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Bce ymomsiHyThle B 3TOM [IOKyMeHTe Ha3BaHUs MPOAYKTOB, JIOTOTUIIBI, TOPTOBble MapKu U
TOBapHbIe 3HAKU MPUHAJJIEXXAT UX BilafesibIlaM.

ToBapubie 3Haku «MoiiOduc» u «MyOffice» npunammexxar OOO «HOBBIE OBJIAYHBIE
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Hu npu xakux oOCTOSITeNTbCTBAX HeJb3s HCTOJKOBBIBATH JIFOOOE CO/IepXXUMOe HaCTOSIIEero
JIOKyMeHTa KaK MpsiMOe WIM KOCBEHHOe Tpe/IoCTaBJieHHe JIMIeH3WH WM TIpaBa Ha HCIIOJIb30BaHUe
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INEPEYEHB COKPAIIIEHUN

B Hacros11ieM foKyMeHTe UCTIOb3yIOTCS Cllelytolire coKpaiieHus (cM. Tabmuity 1):

Tabmuma 1. CokpaiiieHust ¥ pacimdpoBKU

Coxpamnresue

Pacimdposka

OC

OHepaHI/IOHHaﬂ cucreMa

1O Mo#Oduc

[TporpammHoe obecniedenve
«MoitOdwuc [IpodeccronanbHbIIY,

«MoitOduc Ilourtay, Beb-unrepdeiic
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1 OBIIME CBEJEHHA

1.1 CucremubIe TpeOGoOBaHHS

[Tepeuenr TpeOoOBaHMII K NIPOrpaMMHOMY U alllapaTHOMY oO0ecliedeHHIO IIpYBeJleH B

COOTBETCTBYIOIIIEM BallleMy IIPOAYKTY JOKyMeHTe «CucreMHbIe Tpe6OBaHI/IH».

1.2 YcnoBus skcrryatanuu

1.2.1 IloppepxkuBaeMsle I3bIKH HHTep(eiica

— PYCCKUH;

— AHIJIMUCKUU;

— DaITKUPCKUK;

— Opa3WIbCKUM;

— HCIIQHCKUII;

— UTAJIbSIHCKUMH;

— MOPTYTrajIbCKUM,
— TaTapCKUW;

— ¢$paHITy3CKUM.

1.2.2 TlonpepxuBaeMble SI3bIKH BCTPOEHHOI CIIpaBKH

— PYyCCKUi;

— QHTJIMUCKU.

1.2.3 Iloppep:xkuBaeMsbie Beb-0pay3epbl

[lepedens nmojiepkuBaeMbix BeO-Opay3epoB yYKa3aH B COOTBETCTBYIOIIEM BallleMy MPOIAYKTY

OOKyMeHTe «CucreMHbBIE Tp86OBaHI/IH».

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

[Tonb3oBaTenu nmosy4daroT goctyn K npwioxkenuto [10 MoitOduc ¢ nomornbio Be6-6pay3epa.

Hns 3anycka [IO MoitOduc mnocpenctBom Beb-uHTepdeiica HeOOXOAMMO BBIOJIHUTD

ClleqyIolIUe JeruCTBUA:
— OTKPBITh BeO-Opay3ep MpH aKTUBHOM CeTeBOM ITOIKIIFOUeHUH;
— B aJ[pecHyI0 CTPOKYy BeO-Opay3epa BBecTd ajipec Buja «https://mydomain.ru/» u nepeuTtu

Ha ctpanully aBropusanuu 110 MoiOduc.

ITO MoitOduc cunraercsi paboToCIOCOOHBIM, eCIU B pe3ysibTaTe JAeMCTBUN I0JIb30BaTess,
OIMCAHHBIX BBIIIE, HA JKpPaHe MOHHUTOpPA OTOOpa3wiach CTPAHHWIIA AaBTOPH3alMM 0e3 BbITAYu

coob1eHui o cboe B pabore:

— «MoiOduc [Toura» (Pucynok 1):

Pycokumii - Russian -

MonOdwuc NoyTa

AQpec 3NeKTROHHOR NOYTB

aleksandr.smirnov@black myoffice-app.ru

MNapons

BoiTi
0 MNpOrpasMme

Pucynok 1 — Ctpanuna aBropusanuu (craptoBas crpanuiia) «MonOduc [Toutar

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MHWy, 2013-2024
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— «MoiOdodwuc Ipodeccronanbubliy (PucyHok 2):

Pyceruih — Russian - @

MoiOdpuc

Bxon

elena.smirnova@lime.myoffice-app.ru

NMapans
FYTTrTTT bt

JaperncTpHpoBaTLCA

3abbinK napone?

MonuTAKE KOHPHASHUWANEHOCTA YoNOEWA MCNONb30B3HKWA O nporpassae 0 «HoebIe Qfr

Pucynok 2 — CtpaHuIia aBTOpU3anuy (CTapToBasi CTPAaHMIIA)

«MonOduc ITpodeccronanbHbI»
2.1 UnTepdeiic npoaykra «MoiiOduc IIpodpeccnonanbHbIi»

JlaHHbBIN pa3zent akTyalieH ToiabKo 15 «MoitOduc IIpodeccruonanbHbIny.

[Tocme  3amycka  DIpWIOXKeHMS — OTKpoeTcs — craproBasg  crpanuna — «MoinOduc

[IpodeccronanbHbIi» (CM. PuCyHOK 2), Ha KOTOPOUM HaXOMSTCS:

—moJiss il BBOAA JIOTMHA M maposist (s 3apeructpupoBaHHbix B [I0 MoitOduc

MOJIb30BaTeer B KaueCTBe JIOTUHA HCIIOJIb3yeTCs aapecC BHBKTpOHHOﬁ HO‘{TI)I);

— T'dIepCcChUIKa 3a0bLTH napo.nb?, 3allyCKawliasd MeXaHW3M BOCCTAaHOBJIEHHI 3a0LITOIO

[apoJis;
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— KHoIKa BoiiTH;

— TUIepCChUlka 3aperucTpUpoBaThCsl (KHONKA MOXeT ObITh OTKJII0YeHa CHCTeMHbBIM
a]MUHUACTPATOPOM), TpeJlHa3HaYeHHas JAJIsl CAMOCTOSITeJIbHOM DervcTpalivy M0JIb30BaTers
B CJly4ae HaJIM4YMs KIIIOYa JIOCTyma. Perucrpanus 6e3 kitoda JOCTyIla HeBO3MOXHA (IJist
MOJIy4eHUsl KJII04a JOCTyIa MPU CaMOCTOSITeIbHOW perucTpanuu ciefyeT oOpaTUThCS K

CUCTEeMHOMY aJIMUHHCTPATOPY);

— T'UIIepCChbUIKA IMomuTHKa KOH(l)I/IlIEHIII/IaJIbHOCTI/I, Beayliada B pa3fiesl OIIMCaHus IMOJIMTUKA

KOHQUJIeHITUATIbHOCTH;

— T'UIIepCChbUIKA YcnoBust HCIIOJIB30BaHHA, OTKPbLIBAIOIIdd HOBYIO CTPdHHUIY KOTOpAad

HaIpaBJiseT B Pa3ziell ONMCAHUS YCIIOBUIM UCIIOIb30BaHMUS IPOAYKTA;

— T'UIIepCChbUIKA (0] nporpaMme, OTKPbIBAIOIIAA OUAJIOTOBYIO IIdHEJIb C HHq)OpMaHHEﬁ (6}

porpamme;

— KHOIIKA BbIOOpA s13bIKa MHTepdenca;

— KHOIIKA @ (ITomo1mpb), IpY HAXXaTUX HA KOTOPYIO OTKPBIBAeTCSl JIONOJHUTEJIbHOe OKHO

(cM. PucyHnok 3), copeprkalllee KOHTAaKTHbIe JaHHbIE CITY>KObl TeXHUYECKOW IOJJIePXKKH, a
Takke rurnepcchiika Hammcare B cny:k0y mopmep:kku (0TOOpakaeTcsl MPU  HAIMYUH
MIOJIKJIFOUeHHOM MOYTOBOM cucTeMbl). [Ipy akTHBalMK JTaHHOW TUIIEPCCBHUIKK 3allyCKaeTCs
MOYTOBbIM KJIMEHT, YCTAHOBJIEHHbIM B ONEpPallMOHHOM CHUCTeMe II0JIb30BaTessl 10
YMOJTYaHUIO, aBTOMAaTUYeCKU OTKpbIBaeTCs 1IabJIOH MHUCbMa, B KOTOpoM B moiie «Komy»
3alloJIHEeH aJipec CIY>KObl TeXHUYeCKOW TMOAJEeP>XXKHU W B TeKCTe IHCbMa COJiepXKaTcs

HeoOXoMMble TeXHUYeCKHe TaHHbIe 0 TekyIneM coctosiauu [10 MonOduc.

¥ BaC BO3ZHUKNKW BONPOCHI WK NPEANOMEHHA?

MoxanyWcTa, 38 NOMOWbLH 0BPATUTECH K CHCTEMHOMY
AMWHUCTDATOPY WK B cnysBy NogoepmKn.

%, B(BOD)222-1-B88

4 Hanucats B coymby NooAE DKM

Pucynok 3 — OKHO ¢ KOHTaKTaMH CITyKObI TTOJIJIEPXKKU

Ecnu Hactpoena wunterparus 110 MoiOduc ¢ Eaunon Cucremoit HpeHtudukaiyu u

Aytentndukarmuu (ECHA), craproBasi cTpaHMIia cofepXuT rurnepcchliky Bxonm ugepe3 ECHA,
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no3BoJisomyto aBropusoBaTbcsi B [I0 MonOduc c mnomompro yueTHbIx JaHHbBIX [loprasna

rOCy/IapCTBEHHBIX YCIIYT.

I nepekJitoueHus si3blka UHTepderica ciaelyeT HaXkaTb KHOIIKY BbIOOpa si3blka MHTepdelica

B IIPAaBOM BepXHeM YTJIy CTapTOBOM CTPaHMIIbI U BHIOPATh HY>KHBIN SI3bIK M3 BbIIIQ/IAIOIIEro CIIKMCKA.

Hns Bxoma B I[IO MoiOduc Ha cTapTOBOM CTpaHUIle HeOOXOJWMO BBECTH B

COOTBETCTBYIOIIIHE I10JId JIOTHH U I1apOJib, IIOCJIe Yero HaXXaThb KHOIIKY BoiiTn.

ITpu nHamuuum wuHTerpanmu c Enunoit Cucremonn Hpentndukammu n AyTeHTHUKAIUNA
(ECHA) neobxomumo HakaThb KHONKY Bxom uvepes ECHA, mocie d4ero mosib3oBaTelb OyneT
aBTOMAaTU4YeCKU IlepeHarpaBieH Ha ¢opMy aBTopusanuu lloprana rocynapcTBeHHBIX YCIIyT IS
BBOJIa yueTHBIX JaHHbIX ECHUA. Tlocre BBoja yioruHa u maposisi ECMA aBTomMaTrdecky Bo3BpalllaeT

nosib3oBaresnst obpatHo B [10 MoitOduc.

B «iydae ycrmemHoN aBTOpU3allMM  OTKpBbIBAeTCSl CTPaHHMIIA BbIOOpa IPUIOXKEHHs

(cM. PucyHok 4), Ha KOTOpPOM HaXOASTCS:
1. Briok spmibIKOB Jij1s 1epexojia K IPUIOXKEeHUSIM:

— «MonOduc [JokyMeHTBb» (onrcaHue paboThl C IPUJIOXKeHWeM MPHBeIeHO B JOKyMeHTe
«MonOduc [Joxymentsl. Be6-nnTepdeiic. PykoBo/iCTBO IOIb30BaTeNIS»);

— «MoutOdwuc IToutay;

— «MoitOduc KoHTaKTbI»;

— «MoitOduc Kanengapoy;

— HDOC])I/IJIIO I10JIb30BaTeJId (ﬂpJIBIK nepexoaad K HpO(l)I/IJIIO II0JIb30BaTeJIsI MOXeT ObITh

OTKJ/IFO4YeH CHCTEeMHBIM aﬂMI/IHI/ICTpaTOpOM).

2. T'unepccoinka IomuTHka KOHPUAEHIINATBEHOCTH, Be1yIlas B pa3/iesl OMUCaHUs
MOJINTUKU KOHGUIEHITUATBHOCTH.

3. T'unepccbuika Y c10BHS UCIOJIB30BaHHS, KOTOpAsl HAMIPaBJIseT B pa3ziell OMUCAHUS
YCJIOBUM UCTIOJIb30BaHUS ITPOJTYKTa.

4. T'unepccoiika O mporpamMMe, HaMPaBIISIONIAs B pa3ziest MHGOPMAIUY O PorpaMMe.

5. KHorka BeiOOpa si3bika uHTepderica.
6. Kuomnka @ (Ilomomip), npegHa3HavYeHHAs [1Jis IOTy4YeHHUs JOIIOJIHUTEIbHBIX CBeJIeHUH U

obpartHo cBsa3u. KHomka @ (IToMomIb) MOXET CO/Iep>KaTh WHIWKAIIUIO B BUJle CUHEH

TOYKH, CBUJIETEJIbCTBYIONIYIO O HAJIMYUU OOHOBJIEHUH B NpwioxkeHud. Manukanus Oyner
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OTO6pa)KaTbC$I B TeueHue 14 KaJieHJaPHbIX JIHEeH CO IHS OOHOBJIEHUS CHCTEMBI IIOKA
I10JIb30BaTeJ/Ib He O3HAKOMUTCS C U3MeHeHHUAMU.

7. Kuomnka HOCTYyIla K I/IH(bODMaLII/II/I 00 aKTMBHOM IMOJIb30BaTeJIe, M0 YMOJYaHUIO KHOIIKAd

“MeeT YHUKAJIbHBIN 3HAY0K, TPUCBOEHHBIN JaHHOMY Mosib3oBaresito B [10 MoiOduc.

L]
Pycoknia = Russian - @

MonOduc

DokymeHTbl MouTta KoHTakThl Kanenpapb

IGNATHES KOHDHMLEHLHANEHDCTH YoNoBKMA HENONL30SaMHA O nporpamMme

Pucynok 4 — UaTepdelic riiaBHOM HaBUralmMOHHOH cTpaHuIlel [10 MoiOduc

s Havanma paboTel C TPUIOXKEHUSIMH CllefiyeT HaXaTb COOTBETCTBYIOIIMH SIPJIBIK Ha
IJIABHOM HaBWTaIlMOHHOM cTpaHuile. B mob6om npunoxenuu 10 MoitOduc Ha Bcex cTpaHMIAxX
(kpoMe cTpaHMIBbI IpodwWiIs IOJIb30BaTeNs)) B JIEBOM BepxXHeM YIJy OTOOpakaeTcsl JIOTOTHII
aKTHMBHOTO NPWIOXKEHHsI U ero HavMeHoBaHMe. [Ipy HakaTMM Ha JIOTOTUII TeKyIllero IpUJIOKeHHUs
OTKpOEeTCSl MEeHIO Ilepexofia K APYTMM IPWIOXKEHUSIM M Ha IJIaBHYI0 HABUTAIIMOHHYIO CTpPaHUILY.

ITocne BbI60pa JIOTOTHUIIa IIOYTBI Ha OJKpaHe 0To6pa>1<aeTc;1 IIaBHasl CTpaHHUIA [IPUIOYXKEHUA

«MonOd¢uc [Tourtay» (cm. pasmen O630p untepdeiica).

Ha rnaBHyI0 HaBUTAIlMOHHYIO CTpPaHUIy MOTYT ObITh J00OaB/ieHbl AOMOJHUTEbHbIE
MpUIOXKeHusl (SIPJIbIK, Ha3BaHWe W CChUIKA JIs Tepexojia). JlobaBieHre CTOPOHHUX OOBEKTOB Ha
[VIaBHYI0  HaBuranvoHuyioo  crpanuny [IO0  MoitOduc  ocymiecTBisieTcss  CUCTEMHBIMU

aJIMUHUCTpPaTOpPaMH.

H3ob6pakeHne 1osib30BaTelsi B WHTEIPUPOBAHHBIX IPWIOXKEHUAX (IpU  HAIWYUM)

oTobpakaeTcsi B KaueCTBe aBaTapa noJib3oBatesis [10 MoiOdwuc.
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2.1.1 lononHuTeIbHBIE CBeIeHUSI U 00paTHas CBA3b

HpI/I HA’KaTUHU HA KHOIIKY @ (HOMOIIII)) OTKPOEeTCd MeHIO IIOJIYy4YeHHsd HOIIOJIHHUTeJIbHBIX

CBeJIeHUH U Mpe/iocTaBieHust obpaTHoM cBsi3u (PucyHok 5):

L
Pycckuit — Russian « @

Cnpaeka

e

MpuMeyaHua K BbINycKy

O nporpamme

222-999-022
ObpaTHas cBASb
Pucynok 5 — [Tomorip
- Q CripaBka;

- q:]' [IpumMedaHus K BBIYCKY, IPUMedYaHHUs K BBIITYCKY OTKPOIOTCS B HOBOM BKJIQJIKe

Beb-Opaysepa. KHomka MokeT cojiep>kaTh WHAMKAIMIO, CBUIETEIILCTBYIONIYIO O HAJTMUYUU
0OHOBJIEHUH B IPWIOXKeHWH. MHuKanuys 6ymeT orobpaXkaTbCs B TedeHue 14
KaJIeHIapHBIX JHeH CO JHsS OOHOBJIEHUSI CUCTeMBbI TIOKa M0JIb30BaTellb He 03HAKOMUTCS C

HN3MEeHEeHUsIMH,

— ‘II O nporpamme;
— KOHTaKTHBIe JJaHHbIe CTYKObI TEXHUYEeCKOH MOJIIEPXKKH, a TAK)Ke THIIePCChUTKA

O6paTHag CBI3b.

2.1.1.1 CnpaBka

CnpaBKa COIep?KUT CTATbH, IIOMOraromue UCIojIb30BaTh ITPOAYKThI MOFIO(l)HC, M OITMChIBAET

KaQ>XKIbIM U3 IPOAYKTOB OT/IEJIbHO.
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[Ipy HakaTMM Ha KHOIIKY Q (CmpaBka) B HOBOM BKJIaJiKe BeO-Opay3epa OTKpPOIOTCS

cIipaBO4Hble MaTepuaibl 1o pabote ¢ I10 MoiiOduc (Pucynok 6):

ic MaRObIc B e

0 npUNoXeHun

Lo
B aPMaRlse YaoTdoe CORSoe — HOMMNERC GR30NacHby Beb-0EPSitcol ¥ NOHNCHEHHR QA OBrAHPEAURM SP3HSHHA, SOCTYNS W
Clap kHTepdeiica CoEMECTHOA paboTed © hainamd I DOKVMEHTAMA By TEH KOHNAHmA,
TAREHAR HARHTEACHHAR )
TR B cocrae Naogysra BeaiaT CRegpowHE NIHNCwEHn Gna paBoTu b sef-Epeyaena | a moSnnbHwy yorpoicTeax:
;m;m“"* aabwTerg + wiMoigec JouyMenmuo — oof-NpUNOMDess QAR ORFTNEIZUHI CTIYTYIHPONAHIGTD KAANENES SaRnan, DLnanien ks anepaued
P £ SEENavd B NANKaM, FSCTRORN D0EMECTHOND A0CTYNA;
Mpegini NOrLIGEITENRA -+ wMniguc Tewcme — prf-panaktop Ans BncTpore ¥ yNDBHOND COANANKA M QOPMATARIRANKR TRECTORMY ADKyMEHTOR mofod
o ™
e M s - HECTH;
reALIsEATAR + aMopOfec Tabmduas Rell-ORNAKTER AMA COADGAHHA ANSHTPONKLDG TAONHL, BENSHHA [AC4STOR, AHAIMIA NARHRE W
ApMARORBAHKE CROAH:D ATYETIR!
MIHEHIHHE NEoaR
e + aMyRpw: MPeaeHTAHA (Belals — EEl-MOENDMEHHE L0A CORIAHKA, PROAKTVDOREHHA 1 EHIHCT AL NPEagHTaUAR
+ oMpiOfc [y MEuTale GNA MOSHALHKK MNATHOPM — NPHACKEHEE ANA NPOCHOTRR H PSGAET HECRAKMA TEHITORAMY SOHEHTOR
OO, T T ANETROHFS0 TAANHY W NPE3SHTALMA, POOCHOTRE POF-Hafice. 3 TAKxE QOCTYNA K oEA34H:IM SPEHANHILAM HA (MADTOHEN W
N HLET AR,

i COCTAR NPT BXOOAT CAELMILINE CEPREHWE CHCTEME

o CWCTEME KPaHEHWA Da-HBY A0S GE30NalHOrg ¥0a-eHHd ROENOPaTHERLE Gadnce ¥ oSSCNeyskin EOaMIEHOCTER SETOREIAUHM
ANTEHTAKELHH W PAINIAHHMERAA NPAE GICTYNA NoALIasRaTenei

o CHeTemd DEOBRTHEOSIHAR K CCBHEITHOR DAT0Tel Af AHAMSWMOVANSHITD M OOEMECTHOND PeIakTMDOBIHHA MPS3eHTAUHRA
TEHCTOALY 1 Tabmauiug SodymenTon

MorOdpwe 0

Pucynok 6 — CripaBouHble MaTepualisl 1o pabote ¢ [10 MoitOduc

Crpanunia Bu3yaJbHO pasflejleHa Ha JBe YaCTU: HaBUTAlIMOHHBIM OJ0K U 00JacThb
oTOOpakeHUs] COJlepXXaHUsI BbIOpAaHHOIO pasjesia, CcojepXkalllas KHONKM HABUTAIUM MeXAy

CTpaHUIIaMHU 1 OJI0K IMOMCKA.

HaBuranmust mo pasjgenaM CHOpPaBKM — OCYIIECTBJSIETCS TPA  IIOMOIIM  CJIeyIOLIUX

HUHCTPYMEHTOB:

1. OrmnaBneHue, pacrojoXKeHHOe B HABUTAIIMOHHOM 0Jioke. OryiaBjieHue CIIy>KUT IS
HaBUTAIMHU 110 pa3fenamM. OHO UMeeT TPeBOBUIHYIO CTPYKTYPY, 3JIeMeHThI KOTOPOM

MO>KHO pa3BepHYTb UM CBEPHYTb, IIeJIKHYB 3HA4YOK ) , PACIOJIOXKeHHBIM HAlIPOTUB Y3JI0B

CTPYKTYPHI.
2. Ilone nowcka B IIpaBo¥ BepXHel 4acTH OKHa cripaBku. CiieffyeT BBeCTH UCKOMBIY TEPMUH

(citoBO WM CJTIOBOCOYETAaHWE) M BBIOpATh MHTEPECYIOIIHNM pa3/iell B CIIUCKe Pe3yIbTaToB

ITOKMCKaA.

“ ~ |, pacroJjIoKeHHbIe B BepXHel YacTH 06J1acTh

3. HaBuranuvoHHble CTpeJiku
OoTOOpaXkeHU s, CITy>aT JJIs II0CJIeJOBaTeJIbHOTO IlepeMellleHUs] K ITpeIbIAyIIeMy UiIn

CleqlyloliemMy paszeny.
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4. T'unepccoinky B TekcTe. [103BOMSIOT IepeMeIiaThCs B pa3jiest IOKyMeHTa, Coflep Kalliii

OIlMCaHue Bbl6paHHOFO JJIeMeHTa.

2.1.1.2 TlpumeyaHus K BBIIIYCKY

[TprMeuaHusi K BBIIYCKY COJlep>KaT aKTyaJlbHble CBelleHHsl O HOBOM (yHKI[MOHAJIBbHOCTH B
Texymier Bepcuu [10. KHollka MoXeT copep)kaTh MHIMKAIMIO, CBUJETEJLCTBYIOUIYI0 O HaJIM4UU
00OHOBJIeHMI B npwioxkeHUH. UHankanuys 6yjieT oTobpaXkaTbCsl B TeueHHe 14 KajeHJapHBIX JHel co

JHsA OOHOBJIEHHS CHCTeMBbI II0Ka I10JIb30BaTelIb He 03HAKOMUTCS C M3MeHeHHSIMH.

[Ipy HakaTHUM KHOIIKH C{:]' (IIpumeuaHus K BBIIMYCKY) B HOBOM BKJIaJike BeO-Opaysepa
OTKpbIBaeTcs oKyMmeHT (B popmate .pdf), comepkarumii mHGOpMaIuio 06 0COOEHHOCTAX TEKYIero

pemmsa [10 MoiOduc (PucyHok 7):
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=  MyDffice WN_Web_2.7 RU.pdf

Hdopmaums o HoBOU BEpCKUKn
«MonOdouc YactHoe Obnako»

Brinyck: 2.7 (27 uwona 2023)

1. JOKYMEHTLI

1.1.PaBGoTa c hainamMm M nankaMu
* [ofaeneHa BOIMOMHOCTE NEPEMELLEHUA W KONUPOBAHUA © 33MEHOR ANs hainos
C OOWHAKOBEIM MMEHEM,
*  [IpK NEPEMELIEHNKY MK KONWPOBEHWK haina ¢ 3aMEH0R CBONCTEa NYBNMHHBIX
CCBINOK W OGWErD ADCTYNA 3aMEHeHHOMO aina NPUMEHRAIOTCA K HOBDMY.
= [obaeneHa BOIMOKHOCTE CHAYaTE dhaline & dopMatax XLSX, XLTX, ODS, XLSM,
DOCM, PPTM ¢ koHeepTaUWel & gpyrke popMaThl.

1.2, 3arpyaka
* [ofGaeneHa BO3MOMHOCTE JArPY3IKM C 3aMeH0R ANA Galinoe C OAMHIKDEEIM MMEHEM,
= [pw 3arpy3ke haidna ¢ 3aMeHol CBORCTEa NYBNWYHBIX CCBINOK W 0BLWero 4OCTYNa
3ameHeHHoro raiina NPUMEHAKITCH K HOBOMY.

1.3. Bepcum
*  Bo3IMOWHOCTb NPOCMAaTPMBaTE MCTOPWIO BEPCHIN TENepk OOCTYNHa Ans dainos
BO BCEX NOLOEPHWBAEMbIX (OPMATAX.

1.4. CoBrITHA

PucyHok 7 — [IpumedaHus K BBIITyCKY

2.1.1.3 O nmporpamme
ITpu BBIOOpPE KOMaHABI m (O mporpamMmMe) OTKpBIBaeTCs OKHO, COfiepikalliee OCHOBHYIO

nHdopmanuo o Tekyiei Bepcuu [10 MoitOduc, a Takke TMIEpPCChUIKA Ha MaTepuabl: «Y CJI0BUS

WCII0JIb30BaHUsy, «[lonnTrka koHpuaeHnuansHoCcTU» U «IIpaBoBbie yBenomiienus» (PucyHok 8):
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MoiOdue® YacTHoe OBnako
Céopxa 32.0.7.2 onA sed-Gpaysepos

Bepowa 27

YonoBHA MCNoNbL30EaHWA
ManMTHES KoHpUIEHUWANEHOCTIH

MNpagoBbIe YESOOMASHWA

2000 eHoawe DGnaddsie TexHonardws, 2013-2023

JakpbiTe

Pucynoxk 8 — Ceienus o mporpamMmme

2.1.1.4 OoparHas cBAI3b

[lpy Haxkatum Ha runepccbiiky OOpaTHasi CBA3b B HOBOM BKJIaJiIke BebO-Opaysepa Oyner

OTKPBITO OKHO, TIpeJlHa3HaYeHHOe JJIs HallpaBjieHusl COOOITeHUs B CITy>0y noanepxku (PrucyHok 9):

MoiOdhmc

dopma obpaTHOM CBA3U

Bce nonA of8A3aTenkHel ANA 3anonHeHa.

elena.smirnova elena.smirnova,
OnNKWKTE CROK NPpaBNEMY KNK NpeanoHeHre,

Tewma obpalleHK A

T
SoodlleHue

Pucynok 9 — ®opma obpartHO¥ CBsI3U

B orkpeiBieiics ¢opMe HeoOXOAMMO HamMcaTh TeMy COOOIEHHMST M ONMCATh

npobsemMy/npeyioxkeHue, ocje 4Yero HakaTb KHONIKY OTHpPaBUTh.
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Hepe,u TeM, KdK O6paTI/ITbC$I B CJ'IY)K6y MnoAgnep>XKu, cjaegyer TOYHO y'6e,I[I/ITbC$I, q9To

Heob6XxoMMoM HHGOPMAaIMH HET B CIIPABOYHOM CHUCTEME.

2.1.2 BoccTaHOBJIeHHE 3a0BITOT0 IAPOJISI

HHH BOCCTAHOBJICHHS 3a0BITOr0 TapoJid Heo0X0IUMO:

1. Ha craproBo# cTpaHuIle IepeiTy 0 TUIepcchlike 3a0bLIH HapoJIb?
2. B orkpeBilemMcsi OkHe BBecTW cBoM JjioruH B [IO MonOduc M Haxarb KHOIKY

BoccranoButs. (Pucynok 10):

MoihOdowme

BoccTtaHoBneHue napons

Yrofhl BOCCTAHOEWMTE NApo/e, BESOMTE CBOM NOMMH.

Norud

elena.smirnova@lime.myoffice-app.ru

CTpaHuMua BXana BoccTaHOBMTE

Pucynok 10 — BoccranoBnenue maposst

Cchuika Ha BOCCTaHOBJIEHHE IapoJid GYJIET dBTOMAaTHU4YeCKHU HallpaBJIEHAd Had pESQPBHHﬁ azipec

BHQKTpOHHOﬁ IIOYTHI I10JIB30BATeJIAd, YKaBHHHbIﬁ B IpoduJie IoIb30BaTe .

2.1.3 Perucrpamnus

Ila peructpanuu B «MorOduc IlpodeccronanbHbli» HEOOXOOUMO BBIIOJIHUTE ClleyIoIye

IEeVCTBUS:

1. Ha craproBoii crpanune «MoiiOduc [IpodeccroHanbHbIN» NEpedTH IO T'MIIepCCHUIKe

Perucrpamus.
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2. Ha OTKpbIBIIEHCS CTpaHuUIle BBeCTW K04 JOCTYyINa, IOIy4eHHBIH OT CHCTeMHOI'O
aJIMMHHUCTPATOpa, ¥ HaXaTb KHOIIKY IIpomo/kuTs.
3. B ci1y4ae ycremHo¥ BajluAalMM KiIlOYa JIOCTylla OTKpoeTcsi (opma perucrpanvu

I10JIb30BaTeJId, B KOTOpOI7I HY>XXHO 3aIlI0JIHUTL CJIeAYIOoIIye I10JId:

— JloruH — JIOTWH 0JIb30BATEJIS /I BXOJIa B CUCTEMY;

—WUma u Pammima — [aHHbIe [10b30BaTesisd, KOTOpble OyAyT OTOOpakaTbCs B
npocdure;

— ITapons v IlogTBepkIeHHe MapoJjsi — MapoJib JIJI BX0JIa B CUCTEMY;

— Pe3epBHbIii email — 10noTHUTENBHBIN aJipec 37IeKTPOHHOM MoYThl. Mcnonb3yercs ass

BOCCTaHOBJICHMS 3a0bITOrO IapoJis.

4. YCTaHOBHUTH cbnaxcox, YTOOBI NpUHATL YCJIOBUA HCIIOJIb3OBAHUS IIPUJIOKEHUS. ,HJ'I?I
O3HAKOMJIeHHd C HUMH HQpEﬁTH II0 CChIJIKe Y CJIOBHSI MCII0JIb30BaHHS.

5. HaxaTp KHOIIKY 3aperucTpupoBaTh.

TpeGoBanusi Kk AjiMHe Mapoisi U K ero CJIOXXHOCTH (MUHMMajbHOe KOJIM4eCTBO IMp,
CIleI[MaJIbHBIX CHMBOJIOB, CTPOYHBIX M IIPOIMCHBIX OYKB) 3aJalOTCs aIMAHUCTPAaTOPOM CHUCTEMBI.
Ecnu naposnb He OyneT yoOBIIETBOPSITH 3aJaHHBIM TPeOOBAaHUSIM, IOSIBUTCS COOTBETCTBYIOLIAS
ommuobKa.

Ecimu nosie ¢opMbl perucrpanivy ConepXXUT HeKOpPpeKTHble JlaHHble, TO OHO BbIIeJISIeTCs
KpPacHBIM I[BETOM, TakKKe II0J] II0jleM BBIBOJUTCSI coobiieHue 06 ommbke. Ecnu mocne BHeceHus
M3MeHeHUM II0Jle BCe PaBHO OCTAeTCsl KpacHbIM, HE0OXOJMMO OOpaTWUTbCS K afAMHHHCTPATOpY
CUCTEMBIL.

B ciydae ycnemHoN perucrpanidyd Ha 3KpaHe OTOOpasuTCs IJlaBHasE HaBUTaIlMOHHAsI
crpannna «MoitOduc IIpodeccroHanbHBIN», a Ha YKa3aHHBIM IIpM perucTpanyu  ajpec

3JIeKTPOHHOM MOYTHI IPUET PUBETCTBEHHOEe MMChMO C ITapaMeTpaMu perucTpalyu.

2.1.4 3meHeHue napoJist a;IMUHUCTPATOPOM

[Taponb monb3oBaTesisi MOXKeT ObITh W3MeHeH aJMHHUCTpaTopoM cucTtembl. Ilpu cmene
MapoJsiss afMHUHHACTPATOPOM CHUCTEMBbI, TeKyIlIHe CecCUM I0JIb30BaTesis Ha BCeX yCTPOWMCTBAX OYyIyT
aBTOMaTU4YecKy 3aBepiieHbl. Ha skpaH OyleT BbIBeleHO OKHO C IpelylpexieHueM O TOM, 4TO

mapoJib COpoIeH afIMUHHUCTPAaTOPOM M HeOOXOIMMO CO3/1aTh HOBBIN MApOJTb.
J11st mpofoykeHus paboThl HEOOXOIUMO:

1. ITosryunTh BpeMeHHBIH N1apoJib Y afMUHUCTPATOpa CUCTEMBI.
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2. Haxatp xHOnKy Co37aTh mIapoJib B OKHe C pefynpex/eHreM. Ha skpaHe oTkpoeTcs
CTpaHMIIa aBTOPU3AllUH.

3. BBINOIHATH IOBTOPHBIN BXOJl B CUCTEMY C BpEMEHHBIM I1apoJieM, II0JIy4eHHBIM OT
aZIMUHUCTpaTOpa cucTeMbl. Ha skpaHe O0TKpoeTcs cTpaHHUIla BBO/Ia HOBOT'O
IIOCTOSIHHOT'O 11apoJisl, CGOPMHPOBAHHOTO I10JIb30BaTesleM CAMOCTOSTeNIbHO.

4. BecTu HOBBIN 1IapoJib B cTPOKy HoBBIH maposb 1 Mpoay6IMpoBaTh ero B CTPOKe

HOHTBEP)K,IIGHI/IE IIapoJid, 110CJie 9ero HAaXXaThb KHOIIKY Coxpa}m'rb.

B pesynbraTe omepaiuu ydeTHble AaHHble W3MEHSTCS, HA 3KpaHe OTKPOeTCs CTPaHUIA

BbIOOpA MPUJIOXKEHNSI.

2.1.5 IIpodpuns mosib3oBaTesist

HpI/I Ha>XXdaTWUW KHOIIKK JOCTYyIId K I/IH(l)OpMaIII/II/I 00 aKTMBHOM IIOJIb30BaTeje OTKPbIBae€TCA

naHesb nH$opmanuu (Pucysok 11):

elena.smirnova elena.smirnova

Mpodune BbIATH

Pucynok 11 — ITanens nadpopmanuu 06 aktuBHOM nosib3oBaresne [10 MoitOduc

dopma cofiep>KuT ciiefyiolire JaHHbIe:

— UM TI0JIb30BaTeIs;
— 3JIEKTPOHHBIN ajipec M0JIb30BaTeJIs;

— nH}OpMaIMIO O pa3dMepax UMeIoIIerocs: ¥ UCIoIb3yeMoro JUCKOBOT'O IPOCTPAHCTBA;
— kHonky IIpoduns 1715 nepexona k mpoguITIo MOIbL30BaATES;

— KHOIIKY BrriiTi JJI BBIXOJA U3 aKTUBHOM yquHOﬁ 3dII1CH.
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[Ipu Haxkatuu kHomnku IIpoduab OTKpoeTcs OKHO, cojiepikalllee CledyroIyo HHGOPMaIUo

o nosb3oBaresie (Prucynok 12):

elena.smirnova elena.smirnova

elena.smirnova@lime.myoffice-app.ru
HenafnaoeaHo

24533 KEnz1.00TE

glena. smirnova@lime. myoffice-apporu

Npodmne HacTtpoikn

Elena Smirnova

DaTa posJeHdn

KoHTaKTHEIE AaHHbIE
£ lotasuts email ) LoGasute Tenegon

JameTHH

Pucynok 12 — UnTepderic npoduiis mosb3oBaress

— nu300pakeHue (aBaTap) MoOJIb30BaTess (I0Ib30BaTelIb MOXKeT 3aTPy3UTh JIM0OO0 yAAIUTh
aBartap);

— uadopmaruio 06 o6bemMax BblJIeJIEHHOTO U UCII0JIb3yeMOro JUCKOBOI'O IPOCTPAHCTRA;

— JIOTHH TI0JIb30BaTeJIs;

— a/ipecC 3JIeKTPOHHOMW MOYTHI II0JIb30BATEJIS;

— BKIAnKy «IIpoduiby, cogepkaliyio cienyomye CBe/leHus:

e bamMwIHIo, UMS, OTYECTBO;
® JIaTy POXKIeHUS;

® HaMMeHOBdHHe KOMIIaHHUH U JOJI’KHOCTD;
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® KOHTAKTHI (3JIeKTPOHHBIe ajipeca U TesiedOHbI);
® 3aMeTKY;

® KHOIIKY COXPaHeHUs] U3MeHeHUH;

— BrIagky «HacTtporikuy, comepxkartilyio cienyromue ceepenus (Pucysok 13):
® pe3epBHBIN aipec 3JIeKTPOHHOU MOYTHI;
® CCBUIKY JIJIsi ©3MEHEeHHsl pe3epBHOI0 aJipeca 3JIeKTPOHHOMU MOYTHI;

® CCBUIKY IJIA U3MEeHEeHHUs I1apOJId;

e BBIOOP s13bIKa UHTEepderica.

Mpodune

Pucynok 13 — Britanka «HacTporikm»y

2.2 ABTopu3anus nojab30BaTes

s Bxoma B «MoiOduc [louyra» Ha cTapTOBOM CTpaHUIle HEOOXOJWMO BBECTH JIOTMH U

[apoJjib B COOTBETCTBYIOIIUX MOJISIX, HAXKaTh KHONIKY BoHTH.

Jl1s1 3alIMTHI OT MOMBITOK HEPAaBOMEpPHOI'O BXOJa IMpeqyCMOTPeH MeXaHW3M OJIOKWPOBKU
nepebopa mnaposeil. Eciu npu BBoJe JlOTMHA W/WIM TApojis JOIyIleHa OIIWOKa, IOSBUTCS

coobiienne «HeBepHblii 1oruH wiv naposnby (PucyHok 14).
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Pycoxui - Russian -

MoinOdwuc MNMouTta

ALPEC 3NSKTPOHHOR NoYTE

abeksandrsmirnovmblack mwwol fice-agg.ru

Hez2pHuIA NOMHH M Naponk

Boith

Pucynok 14 — Ommbka aBTOpH3aniiy

Ecmm komuyecTBo ONIMOOYHBIX IIOIBITOK BBOJlda OOCTUIHET MAdKCHMAJIBbHO BO3MOXXHOI'O
3HA4YeHUs1 (SaﬂaéTCﬂ dIMUHHUCTPATOPOM Ha cepBepe), IIOABUTCSA COO6H.[€HI/Ie O IIpeBbIIIIEHHWH
KOJIN4YeCTBa HeyJaYHbIX ITIOIIBITOK BXO/ld, d TdKJXKe I/1306pa)K6HI/Ie C CMMBOJIaMH U I10J1e OJid UX BBOJA

(Pucynok 15).
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Pycceni - Russian -

MoinOduc MouTa

ALDEC FNERTROHHDRA NoHTERI

aleksandr.smimoviiiblack myoffice-app.ru

Napane

MNporaong HeWasecTHaR GUWOKD, NOETOOMTE
MO TEY MA@

CRMWKCS MEOMD HEVLAUHLE NONHToH Bicaa
MoarsepauTe, 4T0 Bbl HE BOGHT

(2

OSHOENTE HECHpaeHue

BoiATk

Pucynok 15 — 3amura ot po6ota

Heo6xomumMo BBeCTH KOJ| C KAPTUHKY B COOTBETCTBYIOIIIee TI0JIe ¥ HaXKaTh KHOIIKY BoiiTu.
JomnonHurenbHble CBeleHUs] 0 MexaHu3Me OJI0KMPOBKU Ilepebopa rnaposen:

— €CJIM BO3HHUKAIOT CJIO)KHOCTU C pPACIIO3HABAHMEM KOId C KAPTUHKH, CJIeJyeT HdXAdTb Hd

O0HOBUTH H300paXkeHUe;

— T0JIb30BaTeJIb CYMTAeTCs 3a0JIOKMPOBAHHBIM C MOMEHTa HCYepIlaHMsl TOIbITOK BBOJIA
MapoJiss 0 YCHeIIHOW aBTOPU3alli{; MPU 3TOM JIOCTYI B JIPyTHe IOYTOBbIE KIIMEHThI
OylleT orpaHuyeH, HO BCe MUChbMa U COOBITHS, MOCTyNAIOIIMe Ha JaHHBIM aKKayHT, OyayT

JA0CTaBJ/IeHbl KOPPEKTHO;

— KdPTHUHKAd C KOIOM 6YI[ET OOHOBJIATBCSI ABTOMATHYECKH IIpu Ka>Kgou HEKOPPEKTHOﬁ
IIOIIbITKE BBOJ4, HA OJKpaHe IIpU 3TOM IIOSBUTCA COO6HI€HI/I€ «KOII He COBIIdJaeT C

KapTUHKOW»;

— IIpY yCIIelIHOM BBO/Ie ITIpeJIO’KeHHOI'0 KO/Jld KaPTHHKA CKPbIBA€TCs, I1I0JIb30BATE/II0O BHOBDb

AOCTYIIHO TO KOJIMYeCTBO IIOIIBITOK BBOZd IIaPOJIf, KOTOPOe OIIpelejieHO B HaCTpOﬁKaX;
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— I[IOCJIe KOPPEKTHOI'0 BBOJa KOOd C KAdPTUHKH, d TdKXe JIOTMHA W I1dpoJisd, MMPOUCXOIUT
dBTOPHU3alvs U I10JIb30BATeJ/Ib CUUTAETCAI pa36J'IOKI/IpOBaHHbIM, OOCTYII KO BCeM IIOYTOBBIM

KJIMeHTaM IIOJIHOCTbIO BOCCTAdHABJIMBAETCH.

[Ipu ycnemHoN aBTOpU3allMd Ha 3KpaHe OTOOpasWTcs rjaBHas crTpaHuna «Moi Oduc

IToutay.
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3 «MOMOPUC ITIOYTA»

3.1 O630p unTepdeiica

Crpannna paspmena Iloura — mmaBHas  crpaHuna  npwioxeHus — «MoiOdduc

[Toutay (Pucynok 16). OcHOBHBIe 06J1aCTH CTpaHUI]

1. Ilanens HaBUTaIUHA.

2. COucok mmcem.

3. ObmacTh yTeHud.

4. MemHio IIepeK/Ir049YeHKd pa3/1eJIOB.

MaHenb HaBurayum CnucoK nucem O6nacTb uTEHKA
=
4 MoyTa - ‘ L) Bxopswpue o c a = W3meHeH cTaTyc 3agaum «ysep,o‘mneune» V=
Flowers Inc man 22
Hoeoe NMcbMO d or elena.smirnova elena.smirnova 04.07.20231:06 A

MoaTeep#AeHO GPOHUPOBAHME Ha «..

komy = alexandr.smirov@lime myoffice-app.ru [
alexandr.smirnov alexandr.sm... elena.smimovaelen.. @ O des. § N
alexandr.smimov@lime.myoffice-a... a Mpurnawenne Ha cobsitue «UX Revi... 4 OTeETMTL ¢k OTeeTuTb 8cem = [MepecnaTkb B o1 © H
» [J Bxogawme elena smirnova elena.smirnova  des 6
4 MameHeH cratyc safaun «3a.. (2w
] OtmevenHble dnarom
elena.smimova elena.s.. & O auxe. 26 @ elena.smirnova elena.smirnova usmenun(a) cTatyc sagaumn
E YepHoeuku 125
MNpurnawexme Ha cobbiTe «CoBbITH...
Otnpa e
3> Ornipasnensl elena.smirnova elena.s.. & 0 aus. 23 yBEAOMNEHNE
m— KopamHa OUHCTHTE 4 Mpurnawenme Ha cobbiTe «CobbiTy.
elena.smirnova elena.s.. & O axe. 23 . .
» @cCnam TIELTE ! Tasks elena.smirnova elena.smirnova
Mpurnawexne Ha cobbiTie «CobblTh...
» [ Archives v K
d roomn17 12.12.2023
’ BbinonHeHa
R MogreepxaeHo BPOHUPOBAHKME HA «...
elena.smirnova elena.smirnova -
elena.smirnova@lime.myoffice-ap. Enena 11.29 2023 ©  Boicokui npuoputet
# Re: Fwd: S3KENEPUMEHT € Nepechin...
elena.smimova elen.. & 04 10.25.2023
OTmeHa cobblTURA «06CyKaeHn... (1w
= Qo O ’E O 22 1 2 = OTBeTWTb BCEM YUaCTHUKAM

MeHto nepeknoyeHua pasgenoe

Pucynok 16 — UnTepdetic pasznena Ilouyra
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3.1.1 ITanenp HaBHUTralHH

Ilanenp HaBHramuM MOXXHO CBEpPHYThH/Pa3BepHYTh, 3aXkKaB JIEBOM KHOIKON MBIIINA TPABYIO
TPAHUITY TIaHeJIM Y TMOTSHYB BIIpaBO Wid BiieBo. IlaHesb HaBHUramuM B OTKPHITOM W CBEPHYTOM

COCTOSIHMM TI0Ka3aHa Ha Pucynke 17.

4 MNoura ~ y
Hoeoe nucbmMo -
elena.smirnova elena.smirnova Al
elena smirnova@lime myoffice-app.ru Fat
O Bxoaswme 33 w)
)? OTmeverHBIE narom ?
> Otnpaenenbe o
B YepHopmkn 5 [ i |:
@ Cnam @
Il Kopauua OuHCTHTE 7 11
alexandr.smirnov alexandr.smir... o
alexandr.smirnow@lime myaffice-ap
0
=
@ ﬁ' E E ’ql I

Pucynok 17 — [laHens HaBUTauM B OTKPBITOM ¥ CBEPHYTOM COCTOSIHUU

Ha Ilanesnn HaBUTraliuy pacIoyioXeHbl Clieyrolue 3jieMeHThl nHTepderica:

1. 4 MoYTa - (Menro npuioxennii) — KHOIKA OTKpbIBaeT MEHIO Iepexofa K APYTHM
paszzienam U IpUJI0>KeHUsIM:
— «MouOduc Kanenmgapby;
— «MonO¢uc KoHTaKTbI»;
— «MoiOduc [JokyMeHTbI» (onMcaHre paboThI C IPUJIOXKeHUeM MPUBe/IeHO B IOKyMeHTe
«MonOduc [JoxymenTsl. Be6-nunTepderic. PykoBoiCcTBO n0Ib30BaTeNS»);
— Ty1aBHOM HaBUranuoHHoU ctpanuiie [10 MoiOduc (ms «MoitOduc

[IpodeccroHambHBINY);
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— HDO(bI/IJ'II-O I10JIb30BATeJIA (Hp]'[bIK rnepexojaa K HpO(l)I/IJ'[IO I10JIL30BaTeJII MOXKeT OBITh
OTK/IIOYeH CUCTeMHBLIM a}IMI/IHI/ICTpaTOpOM);
— CTOPOHHHUM IIPWIOXKEeHWAM, eCJIh OHU OBLITH )IO68BJIeHbI Ha I'NIaBHYIO HABUT'dITMOHHYIO

CTpaHUITY.

KpOMe TOro, 13 Memnio IIpPIJIO)KEHHfI MO>XHO MHHUIIMUPOBATL CO31dHHME HOBOI'O IMMCbMd,

HOBOI'0 COOBITHS, HOBOTO JIOKyMeHTa, TabJIMIbI WK Npe3eHTanuu. Ha cBepHyTOM

ITIanenun HaBHUTI'dIIMH KHOIIKA IIPUHHUMAaET BHU/]

2. Hoeoe nuceMo — KHOIIKA IIpefHa3Ha4eHa JUJIs CO3[laHUs HOBOro mnmucbMa. Ha

cBepHyTOM IIaHe HaBUTranUM KHOIKA IPUHKAMAET BUJL
3. IMma moJsib30BaTeNIi M aJipeCc ero 3JIeKTPOHHOH IOYTBI, CIpaBa OT KOTOPBIX
pacrmojio)keHa KHOMKAa % WIM /% Ha CBepPHYTOM IaHeJd OTOOpaXkaloTCsl IiepBble

JIaATUHCKUe OYKBBbI UMeHU U GaMWINU T10JIb30BaTesIs, a KHOIKA “ WK #% PpacrojioXKeHa

o HUMH). KHomka “ /4% 103BOJIsIeT PacKPhITh / CKPBITh CITMCOK IAIlOK TOJIb30BaTelIs.

CIHCOK TMaroK COJePXKUT IMarKu:

— Bxoasimue — nanka Cogep>KUT BXOASIIYI0 KOppeclioHAeHIuio (cM. PucyHok 17);

— OTMeueHHbIe y1aroM — marka COJIEPXXUT IMHCbMa, OTMeYeHHble IOJIb30BaTejieM KakK
Ba’KHBIE;

— OTnpaBieHHBIe — TaTKa COJIEPXKUT OTIIPABIEHHYI0 KOPPECIOHIeHITHIO;

— YepHOBUKH — B MallKe HAaXOJSTCS MUCbMa, KOTOpble ObUIM COXpaHeHbl BPYYHYIO WIA
aBTOMATHUYECKU U He ObUIA OTIPABIIEHb;

— CmaM — mamka Jijis COMHUTENIbHOM BXOJISINEeN KOPPeCIOHIEHITHH, OTpejieJIeHHON Kak
HexxeslaTeslbHasi aBTOMAaTU4eCKH (M0 Psiiy BCTPOEHHBIX KPUTEpUeB WIM HACTPOMKAMH
MOJIb30BaTEIBCKUX GUIIBTPOB) JTMOO0 BPYUHYIO, ITOJTb30BaTEJIEM;

— Kop3una — B nanky nomajaoT MyMcbMa, yIaJleHHbIe I0JIb30BaTeleM;

— TAIKW, CO3/IaHHbIe M0JIb30BaTesieM (TIpYU HAJIMIUK);

— TIATIKY, MTpeIoCTaB/IeHHbIe sl OOIIero Mojib30BaHUs IPYTUMHU 110JIb30BATEIISIMHU.

B awxnel yactu IlaHesim HaBUramuu pacnoioXkeHo MeH10 nepeKjIlueHus: pa3iesioB.

[Ipu BbIOOpe manku Ha Ilamenn nHaBuramuu, B Coucke mmceM OTOOpakarOTCs MHUHU-

MIaHeJIU TIMCeM, HaxXOISIUXCs B JaHHOU nanke . Ha Ilanenn maBuranum aktvBHas (T.e. BbBIOpaHHas

B JIaHHBIN MOMeHT) IIdIIKA BbIlejIeHd IIBETOM.

CueT4yMK B CTPOKe ManKy (YMCIIO CITpaBa OT Ha3BaHMs nanku) (PucyHok 18):
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— Jl7s Bcex Mariok, Kpome Manky YepHOBHKH — IMOKa3bIBAaeT KOJIWYECTBO HEPOYHUTAHHBIX
muceM B manke. CYeTYMK HENMPOYMTAHHBIX MHCEM MCYe3aeT, eCJd I0JIb30BaTellb
MIPOCMOTpe WM OTMEeTWI TPOYUTAaHHBIMH BCe MHCbMa. Ecid HaXaThb HAa CYETYHK
HeINpoYuTaHHbIX THceM, CHHCOK mHCeM IepecTPpoOUTCsS — B HeM OyayT oOToOpajkeHbI
TOJIbKO HeNpOYWTaHHble MHUCbMA. [ oToOpaskeHHs TOJHOTO CIMCKA THCeM CleiyeT
Ha’KaTh HAa UMSI TIAIIKU.

- HHH IIaIIKK1 qepHOBI/IKI/I — IIOKa3bIBaeT o6mee KOJIM4eCTBO IIMCeM B IIdIIKe.

4 lMNoyTa -
Hoeoe nuceMo

alexandr.smirnov alexandr.smirnov

alexandr.smirnov@lime.myoffice-app.ru
£J Bxopauwue @ ‘
37 OTMmeueHHbIe Gnarom

> OtnpaenetHbie

E.’Hepuesuuu

@ Cnam

'|I|' Kopzwuha O4YHCTHTB
&5 o & 2 0 2

Pucynok 18 — Madopmarnus o kosinyecTBe ucem

HOHOJIHI/ITGJ'IBHBIG BO3MOXHOCTH  [JId OTOﬁpa)KeHI/IH HpO‘IPITElHHBIX/ HerO‘lI/ITaHHbIX/

OTMEYeHHBIX MHCeM aKTHUBHOM MallKU OIHCAHbI B pa3aeiie BbI6DaTb IIKXCbMaA B IIdIIKe.

HaHKI/I, CO31aHHbIe IIOJIb30BaTesieM, BCeraa OTO6pa>KaIOTCH I1ocjie CHCTeMHBIX. HJIH BCex
IarokK, KpomMe I1allOK qepHOBI/IKI/I u CIIaM, II0JIE30BaTeJIb MOXKET CO34aTh BIOKeHHbBIe MankKu. Ecim
marnkKa “MeeT BJIOXKeHHBbIe MallKu, CjieBa OT ee Ha3BaHUA IMOSBIIIeTCS KHOIIKa # / ¥, IIO3BOJIAIOIIAS

pa3BepHYTh/CBEpHYTb BJIO>KEHHBIN CITHUCOK.

3.1.2 Cnoucok nucem

[Muprny nanenn Cnomcka muUceM eCTb BO3MOXHOCTb W3MeHHUThb. [ 3Toro Tpebyetcs
Ha)kaTb JIEBOM KHOIIKOW MBIIIM HA NPaBOM IpaHUIle MaHeNu U NepeMeCcTUTh ee BIIPaBO WM BIIEBO,

Iocjie 4ero OTIyCTUTb KHOIIKY MbIIIIHA.

Crucok muceMm COep’kKuT ciieyronire 3JieMeHThI:
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— || (BeiOpaThs Bce muchbMa Ha CTpaHuie) — ¢uiar MO3BONISIIONIMKA OJHUM IeHUCTBHEM
BbIOpaTh BCe MUChMA Ha OTKPBITOM CTpaHUIIE;

— Ha3BaHue — Ha3BaHUe aKTUBHOH MAllIKU;

-C (O0HOBHTB CIIMCOK) — KHOIIKA IIPOBEPKH MOYTHl (0OHOBJIEHHe CIIMCKA);

- Q (ITomck mmcbMa) — KHOIIKA OTKpbIBaeT IOJie BBOJl@ 3allpoca i TOMCKAa MHCeM B
aKTHBHOMH IIaIlKe;
- = (PacmimpeHHBIN MOUCK) — KHOIIKA OTKPBIBAeT JIOMOJIHUTEJIbHbIE TO0JIsI BBOJA JIAHHBIX

JJId TIOMCKa ITKMCeM, OTBeYaloIrX CPa3y HECKOJIbKUM YCJIIOBUAM;

— Cnucok n1ceM akKTHBHOM I1aIIKH,

L 2 3 4 6] > »
— MaHelb C KHOIKAMH I[lepexofia K JIpyTUM

CTpaHUIlaM Crucka mucemM.

IIncekmMa B cmucke IpeacTaBJIeHbl B BUe MUHH-TIaHesier. Ha KaXXJI0M MHWHU-IIaHEeJIn

oTobpakaeTcs cienytomas uHpopmanus (Pucynok 19):

1 Bxopawwe c Q =

elena.smirnova elena.smirnova & [ 27 oct

MNew summary for «Discussions 25/10/2023, 1...

elena.smirnova elena.smirnova & 9 25 oct

Event invitation to «0DCcywoeHne Tekywmx 3ag...
@ Komanpa 20 jul
naponb UameHeH!
Pucynok 19 — Munu-nasesns nucbma

— ABarap otmnpaBuTeJis MMCbMa. ABaTap CIY>KUT KHOIIKOM JIJIsl BbIOOpa NMUChMa;

— Wms/3/1eKTPOHHBIN afpec OTHpaBuTesnss (Ui BXOJsIIed KOPPEeCIOHAEeHIMH) WU

nosty4aTesisi (JiJIs1 UCXOJislIled KOpPeCIoH/IeHIINN);
— JlaTa nonyuyeHus/OTIIpaBKHU MKMCbMa (eC/ii MMCbMO OTIIPABJIEHO/TIOYYeHO He CerofiHs) Ui

BpeMsi HOJ'Iy‘IeHI/IH/ OTIIPABKH ITKMCbMd (ECJ'II/I IIMCBbMO HOJ'Iy‘IEHO/ OTIIPABJIEHO CEFO}IHH);
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— Tema mucbMa. TeMbl OTBETHBIX ITHMCEM JOIIOJIHAKOTCS Hpeq)I/IKCOM «Re:», TeMBbI
IepeaipeCoOBAHHbIX — Hpe(l)I/IKCOM «Fwd:». Tema Helmpo4YruTaHHOI'O0 IIMCbMa BbIeJIeHad

IIOJTY>KUPHBIM HauepTaHUeM;
- , o (OrMeTuTh ¢u1aroM) — OTMeTKa BaXXHOCTH IHCbMa (¢iiar H oTobpakaeTcsi IIpU
HaBeJIeHMH Kypcopa Ha IMCbMO).

Kpome Toro, Ha MUHU-TTaHeM TMCbMA MOT'YT OTOOpaXkaTbCsL:

- v - IMIPU3HAK HAJIMYIKS B ITMCbMe BJIOKEHHW]

— =~ — IIpU3HAK CO3[1aHMs HOBOW 3allCU B KaJlleHape;

- 0 NI 0 — [IPpHU3HAK IIPHUOPUTETHOCTH ITMCbMA,

& o ) ]
— UK — — OTMETKad XapadKTepda IIMCbMa ( - KOH(l)I/IJIEHIII/IaJILHoe, - = anHoe);

. WIn » _ IIPU3HAK OTBeTa WJIN IIePEeCbIIKKU ITMCbMad ( - _ Ha IIMCHMO OBLJI JAaH OTBET,

» IIMCHBMO OBIIO nepecnaHo);

— — MEeTKH ITMCbMd (MOI‘y'T HNMeThb pda3HbIe [IBeTa U UX MOXKET OBITD Cpa3sy HECKOJIbKO);

— KonuuectBo mmcem B [Herio4uke (HpI/I HaJIMYWK 1T EeIIOYKHU HI/ICQM). Haxatue Ha uymcio y
IIpaBOr'0 Kpdsd MHWHH-IIAHEJIN IIMCbMd PaCKpOeT LeIIO4YKYy ITHMCeM.. Ecnu B menoyke ecth XOTS
OBI OTHO HEeIIpO4YruTdHHOEe ITNMCbMO, TO IIPU HaBeJleHWHW KypCOpd Hd ITMCbMO B CITMCKe ITNCeM

OTO6pEIBI/ITCH BCIUIbIBAIOIIee yBeJOMJ/IeEHHEe O HaJIMYHUKU HEeIIPOYHUTAaHHBIX ITMCEeM B IIeIIOYKe.

Ecimu B Ciucke muceM ecTb BbIOpAaHHLIE IMMChMA, HA MeCTe Ha3BaHMS IalKu OTO6pa>KHETC5I

HUX KOJIMYECTBO, 4 TdKXKe IIOABJIIETCS IIaHeJIb MHCTPYMEHTOB (PI/ICYHOK 20), coJiepikKaiiasad KOMaH/IbI

11t paboThI C BBIOpaHHBIMU ITUCbMaMHU (J71s1 BCeX IMamnok, kpome nanku OTmedeHHsblIe ¢uiarom).

——— -

I £ I S T

alexandr.smirnov alexandr.smirnov @ [ 15 man

MNpwrnawexune Ha cobbiTue «Test Videomost» ...

