOBaHUs UCXOAIINX ITMceM B popmate HTML

HEHEI‘I/IPOBaHI/Ie JAOCTYIId Ha IIPOCMOTP CBOET'0 IMTOYTOBOTI'O AIIWMKA APYTI'OMY I10JIb30BATEIIO

HpOTOKOﬂI/IpOBaHI/Ie JIeMICTBHUM MOJIb30BATEJs cpeacrBaMu IIOYTOBOM CUCTEMBI

ITouck n HHAeKCalus rnmmucemMm (HO MeTa-JdHHbIM ITMCeM: I10/Iy4aTeliyd, I10/Iy4aTejiid B KOIINKU, TeMd
NKCbMa, HaJIM4YWe BIIOKEeHWM, Ha3BaHUEe BHOX(QHHﬁ) C IIOMOIIBIO ITOMCKOBOM KOMIIOHEHTHI CUCTEMBI

Opranusaius II1aHMpPOBaHUs pabodero BpeMeHH I0JIb30BaTellel B IpejieiaX YuYeTHOW 3aIrcu
OpraHM3aIMU C UCII0JIb30BaHKEM KajleH/IapHbIX COOBITHI

Hozmemea CIIequaJIbHOI'O THIId 00BEKTOB «pecypc» ajnd 0003HaYeHUS IeperoBOpHbIX KOMHAT UT.IL

ABTOMaTHYeCKOoe IMOATBEpPXIEeHUEe 6pOHI/IpOBaHI/I$I pecypca

Bo3MoxxHOCTE IpOCMATpUBaTh, CO3/1aBaTh, peJJaKTHPOBATh U YIAJISITh COOBITUS B COOCTBEHHOM
KaJIeHJlape C TIOMOIIbIO0 KJIIMeHTOB, MojiepKuBaroIux mpotokoi CalDAV

BOSMO)KHOCTI) HpOCManI/IBaTb, CO31dBaTh, pEJIaKTI/IpOBaTI) nu y,]IaJISITI) OOVHOYHBbIE CO6bITPI$I
¢ nomornkio CalDAV-kmrenToB

Bo3MoxxHOCTE IpOCMaTpUBaTh, CO3/1aBaTh, peJaKTUPOBATh U YIAJISTh IOBTOPSIOLIMECS COOBITHS
Y UX 3K3eMIUIsIphl ¢ noMoinbio CalDAV-kinueHTos

BosmoxknocTs ucnonb3oBatb CalDAV-kiveHT, Haxopsmuics B coctaBe i0S 1 MacOS, niis paboTbl
C KaJIeHJapsIMH ¥ COOBITHUSIMU

[TpenocraBiienue o61ero JoCcTyna K KajaeHJjapsiM I0JIb30BaTeslel C pa3rpaHdyeHreM IpaB JA0CTYIIa:
TOJIbKO YTeHHe WA YTeHHe U 3allHCh

BosmoxHocTth repejia4iu 11pdaB BJIalIeHHWA Ha KaJIeHAdPb OT OAHOT'O IIOJIb30BaTeJIsd ApyromMy

KypHanupoBaHue onepanuii ¢ COObITUSMU KajleHAaps B dopmare CEF




HOIIKJII-O‘-IQHI/IE JIMIHBIX aJIpeCHBIX KHUT' «ITogyTOBOH cUCTEeMBI» JJIA OTOﬁpa)KeHI/ISI B ITIOYTOBBIX
KJIMeHTax 1o nmpoTtokoiry CardDAV

Hocryn k rinobanbHOM ajipecHOM KHuUre 110 ipoTokoiny LDAP nyis ucnonbp3oBaHusl B CTOPOHHUX
KJIMeHTaX

CunxpoHusanus qaHHbix Mexny Active Directory u anpecHoit kuuroit « MoitOduc [Touara»

CoBMectuMocTb co cimyx0o0i kaTaiora ALD PRO (OC Astra Linux)

Pabora c mo4ToBBIMM NanikaMH U COOOIIeHHsIMHU 110 npoTokoiy IMAP ¢ nomoripio m06b1x
COBMECTHUMBIX KJIMEeHTOB

OTnpaBka NOYTOBBIX CO0OIIeHUH 110 TpoTokoily SMTP ¢ noMombio y100bIX COBMECTUMBIX
KJIMEHTOB

O6pa60TKa JJIEKTPOHHBIX COO6IJ.[€HPIFI 110 3a1dHHBIM IIPABWIAM Hd YPOBHE I10JIb30BATEJII

[Tonneprkka mpaBui1 06paboTKY BXOSIIMX IIMCEM — TI0 MOJTydaTesisiM, [0 OTIPaBUTEJISIM, 110 TeMe

OT3bIB OTIPABJIEHHBIX 3JIEKTPOHHBIX COODIIEHUH C y/laJieHHeM y BHYTPeHHUX ToJTydaTesiei

B03MOXXHOCTD HACTPOUTH MHTETPALUIO C BHEIIHel aHTUBUPYC-CUCTEMOM, BKIIFOUEHHOU B peecTp
oteuyectBeHHOro [10, npy HanWYMKM y TakoM aHTUBUPYC-CUCTeMBbI TIojiiepxkuBaemoro API

B03MOXHOCTb HACTPOUTH UHTErPAIMIO C BHEIIIHeM aHTHCIIaM-CUCTeMOM, BKIIFOUEeHHOHN B peecTp
otedectBeHHOro [10, npy HaIMYMM Y TaKOW aHTUCIIAM-CUCTeMbl TToffiep kuBaeMoro API

ABTOMaTHuecKas 3arpy3ka ¢ororpaduii ojab30BaTeslel U3 BHellIHeH CITy>KObl KaTajioroB

B03MOXXHOCTB yCTaHOBKY OTpaHUYeHUI HAa MaKCUMaJIbHBIM pa3Mep II1MceM

Homlepnaca CTaTH4YeCKUX U TMHAMHWYeCKHX I'PYIIIl PACCBUIKX M3 BHYTPEHHHX M10JIb30BaTesen
CHCTeMBbL

Hoz[,uepcha BJIOKEHHBIX I'PYIIII PACCBIJIKU W3 I'PYIIIT PACCBIJIKKU CUCTEMbl

Bo3MoxHOCTh TPUCBOEHUS AOTIOTHUTENIbHBIX (HECKOJIBKKX) aJIpecoB (aJIMacoB) AJist OMHOU yYeTHOU
3aIrcu

[Tonnepkka cTaHAAPTHBIX CUCTEeMHBIX Nanok (Bxonsimue, Y nanennsie, YepHOBUKH,
OtnpaBieHHble, APXUB) B y4eTHOH 3aIIMCH [10JIb30BaTeJIsl

[Tonneprxka ApeBOBUIHOW CTPYKTYPHI I1AllOK/TIOATIAIIOK

[Tonneprkka Mmosib30BaTeILCKUX MAIOK (Co37aHue, yajieHue, mepeuMeHoBaHue, OYMCTKa,
repeMelieHue)

[Topnepxka Texnosoruu DKIM niyist ucxonsiuyx coob1eHuni

ABToMatuueckoe GOpPMHpOBAHWE TOJANKWCA B COOTBETCTBUM C  IIAOJIOHOM,  3aJlaHHBIM
aJIMUHUCTPAaTOpPOM

[Tonnepxka SMTP ayrentudukanyu

[Togneprkka 3auIeHHbIX coefinHeHu o npotokojiam SMTPS, IMAPS, HTTPS

COBI[aHI/Ie HEeCKOJIBKHX II0JIb30BATEJIbCKHUX CITMCKOB 3a/1a4

HPEHOCTaBﬂeHI/Ie ob11ero HOOCTYIId K CIIMCKAM 3a1d4

Bo3morkHOCTh TpOCMAaTpUBaTh, CO3/1aBaTh, peJaKTUPOBATh U YIAJISATh CIIUCKU 3a7]a4 C IIOMOIIbIO
KJIMEeHTOB, Tojiep kuBatomux mporokon CalDAV

BosmoxxHOCTB IIPOCMATPHUBATL, CO30dBATh, PpeJdKTHUPOBATh U YIAJIATHh 3dJd49H B CIIMCKAX 3444




C TIOMOIIIBIO KJIMEHTOB, MOAJIep>KUBaoIKx npotokon CalDAV

BosmoxkHnocts ucnonb3oBath CalDAV-kiueHT, Haxofsimics B coctaBe i0S u MacOS, s paboTbt
C 3a/1a4aMu

Pabora cucremsr B MYJIbTUTEHAHTHOM peXrume

Bo3MOXHOCTB yIipaBiieHUs1 TeHaHTaMU yepe3 UHTepderc aIMUHHACTpAaTopa

BcTpoenHbiii MexaHHW3M 3alIMTHI OT Tlepebopa maposisi poO0TOM C TECTOM TOTBEePKIEHUS
CAPTCHA (aurn. Completely Automated Public Turing test to tell Computers and Humans Apart)
MIPY aBTOPU3aIliy B UHTepdeic aIMUHUCTPAaTOPa




YcraHoBKa 1 00HOBJIeHHE

HO,[[J:[ep)KI/IBEIEMBIe BO3MO>XXHOCTH:

aBTOMAaTU4YeCKass HACTPOMKA IMOJKJIIOUeHUsI aKKayHTa IIOYTHI,
KaJieHJlapeH U aJIpeCHOM KHUTH;

WCII0JIb30BaHWe KOPHEBOIo cepTudHrKaTa COOCTBEHHOI'O IleHTpa
cepTUdUKAIMKM 711 TIOJIKJIFOYeHUs] K TIOYTOBBIM CepBepaM IIO
npotokoiaMm SMTPS, IMAPS

A3bIkoBas MoaAAepHKKa

Jlokanv3anus Ha PyCCKUH, aHIVIMACKUM, (GPaHIy3CKUM, WCIAHCKUH,
MOPTYTAJIbCKUN M Opa3WIbCKUM S3BIKU

ABTOopuszanus

[TopnepxuBaeMble BO3MOXKHOCTH:

aBTOMaTHW4yecKkass HacTpoWka ydeTHOW 3amucu MounOduc
IIPU aBTOPU3AITUH;

noAgaep>KKa KildBUATYPHBIX KOMdH/T B OKHE dBTOPU3adllnH;
repexo Ha Be6-CTpaHI/II_Iy BOCCTAaHOBJIEHUS I1APOJIA;
yBeaomiieHrne O HEBO3MOXXHOCTH ITOAKIIOYEHU K CEPBEPY;

BO3MOJXKHOCTb BBIXO/Ia M3 YYeTHOM 3allUCU C COXpaHeHUeM
IIOJIIIMCH, METOK, IIPaBUJI U GUIIBTPOB;

COXpaHeHHWe JIOTMHA TI0JIb30BaTeNisi TPH BXOIe B CHUCTEMY
MoiuOduwuc;

oToOpakeHHMe COXpaHEHHBIX JIOTMHOB BO  BCIUIBIBAIOIIEH
MOJICKa3Ke

B OKHe aBTOPH3allNY;

BO3MOXXHOCTb OYHUCTHTh CITUCOK COXPAaHEHHBIX JIOTUHOB;
BCTPOEHHBIM MeXaHU3M 3alllUThl OT Tepebopa maposisi poboToM
¢ Ttectom mnonrBepxkaenus CAPTCHA (anrin. Completely
Automated Public Turing test to tell Computers and Humans
Apart)

YueTHEIE 3anIMCH

HO)IIIep)KI/IBaeMbIe BO3MO>XXHOCTH.

HaCTpOﬁKH OCHOBHOI'O KW  OOIIOJIHHUTEJIbHBIX  3JIEKTPOHHBIX
aipecoB I IIOYTOBBIX AITUKOB;

MOJIKJIFOUEHHe BHEIIHWX Y4YeTHBIX 3aluceil I10JIb30BaTels
no nporokony IMAP u onHoBpeMeHHast paboTa B HECKOJIBKUX
MIOYTOBBIX SIIIUKAX;

MOIKJTIOUeHNe YYEeTHBIX 3armceu Mail.ru, Yandex,
Outlook.com, iCloud npu mnDoMomM Ppy4YHOH HACTPOUMKHU
MapaMeTPOB MOKITIOYEHHS;

H3MeHeHune HaCTpOﬁKH yquHoﬁ 3dIINCH,

COXpaHeHWe HacTpoeK Mpoduist TMoJb30BarTens (TIOAINKUCH,
METKH) U TOYTOBbIX (GPUIBTPOB TPH BBIXOJI€ U3 CHCTEMBI M HX
aBTOMAaTHYeCKasl 3arpy3Ka Ipy CJielytoleli aBTOpU3allvy;

0OHOBJIEHHE HACTPOeK cepBepa MOYTOBOUM CUCTEMBI:
KaJIeHJIapb TI0 YMOJTYaHHIO, TTOITHCH TTOJIb30BaTe,
nuieHTUUKAITMOHHBIM HOMep TeHaHTa, puibTphl morcka LDAP,




rHpopmanys B okHe «O mporpammey;

KOMadHIa «CI/IHXpOHI/ISElIII/IH» JJId BbI3OBa OKHA YIIPpdABJIEHUA
Y4Ye€THbIMH 3alINCAMU

CopaBka

CripaBka 0 NMPWIOXKeHUU Ha PYCCKOM U aHTJIMHACKOM SI3bIKAX

IIpaBa gocryna

HEJ'[EFI/IPOBE[HI/IE IIOYTOBOI'O [AIIIMKA KU ero IIalIOK

Pabora co cnuckamu
ImuceM

HO)IJ:[ep)KI/IBaF_’MbIe BO3MOXXHOCTH.

IMPOCMOTP CIIMCKA ITHMCEeM;

otobpaxkeHue wuHpopManuu 00 OTIpaBUTeNle, TeMe, JaTbl
Y ¢rarax nucbMa;

OTMETKa TPyl W OTHEJbHBbIX 3JIEKTPOHHbIX COO6IH€HHﬁ
KaTeropusamu C IIOMETKOM  I[BETOBbIMU MdpKepaMHu, C
BO3MOXXHOCTEBIO OIlpeaeieHurs KaTEFOpI/Iﬁ I10JIb30BaTeJIeM;

IIOMeTKN TIpyllr W OTHENbHbIX 3JIEKTPOHHBIX COO6LH€HHﬁ
KdK «Ba’XHOE€», «IIPOUYUTAHHOE» U «HEIIPOYHUTAHHOEe);

nepeMelrieHre 3JIeKTPOHHBIX COOOIIIeHHUI U TPYTII 3JIeKTPOHHBIX
COOOITIeHUHN MeX1y MarKaMu;

BI)I60p HEeCKOJIbBKUX IIMCeM U BBbIIIOJIHeHHue C HHUMHU HefICTBI/Iﬁ
OJTHOBPEMEHHO;

HaCTpOﬁKa, BKJIIOYeHHe ¢ BLBIKJIIOYeHHe dBTOMdTHYeCKOI'O
OTBeTa Ha BCe BXOoJdIIue IIMCbMAd,

orobpakeHHe  M300pakeHWH  TIOJIb30BaTesiell  (aBaTapoB)
B CITKCKe ITHUCeM;

BO3MOXKHOCTb U3MEHSTh IIMPUHY 1oJier « Tema» 1 « ABTOp»;

BO3MOXXHOCTh BKJIFOUUTb W OTK/IIOYMTH OTOOpakeHHWe aBTOpa,
ajipecaTa, KOPpeCIOHJIeHTa, pa3Mepa IMHCbMA, JIaThl, BpeMeH!
MOJTyYeHusl MHUCbMA TOYTOBBIM CEpPBEPOM, METOK COCTOSIHHUS,
HaJIM4Ms BJIOKeHWM, oOcyxaeHUH, ¢ara, y4eTHOM 3aIucH,
CTereH! BaXKHOCTH, YMCJIa COOOIeHUH B 00CY>K/IeHUH, TTOPsIIKa
MOJTyYeHHSs;

BO3MOXXHOCTb COPTMPOBKM IIMCeM II0 aBTOPY, ajpecary,
KOPPeCIIOHIeHTY, pa3Mepy NMCbMa, AaTe, BpeMeHU II0JIyYeHUs
IMMCbMAa IIOYTOBbBIM CepBepOoM, METKaM COCTOSHHS, HaJIN4YHId
BJIOKeHUH, 0OcyXaeHuH, ¢iary, y4eTHOM 3allMCH, CTelleHU
BAXXHOCTH, 4YHCJIA COOOIIeHu B 0OCYXIeHUH, TMopsiaKa
MIOJTyYeHUs

Pabora c mankaMu u
daiinamu

HonnepmnBaeMble BO3MO>XXHOCTH:

IIPOCMOTP TOYTOBBIX MANOK B YYeTHOM 3alMCU 3JIeKTPOHHOMH
[IOYTHI;

COo31aHue, IIeperMMeHOBaHue, yYad/IeHHWe MallOK U IOAIIAIIOK;
IIOUCK 1 0T06pa>1<eHHe CHCTEeMHBIX IIaIIOK;

CHMHXPOHHU3aIMs MalloK MeXAy NPWIOXKeHHUeM U CepBepoM IIpU
BbI30Be KoMaH bl «IloTyuuTh coobIeHus»;




OTO6pa>KeHI/Ie MalloK, AOCTYII K KOTOPBLIM IIOJIb30BATEJIIO OBLT
IIpeaoCTaBJ/IeH JPYTYMMH I10JIb30BATe/IIMHU

Pao6ora ¢ nucbMamMu

HOH,Hep)KI/IBaeMbIe BO3MO>XXHOCTH.

