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B HacTos111eM foKyMeHTe UCTIOIb3yIOTCS Cllelytolire coKpaiieHus (cM. Tabmuity 1):

Tabmuma 1. CokpaiiieHust ¥ pacimdpoBKU

Coxpamnresue

Pacimdposka

oC

OmneparnuonHast cucrema

[1O Mo#Oduc

[Iporpammuoe obecrieuenne «MotOduc [Toutay
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1 OBIIME CBEJEHHA

1.1 CucremubIe TpeOGoOBaHHS

HacrosbHble NpUIoXKeHUs JIOCTYIHBI Ha ONepalMoOHHbIX cucTeMax Microsoft Windows,
Linux, macOS. [lonHblii nepeyeHb TpeboOBaHMM K MPOTPaMMHOMY U alapaTHOMY obecriedeHHIo

npuBejieH B fokyMeHTe «MorOduc IIpodpeccronanpueiii. CucTeMHbIe TPeOOBaHUS.

1.2 Orpanuyenus

[Tonnep>xuBaeMble sI3bIKU UHTEpdeiica:

— PYCCKUH;

— AHTJIUHCKUM;

— UCHAHCKUH;

— IIOPTYTaJIbCKUM,

— (paHIy3CKHUH.
[TopnepxuBaemble SI3BIKM BCTPOEHHOH CITPABKU:

— PyCCKui;

— QHTJIUHCKU.

© 00O «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024
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2IIOJA'OTOBKA K PABOTE

2.1 YcraHoBKa NPWIOKEHHS

VcranoBka npunoxenuss «MonOduc Ilouta» ocyiecTBiasiercs B COOTBETCTBUM C
NPOIIeCCOM  YCTAaHOBKW, ONHCAaHHBIM B pa3penax 2.2, 2.3, 2.4 pnokymenra «HacrompHOe

npusioxxenue MoiOdouc [Tourta. PykoBoicTBO 110 yCTaHOBKe.

[Tpunoxenue «MoOduc Iloura» nng OC Windows cudrtaeTcsi yCTaHOBJIEHHBIM, €CJIU B
pe3ysbTaTe HeWCTBUM, U3JI0KEHHBIX B pasjielie 2.2 yKa3aHHOTO JIOKyMeHTa, Ha paboyem crose

II0JIb30BaTejId 1 B rinaBHoM MeHio OC 0T06pa>1<aeTc;1 SIPJIBIK, HpeHCTaBHeHHbIﬁ Ha PI/ICYHKE 1.

Pl

MaoidOduac
Moura

E S BeeauTe 34eCh TEKCT ANA NOWCKa

Pucynok 1 - Apnbik «MoiOduc Ilouta» Ha pabodem crose OC Windows

[Tpunoxenue «MoiOduc Iloura» g OC Linux cuuTaeTcsi yCTaHOBJIEHHBIM, €CIIM B
pesyJbTare J1eWCTBUM, U3JI0KEHHBIX B pasjiesie 2.3 yKa3aHHOI'O JOKyMeHTa, B MeHIO IPUJIOXKeHU!

OC oTobpaxaeTcs pJbIK, MpeJCcTaBIeHHbIN Ha Pucynke 2.

@ Obpa3soeaHwne 5 Anu6om 3ameTok BasKet (Multi-Purpose Notepad)
|Dq}mc 4 | | 4 MoirOdac MoyTa (MovToBLIA KAMEHT)

@ CeTb [l PepakTop otopMAeHMA KOHTAKTOB ANA Ne4aTw
CucTeMa ! PenakTop othopMNEHMIA KOHTaKTOB
3aeeplleHne paboThl ® PepakTop otopMnedwa 3aronoskos KMail (Pepak...

! 3KcnopT AaHHLX PIM (CpeacTBo 3KCAOPTa OaHH...

]

Pucynok 2 — dpnbik «MoitOduc Ilourta» B meHto npunoxxenuit OC Linux
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ITpunoxenue «MonOduc Iloura» pms macOS cunTaeTcss yCTaHOBJIEHHBIM, €eCIU B
pe3ynbTaTe AEWCTBUM, U3MIOXKEHHBIX B paszielie 2.4 yKa3aHHOTO JIOKyMeHTa, Ha pabodyeM croie

oTobpakaeTcs SIpJIbIK, IIpe/icTaBjIeHHbIM Ha PucyHke 3.

o O ~ Mo#Ocdbuc Mouta

B0 00RO 2

Pucynok 3 — dpnbik «MoitOduc Iloura» Ha pabouem ctosne macOS

2.2 3anmyck IpHJIOKeHHUs

HJ’IH 3dIlyCKd HACTOJIbHOT'O ITPUIOYKEHU «MOfIOCl)PIC ITouTa» monb30BaTelb JOJDKeH UMeTb

y4eTHYO0 3anuch (akkayHT) « MoitOduc [Togray.

Yro6mw1 3antycTuTh nipusioxkenre « MorOduc [loura» crnenyer:

1. JIBaXKIbI MIEJTKHYTH JIEBOM KHOTIKOM MBIIIH TI0 SPJBIKY mpuiioskeHus «MonOduc [Toura»
Ha paboueMm crosie (OC Windows, macOS) wnu BeiOpaTh npuioxenue «MorOduc
[Toura» B Mento I[lyck OC Windows/ mento mnpunoxenuidr OC Linux/ Launchpad
macOS. Eciu fpaHHble TOYTOBOIO akKayHTa He OBbUIM COXpaHeHbI IPUJIOXKeHWeM

«MouOduc IToura», OTKpoeTCss OKHO BBOJIa JIOTHHA U TTapouis (CM. PUCyHOK 4).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'Wy, 2013-2024
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Th ™ CoagaTE 7] Anpeschan mwa Zagaad  [T] HaneHpaph MaTER BRCTpRST iieTp ¥4 CHIpOHIEUNA

BriGepuTe, YT HYHHO HACTPOWTE

=) MoROGN L Mot Nours - x
] Neyra

7 KaneHgape

2] Ampeckan miara
fea—

¥eawwre aaecrposieyie nouty Mo#Oduac

Mapam

[[] conpae noris AR Sygylie Bogon

Hdaleinn naponeT

Eaéitm MparmycTiT

&8 lotean
Pucynok 4 - Jluasnorosas mmaHesb BBOZA JIOTWHA U TTapOJIsl IIPY CTapTe MIPUIOXKeHUs
2. B okne BBOAA JIOTMHA U TTApOJIS:
— BBecru s1orvH ¥ naposs akkayHra «MonOduc Ilouray;

—Ilpu HeoOXomuMOCTH yCTaHOBUTH ¢rakok COXpaHHTH JIOTHH ISl OyXyImx

BXO0/10B;

— HaxxaTtp kHoniky BoiiTu. Eciu jjorun 1 naposb 6bU1M BBe/IeHbl BEPHO, OTKPOETCSI OKHO

npusioxxeHus: «MorOduc Iloura» (cMm. PrucyHok 5).
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d Exogaupae - MyDificebad

E Momyants

# % HENPOYHTEHHGIE ™ DNAr & KOHTAKT & MESTRH 0 BROseHH:

« @ MNoyra gnA.,.fice rus
1o | P @ Tema ASTOR
) Brogawywe (3)
NpWBeT o teshEiechwrmyoics n
L [Eche] You have been mentiene... @ Elenia Smirnowa
L [Eche)] You have besn mentions... @ Elena Smirnowa
L [Echa)] You have besn mentione... @ Elena Smirnaa
MHCEMO He BRIGpaHD

KMHKHUTE, 4TO6R OTEDLITE 87D B HOBOH BRAZEKE

BEIGEDTE NHCEAD, HTOSE MPCCMOTPETE Mo 308ck. MK fEamaL!

e

[&f Coanats 2 Agpecan mvra (2] 3Jagawn  [o) Kanewnaps MeTha v BoXTReE GHNETR

Hara t+

2207 2023, 1555

10.08.2022, 1212

150.08.2022, 12:12

159,08, 2022, 12:23

HempountanHu: 3

ColibTHR £ 0 X

253r LI =

& CHHXE

= 54 Hosee eobeirue

Beera: 17 [#) Mepanpanman

OETAGDE 2022 EH 43

CaroMA
SarTpa
Npancrorune {5 paei)

Figure 5 - Oxno npunoxenus: «MonOduc Iloutay

Eciu ObLIO0 BBHIIIOJIHEHO HECKOJILKO HeyJa4YHbIX IIOIIBITOK BBOJ4d JIOTMHA W IIApPOJid

(xoIMYeCcTBO TOMBITOK 3aJjaeTcss agMUHUCTpaTopoM cepBepa «MoiOduc Iloura»), cpaboraer

BCTPOEHHBIM B MpWIOXKeHHe MeXaHW3M 3alllThl OT Hojbopa Mnapojsi poboTOM U OTKPOETCS! TecT

noaTBepxxenus (cMm. PucyHok 6).
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"4 Bxog e MoiOduc — >

CNAWKOM MHOTO HEeY0AUHbIX NONBITOK BX04A.

MoaTeepoMTe, UTO Bbl HE poboT.

ObHoBHUTE M300paxeHne

BBEOMTE KOO C KA DTHHKM

PI/ICYHOK 6 - Ilarens c TecToM NoATBEepPXKAeHus

Heob6xomuMo BBecTH KOJI C KapTUHKM M HakaTb KHOMNKY IIpomomxurs. Eciu kom Obut
BBeJIeH BepHO, IlaHeJIb TeCTa 3aKpoeTcs, U OyAeT MpeoCTaB/ieHa BO3MOXHOCTb BBITIOJIHUTh HOBYIO

IIOIIBITKY BBO/IAd JIOTHHA W I1dPOJIA.
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3 OB30P UHTEP®ENCA ITPUJIOXKEHUS

3.1 I'naBHOe OKHO

OCHOBHOe OKHO TPUJIOXKEeHUSs! BBIIVISIAT CllelytoiuM obpasoM (cM. PucyHok 7).

MNaHene nanok KomaHaHoe MeHo  [aHenb MHCTpyMeHTOB Pabodas obnacts

_J Brogaupme - MyDfficehtail

== Bxdnaue # Hactpoiiku

53] Noayuute v W Cosgate {2] Anpecuan wmura 3agaum F_-'] Kanengaps ﬂ Merka v

57 BLICTPBIA dHALT| 73 CumxpoHmzayma O

. # ® HenpouwTanHelie M @nar & Howtakt @ Metka 0 Bnomenwa L ou
B Noura gan «..office.run

i Ale PO Tom AeTop fara | B
ks Bropaupme

"
. ’ (0] Undeliverad Mail Returned to Sender MAILER-DAEMON@smm-tachwrmymfice.ru .. 05.07.2022, 2225
YepHosriM (1)
Omnpaeneqtbie + . sassa @ EneHa CMupHoBa 05072022, 22:26
v
) Cham -
= Mail Delivery System <MAILER-DAEMON®@smtp-techwr.myoffice.ru> & S o« F OO W e
YoanéHheie
Tesa Undelivered Mail Returned to Sender 05.07.2022, 22:23
~ [ NoxansHee nankuw
Homy Mue fF

I ¥oanéHkeie

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 te one or more recipients. It's attached below.

| Henpousmamano0  Beero:i0 () Meponpuatan A

Crpoka cocTosHUS

Pucynok 7 - OcHOBHOe OKHO IIPUJIO>KeHUS

3.1.1 BapuaHThI pa30MBKH I'ITAaBHOT'0 OKHA

Cy1ecTByeT TpU BapraHTa pa3bHWBKH OCHOBHOTI'O OKHA TPHJIOXKEHUSI.

1. Kmaccuueckut Buia. B komanaHoMm MeHio BbeiOepuTe Bupx > Pa3ouBka okHa >

Knaccuuecknit Bup (cMm. PucyHok 8).

-l m-u-.-\.
_____ [ p—
[ape— [ B
i [ pm—
fu— 0
[o [= B
- . —
e sl P S
s
e

B S LA . A R L
e e e i i

[P —

10 0 1) D i iy P

Pucynok 8 - Kitaccuueckuii Buji pa30bMBKM OCHOBHOT'O OKHa
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2. Hlupokwuii Bua. B xomanmHom menio BbibepuTe Bup > Pa3ouBka oxkna > Ilupoxmii

Bup (cM. Pucynok 9).

[}
'Ol |

sTsdn dn dnndn 3 |

Pucynok 9 - [llupokwuii Bui pa3dUBKY OCHOBHOTO OKHA

3. Beprukanpubii Bun. B komangHom Menio Boibepure Bup > Pa3ouBka okHa >

Beprukanshusri Bup (cM. Pucynok 10).

b

B e ]
[SE i —
. W AT O st

rmret i b s s .

i e M
72 el 57 i Py e
(ST

[C ST TRES TR L
e

Cemrraa

e 15, R0 W B
ol A i

amran

Pucynok 10 - BepTrkanbHblii BUJ] pa30UBKM OCHOBHOT'O OKHA
3.1.2 YnpaBieHue oTo0pa:keHHeM MaHeJISIMU

Cy1ecTByeT BO3MOXHOCTb 0TOOpakeHUsI / CKPBITUSI CJIeAYIOIINX ITaHese:

1. Jlna ynpaBneHus: orobpakeHneM naHenu mnamnok (cM. PucyHok 11) Heobxomumo B

KOMaHJIHOM MeHI0 BbIOpaTh Bua > Pa3zonBka oxkHa > IlaHess mamok.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'Wy, 2013-2024 23



MounOdunc

4 Bxopawme - MolOgue MNoura

kA Brogsume

B Noayuwre ~ [&F Cosgams AnpecHan kHura (V] 3agaum

# & Henpg
Henp.. Beero B .
Ed Mouta gna alexa..yoffice-app.ru ilo0 R
& Bxopaume e
HepHOBHKK s
F=  OTNpaBNEHHBIE
.
J Cnam

L

| ¥YoanéHHee
B Test

w [ NMokaneHse Nnanku
1| YaanséHHee

Mexonawme

Pucynok 11 - [1anesns namnok

2. JIna ynpaBiieHuss orobpakeHHWeM WHCTPYMEHTOB IaHeny manok (cMm. Pucynok 12)

HeobX0IMMO B KOMaH/IHOM MeHIO BbibpaTh Bua > Pa3ouBka okHa > MHCTpyMeHTHI

IIaHEeJIN MaIIoOK.

Masn Henp.. Broero &
v [ Moura gna alexa..yoffice-app.ru
bd Bxogaume
HepHOBRMEM
OfNpasAeHHbE
Il Cnam

VaaneEHHBIE

b Test

v [ NoxansHbie Nankm
YaaneHHea

HowogAwme
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Pucynok 12 - IlaHens ”HCTPYMeHTOB IIaHeJIX [alloK

3. Jlns ympaBieHdss oToOpajkeHHMEM 00JIaCTH MpocMoTpa coobiieHuit (cMm. Pucynok 13)

HeoOXOIMMO B KOMAaHIHOM MeHIO BbiOpaTh Bup > Pa3zouBka oxHa > Oo6sactb

npocmoTtpa coobienuii (F8).

) Blns et - MiA0Mpane Mhereima - o ®
) .
[ BxcgauHe
B Noayuwme v @ Eoagars 5] Agpecwansemra [0 3agaue [5 Hanengaps Q Mierka ¥ " Becrpeid genetp Y5 Ceraponsmagan =
|
Mean Honp.. Geare B # @ Henpoanmamepe ™ Snar & Howmast & Memee 0 Bacoweisin
» [ MNesrn gnn alesa., yoffice-app.ne ile|(P|® Tewa AETOD Lara + =
-
i BEogAuwe ] Hanossianse o Lofumde Columue 1 ﬂl Sydem 1205202, 17-35
L] Hamari ks & o0 Gui ik Cobuimn L ﬁ Syl 12.05.2023, 1735 w0
> DB RN HHEE -
System <system@lime. myoffice-appru> o o o« 5 I:-':l fix]  sas
Cnam
Tevan Hanosmmuaemne o coleammm Coberne 1
¥oane e Heawy MHE
B Test
w B NowanbHede nanHe -
_“i Cabbitue 1
03 man 2022 BT J
WarpoHTIH: 58 Boro: M (1) Meponpranas A

[m

Pucynok 13 - O6macth mpocMoTpa CO0bIIeHUMA

3.2 KomaHngHoe MeHIo

ITo YMOJIYaHUIO KOMaHIHOE MEHIO He 0T06pa>KaeTc;[ B I'JIABHOM OKHe IIPUJIOKEHU.

YT0oOBI 0TOOPA3UTL/CKPHITH MaHeb MeHI0, HEOOXOAUMO BBITIOJIHUTD OJTHO U3 CJIeAYIOIIUX

IeVCTBUM:

— IIeJIKHYTh IIpaBOM KJIABUINIEM MBIIIM Ha IIaHeJM 3aKJIaJIoK U B KOHTEKCTHOM MEHIO
BbIOpaTh Quiakok Ilanesns MeHIo;

— eciu [laHeslb MHCTPYMEHTOB MOKa3aHA HA 3KpaHe, IIeJIKHYTh 10 Hel MPaBOM KIIaBHUIIIEH

MBIIIX U B KOHTeKCTHOM MeHIO ITIOCTABUTDb <1>na>1<01< ITanenn MEHIO0;

— ecnu IlaHens MHCTPYMEHTOB MOKa3aHa Ha 9KpadHe, HaXXdTb Had Heu KHOIIKY BbI30Ba MEHIO

— (menr0 MoiitO¢uc Ilouyra), B TOsABUBIIEMCS MeHIO BbIOpaTh Bug >

IToka3arTs/ckphITh > [IaHenbs MeHIO.

ITomumo 9TOro, eCcjIii KOMdHJHOe MeHIO YiXXe IIOKd3dHO Hd O3SKpdHe, [OJjid ero

0TOOpaXkeHUs1/CKPBITHUS CyliecTByeT MyHKT MeHio Bup > Iloka3aTs/CkpeiTh > IlaHens MeHI0.
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3.2.1 daiin

Mento Paiis cogep>XuT ciieAyiolirie KOMaH/Ibl:

1. Co3marp — 1pu BbIOOpe [TaHHOM KOMaH/bl OTKPBIBAeTCS MOAMEHIO CO CIeAYIOIIMMU

KOMaH/IaMHU:
e Coobmenne Ctrl+N/$Cmd+N — co3naTh coolIreHue;
e CoobnrTHe Ctrl+1/3Cmd+I — co3gats cobniTHe;
¢ 3amaua Ctl+D/$Cmd+D — co3naTs 3aauy;
¢ ITanky — co3maTh Nanky B COCTaBe BEIOpaHHOM MaTKy;
¢ BupryanbHyo manky — co3/laTb BUPTya/IbHYIO MATKYy;

L4 HaCTPOHTL MOI0 YI€THYI0 3dITUCh IIOYITHI — I[O6aBI/ITb YYeTHVIO 34IIMCh;

¢ JIpyrue yueTHbIe 3aIIUCH — 3aIlyCTUTh MacTep CO3/IaHHs JPYT'UX YUeTHBIX 3alHCel;
e Kanengaps — 3anycTUTh MacTep CO3[IaHUsI HOBOT'O KaJleHaaps;

e KoHTaKT afgpecHOl KHUI'M — CO37]aTh HOBBIM KOHTAKT.

2. OTKpBITL — IIpu BbIGOpe JIAHHOM KOMaH[bI OTKPpBIBAE€TCA IIOAMEHIO CO ClieJyHIMUMHU

KOMaHJaMH.

e OTKpBITH COXpaHeHHOe COOOIIeHHe — OTKPBITb COOOIleHHe, COXpaHeHHOe

JIOKAJIbHO WJIK Hd BHeEIITHEM HOCHTeJIe;

e Paiinpl KaJeHaaps — OTKPHITh $aibl KaleHJapsi, COXpaHeHHbIe JIOKaJIbHO WIXA Ha

BHeIlTHeM HOCHTeJIe.

3. 3akpeiTh Ctrl+W/$Cmd+W — 3aKpbITh NpUIOXKeHHe 6e3 BhIX0/la U3 YUYeTHOM 3aIHCH.
4. Coxpauutb Ctrl+Shift+S/{ Shift+$Cmd+S — coxpaHuThs BEIOpaHHOE COO0IIeHue.

5. CoxpaHHUTH M 3aKPBITh — COXPAaHUTh U 3aKPBITh BEIOPAaHHOE CO0bIIeHue.

6. CoxpaHuThb KaK — COXPaHUTh BbIOpaHHOe COOOIIeHHe JIOKAJbHO WIM Ha BHEITHUH

HOCHUTeJIb Kak bailyl Wi 11abJioH.

7. Ilony4uTh HOBBIE COOOIIEHUS IJISl... — 3aTPy3UTh HOBble BXOIIINe COODIeHUs IS

BCeX y4YeTHBbIX 3aIrcem, TeKYHIEI;'I yquHOﬁ 3aIKMCH WM Nanky JIokaabHEIe.

8. OTIIpaBI/ITb HeOTIIpAaBJICHHbIE COOﬁIIIEHI/Iﬂ - OTIIPAaBUTb HeOTIIpaBJIEHHbIE

COo00IIeHN .
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9. Ilopanucka... — HACTPOUTL IldpaMeTphbl IIOAIKMCKHW Hd BbI6paHHbIe ITaITKH YKa3aHHOﬁ

Y4YeTHOM 3aIlvCH.

10. Ypanuts — ynanuTh manky / coobieHue / coObITHe / 3ajiady B 3aBUCUMOCTHA OT

TeKyIlleil aKTUBHOM ITaHeJI!.

11. IlepemenoBaTh nanky F2 — neperMeHOBaTh BHIOPAaHHYIO MAIKY .

12. CaxaTh mamkM — CXXaTh CO/IepXKUMOe BCeX IaroK y4eTHOU 3alHCH.
13. OuncTuTh NANKy « Y JaJIeHHbIe» — OUYUCTUTD MANKYy « Y JaJIeHHbIe).

14. ABTOoHOMHasi pa0oTa — BK/IIOYUTDH/BBHIKIIIOUYATH ABTOHOMHBIA PEXUM U HACTPOUTh

rlapaMeTpbl PabOThI B aBTOHOMHOM PeKUMe.
e PaGoraTrhs aBTOHOMHO — BK/IIOUeHHE/BBIKITIOUeHHe aBTOHOMHOTO PeskrMa paboTh;
¢ 3arpy3uTh/CHHXPOHU3HPOBATH Ceiyac — CHHXPOHU3AIUS COOOIIeHNUH;
e ITapameTpbI aBTOHOMHOI PadOTHI — HACTPOUKHA aBTOHOMHOM pabOTHI;
¢ ITonyunTh COO0IIEHNS CO 3Be3I0UKOH — TIOTyYUTh IIOMeYeHHbIe COOOIIeHUS;

° HOJIy‘-II/ITb BblJIeJICHHBIE — II0JIYYUTDh BbIJIeJIeHHbIe COO6H_IeHI/IH.

15. Ileuats Ctrl+P/s6Cmd+P — HacTpouTh NapameTphl Ile4aTy U pacliedaTaTb BbIOpaHHOE

coo01eHue.

16. BoIxop — BBIWTH U3 TIPUJIOXKEHUSI.

3.2.2 IIpaBka

Mesnro IIpaBKa COIEp>XUT ClleIyIole KOMaHIbl:

1. OrMmenurs Ctrl+Z/32Cmd+Z — oTMeHUTE IIOCJIeIHee BLIIIOIHeHHOe NefiCTBUe.

N

IToBTOpuTH Ctrl+Y/%Cmd+Y — noBTOpPUTH MOCIIe[IHEe OTMeHeHHOe JeHCTBHe.

“w

Bripesars Ctrl+X/$#Cmd+X — nmomecTuTh BbiJleJieHHbIN ¢dparmeHT B Oydep obMeHa ¢

ero u3bATHeM M3 TeKCTa.

4. KomupoBath Ctrl+C/%Cmd+C — moMecTuTh BbIJIeIeHHbIN ¢parMeHT B 6ydep o6MeHa

0e3 ero U3bATHS U3 TEKCTa.

5. BcraButs Ctrl+V/2Cmd+V — BcTaBuTh comepxumoe O0ydepa obMeHa B yKazaHHOe

KypCOPOM MECTO.
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6. Ymamuts Del — yaganuth nanky / coobiieHue / cobbiThe / 3alauy B 3aBUCUMOCTH OT

TeKyIled aKTUBHOU ITaHeJIN.
7. BeIgeauTh — BBIIEIUTH COODIIeHU.
¢ Bce cooomennsa Ctrl+A/Cmd+A — BbIIenuTh BCe COODIeHUd B MallKe;

e Oocyxnenue Ctrl+Shift+A/{ Shift+:$Cmd+A — BbiieuTh 06CyXIeHue;

o OTMeUYeHHEBIe 3Be3M0YKO0N COOﬁHIEHI/IH — BBIJI€JIMTh OTMe4YeHHbIe COO6H_[eHI/I$[.

8. Haiitu — HallTu ykKa3aHHble pparMeHThl B COODOIIEHHSX, COOOINEeHUs IeJIMKOM WK

azpeca.
e Haiitu B 3TOoM coodmenun Ctrl+F/$2Cmd+F — riouck B BbIIeJIeHHOM COOOIIeHUN;
¢ Haiitu eme pa3 Ctrl+G/3Cmd+G — noBTOPHBIN MTOUCK;
e ITouck coobmenunii Ctrl+Shift+F/{ Shift+2Cmd+F — oTKpbITh [uanor mnowucka
COOOIIeHNI;
e I';100anBHBII OUCK — OTKPBITD JHAJIOT TJI00AIBHOTO ITOKCKa;
e ITouck agpecoB — paciiMpeHHbIN peXXUM TIOUCKA B aJ[peCHOM KHUTe.

9. I/Iaﬁpa}maﬂ mamnKa — BK/IIOYHUTH/OTKIIIOYUTD OTMETKY BbI6paHHOﬁ I[IaIIKK KdK

M30paHHOM.
10. CBojicTBa mankH — HACTPOMUTH [TapaMeTphbl BBIOPaHHOM IMAIKU.

11. CBoiicTBa KajieHAApA — HACTPOUTD [TApaMeTphbl BLIOPAaHHOTO KaJjleHJapsl.
3.2.3 Bupg

Mento Bup conepxut ciefiyroriyie KOMaH bl
1. IToka3aTh/CKpPBITh — HAaCTPOUThH COCTAB IaHeseH, OToOpakaeMbIX B TJIABHOM OKHe
TIPUIOKEHHUSI.

2. Pa3douBKa OKHaA — KOMaHja IIpe/lHa3HA4YeHa /i BbIOOpa BUJla OKHA, a TaKXe IS
BKJTIOYEHUSI/OTKITIOUeHUs] 0TOOpaXkeHusl TTaHeJIu MallokK, MHCTPYMEHTOB TaHeJIu MaloK U

06J1acTH TpoCMOTpPa COOOIIIeHUH.

3. Ilanku — BbIOpaTh THN MAIOK, KOTOphIe ciieflyeT 0ToOpaXkaTh HA MaHeJId HaBUTaI[UH 110

IIaIIKaM.

4. 3HAYKH — HaCTPOUWTL B 3HAYKOB (KOMHaKTHbIe, 06bI‘leIe, CBepHYTbIe).
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5. MeponpusTHsa — HAaCTPOUTH [TapaMeTphbl 0TOOPa’KeHUsT MepPOIIPUSITUM.
6. KaneHgappb — HACTpPOUTb ITapaMeTpbl 0TOOpaXkeHUs KajeH1apsl.
7. 3aga4m — HACTPOUTh [TapaMeTpbl 0TOOpaXkeHHsl 3ajay.

8. CopTHpOBKA — HAaCTPOUTb COPTHUPOBKY COOOIIEHHI 10 CJIeAYIOUIUM IpHU3HaKaM: II0
KpUTepHIo, 10 BO3pacTaHUIO/yObIBAHUIO U 10 0b6CyXeHHsM/He 10 obcyxaeHusMm. C
IIOMOIIIBI0 JAHHOM KOMaH/bl MOXXHO TaKKe BKJIIOYMTH/OTKIIIOYUTh TPYNIIHAPOBKY

COO0DIIIeHrI TI0 MeTOJly COPTUPOBKH.

9. OGCYDKHEHI/IH — HACTPOUTHL IIdpdMeTPhI O6CY)KH€HHﬁ (BSHI/IMOCBSIBBHHBIX meriouex

COODIIIeHHUH).
10. 3aro10BKH — HACTPOUTH OTOOPaKeHHe 3ar0JI0BKOB.
11. Teso coobuIeHns B BUe — HACTPOUTH OTOOpakeHUe Tejla COOBITeHMS.

12. Iloka3pIBaTh BJIOKEHHS B Tejie COOOIIeHHS — BKIIIOUWTHL/OTKIIIOUHUTL OTOOpakeHue

BJIOXKEeHUs1 B TeJle COOOIIeHusI.
13. Macmrab — HaCTpOUTb [TapaMeTpbl MaciITaba.
14. UcnipaBUTH KOJHPOBKY TEKCTa — BHIOPATh THUIT KOAUPOBKU TEKCTA.

15. Acxognsiii Tekct Ctrl+U/e2Cmd+U — OTKpPBITh UICXOAHBIN KOJ| B OT/IEJIBHOM OKHe.

3.2.4 Ilepexon

Mesnro Ilepexon coiep kUt ciieiyrolyie KOMaH b

1. Cunenmyromee — repelTH K CeAyIOIIeMy COODIIeHUI0, 00CyXIeHUI0, Hefiesie KajeHaaps.
2. Ilpenwigyiee — eperTH K TPeIbITyIeMy COOOIIEeHHI0, Hejlelie KaJeH1aps.

3. BHEPEI[, Haszan — xoMaHbl IpeaAHa3Ha4eHbl OJid I10CJIeN0BATeJIbHOI'O AOBWXXEHHUA I10

YCTaHOBJIEHHBIM BPEMEHHBIM OTpe3KaM KajleHJapsl.
4. Ceromusa Alt+End/~\-Option+End — BeIOpaTh Ha CceTKe KaJieH/1apsi CErOTHSIIIHUH JIeHb.

5. ITanmka — nepelTy K BLIOpAHHOM TariKe.

6. HEHaBHO 3aKPbIThIC BKJIAAKHU — OTKPBIThL HeIdABHO 3dKPLITbI€ BKIIAJIKHU.

3.2.5 CoobOuienue

Mento Cool1ureHue CoIepXUT CaeayroIe KOMaH/Ib:
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[S—

Cosgarp Ctrl+N/$2Cmd+N — co3maTh coobIlieHue.
2. OtBetuTtsh Ctrl+R/$3Cmd+R — oTBeTUTH OTIIPAaBUTENTIO COOOITEHUS.

3.  OtBerurp Bcem Ctrl+Shift+R/{ Shift+$Cmd+R — OTBeTUTb OTIPaBUTEITIO

COOOIIeHHs U BCeM ajipecaTaM JaHHOTO COOOIIeHHsI, BKJIIOYas aJIpecaToB B KOITHH.

4, OrtBerutb B pacchuiky Ctrl+Shift+L/ Shift+3Cmd+L — oTBeTUTh Ha NHMCHMO,
MIOJTy9eHHOe W3 TPYIIIbI PACCHUTKH.

5. Ilepecnars Ctrl+L/$¢Cmd+L — nepecnaTh BbIOpaHHOE cOOOIIEHHE.

6. IlepeciaTh Kak — mepeciiaTb BIOpaHHOe COOOIeHHe KaK 4acTh COOOIIeHUs] WM Kak

BJIO)KEHHE K HOBOMY COOOIIeHHIO.
7. IlepeHanpaBHUTB — IlepeHANPaBUTh BIOpAaHHOE COOOIIeHue.

8. PemakTupoBaTh Kak HoOBoe coobmenue Ctrl+E/$¢Cmd+E - penaktupoBaTh

coobIleHre Kak HOBOe.
9. OtkpeiTh Ctrl+0/%Cmd+0O — oTKpBITH BEIOpaHHOE COOOIIeHNe B OT/IeJIbHOW BKJIAJIKe.
10. OtkpeiTh B pasroBope Ctrl+Shift+O/{ Shift+$Cmd+O — OTKpBITL B OTHEIHHOU
BKJIAJIKe TIOJIHYIO IIeMI0YKY MMHUCeM, COJIepKalllylo BBIOpaHHOe COobIeHue.

11. BioxeHnust — KOMaH/la aKTHWBHA, eCJId K BbIOpAaHHOMY NHCbMY IPUKpeIieHbl KaKue-
mubo darnbl (Binoxxenust). I[Ipu BbiOOpe KOMaHJbI OTKPBIBAETCS IMOAMEHIO, KOTOpOe

COOEPKUT CIIMCOK 3TUX BJIOKEHWU YU KOMAaHIbI JJIs YIIpaBJIeHH:
° OTKPI:ITB BCe — OTKPLITb BCe BJIOXKEeHHH,

° Coxpa}me BCe — COXPAHUTDH BCe BJIOKEHUS B JIOKAJIbHYIO IIAIIKy WJIIK Hd ChEMHBIN

HOCHTeJIb;
¢ YnanuTh Bce — yAAIUTh BCe BIIOXKeHUSs, IPUKPeIlIeHHble K TUCbMY .
12. IIpucBONTH MeTKY — yCTAaHOBUTb MeTKY JIJIs1 BBIOpAaHHOI'O IIMChbMa.
13. OTMeTUTH — IPHUCBOUTH OTKPBITOMY IIMCbMY BbIOpaHHBIN CTATYC.
14. ApxuBupoBaTh A — lepeMecTUTh BIOpaHHOE COOOIIeHre B apXUB.
15. IlepemecTHTD B IAIIKY — [IepeMeCTUTh COOOIIeHHe B BBIOpaHHYIO MallKy.
16. KonupoBaTh B anky — KONMPOBaTh COODIIIeHNe B BEIOPAHHYIO MAIIKY.

17. IloBroputs mnepemernenue Ctrl+Shift+M/{ Shift+$£Cmd+M - nepemectuthb

COO6H.[€HI/I€ ITOBTOPHO.
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18. Co3gaTh GUABLTP — HACTPOUTH PUIILTPALIUIO TTUCEM.

19. IlpomycTuts obcyxpaenue K — mpucBouts coobiienuio otMetky IIpomycTurs.

20. IIpomyctuth BeTky obcyxmenusi Shift+K/{Shift+K - mnpucBouts otmerky
IIpomycTuTsh BCeil BeTke, KOTOPOU MPUHA/IJIEXKUT BHIOpaHHOE COOOITIeHHe.

21. OtcnexuBaTth oOcyxpaeHue W — npucBouTh OTMeTKy OTciaexuBaTh IeloukKe,

KOTOPOM MPUHA/IJIEXXUT BEIOPAaHHOE COO0DIIeHue.
3.2.6 CoObITHA M 3amauu

Mento CoOBITHS U 3aJa4U COJIEPXKUT CJIeIYIOIIe KOMaHIbI:

1. HoBoe codnrTue Ctrl+1/$Cmd+I — co3maTts cobbITHe.

2. HoBas 3apaua Ctrl+D/3sCmd+D — co3naTh 3amauy.

3. Kanengaps Ctrl+Shift+C/{ Shift+32Cmd+C — oTKpbITH KajlleHIaph.

4. 3amauu Ctrl+Shift+D/ 7 Shift+3Cmd+D — oTKpsITE TaHeJb 3a1a4.

5. OKCHopT KayleHAapsi — JKCIOPTUPOBATh KaJleH/Japh B yCTAHOBJIEHHOM ¢opmare Ha

JIOKAJIbHBIA WJIM BHEIITHUA HOCUTEJIb.

6. I/IMIIOpT — HUMIIOPTUPOBATH KdJIeHAdpPb B YCTAHOBJIEHHOM c])opMaTe C JIOKAJIbBHOI'O HJIH

BHEIITHero HOCHTeI.
7. Ilyonukanms — onyG/IMKOBaTh BLIOPAHHBINM KajleHjapb.

8. OTnucarbcs oT BbIGpaHHOI‘O KaJIeHMapda — YAdJIUTb U3 CIIMCKAa KaJIeH[ldPb, IIOAIIKMCKA

Ha KOTOpBIY 0popMIIeHa I0JIb30BaTesIeM.
9. OTMeTHTH BBIIIOJIHEHHBIE — IOMETUTh BEIOPAHHBIE 33]]Ja4X KaK BBITOJIHEHHBIE.
10. IIpuopureT — yKa3aTb IPUOPUTET 33/1a4H.
11. OTyoxkuTH 3aa4y — HACTPOUTD ITapaMeTphl OTJIOXKEHHOM 3a/JauH.

12. HaiiTi coOBITHA — OTOOPA3UTL/CKPBITh MTaHe b ITIOMCKA COOBITHH.

3.2.7 UHCTpyMeHTBI

Mento UHCTpYMeHTBI COJIEPXKUT ClleTytolIe KOMaH/IbL:

1. Agpecnas xkaura Ctrl+Shift+B/{ Shift+3Cmd+B — oTKpBITb aipeCcHYIO KHUTY.
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AR

Coxpanennbie ¢arinbl Ctrl+J/2Cmd+J — OTKpPHITH CIHCOK BCeX COXpaHEHHBIX

ariyioB B HOBOM BKJIAJIKe.

HOIIOJIHEHI/IH H TeMBbI — OTKPBLIThb BKVIAJIKY YITPDABJIeHHW JOIIOJTHEeHHUIMMU.

ducnerdep padoThI — 3aITyCTUTh IUCIIeTYep PabOTHI.
PunbTPHI COOOIEHUH — CO3/1aTh, HACTPOUTh W YIAIUTh GUIBTPEI COOOIIeHHI.

IIpuMenuTs (QUABTPHI K HamKe — IPUMEHUTh AKTUBHBIM Habop UIBTPOB K

BbIOpaHHOM MaIKe.

IIpuMeHUTH QUIBTPHI K COOOIIEHUIO/BBIICIEHHBIM COOOIIEHHSIM — TPHUMEHUTHb

aKTHBHBIM HAOOp GUIIBTPOB K TEKYII[eMY WMJIU BHIOPAaHHBIM COOOIIEHUSIM.

3anycTUTH B anke aHTH-CIaM GUILTPHI — 3aITyCTUTh aHTU-CIIaM QUITBTPHI.

YJIaJII/ITB COOGIJ.(EHI/IH IIOMe4YeHHbIe KaK CIIaM — YJIdJIUTb COO6HI€HPIH, OTMeYeHHbIe

KdK CIIdM.

10. Menemxep kmroueii OpenPGP — OTKpBITH TMAJIOTOBOE OKHO CO CIIMCKOM KIIFOYer

OpenPGP.

11. MHCTpYMeHTHI pa3paboTyHKa — OTKPHITh ITaHeIb pa3paboTyrKa WK MTaHeJlb OMINOOK.

12. Crepers HemaBHI0I0 mcropuio Ctrl+Shift+Del/{ Shift+$Cmd+DEL - ynamuth

>KypHaJIa MoCelleHr , Kelll, KyKU 32 BbIOpaHHBIM [TepUoI.

13. Hacrpoiiku cuaxponmsamun (MoiiO¢uc Iloura) — 3anyCTHUTh CHHXPOHH3AIMIO

dKKAaYHTOB.

14. IIapamMeTpsI y4eTHO# 3alIUCH — HACTPOUTD IlapaMeTphbl aKTUBHOM YYeTHOM 3aIiCH.

15. HacTpoMKH — OTKPHITh HACTPOUKHU MTPUIIOKEHUSI.

3.2.8 CnpaBka

Mento CripaBKa COJIepXXUT CllelyIolle KOMaH/bl:

L.

2.

3.

CnpaBka o MoiiO¢uc Iloura (F1 / ¥Cmd+/) — OTKpHITb B OT/AEIbHOW BKJIAZIKE

PykoBojnctso ITonb3oBarens.

Nudopmanusa mia peleHusi mpobjieM — OTKPBITh CTPaHUIy C TeXHUYeCKOH

vHbOpMaIien o MPUWIOXKeHUH JIJisl pellleHrs BO3MOXKHBIX ITPOOJIeM.

O nporpamMme — OTKPBITh OKHO C OCHOBHOM MHbOpMaIirei 0 MPUI0XKeHUH.
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3.3 IlaHes1b HHCTPYMEHTOB

YTo0kI OTO6pa3I/ITb/CKprTb MIaHeJIb HWHCTPYMEHTOB, BBIIIOJIHUTE OHOHO U3 CIedYyIoInuX

INeVCTBUM:

—ecii  KOMaHJIHOe MeHI0 oOToOpakeHo, Bbibepure B HeM ¢naxkok Bumg >

IToxazaTn/ CKPBITH > Ilanenn HWHCTPYMEHTOB IIOYTHI;

— IIeJIKHHUTe npaBoﬁ KJIaBUIIIEM MBI B MaHEJIW 3aKJIaJloKk U B KOHTEKCTHOM MEHIO

BbibepuTe ¢uiakok IlaHesb HHCTPYMEHTOB IOYTHI;

— eCJI1 [IaHeJIb MHCTPYMEHTOB IIO0Kd3dHd Hd 3KpadHe, IIeJIKHUTE II0 Hen HpaBOﬁ KJIaBUILIEH

MBIIIIM ¥ B KOHTEKCTHOM MeHI0 BeiOepuTe ¢iaxkok IIaHe b HHCTPYMEHTOB IOYTHI;

— eCJI1 [IdHeJIb UTHCTPYMEeHTOB I[10Kd3dHd Hd 3KpPdHE, Ha’>KMHUTE KHOIIKY BbI30Bd MEHIO —

(menio MoitO¢uc Iloura), B nosiBuBIIemMcs: MeHIO Bbibeprute Bup > Iloka3aTh/CKpBITH

> Ilanenn HWHCTPYMEHTOB IIOYTHI.
ITanens HWHCTPYMEHTOB I'NIaBHOI'O OKHA IIPUJIOKEeHUS COOEPXKUT CleAYIoIIe KHOIIKH:

1. IomyunTh — 3arpy3uTh BXOAsIIMe COOOIIeHUs] /Jis OCHOBHOW YYeTHOM 3allrcu
nosib3oBatessl. YToObl 3arpy3uTh BXOJSIIKMe COOOIEHUs [Jis APYrod Y4eTHOM 3alucH,
HaXXMHTe Ha CTPeJIKy clipaBa OT KHOIKY IlosryanTsh U B BhINIaJjaloleM CIIMCKe BbloepuTe
TpeOyeMyl0 y4YeTHYIO 3anuchb. UTOObI 3arpy3uTb BXOJIsIllMe COOOIIeHusl [Jisi BCexX
yUeTHBIX 3alKCell MOJIb30BaTelIs, HAKMUTe Ha CTPeJIKy cripaBa oT KHonku IloayuuTs v
BHITIOJTHUTe koMaHAy Bce HoBbIe coobmenus. [Ipy HaBefeHWM Kypcopa MBIIIA Ha
KHOIIKY BO3HUKAaeT BCILIbIBaroIas rmojickaska «IlomyuuTs HOBbIe coobrmenus st UM

YUYETHOMU 3AITMCH]».

2. COBHRTI) — CO3aTb HOBOe COO6!!!€HI/Ie. HpI/I HaBeleHWHW KypCOpPad MbIIIKM Hd KHOIIKY

BO3HUKAaeT BCIUILIBAIOIIAY noacka3ka «Co3naTh coodienmuey.

3. AIIPECHBH KHHI'd — OTKPBITb dJIpeCHYIO KHUIY. HpI/I HaBeleHWHW KypCOpa MbIIIX Ha

KHOIIKY BO3HHKAET BCIUIbIBAIOIIAA ITOACKA3Ka «OTKprTb dJIpECHYIO KHUT'Y».

4. 3amauM — OTKPBITH BKJIAJKY 3a7ad. [Ipy HaBeJeHWMM Kypcopa MBIIHM HAa KHOIKY

BO3HHKAaeT BCILUIbIBAIOIIAA ITOJCKa3Ka «OTKprTb 3aa4mn».

5. KaJIEHI[apI) — OTKpPLITH KdJIEHdPb. HpI/I HaBeleHHMHW KypCOpd MbIIIK Hd KHOIIKY

BO3HHKAeT BCILUIbIBAIOIIIAS ITOJCKAa3Ka ((OTKprTb KaJIeHapb».

© 00O «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024



MounOdunc

6. MeTka — OTKpBITH CIIMCOK KOMaHJ /I YIIpaBlleHHWs MeTKaMu coobmieHui. Ilpu
HaBeJleHWM Kypcopa MbIIIM HAa KHONKY BO3HMKaeT BCIUIbIBAIOIIAs I10/ICKa3Ka

«IIpucBoUTH COOOIIEHUIO METKY».

7. BpICTpPBIN QUIBTP — 0TOOPA3UTh/CKPBITH NaHesb ObicTporo ¢unbrpa. Ilpy HaBepeHUn

KypCOpa MBIIIIKM Ha KHOIIKY BO3HHMKAET BCIUIbIBAIOIIAA I10JCKd3Ka «dDmlepauI/m

COOOIIIeHUNY.

8. CHHXpoHHM3anMsl — OTKDBITb OKHO CHHXDOHM3AallMM akkayHTOB. lIpy HaBeneHuu
Kypcopa MBIIIIM Ha KHOIIKY BO3HMKaeT BCIUIbIBaIOIIas MojcKa3Ka « OTKPhITb HACTPOMKHU

CUHXPOHU3ALUKND).

9. — (OtkpeiTh MeH0 MoiiO¢uc Iloura) — oTKpBITH MeHIO NpuiiokeHUs: «MonOduc
[Touray. [lpm HaBegeHMM Kypcopa MBIIIM Ha KHOIKY BO3HMKAeT BCIUIBIBAIOIIAS

nosickaska « OTKpbeITh MeHI0 MonOduc MNoytay.

Kpome Toro, Ha naHenu KHCTPYMEHTOB pacIojoXKeHa CTpoKa [7100aJbHOro OMCKA ITUCeM.

3.4 Ilanesp mamokx

Ha manesnu mamok 1o yMoirdaHuio 0To6pakatoTcsl Ciieyroliye ManKu:
1. Ilanka «HanMmeHOBaHMe yueTHOM 3alUCH» COLEPXKUT CllefyIollre BIoXKeHHble MalKu:

— «Bxopsime» — coep>XuT BXOJISIIYI0 KOPPECIIOH/IEeHIIUIO TI0JIb30BaTes;
— «YepHOBUKM» — COJIEPXKUT COXpaHEHHbIE YePHOBHUKU COODIIEHUI TTOTh30BaTeJIs;
— «OTrpaBieHHbIe» — COJIEPXKHUT OTIIPaBJIEHHYI0 KOPPECIIOH/IeHIIUIO TI0JIb30BaTe;

- «ApXI/IBbI» — COOEepXUT KOPpeCIIOHAeHIHIO, IlepeMelleHHYI0 II0JIb30BdTeJleM B
dpPXUB. HaHHaH IT1allKa ITOSABJISAETCS Ha IIaHeJIW IIAIIOK ITIOCJIe TOIr'O, KaK IT0JIb30BATeJIb

BIIEepBbIE ITepeMeCTUT Kakoe-11b0 COO6H.[€HI/Ie B dPXWUB;

— «Cmamy» — COep’KUT COMHUTEJIbHYIO BXOOAIYI0 KOPPEeCIIOHAeHIINIO, OIIpeieJIEeHHYIO

II0 psINy KpUTepHeB Kak CIaM;

- <(y,[[aHeHHbIe» — COAEPXKUT yIdaJIeHHYIO I10JIb30BdTeJIeM KOpPPeCIIOHAEeHIIUIO.
2. Ilanka «JIokaJbHbIE MMaIKu» COIep’KuT CiieAyroiye BiIOKeHHbIe ITallKKU:

—«y,[[aJ'IEHHbIe» — COIep’XUT KOpPpeCHIOHOEHIWIO, YIOdJIEHHYIO I10JIb30BaTeJIeM IIpr

paboTe B aBTOHOMHOM pPeXXKHMe;
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—«HCXO}IPIH_II/IE» — COHEpXUT HCXOLOJAIIYH0 HeOTIIPpaBJIEHHYIO KOPPeCIIOHOEeHIIHUIO

I10JIb30BaTeIAd.

B mobon u3 IepedyrcyIeHHbIX IIAllOK, 34 HWCKII0YeHUueM «JIokanpHbIe MalKW» >

«HCXOIIHH_II/IE», MOT'YT COAEepXKAaTbCA IIAIIKH, CO30dHHbIe II0JIb30BATEJIEeM.

JInst mpocMoTpa COJIepXKMMOr0 TMarkKu HeoOXOAUMO IIeJIKHYTh M0 Hel JIeBOM KJIaBUIIIen

MBIIIHN.

YTo6BI CKprTb/OTOﬁp&BI/ITb IlaHeJIb I1allOK, B KOMdHJIHOM MEHIO ClieyeT CHATH/TIOCTAaBUTh

dnaxok Bux > Pa3zouBka okHa > Ilanesns mamnok.

YTo6BI CKprTb/OTO6pE:131/ITb II0JIOCY HMHCTPYMEHTOB IIdHEeJIM IIdlIOK, B KOMdH/IHOM MEHIO

He0OX0JIMMO CHSTH/TIOCTaBUTh Quiakok Buy > Pa3zdouBka okHa > MHCTpyMeHThI IaHe ! MaloK.

CoueTaHus KJIaBUIII JJId TIaHeJId I1aIIOK:

e F2 — nepeumeHOBaTh Narkys;

¢ Del — ynanute nanky.

HpI/I HA’XXdTUM Hd HWMS dKKAYHTA OTKPBIBAETCA IIdHEeJIb VYIIpaBjieHWsd, COJepiKallldsa

WHCTPYMEHThI U HACTPOWKH BBIOPAHHOTO aKkayHTa (cM. PucyHok 14).
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Pucynok 14 - UHCTpyMeHTBI U1 aKKayHTa

ITanennb HMHCTPYMEHTOB dKKdYHTA COOEPXXUT CJieAYIoIIre 3JIeMeHThI:

1. TlpocmotpeTh coobirieHus: iepexo]] B Hanky «Bxomsiiuey.

N

Co3maTth HOBOe coobIeHue.

AR

PacmvpeHHbIN TOMCK: OTKPBITHE [IaHeJIU TIOMCKA COOOITIeHUH.

yr[paBJIEHI/Ie IarKkaMu: IMaHeJIb YIIPpAdBJIeHWS NOAINMCKAMU Hd ITdIIKH.

[TpaBuna u GuIbLTPLL: aHe b GUILTPOB COOOIIEHUN.

6. I[IudpoBanue: HACTPOKKAa CKBO3HOTO MIKM(POBAHUSI.

7. BLIATH: BEIXO M3 VUCTHON 3alUCH.

8. Iloura: qobaBieHNe yYeTHOM 3aIIUCU IIOYTEL.

9. Kanennaps: co3flaHve HOBOTO KaJleH1apsl.

10. AnpecHasi KHUTa: CO3/laHME HOBOW aJIpeCHOU KHUTH.
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3.5 Paoouag oosacre

3.5.1 Crmcox coo0Ienuin

Criicok cooOIeHni TpejcTaBiieH B Bujle TaOmuIel. B 3arosioBkax CTONOIOB TabGIHIIBI

coJiep’KaTcy cieayromuye MHCTPYMEHTHI VIt COPTUPOBKHU ITHMCeM:

1. 1 - 0oTOOpa3uTh COOOIEeHUsI B BUJle JiepeBa. B mepeBe cOOOIEHUN pPOAUTEIHCKAM
JJIEMEHTOM SIBJISIETCSI TIepBOe COOOIeHWe B IIelOYKe MEepervcKd, a HOYepHUMH —

nocieAyoye cooOIeHusI.
2. O — coptupoath COOBIIEHN S MO IPU3HAKY POYHTAHHbIe/HePOUUTAHHEIe,
3. R - COPTUPOBATh COODIIEHNS 110 HAIMIUIO/OTCYTCTBUIO ¢ulara.

4. (0 - COPTUPOBAaTh COODIEHNS 110 HAJIMUMIO/OTCYTCTBUIO BIIOXKEHUH.

5. Tema — coprupoBath cooOIeHUss N0 Teme (M0 ajidaBUTy B MPSIMOM M OOpaTHOM

TOpsIJIKE).

6. ABTOp — COpPTHMPOBATh COOOIEHNS 110 aBTOPY (OTIIPAaBUTEIIIO) MO ajipaBUTY B NPSIMOM U

oOpaTHOM HOpsIIIKe.

7. JlaTa — copTMpOBaTh COOOIIeHUs 110 aTe (II0 BO3PAaCTaHUIO U yOBIBAHUIO).

8. H:'v — HACTPOUTL COCTAB CTOJ'I6I_IOB Ta6J'II/II_[bI IIpy IIoMour YCTaHOBKI/I/CHHTI/IH Cl))'[a)KKOB

PaCKpbIBaIoIerocda CrinCkad.

HNudopmaiss 0 HACTpoKMKe CTOJIOIOB M COPTUPOBKE CIIMCKa COOOIeHWH, a Takxe 00

orepanusx ¢ CoobIeHUsIMU NIpUBe/ieHa B TJiaBe Oniepaiviu ¢ COOOIIeHUSIMU.

CodeTraHus KJIaBHIII U1 CIIUCKA COODIIeHUIA:

e Ctrl+P/:6Cmd+P — pacrnieyaTaTb cooOIIIeHUE;

e Ctrl+S/#Cmd+S — coxpaHuTb cooOITIeHHe KaK bai;

e Ctrl+U/$Cmd+U — npocMoTpeTh UCXOAHBINA TEKCT COODIIIeHHUS;
e Ctrl+A/$Cmd+A — BbIOpaTh BCe COOOIEHNS;

e Ctrl+Shift+M/ Shift+3Cmd+M  —  mepeMecTHUTH/KONUPOBaTH  COODOIEHWE B

MpeAbITYIIYIO 1IeJIeBYIO TalKYy;

e Del — ynanmuts coobienne;
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e Shift+Del/ Shift+Del — ynamuts coobieHre 6e3 BO3MOXXHOCTH BOCCTAHOBJIEHUSI;
e 1 -9 — npucBOUTH MeTKy COODIIIEeHHIO;

e ) — ymanuTh METKy COOOIIeHuS;

e M — OoTMeTUTb COODIIeHre KaK MPOYUTAaHHOe WA HeITPOYUTAHHOE;

e R — ormeTuthb 06CyX/IeHre KaK POYUTAaHHOE;

e Shift+C/{ Shift+C — oTmMeTuTh BCE Kak MPOYUTAHHOE;

e C — OTMeTHUThH KakK IMIPOYUTAHHOeE I10 J4Te;
e J — OTMeTHUTb KakK CHaM;

e Shift+]J/{ Shift+J — orMeTHTL Kak He ciaMm;

e S — yCTaHOBUTH/yAaIUTh ¢uIar;

e Space — TMpOKPYTUTh BHU3 TeKylllee COOOIeHHe, 3aTeM IIepedTH K CJeAylolemMy

HEIIPOYUTAHHOMY COOOIIEeHHUIO;
e F — nepeiiTu K cieiyoriemMy COObIIeHUIO;
e B — nepeiity K peibIyIieMy COOOIIIEHHIO;

e T — mepeiiTu K cjeayioleMy HePOUYWTAaHHOMY OOCYX/IeHHI0O M OTMeTUTh TeKyllee

o6Cy>X/IeHre KaK IPOYHUTAHHOE;
¢ | — mepeiiTu K ciieqiytoiieMy IPpOCMOTPEHHOMY COOOIIeHUIO;

¢ [ — nepeiiTy K ipeAbIAYIIEMY IPOCMOTPEHHOMY COOOIIIeHHIO.
3.5.2 ObsacTs MPOCMOTPA COODIIeHUIT

B o6mactu mpocMoTpa coobineHuit cofepkaTcs:

1. Ilanenn 3arosoBka coobumieHus:: uH$popMaius 006 OTmIpaBUTesle, IOJIydaTese, TeMe
COOOIIeHUs U JIaTe OTIPaBKH.

2. IlaHeyb UHCTPYMEHTOB.

3. ObmacTh 0TOOpaXkeHHUsI CoJiep>KaHUsT COOOITEeHHs], BLIDPAHHOT'O B CITKCKEe COOOIIeHUH.

4. TlaHesb BIIOXKEHUIA.
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3.6 CTpoka cocTosiHUs

B CTPOKe COCTOAHUA 0T06pa>1<aeTc;[ ClleAyroIasa I/IHCl)OpMaI_II/IHI

— KHOTIKA BKJIFOYEeHUSI/BbIKJIFOUeHHUs] aBTOHOMHOI'O peXkuMa paboThI;
— CTaTyC U IPOTpecc 3arpy3Ku COODIIeHUH;
— KOJIM4eCTBO HelIpOYUTAaHHBIX COOOIIeHUH B MallKe;

— 00l11]ee KOJIMUECTBO COODIIeHU B IaIIKe.

lml
Takke B CTpOKe COCTOSIHUSI HAXOAUTCSI KHOIIKA [20) Meponpuatia A , [IpU TIOMOIIIX KOTOPOH

OCYHIeCTBJIIeTCs BKJIFOYeHHe/OTKIII0YeHHe OTO6pa)KeHI/I$[ HaHeJId MepOIIPUSITHM.

3.7 I‘opﬂ‘me KJIaBHUIIIH yIIPpABJIEHUA OKHAMH H BKJIdITKaMHU

e Tab — mepexon k cienyoiemMy 3yeMeHTy HHTepderica;
o Shift+Tab/{ Shift+Tab — nepexon k nmpeabiAyIEMy 351eMeHTY UHTepberca;
¢ F6, Ctrl+F6/3sCmd+F6 — nepexoy k cieAyroImen maHeIu MprUIoXKeHus;

o ift+F6/ 7 Shift+F6, Ctrl+Shift+F6/{ Shift+:Cmd+F6 — nepexoy k npeabiayIiei maHenu

TIPUJIOXKEHHS;
e Ctrl+Tab/2Cmd+Tab, Ctrl+PageDown/$2Cmd+PageDown — cienyroiias BKIaJIKa;

e Ctrl+Shift+Tab/{ Shift+2Cmd+Tab, Ctrl+PageUp/:#sCmd+PageUp — mnpenbinyimas

BKJIAJIKQ;
e Ctrl+1/62Cmd+1 — nmomaiiHsst BKJIaJKa MPUIOXKEHUS;
e Ctrl+2-8/6Cmd+2-8 — Bxianxu c 2 o 8;
e Ctrl+9/56Cmd+9 — nocnensss BKiIazka;
o Ctrl+Shift+B/ 1 Shift+3Cmd+B — anpecHas kaUra;
e Cirl+J/s6Cmd+J — coxpaHéHHbIe (aiiiibl;
e F1/3%Cmd+/ — crpaBka;
e Ctrl+Shift+I/{ Shift+3Cmd+I — nHCTpYyMeHTH pa3paboTyurKa;

e F8 — nepexmtounTh 0061aCTh TPOCMOTPA COOOITIEHUS;
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e Alt, F10 — nepexJitounTh NaHesb MeHIO0 (eCJId CKPBITA);
e Shift+F10/¢ Shift+F10 — moka3aTb KOHTEKCTHOE MEHIO;
e Win+! — CBepHyTb TeKyllee OKHO;

e Ctrl+W/2Cmd+W, Alt+F4/2Cmd+Q, Ctrl+F4/$6Cmd+F4 — 3akpbiTb OKHO WM

BKJIQJIKY;

o Ctrl+Shift+T/{ Shift+3$Cmd+T — BocCcTaHOBUTH 3aKpBITYIO BKJIAJKy (BOCCTAHOBUTH M

MeperTH K MOC/IeTHeH 3aKPbITOM BKJIA/IKe);

e Alt+F4/56Cmd+Q — Briiity u3 MoOduc [Iouta — BBIXOJ] U3 IPUIIOXKEHUSI.

© 00O «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024

40



MounOdunc
4 TITATIIKHA

4.1 Hacrpoiika BHia maHeJH Aok

HJISI BKJIFOYCHMS / BLIKJIFOUEHHS MaHeJIed IaroK HEO6XOHI/IMO BbI6paTb IMYHKT KOMdHJIHOT'O

MeHro Bup > PasouBka okna > Ilanenn mamnok.

Jlnst HacTpoMKU BHZA IaHeJled IaroK HY>KHO BbIOpaTh IYHKT KOMaHAHOrO MeHIO Bup >
ITanku. B packpeiBIIeMcst IOAMeHI0 0TOOpa3sTcss BApUaHThl 0TOOpaXkeH!s aToK:

1. Bce. OTobOpakatoTcst BCe MarKHU.

2. OowsemuHenHbIe. OTOOpaXKaIOTCS MAINKY, 00beJUHEeHHbIe B 0011re GoJiiephl.

3. HEHPO‘II/ITHHHBIQ. OTO6pa>KaIOTC$I MarkKy, coJepiKaliye HeIlpoOYrUTdHHbIe BXOIdIIue

coob11eHusl.
4. V30panHbIe. OTOOPAXXAIOTCS MANKH, IOMeYeHHbIe KaK M30paHHbIe.

5. HemaBHO OTKPbITHIE. OTO6pa)KaIOTC$I HelaBHO OTKPLITbIE IIaIIKH.

ITpu BeiOOpe MeHo Bup > Ilanku > KoMnakTHBIN BHJ IPOUCXO/IUT OTOOpaXkeHre I1aroK
B KOMIIAaKTHOM BHJe, TO eCTb 0TOOpaXkatoTCsl TOJIBKO 3a/laHHble MalKu 0e3 Mokasa POAUTEeIbCKUX

I1aIlOK.

CYH_IECTBYET BO3MOXHOCTb II0Ka3dTb WJ/IM CKPbITb KOJIOHKH B IIdHEJIN IIdIIOK. I[J'ISI 3TOI'0

clleqyeT BBIIIOJIHUTD Clieayroliye IeUCTBUS:

1. BxII04WTh 3aroJjIOBOK ITaHEeIN I1aIlOK, JJId 3TOI'O BbI6paTb ITYHKT KOMdHJIHOI'O MEHIO BI/IlI

> Pa3ouBka okHa > MHCTpyMeHTHI IaHeJIH MAMoK.

2. Ilo Haxatuio Ha KHOIIKY B:'v WM HAd TIPpaBYIO KHOIIKY MBI B 00JIaCTH 3aroJjioBKa
OTKPbIBAETCA BCIUIbIBAIOIIIee MeHIO CO CIIMCKOM JOCTYIIHBbIX IJIS OTO6pa)KEHI/I$[ KOJIOHOK

(cM. Pucynok 15). YToObl moOKa3aTb WIM CKPBITh KOJIOHKY, HeOOXOAUMO BbIOpaTh

a5ieMeHT criucka. CuMBosioM ¥ GYyT MOJICBeYeHbl Ha3BaHUsI BUIUMBIX KOJIOHOK.
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Mma HenpounTaHHele  Bcero B

v [ Novyra gnA ...ffice.rux» +/ HenpounTaHHkle

F.] Bxoaawwe v Bcero

[ YepHoBukm Paamep

= OTnpaBneHHble

PucyHnok 15 - MeHio HacCTpoMKU 0TOOpaXkeHHsT KOJIOHOK

4.2 Co3nanue namnku

YTo6BI CO31aThb HOBYIO IIAIIKy OJId COOﬁIIIEHHI:I, BBITIOJIHUTE CJIeAyroliye IeUCTBUS:

1. Brmonnaure KOMaHy CO3[4aHU4 IIAIIKX OJHUM U3 CJIeJYIOINUX CHIoCco0OB:

— Ha [IdHeJIH TAaI10K BbIJesinuTe I1dIlIKy, B COCTaBe KOTOpOﬁ cilieqyeT Co3aaTh BIIOKEHHYIO

[anKy, 3aTeM BblOepuTe MyHKT komaHaHoro MeHio @Pain > Cosmars > Ilanky

(BiokeHHyro mamnky);

— Ha IIdHeJIM IIAallIOK IIeTYKOM npaBoﬁ KHOIIKM MbIIIX BblJIeJIUTe IIdllKy, B COCTaBe

KOTOpOfI aregyer Cco344aTb BJIOXKEHHYIO IIdIIKy, 3d4dTeéM BbIIIOJIHUTe KOMdHAY

KOHTeKCTHOT0 MeHio Co31aTh NaImky.
2. B oxue Co3naTh manky BHITIOJTHUTE CIIeAYIOIIHe TeCTBUS:

— B nojie IM#a ykakuTe Ha3BaHHWe HOBOM MaIlKy;

— IIpn HEO6XOI[I/IMOCTI/I 3ajauTe POAUTEJIbCKYIO IIAllIKy C IIOMOIIBIO BbIlldJdI0IIEro

crricka Co3maTh KaK BIIOKEHHYH0 MANKY;

— HAXXMHUTE KHOIIKY COB)IHTL HHarfKy.

Ecnmyu mnamka Obuia co3gaHa B BeO-mipunokeHun «MouOduc I[louyta», To g ee

OTO6pa)K€HI/I$I B HACTOJIbHOM IIPHUJIOKEHUH Ha’KMHUTE Ha [IdaHeJIM HHCTPYMEHTOB KHOIIKY HOJIy‘-II/ITb.

4.3 IlepeuMeHOBaHUe NTAIKU

KOMaHI[a HEpEI/IMEHOBaTB AOCTYIIHA IS IIaIIOK, CO3JaHHBIX I10JIb30BaTeJIeM BPYYHYIO.

Yrobbl MepeMeHOBaTh MAIIKY, BBIIIOJIHUATE Clleylollye JeHCTBUS:

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'Wy, 2013-2024 42



MounOdunc

1. Brigenure MarkKy Ha [IdHeJIr T14I10K.

2. Brmomaute KOMaHy leperMMeHOBdHWA OJHUM U3 CJIeAYIOIIUX CIIOCO0OB:

— BbIOepuTe MyHKT KoMaHAHOro MeHio ®aiin > IlepeuMeHoBaTh Nanky;

— HIeJIKHUTEe IIO IIaIlKe HpaBOfI KHOIIKOM MBI U BBIIIOJTHUTE KOMdHy KOHTeKCTHOI'O

MeH1O IlepeumeHnoBars;

— HaxkmuTe kiaBuiny F2 Ha kiaBuarype.

3. B OTKPpBIBIIEMCS OKHeE HEpEI/IMeHOBaHI/Ie IaITK! YKa’XHUTe HOBOE Hd3BdHHE IIdIIKHU U

HaxkxmuTe KHONIKY IleperrMeHoBaTh.

4.4 Ypanenue nanku

Uz JepeBd IIaIllOK MOXHO YOaJIAThb I1alIKKW, CO3JIaHHbIE I10JIb30BaTeJIeM BPYYHYIO.

Y100k YAQJINTD I1AIIKY, Hd IIdHEeJIW IIdIIOK BbIAEJIUTE IIAIIKY JIEBOM KHOIIKOM MBIIIH, Jajiee

BBITIOJIHUTE OFTHO U3 CJIeJIVIOIINX JIeMCTBUM:

— BbIOepuTe MyHKT KOMaHAHOTO MeHI0o Dain > YaanuTh nanky;

— BBINIOJTHUTE KOMaHAy KOHTEKCTHOTO MEHIO Y IaJINTh;

— HaxmuTe kiaBuity Del;

ITamka rmepemMecTUTCAd B IIaIIKy ((y,[[aHeHHbIE».

4.5 OuncTKa Danku «Y gajJJeHHEIe»

B manky «VYpaneHHble» mepeMelaloTcs BCe yajleHHble ManKd W coobiieHus. YToObl

OYUCTUTD IIAIIKY «YJ:[aJ'IeHHbIe», BBITIOJIHUTE OJHO U3 CJIIeAYIOIIUX JIeMCTBUM:

— BbIOEpUTE MYHKT KOMaHIHOTO MeHI0 Pain > OUHCTHTD NANKy « Y JaJleHHbIey;

— Had I[IdHeJIN T1dIIOK BbIJeIUTe IallKy «YJ:[aJ'IeHHbIe» HpaBOﬁ KHOIIKOW MBIIIY U BBIIIOJIHUTE

KOMaHIy KOHTEeKCTHOI'O MeHIO OuncTUTH narkKy «Y maJieHHbBIEe.

4.6 Ilognucka Ha mankKu

,HJ'IH OTKPBITHUA OXdJIOra IIOAIIMCKK Ha IIOJIydeHHe IIMCeM B IIdIIKW BBIIIOJIHUTEe OJHO U3

CJIeIYIOIINX IeMCTBUN:
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— BbIOepuUTe MYHKT KoMaHIHOTo MeHI0 Paiin > Iloanucka;

— Ha I[1aHeJIY [aloK BbIOeprTe MM aKkkayHTa U Ha naHenu Iloura mna <Umsa akkayHTa>

HaXXMHUTE KHOIIKY ) VnpasneHue nankamu

Ha skpaHe mosiBUTCSI IMAJIOrOBOe OKHO MOJIIKACKKU Ha manku (cM. PucyHok 16).

Magnmcka H

Yuirran sannce: | [EF Moura gnm salexandr.smirnevi@techwr.myofiic..

Mokzsate SMEMEHTR], CO8EPORILLME

Coscok nangs

EHEE@HTE MAMNEM, Ha EOTORRIE XKOTATE NOANWCATECAD

B3 Drafts [ Degnucatecs
B3 e (]
Ornucatecs
B3 Junk )
B sent ] DBHoENTs
B Trash i
0K Ormaera

Pucynok 16 - /IlnanoroBoe 0KHO OJNKUCKY Ha TAIIKU

HHH TOTO, YTOOBI HOJIHI/ICBTI)C}I/ OTIIMCATLCYA Ha IT0JIydeHune COOﬁHIEHI/If/'I B IIAIIKY BBITIOJIHUTE

OJHO U3 CJIeNYIOIINUX TeHCTBUN:

— BblJIeJINTE Hd3BaHHe TIIallKh B CIIMCKe W HaAXXMHWTe Hd KHOIIKY IloanucaTrbesa wiu

OTnucarncs;

— BBIJIeJIUTe Ha3BaHMe TAIlKU B CIIMCKe M yCTaHOBUTe/COpochTe (djaXkoK CIpaBa OT UMEHU

MAIKY;

— HA’XMHWTe Ha KHOIIKY O0OHOBUTH JJId CAHXPOHM3dIINK COCTOSHUA IIaIIOK.

4.7 I30paHHbIe TATKH

JIrobas nanka MoxeT ObITh 106aB/leHa B CIMCOK U30paHHBIX.

HJ'IFI TOro, YTOOBI ITOMETHTD MaIlKy KakK I/I36paHHy10, OTKpOﬁTe KOHTEKCTHOe MeHIO IJIs

IaliKy1 U IIOCTABbTE OTMETKY HBﬁpaHHaﬂ InarkKa.
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Jlanee MOXHO MCIOJIb30BaTh M3OpaHHbIE MAINKW IPU KOMHWPOBAaHUU WM IlepeMellleHuu
coobrreHui. Jlyis KOMMpOBaHUS COOOIEeHUs B M30paHHYIO MMAaNKy BBI3OBHUTE KOHTEKCTHOE MeHIO
U1 coobtnenus, BeibepuTe KonupoBars B manky > W36panHoe. /{15 nepemertienust coo0IIeHus
B M30paHHYIO MMaNKy BBI30BUTEe KOHTEKCTHOe MEHIO i coobinenus, Bbioepute IlepemecTuTs B

nanky > W3opauHoe.

4.8 BupryanbHble IalKH

J171st TOro, 4TOOBI CO3/1aTh BUPTYaJIbHYIO NANKY, BbIOEpHTe OUH U3 CJIeYIOMINUX CII0COOO0B:

— BbIOepuUTe MYHKT KoMaHHOTo MeHI0 Pain > Co3gaTthk > BupryanbHylo nanky;

— B IIaHEJIM IIOMCKA COODIIeHUH BbI6€pI/ITe COO6H.[€HI/I€ " HAXKMHUTE Hd KHOIIKY COXpaHI/ITb

KaK BHPTYQJIBHYI0 NAMKY.

Ha skpaHe nosiBUTCSI IMaIoroBoe OKHO CO3/aHUsI BUPTYalIbHOM nanku (cM. Pucynok 17).

Hr::l.an [IL!r.IT}':IﬂbII?I‘:I FaAnea w0

[T alextandr. smima vi@rtechwr. myoffice.

CoagaTk KAk BACHEHHYID NanKy: B0 Nokansnes nankm ~
BrifepuTe nanky, B KoTopEx ByaeT npouIacaumecs nonck:  BeGpaso 0 nanok BriGpate....
HacT POWTE KRHTERAK NOWCESE, Htl1nnh‘|}mhl= Aana artau H-HFT},':'!ﬂhHUﬁ Nank#A;
ﬂ BaiNGAHEHIAN BEEK YEAOBNA Brinaaseqni Aroboro Ws yenoawa BEs kakmr-neho yeaosni
ar b COABQRNT w +
Co3name OTreeHa

Pucynok 17 - JlnanoroBoe oKHO CO3aHUSI BUPTYaJIbHOM AIlKU

J171s1 co3anusi BUPTyalbHOM MAlKK BBIIIOJIHKTE Clleytolye JeHCTBUS:

1. Bemurte uMsi BUPTYaIbHOM MATIKH.
2. Bribepute pouUTenbCKyIO IaNKy, B KOTOPoW OyJleT co3/iaHa BUpPTyasbHas Iarka.

3. BoibepuTe peanbHble MalK{d, B KOTOPLIX OyleT MPOMU3BOJUTHLCS IMOUCK Uil JTAHHOM

BUPTYyaJIbHOU IAIKH.
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4. CoopmupyiiTe KpUTepUU MOUCKA, B COOTBETCTBUHM C KOTOPBIMU B BUPTYaJbHYIO IMANKy
OynyT nomnazsate coobuienus. s aToro BelOepuTe Ioe IOMCKA, YCIOBUe U IIa0JIOH.

HpI/I HEO6XOJII/IMOCTI/I MO>KHO CO31dTh HECKOJIBKO YCHOBHIZ.
5. Haxwmure KHOIIKY COBHaTI) JJId CO3JaHHA BHpTyaﬂbHOﬁ IIaITKH.

6. Ilamxa 6y,I[ET CO31dHA B COOTBETCTBHUU C 3d[IdHHBIMU yCJIOBUSIMHU.
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5 OIIEPAIINMHU C COOBIIEHUAMU

5.1 HacTtpoiika oToOpakeHMsI CIICKA COOOIIeHHI

B okne, CoJiepKalileM CITMCOK COOOIIeHUH, MTOJIb30BaTeII0 IMpeaoCTaB/IIeTCd BO3SMOKHOCTDb

M3MeHSTh Habop CTOJIOIIOB, UX MOPSZIOK U COPTHPOBKY.

5.1.1 Hacrpoiika cTo0110B

Jlns BeIGOopa CTOJGIOB, OTOOpaXkaeMBIX Ha TAHEeIM, HAXMHTe KHOIKY o° , OTKpOeTcs

KOHTEKCTHOe MeHIO, cojiep Kalliee CIIMCOK BCeX AOCTYITHBIX KOJIOHOK (cM. PucyHok 18).

F T ema T LETCR o

[Echa] You have been mentioned by... @ Elara Smimova Sefiepune oofisenis

«  Ofcymnenne
[Echa] Youw hawe bean mentioned by... @ Elera Smirnova

~  Mpoywrano

[Echa] You have bean mentioned by... @ Elera Smirnoua W dar
Pucynox 18 - Bbibop cTosi6110B jist 0ToOpakeHust

CoMcok cofepXxuT ciefylolide HMeHa KoJjioHOK: O6cyxnmenue, IIpoumrtano, Piar,
Bnoxenus, Asrop, Ot, Agpecar, Koppecnongentsl, Cnam, Ilosydeno, JaTa, Cocrosinue,
Pasmep, Metka, YuerHasa 3anuch, Baxuocts, He mnpouutano, Bcero, Pacnosioxkenue,

ITopsiok nosrydeHus, Y 1auTh.

Bribepute HeoOxo/lMMble Ha3BaHUS B MEHIO, CIIMCOK COOOIeHuH OyJieT repecTpoeH B

COOTBETCTBHH C BEIDOPOM.

5.1.2 Ilopsamok pacmosioxkeHUus CTOJI0I0B

Ilo YMOJTYaHHUIO KOJIOHKHU CITMCKA COOOIIIeHUH UMeIOT orpenejyIeHHYIO I10C/Ie10BaTeJIbHOCTb.
,HJ'IH HN3MeHeHHd IIoOpdaKa IiepeTaluTe 3aroJIOBOK KOJIOHKHM Had HOBOe MeCTO, CIIMCOK GYI[ET

IrepeCTpoeH B COOTBETCTBHHU C OOHOBJIEHHBIM IMOPAJIKOM KOJIOHOK. HJISI BO3BpdTa K Hd4dJIbHbIM

YCTaHOBKAM HAXMUTE KHOIIKY i , 3dTeM B KOHTEKCTHOM MEHIO BbI6epI/ITe BoccranoBuTh

mopAaoOK CTOJIﬁI_[OB .
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5.1.3 CopTHpOBKa CIIHCKA COOOIIIeHUI

Cronber;, 0 KOTOPOMY B TeKYIIMHA MOMEHT OTCOPTMPOBAH CITHUCOK, OTMEYeH CTPEJIKOH.
CumBosioMm 1T 0603HA4aeTcsi COPTHPOBKA IO BO3PACTAHHIO, CHMBOJIOM + - 1O YOBIBAHHIO.
HaxxmuTe Ha 3arojioBOK CTOJIONA JIIsi COPTUPOBKU IO JIaHHOMY CTOOITy. HaskmMuTe 3aroioBok

CTOJ'I6IIa IIOBTOPHO IJId U3MEeHEeHHUs HallpdBJIeHUsI COPTUPOBKH.