Pucynok 20 — BeibpanHoe nucbMo

ITanenb HHCTPYMEHTOB [JId pa6OTbI C BbI6DaHHbIMI/I [MMCbMdMHU COLEpPXHUT cClieayromuye

KHOIIKH:
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— 83 (IlepeMecTHTB) — KHOIIKA [I03BOJISIeT IEPEMECTUTh BbIOPAHHbBIEe IIMChbMa B APYIYIO
Marnky ;
— & (OTMeTHTH KaK HENMPOYNTAHHOE/IIPOYUTAHHOE) — KHOTIKA TT03BOJISIET OTMETUTh BCe

BbI6p8HHbI€ IIMCbMaA KaK HelIpOYHUTaHHOe /HDO'—II/ITaHHOB;

— W (YaanuTs) — xHOMKA yZAaneHusl BEIOPaHHBIX [THCEM;

L]
— = (HOIIOJIHI/ITEJII)HO) — KHOIIKA BbI30Bad AOIIOJTHUTEJIbHOI'O MeHIO C KOMdHIldMHU:

[IpucBouts MeTKy U B cram.

[Tanka OTMedenHbIe ¢iaroM, eciii B Heil BHIOPaHO NMKUCbMO, UMeeT COKpAIlleHHYIO IaHelb

i L]
HWHCTPYMEHTOB, KOTOpPAs COOEPKUT KHOIIKU: &3 ; |.|.| y

Cnoco6n1 BbIﬁOpa IIMCEeM B aKTMBHOM I1allKe OIHMCAaHbI B pa3neiie BbI6DaTb IMMCbMd B IIAIIKe.

[Ipu BbIIeenun ncbMa B Comcke muceM, B O0s1acTi yTeHus1 0ToOpaXkaeTcsl cojiepKaHre

IMNCbMaA.

3.1.3 ObsacTp yTeHusa

B O6siactu uyrennst oTobpa)kaeTcsi MUCbMO, BbljieJIeHHOe Jijis TpocMoTpa B Crmcke mucem,

=
vkHOnKa = (3amaum) mepexopa K Ilanesu 3aj1ad.

3.1.4 MenH10 nepek/iloueHus pasneaioB

Memnio IIepeKJII0YeHHUd pa3fiesyioB PACIIOJIOKEHO B HwkHer 4Jacty Ilanenn HaBHT'allUH N

COJIEP>KUT KHOIIKU Tlepexojia MexXly paszfenamu BeO-npuwioskerus: «MonOduc [Tourtay:

— W% (ABarap) - KHONKA OTKpHIBAaeT MeHIO C KOMaHAaMu Iiepexona K IIpodwiio
nosib3oBarens B pasfene Hactpolikm v Bpixoja u3 yuyeTHoW 3anvcyd MoinOduc. Ha

. < *ee
CBEpPpHYTOHU IIdHEeJIN 3Td KHOIIKA He OTO6pa>Ka€TC$I, 9TOOHI ee HaWTH, HY>KHO HAXKATb

- @ (Cl'lpaBKa) — TIlepexol K CIPpABOYHBIM MdTepHd/ldM, B CBepHYTOM BHJE He

o *e e
oTtobpaxkaeTcst (HaWTH KHOIIKY MO>KHO IIPH Ha>KaTHUH Ha );

e (Hacrpoiiknu) — niepexofi K HACTPOWKaM, B CBePHYTOM BHJle He oToOpakaeTcsl (HaWTH

*ee
KHOIIKY MOKHO IIPpH HA’KdTUW HAd );
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_ = (ITouta) — nepexop B pazgen «MoinOduc [Touray;
_ o (Kanennmaps) — nepexon B pasneit «MoiOduc Kanennapoy;

)] .
— * (KonTakTsl) — nepexo/1 B pasnen «MonOdurc KoHTakTb».
KHormka OTKpBITOro ceifyac pasjiesa BbljleleHa I[BeTOM.
MeHI0 mepexiltOYeHHs pasfelloB OTOOpaxkaeTcss BO BCeX pasfiellaX BeO-IPHIOKeHUs

«MoitOduc ITourtar.

3.1.5 CouyeTraHusa KjIaBHILI

B Tabmume 2 npuBelieHbl COYETaHUsl KJIABUII, KOTOpPble MOTYT OBIThb HCIIOJIb30BaHbI MPU

pabote B npuioxkennu « MorOduc [Togray.

Tabmuria 2 - CoueTaHus KIaBUIII

CodeTaHue KJIaBHII Komanpga nnu peiictBue
N OTKpBITH OKHO CO3[TaHUSI TUChbMa/COOBITUS
(0] OTKpBITh OKHO CO3/IaHHSI ITUCbMa B HOBOH BKJIA/IKe
1 [IpukpenyTs BiIOXeHHe B TUCbMO/COOBITHE
R OTBeTuTh
Shift+R OTBeTuTh BCEM
L [TepecnaThb
Esc 3aKpbITh POCMAaTpUBaeMoe IMCbMO/COObITHE
M [ToMeTuTh TPOYUTAHHBIM
U [ToMeTHTh HEIPOYUTAHHBIM
J [TometuTh Kak criam/He criam
Ctrl+IIpo6en Bri6paTh nMCcbMO/0TMEHUTD BBIOOP
Ctrl+A/Cmd+A BribpaTh Bce mrucbMa/OTMEHUTh BBIOOP BCeX NUceM
Ctrl+! [lepetiTu k crenytomieMy MUCbMY
Ctrl+1 [lepeiiT k peabIAYyIIEMY TUCEMY
Ctrl+—/-
Cmd+e/ [lepexon Mexxy cTpaHUIIAMU
Ctrl+Shift+- [Tepexon k mociieHeN CTpaHUIIe TTAMKK
Ctrl+Shift+~ [Tepexon k epBOM CTpaHUIlE MMaNKH
P Pacnevarars nvcemo
Backspace/Delete Y nanuth B KOP3UHY
Ctrl/Cmd+C KomupoBaTk BbIIe/IeHHBIN TEKCT
Ctrl/Cmd+X Bripesats BbIIeNIeHHBIN TEKCT
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CoueraHue KJIaBHUIII
Ctrl/Cmd+V
Ctrl+Enter
S
Ctrl+Z
Ctrl+Y
Ctrl+K
Ctrl+B
Ctrl+1
Ctrl+U

3.2 Onepanuu ¢ nMCbMaMH

3.2.1 IIpocmoTp nucbMa

Korpga mpuxomutr HOBOe MHCHMO,

Komauja wiu meiictBue
BcraBuTh TekcT B 10J1€e
OTnpaBuUThH MUCEMO
CoxpaHUTh MTUCHMO B YepPHOBUKAX
OTMeHuTh IOCIEAHEe JIeUCTBHE
[ToBTOPUTH OTMEHEHHOe JIeNUCTBHe
BcTaBUTh CCHUIKY B TEKCT
Y CcTaHOBUTD BBIJIEJIEHHOMY TEKCTY CTHIIb «IIOJTY>KUPHBIN
Y CcTaHOBUTD BBIJIEJIEHHOMY TEKCTY CTHJIb «KYPCHB»

YcraHoBUTb BbIIEJIEHHOMY TE@KCTY CTHUJIb ((HOJI"IEPKHYTLIPI))

Ha Ilamesm HaBHTAmMH, B CTPOKe Tanku Bxomsimme,

3Ha4YeHHe CYEeTYHMKd HEeIPOYUTAHHbLIX ITMCeM YBeJIMYHUBAETCS Ha 1. B Comcke muceM 3arojioBKU

HEeIIpOYHUTAHHBIX ITHCEM (OTHpaBI/ITeJ'Ib u TeMa) BbII€JIEHbI )KUPHbIM HIpPICbTOM.

Ecimu  6bin HACTPOEHbI I10JIb30BdATEJIbCKHe GUIBTPLI, HOBOE MHCHMO MOXEeT

dBTOMATHUY€CKHU INOCTYIIATh B JIpyTrye IallKy, I KOTOPBIX TdKXe 6YI[€T OTO6pa)KaTbC$I

CUYETYHK HeIlIpOYNTaHHBIX ITHMCEeM.

HJ’IH IMPOCMOTpA ITMCbMAa BbIZIEJINTE €I'0 B CIIMCKe IThceM (H_IQJ'I‘IKOM JIEBOM KHOIIKHA MBIIIM 110

MUHHU-TIAHeJIM IIHChMA B JII000M MecCTe, KpoMme aBaTapa). IIuceMo OTO6p83HTC$[ B O0/1acTH YTeHHd U

6YJIQT ImoMe4eHO IMTPOYUTAHHbIM.

B O6macTti uTeHHsI MMCbMa MOXHO BbIGJINTL ClieJylolrue OCHOBHBIE obnacTtu (PI/ICYHOK

21):

1. Tema nucema.

2. Vndopmanus 06 oTripaBUTesie ¥ NOJTy4aTelisiX, ypOBeHb KOHPUIEHIIUAIbHOCTH, AaTa U

BpeMs OTIIpaBKY nucbMa. OTobparkeHre/CKpbITHe JleTaneid HHGOPMAaIUY O IoTydaTesisax

OCyHmeCTBJIIeTCs IIPpY ITIOMOIIN KHOIIKH “-“'/*’“, paCHOHOXEHHOﬁ CIIpaBa OT J4Thbl 1

BpeMeHH M1ChMa.
3. I[laHenb MHCTPYMEHTOB MUCHMA.
4. TlaHenb BIOXXEHUH.

5. Teno nuceMma.
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6. [lone s 6GpICTPOrO OTBETA HA ITUCHMO.

OTknoHeHo npurnawedne Ha «06cyxogeHne 3agav» 24/10/2023

24 orT 15:35 A

ar elena.smirmova elena.smirnova

e [
KOMY 4 alexandr.smirnov alexandr.smirnoy L;

o0 ° i

& OTeeTUTe  w OTRETWTH BceM ™ [epecnaTe

4 CravarTe BmbpanHoe -

e e

calendarl.2.ics imvite.ics

[ elena.smirnova elena.smirnova oTHNOHKN(2) NpUrNaLeHKe

] ObcywpaeHuwe 3agady

D 24 oxtadpa 2023, BT

= Anexcasgp CMupHOB

ObcywgeHne 3agay

E
§ OTEETHTE BCEM YHaCTHHKaM

Pucynok 21 — O6nacTh yTeHus nicbmMa

e
Kuomnka L‘ B ITIOJIIX KOMY, KOIIHS, CKPBITAs KOIIUSA [TI03BOJIIET CKOIIMPOBATH BeChb CITMCOK

azipecaToB B Oydep obmeHa (4TOOBI BIIOCJIE/ICTBUM HCIIOIb30BATh €r0, HalpuMep, IpY CO3/IaHUU

HOBOI'O IIMCbMa, COOBITHS WM B IPYyroM npuioxeHuH). [Ipu ycnemHoM KonMpoBaHUM IOSIBIISIETCS

BCIUIbIBamOIIlee coobmenue (Pucynok 22):

@ Appeca 3n1eKTPOHHOR NOUTLI CKOMWPOBAHBI

Pucynok 22 — CoobiiieHre 0 KOMMPOBAaHUM a/IpeCOB
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HpI/I IIeJTYKe JIEBOM KHOIIKOKM MBIIIU 10 dBdTapy WK UMEHdM OTIIpaBUTEJId U HOJ'Iy‘-IElTEJ'IEfI

MOSIBJISIETCSI BCIUTBIBAIOITEe OKHO C KOHTAKTHBIMU JJaHHbIMU (PucyHok 23):

glena.smirmova elena.smirnova

Elena.smirnova Elena.smirnova

&= 2

KoHTakTHRIE AdHHBIE

.:]."lci‘l-"_i.' DHHAH NOWTa

elena.smirnova@office-app.ru

Pucynok 23 — Undopmanus o nonp3oBaTesie

HpI/I H€O6XO,I[I/IMOCTI/I MO’KHO HAXATb HA BCIUIbIBAIOIIEM OKHE KHOIIKY &= (HaHI/IcaTb

III/ICI)MO) IJiL CO3[1dHHW HOBOI'O IMKMCbMd JIA 3TOT'O IIOJIb30BATEJId UM KHOIIKY ..g‘!. (HpOCMOTpeTB

KOHTAKT) [ Iepexoila Ha CTPaHUIly C HWHpoOpManuvedl O KOHTakTe B paszeie «MonOduc

KoHrakTbl» (OTKpOeTCsl B HOBOM BKJIaZike Beb-Opay3epa).

o (o} ]
Ecmu xoHTakTa HeT B ajipeCHOM KHUTe, BMeCTO KHONKM — (IIpocMoTpeTh KOHTaKT)
oToOpaXkaeTcs KHOTIKA + (MobaBuTH B KOHTAKTHI). [Ipy HaXkaThX Ha KHOTIKY OYIeT BBIIOJIIHEHO
CO3/laHHe KOHTAaKTa B JIMYHOM aJipeCHOM KHHUre. ECiiM KOHTAKT co37jaH YCIelllHO, Ha 3KpaH OyjaeT

BbIBeleHO BCIUIbIBalOIlee YyBeAOMJIEHHe, COoepriKalllee KHOIIKY Ilepexodd Hd CTpaHully C

vHpopManyen o koHTakTe B paszeie «MoiOduc KoHTakTbD.

HpI/I rnepexoge K KOHTAKTy OTKPOETCA aJipeCHdd KHHUI'd JInuHbIe C OTKPBLITbIM BHOBb
CO3JaHHBIM KOHTAKTOM.
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3.2.2 OTkpbITHEe MHCbMAa B HOBOH BKJIa/IKe

HJ’IH OTKPLITHUA IIHMCbMAd B HOBOM BKJIQJIKe HeO6XO)II/IMO BBIIEJIUTL €ro B Cmucke mmcem

IIEJTYKOM JIeBOM KHOIIKM MBIIIK B JIIOOOM MeCTe MUHHU-TIAHeNIM MUCbMa, KpoMe aBaTapa. [Ilucemo
oTKpoercsa i npocMmortpa. Ilocne storo Haxath [4 (OTKPBITH B HOBOiH BKJIajKe),

pacroJIoXKeHHYI0 Ha MaHeI MHCTPYMeHTOB nrucbMa (PucyHok 24).

-
[0 Bxoaswpue c a = MpUHATO NpuUrnatleHue Ha «BeTpeya» 04/04/2023, 12:25 =
(GMT+03:00)
A MyOffice Reminders 14 anp
- Hanomukanune o sanave «Test» or @ Elena Smirnova 4anp12:32 A
@ Elena Smirnova & B 4anp KOMY a.smirnov@blue.myoffice-app.ru
K MpuHaTO Npurnawexne Ha «Betpeuax» 04/04/...
4 OTBeTUTE <4 OTBETUTL BCeM ™ [lepecnatsb
. room15 18 des

Pucynok 24 — OTkpbITHe myucbMa B HOBOM BKJIaJIKe

B pesynbrare omepanuu mucbMo OyneT OTKPHITO B HOBOM BKJIAJKe BeO-Opaysepa.

B unTepdelice nrcbMa npeficTaBiieHbl CleAyolIre 0OCHOBHbIe obsacty (PucyHok 25):

1. Tema nmucbma

2. VUndopmarnus 06 oTripaBUTesie ¥ NOJy4aTelisiX, ypOBeHb KOHPUIEHIIMAIbHOCTY, AaTa U
BpeMs OTIIpaBKY nMcbMa. OTobpakeHre/CKpbITHe JleTaneil HHGOPMAalUY O MoIydaTesisax
OCYIIECTBIISIETCS TIPY TIOMOIIM KHOTIKH '/ #%, paCIoJIOXKeHHOM CIIpaBa OT JaThl U
BpeMeHH I1ChMa.

[TaHenb MHCTPYMEHTOB MHUCHMA.

ITanens BIOXKeHUM.

Teno nucopMma.

e AW

[Tone st GBICTPOTO OTBETA HAa MTUCHMO.
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MpuHaTo Npurnawenne Ha «Coselwannes 03/03/2023, 16:00 (GMT+03:00)

elena, SMimova elena smirmava T mapra 17:27 A
e DTeeteme Ol OTEETHTE B0EM Wb NepecaaTe E}
¥, Cuauath BwifipanHos =

—

a elena.smirnova slena. smimoya NpUHANS ) NpWrMaLLERe

CoeewaHve

D 3 mapra 2023, nr
16:00 - 17:00

Pucynok 25 — UuTepderic nucbMa, OTKPHITOIO B HOBOM BKJIAJIKe

[
Kuormnka L‘ B IIOJIIX KOMY, KOIIM, CKPbITad KOIIKMA IIO3BOJIIET CKOIIMPOBATH BeChb CIIMCOK

agpecaroB b6ydep o6MeHa, TakKe Kak IIPU MpocMoTpe nrcbMa B O6J1acTH YTeHusl.
[Ipu mienruke j1eBOM KHOIKOM MBIIIK 10 aBaTapy WM MMeHaM OTIIPAaBUTeJIS W ToJTydaTesien

II0ABJIAeTCA BCILIBIBAIOIIIee OKHO C KOHTAKTHBIMHU OJAdHHBIMH, TdKXKe KdK IIDM IIPOCMOTpPe IIMCbMd B

O0s1acTH YTeHHUS.

3.2.3 Be10op nmucbMa B namnke

Bbl60p IrceM HUCIIOJIb3YyeTCH, YTOOBI YKa3aTb IIHCbMd (O,[[HO WIIn HECKOJ'IBKO), C KOTOPbIMH

TpebyeTcs BBIIIOJIHUTD KaKhe-TO JeHMCTBUS (HallpuMep, IlepeMeCTUTh B IPYTYIO NalKy WK YIalIUTh).

B nanke OTMeueHHBIe (y1aroM MOXXHO BHIOPATh TOJIBKO OJTHO TTHUCHMO!

HH}I BI:»I60pa mickMa B CIHcKe IHCeM aKTHBHOM MaIlKy HEO6XOJII/IMO BOCIIOJIb30BATbLCA

OJITHKM U3 CJIe[IyIOIIUX CIIOCOOO0B:

— IIEJIKHYTb JIEBOM KHOITKOM MBIIIH I10 dBdTdPy Ha MUHH-IIdHEJIU I[TUCbMd;
— BBIJEJIUTH IIMCBMO, IIOCJIe Yero BOCIIOJIb30BATLCA COYeTaHHMeM KIIdBHUII CtI‘l"‘HpOGEJI.

KOMaHJIa II03BOJIAET BI)I6paTb 1 OTMEHHUTDH BI:»I60p IMNCbMaA.
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Jlyist BbIOOpA MPOYXUTAaHHBIX/HEMPOUYUTAHHBIX/OTMEUEHHBIX MTHUCeM CJieflyeT HaXKaTh Ha 3HAYOK
¥ U B BbINIQJIAIONIEM CITMCKe BbIOpaTh Heobxoaumbii BapuaHT (PucyHok 26). BribpaHnHble muchma

OyayT oTMeueHbI I[BETOM U MapKepaMH Ha aBaTpapax.

01~ N =2 0

OTMEHWUTE BBIDOD e
- b s}
B o «06BCysaeHHe T..

[pounTaHHbIE

Q HenpouWTaHHbIe 0771172022

OTmeusHHBIE

Pucynoxk 26 — BreibpanHble THCbMa

,HJ'IH BbI60pa BCeX IIMCeM Ha TEKYHIEﬁ CTpaHUIIe CITMCKA CjielyeT BOCIIOJIb30BATbHCSA OOHUM U3

CJIe[IyIOIIX BApUAHTOB:

1. YcranoButh ¢iar BeiOpaTs Bce mucbMa Ha cTpaHMIe. BynyT BbIOpaHbI Bce NMHUCbMa
TeKylleld cTpaHunbl. MHaukaTop o0TOOpasuT KoauuecTBO BblOpaHHbIX muceM. IlosBurcs
NIOTIONIHUTeNIbHAs KHONKa BeIOpaTh Bce mHCbMa, cojiepXanias o6Ilee KOJIMYECTBO ITHMCEM B

Tekymed nanke (PucyHok 27).

20 ~ o S B T I
BoiGpaTt BECe NUcbMa (26) 4
L o Alexandr Smirnov 27/05/2022
B Status updated
L o admin admin & O 28/04/2022
B Event invitation to «Coeewanne» 28/04/2022, 11:3...

Pucynok 27 — Knornika BeiopaTh Bce mucbma

ITpu Hakathy Ha KHONKY BpIOpaTh Bce mmcbMa OynyT BbIOpaHbI BCe IKMCbMa Ha BCeX

cTpaHunax nanku (Pucynok 28).
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26 ~ 5= 0

Alexandr Smirnov 27/05/2022
Status updated

L o admin admin & O 28/04/2022

Event invitation to «Coeewanuner 28/04/2022, 11:3...

Pucynok 28 — Bribop Bcex nrcem

Y1oObl OTMEHUTH BBHIOOP MHCEM TeKYIed CTpaHWIIbl CjieflyeT MOBTOPHO HaXKaThb KHOIIKY
BriOpars Bce muchbMa Ha CTPaHHIIe, TIPU 3TOM IMHCbMA Ha JIPYTMX CTPAHMIIAX MAIlKU OCTaHYTCS
BbIOpaHHBIMU. [Ij1s1 OTMeHBbI BbIOOpa BCeX IMHCeM, COAep KalllMXCsl B TeKyllel marke, HeoOX0IUMO

OTKPBITh MEHIO U BbIOpaTh koMaHy OTMeHHTH BbI0Op (PucyHok 29).

o N = N 11 I

OTMEHWUTE BbIBOp ,

L

MNpounTaHHble

HenpouwWTaHHble 07/11/2022

01~
L o 15
B «0BCYHOEHHE T...
OTmMeUsHHBIE

Pucynok 29 — OtmeHa Beibopa

HJ’IH BbI60pa BCeX IIKCeM Mallk{d Tak)Ke MOXKHO HCIIOJIb30BaTh codeTaHue kiasuml Ctrl+A.

KOMaHIIa pa60TaeT KadK Ha BblJlejiIeHHhe, TdK U Hd CHATHe BbIJleJIeHHs CO BCeX IMTHhCeM.

3.2.4 OTMeTKa NMCHbMA NPOYUTAHHBIM/HEeNIPOYHUTAaHHBIM

YToOBI ITOMETHTH OOHO ITMCbMO IIPOYUTAHHBIM, CjieAyeT BbIJeJIUTb HYXHOEe IIMCbMO B

A
Crucke muceM. IIucemo OTKpPOETCA B Oosactu urenus. Ilocie storo c IIOMOIIBIO KHOIIKHN r—'

MOZKHO OTKPBITh ITMCBbMO B HOBOM BKJIQJIKe.

YT0oOBI IIOMETUTD IIPOYNTAHHBIMHA BCe IIMCbMd Hd OTKprTOI\/’I CTpaHUIIe CIIMCKA ITKMCeM, HY’KHO

HaXXaTb Hd dBdTdpP HAa MUHHU-IIaHeJIN JII060T10 HeIpo4YruTaHHOI'O IINCbMa, BI)I6[28TI) BCe HelIpO4YuTaHHbIe

MKMChMa B CIIMCKe W HAXKaTb =) (OTMETI/ITI) KadK npoqn'ranﬂoe) Ha INdaHeJIM UTHCTPYMEHTOB.
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YToOBI IIOMETHTD Helmpo4YuTaHHBIMH BCe IIMCbMd Hd OTKprTOfI CTpaHUIle CIIMCKa IINCeM,

HY)KHO Ha)kaTh HAa aBaTap HAa MUHH-TIAHENX JI0O0T0 TPOYMTAHHOTO THMChbMa, BBIOPATh BCE
MPOYMTAHHbIE TMCbMA B CIUCKe W HaXaTb = (OTMeTHUTh KaK HeNMPOYHUTAHHOe) Ha TMaHelu

HWHCTPYMEHTOB.

3.2.5 IlepemenieHue mucbMa B IPYIyI0 MANKy

Yrobbl IEpeMecTUTh MUMCHbMO B APYIYIO MalKy HEOoOXOAUMO BbIOpPATh ero B CIIMCKe IHUCeM,
HakaB Ha aBaTap Ha MMHM-TIAHENW IKChMa, Jajiee HakaThb Ha MaHejd MHCTPYMEHTOB KHOIKY 27

(IlepemecTuTh B mamKy) U B PACKpPHIBAIOLEMCSl CIMCKe BbIOpaTh MalKy, B KOTOPYIO ClelyeT

repemMecTUTb BbI6paHHO€ IIMCbMO.

J1J1s1 lepeMeltieHrs HECKOJIBKUX MTHMCEM B JIPYTYIO MAIKy CiieJlyeT HaXkKaTh Ha aBaTap Ha MUHU-

MaHeJiM OAHOTO W3 IMHCeM, TOBTOPUTh JIAHHYIO ONepalMio JIJIsl KaXJI0ro M3 MOC/IeIVIOIIUX IHCeM,
KOTOpbIe TpebyeTCs TIepeMecTHTh, Jaiee HakaTh KHOKy ] (IlepemecTuTh B manky) Ha raHesu

WHCTPYMEHTOB.
B pesysnbraTe onepanuu nmucbMo/mucbMa OyayT nepeMeltieHbl B YKa3aHHYIO MallKy.

HepeMECTI/ITb IMMCbMa B JOPYI'ylO TIIAIIKy TdKXe MOXHO IIepeTdCKUBAHUEM 00BEKTOB B

TpebyemMyIo MalnKy MBIIIBIO.

3.2.6 Yoanenue nucbMa

Yrobbl ymanuth MHUCHMO (OTIIPAaBUTh €ro B KOP3WHY), HEOOXOOMMO BBINIOJHUTH OOHO W3
CJIeIYIOIINUX IeMCTBUN:
— BoibpaTth OHO WM HECKOJIbKO IHMCeM 3JIeKTPOHHOM TIOYTHI, KOTOpble HeoOX0IuMOo

YA4JIUThb. HaxxaTb KHOIIKY u.l (Ynann’rb), PACIIOJIO’KEHHYIO HAa IIaHEJIM MHCTPYMEHTOB,

v kiasuity Delete/Backspace Ha kiaBuatype.

— Boibpats ogHo muckMo u3 Cromcka mucem. Haxats kHonky Il (Vmanurs) B O6nactu

YTeHHus 11cbMa.

[lo ymom4aHuio ynanseMoe NMUCHMO IepeMeriaeTcsi B manky Kopsuna. YjganeHHOe Takum

O6p830M IMMCbMO MO>XHO BOCCTAdHOBHTD, [lepeMeCTHB UX O6paTHO B HY>XKHYIO IIAIIKY.
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YToOBI BOCCTAHOBUTHL IIMCBMO U3 KOp3UWHBbI, HEO6XO,I[I/IMO BBITIOJIHWUTL  CJIEAYIOIIYIO

[IOCTIeJOBATeJIbHOCTD IeHCTBUM:
1. Ilepeiitu B nanky Kop3una.
2. BbIOpaTh OJTHO WJIK HECKOJIBKO MHUCeM, KOTOpPble He0OX0IMMO BOCCTaHOBUTD.
3. Haxxate #3 (IlepeMecTHTH B IanNKy), ¥ W3 BBIIANAIOIIEro CIOKMCKA BHIOpATh MArnky, B
KOTOPYI0 OyzieT IlepeMeleHO TMCbMO U3 KOP3UHBI.

B pe3yiibTaTe OoIllepanyvun BbI6paHHbIe IIMCbMa 6YJIYT NepemMelenbl W3 AKX Kopsmla B

BbIOPAHHYIO MAIIKYy.

HH}I OKOHYATeJIbHOT'O yadJIEeHHs IM1MceM 6e3 BO3MOXKHOCTH BOCCTAaHOBJIEHHSI HEOOXOIUMO:

1. Ilepeiitu B nanky Kop3una.

2. BbI6paTI) OTHO WJIK HECKOJIBKO IINCeM, KOTOpkbIe HEO6XOILI/IMO YAaJIUThb.

3. Haxare xuonky W (Ymammrs) Ha naHenm MHCTPYMEHTOB, WM — KJIAQBMIIY

Delete/Backspace Ha ki1aBuarype.

B pe3yJjibTaTe BbleJIEHHbIe ITNCbMd 6y,ZLYT yAaJlIeHbl U3 IIAIIKU Kopsmla. y)laJ'IEHHbIe TdKHMM

06p830M IIMCbMd BOCCTAHOBUTH HeJIb341.

CyiiecTByeT BO3MOXHOCTb IIOJTHOM OYMCTKM KOpP3WHBI. B cilydae, eciu B Kop3uHe
CONIepXXUTCS XOTsI Obl oguH ¢aill, clipaBa OT MMeHH IallKh OTOOpaXkaeTcss KHOIKA OYHUCTKU.
Heobxonumo HakaTe O4MCTHTB, Ha SKpaHe MOSIBUTCS UAJIOT MOJATBEpPXKIeHUsl OUHMCTKA KOP3UHBL.
Cnenyer noaTBepAUTH JIeHCTBHe, eCiIM COIVIaCHbI Ha 6e3B03BpaTHOe y/iajleHe I1MCeM U3 KOP3UHBI.

[Tocne ouncTku KOp3uHBI KHOIIKA OYHCTUTH NlepecTaeT 0ToOpaXkaThcs, CIIHCOK muceM st

I1aIIKH KOpBI/IHa CTAHOBUTCY ITYCTBIM.

3.2.7 OTMeTKa NMHUCHLMa HeKeJIaTeJILHBIM

CYHIGCTBYGT JBa crocoba OTMeTHUTh IIMChMO KaK HesKeJlaTeJIbHOe:

[ )
1. BoibpaTh ofgHO WM HecKolabKO muceM B CHmHcke muceM, HaXkaTb & JUISI OTKPBITHS

BbITIA/IAIONIEr0 MeHIo, 3aTeM BeIOpaTh B cmam.

2. BeibpaTh OfHO WM HecKOiIbKO muceM B CrmcKe mHcCeM, W HaXaTb KHOIIKY 2
(ITepemecTtuTh). B BhimagatoieM crivcke BbibpaTh Criam.

B pe3yjibTaTe onepanvn BbI6paHHbIe IIMCbMd 6YILYT IepeMelleHbl B IIaIIKy Cnam.
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HJ’I?I BOCCTAHOBJICHMSI THMChMa u3 Ianku Crmam HeO6XOZ[I/IMO BBITIIOJIHUTL  CJIeAyroliue

IEeVCTBUS:

— nepeuTy B nanky Cmam;
— BbIOpaTh OFIHO WIM HECKOJIBKO IIMCeM 3JIeKTPOHHOM I104YThl, KOTOpble HeoOXOOUMO

BOCCTAdHOBHTD;,

— HaXaTb s IS OTKPBITUS BBbINQJAIOIIero MeHIO, 3aTeM BblOpath He cmam s
HiepeMellieHnsl B MCXOIHYIO TanKy WM Haxkath kHomky 21 (Ilepemectuth) U B

BbIIIaJdIO1IeM CIITMCKe BbI6paTb MNarkKy AJjigd pasmMenieHus nmucbMda (PI/ICYHOK 30)

MouTa -~ 1~ B =8 U
13 anp
Hosoe nucbmo r Mepemectuts B Na...
- YeegomneHnes
Brogawme
Alexandr Smirnov
A

alexandr.smirnov@lime.myoffice-app.ru OTnpasneHHble

CJ Bxopaume 64 YepHoBMKM

> 0tnpaenenHbie Cham

6 YepHoBmKM 9 Kop3nHa

@ Cnam O4UCTHTD Test

1 Kopauna 1

W BamHble

Pucynok 30 — Ilepemerienue nucbMa 13 nankyd Crmam

Cy1iecTByeT BO3MOXKHOCTh MOJIHOM ouucTKY manku Cmam. B citydae, eciiv oHa cofiep>xur
x0Ts Obl ofguH ais, crupaBa OT MMEHM MalKh OTOOpakaeTCss KHOIKA OYMCTKU. Eciu HaxaTb
O4ucTuTh, Ha 3KpaHe MOSIBUTCS [WAJOr MOATBepXkieHus ouyucTky nankd Cmam. Heobxomumo

MoATBEPAUTD JIerCcTBUe, ecliv Tp86YETC$I IepemMeCTUTh IIMCbMa B KOP3UHY.

[Tocne ouncTku nanku KHOMKA OQYHCTHTH TlepecTaeT oTobpaxaThCs, CIIMCOK muceM TanKy

CmaMm Takxe OYHUIIIdeTCs OT IMHhceM.

3.2.8 OdHoOBJIeHHe CIIMCKA IHCEeM

3arpyska IniceM C IIOYTOBOI'O CepBepa B Manky Bxopsimme ocyliecTBisieTcsl aBTOMaTUYeCKU

IIPpr COOTBETCTBYIOIIIUX HaCTPOfIKaX N aKTUBHOM CeTeBOM IIOJK/IF0OYeHHH.
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Jlna OOGHOB/leHMA TWamK¥ BpydHylo HaxkvuTe KHonky (o (IIpoBeputh mouTy),

PacroJioXKeHHYI0 Ha MaHeIu UHCTPYMEeHTOB.

3.2.9 ITouck nucsbMa B mamnke

I[JISI IIOMCKa HY>XHOT'O ITMCbMa B CIIMCKe IThCeM HEOGXOHI/IMO:

1. Boutu B Marky, B KOTOpOﬁ MpeAIloJIOXXUTEeJIbHO HaAXOOUTCA Tpe6YEMOE IMNCBMO.

2. HaxaTp KHOIIKY Q, pacIioyioXkeHHyto B 3arojioBke Cucka nmuceM. [losiBUTCSI cTpoka
BBOJIa IOMCKOBOT'0 3aIIpoca.
3. BBectwu 3arpoc jijis 1nmoucka (MMsi OTIIpaBUTeJIsA, CJIOBO WM ¢pa3y U3 TeMbI ITUChMA).

4. Haxatb KJIdBUIITY Enter na KJIaBHUAType JIS IIOATBEPXKIEHWA BBO/Id.

5. UT06BI 3aKPBITH CTPOKY TTOMCKA, CJIETyeT HaKaTh KHOMKY X .

PESYJIbTaTbI ITOMCKa 6YZ[YT OTOﬁpa)KEHbI HHUXKe CTPOKHU ITOHCKaA.

HJ’IH YTOYHEHUA KpUTEepUueB IIOHCKA HeO6XO,I[I/IMO Ha>XaTb i CIIpaBa OT KHOIIKHM IIOMCKA4,

I1oCJjie 4ero 6YJIYT OTKPLIThHI JOIIOJIHWUTEeJIbHbIe IIO0JII BBOMIA I/IHCl)OpMaL[I/II/I. Haﬂee cdileqyeTr BBeCTHU

HeoOXouMble KpUTepuu U HakaTh kHOTNKY Haiiti (PucyHok 31):
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PacluMpedHEIH NOUCK ~

oT
Komy
Tema

TekcT

MeTkn

Haiitn
Pucynok 31 — ®opma pacmmpeHHOro 1ovcka

3.2.10 OT™MeTKka mucbMa ¢prarom

JIroboe BxoisIIIee/UCXOsIIEee TUCEMO MOXXHO OTMETUTD dJarom . OT™MeuenHbIe diiarom
MUChbMa TIPO/IODKAIOT HAXOJAUTHCS B MCXOIHOM Tamke, HO TMPH 3TOM AyOJIUPYIOTCS B TamKe

OTtMmeuenHsble ¢1arom, 4yTo yIpoIiaeT UX MOUCK.

YT0o6BI OTMETUTDH TUCHEMO dJIaroM, HeOOXO0IMMO HaXKaTh KHOIIKY | (OrMeTuTh diarom) Ha
MUHU-TIaHeM cbMa. KHOMKa M3MeHHT 1BeT —

YTobObl CHATH OTMETKY, CJleflyeT HaXkaTb KHOIIKY (CHaTrp ¢uar) Ha MUHHU-TIAHEIN
nucbMa. KHorka mpuMeT UCXOIHBIN BUTT [, a mucemo ucuesser us manku OTMedeHHBIE dnarom.

OtmeTKy ¢$aroM MOXHO CHSATh ITOBTOPHBIM HaXXaTHeM Ha KHOIIKY (Casars ¢uar) Ha

MHWHH-IIaHEeJIH ITMChbMa.

[Tucbema, otMeuenHble ¢yarom B nankax Kop3una u Cmam, He 1y0IMpyIOTCS B TalKe
OTMeueHnHsble ¢iarom.
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[Tpu nepemerienny 0TMe4YeHHOTO diaroM nmuchMa B nanky Kop3umna u Cmam oTMeTka

COXpaHseTCH.

B nanke OTMeueHHEBIE (l)JIaI‘OM MO>KHO BbI6paTb TOJILKO OJHO NHUCHMO!

HJ’IH BLIOOpa muchMa B Ianke OTMedeHHBIe (l)JIaI‘OM aregyer MeJIKHYTb JIEBOM KHOIIKH

MBIIIIY 110 aBaTapy, CIpaBa OT Ha3BaHUS NAIKY IOSBUTCS N1aHeIb UHCTPYMeHTOB (PucyHok 32).

OTMmeueHHble dnarom =2 0

Pucynok 32 — ®opma pacivpeHHOro orcka

[Tanens HWHCTPYMEHTOB COJAEepP’KUT KHOIIKU:

& (OTMeTHTP KaK HeNpOYHTAHHOe/TIPOYHTAHHOE) — KHONKA II03BOJIET OTMETHTh

BbI6paHHO€ IIMCbMO KdK HelIpO4YMTaHHOe /HDO‘-II/ITaHHOQ;

Wl (Ymanure) — xHOIKa yjaaseHus BHIGPaHHOIO IMCHMA;

L
H (I[OIIOJIHI/ITEJII)HO) - KHOIIKa BBI3OBA JOOIIOJJHHUTEJIBHOI'O MEeHIO C KOMdHJdMH:

IIpucBouTts MeTKy U B criam.

Bce petictBus ¢ BbI6paHHbIM IMMCbMOM BBITIOJIHAIOTCA TdKJKe, KdK B IPYI'UX IIdITKdX.

3.2.11 OTBer Ha NHCHLMO

3.2.11.1 OOBIYHEIH OTBeT

YT100OBI OTBETUTH HA IIMCHbMO, HEOOXOIHUMO:

1. BbIJIEJ'[I/ITb HY>XXHOe€ ITMCBbMO B CIIMCKe, I10CJie 4ero B Oo0sacTu yTeHus 0T06p83HTCﬂ ero

coJepixuMmoe, 60 OTKPGLITH ITMCBbMO B OTHeJIbHOM BKJIAJIKE.

2. Ha maHenmu WHCTPYMEHTOB NIMCbMa HaXaTb KHOIIKY - (OTBetuTn). OTKpOETCS OKHO
HoBoe mucemo. Ilone Komy Oyner aBTOMaTH4YecKy 3aloJIHEHO aipecoM 3JIeKTPOHHOM
MOYTHI OTIIPaBUTENISI UCXOMHOTO nrckMa. B nosie Tema OyzeT Tema MCXOJHOTO MHUCHBMA C
npedpukcoM Re:. B Tesne nucbma Oyaet nadopmarusi 06 KCXOTHOM MKUChbMe (JlaTa U BpeMs,
OT KOT'0) U TEeKCT UCXOJHOTO nuchbMa (oH OyneT opopmiieH Kak nurarta). [Ipu ogepennom
OTBeTe B IepemnucKe 13 4 1 OoJiee HCeM IeNOYKy UCXOAHBIX MHCeM MOXHO pa3BepHYTh U
cBepHYTh KHOTIKOM Iloka3aTh BCIO epenuckKy.

3. BBectu Texkcr orBera B okHe HoBoe mucbMo. TekcT oTBeta MoOXeT ObITh

OT(bODMaTI/IDOBaH TadK ’Ke, KaK IIpHU CO3JdHHWKX HOBOT'O IMKMCbMAd.
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4. Tlpu HEoOXOIMMOCTH OTpeaKTUPOBaTh a/ipeCcHble MOJIsl NHUCbMA, MPUKPENUTh (aitibl
U T.IL

5. Haxatp kHONKy OTHHpaBHTS.

ITocne OTIIPABKH OTBeETAd, eCJIM aJipeC I10JIy4daTejid OTBeTa OTCYTCTBYeT B CIIMCKe KOHTAKTOB,

IoJjry4areiib 6y,HET dBTOMdTHUYeCKH HO68BJ’I€H B aJpeCHVIO KHHUIY JInuHbIe (eCJ'II/I HaCTpOI;'IKa

ABTOMAaTHYECKH COXPAHITh HOBLIe KOHTAKTEI IIPH OTIIPABKE IHCEeM BKJIIO‘IEHH).

HpI/I HaJauuuu cBepHyToro okHa HoBoe mnuHcbMO onepanuda OTBeTuUTH (B TOM 4YHCJIe

OTBeTHTL BCEM) HeOCTyIIHA. HpI/I IIOIIBITKE OTBETUTb Hd IMHMCbMO Hd 3KpPdHE IIOABUTCS OKHO C

yBeZIoMJIeHHeM 0 HeoOXOUMOCTH 3aBepIIUTh paboTy ¢ npebiiymyuM nuceMoM (PucyHok 33).

bl
( X
COXPaHHTE ‘-IEPHOBHK Ha4YyaToro nucCemMa

| Bbi cMOMKeTe HanTh NMcbMo «Re: MpUHATO NpUrnaweHne Ha «0BCYKASHWE WTOMOB»
24/08/2022,14:30 (GMT+03:00)» B YepHOBUKAEX M NPOJOMKMTE PABOTY C HUM NO3XKe,

CoxpaHuTb OTmeHa He coxpaHaTb

Pucynok 33 - YBegomiieHre 0 HaJIMYUKU YePHOBHUKA MTHCbMa

,HJ'IH IIPpOOJIXKeHH A paGOTbI Tp86YETCH HAXAaTb OJHY U3 KHOIIOK B OKHE YBeJIOMJIEHUS:

— COXpaHI/ITB — CBEpHYyTOe OKHO C03[JaBaeMOro ITMCbMd 6YHBT COXPdHEHO B YepHOBHKAX, Hd
OKpaHe OTKPOEeTCA c])opMa CO31aHHA HOBOI'O ITMCbMA,

— OrMmena — IpepBdaTh Ollepalluio CO3[1dHUS ITMCbMA U 3dKPLITh OKHO C YBeJJOMJIEHHUEeM;

— He COXPaHATH — CBEPHYTOE OKHO CO31aBdeéMOTI'0 ITMCbMda 6y,II€T 3dKPbITO, Ha 3KpaHe

OTKpoeTcst popMa CO3/IaHMsI HOBOTO MMHCHMA.

3.2.11.2 BeICTpHIii OTBET

Jlyis 6pICTPOTrO OTBETA HA MMCbMO HEOOXOAUMO:
1. BBectu Tekct oTBeTa B mojie BeicTphri orBer B OOsacTH 4yTeHHsSI (B 3TOM IIOJIe
OTCYTCTBYIOT UHCTPYMEHTHI JIJ1s1 GOpMaTHUPOBAHUS U 0pOPMIIEHUS TEKCTA).

2. Haxatb kHonky OTnpaButsh (PucyHok 34).
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Pucynok 34 - BoicTphiii oTBET

[Ipu pabore Hag OBICTPHIM OTBETOM MOXHO B JIFOOOM MOMEHT TIeperTH K
CTaH[IApPTHOMY OKHY CO3[aHMS MUChMA, B KOTOPOM NPUCYTCTBYIOT MHCTPYMEHTHI IS
odopmiienus TekcTa. [j1s1 3Toro nmpu BBofie OBICTPOTO OTBETa CJielyeT HaXaTh KHOTIKY
IIepeiiTu B pegakTop MUCbMa.

HpI/I 6LICTpOM oTBeTe IIMCbMO C OTBETOM HAIIpaBJIAETCA BCeM aJipeCdTdM, YKd3dHHbIM B

nosisix Komy, Konmust 1 CKppITast Konmusi.

3.2.11.3 OTBeT BceM y4acCTHHKaM NepenycKH

YToOBI OTBETHTH Cpa3y BCeéM Y4YdCTHHKaM IIepertnCKnu (BCEM, KTO YIIOMSHYT B II0Jie OT,

Komy, Konmusa, CkpeITas konus), Heo6X0AMMO BBIIOJIHUTE Clleflyioliye 1eicTBus: ¢ (OTBeTUTH

BCEM)

1. BbI)leJ'II/ITb HY>XXHOe€ IIMCbMO B CIIMCKe, I10CJIe 9ero IMMCbMO OTKPOeTCd B OonacTu qTeHHus,

JIMO0 OTKPBITh MUCHbMO B HOBOM BKJIAJIKE.
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2. Ha naHenm MHCTPYMeHTOB ITMCbMAa HaXkaTb KHOIKY <& (OTBeTHTH BCeM). OTKpoeTcs
okHO HoBoe mmcbMmo. I[lone Komy Oyner aBTOMaTHM4eCKd 3alOjIHEHO a/ipecoM
QJIeKTPOHHOW TOYThl OTIIpaBUTeNIE MCXOJHOTOo mnuckMa. B monme Kommsa Oyayr
aBTOMATUYeCKHA CKOMMPOBAHBI a/ipeca 3JIeKTPOHHOM MOUYThI BCeX YYaCTHUKOB ITepPenyCcKH,
KpoMe ajjpeca IIOJIb30BaTesisl, KOTOpblM mnuier oTBeT. B monme Tema Oymer Tema
ycxoHoro nvceMa c npepurkcom Re:. B Tene nucbma 6yner uagopmanusi 06 UCXOIHOM
nMcbMe (J1aTa ¥ BpeMsi, OT KOr0) U TeKCT MCXOAHOTo nmuchMa (0OH OyaeT odopmiileH Kak
ruTata). [Ipu oyepemHOM OTBeTe B mepenucke M3 4 u Gosiee MHCeM IENIOYKY MCXOTHBIX
MMCeM MOXXHO pa3BepHYTh U CBepHYTb KHOMKOM IIoka3aTh BCIO mepenuckKy.

BBectu TekcT oTBeTa B okHe HoBoe nucbMo.

4. Tlpu HEOOXOIMMOCTH OTPeJaKTHPOBATh MOJISl PEeKBU3UTOB MUCHhMA, IPUKPENUTL baliibl U

T.I0.

5. Haxatp kHOKy OTHpaBHTS.

3.2.11.4 OTBeT Ha NHCHMO C IIPUTJIALIIEHHEM Ha COObITHE

YTOoOBI OTBETUTH Ha MHMCHMO C TIPUTJIAIIIEHHEeM Ha COOBITHe, Clie/lyeT HaXKaTh B MPHUTJIAIIeHUN
HY>XHYI0 KHOTIKY: [TpunsiTh, Bo3dmorxxHo win OTKIIOHUTD.

[Tocne HaxkaTusi KHOMOK [IpuHATH MM Bo3aMokHO 0O03HauYeHHe COOBITHS B KaJleHJIapHOMU
CeTKe M3MEeHMUTCS B COOTBETCTBUM C OTBETOM, IOCJe HaXkaTusi KHOMKKA OTKJIOHUTH COObITHE OyaeT
yAaneHo U3 KajaeHaaps.

Ecmm BcTpeda, Ha KOTOpYIO MPHUIIUIO TpUIVIAllleHHe, IepeceKkaeTcs 10 BpeMeHW C JIpYyTUM
coOBITHEM B KajleHjape, TIOJIb30BaTeNlb Oy/ieT peayInpexieH 06 3TOM B TMCbMe TIPUTJIAIeH s, Kak

0 koHuKTe cobbiTi (PrcyHok 35).
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KondnukT ¢ cobbiTnem BaxHoe cobbiTHe

NnaHoBadA BCcTpeya

O KPbiTe Kanedaapb

© 11 anpena 2024, ut
15:00 - 17:30 (GMT+03:00)

™ Elena Smirnov

MpUHATE BoaMOMHO OTHNOHWUTE

Pucynok 35 - Ilpurnanienre Ha cobbITHe B Ciiyyae KOHQUIMKTA COOBITHI

HpI/I nepexone II0 CChbUIKe OTKpI)ITI) KaJIeHMapb OTKPOEeTCd HOBA4A BKJIAIKd 6pay3epa C

pasnenom Kanenmgaps, rie MOXHO OyZleT MOCMOTPeTh HHGPOPMAIIHI0 0 KOHPIIUKTYIOIMINX COOBITHSIX

6osee MoIpo6HO.

[TogTBEpAUTL MK OTKJIOHMTH YYaCTHE B COOBITHM TaK>ke MOXKHO B pa3fgeie Kaneunapb.

3.2.11.5 OTBeT Ha MHCHMO C IIpe//IO;KeHHEeM U3MEeHUTH BpeMsl COOBITHS

OpraHuzaTop COOBITUS MOTy4YaeT MUCbMO, eCIM OJIMH M3 YYaCTHHUKOB COOBITHSI IpejjlaraeT
HOBOe BpeMs IpoBelleHHs COObITHS. B muchMe mprBelleHO paHee Ha3HaUYeHHOe M IpejjlaraeMoe

BpeMsl.

Il npuHATHS MO0 OTKJIOHEHMsI Ipe[JIoKeHUsI O TepeHoce COOBITUSI CjieflyeT HaXKaTh

HpI/IHﬂTB 60 OTKJIIOHHTD B IMUCbMe, IIpyuieamniemM Had IIO4Ty OpraHu3aTopa.

IIpyHATh WIM OTKJIOHWTH HPeJIOKeHHe O IIepeHoce COOBITHS TakkKe MOXHO B pa3neiie

Kanengaps.
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3.2.12 Ilepecblika nucbMa

3.2.12.1 Ilepechlika MHCHEMOM

Yrobbl mepeciaTh MUCbMO, HEOHXOIUMO BBITIOJIHUTD CJIeIyIolIye JeHCTBUS:

BoiienuTh mMChbMO B CIIKCKe, TIOC/e Yero MUChbMO OTKpoeTcs B ObsacTu ureHus, 1160
OTKPBITH ITMUCbMO B HOBOM BKJIAJIKE.

. Ha manenu uHCTpyMeHTOB mmchMa HakaTb KHONKYy ™ (Ilepecsatb). OTKpoeTcsi OKHO
Hosoe mucemo. B nonie Tema OyzeT Tema nepecbisiaeMoro nmucbMma c npedpukcom Fwd:. B
TeJie MMCbMa OyJleT mojpobHasi nHOpMaIMs O IepechllaeMOM NMUCbMe (OT KOro, KoMy,
Komus (ecii ecThb), JlaTa M BpeMsl, TeMa) W TEeKCT IepechllaeMoro mucbMa (OH Oyjer
odbopmiieH Kak nurara). Eciam nepeckiiaeMoe MUCbMO COZIEP>Kajlo BIIOXKEHUs, OHU TaKXKe

OynyT mpukperuieHbl. Ecim mepechutaeTcsl mepenvcka w3 4 u 6ojee THCeM, IIENIOYKY

IrceM MOXHO pPa3BEPHYTH U CBEPHYTb kuonkor IToka3zars BClo IIepemucry.

3amnosHuTh moie Komy.

4. Tlpu HEoOXOAMMOCTH N0OABUTH COMPOBOXKAAIOITMM TeKCT. [IpaBusia BBofa U odopMiieHHUs

TeKCTa Te JKe, YTO U IIPH CO3[IdaHWKX HOBOT'O IMKMCHbMd.

5. Haxatp kHONKy OTHHpaBHTS.

HpI/I HaJIMYMK CBEPHYTOI'O OKHd HosBoe micbMo onepanyd 1nepecblyIKKU IMMCbMd HEeOCTYIIHA.

[Tpu mombITKe TepecaTh MUCbMO OTKPOETCs yBeJloMJIeHHe 0 HeOOXOAMMOCTH 3aBepIIUTb paboTy c

npeapiAynmyMm IMMUCbMOM. HJISI MMpoaOJIKeHU A pa6OTbI clleyeT HdXaTb OJHY M3 KHOIIOK B OKHe

YBeJlOMJIeHH .

L4 COXpaHI/ITI) — IIMCbMO B CBEpPHYTOM OKHe 6YJ1€T COXpPdHEHO B IIdIIKy qepHOBI/IKI/I,

OTKPOETCS OKHO CO3[1aHHS HOBOT'O ITMCHbMA,

e OT™MeHa — omepaiys IlepeCbUIKM IKMCbMa OyIeT IpepBaHa, OKHO C YBeJlOMJIeHHeM

3dKPBbITO;

e He COXpPaHATb — CBEPHYTOe OKHO CO3[daHHs ITHMCbMa GYJIET 3dKPBITO 6e3 COXpaHeHud

IIMCbMa B ‘Iepnonmm, OTKPOETCA OKHO CO3[1aHKS HOBOI'O ITKMCbMaA.

3.2.12.2 IlepechLiKa BiI0KeHHEM

YToOBI IepecjiaTb ITMCBbMO B BHUie BJIOKEHUA K HOBOMY IIMCbMY, HEO6XOI[I/IMOZ

1. BI)I)IQJ'II/ITI) IMNCBbMO B CIIMCKe, II0CJIe 9ero IIMCbMO OTKPOETCA B Oo0Js1acTH YTeHHUs.

L]
2. Haxatp kHoniky ! (Emie) Ha maHesi UHCTPyMEHTOB ITMChMa.
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3. BpiOpaTh B packpeiBiieMcs ciivcke IyHKT Ilepecnarh kak BiioxeHHe. OTKpOETCS OKHO
HoBoe mucsMo0, B KOTOPOM K IHCBMY YyXe OyneT IpukperuieH ¢ai (TlepecbuiaemMoe
nuceMo B popmare .eml).

4. 3amoyHUTBH T0JIsl PeKBU3UTOB MKCHMA, IIPH HEOOXOMMOCTH HAIIMCATh TEKCT.

5. Haxatp kHONKy OTHHpaBHTS.

3.2.13 HazuaueHne MeToOK

JItoboMy THMCBEMY MO>KHO Ha3HAYUTbh OJIHY WJIM CPa3y HECKOJIbKO MeTok (He Oosiee 10). MeTku
MIOMOTalIOT OPUEHTUPOBATHCS B CIIMCKe MKUCeM U YIIPOIIAIOT TOKMCK HY>KHBIX ITHUCEM.
Eciu nucbMy Ha3HaYeHbI METKH, OHU O0TOOpakaroTcs B CIMCKe mHceM Tiepes] TeMOM NMUChMa

(Pucynok 36).

] Bxogawme c Q ==

| Flowers Inc Man 22

MogTeepwaeHo BpOHHWpOBaHKUE Ha «TecToBoe ..

elena.smirnova elena.smirnova & O des 8
Q +2 [lpurnawedue Ha codbiThe «UX Re...

elena.smirnova elena.smirnova thes. A
* MameHeH cTatyc 3agadn «3agada .. (2w

Pucynok 36 - MeTtku nucbMa B Crivcke nmcem

Ecnu mrucemo uMeet 6oiiee ABYX METOK, Hd MHUHU-IIdHEeJIN OTO6pa>KaIOTC$I TOJIBKO JIBé METKH
u IIH(l)pOBOfI HWHIWKATOP C YMCJIOM OCTaBIIWUXCA, HEIIOKA3dHHbIX METOK.
KpOMe TOro, MeTK" OTOGp&)I(aIOTCH B O0s1acTH YTeHHd HCbMa, IO TEMOM. Knomnxka CIIpaBa

OT Ha3BaHMsI MeTKH I103BOJIsieT yAAIUTh MeTKy (PucyHok 37).

v
M3meHeH cTaTyc 3aga4ym «Ypok» V=

D Bamroe X D KucnonHewme X B Naunoe X

oT elena.smirnova elena.smirnova Janp 1306

- = "
KOy &+ alexandr.smirnovi@lime.myoffice-app.ru

& OteeTiTe @M OTBeTWTE Beem ™ [lepecnate A (1

Pucynok 37 - Metku niucbMa B O6s1actu yTeHust
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[Ipu nepemelieHMH UCbMa MeXAY MAlKaMy METKU COXPAHSIIOTCS.
Haiitu nyvceMo WM rpymnmy muceM, Ha KOTOPBIX YCTaHOBJIEHA MeTKa, MOXKHO C ITOMOIIbIO

qu'HKI_II/II/I PaCIIMpeHHOIr'o ITOMCKd. ,HJ'[S[ 9TOro cjenyer Ha IIaHEIn PaCIHHPEHHbIﬁ IIOUCK B

BbINa atolleM ciucke MeTkH BbIOpaTh HY>KHYIO MeTKY U HaXkaTb KHONIKy HaiiTwh.

Y1066l HA3HAYUTH METKH ITMCbMY, OTKphITOMY B O0s1acTH UTeHus, cieyer:

1. Haxxatb Ha KHOIIKY Q Ha TaHeld WHCTPyMeHTOB O0JacTH 4YTeHHMSs, OTKPOEeTCs
BBINIA/IAIOIIMI CITUCOK C MeTkaMu (PucyHok 38).
P Bamnoe

Pagouee

@ K vcnonHeHk

OTNOMEHHDE

O
O
P Muunce 0
U
O

{F Ynpaenewwe mMeTEaMK

Pucynok 38 - Beimagaroiyii Cliicok ¢ MeTKaMu

2. BpibpaTh Hy)XHble MeTKHM (O[IHy WIA HECKOJIbKO) B CIIMCKe, OHM CTaHYT OTMeuyeHbl V¥ .
BriOpaHHbBIe METKHM MOSBATCS O] TeMOM MKMCbMa M Ha MUHU-TIaHeNU nrcbMa B Cnmcke
mHceM.

3. Jlyig 3aKpbITUS CIIMCKA C MeTKaMU IIeJIKHYTb JIeBOM KHOIKOW MBIIIM B JI060OM MecTe

CTpaHUIBI 3a €TI0 'PaHUIIAMHA.

J106aBsAThL HOBBIE METKH HeJlb3s, HO MOXHO MeHSTh Ha3BaHWe U I[BeT UMEIOIIUXCS.
Inst aToro B BhIMAfaloNeM CIUCKe ¢ MeTkamu (cM. PucyHok 38) Hy>kHO BbIOpaTh
KOMaHy YIpaBjieHHe MeTKaMH U BBIIOJIHUTh HACTPOMKY METOK, KaK OIHCAHO B
pasnenie HacTpolika MeTOK.

Y1o6bl HAa3HAYWTb METKH OIJHOMY WM Cpa3y HeCKOJbKHUM TmrcbMaM B CHHCKe muceM,
Cllenyer:

1. BbI6paTb IMMCbMd, KOTOPbIM HY>KHO HdA3HAYHUTb METKH.

2. Haxarp xkHonky : (Emne) Ha maHenu uHCTpyMeHTOB CIIMCKA ITHCeM.
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3. B oTkpeiBlIeMcsl MeHIO BbIOpaTh koMaHy IIpHCBOMTH MeTKy, OTKpPOeTCs BbINaJaioIIni
CITUCOK C MeTKaMu (cM. PucyHok 38).

4. BpiOpaTh Hy)XHble MeTKH (OJJHY WJIA HECKOJIbKO) B CIIMCKe, OHH CTAHYT OTMedYeHbl Vv .
Mertku OynyT Ha3HaueHbI Cpa3y BCceM BbIOPaHHBIM IIMCbMaM.

5. JIns 3aKpBITHSI CIIMCKA C MeTKaMM IIeJIKHYTb JIeBOM KHOIIKOM MBI B JIIOOOM MecTe

CTPpAHHUILBI 3a er'o I'PaHULldMHU.

DBbICTpO HA3HAYMThL METKYy MOXHO C NOMOIIpl0 IudpoBeix kimaBum 1, 2, 3, 4, 5 Ha
KJjaBuaType. 1151 atoro Tpebyercs:
1. BoibpaTh mrcbMa, KOTOPHIM HY>KHO Ha3HAUUTh METKY.
2. HaxaTp kjaBHUIIly, KOTOpasi COOTBETCTBYET TOPSJKY METKH B BbINAJAIONIeM CIIMCKe C
MeTkaMu. MeTka OyzieT Ha3HaYeHa.
Harmpumep, eciiv Ha3BaHUS U IIBET METOK He ObLIM U3MEeHEeHbI U CIIMCOK UMeeT UCXOAHBIN
BUJ (cM. Pucynok 38), To 1711 Ha3HayeHus MeTKU BaxkHoe HY>XHO Ha)kaTb Ha KJIaBUaType

mudpy 1, Pabouee - 2, JInunoe - 3, K ucnosaenuio - 4, OTioxenHoe - 5.

Eciu B Coucke muceM HeT BbIOpaHHBIX NHCEM, IPY HaXKaTUU IUQPPOBOU KJIaBUIIU

MeETKa 6YI[ET Had3HA49€Hd [MMCbMY, KOTOpPO€e OTKPLITO B Oo0s1acTH YTeHus.

3.2.14 ITeuaTs nucsMa

JIroboe mUCbMO MOXKHO pacrnedaTaTsb. st 3Toro Heo0xX0AUMO:

1. BeimenuTh TMCBEMO, KOTOPOEe HEOOXOIMMO paclevaTaTh.
2. Ha maHenu MHCTpyMeHTOB NuchMa Haxath & (Emie) 1 13 BLIIAalolero Cmucka

BbIOpaTh Pacmeyarars.

B nHoBOM OKHE 6YJIET OTKPBLITO CTaHAAPTHOE OKHO OHepaHHOHHOfI cucremnl «lledatb» C

IIpeJIBapUTeSIbHBIM IPOCMOTPOM MHUChMa.