IMPpOCMOTP ITOJIY4YeHHbIX WJIN OTIIPABJIEHHBIX ITMCEM;

MOJTy4eHre U OTKPBITHe (3arpy3Ka) MOJTyYeHHOT0 UiT!
OTTIPABJIEHHOT'O MMUChMa;

CO3ldHMEe U OTIIPdBKA TEKCTOBOI'O IMMCbMd C YKd3dHUEM TEMBbI
1 BO3MO>XHOCTBIO Cl)OpMaTI/IpOBaHI/IH TeKCTa,

nobaBiieHne BioxeHUH (bansioB) K TUCHEMY;

yaajieHue BiioxkeHuH (daitioB), paHee 100aBIeHHBIX B IUCbMO;
BCTaBKa KapTHHOK B TeJIO MUChMa (He KaK BIIOXKEHHe);
COXpaHeHHe PeJlaKTUPYeMOro TMChMa B KaueCTBe YepHOBHKA;

BBOJI a/IpecoB 3JIeKTPOHHOW IIOYTHI IIO/IydarTesied (BKJIIOYast
KOITHIO U CKPBITYIO KOIHIO) MUChMa C oTpaxkeHueM ux ®HO;

BBIOOp a/IpecoB ToJydaTesied (BK/IIOYAs KOMHIO W CKPBHITYIO
KOIIMIO) MHChMA U3 IJI00aJIbHOM WJIM JIMYHOM aJpeCHON KHWUTHU
[10JIb30BaTesId;

OTTIpaBKa TMHMChbMAa C aJbTEPHATHUBHOTO ajipeca 3JIeKTPOHHOU
MOYTHI (IIOYTOBOTO aJIMaca);

OTIIpaBKa M IlepechblIKa I10YTOBBIX COOOIIEHWM BJIOXKEHUSIMU
B popmare EML;

IepechblIka IIMCbMAa C LWATHPOBAaHWEM MCXOOHOTO IHChbMa
Y BIIOKEHUSIMH;

CO31aHKe OTBeTa OTIIPpaBUTeII0 WM BCeM [JIpyT'MM II0oJIy4daTeslsIM
IMMCbMd C TUTUPOBAHHWEM MCXOOHOT'O ITMCbMd,

OTIIPABKd IIMCbMa I'pyIIIie M0JIb30BaTeIem (paCCbIJ'[KI/I);

Ipe/I0CTaBIIeHHe OTYEeTOB 0 craryce UCceM
(mocTtaBKe wWIM HeOOCTaBKe) OT II0JIb30BaTelel BHEITHUX
MOYTOBBIX CHCTeM, TIPU YCJIOBUM TIOAJIEPKKH JTAaHHOTO
bYHKIIMOHAJIA CO CTOPOHBI BHEIITHEH CHUCTEMBI;

IIOMEeTKa OTOeJIbHBIX InmiceM KaTeFOPI/IHMI/I C IIOMeTKOMN
IBETOBbIMU MapKepamM{, C BO3MOXHOCTBIO OIlpefesieHus
KaTeropuy nojb30BaTelieM;

IIOMeTKad OTHEeJIbHbIX IMMCEM KdK «Bd’KHOE», «IIPOYUTAHHOE» U
«HeIIPpOYHUTaHHOEe»;

q)OpMI/IpOBaHI/Ie TeKCTd aBTOOTBETA I10JIb30BaTeJIeM;
IIPOCMOTP LeIIOYKH IINCeM,
IrnepeMellieHye 11ucbMd B BbI6paHHYI-O MaliKy;

BCTaBKa B TIOJile KOMY/KONHSI CHHMCKAa email, pa3meneHHbIX
3aMsTON WY MTPobesioM;

MdCCOBOe KOITMPOBdHKeEe M3 I10JIA KOMy/KOHI/IH;




nepeMelrieHe aJpecaToB MeXTy MOJISIMU;

oroOpakeHHWe JIaHHBIX, 3aJlaHHBIX Yepe3 cucTeMy butpukc24:
dotorpadust mosb3oBaTesis (aBaTap), AOKHOCTbL M TOPOJ
[10JIb30BaTesIel;

oToOpakeHWe JIOJDKHOCTM M JIMYHOTO HOMepa TejiepoHa
TMOJIb30BaTeJIsI BO BCIUIBIBAIOIIEH TOJICKa3Ke C JOIOJIHUTEIbHON
“HPpOpMaLneH;

orobpaxkenne ®HMO ornpaBuTtens s MOJb30BaTeNied U3
aJIpeCHOM KHWTIH;

MIOJIJIepoKKa ¢dotorpadpun OTIIpaBUTeJIS (aBaTapos)
IUIsl  aBTOMAaTUYeCKHWX IIMCeM, OTIIPaBJIeHHbIX CUCTeMaMHU
Atlassian Jira u Atlassian Confluence;

OT3bIB OTIIPABJIEHHOI'O IIMCbMad Yy BCeX WK OllpelejIeHHbIX
HOquaTeHeﬁ II1MCbMa,

yBeaomiieHre O pe3yJjibTaTe BbIIIOJIHEHWA Ollepalliy 110 OT3bIBY
IIMCbMaA,

BO3MOXHOCTb OTO3BAThb OTIIPpABJIEHHOE IIMCbMO Yy CKPBITBIX
nonyaneﬂeFI II1MCbMa,

BO3MOXXHOCTh yKa3aTb IOJIy4yaTelsiss C HUCIIOJIb30BAaHUEM IaHesn
KOHTAKTOB;

BO3MOXHOCTb YKa3dTb CKPBITOI'O IIOJIy4daTelid, BbI6paB ero
B BhINa/iatolleM civcke v HaxkaB KiaBuily ENTER;

IIPOCMOTP U Tepexoj] M0 CChUIKe Ha JA00aBJIEHHYIO K COOBITHIO

KOHCl)GpEHHI/IIO B IIOYTOBBIX YBQIIOMJIQHI/IHX (0] HpI/IFJIaHIEHI/II/I
Ha COOLITHEe

dopmaTHpoBaHHe TEKCTa
nmuchbMa

HO,[[J:[ep)KI/IBaeMI)Ie BO3MO>XXHOCTH:

dopMaTUpoBaHMe TeKCTa I[Py CO3JaHWU W PelJaKTUPOBAHUU
MCbMa;

BbIOOD popmara ab3ana;
BbIOOD 1IpuUdTa, pa3Mepa U 1BeTa mpudTa;
BblJIeJIeHHe TeKCTa MOJTy>KUPHBIM, KyPCHUBOM, MOA4YepKUBAHUEM;

BbIDaBHHMBAHME TeKCTa: II0 JIeBOMY Kpalo, IO IIeHTpY, II0
IIPaBOMY Kpalo, 110 IIUPUHE;
nobaBjieHue U y/iajieHue OTCTYIIOB;

nobaBjieHWe U yJaleHWe MapKUpPOBaHHBIX U HYMepPOBAaHHBIX
CIIMCKOB

ITopnepxka nognucu

HO,[[J:[ep)KI/IBEIEMBIe BO3MOXXHOCTH:

HACTpOMKa IOJIb30BaTeJleM aBTOMAaTHYeCKOW IMOAMUCH MHUChMa
C KapTUHKOM, J00aBJisieMOM B TeJI0 COODIIeHus;

NOJJiep)KKa  TOAIMCH  IIOjIb30Bareslss 10 YMOJIYaHUIO,
yCTaHOBJIeHHOH B BeO-Bepcuu «MorOduc Ilouray;

pedakKTUpOoBdaHHWe W YylAdJleHrWe IIOAIIMCHU TII0 YMOJIYdHHUIO,




ycTaHOBJIeHHOU B BeO-Bepcun « MonOdwuc [Touran

IIpaBuia Bxonsert
MOYThI

HOI[JIep)KI/IBaeMbIe BO3MO>XXHOCTH:

e aBTOMaTM4eckas o00paboTka BXOJSIMX IIMCEM COIVIACHO
HAaCTPOEHHbIM IIpaBWIaM I10JIb30BaTelis 10 IepeMeleHuIo,
ylaJieHulo, IlepeHalpaBieHuio, Ilepeajipecaliii IPUHSTOrO
MUCHMa;

Hacrpoiika kaneHaaps

HO)IHEP)KI/IBEIGMBIE BO3MO>XXHOCTH:

e T[IPOCMOTpP KaJjleHJapeu: B [HEBHOM, He[elbHOM U MeCsSYHOM
BUJIE;

L] BKJIDYeHHe U’ OTKJIIF0YeHHe OTOﬁpa)KEHI/ISI JIOIIOJIHUTEeJIbHBIX
KaJleHjape;

® CO3JlaHME U yJlaJIeHre KaJleH/lapeu;

e HaBuUrauys I10 BpeMeH! BHYTPU KajleH1aps;

® JIogepXKa MHWHH—KalleHaapsa JIsd 6bICprIX rnepexoagoB II10
JaTaM,

® DpelaKTUPOBaHHEe HACTPOEK IIOAKJIIOYEHHOI'O KaJIeHAdps;

® BKJ/IIOYeHHe OTO6pa)KeHI/I$[ TOJIBKO pa6quX IHEer B CeTKe
KaJleH1ap4;

e orToOpakeHHe KajeHJapei, K KOTOPbIM Ipe/loCTaBjieH JOCTYTI,
pu paboTe C MoYTOBBIM cepBepoM Mailion

Pabora c kasengapem

[TopnepxuBaeMble BO3MOXXHOCTH:
® pelaKTHUPOBaHUE KaJleHJape;
® U3MeHeHUe Ha3BaHUS KaJleH/aps;
e BBIOOP IBeTa KajieHAapsi U COOBITHI;

¢ JIoAgnep>XKa KaﬂeH}IaPEfI C o0IIM HOOCTYIIOM,
IMpeaoCTaB/JIEHHbIM BCeM I10JIb30BATeIAM OPraHU3allin

Ilognep:xka codObITHI B
BCTpeY

[TopepxuBaeMble BO3MOXKHOCTH:
® TIPOCMOTP COOBITUM B KaJleHIapsX;
® TIPOCMOTP JieTajiel COOBITHS WX BCTPeYH;
® CoO3JlaHWe, pelaKTUpOBaHWE M YyJlaJleHhe HOBBIX COOBITHI U
BCTpeY;
® yKa3aHHe TeMbl COObITHS, MeCTa, BpeMeHHY;
e moanepxxka ¢yHkunu «Ha Bech JleHbY;
e J00aBJIeHHe OIMUCAHUS COOBITHI;

® CO3/laHMe TIOBTOPSIOMIMXCS COOBITUM U HAIIOMUHAHUM O
COOBITHH, BCTpEYE;

e [IpUIJIAIIIeHWe YYaCTHUKOB Ha COOBITHE M UX YBeJIOMJIeHHE;
e jo0aBjieHHe yYaCTHUKA B COOBITHE;

® l3MeHeHHe CTaTyCOB Y4aCTHHUKOB: 00s13aTeTbHBIA n
Heo0s13aTeIbHBIN Y4aCTHHUK]




OTBEeTHhI Ha IMPpUIIdllIeHUEe;

IIpUHATHEe, OpPUEHTHPOBOYHOE IIpUHATHE WM OTKJIOHEeHHe
COOBITHS qgepe3 KOHTEKCTHOe MEeHIO;

MO/IJIep>KKa OMITMY OTBETUTh Ha MPUTJIallleHre U3 TMChbMa;
MJIAHUPOBIIIUK COOBITHUH;

ClieltaJIbHasl MHOWUKAIIWAS OJId pecprOB B CIIHUCKe y‘IaCTHI/IKOB
COOBITUH;

yBeJlomyieHHs: 00 U3MEeHEeHWHW COOBITHS C  IMOAPOOHOM
rHdOpMaIel 0 BHeCEHHbIX U3MEHEHHSX;

yBeJIOMJIeHUsI O HeJJOCTYITHOCTH pecypca C HHopMalued o
JiaTe, BpEMEeHU U OpraHu3aTope BCTPeYHOr'o COOBITUS;

BO3MOXXHOCTb He YBeJOMJIATb Y4dCTHHUKOB COOBITHS O CO31daHHNHN
COOBITHS Y O BHECEHHBIX B HEro HN3MeHeHUIX;

BO3MOXXHOCTb ~ OpPraHM3aTOPYy OTKa3aTbCsi OT IOJTy4YeHHs
yBeZlIoMJIeHU 00 OTBeTaxX I0OJIb30BaTejiell Ha IpHUIJIallleHus
Ha CO3/IaHHOe UM COOBITHE;

yBeJJOMJIeHWe O IIpeBbIIIIeHMHM MaKCUMaJlbHOTO  pa3mepa
BJIOXKEHUS K COOBITHIO;

yBefioMJieHHe 06 OTMeHe OIHOTO M3 IOBTOPSIFOIIUXCSI COOBITU;

MOJIJIepyKKa BJIOXKEHWM K COOBITHIO, OTIIpaBJieHHbIX B dopmare
CCBUTKY Ha daiiy, xpaHsiuics B cucreme Mo Oduc;

yBeaomiieHrne O HOBOM BJIOKE€HHH K C06bITI/IIO;
KHOIIKH OJId 6LICTp01"O OTBETAd Ha IIpUrjidllieHre Ha CO6BITI/Ie;

yBefloMJieHe O KOHQUIMKTe COOBITUI B TpPUTJIAllIeHHHd Ha
coObITHE;

yBeJIOMJIeHe O  CTaTyce OTBeTa Ha  IpUIJIAllleHue
Ha coobiTre MounOdwuc;

vHpopMalss O  CcTaTyce OTBeTa Ha  TIPUIJIAIIeHHe
Ha cobbpiTe MonOduc;

npUKperieHUe $GaiyioB K COOBITUIO U UX YaJleHHe;

HallOMMHaHWe O COOBITUM, KOTOpPOe MOXHO OTJIOXUTD,
IIPEeKpPaTUTh, OTKJIFOYUTD;

VHCTPYMEHT IUIAHHMPOBaHHS C OTOOpakeHueM KajeHJapHOIo
rpaduKa 3aHSITOCTH I10JIb30BaTeIS;

MepeHoC ¥ OTMEeHa COBEIaHUH, C YBeJIOMJIEHHEM yYaCTHHUKOB;
OpoHMpOBaHMe [1eperoBOPHbIX KOMHAT U PeCYyPCOB;
nobaBiieHre BIIOXKEHUH K BCTpeyue;

BBIOOp KajleHJapsi, B KOTOPBIA OyaeT 106aBieHo COObITHE;

BO3MOXXHOCTb 3allOMHUTb BBIOOpP KajleHJaps 10 YMOJIYaHHIO,
B KOTOpHBIN OyJieT 106aBiieHo coObITHe IIpU OTBeTe Ha Hero;

IlepeHoC COObITHS B JPYrOM KajeHJapb JJIsi OpraHM3aropa




COOBITHS U ero Y4aCTHHKOB;

® BO3MOXHOCTb OTKAa3aTbCi OT YyBeNOMJICHWM C OTBeTaMM Ha
coObITHe Ui yUYeTHBIX 3allMcel IPyTuX CepBUCOB;

® TIOWCK PecypCOB B OKHe CO3/IaHUsl U PeIaKTUPOBAHUS COOBITHS;

® aBTOMaTHYeCKoe co3faHue CChUIOK Ha KoHepeHiuu TrueConf
IIPY HAJTMYHUK COOTBETCTBYIOIIEH WHTErpaluy;

® dBTOMdTH4YeCKOe CO3ddHHe CCBLIIOK Hd KOHCl)epeHI_[I/II/I Squadus
ITpY HAJIMYHUKN COOTBETCTBYIOIIIeﬁ HUHTerpanuu;

e aBTOMaTMYeCKOe CO3/laHMe CCBhUIOK Ha  KOH(epeHIUU
VideoMost npu HanMuKK COOTBETCTBYIOIIEN UHTEerpaluy;

® aBTOMAaTHMYeCKOe CO3JjaHHe CChUIOK Ha KOoHdepeHImu Webinar
IIPYU HAJIMYKK COOTBETCTBYIOIIEH MHTerpaluy;

L4 6bICTpOe ylpaBJjieHHe CHCTeMHBIMM  HAIIOMHWHAHUWAMH (6]
COOBITUM U cepumn COOBITHH C IIOMOIIBIO KOHTEKCTHOI'O MEHIO;

e [IpUMeHeHWe CBOMCTB (OPMATHPOBAaHUS B II0Jle CBeJeHUH O
COOBITUU: IIOJIYKUPHBIH, KypCHUB, [IOJIYepKHYTHIH,
HYMEpPOBaHHBIM CIIMCOK, MAapKUPOBAHHBLIA CIIMCOK, a TaKxXe
CBOMCTBA BbIpaBHUBAHUS TEKCTa;

® TIOAJEepXKKA CIIEMYIONMX CTaTyCOB 3aHSTOCTU II0JIb30BATEJIeH:
IIpe[IBAapUTeNIbHO  TpUHATOe  coObITWe,  HeoOpaboTaHHOe
CcobObITHE;

e BbIOOp OpraHM3aTropa M3 AOCTYNHBIX IPU CO3AAHUU COOBITUS
B KaJleHJlape, K KOTOPOMY paHee ObUI MpefocTaBjieH HOCTYI C
IIpaBaMU Ha peIaKTHpPOBaHUe

ITopneprxka azppecHbIX
KHHUT

[Mopnep xrBaeMble BO3MOKHOCTH:
e OTIpaBKa COOOIIEHUI KOHTAKTaM U3 aJ[peCHOM KHUTH;
e OTIIpaBKa COOOIIEHHUH MO CITUCKY PACCHUIOK;

e  BCIUIbIBAIOIIHE MOJCKa3KH K KHOIIKaM IenCTBUM
«PemaktrupoBaThy», « OTIIpaBUTH COODIIEHHEY, « Y TaTUTh

Pabora co cmuckom
KOHTAKTOB

HO)IJ:[ep)KI/IBaF_’MbIe BO3MOXXHOCTH.