5.1.4 IIpuMeHeHHe TeKyIIMX HaCTPOeK K JPYTrHM IIanKaMm

CYH_IECTBYET BO3MOXHOCTb IIPpUMEHUTH TeKyllne HaCTpOﬁKH K IPpYyTr'UM IIallKdM. ,HJ'IH 3TOIr0

HaXKMUTE KHOIIKY 2 3areM B KOHTEKCTHOM MeHIO BbiOepuTe IIppuMeHUTH HAOOP KOJIOHOK K ...
Hanee Boibepute K manke... wiv K Bi10KeHHBIM mankaM ... Ha skpaHe BO3HMKHeET AWajioroBasi

naHesnb (cM. Pucynok 19).

MpuMeHUTE U3MeHeHAT >

® MpumennTe HaBop konoHok Tekywwel nankw k Labnone?

o

Pucynok 19 - IlpumeneHue TeKyIUX HACTPOEK K TarKe

Haxwmure OK, HacTpoliku Oyy IprMeHeHb] K BHIOpaHHOM Marlke.

5.2 Co3maHue coo0IIeHUusd

CYH_IECTBYET HeCKOJIbKO CIIOCOO0B CO31aHHS HOBOI'O COO6H_[€HI/I$[Z

— M3 OCHOBHOT'O MEHIO MTPUJIOXKEHUSI;
— 13 MaHeJIu UHCTPYMEeHTOB;

— 13 CIIMCKa COOOIIeHUH;

— Y3 a[ipeCHOM KHUTH;

— 13 IIaHeIu MUChbMa;

— 13 COOBITHS W 3aJ]a4H;

— ucnonb3oBaHueM couetanus kiaasuiil Ctrl+N/32Cmd+N.
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5.2.1 13 0CHOBHOT0 MeHI0 IIPHII0KEHHUS

B rnmaBHOM MeH0 npunoxeHusi otkpoiire Coo0mieHue. B OTKphIBIIelcs NaHelIu MeHIO
(cM. Pucynok 20) Beibepute onvH U3 ciefytomux nyHKToB: Cosmarh, OTBeTuTh, OTBETHTH
BceM, OrtBeruth B pacceuiKy, Ilepeciarb, Ilepecnats Kak..., IlepenanmpaBurs,

PenakTHpoBaTh Kak HOBOE COOOIIIEHHe.

Coanate Ctrl+M
OTBETHTE Cirl+R
OTEETHTE BLEM Ctrl+Shift+R

1
Mepecnarte Ctriel
MNepecnaTh Kak >

MepeHanpaekTb

PefakTMpoBaTs Kak HoBoe coofwenwe  Ctrl+E

Pucynoxk 20 - Dnements! MeHio CoobieHue

5.2.2 I3 naHe 11 HHCTPYMEHTOB

HJ'IFI CO31aHHA COO6H_IeHI/IH U3 IIdHEeJIM MHCTPYMEHTOB BBIIIOJIHUTE OOHO K3 CJIeAYyIoInX

INeVCTBUM:

— Ha ITaHeJIM MHCTPYMEHTOB IaHeJIy alloK HaXKMUTe KHOIIKY E? Cospate

— BbBIJEeJIiTe COO6H.[€HI/Ie, Ha [IdHeJIM WHCTPYMEHTOB HdXXMHUTE KHOIIKY BbI30Bd MEHIO —

(mento MoitO¢uc IToura), B nmosiBuBIieMcs: MeHio Bbibepute Co3zmars > Coobienue,
nu6o Boibepute Coobmienue, panee Co3marh, OTBeTHTh, OTBeTHTH BCeM, OTBeTUTH
B pacceulky, Ilepecnars, IlepecnaTts kak..., IlepenanpaButs, PemakTupoBars Kak

HOBOeE CO00IIeHue.
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5.2.3 U3 cnucka coodmieHuii

B criucke coobieHunii BbIOepUTe OHO U3 COOOIEHUIN U MPAaBOM KHOMKOW MBIIITH BBI3OBUTE
KOHTeKCTHOe MeHI0. To ke caMoe MOXKHO CJieJlaThb, OTKPbIB KOHTEKCTHOE MEHIO B Tejie TMcbMa. B
OTKPBIBIIIENCS TTaHeJIM MeHIO BbIOepUTe OIUH U3 CJIeyIOMUX MyHKTOB: OTBeTHTH OTIPAaBHUTEIIIO,
OtBetutrs BceM, OTBeTuTh B pacchuiky, Ilepecinars, IlepeciaTh Kak..., IlepeHanmpaBUTS,

PenakTupoBaTh Kak HoBoe coobienue (cM. PucyHnok 21).

Tema .
OTHEPBITE B HOBOW BRAAOKE
OTHPEIT AOCTYN K € OTHPEITE B HOBOM OHHE
OTHPEITE B paarosope
S OTuer

OTEETHTE OTNDASMTEAK
S Re: Otyet
OTEETHTE BCEM

OTEETUTE B pacChINRyY
Mepacnate
Re: mawkeT

Mepecnare KaK

MepaHanpaskTb

PeAaKTHPOEATE Kak HOBOE CooBLLEHWE

Pucynok 21 - Co3panvie MeHIO U3 CITMCKA COODIIeHH

5.2.4 I3 afapecHO KHUTH

B aJIPECHOfI KHHUT'e BbIﬁepI/ITe KOHTAKT, HA>)XMHUTE IIPABYIO KHOIIKY MBIIIH, U B OTKPBIBIIEMCS

KOHTEKCTHOM MeHI0 BbibepuTe koMaHly Co3paTh coodmienue (cM. PucyHok 22).

&) Anpecwzn khira — a *

dain Mpaska Buf  MHCTPYMEHTH  Chpassa

{+) HoBeWikowTakT = Criecod KowTaKTOS ¥ 5 CHMMDOHM3ALMA 2 1AMa

E
Hann INSETPOHHES MNOYTE A | Oprasmzayne Pafouni Te i

- B Boe agpecHbIc HKHHTA
Anexcanap CMUpH... alexandrsmimov@tec’ - e

HarenuTo KoHTaKT

B JmiHaA AAPECHAA KHAA

Cogpame copfwenne
P MoiDdue (My AddressBook) MrHOBEHHOS CoDBILLEHME

Pucynok 22 - Co3nanve coob1ieHust U3 afpeCHON KHUTH
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5.2.5 3 na”eau nucsMa

Ha nanenu nuceMa BeiOeprTe OJUH U3 IIOYTOBBIX a/IpeCOB, OTKPOMTe KOHTEKCTHOe MeHI0 U
Bbibepute myHKT CocTaBUTB coobienue s (cM. PucyHok 23). B aToM city4ae B OTKpBIBIIEHCS

IIaHeJIM HOBOI'O ITMCbMa B IIOJIe KOMy GYI[ET HaXOOUTbCs BbI6paHHbII‘/II aJipec.

+ 0 MpHrNaweHHe Ha ceprie cobbmui «0630..., Enexa CMHPHOES Enewa CMAPHOB
Elena Smirneva # oo =D
Tera Npuraawense va cepuio cobermii «06aops 15072022, 12:00 [GMT+02:00)

liomy AnekcaHap CmupHoe W

Pe_.qd_.-nu;mn-aw HOHTAKT el

Cograsums cobbweHue oA

Pucynok 23 - Co3ganue cooO1ieHHst U3 ITaHeIy MMCbMa

5.2.6 U3 cobbITHA NiIM 3apauu

HJISI CO3daHHA C006HJ,'EHI/IH U3 COOBITHS WIH 3a1d4¥ BBIIIOJIHUTE OJHO U3 CJIeJYyIoIunuX

JEeVCTBUM:

—OTKpOP'ITe IIaHeJIb KaJIeH1dP4, BI:»I6epI/ITe COOBITHe WU 3aaavy, OTKpOP'ITe KOHTeKCTHOe

MeHI0, BbibepuTe IIpeodpa3oBarts B > CoobieHue;

— OTKPOWTe aHeJlb MeponpUsTUi, BblOepuTe COObITHE WU 3a7jady, OTKPOMTe KOHTeKCTHOe

MeHI0, BbibepuTe IIpeodpa3oBars B > CoobieHue;

— OTKPOMTe IaHeJb TOMCKA COOBITUY KaJleH/1apsl, BbIOEpUTE COOBITHME WM  3ajady,

OTKpOWTe KOHTeKCTHOe MeHIo, BbiOepuTe IIpeodpa3oBarts B > Coobiienue;

- OTKpOﬁTe ):[I/IaJ'IOFOBYIO_HaHeJ'Ib_pEI[aKTI/IpOBaHI/IH_CO6bITI/I$I, B KOMaHJIHOM MEHIO

Bbibepute CodbrTHe > Co3nats > CoobduieHue.

CO)Iep)KI/IMOE HOBOI'O COOGH.[EHI/ISI 6y,ueT CKOITMPOBAHO M3 OIMMCAHUSA COOBITHS WU 3d4d4H.
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5.3 OTKpHITHE COODIIIeHUS

5.3.1 OTKpBITHE COODOIIEHUSI B HOBOH BKJIa/IKe

YToOBI OTKPBHITH COOOINEHHe B HOBOW BKJIQJIKe, BBIJIEJIUTE €ro B CIIMCKe COOOIIeHUA U

BBIIIOJIHUTE OFHO U3 CJIeIVIOIINX JIeMCTBUN:

— BbIOEpHUTE YHKT KOMaHAHOTO MeHI0 Coobmienue > OTKPHITH;

— BBIJIeJTUTE CTPOKY COOOIIEeHHs B CIIUCKEe JBOMHBIM I11eJTYKOM MBIIIIH;

— IIEeJIKHUTE IIO0 CTPOKe COO6H_[eHI/I$I HpaBOﬁ KHOINKOW MBI W BBIIOJIHUTE KOMaHOY

KOHTEeKCTHOI'O MeHIO OTKpBITI) B HOBOH BKJIAJIKe;

—B 00JlacT MpoCMOTpa COOOIeHHs HaXXMUTe KHOMKY @¢¢ (BoJsiblne melcTBHIil) U B

BBINA/Ia0IIeM CIIMCKe BbibepuTe MyHKT OTKPBITH B HOBOII BKJIa/IKe;

— "Haxxmurte covetauue kiaasuil Ctrl+0/3Cmd+0O

5.3.2 OTKpBITHE COO0IIIEHHSI B HOBOM OKHeE

YTo6BI OTKPBITb COO6III€HI/Ie B HOBOM OKHe, HEO6XO}II/IMO BBIIEJINTE ero B CIIMCKe

COODIIIeHNH U J1ajiee BBIOJIHUTD OJTHO U3 CIIeAYIONINX JIeMCTBU:
— [IEJIKHYTh TI0 CTPOKe COOOIeHUs] TMpPaBOM KHOIMKOW MBIIIM U BBIIOJHUTH KOMaHY
KOHTEKCTHOTO MeHI0 OTKPBITh B HOBOM OKHe;

—B 00/1aCTH TPOCMOTpPa COOOIIeHus] HaXkaTb KHOMKY ¢¢o (Bojblme melcTBHil) U B

BBIIIaId0IIIEeM CIIHMCKe BbIGpaTb IIYHKT OTKprTb B HOBOM OKHE;

— ecId cooO0IeHue OTKPLITO B OTHeJbHOW BKJIAIKe, OTKPBITb KOHTEKCTHOe MeHIO [Jid

3dalr'0JIOBKA BKJIAIKU U BbI3BATb KOMdHIY HEPEMECTI/ITB B HOBOE€ OKHO.

5.3.3 OTKpBITHE COODIIIEHUSI B Pa3roBope

Jliss  OTKpBITHS COOOIIEeHUsI B COCTaBe pasroBopa BblbepuTe cOOOIIeHHME B CIIHCKe
CO0DIIleHNH, 3aTeM OTKPOMTe [IJIsl Hero KOHTeKCTHOe MeHIO U BbibepuTe OTKPBITHL B pa3roBope.
Ha o5kpaHe oTkpoeTcss HOBas IaHesb, CofepXallasi JlepeBO COOOIIeHWM  pasroBopa

(cm. Pucynok 24).
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d Npegnoseriae negesects oaHe coGemie 13 cepin «Npoet 1= - MyOfficebail

ik

) nenyuwme v [ Cogname AJPECHAR KHITE Zapsun (51 Hanespape

Q nFlE.ﬂﬂDJ'HEHHE' neEpeHenT: X

Mpega pHTENHD NPMHATO NPHMBWEHHE HE CRPHAD COGRTHE #Mpo...  Afekmimap Cakponon

MpaanoseHue A0BABHTE YWACTHHKOE Ha OOHO CofuMHe U3 Ccapuu «_. AserRcamap Cvepnoo

admin admin <admin@techwr.myoffice.ru>

Tersa TMpegaosEHEe NEPERECTH SIHO colibiTHE 13 i pidn wllposT 1%

Howmy Anewcangp Crupuoe W

. i MNpoest 1

O 12 weonn 2022, BT
11:00 - 12:00 [GWT=02:00)

W

G Metha v 7 BRICTRRIA duasTp

| OmepiTe Kanenaps |
# # HenpouwtaHHbie ™ @nar & Howmant @ Meten [P BacoHeHMA .
=] Tena Anpecat Oata
3+ w  MpEIIEEeHNE NEPEHECTH OAHD COfEMAE W3 CcepuM #TpoerT 1% AATHCIRAR CMHEH DD 15.10.2022, 16:25

25103022, 16:35

25102022, 16:25

(J(

~

1 CHHMpOHMWEE

>

<k | Facnono#sH e E

-

Exngaupse
LT

Banpsugss

B0 -

e

[) MepongmaTHA A

Pucynok 24 - TTaHesns pa3roBopa

5.4 OT3BIB COO0IICHUA

Panee OTIIPpaBJIEHHOE coo0IIeHre MOXXHO OTO3BaTh, TO €CThb YAQJIIUTb U3 IIOYTOBOI'O AIMHWKA

I1ojrydaTeris. OT3nIB COO6IH€HI/IH BO3MOXeH, eCJIv I10JIy4aTeJIb ellle He IIpoYeJI ero.

YT00OBI 0TO3BATH COO6IJ.[€HI/IE, OTIIpaBJIEHHOE paHee, BBIIIOJIHUTe ClIeJyronire IeUCTBUS:

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

2. Ha maHenu fgedcTBUM JaHHOTO COOOITIEHUS HAXXMHUTe KHOIIKY == (Bbosbine meiicTBHIL)

W B BbIIIaJJdIOIIeM CIIMCKe BbI6epI/ITe KOMaHy OTo3BaTh NHCHMO.

3. B otkpbiBiieMcsi okHe OT3BIB MHCbMA OTMeTbTe (uia)kKaMU TMOJTydaTesiei, y KOTOPBIX
TpebyeTcsi 0TO3BaTh COOOINeHWe, WM TocTaBbTe ¢rakok BbeIOpaTh Bcex, ecin

coob1ieHre TpeOyeTCst 0TO3BaTh Y BCeX IoJIydaTesei.

4. Ecnu TpebyeTcs MOJMyYWTh YBeIOMJIEHHE O pe3ysbTaTaX OT3bIBa, ITOCTaBbTe (IIa’kok

YBenoMuTh 0 pe3yJjbTaTax.
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5. Haxxmure kHOnKy OTO3BaTh NHCHMO.

Ecimn B okHe OT3BIB mEchbMa ObLI YCTaHOBJIEH (bnaxcox YBegoMuTh 0 pe3yjabTaTaxX U
II0J1y4aTelib elle He IIpoYell IMMCbMO, TO Ha IOYTy IpUAET yBedOMJIeHNhe 00 YCIIellmHOM OT3bIBe

COOOIIIeHUS.

5.5 3arpy3ka coo0meHuit

ITo YMOJ/I9aHHUKO 3dI'PY3Kd HOBBIX BXOIAIIUX COO6H.[€HPII>1 OCyHIeCTBJIIeTCA IIpU BXOoHe B
YUEeTHYIO 3allMChb U IlepuogudYeCKr 4depe3 pdaBHbIe WHTEPBAJIbl BpeMeHU I1IPpU AKTHBHOM quTHOﬁ

34dII1CH.

Jlnst HacTpoMKM IIapaMeTpoOB 3arpy3Kd HOBBIX COOOIIEHWH BBINOJHUTE CleyIolue

IeVCTBUSL:
1. Otkporite okHO IlapaMeTpsI yUeTHOM 3alIMCH OJJHUM U3 CJIeJTyIOIUX CIIOCOOOB:

— BblOepuTe NYHKT KoMmaHaHOro MeHi0 HMHcTrpymeHTnsl > IlapameTphl y4yeTHoM

3aITMCH;

— Ha IIdHeJIX I1dIIOK BbI6epI/ITe Y4eTHYIO 3dIliCh, [djiee Ha CTpdHUILle YHETHOfI 3dIIMCH B

pasznene HacTtpoiiku BbiOepuTe ITyHKT Y4eTHasi 3aM¥Ch.

2. B oxue IlapamMeTphl y4eTHOH 3amucH, B MeHIO cijleBa BbibepuTe paszen Ilapamerpsi

cepBepa U HaCTPOUTe aBTOMAaTHUYeCKYIO 3aTPY3KY BXOASIINX COOOIIeHUH.

Yrobbl 3arpy3uTb HOBble COODOIIEHHS BPYYHYIO, BBIIOJHUTE OOHO W3 CJIeAYIOIMIHUX

IeVCTBUM:

— BbIOeprTe MYHKT KOMaHHOTO MeHIO Paiin > IloayuyuTs HOBBIE CO00IIEHHS AJIS... U

YKaXXuTe OJWH N3 BdAPUAHTOB: Bce Y4eTHbI€ 3allMCH, TEKyIIIaH YueTHasaA 3aIlUCh,

KOHKpeTHas y4eTHasd 3aIIMChb M3 CITMCKA JOCTYITHBIX.

— Ha IIaHeJIn WHCTPYMEHTOB Ha>XMHUTe Ha CTpeJIKYy CIIpaBd oT KHOIIKH

[l
& Moayuute v  y packpeIBaroleMcsl CIMcKe BblbepuTe 60 Bce HoBBIe
coodmeHus, 1100 KOHKPEeTHYIO YUeTHYIO 3alHCh, AJI1 KOTOPOM HeoOXOAUMO MOJIy4HUTh

COo00IIeHN .
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5.6 IIpocMmoTp coobmIeHNs

YTo0kI IIPOCMOTPETDH COO6H.[€HI/I€, BbI6epI/ITe ero B CIIMCKe COO6H_[€HI/H71 IIeJI9KOM MBIIIH.

Coobiienre oTobpa3utcst B 06J1aCTH MPOCMOTPA COOOIIEHUH.

Yrobbl mpocMoTpeTh MHGOPMAIMio 00 OTHpaBUTesle MUChMa, IIEeJIKHUTEe MPaBOM KHOIKOM
MBIIIM 110 UMEHU OTIIpAaBUTEJII W BBINIOJIHUTE KOMaH/y KOHTeKCTHoro meHio MHpopmanus o
noJyb3oBaresie. Bo BcmuibiBatomieM okHe oTobpa3urcs uHOpMallds O ITaHHOM OTIIpaBUTele,

KOTOpasi COJIEPXKUTCS B aJ]peCHOU KHUTe.

5.7 JleiicTBHSA C BIOKCHHSIMH

5.7.1 [ToOaBJIeHHe BIOZKEHHS
It mob6aBiieHys BJIOXKEHHUSI MOXKHO BOCIIOJIb30BAThCS OJTHAM U3 CJIeIYIONINX CIIOCOOOB:

1. Ha mamenu HWHCTPDYMEHTOB COO6III€HI/I$[ HaXaTb KHOIIKY Bnoxurh umu OTKPBITb

pacKphIBarollleecs: MeHIo JJIs1 BBIOOpa TuIa BiIoXkeHUs (CM. PrucyHok 25).

E' BNOXWTE ¥

DaAn(gl).. Ctrl+Shift+A

Bel-CTpaHuLy...

BuauTHY kapTodky (vCard)

HaNoMHWTE No2#e

Pucynok 25 - OTkpbITHe Bi10>KeHUs

2. Ha maHenu BiiOkeHWM BbI3BaTh KOHTEKCTHOE MeHIO, BbIOpaTh BuiokuTh ¢aiiibl, B

OTKPpbIBIHIEMCS CUCTEMHOM [HdJjiore BbI6paTb (l)aﬁﬂbl IUIS1 BJIOJKEHHUM.
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3. IlepeTamuTh OJIMH WJIM HECKOJIbKO daljIOB M3 CUCTEMHOI'0 OKHA B 00JIaCTh COOOIIEeHHUS.
Ha skpane mosiBITCS /1Ba BapuaHTa BCTaBKU ¢aiia. Jlyis BCTaBKU BJIOXKeHUS! BbIOPATh

JobaBuTh Kak Bioxkenue(s) (cM. PucyHok 26).

4 Co3zganune cooByeHna — O >

& CoxpaHnuTe ¥ El BnomuTb |

HKonuA  CkpbiTad konuA  OOpaTHEIA ag)

TT.T"BIU K iZiZEE

U Job6aeutb BNOXEeHWe

B BcTaBuTb B cofiepykumoe

Pucynok 26 - OTKpbITHE BIIOXEHUS

Bce nobaBnennble BioxeHus: 6yqyT 0TOOpaXkaTbCsl B HIDKHEM 4aCTH 00JIaCTH MPOCMOTpa

MMCchMa B 00J1aCTH TTaHes M BIoXKeHu# (cM. PucyHok 27).

v 2 Attachments Mpegnenarasmslid pasmep nicsma: 29,1 KB

&) Kuuralcsv 63 Gaitt |@] testl.docx 213KB

Pucynok 27 - Ilanens BioxeHUi
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5.7.2 OTKpBITHE BJIOKEHHUS

YTo0kI IIPOCMOTPETDL NI COXPAHUTDH BJIOXKEHHE COO6H_[€HI/I$I, HeO6XO):[I/IMO BBITIIOJIHUTE OJHO

U3 CJIeYIOUX NeUCTBUM:

1. BoibpaTh OJHO U3 BIIOXEHWN, BbI3BaTh KOHTEKCTHOe MeHIO, BBIOpPAaTb KOMaHIY

OTKpBITE.

2. BoibpaTh 0HO U3 BIIOXKEHWH, ABOMHBIM IIIEJIYKOM MBIIIM 110 UMeHU (ailyla OTKPHITh
CTaHJApTHOe CHUCTeMHOe OKHO U BbIOpAaTb BO3MOXKHbBIE JIEMCTBUS C BIIOXKEHHEM

(cM. PucyHok 28).

Omepuimae sconf_web3 docxs b

Bl COBMPAETEC OTKPHITH
5] conf_web3.docx

senAwmAcR: fJokymedt Microsoft Office Word (2.4 MB)

Kak MoiiOd¢uc Moura cnegyer obpaborate »or daiin?
(® Orkpwite B | Microsoft Office Word (no ysonuannm) w
() Coxpanuts daiin

l:‘ Eﬂl‘lD.ﬂ HETE 3BTOMATH4YECKW QNA BCeX {I}EI:'I.HDE SAHHIMD THNA-

Pucynok 28 - JleiicTBuS C BlIO>XXeHHEeM

5.7.3 CopTHpOBKa BJIOKeHUN

Jls1 COpPTHMPOBKM BJIOXKEHWM B IaHeJW BIIOXEHWW JO/DKHO HaxOIOUThbCsl 0oJiee OIHOTO

daitna. Breibepute ogHO W3  BIOXKEHWM, BBI30OBUTE KOHTEKCTHOe MeEHI0, BbIbepuTe
IlepecopTupoBaTh BJIOKeHMSI, Ha OSKpaHe OTKPOETCs WajoroBasl IaHejllb C BapUaHTaMH

copTUpOBKHU (CcM. PrucyHok 29).
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MepecopTHROBATE BIOKEHWUA

> TepeMecTUTL BNpaBo Al+Bnpasc
> MepemectuTb B koHey — Alt+Enc
= CopTvpoBka: A-H Alt+

Pucynok 29 - MeH10 cCOPTUPOBKY BIIOXKEHUH

5.7.4 Ynanenue BIOMKeHUH

,HJ'I?I YAaJieHus BIIOKEHU BOCHOHBBYﬁTer OIHUM M3 CJIeAYIOIIUX CIIOCO0OB:

1. BribepuTe OfHO W3 BIIOKEHHM, BBI30BUTE KOHTEKCTHOE MeHIO, BbibepuTe YHaJIMTh

BJIOZKEHHE.

2. Bribepute 0[1HO U3 BiIOXXeHUH, HaxkxMUTe kiiaBuiry Del.

3. BrizoBuTe KOHTEKCTHOE MEHIO, BbI6epI/ITe BI)IIIEJII/ITI) BCé, BBEIBOBHMTE KOHTEKCTHOe

MEeHIO, BI:»I6epI/ITe YnanurTh BIOXKeHHUS.

4. BbI3oBHTE KOHTEKCTHOE MeHI0, BbiOepuTe BeimenuTs Bcé, Haxkmute kiiaBuiity Del.

5.7.5 Pazmep mucbMa U BJI0KeHHH

CBEJIEHI/IH 00 OrpaHNYeHHIX Ha pa3dmMep IMMCbMd U BJIO>KEHHWU:

1. OrpaHuyeHue Ha pa3mep MKMCbMa B cyMMe cocTaBisieT 50 M0.
2. OrpaHuveHue Ha CyMMapHbI 06beM BiIoXeHH cocTaBisieT 20 M0.

3. OrpaHuueHHs: Ha KOJIMYECTBO BJIO>KEHUH HeT.

4. Cnemyer y4MTBHIBaTh, YTO IIPU 3arpy3Ke BIIOKEHW OHU KOHBEPTUPYIOTCS B ¢dopmaT

baseB4, H3-3d 3TOI'0 UX pa3Mep B IIMCbMe YBEJINYUBAETCS.

5. B naHenu BIIOXXeHHH OTOﬁp&)KElIOTCH dlefgymomue 3HAYEHUWsd. pa3Mep KaXXaoro

BJIOJKeHU ], 061HHﬁ pa3mep BCex BJIO)KEHMH, HpeJIHOJIaFaEMbeI pa3mep nmmcbma.
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5.8 OTBeTt Ha coolOLIeHHE

5.8.1 OTBeT oTIIPaBHTEIIO

YToOBI OTBETHUTH dBTOPY BXOIdIIero COOGH_IQHI/ISI, BblJeInuTe JaHHOe COO6H_[€HI/I€ B CITMCKe U

BBIIIOJIHUTE OFHO U3 CJIeIVIOIINX JIeMCTBUN:

— BbIOEpHUTE MYHKT KOMaHAHOTO MeHI0 Coobmienue > OTBeTHTS;

— OIeJIKHHUTe II0 CTpOKe COO6HI€HI/I$I HpaBOﬁ KHOIIKOM MBI U BBIIIOJHUTE KOMaHOy

KOHTeKCTHOTro MeHi0 OTBeTHTH OTIIPABHUTEJIO;

—B 00J1aCTM MPOCMOTpPA COOOIIEHUs] HAXXMHUTEe KHOIKY O (OTBerHTB OTIIPaBUTEII0

3TOT0 COOOIeHMS);

— "Haxxmurte coveraune kiaasuil Ctrl+R/Cmd+R.

HaﬂbHEﬁMHe IEeMCTBUSI BBINOJIHAIOTCS AHAJIOTUYHO JIeMCTBHUSIM Ipru CO31dHHWK HOBOI'O

COoO0DbIIIeHHs.

5.8.2 OTBeT BCceM nosry4aTesisiMm

YToOBI OTBETUTH dBTOPY BXOJd1iero COO6IJ.[€HI/IH " BCeM II0JIy4daTeJIsiM, BbIe/InTe IdHHOe

coobIlleHre B CIIMCKe U BBIIIOJIHUTE OJJHO M3 CJIeAYIOLIUX JeHCTBUH:

— BbIOepuTe MyHKT koMaHAHOTro MeHI0 Coobienue > OTBeTHTH BCeM;

— [IeJIKHHUTe II0 CTpPOKe COODIIeHUS HpaBOﬁ KHOIIKOM MBIIIA W BBIIIOJIHUTE KOMaHOy

KOHTEeKCTHOT0 MeHi0 OTBeTHTh BCeM,

— B 00/1aCTH MPOCMOTPA COODOIIEeHHsI HAXKMUTE KHOIIKY “ (OrBerutTH OTIIPABUTEI0 U

BCeM IIOJIy‘-IaTEJIﬂM) y

— gaxxmurte couetranue kiapuil Ctrl+Shift+R/ ¢ Shift+32Cmd+R.

HaHBHEﬁMHe JIEeMCTBUSL BBIINOJIHAIOTCS AHAJIOTUYHO JIeMCTBHUSIM IIpn CO30dHHWK HOBOI'O

COODIIIeHUS.

5.8.3 OTBeT B pacchuIKYy

YToOBI OTBETUTH Ha COO6H.[€HI/I€ B PACCBIJIKY, HEO6XOI[I/IMO BbIJEJINTb JdHHOe COO6U.I€HI/IE B

CIIMCKe, a 3aTeM BBIIIOJIHUTL OJTHO M3 CJIeAYIOIIHX JIeMCTBUM:
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- BbIﬁpaTb IIYHKT KOMdHJIHOT'O MEHIO Cooﬁme}me > OTBeTHTH B PACCBLIKY;

— OIeJIKHYTh II0 CTpOKe COO6H_[€HI/I$[ npaBoﬁ KHOIIKOM MBI W BBIIIOJIHUTD KOMaHOY

KOHTEKCTHOT0 MeHI0 OTBeTHTD B PACCBLIKY;

— HaxaTb coyetadue kiasuil Ctrl+Shift+L/{ Shift+$Cmd+L.

HaﬂbHEf/'IHII/Ie JIeVCTBUSI BBIIIOJIHSIOTCS. AHAJIOTUYHO OeHMCTBUIM Ipy CO3[1dHWK HOBOI'O

Coo0b1IIeHMS.

5.8.4 OTBeT Ha npuUrJIAlIeHHe HA COOBITHE

Ecm coobiienue siBiisieTcsi TpUrjaiieHueM Ha COOBITHe, MOATBEPAUTh WIM OTKJIOHUTH
ydacTve B COOBITUM MOXXHO IPSIMO M3 00JIAaCTH MPOCMOTPA COODIIeHUs, HaXkaB HY>KHYIO KHOIIKY
(IIpunsars, Bo3amoxno, OTkioHuTs). [I1ickMo ¢ oTBeTOM OyJieT aBTOMaThyecku chbOpPMUPOBAHO U
OTIIpaBJIeHO OpraHU3aTOpy COOBITHS, a COOBITHE OTMe4YeHO B KaJleHJape Y4YacTHHKA B

COOTBETCTBHHU C ero OTBETOM Ha IIpUIJIallleHHue:

® [IPUHATOE — 3dJIMBKA OIBETOM KdJIEHIdPD4, B KOTOprﬁ BHeCeHO CO6BITI/IE;

¢ OPDUEHTHUPOBOYHO IIPUHATOE (GI)IJIa Ha>XaTa KHOIIKA BOBMO)KHO) — 3dJ/IMBKad CBeTJIbIM

IOIBETOM KadJieHJap4,

L4 H€O6pa6OTaHHOE — 3dJIMBKaA CBeTJIbIM IIBETOM KdJIeH1dPA 1 OﬁBOJIKa ITYHKTHUPOM;

® OTKJIOHEHHOe COOBLITHe He OTO6pa>Ka€TC$I B KaJleHaape.

HO)ITBepJII/ITI) WJIN OTKJIOHUTb Yy4YaCTHe B COOBITMHM TakXe MOXKHO B KaJieHJ1dpe, B OKHe

IIPOCMOTpPA I1dapaMeTpPOB COOBITHS.

HO,Z[TBep,I[I/ITb HWjn OTKJIOHUTb Yy4YdCThe B COOBITUM TaKXKe MOXKHO Ha BKJIdJJKe

KHJIEHI[HPL, B OKHe ITPOCMOTpPA4 I1apaMeTpOB COOBITHS.
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BosmorkHa cuTyanus, korja cobplTye, Ha KOTOpoe IIOCTYIIWIIO IIpUIJIallieHue, llepeceKkaeTcs
II0 BpeMeHHU C JIPyT'UM COOBITHeM B KajleH/ape (IIPUHSTHIM, OPUeHTUPOBOYHO NPUHSTHIM WIH ellle
HeobpaboraHHbiM). O TakuMx cCiydasx, I[IOJIyYMBIIMX Ha3BaHWe «KOHQUIMKT COOBITHIY,

M0JIb30BaTeN b OyIeT npeaymnpexeH B dopMe npuriamienus (cM. Pucynok 30).

© KoHbnukr c cobbiTem 06cyx aeHe BONPOCOB NO pean3anHy

Bectpeya ¢ UXA n3 CKB KoHTyp

OTKpbITE KAaNeHgaps

© CerogHn, 6 aerycTa, BT
14:00 = 18:00 (GMT+03:00)

© SPB.4thFloorsSmall; SPB.4thFloor

(31 daniilz@green.myoffice-app.ru

MpUHATE Bo3MOMXHO OTKNOHUTB

Pucynok 30 - IIpenynpexnenue o KOHPIIUKTE COOBITHI

B cny4yae xoHduivkTa COOBITHH, YTOOBI MONYYUTH IONOJHUTEIbHYI0 WH(pOpPMAIUIO AJis
IIPUHATHS pelleHus 00 y4acTHUU, MOXKHO BOCIIO/Ib30BaThbCsl CChUIKOM OTKPHITH KajleHaaphb, Oyner
oTobpakeH ¢parMeHT KajleHJapsi C IlepeceKalolyuMucs CoObITUsIMU. [l cBOpaumBaHUs

c])par MEHTd KdJIeHdps CjieyeT HAdXXdTb Ha CCbUIKY CBEpHyTI) KaJIeH1aphb.

B HexoTOpBIX CilydasX pacKpeITh KajlleHJapb B IIMCbMe HEBO3MOXXHO. Torma BMecTo
cceikd  OTKpBITHh KajleHAApb B IpuriamieHud OynerT ccbuika Ilepeiitn B

KaJIeH{aphb, U IIPU HAXKATHUKW Hd Hee OTKPOETCSA BKJId[IKa KaJIEHgaQb.

IIpenynpexneHnre O KOH(QIUKTe TakKe IIOJIYYUT OpPraHU3aTOpP COOBITMSI B IIMCbME C
IpelJIO>KeHHeM O IlepeHoCe COOBITHSI Ha HOBOe BpeMsl, eCiId Ha 3TO BpeMsl y Hero B KajleHJjape eCTb
npyras Bcrpeda. B atom citydae [iiis mosmydenus 6osiee mogpo6HoM MHGOpMAaIMKU B NIpe/lJIoKeHNH

bynet ccbuika OTKPBITH IIJIAHHPOBITHK.
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5.9 Ilepecpuika coobuIeHNS

YTo0kI rnepeciiaTb COO6H.I€HI/Ie, HEO6XO,[[I/IMO BBIJI€JIMTH ero B CIIMCKe U BBIIIOJIHUTb OJHO H3

CJIeIYIOIINX IeMCTBUN:

— BbIOpaTh MYHKT koMaHAHOro MeHI0 Coobinenue > IlepeciaTsk;

— B 00J1aCTH IPOCMOTPa CO00IIIeHus HaxkaTh KHOTIKY <— (IIepeciaTh 3TO coobIIeHue);

— OTKPBLITb KOHTEKCTHOe MEeHIO MeJTYKOM HpaBOﬁ KHOIIKM MBIIIHA II0 CTPOKe COO6H.[€HI/I$I u

BBINIOJTHUTH KoMaHAy IlepeciaTh;

— HaxaTh coveTauue kiaasuil Ctrl+L/$Cmd+L.

HaﬂbHEﬁMHe JIeMCTBUS IMPOU3BOIATCA dAHAJIOTUYHO JeMCTBUSM Imprn CO31dHHWK HOBOI'O

COO6!I]€HI/I$I. Bce Bnoxenws, IIPpUKpeIl/IeHHbIe K IIepeCblylaeMOMY COO6HI€HI/IIO, dBTOMATH4YeCKH

OTIIPABJISAIOTCS YKA3dHHBIM dIpeCdTaM.

5.9.1 ITepechinika cooOIIIeHUsI B BHe YacTH MHCbMa

lnst Toro, yToOBI TepeciaTh COOOIeHMe KaK 4YacThb IUCbMa, BblibepuTe cooOIlleHHe B

CITMCKe, 3aTeM BBIIIOJIHUTE OJTHO U3 CJIeYIOMIUX J1eMCTBUM:

— BbIOepuTe MyHKT koMaHaHOro MeHI0 Coobienue > Ilepecnats;

— BeIOepuTe TMyHKT KOMaHAHOTO MeHIO Coobmenue > Ilepeciare kak > Yacrth

COO00IIeHN;
— OTKPO#TEe KOHTEKCTHOe MeHI0 coobieHus, BbibepuTe Ilepeciaars;

— OTKpOWTEe KOHTeKCTHOe MeHI0 coobOmieHusi, BelOepure IlepeciaTte kak > BayTpm

CO00IIeHU.

BYJIET CO31dHO HOBO€ IIMCbMO, CcoJepixKadllee B cebe TeKylgee IMKMCbMO B TeKCTOBOM

dopmate. B ctpoke Tema k Teme UCX0THOTO ITMCbMa OyzeT nobasieH mpedukc «Fwd:y».

5.9.2 IlepechuIKa COOOIEHHSI B BHIE BII0MKEHUS

HJISI TOrO, 4TOOBI repeciiaTb COOOIIIeHHe KaK BIJIOXKeHHe B IIMCHEMO, BbI6epI/ITe cooOIIeHre B

CITHCKe, 3aTeM BBITIOJIHUTE OTHO U3 CJIeIVIONINX JIeMCTBUH:

— BbIOepuTe MyHKT koMaHaHoro MeHio Coobienue > IlepeciaTth kak > Bioxkenue;
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- OTKpOﬁTe KOHTeKCTHOe MeHIO COO6H.[€HI/IH, BbI6epI/ITe HEPECJIaTb Kak > Bioxkenue.

Byner co3maHo HOBOe MUCHMO, K KOTOPOMY Oy/ieT IPHJIOXKEeHO TeKyllee MMChMO B hopmare

eml. B ctpoke Tema k Teme ucxogHoro nmucbMa OyzeT mobasieH npedukc «Fwd:».

5.9.3 IlepenanpaBiieHHe COOOIIIEHUS

Jliis  Toro, dYTOOBI TIepeHaNpaBUTb COOOINEHHe IPyroMy IIOJIb30BaTello, BhIOEpHUTe

coobIlleHre B CIIMCKe, 3aTeM BBIIIOJIHUTE OJTHO U3 CJIeYIOIIUX J1eMCTBUM:

— BbIOepuTe MyHKT koMaHAHOTo MeHI0 Coobienue > IlepenanpaBuTh;

— OTKPOKMTe KOHTeKCTHOe MeHI0 coob1ieHus, Bbibepute IlepeHanpaBUTh.

Byner co3maHo HOBOe MHCBMO, CofiepXalllee B cebe KONUIO TeKylero nuchMma. Beeaure
MMl TI0JTy4aTeJisi ¥ OTIpaBbTe MMUChMO.

5.9.4 PegqakTHpOBaThH KaKk HOBOE COO0IIIeHHe

Jlst Toro, 94TOOBI CO37IaTh HOBOe coobIlleHHe Ha 0Oa3e Tekyllero, BbibepuTe coobIleHHe B

CIIMCKe, 3aTeM BBIIIOJIHUTE OJJHO U3 CJIeAYIOIINUX JerCTBUM:

— BbIOepUTe NYHKT KomaHjaHoro MeHio Coobmienue > PegakTHpoBaTh KakK HOBOe

cooOIIeHME;

— OTKPOMTE KOHTEKCTHOe MeHIO cooOIneHus, BbiOepuTe PemakTHpoBaTh KaK HOBOe

cooO1IeHMe;

— Haxkmute codetanue kiasuil Ctrl+E/€Cmd+E Ha kiaBuaType.

BYHQT CO3[1aHa II0JIHAasd KOIIKMA TeKyIllero rmrucbMa.

5.10 TobaB1eHue mob30BaTe e K MepenucKe

YTo6BI }106aBI/ITb I10JIb30BaTeJIed K Iieperrcke, BBIIIOJIHUTE ClleAyroliue JIEeUCTBUS:

1. Hcnomne3yiiTe cylecTBylollee COOOIIeHHe Jis JajdbHeulleld MepernvdcKd OOHUM U3

CJIeIYIOIIMX CIIOCOOOB:
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— BBIJIEJIUTE COODIlleHWe B CIIMCKe JIeBOM KHOIMKOW MbIM. Bbibepute MyHKT

koMaHHOro MeHi0 CoobieHue > PerakTHpoBaTh Kak HOBOe COOOIIIeHUE;

— BbBIJEeJInTe COOGIIIEHI/IE B CIIMCKe HpaBOﬁ KHOMKON MbIIIKM. BruImojgHuTe KOMaHOy

KOHTEKCTHOTO MeHI0 PeJJakTHpoBaTh Kak HOBOe COO0IIIeHHe;

— gaxxmurte couetauue kiasuil Ctrl+E/$Cmd+E.

2. B oOTKpBIBIIEMCSI OKHe peJaKTUpOBaHUs COOOIeHHs J00aBbTe HEOOXOIUMbBIX

M0JIb30BaTeNIer B IIOJISIX KOMy 1 Komnus.

Hosele anpecaTel 6ynyT 00aBiieHbl K [Teperucke.

5.11 PaGora ¢ MmeTkamu

Coo0lieHHsIM  MOXKHO —TIPHCBAaWiBaTh Pa3jMYHble METKU: KaK IpeyCTaHOBJIEHHbIE
(manpumep, «BaxxHoe» win «J/IuuHoey), Tak U co3fgaHHble BpyuHylo. CooOIeHusi, oTMe4eHHble
MeTKaMH, MOKHO OBICTPO HAaMTH B CITMCKe C IIOMOIIbI0 MHCTPYMEHTOB, PAaCIIOJIOXKeHHbIX Ha aHeIn

opicTporo dbuinTpa.

5.11.1 IIpucBoenue MeTKHu

Y100k IMIPUCBOWTb OJHOMY WJIM HECKOJIbKUM COO6H.[€HI/I$IM METKY, HeO6XOI[I/IMO BBIJIEJIUTD

C006HIEHI/ISI B CIIMCKEe Y BbIIIOJIHUTb OJHO M3 CJIeJYIOIHX IEerCTBUM:

—BbIOpPaTh IyHKT KoMaHAHoro MmeHio Coobmenue > IIpucBouTh MeTKy U B

OTKPpBIBIIEMCS ITIOAMEHIO OTMETUTb q)ﬂa)KKOM Tpe6YEMYIO METKY;,

— MIeJIKHYThb II0 CTPOKe C006H_IEHI/IH HpaBOfI KHOIIKOM MBIIIH, Jajiee BbI6paTb ITYHKT
KOHTeKCTHOI'O MEeHIO HpI/ICBOI/ITB METKY KW B OTKpbIBHIEMCS IIOOAMEHIO OTMETHUTb

daxxkoM TpebyeMyro MeTKy;

— Ha IaHeJIM MHCTPYMEeHTOB HaXXdaTb KHOIIKY MeTKa U B BBHITIQJAIOMIEM CIHCKe OTMETHTh

daxKkoM TpebyemMyro MeTKy;

— eCJIM B CIHCKe BBI[eJIeHO OJHO COODOIeHHe, B 00JaCTH IPOCMOTpa COOOINeHus HaXKaTb

kHomKy occ (bosbme peiictBuii). Bpibpate nyHkT IIpucBoMTh METKY U B

OTKpbIBIIEMCA IIOAMEHIO OTMETUTDb (1)J'Ia>KKOM Tpe6yeMon METKY.
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Jnst OBICTpOM YCTAaHOBKM NIPelyCTAHOBJIEHHBIX METOK MOXHO WCIOJIb30BaTh KHOIIKU
KJIaBUATYPHI ¢ iudppamu 1-5. JIiist aToro Heo6xoaumo:
1. BuimenuTb 0JIHO WM HECKOJIBKO COODIIIeHU B CIIUCKe.

2. Ha xnaBuaType HakaTb LH(QPYy, COOTBETCTBYIOIIYIO MeTKe, KOTOPYX He0oOX0IMMO

YCTAaHOBUTD U1 BbIJeJIeHHBIX COO6H.I€HHI>1:

1 - Baxwnoe;
2 — Pabouee;
3 — JInunoe;

4 — K ucnonueHuro;

5 — OtnoxeHo.

B pe3yJjibTaTe CTPOKd B CITMCKe COOGH.IEHPIIZ 6y,ueT IIOMe4dYeHa [IBeTOM MeTKH, IIOMHMMO 3TOI'0

CITUCOK MEeTOK NMUChMa OyJieT oToOpakeH B 1ojie MeTKH (cM. PrucyHok 31).

1 0 B0 Tema AgTOp fata 1+ | B
0 - Fwd[2]: nucemo elena.smirnova elena smirnava 10.02 2022, 13:33
L
Elena Smirnova <elena.smirnova@lime.myoffice-app.ru> ¥ @' — E @ ] eee
Tema Fwd[2]: Mucemo 10.02.2022, 13:15
Komy MHe 1F

Pucynok 31 - CoobiiieHre, momeyeHHOEe MeTKaMU

5.11.2 Co3manue MeTKH

YT0o6BI CO3/1aTh HOBYIO METKY, BBIIIOJIHUTE CIIeyIOI1e JeUCTBUS:
1. Ortkporite Briiaky HacTpoiiku olHUM U3 CJIeIyIOMIUX CIIOCOOOB:

— BblOepuTe MyHKT KoMaHAaHoro wmeHio Coobmenue > IIpucBouth MeTky >

Yupasnenue MmeTkamus;

— IeJIKHUTe I1I0 CTPOKe J1000T0 COO6H.[€HI/I$I HpaBOf/'I KHOIIKOM MBIIIA U BBIIIOJIHATE

KOMaH/y KOHTeKCTHOro MeHi0 IIpucBouTh MeTKy > YIipaBiieHHe MeTKaMH;

— Ha IdHeJIM HWHCTPYMEHTOB HaXXMHUTE KHOIIKY MeTka ¥ B BbINAJAIONIEM CIIMCKe

BbI6€pI/ITe KOMaHY YIIpaBJIeHI/IE MeTKaMH;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MHWy, 2013-2024 65



MounOdunc

—eClIi B CIIMCKe BbIJeJIeHO OJHO C006H_IEHI/Ie, B objacTtu IIPOCMOTPA COO6H.[€HI/I$I

HaXMuTe KHOTIKY ¢=¢ (Bbosbine peiicTBuii). Boibepure nyHkT IIpucBonTh MeTKy U

B OTKpPbBIBIIEMCSA ITIOOMEHIO BbI6epI/ITe KOMaHOYy anaBJIe}me MeTKaMH.

2. Bo Bkianke Hacrpoiiku HaxkmuTe KHONIKY Co3aaTh.

3. B okae HoBasi MeTKa yKaXkuTe UMs U I[BeT MeTKH U HakmuTe KHOTIKY OK.

YTo6BI CO31aTb KW TIPHUCBOUTDH COOﬁIIIEHI/IIO HOBYIO METKY, BBIIIOJIHUTE Clieayroliye

IEeVCTBUSL:

1. Boipenure coobiiieHue, KOTOpoMy He06X0IMMO PUCBOUTH HOBYIO METKY.

2. OTkpo¥iTe OKHO CO3/1aHUSI HOBOM MeTKU OTHUM U3 CJIeAYIOIIMX CIIOCODOB:

— BbIOepuTe MyHKT kKoMaHIHOTO MeHI0 Coobmienue > IIpucBouts mMerky > HoBas

MeTKa;

— IIEeJIKHHUTE II0 CTPOKe COO6H_[eHI/I$I HpaB0ﬁ KHOIIKOM MBI U BBIIOJIHUTE KOMaHOY

KOHTeKCTHOI'O MeHIO HpI/ICBOI/ITB METRY > HoBas MeTKa,

— Had IdHeJIM HWHCTPYMEHTOB HaXXMHUTE KHOIIKY MeTtka U B BbIIIaJaronieM CIIMCKe

BbIbepuTe koMaHy HoBast MeTKa;

— eClIM B CIMCKe BBHIJeJIeHO OOHO COODIeHHe, B 00JIACTH IIPOCMOTPAa COOOIIEeHMS

HaXXMHUTe KHOTIKY === (Bonbine meiictBuii). Boibepute myHkT IIpucBouTH MeTKY 1

B OTKpPBIBIIEMCA ITIOIMEHIO BbI6epI/ITe KOMaHOYy HoBag meTKka.

3. B okne HoBast MeTKa yKaxuTe UMs U IIBeT MeTKH U HaxkmuTe KHONIKY OK.

5.11.3 PemaxkTHpOoBaHue MeTKH

[Ipu HeoOxoauMOCTH 111 1000 METKU MOXKHO U3MEHUTh UMsI U/WJTH I1BeT.

Yro6bl pefJlakTHPOBaTh METKY, BBIIIOJIHUTE CJIeAYIOle 1eiCTBUS:
1. Otkpotite Bkiaaxy HacTpoiiku olHUM U3 ClIelyIOLIUX CII0COOO0B:

— BeIOepuTe MyHKT KoMaHAHOTO MeHIO Coobmenme > IIpucBoutrs MeTKy >

YIIPHBJIEHI/IE METKaMM;

— IIeJIKHUTEe II0 CTPOKe JII060Tr0 COO6IJ.[€HI/I$I npaBoﬁ KHOITKOM MBI U BBITIOJHATE

KOMdHy KOHTEKCTHOI'O MeHIO HpI/ICBOI/ITB METKYy > lepaBJIeHne MEeTKaMH;
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— Had IdHeJIM HWHCTPYMEHTOB HAXXMHUTE KHOIIKY MeTtka u B BbIIIaJaronieM CIIMCKe

BbIOepuTe KOMaH]ly YIpaBjieHHe MeTKaMH;

— eClIM B CIMCKe BBHIJIeJIeHO OOHO COODIeHHe, B 00JIACTH IIPOCMOTPAa COOOIIEeHMS

HaXXMHUTe KHOTIKY === (Bonbine meiictBuii). Boibepute myHkT IIpucBouTH MeTKY U

B OTKpPbBIBIIEMCA ITOOMEHIO BbI6epI/ITe KOMaHOy anaBJIeHne MeTKaMH.

2. Bo Bkiagke HacTpoiiku BbijieniiTe TpebyeMyto MeTKy U HOKMUTe KHONIKY U3MeHHTB.

3. B oxHe PemakTHpoBaTh MeTKY H3MeHUTe WM W/WIM IIBET METKU U HaXXMUTe

kHonky OK.

5.11.4 Ilouck u copTUPOBKaA COOOIEHUI C METKAMH

HHH 6I)ICTpOFO ITOMCKa COO6HI€HI/IFI C METKaMH HYXXHO BOCIIOJIb3OBATbCA MHCTPYMEHTaMH

bUIbTpaIK U COPTHPOBKH.

Jnst oToOpaXkeHUs! B CIIMCKe TOJIbKO COODIIeHU C MeTKaMH, Ha [laHeJid ObICTPOro GbuiabTpa

HEOOXOIMMO HakaTh KHOIKY 8 MeTku . Jlyis oTMeHbI TipaBWIa GUILTPAIIMK HAXaTh JAHHYIO

KHOIIKY ITOBTOPHO.

B pexxuMe BKIIIOYEeHHOI'0o qJI/IJ'[pra 110 MeTKe MOZKHO BbI6paTb pexuMm TeroB (l)I/IJIpraHI/II/I

(cm. Pucynok 32):
— JI1000¥i 13 TeroB - B CIvcKe OyAyT MPHUCYTCTBOBATh MHUChMa, KOTOPHIM PUCBOEHEI JIFOObIe
13 BIOpAaHHBIX TETOB;

— Bce u3 TeroB - B crmcke 6y,11€T IIPpUCYTCTBOBATb IIMCbMAd, KOTOPbLIM IIPUCBOEHBI BCe M3

BbI6paHHbIX TEeros.

[7] 3agauw  [5] Kanengaps Vietha % 97 BeICTRBIA duABTp Y3 CHHXPOHM3ALMA

* o N 58 0 1 coobuenme

NMioboe mz | Bawwuoe .ﬂanne| K venonHauuio

MwBoe w3 | Peskum TEroB GrUALTRAaLMK | HATa slane

Bee w3 - elena.smirnova elenasmi.. 10.02.2022, 13:33 Bamuoe NaqHoe

Pucynok 32 - @unbTpaniys coo011IeHUH, TOMeYeHHbIX MeTKaMu
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YroObl COPTUPOBATH COOOINEHUS TI0 HAJMYMI0 METKH, IIeJIKHUTe 0 3aroJjioBKY CTOJ0Ia
Metka. Bce coobienusi ¢ MeTkaMu O0TOOpa3sTCsS B KOHIIe CITHMCKa coobieHuid. [Ipyu moBTOpHOM

1IeJjigKe I10 3aroJIOBKY CTOJI6I_Ia MeTtka Bce COO6H.[€HI/I$[ C MeTKaMH 0T06p83HTC5{ B Ha4dadJie CITMCKAd.

Y1o6bl OTMEHUTb COPTUPOBKY 0 HAJIMYMIO METKH, OTCOPTUPYHTe COOOIIeH sl B CIIUCKe 10

IpyroMy Ipy3HaKy (HampuMep, 10 jiarte).

5.11.5 Cuarue MeTKH

Yrobbl CHATH METKYy, YCTAHOBJIEHHYIO IJIsl OJTHOTO COOOIIeHHs, BBIIIOJIHUTE ClelyIoIue

IeVCTBUA:

1. Broimenurte gaHHoe cooOleHue B CIIMCKe.

2. CHumuTe GIakoK METKU OJJHUM M3 CIIOCOOOB, ONMCAHHBIX B pa3zeiie [IpUCBOUTEL METKY.

YToOBI CHSITH METKH Y BcCex COO6H.I€HHIZ B CIIMCKe, BBIIIOJIHUTE OJHO K3 CJIeJYyIOoMHnX

IeVCTBUM:

— BbIOepuTE MyHKT kKoMaH/IHOTO MeHI0 Coobmienue > IlpucBouTs MeTKY > YaaIuTh BCe

MeTKH,

— ILIeJIKHUTe II0 CTpPOKe JII060Tr0 COO6H_[€HI/I$I npaBoﬁ KHOITKOM MBI W BBIIOJIHATE

KOMdHy KOHTEKCTHOI'O MeHIO HpI/ICBOI/ITB METKYy > YnanuTh Bce MeTKH;

— Hd I[IdHeJIM THCTPYMEHTOB Ha’>KMHUTE KHOIIKY MeTtka u B BBINIaid0IIIeM CITHMCKe BbI6epI/ITe

KOMaHJly Y JaJIMTh BCe MeTKH;

— eCJI1d B CIIMCKe BbIeJIeHO OJHO COO6H.[€HI/Ie, B 00acTH IIPOCMOTPA COO6H.[€HI/I$I HaA>XMHTe

kHorky ¢e¢o (Bosibime pmeiicrBuii). BoiGepute mnyHkT IIpHcBOMTL MeTKy U B

OTKPpbIBHIEMCS ITIOAMEHIO BbI6epI/ITe KOMaHOy Y,IIHJII/ITI) BCeé MeTKH,

— HaXXMUTe kiIaBuiy ¢ 1udpoit 0 Ha KiaBUaType.

5.11.6 Yoanenue meTku

.HIO6YIO METKY MOXXHO YIdJIUTh. HJ’IH 9TOTI'O BBITIOJIHUTE CJIeAYyroue JIerCTBUS:

1. Ortkporite BkiIaaky HacTpoiku olHUM U3 CJIeIyIOMIUX CIIOCOOOB:
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— BblOepuTe MyHKT KoMaHaHoro wmeHio Coobmenue > IIpucBoutrh MeTkKy >

Yupasnenue MeTkamus;

— OIeJIKHHUTe I1I0 CTPOKe J000Tr0 C006HIEHI/I$I HpaBOﬁ KHOIIKOM MBIIIA U BBIIIOJIHUTE

KOMaH[ly KOHTeKCTHOro MeH!o IIpucBoOUTE MeTKy > YnpaBjieHHe MeTKaMH;

— Ha IdaHeJIM HWHCTPYMEHTOB HaXXMHTe KHOIIKY MeTka U B BbIIIaJdronieM CIIMCKe

BbI6epI/ITe KOMaHY ynpaBJIEHI/IE MEeTKaMH,

— eCJIM B CIIMCKe BBIJeJIeHO OIHO COODIeHHe, B 00JIaCTH IIPOCMOTpPa COOOIIeHU

Ha)XXMUTe KHOIIKY ¢cc (boabie meiictBuii). Boibepute nyHkT IIpucBouTH MeTKY U

B OTKPBIBIIIEMCsI IOZIMEeHIO BbIOepUTe KOMaHAy YNpaBJjieHHe MeTKaMH.

2. Bo Bkianke Hacrpoiiku BbiieninTe TpeOyeMylo MeTKY U HOKMUTe KHOIIKY Y AaJIMTh.

5.12 OT™MeTKa CcOOOIeHMIT

5.12.1 OTMeTKa NPOYUTAHHBIX WM HEIIPOYNTAHHBIX NIHCEeM

H3znavanepHO I[I0JIy9eHHOe ITMCbMO HAXOOUTCA B CTATyCe «He MNpoOYHUTAHO», WU IIOMEYeHO

CHMBOJIOM (cm. PucyHok 33).
1o | R | [ Tema

e MpurnaweHue Ha

o MNpepeapuTencHo

Pucynok 33 - HenpounTtanHoe coobienve

YToOBI OTMETUTH OHO HMJIM HEeCKOJIBKO COO6LH€HHﬁ KdK IIPOYUTAHHbIE UJIW HEIIPOYUTAHHbIE,

BblleJINTEe UX B CIIMCKe U BBIIIOJIHUTE OJJHO M3 CJIeAYIOIIUX IerCTBUM:

— BbIOepuTe MYHKT koMaHHOro MeHi0 Coobmienne > OtMeruth > Kak npounTanHoe /

Kak HEIIpOo4YuTaHHOe.

— IIIeJIKHUTeEe I10 BbIAeJIeHHBIM COO6H_IEHI/I$[M HpaBOﬁ KHOIKOW MBIIIX U BHIIIOJHUATE KOMaHOY

KOHTeKCTHOro MeHi0o OTMeTnTh > Kak npountanHoe / Kak HempouuTaHHoe.
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— B CTPOKe, COOTBeTCTBYIOIHEﬁ H€O6XOJII/IMOMy COOOIIeHHIO, IeJIKHUTE IO MapKepy

(cM. Pucynok 34), pacrosnoXeHHOMY B CTOJIOIE O (CopTupoBaTh 1m0 HpPH3HAKY

NPOYTEeHHUS);

— eCJIA B CIIMCKe BBIZIEJIeHO OJIHO COOOIleHue, B 00JIaCTU IIPOCMOTPA COODIIEeHUS HAKMUTE

KHOIIKY “=¢ (BoiblIe gelicTBUIL) U B BbIIaaloleM CIUCKe BblOepuTe MyHKT OTMeTHUTH

KakK npoyutaHHoe / OTMeTUTh KaK HeIIPOYUTaHHOe.

— B QHIJIMHACKOH pacCKiIaJike KjIaBUATyPbl HAXKMHUTE KJIdBUIITY M.

3 oflp o Tema

=)

MpurnaweHwe Ha

=)

MpaasapuTenbHO

MpegnoweHe oo

Pucynok 34 - OTMeTka cOOOIIeHus KaK HeIIPOYUTaHHOe

5.12.2 OTMeTKa MPOYHTAHHBIX COOOIIEHUI 3a MIePHO]] BpeMeHH

CYHIECTBYET BO3MOXHOCTb OTMETUTb KdK IIPpOYHUTAHHbIE COO6III€HI/I$I, IoJIydeHHbIe 3a
3aJaHHbIM rmepuoa BpeEMEHHU. ,HJ'[H 3TOro B CIIMCKe COO6IH€HHfI OTKpOI:ITE KOHTEKCTHOe MEHIO MU
BbIﬁepI/ITe Ormeruts > Kak npoYuTaHHBIC TI0 JIaTe. Ha JKpdHe IIOABUTCS OHWAJIOrOBO€ OKHO,
I[mo3BoJisioniee BBeCTU Ilepyuol IIOCTYIUIEeHUA COO6M€HHﬁ, 3d KOTOprfI BBl XOTHUTE€ OTMETUTDL

coob1eHs Kak npounTaHHble (cM. PucyHok 35).

OTMeTUTE cooBlUeHUA KaKk NpodMTadHee No jare 4

OTMETUTE cO0BLIEHMA Kak NPOYMTAHHBIE C | 16.[]5.2[]22] ]

no: | 26052022

orama

Pucynok 35 - OTMeTka IpOYMTaHHBIX COOOIIeHUH 3a [1epro]] BpeMeHU
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5.12.3 IToMmeTKa c0001LIeHHUH KAaK CIIaM

,HJ'IFI TOTO YTOOBI IIOMETHTh COO6H.[€HI/Ie KdK CIIaM, BbIJeJiInTe ero B CIIMCKe W BLIIIOJIHUTEe

OJHO U3 CJIeYIOIINX IeNCTBUN:

— BbIOepuTe MyHKT kKoMaHAHOTro MeHI0 Coobienue > Otmerutsh > Kak cram;

— HIeJIKHUTe II0 CTPOKe COOOIeHus] MpaBOM KHOIKOM MBIIIM M BBIIOJHUTE KOMaHIY

KOHTeKCTHoro MeHio OrtMerutsb > Kak CIIaM,;

o o LR
—B obsmactv INpocMOTpa cCOOOIIeHUs Ha IaHeNu JeWCTBUM HaXXMHUTe KHONKy L.

(OTMeTuTh 3TO COOOITIEHUE KaK CIaM);

— HAXXMUTeE KHOIIKY J Ha KJIaBUdaType.

Coob1eHre nepeMecTUTCS B HankKy «Cramy.

HIISI TOT'O YTOOBI BepHYTbH COO6HI€HI/IB u3 nanku «Cram» B HNCXOJHYIO IIAllKy, BBIIIOJIHUTE

OJHO U3 CJIeAYIOIINUX IeHCTBUN:

— BbIOepuTe MyHKT koMaHaHOTro MeHI0 Coobirenue > OTMmeruts > Kak He criam;

— IIEeJIKHUTE II0 CTPOKe COO6H_[eHI/I$I HpaBOﬁ KHOIIKOM MBI U BBIIOJIHUTE KOMaHOY

KOHTeKcTHOro MeHi0 OTMeTuTh > Kak He criaMm;

— B obJractu IMpOCMOTpa COO6IJ.[€HI/IH Ha MaHeJIM JeUCTBUM HaXMHUTe KHOIIKY He cnam

(OT™MeTuTh 3TO COODIIeHMe KaK He CIIaM);

— HaxxmuTe codetanure kiaBuin Shift+J/ ¢ Shift+J Ha knaBuaType.

5.13 Pabora ¢ ¢psraramu

JIro60e coob1ieHre B CIIMCKe MOXHO OTMeTUTh ¢piaroM ™, yToObl 06JIerYUTh ero IOMCK B

JaJIbHeUIIIeM.

OTmedeHHBIe COODIIIEHHS XOPOIIIO 3aMeTHbI IPH MPOKPYTKe CIMCKa Bpy4Hyto. Kpome Toro,

JJIA IIOMCKA JAdHHBIX COOGH.IEHI/II‘/’I npeaycMoTpeHbl HHCTPYMEHThI Cl)I/IJ'IpraLII/II/I 1 COPTUPOBKHU.
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5.13.1 OTmeTKa coobiieHus ¢arom

YToOBI OTMETUTH OJIHO WM HECKOJIbKO CooOIeHui ¢aaroM ™, BbIJIeNIUTe TaHHBIE

COO6IL[€HI/IH B CIIMCKEe Y BBbIIIOJIHUTE OOHO M3 CJIeJYIOoInX JIEerCTBUM:

— BbIOepuTe MyHKT KoMaHaHOoro MeHI0 Coobirenue > OTMeTuTs > Par;

— IIIeJITYKOM Hp&BOI:I KHOIIKHM MBI OTKpOﬁTe KOHTEeKCTHOe MEHIO W BBLIIIOJIHNTe KOMaHIYy

OtMmeTuTs > Par;
— B CTPOKe, COOTBETCTBYIOIIe He0OXOAUMOMY COODINEeHUIO, IIeJIKHUTe 110 MapKepy

(cm. Pucynok 36), pacnonoxeHHOMYy B CTOjbIie ™! (CopTupoBaTh N0 HAITHYHIO

¢dnara);

— B aHIJIMMCKOH pacCKilaIKe Ha>)XMUTe KJIdBUIITY S.

1 0 B 0O Tema

Tl MpurazweH1e Ha

T NpegsapuTensHo

NpepnomeHue ac

Pucynok 36 - OtMeTka coobiienust ¢guarom

B crpokax BbIOpaHHBIX COOOIEHUH, B CTO/OIIe K~ (CopTupoBars 1o Hatuuuio dJiara)

otobpasurcs ¢piar

Y100k YAaJIIUTh (1))'[81", BbIJeJINTe Tpe6y€MbIe COO6H.[€HI/I$[ W BBIIIOJIHWTE OAHO M3 OIIMCAHHBIX

BBILIIe JeWCTBUM ITIOBTOPHO.

5.13.2 ITouck coobuenwuii ¢ ¢piarom

Ins 6picTporo moucka coobineHuit ¢ ¢drarom BOCIIOJIb3YHUTECh WHCTPyMEeHTaMU

$UIBTPau U COPTUPOBKHU.

YTobObl OTOOpa3uTh B CHMCKE COOOIIEeHUs] TOJIbKO C ¢yaromM M, Ha IaHeJU ObICTPOTO

$unbTpa HAXKMUTE KHOMNKY ™ ®nar . yro6u orvenuts paBwiIo GUIbTPAIMH, HAXKMHUTE JaHHYIO

KHOIIKY ITOBTOPHO.
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YTo6Bl COPTHPOBATH COOOIIEHUS IO HAIMUYKIO ¢Jiara ¥, MeJIKHATe 10 3ar0JIOBKY CTOJIONA
N (CopTupoBars mo Haaununw ¢uiara). Bce coobiienusi, otMmeueHHble diarom M, 0oToOpassTcs B

Havajle CIIMCKa coobimeHui. [Ipy MOBTOPHOM Iedke IO 3arojIOBKy CTOJIOIA F‘j (CopTHupoBaTsh

110 HAJIUHIHUHO (l)JIaI‘a) BCe COO6HI€HI/I}I, OTMeYeHHbIe (1)JIaFOM ) OTO6p83HTC$I B KOHIIe CITMCKAa.

Y1o6bl OTMEHUTH COPTUPOBKY IO HaMW4Mi0 ¢uiara ™, OTCOPTUPYHTe COODIeHUsI B CIIHMCKe

10 IpyroMy NpY3HaKy (HampuMep, IO jiate).

5.14 KonmupoBaHue niu nepemMenieHme coo0ImeHHin

YTo6bI KOIMPOBATH WM ITepEeMEeCTUTh OJHO WJIM HEeCKOJIbKO COOOIeHHH B IPYTyI0 HalKy,
BBITIOJTHUTE CJIeIYIONHe IeUCTBUS:
1. Brigenute cooOiieHusa B CIIUCKe.
2. BoimonHUTe KOMaHy KOIMMPOBAaHWS WM I[lepeMellleHHs OIHUM U3 CJIeyIONINX
CHOCO0OB:
— BbIOepuTe NYHKT koMaHgHOTO MeHIO Coobmienme > IlepeMecTHTH B HANIKy WU
Coobmrenne > KonmupoBarts B Hamnkys;
— [IEeJIKHUTe TI0 BBIJIeJIEHHBIM COOOINEeHUsIM ITpaBOM KHONKOW MBI W BbibepuTe

KOMdHy KOHTEKCTHOI'O MeHIO HEpEMECTI/ITB B IIAIIKy WU KOHHPOBHTB B IIAIIKY.

3. B OTKpPbIBIEMCHA IIOAMEHIO YKaxxute MaIiKy, B KOTOpPYIO HeO6XOIII/IMO

HEPEMGCTI/ITI)/CKOHI/IPOBaTb BbIleJIeHHbIe COO6HI€HI/I}I.

5.15 BeIcTpbIi GUILTP COOOIIeHMIH

[Tanens OvicTporo ¢uiabTpa INpefHa3HauyeHa /i (UIbTPAllMM CIMCKA COOOIEeHUH IO

Pa3/IMYHBIM [IapaMeTpPaM.

Y1o6bl CKPBITH/O0TOOPA3UTh IMaHesb OBICTPOrO GUIIBTPA, BBIIOJIHUTE OJHO U3 CJIeAYIOLIUX

IeVCTBUM:

— B KOMaHHOM MeHI0 CHUMHTe/TiocTaBbTe diaxok Bux > IlokasaTs / ckpbITh > Ilanesnn

ObICTPOro GUIBTPA;

G =
— Ha [aHeJI MHCTPYMEHTOB IIPUJIOJKeHU HAKMUTe KHOIIKY U BoicTpBIi GuaeTp -

— Haxxmurte codetanue kiasuil Ctrl+Shift+K/ 7 Shift+32Cmd+K.
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B oxHe coob1ieHu osBUTCS NaHeNb ObICTporo puiisTpa coobiennii (cM. Pucynok 37).

Cosgeto (] Appecrarwwera (7] 3agewn  [5] Hanewaape [0 Mema~ 57 Eocrpodidumstp ¥4 Cixpommsaumn

# @ HenpounTakHoie ™ ©nar & Howrakt @ Memen § Bromesia 20 cacBuermnil Smirnov )

e [(Om Y | eme | Tany

Mpuraawerne va c2puso cobemui «062ope 15/07/2022, 12:00 |GMT+02:00) elena smirnovatachwr myoffice ru

n NPUHATD Ha cepuso cobbmui «Mpoekt 1v 05072022, 11:00 {GMT+03:00) VW admin@techwrmyoffice.ru

Pucynoxk 37 - Ilanens 6bicTporo ¢uibTpa coob1IeHUI

— HOXMUTe KHONKY # 11 puKcanuu GUibTpa [Py IepeKIt0YeHrH 1alloK;

— HaxmuTe KHONKy @ HenpouuTaHHble g oTOGpakeHHs] TOJBKO HEIPOYMTAHHBIX

COOOILeHUI;
— HaXKMUTE KHOIKY N ®nar IUTsl OTOOpaskeHHsl TOJIbKO TIOMEYeHHBIX COOOBIIeHHIA;

L] o 9
— HaxmuTe kHomky @ KOHTAKT ng oToGpaskeHust TONBKO COOBIIEHMIT OT JHOfiell U3

Balllel afjpeCHOM KHUTH;
— HAOXMUTE KHOIIKY 8 MeTkM g oTOOpakeHus TOJILKO COODINEeHUM, UMEeIOIINX METKH;

— HOXMUTE KHOIIKY 0" BnomeHun IJIsT OTOOpaskeHUsI TOJIbBKO COOOINEeHUM, WMEeIOITUX

BJIOJKEeHH

- PICI'IOJII)SYFITE I1oJj1e (l)I/IJIpra JIJIS BBOJIA I1a0JIOHA TTOMCKA.

Inst dunbpTpanyy cooOleHUi 0 TeKCTy B IPaBOM 4YacTH IMaHeJIM HaXOJWTCS I0jie BBOJA

mabsoHa dwibTpanuu. [1pu BBojie TekcTa:

— [OSIBATCSL KHOTIKM, TIO3BOJISIONIME BbIOpATh IO, K KOTOPbIM OyJeT IpuMeHeHa
dwibrpanus: OrnpaBureinto, Ilonyuarensm, Teme, Temy;

— OyJleT U3MEeHSThCS COJIepXKUMOe CITUCKA COODIeHU;

—cjleBa OT ToJis BBoja OymerT oTobOpaXkaTbCs TeKyllee KOJWYeCcTBO COOOIIeHHUH,

COOTBETCTBYIOIINX JAaHHOMY QUIIBTPY.

5.16 Hacrpoiika ¢puabTpanum coodIeHui

Ilns penaktvpoBaHust GUIBTPOB COOOIIEHMI BblOepUTe ITyHKT KOMAHJIHOTO MEeHIO

HNucrpymenTtsl > ®uabTpbl coodbmenuii. Ha skpaHe MOSIBUTCS 1MAjIOTOBOe OKHO YIIPaBIIeHHs

¢dunbrpamu (cM. Pucynok 38).
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4 DUALTPE coaBLyeHWE - O X
Ounetper an: | (G2 Mouta gna salexandrsmimoy @techwr.myoffice.rus w 2 Mouwck PUALTROE NC MMEH
BrnrouBHHbIE HUNLTPE! 33MYCKAKOTCA BETOMETHYECKN B YKAZAHHOM HITKE NOPAAKE, 1 punetp
nia rineTpa Bratoyen Coznats... W
CrampHos
lzraenuT
ad ATb
B navano
Braue
Hiaz
b KoHEL,
3anycTuTs BalGpaHHele dUALTpE B Nanke B Bxoprupe va Mowra gna salecandrsmimo.. % AamycTuT XypHan dwnstpos

Pucynok 38 - /IlnanoroBoe 0OKHO yTnipaBiieHUsI QUIbTPaMU
B cniicke otobpaxkatoTcs GUIbTPHI, CO3/IaHHbIe /1J1s1 BBIOpAaHHOM MalKU.

J171st paboThI ¢ GUIBTPaMH AOCTYTIHBI CJIeyIolIre JeHCTBUS:

- HCHOJII)SYFITE IepekjirovaTesib (I’I/IJII)TpLI JJIA BbIﬁOpa I1aITIKH,
- HCHOHBByﬁTe I10Jie IIOMCKa Cl)I/IJ'[bTPOB JJId IIOMCKa (anpra 110 UMEHMU,

— HaXXMHTe KHOIIKY C03,T.[aTI) JUISL CO3/IaHMsI HOBOro GMIIBTPA;

—ecJid B CIKCKe BbIOpaH GWILTP, TO NMpU HakaThd KHONKA Co3maTh B BbINAaloleM
MeHI0 OyaeT AocTynHa KHomnka KommpoBaTh, HaXXMuTe ee [Jil CO3[IaHHS KOIHU
BBIOPAaHHOTO GUIIBTPA;

— HAXXMUTe KHOIIKY Y XaJHUTh i yaajneHus: GuibTpa;

— JIJIsl HABUTAIMH 110 CIIMCKY PUIBTPOB UCHOJIb3yHTe KHONKK B Havyano, Beime, Huxe, B
KOHeII;

— U1 3anycka ¢uibTpa BbibepuTe ManKy B BBINNAJAONEM MeHI0 3allyCTUTh BbhIOpaHHEIe

(l)I/IJII)TpLI B IIAIIKe, 3aTeM Ha>XMHTe KHOIIKY SaHyCTI/ITb;

— HaXMUTe KHOIIKY #KypHan GuiIbTpoB [1Ji1 0TOOpaXkeHUs! KypHajla, B KOTOpoM cobpaHa

WCTOPUS IIPUMeHeHUs! QUIILTPOB.

HHSI TOTO, YTOOBI IIpUMEHHUTDb Cl)I/IJ'IprbI K IIaIlKe, BbI6epI/ITe IMYHKT KOMdHJHOI'O MEeHIO

HNucrpymentsr > Ilpumennts GuiabTphl K mamke. /[Jjis Toro, 4Tobbl NMPUMEHUTb QUIBTPHI K
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KOHKpPeTHOMY COO6IJ.[€HI/II-O, BbIﬁepI/ITe COO6H.[€HI/Ie B IIdIIKe 3dTeM BbI6epI/ITe IIYHKT KOMdHJHOI'O

MeHi0 UHcTpyMeHTsI > IIpuMeHUTHh QUIBTPHI K COOOIIEHHUIO.

5.17 Co3panue punbTpa coodIIeHHH

Hnst co3nanus GpuiibTpa COOOIIEHNI BBITIOJIHUTE OJTHO M3 CJIeJIyIOUIUX JIeUCTBUH:

— BeIOEpHUTE MYHKT KOMaHIHOTO MeHI0 Coobienue > Co3gath QUILTP;

— BbIOEpUTE TMYHKT KOMaHAHOTO MeHI0O WHcTpymMeHTHI > ®PuUiabTpbl COOOIIEeHHII, B

OTKpbIBIIEMCS OUadJIOTe GUITBTPOB HAXKMUTE KHOIIKY COBlIaTb;

— B OKHe IPOCMOTpA COOOIIEeHWs HaBeJIUTe Kypcop Ha IOYTOBLIM aJipeC U BHI3OBUTE

KOHTeKCTHOe MeHIO U HA’KMHUTe COBlIaTI) (l)I/IJII)Tp Hn3.