,Haﬂee alenyer BbI6paTb IpyUHTEP W IIpU HEO6XOJ:[I/IMOCTI/I 3d14Tb JOIIOJIHUTEeJIbHbIe

napaMeTpsl IeyaTu (KOJIMYecTBO KOMUH, TMana3oH nedaty U T.4.). Haxarts kHonky IleuaTs.
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3.2.15 CxayuBanue nucbMa B popmare EML

®opmar EML (cokpaitieHue OT aHTJI. «3JIEKTPOHHAs IodYTa», electronic mail wimi email)
IIMPOKO pacIpOCTpPaHeH W MCIOJb3yeTcsl [JIsi XpaHeHUsl U IlepeMellleHUs] COOOIIeHHWH Mexay
Pa3HBIMU TIOYTOBBIMM TTporpaMMamM#, TakuMu kak Mozilla Thunderbird, Mac/Apple Mail, Windows
Mail u ppyrumu. B ¢aiinne popmata EML coxpansiercs Bce coliep>kKrMoe 3JIeKTPOHHOTO IHCHMA,

BKJIIO4ads 3aI'0JIOBKH, BJIOXKeHHd, TMIIePCCbLUIKHA XU TEKCT COOGH_IQHI/ISI.

J171s1 Toro 4Tob6B! cKkayaTh MUCbMO B popMate EML, Heo6X0AMMO BBIAEIUTH TMCbMO, HAXKaTh
KHOIIKY E (Eme) Ha maHes WHCTPYMEHTOB IKCbMAa M M3 PACKPBIBAIOIIErOCs CIMCKA BbIOpaTh

nyHKT Cka4dath kak eml (PucyHnok 39).

MoaTeepxaeHo 6poHnpoBaHKe Ha «[TpoBepKa TecToB» NE
10/02/2023, 18:55 (GMT+03:00)

o7 I room1 10 hes 18:46 A

KOMY -") a.smirnov@blue. myoffice-app....

& OTBeTuTb <& OTBeTUTb BCeM mb lepecnaThb > :
Pacnevartatb

Ckauvare kak eml

@ room1 npuHsan npurnalwexmue MepecnaTh Kak BNOMeHWe

[MokasaTe 3aroNoBKKW NKC...

Pucynok 39 — Ckavats nucbpMo kak eml

IInceMmo 6Y,I[ET 3dIPy’KeHO0 B IIAIIKy Ha YCTpOfICTBe IMOJIb30BaTeJId, YCTAHOBJIEHHYIO B

Ka4eCTBe IaIlKW 3al'Py30K 10 YMOJ/TYaHHUIO.

3.2.16 IIpocMoTp 3aro10BKOB IHCbMa

3arosioBok mucbMa — 3To dparMeHT HTML-koma, KoTOpbd copepXuT vUHbOpMaiui 06
OTTIpaBUTeJIe, TIOJy4yaTese, MapIIpyTe MHWCbMa M JAPYIYI0 BaXKHYI0 HWHGOOpPMAIMI0O O MHChMe.
Hanpumep, vMeHHO aHalM3 3arojiOBKOB TIOMOTAeT IOCTABIIMKAM IIOYTOBBIX YCIYT BBISBISATD

PaCCBbUIKH CO CIIaMOM.
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YTo0OBI MMpOCMOTPETh 3dI'0JIOBKU ITHMCbMd HEO6XO,[[I/IMO BBIIEJINTh TMMCBbMO, HAXdTb KHOIIKY
E (EIIIE) Ha TIaHeJIM MHCTPYMEHTOB IIMCbMd W U3 PACKPBLIBAIOIIETroCsda CIIMCKA BbIGpaTI) ITYHKT

IToxa3aTh 3aro/I0OBKH MUCHMa.

B pesysnbraTe onepanuu nadopmanus 6yietT orobpaxkeHa B HOBOM okHe (PucyHok 40):

to:subject:subject:date:date:message-id:message-id: to:to:comime- =
version:mime-version:content-type:content-type: in-reply-to:in-reply-to;
bh=i6dDMeCKecOtsQPQOWpMIMOTuZREBx3blx9dHEeqISfBw=;
b=IF49TeZEQg+eMXmecMNBgsCqe?73knh6idlxdyIH/ 3byCFAUFhHE4AtTbSNISPY
uOweGtkTjdekD9adY+DyFhwnhQSBChETMMNT 9crLy LY90THRjNgZ0obgjeRegk
HOi33m3gfBLtQfcBDjyBJ+0ccalvki=

Mime-Version: 1.0

X-Mailer: MailSo/2.0.1

Content-Type: multipart/related; boundary="-

To: elena.smirnova@lime.myoffice-app.ru

In-Reply-To: <6484fd56-9379-41 5e-a080-586cd 5cd7259@mpsen=

HOMWFOEBATE OK

Pucynok 40 — [Ipumep 3aronoBkoB mUChbMa

,HJ'I?I 3dKPbITHS OKHd C 3dI'OJIOBKAMU ITMCbMd CjielyeT HAdXXaTb OK wiu IIeJIKHYTh Ha J'[106YIO

obJtacTb 3a IpeaejlaMy 3TOIO OKHaA.

3.2.17 Co3manue coOBITHS HAa OCHOBe IMHUCHMa

Uz IIMCbMa, JieXallero B JIF00OM IariKe, KpoMme IIaIllKnh quHOBI/IKI/I, MO’KHO MHUIUMPOBATb

Co3JaHue COOBITUA.

[Toppo6Has nHdpopMarivs 0 coObITUAX IPUBe/ieHa pa3zese PaboTa ¢ COOBITHSIMM.

YTo68I cO31aTh COOBITHE U3 TMCbMA, ClIe/lyerT:

1. BeimenuTs NUCEMO, MUCHMO OTKpoeTcsi B Q01acTH YTeHus.
L]
2. Ha manenu mHCTpyMeHTOB mucbMa B OQ0sacTu ureHus HakaTb KHONKy * (Eme) (cMm.

Pucynok 41).
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MepecnaTte Kak BNOXEHWE
PacneyaTtaTh
Coszgate duneTp

CrkavdaTth kak eml

Co3gaTtb cobbiTHe

lNokaszaTk 3aroN0BKKW NUChMA

Pucynok 41 — Beibop koMaH/IbI CO3/TaHUSI COOBITHS

3. B packpbiBiieMcsi MeHio BbibpaTh nyHKT Co3pmaTh cobbrTme. Ha HOBOM Bkiajke
OTKpOeTCs KaJleHJlaph TeKYIero mojib30BaTeliss U OKHO Co37jaHus coObitusi. Creayroliye
napaMeTpbl COObITUS OyAyT aBTOMAaTUYECKH 3aII0JIHEHBI:

— Yuyactauku — napopmarus us noiist KOMY ncxonHoro nuceMa;

— Heobsi3aTenbHble yaacTHUKH — nHpopmarus u3 nosist KOIIAS ncxonHoro nuckMa;

— Bpems Hayasia cOOBITHS — TEKYyIIlee BpeMs;

— Ommcanue — TekcT mucbMa. Ecimu cobbiTe co3maercss Ha 0a3e IEMOYKU IIHCEM,
0TOOpakaeTcst TOJIbKO TEKCT MOCeIHero MMChMa U [IATaTa MpeArociieHero.

4, HpI/I HeO6XOI[I/IMOCTI/I OTpeidKTHUPOBATE IIdpAMeTpPbI COOBITHS.

5. Haxatp kHonky Co3maTs.

3.2.18 Co3ganue ¢puabpTpa Ha OCHOBe IHCHMA

k] IIMCbMa, JieXallero B JII000M COOCTBEHHOM IIamKe IM0JIb30BAaTeJIsd, Kpome IIdIIKH

qepHOBI/IKI/I, MO’KHO MHUITUUPOBATb CO3ldHHUE (l)I/IJII)Tpa.

[Tonpobnast nHbopMalus o GUIbTPax U UX CO3[IaHUU NpHBeJieHa pasjieiie PUIbTPEI.

[Ipu cozmanum wibTpa U3 MUChbMa HEKOTOpbIe TOJiA Ha dopMme co3maHusi GUIbTpa OyAyT
aBTOMAaTHUYeCKU 3all0JIHeHbl JAHHBIMU, B3ITHIMU U3 NMUCbMa. JTO yIIpolllaeT paboTy M0JIb30BaTeJs 110

CO3/1aHuUI0 QUIIBTPA.
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KoM6uHanust mosieid, koTopble OyQyT 3alojiHeHbl aBTOMATHUYeCKH, 3aBUCUT OT MalKd, B
KOTOpOW HaxoAuTcs nucbMo. Hampumep, eciiv nucbMo JieXXuT B nanke Bxopsimme, Ha dopme yxxe

OynyT cilefiytoliie 3Ha4eHUs :

— Ecimm Ilone «Ot», colepXuT, afgpec 3jeKTPOHHOW IOYTHI WIM KMMSl aBTopa IMCbMa, U3
KOTOpOT'O CO3[1aeTcsl GUIIBTP;

— Torpa [lepemecTuTh B Manky.

ITonb3oBaTesi0 OCTAeTCS TOJILKO BBECTH HUMS MallK¥, B KOTOPYIO HY’KHO IlepeMellldTb TdKoe
mucbMo. Ho pn HGO6XO,[[I/IMOCTI/I OH MOXeT IIOMeHATb 3Had4YeHHe BCeX HWJIM HeKOTOPbIX

ABTOMATUYeCKH 3all0JTHEHHBIX I1OJIeH.

Yto6nI co3nath GUIBTP U3 NMUChMa, CJIeJTyerT:

1. BoimenuTs mucbMo, MUCbMO OTKpoeTcs B O01acTH YTeHHus.
L]
2. Ha naHenu vHCTpyMeHTOB ucbMa B O0s1acTH uTeHHs HaXaTh kHOTKy & (Eme) (cMm.

Pucynok 42).

HEDE‘CJ'IHTL: KadK BENOXMEHKWE

Pacneyatatb

Co3zpate duneTp

CkavaTtb kak eml
CospgaTte cofbiTne

lNokasaTh 3aroNnoBKK NUCbMa

Pucynok 42 — Bribop komaH/ibl co3/1aHus GUITBTPa

3. B orpeiBiieMcs meHto BeiOpaTh NyHKT Co3maTh ¢uiabTp. Ha HOBOM BK/Tajike OTKpOeTcs
pasfiesl HACTPOeK YYeTHOM 3allMCH I0JIb30BaTelisl C OTKPBITHIM Mojipa3fiesioM PUuinbTphl U
dopma coznanus ¢wibtpa HoBbil punbTp. HekoTopeie nosns Ha popme HoBbiit puabTp
y>xe OyZlyT 3aII0JIHEHBI.

4. Tlpy HeoOXOOMMOCTH OTpe[IaKTUPOBATh HapaMeTphl  GWILTPA, KOTOpble  ObUIH

YCTaHOBJIEHBI dBTOMATUYECKH.

5. YKaszaTb 3HAYeHMS B IIOJISIX, KOTOpPLIe He OBUIH 3aII0JIHeHbI aBTOMATHYeCKH.

6. Haxartp xHOonKy Coxpanuthb. Popma co3fanus GuibTpa 3aKpoeTcs, GUIbTP MOSBUTCS B

CIIUCKe PUITBTPOB.
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3.2.19 OT135IB mucLMa

Yke OTIIpAaBJIEHHOE IIMCbMO MOHO OTO3BdTh, TO €CTb YHOadJIUTb K3 IIOYTOBOI'O AIIHUKA

aJipecaTa. OT3bIB MCbMa BO3MO3KeH TOJILKO B TOM Clly4dae, eCJiv I10JIy4aTeJib elje He IIpoYeJl ero.
HJ’IH OT3bIBd IIMCbMd, OTIIPABJIEHHOI'O paHee, HEO6XOI[I/IMO BBIIIOJIHUTH CJiegyromye JerCTBUS:

1. Ilepeiity B nanky OTHpaBiieHHBIe U BbIIeJIMTh IMCbMO, KOTOPOe He0OXO0AUMO OTO3BATh.

2. Ha naHeny MHCTPYMeHTOB NMChbMa HaXkaTh : (Emxe) 1 B BbINIaJjatoIleM CIIMCKe BHIOPATH
koMaHy OTo3BaTh MHCHMO.

3. B okne OTo3BaTh mucbMo (cM. PrucyHok 43) oTMeTUTD diaXkkaMu Tex IojrydaTesiel, y
KOTOPBIX HeOOXOANUMO 0TO3BATh [THUCHMO.

4. Ecnu TpebyeTcs MOMy4YUTh YBeAOMJIEHHe O pe3yJibTaTe OT3bIBa, IOCTaBUTh (PIlaXkok
YBegomurs o pedyiabrare.

5. 3aBepuIUTb JeWCTBUe, HA’KaB Ha KHONKY OT03BaTh.

OTo3BaTbh NUCbMO

MoXKHO OTO3BaTh TONBKO HEN POYMTaHHBIE NMMCbMa, KOTORLIE
Blnn OTNRaeNeHbl FaperVCTRWPROBdHHBIM B BalleW cncreme
NoNB3I0OBATENANM.

OTMEHWTE BbIGOPD BCEX
elena.smirnova@techwr.myoffice.ru

YEEJOMWTL O pe3ynkTaTe OTMEHWTE OTo3eaTk

Pucynok 43 — OT3bIB mUcbMa

Ecmu B okHe OTO3BaTh MHCHMO OBbUI YCTaHOBJIeH GIaXXOK YBeIOMHUTH O pe3yjbTaTe, Ha
HOYTY TPUAET MUCHMO C pe3ysbTaToM OT3bIBa (CM. PucyHok 44). Ecnu agpecat emé He mpouuTan

Ballle IMMCbMO, TO pe3yJIbTaT OT3bIBd 6YJIQT YCIlellTHbIM.
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Mucemo Geino YCMewWwHo OTO3BaHO

o

Tema nuoesa:  Test
Ornpaenedo:  2023-17-02 16:13:57 (+0300)

Monyarens: elena.smirnova@lirme.myaffice-app.ru

Pucynok 44 — U3Berienve 06 0T3bIBe MHCHbMa

3.2.20 IloBTOpHas1 OTHHPAaBKa MHCbMa

J1yis TOro 4TO6B! OTIIPAaBUTh IMCHMO [TOBTOPHO, CJleflyeT epeiTH B nanky OTnpaBieHHbIe U

BBITIOJIHUTD CJIeAyroIye JIEeMCTBUS:

1. BeimenuTh NMCEMO, KOTOPOEe HEOOXOJIMMO OTIIPABUTh IIOBTOPHO.

L]
2. Ha maHenu MHCTpPyMeHTOB NHCbMa HaxkaTb KHONIKY + (Emme) u u3 BhIaiaroniero cnmcka

BbIOpaTh KOMaHy OTHpaBUTH 3aHOBO.

BribpanHoe mucbMo OyzieT OTKPBITO B HOBOM OKHe B peXXuMe peaKTUPOBaHUs, TOTOBOE K
ornpaBke. [Ipy HEOOXOIUMOCTH MOXHO OTpeJaKTUPOBaTh MUCbMO M OTIPABUTh €ro OOBIYHBIM
oOpa3oM.

3.2.21 IIpocMOTp M CKaYMBaHHe BJIOKeHUH

Ecmu BXoJdiiee IMUCbMO COIOepXWT BJIOXKEHHUs, OHH 6YI[YT OTO6pa)KeHbI MWHHNATIOPAMHU B

O6snacTu yTeHus, 10]] MaHe b0 MHCTPYMeHTOB IuchMa (cM. PucyHok 45).

Bnoxxenus — q)aﬁﬂbl, IpUKpeIlIeHHbIe K ITMCbMY ero OTIIpdBUTEJIeM.

H306pakeHust U3 MOJANKCH OTIIPaBUTeJIs U Mpouyre ¢aiibl, KOTOpble OTIPAaBUTENb He
MIPUKPEIUIST K MUCbMY (HalpyuMep, BCTaBJIeHHbIE B TEKCT MHChbMa M300pakeHUs ), He
0TOOPaXkaroTCsl B CIIUCKe BJIOXKeHUM MUChMa.
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& CradaTto BoiGpaHHoe -

@

NowymedT.pdf invite.ics WHhopMmauwa no npoek
Tam.xodt

Pucynok 45 — BiioxkeHust B THCbMO

YTo0OBI IMPpOCMOTpPEeTHh COoZiep>KNMOe BJIO)KEHHOI'O c])al?ma, HeO6XOZ[I/IMO HakaTh JIEBOM KHOIIKOH

MBIIIIA HAa MUHUATIOPY daitiia. Parin 6ymeT OTKPHIT B HOBOM BKJIajiKe Beb-Opayaepa.

YToOBl cKayaTh BJIOXKEHHBIM Gaiiyl HAa YCTPOWCTBO IIOJIb30BaTessl, HEOOXOAMMO HaXKaTb

+ .
kHOIIKYy — (CkauaTh) Ha MUHHUATIOpe ¢aiia (KHOMKAa 0TOOpaXkaeTcsl P HaBeJleHWU Kypcopa Ha
MUHHAaTIOpY). Pais1 Oyzer 3arpy’keH B IANIKy 3arpy30K, YCTAHOBJIEHHYIO 10 YMOJIYAHHIO Ha 3TOM

YCTPOMUCTBe.

J171s1 TOrO 4TOOBI 3arpy3UTh HECKOJIBKO WK BCE BIIOXKeHHbIe B MTUCbMO (alyibl Ha YCTPOMCTBO

I10JIb30BATeJIA, He06XO,I[I/IMOI

1. VcranoBuTh ¢uiakky Ha MUHUATIOpe daiina (Ppiaxok oTobpakaeTcsl IIpU HaBeJleHU!

Kypcopa Ha MUHHATIOPY BioXeHHUs). KonmdecTBo BHIOpaHHBIX ¢aiioB OyAeT MOKa3aHO

CIIpaBd OT Ha3BdHHUA BblIIlaJIalOIIero CITMCKa *—' CxauaThb Bmﬁpannoe, PacCIiOJIO’)KEeHHOTI'O

HaJl MUHUATIOpPAMMU, B CKOOKax.

2. HaxaTb KHOIIKY + (CkauaTp BbIOpaHHOe), PACIIOJIOXKEeHHYI0 HaJl CIIUCKOM BIIOXKEHU.
3. BoibpaTh B pacKpBIBIIEMCS CIIMCKe HYXHYI0 koMmaHay — CkadaTrh apxumBoM J10OO0

CxauaThb ¢paiyIbl pa3feabHo.

Ecnn agmunucTparopom HactpoeHa uHTerpanus «MonOduc Iloura» ¢ «MoiOduc YactHoe
obmako» (Hampumep, npu ucnoib3oBaHun «MoiOduc Iloura» B cocraBe «MonOduc
[TpodeccronanbHbII»), BII0>KEHHBIA B TUCHMO (Paiiyl MOXKHO COXPaHUTh B 06JI1aKO.

YTOoOBI COXpPaHUTD BIIOKEHHBIN (aitsl B 00/1aK0, ClieyeT:

1. Haxarp KHOIKY (?J (Coxpannts B 001aKk0) Ha MuHHUATIOpe dailia (KHOIKA
oToOpakaeTcs IIpU HaBeJIeHWM Kypcopa Ha MuHHUaTIopy). OTKpoetcsi okHO Bri0op manmku

IJIS1 3arPy3KH C JOCTYIIHBIMU 10JIb30BaTeso nankamMu « MorOduc YactHoe Obakoy.

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

65



MounOdunc

2. BpibpaTp namnky, B KOTOpPYIO TpebyeTcs 3arpy3uThb dani.
3. HaxaTtp kHOmKy 3arpy3uth B mamky. Paiin OyJeT BBIIPY>KeH B BLIOpDAHHYIO IAIKy

obJ1aka.

3.2.22 PaboTa HaJg HOBBIM IHCHMOM

3.2.22.1 Co3maHue HOBOI'0 MHCHLMA

HoBoe m1csMo MoXKeT OBITH CO3/IaHO OJTHUM U3 CJIeAYIOMIUX CIIOCOOOB:
Ha Ilanenu naBuramuu Haxxatb KHONIKY HoBoe mucbsmo. OTkpoetcst okHo HoBoe mucsMo.
Ha Ilanenu HaBuranmuu B MeHI0 npuioxkeHuil BbiOpaTh nyHKT Hammcate muceMmo.

dopma HoBoe nucbMo0 OTKpOETCsI B HOBOM BKJIAJIKe BeO-Opay3epa.

OxHo HoBoe mUCBMO TaK)Ke MOXET ObITb OTKPBITO:

- U3 APYyroro 1nmucbMd, IoJIy4eHHOr'o Ujiv OTIIPABJIEHHOT'O pdHee, IIPpU IIPOCMOTpPe ero B

00JIaCTH YTEeHHSI WIM B HOBOM BKJIaJIKe (CM. OTBETHUTb Hd4 IIMCBEMO, IiepecjidTb

IMHUCBEMO);

-B pa3zeiie KoHTakThI 113 KaDTO‘{KI/I KOHTAKTd WJIN Ha CTPaHUIIEe I'PYIIIIbI KOHTAKTOB.

YToOBI INOATOTOBUTHL U OTIIPABUTH IMMCBMO, B OKHE Hosoe nmucemo HEO6XOJII/IMO BBITIOJTHUTD

Cleniytomye efCTBUS:

1. Ecnu nonb3oBaTelb IMMOAKIIFOYHNJT NOIIOJIHUTEJIbHbIE dKKAYHTBI UJIU Y HEr'o eCThb

JOIIOJIHUTEeJIbHBIe a/IMdChI, B I10JIe Ot BbI6DaTb aZipecC OTIIDABHTEJIs.

2. B none Komy BBect# azipec(-a) nomyuaressi(-eit) nucbma.
3. Ilpu Heobxonumocty BBecTH B nojle Kommst v/vnv CkpeITas konms agpec(-a)

nosty4aTesisi(-eif) MMCbMa, KOTOPOMY (-bIM) TTpe/IHA3HAYeHA KOTIWSI W/WJIA CKPbITasl KOTIUSI

II1UCbMd.
4. B none Tema clieqyeT KpaTKO OXdpPaKTepPHU30BAThb [TMCBEMO, KOTOpPOe 6YILET OTIIPaBJIEHO.
5. Ha6paTb TEeKCT ITKMCbMaAd. ,HOHOJ'IHI/ITQJ'IBHO MOZKHO BOCIIOJIb30BATbCA UHCTPYMEHTAMHU Ha

IIaHeJIn d)ODMaTI/IDOBaHI/IH u I[O6aBI/ITI) BJIOJKeHUH.

6. Ilpu HEOO6XOOUMOCTU [100aBUTh BIIOKEHUS (MIPUKPEITUTD K TUCbMY (QaJIbl).

7. Ecnu Tpebyetcs, yka3aTb YPOBeHb Ba)KHOCTU U YPOBEeHb KOHPUAEHITMATbHOCTU MUChMa U

HACTPOWUTH IIOJTydeHHe HOATBepPKAeHWA IIPOYTeHU .

8. Ilpu Heo6xoUMMOCTH BBIOpATh OAIMCH.

9. [lns oTripaBKM NUChbMa HaXkaTb KHONIKY OTHPaBUTh.
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ITpu HeobOxomumocTH (Hampumep, ecid TpeOyeTcsl BpeMeHHO IipepBaTh paboTty)

IMMCbMO MO>XKHO COXPdHHUTD B IIaIIKe qepHOBI/IKI/I.

Anpeca, ykazanHble B riosie Komy/Komust/CkpbiTasi KOnusi, MOXXHO TlepeTaCKUBaTh MBIIIBIO K3

OTHOT'O I10JI4 B IPyroe Uiik B IIpeJiejidX OJHOI'O I10JId JId U3MeHeHUs IIOPAJIKa UX ClieJOBAHUA.

[Ipu HeobxomuMocTH ¢dopmMa MOXKeT ObITh OTKpbITa B HOBOM BKJIAJiKe BebO-Opaysepa mpu
nomomy KHONKM [4 (OTKPBITH B HOBOH BKJIAJKe) M CBepHyTa HpPM IIOMOMIA KHONKH __

(CBepHyTB).

CBepHyTOe OKHO CO3[]JaBaeMOro IHMCbMa paclojlaraeTcss B HIDKHEM uacTu HHTepdelica.
[TuceMo MoXkeT OBITH pa3BepPHYTO WM COXPAaHEHO U 3aKPBITO IPU IIOMOIIM COOTBETCTBYIOIIMX

KHOIIOK Ha MHUHHMATIOpe CBepHyToro okHa (cM. PrcyHok 46):

be3 TeMol

Pucynok 46 — MuHuaTiopa CBEpHYTOr0 OKHA

[Tpu HakaTHUX Ha KHOIIKY X (3axpeITh) Ha 3KpaHe 0TOOpa3UTCs coobieHue «Barre
MUCbMO OBUIO YCIIEIIHO COXpaHeHO», W IHUChbMO OyIeT COXpaHeHO B TallKe
«YepHoBukuy». [lyis Toro, 4YTOOBI 3aKpHITH MUCHBMO 0e3 COXpaHeHHs YepHOBHKA,

crenyeT HaxaTh KHONKy WU (YaJHTh) B IPaBOM HIDKHEM YTITy.

CoueTaHus KIIaBUIII JIJIS1 OCHOBHBIX 1€MCTBUH:

— Ctrl+Enter — oTnpaBuTh MMCHMO;

— S — coxXpaHUTb MMCHMO B YEPHOBUKAX;

— Ctrl+Z — oTMeHUTE OC/IeIHee I HCTBUR;

— Ctrl+Y — noBTOpUTH OTMEHEHHOe JIefCTBYE;

— Ctrl+K — BCTaBUTBH CCBUIKY B TEKCT;

— Ctrl+B — ycTaHOBUTH BbIZIeJIEHHOMY TEKCTY CTHJIb «IIOTY>KAPHBIN;
— Ctrl+I — ycraHOBUTD BbIZIEJIEHHOMY TEKCTY CTHIIb «KYPCHUBY;

— Ctrl+U — ycTaHOBUTH BbIJIeJIeHHOMY TEKCTY CTWIb «II0AYepPKHYTHII.
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3.2.22.1.1 Ilosne Ot

HJ’IH TOTO YTOOBI OTIIpaBUTEJIEM IIMCbMa SBJISAJICA I[pyTOI‘/II I10JIb30BAaTeJIb, HeO6XOI[I/IMO

}106aBI/ITI) HOBBIM aKKAyHT B TEKyIyI0 Y4YeTHYIO 3aIlvCh. Ilocne atoro IIprU CO30aHHWHU IIMCbMa B

d4/I[peCHOM 0JIOKe TIOSIBUTCS BO3MOXKHOCTH B]:>160pa d/peCa OTIIpaBUTeJII K3 CIIMCKA HpOCl)HHEﬁ

(cM. PucyHok 47):

Hoeoe nucemo

O Elena Smirnova -

Elena Smirnova
KORAY elena.smirnova@office-app.ru Konum

/') Elena Smirnova
KOMNA - '
elena_s@affice-app.ru

CHPB

Alexandr Smirnov
alewandr.smirnov@office-app.ru

Alexandr Smirmoy
alex_smirniov@office-app.ru

Pucynok 47 — Beibop oTripaBuTesis

B HekoTOpBIX CiTyyasix y IOJIb30BaTeliss MOXET BO3HUKHYTb HEOOXOAMMOCTb OTIIPABIISATH
IIMCbMa C Pa3HBIX [TOYTOBBIX aIpeCOB B paMKax OJIHOTO akkayHTa. Hampumep, 3To MoXeT 110jie3HO B

Clleyrmux CiIydasax:

— TIOJTyYeHue JIOMOJIHUTeTbHOM TIPUBAaTHOCTH;

— HACTPOMKa MOJTy4eHHs 1CeM Olpefie/IEHHON TeMaTUKY;

— COPTHPOBKA BXOJISIIUX ITUCEM 10 OTpeie/IEHHBIM MPHU3HaKaM (pacchlika, HOBOCTH OT
KOMIIaHUMN);

— BO3MOXXHOCTb OTIIPABJIATH ITMCbMd He C OCHOBHOI'O aJipecad.

st 3TOM PYHKIMU TpPefoCTaBIISIeTCSI BO3MOXKHOCTb HCIIOJIb30BAHUSI MOYTOBBIX aJIMACOB.
Anuacel - 3TO JIONOJHUTESIbHbIE II0YTOBble a/ipechl, IpPUBSA3aHHbIe K IIOYTOBOMY IPOMUITIO
MoJib30BaTeIsl. AyMachl JOOABISIIOTCS CUCTEMHBIM aJIMUHUCTPATOPOM U IepeJlaloTCsl I0JIb30BaTeTt0

B ITMCbMe CO ClIeAYIOIIMM COoJiep>KaHreM:

AnmuHuCTpaTOp A00aBUI BaM JIOTIOTHUTEILHYIO 3JIEKTPOHHYIO TOYTY: elena@office-app.ru
Termepsb 1pu CO3/1aHUK TTHCbMa BBl MOXKeTe BhIOpATh, C KAKOT0O ajipeca ero OTIPABHUTh.
HoBblit ajipec MPUBSI3aH K TOM XKe YIeTHOW 3aIlTUCH, YTO U OCHOBHAsI 3JIeKTPOHHAs 110YTa,

IMOSTOMY Yy HUX O6H_[I/Ie UM OTIIPABUTEJIA, IIOAIINUCH U IIAIIKH C IIMCbMdMH.
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Crucok JTOCTYIIHBIX aJIMacoB He OToOpakaeTCss B HACTPOMKax Mpoduiis MoJib3oBaTesis, HO

MOJKeT OBITb UCIIOIb30BaH IIpU OTIIPpABKE ITMCbMd.

B ciydae, ecniu y mosb3oBaTesisi IOMHUMO OCHOBHOTO ajipeca MMeIOTCS JIOTIOJHUTeJIbHbIe
anuackl, OHU OTOOpa3aTcs B BhimajarmeM crvcke mois OT (cm. Pucynok 48). Heckombko

dKKdYHTOB, COAEepXallluX dJINdChI, pa3AeJIgt0TCI FOpHBOHTHJ’IbHOﬁ qepToﬁ.

Hoeoe nucemo

o Elena smirnova -

Elena Smirnova
HKOMY elena.smirmnova@office-app.ru Konum

/‘) Elena Smimova
KOMK - elena_s@office-app.ru

CHPE

Alexandr Smirnav
alexandr.smirnov@office-app.ru

Alexandr Smirmoy
alex_smirmiov@office-app.ru

Pucynoxk 48 - Heckonbko akkayHToB B mojie OT

JlornoyiHuTeIbHBIe CBeIeHUs 00 ajlracax:

— JIJIs1 ICTI0JIb30BAHMUSI JIMACOB HEOOXOIMMO BOMTH B IPWIOXKEHHe C UCII0JIb30BaHUEM
MapOoJIsi ¥ JIOTUHA CBOEU OCHOBHOM YYETHOM 3alMCH;

— MIKUCbMA, IIOJTy4YeHHble OTHOBPEMEHHO Ha OCHOBHOM AIIUK U Ha aJipeca ajiuacos,
0TOOpakaloTCsl KaK OHO MUChbMO B Manke «Bxozsiiuey;

— ecJIM [0JIb30BaTesIb OTIIPABWI MTMCHMO C ajiraca, TO B KaueCTBe OTIIpaBUTelIs OyieT
yKa3aH [I0YTOBBIN afipeCc BbIOpaHHOTO ajuaca;

— B Ka4eCTBe aBaTapa UCIIOJIb3yeTCs aBaTap OCHOBHOI'O aKKayHTa;

— U1 aJIMdaCOB HCIIOJIb3YIOTCA HpOCl)I/UII/I, CO31aHHbIe i1 OCHOBHOI'O dKKdYHTa.

3.2.22.1.2 Ilone Komy

B nosie Komy ciiefiyet BBeCTH ajipeca nojtyuyaTesiei mucbMa (OOUH UM HECKOJIBKO).

Anpeca momyvaTesned BbBIOMPAIOTCS M3 CIMCKA KOHTAKTOB IT0JIb30BAaTeNsl JIMOO BBOJISTCS
BPYYHYIO (IUIsI aJIpecoB, He BXOASIIMX B CIIMCOK KOHTAaKTOB yueTHOM 3anuc). [locie BBoa kaXxioro

azipeca HeobxouMo HaxxaTh kiasuiry Enter vmu Space (IIpo6en) Ha kiaBuaType 100 epedTy Ha
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Apyroe IioJie. HpI/I BBO/Ie HECKOJIbKHX CHMMBOJIOB MMEHH WK aJipeca BHEKTpOHHOﬁ IIOYTHI 6YJ1€T

0T06pa>1<eH CIIMCOK KOHTAKTOB aKTHBHOTI'O I10JIb30BaTeJid, CoOAepXalllhuX BBeleHHbIe CUMBOJILIL.

Takoke MOXXHO BCTaBUTBH CIIMUCOK aJpecoB, KOTOPBHIA ObUI CKOIIMPOBaH B Oydep obmeHa npu

IIPOCMOTPe IIMChMa, COOBITHS WIN IPYIIILI KOHTAaKTOB.

ITocre OTIIPABKU ITHMCbMaA II0JIyYaTeJIlt0, aJipeC KOTOPOro OTCYTCTBYeT B CIIMCKE KOHTJKTOB,

nosyyatesib OyleT aBTOMaTHMYeCKW Ao00aBieH B ajpecHyio kHUry JIuuynble (eciu HacTpoiika

ABTOMaTHYECKH COXPAHATHL HOBBIe KOHTAKTHI ITPDH OTIIPABKE ITHMCeM BKJIIO‘leHa).

PEHHKTI/IPOBHHI/IE daJipecaToB

Jlyis peakTHpOBaHWs BBeIEHHOIO ajipeca HeoOXOIMMO ABAXKIbl IIEJIKHYTh 110 HeMy JIeBOM

KHOIIKOM MBIIIIH.
Il ynaneHus afpeca cjieflyeT HaXKaTb Ha HEM KHOTIKY X .

A,upeca MOJKHO IIepeTdCKHMBATb MBIIIbIO B IIpefejiaX IIOJId IJid MU3MeHeHUs IIOpAdKa HX

CJIeJOBaHM4, a4 TaKiKe I[1epeTACKUBATh MEBIIIBIO B ITOJIA Komms n CKprTaH KOIINS YU U3 3TUX IOJIeH.

3.2.22.1.3 Ilone Konmus, CkpbITas Konus

IToMHMO OCHOBHBIX da/ipecaToB IMNCbMO MOXKET OBITD AOIIOJIHUTEJIbHO OTIIPABJIEHO APYI'UM
IoJIy4aTesisaM. B Takom Cilly4ae OOIIOJTHUTEeJIbHbIX Honyaneneﬁ YKa3bIBAIOT B II0JIe Komus.
Honyanem/I, CTod1ue B KOIIMAX, IIOJIy4alOT TIIMCbMO  [OJId I/IHCl)OpMaL[I/II/I U ABJIAIOTCA

IpurjiallieHHbIMH Y9dCTHHKAMU I1epPeliriCKHU.

Crnenyer BBecTd ajipec(-a) 3JIEKTPOHHOM TIOYTHI TMOJIb30BaTesisi(-eif), KOTOpPOMY(-bIM)

npeJiHa3HaveHa Komus nucbMa B niosie Komusa. [lose 3anonnsiercst anasmoruyHo nosito Komy.

VkazauHbIH(-ble) B 1osie CKpBITasg KOMMS MOTydaTesb(-JIM) TakXKe IMOIy4yaT Ballle MUCbMO,
OJTHAKO OCTaJIbHbIE YYaCTHUKH TepPenucKy (ajipecatsl, yka3aHHble B mojisix Komy u Kommst) o dakre
OTTIPAaBKMA NMCbMAa 3TOMY 4eJIOBEKY He Y3HAIOT (JaHHble Moy4aTessi(-eil) CKPBITOM KONUM He
oToOpakaeTcsi B CIMCKe a/ipecaToB IKCbMA). 3a4acTylO, CKpBITble KOMWW HCIIOJIb3YIOTCS TIpU
MAaCCOBOW paCChUIKe [Jisi TOro, 4TOOBI Bally aIpeCHYI0 KHUT'Y He MOTJIM y3HaTh BCe OCTaJIbHble

IoJIy4aTesin.
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Heobxogumo BBecTu anpec(-a) 3JIeKTPOHHOM IOYTHI IOJIb30BaTesisi(-ei), KOTOpPOMY(-bIM)
Ipe/lHa3HaueHa CKpbITasi Konus nuchkMa B nosie CkpbITas konus. [loje 3aronHseTcs aHaJIOTUYHO

nomo Komy.

[Tonss Kommsi u CkpeiTas KOMUSI MOTYT OBITb CKPBITHI IIOCPe/ICTBOM KHONKU Kommm A

HaXOOAIIINXCsS B HpaBOﬁ 9dCTH aJpeCHOro Omoka (HO YMOJI9aHHIO T10JI paCKprTbI).

3.2.22.1.4 Tlone Tema

B mone Tema crnefyer KpaTko OmHcaTh CojiepkaHWe MHUCbMA. Tema obierdaer o6paboTKy

Im1MceM, TdK KdK BHUJIHA [0 OTKPbLITUS ITUCbMA, HApAAy C IIaTOM U OTIIpaBUTEJIEM.

Tema BBOJIUTCS C KJIaBUATYPhl BPYYHYIO B IPOU3BOJIbLHOU popme.

3.2.22.1.5 PopmaTupoBaHHe TeKCTa NHCbMa

Ha manenu (bOpMaTI/IpOBaHI/IH pac1iojiaratoTCss UTHCTPYMeHThI I pa6OTI)I C ITMCBbMOM.

OTMeHUTDH

Kuomka ¥ oTmeHsieT ocjegHee JIeMCTBHe, BBIIIOJIHEHHOE I10JIb30BaTesIeM.

IToBTOpPHTH

Knonka IIOBTOP4eT I10C/ieafHee OTMEeHeHHOe I10JIb30BdTeJIeEM JerCcTBUe.

Ctunp mpudra
Crwib mpudTa BausieT Ha oTobpakeHWe OYKB: TOJIIMHA JIMHUM, CKPYIVIEHHOCTh OYKB U T.[I.

HpI/I CO31aHHNHN c])al?ma B IOKyYMeHTe I10 YMOJIYaHHIO He YCTAHOBJIEH CTUJIb H_IpI/ICl)Ta.

Kuonku #M K Y -+ (Ilomyxupnsii, Kypcus, IloguepkHyTblii, 3a4epKHYTBIH)

MO3BOJISIFOT BBIOpaTh HAyepTaHUs BBbIJIEJIEHHOTO B TeKcTe d¢parMeHTa (MOJYKHPHBIH, Kypcu6,

[O/IYEePKHYTHIH, 3a4epKHYyTbHt).

Hauepranue mipudra
IpudT, ucronb3yeMblii IpY CO3AHUU [TMCbMA, MOXKHO U3MeHUTh. BribeprTe HEOOXOIUMBI
TEKCT MBIIIbI0 U HAOXMUTEe HA II0Jle C Ha3BaHMEeM IIpUQTa U U3 BBINNAJAIOLIErO CIMCKA BblOepuUTe

HeoOX0JMMOe HauepTaHue.

Pa3zmep mipudra
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TekcT nucbMa, IPU >KeJlaHWK, MOXKHO YMEHBIIUTh WIN YBeJIMYUTh. Bribepute He0OXOAUMBI
TeKCT MBIIIBIO ¥ HAXKMHUTe Ha TI0Jie C pa3MepoM IiprdTa ¥ U3 BbIA/IAI0IIero ClricKa BbloepuTe OIMH

U3 NIpelyCTaHOBJIEHHbIX PA3MepOB.

IIBeT Texkcra u poHa
Kunonku A u # wucnonbsyercs myid ompejiesieHus [BeTa TeKCTa U GOHA U3 TIPeJIOKeHHBIX
nanuTp. [Ip¥ OTKpPHITUM OKHA MUCbMA MO YMOJIYAHWUIO YCTAaHOBJIEH YepHBbIM I[BeT [jis mpudTa U

Gestbli 11BET 1S ero GoHa.

3ajaTh CTWIb, HAUepTaHWe, pa3Mep, IBeT U ¢GoOH miprdTa MOXKHO 10 Haydaja BBOJA
TeKCTa: TeKCT, KOTOPbIM OyJeT BBOJUTHLCS IOCJTe Kypcopa, OTOOPasUTCs C y4eTOM
BBIODAHHBIX HACTPOEK.

HyMepoBaHHBII CIIMCOK

HymepoBaHHBIe CHOMCKM — 3TO CIMCKH, B KOTOPBIX IYHKTBI OTMedatoTcsl Iudpamu. [lpu

HA’KaTUM KHOIIKM 5— MOSIBJISIeTCs epBbIi 3JIeMeHT CITMCKa, HOoCIeylolye 6yayT JobaBleHsl HoCe

Ha)kaTus kiiaBuiy Enter Ha kiaBuaType.

MapxupoBaHHBINH CHHCOK

MapKI/IpOBaHHbIe CITMCKXU — 3TO CIIMCKH, B KOTOPbLIX ITYHKTBI OTMEYdIOTCS C IIOMOIIBIO
Pa3/IMYHbIX CHMBOJIOB. HpI/I HAOKAaTUM KHOIKM .—  IIOSIBJISIETCS HepBbIﬁ JJlIeMeHT CIIMCKa,

nocdimenyroiiye 6YJIYT I[O6aBJ'[eHbI rocjie HaXkaTus kiaaBuiyd Enter Ha KJIaBUaType.

ITurara

Knomka ” HCIIOJIb3YyeTCd JId BCTABKW B Ka4deCTBe IHUTATbI TeKCTa M3 IlepecbllaeMOIo

IMMCbMd WUJIK U3 IIMCbMd, Hd KOTOpO€ OdeTCA OTBET, U IIOKA3bIBAET II0JIy4YdTeJIsIM, Hd KdKyH0 UMEeHHO

YaCThb IIMCbMa 1deTCs OTBET. HpI/I HCIIOJIb30BAHHWH KHOIIKH ” .

— IIpY HaXKaTuM kiaBuily Enter, Kypcop nepexo/iuT Ha CJIe[lyIOIlyl0 CTPOKY, IUTHPOBaHKe

3dKaHYMBAETCA,

— TIpU 100aBJIeHWH HOBOT'O OJIOKA IIUTUPOBAHUS CPa3y IOCIIe yKe UMEIOITUICS IIUTAThI,
6s10ku OyAyT 0bOpPMIIeHBI OT/IeJIbHBIMU ITUTaTaMu. [lJi 00beiMHeHus IIUTaT,
PacIoJIoXeHHBbIX pSIOM, B OJIHY, YCTaHOBUTE KypCOP B Ha4aslo BTOPOW ITUTAThl U HAXKMUTE
wiasuily Backspace: octaetcst oJiuH 3HaK IIATAThI, TEKCT BTOPOM IUTATHI ITPOJIOJIKUATCS C

TOM Ke CTPOKH, UTO U TeKCT IpeAbIAYIIer [IUTaThI;
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— JI7IS1 pa3fieieHusl IUTaThl Ha HeCKOJIbKO, YCTAHOBUTE KypCOP B MeCTe pa3JiefieHus! IUTaThl U
HaxmuTe KiaBuily Enter;

— JIJIs1 OTMEeHbI IPUMEeHeHHOT'0 IIUTUPOBAHUSI, BbIJIeJIUTEe TeKCT IUTAThl (YaCTUIHO WU
MIOJTHOCTBIO) WK YCTaHOBUTE KYPCOP B CTPOKE C IUTUPOBAHKWEM U ITOBTOPHO HaXXMUTE
kHonky 77 . Ecyu TekcT GbIT BCTaB/IeH KakK IATaTa U3 IPyroro MuchbMa, TO yCTaHOBUTE

KypCOp B HauaJlo IIUTaThl U HaXkmuTe kiaBuily Backspace;

— eCJIM KypCOp HaXOIMTCS B TEKCTe C IUTATOM, To KHomka ?? mozcBedena 1seroMm. [1pu

BBIZIRJIEHUH TeKCTa, COIepIKalllero MUTAThI, a TAK)Ke OObIYHBIA TEKCT, KHOIKa 77 He

II0JCBe4YHrBaeTCs.

YT0o0OBI BOCIIOIB30BATHCS CIDYHKHHEﬁ OUTUPOBAHUA 10 KOIIMPOBAHHA TEKCTd, UCIIOJIb3yeMOI'o

B Ka4yeCTBe IIUTAThI.

1. Haxxmute kHonky ?? (ciieBa MOSIBUTCSI BEPTHKAJIbHAS 110JI0CA, 0603HAYAIOIIAS [TUTATY).
2. Cxonupy#Te 4aCTh MMCbMa, KOTOPYIO Bbl XOTHUTE TIPOIIUTHPOBATh.

3. BcraBbTe CKOHI/IpOBaHHHﬁ TeKCT B Ha4dJie CTPOKH.

Yrobbl  BOCIIOJIB30BAaThbCS  (QYHKIMENH I[MTUPOBAHMS IIOCJIe  KOIMPOBAaHUSI  TeKCTa,

HCIIOJIb3yeMOI'0 B Ka4eCTBe IUTAThL:

1. Ckomnupy¥Te 4acTh IMCbMa, KOTOPYIO Bbl XOTHTE IPOIIUTUPOBATD;

2. BcraBbTe CKOHHPOBHHHHI:I TEeKCT U HA’KMHUTe KHOIIKY ” .

— eCJIM Tiepe]] HaXkaTheM KHOIIKU TI0JTh30BaTe b BbIJIEIMII YaCTh CKOITMPOBAHHOTO TEKCTa,
TO B Ka4eCTBe IIUTAThI 6Y)1€T HCITIOJIb30BAH TOJIBKO BbIIIeJIeHHI)IfI Cl)paFMEHT.
OcraBIasicst YaCTb BCTaBJIEHHOTO TeKCTa OyZIeT nepeHeceHa Ha CJIeYIOIIYIO CTPOKY;

— eCJIM KYpPCOp HaXO/IUTCS B JII060M M3 CTPOK (ECITM UX HECKOJIbKO) BCTABJIEHHOT'O TeKCTa
Y HMKAKas 9aCTh TEKCTA He BbIJeJIeHa, TO IUTUPOBAHKE TIPUMEHSIeTCsl KO BCeMy
BCTaBJIEHHOMY GJIOKy, CJIeBa OT BCErO BCTABJIEHHOT'O TEKCTa TMOSBUTCS BepTHKAJIbHAS

roJsioca, 0603HavaroIas IUTaTy.

Cchuika

Knomnka G2 wucnomnb3yertcs ajist BctaBku URL—ccbuiku win dopMaTrpoBaHUs BbIJIeJIEHHOTO

¢dbparmenTa TekcTa B rurepcchiiKy Ha yka3aHHbiM URL. [Ipu HaXkaTuu KHOTIKM G2 TOSIBIISIETCSI OKHO

c nosneM, B Kotopoe Heobxomumo BBecth URL-anpec, nociie dyero HakaTb KHoOnky BcraBuTh. B

TeKCT MUCchMa OyjieT mobaBIeHa CChIIKa.
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HJ’I}I HU3MeHeHUsI WKW YyOdJIeHUud CCbUIKM YCTdHOBUTE KYypCOp B CJIOBO, cCoOJepiXKaliee

TUIIEePCCBUIKY, U BbIOepuTe TpebyeMoe aerictBre (I3MeHUTH, Y IaJIuTh).

N3ob6pazkenue

Knonka [ IpeaiHa3Ha4eHa [JI1 BCTABKHU I/1306pa)KEHI/ISI B TeJI0O IIMCbMaA (He B BH]Ie

BoXeHus1). st Toro 4trobbl BCTaBUTh H300pakeHHWe B MMCbMO, HaXXMHUTe KHOMKY [l u B

IIOABHMBIIEMCS OKHe:

— Bribepure Bkiaiky C KoMIbIHOTepa 1 HaXXKMUTE KHOIIKY 3arpy3uTh KapTHHKY, 10CJIe
4yero BeIOepUTe HY>KHBIN (aiil Ha CTAllMOHAPHOM WJIM BHeIlIHeM HOCUTeJle Ha yCTPOMCTBe
I0JIb30BATeJIS.

— Bribepure Bkitaiky CchbUIKa 1 BBeJIUTe B COOTBETCTBYIOIIIEe T0JIe ajipec u300pakeHusl.

ITocne BBO/ld a/ipeCa HAXXMUTe KHOIIKY BcraBuTth

H306pakeHre MOXXHO BCTaBUTb B TEKCT MMCbMa U3 cHcTeMHOro bydepa obMeHa (KIaBUIIU
Ctrl+V) wm neperamyB HyxHbIM Gail M3 CHUCTEMHOIO OKHA YCTPOMCTBA IIOJIb30BaTessl B

COOTBETCTBYIOIIlee MeCTO TeKCTa ITMCbMaA.

Bcerpoennble B TekCT u3obpakeHHss OTOOPaXKalOTCs He KaK IpUKperyieHHble ¢aiiibl, a Kak

YaCThb TeKCTa. HI/ICbMa, KOTOpbIe CcoepXaT TOJIbKO BCTPOEeHHBbIe Cl)afIHbI, B CIIMCKe IIMCeM He

COJepiKdT IIPU3HdK HAJIM9Hs B ITIMCbMe BJIO’KEHU A

Bctpoennble 00BEKTHI MOXHO PelaKTHPOBATh C IOMOIIbI) WHCTPYMEHTOB CIIEIHUAIbHBIX
MeHIO JIMO0 CpeJICTBaMU peJlaKTHPOBaHHUs TekcTa. HamprMep, 06beKT MOXXHO IepeTaluTh, 3aXKaB
KYPCOP MBIIIH, WK YIJIUTh ¢ ioMoribio kiaBuil Delete wiu Backspace, ycraHoBUB Kypcop niepen

00BEKTOM MJIH II0CJIe HeI'O0 COOTBETCTBEHHO.

OTpenakTHpPOBAaTh BCTPOEHHbIE 00 HEKThI
BcrpoeHHble 00BeKTHI MOXKHO peJlJakKTHUpPOBaTh. MeHIo paboThl C 0OBEKTOM OTKpBIBAeTCSI IIPU

BbBIJIe/IEHHWH ero B TeKCTe IMHMCbMd.

J1J1s1 BCTPOEHHBIX M300pakeHUH JJOCTYIIHBI CllelyIole pyHKINU:

— 3aMeHUTh U300pakeHre (TlepeTaliuTe HOBoe M300pakeHUe U3 CUCTEMHOT0 OKHa B popmy
nobaBnenus daitia);

— BbIOpATh TUI BbIPABHUBAHUS U300paXkeHus;

— 100aBUTD MOAHMCH K U300pakeHHIO;

— yOaIUTh U300paxkeHue;
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— BCTaBUTb CCBUIKY;

— BBIOpaTh CII0COO pacrosioXkeHus: u306pakeHus (C 06TekaHHeM TEKCTOM WM C [IepeHOCOM
CTPOKH);

— YCTQHOBUTH TUII IeKOPUPOBAHKUS KOHTYPOB H300paXkeHus1 (CO CKpyTJIeHHeM, C TeHbIO W/WIN
C BUJJUMBIMU I'PAaHUI[AMH; MOXKHO BbIOpPAaTh HECKOJILKO BAapUAHTOB);

— 3aJ1aTh aJIbTEPHATUBHBIN TEKCT ik U300paskeHusl (TEKCT, KOTOPBIH [TO3BOJISIET MOJTyYUTh
nHpopmManuio 06 n300pa’keH!H IIPY OTKJIF0YeHHOM B Opay3epe 1oKa3e U300paskeHUH Win
BO BpeMsl UX 3aTrpy3KH);

— U3MEHUTh pa3Mep U300pakeHus.
Ouuctuth PopmMaTHUpOBaHUE

Kuomka T. HCMONB3yeTcs AJist CHSTHsE GOPMATUPOBAHUS C BBIIEIEHHOTO (pparMeHTa TeKCTa
Y YCTaHOBKe IlapaMeTpoB 110 yMoiidyaHuio. K cbpackiBaeMbIM HaCTpOMKaM OTHOCSITCSI:

— CTWJIb PUPTa;

— HauepTaHue MpudTa;

— pa3Mep mpudTa;

— 1BeT WpUPTa;

— nBeT ¢oHa mpudrTa.

3.2.22.2 BaxxHoCTh INCHMa

HI’O6OMY IMMCbMY MOXHO YCTAdHOBHUTH CII€UAJIbBHYHO OTMETKY O BA’KHOCTH. Ilo YMOJI9aHHUIO

BCe IMMKMCbMa OTIIPABJIAIOTCA C IIPUOPUTETOM Oo0brunas. YToObI M3MEHUTH BaXKHOCTh IMMCbMa, CjieJyeT
YCTaHOBUTb YPOBEHb IIpUOpUTETd IIpU CO30dHHUU IIMCbMd: HAXATb KHOIIKY IIPUOPUTETA . ,

PacIioJIO’)KeHHYIO0  CIIpaBa OT TeMbl IIMCbMad, H BbI6paTb HEO6XOILI/IMOE 3Ha4YeHue M3

pacKpbIBaloIierocs crnvcka (cM. Pucynok 49):
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Hoeoe NnUcEMO

o7 AnekcaHgp CMMpHoE ~
KoMy Konuw
Tema 9 -
BamHocTb NHebMa
- o M OK M F R X0 Tahion - 12 -
OBRIvHAR
Bricokan
Huzxan

Pucynok 49 — Beibop npuopurera

IIncema c BBICOKHM IMprUoOpuUTETOM OTO6pa)KaIOTC$[ B CIIMCKe IIMCeM I10JIydaTesjid CO 3HAKOM

€) , nMCchbMa C HU3KKM TIPUOPUTETOM — co 3HakoM @9 .

3.2.22.3 XapakTep mucbMa

HpI/I HEO6XOJII/IMOCTI/I YCTaHOBUTE IIMCBMY YPOBEHb KOH(I)I/IJIEHIII/IEIJII)HOCTI/I COJiep’KaHus.
YTo6BI ,[[OGaBI/ITI) OTMETKY, IIpU CO30dHHUU IIMCbMd CJleJlyeT HaXXdTb XapaKTep IIHACHbMAa B HIWXHEH
YaCTHu q)OpMI)I HOBOT'O ITMCbMa H BbIﬁpaTb HEO6XOJII/IMOE 3Ha4YeHNre M3 pPdCKpbIBAIOIIErocsa CIIMCKA.

Hoctynnst otMeTku Kondunenmuansuoe, Jlnanoe, Oosranoe (cm. Pucynok 50).
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Pucynok 50 — Beibop xapakTepa nucbma

CooTtBetcTBYy1011Iast UHPOpPMaIMs 0ToOpaXkaeTcsl HA MUHU-TIAHEeJIU B CIIMCKe THCeM, a TaKKe B

TeJie IMMCbMd IIPU OTKPBITHUU IIMCbMd I10JIyddTesieM U CIIPdaBd OT OdThl U BpeMeHHU ITMChbMad.

3.2.22.4 JlobaBieHHe BJIOKeHHH

B nnceMo MOXHO BIIOXWTH (aiiibl, KOTOpble OyayT OTIIpaBJeHbl ajpecaTy BMecTe C

ITNCBbMOM.

J00aBUTE BJI0OKeHHe C KOMIIbIOTepa

Yrobsl mnpuKpenuTh (Al C JIOKAJIBHOTO [JHMCKAa KOMIIbIOTepa K IIMCbMY, CleflyeT

BOCIIOJIb30BATbHCA OJHUM U3 CJ/IeAYIOINX CHoco0OB:

— IlepeMeCTUTb HY>XXHbIe q)aﬁﬂbl MBIIIBIO M3 CUCTEMHOI'O OKHAd Ha 6OKOBy'IO IIaHeJIb ITMCbMaA;
IIpy 3TOM 006J1acThb JIsd 11epeTaCKUBaHUA BJIOJKEHMU II0JICBEYHNBAETCS paMKDI:I W HAAIIMCBIO

Drag files here;

— HaxaTth kHONKy IIpukpermuts d¢ain (s BTOpOoro M mnocieAyrmmx GaiioB -
IIpukpenuts eme ¢aiiabl), BO BCIUIbIBalOIeM MeHIO BbiOpaTh C KoMIbIOTepa, I10CIe
Jyero BbIOpPaTh OAMH WIM HECKOJIbKO (ailjioB, KOTOpble HEOOXOJUMO BIIOXKWTh, M HaXaThb

OTKpBITE.
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[Tpukpennénnsle ¢aiiniel 6ynyT orobpaxkaTbcs cipaBa Ha OOKOBOW IaHeNM NKCbMAa B BUJle

CIIMCKa, OTKYJdd UX MOXHO YI4dJIMTb HA>KdTHEeM KHOIIKH )( , paCHOJIO)ICGHHOfI B CTPOKe BJIOXKEHHA.

Bce BiioxxeHus B ITaHeNIM MOXKHO YAQJIUTD IIPpU ITIOMOIIY KHOIIKX I.I.I .

IIpu mombiTke HpUKpenuThb (ailyi ¢ pa3MepoM, IpeBbIIAIIUM JJOMYCTUMBIN, IOSBUTCS

coobmmenue (cMm. Pucynok 51).

®ann He byaeT NnpUKpenneH, Tak Kak ero
pasmep 6onbue 10 MB. YTo6bl NnpukpenuTb
taiin, 3arpy3uTe ero B 061aKo.

PivotTable.x.. 11.94 MB X

Pucynok 51 - CoobiiieHrie 0 IpeBbIlIeHUN JJOITYCTUMOTO padmepa daria

Jlns mpukperuienus daiiia HeoO6X0IMMO HaXKaTh Ha 3arpy3uTh ero B 00J1aK0, a 3aTeM Ha
IIpukpenuTs B MOSBUBIIIEMCSI HOBOM OKHe. Daiiy1 OyJieT MpUKpeIUieH K MMCbMY B BUJIe CCBUTKU, TIPU

HaXXaTUX Ha KOTOPYIO IOKyMeHT OTKPOEeTCSl B HOBOM BKJIQJIKe.

HobaBuTh BioikeHHe U3 001aKka B Buje ¢aiiia

Il 3arpy3Kku BIOXeHMsI K TMCbMy U3 obsiaka MoiOduc B Buzie ¢aiia Heo6X0AUMO HaXKaThb
kHOIIKYy IIpukpenuts ¢ain (1711 BTOpPOro U nociefyomux gaiios - Ilpukpenuts emie ¢aiiib),

nanee HaxkaTb M3 obsaka, B OTKpBIBIIEHCS THaHenu (aijioBOro MeHempkepa BbIOpaTh MamlKy U

OTMETUTb HY’)KHble Qailyibl/anky ¢aakkaMyd (B KOHTEKCTHOM MeHIO BbIOpaTb OTMeTHTH WIN
CHATH 0TMeTKY), /ajlee HakaTb KHONKy IIpukpenuts ¢aiin. Ecnu y ob6rayHoro ¢aiiia Het

HY6HHqHOﬁ CCBbIJIKH, OH He 6YJIQT IMpUKPeILIeH K [TMCbMY.

ﬂOﬁaBI/ITb BJIOJKeHHe U3 00/IaKa B BHJie CCBLIIKH

Jlyist 3arpy3ku BIIOXKeHHUsT K NMUCbMy u3 obiaka MoiOduc B Buzie CChUIKM HE0OX0IUMO
HakaTb KHOTKY IIpukpenuts ¢aiin (s BTOporo u nocienywonmx ¢aiios - IIpukpenuTs eme

daiinrnl), nanee:

— Ui 3arpy3ku (aiyioB, KOTOpbIe yXe HaxoasTcs B obiake, HaxkaTb W3 objaka, B

OTKprBI.HEﬁCH naHenay GanIoBOro MeHemKepa BbI6paTb MallKy ¥ OTMEeTUTb HYXKHble (baﬁﬂbl
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dnaxkamMu (B KOHTEKCTHOM MeHIO BbiOpaTb OTMeTHTB), Jajiee HaXaTb KHOIIKY

IIpukpenuTs CCHUIKY.

— yTOOBI CHavasa 3arpy3uThb (Gais B 00/1aKo, a 3aTeM IPUJIOXKUTh CChIIKY Ha Hero K IKWCHbMY,
cllefiyeT HaXKaTh 3arpy3uTh B 00J1aK0 U IIPUKPEIUTh, B OTKPHIBIIYIOCS ITaHes b GpaiyioBOro

MeHe/[’Kepd 3dI'PY3UThb q)aﬁﬂbl C KOMIIbIOTepd, AdJjiee Ha’KdThb KHOIIKY HpI/IerIII/ITb.

[TpukperyieHHble CCBUIKM OTOOPa)KalOTCSI B BUE WKOHOK B HIDKHeM 4acTu nucbMma. [lpu

Ha)kaTUM Ha UKOHKY CCBUIKU (aiis1 OyieT OTKPBIT Ha IIPeINPOCMOTP B OT/IeJIbHOM OKHe bpaysepa.