® IIPOCMOTP CIIMCKA KOHTAKTOB KOPHOPAaTUBHOM U JIMYHOU
aJIpeCHOU KHUTIY;

e oToOpa)keHHe KapTOYKM KOHTAKTa KOPIOpPAaTUBHOW U JIMYHOU
aJIpeCHOMN KHWTIH;

e (CO3[aHMe M peNaKTUpPOBaHMEe KapTOUYKW KOHTAKTa JIMYHOU
aJlpeCHOM KHWTIH;

e OTIIpaBKa KapTO4yku KoHTakTa B popmate VCF

PaboTa co cmuckom
PacChUIOK

HO)I):[ep)KI/IBaeMbIe BO3MOXXHOCTH.
® CO3aHHe U peJaKTUPOBdHHE CITMCKa PAaCCBUIOK;
L4 )IOﬁaBJIEHI/Ie KOHTAKTOB B CIIMCOK PdCCBIJIKH;

¢ YylidJieHHe CIIMCKOB paCCbLJIKA




3agaun

HO,[[J:[ep)KI/IBEIEMBIe BO3MO>XXHOCTH:

MOJIIePIKKa 33]1a4;

BO3MOXXHOCTb IIPOCMATPUBATL 3d/ld9¥, OTMETUTL 3d[d4y
KaK BBITIOJIHEHHAsI, OTMEeTHUTh KaK HeBbIIIOJIHeHHAs,;

COPTMpPOBKA  3afad [0  BpeMeHUM  Hadala,  CpOKY,
IIPOAOJDKUTEIbHOCTH,  MeCTy, COCTOSIHAIO, BaXHOCTH U
IIPOLIEHTY 3aBeplIeHHOCTH;

bubTpanys 3a1a4 110 BpeMeHU U CTaTycy;
Co3[laHKe U pefaKTUPOBaHUe 3a/1aY;

yCTAaHOBKA JaThbl Hadaja, CpOKa, IPUOpPUTEeTa, KaTeropuw,
COCTOSIHUSI, IIPOTpecca, MecTa IPoBeJleHus U ONMCaHUs 3ajauy;

YCTaHOBKa BpeMeHH HAalIOMHWHdHHA O 3a/1d4e;
BO3MOXXHOCTbD IIPUJIOXKUTH K 3did4e BJIOXKEeHUS];
CO30dHHe CIIMCKOB 3a/1d4,

BO3MOXXHOCTb YKa3dTb Ha3BdHHe U IBET CIIMCKA 3a14a4;
BO3MOXXHOCTDb IIOMeCTHUTD 3a/1a9y B CITMCOK;

BK/IIOYeHHne HW OTKJII0OYeHHe YBEJIOMJIEHHI)'I 00 U3MeHeHHH
3a/1a4U;

YCTaHOBKA HAIIOMHWHAHUA O 3adid4e IIO BﬂeKTPOHHOﬁ rmo4gre
C YKd3dHMEM  Hd3BdHUA, OIIMCaHMA, AaTbl  OKOHYdHHA,
KaTeropuu, CtaTyCa U IppOpuUTeTa;

BO3MOXXHOCTh OTOOpa3uTh HHGMOpMaNUi0 00 aBTOpe 3aJayuu
B CIIMCKAX 3a/1a4 C 00OIIKM JIOCTYIIOM;

Np¥MeHeHre CBOWCTB (OpPMaTUpPOBaHMUS B II0Jie CBEJIeHUH O
COOBITHH: IIOJTYKUPHBIN, KYPCUB, [IOTYEPKHYThIMH,
HYMEpPOBaHHBIM CIIMCOK, MAapKUpPOBAHHBLIA CIIMCOK, a TaKxXe
CBOVICTBA BbIpaBHUBAHUS TEKCTa

IIpoBepka [IpoBepka opdorpadpum HANKMCAHHOTO TIMCbMa IS  PYCCKOTO
opdorpadpun/myHKTyalu | 1 aHIVIMICKOTO SI3bIKOB
ITouck [Tonnep>xruBaemMble BO3MOXKHOCTH:

TIOKUCK [0 KOPIIOPAaTUBHOM af[peCHOU KHUTe;

MIOMCK 3JIEKTPOHHBIX COOOIIeHUH;

3a[jaHue pPa3INYHbIX KPUTEpUeB 11 [IOUCKA;

IIOMCK aZipecaToB I10 ¢pparMeHTy ajipeca 3JIeKTPOHHOU I1OYTHI;
IIOUCK I10 JINYHOU aJIpeCHOU KHUTIE;

[IOUCK I10 KOHTaKTaM U CIIMCKaM PaCChUIOK;

MOMCK ajpecatoB mo cnucky koHTakToB GAL Exchange
IU1s1 yueTHBIX 3anucei Exchange

IleuaTns JAOKYMEHTa

[Teyathb 371eKTPOHHOTO COODIIIEHUS




Ilonnep:xuBaemMsle
KJIaBHATypPHbIE
CoYeTaHHA

HO,[[J:[ep)KI/IBEIEMBIe BO3MO>XXHOCTH:

Ctrl + N — HoBOe coo0O11eHue;
Ctrl + M — "HoBoOe coo01ieHue
Ctrl + R — oTBeTUTb Ha COOOIIEHKE TOJILKO OTIIPABUTEIIIO;

Ctrl + Shift + R — oTBeTuTh Ha COOOIIEHUE OTIPABUTEIO U
BCEM II0JTy4aTelIsiM;

Ctrl + Shift + L. — oTBeTUTH B pacchlKy;
Ctrl + L — mepecnatb coobireHue;
Ctrl + E — pemakTrpoBaTh co0bIIIeHe KaK HOBOE;

Shift mpu memuke mo 060K W3 3Thx KHOMOK: (Co37aTh,
OtBetuthb, OTBeTuTh BCeM, OTBETUTb B PaCCBUIKY WU
[lepecnaTh — HavyaThb HOBOe cooOlleHWe B dopmaTe He IO
yMoJtdaHuIo (rpoctou Tekct wiu HTML);

[ITeryok  1IpaBOM KHOIIKOM MBIIIM  HAa  CYIIeCTBYIOIIEM
coobmennn + Shift npu BbIGOpe m060ro myHKTAa U3
KOHTEKCTHOTO MeHI0: OTBeTUTh OTIipaBuTet0, OTBETUTH BCEM,
OtBetuth B pacchulky wid Ilepeciath — HadaTb HOBOe
coobrienue B dopMarte He 10 YMOJTYAHUIO (TIPOCTOM TEKCT WU
HTML);

F5 — momyuuTh HOBBle COOOIIEHMs] IUIsl TeKylled y4YeTHOU
3aIluCH;

Shift + F5 — nomy4nTh HOBBIE COOOIIEHUS IJI BCEX yYETHBIX
3aIMcen;

Ctrl + O — OTKpHITH COOOIIIEHHe B HOBOM OKHe WIX B HOBOMU
BKJIQJIKE;

Enter — oOTKpBITH COOOIIIEHHEe B HOBOM OKHE HWJIM B HOBOWU
BKJIAJIKE;

[ITe4ok cpefHelr KHOIIKOM MBIIIM HA COODOIIEHWYU WM Ialke —
OTKPBITh COODIIleHre WM IAlKy B HOBOM BKJazike B GOHOBOM
pexume;

[Ilergok MMpaBO¥M KHOIMKOM MBIIMIA Ha COOOIEHWH WJIK Tarke +
B KOHTEKCTHOM MeHI0 OTKpBITb B HOBOM BKJIQJIKE — OTKPBITh
coobIlleHre WY [IAIIKy B HOBOM BKJIa/iIke B JOHOBOM peXUMe;
Shift + [Iex4ok cpefHel KHOMKOW MBIIIM Ha COOOINEHUU WA
nanKe — OTKPBITh COOOIlleHMe WIM ManKy B HOBOM BKJIa/IKe B
aKTHBHOM pexume

[Iem4ok mMpaBO¥ KHOMKOM MBIIIM Ha COOOIIEHUHM WM Tarke +
ynepxxanve Shift mpu BbiOOpe OTKpBITb B HOBOW BKJIAJIKe
B KOHTEKCTHOM MEHIO — OTKpBITb COOOIlleHVe WM TalKy B
HOBOW BKJIJIKe B aKTHUBHOM peXHUMe;

Ctrl + Shift + O — oTKpBITH COODIIIEHNE B PAa3TOBOPE;

Ctrl + « + » — yBeJIMuUTHh MacITab;




Ctrl + « = » — yBenmmuuTh Macirao;

Ctrl + kosiecvko IPOKPYTKH BBEPX — YBEJIMYUThH MACIITa0;
Ctrl + « —» — yMeHbIIUTb MacIITab;

Ctrl + xosiecrko NMPOKPYTKY BHU3 — YMEHBIIUTh MacIITab;
Ctrl + 0 (Ho7B) — COpOCUTH MacIITao;

CTpeJiKa BIIPAaBO — Pa3BepHYThb CBEPHYTOe 0OCYXIeHue;
CTpeJiKa BJIeBO — CBEepHYThb Pa3BEpHyTOe 00CYXXIeHue;

* — pa3BepHYTH BCe 00CYX/IeHUS;

\ — CBepHYTb BCe 00CY>K/IeHHs;

K — nponryckaTh uiu He MpOIycKaTh 00CYKIeHUs;

Shift + K - mpomyckaTe WM He NPONYyCKaTb BeTKU
06CyXIeHUH;

W — oTcexxuBaTh 06CyX/ieHHe;

Ctrl + P — pacnevaTtaTb cooblilleHHMe WIW BbiJIeJIEeHHbIA TEKCT
COOOIIeHHUS,;

Ctrl + S — coxpanuTtsb coob11ieHre Kak (pail;

Ctrl + U - mnpocMOTpeTb HCXOJHBIM TEKCT COOOIIeHUS;
Ctrl + A — BwIOpaTh BCE: COOOIIEHUs], TEKCT, BJIOXKEHHS,
KOHTAKTHI;

Ctrl + Shift + A — BeIOpaTh TEMY;

F7 — nepexmounTh peXXMM HaBUTallMM Kypcopa (BbleseHre
TeKCTa
C KJIaBUATYPhl);

Ctrl + C — xonmpoBaTh BbIJIeJIeHHBIN TEKCT;
Ctrl + X — BbIpe3aTh BbljIeJIeHHbINA TOMCKOBBIN TEKCT;
Ctrl + V — BcTaBUTB TEKCT B T10JIe TTOMCKA WK GUITBTPA;

Bribop mepBoro coobieHus IpeAriojlaraeMoro orbopa +
ynepxkanve Shift + memuox Mo mociegHEMY COOOIEHUIO
Balllero BbIbOpa — BbIOpaTh HECKOJIbKO COCEeIHUX COO0DIeHU
(HeripepbIBHBIM HAOOP COOOIIeHUH);

Bribop mepBoro coobiiieHds IpeAriojlaraeMoro orbopa +
ynepxxanve Shift + kiaBuila HaBUranuu, 4ToObl pacIIUPUTH
CBOM BBLIOOD: CTpeska BHM3, cTpesika BBepX, Page Down, Page
Up, End wm Home - BpIOpaTb HECKOJIBKO COCEAHUX
coob1reHui (HempepbIBHBINM HaOOp COOOIEeHM);

Vnepxanuve Ctrl Bo Bpems IepeTacKMBaHHUsI COOOIEHUS B
TIANKy Ha3HaYeHUs — KOMTMPOBATh COODOIIEeHre B PYTYIO TaIIKY;
ViepxaHue ¥ TepeMelleHHe COOOIIEHUS! — TIepeMecTUTh
coob1lleHye B IPYTyIO MAalKy;

Ctrl + Shift + M - nepemecTUTh/KOIMPOBATH COOOIIEHHE
B TIpPe/IbIIYIIYIO TIeJIEBYIO MAlKy CHOBA;




A — apxuBHUpOBaTh COODIIIEHUE;

Del — ymanute coobiieHue, namnky, BjIOXKeHHe WIA BblIOpaHHBIN
TeKCTOBBIN ITOUCK;

Shift + Del - ymamuth coobiieHre 06e3 BO3MOXKHOCTH
BOCCTAHOBJIEHHS;

Ctrl + Z — orMeHUTB;

Ctrl + Y — moBTOpUTS;

F2 — neperimMeHoOBaTh Marky;

¢ 1 no 9 — no6aBUTH/yIaNTUTh METKY;

0 (HOB) — yIaJIUTh BCe MEeTKU C COODIIeHNH;

M - OTMETHUTDb COO6H.[€HI/I€ KaK IIPOYNUTdHHOE WIin
HEeIIpO4YrUTdHHOE;

R — otmMeTuTh 00CY>X/IeHHe KaK MPOYUTAHHOE;
Shift + C — oTMeTUTh BCE KaK IPOYUTAHHOE;
C — oTMeTUTDb KaK MMPOYUTAHHOE 10 JIaTe;

J — OTMeTHUTB Kak CcIIaM;

Shift + J — ormeTuTh KaKk He cram;

S — 106aBUTH/yIANIUTH 3BE3/I0UKY;

Ctrl + K - mnowmck Bcex coobmieHuid (T7100anbHbBIN
TIOJTHOTEKCTOBBIN MTOUCK BO BCEX YUETHBIX 3aIUCSX);

Ctrl + Shift + K — 6picTpbiii uibTp (IIOMCK COOOIIEHUH B
TeKyIlel MarkKe Wid Mpe/ICTaBlIeHUN);

Esc (o mepe HEOOXOAUMOCTH) — OYMCTUTH TEKYIIMHA OBICTPBIN
$UIIBTP; CKPBITH MTaHeNIb ObICTPOro GUIIBTPA;

Ctrl + Shift + F — mouck coobienuid (pacIIMpeHHbIN TTOWCK B
Tanke);

Ctrl + F — nmouck Tekcra B TekyileM CO0OIIeHHH / Tepexo]l K
MIOMCKY KOHTAKTOB;

Ctrl + G — NOBTOPUTH NOUCK B TeKyIlleM COOOIeHNnr

F3 — noBTOpPUTH ITOUCK B TeKyllleM CO0DIIeHuN

Ctrl + Shift + G — nmpeapiAy1IKii TIOMCK B TeKyIlleM COODIIeHNH;
Shift + F3 — npenbiayiiyii MOMCK B TeKyIleM COODIeHUH;

Alt + Home — nepeiiTi Ha CTapTOBYIO CTPAHUITY IIPUIIOXKEHUS;

Space — MpPOKPyTUTH BHU3 TeKylllee COObIleHre, 3aTeM MeperTH
K CJIeAYIOIeMy HellPOYUTaHHOMY COOOIIEHHIO;

F — nepeiitu k crnenytoiieMy cooOIIeHuUIO;

B — nepeiiTu Kk pefpiyIieMy COOOIIEeHUIO;

N — nepeiitu K ciiefyrolieMy HellpOUYUTaHHOMY COODIIeHHIO;
P — nepeiitu k npepbIAyIieMy HEIIPOYUTAHHOMY COOOIIIEHNUIO;

T — mepeltH K cjefyrolield HeNPOYUTAaHHOMY OOCY>KIEHUIO




W OTMETUTH TeKyllee OﬁCY)KHEHI/Ie KaK ITPOYNUTaHHOE;

| — nepeiiTu K cilefyoieMy IIpOCMOTPEeHHOMY COOOIIeHHUIO;

[ — mepeiiTu K MIpefibIIyIIeMy IPOCMOTPEHHOMY COOOITIeHHIO;
Tab — nepexop k cienytoieMy ajieMeHTy UHTepdeiica;

Shift + Tab — nepexon k npenpiIyIIEMY 371eMeHTy UHTepdeiica;
F6 — nepexog k cienyronieii naHeny MPUI0XKeHHUS;

Ctrl + F6 — nepexon k ciieftytolieit maHe Iy MpUIoKeHUs;

Shift + F6 — mepexop k mpebiayIiiei aHeIyu TPUIOKeHHS;

Ctrl + Shift + F6 — mnepexom k mnpenbiAyled IaHeId
IIPUIOXKEHHS;

Ctrl + Tab — cnenyromias BKIagka;

Ctrl + Page Down — cnepyromiasi BKJIagKa;

Ctrl + Shift + Tab — npenpinyias BKIaaKa;

Ctrl + Page Up — npenpinyiiasi BKJIAJKa;

Ctrl + 1 — nomarHsis BK/Ia/ika IPUWIOXKEHUS;

Ctrl + 2—-8 — Bryaaku co 2 1o 8;

Ctrl + 9 — nocnenHsist BKIIAJKA;

Ctrl + Shift + B — agpecHast kHUTa;

Ctrl + J — coxpanénnblie daiibl;

F1 — cnipaBka;

Ctrl + Shift + I — uHCTpYMeEHTBI pa3paboTYMKa;

F8 — nepexstounTh 06/1aCTh MPOCMOTPA COOOITIEHUS;
Alt — mepekJTI0OYUTD TTaHeJb MeHIO (eCJTA CKPBITA);
F10 — nepexstounTh NaHeslb MeHIO (eCJIU CKPBITA);
KiaBuiia MeHI0 — 1oka3aTh KOHTEKCTHOE MEeHIO;
Shift + F10 — rmoka3aTs KOHTEKCTHOE MEeHIO;

Win + cTpesnika BHU3 — CBEPHYTh TeKyIIee OKHO;
Ctrl + W — 3aKpbITh OKHO WX BKJIQJIKY;

Alt + F4 — 3aKkpbITh OKHO;

Ctrl + F4 — 3aKkpBITb BKJIQJIKY;

Ctrl + Shift + T - BoccTaHOBUTH 3aKpPHITYIO BKJIAJKY
(BOCCTaHOBUTH
Y TIeperTH K MOCJeJJHel 3aKPbITOM BKJIaKe);

Alt + F4 — ot w3 «MoitOduc Ilouyra» (BbIXOH U3
MIPWIOXKEHUS);

Ctrl + S — coxpaHUTb YepHOBUK;
Ctrl + P — HaneyaTaTh 4YepHOBUK;
Ctrl + Enter — oTipaBUTh COOb1IIeHMEe Ceifuac;

Ctrl + Shift + Enter — oTpaBUTh CoOOIIIeHNe T03Xe;




F9 — nepexstitounts O0KOBYIO NaHesib KOHTAKTHI;

F6 — nmepediTu Kk cjegymoleMy OCHOBHOMY —3JIeMeHTY
I10JIb30BaTeIbCKOr0 UHTepdenca;

Ctrl + F6 — mepelTu K cilefylollleMy OCHOBHOMY 3JIeMeHTY
II0J1b30BaTeIbCKOT0 MHTepderica;

Ctrl + Tab — mepeiitTu K cileyroIeMy OCHOBHOMY 3JIEMEHTY
TI0JTh30BATEIbCKOTO UHTEpdeica;