Ha skpaHe mosiBUTCSI IMA/IOroBOe OKHO CO3/aHus MpaBuil dusbTpanuu (cM. PrucyHok 39).

Mpagwna fuAsTRaUMK 4

Hun @unstpa: | From Elena
NMprmenATE $HALTE NpH;
JANYCKE BRYHHYHD

MomyueHie Hosoi nouTs:  PUALTPOEATE NEPE] AHANWICM Ha Cnaw ™

Apgzuoaumn
Mocng oTnpagki NoWTsl

Mepnogudeckn, pas g 10 muaHyT

O BranonHennm BCEX yONOENR Boinoanernu Aoboro us yonosme Bes wakux-nnbo yonoewa

Or b COAEPANT w Elena +

MponaecgnTe CAEAYFILUME JEACTENR:

MepemecTnme coobwe... v B Bxonawme na Moura gna <alexandrsmimovitech.., +

0K OTsiesa

Pucynok 39 - /IluanoroBoe 0KHO cO3/JaHUS IPaBWI GUIIbTPAIIUU

Jst co3nanus GubTpa BIIIOIHUATE ClIeIyIoIIue eHCTBUS:

1. Bribepute Ha3BaHue GUIBTPA.

2. Bribepute cobbiTHe 3amycka GUIbTpa:
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— IIpY 3allyCKe BPY4YHYIO;
— IIpY [IOJTyYeHUU HOBOM IOYTHI;
— IIPY apxXUBaluy;

— I10CJIe OTTIPaBKU IIOYTHI;

— ¢ nepuoaoM 10 MUHYT.

3. Chopmupyuite ycioBue cpabatbiBanus GWIbTpa, Uil 3TOTO BbIOEpUTE  IIoJie
¢dunpTpanyy, yciaoBhe M mabioH. IIpy HEOOXOOMMOCTHM MOXHO CO3[aTh HECKOJIbKO

YCJIOBUM.
4. CcoopmupyiiTe neiCTBUS JIJIsl IMCEM, COOTBETCTBYIOIIMX YCJIOBHUSIM JJAHHOTO GHIIbTPA.

5. Haxxmure kHonky OK, ¢uibTp Oyner co3zaH, Ha 3KpaHe IOSIBUTCS IMAJIOTOBOe OKHO,

coepialiiee CIIMCOK BCeX Cl)I/IJ'IprOB.

5.18 HacTpoiika aBTOMaTH4eCKOro oTBeTa

CymiecTByeT BO3MOXHOCTb OpraHM3allMd  aBTOMAaTHYeCKOTO OTBeTa Ha IKMCbMa
MOCPeJICTBOM  CO3JlaHUs I1abJIoHA W JajbHeWIed HAacTpOMKU ¢UIbTpa COODIIeHUH ¢

HCIIOJIb30BAaHKUEM 3TOI0 I1abJI0Ha. ,HJ'IFI HaCTpOﬁKH dBTOOTBETA BBITIOJIHUTE CJIeAyronire JerCTBUS:

1. CoszpaiiTe 1m1abii0H nrMcbMa aBTOOTBeTa. Co3jlaliTe HOBOe COOOIIeHre, 3aTeM COXPaHHTe

ero Kak ImabJioH IMoCpeCTBOM BBIIIOJIHEHHWA KOMAHIbI dain > COXpaHI/ITI) KakK >

IITa610H.

2. Hactponte ¢uibTp cO0OIIeHMI, MCIOJIB3ysl HaHHBIMA IabsoH. Jlns aToro cosjaiirte

HOBBIY GUIBTP COOOIIIeHUH, 3a/1aiiTe HeOOXOIUMble YCIIOBUS GUIIbTPAIIMH, a B KaueCcTBe

neiicteus BeiOepuTe OTBeTHTH IO MadIoHy (cM. PucyHok 40), 3aTeM B BbINazjaromnemM
crivcke BblbepuTe HeoOxonuMmbid mabnoH. Haxmure OK, $unbTp aBTOOTBeTa Oyner

CO3/1dH.
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Mpaewna guneTpaLmm b

Kpta puneTpa:
MNpumensTe GuasTp npy:
JaAMyCKe BEyYUHYI

Monysenun HOESHA NodTe: | TWANTPOBATE NEPEs AHAMNZOM Ha CAM

Apx AL
Mocne oTRpaEkKK NoYTE

MNepnogruecss, pas s 10 munyT

0 Bunoaxesnu ecex yonosuii BbinoaHEsWH AKGOMD W2 YCNOEWR bez kawux-nube yenoeni

Or b COBMNANIET C % alexandersmimovEtechwr@myef,  + -

MpoysecauTe cregyrowne gelcToma:

OTeeTuTe Mo WAGNoHY hi +

I You have been mentioned by Elena Smimova rI |

0K Oraena

Pucynoxk 40 - Wcnonb3oBanue 1m1a610HOB IpY CO3[JaHUU NIpaBriIa GUIbTPALU

5.19 Obcy:xnenus

Pexxum o0OcysxzieHust TI03BOJIsIeT OToOpaXkaTh COOOIeHHs B HepapXH4YeckoM Buje. ITO
yIOOHO HCIONb30BaTh B CHUTYallMsX, KOTJIa HECKOJbKO JIIOflel OTBedaloT Ha COOOINeHus B

pacchUIKe.

HJISI npencraBjieHuda CIIMCKA IIMCeM B BHUe O6CY)K)I€HI/I§[ Ha IIaHeJIM HWMHCTPYMEHTOB

HA)KMHTE KHOIIKY BbI30Ba MeHI0 — (MeHio MoitO¢muc ITouta), B mosiBUBIIIEMCSI MEHIO BbiGepuTe
Bup > CoprupoBka > Ilo obGcyxpmenusam. [lyis Bo3BpaTa B UCXONHBLIM BHI Bbibepute Bupm >

CopTtupoBka > He 1o o0cyx1eHUsIM.

B pexxuime o6CyXmeHUsI OKHO CO CIIMCKOM COOOIIEHUM BBITJISIAUT CIIeYIOIMKUM 00pa3oM

(cM. PucyHnok 41).

1 s v HanomuHaHue o cobbITMW HanoMMHaHKUA @ EneHa CMupHOBa EneHa CMHpHOBA
HanomwHaHWe o cobibiTMi HanomuMHaHKWA @ Enena CvupHosa Eneta CrmpHosa
HanomwHaHwe o cofibiTui HanomuHaHWA @ EneHa CMHpHOBEa EneHa CMmpHOBE

Pucynok 41 - OtobpakeHue crivcka coobIeHui B BUjie 06CyXIeHuH
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CymiecTByeT BO3MOXHOCTb BBITIOJIHEHUSI AENCTBUS Jid BCeX COOOIeHWH B BeTke
obOcyXJleHusl - Halpumep, YIalWTb, 3aapXWBUPOBATh WM INOMETUTb WX. [ljis 3TOro BblAesnTe
CBEpHYTYIO BeTKY U BblIOepuTe COOTBETCTBYIOIlee AeHCTBHe, HalpuMep, UCIOJIb3yss KOHTEKCTHOe
MeH!o. [lo-mpexkHeMy BbI MOXKeTe BBIIIOJIHATH JeMCTBUS Uil JIFOOOr0 OTJeJIbHOI0 COODIIeHHH,

pa3BepHYB BeTKYy U BbIOpaB HE0OX0OAuMoe COoOoDIIeHue.

Eciy pasroBop B CIIMCKe pacChUIKA BaCc He MHTepecyeT, Bbl MOXeTe ero MpOomyCTUTh. JTO
CKpoeT (HO He YJIaJIUT) BEeTKY M3 Balllero CIMCKA COOOIIEeHUH M OTKIIIOYUT YBeJIOMJIeHUS O HOBOU

Imo4yTe aJisi HOBBIX OTBETOB.

5.19.1 IIponycTuTh 00CYyXKIeHHE

JlaHHAasi BO3MOKHOCTb HCIIOJIb3YeTCS JIJIsi CITUCKOB pacchulkv. OHa TMO3BOJIMT HE YUTAThb
OCTaJIbHYyI0 YacThb pa3roBOpa, KOTOpas BaM He OYeHb HMHTEpPeCHa, HO MPU 3TOM OCTaBUTh

BO3MOXHOCTb CJIeIUTh 3da BCEMU JPYTYMU PA3T'OBOPAMHA.

Yrobbl MpONYCTUTh OOCYXIeHWe, IeJKHUTe II0 HeMy IIPaBOM KHONKOH MBIIIM U B
BbINajatoieM MeHio BbiOepuTe IIpomycTuTh 00Cyx)meHue, 6o Haxmure kiaBumry K. Oto

MI03BOJIUT TIOMETUTh BCe CO0DIIeHNs B BBIOPAHHOM pa3roBOpe Kak MpOoIlyIlleHHbIe.

5.19.2 IIponycTHTH BeTKY 00CYXKIeHHUS

HaHHaH BO3MO>XHOCTDb IIOXO>Kd Ha HpOl’lyCTI/ITL oﬁcy)lcp;enne, HO TMPOITYCKAIOTCA He BCe
COO6H_IeHI/I§I BeTKH, 4 TOJIbKO Te, KOTOpble HAYMHAIOTCA C TEeKYyIlero COO6IJ.[€HI/I$I. OJTO MOKHO
HCIIOJIb30BATb [JId TIIPOIIYCKd PpPd3T'OBOPOB, KOTOPbIE BbIXOOAT 3d PdMKU TeMbl HdYWHAS C

OIlpeie/iIieHHOI'O OTBeTa.

YTo6BI IMPOITYCTUTDb BETKY OﬁCY)KI[EHI/ISI, IIeJIKHHUTe [0 HeMy HpaBOfI KHOIIKOY MBIIINA U B

BBIIIaJ4IOIMIeM MEeHIO BbI6€pI/ITe HpOIIyCTI/ITI) BETKY 06cy)lmem/m, JIN00 HAXMUTE COYeTaHHe

kyaBuin Shift+K/{ Shift+K.

5.19.3 OTcnexxuBaTh 00CyKIeHHe

HaHHaH BO3MOXHOCTb HCIIOJIb3YyeTCA MJid CIIMCKOB HOBOCTeH, KOTOpbIe Bd’XHbI [JId

roJib3oBaTesisd. YToOnl OTCJIeIUTb WK IlepeCTaTb OTCJ/Ie’)KMBATb HOBOCTHYIO BETKY, IIEJIKHUTe II0
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HeH HpaBOﬁ KHOIIKOM MBIIIM W B BBIIIAJAIOINEM MEHIO BbI6epI/ITE/ CHUMUTE IIepeKirodaTellb

OTciexxuBaTh 00CyKIeHHe.

5.20 ITouck cooOIeHHi B IIankKe

Jlnst moricka coobiienust BbibepuTe NMyHKT koMaHHoro MeHio IlpaBka > Haiitu > Ilouck

coobmenuii, 6o Bocnonb3ytech coderanueM kiaBuil Ctrl+Shift+F/ ¢ Shift+¥Cmd+F. Ha

SKpaHe IMMOSIBUTCS JUAJIOTOBOE OKHO TIOMCKA COOoOIeHuid (cM. PrucyHok 42).

4 Mowce cooBuyennii.,. - 0 3
Wekate B nanse: E Exogaune na Moura ana salexandrsmirmovBtechwrmyoffice.us  ~ m
Binpruan BnoseHHEE NANKA QTS

JamyCTUTE NOWCK HA CEpEEpE
u BranonHEHMN BCEL YoNOBMIA BeinoaxeHyws mnborne u3 yonoesi
Tema il COLERHMT i Elena -
oo Tema LeTop Kap.. | Pacnonoserue i i)

[Echa] You have been mentionzd by .. Elena... .. Bxogawe
[Echo] You hawve been mentioned by ... Elena... .. Bxogruwme
[Echo] You have been mentioned by . Elena... .. Brogawme

OTiprTe MNepemecTiTs & ELTNS OTKPEITE B Nanke CoppaHnTs Kak EWPTYANLHYH Nanky

HIRgeHo 3 CoOBNageHuA

PucyHok 42 - JluanoroBoe OKHO TTOWCKa COODIIEeHUH

HHSI IIOHCKa aZipeCa BBIIIOJIHUTE ClieAyroliue IEeUCTBUS:

1. BribepuTe MecTo morcka (KOHKPETHYIO TATKY).

2. HaCTpOﬁTe IIOMCK BO BJIOKE€HHBIX IIaIlKaX IIeperirodaTesiemM Bxiouas BIIOIKeHHBIE

IaIKH.

3. Bribepute BHJ NoMCKa (Ha cepBepe/JIOKaIbHO), UCIIOJIb3Ysl epekiitouaTeslb 3allyCTHTh
TOKCK Ha cepBepe.

4. CdopmupyiiTe 3ampoc IOMCKa, Uil 3TOr0 BblbepuTe Iojie JyIs IIOWCKA, YCJIOBHE U
11a6s10H. [Ipy He06X0AUMOCTH MOXHO CO3J]aTh HECKOJIBKO YCIIOBUM.

5. Haxxmure xHonky HaiiT 1151 Hagasia 1oMcka 110 3a/laHHbIM yCIIOBUSIM.

6. Ilpu Hanuuuu coBnazeHui oHM OYNYT OTOOpPaXkeHbl B IIaHEJIW Pe3yJIbTaToB.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MHWy, 2013-2024



MounOdunc

7. Haxxmwurte KHOIIKY O4YuCTUTD JJId OYMCTKH YCJIOBI/Iﬁ IIOHCKaA.

BbI6epI/ITe CTPOKY C COO6H.[€HI/IQM HAa MaHeJIW HaWOdeHHBIX pe3yJjibTaTOB, BbIIIOJIHUTE

CJleTyIoIye NeHCTBUSI 1Jisl COOOIIEHHS:

1. Haxmure KHOIIKY OTKprTI), Ha DSKpdHe OTKpPOETCda IIdHeJIb PpPeldKTHUPOBAHUWA

COOOIIeHHS.

2. Haxwmure kHotniky IlepemecTuTh B U BbibepuTe MaIKy sl IepeMeleHus] COOOIIeHusl.

3. HaxxmuTe KHOTIKY Y JaauTh 1S yIaJieHHs COOOIIeHuUs.

4. Haxmwurte kHONKY OTKPBITH B IANKe JIJIs1 TOTO, YTOOBI MMChMO O0TOOpa3UiIoCh B Talke,
B KOTOPOW OHO HaXOJIUTCS.

5. Haxxmute kHornky CoxpaHUTh KaK BHPTYQIbHYI0 IAMNKY IS TOro, 4TOOBI CO3/1aThb

BUPTYAJIbHYIO IMAIIKY ¥ COXPAHUTb B HEE COO6H.[EHI/IE.

5.21 I''100aIBHBIN IOUCK COO0IeHUs

Hnst rimobanbHOrO MOMCKA COO0OIeHW BbIOepUTe MyHKT KoMaHaHoro MeHwoo IIpaBka >

Haiitu > I'nobanbHBINH MOMCK, 1100 HA N1aHeIM UHCTPYMEHTOB MCIOJIb3yHTe CTPOKY BBOZA /s

IJ100aJILHOTO IIOMCKAa ITHMCeM (Hepexou Ha 3TO IIOJIE OCYHIEeCTBJISIETCA II0O COYeTAdHUIO KJIdBHII

Ctrl+K/%Cmd+K).

B ocHoBHOM OKHe MMPUWIOXKEeHUA OTKPOETCA HOBdS BKJId[IKA C Pe3yJIbTdTdMU r1106aJIbHOro

novcka coobuienun. JloctynHsl GUIbTpaus U COPTUPOBKA CIIMCKaA.
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5.22 Ilouck agpeca

HJ'IFI IIOMCKa aJgpeca BOCHOJ'IB3YI:IT€CB paClIMpeHHbIM peXMMOM IIOHCKAd B aHPECHOﬁ KHUTI'e.

Bribepute nyHkT komangHoro MeHio IIpaBka > Haiitu > Ilouck appecoB. Ha skpane mosiBUTCS

IIMAJIOTOBOE OKHO TTOVCKA B afipecHO KHUTre (M. PUCyHOK 43).

4 Paowmpernsii pesin nowcka § a pEcHOf e - ] =
lecro mowcka: E Bee appecHsie kHRrm b m
OracmHTe
D) Emnonsesin Boex yenoEMA BrinafHerun neobora us yenoeni
Oprasuagsa b COAEQENT w | MyOffice +
Hean A INeKTPOHEAR NONTE Jiprannagmn PaB.. .. H
B, fneveanap Crnpros slexandramimavBtechwr.myaffice.ru My Office
B Elena Smimava slenasmirnova @techwr.myatficeru My Office
Hamaesa 2 cOBnaAsHWA

Pucynok 43 - JluanoroBoe OKHO ITOMCKa

Il oricka ajipeca BBITIOJTHUATE CIIeIyIOIIYe TefCTBUS:
1. Beibepure MecTo moMCKa (KOHKDETHYIO aJ[peCHYIO0 KHWTY, BCe ajpeCHble KHHIH,
cobpaHHbIe ajipeca).

2. CdopmupyiiTe 3ampoc IOMCKa, ISl 3TOr0 BbIOepuTe I0Jle IIOMCKa, YCJIOBHe IIOWCKa U

1absoH nmoucka. [1pyu He06XOAMMOCTH MOXKHO CO3]aTh HECKOJIBKO YCJIOBU.
3. Haxxmure kHoniky HaiiTu 17151 Havasia 1oMcKa 1o 3a/IJaHHbIM yCJIOBUSIM.
4. Tlpu HanmMuMy COBMA/IeHUN OHU OYTyT OTOOPaKeHbI B MaHeJIN pe3yibTaToB.

5. Haxxmure kHONIKY OUHCTHTSH 1711 OUYMCTKU YCIIOBUM MTOMCKA.

BbI6epI/ITe CTPOKY C aJIpeCOM Ha ITaHeJIx HaleHHbIX pe3yJibTaTOB, BbIIIOJIHHUTE CJIeAYyroliye

TeWCTBUS JIJIS aJipeca:

1. Haxwmure KHOIIKY CBOﬁCTBa, Ha 5KpaHe OTKPOEeTCH [IdHeJIb PeJIdKTUDOBAHHWA KOHTAKTd.

2. Haxwmure KHOIIKY COBHaTI), Ha 3KpPaHe OTKPOeTCH I1aHeJIb CO31dHHWA KOHTAKTA.

3. HaxkmuTe KHOTIKY ¥YIaJMTh, Ha 3KpaHe OTKPOETCs 3allpoC Ha yjajleHre KOHTAKTa.
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5.23 ApxuBanusi COO0IIeHIIH

YTo0kI rnepemMeCcTuTb B dPXHUB OOHO HUJIN HECKOJIbKO COO6IH€HHfI, BbIJIe/INTE UX B CIIMCKe U

BBITIOJIHUTE OTHO U3 CJIeJIVIOIIUX JIeUCTBUN:

— BbIOepuTe MyHKT KoMaHaHOro MeHI0 Coob1ieHe > ApXHBHPOBATh;

— IIIeJITYKOM Hp&BOI:I KHOIIKHM MBI OTKpOﬁTe KOHTEeKCTHOe MEHIO W BBLIIIOJIHNTe KOMaHIYy

ApxuBHUpOBaTH;

— eCJIM B CIIMCKe BBIIeJIeHO OIHO COoDIeHure, B 00JIaCTU IPOCMOTpA JAHHOTO COODIIeHUS

HAXXMHUTE KHOIIKY = (ApxuBHpPOBATH 3TO COOOIIEeHHUE);

— eC/IM B CIIMCKe BBIJIeJIeHO HeCKOJIBLKO COOoOIIeHHui, B 00JaCTH IPOCMOTpPa COOOIeHUH

Ha’XMHUTe KHONIKY ApXHBHPOBaTh;

— B aHIJIMMCKOM pacKilaIKe KJIIaBUATYPbl HA’KMUTE Hd KJIIdBUIITY A.

Coob1enus nepemMecTsTcsl B « ApXUBBI» U OyIyT pa3MellleHbl B Iallke, COOTBETCTBYIOIIEH

TeKyllleMy roay, Hanpumep, « ApxuBsl / 2023».

5.24 YnaneHue cooOIeHMt

Y1o6bl yIanuTh OJTHO COODIIeHHe, BHITIOJHUTE CIIeAYIolre 1eCTBUS:

1. Beigenure coobimieHue B CIIUCKe.

2. BeinonHuTe KOMaHAY yAaJeHUs] OJTHUM U3 CJIeIyIOIIUX CIIOCODOB:

— IIeJIKHHUTe npaBoﬁ KHOIIKOM MBIIIH II0 CTpOKe COO6IJ.[€HI/I$I " BBITIOJIHUTE KOMdHOY

KOHTEKCTHOI'O MeHIO Y JaJIuTh cooﬁmenne;

—B 00JIacTW 1poCcMOTpa COOOIIEeHHsST HaXXMUTe KHOIKY (i (Ypamute 3TO

cooOIIIeHue);

— HaxmuTe kiapuiny Del.

Y1o6bl yIaTUTh HECKOIBKO COOOITIeHUM, BBITIOTHUTE CJIeIyIoIIHe IeHCTBUS:

1. Boimenure qaHable COOOIIIEHMS B CIIMCKE.
2. BeinonHuTe KOMaHAY yAaJeHUs] OJTHUM U3 CJIeIyIOIIUX CIIOCODOB:
— [IEeJIKHUTE 110 BbIJIeJIeHHBIM COOOIIEHUSM IPaBOM KHOIIKOM MBIIIHM Y BBITIOJIHUATE
KOMaH/y KOHTEeKCTHOTO MeHIO YIaJIUTh BEIOPAHHbIE COO0IIIeHHS;

— B 00J1aCTH IPOCMOTPA COODOIIEeHUM HAXKMUTE KHOTIKY Y IaJINTh;
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— Haxxmute kinaBuiry Del.

VY nanenHble cOOOIIeHHs TeEPeMeCTsITCS B MAIKYy « Y JaJleHHbIe).

5.25 ITeuaTsh cOOOIeHMI

HJUI IMpeaABdapUTeJIbHOTO IIPOCMOTP4 COO6H.[€HI/I$I Iepej 11edaTblo, HaCTpOﬁKH IapamMeTpoB

nevyaTH U JlaJibHenIed rmevaTH COOOIIeHUs BBITIOJTHUTE OJTHO M3 CIJIeyIOITUX JIeUCTBUM:

— BBIJIeJIUTe COOO0IeHre U BbIOeprTe MyHKT KOMaHIHOTO MeHio dPaiin > [leuars;

— BBIJEeJInTe COO6HI€HI/Ie, Ha [IdHeJIM MHCTPYMEHTOB HdXXMHUTE KHOIIKY BbI30Bda MEHIO —

(menro MoiiOduc Iloura), B nosisuBIiiemcs: MeHio BoibepuTe IleuaTs;
— BoigenuTe coobiienue, Haxxkmurte Ctrl+P/$Cmd+P;

—B OKHe IIpeJIBAapUTeJIbHOTO IIPOCMOTpa COOOIIeHUs] HaXXMHUTe KHONKYy =¢o (Bojbmie

IIEﬁCTBI/Iﬁ), B BO3HHUKIIIEM KOHTEKCTHOM MEHIO BLI6epI/ITe KOMaHOYy PacneanaTb;

— B OKHE IIpeaBapHUTeJIbHOT'0 ITPOCMOTPA COO6H_[€HI/ISI BBITIOJTHUTE KOMaHy KOHTEKCTHOI'O

MmeH0 PacmeuaraTh y

— IIeJIYKOM npaBoﬁ KHOIIKM MBI BbIAEIUTe COO6H_[€HI/Ie U BBIIIOJIHUTE KOMJHAOY

KOHTEeKCTHOT0 MeHio Pacmeuarars.
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Ha JKpdHe OTKpOEeTCS IIdHeJIb IIpeJBApUTEeJIbHOI'O IIPpOCMOTpPa W IIe4dTU COO6IJ.[€HI/IH

(cm. PucyHok 44).

MNevaTe 1 AMCT GyMari

a5t eereice AL 51 e e i g Namyqatens

[ & Kyocera TASKalfa 307 v]

IrecTo oose oA

Tue. Wer 3%, F03E, 12 L3008 T8 woer

et Hucme xommw

ERlE
OpuenTauian

I__‘I Krmsmas I-_"'l AnpSomnas

Crpannue

Bee g

UeeTonoii pesis

Ece nacrpoiikn o

Meyatath, MCNGNBIYA CHETERILIN (v

Pucynok 44 - Ilanernb nedaty coob1ieHUs

E TR

Ha maHeny MHCTpyMeHTOB B IIpaBOM YacCTH IaHeJIM HACTPONTe IapaMeTpsl nedatd. [lis
TOTO, YTOOBI pacredyaTaTb coobOieHue, HaxkmuTe KHONKy Ilewars. [lyis BbI30Ba CHCTEMHOrO

Jrajiora 1edaTtv BI)I6€pI/ITe CCBUIKY HeanaTL, HCII0JIB3yA CHCTeMHBIN JUAJIOT.

5.26 PaboTa B aBTOHOMHOM pe:KuMe

HpI/I OTCYTCTBHUU CeTeBOr'o CoelquHeHHsI BO3MOXXHd pa60Ta IMpUIOoXeHuss B dBTOHOMHOM

pexxuMe. B 3TOM citydae UMeroTCsl OTJIMYMS OT OOBIYHOTO peXkuma paboThl.

1. Ilpu mombiTKe MOTYYUTH COODOIIEeHMs Ha dKpaHe BO3HHKaeT coobieHue "Brl paboTaere
B AaBTOHOMHOM pexuMe. XOTHTe NOAKJIIOYUTLCS [JIsl IOJy4YeHHs HOBBIX
coo0menuii ?"

2. BmecTo oTITpaBKM MUChbMa COXPaHSIOTCS B Manike YepHOBHKH.
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3. Knonka otnpaBku coob1ieHHs COIep>KUT TeKCT OTnpaBUTh mo3ixke (cM. PucyHok 45).

4 Cospadne cooberssa: [Ses Tembl) - MoRDEe MNauta - u] x
Paiin Mpaexa Buan EBorae Pop HecTpopxkn  MHCTpyMeHTEl  Copaese
[1—. OTnpagnTe rnam.q] H MpaBanMcaHMe (21 BesonacHocTe ¥ [B) CoxpaHuTe » 0 Broswars ~
Or Anexcanap CrupHog <alexandrsmimov@iechwrmyeliicer.  w HonwR  CepuTarsondA  OGpatHed agpac
(LXK [an-a CrupHea <elena smimova@techwr myoffice. ns J
Tems

Pucynok 45 - Ilanennb coobiienus B pexxume odpdiiaitH

HJ’IH BKIIIOUeHHA WIIM BbIKJIIIOYE€HHSA dBTOHOMHOI'O PpeXXHMda pa6OTbI HCHOHBBYﬁTe ITYHKT

KoMaHIHOro MeHio Paiin > ABToHOMHas padora > PaboTaTh aBTOHOMHO.

HaCTpOﬁKH pa6OTbI B dABTOHOMHOM peXXrMe OIIMCdHBblI B pa3eiie HaCTDOfIKa I1apaMeTpOB

ABTOHOMHOM pabOTHL.
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6 PETJAKTUPOBAHHME COOBIIEHUSA

6.1 OxHO peraKTHPOBAHUSA COOOIIIEHUSA

OKHO pelaKTUPOBaHUS MMChMa BBITJIAIUT cliefyromuM obpazom (cM. PucyHok 46).

MaHenb 3aronoBKOB COO6LUEHNA KomanpgHoe MeHio MNaxenb UHCTPYMEHTOB
"4 Cozghrue cooByenna: (Bes Temel) - MyOfficeMail — O *
|@aﬁn Mpasxa Bug BcTaeuTe ©Qopmar HacTpoiku MHCTpymedTel Crpaska |

fpaeute A, MNpaBonucaHWe v *) BesonacHocTeY [ COoXpaHnTL ¥ [J Bnoxuts v

0T | AnexkcaHap CvwpHoe <alexandrsmimov@techwrmyofficeru> Movrs gns v Konus  CKpsiTam KonuA  OOpaTHsIN agpec
Komy:
Tema
Abzay ~ || MpenepuvoxansHsIi ~ -7 BIU KA Ziz2& ¥ =~ [I]Jv

v 2 Attachments FpeAncnaraeMblil pasmep MHCbMa.: 29,1 Kb
Kuuralcsvy 63 6aifT | B testl.docx 213KE

A AJpPEC 3NEKTPOHHOH NOoYTSI, COOTBETCTEYHOLLMIA anpkcy B none OT;, He HaigeH. CooblueHue GyeT OTMPAEMEHC C UCMONE30EaHWEM TEKYLLETD x
appeca 8 none OT: 1 HACTPOEK 3APECa INEKTPOHHON NOYTEI AnexcaHap CMupHoB <alexandr.smirov@techivr.myoffice.rus.

PycckHA

WHdopmauvoHHan naHens MaHens BROXeHWA MaHenb chopmaTUpoBaHUA TekcTa [laHenb pedakTUpPOBaHUA

Pucynok 46 - OkHO pelakTHpPOBaHUS MHChMa

ITanenu okHa pPedaKTUPOBAHUA COO6H.[€HI/IHZ

1. KomaugHoe MeHIO.

[TaHenb MHCTPYMEHTOB.

[TaHennb 3arojIOBKOB ITHMCHMa.

Eal R

[lauens dopmMaTUpOBaHUS TEKCTA.

5. TlaHens pelakTUPOBAHUS IIMCHMA.

6. MadopmalnmonHas nmaHenb.

7. llaHenb BIIOKeHUM.

6.2 KomaHaHOe MeHI0 OKHA CO00IIeHUA

KomaniHOE MeHI0 OKHa COOOIIEeHUs BBITISIIUT CJIeIyIoNM obpa3oM (cM. PucyHok 47).
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4 Cosgarne coobuienun: (Bes Temer) - MyOfficeMail — (] *

®ain [paska Bun Bcrasume QopMar HacTpoikM MHCTRYMEHTHl CnpaEka 1

A MpasonucaHue ¥ () BesonachocTe Y  [] CoxpaHuTs ¥ [ Browumte v

Or. | Anekcanap CuwupHos <alexandrsmimov@techwr.myofficerru> [To

hw KonuA  Crpermas konuA  OOpaTHsIl aopec
Komy:

Tema:

ABzay v | | XO Thames v | BT BIVY & =iz

Il

Il

m
<

=
<

AHrnuiAckmit (CLLA)

Pucynok 47 - KomaniHOe MeHIO OKHA COOOITIeHUSI

6.2.1 daiin

Mento Paiis cogep>XuT ciieAyioliye KOMaH/Ibl:

1. Co3pmath — npu BbIOOpe JAaHHOM KOMaHJbl OTKPBIBAeTCs MOAMEHIO CO CIIeAYIOIIHMMU

KOMAaHIaMU:
e Cooomenue Ctrl+N/#Cmd+N — co3paTh coo0IeHue;
e KoHTaKT ajipecHOii KHUI'M — CO3]]aTh HOBBIM KOHTAKT;

2. Buoxurs — IIpu BbIGOpe JTaHHOM KOMAaH/IbI OTKPBIBAETCA IIOAMEHI0 CO CJ/leAYHOIINMU

KOMaH/IaMu:
e daitn(pr) Ctrl+Shift+A/ 7 Shift+$£Cmd+A — OTKpbIBaeTCs HMAJOroBOe OKHO
BbIOOPA (aiisia, BBIOpaHHBIM (paiiyl IpUKIIabIBaeTCs K IMChMY;

e Beb-cTpaHuIly — OTKpBIBaeTCsS AMAJIOTOBOe OKHO BBOJA ajjpeca BeO-CTpaHMIIH,

KOoTOpas OyZeT NpuioXeHa K IIACHMY;

¢ BusutHyio kaprouky (vCard) — nepekiroyeHre pekuMa BIIOXKUTB/He BKJIAIIbIBATh

BU3WUTHYIO KAaPTOUKY K IUCHMY;

e HanmoMHHTDH Imo3xe - BKJIFOUYMTh/BBIKITIOUUTD pexum HaIlIOMHMHAHHA (0}

He0OXOJJMMOCTH BJIOXKEHUSI.
3. Coxpanurtb Ctrl+S/:6Cmd+S — coxpaHuTh TekyIue u3MeHeHUs B IIMCbMe.

4. CoxpaHHTBb KaK — IIpu BbIOOpe JaHHOM KOMAaHIbI OTKPBIBAETCS IIOJIMEHIO CO

CJleJyIOIHUMHU KOMaHIdMHU:
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e Pajin — nepekIroYaTesb peXXUMa COXpaHeHUs, INCbMO OyZieT COXpaHeHO Kak ¢ai;

e YepHOBUK — IepekyiovaTelib peXXMMa COXPaHeHHWs, MUCbMO Oy/eT COXpPaHeHO B

nanky YepHOBHKH;

e IITabGsioH — mepekytoYaTesib peXXWMa COXpaHEeHUs, MUCbMO OyIeT COXpPaHeHO Kak

1abJIoH.

5. OtmpaBurts Ctrl+Enter/:$sCmd+Enter — otripaBuTh coobiiieHue.

6. OrmpaButh nozke Ctrl+Shift+Enter/ Shift+3$Cmd+Enter — nomecTuTh MMCbMO B
Hcxonsimue, OTIIPaBUTD IO3Xe.

7. Ileuath Ctrl+P/$Cmd+P — oTKpbIBaeTCsl CHCTEMHBIH UaJIOr [1eYaTH.

8. 3akpsiTh Ctrl+W/ssCmd+W — 3akpbiTie okHa coobmenus. Eciiv 6p11 HabpaH Tekcr,
CM. 3aKpbITHe IUchMa 0e3 OTHpPaBKU.

6.2.2 IIpaBka

Mesnro IIpaBKa COIEp>XUT ClleIyrole KOMaHIbl:

L.

©w

OtMmenuts Ctrl+Z/33Cmd+Z — oTMeHUTh TTOCIefHee BbIOpaHHOe JIeHCTBUe.
IToBTopuTh Ctrl+Y/$Cmd+Y — nmoBTOpUTH MOC/Ie[IHee BhIOpaHHOE JIeUCTBHE.
Beipesats Ctrl+X/s6Cmd+X — BrIpe3aTh BblZleJIeHHBIN TEKCT.

Konupogsats Ctrl+C/#2Cmd+C — kon1poBaTh BbljieIeHHbIA TEKCT.
BcraBurs Ctrl+V/:$Cmd+V — BcTaBUTH TeKCT U3 Oydepa oOMeHa.

BcraButh 0e3 popmatupoBanus Ctrl+Shift+V/{ Shift+$£Cmd+V — BcTaBUTH TEKCT

6e3 dbopmaTHUpOBaHUSI.
BcraButs kak murarty Ctrl+Shift+O/{ Shift+:Cmd+O - BcTaBUTH cofepXuMoe
bydepa oOMeHa Kak IUTATY.

Ynanute Del — ynanenue BoigeneHHOro ¢parmeHTa TekcTa. Eciv B IucbMe HeT

BblJleJIeHW, ITYHKT MeHIO 3allIpelleH.

IlepedpopmarupoBars Ctrl+R/#Cmd+R - npeobpasoBaTe coobiieHve B ¢opmar

Plain-text.

10. IlepeimenoBaTh BiiokeHue F2 — nepeMeHOBaTh BIIOXKEHUe.

11. IlepecopTupoBats BioxkeHus: Alt+X/\-Option+X — nepecopTUpoBaTh BIIOXKEHHSI.
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12. Beigesnuts Bcé Ctrl+A/38Cmd+A — BbijiesieHHe BCero Co/Iep>KMMOro MrUchbMa.
13. Haiitu Ctrl+F/3Cmd+F — oTKpbITHe TTaHesy MOKCKa.
14. Haiitu 1 3amenntsb Ctrl+H/3Cmd+H — oTkpbITHe aHe Iy 3aMeHsbl.

15. Haiitu eme pa3 Ctrl+G/2Cmd+G — nouck ciiefyo1iero BXoXaeHusl.

16. Haiitm mnpepbipymee Ctrl+Shift+G/ 7 Shift+3Cmd+G - nouck mnpegpiayIero

BXOXXEeHMs.

6.2.3 Bup

Menro Bup coniepxut ciiefiyroryie KOMaH b

1. IlaHeTn MHCTPYMEHTOB — IIPU BbIOOpe JTaHHOM KOMaH/bl OTKPBIBAETCS MOJIMEHIO CO

CJIeyIOIUMU KOMaHIaMHU:
¢ ITaHens MeHI0 — 110KA3aTh/CKPHITh MTAHEIb MEHIO;
e ITanesib KOMIIOHOBKH — 110KA3aTh/CKPBITh MTAaHEJIb UHCTPYMEHTOB;
e Ilanens popMaTHpPOBAHHUSA — [T0KA3aTh/CKPHITh IIaHEIb POPMATUPOBAHKS;

e CTpoKa COCTOSIHHS — [10Ka3aTh/CKPBITh CTPOKY COCTOSIHUSI.

2. Macmrab — npu BbIOOpe JaHHOW KOMaH/bl OTKPBIBAETCS IMOJIMEHI0 CO CIIeAYIOIIHUMHU

KOMaH/IaMHU:
e YBemuuurthb Ctrl++/:Cmd++ — yBenmuuTh Macmrab;
¢ Ymenbumth Ctrl - -/$Cmd-- — yMeHBITTUTE MacITab;
e Copocurs Ctrl+0/3Cmd+0 — ycTaHOBUTH UCXO/IHBIM MacIITab;

e TonmbKO TEeKCT — TIpUMEHSThb MacIiTabupoBaHUWEe TOJBKO K TEeKCTOBOMY

COJIEP>KUMOMY TUCHMA.
3. ITone Komy Ctrl+Shift+T/{ Shift+$Cmd+T- nepexon B mosie Komy;
4. Tlose Komus Ctrl+Shift+C/{ Shift+3Cmd+C— nepexon B nose Kormus;

5. Ilone Cxkpsortas komusa Ctrl+Shift+B/{ Shift+3Cmd+B — nepexon B nosie CkpbiTas

Komnug;

6. IlaHenb KOHTAaKTOB F9 — OTKpBITH/3aKPHITh IaHeJIb KOHTAKTOB.

7. Ilanens Biaoxkenui Alt+B/~\-Option+B — OTKpBITH/3aKPbITh 1aHEJb BIOKeHUH.
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8. ndopmanmuss o 3ammre CO00IIeHHS — OTOOpakeHHe HHQOpPMAIMKM O 3amuTe

coo0b11eHus.

6.2.4 BcraBurh

Mento BecraBuTB COfiepXXUT ciieyioliye KOMaH/Ibl:

1. M3o0paxeHue ... — OTKPbITHE JHUAJTIOTOBOI0 OKHA BCTAaBKU M300paKeHUsI.

2. Tabauny ... — OTKPBITHE TUAJIOrOBOI0 OKHA BCTABKU TAOJIUITHL.

3. Cchuaky ... Ctrl+K/#Cmd+K - oTkpbITHe [1anoroBoro okHa_BCTaBKU CCBIIKU.

4. HKOpb C HMeHeM ... — OTKPbITHE OWAJIOrOBOI'O OKHA BCTABKHU AKOD4.

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

6. HTML ... — oTkpbITHe AuaioroBoro okHa scraku HTML.

7. Math ... — OTKpbITHE AUAIIOTOBOT0 OKHA BCTABKU MaTeMaThyeckux BbipaskeHU LaTeX.
8. BYKBBI M CUMBOJIBI ... — OTKPbITHE J1aJIOTOBOI0 OKHA BCTaBKU OYKB M CHMBOJIOB.

9. OrnaBieHume — T1pU BbIOOpPe JAaHHOW KOMaHAbI OTKpBIBAeTCS TOJIMEHIO CO

ClleJyIoImruMuyu KOMdaHIaMH:
e BcraBurh — OTKPpbITHE JUAJIOTOBOT'O OKHA BCTaBKH/ PedaKTUPOBAHUA OI'JIdBJIEHUS;
e O0OHOBHTD — OTKPbITHE JHUAJIOTOBOT'O OKHA BCTaBKI/I/peHaKTI/IpOBaHI/ISI OI'JIaBJIEHU,

e Yopars — ynaneHue orjiaBlIeHus.

10. Pa3prIB noj n300pakeHUsIMU — BCTaBKa Pa3pbiBa 0] M300pakeHUsIMHU.

6.2.5 ®opmar

Mento ®opMart cofiepKUT CeAyIolre KOMaH/Ibl:

1. IIpudt — BBIOOP THIA IIPpUDTA U3 CIIUCKA IOCTYIIHBIX BAPUAHTOB.

2. Pa3zmep mpudTta — BeIOOp pazMepa mpudpTa U3 ClrMcKa JOCTYITHBIX BAPUAHTOB.
3. CTmiab Tekcra — BBIOOD CTHJIS TeKCTa U3 CIIMCKA JIOCTYIIHbIX BAPUAHTOB.

4. IIBer TekcTa — OTKpBITHE JUAJIOTOBOI'O OKHA BbIOOpA IIBeTa TeKCTa.

5. IlpepBath ctummu Tekcra Ctrl+Shift+Y/ 7 Shift+Cmd+Y - c6pocuts Tekyiue

YCTaHOBJIEHHbIE CTWUJIIX TeKCTaA.
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6. IIpepBathb ccbuiky Ctrl+Shift+K/{ Shift+#2Cmd+K — npepsath cChUIKy, IPOAOIKUATH

OOBIUHBIN pOpMaT TeKCTa.
7. Ypmanurte sikops ¢ umeHamu Ctrl+Shift+R/ § Shift+3Cmd+R — yganuth sikopsl.
8. A63an — BeIOOp cTmiIs mpUdTa U3 CIIKMCKA JOCTYIIHBIX BAPUAHTOB.
9. Cnucok — popMaTUpOBaHMe CIMCKA U3 CIIMCKA AOCTYITHBIX BApUAHTOB.
10. YBeanuuts orctyn Ctrl+]/s6Cmd+] — yBenueHue oTcTyna UMeIOerocs CIMCKa.
11. YMenbmmth oTcTyn Ctrl+[/33Cmd+[ — ymMeHbIleHre OTCTyIIa UMEIOIIerocs: CIucKa.

12. BI:IpaBHI/IBaHI/Ie — YCTAaHOBKa THIIA TI'OPDU3O0HTAJIbHOI'O BBIPDABHUBAHHA HCXOJdA U3

MMEOIINXCSl BADUAHTOB.
13. Tabsmma — orepariiy ¢ TaOJIAIIeH.

14. lonoyiHUTEJIbHBIE CBOMCTBA — OTKPBITHE [IMAJIOTOBOTO OKHA pelaKTHPOBAHHUS

JIOIIOJIHUTEIbHbIX CBOVICTB COO6III€HI/I$I.

15. IIBeta U ¢oH CTPAaHHIBI — OTKPHITHE AMAJIOTOBOTO OKHA HACTPOMKU IBeTa U doHa

CTPpAHUIIBI.

6.2.6 Hacrpoiiku

Menio HacTpoiiku COIep>XUT ClielyIolye KOMaH bl

1. IIpoBepurps mnpaBommcanue Ctrl+Shift+P/ Shift+Cmd+P - orkpbiTHe naHenu

IIPOBEPKH IIPDABOITMCAHMSI.

2. IIpoBepka mnpaBonHCaHUSI NPH Habope TeKCTa — HACTPOMKA, peryJrupyoiast

¢dboHoBy10 1TpoBepky opdorpaduu npu Habope TeKCTa.
3. IIuTHpoBaTH COOOIIEHHE — ITUTUPOBATh TeKYyIllee BLIOPAaHHOe CO0bIeHue.

4. YBEHOMJIEHI/IE O ITPOYTEHHH — HaCTpOﬁKa, peryjiavpyrouldd 1mojiydeHve yBeJoMJIEHUA O

[IPOYTEeHHUH.

5. YBenomiieHHe 0 MOCTaBKe — HAaCTPOMKA, peryJMpylolasi IojlyuyeHue yBeJOMJIeHUs O

JOCTaBKe.

6. dopmar mocTaBKH — BbIOOp dopMaTa JAOCTABKU COODIEHHUS] M3 CIIHMCKA JTOCTYITHBIX

BApHWAHTOB.

7. BakHoOCTB — BbIﬁOp BA’>XHOCTH COO6H.[€HI/I$[ U3 CIIMCKAd OOCTYIIHBIX BAPHUAHTOB.
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8. IloMecTHTH KOIIHIO B HarKy — [IO03BOJIAET 3a1dTh MAIIKY, KyJid 6YILET IIoMelleHa KOITHA

COo00IIeHNS.

9. Hactpouts ajapec oTHpaBUTeNsI — HACTPOMKA ajjpeca OTIIPABUTENs, €CJIH 3TO

MIO/1/Iep>KMBAETCs TIOYTOBBIM IPOBAWIEPOM.
10. Texnonorusa mudppoBaHus — BbIOOp TexHosoruu mudposanus (OpenPGP, S/MIME).
11. He mmdposats — He m11dpoBaTh CO0OIIIeHKe Tiepe]] OTIIPaBKOM.
12. TpeooBaTh mudpoBaHus — 3aIIPOCUTH IIH(PPOBaHUE TTepe]] OTIIPABKOM.

13. IlonmucaThb 3TO COOOIIEHHEe — OTTIPABUThL COODIIeHHe C MOITHCHIO.

6.2.7 UHCTpPyMeHTBI

Menio MHCTPYMeHTBI COAEPXXUT ClleAdyIolle KOMaH/Ibl:

1. TIloura m rpynmbel HoBocrel Citrl+1/66Cmd+1 — mepexon u3 okHa cooOuieHHS K

ocHoBHOMY OKHY MoiOduc [Toura.

2. AppecHasi KHUTa — OTKpBITHe 3KPaHa aJIpeCHON KHUTH.

3. l'IapaMeTpm y‘IETHOﬁ 3aIlUCH — I[Iepexo/] Ha 3KpdH HACTPOMKHU YYETHOM 3allUCH.

4. HacTtpoiiku — niepexo]l Ha 3KpaH HAaCTPOEK.

6.2.8 CnnpaBka

Mesio CnpaBKa COZep’KUT djieAyromye KOMaH/bl:

1. CnpaBka o MoiiO¢uc IToura (F1 / $2Cmd+/) — OTKpBITHE B OTHEIHHOM BKJIAJIKe

PykoBoactBa I[Tosnb3oBaTens.

2. Nludpopmanusa mis pelreHus: MpodjieM — OTKPLITHe TeXHUYeCKOM HHGOPMAIWY,

T10JIe3HOM JIJIsl pellleHus IpobJieM.

3. 0 nporpaMme — OTKpPbITHE OHWaJIOr'OBOI'0 OKHA C HHq)OpMaHHEﬁ O BepCHH, IIPpaBOBbIMU

yBeAOMIJIEHHAMH, YCIIOBUSAMU UCIIOJIb30BAHUA.

6.3 IlaHesIb HHCTPYMEHTOB OKHA CO3/IaHHSI COOOIIeHHS

[TaHesb HHCTPYMEHTOB OKHA CO3/IaHUsI COOOIeHus npuBeieHa Ha Pucynke 48).
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4 Cozganme cooBuenna: (Ges Temer) - MyOfficeMail - O K

@ain [Ipaska Bug BrrasuTe QopwmaT HacTpoilkn  MHCTpymeHTsl  Cnpaska

I OTApaEnTs A MNpaBonncaHue v &) BesonactocTev 2] CoxpaHnTb ¥ fl_'_l BrnoxuTs v I
0T Anekcangp CmupHos <alexandr.smimov@techwrmyofficerru= [ovra 407 «alexandrsmimov@t v KonuA  CkpeiTas konuA  O6paTHsli agpec
Komy:
Tema
Abaay v | | %0 Thames v BT BIU Ak iZIiZEE =

AHITHACKWEA (CLUA)

Pucynok 48 - IlaHenb MHCTPYMEHTOB OKHA CO3/IaHUS COODITIeHHs
6.3.1 OTopaBKa coodIeHus

.

JIs OTIIpaBKM TeKyINero MuchbMa HaKMUTe KHOnky C— OTNPEEnTe | Eciu B nucbMe He
3aIojiHeHbl O0si3aTesibHBle TOJsI, kHOnKa OTmpaBuTh OynerT HenocTtynHa. OO6si3aTesIbHBIMU
nosisimu siBisitotTcs O, Komy. Eciim y icbMa He 3anonHeHo nose Tema, ripu oTiipaBke Ha 3KpaHe

nosiBUTCS1 coobrienre (cM. PucyHok 49).

HancrmuHanuwe o Teme *

@ ¥ Balwero cooBUgHUA HeT TeMbI,

OINpaeuThL Bes Temul OTMEHWTE aTNpaBKY

Pucynok 49 - HannomuHanue 06 OTCyTCTBUU TEMBI
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Haxkmute OTnpaBUTH 6€3 TeMblI, eCTU Bbl TIOJITBEPXKIAaeTe OTIPABKYy 0e3 TeMbl, HaXKMUTe
OTMeHHUTH OTHPaABKY, eCjid Bbl XOTHUTe OTMEHUTb OTIIPaBKy IIMCbMa M BEepHYTbCS K ero
pefakTUpoBaHuIO. B cilydae, eciiv ripu BbIOOpe BJIOXKEeHHUsI Bbl OTMeTWIM HacTporiky HamomMHUTH

Io3XKe, a 3aTeM He HAaCTPOWIM BIIOXKEHHe, TO TIPH OTIIPaBKe MUChbMAa Ha 3KpaHe OyJeT MoKa3aHO

coobmenue (cMm. Pucynok 50).

HancmyHaHWe o BAo¥eH I Y

@ Bl 23061014 BACKWTE haidn?

OTnpaeuTE OTmeHa

Pucynok 50 - HanmnomuHanue 06 OTCYyTCTBUN BIIOXKEHUS

Haxxmure KHOIIKY OTIIpaBI/ITb, €CJI1 XOTHUTEe OTIIPpaBUTL IIMCbMO 6e3 BIIOKEHMUS. HpI/I
Haxkati OTMeHa OTIIPpaBKa IMTMCbMd OTMEHHUTCS W Bbl CMOXKeETe JIO63BI/IT13 BJIOKeHHe B IIMCBbMO.

HpI/I YCHeH_IHOI;I OTIIPpABKe ITMCbMd OKHO PeIdKTHUPOBAHHUS ITMCbMd 3dKPOETCs, U ITIMCbMO IIOABUTCS B

nanke OrnpasienHsle wiv Ucxopsamue.
6.3.2 IIpoBepka nnpaBoIIMCaHUS

It Toro, 9YTOOBI MPOBEPUTh M UCHPAaBUTH opdorpaduueckre OMMOKU TEKYIero MucbMa,

HaXMUTe KHONKy | - [IPEBOMWCEHUE ™  Ha skpadHe OTKpOETCS AMAIOrOBOe OKHO HPOBEPKU

IIpaBONMCAaHUs TeKylero nucbma (cMm. Pucynok 51).

Mpopepra npancmacaHwg W
Choao C ownkol gepess MpoBEpMTE TEKET CHOBA
SaMerHTE HA: | ﬂ*F"""l ] MpoBepuTE Choso
BapuaHThi:

Aspes

ABpeEe JAMEHHTE BCE MponycTvTe Bod
LEpEAa

Aspeas CAOBApS NONEICBATENR:

Aspeay JoSaBnTe CAoBo FamaHuTs, .,
AEREPEE
Ak

Pyrcxii ~ KPR

Pucynok 51 - JluanoroBoe 0kHO IIPOBEPKY IIPAaBOITMCAHUS
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JlaHHass [uajoroBasl IMaHeldb IO3BOJISIET IPOBEPUTb M MCIPABUTb  BO3MOXKHBIE
opdorpaduryeckre OmIMOKKM B NHCbMe, UCIONb3Ys INpeyioKeHHble BapuaHTbl. OKHO IPOBEpPKHU

ITPaBOIIMCAHUS COAEPXKUT ClleAYIOoIIre M0JId U 3JIeMEeHThI YIIPABJIeHUS :

— CiioBo ¢ omu0Koi - TeKylllee CJI0BO C 0OHApy>KeHHOM OIIMOKOH;

—HpOBepI/ITb TEKCT CHOBA - CHOBd IMPOCKAHHUPOBATb BCE MHCHBMO W HAYaTh C 1mepBoro

OIIIMOOYHOrO CJIOBA;
— 3aMeHHUTD Ha - TPeJI0)KeHHbIH BApUAHT 3aMeHbI;
— ITpoBepHuTH CJIOBO - IPOBEPHUTH CIIOBO, COZIep Kallieecs B ITOJie BBOJA 3aMeHbI;
— BapuaHTBI - CIICOK BO3MOXKHBIX BAPUAHTOB UCIIPABJIEHUS;

— 3aMeHHTh - 3aMEHMTb B IMCbMe OIIMOOYHOe CJIOBO Ha HpBIIJIO)KGHHbeI BAapHWaHT U

IIepeiTH K CJleyIollel HalleHHOW OInbKe;
— IIponmyCTHTB - IPOITyCTUTH TeKylllee CJIIOBO U [TePeTH K ciiefiytolel ommbke;

— 3aMeHHTh BCE - 3aMeHUThb BCe OIIMOOYHBIe KCIIOJIb30BAHUS TeKylero CjI0Ba B IIMCbMe

Ha IpeJIOKeHHbIN BapHUAaHT;

— IIponycTuTh BCEé - MPONYCTUTH BCe OMMOOYHBbIE MCIIOJIb30BAHUSI TEKYyIIero CjioBa B
MKMCbMe U TIepeiTH K ClleJTyIolen ommoKe;

— ob6aBHUTH CJI0BO - 100aBUTH CJIOBO B CJIOBApb IOJIb30BaTelisl, B 3TOM Cily4ae OHO He

OyIeT BbI3bIBATh ONMIUOKY B JlaJIbHEHUIIIEM;
— U3MeHHTD - U3MEHUTH CJIOBAph ITOJIb30BATEJIS;

—SI3pIk - BBHIOOp $3bIKA IIMCbMA, TEKYIIMWA $S3bIK TaKXXe MOXXHO BbIOpaTh, OTKPHIB
BCIUIbIBAIOIllee MEHI0 II0 HaXKaTHIO CTPeJIKM, pacIOJIOKeHHOW CcIlpaBa OT KHOIIKU

IIpaBomnucanue.

B ciyyae Hanmuuus omubOK B MHCbMe CJIOBA, COfepXKalliye OMMOKU, OyIyT MOJ4epKHYTHI
BOJTHUCTOW JinHWeH. [lyisi wucnpaBiieHdss OmMOOK OTKpouiTe smuanoroBoe okHO IIpoBepka
npaBonucaHus. B nose BBoga 3aMeHUTH HAa OTOOPA3UTCS BapUAHT 3aMeHbI CJIOBA C OIIMOKOM.
Ecnu BapuaHT He ycTpavBaeT, BblOepUTe K3 ClMCKa BapuaHTBI NOAXOJSIIMM BapyUaHT, OH
MOSIBUTCS B ToJle 3aMeHUTHh Ha. [loMHMO 3TOro, BB MOXeETe M3MEeHUTh TeKCT BPYYHYIO U 3aTeM
IIPOBEpPUTH ero, HaxkaB KHOTKy IIpoBepuTh cioBo. Korya B nojie 3aMeHUTh Ha OKaXKeTCsl CJIOBO,
rOTOBOEe [IJii BCTaBKU B IHMCHbMO, HaXXMHUTe KHONKY 3aMeHHUTh, CJIOBO 3aMEHUTCS B HCXOJHOM
TeKkcTe mucbMa. Eciu cjioBo ¢ ommbkoi BcTpedaeTcsl B Tejle MMChbMa HECKOJIBKO pa3, BbI MOXKeTe
HaXkaTb KHOIIKY 3aMeHHThb BCe, U BCe BXOXK/IEHHs CJIOBA C OMIMOKON 3aMeHSITCSI Ha KOPpPEeKTHhIE.

Ecin BBl He xoTHTe B TeKYIIII/Iﬁ MOMEHT BHOCHTL IIpaBKU [JId IO4aHHOI'O CJIOBd, HAXXMHUTe
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HpOIIyCTI/ITI) 50)151 HpOIIyCTI/ITI) Bce. Eciu BB YBe€peHbl, YTO CJIOBO HAIIMCAHO IIPABUJIbHO, HO IIPpU
3TOM BO3HHKaeT OH_II/I6Ka, 3TO O3Ha4deT, 4YTO B TeKyIlleM CJjiIOBape 3TO C/JIOBO HEHM3BeCTHO, U eCTb

BO3MOXXHOCTb I[O6aBI/ITb €ro B I10JIb30BaTeJIbCKUM CJIOBApPhb.

Jlnst nobaBieHus cjioBa B CJIOBaphb IOJb30BaTesss HaxkmuTe CioBaphb HoJjb3oBaTens ->
JobaBUTH CJI0OBO, ¥ OHO OyIeT TMoMe4YeHO Kak He uMmeroree ommbok. [lyis pemakTHpOBaHHs
COJIep>KMMOTI'0  T0JIb30BaTeIbCKOTO CJIOBapsl HaXkMuTe Ha KHONKy CjioBapp mosb3oBaTens ->
N3menutb. Ha skpaHe NOSIBUTCS TMAJIOrOBOe OKHO pelaKTUPOBAHUS M0JIb30BAaTEIbLCKOTIO CI0OBapS

(cm. Pucynok 52).

Cnoeapk NonL30BaTRNA 4

Heeoe erose:

| ,qepes-:l HAobasuTs

CASES B CADBBPE:

epess Yopats
cpeIonoe

JEKPLITE

PI/ICYHOK 52 - HI/IaJIOFOBOE OKHO peJdKTUPOBAHUS I10JIb30BATEJIbCKOT'O CJIOBAPA

uanorosas maHenb paboThbl CO CIOBapeM COJEPXKUT Clie[ylollye IOoJis W YIpaBisiolye

JJIEMEeHTBhI:

— HoBoe cnoBo - mosie Ui BBOAA HOBOIO CJIOBa B CJIOBape WM pelaKTHPOBaHUS

CYIIEeCTBYIOIIIEro;

— CoBa B cjIoBape - TOJIHBIM CIIMCOK CJIOB, COAEP>KAIIMXCS B MTOJIb30BAaTEILCKOM CJIOBape;
— JobaBuTh - KHOTIKA 17151 JoOaBIeHus ciioBa u3 ojisi HoBoe cjIoBo B CII0Baph;

— Yopars - kHOTKa 11 YJlaJieHus BbIZIeJIeHHOTO CJIOBA U3 CJIOBApS;

— 3aKpBITh - 3aKpBHITh [MAjOroBOe OKHO, IIPA ero 3aKpbITUA BCe W3MeHeHHs OynyT
IIpUMeHeHbl K INHCbMy. BHOBBb /006aBieHHble Cji0Ba OyayT CUYMTAThCS He HMEIOIMU

OH_II/I60K, d YGpaHHbIe BHOBb 6y,Hy'T II0ACBeYeHbI B TeKCTe ITMChMd.
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6.3.3 3amura

B maHenw MHCTPYMEHTOB NMHChMA HaXOJUTCS KHOMKa ) DE3ONECHOCTE™ y crpasa ot

Hee - KHOTIKa ' [Jid BbIﬁOpa HACTpOEeK 3alllnThI.

6.3.4 CoxpaHeHue co0o0IIeHHS

B naHenu MHCTPyMEHTOB IMCbMa HaXOJWTCSI KHOIIKA [e) CoxpaHuts u cIpaBa OT Hee -

KHOTKa ¥ it BbIOOpa BapuaHTa coxpaHeHus: (Paiin, YepHoBuk, I1Iabson). Haxkmure kHONKY
BbIOOpa ¢opMara Jijis 3aJJaHKsI HACTPOMKU COXPaHeHMs TeKyllero nmicbma. JloCcTymHbl cieayolme

BapUaHTHI:
— ®aiiy1 - coxpaHeHHe COIEepPXKUMOro MUchbMa B TeKCTOBbIM ¢aitl. [Ipu BeIGOpe maHHOM
HACTPOMKU OTKPBIBAETCS IMAJIOTOBOE OKHO COXpaHeHus daiia.
— YepHOBHK - TMCHMO COXpaHseTCs B MaNKy « YepHOBUKNY;

— IITa6son - muceMo coxpaHsieTcs B manky «l11a6ioHbl», ecu manku He CyIeCTBOBAJO,

TO OHa CO3a€eTCAd B pa3feiie «JIokanbHbIe TAIKW.

Ecmn HeobxomuMmblii gopMar yxke BbIOpaH, Haxkmure KHONKY CoxpaHuTbh, aiin

COXPAHUTCS B MpeJIBApUTEeIbHO 3aJJaHHOM dopmare.

6.3.5 Biioxkenue B cooO1Ienue

B coobuienne 3j1eKTPOHHOM IIOYTBI MOXXHO JOOABUTH BJIOXKEHHS, KOTOpble OymyT

OTIIpaBJIeHbl a/ipecaTy BMecTe C MUCbMOM. UTOObI MPUKpPENUTh BIIOXEeHWe K MHCbMY, HaKMHTe

KHOIIKY U Bnoxute B MpaBOM BepxXHeW 4YacTU OKHa. Ha skpaHe MOSIBUTCS IMAJIOTOBOe OKHO
OTKpbITUsI ¢ailia, rIe Bbl MoXeTe BbiOpaTb HEOOXOMuMBIA ¢aiis [jisi BiIoKeHUs. MoxeT OBbITh

BbI6paHO OIHOBPEMEHHO HEeCKOJIbKO (paﬁﬂOB.

Cy1iecTByeT TpH BH/Ia BIIOXKeHHUs], KOTOpble MOXXHO HAaCTPaWBaTh KHOIIKOM, PACIIOI0XEeHHON

crpaBa OT KHOIKH Bioxurs. Ilo Haxatmio Ha crpenky | Bnowuts[¥] ma skpane Bosmmkaer

BCIUIBbIBAIOIIlee MeHIO C BbLIOOPOM BapHUaHTOB:

— daii(p1) - BIOXeHUWe B BUe (aiiia, MpU BbIOOpe MAHHOW HACTPOHKU OTKPBIBAETCS

JIMAJIOroBOe OKHO BbIOOpa daiiia, mocie BbIOOpa OIHOTO WIM HECKOJBbKHX (aiijioB

© 00O «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024



MounOdunc

OTKPOETCH IIaHEeJIb BJIOXKEHMU CO CIIMCKOM BLI6paHHLIX (baﬁJIOB. Taxke MOXHO

nepeTanuTh Gailyl MBIIIBIO U3 CHCTEMHOT'O0 OKHA B 00J1aCTh BJIOXKeHHH IIHChMa.

— Be0-cTpanuny - ccbiika Ha alin I CKAuMBaHUS, IpU BbibOpe OTKpbIBAaeTCs

JIMAJIOTOBOEe OKHO JIJIS 3aI0JIHeHUs CChUIKHM. Eciu cchlmka HeKOppeKTHas, BBl He CMOXKeTe

COXPAHUTDH WX OTIIPABUTH ITHUCbMO.

— BusutHyo kaprouky (vCard) - k mucbMy npujIaraeTcsi BU3UTHASI KApTOUKa;

— HanoMHHUTD II033Ke - BBIBECTH HAIlOMUHAHKE O BJIOXKeHHHU rnepen OTHpaBKOfI IMNCbMa

(cM. omrcanue coobinenus B pa3zesie OTIpaBKa MMCHEMA).

HOHOJIHI/ITEJILHBIE JEeUCTBUS C BIIOXKEHUSIMM OIIMCAHbI B pa3neiie JelcTBUS C BI0OXKEHUSIMH.

6.4 ITanesp 3aroJIoBKOB COOOIIeHUS

[Tanesnb 3arosioBKOB COOOIIIEHHS BBITTISIAUT CIeAyonMM oopa3oM (cM. PucyHok 53):

4 Cospanne cooBuenns: (Bes temsr) - MyOfficeMail

®ain [lpaska Bwg BcrasuTe OopmaT HacTpoikn  MHCTpymenTel Cnpaska

A =8

'm'_ NpaBonucaHue v besonacHocTb v (@] CoxpaHWTb ¥

[ Bnoxwuts v

Or; | AnexkcaHap CMupHos <alexandr.smimov@techwrmyoffice.ru= /Tovra 21 KonuA

Kony

Tema:

O6paTHeIA aapec

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

m
i
I
]
i
<
=
<

AHTTMACKMIA (CLUA)

Pucynok 53 - [1aHenb 3arojioBKOB COOOIIIEHUST

6.4.1 ITosne OT

[Tone OT — obGsi3aTenbHOe ImoJie, TpeJHa3HA4YeHHOe /Ui WMeHH U IIOYTOBOIO ajpeca

OTIIpaBUTeEJIA. B OonbmmHCTBE CJIy4ddeB IIoJie 3dIlOJIHAeTCA dBTOMAaTUYeCKH. Ecmm IIOJKJIFOYEeHO

HECKOJIbKO AaKKayHTOB, MOXHO H3MeHWUTb OTIpaBuUTesisi, BblOpaB Ipyrue uMs U ajpec U3

BhIIIdJaromiero CIimCka.

Cy1iecTByeT BO3MOXHOCTb OTpeaKTMPOBaTh MMsl W aJipec, yCTaHOBJIeHHble B mojie OT.

s aTOTO CIlenyeT:
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1. [IlenxHyTb JIeBOM KHOIIKOM MBIIIH B 11osie OT.

2. BoibpaTte B oOTKphIBIIEMCS crnucke koMaHny HacTpouTh aapec oTnpaBHTeJIS.

Otkpoetcs nuanoroBoe okHo Hacrpoiika ajgpeca ornpaBuresisi (CM. PucyHok 54).

HacTpoiika agpeca oTnpasuTens *

Ecnm Bal NOYTOBEIA CEPBMC NOAASPHNBAET TAKYHD BOSMOXHOCTE, Bbl MOMETE HESHAUWTENBHO
HIMEHNTE MMA WAK BAPEC OTNPAEBUTENA. ITa YHKLWA He TpebyeT NoAKAKMEHHA HOBOR YUeTHOW
3ANKMCK, 38 BHECEHHBIE BaMK M3IMEHEHWA 5‘5’.ﬂ.yT NpHUMEHEHBl TOABKO K AaHHOMY cooBLEHWH.

« | I

Pucynok 54 - Coo0b1ieHre 0 HaCTpPOKKe ajpeca OTIPaBUTENS

Bonklue He NOKAILIBATE 3TO yEedoMIeHWe

3. Haxarp kHonky OK. OxHo 3akpoertcs, niojie OT nepeiiieT B peXXuM pe/lakTUPOBaHUS.

4. BHecTH HeOOXOIUMBIe U3MEHeHUS.

HNcnonn3oBanue ainacos

HWnorma Moxker BO3HUKHYTb HEO6XOJII/IMOCTB OTIIPABJIATH IMMCbMd C Pa3HbIX aJipeCcOB B

PAMKaX OJHOT'O dKKayHTd. HaHpHMep, 3TO MOXKeT OBITH II0JIe3HO JUJIS:
— MNOJIy4YeHus JIOITOJTHUTEJIbHOM ITPUBATHOCTH;

- HaCTPOﬁKH MoJry4ueHusd rnmucem OHpeHEHEHHOﬁ TeMaTHuKH,

— COPTHUPOBKM BXOJSIIHMX COOOIIEHUH 0 Ollpe/ieJieHHbIM ITpU3HaKaM (PacChUIKH, HOBOCTU

OT KOMITaHUH);

— BO3MOXXHOCTH OTIIPABJIATH IIMCbMd He C OCHOBHOI'O aJipecad.

B Takmx ClIy4adaX HCIIOJIb3YIOT IMOYTOBLIE a/IMAChbl — JOIIOJIHWUTEJIbHbIe IIOYTOBbIe ajpeca,
IIPUBA3dHHbIE K IIOYTOBOMY dKKAYHTY IIOJIb30BATEJIS. Anmacel )106aBJ'[SIIOTCSI dIMUHHUCTPATOPOM U

repeaaroTCsd IM0JIb30BaTEJII0 Yepe3 I0YTOoBOoe CoOo0IIIeHre Co ClleyromuM coaepXaHruem:

AnmuHMCTpaTOp 106aBUII BaM JIONIOJTHUTEIBHYO 3JIEKTPOHHYIO TIOUTY:
elena s@office-app.ru
Tenepr mpu CO3IaHWM THMCbMa BbI MOXKeTe BHIOpaTh, C KAKOTO ajipeca ero OTHpaBuUTh. HOBBIH
aJipeC IIpyUBs3aH K TOH Ke YHETHOI)’I 3dIllMCH, YTO U OCHOBHA4 3JIEKTPOHHA IM04YTd, [IO3TOMY Y HHX

O6H_[I/Ie UM OTIIPABUTEJIA, IIOAIIMCD U IIAIIKH C IIMCbMdMH.
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HOCTYHHbIe dJIMdCbl He OTO6pa)KaIOTC$[ B HACTPOMKAaxX AaKKAayHTd, HO MOT yT OBITD

HCIIOJIb30OBAHLI ITPH OTIIPpABKe ITMCbMaA.

Ecimm s akkayHTa ecThb ajauachl, TO OHUM 0TOOpaXkaloTCsl B BbllajjarolieM crivcke mnojist Ot
IIOJT OCHOBHBIM aJ[peCOM aKKayHTa U MOTyT OBITb BBIOpaHbI [yisi 3amnojHeHus mons OT

(cm. Pucynok 55).

ot [ “alexandr.smirnov alexandr.smirnov” <alexandr smimov@lime. myoffice-appr..  (Towta gnAale. ~ O6paTH
Kony: “alexandr.smirmov alexandr.smirmnov™ <alexandr.smirmov@lime.myoffice-app.r.. [/lovyra gng
Tema: “alexandr.smirnov alexandr.smimov” <olexandr.smirnov@lime.myoffice-app.r..  floyra gna

“alexandr.smirmov alexandr.smirnov” <alexandr.smirnof@lime.myoffice-app.r..  floyra gna .

HaCTpOWTE agpec OTNPaBMTENA...

Pucynok 55 - Beibop anuaca B kauecTBe ajipeca OTIPaBUTeIS

B nanke Bxoasimue nucbMa, 1oyyeHHbIe OJTHOBPEMEHHO Ha OCHOBHOM aJipec U Ha ajipeca

dJINACOB, 0T06pa>KaIOTC$I KaK OJHO ITMCBbMO.

6.4.2 Ilone O0paTHBIii afpec

[Tosie OOpaTHBII agpec CO/IepXXUT aJipec, KOTOPBIY MOSIBUTCS Y ToTy4aTesis B nojie Komy

npu orBeTe Ha mnucbMo. Ortobpakenue tmonisi OOpaTHBIA aapec peryupyercss KHOIKOH
OBpaTHbIK agpec | [lpu HakaTUM Ha JJAaHHYIO KHOMKY B CIIMCOK IIOJIed mucbMa J06aBiiseTcs

nojie OOpaTHBIH ajpec, CieBa OT KOTOPOI'o HAXOIMTCSA KHOIIKA X, CKpBIBAKOLIas IoJe.

6.4.3 ITone Komy

Obs3aTenbHoe m0i1e. [lone KoMy comep>XuT ofMH WM HECKOJIBKO afipecoB IOjIydaTesied
nvcbMa. B npornecce Habopa WMeHW WK ajijpeca BO3HUKAEeT CITMCOK MOCKA30K M3 aIpeCHOM KHUTH,

B KOTOPOM MOXHO BBIOPATh MojTydaTesisi 6e3 JajapHerIero Habopa.

Taxke IMpeaoCTaBIIeTCsa BO3MOXHOCTDb BbI60pa daJipecaTa 13 OOKOBOM HAaHeIM KOHTAKTOB.

OTkpoiiTe aHesIb KOHTAKTOB, BbibepuTe HeOOXOIMMYIO aJ[peCHYIO0 KHUTY U JIBaXKIbI IIeJIKHUTE I10

KOHTAKTY YTOOBI ,I[O6aBI/ITb €ro B Kda4eCTBe I10JTy4aTeJId.
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Bb1 MoxeTe nepemernath ajipeca nosydaresied Mexxay nosismu Komy, Konmust u CkpreiTas

Konus. Bocnomnb3yiiTech OHUM U3 CIIeAYIONIMX CIIOCODOOB:

1. [IIénkHuTe IpaBO¥ KHOIIKOM MBIIIM Ha BbIOpAHHOM 3JleMeHTe IIojlydaTelisi, 3aTeM
BbiOepuTe B KOHTeKCTHOM MeHIO Ilepemecturr B Komuro, Ilepemecturs B
CkpoiTyio xonuio unu Ilepemecturs B Komy. Ilone neneBoro ampeca 6Oyner

ABTOMAaTHYeCKH II0Ka3aHO, eCJIM OHO OBLIO CKPGEITO.

2. Haxwmure Ctrl+X/#Cmd+X, yToOBl BbIpe3aTb BbIOpaHHbBIE 3JIeMeHTHI IIOJydaTesied,

nepeMectiTe (GOKyC B IleJieBOe aJIpecHOe TIIojie W BCTaBbTe HMX C IOMOIIBIO

Ctrl+V/$Cmd+V.

3. ITlepertarure MBIIBIO TTAHEITb TIOTyYaTelIsE B HEOOXOIUMOe TIOoJIe.
6.4.4 ITons Konust u CkpeITas konus

ITome Komust COJEep’KUT CIIMCOK OOIIOJIHUTEJIbHBIX aJIpecdaTOB, KOTOPbIM 6y,11€T TaKXe

HaIpaBJIeHO MMKMCHbMO, IOMUMO OCHOBHOTO Tosty4datessi. [Io ymor4aHuio 1osie CKphITO, OTHAKO ero
oToOpaXkeHHe PeryaupyeTcss KHOIIKOU Konusa |, [Ipy ee HaxkaTuKM B CIIMCOK TI0JIeM J0OaBIseTCs

nosie Komwsd, cieBa or KOTOPOI'0 HaXOUTCS KHOIIKA X , CKPbIBAIOIIlas 3TO I10JIe.

ITone CKprTaﬂ KOIMHS aHAJIOrHIHO 11010 Komus 3a HCKITI0YeHHeM ToT 0, UTO II0JIy4aTeJIro
6yneT HeOCTyIleH CIIMCOK 3THUX aApecdaTOB, ero 6yneT BHUJIETH TOJIBKO OTIIPABUTEJIb ITMCbMA.
38‘{aCTYIO, CKPLBITbIe KOIIMKW HCIIOJIB3YIOTCH IIPpU MaCCOBOM paccCbUIKe I TOTO, 9TOOBI CIIMCOK

aJipecaToB PACChUIKM ObLI HEIOCTYIeH I OCTaJbHBIX mojydaTeneil. OrTobpakeHue OIS
o P - p ; o
CxpsbITas KonMs peryjavpyercs KHONkou | wRpBITaH KONWA - TIpy ee HaXkaTUM B CIIMCOK MOJIeN

I[O68BJI$I€TCH I1oJj1e CKpBITaﬂ KOITHA, CjieBa OT KOTOPOI'O HAXOOUTCS KHOIIKA X , CKpbIBAIOIIIasa

I1oJie.

[Tons Konmusa n CkpbITasi KONMUSA TakKe MOT'YT OBITb OTKPBITHI U3 (HAJIOBOTO MEHIO OKHA

COOOIIIeHU:

1. Bug > Ilosie Kommua Ctrl+Shift+C/ ¢ Shift+3%Cmd+C.

2. Bup > ITone Ckpbrtas Konusa Ctrl+Shift+B/ ¢ Shift+:Cmd+B.

,HJ'I?I TOro, YTOOBI OCYylIeCTBUTb JeMCTBUSI, CBSI3aHHbIE C IOYTOBBIM da/IpeCOM, BbI3OBHTE

KOHTeKCTHOe MeHIO Ha)KaTueM IIpaBOM KHOIIKYA MBIIIHU. bylyT IOCTyIIHBI Cllefiytolye AeHCTBYS:

3. 3MeHHTH aJipec - IIoABJIAeTCA KypCop, aApeC MOXHO OTPpeJdKTUPOBATbh.

4. 'Ypmanurtsh, BhIpe3aTh, KONHMPOBATh - CTAHJAPTHBIE ONIEPAIIAU C TEKCTOM.
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IIepemectuts B Komy - nepemectuts azipec B nosie Komy.
IIepemectuts B Komnuio - nepemectuts afpec B nojie Komms.

IlepemecTuth B CKPBITYI0 KOIIHIO - TIePeMeCTUTh ajipec B 1ojie CKphITas KOMHSL.

L N & w:

I/IH(l)OpMaIII/lﬂ 0 IIOJIb30BdTesie - OTKPbIBAETCA JHUAJIOTOBOE OKHO C KpaTKOI;’I

rHOpMaIlien o Mojb3oBaTese.

6.4.5 ITosne Tema

[Tone Tema comepxxutr Temy nucbMa. B citydae oTCyTCTBUSI TeMbl IIPU OTIHpPaBKe MOSIBUTCS
HanoMuHanue (cMm. Pucynok 56). Haxkmure OTnpaBUTH 0€3 TeMbl, ecjid COTJIACHBI C 3THM.

