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Bce ymoMmsiHyTBIE B 3TOM JOKYMEHTe Ha3BaHHs MPOAYKTOB, JIOTOTHIIBI, TOPrOBble MAapK{ U
TOBApHbBIE 3HAKY IPUHAJIJIEXXAT UX BJIaJIe/TbIIaM.

Tosapubie 3Haku «MoiiOduc» u «MyOffice» npunammexxar OOO «HOBbBIE OBJIAYHbBIE
TEXHOJIOT'MWN».

Hu npu kakux 0OCTOSITENILCTBAX HEJb3sl HCTOJIKOBBIBATH JII0OOE COIEepKMMOe HACTOSIIero
JOKYMEHTa KakK IMpsIMOe WM KOCBEHHOe TpefoCTaBJieHHe JIMIeH3WW WA MpPaBa Ha MCIIOJIb30BaHHUE
TOBApHBIX 3HAKOB, JIOTOTUIIOB WM 3HAKOB OOCTYyXXWBaHUS, TpUBeJeHHbIX B HeM. Jlro6oe
HECAaHKIIMOHMPOBAHHOE HWCIIOJIb30BaHWe JTHUX TOBAPHBIX 3HAKOB, JIOTOTHIIOB WM  3HAKOB

obcrykuBaHUs 6e3 MUChbMEHHOTO pPa3peleHus UX MpaBoobJyiafaTelist CTPOTO 3aIpereHo.
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Tabmuma 1. CokpartieHus U paciuppoBKU

CoxpamieHue

Pacumdposka

0oC

OmneparoHHas CUCTeMa

I1O MoitOduc

[Iporpammuoe obecnieuenuie « MoitOdwuc [Toura»

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024
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1 OBIIIME CBEJEHHSA

1.1 Hazunauenue

«MoitOduc Ilodra» — NMOYTOBBIM KJIMEHT [jisi paboThl C 3JIEKTPOHHBIMH COOOIEHUSIMHU,
KaJIeHJIapsIMH, 3aJladaMy ¥ aJpeCHbIMA KHUTAaMH Ha OMepalMoHHbIX cucTemMax Linux, Windows u

macOS.

«MoiiOduc [Toura» BXOIUT B COCTaB MPO/TYKTOB:

— «MouiOduc IlpodeccroHambHbINY;
— «MonOduc CraHgapTHBIN;

— «MouOduc ITouTan.

HOHPO6HO€ OIIMCaHHe BO3MOXXHOCTeH IIpUIOXKeHus TIIpUuBeleHO B COOTBETCTBYIOIIEM

BalieMy IpoayKTy JOKyMeHTe «CDYHKLII/IOHEU'IBHBIE BO3MO>XXHOCTH».

1.2 Cucremurbie TpedbOBaHUA

HacronpHble NpuioXkeHUs! AOCTYIIHBI Ha OIEeparMoHHBIX cucTemax Microsoft Windows,
Linux, macOS. Ilonubli nepeyenb TpeboBaHMI K IIPOIrPaMMHOMY U alllapaTHOMY ObOeclieuyeHH’Io

npusesieH B fokyMeHTe «MorOduc Iloura. CricreMHble TpeOOBaHUAY.

1.3 Orpanuyenus

[TonnepxuBaemble 13bIKM HHTepdeiica:

— PYCCKU;

— AHTJIMUCKUM;

— WUCIIAaHCKUH;

— [OPTYraJIbCKUM;

— QpaHIly3CKUH.
[Topnep>xviBaeMble SI3bIKM BCTPOEHHOM CIIPaBKU:

— PYCCKUY;

— aHTJIMUCKUMN.
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2IIOAI'OTOBKA K PABOTE

2.1 YcraHoBKa NpHIOKeHHs

VcranoBka mnpusnoxkenus: «MowOduc I[lodyrta» ocyiiecTBiseTcss B COOTBETCTBHUU C
MPOIIeCCOM YCTAHOBKH, OIMCAHHBIM B pasfemnax 2.2, 2.3, 2.4 pokymenta «HacrombpHoe

npunoxxenre MonOduc IToura 2. PykoBojCTBO 10 yCTaHOBKE.

[Tpunoxenue «MoOduc Ilouray muss OC Windows cuMTaeTcsi yCTaHOBJIEHHBIM, eClid B
pe3yibTaTe IeWCTBUM, M3JIOKeHHBIX B pasfiesie 2.2 yKa3aHHOTO JIOKYMeHTa, Ha paboueM CToJjie

oJib30BareJs U B ri1aBHOM MeHI0 OC oToOparkaeTcs sSIpibIK, IIpe/icTaBlieHHbIN Ha Pucyhke 1.

pdl

MeodOduac
Moyra

E £ BeeauTe 34eCh TEKCT ANA NOWCKA

Pucynok 1 - Sdpnbsik «MoitOdwuc [Toura» Ha pabodyem croie OC Windows

[Tpunoxenne «MonOduc Ilouyray mms OC Linux cudTaercs yCTaHOBJIEHHBIM, eCJId B
pe3ysbTaTre eHCTBUA, U3JI0KEHHBIX B pa3zielie 2.3 YKa3aHHOTO JIOKYMEHTa, B MEHIO MPUJIOKEeHUN

OC oTobpaxkaeTcst SIpJIbIK, MTpeICTaBlIeHHbIN Ha Pucynke 2.

@ ObpazoeaHune % AnbBom 3ameTok BasKet (Multi-Purpose Notepad)
‘Dd}mc » | | 4 MoAOdc MoyTa (MoYToBLIA KNWeHT)

@ CeTkb [l PenakTop odopMneHnii KOHTaAKTOB ANA MeYaTw
CucTema { PepakTop odopMNeHMil KOHTAKTOB

3apepweHre paboTel ¥ PepakTop odopmnedna zaronoekos KMail (Pepak...

! SKkcropT maHHex PIM (CpeacTeo 3KCNOPTa AaHH...

r

Pucynoxk 2 — Apneik «MoitOduc Iloura» B mento npunoxenuit OC Linux
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[Tpunoxenune «MorOduc Ilouray mis macOS cuuTaeTcss yCTaHOBJIEHHBIM, €Clid B
pe3ysbTare AEeWCTBUH, W3IIOXKEHHBIX B pasnene 2.4 yKa3aHHOTO JIOKYMeHTa, Ha pabouem croie

oToOpaskaeTcsl SIpJIbIK, TIPeJiCTaB/IeHHbIN Ha PrucyHke 3.

@ @] “ MoiQOduc Mouta

B0 0080 7

Pucynoxk 3 — Apneik «MoitOduc Iloura» Ha pabodem crosie macOS

2.2 3amyck NPUJIOKeHHs

st 3amycka HacTosibHOTO TIpriioxkeHus «MorOduc [louray monb3oBaTenb 0/KeH UMeTh

Y4eTHYIO 3anuch (akkayHT) « Mo Oduc I[Tourtan.

Yrto6s1 3anrycTUTh TipwiioskeHue «MorOduc Iloutay crenyer:

1. JIBaXOpl IIeNKHYTh JIeBOM KHOIIKOM MBIIIM 10 SpibIKYy mpuioxeHus «MonOduc
[loura» Ha pabouem crone (OC Windows, macOS) wunm BbIOpaTh NpPUIOXKEHUE
«MonOduc Iloura» B menwo Ilyck OC Windows/ mento npunoxenust OC Linux/
Launchpad macOS. Eciu paHHBle IOYTOBOTO akkayHTa He OBUIM COXpaHEeHbI
npwioxkenreM «MoiOd¢uc Iloura», OTKpoeTcs OKHO BBOJa JIOTMHA W I1apoJis

(cMm. PucyHok 4).
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— . Coanate (B Aggecras ma Sagasm  [5] Kanengapo leTHa BRETPOS dineip 4k CHIpOHIOAUNS

BriGepuTe, 4To HYH¥HO HACTPOWTE

(&) Mo 1 Maitigo: Moura - ®

[

F taneHgaps

2] Azpeckan mra
P

¥rasmure asecrposHyie nouty ModOduc

Mepam.

[[] conparen naruk Anm Syanupe Bogos

dalaini mapone’

Eadim MparmycTuTi

9 Maroan
Pucynok 4 - Jluanorosasi maHesib BBOZIa JIOTHHA U MAPOJIsl IPU CTapTe MPWIOXKeHHs
2. B okne BBOAA JIOTMHA U MTAPOJIS:
— BBectu storuH u naposb akkayHTa «MouOdwuc [Todray;

—IIpu HeobxoguMocTH ycTaHOBUTH Grakok CoXpaHUTB JIOTHH VI OyXyIIuX

BXO0/0B;

— Haxats kHoniky BosiTu. Eciu 0oruH 1 naposib Ob1IM BBeIeHbl BEPHO, OTKPOETCsl OKHO

npuioxenus « MoOoduc [Toura» (cm. PucyHok 5).
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- Bragauyee - MyDffceblad - O k4

5 oowe

& Mompams v [ CoamaTs  [E ApScHaR kM [ 3amam [ Kanewnaps MeTia v T BGETRAI QUILTD T3 Cuwg SUOMT € » &
# @ HeNpouuTaHHEIE ™ dnar & KoHTAKT & MeTkM [ BnoseHns £ 25 Br <@ o
H
~ [ Nosra gna.,. fice.rus QuTAlpE 2022 KH 43
»R@ Tesa ARTOR Aava T ®
] Bxognume (3] [ Hoece cofiurie
07, ) 5 = Cerogma
SRR MpHBeT o test@lechwr.myollics u 22.07.2022, 1555 S
NMpRaCTaRUNE |5 Qe
L [Eche)] You have besn mentione... @ Elena Smirnaova 10008.2022, 12:42
LI [Ecl"lo] You have besn mentione... @ Elefia Smirmova 19.08.2022, 12:12
L [Eche] You have besn menticne... @ Elena Smirmena 10.08.2022, 12:33 -
TMHCEMO e BRIGpaHD

BISEpHTE NMCEK0, HTOSE NECCMOTRET: 2ro 308ck. MIw JSamge
KIMKHNTE, HTOGE OTKPEITE 870 B HOBCH SKIA0KE

HempourtanHus 3 Begra: 17 |ﬁ'| MEpanpauamian »

Figure 5 - Oxno npunoxenust «MonOduc [Iourar

Ecnmu Obuto BBIOJTHEHO HECKOJIBKO HEyIAaYHbIX IIOMBITOK BBOJA JIOTHHA Y TApPOJIS
(koyIMYeCTBO TIOMBITOK 3a/iaeTcs afMUHHUCTpaTopoM cepBepa «MoOduc Ilodra»), cpabortaer
BCTPOEHHBIM B MPWJIOXKEHHe MeXaHW3M 3alllUThl OT TMoabopa maposis po60TOM U OTKPOETCS TecT

noATBepkeHus (cM. PrucyHok 6).
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"4 Bxog e MoiiOduc — >

CNWLIKOM MHOTO HeydauHbIX NoNeITOK BX0aa.

MoaTeepoMTeE, YT Bbl HE poboT.

OOHOBHMTE M300paxeHne

BESOMTE KOM € KEDTHHKMW

Pucynok 6 - [TaHesnb ¢ TeCToM MoTBepKAeHUS

HeobxomumMo BBecTH KOJi C KapTHHKM W HakaTb KHOMKYy IIpomosnxuth. Ecim kon Obut
BBeJIeH BepHO, TaHeNlb TeCTa 3aKpoeTcs, U OyjieT mpejiocTaBjieHa BO3MOXKHOCTD BBITIOJTHUTH HOBYIO

IIOIIBITKY BBO/IAd JIOTHWHA U I1APOJIA.
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3 OB30P UHTEP®ENCA IIPUJIOKEHUS

3.1 I''maBHOe OKHO

OcHOBHOE OKHO TPUJIOXKEeHUS BHITTISIAUT CIIeTyIonuM obpa3om (cM. PrucyHok 7).

MaHens nanok Komanproe menio  MaHens MHCTpymeHToB PabBouas obnactb

" Bxaanume - MyDfficeMail

B4 Lnpume -!x- Haerpofiku
onyante ¢ [£7 Coagate (2] echan khra [ 3agawn  [3] Kanewgapb f] Marka ¥ 57 BbicTpbii dimnen 3 CuHxpoMzauma [ =
# n & ¢ & Aap [ 3a (EE Al T BoicTpuiil G oo -
. # ® HenpouwTanmere M dnar & Kowrakt @ Metwn 0 Bromenus Fo)
Ed Noura ann «..office.run
. L o/R @ Tema AeT0p Dara r| @
bd Brogawme
~
1 ) (i) Undelivered Mail Returned to Sender MAILER-DAEMON@smm-techwr.mymflce.ru ... 05.07.2022, 22:23
YepHosruM (1)
= OTnpasneqHsle S 5assa @ Enexa CmnpHoea 05072022, 2276
v
Cram o
s Mail Delivery System <MAILER-DAEMON @smtp-techwr.myoffice.ru> & G o« F () W eee
Yoan&HHbIE
Tewma Undelivered Mail Returned to Sender 05.07.2022, 22:23
v [ NoxansHbie nankm
Homy MHe Tt
|| ¥nanéHnsie
~
This is the mail system at host smtp-techwr.myoffice.ru.
I'm sorry to have to inform you that your message could not
be delivered to one or more reciplents. It's attached below.
| Herpousmzasuc 0 Beers: 10 ) Meponpuamis o~

CT[JClKa COCTOAHWA

Prcynok 7 - OCHOBHOe OKHO IIPUJIOXKEeHUS

3.1.1 BapuaHThI pa30MBKH I'JIaBHOT0 OKHA

CymiecTByeT Tpy BapuaHTa Pa30MBKM OCHOBHOT'O OKHA IMPUJIOXKEHUSI.

1. Kmaccuueckuit Bun. B komanpHoMm Menio BeiOepuTe Bup > Pa3ouBka oxHa >

Knaccuueckuii Bup (cMm. PucyHok 8).

Pucynok 8 - Kitaccuueckuit BUj1 pa30MBKM OCHOBHOT'O OKHA
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2. llupokwuit Bua. B komannHom meHio BelGepuTe Bup > Pa3ouBka okna > Illupoxwmit

Buj (cM. PucyHok 9).

[

lelviv v vl 2

Pucynoxk 9 - [llupokuii Bu pa30bMBKU OCHOBHOI'O OKHa

3. BeprukanbHeii Buj. B komaHmHoM MmeHio BbiOepuTe Bup > Pa3ouBka okHa >

Beprukansusii Buj (cMm. Pucysok 10).

]

== -

..... o T -

A —
- M ARSTErSrh O ET

[

et e B s s . et

b i S
s . 0 s %1 D ey e
- [T

o
G
o
L2
@
- p— .
..... O 3 e e e
o .
o
o
o
o
L]

Cewrana

L TP
ORI St u

amran

Pucynok 10 - BeprukanbHbii BUi pa30UBKY OCHOBHOTO OKHA

3.1.2 YupagiieHue oToOpaXkeHHEM IaHeISIMU

CymiecTByeT BO3MOXXHOCTb 0TOOpakeHus1 / CKPBITHS CJIeIVIOIIMX TaHesei:

1. JIna ynpaBneHuss orobOpakeHueM naHeny nanok (cm. Pucynok 11) Heobxomumo B

KOMaHIHOM MeHI0 BbibpaTh Buj > Pa3ouBka okHa > [Ianens mamnok.
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_d Bxopawme - MolOQgue Moura

kA Broaaume

B Noayante ~  [E7 Cosgams AOpECHAA KHMr2 7] 3agadu

# @ Henpo
Henp... Beero £ P
El MNMouta gna alexa...yoffice-app.ru 1|0 F
kd Bxogawme ]
YepHOBHKHK -~
C= OTnpaEneHHBIE
o
) Cnam

]

YnanéHHbie
B Test
e D JokansHBIE Nanky
| YoanéHuee

'.:f": Mexogawe

Pucynoxk 11 - ITanens nanok

2. Jlnsg ympaBieHWsI OTOOpakeHHeM HWHCTPYMEHTOB TMaHenu Tmarok (cM. Pucynok 12)

HeoOXOMMO B KOMaHJIHOM MeHI0 BbiOpaTh Bup > Pa3ouBka oxHa > MIHCTpyMeHTHI

IIaHEeJIN IIAIIOK.

Hman
~ B Moura gna alexa..yoffice-app.ru
s Bxogaume
] HepHoOBHEH
> QTNEaBAeHH e
1) Cnam
YaaneHHeIE
b Test

~ [ NostafbHbie nankE

VaangHHue

HoogAwme
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Pucynok 12 - [1anesbs MHCTPYMEHTOB ITaHeJIH Aok

3. Jlns ympaBiienuss oTobOpakeHHMEM 00JacTH IpocMoTpa coobimienuit (cM. PucyHnok 13)

HeoOXOMMO B KOMAaHIHOM MeHIO BbiOpaTh Bup > Pa3douBka okna > O0sacTh

npocmoTtpa coobmenmuii (F8).

) By - Mudtdwe Nauta

-

[ BxcgauHe

B Noayuwme W @ Congate 5] Agpeowansemra [0 3agaue [5 Hanengaps Q Wetka ¥ U0 Becrpeid Genep Y Cermponimagan

Hean Henp., Beare B

# @ Henpoadmaksiee ™ @nar & Bowrasr & Memee [ Bacouoisn

B Mosrs gnn slecs., yoffice-app.rs ilo|P| @ Tews i gara

Hanasmiaibe o Cobumde Colomie L {} Sysem 1240752023, 1735

- Haman sk & colsi i Cobsimn L ﬁ Fysles 132.05. 5123, 1735 w
= CHApR B EHHEE -
System <system@lime. myoffice-appru> o oo O ] ses
Cnam
Tewin Hanomuuakane o cobwmim Cobrie 1
¥aancipe Hawy MHE

B Test

~ [B Nokanbiede nanHe -

=

Ynan e pe i Cobfbitne 1

03 man 2022 BT
5 Hengomranseo: 58 Boen: 103 [';'ij et o T 4

Pucynok 13 - O6nacte mnpocMoTpa CO0b111eHUA

3.2 KomaHIHOe MEHIO

Ilo YMOJIYaHWIO KOMaHJHOe MeHIO He 0To6pa>KaeTc;1 B I'JTaBHOM OKHEe IIPpUJIOKEeHH .

Y106l 0TOOPA3UTL/CKPBITH MaHEIb MEHI0, He0OXOMMO BBITIOJIHUTD OJTHO U3 CJIEAYIOIINX

IeUCTBUM:

— [IeJIKHYTh IIPaBOM KJIaBUIel MBIIIM HA [aHelIW 3aKJIaJiok U B KOHTEKCTHOM MeHIO
BbIOpaTh uiarkok IlaHess MeHIo;

— ecnu [laHesib MHCTPYMEHTOB MTOKa3aHa Ha dKpaHe, IIeJIKHYTh 110 Hel MpaBOW KJIaBHUIIIeH

MBIIIN U B KOHTEKCTHOM MeHIO I1I0CTaBHUThb (1)na>1<01< Ilanens MeHio;

— ecnu [laHensr MHCTPYMEHTOB II0Ka3aHa Ha SKpaHe, HaXXaTb Ha Heu KHOIIKY BbI30Ba MEHIO

— (menro MoitO¢uc Iloura), B TOsBUBIIEMCS MeHIO BbiOpaTh Bug >

IToxa3ars/ckpoITh > I1aHens MeHIo.

[Tomumo 3TOro, eciii KOMaHAHOe MeEHIO YKe II0OKa3aHO Ha JKpaHe, Ui ero

0TOOpaXkeHUs1/CKpLITHS CyllecTByeT MyHKT MeHiO Bup > IlokasaTs/CkpseiTh > IlaHens MeHIo.
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3.2.1 dain

Mesnio ®Paiin COIEepXUT Ciieayroire KOMaH/Ibl:

1. Co3maTh — mpu BbIOOpPe AAHHOM KOMAaHIbl OTKPBIBAETCSI MOJMEHIO CO CJIeAyIOLUUMHU

KOMaH/IaMH:
e CoooOmenne Ctrl+N/$Cmd+N — co3naTh coobleHue;
e CoosniTre Ctrl+1/$¢Cmd+I — co3nath cobbITHE;
e 3apaua Ctl+D/sCmd+D — co3natsb 3agauy;
e Ilanky — co3iaTh ManKy B COCTaBe BEIOpAHHOM TAIKH;
¢ BupTryasnbHyo nanky — co3fjaTh BUPTyaJIbHYIO TATIKY;

L4 HaCTPOI/ITb MO0 YYETHYI0 3aIIMCh IIOYTHI — I[O6aBI/ITb YYeTHVYIO 3allHCh,

e JIpyrue ydeTHBbI€ 3alICH — 3aITyCTUTh MAaCTepP CO3/IaHUS JIPYTUX YUEeTHBIX 3aIUCeH;
¢ Kanengaps — 3arryCTUTh MacTep CO3/IaHHUS HOBOTO KaJleHjaps;

e Konrakr HHPECHOﬁ KHHUTH — CO3JaTb HOBBIM KOHTAKT.

2. OTKpI)ITI) — IIpH BbI60pe JAHHOM KOMAaH]IbI OTKPBIBAETCA IIOJIMEHIO CO CJIeyIOoIrMHU

KOMadHaMH:

e OTKpBITH COXpPAaHEHHOE COOOIeHHe — OTKPBITb COO0OIeHrne, COXpaHEeHHOe

JIOKAJIbHO WJIM HA BHeIITHeM HOCHUTeJIe,

o PaiijIbI KajieHJ1apsa — OTKPLITh q)aﬁﬂbl KaJleHlaps, COXpdHeHHbIe JIOKAJIbHO WUJIK Hd

BHeIlITHeM HOCHUTeJIe.

3. 3akpseiTh Ctrl+W/s6Cmd+W — 3aKkphITh IprioXkeHNe 6e3 BbIX0/1a U3 yYeTHOM 3alUCH.
4. Coxpanutsb Ctrl+Shift+S/ Shift+3Cmd+S — coxpanuTs BeiOpaHHOe coobIIeHue.

5. CoxpaHHUTH M 3aKPBITh — COXPAaHUTD Y 3aKPbITh BHIOPAaHHOE COO0ObIIeHue.

6. CoxpaHuUTh KaK — COXpPaHUTb BBIOPaHHOe COOOINeHWe JIOKAJIbHO WM HA BHEIIHUU

HOCUTeJIb KaK (a1 wiv maboH.

7. IloiyunTh HOBBIE COOOIIEHUSA JUIA... — 3aTPY3UTh HOBBIE BXOJSIIMEe COOOIEHUs s

BCeX YYEeTHBIX 3alUCel, TeKyIllel Y4eTHOW 3alliCh WK Nanku JIokajabHbIe.

8. OTnpaBUTH HEOTHPaBJIEHHbIE COOOIEHHSI — OTIPABUTb  HEOTIIPaBJIEHHbIE

COo00IIeHMS.
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9. HOHIII/ICKH... — HACTPOUTHL ITapdMeTpbl IOAIIMCKU H4 BbI6paHHbIe IIaIIKK1 YKHBHHHOﬁ

Y4YeTHOM 3aIlUCH.

10. YmanuTts — ypanuTh manky / cooOiieHue / coObITWe / 3aiady B 3aBUCUMOCTH OT

TeKyllleil akTUBHOU I1aHeJI!.

11. IlepenmenoBaTh nanky F2 — nepermMeHoBaTh BEIOpaHHYIO MAIKY.

12. CakaTh DaNKU — CXKaTh COJIEP>XKUMOe BCeX MalloK YYeTHOU 3aliCH.
13. OuncTHTh NANKy «YAaJleHHbIe» — QUHUCTUTD MAIKY « Y JaJleHHbIe).

14. ABTOHOMHAaA pa60Ta — BKJIIOYMTDL/BBIKIIOYUTb ABTOHOMHBIM peXxXuM U HACTPOHUTH

rapaMeTpbl pabOTHl B ABTOHOMHOM PeXXHMe.
e PaboTaTh aBTOHOMHO — BK/IIOUeHHE/BLIKITIOUeHHe aBTOHOMHOTO PeKUMa paboThl;
¢ 3arpy3uTh/CHHXPOHHU3UPOBATH CeiYac — CHHXPOHHU3AIUS COODIIeHUIH;
e IlapameTpsl aBTOHOMHOI pabOThI — HACTPOMKY AaBTOHOMHOM PabOTHI;
¢ IToyuuTs co0bIIEHUSI CO 3Be30YKOMH — MOTyYHUTh ITOMeueHHbIe COOOIIeHNS;

® HOJIy‘-II/ITI» BblJI€JICHHBIE — ITOJIYYUTDh BbIIeJIeHHbIe C006H_[eHI/I$I.

15. ITedars Ctrl+P/36Cmd+P — HacTpouTh mapamMeTpsbl MleYaTv U paciiedyaTaTb BbIOpaHHOE

coo0I1eHue.

16. BeIXom — BBIMTH U3 TTPUIIOXKEHHS.

3.2.2 IlpaBka

Mesro IIpaBka COJIepXXUT Clle[lyIoIIre KOMaH/Ibl:

1. Ormenuts Ctrl+Z/Cmd+Z — oTMeHUTH IOCIeqHee BLIIOJIHeHHOe JIeHCTBHe.

2. INoBTopurs Ctrl+Y/2Cmd+Y — noBTopuTh NI0CIIEIHEE OTMEHEeHHOe JIefiCTBYe.

3. Bsipe3ars Ctrl+X/%#Cmd+X — nomectuts BbifieieHHbIA ¢parMeHT B Oydep oOMeHa C
€ro U3BbSITUEM U3 TeKCTa.

4. KomupoBath Ctrl+C/%¢Cmd+C — moMecTuTh BblJieJieHHbIN ¢dparMeHT B Oydep oOMeHa

0e3 ero U3BIATUI U3 TEKCTa.

5. BcraButh Ctrl+V/2Cmd+V — BcraButh conmepxumoe bydepa obMeHa B yKa3aHHOe

KypCOPOM MECTO.

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

27



MownOdounc

6. Ymamute Del — ymanute nanky / coobiienue / cobbiThe / 3aady B 3aBUCUMOCTH OT

TeKyllleil akTUBHOU I1aHeJIU.
7. BBIDEJIHTH — BLIIEINUTL COOOIIeHUS.
¢ Bce coobmenus Ctrl+A/3Cmd+A — BbIIeUuTh BCce COOOIIeHNS B I1AIIKe;

e Oocyxnenune Ctrl+Shift+A/ Shift+32Cmd+A — BeIIeUTh 00CYyX]IeHUe;

e OTMeueHHEIC 3Be3J0YKOM COOOIIEeHHS — BLIIEIUTh OTMeUYeHHbIe COODIIIeHUS.

8. HaiTu — HaliTh yka3aHHble ¢parMeHThl B COOOIIEHUSIX, COOOIIEeHUsS IeJTUKOM WU

azpeca.
e Haiitu B 3ToM coo0imenuu Ctrl+F/$8Cmd+F — nouck B BbIe/IeHHOM COODIIeHUH;
e Haiitu eme pa3 Ctrl+G/$3Cmd+G — mOBTOpPHBIN MOUCK;
e ITouck coobmenuii Ctrl+Shift+F/ ¢ Shift+2Cmd+F — OTKpBITH JUajor moucka
COODIIIeHUH;
¢ I'J100a/IBHBIH MOUCK — OTKPBITH JUAJIOT T7100aJTbHOTO TTOUCKA;
e Ilouck agpecoB — pacIIMpeHHbIA PEXXUM MOKCKA B afIpeCHOM KHUTe.

9. MN30panHasg mnanmka — BK/IIOYUTH/OTKJIIOYUTH OTMETKY BbIODAaHHOM IANKM Kak

M30paHHOM.
10. CBolicTBa mankH — HACTPOUTH ITapaMeTphbl BLIOPaHHOM IallKH.

11. CBolicTBa KajleHAApPs — HACTPOUTD MTapaMeTPhl BLIOpAaHHOTO KaJleHapsl.
3.2.3 Bun

Mento Bup copepXuT cienyroiive KOMaH/Ibl:
1. IToka3aTh/CKPHITH — HACTPOUTb COCTAaB IaHeslel, OTOOpaXkaeMbIX B IJIABHOM OKHe
IPUIOXKEHHSI.

2. PajomBKa OKHAa — KOMaH/a IIpe/lHa3Ha4YeHa i BbIOOpa BHJla OKHA, a TaKXe IS
BKJTIOYEHH s/ OTKJIIOUeHHsI 0TOOpayKeHHs MTaHeJy Aok, MHCTPYMEHTOB MaHeJIH Aok U

00J1aCTH ITPOCMOTPa COODIIIeHUH.

3. ITanku — BbIOpaTh TUI MAIIOK, KOTOPBIe ciieflyeT 0ToOpaXkaTh Ha MaHeJd HaBUTaIluH 110

IT1alIKaM.

4. 3HAYKHM — HAaCTPOUTH BUJ] 3HAYKOB (KOMIIAKTHbIE, OObIYHbIE, CBEPHYTHIE).
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. MeponpusTisa — HaCTPOUTD ITapaMeTphbl 0TOOPa)KeHUsl MePOIIPUSITUM.

. Kasnenpapsp — HacTpouTh nIapaMeTpsl 0TOOpaXkeHUsI KaJleHAapsl.

BHIIH‘II/I — HACTPOUTD IIapaMeTPbI OTO6pa)KEHI/I$I 3a1a4.

CopTHpoBKa — HaCTpPOUTb COPTHMPOBKY COOOIIEHWH II0 CJIelyIOIIMM IIpU3HaKaM: II0
KpUTEpHIO, 110 BO3pacTaHUIO/yObIBAHUIO U IO OOCyXAeHUsM/He 1o obcyxpeHusm. C
IIOMOIIbI0 HAHHOW KOMaHIbl MOXXHO TaKXe BKJIIOYMTBH/OTKIIIOUNATH TPYIIIUPOBKY

COO0DIIIeHNI TI0 MeTO/ly COPTUPOBKHU.

06Cy2KHEHI/IH — HACTPOUTL IIdpaMeTpPhbL O6CY)K,I[€HPII>1 (BSaI/IMOCBSISaHHBIX nernovyexk

COOOIIeHU ).

10. 3aroy10BKkH — HAaCTPOUTh OTOOpPaKeHKeE 3ar0JIOBKOB.

11. Teno coobmeHus: B Buje — HaCTPOUTh OTOOpaskeHHe Tejla COOOIIeHuSI.

12. Iloka3pIBaTh BJIOMKEHHS B Tejie COOOIIeHUs] — BKIIOYNTH/OTKIIIOUHATh OTOOpakeHue

BJIO’KEeHHS B TeJjie COO6H.[€HI/I$I.

13. Macmrrad — HacTpouThb MapaMeTphl MacITada.

14. UcnipaBUTHh KOJUPOBKY TeKCTa — BHIOPATh THUI KOJUPOBKYU TEKCTa.

15. Acxomnsii Tekct Ctrl+U/$Cmd+U — oTKpPBITh UCXOAHBIN KOJI B OT/IEJIBHOM OKHe.

3.2.4 Ilepexon

Mesnio HEPEXOH COZIepXKUT clieAyruire KOMaH/IbI:

. Cnenyomree — repeiTH K ClieAyIOIIEeMY COODIIEeHHI0, 00CYKIeHHI0, HeJiesie KajeHaapsl.
. IIpepnixyinee — iepeiiTy K MpebIAYIIEeMy COOOIIEHHIO, Hefielle KaJleH /1apsl.

. BIIEPEJI, Haszax — xomaHAbI IpeaHa3Ha4YeHbl JId I10CIeJOBaTeJIbHOI'O JABUKeHHd I10

YCTAaHOBJIEHHBIM BPEeMeHHbIM OTpe3KaM KajleH/apsi.

Cerogus Alt+End/~\-Option+End — BbiOpaTh Ha ceTKe KajieHAApsl CerOIHSIIIHUMN IeHb.

. ITanka — nepelTH Kk BBIOPaHHOM HallKe.

. HEHHBHO 3aKPbITbIE€ BKJIAIKH — OTKPLITb HEIdBHO 3dKPbIThle BKJIdAKH.

3.2.5 Coo0O1menue

Mentio Coo01ieHme co/iep>XuT ciielytoliye KOMaH/bl:
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Cozparn Ctrl+N/$sCmd+N — co3gaTh coobiieHue.
2. OtBerurs Cirl+R/2Cmd+R — 0TBeTUTH OTIIPAaBUTENIO COOOIIEHUSI.

3.  OtBerutb Bcem Ctrl+Shift+R/{ Shift+$Cmd+R — oTBeTUTb OTIPABUTEIIO

CoO00I1IeHNs ¥ BCeM ajipecaTtaM JAaHHOI'O COODIIeHus], BKIIIOYas a/ipecaToB B KOIMH.

4. OtBerurb B pacceuiky Ctrl+Shift+L/{ Shift+$Cmd+L — oTBeTUThr Ha MHUCHMO,
IIOJTy4eHHOe M3 IPYTIIbI PaCChUIKU.

5. Ilepecnars Ctrl+L/$Cmd+L — nepeciars BbiOpaHHOe coob1ieHue.

6. IlepecinaTh Kak — IepeciaTh BbIOpaHHOE COOOIEHMEe KaK YaCTb COOOIIeHHs WIA KaK

BJIO’KEHME K HOBOMY COOOIIIeHHUIO.
7. IlepeHamnpaBHTB — IlepeHallpaBUTh BIOPaHHOE COOOIIeHHe.

8. PemakTupoBarh Kak HOBoe cood0menne Ctrl+E/$Cmd+E - penakTtupoBaTh

coob11eHre KaK HOBOe.
9. OtxkpseiTh Cirl+0/58Cmd+O — oTKpBITH BEIOpaHHOE CO0b1IeHNe B OTAEILHON BKJIa/IKe.
10. OTkpeiTe B pasroBope Ctrl+Shift+O/ Shift+Cmd+O — OTKpBITE B OTAEIbHOMN
BKJIa/IKe IIOJIHYIO [[eNI0YKY IHCeM, CoJepXkalllyto BEIOpaHHOe coobleHue.

11. BioxxeHuss — KOMaHJla aKTHBHA, eCIM K BbIOPDAHHOMY IHCbMY MPHKpeIlIeHbl KaKue-
6o daunel (BrnoxkeHus). [Ipu BbIOOpe KOMaH/ABI OTKPBIBAETCS TOJIMEHIO, KOTOpoe

COJZIeP’KHUT CITMCOK 3THUX BJIOKEHMM YU KOMaHbI JIJ1sI YIIpaBJIEHUA:
L4 OTKprTb BCe — OTKPLITH BCe BJIOKEHUS;

® COXpaHI/ITI» BCe — COXPaHHUTL BCe BJIOXKEeHH B JIOKAJIbHYIO IIAIIKy WJIM Hd CbeMHBIN

HOCHUTeJIb;
e YmanuTh Bce — YJaJIUTh BCe BJIOXKEHUS, IPUKPeIJIeHHbIe K [IUCbMY.
12. IIpucBouTL METKY — yCTaHOBUTD METKY JIJIs1 BbIOpaHHOT'O IIUChMa.
13. OTMeTuTH — IPUCBOUTH OTKPHITOMY ITMCbMY BBIODaHHBIM CTaTycC.
14. ApxuBupoBarth A — niepeMecTUTh BIOpaHHOE COOOIIeHHe B aDXUB.
15. IlepemMecTHTh B HANKY — [IepeMeCTUThL COODOIIIeHNe B BBIOPaHHYIO ITAIKY.
16. KonupoBaTh B manKy — KONMPOBaTh COOOIeHVe B BbIOPaHHYIO MAIIKY.

17. IloBroputrs mnepememienue Ctrl+Shift+M/{ Shift+2Cmd+M - nepemecTtuThb

coo0ITIeHHe TTOBTOPHO.
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18. Co3paTh pUIABLTP — HACTPOUTH QUILTPAIUIO ITUCEM.

19. IIponycruth obcyxnenue K — npucBouts coobinenuio otMeTky IIpomycTurs.

20. IIpomycrutrs Berky obcyxpmenuss Shift+K/{Shift+K - npucsouts ormerky
IIpomycTHTE BCell BeTke, KOTOPOM NPUHAJIEXUT BEIOPaHHOe CO0bIIeH e.

21. OrcnexuBaTh obcy:xaenne W — TMpPUCBOUTbL OTMeTKy OTCIeXKHBATh IIEIIOYKe,

KOTOPOM MPUHAIJIEXXUT BIOPAaHHOE COO0bIIeHue.
3.2.6 CoObITHS M 3a7a4H

Mento CoOBITHS U 3aJJa4H COJIEPXKUT CIIeAYIOIINe KOMaH/IbI:

1. HoBoe cobnrTHe Ctrl+I/32Cmd+I — co3math cobblTHe.

2. Hogasg 3agaua Ctrl+D/2Cmd+D — co3nath 3aiauy.

3. Kanenmaps Ctrl+Shift+C/{ Shift+:Cmd+C — oTKpbITh KaleHaph.

4. 3agauu Ctrl+Shift+D/{ Shift+2Cmd+D — oTKpbITb TaHENb 3a/1a4.

5. BKCIIOPT KaJIeHIapA — 3KCIIOPTHUPOBATL KaJlIeH[ldpb B YCTaHOBJIEHHOM (1>opMaTe Ha

JIOKAJIbHBIM WUJIA BHEIITHUI HOCHUTE]Ib.

6. I/IMIIOPT — HUMIIOPTHUPOBATL KdJieHdpPb B YCTdHOBJIEHHOM (1>opMaTe C JIOKAaJIbHOT'O HJIA

BHEIITHero HOCUTeJIsl.
7. Ilyosmkamus — onny0IMKOBaTh BbIOPAHHBIN KajleHjaph.

8. OTnmcarbcs ot BbIﬁpaHHOI‘O KaJIeHIapAa — YJdJIUTh U3 CIIMCKA KdJleH[Jdpb, IMOAIHNCKa

Ha KOTOPBIM 0pOpMIIeHa I10JIb30BaTesIeM.
9. OTMeTHTBH BBIIIOJTHEHHbIE — IOMETUTh BhIOpaHHbBIe 3a7Ja4X KaK BBHIIIOJIHEHHBIE.
10. Ilpuopuret — yKa3aTb IPUOPUTET 3a/la4H.
11. OTnoxuTh 3agaqdy — HACTPOUTD ITapaMeTphl OTJIOXKeHHOU 3a/1auu.

12. HaiiTu codbITHS — 0TOOPa3UTh/CKPHITH IIaHe b IIOMCKa COOBITHH.

3.2.7 HCTpYyMeHTBI

Mesio I/IHCTPYMEHTBI COIEepPXUT Clieayroire KOMaH/bl:

1. Appecnas kumura Ctrl+Shift+B/ i Shift+3Cmd+B — oTKpBITb aJpeCHYIO KHUT'Y.
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2. Coxpanennsle ¢aiinnl Ctrl+J/3Cmd+J — OTKpBITH CIIMCOK BCeX COXPaHEHHBIX (PailyioB

B HOBOH BKJIQJIKe.

3. HOIIOJIHEHI/IH M TeMbI — OTKPbLITb BKJIA[IKY YIIDABJIEHUA NOIOJIHEHUAMU.

4. Tucnerdep padoThI — 3aIIyCTUTH JUCIieTdep paboThI.
5. ®PuIbTPHI COOOIIEHUIH — CO3/1aTh, HACTPOUTH WM YAAIUTh GUIBTPBI COOOIIeHUH.

6. IlpuMeHuTs QUIBTPHI K Iallke — I[PUMEHUTb aKTUBHBIM Habop ¢GUIBTPOB K

BbIOpaHHOW IaIKe.

7. IlpuMeHNTh QUIBTPHI K COOOIIEHUIO/BBIIEJICHHBIM COOOIIEHHUSIM — IIPUMEHUTH

aKTHBHBIN HAOOp GUIIBTPOB K TeKyIleMy WIH BbIOpaHHBIM COOOIIIEHUSIM.

8. BHIIyCTI/ITI) B IIAIIKe aHTH-CIIaM (1)I/IJII)prI — 3dllyCTUTb dHTHU-CIIdM d)I/IJIbTDbI.

9. YHHJII/ITI) COOGIIIEHI/IH IIOMEYE€HHBbIC KaK CIIaM — Y/JIdJIUTb COO6H.[€HI/I$I, OTMeYeHHEbIe

KaK CIIaM.

10. Menemxep kmoueii OpenPGP — OTKpBITH 1MaIOrTOBOE OKHO CO CIIMCKOM KJIIOYer

OpenPGP.
11. MHCTpYMeHTHI pa3paboTynKa — OTKPHITH IIaHes b pa3paboTyMKa UM MaHeJb OIIUOOK.
12. Crepers HemaBHI0O0 ucTopuio Ctrl+Shift+Del/ ¢ Shift+Cmd+DEL - ynanuth
’KypHaJia TTOCeIeHnH, Kelll, KyK{ 3a BbIOpaHHBIHM epro.

13. Hacrpoiiku cunxponmszanuu (MoiiO¢uc Iloura) — 3amyCTUTh CHUHXPOHU3AIUIO

aKKayHTOB.
14. IlapamMeTpsI y4eTHOM 3aNIMCH — HACTPOUTH ITapaMeTpPhbl aKTUBHOM yYeTHOH 3aIHCH.

15. HacTpoHKH — OTKPBITh HACTPOHKH TTPUIIOXKEHUSI.
3.2.8 CopaBka

Mento CripaBKa COJIEPXKUT Clle[yIol1e KOMaH/Ibl:
1. CopaBka o MoitO¢uc IToura (F1 / $2Cmd+/) — OTKpBITH B OT/AEIBbHOW BKJIAZIKe
PyxoBoncrso Ilonb3oBatrerns.

2. Nudopmanua st pemreHHss mpobseM — OTKPBITh CTPaHUIy C TeXHHUYeCKOM

HHq)OpMaHHeﬁ O IIPUWJIOXKEHWH IJid pelleHrda BO3MOXXHBIX HpO6JI€M.

3. O mporpaMme — OTKPBITb OKHO C OCHOBHOM MH(}OpMaIuel 0 IpUIoKeHNH.
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3.3 IlaHes» HHCTPYMEHTOB

YT006BI OTO6p831/ITb/CKprTb IlaHeJIb WHCTPYMEHTOB, BBIIIOJIHUTE OJHO U3 CIeJYyIIUX

JeUCTBUMH:

—eCclM KOMaHJHOe MeHIO OToOpakeHO, BblOepuTe B HeM ¢uiakok Bug >

IToxazaTn/ CKPBITH > ITanenn HHCTPYMEHTOB II04YTHhI;

— IIeJIKHHUTe HpaBOﬁ KJIaBUIIIE MBIIIMA B TMAHEJIW 3aKJIaJOK M B KOHTEKCTHOM MEHIO

BbIOepuTe Puiarkok I1aHeb HHCTPYMEHTOB IMOYTHI;

— eCJIM [IdHeJIb MHCTPYMEHTOB [1OKd3dHad Had 3KpaHe, MIeJIKHUTe I10 Heu HpaBOﬁ KJIaBUIILIEH

MBIIIX 1 B KOHTEKCTHOM MEeHIO BbI6epI/ITe Qmaxcox ITanenn HHCTPYMEHTOB II0YTHhI;

— eCJI1 IIdHeJIb MHCTPYMEHTOB I10Kd3dHd Hd 3KpdHe, Ha’KMHWUTe KHOIIKY BbI30Bd MEHIO —

(menio MoiiOduc Iloura), B nosiBuBiemMcs: MeH10 BbibepuTe Bun > Iloka3aTh/CKpHITH

> Ilanenn HHCTPYMEHTOB INIOYTHI.
ITanens HWHCTPYMEHTOB I'JIaBHOT'O OKHa IIPUJIOKeHHA COJAep’KUT ClIeAYIOIIre KHOIIKU:

1. IloxyyuTh — 3arpy3uTh BXOASIIMe COOOIIEHUsl [Jii OCHOBHOM YYeTHOM 3alucu
nosib3oBaressi. YToObl 3arpy3uTh BXOZSIIME COOOIIeHHUs IJis APYrOM Y4eTHOM 3alluCH,
HaXXMUTe Ha CTPeJIKY clipaBa OT KHOIKM IloyiyauTs U B BbIIaIatoIeM CIMCKe BblOepuTe
TpeOyeMyl0 Yy4YeTHYIO0 3alucCh. UTOOBI 3arpy3uTh BXOHSIIMe COOOIeHUs MJisi BCex
Y4eTHBIX 3allMCcel M0JIb30BaTelisl, HA)KMUTE Ha CTPeJIKy cripaBa OT kHonku IlomyunTts u
BBLITIOJTHUTEe koMaHIy Bce HoBbIe coobmienusa. [Ipu HaBemeHMH Kypcopa MBIIIM Ha
KHOIIKY BO3HUKAaeT BCIUIbIBatolas 1nojickaska «llomyunts HOBbIe coobienus ams [UMSA

YUYETHOM 3AITUCH]».

2. Co3paTh — co3faTb HOBoe coobuienue. IIpy HaBemeHHMH Kypcopa MBIIIA Ha KHOIKY

BO3HHKdeET BCIIJIBIBAIOIIAA ITOJCKA3Ka «COSI[aTb COO6H.[€HI/IG».

3. AHPECHHH KHHI'a — OTKPLITH 4JipeCHYI0 KHUTIY. HpI/I HaBeleHWH KYpCOpd MBIIIN Hd

KHOIIKY BO3HUKAET BCIUIbIBAIOIAs ITOACKA3Ka «OTKprTb dJIpeCHYIO KHUT'Y».

4. 3amayM — OTKpBITh BKJIAJKY 3amad. IIpy HaBejleHMM Kypcopa MBIIIM Ha KHOIKY

BO3HHKdeET BCIIJIBIBAIOIIAA ITOJCKA3Ka «OTKprTb 3a1a49K».

5. Kasenmapp — OTKpBITh KajleH[apb. [Ipy HaBeeHMM Kypcopa MBIIIM Ha KHOIIKY

BO3HHKdET BCIIJIBIBAIOIIAA ITOJCKA3Ka «OTKprTb KaJIeH1dpb».

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



MownOdounc

6. MeTka — OTKpBHITb CIIMCOK KOMaHJ /Jis yIpaBjleHUss MeTkamu coobmeHui. [Ipu
HaBefleHMM Kypcopa MBbIIIM Ha KHOIKY BO3HMKaeT BCIUIbIBAIOIIAsl II0/ICKa3Ka

«IIpucBouTH COOOIIEHUIO METKY».

7. BoICTpBI GQUIBTP — 0TOOPAa3UTL/CKPHITh NaHesb OpicTporo dunbrpa. Ilpyn HaBegeHUU

KypCOpa MBI HAd KHOIIKY BO3HHUKAET BCIUIBIBAOMAA I10JCKd3Kd «(I)I/IJ'[praLII/ISI

COOOIIeHUNY.

8. CI/IHXPOHI/IBHHI/IH — OTKPBITb OKHO CHHXPDOHHW3dIIWUHW dKKAdYHTOB. HpI/I HaBeJJleHHH
KypCOpa MBI Hd KHOIIKY BO3HHWKAET BCIUIbIBAIOIIAA IMOJCKA3Kd «OTKprTb HaCTpOﬁKH

CUHXPOHU3dATUND).

9. — (Otkpseith MeHI0 Mo0iiOduc Iloura) — oTKpBITE MeHIO npusoXxeHus: «MonOduc
[Touray. Ilpm HaBemeHMM Kypcopa MBIIIM Ha KHOIIKY BO3HMKAaeT BCIIIbIBAIOIAs

nosickaszka «OTKpeITh MeHI0O MonOduc MoyTtay.

KpOMe TOI'0, Ha ITaHEJIX UHCTPYMEHTOB PACIIOJIO’KEeHd CTPOKa r100aJILHOTO IIOKMCKA IIHCEM.

3.4 Ilanenn mamox

Ha nanenu namok 1o yMoyryaHUIO 0TOOpaXkatoTcsl CiieAyIoliiye HarKu:
1. Ilanka «HanmeHoBaHMe y4eTHOM 3alIMCU» COAEPXKHUT CleIyIollre BiIO)KeHHbIe MMalKu:

— «Bxopsiye» — cofepXUT BXOISIIYI0 KOPPECIOH/IeHIIUIO MT0JIb30BaTelIs;
— «YepHOBUKU» — COIEPXKUT COXpaHEeHHbIE YePHOBUKH COOOIIEHUH TTOJTb30BaTelIs;
— «OtnpaBiieHHbIE» — COJIEPXKUT OTIIPABJIEHHYIO KOPPECIOH/IEHITUIO 110/Ib30BaTeJIs;

— «ApPXUBBI» — COAEpPXUT KOpPPeCIOH/EeHIINIO, IlepeMellleHHYI0 II0JIb30BaTesieM B
apxuB. /laHHas manka MosIB/IsieTCs Ha TaHeJy MaroK I10cjie TOTo, Kak I0JIb30BaTellb

BIIepBbIe TIEPEMECTUT KaKoe-JTHM00 COODITeH e B apXUB;

— «Cmam» — COZIep’KUT COMHHUTEJIbHYIO BXOAAIYIO KOPPeCIIOHJeHITWIO, Ollipee/ieHHYI0

II0 pSIAY KpUTepreB Kak CIlaM;

— «Y ganeHHbIe» — COJIEPXKUT yJIalleHHYIO [10JIb30BaTesieM KOPPeCIOHAeHIIHIO.
2. Ilanka «JIokanbHble MANKW» COJEPXKUT CIIeAyIOIIre BIOXKeHHbIe allKu:

- «YI[aJ'IeHHbIe» — COIOEepXHUT KOpPpPeCIIOHAEeHIIWI0, YAdJIEHHYIO I10JIb30BdTeJIeM IIprU

paboTe B aBTOHOMHOM pPeXHUMe;
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— «Hcxopsamue» — cCOOepXKUT MCXOASIIYI0 HeOTIpaBJIeHHYI0 KOPPecHOHeHITUI0

I10JIb30BaTeJIA.

B m006ont u3 lepevyrcjieHHbIX IIdlIOK, 34 HWCKII0YeHueM «JlokanpHBIe WANKW» >

«HCXOJ:[SIH_[I/IE», MOTYT COJep>KaTbCs IIAIIKH, CO3[IdHHbIE I10JIb30BATEJIEM.

Jlnst mpocMoTpa COJep)KMMOro IanKW HeoOXOAWMO ILIeJIKHYTh 110 Hel JIeBOM KJIaBUILeH

MBIIIIHN.

YT006BI CKprTb/ OTO6p331/ITb IaHeJIb IIAallIOK, B KOMdHJIHOM MEHI0 CjieJyeT CHSITH/TIOCTABUTh

¢dnaxxoxk Bug > PazouBka okna > Ilanesns mamnok.

YT006BI CKprTb/OTO6p831/ITb IMOJIOCY HMHCTPYMEHTOB IIdHEJIM IIdaIIOK, B KOMdHJIHOM MEHIO

HE0OXOJTMMO CHSATBH/TIOCTaBUTH Guiaxkok Bun > PazouBka okHa > WHCTpyMeHTHI IaHe ! MANOK.

CoueTaHus KJIaBUIII JJId IIaHeJIN I1aII0K:

e F2 — neperMeHOBaTh Markys;

e Del — yganuth mamnky.

HpI/I HaXXdTUM HA HWMS dKKAYHTd OTKPbLIBAETCd IIdaHEeJIb YIIPpABJIEHUA, COAepiKallldsa

VMHCTPYMEHTBI U HAaCTPOMKM BHIOPAHHOTO akKayHTa (cM. PrucyHok 14).
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(5] Kanewpaps

@ AApecHan KHAME

Pucynok 14 - IHCTpyMeHTHI Jy1s akKayHTa
ITanesib MHCTPYMEHTOB aKKayHTa COJIEP>KUT ClleyIOIIye 3JIeMeHThI:

1. IIpocmoTpeTh coobiieHust: epexoy B nanky «Bxopsiuey.

2. Co3mars HOBOe cooObIleHue.

3. PaCHJI/IPEHHbIﬁ IOUCK: OTKPbITHE [TdHeJIX ITOWCKd COOOIIeHHH.

4, praBJIeHI/Ie MalKaMu: MaHeJIb YIIPAaBJIeHWs HOAIMMCKAMHU Hd ITdITKH.

5. IlpaBuna u GunbpTpLL: NMaHenb GUIBTPOB COOOLIEHUH.

6. [udpoBanue: HaCTpOIKa CKBO3HOTO IMIKM(POBAHUSI.

7. BLIATU: BLIXO U3 YVUYETHOU 3aIIUCH.

8. Iloura: I[OﬁaBJIeHI/Ie YYETHOM 3alMCH IOYTHI.

9. Kanengaps: co3gaHue HOBOTO KajeHAaps.

10. AnpecHasi KHUTA: CO3/]JaHKe HOBOM aJIpeCHON KHUTH.
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3.5 Pabouas odsacTs

3.5.1 Cucox coo0menuit

Crnucok cooOileHui mpeJicTaBiieH B BUjle TaOiuIbl. B 3arosoBkax CTOJIOIOB TabIIUIIBI

COIepXKaTcCd clieyromye MHCTPYMeHThI V11 COPTUPOBKU ITNCEM:

1. 1 - oToOpa3uTh COOOIeHUs B BUe JepeBa. B nepeBe cOO0OIEeHUI pPOIUTENIbCKUM
JJIEMEHTOM SIBJISIETCSI TlepBoe COOOIleHre B IIeloYKke MepernuckK, a JOYepHUMH —

HoCJeyIolye COOOIeHus!.
2. © — coprupoBarhb coobImeHus Mo IPU3HAKy POYUTAHHbIe/HEIIPOYUTaHHbIE.
3. N - COPTHPOBATh COODIIEHUS TI0 HATMYHIO/OTCYTCTBUIO iara.

4. (0 - COPTHUPOBATh COOOIIEHUS TI0 HAJIMYHIO/OTCYTCTBUIO BIIOXKEHUM.

5. Tema — coptupoBathb cooOieHUss 10 TeMe (MO andaBUTy B MPSIMOM M OOpaTHOM

TIOPSITIKE).

6. ABTOp — COPTHPOBATh COOOITEHUS 110 aBTOPY (OTIIPAaBUTEJIO) 0 ajihaBUTY B MPSMOM U

0OpaTHOM TIOpSIJIKE.

7. JlaTa — cOpTHpOBaTh COO0IIEeHUs 110 JjaTe (TT0 BO3PACTaHUIO M YOBIBAHHUIO).

8. B:'Y — HACTPOUTH COCTaB CTOJ'[6L[OB Ta6JII/ILU:>I IIpy oMo YCTaHOBKI/I/ CHATHA qJJIa)KKOB

PACKpbIBAIOIIEroCs CIIMCKA.

HNudopmards o HacTporke CTOJIOIIOB M COPTUPOBKE CITMCKAa COOOIeHHN, a Takke 00

olepalusix ¢ coobIeHUs MY TIpYBe/ieHa B TJ1aBe Omepaliyuy ¢ COOOIIeHUSIMHU.

CoueTaHus KJIaBUIII [JIg CIIMCKA COODIeHUH:

e Ctrl+P/2Cmd+P — pacnedaratb coobireHue;

e Ctrl+S/$6Cmd+S — coxpanuth coobieHue Kak ¢a;

e Ctrl+U/$Cmd+U — npocMoTpeTh UCXOTHBIN TEKCT COODIIeHHS;
e Ctrl+A/s6Cmd+A — BbIOpaTh BCe COOOIIeHUS;

e Ctrl+Shift+M/{ Shift+Cmd+M  —  nepeMecTUTH/KONMPOBaTh  cooOIleHWe B

MIpeJIbIIYINYIO I[eIeBYIO MallKy;

e Del — ynanuts coobiienue;
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¢ Shift+Del/{ Shift+Del — ynanuts coobiieHre 6e3 BO3MOXXHOCTA BOCCTAHOBJIEHUS;

e 1 -9 — npucBoUTh METKY COOOIIEHUIO;

e ) — ymanuTh METKY COOOITIeHUS;

e M — oT™MeTUTh COODIIIeHHe KaK TPOYUTAHHOE UM HeIIPOYMTAaHHOE;
e R — oTmMeTuTh 06CyXIeHHe KaK TPOYUTaHHOE;

e Shift+C/{ Shift+C — oTMeTuTh BCE Kak TPOYUTAHHOE;

e C — OTMeTHUTb Kak IIPpOYHUTAHHOE II0 JaTe;
e J — OTMeTHUTH KaK CIIaM;

e Shift+J/ Shift+J — ormMeTHTH Kak He cIiaM;

e S — yCTaHOBUTH/yJAIUTh (JIarT;

e Space — TMpPOKPYTUTb BHMU3 TeKylllee COOOIeHHe, 3aTeM IepedTH K CllefyiolieMy

HEIMPOYUTAaHHOMY COOOIIIEHHIO;
e F — mepeiiTu k ciiefyIoiemMy coo0IIeHuIo;
e B — nepeiiTu K mpeibIIyIieMy COOOIIEHUIO;

oT — HEPEﬁTH K cdleagyromeMy HEIIpOYUTdHHOMY O6CY)KL[€HI/IIO N OTMETUTHb TeKyllee

obcy>xJieHre KaK TPOYUTAHHOE;
e | — mepeiitTu K crieyoiEeMy IPOCMOTPEHHOMY COOOITIEHHIO;

o [ — mepeiiTu K MpeABIAYIIIEMY TPOCMOTPEHHOMY COODIIEHUIO.
3.5.2 ObacTh MPOCMOTPA COOOIIEHMIT

B o6mactu npocmoTpa cooObIieHui cojiepKaTcs:

1. [lanenb 3arojsioBka cooOieHus: WH$opMalds 00 OTHpaBuTeNe, IoyydaTese, Teme
COOOITEeHUs U JjaTe OTIIPaBKH.
2. TlaHenb UHCTPYMEHTOB.