DaiiI0BbIN MeHeKeP IS 3arpy3KH H300paxkeHUI U3 00JIaKa

ITpn oOTKpeITMM BJIOXEHMS U3 oObaka Ha OKpaHe IosBiseTcs QaWIoBbI MeHelxep,
coJiep>Kalllii Nanky obsiaka M xpaHsmuecs B HUX ¢aiiibl. Ilo HaXkaTUO NpaBOM KHOIIKW MBIIIM Ha
CTpOKe C (aiIoM WM MalKOW OTKPOeTCsl KOHTeKCTHoe MeHto. IIpocMoTp oTkpoeT mpennpocMoTp
daiia. OTMeTHTB TOMeTUT (paiil WK NANKy 1JIs JaJIbHeHIIero NpUKpeIieHns K IMCbMY.

Jlns nobapieHust ¢gaiyia WIA CCHIIKA K IIMCbMY CleflyeT BbIOpaTb HeOOXOJMMYIO IalKy B
JIeBOM 4aCTH IIaHeJM, OTMeTUTb HeoOXojguMble aiyibl WM IANKH, 3aTeM HaxaTb IlpukpenuTh
cceky wiv IIpukpenurs ¢aiin. Ecnu y daiina HeT my6IMYHON CChUIKY, OH He OyzieT NIPUKpeIlieH

K mucbMy (cM. PucyHok 52).
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Pucynok 52 - 3arpy3ska n3zobpakeHui U3 obsiaka

s moucka HeoOXomuWMbIX aliIoB MOXHO BOCIOJIb30BaThCS (QYHKIMENH IOUCKa,
MO3BOJISIFOIIEN MCKAaTh OObEeKThl B XpaHW/IMIIEe TI0 Ha3BaHUIO daiiyia/Manky U psiay JAOMOTHUTEIbHBIX

IIapaMeTpoB, a TaKkXXe 110 pparMeHTy CoJlep>KUMoro ¢aiios.
1. YToObl BBHINOIHUTH IIOWCK II0 Ha3BaHMIO (pailyia, HeoO6XOAMMO BBeCTH KMs ¢aiia B

IIOMCKOBYIO CTPOKY U HakaTb Enter, 1100 KHONKY NoucKa Q. Ecm ¢daiinel OynyT HalleHbl, Ha
IIaHeJIX [TI0MCKa 0TOOPa3UTCs CIIMCOK (paljIoB, UMs KOTOPBIX IIOJIHOCTBIO WJIM YaCTUYHO COBIAAAET C
3aJJaHHBIM ITOMCKOBBIM 3anIpocoM. [Torck 06BEeKTOB 10 yMOJIYaHUIO BBINIOJIHSETCS B paszaesiax Mou

nokymeHTHI, Jlocrynabie MmHe v O01Iue manku.

2. YToOblI BBHIIOJIHATH PACIIMPEHHbIN IIOMCK 110 Ha3BaHUIO ¢aiia, Heo6X0IUMO BBECTH HMs

. -
daiyla B CTPOKY IOMCKa M HaXaTb KHONKYy =—. [locie yero Ha skpaHe IOSIBUTCS IIaHeJIb
JOTIOJTHUTEeJIbHBIX HacTpoek Inoucka. Cienyet BeiOpath cTpanuily Ilo Ha3Banmio (cM. PucyHok 53).

I[anee HEO6XO,I[I/IMO HACTPOUTH Clieyrolye IapaMeTpbl IIOUCKA:

= ABTOp: AOCTATOYHO Ha4aTb BBOJUTH UMM UJIU apecC BHEKTpOHHOﬁ IIOYTBI aBTOPA q)afma u
B IIOSIBUBIIEMCSI CIIMCKe HaWOeHHBIX pe3yJibTaTOB BbI6paTb Hy>KHbII>1 (MO)KHO BbI6paTb

HEeCKOJIbBKHUX aBTOpOB) ;
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- Tun: HeoOXOIWMO BLIOpPATb TUI MCKOMOTO daijla B BbINAJAIOINEM CIIHUCKe (MOXXHO

BBIOPATh HECKOJIBKO THUIIOB);

= I[aTa HN3MEHCHHUA: HQO6XO,[[I/IMO BbI6paTb rnepuvon IiocjiegHero M3MeHeHUWA oObeKTa B

BhIIIaJdrOnieM CITMCKe;

- Pacnosioxkenue: HeoO6X0AMMO BbIOpaTh 00JIaCThb MTOMCKA (MOXKHO BbIOpATh OJTHO 3HAYEHUeE).
Tekymas manka - rarka, BblOpaHHasl Ha MaHeJiM HaBuraiyu. B pasnenax OTMedyeHHBIe,

HepnaBuue u Kop3una HefjocTyrieH BeIOOp IyHKTa Tekyias mamka.

Jlyis Hayana moucka cienyeT HaxkaTbh KHONKY Haitu. YToOb! yjanuTh 3afjaHHble TapaMeTphbl
nmoucka, Haxkatb COpocuTs Bce. JlomoMHUTENbHbIE TAapaMeTphl IOMCKA OTOOpaXkaloTcsl Haj
pe3yJsibTaTaMU TIOMCKA 110 Ha3BaHUIO. Mcrosnb3yeMble mapaMeTphl BbIIENSIOTCS TOIyObIM I[BETOM.
HoBbIi1 110MCK BBITIOIHSIETCSI aBTOMATAYeCKU MPY M3MeHeHUH MapaMeTpPOB C MOMOIIbI0 KHOTIOK Hajl

pe3yJsibTaTaMu IIOMCKa.

3. UToOBl BBIOJIHWUTH pacCHIMpeHHBIM IIOMCK II0 COflepXUMOMy ¢aiisia, cilefyeT BBeCTH

—0
IIpefiriojlaraeMoe COJlepXXMMoe B CTPOKY ITIOMCKA, HaXkaTb KHOIIKY === . Ha okpaHe NOSIBUTCS IaHelb
JOTIOJTHUTEeJIbHBIX HAacTpoeK Ioucka. [lasee Heobxonumo BbibpaTh cTpaHuily Ilo copep:xumomy,

HakaTb HaliTH 100 KHOIKY IOMCKa Q. B pe3yJibTaTe 3TOW OIlepallid Ha MaHeJu (anaoB

OTO6p831/ITC$I CIIMCOK JOKYMEHTOB, COAepXKalllUuX 3d/laHHOe TEKCTOBOe BXOX/IeHHue.

JoKyMeHTbI
¢y MoK DOKYMEHTBI Mow QOKYMEHTEI | 22
23 NlocTynHbIE MHE ma 4
E O6LME NANKK Mo Ha3BaHWHD Mo CooepHHMMOMY
Die_Biene_Maj
F OTMeyeHHble ABTOp KT yromHo
info.png
HepasHue -
© Hea Tun Nio6oi -
O Mew Documen
JlaTa U3MeHeHuA Korna YrogHo -
Pacnonomedue Bce pasnenbl -

OTMEHE

C6pocHUThb Bee

Pucynok 53 - PaciiipeHHbIN [TOMCK 110 Ha3BaHUIO (aitia
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3.2.22.5 3anpoc noaTBepKAeHU IPOITEeHH S

Yr1o6Obl OBITH YBEpEeHHbLIM B TOM, YTO IMHUCHMO IPOYHUTAHO afpecaToM, MOXKHO OTIIPABHUTHb
3aMpoc 0 MpoYTeHHUH. YTOOBI MOYYUTh OTYET O MPOYTEHWU MHChbMa OT IojTydaresyiel muchMa (Tpu
YCJIOBUM TIOJIIIEPKKU JTAHHOW (PYHKITMOHAIILHOCTA CO CTOPOHBI TIOYTOBBIX CHCTEM IOJTydaTesiek),
cienyer Haxkath [l (YBeZOMHUTH O NPOYTEHHH), PACIONIOKEHHYI0 B HIKHEH YacTH TaHelu
co3maHusi mucbMa. [Ipu ToONMy4YeHHWM NMHMCbMa ajpecaT YBUAMWT COOTBETCTBYIOIEE YBeIOMJIEHHE
(cM. PucyHok 54):

nMACBEMO
OTnpasuTent NPOCKT NOATESPAMTL NPOYMTEHKE CooBWeHMa,

T =, alexandrsmirnov alexandr.smirnov

MoaTEepiHTE | He cep4ac OTKNOHWTE
OTeeTHTE OTEETHTE BECEM Nepecnz el

Pucynok 54 — 3anpoc o npouTeHUH TUChbMA

HpI/I HaXXdTWUKX aApecdaTOM KHOIIKH HOHTBEPHI/ITB, yBeJoMJIeHne 6YJIQT dBTOMATH4YeCKHN

3dKPbITO, OTIIPABUTEJIIO IIPpUJIET ITMCbMO C IIOATBepXKAeHreM O IIPOYTEeHHH.

HpI/I HaXXaTUH aJipeCaTOM KHOIIKH He cenuac, yBeagomMiieHne 6y,11€T BpeMEHHO CKPBITO, HO
IMIOBTOPHO OTO6p83HTC$[ Ha 3KpaHe KaXKIbIM pa3 IIpHU 1iepexojie K INCbMY. OTHpaBI/ITeJII) He II0JIYYUT

IMUCbMO C IIOATBEPXKIEeHHUEM.

HpI/I Ha>XXaTUH aJpecdaTOM KHOIIKH OTKJIOHI/ITI), yBeJoMJieHne 6YILET dBTOMATH4YeCKH

3dKPBbITO. OTHpaBI/ITEJ'II) He IIOJIYYUT IMUCbMO C IIOATBEpPXAeHneM.

3.2.22.6 Be10op nMeHH OTHPABUTEIS M MOAIIHCH

ITpu co3paHum 1nONB30BaTeNs aJMUHUCTPATOPOM, B HACTPOMKax Y4YeTHOM 3alllCH
aBTOMATUYEeCKH CO3/aeTcsl MPOPUIIb C IIyCTOM MOANKCHIO, KOTOPBIM UCII0JIb3YyeTcs 0 yMoidaHuio. K

IIMCbMaM MOZKHO ):[O6aBI/ITb HOBYIO ITOAIINCH, YCTAHOBUTL €€ KdK HCIIOJIb3YeMY10 110 YMOJ/JIYdHUI0 UIIN

BBLIOMPATD ee JIsl OT/IeJIbHbIX TTuceM. UToObI BbIOpATh MOIKCH IPY CO3/IaHUM MHUCbMa, He0OX0AMMO
HakaTb IIpoduasb B HIDKHEN YacTu GpopMbl HOBOTO MHChMa U BHIOpaTh HEOOXOAMMOe 3HAaYeHHe U3

packpbIBatolerocs cricka (cMm. PucyHok 55):
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Anekcanap CMADH...

® | bBes noanvcw

HacTpouTs

OTAREENTh COXPEHHTE Jal KapaKkTep nuckmMa - Mpodgune -

Pucynok 55 — Breibop noamnucu

B BepxHeil 4acTy pacKphIBAIOIIEr0Cs CIKCKa IlepevrciieHbl BCe CO3/IaHHbIe /Jisl BbIOpaHHOIO

OTIIPpaBUTEJIA I[IOAIIKCH. B mkHel yactu PAaCKpbIBAIOIIEr0Cs CIIMCKA PACIIOJIOXKEeHBI KHOIIKU:

— be3 IMOAIIMCH — OTIIPABUTH ITMCbMO 0e3 IIOOITNCH.
— Hacrpowurs — niepeiitu B 0510k HacTpoek JIndHast nHOpMaIuy 1 100aBUTh W/ WIN

OTpeJJaKTUPOBAThb CYIIECTBYOIIHE TIOJIITHCH.

3.2.22.7 CoxpaHeHHe IHCbMa

HpI/I HAllMCAHWKW IIMCbMad MOXXHO BOCIIOJIb30BATbCA BO3MOXHOCTBIO €ro COXpaHeHHH .
COXpaHEHHbIe IMMCbMd IIOIIaJJdI0T B IIAIIKY «qepHOBI/IKI/I». KpOMe TOro, IMMUCbMd dBTOMdTH4YeCKHU
COXPaHAIOTCA IPU 3dKPBITHKM OKHA CO3J1dHHS IMMCbMd, eCJIh B HOBOM IIMCbMe OBIIO 3aII0JIHEHO XOTS

OLI OIHO IIOJIe.

Ecimu wusmenenusi B Cl)OpMy Heé BHOCWIHCB, TO I e€ero COXpaHeHHUsd B YEepPHOBHKAX

HEoOXO/IMMO HakaTh KHOMNKY CoxXpaHHMTB, PacIOJIOKEHHYI0 B HW)KHEH 4acTh THcbMa. [locie
COXpaHEeHUsI IMMChbMO MOXET OBITh 3aKPBITO C TIOMOIIBIO KHOMIKK %, (3aKpBITh), PAaCIOIOKeHHOM Ha

IaHeJIN YIIPpABJIEHUA.

Jlis nponoimkeHus: paboThl C IMMCbMOM CJieiyeT OTKpBbITb ero B Iamnke «YepHOBUKU» U
HaXkaThb KHONKy  (PellakTHpOBaTh YepHOBHK), PacIOIOXeHHYIO Ha IaHeld WHCTPYMeHTOB B

OKHe IIPpOCMOTPpa IIrhCbMa.
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4 «<MOMOPUC KOHTAKTBI»

4.1 O630p unTepdeiica

Crpanuna pasgena «MoiOduc KoHTakTel» uMeeT cleAymooIllye OCHOBHble 00JacTu

(Pucynok 56):

IIaHenb HABUTAITHM.

CHmcok KOHTaKTOB.

1.
2.
3. ObmacTh yTeHud.
4.

MeHIO TIepekIioYeHrs pa3gelioB (OJII/IHaKOBOE! OJjid BCeX pa3aesioB Be6-HpI/IJ'IO)KEHI/I$I

«MonOduc ITouray).
MaHenb HaBurawymm CnNUCOK KOHTaKToB ObnacTb uTeHus
ud KOHTaKTbb KopnopaTueHble ‘ Q = ‘ b
Tester 004
_ tester004@lime.myoffice-app.ru
© v
& OTNPaBMTL COOBWEHHE [ Coaaatk cosbiTHe i Ewe
CNHCKKM KOHTAKTOB
KopriopaTuatsie 1im 001 lime KoHTaKTHble AaHHble
FpyNANbI pacchinoK @ Test User 002 DaKTPOvEAA MONTa
tester004@lime.myoffice-app.ru
alexandr.smirnov alexandr.smirnov ~
alexandr.smimov@lime.myoffice-app.ru @ Tester 002
NiyHbie
@ tim 002 lime:
Mowu rpynnsi
@ Tester 003
elena.smirnova elena.smirnova ~
elena.smirnova@lime.myoffice-app.ru
@ Tester 004
NuyHbie
Mo rpynnsi :..I | Tester 005
Pecypeel @ Tester 006
group2
@ Tester 007
groupd
o 0 o ’Eam P2 3 4 s 13> »

MeHIo nepeknoYeHUd pas3genos

Pucynok 56 — MUaTepderic paznena KonrakTel

4.1.1 ITaxens HaBuranuu

B cocrtaB nanenu HaBUraIyu BXOAST CllefyIolliye 3jieMeHThl nHTepdeiica:

1. ‘_) KOHTaKTbl ~ (Menro npuioxennii) — KHOIIKA OTKPHIBAeT MEHIO BEIGOpA IPYTUX

HpHJ’IO)KeHI/Iﬁ WJIN CO30aHKe HOBOI'O ITMChbMd, HOBOI'O CO6bITI/I$I, HOBOI'O IOKyMeHTa,
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Ta6J'II/II_IbI WJIU TIpe3eHTalluy, I1epexo/] Ha INIaBHYI0 CTpaHUuIly (no,up06Hee CM. B OITMCAHHH

Ilanesn HaBuranyu paszena [loura).

2. — KHOIIKA ,I[O6aBJ'IEHI/I$I HOBOI'O KOHTaKTa WX HOBOH I'pYIIIIBI.

3. O61mme cnrcku KOHTaKTOB (PucyHok 57):

— anmpecHas kuura KopmopaTuBHBIe — CO/IePXXUT KOHTAKThI KOJIJIET, KOTOPbIe UMEIOT B
CBOMX 3JIEKTPOHHBIX ajipecax JIOMeH Balllei KoMIaHuM (Harpumep, @office,
@company u T.IL.);

— azmpecHasi KHura ['pynmel pacchbLIOK — COIEPXKUT CO3JJaHHbIe a]MUHHUCTPATOPOM

T'PyIIIbl KOHTAKTOB, HAa KOTOPbIE MOXXHO COBEPHIATh PACCBHIIIKHA ITHCeM.
4. CHIMCKHA KOHTaKTOB JJIA Ka’XO0r'o U3 BHYTPEHHUX dKKAYHTOB:

— azipecHasi KHUTa JIMUHBIe — COJEPXKUT JINYHYIO aJ[PeCHYI0 KHUTY, KOHTAKTHI,
CO3/IaHHbIE TI0JIh30BaTeJIeM;
— a/ipecHasi KHUra Mo rpynmsl — COIEP>KUT TPYIITbI KOHTAKTOB, CO3/laHHbIe

I10JIb30BaTeJIeM.

4 KOHTaKTbl -

HoBbiii KOHTaKT ¥

CNMUCKM KOHTaKTOB

KopnopaTusHble

Mpynnbl paccblnok

Alexandr Smirnovs
a.smirnov@blue.myoffice-app.ru

v

JlnyHble

Mow rpynnbi

Pucynok 57 - O630p CIMCKOB KOHTaKTOB
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5. Pecypcel, AoCTyIIHBIE IOJIb30BATEIIIO:

— Pecypcphl — cOJlep>XUT KOHTAKThI IIeperoBOPHBIX KOMHAT (3aI0JIHSeTCs
a/IMAHUCTPATOPOM);

— I'pynmibl pecypcoB — COJlep)XUT I'PyIIIbl IeperoBOPHBIX KOMHAT (3aI0JIHSeTCs
aIMUHUCTPATOPOM).

B mmxueit yactu Ilanenn HdBHT'AITHH PACIIOJIOKEHO MeHI10 HepeKJIloUeHus pa3aesioB.

IIpu BeIOGOpe Ha IlaHenn HaBUranMu ajpecHoid kHurd, B CHHCKe KOHTAaKTOB

0To6pa>1<a10Tc;1 KOHTAKTBI, KOTOPbIe XPAHATCA B 9TOU aHPECHOﬁ KHHUTe.

4.1.2 CIHCOK KOHTAKTOB

CHIHCOK KOHTAaKTOB COEepPXKUT.

1. ITaHenb MHCTPYMEHTOB CO ClIefYIOIIMMH 3JIeMeHTaMu:
— Ha3Banue - Ha3BaHMe AaKTHMBHOM (BbIOpaHHOM B JaHHBIM MoMeHT Ha Ilamenm

HaBHUTAIlMH) aJ[PECHON KHUTH,
-Q (ITorck KOHTAKTA) — KHOIKA [TOMCKA KOHTAKTOB;
— == (PaclMpeHHBI MOHMCK) — KHOIKA OTKPHIBAET JIOIOJIHUTEIbHBI IOJIS BBOJA

JAaHHBIX JJIA IIOMCKAd KOHTAKTOB, OTBEYdIOIIHNX CPA3y HECKOJIbLKHUM YCJIOBUSM.

2. MuHM-TIaHeNIM KOHTAaKTOB aKTHBHOM aHPECHOfI KHHI'U.

i

4 > B

“
L
|

KHOIIKM Tlepexojia K Jpyrum crpanunaMm Cromcka

KOHTAKTOB.

KoHTakTel B ciMicKke OTCOPTHMPOBAHBI B ajiaBUTHOM IIOPSJIKEe a[IpecoB 3JIeKTPOHHOM IOYTHI.
KoHTaKThl, y KOTOPBIX HET azjpeca 3JIeKTPOHHOM I10YTHI, HAXOAATCS B KOHIlE CIIMCKAa KOHTakToB. Ha

KaXKI0 MUHU-TIaHeJIM KOHTAaKTa 0TOOpakaeTcsl:

— ABaTap noab30BaTesIs;

— WMs / 3neKTpOHHBIN afipec KOHTAKTa / TPYIIIbIL.

HpI/I OOJIBIIIOM KOJIMYeCTBe KOHTAKTOB CIIMCOK aBTOMATHYECKHU JAeJINTCA Ha CTPaHUIbI. Ha

KaXKJ10M1 CTpaHHUIIE 0T06pa>1<aeTc;[ KOJIMYECTBO KOHTAKTOB, YKAa3aHHOE B HACTPOMKAX. HaBI/IFaHI/Iﬂ 110

CTPaHUIIaM OCYIIeCTBJIIEeTCS IIPYU IIOMOIIHY IIdHeJIN B HIDKHEM 4acTH CITUCKa. HpI/I Ha>XdTHWKW KHOIIKH

WX KHOIIKU < OTKPBIBAeTCs cdleyrouasa / Inpeapiaymniasad CTpaHUIA. HpI/I HA’XAaTHUKM KHOIIKKA niIn

KHOIIKHN OTKPbIBAETCA IIEPBAs / mocjieJHAda CTpaHMIIA. ,HaHHbIe KHOIIKH ITOSABJ/IAIOTCA KadK TOJIBKO

CTpaHUII C KOHTAKTaMU CTaHOBUTCS HoJIbIIIe 5.
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Ecmm B Cilcke KOHTAKTOB eCTh BbI6DaHHbIe KOHTAKThBI, BMeCTO HAa3BdHH BHPECHOfI KHUTH

0T06pa>1<aeTC51 HNX KOJIMYeCTBO, 4 TaKXe IIOABJIIeTCd IIaHeJlb HWHCTPYMEHTOB [JId pa60TbI C

BbBIOPAaHHBIMU KOHTakTamMu (PucyHok 58).

X 3 v 2 O 0o @
Tester 001
tim 001 lime

Pucynok 58 - [lanens UHCTPyMEHTOB KOHTAaKTOB

[Tanesnb WHCTPYMEHTOB [l pabOThl C BBIODAHHBIMU KOHTAKTAMH COIEPXKUT CllefyIoliye

KHOIIKH.

=
- (OTnpaBuTH MHCHMO)— KHOTIKA 1M03BOJISIET HAMIMCATh TMCbMO BHIOPAHHBIM KOHTAKTaM

WJIW HATIMCATb NTWCbMO I'PYIIIAM KOHTAKTOB;

— E (COSHHTB COGBITI/IE) — KHOIIKa IIO3BOJIeT CO3[dTb BCTpedy C IIpUulJjlallieHrneM

BbI6paHHbIX KOHTAKTOB WUJIKM CO31dThb BCTPEeYY C KOHTAKTAMH, BXOOAIIHNMU B I'PYIIILY,

-G (TobaBUTH B APYIrYI0 IPyIITy) — KHOIIKA MO3BOJISIET I00ABUTh B IPYIITY BHIOPaHHbBIE

KOHTAaKThI (OTCYTCTBYeT JIJIsl alpeCHBbIX KHUT I'pynnbl pacceiiok 1 Mou rpynnsi);

— = (EII.[E) — KHOIIKA BBI3OBAd AOIIOJIHUTEJIbHOI'O MEeHIO C KOMdHIdMH: SKCHODTI/IDOBaTb n

OTnpaBUTh BIOXeHWeM (OTCYTCTBYeT AJIsl aipeCHOM KHUTM MoM rpynmsl).

[lpy BbiOGOpe koHTakTa B Cmmcke KOHTakTOB, B O0sacTtu uyreHusi oToOpakaeTcs

nHdpopManus 06 3ToM KoHTakTe / rpymme/ pecypce. Ha IlaHenm HaBHranmuu axkTuBHas (T.e.

BI:»I6paHHa}I B JlAaHHBIN MOMeHT) dJipeCHds KHUT'd BblJieJIeHd IIBeTOM.

4.1.3 OdsacTp YTeHusa

B O6snactu uyrenus orobpakaetcsi nHGOpMaIlvs aKTUBHOI'O KOHTAKTa / TPYIIIbI / pecypca,

af—
W=
BbIZlesieHHOro B CIHHMCKe KOHTAKTOB, U KHOIIKA (3amaum) nepexopa k [lanenu 3agay.

Beiiie pacrionoseHa 1maHesib UHCTPYMEHTOB 171t PabOThI C KOHTAKTOM:
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-&= OTHpaBI/ITb COO6H.[€HI/Ie — HAIIMCATb ITMCbMO KOHTAKTY WJIM HAIIMCATH IMMCBMO I'pYyIIIie

KOHTAKTOB;

-0 Co3maTh cOObITHEe — CO3/IaTh BCTPEYY C KOHTAKTOM HWJIM CO371aTh BCTPEYY C T'PYIIION

KOHTAKTOB;

L]
- EII.(E - Ha6op KOMaH/] 3dBUCHUT OT BHM1d KOHTAKTA.

4.2 PaboTa ¢ KOHTaKTaMH#

4.2.1 Bp10ops 1 IPOCMOTP KOHTAKTa

J1y1s1 BBIOOpa OHOT0/HECKOJIBKUX KOHTAKTOB aKTHBHOM a/IpeCHOM KHUT'M HeOOXOOMMO HaXKaTh

Hd aBdTdp Hd MHUHH-IIdHEJIM KOHTAKT4.

Il BBIOOpa BCeX KOHTAKTOB TeKyIlleld CTPaHUIIbl aKTUBHOM aJipeCHOW KHUT'M OJTHOBPEMeHHO,
HeoOXOJMMO Ha)KaTh Ha aBaTap Ha MUWHU-TIAHEJIM OJHOIO M3 KOHTAaKTOB B CIIMCKe U BbIOpaTh

KoMaHly BeIOpaTh Bce B BbilajjalolieM CIIMCKe Ha MaHejiu HHCTpyMeHToB (PucyHok 59):

X 1 - =2 O .

BbibpaTe BCE

PHOBA

Pucynok 59 — Bbi6op koHTakTa

Il mpocMoTpa UHGpOpPMAIMKM O KOHTaKTe HeobXOIMMO BbIIEJIUTh ero B CIIMCKe KOHTAKTOB
IIeJTYKOM JIEBOM KHOIIKU MBIIIH B JIIOOOM MecTe MUHU-TIaHeJIM KOHTAaKTa, KpOMe aBartapa, Iocjie 4yero

JTaHHbIEe KOHTaKTa 0TOOpa3sTcsl B 006J1aCTU YTEHUSI.

4.2.2 Co3aHue KOHTaKTa

JlobGaBiieHre HOBOT'O KOHTaKTa BO3MOXKHO TOJIBKO B a/IpeCHYIO KHUTY JIM4HBIe U IpymIibl,
CO3J1aHHbIe T10JIb30BaTeJIeM.

Yro6bI CO3/1aTh HOBBIN KOHTAKT, HEOOXOIMMO BBIIIOJIHUTH ClleyIollye JeHCTBUS:

1. Haxatb kHonky HoBBIiT KOHTAKT, pacIioyioXkeHHYIO Ha TTaHed HaBUTalliH, U B
BbITIA/IAIOIeM MeHI0 BbIOpaTh koMaHly Jl00aBUTH MOJIL30BaTe sl

2. B nosBusmemcs okHe HoBBIII KOHTAKT BHIOPATh YUETHYIO 3aIMCh, IJIs1 KOTOPOU OyneT
co3naH koHTaKT (Pucynok 60). B crivicke 1OCTYIIHBI TOJIBKO YUETHBIE 3alIUCHA aKKayHTOB

MOIZO(l)HC, TdK KdK HET CUHXPOHHNU3dIIUU C KOHTAKTdMHW BHEIIIHUX dKKAyHTOB.
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3. 3anoJHUTh HeobXoAUMBIe 10JIs U HaXkaTh COXPaHHUTD.

ITong Uma u PaMuiua SBJISIOTCS O6H38.T€JII>HLIMI/I, OCTaJIbHbIe IIOJIA 3allOIHAIOTCA IIPpU

HeoOXOIUMOCTH.

HoBbli KOHTaKT X

Mecro COXpPaHEHHWA KOHTaKTa

YyeTHaA 3anvce ®
elena.smirnova@lime myoffice-app.oru =

elena.smirnova@lime.myoffice-app.ru

JITMYHABIE LaHABIE

Mma = damunua *

OTYyecTRO

KonTakTHbIE OaHHbIE

SNeKTpOHHAA NoYTa TenedoH
Mopopn

Anpec

CeepeHHA o MecTe paboTel

KomnaHuna NonwHoCTE

OTnen Patouwnit Email

=3 o

Pucynok 60 — ®opma 3anonHeHus KOHTaKTa

HoBBIN KOHTAKT MOXKeT OBITh I[O6aBJ'IEH B a/IpeCHYIKO KHUT'Y M3 IIMCbMA IIpU €ero 1npocmorTpe

B O06sacTU YTeHus WU B HOBOU BKJIAIKE.
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EC/IH IIpY CO3/IaHMKM KOHTAKTa I0JIb30BaTellb HaXMeT KHONKy X wii OTMeHa Ha ¢opme
CO3/1aHUSI KOHTAKTa, IIeJIKHET MBIIIbIO B JII060e MecTo B KOHTaKTaX, HaxoAslleecs 3a IpefeslaMu
$bOpMBI CO3[1aHMsl KOHTAKTa, WM IONbITAETCS 3aKPBITh BKJIA/IKy (OKHO) Beb-Opay3epa, B KOTOPOH
CO3/1aeTcsl KOHTAKT, Ha 3KpaH OyIeT BbIBe[leHO IpeAylpex/eHHe O HaJW4Md HeCOXPaHeHHBIX

U3MEeHEeHHH, Tpe6yIOLuee noATBEpXaeHne IeUCTBUS.

4.2.3 PejakTHpoBaHue KOHTaKTa

PEHaKTI/IpOBaHI/Ie KOHTAKTa BO3MO>XHO TOJIBKO B aHPECHOﬁ kuure JInumeie u dJIpeCHBbIX

KHUTaX/TPYIINax, CO3JJaHHbIX MI0JIb30BaTEJIEM.
YTobObl OTpPelakTUPOBATh KOHTAKT, HEOOXOIMMO HaXKaThb HAa HEro JIeBOW KJIABHIIIEeN MBIIIIH.
B npaBoii yactTu okHa 0TOOpasuTCcs BCs UMeloiascs uHbopMarusi 0 KoHTakTe. [lanee criemyer

-
HaxaTb 3 (Eme) u BeiOpaTh koManny PemakTupoBars. BHecTr TpeOyemble M3MeHeHUs] U HaXaThb

KHOIIKY COXpaHUTB.

EciM mpy peNakTHPOBAaHWM KOHTAKTA IONb30BAaTeb HAXKMET KHONKY & wwimi OTMeHa
B OKHE KOHTAKTa, IeJIKHET MBIIIBIO B JII000e MeCcTo 3a IpejielaMu OKHAa KOHTAKTa WK MOMbITAeTCs
3aKpbITh BKJIANKy (OKHO) BeO-Opay3epa, B KOTOPOM peJlaKTUPYyeTCs KOHTAKT, HAa 3KpaH Oyjer
BbIBEJIEHO TpeAyIpeXxaeHue 0 HaJIuYhh HecoXpaHeHHBbIX U3MeHeHUH, Tpelyroliee MOATBepXKIeHHe

IeVCTBUS.

4.2.4 ITouck KoHTaKTa

B xax/o# 13 afipeCcHbIX KHUT eCTh [TOUCK 10 CIUCKY. UTOOBI HATU HEOOXOAUMBIA KOHTAKT,

clesiyer:

1. BoiTH B manky, B KOTOPOM HaXOJUTCS KOHTAKT.

2. HaxaTb KHOTIKY Q, PacroJIoXKeHHYIO B 3aT0JIOBKe CITMCKAa KOHTAKTOB B paboueit
obsactu. B 3aronoBke 1MosSIBUTCS CTPOKA MTOUCKA.

3. BBectu 3amnpoc [ijis rnomcka.

PEBYJIbTaTbI ITIOMCKA dBTOMATHU4YeCKH BBIBOOATCA B CIIMCKe KOHTAKTOB B pa6oqe171 obmacTu.

YTo0OhI 3dKPbITb CTPOKY IIOHUCKA, HEO6XOI[I/IMO HAXAaTb KHOIIKY )( .
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,HJ'I?I YTOYHEHU KpUTepHeB IIOMCKA B aHPECHOﬁ KHUre KOpHOpaTI/IBHbIe u JInuHble cilenyer

"l ~
HaXkaTb KHOTKY -o— (PaciimpeHHBIN IMOHCK), pacIlOIOXKEHHYIO CIIpaBa OT KHOIIKU ITOMCKa, Iocie
yero OyIOyT OTKPBITHI AOINOJHUTENbHbIEe MOJsl BBojAa umHbopmaruu: I'opox, Otaen, lokHOCTSD.

Hanee cnenyeT BBeCTH HeOOXOOUMble KpUTePUM U HaXkaTb KHONKY Ilomck. /Iy 3aKpbITHSI NTaHe u

PaCIIMpEeHHOI'0 IIOMCKAd HAa’KaThb KHOIIKY o

4.2.5 Yaanenve KOHTaKTa

YTo6b!I yIaIUTh KOHTAKT, HEOOXOAUMO CAieJIaTh Cllefytolllee:

1. IlepeiiTyi B HEOOXOOUMYIO a/IpECHYIO KHUTY.

2. BbimenuTh KOHTAKT B pabouei 06J1acTy.

L]
L] o
3. Haxatp kHoniky * (Emie), pacnosioxkeHHYy10 Ha O0KOBOM IMaHeJId WK Ha TaHeIn

WHCTPYMEHTOB, U BbIOpaTh koMaHAy Y maiauTh (PrucyHok 61).

a user
auser@blue.myoffice-app.ru

OTtnpaeuTh CospaTh A .
] i Ewé
coobleHne cobbiTHe
[OoGaeuTb B rpynny
CBeaenms o mecte pabotel
e0aKTHUpOBaATh

PaBoumii E-mail O6LeAMHUTL C APYTMM KOHTaKTOM
auser@blue.myoffice-app.ru OKCNOPTHPOBATE

OTnpaBuTs BNOXEHWEM

Yoanute

Pucynok 61 - Yanenue koHTakTa

y,[[aJII/ITb MOKHO TOJIBKO TOT KOHTAKT, KOTOprfI Bbl CO3dJIM paHee CaMHU. KonTakTel u3

rpynnsl KopnopaTuBHbIe He MOTYT OBITh y/lajleHbl.
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4.2.6 Co3naHue NuCcbMa, afpeCOBAHHOI0 KOHTAKTY

Yr1o0BI HaMCaTh THCHEMO KOHTAKTY, HeO6XOI[I/IMO BBIIIOJIHUTD Cliegyroniye JEerCTBUS:

1. BoibpaTh Ha IaHeM HaBUTraIlMK a/IpeCHYIO0 KHUTY (TPYIIITy KOHTaKTOB).
2. BbibpaTh HeOOXOAUMBIN KOHTAKT B paboveil 06s1aCcTH, HaXKaB Ha ero aBaTap JieBoH

KJIaBUIIIe MBIIIIH.

3. Haxxatb kHonky =0 (OTHpaBHTH HHCBMO), PACIIOJNIOKEHHYIO Ha [TaHeld MHCTPYMeHTOB,

HJIK KHOIIKY OTHpaBI/ITB IIAUCBbMO, PACIIOJIOKEHHYIO Hd OOKOBOM ITAaHEJIH.

B HOBOMI BKJIaJIKe Be6-6pay3epa OTKPOETCA OKHO CO3/1dHHA HOBOT'O IMTMCbMd, B KOTOPOM B

nojsie Komy yxe OyjieT nojictaBieH HeOOXOAMMBIH 3JIEKTPOHHBIN ajipec.

HaJ’[bHeﬁHlHe JIeMCTBHUS 0 CO3[JaHUI0 MHUChbMa OCyHIeCTBJIIIOTCA B IIOpsAKe, IIpUBEJEeHHOM B

pasnesie Co31aTh HOBOE MHUCHMO.

4.2.7 Co3maHue BCTpeuny C KOHTaKTOM

Y0681 CO31aTb BCTpPe4Yy C KOHTAKTOM, H€O6XO)II/IMO BBITIIOJIHUTG ClieJyronire JerCTBUS:

1. BribpaTh Ha NaHeIM HaBUTallMU a/IpeCHYIO0 KHUTY.
2. BpiOpaTh 0JIMH WJIM HECKOJIbKO KOHTAKTOB B CIIMCKe B paboueit 06J1acTH, Ha)kaB Ha ero

aBaTap JIeBOM KJIABUIIIEHU MBI,

3. HaxaTp KHOIIKY [ (Co3maTth codbITHE), pAaCIONIOXKeHHYI0 Ha ITaHeJIM HUHCTPYMEeHTOB,
WU KHOTIKY O (Co3maTth cobBITHE), PACIIOIOXKEHHYIO0 Ha OOKOBOM MTaHEeIH.

B HoBo#M Bkianke BeG-Opaysepa oTkpoeTcs npwioxenne «MoiOduc Kamenmaps» c

OTKPBLITBIM OKHOM CO3IdHHA CO6bITI/I$[, B KOTOPOM B Kd4ieCTBe YYdCTHHKOB YyiXKe 6y,JIYT YKa3dHbI

KOHTAKThI, BbIOpaHHbIe B priiokeHUH « MoiiOduc KoHTakThD.

4.2.8 DxcriopT/IMIIopT KOHTAKTOB

HJ’I}I SKCIIOpTa KOHTA4KTOB (381" PY3KHU Ha CTaLII/IOHapHHﬁ WIA BHEIIHWHA HOCHUTeJIb Ha

YCTPOMCTBe I0JIb30BaTesisl) cileflyeT BbIOpaThb HYXHBIA KOHTAKT/HECKOJIbKO KOHTAKTOB, Jdajiee
HaxaTh kHONKy 3 (Eme), pacrosoxeHHyl0o Ha GOKOBOM IaHeIM WM Ha HaHeJId UHCTPYMEeHTOB, U

BbIOpaTh U3 paCKphIBAIOIIErocs CIUCKa KOMaHly OKCIOPTUPOBATh.
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daiin1 koHTakTa B popmarte .vCard OyzmeT coxpaHeH B Iallke 3arpy30K, YCTaHOBJIEHHOM Ha

YCTPOMCTBe M0JIb30BaTeJIsl 10 YMOJTYaHHUIO.

,HJ'I?I TOr0 YTOOBI UMIIOPTHUPOBATL KOHTAKTBI, HY’>KHO HABECTHU KYPCOP MBI Hd Hd3BaHHUe

a/ipeCHOM KHUTY Ha IaHeJId HaBUTalluM U HaXkaTb Ha OTOOPa3UBILIYIOCS PSJIOM C Ha3BaHHeM KHOIIKY
4+ (Ummopr xowrakToB). BHIOpaTh (aiil WIM IepeTaliuThb ero MBIIILI0 B OTKpHIBIIEeCS Ha

9KpaHe OKHO, 110CJIe Yero HaXkaTh KHONKY AMmopTHpoBaTh.

4.2.9 IlepecbliKka KOHTaKTa

Jlyist Toro 4Tto06B! MepeciiaTh KOHTAKT APYTrOMY IOJIb30BaTello, CiieflyeT BbIOPAaTh HY>KHbIN

KOHTaKT B aJjpeCHOI KHWTe, HaXkaTb KHonky & (Emie), pacrosoxeHHy0 Ha 60KOBOI NaHeIu Win

L]
Ha IIaHeJIM WHCTPYMEHTOB, W BBbIOpaThb M3 pPACKpbIBAIOLIErocs CHucka KomauHay OTnpaBUTH

BJIOZKEHHEM.

B pesynbraTe BBINIOJIHEHUS! Ollepalli B HOBOM BKJIaike BeO-Opay3epa OTKpoOeTCsi HOBOe

IMMCBbMO C IIpUKpelIeHHbIM ¢aﬁn0M KOHTAKTa B q)OpMaTe .vct. HHHBHEﬁMHe IEeUCTBUS 110 CO30aHUIO

IMMCbMad OCYIIEeCTBJIAIOTCA B IIOPAJKe, IIpMBeJeHHOM B pa3fiejie COS)IHTB HOBOe€ ITMCBbMO.

4.2.10 O0beaquHeHNe KOHTAKTOB

Il oObenvHeHHsT KapTO4eK HEeCKOJIbKMX KOHTAKTOB B OJIHY HEOOXOJWMO BBIMIOJIHUTh
Clleyrolue JerCTBUS:
1. BoibpaTh 0fH WK HECKOJIBKO KOHTAKTOB, KOTOPBIE ClieflyeT 00beIUHUTD.

2. Haxatb kHonky 3 (Emie) Ha IaHeId MHCTPYMEHTOB ¥ BLIGpaTh KoMaHly O6belHHHTS;

L]
L] v
3. Haxatp kHoniky : (Emie) Ha nmaHenu fetanei KOHTaKTa M BBIOPAaTb KOMaHLY

O0BeAHUTH C APYTHM KOHTAKTOM.
4. B oTkpbIBIIeMcsl OkHe B 110j1e Jlo0aBUTH JaHHBIe K KOHTAKTY yKa3aTb KOHTaKT, B

KapTO4Ke KOTOpOro ciienyetr Oﬁ’bEHI/IHI/ITI: JaHHBbIe U3 BbI6paHHbIX KOHTAKTOB.

5. Haxatp kHonKky COXpaHUTB.

4.3 Pabora c rpynmaMu KOHTaKTOB

KonrakTbl MOTYyT OBITH O6’be,[II/IHEHI)I B I'PYIIIHI 110 KaKOMy-J'II/I6O IIpU3HAKY.
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ITo YMOJI9YaHUIO CO30dHBI TPU I'PYIIIIBLL:

— JInuHble — B rpyIily aBTOMaTU4eCKH M10NaJaloT BPYYHYIO CO3[jaHHble KOHTAKTH;

— KopnopaTuBHBIe — B IpyIile HAXOJSATCS KOHTAKTHI BallIUX KOJIJIer, TO eCThb TeX JIFofel,
KOTOpPbIe UMeIOT B CBOMX 3JIEKTPOHHBIX ajipecax TOT ke JIOMeH, 4TO Y Ballla II04Ta, JIOMeH
Ballleii koMnanuy (Hanpumep, @office, @company u T.11.);

— I'pyninibl paccbuiok — copMypOBaHHbIe TPYIIIBI KOHTAKTOB, HA KOTOPbIEe MOXKHO

COBepHIATb PACCBUIKHA ITHUCEM.

4.3.1 Co3maHne HOBOM IpynnbI

YTo0OBI CO31aThb HOBYIO I'PYIIITY, H606X0)11/IMO BBIIIOJIHUTD Clieyronjre IEeUCTBUS:

1. HaxaTpb kHOIKY HOBBIM KOHTAKT, PaClOJIOXKEeHHYIO Ha TTaHeJId HaBUTAllUuK, U B
BBITIA/1al011leM MeHI0 BhibpaTh koMaHy Co3aTh HOBYIO IPYIIITy.

2. B otkpuoiBiiemcst okHe (PucyHok 62) BEIOpaTh MECTO COXpaHeHHs IPYIIIbI (YIETHYIO
3aIuCh).

3. BBecTu Ha3BaHHWe TPYIIIIHI.

4. Yxa3zaTh y4aCTHUKOB I'PyMIbl. MOXXHO BCTaBUTh CIIUCOK aJIpeCcoB, KOTOPbIM ObUT

CKOIIMPOBaH B 6ydep oOMeHa Ipy IPOCMOTpe MUChbMa, COOBITUS UK IPYIIIIbI KOHTAKTOB

5. Haxxatp kHOnKy COXpaHHTh.

CosmanHas rpynma HOSBUTCS B chucke B Omoke Mou rpymmbl. Bce mnocienyromue

COo3/laBaeMble IPYIIIbI TakXXe Oy1yT 0TOOpaXkeHbl B 3TOM OJIOKe.
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Hoeaa rpynna *

MecTo coxpaHeHHA rpynnel

fUETHEA FENMCE *

a_smirnovi@mailoffice-app.ru -

DanHbie
Hazeauue rpynne

Smirnov's
YiacTHHMKH

i = - s .
Elena Smimova |

=]

Pucynok 62 - Co3zianve rpymniisl

Ec/M NPy CO3JaHMM HOBOH TPYIIIBI IIOJIb30BAaTeIb HaXMeT KHONKy XX w1 OTMeHa Ha
dbopMe co3maHMs TPYMIbI, IIEJIKHET MBIINIBI0 B JIIO00E MEecTo B KOHTAKTaX, HAXOAsIeecs 3a
npesiesiaMu GOPMBI CO3/IaHUSI TPYIIIbI, WIKM TONbITAeTCsl 3aKPbITh BKIIAJIKY (OKHO) BeO-Opaysepa, B
KOTOPOM CO3/[aeTcss TpyIIla, Ha O3KpaH OyleT BBbIBEJEHO TpeAyIlpexaeHue O HaJIuIuu

HeCOXpaHeHHbIX M3MeHeHUH, TpeOyolllee MTO/ITBepXX/IeH e JeHCTBUSL.

4.3.2 JlobaByieHHe KOHTAKTOB B IPYIITy

B cosnannyto rpynmy MoXHO T06aBUTh KOHTAKTHI. [[Jis 3TOr0 Heo6xoaumo:

1. IlepeiiTy B aJipeCHyI0 KHUT'Y, KOHTAKTbI U3 KOTOPOH TpebyeTcs 406aBUTH B TPYIIY.
2. BpibpaTh KOHTAKT/HECKOJIbKO KOHTAKTOB B pabodeii 06J1aCTH, HaXkaB Ha UX aBaTaphbl.
3. BobInonHUTE KOMaHAY 100aBIeHUsI KOHTAKTOB OJJHUM K3 CJIeJlyIOIUX CII0CODO0B:
— Haxath kHonky B3 (Jlo6aBHTE B rpymmy) Ha TaHeN M MHCTPYMEHTOB;
- [
— HaxaTb KHOnKy ¢ (Emre) Ha 60xoBo¥ naHesnu U BbIOpaTh koMaHy Jlo0aBHTH B
rpymnimy.

4. B OTKpBIBIIEMCsI OKHe BBIOpPAaTh MECTO COXPAHeHHsI TPYIIIb! (YIETHYIO 3alKCh), HAa3BaHUS
TPYIII, 33J1aTh CIIUCOK y4aCTHUKOB (PrcyHok 63).

5. Haxatp kHOnKy COXpaHHTh.
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[o6aeutb B gpyryio rpynny X

MecTo coxXpaHeHua rpynnbl

YUETHEA 3aNHCE *

elena.smirnova@lime.myoffice-apporu -

HazeaHua rpynn

Haw otgen -

YyacTHHUKK

Elena.smirnova Elena.smirnova

Pucynok 63 - JlobaBiieHre KOHTaKTa B IpyTr'yIo IPyIITy

HpI/I YyCIiemHoM [{068BH€HI/II/I KOHTAKTOB B YKd3dHHbIe TPYIIIIbI Hd OJKpaHe

OTO6pa3I/ITCH COO6H.[€HI/I€ «KoHTakT YycCIiemHoO )106aBJ'IEH».

Jli1s mobaBiieHusl KOHTAaKTOB O/THOM TPYIIIBI K KOHTAKTaM JPyroi HeoOXoqumo:

1.
2.

[Tepeiitu B 6510k Mou rpynmsl.
BriienuTe rpyIny, KOHTaKThl KOTOPOM He06X0/IMMO 106aBUTh B IPYTYIO TPYIIITY, B

paboueii 06J1aCTH.

. Haxatn knonky 3 (Emre) Ha 60K0BOM IaHesn ¥ BLIGpaTh KoMaHay Jl06aBHTH B

rpynimy.

. B oTkpbIBIIeMcst 0OkHe BbIOpaTh MeCTO COXpaHeHHs I'pynibl (YIETHYIO 3allliCh), Ha3BaHUS

I'py1Il, 3a4daTh CIIMCOK YYaCTHHUKOB.

. Haxxatb kHonKy COXpaHHUTB.

HpI/I ycCliemHOM ,[[06aBJ'IeHI/II/I KOHTAKTOB BbIGpaHHDI:I I'PYIIIbI B YKd3dHHbIE I'PYIIIIBI Hd 9KpaHe

oTtobpasurcs coobiienre « KoHTaKT ycrienHo fo6aBieny.
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4.3.3 YpaneHue KOHTAaKTOB U3 IPyNIIbI

Yrobbl ynamuTh KaKOH-IMOO KOHTAKT U3 Tpynnbl B Ojoke Mom rpynmbl, HeoOX0IUMO
BBITIOJIHUTD CJIeJ1yIOIIHe JIeHCTBUS:
1. B paboueii o6sacTi BBIOpPATh FPYNITY, KOHTAKThl KOTOPOW HEOOXOMMO OTPeJJaKTHUPOBATh.

2. Haxarp kHonky @ (Emie) Ha 60K0BO# naHe M U BHIOpaTh KoMaHay PelakTupoBars.

3. B orkpeiBiieMcs okHe PemakTipoBanue rpynnsl (PrucyHok 64) HakaTh KHOTIKY X

p4aaoMm C uMeHeM KOHTAKTa4d, KOTOprﬁ H806XO)II/IMO YAQJIUTh.

4. HaxaTb kHOTIKY COXpaHHTh.

PepakTupoBaHuWe Fpynnbl X

MecTo coxpaHeHHa rpynnbl

YyeTHan sanuck * -

DaHHble

HaseaHwe rpynnsi

11

YuacTHMKK

@ Aleksandr Evmenoy aleksey newdomain = o Alexandr Smirnov =

Pucynok 64 — PefjaktipoBaHye TpyIIIbI

[Tocne ypaseHrss KOHTaKT IOMNajaeT B OOIIMI CIMCOK KOHTAKTOB, B a/IpeCHYIO KHUTY, B
KOTOPOWM HaxXOJIWICS W3HAYaJbHO (BCe CO3/laHHble BPYYHYIO KOHTAKThl HAXOISATCS B TpyIIe

JInunebrle.

4.3.4 Co3naHue NucbMa, aipecoOBaHHOrO rpyIie

Yr1o0bbI HAaIIMCATh MHCHEMO Y4aCTHHKaM OJJHOM T'pYIIIIbI, H606XOIII/IMO BBITIOJIHWUTE ClleAyroiiye

IeVCTBUS:
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1. BribpaTh Ha aHeM HaBUrallMy a/IpeCHYIO0 KHUTY.

2. BoeimenuTh HEOOXOIMMYIO TPYNITy B pabodeit 06/1acTH.

3. Haxartb kHonky &0 OTmpaBuTBL CO06IIeHHe, PACIOIOKEeHHYIO0 Ha GOKOBOM aHeHu.

Yrobbl HamMcCaTh MKHCHMO YYaCTHUKAM HECKOJIbKMX TPYII, HEeoO0XOAMUMO BBIIOIHUTh
Cllefyrolue qerCcTBUS:

1. BeiOpaTh Ha TaHe M HABUTAITUH aJIPECHYIO KHUTY.
2. BpibpaTe HeoOXoaMMBIe TPYIIILI B pabouel 06/1acTy, Ha)kaB Ha MX aBaTaphbl JIeBOW

KJIaBUIIIEH MBIIIIH.

3. Haxartb kHonky &2 (OTnpaBHTH MHCBHMO), PACIIOIOXKEHHYIO Ha aHeId MHCTPYMeHTOB,

WIM KHOIIKY =0 OTnpaBUThL MHCHMO, PACIIOIOKEeHHYIO Ha H0KOBOM HaHeJI!.

OTnpaBuTh NKMCbMa B TPYMITy PacChUIKA MOT'YT BHYTPeHHHe U BHeIIHWe T0JIb30BaTesu (eciu
aJIMAHHACTPATOPOM IIPU HACTPOMKe T'PYIIbl PACCHUIKU He 3aripellleHa JOCTaBKAa B Hee IHCeM C

BHEIITHUX a/IPeCOB).

B HoBoOW Bkilajike BeO-Opaysepa OTKpPOeTCsS OKHO CO3/laHHs HOBOT'O IIMCbMa, B KOTOPOM B
nosile Komy yxe OyayT mojcTraBieHbl Bce HeoOXOJuMble 3JIeKTPOHHBIe ajpeca. [lanbHeiiiive
JIeVICTBUS 10 CO3[IaHHMIO NHCbMAa OCYIIECTBIISIFOTCS B IOPsJIKe, IpUBelleHHOM B paspesie Co3parthb

HOBOe€ ITMCBMO.

4.3.5 Co3maHue BCTpPeYH C rPynmomn

YToOBI CO31aThb BCTpe4dy C OJTHOU T pynnoﬁ KOHTAKTOB, HeOGXO)II/IMO BBITIOJIHUTH ClIeAyroiiye

IeVCTBUS:

1. BribpaTh Ha NaHeIM HaBUTrallMy a/IpeCHY0 KHUTY.

2. BbinenuTh HeoOXoAUMYIO Ipynny B pabodeii 06acTu.
3. Haxars kHonky [ Co3pgaTe coObITHE, PACIIONOXEHHYIO Ha GOKOBOI TTAHEJIH.
YTo6BI CO3/1aTh BCTPEUy C HECKOJIbKUMHU I'PYIIIaMU KOHTAKTOB, HEOOXO/IUMO:

1. BribpaTh Ha aHeIM HaBUrallMy a/IpeCHYI0 KHUTY.
2. BpibpaTh HeoOX0oAMMBIe TPYTIIILI B paboyelt 06/1acTH, HA’kaB HA MX aBaTaphbl JIeBOU

KJIaBUIIIe MBIIIH.

3. HaxkaTb KHOTIKY | (Co3maTh coOBITHE), PACIIOIOXKEHHYIO Ha TTaHeJIM HHCTPYMEHTOB,

HJIK KHOIIKY E COBHHTB COﬁI)ITI/Ie, PAacCIIOJIO)KeHHYIO Ha OOKOBOM ITAHEJIH.
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B HoBoI1 Bknanke BeG-Opaysepa oTkpoercsi pasgen «MonOduc KaneHnapb» € OTKpBITBIM

OKHOM CO3JIaHUSl COOBITHS, B KOTOPOM B KadeCTBe YYaCTHUKOB Ye OyayT yKa3aHbl TPyIIIbl

KOHTAaKTOB, BbIOpaHHbIe B pa3jierie «MoiOduc KoHTakTb».

4.3.6 Ilepecpuika rpynmbl

Jlnst Toro 4ToOBI TMepeciiaTh BCe KOHTAKThl TPYNIbl APYroMYy I10JIb30BaTellto, CleayeT
BBIIEJIUTHL HeO6XOIUMYIO TPyNIy B pabodeii o6acTy, HaxaTh kHOnKy :  (Emie), pacronoxeHHyo

Ha OOKOBOM IIaHeJIHu, U BbI6paTb U3 PACKPBIBAIOIIEroCyd CIIMCKA KOMaHY OTIIpaBPITb BJIOZKEHHEeM.

B pesysnbraTe BBINIOJIHEHUSI Ollepallii B HOBOM BKJIajike BeO-Opay3epa OTKpoOeTCsi HOBOe

IIMCHhMO C IIPUKPeIUIeHHBIM ¢aiiyioM Ipymiibl KOHTAaKTOB B popmare .vcf.

4.3.7 KonupoBaHue CIIHCKA YY4aCTHUKOB I'PyINbI

Yrobsl ckomnupoBaTh B Oydep obMeHa CIIMCOK ajpecoB 3JIEKTPOHHOM IOYTHI YYaCTHUKOB
TPYyMIIbI, CllefyerT:
1. BoibpaTe Ha IIaHesim HaBHTaIUM a/IpECHYIO0 KHUTY.

2. BbinenuTh He0OXOAUMYIO IPyIITy KOHTaKTOB B Paboueli obnacTw.

k
3. Haxatb KHOIIKY E'l, PAaCIIOJIO’KEHHYIO CIIPdBd OT 3aIr'0JIOBKd Yyactauku B OOsacTu
gTeHus. HpI/I YCIIeIIHOM  KOIIMPOBAHHKM IIOSIBUTCA  BCILIbIBaloIliee COO6H.I€HI/Ie

(Pucynok 65):

@ Anpeca 3NeKTPOHHOW NMOYTbl CKONMUPOBaHbl X

Pucynok 65 — Coob11ieHre 0 KOTMPOBAaHUM a/IpeCOB

CkomnupoBaHHbI B Oydep obMeHa CIHMCOK aJpecoB MOXHO HCIOJb30BaTh, HAlpUMep, MpHU

CO3JaHUM HOBOT'O NKCHbMA, COOBITHS WU B IPYT'OM IIPHIIOXKEHUH.

4.3.8 DxcnopT rpynnsl

HJ’I}I SKCIIOpTa I'pymIibl KOHTAKTOB (SHFPYBKI/I Ha CTaHHOHaprIﬁ WA BHEIIHWW HOCHUTEeJIb Ha

YCTPOMCTBe 10JIb30BaTeisl) CiieflyeT BbIAeJUTh HeobXoIuMyto Ipyniy B pabodeil o6sacTy, HaXaTb
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kuonky @ (Emre), pacnosoxeHHyIo Ha 60KOBOM IaHeIM, U BLIOPATh U3 PaCKPBIBAIOIIErocs CIMCKaA

KOMaH/ly OKCHOPTHPOBATh.

@aiin rpynnbl KOHTakToB B ¢opmare .vCard Oyner coxpaHeH B Ilallke 3arpysok,

YCTAaHOBJIEHHOM Ha YCTPOMCTBE M0JIb30BaTelIs 110 YMOJIYaHUIO.

4.3.9 Y majneHue rpynmbl

YToOBI YAAJIUTb I'PYIIIY KOHTAKTOB, HEO6XOI[I/IMO BBITIOJIHUTH ClieJyronjre JeUCTBUS:

1. IlepeiiTy B HEOOXOOUMYIO aJIpECHYIO KHUTY .

2. BrpienuTh Heo6X0AMMYyIO Ipyny B pabodeii 06s1acTh.

3. HaxaTp KHOIIKY : (Emxe), pacrniosioxeHHY!0 Ha OOKOBOM ITaHeJId WM Ha [aHelIn
VHCTPYMEHTOB, ¥ BbIOpPAaTh KOMaHAY Y AAJIHNTh.

4. TlomTBepAnTh HEOOXOJUMOCTD YIaJIeH!s, HA)kaB KHOIIKY Y /XQJIUTh B OTKPBIBIIEMCS

JAHWaJIOrOBOM OKHe.

y,[[aJ'II/ITb MOZKHO TOJIBKO Ty I'pYIIIly, KOTOPYIO Bbl CO3[4dJ/I1 paHee CaMU.

4.4 PabGora c pecypcamu

Paznien Pecypchl cofepXXUT KOHTaKThl I1€PeroBOPHBIX KOMHAT (TPYIII IeperoBOPHBIX
KOMHAT) Y 3aI10JIHSeTCsl a]MUHUCTPAaTOPOM.

4.4.1 bpoHnpoBaHHe NeperoBOPHO KOMHAThHI

[leperoBopHasi kKOMHaTa MOXKeT ObITh 3a0pOHMPOBaHA B MPOIECCe CO3/IaHUs/pelaKTUPOBAHUS

COOBITHS UJIK U3 CITMCKA IeperoBOpPHbIX KOMHAT B 0J10Ke PECYPCI)I.

Y1066l 3a0pOHHUPOBATH ITeperoBOPHYI0 KOMHATy B 6i10ke Pecypchl, He06X0IMMO BBIIOJIHUTh

Cllefyrolue qeiCTBUS:

1. BriOpaTh Ha aHe M HAaBUTAITUM aJIpeCHYI0 KHUTY B Oj10ke Pecypchl.
2. BobiOpaTh OJIMH MM HECKOJIBKO PeCypCcoB B CIIMCKe B pabodeii 001acTH, HAXKaB Ha ero

aBaTap JIeBOM KJIABUIIIEU MBIIIIHN.

3. HaxaTp KHOIIKY ] (3a0poHnpoBaTh), pacroyiokeHHYI0 Ha HOKOBOM MMaHesH.
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B HoBoI1 Bknanke BeG-Opaysepa oTkpoercsi pasgen «MonOduc KaneHnapb» € OTKpBITBIM

OKHOM CO3/1aHMs CcOObITHS, B KOTOpoM Ha BKiIaake IlmaHupoBmMK yxe OyleT YykasaH

HeoOXOJMMBIN COCTaB PeCypcoB, BbIOpaHHBIX B pazfiesie «MonOduc KoHTakTb.
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5 «<MOMOPUC KAJIEHIAPH»

5.1 O630p unTepdeiica

Crpannna pasgena «MoiiOduc Kanenmape» wHMeeT crefyiole OCHOBHBle 00JacTv
(Pucynok 66):

ITanenb HaBUTraUu.

Ilanens MHCTPYMEHTOB.

1.
2.
3. Pabouyas obsacTh.
4.

MeHnro IIepekJIl04YeHrs pda3[1eJI0B (OI[I/IHaKOBOE OJil BCeX Ppa3feiioB BE6-HpI/IJ'IO)KEHI/IH

«MoitOduc [Touray).
Manenb HaBurauuu MaHens WHCTPYMEHTOB
| |
4 Kanenn*)b - | 4 > 27-3 pexa6pa 48 wepenn | Ceropxa b Hepena - C ¥ Q =
nu,27 BT,28 €p.29 ur,30 nr, 1 6,2 8,3

Hogoe cobbiTue

< Aekabpe 2023 1. >

7 28 2 30 € 2 3 00
4 5 6 7 &8 9 10
1 12 13 14 15 16 17 L1000
18 19 20 1 22 23 24

25 26 27 28 29 30 31

00
Pa6ouyan o6nacTtb
Mou kanexgapn + L1.1:40]
alexandr.smirnov alexandr.s... T 1200
~
alexandr.smimov@lime.myoffice
(¥ AnexcaHap CMHpHOB
[J Moii kaneHpape L0
elena.smirnova elena.smirn...
elena,. smirnova@lime myoffice-a.. 1400
[ elenasmimova elena.smimova
[J Hoewii kanenpape
1500
DocTynsbie MHe +
O twiw tw@lime.myoffice-app.ru
1600

[ elenasmimnova elena.smimova e

= 0o o E’BR’.