Haxxmute OTMeHHUTH OTIIPABKY, €CJIM XOTUTe BePHYThCS U 3aM0JIHUTE 11ojie Tema.

HancrmuHanwe o Teme *

@ ¥ pawero coobuleHna HeT Teme.

OTnpaenTe Bea Temel OTMEHWTE OTNPABKY

Pucynok 56 - HanmomuHanue 06 OTCyTCTBUU TEMBI

6.5 Ilanens ¢popmMaTHPOBAaHUSA TEKCTA

[Tanenb opMaTUPOBAHUS TEKCTa BHITJISIAT CIeAYIOIMUM obpa3oM (cM. PucyHok 57).

4 Co3zganne cooBierna: (Ges Temer) - MyOfficeMail

©ain [lpaska Bua BcrasuTe QopmaT HacTpoilkn  MHCTPymeHTsl  Cnpaska

A, MpasormcaHme ™ (5 BesoriacHocTe™ (3] CoxpaHWTh v [J Broxwums v

01, AnekcaHgp CMupHoB <alexandr.smimov@techwrmyoffice.ru> [owra 417 «alexandrsmim KomuA  Ckpeimas konvA  OOpaTHsId sapec

Komy:

Tema:

i

Il

]

i
<

=
<

Afizan v | | X0 Thames v BT BTV &

AHrnuickui (CLUA)

Pucynok 57 - [lanens popMaTtrupoBaHus TeKCTa
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6.5.1 Ctuin

ITonb3oBaTento
npejionpeieJieHHOr0 Habopa cTuwiel. B MOMeHT co3jaHus NHCbMa [JI TeKCTa MO YMOJYaHUIO
Ha3HaueH cTwib A03an. Haxmure Ha mose u u3 Bbimagatomiero crvcka (cMm. PucyHok 58)

BbIﬁepI/ITe H606XO)II/IMBII>'I CTHUIIb, KOTOprP'I 6y21€T IIpUMEHeH K TeKCTy, B KOTOPOM HAXOJUTCA

KYPCOP MBIIIIH.

mpeaJoCTaBJIsIEeTCA BO3MOXXHOCTBb BbI60pa

Abzay v

CObIMHEIA TEKCT
Afzauy

3aronosok 1
3aronosok 3
3aronosok 4
3aronoeck 5
Jaronosok b
Afdpec

3anaHHsIR dopmaT

Pucynok 58 - Cnincok ctusieit
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6.5.2 Bupx mpudTra

B MomeHnT co3manusg nOuMcbMa UIL  TeKCTa

IIponopiuonanbHbi. HaxkMuTe Ha 1osie U M3 Bbillajiaolero crnrcka (cM. PucyHok 59) Beibepure

HeoOXoMMoe HauepTaHUe.

|_ X0 Thames W |

¥0 Thames "'*

%0 Tahion
®0 Oriel

X0 Courser
®0 Caliburn

MponopUHOHENEHBI
MOHOLMPHHHEIR

Helvetica, Anal
Times
Caourier

Academy Engraved LET Plain
Alef

Algerian

Amiri

[0 YMOJMYAaHUIO Ha3HaueH MIpUPT

Pucynok 59 - Cniricok BeIOOpa HauepTaHus MpUdTa
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6.5.3 IIBeT TexcTa, nBeT (OHA CTPAHHIIBI

HpI/I OTKPBITHUMX OKHA IIMCbMA IIO YMOJ/IYdHUIO YCTAHOBJIEH ‘IeprIﬁ oBeT OJId mpchTa n

HpOSpa‘{HLIﬁ OoBeT 14 (1)0Ha CTPaHUIbI. HH}I HN3MeHeHHUs [IBeTa TeKCTa Ha’XMHUTe BEPXHIOIO YdCTb

KHOITKH L] , Ha DJKpaHe TIOSBUTCS mAuajoroBas maHedb (cM. Pucynok 60), Bbwibepure
HeOOXO/IMMBINA 1IBET W3 MAJUTPhl WIA BBEJIUTe IIeCTHa/llaTepu4Hoe 3HavyeHue. [Ipyu Haxkatuu Ha
kHoniky Ilo ymomuyanuio Oyzmer BbIOpaH dYepHBIM I[BeT ¢oOHA TeKCTa, HUCIHOIb3YeMbId TI0
ymordaauio. [To Haxkaturo Ha kHOnKy OK BHIOpaHHBIN [[BET IPUMEHUTCS K TEKYIIIEMY BBIJIEIEHUIO

TeKCTa, J'II/I60, €CJIM TeKCT He ObLI BbIJIeJIeH, K Jadjiee Ha6paHHOMy TEeKCTY B IIO3UIIUU KypCOpa4d.

LUgeT TekcTa >

BriBepute UBET: IEI

B HTML-
EEAMTE Ero Koq 000000 [ ] Mo ymonqaHnk

oruens

Pty

[Hanpumep: «=0000TT A «blues):

Pucynok 60 - [luanorosast maHenb BEIOOpA IIBeTa TEKCTa

Jliis u3mMeHeHus 11BeTa GOHA CTPAHMIIBI HAXKMUTE HIDKHIOIO YaCTh KHOTIKH E Ha JKpaHe
MOSIBUTCSI TMaioroBas maHesb (cM. PrucyHok 61), BbiOepuTe HEOOXOIUMBIN 1BET U3 MAIUTPHI WA
BBeJIUTe IIecTHaIlaTepuyHoe 3HaueHue. [Ipu HaxaTtru Ha kHOTKy Ilo ymomuanuio OynieT BbIOpaH
NPO3pavyHbIi I[BET GOHA CTPAHMIIbI, UCIIOIb3YeMbId 10 yMomdaHuio. [lo Haxkaturo Ha kHOnKy OK

1BeT pOHA COOOIIeHNsI 3aMeHUTCS Ha BBIOpPaHHBIM.

Ueet doHa cTpaHuLbl >

BeiGepuTe LEET: @] MoecnegHri BEIBpaHHBIR user @

BeeguTe ero HTML-kog #ddedd Mo yrMonYaHuo

-

Pucynok 61 - /Inanorosas nasesns Beibopa 11BeTa GpOHA CTPaHUIIBI

[Hanpumep: «#0000ff= nan «blues):
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6.5.4 Pasmep mpudra

Tekct myMcbkMa MOXKHO YMEHbIINThL WK YBeJINYUTh. HpI/I OTKPBITMHM OKHa ITMCbMA IIO

YMOJ/TYaHHUIO YCTAHOBJIEH Cpe):[HI/Iﬁ pa3Mep. Haxxmure Ha KHOIIKY ﬂ- W M3 BBIIIaJ4IOMIEero CIIMCKa

BbIOEpUTe OIMH U3 IIpelyCTaHOBJIEHHBIX pa3MepoB (cM. PrucyHok 62).

T T T
10
13
16

~ 18
24
32

Pucynok 62 - Beinmamatomuyii ciucok Beibopa pa3mepa mpudra
Jlna yMeHBIeHHs pa3Mepa MIPH(Ta HAKMUTe KHONKY 1%, Ui yBeIMYeHHs HaKMUTe

KHOIIKY T=.

6.5.5 Ctiiib Texcra

Crwb mprdTa BiausieT Ha HauepTaHue OykB. [Ipyu co3maHmuy HOBOTO NMKUCHhMA 110 YMOJTYaHUIO

CTHJIb mpncl)Ta He YCTaHOBJIeH.

Keomxu B I U (ITonyxupnsbii, Kypcus, IloguepkHyThIi) 03BOJISIIOT BbIOpATh

Ha4epTdHUs BbIIEJIEHHOI'O B TEKCTE Cl)paFMEHTa.

6.5.6 Ouncrka popmaTupoBanus

Haxxkmure KHOIIKY A % OIS OYUCTKU (l)OpMaTI/IpOBaHI/ISI BbII€JIEHHOT'O TeKCTa.
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6.5.7 Onepanuu co CIuCKaMu

MapKHPOBaHHbeI CITHCOK — 3TO CITMCOK, B KOTOPOM IIYHKTBI OTME4YalOTCA C IOMOIIbIO

-

Pa3/IM9YHBIX CHUMBOJIOB (MapKep0B). HpI/I Ha)KaTUM KHOIIKU =*= TIOIBJIAETCH HepBbIﬁ 3JIeMeHT

CIIMCKa, I1ocjieayromniye 6y,ZLYT ,[[O6aBJ'I€HbI roce HaxkaTud knasuiny Enter Ha KJIaBHUaType.

HymepoBaHHBIN CHHCOK — 3TO CIIMCOK, B KOTOPOM ITyHKThI OTMedaroTcsl nudpamu. [Ipu

1= o
Ha’>XaTWUMW KHOIIKHW 2= IIOABJIAETCA IIePBbIM 3JIeMEHT CIIMCK4d, IToCjiegyroiiue 6YJIYT )IO6&BH€HBI

rocJjie HaxkaTud kiasuiii Enter Ha KJIaBUaTYype.

Kuonku £ wu 2= CIIY’KaT JId M3MeHeHHs YPOBHS BJIO)KEHHOCTHU TEKYIIero s3jieMeHTd

CITMCKaA.

6.5.8 BoipaBHUBaHNe TeKCTa 10 FTOPU30HTAIH

[Ipy HaXkaTUM Ha KHONKY = ¥  OTKpBIBAeTCSl MEHI0 BbIOOpa BBHIPAaBHMBAHHS TEKCTa IO

ropusoHTasnu (cMm. PucyHok 63).

e

Mo nesomy Kpako

Mo usHTpY

Mo npaeony Kpao

Mo WHpkHe

Pucynok 63 - Beibop BapraHTa BbIpaBHUBAaHMS TeKCTa 110 TOPU30HTAIN

6.5.9 BcraBka BCTPOEHHBIX 00HEeKTOB

B Teno mucema MOT'yT OBITH BCTPOeHHI djlefyroiue OOBEKTHI:

— CCBUIKA;
— SIKODB;
— u30bpakeHue;

— pa3JieNiuTerb;
— TabJyIuMIIA.
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Jnst BcTaBKM 0O6beKTa HaXKMUTE KHOIIKY @J" , Ha DKpaHe OTKPOEeTCs MeHI0 BbIOOpa 00BeKTa

(cm. Pucynok 64).

=
<

Cchinka
Akope
MaoBpaxeHue

Paznenutent

B 1@

Tafnuua

Pucynok 64 - Beibop BCTpoeHHOTO 00BheKTa

6.6 MudopmarnonHas naHejib

HWudopmarivonHasi TaHejb HAXOIWUTCS B HIDKHEHW YaCTH COOOIEeHUsT U MOXKeT ObITh
oToOpakeHa JJIsl BBIBOJIA HAa JKpaH Npelylpexx[eHud, HalpuMep, HallOMUHAHUE O HeHalJIeHHOM
afpece, 00 OTCYTCTBHHU BJIOXKeHUsI U T.J. Takke uWHOpPMAIMOHHas TaHEeJIb MOXeT COAEepXKaTb

yIpaBJISIOLIYe 3JIeMeHThl, HallpuMep, KHONIKU (cM. PrucyHok 65).

4 Cozaanme coobuenws: Attach - MolOdmc Mo -
Taian [Opaexka Bwug EBoTaswte DopMaT  HacTpo@kW  HHCTDYMEHTBI  ChpaBka
E= OTNpaeMTh .‘Q', [NpaeonKcaHue v iLl bezonacHocTb v @ CoxpaHuTe v ['11 BnoxuTe v
01 AnekcaHip CMUpHOE <alexandrsmi.. Komua  Ckpeimad konwa  DBpaTHeIR agpec
KOM""’ F|F‘ﬂﬁ HanoMUHaHWE O BNOWEHWA e
y: :

Tema:  Attach ® Bil 336b1AM BAOKMTE haiin?

Attachment

@ HafgeHo 2 KnKoYeBkIX CNOBS BNOXHEHW... attachme.., NoBaBUTE BNOMEHHE... HanmomMHUTE No3me | W X

Pucynok 65 - IIpumep nHpOpManoHHON ITaHeIN
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6.7 Ilaness BiIOMKeHUH

ITanens BIIOXEeHMH 0T06pa>1<aeTC$[ B CJlIy4dae eCjn

(cm. Pucynok 66).

COOGH_IQHI/IQ COOEPXKUT BJIOXKEHHA

4 Cospanne coobwenma: Test - MoiOdue Moura
@aiin [paska Bug BcraewTe @opmarT HacTpoiikn WHCTpymenThl  Cnpaska

£= OTnpaeuTb A MNpaBonucaHwe ¥ (5] BesonacHoCTb ¥ & CoxpaHnTe ¥

Or. | AnekcaHop CMupHOB <alexandr.smimov@techwrmyofficerus Toyra 477 «alexandrsmim.. v KonuA  Cxpeimas konuA  OGpaTHIR agpec
Komy:
Tema:
Ab3al ~ || X0 Thames viE TT, " BITU A ZIZEE =v [I]Jv

J Browuts v

v 2 Attachments CERELE Mpeanonaraemslii pashs

o

Kuuralcsv 63 Gaitt (0] test! docx 213 KE

AHFAMACKAW (CLLIA)

Pucynoxk 66 - [Tanens BioxxeHu

Ha nanenu orobpakaercs ciefyromas HGopManus:

— 001X pa3Mep BIIOXKEHWH;
— IIpeJiroJiaraeMblii pa3mep MMUCbMa;

— CIHCOK BJIOKEHH.

[Tonpo6HOe omucaHve [eWCTBUM C BIIOXEHUSIMH IIp

BJIOJKEHUSIMMH.
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6.8 BoxoBag naHejL KOHTAKTOB

Jnst ynobcTBa moucKka ajipecoB OTKpONTe OOKOBYIO IaHeb KOHTAaKTOB (cM. PucyHok 67).

,HJ'[SI 2TOro BbI6epPITe ITYHKT KOMdHIHOT'O MEHIO BI/II[ > IlaHe/Ib KOHTAKTOB, mubo HaxkmuTe F9.

KOHTaKTRI X

ANpeCHAA KHWTA:

E Bce agpecHbie kKHMrA - v

MoWck KoHTaKTOR:

L 'ﬂrﬁ- Wik e-mail agpec

raa A B
2 Anexcanap CmupHos
2 Enena CmupHosa

Pucynok 67 - [Touck KOHTaKTOB

Bribepute afpecHy0 KHUTY B BbIajiatoiiieM MeHI0 AnpecHasi kHura. s cozmaHus
HOBOTO KOHTAKTa W/IM CIIMCKA PACCHUIKA Ha)XMHTe KHOIMKY —— (IOIOJHUTEIbHOe MEHI0) |

BbibepuTe HoBhlil koHTaKT Wiy HoBBIi CIIMCOK.

Bribepute koHTakT B crucke, ganee HaxkmuTe Komy, Kommsa i CkpseiTas komusi s

TOTO, YTOOBI MCIOJIb30BATh KOHTAKT B IIMCHEME.

6.9 ITonck B coodIeHNN

[Tanens noucka (cMm. PucyHnok 68) HaxoguTcsi B HMXKHEM 4aCTH COOOIIeHHs Y BbI3bIBAETCS

u3 darnoBoro Menio (IIpaBka > Haiitn), 6o no coderanuto kiasuil Ctrl+F/2Cmd+F.

Tee] A v [ Noncgevirsece [ Cysérompeructpa C yMETOM QMBKDMTIECKX 343KoB || Tonsko cnosa uemmkon | 38MEHMTb 1eualcosnagesma X

Pucynok 68 - Ilanens movcka

Ha nanenu HaXOoJdaTCs clieAyromue I10JI4:

— HaiiTi Ha CTpaHHuIle — TeKCTOBOe I10JIe AJid BBOJid CTPOKHU IIOKMCKA,
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—HOIICBETPITI) BC€ — BKJIIOYEHHe/BBLIK/IIOYeHHe peXxXrnMa II0JCBETKHU BCeX HalJIeHHbIX

BXOXXJIeHUU;
— C yueToM perucrpa — BK/II0UeHHe/BBIKIIIOUeHHe pe)XuMa ydeTa perucTpa Ipy IOUCKe;

-C Y4eToOM JHAKPHUTH4YECKHX 3HAKOB — BKJIFOYeHHe/BLIKIIIOUeHHe pexruMa Yy4deTa

IHUAKPUTHUYIECKHX 3HAKOB IIPU IIOHCKE;

— TonbKo CJIOBa IEJIHKOM — BKJIFOYeHMe/BLIKIIIOUeHHe pexrMa IIOHMCKa TOJIbKO CJIOB

DeJInKOM.

J171s1 3aMeHbI CTPOK He0HX0IMMO BBITIOJIHUTE OJTHO M3 CJIeAYIOUIUX JIeHCTBUH:

1. B ¢aiinoBom Mento BoiOpats IIpaBka > HaliTu 11 3aMeHHUTB.
2. Haxatb coueranue kiasuil Ctrl+H/:3Cmd+H.

3. Ha OTKpI)ITOfI IIaHeJIX IIOMCKd Ha>XdThb KHOIIKY 3aMeHHTh.

[Ipu saTom oTkpoetcs nuanoroBoe okHo Haiith u 3ameHuTs (cM. PucyHok 69).

Hadiiti 1 3amenute =

Hai rescr, (T ) [ Hasn gange |

3EMEHNTE Ha:

JameHnTh
C yuETom perncTpa
C Hauana crpaHmus! JAMEHMTE M HANATH

Mawck B oBpatHom HanpasaeHlm SAMEHITE BCE

3EKPRITE

Pucynok 69 - JInanoroBoe 0KHO 3aMeHbI CTPOK

,HI/IEIJ'IOF COAEpPXXUT djieyrolue I10JId:

— HaiiTu TeKCT — TeKCT 115 TTIOMCKa;

— 3aMeHHUTDb Ha — TeKCT JIJIsl 3aMeHbl;

— C yueToM perucrpa — repekjiroueHre peXxuMOoB TIOUCKa C yueToM/6e3 yueTa perucrpa;

— C Hayana cTpaHUIBI — Nepek/IIoueHre TIO3UIMK Havalla TIOMCKa C Havasla CTPAHHUIIbI/C
TeKYIeH II03ULINY;

—Ilonck B o00paTHOM HampaBJIeHWM — I[IepeKk/loueHre HalpaBJeHus I[IOMCKa B

IIpSIMOM/00OPaTHOM HallpaBJIeHUH;
— Knonka HaiiTu najee — ovck ciielytouiero BXoXaeHusl;

— Knonka 3aMeHHTB — 3aMeHUTh TeKylllee BXOX/IeHHe;
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— Kxormka 3aMeHUTH B HANTH — 3aMEeHUTD TeKyIllee BXOXIeHUe U HalTH Clleylollee;
— Kuornka 3aMeHHUTE BCé — 3aMEeHUTh BCe BXOXKIEHUS B [IUChME;

— Knomnka BaKprTI) — 3dKPbITh JHaJIOTOBOE OKHO.

6.10 Hactpoiika niBera u ¢poHa CTpaHHUIIBI

Jlnist HacTpo¥KY 1BeTa U GOHA CTPAHMIBI BBIOEPHUTE IMyHKT KOMAHJHOTO MEHIO COODOIIeHHs
dopmar > IIBera u ¢poH crpanunbl. JlanHoe nuanoroBoe okHO (cM. Pucynok 70) mo3BossieT

HACTPOUTH 1BeT U GOH MHUCHhMA C UCTIOJIb30BaHUEM CJIeYIOIIUX HACTPOeK:
1. IIBeTra moJsib30BaTeJiA IO YMOJYAHHIO - VYCTAaHABIMBAaeT CTaHJApPTHbIE IIBETa,
MIpelyCMOTPEHHbIe TI0 YMOJTYaHHUIO.
2. Ucnoan30BaTh IIBeTa
— OOBIYHEBIH TEKCT - [IBeT TeKCTa IMMCbMa;
— CchLIKa - 1IBeT CChUIKH;
— AKTHBHAas CCBIIKA - [IBET aKTUBHOM CCHUIKY;
— ITpocMoTpeHHas CCBLIKA - IIBET POCMOTPEHHOM CCHUIKH;

— ®oH - 11BeT PoHa.

3. doHoOBOe H300paxkeHHe - BEIOOp n300paxkeHus AJisl GoHa.

UeeTa n §oH cTpaHALbI i

Lpera crpanmuum
) Usera nonszoeatens no yuonyasnse (He yKaIsiBaTs UEETa)

ﬂcn-}nbmnam UEeTas

QBRIYHBINA TEXCT: )
- OELIMHEIA TerT
Ceninka

Comnka
E" THEHAR CCRLKA:

AKTHEHAA CCBUIKS
[pocmoTpendsan cosunea:

n MOT - ]
Dok POCMOTREHHAR COBINKE

ToHoEce MI0GpaKeHnE:

BriBpate daiin...

OononHUTENEHD...

o

Pucynoxk 70 - /lnanoroBoe 0KHO HaCTPOMKH I1BeTa U pOHA CTPAHUIIBI
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IIpu  HaXXaTHUM

Ha

KHOIIKY HOIIOJIHI/ITEJII)HO OTKPbIBAETCA

DPEeIAaKTUPOBAHUS JONOJIHUTEIbHBIX CBOKMCTB.

6.11 BcraBka 00LeKTOB B COO0IIeHHE

6.11.1 Ccruika

JIMaJI0roBoe

OKHO

,HJ'I?I BCTAdaBKM CCBLJIKH BbIGepI/ITe IMIYHKT KOMdHJHOI'O MEHIO COO6H.[€HI/I$I BcraButpr >

Cchuiky, 00 B maHesn $opMaTUpPOBaHHUs MHUChbMa BbiOepUTe BCTpauBaHue oObekTa CchUIKa.

OTkpoeTcs AuanoroBasi aHesIb peIakKTUPOBAHUS CBOMCTB CChUIKM (cM. Pucynok 71).

CeoficTEa CobLAKM x

Beegmie rexcT 408 oToBpamenia coplakM:

[ I

Appes obbEKTa COBLAKW

BeeanTe apec BeG-cTpanvybl, NOKENEHOND $aina uan eniGepuTe
ARCPE WAKM 2aroAc8oK C MMeHER W2 KOHTEKCTHOMD MEHHD NONA:

Buifpate daiin...

BpoaoaTe dain, oTKpRIBAFIWWACE MO 370 CCBUIKE, B CoDGLEHIE

Oraena

Pucynok 71 - JluanoroBasi naHesb peJIakTUPOBAHUS CChUIKU

Jlnst popMUpOBaHUs CCHUIKU BbI JIOJDKHBI BBECTU TEKCT Jyisl 0OToOOpaXkeHUs, a TakKe ajipec

CChUIKH. B kauecTtBe aJipeCa MOXET BbICTYIIdThb a[ipecC BEG-CTpaHI/IHLI, IIyTh K c])afmy Ha OJUCKe, a4

TaK)Ke SIKOpb WIK 3arojIOBOK C MMeHeM M3 KOHTeKCTHOTO MeHro moJist. s Beibopa daityia ¢ qucka

HaxxMuTe KHONKY BpiOpaTth ¢aiin. Ilocie Bbibopa aityia cchiyika Ha Hero OyAeT MpOMKCaHa B

nosie agpeca ccbulkd. Haxxmute nepekittouarens Biioaxkuth ¢aiin, oTKpbIBaloIMicsa M0 3TOH

CCBLIKE, B COOGIIIEHI/IE, eClIM BBl XOTHTE, YTOOBI Cl)afl]'[ o aapecy CCBbUIKH, OBLT IIpUJIOXKEeH K

IMMCbMY B Ka4eCTBe BJIOKeHHs.

6.11.2 fixopn

J11s1 BcTaBKY sIKOpsl BbIOepUTe IyHKT KOMaHAHOIO MeHI0 coobiienus: BecraButs > fIkops c

uMeHeM, 00 B maHeu GOpMaTHPOBaHMS MHCbMa BbibepuTe BCTpauBaHHe 00bekTa fIkopb. Ha
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OKpaHe BO3HMKHET JJMajloroBOe OKHO pe/lakTUPOBaHUs CBOWCTB sikops (cM. Pucynok 72).

CeoficTE? AKOPA C MMEHER .

Wra axopa:

| anchor I

AonoAHHTENEHD..

e

Pucynok 72 - JIluanoroBoe OKHO CO3[JaHUS SIKOPSI

Jlnst BcTaBKU siIKOpsi BBequTe ero ums (onvcanue) B mnojie Uma axops. Eciv Ha MoMeHT
OTKPBITHSI IMAJIOTOBOT'O OKHA B MUChMe BblJleJieH pparMeHT TeKCTa, TO OH OyJeT MoMellleH B I0Jie

Nma saxopsa. [lpy Haxatny Ha KHONKY JIOIOJHHUTEJIBHO OTKPbIBAETCS AWAJIOrOBOE OKHO

pPeIaKTUPOBAHUSI AOMOJHUTEJIbHBIX CBOMCTB. Ilo Haskatuio Ha KHOIIKY OK B IMNO3UIIUI0 KYypCOpd

Oynet 1obaBiieH SIKOpb.

6.11.3 N3zo0paxkeHue

Jnst BcTaBKY M300pakeHUs] BbIOEPUTe IMYHKT KOMaHIHOTO MeHI0 coobmieHusi BcraBurp >
N3o0paxenue, b0 B maHesn ¢QopMaTHpPOBaHUSI MHUCbMA BbIOEpUTE BCTpavBaHUEe OOBEKTa
N3o0paxkenue. [Ipu BcTaBke wu3obpakeHUsI OTKPBIBAETCSl [IMAJIOTOBOe OKHO, COCTOsiIee U3

CIIeIYIOIINX 3aKJIaJI0K:
— ajipec;
— pa3Mephl;
— BHEIIIHUU BUJI;

— CCBLJIKA.

6.11.3.1 Anpec

[Tanens Appec 1o3BO/sIeT 3arpykaTb H300pakeHHWe M 3a7jaBaTh HEKOTOpble CBOWMCTBA

(cm. Pucynok 73). [171s1 3TOro UCHOIb3YIOTCS ClleIyIolIre OIS

— Anpec n300pa;keHus - 1oJie BBO/A ajjpeca U300pakeHHs. JTO MOXeT ObITh CChUIKA Ha
BeO-pecypc, b0 azgpec JjokaimpHoro ¢aiina. [lo HaxaTuio kHonku Beropats ¢aiin

OTKPBIBAEeTCSI CUCTEMHBIM IUAJIOT BbIOOpa daiinia;
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—BCIIJII:IBHIOIII&H IMOACKA3Kad - IIOJCKd3Kd, BO3HHKAIOIIAs IIPpU HABeleHWHW KypCOpd Ha

r3obpakeHue;

— ANbTepHATHBHBIN TEKCT - aJIbTePHATUBHBIN TEKCT JJis M300pakeHUs! (TEKCT, KOTOPBIMA

M03BOJIsIeT MOJMYy4YdTh MHPOPMaIMio 00 M300pa’keHUM TPU OTKJIIOYEHHOM B Opaysepe

MoKa3e U300paKeHUH WK BO BpeMs UX 3aTPy3KHu).

CeoicTea uzobpasesna

Appec Pasmepw Buewwuneng  Coetnea

Anpec naobpasenna;

BoosknTe 370 macbpakenue B coobugenme

Bennmisarowan nogokaska:
® ANETEPHATHEHEA TEXCT!

HE HONONL3DEdTE B.ﬂhTEFlHE'I'HBH.b:IIﬁ TEKLT

Brabpate daiin...

Ormaena

Pucynok 73 - Hacrtpotlika afpeca uaobpaxeHus

OKHO

HpI/I Ha>XXaTHMK  HA KHOIIKY HOIIOJIHI/ITEJIBHO OTKpbIBaeTCA  OMUdJIOroBOe

PEeOAaKTUPOBAHMS AONOJHUTEIbHBIX CBOMCTB I/1306pa)KeHI/I$I. Ilo HaxkaTuio Ha KHOIIKY OK B

MO3UIIIO Kypcopa OyzeT qo6aBiieHo BLIOpaHHOe U300paskeHue.
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6.11.3.2 Pa3mepsl

[Tanens Pa3mepsl 103BoJIseT YIIpaBiIsITh pasMepamMu u3obpaxenus (cMm. Pucynok 74). [1pu
BbiOOpe Mcxomublii pa3dmep u3o0OpakeHHe OTKpbIBaeTcss 6e3 n3MeHeHMs! pa3mepa. Brwibepure
3agaTe pasMep eciid Bbl XOTUTe W3MeHUTb pa3Mep u3obpaxkenus. [Ipu 3ToM MOXHO 3ajaTh
MPOM3BOJIBHYIO IIMPUHY U BBICOTY B MHKCEJSIX M TPOIEHTaX OT IIMPUHBI OKHa. Bribepure

COGJIlOlIaTb MPOIIOPITUH €CJIN Bbl XOTUTE COXPAaHUTDb UCXOJIHbIE ITPOIOPIIUH I/I306pa>KEHI/IH.

Cecfictea nzobpasexna X

Appec  Pasmeps  Beewnudeng  Coeinka
o Wexopnuil pasweg

Sanate pazuep v

<

LWnprma:

-~
Bricora: i THKCENDE il

Oriaena

Pucynok 74 - IlaHenb HaCTpOMKYM pa3MepoB U300pakeHUsI

HpI/I HaXaThM HA  KHOIIKY HOHOJIHI/ITEJIBHO OTKpBbIBAE€TCA  OHUAJIOrOBOe OKHO

PEeIAKTUPOBAHUSL OONOJIHUTEJIbHBIX CBOMCTB I/1306pa)KeHI/I$I. Ilo BaxkaTwio Ha KHOIIKY OK B

MO3HUIIMIO0 Kypcopa byJeT 1o6aBiieHO BbIOpaHHOe M300pakeHue.
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6.11.3.3 BHeurnuii Bu

[lanens Buemnmii Bupx (cMm. PucyHok 75) mno3BoisieT 3afaTh CBOWCTBA IOJIeM U

pac1iojiokenuve I/I306pa)KEHI/I$I OTHOCHUTEeJIBHO TeKCTa.

Cngna v cnpasa:

nUECznon : BHHS}"

Ceepiy ¥ CHUZY NMKECENDE

£y 4» L3>

'CE,HGILUI'HIH rPaHMALac NHECENoE

Ceofdctea nzobpaxerna e
Appec Pasmepm  Buewmuneng  Coeinka
Monn Pacnonomenwe TEKCTA N0 OTHOWEHMID K M3o0pasennio

KapTa Maobpasenna

6

T EEHD

Oriaena

Pucynok 75 - HacTpolika pacrnosioskeHust U300pakeHust

CsoiicTBa noneu 3a1d0TCA B IIMKCEJIaX, BbI MOXeTe 3d1dTh ClIeYIOIIe BAPpUAHTHI:

— TIOJIs1 CJIeBA U CIIPaBa;
— TI0JISI CBepXy U CHU3Y;

— TOJIIIYMHA I'PaHUIBI 1/1306pa>1<eHH5{.

Tun PacCIIOJIOXKeHH A I/1306pa)KeHI/I$I 3a1deTCda UCXo44d U3 CJIeAYIOIINX BAPUAHTOB:

— BBEPXY;

— IO IeHTPY;

— BHU3Y;

— BIIPaBO, OKPY>KUTh TEKCTOM CJIEeBa;

— BJIeBO, OKPYXXUTb TEKCTOM CIIPdBd.

[Ipy Haxatv Ha KHONKYy /[lomoiHHTeIbHO

OTKPbIBAETCA

AHUaJIOroBoe

OKHO

PEeOAKTUPOBAHMS AONOJHUTEIbHBIX CBOMCTB I/1306pa)KEHI/I$I. Ilo maxkaTuio Ha KHOIIKY OK B

MO3UIINIO Kypcopa Oy/ieT nobaBieHo BbIOpaHHOe M300pakeHHe.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MHWy, 2013-2024

118



MounOdunc

6.11.3.4 Ccouika

[Tanens Ccpuika (cM. PucyHok 76) mpefHa3HauyeHa Jjisi TOTO, YTOOBI OTKPBIBATH CCBUIKY,
SIKOPb WJIM 3ar0JIOBOK 10 HaXKaTHIO0 Ha u3obpakeHue. CcbUlKa JI0DKHA OBITH MpOMMCAHa B IOJIe

BBOJA. HpI/I HA’KAaTUHU Hd KHOIIKY PEHaKTOP CBOMCTB CCBLIKH OTKPBIBAETCA OHU4AJIOTOBOE OKHO

PEeOaKTUPOBAHMSI JONOJHUTEIbHBIX CBOMCTB JAHHOK CCBHUIKH.

CeoicTEa zodpaxeHia >

Appec  Pasmepmt Bwewmnui mng  Cobinka

Boegure gapec seb-crpannupl, noxansroro aing wiK BpiBEpHTE RKOPE MAK JArCACBOK C MMEHEM M3
KOHTEKECTHOMD MEHHD NONA:

(= |

BwBpate dadn...

MoxassiBaTe CPaHULY BOKPYT MICOPEKEHNA, COREPMHALIErD COBnKY FegaeTop coOACTE CCBLAKN..,

Hononrurensmo

Oriaena

Pucynok 76 - IlaHens HaCTPOMKY CBOMCTB CCHUIKU

HpI/I Ha’>XaTHWHW  Ha KHOIIKY I[OIIOJIHI/ITEJII)HO OTKPbIBAETCA AHUaJIOroBoe OKHO

PEeOAKTUPOBAHMS AONOJHUTEIbHBIX CBOMCTB 1/1306pa>1<eH1/151. Ilo maxkaTuio Ha KHOIIKY OK B

I[IO3UINUI0 KYPCOp4ad 6YI[ET ,[[O68BJ'I€HO BbI6paHHO€ I/I306pa)K€HI/Ie. HpI/I JBOMHOM Ha>XaTHH Ha CCBUIKY

OTKPBIBAETCA OUAJIOT peJdKTUPOBAHUA CBOMCTB CCBUIKH.
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6.11.4 Paznenurenn

HHH BCTAaBKH pa3JiejInTesda BbI6€pI/ITe IIYHKT KOMdHAHOI'O MeEHIO COO6H.I€HI/I$I BcraBurth >
Pasnemﬂenb, aubo B IaHeIH (l)OpMaTI/IPOBaHI/IS[ IINCbMaA BbI6epHTe BCTparBaHUE 00BeKTa
PaBHEJII/ITEJIb. HpI/I BCTdBKe pa3fieyInTe/ld B TeKCT IIMCbMd B IIO3UINHUIO KypCOpd BCTaBJISIETCA
TOPU30HTAJIbHAA pa3ie/InTeJIbHad I110JI0Ca CO CBOMCTBAaMH, YCTaHOBJIEHHBIMH 110 YMOJIYaHHIO. HpI/I
JIBOMHOM KJIMKE Ha pa3aeiinTellb OTKPbIBAETCSA OWAJIOTOBAs IldHEJIb (CM. PI/ICYHOK 77), B KOTOpOM

MOXKHO IIOMEHSITh ero CBOMCTBA, TaKHe KaK IMIHWPHWHA, BbICOTA, HAJIMYHE 3D TeHwu, BbIpdBHHMBaHHUE.

CeoACTER MOpH3OHTANLHOND DAE34ENUTENS *
Pasmeps

LWnpuna: %o OT pa3Mepa okHa ¥

-
BrscoTa: 2 | muMxcence
| 30-pens

BoipasunBeanme

Breso (@) [lo uewTpy Bopaso

Heononesceame no ymon4aHmamw JonoAHHTensHD..

oK Ormaena

Pucynok 77 - HacTpo¥ika CBOMCTB TOPU30HTAIbHOTO Pa3feIuTelIs

ITo Haxatuio Ha kHonKy OK k paspenurenpHOM mojioce OyayT IpyMMeHeHbl BbIOpaHHbIe

IapaMeTphl. ,HJ'IH YAaJlleHUuda pa3faeinTesisa HCHOJ’IbByﬁTE KHOIIKY DEL wm KOMaHOY YHaJII/ITb B

KOHTeKCTHOM MEeHIO.
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6.11.5 Taoaua

Jlnst BcTaBkM TabGIMIBI BbIOEpUTE IyHKT KOMaHAHOTO MeHIO coobiieHuss BcraButh >
Tabmuiry, mu60 B maHenu $GOpPMaTUPOBAaHUs MHChMa BbIOepUTe BCTpavBaHue oObekTa Tabusuma.
Eciu Ha MOMeHT BCTaBKY TaO/IMIIBI B IMChbMe He BbijielieH pparMeHT TeKcTa (peXkuM Kypcopa), TO

OTKPOEeTCSl IMAJIOrOBOe OKHO BCTaBKM Tabiuiibl (cM. PucyHok 78).

Becraeka Tabnunugl ot

Crpox: 2%

CronBuyoe: 2%

Wupuna: 100 |2 % oT pasmepa .. ™

[pannya: 1S nukcenoe
JononHWTENEHD...

Pucynok 78 - JlnanoroBoe 0KHO HaCTPOWKM MapaMeTpPOB TaOJIUIIbI

Juanor no3BossieT 3a/1aBaTh CJeAyIolye apaMeTpbl TabJIUIIbL:

— KOJIMYECTBO CTPOK;
— KOJIMYeCTBO CTOJIOIIOB;
— IIMPUHA TaOJUIIBI (B TIMKCEJISIX WIK B MPOIEHTAX);

— TOJIIIIWHA I'PaHUI] Ta6JII/IIIbI B ITMKCeJIAX.

HpI/I HAa’XdaTHMM  HA KHOIIKY HOHOJIHI/ITEJII)HO OTKPbIBAETCA JHWaJIoOroBoe OKHO

PeJaKTUPOBAHMS JOIIOJHUTEJILHBIX CBOMCTB Ta6III/IIII)I.

ITocne CO30aHHA Ta6J’II/ILIb1 Bbl MOXETe HM3MEHWUTb €€ IIdpdMEeTpPhI. HJ’ISI OTOro aBa pd3a
KJIMKHHUTEe Ha Ta6m/1uy, OTKPOETCd OUaJIor pedaKTHUPOBaHMHAI. OTKprBIHeeCH AuaJIoroBoe OKHO

OyIeT OTIM4aThCsl OT OKHA COo37jaHusl Tabmuiel. OHO coflep kUT ABe maHesu - Taonuna u Sluelika.

[Tanens Tabmuma copepXUT 1O i pefdaKTUPOBaHUS  CBOMCTB  TabJIMIIBI

(cm. Pucynok 79).

— KOJIN4YeCTBO CTPOK;

— KOJIMYeCTBO CTOJIOIIOB;
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— [IMpPUHA TabJIUIIb;

— IIMPHHA I'PAHMUI];

— OTCTYIIbl MEXIY A4eiKaMy;

— pa3Mepsl [10J1eU JYeeK;

— TUII BLIPABHUBAHUS 110 TOPU30HTAJIY;
— HaJIM4ue 3arojIoBKa,

— 1BeT ¢oHa.

OKHO

HpI/I Ha>XXaTWK  HA KHOIIKY HOIIOJIHI/ITEJIBHO OTKpbIBaeTCA  OMUdJIOroBOe

PeIaKTUPOBAHMSI JONOJIHUTEIbHBIX CBOMCTB Ta6JII/II_[bI.

CeoficTea Tafnuug

Tabnwua  Auedism

Pasmepo
Crpokn: Wapina: 100 5 | % o7 pasmepa oxma
CronBugi: 2 $

lpanmup u nons

]
[pannues 1 &% nNMECENCE
Orcrymis 2% nukcence MESCTY AMEAKILIN
Dona: 2 3 MHECENCE MESTY TPEHHMLEN AYERKH W EB COARPMMMEIN
Bripaguneanme Tabnuuese  Bheso w  Jaronoceok: | Her
Lieer drona: (ByaeT euges GoH CTparnLb)

| QK ' Mprmennre Ormena

Henoanurensho...

Pucynok 79 - JIluanoroBoe 0KHO peIaKTHPOBAHUSI CBOMCTB TaOIUIIbI

[Tanens $ueiika coOAepXUT IOJS Uil pelaKTUPOBaHMUSI CBOWCTB siueeK TabJIMIIbI

(cm. Pucynok 80).

— BBICOTA STYEHKU;

— [IUPUHA STYEHKY;

— FOPU30HTAJIbLHOE BBIPAaBHMBAHKE COAEPKUMOTIO STYEUKH;
— BepTUKaJIbHOE BBIDABHUBAHUE COJIEPKUMOTO STYEHKU;

— CTWIb STUeUKHU;
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— IIepeHOoC TeKCTa B sT9eukKe;

— 1BeT (poHa STYEHKH.

HpI/I Ha>XXdTHMKM  HA KHOIIKY HOHOJIHI/ITEJII)HO OTKPbIBAE€TCA AHaJIoroBoe OKHO

DPEeIAaKTUPOBAHUS AONOJIHUTEIbHBIX CBOMCTB STYEUKU.

CeoicTEa TAGMMLE x

TaBrnua  Auedsm
Brigenenne
Aueiina

£ Dpepsiaywss » Crepyrowiss

Mepea nasenennen enigenenna ByIyT NpUMEHEHE] TEXYLLME NONPABKN,

Pasmepbi Bripasnnsan ne COAEPRAMONG
Ebicora: £ nwkcenos " BepruxanscHoe: Mosepxy =
Wipeara: £ nwkcenos " FopuzonvansHoe:  Baeso =
Crane auedss:  OBwidnbie > Mepenoc texcra: | MNepenocnme >
Leer dona: (Eyaer evaeH god Tabinmyb)

YeTaHOEUTE hnaxi 4R CNPEleneHin cEoHCTE, NPHMEHASMELX KO BCEM

BifpaHHbIM Auefkanm HonoaHuTensHO..,

| 0K ' DpnmennTs Omiaera

Pucynok 80 - J/InasioroBoe 0KHO pe/IakTHPOBAHUSI CBOMCTB STYeUKHU
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6.11.6 Bcraeka HTML

st BctaBku ¢parmenta HTML - kona BeiGepUTe MyHKT KOMAHIHOTO MEHIO COOOIeHMUsI

BcraButh > HTML (cM. Pucynok 81).

Bcraexa HTML

Beequre HTML-Term u reker:

Mpumep: <i= Boes npueem! <fiz

Crrraena

Pucynok 81 - JIlnanoroBoe okHo BctaBky koga HTML

Beeaute tekct koga HTML, Haxkmute kHoniky OK.
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6.11.7 BcraBka maTemaTnueckux Boipaxenui LaTeX

HJ'IFI BCTdBKM MdATEMdTHUYECKOI'O BbIpa’XeHHA BI)I6epI/ITe IIYHKT KOMdHIOHOT'O MEHIO

coobiienus BeraButh > Math (cm. Pucynok 82).

PI/ICYHOK 82 - HI/IaHOFOBOE OKHO BCTABKHW MdTEMdTHUY€CKOI'O BbIPpA’KEHUS

Beemute ucxopnbiii koxg LaTeX B COOTBETCTBYIOIIlee I10Jjie BBO/d, HaCTpOﬁTe PeXUMbI

BCTpPaUBdAHUSA U OTO6pa)KEHI/I$I MdATEMdATHUYECKOI'O BbIPpA’KEHHSI. Haxxmure KHOIIKY OK.

Beraera Math

Beegure nexoaHoiid kog LaTek:

srtfx_1} + \frac{m" 3} 2]

Hacrpoixm
® PEunl ECTpanBaHuA

Pesmm oTobpasesua

L] Hgnpau EHME CNEE3 HANDAIBD

Haﬂpasn EHWE CNpaea HAaneeo

O
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6.11.8 BcraBka 0yKB H CHMBOJIOB

HHH BCTaBKH 6YKB 1 CMMBOJIOB BbI6epI/ITe ITYHKT KOMdHHOI'O MEHIO COO6H.[€HI/I$I BcraButh

> BykBHbI 1 cCUMBOJIBI (CM. PrcyHok 83).

BcTaeka cumeona >

Kateropua

3arnaeHble C AWAKPUTHUHECKWUMH
IHaKamMK

':TFIEI'-IHbIE C AMAKPUTHHECKMIA
IHaKamMK

Jpyrve 3arnaedele

Jpyrve cTpoyHBIE

# 06wme cumBonel

EYKBEI CHMBONEI

Brraeute 3akpbITe

Pucynok 83 - JluanoroBoe 0KHO BCTaBKU OyKB ¥ CUMBOJIOB

Bribepute kateroputo, B Bblafamomux cnuckax bykBa wiu CumBoa  BbiOepute

HeobX0IMMBbIM BapuaHT, HAXMKTe BecTraBuTh. BribpanHas OykBa wid cUMBOJI OyAyT BCTaBI/IeHbI B

TEeKCT ITMCbMd.
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6.11.9 BcraBka / perakTHpOBaHue OrJ1aB/IeHUS

HJ'IFI BCTaBKH OI'JIaBJIEHHUS BI)I6epI/ITe ITYHKT KOMdHJHOI'O MEHIO COO6H.[€HI/I$I BcraButh >

OruaBnenue (cM. PucyHok 84).

CogeposaHmne

Yposere 1
YpoeeHs 2
¥Yposers 3
¥poserp 4
¥posens 5

YpoeeHs &

-

Tera:

h1

2

h3

hd

h5

hb

w

Cﬂm'l'h COACPRANNEL Ha DORDBEET

Knacca:

MpoHyMERCBaTE BOE INEMEHTESI B
COAEPHAHUN

3EI'IFIETI.'ITb HEMEHEHWE COgEpREaHAA

Oriaena

PucyHok 84 - JluanoroBoe OKHO BCTaBKU OTJIaBJIeHHUS

ITpn Heob6xoaMMOCTH onMIIKTe NpaBria GOPMHUPOBAHUS YPOBHEM COLEepKaHUsl U Ha)XKMUTe

kHotiky OK.

6.11.10 JomoaHHuTeILHEIC CBOMCTBA 00HLEKTOB

JluanoroBoe OKHO [IOTIOJIHUTENIBHBIX CBOWCTB MCIIOJIb3yeTCsl ISl 3aflaHusl aTpuOyTOB

TeKylmero obbexkta. OKHO COCTOUT U3 Tpex aHeJeH,

IepexkjiroueHye C oMombIo 3dKJIa10K.

MeXQy KOTOPbIMHU IIPOUCXOOUT
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[Tanens HTML-arpubyts! (cMm. Pucynok 85) nmo3Bosnisier 3agaBate HTML - atpubyThet msis
Tekyiero oobekrta. [losHbIA criucok aTpubyToB: summary, width, border, frame,
rules, cellspacing, cellpadding, align, bgcolor, align, class,
title, lang, dir./lns co3maHvs HOBOTO aTpuOyTa BbibepuTe ero B crivcke ATpHOYT, 3aTeM
3anonHuTe nojie 3HavyeHue. HoBelil aTpubyT Oyzer nobasieH 1pu cMeHe ¢oKyca 1o 3HaYeHue,
60 1o Haxxatvio Ha kHotky OK. JIns ynanmeHus y»ke CO3[JaHHOTO aTpubyTa yCTaHOBUTE KypCOP

Ha HeOOXOMMYIO CTPOKY, 3aTeM HaXXKMUTE KHOIKY Y Ja/IUTh.

Penakrop ACNONHUTENEH BN CEORCTE -
Texyue aTpubyTo gna:  <table=

HTML-atpubyTel  Crnnepoe odopsnenne Coberman lavaScnpt

ATpubyT 3HaueHuE

width 1003

cellspacing 2

cellpadding 2

border 1

LEnkHMTE MO 0BBEETY BEEPXY, YTODH MEIMEHNTD 60 SHAUSHNE ¥aanwte
ArpubyT: 3HaqeHme

I 0K OriaeHa

Pucynok 85 - [1anens penaktupoBanust HTML - atpubyToB
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[Tanens CrtuieBoe odopmiaenue (cM. PucyHok 86) 1no3BosisieT 3asaBaThb CBOWMCTBA
TeKylero oowvekTa. Jlyis co3aHusi HOBOTO CBOWCTBA BBeiUTe ero nMs B nosie CBOMCTBO, 3aTeM
3anosiHUTe 1osie 3HadeHue. HoBulli aTpubyT OyneT nob6asiieH pu cMeHe ¢okyca 1ojsi 3HaveHue,
6o 1o HaxkaTuio Ha kHonky OK. [Ins ynasneHus yxe cO3/1aHHOTO CBOWCTBA YCTaHOBUTe KypCOp

Ha HeOOXOOMMYIO CTPOKY, 3aTeM HaXXKMUTe KHOIIKY Y JaIUTh.

PenakTop AononHUTENEH G CEORCTE e

Texyupe aTprbyTo gna;  <tables

HTML-atputyTer  Crnnepoe odopmnenne  Cobemaa lavaScnpt

CooiicTan Inayenue
WenkHuTe no obbexry Bsepxy, YToEEI M3MEHHTS E70 3HAUEHHE Yaanute
Ceoiicren: IHAYEHWE

| QK OriaenHa

Pucynok 86 - Ilanenb pelakTUPOBaHUS CTHIIEBOTO OPpOPMIIEHUS
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[Tanens CobbrTHa JavaScript (cm. Pucynok 87) mno3Bossier o6pabaTbiBaThb COOBITHS
JavaScript. Tlomubri comcok coberTmii: onclick, ondblclick, onmousedown,
onmouseup, onmouseover, onmousemove, onmouseover, onkeypress,
onkeydown, onkeyup. s co3maHusi HOBOro cobuiTvs BbibepruTe HEOOXOAUMBIN aTpUbYT B
cnvcke ATpuOyT, 3aTeM 3arnoyiHuTe 1nosie 3HavyeHue. HoBelil aTpubyT OyeT gobaBiieH Mpyu cMeHe
dokyca nosns 3Hadenue, b0 no Haxatvio Ha kHonky OK. Jlisg ynmaneHust yke CO3IaHHOTO

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

Penakrop ACNONHUTENEH BN CEORCTE -
Texyue aTpubyTo gna:  <table=

HTML-atpubyTer  Crnnepoe odopsnenne  Cobeman lavaScnpt

ATpubyT 3HaueHuE
LEnkHMTE MO 0BBEETY BEEPXY, YTODH MEIMEHNTD 60 SHAUSHNE ¥aanwte
ArpubyT: JHaueHme:

onclick b

ok ]| omen

Pucynok 87 - Ilanens peaktupoBanus cobbrTuil JavaScript

6.12 3akpbITHE COOOIIEHUS O€3 OTIPaBKH

Ecmu nmuceMo He GbLIO OTIIPaBJIEHO W B HEro OBUIM BHECEeHBI HeCOXpaHeHHble M3MEeHeHWs,

TO TPY 3aKPBITUU OKHA BO3HUKAeT coobienue (cM. PrucyHok 88).

Coxparenie cooduenns *

® COXpaHWTE 370 COOOWEHKE B NanKe YEPHOBMXKDE (MEPHOBMEN] W 3aKPhITe OkHO «Co3aaHue

coofueHuAn?
CoXpaHnTL OTMEHHTE MIMEHEHKA Otmena

Pucynok 88 - HanmomuHaHue 0 HecoXxpaHEHHBIX U3MEHEeHHUsIX
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Hnst Toro, ytobbl He TMOTepsATb M3MEHEHHs U COXPAaHUTh MKUCbMO B Manke YepHOBUKH,
HaxxmuTe KHONKY Coxpanutb. KHonka OTMeHHUTh M3MeHeHUsI 3aKphIBaeT JJaHHOe COOOIeHe 1
IIMCbMO, BCe U3MeHeHMs1 OynyT yTepsiHbl. KHomka OTMeHa 3akpbiBaeT JJaHHOe COODOIlleHHe, BB

BO3BpaAllaeTech K peIaKTUPOBAHUIO TIUCHMa.

6.13 'opsune KIaBUIIM OKHA PelaKTHPOBaHUS COO00IIeHHH

CodeTaHus KIIABUIII JIJIS1 OCHOBHBIX NEeMCTBUM C IMCbMAMU:

¢ Ctrl+Enter/s$6Cmd+Enter — oTrpaBUTh MUChMO CeMYac;
e Ctrl+Shift+Enter/ { Shift+3Cmd+Enter — oTnpaBuTh TMCHEMO TO3XKeE;
e Ctrl+N/$Cmd+N — HOBOe IIUCHMO;

e Ctrl+S/#Cmd+S — coxpaHWTb NMCbMO; B 3aBUCUMOCTA OT TeKylled HaCTPOHKU

coxpaHeHUs MMCbMO OyzieT coxpaHeHo B ®aiin, YepHoBuk, I11a6sioH;
e Ctrl+P/3sCmd+P — HaneyaTaTbh YepHOBUK;
e Ctrl+Z/Cmd+Z — oTMeHUTH IIOCIeqHee NeiCTBYe;
e Ctrl+Y/$Cmd+Y — noBTOpUTH OTMEHEHHOE JIeHCTBUE;
e Ctrl+K/3Cmd+K — BCTaBUTH CCBUIKY B TEKCT;

e Ctrl+Shift+K/{ Shift+:8Cmd+K — mnpepBaTh CCBUIKY WIA VyAQJIUTh CCBUIKHM U3

BbIZIeJIeHHOTO ¢parMeHTa;

e Ctrl+Shift+R/ Shift+3Cmd+R — ynanuth SiKopy C UMeHaMU;
e Ctrl+Shift+P/{ Shift+3Cmd+P — nposeputb opdorpaduto;
e Ctrl+Shift+A/ Shift+2Cmd+A — BI0OXUTH aii;

e Ctrl+Shift+Y/ Shift+3Cmd+Y, Ctrl+Space/:$sCmd+Space — mnpepBaTb WU yIaIUTh
CTWJIN TEKCTa;

e Ctrl+]}/Cmd+] — yBesimuuTh OTCTYII;

e Ctrl+[/ssCmd+[ — yMeHBIINTH OTCTYII;

e Ctrl+B/#Cmd+B — yCcTaHOBUTD BbIJIEJIEHHOMY TEKCTY CTHIIb «ITOJTY>KUPHBIN»;

e Cirl+I/#Cmd+I — ycTaHOBUTH BBI[IE]IeHHOMY TEKCTY CTUJIb «KYPCHUBY;
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e Citrl+U/#Cmd+U — ycTaHOBUTH BblJIeJIEHHOMY TeKCTY CTHJIb «IIOAYepKHYTHINY;
e Ctrl+T/#2Cmd+T — ycTaHOBUTB CTHJIb TEKCTAa «MOHOIITMPUHHBINY;

e Ctrl + >/6Cmd+>, Ctrl + ./2Cmd+.— yBenuuuTh pa3mep IpUPTa;

e Ctrl + </Cmd+<, Ctrl + ,/$6Cmd+,— yMeHbIIUTb pa3Mep MIPUPTa;

e Cirl+R/#Cmd+R — nepedopmatrpoBaTh TEKCT COOOIIEHNS;

e Ctrl+A/#Cmd+A — BbIIeNUTh BCE: TEKCT COODIIIeHNS WIN BIIOXKEHUS;
e Ctrl+C/$Cmd+C — xonupoBarts;

e Ctrl+X/$#Cmd+X — BbIpe3aTs;

e Ctrl+V/2Cmd+V — BCcTaBUTS;

e Ctrl+Z/2Cmd+Z — oT™MeHUTb;

e Ctrl+Y/#Cmd+Y — noBTOpUTSH;

e Ctrl+H/3Cmd+H — HaWTH ¥ 3aMEeHUTh TEKCT B TEKYIIIEM COOOITEHUY;
e Ctrl+F/36Cmd+F — HaiiTu TeKCT B TeKyllleM COO0IeHNH;

e Ctrl+G/3%Cmd+G, F3 — HaiiTi CHOBa B TeKyIlleM COODIIeHNH;

e Ctrl+Shift+G/{ Shift+32Cmd+G, Shift+F3/{ Shift+F3 — wHaiitu npeabigyiiee B

TeKyllleM COODIIeHNH;
¢ Shift+Enter/ Shift+Enter — BcTaBUTb pa3pbIiB CTPOKK BMECTO HOBOTO ab3aria;

e F2 — neperMeHOBaTh BIOXKEHHUE;
¢ F9 — nepexsttounTh 60K0OBYI0 MTaHesib KOHTaKTHI;

e F6, Ctrl+F6/ 7 Shift+F6, Ctrl+Tab/$Cmd+Tab — nepeiitu k cienyioiiemMy OCHOBHOMY

3JIEMEHTY TI0JIb30BaTeIbCKOTO UHTepderica;

o Shift+F6/{ Shift+F6, Ctrl+Shift+F6/ 7 Shift+Cmd+F6,

Ctrl+Shift+Tab/ 0 Shift+3Cmd+Tab — nepeiiTu k npeqpiIylieMy OCHOBHOMY 3JIeMeHTY

I10JIb30BATEJIbCKOT'O I/IHTep(IJEfICH;

e Ctrl++/#Cmd++, Ctrl+=/8Cmd+=, Ctrl/$3Cmd+konecuko NpPOKPyTKH BBepx —

yBeJIMYUTh MacIITab;

e Ctrl+-/s6Cmd+-, Ctrl/$Cmd+konecnko NpoKpyTKH BHU3 — YMEHBIIUTb MacIITab;
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e Ctrl+0/66Cmd+0 — cbpocuth MaciTab;

e Ctrl+1/¢6Cmd+1 — moka3aTth rjaBHOE OKHO IPHJIOXKEHUST;

e Ctrl+Shift+O/ { Shift+3Cmd+O — BcTaBUTb KakK IIUTATY;

e Ctrl+Shift+V/ Shift+$#£Cmd+V — BcTaBuThH 663 GOPMaTUPOBAHMUS;

e Ctrl/3eCmd + menr4oxk BHYTpH T4eHKH — BbIOpaTh sTUEUKY TabIIUITBL;

¢ Ctrl/2¢Cmd + mie;T4ok 1o rpaHuIe TabJIUIbI — BbIIEJIUTH TabMILY;

¢ Del — ynanuth BbIOpaHHBIN TEKCT, BIIOXKeHHE, COJIEPXKUMOe siueeK TaOJIUIIbI UK TabuIy;
e Ctrl+Del/$2Cmd+Del — ynanuTh CJI0BO cripaBa — OT Kypcopa JI0 KOHIIa CJIOBa;

e Ctrl+Backspace/#Cmd+Backspace — ynanuTh CJI0BO cjieBa — OT Kypcopa A0 Hauana

CJIOBA4;

e Alt+Home/~\-Option+Home — nepemecTuTh BJI0OXXeHHE B HAYaJIO CIIKCKA BJIO>KEHUH;
e Alt+1/~\-Option+1 — nepemMecTUTh BJIOXKEHHe BhIIIIE;

e Alt+~/~"\-Option+— — nepeMecTUThb BJIOXKeHHE BMeCTe;

e Alt+1/~\-Option+! — mepeMecTUTDb BIIOXKEHUE HIDKE;

¢ Alt+Home/~\-Option+Home — nepeMecTUTh BJIO)KeHHe B HA4aJIO CIIMCKA;

¢ Alt+End/~\-Option+End — nepeMecTuTh BlOXXeHHe BHU3;

e Alt+Y/~\_Option+Y — oTcopTHpOBaTh BCe BIIOXKeHNe WIU BbIOpPaHHBIE BIIOXKEHUSI.
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7 YYETHBIE 3AITMCH

7.1 Jlo6aByieHNe y4eTHOM 3aIIHCH MOYTHI

L[HSI I[06aBHeHI/ISI y‘leTHOI;'I 3dIllMCH IIOYTHI OTKpOfITe IaHeJIb ITapaMeTpoB yquHOﬁ 3alluCH

OJITHKM U3 CJIeJIyIOIINX CIIOCOOO0B:

— BbIOepuTe MyHKT koMaHaHOro MeHio Pain > Co3pats > HacTpouTh MO0 y4eTHYI0
3anuch MOYTHI;
— B OKHe IaloK BbIbeprTe HYXXHYI0 YYeTHYIO 3alMCh, IPABOM KHOIIKOM MBIIIU BBI3OBUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHly IlapameTpsl.

B otxpeiBieiica nanenu IlapameTpsl y4eTHOH 3amMCcH Ha)kMUTe KHOIKY [lelicTBHA 1isi
y4JeTHOHM 3amucH. /lanee B OTKpBHIBIIEMCSI MeHIO BblOepuTe IyHKT Jl00aBHTHh y4eTHYI0 3allMCh

nouthl. Ha sxpane oTkpoetcst HoBas ctpanunia Hactporika yderHoii 3anucu (cMm. PrucyHok 89).

_J Hatrpadica yadtHon samecn - hyOficebail

&= BrofAuHe @Hamnnnm yHETHOH 3ank X

HacTpoika UMEerLLEeRca Y Bac yHETHOW 3anncK 3NEKTROHHOW NoYTb|

Yrobel MCNoNLE0EaTE TEKYILME 3ADeC SAEKTROHHOM NOUTE, EBSQUTE CHOM YUSTHEIE A3HHEIS,
MoEOdue MouTa SETOMATHHECKW BRINOAHUT NoWck padoqed v peKOMEHLOBAHHDN ROHGWUMYPaLMY CepEapa.

Bale noaxoe WA

Anekcangp CMUDHOE @

AQPERC INGKTROHMROA NOMTR

alexandr.smirnov@techwr.myoffice.ru o
Napons
JaNoMHETE Naponk

OTMeHa

Bawn :f'-l‘E'-Hb!E AdF MRS E}J.I:f'l NPAHATECA TOARKD NOKANEHC HY HELLERM

KOMMERITEEE,

Pucynok 89 - HacTpotika yuyeTHOM 3aMiCH OYThI

Haxmute xHomky IIpomosmkuTh, HauHEeTCS MOWMCK y4eTHOW 3amucu. B ciiydae ommbku
PacKpoOIOTCSl JIOMOJIHUTEJNIbHbIe TIOJsl /i YTOYHEHWsl I[apaMeTpOB CEepBepoOB BXOJSIed U

ucxopsien moutel (cM. Pucynok 90).
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L HacTpodika yudrhoi 3anuc - MyOfficehdail

@ HacTpoka yHatHon sany =

HacTponka MMEeroWEenca y Bac YUYETHOM 3annC 3NEKTPOHHOM MOYTbI

Yrabbl MCNONb3OBATE TEKYLWMA SAPEE 3NEKTPOHHOM NOUTL], BBEANTE CBOM YJETHBIE JaHHbIS,
MoRCdme MouTa BBTOMATMYECKW BRINOAHWT NOWCK PaBouel 1 PEKOMEHAOBAHHOW KOHGHIYPaLWK cepeepa.

Bawe noanoe 1ma

‘ alexandr. smirnovi@techwr.myoffice_ru o

ALPEC ANEKTROHHOR NOYThI

l alexandr.smirmnov@techwr.myoffice.ru ®
Napans
AL L AL L Y]] @

JanoMHUTE Naponks

MapameTpel cepeepa

CEPBEP BXOAALLEA NOMTHI

MpoTakan: IMAP 4
Mma cepeepa: _ imap-techwr.myoffice.ru

Maopr:

3aWMTa COEAMHEHA: b
Metog ayteHtudukal ABToONpEneneHK e ¥
Maan nosezosatens: ‘ialexand r.smimovi@tec hwr.myt}fﬁc:
CEPBEP I.'|I:'lell')p'I.HLLLE'IF| AOYTH

Wma cepeepa: [ smitp-techwr. myoffice.ru

MopT: | 587 %[

JAUWMTA COBAHHEHWA: ABTDOMNpefensH1e n
Meton ayTenTmduka ABToONPEAenEHHe o
Wmn nonezosatens; .alexand r.smimaovi@tec hwr.myofﬁc.‘

SononuuTenuMan HACTRo Rk

MepetectpoBate Otmena Totoeo

Pucynok 90 - PacmivpenHas maHesb BBO/Ia JaHHBIX YYeTHOM 3aIlMCH

B ClIydae HeyJd4YHOI'0 CO3JdaHHI y‘IETHOﬁ 3dIIMCH IIOYTHI 3aIIOJIHUTE IIO0JIA OJId BXOOsIIero 1u

ucxopsmero cepBepoB. Haxkmute kHonky IleperecTtmpoBaTh [isi TIPOBEPKH BBeJEHHBIX
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3HaveHui. B CJIy4dae YCIIeIHOI'0 COoeUWHEeHHd HA>XMHUTe KHOIIKY FOTOBO, y4deTHas 3dIlIUChb 6y,HET

nobapJieHa B CIIMCOK yYeTHBIX 3aIuceH.

7.2 YaneHue y4eTHBIX 3alIHCel

HHSI yAaJlIeHus YHETHOfI 3alluCH OTKpOI;'ITe IaHeJIb IIdpaMeTpOB yquHOfI 3dIlIMCXA OJHHM M3

CIeYIOIIMNX CIIOCOOOB:

— BbIOepuTe MMyHKT koMaH/IHOTO MeHIO IHCcTpyMeHTHI > IlapaMeTph! y4eTHOM 3amucH.

— B OKHe IallOK BbIOeprTe HY>KHYIO yUeTHYIO 3aIlMCh, IIPABOM KHOIIKOM MBIIIIN BBI3OBUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITE KOMaHOY HapaMEprI.

B otkpeiBieiics nanenu IlapamMeTpsl y4eTHOH 3anmucH HaXXMUTe KHOIKY JleiicTBuS s
ydeTHOM 3anucH. /lajiee B OTKpBIBIIEMCSI MEHIO BbiOepuTe NMYHKT YJaJIUTh YYeTHYI0 3allHCh

(cm. Pucynok 91).

AoBasuTe YUETHYHD 38MKUCE NOUTI...

AoBasuTs ApYIYH YUETHYIO S3NWCb...

¥ anumb YUETHYH 3aMWck

AedcTBMA ANA YYETHOH 3anucK  ~
Pucynok 91 - MeHro fieficTBUY /1711 y4eTHOW 3alIUCH

Ha skpaHe oTKpoeTcst 1MaioroBoe OKHO BbIXOZA M3 y4eTHOM 3anucH (cMm. PucyHok 92).

Brixog M3 y4eTHON 3amuck >

BbIKD,ﬂ, M3 ?LIETHDH 3aNUCKH
FANOMHWTE CIEAYIILWE NAPAMETDEI YMETHOM 33NMCH HA 3TOM YCTROWCTES:

NopnMce
MeTHn

MNpasuna W GrABTHR

Bt OrmeHza

Pucynok 92 - J/InasnioroBoe OKHO yjiajieHHs YIeTHOU 3alTUCH

HpI/I YAdJIeHUH Bbl MOXeTe 3dIIOMHUTL CjieJyIolre IdpaMeTpbl YHETHOfI 3aIllNCH:

— yIajeHue noAIuce;
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— yAadJieHHne MeTOK;

— yZajeHue IpaBuil U pUIbTPOB.

7.3 YcTaHOBKA aKTMBHOM Y4eTHOM 3aNucH

J171s1 yCTaHOBKM aKTUBHOM y4eTHOM 3allMCU OTKPOUTe IaHesIb [lapaMeTpOB y4eTHOH 3alliCH

OJITHMM U3 CJIeJIYIOIINX CIIOCOOO0B:

— BbIOepUTe MyHKT KoMaH/IHOro MeHI0 HcTpyMeHTHI > IlapaMeTpsI y4eTHO# 3anucH;

— B OKHe IIaIIOK BbI6epI/ITe HYXHYIO Y49eTHYIO 3dIlUChb, npaBoﬁ KHOIIKOW MBIIIN BBI30BUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHOYy HapaMeTpm.

B otkpeiBielica nanenu IlapameTpsl ydeTHOMH 3anucH BbIbepuTe HEOOXOAUMYIO YUETHYIO
3allCh, Jlajlee HaXKMHUTe KHONKY JleHCTBUSI I y4eTHOHM 3ammcH. B oTKpbIBIIeMcs MeHIO

BbIGepI/ITe ITYHKT YcraHoBHTH 110 YMOITYaHHUIO.

7.4 [TobaB1eHHe y4eTHOH 3aNCH HOBOCTeH

Jnst mobaBiieHUs Y9eTHOM 3alTMCH HOBOCTEM OTKPOMTE TlaHe b TapaMeTPOB YYETHOU 3aIliCU

OTHUM U3 CJIeAYIOIIUX CHoCco0O0B:

— BbIOepuTe MyHKT KoMaHAHOro MeHI0 MHcTpyMeHTHI > IIapaMeTpsl y4eTHOM 3anucH;

— B OKHe IIaIIOK BbI6epI/ITe HY)XHYIO Y4eTHYIO 3dIlUChb, HpaBOﬁ KHOIIKOM MBI BBbI30OBUTE

KOHTEeKCTHOe MeHI0, BbibepuTe koMaHly IlapameTpsl.
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B otxpeoiBieiica nanenu IlapameTpsl ydeTHOM 3amMCcH Ha)kMUTe KHOIKY [lelicTBHA 1isi
y4JeTHOH 3anmcH. [lajiee B OTKpBIBIIEMCSI MeHIO BbiOeputre NyHKT Jl00aBHTH APYryio y4eTHYIO

3anmuck. Ha skpaHe oTKpoeTcsi [uanoroBoe OKHO BbIOOpA THIA y4eTHOM 3anucH (cMm. Pucynok 93).

MacTep yyeTHen 33nMCcER

NapameTpl HOBOR YUETHORA 2anKCK

Yrafie nony4ans cooBLUEHNS, CHAYANE HYPKHO COSARTE YUETHYHO SaMMCE.

3TOT MACTED COBEPET WHGOPMaLNID, HECBXOANMYHD ANA COZAIHUA YUETHOMN 3anKcu. ECan B
HE 3HaeTe Beel HeoBxoANMOR HORMALMK, CEREUTECS C BALLIMM CHCTERMHEIM
3AMHUHHCTPATOPOM MM NOCTABLMKDM YomyT FluTepHeTa,

BriGepuTe, KAKOH THN YUETHOM JANNCH Bl XOTHTE COIOATE:

@)Y uETHAR 3aNMCE HOBOCTER i

< Hazag Janee > Orrmaena

Pucynok 93 - IlapameTps! HOBOM y4eTHOM 3alHCH

Bribepure THIT y4eTHOM 3anvcu U HakMuTe KHOTIKY Jlasiee (cM. PucyHok 94).

=

PacTep yueTHER 3anKceR

Nepeonanshbie gannbe

Alns Kok g oM YHETHON 33NMCH MMENOTCA NEPLOHANBHBIE JANHBIE, KOTOPBIE CMOMYT YEMAETE
HUTEROLLWE BALIW MHCEME B4PECaThI.

Boegure nun, koTopoe Byaer noAenATeCR B none «0ts npu ornpasxe coobugenmi (Hanpusaep,
allean Meanoss).

Brigogumoe uan: | Anekcadop CMUDHOE

BeeauTe palw agpec 3NeKTROHHOR NOYTE, Ky4a apyrie BysyT oTnpasaRTs BaM CoobLennn
{Hanpusep, cuser@test.rus).

AQpec anexTpOMHON NOYTEE | alexandr. smirnov@techwr.myoffice.ru

< ouens

Pucynok 94 - IlepcoHanbHBIe JaHHBIE
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3aroJIHUTe II0JIs BBIBOHI/IMOE HMAa " AIIPEC BHEKTPOHHOﬁ mouTthkl. Haxkmure KHOIIKY

Hdanee (cM. Pucynok 95).

Macrep yueTHEn 33nucel
HMudopmayma o cepEepe EXOAALER NoUTE!

BeegwTe Wi WCNOALIYEMOND BaMn cepeepa Hosoctel (WNTP) (hanpumep, snews best.rus).

Cepeep Fpymin H... |

T e

Pucynok 95 - Hacrtpoiika cepepa BXOAsIIel TOYTHI

3anonnute nojie CepBep rpynn HoBocTel. Haxkmure kHonky Janee (cMm. PucyHok 96).

H

Mactep yuETHbIX 3anuces

Mmar yuETHON 32a0MCH

BeeguTe HaA 3TOR YHETHOA 3anucK (Hanpumep, =Pabouans, =/TnaHas= nan =T pynns
HOBOLCTERS),

Wz yuETHON 33... |

< Hasag Omraena .

Pucynok 96 - Ums yueTHOM 3anvcu

3anonnute nojsie Umsa ydetHoi 3anucu. Haxxmure kHomiky Jdasee (cm. Pucynok 97).

X

Macrep yaimon sanncei

Mosapasnaem!

MoxamyiicTa, NpOBEPETE, STG NPHEEAEHHAR HIHE HHBOPMALNA BEpHA.

Hrag yuitron sanuce:

Agpec INeKTPOHHOA NoYTEE

Mg cepeepa Hoeocred (NNTP):
Mma noacsosstens (SMTP-cepeep):

Hazenmure «[oTonos, yToBe COXPAHNTE TEKYLLME MAPAMETPE W 3AEEPLUINTE paBoTy <Mactepa
YUETHBIX JBNHCER=,

| < Hazag || lovoss Oriaera

Pucynok 97 - CoxpaHeHue y4eTHOM 3alIMCU
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Haxxmure KHOIIKY FOTOBO, yueTHasd 3aIlliChb HOBOCTeH 6YJ1€T )106aBJIEHa B CIIMCOK YYeTHbIX

3amnucer Ha JIeBOU IaHeJIH.

7.5 BpIxo U3 y4eTHOH 3anucHu

HJUI BbIXOJ4d H3 TeKy'H_[ef/'I 3dlIMCH B OKHEe IIdIIOK BbI6epI/ITe HY>XXHYIO Y4YE€THYIO 3dIIMChb, B

OTKPBIBIIIEHCS CIpaBa IaHeJId HaXMUTe KHOIIKY [ Buiv | Ha 9KpaHe IIOSIBUTCS AWAJIOTOBOe

OKHO (CM. PI/ICYHOK 98), B KOTOPOM MOJXHO HACTPOUTH IIdPAMETPbI BbIXO/ld U3 dKKdYHTAd, TAKUE KdK:

— ynanenue uHbopmaluu o6 y4eTHON 3alucCH.

— yZAaJsieHue IaHHbIX COOOIIeHU.

4 Bri¥og U3 yyHeTHOW 3anMcK

BbiXxog U3 YY4EeTHOM 3anucu

JanomMHUTE CREOYLWLME NBPAMETRE YHETHOH 3aMNHCK HA 3TOM YCTRONCTEE:
MNognuce
MeTrn

EI MNpaswna K GUABTRE

Briati OTmeHa

Pucynok 98 - HacTtpotika mapamMeTpoB IIpH BbIXO/ie U3 aKKayHTa

Haxxmure Ha KHOIIKY Boriitu JJId BbIXO/Jld U3 dKKAYHTA.

7.6 HacTpoiika mapamMeTpoB y4eTHOH 3alIUCH

OTKpOI:ITB ITaHeJIb IIapdMETpPOB y‘IETHOﬁ 3dIIMCH OJJHUM M3 CJIeJYIOIIUX Ccroco0boB:

— BbIOepuTe MyHKT KoMaH/IHOTO MeHI0 MHcTpyMeHTHI > IlapaMeTpsl y4eTHO# 3anucH;

— B OKHe IallOK BbIOEpUTe HY)XHYIO Y4YeTHYIO 3alllCh, B OTKPBIBIIEMCS CIIpaBa IaHeIu

Ha’>XMHTe KHOIIKY 315'} MapameTpbl ;

— B OKHe IIaIlOK BbI6epHTe HYXHYIO Y4eTHYIO 3allMChb, npaBoﬁ KHOIIKOM MBIIIIHA BBI3OBUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHOY HapaMEprI;
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—Ha TIAHeJM WHCTPYMEHTOB HAaXXMHTe KHOIKY BbI30Ba MeHIO — (MeHI0 MoitOduc

IToura), B nosiBuBIIIeMcs MeHI0 BbiOepuTe IIapamMeTpsl y4eTHOM 3aMHCH.

B nesoii manenu BbI6epI/ITe HEO6XOI[I/IMYIO YUYEeTHYIO 3dIIMCh, B HpaBOﬁ IIaHeJIN II0ABATCA

HACTPOMKHY BHIOPAaHHOM y4eTHOM 3anucH (cM. PucyHok 99).

4 Napaserped ydnod zaniecu - kyOfficebail

= Bxogmuee mnaplurrpu YHETHOR 330 K

~ EMoyta AnA =alexandr.smirng...

NaparmeTpel yusTHOR 3anuck - MNouta ana «alexandrsmirnov@techwr myoffice.rus
MapaMerpe cepaepa

KN o« naniu KA yustHod zanuoe| Mouta anA =alexandr.smirnowEtechwr.myoffice.rus
COCTABNEHME M APECalHA
AHTIA- CTIaM GHALTR TinsHbie ganHbie

R oHaELUMA P et 1INA KaFA0A YUETHOR JAMHCH KMEITCR NERCOHANLHLIE SAHHBIE, KOTODEE CMOTYT YEMLETE UMTAIDILME BaL

CHEOIHOE WWSPOaaHWEe MACbMA 3DECaThL

VEaAOMAEHHA O NPOUTEHHI

mn Wum cTnpaedTens: Anekcasgp CuupHoE
~ ONANLHEIE NANKH
AHTH-CrIEM SuALTE Agpec SAEKTHOHHOA NOYTH; alexandrsmirmovBtechar myollicerny
AucKkoBce NPOCTREHCTED Adpec ANA OTEETA! MNony4arens BYAYT OTESUETE MO JTOMY 3IDECy
EICepoep woxogAWEA NouTE (5... T
Magnuce 1k OBHOBMTE PeAaxTHpOsaTE

[ Beramnems noanwce 13 dafna (rexcr, HTML wan kapmauiy):
| Mpwrpannats EAIMTHYHO KIETOURY K COOBLLEHMRM PesasTvpoaaTs EBMIUTHYHD KAPTOUKY. ..