Ctrl + F6 — mepeiiTu k mnpenblAyllleMy OCHOBHOMY 3JIeMEHTY
I10JIb30BaTeIbCKOr0 UHTepdenca;

Shift + F6 — mepeliTu k mpenpiaylieMy OCHOBHOMY 3JIEeMEHTY
I10J1b30BaTeIbCKOr0 UHTepdeiica;

Ctrl + Shift + F6 — mepeiit k mpeapiayIieMy OCHOBHOMY
3JIEMEHTY T0JIb30BaTeJILCKOTO UHTepheHca;

Ctrl + 1 — nmoka3aTh IJIaBHOE OKHO IPUJIOXKEHUS;
Ctrl + Shift + O — BcTaBUTbH Kak IUTATY;

Ctrl + Shift + V — BcraButh 6e3 dpopmMaTrpoBaHus;
Ctrl + R — nepedopmaTHpoBaTh TEKCT COOOITIEHUS;

Del — ynanuTe BBIOpaHHBIM TEKCT, BJIOXKEHHWe, COJlep>KUMOe
siueeK TabJIUIbI WK TaOJIUILY;

Ctrl + Del — ynmanuTh cjioBO cripaBa — OT Kypcopa J0 KOHIIA
CJIOBa;

Ctrl + Backspace — ymamuth cjioBo cjieBa — OT Kypcopa 10
HayaJjia CJIOBa;

Ctrl + A — BBIIEIUTD BCE: TeKCT COODINEHUS WU BIOXKEHUS,
Ctrl + men4ok BHyTpHU si9elKU — BBIOpATh sTYelKy TabJIuIbL;
Ctrl + mem4ok mo rpanuiie TabIUIbI — BBIACIUTD TaOIUITY;
Ctrl + K — BCTaBUTh CCBUIKY;

Ctrl + Shift + K — npepBaTh CChUIKY WIH yJajdUTh CCBUIKU
13 BbIJIeJIeHHOTO (pparMeHTa;

Ctrl + Shift + R — ynanuth sskopu ¢ UMeHaM¥;

Ctrl + H — HaliTH ¥ 3aMEeHUTh TEKCT B TEKYIIIEM COOOITIeHUH;
Ctrl + G — Hal'TU CHOBA B TeKYyIl[eM COODIIeHUH;

F3 — HaiiTu cHOBA B TekyllleM COOOIIeHNY;

Ctrl + Shift + G — HaiiTu npepIqyIlee B TEKyIeM COOOIIEHUH;
Shift + F3 — Haiftu ipesibiyIniee B TeKyIeM COOOIIEHUY;

Ctrl + Shift + P — npoBeputs opdorpaduto;

Ctrl + Shift + A — Bioxxuthb daii;

F2 — neperMeHOBaTh BIIOXEHUE;

Shift + Enter (Enter BcraBnsier ab3alHbIl OTCTYI B pexume
¢dopmaTa ab3amia) — BCTAaBUThb Pa3pbiB CTPOKH BMECTO HOBOIO
ab3ara;




Alt + Home — nepeMecTUTh HaBepX;

Alt + cTpesnika BBepx — lepeMeCTUTh BBIIIIE;
Alt + cTpernka BiieBO — iepeMeCcTUTh BMeCTe;
Alt + cTpesyika BHU3 — IIepeMeCTUTb HUXE;
Alt + End — nepemecTuTh BHU3;

Alt + Y — oTcoptvpoBaTh BCe BJIOKEeHHsI WIA BbIOpaHHBIE
BJIOXKEHUS;

Ctrl + > — GomnpIMii pasamep mpuPpTa;

Ctrl + « . » — 6ombIMi pa3mep npudTa;

Ctrl + < — MenbIMiA pa3mep MIpUPTa;

Ctrl + « , » — MeHbIIHM pa3mep MIPUDTa;

Ctrl + B — ctumb Tekcra 2KupHbiif;

Ctrl + I — ctuib Tekcra Kypcus;

Ctrl + U — ctunb tekcra [loguepkHyThIH;

Ctrl + T — cTunb Tekcta MOHOITMPUHHBIN;

Ctrl + Shift + Y — npepBaTh Wi yoaiuTh CTHIA TEKCTa;
Ctrl + Space — npepBaTh WM yOaJIATh CTWIN TEKCTa;
Ctrl + ]| — yBenmmuuTh oTCTYT;

Ctrl + [ — yMeHBIIUTb OTCTYII;

Ctrl + Shift + Del — ounicTuThb UcTOpHIO;

Ctrl + N — HOBBIM KOHTAKT afipeCHOM KHUTH;

Ctrl + M — Hanucarb coobIeHre il BBIOPAaHHOTO KOHTaKTa
VI KOHTAKTOB;

Ctrl + Shift + F — pacimmpeHHbI# TTOMCK B aJpeCHOM KHUTE;

Ctrl + I — pemakTHpoBaTh CBOWCTBA BBIODAHHOTO KOHTAKTa
WJIW afIpeCHOM KHUTY;

Ctrl + P — pacnedyarath BblOpaHHbIE KOHTAKTHI;

Del — ypanutb: BblleJIeHHBIM TeKCT, KOHTAKT WM afpecHYIo
KHUT'Y;

Ctrl + 1 — moka3aTb OCHOBHOE OKHO TPUJIOXKEHHSI;

ALT + B — orobpakeHre WIM CKpPBITHE TaHEIW BJIOXKeHHUM
B OKHE CO3JIaHUs COODIIeHNS;

3axkaTas kiaBuiia ALT — copTUpOBKM criMCKa BIIOXKEHUN




A3bIkoBas MoaAAepXKKa

Jlokanuzanuu Ha PyCCKOM, aHTJIMHACKOM, UCIIAHCKOM, (paHIly3CKOM,
MOPTYTaIbCKOM, UTAJIbIHCKOM, TaTAPCKOM U OAIIKUPCKOM SI3bIKAX

dopmaThl JAaHHBIX

Bo3moxxHOCTh M3MeHUTh popMaT 0TOOpaXkeHUs JaThl U BpeMeH!

ABTopu3zanus

HOI[,I[ep)KI/IBaE‘MbIe BO3MO>XXHOCTH.

L4 EIYTEHTI/ICl)I/IKaI_II/ISI IIOJIb30BaTejld  CpeaCTBaMKM  BHeENIHero
KaTajiora,

e aBTOpHU3aIMs C yueTHOH 3anuchio «MonOduc JJokyMeHTbI»;

e [IOAK/IIOYEeHHe Yy4YeTHBIX 3aluced C MMUPPOBaHUEM IIO
nportokoiry STARTTLS;

® pelaKTUpPOBaHHE rapamMeTpoB paHee MHOJK/II0YeHHOM
BHeIIHel yYeTHOM 3aluCH;

e aBTOMaTuyeckasi OsiokuMpoBka IP-agpeca  mosib3oBaTesnst
ToCJie HeyIauHbIX MOMBITOK BBOJIA TIAPOJIS;

® BCTPOEHHBI MeXaHHW3M 3alllUThl OT Tiepebopa MaApOJIs
poborom c Tecrom mnoarBepxaenus CAPTCHA (anrm.
Completely Automated Public Turing test to tell Computers
and Humans Apart)

Y4yerHsble 3anucu

HO}I}:[ep)KI/IBElEMBIe BO3MO>XXHOCTH:

o HaCTpOP'IKa OCHOBHOI'O W JOIIOJIHUTEJIbHBIX 3JIEBKTPOHHBIX
aIpeCcoB IS IIOYTOBBIX AITUKOB;

¢ [IOAKJII0YeHHe BHEeNIHWX Y4YEeTHBIX 3alrcel I0JIb30BaTerIs
o nipotokosty IMAP u oiHOBpeMeHHast paboTa B HECKOJIbKUX
TIOYTOBBIX SITUKAX;

e TOJK/IIOYeHHe ydeTHbIX 3amucedt Mail.ru, Yandex, Outlook,
iCloud, Yahoo, Gmail ¥ mpouumx ydYeTHBIX 3alMCel,
HOJIKJIF0YaeMbIX 10 npoTtokony IMAP, npu nomoum py4yHon
HACTPOWKHU ITapaMeTpOB IOJIKII0YeHus;

® YCTaHOBKA MHTepBaJsla aBTOOOHOBJICHHS CITHCKa Im1cem,;
¢ TNoagnepiXKa MYJIbTUTEHAHTHOCTH;

e TIO[JepXKKa  OTOOpakeHHsT ~ CTOPOHHUX  IPWIOXKEHUH
B [lepeKJilouarTeyie MPWIOXKEHWA W Ha IJVIABHOM OSKpaHe
MoitOduwuc;

® DBKCHOPT NPOdUIIs NOYTHI, KaJleHAapeH, 3a/1a4d U HallOMUHAHUI
B i0S, iPadOS um macOS i CHUHXpPOHM3AIMK JTAaHHBIX
c npunoxenveM Apple Iloura, Apple Kanenmaps, Apple
Hanomunanus;

® U3MeHeHMe M300pakeHHUsl MOJIb30BaTesis (aBaTapa) IUisl BCex
MOJIKJTIOYEHHBIX y4eTHbIX 3anucei MonOdwuc;

e oToOpakeHWe U300paKeHUsI TIONb3oBaTesst (aBaTapa) W3
OCHOBHOW y4YeTHOM 3allvCH Jjis yueTHbIX 3anuced MonOduc,
HaXOOSIIIUXCS B TOIIOJIHUTENILHLIX JJOMeHaX UHCTAaJIJISIINY;

¢ Jiepexo K HaCTpOﬁKaM quTHOﬁ 3dllMCU T1IpKU CO3ddHHUN




IMMCHbMa;

CBeJleHHsT O pa3Mepe M 3alOJIHEHWH II0YTOBOIO SIIIUKA
II0JIb30BaTeJs;

LBeTOBasl HMHAWKAIMg  3aloJHeHHs IOYTOBOIO  AIHKa
nosb3oBaTensi: cuHss 1npyu meHee 70%, opanxkeast ot 70% 1o
85%, kpacHas ot 85%;

npeayrnpeXxaeHus: 0 JOCTHXKeHUM JIMMUTA TOYTOBOTO SIIIUKA
II0JIb30BaTeIs;

BCIUIbIBaIOIIlee OKHO MOATBEPXK/IeHUs IEWCTBUS MPHU TIOTbITKe
yIaIUTh JOTIOJIHUTETbHYIO YUYEeTHYIO 3aIUCh;
CaMOCTOSITeJIbHOe ~ H3MeHeHHe  II0JIb30BarejieM  Iapouist
OCHOBHOM YYeTHOH 3aIliCH

CnpaBka

CnpaBKa O IIPUWJIOXKEHWHU Hd PYCCKOM U dHT. JIMFICKOM SI3bIKE

Pabora co cnuckamu
nmuceM

Ho;mepnanaeMbIe BO3MO>XXHOCTH:

IPOCMOTP IOYTOBBIX IANOK B YUYETHOW 3alMCH 3JIEKTPOHHOMN
IIOYTHI;

CO31aHHre, IIeperMMeHOBaHKe U yJidJIeHHe I1allOK;,

nepeMellieHle  3JIEKTPOHHBIX ~ COOOIIEHWHA W TPYIII
3JIEKTPOHHBIX COOOIeHUI MeX Ty TTalKaMHu;

IIOMeTKHU TIpylHIl U OTHEJbHbIX JJIEKTPOHHBIX COO6IHEHHﬁ
KdK «IIPpOYUTAHHOE», «KHEIIPOUYHUTAHHOE» U «BAXKHOE»;

IIPOCMOTP CIMCKA MTHUCEM;

HaCTpOﬁKa, BKJIIOYeHHe MU BBIK/IFOYeHHe dBTOMATHU4YeCKOIro
OTBeTa Ha BCe BXOJIre IMMMCbMa,

0OHOBJICHVe CIIMCKA IIUCEeM;

TPYIIITAPOBKA OTIIPABJIEHHBIX B paMKaX OJTHOM TeMbI IHCeM
B IICIIOYKH;

MaCCOBOe BhlJIeJIeHHe BCeX IMMCeM B IIdIIKe;

MaccoBoe ynaneHue nvceM u3 manok «KopsuHa» u «Cnamy,
IIyTEM Ha)KaTHs OJJHOW KHOIIKHU;

rnepexoq B IIpUJIOXKeHHe «KoHTaKTBD» IJid IIPOCMOTPa
I/IH(l)OpMaI_[I/II/I O IT10JIb30BaTeJie U CO3daHHd HOBOI'O KOHTAKTa
M3 BCIUIBIBAIOIIIET0 OKHA CO CBeJeHUsIMHU O II0JIb30BaTelie,

BBIOOD HECKOJIbKUX MHUCEeM U BBINOJIHEHHWe C HUMU JIeMCTBUN
OJIHOBPEMEeHHO;

BblJejleHHe MeTKdaMH 1ellOYKM KW OTAeJIbHBIX IIMCeM C
BO3MOXXHOCTLBIO OIlpeaesieHus KaTEFOpI/Iﬁ I10JIb30BaTeIeM,

Hn3MeHeHHe Ha3BaHHWA U IBeTd MeTOK B CITMCKe MeTOK;
ITOMCK ITHMCeM II0 ITPUCBOEHHBIM UM MeTKdM;

IIPUCBOEHHE U CHSTHe MeTOK YHCJIOBBIMH KJIABUIIAMHU
KJIaBUATYPBI;




e BLINIOJIHEHHWE [JEeWCTBUM C IIMCbMOM B IIAllKe ITHCEM,
OTMeYeHHBbIX KdK «Bd’KHbIe»

Pabora c mankaMu u
daitnamu

HO)IIIep)KI/IBaeMbIe BO3MO>XHOCTH.

e HACTPOMKAa IIpaB AOCTyIla Ha 4YTeHUe, U3MeHeHHue, ylajleHue
JIeMeHTOB BHYTPH KODHEBBIX IIallOK IIOYTOBOIO AIIUKA, C
Lle/IbI0 OPraHU3alMy JO0CTyIla HeCKOJIbKUX II0JIb30BaTesler K
OJIHOMY IIOYTOBOMY SIIIUKY aJIMUHUCTPATOPOM;

e IIPOCMOTP CITMCKA MAaMoK;
e Co3/aHMe, TeperMeHOBaHMe, yaJeHHe MaroK | MOIaIloK;

® KM3MEHEeHHEe PACIIOJIOKeHHs IIallKH (nopsunca CJIeJOBAHHA
I1aIlOK, pOHHTEHBCKOﬁ MManKy 1 / WIn YPOBHA BJ'IO)KEHHOCTI/I)

e [lepeMellleHWe OJJHOTO WM HEeCKOJIbKUX IIHUCeM MeXIy
MankaMd C TIOMOIIBI) >KeCcTa 3axBaTa W IepeTaCKUBAHUS
JIeBOM KJIaBUIIIeU MBIIIIH;

e JleJleTMPOBAaHME TMOYTOBBIX TAOK JIPYTHUM TIOJIb30BaTENISIM
B pasmenie «OO6muii AOCTym» [Jisi  TPOCMOTPa, OTBeTa
Y TTepechUTKY MUCEeM B TallKax

IIpaBa gocryma

HOHI{EP)KI/IBaeMbIe BO3MO>XHOCTH.

¢ [IpenoCTraBjieHue O6I.LI€1"O AOCTyIla K KaJleH[1lapto
C pa3rpaHrnv4eHureM I1pdaB JOCTYIIA,;

e [pe/lOCTaBJIeHWe IIpaBa Ha MPOCMOTP W peJlaKTUPOBaHHe
COOBITUH;

e TOAK/IIOUeHHe OOIIeIOCTYITHBIX KaJleH1apei;
e myOauKamus KajeHAapst BHYTPH KOMITAaHUU (OOIIIHIA TOCTYTI);

e co3aHue COOBITUS B OOIIeM KajeHjape OT JiMIla BJajiesiblia
3TOTO KaJleHAaps;

® BO3MOXHOCTh TPHUIJIACUTH BIIAZieibIla OOIEro KajeHmaps
Ha COOBITHE B 3TOM KaJieHape;

® Ppe/laKTUpOBaHWe COOBITHS, CO3IAHHOTO B OOIIEeM KayleHjape
OT JIUI]A OPraHU3aTOPa COOBITHS;

e yBeJOMJIeHMe TIpY IMONbITKe IpPeJOCTaBUTh IpaBa OOIIero
JIOCTYyTIa [IJIi BHEIIHero ajipeca 3JIeKTPOHHOM  TOYTHI
0 HEBO3MOXXHOCTHU BBITIOJTHEHUST TaKoU orepanuu
Y BO3MO>KHOCTb UCKJIFOUUTDb BCe TaKue afipeca;

® I[[BETOBAas WHJMKAIUS BHEIIHUX aJipeCOB 3JIEKTPOHHOH MOYTHI
IpY TIOTIBITKE TPeIOCTaBUTh OOIIMIA JIOCTYN K KaJeHIapsm
(IIOCTYH K KadJIeHOdpIO BHEINIHWM II0JIb30BATe/IIM He MOXeT
OBITh ITPeI0CTaBIIeH)

Pabora ¢ nucbMamMu

HO}I}Iep)KI/IBaeMI:Ie BO3MO>XHOCTH:
¢ [IPpOCMOTP IIOJIYYE€HHBIX WIX OTIIPABJIEHHBIX ITHUCEM;

¢ OTIIPpABKA Y IIOJIy4YeHHe ITNCbMd;




OTIIPABKA ITMCbMaA C IIOYTOBbLIX aJIMdCOB;

OTIIPABKA IMMCbMd Y4dCTHHUKAM C06bITI/I$I;
CO3JaHMe TeKCTOBOI'O IIMCbMa C TEMOM U TeKCTOM;
KOIIMPOBAHKWE U BCTABKA TEKCTA,

KonvpoBaHve B Oydep obmeHa / BCTaBKa CIIMCKa aJ[pecoB
3JIEKTPOHHOU II0YTHI aipeCcaToB IUChbMA;