=
=)
a

MeHio nepeknoYeHUa pasaenoe

Pucynok 66 — UaTepdeiic paznena Kanennapb

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'Wy, 2013-2024 102



MounOdunc

B Cceb4:

5.1.1 Ilanens HaBUraUHU

Ha ITanenn HaBHUTI'dIIMH PACIIOJIOXKEHbI CJIeAYIolre 3JIeMeHTbL HHTepq)eﬁCai

. Knomnxka |4 KaneHaapb ~ (Memnio npuioxkenuii) — MeHIO BHIGOpa APYTHX

HpHJ’IO)KeHI/II‘/II WK CO3daHHe HOBOI'O ITMCbMd. HpI/I Ha>XaTHWHW KHOIIKW OTKPbIBAETCA MEeHIO

nepexojia K IpyTUM MPUJI0XKEeHUSIM:

— TJ1IaBHOM HaBUranuoHHoU ctpanuiie [10 MoiOduc;

— «MouOduc [Touray;

— «MoutOduc Kanengapby;

— «MoiOduc KonTtaktbiy;

— «MoiOduc JlokymeHTbl» (onHrcaHue pabOThHI C IPUTIOKEHUeM MPUBEeJIeHO B JJOKyMeHTe

«MoitOduc [lokymenTsl. Be6-unrepdetic. PykoBoacTBo mosib3oBaTesis»);

— HDOC])I/IJ'[I-O I10JIb30BdTeJId (ﬂpﬂbIK rmepexoaad K HpO(l)I/IJ'[IO II0JIL30BATEeJII MOXKEeT OBITh
OTK/IFOYeH CHMCTeMHBbIM aJIMI/IHI/ICTpaTOPOM);
— CTOpPOHHUM IIPUJIOXXKEeHUAM, eCJIM OHH OBLIH JobaByeHbl Ha TJIaBHYIO HABUT'dITMOHHYIO

CTpaHUITY.

. Knomka — OTKPbIBA€T OKHO CO3dHHA HOBOI'O COOBITHS.

3. Kanengapb, B KOTOPOM OTMeueHa JiaTa CerofHSIIHero JHs.

. bnox Momu KaJIeH[IapHa — COAEPXUT KaJIeHIdPH I10JIb30BdTeJId: KaJIeHIdpPb OCHOBHOI'O

aKKayHTa, a TaKXKe KaJleHJIapHy MOJKIII0YeHHbIX aKKayHTOB (rmogpobHee cM. [IpocMoTpeThb

KaJIeHJ1aph).

. briok JTocTynmHbIe MHe — COJIepXXUT KaJjleHAapy KOJIjIer, K KOTOPBIM I10JIb30BaTesI0 ObLI

MIpe/IoCTaBIleH OCTyM (1oapobHee cM. [IpocMOTpeTh KajieHaaph).

B awxnel yactu IlaHesim HaBUramuu pacnoyiokeHo MeH10 nepeKjIl4eHus: pa3iesioB.

5.1.2 IlaHeyib HHCTPYMEHTOB

[Tanens HWHCTPYMEHTOB IIpeIHa3Ha4YeHd OJid pa6OTbI C BI:»I6paHHI:»IM KaJ/leH/lapeM U BKJII04YaeT

. Knonku INepemeleHuvs 1o BPEMEHHOﬁ IIKaJie <? . [ITlarom IepemMelleHus ABJIgeTCAa

BbIOpaHHas eIMHUIIA BpeMeHH.

. BpemenHol nHTepBaJ, Ha KOTOPBIY ceifyac 0TOOpaXkaeTcsl KajeHAaph:

— narta B popmare «mecst 1, I'TTT», eciii B kauecTBe eIMHUITBI BpeMeHU BbIOpaH JieHb;
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— AaThl Havyasa ¥ okoH4YaHus B dopmare «mecst I, ['TTT — mecan I, ['TTT», eciu B
KaueCcTBe e/IMHUITbI BpeMeHU BblOpaHa Hefless;
— Ha3BaHMe Mecs1ia B popmate «mecsi] ['T'TTy, ecniu B kauecTBe eIMHUIBI BpeMEeHU

BbIOpaH MecsiIl.

3. Kunomnka CeroaHsi — Bo3BpallleHVe B TeKYIIUN JeHb/He/lelt0/MecsII;

4, Knomka BbIOOpa eqUHUITEI BpeMeHH Jijist oToOpakeHus: B Paboueii odiacTu:

— Ilenn — oToOpakeHrie BpeMeHHOW CEeTKY Ha OJIUH JIeHb;
— Hepens (ycTaHOBJIEHa IO YMOJTYAHUIO) — OTOOpaXkeHHe KajleHaps Ha HeJlellio;

— Mecs — otoOpakeHre KajleH1apsi Ha MeCsI;

5. Knonka (C' (O6HOBHTB) — 06HOB/IeHMe KaleH/apsi BpY4YHYIO;

6. Kuorka Yy (Puastp) — oTobpakenre cobbituii B Paboueii 06s1acTu B 3aBUCUMOCTH OT

OTBETa, OTIIPABJIEHHOT'O Ha mpurJamieHue. OTKPBITHE IOMOJIHUTEILHOTO MEeHI0, B KOTOPOM
MO>XHO BBIOPATh OJIMH JIMO0O HECKOJIbKO U3 MPeJJI0’KeHHbIX BAPDUAHTOB:

— OTKJIOHeHHEIe;

— Ilox Bompocowm;

— Ilpunsrbie;

— Oxwmparonye OTBeTa;

— OpraHu3oBaHHbIE MHOH.

7. Kuonka Q (ITouck) — norck cOOBITUM B KaJleHAape;

-
8. Knonka *~ (3amaum) — otkpbiTie [anenu 3agay. [TaHesns 3agad COMEPIKUT CITMCOK

3aj1a4 1osb3oBateis, co3fnadHbix UM B [10 MoiOduc wiy B CTOpOHHUX NPUIIOXKEHUSIX,

CHHXPOHU3UPOBaHHBIX C «MonOduc Kanenmgapby.

5.1.3 Pabouas o0s1acTh

Pabouas obnacte mpencraBisieT coO0M BpeMeHHYI0 KOOPIMHATHYIO CEeTKy, pa30uTyr0 Ha
paBHble BpeMeHHble IPOMeXYTKU. B sdeiikax ceTKd 0TOOpa)kaloTCSi COOBITHSI IIOJIb30BaTes,
KOTOpbIe Ha3Ha4YeHbI Ha 3TO BpeMs. [logpo6HO 06 oTobpaxkeHuu cobbiTuii B Pabo4eit odacTu cM.

ITocMoTpeTh KaJIeHaaphb.

praBJ’[ﬂTb KaHEHﬂapHOﬁ CeTKOM MOJXXHO C IIOMOIIbIO KHOIIOK, PAacCIIOJIO)KeHHBIX Ha [Tanenu

HWHCTPYMEHTOB.
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5.2 Pabora c kaneHmapem

5.2.1 IIpocMoTp kajeHaaps

Ilns nepexona B pasnen KaneHgaphb ciiefiyeT BOCIOJIb30BaThCSl JIOOBIM K3 NpUBeIeHHBIX

HUXXe CIIOCcODO0B:

— B MeH10 nnepekJiloueHHsl pa3feioB Ha)kaTb KHOIIKY = (Kanennaps).

— B MeHI0 npHIoKeH it HaxaTsb KHOTKy |+ 4 (Kamxengaps).

Ha Ilanesmm HaBuramuu B Chmcke KajieHJapeil IlepeyuciieHbl BCe JIOCTYIIHbIe
II0JIb30BaTeNI0 KajeHaapu. Kax/blii KajeHapb COJEPXXUT CBOM COOCTBeHHBIH HAOOp COOBITHM.
CobbiTusl BCcex KaneHzaped n3 Cmucka KajeHJapeH OTOOpaXkalOTCSi B KaJleHAApHOW CeTKe B

Paboueii o01acTH.

5.2.1.1 HaBuramus nmo Paboueii o01acTi kajsiengaps

BoIOpaTh Hy>XHBIN MecsI], HeJlello WK IeHb JiJIs oToOpakeHus: B Pabouei 001acTH MOXXHO

npu momomu kHomok & 2 Ha Ilamenm MHCTPyMeHTOB 1MG0 NpY IOMOIIM KaJeHaps,
pacnosnoxxeHHoro Ha IlaHenn HaBHTauH.
Jli1s1 6BICTPOrO BO3BpaTa B TeKYIIWH JleHb/He/lellFo/MecsI] cleflyeT HakaTb KHOIIKY CeromgHsi.
Y1o6bI IPOCMOTPETH COOBITUSI KOHKPETHOI'O JTHS IIPU BIOpaHHOM eJuHUIle BpeMeHU Mecs,
ClleflyeT HaXkaTb Ha JlaTy B sidelike JHS. Bo3BpaT Kk ceTke KajleH[apsl Ha MeCsI] MOXKHO BBITIOJIHUTb
OJIHMM U3 CJIe[IyIOIIUX CII0OCOOO0B:

— HaxaTp kHOIIKY BbIOOpaA eJMHUIIBI BpeMeHU 1 BbIOpaTh 3HaueHre Mecsis;

£ BepHyTboA Hasad

— Haxxatb KHOIIKY B HUXXHEM JIEBOM YTy KaHEHHapHOfI CeTKH.

5.2.1.2 O6o3Hauyenua njisg coosrTuil B Padboueit odsactu

3anucu o cobpiThsx B Paboueii 0bs1acTu MeroT pa3HbId 1BeT. LIBeT 3amucu cooTBeTCTByeT

IOBETYy KdJIeHIdP, B KOTOPOM HaXOJUTCS CO6bITI/Ie, " 1IBETY q;naxa(a CJieBa OT Ha3BaHUSA KaJIeHOap4.

SHHHaHI/IpOBaHHHE COOBITHS OTMedYeHbl B KaJleH[ldape B COOTBETCTBHMM C OTBETOM HAa
IpurjiaiiieHue:

— IIPpUHATOE coOBITHe — PaBHOMePpHAs 34JIMBKd [IBETOM;

— IIpeaBapUTeJIbHO IIPUHATOE — 3dIITPUXOBAHO;

— HeobpaboTaHHOe — 0OBeIeHO KOHTYPOM.
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CO6BITI/I$I, IJIs1 KOTOPLIX IIOJIb30BATeJIb ABJIIETCA OPraHM3aTOPOM, OTMeYeHblI B KajieHdadpe
CUMBOJIOM W
HOBTOpHI-OH_[I/IECSI COOBITHSI OTMEYeHbl CHMBOJIOM ++. Ecin HaBecTn KypCcOp Ha OJHO U3

MTOBTOPSIIOIIUXCS COOBITHH, BCS 1erouka cobbITHl OyeT nojcBedyeHa (PucyHok 67).

< > Asrycr 2022 31 wegena Ceronna Meesy ~ | § O ¥

1a8r. 2 3 4 5 3 7

2 23 24 25 26 27 28

@ CoSumee 1
09:00- 1000

Br — Opravusatop
Elena.smimova Flena.smimova, w1 Twl + 2
yuacTHUxa

Pucynok 67 — ITofcBeuriBaHre 11eIIOYKH COOBITUI

[Tonb3oBaTeb MOXKET MPOCMOTPETh MH(OPMAIIUIO O COOBITHH, a TaKXKe IMPeJJIOKUTh WIN

BHeECTH U3MEeHEHHS B ITapaMeTpPbl COOBITHS.

5.2.1.3 smeHnenne macmraba BpemeHHoM ceTkn Paboueii obactu

Macitab BpeMeHHOM ceTkd B Pa0Goueit 00s1acTM MOXHO H3MeHATb. [l M3MeHeHus
MaciTaba BpeMeHHOW CeTKH CJIeJTyeT::
1. HakaTbh KHOIIKY BbIOOpA €JJMHUIIBI BpeMeHHU Ha TlaHeJIu UHCTPYMEHTOB.

2. BriOpaTh MaciiTab BpeMeHHOM CeTKH M3 Bbillajatoiiero cnucka: Hemens, Mecsany win

JleHb.

ITpu npocMoTpe COOBITHH 3a JleHb WM HeJlesllo, HaJi BpeMeHHOW CeTKOM JOIIOJHUTeIbHO
0TOOpaXkaroTcsl COOBITHS C IPOLOJDKUTEIBHOCTHIO Bech feHs.
ITpu npocmoTpe cOOBITHH 3a Mecsll, eCM y I0JIb30BaTels Ha OJIHYy JlaTy Ha3HaueHO Oojee

Tpex CO6bITPII>i, B COOTBBTCTBYIOHLEﬁ sTYerKe II0SIBIISIeTCS I/IHCl)OpMaI_[I/IH 0 HaJIMYMH CIIHMCKa COOBITHH.
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5.2.1.4 YrpaBjieHue CliiCKOM KaJleHIapei

Crmcok KaseHapeH umeer ABa Osioka:
— B 6iioke Mou kajieHaapu Bcerjia eCTh KajeHJapb akKKayHTa I0JIb30BaTesl, OH CO3J1aeTCsl
aBToMaTtuyeckd. [lo yMomuaHWiO OH Ha3BaH HMMEHEM aKKayHTa U SIBJISIeTCS OCHOBHBIM

KaJleH[JapeM. Ecnu nonb3oBaTeb UMeeT HeCKOJIbKO aKKayHTOB, B 610xe Mou KaJIeHdapu

00s13aTeJIbHO eCTh II0 OOHOMY dBTOMdTHUY€CKHU CO3JdHHOMY KdJIEHAdPIO OJId KaXXIO0r'o
IOOKJIFOYEHHOI'O dKKayHTd.
— B 0Omoke HOCTyIIHI)IE MHe TIepevrCiieHbl KaJleHOapHu KoJuler, K KOTOPBIM II0JIb30BaTeJII0

ObUT OpegoCTaBIeH NJOCTVIL.

Yrobbl coOBITHS KajleHAaps: oTobpakanuch B Pabo4eit obsacTu, kaieHaaph JA0KeH ObITh
TIOJTKJTFOYEH.

Jlyis monkIToueHusT KajeHJapsl clieflyeT YCTaHOBUTH (GJIakOK cjieBa OT Ha3BaHUS
kaseHnaps Ha IlaHein HaBUTaIUH.

YToOBI OTKIIFOYUTD KaJIeH/Iaphb, CJIeJyeT CHATh (IakoK 2 cresa or HassaHus KaJleHJapst Ha
ITanenu HaBuramuu (1BeT ¢uia’kka MOXKeT OBITb Pa3HbIM, OH COOTBETCTBYET IIBETY KaJjieHJlapsi, CM.

Co31aTh KajlneHaapb, PegakTUpoBaTh KaJeHIaph).

CobbITUS OTKIIIOYEHHOI'O KajleHaaps He oTobpaxatoTcsi B Paboueii obacTu.

Ilonw3oBaTennh MOXKeT CO3JaBaThb HOBbIE KaJIeHAApH [JII CBOMX dKKAdYHTOB. CO3IIaHHbIe

II0JIb30BaTesieM KajleHJjapyu oTobpakatoTcsi B 6yioke Mom KaJjieHapH, 110/ OCHOBHBIM KaJleHJapeM
aKKayHTa.
[lo ymomuaHuio, CO37aHHbIe II0JIb30BaTelleM KajeHJapy paclloylaraloTcss B CIMCKe
KaJieH/lapey akKayHTa B IOPsiIKe UX CO3[aHUsl — CO3JaHHbIM I103)Ke HU)Ke CO3JJaHHBIX paHee.
[Topsiiok ciefjoBaHus KajeHJapel B CIIMCKe MOXXHO U3MeHUTh (KpoMe OCHOBHOI'O KajleH[apst
akkayHTa). Jlyis aTOrO CIllefyer:

1. HaBectn KypCOp Ha Hda3BaHHWe KdJIeHAdps. CTpOKa KaJIeHapsa 6y,ueT BbIJeJ/IeHd [IBeTOM, 4d

KypCOp MpUMeT BUJ 3%5 .
2. HaxaTp JIeByl0 KHOMKY MBIIIA U, He OTIIyCKas ee, MepeMeCTUTh KajlleHJapb B HYy>XHOe

MeCTO CIIMCKa KajeHaapel akkayHTa (PrucyHok 68).
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Mou kanengapm +
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elena.smirnova@lime.myoffice-a...

|| elena.smirnova elena.smirnova 29

() Hoewlit kaneHpapb

PucyHnok 68 — I3MeHeHune mecTa KajieHJjapsl B CIIUCKe
3. OTnyCTUTH JIeBYIO KHOIIKY MBIIIH.

KaneHnapb, Ha3HAYeHHbIM OCHOBHBIM, BCerga 0T06pa)1<aeTc91 IepBbIM B CIIUCKe KaneHz[apefI

dKKAdYHTa. H3mMeHNUTH MECTO OCHOBHOI'O KajieHaps B CIIMCKe KHJ’IBHZ[&pEIZ HEeBO3MO>KHO.

5.2.2 ITouck coObITHII B KaJIeHIape

YToOBI HaAMTH HY>XHOe BdaM coObITHE B KaneH;[ape/KaneHnapﬂx, H€O6XO,I[I/IMO BLITIOJTHUTH

ITOMCK:

1. HaxaTb Ha KHOIIKY Q (ITouck);
2. B mouckoBol CTpoke BBeCTM Ha3BaHWe WM CJIOBO, CoOJlepXkaleecsi B Ha3BaHUU

He0OX0JJMMOU BCTPeYH.

[Touck nmokaket Bce noaxozsiye cobbITHs B BUJle crivcka (Pucynok 69):
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x | C}, Berpeua x ==
10 weon, 2023, NH - BcTpeya no Nnoeogy BOKYMEHTOE 'i_-h;.
17 wwon, 2023, g7
5 OKT, 2023, uT 15:00 - 16:00 BcTpeya ¢ oTAENoM e
G oKT, 2023, nT 19:30 - 20030 Berpeda no noEofy HCNLITATEABHOD CPOKA "'b,
19 oKT, 2023, ut 10:00 = 11700 BcTpeya ¢ pykoBoguTEnEM 'T-.'.

Pucynok 69 — Pe3ynbTaThl TOMCKa COOBITHIM

YroObl KOHKPETH3WPOBaTh BBIAYy Ppe3yJIbTaTOB, PEeKOMEHIyeTCs BOCIOJIb30BaThCS
PacCIIMPeHHBIM MTOUCKOM. [1J1s 3TOr0 HeOO6XOaMMO:
1. Haxatb kHOnKy == (PacimmpeHHBIH IIOHUCK).
2. B oTkpbIBIIEMCS OKHE 33/1aTh HY>KHbIE [TapaMeTphl ITOWCKa!
— BbIOpATh KajleHJapb, B KOTOPOM OyZleT OCYIIeCTBIISTHCS TIOUCK;
— yKa3aTh YYaCTHUKA/y4aCTHUKOB COOBITHS;
— yKasaTb pecypchl;
— BBIOpATh MOBTOPSIEMOCTD COOBITHS;
— BbIOpaTh BpeMeHHOM IIPOMeXXyTOK B KajleHJjape (OT U /10);
— yKa3aTh HAJIM4IHe BIIOXKEHHUH.

3. Haxatp kHonky HaiiTh.

5.2.3 Co3ganue kajeHaapsa

Yro6bl CO3/1aTh HOBBIN KaJleH/1apb, HEOOXOAUMO BBIIIOIHUTD CJIeIyIOIIHe IeHCTBUS:

1. B 7eBoii YaCTH OKHa pA/IOM C Ha3BaHHeM pasjieia «Mou KajleHJapy» HaXaTh KHOIKy 1
(JobaBHTH KaJIeHIAPh).

2. B otkpsbiBiIeMcs MeHIO BbIOpaTh NyHKT HoBBIM KaneHgaphb.

3. B mosiBUBIIEMCs OKHe YCTaHOBUTH Kypcop B niojie HazBaHme 1 BBeCTH Ha3BaHUe
CO0371aBaeMoro KajeHJapsl.

4. YcTaHoBUTH Kypcop Ha nojie OnmmcaHue ¥ BBECTU KpaTKOe OIKMCaHue CO3/1aBaeMOoro
KaJieH1aps (1oJie HeoOs13aTeJIbHO JJ1sI 3aTI0THEHUST).

5. W3 manmutpsel BIOpATh MBET Jijisi 0TOOpaXkeHUs: COObITUN KajleHapsi.
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6. Haxatb xkHonKy Co37aTh.

BHOBB co3naHHbIM KasleHIapb OyzieT oToOpakeH HA IaHeIM HAaBUTAIlMM 10 KajieHJapsM B

pasfeiie «Mowu KaJleHdapu».

Jlst Toro 4To6bl COOBITHS KajleHJapsi OTOOpakajvMCh Ha BPeMeHHOW KOOPJIMHATHOW CeTKe,
celyeT TOIKIIOYUTh JIaHHBIA KaJleHJapb, YCTAaHOBUB (UIAXKOK CjeBa OT ero Ha3BaHus. s

OTKJIIOUEHUS KajleH/1apsi HeoOX0IMMO CHSTD (IIaXKOK.

5.2.4 IMnopT KaneHmaps

HH}I TOr'O YTOOBI HUMIIOPTHUPOBATDb (BHFPYSI/ITI:;) 233 (2100080507 KaJjieH/1aPb, HEO6XOILI/IMO BBITIOJTHUTD

clenytomye edCTBUS:

1. Haxatb kHonky + (Jlo6aBHTHL KaJeHJaph), PacIoJI0XKeHHYIO PA/IOM C Ha3BaHUeM
paszfnena «Mou KanmeHaapu».
2. B oTkpbiBIIeMcsi MeHIO BbIOpaTh MyHKT IMIOPTHPOBATh.

3. B otkpriBIIerics ¢popme:

— B nojie JIobaBHUTH B BLIOPATh U3 HIXKHETO BBINAZAIOIIero CIMCKA Ha3BaHUe KajleHaps,
B KOTOPBIN HY>KHO UMIIOPTHPOBATh JaHHble BHEIIHero KajleHjaps (yueTHas 3aIluCh,
KOTOpOW IPUHA/IJIEXXUT BbIOpaHHBIN KajleH/1aph, Oy/ieT [o/icTaBjieHa B BepxXHee I10J1e
aBTOMath4ecky). Ecinu naHHble He06X0IMMO UMIIOPTUPOBATh B OT/IEeJIbHBIN KajleH/1aph,
BbIOpATh YYETHYIO 3allUCh U OCTaBUTh NYHKT HoBBIN KaleHgapb, KOTOPBIN
YCTaHOBJIEH 110 YMOJIYaHUIO;

— Ha’KaTb JIEBOM KJIaBUILIEH MBIIIH B 1Tosie Paiijl, B OTKPHIBIIEMCS CTaHAAPTHOM

CUCTEeMHOM OKHe yKa3aTb ¢ail KajieHaaps B ¢popmMare .ics ¥ HaKaTb KHONKY OTKPHITH.
4. Haxatb kHONIKy UMIiopTHpOBaTH.

Buemnuii kanenpapb OyneT KMMIIOPTUPOBAH, NPH 3TOM COOBITHS, YXe COjepKalllhecs B
I0JIb30BaTEILCKOM KaJleHJiape, OyIyT COXpPaHeHHbI.
5.2.5 PepakTHpoBaHue KajeHAapsa

YToO6BI OTPeTaKTUPOBATh KajleHAaph, HEOOXO0MMO BBIIOJIHUTE CJIe/IyIOIIne eMCTBUS:

1. Hasxars kHonky 4 (HacTpoiKu M ZOCTYII), pAaCIOIOKEHHYIO CIIPaBa OT Ha3BaHHS

KaJIeH 1apsi.
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2. B otkpbiBiIeiics: ¢opMe BHeCTH HeOOXOAMMbIe U3MeHeHUsl (Ha3BaHUe, OIMCcaHue, I[BeT
KaJleH1aps).
3. IllenkHYyTh KypCOPOM MBIIIH B JIF000e MeCTO 3KpaHa 3a IpefiejlaMu GOpPMBbI, B KOTOPYIO

BHOCHMJIMCh U3MeHeHN .

5.2.6 HaznayeHne 0CHOBHOTO KaJIeHIaps

Ecm B paspmene «Mou kaneHIapu» COAEPXKUATCS HECKOJIbKO KajleHJapeW, OJJUH W3 HUX

MO>XHO HAa3HAYHUTb OCHOBHBLIM.

OcHoBHOM KajleHlapb — J3TO KaJleHddpb, B KOTOPOM II0 YMOJYaHHUIO CO304dI0TCA

HOBBLIE COOBITHSI U Kyld TPpUXOOAT IIpUTJIdallieHUsI Hd cobbiTig. OCHOBHOM KadJIeHddpPb BcCerjia

oToOpakaeTcsi BBepxy crucka «Mou KajneH1apu».

YT1oOBI HA3HAYUTH KaJIeH/1lapb OCHOBHBIM, Tp€6yeTC${ BBITIOJIHUTD CJIeAYyIoIe IEeMCTBUS:

— Haxxath kHONKy € (HacTpoMKH M JOCTYII), PACIIOTIOKEHHYIO CIIpaBa OT Ha3BaHUs
KajleHjaps;

— B OTKprBHIEfIC}I (l)opMe IepeMeCTHUThb I1epeKJIodaTesIib OcHoBHOI KaJIeH{apP5b BIIPABO.

dopma ¢ HaCTpPOMKaMHU KajieH/apsl 3aKpoeTcs], a KajieHAaph IlepeMeCcTUTCSl B Hauajio CIMCKa
«Mou kaneniapuy.
5.2.7 O0uIuii AOCTYN K KaJeHIapIo

Ilonb3oBaTeib  MOXKET npenoCcTaBuTb  JOCTYII K  KdJleHJdplo II0JIb30BaTeJISIM U3

agpecHor kauru «Kojiermy, IpeaocCTaBjieHre OJOCTYIIa IMOJIb30BaTelIAM C 3JIEBKTPOHHBIMHA dJipeCaMu

BHEIIIHMX TTOYTOBBIX SIIIIUKOB HEBO3MOXKeH. OO 1 UHIUBUAYAJIbHBIN JOCTYII K KaJleHAapio MOXeT
OBITH IIpe/loCTaB/IeH OJJHOBPeMeHHO, IIPU yCJIOBUM HaJleJleHUsl I10JIb30BaTesiell pa3HbIMH IIpaBaMH.
Ecnm npaBa B 00111eM J1ocTynie ¥ B JIOCTyIe IJisl OTHeJIbHBIX I0JIb30BaTesleil COBMAAAlOT, IIpaBa Ha

JOCTYTI OyAyT 0ObeIMHEeHBI.

YTo0OBI mpeanoCTaBuTb JOCTYII K KaJIeHAdpio AOPYIrUM II0JIb30BATEJISIM, HEO6XOJII/IMO

BBITIOJIHUTE CIIeAyIoIIre JIIeMCTBUS:

1. Haxatsb kHonky 42 (HacTpoiiKM M JOCTYII), PaCIIONIOXKEHHYIO CIIPaBa OT Ha3BaHMUSI

KaJieHAaps.
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2. B otkpsiBIIelics opMe HaXaTb TUIIEPCCHUIKY YnpaBiieHue B riojie Oomuii qocrymn. Ha

9KpaHe OTKpoeTcs: ¢opMa Ipe/loCcTaBIeHUs JOCTYyIIa.
3. Jlyist mpestocTaBiieHus: 001Iero I0CTymna K KaJleH1apio:
— B paszfiesie JlocTyn i Bcex mosIb3oBaTes el BHIOpaTh HY)KHOe 3HaUeHHe XapaKTepa

AOCTYIIa U ITepeKJII0OYNUTb 6eI‘YHOK B npaBoﬁ 9dCTH CTPOKH;

— IIOATBEePANTD ITpeaoCTaB/IeHre NOCTYIld B OTKPLIBIIeMCs OKHe, Ha’>KdB KHOIIKY IIa.

4. [lnst mpeioCcTaBiIeHUs] MHIMBUYAJILHOTO JIOCTYTIA K KaJIeHIapio:

— B pa3fejie HOCTYH JIJIsl OTHOENbHBIX IT0JIb30BaTeIem YKa3aTb UMeHa WX aipeCd
SﬂeKTpOHHOﬁ II0YTHI 10JIb30BaTEJIeH, KOTOPBIM IIPpeJOCTaBJIIeTCA NOCTYII Ha

VHAVBUIYaIbHbBIX YCIOBUSAX. MOXXHO BCTaBUTh CIIUCOK aJipecoB, KOTOPbIM ObUI

CKOIMPOBaH B Oydep o6MeHa [IpU IPOCMOTPe MUCbMa, COOBITUSI MJIU TDYIIIIbI
KOHTaKTOB.

— BBIOpATh HY>KHOe 3HaUeHHe XapaKTepa JIOCTYyIla CIpaBa OT BbIOPAHHBIX aJipecoB U
HaXaTh KHOTIKY Jl00aBUTH;

— TIpU HeOOXOIUMOCTH TTOBTOPHUTB IIIaTH, MTPeI0OCTaBUB HEOOXOAUMBIM THUII ITpaB IS

HOBBIX I10JIb30BaTeJIei.

5. HaxxaTp 3aKkphITh.

B mpouecce BbIIIONIHeHUS Ollepallid ITPOUCXOAMUT aBTOMAaTU4YeCKasl IIPOBepKa 3JIeKTPOHHBIX
aZipecoB II0JIb30BaTeslel, KOTOPHIM IIPeIOCTaBIIsIeTCsl UHAUBUNYalIbHBIM OCTYI K KasleHAapo. Ilpu
HaJIM4UU B CIIMCKe I10JIb30BaTeslel C 3JIeKTPOHHBIMU a/ipeCaMM BHEIIHMX II0YTOBBIX SIIIUKOB, Ha

cbopMe peanocCTaBjieHus OOCTYIIA:

— OTO6paBI/ITCH npenyipexiaeHnre 0 HeBO3MOXXKHOCTH IIpeJOCTaBJIEHHA NOCTYyIld BHEIIHUM
II0JIb30BaTeJIAM C IIpeJJIo’KeHHeM HMCKIIIOYNUTb TaKHUX M0JIb30BaTeJIer U3 CIIMCKA;

— JJIEKTPOHHLIE aipeCd BHEHIHUX ITIOYTOBLIX AITNKOB 6YJIYT ImoacBe4dYeHbl KPACHBIM I[IBETOM.

Jlns mponoipkeHHs omnepanuyd  HeoOXOAMMO YaJduTh I0JIb30BaTelleld C 3JeKTPOHHBIMU

dJ/I[peCaMHU BHEIITHUX IMOYTOBLIX AIIUKOB M3 CIIMCKA Ilepell HaXXaTrheM KHOIIKH HOG&BI/ITB.

B pesynbraTe omepanuu KaneHaapb OyZeT JOCTYIeH BCeM MOJIb30BaTessiM Ha YCJIOBHSX,
yKa3aHHBIX B pa3nese {ocTym i Bcex MOJIb30BaTesiel, a Takke M30paHHBIM TI0JIh30BaTeNISIM Ha

WHAWBUYAJIbHbIX YCJIOBUSX, YKA3dHHBIX B pa3esie HOCTyl'l IUISI OTHEeJIBHBIX I0JIb30BaTe Iel.

HJ’IH IMpeKpdlleHus IpaB OOCTYIld APYI'HUX M0JIb30OBATeJIeH, cdllefyeT IOBTOPUTH Ollepdlyvio,

yKa3aB HeoOXouMble TaHHble (y/1aJIiB MpaBa).
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KaJIEHI[apI/I, JOCTYII K KOTOPBIM dKTHBHOMY II0JIb30BATEJIIO OBLT OTKPBLIT JpYyTrUMHU
I10JIb30BaTeJISIMU, OT06pa>KaIOTC$I C MMeHeM BJiaJiejiblia KajleHdaps B pa3geie «L[OCTYHHBIE MHe» Ha

laHeJIn HaBUT'dlIUK 110 KaJlIeHJdpsIM. Hx NNoAKJIII0YeHrne ¢ OTKIII0YeHHe OCYIIeCTBIIIeTCS

YCTaHOBKOW/CHATHEM ¢Jiakka B UX CTPOKe.

5.2.8 IlosryyeHune CCHUIKHM Ha KaJIeHAAph

YToOBI IMOJIYy9YUTb CCBUIKY Ha CBOM KaJjieHapPb, HEO6XOILI/IMO BBIIIOJIHWUTL  CJieJyromnjre

IeVCTBUS:

— Haxxath KHONKy € (HacTpo#KH M JOCTYII), PACIIOTIOKEHHYIO CIIpaBa OT Ha3BaHUs
KajleHjaps;
— B OTKPBIBIIENCS popMe CKOIMPOBATh CCBUIKY, HAXKaB KHOIIKY (KommupoBaTts) cripasa

oT ccouiku B 1mosie CalDAV cceLika.

5.2.9 DxcnopT KaneHaaps

J1J1s1 TOro 4TOOBI S3KCIIOPTUPOBATH (COXPAHUTH OTAENIbHBIM daitioM) KajieHJapb, He0OX0IuMOo

BBITIOJIHUTH CJIeAyroIiye IeUCTBUS:

— HaxkaTh KHONKY 4 (HacTpoMKH M ZOCTYII), pACIIOTIOKEHHYIO CIIpaBa OT Ha3BaHUSI
KaJjleHaaps;

— B OTKpBbIBIIIeNcs popMe HaXKaTb KHONKY JDKCHOPT.

@aiin B popmare vCalendar c umeHeM BBIOPaHHOTO KajleHAaps OyAeT 3KCIOPTHUPOBAH B

TEeKYIIYIO [IaNKy 3arpy30K.

5.2.10 ITogkro4yeHme/0TKIIIOYEHHE JOCTYITHOTO KaJIeHAaps

HJ’IH TOrO YTOOBI HAWTH KaJlIeH[ldapH, OOCTYII K KOTOPbIM dKTUBHOMY IIOJIb30BATEJIIO OBILT

ImpeaoCTaB/ieH APYT'MMU I10JIb30BaTeIIMHU, HeO6XOIII/IMO BBITIOJIHUTD CJIeyroniye JIerCTBUS:

— HaXKaTb KHOIIKY + (JobaBuTH KaJleHAAph), B CTPOKe «JloCTymHbIe MHey;
— B OTKPBIBIIIEMCSI OKHEe BbIOpaTh KajleHAaph U3 CITMCKA JIOCTYIHBIX KaJleHapeH,
MepeK/II0UrB OerYHOK B IIPABOM YAaCTH CTPOKHU HY>KHOTO KasieHAapsl. JlJist moucka Hy>KHOTO

KaJIeHJ1apsl B CIIKCKe CJielyeT BBECTH KPUTEPUI MorcKa (HauMeHOBaHWe KaJjleH lapsi UiIu
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4acTb ajipeca 3JIeKTPOHHOU MOYTHI [T0JIb30BaTeJIsl, JOCTYITHbIe KaJleHAapyu KOTOPOro
IpeJiroyiaraeTcsl HalTH). Pe3ynbraTel morcka OyAyT aBTOMAaTHYeCKH 0TOOpaXkaTbCsl HHXKe
CTPOKM TIOMCKa 10 Mepe BBOJIa JaHHBIX;

— 1Sl BbIXOZ]a U3 GOPMBI NTOIK/IIOUeHHs IOCTYIIHBIX KaJlleHJjapei HaXkaTb KHOIIKY 3aKpHITh.

HO,I[KJIIO‘IEHHBIE KaJieH1apu OTO6pa)KaIOTC$I C MMeHeM BJld/lejiblila KaJieHddpsa B pda3feiie

«L[OCTYHHBIE MHe» Hd IIdHeJIM HaBUT'dlIWH 110 KaJIeHdapsaM.

,HJ'I?I OTKJIIOYEHHd OOCTyIla K KaJIeHdpro OPYyroro II0JIb30BdTeJid, IMOBTOPUTEe Ollepdallvio,

IepeKII0urB OeryHOK B HEaKTUBHOE COCTOsIHHE B CTPOKe HY>KHOT'O KaJleHJapsl.

5.2.11 Ypanenue kaneHgaps

Yro6bl yanuTh CO3AaHHBIN KajleH/1aph, clieflyeT BbIIIOJHUTD CJIelyIoIue JIeHCTBUS:

— HAXATb KHOIIKY G (HaCTPOﬁKH u HOCTyII), PACIIOJIO’)KEHHYIO CIIpdBd OT Hd3BAHUA

KaJIeHaps;

— B OTKpBIBIIelcs: GopMe HaXXaTb KHOIIKY Y Ta/IUTh.

Onepaum{ HAOCTYIIHA TOJIBKO IJIS COOCTBEeHHBIX KaHeHHHPEﬁ.

5.3 Pa0GoTra ¢ cooObITHAMHU

5.3.1 IIpocMoTp undpopManum 0 COOBITHH

Jl1s1 mpocMoTpa uHGOpManUK 0 COOBITHH ClIe/TyerT:

1. Ilepeiitu B pazgen Kagenpapsb (cM. [IpocMoTp kaneHgaps).

2. Bocrionb3oBatscd JH00BIM U3 CIIOCOOOB:

— Haiitu cobeiTe B kajeHjgapHou ceTke (cMm. [IpocmoTp kanenpapsi). HaBectu Ha

cobbITHE KYpCOp, MOSIBUTCS BCIUIBIBAIOIIAS IMOJCKa3Ka ¢ uHbopMalmen, Jubo HaXkaTb
Ha COOBITHE JIeBOM KHOIIKOM MBIIIIH, OTKPOETCSI OKHO C MH(OpMaIrew.

— Halitu B KkaneHjape HYy>XHOe coObITHe. B cmucke pe3ysbTaTOB MOMCKa HaXKaTbh Ha

COOBITHeE JIeBOM KHOIIKOM MBIIIIH, OTKPOETCSI OKHO C UH(pOpMaIiei.

B okne c uHpopmanumerl 0 COOBITUM OTOOPAXKAKOTCS OTBETHI YYAaCTHUKOB COOBITHSI Ha

OTTIPaBJIeHHbIE UM TIPUTJIAllieHus (CeBa OT UMEeHHM Y4aCTHHUKA):
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— 6 — Y4daCTHUK He OTpearupoBdJl Hd 3aIIPpOC 00 Y4aCTHH B CO3AdHHOM CO6bITI/II/I;
— — y4dcCTue IIpUHATO;
— — y4acCTue IpeaBapuTeIbHO IIOATBEepPXKIAeHO;

— 'E:} — Y4acCTHe OTKJIOHEHO.

Takxkxe B okHe c uHboOpMammed O COObITMM OTOOpaXkaeTcss MHGOPMAIMS O 3aHATOCTH
pecypcoB (IleperoBOPHBIX): Pecypc 3aHAT — KpacHasi MKOHKA J[BepH, CBOOOJIeH — 3eJieHas JIBepb,

OXXUAETCA OTBEeT — Cepas OIBEPb.

Ecnu x cobbrTvio ObuM NpUKperyieHb! $aiibl, OHW 0TOOpPaXkaloTCs MUHUATIOPAMU B OKHe C

nHdopmanueit o coowitum (Pucynok 70).

Pucynok 70 — MuHHMaTIOpBI IPUKpPeIJIeHHbIX (HaiyioB

Yrobbl CKkavaTh NPUKPEIUIeHHBIM K COOBITHIO (aij Ha YCTPOMCTBO IIOJIb30BaTess, ClellyeT

Ha)kaTh KHONKY 1 .

ITpu HaBeJleHMM Kypcopa Ha COOBITHe MOSIBIISIeTCs BCIUIbIBAIOIIAs MOJICKa3Ka C UHopManuen
0 cobpiTnu. IIpy HakaTMM Ha COOBITHE JIeBOM KHOIIKOM MBI OTKPBIBAeTCSI OKHO C  Ooiiee
oIpoOHOM UHPOpPMAIIUei:

1. B nuuHOM KajieHJape y OpraHM3aTOpa WIM yYaCTHHUKA OTOOpakaeTcCsl: Ha3BaHWE BCTPeYH,
BpeMs, OpraHM3aTop, HMeHa/3JIeKTpPOHHble ajipeca [ABYX YYaCTHUKOB U KOJIMYECTBO
YYaCTHUKOB, He OTOOpa3MBIIMXCS HAa YBeJOMJIEHWW (HalpuMmep, BO BCTpede C ISIThIO
y9aCTHUKAMHU Oy/IeT yKa3aHO JiBa UMeHW/ajipeca 3JIeKTPOHHOM MOYTHI + 3 y4aCTHHKA).

2. B xanenpmape, k KOTOpOMY ObUI IDEIOCTABJIEH JIOCTYII:

— Y opranusaTtopa oToOpaxkaeTcs: Ha3BaHWe BCTpeud, BpeMs, OpraHU3aTop,
MMeHa/3JIeKTPOHHbIe  aJipeca JIBYX YYaCTHUKOB U KOJMYECTBO YYACTHUKOB, He
0TOOpa3uBIIMXCS Ha yBeJIOMJIeHUM (HalpuMep, BO BCTpede C IMSThIO YYaCTHUKAMH

OyJlleT yka3aHO JIBa UMeHH/ajJipeca 3JIeKTPOHHOM MOYTHI + 3 yYaCTHUKA);
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— Y vyuacTtHuKa (He opraHusaTopa) oOToOpaXkaeTcs: Ha3BaHWe BCTpPEYM, BpeMms,
OpraHu3aTop, Bbl (KaK Y4aCTHHK), UMsI/3JIEKTPOHHBIN aJipec ellle OJTHOTO Y4YaCTHUKA U
KOJIMYeCTBO YYaCTHUKOB, He OTOOPA3UBIIKXCS HA YBeIOMJIeHUU (HallpuMep, BO BCTpeue
C ISTHIO YYaCTHHKAMM OyIeT ykazaHo: «Bbl», <uMsi/aipeca 37eKTPOHHOW IOYTHI ellle
OJIHOT'O YYaCTHUKA> + 3 yYaCTHUKA);

— Y mnonb3oBaresisi, He SBJSIONIEIOCS HU OpPraHU3aTOPOM, HU YYaCTHUKOM: Ha3BaHHe
BCTpeud, BpeMs, OpraHM3aTop, HMeHA/3JIeKTPOHHBbIe ajipeca IBYX YYaCTHUKOB |
KOJIMYeCTBO YYaCTHUKOB, He OTOOPA3MBIIMUXCS Ha yBeIOMJIeHUU (HalpuMep, BO BCTpeue
C MATBIO yYaCTHUKAMH OyIeT yKa3aHO JIBa MMeHW/aJipeca 3JIeKTPOHHOM MOYTHI + 3

Y4aCTHUKA).

5.3.2 Co3maHue HOBOr'0 COOBITHS

,HJ'I?I CO3JaHHA HOBOI'O COOBITHS H806X0)II/IMO BOCIIOJIb3OBATbCA OIHHUM H3 CJIeJYIOINX

CII0CO0OO0B:
— HaXXaTb KHOIIKY HOS08 Ea0sTHE y  PAacIOJIO)KeHHYI0O Ha IIaHeJld HaBUTalluu
«MoutOduc Kanengapby;
— IIeJIKHYTh JIeBOM KJIaBMIIIeM MBIIIM Ha JI0OOM JleHb/4ac B KajeHJapHOU ceTke Paboueit
obimactu «MoiOduc Kanennapby;
— HaXXaTb KHOIKY |4 MoyTa -/ d KOHTaKTbI ~ (Menio npunoxxenuii) 1 BEIGpaTh

koMaHy Co3gaTs BCcTpeuy;
— B CIIMCKe KOHTAKTOB BBIOPATh KOHTAKT M HA IIAHEJIH JleTajlell KOHTaKTa HaXKaTb KHOIKY

Co3pars coObITHeE.

OTkpoeTcsi OKHO CO37JaHHsI HOBOTO COObITHS. Eciu co3manue coObITHSI OBIJI0 MHUITMMPOBAHO
n3 «MonOduc Iloura» wm «MoiOduc KonTakTel», TO OyneT OTKpbITa HOBas BKJIaAKa Beb-

bpay3epa c pasneniom «MorOduc KaneHnnapb» v OTKPBITHIM OKHOM CO3/IaHHUsI HOBOTO COOBITHSI.

OkHO co3fanust HoOBoro cobbiTusi uMeeT BikIagku: CBemenms, IlnmaHupoBHIUK,
HomonnurenbHo (PucyHok 71). [lyig nepexona ¢ OHOM BKJIQJIKM Ha APYIYHO CleflyeT HIENKHYThb

JIEBOM KHOIIKOM MBIIIIHM I10 ee Ha3BaHMIO.
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Anexkcanap CmupHoe - alexandr.smirnov alexandr.smirnov pod

Tema (0o6A3aTenbHO)

0 30 HoROpA 2023 1400 — 1500 30 Hos6pA 2023 Beck AeHE MoETOPATE
CeepneHuA MnaHUpoBLWHK Lonon{uTensHo
- 10 users mail added by autotests « x|

2 elena.smirnova elena.smirnova x
B B Flowersinc X

O{ OoGaeuTk kKoHbepeHuulo Webinar

Pucynok 71 — Briiajiku GopMbl cO3aHUsI COOBITHS

Ha3zBaHme OTKpBITOM ceivac BKIIAJIKU BHIJIEIEHO GPHUOJIETOBLIM I[BETOM U MOTYEPKHYTO.

Ecnmu npu co3maHuu cOOBITHS IEJIKHYTh MBIIIBI0 B JIFOOOM MecTe 3a TpefiefiaMd OKHA
CO3JTaHUsI COOBITHSI WX TIOTBITAThCS 3aKPHITh BKJIAAKY (OKHO) Beb-Opay3epa, Ha KOTOPOM CO371aeTcCs
cobbITre, OyJleT BbIBeIeHO IMpeynpexaeHre O HaJIM4hKd HeCOXpPaHeHHbIX U3MeHeHHH, Tpebyroliee

MO/ITBEep>KIeHre nerctBus (cM. PucyHok 72).

Cob6biTue He 6yfeT coOXxpaHeHo

OTMeHa He coxpaHaTb CoxpaHuTb

Pucynok 72 — IlpenynpexxneHre o HeCOXpaHeHHOM COOBITUU

B okHe co3maHusi HOBOTO COOBITHS Clle/TyerT:

1. BribpaTh KaneHgapp, B KOTOPOM OyzieT CO3[JaHO HOBOe CODBITHE.

2. Bsectu gaunrnle B ose Tema.

3. BpiOpaTh JaTel ¥ BpeMs Hadajla U OKOHYaHMS COOBITHSI B CTPOKe, PACIIOJIOXKEeHHOW O[T
TEMOM.

4. B cimyyae HeoOXOAMMOCTU yCTAHOBUTH ¢uiakoKk Bech /IeHb, IpH 3TOM NOJIST YCTAHOBKU

BpeMeHU OyIyT CKPBIThI, ¥ COOBITHE 3aiMeT BeCh JIeHb.
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11.

12.

13.

14.

15.

[Tpu co3maHuy MOBTOPSIONIETOCS COOBITHS, YCTaHOBUTH ¢uiaxkok IloBTOpPATH, a Takxke
»KeJlaeMble TTapaMeTpbl B MOSIBUBLINXCS IOTIOJTHUTEIbHBIX TOJISX.

Ecm B mone BbpIOOpa 4acTOTHI MOBTOPOB ObUIO BHIOpAHO 3HaueHue Jlpyroe, BBecTU
1apaMeTphl B OTKPBIBIIEMCsI OKHe U HaXkaTb KHONKY OK.

Vka3zaTb y4YaCTHMKOB B CTpokax YdacTHHKH U Heo0s3aTenbHbIe YYaCTHHKH
(meiicTBHE MOXKHO BBHITIONHATD BKiIa/ike CBegenus v IlnaHupoBIuk).

B none Pecypcsl BeIOpaTh TpebyeMblii pecypc (TleperoBOpHYI0 WM JII00YI0 JOCTYIIHYIO
KOHEepeHIIHIO) (me¥icTBMe  MOXHO  BBINONHATH BKIaake CBemeHusa  wiu
IInaHupoBUIUK).

BBecTu kpaTKoe onucaHue Jietajieit cCoobITHs B ojie OnucaHue.

[Ipu HeobxonuMocTH A0OABUTH BIIOXKEHUE, YCTAHOBUTb HAlIOMUHAHHUS O COOBITHM (I10
1I0YTe WX YBeJIOMJIeHHeM).

Jliss mpocMoTpa 3aHATOCTH TIPUIVIALIEHHBIX yYaCTHUKOB TIEPEeHTH BO BKJIAAKY
IInanupoBOIUK.

Ob6sacTb co3maBaeMoro COObITUS OKpallleHa [1BeTOM BbIOPAaHHOT'O KaJleHJapsi, ee MOXHO
repemMeIraTh 110 BpeMEeHHOM IKaJjie BIPaBO M BJIEBO ISl TOTO, YTOOBI BEIOpATh Hanbosee
ynobHOe BpemMsi W ONTUMAJbHO CIUIAHUPOBATh 3aHATOCTh y4yacTHUKOB. O6jacTh
CO03/1aBaeMoro COOBITHSI He 0XBaThIBaeT CTPOKM YYaCTHHKOB C 3JIEKTPOHHBIMH afipecaMu
BHEIITHUX MTOYTOBBIX SIIIIUKOB ¥ OTPAHUYMBAETCS BHYTPEHHUMU YIaCTHUKAMHU.

[Ipy HeoOxoguMoOCTHM 3afaThb MeCTO, IlapaMeTp 3aHATOCTM U yIIpaBjieHUe
yBeIOMJIEHUSIMU BO BKJIaJiKe [I0MOIHUTEIBHO.

Jlst 3akpbITHSt GOpMBI (Ha JTI0O0M 3Tarie co3faHusl COOBITHS) HaXkaTh B JIF0OOe MeCcTo B
KaJleHJlape, HaxopsIeecs 3a npejeyiaMu GOpMbl CO3[jaHUsI HOBOTO COOBITHSI, U BHIOPATh
Heobxomumyto komaHy (Coxpanuts, He coxpausars, OTMeHa).

[To oxkoHuaHMM BBOAA MAHHBIX HaXKaThb KHOMKY Co3maTh ¥ BbIOpaTh HEOOXOIUMBIMA
BapUaHT YBeJJOMJIeHHs IIpUIJIAIIeHHbIX YYaCTHUKOB: IHCbMa-yBeJJOMJIEHHs Ha

JJIEKTPOHHbIE aZipeCd Y4daCTHUKOB 6YZ[YT OTIIPaBJIEHbI OT UMEHH OPraHMU34TOPAa COOBITHS.

5.3.2.1 Bei0op xanenmaps

[Tpu HanmuuMKM HeCKOJIbKUX KajleHaaped B Oioke «Mou KajeHaapy» W/WIA KajleHJapel B

Oioke «,HOCTYHHI:)IG MHe)» I10JIb30BadTeJIb MOXKeT BbI6paTb KajleH1dapPb, B KOTOpPOM 6leeT CO31aHO

C06bITI/I€, WK CO31aTb COOBITHE OT UMeHU APyroro jauvia.

Jlns1 BBIOOpa KajieHapsi ceyer:
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1. HaxxaTh Ha KHOTIIKY ¥ , KOTOpasi pacloJioXKeHa CIpaBa OT Ha3BaHUS KaJjleHJjapsl B BepXHeu
CTPOKe OKHa CO3/1aHus COObITHSI. OTKpOeTCs CIIMCOK JOCTYIHBIX KaJleHapeu.
2. BpiOpaTh B OTKpBIBIIIEMCSI CIIUCKE KaJleHJ1apb, B KOTOPOM CJiefiyeT CO3/laTb HOBOe COObITHe

(Pucynok 73).

 Anskcasap CuupHoR = glexandr.smirmoy alexendr.emimaoy - W

¢ Anexkcadgp CrupHoe - alexandr.smirnow alexandr.smimaoy
B elena.smirncva elena.smirnova - ebenasmimava elena.smimeva Th I8HE [_] NoeTopate

@ Mon kanespape - alexandr.smimaoy alexandr.smirnoy

@ Mpuxpennts hairn -

‘ OobaBHTE HENFMHHAHKWE

Pucynoxk 73 — Boibop kaneHgapsi

Co3naHue COOBITHSI OT HMEHH JPYroro JINIa
[Ipu HamMuMy AOCTYyIIA K KajleHapsM JpYyTyx II0JIb30BaTeslel C IIpaBaMy Ha peflaKTUpOBaHVe
KaJieH/1apsl eCTh BO3MOXKHOCTb CO371aTh COOBITHE OT UMEHH JIPYTOro JIKIIA.
J1s 3TOTO CIIenyer:
1. HaxaTtb Ha KHOTIKY, pacIoOJIOXKeHHYIO CIpaBa OT Ha3BaHUS KajieH/Japs B BepxHell CTpoke
OKHA CO3JaHMsI COOBITHSI.
2. BpibpaTh U3 pacKpbIBIIIErocs: CIIMCKa KajleHAaph M0JIb30BaTessi, B KOTOPOM Oy/ieT co34aHo
coObITHe.
VBemoMiieHus: Ha OJJIeKTPOHHBbIe ajjpeca y4YaCTHUKOB OyAyT OTHpaBieHbl OT WMeHU
opraHuzaTopa coObITus. [losib3oBaTenb, CO37aBIIMK COOBITHE OT WMEHHW BIIaJiefiblla KajeHaaps,

MMOJIYYUT BO3MOKHOCTD IIOATBEPAUTD UJIN OTKJIOHUTDL CBOE Yy4dCTHUe.

5.3.2.2 Tema coOBITHS

Heobxomumo BBecTHM Ha3BaHWe COOBITHSI B COOTBeTCTBYIolee Iosie. HasBaHue MoxeT

COIep’KdTb KpAaTKOe OIIMCaHHe HHaHHPYEMOﬁ BCTpeYH, IIpU XeJlaHNHU K Hd3BdHHUIO MOXKHO )106aBI/ITb
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narTty W/WUTA MeCTO IMpoBeleHrnda BCTpedu.

5.3.2.3 JlaTa u BpeMs COOBITHS

HpI/I OTKPLITHKX OKHAa CO3aaHHUMA COOBITHS B HEeM OT06pa>KaIOTC$I dBTOMAaTH4YeCKH Ha3HA4YeHHbIe
[AdTd U BpeMs Hd4dj/la 1 OKOHYdHUA COOBITHS (B CTpPOKe I1o[q TeMOﬁ). IIaTa OKOHYAHUS COOBITHS II0

YMOJIYaHHIO PABHA [IdTe ero Ha4dadja. HpI/I HQO6XOHI/IMOCTI/I 3TU JaHHLbIe CcjieayeT U3MEeHUTD.

HH}I pPedaKTUPOBAHUA NAThI /U BpeMeHHU cjieayeT IIeJIKHYTb JIEBOM KJIABUILIEM MBIIIH I10
3HAYEeHUIO U BbI6paTb Apyroe 3Hd4YeHHWe B PdCKPbIBIHIEMCS OKHE. Ecnu cobniTne 3aiiMeTr Bech

pabouuii 1eHb, MOXKHO YCTaHOBUTH ¢uia’kok Bech ieHb.

HUzmenutb naTty, BpemMd U TIPOHOJIDKUTEJIbHOCTD COOBITHS TakXke MOXHO Ha BKJIaJIKe

Tl1aHupoBINUK.

[Ipu pabote c natamu cOObITHSI HEOOXOAUMO YUUTBIBATH CJIETyIOIe MOMEHTHI:

1. Ecnu co3maercs cobbiThe Ha OAWH JeHb (JlaTa Hayajla paBHA JjaTe OKOHYAaHHUs COOBITUS),
ycTaHOB/IeH ¢uiakok Bechb ieHb ¥ JlaTa OKOHYaHUS He MeHsUIach, TO TIPU M3MEHeHUHU JaThl Havaja
COOBITHS, JaTa OKOHYAHUSI aBTOMAaTUYECKU TIOMEeHSIeTCsl U CTaHeT PaBHOM JlaTe Havasa.

Hanpumep: co3naHo cOOBITHE C JIaTOM Havajla U JJaATOW OKOHYAHUS 24 WIOJs, YCTAaHOBJIEH
dnaxok Bech meHb. /laTa Havasa HM3MeHeHa Ha 25 MO — JlaTa OKOHYAHUS aBTOMATUYeCKU
M3MeHuTCs Ha 25 wroiigd. JlaTta Havyajia M3MeHeHa Ha 23 IO — JaTa OKOHYAHUSI aBTOMAaTHYEeCKU

U3MEHUTCA Ha 23 UIoJId.

2. Ecnu co3pmaetrcss cobbiTHe HAa HECKOIbKO JHEW, TO ecTb JaTy OKOHYAaHUSI COOBITHS
V3MEHWJIN XO0Ts Obl OJIUH pa3, ¢iakok Bech meHb CHAT, TO IPU M3MEeHEeHUU AAaThl Hadaraa COOBITHS
yCTaHOBJIEHHAsl TIPOJIOJDKUTEIbHOCTh COOBITUSI COXPAHMUTCS, JlaTa OKOHYaHUs aBTOMATUYeCKHU
noMmeHsietcsl. Mi3aMeHeHHe AaThl OKOHYAHUSI COOBITHSI He TIOBIMSIET Ha JIaTy Hadajia, HO M3MEHHUT

MIPOJIOJKUATESTEHOCTH COOBITHSI.

Hanpumep: cosmaHo cobbIThe € 1aTOW Hayana M JaTod okoHYaHus 24 wions c 14:00 mo
15:00. [Jata okoHYaHMS M3MeHeHa Ha 26 uros (IJIUTeIbHOCTh COOBITHS cTaja 2 AHs U 1 4ac). JlaTa
Havajla M3MeHeHa Ha 27 uoyig — JjaTa OKOHYAHWs aBTOMaTW4YeCKd M3MeHUTCs Ha 29 wurojs,
IUIATEJIbHOCTb COOBITHSI COXpaHUTCS. JlaTa OKOHYaHWs M3MeHeHa Ha 28 uio/s — Jlarta Hadana He

r“3MeHusack (27 uioss), IpogoJDKUTEIbHOCTh COOBITHSI YMEHbIIIUIIACh.
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3. Ecmu cosmaercs coObITMe Ha HECKOJIBKO JIHeHM, TO eCTb JaTy OKOHYaHHUS COOBITUS
M3MeHWIU XOTsl Obl OIUH pa3, yCcTaHOBJIeH ¢iaxkok Bech meHb, TO PU M3MeHeHWH JaThl OKOHYAHKS
COOBITHSI yCTAaHOBJIEHHAsl IPOAOJKUTEIbHOCTh COOBITUSI 3aTIOMUHAETCSL U B CJTydae U3MeHeHUs! JIaThl
Havajla aBTOMATUYeCKHd IIOMeHSIeTCsl JaTa OKOHYaHUs COObITHs. M3MeHeHMe [daTbl OKOHYAHUS
COOBITHS He MOBJIMSIET Ha AATy Havyajla, HO U3MEeHUT NPOAOJDKUTEIbHOCTh COOBITHSI.

Hanpumep: co3maHo cOOBITHe C IaTOW Havasla U JAaTOH OKOHYAHUs 24 WIOJIs, YCTaHOBJIEH
dnaxok Bech mensn. /lata okoHUaHUs M3MeHeHa Ha 26 WioJis (ITUTeIbHOCTh COOBITHS CTala 3 AHS).
JlaTa Hayasa M3MeHeHa Ha 26 HWIOJS — JaTa OKOHYAHUS aBTOMATUYeCKHW M3MEHHWTCS Ha 28 urous,
JUTUTEIbHOCTb COOBITHSI COXpPaHUTCS. JlaTa OKkOHYAaHMS M3MeHeHa Ha 27 WIOJSl — JaTa Havajla He

H“3MeHunachk (26 uross), IpogOIDKUTEIBHOCTh COOBITHSI YMEHbIIINUIIACh.

5.3.2.4 IloBTOpSIIOIICECS COOBITHE

J171s1 co3aHus TOBTOPSIIOIIETOCSI COOBITUS Clle[lyeT:

1. [Ipy penakTUpOBaHUM JaThl U BpeMeHW COOBITUS YCTaHOBUTH (uiar IloBTOPSATH.

OTKpoeTcst CTpOKa C HaCTPOMKaMU MOoBTOpeHust cobbITHs (PucyHok 74).

© 10man2023 12:00 — 13:00 10 mas 2023 Becb AeHb MoBTOpPATHL

5 exepHesHo v (@ Bcerma (O o 10 HosBps 2023

Pucynok 74 — Co3naHue MOBTOPSIIOIIETOCS COOBITHS
2. YkaszaTb Hy>XHble 3HaUeHHUsI ITapaMeTPOB MTOBTOPEHUsI COOBITUS.