3. Obmactb oTOOpaXkeHust cojiepKaHust COODIeH s, BIOPAHHOTO B CITMCKe COODITIEHNH.

4. TlaHensb BIIOYKEHUIA.

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



MownOdounc

3.6 Ctpoka cocrossuus

B crpoxke cocrosinus oTobpaxkaercs ciefyroas MHGOPMaIHus:

— KHOITKA BKJTFOYEHUs1/BbIKJIIOUEHHS] aBTOHOMHOT'O peXXUMa paboThl;
— CTaTyC ¥ MPOTPecc 3arpy3Ky COOOIIeHUH;
— KOJIMYECTBO HEIPOYMTAHHBIX COOOIIEHUH B MaTKe;

— 00I1Iee KOJIMYeCTBO COODIIeHUH B ITallKe.

lml!
Takke B CTpOKe COCTOSIHHSI HAXOJIUTCSI KHOIIKA (20) MeponpuaTua ~ , TIPU TIOMOIIIU KOTOPOU

OCYyIIeCTBJIAETCHI BKJIFOYeHHe/OTKIII0YeHKe OTO6pa)KeHI/I$I HaHeJId MepOIIPHUSTHM.

3.7 FOpH‘IHe KJIaBHUIIIHA YIIPABJIEHUS OKHAMH U BKJIA/IKAMHA

e Tab — nepexon k ciienytoniemMy ajeMeHTy UHTepderica;
o Shift+Tab/{ Shift+Tab — nepexon k npeabiAyIieMy 3jieMeHTy UHTepdeiica;
e F6, Ctrl+F6/:Cmd+F6 — nepexo k cieqyrolei aHeIy NPUIOXKeHHUs;

o ift+F6/ 0 Shift+F6, Ctrl+Shift+F6/{ Shift+:2Cmd+F6 — nepexop k npeapiayIiei maHeau

MIPWIOXKEHHS;
e Ctrl+Tab/%¢Cmd+Tab, Ctrl+PageDown/$Cmd+PageDown — cienytoiiasi BKJIaJKa;

e Ctrl+Shift+Tab/{ Shift+:8Cmd+Tab, Ctrl+PageUp/®Cmd+PageUp — npensiaymmas

BKJIQJIKQ;
e Ctrl+1/2Cmd+1 — nomaniHsisi BK/IaJiKa IPUIOXKEeHUS;
e Ctrl+2-8/%Cmd+2-8 — Bryiaaxu c 2 1o 8;
o Ctrl+9/#Cmd+9 — mocieqHsas BKIAIKa;
o Ctrl+Shift+B/{ Shift+£Cmd+B — anpecHas kHuUra;
e Cirl+J/2Cmd+J — coxpaHéHHble daiibl;
e F1/ #Cmd+/ — cripaBka;

e Ctrl+Shift+I/ ¢ Shift+$£Cmd+I — nuHCTpyMeHTbI pa3paboTUMKa;

e F8 — nepexmtounTh 06J1aCTh TPOCMOTPA COOOIIIEHHUS;
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e Alt, F10 — nepextounTh MaHes b MeHIO (eCJTH CKPBITA);
e Shift+F10/ 1 Shift+F10 — moka3aTh KOHTEKCTHOE MEHIO;

e Win+! — CBepHYTb TeKyIllee OKHO;

e CtrlI+W/Cmd+W, Alt+F4/56Cmd+Q, Cirl+F4/6Cmd+F4 — 3akpelTb OKHO WM

BKJIQJIKY;

e Ctrl+Shift+T/ 0 Shift+2Cmd+T — BoccTaHOBUTBH 3aKpBITYIO BKJIAKY (BOCCTAaHOBUTH U

MeperTH K MOCeIHe 3aKpbITOM BKJIA/IKe);

e Alt+F4/2Cmd+Q — Briitu u3 MoitOduc Iloura — BbIXOA U3 IPUIIOXKEHUS.
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4 ITAITIKH

4.1 Hacrpoiika Bu/Ia IIaHeJIH NaNoK

,HIISI BKJIFOUEHMSI / BLIKJIFOYEHMS ITaHejIeld MaIiok H806XOHI/IMO BblﬁpaTb ITYHKT KOMdHIHOT'O

meHio Bux > Pa3zouBka oxkua > IlaHens namnox.

Jl1s1 HacTpoMKU BUJA TaHeJiel IMaroK HY>KHO BbIOpaTh MYHKT KOMaHIHOTO MeHi0o Bup >

Ilanku. B packpeiBiieMcs: OJMeHI0 0TOOPa3sITCs BApHaHThl 0TOOpaXKeHUs MaIoK:

1. Bce. OTobpaxaroTcs Bce MalKu.
2. Oopequnennpie. OTOOpaXxalOTCs MaNKy, 00beJuHeHHbIe B 0011ue GoJiiepsl.

3. HEIIPO‘II/ITHHHI)IE. OTO6pa>KaIOTC$I MankKy, cogepikaiiye HellpoYuTdHHble BXOoAdlnue

COOOIIeHHS.
4. W3opannble. OTOOpaXkaloTCs MaNKK, TIOMeYeHHbIe Kak U30paHHbIe.

5. HepaBHO oTKpBITBIe. OTOOPaXKalOTCS HEIABHO OTKPBIThIE MAIKH.

[Tpu BbIOOpe MeHto Bupx > Ilanmku > KoMmakTHBIN BHJ IPOMCXOIAT OTOOpaXKeHHe TaIoK
B KOMIIAaKTHOM BHJle, TO eCTb OTOOPaXKaloTCs TOJIbKO 3a/IaHHbIe Malku 0e3 Mmokasza poJuTesIbCKUX

I1aIlOK.

CYI_HBCTBYET BO3MOXXHOCTD II0KA3dTb WJIM CKPBITH KOJIOHKH B IIdHEJIM IIdIIOK. I[IIEI 2TOro

cjieqyeT BLIIIOJIHUTD Cliegyrolire JIEeUCTBUS:

1. BxIrouuTh 3arojIOBOK ITaHeJH IaIloK, JJIS 3TOr0 BbI6paTb ITYHKT KOMdHJIHOT'O MeHIO Bupg

> Pa3ouBka okHa > MHCTpyMeHTHI IaHe/IU MaNoK.

2. Ilo HaxkaTurio Ha KHOIIKY B:'Y WJIN Ha TIPABYIO KHOIIKY MBIIIN B o0J1acTH 3aroJjioBKa
OTKPBIBAETCA BCIUIbIBAIOIIIee MEHIO CO CIIMCKOM JOCTYIIHbIX IJI OTO6pa)KEHI/I$I KOJIOHOK

(cM. Pucynok 15). YToOBbl mNOKa3aThb WIA CKPBITb KOJIOHKY, HEOOXOOUMO BbIOpaTh

asleMeHT criiicka. Cumsosiom v 6YI[YT IIoaCcBedYeHbl Ha3BaHW BUAMMbBIX KOJIOHOK.
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. _________________________________________________________________________________|
Mma HenpouuTaHHele  Bcero B

Ed Novta gn\ ...ffice.rus +/ HEenpouuTaHHbe

F.1 BxopAume v Bcero

[ YepHoBMKN Paamep

£~ OTnpaeneHHbIe

Pucynok 15 - MeHt0o HaCTpOUKU 0TOOpakeHus: KOJIOHOK

4.2 Co3maHue anku

YT006BI CO31dTh HOBYIO IIAIIKY JJId COO6H.[€HPIIZ, BBIIIOJIHUTE Cllegyromjre IEeUCTBUS:

1. Brimonaute KOMaHy CO3[1dHUA IIAIIKK OJHHUM M3 CIIeJYIOMIUX CII0cOOOB:

— Ha [IdHeJIN I1dIIOK BbIJIeJINTe IIalIKy, B COCTaBe KOTOpOFI alegyer Cco34aThb BIIOXKeHHYIO

Hanky, 3aTeM BblOepuTe MyHKT koMaHjaHoro MeHio Paitn > Cosmars > Ilanky

(Biio:keHHYI0 NIaNKYy);

— Ha IIdHeJIM II4dIIOK IeIYKOM HpaBOﬁ KHOIIKM MEBIIIX BbIAEJINTEe IIAIIKy, B COCTaBe

KOTOpOM cJielyeT CO3[1aThb BJIOXKEHHYIO TMalKy, 3aTeM BBIIOJHUTE KOMaHIy

KOHTeKCTHOTO MeHio Co3maTh Mmarmky.
2. B okne Co3paTh NankKy BBIOJIHUTE ClIelyIOlye AeHCTBUS:

— B nosie Amsa YKaXXuUTe Ha3BaHNUe HOBOH IIAIIKU;

—IIp¥ HeoOXOJIMMOCTU 3ajjaiiTe POAUTEIbCKYIO IAIKy C IOMOIIbIO BbINA/IAOIIEro

crivicka Co3aTh KakK BJIOKEHHYIO NAIIKY;

— Ha’XMHUTE KHOIIKY COBHHTB MarkKy.

Ecm mnamka Obita cosmaHa B BeO-mpwioxkeHun «MounOduc Ilodra», To s ee

OTO6pa)KeHI/I$I B HACTOJIbHOM [IIPDWJIOXXEHHWKW HaXXMHUTe Ha IIdHejii HWHCTPYMEHTOB KHOIIKY

ITonyuurs.

4.3 IlepenMeHOBaHUe NAIKU

KOMaH,I[a HEPEHMEHOBHTB OOCTYIIHA JIA I1alIOK, CO3JIdHHBIX I10JIb30BaTe/IeM BPYYHYIO.
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Yro6bl MepeMeHOBaTh MAIKY, BBIIOJHUTE Cllelylolye JeiCTBUS:

1. BbIJIEJII/ITe MallKy Ha IIdHeJIn I1dI10K.

2. BrimonauTe KOMaHy ITeperMMeHOBdAHWA OJHUM U3 CIIEAYIOIIUX CIT0COOOB:

- BbI6epI/ITe ITYHKT KOMdHJIHOT'O MEHIO0 daiin > HEPEHMEHOBHTB NaIrKy;

— IIeJIKHUTe II0 IIaIlKe npaBoﬁ KHOIIKOM MBIIIIX W BBIIIOJTHUTE KOMaHy KOHTeKCTHOI'O

MeHio IlepenmeHoBaTh;

— Ha’>XMHUTE KJIaBUIITY F2 na KJIaBHUaType.

3. B otkpbiBiieMcsi okHe IleperMeHoBaHHMe NMAIKHU YKaXKWTe HOBOe Ha3BaHMWeE MANKUA U

HakmuTe KHOIIKY IlepertMeHoBaTh.

4.4 Y najnenue nmanku

W3 nepeBa manok MOXHO y/JaJisiTh HallKy, CO3/IJaHHbIe [10JIb30BaTeJIeM BPYyYHYIO.

YT06BI YAAJIUTD IIAllKy, Ha IIdHeJIK I1dIIOK BbIJeIrTe IIallKy JIEBOM KHOIIKOM MBIIIIH, Jiajiee

BBIIIOJIHUTE OJHO U3 CIIeYIOIUX JIeHCTBUM:

— BbIOepUTe MYHKT KOMaHJIHOTO MeHI0 Paiin > YaanuTh nanky;

— BBIIIOJIHUTE KOMdHY KOHTEKCTHOI'O MEHIO YHHJII/ITI);

— HaxkmuTe KiaBuiry Del;

ITanka rnepeMeCTUTCH B IAIIKY «YJIHJIEHHBIE».

4.5 OuncTKa nmanku «YaajeHHbIe»

B manky «YganeHHble» IepeMelialoTCs Bce yajieHHble IManku U coobrieHus. YToObI

OYHCTUTD IIAIIKy «Y maneHHbIey, BBIIOJIHUTE OJTHO U3 CJIeJyrommx JEeCTBUM:

— BbIOeprTe MyHKT KOMaHIHOTO MeHI0 Pair > OUNCTHTh NANKYy « Y JaJIeHHbIeY;

— Ha IIdHeJIN I1dIIOK BbIJEJIUTE IIdIIKY «YJlaJIEHHbIe» HpaBOﬁ KHOITKOM MBIIIXA U BBITIOJTHUTE

KOMaHly KOHTEKCTHOI'O MEHIO OuncTurh HafKy ((YHHJIEHHBIE».
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4.6 ITopgnucka Ha manku

HJIH OTKPBLITHUA [UdJIOra IMOAIIMCKU HAa IIOJIydeHHe IIHCeM B IIdIIKW BBIIIOJIHUTE OOHO U3

CIIeYIOIUX NeUCTBUM:

— BbIbeprTe MyHKT koMaHaHoro Mexto ®aiin > Iloamucka;

— Ha IIdHeJIH TIdIIOK BbI6epI/ITe UM dKKAYHTA U HA IIdHeJIn IToura oIS <ma aKKayHTa>

HaKMUTE KHOTIKY ) ¥npasnenue nankamm

Ha skpaHe mosiBUTCS TMasioroBOe OKHO MOITMCKY Ha manku (cM. Pucynok 16).

Mogmscka #

Yurnan sannce: | BF Movta gnm calexandrsmirnovigtechwrmycfiic., v

MaokazaTe SAEMENTE], 058 PORALLIME

Comcok nangx

Brifepste nankw, Ha KOTOPLIE XOTATE NOANMCATECR:

B3 Drafts [ Deanecatecs
B3 MEOH (]
Crnucateca
B lunk il
B sent Z DbHoENTE
B3 Trazh il
QK Crrmerna

Pucynok 16 - J/InaioroBoe 0KHO TIOJIMMMCKY HA MANKU

HHH TOTO, YTOOBI IIOI[HI/ICEITI:»CSI/ OTIINCATLCA Ha II0JIy4YeHHre COOﬁH.[QHHfI B IIAIIKY BBITIOTHHUTE

OIHO U3 CJIeYIOLIUX IeUCTBUM:

— BblJIeJINTe Ha3BdHHEe IIallIKh B CIIMCKe W HaXMWTe Ha KHOIIKY IMoanucarbess wu

Ortnucarncy;

— BbIJJe/IMTe Hd3BaHHeE IIdIIKKM B CIIMCKE K1 YCTaHOBI/ITe/ c6poc5Te (lJJIEDKOK CIIpaBa OT MMeHU

MAIKY;

— Ha’XMHWTe Ha KHOIIKY O0OHOBUTH JJI1 CMHXPOHM3alIWH COCTOSHUS I1aIIOK.

4.7 I30paHHbIe ManKu

JIro6as manka MoxkeT OBbITh I00aBjieHa B CIIMCOK M3OpaHHbIX.
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st Toro, 4ToOBI MOMETUTH MANKy Kak W30paHHYIO, OTKPOWTe KOHTEKCTHOe MeHIO s

ManKy ¥ ocTaBbTe 0TMeTKy 30paHHas mamnka.

Jlaslee MOXXHO WCITOJIb30BaTh W30paHHbIE IMANKWA TPU KOMHMPOBAaHWM WM ITlepeMeleHud
coobrmenni. [l KOmMpoBaHUs COOOIeHrsT B M30paHHYIO TANKy BBI3OBHUTE KOHTEKCTHOE MEHIO
Iist coobienus, Bbioepute KonmpoBaTs B manky > V3opanHoe. [ljist mepemertieHus: COOOIeHUs
B M30paHHYIO TANKy BBI30BUTE KOHTEKCTHOE MeHIO i coobimeHus, BeibepuTe IlepemecTnTh B

nanky > M3opanHoe.

4.8 BupTryanbHble Manmku

HJISI TOTO, YTOOBI CO31dThb BUPTYaJIbHYIO IAIIKY, BbI6epI/ITe OIVH U3 CJIeAYIOIIUX CIT0co0oB:

— BpIOeprTe IYHKT KOMaHJIHOTO MeHI0 Parin > Co3gaTh > BupTyanbHyio nanky;

— B [IaHEeJIW [TOMCKa COODIeHUH BhIOEpUTe COODIIeHre U HAXKMHUTe Ha KHONIKY COXpaHHUTh

KaK BHPTYa/IbHYIO NIAIKY.

Ha sxpaHe nosiBUTCS IManoroBoe OKHO CO3/IaHUsI BUPTyalIbHOM nanku (cM. PucyHok 17).

Hr'_.zl.an [II.!FT}'{I_HL.II?I'FI nanks:s o

s alescandr. smirmoy @Etechwr. myoffice.
Coa0aTe KAk BACHEHHYHE NANKY BB okanchie nanen e
BrSepnTe Nanky, B KoTopEX BrAeT npouMIacammecy nowck:  BeiGpasa 0 nanok BriGpate...
Hact POMTE KPATERAK NOWCEE, HICI1I:I.l1h."|:r'\-H?-'|hIE Aans ETgelT] HHFT},I.'!ﬂhHLT;I rNnankA;
n BaINGAHEHWA BEEY YEAOBNA Brinoasesun arnbora us yenoswa Bes kKakmk-Awho yeaosui
ar b COMEQ#WAT W +
Co3name OmreHa

Pucynok 17 - JluanoroBoe OKHO CO3/TaHUSI BUPTYaJIbHOW IMAlTKU

Jl71st co3fianusi BUPTyalIbHOM TAlKy BBIIOJIHUTE ClelyIoIiye JeHCTBUS:

1. BBenuTe UMs BUPTyaJIbHOM IalKH.

2. BpibepuTte poauTesIbCKYIO NAIKY, B KOTOPOW OyJieT co3/laHa BUPTYyaslbHasl N1alka.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024

45



MownOdounc

3. BbI6epI/ITe peaJibHbIe IIdlIKKh, B KOTOPbIX 6YI[8T IMPpOU3BOOUTHCH IIOUCK IJId JaHHOM

BUPTYyaJIbHOM TAllKU.

4. CdopmupyiiTe KpUTEpUH MIOUCKA, B COOTBETCTBUU C KOTOPHIMU B BUPTYaJIbHYIO IANIKy
bynyTr nonamatb coobiieHus. s aToro BeIOepuTe IoJle IOMCKA, YCJIOBHe U IIabJIoH.

HPI/I HEO6XOI[I/IMOCTI/I MOZKHO CO31dTh HEeCKOJIbKO YCHOBHﬁ.
5. Haxxmwure KHOIIKY COBHHTB JJIs1 CO3JaHHUA BHpTyaﬂbHOﬁ ITaIlIKH.

6. Ilanka OyzaeT co3aHa B COOTBETCTBUU C 3a/IdHHBIMU YCIIOBUSIMHU.
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5 OIIEPAIINU C COOBIIEHUAMUA

5.1 Hacrpoiika oTob0paxeHHs CIIUCKa COO0IIeHHIT

B okmne, coiepXxaiieM CIIMCOK COOOIIeHuH, MTOIb30BATETIO IIpeaoCTaB/IdeTCad BO3MOXHOCTD

M3MeHSTb HAabOp CTONIOIIOB, UX TIOPSJIOK U COPTUPOBKY.

5.1.1 Hacrpoiika cToJ10110B

HJISI BbI60pa CTOJ'I6L[OB, OTO6pa)Ka(2MbIX Ha IIdHeJIM, HAXMUTe KHOIIKY i , OTKPOETCsA

KOHTEeKCTHOe MeHIO, cojiepkalllee CIIMCOK BCeX JIOCTYIIHBIX KOJIOHOK (cM. PrucyHok 18).

F T} EME T | Asrop O E

[Echio] You have been mentioned by... @ Elara Smimova Beefiepuie coofusedid

' Ofcymarmse
[Echa] You have been mentioned By.. @ Elera Smimova

~  [poyeTanc

[Echa] You have bean mentloned by... @ Elera Smirnoua W @nar
Pucynok 18 - Bribop cTosb110B 1151 0TOOpakeHust

Coucok cofiepXUT cilefiyloliie uUMeHa KoJIOHOK: O6cyxnenue, IIpoumrano, ®Puar,
Baoxenusi, Asrop, Ot, Agpecar, Koppecniongents1, Cnam, Ilonxydeno, /lara, Cocrosiaue,
Pasmep, Metka, YuerHasa 3anuch, BaxkHoctb, He mnpouurano, Bcero, Pacmnosoxenue,

Ilopsinok nosnydeHus, Y najauThb.

Bribepute HeoOxo/lMMble Ha3BaHHs B MEHIO, CIMCOK COOOIIeHWH OyaeT mepecTpoeH B

COOTBETCTBHH C BbI60pOM.

5.1.2 Ilopsimok pacmoJioyKeHUs1 CTOIOI0B

ITo YMO/TYdaHHUIO KOJIOHKH CITMCKa COO6H.[€HPII>1 HUMEIOT OIlpelieJIeHHYI0 I10CJIeJOBATEe/IbHOCTD.
HJISI HN3MeHeHUs II0OpdA[Ka IiepeTanuyre 3arojJIOBOK KOJIOHKHM Hd HOBOe MeCTO, CIIMCOK 6YI[ET

IepeCTpoeH B COOTBETCTBHUU C 0OHOBJIEHHBIM IMOpPAAKOM KOJIOHOK. ,HJ'[SI BO3BpPdTa K Ha4dJIbHbIM

YCTaHOBKaM HaXMHTe KHOIIKY B , 3daTeM B KOHTeKCTHOM MeHIO BbI6€pI/IT€ BoccranoBUTH

MOPS/IOK CTOJIOIIOB.
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5.1.3 CopTupoBKa CIIUCKA COOOIIeHUH

Crosnbern, Mo KOTOPOMY B TeKyIIMA MOMEHT OTCOPTUPOBAH CIIMCOK, OTMedeH CTpeJKOM.
CumBosom 1T o00o03Ha4yaeTcs COPTHPOBKA II0 BO3pacTaHWIO, CHUMBOJIOM | - IO yOBIBaHMIO.
HaxxmuTte Ha 3arosioBok crosibnia yisi COPTMPOBKU II0 JaHHOMY crosibny. Haxkmure 3arosoBok

CTOJI6I_Ia IIOBTOPHO JI U3MEeHeHUs HallpdaBJIEHUSA COPTUPOBKHU.

5.1.4 IIpuMeHeHHe TeKyIIIUX HACTPOEK K APYTHM HanKaM

Cy1iecTByeT BO3MOXXHOCTb IIPUMEHUTD TeKyIHe HaCTPOMKY K APYyTrUM Hankam. s atoro

Ha)KMHTe KHOIIKY O* , 3aTeM B KOHTEeKCTHOM MeHIO Bbibepute IIpHMEeHHTEL Ha60p KOJIOHOK K ...
Hanee Boibepute K manke... win K BioxkeHHbIM mamkaM ... Ha skpaHe BO3HUKHET AuaiioroBas

naHenb (cM. PucyHok 19).

MpWMEHNTE M3MEHEHNAT ot

® MpumennTe HaBop KonoHoK Tekywed nankw K lWaBnoxe?

-

Pucynok 19 - [IpumeHeHre TeKyIMx HaCTPOEK K Tarke

Haxmurte OK, HacTporiku Oyny MprMeHeHbl K BBIOpAaHHOM Iarike.

5.2 Co3ganue cooO1eHusa

Cy1iecTByeT HeCKOJIbKO CITOCOOOB CO3/IaHUsI HOBOT'O COODIIIeHUS:

— Y3 OCHOBHOT'O MEHIO MPUJIOXKEeHHUS;
— Y3 IaHeJId UHCTPYMEHTOB;

— W3 CIIMCKA COOOIIeHUH;

— U3 aJIpeCHOM KHUTIY;

— M3 TIaHeJI IIUChbMa;

— U3 COOBITHS WU 33/1a4H;

— ucnosnb3oBanueM couetanus Kiasum Ctrl+N/3Cmd+N.
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5.2.1 13 0CHOBHOT0 MeHI0 IPHJIOKEHHSI

B rmaBHOM MeHio npusioxeHus: oTkpodTe CooOmienme. B OTKpbIBIIEHCS NaHeIN MeHIO
(cMm. Pucynok 20) Beibepute omuH u3 ciepyomuyx nyHkToB: Cosmars, OTBeruTh, OTBETHTBH
BceM, OrtBeruth B pacceuiKy, Ilepeciars, Ilepeciats kak..., IlepeHampaBurs,

PEHHKTI/IPOBHTB KdK HOBoOe COOﬁHIEHI/IE.

Coznate Ctrl+M
OTBETHTE Cirl+R
OTEETHTE BCEM Ctri+5hift+R

1
MNepecnate Chrl+l
MepecnaTs Kax >

MepeHanpaBHTE

PenaKTHPpoEaTE KaK HoBOE cooferme  Ctri+E

Pucynok 20 - Onements! MeHio CoobiieHne

5.2.2 VI3 naHe 11 HHCTPYMEHTOB

HJISI CO3daHHUsA COO6H.[€HI/I$[ N3 IIdHeJIK MHCTPYMEHTOB BBIIIOJIHUTE OJHO H3 CIIeAYIOIIUX

JeUCTBUMH:

— Ha [IaHeJIM MTHCTPYMEeHTOB I1aHeJI MalloK HA)KMHUTe KHOIIKY Fﬁ? Cospate

— BbIeJInTe COOﬁH.[EHI/Ie, Ha I[IdHeJIM UHCTPYMEHTOB HAdXXMHWTe KHOIIKY BbI30Bd MEHIO =

(Mento MoitO¢uc IToura), B mosiBuBIiiemMcs: MeHio Buibepute Cozmars > Coobmienue,
mi6o Beibepute Cooburenue, nanee Co3marh, OTBeTuTh, OTBeTUTH BCeM, OTBETUTH
B paccbuiky, Ilepecnats, Ilepecnars kak..., IlepenanpaButs, PemakTupoBaTh Kak

HOBOE€ COOGHIEHI/IE.
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5.2.3 N3 caucka cooOenmnii

B cnicke coobiennii BeiOepyuTe OOHO U3 COOOIIEeHUH M NIPaBOM KHOIIKOM MBIIIN BBI30BUTE

KOHTeKCTHOe MeHI0. To ke camoe MOXXHO CIejlaThb, OTKPbIB KOHTEKCTHOE MEHIO B TeJjie IMMCbMd. B

OTKprBMEﬁCH ITaHeJIn MeHIO BbI6epI/ITe OIH U3 CJIeAYIOIIUX ITYHKTOB: OTBeTuTH OTIIPABHUTEJIIO,

OtBeruth BceMm, OTBeTuTh B paccbulky, Ilepeciarh, Ilepeciats kak..., IlepeHanpaBuTh,

PemakTupoBaTh Kak HOBoe coodmenne (cM. Pucynok 21).

Tema

OTKPBIT 4OCTYN K C

< Omver

“ Re: Otuer

Re: maket

OTHpBITE B HOBOW BHA3ONKE
OTRPEITE B HOBOM OKHE

OTHPEITE B pasrosope

OTEETHTE OTNPABHTENID
OTseTuTh BoEM
OTEETUTE B PACCHIAKY
Mepecnare

MNepecnare KaK

MNepeHanpapHTh

PeaakTHpoBaTe Kak HoBOE coobleHme

Pucynok 21 - Co3nanue MeHIO U3 CIIMCKA COOOIIeHUH

5.2.4 VI3 anpecHoii KHUTH

B aHPECHOﬁ KHHUTI'e BbIﬁepI/ITe KOHTAKT, HA’KMHUTE IIPaBYI0 KHOIIKY MBbIIIXW, U B OTKPbIBIIEMCA

KOHTEKCTHOM MeHI0 BbiOeprTe KomaH1y Co3nmaTh coodmienue (cMm. PucyHok 22).

E AIpecHan KHUra

dadn Mpaska Bug MHOTpyMeEHT  Cnpassa

{‘} HoBwIA KOHTaKT

Mana
~ E Bre apecHbIE KHMEH

E JlvmnaA agpecHan kHKra

E4 MoiOduc (My AddressBook)

— " o BT SFa
CNHCOK KoMTAKTOE % & CHMxpoHM3auMAa lARAR KA e-

Anencanap CMUpH... alexandrsmimovg@tec - e

INSETPOHHIA NAHTE A | OprasmsagMa PaBauuMi Te m
Hanememy sormany

Coagame copfuenne

MrHoseHHoe CopbileHne

Pucynok 22 - Co3nanuie coobiiieHus U3 aipeCHON KHUTH
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5.2.5 3 nanenu nucbMa

Ha nanenu nuceMa BeiOepUTe OJIMH M3 IIOYTOBBIX aIpeCOB, OTKPONTE KOHTEKCTHOe MEeHIO U
BbiOepuTe MyHKT CocTaBUTH coodmeHue s (cM. PucyHok 23). B aTom citydae B OTKpBIBIIEHCS
MaHeJiM HOBOTO IMchbMa B 11ojie Komy Oyner HaxoguThCsl BHIOPAaHHBIN ajpec.

+ 0 MNpHrnawenye Ha cepuie cobbmii e0b3o.., Enesia CMHpHOES Enesa CMHPHOBS

i

Elena Smirnova # oo =00

Tewma NpuraawenHe Ha cepuio cobumii «063ops 15/07/2022, 12:00 [GMT+03:00)

liomy Anexcaqap CmwpHoe W

PaaasTHROBSTE HOHTAKT -~

Cograsum cobweHHe o

Pucynok 23 - Co3nanue coobiiieHus U3 MaHeIu TMCbMa

5.2.6 113 coOBITHA UM 3aia4H

Hnst co3maHus cooOIeHUs] M3 COOBITHSI WM 3a/laud BBIIOJHUTE OAHO M3 CJIeYIOIIUX

IeUCTBUMH:

- OTKpOﬁTe IIaHeJIb KaJIeHJap4, BbI6epI/ITe COOBLITHE WU 3a1d41y, OTKpOﬁTe KOHTEeKCTHOe

MeHI0, Bbibepute IlpeobpasoBaTh B > Coo01ienmue;

— OTKpOWTe 1aHeJIb MePOIIPUSITUM, BbIOEpUTEe COOBITHE WX 3a/Iady, OTKPOHUTe KOHTEKCTHOe

MeH10, BeiOepuTe IIpeodpa3zoBars B > Cood1inenue;

- OTKpOﬁTe IMaHeJIb IOMCKA COOLITUM KaleHaaps, BbI6epI/ITe COOBITHEe WU 3aavy,

OTKpOWTe KOHTeKCTHOe MeHI0, BbibeprTe IIpeodpa3oBars B > Coobienue;

— OTKpOWTe  JMaJlIOrOBYIO IlaHeslb_PelaKTUPOBAHUS COOBITHS, B  KOMAHJHOM  MEHIO

BbiOepuTe CoobiTHE > Co3maTh > CoobuieHue.

Copep>xrMoe HOBOTO COODIIeHUs OyJleT CKOMMPOBAHO U3 OMMCAHUSI COOBITHS WU 33]Ja4H.
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5.3 OTKpBITHE COODIIIEHHS

5.3.1 OTkpsITHE COOOIIIEHHS B HOBOI BKJIA/IKe

YT006BI OTKPBITh COO6H.[€HI/Ie B HOBOM BKJIaJKe, BBIJIEJINTE ero B CIIMCKe COO6HLEHHﬁ u

BBIIIOJIHUTE OJJHO U3 CJIeIYIONINX JAeNUCTBUN:

— BbIOEpUTEe MYHKT KOMaHIHOTO MeHI0 Coobmenue > OTKPHITH;

— BblJleJInTe CTPOKY COO6IH€HI/IH B CIIMCKe JBOMHBIM ILeJTYKOM MBIIIIH;

— IIeJIKHUTe II0 CTpOKe COO6H.[€HI/I$I HpaBOﬁ KHOIIKOM MBbIIIM U BBIIOJIHUTE KOMaHOy

KOHTEeKCTHOI'O MeHIO OTKprTb B HOBOH BKJIAJIKe;

— B 00JIaCTA MPOCMOTPA COODIIEeHUsT Ha)XMHUTe KHOMKYy ¢¢= (Bojblme medcTBHI) U B

BBINA/IAIOIeM CIIHCKe BbiOeprTe NYHKT OTKPBITHL B HOBOM BKJIAJIKe;

— Haxxmure couerauue kiasuill Ctrl+0/3Cmd+0O

5.3.2 OTKpbITHE COO0OIIEHNS B HOBOM OKHE

YToOBI OTKpBLITH COOOIIEHHWe B HOBOM OKHe, HeoOXOJWMO BBIIEIUTH €ro B CIIMCKe

Co00I1IeHUH ¥ fjajiee BBITIOJTHUTD OJTHO M3 CJIeAYIOIIMX JeHCTBUM:

— [IeJIKHYTh II0 CTPOKe COOOIIeHUs] NMpaBOM KHOIKOM MBI W BBIIOJIHATH KOMaHAY

KOHTEeKCTHOI'O MeHIO OTKpBITb B HOBOM OKHE;

—B 00JylacTi MpOCMOTpa COOOIeHUs] HaXaTb KHONKYy ¢cc (boJsible necTBuMil) U B

BbITIaJdI0IIeM CIIMCKe BbI6paTb ITYHKT OTKpBITb B HOBOM OKHE;

— ecJiu COO6I.H€HI/I€ OTKPLITO B OTHEeJIbHOW BKJIAaAKe, OTKPBITb KOHTEKCTHOe MEHIO [JId

3dIr'0JIOBKA BKJIAAKH W BbI3BAaTb KOMdHIY HEPEMECTI/ITB B HOBOE€ OKHO.

5.3.3 OTKphITHE COO0OIIEHHSI B Pa3roBope

JInst OTKpBITHSL COOOINEHWs] B COCTaBe pa3roBOpa BbIOepuTe COOOIEHHWe B CIIHCKe
COO0OIIeHNH, 3aTeM OTKPOWTe /I Hero KOHTeKCTHOe MeHIO M BbiOepuTe OTKPBITH B pa3roBope.
Ha »oskpaHe oOTKpoeTcsi HOBas TIaHeNlb, COJIepKallasi JiepeBO  COOOIIEeHWH  pa3roBopa

(cM. PucyHok 24).
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d Npeanoseriae negesects oaHe cofemie 13 cepin <Npoet 1= - MyOfficeMail

L

Q anﬂ.ﬂDJHEHHE' NepeHeCT: X

[ nmompwre » &7 Cospame  [E] AnpecHan kHura ZagauM [ Manewgape

Mp2nga pHTENLHD NPMHATO NPHMAWEHAE HE CapUHED COGRTHE #Mpo...  Asencinap Caknon

MpaanoHeHHe OoGaEnTE YUACTHHKOE Ha OOHD cofiniTHe 3 CEQMM .. Afekmasop CMepnco

admin admin <admin@techwr.myoffice.ru> o

Tarea MpegaosEne NEpERecTH aRHO cofuimie 1 cepun alpoekr 1

Howmy Anewcangp CrupHoe W

. i Mpoerr 1

O 12 wiona 2022, BT
11:00 - 12:00 [SWAT=03:00)

W

G Metha v 7 BLICTRRIA duasTp

| OepbiTe KanEH AR |
# @ HenpouwtaHHpe ™ d@nar & Howmakt @ Metem [ BAcokeHHA .
= Tema Agpecat HAata
3+ w  [pegrseHHe NePEHECTH GAHO CobtITHE W3 C2puM #NPoeRT 1 AATHCIRAR CAHEHOD 25.10.2022, 16:25

25102022, 16:35

25102022, 16:2%

(_-) i

~,

15 CHHXPOHMEE

4

+ | Facnonowene =]

-

Exnnaupse
Exnasumse

Exnasupes

B0 8

w

[ Mepongsamia A

Pucynok 24 - [1anensb pasroBopa

5.4 OT3BIB cooOIIeHUA

Panee oTmpaBiieHHOe COOOITIEHHEe MOXKHO OTO3BaTh, TO €CTh yAQJUTh U3 MOYTOBOTO SIITHKA

Iojry4dareid. OT3bIB COO6IH€HI/I$I BO3MOXeH, eCJId I1I0JIy4aTeJlIb ellle He ITpoYel ero.

YTo6BI 0TO3BATH COODIIIEHHe, OTIIPABIIeHHOe paHee, BHITIOJIHUTE Ce/IyIolye JeHCTBUS:

1. IlepetinuTe B nanky «OTnpaBieHHble» U BbIbepuTe Tpebyemoe coobIieHre B CIIUCKE.

2. Ha nanenu eliCTBUI JAaHHOTO COODIIIEHUs] HAXKMUTe KHOIIKY =cc (BoJjibie melicTBHiL) U

B BbITIdIdIOIIIEM CIIMCKe BbI6epI/ITe KOMaHOy OTo3BaTh IHCHMO.

3. B otkpbiBiieMcsi okHe OT3bIB MHCbMa OTMeThTe (riakkaMy Hojydaresield, Y KOTOPBIX
TpebyeTcsi OTO3BaTh COOOIeHWe, WIM IOocTaBbTe ¢uaxkok BrIdOpaTh Bcex, eciu

coob1rieHre TpebyeTcsl 0TO3BATh Y BCeX MOJTydaTesel.

4. Ecnu Tpebyercs NMONyYWTh yBe[OMJIeHWe O pe3ysibTaTaX OT3bIBa, I1OCTaBbTe (IIaXKOK

YBEI[OMI/ITB 0 pe3yJjibTaTax.
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5. Haxmure xHOnKy OTO3BaThH NMHCHMO.

Eciu B okHe OT3pIB muCbMa ObUl yCTaHOBJIEH GIaKOK YBEJOMHUTH 0 pe3yibTaTax U
moJiydaresb elje He IpodYesl MUCbMO, TO Ha MOYTY HPUJET yBeJoMJleHHe 00 YCIeIIHOM OT3biBe

COoO0IIIeHN .

5.5 3arpy3ka coo01eHuit

ITo YMO/TYdHUIO 3dIPy3Kd HOBbBIX BXOISMIUX COO6H.[€HPII>1 OCYIIeCTBJIIeTCd IIpU BXOJe B
YUETHYIO 3allMChb W IIepUuOAUYeCKH Yepe3 pdaBHble MHTEPBAJIbl BpEMEHUW IIPpU AKTUBHOU yquHOﬁ

3allNCH.

HJISI HaCTpOﬁKH IapaMeTpoOB 3arpy3KHW HOBBIX COO6H.[€HHI>1 BBITIOJIHUTE CJIeAyroliye

JeUCTBUSL:
1. Otkpoiite okHo IlapaMeTpshI yueTHOM 3aIIHCH OJTHUM U3 CJIEAYIOMIUX CITIOCODOOB:

— BbIOepyTe IMYyHKT KoMaHaHoro MeHio HWucrpymentsl > Ilapamerpsnl y4eTHOH

3aIliCH;

— Ha [1aHeJIU [aloK BbIOepUTe yUeTHYIO 3alllCh, Jlajllee Ha CTpaHUIle YYeTHOW 3allMCH B

pasnenie HacTpoiiku BeIOepUTe MMyHKT Y4yeTHasl 3alHUCh.

2. B oxue IlapamMeTphl y4eTHOH 3alHCH, B MeHIO cjleBa BblOepuTe paszen Ilapamerpsl

cepBepa u HACTPOWTE aBTOMATHUYECKYIO 3arDY3KY BXOISIIMX COO6H.[€HHI>1.

Yrobbl 3arpy3uTh HOBBIe COOOIEHMs BPYYHYIO, BBIIIOJIHWTE OJHO W3 CJIeYIOIIUX

JEeUCTBUM:

— BbIbepuTe MyHKT koMaHaHOro MeHi0 Paiin > IlosryyuTs HOBBIE COOOIIEHHS JIA... U

yKaXXUTe OJUH K3 BapuaHTOB: Bce yuerHble 3ammcu, Tekymiasi ydeTHas 3ammuch,

KOHKpeTHas y4eTHas 3alliMChb U3 CIIMCKa JOCTYIITHbIX.

— Ha IMIaHeJIu HWHCTPYMEHTOB Ha>XMHTe Ha CTpPeJIKYy CITpaBa oT KHOITKH1

4
&2 MonyunTs ¥  p B packpblBamIIeMcsa CIMCKe Bbibepute mu6o Bce HoBBIE
coo0menus, 1160 KOHKPETHYIO YUETHYIO 3alHUCh, JIISI KOTOPOM HEOOXOAMMO MOTyYUTh

COOOIIIeHUS.
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5.6 IIpocMmoTp coobIIeHNs

YTo6Bl NpoCcMOTpeTh COOOIeHre, BbIOepuTe ero B CIKCKe COOOIIeHWH IIeTYKOM MBIIIIH.

Coob1eHre oToOpa3uTcst B 001aCTH IPOCMOTPA COODIIIeHUN.

Yto6s1 ipocMoTpeTh MHGpOPMaAIKMIO 00 OTIpaBUTelle MUChbMA, HIeJKHUATe MPABOW KHOIKOU
MBIIIA 110 MUMEHU OTIPAaBUTENs] U BBINOJIHUTE KOMaHIy KOHTeKCTHOro MeHio Mudopmanus o
noJib3oBaresie. Bo BcIuibiBaroiieM OKHe OTOOpa3uTcsi MHOpMalus O JaHHOM OTIIpaBUTele,

KOTOpasi COJIEP>XKUTCS B aIpeCHON KHUTe.

5.7 llelicTBHS C BJIOKEeHHSIMH

5.7.1 [lobaBieHue BIOMKeHHUSA

HJISI )106aBJIEHI/I$I BJIOXKEeHHWS MOXXHO BOCIIOJIb30BATbCA OOHUM U3 CIIEAYIOIIUX CIT0COOOB:

1. Ha naHenu WHCTPYMEHTOB COO6H.[€HI/I$I HaXXdThb KHOIIKY Bnoxurs win OTKPBITh

pacKphbIBalollleecst MeHIO J1Jis BbIOOpa TuIa BiioxkeHus (cM. Pucynok 25).

d  BRoMWTL ¥

Dain(gl).. Ctrl+Shift+&

Bef-cTpaHmuy..

BuzuTHYH kapTodky (vCard)

HaNoMHWTL No2#e

Pucynok 25 - OTKpbITHE BIOXKEHUS

2. Ha maHenu BiiOXeHUU BbI3BaTh KOHTEKCTHOE MeHIO, BbIOpaTh BiioxkuThs ¢aiiinbl, B

OTKPBIBIIIEMCSI CHCTEMHOM Jiajiore BbIOpaTh daiiibl [I71s1 BIOXKEHUH.
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3. IleperamuTh OJIMH WK HECKOJILKO (HaiyIoB U3 CUCTEMHOTO OKHA B 00JIACTb COOOITIEHUSI.
Ha skpane mosiBATCS J1Ba BapyaHTa BCTaBKU ¢aiiya. J[jig BCTaBKU BJIOXKeHUS! BbIOpATh

MobaBuTh Kak Bioxenune(s) (cM. PucyHok 26).

4 Cozaanune cooBueHns — O >

v G CoxpaH1Te ¥ @ BnomuTs '

Konwa  Ckpbimad konwA  OOpaTHLIA ag)

TT-.TBIU A =z
) JoBaBuTb Kak BROXeHWe

& BcTaBuTh B cofiepkumoe

Pucynok 26 - OTKpbITHE BIOXXEHUS

Bce nobaBnieHHble BioXeHHUs: OyIyT OTOOpakaThCs B HMDKHEM 4acTH 00JIaCTH MPOCMOTPA

MMcbMa B 00J1aCTH TIaHeH BiioxeHuH (cM. Pucynok 27).

w2 Attachments Mpegnonaraemsld pasmep nicsma: 29,1 KB

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

Pucynok 27 - [1anens BioXxeHUM
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5.7.2 OTKpBITHE BJI10KEHUS

YT006BI IMPpOCMOTpPEeTh WK COXPAHUTH BJIOKEHHEe COO6H.[€HI/I$I, HEO6XO}:[I/IMO BBITIOJIHUTH OJJHO

W3 CIIeNYIOIINX TeHCTBUN:

1. BeiOpaTh OJHO W3 BJIOXKEHWM, BBI3BATb KOHTEKCTHOE MEHIO, BbIOpaTh KOMaHAY

OTKpBITS.

2. BoibpaTh 0IHO U3 BIIOXKEHWH, JBOMHBIM IIEJTYKOM MBIIIK 110 UMeHH (ailyla OTKPHITh

CTaHJdapTHOe CHCTEMHOE OKHO U BbI6paTb BO3MOXKHbIE JIeHMCTBHUS C BIIOXKEHUEM

(cMm. PucyHok 28).

Oreprimiae sconf_web3 docks

Bbl cOBMPAsTECh OTKPHITE,
i=] conf_web3.doex

ABARDWMACE: JokymeHT Microsoft Office Word (2.4 ME)

Kaxk MoiQdguc Moura cnegyer obpaborate 10T daidn?
(® Orkpere B Microsoft Office Waord (no ymonuarm) w
() Coxpandts daiia

l:l EQI'IDH HATE SBTOMATHAYMECEH GNA BCEX ¢}EI:'IHDE 4dHHOTD THNA.

Pucynok 28 - JleiicTBus C BlIOKeHHEM

5.7.3 CopTHUpOBKa BJI0KEeHHI

Jl71s1 COPTHUPOBKM BJIOKEHWUN B IaHEeNW BJIOXEHWH IOJDKHO HaXOJWUTbCS Oojiee OJIHOTO

¢daityia. Bpibepute 0ogHO W3  BJIOXKEHWM, BBI3OBUTE KOHTEKCTHOE

IlepecopTHpoBaTh BJIOXKEHHMSI, Ha OKpaHe OTKPOETCS JHaJoroBas MaHeJdb C BapUaHTaMHU

copTHUpOBKHU (cM. Pucynoxk 29).
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MepecopTHRCEATE BNOKEHUA
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Pucynoxk 29 - MeHI0 COPTUPOBKH BJIOKEHHUH

5.7.4 Ypajnenue BI0KeHHH

st ynaneHus BIIOXKeHUs! BOCIIOJIb3YUTeCh OJTHUM U3 CJIeIyIOLIMX CIIOCOOOB:

1. Boibepute olHO W3 BJIOXKEHWM, BBI30BUTEe KOHTEKCTHOE MeHIO, BbIOepuTe YHalIUTh
BJIOKeHHe.

2. BpibepuTte oHO U3 BIIOXKEeHUM, HAXKMUTe KiiaBuiny Del.

3. Bbi3oBUTEe KOHTEKCTHOe MeHIO, BbiOepuTe BhIgenuTh BCE, BBI30BHUTE KOHTEKCTHOE

MeHI0, BbiOepuTe Y JaIUTh BJIOMKEHHS.

4. BpI30BUTE KOHTEKCTHOE MeHI0, BbibepruTe BeimetuTh Bcé, Haxkmute KiaBuiny Del.

5.7.5 Pazmep nucbMa M BJIOKeHUH

CBenienust 00 orpaHUYEHHSIX Ha pa3Mep MUChbMa U BIIOXKEHUM:

1. OrpanuyeHue Ha pa3Mep NrcbMa B CyMMe cocTaBiisieT 50 M0.
2. OrpaHuueHHe Ha CyMMapHbIN 00beM BiioxkeHu# cocrapisieT 20 M0.
3. OrpaHuueHus Ha KOJIMYECTBO BIIOXKEHUH HeT.

4. Cnenyer yuuThbIBaTh, YTO IIPU 3arpy3Ke BIIOKEHUM OHHM KOHBEpPTUPYIOTCS B dopMmaT

base64, 13-3a 3TOro UX pa3Mep B INCbMe yBeJIMYUBAETCS.

5. B naHenu BIIOXKeHUMN OTO6pa)KaIOTC$I diegyromye 3HA4YeHHs: pa3dMep KaXJoro

BJIOJKeHMH ], O6H.[PII>1 pa3Mep BCexX BJIOXKEHHWH, HPEHHOﬂaFHEMbIﬁ pa3mep 1nmrucbma.
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5.8 OTBeT Ha cooOLIeHUE

5.8.1 OTBeT oTHHpaBHUTEIIO

YT0OBI OTBETUTH dBTOPY BXOJIIIEro COO6H.[€HI/I$I, BbIJe/InTe JaHHOoe COO6H.[€HI/IE B CITMCKe U

BBIIIOJIHUTE OJJHO U3 CJIeIYIONINX JAeNUCTBUN:

— BbIOEpUTEe MYHKT KOMaHIHOTO MeHI0 Coobmenue > OTBeTHTS;

— IIeJIKHUTe II0 CTPOKe COO6H.[€HI/I$I npaBoﬁ KHOIIKOM MBbIIIIM W BBIIIOJIHUTE KOMaHOy

KOHTEKCTHOro MeHio OTBeTHThH OTHPAaBUTEII0;

— B 00JIaCTU TPOCMOTPA COOOIIEHUS] HAXMHUTE KHOIIKY O (OTBeruTH OTIPABUTEJIIO

3TOTrO0 COOOIIEeHHS);

— gaxxmure couyeranue kiasuil Ctrl+R/3Cmd—+R.

HaﬂbHEﬁHJHe IEeCTBUSL BBIIIOJHSIOTCS AHAJIOTUYHO OeMCTBHUIM Ipru CO30dHWK HOBOT'O

COOOIIIeHHUS.

5.8.2 OTBeT BCceM mosTy4yaTesIsIM

YT0OBI OTBETUTH dBTOPY BXOIdHIiero COO6H.[€HI/I$I " BCeM II0JIy4aTeJIsAM, BbIEJIUTe NdHHOe

COO6H.[€HI/IE B CIIMCKE U1 BBIIIOJIHUTE OJJHO M3 CJIeJYIOoInUX JIeCTBUM:

- BbI6epI/ITe ITYHKT KOMdHJIHOI'O MEHIO COOGIIIEHI/IE > OTBeTHTD BCeM;

— IIeJIKHUTe II0 CTPOKe COO6H.[€HI/I$I npaBoﬁ KHOIIKOM MBbIIIIM W BBIIIOJIHUTE KOMaHOy

KOHTEKCTHOro MeHio OTBeTHTh BCeM;

— B 00J1aCTH TIPOCMOTpPa COODIIEHUsSI HAXKMUTE KHOIKY “ (OrBeruts OTIIPABUTEII0 U

BCEéM IIOJIy‘IaTEJIﬂM) ;

— "Haxxmure coyeranue kiasuill Ctrl+Shift+R/{ Shift+32Cmd+R.

HaﬂbHEﬁHJHe IEeVCTBUSL BBIIIOJIHSIOTCS AHAJIOTUYHO IeMCTBHUIM Ipru CO30dHHWK HOBOT'O

COOOIIIeHHUS.

5.8.3 OTBeT B pacchLIKy

YToOBI OTBETUTH Ha COODOIIEHHe B paCcChUIKy, HEOOXOIMMO BBIIEJIUTH JJaHHOe COOOIIeHHe B

CITMCKe, d 3aTeM BBLIIIOJIHUTE OJJHO M3 CIIeyIOoIHnX JEeCTBUM:
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— BbIOpaTh MyHKT kKoMaHHOTO MeHI0 Coobmenue > OTBeTUTH B PACCHUIKY;

— IIEeJIKHYTb II0 CTPOKe COO6H.[€HI/I$I npaBoﬁ KHOIIKOM MBbIIIM W BBIIIOJIHUTD KOMaHOy

KOHTEeKCTHOI0o MeHI0 OTBeTHTD B PACCBLIKY;

— "Haxatb coueranue kiaasuill Ctrl+Shift+L/{ Shift+3Cmd+L.

,Haaneﬁmue IEeCTBUSL BBINIOJHSIOTCS AHAJIOTUYHO IeMCTBHUIM Ipru CO30dHWK HOBOT'O

COOOIIIeHHUS.

5.8.4 OTBeT Ha npurJamneHue Ha COObITHE

Ecnu coobieHue sBsSieTCS MPUIVIAIIEHHEM Ha COOBITHE, MOATBEPIUTh WM OTKJIOHHUTH
y4acTvie B COOBITHM MOXXHO HPSMO M3 00JIaCTH MPOCMOTPA COOOIIEHUs, Ha’KaB HY>KHYIO KHOTIKY
(IIpunsaTs, Bo3moxkHo, OTkioHUTS). [T1icbMO € oTBeTOM OyzieT aBTOMaTU4ecku ChOPMUPOBAHO U
OTIIPABJIEHO OpPTaHU3aTOpPy COOBITHS, a COOBITHE OTMeYeHO B KajleHJape YYacTHHKA B

COOTBETCTBHH C ero OTBETOM Ha IIpUIJIalliIeHHre:

® TIpUHATOE — 3a/IMBKa IBETOM KadJieH/1dp4, B KOTOprfI BHeCeHO C06bITI/I€;

¢ ODUEHTUPOBOYHO IIpHUHATOE (6BIJIa Ha>XdTa KHOIIKad BOBMO)KHO) — 3dJIMBKA CBEeTJIbIM

OBETOM KaJlIeHOdp;

e HeoOpaboTaHHOe — 3aJTMBKa CBETJIbIM IIBETOM KaJieH1apsl ¥ 006BOJIKa ITYHKTHPOM;

® OTKJIOHEHHOe COOLITHe He OTO6pa)Ka(2TC$I B KaJieH/[Jape.

HOI[TBepIH/ITb WJIN OTKIIOHUTL Yy4ddCTHe B COOBITHM Tak)ke MOJKHO B KdjileHJape, B OKHe

IIPOCMOTPA IIapaMeTPOB COOBLITHSI.

HOHTBepHI/ITb HUJIKM OTKJIOHHUTH Y4YadCTHe B COOBITHM TakXke MOXKHO Ha BKJIaJIKe

Kanennapb, B OKHe IIPOCMOTPA IapaMeTPOB COOLITHS.
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BosmoxkHa cuTyarus, Koraa cobbITHe, Ha KOTOpPOe MOCTYIUJIO TIPUTJIAllIeHre, TiepeceKaeTcst
110 BPEMEeHH C JIPyTMM COOBITHEeM B KaJieHjiape (MPUHSTHIM, OPHEHTUPOBOYHO TMPUHSITHIM UJIH ellle
HeoOpaboTaHHbIM). (O TakuxX Ciydasx, TOJYYMBIIMX Ha3BaHWe «KOH(IIUKT COOBITHUIY,

M0JTh30BaTesIb OyJIeT peayIpexaeH B dopMe npuriaiieHus (cM. Pucynok 30).

© KoHbnukT c cobbiTem 06cyxaeHue BONPOCOB NO peausanHy

Bctpeua ¢ UXA u3s CKB KoHTyp

u OTKpbITE KaNeHaaps

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

© SPB.4thFloorsSmall; SPB.4thFloor

(51 daniilz@green.myoffice-app.ru

MpUHATE Bo3MOXHO OTKNOHUTB

Pucynok 30 - [Ipegynpexaenue o KOHPIUKTe COOBITUI

B cny4ae koHuKTa COOBITHH, YTOOBI IIOJyYWUTH AOIOJIHUTEIbHYIO WHQPOpPMAIUIO AJIs
IIPUHATUS pellleHusl 06 y4acTUH, MOXHO BOCIIOJIb30BaTbCs CCbUIKOW OTKPBITH KajleHaapsb, Oyaer
oTobpakeH ¢parMeHT KajeHJapsi C IlepeceKamollMMUcs CcoObITusAMHU. [N cBOpayuBaHUs

c])parMeHTa KaJjleH[aps ciieqyeT HdXXdTb Ha CCBUJIKY CBepHyTb KaJIeH/1apP5b.

B HEKOTOPBIX CIy4YddaX PACKPBIThH KadJIeHAdpPb B IMMCbME HEBO3MOXXHO. Tor,ua BMeCTO
CCBIIIKHN OTKprTB KaJIeHIapb B IIpUIJIdllIeHWn GYHET CCBIJIKa HEpEfITPI B

KaJIeH/IaPb, U IIPU HAXKATHUU HAd Hee OTKPOETCS BKJId[IKa KaJIEHgaQb.

Hpe,uynpe)lc,ueHHe 6} KOH(l)J'II/IKTe TaKXe IIOJIYYUT OpIrdHU34TOp COOBITUSI B IHMCbME C
IpeajoXeHreMm O 11epeHoce COOBITHS Ha HOBOE BpeMs, eCJIM Hd 3TO BpeMsd Y HeTro B KaJleHldpe eCTb
Apyraga BCTpedd. B sTom Clly4ae Uid IIoJIyYeHUsa bonee HOI[pOﬁHOFI I/IH(l)OpMaI_[I/II/I B IIpeJIO’)KEeHNN

6yznet ccbuika OTKPBITH IUIAHHPOBIIHK.
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5.9 IIepecpuika coobIIEeHUS

YT006BI repeciiaTb COO6H.[€HI/Ie, HEO6XO,[[I/IMO BbIIEJINTL €TI0 B CIIMCKe U BBIIIOJIHUTb OJJHO M3

CIIeYIOIUX NeUCTBUM:

— BBIOpATh MyHKT KoMaHIHOTO MeHi0 Coobmienue > Ilepecinars;

— B 06J1acTH TPOCMOTPa coob1eHus HaxkaTh KHOTIKY “— (IlepeciaTth 3T0 coobIeHue);

— OTKPBITb KOHTEKCTHOe MEHIO MIeJIYKOM HpaBOﬁ KHOIIKHY MBbIIIX I10 CTPOKe COO6H.[€HI/I$I u

BBITIOJTHUTb KOMdHAY Hep eCJIaTh,

— gaxxaTh couertanue kinasuin Ctrl+L/3Cmd+L.