¢dbopmMarrpoBaHre TeKCTa IPU CO3[IaHWK U pelaKTHPOBAaHHUU
IIMCHMa;

dopmaTHpOBaHHUe TEKCTa aBTOOTBETA T0JIb30BaTeIeM;
nobaBiieHNe BiIOXeHU! ($aiiioB) K TUCbMY;

nobaBiieHWe, 3arpy3ka U IPOCMOTP IIOYTOBBIX BJIOXKEHUH
B (aliJIoBOM  MeHe[pkepe IIpU  HAJIMYUMM  HUHTerpanyu
¢ «MoitOduc YactHoe O6mako» M NpUKpeIlIeHWe UX B BUJle
BJIO)KeHUH-CCBHIJIOK B TeJIO IIMChMA;

MpYKpervieHre K NMUcbMy BiioxkeHus: u3 «MoiOduc HYactHoe
O6iako» B BUjie (ailyioB;

coxXpaHeHHe MOYTOBBbIX BioxeHWH B «MoitOduc YacTtHoe
O6:1ak0» ¢ BO3MOXHOCTbIO BBIOOPA MAIMKH JJIsl COXPAaHeHMUS;

npejyioxkeHue 3arpysutb ¢aiin B «MoitOduc YacrtHoe
O6ako» NpY MONBITKE IPUKPENUTb K COOOLIeHHI0 dalil,
pa3mep kortoporo mpeBbiiaer 10 MDB, u ornpaButh
BJIO)KEHME-CCbUIKY HAa ero CKayuBaHWe, Ipyd HaJIU4Wu
COOTBETCTBYIOIIIEX UHTErPalvy;

yhaneHve  BiokeHud — (daityioB), paHee A00OaBiIEHHBIX
B TICHMO);

BCTdBKd KdPTHHOK B TeJIO ITMCbMa (He KdaK BJ'IO)KEHI/IE);
COXPdHeHHe peJaKTUPYeMOI'0O ITMCbMd B Ka4eCTBe YePHOBHKA,

OTMeHa 3aKpBITHs BKJIAAKU Opay3epa C YepHOBUKOM IHMCbMa
C TIOMOIIIBIO BCILJIbIBAIOIIEr0 ZTMaJIOrOBOTO OKHa
C TpenyIpeXxx/ieHueM O IoTepe BBeJeHHbIX JJaHHBIX;

BBOJI a/IpeCOB JJIEKTPOHHOW TOYTHI TOJTydaTesied (BKITFOUAs
KOIIHIO U CKPBITYIO KOIHIO) MKUChMa C oTpaxkeHueM ux ®HO;

BBIOOD a/IpecoB mojy4aTesied (BKJIIOYasi KOMHUIO U CKPBITYIO
KOIHIO) MMChbMA U3 T71006aJIbHOM WK JIMYHOW aJIpeCHOM KHUTH
10JIb30BaTeIs;

OTTIPAaBKA ¥ TepechlJIKa MOYTOBBIX COOOIIEHUM BIIOKEHUSIMU
B popmate EML;

IepecblyiIKa 3JIEKTPOHHOI'O COO6H_[eHI/I$I C [IOUTHPOBAHHUEM
HNCXOJHOI'0O 3JIEKTPOHHOI'O COO6H.[€HI/I$[ W BJIOKEHHSIMU;

CO3ldHMEe OTBETAa OTIIPABUTEII0O U BCEM APYIUM II0JIydaTesiM
C DUTUPOBaHKEM MCXOOHOI'0O 3JIEBKTPOHHOI'O COO6III€HHH;

oToOpakeHUe IMOJIHOM MHGOPMAILIMK O IIMChbMe IIPU OTBeTe Ha




Hero (faTa ¥ BpeMsi, OT KOT0O) U ero Inepecbuike (OT KOTO,
KOMYy, KOIIWS, /1aTa ¥ BpeMsl, TeMa);

OTIIPABKa COOGIJ_[E‘HI/IH rpyiiiie OJIb30BaTenen (paCCbIJIKI/I);

IIPOCMOTP JIOKYMEHTOB OCHOBHBIX O(HCHBIX U rpadpudecKux
¢dopmaroB (Word, Excel, PowerPoint, PDF, jpg, jpeg)
nocpejicTBOM Opay3epa, 6e3 HCIOJIb30BaHUsI TPUIIOXKEHHUH,
YCTAQHOBJIEHHBIX ~Ha pabodyeM MecTe  IIOJIb30BaTels,
C BO3MOXKHOCTBIO COXPaHEeHUsI BJIOXKeHU;

IpeJIOCTaB/ieHHe OTYeTOB O CTaTyce muceM (JIoCTaBKe
WIM HeJ0OCTaBKe) OT II0JIb30BaTeiell BHENIHHWX IT0YTOBBIX
CUCTeM IPU YCJIOBUM MOJJEPXKKU JAHHOTO (PyHKIMOHAIA CO
CTOPOHBI BHEIITHEN CUCTEMBI;

nepeMellieHHe COOOIEHMI B KOP3WHY WM B CIlaM, a Takxe
B BbIOPaHHYIO MAIKY;

ITIOMeTKa OTAeJIbHBbIX 3JIEKTPOHHBIX COO6IH€HHﬁ KaK
«Ba>XXHOe», «KIIPOYUTaHHOE» U «HEIIPOYHUTAHHOE);

OTKPBITHE MPeIbIAYIIEro Wi CJIeYI0IIero COo0IIeHus;

HACTpoMKa OTOOpakeHHWs! MHCeM IIOYTOBOTO SIIIMKA B BUIe
IeroYex;

KOITMPOBAdHHKE ITOYTOBOT'O afipeCd HOHY‘IHTEHEIZ;

BO3MOXXHOCTb CKadaTb IIMCBMO KaK BJIOXKEHHe B Qopmarax
EML;

110J1e TIPeJ;IIpOCMOTpa MUChMa;
OBICTPBIN OTBET Ha NMKUCHMO;

COXpaHeHHe KOIUH IepechljlaeMbIX THCeM;

OT3bIB OTIIPABJIEHHOT'O MTUCHMA;

BO3MOXXHOCTh OTBETUTh Ha OTIHPABIIEHHOE MUCHMO;

YCTaHOBKa BpeMeHH Ha4dallda U BpeMeHHW OKOHYaHHs I1epro/ia
OTIIPABKH dBTOMATHUYECKHUX OTBETOB;

rM300pakeHUs]  TIOJb30BaTesied U pecypcoB  (aBaTaphbl)
B 1a0JI0HAX MKCeM O TpUIJIAlIeHUH Ha coObITHe, 0OHOBJIEHUH
COOBITHSI, peKOMEeH/IallMK YYaCTHUKOB COOBITHS, pe3yJIbTaTax
OpOHMpOBAaHMSI peCypCoOB U pe3yJibTaTaX OT3bIBa IMCHMA;

OTO6pEl)K€HI/Ie BpeMeHU IIpoBelleHNnsd COOBLITHUSL C ydieTomM
BbI6paHHOFO I10JIb30BaTe/IeM 4aCOBOT'0O I104Ca;

[peABapUTeIbHBIN [IPOCMOTP BIIOXKEHUH;

BO3MOXXHOCTb BbI6paTb HeCKOJIBKO BJIO>KEHUI AJIs
CKA4YMBAHUSI,

¢dbopmMaTrpoBaHye TeKCTa KaK I[UTaThl;
nepemellieHre OKHa CO3/IaHUs ITMCbMA I10 3KPaHy;

CBeleHHWs O HAJIMYMK HEIIPOYUTaHHbIX COO6H.[€HPII>1 B IIeIIo4Ke
IIpK HdBeJeHHMH KypCOpd MBIIIIM Had HWHIOEKC KOJINYeCTBd




COOOIIEHUH B I1ETI0YKE;

® TIIPpOKPYTKAa 3arojioBKa COOOIIeHHWs, eCcjidi OH IIpeBbIlIaeT
JIIOIyCTUMBIN pa3Mep I10J14;

® BO3MOXHOCTb BbIOpaTh MPOdUIIb OTIIPAaBUTEJIS;

® BO3MOXHOCTb IIPOKPYYMBATh CIIMUCOK afpecaToB B IIOJSAX
«Komy», «Komusa», «CkpeiTas KoOmus», €eCId OHH He
MIOMEIAIOTCS B BUIMMYIO 00J1aCTh TIOJIs;

® dBTOMdATH4YeCKOe YyJadJieHHe IIOBTOPHBIX IIOYTOBBLIX adJpecOoB
B I10J1E «KOHI/IH», €CJIM OHHU yXKe ,[[OGEIBJ'IQHLI B I10J1E «KOMy»;

e aBTOMAaTHYeCKOoe VyajlieHHe I[IOYTOBOrO ajjpeca TeKYIIero
I1I0JIb30BaTeJIdI B IIOJIAX ((KOMy» nu «KOHI/ISI» HpI/I oTBeTe
Ha coo01eHue;

Ilonnepixka moamucu

HO}I}IGP)KI/IBaeMI:Ie BO3MO>XXHOCTH:

® HACTpOWKA IIOJIb30BATEJIeM  ABTOMATUYECKOH  TOJIIMCU
COOOIIeHUs C KAPTUHKOMU, 100aBIIsieMoi B TeJI0 COODIIeHHUS;

e aBTOMaTHM4eckoe ¢opMaTHpoBaHUe TMOJIUCHA TO IIabJIoHY,
YCTAaHOBJIEHHOMY aJIMUHHCTPATOPOM;

® BO3MOXHOCTb CKPLITE U OTO6paSI/ITb IIOAIINCH B ITMCbMe

IIpaBuna Bxonsimeit
MOYTHI

Ho;mepnanaeMbIe BO3MO>XHOCTH:

e aBTOMaTHYecKas 00paboTka BXOASIIMX IHCEM COIVIACHO
HAaCTPOEeHHBIM IIpaBWIaM II0JIb30BaTesIsl 10 TepeMeleHuIo,
yAaJIeHUIo0, TiepeHalpaB/IeHuio, Tepeajipecaliii BXOJISIIEero
IMUCHMa;

e HACTpO¥Ka U ylpaBjieH’e CepBepHbIMU IIpaBUJIaMH;
® [IPOCMOTP CYLIECTBYIOIIUX IIPaBUJL;
e BKJ/IIOYeHHe U BBIKJIIOUeHMe TIPaBUJl;

e BO3MOXHOCTb CO3[JaHWS. HOBOIO IIpaBWla 00paboTku
BXOJISIIIe IOYThl HAa OCHOBe BBIOpAaHHOIO @IMCbMA —
aBTOMAaTU4YeCcKoe Ha3HAYeHHe HEeKOTOPbIX  IapaMeTpoB
npaBwiIa 00pabOTKU MO pa3paboTaHHBIM alaropuT™Mam (c
BO3MOXXHOCTBIO UX JlallbHelIlIell KOppeKTUPOBKH)

IIpoBepka opdorpadpun
U MYHKTYaIluH

[IpoBepka opdorpadpuu TeKCTa cpencTBaMu bpay3sepa
IIPU HallMCAaHUU 3JIEKTPOHHOTO COOOIeHUs

ITonnepixka agpecHbIX
KHHT

HOHIIEP)KI/IBHGMI)IQ BO3MO>XXHOCTH.

® IIPOCMOTP JIMYHBIX M KOPIIOPAaTUBHBIX KOHTAKTOB, PECYPCOB
KOMIIaHWH, CIIUCKOB PaCCHUIOK;

® JIOCTYI K KOPIIOPAaTUBHOM aJJpeCHOM KHUTre;

® KOIUPOBAHMe KOHTAKTa U3 KOPIIOPAaTUBHOW aJ[peCHOM KHUI'U
B JIMUHYIO;

e okcrnopr npoduns riobampHOW anpecHoW KHuru B 10S,
iPadOS wu macOS s  CUHXPOHM3AllMU  JAHHBIX
c npunoxenuem Apple Iloura, Apple Kanenmaps, Apple




Hanomunanug,

nobaBiieHre OTIIpaBUTENST WIM aJipecaTa BXOJSIIErO MHChMa
B a/IpeCHYIO KHUTY;

nobaBiieHWe TIOTy4yaTels MCXOASINEero THChbMa, BKJITIOYAs

[IMCbMa-0TBeThbl Ha BXOAAUIYIO II0YTY, B JIMYHYIO aJlpEeCHYIO
KHUTY (yIIpaBJIIeTCsl UHIWBUYaJIbHOM HAaCTPOMKOMN);

nojasepkka  ¢ororpaduii  mosib3oBaTesied  (aBaTapoB),
3aJlaHHBbIX B cucteMe butpukc24;

oToOpakeHWe KOHTAaKTHOW uHpopManuu (OODKHOCTH U
pabouero HoMepa TejiedOHA) MOJIH30BATENIsl BO BCIUIBIBAIOIIIEH
MOJICKa3Ke C JOTOJIHUTEeIbHON MH(pOpMaIIew;

IIOJIJIepIKKa ¢dororpadpun OTIIPaBUTeJIS (aBaTapos)
IUIss aBTOMAaTUYeCKHUX IIHMCeM, OTIIPABJIeHHbIX CHCTeMaMu
Atlassian Jira u Atlassian Confluence;

NIOJ|/lep>KKa aBaTapa JUIsl FPYIII PACChIJIOK U PeCypCOB;
oToOpakeHWe aBaTapoB JIs [10JIb30BaTesiel 6e3 ¢pororpadpumn

Pabora co cnuckom
KOHTAKTOB

HOI[,I[ep)KI/IBHEMbIe BO3MO>XXHOCTH:

IIPOCMOTP CIIMCKAa KOHTAKTOB KOPIOPAaTUBHOW W JIMYHOU
aZipecHON KHHTH;

oToOpakeHHe KapTOYKM KOHTAKTa KOPIIOPATMBHOM U JINYHOU
a/IpeCcHOM KHUTH;

CO3[laHhe W peJJaKTUPOBAaHWE KAPTOYKKA KOHTAKTA JIMYHOU
aJIpeCHOU KHUTIY;

OTIIpaBKa KapTOuku KoHTakTa B dopmate VCF;
1lepeHOC KOHTAKTOB U3 rpyninsl Komseru B JInuHeble;
CO3/1aHKe BCTpPeur B OKHe IIPOCMOTPA KOHTAKTa;
o0be/JUHeHe HeCKOJIbKUX KOHTAaKTOB B OJIMH;

BI)I60p KOHTAKTa OJid I[O6aBJ'IEHI/IH JaHHbIX IIPH BLIIIOJIHEHUHA
orrepanvu O6’be,Z[I/IH€HI/IH JIMIHBIX KOHTAKTOB;

HallMCaHHWe IIMCbMad W3 KAPTOYKKW KOHTAKTA,
CO31aHre BCTpeYHr U3 KaPTOYKH KOHTAKTaA,

1epexof] K OT/AeJIbHOMY JIMYHOMY KOHTAaKTy IIPU UMIIOPTe B
JINYHbIe KOHTAKTHI B aJIpeCHOU KHUTe

Pabora ¢ rpynmmamu
KOHTaKTOB

HO}IJ:[ep)KI/IBElEMBIe BO3MO>XHOCTH:

co3llaHue, peflaKTHUpPOBaHWE U yJajieHue JIMYHBIX TPYIII
KOHTaKTOB;

nobaBiieHre KOHTAKTOB M3 KOPIOPATHBHOW aJ[peCHOW KHUTU
B JINYHbIE TPYIIIIHI;

obbeguHeHue KOHTAKTOB 5 rpynn KOHTAKTOB;
[IOMIKJIIOYeHUe JIOTIOTHUTEJILHBIX Y4eTHBIX 3anucen
MoitOduc;

CO37laHHe HOBOTO COOOITEHUS C BLIOPAHHBIMU KOHTAKTAMHU




B Ka4eCTBe I0JIy4yaTeie;

CO31aHHe HOBOI'O COOBITHS C BbI6paHHI)IMI/I KOHTAaKTaMH B
Ka4ueCTBe Y4dCTHHUKOB 3TOI'0 CO6bITI/I$I;

CO37laHWe HOBOW  JIMYHOM TPyNIbI W3  BBIOpAHHBIX
KOPIIOPaTUBHBIX KOHTAKTOB;

OTIIPABKa BblﬁpaHHbIX KOHTAKTOB BJIO’KeHHeM II0 I104Te,

OTIIPaBKa JIMYHOM I'PYIIILI KOHTAaKTOB WM IPYIIIbLI PACCBIIKUA
BJIO>KEHMeM I10 I104Te;

SKCIIOPT KOPIIOPATUBHBIX KOHTAKTOB;
BbI60p HeCKOJIbKHX T'PYIII KOHTAKTOB ONHOBPEMEHHO;,

OTIIPABKa COO6H.[€HI/IH WIIK IIpUIJIAllleHrs Ha cobOBITHE BCex
BbI6paHHbIX I'PYIIII KOHTAKTOB;

KolMpoBaHve B Oydep obMeHa / BCTaBKa CIIMCKAa afpecoB
3JIEKTPOHHOM TOYTHI TPYTITbl KOHTAKTOB

Pab6ora co ciuckom
PaCChUIOK

HOJIIIEP)KI/IBaeMbIe BO3MO>XHOCTH.