3. Ecnu B mosie 4acTOTHI MIOBTOPOB YCTaHOBJIEHO 3HaueHue JIpyroe, OTKpoeTCs OKHO BBOJIA
JIOTIOJTHUATEIbHBIX TlapameTpoB (Pucynok 75). Heobxomumo BBeCTHM HY>KHblE 3HAYeHUS
napameTpoB M HaxaTb kHONKY OK. OkHo 3akpoercs. [lapameTpsl moBTOpeHHsT COOBITHS

OyIyT 3a7jaHbI.
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MoBTOpATb MO  Heaensm ~

Kaxaywo 1 Hefenw

g lH BT CP YT NT Cb BC

O Bcernpa ® Oo 10 Hos6ps 2023

Pucynok 75 — YcraHoBka napamMeTpoB [TOBTOPeHUs COOBITHS

5.3.2.5 YuacTHUKH

Ykazatb Y4dCTHHUKOB COOBITHUS MOXKHO Ha BKJIaJJKaX CBEHEHI/IH u HJIaHI/IDOBIIII/IK.

V4dacTHUKY COOBITUSI MOT'YT OBITh IBYX THIIOB:

— 00s13aTeIbHBIN Y4dCTHHUK — YYdCTHHUK, IIPUCYTCTBHE KOTOPOT'O HAd CoOBITHH HeO6XOI[I/IMO .
— HeoOs3aTeNIbHbIN Y4dCTHHUK — YU4dCTHHUK, IIPUCYTCTBHE KOTOPOT'O HAd COOBITHH

OIINMOHAJIBHO.

Ytobbl yKa3zaThb 00s13aTeNbHbIX/Heo0sI3aTe/IbHIX ~YYaCTHUKOB COOBITHS Ha  BKJIAJKe
CBeneHusi, cjie[lyeT BpPyYHyI0O BBeCTU B mojsi YdacTHUKH / Heobsi3aTeqbHbIe y4YacTHHKH
3JIeKTPOHHBIE ajipeca Y4aCTHHUKOB JIMOO BbIOpATh UX U3 BBIMA/IAIOIIETO CIIUCKA, KOTOPBIN MOSIBIISETCS
IIPU BBOJIE B IT0JIe MIePBBIX CUMBOJIOB. B BhINajaroiiemM crucke yxke 106aBjieHHbIe B OIS yYaCTHUKU
oTobpakaroTcs 6yieJHBIM HIpHUPTOM, 6€3 BO3MOXXHOCTH UX IIOBTOPHOI'O BbIOOPA.

Takke MOXXHO BCTaBUTh CIIMCOK aJIpecoB, KOTOPBIM ObLI CKONMMPOBaH B Oydep oOMeHa mpu

IIPOCMOTpPe IIMCbMa, APYT'Oro COOBITHS WA I'PYIIIBI KOHTAKTOB.

Ecimu B kadecTBe y4aCTHHMKA/HeOOsI3aTeNIbHOI'O YYacTHUKA BblOpaHa rpynna (TPyIIbl
pacchbUIKM), B CTPOKe KMMEHHU 3TOr0 Yy4YacTHHKA IPUCYTCTByeT KHomka “ (PackpbeITh rpymnmy)

(Pucynok 76).

a2t elena.smirnova elena.smirnova x 10 users mail added by autmestD x
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Pucynok 76 — JJo6aBneHue rpynmnbl y94aCTHUKOB COOBITHS

Ilpy HakaTum Ha 3Ty KHOIIKY OTOOpa)kaeTcCsi CIIMCOK YYaCTHHUKOB 3TOH rpymmnbl. Ilpm
He0OXO0JMMOCTH MOXHO YAQJIUTh 9aCTh a/IpeCOB U3 COCTaBa yYaCTHUKOB COOBITUS. YTOOBI CBEpHYTH
IpyIIly, HeOOXOJIUMO HaXkaTb KHOIIKY % (CBepHyTbh rpymniy).

Jly1s mpocMoTpa 3aHATOCTH IPUIJIAllIeHHbIX YYaCTHUKOB HEOOXOOUMO IlepelTH Ha BKIIAAKY

ILnapupoBmuk. Ha ston BKJIaJ Ke OTO6pa>Ka€TCH I/IHCl)OpMaI_II/IH O 3dHATOCTHU Y4dCTHHKOB II0 YdCaM

Ha BI:»I6paHHYIO naTy M eCTb BO3MOXHOCTb HM3MEHHUTb BpeMs IIpoBeleHHud BCTpedYu C Yy4eTOM
3dHATOCTH YYdCTHUKOB.

HH}I HU3MEeHeHHUs THIlda Y4YdCTHHKA (O6H38T€J’[beIfI/H€OGHBHTEHbeIﬁ) cilenyer IiepeTalmuTb
Y49aCTHHUKA MbIIIbIO M3 OJTHOH CTPOKHU B IOPYIyHo. Taxxke MOXHO W3MEHUTbL THII Y4daCTHHKA HA

Bki1ake Il1aHUpPOBHIUK.

Ha BcTpedy MoryT OBITh IpUIVIAIIeHbl YYaCTHHUKM C 3JIEKTPOHHBIMHM aJjpecaMi BHEITHHUX
IIOYTOBBIX AIMMKOB. [lociie BBoJIa BHellIHEro 3JIeKTPOHHOTO afipeca cileflyeT HaXkaThb kiiaBuily Enter
vy IIpo6es Ha KaBUaType.

Jl1s ynaneHys ydacTHUKA M3 CIIMCKA IPUIJIALIEHHBIX Clle[lyeT Ha)KaTb KHOIKY ¥ B CTPOKe

ero MMeHH.

5.3.2.6 Pecypcsl

BribpaTb pecypchl 115 poBefieHrs COObITUS (TleperoBOpHble, KOHGepeHIIUU Z00m) MOXHO

Ha BKiagkax Ceemenuda v ILnaHupoOBIINK.

Jlist BbiOOpa pecypcoB Ha Bkiagke CBemeHHsI MOXXHO BOCIOJIB30BaThCSl CJEIYIONUMH
crocobamu:

1. Bribop 13 BeIaaroiero crnvcka noss Pecypcsl.

2. ABTOMAaTU4YeCKWi TOWUCK PecypcoB, JOCTYIIHbIX B Ha3HAayeHHOe BpeMsl IPOBeeHUs

cobbiTus (kHOIKa HaitTu pecypcsr).

Cmocoo 1.

J171s1 BBIOOpa pecypcoB U3 criicka 1nojis Pecypcel ciieqryert:

1. HlenkHyTh JIEBOM KHOMKOW MBIIIX 110 TOJ0 Pecypchl, OTKpOeTCs BBIMAAAIOMINM CIIHUCOK
pecypcos. [locTynHble B Ha3HaUeHHOe BpeMsi TPOBefIeHus] COOBITUSI peCypChbl 0003HaYeHbI
B CIMCKe 3eJleHOM TOYKOW, HelOoCTYIHble — KpacHOW. Eciu mocTymHOCTh pecypca Mo

KaKoW-11M00 NpUYKHe ONpeieIuTh He YJaioCh, OH 0003HaYeH Cepoil TOUKOH.
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2. BpibpaTp B CIIMCKe HY>KHBIM pecypc ILIeJTYKOM JIeBOM KHOIKH MBbIIU. YTOOB! yIPOCTUTH
BbIOOp, MOXKHO BBeCTH B II0JIe HEeCKOJIBKO IOJIPSi/T UAYIIMX CUMBOJIOB M3 Ha3BaHWS WIU
agpeca pecypca. CocraB CIIMCKAa HM3MEHUTCS, B HEM OCTAaHYTCS TOJIbKO Te PecypChl,
Ha3BaHWe WIM aJpeC KOTOPBIX COJEpPXWUT BBe/IeHHYIO B II0oJle I10C/Ie[0BaTeIbHOCTh
cumMBOoJIOB. [locie BbIOOpa CIIMCOK 3aKkpoeTcs, BbIOpaHHBIM pecypc OyneT AoOaBjeH B
mnoJe.

3. Ecnu TpebyeTcs HeCKOIBKO pecypcoB, IOBTOPUTH NPoLielypy BeIOOpa.

Cmoco0 2.
Yr1o6bI BOCIIOIB30BATHCS aBTOMATUYECKHM IIOMCKOM PeCypCOB, AOCTYIIHBIX B Ha3HAYEHHOE
BpeMsl ITPOBe/IeHHs: COOBITHS, CIIeTyerT:

1. HaxaTtp kHoniky HatiTu pecypcsol (PucyHok 77).

B HaiiTu pecypcel  ~

Pucynok 77 — KHomka aBTOMaTA4YeCKOT0O MOKCKa JOCTYITHBIX PeCypCOB

2. Ha orkpeiBiIericsi ¢opMe BbIOpaTh U3 BBINIAAAIOIIEr0 CIIMCKA TUII pecypca.

3. Haxatp kHomiky HaiiTu. Bynmer oToOpakeH CIMCOK JOCTYIHBIX BO BpeMsl IIPOBeJIeHUs
COOBITHS pecypcoB BbIOpaHHOIO TUMA. Eciiu Ha Ha3HaYeHHOe BpeMsl JOCTYIIHble peCypChl
HAWTH He yAaloch, Oy/eT BbiBeieHO WH(pOpMHUpYIoIee 06 3TOM coobIeHre ¢ MpoCchOoi
V3MeHUTb KPUTepUH TIOMCKa.

4. Bpibparh (YCTaHOBUTH (UIaXKKH) UIsi OJHOTO WM HECKOJIBKUX PeCypCOB, HYXKHBIX JIJIS
MIpOBe/ieHus1 COOBITHSI.

5. Haxatp kHonky JlobaButh. BeibpaHHbie pecypchl OyayT mobaBieHsl B 1iojie Pecypcel.

I ynanenus: BbBIOpaHHOTO pecypca ciiefiyeT HaXkaTh KHOIIKY * B CTPOKe ero Ha3BaHUSI.
[locMoTpeTh 3aHATOCTb BBIOpAHHBIX PEeCypcOB B JIpyroe BpeMsi yIOOHO Ha BKJIajiKe

TInaHupoOBIIHK.

5.3.2.7 Onucanue coobITUA

HEO6XOI[I/IMO BBeCTH [JdHHBbIe B IIOJie Omnucanue Ha BKJIaJIKe CBEHEHI/IH, KpPdaTKO OIlKMCaB

eTaav COOLITUS.

[Ipu HeobxogmmocT MOXHO N00aBUTh URL—cchiiky Ha BeO-CTpaHMIly, NpUrIallleHHble

IIOJIb30BaTeJIN YBUIAT B OIIMCAHUU T'UIIEPCCHUIKY Ha YKHBaHHbIﬁ URL.
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Ecmm B xauecTBe pecypca Ajid 1npoBeJeHus COOBITHS BbI6paHa KOH(l)epeHL[I/Iﬂ ZOOITI, TO IIpA
COXpaHeHHnu COOBITHS K OIMCAHUIO aBTOMaTHYeCKU I[O6aBI/ITCSI CCBUIKA JJIs TIOAKJIF0YeHUs K JTaHHOM

KOHepeHIINH.

5.3.2.8 BiioxeHnue aiina WM CCBUIKH

s BiioxkeHus daiyia WIK CChUIKK Ha daiil B 0bi1ake He0OX0AUMO:

1. Haxatrp kHonky IIpukpenuTh ¢aiyi, OTKpOeTCs BbIa/lalolllee MEHI0 C IlepedHeM
BO3MOXHBIX BAPUAHTOB.
2. BpibpaTh MecTo, oTKyaa Tpebyercst 3arpy3uth ¢ain: C kommbioTepa, W3 o6usaka,

3arpy3uTs B 00J1ak0 u npukpenuts (PucyHnok 78).
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Tema (oBAzaTenbHO) -

O 3mManz023 100 — 1100 3 Mai 2023 "] Becepgews [ | Mostopare

CeeneHun MNaHWPOBLLWK OononHMTEABHD

MpUKpenuTE

C komneioTEpa

M3 ofnaka

FO RS B

3arpy3uTe B 06MNaKC M NPHKPENWTE

3aKpbiTh

Pucynok 78 — Ilpukpernienue ¢arina

HaﬂbHEﬁHlHe JIeMCTBUSI aHAJIOTUYHBI ,[[O6aBJ'IEHI/IIO BJIOKeHH B IITMCbMO, CM. pa3ien

Lob6asnenue BioxxeHud. OOIIMM pa3mep BiIOXeHUH He 1opkeH npebiiaTh 10 M6. BioxxeHHble B
cobbITre a1 M CChlIKa Ha (a1 B obiake Oy1yT 0TOOpPaXXaTbCsl B BUAE IPSIMOYTOJIbHUKOB
(Pucynok 79). Ecnu BioxxeHue 66110 100aBiIeHO B BUJle CCbUIKHM, YYaCTHUKU COOBITHS,
HCITOJIb3YIOIIMe HACTOIbHOEe PUJIOXKeHHe TIOYTOBOTO KJIIMeHTa, B Ka4eCTBe BIOXKeHHUsI IT0JIydaT B

IIMCbMe CChUIKY Ha 06JlaqHOe XpaHWIuIe ¢aiia.
BIioeHre MOXHO yIa/liTh HAKaTHeM KHOIKA X '

@ MNpukpenuTe dain -

DynRangeWithindex.xls: X Hosaa Tabnwua.xods Ty ox

Pucynok 79 — IlpukpenseHnHsble ¢aiii U cchblUika Ha dani
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5.3.2.9 Hamomuuauusa

HJ’IH BCexX CO3aaBdeMBbIX COOBITUM aBTOMAaTHYECKH YCTaHABJIIMBAETCA HAIIOMHWHdAHHWE O
COOBITHH 33 5 MHWHYT 10 Ha4adJld. HJISI HU3MeHeHHs] BpeMeHH HAlIOMHUHAaHUS CjleJlyeT HAdXXaTb CTPEJIKY B
Inojie € yKkasadHvuemM BpeMeHH HAIIOMHWHdHUAIA U BbI6paTb HeO6XOJII/IMOE BpeMsAa U3 pPACKPLIBAIOIIErocqa
CITMCKaA. HpI/I BbI60pe BapHWdHTA BLIﬁpaTI: AaTy U BpeMsd 0T06pa>1<a10Tc;1 JOIIOJIHUTEJIbHbIE II0JIA

BbI60pa AaThl 1 BpeMeHHW HAIIOMUHAHUS.

HH}I YCTaHOBKH JOIIOJTHHUTEJIbHBIX YBeJIOMJ'[eHI/Iﬁ cilenyer:

1. B oxHe co3nanus cobbITHS, Ha BKJIaaKe CBemeHus, MeIKHYTh JIeBOM KJIaBUIIIeN MBI 10
TekcTy Jlo6aBuTh HamomMuHaHue. [IoSIBUTCS CTpoKa HACTPOEK HATIOMHUHAHUSI.

2. HlenxHyTb JieBOM KJIaBUILIEH MBIIIH IO MOJI0 C TUIIOM HAIIOMHUHAHUS U BBIOPATh HYXXHOE
3HaueHHe U3 PACKPBIBIIErocs CIKCKa.

3. lllenkHyTh JieBOM KJIaBHUINIe MBI IO TOJII0 C BpeMeHeM HAllOMMHAHUS U BBIOpATh

H806XO)II/IMOE BpeMs U3 PACKPLBIBIIETOCAd CITMCKaA.

Jlyis yrmanmeHusT HaIOMUHAHHWS Clie[lyeT HaXkaTb KHOTMKY % , PACIOJIOXKEHHYI0 CIIpaBa OT
BpeMeHU HallOMUHAHWUS.
5.3.2.10 ITosryueHne yBeOMeHHUI1 OT y4aCTHUKOB

OpraHH3aTop COOBITUSI dBTOMAdTHU4YeCKH mojry4aeT YBeJlOMJIEeHU (6}
HO,[[TBep)KIIEHI/II/I/OTKJ'IOHEHI/H/I ydacCctuda BO BCTpe4dYe OT Y4YdCTHUKOB COOBITHSI. I[J'[H OTKJIFOYEeHH A
IMMOCTYIIJIEHU A YBEHOMHEHHfI HEO6XOI[I/IMO HepeﬁTH BO BKIIQJIKY HOIIOJIHI/ITEJII)HO U YCTaHOBHUTDb

(1)J'Ia)KOK He IIoJIy4aThb IMHCbMad C 0TBETaMHU YIAaCTHHKOB.

5.3.2.11 3auaroctn

IIpy Heo6XOIMMOCTM MOXHO BBICTABUTh IlapaMeTp CBOeM 3aHITOCTM Ha BKJIAJKe

JIomoJITHHTEeIBLHO.
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5.3.2.12 3akpsiTHE OKHA CO3TAHUS COOBITHS

HJ’IH 3dKPbITH OKHA (Ha JII060M 3Tare CO31aHHA CO6I)ITI/I$[) MO>XHO BOCIIOJIb30BATHECA OJHHM

H3 CJIeAYIoInX CIIoCO0O0B:

— B oxHe co3ganus cOOBITHS HAa)XXaTh KHOIIKY Ha)KaTh Ha KHOIIKY X (3aKpbITh).
— [llenkHyTE JIeBOM KHONIKOW MBIIIM B JIIOOOM MeCTe B KajleH/Japs 3a IpefleJlaMM OKHa

CO31aHHUA COOBITHS.

B pesynbraTe o06o0omx peicTBuil OyleT BbIBeJleHO IpeAylpexieHue O HaJuIuu
HECOXPaHeHHbIX U3MeHeHU!. B okHe mpeaymnpesxeHust ciieflyeT BIOpaTh OJJHO U3 JIeHCTBU:

— He coxpaHaTh — OKHO CO3/1aHUs COOBITUS Oy/leT aBTOMaTU4eCKH 3aKpbITO, U3MEeHEeHHsl He
COXPAHSTCS;

— CoxpaHuTh — BBeJleHHble B OKHO TapaMeTpbl COOBITHSI OyayT coxpaHeHbl. OKHO
3aKpoetcsi, cobbiThe OyaeT oTobpakeHo B Paboueii obsiacTu KajeHnapsi B suedke C
COOTBETCTBYIOIIEH aTou. /[ peakTHpPOBaHHs COOBITHS ClieflyeT IeJKHYTh [0 HEMY B
KaJIeHJIaPHOW CeTKe JIeBOM KHOIIKOM MBIIIIY;

— OTMeHa — BO3BpPdT B OKHO CO31dHUA WUIIK Pe1IdKTUPOBAHUA COOBITHS.

5.3.2.13 3aBepiienue co3ganus codpITusa. OTIpaBKa NpHUIJIalleHUuH Y9aCTHUKAM

ITo oxoHYaHMYM BBO/A JTaHHBIX Clle[lyeT HaXkaTb KHONKY Co3gaTh U BbIOpaTh HEOOXOJUMBIN

BAPHUAHT YBeJOMJIeHUS IIPUTJIdIIIeHHbIX YUdCTHHUKOB:

— OTHpaBUTB — YYACTHUKY COOBITHSI aBTOMATHYECKH TIOTY4YaloT YBeJIOMJIEHUsI O CO3/IaHUN
HOBOT'O CODBITHSL.

— He oTnpaBisTh — OTKJIFOUYEHHE OTIPAaBKU YBeJOMJIEHUI O COOBITHH Ha 3JIEKTPOHHBIE
aZipeca y4aCTHUKOB.

— OTMeHa — Bo3BpaT K hpopMe CO37jaHHUsI COOBITHUSI.

Bpemst coObITHS U S13bIK B IMChbMe-TIPUTJIAllIeHUH YYaCTHUKOB U3 aipecHOM KHUTH «Koriern»
(monb3oBaresyield C BHYTPEHHUMHU ajipecaMu 3JIeKTPOHHOM IMOYTHI) YKa3bIBAIOTCS B COOTBETCTBUU C

HAaCTPOMKAMU IOJIy4daTesiei.
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CospganHoe coObITHe 0T06p83HTC$I B KaJjleH[ape, B sTYerKe C COOTBETCTBYIOH.IEI;'I IaToM C

IPU3HAKOM OPraHM3aTopa 4 M Oy[eT OKpalleHO B LBeT KajleHaps, B KOTOPOM COObITHe ObLIO

CO314dHO. Hepe,u COXpaHeHneM COOBITHS calenyer y'6e,I[I/ITbCiI, 4YTO OHO CO30aeTCd B HYXHOM

%
kanenape. [loBTopstorieecs: cobbiTHe Oy/ieT 0OTMeYeHO B KajleHaape 3HaukoM = (Pucynok 80):

L BT
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0%00 Cobermme 1 & 3
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Pucynok 80 — Co3nanHoe cobbiTHe

HHorpa nmocie HaXkatust KHONKKA Co3AaTh MOXeT MOSIBUTHCS coobiiieHue (CM.

Pucynok 81).

HeKoTopble pecypchkl yKe 3a6pOHUPOBaHb! APYTUM
nonb3oBaTenem

Bbl MOXeTe HanTK QOCTYNHbIE PECYpPChl B
NNaHUPOBLUKMKE.

MpooonHuTh ] HaidTi gpyrue pecypchl

Pucynoxk 81 — MadopmupoBaHue 0 3aHITOCTH pecypca
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OTO O3HayaeT, YTO K MOMeHTy HakaTusi kHOmku Co3maTh Kakve-TO W3 BBIOpAHHBIX JIJIS
IIPOBeJIeHUs] COOBITHSI peCypCOB OKa3aIMCh 3a0pOHMPOBAHHBIMU JIJIs1 IPOBE/IeHUs] IPYTUX COOBITUM.
CrnenyeT HaXkaTb KHOTIKY:

— Haiitu npyrue pecypchl — 17151 BO3BpallleHHsl B OKHO CO3/IaHUsI COOBITHSI U BbIOOpA IPYTHUX

pecypcos.

— IIpomomxuTh — Uil 3aBepllieHrs] CO3[aHUsI COOBITHS, HECMOTPSl Ha 3aHSATOCTb pecypca.

CobbITHe OyHeT co3/1aHO, @ OPraHMU3ATOP IMOYYUT NpedyIpeXkieHre O 3aHSITOCTH pecypca

B aBTOMaTU4YeCKd cHPOPMUPOBAHHOM IIMChbMe O pe3yJibTaTaX OPOHMPOBAHUSI.

5.3.3 Br100p Bpemenu u pecypcos B IlnanupoBmuke

Bxnagka IlnaHumpoBIIMK T03BOJIsIeT OBICTPO BbIOpPaTh CBOOOAHOE [IJii BCeX YYaCTHUKOB
BpeMsI IPOBeJIeHUsI COOBITUSI U JIOCTYTTHbIE PECYPCHI.

Ha Bkiagke IlnaHMpOBIIMK YYaCTHUKA M pecypchbl OTOOPaKalOTCSl eIMHbIM CIIMCKOM, B
clefyroIIeM nopsike (Mpy 3TOM YIaCTHHUKU C OJIMHAKOBLIM CTaTyCOM OTOOpakaroTcs B ajiGaBUTHOM
Hopsizike):

— OpranuzaTop COObITHS;

— Pecypcsl (neperoBopHsbIe);

— Obs13aTebHbIe Y4aCTHUKY;

— Heobs3aTenbHble y9aCTHUKY;

— O6s13aTeibHbIe YYaCTHUKU C 3JIEKTPOHHBIMU aJ[peCaMy BHEIITHUX TTOYTOBBIX SITUKOB;

— HeobOs3aTenbHble y9aCTHUKY C 3JIeKTPOHHBIMU afipecaMy BHEIITHUX MTOYTOBBIX SIIITUKOB.

[Ipu oTkpeiTvu BrIa[ku IITaHUPOBHIMK B CIMCKe yXe OyAyT YYaCTHHKH U PeCcypChl,

KOTOp&bIE ObLTH BbI6paHbI IJId TIpOBeIeHr s COOBITHS Ha BKJIaJIKe CBeHEHI/Iﬂ.

5.3.3.1 YuacTHHUKH COOBITUS

Ha Brutasike IlnaHupoBIIMK MOTYT OBITh U3MEHEHBI:
— CopTHpoOBKa CIKMCKa YYaCTHUKOB C BHYTPEHHHUMU 3JIEKTPOHHBIMU aJIpecaMu;
— CocCTaB y4aCTHHUKOB COOBITUS;

— Tun yyactHuka (06s13aTebHbIN / HeoOsI3aTeTbHBIN).

JlJ11 M3MeHeHUs KPUTepHs COPTUPOBKU CIIMCKAa YYaCTHMKOB CJleflyeT HaKaTh KHOIIKY =
(CopTHupoBaTh) B CTPOKe HAJl CIIMCKOM YYaCTHUKOB Y BBIOPaTh HEOOXOIUMBIM BapyUaHT: B mopsiake

nooasienus, Ilo andasury, Ilo 3anarocru.
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MaxkcHuManbHOe KOJIMYeCTBO Y4aCTHHUKOB B CITUCKe, KOTOpOe MOXeT OBITH

OTCOPTHPOBAHO — 50 yY4aCTHUKOB.

ABaTapbl opraHu3aTtopa COOBITHSI U HEOOSI3aTeJIbHBIX YYaCTHUKU OTMEYeHbI CllellhabHbIMU
3HAYKaMU: () — OpPraHU3aTop, (i) — HeoOs13aTeIbHbIN YYaCTHUK.
BpemeHnHble pOMeXXyTKH, B TeueHHEe KOTOPbIX YYaCTHUK MOXKeT ObITh 3aHST, BbIJIeJIeHbI B
IInanupoBIINKe B COOTBETCTBUU C OTBETaMHU yYaCTHHKA Ha MPHUTJIAIIIeHHUS Ha JPYTHe COOBITHS:
— Peakrust yyacTHMka Ha TMpurjalieHde Ha COOBITHE OTCYTCTBYeT — BpeMsi COOBLITUS
00BeJIeHO paMKOH M He TI0JICBeYeHO;
— Y4yacTtue mnpefBapuTebHO TPUHITO — BpeMs COOBITHS 0003HAUEHO 3aIlTPHUXOBAHHOMU
006J1aCThIO;
— Y4JacTue moTBepXKIeHO — BPeMsl COOBITHSI PABHOMEPHO 3aJIUTO I[BETOM;
— Yyactve ObUIO OTKJIOHEHO WJIA MEpPONpPUITUN He 3alVTaHUPOBAHO — BpeMsl HHUKAaK He

BbIZIeJIeHO.

[Ipy HaBegeHMM Kypcopa Ha BblJleJIeHHble BpeMeHHble IIPOMEXYTKH TOSIBIISIeTCS
BCIUIBIBAIONIAs TIOZICKa3Ka C MHOpMaIMei 0 JOCTYITHOCTH MOJIb30BaTessi, B TOM YHCJIe O llepepbiBe
(bydepHoM BpemeHH), eciii OH ObLI YCTAaHOBJIEH B HACTpOMKax: cTaTyCc coObitust Ilpunsroe
cooniTue / IlpenBapurensHo npunaroe coosiTHe / HeodpaGoTanHoe codbITHE, BpeMsl COOBITHS,
ISl Heo0s13aTeTbHBIX YIaCTHUKOB yKa3aH cTaTyC — Heobsi3aTeIbHbIN YYaCTHHK.

Bpemsi yyaCTHUKOB C 3JIeKTPOHHBIMH aJipecaMM BHEITHUX IOYTOBBIX SIIIMKOB PAaBHOMEPHO
3ayiTo 1BeToM. [Ipu HaBeJleHUM Kypcopa MOSIBIISIETCS! BCIUIbIBAIOIee OKHO C NpenynpexxiaeHrneM 06
OTCYTCTBUHM CBeJIeHHI O JOCTYIHOCTHU 3TOT0 YYaCTHHKA.

YTo6Bl 106aBUTH HOBOTO yYaCTHHMKA COOBITHS CJleJlyeT BBECTH ero 3JIeKTPOHHBIA ajipeC B
nonme € [o6aente ;6o BHIOPATH €ro M3 BHITAAAIOIIETO CIIHCKA, KOTOPHIH MOSBISETCS PU BBOZIE
B IIOJie TIepPBBIX CUMBOJIOB. B BhINMajamoIiemM ciucke yxke nobaBieHHble HAa COOBITHE Y4YaCTHHUKU
oToOpakatoTcst 6yieJHBIM HIPHUPTOM, 6€3 BO3MOXHOCTH UX TOBTOPHOT'O BhIOOPA.

Jlo6aBneHHble TakuM 00pa30M YYaCTHUKUA 110 YMOJIYAHHUIO CUYUTAIOTCS OO0s3aTeIbHBIMHU.
YToObl M3MEHUTh THIl y4yacTHHKA (00si3aTebHbIN/He0bsI3aTeNbHbIN), ClIelyeT IIeJIKHYTb JIeBOU

KHOIIKOY MBIIIHU Ha ero dBaTap U BbI6paTb B OTKPBIBIIEMCs CIIMCKe HY>XHOe 3HaYeHHe.

5.3.3.2 I3MeHeHHe BpeMeHH COOBITHA

Ha BKJIaJ Ke HJIaHI/IPOBIIII/IK MOr'yT OBITL HM3MEeHeHBI BpeMs IIpoBeleHuda CODOBITHS U €ero

IMPpOOOIKUTEJIbHOCTD.
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YToObI M3MEHUTDL BpeMsi TIPOBeJIeHHUs] COOBITHS CIe/lyeT IIepeMeCTUThb CTOJI0el] CO3/1aBaeMoro
coObITHs (cTOsIOelr COOBITHSI OKpaIlleH 3aIMBKOM 11BeTa KajieHjapsi, B KOTOPOM HaXOJIUTCS COOBITHE),
3aKaB ero JieBoW KHOIIKOM MBIIIIH, TI0 BpeMeHHO! ITiKaJie BIpaBo WiH BiieBo. [locie BbiGopa BpeMeHu
IIPOBeJIeHusT COOBITHSI, HanboJsiee yOOHOTO C TOYKU 3PeHUs 3aHATOCTH YYACTHUKOB, JIEBYIO KHOIIKY
MBI CJIeflyeT OTHYCTUTh. Takke MOXXHO W3MEHSTb JIUTEIbHOCTh COOBITHUS — 3aXKaTh JIeBOU
KJIABHIIIEH MBIIIA OFHY U3 TPAHMI] CTOJIOIA M MepeMeCTHTh ee BIIPABO WJIM BJIEBO 110 BPEMEHHOH
IIKase.

Cronber; co3maBaeMoro COOBITHSI HE OXBaTbIBAeT CTPOKH YYAaCTHUKOB C 3JIEKTPOHHBIMH

daJipeCaMM1 BHEITHUX IMOYTOBbIX AINIUKOB U OI'PAHUYNBAETCSA BHYTPEHHUMHU YUdCTHUKAMMU.

5.3.3.3 ABTOMaTHYeCKHIi IO00P BPeMeHH NPOBeeHUs COOBITHS

Jlns  OpicTporo mojbopa BpeMeHM TPOBeJleHHs COOBITHSI MOXKHO — HCIIOJIb30BaTh
aBTOMATUYECKUN TOMCK BPEMEHHBIX WHTEPBAJIOB, KOTOpble CBOOOJHBI Cpa3dy y BCeX yYaCTHUKOB

COOBITHA (38 HCK/II0OYeHHeM YYdCTHUKOB C 3JIeKTPOHHBIMU aZipeCaMHt BHEITHUX IMOYTOBLIX HHlI/IKOB).

ABTOMaTHYECKHM TIOUCK paboTaeT, ecyii Ha COOBITHe TMpHUTJIalieHo He 6osee 50
YYaCTHUKOB, BKJIIOUAsi OpraHU3aTopa COObITUS (TIPYU 3TOM TpyMIa YYaCTHUKOB CUATAETCS

KdK OJWH y‘laCTHI/IK) o

ABTOMaTHUYECKUI TOUCK He paboTaeT Jijisi COOBITUM IPOAOKUTEIbHOCTBIO I1e/Ibli JIeHb

Y HECKOJIbKO JTHeH, a Takxke IpU CO3AdHUU ITOBTOPAIOIMINXCA COOBITHA.

ABTOMAaTHYeCKUM TOWCK IOKa)XeT BpeMeHHble WUHTEepBaJibl, paBHble MPOAOIKUTEIbHOCTU
COOBITHS, B KOTOpble BCE YYaCTHHUKH COOBITUS CBOOOAHBI, Ha cerofHs W Ommkaume 30 mgHEH.
(YuacTHuK cunTaeTcss CBOOOAHBIM, €CJIM Y HEero HeT COOBITHM Ha 3TO BpeMsl, KpOMe OTKJIOHEHHBIX.

Byc])epHoe BpeMs MeXy BCTpedaMH, eCJIM OHO YCTAHOBJIEHO YUdCTHHUKOM, CUUTACTCI 3aH5{TbIM.)

Ha BPEMGHHOﬁ CeTKe BKJIdaJKH HJIaHI/IPOBII[I/IK TdKHWe HWHTEPBAJIbI 6YILYT 0003HAYEeHBI
3eJIeHbIM IIBETOM. CeprM OBEeTOM 0003HaYeHBI HUHTEePBAJIbl, B KOTOPbIE YYAdCTHUK 3dHAT, 4 TdKXe

Hepabouee BpeMmsl.

[Ipu >xenaHWUM aBTOMATHYECKHI T0/I00P BPeMeHH MPOBeJieHHsI COOBITUSI MOXKHO OT'PaHHYUTD
TOJIbKO paboyMM BpeMeHeM Y4aCTHUKOB. PabounM cuuTaetcs: BpeMsl, KOTOpOe YYaCTHUK YyKa3ajl B
pa3snesie HacTpoek KajeHaaps (a eciiv OHO He yKa3aHO B HACTPOMKaX, TO ¢ 9 1o 17 yacoB), ¢ yueTom

YdCOBOT'O IOsICA KaXXOO0T'0 Y4dCTHHKA.
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HJ’I?I dBTOMATHUYEeCKOI'O n0n6opa BpeMeHHU IIPpoBeJeHU COOBITHS cilenyer:

1. Jlo6aBuTH B CITMCOK BCeX 00s13aTeTbHBIX YYACTHUKOB COOBITHSI.

2. Haxatp xHonky Haiitn Bpemsi. OTKpoeTcsi CIMCOK, B KOTOPOM OYIyT IepBble 7
HalJIeHHbIX BpPeMeHHbIX HWHTEepBaJiOB,  IMOAXOASIIMX [JIsi TIPOBe/IeHUsl COOBITHS C
3a/IaHHBIM CIIMCKOM YYaCTHUKOB. [[Jis1 0ToOpakeHHs CIle[lyIOIMX HaWJeHHbIX UHTepBaJIOB
HaXXaTh KHOTIKY Enre.

3. Ecimm TpebyeTcsl OrpaHUYUTh MOUCK TOJBKO paboyuMM BpeMeHeM, YCTAaHOBUTH (IIaXkKOK
Tonbko padoune Yackl Ha/l CIIMCKOM MHTEpPBaJIOB.

4. BribpaTh BpeMeHHOUM MHTepBajl U3 MpejjlaraeMoro crucka. CIHMCcOK 3aKpoeTcs, COObITHe

OyneT mepeHeceHO Ha BbIOpaHHOE B BpeMH.

5.3.3.4 IlonOop pecypcoB AJisi IPoOBeJIeHUs1 COOBITHUS

3aHATOCTb pecypcoB oTobpakaercsi B ceTke IlimaHmpoBIuKka. BpeMeHHble IPOMEXYTKH, B
TedeHUe KOTOPBIX PeCypC 3aHST, BbleJleHbl, a IIPU HaBeJleHMM Ha HUX Kypcopa IOSIBIISIeTCS
BCIUIBIBAIOIIAs IIOJICKA3KA.

Jliist no6aBiieHust pecypca B CIIMCOK ClleflyeT:

1. Haxatb kHonky HaiiTi pecypcsr:

2. Ha otkpeiBiieiics ¢popMe BbIOpaTh U3 BhINaJaloIero CIMcKa THUI pecypca.

3. Haxatp xHonky Haiitu. Byner oroOpakeH CIIMCOK AOCTYIHBIX BO BpeMsl IIPOBelleHHsI

COOBITHSI PeCypCOB BbIOPAaHHOTO THIA. Eciii B Ha3HaYeHHOe BpeMsi JOCTYIHBIX peCypCcoB
HeT, OyneT BbIBefleHO MHoOpMUpyIolllee 00 3TOM COo0DIlleHre C MpPOCbOOW U3MEHHUTH
KPUTepPHUHU IIOUCKA.

4. Bpibpath (YCTaHOBUTH (PJiadkKH) AJisi OJTHOTO WJIM HECKOJIBbKUX HYXXHBIX JIJISI IPOBe/IeHuUs

COOBITHSI pECYPCOB.
5. Haxarp kHonky Jlo6aBuTh. BriOpaHHble pecypchl OyayT no0aBieHbl B CIIMCOK, a UX

3dHATOCTD 0T06pa>1<eHa B CeTKe IIJIaHWPOBIIXKA.

Taxke MOXXHO BBeCTH BHEKTpOHHbIﬁ aJipeC pecypcCa B IIoJjie 0 AobasuTe , dHAJIOTUYIHO

JI00aBJIEHUIO YYaCTHHKA.

5.3.4 Co3gaHue coOBITHSI Ha OCHOBE CYIIIeCTBYIOIIIEro

Ecmu Tp86YETC}I CO31aThb HOBOe CO6bITI/Ie, KOTOpOe HuMeeT CXOXHe C CyleCTBYHOIIUM
cobnITHEM IapaMeTpPbL (HaanMep, umeeT TOT Xe COCTaB YYdCTHHUKOB, IIOBTOPAEMOCTb U T.H.),

MO’KHO CO3[0dThb KOIIMIO CyIIeCTBYIOIIIEero COOBITHS ¥ BHECTU B Hee H806XO)IHMBIE uaMmeHenms. U3
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HCXOJTHOTO COOBITHS B KOTIMIO COOBITHS OYTyT IepeHeceHbl ClieIytolye JaHHbIe:
— Tema cobbrtus (6ynet umetsb npedukc (Komus));
— ITapameTpsl moBTOpEHUs: COObITHS U omivs Bechb JieHb;
— VyactHuku (00s13aTebHbIe U He00s3aTe IbHbIe);
— Pecypchr;
— Omcanve coOBITHS (32 MCKIIIOYEHHeM J100aBJIeHHBIX B OIIMCAaHHe CCBUIOK Ha
KOH(epeHIIUHN);
— Broxenus;
— Ccbulku Ha KOHbepeHIIUY;

— Hanomunanwusl.
Konwuro cobbITrst MOXKeT cO3[aTh OPraHU3aToOp COOBITHSI UITH JIF0OO0M ero yYacTHHUK.
OpraHu3aTopoM co3/1aBaeMoro coObITHSI OyIeT aBTOMaTWUYeCKHM Ha3Ha4yeH I10JIb30BaTellb,

KOHI/IPYIOH_[I/Iﬁ coObITHe. ,HaTa COOBITUS 6YI[€T Hd3HdAY€Hd dBTOMATU4YeCKH, 110 TeM XKe IIpaBujlaM, 9TO

J1aTa HOBOI'O COOBITHS.

Komug 6YJIET CO3[aHa B OCHOBHOM KaJleHJape TOU YHETHOfI 3allMCH, B KdJieHIdape KOTOpOﬁ

HaXOOUTCSa HCXOOHOe cobbpiTie. Ecou HCXOOHOe cobObITHE HaXOJUTCA B KaJleHIdpe, K KOTOpPpOMY

II0JIb30BaTeN0 OBLI peanocCTaBjieH JOCTYII, KOIINdI 6y11eT CO3/1aHa B OCHOBHOM KaJIeHJlape OCHOBHOM

y‘IETHOﬁ 3dIIMCH I10JIb30BaTeJId.

J171s1 co3ganust COOBITHS HA OCHOBE CYIIIeCTBYIOIIEro Cyie/lyer:

1. B kaseHpape IIeJKHYTb JIeBOM KHONKHM MBIIIM II0 COOBITHIO, KOTOpoe Tpebyercs

cKkonupoBaTh. OTKpoeTcsi OKHO ¢ uHpopManueit o cobsitun (Pucynok 82).
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Pucynoxk 82 — Co3nanue Kommuu COObITUS

2. Haxatp kHonky KommpoBaTb. OTKpPOeTCS OKHO CO37JaHHsI HOBOT'O COOBITHSI C JIAHHBIMH,
KOTOpbIe CKOMTMPOBAHBI U3 UCXOJTHOTO COOBITHS MO OMMCAHHBIM BBIIIIE TIPABUJIAM.

3. BHectu HeobOxonuMble W3MeHeHWs B TIapaMepbl coObiTHs. (OCHOBHBIE —ITpaBHJIa
3aIoJTHeHUsI TI0Jield TIPU peJaKTUPOBAHUU COOBLITUS TaKWe e, KaK MPH CO3/IaHUK HOBOTO
COOBITHS.

4. Haxatb kHonky Co3naTh. byzer co3nano HoBoe coObITHe.

5.3.5 PegakTipoBaHue coObITHS

Y1066 BHECTU KOPPEKTUPOBKY B ITapaMeTphbl COOBITHS, Clle[lyeT:

1. OTKpBITH COOBITHE IIETYKOM JIeBOM KHOIIKUA MBIIIIH.

2. B oTkpbiBIIiemMcst okHe ¢ nH$pOpMaIiei 0 COObBITHM HaXkaTh KHOTIKY PerakTHpoBaTh.

3. B oTkpbIBIIeMCSI OKHe C TapamMeTpaMu COOBITHSI BHECTH HeOoOXOAuMble H3MeHeHUS.
OcHOBHBIe MpaBWIa 3aTI0JIHEHUSI TT0JIeH TIPU peJTaKTUPOBAHUU COOBITHS TaKUe ke, KaK IpU

CO3IaHUU HOBOT'O COOLITHS.
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4. Haxatb kHOKy COXpaHHTh.

[Tpu BHeceHMM M3MeHEHUH B IOBTOpPsIOIleecs COOBbITHe IOSIBUTCS MEeHIO BbIOOpa BHECEHHs
M3MeHeHU B OJIHO (BbIOpaHHOEe) COOBITHEe WM BO BCIO CEpUI0 MOBTOPOB. Eciu Bo Bceil cepuu
IIOBTOPOB C 4aCTOTOM NOBTOPOB JIpyroe n3MeHsieTcs jaTa IepBOro COOBITHS, U OHA He COBIA/aeT C
BbIOpaHHBIM paHee JHeM TIOBTOpPa, TO Ha ¢opMe pelaKTUPOBaHUS TMOsBsSeTcss HWHbOpMAIUsI O
HECOOTBETCTBMM HOBOM JaThl AHSAM IIOBTOPOB M HEOOXOAMMOCTH BbIOpaTh [PYrylo [aTy WIK
xapakTep MOBTOPOB. COXpaHUTh COOBITHE C HeCOBMAJAAOIIUMU JITATOU U THEM MTOBTOPA HEBO3MOXKHO,

IIPY 3aKPBITUM POPMBI PeIaKTUPOBAHUSI COOBITHSI U3MEeHeHHsl He COXPAHSTCSL.

OO6si3aTesibHble  YYaCTHUKA COOBITHS, B TOM 4YHCJIe OOs3aTelbHble YYaCTHUKU C
3JIEKTPOHHBIMH 3JJpeCaM¥ BHEIITHUX TIOYTOBBIX SIITUKOB, aBTOMAaTHYECKHU TIOTYYalOT YBEIOMIIEHUS 00
“3MeHeHUH fieTaiier cobbrtust. Heobsi3aTenbHble Y9aCTHUKY COOBITHS, B TOM YHUCIIe C 3JIeKTPOHHBIMU
a/ipecaM¥l BHEIITHUX TTOYTOBBIX SIIIIUKOB, TIOJTYYAIOT YBEIOMIIEHUSI 00 U3MEHeHUH JieTajieid COObITHS C
OTMEeTKOM 0 HeobsI3aTeIbHOCTH Y9aCTHsl, TOJILKO eCJId OHU ellle He OTKJIOHWIX TpuraiieHue. Ecmu B
mpollecce M3MeHEeHUH ObUT M3MEeHeH CTaTyC HeoO0s3aTeJbHOI0 Y4YaCTHHMKA Ha 00s3aTesIbHOTrO
YY4aCTHUKA, TO TAKOMy Y4YaCTHUKY OyJleT OTHpaBiieHO yBeloMmyieHHe 00 W3MeHeHUH JeTajeid
COOBITHS, Ja’ke eCId OH paHee OTKJIOHWI TpejioxkeHue o0 ydacTuu. B ciydyae He3HAUUTEIbHBIX
M3MeHeHUN [l OTKJIIOUeHHs OTIPABKU yBeJIOMJIeHWM 00 M3MeHeHUH COOBLITUS Ha 3JIeKTPOHHBIe
ajipeca y4aCTHHMKOB CHUMHTEe ¢uiakok OmoBeCcTHTH 00 M3MEHEHHSIX Iepe]l HakKaTHeM KHOIKH

CoxpaHHuThb.

YdacTHUKaM C JJIEGKTPOHHBIMH 4dJipeCaMK BHEIIHHX IIOYTOBBLIX AIIMWKOB YBeJIOMIJIEHHA 00
H3MeHeHUIX 6YJIYT OTIIPaBJIEHbI dBTOMATU4Y€CKH, HE3dBUCHUMO OT YCTaHOBKHU qJJIa)KKa N CTelleHH

Ba)XHOCTY BHOCUMBIX KOPPEKTHPOBOK.

Ecm B cobbiTe ObUTM A00aBiieHbl HOBble YYaCTHHKH, Ha $OpMe MOSIBUTCS BO3MOXXHOCTD
BbIOOpA OTOBeIeHus] y4acTHUKOB. HaxkmuTe kHONIKY OTIpPaBUTH B ITPABOM HIXKHEM YTy GOPMBI U
BbIOEpUTe U3 BbINAAAIONIero crrucka Heobxonumbld BapuaHT (HoBbIM yuyacTHukaMm, Bcem
y4acTHUKaM). Eciii nipu 1o006aBiieHM HOBBIX YYaCTHUKOB ¢uia’kok OIOBeCTHTH 00 M3MEHEeHHSIX
Oyner CHST, TO NMpPU HaXXKAaTUX KHONKU OTHpaBUTB COObITHE OyAeT aBTOMAaTHU4eCKH OOHOBJIEHO,

yBeJloMJIeHHsI He OYAyT OTIpaBIIeHBI.
Jli1s Bo3BpaTa K ¢popMe peJlakTUPOBaHUsI COOBITHS Clle[lyeT HaXkaTb KHOIIKY OTMeHa.

OpranusaTop COOBITHS aBTOMAaTUYeCKH oJTy4aeT yBeIOMJIeHUS 0

HOI[TBEP)K)IEHI/II/I/OTKJIOHEHI/II/I y4aCTusad BO BCTpe4de OT Y4YdCTHHUKOB COOBITHS. HJ'ISI OTK/IFOYeHus
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IMMOCTYIUIEHU A YBEJ:[OMJIGHHI;'I, HEPEﬁHHTe Ha BKJIQJIKY I[OIIOJIHI/ITEJII)HO N yCTAdHOBUTE (1)J'Ia)KOK He

II0JIy4dTh IMIMCbMA C 0TBeTaMH YYAaCTHHKOB IIlepe]] COXpaHeHrueM W3MEHEeHMU.

Ecnu npu coxpaneHun u3mMeHeHHi Obia BbiOpaHa orius OmoBecTUTH 00 H3MEeHeHHUsX, TO B
pe3yJsibTaTe Olepaliy yYaCTHUKU COOBITUS (B TOM 4MCIle Y4acCT+HHUKHU C 3JIEKTPOHHBIMHU afjpecaMu
BHEIIIHMX IIOYTOBBIX SIIIMKOB), KPOMe TeX, KTO Yy>Ke OTKJIOHWJI IpUrjalleHue, MoJjydaT MHUCbMa-

yBeZIOMJIEHUS] C yKa3aHHWeM BHeCeHHbIX B COOBbITHe H3MeHeHHH, KOTOopble OyIyT aBTOMaTUYeCKU

O6’B€)1PIH€HI:>I B IEelo4Ky IMceMm, IIpU YCJIOBHUMU YCTAHOBJIEHHOTO (l)JIa)KKa Oﬁ'BeJ:[I/IHHTb B IIEeII0YKH

NHUCbMA C OJHOU TeMOMH.

Ecmn B pesynbrare omepanuu ObUla M3MeHeHa JlaTa WM BpeMsl BCTpe4Yd, TO CTaTycC
YYaCTHUKOB, IIepBOHAYaJIbHO IIPUIJIAIIEHHBIX B COOBITHME, cOpachiBaeTcs. YBeaoMiieHHe 00
W3MEeHeHUU JieTajied coObITHs (HOBOe NpUrJallleHue) OTIPAB/ISIeTCs BCeM yYaCTHUKAaM, BKIIIOYAst

paHee OTKIIOHMBIIKNX 3TO CcoOBITHE.

Ecnu npu penakTUpoBaHWK COOBITHS TIOJIB30BaTeNIb HaXkMeT B Jitoboe MecTo B KasieHJape,
HaXoJisIeecs 3a TpesiesiaMi GOPMbI peIaKTUPOBAHUSI COOBITHSI, WJTH TIOTBITAETCS 3aKPbITh BKIAJIKY
(okHO) BeO-Opaysepa, B KOTOpPOW pellaKTHUPyeTCs COObITHe, TO Ha O5KpaH OyAeT BbIBeJIeHO

npeynpexaeHre 0 HATMIUU HecOXpaHeHHbIX U3MeHeHUM, TpeOyolllee MOITBepXX/ieHre AeCTBUS.

B oxHe pemakTHpoBaHHSI COOBITHSI MOXKHO CKOMUpPOBaTh B Oydep oOMeHa CIIMCOK ajipecoB

QJIEKTPOHHOM TOYThI BCEX YYAaCTHUKOB COOBITHs (00s3aTelbHBIX U Heobsi3aTesibHbIX). [Jis 3TOrO

e
cilieqyeT HaXXaTb KHOIIKY @ , PACIIOJIOXKEHHYIO B CTPOKe Hall CITMCKOM Y4YdCTHHKOB. HpI/I yCiriearHOM

KOIIMPOBAHUU NOSIBUTCS BCIUIbIBaOIIee coobimenue (Pucynok 83):

@ Apnpeca 3NeKTPOHHOW NOYTbI CKOMUPOBaHbl X

Pucynok 83 — Coob1iieHre 0 KOMUPOBAaHUY a/IpECOB 3JIEKTPOHHOM MTOUTHI

CkomnupoBaHHbIN B Oydep obMeHa CIHMCOK afpecoB MOXHO HCIOJb30BaTh, HAlpUMep, MpHU

CO3JaHUM HOBOT'O NKCbMA, COOBITHS WU B IPYT'OM IIPHIOXKEHUH.

5.3.6 OT™MeHa coOBITHA

YT0o0OBLI OTMPHUTL COOBITHE, HEOOXOOUMO:

1. [lemuxkoM j1ieBOM KHOIIKM MBIIIN OTKPBITH OKHO C MHPOpMaIMel 0 COObITHH.
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2. Haxatrp kHonky OTMeHHMTH c00bITHe. OTKpOETCS OKHO C 3aIpOCOM IOATBEepXKIeHUsI
yaaneHus.
3. IlonTBepauth ypnaneHue coObITHS, HakaB KHONKY [a, ymamurb. OTKpoeTcsi OKHO
YBemomiienue 00 oTMeHe COOBITHS.
4. B oxHe YBenomieHue 06 0OTMeHe COOBITHUSA:
— BBectn (He 00si3aTesibHO, TI0JIe MOXKHO He 3allOJIHSTh) NMPUYMHY OTMEHBI COOBLITHS,
KOTOpasi OyJeT HallpaBjieHa BCeM YYaCTHUKAM COOBITHS B TMCbMe-yBeJOMJIEHUH.

— Haxatb KHOIIKY OTMeHUTH COOBITHE IJId TIOATBeP KAeHrs OTMeHbI COOBITHS.

Haxxatue kHonmku OTMeHa B OkHe YBeJoMJIeHHe 00 OTMeHe COOBITHSA IpHBeJleT K OTMeHe

onepanuyu yadJIeHrusa COOBITHS U BO3BpdTY B OKHO C HHq)OpMaHHeﬁ O COOBITHU.

IIpu oTMeHe MOBTOpSIOLIETOCS COOBITHS, IOC/Ie HaXkaThsi KHONKKM OTMeHHTH COOBITHE
OTKpOEeTCSI MeHIO BbIOOpa yJajeHusi OJHOTO (BbIOPAHHOT0) COOBITHSI WIA BCEH Cepyud MOBTOPOB.
[Tocne BbIOOpa BapuaHTa OyAeT BbIBelleH 3alIpOC O MOJTBEpXKIeHWU yAajleHusl COOBITHSI WU BCei
CepuH, B 3aBUCUMOCTH OT BHIODAaHHOI'O BapuaHTa, B KOTOPOM HAJI0 HaXaTb KHONKY [la, ymamaurs.

[Tocse aToro cienyer NeiCTBOBATh 110 PHBeJIeHHOMY BBIIIIe ONKMCAHUIO.

5.3.7 IIpunsTHE WIN OTKJIOHEHHe IIPUIJIalIeHHs Ha COObITHE

,HJ'I?I NIpUHATHS WX OTKIIOHEeHUS IIPUTJIdllieHUs Ha COOBITHE U3 pa3aeiia Kanennapb clenyer:

1. B kanmeHmapHOM ceTKe HaXkaTh Ha COOBITHE JIeBOM KHOIIKOW MBIIITH, OTKPOETCS OKHO C
uHbopMarnyen o COOBITUH.

2. Haxatp Hy>xHy10 KHOTIKY (IIpuHsaTh, Bo3aMoxkHo, OTKIIOHUTH).

3. Jlyis moBTOpSsitOIerocsi COOBITHS OTKPOETCSI MeHIO BbIOOpa OTBeTa: OTBETUTb Ha OJIHO
(BeIOpaHHOE) COOBITHE WK Ha BCIO cepuio TOBTOPOB. CrieiyeT BHIOPATh HYKHBIM BapHUaHT.

CobbiTHE 6y,HET OTMeYeHO B KadJjieHJdpe YYdCTHHMKAd B COOTBETCTBHMHM C ero OTBeTOM Ha

IpuriiamieHue.

Kpome Toro, oTBeT ydyacTHUKa COOBITHSI OTOOpaXkaeTcsl B OKHe ¢ UHbopMaIrren 0 COOBITUH,

CjieBa OT UMEeHH Y4dCTHHKaA.
HpI/II‘J'[aH_IEHI/Ie Ha COOBITHE TaKXKe MOXKHO IIPUHATDb WX OTKJIOHUTH B IIKMCbMe, IIpyulleninem

Ha IIOYTY IIpUIJIallIeHHOI'O Y9daCTHHKA.

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

138



MounOdunc

5.3.8 Paccpuika yyacTHHKaM COOBITHS

HJ’IH CO31aHHOI'O COOBITHS CyuieCTByeT BO3MOXHOCTb OTIIPABUTH ITMCbMO BCEM YYdCTHUKAM

COOBITHS. DTO MOXKET OBITh II0JIe3HO JJId paCCBUIKH pe3yJIbTAaTOB, JOCTUTHYTHIX B IIpOIiecCce BCTpeYH.

PaCCbIJ'IKy MOXeT OTIIPABUTDH KdK CO31dTeJIb BCTPpe4YH, TdK U JII0001 U3 eé Y4aCTHHKOB.

YTo0ObI OTIIPABUTDH PACCBIIKY YHdCTHHUKaM CO6BITI/IH, cdlenyer.:

1.
2.

3.
4.

[ITesTukoM J1€BOM KHOIIKY MBIIIU OTKPBITH OKHO C UH(pOpMaIiiei 0 COObITHH.

Haxatp xHOnky Hammcatrs yuactHmkam. OTKpoeTcss HOBasl BKJIaika BeO-Opaysepa c

OKHOM CO3/]aHHsI HOBOT'O MTMChMa, B KOTOPOM YacCTb I0Jiel OyIeT yke 3aloJIHeHa:

— Tema nucbMa 6yJieT B3siTa U3 TeMbl COOBITHSI;

— AflpecataMu  TMCbMa  OyAyT  yKa3aHbl  OOsi3aTellbHble  YYaCTHUKU  COOBITUS
(Heobsi3aTeIbHBIE HE BXOJISIT B CITMUCOK U peCypPChl BCTPeUX He YYaCTBYIOT B pacChUIKe).

3anoHUTL He0H6XOAUMBIEe MOJISI TUChMA.

OTHpaBI/ITb IMHUCbMO — HAXXAdTb KHOIIKY OTIIpaBI/ITb.

5.3.9 PexomeHianyisi y4aCTHHKA

JIro60i1 mpuWryalieHHbId YYaCTHUK MOXET peKOMeH/I0BaTb OpraHu3aTopy COOBITHS

AOIIOJIHUTEJIbHbIX Y4dCTHHUKOB 1/ AOIIOJITHUTEJIbHbIEe peCypChbL (HepF_‘FOBOpHLIe).

J1J1s Tipe/iyio>keHysl HOBBIX YYaCTHHUKOB W/WJIU PeCypCoB ClleflyerT:

OTKpBITH OKHO COOBITHI B paboueii 06/1aCcTH KajeHaapsi.

. Haxatp kHOnIKY IIpennoxuTs u3MeHeHHs .

. Ha orkpeiBierics nanenu IlnanupoBiiuka HaxxaTh Ha © Aobaeue g BepxHeu 4acTH

CTHMCKA YYaCTHUKOB cOOBITHS. [lojie BBOJIa JTAaHHBIX CTAHET AKTUBHBIM.
BBecTy amekTpoHHBIE afjpeca BPYYHYIO JIMOO BBIOpATh M3 BBINA/IAIOIIEr0 CITMCKA MBIIIBIO
Wi KiaBumeld Enter Ha kimaBuaType. Bce nobGaBieHHble ajipecaTbl OTOOpaXKalOTCS B

BerHefI YdaCTH  CIIMCKa  Y4YdCTHHKOB. ,HJ'IH yaoajsleHusad  Y4dCTHUKA M3  CIIMCKa

PEKOMEH/JOBAHHBIX, HEO6XO,[[I/IMO Ha’>XaThb KHOIIKY X B CTPOKe ero MMeHH.

. Haxatp xHonky IlpemioxkuTh u3MeHeHHs [JIsl OTIIPABKY OPTaHU3aTOPY YBeIOMJIeHUS C

npeajoXXeHrnem HOBBIX yqaCTHI/IKOB/ pecypcCoB.

B pesynbraTe ormnepanud OpraHuM3aTop COOBITHS TOJMYYUT HA 3JIeKTPOHHYIO IOYTY

yBeJjoMJIeHre O IIpeyIo’KeHNH HOBBIX YYdCTHHUKOB.
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Il npuHATHUS JTMO0 OTKIJIOHEHWs IIpeJIOKeHHBIX Y4YaCTHUKOB/pPecypcoB (IleperOBOPHBIX)

BbIOepuTe TpebyeMblii BApHAHT:

— & (IIpunsare) win ' (OTKJIOHUTB) B IIMCbMe C peKOMeH/Ialliel y4aCTHHKA, pUIlefIemM
Ha [OYTY OpraHMU3aTopa;
— © (Ipunare) wm & (OTKIOHHTE) B OKHe COOBITHS, BLIOPAB ero B pabodeii 061acTu

KaJjleHapsd U HAd’KaB KHOIIKY OTKpI)ITI) IUIQaHUPOBIIIHUK B BerHEﬁ YaCTHU OKHA COOBLITHS.

IIpu pexomenjanuy pecypca (IIeperOBOpHOM) IIpe[jioKeHHe TakXke OTOOpakaeTcsi B
KapToyke CcOOBITUS B KaseHmape v B IlaHupoBImMKe opraHu3aTtopa. PekoMeHOanmuio MOXXHO

HpI/IHHTb/OTKJIOHI/ITI) KaK B ITHCbMe, TdK 1 B OKHe COOBITHS U B Hnannpomumce.

HpI/I Ha>XaTHH KHOIIKHA HpI/IHHTb pEKOMeHI[OBaHHbeI Y4aCTHUK W/IHW TpPYIllld Y4YdCTHHUKOB
)1068B$ITC$I B CIIMCOK Y4YdCTHHKOB CO6I)ITI/I$[, IMMCbMa-TIpUIJIAIIeHHsa OTIIPABJIAIOTCA aBTOMATHUYeCKH.

Bcem Y4aCTHHUKaM COOBITHS MpUXOOUT IMIMCbMO-YBeJOMJIeHHe 00 0OHOBJIEHHH B COOBITHH.