HaﬂbHEﬁHJHe e CTBUS IMPpOU3BOOATCA AHAJIOTUYIHO IeUCTBUSIM Ipru CO30dHHWK HOBOT'O

coobuienus. Bce BioXkeHus, TpUKpeIyieHHble K TepechljlaeMOMYy COOOIIEHUIO, aBTOMAaTUYeCKd
OTIIPABJISIFOTCS] YKa3aHHBIM ajipecaTaM.
5.9.1 ITepecbLka coo0IIeHHUS B BU/Ie YACTH MHChMa

,HJISI TOTO, YTOOBI repeciaaTb COO6H.[€HI/IE KaK 4YaCThb IIMCbMa4d, BbI6epI/ITe COO6H.[€HI/IE B

CITMCKe, 3aTeM BbIIIOJIHUTE OHO U3 CIIeJYIOInX e CTBUM:

— BbIbepuTe MyHKT kKoMaHiHOTo MeHiI0 Coobmenue > IlepeciaTs;

— BblOepuTe MyHKT KoMaHAHoro MmeHio Coobmenue > Ilepeciare kak > Yacth

COoO00IIIeHHS;
— OTKpOMTe KOHTeKCTHOe MeHIo coobirieHus, BbibeprTe Ilepeciars;

— OTKpOWTe KOHTeKCTHOe MeHIO0 coobmieHus, BbiOepute Ilepeciath kak > BHyTpm

CO00IIeHUS.

By'JIET CO31dHO HOBOe IMMCBMO, CoJepialiiee B cebe TeKylnee IMMCbMO B TeKCTOBOM cl)opMaTe.

B crpoke Tema k Teme ucxopHoro nvuceMa 6yzaer nobasinen npepukc «Fwd:».

5.9.2 IlepechLika coOO0IIEeHNSI B BUJIE BJIOKEHHS

,HJISI TOTO, YTOOBI repeciiaTb COO6H.[€HI/IE KdK BJIOXKeHHe B IIMCbMO, BbI6epI/ITe COO6H.[€HI/Ie B

CITMCKe, 3aTeM BbIIIOJIHUTE OHO U3 CIIeJYIOInX e CTBUM:

— BbIbepuTe MyHKT kKoMaHiHOro MeHi0 Coobmenue > IlepeciaTs kak > Bioxenmue;
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— OTKPOHTe KOHTEKCTHOe MeHI0 coobiienusi, Beibepute Ilepecinars kak > BiioxkeHue.

Byner co3maHo HOBOe IMCbMO, K KOTOPOMY OyIleT IPUIOXKeHO TeKylllee MHCbMO B ¢popmate

eml. B crpoke Tema k TeMe ncxo/iHOTO MKchbMa OyzeT nobasieH npedpukc «Fwd:».

5.9.3 IlepenanpaBiieHHe COOOIIEHHS

HJISI TOTO, YTOOBI IepeHalIpaBUTb COO6H.[€HI/Ie APyromMy I10JIb30BaTeJItO, BbI6epI/ITe

COO6H.[€HI/IE B CIIMCKe, 3dTeM BBIIIOJIHUTEe OJHO U3 CIIEAYIOIIUX JIeCTBUM:

— BbIOepuTe MyHKT kKoMaH/iHOro MeHI0 Coobmenue > IlepenanpaBurs;

— OTKpOWTe KOHTEKCTHOe MeHI0 coo011eHus, BbibepuTe IlepeHanpaBUTh.

Byner co3maHo HOBoe TMCHMO, Cojiep Kaiilee B cebe KOIUIO TeKyIero muchma. BBequre umst

oJjry4uaTteiisd U OTIIpaBbTe ITMCBMO.

5.9.4 PepakTHpoOBaTh KaK HOBOE COOOIIleHHEe

nst Toro, yToOBI CO3/1aTh HOBOE COOOIeHHe Ha 0a3e TeKylIlero, BbIOepuTe COOOITIeHHE B

CITMCKe, 3aTeM BbIIIOJIHKUTEe OJHO M3 ClIeJYIOIHNX JEeUCTBUM:

- BbI6epI/ITe IIYHKT KOMAHJHOI'O MEHIO0 COOGIIIEHI/IE > PEHHKTI/IPOBHTB KdaK HOBoOe

coo0I1eHue;

— OTKpPOHTe KOHTEKCTHOe MeHIO CooOmieHus, Bbibepure PemakTHpoBaTh Kak HOBOe

Ccoo0IIeHUe;

— HaxkmuTe coyetanue kiapuil Ctrl+E/#Cmd+E Ha ki1aBuaType.

BYJIET CO31dHa I10JIHas KOIIA TeKylero rn1ucbMad.

5.10 /TobaBieHue nojib30BaTesed K MepenucKe

YT006BI ,I[O6aBI/ITb M10JIb30BaTeNel K Iepermrcke, BbINIOJIHUTE CJIeAyloliue IeUCTBUS:

1. Hcrnonb3yiTe CyliecTByoIlee COOOIIeHWe i JajibHellleld Iepernuckyd OJHUM U3

CJIeTyIOIINX CIIOCOOOB:

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

63



MownOdounc

— BBIJleNIUTEe COOOIIeHHe B CIIMCKe JIeBOM KHOMKOW Mbllk. BribepuTe MyHKT

koMaHjiHOTO MeHIO CoobieHue > PefakTHpoBaTh Kak HOBOe COO0IIIeHHe;

— BbIeJInTe COO6H.[€HI/IE B CIIMCKe npaBoﬁ KHOIIKOM MBIIIH. BrIogHuTe KOMaHOy

KOHTEeKCTHOI'O MeHIO PEHHKTI/IPOBHTB KdK HOBoOe COOﬁHIEHI/IE;

— gaxxmure coyeranue kiasul Ctrl+E/$Cmd+E.

2. B oTKpmIBIIEMCSI OKHe peJaKTUPOBaHUs CO0OIeHHs 106aBbTe HEOOXOIUMbIX

I0JIb30BaTeIer B IOJISIX KOMy 1 Kommsa.

Hogsle afipecaTsl OyyT J00aBIeHBI K TIEPENHCKe.

5.11 Pa6ora c Mmerkamu

Coo0111eHHsIM  MOXHO TpPHMCBAaWBaThb PpPa3IMuHble METKU: KaK IpedyCTaHOBJIEHHbIe
(manpumep, «BaxHoe» wnu «JIudHoey»), Tak M co3faHHble BpyuHyl0. CooOIeHusi, OTMe4eHHble
MeTKaMH, MOXKHO OBICTPO HAWTU B CIIMCKe C IIOMOII[bI0O HUHCTPYMEHTOB, PACIIOIOKeHHbIX Ha IaHelIn

opicTporo GuUILTpa.

5.11.1 IIpucBoenne MeTkHn

YT06BI IIPHUCBOUTL OJJHOMY HJIM HECKOJIbKHM COO6IH€HI/ISIM METKY, H€06XOI[I/IMO BBIJIEINTD

COO6H.[€HI/I$I B CIIMCKE U BLIIIOJIHUTHL OJHO M3 CIIeAYIOIINUX JEeCTBUM:

— BbIOpaTh MYyHKT KkoMaHjHOro MeHi0 Coobmenune > IIpucBouTh MeTKy U B

OTKPBIBIIIEMCSI TIOIMEHIO OTMETUTh QIIaXKKOM TpeOyeMyto MeTKy;

— IIEeJIKHYTh II0 CTpOKe COO6H.[€HI/I$I npaBoﬁ KHOIIKOM MBIIIIH, [lajiee BbI6paTb ITYHKT
KOHTEeKCTHOI'O MEeHIO HPHCBOHTL MEeTKY U B OTKphbIBOIEeMCA IIOJMEHIO OTMETUTH

¢dnaxxkoM TpeOyeMyIo MeTKY;

— Ha IaHeJIM MHCTPYMEHTOB HadXKdTb KHOIIKY MeTKka U B BHITAJAIOIIEM CIIMCKe OTMETHUTh

dakkoM TpebyeMyIo MeTKYy;

— ecJI1 B CIIMCKe BBHIZIeJIEHO OJHO COOOIeHHre, B 00JaCTH IIPOCMOTPa COOOIIeHMsI HAaXKaTh

KHONKy <occ (Bonbmie peiicrBuii). Bribpate nyHkT IIpucBoMTh MeETKy U B

OTKPBIBIIEMCS ITIOAMEHIO OTMETUTb q)ﬂa)KKOM TPE6YEMYIO METKY.
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Jlist OBICTPOM YCTAHOBKW ITPe[lyCTAaHOBJIEHHBIX METOK MOXHO HCIIO/Ib30BaTh KHOIIKH

KJIaBHATYPHI ¢ iudppamu 1-5. JIj1s aTOro HE06X0aUMO:

1. Bpimenurts ogHO UM HeCKOJILKO COOOIIeHUN B CIIUCKe.

2. Ha xmaBuarype HaxaTb IMpPY, COOTBETCTBYIOIIYIO MeTKe, KOTOPYIO Heob6X0IMMO

YCTaHOBHUTD JIsI BbIJEJIEHHBIX COO6H.[€HHI>1:

1 — Baxuoe;
2 — Pabouee;
3 — JIuunoe;

4 — K ucnosneHnuro;

5 — OTiioXkeHo.

B pesysnbrare cTpoka B criMcke coo0OI1eHui OyjieT moMeyeHa 1IBETOM METKH, [IOMHUMO 3TOT0

CIIMCOK MEeTOK NKChMa byneT oToOpakeH B 1ojie MeTkH (cM. Pucynok 31).

1 o|R |0 Tema ABTOR fara + R
P - Fwd[2]: nvcemo elena.smirnova elena smirnova 10.02.2022, 13:33
W
Elena Smirnova <elena.smirnova@lime.myoffice-app.ru> ¥ G\J — E @ ] oo
Tema Fwd[2]: Mucemo 10.02.2022, 13:15
Komy MHe 17

Pucynok 31 - Coobiienue, nmomMmedyeHHOE METKaMU

5.11.2 Co3manue MeTKH

YToObI CO3/1aTh HOBYIO METKY, BHIIIOJTHUTE CJIeyIOIINe JeHCTBUS:
1. Otkporite Briianky HacTpoiiku oTHUM U3 CIIEIyIONIHAX CIIOCOOOB:

— BbIbepuTe MyHKT KoMaHjHOro MeHI0O Coobmenue > IIpucBours Merky >

Yupasienue MeTkamu;

— IIEeJIKHUTe II0 CTpPOKe JIF000Tr0 COO6H.[€HI/I$I HpaBOﬁ KHOIIKOM MBI W BBIIIOJIHUTE

KOMaHly KOHTEKCTHOI'O MEHIO HPHCBOHTL METKYy > YIIPHBJIEHI/IE METKaMH;
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— Ha IIdHeJIM WHCTPYMEHTOB HAXMHWTe KHOIIKY MeTka ¥ B BBINAJAIONIEM CIIHCKe

BbIOepuTe KOMaHy YHpaBjieHHe MeTKaMU;

— eCJIM B CIIMCKe BbIJeJIeHO OJHO COO6H.[€HI/IE, B obJacTu IIPOCMOTPA COO6H.[€HI/I$I

Ha)XKMUTe KHONKY ¢oc (boablie fgeiictBuii). Beibepute nyHkT IIpucBOUTHE MeTKY U

B OTKpPbIBIIEMCS IIOAMEHIO BbI6epI/ITe KOMaHy YIIPHBJIEHI/IE MeTKaMH.

2. Bo Britasike Hacrpoiiku HaxkmuTe kHOTIKYy Co31aTh.

3. B okae HoBasi MeTKa yKaXXuTe UMs U I[BeT MeTKH U HakmuTe KHOTKY OK.

YT006BI CO30daTb M TIIpHUCBOUTDH COO6H.[€HI/IIO HOBYIO METKY, BbBIIIOJIHUTEe Cclliegyromue

JeUCTBUS:

1. Beinenure coobieHre, KOTOpOMY HeOOXOAMMO IPUCBOUTH HOBYIO METKY.

2. OTkpouTe OKHO CO3/IaHUSI HOBOM METKH OJTHUM M3 CJIeYIOIINX CITIOCODOOB:

— BeIbepuTe TMyHKT KoMaHIHOTO MeHI0 Coobmienune > IlpucBouts MeTky > HoBas

METKa,;

— IIEeJIKHUTEe II0 CTPOKe COO6H.[€HI/I$I HpaBOﬁ KHOIIKOM MBI U BBIIIOJIHUTE KOMaHOy

KOHTEeKCTHOI'O MeHIO HPHCBOHTB METKYy > Hosas MeTKa,

— Ha IIdHeJId HWMHCTPYMEHTOB HaXMHWTe KHOIIKY MeTka ¥ B BBINAJAIONIEM CIIHCKe

BbIOepuTe koMaHy HoBast MeTKa;

— eCJIM B CIIMCKe BbIJeJIeHO OJHO COO6H.[€HI/IE, B obJacTu IIPOCMOTPA COO6H.[€HI/I$I

Ha)KMUTe KHONKY °oc (boabie fgeiictBuii). Beibepute nyHkT IIpucBOUTHE MeTKY U

B OTKpPbIBIIEMCS IIOAMEHIO BbI6epI/ITe KOMaHy HoBas mMeTka.

3. B okne HoBasi MeTKa yKaXXuTe UMs U I[BeT MeTKH U HakmuTe KHOTKY OK.

5.11.3 PepakTHpoBaHue MeTKH

[Tpu HEOOXOIUMOCTH 1181 JII0OOK METKH MOXKHO M3MEHUTh UMs U/WIH IBeT.

YToOBI peJakTUPOBATh METKY, BBHIIIOJIHUTE ClefyIol1e NefCTBUS:
1. Otkpotite Bkiiaaxy HacTpoiiku oJHUM U3 ClIelyI0IIMX CII0OCODOB:

— BblOepuTe NYHKT KkoMaHjaHOro MeHio Coob0menue > IIpucBourh MeTKy >

YIIPHBJIEHI/IE METKaMH;
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— I[eJIKHUTEe TI0 CTPOKe JII060ro CooOIleHHs MpaBOM KHONKON MBIIIA U BBIOJIHUTE

KOMaH/1y KOHTeKCTHOro MeHI0o IIpuCBOUTH MeTKY > YnpaBieHHe MeTKaMU;

— Ha IdHEeJIM HWHCTPYMEHTOB HAXMHWTe KHOIIKY Metka u B BBITIIaAdIOIIEeM CIIMCKe

BbI6epI/ITe KOMaHy anaBJle}me METKaMH;

— eCIIM B CIIMCKe BBIJIEJIHO OJIHO COOOIIeHHe, B 00JaCTH TPOCMOTPA COOOIIeHMs

HaXXMUTe KHOTKY ¢=¢ (Bosbine neicrBuii). Boibeprte nyHkT IIpucBouTh MeTKy U

B OTKPBIBIIIEMCSI [TI0/IMEHIO BblOeprTe KOMaH/ly YIIpaBjieHHe MeTKaMH.

2. Bo Bknanke HacTpoiiku BeliennTe TpeOyeMyro MeTKy U HOKMUTe KHONKY M3MeHHTh.

3. B okue PEHHKTI/IPOBHTL METKY HU3MEeHuTe HMI W/Un OBeT MeTKHM W HdAXMHUTe

kHonky OK.

5.11.4 TTouck 1 copTHPOBKA COOOIEHUI C METKAMHU

,HJIH 6bICTp01"O ITOMCKa COO6H.[€HPII>1 C METKaMM HY>XXHO BOCIIOJIb30BATHCA WHCTPYMEHTAMU

$uIbTpay ¥ COPTHPOBKHU.

Jnst oToOpakeHUs B CIIMCKe TOJIbKO COODIIeHUM C MeTKaMH, Ha IaHeJid ObIicTporo dbuibTpa

HEOOXOIMMO HaXKaTh KHOIIKY 8 MeTku . Jlyis oT™MeHbI mpaBuia GUIBTPAIIMKA HAXKATh JAHHYIO

KHOIIKY IIOBTOPHO.

B pexume BkitoueHHOTO puiIbTpa MO MeTKe MOXHO BbIOpaTh peXWM TeroB (pUIbTpalUU

(cm. Pucynok 32):
— JI¥000ii 13 Teros - B CrMCKe Oy/IyT MIPUCYTCTBOBATh TMCbMa, KOTOPBIM ITPHCBOEHHI JIFOObIe
13 BbIOpaHHBIX TErOB;

— Bce u3 TeroB - B crmcke 6YJ:[ET INPUCYTCTBOBATb IIMCbMAd, KOTOPBIM IIPHUCBOEHBI BCEe U3

BbI6paHHbIX TEeros.

[7] 3agauw  [5] Kanenpaps Vietha v 97 BeicTRbIA duAbTp Y5 CHHXPOHM3ALMA

* o N 58 0 1 coobuenme

Mioboe mz | BawwHoe ﬂanne| K venonHanuio

MwBoe w3 | Peskum TEroB GuALTPaLMK | HATa slane

Bee w3 - elena. smirnova elenasmi.. 10.02.2022, 13:33 Bamuoe MaqHoe
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Pucynok 32 - @unbTpanus coobIeHnH, mToMeuyeHHbIX MeTKaMu

YToOBI COPTHPOBAThH COOOIIEHUS TIO0 HAJIMYHI0O METKHU, IeJKHUTe 0 3arojIOBKY CTOJIOIa
Metka. Bce coobiienust ¢ MeTkaMy OTOOpa3siTCsS B KOHIle CIMCKa coobrneHud. [Ipyu moBTOpHOM

IeJTYKe 110 3ar0JIOBKY CToJI01a MeTka Bce COOOIeHus] C METKaMU O0TOOpa3sTCsl B Hadalle CITHMCKa.

YTo6bI OTMEHUTb COPTUPOBKY 0 HAJIMYUIO METKH, OTCOPTUPYWTe COOOIIeHHs B CIIMCKe I0

IpyroMy NpH3HaKy (HampuMmep, 110 Jiate).

5.11.5 Cusatue MmeTku

YToOBI CHSTH METKY, YCTaHOBJIEHHYIO MOJisI OIOHOTO COO6H.[€HI/I$I, BBITIOJIHUTE Cllegyromjre

JeUCTBUSL:

1. Beimenute gagHoe coobIieHre B CIIUCKe.

2. CHumuTe QuiaXkok MeTKH OJJHUM U3 CIIOCODOB, ONKMCAHHBIX B pa3jese [IpucBOUTh METKY.

YToOBI CHSATh METKHU Y BCeX COO6H.[€HHI>1 B CIIMCKe, BBIIIOJIHUTEe OJHO H3 CJIeAYIOIIUX

IeUCTBUMH:

- BbI6epI/ITe ITYHKT KOMdH/IHOT'O MEHIO COOﬁ]IIEHI/IE > HpI/ICBOI/ITI) METKYy > YIIHJII/ITI) BCe

MeTKH,

— LIeJIKHUTE TI0 CTPOKe JIIoOOro COOOIeHUs MPaBOM KHOIKOW MBIIIA K BBIIOJIHUTE

KOMaH/1y KOHTeKCTHOro MeHI0 IIpUCBOUTH MeTKY > YIaJIUTh BCe MeTKH;

— Ha INaHeJIM THCTPYMEHTOB HA’)KMUTE KHOIIKY MeTtka u B BbITIaJdlOIIeM CIIMCKe BbI6epI/ITe

KOMaHJly Y IaJINTh BCe MeTKH;

— eCJIM B CIIMCKe BBIeJIeHO OIHO COOoOIeHue, B 00JIaCTH IPOCMOTPA COODIIeHUS HAXKMUTE

kHOTKy ce¢o (Bosibiie pnedicrBuii). Bribeputre nyHkT IIpHcBOMTL MeTKy U B

OTKPBIBIIIEMCSI ITI0IMEHIO BbIOeprTe KOMaHy Y AaJHUTh BCe MeTKHU;

— HaXMUTe KiaBuily c nugpoi 0 Ha kiaBuarype.

5.11.6 Yaaneuue MmeTKHu

HIO6YIO METKY MOXHO YIdJIUTh. HJ’IH 3TOI'0 BBIIIOJIHUTE Cllegyromjre IEeUCTBUS:

1. Otkporite BriIaky HacTpoiiku oTHUM U3 CIIEIyIONIHUX CIIOCOOOB:
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— BbIbepuTe MyHKT KoMaHjiHOrO MeHI0O Coobmenue > IIpucBoursr Merky >

Yupasienue MeTkamu;

— IIEeJIKHUTe II0 CTpOKe JIF000T0 COO6H.[€HI/I$I HpaBOﬁ KHOIIKOM MBI W BBIIIOJHUTE

KOMaHly KOHTEKCTHOI'O MEHIO HPHCBOHTL METKYy > YIIPHBJIEHI/IE METKaMH;

— Ha IIdHeJId HWHCTPYMEHTOB HaXMHTe KHOIIKY MeTka ¥ B BBINAJAIONIEM CIIHCKe

BbIOepuTe KOMaHly YHpaBjieHHe MeTKaMU;

— eCJIM B CIIMCKe BbIJJeJIeHO OJHO COO6H.[€HI/IE, B obJlacTu IIPOCMOTPA COO6H.[€HI/I$I

Ha)KMUTe KHONKY °oc (boabie fgeiictBuii). Boibepute nyHkT IIpucBOUTHE MeTKY U

B OTKpPbBIBIIEMCS IIOAMEHIO BbI6epI/ITe KOMaHy YIIPHBJIEHI/IE MeTKaMH.

2. Bo Bkianike HacTpoiiku Boijjenute TpeOyeMyto METKY U HOKMUTE KHOTIKY Y JaIUTh.

5.12 OTMeTKa cooOIeHMIT

5.12.1 OTMeTKa MPOYHTAHHBIX WM HEIIPOYHTAHHBIX MTHCEM

HznavanpHO IoJIydeHHoe IMMCbMO HAXOOUTCI B CTATyCe «He MIpoOYUTAHO», WU IIOMEeYeHO

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

e MpurnaweHue Ha

1] MpeagapuTensHo

Pucynok 33 - HermpourtanHoe cooO1tieHue

YToO6BI OTMETHUTh OJHO WJINW  HeCKOJIBKO COO6H.[€HHIZ KaK IIpOYUTaHHbIe WA

Hellpo4rTaHHbIe, BbIeJINTe X B CIIMCKEe U BBIIIOJIHUTE OJHO M3 CJIeAYyIOINX JEeUCTBUM:

— BeIbepuTe MyHKT KoMaHAHOTO MeHI0 Coobmienue > Ormeruts > Kak npounrannoe /

Kaxk HenpounTanHoe.

— IIeJIKHUTe I10 BblJJeJIeHHbIM COO6H.[€HI/I$IM HpaBOﬁ KHOITKOM MBIIIIY U BBIIIOJTHUTE KOMaHOy

KOHTeKCTHOro MeHio Ormeruth > Kak IpoYuTaHHOE / Kak HEIIpO4YUTaHHOe.
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— B CTPOKe, COOTBETCTBYIOIeH HeoOXOIUMOMY COOOIIEeHUIO, IIeJIKHUTe M0 MapKepy

(cM. PucyHok 34), pacrionokeHHOMY B CTOJIOIE O (CopTupoBaTrh mO0 NPHU3HAKY

NPOYTeHHUs);

— eCJIi B CIIMCKe BBIJIJIEHO OJHO cOoOImeHre, B 00JaCTH IPOCMOTPA COOOIIEeHMS HaXKMUTe

KHOIIKY @20 (bosibIlle mefiCTBHH) 1 B BBIIIQJIAlOIeM CIUCKe BblOepuTe MyHKT OTMeTHTH

KaK IIPOYUTAHHOE / OTMeTUTB KaK HEIIPpOYHUTaHHOEe.

— B QHIVIMMCKOW pacKJIajiKe KJIaBUATypbl HOKMUTe Ki1aBuiry M.

1. c | RP|N0 Tenaa

=)

MpurnaweHwe Ha

=

MpegsapuTensHo

Mpepnowerve oo

Pucynok 34 - OTMeTka cOOOITIeHHs] KaK HeITPOYUTaHHOe

5.12.2 OTMeTKa MPOYHTAHHBIX COOOIIEHHI 3a TEPHO]I BpeMeHH

CYH_IECTByeT BO3MOXHOCTb OTMETUTb KdK I[POYUTAHHbIE COO6H.[€HI/I$[, IMoJIydeHHble 34a
3aIaHHbIMN nepuoa BpeMeHH. HJIH 3TOro B CIIMCKe COOﬁH.[EHHﬁ OTKpOﬁTe KOHTeKCTHOe MeHIO H
BbIﬁepI/ITe OrMmerurs > Kak npoyuTdHHbIEe II0 JIaTe. Ha SKpdHe IIOABUTCS OHUAJIOr0OBOE€ OKHO,
IMO3BOJIdI0IIIee BBeCTU I1epyuol IIOCTYILJIeHUd COO6H.[€HHI>1, 3d KOTOprﬁ BbI XOTHUTE OTMETHTDb

coob1eHus Kak npourtanHele (cM. PrucyHok 35).

OTMETHTE cooBLLEHUA KaK NpoYYTaHHBIE NO faTe 4

OTMETUTE COOBLWEHUA KaK NPOYMTaHHEIE C | 16_[]5.2[]22[ ]

no. 26052022

crums

Pucynok 35 - OTMeTka IpoYnTaHHBIX COODOIIEHUH 3a IIeprUo/i BpeMeH!
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5.12.3 TTomeTKa cO0001IeHUH KAK CIIaM

HJISI TOrO 4TOOBI IIOMETUTh COO6H.[€HI/IE KaK CIIaM, BblJeJIuTe ero B CIIMCKe W BBLIIIOJIHHUTE

OJHO U3 CJIeAYIOIUX TeUCTBUM:

— BbIOepUTe MyHKT KoMaHIHOTO MeHI0 Coobmienue > OTmeruts > Kak cnam;

— IIeJIKHUTe II0 CTPOKe COO6H.[€HI/I$I npaBoﬁ KHOIIKOM MBbIIIIM W BBIIIOJIHUTE KOMaHOy

KOHTeKCTHOro MeHio Ormerurs > Kak CIIaM;

. . T
— B objacTtu IMpoCMOTpPa COO6H.[€HI/I$I Ha TIIdHeJIM JOeUCTBUM HaAXMHUTE KHOIIKY (L)

(OtMeTuTs 3TO COOOIEHME KaK CIaM);

— HaOXMUTe KHOTKY J Ha KJ1aBHaType.

Coob1enre nnepemMectuTcs B nanky «Cramy.

HJISI TOTO YTOOBI BEpHYTb COO6H.[€HI/IE u3 nanku «Cram» B HUCXOJHYIO IIAIIKY, BbIIIOJTHUTE

OJHO U3 CJIeAYIOIUX TeUCTBUN:

— BeIbepuTe MyHKT KoMaHiHOro MeHI0 Coobmernue > OTMernTs > Kak He cam;

— IIeJIKHUTe II0 CTpOKe COO6H.[€HI/I$I HpaBOﬁ KHOIIKOM MBbIIIM U BBIIIOJIHUTE KOMaHOy

KOHTeKCTHOro MeHio Ormeruth > Kak e CIIaM;

— B 00/1aCTH MPOCMOTPaA COOOIIEeHUs] Ha TaHeu JIeWCTBUM Ha)KMUTe KHOmMKy = Hecnam

(OT™MetuTh 3TO COOOIIEHNEe KaK He CIIaM);

— HaxkmuTe couetanue kiaBuil Shift+J/ ¢ Shift+J nHa kaBuarype.

5.13 Pa6ora ¢ ¢praramu

JIroboe coobIrieHre B CIIMCKe MOXHO OTMETUTh GjaroM ™, 9ToObl 00JIerYuTh ero MOUCK B

JaJIbHEeUIIIeM.

OTMeueHHbIe COOOIIEHMSI XOPOIIIO 3aMeTHBI IIPU NMPOKPYTKe CIicKa Bpy4Hyto. Kpome Toro,

TSI TIOMCKA JAHHBIX COOOIeHUI MTpelyCMOTPeHbl MHCTPYMeHThl GUIIbTPal[ii U COPTUPOBKH.
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5.13.1 OTmeTKa coobienus ¢prarom

YToOBI OTMETUTH OJHO HJIX HeCKOJIbKO COO6H.[€HPII>1 q)HaI‘OM , BbleJInTe JdaHHbIe

COO6H.[€HI/I$I B CIIMCKEe " BBIIIOJIHUTE OJJHO U3 CJIeJYIOInUX JIeCTBUM:

— BeIOEpUTe MYHKT KOMaHIHOTO MeHI0 Coobmenue > Otmerurs > Puar;

— IIeJIYKOM HpaBOﬁ KHOITIKM MBIIIN OTKpOfITE KOHTEKCTHOe MEeHIO M BBIIIOJIHWTEe KOMdHOYy

OrmMmeruts > ®uar;

— B CTPOKe, COOTBETCTBYIOIel HeoOX0quMOMYy COOOIIEeHHUIO, IIeJIKHHUTe 110 MapKepy

(cM. Pucynok 36), pacnosioxeHHOMY B CTO/OILe R (CopTHpoBaTh N0 HATHYHIO

¢dnara);

— B aHIVIMMCKOM pacKiIajike HAXKMUTe KJIaBHUIITY S.

3 0 B M Tema

] MpuraaweH1e Ha

[

] MNpegsapuTensHo

NpegnomeHwre ac

Pucynok 36 - OTMeTka coobiienust gpyrarom

B crpokax BbIOpaHHBIX COOOIEHUH, B CTOJIOIE N (CopTupoBath no Hanuuuio ¢Jiara)

otobpasurcs ar
Yto6n! yaanutsh ¢uiar, BbiiennTe TpebyeMble COOOIIeHUS U BBITIOJIHUTE OHO U3 OIMCAHHBIX
BBILIIEe JeVCTBUI IIOBTOPHO.

5.13.2 ITouck coobienuii ¢ ¢pirarom

Hdnst 6wIcTporo moucka coobmeHuit ¢ ¢iarom BOCIIOJIb3YHUTECh HWHCTPyMeHTaMu

$uIbTpay ¥ COPTHPOBKHU.

Yto6bl 0TOOpa3uTh B CIIMCKe COO0DIeHHs] TOJNbKO C ¢iaroM ™, Ha HaHelnu ObICTPOro

dunbTpa HAXKMUTE KHONIKY ™ ®nar  Yyrope ormenuts IIpaBWIO GUIIbTPAlUK, HAXKMHUTE JaHHYIO

KHOIIKY ITIOBTOPHO.

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

72



MownOdounc

YToOBI COPTHPOBATH COOOINEHUS TT0 HaMM4MI0 ¢iara ¥, MeJKHUTEe 10 3ar0JIOBKY CTOJIOIA
K (CopTupoBarts no Hanuumio ¢ara). Bce coobuienus, otMeyeHHble ¢pyarom ¥, 0oTobpassTcs B

Havajle CIMCKa coobieHuii. [Ipy MOBTOPHOM IeyTyKe IO 3arOJIOBKY CTOJIOIA F (CopTupoBarsb

1o Ha/IM4uIo ¢pirara) Bce COOOITeHUs, OTMedeHHbIe dyiaroM ¥, 0Tobpa3saTcs B KOHIIe CITHCKa.

YTo6bl OTMEHWUTh COPTHMPOBKY 10 HalWuuio ¢iara ™, oTCOpPTUPYHTEe COODIeHuUsl B CIIHCKe

II0 IpyroMy Npy3HaKy (Hanmpumep, 110 jare).

5.14 KonnupoBaHue nwiu nepeMeineHue CoO00IIEeHHH

YToObI KOMMPOBATh WIK MEPeMeCTUTh OJTHO WJTM HECKOJIbKO COOOIeHUN B APYTYIO MamKy,
BBLITIOJTHUTE CJIIYIOIIHe IeHCTBUS:
1. Beinenute coo0IiieHus B CITMCKe.
2. BpIonHUTe KOMaHJly KONMPOBaHWS WIM IlepeMellleHrs OJHUM U3 CJIeyIOIIUX
CIoCcOo0O0B:
— BbIbepuTe MyHKT KOMaHAHOTO MeHIO Coobmienmne > IlepemecTuThs B mMamky win
Coobmenue > KomupoBarts B Ianky;
— IIEJIKHUTE 110 BbIJEJIEHHBIM COOOIIEeHHsSM TIPaBOM KHOMKOW MBI W BbIOEpUTe

KOMaHly KOHTEKCTHOI'O MEHIO HEPEMECTI/ITI) B IIAIIKy WU KOIIPIPOBHTI) B IIAIIKY.

3. B oTkpeiBIIEMCSl TIOAMEHIO  yKaXuUTe IMamKy, B KOTOpyl0  HeobX0IWMO

MepeMeCcTUThL/CKOTIMPOBATh BblJleJIeHHbIe COODIIeHHs .

5.15 BricTpHIil GIILTP COOOIIEHHTH

[Tanens ObicTporo ¢uIbTpa NpefHa3HaueHa [Jid (PUIbTPAIMM CIIMCKA COOOIIeHUN 110

Pa3JIMYHBIM [TapaMeTpaM.
YTOoOBI CKPHITH/OTOOPA3UTh MaHelb OBICTPOTO (GHUIBTPA, BBITIOJHUATE OJHO W3 CIIEAYIOIINX

IeUCTBUM:

— B KOMaHJITHOM MeHI0 CHUMHTe/TiocTaBbTe ¢piaxkok Bupg > Iloka3aTs / ckpeiTh > [laHens

0bICTpOro GpUIbLTPA;

@ -
— Ha [aHeJId UHCTPYMEHTOB IIPUJIOXKeH s HAKMHUTe KHOMKY U BsICTpoii dunsTp
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— "Haxxmure coyeranue kiasuill Ctrl+Shift+K/{ Shift+32Cmd+K.

B oxHe coobiienuit osBUTCA NaHeNnb ObICTporo ¢puiibTpa coobienni (cMm. Pucynok 37).

Cosgame (] Appecwarkwera (7] 3agewn (5] Kanewaape [0 Mema~ 5 Bocrpodidunstp Y b Cuexposmzauma

# ® HenpounTakHme ™ Gnar & Kowrakt @ Memen (' Bromesna 20 coobmermi Smamay [}

fino: [ ||.Tme|'leiw

MNpuraawerne #a c2puxo cobomun «063ops 15/07/2022, 12:00 |GMT+02:00) elena smirnava§techwr myatfice. ru

n NPMHATS Ha cepwzo cobibmui «Mpoekr 1» 05/07/2022, 11:00 {GMT+03:00) V% sdmin@techwrmyoffice.n

Pucynok 37 - Ilanens 6vicTporo ¢unbTpa coobiieHnin

— HOKMUTe KHONIKY # i Gukcauuu GWibTpa MPU MepeKIIoueHrH MarokK;

— Haxxmute kHomky @ HenpouuTaHHble g 0TOOpaXkeHHs TOJBKO HEIPOYHUTAHHBIX

COO0DIIeHNH;
— nakmure kHorky © PNAT 11g oTOBpaKeH s TONIbKO IOMEIeHHbIX COOBIeHHl;

L] o o
— HaxkmuTe KHomky @ KOHTaKT nng oToGpakeHMs TONBKO COOGIIEHHMI OT JOJeH M3

Balllei aJIpeCHOU KHUTU;
— HOKMUTE KHOIIKY & MeTku g oTOOpaXkeHHs TOJIbKO COODIIEeHU, UMEeIOIINX METKH;

— HOKMUTE KHOIIKY 0" Bnoxenua g OTOOpa’keHUsT TOJIBKO COOOIIEeHUM, UMEIOITUX

BJIOJKEHU ],

— UCIIONb3yUTe 1osie GUiIbTpa AJis BBOAA 11abJI0OHA [TOMCKA.

st dunmbTpanuy coobIeHUH 10 TeKCTY B MpaBOM 4YacTU MaHeJId HaXOAWTCS Iojie BBOJA

mabsioHa unbTpanuu. [Ipu BBosie TekcTa:

— MOSIBIATCS. KHOIKH, I[IO3BOJISIIOINME BBIOpATh IIOJISl, K KOTOphIM OyAeT mprMeHeHa
dunbtparus: OrnpaBurento, IToxyuarensam, Teme, Teny;

— OyZieT U3MeHSIThCsl COfIEPXKMMOe CITHCKA COOOIIeHNH;

—CJleBa OT 10T BBO/AA Oy/leT OTOOpaXkaTbCs TeKylllee KOJIMYeCTBO COOOIIeHHH,

COOTBETCTBYIOIIMX JAHHOMY QUIIBTPY .

5.16 Hacrpoiika ¢puiabTpamuu cooomeHu

Inst penmaktvpoBaHusi GUIBTPOB COOOINEHUN BbIOEpUTe ITYHKT KOMAaHJHOIO MEeHIO

HNucrpyments! > PuabTpbl coodmenuii. Ha skpaHe NOSIBUTCS IMajoroBoe OKHO YIIPaBIIeHUs
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dwibTpamu (cm. PucyHok 38).

4 DUABTPE conBLyeHWiE -_ O x
Ounetpe ans: | B2 Mouta ana «alexandr.smimovitechwr.myoffice.rus v 1oMCK GUABTPOE MO HIEH
BrntougHHbIE GUABTPLI 33MYCKAKOTCA SETOMAETHYECKH B YKA3AHHOM HITKE NOpAAKE. 1 gunsTp

baa danerpa Brnaroued Cozaats... b

CrmpHos

WzmeHue,
AANHTE
B Havano
Brirue
v
B xoHey
JanycTus BpibpanHeie duaETpE B Nanke B Bxogauyme va Mowra gna salexandrsmimo... JamycTume Kypran dwistpos

Pucynok 38 - [IlnanoroBoe okHO ynpaBiieHus: GUIbTpaMu
B cnmcke oTobpaskaroTcst pUILTPBI, CO3/1aHHbIE JIJIs1 BHIOPAHHOM MAIKU.

It paboTel ¢ GUIbTpaMu JOCTYIIHBI ClIeAyIOLMe 1eHCTBUS:

— UCIOJIb3yUTe nepekitodaTesib PUabTPHI [1J1s BbIOOpA MaIKY;
— UCIIO/b3YyUTe MoJie morcka GUIbTPOB JijIsl TOMCKa GUIIbTPA M0 UMEeHHU;

— Ha’KMHUTE KHOIIKY COBHHTB JJIsk CO31aHKMA HOBOI'O d)I/IJ'IbTDa;

—ecliM B CIIKMCKe BbIOpaH GWIBTP, TO NpU HaKaTuM KHONKU Co3maTh B BbINAIAIONIEM

MeHIO Oyzmer nocrymHa kHonka KommpoBaTh, HaxmuTe ee [jIsi CO3IAHUSI KOIWH
BBIOPAHHOTO PUITLTPA;

— Ha)XXKMUTe KHOIIKY Y IaJHuTh 1S yJaneHus GWibTpa;

— JUISl HABUTAIMHU 110 CIIMCKY GWIbTPOB MCIIONb3yUTe KHONIKM B Havano, Bene, Hinke, B
KOHelII;

— IJId 3aITyCKa chanpa BbI6epI/ITe MarkKy B BbIIIdJ4OIIEM MEHIO BHIIyCTI/ITI) BbIGpaHHBIe

(l)HJIprbI B IIAIIKE, 3dTeM Ha>XKMUTE KHOIIKY BHIIyCTI/ITI);

— HakMuTe KHOTIKY MKypHan GUiIbTPOB Jjisi 0ToOOpakeHHUs KypHaia, B KOTOPOM cobpaHa

WCTOpHsl IPUMeHeHHs GUITbTPOB.
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st Toro, yToObl MPHUMeHUTh PUILTPBI K IalKe, BbiOepUTe MYHKT KOMaHJAHOIO MEHIO

HNucrpymenrts! > IIpuMenuTs GUiIbTpPbl K manke. /i TOro, 4To0bl IPUMEHUTb (PHIBTPHI K
KOHKPETHOMY COOOIIeHHI0, BbIOeprTe COOOITIeHHe B IalKe 3aTeM BbIOepUTe IMYHKT KOMaHIHOTO

MeHi0 UacTpymenTs! > [IpuMeHnTh UIBTPHI K COOOIIEHHUIO.

5.17 Co3manue ¢puiabTpa coobdmIeHHIH

st co3ganust ubTpa COOOIEeHUH BBITIOJIHUTE OTHO M3 CJIeYIOIIUX JIeUCTBUM:

— BbIOepUTe NYHKT koMaHHoro MeHi0 Coobmienue > Co3gath GuiabTp;

— BbIbeprTe IMYHKT KOMaHIHOTO MeHIO WMHCTpyMeHTHI > PUIBTPHI COOOIIEHUI, B

OTKPBIBIIEMCY irajiore GUIETPOB HAXKMUTE KHOIIKY COBI[-’:ITI»;

— B OKHe IIpOCMOTp4a COO6H.[€HI/I$I HaBeuTe KypCOp Hd IMOYTOBBIA aJipeC 1 BbI3SOBUTE

KOHTEeKCTHOe MeHIO U HaXXMHUTe COBHHTB (l)HJIpr Hu3.

Ha skpaHe mosiBUTCSI TMAIOrOBOe OKHO CO3/IaHUs TpaBwil puuibTpanuu (cM. PucyHok 39).

Mpasuna GUAETRaLUMK x

Hpn funstpa: | From Elena
MpumenaTs grabTp npw:
3aNYEKE EPyHYH

MomyyeHnn HoBCH NouTe:  PUALTPOEATE NEPEA BHANKHICM HA CNAM

Apgunauun
Mocne oTnpagku NoWTe

Mepwoguyeckn, pas g 10 MuaHyT

O Brinoanennm BCEx yonoEni Beinoanennn Aboro ui yonoeni bes wakux-nube yonoena

Or b COAEPHNT v | | Elena +

Mpon3e0gnTE CAELYFOLUME AEACTENA:

Mepemectm cooBue.. v | | EBrogawme na Moura gna walexandesmimov@tech.. ~ o

oK Oriiena

Pucynok 39 - JIuanoroBoe 0KHO co37jaHus MTpaBUJT GUITbTPAITUN

st coznanmst GuibTpa BBIIOJHUTE ClelyIolIye JeHCTBUS:

1. Bribepute HazBaHUe GUIbTPA.
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2. Boibepure cobbITHe 3amycka GUIbTpa:
— IIpH 3aIlyCKe BPY4HYIO;
— IIpY TIOJTy4YeHUH HOBOM OYTHI;
— IIpY apXUBaIWY;
— 110CJie OTTIPaBKU MOYTHI;

— c nmepuonom 10 MUHYT.

3. ChopmupyiiTe yciioBue cpabaTbiBaHus GUIbTpa, MJIsl 3TOTO  BbIOEpUTe —ToJie
dunpTpanyy, yciaosve M 1mabioH. IIpy HeoOXoguMOCTH MOXKHO CO3[aTh HECKOJIBKO

YCIJIOBUH.
4. ChopmupyiiTe IeHCTBUS AJis TUCEM, COOTBETCTBYIOIINX YCJIOBUSIM JJAHHOTO GUIIbTPA.

5. Haxmure xkHOonky OK, ¢unbTp Oyner cos3naH, Ha SKpaHe IOSIBUTCS [IMAJOroBOe OKHO,

cojiepkaliiee CIHCOK BceX GUIbTPOB.

5.18 Hacrpoiika aBTOMaTH4eCKOro 0TBeTa

CymiecTByeT BO3MOXHOCTb ~ OpraHM3alldd  aBTOMAaTHYeCKOTO OTBeTa Ha IHCbMa
IIOCPeJICTBOM  CO3[aHusl IabjioHa U JajbHEeWIed HaCTPOMKU QUIbTpPa COOOIIEHUN C

KCIIOIb30BAHMEM 3TOr0 Iab/I0Ha. HJISI HaCTpOﬁKH dBTOOTBETA BBITIOJIHUTE CllIeJyromiye IeCTBUS:

1. Cozpaiite mabyioH MMCbMa aBTOOTBeTa. Co3jaliTe HOBOe COODIEeHHe, 3aTeM COXPaHUTE

ero Kak IMabJIoH MOCPeJICTBOM BBINMOMHEHUsT KoMaHibl Paiiy1 > CoxpaHUTh Kak >

IITao010H.

2. Hacrpoiite GuiabTp COOOIIEHHWM, WCIONb3ysl JaHHBIKA ImabmoH. s aTtoro cosmaiite

HOBBLIN GUILTD COOOIEHUH, 3a/lalTe HeoOX0IUMble YCIOBUSI GUILTPAIIUY, a B KAUeCTBe

nerctBus BeibepuTe OTBeTHTH 1O 1IAa0JI0HY (cM. PrcyHok 40), 3aTeM B BBINAaroeM
criicke BbiOepuTe HeoOxomumbid mabmoH. Haxkmure OK, ¢unbTp aBTOOTBeTa OyIeT

CO3/1aH.

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

77



MownOdounc

Mpaewna fuaeTpaLymK e
Wra uneTpa:
MNMpumenaTe $UasTp npm:
3anycre BpyYHyH
Monysensn HoEoA nouts: | DUALTROBATE MEpes AHAANI0M Ha CNaM

ApxnBaynn
Mocne oTNPaEKK NoHTE

Meprognuecss, pas e 10 umHyT

n Brinocanennu Bcex yonosui BrincaHesun nioboro uz yonoeni Bez kakn-nubo yonoemi

ar b COENIZIET C b alexandersmimovEtechwr@myof|  + -

Mpousecaute cregyrowme gefcTem:

Orsetute no wabnoHy w e +

I You have been mentioned by Elena Smirmova r] |

QK Orsaena

Pucynok 40 - Mcrionb3oBaHue M1abJIOHOB ITPH CO3/IaHUH TIPaBWIa GUIIbTPAITUN

5.19 O6cy:xmenus

Pexxum obcyxneHusi 1mo3BosisieT OTOOpakaTh COOOIeHUs] B HepapXWuecKoM Buje. IJTO
yooOHO HCIOJIb30BaTh B CHUTYyallMsX, KOTJAa HECKOJIbKO JIIOJlel OTBedaloT Ha COOOIIeHus: B

pacchuIKe.

HJISI IpeacTraBJIeHrsd CIIMCKa I[TMCeM B BUle O6CY)KI[€HI/I$I Ha IIaHeJIM HHCTPYMEeHTOB HdXXMHUTe

KHOIKY Bbi30Ba MeHI0 — (mMeHw MoitO¢duc Iloura), B mosiBuBIieMcs MeHIo Bbibepute Bumy >
CoprupoBka > Ilo oo6cy:xnenusim. [l Bo3Bpara B UCXOAHBIN BUJ| BblOepuTe Bux > CopTHpoBKa

> He mo obcyxaeHusim.

B pexume O6CY)KI[€HI/I$I OKHO CO CIIMCKOM COOﬁH.IEHI/Iﬁ BBIIVIAAUT ClleJyIoInumM O6p830M

(cMm. PucyHok 41).

T e e v HanomuHaHue o cofbiTkiM HanoMMHaHKMA @ EneHa CMupHOBa Enerda CMHpHOBA
HanomuHaKKe o cobbiTMW HanoMMHaHWA @ Enena CMupHoea EneHa CrmpHosa
HanomMuHaHKWe o cobbITUM HanoMUHaHKWA @ Enena CMMpHOBa Enena CMupHoEa

Pucynok 41 - OTobpaxkeHue crricka coobIieHui B Bujie 06CyKIeHuI
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CyiiecTByeT BO3MOXHOCTb BBIIIOJIHEHHs JIeHMCTBUSL JUIsl BCeX COOOIIeHWd B BeTKe
oOCy>xJleHusl - HalpuMep, yAaJUTh, 3aapXUBUPOBaTh WIM IMOMETUTh UX. [ 3TOrOo BBIIENUTE
CBEPHYTYIO BeTKy W BblOepHTe COOTBETCTBYIOIllee JIeMCTBHe, HallpUMep, WCI0JIb3ysl KOHTeKCTHOe
MeH!0. [lo-ipexxHeMy BblI MoOXKeTe BBINIOJIHSTH HEUCTBUS [Isl JIIOOOTO OT/AEIbHOTO COOOIIeHus,

pa3BepHYB BeTKYy U BbIOpaB He0O6XxouMoe coobIeHue.

Ecny pasroBop B CIIMCKe pacChUIKM Bac He MHTepecyeT, Bbl MOXeTe ero MpOoIyCTUTh. JTO
cKpoeT (HO He y[aJuT) BeTKYy M3 Balllero CIMCKa COOOIIeHUI U OTKJIIOYUT yBeAOMJIeHUS] O HOBOM

I10o4Te 4Jisi HOBBIX OTBETOB.

5.19.1 IlponmycTHuTh 00CYXKIEHHE

HaHHaH BO3MOXHOCTb HCIIOJIb3YeTCd [JIsd CIIMCKOB PdCCBIJIKH. OHa MmO3BOMT He YUTATb
OCTAJIbHYIKO YdCTb Ppd3roBOopd, KOTOpds BaM He OYeHb HWHTepeCHd, HO IIpU 3TOM OCTABUTH

BO3MOXXHOCTb CJIeIUTb 34 BCEMU JIPDYTMMHU Pa3rOBOPaMMU.

Yrobbl IpONyCTUTH OOCYXKIEeHWe, IIeJKHUTe II0 HeMy IIpaBOM KHOIKOW MBIIIM U B
BbINajjatommeM MeHI0 BblOepuTe IIpomycTuTh o00CyxkpmeHue, 60 HaxmuTe kKiaBumry K. Oto

IIO3BOJIMT IIOMETUTH BCe COO6H.[€HI/I$I B BbI6paHHOM Ppa3roBOpe KdK IpOoITyIIeHHbIe.

5.19.2 TIpommycTHTH BETKY 00CYKIEeHHS

JlaHHas BO3MOXHOCTh Moxoka Ha IIpomycTHTh 0OCy}JeHHe, HO IIPOITyCKAIOTCs He BCe
COOOITIeHUsI BEeTKH, a TOJbKO Te, KOTOPble HAYMHAIOTCS C TEKYIIero CooOIeHUs. JTO MOXKHO
WCIIOJIb30BaTh Il IPOITyCKa pa3rOBOPOB, KOTOPHIEe BBIXOMSAT 3a PAMKH TeMbl HAyWHasl C

orpeaejgeHHOIr'o0 OTBeTa.

YTo6bl MPOIyCTUTh BETKY OOCYXKIeHUS, IIeJIKHUTe 110 HeMy IPaBOM KHOIIKOW MBIIIN U B

BbIla/iatonieM MeHIO BbiOepuTe IIpomycTUTh BeTKy 00cy:xkmeHusi, 1100 HaXXMHUTe COYeTaHHe

xirasuin Shift+K/{ Shift+K.

5.19.3 OTcinexxuBaTh 00CyH/IeHIE

HaHHaﬁ BO3MOXHOCTb HCIIOJIb3YeTCd [JId CIIMCKOB HOBOCTEH, KOTOpbIE BaXHbI [JIid

rmojib3oBaTesid. YToOn! OTCJIeIUTb WIIK IlepeCTaTb OTCIIeXXWBATb HOBOCTHYIO BETKY, IIEJIKHUTEe II0
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Held TIPaBOM KHOMKOW MBIIIM W B BBINAJAIONIEM MEHIO BbIOEPUTE/CHUMHUTE IepeKsIioYaTelb

OTcinexxuBaTh 00CyK/IeHue.

5.20 ITouck cooOIeHMII B Manke

Jlnst moucka coob1eHns BbibepuTe MyHKT KomaHHOro MeHio IIpaBka > Haiitu > ITouck

coobmrenuii, 60 Bocmonb3yuTech coudetanueMm kiaBuinl Ctrl+Shift+F/{ Shift+2Cmd+F. Ha

9KpaHe MMOSBUTCS AUAJIOTOBOE OKHO IOMCKa coobinenuii (cM. PucyHok 42).

4 Nowcx cooBugesni... — 0 %
Mekate B nanse: E Brxogawme na Mourta gna salexandrsmirmov@techwrmyoffice.us  ~ m
Binpouan BNosEHHEIE NENKA OuHcTUTE
330y CTHTE NOWCK Ha CEpEEpe
G BraNonHEHMW BCED WONOEMIA BeinoaHeHws nrbore u3 yonoesdi
Tesa b COME PAMT i Elena *
A r Tema AETOp kKap.. | Pacnoso=erne 23
[Echo] You have been mentionad by ... Elena... ... Brogawme
[Echo] You hawve been mentioned by .. Elena... ... Bxoanwme
[Echio] You have been mentionad by . Elena... ... Bxogawme
OTkpeme MNepemecTiTs & FELTNS OTEpEITE B NanNKe CoppaHnTs Kak EWPTYANEHYHD Nanky
HIAgEN0 3 CODNIAEHUA

Pucynok 42 - JlnanoroBoe 0OKHO MOMCKa COODIIEHUH

HJISI IIOMCKa aipecCa BBINIOJIHUTEe CJIeAyroliue IEeUCTBUS:

1. Bribepute MecTo noucka (KOHKpPeTHYIO IIaIKy).

2. HacrpoiiTe mouck BO BJIOKEHHBIX MalKax IepekitodaresieM Bikilouass Bio:keHHBbIe

MankKy.

3. Boibepute B mouMcka (Ha cepBepe/JIOKAJIbHO), UCIIOJIb3Ysl MepeKiiiouaresib 3alyCTHTD
MOMCK Ha cepBepe.

4. CdopmupyiiTe 3ampoc TOWCKA, IS 3TOTO BBIOEpUTe TIoJie i MOWCKA, YCJIOBHE U
11a6s10H. [1pu HeobxoMMOCTU MOXKHO CO3/1aTh HECKOJIBKO YCJIOBUH.

5. Haxxmute kHonky HaiiT 1151 Hauasia MOMCKa MO 3aJaHHBIM YCJIOBUSIM.

6. Ilpu HaMYKK COBMAJIEHU OHU OYTyT OTOOpaKeHbI B TTaHEIN pe3yJIbTaToB.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024



MownOdounc

7. Haxmute kHONIKY OYHCTHUTS J171s1 OYUCTKH YCIOBUN MTOUCKA.

BbI6€pI/ITe CTPOKY C COO6H.[€HI/IEM Ha IIaHeJM HaWJieHHbIX pe3yjibTaTOB, BbIIIOJIHUTE

dlegyromye IEerCTBUS 1 COO6H.[€HI/I$IZ

1. Haxmure KHOIIKY OTKPI)ITI), Ha DJOKpaHe OTKpOeTCAaA IdHeJIb pPeJdKTUPOBAHUA

CoO0IIIeHuS.

2. Haxwmure xHOlKy IlepeMecTHTB B 1 BbIOepuTe NANKy Is IlepeMellieHUs] COOOIeH s,

3. HaxxmuTe KHONKY YJaIUTh [UIs yOaJleHUsl COOOIeHusl.

4. HaxxmuTte kHOKy OTKPBHITH B IaIKe /I TOrO, YTOOBI MMCHbMO 0TOOPA3HiIOCh B TIAIIKe,
B KOTOPOM OHO HaXOJUTCH.

5. Haxmure xHonky CoxpaHUTh KaK BHPTYyaJbHYI0 HANKYy /I TOro, 4YTOOBI CO3AaTh

BUPTYAJIbHYIO TIATIKY U COXPAHUTH B Hee COO6H.[€HI/Ie.

5.21 I';100aBLHBINI IIOUCK COO0IIIeHUA

Jlnst riobanpHOrO Noucka cooOiieHWH BbiOepuTe NMyHKT KomaHjaHoro meHio IIpaBka >

Haiitu > I'lmobajnbHbIH IIOUCK, JIM00 Ha MaHeJIXM MHCTPYMEHTOB HCI’IOJ’[LBYFITE CTPOKY BBOJia OJid
I7100aJIbHOTO IIOMCKA ITHCeM (Hepexon Ha 3TO IIOJie OCYHIeCTBJIeTCd II0 COYeTdHHIO KJIaBUIIL

Ctrl+K/2Cmd+K).

B ocnoBHOM OKHE IMPpUIOXKEeHHWs OTKPOEeTCd HOBAA BKJId[IKA C pe3yjibTdTaMH r7100aIbHOTO

IoMucKa coobuieHun. JloctynHel GpUIbTpanys U COPTUPOBKA CIIMCKA.
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5.22 Ilouck agpeca

HJIH IIOHCKa aJipecCa BOCHOJIbByﬁTECb paCliipeHHbIM peXUMOM IIOUCKA B aILPECHOﬁ KHHUIe.

Bribepute myHkT komanaHoro merio IIpaBka > Haittu > Ilouck ampecoB. Ha skpaHe mosiBUTCS

JIMAJIOTOBOE OKHO ITOMCKa B afipecHOM kHUre (cM. PucyHok 43).

— (] o

4 Paowmpennpiil pesxiii Nowcka 5 agpecHof KHHre

MegTo newcra: Bce aapecHbie KHIAMM b m

OupcTiTe
D Bunonseninn peex yenoeni BrinaaHenvn neobore us yenosni
CIprasiaawmn w COARQEAT V MyOffice +
Hean A INeKTpoHKAN NoYTA Jiprannaayian Pab.. .. H
2 Anercanap Crnpaos slexandramimavBtes wrmyalffice My Oifice
a Elzna Smmmawa elenasmirnova @techwr.myatficeru My Dffice

Hamaesa 2 coBnsgena

PucyHok 43 - JInajoroBoe 0OKHO ITOMCKA

Jly1st TorcKa ajipeca BBITIOJIHWTE CllefyIolire AefCTBUSL:

1. Beibepute Mecto moucka (KOHKDETHYIO aJpecHYI0 KHWTY, BCe ajlpecHble KHHIH,
cobpaHHbIe ajipeca).
2. CdhopmupyiiTe 3ampoc MOMCKA, ISl 3TOTO BbIOepUTe MoJie MOMCKA, YCJIOBHe TOWCKA U

m1a6bs10H noucka. [Ipy HeoOx0IMMOCTH MOXKHO CO3/1aTh HECKOJIBKO YCIIOBUH.
3. Haxxmute xkHonky HaiTh 115 Hayaia MOMCKA 10 3aJJaHHbIM YCJIOBHUSIM.
4. Tlpu HaMMUMK COBMA/IeHUN OHU OyIyT OTOOPaXKeHbI B MaHEeIN Pe3yJIbTaToB.