__| AfQpec A0R OTBETA, KOFA3 33r0A0EKH A0CTAAKM coBnadarT | listE@example.com, “Sexamplecam

CepeSp WOXOARWER NoYTH (3MTP)  MCnoAbS0EaT: CEPEED NO YMONYEH,... v MametnTe SMTP-cepeep..,

DlaieTgen AnA PUETHOA Zanmc ~ LaNSnHMTENaHbIE AAPECE SNEKTPOHHOR NOYTH ..,

¥ Hacrpodiscn MadiCidee Naura

M LonoaHedma W ekl

Pucynok 99 - Hactpoliku y4eTHOM 3aniucu

7.6.1 OcHoBHEBIe TapaMeTpPhI YUYeTHOH 3aNHCH

3aroJjiHuTe cilliegyrouiure IoJis:

— MM YYeTHOM 3alMCH, NPy cMeHe ¢oKyca UMs y4eTHOM 3alrcy OOHOBUTCS B JIeBOU
[aHeJIu;

— UMs OTIIPpAaBUTEJIA,

— aJipec 3J1eKTPOHHOM I10YTHI;
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— azipec 115 OTBeTa;

— OpraHu3arys.

7.6.2 HacTpoiika moanucu coooIeHust

[losle mOANMCH COAEPXKUT TEKCT, KOTOPbIA aBTOMAaTHYeCKH [100aBisieTCsl B KOHeI]

COO0DIIleHrs [IPU CO3[JaHUU MUCbMa. TeKCT NOJAIUCH MOXKeT ObITh CPOPMHUPOBAH [IBYMsl CIIOCOOaMHU:
1. Ha siokanpHOM KilMeHTe IpY HaCTpOMKe ITapaMeTpOB y4eTHOU 3anucH. Jljis co3anus wiu
pellakTUPOBAaHUS JIOKaJIbHOM IOJIIMCH HakmuTe KHONKy PemakTupoBarth B pasnene Ilognuce. B

OTKPBIBIIEWCS AUAJIOTOBOM  IaHeJH (cm. Pucynok 100) BBemure TekcT mnoanucu. [lpu

HeO6XOI[I/IMOCTI/I PICHOJILSYIZTB HWHCTPYMEHThBI Cl)OpMaTI/IPOBaHI/ISI M BCTaBKU 00BexkToB. Haskmmure

Coxpanurs. B 3TOM citydae noJmyuch COXpaHUTCS JIOKAJIbHO 6e3 OTIPaBKY Ha cepBep.

PenakTUpoBaHWe NoAnMcH

QERIMHBIR TEReT W MpanapELUWIHANEHEE W TT-TBJIUV & i & =~ @v @~

C yBameHHWeMm,

Oreaciia COXpaHTE

Pucynok 100 - PegaktrpoBaHue noanucu

2. Ha Be6-Bepcuu «MoiiOduc Ilouta» B paspene JImunas uHopmanusa MoxeT OBbITH
BBeJleH TeKCT IIO/NKCH M BbIOPaH JyIsl UCIIOJIb30BaHUsI 0 yMOI4aHUIO. B 3TOM ciydae moamnuch

MOJKeT OBIThb I10Jiy4deHa C cepBepa U B JaJIbHeMIleM MCII0JIb30BaHa Ha KJIMeHTe. HIISI IMOJIy4YeHHd Had

JIOKAJIbHOM KJIMeHTe IMOJIMCH C CepBepa HaXKMUTE KHOIIKY “} D6HOBMT , Ha 3KpaHe

MOSIBUTCSI TTpeiynpeskatoiiee coobmenue (cm. Pucynok 101):
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OBHOBWTEL NOANKUCE?

Texylas Noanucs BYNeT 3aMeHaeHa Ha

YCTaHOBNeHHYI0 B Beb-Bepcun «MonOduc Modtas.

OTreHa OBHOBMTH

Pucynok 101 - Coob1ieHre 06 06HOBIEHUM HOJIIACH

Haxxmute Ha kHOTIKy OOHOBHUTB, TeKylllas MOJINKCh 3aMeHUTCS Ha MOJIKCh U3 BeO-BepcUu

«MouOduc ITouray.

7.6.3 Ucnosib30BaHNe BU3UTHOM KaPTOYKHU B COOOIIEHHU X

Inst Toro, 4TOOBl NPUKPENUTb BU3UTHYIO KAapTOYKYy K OTIPAaBJIsieMbIM COOOIIeHUSM,

HCHOHLSYIZTE IIepexkjiro4aTeslb HpHKpEIIJIHTI: BH3UTHYI0 KAdpPTOYKY K COOﬁHIEHI/IHM. Haxxmure

KHOIIKy PemakTHpoBaTh BH3HTHYI0 KapTouKy. Ha skpaHe mosiBUTCSI AMasior pefaKTHPOBaHUs

MoJIe BUBUTHOU KdpTOYKH. OH cocTouT U3 Tpex MaHeJewn.

Ha nanenu KonrakTt (cM. Pucynok 102) BbI MoXkeTe pelakTHPOBATh CIie[IyIOIIHe IO

BU3HUTHOH KapTOYKH:

1.

Hms, bamumnus.

. ms s otobpaxeHusl.

. IlceBmonum.

2
3
4.
5
6

OCHOBHOM U JJOTIOJTHUTEJIbHBIN a/ipeca 3J1eKTPOHHOM IOYTHI.

. Um4 B yare.

. Homepa TenedonoB: pabouwii, momarrHu, pakc, merumkep, MOOHUITHHBIM.
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MzMEHEHHE BHIMTHOH KapTOUKK

KOHTaKT Pagouee Npoues

[iAGH | |

PAMRIA

Orolpanars €3

MecesSoHmM:

INBETEOHHAA NoATa;

JLoa. ARPEC ANGKTROHHGH NHTH:
Wum o qare:

MEeANOURTSET MOAYYATE NOYTY B SOPMATE HEHZEECTHE "

Pucynok 102 - PeaktripoBaHue 1osieli KOHTaKTa BUSUTHOW KapTOYKU

Ha nanenu PabGouee (cMm. Pucynok 103) Bbl MokeTe pefaKTHPOBaTh CJeAyIOIue MoJis

BU3UTHOM KapPTO4YKH:

1. JlomXHOCTB.
OTnen.
Opranuzanus.
Anpec.

["opogn, ob6isacTh, Kpaii, IOYTOBBIN UHJIEKC, CTPAHA.

SRR

Beb6-cTpanuna.
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WameHeHHe BUIMTHOH KApTOURK £
KoHTaET Palauee Npoyes
DafrH OCTe: Opags
CIQraHIz BLMA:
Agpec:
ropey:
Ofnacn, kpadi: Floqroorl g
CIpana:

Bed-JIpanuga;

Pucynok 103 - PegaktrpoBanue paboyux CBeieHUH KOHTaKTa BU3UTHOM KapTOUKU

Ha nanenu IIpouee (cM. PucyHok 104) BBl MOXKeTe peJJakTUPOBATh JIOTIOJTHUTEIbHBIE TIOJIS

U 3aMeTKH BU3BUTHOU KapTOYKH.

WameHenve BHINTHOH KApTOUKK *

KaHTaET Palsouee Mpayes

Npouge 1t I |

Npouee 2;
Npouee 3:

Npouse &:

JameTIr

QK OTMEHE

Pucynok 104 - PegakTipoBaHye AOMOJIHATEBHBIX CBeJIEHUH KOHTAKTa BU3UTHON KaPTOYKH
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7.6.4 HacTpoiika cepBepa ucxoasiiei No4ThI

J171s1 HaCTpOMKMU MMapaMeTpoB CepBepa MCXOJsIIed MOYThl HAXKMHUTEe Ha KHONKYy V3MeHHUTH

SMTP-cepBep. Ha oskpaHe mnosiBUTCS IaHenb pefakThpoBaHust cBoWctB SMTP - cepsepa

(cm. Pucynok 105), Ha KOTOPOHM MO>KHO 3aIIOJTHUTh CJIeIyIOIIHe OIS

1. Omnucanue cepBepa.

. ms cepsepa.

. Iopr.

. Meron ayTeHTH(}UKALINN.

2
3
4, Twm 3aIUThl COUHEHHS.
5
6

. M4 nonb3oBarers.

SMTP-cepeep x

Hacrporkwn

gnucaHwe:

VimA cepeepa: | smip-techwr.myoffice.ru

OopT: 465 Mo ymonYaHnk 465

JawmrTa u ayTeHTMGUKaLna

3aWnTa coeguHEHNA: S5L/TLS S

MeTod ayTeHTWEUEIUMK: OB bIYHBIA naponk “

IMA none3cBaTENA: alexandr.smirnov@techwr.myoffic
0K OTMeHa

Y

Pucynok 105 - IIanens pegaktupoBanus cBoctB SMTP - cepsepa
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7.6.5 HacTpoiika 7ono/JsHUTeJIbHBIX aJpecoB 3JIeKTPOHHOH MOYTHI

Haxxmure KHOIIKY HOIIOJIHI/ITBJIBHBIE aJipeca 3JIEKTp0HHOI71 mouthbl. Ha OKpaHe IIOABUTCA

nuanorosoe okHo (cM. Pucynok 106).

JononHuTENEHLE aapeca 3NEKTPOHHON NoYThl gnA alexandr.smirnov@techwr.myoffice.ru B

Frpamnenwe a-0amMn 20, N Iroil :|'|'Il:1H=hT| zanucu. MNa MDY HEED 'sj',ﬂ,'ET HONCALIOEATLCA Mepelil SARED M. NOYTEL

Alexander Smirnov <alexandr.emirnovi@techwr.myoffice.ru=

Dadiaenms

FEMEHETE.,

JAKpRTh

Pucynox 106 - ITaHesb HACTPOUKY JOTIOTHUTEIBHBIX aJlPecoB 3JIEKTPOHHOM IMOYTHI

B Auajiore 0T06pa>KaeTc;1 CITMCOK OOIIOJIHUTEJIbHbIX a/IpeCOB SJIEKTpOHHOI;'I ITIOYTEL.

HJIH ,H06aBJIeHI/IH AOOIIOJIHUTEeJIbHOI'O a/peca C-)JIEKTpOHHOfI IMOYThI HAXXMHTe KHOIIKY

HOGHBI/ITI). Ha JKPdHe IIOSABUTCS JUAJIOTOBOe OKHO PeIdKTUPOBAHUS I[IOYTOBOI'O dIpecd.

Jlnsi v3MeHeHMs] TapaMeTpPOB BbIOPAHHOT'O 3JIEKTPOHHOTO ajipeca HaXXMUTe KHOIKY

HUszmennts. Ha SKpdHe IMMOABUTCAI JUAJIOT'OBOE OKHO peIdKTUPOBAHUS I[IOYTOBOI'O dIpecd.

Jl71st TOoro, YTOOBI a/ipec UCIOJIB30BaJICS KaK ajipec OTIpaBUTelIs], BbIOEpUTe aJipec B CIIHMCKe

" Ha’XMUTE KHOIIKY IIo YMOITYQaHHLO.

It ynaneHus afgpeca U3 ClIMCKA HAKMUTE KHOIIKY Y JaJINTh.

7.7 HacTtpoiika 00111ero 0CTyna K Mo4TOBOMY SIIHKY

CYHIECTBYET BO3MOXXHOCTD IIPpeAOoCTdBJ/IeHUs OOCTYyIld APYIrOMY II0OJIb30BATEJII0 K IIdllKaM
IIOYTOBOI'O AITHWKA. HJ’IH AeJIETUPOBAHUS NOCTYIIA K IIOYTOBOMY AMIUKY U €T0 IIdIIKdaM O6paTI/ITer K

aJIMUHUCTPATOPY.

7.8 lonmotHUTeJIbHBIE afipeca 3J1eKTPOHHOM MOYThI

HJ’I?I TOro, YTOOBI I[OﬁaBI/ITb JOIIOJIHUTeJIbHbIe aJipecCa BHEKTpOHHOfI IIOYTHI, BBIIIOJIHHUTE

clleqyIolue IerCTBUS:

1. Boibepure nmyHKT koMmaHaHOro MeHi0O MHCTpyMeHTHI > IlapaMeTpsl y4eTHOMH 3alIHCH.
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2. B okHe namnok BbIOeprTe HY>KHYIO y4eTHYIO 3alliCh, B [IPABOM IIaHeJId HaKMUTE KHOIIKY

JomosHUTeIBLHEIE afipeca 3J1eKTPOHHOM IOYTHI.

3. B OTKPbBIBHIEMCS JHAJIOTe Ha’)KMHUTE KHOIIKY HOﬁaBI/ITB.

Ha JKpdHe IIOBUTCA HUAJIOTOBOE OKHO peOaKTHUPOBAHUA aJipeca BHEKTpOHHOIZ II0OYTHI,

COCTo41Iee U3 Tpex 3dKJIId10K.

7.8.1 Hacrpoiiku
ITanens HaCTpOﬁKI/I COAEepXKUT OCHOBHBbIE IapaMeTphbI SHEKTpOHHOﬁ II0YTHI
(cm. Pucynok 107).
HoBbll agpec 3NeKTPOHHON NOYTHI bt

HacTpouTE NapaMeTphl JAHHOID 3APECa JEKTROHHOH NOYTh!

HZlETPDﬁ L] KonuK 9 nanku CocTagneHve ¥ agpecalli

MyBaduHEE AaHHBIE

Wein arnpasureni;
AAPEC INEKTRPOHHOR NOYTHE
Agpec ana oTeeTa: Mawmyuatend GyayT OTEEUATE N0 3TOMY 3apecy

OipraHWzalue:

Te®cT NoanacK: WMcnoneaosate HTML (Hanpumep <bssmpHeii</b=)

BoraBnaTe nognuce 1u2 danna (rekcr, HTML wan kapmiHiy):

MpHEREenATE BRINTHYK KapTosky & coofulenurm PeaaktHposaTs BUSHTHYHG KAPTOMHKY. ..

r'Ip HBATHLIZ2 AaAHHBI2
Cepeep Moxogawed noutel (SMTP)

alexandr.smirnovi@techwr.myoffice.ru > HanennTe SMTP-cepeep..,

heTtka agpeca an. nouTe:

0] 4 OTaeHa

Pucynok 107 - HacTpoliku napamMeTpoB 371eKTPOHHOM [1OYTHI

Ha manenu HaCTPOﬁKH BbI MOXeTe peJdKTUPOBATh ClieyIOoIIue I10Jid BHEKTPOHHOﬁ IIOYTHI:
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1. Hms otnipaBuTers.

Apnpec 371eKTpOHHOM TOYTHI.
Anpec nuist oTBeTa.
Opranuzanus.

Texkct mognucu.

BusuTtHas kapToyka.

Cepgep ucxopsiieii nourst (SMTP).

® N e A W

Mertka daJipeca BHEKTpOHHOﬁ IIOYTHEI.
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7.8.2 Koniuu u nanku

ITanens Kommu M mamkKH II03BOJISIET 3d/1daTb IIOBeieHHe, CBsA3dHHOe C pd3MelleHnem

COOOIIeHNH, apXHUBOB, YePHOBUKOB, 111a6s10HOB (cM. Pucynok 108).

Hoeelid aapec anekTpoHHOR NouTel

HAcTpouTE NapaseTpe AaHHOIS AAPREca 3INEKTROHHOH NoUTE!

Hactporu Konuy \ nankd CoCTaENEHHE W BApeCauMa

MpW OTNPABAEHMK COOBLIEHWA ABTOMATUUBCKK:

< Mopewate Konwo cooblyeHna

@ naney «CTnpagnenHbIE: Hal & alexandr.smirnovi@techwr.myoffice.ru
Apyryro nanky:
COXpaHaTh OTBETH B Nanke opuriaiana

CTNpasaaTh konkk (Co) no aapecas:

CHNpaBEARTE CEPBITEIS ®anuy [Boo) no agpecan:
Apxuesl cooBLEH KA
+' | KpaHnTh ApEMBMPOBaHHEIE cOOBLIEHA B;
® nanke sApKHBE HA: G2 alexandr.smirnov@techwr.myoffice.ru

ApyToi nanke:

HepHoeukw v WaGnorm
KpaMuTe YepROBKKN ConBLLeHMR B

@ ranke «MepHEoBvKEs Ha: G2 alexandr.smirnov@techwr.myoffice.ru
Jpyrof nanke:

XpaHuTe WabnoHel cooteHHE B

® nanke «WaBrone= va: G alexandr.s mirmnov@techwr. myoffice.ru
Apyroi nanke:

3agpamﬁaa'rb NoATBSERASHHE NRH COXPAaHEHHAA cooblsHHA

Hacrpoikia 2pxMBaUHH...

Ok OTeHa

Pucynok 108 - HacTpoiika nmapamMeTpoB KOIIUH U TIAIIOK

Ha manemn Komum ¥ mamku BbI MOXKeTe 3aaBaThb cileqyroiiee I1oBelieHre, CBsA3daHHOe C

COOOIIIeHUSIMHU:

1. Pa3zmernienue COO6HI€HI/I$I B ITaIllKe I10CJIe OTIIPpAaBJIeHHUs.

2. 3apaHue AOMOTHUTEIBHBIX aJPeCcOB JIJIsl KOIHH.
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3. 3aaHue IOTOTHUTEJIbHBIX a/IpeCOB ISl CKPBITBIX KO,
4. 3anmaHue MecTa pa3MelleHus] apXUBUPOBAaHHBIX COOOIIEHUH.
5. 3ajaHue MecTa pa3MelleHus 111abI0HOB.

6. 3azaHue MecTa pa3MellleHUs] YepHOBUKOB.

7.8.3 CocraBiienue u afpecanus

ITanens CocraBiieHne u ajipecaniidl II03BOJIIET 3a44dTb HaCTpOﬁKH COCTaBJIeHUsd H

anpecaruu nuceM (cMm. Pucynok 109).

Hosbii aapec 3nekTpoHHOR NOUTHI x

HacTpaures napaMeTpel QaHHOMND agpeca IneKTpoH HOW MOUTEL

HacTpofkI Konuu 1 nanku CoCTABNEHME M ANPECaLMA

Cocrapnernue

» | CoctagneTe coobwedwa e doprare HTML

v M GTBETE BETOMATHHECKK LUHTHRPOBATE TEKCT HEXGAHOMNS conbLueHns

MEH UATHROBAHWY,  NOMECTWTE KYPCOD NEPEL UATHRYEMBIM TEKCTOM ¥

W CTAEWTE MOANMCE NAache LMTHRYEMOro TEKCTS [pEKOMEIﬂI}"E‘T(R} »*
| BRAKIYETE MOAMNWCE B OTEETE

BrakuaTts Noanick & NepeceNaghele NMCLMa

[MoBaNbHLIE HACTPORKK COCTARNSHHA cooBuennd..,

Appecayma
Mpwn noaSope agpecos:
B MenogesonaTe 408 $T0H YHETHOR 3ankcd rnobansHsle HacTpoikk LDAP-cepeepa

Menonszoeate gpyrond LDAP-cepeep:

FAcBansHbIE HACTROWKN 34PEcalku...

OK OTmena

Pucynok 109 - Hacrporiku cocTaBiieHus ¥ ajipecaliuu IMceM

Ha mnanenmu CocraBieHne u ajpecanuss Bbl MoOXeTe YIPaBIsATh ClleyIOIIUMU

nlapaMeTpaMHu:

1. dopmat cocraBiieHUs] COOOIIEHUS.

2. BxiroyaTh aBTOMaTHYeCKOe OUTUPOBaHKe U IIOAIIKUCH IIPU OTBETe.
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3. BxurroyaTs oAmnMch B OTBETHI.
4, BKJIOYATh MOJIKCH B TIepeChUIaeMbli MUCHhMA.

5. Bribop cepepa LDAP njist nojibope ajipecos.

Haxmute kHomnKy I'1o0asibHBIe HACTPOMKH COCTABJIEHHS COOOIIEHHH JJis Tiepexofa B

[IaHeJIb [I100aJILHON HACTPOUKU COCTaBJICHUS COODIIICHUI.

Haxmure kHomky I[y100ajibHBIe HACTPOMKH ajpecaniiu s Iepexofa B pasfien

HACTPOMKY afipecalriuy aHeu ri1006aIbHOM HACTPOMKH COCTABJIEHHS! COOOITIEHUH.

7.9 IlapameTpsI cepBepa

JInsi HAaCTpPOWKM TMapaMeTpOB cepBepa OTKPOWTe IaHejb IlapaMeTpPOB YYeTHOM 3allrcu

OJTHMM U3 CJIeJIYIOIINX CIIOCOOO0B:

— BbIOepUTe MyHKT KoMaH/IHOTo MeHI0 HcTpyMeHTHI > IlapaMeTpsI y4eTHO# 3anucH;

— B OKHe IIaIIOK BbI6epI/ITe HYXHYIO Y49eTHYIO 3dIlUChb, npaBoﬁ KHOIIKOW MBIIIN BBI30OBUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHOYy HapaMeTpm.
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B orkpeiBuetics na"enu Ilapamerpsl ydetHom 3ammcu (cM. Pucynok 110) nepeinure k

MyHKTy MeHIo akkayHTa IlapameTpsI cepBepa.

Ld Meparserpe: yeernod zanmon - Mybficeidal

Kani w nanku

COCTABNEHWE M AADSCAUMA
AHTH-CNAM GHAbTR
CHHXDOHMIALMR W KPaHEHHE
CRBOIHOR WWdHPOaaHwEe
YBELOMASHME O NPOHTEHKW
~ @D Mail for Elena Smirnova
MNapawieTpe cepaapa
KQnee i nanex
COCTABNEHWE M JAPECAUHA
AHTH-CNEM $RAARTE
CHHIDOHMIALMA W XpaHe-re
CRBOIHOE WkdPOBaHWE
YBEROMASHHS O NPONTEHME
~ B Nosantsbie nanin
AHTH-CNAM GRALTD
AHERnB0e NPOCTPAHETED

EiCeprep HEXoAAWER NoWThI (5...

Nedcrara AnA yudTHoR sano v

3 HactpoRas MyOfficehail

W LonoauenuA u Teuw

S Yaeseso L ool v Hegeone

MapameTpel cepaspa

Tn cepeepa: Mouroesid cepaep IMAP
Mg cepaepa; 2R dg T Mopr| 993 g Mo ymoayars; 993

Mg nosesosatens: | alexandr smirnovi@techwr myoffice.ru

HacTpoRkM 3amTe

JalmTa COasHHEHMA SSLLS -
Mertog ayTeHTadidsaune DOpMHLIE NAROaL b
MapameTphl cepaepa

B Nposepate nouty Nps sanycke
B Nposepats Hanrure Hoosx coofluenni gawawe | 10 Ii MHYT
Pazpelurs CepESDY MPLW NOCTYMASHMM HOBLX CODGEHMA HEMENEHHD OTOBPANATE YEesDMAEHME

Mg YAANEHNA CODBILIEHMR:
O NMapemectyte ero s nanky: T Yaasiansie wa Ma..exander Smimeoy

(70 OTMETITS €ro Kax YIAAEHHOE

() ¥QARMTE IO CRasy

NonoaHuTenaHa...
XpaHwuuie cooBulennis
[] Cxmmiam npw Buxoge nanky «BxoanAwumes
|| OrycTows s NP BeE00e NANKY oY 5a08HHEE
THWN XPAHWANWE COODIWIEHMA:  Kasioe conbue=We § OTaenaHoM Sadne [maddir) =
Novanenwi garasor: | Chillser AdmintAppData\Roaming\ MyOfficefail\Profilesh © oBhe oTal Qfsop...

Pucynok 110 - HacTpoiika mapameTpoB cepBepa

7.9.1 OcHoBHBIe TapaMeTPHI cepBepa

B nanHOM paszfernie maHenM Bbl MOXKeTe YCTAaHOBUTH TakKHe MapamMeTpbl Kak UMs CepBepa,

II0PT, UM I10JIb30BATeJIA.

7.9.2 HacTpoiikH 3aIIUTHI

B AdHHOM pda3fiejie IIaHeJIM Bbl MOXeTe YCTaHOBUTD CJIeAyIoIire HaCTpOﬁKH 3dlIUThI:
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— tun 3amuThl coenuHenus (Her, STARTTLS, SSL/TLS);

—Metosi ayreHTUdUKaruu (OObUHBI Maposnb, 3ammdpoBaHHbIM maposb, Kerberos /

GSSAPI, NTLM, Ceptudukar TLS, OAuth2).

7.9.3 IIapameTpsI cepBepa

B JdHHOM pd3Jiejie IIaHeJIM Bbl MOXeTe YCTaHOBUTDH CJIeAYIoIre ITIapaMeTphbl:

— MPOBEepKa MOYThI IIPU 3aITyCKe MPUIIOXKEHUS;
— [epuo]] TPOBEPKH HOBBIX COOOIIeHU! (B MUHYTaX);
— oToOpakeHHe yBeJJOMJIeHUS TIPU MTOCTYIUIEHUH HOBBIX COOOIIeHUH;

— IerCTBUe IIpyU yadJIeHun COO6H.I€HI/I$I (HQPEMBCTI/ITB B IIAIIKY, OTMETUTDH COO6H_IeHI/I€ KdaK

yIaJieHHOe, YIaJIUThb Cpa3y).

7.9.4 [TonoHUTeILHBIE IAPAMeTPHI YUeTHOH 3alliCH

JIns  HacTpoek [OINOJHUTENIbHBIX I1apaMeTpOB Y4YeTHOM 3allMCM HaXXMWUTe KHOIIKY

HomonHuTtenbHO. Ha skpaHe BO3HUKHET MaHeJIb JJOIIOJIHUTeIbHBIX HacTpoek (cMm. Pucynok 111).

AanonHUTENBHEIE NAPAMET PRI YHETHOW SaMNCH k4

AR yueTHO 3anucu =MNouta gna =alexandr.smirnovi@techwr.myoffice.rus=

Karanor [MAP-cepaepa:

MoE2ILIEATE TOMEKD MAMNEH HA KOTOPEE E&1 NOAMNMCEHE
CEpEEP NOAJSQEMEAET NAMNKN, COLEQ#EALLMNE SNOMSHHEIS NAMKM W
W

COOBLLEHHA

h.'lap:l-:man EHOE YHCNO ESLUKDYEMBLE COEJHHEHH A

3T HACTPOMAKK ONPEeJENAKT NPOCTPaHITES MMEH Ha Eallen IMAP-

tapeape

TeyHOE NROCTRAHETEO HMEH:
OfwWee (COEMECTHD HCNONLIYEMOE]:
Apyrwe NonsIoBaTeNs "shared,™

PazpellnTe CEpBERY NEPEKDLIEETE 3TH NPOCTREHCTES HMEH

Pucynok 111 - JlononHuTe/IbHBIE HACTPOUKHU IMTAPAaMEeTPOB YYeTHOM 3aIUCH

P
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B nuasore Bbl MOXeTe HACTPOUTD CJIeTyIOIIKe TapaMeTphl:
— katasor ayist IMAP - cepsepa;

— BO3MOXXHOCTb 10Ka3a TOJIbKO TaIoK, Ha KOTOPbIe BbI [TOJIITUCAHBI;
— BO3MOXKHOCTb ITOJIZIePKKH T1aII0K, COJleprKallliX BJIOXKeHHbIe [IAallKK U COODIIeHMUS;
— MaKCHMaJIbHOe YUCJIO KeIIUPYeMbIX COeIMHeHUH;

— JIMYHOE MPOCTPaHCTBO UMeH Ha BaiieM IMAP - cepgepe;

— ob11tee (COBMeCTHO UCIIOJIb3yeMOe) IIPOCTPAHCTBO MMEH;

— IIPOCTPAHCTBO MMeH JIJIs IPYTUX 110JIb30BaTellel;

- HaCTpOﬁKa, IMMO3BOJII0IIas IIepeKpbIiBATb CeEPBepPYy NdHHbIe IIPOCTPAHCTBA UMEH.

7.9.5 HacTpoiiku XpaHWIHIIA COOOIIeHU#

B HdHHOM pa3fiejie IIdHeJih Bbl MOXXeTe YCTaHOBUTH ClieAylollue HaCTpOI;'IKPI XpaHWIMIIa

COOOIIeHUH:

— CXKMMaTh MPU BBIXOJle TanKy Bxopsinue;
— CXKUMaTh IPY BbIXOJle TIATKy Y JaJIeHHbIe;
— TUIT XPAaHWINIIA COOOIEHUH;

— JIOKA/IbHBIN KATaJIOT COOOIIIeHUH.

7.10 Hacrpoiika konuii ¥ namnok

JI719 HACTPOMKH MapaMeTPOB KOIUM U MANIOK OTKPOWTe MaHes b TapaMeTPOB YYeTHOW 3alliCH

OTHUM U3 CJIeAYIOIIUX CHoCco0O0B:

— BbIOepuTe MyHKT KoMaHaHOro MeHI0 MHcTpyMeHTHI > IIapaMeTpsl y4eTHOM 3anucH;

— B OKHe IIaIIOK BbI6epI/ITe HY)XHYIO Y4eTHYIO 3dIlUChb, HpaBOﬁ KHOIIKOW MBI BbI30BUTE

KOHTEeKCTHOe MeHI0, BbibepuTe koMaHly IlapameTpsl.
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B orkpeiBuetics na"enu Ilapamerpsl ydetHo# 3anmmcu (cM. Pucynok 112) nepeinure k

ITyHKTY MeHI0 akkayHTa Konuu u manku.

Lod Mepawsetper proarnod zanmcw - byCficebsil

[T Mail for Alezande D) napanerpen sz san.

~ E)Mail fior Alexander Smirnov
MapaMenpe cepsepa

Fomky W nanku

ONA A NANKY Mpw oTNPaBNEHAW COOBLIEHWA BETOMETHUBCKIA
COCTABNEHME W SDECALNA B Momeuars konwe coofusHus 8
AHTA-CTHM QHALTD Q naney «OTnpaenesHees Ha: G Mail for Alexander Smirnowv =
CLaHADBOHMIALME M KEHEHHE
CRAGIHOR WWSDOAAHWE () Apyryse namay: <l Ornpaznextsie ka Mail for Alesznder Smimoy -
YEEROMASHNA O MPOHTEHME [[] Companare oeete 8 nanke apwnenans

~ EDMail for Elena Smirnova
|| Ornpaznate konue (C2) no agpecan:
Mapamenpe cepsepa

[] Grnpasnate ckpeiThe konnd (Boo) no agpecan:

Kionitm v named
COCTABNEHME W BAPSCAUAT ONTABLTE NGNS BAPBECS MyCTkiM, UTobel BORMAS OTOOPANAT: CTPOY ES0A3 BAPEOOE NPW COBLAHMM HOBATD COOGULEHMA
AHTH-ETAM JuanbTp ApivBbl coobuleHR
CHHXPOHMIALMR H XpatEHHE NPAHUTE BREMEMPOEAHHEIE COOBULEHMA B!
CREOSHOE WWSDDEaHMwe
O nanse sApasgsl: Ha: G2 Mail for Alexander Smirmov b
YEEAOMASHWA O MOOHTEHKE
~ B MoMantMbIe NAnKH () Apyrogét manke: O Buiipams nanky... -
AHTH-CTHIM qRamcTD HacTpoliky apymeanmi...

JMCROB0E NPOCTRAHCTED

[FiCepaep Wenoan e nourkl (5,.,  TEPHOBUKH W WaGnoHs!
XpamnT uepHOBMKY coobuesail e

O nanxe «YepHoenkss Ha: G2 Mail for Alexander Smitnav -
© Apyrod nanke: [ Yeproasmn va Mail for Alexander Smime

XparnTe wabnone coobuesad e

Defcimis AnA yudTHOR SanHen © nanee slllaGnoses Ha: G2 Mail for Alecander Smirmay ~

() Apyrod nanke: T — )

Hactpodca kM Pl
S Rosia /Ol cehes [[] Zanpawwsars NoATRERASHUE NPV COXPAHERMW CODBUEHNE

M HonoaHeHnn u Teme

5 ¥npaeso 1 coobussee ws Yepromasn

Pucynok 112 - [lapameTpsl y4eTHOH 3a1IMCH

Ha nanenu Komum m mamku Bbl MOXKeTe 3ajlaBaTh ClleJlylolliee TIOBeJIeHHe, CBsI3aHHOe C
COOOIIIeHUSIMU:

1. Pasmerienre coobiiieHus B Marke Mocje OTIpaBIeHusl.

2. 3apaHue AOMOJHUTEIbHBIX aJIpecoB JIJIsl KOIHH.

3. 3apaHue AOMOIHUTENbHBIX aIpeCOB /ISl CKPBITHIX KO,

4. 3amaHue MecTa pa3MellleHUst apXUBUPOBAHHBIX COOOIIEHHHA.
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5. 3amaHue MecTa pa3MelleHHs 1aOI0HOB.

6. 3agaHue MecTa pa3MelleHus] YepHOBHUKOB.

7.11 CocraBiyieHne U afpecanus

Jlis1 HacTpoMKM TlapaMeTpOB COCTaBJeHWs] M aJpecalldd IHCeM OTKpOWTe IaHesb

rapaMeTpOB YYeTHOM 3aITUCH OJJHUM M3 CIIeJYIONIUX CIIOCOOO0B:

— BbIOepuTe MyHKT KoMaHAHOro MeHI0O MHcTpyMeHnTHI > IIapaMeTpsl y4eTHOM 3anucy;

— B OKHe IIaIlOK BbI6epI/ITe HYXHYIO Y4eTHYIO 3dIlUChb, HpaBOI‘/’I KHOIIKOM MBIIIIHA BBbI3OBUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHly IlapameTpsl.

B OTKpI)IBIIIeI\/JICSI IIaHeJIn HapameTpm y‘IETHOﬁ 3aIIuCH HGPEIZHHTE K IIYHKTY MEHIO

akkayHTa CocraBienue u aapecanus (cMm. Prucynok 113).

L Maparietped y=tmcd saniack - byOfficebsl

[T maail for Alexander Smir [ napamerpus yuemod zan =

-

~ EIMail for Alexander Smirnoy
MapameTpsl CepESPE
K.OmMi4 M Nani

COCTABASHHE W AAPECALMA

AHTH-CNAM GHABTR
CHHEKPOHRSRUMA ¥ XPEHEHWE
CREOZHOS W EOBaHHE
YEEASMASHHR O NPOUTEHNK
~ EMail for Elena Smirnova
MapameTpsl CepESpa
KM M Nanks
COCTABNSHMWE W AANECALAR
AHTA-CNaM @H.I'Ih'[g
CHHNPOHUSRUMA ¥ XPAHEHWE
CKEOIHOE WHAPOEAHKE
YESASMAEHMA O NPOUTEHAM
~ B NokansHble nankw

Lo

JeAcTENR anR yuETol 3ankce

£ Hacrpaiicu MyOffcebail

*l Jononsesds 1 TEMB!

B WEANEHD L COSCUSHHE HI SEaHOIH

CocTasneHWe M aapecalMa

CocTagneHue
COCTAENATE COOBUEHNA & Sopmate HTML
Mps QTBETE ANTOMATHUECH LMTHROBATE TEKCT MCHOANOND CODGILEHEA
Mpit UATAPCBAHAY, MOMECTHTE KYPOOP NEPE UMTARYERMEIM TEKCTOM
A CTREWTE NOANKHCE  MOCAE LIMTAPYEMOro TEKCTE (peromesayerca) ~
[ Brawuats NoaNMCE B OTaETH

: Bxmouate NOANWLE B MEPECENAEMBIE MACHRMD

TAoEANEHEE HACTROAKK COCTABNEHMA COOBIIEHHA, .

Afpecauma
Mpw nogfope agpecon:

D Wemoaeaosare 4na 310 yuétHol 3anucd raoBansHuie wacrpolicn LDAP-cepeepa
() Micnonesoaats gpyroi LDAP-cepaep:

Her & MametanT cepaep karanoros

[AoBaNbHEE HACTRORKA BAPECALIMM....

Pucynok 113 - HacTporiku cocTaBiieHUs ¥ aJipecariu
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7.11.1 Hacrpoiika cocTaBjieHUs

BribepuTe HacCTpoMKU cOCTaBIeHUsI COODIeHMIA:

1. ®opmar.
2. IloBegeHue npu MUTHPOBAHUU.

3. Hacrpoiika noanucu.

Haxkxmute xHonky I'106anbHBIe HACTPOMKM COCTaBJIeHUSsI COOOIIeHMI /Jis Ilepexojia K

IMaHeJIH II100aJIbHBIX HACTPOEK COCTaBJ/IeHHUA COO6H.[€HI/I$I.

7.11.2 Hacrtpoiika agpecaimuu

Bribepute LDAP-cepBep, ucnosnbiyembliii pu 1mojibope aapecos.

Haxkmurte kHomky IJyio0anbHBIe HACTPOHKH aJpecaniid IS Iepexofa K pasfeny

HACTPOMKH aJpecalyy NaHeau r71o0aabHbIX HaCTPOEK COCTAaBJIEHUA COO6H_IeHI/I${.

7.12 AaTn-cnam puiabTp

J171s1 HaCTPOMKY aHTHU-CIIaM (pUIIbTpa OTKPOUTe I1aHeJIb [IapaMeTPOB YYeTHOW 3alliCU OJJHUM

U3 CJleAYIOIInX CrIoco0OB:

— BbIOepuTe MyHKT KoMaHAHOro MeHI0 MHcTpyMeHTHI > IIapaMeTpsbl yueTHOM 3aIvCH;

— B OKHe IIaIlOK BbI6epI/ITe HY>XXHYIO Y4eTHYIO 3dllUChb, HpaBOfI KHOIIKOM MBIIIIHA BBI3OBUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHay IlapameTpsl.
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B ortkpoBiieiica naHenu IlapameTpnl ydeTHOH 3amMCH IlepeiuTe K ITYHKTY MEHIO

akkayHTa AHTH-cniaM ¢uiabTp (cM. Pucynok 114).

124 MaparaeTped yabmeoi 3ansici - MyCffuceddail

[ Mail for Alexander Smirr [ napamerps pugruod =20

 EIMail for Alexander Smirnov
MNapameTpsl cEpEEPa
K.oqMiA 1 nanegW

COCTABREHHME W AApecaLya

AHTH-CNaM GUABTR

CHHEPOHKSEUMA W XPAHEHHE
CKBOSHDS IWMPPOBEHKE
YEEAOMIEHWMA O NPOUTEHMM
~ [EMail for Elena Smimava
MNapameTpsl cEpEEPa
Konuu 1 nanku
COCTARREHHE W AApecaLya
AHTH-CNamM fALTR
CUHEPOHUZEUMA W XPAHEHME
CKBOSHDS IWHPPOBEHKE
YEEAOMIBHMA O NPOUTEHMY
~ [ NokaasHbE NanKW
AHTH-CNAM DUALTH

JHCKOEDE MPOCTRAHCTED

JEACTEMA AR yueTHOM 3amace v

T Hacrpotivu MyOfficebdail

W Dononsenen n Teme

B Ypaneno LOoslusiHE 41 HEDHOEHIA

Bl Ceprep MexoanieA nouthe (5.

AHTI-CRa duneTp

Buigenenue

BENHYUMTE SHTW-CNAM GWALTEGI ANA 3TOR YUETHORA 3anUoa

Ecnu BRAKIMEHD, TO CrANANE BaM HyRHO Haywats MyOfficeMail onpeaensrs cnan, s atara omacuadne
CONBILEHIER KAK CNEM HAK HE CNaM, HOMONLIYA KHOMKY «Cnams Ha NaHEAM WHCTRYMEHTOR, Ban HyHHO ABHD
OTMEUATE K3K CNAMEPCKAE, TAK W O8slUHEle coofwenwa. Mocie stora MyOfficebail cuomer aeTomanaueciu

MNOMEYATE CNAMERCKHE COOBILEHA,
He NoMEUaTs SETOMATHUBKM (OOBIEHMA KAK CNaM, BCAM 0TNPEEWTANL HAN0AMTCR B ANMECHEI KHHran:
B Nwunar agpecHan kHWra

| CoBpanksie agpeca

|| McnonsacaaTe NoaA B 3aranoBKas MHoem YCTAHOEAEHHEIED Spaméssassin v

Eorw mrakoueHn, MyOfficeMail BygeT SETOMATHHECKM CHWTATE CNAMOM CODBULBHIA, NOMEERHHEE STHM ERSLIHAM
v

CNACOARHKATORDA.

MNanka HazHaveHna n YONOBEWA XpaHeEHWA

[ NepenewsTs Hoswe COOBWEHMA, ONRENEMEHHEIE KaK CNan, &
O Napey «Cname 2 G Mail for Alexander Smirnoy
A pyTye nanky: & Crast Ha Mail for Alexander Smirmo

ABTOMATAUBCKM YARMATE CHAM M3 3TOR NaNKa Yepes 14 | Ased

TNoSansHER HECTPOWKM BHTH-CNIaMa...

Pucynok 114 - Hactpoiiku aHTH-criaM GuiIbTpa

7.12.1 Hacrpoiika aHTH-ClIaM QHIHLTPOB

1. Bkmrouure aHTH-CIIaM Cl)I/IJ'[pr C IIOMOHIIbIO IIeperIrovaTeid BxirounTh aHTH-CIIAM

GubLTPHI 111 3TOH Yy4eTHOM 3alIUCH.

2. 3ana171Te d/IpeCHble KHUT'H, aJpeCaTbl KOTOPbIX COAEPXKATCd B IMMCbMdAX. Takue mucbma

He OyZyT oMeueHbl KaK CIIaM.

3. HCHOHBBYﬁTe I10JIA B 3daI'0OJIOBKAX IMKCeM JId OoIlpelie/ieHUd ClldaMa.
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7.12.2 HacTpoiika manku Ha3Ha4eHHs U yYCJIOBHI XpaHeHHs NHCeM

1. OnpenenuTe rpaBMiIa fepeMellleHrs HOBBIX COODIIEeHHH, Onpe/ie/IeHHbIX KaK CIIaM.
2. Omnpepnenure mepuoj; aBTOMaTHYeCKOro yAaleHus CllaMa U3 Mamok.
3. Haxkxmure kHomky I'Ji00ajibHBIE HACTPOMKHM aHTH-CIAMa i Tepexojla B IaHelb

HACTPOMKHU IIPUBATHOCTU Y 3aAIUATHL.

7.13 CuaxpoHu3anus ¥ XpaHeHHe IHCeM

,HJ'I?I HaCTpOfIKH CUHXPOHH3dIIMHU U XpdHEHHA IThMCeM OTKPOI\/’ITE ITaHeJIb I[IapaMeTpPOB yquHOﬁ

3allMCU OOHHWM M3 CJIeAYIOIIUX CIIOCODOB:

— BbIOepUTe MMyHKT KoMaH/IHOTO MeHI0 MHcTpyMeHTHI > IlapaMeTpshl y4eTHOI 3anuCH;

— B OKHe IIaIlOK BbI6epHTe HYXHYIO Y4eTHYIO 3adllMlChb, npaBoﬁ KHOIIKOM MBIIIIHA BBI3OBUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHOY HapaMEprI.
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B ortkpoBiieiica naHenu IlapameTpnl ydeTHOH 3amMCH IlepeiuTe K ITYHKTY MEHIO

akkayHTa CuHXpoHH3anus U xpaneHnue (cMm. Pucynok 115).

4 MaprraeTpe peTreod 3amsc - MyOfficeMail

[ Mail for Alexander Smirr (D) napsmenpu yuetnof san
~ EMail for Alexander Smirnoy
{HHKPDHHE-@U,HH 1 ¥paHeHKe
NapameTps cepeepa

KOMMW 1 Nansm CHHNPOHMEALAA cooBulenmii

COCTABASHHE W Afpecalmp . )
XpapwTh CoOGWErMA M3 BCEX NANOK ANA ITOA yUETHOR JAMNCK 1A ITOM KOMAbROTEpE

AHTH-CNAM GrAaTp _

Mpwmeyanse: 310 MIMEHEHUE IATDOHET B0 MAMNKA B 3TOA YUETHOA 3aNMoA, MTo6: 33T OTAEALHEIE MAMKA,

WA W XpAaHEHME

WCNOAESYATE Keonky «JononHaTenEHD.. 2,
CKEOGHOS WKMDROBAHWE
FEEAOMAEHHR O NROYTEHMK JononHUTEnsHO...

* EMail for Elena Smimova

AMCKOBOE NPOLTPAHCTEO
T

LUDZ TR ERRER YTOBE CIKOHOMIATE AWCKOBOE NPOCTRAHCTAC, 33rpYaKa COOBIEHWE £ CEDESDE M XDAHEHHE NOKENLHEIX KOTHA
Konkia W nans9 MOMET BiiTa OFPAHWMUEHE NO KX BOZPACTY LIV DASMEpy.
CoCTaBAenue M aapecaumn 0 CuHyponMarposaTs Boe COOBWEHMA NOKANRHO HESEEWCUMD OT BOSPACTa
AHTH-Cnam drAsTp . =

(0 Crb¥pOHAIMPOEaTe COODUEHAA 33 NOCISHWE ~ -
CHHKPOHMSAUMA 1 XPAHEHME

[ He zarpyats coofuwenma pasmepon Ganee . KB

CrBosHOS WHbpOBaHHE

¥EeAomMASHWR O NPOYTEHRM
[109 BRICEOSOMASHMA MECTA HA JWCHE CTAPEIE COOBULEHWA MOTYT GEITE NOAHGETaR VARASHE (K&K NOKANEHEIE

~ B NexansHuie nankm
- WOMAK, TAK A OPMIMHETD HA YAAAEHHOM CRpBRPE),

[leACTEMA ANR YYETHOMA 3anmce v O He yaanate coobugrus
() YARRRTE BCE, KPOME NOCASIHNE B T
4 Hacrpaiics MyOfficeMail () ¥aaante conblueHus craple o AneR
& fononsenss v Tens BEeria XpasnTe COOBLSHME, OTMEUSHHES 3EE310UKDA

B Yranend 1ooDiustHE HI HERhOte

Pucynok 115 - HacTpoiika CHHXpOHM3alluX ¥ XpaHeHUs ITMCeM

7.13.1 HacTpoiika CHHXpPOHH3AI[HH COOOIIeHUH

BLI6epI/ITe XpaHHTL COOﬁII.lEHI/IH U3 BCeX MaNoK Jisl 3TOH y‘IETHOﬁ 34IIMCH HaA 3TOM
KOMIIBIOTEpe eC/Ih XOTUTe yTOOBI BCe COO6H.[€HI/I}I XPaHWIKNCh Ha BallleM KOMIIbIOTepe. Haxxmure

KHOIIKY HOHOJIHI/ITEJILHO u BLI6epI/ITe JIOKAJIbHbIE IIaIIKH OJI XPdHEHW A COO6HI€HPII>1.

7.13.2 HacTpoiika AuCcKOBOro NPOCTPAHCTBA I XPaHEeHUsI COO0IIeH I

1. BoibepuTe HacCTpOWKM CHHXPOHM3allMM COOOILIEHWMM [JI1 3KOHOMHMHM [IMCKOBOI'O

MIPOCTPAHCTBA.

2. BribepuTe HaCTPOVKU yaleHHs yCTapeBIIMX COODOIIeHUH /Il ONTUMHU3AIMU JTUCKOBOTO

MIPOCTPAHCTBA.
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7.14 CxBo3Hoe mdpoBaHne

J171s1 HACTPOMKM CKBO3HOTO IMIMQPOBaHUS MHUCEM OTKPONTe MaHesb IapaMeTpPOB Y4YeTHOM

3allMCU OOHUM M3 CJIeAYIOIIUX CIIOCODOB:

— BbIOepUTe MMyHKT KoMaH/IHOTO MeHI0 MHCcTpyMeHTHI > IlapaMeTpsl y4eTHOI 3anuCH;

— B OKHe IIallOK BLIGEpUTe HYKHYIO YYeTHYIO 3alliCh, B OTKPBLIBLICHCA CIIpaBa MaHeu
Ha)XMUTe KHOTKy (2] Hwvdposakie

— B OKHe IIaIlOK BbI6epHTe HYXHYIO Y4eTHYIO 3allMlChb, npaBoﬁ KHOIIKOM MBIIIIHA BBI3OBUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHOY HapaMEprI.

B orkpeiBiieiics naHenu IlapaMerpnl y4deTHOM 3alMCH IlepelJiTe K IIYHKTY MeHIO

akkayHTa CkBo3Hoe mmdpoBanue (cMm. PucyHok 116).
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L) MapasieTpe yabTrecd sansc - MyOdficeMal

mnammuwmoﬂ A X

~ EMail for Alexander Smirnov
NapameTpsl CepEepa
Kominu 1 nankm
COCTABASHME W AAPECALMA
AHTH-CN3M GUABTR

CHMEPOHESUMA W XPAHEHWE

FESMOMASHHR O NEOUTEHAE
* EMail for Elena Smirnova
Napamerpnl cepeepa
KOfKM 1 Nansm
COCTABASHHE ¥ AAPECaLMR
AHTH-CNEM dUATD
CHHEPOHMSBLMA 1 XPIHEHME
CRBOSHOE WHAROBAHME
YEEAOMAEHMA & NROUTEHAR
~ B2 /MlokanbHbie nankmn
AHTH-CNaM GUATH
[JMEKDEOE APOCTRANCTES

JefAcTENA ANR yUETHOW Janwc ¥

b HactpoRi MyOficehail

N Donoasesss n Temsl

E] Cepuep ncxogAwed nouts (5.

CKBO3HOE WWPPROBaHME
YUrodkl OTNRaaNATs 2BWHHPOEEHHEIE COOBIEHUA MW COOBLEHWA C ULSDOaoH NOINWCEK, Baw HEOSXoIMMO
HECTDOKTE TEXHOMOMAK WHHPOEaHKA, HanpwMep, OpenPGl wamn S/MIME.

BGEDUTE CHOA AWUHDA KARM, S TOGH BEAKAE T MCROAESOBaHME DPEnPGR, wan CBOR Avuntel cepradivaT,
uTaGn PESPEWNTy ncnaapsoBaHee SMAIME, da Awvarora sased vir CEpTadesan ¥ Bac aoamer Gt
COOTBETCTEYHILAR CEXPaTHRIR ),

OpenPGP

B Thunderbird HaT nuusoro Kisoua OpenPGP gna
’ £ Nofasas kamu..,

alexandr.smirnovi@techwr.myoffice.ru

Vicnoaszyite MeHegwep knioued OpenPGP, uToBsl NPOCMATPUEATE M YTIDEENATE OTKREITEIRMM KIHIUAMY BILIHK

KOPRECNOHAEHTOE W BECEMA ARYTAMA KNHYAMH, HE NEQEUHCIEHHBME BEILE,

MeHegxep knoued OpenPGP

S/MIME
JiAuHEd CepTADMKAT A0R LWadpoBod nognMos

| Brfpate... OypeTims

NMengeefi cepmwhrEaT 40R WwdpoaaHne
| Bufpate.. COypcTime

¥npaaneHwe capTidskaTanu SMIME Yerpothorag sawmuTel S/MIME

HacTpodki No YMOAHaHWH LA OTNPABKK CooBLLEHHEH
B3 crnoanoro Wwehpolanne cogepesMon coobwennd nero mMoxet Gem NpouTeno salwmy nponafgepon

MEHPOHHCIﬁ NoUTE MAK CUCTarol NpoCAylMEEHKA.
0 He BkAEwaTE WHSDOBAHKME NO YMOIUEHMI0
() TPeBoRaTh WWHPOSAHWE NS YMONHAHWID

Ecew mam Tpedyeroh wwdpanawne, 70 A5 oTnpance coaGwenui ¥ oac gonxed SsTh OTKRLITEE Loy wnn

CERITIEOHKAT BARO0ND NOMETENR,

UMODoEaR NOANKCE NOSEOARST NONYUATENAM YADCTORERATECA, Y0 COOBUISHME BhiNk OTMNRAENEHD MMEHSD
BAMY, ¥ UTO 80 COEDMMMOE HE BB1A0 MIPEHEHD,

[} AoBasnATe UHOROEYIO NOINNCE MO YMOAUIMHID

JoNonHWTEABHbLIE NADaMeTPB
MNpwKe

AT MOF OTERLITHA KAR0U Ny acbanneryk uwgpoocd noanyc OpenPGR
WdposaTe TaMy co0Suequa OpenPGP

KprarnTo LEDHOBAKK COOBLISHHR B 3ALIWPPOSAHHOM GODMATE

MPEANOUATAEMER TEXSONOTMA IHORIEAHIA
0 ABTOELIBOD HA CCHORS AOCTYMHGIX KAKIYER MAH CEpTAdMKATOR
MNpeanountam OpenPGP

MpeanouuTars 5/MIME

Pucynok 116 - [lanenbs HaCTpOWKYU CKBO3HOT'O MIMPPOBaHUS
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7.14.1 OpenPGP

Cozpnaiite HOBbIM JMuHBIA K04 OpenPGP nis akkayHTa wiM 3arpysurte roToBbd. s

3TOr0 HaXXMUTe KHOIKY & fobasuTb KMHOY... ' ga oKpaHe OTKpOeTCS [IHAJIOrOBOe OKHO

(cm. Pucynok 117).

JobaeuTh NepcoHansHbli kKarou OpenPGP

@ Ecnn ¥ Bac e<Tb NAYHBIA KoY ANA 3TOrC agpeca 3'.'1EKTF|-CIHHDI;1‘ NOYTEl, Bbl 40MHHE M0 MMNODTHOBATh. B
NPOTHMEHOM ChyHae y Bac He E}I'JII.IF_‘T A0CTYNA K BALIMM apxXMBan Salll HqJPOEaHHbIK MACEM M Bkl HE CMOXETE YHUTATh

EXOAALIME 38K POBAHHEIE NUCEMA OT NHOAEH, KoTopkle BCE e UCNoNB3YIOT Ball CYLLECTBYIOWMA KAKY,
MaapoiHes

8 Cozgate HoeeW knkou OpenPGP

MmnopTupoBath cylwecTEyoWwmiA kirou OpenPGP

MNposonurs Otmena

Pucynok 117 - Co3znanue kimtoda OpenPGP

Bribepute Co3mars HOBBII Kia104 OpenPGP, Ha skpaHe mosIBUTCS IMAjiorOBOe OKHO

co3nanus kiova (cMm. Pucynok 118).

Jdobaente NnepcoHanbHeli KAoy OpenPGP gna alexandr.smirnov@mrt.myoffice.ru

Coznate knod OpenPGP

Nuunoers  "alexandr.smirnov@techwr.myoffice.ru” <alexandr. smirmov@techwr. myaffice ru= v
Cpok AefcTBNA KAtoua

OnpefennTe cpok ASACTEMA BALEra HOBOMD CreHepMPOBAHHOMS KNKYA, [TO2XKEe Bhl MOXETE YNPABNATE JaTOW, uTofbl
NPCATMTE 28 NPKY HEoGHROAUMOCTI,

@ Cpok JgWHCTEMA KNOUS WCTEKAET Yepes 3 net e

Knpod He mcTexkaeTt
.D,DI'IUJ'IHHTEJ'IIJHI:IE napameTpb|
¥npaenesue 4ONOAHATEABHBIMKM NapameTpanmi salwers kioda OpenPGP.

Tun knroya; RSA ~

Pazmep knoya: 3072 v

Co3faTh kAU OrmeHa BepHyThen

Pucynok 118 - Hactpoiika mapametpoB kitoua OpenPGP
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Bribepute cpok zmeiicTBus kitoua, TvIl ¥ pasmep. Haxmvure OK.

Ecnmv BBl pemwid UMMIIOPTUPOBaTh TOTOBBIA K04, BbibepuTe HWMmmnoptupoBaTh

cymectByronuii k104 OpenPGP, Ha sxpane nosiButcs guanorooe okHo (cM. Pucynok 119).

Jobaeuth nepcoHanbHbId KMoy OpenPGP ana alexandr.smirnov@mrt.myoffice.ru

MMNOPTMPOBATL CyLWECTBYHOWMIA AndHbIA koY OpenPGP
BriGepuTe paHee coXpaHEHHYIO KOMWIO ¢aiina.

Bel moskeTe WMNOPTUPOEATE NMYHBIE KAKHK, COZAaHHBIE C NOMOLLLERD APYTOMD NpOrpaMmMHoro obecneyeHua OpenPGP.
Apyroe NporpaMmMHoe obecneueHne MOMET ONUCHIBATE NAYHBIA KAKY ¢ NOMOLLEH? &NETEPHATHBHEIX TERMUHGE, HANPUMER, Bal

COBCTBEHHBIA KA, ceEpe THEIH KAKOY, 3aK PhIT B KAKIY HAK Fapa EARIHEA.
Bribop daiina Ana MMnopTa...

OTtmeHa BepHyTeCA

Pucynok 119 - [lanens nobasnenus kioda OpenPGP

Haxxmute Beibop ¢aiiia miss mMIopra, BhiOepuTe COXpaHEeHHbBIN KITI0Y C JTUCKA, HAXXMUTE
OK.

7.14.2 S'MIME

Hacrporite ceprudukaThb:
1. Boibepute nruHbIN cepTUdUKAT 1711 HXPPOBOX MOIIHCH.

2. Boibepute TUYHBIN cepTUDUKAT JJIs TA(PPOBaHUSI.

Haxmure kHOonky YmnpaBieHue ceptHuxaramu S/MIME g oTkpbITHS Auanora
ynpasiieHusi ceptupukaramu. Haxxmute kHonky YcrpoiicrBa 3amutbl S/MIME 17151 OTKpBITHS

AuaJjiora yrpaBJIeHUd YCTpOﬁCTBaMH.

7.14.3 HacTpoiiku 110 yMOJIYaHHUIO IS OTIIPABKHU COOOIIeHUH

3a/iaiiTe HACTPOMKU TUPOBAHUS JIJIsi COOOIEHUH:

1. TpeboBaThb 1mmdpoBaHue Mepe] OTIIPaBKOM MKMChMa / He BKJII04aTh IMMbpPOBaHUE.

2. Jlob6aBnsaTh MUGPOBYIO MOIKUCH B COOOIIIEHUS.
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7.14.4 [lonosHUTeILHBIE IAapaMeTpPhI

3a/1aiiTe IOMOIHUTETbHbIE HACTPOWKH MHU(PPOBAHUS COOOIIEHHM:

1. Bo3MOXHOCTb NPUKPeIUISTh OTKPBITHIM KIIIOY IIPU J0b6aBileHMH IU(PPOBOM MOJIKCH

OpenPGP.
2. BosmoxHocTb mudppoBanus TeMbl coobiienuii OpenPGP.
3. B03MOXXHOCTb XpaHeHHsl YepHOBUKOB COODIIIeHUH B 3alIIMPPOBaHHOM (opmare.

4. BpIOOp MpeAnoYruTaeMoi TeXHOJIOTUU UG POBaHUS.

7.15 YBenoMmieHus 0 NpoYTeHUH

,HJ'I?I HaCTPOﬁKH YBEI[OMJ'IEHI/Iﬁ O IIpO4YTeHHH IrcemM OTKPOIZTB IIaHeJIb IIapaMeTpOB yquHOﬁ

3allMCU OOHHWM M3 CJIeAYIOIIUX CIIOCODOB:

— BbIOepUTe MMyHKT KoMaH/IHOTO MeHI0 MHcTpyMeHTHI > IlapaMeTpshl y4eTHOI 3anuCH;

— B OKHe IIaIlOK BbI6epHTe HYXHYIO Y4eTHYIO 3allMChb, npaBoﬁ KHOIIKOM MBIIIIHA BBI3OBUTE

KOHTeKCTHOe MeHIO, BbI6epI/ITe KOMaHOY HapaMEprI.

© 00O «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 166



MounOdunc

B ortkpoBiieiica naHenu IlapameTpnl ydeTHOH 3amMCH IlepeiuTe K ITYHKTY MEHIO

aKkayHTa YBegomJieHHs 0 mpouTteHuu (cM. Prucynoxk 120).

d MaparaeTpe: peTod anwsce - MyOfficetdal

[ Maail for Alexander Smirmn (D) napsmenpe yuetod zan

~ EMail for Alexander Smirnov
YaeAoMASHWA O NPOYTEHMK
MNapameTpsl CEpEEpa
KOMMiA 1 Nank ) MiEnonssosans rACHanLHpe HBCTDORKN YBLIOMNEHWA O NPCATEHRA
COCTABASHME 1 AAPECALR [ ADBARLHEE HECTRORKH...
ArTA-CNaM GUATH

@ HECTPoWTe MCNONES0BaHWE YEEAOMASHHE O MpOUTEHMA
CHHEDOHUSBUMA ¥ KPAHEHWE o

|| Boeraa 3anpawveate YOSI0MAEHHE O NDCUTEHWA NPK OTNRI0KE COOBLLEHNR
CHEOEHOE WHHPIBEAHWE

YEEASMARHMA O NEBOUTEHAM

Mpw MUTYUEHEA YOCI0MACHHA O MpoUTEHMM

* B Mail for Elena Smii
e e © Oczaenate ero 8 nanke =BxogAuwes

MapareTpol CEpBepa
(0 MNepepellaTs o & nangy s OTNRagfeHHEles

Komuie 1 nanks

oCTARREUEINAT CA T Mps NoMYUEHKA 23NPOCE HA YESAOMAEHUE O NPOUTEHMM!

ELin R () Heworga He 0TNpasnmts yESA0MAEHUE O NPOUTEHEH

CHHEPOHHIMUNA M XpaHeHWe -
O CTnpaBAaTe YEELOMAEHAR & NPONTERMAK A1A HEKOTOPBX COOBUEHKA

CrposHoe WHHpoBaHHe

Echm A HE B CNUcKe «Komys MM «Konuas:  Cn AEAT w
¥BeAOMACHWR O NROUTEHNK 4 RO " w | Cnpaumean:
~ B NekansHbic nankm EChv gTNPABUTENS HE & MOEM JOMEHE! CrpawsEaTs w
AuTr-cnam drasTp
B OCTaNHBI CAyHERNE CNpaumBaTs 5

Jwckoeoe MPOCTRaMCTED

] Cepeep wexogAauwei neuT (5...

Pucynok 120 - HacTporika yBeloMJieHUI O IPOYTeHUHU

Il Toro, 4TOOBI WCIOJIB30BATh TJI00AJIbHBIE HACTPOMKK YBEIOMJIEHHs O IPOYTEHHH,
BhiOepuTe Vicmosib3oBaTh II00ajIbHBIE HACTPOMKH YBeIOMJIEHHH O mpouTeHuH. Haxkmwure
KHOTIKY I'1o0asibHBIe HACTPOMKM 71l peIaKTHPOBAHUS IVI0OOATBHBIX HACTPOEK YBeIOMJIEHUH O

IMpOYTEeHNHN. COHEP)KI/IMOE Avajiora HACTPOeK IIOBTOpSEeT COoAepXuMoe TEKYH_IE‘ﬁ IIaHeJIn, HO

OTHOCHTCSI K I7100a7IbHBIM HACTPOUKaM.

JlJis MCTONTb30BaHUs TIePCOHAIBHBIX HACTPOEK YBeIOMJIEHWH JIJIi KOHKPETHOTO aKKayHTa
Boibepure HacTpouTs wHCHONIBb30BaHHe YBeIOMJIEHHMH 0 mpodreHuHu. Jlamee HacTpoiite

cllefyromue rapaMeTpbl:

1. JleiicTBUS IpU MOIy4YeHUH yBeAOMJIEHUS O IPOYTEHUH.

2. JlelicTBHS IIPH 3aIIpOCe Ha yBeJJOMJIEHUE O IIPOYTEeHUH.
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7.16 CepBep ucxopsiei mouTh

7 HAaCTpOMKM TMapamMeTpOB CepBepa MCXOASAIIed MOYThl OTKPOHTEe TaHelb MapaMeTpOB

y‘leTHOP'I 3allMCy OOHUM M3 CJIeAYIOIIUX CIIOCODOB:

— BbIOepuTe MyHKT KoMaHAHOro MeHI0o MHcTpyMeHnTHI > IIapaMeTpsl y4eTHOM 3anucy;

— B OKHe IIaIlOK BbI6epI/ITe HY>XXHYIO Y4eTHYIO 3dllUChb, HpaBOfI KHOIIKOM MBIIIIHA BBI3OBUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHly IlapameTpsl.

B otkpoiBmieiics manHenu IlapamMeTpnl y4eTHOH 3amuMCH TepediuTe K IYHKTY MeEHIO
CepBep wucxopsmein mourbl (SMTP) (cm. Pucynok 121). Ha askpaHe BO3HUKHET TaHeJb,
cojfleprkaiasi CIIUCOK CepBepOB MCXOJSINed MOYThl. AKTHUBHBIM cepBep BbIJIeJIeH, W COJEPXKUT

noanuck Ilo ymorganmso.

“d NMapamerpe pariod sennes - Mylicehail

[ napamerpu yusmar s

~ ENoyra gas «alexandr.smirno... -
Mapametpel cepeepa noxoaAweR NnouTsl (SMTF)
MapamaTpe Cepeepa
Eomud ¢ nanku Mg HACTRCAKE BAUAY AAPECOS MEKTROHHOR NOYTH S5 MONETE MCNOALIOBATE CEPESD W3 JTOMN CNWCKE,
amﬁpag Ard 8 KadecTae L'epsepa WCEO AR NouTe [(SMTP), MAM Xe Bbl MOMETE UWONONES0BATE CEpEEp MO
CocrapneHwe u ALPECAUMA
YMOUMAHEED M2 3TOMD CNWCKR, B:IﬁpaB slCnones0EaTE Capaep Mo FoadaHnE:.

AHTHA-CNEM QRENETR
CHHXPOHWIALMA ¥ XPAHEHHE alexandremirnovittechwr.myoffice.ru - smitp-techwrmyoffice.ru (Mo yronuanne) LAobagnTh....
Crmossoe wydposasme HEMEHRTE,
YEEACMASHHA O NPOUTEHKE
~ ONMokansHBE NanKd
AHTA-Cnas densip
Jrckoacs NpocTpaHaTED

I‘Iapauerpu BbIgENEHHOMD Cepaepa

T R AT OnHcaHwe: <HE yKagaHo:> .
VimA cepeepa smitp-techwrmyofficer
Mopm 465
£ Hacpodion MoROwe Nouta Ve monesoeatess: alexandrsmirnoviltechwr.myoffice.ns
Matag aymerTrdusawnm: D8siuHEA napoas

SawuTa cosguHeneR; S5LTLS

M DonoaHeHes u Tews:

Pucynok 121 - HacTpoiika cepBepa UCXO/isIIIIeM MOYThI

Jlis nobaBiieHKss HOBOTO cepBepa HaXXMHTe KHONKY [lo0aBHTB, i1 pegakTUPOBAHUS
CBOWCTB CyILIeCTBYIOILIEro cepBepa BbLIeINTe B CIIMCKe HeOOXOAUMYIO 3allUCh U HAKMHUTe KHOIIKY
MN3menuth. Ha 5KpaHe NOSIBUTCS MaHesIb peJJakTUPOBAaHUs CBOMCTB cepBepa (cM. Pucynok 122), Ha

KOTOPOUM MOXKHO 3aIlOJIHUTH CJIeIyIOIIYe TIOJS:

— OIMCaHWe CepBepa;
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— UMsl CepBepa;

— HOMep TIOpTa;

— THII 3Tl COeJHEeHN I,

— MeTOoJ] ayTeHTU(PUKALIUY;

— UM I1I0JIb30BATeJIA.

SMTP-cepeep

HacTtpoikn

gnucaHue:

KimA cepeepa: | smip-techwr.myoffice.ru

OopT: 465 Mo ymonyaHuk 465

JawmTa U ayTeHTUPUKaL WA

JalnTa CcoeguHEHNA: S5L/TLS o

MeTog ayTeHTUGUKALUK:  OkIYHEIT Napo/kb w

MMA nonbL30BaTENA: alexandr.smirnovi@techwr.myoffic
oK OTMmeHa

Pucynoxk 122 - HacTtporika cepBepa UCXOZSIIeN [10YTHI

Jlns ynaneHus cepBepa M3 CIIMCKA HAXKMHUTE KHONKY YAAJIUTh, YOAIUTh MOXXHO TOJIBKO

HeaKTHBHBIN cepBep.

7.17 CuHxpoHHU3aIus aKKayHTOB

HJIH CHUHXPOHMW3alINN JIOKAJIBHBIX JaHHBIX C cepBepomM Ha>XMHTe

¥ 3 CHMHXpOHWIaLMA

CHHXPOHH3AIIUH.
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Ha JKpdHe OTKPOeTCd OUaJIOrOBOe OKHO, coAepiKallee CIIMCOK peCypCoB, HOCTYIIHbIX IJIis

CHHXPOHHU3AIMH, TAKUX KaK COOOIIeH s, KaJleHapHy, 3a/lau, afjpecHble KHUTH (cM. PucyHok 123).

“d CHHEpOHMIALAA BKKAYHTOR - x

AKKayHTBI

MolOduc @

Mol

BrAranTE M CHHEPONRINPE DT

CHHXPOHWIMPYCMBIE AAHHLIE

EriiepnTe gaHHsle Ana cnHepornzagni © «MoidOdme Mouras

Pecypc Tan Pepakr, Cramyc
My AddressBook hapecHan Khura o7 v loTono
Alexandr Smirmay Kanengaps P lomoso
Anexcangp Cranpron Kanengape iy lotoso
Mepragnyscxan cunxpamnsauymg (8 smyra) |1 CMHXPOHNINEEIaTE CEAYac

Pucynok 123 - Pecypchbl 17151 CMHXpOHH3aIUA

B sieBoii maHenun okHa BbiOepUTe HEOOXOIUMBIA aKKAYHT, BbIIEJIMTe Pecypchl B CIIMCKe U
CUHXPOHU3UPYHTe HX C CepBepoM HaxatveM KHONKM CHHXpoHH3UpOBaTh ceiiyac. [lpu

HEO6XOI[I/IMOCTI/I BKJIIOUHWTE dBTOMdTUYECKYI0 CHHXPOHHM34llWIO, 3a/1dB I1epUol B MUHYTAX.
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HJISI JIOIIOJIHUTEJIbHBIX TeUCTBUH C dKKdAYHTOM Hd>XMHTe KHOIIKY HEﬁCTBHﬂ I aKKAYHTA

(cm. Pucynok 124).

“J CHHYpOHMEALMA AKKAYHTOR — H |

AKKayHTH Cramyc

MoirOdue &

MoaQdaac

BinmasTh ¥ CHHX POHMINPOEITS

NaBaEnTe HOBEIW BKKAYHT B

Brifiepume gasHbie Ana ciHxpasnzagin © «MoidOdne Mowras

Pecypc Tan Pegakr... | Cratyc
YRRV COXPAHEHHGIE NOTANG My AddressBock Aspechan Knura o7 v loTons
2 SRR Alexandr Smirnow Kanengaps g lovone
SnCRRTS HCIPORDE < Anekcanag Crnpron Kanerzape P loTone
OmcnsouuTe aKkkayHT "Modd
CHrEpoHMIMpPOEaTE JKKayrE “h..,
Meproguueckas CHHE POHMALHA [B MuUHYTIX) |1_| CHHE pOHUIMPOBATE CeAuac .

Pucynok 124 - MeHio 1eiiCTBUI C aKKayHTOM

B oTkpbIBIIEMCsI BCIUTBIBAIOIEM MEHIO HaXOJIATCS CIe/IyIole KOMaH/IbI:

1. To6aButh HOBBIM akkayHT CalDAV & CardDAV.
CuHXPOHM30BaTh BCe pa3pellleHHble peCypCHI.

VY ianurte coxpaHeHHbIe JIOTUHBI.

[TokazaTb >kypHaI COOBITHIA.

VY panuts akkayHT "MonOduc".

OTtromrounThb akkayHT "MounOduc".

i - R

CuHXpoHM30BaTh akkayHT "MonOduc".

7.17.1 J1o0aBUTH HOBBIII AKKAYHT

Buibepure [eiictBusi misi akkayHTa > [lobaBuTh HOBBIH akkayHT > CalDAV &

CardDAV g5 no6aBieHuss HOBOTO akKayHTa Ha 6a3e CepBUCOB, MOIAEpPXKUBAIOIINX ITPOTOKOJIbI
CalDAYV u CardDAV.
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7.17.2 CuHXpOHHU3UPOBAThH BCe pa3penieHHbIe aKKayHTHI

Bribepute [leiictBua pmnsa akkayHTa > CHHXpOHH3HPOBAaTh BCe pa3pelieHHbIe

dKKAYHTBI. EYILYT CHMHXPOHHW3WPOBAHBI [IdHHbIE BCEX BI)I6paHHI)IX dKKdYHTOB.

7.17.3 Ypanuth coxpaHeHHbIe JTOTHHbI

HJUI YAajleHUusT BCeX COXPdHEHHBbIX JIOTHMHOB BbI6epI/ITe HEﬁCTBHH i aKKayYHTd >
YIIBJII/ITI: COXpaHEeHHbIe JIOTHHBI. Ha OKpaHe IIOABHUTCA [OUaJIoroBOe OKHO IIOATBEepXKIeHKA

yaanenus (cMm. Pucynok 125).

CluncTea COXpPaHEHHBIX NOTMHOB >

® Jro ,.'J,EI:'iCTEHE YA43nnT BCE NOTMHBI, COXPaHEHHBIE 4NA BXOA3.

-

Pucynok 125 - [lonTBepxxieHre yaneHus JIOTHHA

Haxxmure KHOIIKY OK IJid yAaJlieHUsIT BCeX COXPdHEHHBbIX JIOTHMHOB. Haxxmure KHOIIKY

OT™MeHa JJIAd 3aKPBITHA IXaJIOI'OBOI'0 OKHA.
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7.17.4 Iloka3aTtsb »KypHaJI COOBITHIH

Bribepute [eiictBusi ansa akkayHTa > Iloka3aTh »kypHan cobbrtmii. Ha skpane
OTKPOETCSI IMaJIoOrOBOe OKHO, COojiepiKalllee CIMCOK OLIMOOYHBIX CUTYyallUd, HalpuMmep, OLIMOOK

MOJIK/TFOYeHUs K cepBepy (cM. Pucynok 126).

© 12:26:08
He ypanock nogeniounteca K cepeepy (NS_ERROR_UNKNOWN_HOST).

a . o oA My AL
Account; MolQdwc (DAY

A 12:26:08
He ypanock nogknounTeca K cepeepy (NS_ERROR_UNKNOWN_HOST).

Account: MorOdmc (DAY

CrepeTe ¥Gpate oknO

Pucynok 126 - Kypnan cobsrruit

7.17.5 O0HOBHUTHL HACTPOHKHU cepBepa

[Ipy 3HAYKUTETHHBIX U3MEHEHHSIX, TIPOUCXOMSIINX Ha IOYTOBOM CepBepe (HalpuMep, CMeHe
JOMeHa) HeoOXOAMMO OOHOBUTH TJIOOalbHBIE MapaMeTpbl cepBepa. [lias 3toro moGaBiieHa
BO3MOXHOCTh ~ CaMOCTOSITEJTbHOTO  OOHOBJIEHHSI KOH(QWIrypallid CepBepa  IIOJIb30BaTeJIeM.
[lopmpadymeBaercsi, 4YTO TOJb30BaTelb IIPE/IBAPUTENIBHO OCBEJOMJIEH O HeoOXOJUMOCTU

0OHOBJIEHMsI HACTPOEK cepBepa.

Jliis obHOBIIeHUsT HAcTpoeK cepBepa Bbibepute [leHicTBus i akkayHTa > OOHOBHTH
HacTpoMku cepBepa. [Ipy 3TOM NMpPOUCXONUT 3alpoC Ha cepBep U MOIydeHHe KOHQPUTYpPAIUU.
Ecnu 3ampoc mpoimén ycremHo, To mocjie OOHOBJIEeHHs 3allyCTUTCS CUHXpOHH3aIus. B cirydae

BO3HUKHOBEHUS OIIMOKM Ha 3KpaHe NOosBisieTcss OKHO (cM. PucyHok 127).
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He yaanocb 06HOBUTL HACTPOMKH
cepsepa

MNonpobyiite no3me nKM obpaTMTECh K CHCTEMHOMY

AAMUHWUCTPaTOopY.
OTtmena MNoeTopUTL
Pucynok 127 - Omnbka 0OHOBIeHHMSI HACTPOeK cepBepa

Haxxmute KHOIIKY HOBTOpI/ITI) IJisl TIOBTOPHOI'O 3aIIpOCa Ha CepBep U OXUIdHUA ero

BheIonHeHus. Haxxmure KHOIIKY OrMmena JJIS 3dKPBITHA IXUAJIOT'OBOI'O OKHA.

7.17.6 YpanuTh akKayHT

Bribepute [eiicTBHS Ijisi aKKayHTa > YAaauThb akkayHT. Ha skpaHe oTkpoetcs

ZIMaJIoTOBOe OKHO MOATBepXk/eHus ynaneHus (cM. PucyHok 128).