5.3.10 IIpemioxeHre HOBOro BpeMeHH COOBITHS

YTto0OhI IIpeJIOKUThL HOBOe BpeM4 IIpOBeleHrAa COOBITHS clienyer:

1. OTkpbITh COOBITHE B pabouelt 06J1aCcTy KajleH1apsi.

2. Haxatp kHO1IKY IIpejiokuTs H3MeHeHus .

3. Ha ortkpsiBuIerics naHeny IlnanupoBIyKa yKa3aTb JaThl U BpeMs Hadala 1 OKOHYaHUS
COOBITHS.

4. Haxath kHONKy IIpemIoskuTh H3MeHeHHs IS OTIPAaBKA OPraHU3aTOPy IHCbMa C
IIpeJlJIOKEHNEM O IIepeHOCe BpeMeHU COOBITHS.

B okue cobpiTusi oTOOpassitcs Bamm mpemioxkeHusi s codobiTus. Eciu TpebGyercs

OTMEHUTD IIpeJIOKeHHWd, HA’)KMUTe OTMeHHTH Bce.

Ecnu npenoxxenust 6pUIM OTIIpaBjieHbl, OPraHMU3aToOp COOBITHS MOMYYUT NMUCbMO, B KOTOPOM

YKd3dHO pdHee Hd3Hd4UeHHOe U IIpeJylaraemMoe BpeMs.

5.3.11 IIpunATHE/0OTKJIOHEHHE HOBOI'0 BpeMeHH COOBITHS

Ecnmu oguH M3 y4YaCTHUKOB COOBITHSI HpeJIOKWI HOBOe BpeMsl Il ero IpoBe/leHus,
OpraHM3aTop COOBITHS MOJIyYUT IKACHMO, B KOTOPOM YKa3aHO paHee Ha3Ha4YeHHOe U IIpejyjlaraemMoe

BpeMm4. MozkHO NPUHATD WKW OTKJIOHUTD IIpeaJIoXKeHHre IIPpAMO B IIMCbMe.
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Taxke MOXKHO INpUHATL WM OTKJIOHUTLH IIpeJyIO’KeHrWe O HOBOM BpeMeHU IIpoBeldeHUs

cobbiThs U3 pazaena « MorOduc Kanennapby. [is aToro cienyer:

1. B kaneHmapHOl ceTKe HaXaTh HAa COOBITHE JIeBOM KHOIIKOM MBIIIH, OTKPOETCS OKHO C
vHdopmareid o cobbiTUM. B BepxHel dYacTM OKHAa COOBITHSI OyneT oToOpakeHO
npeJio’KeHue O IlepeHoce COOBITHUSI.

2. HaxaTb Hy>HYIO KHOTIKY B IIPeJJIO’KeHUH O mepeHoce cobbitus — & (IIpHHATE) WA

(OTKI0HHUTB) B OKHe COOBITHS, BbIOpaB ero B pabodeii 061acTy KaneHaapsl.

5.3.12 Ilogkiro4yenne K BCcTpede B Zoom

Y1066l IPUCOEIUHUTHLCS K BCTpeye, KOTopasi IPOBOAUTCS B Z00m, CileflyeT BBIIIOIHUTh OJTHO

U3 CIIeAYIOUIUX IeNCTBUN:

— OTKPBITb IIMCBMO C IIpUIJIAllleHreM Ha BCTpedy M IIepPelTH 10 CChUIKe, YKa3aHHOM B
[IMCbMe;
— OTKPBITh OKHO COOBITHS B pabo4el 06s1acTy KajieH/1apsl ¥ [IepeiTH 110 CChIJIKe, YKa3aHHOU B

OIMCAHUU COOBITUA.

5.4 PabGora c 3agmauamu

CepBI/IC II03BOJIIeT BeCTH CIIMCOK naejl ajid pa6OTbI U II0OBCEJHEBHOW >KM3HU, IMOJIy4aThb

HaIIOMHMHAHHWA M OTCJIEXXWBATDH XO/ BBIIIOJIHEHHMS 3a1d4.

3amaun  uHTerpupoBaHbl B «MoiiOduc KanmeHgapp» ¥ CHUHXPOHU3UDYIOTCSL MEXAY
npunoxenusmu «MouOduc [lourtay, «MoitOduc Konrakte» u «MorOduc Kanenmapb», a Takke

CTOPOHHUMHU MPWIOXEHUIMU, CHHXpoHU3upoBaHHBIMU ¢ [10 MoitOduc.

[lpu co3maHuy 3afauv WIM COMCKA 3a7ad CjleflyeT Y4YWThIBaTh IIpHBeJleHHble HIDKe
TpebOoBaHUSI:

1. Um4 crmcka 3amady:

— MakcuMaJjbHadg IinHa — 255;

— MUHUMAJIbHAA yiviHa — 1.
2. Wmsa 3amaun:

— MakcuMaJibHag minHa — 255;

— MHWHHWMAJIbHAA OJIMHA — 1.
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3. MakcumanpHadg minHa omnucauudg — 500.
4. MakcuManbsHag mivHa B nojte Mecto — 500.
5. He pomnyckatorcs npobesibl B Hadyajle U B KOHIIE CTPOKHU.

6. MakcumabHBINM pa3mep BiioxkeHuH — 10 M6airT.

5.4.1 Ilanesnb 3amayu

=
Heo6xomuMo HaxkaTh KHOMKY ¥~ (3amaum) B mnpwiokenuu «MoitOduc Kanenmapby,

«MonOduc Iloura» mmm «MoirtOduc KoHTakThl», Ha 5KpaHe OTKpoeTcsl OOKOBasi IaHesb 3a/ay

(Pucynok 84):

3apaym A

t -
@ Alexandr Smirnov th ~

22

“ OfisraHBIR

Test

n QfbAiHBIA

OTnpaeMTe TEKCT Ha COrnacoBaHme

MNpoeepKa TEKCTOB

n OIferHEIR

TekcTbl

) OoeraHmR
BAEALI
U NaGi
BrinonHeHHbIE A

Pucynok 84 — [lanesns 3agau

ITanens 3d/1d9 BU3YaJIbHO pa3fiejieHd Hd TPU YdCTH.

BerHHSI IaHeJIb COOEPXHUT:
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— TeKYIIYI0 KaTeropuro 3a/la4 B CIIMCKax (HampuMep, Ha CerojiHs, B paboTe, Bce U T.11.);

He0OXO0JIMMYI0 KaTeIOPHI0 MOXKHO BbIOpATh, HAXKaB CTPEJIKY ¥ cIpaBa OT Ha3BaHUS
TeKyIlel KaTeropuu.

— xkHonky HoBast 3aga4a, rpefiHa3HaueHHYIO JIJIs ObICTPOTO CO3/JaHHsI HOBOM 33J1auy;

— xHonky (& (O6HOBHTE); /Il 0GHOBJIEHHSs CIIMCKOB 3ajiad, PaCloJI0XKeHHBIX B HIKHelH
YaCTU [TIaHeJH, CJlelyeT HaXKaTb KHOIIKY C (Ob0HOBHTD);

— kHonky = (Emie), mpeHazHaueHHYIO JIsl lepexoia K oepaliy COo3[aHusl HOBOTO

CITMCKa 3a144.

Cpennsis 1aHesb COIEPXKUT:

— Kpurepuii copTHpoBKU 3aa4 B CIIUMCKAX. 3a[la4d B CIUCKe COPTHUPYIOTCS IIPU ITOMOIIA
KpUTEpHEB, SIBJISIONIUXCS TapaMeTpaMu 3a1a4. {71 CopTUPOBKYU 3a/1ad 110 OTpeJieJIEeHHOMY
rapameTpy, cjielyeT BbIOpaTh He0OXOUMBbIM KpUTEPUil U3 BbITIA/IAl0IIero CIKCKa, HaXaB

KHOIIKY ™, PACIIOJIOKeHHYIO B CTPOKe C Ha3BdHHWEeM KpUTepus.

— IIpu3Hak cOpTUPOBKY 3a7]a4 B CIIMCKAX — CTPeJIKa CIIpaBa OT Ha3BaHHWS KpUTepUs
COPTUPOBKHU. 33/1a4l MOT'YT OBITH OTCOPTHUPOBAHBI 110 BO3PACTaHUIO (EC/I CTPeJIKa PSIOM C
HavMeHOBaHWeM HallpaBjieHa BBepX) WK YObIBaHHUIO (eCJid CTpesiKa PSIoM C

HaWMMeHOBdHHWEM HaAIIpdBJIEHA BHI/IS) KpuUuTepuss COpPTUPOBKH.

— Cnmcku 3aga4. Jlis rosib3oBaresisi CO3/1aH OCHOBHOM ITyCTOM CITMCOK 3aJja4, B KOTOPBIX 110
yMoT4aHHIo OyyT IonafaTh Bce CO3/laBaeMble 3a/lauy, eCIM MHOM CIIMCOK He yKa3aH B UX
napametpax. [Ipy Heo6xo1MMOCTH MOXHO CO3/1aTh WM JOOaBUTh HOBBIE CIIMCKY 3a7a4. Ha
TIaHeJTy 3aJ1a4y CITUCKU OTOOpaKatoTCs B TIOPsiJiKe UX co3anus/nobasnenus. YToOb
pa3BepHYTh BbIOpaHHBIN CIIMCOK 3a/lad HA)KMUTe KHOIIKY ', PaCIIOJIOXKeHHYIO B CTPOKe C

Ha3BaHMeM crircka. CIIMCKU 3a/1a4 APYTUX MOJIb30BaTelel, K KOTOPhIM ObLI peioCTaBjieH

T
JOCTYI, cofiepkaT MapkupoBky ) cripaBa oT HazBaHwMsL.

Hrxuada maxnens COOEepXKUT CIIMCOK BrinosineHHBIC 3a1a9H. YTtoObI Pa3BEPHYTH BbIGpaHHbIﬁ

CIIMCOK 33/1a4 HaXXMHTe KHOIIKY ', PaCIIOJIO’KeHHYIO B CTPOKe C Ha3BaHHeM CIIMCKaA.

YTto0OhI 3dKPbITb 60KOBYI-O IlaHeJIb, COAEep’Kdllly0 CIIMCOK 3d[d4, HAXXMHUTE KHOIIKY % B

ITPpaBOM BepXHeM YIJIy IIdHeJIH.
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5.4.2 Crincku 3aga4g

ITo YMOJ/TYdHHUIO HA OOKOBI ITaHeIH 3a4a4 0To6pa>1<aeTc5{ ABTOMATUYeCKM CO3JAaHHBIM CIIUCOK

3aa4. HazBaHue cnvicka COOTBETCTBYET a/ipecy 37IeKTPOHHOM MOYTHI IT0JIb30BaTeIs.

Ilonw3oBaTesib MOXKeT CO31aThb JII000e KOJIMYeCTBO HOBBIX CIIHCKOB 3d4d49, a TaKXKe
MpeaoCTaBUTb JOCTYII K CBOMM CIIMCKdAM JPYI'UM II0JIb30BATeJISIM. Ecnu Apyrue I110JIb30BaTeJIn
MpeaoCTaBUIN TIPpdBd OOCTYIId K CBOMM CIIMCKAM, TO TdKHe CIIMCKHU TOXe OTO6pa>KaI-OTCH B HIDKHEM

YaCTH IIaHeJIrM 3a44a4.
Bce crmmcku 3a4a4 OTO6pa)KaI-OTC$I B IIOpAIKe UX COBIIaHI/IH/,I[O6aBJ'IEHI/IH.

Crircok 3a7ia4 MO3BOJISIET TOJHOCTBIO 3aBepIIUTh 3a7adyy (ObICTPO MepeMeCcTUTb B CITMCOK
BoinmonHeHHBIE 3aJa4yM) C IIOMOIIBIO KHOIIKH (OTMeTUTh KaK BBINOJHEHHasI),

paCHOHO)KEHHOﬁ CjieBa OT HA3BdHHA 3adJd4H. ,HJISI OTMEHBbI OIlepdlldh 3aBepllieHrd 3add49U

HeO6XOI[I/IMO HA’KaTb KHOIIKY OTMeHHUTH B yBelOMJIEHNH, BCIUIbIBAIOIIEeM Hd SKpPdHe.

YT0oO6BI 3aKpHITH OOKOBYIO TTaHE b, COJIepXKalllyl0 CITMCOK 3a/la4, He0OX0MMO HaXKaTh KHOIIKY

% B [IPaBOM BEPXHEM YTJTy MaHeJH.

5.4.2.1 Co3manue cimucKa 3agad
J1i1s co3maHusl HOBOTO CIIMCKA 3aj1ay:

1. Haxmure kaonky & (Emne) B BepxHeli 4acTu IaHeN M 3a7a4 U BbIO@pUTe KOMaH/Iy

:
Co31aTh HOBBIH CIIHCOK.

2. B orkpbiBiiemcs okHe (PrcyHok 85) BBeiuTe Ha3BaHMe CIIMCKA U BbIOepuTe 1IBeT,
KOTOPBIM OyJi1eT MapKUPOBAH CITUCOK.

3. IlogTBepauTe co3/iaHue CIUCKA, HaXkaB KHOMKY Co3maTh, paciioyioXkeHHYI0 B IPAaBOM
BepxHeM yTiy okHa. YTo6bI IpepBaTh Oepallyio CO3JaHUs CIIMCKA, HAXKMKTe KHOIKY
PacmoJIoXKeHHYIO B JIEBOM BepXHeM YIUIy OKHa, WX KHOMIKY OTMeHa, pacroioXeHHYIO B

BerHEﬁ CTPOYKe OKHd.
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HazeaHue
Hoeblit cnucok 3agad
LeeT cnucka
000
Pucynok 85 — Coznanue cnivcka 3aiad

Co3naHHbIN CITUCOK OyjieT obaBjieH Ha TaHeb 3a1ay.

5.4.2.2 3MeHeHHe HACTPOeK

):[JISI HN3MeHEeHHsS HACTPOEK CIIMCKA 3d/1da4 CcjlieAyeT BBIIIOJIHUTE ClieAYIOoIire JerCTBUS:

1. HaBecTu Kypcop Ha BLIGPaHHBIN CIIMCOK M HaXaTh OTOOPA3UBIIYIOCS KHOIIKY

(JdeiicTBHS CO CITUCKOM).
2. B mento BbiOpaTh U3MeHUTH HAaCTPONKH.

3. B oTkpeiBieiics nanenu (cM. PucyHok 86) BHeCTH HeOOXO/IUMble U3MEHEHUS:

— BBECTHU HOBOe Ha3BaHMe CIHCKa — JJIs [10JIb30BaTesiel, Y KOTOPbIX eCTh JOCTYII K
CIIMCKY, W/WJIM BIaJiefiblla CIIMCKA Ha3BaHUe He U3MeHUTCS;

— 106aBUTH/yJAIUTh NI0JIb30BaTeNel, UMEIOIMX JOCTYI K CIIMCKY 3a/1ay;

— CHATH/yCTaHOBUTH piiakok IlosrydyaTs yBemoMiieHHs 0 3aiayax — Onepanys JOCTyITHA
TOJIBKO JIJIsl CITUCKOB, K KOTOPBIM ObUT IpeIoCTaB/IeH JOCTYII IPYTUMHU
I10JIb30BaTeJISIMHU;

— BbIOpATh HOBBIM IIBET CIKCKA — JIJIs MTOJIb30BaTesiel, y KOTOPbIX eCTh IOCTYII K CITUCKY,
VI/WJIY BIlafiesiblia CIIMCKA [[BeT He U3MEeHUTCS;

— 106aBUTbH WM YAAJIUTH II0JIb30BaTesleld, KOTOPBIM IIPeJJOCTaBIIsIeTCs JOCTYI K BallleMy
CIMCKY 3a/ia4. JJOCTyIl MOXXHO NPeIoCTaBUTh TOIBKO K COOCTBEHHOMY CITUCKY Y TOJIBKO
IUIsl BHYTPeHHHUX I10JIb30BaTesiel. /[ BBo/Ia 1osib3oBaTesiel MOXHO MCII0JIb30BaTh

CIIMCOK aJIpecoB, KOTOPBIN ObLJI CKOTIMPOBAH B Oydep obMeHa [IpU MPOCMOTPe MUChMa,

COOBLITHS WU CDYIIIBI KOHTAKTOB. Takyke MOXKHO CKOITMPOBATB CITMCOK M0JIb30BaTeien B

6ydep o6MeHa, BLIGPAB U3 MeHIo TIoNst * KoMaHay KommpoBars ampeca.
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— HA’KATb KHOIIKY OTka3aTbcs oT A0CTyIla (OTO6pa)KEIETCSI TOJIBKO OJI4 CIIMCKOB, K
KOTOPOMY II0JIb30BATEJIO ITPeJOCTABUIIN JIOCTyrI) wiv Y JaJIUTh CIIHCOK 3a/iay
(0T06pa>KaeTc;[ TOJIBKO OJId COOCTBEHHBIX CIIMCKOB HOJ'II)3OBaTeJ'I$I).

HOHTBepJII/ITb/OTK.HOHI/ITb BBITIOJTHEHHE OIlepalliyi B OTKPBIBIIEMCS JHUAJIOTOBOM OKHE.

4, HO)ITBepI[I/ITI) HU3MeHeHU, Hd’)KdB KHOIIKY Coxpa}me, PAacCIIOJIO’KEHHYIO B IIPaBOM

BepxHeM YTy OKHaA. YTo6BI ITpepBaTh Ollepalnuio U3MEeHEeHHW CIIMCKa, CJieJlyeT HaXXdTb

KHOIIKY -, pacCIIoJIO)KeHHYIO B JIeBOM BepXHeM YIJly OKHA, WM KHOIKy OTMeHa,

PAacCIiOJIO)KeHHYIO B BerHEﬁ CTPOYKe OKHdJ.

“ OTmeda  Coxps
HazeaHwe
Tasks elena.emirnova elena.smirnova

v nﬂﬂ‘_l,l"-IETI:r YEEOOMNEHKWA O 2afayax

Ueet cnwcka

000
O

NonbaoBaTanw

twtw X

; alexandr.smirnov alexandr.smi... X

Pucynok 86 — Ilanenb HacTpoek 3amau

Choucku, ais KOTOPBIX II0JIb30BATEJIb OTKA3adJICA OT IIOJTy4YeHHs YBEHOMHEHI/Iﬁ O 3aJa4adX,

COoAepiKaT MdPKHUPOBKY ;ﬁ CIIpaBad OT HA3BAHMA.

5.4.2.3 OTka3 oT gocrymna

Onepaunﬁ OTKa3d OT JOCTYyIIa K CIIMCKY 3aia4 OOCTYIIHA TOJIBKO JId CIIMCKOB 3d/d4, HOCTYII

K KOTOPbIM OBLT npenocCTaBjieH OPYIrUMH I10JIb30BAaTeJISIMU. Crucku 3ald4, K KOTOPbIM

1
II0JIL30BATEJII0 ObIIT IMpeaoCTaBJIeH NOCTYII, COAEePXKAT MdPKHUPOBKY U CIIpaBd OT HA3BdHUA.
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Il oTKasa OT AOCTymna K CIMCKY 3ajad JIpyroro I0jb30BaTesss HeOOXOAUMO BBIIIOJIHUTh
CJleAyIOIINUe JeUCTBUA:
1. HaBecTu Kypcop Ha CIIMCOK, OT JJOCTyIla K KOTOPOMY BBl XOTHTe OTKa3aTbCsl, ¥ HaXKaThb
0TO6pa3uBIIYIOCA KHONKYy & (JleHiCTBHS CO CIIHCKOM).
2. B otkpbiBIIeMcs MeHIO BeiOpaTh OTKa3aThCsl OT JOCTYIIA.

3. HOHTBepI[I/ITb/OTKJIOHI/ITb BBITIOJIHEHHWE B OTKPBIBIIEeMCA IWaJIOTOBOM OKHe.

Onepaum{ OTKa3d OT [JOCTyIla K CIIMCKY 3d/da4 [JOCTYIIHa B OKHe H3MeHeHHsI HACTPpOeK

CITMCKaA.

5.4.2.4 YajieHue CIIMCOK 3ama4

Onepaunﬂ YAalleHud CIIMCKa 3d[da4 OOCTYIIHa TOJIbKO Jid COOCTBEHHBLIX CITMCKOB 3a1a4
I10JIb30BaTeJId. HpI/I YAdaJIeHUHU CIIMCKA 3a1d4 BCe 3add4U CIIMCKa 6Y,I[YT YZAaJIeHbI 683B03BpaTHO JJIA

BCeX II0JIb30BaTeJIeH.

HJ’I}I yAaJleHusd CIIMCKa H806X0)11/IMO BBIIIOJIHUTH ClieJyronjre IEeUCTBUS:

1. HaBecTu Kypcop Ha CIMCOK, KOTOPBIA He0OX0JMMO YAQJINTh, U HaXKaTh OTOOPA3UBIIYIOCS
L] v
KHOTIKY 2 (/leiicTBHSA CO CIIMCKOM).

2. B oTkpbIBIIEMCS MEeHIO BbIOpaTh KOMaHy Y JA/IUTh.

3. HO,[[TBepHI/ITb/ OTKJIOHUTD BBITIOJIHEHHWE B OTKPbIBIIEMCS OUAJIOTOBOM OKHE.

Omneparnysi yaajieHus CIMCKa 3a/lay JOCTyIIHA B OKHe M3MeHeHHs HAcTpoek cruvcka. Ilpu

YZAaJIeHNH BCeX CITMCKOB 3d/1d4, KHOIIKAd CO3[1aHHU 3a1d¥ 6J'IOKI/IpyeTC$I.

5.4.3 Co3manue 3agauu

HH}I 6bICTpOFO CO3daHHs 3aJa49HU HEOGXO}II/IMO BBITIOJIHUTE CJIeAyromiye JIeUCTBUS:

1. HaxaThb KHONIKY B BepXHel 4acTu MaHeJd 3a/lad M BBeCTU Ha3BaHHe
CO37aBaeMoii 3aaYy B IIOSBUBIIIEMCS I10JIE.

2. BobibOpaTh crvcok 3ajiad, B KOTOpoM OyzieT co3niaHa 3aj1ada: Ha cerogus, Ilpencrosimue,
B pa6ote, IIpocpouennsie, Bee.

3. Ilpu HeoO6XOAMMOCTH 3aJ]aTh NMPUOPUTET 3aJ]layl, HaXKaB KHOIKY @ ~ (IIpuopwurer) u

BBIOpAB 3HaueHue U3 ciivcka: Huskuit, O0b14HbIi, BhIcOKHIA.

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

147



MounOdunc

4. Tlpy HeOOXOMUMOCTH YCTAaHOBUTH HAIlOMHHAHHE O 3aj7lade, HaXXKaB KHOIKYy M ~
(HamomuHaHue), u yka3aTb 1aTy U Bpems. Ilocie Toro, xak HanmoMuHaHWe Oyner
n00aB/IeHO, MKOHKA M3MEHUT I[BeT C Ceporo Ha IBETHOM (B COOTBETCTBHMU C IIBETOM
KasieHjapsi) *. Jlng ynameHusT HAllOMMHAHUS ClleflyeT HaXaTb KHOIKY X
PacIIoIOXeHHYO ClIpaBa OT BpeMeHU HallOMUHAHMS.

5. IlogTBepauTth co3manue 3a1auu KiaBuiier Enter Ha kiiaBuaType MM KHOIKOH :

PacroJIoXKeHHOM CITpaBa OT Ha3BaHHUs 3a/1ay. UTOObI OTMEHHUTH Ollepalivio CO3/IaHuUs
3amaun 6e3 COXpaHeHUs! JaHHBIX, CllelyeT HaXaTh KHOIKY 2% , pacIOJIOXKeHHYIO CIIpaBa

OT HA3BAHUS 3a1d4H.

CosznanHas 3aada Oynet nqobasieHa B CIMCOK B 3aBUCUMOCTH OT 3allOJIHEHHBIX [1apaMeTpOB
B cratyce «K ucnonHenuo». YToObl U3MEHUTh CTATyC 3aJlayH, CJIeJlyeT OTPeJIaKTHPOBaTh 33j1avy,

YKa3daB HEO6XO,[[I/IMLIE CBelieHHsd B JOIIOJIHUTEJIbHBIX IIdpaMeTpdX.

HJ’IH CO31dHH4A 3ala9U C JOIIOJIHUTEJIbHbIMU IIdpdMETpPAMUA HeO6XOJII/IMOI

1. Bocronb30BaThCs OTHUM U3 CIIEIYIOIIUX CIIOCOOOB:

— HaxaTb kHOTNKY B BepxHel 4YacTU MaHeJd 3a/la4, a 3aTeM HaXXaTb
nosiBUBIIyOoCcsT KHOTIKY CBemenusi. Ha OokoBol maHenw OTKpOeTCS MaHeslb BBOJA
rapaMeTpoB 33JIa4u.

— HaBectu kypcop Ha Ha3BaHMe CIHCKa 33/lay, B KOTOPOM HEOOXOJHMMO CO3/1aTh HOBYIO
3a/ladyy, M HaXXaTb OTOOPA3UBIIIYIOCS KHOIIKY + (dobaButh 3amauy). Ha GoxoBoiu
MaHeJIM OTKPOeTCs TTaHeJIb BBOZIA lTapaMeTpPOB 33J1a4H.

2. BBecTu Ha3BaHUe 33/1aUH.

3. Ilpu co3maHuM 3ajja4u B CIIMCKe 33J]a4 APYTOro M0JIb30BaTelisl CHITh/YCTaHOBUTH IIa’KOK
IlonyuaTs yBemomieHusi (¢dsyaroBasi KHOIIKA OTOOpakaeTcss TOBKO TPU CO3JaHUU
3a[layM B CIMCKaX 3aj/lay JIPYTUX MOJIb30BaTesei, K KOTOPbIM ObLI MpeiocTaBjieH JOCTYII,
MO0 B CBOMX CIIMCKAaX, K KOTOPbIM ObLJI MpeIoCTaBjeH AOCTYI APYTMM TOJIb30BaTelIsIM).
B ciyyae yctaHoBkM duiaXkka Ha MOYTY OYIyT MOCTYNATh yBeJOMJIeHUsI 00 M3MeHeHHUsIX B
3a/laue, CleJaHHBIX JIIOOBIM I10JIb30BaTeIeM, UMEIOIIUM JIOCTYTI.

4. BBectu mausble B noste OnucaHue.

5. Ecnu 3ajava uMeeT CpOK BHITIOJTHEHMS], cJieflyeT HaXaTh KHOTKY Jlo0aBUTh CPOK, yKa3aThb
naTty u BpeMs. s yaasieHWsl yKa3aHHOTO CpOKa BBINOJIHEeHHs 33Jladl HeobX0IUMO

HAXaThb , PACIIOJIOXKEHHYIO CITPpaBd KHOIIKY
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6. Eciiu TpebyeTcsi yCTaHOBHTh HAllOMUHAHHWE O 33jlade, HakaTb KHOMKY JlobaBHTH
HallOMHHaHHe, YyKa3aTb JaTy W BpeMsl HAIlOMWHAHWUS B TOSBUBIIUXCS MOsAx. [lid
yAajieHus] HAIOMUHAHUS CleflyeT HaXKaThb PacIioyIOXKeHHYIO CIIpaBa KHOIIKY .

7. 1lpy HanMMYUKM HECKOJIbKUX CIIMCKOB 3ajja4, BbIOpaTh HEOOXOIWMBIN CIIMCOK, B KOTOPOM
OyneT co3zaHa 3a/1aya.

8. Ecmu TpebyeTcs W3MeHWTb IpUOpUTET 3aAadd (TpuoputeT MoxkeT ObITh Hmu3kmi,
OO0brunbIi 1M BeIcOKMIT), BHIOpaB 3HAUeHUe U3 CITHUCKA.

9. Ecnm Tpebyertcs, yka3aTh JaHHble B CTpoke MecTo (MakcUMallbHAas JIJIMHA TeKCTa B II0Jie
Mecro — 500 cuMBOJIOB).

10. Ecniu Tpebyetcs, 106aBUTH B 3a7ja4y BIIOXKeHHe:

— HaxaTb KHOINKY IIpukpenurs ¢ain ;
— BBIOpaTh MecCTo, OTKyAa TpeOyeTcss mpukpenuTh BioxeHue: C kommnbloTepa, U3

obs1aka, 3arpy3uTh B 00s1ako U npukpenuts (PucyHok 87);
MpuKkpenuTh dann
@ C KoMnbloTepa
(;5 W3 o6naka

3arpysuTb B 061aKo u
o »

NPUKPENUTL

Pucynok 87 — Bnoxxenue ¢aiina B 3ajauun

— BBITOJIHUTD JIEWCTBUSI, aHAJIOTUYHbIE JI00aBieHre BIOXeHHUs B McbMo. O61ui pazmep

BJIOKEHUU He JoJpKeH mpeBbiiiaTh 10 M6. BiioxxeHHble B cOObITHE alil MM CChUIKA Ha

dai1 B obyake OyayT oToOpaXkaTbCsi B BUJe NPSIMOyrojibHUKOB (PucyHok 88).

Bnoxxenne MoxxHO YOAJIUTh HA’KATUEM KHOIIKU
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(9 MNpukpenuTb dain v

@ Hoeana Ta6nuya.xods (x ]
75 B

P Hoeas taénuua.xods ¢y @)

5.8kb

Pucynok 88 — IlpukperienHbie daiii U cChiiika Ha ¢aiit

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'Wy, 2013-2024 150



MounOdunc

11. lns coxpaHeHHUs BBeJleHHbIX [IaHHbIX HaXkaTb KHOINKY (Co3maTh, pacIOOXKeHHYIO B
[IPaBOM BepxHeM YTJTy [aHeJIu BBOJla TapaMeTpoB 3afa4ud. YTobObl pepBaTh Ollepalivio BBO/A

AOIIOJTHUTEJIbHBIX IT1apdMEeTpPOB, HEO6XOI[I/IMO HAXaTb KHOIIKY <« , PACIIOJIOKEHHYIO B JIEBOM

BepxHeM YTJly ITaHeJIl BBOJIa lTapaMeTpoB 33j1auu (cM. Pucynok 89):

<

KBapranbHasa BCTpe4ya

v Monyyatb yBegomneHns

CocTaBWTb CMMCOK 3aga4

o 22 Mai 2023 14:00

A Ceroghs ~ g 08. x
Mucbmo -

.=~ Alexandr Smirnov v

o 06bIYHbIN A

MpukpenuTb hainn

Pucynoxk 89 — Co3nanue HOBOM 3a/1auu

CosmanHas 3amaya Oyner pobapieHa B cnucok B craryce «K wucnonHenuio». UToObi
U3MEHUTh CTaTyC 3ajlaud, CjeflyeT OTPeJlaKTUPOBaTh 3a/lady, YKa3aB HeoOXOJIMMble CBeJIeHUs B

JOIIOJTHUTEJIbHBIX IIdpdMEeTpax.

ITpu noneiTKe 3aKpbITh BeO-Opay3ep Wiv IIpU Iepe3arpy3Ke BKJIAJKW, HA KOTOPOW OTKpHITa

IIaHeJIb CO31daHHA 3a1d49H, II0SBJIIeTCA CUCTEMHOe COO6IJ.[€HI/IQ O HAJIMYMHU HECOXPAaHEHHBIX [1dHHbIX.

YToOBI 3aKpPLITh 6OKOBYIO IaHeJIb, COAepXalllyl0 CO3[1aBaeMyI0 3a1d1y, HeoOX0IMMO HaXKaThb

KHOIIKY % B IIPABOM BepXHeM YIJIy IIdHeJIN.
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5.4.4 IIpocMoOTp M pefakTHpOBaHHe 3aiauH

®jar (OTMeTI/ITb KakK BbIHOJIHeHO) CJIeBa OT Ha3BdHMJ 3da1d49M B CITMCKe 3a/1a4 II03BOJIsIeT

6bICTpO HN3MEeHUTb COCTOsSSHHEe 3a/Ja9Mi Ha BoinmonHeHna u repemMecTUThb ee B CIIMCOK BoinmosneHHbIe

3aJavH. I[J'[H OTMEHbI Ollepalilhr 3dBeplieHrd 3d1d491 HEOGXOHI/IMO HA’XaTb KHOIIKY OTMeHHuTh Ha

BCIIIbIBAIOIeM yBeIOMJIEHWU B HIDKHEHN 4aCTH MaHeJIH.

BepnyTsb 3ay1auy u3 cnvcka BeinosiHeHHbIe 3a71layd MOXKHO, CHSB ¢Jiar v (OT™MeTHUTH KaK

HEBI)IIIOJIHEHHEISI), paCHOHO)KEHHHﬁ CJIeBd OT HAa3BdHUWS 3d41d49H.

,HJ'IH IMpoCMOTpPa U PeldKTUPOBAHUS 3d1d9U CjleyeT BbI6paTb ee B CIIMCKe IIIeJTYKOM JIEBOM

KHOIIKHM MBIIIH 110 HA3BAHHUIO. OTKpOQTCSI IIaHeJIb, CoJiep’Kalliasd CBeJeHHd O 3aaa4e.

Ha OTKprBMEﬁCH IIaHeJIN I10JIb30BATeJIb MOXKeT:

Jlo6aBUTh WK yIAUTh HATIOMUHAHKE O 33jjade, HaXKaB KHOTIKY 4—- (Hamomunanwms).
H3MeHUTD CPOK BBITIOTHEHUS 33/Ia4H.

Ilepenecty 3ayjady B APyToM CIMCOK 3a/1ay.
W3MeHUTH cOCTOSTHUE 3a/lauy, BbIOpaB 3HaUeHHe W3 CIIMCKA B CTPOKe

W3menunTs npropuTeT 3afa4y, BbIOpaB 3HaUeHNe 13 CIIMCKA B CTPOKe o .

Ecnu k 3amade ObUIM HpUKperuieHbl (aiiibl, CKauaTh UX Ha YCTPOMCTBO IIOJIb30BaTesIs,
Ha’kaB KHOIIKY L Ha MUHMaTIope daiina.

[TpukpenuTs K 3aade (aiii.

VYnamuTte 3ajady, HakaB KHONKY YJaluTh 3ajady BHU3y I[IaHeIM U IIOATBepIvB

BBIIIOJIHEHKE Ollepaliliv B OTKPBIBIIIEMCA OKHe.

Il coxpaHeHUs] U3MeHeHUH cileflyeT HaXkaTb KHONKYy CoxXpaHUTh HaBepxy IaHenu. [l

BbIXOJld M3 peXHMd peddKTHPOBAHHUSA be3 COXpaHeHuA U3MEHeHUuN U BO3BpdTa K CIIMCKY 3a[dad4

clleyeT HaXXdTb KHOIIKY OTtMena unu KHOIIKY < B JIEBOM BE€pXHEM YTy IIaHEeJIN.

5.4.5 Ynanenue 3amauu

Jliist ynaneHus 3aJladv HeOOXOIMMO BBITIOJIHUATD CJIeTyIOIIye JeHCTBUS:
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1. BriOpaTh ee B cIiMCKe Ha)KaTWeM MBbIIIIH.
2. HaxaTb KHOTIKY Y JaauTh 3aaqy, PacliooXKeHHYIO B HIDKHEW 4YaCTH OTKPBIBIIEHCS
IaHeIu.

3. IlogTBepauTh HEOOXOAMMOCTD yJlaJleHHs B OTKPBIBIIIEMCS] Ha 9KpaHe JUaIoTOBOM OKHe.

B pesysnbrare omeparnuu 3amada OynyT ynaneHa. [lisi OTMeHBI AeHCTBUS CiieflyeT HaXKaTb

KHOIIKY OtMeHa B YBeJOMJIEHUH «38.[[8‘18 yZAajieHa», BCIUIbIBAIOIIEeM B HM)XHEM JIEBOM YTIIY.

,HJ'IH OTMEHbI OIlepallu HY’KHO Ha’KdTb KHOIIKY {\_, PAacCIIOJIOKEeHHYIO B JIEBOM BepxXHeM YTy

IaHeJIn IIPOCMOTPA 3aid4H.

JI71st 3aKpBITHST GOKOBOM TTaHes M, CofiepyKallledl CITUCOK 3a/1a4, Hy>KHO HaXkaTh KHOMKY ** B ee

IIPAaBOM BepXHeM YTIIy.
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6 HACTPOHUKU

Jl1s mepexopa k HacTporikam npuwioxkeHus: «MoOduc [Todra» HE0OXOAUMO HaXKaTh KHOIIKY

19 (HacTpoiikn), pacrojio)keHHYIO Ha MTaHeJIM HaBUTaluu. B cocTaB HaCTpoek BXOJST Cleqyolye

OJIOKU:

— Obmue;
— Iloura;

— YdeTHEBIe 3aIIvCH,

— KaneHnpgaps;

— KoHTAaKTHI;

— CrpaBka.

Jlns Bo3BpaTa Ha rnaBHyto crpaHuny «MoinOduc Iloura», «MoiOduc Kanenmapb» nnm
«MonOduc KoHTakTel» CleflyeT Ha)kaTb COOTBETCTBYIOIIYIO KHOIIKY B HIKHEH 4acTh IIaHed

HaBHUI'dlIH:

— & (IToura) — mepexon k «MorOdwuc Ilouray;
— [ (Kamempaps) — nepexon x «MoitOduc Kanesnapoy;

— 9% (KonraxTsl) — nepexop K «MonOduc KoHTakTb».

6.1 Oommue

B paspene HaxonsTCs HACTPOMKH, OTHOCSIIMECS KO BceM TpeM pasfenam: «MoiOduc
[Toutay, «MoitOduc Kanenmapb», «MorOduc Konrakts»y. Paznen comepxur ciienyromuye 6J10KU

HaCTpPOEK:

— Cucremnrle;

- CI/IHXDOHI/IBaLII/IH;

— HMMmopT KajeHgapeu.
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6.1.1 Cucremusnie

Pazpen cogepxut crefyroIiyie HACTPOHUKHU:

1. S3bIk — BBIOOD s13bIka MHTepderica (Ipy Hanmuuy uHTerpanuu ¢ «MorOduc YactHoe
001ako» BBIOOP sI3bIKa HeJOCTYyIleH, HeoOXOAMMBIN SI3bIK BBIOMpaeTcs B Ipoduie
nosib3oBarens B « MoiiO¢guc YactHoe obmakoy).

2. Popmar BpemeHH — BbIOOD popmaTa oToOpakeHus: BpemeHu. PopmaT oTobpakeHHUs
BpeMeHH BIIMsieT TOJIbKO Ha 0TOOpakeHue BpeMeHU OTIIPaBKU IKMChbMa C
IpYIJIalieHyueM, KOTOpoe Moily4aT Y4aCTHUKY 110cile co3/laHusl BcTpeur. OcTabHble
¢dbopmatsl 0TOOpaXkeHus AAT He MOTYT OBbITh M3MeHeHBbI I10J1b30BaTelIeM.

3. dopmar gartsel — BeiOOp dopMaTa oTobpakenus natel. [1pu Beibope popmara «/1]]
Mecsan I'TTT» B nucemax Tekylimero rojia roji He orobpaxkaeTcsl.

4. YBegomuenus (cM. Pucynok 90):

[Tonb3oBaTe b MOXET MOJIyYaTh YBEIOMJIEHHUS O HOBBIX ITMCbMAaXx U MPeJICTOSIIUX COOBITUSIX
Y 3a/1a4ax. Takue yBeJjoMieHUs! OyIyT IOKa3bIBATHCS, axke eciu BKiIagka « MonOduc [Togara»

CBEpHYTa.
JlJ11 HaCTPOMKY yBeJOMJIEHUM HeOOXOIMMO OTMETHUTh CIIeAYIOIIye II0JIs:

— HoBble mucbMa — 141 1I0JTy4eHUs] yBeJJOMJIEHUI O HOBBIX ITUCbMax Cpa3y, KaK TOJIbKO
OHU IIPUXOJAT BO Bxoasiiue;

— HanmoMuHaHus 0 COOBITHSIX — IS [T0JTyYeHUsI yBeIOMJIEHHH O NPeJICTOSIIUX
COOBITHSX.

— HanmomMuHaHu4 0 3aiavax — JijIs IOJTyYeHUs! YBeJIOMJIeHUH O TeKYIIUX U MPefCTOSIIMX

3dad4aX.
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MouTa - O6wue

PopmaT BpemMeHn

O6bwwue .
24-4yacoBoi popmar
CucteMHble
®Dopmart gartbl
CUHXpOHM3aumA MM/ 4/TTTT
MmnopT KaneHgapeu YeenomneHus
Fis v HoBble nucbma

. v HanomuHaHuWsa o cobbITUAX
Alexandr Smirnovs

a.smirnov@blue.myoffice-app.ru v HanoMuHanusa o 3agayax

Pucynok 90 — CucreMHble HACTPOUKHU

YBeoMIIeHUs TIOSIBJISIFOTCS B IIPABOM YIUIy DKpaHa Y CojJleprKaT KpaTKyr0 NMHPOPMALUIO O:

— noJrydeHHOM nucbMe (cM. Pucynok 91): 3aronoBok «HoBoe nucbMo», uMsi OTIIpaBUTeIIs,
TeMy ¥ Havasio mMucbMa. Ha yBegomiienuu noctynHbl KHOKM OTBeTUTH (TOIBKO
OTIIPaBUTEJIIO NMMCbMA) U KHOTIKa OTBeTUTH BCceM (Cpa3y BCeM Y4aCTHHKaM IepervucKy).
[Tpu Haxkatuu kHONIKKM OTBeTUTH/ OTBETUTH BCEM OTKPOETCSI OKHO CO3JJaHHsI HOBOT'O
MMCbMa C IUTUPOBAHMEM MMUChMa OT OTHpaBuTess (oTmpaBuTesner). [Ipyu HaXkaTHK Ha TeJlo

YBeJOMJIEHHUA Ha 3KpPdHE OTKPOEeTCs IMOCTYyIIMBIIIee IMMCbMO;

Hoeoe nucbMo: Elena Smirnova X
HoBkle 3apayu

OTBeTUTDL OTBeTUTL BCEM

Pucynok 91 — YBenomnenre o HOBOM NHCbMe

— npencrosieM cobeituu (cM. Pucynok 92): 3aronoBok «HarmomyHaHue o cobsITumy, TeMy,
yepe3 CKOJIbKO HauHeTCs1 cobbITHe, AaTy. Ha yBegomiiennn noctynHa kHOnka JledcTBHS.
[Tpu HaxkaTvu KHOTIKY JleHiCTBUA MMOSBUTCS BbIMaarolee MeHI0 C KOMaHaMu:
HanomuuTts yepes 1 yac, Hanomuuts yrpom, HanomuuTh yepe3 24 gaca. [Ipu

HAXXaTHWH Ha TeJji0 YBeJOMJ/IeHHA Hd SKpaHe OTKPOeTCda COOTBETCTBYIOIIee CO6bITI/Ie;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MHWy, 2013-2024 156



MounOdunc

HanomuHaHwe o cobbITHMK: 5
Craryc komaxabl An3aiHa

) Yepes 23 yaca 13 MUHYT
26 man, 12:15-12:30 DeicTena «

HanoMHWUTE yepesa 14
HanoMHWUTE yTRpOM

HanomuuTs yepesa 24 y

Pucynoxk 92 — YBegomiienue o cobbITUH

— NpeACcTosiller WM Tekylled 3amade (cMm. Pucynok 93): 3arosoBok «Hamomunanuwe o

3ajiaue», TeMy, CPOK BBINIOJIHEHUS (ecyiv OH ObuT ycTaHOBIIeH). Ha yBegomiieHun goctymnHa

KHOIKa X (3aKpBITh) U KHOIKa JleiicTBust. IIpy HaXXATHH KHOKK JIeHCTBHS TIOSBUTCS

BBIIIa/1al0lllee MEeHIO CO CJIeYIOIMMU KOMaH/laMU:

— Bemmostnena. 3ajiaya moMevaeTcsl Kak BbITIOJTHEHHas.

— Hanomuurs 4depe3 1 yac. [lanens yBeioMiieHuUs: 3aKpbIBaeTCsl, TOBTOPHOE OIOBelleHre
MpUXOJUT depe3 1 yac.

— Hanomuuts yrtpom. [laHenb yBefoMiieHUsI 3aKpbIBaeTCs, ITOBTOPHOE OIOBelleHre
MIPUXOJIUT YTPOM CJIeIyIOIIEero JAHS.

— Hanmomuutrs 4epe3 24 4aca.llanenb yBemomsieHHsi 3aKpbIBaeTCs, IIOBTOPHOe

OnoBelleHre MpuxoauT 9epe3 CyTKH.

HanomwuHaHKe o 3apaye: X
BaxxHasa 3apava 36567890

G) CpoK BbINOMHEHWUSA:
26 man, 12:15 Leictena «

Pucynok 93 — YBepomiienue o 3ayiaue

VYBenoMileHHe NOSIBUTCSI B IIPaBOM 4aCTU 3KpaHa U OyneT aBTOMaTHM4eCKH CKpBITO depe3 60
CEKyHJI, YTODOBI 3aKpbITh yBeJOMJIEHHE BPYUYHYIO, CIelyeT HaXaTb KHOIIKY x (3aKpBIThb) B IIpPAaBOM
BepXHeM YIJIy yBelomileHUs. UYToObl HAacCTPOWTh IapaMeTpbl YyBelIOMJIeHWW, IpellyCMOTpPeHHbIe
UCIIONb3yeMbIM Opay3epoM, HeoO6xoauMo HaxaTh KHONKY ## (HacTpoiikm) B npaBoM HIKHeM yIiTy

YBeJlOMJIeHH .
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[Tpr mocTymieHuM HeCKOIbKUX YBelOMJIEHWH OJHOBPEMEHHO, OHU OyAyT oObellMHEeHBbI B
nertouky (cM. Pucynok 94). JIns pacKpbITHS IEMOYKH YBeIOMJIeHHH HeoOX0/IMMO HaXKaTh KHOIIKY
B IIPAaBOM HIDKHEM YIJIy yBeJOMJIeHWH. [IJis 3aKpbITUS BCeH Lell0YKM HeoOXOAUMO HaXaThb KHOIIKY

3aKphITh BCe CBepXY IeM0YKU yBeOMIIeHUM.

3akpeITe BCE

4 Hosoe nuceMo: EneHa CMupHoBa X

HoBOCTK KOMNaHWK

OTBeTUTbL OTBEeTUTHL BCEM v

Pucynok 94 - llenouka yBesjoMieHUNA

yBe,I[OMJ'IeHI/IH He 6y,JIYT IIOABJIATBCA, eC/IM OHM OTKJ/IIOYEHEI B HaCTpOﬁKaX 6pay3epa. B sTom
Clly4dae IIpyU IIOIIbITKe BKJIIOYWTL YBeOOMJIeHHs Ha SKpdHEe IIOSABUTCA COO6HI€HI/IEZ I,HOCTyl'[ I

yBeloMJIeHUH OBbLII 3a0JI0KHUPOBaH.

YTOOBI BKIIIOYUTH yBelOMJIEHHS B 6pay3epe, HY>XHO BBIIIOJIHUTE CJIeAyroliye JIeUCTBUS:

— HaXaTb Pa3pemuTs B CHCTEMHOM [iuajiore 3arrpoca Ha I10Ka3 yBeJOMJIeHU;

— HaXXaTh Ha 3HAYOK 3aMKa B aJIpeCHOM CTpOKe BebO-Opay3epa, yCTaHOBUTH pa3pelleHre Ha
HOJTy9eHre YBeIOMIIeHH;

— IlepedTH B HAaCTpOWKY Gpay3epa (pasnen be3onmacHocTh), pa3penuTh yBeqOMIIeHHUS IS

KOHKPETHOI'O caura.

HH}I COXpaHeHHd U3MEeHEeHUN HEO6XOJII/IMO HaXaTb KHOIIKY COXpaHI/ITI) B HWDKHEM 4acTH

ITaHeJIXM HaCTPOeK.

6.1.2 CuaxpoHusanus

Copmepxutr CChbUIKA, HeoOXoJuMble [Jii CUHXpOHM3anuu pabotbl «MoiOduc I[lodray,
«MonOduc Kanennmapp» u «MoiOduc KoHTakTel» € IOYTOBBIMM KIIMeHTaMM Ha IPYTUX

YCTPOMCTBAX, BKJIIOYasi MOOWIbHBIE.
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6.1.3 IMnopt kanengapei

ConepXUT MHCTPYMeHTHI AJia uUMMopTa Kajenpaaped c Exchange-cepsepa B «MoiOduc

Kanennapby.

[Ipu umnopre B «MoiiOduc Kanennapb» nepeHocCsTCS BCe KajlleHIapy YKa3aHHOM y4eTHOU
3armucu. OCHOBHOMY KaJleHAAplo 10 yMoidaHuio HasHadaeTcsi uMs DefaultCalendar.
HomnonHuTenbHble KalleHJapy CO3/AI0TCSl C MMeHaMH, COOTBETCTBYIONIMMM MMeHaM Ha Exchange-
cepsepe. OniHa y4yeTHas 3anMch Ha Exchange-cepBepe MoxkeT ObITh HUMIIOPTUPOBaHA TOJIBKO B OJIHY
ydeTHyt0 3amuch «MoitOduc Kanenmapb». [locie ummnopra kanmeHpapss HOpU CO3[aHUA HOBOTO
cobbITHs B KaseHape Ha Exchange-cepBepe nanHble He Oy/lyT CUHXPOHHW3UPOBAaHBI, HOBOe COOBITHE
He momazer B «MoiOduc Kanenmapb». [ljiss CHHXpPOHM3AIMM [JAHHBIX ClleJlyeT TIOBTOPUTH
npoleaypy umnopra kaneHjaps. Kamenpmapu B paspenie «MonOduc Kanenmapep», K KOTOpBIM
M0JIb30BaTeI0 ObUIM MPeJIOCTaBIIeHbI IpaBa Ha JOCTYII, He CUHXPOHU3UPYIOTCS C KaJeHJapsMy Ha
Exchange-cepBepe. Pecypcel, ykazanHble B cobbrTuM Ipu cosfaHuu Ha Exchange-cepsepe,

oTobpakaroTcs B mosie Mecro.

HMHOpTI/IpOBaHHbIe KajleHJapu CoIepXaT BcCe COOBITHS (KaK OOHOKpATHbIE, TaK U

IIOBTOPSIIOIIMECS) 3a ITOCJIeJHUe J1Ba rojia.
B «MoitOduc Kanennapp» He UMIIOPTUPYIOTCS:

— COOBITHSI, KOTOPBIE TIOBTOPSIIOT COOBITUS U3 KajleHjapel mosib3oBaTests B «MonOduc
Kanenpapby;
— OTMeHeHHbIe COOBITHSI, B KOTOPBIX MOJIh30BaTeJIb SIBISIETCSI YYaCTHUKOM;

— KaJIeHJjapy 3a/1ay.
Jliis ummiopra kanennaapedt ¢ Exchange-cepBepa Heobxonumo:
1. Vkazatb cienylomye JaHHbIe:

— CepBep — ums cepBepa Exchange;
— Email — um4g nouytoBoOro gmmka;

— IIapons — naposb y4eTHOM 3alHUCH.

2. Haxatpb kHonKy UIMIIopTHpOBaTh.

HMHOpT KaHEHﬂapeﬁ OCyHIeCTBJIIeTCS B Cl)OHOBOM pexumMe. Ilo oxoHYaHMH HUMIIOPTAa

Ka’XI0ro KajeHdaps Ha IIOYTY I10JIb30BaTeJIsd IIPUXOAUT IMMCbMO, COoAepXKalllee Hd3BdHHe KaJleHdaps
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U KOJIN4YeCTBO coObITHH, nobaBneHHblx B «MouOduc Kanenmape». Kaknoe mnoBTopsitoiieecs

COOBITHE B KaJleHJlape CYUTAeTCs 3a OJTHO COOBITHeE.

6.2 Ilouta

B paspene HaxonsTcsi oOIMe HaCTPOMKHM, OTHOCSIIMECS TOJNbKO K pasneiry «MouOdwuc

IToutay.

— Jlo0aBUTB MOYTY — 106aBUTH JIOTIOJIHUTEJIbHYIO BHYTPEHHIOK WJIU BHEIIHIOK Y4eTHYIO
3aIIMCh 3JIEKTPOHHOM IIOYTHI;

— IIncem Ha cTpaHUIy — BEIOOP MaKCUMaJIbHOTO KOJIMYeCTBa IrMceM, 0ToOpakaeMbIX Ha
OITHOM CTpaHMUIIE;

— ABTOMaTH4YecKoe 00HOBJIEHHe CTPAHHIbI — BbIOOP BpeMeHHOI'0 UHTepBajla 0OHOBIIEHUS
II0YTOBOTO AIIUKA,

— Henouku mucem — o0be/IMHEHNe B IeII0YKY IIMCeM, CBsI3aHHbIX 00111el Temon. Ecin
YCTaHOBUTH Gular 00beTUHATH B IeNOYKHU MUCbMa C OAMHAKOBOM TeMOH, TO I1CbMa C
o0111eii TeMOM COXPaHSIOTCS 1IelI0YKON «IIMChbMO — O0TBeT». HaxkaTue Ha cueT4MK y IIpaBoro
Kpasi MUHU-TIaHeJ M IIMCbMa pa3BepHeT LIell04Ky IuceM. Eciu B elioyke OCTaIuCh
HeIIPOYUTaHHbIe IMChMA, TeMa Ha MUHU-TIaHeJM OyZeT BbliesieHa MOJTy>KUPHbIM

Ha4epTdHUEM.

6.2.1 Io6aBUTH mOUTYy

Jliist nobaBiieHys ellle OHOTO aKKayHTa (BHYTPeHHero MM BHeIIHero) Heo0X0AMMO HaXaThb
Ha kHONKy Jlo0aBHTH mOYTY, pacrnosioxeHHylo B pasgeine Hacrpoiiku B 6soke Iloura

(Pucynok 95).
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[MouTa - MouTa

MoyTa

Alexandr Smirnov CoobuieHnii Ha cTpaHULY

A
a.smirnov@blue.myoffice-app.ru 20

Pucynok 95 — Jlo6aBneHue 1OMOTHUTEIBHOTO aKKayHTa

Job6aBUTH BHYTPeHHHI aKKayHT

B otkpeiBieMcss okHe HoBasi modra HeoOXOAMMO BBECTH afpeC 3JIeKTPOHHOM IOYTHI,
napoJib nobaBisieMor yueTHOM 3arcu MonOduc, a Takke UMs MOJIb30BaTeNsl, OTOOpaXkaeMoe B

nucbMe (Pucynok 96).

[Tociie BBO/Ta HEOOXOIUMBIX JTAHHBIX ciiefiyeT HaxkaTh KHOTIKY OK. Eciiv BBeIEHHBIN aKKayHT
Oyner pacno3HaH Kak y4éTHas 3anucb MorOduc, To cBeieHHs 0 HaCTPOMKax I0YTOBOTO CepBepa,

TaKuX Kak ajipeca u nopthl ceppepoB POP, IMAP u SMTP, 6ynyT npuBsi3aHbl aBTOMaTHYECKH.

Hoeaa nouTa 4

alexander.smirnov@mailoffice-app.ru

Alexander Smirnov

Ok OTMmeHa

Pucynok 96 — JlobaBieHue BHyTpeHHero akkayHTa

Job6aBuTH BHENTHHIT aKKAyHT

B otkpeiBiiemcs okHe (PrucyHok 97) Heob6xoaumMo BBeCTH afipec 3JIeKTPOHHOU IOYTHI, [1apoJib

no0aBiisieMOl BHeITHeW y48THOM 3alucy, UMs I0/1b30BaTesis, oTobpaxaemoe B muchMe. Eciu
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BBeJEHHbIN dKKAYHT 6YJIET PAaCIiO3HdH KaK BHEIIIHWM, TO Ha JKpdHe OTKpOEeTCs AHUaJIorT, co,uepn(aumﬁ

JOTIONTHUTe IbHBIe 110151 HacTpoek cepeepoB POP, IMAP u SMTP.

Hoeas noyTta *

{D Mpunomerve «ModQgue Noyras nony4uT gocTyn
TONBKO K NOMTOBOMY AWKKY. CTOPOHHME KANBHAADW K
CAMCKM KOHTAKTOB NOgKNDYEHE HE -:'j-,-;;:,-r

ModToesld agpec
alexander, smirmowi@mail.ru n

12ponk

:'Z!.J’.-|J:JH<.-Z'!'-.'I..!:. WMA B NUCEME

Alexander Smirnov

Bxogawaa novyra (IMAP)

imap.mail.ru

143 0O ssL
Mcxopawaa nodura (SMTP)
Cepeep

smitp.mail.ru

4565 SSL -

OK OTMmeHa

Pucynok 97 — JlobaBieHre BHeIlTHETO aKKayHTa

Heobxogumo HakaThb KHOTIKY i ] IUIS TIOJTy9eHHs] JIOTOJHUTEbHOW WHPOPMAlUKU O

HaCTpoMKax Haubollee pacpOCTpPaHeHHBIX II0YTOBBIX cepBUCOB (PucyHok 98)
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MouToBRIA agpec

alexander smirnav@mail.ru
X

ANA CTOPOHHER YHETHOW JANHCH HYHHD
HAacTpouTe AocTtyn no IMAR Bocnonbe3yATack
CMNPagKoA NOYTOBOMS CEPBUCA:

Outlook

Gmail

Annekc

Mail.ru

Pucynok 98 — HacTpoiiky moYTOBBIX CEpBUCOB

[Tocie BBoj1a HEOOXOAMMBIX JTaHHBIX ciiefyeT HaxkaTh KHONKY OK. I[locie nmogkitouenus Ha

SKpdHe ITIOABUTC COO6I_L[eHI/Ie «Y4ETHas 3a1I1ch YCIIellIHO MOAKIIF0YEeHda».

[Tociie mobaBneHus: BHelllHero akkayHta npwioxkenue «MonOduc [loura» momyuut
A JOCTYII TOJIBKO K IOYTOBOMY SIMKY. CTOPOHHMe KalleH[Japyu U CIIMCKU KOHTAKTOB

MO/IKJTIOYEHBI He OyAYT.

HoBas yueTHast 3amuch U ee HAaCTpOMKHM OyIoyT oToOpakeHbl Ha IMaHeJd HaBUranuu. Jlis
y4YeTHbIX 3allMceld C BHEIIHWMM aJijpecaMyd JJIeKTPOHHOM TIOYTHI JIOCTYIIHO peJaKTHpOBaHHUe

HACTPOeK.
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YroObl yAaMUTh YYETHYIO 3allMCh, CJefyeT HaXKaThb KHOIMKY Y[aJUTh aKKAyHT B OJoke
nu4HbIX HacTtpoek (Pucynok 99) u moarBepauTh HEOOXOIMMOCTb yjlajieHWs B IOSIBUBIIIEMCS

JAHaJIOrOBOM OKHeE.

4 MoyTta -~ Nuunan nudopmauus

Obwme
YpanuTo aKkKayHT

Moura

AeaTap

Alexandr Smirnovs

a.smirnov{@blue.myoffice-app.ru

Elena Smirnova

. T
e.smirnova@blue.myoffice-app.ru WNamenuTe YAanuTL

JNuuHaa nndopmauma

Pucynok 99 — Vnanenue no4ToBoro akkayHTa

Jls1 HOBOWM y4eTHOM 3amucH (KpoMe y4YeTHOM 3aluCH C BHEIIHHUM 3JIeKTPOHHBIM aJ[pecoMm)
MOXKeT OBITh J06aB/IeHO M300paskeHHe, KOTopoe OyIeT aBTOMAaTHMYeCKH OTOOpakaTbCs B KauecTBe
aBaTapa B IMChMaX, OTIIPABJIEHHBIX U TMOJTYYEeHHBIX OT IOJIb30BaTessl C JAaHHOW y4eTHOM 3alHChIO.
[Topsimok 3arpy3ku/maMeHeHus/yaanenus: ¢ororpaduu, oToOpakaroIlercss B KayeCcTBe aBaTapa,

dHaJIOTH4YeH IIOPAIKY HO6aBJ'IeHI/I$I dBdTapa AJIsd OCHOBHOT'O I10JIb30BATeJIs.

6.3 YueTHEIe 3an1ucu

PEISHEJ'I HACTpOEK y‘IETHOI;'I 3dllMCH I10JIb30BaTeJIdA COAEPXUT CileJyIolre pa3aesibl:

1. JInunasa uadopmanus: epCoHajbHble HACTPOWKY IOJIb30BaTeJsl, TaKKe KaK aBaTap,
MOJIITHCK.

2. Ilanmku: UHCTPYMEHTHI 11sl T0DaBIIeHMsl HOBBIX NTAIlOK M Ha3HAYeHUsl CTaHAAPTHBIX MaroK,

a Takxke JIJIs yIaJieHus U leperMeHOBaHUs CO3/IaHHbIX TAToOK.

PuwIbTPHI: HACTPOMKA GPUILTPOB 0OPAOOTKH BXOJIAIIEN KOPPECTIOH IeHITUH.

OO6mmii JoCcTyn: HACTPOMKa pa3pelreHus Ha MPOCMOTP U OTIIPABKY MMHCEM.

Ilepechlnka: HaCTPOMKY BO3MOXKHOCTH aBTOMAaTUUeCKOM TepeChbUIKU MTHUCEeM.

ABTOOTBET : HaCTpOI;'IKa dBTOOTBETYHKA.