5. HaxxmuTe kHONIKY OYHCTHTS J17151 OYUCTKH YCIOBUN MTOUCKA.

BbIﬁepI/ITe CTPOKY C aJipeCOM Had IlaHeJIn HalJIeHHbIX pe3yJibTaTOB, BBIIIOJIHUTE ClleJyronjre

JeCTBU U1 afipeca:

1. Haxmure KHOIIKY CBOﬁCTBa, Ha 5KpaHe OTKPOEeTCH IIdHeJIb PeAdKTUPOBAHW A KOHTAKTd.

2. Haxwmure kHoniKy Co3aTh, Ha 3KpaHe OTKpPOeTCs [aHeslb CO3/ITaHUSI KOHTAKTa.

3. Haxxmwure KHOIIKY YJ_IHJII/ITI), Ha 3KpaHe OTKPOeTCs 3dlIPpOC Ha yidJIeHHe KOHTAKTd.
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5.23 ApxuBaInus CO0OIeHHH

YT006BI repeMeCTuTb B dPpXUB OOHO WJIN HECKOJIbKO COO6H.[€HHI>1, BbIJIe/INTe UX B CIIMCKe U

BBITIOJIHUTE OJJHO U3 CJIeIYIONINX JAeNUCTBUN:

— BbIOepUTe MyHKT KoMaHHoro MeHi0 Coo01ieHue > ApXHBHPOBATh;

— IIeJIYKOM HpaBOﬁ KHOITIKM MBIIIN OTKpOfITE KOHTEKCTHOe MEeHIO M BBIIIOJIHWTEe KOMdHOYy

ApxuBHUPOBaATH;

— eCJIi B CIIMCKe BBIIeJIeHO OJHO CoobImeHue, B 00JIACTH IIPOCMOTPA JAHHOI'O COOOIIEeHUs

HaXXMUTE KHOIIKY =J (ApxuBHPOBATH 3TO COOOIIIEHHE);

— eCJId B CIIUCKe BLIIeJIeHO HeCKOJILKO COOOIleHHM, B 00JIaCTU IPOCMOTPA COOOIIIeHU

Ha’KMUTe KHOIIKY ApXHBHPOBATh;

— B QHIVIMMCKON packiajike KJIaBUATypbl HOKMUTE Ha KJIaBUiny A.

COO6H.[€HI/I$I repeMecCTsTCSd B «APXI/IBH» u 6y,I[y'T pa3MelieHbl B IIdIIKe, COOTBETCTBYIOLHGIZ

TeKylleMy roay, HanpruMmep, « Apxusbl / 2023».

5.24 Ynanenue cooOLIeHHA

YT006BI YAAJIUTb OAHO COO6H.[€HI/IE, BBITIOJIHUTE Clleyroniye IerCTBUS:

1. Beimenute cooOliieHue B CIIHMCKe.

2. BplnonHUTe KOMaHAY yAajleH!sl OJHUM U3 CIIeyIOIUX CII0COOO0B:

— IIeJIKHHUTe npaBoﬁ KHOIIKOM MBI T10 CTpPOKe COO6H.[€HI/I$I W BBITIIOJIHUTE KOMdHOY

KOHTEKCTHOI'O MEeHIO Y JaJIuTh cooﬁme}me;

—B 00JIacTH _IIpOCMOTpa COO6H.[€HI/I$I Ha>XMHUTE KHOIIKY M (YHHJII/ITI) 3TO

COoDIIeHue);

— HaxkmuTe KiaBuiry Del.

YTo6blI yIaIUTh HECKOIBKO COOOIIIeHUM, BBITIOJTHUTE CIIe/IyIole 1efCTBUS:

1. Brimenurte ma#nHble COOOIEHUS B CIIUCKe.

2. BpInonHUTe KOMaHAY yajeHUs! OHUM U3 CJIeAYIOIIHX CII0COD0B:

— IIeJIKHUTe II0 BbIJe/IeHHbIM COO6H.[€HI/I$IM HpaBOﬁ KHOIIKOM MBI KW BBIIOJIHUTE

KOMaHy KOHTEKCTHOI'O MEHIO YHHJII/ITI) Bmﬁpannme COOﬁIIIEHI/Iﬂ;

— B 006J1aCTH TPOCMOTPA COOOIIIEeHU HAXKMUTE KHONIKY Y JaIUTh;
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— HaxmuTe kiasuily Del.

VY nanenHsble coob1IeHUS IePeMeCTSITCS B MAIKY « Y 1aJleHHbIe.

5.25 Ileyars cooOIeHHn

HJISI NpeaBapyuTeJIbHOI'o0 IIPOCMOTPA COO6H.[€HI/I$I rnepej 1edarblo, HaCTpOﬁKH IapaMeTpoB

revaTy ¥ JajibHerIlen rnedyaTu COO6H.[€HI/I$I BBITIOJTHUTE OJHO 13 CJIEAYIOIIUX e CTBUM:

— BbIeJInTe COO6H.[€HI/Ie n BbI6epI/ITe ITYHKT KOMdHJIHOI'O MEHIO0 daiin > HE‘IHTI);

— BbIeJihTe COO6H.[€HI/IE, Ha [NdHeJIM UHCTPYMEHTOB HAXXMHUTEe KHOIIKY BbI30Bd MEHIO =

(mento MoitO¢uc IToura), B nosiBuBIemMcs: MeH1o Beibepute Ileyars;
— BbIZlesiuTe coobiienue, Haxxmute Ctrl+P/2Cmd+P;

— B OKHE€ IIpeJBApUTEJIbHOI'O IIPOCMOTpPAa COO6H.[€HI/I$I Ha’XMHUTE KHOIIKYy @oo (BOJII)IIIE

HEﬁCTBHﬁ), B BO3HHKIIIEM KOHTEKCTHOM MeHIO BbI6epI/ITe KOMaHOy PacneanaTL;

— B OKHe IIpeJBapHUTeJILHOr'o IIPpOCMOTPA COO6Hl€HI/ISI BLITIOJIHUTE KOMaHy KOHTeKCTHOI'O

MeHI0O Pacneyarars;

— IIeJIYKOM npaBoﬁ KHOIIKM MBI BbIJeJInTe COO6H.[€HI/Ie U BBIIIOJIHUTE KOMAHIY

KOHTEeKCTHOTO MeHI0 Pacmmeuyarars.
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Ha oskpaHe oTkpoercsi maHenb MpeIBApUTEILHOTO IPOCMOTPA M IedYaTh COOOIIeHus

(cM. PucyHok 44).

Teaisc B sl
[ ———————

Oara: 1100 1522 1308

Wanay a8t revric ot mbsa
Crecma ooseoa

Tuc. Wer 3%, 3032, 12 LY 08 T8 wotr

bt ik

E TR

MNevyaTtke 1 AKCT Bymari

Mammarens

[ & Kyocer TASKalfa 3070 v]

Hucme xommw

ERE

OpuenTalan

I__‘I Krmsmas I-_"'l AnpSomnas
Crpanvue

Bee P

UeeTonoii pesis

Ece Hactpofm

MeyaTath, HONGNBIVA CHETERINLIN (v

Omuaena

Pucynok 44 - [1anesnb meyatu coob1ieHus

Ha manenu HNHCTPYMEHTOB B npaBoﬁ YaCTHU IIaHeJIn HaCTpOﬁTe NapaMeTpbl I1e4dTH. I[J'U[

TOTO, YTOOBI paciieqaTaTb COO6H.[€HI/Ie, HaXMHUTE KHOIIKY ITeuars. HJISI BbI3OBdA CHCTEMHOI'O

JAuajiora 1nedaTv BbIﬁepI/ITe CCBIJIKY l'[eanaTL, HCITI0JIb3YyA CHCTeMHBbIN TUAJIOT.

5.26 PaboTa B aBTOHOMHOM pe:KuMe

IIpu oTCyTCTBUM CeTeBOrO COefUMHEHMs] BO3MOXKHA paboTa MpPUJIOXKEHUS B aBTOHOMHOM

pexxuMe. B 3ToM citydae MMeIoTCs OTIIMYUS OT OOBIYHOTO peXXrMa paboThl.

1. ITpu mombITKe MOTYYUTh COOOIEHHsT Ha 3KpaHe BO3HHKaeT coobieHue "Bul paboTaere

B d4dBTOHOMHOM pexumMe.

cooomenuni ?"

Xorture HNOAKJIHYUTBCA I II0JIydeHHusd HOBBIX

2. Bmecro OTIIPABKU ITMCbMad COXPAHAIKOTCA B IIdIIKe quHOBl/IKI/I.
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3. KnHonka oTnpaBku co00IIeHHsI COJIepXKUT TeKCT OTnpaBUTh no3ike (cM. PucyHok 45).

4 Cospadne coobwerssa: [Ses Tembl] - MoRDSe MNaouta - | x
Daiin [paexa Bun Borae oM Hectpofxn  MHCTpyMEHTLI  Cipaese
[1—. OTnpagnTe rnam.q] H MpaganucaHve [f‘ Ee3onacHooTE ~ (5] CoxpaHuTe » '1 BRoKTE ~
Or Anexcarap CrupHos <alexandrsmimov@iechwrmyelficer.  w HonvR  Cepwitar gomdA  OGpatHesd agpac
Komy: [an-ﬂ CrupHoaa elenasmimova@techwr myoffice s J
Tema

PucyHok 45 - IlaHenb coobinenus B pexxume odpduiaiit

HHH BKJIIOYeHHs HW/IIM BBIK/IIIOYeHHS aBTOHOMHOI'O peXXHMa p860TbI HCHOHBBYIZTQ ITYHKT

KOMaHJIHOTO MeHIO Paiin > ABTOHOMHas padora > Padorats aBTOHOMHO.

Hacrpoiiku paboThl B aBTOHOMHOM peXXHMe ONMHCAHbI B pa3fene HacTpoiika rmapamMeTpoB

ABTOHOMHOM paboTHL.
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6 PEJAKTUPOBAHUE COOBIIIEHUA

6.1 OxHO peaKTHPOBAaHUS COODIIEHUS

OKHO pelaKTUPOBAHUs ITUChMa BBITVISIIAT CJIeAyromuM o6pa3om (cM. PucyHok 46).

NaHene 3aronoBKoB COOBLEHNA KomangHoe MeHro MNaHenb MHCTPYMEHTOB

4 Cozphrue cooBierna: (Bes Temel) - MyOfficeMail — O X

|Qaﬁn Mpaexa Bua BcraewTe ©opmar HacTpoiikw  MHCTpymeHTl Cnpaska |

fpaeute A, MNpaBonncaHue v ) BesoracHocTb Y  [3) COXpaHuTb v [ Bnomuts v
O1; | AnexkcaHap CMupHoe <alexandr.smimov@techwrmyofficeru> Moyra gns v Konua  Ckpwitaskonus  OBpaTHulil agpec
KomMy:
Tema
Abzay WV || MponopunoHansHsii v -|_ T BITUYU & (=12 E E =~ [I]Jv

v 2 Attachments @ELE Mpeanonaraems

KHuralcsv 63 Gaift | @) testl.docx 213K

pazmep nucema.: 29,1 Kb

A AMpec 3NeKTPCHHOA NOYTE!, COOTBETCTEYHIWMIA aapecy B none 0T, He HaAgeH. CooBuwieHne yneT 0TNPaBrEHO C CMONL30BaHUEM TeKyLIEero X
afpeca & none OT: W HAaCTPOEK afipeca 3NeKTPOHHOW NouTel AnekcaHap CrupHoB <alexandr smirnov@techivr myoffice. nus.
Pyccrkuit
WHcopmaumoHHas naHenb MaHenb BRoXxeHWn MaHenb chopmaTpoBaHuA TekcTa [MaHenb pegakTMpoOBaHUA

Pucynok 46 - OxHO peJJakTUpPOBaHUS TUCbMA

[Tarenu okHa pPedaKTUPOBaAHHA COO6H.[€HI/ISIZ

1. KoMaHIIHOE MEeHIO.

2. IlaHesnb MHCTPYMEHTOB.

3. IlaHesp 3aroJIOBKOB ITMCHMA.

4. Tlawens opMaTUPOBAHUS TEKCTA.

5. Ila”Henb pegakTUpPOBAHMS HUCHMaA.

6. UudopmalioHHas nagesb.

7. IlaHenb BIOXKEHUU.

6.2 KomaHaHoe MeHI0 OKHA CO00IeHus

KomangHoe MeHI0 0KHa COODIIeHUs! BBITTISIUT ClleiyolnuM obpazoM (cMm. PucyHok 47).
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4 Co3zganne cooBuyenun: (Bes Temer) - MyOfficeMail — [m] X

@ain [paska Bug BcrasWTe ©QOpPMAT HaCTpokn  MHCTpymeHTsl Crnpaska I

F. Npaeonncadme ¥ (5) besonacHocTb™  [] COXpaHWTb ¥ [ Broxuts v

=]
1=

Anexcangp CuupHos <alexandrsmimov@techwr.myofficeru> (JowTa 477 «ale chw Konur  Cxpemas konuA  OGpaTHsli aapec
Komy:
Tema:

ABzay v | | X0 Thames v | B BIVU & =1z

Il

(]

111
<

=
<

AHITMACKMIA (CLLA)

Pucynok 47 - KomaniHoe MeHIO OKHa COOOITIeHus

6.2.1 dPain

Menro Paiisr COIep)XHUT CIIeTyIoIe KOMaH/ b
1. Co3maTh — mpu BBHIOOpe TAHHOM KOMAaHJbI OTKPBLIBAETCSI TOIMEHIO CO CJIeAYIOIIUMU
KOMaHIaMH:
e Coobmenne Ctrl+N/3Cmd+N — co3maTh coobleHue;
e KoHTaKT afpecHoii KHUTH — CO3/1aTh HOBBIM KOHTAKT;

2. Baoxurp — npu BbI60pe IAQHHOM KOMaHAbI OTKPBIBAETCA IIOAMEHIO CO ClieJyoIMnuMnu

KOMaHJIaMU:
e daitn(er) Ctrl+Shift+A/{ Shift+Cmd+A — OTKpBIBAaeTCS [IUAJIOTOBOE OKHO
BbIOOpA ¢aiisia, BEIOpaHHbBIN baiiy TPUKJIAJAbIBAETCS K MTUCHMY;

e BeO-cTpaHuily — OTKpBbIBAaeTCS JUAJIOTOBOe OKHO BBOJla ajipeca BeO-CTPAHMUIIB,

KoTopas OyzeT NpuioXeHa K IUCbMY;

e Busutny kaprtouky (vCard) — nepekiioueHre pekuma BIIOKUTh/He BKJIAJIbIBATh

BHU3UTHYIO KapTOUKY K [THCbMY;

e HamoMHuuTH I033Ke - BKJIFOUNTh/BBHIKJIIOUHUTH pexum HaIIOMHWHAHHWA 6}

He0OXOJJUMOCTH BJIO>KEHUSI.
3. Coxpanuts Ctrl+S/s6Cmd+S — coxpaHuUTh TeKyIllve U3MeHeHNs B IIMCbMe.

4, COXPHHHTB KaK — TIIpu BbI60pe JAHHOM KOMAaH]IbI OTKPBIBAETCA IIOAMEHIO CO

e oMU KOMaHIldMU.:
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o Pajiy — nepeksItOYaTelb PeXKMMa COXPaHeHHs], TMChbMO OyJleT COXpaHeHO Kak ¢aii;

L4 qepHOBI/IK — IIepeKJiro4daTesjlb peXrMd COXpPdHeHHUs, IMHUCbMO 6YJIET COXpPdHEHO B

nanky YepHoBUKH;

e IITabsioH — mepexirovaTeb peXXMMa COXpaHeHWs, MUCbMO OyaeT COXpaHeHO Kak

111a0J10H.

5. OropaButs Ctrl+Enter/s$sCmd+Enter — otnipaBuTh coobiiieHue.

6. OtmpaBurps mozxke Ctrl+Shift+Enter/ Shift+:3Cmd+Enter — nmomectuTs nmucbmMo B
Hcxonsimue, 0TIPaBUTh TIO3XKe.

7. Ileuars Ctrl+P/:¢Cmd+P — oTKpbIBaeTCsi CUCTEMHBIN TAAJIOT MeYaTH.

8. 3akpseith Ctrl+W/sCmd+W - 3akpeiTie okHa coobimenus. Eciy 6p11 HabpaH Tekcr,
cM. 3akpuiTHe McbMa 6e3 OTIPABKHU.

6.2.2 IIpaBka

Mesio l'IpaBKa COIEepXUT Clieayroire KOMaH/bl:

1.

OtMmenuTs Ctrl+Z/$Cmd+Z — oTMeHUTH TTOCIIe[THee BLIOPAaHHOe JIeHCTBYe.
IToBTOopuTH Ctrl+Y/$Cmd+Y — moBTOPUTH MOCTIeIHEE BEIOpAHHOE JIEUCTBHE.
Bripesars Ctrl+X/2¢Cmd+X — BbIpe3aThb BbiJleJIeHHBIA TEKCT.

KomupoBats Ctrl+C/%Cmd+C — konmupoBaTh BbiZIeJIeHHBIA TEKCT.
BcraButh Ctrl+V/3$Cmd+V — BcTaBUTb TeKCT U3 Oydepa oOmMeHa.

BcraButh 0e3 popmatupoBanus Ctrl+Shift+V/ ¢ Shift+2Cmd+V — BcTaBUTh TeKCT

6e3 bopmMaTUpOBaHUS.
BcraButs kak pmraty Ctrl+Shift+0/ 0 Shift+:Cmd+O - BcraBUTH copepxuMoe
O0ydepa obMeHa Kak IUTATY.

Ynamute Del — ynanenuve BoijiesieHHOTO ¢parmeHTa TekcTa. Eciv B mucbMme HeT

BblleJIeHNs, IIYHKT MeHIO 3allpelleH.

IIepe¢popmarupoBars Ctrl+R/€Cmd+R — mpeobpa3oBath coobiiieHre B ¢dopmar

Plain-text.

10. IlepeumenoBath Binoxkenue F2 — nepeiMeHOBaTh BIOXKEHUeE.

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

89



MownOdounc

11. IlepecopTupoBatsh BiaoxkeHus: Alt+X/~\"Option+X — nepecopTrpoBaTh BIIO>KEHUSI.

12. Beigernts Bcé Ctrl+A/#Cmd+A — Bbifie/ieHre BCero Cojiep)kKMMOro MHUChMa.
13. Haiitu Ctrl+F/2Cmd+F — oTKpbITHe MaHex Mo1CKa.
14. Haiitu u 3ameruTtsh Ctrl+H/2Cmd+H — oTKpbITHe MaHeu 3aMeHBbl.

15. Haiitu eme pa3 Ctrl+G/$3Cmd+G — mouck ciieiyioniero BXox1eHusl.

16. Haiitu npeasigymee Ctrl+Shift+G/ ¢ Shift+2Cmd+G - mnouck mnpenwiayIero

BXOXXIEeHHA.

6.2.3 Bun

Mesio BI/IlI COIEepXUT Ciieayroire KOMaH/bl:

1. ITanen MHCTPYMEHTOB — IIPU BbIOOpe JTaHHOW KOMaHIbl OTKPHIBAETCS MOAMEHI0 CO

CJIeAYIONIMMUA KOMaH IaMH:
¢ ITaness MeHI0 — TOKA3aTh/CKPBITH MTAHEJIb MEHIO;
¢ ITaHe1b KOMIIOHOBKH — IT0KA3aTh/CKPBITh TAHEIb UHCTPYMEHTOB;
¢ ITanens ¢popmaTHpOBaHMS — TOKA3aTh/CKPHITh MMaHeIb GOPMaTHUPOBAHUS;
e CTpoKa COCTOSTHHS — 1T0Ka3aTh/CKPBITh CTPOKY COCTOSTHUSI.

2. Macmtad — npu BbIOOpe JaHHOW KOMaH/Ibl OTKPBIBAETCS MOJMEHIO CO CJIeIyIOIIUMU

KOMaH/IaMU:
e YBenuuutsh Ctrl++/s8Cmd++ — yBesinuuTh MaciuTab;
e Ymenbmuth Ctrl - -/2Cmd-- — yMeHbIIUTH MacIITab;
e Copocurs Ctrl+0/%¢Cmd+0 — ycTaHOBUTH UCXOJIHBIM MacIITab;

e Tonbko TeKCT - T[PUMeHSTh MaclITabUpoBaHWe TOJIBKO K TEKCTOBOMY

COJIeP>XKMMOMY ITHCbMa.

3. ITose Komy Ctrl+Shift+T/{ Shift+:3Cmd+T- nepexon B mose Komy;
4. Ilone Kommsa Ctrl+Shift+C/ 1 Shift+3Cmd+C- nepexon B nosne Komus;

5. ITone Ckporrasg xkomusi Ctrl+Shift+B/{ Shift+:$Cmd+B — nepexon B mosie CkpbiTas

Komnug;

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 90



MownOdounc

6. Ilanenb KOHTAKTOB F9 — OTKPBITH/3aKPBITh NaHEIb KOHTAKTOB.

7. Ilanensb BnoxkeHui Alt+B/~\-Option+B — OTKpHITH/3aKPHITH IaHeNIb BJIOXKEHUN.

8. Nudopmamusa o 3ammre CcOOOImIeHHS — OTOOpakeHWe HMHGODPMAIUKM O 3alUTe

COOOIIeHHUS.

6.2.4 BcraBurn

Menio BcTaBUTB COJIEPXKUT CIIe[IyIOIIMEe KOMaH/IbI:

1. I/Isoﬁpamenne == — OTKPBITHE JUAJIOTOBOT'O OKHd BCTABKH M300paKeHus.

2. THGJII/IIIy == — OTKPBITHE JHUAJIOTOBOTO OKHA BCTABKH TaOJIMIIEL.

3. CchuIKy ... Cirl+K/sCmd+K — oTKpBITHE 11ajioroBoro OKHa BCTaBKU CCHUIKU.

4, HKOPI) C HMEHEM ... — OTKPbITHE OIUAJIOI'OBOI'0 OKHA BCTABKH AKODAI.

5. PHBHEJII/ITEJII) — OTKPBITHE NUAJIOTOBOT'O OKHA BCTABKHW PA3AEJINTEJIs.

6. HTML ... — oTKpBITHE 11anoroBoro okHa BcraBkyu HTML.
7. Math ... — oTKpbITHE IUAJIOTOBOT0 OKHA BCTABKU MaTeMaTU4eckux BeipaxkeHui LaTeX.
8. BYKBBI H CHUMBOJIBI ... — OTKPbITHE JUAJIOTOBOT0 OKHA BCTABKU OYKB U CUMBOJIOB.

9. Oraasienme — npu1u BbI60pe IIAHHOM KOMaH]IbI OTKPBIBAETCA ITOAMEHIO CO CJIeJyIOIUMHU

KOMadHaMH:
e BcraButhb — OTKPbITHE JHUaJIOTOBOTI'O OKHA BCTaBKU/ PedaKTUPOBaHKA OTJIaBJIEHUA;
e OOHOBHTH — OTKPbITHE JUAJIOTOBOT'O OKHA BCTaBKH/ PedaKTUPOBAHUWSA OTJIABJIEHUA;

¢ YOparsp — yJaneHve orjaBiieHusl.

10. Pa3psIB o n300pakeHUSIMH — BCTaBKa pa3pbiBa M0/1 M300pakeHUsIMU.

6.2.5 ®opmar

Mento ®Popmart cofiepXXUT CJieiyIole KOMaH/Ibl:

1. IIpudTt — BBHIOOP THUNA HIpHTA U3 CIIMCKA AOCTYIHBIX BADUAHTOB.
2. Pasmep mipudra — BbIOOp pa3Mepa mIpUQTa U3 CIIKCKA JOCTYIIHBIX BADUAHTOB.

3. CTHIb TeKcTa — BbI60p CTWIA TeKCTa U3 CITMCKA AOCTYIIHbIX BAPUAHTOB.
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4, IIBET TEKCTd — OTKpPbITHE IMAJIOT'OBOI'O OKHA BbI60pa OBeTa TeKCTa.

i

IIpepBats crumm Tekcra Ctrl+Shift+Y/{ Shift+2Cmd+Y - c6pocuts Texyuue

YCTaHOBJIEHHbIe CTUJIK TeKCTa.

*

IIpepBarts cchuiky Ctrl+Shift+K/ ¢ Shift+3Cmd+K — npepBaTh CCbUIKY, TPOAOIIKUTD

OOBIYHBIM PopMaT TeKCTa.
7. Ypanurs sxopsa ¢ umeHamu Ctrl+Shift+R/ ¢ Shift+3Cmd+R — ynanuts sikopsi.
8. A63an — BbIOOp cTiis IpudTa U3 CIMCKA JOCTYITHBIX BADUAHTOB.
9. Cnucok — ¢popmMaTrpoBaHUe CIIKCKA U3 CIIMCKA JJOCTYITHBIX BAPUAHTOB.
10. YBesmmunts orcryn Ctrl+]/$Cmd+] — yBenudeHre oTCTyna UMEIOIIerocs CIMcKa.
11. Ymenbmuts orcryn Ctrl+[/3Cmd+[ — ymeHbIIeHre O0TCTyTIa UMEIOIIerocsl CIMCKa.

12. BblpaBHI/IBaHI/Ie — YCTaHOBKa THIIa TI'OPDHU30HTAJILHOTO BLIDABHHMBAHUA HCXOOA U3

HMMEIOIINXCSI BADUAHTOB.
13. Tabmuma — oneparuu c TabIUIew.

14. NonosiHuTEIbHBIE CBOMCTBA — OTKPHITHE [IHAJIOTOBOIO OKHA pelaKTUPOBAHMS

JOIIOJIHUTEbHBIX CBOMCTB COO6H_[€HI/IFI.

15. IIBeTta u ¢oH CcTpaHMUBI — OTKPBITUE JIMAJIOTOBOI0 OKHA HACTPOWKHU IBeTa U (oHa

CTPDAHUIIbI.

6.2.6 Hacrpoiiku

Menio HacTpoiku COJIEpXXUT CIIeIyIoIIre KOMaH/Ibl:

1. IIpoBepurs mnpaBomucanue Ctrl+Shift+P/{ Shift+:Cmd+P - oTkpbITHe mNaHeIu

[IPOBepKHU IIPaBOINCAHUS.

2. IlpoBepka mnpaBomMCaHHsI TNPH Ha0Ope TeKCTa — HACTPOWKA, PperyJupyrolas

¢doHOBYy10 MTpoBepKy opdorpaduu mpu Habope TeKcTa.
3. IluTHpoBaTh CoODIIEeHHe — IUTUPOBATh TEeKYyIllee BLIOpaHHOe COOO0ITeHHe.

4. YBenpomileHHe 0 IPOYTEHHUH — HACTPOWKA, PEryJIMpYIOIIas oJTydeHre YBeJJOMJIeHUS O

IIPOYTEHHUH.

5. YBeaomieHHe 0 J0CTaBKe — HAaCTPOMKA, peryJMpylolias nojlyuyeHrue yBeJOMJIeHUs O

JOCTaBKe.
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6. dopmaTt gocTraBKH — BbIOOpP dopmaTa JAOCTABKM COOOIEHHS U3 CIKMCKA JOCTYIIHBIX

BAPHUAHTOB.
7. BaxkHocTb — BbI60p BA>XHOCTH COO6H.[€HI/I$I N3 CIIMCKa JOCTYIIHBIX BAPHUAHTOB.

8. IloMecTHUTH KOIIHIO B MarIKy — [I03BOJIMET 3a1dTh IIdIIKY, Kyld 6y,[[8T ImomMenieHa KOIIWA

COOOIIIeHUS.

9. HaCTPOI/ITI) aJipec OTIIpABUTENA — HaCTpOﬁKa daJipeCa OTIIpaBuTeJid, eCcikd 3TO

IIOJIIepP>KMUBAEeTCs IIOYTOBBIM IIPOBaNIepOM.
10. Texnonorusa mudpoBaHus — BeI6op TexHosioruu mudposanus (OpenPGP, S/MIME).
11. He mmpoBaTh — He MKUPPOBaTh COOOIIEHNE NTepei OTIIPaBKOM.
12. TpeboBaTh mudpoBaHus — 3aIpOCUTh MIMPPOBaHUE IIepei OTIIPABKOM.

13. IlopgmucaTh 3TO COODIIEHHEe — OTIIPABUTH COOOIIEeHHe C TIOJITUCHIO.

6.2.7 UHCTpYMeHTHI

Mesnio I/IHCTPYMEHTBI COIepXUT Clieayroire KOMaH/Ibl:

1. Ilouyra u rpymmel HOBocTei Cirl+1/3Cmd+1 — mepexom u3 OkHa COOOIIEHHST K

ocHoBHOMY OKHY Moi#tOdwuc [lodra.

2. ApnpecHass KHUra — OTKpbITHe JKpaHa aJ[peCHON KHUTH.

3. IIapameTpsl y4eTHOM 3aNMCH — I1epexo/] Ha KpaH HAaCTPOWKM YIeTHOM 3alKCH.

4. HacTpoiKku — repexo/ Ha 3KpaH HaCTPOEK.

6.2.8 CmpaBka

Mento CripaBKa COJIEPXKUT ClleyIOle KOMaH/Ibl:
1. CopaBka o MoitO¢uc Iloura (F1 / 2Cmd+/) — OTKpbITHE B OTAEIbHOW BKJIAZIKe
PyxoBoncrsa Ilonb3oBarens.

2. Nudopmanusa mia peireHHsi NPoOJIeM — OTKpPBITHE TeXHWYeCKod HHOpMaIu,

I10JIe3HOM /IJIs pellleHus IpobiieMm.

3.0 nporpamMmme — OTKPBITHE ITHUAJIOTOBOI'O OKHA C HH(l)OpMaHHEﬁ O BepCHH, IIPpaBOBBIMUA

yBeAOMIJIEHUAMMU, YCIIOBUSIMU HUCIIOJIb3OBAHUA.
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6.3 IlaHenb HHCTPYMEHTOB OKHA CO3[JaHUSI COOOIIeHHS

[TaHesib MHCTPYMEHTOB OKHA CO3/IaHUSI COOOIeHUs TpuBefieHa Ha PucyHke 48).

4 Cosganme cooBienna: (Bes tembr) - MyOfficeMail — O K

®ain [lpaska Bug BcrasuTe OQopmaT HacTpoilkn  MHcTpymenTel Crpaska

A NpaeonucaHue ¥ (=) BesonacHocTb™ (2] CoxpaHiTh v [ Broxwums v I

Afizay

0T Anekcanap CMWpHoB <alexandr.smimov@techwr myoffice.ru= /7

v KonuA  Ckpbitan konwA  OBpaTHsIi aapec
Komy:

Tema:

~ | | X0 Thames v BT lB I u

AHAHIACKWi (CLUA)

Pucynok 48 - IlaHens ”HCTPYMEHTOB OKHA CO3/IaHUSI COOOITIeHHS

6.3.1 OTnpaBka coooeHus

Jlis OTIpaBKM TeKyllero muchbMa HaKMUTe KHOMKy [ OTNPEEWTE | Eciou B mUchMe He

3aroJiHeHbl 00si3aTeyibHbIE 10/, KHOMKa OTmpaButh Oyaer HemoctynHa. OO6s3aTenbHBIMH

nosismu siBisiioTcst Ot, Komy. Ecnu y nucbma He 3anonHeHo nosie Tema, ripu oTripaBKe Ha 3KpaHe

MOSIBUTCS coobieHue (cM. PucyHok 49).

HancrmuHanue o Teme e

@ ¥ Bawero coobuleHma HeT Temel,

OTnpaeuTsL Bea Temel OTMEHWTE OTNPABKY

Pucynok 49 - HannomuHanue 06 OTCyTCTBHUY TeMbI
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Haxxmute OTnpaBUTH 0€3 TeMbI, eCiii Bbl [IOATBepXK/iaeTe OTIIPaBKy 6e3 TeMbl, HAXXMUTe
OTMeHHTH OTHPaABKY, eClM Bbl XOTUTe OTMEHWUTb OTIIPAaBKy NHCbMa K BEPHYTbCS K ero
pelakThpoBaHUIO. B citydae, eciiu nipu BbIOOpe BIIOXKeHHUsI Bbl OTMeTH/IM HacTporiky HamomMHHTH
Mo3:Ke, a 3aTeM He HACTPOWJIM BJIOXKeHWe, TO IPU OTIIpaBKe MHCbMa Ha 3KpaHe OyJieT IOKa3aHo

coobmienue (cMm. Pucynok 50).

HancmuHanwe o BRoxeHnM e

@ Bil 33661114 BACKKTE hain?

OTNpaeuTe OTMeEHa

Pucynok 50 - HanomrHaHve 00 OTCyTCTBUM BIIOXKEHUS

Haxxmure KHOIIKY OTIIpaBI/ITI:, €ClIn XOTUTe OTIIPpaBUTb IIMCBMO 0e3 BIOXKEHHS. HpI/I
Hakati OTMeHa OTIIPABKA ITMCbMd OTMEHUTCS W Bbl CMOXKETe I[OﬁaBI/ITb BJIOKeHHe B ITMCBMO.
HpI/I YCHEMHOﬁ OTIIPpdBKe ITMCbMd OKHO peldKTUPOBAHUS ITMCbMd 3dKPOETCs, U ITMCbMO ITIOSIBUTCA B

I1aIiKe OTIIpaBJIEHHBIe nIin I/ICXOHHHII/IE.

6.3.2 IIpoBepka npaBonMCaHHs

Iyt Toro, 4To6BI IPOBEPUTH M MCHPAaBUTHh opdorpaduueckrie OMMOKU TeKyIlero MnuchbMa,

Ha)XMUTe KHONKy | - [IPEBOMWCEHWE™  Hy sxpaHe OTKpOETCS OUAJIOrOBOE OKHO IPOBEPKU

MpaBOIMCAHUs TeKyIero nucbma (cM. Pucynok 51).

I'Ipou.cp-xa QAN OTTACANEA =
Cnoao © owubeol  gepess MPOBEANTE TEKET CHOEA
SaneHTa Hal | f~'-‘F“-‘“'“| ] MpoBEpUTE CAOBD
BapuaHThi:

ABpes
A3MEHNTE BCE MNponycTims Boé

ABpEAD
LEDEIA

AEpER '::.':{IB‘-EPH MOAE3TBATENRD
Aepeay AcSaBnTh CADBD HamMeHuTh,,

ASHEpeE

Aasig:

Pycexuii b FAKPRITE

Pucynoxk 51 - JluasmoroBoe 0OKHO ITPOBEPKU MPABOIKACAHUS
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HanHas [uanoroBas IlaHeJlb II03BOJIIeT TIPOBEPUTh W MCIPAaBUTb  BO3MOXKHbBIE
opdorpadudeckre OMIMOKM B IHCbMe, WCIONb3Ys IpeasioKeHHble BapyaHTbl. OKHO IIPOBEpPKH

IIPpaBOITMCAHKW COAEPXUT ClieAyIolre I10JId U 3JIEMEHTHI YIIPABJIEHHWA:

— CJ10BO € 0IIMOKOI - Tekylllee CJIOBO C 0OHAPY>KEeHHOH OIIHOKON;

—HpOBepI/ITI) TEKCT CHOBA - CHOBA IIPOCKAHWPOBATb BCE IMMCbMO M HA4aTb C repBoro

OIIMOOYHOIO CJIOBA;
— 3aMeHUTBH Ha - NIpe/JIOKeHHbIM BapUAHT 3aMeHbI;
— IIpoBepHuTH CJI0BO - IPOBEPUTH CJIOBO, COJIepsKallleecs B 110Jie BBO/IA 3aMeHHbI;
— BapuaHTHI - CIIMCOK BO3MO>XXHBIX BADUAHTOB UCIIPABJIEHUS;

— 3aMeHHTh - 3aMEHHUTb B IMHCbMe OIMMOOYHOEe CJIOBO Ha Hpe,HHO)KeHHbIﬁ BapUaHT U

IIepelTH K CllelyIolllell HalJleHHO! OIMOKe;
— IIpomycTHTB - IPONYCTUTH TeKylllee CJIOBO U IIepeiTH K ClleyIollel OlroKe;

— 3aMeHHTh BCE - 3aMEeHMTb BCe OIMMOOYHBIE MCIIOIb30BAHUS TeKyIero CjioBa B IIKMCbMe

Ha HPEJ:[J'IO)KEHHHﬁ BApUAHT;

—HpOHyCTHTB BCé - IMpOITyCTUTL BCe OIIMOOYHbBIE HCIIOIb30BAHUS TeKyIliero cjioBa B

IIMCbMe U TIeperTH K CllefyIolel olInoKe;

- I,HOﬁaBI/ITI) CJIOBO - ,I[O6aBI/ITb CJIOBO B CJIOBAphb IIOJIb30BATeJId, B 3TOM ClIydde OHO He

6YJ:[ET BBI3BIBATH OI_LII/I6KY B JAJIbHEUIIIEeM;
— N3meHuTs - U3MEHUTD CJIOBAPhb I10JIb30BATEJIA;

— s3Ik - BbI60p A3bIKA IIMCbMaA, TEKYH_[I/Iﬁ A3BIK TadKXKe MOXHO BbI6paTb, OTKPbIB
BCIJIbIBAIOIIlee MEHKO II0 HAaXXAdTUI0 CTPeJIKH, paCHOHO)KEHHOﬁ CIipaBa OT KHOIIKA

IIpaBonmcanmue.

B CJlydde HaJIn4usa OIIMOOK B IMCbMe CJIOBa, CoJepzKalliue OI_HI/I6KI/I, 6y,Hy'T MMOTYEPKHYTbL
BOJIHUCTOU JIMHUEM. HJISI HCIIpaBJIEHUA (0)1115(s]0) 4 OTKpOﬁTe JHaJIoroboe OKHO l'IpOBepKa
IIpaBOIMUCAHUSA. B none BBOJad 3aMeHHUTH Ha OTO6p831/ITC$I BAPHUAHT 3dMeHBbI CJIOBA C OIITHOKOM.
Ecnu BApHUAHT He YCTpauBdeT, BbI6epI/ITe U3 CIIMCKa BapI/IaHTI)I MOAXOISLIUA BApHUaHT, OH
IIOSIBUTCA B 110JIe 3aMeHuTh Ha. [lomuMmo 3TOr'o, Bbl MOXeTe M3MEeHUTb TEeKCT BPYYHYIO U 3dTeM
IIpOBEepUTH €ro, Ha>XdB KHOIIKY HpOBepI/ITb CJI0BO. Korna B I0Jie 3aMEeHHTh Ha OKaXKeTCs CJIOBO,
roToBoe i BCTABKHW B IIMCbMO, HAXXMHUTE KHOIIKY BHMEHI/ITI), CJIOBO 3dMEeHHUTCda B HMCXOJHOM
TeKCcTe MucbMa. Ecim clioBo ¢ ommbKoM BCTpeYaeTCda B TeJjle IIMCbMd HEeCKOJIbKO pd3, Bbl MOXeTe
HaXXdaThb KHOIIKY 3aMeHHThH BCe, M1 BCe BXO0XXJeHHs CJIOBA C OIIMOKOM 3aMeHsTCS Ha KOpPPEeKTHbIE.

Ecmu BeI He xoTute B TEKYH_[I/Iﬁ MOMEHT BHOCHUTb IIPpABKH [Jid OdHHOI'O CJIOBd, HAXXMHUTE
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IIponycrurs v IlpomycTuts Bece. Eciu Bbl yBepeHbl, YTO CJIOBO HAaIIMCAHO MPaBUJIbHO, HO TPHU
9TOM BO3HMKaeT OIIKMOKa, 3TO O3HAyYaeT, YTO B TeKYyIeM CJIoBape 3TO CJIOBO HEW3BECTHO, U eCThb

BO3MOXXHOCTb I[06aBI/ITb €ro B I10JIb30BATEIbCKUN CJIOBApPhb.

Il nobaBiieHHWs CJIoBa B CJIOBAph TMOJjib3oBaresis Hakmure CiioBaph moJsib3oBarTens ->
Jdo0aBUTH C/I0BO, U OHO OyJeT MOMe4YeHO Kak He uMelolee OMIMOOK. JIjisi pelakTUPOBaHUS
COIIep>KMMOTO TI0JTb30BaTEIbCKOTO CJIOBApsl HaXKMUTe Ha KHONKy CJioBapp mojib3oBareisi ->
N3mennthb. Ha dKpaHe MOSBUTCS AMAIOroBOe OKHO PeaKTUPOBAHUS MOJIb30BATEIILCKOTO CIIOBAPS

(cm. PucyHnok 52).

Choeape NOABI0BITENA x
Heeoe cnoao:
| AEF"EE'=| Oobaguts
Cnosa B cnogape:

cpesc Yépars

CpEI0EDs

SAKpLITE

Pucynok 52 - JlnanoroBoe OKHO peJlaKTHPOBAHMS TI0JIb30BATEIHLCKOTO CIIOBapSI

Huanorosas naHesib paboThl CO CJIOBapeM COJIEPXKUT Clleflylollye IOoJisi U YIpPaBJIsiolye

3JIEMEeHTBI:
— HoBoe cmoBo - mosme anf BBOJA HOBOIO CJIOBA B CJIOBape WM PpeJaKTUPOBaHUSA
CYLLeCTBYIOILETO;
— CioBa B cii0Bape - IIOJIHBIN CIIUCOK CJIOB, COIepXKalIuXCs B I10JIb30BaTeJIbCKOM CII0Bape;
— Jlo6aBHUTH - KHOIIKA 115 1obaBileHUs ciioBa U3 1ojisi HoBoe c10Bo B c10Bapy;
— YOpars - kHoIKa ISl yAaleHus! BblIeJIeHHOT'O CJI0Ba U3 CJIOBapS;

—BHKPBITI) - 3dKpbITb [JHUAJIOTOBOE OKHO, IIpXU ero 3dKpPbITUHW BCE HN3MEHEeHU 6y,I[y'T
IIpUMeHeHbl K IMHUCbMY. BuoBb )106aBJIEHHbIe CJIOBaA 6YI[YT CUHUTATHCA He HMMelIlMMH

OH.II/I6OK, d Y6paHHbIe BHOBb 6YILYT I1I0JJCBE€YEeHhbI B TeKCTe ITMChbMA.
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6.3.3 3amura

B maHeqM MHCTPYMEHTOB IHChbMa HAXO[WTCS KHOMKa - DE3IONACHOCTE™ i crpaBa ot

Hee - KHOIIKa ™ JjIs1 BbIOOpa HACTPOEeK 3alllUThI.

6.3.4 CoxpaHeHHe COOOIIEeHHS

B naneny MHCTPYMeHTOB IMCbMa HaxOOUTCS KHOIIKA [e) CoxpanuTb i crpaBa OT Hee -

KHOMKa “ 11 BbiOOpa BapuaHTa coxpaHeHus (Paiin, YepHoBuk, I1Iabson). HaxkmuTe kHONKY
BbIOOpa ¢opMaTa ISl 3a7jaHHsT HACTPOHKU COXPAaHeHUs TEeKYIIero muchbMa. JIoCTyIHBI CileiyIoripe

BapUaHTBHI:
— @aiin - coxpaHeHHe COJEpPXKUMOro MUChbMa B TeKCTOBbIA ¢aitsl. [Ipu BbIOOpe maHHOM
HACTPOWMKHU OTKPBIBAETCS IMAJIOOBOE OKHO cOXpaHeHus daiiia.
— YepHOBHK - IMCbMO COXPAHSETCs B MaNKy «YepHOBUKNY;

— IITabson - mucbMo coxpaHsieTcs: B manky «l1labmoHb», eciiv mankyd He CyIecTBOBao,

TO OHA CO31deTCd B pa3ziejie «JlokanpHbBIEe TAIIKWY.

Ecm HeoOXomumblii ¢opMar yke BbIOpaH, HakMuTe KHONKYy CoxpaHuTh, aiil

COXPAHHUTCS B IIPeJIBAPUTEIIbHO 33/IaHHOM dopMarTe.

6.3.5 Biio:xkenue B coo0OLIeHne

B coobmienne 37eKTPOHHOW TIOYTHI MOXHO JI00aBUTHb BJIOXKEHUs, KOTOpble OyayT

OTIIpaBJIeHbl a/ipecaTy BMecTe C MUCbMOM. UTOOBI NMPUKpPENUTh BJIOXEHHe K MUCbMY, HaXXKMUTe

kHOnKy | BroMWTe B mpaBoif BepxXHeil yacTH okHa. Ha oKpaHe MOSBHTCS AMANOrOBOE OKHO
OTKpBbITUS aiia, e Bbl MoOXKeTe BbIOpaTb HeOOXOOUMBIA ¢ailyl s BIoKeHUs. MoxxeT OBITH

BbIOpAaHO OTHOBPEMEHHO HeCKOJIbKO (paiyIoB.
CymiecTByeT TpU BH/ia BJIOXKeHHs, KOTOpble MO)XXHO HAaCTparnBaTh KHOIIKOW, PacllOIOXeHHON

cripaBa OT KHONKH Bioxwuts. ITo Haxarmio Ha crpenky J Bnoxuts[¥] Ha skpame Bosmmkaer

BCIUIbIBAIOIIlee MeHIO C BbIDOPOM BapHaHTOB:

— ®aiui(p1) - BIOXKeHWe B Buze ¢aiiyia, PU BbIOOpe JAHHONW HACTPOWKHM OTKPBIBAETCS

IIMaJIorOBOe OKHO BbIOOpa daiiyia, mocile BbIOOpa OJHOTO WJIM HECKOJIbKUX (HanjIoB

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



MownOdounc

OTKpOETCSl TaHellb BJIOXKEHWM CO CIKCKOM BblIOpaHHBIX ¢aiioB. Takxke MOXHO
nepeTanyuTh Gailyl MBIIIBIO U3 CHCTEMHOT0 OKHA B 00J1aCTh BIIOXKeHWI ITHCbMa.

— Be0-crpanuny - ccbulka Ha aln ISl CKauuMBaHUsS, IIPU BbIOOpPE OTKPBIBAETCS
IIMaJIOrOBOe OKHO /IS 3all0JIHeHUsI CCbUIKM. EciM ccbuika HekoppeKTHasi, Bbl He CMOXKeTe
COXPAHUTDb WJIM OTIPABUTH NMHUCHMO.

— BusutHyo kapTouky (vCard) - K mMCbMy NpHIaraeTcsl BU3UTHAsI KapTOUKa;

— HanmoMHUTH mo3:xke - BbIBECTHM HAllOMHWHAHKE O BJIOXKEHUHU Ilepe]l OTIIPaBKOW IHCbMa

(cM. ommcanue coobrrieHus B pasfiesie OTOpaBKa MUChMa).

HOHOJIHI/ITEJIBHBIE JIeVCTBUS C BIIOXKEHUSIMU OITHCAHbI B pasnerie JercTBUS C BIOXKEHHUSIMHU.

6.4 ITaHes1b 3ar0JI0BKOB COO0LIeHUS

[TaHesb 3arojIOBKOB COOOIIEHUS BHITJISIAUT ClIeTyIoluM obpa3om (cM. PrucyHok 53):

4 Cospanne cooBuenns: (Bes temer) - MyOfficeMail — O K

®ain [lpaska Bug BcrasuTe OQopmaT HacTpoilkn  MHcTpymenTel Crpaska

A Mpaeommcanue v () BesonacHocTe™ (5] CoxpaHuTb v [ Bromuts ~

Or. | Anexkcanap CMupHoB <alexandr.smimov@techwrmyofficeru> [loura 477 «alexandrsmim KomuA  Ckpbimad komwA  OBpaTHsli aapec

Kony:

Tema:

Afsay ~ | | %0 Thames v BT .B Irv ‘."co iz =

I

(]

i
<

=
<

AHrMMACKMI (CLUA)

Pucynok 53 - [1anenb 3arojioBKOB COOOIIIeHUsT

6.4.1 ITosne OT

[Tore OT — oOsi3aTesibHOE TMOJie, IpefHa3HAUYeHHOe [ UMEeHW U II0YTOBOrO ajipeca
oTripaBuTesiss. B OONBIIMHCTBE Ciy4yaeB II0OJie 3aIlOJIHSeTCs aBTOMaTudecku. Eciy mopkiodeHo
HECKOJIbKO aKKayHTOB, MOXXHO W3MEeHHUThb OTIIpaBUTeJs, BbIOpAaB Jpyrue HMs U ajpec U3

BbIIIaJarO1Iero CIiMmcka.

Cy1ecTByeT BO3MOXHOCTb OTPe/IaKTUPOBAaTh UM U aJipec, yCTaHOB/IeHHbIe B rosie OT. s

3TOro ciienyer:
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1. HlenxHyTb J1€BOM KHOIIKOW MBIIIY B 1ojie OT.

2. Beibpatb B OTKpbIBIIeMCsl chucke koMaHay Hacrpoutes apapec oTmpaBuTeIS.

Ortkpoetcst nuanorosoe okHo Hacrpoiika appeca ornpaBureins (cM. PucyHok 54).

HacTpoiika agpeca oTnpasuTens *

Ecnm Bal NOMTOBEIA CEPBMC NOARSPHWBAET TAKYH BOIMOMHOCTE, Bbl MOMETE HESHAUUTENRHO
HIMEHNTE MMA MAK BAPEC OTNPEBUTENA. ITa dYHKUKA He TpebyeT NoAKAKYEHKA HOBOR YYeTHONH
3ANKMCK, @ BHECEHHBIE BaMK M3MEHEHWA 5'5".\’13?1' NpHMeHEHB TOABKO K AaHHOMY cooBLUEHWH.

0l o

Pucynok 54 - Coob1ieHre o HaCTpo¥iKe ajipeca OTIIPaBUTEIS

Bonklue He MNoKa3LIBaTE 3T0 yEeAoMNeHWa

3. Haxatp kHotiky OK. OkHo 3akpoetcs, mojie OT mepeiieT B peXXuM peIakTHPOBaHUSI.

4. Buectu H€06XOI[I/IMBI€ H3MeHeHus .

Hcnonb3oBaHue ainacoB

HHOI‘}IB MOXeT BO3HUKHYTH HEO6XOJII/IMOCTB OTIIPABJIATH IIMCbMA C PA3HBIX aJipeCcoB B

paMKax OJHOI'O dKKAyHTd. HaanMep, 3TO MOXKeT OBITb II0JIe3HO JJIA:
— M[OoJIyueHusd IOIIOJITHUTEIbHOMU IMIPUBATHOCTH;

— HACTPOMKY OJTyYeHUs ITUCeM OIlpe/ie]IeHHOW TeMaTUuKHU;

— COPTHUPOBKHU BXOIAIHUX COO6H.[€HPII>1 I10 olipeaejieHHbIM IIPU3HAKaM (paCCbIJ'IKI/I, HOBOCTHU

OT KOMITaHUH);

— BO3MOXXHOCTH OTIIPABJIATH ITMCbMAd He C OCHOBHOTI'O aapeca.

B Takux CJIy4dadax HCIIOJIb3YIOT IIOYTOBbIE dJIMAChl — HOIIOJIHUTEJIbHbIE TIOYTOBbIE aJpecd,
IMpHUBsI3dHHBIE K ITIOYTOBOMY dKKAYHTY II0JIb30BATEJIs. Anmacel ,I[O68BJ'I$IIOTC$I dIMUHHUCTPATOPOM H

nepedaroTCsd I10JIb30BATEJIIO Yepe3 II0YTOBOoe CoOo0IIIeHHe CO cdJieJyromuyMm coJiep>KaHrneM:

AnmuHMCTpaTOp 106aBUIT BaM JIOTIOJTHUTENIbHYO 3JIEKTPOHHYIO TIOYTY:
elena_s@office-app.ru
Ternepsb Mpy CO31aHKH TIMCbMa BbI MOXeTe BbIOPATh, C KAKOTO aJipeca ero oTnpaBuTh. HOBBIH ajipec
MIPUBSI3aH K TOM jKe YYeTHOW 3alliCH, YTO U OCHOBHAs JIEKTPOHHAS I0YTa, TIO3TOMY Y HUX OOIIHe

UM OTIIPpABUTEJIA, ITIOAIINCH U IIAIIKU C TIMCbMdMH.
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HoctynHble anvackl He OTOOpaXkaloTCsi B HACTPOMKAx akKayHTa, HO MOTYT ObITh

HCIIOJIb30BAHLI IIPX OTIIPABKe ITKMCbMaA.

Ecny s akkayHTa ecTh alMachl, TO OHU OTOOPaXKaloTCsl B BbINafaolleM criucke mnomist OT
[IOJI OCHOBHBIM QaJIpeCOM aKKayHTa U MOTyT ObITb BbIOpaHbI [jisi 3amojHeHus: nonst OT

(cm. PucyHnok 55).

oT; [ “alexandr.smirnov alexandr.smirnov” <alexandrsmimov@lime.myoffice-app.r..  Moura grsale. ~ O6paTH
Konty: “alexandrsmimov alexandr.smimov™ <alexandrsmimov@lime.myoffice-app.r-.  [loyra gna
Tema:  ‘“alexandrsmimov alexandr.smimov® <olexandr.smimov@lime myoffice-app.r..  /Toyra qn4a .

“alexandrsmirnov alexandr smirnov” <alexandr smirnof@lime myoffice-app.r_  /Touyra gn4 ..

HacTpoWTk agpec OTNpaBMTENA..

Pucynok 55 - Beibop anunaca B kauecTBe ajipeca OTIIPaBUTES

B manke Bxopsiue nvcbMa, ojTydeHHble OJJHOBpeMeHHO Ha OCHOBHOM ajipec U Ha ajipeca

aJINaCOB, 0T06pa)KaIOTC5I KaK OJHO ITNCBbMO.

6.4.2 ITone OGpaTHLIii afgpec

[Tone ObOpaTHBII afipec CONIEPXUT a/ipec, KOTOPBIY MOSBUTCS Y Hony4daresns B roye Komy

mpu oTBeTe Ha mnucbMo. OtobOpaxkenuwe monst OOpaTHBIA ajpec peryjaupyeTcs KHOIKOU
OBpaTHblA agpec | [Tpy HakaTMM HA JTAHHYIO KHOIIKY B CITMCOK IIOJIeM MHCbMa J100aBJIseTcCs

I1oJ1e OGpaTHI)IfI aJipec, cjieBa OT KOTOPOT'O HAXOAUTCA KHOIIKA X , CKPbIBAIOIIlas I10J1e.

6.4.3 I1loe Komy

O6s3arenbHoe nosie. [lone KoMy comepskyT OfMH WIIM HECKOJIBKO aJ[pecoB IOJTydaTesiei
nuchMa. B mporecce Habopa MMeHU WK aJipeca BO3HUKAET CITMCOK IT0JICKAa30K U3 aJpeCHON KHUTH,

B KOTOPOM MOXKHO BBIOpaTh ToJTydaTesis 6e3 aabHerIero Habopa.

Takoke mpeiocTaBiisieTCss BO3MOXHOCTb BbIOOpa ajjpecata M3 OOKOBOM IaHeIW KOHTAKTOB.

OTkpo¥iTe maHeslb KOHTAKTOB, BbIOepUTe HeOOXOIUMYIO a[IpeCHYIO KHUTY U JABAXKIbI IIeJIKHUTE 110

KOHTAKTYy YTOOBI I[06aBI/ITI:> ero B Ka4eCTBe I10JIy4aTelid.
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Bbl MoxeTe mepemerniath ajpeca rnomydaTtened Mmexxay nonsimd Komy, Komusa v CkpbiTas

Komus. Bocnonb3yiiTech OHUM K3 CIIEAYIOUIUX CIIOCOOOB:

1. [IlénkHaUTE TMpPaBOM KHOMKOM MBIIIKM Ha BBIODAHHOM 3JieMeHTe IOoJTydaresis, 3aTemM
BbiOepuTe B KOHTeKCTHOM MeHI0 Ilepemecturs B Kommio, IlepemecTtuTsr B
CxkpoiTyro kommio uinvd Ilepemecturs B Komy. Ilose meneBoro ampeca Oyper

dBTOMAaTHU4eCKH II0Kd3dHO, eCJIM OHO OBLIO CKPBEBITO.

2. Haxmure Cirl+X/#Cmd+X, 4yToObl Bhlpe3aTh BbIOpaHHBbIe 3JIeMeHTHI IIoJTydaTelled,
nepeMectuTe QOKyC B IelleBOoe aJipeCHOe IIOjle M BCTaBbTe HX C IIOMOIIBIO

Ctrl+V/ssCmd+V.

3. IleperamuTe MBIIIBIO [IAHeJIb TTOJTy4aTesis B He06XoguMoe IIoJIe.
6.4.4 Ilons Konusa u CkpeiTas Konus

[Tote Kommst conep>XUT CIKUCOK MAOIOJIHUTEIbHBIX aJpecaToB, KOTOPbIM OyeT Takxe

HaIpaBJIeHO MKMCHbMO, IOMUMO OCHOBHOTO Tosy4aressi. [Io yMosgaHUIo 1ojie CKphITO, OAHAKO ero
oToOpaXkeHHe peryjupyeTcs KHOMKOU Konua | [Ipu ee HakaTWM B CIKCOK TOJIed 100aBisieTcCs

none Komwms, cnesa ot KOTOPOI'O HaXOOWUTCA KHOIIKA X , CKPBIBAIOIIAad 3TO II0JIe.