¥aanuTe aKkayHT >

Bbl yEEpEHbI, YTD XOTUTE yaanuTe akkayHT ModOduc? Akkaynt Byget oTenroded ot «MoiCdnc

nD'—!TEI-, d HE YaaneH NonHoCTeHD.

Pucynok 128 - [TonTeepxxieHre yJaneHus akkayHTa

Haxmurte kHonky OK mns ynanenus akkayHTta (otkitodeHusi oT MoiilOduc [lodra).

Haxxmure kHonky OTMeHa /17151 3aKPBITHS IMAJIOTOBOT'O OKHA.
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7.17.7 OTKII0YUTH aKKayHT

Bribepute [efictBusi mia akkayHTa > OTkiawo4uuTh akkayHT. Ha skpaHe oTkpoetcs

JIMAJIOTOBOE OKHO MOATBepXkIeHus oTkitodeHus (cM. Pucynok 129).

OTKAHYUTE BKKEYHT X

® Bl ,.'.'I,Eﬁ CTENTENEHD XOTUTE OTELNHYWTE 3TOT EKKE}"HT? Brce nokanbHEIE M3MEHEH WA, KOTOpBIE ELLIE HE

CHHXPOHWEMpOBaHE!, ByayT noTepAHb!
==

Pucynok 129 - [logTBepxieHre OTKIIIOUeHUs aKKayHTa

Haxwure xnonky OK pns oTkiatodeHust akkayHra. Haxmure kHonky OTmeHa s

3dKPbITHA OHUAJIOT'OBOI'O OKHA.

7.17.8 CuHXpOHN30BaTh BHIOPAHHBIH aKKAyHT

Boibepute [lelictBua pmns akkayHTa > CHHXpPOHH3HPOBAaTh aKKayHT. byayr

CUHXPOHU3WPOBAHEI BCe JdHHbIEe, OTMEeYeHHbIe B CIIMCKe IOJi1 CMHXPOHU3dIIUH.
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8 KAJIEHJIAPDH

8.1 OTkpbITHE KaJIeHAaAps

YTo0OBI OTKPBLITH KaJIEH/1dPb, BBIIIOJIHUTE OJJHO U3 CJIeAYIOIIHUX IerCTBUM:

— BbIOepuTe MyHKT koMaHaHOoro MeHI0 Co0bITHA ¥ 3amaun > Kanenaaps;

— Ha IIaHeJIM UHCTPYMEHTOB HaXKMHTEe KHOIKY [11] Kanewgape ;

— Ha [AHeIW WHCTPYMEHTOB HAXMHUTe KHOIKY BbI30Ba MeHIO — (meHio MoitOduc

ITouTa), B nosiBuBIIEMCsl MeHIO BbiOepuTe CodbITHS U 3agauu > Kanennaps;

— HaxxmuTe codetanure kiaBuill Ctrl+Shift+C/{ Shift+$Cmd+C Ha k1aBuaType.

Ha sxpane otobpasutcs nanesnb kanenaaps (cm. Pucynok 130).

116 - 22 DI A 2023 - MaROe Tt - o ®
Harmiss E
206 fd -] e Brossangea | A Npaaes 5 vsanm = e € 0 oH
Yr < B >
o Osmpe 3 4 i@z 3 [B | Brecefenm | eosepmar | £ * 9 |
blantpe 33 W14
[ LI [ Hrians atnaisit Karerigen &)
¥ (58 Howess eotunm
BETPAS 143 HYDTSM HETRITENEAHET E20HD. 2D zambos H21r 1430 20 oo HGS 1. 1530 -
@ 1 4 5 &8 7 o3 v Conmn
W0 11 1 15 w15 | Comsmsmis P Mrarreias W27 1230 0 e 2R 5300 -
% 17 13 18| W 1 2 |nsousen 2t cemtos 3021 120 28 pucratiom 3033 1 1300 o s
3 o3 om ow w3 [ Comaus ) 15- 22 Ourabps 023 Ho:d2 e | Hegenn | Mowegonaw  Moceg | | * Miesacssesn 2 gemk)
EL Y
Piowsepnind i LE 04T, s 17 o RS HeTeepr 18 caT, iaTranga 33 ot Cytiara 11 oaT, L T
“ Kanerps +
PACH LRI o A
B AR [k ena ST the
 Meiigue feboni smimens clen i 100 Brpeas
& TchOdms w tw) ] m Bozena
[ene——

B Mok A ecmen Qe

i

B MoRO hscaman Dol
A [ )
0 A [Hota ca e ]

e e B
. N
= ) e sonasmin s s saspne s roanaiese
Ll adans I (3] Mepompammn -
|
MaHenb kanexoaps Kanennapb CTpoKa coCTOAHWNA lMNaHenb meponpuATHA

Pucynok 130 - OkpaH kaseHjaps
OeMeHTHI KajleHaaps:

1. IlaHenb UHCTPYMEHTOB.

2. Ilagens COOBITHH.

3. Ilanenb kaneHpaps. Ha Heli HaXOMUTCS CITMCOK BCeX KaJjleHJaped C BO3MOXKHOCTBIO

3a1aThb UX BUJUMOCTbD.

4. OcHOBHas MMaHesb KaJeHaps.
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5. CTpOKa COCTOSHUSA, COAEPXKUT KHOIIKY OTO6pa)KeHI/I$[ [Tanenu MEepOIIPUSITHUM KaJIeHAAPSI.

6. IlaHenn MeponopUusITUH.

8.2 Co3panue HOBOrO KajieHAaps

J171s1 co3anust HOBOTO KasjileHAapst He06X0IMMO BBITIOJIHUTE OJTHO U3 CIIEAYIONINX JIeMCTBUM:

— BbIOpaTh MYHKT KoMaHAHOTO MeHI0 Pain >Co3paTs > Kanengaps;

— OTKPBITh IIaHeJIb UHCTPYMEHTOB KajleHJapsl, Ha)KaTb Ha Hel KHOIIKY BbI30Ba MEHI0 —
(men1o MoiiO¢uc Iloura), B nosiBuBIiiemcs: MeHio BbibpaTh Co3gaTth > Kanengaps;

— B JIeBOM YaCTH TIaHEeJM KajeHaps BbI3BaTb KOHTEKCTHOe MeHI0 U BbiOpaTh HoBbIi
KaJIeHJaph;

— B CBOOOJTHOM 00JIaCTU JIeBOM YaCTH TaHeJX KaJleHJlapsi COBEpIIUTh JBOMHOM IIETY0K
JIeBOM KHOIIKOMN MBIIIIY;

— Ha 3aroJIOBKe TaHeJx KajeHjaps HaxxaTb + (HoBbIil kajieHaaps ...).

Ha OKpdHe TIIOABUTCA II0CJIeJOBATEJIbHOCTb K3 HECKOJIbBKHMX [1HWdJIOrOB (l)OpMI/IpOBaHI/ISI
KajieHaap4. Ha IepBoM  3KpadHe HeO6XOIII/IMO BbI6paTb MecCTOIIOJIOKeHHe KajieHapsa

(Ha moem xomnbiotepe, B cetn) (cm. Pucynok 131).
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: Co3farHue HOBOMD KaneHaapa x

Co3gaTh HOBbIA KaneHaapb
PacnonoseHwe BAWErD KaneHAapA

Baw kaneHjapk MoeT BeiTe COXPAHEH HA BALLEM KOMMBIITEDE WM Ha
YAANEHHOM CepEEpE, ANA Toro, YTobel Bl MOTAM OOpaTUTRCA K HEMY W3
MoBors MecTa WK MCNoAB30EaTE 8ro COBMECTHO C BalUWMMK ADYIEAMM
MK KOJLIErami.

#®)Ha moém KoMnBoTEpE

() B cetm

< Hazap danee = OrmeHa

Pucynok 131 - Beibop tvna cosznanus kaneHnaps

8.2.1 Co3naHue kajieH1aps Ha JIOKAJIBHOM KOMIIbIOTepe

HJ'IFI CO30dHUA JIOKAJIbHOTO KaJleHdaps cieayer BbI6paTb Ha3BdHHWe KajleHdaps, OBeT

COOBITHI, BADUAHT OIIOBeIleHUH U aipecC 3J1eKTpOHHOM NouTh (cM. PrucyHok 132).

CoznaHne HOBOro KaneHaapa x

Hazsauue kaneHjapsa; [HDEI:IH KaneHaaph

Lger:
MokazbEaTE ONOBRLLEHMA

2. MNoura: "alexandrsmirnoy alexandrsmirnov® <alexandrsmimao.. v

Hazan Co3naTtk KANEHAAPE OTreHa

Pucynok 132 - Hactporiku kanesaaps
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ITociie HaXkaTHS KHOIKH COBHaTb KaJIeHapb B CIIHMCKe KaneHz[apefI MOSIBUTCS HOBBIU

KaJIeH/1aphb.

8.2.2 Tlopucka Ha KayIeHIaps B CeTH

B cjliy4dae, eCliki BLI6paHO pa3MellieHre KaJleHIapsa B CEeTU, B CHE,HYIOH.[EFI JIMaJIOrOBOU

naHeJiM Heob6X0IMMO BBECTH UMS TTOJIb30BaTeJs M ajipec KaieHaaps B ceT (cM. PucyHok 133).

Co3faHue HOBOrO KaneHaapa e

MA nonezoBaTENA: |

.ﬂ\qpec: UEL wnu uma xocTa CepEepa KaneHaaps
Ana 3more aapeca He TpebyoTon YUETHRIE AaHHBIS

PafoTaTk aBTOHOMHO

Hazag OtmeHa

Pucynok 133 - Ims nosib3oBaress U ajipec B ceTy
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ITocrne BBona azipeca Oynetr paspeiieHa KHonka Haiitu kanengapu. Ilpy Hakatvy Ha Hee

OyIeT 3amnpoIiieH mapoJb Moib3oBaTesis (cM. PucyHok 134).

KiMA Nonb30BaTENA:
Aapec: | alexandr.smirnov@lime.myoffice-app.ru
AnA 3Tore agpeca He TpeSYIOTCA YUBTHEIE AarHHsIE

Tpebyerca naponk - MonOdguc MNoura b

Beenure naponk ana alexandr.smirnovi@lime mycffice-
app.ru;

COXPEHKTE 3T0T NIPoNs B XPaHANMLLE Naponai,

BoiTh COTMeEHa

Hazag Halith kanenaapu OtmeHa

Pucynok 134 - ims nonb3oBaTesis ¥ afjpec B CeTd

[Tocne BBoma maposst OynyT HaleHbl BCe KajleHOapu, COOTBETCTBYIOIIME 33JaHHOMY

anpecy (cM. Pucynok 135).

COAAHNE HOBEIG KaEH bR *

Mo gaHHamMy anpecy ACCTYNHE HECKOALED THNCE kaneHaaped. Moxanylicra, ewbepute TN Kanennaps, a
FATEM OTMETHTE KANSHAAPRH, Ha KOTARBE Obl Bbl XOTEAM MOANWCETECA,

Tun anesgapn: | iCalendar (1CS) >

@ aloxands  Calendar [IC5)
CalDay

Hazag NoanmucatecA OrraeHa

Pucynok 135 - Beibop Tumna kanennaps

HJISI IMOAITMCKHU Ha KaJIeHdapHu H606XOIII/IMO BblﬁpaTb HY>XXHbIe MMeHa U3 CIIMCKA W HaXXdTb Ha

kHoniky IlommucaTbes. Habop BeIOpaHHBIX KajieH1apel 100aBUTCS B CIIUCOK CYIeCTBYIOIIMX.
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8.3 PegaxkTHpoBaHNe CBOMCTB KajleHaps

Y1o6bI U3MEHUTH CBOWMCTBA KaJleH/1apsl, BBIIOJIHUTE OJTHO U3 CJIeYIOMIUX JIeWCTBUM:

— BbIOepuTe MyHKT koMaHiHoro MeHio IlpaBka > CBoiicTBa KalneHAaps;

— OTKpOMTe MaHe/b KaJleHJaps, B CIIMCKe KajieHJaped BbiOepuTe KajleHJapb, MPaBOM

KHOITKOM MBIIIHA OTKpOI;'ITe KOHTeKCTHOe MeHIO 1 BbI6epI/ITe CBOﬁCTBa;

—Ha MaHeIuM WHCTPYMEHTOB HAXMHUTe KHOIKY Bbi30Ba MeHI0 — (meHwo MoitOduc
Iloura), B mosiBuBIIeMcsi MeHIO BblOepure CoObiTHa u 3amayun > CBoicTBa

KaJIeHJIapsl.

Ha skpaHe nosiBUTCS TaHesib, COfiep>Kaliiasi CBOMCTBa kaneHaaps (cM. Pucynok 136).

ManeHHTE KaNEHAEPE x

BacmeouMTE 3TOT Kanessape

Hazsanne kanengaps: l MonOdguc (Tasks Anexcangp CMHpHGa]l ]
Uper: [

Mur nonezoeatena: alexandr.smimov@techwr.myofficearu

Appec: httpsi/fmail-techwe myoffice. rufdav.php/calendars/alexand
DBHOBNATE KANEHZADE: Kascneie 30 mnsyT b

Tonsko gaa yteHns
MNokazbiEate ONGBEWEHNS

Paborate 2ETOHOMHE
3. Nowra: Anexcangp Crupros <alexandrsmirmnov@techwr.my.. ~

MpegnouwnTaTe oTNPEAATE 30.NHCEME ©
MPUrNALLEHMARKA OO CTOPOHE KNMEHTE

YeenomneHmA

MokazkiEaTE YESAOMASHHA O NPEACTOALLMY COBEITHAX =+ AoEaguTe YEEADMNEHWE

lAoGanuHbie HACTPORKH YEELOMAEHH M.,

4] 4 Oriena

Pucynok 136 - CoricTBa kajieH1aps

HpI/I HEO6XOHI/IMOCTI/I O0OHOBUTE CBOMCTBA KaJieHdaps:

1. Ha3BaHue kajyeHaps.
2. llBeT coOBITHH.

3. HUmga nonn3oBaTesd.
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Anpec kaneHaaps.

[leprosr 0OHOBIIEHHS KajleHapsl.

IToxa3 omoBeriieHMIA.

Hacrpoiika aBTOHOMHOM pabOTHI.

© L N e R

Anipec 351eKTPOHHOM TOYTHI.

BosmorkHOCTB pefilakTHpoBaHus COOBITHH (TOJIBKO /JIsSI YTEeHHS).

Jl1s1 HacTpoWKM yBe[OMJIEHHMM O MPefCTOSIMX CODOBITHSX HaXXMUTe KHOIKY [loGaBHTH

yBegomiieHHe. B cmmcok pob6aBuTcs HoBasi crTpoka (cM. Pucynok 137). Hacrtpoiite Bpems

OTOﬁpa)KeHI/IH yBelOMJIeHHs, a TaKXKe KaTeropruio NCXOad U3 CJIeJyIOIHNX BAPUAHTOB.

— TIiepe]1 Ha4ajioM COOBITHS;
— TI0CJIe Hayajia COOBITUS;
— Tiepe]T OKOHYaHHUEM COOBITHS;

— TI0CJIe OKOHYAHUSA COOBITHS.

YBeAoMNeHKs

nﬂKEE-hIF.IE.ITb YEELOMASHWA O NPEACTOALLIMY CDE BITAX

20 YT i nepes Hadanom cobemna w 1]

|

10 MAMHYT w nepe), oKoH-aHren cobbiTuA 4 0]

L]

}'E:},j_lj\rﬂ.l‘l(\ll.m PO HD HACTROMT A0 Kk g0ro K.‘,:."l:j'll_-;ap!-‘l B OEHE |:|'_-;|>|:5::" B K{;.I'Il’_‘ll_l:_.,if.,l}'l.

+ Jobapnte yEeAoMASHWE

Pucynok 137 - Hactpoiika yBeomMmieHui

Haxxmure KHOIIKY I'nmobanbHbIE HaCTPOﬁKH YBEIIOMJIEHI/Iﬁ IJiL 11epexo/ia Ha CTpaHuly

Hacrpoiiku kajieggaps.

Haxxmure KHOIIKY OK IJI1 COXpaHEHHs CBOICTB KaJIeHOdapsa W 3adKpPbITHUA OUaJIOrOBOM

ITaHeJINn.
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8.4 Ilanens kaneHmaps

[Tanenb kanmeHaaps COep>XKUT HeOOJIBIION KaleHapb, 0TOOPaXKaIOUi TeKYIIUM MecsIl, a

TaK>Ke CIIMCOK BCeX JIOCTYIHBIX KajleHaapel (cMm. Pucynok 138).

< Hions > 4 23 > M

MH Br Cp Yr nr e Bc

KaneHpapb —+ i 4 5 6 7 & 9
w11 1z 13 14 15 18
17 18 13 20 21 22 23
24 25 6 27 28 29 30
31

¥  Hanenpaps +
Cnucok _ = © Moii kanengaps
KaneHgapewn

D MolDdue (Alexandr Smirno)
MaEOdue (AnekcaHgp CMUPHOE)
Mol Odwme (Ha soex) ﬁ

Pucynok 138 - [lanensb kanennaps

Jlnst oToOpakeHus / CKpBITHS MTaHEeIW KaJleHJapsl 11eJIMKOM B KOMaH/IHOM MeHIO BblbepuTe

Bup > Kanenpaps > Ilanens kanengaps > IlokazaTh nmaHesnnb KajieHAApS.

HIISI OTOﬁpH)KEHI/ISI / CKPBITHA IIaHEJIM C MaJIeHbKMM KaJleHdapeM B KOMdHIHOM MEeHIO

BoIOepuTe Bun > Kanengaps > Ilanens kanennapsa > Kanennapuk.

Hnst orobpakeHWsi / CKpBITUSI TMAHEJM CO CIMCKOM KaJleHJaped B KOMaHIHOM MeHIO

BoiOepuTe Bun > Kanennaps > Ilanens kanenaaps > CIMCOK KaJleHJapei.

Hapuranus mo MajieHbKOMY KaJleH/Iapio TPUBOJIUT K TepeMellleHUI0 TeKyIero gpokyca Ha

OCHOBHOM MaHeJIn KaJieHdap4.

@DyHKIMOHAJI CIIMCKA KajleHAape N03BoJIseT YIpaBysaTh BUIUMOCTBIO KajleH/1apeu.
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8.5 YnpaBnenue BUAUMOCTBIO KajleHAaps

N Ka’kI0ro KajileHIAaps CymecTByeT CBOMCTBO BUAWMOCTH, KOTOpoe 0T06pa>1<aeTC;[ CIIpaBa

oT uMeHHU KaneHnaps (cMm. Pucynok 139).

v  Hanenpapb <+
Mol KaneHaape 1

MolOdwuc (Alexandr Smirnov)
MoiOduc (Anexcauap CMUpHOE)
MoiOdwmc (Ha scex) ﬂ

Pucynok 139 - CBo¥icTBa BUOMMOCTH KajleHapsi

Ecmm KaJIeHddPb CKPbLIT, CUMBOJI CKPBITOI'O KdJIeHJapsa OTOGp&)KElETCS[ oCcToSHHO. Ecimm
KajieH[lapPb BKJIIOY€H, CUMBOJI OTO6pa>KeHI/I${ BO3HHKAET IIPpU HdBeJeHNU KypCOpPad Ha CTPOKY C
HMeHeM KaJleHJdaps.

YTo06BI CKPbBITb COOBITHS KajieHdaps, MOXXHO BbI6paTb OTHO 13 dJIeJyIomux IerCTBUM:

— BbIOepuTe KajleHAaphb B CIMCKe, HAXKMUTe NIPaByl0 KHOIIKY MBIIIIY, B KOHTEKCTHOM MEeHIO

BbiOepuTe CkpoiTh <UMS KAJIEHIAPSI>;
— Y BUJIMMOTO KajleHJlapsi HA)KMUTe Ha CHUMBOJI . -/, CUMBOJI TIOMeHsieTcsl Ha (2, coObITUS

JTAHHOTO KaJleH1apsl He Oy/IyT 0TOOpaXkaThCsl.

YTo6BI TOKA3aThb COOBITHS KaJjieH[daps, MOXXHO BbI6paTI) OHO M3 e Jyromunx IeVCTBUH:

— BbIOEpHUTE KaJleH/Iaphb B CITMCKe, HA)KMUTE MPaByI0 KHOTIKY MBIIIH, B KOHTEKCTHOM MeHIO
BoiOepute Ilokazate <M KAJIEHJIAPA> wmu Iloka3zars Toinbko <HUMS
KAJIEHJIAPS>;

—Y HEBUIUMOTI'O KajleHOdpsad HaXXMHUTe Ha CHUMBOJI , CHMMBOJI IIOMeHseTCs Ha )

COOBITUS JAaHHOI'O KajieHdapsl CTaHYT BUIVMbIMU.

YToOBI MOKA3aTh BCE KaJIeH1dapH, BbIGepI/ITe KaJIeHZ1apb B CIIMCKE, HAXKMUTe IIPABYIO KHOIIKY

MBIIIIH, B KOHTEKCTHOM MeHIo BbiOepuTe Iloka3aTh Bce KajieHJapH.
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8.6 Ynanenue kanennmaps

Jlnst ynanenus kaneHaaps He06X0IMMO BBITIOJIHUTD OJTHO M3 CIJIeAYIOUIUX JIeHCTBUH:

—B JIeBOM 4YaCTH MaHeJIW KajeHAaps BbIOpaThb KajleHAapb Mg yhaneHus. Hakatuem
MpaBOM KHOITKY MBIIITH BbI3BaTh KOHTEKCTHOE MEHIO, Jlajiee BBIOpaTh MyHKT OTHHCATHCS
OT KaJIeHJaps;

— BBIOpaTh NYHKT KOMaHAHOTO MeHIO Cod0biTHa u 3amaun > OTnmcatbcsi OT

BbIﬁpaHHOI‘O KaJIeH{ap4;

—Ha MaHeJM WHCTPYMEHTOB HaXKaThb KHOIKY Bbi3oBa MeHI0 — (meHw MoitOduc
Iloura), B mosBuBIIeMcs: MeHI0 BbibpaTh CoObITHS H 3amaum > OTnucarbcs OT

BBIOPAHHOTI0 KaJIeHAApSI.

Ha okpane mosiBuTcsi coobijeHre Bbpl XoTHTe oOTHHCAaThCA OT KaJleHJaps
«MoitOpuc<UMSA KAJIEHIAPSA>» ? HeobxonuMo MNOATBEPIUTh WM OTMEHUTH YJlajieHue

KaJIeH1aps.

8.7 Cnucok coobITHIA

,HJ'I?I OTKPBLITHA IIdaHeJIr, CoAaepXKallluX CIIMCOK CO6LITHﬁ, BBEITIOJIHUTE I10C/IeJ0BaTe/IbHOCTDb

IerCTBUM:

1. OTkpoiiTe naHenb KajleH1aps.

2. BribepuTe kaneHJiapb B CIIMCKe KajleHJjapel, BKIIIOUKTe BUJIMMOCTD KajleH 1apsl.

3. Bribepute myHKT koMaHHOTO MeHIO CoObITHS U 3amayu > HaliTi co0bITH.

Ha sxpaHe oTkpoeTcst maHesib Torcka coobiTuil (cM. PrucyHok 140).

Bce cobbimua ' | Copepwar

HaseaHwe Havano OroHYaHKe Kanexgape R

gnpuaepna CTaTYCa 15 mronA 2022 1. 11:00 15 weoan 2022 1. 14:00 MoiOgmc (Enexa Cranp v Hi

HanomuHanwa 22 wionA 2022 1. 17:05 22 wronA 2022 1. 18:00 MoROgwme (Enena Cranp

<

Hauane
TYATHR 13 mionA 2022 r. 11:00 13 ueoaA 2022 1. 12:00 MoiAOdgne (Eneta Cmnp

" " OKoH4aHue
CofpaTe CBEASHMA O NOCNEOHKK COBBITHAR 11 HoaAfGpA 2022 r. 17:30 11 HoRGpA 2022 r. 18:00 MorOgnc (EneHa Cranp:

Of30p 15 wiona 2022 r. 12:00 15 wionn 2022 r. 13:00 MoitOdwuc (Enena Cranp Kateropua

MpoekT 1 5uona 2022 . 11:00 5 weona 2022 1 12:00 MoiiOdwc (Enena Cramp Mecro

Bcrpeua 2 20 wiona 2022 r. 19:00 20 wronA 2022 1. 19:30 MoOgue (AnekcaHap ¢ CocToaHue

' Hanengape

BoccTaHosuTE Nopagok cTonbues

Pucynok 140 - [Tanens mourcka COOBITHI
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Hns moucka coOOBITMMA 3a 3aJaHHBIM [epuof] B BbIIAAAIONIEM CIKCKe BblOepure
HWHTepeCyIoluiA TepuoJi COOBITUN, B CIIMCKe OTODOpa3siTCs COOBITUS WMCXOMAS W3 CIIeIYIOIIero
CIIMCKa:

— Bce coburTH.

— Co0OrnITUd HA CeromHs.

— Co0bITHS Ha ciiefiytomiye 7 THeu.
— CobbITHs Ha ciiefyrommuye 14 gHeil.
— Co0bITHs Ha cileyromui 31 f1eHb.
— Co0OrnITUd Ha 3TOT MecdIl.

— Bce 6ynyiue cobbITus.

— CoObITHSs1 Ha BLIOpAHHBIN JIeHb.

— CobbITHS B TekyIieM o63ope.

Hcnonp3yiite nosie BBoja miabiioHa "comepakaT” i GWIBTPAlMM CIIMCKA COOBITUH IIO
TekcTy. HabepuTe Ha3BaHHe UHTepeCyIoero COObITHS, B CIIMCKe 0TOOPa3ATCs COOBITHS, HAa3BaHUS

KOTOPBIX COOTBETCTBYIOT H_Ia6J'IOHy ITOHMCKaA.

Bribepute cobbiTHe B CIMCKe U MPAaBOM KHOIKOM MBI BBI30OBUTE KOHTEKCTHOE MEHIO.
BynyT moctynHsl cienyromye 1eUCTBUS 1Jisk BBIOPaHHOTO COOBITHS:

— OTKpBITB.

— H3meHurs.

— Hanomunanwue.

— Hogoe cob6bitrie Ctrl+I/s$6Cmd+1.

— Hogas 3agaua Ctrl+D/sCmd+D.

— Bripesats Ctrl+X/sCmd+X.

— Komuposats Ctrl+C/€Cmd+C.

— Bcrasuts Ctrl+V/$¢Cmd+V.

— IIpeobGpazoBaTh B (Coobienue, 3agady).

— Ypanuts cobbiTie Del.

Cnucok cobnITHit COOEepXKUT KOJIOHKH, OTO6pa)KeHI/IeM KOTOPBIX MOXHO YIIPpABIIATH C

-

IIOMOIIIbIO MEHIO BbIﬁOpa KoJoHOK. HaxkmuTe Ha KHOIIKY M B BbIIIaJdlONIeM CIIMCKe OTMeTbTe

KOJIOHKH, HeOOXOUMbIe IJisi OTOOPaXkeHusl, UCXO/ISl U3 CJIeIyIOIIero CIrCKa:

© 00O «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 186



MounOdunc

— HazBanwue.
— Hauaro.

— OxoHYaHHe.
— Kareropus.
— Mecro.

— CocrosHue.

— Kanenpaps.

Bribepute BoccTaHOBUTH NOPSAIOK CTOJIOIOB [IJIs Ilepexojila B OPUTMHAJIbHOe COCTOSIHUE

110 YMOJIYaHHIO.

8.8 Cozmanue coonITHS

OpHuM M3 criocob0B CO37]aHUsI HOBOTO COOBITHS SIBJISIETCS MCIIOJIb30BaHUE Tpadpuieckoro
untepdeiica kasmeHmaps. [lis  co3maHUST  HOBOTO  COOBITHUSI  BBIMOJIHUTE  CJIEYIONIYIO

MOCJIeIOBAaTeIbHOCTD eHCTBUM:

1. Ortkpoiite kaneHaaph, BbIOpaB koMaHaHOe MeHI0 Co0bITHA M 3agaun > Kanengaps.

2. BribepuTe HYXXHYIO 1aTy ¥ BpeMsl Haudajla COOBITHS, KIIMKHUTE JIeBOU KJIABUIIIEH MBIIIN
B BBIOpaHHYIO TOUKY.

3. He ormyckasi jieBOM KJIaBUIIM MBIIIH, MOTSHATE KYpCOP BHMU3 A0 IpeJIojiaraeMoro
BpeMeHU OKOHYaHHusi coObiTus. [lo Mepe mepemellleHMss MBIIIM Ha 3KpaHe Oyjer
oToOpaXkaTbCsi 00JIACTh COOBITHS, @ TakXKe OTMETKM Hauyajla U OKOHYAHUSI BHIOPAHHOIO
nepuoja.

4. OtmycTvTe JIeBYIO KJIABUIIY MBI B TOYKe IIPeJIIojlaraeMoro BpeMeHU OKOHYaHUSI
cobbiTrst. B kanenmape MOSIBUTCS COOBITME C AKTUBHBIM I10JIeM pefaKTHPOBAHUS.

Beenute ums cobwitus 1 Haxkmute ENTER (cM. Pucynok 141).

Janee oTpeakTUpPyHTe apaMeTpbl HOBOT'O COOBITUSI.
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14:00
Hosoe coBbITE
15:00
16:00
17:00 17:00
18:00

Pucynok 141 - Co3nanue coObITHS C UCIIOJIb30BaHKMEM Tpadpudeckoro uHTepderica

ITomumo 9TOTr'0, CyIIeCTBYeT ellle HeCKOJIbKO criocoboB CO31aHHA HOBOI'O COOBITHS:

- BbIﬁepI/ITe ITYHKT KOMdHIHOT'O MEHIO CoObITHS B 3ajauu > Hosoe COGBITI/IE;

— Ha IaHeJW WHCTPYMEHTOB HAaXXMHUTe KHOIIKY Bbi3oBa MeHI0 — (MeHw MoitOduc

ITouTa), B nosiBuBIIEMcs MeHIO BeiOepuTe Co3maTh > CobbITHE;

laal
— Ha IaHe/IM MHCTPYMEHTOB HaXMHTe KHornky (Ed Hosoe cobuitue |

—BbIﬁepI/ITe ITYHKT KOMdH/IHOI'O MEeHIO CoObITHS H 3ajjauua > KaJIEH}IapI). 3aTeM B

OTKpPbIBHIEMCS KadJleHIdpe BbI6epI/ITe JeHb, BbI3OBHMTe€ KOHTEKCTHOe MEHIO U BbI6epI/ITe

komaHny HoBoe cobbITHE;

— BblOeprTe MYHKT KomaHaHoro MeHio Co0biTHsi M 3amaum > Kanenpgapsb. 3ateM B

OTKPpBIBHIEMCS KaJIeHOape BbI6epPITe JeHb W IIpou3BeguTe JBOMHOM KJIMK MBIIIIH,
CO304CTCAd HOBOe CO6BITI/IE, B KOTOPOM [IdTa YyxXe 6y,[[eT YCTaHOBJIEHd B COOTBETCTBUU C

BblﬁpaHHOﬁ MO3UIIMEN B KaJieH[ldape, d KajleHdPb 6YI[8T COOTBETCTBOBATH BbI6paHHOMy;

lm
— Ha)XMHTe KHOIIKY d Hosoe cofibie g3 ramesrn CoOBITHSA M 3aJadH B [IPaBOl 4aCTU
KaJieHJaps;
— gaxkxmurte codetanue kiasumi Ctrl+1/:¢Cmd+I;

— JUIsl CO37j@aHUsl COOBITHSI HAa OCHOBe COO0DIeHUs BbIOEpUTe COO0OIleHre B CIIHCKe,

OTKpOWTe KOHTeKCTHOe MeHIo, BeibepuTe IIpeoopa3oBarts B > Co0bITHE.
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Ha oskpane oroOpasuTcsi [uanoroBasi IIaHejlb CO3[aHUs/pefaKTUPOBaHUS COOBITHS

(cm. Pucynok 142).

Hoeoe cobemue:

Kanengape:

Coberrne [lpaeca Bua Hacrpodion

|__-:,_:.-|:': MTH W 3

© MeidOdwc (Bropoi kanengape)

sepere fRIMpurnachms yeacrecs @ Npusatiocre™ (Il Mpnspenure [ ¥aanums

Hazpamme: [

Ilr_nf: LoBAzaTEARMD)

Mecro:

Hauano:
Korew:
Desrop:

Hanomanarme:

Bpewns kg Janar

Bece gere

3082022 ¥ 1500
31.08.2022 b 16:00
He nosropats o

He nanommHaTe bl

OrfcaHne:  Baowedia:  Fusctrisie

YEEAOMHTE YUICTHHKOE Moy JaTh YEELDMAEHMA OT Y4HaCTHHKZE

3HEPETHTI:- ECTpEsHbIE NPEANDEHHA

HpI/I CO30dHHMHM HOBOI'O COOBITHS B IIOJIe KaJIEH].IapI) 0 YMOJ/IYdHHIO ITIOACTABJISS€TCA

Pucynok 142 - Jluanorosas nmaHeib CO3JJaHUSI COOBITUS

KaJleH/1apb, KOTOPbIM BbIOpaH Kak 0CHOBHOM B Beb-kineHTe « MoirtOduc [Toutay.

Ha manenu Juajiora BbI6epI/ITe HaCTpOﬁKH COOBITH:

— KaJIeHJ]apb, B KOTOPBIY OyJieT IIoMelieHO HOBoe COOBITHE;

— Ha3BaHUe COOBITH;

— MeCTO CODOBITHSA;

— IIpeAliojiaraemMblie Ha4aJIo U KOHeI] CO6bITI/ISI;

— YdCTOTa IIOBTOPEeHUA CO6I:>ITI/I$I;

— peXXUM HallOMUHAHUN O COOBITHH;

- HaCTpOfIKPI YBe,[[OMJ'IEHI/Iﬁ " BCTPEYHbIX HPEI[JIO)I(EHI/II;'I.
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8.8.1 Hauyasio u KoHerlr cOOBITHA

[Tpu HEOOXOTUMOCTH MOXKHO CBsI3aTh 3HaueHus mosied Hauamo v Konery 1yis TOro, 9T0OBI
IIPU M3MeHEeHWU JaThl 3aBepilleHus] COOBITHS BpeMsl Hauajla CIBUTAJIOCh C yYeTOM JIJTUTeIbHOCTU

COOBITHA.

Jnst Toro, yToObI CBSI3aTh JIaHHbBIE TOJIsl, HAXKMHUTE Ha CUMBOJI, 0003HAYaIOIUI CBSI3bIBAHUE
noseit Hauano u Konen (cm. Pucynok 143).
Hauano: 13.07.2022 W 11:00 hd _ll'l
U
Konew; 13.07.2022 W 12:00 Y oa
Pucynok 143 - HecBsizannsle nosis Hauano 1 Konery

Ecmu cBa3b BKJIIOY€Had, TO IIpU HW3MEHEeHHWW 3Ha4YeHHud OOHOI'0 Hu3 nojeu 6YI[€T
aBTOMATUYECKH CKOPPEKTHPOBAHO 3HaueHUe BTOPoro (cM. PucyHok 144).
Lal

Hauano: 13.07.2022 W 11:00 W
0
KoHew; 13.07.2022 W 12:00 v ola

Pucynok 144 - Cpsizannble nosiss Hagasno v Konery

B xomannHom Mmenio BbibepuTe Hacrtpoiikm > YacoBoii mosic. [Ins noneii Haugasno u

Komnen 6yayT oTobpakeHbl 3HaYeHUsI 4aCOBBIX 1M0sICOB (cM. PrucyHok 145).

Hauano: 13.07.2022 W 11:00 W hl'l Eepona/Mockea
I

1]

KoHew; 13.07.2022 b 12:00 ¥ | o Espona/Mockea

Pucynok 145 - OtobpakeHre 4acoBOro mosica

© 00O «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 190



MonOdomc

Haxxmure Ha METKY YdCOBOT'O IIOsICA, HaA OSKpadaHe BO3HHUKHET BCIUIbIBAIOIIlee MeHIO,

cojiepxkaliiee CIIMCOK HeJaBHO BBIOpAHHBIX YaCOBBIX I0sICOB. Bbribepute JlomosiHUTEIBHBIE

YJacoBbIe Mosica /Il BO3MOXXHOCTU BbIOPATh JIpyror 4acoBo nosic (cM. PucyHok 146).

YKAHMTE HAC0R0A NOAC =

08.11.2022 b 1322 b

Empona/Mockea e

OTrMeHa

Pucynok 146 - Beibop uacoBoro nosica

8.8.2 YacroTa noBTOpeHus: COOBITUA

B pasnerne IToBTOp BBIOEpHTE M3 CIIFICKA HEOOXOAMMOE 3HAUYeHHe UCXO/ISI U3 BAPHUAHTOB:

— He MOBTOPSITH;

— eXXeJIHeBHO;

— eXXeHeJe/IbHO;

— KaX/1bl Oy/THUIM JIeHb;
— Ka)KIble 2 Helesu,

— eXXKeMeCsYHoO;

— eXKeroHo.
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HJIFI bouee JIleTaJlbHOU HaCTpOﬁKH B 3TOM Xe MeHIO BbI6epI/ITe HaCTPOI/ITI), Ha 3KpdHe

0TOOPA3UTCS TUAJIOroBast MMaHeJ b HACTPOWKH IMTepPUOIMIHOCTH COOBITHS (CM. PrcyHok 147).

MameHuTe NnoBTO PEHKWA *

3apath NeEpHoAHYHOCLTE
MosTopATe  EmegHEBHD o

o Kaxauw 3% news

Kaxaei gede Hegemm

YpoBeHb NOBTOREHWA
HeT KOHeUHoIA AaThl

o MNosTopATE TONBKD [

o pas
Mosropate go 0811 2027 w
MpeaBapUTENEHBIA NPOCMOTP
Hosbps 2022 Aexabps 2022 AnBaps 2023
M Br Cp 47 Mt €6 Bc Mu Br Cp M7 Nt C6B Bc M4 Br Cp 4r Nt C6B Be
1T 2 3 4 5 B 1T 2 3 4 1
7 08 81111213 5 & 7 8 9 WM 2 3 4 5 & 7 &

14 15 16 17 18 19 20 12 13 14 15 16 17 18 2 10 11 12 13 14 15

21 22 23 24 25 26 2Y 19 20 21 22 23 24 25 16 17 18 19 20 21 22

28 29 30 28 27 28 29 30 3 23 24 25 26 27 28 29
0 N

Pucynok 147 - HacTporika 9acTOTbI TOBTOPEHUSI COOBITHS

3a/iaiiTe TEPUOJUYHOCTh BO3HHWKHOBEHHSI COOBITHUS. B 3aBUCMMOCTH OT BBIOpAHHOTO

BapuaHTa OyzeT oTobpakeHa JOTOIHUTeIbHAs ITaHeIb HAaCTPOUKH.

Ilpu BbpiGOpe IloBTOpPATH exkemHeBHO HA JKpaHe IOSIBIISIIOTCS  JIOTIOJHUTEJIbHbIE

YIPaBJISIIOIIME 3JIeMeHThl, IO3BOJISIIONIME BbIOpaTh MEPUOAWYHOCTb JHeW (KaKObli 3afaHHBIN

IleHb), MO0 KaXkIbli JieHb Hepiend (cM. PrucyHok 148).

JapaTk NEPUOJHUHOCTE

MNosTopATs | emeaHeEHD b

0O Kawawii 318 aens

Kaxnbii geHs Hedenm

Pucynok 148 - HacTpoiika exeIHeBHOTO TTIOBTOPEHUSI
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ITpu BbIGOpe IlOBTOPATH exeHeNeIBLHO Ha OJKpaHe IIOSBISIIOTCS JIOIOJIHUTeJIbHbIe
yIpaBJISIONIMe 3JleMeHThl, MO3BOJIAIOIIMe BhIOpaTh NePUOJUYHOCTh Helleslb (KaXIylo 3afaHHYIo
HeJleJIio), a TakXKe JIHM HeJlelId, B KOTOpble I0JDKHO BO3HUKATh coObITHe (cM. PrucyHok 149).

3apare NepUoSMUHOCTE

MoBTOpATE | emeHEAEABHO i

Kamayio 18] Heaenr

B | MMM Cp Yt Mr | €6 | Bc

Pucynok 149 - Hactpotiika exxeHe/ielTbHOTO TIOBTOPEeHUSI

HpI/I BbI60pe HOBTOpﬂTIx €eHeMeCAYHO Ha OJOKpadHe IIOMBJIAI0OTCA JOIIOJIHHUTEeJIbHbIe
ylpaBjsitoniye 3JieMeHThI, I103BOJIIIoIre BbI6paTb IIEpUOANIHOCTDb MeCdleB (Ka)K,J.'[bIﬁ 3aJlaHHbIN
MECSIII), a Takxe b0 KaXK bl KOHerTHbIIZ JeHb HeJeJu, mbo KOHKpeTHble IOHHW MecCdlld, B

KOTOpBIe I0JDKHO BO3HUKATh CoObITHE (cM. PucyHok 150).

3apaTE NEpMOAWUHOCTE
MoBTopaTte  ewemeciuHe =
Kaabiii 119 Mecal
L 5 WK St
1 2 [ a4 s [s&]7
EBER o | 1 12| 3] 4
O B oreyowme prn | 15 | 16 18 | 19 | 20 | 21
22 | 23 | 24 | 25 | 26 | 27 | a2e
29 an 31 MocneaHWia 4eHs

Pucynoxk 150 - HacTporika exxeMecsiYyHOTO IOBTOPEHHs

Ilpu BeiOOpe IlOBTOpPATH e€xkerogHO HA JKpaHe IMOSIBISIIOTCS  JIOTIOJHUTEJIbHbIe
YIIPaBJISIIOIIME 3JIeMeHThI, II03BOJISIIOIIMe BhIOPATh MepUOANYHOCTD JieT (KaXKIbli 3aJJaHHbIN T'O1), a
TaKkXKe JIMOO KaXk[Iblii KOHKPeTHBbIM JleHb Hefesid, MO0 KOHKpeTHble AHU Mecsiia, B KOTOpbIe

JIOJDKHO BO3HHKATh coObITHE (cM. Pucynok 151).

3aA4Th NePHOAMHMOCTD
FIOETOPATE  EXerogHo ~
Kamasii: 1% roa
Kaos i o =
0  wopoi v BropHak v
Hoabpe

Pucynok 151 - Hactporika exerogHoro noBTOpeHust
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ITpu nroboM M3MeHeHWH ITapaMeTpOB IepUOJWYHOCTM Ha naHenu IlpenBapuTenbHBIN

MPOCMOTP OYIyT BBIJIeJIEHBI THA, B KOTOPbIe JaHHOe COOBITHe OyIeT TOBTOPEHO.

8.8.3 Ilpurnamenue y4aCTHHKOB COOBITHS

Jlnst Toro 4To6BI NPUIVIACUTH YYaCTHUKOB COOBITHS, Ha NaHenu "H3MeHeHue coObITHS"

BBIIIOJIHUTE OJTHO U3 CJIeAYIOIIUX AeNCTBUM:

— Ha’KMUTE KHOIIKY Eﬂpmmacmb YHICTHWKDE .
— Ha IIaHeJIM CO CIIMCKOM Y4YaCTHHUKOB COOBITHSI BBI30OBUTE KOHTEKCTHOe MeHIO U BblbepuTe
IIpurinacuTh y4aCTHUKOB;

— BbIOepute yHKT MeHI0 HacTpoiiku > IIpuriacuTs y4aCTHHKOB.

Ha JKpdHe IIOSIBUTCA OHUAJIOr0BO€ OKHO pelddKTHUPOBAHHUA CIIMCKd YYdCTHHUKOB COOBITHS

(cM. Pucynok 152).

MparnacnTe ydacTHekoe

Hazeanme Berpeua

Data 10.02.2023 = | 15:00 ¥ — 10.02.2023 ~ 1600 =

Bech ARHb

100022023
12:00 13:00 14:00 15:00 16:00 17:00 18:00 19:00 20000 2100 220

,.% Alexandr Smirngy

‘] roem

.9\ Elena Smimaova

QK Crmera

Pucynok 152 - JTnanoroBoe 0KHO peJJaKTUPOBAaHUS YYaCTHUKOB COOBITHS

Jlnst mpurnamieHusl y4acTHHMKA COOBITUS HAuHUTe HabupaTb ero MMs B II0jle BBOJQ, B
IIOSIBUBIIIEMCS CIIMCKe BblOEpUTe HYXKHBIM KOHTakT, Haxkmure Enter, ydacTHuMk pnobaBuTCS B
cinucok. Ha BpemeHHOH auarpamme OynyT oToOpajkeHbl IEpPUOABI 3aHATOCTH BCeX yYaCTHUKOB
coObITHS, a Takke 00JIACTh AJI 3aIUIAHMPOBAHHOIO TeKyllero cobbTus. B ciydae, ecnu oguH U3
YYaCTHUKOB 3aHST, IBUTalTe paMKy COOBITHSI KYpCOPOM MBIIIH, JINOO TIOMeHsTe BpeMs Haydaja U
OKOHYaHMSl B COOTBETCTBYIOIIMX IONIX BBoJA. [lo OKOHYaHMM peNaKTUpPOBaHUS CIMCKa

y4aCTHUKOB HaxkmuTe KHONIKYy OK.

,HJ'I?I YAajlieHUd Y4dCTHHUKA COOBITHS HAXKMUTE KHOIIKY .
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CymiecTByeT  BO3MOXHOCTb  IIPUCBaWBaTb  POJIM  [PUIVIAIIEHHBIM  Y4YaCTHUKAM
(obsi3arenbHBIN, HeoOs3aTeNbHBINM). [ljis CMeHBI pOJIM HaXXMHUTe HAa MKOHKY IIOJIb30BaTesisl, Ha
JKpaHe BO3HUMKHET BCIUIbIBalOIlee MeHI0 C BbiOopoM posii OO0s3aTeNbHBINH yYacTHHK /

Heoo0s3aTenbubrii yaacTHHK. [locie BeiOOpa poiii HeoOsi3aTeNbHBIA YYaCTHUK COOBITHS Oyner

0603HAYEH CHMBOJIOM ~o (cm. Pucynok 153).

14:00 15:00 16:00 17:00 18:00 19:00 20:00 2100 22
.gr_., Anexcanap CrnpHos

]

~p Enena Cuuspuosa x
OfazaTensHeIR YHacTHWE

HeobAzaTenkHsIA YYarTHHK

Pucynok 153 - O6s3artesnbHbll / He0Os3aTeNIbHBIM y9aCTHUK COOBITUS

Crmucok y4YyaCTHUKOB OOHOBUTCS B [IMajiore pelaKTUPOBAHUSI COOBITHS HA 3aKjIajike
YuacrHuku. (cM. PucyHok 154). KoHTekcTHOe MeHIO JaHHOW TaHeNW TO3BOJISIeT TOMEeHSTh

COCTdB Y9dCTHHUKOB, d TdKXKe CO30daTh UId HUX COO6H_IeHI/IH.

Onucanne:  Bromenwa (3): YuactHuen (3):

Opranwsatop: fgo Alexandr Smirnov <a.smirnov@blue.myoffice-app.rux=

‘] roomo <room @blue.myoffice-app e

¥a3NWTE BCEX YY3CTHUKDE

Elena Smirnova <esmirnova@blue.r .
¥aannTe y4acTHUKa

Q
Fa )
'QO Alexandr Smirnov <a.smirnov@blue Co3aate cooBLUEHNE ANA BCEX YUECTHUKOB. .

CozaaTe cOOBLUEHNE 4NA HEONPEAENMELLNX CA YHCTHUKOE. .

Alexandr Smirnov <a.smirnov@blue.myoffice-app.ru=

YEE,B,DMHTb YHACTHHWKDE HDJ’I}“—IETb YEE4OMNEHNA OT YHACTHWKOE 3EﬂFIETI.‘|Tb BCTPEYHEIE NPELNOHEHNA

Bpemna kak: 3anaT

Pucynok 154 - [laHenb cO CIMCKOM yY9aCTHUKOB COOBITHS

CHMCOK y4aCTHHUKOB COOBITHS TaKkKe OyZieT 0TOOpaXkaThCs B ITaHeNIM 0TOOpaXkeHHs CBOMCTB
cobbrtust (cM. Pucynok 155). Ha mepBoil mosuiivy cnucka HaXOAMTCS TleperoBOpPHasl KOMHATa,

OTHAeJIeHHas OT CIIMCKA OCTAJIbHbIX YUdCTHHUKOB BCTPeYH.
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Mpogspke TECTOE =,

OcHOBHBIE
Hazpawne: MNpoeepxa Tectos
Kanengape: MoidOdwe [Anexcanap CrnpHos)
Jara mawana: 10 despana 2023 r. 20:00
Oata oxoxuanua: 10 despana 2023 r. 21:00

DpraduzaTop: ,Qu Alexandr Smimaov <asmirnov@blue myoffice-app.ru>

Bnoserma: |0 1.png

YuacrHmKm

‘] room <room @blue.mycffice-app.ru>

Elena Smirmova <esmirnova@blue.myofiice-apprus

o
_—
E‘G Alexandr Smirnov <a.smirmov@blue myoffice-apprus

Pucynok 155 - JluanoroBoe 0KHO peJJakTHPOBaHHUs Y9aCTHUKOB COOBITHS

8.8.4 Hacrpoiika npuBaTHOCTH COOBITHS
Jlyis HacTpOWMKY NPUBATHOCTU COOBITHSI BBIIOJIHWTE OAHO U3 CJeyIOIIMX IeHCTBHUN Ha
IIaHeJId peJlaKTUPOBAaHUSI COOBITHS:
— BeIOepuTe yHKT MeHI0 Hactpoiiku > IIpuBaTHOCTS;

— HAXXMHUTE KHOIIKY ﬁ MNpuBaTHOCTE ¥

B nogBuBIIIEMCS criMCcKe BbI6epI/ITE THUII IPUBATHOCTH, UCXOJ4 U3 CJIeAYIOIINX BAPHUAHTOB:

— [ly6nnynoe cobbiTue.
— Iloka3bIBaTh TOMBKO JIATy U BpeMsl.

— JInunoe coObITHE.

8.8.5 JlobaBirenne BI0MKeHUI B COOBITHE

CymiecTByeT BO3MOXXHOCTD J0OaB/IeHUs BJIOXKeHUM B COObITHE. THUITbI BIOXKEHUH:
— daitr;

— CChUIKA Ha BeO-CTpaHUILy.
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Hns Bnoxenus: ¢aigoB B COObITHE HaXMHUTe KHOIKY U Mpukpenvre  Ha  nanenw

pelakTUpOBaHUs COOBITHS. B OTKpBIBIIEMCS CHCTeMHOM Auanore BbibepuTe ¢aii, mocse Beibopa

oH OyzeT oToOpakeH B naHesi BioxkeHnus.
Hnst Toro, 4ToObI NMPUKPENUTh BebO-CTpaHUIly K COOOIIEeHWIO, MOXXHO BbIOpaTb OJIMH W3
CJIeIyIOIINX CIIOCOOOB:

— BbIOpaTh NyHKT MeHi0 Hacrpoiiku > Ilpukpenuts > Beb-crpanuny;

— Ha [aHeJH BIOXXEeHUH OTKPLITb KOHTEKCTHOEe MEHIO, 3daTeM BbI6paTb ITYHKT HpI/IKpBHI/ITL

Be0-CTpaHHUIy.

B oTkpeiBiIEMCs Tranore HeOOXOIUMO BBECTU afipeC BeO-CTpaHUIIbI, OH OyjieT oTobpakeH

B naHeyii Bnoxkenus (cM. Pucynok 156).

Onucanne:  Bnoskenwa (3 YuactHuew (1)

1.html
hmtoggle_arrow.gif

mycffice.ru

Pucynok 156 - [lanensb Biio>xeHHI COOBITHI B peJlakTOpe COOBITUS

Ilo HaxkaTwHio npaBoﬁ KHOIIKM MbBIIIIKM Hd HWMEHH BJIOKEHHUS Hd OSKpdHe BO3HHUKdAET

KOHTEKCTHOe MeHIO, CoJiepXKalllee CiieJyroiire 3JIeMeHTbI:

— OTKpHBITH - dQalin OyIeT OTKPBIT B COOTBETCTBYIOIIEM IPWIOXEHWH, CChUIKa Ha Beb-
CTpaHMIly OTKPOEeTCSl B CHUCTEMHOM Opay3epe, TO e camoe AelCTBHe MPOU30WIeT IpU

JIBOMHOM KJIMKe Ha BJIOKeHHUe.
— CoxpaHuThb - OyJleT OTKPBIT CUCTEMHBIN AUAJIOT COXpaHEeHHs BJIOXKeHUS Ha JIUCKe.
— KommupoBars cchUIKY - B Oydep oOMeHa OyjieT CKOMMMPOBAaHA CChIJIKA HAa BIIOXKEHHe.
— YnanuTs - BjioXXeHUe OyeT yaaaeHo U3 COObITHS.

— Yaanuts Bcé - Bce BiIOXKeHUs OyJieT yJiajeHbl U3 COOBITHSI.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MHWy, 2013-2024

197



MounOdunc

Ha madenmu mpocMoTpa COOBITHS  Takke  OTOOpaXKaeTcsi  CIHCOK  BJIOXKEHUMA
(cm. Pucynok 157). [lpu kiimke Ha BiIOXKeHHEe B 3aBUCUMOCTH OT €ro THIIA OTKpoeTcs Jubo dait,

b0 CChUTKA B CUCTEMHOM Gpay3epe.

Mposepka recton *

OcHoBHbIE
Hazeamue: lMpoeepka Tectos
Kanengape: MoiOdme (Anexcangp Cranpros)
Jata wawana: 10 peepana 2023 r. 20:00
Nara ckoruanas: 10 despana 2023 r. 21:00
Mecto: SPB

OpraHuzatop: ED Alexandr Smirnov <asmimov@bluemyoffice-apprus

Hanormranue: 13 suHyT nepes Ha4anom cofeimia

S

myoffice.nu
mhs:chan'plel.d:cx

Yuacthmkm

‘] room1 <room1@blue.myoffice-app.rus>

Pucynok 157 - [1anenb Biio>xeHUI COOBITHI B IIaHeJIM IIPeJIIIPOCMOTpa COOBITHS

8.8.6 [TobaBienne koH}epeHIIUH

CYH_IECTBYET BO3MOXXHOCTBb )106aBJ'IEHI/IH KOHCl)QpEHI_[I/II/I B COOBITHe. ,HJ'IH 3TOI'0 HeO6XO):[I/IMO
HaXXaTb I,HOﬁaBI/ITI) KOH(I)EPEH]_II/IIO M B BbIIIdJdloliemM MeHIO BI)I6paTI) CepBHUC IJid ee IIpOoBeleHus .

Crrcok CTOPOHHUX CepBUCOB 3aBUCUT OT UHTerpanuii co cropoHaumu BKC.

[Tocrne BbiGOpa cepBuca mosiBUTcsl cTpoka «Koundepenmusa <Mmsa> nobdaBnena». CchUika

IJIA IIpUCOeTUHEHUS K KOH(l)QpEHI_[I/II/I 6y,[[eT dBTOMATH4YeCKHN ,I[O6aBJ'IEHa DY CO3JIaHMM COOBITHS.

Cchuikoi Ha KOH(l)GpEHL[I/IIO MO’KHO YIIPABJIATD. Z[JISI KOIIMPOBdAHHA CCBLIKH H806XO}_II/IMO

Ha)KaTb% (KommupoBarts). /1)1 y/iajieHus: CChUIKM HaXaThb m (Y nanuts).

8.8.7 Ynanenue coobrTHs

Jna yaaneHus COOBITUA HaXMUTe KHOIIKY myﬂ-ﬂﬂmb Ha IIaHeJIW pemaKTUpPOBaHUSI

cobbITus MO0 BbIOepuTe MyHKT MeHI0 Co0bITHe->Y TaTUTh.
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8.8.8 IIpuopuret codbITHS

Hnst Toro, yToObl HACTPOUTH MPHUOPUTET COOBITHS, HA TMAHENW pPeJaKTUPOBAHUS COOBITHS
BbiOepuTe MyHKT MeHi0o Hactpoiiku > IIpuopurer. B oTKphIBIIEeMcs crivicke BbIOepuTe OJUH U3
BapHUaHTOB NIPUOPHUTETA:

— Hu3zkuii.
— OOBIYHBIA.

— Bricokuti.

8.8.9 Cocrosinue coOBITHA

Jnst Toro, 4ToOBl HACTPOUTH COCTOSIHWE COOBITHS, Ha TaHEeJIW PelaKTUPOBAHUSI COOBITHUS
BbIOepuTe nyHKT MeHi0 Hacrtpoiiku > CocrosiHue. B oTKpbIBIIeMcsl ciiMcKe BbIOepHTe OJMH U3
BApUAHTOB COCTOSTHU:

— He yxkasaHo.
— BosMoxHo.
— [loaTBepxaeHo.

— OT™MeHeHO.

8.8.10 CoxpaneHnue coobITHS

J171s1 coxpaHeHMs HOBOTO COOBITHSI Ha TaHeNIM pPelaKTUPOBAaHUs COOBITHS BblOepUTe ITyHKT
MeHI0 CobbiTHe > CoxpaHuTh. [lyi1 COXpaHeHUs! COOBITHSI M 3aKpbITHs Juaiora HeobXoouMo
BbIOpaTh mNyHKT MeHI0 CoObrTHe > CoOXpaHHTP H 3aKpPBITh, JIMOO HAXMUTE KHOIKY

E;chpatmrh W 3AKPLITE |

B cityyae, ecniu mpoucxoiUT pelakTUPOBaHKe paHee CYIeCTBOBABILEro COOBITHS, JIJISl TOTO,
YTOOBI COXPAHUTh U OTIIPAaBUTh M3MeHeHHs, BbiOepuTe NMyHKT MeHI0O CobbrTHe > CoxpaHUTH U

OTIpaBHUTh. /111 coXpaHeHUs COOBITUS U 3aKPBITHS 1hajiora BeloepuTe MyHKT MeHI0 CoObITHE >

OTnpaBUTH U 3aKPbITh, JIM00 HAKMUTE KHOIIKY A OrnpasuTs v 3akpeiTs

© 00O «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 199



MounOdunc

[Tocne ycnenHoro o6HOBIEHUsST COOBITUSI OHO OyAeT 0ToOpaXkeHO B KajleHJlape B MO3UIIWH,
COOTBETCTBYIOIIEH JlaTe U BpeMeHU coObITHs (cM. PucyHok 158). [Ipu HaBeneHnr Kypcopa MBIIIN

Ha COOBLITHEe Ha JKpdHe BO3HHUKAET IIdHeJIb C KPATKHUM OIIMCAHUEM COOBITHS.

MNoHegensHMK BropHuK Cpepa Yermepr MatHuya CyG6ora BocHpeceHbe
31 OxTABPL 1 Hoatips 2 3 4 5 [3

B:15 Ge3_pazsaums

11:00 Mpoext 1

111:00 Npoekr 1 v
- ) m m m 3
11:30 Mpoext 1 B cobpars o .9 CobBparts 0. I'N- 18:10 Cobpars coeg,.. |
11:30 Mpoexr 1 8 B 18:20 Cobpats caen..

14 i Cofipate O NGLNEAHHY L 19 20
Bara: 9 voabpa 2022 r. 18:10 = 11 Hoadpa 2022 r. 18:10
HazeaHuWe KaneHaapa: MolOduc (Enena CvupHoBa)
n T Opravuzatop: Anekcadap CvupHos <zlexandrsmirnov@techwr.myoffice.rus

11:00 Mpoext 1
11:00 I'Ipoekr 1

{12.00 06300
1 FE] 2 3 6 7

11:00 Mpoexr 1
11:00 Mpoext 1 o

Pucynok 158 - Bup cobbiTuii B KajeHgape

8.9 IIpocMoTp 1 N3MeHeHHe COOBITHS

ITpu onmcanuu 1pocMoTpa / pelaKTUPOBAHUS CYyIIeCTBYIOIIEro COOBITHSI CTOUT BBIJEIUTH
IiBa Cily4asl - KOIJla TeKyIllMi [10JIb30BaTellb SIBJISIETCS Co3JjaTesieM COOBITHS, M KOT/la OH SIBJISIeTCS

IMpUriallieHHbIM JIPYTHUM I10JIb30BdTeJIeM.

8.9.1 CoObITHE CO31aHO TEKYIIUM II0JIb30BaTeJIeM

HJUI CO6bITHﬁ, CO3IdHHBIX TeKYyIIUM II0JIb30BaTejieM, CYyHIeCTBYyeT BO3MOXHOCTb KdK

IIPOCMOTpPA, TaK XU U3MeHeHH CO3[IaHHOI'O UM COOBITHS.

HHSI IMpOCMOTpPa IapaMeTpOB COOBITHS BBIIIOJIHUTE OTHO M3 CJIeAYIoInX IeUCTBUM:

¢ BpiOepUTe COOBITHE B KajleHJape, HA)KMHUTe IIPaByI0 KHOIIKY MBIIIY M BBIIOJIHUTE ITYHKT

MeHIO OTKPHBITh;
® HaXXMUTe Ha COOBITHE B KaJleHJjape ABOMHBIM ITYKOM MBbIIIIH;

e B IIaHEJH IIOMCKA COOLITUM HAXKMHUTE Ha COOBLITHE JBOMHBIM II€JTYKOM MBIIIIH;

e B [1aHEeJIM NOKWCKa COOLITUM BbIOEpUTe HYXKHOe COOBITHe, HAXKMHUTE IIPaBYI0 KHOIKY MBIIITN

" BBIIIOJIHUTE ITYHKT MEHIO OTKprTI);

® Ha [aHeJIW MEpOIPUITHU B HpaBOﬁ YdCTHU KaJIeHIaps HaXMWTe Ha CODOBITHE TBOMHBIM

I1e/19KOM MBIIIIH,
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® Ha NaHeJIM MepOIIPUSITUM B HpaBOI;'I YdCTH KaJjieHdaps BbI6epI/ITe CO6bITI/Ie, 3dTeM Ha>XMHTe

IIPaBYIO KHOIIKY MBIIIH U BBIIIOJIHUTE IyHKT MeHI0 OTKPBITH.

Ha skpaHe oTKpoeTcst Irajior MpocMoTpa rapaMeTpoB cobbiTust (cM. PucyHok 159).

BoTpeua o 2aKazunkom x
OeHOBHBIE
Kanengape: [ O MoiQOdwmc (AnekcaHgp CuupHoB) b J

HazeaHue: Yalya
data navana: 12 weons 2023 r, 15:15

Jara oxonsanna: 12 wona 2023 r, 15:43

Opranwsatop: % Alexandr Smirnov <a.smirnov@ myoffice-app.ru s

YuactHMKKM

,Qﬂ Alexandr Smirnov <asmirnov@myoffice-app.ru>

Pucynok 159 - Ilanens n3aMeHeHUs TapaMeTPOB COOBITHS

B Auajiore IMpocMOTpa eCTb BO3MOXHOCTb IIOMEHSTHb KdjleHIOdpPb, TO €eCTb IlepeMeCTUTb

COOBITHE M3 OHOTO KajieHaaps B Apyrou (cMm. Pucynok 160).

BCTpeya . 3akazqynkom =
OcHoBHBE
Kanempape: || & MoiOdwue (Anekcangp ChupHos) W
HazeaHie: Mon kanengape

fatamauana: | o MoiO@uc (Anexcanap CranpHoe)
lata oxoHuYaHna;

Opranwzatop: ,% Alexandr Smirnov <a.smirnov@ myoffice-app.ru =

YuactHmKM

iy
,Qﬂ Alexandr Smirnov <a.smirnov@myoffice-app.ru>

Pucynoxk 160 - I3amMeHneHue kaneHgaps
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HHSI peaaKTUPOBaHHA COOBITHS KaJjieH[Japs BBIIIOJIHUTE OJJHO U3 CJIeAYIOIINUX IerCTBUM:

e BpiOepuUTe COOBITHE B KajleHJape, HA)KMHUTe IIPaByI0 KHOIIKY MBIIIN M BBIIOJIHUTE ITYHKT

meH0 U3aMeHUTD;

Mpaeka
° BbI6epI/ITe cobObITHE B KajleHgape, Ha NaHeJId HUHCTPYMEHTOB HaXKMUTE KHOIIKY # Mp ;

® HAXXKMHTE Ha COOBLITHE B KaJieH[ape JBOMHBIM IIEJIYKOM MBIIIH, B OTKPBIBIIEMCS OKHEe

Ha>XMHTe KHOIIKY HN3meHuTs;

® B ITaHEJIM IIOMCKA COOLITUMA HAXKMHTe Ha COOBITHE JBOMHBIM IIIEJTYKOM MBIIIIM, 3aTEM B

OTKPLIBIIEMCS OKHEe Ha’>XMHTe KHOIIKY N3MeHuTH;

® B MIAHEJIM IIOMCKA COOLITHUH BI:»I6epI/ITe HY>XXHOe COﬁbITI/Ie, Ha’>XMHUTe IPpAdBYIO KHOIIKY MBbIIIN

W BBIIIOJIHHUTE ITYHKT MEeHIO HN3MeHuTS;

® HAa NaHeJIM MepOIIPUSITUM B HpaBOﬁ YdCTH KaJjieHdaps BI)I6epI/ITe CO6I)ITI/Ie, 3dTeM Ha>XMHTe

IIpaByIO0 KHOIIKY MBbBIIIIHW KW BLIIIOJIHUTE ITYHKT MEHIO OTKpBITb, B OTKpPLIBIIEMCS OKHe

Ha’>XMHUTe KHOIIKY HN3MeHUTS.

B Clly4dae, eCin CoOBITHE SIBISETCS IIOBTOPAIOINMMCA, TO HA 3KpdHe IIpedBdPUTEJIbHO
BO3HUKHET OUAJIOrOBasd IIdHeJIb [JJIA IMMOATBEpPXXIeHUWs pedaKTUPOBAHHWA aubo 3TOro KOHKPeTHOT'O

MOBTOPA, MO0 BCeX JalbHeUIX MOBTOPOB coObITHS (cM. PrcyHok 161).

MzmeHnTe NOBTOPRAHILLIEECA coBbITHE >

Mpoexr 1

NOBTOQARILLIEECA CO BrITHE

H FEMEHNTE TONBKD 3TOT NOBTOR

ﬁ] MzmenuTte Bce noeTope (1)

Crmena

Pucynok 161 - Hacrpolika nmoBTopeHuit

ITocne BI)I60pa JNaHHOT'O IIOBTOpPA W/IIKM BCeX IIOBTOPOB Hd 3KpPdaHE OTKpPOeTCA OudJIor

pPedaKTUPOBaHUA cobpiTid. Ero BHemHui BUO H (by'HKIII/IOHaJII)HOCTI) dHAJIOTUYHbI OHUAJIOTY,
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KOTOprﬁ HCIIOJIb3YETCH IIpU CO3AdHUUN CO6I:>ITI/I$I, IIO3TOMY BCe JeTdJI1 dHAJIOTUYHBI OIIMCAHHBIM B

riaBe Cosnanue cobwuitus (cMm. Pucynok 162).

Wamenerne cobumms: Borpesa

CoGerue [paexa Bwg Hacrpoiw

KaneHnape: MoAOdme (Anexcasgp Crupeoe)
Hazpanwe: Borpeua
becro:

Beck gere
Hauane: 12.07.2023 » | |1515 I
Komew: 12.07.2023 b 15:45 w Hlll
Neerop: He neeropare b
Hanomunanwe:  He HanommHaTs e

OoSaoute kondepenuyaro v

Onucanue  Brosedus:  Yuaernuew (2):

A CmpasuTe v sakpETE Mpuraacums ysacrmxos i Mpusamocs @J MpuxpenuTs m ¥YaanuTe

Oprasuzatop: 'Qo Alexandr Smirmoy <a.smirnov@blue.myoffice-app.ru>

Qa Alexandr Smimov <asmirmov@blue.myoffiice-app.ru>

2

L]

Elena Smirnova <esmirnova@bluemyoffice-app.ris=

YEEA0MHTE YUACTHHKOE Moy JaTs YEELCMAEHUA OT yYaCTHHEDE

Bperan ko JamHat

SanpeTHTE BCTPEUHLIE MPELNCHEHHA

Pucynok 162 - Jlnanorosas naHesb pelakTUPOBaHUS COOBITHS

B ciyyae, ecnu mapamerpsl COOBITHS OyJleT OTJIMYATbCS OT 3HAUeHWM, COXPAaHEeHHbIX Ha

cepBepe, IIpU IIOIBbITKE HW3MEHHUTH CcOoOBITHE Ha SKpaH 6YJIE’T BbIBE1eHO COO6H.[€HI/Ie. HpI/IMI/ITe

M3MEeHEeHHUs WK OTKaXXUTech oT HUX (cM. PucyHok 163).
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Hazeanme: [Npoekr 1
Aarva: 5 wwona 2022 r 11:00 - 12200
Haseanwe kanengapa: MoidOdguc (Enena CranpHoea)
Opranmzarop: Anekcangp CamupHoe <alexandr.smirnov@techwr.myoffice.ru=

3TOT MyHKT y#e BelN W3MEHEH Ha cepeepe. OTNpPaEKa BALLNY MIMEHEHWIA NEPEIANMLLET
MIMEHEHWA, YHE CAENAHHBIE HA CEPBEDE,

BcE paBHo 0TNpaBMTE MOW M3MEHEHHMA OTkazaTecA OT M3MEHEHMEA W 0BHOBWTE

Pucynok 163 - [lonTBepxxieHrie 0OHOBIIEHUsI COOBITHS

8.9.2 CoOpITHE CO31aHO PYTUM NOJIB30BaTeIeM

B Clly4ae, eCJi CoOBITHe OBLIO CO31daHO APYIvM II0JIb30BaTejieM, d TeKy"IIII/Iﬁ I10JIb30BATeJIb
SABJIIETCA TIPUITIAIIEeHHBIM Ha CO6BITI/IE, TO eMy HOOCTyIleH IIpOCMOTP COOBITHS C YaCTHUYIHBIM

pedaKTUPOBAHHUEM. HpI/I 3TOM KoMaHjia MeHi0 U3MeHHTB [IJIs1 TaKuX COOBITHH HeOOCTYyIIHA.

HJ'IFI IIPpOCMOTpA IIapdMETpPOB COOBITHS BBIIIOIHUTE OIHO M3 CJIeAYIoInuX OEeCTBUH:

— BeIOepuTe COOBITHE B KajleH/ape, HAXKMUTE MPaByI0 KHOMNKY MBIIIM U BBINOJIHUTE MyHKT
MeHIO OTKPHITh;

— Ha)XMUTe Ha COOBITHE B KaJieH[ape JBOMHBIM IIIeJTYKOM MBIIIIH;

— B HAHeJIM IIOMCKA COOBITHH HAXKMUTE Ha COOBITHE JIBOMHBIM II€JTYKOM MBIIIIH;

— B IAHeJIU IIOMCKA COOBLITHUIA BI)I6epI/ITe HY>XHOe CO6bITI/Ie, Ha’XMUTeE IIPABYIO KHOIIKY MbIIIN

" BBIIIOJIHUTE ITYHKT MEHIO OTKpLITI);

— Ha IIaHEeJIM MEepONpUSTUH B HpaBOﬁ YdaCTHU KaJleHOdpd Ha>XMHUTe Ha cobOnITHE JBOMHBIM

IeJTYKOM MBIIIIH;

— HA I[TIaHeJIU MepOIIPUSITHUM B HpaBOI;'I YdCTH KaJjieHdaps BbI6epI/ITe CO6I:>ITI/Ie, 3dTeM Ha>XMHTe

[IPaBYIO KHOIIKY MBIIIN U BBIIIOJIHUTE MyHKT MeHI0 OTKPBITH.

Ha oskpaHe OTKpoeTcs AMajor IPOCMOTPA IApaMeTPOB COOBITHS CO  CJIeIyIOIIUMHU

BO3MOXXHOCTAMU:

— MPUHSATH MIpUTJIAllleHre TOYHO / OPUeHTHPOBOYHO, OTKJIOHUTD IIPUIJIAllIeHue;
— lepeMecTUThb COObITHE U3 O[THOTO KaJjieHAaps B IPYTOW;

— HACTPOUTL HAIIOMHUHAHHUE O CO6bITI/II/I;
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— COXPaHUTb U3MEeHEeHUs U 3aKpbITh IUAJIOrOBYIO MaHenb (cM. Pucynok 164).

Ectpeya c 3akazumkom

EaCoxpanure u sakpere o Mpunate 7 Opuermposouno X OTenonnts

ﬂ Bet noka He oTEETHAN Ha 3TO MPUrASLWEHHNE @

OcHoBHBIE
Kaneqgapb: & MoiiOgue (Anekcanap CMUpHOE)
Hazeaume: BcTpeua c3akasumkom

Java mavana: 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 nanomuHate W

YuactHuem

-90 Elena Smirmova <e.smirnova@blue.myoffice-app.ru>
W

PucyHok 164 - [larens mpocMoTpa mapaMeTpoB COOBITHS

ITonb3oBaTeIb MOXKeT IIpUHATD IIpUIJIAllIeHre Ha CO6I)ITI/Ie, MmoATBEPANUTbL OPUEHTHUPOBOYHO
O CBOEeM Yy4YdCTHUH, OTKJIOHWUTL IIpUIJIdllIeHne. ITocne IIPpUHATHA /  OTKJIOHEHHS IpurjialmeHnsa

M3MeHsIeTCsl CTaTyC Ha MHOpMalMoHHOW nlaHenu (cM. PucyHok 165).

Cobemae gna A.Cuavproea

&Cmpaxmu v sakpeite | of Mpunste 7 Opuenmuposouns X Orengrnte

ﬂ Bes APHHANN 3TO NpHUrAaLueHe

CcHoBHBIE
Kanenaape: @ MoiOdue (Anekcangp CMUpHOE)

Hazeaume: Cobermue gna A.CuvpHoea
Jata vauana: 12 weons 2023 r, 13:30

Jara okonyanna: 12 wrona 2023 r. 14:30
OpraHusatop: "QD Elena Smirnova <e.smirnova@myoffice-app.ru>

Hanomumranme:  He nanomuHate W

YyacTHHKM

,Qﬁ Elena Smirnova <e.smirnova@blue.myoffice-app.ru>
v
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Pucynok 165 - [Ipunsatre cobbrtus

[IpuHATL COOBITHE MOXHO TaK)Xe dYepe3 KOHTEKCTHOe MeHIO. /s aToro Heob6xoammo
HaXKaThb IIPAaBOM KHOIKOM MBIIIM HAa COOBITHE B KajleHJape. B mosiBUBIIENCS MaHelId BbIOpaTh

Yuactouku > IIpunsaro > OTnpaBuTh yBeoMJIeHHe ceHdac. TakuM ke 00pa3oM MOXKHO

OpHUEeHTHPOBOYHO NPUHATb U OTKJIOHUTDb coOBITHe.

HpI/IHHTb WJIX OTKJIOHUTL IIpUIJIdIIIEHWEe Ha COOBITHE TaKke MOXHO B IIMCbME C

InpurijianienrueM, CM. OtBer Ha IIpUIrJiaiieHye Ha COOBITHE.

B mwuanore ITPOCMOTPa €eCTb BO3MOX>XHOCTL IIOMEeHATb KaJleHOapb, TO eCThb IlepeMeCTHUTb

cobbITHe M3 OOHOTO KajleHJaps B Apyrou (cMm. PucyHok 166).

Berpeya c 3akazqmom x

E%Cl::xpanmu waakpers  +f Mpunate 7 Opuenmnpososno 4 Orenomnme

ﬂ Bl noka He OTEETHAW Ha 3T0 MPHrnaweHye ><
OcHoBHbie
KaneHgape: Mo#Odnc (Anexcangp CuupHos) v
Hazparwe: Moii kanemaape
faTa Havana: MoiiOduc (Anexcangp Cranproe)
MJara oxoH4aHWUA;

Opranmsatop: ,.gg Elena Smirnova <e.smirnova@myoffice-app.ru>

Hanomurarme:  He nanomuHats A

YuactHmKM

,Qﬁ Elena Smirnova <e.smirmova@blue.myoffice-app.ru>

Pucynok 166 - 3meHnenue kaneHaaps
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Taxke B HAdHHOM JIxajiore I10Jib30BdTeJIb MOXeT HAdCTPOUTD IIdpaMeTpPbl HAIIOMHUHAHUA O

IaHHOM cobbiTuU (cM. PucyHok 167).

Hancrmunanwe: | He HanomwHaTe W

He HanomuHaTE
YuactHuem

za 0 muH o
,QG Elema Sm o
33 5 MUHYT A

33 15 MUHYT A0

33 30 munHyT go

33 1 yac go
33 2 yac go

33 12 yac ao

za 1 geHe go
33 2 AHA a0

33 1 Hegenw Ao

HactpouTe...