II0J|/Iep>KKa JIMYHBIX CIIMCKOB PAaCChIIOK;

IIPOCMOTP YYaCTHUKOB CIIHUCKOB PaCChUIOK KOMIIAHUHY;
CO3/1aHMe U peJJaKTUPOBaHKe TPYIIII PaCChUIKY;
IIOJIZIepyKKa aBaTapa Jyisl TPYIII pacChUIOK;

SKCIIOPT I'pyHIIbl paCCbLJIKA

IIpodunn

[TopepxuBaeMbie BO3MOXKHOCTH:

HaJMuve Toyied JIjIsl 3aloTHeHus:: GaMUiIusl, UMsl, OTYeCTBO,
email, mara pokneHusi, opraHusaiusi, JODKHOCTh, 3aMEeTKH,
TelepOH M aJipeC  3JEKTPOHHOW  MOYTHI (10 10
TIOTIOJTHUTEJIbHBIX 1711 KOPIIOPATHBHBIX KOHTAaKTOB U 0 50
VTSI TMYHBIX KOHTAKTOB);

JlobaBJieHWe K KOHTAKTy ero ¢oTtorpaduu (aBarapa);
TIOJI/IEP’KKA JIAHHBIX, 3a/IaHHBIX 4Yepe3 CUCTeMy bBbutpukc24:

¢dororpadus mnonb3oBaTens (aBaTap), TO/DKHOCTb U TOPOJ
MOoJIb30BaTesiel;

skcropT npoduis kKoHTakToB B 10S, iPadOS u macOS
IUIsl CHHXPOHHU3AIWH IAHHBIX ¢ mipusioxkenussmu Apple [Toura,
Apple Kanennaps, Apple Hanomunanus

Pabora c xasengapem

HOI[JIEP)KI/IBaEMbIe BO3MO>XHOCTH:

IIPOCMOTP, CO3/IaHUe U peJlakKTUPOBaHHUe KaJleH/1ape;

BKJIIOUEHHE U OTK/II0YeHHe OTOOPa’KeHUs JIOMOJIHUTENIbHbBIX
KaJleH/1apeu;

IIPOCMOTP KaJjleHJapeil NOJK/II0YeHHBbIX Yy4YeTHbIX 3aluceu
MoitOduwuc;

BO3MOXXHOCTb TIepeKJIIoYaTbCsl MeXAY KaJeHIapsMH YIeTHbIX
3anuceit MonOduwuc;

nobaBJieHue U ynajieHue KajleHIapew;




W3MeHeHWe TIOpSJIKA CJIeJIOBAaHUSl KaJleHJlaper B CIIUCKe
KaJIeHJjape;

3al[MTa OT CIIYYalHOI'O YJaJleHWsl [0JIb30BaTejieM CBOero
eIMHCTBEHHOI'0 KajeHiaps, a TaKke KaJleH1aps,
IIOMe4eHHOTro Kak « OCHOBHOMY;

IIPOCMOTP KaJleHJaperi B JHEBHOM, HeJleJIbHOM U MeCSYHOM
BUJIE;

HaBUTaIlMs 110 BpeMeHU BHYTPH KaJleHaps;
HM3MeHeHHe I[BeTa U Ha3BaHUs KaJleH1apsi;

BKJIIOYEHHe Y BBIKJIIOYeHHe oToOpaskeHUst COOBITHH
KaJIeH1aps;

IepeHoC  CepuM  TOBTOPSIOUIUXCS — COOBITHM — Mexay
KaJIeHJapsIMU;

cIieliMajibHagd HMHOUKAIMg B BHAE 3Be3JI0YKH I COOBITHH,
co3iaTesieM KOTOPBIX SIBIISIETCS TI0JTb30BaTellb;

BBIOOP 9aCOBOTO IOSICA;

akcnopT mnpoduis kaineHgaps B i0S, iPadOS u macOS
IUIsl CAHXPOHU3AlMU JTaHHBbIX C npuioxkeHussMu Apple [lodta
u Apple Kanenpgaps;

oToOpakeHHe UMeHH Bilafiesiblla KajeHaapsi B CIIMCKe OOIIMX
KaJieH/lapel Mpu BbIOOpe KajleHAaps MJis CO3[IaHusl COOBITHS
Y TIpU BBIOOPe OpraHu3aTopa COOBITHS;

CKpBITHe B MHTepdelice KajeHJaps Cyb00Thl U BOCKpPeCeHb,
€ orobpa’keHHeM TOJIBKO JIHel C TIOHeZleJIbHMKA 110 MISITHHUILY;

BO3MOXXHOCTD CeJIaTh KajleH[ddpb JOCTYIIHBIM OQHOBPEMEHHO
BCeM I10JIb30BaTeJIIM B CUCTeMe U OTJeJIbHBIM I10JIb30BaTeJIsIM
C Pa3HbIMU IIPABAMHU NOCTYIIA,

HACTpolKa oTobpaxkeHUs: HoMepa Heflenid B Kanenniape;

HMMITOPT KasieHjapei ¢ cepBepa Microsoft Exchange

ITogpepxka coObITHIA K
BCTpeY

HOI[)IEP)KI/IBaeMI)Ie BO3MO>XXHOCTH:

oToOpakeHUe MPUTJIAllIeHHWI Ha BCTPeUU B KaJleHAape;
CO3/1aHUe, peJJaKTHPOBaHue, yJialeHne COObITU;

CO31aHHe COOBITHS U3 BbI6paHHOFO IMMCbMa C Y4YadCTUEM
OTIIPaBUTEJIA U HonyanenefI;

YKa3dHHe TeMbI COGI)ITI/IFI, MeCTd, BpeMeHHU U OITMCaHH,

BbI60p KaJyieHlapsa MOAKJIFOYEeHHOU y‘{ETHOfI 3dlIMCH1
IIpHU CO31aHNH COGBITI/IH;

Hanuuue oniuu «Ha Bech nenby;
nobaBjieHUe OMUCAHUS COOBITUS,
CO37IaHue TTIOBTOPSIFOIIMXCSI COOBITHIA;

CO31aHre BCTpeY C HeCKOJIbKMMHKU Y4YdCTHUKAMHU U T'PYIIIIdMHU,
WHAWKAIIYA yiKe IIO6aBJIeHHI)IX B COOBITHE Y4dCTHHUKOB,




yBeZlIoMJIeHMe B CJlydae 3aHATOCTA TpUIVIALlIaeMbIX Ha
BCTpeuy Y4aCTHHKOB;

OTIIpaBKa IIpUIJIallleHri Ha COOBITHE T10 TI0YTe;

OMITUSI  «IPUKPENUTb  BJIOXKEHWEe» K  IPUIVIANIEeHHUIO
Ha COOLITHE;

VHCTPYMEHT IIJIAaHUPOBaHUsl C OTOOpa)keHHeM KajleHJJapHOI'o
rpadyka 3aHITOCTH 110JIb30BaTeJIs;

IiepeHoC 1 OTMeEHa COBeIIlaHUH, C yBenomiieHneM y4dCTHHUKOB
¥ BO3MOXXHOCTBIO YKAa3aHH ITPUYIKWHEI;

co3fiaHue CoObITHSI B 00X KaJleHapsiX;
OTKa3 OT J0CTYTIa K KaJleHJapio;

HOJIZIep>KKa OIIIMKA OTBEeTUTh HA IpUIJIAllleHHWe Ha COOBITHe
B KajleH/Jiape, K KOTOpoMy ObLI TpefocTaBjeH JOCTYII
Ha pe/IaKTUPOBaHUE;

yBeaomiieHrue O IiepeCeKdloluxcda BCTpedax B IIMCbMe-
IMpUrjIdllieHr Ha CO6bITI/Ie, €CJIN YKa3dHHOe B IIpUIJIallIeHHUU
BpeMsd COBIIaJJdeT C y’Ke 3adIlJIaHMPOBaHHBLIM COOBITHEM U OHO
He OTKJIOHEHO,

BO3MOXXHOCTb OTKPBITHUA KaJleH[dps U3 IMMCbMa-TIpUIJiallleHns
B CJIy4dae Iiepeced4eHusd COOBITHS IIO BpeMeHHUu C C06}JITI/IHMI/I,
PaHee 3allJIaHMPOBAHHBIMHU I10JIb30BATEJIEM;

oToOpakeHue UMeH TIpUTJIAIIeHHbIX Ha coObITHE
M0JIb30BaTeJIeil U peCcypCcoB;

rpadpudeckasl WHAMKAIMSI COCTOSHHSI OTBeTa Ha COOBITHE:
3aJIMBKa I[BeTOM (TIIPUHSTO), 3alITPUXOBAHO (BO3MOXKHO)
1 00BefieHHOe KOHTYpoM (6e3 oTBeTa);

M3MeHeHHe COCTaBa YYaCTHUKOB OIHOTO COOBITHSI U3 Cepuu
MIOBTOPSIFOIIUXCS COOBITH;

oTOOpa’keHWe CTAaTyCOB YYAaCTHUKOB C PA3NMYHOU I[BETOBOM
I/IHIII/IKaHI/Ieﬁ B 3aBUCHMOCTH OT CTATyCad OTBEeTa,

BO3MO)XHOCTb He OTIPAaBJISAThH I10JIb30BATesIsIM IpPUIJIallleHus
Ha COOBITHe IIPU ero CO3JaHUM WM BHECeHWU H3MeHeHU!
(omucanve, Ha3BaHHe, J100aBJeHHe/ylajleHhe YYaCTHUKOB,
pecypcoB, U3MeHeHHe HallOMUHAHUS U 1107151 MecTo);
nojiepxkka otoopaxkenusi PO ydyacTHUKOB COOBITHS;
nojsiepkka ¢pororpaduii (aBaTapoB) YYaCTHUKOB COOBITHS;
KonupoBaHve B Oydep obMeHa / BCTaBKa CIIMCKa aJpecoB
3JIeKTPOHHOM II0YThl YYaCTHUKOB COOBITHS;

BO3MO>XHOCTb Ha)XXaTb JIeBou KHOIIKOU MBIIIIU
Ha MPeVIOKEHHOTO  TPXA  BBOJIe  TIOJIb30BATeJisl, YTOOBI
MIPUIJIACUTD ero Ha COObITHE;

BO3MOXHOCTb OpPraHU34TOPY OTKA3dTbCAd OT IIOJTy4YeHUd




yBeiIoMJIeHU 00 OTBeTax II0JIb30BaTesledl Ha IpUIJIallleHus
Ha CO3JJaHHOe UM COOBITHE;

BBIOOP 9aCOBOTIO MOsICA IS KaJleHAaps;

BO3MOXXHOCTb IJi1 Y4YdCTHHKOB COOBITHSI IMpeyIo’KUTL HOBOe
BpeMd IIpoBeleHns 3TOTro CO6BITI/I$[;

BO3MOXHOCTb  JIII ~ OpraHM3aTopa IOJATBEPAUTb WU
OTKa3aTbCsl OT TPEeJIJIOXKeHUs] TIPOBEeCTU COOBITHEe B HOBOE
BpeMms;

BO3MOXXHOCTh JIFOOOMY Y4YaCTHUKY COOBITHSI TIPeJIOKUTH
HOBBIX YYaCTHUKOB;

BO3MOXHOCTb I OpraHuM3aropa IMOATBepAUTb  WIH
OTKa3aTbCs OT IPUIJIALlIeHUs [10JIb30BaTeslel, NpeyIoKeHHbIX
IPYTMMU y9aCTHUKAMU COOBITHUSI;

nepeMeliieHre OKHA CO3/IaHUSI COOBITHS;
yKa3aHue IPUYMHbI OTMeHbI COOBITHS;
IIPUKpeIyIeHre BJIOXKeHHs K IOBTOPSIOIEeMYCsI COOBITHIO;

nobaBiieHue, 3arpy3ka M IPOCMOTP BIIOXKEHWH K COOBITHIO
B (aiyioBoM MeHemKepe TpUM HATMYUM  HMHTErpanyu
¢ «MonOduc YactHoe O6siako» U NpUKpeIUleHre UX B BUJle
MyOJIMYHBIX BIIOXKEHUH-CCBIIOK;

MIpUKpeIyieHue BiIoXkeHus1 K mucbMy U3 «MoiOduc YactHoe
O6itako» B BHjie PaiiioB;

oTOOpakeHHe COOBITMM B COOTBETCTBUM C (QUIbTPaMHU:
TIPUHSTBIEY, «TIpeJIBapUTeIbHO MIPUHSITHIEY,
«HeoOpabOTaHHbBIEY, OTKIIOHEHHbIEY, «s1 OPraHU3aTOPY;

VMHAMKATOp IIporpecca INpu OOHOBJIEHWU CIIMCKA COOBITHUH
B KaJleHJape;

paboTa ¢ OJTHUM U3 COOBITHH B IeIIOYKe COOBITHH;

IIOKMCK CODOBITHS 10 TeMe, OIMCAHUIO U BJIOXKEeHHUIO;
otobpaxxenre MO yyacTHHUKOB COOBITUS;

nojiepxkka ¢pororpaduii (aBaTapoB) YYaCTHUKOB COOBITHUS;

BO3MOXXHOCTb He YBeIOMJISITh yYaCTHHUKOB 00 H3MEeHEeHHSX
B COOBITUH,

BbI60p BpeMEHI/I I10BJIeHUSI HAIIOMHUHAHUA O HPEIICTOSIHIQM
COOBITUY,

)106aBJIeHI/I€ HECKOJIbKMX HAaIIOMHWHAHMU;
nmogaep>xXKa CChIJIOK B OIMMCAHUHA CO6I)ITI/I$I;

BO3MOXXHOCTb YKa3aTb CJIOKHbIe HACTPOMKU ITOBTOPEHUS
COOBITUH: KaXKIBIM MeCAIl, KAXKObIA IO

BO3MO>KHOCTb yKa3aTh CBOIO 3aHITOCTb BO BpeMsl COOBITHS;
MoJIJIepXkKa MepeHoca CTPOK B OMMCAHUU COOBITHS;

OTOOpakeHre  IPOJOJLKUTEIbHOCTH COOBITHMSI B OKHeE




CO3[IaHUs COOBITUS,;

MOJ/ICKa3Ku 0 paboTe QYHKIMM 3aHATOCTH B OKHE CO3JIaHUS
COOBITUY,

BO3MOXXHOCTb yKa3aThb IPOM3BOJIbHOE KOJIMYeCTBO Heellb
B KaveCTBe 1epuojia oBTopa cobbITus (HO He Gostee 52);

ClieiaJIbHasd MHAWKAIIWA COGbITHfI, OPraHn34aTOPOM KOTOPBIX
SABJIAETCA CaM I10JIb30BaATeJIb;

aBTOMaTHW4YecKoe CO3[jaHWe CChUIOK Ha KOH(pepeHIIUH
TrueConf npu HamM4YMK COOTBETCTBYIOIIEN UHTerpaluy;

aBTOMAaTHUYeCKoe CO3/IaHhe CChUIOK Ha KoHdepeHIMH Squadus
NIpY HAJTMYHUH COOTBETCTBYIOIIEH UHTErpalny;

aBTOMAaTHU4YeCKoe CO37jaHWe CChUIOK Ha KOH(pepeHINH
VideoMost ipy HaJIMYMK COOTBETCTBYIOIIEH UHTerpalvy;

aBTOMaTHU4YeCcKoe CO3/laHre CChUIOK Ha kKoHpepeHIMU Webinar
TPy HAJIMYHUK COOTBeTCTBYIOIHEﬁ HWHTerpanunu,

BO3MOXXHOCTb COPTHPOBKH /10 50 Y4YaCTHHUKOB COOBITHS
Y pecypcoB B Tiopsijike Jo6apiieHusi, MO andaBuUTy U
10 3aHSTOCTH;

Iepexo[ 110 CChbUIKE B I10JIe ((MeCTO»;

BO3MOXHOCTb ~ IIPOCMOTpeThb, IPUHATb W  OTKJIOHUTH
peKOMeHJI0BaHHble JIPYTUM YYaCTHUKOM COOBITHSI pecypchbl
U1 aBTOPA 3TOT'0 COOBITHS;

nepeMeIieHle yYaCTHUKOB COOBITHS ¥ TPYIIBI  MEXAY
noysiMu «Obsi3arenbHble ydyacTHUKU» M «Heobs3aTenbHble
YYaCTHUKNY;

BO3MOXHOCTb  pacKpblBaTb U CBOpayuBaTb  CIIMCOK
Y4aCTHUKOB I'PYIIIIBI;

yZiajieHre Y9aCTHHUKOB COOBITHS U3 PaCKpPBITOM TPYIIIIBI;

aBTOMaTu4yeckoe co3manve koHdepeHnuu TrueConf cpokom
Ha IIeJIbIN JIeHb WM HeCKOJIBKO JTHEH;

BbI60p THUIA HAOOMWHAHHUM O [mpeacrosdineM COOBITHU
I1pY ero CO34dHWHU UJIN peJaKTUPOBAHHNU;

BO3MOXHOCTb YCTAaHOBUTb BCIUIbIBAIOIllee YBeJIOMJIEHHE O
COOBITMM HAa KOHKPETHYIO JIaTy M BpeMsi, BO BpeMsl Hadalia
cobsrTHs, 3a 5, 10, 15, 30 munyT, 3a 1, 2, 3, 4, 5, 6, 7, 8, 9, 10,
11, 12, 18 4gacos, 3a 1, 2, 3, 4 ouq, 3a 1, 2 Hemenu Qo ero
HayJaja;

ABTOMAaTHYeCKoe npeobpa3oBaHue CITHCKa aZipecoB
AJIEKTPOHHOM TOYTHI, pa3/ieJIeHHOTO CUMBOJIAMHM 3amsTas | , |,
WJIK TOYKA C 3alsITOM [ ; | IpU BCTaBKe B IOJIe a/IpecaToB;

aBTOMATUYECKWWA TIOMCK JIOCTYIHBIX i  IPOBeJleHus
cobObITHSI pecypcoB (IleperoBOpHble, KoHdepeHIIMH Zoom)
[IpU ero CO3JJaHWU UJIU pelaKTUPOBAHUMY;




CO3[JaHHe HOBOTO COOBITHMSI Ha OCHOBe paHee CO3JaHHOTO
(kormupoBaHKWe IIApaMeTpPoB CYIIECTBYIOIIETO0 COOBITHUS C
BO3MOKHOCTBIO UX TIOCJIE/TYIOIIEr0 PeJJaKTHPOBAHKS)

IImaHpoOBIIMK COOBITHIA

[TopnepxuBaeMbie BO3MOXKHOCTH:

otobpakenre @O y4yaCTHHUKOB COOBITHS;
noazep>xka ¢gororpaduii (aBaTapoB) yYaCTHUKOB COOBITHS;
oToOpakeHUe 3aHITOCTH 110JIb30BATeJIs;

IMPOCMOTP 3dHATOCTHN Ipu PeKoMmeHaannun BpeMeHHU
" YY4aCTHUKOB Ha CO6bITI/Ie;