[Tosie CkpoiTas Konus aHaorvyHo nosito Komms 3a MckitoyeHreM TOro, 4To MojIydyaTestio
Oyzer HeIOCTyIleH CIMCOK 3THUX aJIpecaTtoB, ero OyIeT BUAeTb TOJIbKO OTIIPaBUTeNb IMHCHbMA.
3ayacTyio, CKpbITble KOIHMM HCIIOJIb3YIOTCS IIPU MAcCOBOM PacChUIKe MJis TOro, YTOOBI CIIMCOK

a/ipecaToB PpacChbUIKM ObUI HEAOCTyIleH /Jisi OCTalbHBbIX Iojy4yaTesiedl. OrToOpakeHue M0JIs
" - P r o
CxpbITas KOIUA perynupyercs KHonkop  ‘wRPBITaH KONWA - TIpy ee HaxkaTM B CIIMCOK 110JIEM

nobasngercs nojie CKpbITasi KOS, CJIeBa OT KOTOPOTO HAaXOIUTCS KHONKA A , CKpBIBAKOIIas

I1oJ1e.

[Tons Komust 1 CkpbITas KOMUA TakXKe MOTYT ObITh OTKPBITHI U3 (ailyIoOBOrO MEHI0 OKHA

COOO0IIIeHUS:
1. Bug > ITose Konuga Ctrl+Shift+C/{ Shift+3Cmd+C.

2. Bup > Ilosne Ckpeortas Komusa Ctrl+Shift+B/ i Shift+3Cmd+B.

HJISI TOTO, YTOOBI OCYyIIIeCTBUTb IerCTBUS, CBSI3aHHBIE C ITOYTOBBIM daJipeCcoM, BbI3OBUTE

KOHTeKCTHOe MeHIO HaXXaThueM HpaBOﬁ KHOITKHX MBIIIHX. BY,I[YT AOCTYIIHBI Cliefyromre IerCTBUS:

3. UsmeHuTh aJipec - IOABJIETCS KypCop, aipeC MOXXHO OTpeJaKTUPOBATh.
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Ynanurs, BeIpe3aThb, KOMUPOBATh - CTAaHJJapPTHbIE OIlepalliy C TeKCTOM.
IIepemectuts B Komy - nepemectutsh agpec B rnoje Komy.
IIepemectuts B Konuio - nepeMectuTs ajipec B nojie Konus.

HEPEMECTI/ITI) B CKPI)ITle KOITHI0 - [IepeMeCTUTb aZipeC B I10JIe CKPI)ITHH KOITHUA.

® N A

Nudopmanua o mnosab3oBaTesne - OTKPbIBAeTCsS [AMAJIOTOBOE OKHO C KPaTKOM

rHbopMaliven o moJjib3oBarelie.

6.4.5 IToste Tema

[Tone Tema comepxuT TeMy nUchbMa. B cilydae OTCyTCTBUS TEMBI IPH OTIPaBKe TOSIBUTCS
HariomrHanve (cM. Pucynok 56). Haxxmure OTmpaBUTH 0€3 TeMbI, eCiid COTJIAaCHBI C 3THUM.

Haxxmute OTMEHHUTH OTIPABKY, €CJIM XOTUTe BePHYThCS U 3all0JIHUTH mojie Tema.

HancrmuHanue o Teme e

® ¥ Bawero coobuleHma HeT Temel,

OTnpaeuTsL Bea Temel OTMEHWTE OTNPABKY

Pucynok 56 - HanomrHaHve 00 OTCyTCTBUM TEMBI

6.5 Ilanens ¢popMaTUpOBaHUS TEKCTA

[Tanens opMaTUPOBAHUS TEKCTa BITJISAIUT CIeyomnUM 00pa3om (cM. PucyHok 57).

4 Cospanne cooBuenns: (Bes temer) - MyOfficeMail

®ain [lpaska Bug BcrasuTe OQopmaT HacTpoilkn  MHcTpymenTel Crpaska

A Mpasomvcarue v BesonacHocTb Y [&] CoxpaHuTs v [ Bromuts ~

Or. | Anekcangp CumupHos <alexandr.smimov@techwr.myoffice.ru= [lovra 417 «alexandr sm KomuA  Ckpeimas komkA  OGpaTHelil apec

Kony:

Tema:

ABiaaly v | | X0 Thames v B 4T BIUYU & i=

i

Inl

Il

Il
<

=
<

AHrMMACKMI (CLUA)

Pucynok 57 - [1anens popmMaTrpoBaHUs TeKCTa
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6.5.1 Ctuiin

[Tonw3oBaTesto
npejiornipefie;ieHHOro Habopa cTwieid. B MoMeHT co3faHusl MUCbMa IJIsl TeKCTa MO YMOJTYAHHUIO
HazHaueH cTwib A63anm. Haxmure Ha mose u W3 Bbimajarmomiero cmucka (cm. PucyHok 58)

BbIﬁepI/ITe HeO6XOHHMbIﬁ CTUJIb, KOTOprfI 6YI[8T IIpUMeHeH K TeKCTy, B KOTOPOM HAXOOUTCHI

KYyPCOP MBIIIIH.

MMpeaoCTaBJIsAeTCa BO3MOXXHOCTb BbI60pa

Abzay v

OObI4HBIA TEKCT
Af3auy

Jaronosck 1
Jaronosck 3
Zaronozok 4
Jaronosck 5
Zaronoeok 6
Adpec

3afaHH=IR dopmat

Pucynoxk 58 - Crincok cruneit
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6.5.2 Bupx mpudtra

B MomeHT co3gaHMs 1NHMCbMa Ui TeKCTa II0 YMOJYaHWIO HasHauyeH HIpUQPT
IIponopmuonanbHeii. HaxxmuTe Ha 1ose 1 U3 Bellafaroliero cnucka (cM. Pucynok 59) Beibepure

HeoOX0JJMMOe HayepTaHue.

X0 Thames v |

X0 Thames a
#0 Tahion

%0 Crigl

X0 Courser

¥0 Caliburn

MponopUMOHE NBHBI
MOHOWWMPHHHEIR

Helvetica, Anal
Times
Courier

Academy Engraved LET Flain
Alef

Algerian

Amiri

Pucynok 59 - Cnmcok BbiOOpa HauepTaHus mpudTa
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6.5.3 IIBeT TekcTa, nBeT poHA CTPAHULIBI

HpI/I OTKPBITUHU OKHA IMHMCbMd II0 YMOJ/IYdHWUIO YCTdHOBJIEH qeprlﬁ OBeT OJisd H_IpI/I(l)Ta u

npospaqun?I oBeT OJid (1)0Ha CTPAaHUIIbI. HJ’[S[ HU3MeHeHHUs [IBeTd TeKCTda HA>XMHUTe BEPXHIOI0 YdCTb

KHOTIKH L] , Ha DOKpaHe TIOSIBUTCS JuajoroBas maHenb (cM. Pucynok 60), BbiOepuTe
HEOOXO/IMMBIN TIBeT U3 TAJUTPhI WIKM BBeJUTe IeCTHAjIaTepuyHoe 3HadeHue. [Ipu HakaTnu Ha
kHonky Ilo ymosrganmio Oyner BbIOpaH dYepHBIM IBeT (OHA TEKCTa, HWCIOJb3yeMbId II0
ymomganuio. [1o Haxaruio Ha kHONKY OK BBIOpaHHBIN IIBET MPUMEHUTCS K TEKYIIeMY BbIJIEJIeHUIO

TeKCTa, 100, ecyiv TeKCT He ObUI Bbl/leJieH, K Jlajlee HAOPaHHOMY TeKCTy B IO3UIIMU Kypcopa.

Lger TekcTa >

Eribepure yeem EI

B HT ML
FEALTE ET soa 2000000 ® Mo ymonyanuo

er

[Hanpumep: «=0000ff2 nnw «bluex):

Pucynok 60 - /Inanorosas naHesb BeIOOpa IBeTa TeKCTa

Iy n3aMeHeHus 11BeTa GOHA CTPAHUIILI HAXKMUTE HIDKHIOIO YaCTh KHOTIKU E Ha JKpaHe
MOSIBUTCS IMAJIOroBasi maHesb (cM. PrucyHok 61), BbIOepuTe HEOOXOUMBIN IBET M3 MAJUTPhI UK
BBeJIUTe IIeCTHa/illaTepuaHoe 3HaueHre. [Ipy Haxkatum Ha kHOTKy Ilo ymosrganuro Gyzer BbIOpaH
MIPO3pavyHbIN 1BeT (pOHA CTPAHUIIBI, UCIIOIIBb3YeMbIi M0 yModanuto. [lo Haxatuto Ha kHOnKy OK

1BeT poHa COODIIEeHUs 3aMEeHUTCSI Ha BbIOPAaHHBIMN.

Lleet roHa cTpaHuybl x

Beegute ero HTML-kog #ddeldd Mo yrongaHu

o

Pucynok 61 - Jlnanorosas naHesnb BelOOpa I1BeTa pOHA CTPaHUIIbI

[Hanpumep: «#=0000f2 naw «bluex):
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6.5.4 Pa3amep mpudra

Tekct mycbMa MOXKHO YMEHBIINUTb WK YBEJIUYUTDb. HpI/I OTKPBITUHU OKHa IIKMCbMa II0

YMOJIYAHHIO YCTAHOBIIEH CpefHuMii pasmep. Haxmure Ha KHONKY T| M M3 BHIIANAMONIEro CIIKCKA

BBIOEpUTEe OIMH M3 MpeyCTaHOBJIEHHBIX pa3MepoB (cM. PucyHok 62).

T T T
10
13
16

' 18
24
3z

Pucynok 62 - Beinagaromuii ciricok Beibopa pa3mepa mipudra
JIns yMeHbIleHHs pa3Mepa mpudTa HOKMUTe KHONKY 1*, JUI YBeJHYeHHs HaKMUTe

KHOIIKY T=.

6.5.5 Ctiiib Tekcra

Crunp mpudra BiMser Ha Hadepranue OykB. [Ipum co3gaHuu HOBOro mwvcbMa IO

YMO/TYdHUIO CTHUIIb H_IpI/I(l)Ta He YCTdHOBJIEH.

Koomxu B I U (ITonyxupnsrii, Kypcus, IloguepkHyTBIH) TT03BOJISIOT BbIOpATh

HavyepTaHUS BBIJIEJIeHHOTO B TeKCTe pparMeHTa.

6.5.6 Ouncrka ¢popmaTupoBaHus

Haxxkmure KHOIIKY A % U1 OUUCTKU q)OpMaTI/IpOBaHI/IH BbIIeJIEHHOI'O TeKCTd.
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6.5.7 Onepanuu co cnuCKaMu

MapKI/IPOBaHHI)IfI CIIUCOK — 3TO CIIMCOK, B KOTOPOM IIYHKTBI OTME€YAIOTCd C IMOMOIIbIO

Pa3IMUHBbIX CUMBOJIOB (MapkepoB). lIpyM HakaTWy KHONKK *= TIOSIBJISIETCS TepBbIM 3JIeMeHT

CIIMCKa, Tocienytomue 0yayT qobapieHsl ocie HaxkaTus KiaBuiv Enter Ha kiaBuaType.

HymepoBaHHBII CIIMCOK — 3TO CIIMCOK, B KOTOPOM IyHKTBbI OTMedatoTcsl mudpamu. [Ipu

1= o
HaXXaTUW KHOIIKK 2= TIOMBJIAETCH IIepBbIM 3JIEMEHT CIIMCKa, IToCdIefyrouiue 6YI[YT )106aBJIEHbI

rocjie Haxkatus kiaasuiiid Enter Ha KJIaBHUaType.

KHonku £ u 2= cmyxaT i U3MeHeHUs! YPOBHS BJIOXKEHHOCTH TeKYIero 3jeMeHTa

CIIMCKa.

6.5.8 BeipaBHHBaHHe TEKCTa 10 TOPU30HTAIN

[Ipy HakaTuM Ha KHOMKY = ¥  OTKPBIBAeTCSI MEHIO BbIOOpA BBIPABHUBAHHSI TEKCTa IO

ropusoHTanu (cM. PucyHok 63).

o g

Mo NeBokMY KpaH

Mo usHTRY

Mo npaeony Kpao

Mo WHpHHE

Pucynok 63 - Beibop BapuaHTa BEIDaBHUBAHUS TEKCTa 110 TOPU30HTAIIN

6.5.9 BcraBKka BCTPOEHHBIX 00bEKTOB

B Teno nuckmMa MOryT ObITh BCTPOEHBI Cileflytolie 00 beKThI:

— CCBIJIKA;
— SKODB;

— u3o0pakeHue;
— pa3[ie/IUTeb;
— TabJIUIIA.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024

108



MownOdounc

J1s1 BCcTaBKU 00beKTa HaXXKMUTEe KHOTIKY @I"’ , Ha 3KpaHe OTKPOEeTCs MeHI0 BbIOOpa 00beKTa

(cM. PucyHok 64).

=
£

Cchinka
Arxops
lMz06pameHue

Paznenutens

BIBiNeS

Tadnuua

Pucynok 64 - Bbi6op BCTpoeHHOTO 00heKTa

6.6 UudopmamuonHasi maHejb

HH(l)OpMaI_[I/IOHHaH MaHejlb HAXOOWUTCSI B HWKHEW 4YacTU COOﬁH.[EHI/ISI U MOXeT OBITb
0T06pa>1<eHa JJId BBIBOdd Hd 3KPdH Hpenynpexc,ueHI/H?I, HallpyuMep, HAlIOMHWUHdHHUE O HeHauJeHHOM
azipece, 00 OTCYTCTBUU BJIOKEHUTd U T.HO. Taxke I/IH(l)OpMaI_[I/IOHHaH IIaHeJIb MOXeT COIep>KaTb

yIpaBJIsIolye 3JIeMeHThl, HalpuMmep, KHOIIKK (cM. PucyHok 65).

4 Coznanve coobuenwa: Attach - MoldOduac Mayr: -

Dain [paeka  Bun Doprmat  HacTpofkd  MIHCTPYMEHTEI  Cnpaeka

E> Ortnpaeute P, Mpaponucanue~ (5] BesonacHoCTE ¥ (&) COXpaHWTh v [0 Broxurs v

01 AnekcaHgp CwmHpHOR <alexandrsmi. v Komua  Ckpeimad komwa  OBpaTHeIA agpec

Koy Flenal HanomuHadwe o BnoxeHAW Y
¥- a

Tema:  Attach ® Bbi 336b1M BAOKWTE haiin?

Altachment

@ Haipeno 2 knkosessix cnoBa ENoMeHK.. attachme.., NoBaBUTE BAOXEHNE. . HanoMHWTe noase | W x

Pucynok 65 - [Ipumep nadopMaiMoHHOM MTaHex
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6.7 IlaHes1b BJIOXKeHUI

[Tanens BioXXeHWM oOTOOpaXkaeTcsi B Cilydae eCiH

(cm. Pucynok 66).

COOOIIleHre COHEepP>KUT BJIOXKEHUSI

4 Cosganne coobwjenmna: Test - MoiOdue Moura

@aiin [paska Bug BcraeuTe @opmarT HacTpoiikn MHCTpymeHThl  Crpaska

E> OTnpaeuT: A MNpaBonucaHue ¥ *) BesonacHocTe™ (&) CoxpaHuTe ¥

J Brouts v

Kiuralcsy 63 6aim (@) testldocx 21346

Cr: | Anexcangp CmupHos <alexandr.smimov@techwrmyofficerus Tovra 445 «alexandrsmim.. ~ KomuA  CHpuiTad komus  OSpaTHsIl 3apec
Komy:
Tema:
ABaaL v || X0 Thames vEB T, TBIVU A EIZEE =v|-~
v 2 Attachments Mpeanonaraemslil pazsmep nucsMa.: 29,1 KB

ARk (CLLA)

Pucynok 66 - [1anens BioxxeHUM

Ha nanenu otobpakaeTcs cieyroias “HGOpMaIus:

— 001U pa3aMep BIIOXKEeHUH;
— TMpeAroJaraeMblii pa3Mep MUChbMa;

— CIIMCOK BJIOXKeHUMU.

[TonpobHOe ommcaHue AeUCTBUN C BIIOXKEHUSIMU

BJIOKEHUSIMHU.
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6.8 BoxoBag naHejL KOHTAKTOB

Jlnst ynobcTBa moucka ajgpecoB OTKpOMTe OOKOBYIO IaHeNlb KOHTakToB (cM. PucyHok 67).

st aTOrO BEIOEPUTE MYHKT KOMaHHOTO MeHI0 Bun > IlaHenbs kKoHTaKTOB, 1160 Haxkmute F9.

KoHTaKTBI *

AAPECHEA KHWTE: =

E Bce agpecHele KHUMW v

Mawck koHTakToR:

[f"" r/hsi- AW e-mail anpec ]
Mmn A B

& Anekcanap CmupHoe
2, Enena CmupHosa

Pucynok 67 - [louck kOHTaKTOB

BbI6epI/ITe dJIpeCHyYI0 KHUT'Y B BbIIIdJd0IEM MEHIO AHPECHHH KHHUTrA. ,HJ'IH CO31daHu4A
(JIOHOJIHI/ITEJII:)HOE MEHIO) u

HOBOI'O KOHTAKTA WJIM CIIMCKd PACCBUIKHM HAXXMHUTE KHOIIKY

BbIOepuTe HoBbIl koHTaKT Wit HoBbIi CIIMCOK.
Bribepute koHTakT B crivcke, Aaiee HaxkmuTe Komy, Kommsa wivn CkpbiTasg Konms s

TOTO, YTOOBI MCIOJIb30BAaTh KOHTAKT B IIHChMe.

6.9 ITouck B cooOLIeHNH

[Tanens noucka (cMm. PucyHok 68) HaXOquTCS B HYDKHEM 4acTU COOOIIEHUS! U BBI3bIBAETCS

n3 ¢atnosoro Mexto (IIpaBka > Haiitn), 6o no coveranuto kiasui Ctrl+F/$Cmd+F.

TeSI‘ ~ W D MoacgeTvTs BCe [ C y4ETOM DErMCTPR T yHETOM QHEKDHMTHHECKIK ZHEKOR D Toneko cnosa yenikom | JAMEHMTb_.  1.2uz 1 cosnagenua

Pucynok 68 - [Tanesnb moucka

Ha manenn naxopsarcs cjiegyromiye I11oJis:

— Hajitu ma CTpaHHUIle — TEeKCTOBOE I10JIe Ui BBOAd CTPOKH ITIOUCKA;
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— IlogcBeTuTh BCé — BK/IIOYEHME/BBIKJIIOUEHHE peXXuMa IOJICBETKA BCeX HaWJIeHHbIX
BXOXKIEHHUH;
— C y4eToM perucrpa — BKJIIOUeHHe/BbIKJIIOUeHHe PeXXMMa ydeTa PerucTpa Mpu IOUCKE;

-C YieToM JUHAKPHTUYIECKHUX 3HAKOB — BKJIFOYeHHe/BLIKIIIOUYeHHe pexruMa YydeTa

AUAKPUTUYIECKHX 3HAKOB IIPU IIOUCKE;

— Toabko cioBa OeJINKOM — BKJIIOYeHMe/BLIKITIOUeHHe pexrMd IIOMCKd TOJIbKO CJIOB

IMEeJIMKOM.

J171s1 3aMeHbI CTPOK HeOOXOMMO BBITIOJIHUTD OJTHO U3 CIIeAYIOUIUX JIeHCTBUH:

1. B ¢aitnoBom mento BeibpaTh IlpaBka > HaliTu 1 3aMeHUTb.
2. Haxatpb coueranue knasuml Ctrl+H/$Cmd+H.

3. Ha oTKpbITOM NaHesu MorcKa HaXkaTb KHOIIKY 3aMeHHTh.

ITpu aTom oTkpoetcst nuanorosoe okHO Haiith u 3ameHuTs (cM. PucyHok 69).

HaiTi 1 3aMeHuTs X

Haw rexcr, (8 [ i pange |

33MEHITE Ha:

SAMEHNTE
C yuETomM perwcTpa
C navana crpaHmus SAMEHHTE M HAATH

Mowck B oBpatHoM HANpaBAEHUN 3aRAEHHTE BCE

3EKpEITE

Pucynok 69 - JInanoroBoe 0KHO 3aMeHbI CTPOK

Jluanor coiep>XXUT cielytoIiye moist:

— HaiiTi TeKCT — TeKCT J1s [IOUCKa;

— 3aMeHHUTH Ha — TeKCT J|JIs 3aMeHBl;

— C ydyeToM perucrpa — Iiepek/IfoueHre peXXMMOB II0MCKa C y4eToM/0e3 yueTa perucrpa;

— C Hayaja cTpaHHIIBI — [lepeKJIloYeHHe MTO3WIIMK Hadajla ITOMCKa C Hadala CTPaHMIIbI/C
TeKylIllel MO3UINY;

—Ilouck B oOpaTHOM HampaBJeHHH — Ilepek/lloueHHe HallpaB/leHUsl IIOHMCKa B

IpsIMOM/06paTHOM HallpaBJleHUY;
— Knonka HafiTu najee — 1ouck ciiefjyroiero BXOXXIeHUs;

— Knonka 3aMeHUTB — 3aMeHUTh TeKylee BXOXXIeHUe;
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— Knonka 3aMeHHUTh 1 HAWTH — 3aMEeHUTh TeKylllee BXOXIeHne 1 HauTHU clenyroiiee;
— Knonka 3aMeHUTB BCé — 3aMeHHUTh BCe BXOXJIeHHW B IITMCbMe,

— Knomnka BHKPBITI) — 3dKPBITh IXAJIOI'0OBO€ OKHO.

6.10 Hacrpoiika nBera u ¢oHa CTPaHHUIIBI

Jl1st HacTpo¥KY I1BeTa U (pOHA CTpaHUIILI BEIOepUTe ITyHKT KOMaH/JIHOIO MeHI0 COODIeHus
dopmar > IIBera m ¢on crpaHunsl. [lanHoe nuanoroBoe okHO (cM. Pucynok 70) mossoiiser

HACTPOUTH MBET U GOH MUChMa C UCIOJIb30BAHKEM CJIeYIOIIUX HACTPOeK:
1. IIBera moJb30BaTeJsi II0 YMOJYAHHUIO - YCTAHABJIMBAeT CTAHIAPTHHIE IIBeTa,
IIpeTlyCMOTPEHHBIE 110 YMOJTYaHHIO.
2. Ucnmonn3oBaTh 1[BeTa
— OOBIYHBIH TEKCT - [IBeT TeKCTa IIKChbMa;
— CchLIKa - 1IBeT CChIIKH;
— AKTHBHAag CCBLJIKaA - [[BeT aKTUBHOM CCBIIKMU;
— ITpocMoTpeHHas CCHUIKA - IIBET POCMOTPEHHOM CCHUIKH;

— @PoH - 11BeT PoHa.

3. doHOBOE H300paKeHHe - BLIOOp H300pakeHus it PpoHa.

Ueeta u doH cTpaHAYbI

Lpera crpanuum
) Usera nonszosarens no ymonuasnse (He yKazsiBars UeeTa)
Mcnonesoeate usera:

OB RIYHBIA TEKCT: .

- OBLIMHEEA TeKCT

Cewinka
Comnka

EI- THEHAR CCRLAKA:

AKTHEHARA CCEUIKS

OpocmoTpentan cosunea:

n [POCMOTREHHAR CChINKA

DaH:
Tonoece MIoGpaeHne:

BriBpate daiin...

OononHUTEABHD. ..

e

Pucynoxk 70 - JInanoroBoe OKHO HaCTPOMKHU I1BeTa U GOHA CTPAHUITBI

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024

113



MownOdounc

[Ipy HaxaTtum

Ha

KHOIIKY I[OIIOJIHI/ITEJII»HO OTKPbIBAETCA

PeIaKTUPOBAHUS JONOJIHUTEIbHBIX CBOMCTB.

6.11 BcraBka 00LeKTOB B CO0O0ILIeHHE

6.11.1 CceLika

AHaJIoroBoe

OKHO

Jls1 BCTaBKM CCBUIKA BbIOepuTe NYHKT KOMAaHJHOTO MeHIO coobileHvs BcraBurh >

Ccpuiky, 100 B maHenu $GOpMaTHPOBaHMS MHCbMa BbiOepuTe BcTpanBaHWe oObekTa CchLIKa.

OTkpoeTcs nuanoroBas MaHeNlb pefJakTUPOBaHHUsI CBOMCTB CChUTKHU (cM. PucyHok 71).

CeoRCTER COBLIKH x

Bﬁtﬂ.HIC TEECT 4nA UT‘DEPGMHHH CCBLAKK:

[ J

Appec ofibexra coninkm

Beeawre agpec seb-cTpannubl, NOKEABHOrD $aAna Ak EpiBepuTe
AKOPE MAK 2aroN080K C MMEHEM W2 KOHTEKCTHOMD MEHEHY NONA:

Ewifpare gadin...

BaosmsTe $ain, oTEpRIBAMWKWACK MO 3TOR CCBUIKE, B Co0OLEHHE

Oraera

Pucynok 71 - JluanoroBasi naHeb peJJaKTUPOBAHUSI CChLIIKA

HJIH (l)OpMI/IpOBaHI/ISI CCBUIKH BBbI OOJIXXHBEI BBECTH TeKCT IJIsA OTO6pa)KEHI/I$I, d TaK’Ke afpec

CChIIKU. B kavecTBe daJipeCda MOXET BBICTYIIAThb dJipec Be6-CTpaHI/II_IbI, IIyTh K cl)afmy Ha OJHCKe, d

TaKXe gKOPb WJIN 3dI'0JIOBOK C UMeHeM M3 KOHTEKCTHOI'O MEeHIO II0JIM. HJ’IH BbI60pa cl)afma C JHCKa

HaxkmMuTe kHONKy Beiopars ¢aiin. [locne Bbibopa daiina cceiika Ha Hero OyJeT MpoIMcaHa B

ToJjie ajJipeCa CCBLIKH. Haxxmure IepexknrviaTe/b Binoxursb (])afm, OTKPI)IBHIOHII/IfICH II0 3TOH

CCBUIKe, B COOOIIeHHe, eClI Bbl XOTWTe, 4TOOBl ¢ailyl 1Mo afpecy CChUIKH, ObLI MPUJIOXKEH K

IMUCbMY B Kd4eCTBe BJIOKEHMUH.

6.11.2 SIxops

It BcTaBKY sIKOpsl BbIOEepUTe IyHKT KOMaHJHOTO MeHI0 coobiienus BeraButs > fkops ¢

HMeHeM, JIM00 B naHenu $opMaTHUPOBaHUs NKMCbMa BblOepuTe BcTpauBaHue oObekTa fAxops. Ha
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3KpaHe BO3HUKHET JIUAJIOTOBOE OKHO peflaKTUPOBAHHUSI CBOUCTB sKOps (cM. PucyHok 72).

CecACTER AKOPA C WMEHER x

Wraa avopsa:

anchor I

OoncnHHTENEHOD. ..

OmhaeHa

Pucynok 72 - JInanoroBoe 0KHO CO3IaHUSI SIKOPSI

s BCTaBKM SIKOpsl BBeuTe ero ums (onucanue) B nojie IMa axkopsa. Eciv Ha MOMeHT
OTKPBITHUS JUAJIOTOBOTO OKHA B MKMCbMe BbijlejieH pparMeHT TeKCTa, TO OH OyJieT MoMellleH B Iojie

Nma saxopsa. [lpy HaxaTtum Ha KHONKY JlOMOJTHUTENIBLHO OTKpBIBAETCS UAJIOrOBOE OKHO

pPelakKTUPOBAHUS JIOTIOJTHUTENIbHBIX CBOUCTB. [lo Haxkatuio Ha kHomnky OK B mosuruio Kypcopa

OyneT mobaBiieH SKOpb.

6.11.3 N300paxkenme

It BcTaBku M306pakeHMs BplOeprTe IYHKT KOMaH/IHOTO MeHI0 coobmienus BcraBurs >
N3obpaxkenne, 160 B maHenu ¢(opMaTUpOBaHUS NHMCbMa BbIOepUTe BCTpauBaHHe OOBeKTa
N3obpaxkenne. [lpy BcraBke u300pa’keHUs] OTKPbIBAeTCS JUAJIOTOBOE OKHO, COCTOsIee U3

CJIeIYIOIMX 3aK/IafO0K:
— aJipec;
— pa3Mepsl;
— BHEIIIHUU BU[I;

— CCBbLJIKA.

6.11.3.1 Anpec

[lanenr Appec MO3BOJISIET 3arpykaTh HM300pakeHHWe W 3aJjaBaThb HEKOTOpPbIe CBOMCTBA

(cm. Pucynok 73). JIy1s1 3TOT0O UCIIOMB3YIOTCS CJIeYIOITHe TI0JIS:

— Anpec u3obpaxkeHus - moJie BBOJIA ajipeca u3obpakeHHs. ITO MOXeT ObITh CChITKA Ha
BeO-pecypc, mubo ampec yokaimbHOro ¢aiina. [lo HaxkaTuio kHonkyd Beropars d¢aiin

OTKPBIBAETCS] CUCTEMHBIN TUAJIOT BbIOOpa daiina;
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- BCIIJII)IBHIO]IIHH IMOACKAa3Ka - II0JICKA3Kd, BO3HHUKAIOIIAs IIPpU HaBeleHUW KYpCOpd Ha

n3o0pakeHue;

— AnbTepHaTHBHBIN TEKCT - aJIbTePHAaTUBHBIN TeKCT Il U300paXkeHUs (TEKCT, KOTOPBIN

II03BOJIIeT TOIY4YUTh MHGOpMaIvio 00 HM300pakeHUHM IIpU OTKIIOYEHHOM B Opaysepe

II0Ka3e U300pakeHUH WM BO BpeMsl UX 3arpy3KH).

CeofdcTEa zobpaseHna

Anpec Paomepw BrewwwA sng  Cowpinka

Anpec niobpasenna;

Bposne 370 Macbpakense B conbLyenme

Bennmisarowan nogocass:
® ANETEPHATHEHBIA TEXCT

HE HONONL30BEaTE -aﬂhTEFIHiTHBHbCIﬁ TEKLT

Brabpate daiin..,

Ormaena

Pucynok 73 - Hacrpotika afipeca n3o0pakeHust

HpI/I Ha’XdaTUM  HA  KHOIIKY HOIIOJIHI/ITEJII)HO OTKPBIBAETCA  JUAJIOTOBOE

OKHO

DPEeJAKTUPOBAHUSL AOIIOJHUTEIbHBIX CBOWCTB 1/1306pa>1<eH1/1;1. Ilo HaxkaTuio Ha KHOIIKY OK B

MO3UIIMIO Kypcopa OyjieT 1ob6aBiieHO BbIOpaHHOe U300paXkeHue.
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6.11.3.2 Pa3meps1

[Tanens Pa3mepsl 1103BOJIsIeT yIpaBiiTh padMepamu uzobpaxkenus (cMm. Pucynok 74). Ilpu
BbibOpe McxonmHblii pa3mep u3obOpakeHre OTKpbIBaeTcsi 6e3 M3MeHeHHs pa3Mmepa. Bribepure
3agaTh pasMep eciid Bbl XOTUTe WU3MEeHUTb pa3Mmep H3o0paxkeHus. lIpy atom MoxHO 3amarb
IIPOM3BOJIbHYIO IIMPUHY M BBICOTY B IIMKCEISIX M IIpOIleHTax OT IIMPUHBI OKHAa. Bribepure

COGJIIOHHTI) IpoImopIHuu eCJIv Bbl XOTUTE COXPAHUTH UCXOJHbIE ITPOIIOPIIUA H306pa>KEHI/I$[.

CeofcTEa zobpaseHnn .

Appec  Pasmepm  Brewnwneng  Coeinka
o Moxomwii pasvier]

3anaTe pazmep o

b

Lnpuma:

€|>

BracoTa:

Ormaena

PucyHok 74 - IlaHenb HAaCTPOMKY Pa3MepoB U300pakeHuUsI

HpI/I HaXdaTMKM HA  KHOIIKY I[OIIOJIHI/ITEJII»HO OTKPbIBACTCA  OHAJIOTOBOE OKHO

pPelakTUPOBAHUS JIONIOJIHUTEIbHBIX CBOUCTB u300paxkeHus. Ilo HaxkaTtuio Ha kHomky OK B

MTO3UIIMIO Kypcopa OyjieT n1ob6aBiieHO BEIOpaHHOEe M300paskeHue.
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6.11.3.3 Buemruuii Buj

[lanenr Buemnmit Bup (cM. PucyHok 75) 1o3BojisieT 3afaTh CBOWCTBA IOJieM U

paciiojioXxxeHuve H306pa)KEHI/I$I OTHOCHUTEJIbHO TeKCTd.

Cngpa v cnpasa:

NHECENoR : BHH’}"

CEepiy ¥ CHUZY nNHkECEN0E

¥ 43 43

CE,.HDLLIHHH rpaHNLaC NHECEN0E

CeofcTEa zobpaseHnn .
Appec  Pasmepw  Brewmwneng  Coeinka
Monn Pacnonomenwe TEKCTa NO OTHOWEHWID K M300pasennio

Kapta maohpasesma

W

THTENSHD

Ormaena

Pucynoxk 75 - HacTpotika pacrosiosxeHust B300pakeHust

CaoiicTBa nonen 3a1dI0TCA B ITMKCeJ/IdX, BBl MOXeTe 3a1aTh ClieAyIollhe BapHUaHThI:

— I10JI4 CJieBa U CIIpaB4d;
— I10JIA CBEPXY U CHUIZY,

— TOJIIIYWHA I'PAHUIBI I/1306pa)KEHI/I$I.

Tun pacrnosnioxxeHrs U300paXkeHUs 3aaeTCsl UCXOMs U3 CIIeYIOIIUX BApUAHTOB!

— BBEpXY;

— IO LIEHTPY;

— BHU3Y;

— BIIPaBO, OKPYXUTb TEKCTOM CJIeBa;

— BJIeBO, OKPYXUTb TeKCTOM CIIpdBa.

[Ipy Haxatuu Ha KHONKY JlomosHUTeIBHO

OTKPbIBAETCA

AHaJIoroBoe

OKHO

pPellakTUPOBAHUS JIONIOJIHUTEIbHBIX CBOUCTB u300paxkeHus. Ilo HaxkaTtuio Ha kHomky OK B

MTO3UIIHNIO Kypcopa OyjieT nmob6aBiieHO BEIOpaHHOEe M300paskeHue.
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6.11.3.4 Ccpuika
[Tanens Ccpuika (cM. PrucyHok 76) npenHasHadeHa /i TOro, 4TOOBI OTKPBIBATh CCBUIKY,

SKOPb WA 3dI'0JIOBOK IIO HA>XXATHUIO HA I/1306pa)KEHI/Ie. Ccpuika J0JI>KHa OBITD IpOIirMCaHa B IIOJie

BBO/1d. HpI/I HA>XaTUHW Hd KHOIIKY PEI[HKTOP CBONCTB CCBLIKH OTKPBIBAETCA OUAJIOTOBO€ OKHO

DPEeJAKTUPOBAHUS AOIIOJHUTEIbHBIX CBOMCTB JIAHHOU CCBIIKH.

CeoicTea uzobpasesna

Appec  Pasmepw  Brewnwneng  Coeinka

Eﬂ'l:.'.'l.l-’ﬂt anpec EEE'CI’F‘HHIJFLI.I:II. noxanpHoro d}ﬂﬁﬂﬂ Ll I5I:|I6EF|HT'.‘. AEODE WAH 3arcnopoe C HMEHEM 13
KOHTEKCTHOMD MEHHD NOARA:

= |

Bwifpate dain...

MokasoiBaTe IPEHMUY BOKPYT MICOPECEHNE, COAEPMALLIETD CORRY Pegartop cooicTe cominkm..,

HdononHuTensso

i OmiaeHa

Pucynok 76 - [TaHesb HaCTPOMKY CBOMCTB CCHUIKU

HpI/I HaXdaTMKM HA  KHOIIKY I[OIIOJIHI/ITQJII»HO OTKpPbIBACTCA  JHAJIOTOBOE OKHO

pPellakTUPOBAHUS JIONIOJIHUTEIbHBIX CBOUCTB u300paxkenus. Ilo Haxkatuio Ha kHomky OK B

MTO3UIIMIO Kypcopa OyjieT mo6aBiieHo BbIOpaHHOe n3obpakeHue. [Ipu IBOMHOM HaXKaTHUX Ha CCHUIKY

OTKPBIBAETCA AHWAJIOT peIlaKTUPOBAHHA CBOMCTB CCBUIKH.
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6.11.4 Paznenurens

HJIH BCTABKHM pa3ejinTesisa BbIﬁepI/ITe IMIYHKT KOMdH/IHOI'O MeEeHIO COO6H.[€HI/I$I BcraButh >
PHBHEJII/ITEJII), MO0 B IaHEeIU q)OpMaTI/IpOBaHI/ISI IIKUCbMa BbIﬁepI/ITe BCTpavBaHHe 0o0BeKTa
PHBHEJII/ITEJII). HpI/I BCTdBKe pazfiejnTejlss B TeKCT IIHMCbMd B IIO3UIWMIO KYpPCOpPd BCTABJISIETCA
TOpU30HTAJIbHAA pa3ieJInTeJ/IbHasd I10JI0Ca CO CBOMCTBAMH, YCTaHOBJIEHHBIMH 110 YMOJIYdHHUIO. HpI/I
JIBOMHOM KJIMKe Ha pa3zieiinTel/lb OTKPbIBAETCS JHUAJIOTOBAs IIdaHEJIb (CM. PI/ICYHOK 77), B KOTOpPpOM

MOXXHO IIOMEHSITh ero CBOMCTBA, TaKHe KaK IIWPpHHA, BBICOTA, HAJINIHE 3D TeHU, BbIpaBHUBdHHE.

CECACTER rOpHUIOHTANLHOMD Pa3AENUTENS e

Pasmepo

LWnprna: 75 OT pa3MEDa OKHA

BeicoTa: 2$ MHKCENDE
| 30-gens

BhipaBHMeaHe

Bnesoc  (®) [o uewtpy Bopaso

Henonsaceam ne ymonsanmo Jenoanurensmo..,

oK | Oriaena

Pucynok 77 - Hactpoiika CBOWCTB FrOPU30HTAJILHOTO pa3ieuTers

ITo Haxatuio Ha kHONKy OK Kk pasnmenutenbHOM mosoce 6yAyT IpUMeHeHBbI BblOpaHHBIE

IapaMeTps.l. HJISI YAdJlIeHusa pasaennTeris HCI’IOJ’IBBYFITG KHOIIKY DEL unu KOMdHAY Y}_IHJII/ITI) B

KOHTeKCTHOM MEHIO.
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6.11.5 Taoauna

Jlnst BcTaBKM TaOiMIbl BblOepuTe ITyHKT KOMaHJHOIO MeHIO coobiienuss BcraButh >
Tabumiy, mubo B maHenu ¢GopMaTUpPOBaHUs MHMCbMa BblOepuTe BCTpauBaHUe oObekTa Tabsmra.
Ecny Ha MOMeHT BcTaBKY TabJMIIBl B IIMCbMe He BbljlelleH (pparMeHT TeKcTa (peXxuM Kypcopa), TO

OTKPOEeTCsI IMAJIOTOBOe OKHO BCTaBKU Tabmuiibl (cM. PucyHok 78).

Brraeka TaBnnygel X

Crpok: 2 e

Cronbuoe: 2 3

Wnpuna: 100 (2 % oT pasmepa .. ¥

[panuua: 1 C MUKCENDE
JononHWTENBHO. ..

orens

Pucynok 78 - JInanoroBoe 0KHO HaCTPOMKH MTapaMeTPOB TAOIHIThI

Jluasnor 1no3BosisieT 3a/1aBath Ciieytoliye apaMeTpbl TabJIUIIbL:

— KOJIMYeCTBO CTPOK;
— KOJIMYeCTBO CTOJIOIIOB;
— IIUPUHA TAOIUITEI (B MUKCEISIX UK B MIPOIIEeHTaX);

— TOJIIIWHA I'PaHUI] Ta6JII/ILU:>I B ITNKCeJIAX.

HpI/I HaXaTWM HA  KHOIIKY ,HOIIOJIHI/ITEJIBHO OTKPbIBACTCA  OHAJIOTOBOE OKHO

DPeIaKTUPOBAHUS JONOJHUTEIbHBIX CBOKMCTB Ta6J'II/II_IbI.

[Tocne co3pnanus Tabivibl Bbl MOXeTe HW3MEHUTh ee IapameTphl. Jljis aToro /ABa pasa
KJIMKHUTe Ha TaOIMIy, OTKPOeTCs Iuaior pefakTHpoBaHMs. OTKpbIBIIeeCs AUAIOrOBOe OKHO

OyJIleT OTJIMYaThCs OT OKHA Cco3AaHus Tabmuibl. OHO CoJlepXXUT JiBe rmaHeny - Taomauna u fueiika.

[Tanens Tabauma comepXUT TOJNS Ui pefaKTUPOBAaHUsT  CBOMCTB  TaOJIMIIBI

(cm. Pucynok 79).

— KOJIMYeCTBO CTPOK;

— KOJIMYeCTBO CTOJIOIIOB;
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— IIUPUHA TAOIUIIBL;

— LIWPUHA FPaHULL;

— OTCTYIIBI MEXY SYeiKaMy;

— pa3Mephl [I0JIed TYeek;

— TUII BbIPABHUBAHUS 110 TOPU30HTAIIH;
— Ha/In4yue 3arojioBKa;

— 1BeT QoHa.

Ilpy Haxatid Ha KHONKY JIOMOJHHUTEIBHO OTKpbIBAETCS

DPeIaKTUPOBAHUS JONOJHUTEIbHBIX CBOKMCTB T<’:16J'II/II_II:I.

AHaJIoroBoe  OKHO

CecAcTEa TRBAMUE

TaBnnua  Aueixn

Pasmepm
Crpoku: Wopusa: 1005 | %ot pasmepa oxa >
Cronbugsi: 2 C

Tpanmup » noas

[paHuuse 1 : NUECENDE

Orerynee 2 : MHECENOE MERTY AMEAKS RN

Nonn: 2 C NHECENOE MERY FPEHULER AUERKN 1 EE COBPMMAIEIM
Bripasuneanme Tabnuuse  Bheso ¥  Jaronoeockr | Her

Liger dona: {ByaeT suaen don cTpannubl)

JonoaHeTensHo..,

0K ' Dpusiesuts e

Pucynok 79 - J/InanoroBoe OKHO peJlaKTHPOBAHMSI CBOMCTB TaOJIUIIbI

[Tanens Sueiika copepXUT MO JIsl peAAKTUPOBAHUS CBOMCTB siueeK

(cm. Pucynok 80).

— BBICOTA STYEHMKH;

— LIWPUHA SYEeNKHU;

— FOPU30HTAJIbHOE BbIpABHUBAHME COZIEPXKUMOI0 TYEUKY;
— BepTUKAJIbHOE BbIpABHUBAHUE COIEPKUMOI0 TYEUKH;

— CTUIIb STYEHKU;
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— IIepeHOoC TeKCTa B gYerKe;

— 11BeT $HOoHa TYEHKU.

HpI/I HaXdaTMKM HA  KHOIIKY I[OIIOJIHI/ITQJIBHO OTKpPbIBACTCA  OHAJIOTOBOE OKHO

DPeIaKTUPOBAHUS JONOJIHUTEIIbHBIX CBOMCTB SYEHKH.

CeoicTea T2BAMUE x

TaBrnus  Auenxn
Brigenenue
Aueiina w

£ Opeasiyusn » Cregyrowiss

Mepea nasenennen snigenenua ByayT NpUMEnensl TECYLUWE NONPaBkN,

Pasmepbi BrapasHrBatne COAEpKIMOro
Ebicora: £ nwkcenoe " BepruxancHoe: Mosepxy =
W pera: £ nwkcenoe B FopuzonTansHoe:  Bneso =
Crwnn avedss:  OBwdrbi ¥ Mepenoc rekcra: | MNepenoonte ™
Leer dona: (Eyaer enaeH o Tabinnyb)

YeTaHoeuTe dnasei 400 onpefenetun cEoicTe, NPHMEHAEMEL KO BCEM

T
prifipanHBIM AYefinam JononHeTensro

0K . MprmernTs Ormaena

Pucynok 80 - J/luanoroBoe 0OKHO pelakTHPOBaHMsI CBOMCTB STYeHKHU
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6.11.6 Bcraska HTML

Jlns BcraBku ¢parmenta HTML - koga BbibepuTe ITyHKT KOMaHJHOTO MEHIO COODIIeHus

BcraButs > HTML (cM. Pucynok 81).

Beraexa HTML

Baegure HTML-Ters o TexcT:

Mpumep: <i> Boest npueem! <fi>

| Berapnme

Orraena

Pucynok 81 - JluanoroBoe okHO BcTaBku koja HTML

Benure tekct koga HTML, Haxkxmute kHonky OK.
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6.11.7 BcraBka matemaTnyeckux Boipa:keHui LaTeX

HJISI BCTABKM MATEMATUYECKOI'0O BBbIPA’KEHUA BbIﬁepI/ITe IIYHKT KOMaQHJHOI'O MeEHIO

coobmienusi BcraBurs > Math (cm. Pucynok 82).

PI/ICYHOK 82 - HI/IHJIOI‘OBOE OKHO BCTAaBKH MdTe€MdTUY€CKOI'O BBIPpA’KEHU A

BBe,I[I/ITe UCXOOHBIM KO LaTeX B COOTBETCTBYIOIIlee II0Jie BBO/4, HaCTpOﬁTe pPeXMblL

BCTPAWBAHUA U OTOﬁpEDKEHI/ISI MaTeMdTU49eCKOT'O BBIPpA’KEHU . Haxxmure KHOIIKY OK.

Becraeka Math

Beegute nexoasbii koa LaTex:

sgrtfx_1} + \fracim" 31 2]

Hacrpoikm
® ) Peicnm ECTPINBIHUA

Pexcum oTobpasesun

L] Hgnpaa,rl EHUE CNEE3 HANpABD

H.aﬂp.aan EHWE CNpaea HANeeD

e
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6.11.8 BcraBka 0yKB H CHMBOJIOB

HJISI BCTaBKH 6YKB 1 CMMBOJIOB BbI6epI/ITe IIYHKT KOMdaHIHOT'O MEHIO COO6H.[€HI/I$[ BcraBurhb

> BykBbI 1 cUMBOJIBI (CM. PrcyHok 83).

Bcraeka cumeona >

Kateropwua

3arnaeHble C AWAKPHUTUHECKUMEA
JHAKaMHK

':TpI:I'-IHbIE C AHAKPUTUHECKHMMI
JHAKaMK

Apyrne 3arnasqele

Apyrue cTpoYHBIE

# O6ume cumeonel

EYKBEI CHMBONE

Becragute J3KpeITE

Pucynok 83 - J/InanoroBoe 0KHO BCTaBKH OYKB ¥ CHMBOJIOB

Bribepute kateropuio, B BbINafamomux cnuckax bykBa win CuMBoJ BbibepuTe

HeOOXOUMBIM BapyaHT, HaxkmuTe BeraBuTh. BriOpanHast 6ykBa wiv CUMBOJI OyAyT BCTaBJIeHbI B

TeKCT IIKUCbMa.
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6.11.9 BcraBka / pefakTHpOoBaHue OrJ1aB/IeHUS

HJIH BCTaBKH OI'JIdBJIEHHS BbIﬁepI/ITe ITYHKT KOMdHIOHOT'O MEHIO COO6H.[€HI/I$I BcraBurp >

OrsaBnenne (cM. PucyHok 84).

Copeposanme

Cﬂm'l'b COACHANHE HA PORDBE

TETE: KNACCa:
Yposene 1 | h1 *
YpoeeHe 2  h2 ¥
¥poeens 3 | h3 +
Yposenod | hd ¥

Ypooene 5

Ypoeene & | hG *

I'Ipouyuepr;-nam BLE SMEMEHTEI B
COfepHaHUH

v

EEI'IFIETI.'ITE HIMEHEHNE COEDEEAMHNAR

Crrmaena

Pucynok 84 - JIlnanoroBoe OKHO BCTaBKH OTJIABJIEHUS

[Tpu HEOOXOAMMOCTH ONHUIIUTe IIPaBWiIa GOPMUPOBAHMS YPOBHeN COJlep>KaHUsl U HAXXMUTe

kHOnKy OK.

6.11.10 JonmoaHuTeIbLHBIC CBOHCTBA 00HLEKTOB

,HPI(’:UIOI‘OBOQ OKHO JIOIIOJIHUTEJIbHbIX CBOMCTB HCIIOJIb3YeTCd [JId 3aJddHHA anI/I6y'TOB

Tekylero o0ObeKTa.

OKHO COCTOMT W3 Tpex TaHeNleu,

IepeKkjiro4eHre C IOMOIIbI0 3aKJIdI0K.
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[Tanens HTML-aTpubyTs! (cM. PucyHok 85) no3Bosiser 3amaBath HTML - aTpubyTh! s
Tekyiero oobekrta. [lomHbl crnucok aTpubyToB: summary, width, border, frame,
rules, cellspacing, cellpadding, align, bgcolor, align, class,
title, lang, dir./lng co3manust HOBOTO aTpubyTa BbIOepuTe ero B Cliicke ATpHOYT, 3aTeM
3aroJyiHUTe 1ojie 3Hayenue. HoBeiil aTpubyT OyjieT mobaBieH 1pu cMeHe GoKyca IMojsi 3JHaYeHHe,
nr6o 1o Haxkatuio Ha kHOomKy OK. [ljis ynaneHus: y>xe co3aHHOTO aTpuOyTa yCTaHOBUTE KYPCOP

Ha HeOOXOAUMYIO CTPOKY, 3aTeM HaKMHUTe KHOIIKY Y IaJIUTh.

Penakrop ACNOAHUTENLHED CEOACTE X
Texywime arputyTo gna:  <table

HTML-atpubyter  Crunesoe odopsnenne  Cobemua JavaScnpt

ArpubyT Inavenue

width 100%

cellspacing 2

cellpadding 2

border 1
L EnkHKTE Mo obBEETy BEEPXY, YTOBLI MIMEHHTE EF0 3HAYEHNE YaanmTe
Arpuly JHa4EHWE

I OK Ormena

Pucynok 85 - Ilanens penaxktupoBanust HTML - atpubyTtos
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[Tanens CtuneBoe odopmiienne (cMm. PucyHok 86) mo3BossieT 3amaBaTh CBOMCTBA
Tekytero obwvekra. st co3maHusi HOBOTO CBOWICTBA BBefiuTe ero ums B mojie CBOHCTBO, 3aTeM
3aroyiHUTe Tojle 3HaveHue. HoBeiii aTpubyT OyneT mobaBieH mpu cMeHe ¢okyca 1mosist 3HaueHue,

nmmbo no Haxarvio Ha kHonKy OK. JIs yhanmeHus y»ke CO3[JaHHOTO CBOMCTBA YCTaHOBUTE Kypcop

Ha HeOOXOAUMYIO CTPOKY, 3aTeM HaKMUTe KHOIIKY Y IaJIUTh.

Penakrop ACNOAHUTENLHED CEOACTE X

Texywime arputyTo gna:  <table

HTML-arpubtyter  Crnnesoe odopsnenne  Cobemwa JavaScnpt

Ceolicteo Inaqenue
LW gnkHmTe no obbexry BEepxy, YTOGEI M3MEHNTE EM0 3HAYEHNE ¥aanaTe
CeoicTED: IHANEHME:

| OK Ormena

Prcynoxk 86 - [1anenb peiakTMpOBaHUS CTUIIEBOTO OQOPMIIEHUS
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[Tanens CobbrTust JavaScript (cm. Pucynok 87) mno3Bosisser 00pabaThiBaTh COOBITHS
JavaScript. Tlomubifi crmmcok cobObiTHMii: onclick, ondblclick, onmousedown,
onmouseup, onmouseover, onmousemove, onmouseover, onkeypress,
onkeydown, onkeyup. g co3gaHus HOBOTO COOBITHSI BhIOEpUTE HEOOXOAUMBIM aTpUOYT B
criicke ATpu0OyT, 3aTeM 3aroiHuTe 1ojie 3Hadenue. HoBbIil aTpuOyT OyneT m1o6aBiieH Mpu CMeHe
¢dokyca mnoniss 3Havenme, 00 1o Hakathio Ha kHonky OK. Jlns ynmaneHus yke cO3MaHHOTO

aTpubyTa yCTaHOBHTE KypCcOp Ha HEOOXOAUMYIO CTPOKY, 3aTeM HaKMUTe KHOIIKY Y IaJIUTh.

Penakrop ACNOAHUTENLHED CEOACTE X

Texywime arputyTo gna:  <table

HTML-atpubtytes  Crunesoe odopsnenne  Cobemwa JavaScnpt

ArpubyT Inavenue
L EnkHKTE Mo obBEETy BEEPXY, YTOBLI MIMEHHTE EF0 3HAYEHNE YaanmTe
ArpubyT: SHaqEHNE:

onclick =

. 0K | Oriaena

Pucynok 87 - Ilanens pejaktrpoBaHust cCObbITHH JavaScript
6.12 3akpsITHE COO0OIIEHNS 0€3 0OTIIPAaBKHU

Ecnu nyceMo He GBLIO OTIIPpABJIEHO WU B HEro OBUIHM BHECEeHBI HeCOXpaHeHHbIe M3MeHeHHH],

TO TIPY 3aKPBITHY OKHA BO3HHMKaeT coobienue (cMm. PucyHok 88).

CoxpaHede coobiieH s

® COXPEHWTE 3T0 COOGIEHME B Nanke Y4EQHOEMKDE (HEpHOBKMEN] M 33KPEITE OKHO «Co3aaH1e

confuEHMAL T
CoXpaHMTs COTMEHHTE M3MEHEHHA Otmena

Pucynok 88 - HamomyHaHue 0 HecoxpaHeHHBIX U3MEeHEeHHUsIX
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st Toro, 4yTOOBI He MOTEepSIThb W3MEeHeHWs] W COXPAHWUTb MHCbMO B Ianke YepHOBUKH,
HaxkmuTe KHOIIKY Coxpanuthb. KHonka OTMeHHTH H3MeHeHHs 3aKpbIBaeT JIaHHOe COOoOIeHe U
MIMCbMO, BCce U3MeHeHMs! OynyT yrepsiHbl. KHomka OTMeHa 3aKpbIBaeT J1JaHHOe COO0DOIeHHe, BbI

BO3BpalllaeTech K peIaKTUPOBAHUIO TTHCHMa.