N o ok W

MeTtku: MoMOraroT KIaCCUPUIMPOBATh MUChMA IO THITYy U BaXKHOCTH.
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6.3.1 JInunas nuHdpopmanus

Paznen Hactpoek JInunas madopManus CoIepXUT CllelyIollye pasiebl:

— KHomnka yzaneHus y4eTHOH 3al¥CH — 0TOOpaXkaeTCsl TOJIBKO JJIsl JOTIOJTHUTe IbHBIX
yUeTHBIX 3alvcel, 106aB/IeHHbIX TI0JIb30BaTeIeM CaMOCTOSITeJIbHO;

— ABarap — oToOpakeHre, U3MeHeHHe U yaJleHue aBatapa I0JIb30BaTess;

— Pa3mep nouroBoro samuka. [Ipu coBmectHoi nncramsiinuu «MoOduc [louta» u
«MonOduc YactHoe obnako» (HanpuMmep, npuioxenre «MorOduc ITouta» B cocTtase
«MoiOduc IIpodeccrnoHanbHBINY) JaHHBIN pa3fes OTCyTCTBYeT;

— M3ameHeHue napoJisi — oTobpaXkaeTcsl TOJIBKO JIJI1 OCHOBHOM y4eTHOM 3anucu. [Ipu
coBMecTHOM UHCTAUISIIMU «MorOduc [Toutan u «MoirtOduc YactHoe
obutako» (Hampumep, npunoxenue «MouOduc [Toura» B coctaBe «MotOduc
[TpodeccrionanbHbI») TaHHBIA pa3en OTCYTCTBYeT;

— HaHHbIe OTIIpABUTEIA (IIOIIIII/ICI/I IIOJII)BOBaTEJIi[) - HaCTpOﬁKH HMEeHU U TIOAITNCH

II0JIb30BATeJIsl, KaKUMU UX YBUIMT I1OJTydaTeJIn;

6.3.1.1 ABaTtap

s 3arpysku/uaMeHenust/ynaneHus: ¢ororpaduy, oToOpakaroleicss B KayecTBe aBaTapa

dKTHMBHOTI'O II0JIb30BATeJId, HGO6XOI[I/IMO BBITIOJIHUTE CJIefyroniye JeUCTBUS:

1. BoibpaTh B pa3zesie HaCTpoeKk He0HXOIMMYIO yUeTHYIO 3allKCh U TiepeiTy B 610k JInmuHas
uHdopmanus (Pucynok 100):
— JIUIs 3aTpy3ku/u3mMeHeHus pororpaduu HaxkaTh KHONIKY 3MeHHTB;

— I71s1 ynanenust potorpaduu HaXKaTh KHOTIKY Y HAJIMTh, Jajlee MOTBePAUTD yiajeHue.
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MouTa - NuuHas nHdpopmaumn

Mouta Asarap

-
Alexandr Smirnov &"
~ »

. . A
alexandr.smirnov@lime.myoffice-... AL o
] ECH\\HC N3ameHuTp Yaanute
WRITING
TNuynasa uadopmaymus
Manku
[aHHble oTnpasuTens + HoBble UMA 1 Noanuch
OunbTpbl
Bbl MOXeTe HaCTPOWTb, KaKoe UMS U NOANUCH
YBUAAT Nosy4aTenu Ballvx nicem
Mepecbinka

Pucynoxk 100 — Hi3meHeHue wiM yJajneHue aBatapa

1. B ortkpeiBuIelics ¢opme DPororpadusa axKkKayHTa HaXkaTb KHOIKY 3arpy3uThb
H300paxkeHue, 10Cje Yero Ha 3KpaHe OTKPOEeTCsl CTaHAApTHOe CUCTeMHOe OKHO BbIOOpa
datina.

2. YkazaTb HyXHbIM aijl, HaxXOASIIMWCS HAa CTAl[MOHAPDHOM WIM BHeIlIHEM HOCHUTelle
YCTPOMCTBA II0JIb30BaTesIs], U Ha’KaTh KHOIIKY OTKPHITH, II0CJIe 4ero Ha 3KpaHe MOSIBUTCS
OKHO BbIOOpa 0TOOpakaeMoi 006JIaCTH.

3. VkazaTb obmacTe n3obpaxkeHus, KoTopass OyaeT oTobpaXkaTbCs Ha aBarape, Iepemelas
MBIIIBIO M300paXkeHUe, TOMAJjalolee B M0JICBeUeHHOe OKHO. YMeHbIIUTh WU YBeJIUIUTh
obnacTe, OTOOpa)kaeMyl0 Ha aBaTape, MOXXHO IIpM IIOMOIIM IIOJIOCHI IIPOKPYTKH,

pacIoyioXkeHHOU 1oJT u3oopakenuem (cm. Pucynok 101).
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PoTorpadua aKKayHTa

Pucynok 101 — Beibop oTob6paskaeMoii obiactu

4. ]lns Bo3BpaTa K CHCTEMHOMY OKHY BbIOOpa daiyia il 3arpy3Kd HOBOT'O HM300pakeHust
CJieflyeT HaXKaTh KHOTIKY 3arpy3uTh KapTHHKY U ITOBTOPUTH IIaru 3 U 4.

5. Jlnis Bo3Bpara 6e3 coxpaHeHHUs] U3MeHeHHWH HaXkaTh KHOTIKY OTMeHa.

6. Ilns coxpaHeHHsi W3MEHEHW HakaTb KHOMNKY CoOXpaHHTB, I0CIe Yero IOJATBEPIUTh

BHeCeHHbIe M3MeHeHHs HaKaTheM KHOIIKKA COXpaHI/ITL BHHU3Y JKPaHA.

B pesynbrare BbINONHEHUs! olepalivy BblOpaHHAsi 00JIaCTb 3arpy>KeHHOTO H300paskeHUsI

Oyner oToOpaXkeHa:

— B 6roke JInunasa undopmanus (cm. Pucynok 102):
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NnuHas udopmaums

Agatap

N

ES

")
1 EE.HNE-E‘P'L YoanuTe
WR1TING

Pucynok 102 — IIpumep uzobpakeHns Ha BKJIafiKe

— Ha TaHeJIM HaBUTallMM B HACTpoWkax wid pazgenax «MouOdwuc [louray, «MouOduc

Kanennapey», «MoitOduc Konrakte (cMm. Pucynok 103):

-

y @ OB O 2

Pucynok 103 — [Ipumep uzobpakeHus Ha TaHeJIX HABUTAIIUU

— Ha MUHHU-TIAHeJISIX THCeM, MOJIy4eHHbIX OT moJib3oBares (cM. PucyHnok 104):

s alexandrsmirnov alexandr.smirnov 15:48

A

"7 nucemo

Pucynok 104 — [Ipumep nzobparkeHrst HA MUHU-TTAHETN

— Ha MUHU-TIaHeIsX KOHTAkTOB B «MoinOduc KoHTakThl», B TOM 4HCIie TIPU CO3[aHUU

cobbrtuit B «MoiOduc Kamenmapoy.

— IIpU TIpOCMOTpe HOJIY‘-IEHHOFO/OTHPHBJIEHHOFO IMNCbMad (B obmact 4TeHus JaUOO B

HOBOM OKHe), IIpY HaBeJIeHWU Ha uMs oTiipaBuresis (cM. Pucynok 105):
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be3s TeMbl
oT '.‘, Alexandr Smirnov
KOMY ~
prite alexandr.smirnov alexandr.smirnov
& OTB
] 22
BcTpeu

KoHTaKTHbIe faHHble

JneKTpoHHasA noyTa
alexandr.smirnov@lime.myoffice-

app.ru

— TIpU MPOCMOTpe UHPpOpPMAIIUK O KOHTaKTe B 00s1acTu uteHus (cM. Pucynok 106):

Pucynok 105 — [Ipumep nzobpakeHus B IOJTy4eHHOM MUCbMe

L

TECHNICAL
WRITING

alexandr.smirnov alexandr.smirnov

alexandr.smirnov@lime.myoffice-app.ru

OTnpaBuTb CospaTtb

©

coobulLeHue cobbiTue

KoHTaKTHbIe AaHHble

3ﬂEKTpOHHaﬂ no4Ta

alexandr.smirnov@lime.myoffice-app.ru

Ewe

Pucynoxk 106 — ITpumep uzobparkeHust py NPOCMOTpPe KOHTaKTa

[lepexos k HacTpoWKkaM aBaTapa TakXKe BO3MOXXEH M3 TJIABHOT'O OKHA pasjesioB « MonOdwuc

[Touray, «MoiOduc Kanennapey, «MoiiOduc KoHTaKTe» C IOMOIIBIO KHOIKH

S~

pacnonoxceHHoﬁ Ha I1aHeJIM HaBUuIraluu.
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6.3.1.2 Pazmep nmo4yToBOro Aiuka

Hanneii pasnmen axryaneH s «MoiO¢guc I[loura». B cimyyae coBmecTHOHR
uHctausaiuu  «MoiOduc Iloutay u «MoiiOduc YactHoe obako» (Hampumep,
npwioxenue «MoitOduc Iloyra» B cocraBe «MoitOduc IIpodeccroHanbHBIN»)
VH/IMKATOp pa3Mepa IIOYTOBOIO SIIIUKA OTCyTCTBYET.

KaxxgoMy nosb3oBaTenio BbIIeJseTCSl OrpaHWYeHHbIM 00BbeM II0YTOBOrO SIUKa (KBOTA).
YToOBI 1OCMOTpPeTh pa3Mep M TEKYIIYIO 3alO0JIHEeHHOCTh MOYTOBOTO SIIUKA CJeAyeT BbIOpaThb B
pasfiesie HACTPOeK HeoHXOIUMYIO YUeTHYIO 3alIMCh U IlepeiTH B 0JIOK JTMYHOU UH(pOpPMaIUH, JaHHbIe
OynyT ykazanbl B 0Ojioke Pasmep 1o4YTOBOro SIIUKAa, paclOJOXeHHOM 107 ABaTapoM

nosib3oBaTess. (Pucynok 107).

INTnyHan nHdopmayma

AgaTtap

HameHnTL YAAanWTe

PazMep no4ToBOro ALMKA

McnonesoeaHo 6 TEwa 51216
|

Pucynok 107 — Muavkatop pa3Mepa IOYTOBOTO SIIIAKA
Ecnu cymmapHBIi 06beM IMCeM B II0YTe II0JIb30BaTess:
— NpubJIMXKaeTCsl K YCTAaHOBJIEGHHOMY JIMMUTY — B BepXHed 4YacTM OKHa OTOOpasuTCs
yBe/IOMJIeHHe O TOM, YTO MeCTO B IIOYTOBOM SIII[MKe 3aKaHYMBAeTCs, a TakKe IPOIeHT

3dllOJIHEHHd II0YTOBOI'O sIIIMKA. 310 yBejoMJIeHrne MBJIIEeTCS IIpeaylpexXxaaroninMm,

MoJIb30BaTellb ~ MOXET MpoAobkaTh  pabory ¢ npuwioxeHusmu  «MoiOdwucy.

HPEJIYHPE)KJIEHI/IE MO’KHO CKPbITb, HdXXdB KHOIIKY )( Ha TIpeayIlipexXxaeHun. B Cliy4ae,
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eCJIM Ha Cﬂe,[[y}OH_[I/Iﬁ JeHb Hp06neMa C KBOTOM OCTaeTcs aKTyaﬂbHOﬁ, yBeiomMmjieHre BHOBb

6y,H€T ITOKa3dHO I10JIb30BATEJIO;

— JOCTHUI' pa3Mepa BBIJIeJIEHHON KBOTHI — B BerHefI YaCTH OKHaA OTO6pElBI/ITC$[ yBeaoMJIeHue o

TOM, YTO MeCTO JId XpaHeHUs ITMCEeM 3dKaHYKUBAETCH. Hpe,uynpex(,ueHI/Ie MOKHO CKPBITb,

Ha’>XaB KHOIIKY )( Ha IpeayinpexiaeHny, I1ojIydeHre U OTIIPpdBKa IThCeM HeBO3MOXXHAa O0

MOMEHTa YCTPpaHeHUs HpO6JI€MbI C KBOTOH.

Ecnu noaxiiioueHO HECKOJIbKO YUYeTHBIX 3allMced W Y BCeX 3aKaHYMBaeTCsl KBOTa, TO Oyzer
BbIBEJIEHO HECKOJIbKO MpeaylpexaeHui (He Oojiee Tpex mpenaynpexnienui). Eciau moakiroueHo
boree Tpex SIMIMKOB U y BCeX 3aKaHUMBAaeTCs KBOTA, TO YeTBepToe U TOCJeAyIoIre

InpenyrnpexiaeHns OT06p83}ITCH IocJie 3aKpPbITHA IpeAblAyInX.

,HJ'IH BLICBO60)K)1€HI/IH CBO6OI[H01"O IMPOCTPAHCTBA ClleyeT YyOdJIUTb HEeHY’>KHbIe ITNCbMd WA

00paTUTHCSI 3a TIOMOIIBIO K CUCTEMHOMY aJ]MUHUCTPATOPY ISl yBeJIMUeHUsl pa3dMepa KBOTHI.

6.3.1.3 I3meHeHHe napoJis

Hauubii pazpen akrtyasneH s «MonOduc Ilouray. B ciyyae coBMecTHOM
uHcTawsiuu  «MoiOduc [loutay u «MoitOduc YactHoe ob6sako» (Hanmpumep,
npwioxkenue «MoiOduc Ilouray B coctaBe «MoiOduc IIpodeccroHambHBIN)
byHKITMS U3MeHeHHs MapoJisi OTCYTCTBYeT, kHolika CMeHa mapoJis He 0TOOpaXkaeTcsl.

[Tonp3oBaTens MoxeT caMocTosATeNnbHO (6e3 obpalleHHss K aJMUHUCTPAaToOpy) W3MeHWTb
apojib CBoe ydeTHOM 3anucu «MonOduc [lodyra». M3MeHUTH Naposib MOXHO TOJIBKO IS
OCHOBHOM y4YeTHOM 3allMCH, /I AOIOJIHWTENIbHBIX yYeTHBIX 3anucei kHonka M3MeHHTH mapoib

OTCYTCTBYeT.

HH}I HN3MeHEeHHUS I1apOoJId YHETHOfI 3adllMCH HEOGXO)II/IMO BBITIOJIHUTE CJIeAyromiye JIeUCTBUS:

1. BI)I6paTb B pa3fiejyie HaCTPOeK OCHOBHYIO YUETHYIO 3dIIMChb U HQPEﬁTH B pa3jiejI HaCTpOeK

JInunas undpopmamus (Pucynoxk 108).
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Jnuxasn nadopmauun

Agarap

HazMeHnTE Yoanutb

Pasmep nouToBOro AWMKA

| WcnonbsosaHo 6.17 Mb na 512 Mb
I

| HMamMeHUTs Naponb

HaHHble oTnpaenTenA + HoBble MMA M NOANKCH

Bbl MoxeTe HACTPOWTE, KakKoe MMA W NO4ANMKCE
YEBUOAT Nony+HaTeny Ballvy nucem

Pucynok 108 — Hacrtpoliku nmuaHoM nHGOpManuu

2. Haxarp kHOonky M3menurs maposb. Otkpoercss ¢dopma HsmeHenme maposs (CM.

Pucynoxk 109).
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M3meHeHKe naponsa X
TekyLwKri Naponb

#rpes
Hoebik naponk

#rpes
Hoebii napone ewe pas

#rpes

[Noche cMeHsl Napona HY#MHO BYAEeT 3aH0B0 BOWTH B npodivne Ha

BCEX YOTPOWCTBAX.

OTMeHa

Pucynoxk 109 — ®opma n3meHeHHs TapoJis

3. BBecTu JefCTBYIOIMIA apoJb YYeTHOH 3amucy B 1ojie Texymmii mapons (kHomka ™

B npaBoﬁ 4aCTH MOJIed BBOJA MapoJigd MO3BOJIUT YBUETh, 4 KHOIIKA S _ CHOBAd CKPBbITb

BBO/IUMbI€ CUMBOJIBI).

4. BBecTH HOBBIM [TApPOJIb yUETHOM 3anucy B 11osie HoBbIi napoJs.

5. IlonTBepauTh HOBBIM 1APOJIb, IIOBTOPUB ero BBOJ B nojle HoBbIN maposs eine pa3. Ecinu
II0CJIeJ0BATeJIbHOCTh CUMBOJIOB OOOMX B IIOJISIX BBOJA HOBOI'O IIApOJIsl COBIIa/iaeT, KHOIIKA
CoxpaHUTh CTaHET aKTUBHOM.

6. Haxatp kHONIKY COXpaHHUTB.

Ecnu nociie Haxatus kHotikvd CoxpaHuThb 1osie HoBbIN maposb ObIIO BbIZIEIeHO KpacHOU
pPaMKOM, a TIoJ] IT0JIeM IOSIBWIACh TOJCKa3Ka O TPeOOBAHMSIX K IIAapOJII0, 3HAYUT BBeIEHHbIN apoJib
He COOTBeTCTByeT TpeboBaHUsIM Ge3omacHocTU. CiieJlyeT U3MeHUTDb IMapoiib, COTJIACHO TOJICKa3Ke,

BBECTH M3MEHEeHHbIM IIapoJIb B IIOJIe HoBbrit IIapoJIb e1lle pa3, BHOBb HA’XKdThb KHOIIKY COXpﬂHHTI:.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MHWy, 2013-2024 173



MounOdunc

6.3.1.4 Ilognucu nojan3oBaTeis

Korna dJIMUHHUCTPATOpP CO3[iaeT HpOCbI/IJ'Ib I1I0JIb30BAaTeJid, B y‘IETHOﬁ 3dIIMCH I10 YMOJ/IYaHHIO

WCII0JIb3yeTcs ImycTasi moAanuck. [Ipodune comepxut Toapko GpaMUINIO U MMs II0JIb30BaTells, Aajee

IIOJIb30BaTeJIb MOXKET pPeNdKTHUPOBATL JdHHbIE II0 CBOeMY YyCMOTPEHHUIO — 3Td PIH(l)OpMaL[I/IH 6YIIET

BUIHA [JpyTUM II0JIb30BaATeJIIM, B TOM 4YHCJIe IIpU OTIIpdBKe IIKMCeM. Y nanenue HpO(l)I/IJIH,

HCIIOJIb3YeMOI'O IIO0 YMOJIYdHHUIO, BO3MOJKHO IIOCJIe CO3adHUS HOBOI'O HpO(l)I/IJ'[H, KOTOprﬁ 6YIIET

HCIIOJIb30BATHCA 110 YMOJIYaHUIO, BMECTO CO3JdHHOT'O aBTOMATHY€eCKH.

Jlist Toro 4To6b! 106ABUTH MOJANUCH, HEOOXOMUMO BBITIOJHUTD CJIEAYIOIIMe T1eHCTBUS:

7.

BriOpath B pasjiesie HaCTpoeK HEOOXOAUMYIO Y4eTHYIO 3allUCh U [IePelTH B paszell
JInunasa unpopmanus.

Haxatp kHoniky HoBbIe HMs1 1 IOJIINCh.

B otkpeiBIIelics auanoroBoi naHeny HoBble aHHBbIe 0THIPABUTeIsA HEOOXOANMO BBECTH
MM 1Iojib3oBartesis B rosie MM, a Takke Heo6X0IMMBIH TeKCT noanucy B nosie Iloamuce,
IIpY He06X0IMMOCTH 0THOPMATHPOBATh ero PY IIOMOIIM UHCTPYMEHTOB Ha IaHeJH
¢dopmartrpoBanus. CUCTEMHBIM a]IMUHUCTPAaTOPOM MOXeT OBbITh Ao0aBjieH 11abI0H
HOJIIMCH C TIOJISIMH, COOTBETCTBYIOIIMMHU KOPIIOPAaTUBHBIM TPeOOBaHUSIM KOMIIaHUH,
KOTOpble He0OX0JJMMO OTPeJJaKTHPOBaTh B COOTBETCTBUM C JIMYHBIMU JJAHHBIMH.
B03MOXHOCTh pefilakTHpOBaHUsl 11abI0HA MOATIUCH MOXeT ObITh OTKJIFOYeHa CUCTeMHBIM

dJIMUHHUCTPATOPOM.

. Ilpu HeobxomumocTu 106aBUTH M300pakeHue (He Hosiee TBYX M300paXkeHMH [IJIsl OJTHOM

MIOJINIMCH) WK CCBUIKY. MakcHMasbHBIN pasmMep “300pakeHusl, UCII0/Ib3yeMOoro B
noamucH, — 640px.

YcranoButh Quaxkok Ilo ymosmdanuzo, 4Tobs! cpopMupoBaHHas IOJIIMCH
yCTaHaBJIMBaJIaCh aBTOMAaTUYECKH JIJIs1 BCeX UCXOMSIIUX ITACEM.

Haxatb kHonky CoxpaHHUTB, [10CJIe Yero NoATBepUTh BHECeHHbIe U3MeHeHUs] HaKaTheM
kHOIIKM CoXpaHHUTh BHU3Yy 3KpaHa.

HpI/I H806XOHI/IMOCTI/I BbIﬁpaTb dKTUBHYIO INIOAIIKMCH C IIOMOIIbIO KHOIIKA L2

B pesynbraTe omnepanyu chopMHUpOBaHHAs IOANMCH OyneT aBTOMAaTU4YeCKd (ecyu

YCTaHOBJIEH cbnaxcox IIo yMonanmo) )106aBJI$ITbC$I B KOHIE KaXI0ro ucxopgdimero IIHuCbMa C

COOTBETCTBYIOIIIEro 3JIeKTPOHHOI'O aJgpeca.
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*
YT10o6bl OTpEIaKTUPOBAaTh UMs W MOANUCH MPOGWIL, Heo6XOOUMO HakaTh # CIpaBa OT
MMEHH II0/Ib30BaTesis, Ha 3KpaHe OTKPOeTCs AWaJIoroBas IaHesb PelaKTUPOBAHMSI, aHaJIOrMYHasi

OITMCAHHOM BBbIIIIe,

Jl1s1 ynaneHust OANMMCH He0oOXOAMMO HaXkaTh W, na BKpaHe OTKPOeTCsl AVAJIOroBasl IaHesb
MIOATBEPXKIeHUs YIaleHus .

[Ipy HEOOXOAMMOCTH TOJIb30BATEIb MOXKET OTK/IIOYUTH J00aBiieHWe TIOMIKMCU B Kaxioe

ucxojsiiee NUCbMO. YToObl MOANMCHL He J00aBislach B MHMCbMa, ycTaHoBuTe ¢raxok He

0T06p&2KaTb IIOAIINCH B IIMCbMe.

6.3.1.5 Ilanku

Jlst paboThI ¢ mankaMu HeoOxonumo Hakath KHomky {F (HacTpoiiku), pacroiokeHHyo

Ha ITaHeJIM HaBUT'allhH. B OTKPBIBIIEMCS OKHe BbIﬁpaTb Ha MdHeJIM HaBUT'dllUU YYEeTHYIO 3allCh, IJId

KOTOPOM ITPOMU3BOISTCSI HACTPOUKH, U niepeiitu B 6710k Ilamkm (cm. Pucynok 110):

4 MNoyta -~ MNanku
OBwme <+ CozpaTe HOBY Nanky 33paTh CTAHAAPTHEIE NANKK
MNouTa
J Bxogawme

Anekcangp CMMpHOB
aglexandr.smirnovi....officeru

= OTnpasneHHbie

£ YepHoBMKM
NuuHan WHbopaaia

) Cnam
Mankwu

1l Kopauwa
DPUALTPE

Mepecelnka

Pucynok 110 — Bknagka «ITamkuy»
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6.3.1.5.1 Co3zanue manku

Yrobbl CO3/laTh HOBYIO TMAIKy cJjieflyeT HaxaTb KHONKYy Co3maTh HOBYH MHamnky,
PacIIoJIOXKeHHYIO HaJl CIIMCKOM TaroK. B mosiBUBIIIEMCsI OKHe BBECTH UMsI TIAllKU, BbIOpaTh 3HaUeHue
s nonss Pacmono:kenue (HeobxonWMoO BbIOpaTh Ty MaNKy, B KOTOpyi OyAeT BIlOXKeHa
co3JlaBaeMasl Tarka, Wik BbIOpaTh MyHKT CIMCKa BepxHuii ypoBeHb [|j1s1 pa3MellleHus] CO3/1aBaeMoi

IallKU B KOPHe KaTajora) U HaxkaTb KHONKY Co3parts (Pucynok 111):

CozpaHue nanku
KlimA nankm

PacnonoxeHne

EepxHWi ypoBEHb -

OTMeHa Cospathb
Pucynok 111 — Co3ganue HOBOM Manku

Hogas mamnka OTO6pa3I/ITCSI MoCJieJHer B CIIMCKe MAIlOK Ha aHeJIW HaBUTalluH.

[Tanky mMoxHO:

1. IlepeuMeHOBATE.

2. IlepeMecCTUTD.
3. YOanuTh.

6.3.1.5.2 IlepemMelnieHue manku

B cnmcke mmamnok ecTb BO3MOXKHOCTD BBITIOJTHHUTD dleyromye oliepaliiy liepeMenieHns .

— NU3MeHeHHe TI0pA/IKa CJieJOBdHHA B CIIMCKe (683 HU3MeHeHUs BJIO)KEHHOCTI/I) — OOCTYIIHO JId
BCeX IIAIIOK,

— I[IepeHoC IIdllIKh B HOPYI'YIO IIAIIKy (I/ISMGHEHI/IG pOJIHTEJIbCKOfI ManKy W/ WId YPOBHA

BJ'IO)KEHHOCTI/I) — HOCTYIIeH TOJIbKO IUId IIAIIOK U ITOAIIAIIOK, CO3AdHHBIX I10JIb30BATEeJIeM.
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OcHoBHBIe  manku  y4deTHoM  3amucu  («Bxopsiuey, «OTmeuenHble  darom,
«OtnpaBnennbie», «YepHoBuku», «Kopsuna», «Cmam») miepeMecTuTb B OPYryl0 MarkKy

HEeBO3MOXXHO, HO MO>KHO U3MEHUTH ITOPSAAO0K UX CJIeIOBAHUS B CIIHMCKe.

YToOBI M3MEHHTH NOpAIOK CJjieOBdHUA IIAIIOK B CIIMCKe (663 H3MeHeHus BJ'[O)KGHHOCTI/I),

clenyer:
1. HaBecTu Kypcop Ha Ha3BaHUe MallKH.

2. Haxatb JIeBy10 KHOIIKY MBIIIH U, YJIeP>KHBasl ee HaXKaToM, IlepeMeCTUTh MalKy B HY>XHYIO

nosunuio (Pucynok 112).

Manku

4 CozaaTh HOBYH Nanky

[ Bxogawmue

[0 Bauoe

[0 OokymenTbl
3> OTnpaeneHHble

Il Kopaunua

(¢ YepHoemku

@ Cnam

[0 Cynepcnam

[0 Archives

Pucynok 112 — M3mMeHeHune nopsiika 0TOOpakeHus arokK

3. OTIyCTUTH JIeBYIO KHOIIKY MBIIIIH.

Y106l MepeMeCcTUTh MaIKy B APYTYIO POJUTENIbCKYIO MAIIKY, CllefyeT:
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*

1. HaBecTu Kypcop Ha Marky B CIIMCKe IaroK ¥ HaXkaTb KHOIIKY /7 , KOTOpasi 0TOOpa3mIach

B IIpaBoy 9actu cTpoku (Pucynok 113). OTkpoercst okHO PerakTHpoBaHue IaNKH.

Mankwn

<+ Coapgate HOBYIO NanKky J [ 3apath CTAHAAPTHBIE NaNKM

[ Bxogrwue

[0 Moa HoBas nanka

El

: D1 7/
> OrtnpaeneHHble
Y YepHOBHKM
@ Cnam
11

Kopawua

Pucynok 113 — M3MeHeHure nopsiika 0TOOpaXkeHus! Aok

2. B okue PegakTHpoBaHHe manmKH, B BbIIJJAIOIIeM CIHCKe, BbIOpaTh HOBOe

pacroJioXKeHue Tanku (HOBYIO POIUTeIbCKYT0 Tanky) (Pucynok 114).

PepakTupoeaHue nanku

FIMA Nanku

BamHoe

O Bxopswwme

| OTMeHa |

Pucynok 114 — OkHO pejaKTUPOBAHUS MATIKA

3. HaxxaTtp kHONKYy COXpaHHTh.
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6.3.1.5.3 IlepenmeHOBaHHe NaIKH

Omeparysi 1epeMMeHOBAHHUS JIOCTYIIHA TOJIbKO ISl CO3/IAaHHBIX I10JIb30BaTejieM ManoK Hu
noamanok. OcHoBHble Tmanku y4yeTHOM 3anucu (Bxopsamue, OtMeueHHbIe duiarom,
Otnpasnennsie, YepuoBuku, Kopsuna, Critam) neperMeHOBaTh HEBO3MOJXXHO.

HH}I IepeMMeHOBdAHHA IIaIIKH HEO6XOILI/IMO HaBeCTHU KYpPCOp Ha IAIlKy B CIIMCKe B OJ10Ke

-
HacTpoek IlamkM ¥ HakaTb KHONKY # , HaxO[MIIYIOCS B CTPOKe C Ha3BaHWEM I[anKu. B

OTKPBIBIIEMCS OKHE BBECTH HOBO€E Hda3BaHHeE IIdIIKHU U HaXKdTb COXpaHI/ITI:.

B pe3yJibTaTe oliepaliuv 6y,I[ET HM3MeHeHO Ha3BdHMe IIdIIKW Hd ITaHeJIM HaBUT'daIlHH.

6.3.1.5.4 Yaajgeuue manku

Omeparusi yaaneHusl TManKW JOCTYIIHA TOJIbKO IUIsl CO3/IAaHHBIX II0JIb30BaTejieM MamloK U
noamanok. OcHOBHble TAnku y4yeTHOM 3amvcu  (Bxopsmue, OtMeueHHbIe d¢Jiarom,
Otnpasnennsie, YepuoBuku, Kopsuna, Criam) yaaiuTs HeBO3MOXXHO.

Il ynaneHust manku HeoOXOJUMMO HaBeCTHM Kypcop Ha HeoOXOQUMYIO MAlKy B OJjoke

HaCTpOeK l'[amm, 3dTeM HaXXdTb KHOIIKY |.|.| , OTO6p83HBH_IYIOC$I B CTPOKe C Hd3BdHHWEM IIdIIKU, U

IMoATBEepAUTb HEO6XOIII/IMOCTB YAaJleHWd, HaXXaB KHOIIKY YI[aJII/ITI: B OTO6p83HBHI€MCSI JAWaJIOrOBOM

OKHe.

[lepen ynanmeHveM manku HEOOXOJWMO IpeJIBAPUTEIbHO YIAJIWTh WIHA I[epeMecTUTh Bce

[IMCHbMa, HaXOOAIIuecs B Hell.

6.3.1.6 O6uuii nocTyn

JlaHHBIN pa3fen IpeAHa3HadYeH i MpelOCTaBIeHHs M HACTPOeK JIOCTyla K CBOeMY
MIOYTOBOMY SIINIUKY / OTHEeIbHBIM IafKaM jIsi IPYTUX M0JIb30BaTeseH.

[Tanesnb coiepXXUT CIIMCOK pa3pellleHuH, KaX/i0e U3 KOTOPhIX MOXKHO U3MEHUTh WIN yIaUTh.

-
JIns peflakTUPOBaHMs YyKe CYLIeCTBYIOIIEH 3allMCH HeOOXOaUMo Haxath # , i ynanenus - LU

(Pucynok 115).
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O6wumin pocTtyn

HEE'Z:‘I[]['.'.H"E'! PAaZpeleHHA Ha NPOCMOTR M OTNPAEKY MACEM
> [o6aBUTb paspelueHune

BblfaHHbIE pa3pelleHus

elena.smirnova elena.smirnova V4

elena.smirnova@lime.myoffice-app.ru
Cynepcnan, INBOX: npocmoTtp

GIIIpEHI{EI mucem OT CBOSrd WMeHH

Pucynok 115 — M3MeHeHure nopsiika 0TOOpakeHus! Iarok

[lpy Haxkatmn Ha [loGaBHTH pa3pelreHHe Ha 3KpaHe OTKPOETCS AMAJIOroBas IaHeJb,
II03BOJISIFOINAs 3a/1aTh VIS [I0JIb30BaTe el pa3pellleHre Ha IPOCMOTP U CO3JJaHHe NHCeM JJIsl CIIMCKa

BbIOpaHHBIX Nanok (PucyHok 116).

06wmit aocTyn

Monp3aoeaTan.

elena.smirnova elena.smirnova -
Mankw
MNoneacEaTenkE CMOMET POCCMETRMEATE BEAdWHA NACLME M OTBEYNATE HE HUX OT
CEOQBID MMEHHA
[ D Bee

+ [ Baoaswue

() O Baknoe

Pucynok 116 — M3meHenue nopsigka oTobpakeHus Marnok

ITpy Ha>kaTvK Ha kHONIKY COXpPaHUTB B CIMCOK pa3pelleHui 106aBUTCS HOBAsI 3aIUCh.
ITonb3oBarenb, KOTOPOMY IIpe/loCTaBiieH JOCTYIl K IIallkaM, IIOJIy4YUT H3BellleHHe 00

H“3MeHeHUH HacTpoek aocryna (Pucynok 117).
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HacTpoiiku poctyna usmeHeHbl alexandr.smirnov
‘\...‘ alexandr.smirnov

HOBBIE HACTRORKMK:
B  alexandrsmirnow@lime myoflice-appns
O BxopAwwe: npocmotp

£ OTNpapKa NKCEM OT BALIEMS AMEHA

Bl moeTe NPOCMATRHEATE NHCbMa alexandramirnoy alexandr smirmoy W
DTEEMETE HA HHX OT CHOEMD WhEHH

Pucynok 117 — 3meHeHue nopsifka 0TobpakeHusl MarnokK

B cnomcke mamok MMOJIb30BaTeJId, KOTOPOMY IIpefoCTaBJ/ieH HOCTYIl K pecCypCaM [Opyroro

I0JIb30BaTeJIs, TIOSIBUTCSL pa3fiesl, Cojiep Kalllvii nmpejjocTaBieHHble nmanky (PucyHnok 118).

_ 4 MouTa -
Hoeoe nUCcbMO

elena.smirnova elena.smirnova
elena.smirnova@lime.myoffice-ap...

L Bxogawme 33
1l Kopauna OYUCTHTE 7
~ [ shared

+ [J alexandr.smirnov@lime.myoffic...
3 Inbox 31
+ 3 Junk

3 Cynepenam

Pucynok 118 — M3ameHenue nopsizika 0Tob6pakeHus Marnok

Ilonw3oBaTesib MOXKET OTKPBIBATh IIpeJOCTaBJIeHHbIe IIdllKH, IIPOCMATpPUBATL IIMCbMA,

OTBeYdTb HAd HUX, ITepeCblylaThb U T. ..
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6.3.1.7 Ilepecpinka nucem

B 65oke Hepecmmca HACTPaMUBAETCH IepeCblIKd ITMCEM Badlllero 3JIEKTPOHHOT'O AIIWKA.

HH}I aBTOMAaTUYECKOH IepecCblyIKK BCeX IM1MceM y‘IETHOﬁ 3dllMCH Ha OpPYyT OW MOYTOBBIN SIIIIUK

He0OX0oUMO:

1. B none Appec mepechIJIKH BBeCTH ajjpeC 3JIeKTPOHHOM IIOYTBHl, HA KOTOPBIM OyIyT
IlepechlIaThCsl MMChMA, pUILe/llIie Ha Balll TeKYIUM 3JIeKTPOHHBIN aJipec.

2. YcraHoBUTH Quia>kok Pa3peniuTs nmepecbLiKy.

3. Ilpy HeoOXOAMMOCTH COXPaHEHWsI KOIIMM IlepechbUlaeMbIX IHCeM YCTAaHOBUTb (UIaXKOK
XpaHHUTH KOIIMH NepechblIaeMbIX IHCeM.

4. Haxatb kHOonKy CoxpaHHTh BHU3Y 3KpaHa.

B pe3yiibTaTe BbIIIOJIHEHHW OIlepalilii BCe IINMCbMAd, IIOCTYyIIalolire Ha BbIﬁpaHHy'IO YUYeTHYIO
3dII1Chb, 6YHYT dBTOMdTHUYECKHU IIepeCblylaTbCA WJIIA J:[Y6J'II/IpOBaTbC5{ (HpI/I YCTaHOBJIEHHOM c])na>1<1<e
XpaHI/ITL KOIIHU ITepeCblIaeMbIX HI/ICEM) Ha ajipecC BHeKTpOHHOﬁ II0YTHI, YKaBBHHbeI B OJloke

IlepechsLika.

6.3.1.8 ABTOOTBET

B 6noxke PacCIIOIararoTcs HaCTp0ﬁKH JJId aBTOOTBETYHKA. JTa CIDYHKL[I/IOHaJ'[bHOCTb MOXeT
OBITH HCIIOJIb30BAaHA IJIs1 aBTOMAdTHUYeCKHUX OTBETOB OTIIPABUTEJIAM (O TOM, YTO IMMCBbMO IIPHUHATO; 00

OTITyCKe COTPYAHHKa U T.)l.).

Jl7s HAacTpOMKKM aBTOMATHMYeCKOTO OTBeTa Ha Bce Tosiydaemble mucbMa (Pucynok 119)

HeoOX0qUMO:

1. VcranoBuTh Quia’kok BKIIOYHTH aBTOOTBETUYHK, T10CJIe Yero Ha BKJIaJKe CTaHyT
noctynHeiMy nonst Tema mucbma U Tekcr.

2. llpu HeobxX0UMOCTH yCTAaHOBUTD Quia>koKk OTHPaBISITh OTBeTHI B YKa3aHHbIN IepHoJ
Y yKa3aTh MHTepBaJl pabOoThl aBTOOTBETYHKA.

3. Beectn TeMy U TeKCT dBTOMAaTUYeCKH OTIIPpABJIIeMOro Irnucbma.
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4. Haxatb kHonky CoxpaHHTh BHU3Y 3KpaHa.

ABTOOTEETHYMK
o BEAHKIMHUTE ABETOOTEETYMEK

Tena nHcbMa
oTnyer

TekcT

\[oBpbiit nevb |

o OTNPABNATE OTEETEI B }'KE.EEIHHI:II:& nepwuog

Natel aTRETA
14.12,2022 1130 — 1230  30.01.2023

CoxpaHuTe

Pucynok 119 — Hacrpoiika aBToOTBeTYMKA

B pe3yJjibTaTe ollepdlluv IMMCbMO C TEMOM U TEKCTOM, YKa3dHHbIMHU B b7oke ABTOOTBET‘-II/IK,
6y,11€T dBTOMATHU4YeCKU OTIIPABJIATBCA B Kd4eCTBe OTBETa Hd BCe BXOdIlye IINCbMa B YKHSaHHbII)'I
rnepruoa BpeMeEHU (HpI/I YCTaHOBJIEHHOM (1)Ha>KKe OTIIpaBJIﬂTb 0TBeThbl TOJIBKO B CJIEI[y]OIIIPIfI

nepuoa BpeMeHH U YKa3daHHMKU COOTBETCTBYIOIIHUX I[aHHI)IX).

6.3.1.9 PuabTpsI

Jlng  ynpomieHuss o6pabOTKM BXOMSIIEH TMOYTHI, NPUXOASIIHAE IHUChMa MOTYT OBbITh
aBTOMAaTHYECKU OTOUILTPOBAHBI M 06pabOTaHbI C MOMOIIBIO 3a/IaHHBIX TTOJIb30BATEJIEM YCJIOBUH U
npaBwi. Co3aHue W BKIIIOYeHHe/BBIK/IIOYeHHe (GUIIBTPOB OCYIIECTBISIETCS B pa3jiejie HaCTPOeK
y4deTHOU 3anvicu PunbTpsl. [IpruMeHeHre GUIBTPOB K MUCHMY BBITIOJTHSETCS B TTOPSIIIKE CIIeOBAHUS

$UIBTPOB B CIIMCKe (CBepXy BHU3).

HJ’IH CO31aHHA CbHHpra BHQKTpOHHOI;I IIOYTEI HEO6XO,[[I/IMO BBITIOJIHUTL  CJIeAyloIiue

IeUCTBUA:

1. Haxatb kHonky obaButs ¢uabTp. OTKpoetcs popma HoBbrit punbTp (Pucynok 120).
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Hoebii dunbTp X
Ecnu

Mone «01= -

cConepsunT -
Torpa

MNepemecTuTs B nanky -

Bxogawme -

() WrHopuposaTs dunetpel HUKe (@)

b | OTmeHa |

Pucynok 120 — Hacrtporika ¢puibrpa

2. B otkpsbiBIIeiica popMe 3aaTh yCIIOBYe AelcTBUs GpuiIbTpa B rpymie nosneid Eciou:

— BbIOpaTh MapaMeTp MUChbMa, KOTOPLIM OyjieT MpoBepsATbCS GUIBTPOM, U3 BBINAJIAIOIIEero
cnucka ITone «OT». B 3aBucuMocT OT TOrO, KakoM napameTp Obul BbIOpaH, Apyrue
niosist rpynnbl Ecimm octanyTcst B okHe (Hanpumep, 1ijisi mapametpoB Ione «OtT», Ilomne
«Komy», Tema) win OynyT CKpeITHI (Hanpumep, sl napameTpoB EcTh BiioxkeHus,
CobpITHE KaJIeHAaps);

— Ecm nong B rpynne Eciau oToOpakaroTcsi, BLIOpPATh HYXKHOE YCJIOBHEe MPOBEPKU U3
BBITIA/IAOIIET0 CIIMCKA COAEPMKUT: COeP:KUT, COBIIA/iaeT JINO0 He CONEePIKUT U BBECTH

TEKCT yCJIOBHUA B IIpeJHa3HaYeHHbIe IJId 3TOI'O I10JIA.
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3. 3amatb mpaBuiIo 00paboTku nuceM B rpynme nojed Torma. [las aToro B BbIaaroiem
criicke IlepemecTHTh B mamKy BLIOpAaTh HYXXHOe JIEMCTBHE IS IIHCEM,

YAOBJIETBOPAIOMUX 3dIdHHOMY BbIIIIe YCJIIOBUIO. Haﬂee, eCJIn BbI6paHO Je1CTBUe:

— IlepeMecTHTh B HmAamKy — B TI0Jie HK)Ke YKa3aThb MAIKy IS [epeMellleHUs IHCeM:
Bxopsmue, OtnpaBiennsie, YepnoBukyu, Crnam, Kop3una win nanku, co3iaHHble
I0JIb30BaTejIeM;

— IlepecnaTh Wi YBegoMUTBb — B II0JIe HIDKe yKa3aTb ajipecara (agpec 3JIeKTPOHHOM
MOYTHI);

— OTnpaBuTh aBTOOTBET — B 10J1e HUXKe BBECTH TEeKCT aBTOOTBETA;

— JIJIS. OCTaJIbHBIX JEeWCTBUM — HUYETO yKa3bIBaThb He TpPebyeTcs, MO3TOMY I0jie HIXe He

oToOpakaeTcs.

4. Tlpu HeoOGXOIMMOCTH YCTAaHOBUTH ¢uiaxkok WrHopupoBaTth (GUILTPHI HiDke. Ecam
draXXoK yCTaHOBJIEH, TO K THMCbMY, KOTOpPOe YJIOBJIETBOPSIET YCJIOBHIO GUIIbTPA,

CJeflyIoliye 10 CIUCKY GUIbTPHI He OyIyT IPUMeHeHbI.

5. Haxatp xHonky Coxpanuth. Popma co3fanus GuibTpa 3aKpoeTcs, PUIbTP MOSBUTCS B

CIIUCKe PUITBTPOB.

B pe3yjibTaTe oliepaliuy, eCJIv Cl)I/IJ'Ipr BKJIFOY€H, BCe IIMCbMd, KOTOpbIe YJIOBJIETBOPAIOT

ycioBuio GUIbTpa, OyayT 06paboTaHbI 110 33JTaHHOMY B GUIIBTPE IMPaBUITY.

Taxkxe ecTh BO3MOXHOCTD HWHUIIMMPOBATL CO3/1dHHE GUIbTPa M3 BXOJMIIEro NHChMa.

JIrobout bwibTp B crnucke GWIBTPOB MOXET OBbITh OTKIIIOYEH/BKJIIOYEH IepeMellieHheM

PacIIoJIOXKeHHOTO CjieBa OeryHka o (Pucynok 121).

@ Ecnu Mone «01» conepxut elena.smirnova, Torga OtmetuTs dinarom

@ | Ecnu Tema copepsuT 3anBeka Ha oTnyck, Torga YoanuTe

Pucynok 121 — BxittoueHue U BbIKIIIOUeHUe QUIbTPa

HOpHJIOK IIpUMeHeHus Cl)I/IJ'IprOB MOXXHO MEHATb, MeHdd HX TIOopAJOK B CIIMCKe

(mepeTackuBasi MBIIIbIO B HY>KHYIO TIO3UIIHIO).
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HJ’I}I pedaKTUPOBAHHA YCJIOBI/Iﬁ WJIN yadJIeHUs (1)I/IJIpra HeO6XOZ[I/IMO BBITIOJIHUTE clieJjyromjre

IEeVCTBUS:

1. HaBectn kypcop Ha cTpoky ¢umibrtpa. C(rpaBa B CTpPOKe TIOSBSITCS KHOIIKU

penakTUpoBaHus U yaaneHus (PucyHok 122):

w

@ Ecau Mone «01» cogepxut petrov , Torga OTMETUTE Kak... /7

@ Ecnu Mone «01» cogepmut ivanov , Torga Yoanute

Pucynok 122 — KHonky pelakTUpOBaHUs U yjiajieHus: GuibTpa

2. HaxaTb HY>XKHYIO KHOIIKY:

/" — JU1s peakTIpOBaHKS;

W — ma ynanenus.

3. Jlanee, ecnu 6bI1a HaXKaTa KHOIIKA:

-
- /' — crenyer u3MeHUTh TapameTphl GpUIIbTpa B OTKphIBINekcs: ¢popme HoBbiit GpuitbTp

(cm. BbIIIIE CcOo3/TaHue GWIBTPA);

- |.|.| — CjleqyeT IoOATBepAUTh yalieHre B OTKPhIBIIEMCS OKHe V;[aneHHe Cl)I/IJ'[pra.

6.3.1.10 Hacrpoiika MeTOK

HJ’IH HaCTpOﬁKH METOK KJ'IaCCI/I(l)I/IKaHI/II/I ImuceM cjienyeT B pa3fejie HACTPOeK yquHOﬁ 3dIIMCHU

BbIOpaTh B 0710k MeTKH.

B 6moke HaXOOUTCA CITMCOK METOK, KOTOpbIE ITOMOI'dlOT KJ'IaCCI/I(l)I/ILII/IpOBaTb IMHUCbMad 110 TUITY

L]

¥ 10 BaxHOCTH. IIpH HaBeleHMM Kypcopa HAa CTPOKY C METKON IOSIBISeTCs KHomka #
(PepaxkTupoBath). [Ipy HakaTWK Ha KHONKY peJaKTUPOBAHHWS Ha SKpaHe MOSIBJISeTCS AUATOoroBast
naHeJlb, B KOTOPOM T0OJIb30BaTeslb MOXKeT MU3MEeHUTb MMs U I[BeT MeTKU. /laHHble u3meHeHust OyayT

COXpaHeHbI TOJIBKO B BE6-HpI/IJ'IO)KEHI/II/I.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MHWy, 2013-2024 186



MounOdunc

6.4 Kanennapso

B pa3snesie HaxonsTcst HacTpoviku paboTsl pasnena «MoiOduc Kanennape» (Pucynok 123):

— Hauaio paﬁoqeﬁ HeJaeJHn: I103BOJIsdeT BbIﬁpaTb M3 BbIIIaJdI0IIero MeHIO Ha4dJIio pa6oqeﬁ

Kanenpapb

Hauano paboueil Hegenn
NMaHefEREHWE -
v DTobpasaTte cyBooTyY W BOCKDECEHbE
[ BoigenaTe eyBE0TY 1 BEOCKDE0EH b

Homep Hegenwu

[ OTofpaMaTs HOMED HEQE MK
PaBouyne yack!

[} Brigenate padoqme Yack
Yaconoi noac

¥ DnpepenaTs Yacos0H NOAC aBTEMATHYECKK
OrobpamaTe NO YMONYIHWHD

Hegena -

EydepHoe ppena B
) =agarte uHTepeRan

CoXpaHuThL {TmeHa

Pucynok 123 — bnok Hactpoek «Kanengapb»

Henenu (Cyb66ota, Bockpecenbe, [lonenenbHUK);

— CbHaFOBaH KHOIIKa OTO6pa)KEHI/I$I CY66OTBI M BOCKpeCeHbs: ITI03BOJIAET IIPpU HeO6XOJII/IMOCTI/I
BBIJEJIATDh pa60qy10 HeleJIt0, CKpbIBAaA BbIXOJHbIE THU B KaneHuape). Ecimm savamom

HeJienu BeiOpana Cy66oTa win Bockpecenbe, To kHolika OToOpaxkaTs cyo0oTy u

BOCKpeCeHbe 6y,ueT dBTOMdTHUY€CKHU CKPbITA;

— ¢pytaroBasi KHOIIKA BblfiesieHHsl CyO0O0ThI U BOCKpeCeHbsl: aKTyallbHa, eCJId CTOUT (JIakoK

II7Is OTOOpaykeHUs BEIXOAHBIX JTHEH;

— Homep HeaeJn: IIpU BKIIIOYeHUH qJHaFOBOﬁ KHOIIKH OTO6pa)Ka(2T HOMED TEKYLHEIZ Hegelr B

KajleH[ape;

— Paboumue gackI: IMTPpH BKJIFOYEHUHN (l)HaFOBOﬁ KHOIIKH IIO3BOJIAET BBIACIUTD pa6oqI/Ie YacChbI B

KaJleHape:

e BpeMsi Hayajla M OKOHYaHHWs Balllero pabodero mHs, s yI0OCTBa OTOOpakeHUS B

KaJleHJ1ape;
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® 4acoBOM moscC (T03BOJISIeT BBHIOPATh HEOOXOAMMBIA YaCOBOW TOSC BPY4YHYIO), IOJIe
HEeJIOCTYIIHO, eCJIM YCTaHOBJIeH ¢diaxok OnpeesaTh 4aCOBOI IOSIC aBTOMAaTHYeCKH.
— ¢aroBasi KHOIIKa aBTOMAaTUYeCKOT'0 OIpefie;IeH s 9acOBOr0 Mosica (711 CaMOCTOSITEIbHOTO
BBIOOpA 4aCOBOTO TOsICA CJIelyeT CHATH (PJIaXKOK);
— BUJ] OTOOpakeHUsI KajleHAaps TI0 YMOJTYaHHUIO: JIeHb, HeJlelisl, MeCsII;

— BydepHoe BpeMs: 1103BOJIsIeT YCTaHOBUTb MHTEPBAJl MeX[y COOBITHUSIMHU.

JlJis1 yCTaHOBKM MeX/y COOBITUSMU IlepepbiBa, B KOTOPBIM I10/Ib30BaTellb MOXET ObITh
IpUIJIallleH Ha cilefyollee cobblTHe, HO oTobpakaemoro B IlmaHumpoBIIMKe Kak 3aHSITOe BpeMms,
HEOOXO/IMMO YCTAaHOBHUTH (JiakoK B rpade 3amaTh mHTepBai (PucyHok 124) u BbOpaTh Bpems

HWHTEPBAJId N3 BbIlId[ldIOIIero CIIMCKd.

BydepHoe epems @

v 3apaTb UHTEpPBAan

10 MUHYT v

CoxpaHuTb OTmeHa

Pucynok 124 - Jlo6aBnenue 6ydpepHOro BpeMeHU

Ecim y nonb3oBaTest ycTaHOBIIeHO OydepHOoe BpeMsl, TO eCTh epUo] MeX1y COOBITUSIMHU, Ha
KOTOpbIe OH IpUTJIallleH, To 3To OydepHoe BpeMs OyieT 0ToOpakaThbCsl B IIIAHUPOBIIIKMKE COOBITHI
TaK, KaK ecJid Obl 10JIb30BaTe b ObLT 3aHAT. [lepephiB prbaBiiseTcss KO BpeMeHU COObITHS B
IInanupoBHIIMKe 17151 KAX/I0I0 KOHKPETHOT'O MOJIb30BaTesIsl, HO TIPY 3TOM B KajleHjiape O6yaeT
OTPaXKaThCsl TOJILKO peajibHOe BpeMsl NpoBefieHus1 COObITHs 6e3 MHGOPMAIIMK O TOM, YTO

M0JIb30BaTeN b YCTaHOBUJ cebe OydepHOe BpeMsl.

ITocye BBO/1a MapamMeTpoB 1711 COXPaHeHHsl HaCTPOeK CJlelyeT HaXkaTh KHONKY CoXpaHHTh

BHH3Y 5KpPdHA.

6.5 KourakTel

B pasgesne HaxonsaTCs HACTPOMKYU, OTHOCSIIIHECS TOJBKO K pasnaeny « MonOduc KoHTakTb»:
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ABTOMaTHYeCKH COXPaHATH HOBbI€ KOHTAKThI ITPHU OTIIPABKE ITHCEM — [IEPEKII0YdTe b,
IMO3BOJIIeT BKIIIOYHUTL dABTOMATHM4YeCKOe COXPdHeHHe KOHTAKTa II0Jy4daTeljld IMKMCbMd B dJpeCHYIO
KHUTY JInunukbie IIpy OTIIpaBKe IMMCbMa WJIK OTBE€Td Ha IMMCBbMO HA adJipec, KOTOprfI OTCYTCTBYET B

CITMCKe KOHTAKTOB.

KoHnTakTOB Ha CTpaHHIy — BRIOOp MaKCHMMaJbHOIO KoyndecTBa kKoHTaKToB (0T 10 mo 200),

OTO6pa)KaeM]:>IX Ha OJHOM CTpaHHIIE.

6.6 CnnpaBka

Ha crpanuiie HaxopasITCsl rUIepCcChbUIKAa Ha CIpPaBOYHble MaTepualbl M0 paboTe C MOYTOU

(Pucynok 125):

4 lNovrta - Cnpaeka

Baza aHaHuia

OBuwme
Mepeittu [

CMCTEMHBIE
CHHXpOHWZALKMA
MmnopT Kanexaaped

MouTa

elena.smirnova elena.smirnova

elena, smirnova@lime. myoffice-ap.,
KaneHnaps
KOHTaKTbI

Crnpaeka

Pucynok 125 — Bxiiagka «CripaBkay
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Mepeiiti [

[lpy HakaTUM Ha KHOIKY B HOBOM BKJaZKe Beb-Opay3epa OTKpOIOTCS

cIripaBOYHbIe MaTepuasbl 1o pabote ¢ MoitOduc [Toura (Pucynoxk 126):

+
4 MNoura
0 A D HPHHDH{EHHH
Moyta ’ B} _
ataR0gn NodTas = ef-npunosesve anA GeicTpod W w0oSHoH palaTel © INEKTROHHEIMM TUCEMEHW, KENEHO3PAMMA,. 330F4EME W
Hacrpnﬁxa AODECHBIMKF KHHIEMA.
EameH a0

HoHTaHTH

MoiOchuc

Pucynok 126 — Paznen «CripaBka»

CrpaHuila BM3yaJbHO pa3jejieHa Ha J[Be 4YaCTH: HABUTAI[MOHHBIM OJIOK © 006J1acTh
oTOOpa)keHUsI COJlep>KaHUSl BBIOpDAHHOTO pa3jieyia, cojiepykalliasi KHONKA HaBUTALIMA MeXOy

CTpdHHUIIAMH U OJIOK ITOMCKa.

HaBI/IFaHI/ISI I10 CIIpaBKe OCYIIIeCTBJIAeTCA IIPpU IIOMOIIH CJIeAYIOIHNX KHCTPYMEHTOB:

1. OrnaBneHue, pacrojo>KeHHOe B HABUTAIIMOHHOM 0Ji0Ke. OrjiaBieHue CIy>KUT AJIs
HaBUTAILIUU 110 pa3fenam. OHO UMeeT JIPeBOBUIHYIO CTPYKTYPY, 3JIEMEHTbI KOTOPOM
MOXXHO pa3BepHYTb WUJIU CBEPHYTh, IIEJIKHYB 3HAYOK *, PacoJIOKeHHbI HAlIpOTUB Y3JI0B
CTPYKTYPBHI.

2. Ilone nowrcka B IpaBO¥ BepxXHeW 4aCTH OKHA CIIPaBKU. BBeguTe MCKOMBIN TepMUH (CJIOBO

WIY CJIOBOCOYETaHKe) U BbIOepUTe NHTepeCyIOIIUi pa3fiell B CIIMCKe pe3yJIbTaToOB IIOMCKaA.

3. HaBurainvonsble cTpenku —* |, pacrnoyoXeHHble B BepXHeH 4acTH 00J1acTy
oTOOpaXkeHUsl, CITy>aT JIJisl I0CJIe[IOBaTeJIbHOTO IepeMellleHUsl K TTpe/IbIAyIeMy UiIn

ClefyroIIemMy pasjeiy.
4. T'unepccoiiky B TekcTe. [103BOMSIOT IepeMeIniaThCsl B pa3jiell JIOKyMeHTa, Cofiep Karilii

OIIMCaHHue BbI6paHHOFO JJIeMeHTa.

HH}I IMPpOCMOTpPa I/IH(l)OpMaIII/II/I (0} TEKYIIIEI;'I BepCrr IIpUJIOXKeHHss U BepCHU KOMIIOHEHTOB,

BXOJISIINX B COCTaB MPWIOXKeHHUs obaBbTe /version B KOMaHAHOW CTpPOKe Opaysepa.

6.7 Ilogknrouenue npoduas va iOS

s pabotel ¢ «MorOd¢uc Iloyray Ha ycTpoHcTBax C orepandoHHOM cuctemoiu i0S, mpu

BXoJe B IIPpWIOXXeHHWe C HOBOI'o YCTpOfICTBa ImpeaycMoTpeHa BO3MOXHOCTb CKdAYWMBAHUSA HpOCl)I/IJ'Iﬂ
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nosib3oBatesiss MoiOduc ¢ aBToMaTH4eCcKkoi HaCTPOMKOM MOYTHI, KajleHJapsl, 3a/1a4 ¥ KOHTAKTOB.
YToOBI 3arpy3uTh NPOdWIb MOIH30BaTeNIsl HA YCTPOMCTBO C OomeparmoHHon cuctemoit i0S,
clefyer:
1. OTkpbITh BeO-Opay3ep Ha UCIIOIb3yEMOM YCTPOUCTBE.
2. B anpecnyto cTpoky BeG-6pay3epa BBecTH azipec cepBepa MoitOduc. OTkpoetcs
CTpaHUIIA aBTOPHU3AIIHH.
3. ABTOpHU30BaThCS B CCTEeMe: BBeCTU CBOU JIOTHH, TTAPOJIb ¥ HAXKaTh Ha KHOTNKY BoHTH.

OTkpoeTcst cTpaHuIia Beibopa npusioxkennii MonOduc (Pucynok 127).

e

Pyccimi — Russian - () # J

MonOduc

NokyMeHT

HoHTakTel KaneHgape

Pucynoxk 127 — Ctpanuna Bei6opa npunoxenuit MoiOduc

4. Bpibpats npunoxenue « MoiOduc [Touray. Ecnm npodusts nomb30BaTestst He 3arpykeH

Ha yCTPOMCTBO, OTKpoeTcsi OKHO BeicTpas HacTpoiika (Pucynok 128):
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bbicTpan HacTpoKka

Bbl MmoxeTe paboTaTh C NOYTOH, KaNEHA3PAMK K
kKoHTakTamMiK MoirOduc B npunoxenuax Apple. [lna storo
BoiGEpUTE W YCTAHOBMTE NPOdMAKM KOHGUIYPALMK:

MouTa, KaneHaapb M NMYHBIE KOHTAKTHI

06Lan afapecHan KHUra

YcTaHOBUTE ceilvac

MepeiTn K Beb-Bepcum

Pucynoxk 128 — OxHo ObICTPOM HACTPOUMKY TTPOdUIIs

5. B okne BricTpast HacTpoiika yCTaHOBUTh HeoOxoJuMble dJaXKKd, MOCJie 4ero HaXkaThb
OJIHY U3 KHOTIOK:
— KHOTIKY Y CTaHOBHUTB ceiiyac, YTOObI 3arpy3uUTh NPODUIIb;
— kHotiky IlepeiiTm Kk Be0-Bepcum, 4YTOObI TpepBaTh ONeEpaIMi0 3arpy3Kd JTaHHBIX
npous.
6. IlogTBepaUTh HEOOXOOMUMOCTb 3arpy3ku TNpoduiis KOHOUTYpallMM B IOSBUBIIEMCS

JAHWaJIOrOBOM OKHe.

B pesynbTaTe Ha 3kpaH OyJeT BbIBe[leHO coobiieHre 06 ycrnentHow 3arpyske rnpodus. s
JaJbHeUIel yCTaHOBKYU CJieflyeT TepedTH B HACTPOMKH YCTPOMCTBA U TOATBEPAUTH yCTAHOBKY

npodusisg Ha YCTPOKCTBO.
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