IMIOJJCKa3Ka (0) HEBO3MOKHOCTHU OTO6p83HTb 3daHATOCTb
BHEIHUX Y4dCTHHUKOB C06bITI/I$I;

BO3MOXXHOCTb 3ajiaTb OydepHoe Bpemsi «llepepwiB» 50 u
nocyie coowrThiA B 5, 10, 15 wmm 30 MUHYT;

aBTOMaTHYeCKoe JI00aBJieHWe 3a/IaHHOT0 BPeMEHH IepephiBa
K JUIMTEeJIbBHOCTA KaXXIOro COOBITHS B IUIAHWPOBIIWKE IPU
IIPOCMOTPeE 3aHITOCTH MOJTb30BATEJIS;

oTobOpaxkeHre MHGOPMAIMK O JJIUTEJIbHOCTH CaMOT'0 COOBITHS
Y BpeMeHHU IiepepbiBa, €CJIM OHO 3aJlaHO II0JIb30BaTelieM,
OpU HaBeJleHMM Ha IMepuoji 3aHITOCTH  I0JIb30BaTelis
B IJITAHUPOBIIIUKE;

BO3MOXXHOCTh COPTHUPOBKU CITHCKA 0JIb30BaTesei
1o asipaBUTYy U 110 3aHITOCTU (0 50 YeIoBeK);

W3MeHeHrWe  JUIUTEeJIbHOCTH  COOBITHS € TIOMOIIBIO
nepeMelreHus TPaHUIIbI TIOJI3yHKA C 11aroM B 15 MUHYT;

BO3MOXHOCTb ~ PacKpblBaTb U CBOpayMBaTh  CIMCOK
YYaCTHHUKOB TPYIIIHL;

yZiajieHue Y9aCTHHUKOB COOBITHS U3 PACKPBITOM T'PYIIIIBI;

VM3MeHeHHe CTaryca Yy4YaCTHUKOB COOBITMSI W TpYIII
Mexay «Ob6s3aTenbHblii  yyacTHUK» U «Heobs3aTenbHbil
YYaCTHHUK»

aBTOMATUYECKUN MTOUCK IOCTYIHBIX pecypcoB
(meperoBopHble, KOHpepeHIMH Z00m) IpPH CO3J[aHUU U
pPelaKTHPOBAaHUU COOBITHS;

ABTOMATUYECKHUM TIOHCK CB06OHHI)IX oJil BCeX YYdCTHHUKOB
COOBITHSI BpeMeHHbIX CJIOTOB Ipr CO30aHHNN u
PeaaKTUpOBaHHUH COOBITHS

Pecypchl koMnanuu

HO}IJ:[ep)KI/IBElEMBIe BO3MO>XXHOCTH:

TIPOCMOTP CITKCKA JOCTYITHBIX PECYPCOB KOMITAHHH;
IIPOCMOTP JieTajieil BLIOpaHHOTO Pecypca;
HIOJ|/Iep’KKa aBaTapa JiIsl pecypCcoB;

OpoHHpOBaHMe pecypca B OKHe IIPOCMOTpa pecypca;

3dHATOCTb I1IeperOBOPHbLIX KOMHAT;,




CrienMaibHasl UHAWKAIWS IS PECYPCOB B CITUCKE YYaCTHUKOB
COOBITUH,

BO3MOXXHOCTb TOJIy4YeHHsl IUCeM O CTaTyce OpPOHHPOBAHUS
(TIpUHSATO WX OTKJIOHEHO);

BO3MO>KHOCTb IMMoJIy4YeHusa nucemMm (0] KOH(l)JII/IKTaX
6pOHI/IpOBaHI/IH C YKda3dHveM BpeMeHHu IiepecedyeHusa U
OpTraHnU3dTOpPd BCTPEYHOI'0O CO6I:>ITI/I$I;

BO3MOXXHOCTb He YBeJIOMJISITb Y4YaCTHUKOB O 100aBiieHUU
WM yaJleHUU pecypca U3 COOBITHS

3amauu

HOJI,I[EP)KI/IBHEMBIE BO3MOXXHOCTH.

TIOJ|JTep’KKa 3aj1ay;

BO3MOXHOCTb TIIPOCMATPUBATL 3d[dd4YU, OTMETUTL 3a[Ad4y
KdK BBITIOJTHEHHAS WMJIXM HEeBBIIIOJIHEHHA,

COPTHUPOBKA 3d4dd44 II0 IIpUOPUTETY, CPOKY, COCTOSHHIO,
aJ'ICl)EIBI/ITy, HWMEHHU dBTOpa4,

bubTpaIys 3a7a4 1o BpeMeHH! U CTaTycCy;
CO3/1aHMe U peJlaKTHPOBaHUe 33]1aY;

yCTaHOBKa  CpOKa,  IIPUOpUTeTa,  COCTOSIHMS,  MecTa
IIPOBeJIeHUs U OIIMCAHUSI 33/1a4H;

YCTaHOBKa BpeMeHH HAlIOMHWHdHHSA O 3da/1d4e;
BO3MOXXHOCTD ITPUJIOXKUTD K 3a/ia4de BJIOXKEHUS],;

nobaBiieHWe, 3arpy3ka K IIPOCMOTP BJIOXKEHWH K 3ajjade
B dailloBoM MeHemkepe TIpU HAJIWYUMA  HUHTerpalyu
¢ «MoitOduc YactHoe O6mako» U NpPUKpeIUIeHWe UX B BUJIE
yOJIMYHBIX BIIOXKeHUIH-CCBIJIOK;

IIpUKpeIieHne BiIoXKeHUs! K mucbMy u3 «MoitOduc YactHoe
O6mnako» B Bujsie Gasios;

CO3JJaHKe CITUCKOB 33/1aY;
BO3MOJKHOCTh yKa3aTh Ha3BaHUe U IIBeT CIIMCKA 3a/1aY;
IpejiocTaByIeHHe OOIIero AOCTYyIa K CIUCKY;

KonmpoBaHue B Oydep oOMeHa / BCTaBKa CIIMCKA aJ[pecoB

3JIEKTPOHHOM TIOYTHI KOJIJIET, KOTOPHIM TPeJIOCTaBjIeH OCTYII
K 3a7aue;

BO3MO>XHOCTb [TOMECTHUTD 33]/1a4y B CIIMCOK;

BKJIIOUEHHE M OTKJIIOYeHHe YBeJlOMJIeHHH 00 H3MeHeHU!
3a0a4u;

YCTaHOBKA HAIIOMHWHAHUA O 3d[d4e II0 SHQKTpOHHOﬁ I1o4rTe
C YKa3aHWeM Hd3BdHUs, OIIMCAHUA, [OaTbl OKOHY4dHMHI,
CTaTyCa U IIPpUOPUTETA,

YCTaHOBKA BCIUIBIBAIOIIMX YBEIOMJIEHHH O 3ajladaX C TeMOU
COOBITHS, CDOKOM BBITIOJTHEHUS M BO3MOXKHOCTSIMA OTMETUTD
3a/lady BBITTOJIHEHHOW, HATIOMHHUTH O 3ajade dYepe3 1 dac,




yTPOM WK Yepe3 24 Jaca;

BKJIFOUeHrMe U BbIKJIIOYEHHEe YB eJOMJIECHMM O 3aJavax
Ha pa6oqu CTOJ1e,

BO3MOKHOCTh OTIIMCATLCS OT YBEeJIOMJIEHUH JJIsl BCETO CITUCKA
3a0ad;

BO3MOKHOCTh OTMEHHUTDb OTEepaIlH0 CO3/IaHUs 3aJIa4u B OKHE
BCIUIBIBAOIIETO COOOIIeHNS;

BO3MOXKHOCTb PACKPBITh O0Jiee OJJTHOTO CITUCKA 3a/1a4d

ITouck

[TopepxuBaeMbie BO3MOXKHOCTH:

MIOUCK 3JIEKTPOHHBIX COODIIeHUH;

3a/laHue KpUTepUeB JJI PACLIMPEHHOI0 II0UCKA;
TIOUCK T10 KOPIIOPAaTUBHOM U JIMYHOM aJIpeCHOMN KHUTE;
IIOMCK I10 TPYIIIIaM PaCChUIKU;

nouck no nojsaMm Mmsa, @amunusi, Email, 'opoa, J[omkHOCTD,
Otnen u Kommanusi st JIMYHBIX Y KOPIIOPAaTUBHBIX
KOHTaKTOB;

MIOMCK TI0 COOBITHSIM B OCHOBHOM KajieHJape 10 Ha3BaHUIO
COOBITHS, OIIMCAHMIO, HA3BAHUIO W HAJIWYHIO BIIOXKEHHUH,
MeCTy COOBITHS, y4yacTHHKaM, ¢uaxky «lloBTopsTb», MO
JlaTaM HavaJla U 3aBepIlleHUs] COOBITUS;

MIOMCK TO COOBITHSIM: 10 Ha3BaHUIO, [0 OIMCAHHUIO, TIO
OpraHu3aTopy C 00o3HayeHHeM THuIa COObITHS (OJIMHOYHOE
WJIU TIOBTOPSIIOIIIeecs);

BO3MOXXHOCTb Ilepexojla K JeTajsiM U pefaKTUPOBaHUIO
COOBITHS U3 pe3ysIbTaTOB IIOMCKA;

pa3buBKa pe3yJIbTaTOB IIOMCKa II0 rofjlaM M BO3MOXHOCTb
CKPBITHS Pe3yJIbTaTOB 3a yCTapeBLINHI I1epro/;

HoJiZiep>KKa MMeHH U aBaTapa OpraHM3aTtopa CoOBITHS;
oToOpa’keHHe Ppe3yJIbTaTOB IIOWCKA KOHTAKTOB Cpasy AJjis

pasgesioB  «KoproparuBHbiey, — «JIuunbley,  «['pynmbi
pacchuIok» U « Mou rpymmby

ITeyaTs noKymeHTa

IleyaTn 3JIEKTPOHHOTI'O COO6H.[€HI/I$I

O0OMeH JOKyMeHTaMHU

HO)IIIQP)KI/IBaeMbIe BO3MO>XHOCTH.

oTobpakeHWe U TPeANPOCMOTP BIIOXKeHUH B ¢popmarax
XODT, XLSM, XODS, XODP, DOCM u PPTM;

IIpUKpeIlieHre BJIOXXeHHsd M3 MCXOJHOI'O IMKMCbMa IIpU OTBeTe
Ha ITMCBMO,

COXpdaHeHue BJIO’KEHHMM Ha YCTpOfICTBO II0JIb30BATeJIA

ITopnepxka omoBenieHuH

Ho;mepmnBaeMbIe BO3MO>XXHOCTH:

nojijiep>kka Opay3epHbIX YBeIOMJIeHUH;

yBelomiieHre O pe3yJibTaTe BBIIIOJIHEHHs OIllepallii OT3bIBd




IMCbMa;

yBeJIOMJIeHHe O MPUYMHE OTMEHBI COOBITHs, eciid OHa Oblia
yKa3aHa;

BCIUIbIBAIOIIME YBeJOMJIEHHUA O HOBBIX ITMCbMdAX;
yBeoMjieHrHe O HOBOM BJIO’KEHHH K CO6bITI/IIO;

yBeZIOMJIeHHWe O IIpOYTeHHMM IMCbMa, TpeOylollero Takoe
MOJITBEP>K/IeHUE;

HAaCTpPOMKAa  KOPHOpPATUBHBIX  IAOJIOHOB  yBeIOMJIEHHUN
OT PecypcoB;

MOJIZIep>KKa BCIUTBIBAIOIINX Opay3epHbIX YBeIOMIIEHHUH;

yBeJomMiieHnne (¢} HOBOM II1cbMme HIIn IMpUrjiallieHrur
Ha COOBITHE B BWJle  BCIUIbIBAIOIIEro  Opay3epHOro
YBEJIOMJIEHHS;

yBeZioMJIeHUs] 00 U3MeHeHUH IpaB oOIIero JocTymna K $anmy
WY TIaIKe;

yBeloMJieHUs 00 M3MeHeHHMM TIpaB oOIiero JocTyma
K 00I1IeMy CITUCKY 3aj1ay;

yBeJIOMJIEHUSI O CO3/[aHWHM, U3MEHEeHWUW W YJaJleHHuH 3a7ad
B ODOIIIUX CIIMCKaX 3aady;

yBeaomiieHue I1py IpeJoCTaBJIeHNU JOCTYIId K KaJIeH1dP1O;
yBeaomiienue 00 oTMeHe BCTpEeYH;
YyIipaBJieHe yBelOMJIeHUsIMHU 00 M3MeHeHuH COGLITHH;

yBeJIOMJIEHUSI O HeJIOCTyIHOCTU pecypca ¢ uHbopMaruer o
JlaTe, BpeMeHU U OpraHu3aTope BCTPEYHOT'0 COOBITHS;

yBeJloMJieHe 00 OTIpaBKe MUCbMA C HOBBIMU CBeJIeHUSMU
0 COOBITUY y4YaCTHHUKAM IIPH W3MEHEHWH JIaThl WK BpeMeHU
COOBITUS,

obsi3aTeNlbHOE yBelloMJleHHe 00 W3MeHeHUM COOBITUS Jis
BCeX BHENIHUX YYaCTHUKOB 3TOTO COOBITHS, €CJIM TaKue
UMPIOTCH,;

YCTAHOBKA J]aThl ¥ BpeMeHU HallOMUHAHHS O COOBITHH;
HOJIZIepKKa BCIUIbIBAIOIIMX Opay3epHbIX YBeIOMIIeHUH;

BO3MO>KHOCTb Bbl6paTb B[ HAIIOMHWHAHHA O COOBITHH:
BCILIBIBAroIiee 6pay3epHoe yBeaoMJieHre UIN IINCbMO;

OTIIpaBKa YBeIOMJIEHHM O BHECEHHBbIX U3MEeHeHHUsX B COOBbITHE
TOJILKO JIJI1 HOBBIX YYaCTHUKOB 3TOTO COOBITHS, eciu
M3MEHEeHHUsT 3aTPOHYJIM TOJIbKO TeMy, OITMCaHHWe, COCTaB
YYaCTHUKOB U peCcypCoB;

nepexong K HaCTpOfIKaM YBEI[OMJ'IEHI/Iﬁ W3 BLIIIad4IO0Iero
MeEeHIO BbI60pa THUIIA HAIIOMHMHAHHUA O CO6I:>ITI/II/I, ecjii
BCIUIbIBAalOIIe YBeOMJIeHHs BBIKJIIOYEeHbI;

oTrobpakeHHe aBaTapa pecypca B MOYTOBBIX YBEIOMIIEHHSIX;




yBeJOMJIEHU (¢} HEKOPPEeKTHO BBeJleHHbIX JaHHBIX
ITIOJIb30BaATeJId;

yBefiloMJleHMe 00  ycCIellHOM J00aBjlleHHHd  KOHTaKTa
B I'PYIIITy KOHTAKTOB;

yBeIOMJIeHMe O HeBO3MOXHOCTU IIpe/IoCTaBUTh OOIIWN
IOCTYIl K CIIMCKY 3ajiad il He3aperdCTpUpOBaHHBIX B
cucTeMe T10JIb30BaTeslel;

BO3MOXXHOCTb OTBETUTDb n OTBETUTD BCeM,
Ha’>XdB Hd COOTBETCTBYIOIIYIO KOMdHYy Ha YBEJOMJIEHWH;

yBeJIOMJIEHUS] O HaJIMYUU HECOXPAHEHHBIX JIAHHBIX TIPU KITUKe
BHe pabodeil 00JlaCTM WIA TIONBITKE 3aKPBITh BKIIAJIKY
Opay3epa mpu peJaKTUPOBAaHUM KapTOUYKH KOHTAKTA;

npeyTpeXx/ieHre O MpeBbIllIeHNUH JTUMUTA pa3Mepa BIIOXKeHHs
K COOBITHIO;

BO3MOXHOCTL OTJIO)KUTb HAIIOMHMHaHHME O IIpeacrosmeM
C06bITI/II/I, eCii K HOBOMY BpeMeHM HAIIOMHWHAHUA 3TO
cobObITHE elne He COCTOMTCH,

yBeaomiieHnue 00 OTCYTCTBHUU COeIHeHUs C CepBepoOM

Ilonnep:xuBaeMsle
KJIaBHaTypHBbIe
COYeTaHusl

HOHI{EP)KI/IBEIGMBIQ BO3MO>XHOCTH.

N — OTKpbITHE OKHA HOBOTO COOOIIEHHS WIIA COOBITHS;
O — oTKpBITHE OKHAa HOBOT'O COODIIIeHUsI B HOBOM BKJIQJIKE;
| — IpuKpenuTh BlIOXeHHe K COODIIeHUIO WK COOBITHIO;

CTRL (CMD) + ENTER — ornipaBka coob1iieHusi/coXxpaHeHre
COOBITUS,

R — otBeTuTH;

SHIFT + R — oTBeTUTL BCeM;

L — nepecnats;

S — cOXpaHUTb KaK YEPHOBHUK;

ESC — 3akpreITh IpOCMaTpriBaeMoe coobliieHre Uil COOBITHE;
M — oTMeTUTh KaK MPOYHUTAHHOE;

U — oTMeTUTh Kak He TPOYUTAHHOE;

J — OTMEeTUTh WK CHITh OTMETKY KaK CIaMm;

A — BLIIEJIUTEL COODIIIeHME,;

SHIFT + A - BbigenuTh BCe COOOIIeHWS WIA CHATH
BBIJEJICHUE;

P — pacnieuartaTh coobiienue;
BACKSPACE - nepemectuth B Kop3uny;
CTRL (CMD) + Z — oTMeHUTb TIOCJIe[IHee JeHCTBHUE;

CTRL (CMD) + Y — mnoBTOpuTh mOCJegHee OTMeHeHHOe
IelcTBue;

CTRL (CMD) + C — xonipoBaTh BbIIeJIeHHbIN TEKCT;




CTRL (CMD) + X — BbIpe3aTh BbIJIeJIEHHBIN TEKCT;
CTRL (CMD) + V — BcTaBUTb TEKCT B TOJIE;

CTRL (CMD) + B — ctunb Tekcra «KUpHBIIY;

CTRL (CMD) + I — cruns tekcra «Kypcusy;

CTRL (CMD) + U — ctunb Tekcta «[loguepkHyThII;
CTRL (CMD) + T — cTtumnb TekcTa « MOHOITMPUHHBINY;
DELETE — nepemectuts coobmenue B « Kop3uny»;
CTRL + A — BLIIeIuTh BCe MUCHMA B CIIUCKe IIHCeM;

CTRL + IIpo6en — BbIAEIUTH IUCbMO / CHSTH BbIJIeJIEHUE;

CTRL + crpeka BHM3 — TIlepeHTH K Cle[ylolleMy
COOOIIeHUS,;
CTRL + crpenka BBepx — TepedTH K MpeAblaylieMy
COOOILEHUIO;
CTRL + crpenka BOpaBO / BJIEeBO — TIepPexoll Mexmay
CTpPaHUIAMU;

CTRL + SHIFT + crpenka BiieBO — IepelTH K IepBOU
CTpaHulle

B IAIIKe;

CTRL + SHIFT + crpenka BIpaBO — MepedTH K TOCJIeTHeN
CTpaHHIle B TArlKe;

SHIFT + JIKM - BbigenuTbh BCe IIMChbMa OT BLIAEJIeHHOI'O
110 BBIOpAHHOTO HaXkaTUeM;

9yucaoBble KiaBumu 1, 2, 3, 4, 5 — NPUCBOWTH WM CHSTH
MeTKY ITMCbMa




A3bIkoBas MoaAAepXKKa

HonnepmnBaeMme BO3MO>XXHOCTH.