6.13 I'opsiune KJIABHINM OKHA PeJJaKTHPOBAHUS COOOIIEeHHIH

CoueraHus KJIaBUIII JIJIS1 OCHOBHBIX JEUCTBUM C TMCbMAMU:

e Cirl+Enter/:$sCmd+Enter — oTnpaBUTh NMCHMO Celuac;
e Ctrl+Shift+Enter/ { Shift+3$Cmd+Enter — oTnpaBUTh IMCHMO 1103XeE;
e Ctrl+N/ssCmd+N — HOBOe N1cbMo;

e Ctrl+S/$6Cmd+S — coxpaHuUTh THMCHBMO; B 3aBUCUMOCTA OT TeKYIeH HaCTPOUKU

coxpaHeHUs MUCbMO OynieT coxpaHeHo B @aitn, YepHoBuk, Illa610H;
e Ctrl+P/s2Cmd+P — HaneyaTaTh YepHOBUK;
e Ctrl+Z/2Cmd+Z — oTMeHUTH TIOCIIe[IHee JIeHCTBHE;
e Cirl+Y/s6Cmd+Y — noBTOpUTH OTMEHEHHOE JIeNCTBUE;
e Ctrl+K/2Cmd+K — BCTaBUTb CCHUIKY B TEKCT;

e Ctrl+Shift+K/{ Shift+3Cmd+K — mpepBaTh CCbUIKY WIM yAQIATb CCBUIKM U3

BbIJIeJIEHHOTO PparMeHTa;

e Ctrl+Shift+R/{ Shift+:3Cmd+R — ynanuTth SKOpy C UMeHaMU;
e Ctrl+Shift+P/ Shift+:3Cmd+P — npoeputh opdorpaduto;
o Ctrl+Shift+A/{ Shift+:3Cmd+A — BiOXUTDH aii;

e Ctrl+Shift+Y/{ Shift+3¥Cmd+Y, Ctrl+Space/:$sCmd+Space — mnpepBaTh WM yAaUTh
CTUJIN TEKCTa;

e Ctrl+])/2Cmd+] — yBeTUYuUTDb OTCTYII;

e Cirl+[/2Cmd+[ — ymeHbIIUTH OTCTYII;

e Ctrl+B/%¥Cmd+B — ycTaHOBUTb BbIJIEJIEHHOMY TEKCTY CTHJIb «ITOTY>KAPHBIN;

e Cirl+I/6Cmd+I — ycraHOBUTH BbIJIeJIeHHOMY TEeKCTY CTWJIb «KYPCUBY;
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e Ctrl+U/36Cmd+U — ycTaHOBUTD BBIZIEJIEHHOMY TEKCTY CTHIIb «IIOTYEPKHYTHINY;
e Cirl+T/2Cmd~+T — ycTaHOBUTBH CTHIIb TEKCTa «MOHOLIMPUHHBINY;

e Ctrl + >/3Cmd+>, Ctrl + ./£Cmd+.— yBemmuuTh pa3mep mipudTa;

e Cirl + </s6Cmd+<, Ctrl + ,/$6Cmd+,— yMeHbIIUTH pa3Mep LIPUPTA;

e Ctrl+R/3Cmd+R — nepedopmaTHpoBaTh TEKCT COOOITIEHUS;

o Ctrl+A/$Cmd+A — BBIIEJIUTL BCE: TEeKCT COOOIIeHUS WIN BJIOXKEHUS;
e Ctrl+C/3Cmd+C — xonupoBarh;

e Ctrl+X/36Cmd+X — BbIpe3arsb;

e Ctrl+V/:6Cmd+V — BcTaBuTh;

o Ctrl+Z/%Cmd+Z — OTMeHUTD;

e Ctrl+Y/:6Cmd+Y — moBTOpUTS;

e Ctrl+H/#Cmd+H — HalTH ¥ 3aMEeHUTb TEKCT B TEKYI[eEM COOOIIeHUY;
e Ctrl+F/Cmd+F — HalTH TEeKCT B TeKyIleM COODIIeHNH;

e Ctrl+G/#Cmd+G, F3 — HaliTi CHOBa B TeKyIl[eM COOOIIeHUY;

o Ctrl+Shift+G/ 1 Shift+3Cmd+G, Shift+F3/1Shift+F3 — wmaiitu npenbinymee B

TeKyIlleM COOOITeHNH;
o Shift+Enter/{ Shift+Enter — BcTaBUTH pa3pbiB CTPOKH BMECTO HOBOTO ab3aria;

e F2 — neperMeHOBaTh BIIOXKEHUE;
e F9 — nepexntounth 60Kk0BYI0 aHesib KOHTaKTHI;

¢ F6, Ctrl+F6/ Shift+F6, Ctrl+Tab/%¢Cmd+Tab — nepeiitu K cieqyomnemMy 0OCHOBHOMY

QJIEMEHTY TI0JIb30BaTeJIbCKOTO UHTEpderCa;

e Shift+F6/ 7 Shift+F6, Ctrl+Shift+F6/ { Shift+3Cmd+F6,

Ctrl+Shift+Tab/ 1 Shift+:3Cmd+Tab — nepeiiTy k npeabIAyIIeMy OCHOBHOMY 3JIeMEHTY

MIOJTb30BATEJILCKOTO MHTepdeica;

e Ctrl++/#Cmd++, Ctrl+=/Cmd+=, Ctrl/$6Cmd+kojiecHKk0 HIpPOKPYTKH BBepx —

YBEJINYUTh MacIuTab;

e Ctrl+-/2Cmd+-, Ctrl/$Cmd+KoJieCHK0 MPOKPYTKH BHI3 — YMEHbIIIUTh MacIITa0;
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e Ctrl+0/¢Cmd+0 — cbpocuth macmTab;
e Ctrl+1/2Cmd+1 — noka3sarb r1aBHOe OKHO IPUJIOXKEHUS;

o Ctrl+Shift+0O/ 7 Shift+3Cmd+O — BcTaBUTH Kak [IUTATY;
e Ctrl+Shift+V/{ Shift+3Cmd+V — BcTaBuTh 63 GopMaTUpOBaHUS;

e Ctrl/2Cmd + mea14oK BHyTPH sSi9eHIKH — BbIOpATh STYEUKY TaOJHUIIb;

e Ctrl/3:Cmd + mes4oK Mo rpaHuIie TaGJIUIBI — BLIIEJIUTH TaOIHILY;

e Del — ypanuth BeIOpaHHBIN TEKCT, BIIOXKEHHe, COJIePXKUMOe siueeK TabJTUIIbI WK TabJIuITy;
e Ctrl+Del/s$sCmd+Del — ynanuTh ciioBo cripaBa — OT Kypcopa JI0 KOHIIa CJIOBa;

e Ctrl+Backspace/$sCmd+Backspace — ynanuTh CJIOBO cjieBa — OT Kypcopa JI0 Havajia

CJIOBA4,

e Alt+Home/~\-Option+Home — nepemMecTUTh BIOXKEHHe B HAYaJIO CIIMCKA BIIOXKEHUI;
e Alt+1/~\2Option+1 — nepeMecTUTh BIIOXKEHUE BBHIIIIE;

e Alt+~/~\"Option+— — nepemMecTUTb BJIOXKEHHE BMECTE;

e Alt+1/7\ZOption+! — nepeMeCcTUTb BJIOXKEHHE HUXE;

e Alt+Home/~\-Option+Home — niepeMecTHTh BIOXKE€HHE B HAYaJIO CIIUCKa;

e Alt+End/~\-Option+End — nepemecTuTh BIOXX€HHE BHU3;

e Alt+Y/~\-Option+Y — oTcOpTHPOBaTh BCe BIIOXKeHHe WU BbIOpPAHHBIE BIIOXKEHHSI.
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7 YYETHBIE 3AIIMCH

7.1 Jlo6aBieHHe y4eTHOMH 3aIHCH IOYTHI

st nobaBiieHys] Y4eTHOW 3allMCH MOYThI OTKPOMTe IaHeslb IIapaMeTpPOB YYeTHOW 3alucH

OJTHUM M3 CJIeIyIOIIUX CIIOCODOB:

— BbIbepuTe MYHKT KoMaHAHOTO MeHio daiin > Cosgath > HacTpouts MO0 yueTHYIO

3aIIUCh ITOYTHI,

— B OKHe IIallOK BbI6epI/ITe HY>XXHYIO YYeTHYIO 3allvCh, npaBoﬁ KHOITKON MBIIIW BBI30OBUTE

KOHTeKCTHOe MeHIO, BbIﬁepI/ITe KOMaHOy HapaMeTpm.

B orkpeiBiierics manenu IlapaMeTpsl y4eTHOM 3alIMCH HaOXXMHUTe KHONKY JleHcTBUA s
yueTHOI 3amucH. [lajsiee B OTKpBIBIIEMCs MeHIO BbiOepuTe MyHKT Jl00aBUTh y4eTHYI0 3anHCh

nmouThl. Ha axpaHe oTkpoeTcs HoBast crpanuila Hacrpoiika ydeTHo# 3ammcu (cM. Prucynok 89).

_J Hatrpading yadtHon samecn - MyOficshail

= BroapuymHe @Hsmnonma y4iTHOA 2ani X

HacTpolika UMeroLLeics y Bac YYETHOM 3anMck 3/EKTPOHHOM NOYThI

Yrobe MCNONBS0EATE TEKYILWE 3APEC JNBKTROHHOW NOUTE, BBEAMTE CEOI YUSTHEIE J3HHEIE.
hokCidiac MNovTa aETOMAaTHHECKA BRINOAHAT NoKck padoyed 1 PEKOMEHATEAHHOH KOHDWMYPaLMK CepERpa.

Bawe nosHoe MMA

Anekcangp CMupHoB @

AAPEC FATKTPOHMONE NowTR

alexandr.smirnovi@techwr.myoffice.ru 0]

Napons

]

JanomHWTe Naponke

OTrMeHa

Eawm :f'-l‘E'-Hb!E AAHF B2 E}J.I:f'l NPAHATEC TONEKD NDKRAEHC H DILUERM

KOMIMESDTEDE,

Pucynok 89 - Hacrpoiika y4eTHOM 3alMCH TIOYTHI

Haxxmure KHOIIKY HPOI[OJDKI/ITB, Ha4YHeTCsd IIOHMCK yquHOﬁ 3amucu. B cJlydae OIIHNOKHU
PaCKpOIOTCd OOIIOJIHUTEJIbHbIE TIIOJId JUId YTOYHEHHdA IIapaMeTpOB CepBepOB BXOJSIIIIEH U

rcxopsie noursl (cMm. Pucynok 90).
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L Hactpoiika yudtkoi 3anucs - My Officehdail

@ HacTporka yqérHon zany. X

HacTpolika MMeroLLEerca v Bac YHETHOM 3anmnc 3NeKTPOHHOM NOYTb

Hrabbl MCNOAL3OBATL TEKYLIMIA AAPEC 3NEKTPOHHOMW NOYTEI, BEEAMTE CBOM YYETHBIE AaHHbIE,
MonOdme MouTa aBTOMATUYECKW BEINOAHWUT NOWCK pabouei M pEKOMEHADBAHHOR KOH(KUIYPaLMK cepeepa.

Balue noaHoe Mma

‘ alexandr.smirnov@techwr.myoffice.ru o

ALpeC ANEKTROHHOR NOYTLI

l alexandr.smirmnov@techwr.myoffice.ru o
MNapoas
LA L L L LY L] @

3anoMHUTE Napoie

MapameTpbl cepeepa

CEPBEP BXOAALLEN NOUThI

MpoTokon: IMAP =
W cepaepa: _ imap-techwr myoffice_ru

Mapt: 993

33UMTa COBAMHEHNA: ABTDOMpefensH1e g2
Metoa ayTentuburkada AsToONpeneneHue R
Win nosszosatens: ‘.alexand r.smirmnovi@tec hwr.myofﬁc:

CEPBEP MCXOALLER NOYTE

Maaa cepaepa: l smtp-techwr.myoffice_ru

MopT: | Lav %[

3AWMTE COBAMHEHAA: ABTDOMpefensH1e e
Merod ayTeHTHdukaL ABTDONPEfEneHHe R
Waem noakzosaTEns: -alexand r.smirmnovi@tec hwr.myofﬁcl

JononuuTensHan HACTRoRKS

MNepetecTpoBath Otmena TotoBO

Pucynok 90 - PacimivipenHasi maHesb BBOJIa JAHHBIX YYeTHOM 3aIIMCH

B cirydae HeyauHOTo Cco3faHusl YYeTHOM 3alTMCH ITOYTHI 3aTIOJIHUTE TIOJIS JIJIsl BXOSIIEro U

rcxopsiero ceppepoB. Haxxmute kHonKy IlepeTecTHpoBaTh /171 IPOBEPKY BBeJleHHBIX 3HAYeHUH.
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B citydae ycnemmHoro coeguHeHust HaxkMuTe KHONKY I'oToBo, yueTHas 3anuch OyzeT nobaBjieHa B

CIIMCOK YYeTHBIX 3aluCen.

7.2 YpaneHnue y4eTHBIX 3alHCel

HJISI yAadJlIeHnusa yquHOﬁ 3adIllMCH OTKpOfITe IaHeJIb IIdapaMeTpoB yquHOﬁ 3dllMC1 OJHHUM U3

cdJIeJyromux CIT0cOOOB:

— BbIOepUTe TYHKT KoMaHIHOTO MeHI0 MHcTpyMeHThI > IlapamMeTpsh! yueTHoIi 3amucH.

— B OKHe I1allOK BbIOeprTe HY>KHYIO y4eTHYIO 3alliCh, ITPABOM KHOIIKOW MBIIIK BBI30BHTE

KOHTeKCTHOe MeHI0, BbibepuTe koMaHy IlapameTpsl.

B otxpsiBiieiics nanenu IlapameTpsl y4eTHOH 3amuCcH Ha)kKMUTe KHOIKY JlelicTBHA 11
ydeTHOH 3ammcu. [lajlee B OTKpBIBIIEMCSI MEHIO BBIOEpUTe NYHKT YJAJIHTh y4eTHYH0 3allHCh

(cMm. Pucynok 91).

JofasuTs YUETHYID 3aNWMCE NOYTEL..

[oBaBuTs APYIYED YUBTHYIO 33NUCk...

Y1anTe YYETHYH 3aNMCh

JefcTEMA ANA YUSTHOM 3anMcn
Pucynok 91 - MeHto 1eliCTBUM JIJisl y9eTHOW 3aITUCH

Ha skpaHe oTKpoeTcst TajoroBoe OKHO BBIXOJIa U3 YUeTHOM 3anucu (cM. PrucyHok 92).

Berog w3 y4eTHoR 3anucK *

BbIKD,ﬂ, M3 1‘,|"'~-I'|ETH'I:.'IIrt""l 3dMNKUCKH
3ANOMHWTE CNEQYHILLME NAPAMETDE! YYETHOM SAMMCH HA 3TOM YCTPOWRCTES;

Noanyce
MeThm

MNpagrna W guAsTpR

BolTH OTmieHs

Pucynoxk 92 - J/InanoroBoe OKHO yjiajieHHs Y9eTHOU 3alTUCH

[Tpu ynaneHuu Bbl MOXKeTe 3alIOMHUTD CJIe/IyIOIIye TapaMeTphbl Y4eTHOM 3alUCH:

— yAdjienue MOAIIHCEN;
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— yAdJIeHrne MeTOK;

— yZaJleHue IIpaBUJl U PUIILTPOB.

7.3 YcTaHOBKA aKTUBHOM y4eTHOM 3alIuCH

HJISI YCTaHOBKHU AKTUBHOM YHETHOﬁ 3dIlIMCH OTKpOﬁTe IaHeJIb ITapdMeTpOB YHETHOﬁ 3dIlIMCH

OTHUM U3 CJleJyIoInuX CIT0COOOB:

— BbIOepUTe NYHKT KoMaHIHOTO MeHI0 MHcTpyMeHThI > IlapamMeTpshl yueTHoIi 3anucy;

— B OKHe I1allOK BbIOeprTe HY>KHYIO y4eTHYIO 3alliCh, TPABOM KHOIIKOW MBIIIM BBI30BUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHy IlapameTpsl.

B otkpeiBiIerics na"enu IlapaMeTpsl y4eTHOH 3aniCcH BbIOepyTe HEOOXOOUMYIO YYETHYIO
3allkCh, Aajlee HaXMUTe KHONKY J[leMCTBHA IJisi y4eTHOM 3amHCH. B OTKpbIBIIeMCs MeHO

BbI6epI/ITe ITYHKT YcranoBuTh 110 YMOTYaHUIO.

7.4 Jlo0aByieHNe y4eTHOM 3alIHCH HOBOCTeMH

st nobaBiieHus y9eTHOM 3alTMCH HOBOCTEM OTKPOWTe IaHeslb TapaMeTPOB YYeTHOM 3aIUCH

OIHHM M3 CJIeyIOoInX CIIocoboB:

— BbIOepUTe MYHKT koMaHHoro MeHi0o MHcTpyMenTh!I > IlapamMeTps! y4eTHOH 3aIlucH;

— B OKHe IIallOK BbI6epI/ITe HY>XXHYIO YYeTHYIO 3allvCh, HpaBOﬁ KHOIIKOM MBIIIIHA BBI30BUTE

KOHTeKCTHOe MEHIO, BbI6epI/ITe KOMaHOy HapaMeTpm.
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B otkpsiBieiics naneny IlapameTpsl y4eTHOH 3anmucH Ha)kKMUTe KHOIKY JlelicTBus 1iist
y4deTHOI1 3anucH. /lajee B OTKpBIBIIEMCS MeHIO BbiOepuTe MyHKT J100aBHUTH APYryl0 y4eTHYIO

3amuck. Ha skpaHe oTKpoeTcs I1ajioroBoe OKHO BbIOOpa THIa y4eTHOM 3anucu (cM. PucyHok 93).

MacTep yueTHen 33nKMced

MapameTpil HOBOR YUETHOR JANKOW

Urofie nony4ars cooBLIEHNS, CHAYANE HYPKHO COBAATE YUETHYHO 3ANMCE.

3TOT MaCTER COBEPET MHGOPMAUNID, HESBXOZNMYHD ANA COZRAHUA YUETHOM 3anncH. ECan Bu
HE 3HAETE BCeR HED BXOANMON MHDOPMALMK, CEREUTECS © BALLMM CHCTEMHEIM
3AMUHHCTPATOPOM HAK NOCTABLLMKOM Yoy MuTepHera,

BrifepuTe, KAKOH THN YUETHON JAMACH BBl XOTHTE CO3AATE

@ ¥uETHAR JANNCE HOBOCTERA i

< Hazag Hanee > Crmaena

Pucynoxk 93 - [lapameTpbl HOBOM y4eTHOM 3aIlTUCH

BribepuTe THIT y4eTHOM 3anucK U HaxkmuTe KHOTKY Jlasee (cM. PrucyHok 94).

MacTep yuTHEIX 2anuced

MepeonansHbie pannbe

Jns KaoKa0R yHETHOH 3AMNMCH MMEIOTCA NEPCOHANBHBIE JIHHBIE, KOTOPBIE CMOrYT YBHALTE
YHTEFILWE BALLIK NHCEME SAPECEThI.

Boeanre nwa, koropoe Byger noseaATecR B none =0 npu ornpasxe coobuwerni (manpusep,
«lgan Meanoas).

Brigogumoe waa: | AnekcaHoo CMUCHOBE

BreauTe paw agpec INEKTPOMHONA NONTE, KyAa Apyrae DyayT oTNpasnsTe eam coobyenms
{nanpusep, cuserBtest.rus).

AQpec ANEKTROMHON NONTEE | alexandr.smirnov@techwr.myoffice.ru

< e

Pucynok 94 - IlepcoHanbHbIe JaHHBIE
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3anonHuTe ToJis BeIBoguMoe mMs ¥ Anpec 3JIeKTPOHHON MoYThbl. HakmuTe KHOMIKY

Hdanee (cMm. Pucynok 95).

Macrep yyeTHen 3anncei
HudsopMaLua o ceprepe BXOAALER NoUTs

BEEaMTE WMA MCNOALSYEMOTD BaMKM CEpeepa HosocTel (WNTP) (Hanpumep, snews best.rus),

CEpeep rpynn H.., |

ctiosn [Torees ] | onaes

Pucynok 95 - Hacrpoiika cepBepa BXOASIIEN MOYThI

3anonuute nojie CepBep rpynn HoBocTei. Haxxmure kHonky Jlanee (cMm. Prucynok 96).

ke

MacTep y4ETHDIX SanwceR

Hmam y4ETHORA 3aNMCH

Beegute nmA 310 yJETHOA 2anuck (Hanpumep, =Pabouads, =TuaHas: wnm =T pynns
HOECCTEH=),

HInA yETHON 33, |

<t =l

Pucynok 96 - ms yueTHOM 3anvcu

3anonuute nosie Umsa yderHoii 3anmucu. Haxxmure kHonky Jlasee (cM. Pucynok 97).

Igcrep yuErnbn sanucei .

Nosapasnaem!

MosamyficTa, NPOBEPETE, WTd NPUBEAEHHAR HWHE MEbOPMALMA BEpHA.

Mimm y-ETHON Janmcm;

Agpec INeKTPoHHOA NoYTe:

Mma cepeepa HosocTel (NMTP):
Mz nonesosatena (SMTP-cepeep):

Hackraure loTonos, urobs coxpanuTe TEKyLLpMe NapameTps M 3aBepLunTs paboty «<Macrepa
YUETHBIX TAMMCERs,

I < Hasag || lotoso Ormena

Pucynok 97 - CoxpaHeHue y4eTHOH 3a1IMCH
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Haxxmure kHonky I'oTOBO, yueTHas 3anuch HOBOCTel OyJieT nobaBjieHa B CIIMCOK YYEeTHBIX

3amMcer Ha JIeBOU IaHeJIH.

7.5 BpIxopg U3 y4yeTHOI 3alIMCH

HJISI BbIXOa H3 TEKYLHEﬁ 3dllMCH B OKHeEe IIaIlOK BbI6epI/ITe HY>XXHYIKO YYE€THYIO 3dIIMCb, B

OTKPBIBIIENCS CIpaBa ITaHeJIU HaXMUTEe KHOIIKY E:—} BeifiT1 | Ha skpaHe MOABHUTCS JMAIOrOBOE

okHO (cM. PucyHnok 98), B KOTOpOoM MOXXHO HaCTPOUThH ITapaMeTphl BbIXOJa U3 aKKayHTa, TaKKhe Kak:

— ynaneHue uHdopMaiyy 06 y4eTHOU 3aluCH.

— yJlaJieHue JaHHBbIX COOOIeHUH.

J Brixon Uz yueTHOR 3anWci - x

BbIXxoa 13 y4eTHOM 3anu1cu

FANoMHKUTE CAEOYVHOLWLME NAPAMETPE YHETHOR 3AMNWCK HA 3TOM YCTPONCTRE:

MNognuce
MeTHH

EI MNpasuna W GHALTRR

BuiATI OTmeHa

Pucynok 98 - Hacrpoiika mapameTpoB IIpU BbIXOZle U3 aKKayHTa

Haxxmure Ha KHOIIKY BrriiTn JJId BbIXO/Jld U3 dKKayHTd.

7.6 Hacrpoiika mapamMeTpoB y4eTHOMH 3amucHu

OTkpo¥iTe MaHesb TapaMeTPOB yUYeTHOU 3allMCU OTHUM U3 CIIeAYIOLIUX CIIOCOOOB:

— BbIOeprTe IYHKT KOMaHHOTo MeHI0O MHcTpyMeHTHI > IlapamMeTpsh! yueTHOI 3amucH;

— B OKHE MaroK BbIOEpUTe HY)XHYIO Y4YEeTHYIO 3alliCh, B OTKPBIBIIEACS CIIpaBa MaHesu
HAKMHTE KHOIIKY 497 NapameTpi ;

— B OKHe IallOK BbIOeprTe HY>KHYIO y4eTHYIO 3allKCh, TPABOM KHOIIKOW MBIIIK BBI30BUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHy IlapameTpsr;
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— Ha TaHeld WHCTPYMEHTOB HaXXMWUTe KHOIIKY BbI30Ba MeHI0 — (MeH0 MoiOduc

ITouTa), B nosiBUBIIeMcCst MeHI0 BbiOepuTe IlapameTpsnl yueTHOI 3anmucHy.

B neBoii manenu BbI6epI/ITe HEO6XOHI/IMYIO Y4eTHYyIlO 3dIIiCh, B HpaBOﬁ IIaHeJIN IIOABATCA

HACTPOUMKHU BHIOPAaHHOMW y4eTHOM 3anucu (cMm. Pucynok 99).

d Mapasietpes pabmricd zanscn - My Officebail

] Bxogmupe mnammu YuBTHOA 330 X

~ EMoyta AnA =alexandr.smirng...

Mapamerpe cepaepa
KaQnuM » manku
COCTAENEHWE W AIPECalma
AHTH-CNAM SAALTR
CHMHXDOHMIALMA W XPAHEHKE
CREOIHOE WWSPORaHWE
VYERAOMAEHHA O NPOUTEHH
~ [ NovankHbe nankms
AHTH-CMaM BRALTR

AWCKDB0e NPOCTPAHCTED

ElCepoep wexogawel noute (5...

Jedcrgun ans yuSTHOA ZanKce >

k=3 Hacrpodiis ModOgac Mayra

M fonoaHenns u Temel

NapameTpsl yusTHOR 3anuck - Nouta ans salexandrsmirmov@techwrmyoffice.rus

KA yuetHof zankoe | Mouta 20A =alexandrsmirnowv@Etechwr.myoffice.ns

JA4HbIE AHHbIE

fnr kazgol }'HETHDIFI SBTACA MMEKITCR MeECOHANLHBIE JAHHLIE, KOTOREE CMOTYT YEMZETE YHTAIWME BaLW
MACEME 3ADECaTHL

Wua cTnpaevTens: Anekcasgp CMUDHOE

AJpec 3NEKTPOHHOA NOYTH; alexandrsmimovEtechwrmyofiicen

ALPEC ANA OTEETA! Mony4aTens BYAYT OTEEUETE MO STOMY BADECyY
Croramv3aumg:

MaanMcs 5 DBROBKTE PesasTiposaTs

] Bgraansms nognwce 13 dakna (rexcr, HTML man kapmemiy):

Bglbpate...
| Nprpennats EWIMTHYH KIDTOMEY K CO0BLUEHWRM PesasTapoaaTh EWIUTHYID KADTOMEY...
_| Anpec anA oTEeTa, KOTEa JAMOAOEKM LOCTaEKM coenagaweT: | list@example.com, *@examplecom
Cepeap LOMOAAER NouTH (SMTP)  MOnoaL308aTe CEPESD NO YMONYEH... MEmeHaTe SMTP-capeap..

LanorHuTENsHbIE AIPECh SNEKTHOHHOR NOYTH ..

Pucynoxk 99 - HacTpoiiky y4eTHOM 3amucu

7.6.1 OcHOBHBIE MapaMeTPhI yYeTHOH 3aITHCH

3aroHuTe dleayromiye I110Jid:

— UMsl YYeTHOM 3aluCH, NMpU cMeHe (oKyca UMs YyUeTHOM 3alMCHd OOHOBHUTCS B JIEBOU

MaHesu;

— UM OTIIPpABUTEJIA;
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— aJipec 3JIeKTPOHHOM I10YTHI;
— ajpec I OTBeTa;

— OpraHu3anusl.

7.6.2 HacTpoiika oanucu cooomeHust

ITome nmoArnurcu CoOepXuT TeKCT, KOTOprﬁ dBTOMdTHUYeCKH ,I[O68BJ'[$I€TC$I B KOHeI]

COO6H.[€HI/I$I IIpr CO3AdHUU ITNCbMaA. Tekct IIOAIIMCHU MOXKeT OBITD C(l)OpMI/IpOBaH ABYMS criocobamu:

1. Ha noxanbHOM KJIMeHTe IIPU HaCTPOMKe IMapaMeTpPOB YUeTHOM 3anucu. s co3nanus uinu
pelaKTHPOBaHUsl JIOKaJIbHOM MOAIMCH HaXkMuTe KHONKYy PemakTupoBarts B pasjeie Iloamuce. B
OTKPBIBLIEWCS AUAJIOTOBOW IaHesu (cm. Pucynok 100) BBemute Tekct mnoanucu. llpu
HeOOXOAMMOCTH UCIOJIb3yWTe MHCTPYMeHThl GOpMaTUPOBAHUSI U BCTaBKU 00BeKTOB. Hakmure

COXPHHHTB. B sTom Clly4de IMoAIKrCh COXPAHUTCS JIOKAJIBHO oe3 OTIIPABKH Ha CepBep.

PeakTMpoBaHue Noanucu

OERMHBIR TExeT w MponopLOHEaNEHE v T T-TBIU =l E E = @v B

C yeameHHem,

Orresciin COXpaHnTE

Pucynok 100 - PegaktrpoBanue noanucu

2. Ha Beb6-Bepcun «MoiO¢uc Ilouta» B pasgene JImuHaa uHopmaiusa MoxeT OBbITH
BBeJleH TeKCT IOAIMCHU M BbIOpaH JyIsl MCIOJIb30BaHUs 110 yMoJI4YaHUI0. B 3TOM ciyyae nmonmnuch

MOXKeT OBbIThb IoJjIydeHa C cepBepa U B JIaJIbHEeHIIeM MCIO0JIb30BaHa Ha KJIMEeHTe. ,HJ'ISI MOJIy4YeHud Hd

JIOKAJILHOM KJIMEHTe TOJIKCU C CepBepa HaXKMHUTe KHOIKY "+ DBrOBMTS , Ha JKpaHe

MOSIBUTCS TTpefynpexxatoiiiee coodmienue (cMm. Pucynok 101):
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OBHOBWUTEL NOANUCE?

Terylan Noanuck BYNeT 3aMeHEHa Ha

YyCTaHOBNEHHYIO B Bef-Bepckn «MoiOduc Modtas.

OTreHa OBHOBUTE

Pucynok 101 - Coobuienue 06 06HOBIIEHNY TOJIIACH

Haxkmure Ha KHOIIKY OGHOBI/ITI), TeKyllas IMOAINNUCh 3dMEHUTCA Ha IIOAIMUCH U3 BE6-BepCI/II/I

«MonOduwuc ITouray.

7.6.3 Ucnosib30BaHNe BU3UTHOM KAPTOYKH B COOOIIEHUSIX

Inst Toro, 4TOOBI TPUKPENWTh BU3UTHYIO KApTOYKy K OTIPAaBJIsieMbIM COOOIIEHUSIM,

WCIOJIb3YyHTe TepekiitoyaTesib IIpUKpeniaTh BU3UTHYI0 KapTO4Ky K coo0menusam. Haxmure

KHOIIKY PemakTHpoBaTh BH3UTHYI0 KapTodky. Ha skpaHe MOsIBUTCS Juaor peqakTHPOBaHUs

1oJied BUBUTHOM KapTOYku. OH COCTOUT U3 TPeX IaHeseH.

Ha manenmu KonrakTt (cM. PucyHok 102) BbI MokeTe peqaKTUpPOBATh CJEAYIOIIHME TIOJIs

BU3UTHOU KapTOYKU:

1.

HNms, bammnums.

. Ums nyst orob6paskenus.

. IlceBmoHum.

2
3
4.
5
6

OcHoBHOU U JOIIOJTHUTEJIbHBIN aZipeCa SHEKTpOHHOﬁ IIOYTHI.

. M4 B gare.

. Homepa tenedonon: pabouuii, nomaiinui, ¢pakc, neixep, MOOUIbHBIH.
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WzmeHEHHE BHIMTHOH KapTOUKK

KOHTaKT Pagouee Mpodes

Lpin: | |

DIIA

Crodipanarh a3k

MeeBAaHw:

FNEKTROHHAR NOATA!

100, ASPET ANEKTRCHHDH NoTH;
Fluz o sare:

MEeAnOYRTET MaAaTE NOYTY B GOpMAaTe HEHZSECTHD »

Pucynok 102 - PefaktripoBaHue 1osell KOHTaKTa BU3UTHOM KapTOYKU

Ha mnanenu PaGouee (cm. Pucynok 103) Bbl MoxkeTe pedaKTHPOBATh CIIEAYIOIIHE MOJIs

BU3UTHOU KapTO4YKH:

1. Jlo/KHOCTB.
OTpen.
Opranuzanus.
Anpec.

['opopn, obyacTe, kpai, IOYTOBBIN UH/IEKC, CTPaHa.

SR

Beb6-cTpanwuria.
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WameHeHue BUINTHOE KAPTOUKH x

KoHTaET Palauee Npoyse

JafwnacTs: Qg

CIpranuzaLmm:

Adpec:
ropoy:
Ofinacm, kpadic Moyroouil gusexc:

{Ipana:

Bed-CTpaniga:

Pucynok 103 - PegaktrpoBanre pabounx CBeJleHU KOHTaKTa BUSUTHOM KapTOYKHU

Ha manenmu IIpouee (cm. Pucynok 104) BeI MOXeTe pelakTUPOBaTh JIOTIOTHUTEbHbIE MOJIs

Y 3aMEeTKH BU3UTHOU KapTO4YKH.

WameHenve BHINTHOR KApTOUKK *

KOHTaET Pabauee Npougs

Npouge 1t I |

Npouee 2
Npoues 3

Npouse &:

JameTIr

QK OTMEHE

Pucynok 104 - PemakTrpoBaHue JJOMIOHUTENILHBIX CBeJIeHUN KOHTAKTa BUSUTHOW KaPTOUKH
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7.6.4 HacTpoiika cepBepa HCXOAsIIeH MOYTHI

HJISI HaCTpOﬁKH IIapaMeTpoOB CepBepa UCXOMSINEN MOYThl HAXKMUTE Ha KHOIIKY Hszmenurnb

SMTP-cepBep. Ha »sxpaHe mnosBUTCS IaHelb pelJakTUpoBaHWsi cBoucTB SMTP - cepsepa

(cM. Pucynok 105), Ha KOTOPOH MO>KHO 3aII0JIHUTG ClleyIoIye MOJIs:

1. Omnucanue cepsepa.

. ms cepsepa.

. Iopr.

. Meron ayreHTHdUKAIIAU.

2
3
4. Tum 3amyThl COETUHEeHUsI.
5
6

. M4 nonb3oBarerid.

SMTP-cepeep b4

Hactporiku

onucaHue:

KimA cepeepa: | smitp-techwr.myoffice.ru

OopT: 465 Mo ymonyaHum: 465
o~ | o)

JawmnTa 1 ayTeHTUOKMKaLMA

Jawuta coedUHEHKA: SSLTLS ~

MeTog ayTeHTHGUKALNY:  OfkiYHbIi Napo/s o

Mma nonezoBaTens. alexandr.smirnov@techwr.myaoffic
OK OTMEHA

V.

Pucynok 105 - Ilanens penaktupoBanus cBouctB SMTP - cepBepa
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7.6.5 HacTpoiika 1ono/JIHUTeIbHBIX afipecoB 3J1eKTPOHHOH MOYTHI

Haxxmure KHOIIKY HOIIOJIHI/ITEJII)HI)IE aJipeca SJIEKTPOHHOﬁ moutkl. Ha SKpdHe ITOSABUTCA

JranoroBoe okHO (cM. Pucynok 106).

JononHuTeNEHLIE a0peca SNeKTPOHHON NouTkwl gna alexandr.smirnovi@techwr.myoffice.ru x

Frpamnewae agpecami an. NoYTe 3rod yudtead zanuck. Mo ymonuamsa SyaeT HONCAL I0EATLEN NepEMil AQPEC 0. NO4TLEL

Alexander Smirnov <alexandr.emirnov@techwr.myoffice.ru=

Naofigesms

VEMENETE...

3AEFITH

Pucynok 106 - IlaHesnb HACTPOUKY JTOTIOJIHUTENTBHBIX aJIPECOB 3JTIEKTPOHHOM TTOYTHI

B nuasnore otobpaxaeTcst CIIMCOK JI0MOJIHUTENIbHBIX aJJpeCcOB 3JIeKTPOHHOM MOYTHI.

,HJIH I[O6aBIIeHI/IH AOOIIOJIHUTEJIbHOT'O aJgpeca BHEKTpOHHOﬁ IMIOYTBEI HAXMHTEe KHOIIKY

HOﬁaBI/ITL. Ha SKpaHe ITOABUTCA JUAJIOTOBOe OKHO peldKTHPOBAHMY ITOYTOBOI'O a/ipecd.

st “3MeHeHUs] TapaMeTpoOB BbIOPAHHOI'O 3JIEKTPOHHOTO ajipeca HAaXXMUTE KHOIKY

HNszmenurs. Ha SKpaHe IMOABUTCA JHUdAJIOTOBOE OKHO PeIdKTHPOBAHKYA ITIOYTOBOI'O dJ/ipeca.

Jly1st Toro, yTOOBI a/ipec MCIOJIb30BAJICS KAk afjpec OTIPaBUTeJIs, BbIOepuTe ajipec B CIIMCKe

1 HaxkmuTe KHOMKY Ilo ymomuanuro.

J1st ynaneHus ajipeca U3 CIMCKa HAKMUTE KHOTIKY Y JaIUTh.

7.7 Hacrtpoiika 00111ero 1oCTyna K o4ToBOMY SIITUKY

Cy1iecTByeT BO3MOXHOCTb Ipef0CTaBJIeHMs JOCTYIa JIPyroMy I10JIb30BaTesIl0 K IalKaM
IIOYTOBOTO SIKKa. 715 AeslerpoBaHus JOCTYTA K IOYTOBOMY SIIIMKY U ero IankaM o0paTuTech K

aJIMUHUCTPATOPYy.

7.8 lonosHUTeJIBLHBIE aJipeca 3JIEKTPOHHOMH IOYTHI

,HIIH TOTO, YTOOBI I[O6aBI/ITI:> JOIIOJTHUTEeJIbHbIe aJpecCa SHQKTPOHHOﬁ II04YThI, BBIIIOJIHUTE

CJleyouye qerCcTBUL:
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1. Beibepute myHkT KoMaHIHOTO MeHIO MHCTpyMeHThI > IlapamMeTpbl y4eTHO# 3anucH.

2. B okHe manok BbI6epI/ITe HY’>KHYIO YYeTHYIO 3alliCh, B npaBoﬁ IaHeJIn HaX)XMHUTe KHOIIKY
HOHOJIHI/ITEJII)HI)IE ajipeca 3JIEKTpOHHOI71 IIOYTHI.

3. B oTkpbIBIIEMCS Auaiore HAXKMUTe KHOTIKY Jl00aBHUTH.

Ha JKpdHe IIOIBUTCA OHUAJIOTOBOE OKHO peadaKTHUpPOBaHHUA dfpecd BHGKTPOHHOﬁ ITIOYTHI,

COCTodIIlee U3 TpeX 3aKJId[I0K.

7.8.1 Hacrpoiiku

[Tanenns  HacTpoiikm  COIEepXXUT  OCHOBHble  IapaMeTpbl  3JIEKTPOHHOM  ITOYTHI

(cm. Pucynok 107).

HoBbll agpec 3NEKTPOHHOA NOYTHI X
HACTpoUTE NARAMETRR AAHHOMD 3APECA FEKTROHKOH NOYTh
~
HacTpoiim Kanuu ¥ nanku CocTasneHWe | agpecaluA
MyBaduHEE AaHHBIE
Metn arnpasurens;
AAPEC INEKTRPOHHOR NOYTHE
Agpec ana oTeeTa: MNamyuatena GyayT OTEEUATE N0 3TOMY 3aPecy
OipraHWzalue:
TexcT NoanacK: Wecnonkaosate HTML (Hanpumep <b=smpHeii</b>)
BCTABNATE NOANMCE 13 daina irekct, HTML MaK kapmuHiy):
MNpHEREnNATE BHINTHYKD KapTO4KY & cooBuenurm PerakTHpoBaTE BUIHTHYR: KAPTOMEKY...
anBaTH bi2 QaHHEBIE
Cepeep Moxogaed noutel (SMTP)
alexandr.smirnovi@techwr.myoffice.ru v M3MeHHTe SMTP-cepBep...
MeTka agpeca an. NOYTLL
W
074 OrmeHa

Pucynoxk 107 - HacTpoiiku mapamMeTpoB 3JIeKTPOHHOM MTOYThI
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Ha nanenu HacTpoiiku Bbl MOXeTe pelakTUPOBaTh CJIeAyIOLye OIS 3JIeKTPOHHOM MOYTHI:

1. Umsa ornipaBurers.

AJipec 371eKTPOHHOM TOYTHI.
Anpec s oTBeta.
Opranuzanus.

Tekct noanmcwu.

BusurtHas kapTouka.

Cepsep ucxoggsiiei moursl (SMTP).

e A S R

Mertka ajipeca 371eKTPOHHOU I1OYTHI.
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7.8.2 Kormuu u nankun

ITanens Komuu M mamke T03BOJISIET 3d1dTb IIOBeJeHue,

CcOO0I1IeHnH, apX1MBOB, YePHOBUKOB, 111a0J10HOB (cM. PucyHnok 108).

Hoeelii aapec anekTpoHHOR NouTel

HAcTpouTE NapaseTRe AaHHOTS AAPEca 3INEKTROHHOH NoUTH!

Hactporu Konuy 1 nankq CoCTABNEHWE W BLPECaUMA

Mpw oTNpaBAeHMK COOBLIEHWH ABTOMATMUECKK:
+ TMostewars konwe coobuering B
@ naney «OtnpasnenHeies na: G2 alexandr.smirnov@techwr.myoffice.ru
Apyryro nanky:
CoRpanHaTe OTEETH B NANKE OPHIMHENE
CTNpasaaTh konkk (T no aapecas:
CHNpaBARTE CEPBITEIE ®anuy [Boo) no agpecan:
Apxuesl cooBLEH KA
+' | KpaHnTh ApXMBMPOBRHHEIE cOOBLIEHA B;
® nanke sApKHBE HA: G2 alexandr.smirnov@techwr.myoffice.ru

ApyToi nanke:

HepHoeukw v WaGnoHm
KpaMuTe YepHOBKKN CooBLIEHMER B

@ ranke «MepHEoBUKEs Ha: G2 alexandr.smirnov@techwr.myoffice.ru
Jpyrof nanke:

XpaHuTe WabnoHel cooteHHE B

® nanke «WaBrone= va G alexandr.s mirnov@techwr. myoffice.ru
Apyroi nanke:

3agpamﬁaa'rb NoATESEHRASHHE TRH COXpaHEHAA caoBlsHMA

CBA3dHHOE C pa3MelleHnemM

HaBcTpoikiA 2piiBaLIIUH. ..

OK Otmena

Pucynok 108 - Hacrpolika napameTpoB KOIHI U ITAIIOK

Ha nanemn Komuu u mankm BhI MOXKeTe 3a1dBaTh CJjiefiyrollee rnoBegeHnne, CBIA3dHHOe C

COOOIICHUIMMU:

1. Pasmerenue coobiieHus B marke 1mocje OTIpaBJIeHuUs .

2. 3ayaHue JOTIOJTHUTEbHBIX aJ[PeCOB JIJisl KOTIHM.
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3. 3amaHue JOTOJIHUTENLHBIX afJPeCoB Il CKPBITHIX KOIIHMA.
4. 3amaHue MecTa pa3MellleHrs apXMBUPOBAHHBIX COOOIIEHUH.
5. 3amaHue MecTa pa3MelreHus 11abI0HOB.

6. 3agaHue MecTa pa3MellleHUS] YePHOBUKOB.

7.8.3 CocraBiieHHe U aipecamus

ITanens CocraBieHne u ajipecaniid I103BOJIIET 3a4dTb HaCTpOﬁKH COCTaBJIeHHd H

anpecanuu nuceM (cm. Pucynok 109).

Hogkll anpec 3AeKTPOHHOA NOUTE x

HaETPGIdTb MapaMeTpel QaHHOro agpeca 5.!1EK'I'PDHHCIJT1 MOUTEL

HacTpoiikm KonuH i nanku COCTABAEHNE 1 AADeCaLMa

CocragneHue

| CocraengTe cooBweHna B doprare HTML

v M LTEETE BETOMATHHECKK UHTHPOBATE TEKCT HCXOAMOND CoobLeHKa

MpH UATWROBAHWN,  NOMECTHTE KYPCOD MRl UMTHRYEMbIM TEKCTOM ¥

W CTAEWTE NOANKCE NAce UATURYEMOTS TEKCTA [PeKoMEHIyETCR) b

W BrAkuaTts Noanick & OTEETE

Brarouats ASANUCE B Nepeceiactele NHCeMa

FnobansHbie HACTRORKK COCTARNEHHA CootLeHA...

Appecayma
Mpu noafope agpecos:
B MenofsrosaTe 408 3TCH YUETHOR 3anwed riobansHue HacTpobiKk LDAP-cepoepa

lMcnonezoeate gpyron LDAP-cepeep:

MADBANEHBIE HACTPOHKM 30PECALIMM. ..

QK OTresa

Pucynok 109 - Hacrpoliku cocraBieHns 1 afipecaliiy 1iceM

Ha mnanenun CocraBieHue u dajipecaniisl  Bbl MOXeTe YIIPpaBJITb CJIeAYIOIIMMUA

IapaMeTpaMH:

1. ®opmar cocraBiieHus COObIeHuS.

2. BkiroyaTh aBTOMaTHYeCKOe IWUTUPOBaHKe U IIOAIINCE IIPHU OTBETe.
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3. Bxirogarn IOOINCH B OTBETHL.
4. Bxurodath MOJIMKCH B MTepeChUIaeMblii MUCHMA.

5. Boibop cepepa LDAP nyis mog6ope ajmpecos.

Haxxmure KHOIIKY I'no6anbHbIe HaCTPOﬁKI/I COCTaBJIEHHU A COOﬁ]IIEHI/IfI JJId 11epexoid B

ITaHeJIb TJI00aJIbHOM HACTPOMKY COCTAaBJIeHUs COODIIeHNH.

Haxxmure KHOIIKY I'no6anbHbIe HaCTPOﬁKH ajipecaniii iy [lepexo/la B pd3fiesl

HACTPOMKU aJipecaliiy IaHeIu I100aIbHOM HaCTpOﬁKH COCTaBJIeHHu4d COO6m€HHﬁ.

7.9 IIapameTpsI cepBepa

71 HaAcTpOWKK MapamMeTpoOB CepBepa OTKPOWTe IaHejlb IapaMeTpPOB YYeTHOW 3allkiCH

OIHHM M3 CIIeyIOInX CII0CcOOOB:

— BbIOeprTe IYHKT KOMaHHOTo MeHI0O MHcTpyMeHTHI > IlapamMeTpsh! yueTHoI 3anucH;

— B OKHe IIallOK BbI6epI/ITe HY>XXHYIO YYeTHYIO 3allvCh, npaBoﬁ KHOIIKOM MBIIIIHA BBI30BUTE

KOHTeKCTHOe MEeHIO, BbI6epI/ITe KOMaHOy HapaMeTpm.
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B otkpeiBiieiics manenu Ilapamerpsl ydeTHoit 3anmmcu (cM. Pucynok 110) nmepedigure K

MYHKTY MeHIo akkayHTa IlapameTrpsI cepBepa.

Lod Meparserpr: yraesnod samecn - MyCficel el

(3 Mail for Alesander Smirr [ napamerper ezt san

Konia 1 nanku

COCTABNEHWE W AAPEcaunA
AHTH-CIAM QHAABTR
CHHARBOHMIALMA W XpaHed e
CEBOSHOR WHSPOBIHME
YBEAOMASHHA O MPOHTEHM
~ E)Mail for Elena Smirnova
MapaseTpe cepsepa
KQnee i nanex
CoCTaaAEHWE H AAPECIUnA
AHTH-CTM $HARTE
CHHIDOHMIALMA W XpaHeHre
CRBOIHOE WGPOBIHME
YBEAOMASHHA O MPOUTEHUR
~ EINoxantmbie nankn
AHTH-CIAM QHAABTR
JucenBos NPOCTPAHCTED

EiCepaep HexoAAWER NoWThI (5...

Nedcrara AnA yudTHOR sano v

3 HactpoRaos MyOfficehail

W LonoaueruA u Teuw

S Yoeseso L oofuyssns v Hegeomen

MapaneTpel cepaspa

Tn cepeepa: MNouroesid cepaep IMAP

Mg cepaapa; 22 dg Ty A Mopr| %3 g Mo ymonyany: 993

Mg noaesosatens: | dlexandr smirnovi@techwr myoffice.ru

HacTpoRkM 3amTe

JalmTa CORgHHEHMA! SSLTLS ke
Matog ayTenTuduesande OBRYHLIE NAROAE i
MapameTphl cepaepa

B NMpoaepats noury nps samycee
B Nposepats nanure Hoosix coofienni gawawe | 10 Ii MHYT
Pazpelurs CepESDY MpL NOCTYMASHMM HOBLY CODGIEHHA HEMENEHHD OTOGPANATE YEeS0MASHME

Me YaaneHwA cOoheHwR:
Q) MNepemectute erosnanky: T YaandHsie ma Ma. exander Smimoy «

(70 OTreeTITE Mo Kax yIAREHHDE

() ¥RAAMTE BIO CRAsY

JononHHTENRHD. .
XpaHuwnuuie cooBulernis
[] Cxumiam npw Buxoge nanky =Exoanwmes
|| OrycTowsTs NP BRE00E NANKY oY 5308HHEES
TN XPaHAANWE COOOWEHWA:  KaXioe coobue=re § aTaeNsHoM Sadne (maddin) ~
Nakanewd katasar: | Chillers AdminmAppData\Roaming\MyCiceMail\Prafilesy © o=he ol QE30p...

Pucynoxk 110 - HacTtpotika mapameTpoB cepBepa

7.9.1 OcHoBHEBIe MapaMeTpbI cepBepa

B JdHHOM pa3jiejie IIdHeJIx Bbl MO’KeTe YCTAHOBUTHL TdKHWe IIdpaMeTpPhl KdK MMA CepBepad,

IOpT, UMH 110JIb30BATEJIA.

7.9.2 HacTpoiKkH 3a1MThI

B nanHOM paspesne rmaHesiy Bbl MOXKeTe YCTaHOBUTD CJIeIyIOIIe HaCTPOUKHY 3allIUThI:
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— tun 3auuThl coequuenus (Her, STARTTLS, SSL/TLS);

—Meropi ayreHTUuKanny (OObIYHBINA maposb, 3amM@poBaHHBIM mapoisb, Kerberos /

GSSAPI, NTLM, Cepruduxar TLS, OAuth2).

7.9.3 IIapameTpsI cepBepa

B JdHHOM pdsziejie IlaHeJIh Bbl MOXKeTe YCTAHOBUTL ClielyIolue IlapaMeTphbl:

— MPOBEepKa IOYTHI ITPU 3aITyCKe MPHIOXKEHMS;
— TIepUOJ] ITPOBEPKHU HOBBIX COOOITIeHUH (B MUHYTaX);
— oTOOpakeHUe YBeIOMJIEHUS TIPH MTOCTYIUIEHUH HOBBIX COOOIIEHHMIA;

— JlefiCTBYe TIpY yJlaJleHUH CcoobIleHurs (llepeMecTUTh B MAIKy, OTMETUTh COOOIeHre Kak

yAalieHHOe, yJIaJIUTh Cpa3y).

7.9.4 [TonosTHUTEILHBIE TAPaMeTPhI YYeTHOH 3allHCH

Jlisi HacTpoek MOIOJIHUTENIbHBIX I[apaMeTpPOB Y4YeTHOW 3alMCH HaXMHUTe KHOIIKY

HdomonauTtensHo. Ha 5kpaHe BO3HUKHET MMaHesIb JIOTIOJHUTEbHBIX HacTpoek (cM. Pucynok 111).

AaMoAHMTENBHEIE MAPAMET Pl yUETHOW 3aMNcH x

AnA yueTHOI 3ankcu =MNouta gna =alexandr.smirnovi@techwr.myoffice.rus==

Karanor [MAP-cepaepa:

MNoEa3LIEATE TOMEKD NANKW HE KOTOPEIE B5l NOANHCEHE
CEpEEp NOAASpEENEEST NAMNKH, COOSQ#ALUME SN0HSHHEIS NANKM W
W

CoOBLLeHNA

Ma!l'l‘.'hlaﬂ SHOE YHCONO E3LUMDYEMBIX CO E,CII-1HEH5'H-"I

3TH HACTPOMKK CNPEeAsnAT NPOCTRaHITES MMEH Ha Eawwen IMAP-

capeape

JTwgHOE NROCTRAHCTEO HMEH:
Qbwee (COEMECTHD HCNONBIYEMOE]:
Oprse Nonk3oeaTens: ‘shared/™

PazpelwnTe cepBapY NEPEKPLIEETE 3TH NPOCTREHCTES UMEH

o

Pucynok 111 - JlonosiHuTebHBIE HACTPOMKM ITapaMeTPOB YYETHOM 3alIUCH

p:
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B nuasnore BbI MOXkeTe HAaCTPOUTH ClleAyIOlKe TTapaMeTpbl:
— xarasor st IMAP - cepsepa;

— BO3MOXKHOCTD I10Ka3a TOJIbKO Aok, Ha KOTOPbIe Bbl IOJIIMCAHBb;
— BO3MOXKHOCTbD ITO/IJIEP>KKHU TaI0K, COJiep>KallliX BIOXKeHHbIe TallKy U COODIIeHuS;
— MaKCUMaJIbHOE YHCJIO KellIMpPyeMbIX COeIUHeHUH;

— JIMYHOe TIPOCTPAHCTBO MMeH Ha BaiieM IMAP - cepepe;

— obr1iee (COBMECTHO UCITO/Tb3yeMOe) IMMPOCTPAHCTBO UMeH;

— IIPOCTPAHCTBO MMeH JIJisl APYTHUX M0JIb30BaTelel;

— HACTpO¥Ka, [T03BOJISIIOIIAS [TepeKpbIBaTh CepBepy JaHHble TPOCTPAHCTBA UMEH.

7.9.5 HacTpoiiku XpaHWINIA COOOIIeHUH

B nanHoM paspesne maHenu Bbl MOXKeTe YCTAaHOBWTB CJleJlylOIlMie HAaCTPOMKU XPaHUJIUINA

COOOIIIeHUH:

— CXKMMaThb IIpY BBIXO/le Nanky Bxoasimue;
— CXKMMATh IpY BBIXOJIe ManKy YajieHHbIe;
— TUI XPaHWJIUINA COOOIIeHN;

— JIOKAJIbHBIA KaTaIor COODIIIeHUA.

7.10 Hacrpoiika Konui 1 Ianok

HJISI HaCTpOﬁKH IapaMeTpoB KOIMM M MAaloK OTKpOﬁTe IIaHeJIb IIapdMeTpOB yquHOﬁ

3allMCH OJHUM U3 CJIEAYIOIIUX CITOCOOOB:

— BbIOepuTe MYHKT KOMaHIHOTO MeHI0 MHcTpyMeHThI > IlapamMeTpsh! yueTHoIi 3anucy;

— B OKHe IallOK BbIOeprTe HY>KHYIO y4eTHYIO 3alliCh, TPABOM KHOIIKOW MBIIIM BBI30BUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHy IlapameTpsl.
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B otkpeiBiieiics manenu Ilapamerpsl ydeTHo#t 3anmmcu (cM. Pucynok 112) nepedinure K

ITyHKTY MeHIo akkayHTa Komuu u nmanku.

Ld Meparserpel yoarnod zanmcw - MyCficebdsil

[ Mail tor Alesander Smir (D) napaserpen yszmmei san.

*~ E)Mail for Alexander Smirnov
Mapamenne cepaepa

Komku W nanku

DKM 1 NAMKH Mpw oTNpaBnedtl CooBIIEHNA BETOMETHYECKIN
COCTIBNEHME W AAPECAUHA B NMouMewaTh Konwe CooBUSHIA &
AETA-CTEIM UALTD Q naney «OTnpaenesHmes Ha: G Mail for Alexandar Smirmoy -
CHHNPORMIALMA M XpAREHHE
CRECEHOE WWSDOEaHME (2 Apyryes nansy: ] OtnpasnedHaie ka Mail for Aexander Smimoy =
YEEAOMASHHA O NPOUTEHKUK [[] Conpanare oreets B nanke openanans

~ EMail for Elena Smirnova
|| Crnpaeaate kmonue (CC) No aspecan:
Mapamenpe cepsepa

[] Ornpasaate ckpeiTee konme (Boo) no agpecan:

KNk o manks
COCTIBNEHUE M BIPECcaLMA (TABRTE NGNS BAPBECE MyCTRiM, UToDs BORMAS OTOGPARAT: CTPOKY ES003 AAPLOOE NPH COBLAHWH HOBATD CooDULEHHR
AHTH-CTIAM QHARBTR AprHBbl CcoobILEHIA
CHHAPOHMIALMA M XpaHeHHe NpaHUTE ANHEMPOBAHHLIE COOBULEHUA B
CREOEHOS WWGHPOaaHME
O nanxe «Apxegsie w2 G Mail for Alexander Smimov -
YBEROMASHAA O NPONTEHK
~ B MoManbMbe nanks 2 Apyrgé nanke: [0 BuiBpats nanky... &
AHTH-CMaM feabT Hagmpodky apxueaanmu...

JAHCROB0S NPOCTRAHETED

[iCepaep Wexogaen nourkl (5.,  TEPHOBUKK W WabnoHs!
XpasnTe YeDHOBMEM CooBuerMi B

Q nanxe «Yepposnts wa: G2 Mail for Alexander Smimoy -
() Apyrod nanke: [E] Yeproawsm Ha Mail for Alexander Smimne

XparnTe Wabnone coobuernd m

[eRcrmna A yuBTHOR S3nHCA O nanxe «llafaonee Ha: G2 Mail for Alecander Smirmoy -

() Apyrod nanke: ] T — )

¥ Haetpedes MyOtficehai i
pos Y [ Zanpawwsate NOATEEDRASHUE NP COXPAHERM COORLSHAE

M NonoaHeHnn 4 Teme

@ ¥nporeso 1 coobuysae vs Yepeosmsn

Pucynoxk 112 - IlapameTpbl y4eTHOM 3amicu

Ha nanenu Komum m mamkm BbI MOXKeTe 33JlaBaTh CJiefyiolllee IOBeJleHHe, CBSI3aHHOE C
COOOIIIPHUAMU:

1. Pasmerienure coob1ieHHs B TIaTKe MOCTe OTIIPaBJIeHUsI.

2. 3aiaHue IONOJIHUTEJIbHBIX aJIpeCOB /1JIs KOTIUH.

3. 3ayaHuie JOTIOJIHUTEIbHBIX aJIPECOB JIJIsi CKPBITBIX KOITHM.

4. 3apaHvie MecTa pa3MellleHUs] apXUBUPOBAaHHBIX COOOIIEHUH.
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5. 3amaHue MecTa pa3MelreHus 111abIoHOB.

6. 3agmaHue MecTa pa3MellleHUs] YepHOBUKOB.

7.11 CocraByieHne u ajipecamus

HJISI HaCTpOﬁKH MapaMeTpoB COCTaBJIEHHWd W aJApeCalluvd IIHhCeM OTKpOfITE IIaHeJIb

rapaMeTpOB YYETHOM 3alMCH OJJHUM M3 CIIeAYIOIIHUX CIIOCOOO0B:

— BbIOepUTe MYHKT KOMaHIHOTO MeHI0O MHcTpyMeHThI > IlapamMeTpsh! yueTHoIi 3amucy;

— B OKHe IallOK BbIOeprTe HY>KHYIO y4eTHYIO 3alliCh, TPABOM KHOIIKOW MBIIIK BBI30BUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHy IlapameTpsl.

B otkpbiBiieiics naHenu IlapameTpnl y4eTHOM 3amMCH IlepeiiiuTe K IIyHKTY MeHIO

akkayHTa CocraBiieHue u agpecanus (cM. Pucynok 113).