Pucynok 167 - [lapameTpbl HAIOMUHAHUS O COOBITUU

8.10 Ymanenue co0bITHA

st ynanenvs cobbITUs U3 KaJleH1aps BBIIIOJIHATE OJTHO U3 CIIeAYIONINX JIeMCTBU:

- BbIﬁepI/ITe COObITHE B KaJjleHJlape, Ha>)KMUTe IIPdBYIO KHOIIKY MBI U BbIIIOJIHUTE ITYHKT

MeHI0 Y IaJIUTh COOBITHE;

—Ha M[aHeJIM MepOIpUSTHM B npaBoﬁ 9dCTHU KdJleHddpsa BbI6epI/ITe CO6BITI/Ie, 3daTeM

Ha’>XXMHTe ITPaBYIO KHOIIKY MBbIIIW W BBITIOJIHWUTE ITYHKT MEHIO Ynanurh COﬁI:ITI/IE;

— Ha NaHeJM MEepOIpPHUITUH B npaBoﬁ YdCTHU KdJleHddps BbI6epI/ITe CO6BITI/Ie, HaA>XMHTe

kiapuiry Del;

— OTKPOMTe AUAJIOT PeJIaKTUPOBAHUS COOBITUS, HAXKMUTE KHOIIKY m}rﬂ-aﬂmb

— B IIaHEeJW IIOMCKA COOLITHUMN BbI6epI/ITe CO6I:>ITI/Ie, Ha’XMHUTe IIPpdaBYIO KHOIIKY MBIIINW KU

BLITIOJTHHUTE ITYHKT MEHIO Ypanurs COGI:ITI/IE;

— B [IaHeJIU 11I0MCKa COOLITUM BbiOepuTe coObITHE, HaxkMuTe KilaBuiry Del.
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8.11 Ilanens MeponpusaTHH KajleHAaps

OTKpOI:ITB IIaHeJIb MepOHpI/IHTI/Iﬁ OIHUM U3 CJIeAYIOIIUX CII0CODOB:

— BbIOepUTe TYHKT KOMaHOHOTO MeHIO Bux > Meponpustua > Iloka3spiBaTh

MepONpPHUSATHS;

— Ha [IAHeJIW WHCTPYMEHTOB HaXKMHUTe KHOIKY BbI30Ba MeHIO — (meHio MoitOduc

IToura), B mosiBuBIIeMcs MeHIO BbiOepuTe Bum > Meponpustus > Iloka3spiBaTh
MepONPUSTHUS;
Tl
— B HIDKHEM IIPaBOM YTy 9KpaHa Ha CTPOKE CTaTyCa HaKMHUTe KHOTIKy ~ [(20) Meponpuatis A~ -

— gaxxmurte F11.

B npaBoii yacTv OCHOBHOT'O 3KpaHa OTKPOETCs MaHeslb MepOIpUsITUN, KOTOpasi OToOpakaeT

CIIMCOK COOBLITHI U 3aad.

C moMompio KHOMOK % 2 (moCTYyIIHBI TOJBKO Ha IIAHEJM KaJleHJaps) BbI MOXKeTe
TIePeKITI0YaThCS MEeX/Ty TPEMS peXXUMaMHU TTaHeJIH:

— 3agaun.

— CobbITHA.

— Co0ObnITUd ¥ 3aa4uu.

8.11.1 3agaun

[Tanesnb 3a/1a4 COJIEP>KUT CIIMCOK BCEX UMEIOIIUXCS 3a/1a4.
st mobaBiieHust HOBOM 3314y BBITIOJIHUTE OHO U3 CJIEIVIONINX JIeMCTBUH:

— IIEJIKHUTe JJBOMHBIM KJIMKOM B CBOOOJIHOM MeCTe CIIMCKAa, OTKPOeTCsl UAJIOr0BOe OKHO
CO3/IaHMs 3a7jaud. 3aroHuTe 1oJiss GpopMbl, HaXKMHUTe KiaBuilly Enter, u HoBas 3amaya

00OAaBUTCS B CIIUCOK;

—B JI000M MecTe IIaHe/In npaBoﬁ KHOITKOM MBIIIX BbI30OBATE KOHTEKCTHOE MEHIO,

BbiOepuTe HoBas 3amaua;
— Haxxmute codetranue kiaasuil Ctrl+D/#Cmd+D;

— KJIMKHUTE B II0JIe BBOJlA B HIDKHEM 4aCTH IaHelId MepOHpHHTHﬁ, BBeJUTe UMM 3aJ4d4H,

gaxxmute Enter. B criricok 3amau mobaBuTcs HOBad 3aaya.

JIns1 peakTUPOBAHMS 33/1a4¥ BBIIIOJIHUATE OJIHO U3 CIJIeYIOUIUX JIeUCTBUM:
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— HAXXMHUTE Hd 3d1d9y JBOMHBIM III€JIKOM MBbIIIIY;

— BbIOepuTe 3a/lavy, MpaBOM KHOIIKOM MBI BBI30BUTE KOHTEKCTHOE MeHIO, BblbepuTe

OTKpHITH 3afady.

Bribepure 3ay1ady, 1mpaBoi KHOIIKOM MBIIIM BBI30BUTE KOHTEKCTHOEe MeHI0. B KOHTeKCTHOM
MeHIO 33]1a4¥ JOCTYIIHBI CJIeJlyIole KOMaH/Ibl:

— OTKpBITh 3a7a4y.

— Hosag 3agaua Ctrl+D/Cmd+D.

— Beoipesats Ctrl+X/sCmd+X.

— Komupogsats Ctrl+C/%¢Cmd+C.

— BcraButs Ctrl+V/$2Cmd+V.

— OTMeTUTDH BBITIOTHEHHBIE.

— Ilpuopurer (Huskmii, O0brunbiii, Beicokuii).

— Ortnoxurts 3aauy (1 gac, 1 nens, 1 Henmeno).

— Kanennaps (BbIOpaTh KaeH1aph U3 CIIMCKA JOCTYIIHBIX).

— Ilpeo6pasosats B (Coodmenue, CoobiTHe).

— Ynanute 3amavy.

8.11.2 Co0ObITHS

Cy1iiecTByeT TpU BapyMaHTa 0TOOpaXkeHHsl CITUCKA COOBITHIA:

Jlenn

Pexxum BkJTIOYaeTcst B koMaHAHOM MeHiO Bunx > Meponpustus > Iloka3siBaTth genb. Ha
JKpaHe OTOOpakaeTcsl yHpaBisiollas MaHeldb OToOpaXkeHUsT M BBIOOpA IHS, a TaKXe IaHeJIb
COOBITUH TIaHeNIb COOBITHUM, KOTOpasi COAEPXKUT CIMCOK COOBITUN [iJI1 BBIOPDAHHOTO JTHS.
Hcnonb3yiite KHOMKM < M >, a TakKXke KaJeHAapb [Jig T[epeKk/IioYeHus] TeKyIleld JaThl.

(cm. Pucynok 168).
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14I1|-| « @ >

HoaGpe 2022 HH 46

Iﬁ Hoeoe cobbimue

Cerogua
JaeTpa

11:00 MpoerT 1
12:00 O6zop

Mpegcroswme (5 GHEH)
17 voROpA 2022r. 14:15
Ges_HazeaHWA

Pucynok 168 - Pexxum otobpakenus JleHb
Kanenpgaps

Pexxum Britodaercsi B koMaHgHoM MeHi0 Bup > Meponpusitua >  IlokaspiBaTh

KaJIeHapHK. Ha JKpaHe OTO6pa>KaeTC$I ylpaBidonias IdHeIb OTO6pa>KEHI/I$[ u B]:>160pa JHsA, a
TaKke IaHeJIb COOBITHH MHaHelb CO6bITHfI, KOTOpasa COAEep’KUT CIIMCOK COOBITHH JJIs1 BbI6paHHOFO
JHSs. HCHOHB3YﬁT€ KHOIIKM < M >, a TakKXke KaJeHJapb JI IepeKII0YeHUs TEKYMEﬁ AaThI.

(cM. Pucynok 169).

< Hoatpe » € 2022 3

Mu Br Cp Ur Mr Co Bc

1 3 4 5 &

7 8 9 o0 11 12 13

14 | 15 16 17 18 19 20

2 22 23 24 15 26 27
28 29 30

Ilﬁg Hoeoe cobemue

CerogHa
JaeTpa

11:00 NpoerT 1
12:00 Of3op

MpeacToAwme (5 gHed)
17 noabpa 2022 r. 14:15
be3_HazeaHWA

Pucynok 169 - Pexxum otobpakenus Kanengaps
ToJbKO CIHCOK COOBITHI

Pexxum Britouaercs B KoMaHAHOM MeHIO Bup > Meponpustus > Huuero mne

noka3pIBaTh. Ha skpaHe oTobpakaeTcst TOJIbKO CITUCOK coObITHi (cM. PrucyHok 170).
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Iﬁ Hoeoe cobemue

Cerogusa
Jaetpa

11:00 NpoerT 1
12:00 O6zop

MpeacToAwMe (5 gHeH)
17 wonbpa 2022 r. 14:15
bes_HazeaHMA

Pucynok 170 - Pexxum oTobpakeHus ToIbKO CIMCOK COOBITHIA

-
JInst co3gaHusi HOBOTO COOBITHSI HaXXMHUTE KHOIIKY Eg Hoeoe cobumie OTKPOETCS [HUaJIor

CO3IaHMI HOBOT'O COOLITHUS.

B cmucke cobbiTuii BbI6epI/ITe CO6bITI/Ie, HpaBDI:I KHOIIKOM MBIIIIHA BBI3OBUTE KOHTEKCTHOE

MEHIO, B KOTOPpOM 6YJIYT OOCTYIIHBI CjieJyIolre KOMaH/bl:

— OTKpBITB.
— [Ipeo6paszoBats B (Coobienue, 3agaqy).

— Ypanuts cobbitue Del.

8.11.3 Co0ObITHA ¥ 3ama4H

[Tanenb coObITMMI W 33Jlad COAEPXXUT OIHOBpEMEHHO 00e BBIIIeONCaHHbIe IaHesH,

Ppac1ioJIO’KeHHbIe 110 BePpTUKAJIX APYT' OTHOCHUTEJIbHO ApPYyra.
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9 3AJAYN
9.1 ITaness 3amay

YTo0OBI OTKPBLITH I1aHeJIb 3aid4, BbIIIOJIHUTEe OJHO U3 CJIeJyIOInX JIeVICTBUM:

— BbIOEpHUTE TYHKT KOMaHIHOTO MeHI0 CoOBITHS U 3a7a4yu > 3aayH.

— HA IaHeJW WHCTPYMEHTOB HAXXMUTe KHOIIKY BbI30Ba MeHI0O — (MeH MoiitOduc

IToura), B nosiBuBIIIEMCS MeHIO BbiOepuTe CoOBITHS U 3a7a4u > 3ajauy;

— Haxxmure coueranue kiasuin Ctrl+Shift+D/ ¢ Shift+3$Cmd+D.

Ha skpane nosiBuTcst HoBasi cTpanuiia 3agadu (cM. Pucynok 171).

MaHent HHCTPYMEHTOB Cnucok 3apay

"1 Fagaue - WylficeMail - o =

= Bragrumme k=
& 0fncsrre (O Cmoponmsages  EiHopoe cobiemwe  [lHosan sagaua 4 Mpascs YamiTe — | Cobemin ®
< Hoatpe > < 2032 > @ [E Homasagaua | Butepure anengape nogaepmsaowpE agaun | 0 S sar <CrleshireEs 4 Hostpw 3 & HR ¥ @
= B €a Y NF C6 Be
Mu Br Ca W M 06 B LA Hasneme fev— [ — H 10 3 & 5 &
1 2 3 4 5 ]
2 - 7 8 3 wn @ 13
7 8 9 |11z 13 |7]  epeasmen HH 915 15 17 18 19 20
W 15 16 17 1 13 20 1 233 3 M 3/ W I
.:; :: ;: = B O Tecn H e 12 noaBpa 2022 1. 22:30 M mw ®H
Cécynpme Tenympe zazun
- 5 tomoe cotemae
Mokasames
3 He cerogym ]  Cofoats coepermn nucsamn 38 » Npscpoinia @ wenlip 2002 1. 18:00 Ceragys
(3 B paBome MpeacTassge {5 AHeE]
() Nipepconmse =] ® 15 nontpe 20221 1200
(3 Mipacpoutiniue CobpaTe coag; L ey B OTmeTkTe snomHenime | v lpazsrL
Opfanmsatap: AnEsraHED @ 15 noadps 2022 ¢ 12-00
() Bunoanenrse Comprog Otson
() Boe CoCToRHRE! MpOCRENENE
HaniHgags
M etttz
@ MO [Tasks Anenchiap Cuusgmon]
@ ModOguc |Anercanap Frpnos]
@ Mo#Oidenc [Encria Crugnona)
1= 1 (i) Mepongsmne A
MaHenk kaneHgapa MakHens APocMoTPa sagadi CTpoka cocToAHMA MaHent MepONpHMATHA

Pucynok 171 - Cnincoxk 3aau
DJIeMeHTHI ITaHe I 3a1aY:

— [laHenb UHCTPYMEHTOB.

— [laHens kajeHgaps.

— Cmcok 3ajady.

— [laHesb mpocMoOTpa 3aJ1a4yu.

— IlaHenp MepoNpUITHM 3a7a4.

— CTpoKa COCTOSIHHSI, COePXKUT KHOIIKY O0ToOpakeHus [laHesin MeponpusTyi 3a/1a4.
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9.2 Cincox 3amau

Crmcoxk 3ald9 COHOep’KUT YIIPpABIMAIOOIYIO IIdHeJIb W HelmoCpeACTBeHHO CaM CIIMCOK,

conepxarui 3ajauu (cm. Pucynok 172).

!
O

N O R O R I R

HoBaa 3agaua | LLENKHMTE 3gece 013 40DABNEHNA HOBOH 3808uUM OuneTp 33834 <Ctrl+Shift+K>

a

Hassanwe Cocro Cpok BbiNoAHEHHA

SEHOHYHTE HCCNEqoBaHKE K MCnonHeHuo OTMETKE O BbIMOAHEHHA

MpropureT
MNepenats B BYXranTERHIC K MCMOAHEHHID
HaseaHme
= [pocpodeHa 12 Hopbpa 2022 1. 22:30

TeCTHROEEHHE NPUNOHEHHHA Cocroaxue

A O T

CDOK BbINONHEHWA

Janaua AnekcaHgpa # [lpocpoyesa 11 HoRGpA 2022 r. 22:00

[aTa BMNoAHEHHA

Cofpath CEEAEHMA O NOCAEAHKK 3a8a4ax = MpocpoYera 9 HoRbGpA 2022 r. 15:00

Mecro

KaneHgapes

BoTpeuya C Konnerami = [pocpoyeHa 11 HoRbpa 2022 r. 22:00

ABTOp

BoccraHoBMTL Nopaaock cronbuos

Pucynok 172 - Cnincoxk 3azauy

BribepuTe 3asaduy B CIMCKe U IMPABOW KHOIKON MBIIIM BBI30BUTE KOHTEKCTHOE MeEHIO.

BynyT nocTtynHsl cieayomye 1eiCcTBUs AJisl BBIOpaHHOM 3a7jauu:

OTKpBITh 3aa4y.

Hosas 3agaya Ctrl+D/$2Cmd+D.

Bripesats Ctrl+X/sCmd+X.

Komuposates Ctrl+C/$Cmd+C.

BcraBute Ctrl+V/sCmd+V.

OTMeTHUTh BBITIOJIHEHHBIE.

[Tpuopurer (Huskmii, O0branbIii, BoicoKHii).
Otnoxuts 3agauy (1 gac, 1 gens, 1 Hegesno).
Kanennaps (BbIOpaTh KajleH1aph M3 CIIMCKA JOCTYIIHBIX).
[Tpeo6pazoBats B (Coobmienue, CodbiTHE).

Y panuts 3agady.

Crmcok 3a71a4 Co/IepXXKUT KOJIOHKU, 0TOOpaXkeHHeM KOTOPBIX MO>KHO YIIPaBJISTh C IOMOIIbIO

MeHIO BbIGOpa kosoHOK. Haxkxmure Ha KHOIIKY

R KW B BLBIII4J4IOIEM CIIMCKe OTMeTbTe KOJIOHKH,

HEO6XOHI/IMI)I€ JJIA OTO6pa>KeHI/I$I, HCXOJd U3 cilieqyromero CIikMCka:

— OTMeTKa O BBLIIIOJTHEHHH.
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— [Ipuopurer.

— Ha3zsanwue.

— CocTosiHHE.

— CpoK BBITIOJTHEHUSI.
— JlaTa BBIIIOJIHEHMS.
— Mecro.

— Kanenpaps.

— ABTOp.

BbI6epI/ITe BoccranoBuTh MMopAIoOK CTOJIGIIOB IJIsd Tiepexoid B OpUT'MHAJIbHOE COCTOsSHHe

110 YMOJITYaHHIO.

9.3 IIanesns mpocMoTpa 3aga4u

[Ipu BbIOOpE B371emMeHTa B CHMCKe 3a/lad IaHejgb MNPOCMOTPA 3a[a4 COAEPXKUT TeKYIYI0

BbIJIeJIeHHYI0 3a7a4y (cM. Pucynoxk 173).

Mepepate B Byxrantepuio OTmeTHTb EI:III'IDJ’IHEHHI:IE| | |
OpralvIaTop Anexcaqan ' '
CMMpHOB Hu3kMiE
COCTOAHME! K MCNOAHEHMID o  OBLMHLI
BeICOKMIA

Pucynok 173 - [Ipocmotp 3amaumn
Ha mnanenu orobpakatoTcsi Takue jAeTaid 3adaud, kak Omnmcanme, OpraHusarop,
Cocrosinmue.
B npaBoii 4acTu naHesnb COIepXKUT yIPaBJISIOLIMe 3JIeMeHThI, TI03BOJISIOIIe!

— OTMeTuTh 33/1a4y KaK BLITIOJTHEHHYIO.
— Mamenutsb npuopuret 3a1aud (Huskmii, O0b1uHbIi, BeICOKMIT).

— Yanuth 3aavy.

9.4 IIanens KaseHgaps

[Tanensb kanmengaps compepxut (cM. Pucynok 174):

— HeDOOoJIBINION KaJleH/1apb, OTOOPAXKAIOIIUM TeKyIIUi MecCsIl.
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— UIbTp oTOOpakeHUs 3a/1ad.

— CITMCOK BCeX JOCTYIIHBIX KaJIeHIIHPEfI.

< Hionk

MH

4
11
18
25

Mokazate

BT

12
19
26

() Ha cerogmna
() B patiote

() Npegcronwme

Cp

h

27

() MpocpoyeHHmEe

() BeinoAHeHHbE

(®) Bee

Hanenpnaps

MoK KaneHgape

MorOdmc [Tasks Anercangp CMHpHOB)
MorOdmc [Anekcangp CrvrpHOB)

14
21
28

15
22
9

MaiOdme (EneHa CMHPHOBE)

Co

16
23

Pucynok 174 - Ilanens kaneniaps

DunbTp 0TOOPaXKeHUs 3a71a4 COIePXKUT BapUaHThl UCXO/ISl U3 CJIeTyIOIlero CIrcKa:

— Ha ceronus.

— B pa6ore.

— IIpeacrosiue.
— [IpocpoueHHEIe.
— BrinosiHeHHBIE.

— Bce.

HJISI OTO6pa)KeHI/I$I / CKPbBITHS IIaHeJIX KaJleHdaps IeJIMKOM B KOMdHIHOM MEHIO BbI6epI/ITe

Bupn > Kanengaps > Ilanens kanenaaps > Iloka3aTh maHe b KajleHJaps.

HJISI OTO6pa)KEHI/I$I / CKPbITHA IIdHEJIM C MAJIEHbKUM KdJIeHIdpeM B KOMdHIHOM MEHIO

BbiOepuTe Bug > Kanengaps > Ilanens kanenpaps > Kanengapuk.
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HHSI OTO6pa)KEHI/I$I / CKPbITHA IIdHEJIM CO CIIMCKOM KaﬂeHHaPEﬁ B KOMdHJHOM MEHIO

BbiOepuTe Bupg > Kanengaps > Ilanens kanenmapst > CIHCOK KaJleHAaperi.

HaBI/II‘aI_II/IH II0 MaJIeHBKOMY KdJIeHJdpPlO II03BOJIAeT 3d/1dTb /14Ty BHOBb C031aBaeMou

3a1a4H.

(I)YHKL[I/IOHHJ'I CITMCKa KaHEHILHPEﬁ IMO3BOJIMET YIIPAaBJIATb BUAUMOCTBIO KaJIeHJapeu.

9.5 Co3ganue 3amauu

I co3gaHysi HOBOM 3a/1a4M BBITIOJIHUTE OJTHO U3 CIeqyIOIIUX JeUCTBUM:

— BbIOepuTe MyHKT koMaHaHOro MeHI0 Co0bITHA U 3amaun > HoBas 3amauya;

— BbIOepUTE TYHKT KoMaHjaHoro wmeHio CobbrTmss u 3amayu > Kasengaps, B

OTKpbIBHIEMCS KadJleHIddpe BbI6epI/ITe JeHb, BbBI3OBHMTe KOHTEKCTHOe MEHIO U BbI6epI/ITe

koMmaHny HoBast 3agava;

— Ha [IaHeJIW WHCTPYMEHTOB HaXMHUTE KHOIIKY BbI30Ba MeHIO — (MeHi0o MoitOduc

IToura), B nosiBuBIIIEMCs MeHIO BbiOepuTe Co3maTh > 3agaya;

— Ha [IaHeJId UHCTPYMEHTOB HAXKMUTe KHOIIKY EI}HOBEﬂ 3afa4a

— gaxxmurte coyeranue kiasuml Ctrl+D/$Cmd+D;

- BbI6€pI/ITe OIHWH M3 crocoboB CO3IaHHS 3aJla4M Ha ITaHEeJIM MepPONPUSTUH;

— JUIS CO3[JaHMS 33/1a4M Ha OCHOBe COOBLITHS BbIOepHTe COOBITHe B KaleHjape, OTKpOiTe

IUIsl HeTo KOHTeKCTHOe MeHIo, Jjasiee BbiOepuTe IIpeodpasoBaTh B > 3amauy;

— 11 CO3[IaHKS 3aJaYM Ha OCHOBe COODIIeHus BbI6epI/ITe COOOIIIeHHe B CITHCKe, OTKpOI)'ITe

KOHTEeKCTHOe MeHI0, BbibepuTe IIpeodpa3oBaTs B > 3amauy.
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Ha skpane oToOpa3utcs 1ranorosas naHesb co3faHus 3aiaud (cM. Pucynok 175).

Hosaa zagava:

3apaua [Mpaska Bwa  Hactpoikw

8 Coxpanmte v 3axpeite @ MpueatHocTs v [ﬂJ MpyKpen1TE lﬁ[)’mnurb

Kanenaape: MobOduc (Tasks Anexcanap CMUpPHOE) w
Hazsarwe: [Tl."!‘.lr'? (oBAzaTeNLHD) ]
MecTo:
HanoMuHanWe: 08.11.2022 hd 13:04 o hl'l
U
Cpok: 08.11.2022 v 1404 v |
CocroaHue: K McnonHeHum »
MNoeTop: He noeTopATs b

Onucanune: BnoxeHua:

T~B I Y :=:Z

Il
131
i
<
&

MNpuopwter:. mil

Pucynok 175 - Jluanorosas naHesb CO3/JaHUS 3aJJa4U

Ha manenu Juajiora HaCTpOﬁTe I10JIA 3a1a4HU.

— KaJjleH/1apb (BbIOEpUTe U3 CIIMCKA JIOCTYIHBIX CYIIeCTBYIOIINX KajleHJjapen);

— Ha3BaHMe 3a7ja4M (00s13aTeNIbHBIN TTapaMeTp);
— MeCTO 3a/1a4H;
— HAaCTPOMKU HAIIOMUHAHUU O BpeMeHU 3aJ1auy;

— CPOK BBbITIOJIHEHUS 3ald"U;

— COCTOsIHMe 3aflaud  (BblbepuTe U3 TpeyIOXKeHHbIX BapUAHTOB:

Beinosnnsercs, Beimosinena, OTMeHeHo);
— 4aCTOTa TIOBTOPEHUS 3a/1a4H;
— OIKMCaHUe 3aja4y;

— BJIOXXKEHHU B 3a/1d1y.
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9.5.1 HannoMuHaHNe U CPOK BHIIIOJIEHUS 3a/Ia4H

[lone HamoMmHaHue COIEpPXXUT HaTy U BpeMs HanoMuHaHus o0 cobbrtuu. [lone Cpox
COJIEP>KUT ATy YU BpeMsl BOSHUKHOBeHUs1 COObITUS. [Ipr He06X0IMMOCTH MOXKHO CBSI3aTh 3HAYEHUSs
3TUX TIOJIeN [IJI TOTO YTOOBI IIPW M3MEHEeHWU JAaThl 3aBepIlieHus] COOBITHS BpeMs HAallOMHHAHUS

CABUT'AJIOCH C YUYETOM JINTEJIbHOCTH 3da/1dYH.

Jl71st TOrO, YTOOBI CBSI3aTh JJaHHBIE TI0JIsI, HAKMUTE Ha CHUMBOJI, 0003HAYAIOIINIM CBSI3bIBAaHUE
nosieit Hanmomunanue u Cpoxk (cM. Pucynok 176).
HanomuHaHwe: 08.11.2022 v 1304 v _ll‘.'l
Cpok: 08.11.2022 v 1404 % ,Ju
Pucynok 176 - HecBsa3annsle nosst Hamomunanue u Cpok

Ecimu cBa3b BKJIIOY€Hd, TO IIpU HW3MEHEeHHWHW 3Hd4YeHHWd OOHOI'0 Hu3 noJjien 6y,I[ET

aBTOMATUYeCKH CKOPPeKTHPOBAaHO 3HaueHHe BTOporo (cM. Pucynok 177).

Hanomunanve: 94 08.11.2022 v 1304 v ‘"'n

_ 0
Cpok: 08.11.2022 v | 14:04 S

Pucynox 177 - Ces3annbie nosis Hanmomunanue u Cpok

B xomannHoM MeH!o BbibepuTe Hactpoliku > YacoBoii nmosic. [Ing noneii Hanmomunanue

u Cpoxk 6yayT oTobpakeHbl 3HaYeHHsT YaCOBBIX TOSICOB (cM. PucyHok 178).

HanommHadme: 08.11.2022 b 13:22 e _|I'| Eepona/Mockea
W]
Cpok: 08.11.2022 v 1422 v . Espona/Mocksa

Pucynok 178 - OtobpakeHure 4acoBOro mnosica
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Haxxmure Ha METKY YdCOBOT'O IIOsICA, HaA OSKpadaHe BO3HHUKHET BCIUIbIBAIOIIlee MeHIO,

cojiepxkaliiee CIIMCOK HeJaBHO BBIOpAHHBIX YaCOBBIX I0sICOB. Bbribepute JlomosiHUTEIBHBIE

yacoBble Mosica /ISl BO3MOXXHOCTHY BbIOpaTh pyrod yacoBou nosic (cMm. Pucynok 179).

YKAHMTE HAC0R0A NOAC =

08.11.2022 b 1322 b

Empona/Mockea e

OTrMeHa

Pucynok 179 - Beibop gacosoro nosica

9.5.2 YacTroTa nNoBTOpeHHs 3a/lauu

B pasnerne IToBTOp BBIOEpHTE M3 CIIFICKA HEOOXOAMMOE 3HAUYeHHe UCXO/ISI U3 BAPHUAHTOB:

— He MOBTOPSITH;

— eXXeJHEeBHO;

— eXXeHeJe/IbHO;

— KaX/1bl Oy/THUIM JIeHb;
— KaXXJble JIBe HeJellu;
— eXeMeCsIYHO;

— eXKeroHo.
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HJIFI bouee JIleTaJlbHOU HaCTpOﬁKH B 3TOM Xe MeHIO BbI6epI/ITe HaCTPOI/ITI), Ha 3KpdHe

0TOOpa3UTCsl IUAJIOTOBas MaHeIb HACTPOWUKY ITepUOAMYHOCTH 3a/1auu (cM. Pucynok 180).

MameHuTe NnoBTO PEHKWA

3agaTe NEPHOAHYHOCTE

MoBTopATe  emegHeBHD

o LEVH

Kaxaei gede Hegemm

YpoBeHb NOBTOREHWA

HeT koHeuHol fathl

o MosTopATE TONBKD

Mosropare 40

MpepBapUTENLHLIA NPoCMaTp

Hosrbpe 2
Mu Br Cp M7
1 2 3
7T 8 8|10
14 15 16 17
21 22 23 24
28 29 30

(8.1 1. 202

022

Mnr C6 Bc
4 5 B
11 12 13
18 19 20
25 26 27

3% news

<>

19
26

pa3

Aexabps 2022
Br Cp 4t N7 C6B
1 2 3
& 7 8 9 10
13 14 15 16 17
20 21 22 23 24
27 28 29 30 A

Be

11
18
25

2
16
23
30

BT

3
10
17
24
Ell

Aupape 2023
Cp Mr Mr CB

4 5 & 7
1112 13 14
18 19 20 21
25 28 Z7 28

Pucynok 180 - HacTtporika 4acTOTBI TIOBTOPEeHUs! COOBITHS

3ajiaiTe MepUOAMYHOCTh BBHIMOJIHEeHUs 3a/aud. B 3aBUCUMOCTH OT BbIOpaHHOrO BapHaHTa

OyneTr oToOpakeHa JIOMOJIHUTEJIbHAS TTaHeJIb HACTPOUKHU.

Ilpu BbpiGOpe IloBTOpPATH exkemHeBHO HA JKpaHe IOSIBIISIIOTCS  JIOTIOJHUTEJIbHbIE

YIPaBJISIIOIIME 3JIeMeHThl, IO3BOJISIIONIME BbIOpaTh MEPUOAWYHOCTb JHeW (KaKObli 3afaHHBIN

JleHb), TM0O0 KaXKIbIi JleHb Heslenu (cM. PucyHok 181).

JapaTk NEPUOJHUHOCTE

MosTopAT:

2XEAHeBHD

O Ka i

Kaxnbii geHs Hedenm

Pucynok 181 - HacTporika exxe/lHeBHOrO IOBTOPeHUS
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[Ipu BbIGOpe IlOBTOPATH ekeHeNeJIbHO HA OKpaHe TMOSBISIIOTCS JIOMOJIHUTEIbHbIE
yIpaBJISIolYe 3JIeMeHThl, M03BOJISIONe BbIOpaTh MepUOMYHOCTb Heflelb (KaXkIylo 3aIaHHYIO
HeJIeJIi0), a TaKXKe JHU HeJleJid, B KOTOPble JOJDKHO BO3HUKATh COObITHe (CM. PrucyHok 182).

3apare NepUoSMUHOCTE

MoBTOpATE | emeHEAEABHO i

Kamayio 18] Heaenr

B | MMM Cp Yt Mr | €6 | Bc

Pucynok 182 - Hactpoiika exxeHeJleJIbHOTO ITIOBTOPEHUSI

HpI/I BbI60pe HOBTOpﬂTIx €eHeMeCAYHO Ha OJOKpadHe IIOMBJIAI0OTCA JOIIOJIHHUTEeJIbHbIe
ylpaBjsitoniye 3JieMeHThI, I103BOJIIIoIre BbI6paTb IIEpUOANIHOCTDb MeCdleB (Ka)K,J.'[bIﬁ 3aJlaHHbIN
MECSIII), a Takxe b0 KaXK bl KOHerTHbIIZ JeHb HeJeJu, mbo KOHKpeTHble IOHHW MecCdlld, B

KOTOpBIe I0JDKHO BO3HUKATh COObITHE (cM. PucyHok 183).

3apaTE NEpMOAWUHOCTE
MoBTopaTte  ewemeciuHe =
Kaabiii 119 Mecal
L 5 WK St
1 2 [ a4 s [s&]7
EBER o | 1 12| 3] 4
O B oreyowme prn | 15 | 16 18 | 19 | 20 | 21
22 | 23 | 24 | 25 | 26 | 27 | a2e
29 an 31 MocneaHWia 4eHs

Pucynok 183 - HacTporika exxeMecsiYyHOTO IOBTOPEHHs

Ilpu BeiOOpe IlOBTOpPATH e€xkerogHO HA JKpaHe IMOSIBISIIOTCS  JIOTIOJHUTEJIbHbIe
YIIPaBJISIIOIIME 3JIeMeHThI, II03BOJISIIOIIMe BhIOPATh MepUOANYHOCTD JieT (KaXKIbli 3aJJaHHbIN T'O1), a
TaKkXKe JIMOO KaXk[Iblii KOHKPeTHBbIM JleHb Hefesid, MO0 KOHKpeTHble AHU Mecsiia, B KOTOpbIe

TOJKHO BO3HUKATH cobObITHe (cM. PucyHok 184).

3aA4Th NePHOAMHMOCTD
FIOETOPATE  EXerogHo ~
Kamasii: 1% roa
Kaos i o =
0  wopoi v BropHak v
Hoabpe

Pucynok 184 - HacTpotika exerogHoro moBTOpeHus
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ITpu nroboM M3MeHeHWH ITapaMeTpOB IepUOJWYHOCTM Ha naHenu IlpenBapuTenbHBIN

npocmoTp OyAyT BblJleJieHbl HU, B KOTOpble JaHHAas 3a7a4a Oy/ieT IOBTOPeHa.

9.5.3 HacTpoiika npuBaTHOCTH 3aaqu

HHSI HaCTpOI;'IKI/I IMPUBATHOCTHU 3a1d49¥1 BLIIIOJIHUTE OOHO U3 CJIeJYIOINUX IEerCTBUM:

— BblOepuTe MyHKT KoMaHaHoro MeHio Hactpoiiku > IlpuBaTHOCTB;

— HAXXMHUTe KHOIIKY ﬁ MNpuBaTHOCTE ¥
B nogBuBIIEeMcs crivcke BbI6epI/ITE THUII IPUBATHOCTH, UCXOJ4 U3 CJIeAYIOIINX BAPHUAHTOB:

— ny6yIM4HOe COOBITHE;
— TI0Ka3bIBaTh TOJIBKO JIATy ¥ BPeMS;

— JIMYHOE COOBITHE.

9.5.4 JlobaBiieHne BJI0OKeHHH B 3a1a4y

Cy1iecTByeT BO3MOXXHOCTD JI00aBJIeHUsI BIIOKeHHH B 3a71a4y. TUITbI BIIOSKEeHUH:
— aii;

— CChUIKA Ha BeO-CTpaHUILY.

Hns  Broxenuss ¢aiioB B 3a/ladyy HaXXMUTe KHOIIKY U Mpukpenvre  Ha  nanenw
pelakTUpOBaHMS 3aJlaui. B OTKphIBILIEMCSI CHCTEMHOM Jihajiore Beibepute ¢aiis1, mocse Bbibopa oH

6yner orobpakeH B maHesin BiioxkeHus.

st Toro, 4TOOBI MPUKPENUTh BeO-CTpaHUIly K 3ajiade, BbIOepUTe OJUH U3 CIIeYIOIIHUX

CIIOCOOOB:

— BeIOepuTe yHKT MeHIo HacTtpoiiku > IIpukpenuts > Beo-cTpanuny;

— Ha ITaHeJIH BIIOXKeHUM OTKpOIZTE KOHTEeKCTHOe MeHIO, 3aTeM BbI6epI/ITe ITYHKT

IIpukpenuTsb Bed-cTpaHuLy.
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B OTKPBIBIIEMCY IHUdJIOTe BBequTe aJgpec BE6-CTpaHI/IL[bI, OHa 6y,[[€T OTO6pa>KEHa B ITaHEeJIN

Bnoxenus (cM. Pucynok 185).

Onucanne:  Bnoskenwa (3 YuactHuew (1)

1.html
hmtoggle_arrow.gif

mycffice.ru

Pucynok 185 - Ilanensb BoxeHu# B pelakTope 3aia4uu

IIo HaxaTHio npaBoﬁ KHOIIKM MbBIIIIKM Hd HWMEHH BJIOKEHHUS Hd OKpdHe BO3HHKdeT

KOHTeKCTHOe MeHIO, Co/iepXKallliee Ciieqyroiire 3JIeMeHThI.

- OTKprTI) - cbafm 6YJIQT OTKPLIT B COOTBETCTBYIOIIEM IPUIOKeHWH, CCbLIKA Ha BeO-
CTpaHUIy OTKPOETCA B CHCTEMHOM 6pay3epe, TO Xe caMoe JIeHCTBHe HpOHSOfIJIET npu1

IBOMHOM KJIMKe Ha BJIO)XKeHHe.
— CoxpaHuTh - Oy/ieT OTKPBIT CUCTEMHBIH IUaJIor COXpaHeHUs BJIOXKeHUs Ha JIVCKe.
— KonmupoBars cChUIKY - B 6ydep o6MeHa Oy/ieT CKOIMMPOBAHA CChIIKA Ha BIIOXKEHUe.
— Yaanurs - BioxeHue OyjieT yJiajeHo 13 3a/1auu.

— YnanuTs BCé - BCe BIIOXKeHUs OyJleT yiaieHbl U3 3aa4H.

9.5.5 Ilpuopuret 3axauu

st Toro, 4ToOBl HACTPOMTHL NMPHUOPHUTET 3a7aud, BbibepuTe MyHKT MeHi0 Hacrtpoiiku >

HpI/IOPI/ITET. B OTKPpBIBIIEMCSH CITMCKe BbIﬁepI/ITe OIIVH U3 BAPUAHTOB IIPUOPUTETA:

— HU3KHWM;
— OOBLIYHBIH;

— BBICOKHM.

9.5.6 CoxpaneHue 3a1auu

HHH COXpaHeHUA HOBOM 33la4X Ha ITIaHeJIn PenaKTHUPOBdAHUSA 3d/1d9H BbI6epI/ITe ITYHKT M€eHIO
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3anat1a > Coxpa}m'rb. HHSI COXpPdHEeHUd 3d/1a9i W 3aKPbITHUA OHaJIOra BbI6epI/ITe IIYHKT MEHIO

3anmaua > CoxpaHUTh U 3aKPBITh, JINO0 HAXKMUTE KHOIIKY E%CGKPHHWE W 33KPLITE

9.6 PepakTHpOBaHUe 3a/1a4H

HJISI pedaKTUPOBaHHWS 3a1Id9U BbIIIOJIHUTE OJHO M3 CIIeAYIOUX IerCTBUM:

—Ha Ilanenu MeponpusiTuii BbIOEpUTe 33/lauyy B CIIMCKe, HAXXMUTE IPaBYI0 KHOIKY

MBbIIIXU U BBITIOJIHWUTE ITYHKT MEHIO OTKpI»ITI) 3a/iavy;

—Ha ITanenn mMeponpusaTHii BbiOepuTe 3a7ja4y B CIIMCKe, COBepIINTe IBOMHOW IeTI0K

JIeBOM KHOIIKOMN MBIIIIY;
— Ha maHen 3ajiayM BbIOEpUTe 3alKCh B CIHCKe COOBITHH, IJISl 3TOTO Ha)KMUTE KHOIIKY
# Mpaeka
— Ha [IaHeJId 3a/fa4¥ Ha)XKMUTe Ha 33/1avy JIBOWHBIM IIeJTYKOM MBIIIIH;

— Ha IIaHeJIn 3anatm BbIﬁepI/ITe 3aIIMCh B CIIMCKe 3ad1da4, Ha’)KMHWTe IIPaBYIO KHOIIKY MbIIIA

" B KOHTEKCTHOM MEHIO BBIIIOJIHUTE ITYHKT MeHIO OTKpI)ITB 3agavy.

Ha okpaHe oOTKpoeTcss [Auanor pelakTAPOBAaHWS 3ajauyd. FEro BHeIIHWNA BUA U

qJYHKI_II/IOHaJIbHOCTb dHAJIOTUYHBI AHWAJIOT'Y CO3dHHKS 3a1d49H.

9.7 Ynanenue 3agauu

HJI?I YAalleHUd 3a/ia9y BBIIIOJTHUTEe OJJHO M3 CIIeAYIOIINX JIeMCTBUM:

— Ha [lanenu MEepONpUSITUN BbIGepI/ITe 3d1d49y B CIIMCKe, 3daTeM HdXXMHTe IMPAaBYI0 KHOIIKY

MBbIIIX W BBITIOJIHWUTE ITYHKT MEHIO YI[aJII/ITB 3aiavy,

— Ha [lanenu MeponipusaTHii BbIOeprTe 3afjauy B CIKCKe, HaxmMuTe kiasuiry Del;

— B Crivcke 3a1a4 BeIbepuTe 3a/1avy, Haxkmute kiaBuiiry Del;

—B Crucke 34144 BbI6epI/ITe 3d1d49y, Hd IIdHeJIM HWHCTPYMEHTOB HAXMHWTe KHOIIKY

m ¥aanute

— OTKPOWUTe AUAJIOT pPelaKTUPOBAHUS 3a[1a4U, HA)KMUTEe KHOIIKY myﬂ-aﬂ L
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9.8 IIaness MeponipuATHIA

OTKpOI:ITB IIaHeJIb MepOHpI/IHTI/Iﬁ Ha ITaHeJIN 3aia4 OJJHHUM K3 CJIeJYIOIIUX Croco0boB:

— BbIOepUTe TYHKT KOMaHOHOTO MeHIO Bux > Meponpustua > Iloka3spiBaTh

MepONpPHUSATHS;

— Ha [IAHeJIW WHCTPYMEHTOB HaXKMHUTe KHOIKY BbI30Ba MeHIO — (meHio MoitOduc
IToura), B mosiBuBIIeMcs MeHIO BbiOepuTe Bum > Meponpustus > Iloka3spiBaTh
MepONPUSTHUS;

Tl
— B HIDKHEM IIPaBOM YTy 9KpaHa Ha CTPOKE CTaTyCa HaKMHUTe KHOTIKy ~ [(20) Meponpuatis A~ -

— gaxxmurte F11.

B HpaBOﬁ YdCTHU OCHOBHOTI'O 3KpdHa OTKPOETCH IIdHeJIb MepOHpI/ISITI/IfI, KOTOpa#d, B OTIIN49Hne

OT IIaHEeJIM MepPONPUSITUM KaJleHaaps, 0T06pa>1<aeT TOJIBKO CITMCOK COOBLITHH.

Cy1iecTByeT Tpy BapuaHTa OTOOPaXKeHUsI CIIMCKA COOBITHIA:

JeHn

Pexxym BkIIOYaeTcs B KOMaHJIHOM MeHIO BI/II[ > MEPOHPI/IHTI/IH > IlokaswsIBaTh AeHb. Ha

JKpaHe OTO6pa)KHETC$I ylpapsitoniaa IIdHeJIb OTO6pa)KeHI/I$I u BbI60pa JHs, a TdKXKe IIdaHeJIb
COOBITUM ITaHeJIb CO6I)ITPII>1, KOTOpasaA COOEpXUT CIIMCOK COOBITHH JJIA BbI6paHHOI‘O JHI.
HCHOJ’IBBYI\/‘ITQ KHOIIKM < ¥ >, a TakKXe KaJleHOapb i IepekIioYeHus TEKYIHEﬁ AaThI.

(cM. Pucynok 186).

14I1|-| < B >

Hoafpb 2022 KH 46

Ilﬁg Hoeoe cobbimue

Cerogua
JaeTpa

11:00 Mpoekt 1
12:00 O6zop

MpeacToAwme (5 gHeM)
17 voabpa 2022 r. 14:15
Gesz HazBaHWA

Pucynok 186 - Pexxuim oTobpakenus JleHb

Kanengapns

Pexxum  BkiIIOWaeTcd B KOMAdHIHOM MeHIO BI/ID,' > MEpOIIpI/IHTI/IH > IlokxaswsIBaTh

KaseHnapuk. Ha skpaHe oTobparkaeTcs yrpaBisifolliasi MmaHesb OTOOpakeHHsi U BbIOOpA JIHS, a
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TaK)Ke MaHeJlb COOBITUM MaHeb COOBITUM, KOTOPAsi COAEP>KUT CIIMCOK COOBITUH ISl BHIOPAHHOTO
nus. Hcnonb3yiTe KHONKU < U >, a TakXKe KaJleHIapb /i IepeK/IIoueHus TeKyIed JaThbl.

(cm. Pucynok 187).

< Hoatpe » € 2032 3

Mu Br Cp Yr Mr Co Bc
1 3 4 5 &

7 B8 0 11 12 13
14 15 16 17 18 19 20
2 22 23 24 25 ™ 7
28 29 30

ﬁ; Hosoe cobbmue

CerogHa

3asTpa

11:00 NpoerT 1

12:00 O6sop

MpeacTofwme (5 gHEH)

17 noaGpa 2022 r. 14:15
bes_HazeaHWA

Pucynok 186 - Pexxum orobpaxenus Kanenmapp

TonbKO CIMCOK COOBITHIA

Pexxym BiITIOUaeTcs B KOMAHJIHOM MeHIO BI/IH > MEPOIIPI/IHTI/IH > Hudyero ne

noKa3bIBaTh. Ha skpaHe oToOpakaeTcst TOJILKO CIIUCOK coObITui (cM. PucyHok 187).

Iﬁ Hoeoe cobemue

Cerogusa
Jaetpa

11:00 NpoerT 1
12:00 O6zop

MpeacToAwMe (5 gHeH)
17 wonbpa 2022 r. 14:15
bes_HazeaHMA

Pucynok 186 - Pexxum oTobpakenus ToIbKO CIIECOK COOBITHIA

-
JInst co3gaHusi HOBOTO COOBITHSI HaXXMHUTE KHOIIKY Eg Hoeoe cobumie OTKPOETCS [UaJIor

CO3[IaHMI HOBOT'O COOLITHUS.
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B cmmcke cobbrTuin BbI6epI/ITe CO6BITI/Ie, npaBoﬁ KHOIIKOM MBIIIIU BBI30BHUTE KOHTEKCTHOE

MEHIO, B KOTOPOM OYyJIyT IOCTYITHBI CJIeIyIOle KOMaH/ bl

— OTKpBITE.
— [Ipeo6pazoBath B (Coobmenue, 3agauy).

— Vnanute cobnitue Del.
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10 U3BBEINEHUA O COBBITUAX U 3ATAYAX

B ciydae, eciii HacTynmaeT CpoOK OIOBeleHHS O COOBITHSIX WIM 33jjladaX, BO3HHUKAIOT
HAallOMMHAHUS ¥ YyBeJIOMJIeHMs, HACTPOMKH KOTOPBIX IIPUBelleHbl B pasjeiiax HaCTPOUKHU

HallOMWHAHUU, HACTPOUKHU YBeJIOMJICHUM.

Ilpy BO3HUKHOBEHHMM COOBITUSI WIM 3alayd B Cjydae, ecjid ObUIM yCTaHOBJIEHbBI
COOTBETCTBYIOIIME HaCTPOUKU:
1. Bo3HukaeT 3ByKOBOM CUTHAJ

2. Ha OKpaHe BO3HHK4ET CHCTEeMHBIM IHAJOr C HAIIOMHWHAHWEM O coOBITHIX / 3da49ax

(cm. Pucynok 187).

Moura anA «alexandr.smirnov@techwr.myoffice.ru» noayunn 1 Hoeoe c... x
Hanomunanne o sagave «Cobpare cocaenma o ey Office Reminders
NOCNEIHHK 23Aa4aND

LODPaTE CBEAEMAA O NOCAESHHN 33,0343
Pucynok 187 - CrucreMHas naHesb ONIOBellleHUsI O COOBITUM / 3a/1aue

3. Ha OKpPaHe BO3HHUKAET OUAJIOrOBds IIdHeJIb, COJepXKdllldsd HAIIOMHWHAHHA O COOBITHIX /

3ajavax (cM. Pucynok 188).

A 4 HvanomuHaHna - O X
e OTnomuTe Ha
8 Hoabpa 2022 r. 11:30 - 12:30
MoapoBhee... 3 MUHYT
10 mwnHyT
CoBpaTe cEEAEHWA O NOCNEIHMX 334343 9 H (5T
Jagava Anekcangpa 11 H 30 muHyT
45 MuHyT
TecTupoeaHue npraoxeHni M
1 4ac
2 vaca
1 AeHB
518 v
OTno®WTE BCE HA W ¥ MARYT v X

Pucynok 188 - [Tanenb HarlOMUHAHUS O COOBITHSX / 3aa49ax

BbI6epI/ITe CTPOKY B CIIMCKE, HA’XMHUTe HOHPOGHEE... IJId OTKPbITHUA JHAJIOTOBOM IIaHEJIN

PeJaKTHPDOBAHHUSA coOpITH / 3a1a4H.
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ITpr HeO6XOAMMOCTH OTJIOXKUTD WX NIPEKPAaTUTh COOBITHE WU 3a7jady, BbIOepuTe CTPOKY B

CIIMCKe, J1ajiee HaXKMUTe KHONIKY OTaoxkuTh Ha wiv IIpekpaTuTts.

HpI/I H606XO,[[I/IMOCTI/I OTJIOKHUTDb WJIK IIPEKpPAaTUTh BCe COOBITUS WIIH 3da1a4H, HCHOJ’IBBYIZTE

kHOnKM OT0%UTH Bee Ha win IIpekpaTuts Bee.
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11 AAPECHA{ KHUT'A

11.1 OTkpoBITHE AAPECHOM KHUTH

YTo6BI OTKPBLITh aIpeCHYIO KHUT'Y, BBIIIOJIHUTE OJHO U3 CJIeAYIOIIUX JIeVCTBUH:

— BbIOepurTe MyHKT KoMaHAHOTro MeHI0 IHCTpyMeHTHI > AfjpecHast KHUTA;

— Hd [IdHeJIM UHCTPYMEHTOB HA>KMUTE KHOIIKY EI AgpecHan kHura )

— Ha [IaHeJIW WHCTPYMEHTOB HaXMHUTE KHOIIKY BbI30Ba MeHIO — (MeHi0o MoitOduc

IToura), B nosiBuBIIIEMCsI MeHIO BbiOepuTe MHCTpyMeHTHhI > AffpecHast KHUTQ;

— Haxxmurte codetanue kiasuil Ctrl+Shift+B/{ Shift+Cmd+B.

A)IpeCHaﬂ KHUT'd OTKPOETCd B HOBOM OKHE.

11.2 O630p unTepdeiica agpecHO KHUTH

[Tanenb agpecHOV KHUTH BBITVISIAUT Clleytoimm obpa3om (cM. Prucynok 189).

®aiinoBoe MeHW  AfpecHble KHUMM  [laHenb UHCTPYMEeHTOB CnrcoK KOHTaKToB [laHHble KoHTaKTa

& Agpecnan grura — O >

®ain Mpaeka Bup MHCTpymeHTm  Cnipasi

@ HoBblii HOHTAKT ~ 3— CrMCOK KOHTRKTOB “} CUHXpOHMW3ELWA £ 1ma unn e-mail &

npec

Wma JNeKTPOHHEA NoYTa A | OpraHwsauns | Patgumid Te.. [eal

-~ B Bce agpecHble KHAMM

AnekcaHgp CMUpH... alexandr.smirnov@techwr.myoffice.ru MyOffice

B Nwunan aapecHan KM

Elena Smirnova elena smimova@techwr. myoffice.ru MyOffice
B MoitOduc [My AddressBook)

AnekcaHgp CMUpHOB "

TnofansHan aapecHan KHWra

8 CobpaHHbie agpeca

KOHTaKTHbIe [1aHHble

Mouta
aﬂEI{TpOH Haf noyTa:
alexandr smirnov@techwr.myaffice ru

BCero KOHTAKTOE B JIWYHaA agpecHan kHura: 2

Pucynok 189 - Anpecnas kaura

11.3 KomanaHoe MeHI0 aipeCHON KHUTH

KomaniHoe MeHI0 aipeCHOM KHUTH BBITJISIAUT Cliefyionmm oopa3om (cM. Pucynok 190).
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AgpecHan kHura — O *

®ain Mpaska Bug MHCOpymenTe  Cnpaska

(F) HoBblii KOHTEKT I CMCOK KOWTEKTOB ¥ 4 CMHXDOHWSALMA © Mma unn e-mail agpec

Hma INEKTPOHHEA NoYTa A | Opranmzauma | PaGouwi Te... )
~ B Bre aApECHBIE KHMIM

AnexcaHap CMUpH... alexandr.smirnov@techwr.myoffice.ru MyOffice
B NwyHan agpecHan KHWME

Elena Smirnova elena smimova@techwr. myoffice.ru MyOffice

8 MoitOdumc (My AddressBook)
Anekcanap CMUpPHOB ~

[nobaneHan agpecHan kHUra

B CobpaHHbie agpeca

KoHTaKTHble laHHble

Mouta
BHEI{TPOH Haf noJTa:
alexandr smirnov@techwr.myoffice.ru

Bcero koHTaKToS B IM4HaA 34PECHaA KHMMa: 2

Pucynok 190 - KomangHoe MeHIO aJjpeCHOM KHUTH
11.3.1 Paiin

Mento @aii1 Coflep>XUT Ciie/lyroliye KOMaH/bl:

1. COBHHTL — IpHu Bblﬁope JAHHOM KOMAaH/IbI OTKPBIBAETCA IMOOMEHI0 CO dIedyromurMu

KOMaHIaMU:
¢ KonrakT agpecHoit kuuru Ctrl+N/€Cmd+N — co3naTh HOBbIN KOHTAKT;

o Cmucok PACCBLIIKH — CO31aThb HOBBIM CIIMCOK PACChUIKH;

e AlpecHy10 KHHTY — CO3/IaTh HOBYIO aJ[peCHYIO KHUTY;

o Anpecnyro kaury CardDAV - coznaTth HOBYIO afipecHyto KHUTY CardDAV;
e Karamor LDAP - co3gats HoBbIM KaTanor LDAP;

e CooOmienne — co3nath HOBOe COODIIeHue.

2. Ileuyars konTakTa Ctrl+P/s8Cmd+P — oTKpbIBaeTCsl CHCTEeMHBIN Uajor IJis IedaTy

TeKyIero KOHTaKTd.

3. IleuyaTh agpecHON KHUTHM — OTKPBIBAETCSI CHCTEMHBIA HAJIOT JJIsl 1eYaTH afpeCHOM

KHHUI'U.

4. 3akppITh Ctrl+W/3Cmd+W — 3aKpbITHe OKHA afjpeCHON KHUTH.
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11.3.2 IIpaBka

Mesnro IIpaBka cofiepxuT ciiefytoIiyre KOMaHIbl:

1. Ormenurts Ctrl+Z/2Cmd+Z — oTMeHUTD NTOCTIeIHEE BbIOpaHHOE JIeHCTBHe.

2. IloBropurts Ctrl+Y/s8Cmd+Y — noBTOpUTH NIOCTIEIHEe BEIOpAHHOE JIeHiCTBYE.

3. BseipesaTts Ctrl+X/%Cmd+X — BbIpe3aThb BbljieJIeHHbIN TEKCT.

4. Kommpoars Ctrl+C/:Cmd+C — xonvpoBaTh Bbl/IeJIEHHBIA TEKCT.

5. BcraBurs Ctrl+V/$Cmd+V — BcTaBuTh TekcT U3 bydepa obmeHa.

6. Ymanuth koHTaKT Del — ynanenue TekyIiero KOHTaKTa.

7. Boigenutsb Bcé Ctrl+A/:$Cmd+A — BbiJielieHHe BCeX KOHTAKTOB.

8. Ilomck appecoB Ctrl+Shift+F/{ Shift+3Cmd+F - oTkpbiTHe naHelyd IOMCKAa B
aJIpeCHOM KHUTe.

9. CsoiictBa agpecHoii kHurH / kKoHTakTa Ctrl+l/$Cmd+I — oTkpbITHe naHenu

peaKTUPOBaHUsl KOHTAKTa JIMOO UMEHU aJipeCHOM KHUTH.

11.3.3 Bun

MeHio BI/I}I COJep’KUT ciieyronye KOMaH/bl:

1. ITanenxn HHCTPYMEHTOB — IIpU BbI60pe JAHHOM KOMaHJbI OTKPBIBAETCA IIOJMEHIO CO

ClleJyIoImrMKyu KOMdaHIaMH:
o Ilamenn MeHIO — HOKHSHTB/CKprTb IIaHeJIb MeHIO,

e IlaHens aApecHON KHHUTHM — II0KAa3aTh/CKPBITh IaHeJb MWHCTPYMEHTOB aJpeCHOM

KHUTY;
e CTpoka coCTOSTHHS — IT0Ka3aTh/CKPBITh CTPOKY COCTOSTHUS;
e HacTpouTs — OTKpBHITHE TUAJIOrOBOT0 OKHA HACTPOEK MaHeJI HHCTPYMEHTOB.

2. Pa3zouBka oOKHA — TIpM BBHIOOpDe [JaHHOM KOMAHABI OTKPBLIBAETCS TIIOJMEHI0 CO

CJlleJyIoImrMHU KOMaHIdMH:
o ITaHe/s L KaTAJIOr0OB — HOK&BHTL/CKPBITB IIaHeJIb KaTaJIOI'OB,
o ITaHe/Ib KOHTAKTOB — HOK&B&TI)/CKprTb ITaHeJIb KOHTAKTOB;

3. Iloka3pIBaTh UM KaK — BbIOOD BapUaHTa OTOOpakeHUsI UMeHH;
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4. CopTHpOBKa — BLIOOp THIIA COPTUPOBKY KOHTAKTOB.
11.3.4 UucTpyMeHTHI

Mento UHCTpYMeHTBI COJIEPXKUT ClIeTyIoIe KOMaH/IbL:

1. IDoura m rpymmel HOBocTei Cirl+1/2Cmd+1 — mepexon W3 okHa COOOIEHUS K
ocHoBHOMY OKHY MoiiOduc [Toura.

2. WMnopTt — OTKpBITHE AUATIOTOBOM MaHe N UMIIOPTa afipeCHOM KHUTH.

3. DKCHOPT — OTKPBHITHE CHCTEMHOTO JIMajiora Bbibopa ¢aiiyia I 3KCIIOpTa aJpecHOM

KHHUI'U.

4. HacTtpoiiku — niepexo]] Ha 3KpaH HACTPOMKHW COCTABJIEHUS U aJipecallii.

11.3.5 CnpaBka

Mento CripaBKa COJEPXKUT CllelyIolie KOMaH/bl:

1. CnpaBka o MoiitO¢uc IToura (F1 / $Cmd+/) — oTKpbITHE B OTIEIHHOM BKJIAJIKe

PykoBojctsa [lonb3oBaTesis.

2. Aadopmanmsa mis pemieHHsl NPoOOJIeM — OTKPBITHUE TeXHUYeCKOW WHGOpMaIluH,

I10JIe3HOM JIJIsl pellleHus IpobiieM.

3. 0 ImporpaMme — OTKpPbITHE OHUaJIO'OBOI'0 OKHA C HHCI)OpMaHHeﬁ O BepCHH, IIPpABOBbIMH

yYBeIOMJIEHUAMH, YCIIOBHUAMH HCIIOJIb30BAHUA.

11.4 Co3panue KOHTAaKTa

HJI?I CO31daHUA KOHTAKTA BBIIIOJIHUTE OJJHO M3 CJIeAYIOINX JIIeVICTBUM:

— B KOMaHJITHOM MeHI0 OCHOBHOT'O OKHa IIPWIOKeHus1 BbiOepuTe myHKT Paiin > Co3gats >

Kourakr HHPECHOﬁ KHHTH;

— B KOMAaHJIHOM MEHIO aJipecHOU KHUTU BbiOepute nyHKT Paiin > Cosgars > KoHTakT

a/ipecHoOl KHUTH;
- o "
— Ha I1aHeJIM UHCTPYMEHTOB aJlpeCHOW KHUT'Y Ha)KMUTE KHOIIKY () Hossiit komrakr

— Had IIdHeJIM CO CIIMCKOM dJIpeCHBbIX KHHUI' BbI3OBUTE KOHTEKCTHOe MEHIO W BBbI3OBUTE

KOMaHOy COBI[aTL KOHTAKT,

— Ha MMaHeJId aJ[peCHOM KHUTH HakmuTe codeTanre kiaBuil Ctrl+N/2Cmd+N;
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— YTOOBI I[OﬁaBI/ITb KOHTAKT IIPpHU IIPOCMOTpe BXOI[HH.IEFO/OTHP&BJ'IEHHOFO COOGH.[GHI/ISI (ECJ'II/I

OH ellle He HaXOOUTCs B aIIpE?CHOI;’I KHI/IFQ), BBITIOJIHUTE ClIeyroniye JerCTBUS:

e B 00J1aCTH IIPOCMOTPA COO6H.[€HI/IH IeJKHHUTe HpaBOI;'I KHOIIKOM MBIIIM T10 aJipecy

3JIeKTPOHHOM MOYTHI, KOTOPBIM HEOOXO0MMO I00aBUTh B aJIpECHYIO KHUTY;

® BLIIIOJIHUTE KOMAHY KOHTEKCTHOI'O MEHIO HOG&BI/ITB B dJipeCHYH0 KHHTY. B
Clly4dae, eCJIM KOHTAaKT YyX>Xe HaXOJUTCA B aHPECHOfI KHUIe, NAaHHOHW KOMaHJIbl He

6YI[eT B KOHTEKCTHOM MEHIO.

Ha OKpdHe IOSABHUTCA OWAJIOrOBasd IMdHeJIb CO3dHUS KOHTAKTA4, COCTOAMIAd M3 CIeJYyIOoMHnX

3dKJIdJOK:

11.4.1 O0mMe cBeneHNsa KOHTAKTA

Ha nanenu penaktupoBanus Konrakr (cM. Pucynoxk 191) 3anonHuTe ciieyroriye moiis:

1. Ums, dbamunus, HacTporika 0TOOpaskeHUsI.
[IceBnonuMm.
OCHOBHOM U JTONIOJTHUTEJILHBIM aJipeca 371eKTPOHHOMW MOYTHI.

[IpenmounTaemsiii GopMaT MOTydeHHUs TOYTHI.

A

Howmepa TenedoHoB: pabouwii, nomMairHui, pakc, meumkep, MOOMIbHBIM.

B, Homwii sonmarr *

AoBasnTe B2 E TNMusitan aAPECHEA KHIATA "

Kowraer  fNMuusoe  Pafouee  MNpouee  Yar  Dgme

masc
DasarnuE
Crrobpamats xac

Beeras MENOMbI0BATE CTOBPAMASMOR MLA BRECTO MMEHW WE 3aroN0Exa
coofuyesun

McengoHine
INEKTPOHHER NoWTE
HAon. agpec 3NedTPONHDA NOYTED

Hean B ware

Pagaussc
Aosaawmeeic
T u

Mpegnountast NOTyHATE O YTY B :pupmare: Hewmzsecrno

OThieHa

Pucynok 191 - Ilanenb pegakTrpoBaHus 00IIMX CBeJIeHUM KOHTAKTa
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11.4.2 JInunble cBeieHHS KOHTAKTa

Ha nanenu penaktupoBanus JImanoe (cM. PrucyHok 192) 3anonauTe ciiefiyroniye mosst:

1.

Anpec.

. I'opon.
. Obmactb, kpail.

2
3
4.
)
6
7

CrpaHna.

. TTodToBBIi UHAEKC.
. Beb-cTpanwuria.

. JlaTa poxneHus.

B Hoowii xonmair

lotasnTs e E Nusiran aAQECHAA KHATA hd

Eowrar  fuupoe  Pagouwee  MNpouee  Yar  Domo

Appec: ||

Mopoa;

QEnacTe, Kpadi: Moumonmi uHgerc:
Crpana:
BeG-crparmaya;

q A

Devie posgenan: | Meoy v DeHe los e Beapacn | Bosp o

QK Crmena

Pucynoxk 192 - [lanenb pegakTUpOBaHUs JIMYHBIX CBeJIeHUH KOHTaKTa

11.4.3 PaGouue cBejieHU KOHTAKTa

Ha nanenu penaktrposanus Pabouee (cM. Pucynok 193) 3anonuuTe ciiefyroniye moJis:

L.

2
3
4.
5
6

JIOJDKHOCTB, OTJIell, OpraHu3aIusl.
. Anpec.

. T'opom.

O6macTp, Kpa.

. CrpaHa.

. Beb-cTpanwuria.
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B Homwii konmakr

AoGaenTs e E TeraHan aA0ECHAA KHAME hd

Koenraer  fNMuusoe  Pafouee MNpouee Yar  Dgre

BemmocTy: | | Omgen:

OpraHuzaumn:

Agpec:

lopoa:
QBnacTy, Kpai: Mouroerpil gHaerc:
Crpana:

Bef-CTpansya:

K o

Pucynok 193 - [lanens pegakTrpoBaHus pabounx CBeJleHU KOHTaKTa

11.4.4 IIpo4yue cBeJleHHUsI KOHTAKTa

Ha manenu penaktupoBanus IIpouee (cM. PucyHok 194) 3amonHuTe NOMOTHUTEIBHBIE TIOJIS
Y 3aMETKH.

B, Homwii conmakr

DoGasmTe e fusitan ADECHAA KHHMA b

Kopracr  Muysoe  Pafouee  [Mpomee  HYar  $gro

Mpoyes 1: ” I

Mpouee 2:
I'Ipuu“ EX
Mpouee 4

Samenc

QK Ormena

Pucynok 194 - [1aHenb pelakTUPOBAHUS JIOTIOJTHATEIBHBIX CBEJIEHUH KOHTAKTa

11.4.5 IlapameTpsI yaToB

Ha nanemn pepaktupoBanusi Yart (cm. PucyHok 195) 3amonnure  ciiefyromue

I/I,I[eHTI/I(l)I/IKaTOpI)I KOHTAKTAa B 4aTaxX:

1. Google Talk
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AIM
Yahoo!
Skype
QO

MSN
ICQ
Jabber ID

S A L B R

IIceBmonum Ha IRC

B, Homwii sovmaer *

DotasnTs e E TNusitian BAPECHAA KHIATA b

Kogracr  Muysoe  Pafouee  Mposes  HYar  Daro

Google Talk: || |
Allg:
¥ahoo!:
Shype
Ok
ISR
[{aa?
Jabiver ID:

Mcesggrma na IRC:

QK OTrieHa

Pucynok 195 - [lanenb pegakTupoBaHus TapaMeTpPOB YaTOB

11.4.6 ®oTo0
Ha mnanenu pepaktupoBanus Porto (cMm. Pucynok 196) Bbeibepute wusobpaxeHue s
aBaTapa KOHTAaKTa:

1. CranpapTHble BapUaHTHI 110 YMOJTYaHUIO.
2. Boibop $poTo ¢ 10KanbHOrO IMCKa KOMITbIOTepa.

3. Bribop doTo U3 unTepHera.

Taxokxe BBI MOXKeTe rnepeTamuTb (bOTO 13 CUCTEMHOI'O OKHA Ha ITaHeJIb J1aJIor'd doro.
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B Hogwid sonmakr *

AoGaenTts e E TeraHan aA0ECHAA KHAME hd

Kenraer  fuusoe  Pafauee [MNpeyee Yar  Dare

.ETaﬂapTHDE ot
Ha arom xomneroTepe

Ofop
B MurepHere

Beragerte wan Habepute sed-agpee dotarpading Ofsxoente

Meperawyume crona Honoe doTo

I o

Pucynok 196 - [lanens pegaktupoBanus GOTO KOHTaKTa

11.5 Ypanenue KkoHTaKTa

Konrakr MOXXHO YAalIUuTb B aﬂpECHOﬁ KHHUTI'e WIn IIpu IMpOCMOTpe

BXO/ISIIIIETr0/OTIIPABIEHHOTO COOOIIeHUSI.
YTo6bl yIaIUTh KOHTAKT B a/IpECHOM KHUTE, BBITIOJIHUTE CJIeJlyIolIye JeHCTBUS:
1. BrimenuTe KOHTAKT B aJIpeCHOM KHUTE.

2. BobimonHUTe KOMaHAYy yAajieHus: OJJHUM U3 CJIeIyIOIIUX CII0COOOB:

— BblJjejinTe KOHTAKT HpaBOﬁ KHOIIKOM MBIIIHM W BBIIIOJIHUTE KOMdHIY KOHTEeKCTHOI'O

MeHI0 YIAJINUTh,

— BbIOepuTe MyHKT ¢aioBoro MeHio IIpaBka > YIaauTh KOHTAKT;

.

—B o00JacTH MpOCMOTpa [aHHBIX KOHTaKTa HaxmuTe kHonky I (Ymanurh

KOHTAKT).

3. Ha skpane nosiBUTCsI rasnor YaajeHue KOHTaKTa, HaxxmuTe KHOIKy OK.

Taxoke BB MOXKeTe YAQJIUTh KOHTAKT HA’KaTUEM KHOIIKH Del B okHe a):[peCHoﬁ KHUI'H.

Yrobbl yOanUTh KOHTAKT IIPU TPOCMOTPe BXOISIIEero/oTIPaBIeHHOI0 COOOIIeHMUs,

BBITIIOJIHUTE cliegyronjre JIEeUCTBUS:

1. B obnactu mpocMoTpa COOOIIeHHs IIeJKHUTe IpaBOM KHOIKOW MBIIIM 110 WMeHH

KOHTAKTa, KOTOprﬁ HEO6XOHI/IMO YAQIATD.
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2. B Clly4dae, eClIi UMsI KOHTAKTd HAXOOUTCA B HHPECHOﬁ KHUTE, BBIIIOJIHUTE KOMdHIOY

KOHTEeKCTHOI'O MeHIO PBI[&KTI/IPOB&TI» KOHTAKT.
3. B oxue U3MeHeHHe KOHTAKTa HAXKMUTE KHOIIKY Ynanurs.

4. B okHe mpenynpexxaeHus 00 yIalieHUd KOHTakTa HaxkmuTe kHonky OK.

11.6 ITeuaTs KOHTAKTa

,HJ'I?I IIpeaBdpUTEJIbHOI'O IIPOCMOTPA KOHTAKTa IIepel] II1€4dTblO, HaCTpOﬁKH IIapaMeTpoB

revyaTy, a TaKXKe IleYaTH KOHTAKTa OTKPOWTE aJIpeCHYIO KHMIY, 3aTeM BBIIIOJIHUTe OIHO U3

CJIeYIOLINX IeNCTBUN:
1. B appecHo#l kHWre BbIOeprTe KOHTAaKT, BblOepUTe IMYHKT KOMaHAHOro MeHio Paiin >
IleyaTh KOHTaAKTA.

2. B ampecHoul KHUTe BbIOEpUTE KOHTAKT, OTKPONTE KOHTEKCTHOe MeHIO, BblOepure

koMmaHny Ileuars.

Ha JKpaHe OTKpOeTCA IIdHeJlb IIpeABdpPUTeJIbHOTO IIPOCMOTpd KW IIe4dTHM KOHTAJKTA,

dHaJIOTUYHOE OKHY [1e4dTH COO6III€HI/I$I.

11.7 PepakTHpoBaHNe KOHTaKTa

YTo0OBI M3MEHHUTh HdHHbIe CYHIeCTBYIOIIEero KOHTAKT4d, BBLIIIOJIHWTE OOHO M3 CJIeJYIOIIUX

IerCTBUM:
— B CIIMCKe KOHTAKTOB aJIpeCHOM KHUT'M COBEpIIUTE ABOMHOU IEJIYOK JIeBOW KHOIIKOU
MBIIIIY;
— B CIIMCKe KOHTAKTOB aJIpeCHOM KHUTH BbIOEpUTe KOHTAKT U HaxkmuTe Enter;

—B a,upeCHoﬁ KHUT'e HIeJIYKOM HpaBOIZ KHOITIKK MBIIIIKX BbIJeJIMTe KOHTAKT W BBIIIOJIHUTE

KOMdHy KOHTEKCTHOI'O MeHIO N3menuTnb KOHTAKT,

— B aJJpeCHOM KHUTe BblOeprTe MyHKT ¢aiisoBoro MeHio IIpaBka > CBolicTBa KOHTAKTa;

—B 00JacTM TPOCMOTpA [JAaHHBIX KOHTAKTa HaXXMUTe KHOIKY & (PempaxkTHpOBaTH
KOHTAKT);
— gaxkmurte codetanue kiasumi Ctrl+1/:¢Cmd+I;

—YTOOBbl OTpPelaKTUPOBaThb KOHTAaKT TP IPOCMOTPe  BXOJSIero/OTHpaBIeHHOro

COO6H.[€HI/IH, BBITIOJIHUTE CJIeyromye IeUCTBUS:
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1. B obnactu mpocmoTpa COOOIIEeHHs IeJIKHUTe IPaBOM KHOMNKOM MBI T10

HNMeHH KOHTAKTa, KOTOprﬁ HQO6XO,I[I/IMO HN3MEeHUTh.

2. B Cjiy4dae, eClii MMsd KOHTAKTa HAXOJUTCS B aILPECHOI;'I KHUI'e, BBIIIOJIHUTE

KOMaHIy KOHTEKCTHOI'O MEHIO PEHaKTI/IPOBaTb KOHTAaKT.

3. B okHe 3MeHeHHe KOHTAKTa HA)XKMUTe KHOIIKY VI3MeHUTs.

Ilociie BRINONHEHMWS  BBIMIEONMCAHHBIX IEeUCcTBUHA Ha OKpdHe OTKpOeTCd IIdHeJIlb

PedaKTHPOBAHMS KOHTAKTA.

11.8 OTnipaBKa co00LIeHUS KOHTAKTY

YTo06BI OTIIPaBUTb COO6H.I€HI/IE KOHTAaKTy U3 aﬂpeCHOﬁ KHUTH, BBIIIOJIHUTE Clieqyroliue

IEeVCTBUS:

1. BBIHEJII/ITE KOHTAKT B aHPECHOﬁ KHUTe.

2. OTKpoOHTE OKHO CO3/IaHUSI HOBOTO COOOITIEHHST OJTHUM M3 CIeAYIOIMMNX CIIOCOOO0B:

— BbIOepuTe MyHKT kKoMaH/iHOro MeHIo Paiin > Co3path > Coolmienue;

— BblJIeJIUTe KOHTAKT IPAaBOM KHOIIKOM MBIIIM U BBIIOJIHUTE KOMAHJy KOHTEKCTHOT'O
MeHio Co3aaTh coobIeHue;

—B 06JIaCTM NPOCMOTpa JAHHBIX KOHTAKTa HaxxmuTe KHOnKy [ (OTmpaButh
Coo0IIIeHue);

— B 00J1aCTH TIPOCMOTpA JIAHHBIX KOHTAaKTa KJIMKHUTE B 00JIaCTb ajipeca 3JIeKTPOHHOM
IOYTHI;

— gaxxmurte coueranue kiasuml Ctrl+M/3$Cmd+M.

3. HO,I[FOTOBbTe M OTIIPABbTE IIMCbMO TdK, KdK 3TO OIIMCAHO B pa3hejie Pe,HaKTI/IDOBaHI/Ie

CcoobI111eHus.

11.9 ®unprpanmus KOHTAKTOB

Hcnonb3yiiTe 1mosie BBoja mabjoHa GUIbTPa Ha MaHeIM UHCTPYMEHTOB it GWIbTpaIuu
crMcka KOHTakToB (cM. Pucynok 197). Bpenmure ¢parmeHT mabsioHa, B CIMCKe KOHTAKTOB

0TOOpa3sITCs 3aIIMCH, COOTBETCTBYIOIIME BBeIeHHOMY TeKCTY.
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Hmn A | INEKTPOHHAA NOYTA Opranw3sauma Pafouuii TRnehoH

d

AnekcaHap CMMpHOE alexandr.smimov@techwrmyoffi_.  MyOffice

Pucynok 197 - ®unbTpanusi KOHTaKTOB

11.10 ITouck B afpecHOi KHUTE

HHH IIOMCKa ajpeca OTKDOMTE aJIpECHYIO KHHUTIY, BbIﬁepI/ITe ITYHKT KOMdHJHOI'0O MeHIO

IIpaBka >  Ilomck  apapecos, mubo  BOCHONB3YHWTECh ~ COYeTaHHWEM  KJIABHII

Ctrl+Shift+F/ { Shift+3Cmd+F. Ha sxpane nosiBUTCSl AUaJIOr IOMCKa B aJIpeCHON KHHUTe.

11.11 Comcku paccbiku

11.11.1 Co3nanue cnucka pacChbUIKH

YTo6BI CO31aThb CIIMCOK PACCBIJIKH, BBIIIOJIHUTE OOHO M3 CJIeJYIOINUX IerCTBUM:

— HA ITaHeJIM MHCTPYMEHTOB aJ[peCHOM KHUTY HAKMUTE KHOIKY :— CMMCOK KOHTaKTOB

—B aHPECHOﬁ KHHUT'e IIeTYKOM HpaBOﬁ KHOIIKM MBI OTKpOfITe KOHTEKCTHOe MEHIO U

BbibepuTe Co37aTh CITHCOK.

Ha skpaHe oTKpoeTcst 11ajioroBoe OKHO CO3[aHusl CIIMCKa pacchUiku (cM. Pucynok 198).
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HoBbIH CNMCoK PaccbLIKM b
| AobBaeute B2 JIAWHAA 2ApECHAA KHIMra B

WA cnucka: | |

MeesACHWM CRMCKA:

OnvcaHwe;

Beefure agpeca, 1Tobkl AoBaBrTE MK B CNMCOK PACCRINKN:

A

Pucynok 198 - JluanoroBoe okKHO CO3/1aHUS CITMCKA PACChUIKU

3aroJyiHATe T0JIsl: UMl CIIMCKA, [ICeBJJOHUM CIIMCKa, olrcaHue. BoibepuTe afipecHyI0 KHUTY,
K KOTOpOM OyneT mobaBjeH CIMCOK PacChUIKM. 3allojIHUTe ajpeca CIHACKAa pacchUIkA. Hoseid

CIIMCOK pacChUIKU OyJieT 106aBjieH B BHIOPAHHYIO a/IpeCHYIO KHUTY.