JIOKQJIU3allM  HMHTepderica TMpUIOXKeHUss Ha  PYCCKOM
Y QHIJIMMCKOM SI3bIKaXx

ABTopu3anus

HO)IHep)KI/IBHEMbIe BO3MO>XHOCTH:

aBTOpU3allvs y4eTHoU 3anuckio MonOduc;
aBTOpU3allvs y4eTHOM 3anuckio Mailion;

IIPOCMOTP MOAPOOHBIX COODIIIeHH 00 OIMMOKAaX aBTOPU3ALUU
B cucreMax Iloutra@Mail.Ru, $apekc.lloura m Gmail
B CITy4asiX, eCJi MapoJjib MPUJIOXKeHUsI He ObLT CreHepHpoBaH
WM CTeHepUpPOBAHHBIN Mapojib ObUT BBEIeH HEeBEpHO, a TakXKe
ecnu gocryn 1o IMAP He 611 pa3peltie;

aBTOpM3alys OMOMeTpHUYeCcKUM, rpapuuecKUM IapojieM WU
PIN-xomom;

BCTPOEHHBIM MexXaHM3M 3allUThl OT Iepebopa Mapois
poborom c Tectom nonaTBepxkaeHusi CAPTCHA (anri.
Completely Automated Public Turing test to tell Computers
and Humans Apart)

YueTHEBIC 3aIIMCH

[TopepxruBaeMble BO3MOXKHOCTH:

nojik/It0YeHue yueTHbix 3anucer no IMAP nnu SMTP;
MOJIKJTF0YeHHe yueTHBIX 3anuced Mail.ru, Yandex, Google;

II0OKAa3 KOJIMYeCTBa HeIPOYHUTAHHBLIX IIMCeM [JId Ka)ICJ;[OfI
YUYEeTHOU 3allUCH;

CcoOOIIleHrWe O TOM, YTO TOJKIIOYUTHCS K YYETHOM 3alucH
He yIaJloCh;

aBTOMaTU4ecKoe olpefielleHWe HACTPOeK II0YTOBOIO SIIHUKA
MIPY HOJKJIFOYEeHUU HOBOM YUYeTHOM 3allUCH;

ITOJJCKAa3KH K ITIOJIIM OKHa HaCTpOfIKH YHETHOfI 3dIIMCH,;

OTKPBbITHEe WHCTPYKIWW 10 TOJKIIIOYEHHUIO YYeTHBIX 3arucei
B cucreMax Iloura@Mail.Ru, dunekc.Iloura u Gmail nocsne
Hey/IaYHOW aBTOPH3alIUY;

aBTOMATUYECKUW BbIXOA u3 yuyeTHoW 3amucu «MonOduc
[Touray, ecmtm amMUHHUCTPATOP 3a0JIOKUPOBA TOJIb30BATEJIS,
cOpocHI WM W3MEHWI ero TIapojb, HWIM TI0JIb30BaTellb
M3MeHWI TapoJib B APYTOM KJIMEHTe;

aBTOMATUYeCKWW BBIXOA U3 YyuyeTHOW 3amucu Mailion,
ecid  aAMUHHUCTpATOp  3a0JIOKMpOBal  WIA  yHaauil
IOJIb30BATEJIS, WJIK COPOCHJI €0 TIapoJib;

[epeHalpaBjieHye II0jIb30BaTelld C OOHHUM  aKKayHTOM
Ha CTpaHully «BoWtn depe3», ¢ [ByMs — B [alKy
«Bxopsmuye» BTOpPOro akkayHTa, C TpeMs U 0ojlee — B CMapT-
nanky «Bxopsdmue» 1ocie aBTOMaTH4eCKOro BbIXOJA M3
Y4eTHOMU 3aI1cu




CnpaBka

HonnepmnBaeMme BO3MO>XXHOCTH.

® BO3MOXXHOCTb OTKPBITh BeO-BepCHIO CIIPaBKU O MPUJIOXKEHUHN

ObpaTHas cBSI3b

HO)I)Iep)KI/IBHEMI)Ie BO3MO>XXHOCTH.

® BO3MOXHOCTb OTIPaBUTh OOpaTHyIO CBSI3b C OKpaHa
HaCTPOMKH, JKpaHa aBTOPHM3allMM U Yepe3 HABUTAI[MOHHYIO
HaHeJIb IPUWIOXKeHHS;

® BO3MOXHOCTh IIPU OTIPaBKe OOPAaTHOW CBSI3U IHPUKPENUTH
K COOOIeHHIO OT4eT O paboTe NpUIOXeHUs, MHPOpMAIUIO
00 yCcTpo¥icTBe U J1t0ObIe IpyTue BIOXKeHUS;

® BO3MOXHOCTb BBIOpDAaTh ABTOPU30BAHHBIA B TMPUIOKEHUH
ajipec 3JIEKTPOHHOM MOYTHI, C KOTOPOro OyJeT OTIpaBjeHO
coob1rieHre ¢ 0OpaTHOM CBSI3bIO;

® BO3MOXHOCTb OTMPABUTh OOpATHYIO CBSI3b M3 CTOPOHHEro
MIOYTOBOTO KJIMEHTA, HCIOJIb3Ys COOTBETCTBYIOIIMMA ajpec
3JIEKTPOHHOM TIOYTHI WK MTPUJIOXKEeHHe

Pabora co cnuckamu
nmuceM

HOHIIQP)KI/IBBGMI)IE BO3MO>XXHOCTH.
® CHHXPOHHU3dllUs CIIMCKA IIMCeM;

e XpaHeHHWe paHee OTKPBITBIX B MOOWIBHOM IPUJIOXKEHUU
MIMCEeM B KaIIIe;

® IIPOCMOTP CITUCKA ITUCEM;
e 0OTOOpakeHHe OTIPABUTEJS, TeMbI, aThl ITMUCHMA;

® BO3MOXHOCTb OTMETHUTb IIMCbMO KaK BaXHOe U CHSTb
COOTBETCTBYIOIIYIO OTMETKY;

L4 BI)I60p HECKOJIbKMX IHCEeM M BBINOJIHEHWe C HUMU JerCTBUHU
OQHOBPEMEHHO,

e uHpopmanus 006 ydeTHOW 3amycH, KyJa IPHUIUIO IHCHMO,
npu pabote B namnke «Bcs rouray;

e uHpOpMHpOBaHMe  IOJIb30BaTelsl B  Cjly4ae  IOTepH
COeJIMHEeHUS C CeThi0 WJIM CepBepoM IpY OOHOBJIEHUM CITMCKA
MIMCEM WJTM OTKPBITUHU TTUCHMA;

e OTMeTKa JIJisl COODIIeHNH, Ha KOTOpbIe ObLT OTIIPABJIeH OTBET;
® OTMeTKa /i COODIIeHH, KOTOPbie ObIJTH TIepeciaHbl;

L4 OTO6pa)KEHI/Ie HelogaepXrBdeMbIX WM  ITOBPEXIEeHHbIX
ImMceM B KOHIIe CIIMCKa ITMCeM;

L4 OTO6pa>KeHI/Ie CIIMCKAa TOJIbKO HEIPOYWMTdHHbLIX IIMCEM
110 Ha’>KaTHWIO HAd UKOHKY «q)I/UIpr»

Pabora ¢ mankamMu H
daitnamu

HonnepmnBaeMble BO3MO>XXHOCTH.
® [IPOCMOTP CITHMCKaA IIAIIOK;

e CoO3JlaHMWe, yJaJleHWe U IlepedMMeHOBaHWe IalloK I1epBOro
ypoBHs CMapT—Tankuy;

e ckayuBaHHe ¢aiila B OOIIEOCTYNHYIO MaNKy «3arpy3Ku»




Ha YCTpPOMCTBe;
OoTOOpakeHWe YpOBHSI BJIOXKEHHOCTH IIallOK A0 TpPeTbero
YPOBHS;

ClleflyIollye olepanuyd Tpyd paboTe B OHJAMH U oduiaiiH
peXXuMax: MepeMecTUTh MUChbMO, YAJIUTh NMUChMO, OTMETHUTD
KaK Ba)KHOe, OTMETUTh KaK HENpPOYHUTAHHOe, CO3J[aTh MAIlKY,
yIIJIUTB TIAIKY, [IePeMMEeHOBaTh TaIlKY, IIOUCK;

BO3MOXXHOCTb  IlepeMelllaTh MKWCbMa MeXAy MalKaMu
«Bxopnsiuey, «OtnpaBieHHbiey, «YepHoBukn», «Kop3unHay,
«Cnam» ¥ TMYHBIMU TTAMTKAMU U3 OKHA TIPOCMOTpa MUChMa

Pabora c nucbMaMu

HOI[,I[ep)KI/IBHEMbIe BO3MO>XXHOCTH.

CO3JaHMe TEeKCTOBOT'O IIMChMa C TEMOX U TEKCTOM;
I[O6aBJ'IeHI/I€ K IIMCbMY BJIOJKEHMU U UX yAaaJleHue;

yKa3aHue T[ojydaresied, Tojy4yaTejied KOIHWKA U CKPBITOU
KOIIUY;

IIOMCK KOHTAKTOB I10 npoTtokoiy LDAP;

HaJIMuuve OHLII/Iﬁ OTBETUTH, OTBETUTHL BCeM, HepecnaTb
coo0I11IeHHe;

yaajieHre COObIeHuH;

aBTOMATUYeCKasi IOBTOpPHAs OTIpaBKa ITMCbMa, eCJId ero
He YIaJIoCh OTIIPAaBUTh C NEPBOTO Pa3a;

otobpakeHWe OTHpaBUTENIeH U ToJTydyaTesiei MHCeM B TIOJISIX
«Ot» u «Komy» aBaTapaMu, COCTOSITIIMMU U3 UX UHUIIAATIOB;
NoA/Iep>KKa (PYHKIIUU «I1epeciiaThy C BIOXKeHUSIMU;
COBeplIeHWe BCeX Olepaliid C [OUCbMaMH, OTKPBITBIMU
13 pe3yJIbTaTOB IIOMCKA Ha CepBepe;

aBTOMaTHWYecKasl 3aMeHa TOAMMCH B COOOITIEHHH TIPU BhIOOpe
NPYTOM YYETHOH 3aIMCH OTIPABUTEJIS;

aBTOMaTHYecKas afarnTamnus CONePXKUMOTO [chbMa
IIPU ero MacIITabMpOBaHKK TI0J] pa3Mep JKpaHa;
aBTOMAaTU4YeCKass TPOKPYTKa Tela  COOOINeHHs  TIpU
pacIvpeHUH 06J1aCTH BBIIEJIEHUS TEKCTa;

OoTOOpakeHHe COOTBETCTBYIOIIEH IMHUKTOIPAMMBI  BMECTO
TOBPEXXIIEHHOTO WM  HEe3arPY>KeHHOTO  M300paskeHust
B COOOIIIeHUY;

NOJIZIepKKa KOHTAKTOB U3 JINYHOW aIpeCHOW KHUTH CUCTEeMBbI
MoiitOduc ripu BBoJile ajipeca 371eKTPOHHOM M0YThI, UMeH!
nny haMWInK 1osib30oBaTeis B nose «Komy»;

OTO6pa>KeHI/Ie HNMeHHU U Cl)aMI/IJ'II/II/I oJib30BaTesid B noye «OT
KOroy,

MO/IJIep>kKKa KOPIOPATUBHBIX KOHTAKTOB cucTeMbl Mailion mo
nportokony LDAP;




MO/IJIeP)KKA afipecoB 3JIEKTPOHHOM IMOYTHI C KUPWLTMYeCKUMU
JIOMEeHHBIMHM UMeHaMU TIpU paboTe C MOYTOBBIM CepBEpPOM
Mailion;

BO3MOKHOCTh He COXPaHSTh 3aKPhIBAaeMbIl YePHOBUK
COOO0IIeHUS;

BCILTbIBAIOIIlee OKHO CO CBEJIeHUSIMH O BBIODAHHOM KOHTAKTe;

BO3MOXHOCTb HAITUCATh IMMHUCbMO IIPpOCMATPHUBAEMOMY
KOHTAKTY

ITonnepixka coObITHIE U
BCTpeyd

Ho;mepnanaeMbIe BO3MO>XXHOCTH:

MPpOCMOTP U J00aBjieHWe B OJWH U3 MOAKIIOYEHHBIX
KaJleHJlaped, BJIOXKEeHHBIX B COOOIlleHWe TpUTJalleHud Ha
cobertust B ¢popmare ICS ¢ momMomipio yCTaHOBJIEHHOTO HA
YCTPOMCTBe NMPUIOXKeHUs sl pabOThI C KaJleH1apsiMHy;

oToOpakeHWe B IIPUIJIALLIEHUSX HA COOBITHS MHGpOpPMAIUU:
MecCTO, J1aTa, IIOBTOPeHue, JOIOJIHUTeIbHAsI MHPOPMaIus;

BO3MOXXHOCTb OTBETUTD Ha IIpUIJIallIeHre Ha CO6I>ITI/Ie;
HWHJWKAIWA CTaTyCa OTBeTa Ha IIpUIJidllieHre Ha COGBITI/IQ;

CBefleHUsI O COOBITUH: MeCTO, KajleH/1apb, CBOMCTBA IIOBTOPA

ITouck

HOI[,I[ep)KI/IBaE‘MbIe BO3MO>XXHOCTH.

MIOMCK TI0 BCeM IallkaM B BbIOpPAHHOW Y4YeTHOM 3allvCH;

IIOWCK TI0 TIOJIHOW TeMe IMCbMa, YaCTUYHOM TeMe IIMCHMA,
TeJly IHCbMa, KJIIOYeBOMY CJIOBY, ajipecy OTIpaBUTeNs /
HoJIyJaresis;

MOMCK TI0 TMcbMaM, xpaHsimmcs Ha IMAP cepsepe, o Bcem
IIOJISIM U TeJly IIMCbMa

ITonnep:xka onoBeleHUH

HOI[,I[ep)KI/IBEIEMbIE BO3MOXXHOCTH.

yBeaomiienue 00 o1nbke IIpH OTIIpABKeE ITNCbMAd,
I'pyHnIIMpoOBKa YBe)IOMJ'IEHI/II;I O HOBBIX ITMCbMAX I10 dKKAYHTAM;

yBeaomiieHre O CTaTyCe OTBETAa Hd cobrITHE U IMpeJIo>KeHHbIX
Y4aCTHHKAX;

nofijiepkka push-yBemomsienuii Ha ycrporictBax Huawei;

BO3MOXXHOCTb OTKPbITb IMNCBMO 110 Ha>XaTHIO Ha
COOTBETCTBYIOIIlee yBeJOMJ/IeHHe O HOBOM ITMCbMe

ITonnep:xka xecToB

HOI[,I[ep)KI/IBHEMbIe BO3MO>XXHOCTH.

OOHOBJIEHHE CIIMCKA COOOIeHWHA B OTKPBITOM Talke C
MIOMOIIIBIO JKecTa OTTSTMBAHUSI BHU3 B CJIEAYIOIIMX Markax U
pasnenax:  Bxopsmme, OtMeueHHble, OTIpaBJieHHbIe,
YepuoBuku, Kopsuna, Cnam, HWcxopsmiye, a Takke
CO3JIaHHBIE I10JIb30BaTeJIeM ITallKH;

BO3MO>XXHOCTBb OTMETHUTDb IIMCbMd IIPOYNTAHHBIM NI
HeIIpO4YUTdHHbIM KE€CTOM CMdaXUBAHUS BIIPABO;




® JlepeMellieHune COOGH.[EHI/IH B TIIAIIKY «KOpSI/IHa» KeCToOM
CMaXWBaHMHS BJIEBO;

¢ pacmurpeHue obnactu BbIJleJIEHHUd  TEKCTa, IIPOJAO0JIKHWB
JIeMCTBHE JIOJITOTr0 HaXKaTHus B Telle COO6III€HPI$I;

® BO3MOXHOCTbHb HepeﬁTH K Ha4aJly CTpaHHUIIbI IIPpW IIOMOIIN
Ha>XdaTUs Ha CTPOKY COCTOSAHUSA YCTPOfICTBa*

® BO3BpPAT Ha IIpedblAYyINYyI0 CTpaHUIY IIPWIOXKEHUA XeCTOM
CMdXWBdHHS BIIPABO;

¢ OTKphITHE 141 3dKpbITHe ITaHeJIn HaBUIrallii - >XeCTOM
CMAdXHWBdHHS BIIPABO WUJIHK BJIEBO COOTBETCTBEHHO

* Tonwvko dnst ycmpoticm6 ¢ OC iOS.