Lid Maparietped y2mod 3amacw - MyOfficeial

[ waail for Alexander Smir (D) napamerpu yuemod zan

~ EMail for Alexander Smirnov
MNapameTpsl CEpEERE

Konue 1 nanks

COCTAaEMSHWE M aApEcallMA

AHTEA-CNak mHﬂhT’J
CHHENPOHHSAUMA ¥ KPEHEHWE
CEBOZHOR WHAPOBAHKE
YESAOMAEHWA O NROUTEHMA
~ [EMail for Elena Smirnava
NapameTpal cEpEERa
Komue M nanks
COCTABASHME W AAPECALMA
AHTHA-CNak @H.ﬂu!’p
CHHEKPOHUIAUMA W XPAHEHME
CHBOZHOE WHHPOERHKE
YESASMAEHMA O NPOUTEHMM
~ B NokankHbie nankW

JeRCTEMR 40R yuETHOM 3anmMc

F  Hacrpaiicu MyOffcebail

*l JonoAresdd W TEMB

m ¥raneno L coofuenne vl SepnosHi

-

(e

CocTaBneHKe W aapecala

CocrasneHue
COCTAENATE COOBUWEHUA 8 GopMmaTe HTML
Mpw orEETE ABTOMATHUECKA LMTHEOBATE TEKCT MOKDARAND COnSILEHMR
Mpe UATAPCEAHAY,  NOMECTHTE KYDOOR NEPE] LMTHMPYEREM TEKCTORM
W CTEEHMTS NOANACE  NOCAE LATMRYEMONO TEKCTE (peromenayeTc) -

E Bruate NoanWCe B OTEETE

_| Bxmouate NOANWLE B MEPECEAIEMBIE MHCLME

TASBANEHERS HACTROAKA COCTABNEHUA COOBLIEHNA. .

Appecauma
Mpw nogfope agpecoa:

© Wecnoge3oeats 40A 370H yuBTHOR 3anKon rroSansHsie wacTpoies LDAP-cepeepa
() Micnonszcaars gpyroi LDAP-cepaap:

Het w M3MeHUTE Cepaep KaTanoroe

[RoBaneHEE HACTROMKA BaPecaUmH..

Pucynok 113 - Hacrpoliku cocraBiieHus U ajipecaliiv
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7.11.1 Hacrpoiika cocraBjieHust

BribepuTe HaCTPOWKU COCTaBIIeHUs COOOIIeHU:

1. ®opmar.

2. TloBeneHue npu NMUTUPOBAHUH.

3. Hacrporika noJnucu.

Haxxmute kHOonKy I'1obanbHBIe HAaCTPOMKH COCTaBJIeHHS COOOINEHHMH Ui Ilepexoja K

[IAHeJIX IT100a/IbHBIX HACTPOEK COCTABJIeHMS COO6IJ_[€HI/IFI.

7.11.2 Hacrpoiika agpecanuu

Bri6epute LDAP-cepBep, UCIIONb3yeMbli IIPU 1MOA00pe aipecoB.

Haxxmurte kHonky I'1o6anbHBIe HACTpPOMKH ajpecamuM Ui Iepexofa K pasiemny

HACTPOMKU aJipecalvy IaHeIn rJ106aJIbHBIX HACTPOEeK COCTaBJIeHUd COO6Hl€HI/ISI.

7.12 Antu-ciam ¢puiabsTp

J71 HaCTPOMKHU aHTH-CIIaM GWIbTPAa OTKPOMTE MaHeslb TapaMeTPOB YUYeTHOU 3alMCH OJTHUM

13 CJIeTyIOITUX CIIOCOOOB:

— BbIOepUTe MYHKT KOMaHHOTO MeHI0 MHcTpyMeHThI > IlapamMeTpshl yueTHOM 3anucy;

— B OKHe IIallOK BbI6epI/ITe HY>XXHYIO YYeTHYIO 3allvCh, npaBoﬁ KHOIIKOM MBIIIIHA BBI30BUTE

KOHTeKCTHOe MEHIO, BbI6epI/ITe KOMaHOy HapaMeTpm.
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B otkpoiBiieiics naHenu IlapameTpnl y4eTHOM 3amuMcH IiepeiiiuTe K IYHKTY MeHIO

akkayHTa AHTH-criaM ¢uiabTp (cM. PucyHnok 114).

L Maparaetped y-2Trcd 3anmos - MyOffceddail

[ Mail fior Alexsnder Sein Enapwemuwé‘ruoilaa' "

 EMail for Alexander Smirnov
MNapameTpsl cEpEEPA
KoMK 14 nanegW

COCTaBRSHNE W 33PeCcalma

AHTH-CNaM GUALTR

CHHEEPOHUSEUMA M MPEHEHHE
CKEOZHOS WHWHROBEHWE
YEEAOMASHWA O NEOUTEHHM
~ [EMail for Elena Smimava
MNapameTpsl cEpEEPa
K.oqMiA 1 nanegW
COCTABREHHME W AApeCaLya
AHTH-CNEM hUAsTR
CHHEPOHKSEUMA W XPAHEHHE
CKBOZHDS IWMPOBERHKE
YEEAOMIEHWMA O NPOUTEHMM
~ [ NekaasHuE NN
AHTH-CNAM HUAsTR

JMCKOBOE NPOCTREHCTED

JeRCTENA AR YYETHON 3anKce ~

F  Hacrpotivu MyOfficebdail

W Dononsenen n Teme

@ Yraneno 1 coofwenne K3 HepHosum

Bl Ceprep MexoaaLLEA nouTe (5.

AHTK-Cnam fuaLTp

Brigenenue

BENHIUMTE AHTU-CNAM GWALTRE ANA 3TOR YUSTHOR ZanUo

Ecnw pramuenn, 10 Ccreauana saM Hyxno nayaatn MyOfficeMail onpeaensms cnam. Jas atara omacuadne
CONBILEHIR KAK CMAM MAK HE CAM, HEMDNLIYA KHOMKY =Cnaks Ha MaHEAW MHCTEYMEHTOR, Baw HYyXHO AEHD
OTMEUATE KaK CNAMEPCKAE, TAK M 0EsIUHEE ConEweHUA. Mocne storo MyOfficeMail cuoseT aEToMaTAUECKH

NOMEYATE CRAMECKHE COOBILEHA.
He noMEUaTh SETOMATHUBCKK COOBWEHMA K3K CNaM, eChK OTNRESWTENL HAXOAMTCR B AAPECHEX KHMMax:
B NiuHar agpecHan kHura

] CoBpadspe agpeca

|| Mgnonezcaate NOAA B 3arOA0BKaY MHCEM YCTAHOBAEHHEIE:  Spambssazin «

Ecrne prmkoueHD, MyOfficehail GyleT JETOMATHYECKH CHRTETE CAMOM CODBULBHIA, NOMSERHHEE ITHM BHSLIHHM
v

LAACOARMKETORSN,

Manka HazHaYeHNA W YCNOBUA XPaHEHWA

[ Nepenewsams HOGmE COORLSHA, ONPEREMEHHREIE KK CNaN, B

O Napxy «Cname 8 G2 Mail far Alexander Smirnoy -

Apyryka nanky. & Cnasa Ha Mail for Alexander Smime w

Bh W3 ITOA NANKA Yepas 14 || Asen

InoSgnsHER HECTPOWKM BHTH-CNaMa...

Pucynox 114 - Hactpotiku anTH-ciamM puibTpa

7.12.1 Hacrpoiika anTH-ciaM GUIbTPOB

1. BximrounTe aHTH-CIaM (l)I/IJIpr C IIOMOUIBIO IlepeKkIrYaTesrd BrirounTh aHTH-CIIAM

GuabLTPHI 17151 3TOM y4eTHOM 3alHCH.

2. 3amaiiTe ajipecHble KHUTH, aJipecaThl KOTOPBIX COJIep)KaTcs B MMCbMax. Takue muchbma He

OyayT moMeuyeHbI KaK CIIaM.

3. HCHOHBSYIZTE I10JIA B 3dI'OJIOBKAX ITMCEM [JId olipefejieHrs CliaMa.
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7.12.2 HacTpoiika nanky Ha3Ha4YeHUs U YCI0BHH XpaHeHHs ITHCeM

1. OmnpenenvTe npaBusia epeMellleHHst HOBBIX COODIIeHUH, OITpe/le/IeHHbIX KaK CIIaM.
2. Omnpepenuvre nepuoji aBBTOMaTAYeCKOI0 yAaJIeHUsl CllamMa U3 MarloK.

3. Haxxmute kHOmKy I'yio0anbHBIe HACTPOMKH aHTH-CIIaMa JIJis Tepexojia B IIaHeb

HACTPOWKH IIPUBATHOCTU U 3AIUTHI.

7.13 CunxpoHu3anus U XpaHeHHe IiceM

HJISI HaCTpOﬁKH CUHXPOHU3dIIUN U XPdHEHUS IT1MCeEM OTKpOﬁTe IaHeJIb IIdpaMeTpOB yquHOﬁ

3allMCU OHUM U3 CJIEAYIOIIUX CITOCOOOB:

— BbIOepUTe TYHKT KoMaHIHOTO MeHI0O MHcTpyMeHThI > IlapamMeTpshl yueTHoIi 3anmucy;

— B OKHe I1allOK BbIOeprTe HY>KHYIO y4eTHYIO 3alliCh, TPABOM KHOIIKOW MBIIIM BBI30BUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHy IlapameTpsl.
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B otkpoiBiieiics naHenu IlapameTpnl y4eTHOM 3amuMcH IiepeiiiuTe K IYHKTY MeHIO

akkayHTa CHHXpoHH3anus 1 xpaHeHue (cM. Pucynok 115).

d Mapareaetpe patmmoi 3anncu - MyOffcebail

[ maail for Alexsnder Seir (D) napemenpu yuernof sen =

-~

* EMail for Alexander Smirnoy

'CHH:-(pD:—iHBaU,HH M X¥paHeHK e
NapameTpsl CepeEepa

KON 18 NN CHHNPOHBALIAA cooBuieHnii

COCTARASHUE W AAPECALAA . B
XpapnTh CooBULEHNA W3 B0 NANOK ANA TOA WUETHOR JAMNCK HA JTOM KOMIbETEDE

AHTH-CNAM GHARTD ]

Mpwmeuanie: 370 MIMEHEHWE JATROHET B0 MANKK B 3TOA yUeTHOR 2anMon, YT066 38147 OTAEALMEIR NAMKE,

AlWA M XpaHeHMEe

WENOALSYATE KONy «JonoAHATEARHD. o,

CHEOSHOS WHHPOBEAHHE

YEEAOMASHWME O NPOUTEHMM Ngnoarmarensha..
~ EMail for Elena Smimova
AWCKoBOE NpoCTpancTeo

]
NapaMeTpDl cEpBepa UTofe CIKOHOMWTE QWCKOE0E NDOCTRAHCTED, 3ErpYaKa CoohlUeHH C CEPESDE M XPaHEHHe NOKENLHED KonHA

Konkia 1 nanki MOMET BbiTs OrPaHWUSHE N0 WX BOZPACTY WA DazMepy.
CoCTaBnenue 1 aapecaums O CeHYpOHMIMPOBATS BCE CODBLLEHHA NOKENEHD HESZEACMME OT BOSPACTE
AHTM-CRaM duAsTp . =

[ CHHNPOHAEHPOEATE COOBULEHAA 33 NOCASHWE u -
CHHKPOHMIELMA W XPAHEHWE

[ He sarpysare cooBuenua pasuepon Gonee . KB

CKBOSHO® WHHROBAHWE

¥EeAOMACHWR O NROUTEHMM
[l0A BRICEOROXASHMA MECT HA MCKE CTARRIE COOBULEHMA MOMYT BEITh MOAHOCTaRY YARNSHE (KEK NOKANEHbIE
~ [ONokansHbie nanss
e HOMA, TAK A OPRIMHANS HE FIAAEHHOM CEpEEpe),

JleACTEMA ANR YUETHOA 3amc O He yaanate coobuenms
() YAAARTE BCE, KOOME NOCABLHWE T tonBWEHUE
# Hactpaiicn MyOfficehMail () YOAnRTE CODBUEHEA CTADWE “AHeR
& Noncakenin u Teme Bgaraa ¥pasmTs COOBLEHHA, OTRMEURHHE JBE300UKEEH

m ¥rancrio 1 coSWEHNE HI HEpHOSHIM

Pucynok 115 - Hactporika CHHXpOHU3aIlMK U XpaHeHU sl ITHCeM

7.13.1 Hacrpoiika CHHXpPOHHU3AI[UH COO0OIIeHUIt

BbIﬁepI/ITe Xpam/rrb COOGIIIEHI/ISI M3 BCeX IAlOK JIs 3TOH y‘IETHOﬁ 34IIMCH HA 3TOM
KOMIIBOTEepe eClIn XOTUTe yTOOBI BCe COOﬁIJ_IEHI/ISI XPAHWIKMCh Ha BallleM KOMIIbIOTepe. Haxxmure

KHOIIKY HOIIOJIHI/ITEJIBHO u BbIﬁepI/ITe JIOKAJIbHBIE TIAIIKU JISI XpPaHEeHUs C006L[I8HHI>’I.

7.13.2 Hacrpoiika JHCKOBOT0 IPOCTPAHCTBA JIJIsI XPaHEHUs COOOIeHIit

1. BoibepuTe HacCTPOMKM CHHXPOHM3allMM COOOILIEHMH [JI1 3KOHOMHUHU JIMCKOBOI'O
IIPOCTPAHCTBA.

2. BpibepuTte HACTPOWKM yJlajieHHUsl YCTapeBIINX COODIEeHUM [l ONITUMHU3AIUU JTMCKOBOTO

IPOCTPAHCTBA.
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7.14 CxBo3Hoe mHuppoBaHHE

HJISI HaCTpOﬁKH CKBO3HOTI'O H_II/I(l)pOBaHI/IFI mucem OTKpOﬁTe IIaHeJIb ITapdMeTpOB yquHOﬁ

3allMCH OHUM U3 CJIEAYIOIIUX CITOCOOOB:

— BbIOeprTe IYHKT KOMaHHOTo MeHI0O MHcTpyMeHTHI > IlapamMeTpsh! yueTHoI 3amucH;

— B OKHe IIANOK BbIGepUTe HyXXHYIO y4eTHYIO 3alMCh, B OTKDBIBIIECS CIpaBa HaHeIu
Ha)KMUTe KHOIIKy (2] Whdpoeakue

— B OKHe IIallOK BbI6epI/ITe HY>XXHYIO YYeTHYIO 3allvCh, npaBoﬁ KHOIIKOM MBIIIIHA BBI30BUTE

KOHTeKCTHOe MEeHIO, BbI6epI/ITe KOMaHOy HapaMeTpm.

B otkpoiBiieiics naHenu IlapameTpnl y4eTHOH 3amMCH IepeiiiTe K IYHKTY MeEHIO

akkayHTa CkBo3Hoe mmdpoBanue (cM. Prucynok 116).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 162



MonOdounc

1) MapasieTpel yabTreci sans - MyOdficetal

(D) napamergw yuemmod =20 =

~ EMail for Alexander Smirnoy
NapameTpsl cepeepa
KOMAW 1 Nankm
COCTABNEHME ¥ AAPECALMA
AHTH-CNAM diaTR

CHHEPOHUSAUMA W XPAHEHWE

YEEAOMASHAR O NEOUTEHMM
* EMail for Elena Smirnova
NapameTpnl cepeepa
Kofuii 1 Nansm
COCTABAEHHE ¥ ARPECALMA
AHTH-CEM BUARTH
CHHEPOHMSBLMA 1 XPAHEHME
CRBOSHOE WHAROBAHME
YEEAOMAEHMA O NROUTEmAM
~ [ NokansHuie nankx
AHTA-CNAM GUARTD
JMEKOBOE APOCTRANCTED

JefAcTENA ANR YUETHOW Janwc ¥

b HactpoRi MyOficehail

N Donoapesss n Temsl

] Cepep ncxogAwed nouts (5...

CkBO3HOE WWPPOBaHWE
YUrodk OTNRIaNAT: 3RUMHEOEGHHEIE COOBIIEHUA UK COOBIIEHWA C UKSDOa0HA NOANWCLK, BaM HEOSXDIMMO
HACTDOUTE TEXHOROMAK WHDpoBaHKA, HanpwMep, OpenPGl wan SMIME.

BrGepure ool awunp@ K, Y1060 BiounTe HOR0ABS0SaHE DpenPiGR, wan CBOR Awmunei ceprmduear,
utofinl pRIpEWWTy MENaAES0aAHEE SRIME, na Auamora sisws vaKr cepraducins ¥ Bac aon=ed Sute
COOTBETCTEVHIWAR CEXPaTHRIR KA,

OpenPGP

B Thunderbird Hat nudsoro Kisoua OpenPGP gna
’ £ NobapaTs KAy .

alexandr.smirnovi@techwr.myoffice.ru

VMcnoaesyite MeHeguep kniaded OpenPGP, utoBe NPOCMATPUEATE M YNDEENATE OTKPGITEIMM KIHEIMY BALIHK

KOPRECNOHAEHTOE W ECEMA ARYTIAMA KNHIYAMA, HE NERSUHCIEHHRME EEILSE,

Meneaxep knoued OpenPGP

S/MIME
JiauHer CepTADHEAT A0R WadpoBoH nognnos

| Brifpate.. Oyremas

Nensrid ceprediiat A0R WedpogaHnr
| Brfpatk.. Oypcmems

¥npaaneHwe cepTidwkaTan SMIME Yempotorag sawmTel SYMIME

HacTpodki No YMOAYaHK LA OTNPABKH COoBLLEHWEH
B3 cxoosHoro wehpooars cogeprrMon coofwenrd nero MoxeT G Npoutero Bawws nposaflepon
MEHPOHHCIﬁ NOAUTE AW CHCTER0R NpoCAYIIMBEHMA.

0 He BkAMwaTe WISSDOaAHKE NO YMOIUEHII0
() TpeBoRATE WWHPOSAHAE NS PMONHAHWD

Ecewt mam Tpefyeton wrdranawde, T4 4R oTpance coaBeHuA ¥ oac SonxeH S Th OTERPLITRE KACW Ane

CEITEOHKAT KRMA0ND NOTyHETENR,

LMODOoEER NOANKCE NOSEOARST NONYYATENAM YADCTOEERETECA, YTO COOBLISHAE GhiG OTNRAENEHD MMEHED
BAMY, ¥ UTO 8FO COSEDMMMOE HE BBl MIMEHEHD,

[} AoGasnrTe UHBROEYIO MOZMNCE M0 YUMOAIMHID

JonNonHUTENEHEIE NAPAMETPRI

MNpakp AT MHOW OTERGITEA KN NP AcGasnanay uwdponcd nognecy OpenPGP

WkdpoBaTs Teny co0Suwenwa DpenPGP

KparnTo BEPHOBAKA COOBLEHAR B 3ALWOROSAHHOM GODMATE

MpeANOUATASMAR TEXRONOTMA IWHDRIBAHIA
0 ABTOELIBOD HA CCHORS AOCTYMHGIX KAKIYER MAH CEpTABUKATOS
MNpeanouutam OpenPGP

MpeanouuTars 5/MIME

Pucynok 116 - [lanenp HaCTpOWKM CKBO3HOTO MIK(PPOBAHUS
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7.14.1 OpenPGP

Cospaiite HOBbIM MuHBbIM Kim04 OpenPGP g akkayHTa win 3arpysuTe roToBbld. [liis

3TOr0 HAXMHTe KHOIIKY £+ Nobaputb KJIKOY... | ga skpaHe OTKPOETCS JUAIOrOBOE OKHO

(cMm. Pucynok 117).

[o6aeuTh NepcoHansHblil kKawd OpenPGP

@ Ecnn Y Bac ecTb NAYHBIA KTHOY ANA 3TOT0 3Apeca 3eKTpo HHOW MOYTE, Bhl OOAHHEl 870 W NOpPTUPOBATE. B
NPOTHEHOM ChyHae Y Bac He EYII.ET AOCTYNA K BallKk apxMBakd BEUJHqJFIDEaHH.bIK MUCEM W BRl HE CMOXETE HHMTaTk

BXOAALIME 2K POBAHHLIE NMHUCEMA OT NHOAeH, KoTopele BCE g UCNoNL3YIOT BaL CYLLECTRYHOWNH KAKY,
MoapabHes

@ Cozfate HOBBIR Kkod OpenPGP

MmnopTipoBaTh cylecTEYHOWKA kanoy OpenPGP

MNpoaonxnTe OTMEHa
Pucynok 117 - Co3panue kiitoua OpenPGP

Bribepute Co3gate HOBBII kM09 OpenPGP, nHa skpaHe NOSIBUTCS [1MajioroBoe OKHO

co3naHus kio4da (cM. Pucynok 118).

JdobaenTe NnepcoHanbHbli Koy OpenPGP ana alexandr.smirnov@mrt.myoffice.ru

Cozaate knoy OpenPGP
Nuunocts  "alexandr smirnov@techwr.myoffice.ru” <alexandr. smirnov@techwr. myoffice_ru= v

Cpok AEACTBMA KAtoua

OnpefennTe cpok ASACTEMA BALWETS HOBOTD CreHepMPOBAHHOMS KNKOYA, [TO3KEe Bhl MOXETE YNPABAATE AATOH, uToBk
NPCATUTE 28 NPY HEoGROAHMOCTI,

>

B Cpox gelicTenA KIkoua WCTEKAET Uepes 3 net b

L4

KNy He ucTekaeTt
.D‘DI'IGJ'IHPITEJ'IbeIE napameTpbl
YrpagneHue A0NCQAHUTEABHEIMK NARAMETRAMK Balware Kaova OpenPGP,

Tun knroua: RSA v

Pazmep knowa: 3072+

S BepHyThCH

Pucynok 118 - Hactpotika mapametpoB kiitoda OpenPGP
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Bribepure cpok nercTBus kiroda, Tin U pa3mep. Haxxmure OK.

Eciv BBl pemuaM UMIOPTUPOBaTb TOTOBBIM K04, BblOepuTe WMMmopTHpoBaTh

cymecrByromui ko4 OpenPGP, Ha skpaHe MOsSIBUTCS THaoroBoe okHO (cM. Pucynok 119).

JobaewnTe nepcoHaneHbld KAKOU OpenPGP ana alexandr.smirnov@mrt.myoffice.ru

MMNOPTMPOBAaTE CYLLECTBYHOLWMIA AnYHbLIA Koy OpenPGP
BribepuTe paHee coXpaHEHHYO Konwio gaina.

Bel moxkeTe WMNOPTUROEATE NMYHBIE KAKYK, CO3AAHHBIE C NOMOLWERD ADYTOro NROrpaMmMHore obecneyeHms OPE‘HPGP.
.-'_';pyrne NporpaMmMHoe QEECNEYEHHE MORET ONUCHIBATE AMUHBIA KAKY ¢ NOMOLWEH: a0 bTERHATHEHbBIX TERMHHOE, HAaNDHKMER, Ball

CcOBCTBEHHBIA K04, CEKPeTHBIA KNI0Y, 3aKpeiTeIl KAKY WAK Napa KARdYei.
Belbop daiina gns MMnopTa...

OtmeHa BepHyTecA

Pucynok 119 - [lanens nob6asnenus kimoda OpenPGP

Haxxmute Bridop ¢aiina miist uMnopTa, BelOepuTe COXpaHeHHBIN KITIOY C AUCKA, HAKMUTE

OK.

7.14.2 SSMIME

Hacrporite ceptudukaThb:
1. Boibepurte muuHbIi cepTUdUKAT 11l TMGPOBOM MOIITHUCH.

2. BribepuTe JIUYHBIM CepTUPHKAT ISl MUPPOBAHUSL.

Haxmure kHonky Yupasaenuwe cepruduxaramu S/MIME s oTKpeITHS [Iuajiora
yrpaBieHus: ceprudukaramu. Haxkmurte kHOmky YcrpoiicrtBa 3amutbl S/MIME s oTKpbITHS

Jiiajiora yrnpaBJieHUs] yCTPONCTBaMHU.

7.14.3 HacTpo¥ku 110 yMOJTYAHHIO /ISl OTIIPABKH COOOIIeHUIH

3azialiTe HACTPOUKHU MIMPOBAHUS /ISl COOOIIEHUI:

1. TpeboBatb mudpoBaHre niepes] OTIIPABKOM NKCbMa / He BKJIIOYaTh IHM(pPOBaHHUe.

2. Jlo6aBmnsaTh IUPPOBYIO MOIITUCH B COODIIEHHS.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024

165



MownOdounc

7.14.4 [lonosHUTeIbHBIE IApaMeTPHI

3azjanTe JOIOJIHUTENIbHbIEe HACTPOMKHU M(POBAHUS COOOIIeHUN:

1. BO3MOXXHOCTb TPUKPEIUIATh OTKPBITHIA KIIIOY IpU J00aBiieHnH IU(POBOM IOANNCU
OpenPGP.

2. BosmoxkHocTb mudpoBanus TeMbl coobmennit OpenPGP.

3. B03MOXXHOCTb XpaHeHHs YepHOBUKOB COO0IIIeHUI B 3alIM$POBAaHHOM ¢popMare.

4. BpIOOp MpeArnoYruTaeMou TeXHOJIOTHH U POBAHUSI.

7.15 YBenomieHusi 0 Ipo4YTeHUN

HJISI HaCTpOﬁKH YBEJIOMJ'IEHI/Iﬁ O IIpOYTeHrH Icem OTKpOﬁTe IaHeJIb [1apaMeTpOB yquHOﬁ

3allMCH OHUM U3 CJIEAYIOIIUX CITOCOOOB:

— BbIOepUTe MYHKT KOMaHIHOTO MeHI0 MHcTpyMeHnThI > IlapamMeTpshl yueTHoIi 3anucy;

— B OKHe IallOK BbIOeprTe HY>KHYIO y4eTHYIO 3alliCh, TPABOM KHOIIKOW MBIIIK BBI30BUTE

KOHTEKCTHOe MeHI0, BbibepuTe koMaHy IlapameTpsl.
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B otkpoiBiieiics naHenu IlapameTpnl y4eTHOM 3amuMcH IiepeiiiuTe K IYHKTY MeHIO

aKKayHTa YBegomiieHHs 0 mpoureHuu (cM. PucyHok 120).

d Maparaetpe padmod sanece - MyOdficetdal

[ MAail for Alexander Smirm ﬂjnapmemu YUBTHA 330

~ EMail for Alexander Smirnov
YaenoMIeHWA O NPOYTEHMK
MNapameTpal CEpEEpa
KOfmMe 1 Nanks ) Mienoapsosate rACGRALIE NECTDORKH YEEAOMAEHAA O DPCATEHMA
COCTABAEHWE 1 AANECALIMR [ CEANGHbE HACTRORAKH...
AHTA-ENAM GHALTD 1

@Hanpn}m= HCMONE20B3HME YEEAOMASH Al O MpoUTEHMA

CHHEDOHUISBUMA ¥ KPAHEHWE o
|| Breraa 3anpawveate YOSIOMAEHHE O NDCUTEHWA NDW OTNRI0KE COOBWEHAR
CHEOFHOE WHHPIBAHWE

YEEASMARHMA O NEBOUTEHAM

Mpw MUTYUEHEA YOCI0MAEHAA O MpoUTEHM

* B Mail for Elena Smii
e e © Oczaeaate ero 8 nanke =BxogAuwes

MapareTpol CEpBepa
(0 Nepeyears o & nansy s OTNpaEaeHHsies
Komue 1 nanks

[Tt ] -
i) NEHNAALACATNA Mps NoMYUEHUA 23NPOCE HA YESAOMAEHUE O MPOUTEHIAK!

SHELCIAE AT (r Hykoraa He OTNRagnRTs yESACMASHIE O MPOUYTEHIA

CHHEPOHHIBUAA 1 XDAHEHRE _
O OTNpEBNATE YEEAOMAEHNR O NDOUTEHAI 1M HEKDTODK CONBUIEHKRA

CrBosHoE WHHpOBaHHE

Echm A HE & cnucke «Komys MM «Konuas:  ©n AEAT w
¥BeAoMACHKR O NROUTEHNHM d RO " v | Cnpaumeans
~ B NekansHbic nanks EChv oTNPABUTENS HE & MOEM JOMEHE! CNpaw«EaTs ~
Aumr-cnam drasTp
B OCTANSHBIN CAYYARK: Cnpawseans 2

JWCKoBOE MPOCTRaMCTED

] Cepeep nexogAwed nouTe (5...

Pucynok 120 - Hacrporika yBegoMieHU# 0 IpOYTeHNUH

HJISI TOTO, YTOOBI KCIIOJIL30BATh T100AIbLHBLIE HaCTpOﬁKH yBeaoMJieHHs O IIPpOYTEeHHH,
BbIﬁepI/ITe Hcnonb3oBaTh riiodaibHbIE HaCTPOﬁKH yBEHOMJIEHl/Iﬁ 0 MPpOYTEHHH. Haxxmure
KHOIIKY I'no6anbHbIe HaCTPOﬁKH JJId peJaKTUPOBAHUA r100aIbHBIX HaCTpOeK y'Be,HOMJIEHI/Iﬁ 6}
IMpO4YTEeHUH. COHep)KI/IMOE Avajiora HACTpPOeK IIOBTOpseT Colep’Kumoe TEKYHIEﬁ I1aHeJIkh, HO

OTHOCHTCS K IJI00aJIbHBIM HaCTpOﬁKaM.

HJISI HCIIOJIb30BdAHUSA T1€PCOHAJIBHBIX HACTPOEK y'Be,HOMJIEHI/Iﬁ JJI1 KOHKPETHOT'O dKKayHTd
BbIﬁepI/ITe HaCTPOI/ITb HCII0JIB30BdHHE yBEI[OMJIEHI/Iﬁ 0 TIIPpOYTEHUH. I[anee HaCTpOﬁTe

CllefiyIolIyie IlapaMeTphl:

1. JlelicTBHS TP NOJyYeHUU YBeJOMJIEHUS O IIPOYTEHUH.

2. Jle¥icTBUs IIpU 3allpoce HA yBeIOMJIeHHe O IIPOYTeHUH.
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7.16 CepBep ucxopsinei nouThl

HJISI HaCTPOﬁKH IapaMeTpoB CepBepa UCXOMSIIEN ITI0YTHI OTKpOﬁTe IMaHeJIb I1dapaMeTpoB

y‘{ETHOﬁ 3dllMCU OOHUM U3 CJIeAYIOIIUX CIT0coOOB:

— BbIOepUTe TYHKT KoMaHIHOTO MeHI0 MHcTpyMeHThI > IlapamMeTpshl yueTHoIi 3anmucy;

— B OKHe I1allOK BbIOeprTe HY>KHYIO y4eTHYIO 3alliCh, TPABOM KHOIIKOW MBIIIM BBI30BUTE

KOHTeKCTHOe MeHI0, BbibepuTe koMaHy IlapameTpsi.

B orkpeiBiieiics nanenu Ilapamerpbl y4deTHOM 3amMcH IepedJiuTe K ITYHKTY MeHIO
CepBep wucxongsmeii mourbl (SMTP) (cm. Pucynok 121). Ha okpaHe BO3HUKHET IaHeJb,
collepXkalllasi CIMCOK CepBepoOB UCXOAsIIed MOouThbl. AKTUBHBIM CepBep BblieJieH, U COJIePXKUT

IIOAIIMCH IIo YMOJITIaHUIO.

“d Mapametos yafrnod sanmo - MyOfficebail

m MapaMeTp yuETHO R B2

~ ENoyta gas =alexandr.smirng... -
MNapametpel cepeepa wokoaAweR noutel (SMTR)
MNapamaTpe CEpEEHa
KoM ¥ mank| Mgt HACTROAKE BRWMN AAPECOS JNEKTROHHOR NONTH Bl MOKETS ACNOALI0BAT CEDBSM M3 FTOTD CNMCKE,
EnlGRas ero 8 Kavecrse Cepgepa wokoRssd noute (SMTF), nad Xe Bbl MOXETE UCNONES0EATE CEQEER NO
Cocrapnenue AgpeCaumE
WMOUIU AHMED M2 3TOND CWCKE, e:u&pas #lACNoNE208aTE capaapn No YuonuaH e,

AHTA-CNEM GenaTR
‘:MHIFIGHMJQLI,MQ W pamMeHne alexandremirnoviitechwr.myaffice ru - emtp-techwr. myaffice ru (Me yrmonuaniee) A0BaENTs.
Crmossoe Wwydposanme HaMEHITE
YEEAOMASHHA O NPOUTEHKE
~ [ okankHEE NaNKKH
AHTA-Cnas drenoTp
Juckoacs NpocTpaHaTED

I‘Iapaue'rpu BhIAENEHHOND CEpEapa:

ONHCaHKE, <HE yKaZaHo>
¥imA ceppepa smtp-techwrmyofficer
Mogm 445
¥ Hacrpodod MaoROduc Nouts ¥reR nonesopatens; alexandr.smimovi@techwr.myoffice.s

JeAcTEAR gnA yusTHOM 3anMon >

T TR MaTog ayTeHTHduEaL MM DEaIuHRA Napoas

JawuTa coeguHeneR; SELTLS

Pucynok 121 - Hacrporika cepBepa ucxopsiei o4uThl

Ilsis nobaBieHHss HOBOTO cepBepa HaXMUTe KHONKY Jlo0aBUTB, [Isl peJaKkTUPOBAHUS
CBOWCTB CYILIeCTBYIOIIler0 cepBepa BbIENIUTe B CIIMCKe HeOOXOOUMYIO 3allMChb U HAXXMUTe KHOIIKY
H3menurts. Ha skpaHe 1osSBUTCS NIaHeJIb pelakTUPOBAaHMS CBOUCTB cepBepa (cM. PucyHok 122), Ha

KOTOpOfI MOZKHO 3dIIOJIHUTB CJIeAYIOoIIre I10JI:

— ONHCaHUe CepBepa;
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— UMsI CepBepa;

— HOMep T0pTa;

— THII 3a[UTHl COeUHEHMS;
— MeToj ayTeHTUUKAIIH;

— UM I10JIb30BaTeJId.
SMTP-cepeep h4

Hacrpodikm

onucaHwe:

Mima cepeepa: | smip-techwr.myoffice.ru

Nopm 465 Mo ymonyaHuk: 465

Jaumra v ayTeHTUQUKALKMA

JalnTa coeguHEHKA: SSL/TLS s

MeTod ayTeEHTUEHEaIUNK, D6 RIYHbIA naponk “

lIMA nonb30BATENA: alexandr.smirnov@techwr.myoffic
(0.4 OTMEHS

Pucynok 122 - Hacrpolika cepBepa uCXopsiei OYTh

HJISI yAaajieHus cepBepada U3 CIIMCKA HAXKMHUTE KHOIIKY ynaJII/ITI), YAAJIIUTh MOXHO TOJIBKO

HeaKTHBHBIN CepBep.

7.17 CuaxpoHHu3anys aKKayHTOB

HHH CHMHXPOHHU3alNK1 JIOKAJIBHBIX JAaHHBIX C cepBepomMm Ha>XMHTe KHOIIKY

¥ 3 CHMHXpOHM3aLMA N
, 00 BeIOEpUTE MYHKT KOMaHAHOro MeHio MHcTpymentsl > Hacrpoiiku

CHHXPOHU3aAITUuH.
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Ha skpaHe OTKpOeTcCsl qualoroBOe OKHO, COjep’kalllee CITMCOK PeCypCOB, JOCTYIHBIX IS

CHUHXPOHHU3AIMH, TaKUX KaK COOOITIeHus, KaJleHapH, 3a/laud, afjpecHble KHUTH (cM. PucyHok 123).

d Cu HEXPOHHZAUNA aKKayHTOR

AKKAYHTE

Mo#Odssc

B neBoii naHeny okHa BbIOeprTe HeOOXOIMMBIM aKKAyHT, BbIIeJIMTe pPeCcypchl B CIIMCKe U

CUHXPOHU3UPYHTE HX C CepBepoM HaxaTueM KHonkyd CuHHXpoHH3HpoBaTh ceiuac. [lpu

- A
MoiOduc @
BraroumnTh 1 cHHXpoRRINpoBaTD
CHHMPONWIMPYEMBIE AAHHLIE
BratiepuTe gaHHeie gna ciHxpornzaghn © «ModOduc MNouras
Pecypc Tan PegakT. Cramyc
by AddressBook Aapecan Khura v MeToso
Alexandr Smimov Kanengaps ,:;9 b lMoTomo
Anexcangp CMnpron Eanengape P lNorozo
MNepnoanuecxan cnnxpormsaumn (B sweyTax] |1 CHHXPOHNIMPOBaTE Cefuac

Pucynoxk 123 - Pecypchb! 1j11 CHHXpPOHMU3AITAN

HBO6XO)II/IMOCTI/I BKJIIOYHTE aBTOMdTUYeCKYIO CHHXPOHHM34IllWIO, 3da1aB I1eproJ B MUHYTAX.
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J171s1 MOTIONTHUTENTBHBIX JIEUCTBUM C aKKAayHTOM HAaXXMHUTe KHOTNKY JleMcTBHS IJIsi akKayHTa

(cM. Pucynok 124).

J CHHYPOHHAZALMA AKE3YHTOE - e i

AKKAYHTEL Lraryc

MoirOduc @

Mo#Odgac

Exnrouwnh M OMHY POHMIMPOBATE

CHRXPOHHRINPYEMLE BaNHBNE

.jl.' _. HEMTE HOERIA BXKAYHT

Brifepure fasHBIE ANA CHHx posRzaLAN © «ModOdue MNouras

Pecypc Tun Pegakr... | Cramyc
YARmTY COKPAHENHGIS AOFAHD My AddressBook Aapechan Khuwra 7 v loTone
Mok Han colsmii Alexandr Smimoy Kanenzaps o loTono
OEHOBATE HACTROAKK C Arvincanag Capmos Kanensaps ,:;:9 o —
Omicnsounms akeayHT "Mad
CurmponnanponaTs axkayw “h..
Mepuoguueckans OMHE POHMZALMA (B MUHYTIX) |1—| CHHX pOHMIMPOBATE CERYaC .

Pucynok 124 - MeHio fieicTBUI C aKKayHTOM

B OTKPhIBIIEMCS BCILIbIBAIOIIEM MEHIO HAXOOATCS ClIeAYIoIIre KOMaH/IbI:

1. Jlo6aBute HOBBIM akkayHT CalDAV & CardDAV.
CuHXpPOHM30BaTh BCe pa3pellleHHble PeCypPChI.

VY nanuth coxpaHeHHbIe JIOTUHBI.

[TokazaTb kypHaj COOBITHH.

VY panute akkayHT "MoiOduc".

OTtrimrounTsb akkayHT "MouOduc".

N e o W

CuHxpoHM30BaTh akkayHT "MoiOduc".

7.17.1 106aBUTH HOBBIII AKKAYHT

Bribepute [eiictBusi nansa akkayHTa > Jlo0aBuTh HOBBIH akkayHT > CalDAV &

CardDAV s nobaBieHMss HOBOIO akkKayHTa Ha 0ase CepBUCOB, MOAJIep)XKUBAIOIINX ITPOTOKOJIBI
CalDAV u CardDAV.
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7.17.2 CHHXpPOHHU3UPOBATh BCe pa3pellleHHble aKKayHTBhI

Bribepute [leiictBust mna akkayHTa > CHHXPOHH3HMPOBaTh BCe pa3pelleHHbIe

dKKAQYHTHI. BY,I[YT CHMHXPOHHW3HWPOBAHLI IdHHbIE BCEX BbI6paHHbIX dKKdYHTOB.

7.17.3 YpanuTh coxpaHeHHBbIe JIOTHHBI

HJISI yAalleHrusd BCeX COXPdHEHHbIX JIOTUHOB BbI6epI/ITe HEﬁCTBHH Il aKKayHTa >
YHHJII/ITL COXpaHEeHHbI€ JIOIHHBI. Ha JKpdHe TIIOSABUTCA [OUAJIOTOBOE OKHO IIOATBEepXXIEeHUA

ynanenus (cM. Pucynok 125).

OuyncTia COXpPaHEHHBI NOTMHOE >

® 3To AECTBME YAANWT BCE NOTWHBI, COXPAaHEHHBIE ANA BXOAA.

-

Pucynok 125 - IlogTBepxieHue yaneHus JIOTMHA

Haxxkmure KHOIIKY OK IJId yAaJleHusa BCeX COXPdaHEHHBIX JIOTMHOB. Haxxmure KHOIIKY

OTMeHna JJId 3dKPBITHS JUAJIOTOBOT'O OKHA.
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7.17.4 Tloka3aTsb »KypHaJI COOBITHIH

Bribepute [eiictBusi ans akkayHra > Iloka3zars ikypHan cooOwrTmii. Ha skpane
OTKPOETCsI INaJIor0BOe OKHO, COjiepiKalllee CIIMCOK OIIMOOYHBIX CUTyallud, HallpuMep, OIIMOOK

IIOJIKJIIOYEeHUs K cepBepy (cM. PucyHok 126).

ﬂ- 12:26:08
He ypanocs nogkniounteca K cepeepy (N5_ERROR_UNKNOWN_HOST).

Account: MoiQdme (DAY

A 12:26:08
He ypanocs nogkniounTeca K cepeepy (NS_ERROR_UNKNOWN_HOST).

Account: MonOdme (DAY

Crepets ¥Bpate okHO

Pucynoxk 126 - 7KypHan cobbrtuit

7.17.5 O0OHOBHUTH HACTPOHMKH cepBepa

[Ipy 3HaYUTETHHBIX U3MEHEHUsIX, TPOUCXO/ISIINX Ha TOYTOBOM CepBepe (HarpuMep, CMeHe
JIoMeHa) HeoOXO0JMMO OOHOBUTH TIJI00abHbIE TapaMeTphl cepBepa. /[ljig 3TOoro moOaBiieHa
BO3MOXXHOCTb ~ CAMOCTOSITEJIbHOTO  OOHOBJIEHHMSI ~KOH(QUIYpallMd CepBepa  I0JIb30BaTeJeM.
[lonpazymeBaercsi, 4YTO TIOJb30BaTelb IPeBAPUTENILHO OCBEIOMJIEH O HEeoOXOJIUMOCTH

0OHOBJIEHHSI HACTPOEK CcepBepa.

Jlnst 0OHOBIIEHWsT HACTpoeK cepBepa BbiOepuTe JlelicTBHA Ajisi akkayHTa > OOHOBHTH
HAaCTPO¥KH cepBepa. [Ipy 3TOM NMPOMCXOOWT 3apoC HA CepBep W TOJIy4YeHHe KOHQHUTypaIu.
Ecnu 3anpoc mpomién ycremnrHo, To Mocje OOHOBJIeHHs 3allyCTUTCS CHHXPOHH3anus. B ciydae

BO3HUKHOBEHHMSI OIIMOKYU Ha 3KpaHe MOosBIsieTcsl oKHO (cM. Pucynok 127).
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He yaanocb 06HOBUTH HACTPOMKMK
cepsepa

MNonpobyiite no3we uaK obpaTMTECh K CHCTEMHOMY

AAMUHUCTPaTOpY.
Ormena MNoeTopUTL
Pucynok 127 - Omunbka oOHOBJIEHMS HACTPOeK cepBepa

Haxxmure KHOIIKY HOBTOPHTB IJisk IIOBTOPHOT'O 3dIIpOCa Ha CepBep W OXHUI4dHUA ero

BhInoHeHus. Haxxmure KHOIIKY OTMena JJId 3aKPBITHS JUAJIOTOBOT'O OKHA.

7.17.6 Ypanuth aKkkayHT

Boibepute [ledicTBHS IS aKKayHTa > YaaJduTh aKKayHT. Ha skpaHe oTKpoetcs

JIMAJIOTOBOE OKHO MOJTBep)kaeHus yaanenus (cm. PucyHok 128).

¥AanuTE aKkayHT x

Bl yBEpEHEI, 4TO XOTHTE yaanuTe akkayHT MolOdwc? AkkaydT Byget oTinroded ot «MoiCdnc

HDHTEW, d HE YaaneH NoNHoOCTeEHD.

Pucynoxk 128 - IloarBepxaeHue yiageHus akkayHTa

Haxmurte kHonky OK s ynmanenus akkayHTa (otkimodeHuss oT MouOduc Iloura).

Haxxmure KHOIIKY OtMena JJId 3aKPBITHA JUAJIOTOBOT'O OKHA.
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7.17.7 OTKII09UTH aKKayHT

Bribepurte [eiictBus ans akkayHTa > OTkiIOUMTh akkayHT. Ha skpaHe oTkpoercs

JIMaJIorOBOe OKHO NOJTBepXJeHus oTkItoueHus (cM. Pucynok 129).

OTKNHYKTE BKKEYHT X

® Bl ,ﬂ,EﬁCTEHTE.I'I EHO XOTWUTE OTKKNHOYWTE 3TOT EKKE}"HT? Bre nokaneHele W3MEHEHHWA, KOTOPDBIE ELLLE HE

CHHX POHMZMPOBaHE!, GyayT noTepAHb!!
o

Pucynok 129 - IlogTBepxieHre OTKIIOYeHNs] aKKayHTa

Haxmure xHonmky OK s oTkitodyenus akkayHTa. Haxkmure kHomky OTmMeHa s

3dKPbITHA NUAJIOTOBOT'O OKHA.

7.17.8 CuHXpOHH30BaTh BHIOPAHHBIH aKKAyHT

Broibepute [leiictBusi pans akkayHTa > CHHXpPOHHU3HPOBATh aKKayHT. byayr

CHMHXPOHHW3WPOBAHLI BCe JdHHbIE, OTMEYeHHbIe B CIIMCKEe JII CUHXPOHHU3all1H.
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8 KAJIEHJIAPH

8.1 OTkphITHE Ka/leHAaps

YTOOBI OTKPBITH KaJleHAaph, BHITOIHUTE OJTHO U3 CIeAYIOMUX JeHCTBUM:

— BbIbepuTe MyHKT KoMaH/iHOTo MeHI0 Co0ObITHA M 3amaun > Kanenaaps;

— Ha [IdHeJIM UHCTPYMEHTOB HA’>KMUTE KHOIIKY ﬁl Hanewgape ;

— Ha [AHeJIM WHCTPYMEHTOB HAXXMHTEe KHOIIKY BbI30Ba MeHI0O — (MeHI0 MoiiOduc

IToura), B nmosiBuBIIIEMCs MeHIO BbiOepuTe Co0bITHA ¥ 3agauu > Kanennaps;

— Haxkmute coderanue kiaBuil Ctrl+Shift+C/ ¢ Shift+3Cmd+C Ha kiaBuaType.

Ha skpane oTobpasutcs nanesnsb kanenaaps (cm. Pucynok 130).

16~ 22 el 2023 - MR Mo - o ®
Hanimizs ™
S ———
[ ] ati Blrosasangaas | A fposes Blgana = | oot sarn <3 ox
4r LI -
€ Owsdpe 3 4 oz 3 @ | Sescefuns | eoaepman | E ® 9 L ~1
[ R [ Hrang Capmarnse Harerigen =
i ] (B oo ot
TR 113 HITTaN MO TG HET D G30rd 0 ceriga 2T T 1430 20 ol 300 1 1R300
7 1 L] 5 1 T E ] W Cerame
0t 11 15 w1 | Cemsteesme P abarrelias W21 1, 4230 b oerratpe 0% 1. 35:30 [
@ 47 @ 8| w8 B |oswwen 23 ssmroga 3z 1z 00 23 et 3023 1. 33:00 E ET
B3 3 o w9 Comus 3 16-22 Gwalips 1023 Ho:d42  fees | Hegean | Mowegenas Meow ¥ Nzegeezmp (8 gk
EL Y
Mievsapanwiie LEaar. Bncpias 17 Cpana 1R oer, UsTeapr 10 caT, Tiamiaags 20 ot Cyesars 71 aar. Raopecssue 71 ot
v Mananaps -
Meh canemaape am &
@ Mg ks ens sviin ek
1 Meiie [ehonismimens dlenirni 1000 e
TR a m .
# Mehdgus [nsecap Duaspins] e

i

# Mefdgur [Arsacioap Euaapisns]
e (ol o)
TR TR TR ) 1zt

) e smaern cono s des mnnasne ox rasie
R [ () Meparprmmn ~
|
MaHenb KaneHaaps Kanenpapb CTpoKka COCTOAHMA MaHenb MeponpUATHIA

Pucynoxk 130 - OkpaH kanenaaps
OnemMeHTHI KaJleH/1apsi:

1. Ilanenb UHCTPYMEHTOB.

2. Ilanens cOOLITUH.

3. Ilanenb kanenjiaps. Ha Hel HaxoAuTCs CHHUCOK BCeX KaJjleHJapel C BO3MOXXHOCTBIO

3a1aTb UX BUIMMOCTD.

4. OcHoBHas ITaHeNb KaJleHJaps.
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5. CTpoka coCTOsIHUS, COIEepXKUT KHOIIKY 0ToOpakeHus [laHen MeponpusThii KajieHaaps.

6. IlaHenbr MepONPUATHH.

8.2 Co3manue HOBOro KayieHJaps

Jnst co3gaHusi HOBOTO KajleHJapsi HeOOXOJIMMO BBITIOJIHUTh OJTHO U3 CJIeYIOIINX JeHCTBUM:

— BbIOpaTh MyHKT kKoMaHiHOTO MeHio Paiin >Co3mars > Kanennaps;

— OTKPBITh MaHejlb MHCTPYMEHTOB KajleHJapsi, Ha)kaTh Ha Hell KHOIIKY BbI30Ba MEHI0 —
(mento MoitO¢uc IToura), B nosiBuBIiemMcs: MeH1o BeiOpaTh Co3gaTth > Kanenaaps;

— B JIeBOM YaCTH TaHeJM KajeHAapsl BbI3BaTb KOHTEKCTHOE MeHI0 U BbiOpaTh HoBbIi
KaJIeHJaph;

— B CBODOOJIHOM 00J1acTU JIeBOWM YacCTH IaHeNId KajeHJapsl COBEpIIUTh JIBOMHOM IIeT40K
JIeBOI KHOIIKOM MBIIIIH;

— Ha 3aroJIoBKe IIaHesIy KajeHaaps Haxats + (HoBbli kaneHaaps ...).

Ha bskpane MOSIBUTCS TOCIEIOBAaTEIbHOCTh W3 HECKOJIbKHX JUaloroB ¢GOpPMHPOBAHUS
KasmeHaaps. Ha nepBoM skpaHe HeoOxoguMO BbIOpaTb  MeCTONOJIOXKeHHe  KajleHAaps

(Ha moem kommbioTepe, B cetn) (cm. Pucynok 131).
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| CozpaHve HOBOTO KaleHJapa .

CospgaTh HOBEIA KaneHaapb
PacnonoseHue BAWWErD KANEHAZDA

Baw kaneHgapk MoxeT BeITe COXPAHEH Ha BalLEM KOMMNBIITERE WAKM HA
YAANEHHOM CEpPESPE, ANA Toro, YTobkl Bel MOTAW OBPaTHTECA K HEMY W3

Nioboro MecTa MAKM MCNoAB3I0EATE 8rd COBEMECTHO C BaLLMMK APYESRAMKA
MW Koanerasii.

®)iHa MOEn KOMMBITEDE

() B cetm

< Hazsap, Janee = OThMeHa

Pucynoxk 131 - Beibop Tumna co3gaHus KajieHapsi

8.2.1 Co3nanue kajieHAaps Ha JIOKAJILHOM KOMIIbIOTEpe

HJISI CO3[01dHUA JIOKAJIbHOT'O KaJleH[apsa cilieayeTr BbIﬁpaTb Ha3BdHUE KdJleHOdaps, OBET

COOBITHM, BaPUAHT OIIOBellleHUH U aJipeC JIeKTPOHHOW NouTHI (cM. PucyHnok 132).

Co3naHme HOBOro KaNeHAapA b

Hazsauue kaneHgaps; [HDEI:IH KaneHgaph

Lger:

MokazbiBaTe oNOBELLEHWA

20, MNoura: “alexandr.smirnov alexandr.smirnoy® <alexandrsmimo.

Hazag Co3nare KaANeEHA3apkL COtmeHa

Pucynok 132 - Hacrporiku kaneHnaps
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[Tocne naxkatusi kHonkyd Co3maTh KajleHAApPb B CIMCKe KajleH/apeil MOSBUTCS HOBBIM

KaJleHAaph.

8.2.2 Ilopnucka Ha KaJIeHAApPS B CeTH

B cjlydae, eCjr BbI6paHO pa3MmelieHre KaJieHddps B CeTUu, B CJIGI[YIOH.[Eﬁ JIMaJIOrOBOM

naHesiM Heob6XoAMMO BBECTH UMs ITOJIb30BaTels U ajipec KaseHjaps B ceT (cM. Pucynok 133).

CO30aHWe HOBOTO KaneHaa A t

ma nonszoBaTena: |

Agpec | URL wnw vma ¥0CTa CEpBEPE KaneHaaps
Jlns 31oro agpeca He TpebyroTCA YYETHBIE AaHHEE

PafioTaTh aBTOHOMHC

Hazapg OtmeHa

Pucynok 133 - M4 nonb3oBaresns U afipec B CeTH
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[Tocne BBosia ajpeca Oyjer pasperieHa kHonka Haiitu kanengapu. [Ipy HakaThy Ha Hee

OyzeT 3ampoIiieH maposib Mmoab3oBaTesis (cM. PucyHok 134).

HMm#a nonesosarend:
Anpec: | alexandrsmirnovi@lime.myoffice-app.ru
A 3Toro agpeca He TReByIOTCR YHETHEIE AaHHES

Tpebyercs napane - MolRQdgue MNoura E

® BeeawTe napone 4na alexandrsmirmnov@lime.myoffice-
appru;

COXPAHMTE 3TOT NAP0OAL B XPaHUAWLLE Naponai,

BoiTh OTMEHE

Haza HaiiTii kaneHgapu OTmaHa
|’_

Pucynok 134 - Mg nosib3oBaresist ¥ ajipec B CeTH

[Tocne BBoma maposisi OyayT HaiiieHbl Bce KaJleHJjapyh, COOTBETCTBYIOIIMe 3a/IlaHHOMY

anpecy (cm. Pucynok 135).

ColaHne HOBGIO KaNeHIap *

Mo gaMHary anpecy ACCTYNHE HECKONBKD THNCE Kanekgaped. Moxanykcra, embBepure TN KaneHaaps, a
JATEM OTMETETE KANEHIARH, Ha KOTORBE Dbl Bbl XOTEAK NOLNMCATECA,

Tun kanesgapn: | iCalendar (KC5) >

& alexandr iCalendar [IC5)
CalDiy

Hazag MNoanucaTeca Ormena

Pucynok 135 - Beibop tTuna kaneHnaps

HJISI IMOAIIMCKH Ha KaJIeHAdpHru H806XOI[I/IMO BbIﬁpaTb HY>XHbI€ UMeHd U3 CIIMCKAd U HAXXAdTb Hd

KHOIIKY HOHHI/ICHTBCH. Haﬁop BbIﬁpaHHbIX KaHEHHapeﬁ ,I[O6aBI/ITC5[ B CIIMCOK CYHIeCTBYIOIHUX.
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8.3 PegaxkTHpoBaHue CBOMCTB KajleHAapsa

YToOBI M3MEHUTH CBOMCTBA KajieH[Japs, BBIIIOJIHUTE OHO U3 CJIEAYIOIIUX e CTBUM:

— BbIOepuTe NYHKT kKoMaHiHOTO MeHIO IIpaBka > CBolicTBa KajleHAapH;

— OTKpOWTe IaHeb KaJjleHJapsi, B CIMCKe KaJleHJlaped BbiOepHTe KaJileHJaph, IPaBOM

KHOIIKOM MBIIIN OTKPOWTe KOHTEeKCTHOe MeHIo U BbibepuTe CBONCTBA;

— Ha TaHEeJd WHCTPYMEHTOB HaKMWUTE KHOIKY Bbi30Ba MeHIO — (meno MoitOduc
Iloura), B mnosiBuUBIIEMcSI MeHIO BbiOepuTe CoObiTHA u 3amauun > CBolicTBa

KaJIeHIaps.

Ha skpane nmosiBUTCsI 1aHesIb, cojiepXkaliiasi CBOMCTBa KajeHaaps (cM. PucyHok 136).

MzMEHHTE KaneHaaps *

BinkouMTE 3TOT KANEHZapL

Hazsanne kanenaapa: I MaiOdgue (Tasks Anexcanap l.'_r-.1u|:|'|-|-::-n]| J
Uger: |

Wim nonezosaTens: alexandr.smimovZtechwr.anyofficearu

Aapec: ittps:/mail-techwr myoffice. ru/dav.php/calendans/alexand
D EHOBAATE KANEHJApE: Famcapie 30 musyT bl

TonuEs 1A YTeHnA
Mokaztipars onoBeWEHNE

PaboTats 2ETOHOMHO
3. Mowra: Anexcangp CmupHoe < alexandrsmirnovi@techwr.my.. ¥

MpesgnounTaTe CTNPAEAATE 30.NHCEME ©
MPWrNAWEHMAMKA 0 CTOPOHE KAWEHTE

YeeaomMneHHA

MokzzbiEats YEEACMNEHNA O NpEACToALME coboimna =+ detasure YEEACMNEHWE

lRobanbrbie HACTPOHKN YECAOMAEHMH. ..

Ok Omieena

Pucynok 136 - CBoricTBa KaneHiaps

[Tpu HEOOXOTMMOCTH OOHOBHUTE CBOMCTBA KajleHaps:

1. HasBanue kanenpgaps.
2. 1IBeT COOBITHIA.

3. HWm4a noswp3oBaTens.
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Anpec kaneHgapsi.

[lepuonn o6HOBIIEHUS KaneHAAps.

Bo3MoXXHOCTB pelakTHpPOBaHUS COOBITHH (TOJIBKO JIJISl YTEHUS).
[Tokas omnoBelieHUiA.

Hacrpoiika aBTOHOMHOM paboTHhl.

L ® N A

Anpec 371eKTPOHHOM IIOYTHL.