11.11.2 3MeHeHHe CIIHCKA PacChUIKH

YTOOBI NU3MEHHUTH CIIMCOK PACCHUIKH, BBIIIOJTHUTE OJJHO U3 CIeAYIOIIUX JeHCTBUM:
— Ha CIIMCKe pPaCCBUIKM aJpeCHON KHUIU COBEpIIWTe IBOMHOW IIeTYOK JIeBOM KHOIIKOM
MBIIIIY,

— IeJITYKOM HpaBOﬁ KHOIIKM MBIIIHN BbIJEJIUTE CIIMCOK PACCBUIKHW W BBIIIOJIHUTE KOMdHOY

KOHTeKCTHOro MeHio UsMeHHuThH CITHCOK,

— B aJipeCHOM KHHUTe BblbepuTe NMyHKT (paiioBoro MeHio IIpaBka > CBoicTBa cnmcka

PacChUIKH;

— "Haxxmurte covetauue kiaasuil Ctrl+I/3Cmd+1.

Ha JKpaHe OTKpPOETCA  OHUdJIOroBOe OKHO peaddKTHPOBAHHUSA CIIMCKAa  pPaCCBbLUIKHA

(cM. Pucynok 199).
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MamenuT OTaen kagpos 4

WMma cnmcka:  Oraen kaapos
MeepgoHMM CRMCKE:

Onoucanne:

Beegure aapsca,; YTobbl 40038MTE WX B CHIMCOK [FaCCBITEN

B elena.smimova@techwr.myoffice.ru
L alexandr. smirnovi@techwr myoffice ru

Al

Pucynok 199 - JluanoroBoe okHO peJJaKTUPOBAHHUSI CIIMCKA PAaCChUIKU

[Ipy He06XOAMMOCTU U3MEHHUTe TIOJISl IUaiora U CIMCOK pacchbuiku. Haxkmute kHonky OK,

CoJiep’KumMoe CIIMCKa pdCCBUIKA 6y21€T OOHOBJIEHO.

11.11.3 Ynanenue cumcka pacChLIKHA

Y1o6bl YIaNIUTh CIMCOK PAaCCHUTKU, BBITIOJIHUTE OJTHO U3 CJIeYIOMIUX J1eMCTBUM:

- BbIﬁepI/ITe ITYHKT KOMdaHZIHOT'O MEHIO aHPECHOﬁ KHHUT'U l'[paBKa > YI_IHJII/ITI) CITHCOK;

—B aHPECHOﬁ KHUT'e HIejITYKOM npaBoﬁ KHOIIKM MBIIIXW BbIAeJINTe CIIMCOK PACCBUIKWU U B

KOHTeKCTHOM MEHIO BbIﬁepI/ITe Y,IIHJII/ITI);

— B aJ[peCHOM KHUTe IIeJYKOM IIPaBOM KHOIIKM MBIIIN BbIJIeJIMTe CIIMCOK PacChUIKU U
HaxxmuTe kiasuiny Del.
11.12 T'opsiune KJIaBHIIIN aiPeCHOM KHUTH

CodeTaHust KJIaBUIII AJisl OCHOBHBIX JIEUCTBUM C aJIpeCHON KHUTOM:

e Ctrl+N/$Cmd+N — HOBBIH KOHTAKT aJ[pECHOM KHUTH;

e Ctrl+M/$Cmd+M — HanucaTth coobilieHre Jj1s1 BBIOpaHHOTO KOHTAKTa WA KOHTAKTOB;
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e Ctrl+Shift+F/ ¢ Shift+3Cmd+F — paciivpeHHbIV IOWCK B aJIpeCHOM KHUTe;

e Ctrl+I/#8Cmd+I — penakTvpoBaTh CBOMCTBA BBIOPAHHOI'O KOHTAKTa, PAaCCBUIKU HWJIN

aZIPeCHOM KHUTH;
e Ctrl+P/:6Cmd+P — pacrieyaTaTh BbIOpaHHbIE KOHTAKTHI;
e Del — ynanuTh BbIJIEJIEHHBIM TEKCT, KOHTAKT, PACCHUIKY WX aJIpECHYIO KHUTY;

e Ctrl+1/s6Cmd+1 — noka3aTb OCHOBHOE OKHO ITPUJIO>KEHHUSI.
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12 YIIPABJIEHUE JOITIO/JIHEHUAMMU

12.1 OTKkpoBITHE TAHEIH AOTOTHEHHIH

B npunoxenun «MoitOduc [lodyray», MoMUMo yke BCTPOEHHBIX PACIIMPEHUH, JOCTYITHO
NOJIKJIIOUeHNe  PACIIMpeHU, CO3[aBaeMblX CTOPOHHHMH  KOMIIAHUSIMH-Pa3pabOTIYMKAMHU.
VYcraHaBnvBaeMble paclIMpeHUsl JTOJDKHBI OBITb COBMECTHMBI C TeKyllled Bepcueil MpUIIOXKeHUs.
PaborocnocobHOCTh pacmivpeHuii, KoTopele He BxofaT B moctaBky I[I0 MoitOduc, He
rapaHTupyetrcs. B ciiydae ommbok B paboTe CO CTOPOHHUMM pacCIIMpeHUsIMU HeoOXOAUMO

O6paTI/ITbC$[ B TeXHUYECKYIO IIOANEPXKKY KOMHaHI/II/I-p83p86OT‘II/IKa pacCinpeHus.

HJISI TOTO, YTOOBI OTKPBLITH IIdHEJIb YIIpaBjieHWs PAdCHIMPEHWSAMH, BBIIIOJIHUTE OJHO K3

CJIeYIOIINX IeHCTBUN:

- BbIﬁepI/ITe ITYHKT KOMdHZIHOT'O MEHIO I/IHCprMEHTI)I > I[OIIOJIHEHI/IH H TeMBbI,

—Ha I[laHeJIM UWHCTPYMEHTOB [IJIaBHOIO OKHA IIPWIOXKEHHS Ha)XXMUTe KHOINKY ——
(OTkperTh MeHi0 MoiiO¢uc Iloutra) ¥ B pacKpbIBIIeMCsS MeHIO BblOepuTe ITyHKT

JIOIOJIHeHH S U TeMBbI;

— Ha IIaHeJIM HACTPOeK HaXXMUTe KHOIIKY & LononHenns v Tems

B HOBO¥ BKJIafike OTKpOeTCs CTpaHuIla Y IIpaBjieHHe J0N0THeHUSIMH.

12.2 YupaBjieHue pacuiupeHHUsIMH H I0TIOJTHEHUSIMH

OTKpOfITG ITaHeJIb YHDaBJIeHI/Ie JOIIOJTHeHUIMH. Ha SKpaHe IIPUWIOXKEeHUA }IOGaBI/ITCH

3aKjIaika YmnpasieHue pgomoiaHeHHusiMH (cM. Pucynok 200). B 7eBoii dYactTu maHenu

IpeacCTaBJIEHBI CJIeAyIole KaTeropun JIOIIOJIHEHUH;

1. Pacivpenus (110J1b30BaTeIbCKUE PACIITUPEHNS).

2. SI3biku (To/iIepXKKa SI3bIKOB).
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_d ¥npanaenae aoncaemserne - MyOfficetail

Hanexaapes # a.!-'npameuuegnn:-nuenv *
Y¥NpaBneHwe MOWMM pacllMpPeHMAMM +*

a- PacwmpeHus BrNioUEeHb!
&, Azbiku .

o MyQffice Overlay O F -

@ Provider for CalDAV & CardDAV o -

Theme MyOffice o

$E Hactpoiikn MyOfficeMall L] Comparste theme

Pucynoxk 200 - [Tanens ynpapiieHus OMOJIHEHUSIMUA

12.2.1 Jlob6aByieHnue pacmupeHust

YTo0OBI )106aBI/ITI) HOBOe paCHIMpeHure, BhIIIOJIHUTE ClieAyIolire JIeUCTBUS:

1. B neBoit naHenu BeiGepuTte M- Pacwnpenns |

2. HaxkmuTe KHONIKY 'I:i' (MHCTpPYMeHTHI AJ1s1 BCeX IONOJIHeHHUI).
3. B oTkpbIBIIEMCS KOHTEKCTHOM MeHIO BbiOepuTe Y CTaHOBHUTH J0II0JIHeHue u3 ¢aiiia.

4. C 1oMOIIBIO OTKPBIBIIEr0Cs IMAJIora BeibepuTe Gailyl paCIIMpeHus C IUCKA.

12.2.2 Y panenue pacuipeHust

Yro6bl yAAIKUTh paciivpeHue (eCiau omnepalivs yaajaeHus MOAepXKUBAeTCsl paclIMpeHuem),

BBITIOJIHUTE CJIeIyIOlue 1eUCTBHUS:
1. Haxxmure Ha kHOTIKY *** (YHpaBjieHHe pacHIMpeHHeM).
2. B nosiBuBIIeMCS] KOHTEKCTHOM MeHIO BblOepuTe W Yaznurs

B ClIydae eCjiki ollepalivsgd yAdJIeHUd He IOoANep’KHUBd4eTCd pdCHIMpeHHneM, KOHTEKCTHOe

MeHIO He OyJleT cofiep>KaTh KHOIIKY y/laJleHusl.
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12.2.3 BkiiroueHne U BBIKJII0UeHHe pacIIHpeHui

PaCI_HI/IPEHI/IH, Haxozdamiyecsa B CIIMCKe, MOTYT OBITh BKIIIOYEHBI WM BBIKIIOYEHBI C

MIOMOIIIBIO TIEPeKJTIoYaTes [ o} [Ipu 5TOM pacivpenue nepemeiraetcs B pasfien "OTKIt04eHbl"

(cm. Pucynok 201).

Bfnpaer-.:mme MOKMMIA DaClUMpeHAMIA OBHOBNEHWA He HalaeHD

BrnroYyeHsl

® Provider for CalDAV & CardDAV

Theme MyOffice

‘ Corporate theme

<3

OTKAKMEHBI

0 MyOffice Overlay (oTkmoueno)
L=

Pucynoxk 201 - OTkiroyeHHble paclIMpeHus

12.2.4 YnpagBiieHue paciiipeHrneM

HHH OTKPbITHA CBOICTB pacirvpeHus KIIMKHUTE pdCHIMpEeHHe B CIIMCKe, MO0 HaKMHTE Ha

KHOIIKy *** (YmpaBjieHHe pacHIMpeHHeM) CIIpaBa OT HMMeHH, jiajiee B KOHTEKCTHOM MeHIO

BbibepuTe YmpasieHune. OTKpBIBIIASCS IIaHelb YIIpaBeHUs] pacllMpeHHeM COJIepXKUT JiBe

IaHeJIn, MeXXy KOTOPbIMHU IIPOUCXOUT IIepeK/ItoueHre IocpeiCTBOM 3dKJIa[10K.

[Tanens IlogpooHocTH (cMm. Pucynok 202) copep>xut nHGOPMAITUIO O IOTIOTHEHUH, a TaKXKe

IepeKkro4aTelb, ynpaBJ’IHI-OH_[I/Iﬁ aBTOMAaTHYeCKUM OOHOBJIEHHEM JAHHOT'O JOIIOJTHEHH.
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Theme MyOffice
‘ Caorparate theme

MNoapobrocTu Fazpewenun

F"-13FIE WHTE AETOOOHOBAEHKMA

AsTOD
Bapoua

Mocnegnee obHosneHWE

MNposepurs Hanvuue obBHoBASHWA
O No ymoavanuio

Bramoveno

OmnioueHo

Mew Cloud Technologies
4.28.14281

18 man 2022 1.

Pucynok 202 - [IaHesib CBOMCTB JIOMIOJIHEHUSI

[Tanens Paspemenus (cM. Pucynok 203) cogep>XuT MHPOPMAIUIO O pa3pelieHus X JaHHOTO

JOIIOJTHEeHUS].

Theme MyOffice

CEJFI: orate theme

MogpobHocT PaapeweHua

HeobxoaumMble paspelledna AR CCHOBHBIX GyHKLLAA:

+ Hanmuue noaHoro HeorpaHudeHHoro qocryna k MyOfficeMail u sawesy koMnsroTepy

Pucynok 203 - [lanens pa3pelieHnii qONIOIHeHNS

12.2.5 YnpagBieHue 00HOBJICHUSIMH pPacHIMpPeHUH

Jlnst yripaBieHUss OOHOBJIEHUSIMM HaXXMUTe KHOIIKY 'I:I‘ (MuCcTpyMeHTHI [UI1 BCex

HOHOHHEHHﬁ), OTKPOETCs KOHTeKCTHOe MEHIO.

1. lns mpoBepku Hayinuusi OOHOBIIeHU BbiOepuTe KoMaHAy MeHiO IIpoBepuTh Hanuuue

00HOBJICHUIA.

2. ,HJ'IH BKJIFOYEHMSI WM BBIKJIFOYEHHSI aBTOMATHYECKOIO OOHOBJICHHS HCHOHBByﬁTe

KOMaHOy MeHIO ABTOMaTHYECKH 00HOBJIATH JIOTIOJTHeHHSI U/IH Y CTAHOBHUTD VISl BCeX

IOMOJTHeHUH Pe€XHUM aBTOMATHIECCKOI'0 (py‘IHOI‘O) 0OHOBJICHHS.
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13 HACTPOVIKUA

13.1 OTKkpBITHE TAHEJIN HACTPOEK

YTo6BI OTKPBLITH IIaHEeJIb HACTPOEK, BBIIIOJIHUTE OOHO M3 CJIeJYIOINX IerCTBUM:

— BbIOepuTe MyHKT KoMaHaHoro MeHio MHcTpymenThI > HacTpoiikuy;

— Ha MaHeJd WHCTPYMEHTOB HaXXMUTe KHOIKY Bbi3oBa MeHIO — (MmeHio MoitOduc

IToura), B nosiBuBIIIEMCS MeHIO BbiOepuTe HacTpoiikm.

ITanens HaCTpPOeK OTKPOeTCd B HOBOM 3akyiagke. OCHOBHBIE Ppa3aelibl IIaHeJIk HaCTPOeK:

1. OcHOBHLIE HACTPOHUKHU.

. Hacrtpoiiku cocraBieHus CoOOOIIIeHUH.

2
3. HaCTDOﬁKH IIPUBATHOCTU U 3AIIIUTHI.
4

. HacTtpoiiku xajmeHgaps.

13.2 OcHoBHEBIe HACTPOHKH NPHUII0KEHHUS

YTo0bhI OTKPBLITH ITdaHEeJIb HACTPOEK KaJleHOdapH, HeperiuTe B aHelb HACTPOEK W HaXMUTeE

KHOTIKY -]:(- OcHOBHbIE

13.2.1 OcHoBHBIe HACTPOHKH

Jlnst BeIOOpa mouckoBo cucteMbl OCHOBHBIE HAaCTPOHKH OTKpoiTe crivcok IlonckoBas

CHCTeMa 110 YMOJIYaHHUIO U B CIIMCKe BhIOeprTe TIOMCKOBYIO cuctemy (cMm. PucyHok 204).

(OCHOBHbIE

Mownckoeasa cuctema no YMon4aHvk

@ AHnekc e

B} Anpekc

1 Nowmck Mail.Ru

Pucynok 204 - Beibop moucKoBo# cUCTeMbI

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MHWy, 2013-2024 249



MounOdunc

Pas,uen I/IHTEI‘paIII/Iﬂ C CHCTeMOoun COAepKUT HaCTpOﬁKH, IMO3BOJIdI0IIHE PperyjarupoBdTb

B3auMojiericTBre npuwioxeHus «MoiOdwuc [Todra» ¥ cucTemMbl, Takue Kak:
— [pOBepKa KJIMeHTa 110 YMOTYaHUIO;

— [lepeMellleHKe IIPUJIOXKeHNs B CUCTEMHBIN Tpel IIPU CBOPaYMBaHUY;

— paspeliieHre 1orucky Windows npou3BoJyTh IOUCK COODIIEHUN.

Haxxmure xHomnky IIpoBepuTh ceiiyac [Jii YCTAHOBKH JIOIOJIHUTENIbHBIX HACTPOeK

HHTerpaiuu c cucremoi (cMm. Pucynok 205).

MuTerpauyma ¢ cucTemoi x

Mecnonesosates MoROduc MNodta no ymonyadum 8

EQ4yaCTBe

MoUTOBOMD KAWMEHTA
KavenTa rpynn HOBOCTER

KAWEHTA NEHT HOBOCTER
[] Ranedaapa

Pazpewwnts Nowcky Windows npouseogute

 novck coobweHni

Bceraa NpousBoanTe 3Ty NPOBEPKY Npu

aanycke MaolOdgue Mauta
YeTaHoBUTE N YMOAYaHHK OrmeHa

Pucynoxk 205 - JlononHuTenbHbIe HACTPOMKK UHTErPalliy C CUCTEeMOM

B oTkpbiBIIIeNCS TUAJIOrOBOM TlaHeJId BbIOepyTe UCIO0JIb30BaHMe MpuiiokeHus «MouOdwuc

Ilouta» B KauecTBe:

— [IOYTOBOI'O KJIMeHTAa;
— KJIMeHTa I'PYIII HOBOCTew;
— KJIMeHTa JIEHT HOBOCTe;

— KaJleHzapsl.
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Bribepute Paspemutrs Iloucky Windows mnpou3BoJUTh IOHCK COOOIIEHHH IS
npefoctaBieHuss Bo3MoKHOCTH Ilomcky Windows mpoM3BOAMTE TOMCK COOOINEHUN B

npuioxxeHuu «MoOduc [logray.

Bribepute Bcerna npou3BoauTh 3Ty IpoBepKy IpH 3amycke «MoiOduc Iloura» s

WICII0JIb30BaHKs 3TOW ITPOBEPKH I10 YMOJYaHHUIO [P CTapTe.

13.2.2 SI3BIK ¥ BHEIIIHHI BU]

B pazpnene S13pIk 1 BHenIHUI BHJ, Bbl MOXKeTe HACTPOWTD ITapaMeTphI s3blKka MHTepderica, a

TaK>Ke BHEIIIHero BUja IPUWIOXKeHUsI.
Bribepure Ty mpudTa ¥ pazmep 1Mo yMOJTYaHHUIO.

Haxxkmure KHOIIKY ,HOIIOJIHI/ITEJIBHO, Ha OSKpdHe OTKpOEeTCA [JHUAJIOrOBdsd IIaHEeJIb,

MIO3BOJISIFOINASI HACTPOUTD JIOTIOTHUTENIbHBIE TTapaMeTphl mpudTa (cMm. Pucynok 206).

pHdTel 4 KOAMPOBKKA X
WpudTel Ana Habopa cuveonoe:  Kkpunawua i
MNponopuvoHansHew:  Bes 3acedex w Pazmep: 17 =
C zaceuramu:  Cambria ~
Bez zacevex:  Calibri v
MoHowrpyrHMed:  Consolas w7 Pazmep: 14 o
Y¥npasnexnue wpwudtamm Havmenblwini pasmep wpndrta:  Her v

Pa3pelwmTs cooBleHrAM MCNOALI0EaTE SPYIME WPHTL

Menonb3oBaTs MOHOWMPWHHBIR WEWGT ANA NPOCTEIX TEKCTORLIX COOBLIEHKA

Pucynok 206 - Hactporika mpu¢ToB U KOJTUPOBOK

Haxxmure KHOIIKY I_IBeTa, Ha OJOKpaHe OTKpOEeTCd MOUaJIOTOBdsd IIdaHeJIb, II03BOJIAIOIIAA

HaCTpPOUTH [IBeTa TeKCTa, ¥ CChUIOK (cM. Pucynok 207).
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Leera ®
TekcT M foH LEeT cochlnoK
TaKeT: - HenpoomoToeHHEE CobINKK: -
roH: MpocoTpeHHEE CORUTKM: -
MEnonb3oBaTe CHCTEMHLIE LBETA Moa4epEHBaTE CChiAKK

HQME'HHTH LEETE, YKa3aHHEIE COAERHEMMBIN, HA EhIEP\aHHbIE MHOH BhILE LBeeTal

Toneko ¢ EbICOKOKOHTPACTHRIMK TEMaMEK W n Otmena

Pucynoxk 207 - HacTporika 11BeToB

Taxxe Ha maHeny SI3BIK M BHEITHHH BH]I HaCTpOfITe dleqyromye rnapaMeTpbl:

1. Cnocob oTobOpakeHus: CMaMIMKOB (B BUJle rpPadyKU UK TEKCTA).
2. Odopmnenue nutaT (CTHIb, pa3Mep, LIBET).

3. @opmar natbl U BpeMeHHM (dbopmaT s3bIKa IPUIOXKEHHs, JIMOO0 W3 PEeruoHabHbIX

CTaH/IapTOB).

4. $I3pIK oTOOpaXkeHWsT MeHI0, CooOmeHuid U yBepomiieHud oT «MoiOduc Ilodra» wu3

cnucka: Pycckuii, Aurnuiickuii, Ucnianckui, Ilopryranbckuii, @ panmy3ckuii.

5. Hacrpoiika MIPOKPYTKHU (Ucnonb30BaTh aBTOMATHYECKYI0 NPOKPYTKY,

Hcnonb30BaTh MJIaBHYI0 NPOKPYTKY).

13.2.3 Bxoasiue coodimenus

B pasnene Bxopsiiue coobmieHus Bbl MOXeTe HaCTPOWUTh ITapaMeTphbl YBeJOMJIEHUH IIpU

INOJTy9eHHNHN HOBBIX COO6H_[eHI/II>‘I.
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Haxxmure KHOIIKY HaCTPOﬁKI/I 3HAYKA NPUWIOKEHUS, Ha 3KpaHe IOABUTCA OHUAJIOTOBAs
IlaHeJIb, IIO3BOJIAIOIIASA Ha WMKOHKEe IIPUIIOXKeHHs IMOKA3bIBATh WJIM CKPbLIBATH 3HAYOK - MHAWKATOP
KOJIM4eCTBa IIMCeM, d4d TaKXe OTO6pa)KaTb Ha JTOM 3Hauke JMOO YHCIIO HeIlIpO4YrUTaHHbIX

coo0I1eHrH, TMOO0 YUCII0 HOBBIX coobOITeHuH (cM. Pucynok 208).

Hactpoitkun 3Havka npruaokeHna b

MokaszaTe 3HaYOK HaKNenku
3HauoK nprnoXxeHA

OtobpaxaTe Ha 3HAYKE NMPUNOKEHWA

() YWcno HenpoumMTaHHelx coobuleHwi

© Yucno Hoeeix cooBlueHnit

Pucynoxk 208 - HacTpoiika 3Hauka MpUIoXKeHus

IIpy HeoO6XOAMMOCTH IOKa3a yBeJOMJIEHWH O IIOJy4eHHWH HOBBIX COOOIEeHWM BbIOepuTe
Iloxa3spIBaTh yBeJOMJIEHHS, /I HACTPOeK YBeJOMJIEHUH O IIOJTyYeHUM I0YThl HAKMUTE KHOIIKY
HacTtpouTtsb, Ha 5KkpaHe MOSBUTCS Juasnorosas naHenb (cMm. Pucynok 209). Ha manenmu ykaxwure
1oJisi, KoTopble TpeOyeTcs oToOpakaTb B YBelIOMJIEHUSX O IojlydeHHMH coobiienuil: Tekct
coodmenusi, Tema, OTnpaButens. Taxxke Npu HeOOXOJUMOCTH 3ajjaiiTe BpeMsi OTOOpa’keHUs

yBeJIOMJIEHUSI O MPUXO0Jie MOYTHI (B CeKyHAaX).

Hactpoiika yeepomaeHWA © NPAXOAE NOYThI X

YeamnTe nons, NoxasblBasmbie B YEEADMASHWK O NPHMXOLE NOYTRE

TekcT confueHna
Tewma
OrnpasuTent

A,
Orobpaxate YESAOMIEHKE O NPWXOAS NOUTE B TEUSHWE 10—

Pucynox 209 - Hactpoiika yBeJJoMJIeHHH O ITPUXO0]ie TTOYThI

CEK.

BbI6epI/ITe Hcnonn3oBaTh CHCTeMHEBIE yYBeaoMmiieHud il OTO6pa>KeHI/ISI CHCTEMHBIX

yBeJIOMJIeHUH TIPU TIOSIBJIEHUM HOBBIX COOOIIEeHUM.
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Bribepute Iloka3bIiBaTh 3HAYOK B Tpee ISl HENPOYHUTAHHBIX COOOIIEHHIT s
0oTOOpakeHUs] 3HAYKa O HeNpPOYMTAHHBIX COOOIEHHSX B CUCTeMHOM Tpee. PekoMeHnyetcs mpu

HCIIOJIb30BAHHWH MdJIEHbKHWX KHOIIOK ITaHeJIk 3a4d4.

Bribepute IlomaBaTh 3ByKOBOI CHTHAJ /1Jis1 3ByKOBOW CUTHAJIM3AIMU O TIOJTyYeHUH HOBBIX

mucemM.

Jl1s1 ucnonb30BaHUSI CHCTEMHOTO CUTHajla BblOepruTe CHCTeMHBIH 3BYKOBOM CHTHAJI O

npuxoje 1mo4rhl.

s ucnosnb3oBaHUS  CBOero COOCTBEHHOTO curHaja Bblbepure Mcmonb3oBaThb
CJIedyIOIIHMil 3BYKOBOH (aily, 3areM HaXMuTe KHONKy O630p W 3arpys3ure 3ByKOBOM ¢aiil C

JHUCKA.

13.2.4 ®aitanl ¥ BI0XKeHUA

B pasneiie DaiijIbI H BJIOMKEHHS Bbl MOXKeTe HACTPOUTb IEerCTBUS C BIOXKEHUSIMU:

1. Hacrpotiika 1erCTBUS [AJis1 OTKPBITUSI Pa3HBIX THUIIOB BIOXKEHUH.
2. 3apaTh GUKCUPOBAHHBIN MYTh JIJIs COXpaHeHUsI GaliioB.

3. Hactpouts 3ampoc myTH rnepeji KaXXJbIM COXpaHeHHeM daiia.

13.2.5 YnpagBiieHue MeTKaMu

Hactporite Habop MeTok coobuieHWd B pas3fiejle  YHOpaBjldeHHe  MeTKaMH

(cm. Pucynok 210).

hMeTk
MeTkia MOTYT BhITh MENOAB3OBAHLI Ana K_naccmq:-m:aumw 1 M3MEHEHWMA NPUOPKUTETA COGE!LU,IEHI."IQ.

BaxHoe Cozpats...

NuyHoe
K vcnonHeHmm Yaanute

OTno®eHo

Pucynoxk 210 - HacTpoiika MeTok

© 00O «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 254



MounOdunc

HHSI J:[OﬁaBJ'IEHI/Iﬂ HOBOM METKM HaXMHUTe KHOIIKY COBHaTI). B OTKPpBIBIIEMCH OHUAaJIOre

BblﬁepI/ITe nMs MeTkH U 118eT. [locie co3ganus HoBast MeTKa 6y,H€T JobaByieHa B CIIMCOK.

HJIFI H3MeHeHus CYH_IECTBYIOH_IEﬁ METKHU BbIeJINTE UM METKHU B CIIMCKe U HAXXMHUTe KHOIIKY
HN3menurts. B OTKPLIBIIEMCA Auajiore IIpH H806XOHI/IMOCTI/I N3MeHHUTe Ha3BdHHMe MeTKH U IIBeT.

[Tocne usmenenust MeTka OyzeT 0OGHOBJIEHA B CIIMCKe.

HJIH yaajleHnsa CYHlECTBYIOHleﬁ METKHU BblJle/InTe MMA METKHU B CIIMCKe W Ha>XMHTe KHOIIKY

Ynanure.

13.2.6 YteHue u oToOpaxkeHHe COOOIIEHUI

B pasgene YUteHme u oToOpaxkeHHe COOOIIEHWI BBl MOXETe HACTPOUTH CJIEYIOIIHe

napamMeTphbl yBeJJOMJIEHUH MPHY MOJTyYeHUH HOBBIX COOOIIeHUH:
1. Pexxum aBTOMaTHM4eckoil OTMETKH COODOIeHMM KaK IPOYUTaHHBIX (Cpa3dy mocie
OTKPBITHSL, MO0 MOC/Ie MPOCMOTPA B TeueHHe 3aIaHHOTO eprojia (B CeKyHax)).

2. PexxM OTKpBITHS COOOIeHM (B HOBOM BKJIAJIKe, HOBOM OKHe, yXe CYIIeCTBYIOIIEM

OKHe).
3. 3aKpbITHe OKHA/BKJIAJIKA COOOIIEeHHUsI IIPH ero repeMelleHny WK yAaleHu .

4. Pexxum oToOpakeHHSI WMeHM ajpecara (IIOKa3bIBaTh TOJIBKO WMs [IJIS  JIFOJIEH,

HaxXOOSIIUXCS B MOer aﬂPECHOﬁ KHI/II‘E).

5. Pexxum 006paboTKH yBeIOMIIEHWI O TPOYTEHHUH.

13.2.7 CeTb u 1HCKOBOE IPOCTPAHCTBO

B pa3aeiie Cerp M AUCKOBOE€ ITPOCTPAHCTBO Bbl MOXeTe HAdCTPOUTL IldpaMeTpPhbl CeTeBbIX

COoeJUHEeHWM U JIHUCKOBOI'O XPpaHWIMIIA.

B pa3neiie COEIII/IHEHI/IE HA’KMHUTe KHOIIKY HaCTpOI/ITb, OTKPOETCA OKdJIOTrOBds IIdHEJIb

[TapamMeTpnl coeTMHEHUS.

B pa3neiie ABTOoHOMHAan pa60Ta HA’XMHUTe KHOIIKY ABToHOMHag pHGOTa, OTKPOETCA

JHAJIOroBas 11aHeJlb HaDaMETDI)I ABTOHOMHOM DaGOTbI.

B pa3aeiie HI/ICKOBOE IIPpOCTPAHCTBO Bbl MOXeTe HACTPOUTb KellMpOoBaHHWe W CXKaTue

I1aIIOK.
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1. Ha nanenu otobpaxaercs Tekyui pa3mep Kemta. Haxxmure kHoniky O4HCTHTH ceiigac

JJIs1 OYMCTKH Kellla.

2. BxirounTe WM BHIKIIIOYHTE aBTOMaTHYeCKoe YlipaBJ/ieHHWe KelleM, IMpru HeOGXO}II/IMOCTI/I

YCTaHOBUTE MaKCUMaJIbHBIA pa3Mep keia (B MB).

3. Boibepute CixumaTh Bce HamKH, 33/aiiTe o06beM 0CBOOOXAaeMOro IUCKOBOTO
npoctpancTBa (B MB). Bribepute CnpamuBaTh KaxKObIii pa3 Iepej CxKaTHeM IS

IIOATBEPXIeHHs CXKaTus.

B pasneiie I/IHHEKCHHI/IH BbI MOXeTe HAdCTPOUTb KellIMPpOBaHNWe U CXKaTue IaIllOK:

1. BxurrouvTe Wiy BHIKJIIOYUTE IJI00AIBLHBIN IOMCK U MHOEKCAIIUIO COODIIeHUH.

2. BpibepuTe TUI XpaHWIMIA COOOIIEHUH ISl HOBBIX y4eTHbIX 3anuced (Kaxmas mamka

B oTnesbHOM ¢aiine, Kaxknoe coobmenue B oTaesbHOM daiise).

3. BriiroumTe WM BBIKJIFOUMTE allllapaTHOe YCKOpPeHHe.

13.2.8 PemaxTop HacTpoek

HaHHI)Ie HaCTpOﬁKH IpeaHa3Ha4eHbl [OJid OIIBITHBIX M0JIb30BaTeIer, Hux
HN3MeHeHHre MOXeT IIpuBeCTrh K II0Tepe CTa6I/IJIbHOCTI/I, 0e30I1aCHOCTH H
IMIPONU3BOOUTEIJIbHOCTU IIPUJIOXKEeHHS. Ecnu BoI YBepeHbl B CBOHUX IEeHCTBUSIX,
OTKpOfITe OKHO CHMCTeMHbIX HaCTPOEK Ha>KaTheM KHOIIKH PeHaKTOP HaACTPOeK.

13.3 Hacrpoiika napaMeTpoB aBTOHOMHOMH Pad0THI

Ilns Toro, 4YTOOBI OTKPBITH [MAJOr HACTPOWKH I1apaMeTpoOB aBTOHOMHOM paboThbl

MIPWIOXKEHUSsI, BbIOeprTe OTHO U3 CJIeTYIONIUX JIeMCTBUM:

1. HeDefI)lHTe B ITdHEJIb HACTPOEK U B pa3zielie Cetb JUCKOBOE IIPOCTPAHCTBO HAXXMUTE

KHOIIKY ABTOHOMHasi padoTa.

2. B komanaHoM MeHI0 BbiOepute Paiin > ABroHoMHas pabora > Ilapamertpsr

aBTOHOMHOM PadoOTHI.
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Ha sxpane oTkpoeTcs i1anorosas IaHesIb HACTPOMKY ITapaMeTpoB (cM. Pucynok 211).

MapameTpel aBTOHOMHOR paboTsl x

ABTOMATHUECKK BRIGKPaTE DBHApYREHHOS

COCTOAHWE MOAKNKDYEHMA

PyuHol BeIBOP COCTOAHMA NPM 3anycke:
Mcnonsaoeats pexuvm pafotsl

NEFEAbIAYILETS CEaHLa
3anpocKTe COCTOAHME NOAKIHYEHIS
MoaknHYEH K CBTK

ApTOHOMMHaA paboTa

OTNpaprTe HEOTNPABNEHHbIE COODLLEHIMA NpK

MOAKOYEHMKT

ANa Her @/ Cppawweats

3arp3,.r:-xam CD-EIEILIJ,EHHH ANA UCNONLIOBAHKA B

AETOHOMHOM DexMMe NpK OTEARMEHNN?

Ha Her (@ Cnpawwsats

QK OtmerHa

Pucynok 211 - Hactpoiika napamMmeTpoB aBTOHOMHOW PaboThI

Bbl6epI/ITe ABTOMaTHYeCKH BLIﬁI/IpaTB COCTOSAHHE IMOAKJIIYEeHHUud [JII MOHUTOPHUHIA

COCTOsAHHA CeTeBOIr'o IOAKIIF0YEHNSI 1 dBTOMdATUYECKOI'O BbI60pa PeXXruMa ABTOHOMHOM pa6OTI)I.

Bribepure cocTOsiHMe CeTeBOro COeUHEeHWs TpH 3allyCKe WCXOAs W3 CIIeAYIOUX
BapUAHTOB:
— UCIIOJIb30BaTh PEXXUM TIPEbIAYIIEro CeaHca;
— 3aMpPOCUTh COCTOSTHHE TIOJIKITFOUeHUS;
— MOJIKJTFOYEH K CeTH;

— aBTOHOMHas paborTa.

Bbl6epI/ITe peXxXuM OTIIPABKKW HEOTIIPABJIEHHBIX COO6HI€HHﬁ IIpY MMOAKJIIOYeHHH UCXOoOd U3

CJIeYIOIUX BAPUAHTOB:
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— OTIIPABJIATD;,
— He OTIIPaBJIATD;

— CIIPpalIKBATh I10JIb30BATEJIA.

B ciyyae, ecnu 6ynet BbIOpaH BapyaHT CIpalIMBaTh MOJIb30BaTesl, IIPY MOJIKJII0UYeHUH K
CeTH WIW TpU BBIXOJle M3 aBTOHOMHOT'O pexkuMma paboThl Ha 3KpaHe OyAeT OTKphITa AUaoroBas

nauenb (cMm. Pucynok 212).

HeoTtnpaeneHHele coobueHma *

@ Bl xoTUTE OTNPaBnTE cedyac HeaTNpasneHHbI2 EGL‘IﬁLLI;EHHH?

Beerna cnpawmears, KOrAa A NOAKNHYAHICE K CETI.

OTNpaguTe celiuac MNoaxe

Pucynoxk 212 - 3anpoc oTnpaBKu HeOTHpaBIeHHBIX COODIeHUHI

BribepuTe pexxum 3arpy3ku COOOIIeHU ITPU UCII0JIb30BAHKSI B aBBTOHOMHOM peXXuMe:

— 3arpy>kaTh;
— He 3arpyarb;

— CIIPpalIXBATh I10JIb30BATEJIA.

B ciydae, eciu Oynmer BbIOpaH BapHaHT CIpAlIMBaTh IOJIbL30BaTeNs, IIPU BXOlle B

aBTOHOMHBIN pe>XM paboThl Ha 3KkpaHe OyJieT OTKphITa AUaiorosas naHens (cMm. PucyHnok 213).
Jarpyzka coobuermi %

® KomuTe 2arpyanTe cooDWEHHA A0A 3BTOHOMHOR paboTel Nepel Nepexogaom 8 sTaT pesiam?

Brerfa cnpallmeark, KOMA2 A NEPexoky B aBTOHOMHLIR pesum.

3arpyauTs cel4ac MNozxe

Pucynok 213 - 3anpoc oTnpaBKu HeOTHPaBIeHHBIX COODIeHUI
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13.4 Hacrpoiika mapaMeTpoOB CeTeBOro CoeiiHeHHs

HJ'IFI TOro, YTOOBI OTKPBITb OUAJIOT HaCTpOﬁKH IapaMeTpoB CeTeBOIro COoeJVHeHUWs,

IIeperJIuTe B IIaHeJb HACTPOEK U B pasneiie OcnoBubie > CeTh H IHCKOBOE IIPOCTPAaHCTBO >

COEHI/IHEHI/IE Ha’XMHUTe KHOIIKY HaCTPOI/ITI). Ha 9KpaHe OTKPOETCA AHUajior, B KOTOPOM Bbl MOXeTe

HACTPOUTH MPOKCH Jiyis focTyna B UnTepHet (cMm. PucyHok 214).

Ma PaMEeETPRl COBAMHEHWA

HacTpoika npokcy anA goctyna B Mutepret

Bea nposci

AETCIME?I-I UECK ONpedenfTh HaETFICIIﬁKIr'I I'IP{}[CIr'I AnR ITOW CaTH
@ élfl_r_n-:m bIOBATE CWMETERMHBIE HACTRORKK NPOKCH

PyuHas HACTPOMKA CEpEKCA MPOKCH:

¥

HITF npokoa: Mopr: ¥]
Tawe Wenoane3nEare 3TaT npokc ans HTTPS

HTTPS npokcs: Nopr: 0

Y¥zen SOCKS: Mopr: [u}

FOCKS4 @ S0CES S

URL apTomaTHYeckol HACTPORKA CEpEMCE NPOKCH:

ObHoBNTE

He wcnons3oeatk NpaxcK anac

Mpwumep: gowru, netne, 192.768.1.0/24

Coegurennn © localhost, 12700007 w21 HHKORLS He NPOKCHEAIDTCA.
He sanpaweate ayTeHTdrEanmio (ecam Sein coxpanén napons)

Ompasagre DMNS-3anpacks uepea NpoKoy, Menaakayd S0CKS 5

Baproumte DMS uepez HTTPS

Ok OTMeHa

Pucynok 214 - HacTpoiika mapamMeTpoB CeTeBOro CoeJIMHeHusI
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13.5 Hacrpoiika yBeJoM/IeHHI 0 IPOYTEeHUH

HHH TOrO, 9TOOBI OTKPBITb JHAJIOI'OBOE OKHO HaCTpOﬁKH yBeaoMJIeHUd O IIpOYTeHUH

COOOIIeHHs, IepeliuTe B ITaHeJIb HACTPOEK U B pa3neiie OcHoBHbIe > YUTenue u 0T06pame1me

Ha’XMUTe KHOIIKY YBEHOMJIEHI/IH 0 IIpOYTEeHHuH. Ha JKpaHe OTKpPOeTCsa IIaHeJIb HaCTpOﬁKH

(cm. Pucynok 215).

YeepomneHWA o NpoUTEHUK *

Beeraa 3aNpalleaTe YEEJOMAEHKME O NPOYTEHKMK NPKW OTNPpaBKe CcooBLLeHA

ﬂplﬂ nonyyYeHWM YEeAOMAEHWA O NPOYTEHKIL

@ Ocragnate ero B nanke «Bxoaaugmes

Mepemectute ero B nanky «COTNpaBaeHHbes

|_||'.'II-'1 nonyyYeHW 3anpoca Ha yeejomMineHne O NpodTeH i

Hukoraa He OTApaenATE YESAOMAEHWE O NpOYTEHKMK

@ OTNpasnATe YESAOMASHKA © NPOUTEHK 1A HEKOTOPBIX cOOBLLEH W

Ecnu A He Haxomych B cnvcke «Komy» uan «Konuwa»:  Cnpawneats w
Ecnm oTnpaeuTels HE HAXOAWTCA B MOEM A0MEHE! Cnpawwveats K3
Bo Bray ocTanbHeX chyuyany: Cnpawweats e

OK OTreHa

Pucynok 215 - HacTporiky yBeioMiIeHU 0 IPOYTeHUHN
Hactpoure cnepyromye nmapaMeTpsl yBeJOMJIEHUN:

1. 3anpoc yBelOMJIEHHS O IIPOYTEeHWHU IIPU OTIIPaBKe COOﬁIIIEHI/IfI.
2. Ilamxa I COO6H.[€HI/IH I1pU II0JTYy4YeHNH yBelOMJIeHHs O IIPOYTeHUH.

3. lloBeneHue npy NOJTyYeHUH 3aMIpoca Ha yYBeJJOMJIeHHe O TPOYTeHUH.

13.6 HacTpoiiku cocTaBieHHs COOOIIeHUS

Y100k OTKPLITH IIdaHEeJIb HACTPOEK KaJleHOdapH, HeperiuTe B MaHelb HACTPOEK W HaXMUTE
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KHOIIKY # Cocrasnenme

13.6.1 CocTaBjenue nmucemM

B nanHOM paszmene Bbl MOXKeTe HACTPOWTH CIIEAYIOIIMe IlapaMeTphl, CBS3aHHbIE C
COCTaBJIEHHEM ITHCEM:

1. Cnocob nepecbuiku coobiieHus (BHYTPH COOOIIeHMsI, KaK BJIOKeHHe).
BosmoxxHOCTh T0OaBIeHrs paciIMpeHus K UMeHH daia.

Hactpoiika neprosia aBTocoxpaHeHus niceM (B MUHYTax).

N

3anpoc TMOATBEPXKIEeHUsI TPU OTIIPaBKe COOOIIeHUs C HCIOIb30BaHWEM COYeTaHUN

KJIQBHIII.
[TpoBepka npaBomMcaHus Tiepei OTIIPaBKOM COODIIEeHHUH.
Bxrouenue npoBepku MpaBoOINMCAHUs IPU HAabope TeKCTa.

S13bik ipoBepku nipaBonucanus (Pycckuii, Aurimiickmii (CIIIA)).

[TapameTpsl mipudTa nucbkMa (ums mpudTa, pa3mep, IBET TeKCTa, I[BeT HoHa).

© ® N @ W

Hacrpoiiku dopmarta tekcra (Mcnonb3oBaTh dopmaT Ab3ana BMecToOOBIYHOTO TEKCTa

10 YMOJTYaHHUIO).
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Haxmure xnonky IlapameTrpbl oTHpaBKHM [Jii HacTPOWKM TeKCTOBOrO ¢opmara, Ha

3KpaHe OTKPOeTCs raioroBasi maHesb (cM. PucyHok 216).

MNapameTpel cTNpaBkK x

TekcToBLIA Qopmar
Na BOZMO¥HOCTH OTNPaBNATE fDDEII.IJ,EI-IIrI:E E EWQe NpOCTOrd TeKoTa

Mpw omnpaeke cooBluerni B popmare HTML, ecnu yrazaHo, YTO oduH A Bonee agpecaTos

HE MOMYT NOAYYaTh NoyTy B dopmare HTRL:

OTNPaENATE COOBLUSHHE B BIAS KIK NPOCTONG TEKCTE, Tak W HTML W

anMEHaHHEZ npegnoYTHTENEHEE q:IOpMﬂTBJ MOXHD YKAIEIBATE B EﬂpECHOﬁ KHHME.

Aomersl, NoAdepEHEaoLnE HTML JOMEHE!, NOAAERHVESKILNE NPOCTON TEKT

Mpw oTnpaeke cooBLWEHHA Ha agpec, A0MEHHAA YACTh KOTOROTD HAXOAWTCA B O4HOM U2
CNUCKOE HoKe, MolQduc MoyTa SETOMATUYECKH NOCKNEET COOOLLEHNE B NDABHIEHOM
popmaTe.

JNobaBuTe...

Y3ahuTe

Pucynok 216 - Hacrtpotika TekcToBoro ¢popmaTa coobIiieHmit

Bribepute nelicTBus npu otiipaBke coobiienuii B popmate HTML ecnu ykazaHo, 94To oivH
Wi 6os1ee agpecaToB H MOTYT NOTy4aTh 1ouTy B popmate HTML:
— OTnpaBiaTh coobIleHre B BUZle KaK IIPOCTOro TekcTa, Tak 1 HTML.
— CrpammmBaTh 4TO /ieNaTh.
— [Ipeobpa3oBriBaTh COOOIIEHNE B IPOCTON TEKCT.

— Ortnpasinsarth coobmenvie B HTML.

[Ipu HeoOxomumocTH chOpMUpPYHTEe CIUCOK JOMeHOB, mnonjepxuBaromux HTML wu
MOJIJIEP>KMBAIOIIMX TPOCTOM TeKCT. B aToM citydae npu oTmpaBKe cOOOIIIeHUs HA ajipec, IoMeHHast
4aCTb KOTOPOT'O COAEPXKUTCS B OJJHOM K3 CIIMCKOB, IIPWIOXKeHUe aBTOMAaTUYeCKH OTIIPABUT ero B
IIpaBUIBHOM popMmare. [1ist 3TOro BeibepuTe OJHY U3 3aKIa/I0K:

— Homewnsl, nogaepsxuBatoiime HTML.

— JloMeHbl, 1To/1/Iep>KUBAIOIIMe TPOCTOM TEKCT.
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HJISI I[O68BJI€HI/I$I HMeHU [OMeHad HAXMHUTe KHOIIKY HOﬁaBI/ITb, Ha OKpdaHe OTKpPOeTCs

JTMaJIoToBasl MaHeJlb BBOJIa UMeHM JloMeHa (cM. PucyHok 217).

JoBaente nma e cnncok «[Nogaepxcea HTML: *

® rma gomeHa;
[

=

Pucynok 217 - BBog umenu jomena

HJ’I?I YAajieHus UMEHU IOMeHda U3 CIIMCKAd HAXKMUTe KHOIIKY YIIHJII/ITI).

13.6.2 Appecamus

Pazmen ajpecanyyd HAcTpoeK COCTaBJIeHUSI COJIEPXXUT HACTPOMKHA IIOHMCKA aJ[pecoB

(cm. Pucynok 218):

Aapecauma

|_|F|I.1 BEOAE agpeca UCKaTe NCAXaLAlWe NOYTOBRIE adpeca B.

NoKaneHBX aAPecHBbIX KHATEX

Cepeepe kaTanorog: €2 obansHan agpecHas KHura &3 HameHwnTs katanorm...
ABTOMaTUUeCKM A0DABNATE aAPEca M3 MCXOAALLMX NMCem B agpecHyto kHury:  §2] CobpaHHble agpeca w
Katanor no yMon4aHui Nnpu oTKRBITUA GKHa agpecHol KHMM: 2] Bece aJpecHble KHWUIK W

Pucynok 218 - Paznen Anpecanus

B OAdHHOM pa3fejie Bbl MOXeTe HACTPOUTb ClleAYIoIlue IIdapdMeTpbl, CBA3dHHbIE C

aJipecaniyiey muceM:

1. 3ajaHve MecCTOMOJIOXKEeHHUSI, B KOTOpPOM OyIeT NPOMCXOAUTb TOWCK MOIXOISIINX

azpecoB 1py BBoJle ajipeca (JIokanbHbIe afjpecHble KHUTH, CepBep KaTaOroB).

2. ABTOMaTH4eckoe ,[[06aBJ'IEHI/Ie dJipeCcoB M3 HUCXO[AIIUX IMNCEM B 3dJdHHYIO aJIpeCHYIO

KHUTY. BbiOeprTe BapyaHT M3 CIIMCKA AOCTYIHBIX aJJPECHBIX KHUT.

3. Karamor mmo YMOJI9aHHUIO TIPHU OTKPbLITHUHU OKHA a,upeCHoﬁ KHUI'H. BbI6epI/ITe BApHUAHT U3

CIIMCKa JOCTYITHBIX aIpeCHbIX KHHI'.
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13.6.3 Bioxenua

B IaHHOM pa3jaejyie Bbl MOXeTe HACTPOWUTb IIdpaMeTpbl, CBA3dHHBbIE C BJIOXKEHHAMU B
IMMCbMaAd. HCHOJII)SYFITE Iepekjiro4aTesib HpOBepﬂTb Ha 3a0bIThIe BJIOKEHUS JJI BKITFOYEeHHs
IMTPOBEPKHA 3a0BITOr0 BJIOXKEeHHs B MUMCHbMO. B ClIy4dae, eCJI1 B IIponecce BBOJd TeKCTa ITMCbMO GYI[ET
COJiepKaTb OJJHO M3 KJIIOYeBbIX CJIOB Vi1 HAIIOMHWHAHHUA O BJIO’KEHHH, B HIDKHEN 4aCTU MOSIBUTCS
I/IH(l)OpMaL[I/IOHHaH IMaHeJIb, CoAaep Kalllada I/IHCbOpMaHI/IIO 0 HaWJeHHBIX KJIKYEeBbIX CJIOBAaX, a TAKXe

nBe kHoMKkH (cM. Pucynok 219):
— J100aBHUTH BJIOKEHHeE - 110 HAXKAaTHIO OTKPOeTCsl CUCTeMHbIN Juaior AJis Bbibopa dariia
BIIOXKEHUST

— HanmoMHUTL mO3:Ke - HAXXMUTe [JIS BBIBOAA HAIOMHHAHHS HerocpeAaCTBeHHO IIpr

OTIIpaBKe IMKUCbMd.

B cnyuae, eciiv maHesib HAIOMUHAHUS OTKPBITA, JINOO YCTaHOBJIEHA HAIIOMHUTD 1103Ke, ITPU
OTIIpaBKe MUCHhMA HA 3KpaHe BO3HUKHET coobiieHre "Bbl 3a0buin BaoxkuTh ¢aiin?". Haxmure

OTnpaBuTs /171 OTIPABKU CO0OIIIeHUsI O6e3 BIIOXKeHHS.

‘-'. naHMe oo

@ain [paska Bwn Bcotaswts  Dopmar  HacTpolkw  MHcTpymesTel  CnpaBka
E> Otnpaeuth '—' MNpaeonucadue v &1 BesonacHocTe v z) COXPEHUTE ¥ F_]J BnoMuTe v
01 AnekcaHnp CmupHos <alexandrsmi_. v <onwA  CkpbiTas konua  DBpaTHeIR anpec
Kamy Flena HanowmuHaHue O BAOKEHWA s

Tewma: Attach ® Bl 33bb111 BAOKWTE daiin?

Attachment

0 HaipeHo 2 knkosessIX CIOBA ENCEHM... attachme,., NoBaenTe BROXEHHE, . HanoMHWTE Noaxe | » >

Pucynoxk 219 - HanomuHaHue 0 3a0BITOM BJIO>KEHUU

Hns dopmMupoBaHMSl CIKCKA KIIOYEBBIX CJIOB HAlIOMHWHAHWW O BIIOXKEHUSIX B IIaHeNU
HAaCTpoeK HakMuTe KHONKY KurroueBble cJjioBa, Ha OJKpaHe IOSIBUTCS /JIHAJIOTOBOE OKHO
(cm. Pucynok 220) co cnmckoM KIIIOYeBBIX CJIOB JjIsi HAallOMUHAHUSI O BiIOXeHHWH. C IOMOIIbIO
JTAHHOTO OKHA BBl CMOXKeTe JT00aBJIsITh HOBLIE KJIIOUeBbIe CJIOBA, a TaKXXe M3MEHSTh WU yAalITh

y>Ke CYIIeCTBYIOIIIKe B CIIUCKe.
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KnioueBLIe CNoBa ANA HAMNOMMHAHWA O BNOXEHMH

MoAOdc Mouta GyaeT NpeayNpesiaTs Bac O TOM, YTO Bel 330101 BAOXWTE Gain, BCiW Bkl
nonpoByere oTNPaEUTE NMCLMO, COASEHALLEE GAHG W3 3THX KNHIHEBRI CNGE,

o
Jpdf
xls
ppt M3MeHMTE....
rtf

pps ¥aanuTe
attachment

attach

attached

attaching

enclosed

Cy

cover letter

BNOMHEHWE v

OTmeHa

Pucynok 220 - KirogyeBble cji0Ba HallOMMHAHUW O 3a0BITOM BIIOKEeHUH

CO303Th...

13.7 HacTpoiiku npuBaTHOCTH U 3aIUTHI

YTo6BI OTKPLITH IIdHEJIb HACTPOEeK KaJleHOddps, MeperiuTe B IIdHeJb HACTPOEK U HAXXKMHTE

KHOTIKY

MpueatHocTE W
3ALMTA

13.7.1 IIpuBaTHOCTB

B nanHOM paszene Bbl MoOXeTe YCTAaHOBUTb HACTPOWKM IIPUBAaTHOCTH COOOIIeHUM

(cm. Pucynok 221).
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[NprBaTHOCTE

Coaepskiamoe 3NeKTPOHHOW NouTh
| PazpewTs B COOBILEHUAX NOKA3 COASPKMMOro u3 MHTepHeTa WcenoueHuA...
Cogepyumoe geb-caToB

MopMHWTE NOCEWEHHEIE MHECA BE0-CEATH M CCEUIKK

MNprUHMMaTE kYA © cadTos MCEnUEHWA..,
MprHAMETE Ky CO CTOPOHHWY caidTos:  Bcerga ~
CoXpaHATE KyKM: A0 MCTEYSHWA CPOKa VX ASRCTEMA > Mokazate kyrm..

OTnpaenate seb-calTam curHan «He oTCAeXMBaThs, O3HAYSHOWMA, UTOER! Bbl HE XOTHTE,
YTOGkl BAC OTCAERMBANM

Pucynok 221 - [lanenb HaCTpOWKYU IPUBATHOCTH

CoaepXXuMoe 371IeKTPOHHOU NOoYTbI

Beibepure PaspemuTs WM 3allpeTHTh B COOOIEHHMAX IOKa3 COAEPKHUMOro H3
HHTepHeTa, IIPU 3TOM eCTb BO3MOXXHOCTb 33JlaTh CIIMCOK CaWTOB, COJIep>XKMMOE KOTOPBIX
NPYHYJUTeJIbHO pa3pellleHo Jyis [0Kasza WM 3a0JI0KMpoBaHO. [[jsl ynpaBiieHHs WUCKIII0YeHUsIMHU
HaxxmuTe KHOINKYy MckiloueHus:, Ha 5KpaHe OTOOpas3WTCs JUaloropasl IaHeslb pefaKTUPOBaHUS

nckinodeHun (cMm. Pucynok 222).

Wexnrouenus — Cogepeoimoe w2z MHTepreTa *

-~
Bl WIOIKETE VIAZATE, © Kakix Bef-caliTon Paspellens JarpyHETe HI0BREKEHIA 1 APYTOE COABREIMOE W3 VIHTRDHETA. Bil TAKKE MOMETE
PAIRELLNTE 3ATEYIEY NBOTD COQERRHMOTD W3 VIHTERHETA HE OCHOBE AAPECE INEKTROHHOA NOYTH CTNREENTENA. BESAUTE agpec cailta
WM INEKTROHADE NOUTL, KOTOPGIM BE XOTHTE YIPABNATE, 1 ZATEM WENKHHTE <EN0KNPOBATE WK “PA3DELLThs,

Ajpec pel-canta

Cair Cratyc
bt fevyaffice.ru PAGPLINTE
W
JTHEHA CoXPEHHTE HIMEHEHRR

Pucynok 222 - HacTtpolika mapamMeTpoB CeTeBOIro COeJIMHeHNsI
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Ha panHoii nuanoroBoi naHeau BBeJiUTe afpec BeO-caiiTa, 3aTeM HaXKMHUTe KHOIIKY
baoxupoBath wiv Paspemnts. Ajipec okaXkeTcsl B CIIMCKe C COOTBETCTBYIOIIUM CTATyCOM.

Haxxmure Y)JaJme CauT WU YIIaJII/ITI) BCe CalThI JIJIs yYAaJleHud 3JIeMEeHTOB U3 CIIMCKA.

B ciydae, ecniu comepkuMoe U3 UHTepHeTa 3abJI0KMpOBaHO, COObIIeHre OyeT ToMedyeHO
COOTBETCTBYIOIIUM coobiieHueM (cM. Pucynok 223), a Takke 10JIb30BaTeIO MIPe0CTaBIISIeTCS

MEHIO N3MeHeHUsI HACTPOeK OJIOKUPOBKHU.

# @ HenpoukTaHHEE ™ @aar & KoHTaeT @ Meted [ BnoseHuA 3 Hr < @ »
Hoabge 2022 KH 44
1o A6 AgTop ar -
3 Hopoe cobemie
L]
Komerioa Modlidec Homamga Moi Ogmc Cerois
Jaerpa
Npzacronwge |2 axs)
‘9 Elena Smamava Blena Smimova
Homarga MoidOdue oo B O W] oeee
ferea Oobpo nowanoeats 8 MoROgkc!
Cbpathoi anpec Komanaa MoROdgwic
Y Mnercanap CrvapHos i
E B yer fesonacsocrd, MyDfEoeMaill 3a6 0 I ST AP CORERAHEMONT Wl HHTEps T, Hacrpaiine » b

Makasam: coSapEmMOR HE MHTERHETY B STOM COCSMEH M
Mol O¢II¢'IE MmN ATE MATTROH KK CONEEHEMOrD 1o HHTEpHETS,
Paspeimmnte cofepamos it Hareprests ¢ hitps ) techwr myaffice ru

PaspeiuArs cogEpEawos W3 HHrepreta ¢ techarmyathcos.ru

Henpouwrantooc 0 Beera; 17 (5] Meponpuaman o

Pucynok 223 - biiokrpoBka 1mokasa Cogep>XUMOoro U3 UHTepHeTa

Coaep)xxumoe Beb6-cautoB

IToMHUMTE TOCeIleHHbIe MHOM Be0-CalThI U CChIJIKU
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Bribepute npu Heob6xomuMocTH HacTporkKy IIpmHEMMaTh Kyku ¢ caiitoB. Haxmure
kHONKy M cKIro4eHHsI, Ha 5KpaHe OTKPOeTCs IUaIoroBas IaHejb HACTPOMKU MCKIIIOYeHWH st
Cookies (cM. Pucynok 224). Ha maHHOM IuanoroBoi MaHeNW BBeAWTe ajipeC BeO-caiiTa, 3aTem
HaxmuTe KHONKYy bioxkupoBaTth, Pazpemuts Ha ceccuro wiv Pazpemmutb. Afpec okaxkeTcsl B
CIIMCKe C COOTBETCTBYIOIIMM cTaTycoM. HaxxmuTe YpmanuTh caliT Wiv YJaJIUTh BCe CAaHTHI VIS

yZaaJleHrd 3JIeMeHTOB U3 CITKMCKA.

Wornoussna — Kykm ®

Bid MOMKETE YKAZATL, ¢ KIKMX CAHTOR BCRIAA NPHHAMATE WM OTRASHATE KyKA, BESANTE TOUHLIA agpec cailra
W HEEMUTE KHONEY sBAOMMpOBaTE, «PaIpelLnTe Ha CECOMDs UNK «PazpewuTe:

Aapec ged-caiTa

Caifr | Cramye
hitpy/fmyoffice.ru PaapElMTE HA CECONKD
OTmEHE COXpaHNTE NIMEHEHHA

Pucynok 224 - Hactpoiiku uckitouennii Cookies

Bribepute pexxum npuema Cookie co CTOPOHHHX CaTOB:

— BCerja,
— C ITIOCellleHHbIX;

— HUKOT'[1d.

Bribepure pexxum coxpanenust Cookie:

— JI0 UCTeYeHUs] CPOKa UX JIeWCTBUS;
— 110 3akpbITHs MHOU «MoOduc ITouTtay;

— CIIpalllMBaATb KaXKIbIH1 pas.

13.7.2 I1aposm

[Tpunoxxenue «MoiOduc [Toura» no3BosisieT 6e30MacHO XpaHUTh UMeHa I0JIb30BaTesel U
MapoJid, UCIoIb3yeMble il AoCTyma K cepBepaM (cM. Pucynok 225). [Ipu aTom y monb3oBaresis
HeT HeoOXOJUMMOCTH KaXk[bIi pa3 BBOJWUTbH MX IIPU IOYTOBBIX OIlepalysx, 3TO TpebyeTcsl TOJIBKO

IIepBbIA pas.
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MNaponu

MoiaOdiac Mourta MOXeT 2aNoMKUHATE NAPOAKM BOEX BALWWX YUBTHLIX 3anucen, CoxpaHéHHBIE NAPOAW...

MacTep-napons 3AUMILAET BCE BALLM MAPOAK, HO BaM HYXHO BYAET BEOLMTE £70 OUH Da3 B CBCCHRD.

Mecoonbzoeats Ma CTep-Ma PO

Pucynok 225 - Hactporiku naposeit

Haxxvure Ha kHOnky CoxpaHéHHBIe HMAapOJIM [JIl IIPOCMOTPA, M3MeHeHHs U yAaJleHus

HMMeH I10JIb30BaTeslel ¥ COXpaHeHHBIX naposiei (cM. PrucyHok 226).

CoxpaHEHHBIE NOTWHBI X

Ha sawem KOMMOLKITEDE XPAHATCA NOTHUHEl ANA CnegyHo LMY I'IPOEEIIH,JJ,EFICIE

Mpoeaiiasp - MmA nonLsoBaTEnA MacneaHes H3MeHeHwe 8
@ https://mail-te chwr.myoffice.ru (sa.. alexandr.smirnov@techwr.myoffice.. 25.10.2022

@ imapy/fimap-techwr.myoffice.ru (i..  alexandr.smirnov@techwr.myoffice.. 25.10.2022

YaanwTs BCe OToBpauTe Napoau

3aKpeiTe

Pucynok 226 - YnipaBieHre cOXpaHeHHBIMH TapOJISIMU

JlJis IOTIOTHUTEIbHOM 3alllMThl TTApoJiel MOXKHO HCIOJIb30BaTh MacTep-mapodb. s aToro
BbIOEpUTE Tiepekiovares’b M CHonb30BaTh MacTep-NMapojib, Jajiee  UCIOJIb3YHTe KHOIKY
Cmenutps Macrep-maposib. Ha skpaHe OTKpoeTcs [uajioroBasi IaHeslb, Ha KOTOPOH Oyner
NpeJVIOKeHO BBECTH TEKYIIMH 1Mapojib W 3a/laTh HOBBIA MacTep - mapojib. CTOUT y4ecTb, YTO

I[oTeps MaCTep-11apoJid IIpUBeneT K 11oTepe JOCTYyIla K 3alUIIEeHHON PIH(bOpMaIII/II/I ITPUIOXKEHUW .

13.7.3 Cnam

B AdHHOM pas3fejyie  Bbl MOXeTe YCTdHOBUTb HaCTpOﬁKH dHTH-CIIaM (bHHprOB

(cm. Pucynok 227).
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Cnam

3aeCs Bbl MOXETE YCTaHOBKHTE HACTROMKK aHTW-CNam dMAbTD2 No ¥RAQAUSHKHD, HacTpofky aHTW-cras

DANETRE, CNEUMDHMMHBIE 407 YUETHOR 33NH0H, MOTYT ObiTh YCTAHOBNEHDI B MAPAMETRAX YUETHOR 3anWcd.

KOrga A NOMEeYaD CO0DWEHWA KaK CMam;
O Mepepewars v 8 nanky «CNaMs yUETHMOR 3ance
¥AAanATh Mx

O MEYATE COOBWEHMA, onpegen BHHBIE KAK CRAM, KK MPOMHTAMHE

YRaniTe jaHHRE OEyUSHHA
BENHOUMTE XyPHAN paBoTel 31aNTHEHOMD aHTK-CNaM GrABTDAE

Pucynok 227 - Hactpoiika aHTH-CIIaM GpUIBTPOB

ITonb3oBaTesto IMpeaoCTaBJIMIOTCA e Jyronre BO3MOXKHOCTH:

— 3a/1aBaTh IOBeJleHue [IPU IIoMeTKe COODIeHrs KaK CIaM: llepemMelnath B nanky «Cram»
WU yAQJIATD;

— OTMeuaThb COODIIleHNs, OlIpe/ieJIeHHBIX KakK CIlaM, KaK IPOYMTaHHbIe;

— BKJIIOYATh )XKypHaJI pabOTHI aIallTUBHOIO CIIaM-PUIIbTPA;

— [I0Ka3bIBaTh >KypHAJI pab0ThI aHTU-CIIaM GUIIbTPA;

— YAAJIATh JdHHbIe O6y‘l€HI/I$I dHTH-CIIaM Cl)I/IJ'ILTpa.

13.7.4 3amura

B AdHHOM pd3Jiejie Bbl MOXeTe YCTAHOBUTb HaCTPOﬁKH 3dIIIUTHI.

O6Hapy)XeHue MoLWeHHU4YeCcTBa

[Tpunoxenue «MoitOduc [Touta» mo3BosisieT aHAaIU3UPOBATh COOOIIEHUs JisS BbISBIIEHHS
IIOJIO3PUTENIbHBIX IuceM. [y BKJIIOYEHMsS] 3TOM BO3MOXHOCTH HCIIOJIb3YWTE IlepeKyrodareslb

HNudopmupoBaTs He SIBJISIeTCSA JIM YHTaeMoe MHOI0 COODIIeHHe 0J03PUTeIbHBIM ITHCHMOM.

AHTUBUpYC

Il oberyenust paboThbl aHTUBUpPYCA IIPUJIOXKeHHe 1103BOJIsSieT IOMeIIaTh [10/I03pUTeNIbHbIe
coobIlleHrsT B KapaHTWUH. [lJi1 3TOro MCHOJb3yHTe Iepekiiodareib Pa3pemiuTs aHTUBHPYCY

nmomMemnmaTrb B KApaHTHH 0TJAeJIbHbIC BXOJAIIHe COOGIIIEHI/IH.
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CepTtudukarbl

Pazpen ceprudukaToB BHITISAIUT CieayomuM oopa3oM (cMm. PucyHok 228):

CepTudrKaThl

Korga cepeep 2anpallMeasT AMUHLINE cepTudukaT:

Omnpasnate aetoMatiueck O CNpawmeaTts kKaxasi pas
Janpawveats y OCSP-cepeepoB NoATEEDHASHWE TEKYLWLErO CTaTyCa cepTudurkatos

¥YnpasneHWe CepTURvEaTaMM.

¥CTpOWCcTEa 3alMTRL...

Pucynok 228 - [lanens ynpaienus ceprudpukaTaMu

YcraHoBuTe JielicTBHe MIPU 3allpoce CepBepoM JIMYHOTO cepTUdUKaTa:

— OTTIPABJIATb dBTOMATHUY€CKHU,

— CIIpallIMBaATb KaXKTbIA Pas.

[Ipy HeoOxogumocTH BKIIIOUUTe HacTpovky 3ampammBark y OCSP - cepBepoB

IMOATBEPKIeHHE TEeKYIIero Craryca CEpTH(l)HKaTOB.

Jnst medcTBUM € CcepTM(UKATaMK HaXXMHUTe KHOIIKY YIIpaBiieHHe cepTHdukaramu. Ha
JKpaHe OTKDPOeTCsl AWAJIOroBas IaHejb, C IIOMOLIbI0 KOTOPOM BBl CMOXeTe IIPOCMaTpyBaTh
COXpaHeHHble CepTHU(UKATHI, UMIIOPTUPOBAaTb HOBble CepTU(QUKATBHL, a TaKXKe YyAalidTh HUX U

CO3/1aBaTh pe3epBHYI0 Konuio (cM. PrucyHok 229):
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¥Ynpagnenwe CceprrdrKaTamm »

Bawm cepTHMKATES PEWEHHA MO 3yTEHTHHEALNA Mogn Cepeepw LIEHTDE CERTWHHKALMY

¥ BAC XPAHATCA CEPTHOUKATH, CNyEAWME ANA HIEHTHEHEAWWH CNegyWns LEHTROE CEDTHOHKILHH

| VM7 CERTHHKATA | ¥orpoiicreo sawmm @
~ aC Camerfirma 3.0 -
| Chambers of Commerce Root - 2003 Builtin Object Token
Global Chambersign Root - 2002 Builtin Object Token
| ~ AC Camerfirma 54 CIF ABZT43287
Camerfirma Chambers of Commerce Root Builtin Object Token
| Camerfirma Global Chambersign Root Builtin Object Token "
MpocMoTpETh... MEZMEHUTE SOBEPHE... MiMnopTupoBath... SKCNOPTUPOBATh... ¥Aa0uTe MK HE JOBEPATE...

QK

Pucynok 229 - [lanens ynpaienus ceprudukaTaMu

Hnsa ynpaBienus mudpanued 4 Jemddpanyend MMOJKIIOYEeHUH, a TakXkKe XpaHeHWeM
cepTudHKATOB M Iapojield, HaXKMUTe KHOIKY YcTpoMcrBa 3amuThl. Ha skpaHe oTkpoetcs

JTMAJIOTOBas MaHeJb yIpaBjieHus: ycTporcTtBamMu (cM. PucyHok 230).

Ynpagneuwe yCTpoRCTEaMH x
Magynn i YETRORCTES 3HLLMTE Noapobuocra JHAYEHHE
w MSS Internal PECS #11 Module COCTORHNE loToED
Qi kpunTocyR Onucanue EHYTREHHBE KpUATOCT KRGS PSM : :
MaayRE 3aUMTE KI3raToRNTENR Mozilla.org CMEHWTE N3PoNE
 Moayne BCTROSHHE KOPHEBLL CEPT. BeponA HW 3.68
APYENTE
MES Builtin Objects Eepoun FW 2.0
IeTka OB, kprToCyxbE
MzroTeenTens Mozilla.org -
CepHiiHbIi HOMER 0000000000000000
BeponA HW 4.0
Eepona PW 0.0

Pucynox 230 - Ila"enb yripaBieHus: yCTPOHCTBAMH
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13.8 Hacrpoiiku kaneHmaps

YTo0kI OTKPLITH ITdHEeJIb HACTPOEK KaJleHOdapH, HeperiuTe B MaHelb HACTPOEK W HaXMUTE

|
KHOTIKY Kanewaape

13.8.1 O6mme HacTpOHKHU

Jlyis yCcTaHOBKM OOIMX IapaMeTpOB KajleH/Japsl WUCIOJb3yWTe Cile/lylollyde HAaCTPOMKHU B
pasznene Kanennaps:
— dopmar natel (monHbil 1 HosIOpsa 2022 r. win kpaTkui 01.11.2022);
— 4acoBOM N0sIC (BbIOOP BO3MOXXHBIX BAPUAHTOB YaCOBBIX 30H);
— IIepBbIH JleHb Hefleliu (BbIOOp JIHS HeJlellv MOHeAeIbHUK - BOCKpeCeHbe);
— oTOOpakeHHe HoMepa HeJlelIl B 0630pax U MuHuMecsle (mpuMep: Ha: 44);
— BbIOOp pab0o4MX U BBIXOJHBIX THEl Heflely;

— oToOpakeHue pabouux JHel (0ToOpakaTh TOIBKO pabouue qHU / oTobpaxaTh pabouue

+ BBIXO/IHBIE JTHH);

— KOJIMYeCTBO OJTHOBPEMEHHO OTOOpakaeMbIx pabo4ymxX 4acoB Ha NaHenu KaneHjaps (1 -
24);

— HauaJjio pabodero aHs (IMOJAeHb, IOJIHOYb, TOYHOE BpeMsi B GopMaTe Y4:MM);

— OKOHYaHHWe pabouero JHs (MOoJIIeHb, II0JIHOYb, TOUHOE BpeMs B popMaTe Y4:MM);

— BbIJleJIeHre paboYrX YacoB Ha MaHesu JTHS;

— KOJIMYeCTBO 0TOOparkaeMbIX HefieIb Ha NaHesu KajleHaaps (1 Hemess - 6 Hemesb);

— KOJIMYeCTBO MpeAbITyIUX HeJlelb B 0030pe (He oTodpaxkarts, 1 Henens, 2 Hemenn);

— HaCTpOMKa Meprojia 0TOOpaXkeHUsI PeICTOSIIIX MeponpusTui (1 meHsb - 4 Hemenn);

— HACTPOMKa MPOJIOJKUTEJIbHOCTH 33/1a4d UJIM COOBITUS TI0O YMOJTYAHUIO (B MUHYTAX);

—HaCTpOﬁKa JaTbl HA4dJlda 3aJd49¥ WIIN COOBITHSI TIO YMOJI9aHHUIO (HBT, B Ha4dadJjie JITHAI,
34BTpa, Ha CJIEI[ymIlIEﬁ HeJe1e, OTHOCUTEJIbHO TeKyIllero BpeMeHHu, OTHOCHTEJIBHO

CJIeIyIoIIero 4aca);

— HACTPOMKA CPOKA UCTIOJIHEHHs 3a7lau¥ WM COOBITHS 110 YMOJTYAaHUIO (HeT, B KOHIIe JIHS,
3aBTpa, Ha CJIeAyIoIIe He/esle, OTHOCUTEIHHO Ha4Ya/la, OTHOCUTEJIHLHO CJIeyIoNIero

Jaca);

— BO3MOXHOCTb pPeddKTHUPOBAHHA 3d[lda9U WHJIN CoOBITHS B OTHeJbHOM BKJIAOKe, 100 B

JHaJIOTOBOM OKHE;
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— OIITUMU3AIIHA [IBETOB OJIA J'II-O)IBIZ C OI'PaHU4Y€HHBIMU BO3MO>XXHOCTAMH.

13.8.2 HacTpoiiku HanmoMUHaHUII

HaCTpOfITE HQOGXOZ[I/IMI)IG IIapaMeTphl OIIOBeIlleHHs O COOBITHSIX B pa3neiie HanomMunanus:

— BKJIIOUEHHe / BBIKJIFOUeHUe IPOUTPhIBaHKsI 3ByKOBOT'O CUTHAJIa OIIOBEIeHHS;

— BBIOOP 3BYyKOBOTO (paiiyia /Iijisi CUTHAJIa OTIOBeIleHus;

— I[I0Ka3 Ha 9KpaHe OKHA OIIOBeleHUS;

— [I0Ka3 MPOIyIIeHHbIX OTOBeIeHUH JIjsl 3aIucel KaleHjapei;

— HACTPOMKa 3a/IepP>KKU 0TOOPaKeHHUsI OTJI0XKEeHHBIX OMOBeIeHUH (B MUHYTAaX);

— BKJIIOUeHHe / BBIKJIIOUeHHe OTIOBeIleHUH 0 COOBITHSX;

— BKJIIOUEHHe / BBIKJIIOUeHUe OIOBeIeHUH 0 3a7javax;

— HaCTpPOMKa BpeMeHH OIOBellleHHs 0 COOBITUSAX (KOIMYeCTBO MUHYT JIO COOBITHS);

- HaCTPOﬁKa BpeMeHH OIIoBelieHus O 3a/la4dX (KOJII/I‘-IeCTBO MHHYT 00 3a,uaq1/1).

13.8.3 HacTtpoiiku yBenomiieHH

Hactpoiite oTobpaXkeHue yBeflOMJIEHUHM O COOBITHSIX B pasfieiie YBeJOMJIeHH, /ISl 3TOrO
HakmMuTe KHONKy Jlo0aBHTH yBemomiieHHMe. B cmumcok pgo6aBUTCS HOBasi — CTpPOKa
(cm. Pucynok 231). HacrporiTe BpemMsi 0TOOpakeHus1 yBeIOMJIeHHs], @ TaKXKe KaTerOpUI0 MCXOJs U3

CJIeYIOINUX BAPUAHTOB:

— IepeJl Ha4aJ0M COOBITHSI;
— IIOCJIe Havajia COOLITUS;
— repeJi OKOHYaHUeM COOBITHS;

— II0CJIe OKOHYaHUS COOBITHS.
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Yeedomnesrs

Mokazweark YESAOMASHWA O NPEACTOALLMY coBBITHAN

Ll

20 L MUHYT w neped Hadanok cobemua S 1]
Ll

10— MWHYT w nepe), oKoH-aHren cobbiTuA 4 0]

YEEACMASHHA MOKHD HACTROWTE 107 KaRAOMD KANEHAARA B OKHE CEORCTE KaneHaaps,

+ [Jobapunte yeesomisHne

Pucynok 231 - Hactpoiika yBejoMIeHUI
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