Jl1s1 HacTpOMKU yBeIOMJIEHUNM O TPeACTOSIIMX COOBITUSIX HaXMUTe KHONKY [lo6aBHUTH

yBegowiieHne. B crmcok fo06aBuTcs HOBasi cTpoka (cM. Pucynok 137). Hacrtpoiite Bpems

oTOOpakeHUs! yBeZJOMJIEHUS, @ TaKXKe KaTerOpPUI0 UCXO/ISl U3 CIIeIYIOLIMX BapUaHTOB:

— mepeJl Ha4aJIOM COOBITHS;
— [ocJie Havayla COOBITHUS;
— 1epeJl OKOHYaHUEeM COOBITHS;

— II0CJIe OKOHYAHUS CODBITHSL.

YBeAoMNeHKs

nﬂKEE-hIF.IE.ITb YEELOMASHWA O NPEACTORLLIMY CDE BITAX

Ll
20 o RAAHYT w neped Hadanok cobemua 4 0]

Ll
10 — MAAHYT b nepe), oKoH-aHren cobbiTuA ~ 0]

}'El}.._‘_l)r.!.l‘l(\u.m PO HD HACTROWT A7 Kk goro K.‘,:."l:j'll_-;ap!-‘l B OEHE |:|3|>|:5 CTE K.‘,:.l'l-’}ll.-:_.jp}'l.

+ Jobaeunte yESqOoMASHWS

Pucynok 137 - Hacrpotika yBeqoMieHUH

Haxxkmure KHOIIKY I'no6anbHbIe HHCTPOﬁKH yBEHOMJIEHI/Iﬁ JJId Tlepexo/ila Ha CTpPAaHUIYy

Hacrporiku kanmeHgaps.

Haxxmure KHOIIKY OK JJIsl COXpdHEHUA CBOMCTB KajleHdapsgd W 3dKPbITUA JIMaJIOrOBOM

IIaHEeJIN.
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8.4 Ilanens kanengaps

ITanens KaJleHJapsi COOEPXUT HeOOIbIIION KaJleH[1apb, OTOﬁpEDKHIOH.[HfI TeKYI_L[Hﬁ Mecd1, a

TaK)Xe CIIMCOK BCeX JIOCTYMHbBIX KajeHAapeu (cM. PucyHnok 138).

< Wik » € w23 » [

MW Br Cp MYv N €6 Bc
KaneHpapb —— . o
aap 3 4 5 6 7 &8 9
o 11 12 13 14 15 16
17 18 1% 0 21 22 23
24 35 W IT O/ 29 50
31 :
“  Hanenpaps +
Cnucok _ = ' Moii kanenaaps
KaneHgapew

0 MolOdue (Alexandr Smirnov]
MMaoROfue [Anskearip ChkpHoe)
MoiDgue (Ha soex) £y

Pucynok 138 - Ilanens kaneHgaps

Jl1st oToOpakeHusl / CKpPBITHS MTaHeM KajleHJjapsl 11eJIMKOM B KOMaHJIHOM MeHIO BblOepuTe

Bupn > Kanengaps > Ilanens kanengapsa > Iloka3aTh naHe b KajJleHAapsl.

HHH 0T06pa>1<eH1/151 / CKPBITHA IIaHeJIM C MaJIeHbKHM KaJleHJdpeM B KOMAdHJIHOM MEeHIO

BbiOepuTe Bup > Kanengaps > Ilanens kanengaps > Kanenpapuk.

st oToOpakeHus: / CKpBITHS TaHeJIM CO CIMCKOM KajleHJaped B KOMAHJIHOM MeHIO

BbiOepuTe Bup > Kanengaps > Ilanens kasnengaps > CHCcoOK KaleHapeH.

HaBuramnusi mo MajeHbKOMY KaJjleHJaplO NPUBOJIUT K IepeMellleHHI0 Tekylero ¢okyca Ha

OCHOBHOM IIaHeJIM KaJleH1apsl.

DyHKIMOHAN CIIKMCKA KaJleHAapei T03BoJIsSeT YIpaB/IsTh BUIUMOCTBIO KajleH/1apei.
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8.5 Ynpasienue BUIMMOCTBI0 KaJleHaps

Y KaxIoro kajeHjapsl CyIecTByeT CBOMCTBO BHIMMOCTH, KOTOpOe OTOOpakaeTcsl CIipaBa

OT MMeHU KasneHjaps (cM. Pucynok 139).

“  HKanenpapb +
Mol HaneHaaps T
MolOdwue (Alexandr Smirnov)

MoHOdue (Anekcanap CMupHoE)
MoiOdmc (Ha scex) ﬂ

Pucynoxk 139 - CBoiicTBa BUAMMOCTH KajeHaapst

Ecnu xaneHjjapb CKpBIT, CUMBOJI CKPBITOTO KajieHjaps [ orobpakaeTcsi noctossHHO. Eciu
KaJleH/Jiapb BKJIIOYeH, CUMBOJI OTOOpaXkeHusl BO3HHMKaeT IpY HaBeJleHUM Kypcopa Ha CTPOKY C
VIMeHeM KajleHJlapsl.

YTo6bI CKPBITH COOBITHS KaJleHAapsl, MOXKHO BBIOPATh OJTHO U3 CIIeAYIOUIUX JIeHCTBUH:

— BbpIOeprTe KajleHAaph B CIIMCKe, HAXKMUTe NIPaByI0 KHOIIKY MBIIIH, B KOHTEKCTHOM MeHIO
BbiOepuTe CkpoiTh <UMS KAJIEH/IAPS>;
— Yy BUJUMOTIO KaJleHJapsi HAKMHUTe Ha CHMBOJI |, CUMBOJI IIOMeHsieTCsl Ha [/, cOObITHS

JTAHHOTO KaJieHiapsi He OyIyT 0TOOpaXkaThCsl.

YT006BI TOKA3aTh COOBITHS KaJleH1aps, MOXHO BbI6paTb OTHO M3 CJIeAYIOIIUX e CTBUM:

— BbIOepUTe KajleHAaph B CIMCKe, HAXKMUTe NPaByl0 KHOIIKY MBIIIH, B KOHTEKCTHOM MEeHIO
BoiOepute Ilokazare <UMS KAJIEHJAPSA> wunu Iloka3zare Tonbko <MY
KAJIEHJJAPS>;

— Y HEeBUJIUMOT'O KaJleH/apsi HAKMUTe Ha CUMBOJI [/, CUMBOJI IOMEeHSIeTCsl Ha |/, COOBITHUS

HOAHHOTI'O KaJylIeH[laps CTaHyT BUJAVUMBIMH.

Yrobbl OKA3aTh BCe KajleHAapH, BbIOepUTe KajleHIaphb B CIIMCKe, HAKMUTE MTPABYI0 KHOIKY

MBbIIIIHY, B KOHTEKCTHOM MeHIO BbI6€pI/IT€ Iloxa3zarTs Bce KaJIeH1apH.
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8.6 Ynanenue kanennaps

Hnst ynanenus kajieHjapsi He06X0/IMMO BBITIOJIHUTE OJTHO U3 CJIeAYIOIMUX JeHCTBUM:

— B JIEBOM YaCTH MaHeJIM KajleHlapsl BbIOpaTh KajleHaaph AJisd yaaneHus. HakaTuem npaBoi

KHOIIKM MBIIIIN BbI3BATH KOHTEKCTHOe MEeHIO, [djiee BbI6paTb ITYHKT OTnucarscsa oT

KaJIeHIaps;

— BbIOpaTh MyHKT KkKoMmaHaHOro MeHio CoObiTHa u 3amayun > OTnmcaTtbcsi 0T

BBIOPAHHOI0 KaJIeHIaps;

— Ha IIdaHEJIX HUHCTPYMEHTOB HAXATb KHOIIKY BbI3OBd MEHIO

(menio MoiiOduc

IToura), B mosiBuBIIEMcs MeHIO BbiOpaTh CoObITHS M 3amauyu > OTmucaThCs OT

Bmﬁpam{oro KaJIeHIaps.

Ha okpane mnosiBUTCS

Ccoo0IeHue

Brul

xoTurTe

OTIIHCATbCHA

OT KaJieHJgaps

«MoitOpuc<MSA KAJIEHJIAPS>» ? HeobxomumMo MOATBEpAWTb WM OTMEHUTH yjlajieHue

KaJleHaapsl.

8.7 Cnucok coObITHIT

HHEI OTKPLITHA ITaHeIM, COoAep’KallliX CIIMCOK CO6bITPIIZ, BBITIIOJIHUTE I10C/IeJ0BaTe/IbHOCTDb

JEeUCTBUM:

1. OTkpoiiTe naHeb KajgeHaaps.

2. BbI6epI/ITe KaJlIeH[lapb B CITUCKe KaHEHHHPEﬁ, BKIIIOUMTe BUAMMOCTD KaJIeHdaps.

3. Boibepure nmyHKT KoMaHAHOTO MeHIO CoObITHA M 3agauyu > Haiitu coobITHS.

Ha skpaHne oTkpoeTcs maHesb morcka cobbituii (cM. Pucynok 140).

Bce cobbimua ' | copepwar

HazeaHue

Hauano

OKoHuaHue

Kanengape

gnpuae pKa cTaTyca

15 wronA 2022 r. 11:00

15 weona 2022 1. 14:00

MoiOgwc (Enexa Cranp

HanomuHanua

TYATHN

CofpaTe CBEASHMA O NOCNEOHHK COBBITHAX
Ofzop

MpoexT 1

Borpeua 2
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22 wronA 2022 1. 17:05
13 wronA 2022 1. 11:00
11 HoaAGpA 2022 r. 17:30
15 wiona 2022 1. 12:00
Suana 2022 r 11:00

20 wronA 2022 r. 19:00

22 weonn 2022 1. 18:00

13 weoaA 2022 1. 12:00

11 nosbpa 2022 r. 18:00

15 weoan 2022 1. 13:00
5 weona 2022 r. 12:00

20 weonA 2022 1. 19:30

MoiROguc (Enexa Cranp
MolROgKc (Enexa Crnp
MoiiOgmc (Enena Cranp
MoiiOgduc (Enexa Cranp
MoiiOdumc (Enexa Cramp

MolOduc (Anekcanap ¢

Pucynok 140 - [Tanens nmovcka coObITHIA

<

Hauano
OKoHuaHKMe
KaTteropwa
Mecro
CocroaHue

Hanenpape

BoccTaHoBMTE Nopagok cTonbues
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Inst momcka coOBITUM 3a 3aJlaHHbIM Iepuoj] B BBINAJAIONIEM CIIMCKe BblOepuTe
HMHTepecCyIoIui TMepuoji COOBITHUNM, B CIMCKe OTOOpa3sITcsi COOBITHS HCXOMs W3 CJeAYOIIero
CIIMCKa:

— Bce cobbITHS.

— CobbITHs Ha ceroiHsl.

— Co0ObITHS Ha crenyromye 7 THew.
— CobbITHs Ha criefytommye 14 mHei.
— CobbITHs Ha crnenyromuyii 31 neHb.
— CoObITHS Ha 3TOT Mecs1l.

— Bce 6ynymue coObITus.

— CoObITHSI Ha BBIOpAaHHBIN JIeHb.

— CobbITHA B TekyleM 0630pe.

Hcrnonb3yiTe 1moje BBoja ImabiioHa "comepakaT" il GUIBTPAIIMM CIIMCKA COOBITHH I10
TekcTy. HabeprTe HazBaHMe MHTEPECYIOIIEro COObITHS, B CITUCKe 0TOOpA3sITCs COOBITHS, Ha3BaHUS

KOTOPBIX COOTBETCTBYIOT 11abJIOHY TIOMCKaA.

BribepuTe coObiTHe B COMCKe M MPABOWM KHOIIKOW MBI BBI30BUTE KOHTEKCTHOE MEHIO.
BynyT nocTymHbl ciefylolye 1efCcTBUs AJisl BHIOpaHHOTO COOBITHS:

— OTKpBITH.

— H3meHUTD.

— Hanomwunanwue.

— HoBoe co6sbiTre Ctrl+1/:2Cmd+1.

— Hogas 3agava Ctrl+D/2Cmd+D.

— Bripezats Ctrl+X/ssCmd+X.

— Komnwnpogars Ctrl+C/2Cmd+C.

— Bcrauts Ctrl+V/2Cmd+V.

— IIpeo6pazoBats B (Cooburenue, 3amavy).

— Vnamuthb cobwiTue Del.

Crucok COOBITHH COIEpPXXUT KOJIOHKU, OTOOpakeHWeM KOTOPBIX MOXHO YIPaBISTh C

-

iR
IIOMOIIBIO MEeHIO BbI60pa koI0HOK. HackmuTte Ha KHOIIKY W B BbIlIaJaro1eM CIIMCKe OTMeTbTe

KOJIOHKH, HEO6XOJII/IMBIE JJIsL OTO6pa)KEHI/I$I, HUCXO0[d U3 adjlegyromero CIiMcka:
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— Ha3zpanme.
— Hauarro.

— OkoHuaHue.
— Kareropus.
— Mecro.

— CocrosHaue.

— Kanenpaps.

Bribepute BoccTaHOBUTH NOPSIAOK CTOJIOLOB IS [lepexoj/ila B OpUrHHAIbHOe COCTOSIHUe

110 YMOJIYaHHIO.

8.8 Co3manue co0bITHS

O,I[HI/IM M3 CIIocoboB CO31dHHs HOBOI'O COOBITHS SIBIISIETCS HCIIOJIb30BAHKe Fpa(l)I/I‘IECKOI‘O
HHTEPCPEIZCH KaJleHJdaps. HJISI CO3daHHUsA HOBOT'O COOBITHS BBITIOJTHUTE cJleJyromyro

II0CJIeIoBaTeIbHOCTDb JIeHCTBUM:

1. OtkpotiTe kajeHaaph, BbIOpaB koMaHgHoe MeHI0 CobbITHA U 3amaun > Kanennaps.

2. BuibepuTe HYXXKHYIO JIaTy U BpeMs Havajla COOBITHS, KIIMKHHUTE JIeBOW KJIABHIIIEH MBIITH
B BHIODAaHHYIO TOUKY.

3. He otmyckasi jieBo KJIABHIIIM MBIIIM, TOTSHUTE KYpPCOP BHM3 IO MpeIojiaraeMoro
BpeMeHM OKOHYaHUsl coObiTHsA. [lo Mepe mepemelnieHHs] MBI Ha 3KpaHe Oyjer
oToOpaxaThcsl 001aCTb COOBITHS, @ TaKXKe OTMETKH Havajla U OKOHYaHHs BbIOPAHHOTO
nepuosa.

4. OTnyctvTe JIeBYIO KJIABHIIY MBI B TOYKe ITPeJIIoJlaraeMoro BpeMeHW OKOHYAHUs
cobbiTrsl. B KaseHpape TMOSIBUTCS COOBITHE C AKTHBHBIM II0JIeM peJaKTHPOBAHMS.

BBemute nms coobitust U Hakmute ENTER (cM. Pucynok 141).

Janee oTpeakTUpyUTe MapaMeTpbl HOBOI'O COOBITHSI.
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14:00
Hosoe cobbITk
15:00
16:00
17:00 17:00
18:00

Pucynok 141 - Co3nanue coObITHS C UCTIOTIb30BaHKEM rpadudeckoro uHTepdeiica

ITomumo sTOTO, CylIeCTBYeT ellle HEeCKOJIbKO CIIocob0B CO3MaHKS HOBOT'O COOBITHS:

— BbIOeprTe MyHKT KoMaHIHOTo MeHI0 Co0bITHS 1 3amaun > HoBoe coObITHE;

— Ha [AHEJIM WHCTPYMEHTOB HAXXMHTE KHOINKY Bbi30Ba MeHIO — (MeHio MoitOduc

ITouTa), B nosiBuBIIIeMcst MeHIo BbibepuTe Co3naTh > CobbITHE;

Il
— Ha IaHe/M MHCTPYMeHTOB HakmuTe KHOTKy (£¢ HoBoe cobbitue |

— BbIbepuTe MyHKT KoMaHjHoro meHio CoOwbiTHsI M 3amaum > Kasmengaps. 3atem B

OTKPBIBIIEMCH KaJjieH[Jape BbI6€pI/IT€ JeHb, BbI3OBHMTe KOHTEKCTHOe MeHIO U BbI6€pI/IT€

komaHiy HoBoe cobbITHE;

— BbIbepuTe MyHKT KoMaHjHoro meHio CoObiTHsi M 3amaum > Kasmenmaps. 3atem B

OTKPBIBIIIEMCs KaJjleH[ape BblOepuTe JeHb W IPOM3BeWTe J[IBOMHOM KIIMK MBbIIIH,
CO3/1aCcTCsl HOBOe COOBbITHe, B KOTOPOM JiaTa y>ke OyJleT yCTaHOBJIeHAa B COOTBETCTBUU C

BBHIOpPAHHOM TTO3UITHEN B KajleHjape, a KajleHJlapb OyJleT COOTBETCTBOBAaTh BEIOPAaHHOMY;

o
— HaOXXMHUTE KHOIIKY S Hosoe cofbimre Ha raHend CoOBITHS M 3aJa4d B PAaBOM YacCTH
KajeHaaps,
— HaxxmuTe coderanre kiaBuml Ctrl+1/:6Cmd+1;

— Ui CO3[laHUsI COOBITUST Ha OCHOBe COOOIeHUs1 BbiOepuTe cOOOIeHHe B CITHCKe,

OTKpOUTe KOHTEKCTHOe MeHIo, BbioepuTe IIpeodpa3zoBaTs B > CodbITHE.
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Ha »bkpanHe oToOpasudTcs JyajoroBasi I1aHeNb CO3/IaHUs/PeIaKTUPOBAHUSI  COOBITHS

(cM. Pucynok 142).

Hosoe cofbmue: x
CoGemne [paexa Bwg Hacrpodrw
L2 Coxparmne » 3akprTe Enpumacm‘u yuactmneos (@ Mpreatnocs ™ [ﬂ] Mpnepenurs @Y,a,annm
KaneHgape: & MohOdmc (ETopoi kanengape) b
Hazeanwe: “I-:I 13 (oBazaTensno)
tecro:
Bece gene
Hanano: 31,08.2022 b 15:00 b _|l'l
]
KoHew 31.08.2022 b 16:00 S
Desrop: He nosTopaTte =
Hanomyranwe:  He HanoMuHaTs g
Onmcanme:  Browenun:  Yupctrmm
¥EEAOMMTE YHACTHMKOE MomyUaTs YEEIOMAEHUA OT YyMACTHHRDE 3aNPETHTE BECTREUHBIE NPELNOHEHHA
Bpern kax: anar

Pucynok 142 - [luanorosas maHesib CO37aHUSI COOBITHS

HpI/I CO31dHMKX HOBOI'O COOBITHSL B IIOJIE Ka.ne}mapb 10 YMOJ/IYdHUIO IIOJCTABJIIETCA

KaJIeHJ1apb, KOTOPbIM BbIOpaH Kak OCHOBHOM B BebO-kineHTe « Mo Oduc [louTay.
Ha nanenu nuasnora BeibepuTe HACTPOMKU COOBITHUS:
— KaJjieH/lapb, B KOTOPBIN Oy/ieT moMereHo HoBoe COObITHE;
— Ha3BaHUe COOBITHS;
— MeCTO COOBITHS;
— IpeAriojiaraeMble Ha4ajio ¥ KOHeI| COOBITHS;
— YacTOTa IIOBTOPeHUsI COObITUS;
— peXXUM HallOMUHAHUM O COOBITHY;

— HAaCTPOUMKU YBeJIOMJIEHUN U BCTPEYHBIX IIPeJIOKEeHUM.
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8.8.1 Hauyasio u KoHel COOBITUS

[Ipy HEeOO6XOUMOCTH MOXHO CBsi3aTh 3HaueHUs nojedt Hauano u Konen ajist Toro, 4To06sn!
P U3MEHEeHUU AaThl 3aBepliieHus COObITUSI BpeMsl Hayajla CABUTAJIOCh C y4eTOM JIJIUTeTbHOCTH

COOBITUA.

It TOoro, yTOOBI CBSI3aTh JJaHHBIe 110/, HAKMUATe Ha CUMBOJI, 0003HaYalOIINK CBSI3bIBAHUE
nosiert Hauano u Konern (cm. Pucynok 143).
Hagano: 13.07.2022 A 11:00 A _|I'I
(]
KoHew; 13.07.2022 A 12:00 LA
Pucynok 143 - HecBsizannsle nosss Hauano 1 Konen

Ecmu  cBsa3p BKJIIOY€Hd, TO IIpU HUW3MEHEHHWU 3Hd4YeHUus OJHOI'0 U3 roJjiem 6y,ueT

aBTOMATUYECKH CKOPPEKTHPOBAHO 3HaYeHUe BTOporo (cM. PucyHok 144).

Hauano: 13.07.2022 W 11:00 v U
0
KoHew; 13.07.2022 W 12:00 ¥ g

Pucynok 144 - Cszanssble nosiss Hauaso u Konerg

B xomannHoMm MeHo BolbepuTe Hacrtpoiiku > YacoBoi mosic. [Ins noneii Hagamo u

Kownen 60ynyT oToOpaskeHbI 3HaUeHHsl YaCOBBIX T0sICOB (cM. PrucyHok 145).

Hauano: 13.07.2022 b 11:00 b Espona/Mockea

Konew; 13.07.2022 W 12:00 W

H
0
u

o Eepona/Mockea

Pucynok 145 - OTo6pakeHre 4acoBOTO Iosica
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Haxmure Ha METKY dYaCOBOr'o IIOsiCa, Ha OJ3KpPdHe BO3HHMKHET BCILUIbIBalOIllee MeHIO,

cojiep)kalliee CIIMCOK HeJaBHO BHIODAHHBIX YaCOBBIX TOSICOB. BribepuTe JlomosHUTEILHBIE

YacoBbIe MOosICa I BO3MOXXHOCTH BBIOpATh PyTroi 4acoBoi mosic (cM. PucyHok 146).

Y¥EAMMTE Yaconod Nanc e

08.11.2022 e 13:22 »

Espona/Mockea ~

OTMeHa

Pucynok 146 - Beibop 4acoBoro mosica

8.8.2 YacTroTa moBTOpEeHUA COOBITHS

B pasznerne IloBTOp BhibepuTe 13 crivicka He06XoAUMOe 3HaueHre UCXOMs U3 BAPUAHTOB:

— He MTOBTOPSITH;

— eXeJHeBHO;

— eXXeHeJIeJIbHO;

— KaKIbli Oy THUH JIeHb;
— KaXable 2 Hemesu,

— eXeMeCsI4YHo;

— eXXeroHo.
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st 6ornee peranbHOM HACTPOMKK B 3TOM e MeHIO BblOepurTe HacTpouTh, Ha 3KkpaHe

OTOOPA3UTCs AUAJIOTOBAs TTaHeJIb HACTPOHKU MEePHOAUIHOCTH COObITHS (cM. PrucyHok 147).

M3ameHHTE NOBTOREHKA *

3apaTh nepHogHyHoCTE
MoBTORATE | ExegHEBHD et
o LERS 3% mewHs
Ka#ibid AeHb HEAEMA

¥poneHb NOBTOPEHMA
HeT KaHeyHoW JaThl

o MoeTopATe TONBKD 6% pa3

Moetopats go 0817 202 e

MpeaBapUTENLHLIA NpocMoTp

Honbpe 2022 Aexabps 2022 Ansape 2023
M Br Cp Y7 Mr €6 Bc MW Br Cp Y7 Mt €6 Bc Ma Br Cp Y7 Mr Co Bc
1 2 3 4 5 B 1 2 3 4 1
7B 9 10 11 12 13 5 6 7 8 2 10 11 2 3 4 5 & 7 B

14 15 16 17 18 19 20 12 13 14 15 16 17 18 2 10 11 12 13 14 15

21 22 23 24 35 26 27 19 20 21 22 23 024 25 16 17 18 19 20 21 22

28 29 30 26 27 28 29 20 3 23 24 25 26 27 28 29
30 N

Pucynok 147 - HacTporika 9aCTOThI TOBTOPEHUS COOBITHS

3ayaiiTe TMEpUOIUYHOCTb BO3HUKHOBEHHUs COOBITHS. B 3aBUCMMOCTM OT BBIOpAHHOTO

BapuaHTa OyJieT oTobpaXkeHa AOIOJIHATEeIbHAS ITaHeJIb HACTPOUKH.

IIpu BbIOOpe IlOBTOPATHL exeAHeBHO HA OJKpaHe MOSBJISIIOTCS JIOTIOJHUTENIbHbIe
YIpPaBJIsIoONIre 3JIeMeHThl, M03BOJISIONIMe BbIOPAaTh NMEpPUOANYHOCTb JHEeH (KaXKIbli 3a/laHHBIHA

JIeHb), TM00 KaXXAbIH JieHb Henend (cM. PucyHok 148).

FanaTe NEPUOgHUHOLTE

MoeTopRAT: | exeaqHesHO b

0 Kaxawid 312 aetn

Kaxabii aeHe HeAenmn

Pucynok 148 - HacTtporika exelHeBHOTO TIOBTOPEHUSI
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IIpu BbiOOpe IlOBTOPATH exkeHeneNIbLHO HA OJOKpaHe TMOSBIISIOTCS JIOTOJIHUTENbHbIe
YIPaBJISIONIYe 3JIeMeHThI, T03BOJISolMe BbIOpaTh MEePUOAUYHOCTh Heflelb (KaXKAYI0 3aJaHHYIO

HeJIeJTi0), a TakXKe JIHW HeJleNId, B KOTOphIe JI0JKHO BO3HUKATh CoObITHe (CM. PrucyHok 149).

3apark NepHOJSHUUHOCTE

MoBTOPATE | exeHeAEARHD ~

Kasayio 1% Heaear

B MM Cp | Yt fir | C6 | Be

Pucynok 149 - HacTtpotika exxeHeielTbHOTO TOBTOPEHUS

[Ipu BbiOOpe IIOBTOpPATH exeMeCAYHO HA OJKpaHe IOSIBJISIIOTCS JIOMOJIHUTeNIbHbIe
yIPaBJISIIOIIME 3JIeMeHTHI, MM03BOJISIONINe BbIOpaTh MEepPUOAUYHOCTb MecslleB (KaXX[IbIM 3aJJaHHbIN
Mecsll), a TakKe JMOO KaKIbIii KOHKPETHBIM JleHb HeJlelH, MO0 KOHKpeTHble AHU MecsIa, B
KOTOPbIe JOJKHO BO3HUKATh cobbITHe (cM. Pucynok 150).

3afaTh NepHoAMUHOCTE

MosTopare  exesmecsyHs

K kI 1% mecay

4 5 B 7

R E
EBER | 1|12 |13 ] 14

O B wenyowme amm | 15 | 16 18 19 | 20 | 21
22 23 24 25 26 27 28
29 | 30 | N MacnegHya oeHk

Pucynoxk 150 - Hactpoiika exxeMeCS9HOTO TTOBTOPEHUSI
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Ilpu BbIOOpe IlOBTOPATH €XerogHO HA OJKpaHe MOSIBJISIIOTCS  JIOTIOJHUTENIbHbIe
YIIPaBJISIOLIYe 3JIeMeHThI, [1I03BOJISIFOIIMe BbIOPATh IePUOUYHOCTD JieT (KaXKAbli 3aJJaHHbIN I'0]1), a
TaKkKe MO0 KaXAbl KOHKPETHBIM JleHb Heflelid, JIM0O KOHKpeTHble HH Mecsilia, B KOTOpbIe

JIOJDKHO BO3HUKATh CoObITHE (cM. PucyHok 151).

3apaTh NEPHOANHHOCTE
IMoETOPATE  emerogHo b
Kamapi: 1% roa
Kamabiii = £
0D  ropoi w | BIOpHAK v
Hoabpe W

Pucynok 151 - Hactporika exerofHoro moBTOpeHust

[lpu m060oM K3MeHeHUU IapaMeTpOB IepUOJIMYHOCTH Ha nHaHeny IlpenBapuTenbHBIN

MPOCMOTP OYIyT BBIJIeJIEHBI THU, B KOTOPbIe JaHHOE COOBITHE OyeT MOBTOPEHO.

8.8.3 IIpursamenue y4aCTHHKOB COOBITHS

Jlnst Toro 9To6BI NPUITIACATH YYAaCTHUKOB COOBITHS, Ha maHenu 'V3MeHeHue coOOBITHS"

BBIIIOJIHUTE OJJHO U3 CJIeIYIONINX JAeNUCTBUN:

— HaXKMHTE KHOIIKY @I’Ipmmacmh}rqacmmmﬁ :

— Ha IIaHeJIK CO CIIMCKOM Y4YdCTHHKOB COOBITHS BHI3OBHTE KOHTEKCTHOE MEHIO B BbI6epI/ITe

Hpnrnacn’rb Y4aCTHHKOB;

— BbIOepuTe nyHKT MeHi0 Hacrpoiiku > Ilpurinacurs y4acTHHKOB.
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Ha OKpaHe IIOSMBUTCA OHWAJIOrOBOE OKHO PpedaKTUPOBAHHA CIIMCKA YYdCTHHKOB COOBITHSI

(cm. Pucynok 152).

Mp#rAachTE YNACTHHKSE *

HazeaHme Berpeva

Aata 10.02.2023 ¥ | | 1500 ¥ — | 10.02.2023 ¥ 16000 o

BeCh A2Hb

10.02.2023
12:00 13:00 14:00 15:00 16:00 17:00 18:00 13:00 20:00 21:00 220

|0BaBMTL YUICTHUKOE

,90 Alexandrs Smirnov
‘] roonm x
2 Elena Smimova o

QK Crimena

Pucynok 152 - JluanoroBoe 0KHO peJaKTHPOBaHHUs yYaCTHUKOB COOBITHS

HJISI npurjiallie’Hrs y4dCTHHKA COOBLITUSL HAYHUTE Haﬁl/lpaTb ero umMda B IIOJie BBOI4, B
IIOABHBIIIEMCY CIIMCKe BbIﬁepI/ITe Hy>KHbII>1 KOHTAKT, HAXMHUTe Enter, Y4daCTHUK ,I[O6aBI/ITC$[ B
crmmcok. Ha BpeMEHHOﬁ AvarpamMmme 6YI[YT OTO6pa>KEHbI nepuoabl 3aHATOCTH BCeX Y4YdCTHHUKOB
COﬁbITI/ISI, a Takxke 00J1aCTb JJId 3allJIAHUPOBAHHOI'0 TeKyIlero cobbiTd. B Cjly4dae, eClid OJUH U3
Y4dCTHHUKOB 3dHAT, JIBUTAUTE paMKy COOBITHS KypCOpOM MBIIIIH, 100 IMOMeHSHTe BpeMsd Haddjla U
OKOHYaHHd B COOTBETCTBYIOHIIUMX IIOJIIX BBOMA. Ilo oxoHYaHUU pedakKTUpOBaHUA CIIMCKA

Y4aCTHUKOB HaxkmuTe KHOTKy OK.

HJISI yAalieHnsd Yy9dCTHHUKA COOBITHS HAXKMUTE KHOIIKY x.
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CymiectByer  BO3MOXHOCTh ~ TPUCBAMBaTh  POJIM  TIPUIJIAIIEHHBIM  YYaCTHUKAM
(obsi3aTenbHBIN, Heobs3aTeNbHbIN). [T CMEeHbI pojiM HaXXMHTE Ha HWKOHKY II0JIb30BaTesis, Ha
OKpaHe BO3HUKHET BCIUIbIBAaIOIlee MeHI0 C BblOopoM ponu O0s3aTeNbHBIA YYaCTHHK /

Heobsi3aTenbHbIii yuacTHHK. [lociie BeIOOpa poiii HeoOs13aTeNIbHBIA YYaCTHUK COOBITHS OyaeT

0603HAYCH CUMBOTIOM ~® (cm. Pucynok 153).

14:00 15:00 16:00 17.00 18:00 19:00 20:00 21:00 22

,.90 Anexcanap CrnpHos

,gﬂ Enena Cruspuoea »
OoAzaTeNbHBIA YHACTHMK

HeobRAzaTensHsId YHacTHUK

Pucynok 153 - O6s13aTenbHbIN / HeoOs3aTeIbHBIM YIaCTHUK COOBITHS

CHnMcok y4YaCTHHKOB OOHOBUTCS B JIMajioTe peJaKTUPOBAHUS COOBITHMS Ha 3aKjIajike
YuactHuku. (cM. PucyHok 154). KoHTeKCTHOe MeHIO JIaHHOM ITaHeJd TI03BOJISeT TOMEHSThb

COCTaB Y4dCTHHKOB, d TdK’Ke CO31aTh AJId HUX COO6Hl€HI/ISI.

Onwucanne:  Bnomenwa (3): YuactHukn (3):

Opranwsatop: fgo Alexandr Smirnov <a.smirnov@blue.myoffice-app.ru=

roomao <room @blue.myoffice-a
'] @ y pp DFIHI'J'IECHTI:}"‘-IECTHI."IICDE...
¥aanuTE BCEX YY3CTHUKDE
R Elena Smirnova <esmirnova@blue.r .
¥aanuTe y4acTHMKa
,go Alexandr Smirnov <a.smirnov@blue CozaaTe cooBLUEHME ANA BCEX YUECTHUKOE. .
Co34aTe cooBLUEHWE ANA HECMIPEAENWELLNX CA Y43 CTHUKOE. .
Alexandr Smirnov <a.smirnov@blue.myoffice-app.ru=
YBEAOMUTE YHACTHWKOE Monyqate yEE4OMAEHNA OT YHaCTHHKOE 3anpeTTe BCTPEYHBIE NPELNOKEHMA

Bpema kak: 3anat

Pucynok 154 - TTaHenb CO CIMCKOM YYaCTHHUKOB COOBITHS

CIMCOK y4aCTHHUKOB COOBITHS TakxKe OyZieT 0TOOpaXkaThCsl B IMaHeNId 0TOOpaXkeHHsi CBOUCTB
cobbrtust (cM. Pucynok 155). Ha mepBoii mo3uiuy clivcka HaxXOJIUTCS TeperoBOopHAas KOMHaTa,

OoTaejIeHHasda OT CIIMCKA OCTAJIbHBIX Y4dCTHUKOB BCTPeYu.
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Mposepka recTos

OcHOEHBIE
Hazepawne: [Npoeepxa Tecros
Kanergape: MeiOdne [Anescanap CrnpHos)
Jara mawana: 10 despana 2023 r. 20:00
Hara oxonuanua: 10 despana 2023 ¢, 21:00

DpraqHuzarop: 'gb Alexandr Smimov <asmirnov@blue.myoffice-app.ru=
Bnomerna: [0 1.png
YuacTHMew

‘] room <room @blue.myoffice-app.ru >

2 Flena Smirnova <esmirnova@blue myoffice-app.rus»
[=]

Alexandr Smirnov <a.smirnov@blue myoffice-apprus

Pucynok 155 - JluanoroBoe 0KHO peJakTHPOBaHHUs yYaCTHUKOB COOBITHS

8.8.4 Hacrpoiika npuBaTHOCTH COOBITHUS

Jl71s1 HacTpPOMKU TMPUBATHOCTU COOBITHS BBINOJIHUTE OJHO M3 CJIeyIOMIMUX JeWCTBUM Ha

MaHeJId pelakTUPOBAHUS COOBITHS:

— BolOepuTe yHKT MeHI0 HacTtpoiiku > IIpuBaTHOCTB;
— Ha)KMHTe KHOTKy il MpusathocTs v
B nosiBuBIIEMcs cniMcke BbIOepUTe TUIl IPUBATHOCTH, UCXOSI U3 CIIeYIOIUX BaPUaHTOB:

— [lybnnunoe cobbITHe.
— IlokaspIBaTh TOJILKO ATy U BpPeMs.

— JIuu"oe cobbITHE.

8.8.5 JlobaBienye BJI02KeHHI B COOBITHE

CymiecTByeT BO3MOXXHOCTD JJ0OaB/IeHUs BIIOXKEHUU B COOBbITHe. THIIbI BJIOXKEHU:
— dan;

— CChIJTKa Ha BeO-CTpaHMITY.
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st Bnoxenus: (aiioB B COOBITUE HAaXMHUTE KHOIKY U Mpukpenurs  Ha  namemm

pelakTUpOBaHUs COOBITHS. B OTKpBIBIIEMCS CHCTeMHOM Juanore BblbepuTe ¢aii, mocie BbIbopa

oH OyzeT oTobpakeH B naHeu BiioxkeHus.
Hnst Toro, 4roObl NMPUKPENUTh BebO-CTpaHUIly K COODIIeHHI0, MOXHO BbIOpaThb OJMH U3
CJIeIyIOIIMX CIIOCOOOB:

— BeIOpaTh MyHKT MeHIO Hacrpoiiku > IIpukpenurts > Beb-cTpanuny;

— Ha IaHeJX BIIOXKeHUH OTKPbITh KOHTEKCTHOe MeHI0, 3aTeM BbIOpaTh MyHKT Ilpukpenuts

Be0-CTpaHHILy.

B oTkphiBIIeMcs 1uanore Heo6XoAMMO BBECTH aJipec Beb-CTpaHUIlbl, OH OyneT oToOpaXkeH

B nanenv Bioxenns (cMm. Pucynok 156).

Onucanwe:  Bnoskenwa (3 YuacTHuew (1)

1.html
hmtoggle_arrow.gif

myoffice.ru

Pucynok 156 - Ilanenb BioxeHUH COOBITHN B peIAKTOPe COOBITHS

Ilo HaxaTwHio npaBoﬁ KHOIIKKM MbIIIIM Ha HWMEHW BJIOXKeHHs Hd 3KpadaHe BO3HHKdeT

KOHTEeKCTHOe MeHIO, CoepiKalllee ciieyronre 3jieMeHThI:

— OTKpBITH - ¢aiyl OylleT OTKPLIT B COOTBETCTBYIOILEM IIPWUJIOXKEHWH, CChbUIKa Ha BeO-
CTpaHMIly OTKPOeTCs B CUCTeMHOM Opaysepe, TO e caMoe JIeHCTBHe IPOU30MIeT IIpU

JIBOMHOM KJIMKe Ha BJIOXKEHHe.
— CoxpaHuTh - OyZeT OTKPBIT CUCTEeMHBIN IMaJIoT COXPaHeHUs BJIOXKeHUS Ha JIUCKe.
— KonupoBars cchljIKy - B Oydep o6MeHa OyzieT CKOIMpOBaHa CChIJIKA Ha BIIOXKEHHe.
— Yaanurs - BiioxkeHue OyJieT y/1ajeHo U3 COObITHSI.

— Yaanurts Bcé - Bce BiIOXKeHUs OyJIeT yiajieHbl U3 COObITHSI.
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Ha nmnanenmu mpocMoTpa  coOOBITHSIT TakXke  OTOOpaXkaeTcsi  CIMCOK — BJIOXKEHHH
(cm. Pucynok 157). Ilpu kivMke Ha BIOXKeHHe B 3aBUCUMOCTU OT €ro THUIa OTKPOeTCs 0o daii,

700 CChIIKA B CHCTEMHOM Opay3epe.

Mposepka rectos *,

OcHoBHbE
Hazeamue: lMpoeepka Tectos
Kanengape: MoiOdme (Anexcangp CamnpHos)
Matawawana 10 peepana 2023 r. 20:00
Hara ckonuanws: 10 despana 2023 r. 21:00
Mecto: SPB

OpraHuzatop: Eﬂ Alexandr Smirnov <a.smimov@blue.myoffiice-appru=

Hanormranue: 13 suHyT nepes Havanom cofeimia

s

myoffice.ru
ﬂBas:cExan'plELd:cx

Yuactnmem

‘] room1 <room1@blue.myoffice-app.ruz

Pucynok 157 - Ila"enb BioXeHUH COOBITHH B MTAHEH MTPEANPOCMOTPA COOBITHS

8.8.6 [looaBienue koH$epeHIHU

Cy1iecTByeT BO3MOXHOCTb JI00aBieHus1 KoHbepeHIMU B cOObITHe. [lJist 3TOro Heo6X0quMo
HakaTh Jl00aBUTH KOH(}epeHIUIo0 1 B BhINAZAl0IeM MeHIO BHIOpaTh CePBUC ISl ee TIPOBEe/IeHMUS.

Crucok CTOPOHHHUX CEpPBHUCOB 3dBUCHUT OT I/IHTEI‘paI_II/Iﬁ CO CTOPOHHUMH BKC.

ITocne BbIOOpa cepBuca nosiBUTCs cTpoka «Kondepennusa <Wma> modaBinena». Cchbliika

JJId TIpUCOoOeUHEHHS K KOHq)epeHL[I/II/I 6y,ueT dBTOMAaTHU4YeCKH ,I[O6aBJ'IeHa DY CO3JIaHUM COOBLITHS.

CcpUikoM Ha KOHQEpPeHIMI0 MOXHO yIpPaBisATh. [l KOIMPOBAaHMS CCBUIKM HEOOXOAUMO

HamaTbEb (KomupoBars). [1jis yiaieHusi CCbUTKY HaXKaTh m (Ynanurs).

8.8.7 Yaasnenue coObITHA

Ilnst ynameHusi COOBITHS HaXXMHUTe KHOIIKY W Yaanurs Ha IaHeId peJaKTHPOBAHUSI

coObITHS TMOO0 BhIOEpUTe NYHKT MeHI0 Co0bITHE->Y NaIUTh.
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8.8.8 IIpuopuret codbITHS

Jlnst Toro, yToOBI HAaCTPOUTH IIPUOPUTET COOBITHS, Ha IaHeNU pelJaKTHPOBAHUS COOBITHS
BbIOepuTe yHKT MeHI0O Hacrtpoiiku > Ilpuopurer. B oTKpreiBIIeMcs ciMcKe BbIOepUTe OAWH U3
BapUaHTOB [IPUOPUTeETA:

— Huskwuii.
— OOGBIYHBIN.

— Bricoxkuii.

8.8.9 CocrosiHue co0ObITHA

HJISI TOTO, YTOOBI HACTPOUTb COCTOSAHUE CO6I:>ITI/I$I, Ha IIaHeJIM peldKTHPOBAHUIAI COOBITHS
BbI6epI/ITe IIYHKT MEHIO HaCTPOﬁKH > Cocrosiame. B OTKPBIBIIEMCS CIIUCKe BbI6epI/ITe OJWH H3

BApHUAHTOB COCTOSIHUM:
— He ykazano.
— Bo3moxHo.
— [TonTBepxeHo.

— OtMmeneHo.

8.8.10 CoxpaneHnmue coObITHS

JI1s1 coxpaHeHusl HOBOT'O COOBITHSI Ha IIaHeJId pelakTUPOBAHUS COOBITHS BblOepHTe ITyHKT
meHi0 CobbiTHe > CoxpaHuTh. /|1 coxpaHeHHs: COOBITHS U 3aKpBITHS AMajora HeoOX0JuMOo
BbIOpaTh NyHKT MeHI0O Co0biTme > CoOXpaHHTh H 3aKpBITh, JMO0 HAXMUTE KHOIKY

Eg[cxpaumh W 3aKPLITE

B citydae, eciv mporcXoUT peJJakTHPOBaHKE PaHee CYIeCTBOBABIIETO COOBITHS, IJIsl TOTO,
9TOObI COXPAaHUTh W OTIIPABUTh U3MeHeHUs, BbiOepuTe MyHKT MeHI0 CoObiTHe > CoXpaHHTH U

oTHpaBuTh. [[7151 coxpaHeHUs: COOBITHS Y 3aKPBITHS Juajiora BeibepuTe MyHKT MeHIO CoObITHE >

OTnpaBHUTH U 3aKPBITH, TM00 HAKMUTE KHOIIKY A Otnpasuts v 3akpeiTs
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[Tocne ycremHoro o6HOBIIEHUsS] COOBITUSI OHO OyzieT oToOpakeHO B KaJleHJlape B TIO3HUIINH,
COOTBETCTBYIOIIEeH JilaTe U BpeMeHU coObITusl (cM. PucyHok 158). [Ipu HaBeneHuu Kypcopa MBIIIN

Ha COOBLITHe Ha SKpaHe BO3HHKAET IIdHeJIb C KPATKKUM OIIKMCAHHEeM COOBITHS.

MNoHeaensHMK BropHuH Cpega Yereepr NatHuya CybGora BocxpeceHse
31 OwTabips 1 Honfips 2 3 4 5 [
8:15 Gea_pazsaHua
11:00 Mpoext 1
111:00 MNpoekr 1 P
11:30 Mpoext 1 B cobpats 0 ¢ Cobpate o.. M 18:10 Cofpars caeq...
111:30 Mpoekr 1 o B 18:10 Cofipath coeg,...
14 15 i Cofipate O MOCAEAHHY © 19 20
11:00 Mpoekr 1 T~ Oara: 9 woabpa 2022 r. 18:10 - 11 woaBpa 2022 r. 18:10
Hazeanue KaneHgapa: MoidOduc (Enena CvupHOoEa)
11:00 Mpoekt 1 Q OprauusaTop: AnekcaHap CmupHos <alexandrsmimov@techwr.myoffice.rux
{12:00 OBz0p Tad
1 b3 23 24 5 6 27
11:00 Mpoekt 1
11:00 Mpoext 1 o

Pucynoxk 158 - Buj cobbiTuii B KajieHiape

8.9 IlpocMoTp U U3MeHeHHEe COOBITHA

HpI/I OIIMCAHHWU TTPOCMOTPa / pPedakKTUpOBaHWA CYIIECTBYIOIIero COOBITUSL CTOUT BBIJIEJINTDb
JABa CJIy4dasd - KOra TEKYH_[I/Iﬁ I10JIb30BATeJIb ABJIIETCA CO3aaTeieM CO6BITI/I$I, M KOr'Jla OH 4BJIIeTCA

IMpUIJIallIeHHBbIM JPYTUM I10JIb30BaTeJIeM.

8.9.1 CoOpITHE CO3MAHO TEKYIIMM I0JIb30BaTeIeM

HHH CO6bITPII>1, CO30aHHBIX TeKYyIIWM II0JIb30BaTejieM, CylleCTByeT BO3MOXKHOCTb KakK

IIPpOCMOTPA4, TdK U U3MEeHEeHH CO3[IaHHOI'O UM COOBITHS.

J171s1 mpocMOTpa napaMeTpoB COOBITHS BBIIIOJIHUTE OJTHO U3 CJIeAYIOIINX JIeACTBUM:

e BpiOepUTe COObITHE B KajleH[ape, HA)XKMUTe MPaByI0 KHOIIKY MBIIIM M BBIIOJIHUTE IYHKT

MeHI0 OTKPHITh;
® HaXXMHUTe Ha COOBITHE B KaJleHjape IBOMHBIM IeTYKOM MBIIIIH;

e B IIaHEJIH IOMCKA COOLITUM Ha)KMHUTE Ha COOBITHE JBOMHBIM IIIeJTYKOM MBIIIIH;

® B [TIAHEJIM ITOMCKA COOBITHHI BbI6epI/ITe HY>XXHOe CO6I:>ITI/Ie, Ha’>XMHUTeE IIPABYIO KHOIIKY MBIIIHN

" BbIIIOJIHUTE ITYHKT MEHIO OTKPI)ITL;

® Ha [AaHeJW MEPONPUSTUU B npaBoﬁ YdCTHU KaJleHddapsa HadXXMHUTe Ha CcoOBITHE JBOMHBIM

I1e/TYKOM MBIIIH,
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® Ha [aHe/ld MepoNpHUITHY B [IPaBOM YaCTH KajleHapsl BblOepuTe COObITHE, 3aTeM HaXKMUTe

[IPaBYIO KHOIIKY MBIIIM Y BBIIIOJHUTE TyHKT MeHI0 OTKPBITH.

Ha skpane oTkpoeTcs uanor mpocMoTpa napameTpoB cobbiTus (cM. Pucynok 159).

BCTpeya C 2aKasunkomM x
OcHoBHBIE
Kanenpape: [ O MoiQdwe (Anexcaqgp CunpHoE) W ]

Hazeanue: yallya
Aata navana: 12 wons 2023 r, 15:15

Dava oxonusanmna: 12 wona 2023 r, 15:43

Opranvsatop: ,% Alexandr Smirnov < a.smirmov@ myofiice-app.ru =

YuyactHmemM

,Qﬁ Alexandr Smirnov <a.smirnov@myoffice-app.ru>

Pucynok 159 - [lanens uameHeHus mapaMmeTpoB COOBITHS

B Juajiore 1npocmMoTpd €CTb BO3MOXHOCTb IIOMEHAITHb KaJleHIddpPb, TO eCTb IlepeMeCTUTb

COOBITHe U3 OTHOTO KajieHjaps B pyroi (cMm. Pucynok 160).

BCTpeua . 33Kasuynknm 4
OcHoBHBIE
Kanengzpe: | O MoiOgue (Anercanap CunpHos) W
Hazeanme: Mo kanengape

fara navana: | o MoiiOduc (Anexcanap CvnpHoE)
[ata oxoHuanna;

Opranwsatop: ,% Alexandr Smirnov <a.smirmov@ myofiice-app.ru >

YuyacTHMKM

,Qﬂ Alexandr Smirnov <a.smirnov@myoffice-app.ru>

Pucynok 160 - M3menenue kaneHnaps
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J171s1 peflakTUpOBaHUS COOBITHS KajleHAapsl BBIIIOJIHUTE OIHO U3 CJIeIyIOIINX AeUCTBUM:

e BpiOepUTe COObITHE B KajleH[ape, HA)XKMUTe MPaByI0 KHOIIKY MBIIIM M BBIIOJHUTE IYHKT

MeH0 U3MeHHTE;

Mpaexa
] Bbl6ep1/ITe coObITHe B KaJjleHZlape, Ha IaHeJIM MHCTPYMEeHTOB Ha)KMHUTe KHOIIKY # Mp ;

e HA)KMHTE Ha COOLITHe B KajieHJape JBOWHBIM IIIEJTYKOM MBIIIH, B OTKPLIBIIEMCA OKHE

Ha’>XMHTe KHOIIKY HN3MeHUTH;

e B ITaHEJIM IIOMCKA COOLITUM HAXKMHUTE Ha COOBLITHE JIBOMHBIM IIIeJTYKOM MBIIIIH, 3aTeM B

OTKPBIBIIEMCS OKHE Ha’)KMUTE KHOIIKY I/IBMEHHTL;

e B [1aHeJIM NIOWCKA COOBITUN BbIOEpUTe HYyXXHOe COObITHe, HAXKMUTe MPaBYI0 KHOIKY MBIIIH

U BBITIOJIHUTE ITYHKT MEHIO N3MeHuTs;

® Ha IaHeJIM MepPONpPUSITUUA B npaBoﬁ Y9dCTHU KaJleHOapsa BbI6epI/ITe COﬁbITI/Ie, 3dTeM HaXXMHTe

MMpaBYI0 KHOIIKY MBbIIIX W BbIIIOJIHUTE ITYHKT MEHIO OTKPBITI), B OTKPBIBIIEMCS OKHe

Ha’>XMHUTE KHOIIKY N3meHuTs.

B cnydae, eciiv coObiTHe SIBISIeTCSl MOBTOPSIIONIMMCS, TO Ha 3KpaHe IIpelBapUTeIbHO
BO3HUKHET JIMajioroBas MaHesb JUIsl MOATBEepX/IeHUsl pelaKTUpOBaHUs MO0 3TOr0 KOHKPETHOI'O

MIOBTOPA, JTMOO BCeX AaIbHEUIINX MTOBTOPOB COObITUS (CM. PrcyHok 161).

MameHnTe NoOBTOpPAHILLIEECA cobbITHE K

Mpoexr 1

NOoBTOPAHILLIEECA cobbiTHE

H MzmennTe ToNBKD 3TOT NOETOR

ﬁ] Mzmenunte Bce noeTope (1)

OTmeHa

Pucynok 161 - Hacrpotika noBropeHuit

ITocre BbI60pa OAdHHOT'O IIOBTOpPA WJIM BCeX IIOBTOPOB HA 3KpdHE OTKpPOEeTCA OHUaJior

pedaaKTUpOBaHUA cobniTus. Ero BHemHui BUag " CIDYHKL[I/IOHEUIBHOCTB dHaJIOTUYHbI OUaJIOTY,
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KOTOprﬁ HCIIOJIB3YEeTCd IPU CO3aHUHN CO6bITI/I$I, IIO3TOMY BCe [IeTa/ld dHaJIOTUYHbI OIIMCAHHBIM B

rnaBe Cosznianue cobbitus (cM. Prucynok 162).

VzmeHenme cobeimam: Borpeya

Coberrme [paeka Bug Hactpofien

Kanexnape: MoAOdgumc (Anexcasap Crupeog]

Hagoanwe: Berpeva

hebecro:

Bech geHe
Hadano: 12.07.2023 ~ 1515 e _'n
i

- 4]

Komew 12.07.2023 el 1545 S

Meerop: He noeroparte hd

Hanomunanne:  He HanomuHaTs v

Oobamnte kondepenupm W

Onucanwme:  Bnoseduwa:  Yuacrnuen (2

£ Omnpasure v saxpeme @ Mprraacums ysacrmxoe i Mpusammocrs > @J Mpnxpenure @' Yaanums

Oprasuzatop: 'Qo Alexandr Smirnov <a.smirnov@blue.myoffice-app.ru>

‘90 Alexandr Smirmov <a.smirmovi@blue.myoffiice-app.ru>

2

o

Elena Smimova <esmirnova@bluemyoffice-app.ru=

Bpemn kax:  3anat

YEEADMHTE YUICTHHKOE Momyuats YEELSMASHUA OT yuacTHIRKDE

JanpeTHTE BCTPEUHBIE NPELNDHEHRA

Pucynok 162 - [luanorosas nasesnb pelakTUPOBaHUS COOBITHS

B Cjly4dde, eCjiid IldapaMeTpbl COOBITHSA 6yz[eT OTJIMYaTbCS OT 3HAYEHMH, COXPdHEHHBIX Hd

cepBepe, IpU IIOIbITKE HW3MEHUTb COOBITHe Ha SKpaH 6yneT BbIBel1eHO C006H_IeHI/Ie. HpI/IMI/ITe

M3MeHeHHs WM OTKaXXUTech OT HUX (cM. PucyHnok 163).
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Haseanwne: MMpoekt 1
Mara: 5 wwona 2022 r, 11:00 - 12:00
Hazeanme kanenpapa: MoliCOdgue (Enena CrnpHoea)
Opranmszarop: Anexcanap Cranproe <alexandr.smirnov@techwr.myoffice.rus=

3TOT MyHKT y#e Bbln n3mMeHEH Ha cepeepe, JTnpaska BalLMK MIMEHEHWNA NEPEANULLET
M3MEHEHWA, YHE CAENaHHBIE HA CEPEEDE,

BcE paeHo 0TNpasnTE MOW M3MEHEHWA OTka3aTeCA OT M3MEHEHWIA W OBHOBWTE

Pucynok 163 - IloaTBepxaeHue 0OHOBIIEHHUS COOBITHS

8.9.2 CoOpITHE CO3MAaHO APYTrUM IOJIb30BaTeIeM

B CcJIy4ae, eCiii COOBITHE OBLIO CO3[1dHO JPYTHUM II0JIb30BdTeJIEM, d TeKYLL[Hﬁ II0JIb30BATeJIb
SABJIAETCS TIpUIJIAllIeHHbIM Hd COﬁbITI/Ie, TO eMy HOOCTyIleH IIPpOCMOTP COOBITUSL C YAaCTHYHBIM

pedakKTUpOBdAHHEM. HpI/I 3TOM KOMadH/Jld MeHIO HUszmenurnb JJId TaKUX COOBITHM HEeOOoCTYyIIHA.

HJISI IMpOCMOTPa IIdpaMeTpoB COOBITHS BHITIOJIHUTE OTHO M3 CJIeAYIOIIUX e CTBUM:

— BbIOepuTe COOBITHE B KaJleHJlape, Ha)KMUTe MPaBYI0 KHOIIKY MBIIIA U BBIIIOJIHUTE ITyHKT
MeHI0 OTKPHITh;

— HaKMUTe Ha COOBITHe B KajieHJape JBOMHBIM ILIEJTYKOM MBIIIIH;

— B HaHeJIM IIOMCKA COOBITHH HAXKMUTE Ha COOBITHE JBOMHBIM II€JITYKOM MBIIIIH;

— B IIaHeJIM TI0MCKa COOBITUH BbIOepUTe HY>KHOe COObITHe, HAKMHUTe MPaByI0 KHOIIKY MBbIIIH

" BBITIOJIHUTE ITYHKT MEHIO OTKPBITB;

— Ha [aHeJIu MEepOIPUSITUUA B npaBoﬁ YdCTHU KaJIeHddps Ha>XMHUTE Ha COOBITHE JIBOMHBIM

e/ T9KOM MBIIIH;

— Ha [aHeJlM MepOIIpUSTUHN B IIPAaBOM YaCTU KajleH/1apsi BbiOepuTe COObITHe, 3aTeM HaXMUTe

MIPaBYIO KHOIIKY MBIIIIK Y BBIIIOJHUTE ITyHKT MeHI0 OTKPBITH.

Ha bskpaHe oTkpoeTcss J[uajor IpPOCMOTpPa IapaMeTpPoB COOBITHS CO  CJIeTyIOIUMU

BO3MOXHOCTAMMU:

— IPUHSTH IPUTJIAIIIeHHe TOYHO / OpUEeHTHPOBOYHO, OTKJIIOHUTD NpHUIVIAllIeHUe;
— IepeMeCcTUTb COObITHE U3 OHOTO KajleHAapsl B APYTOH;

— HACTPOUTb HAIITOMHWHAHHE O C061:>ITI/II/I;
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— COXpaHUTh U3MEHEeHUSs ¥ 3aKPBITh JUAJIOTOBYIO MaHesb (cM. PucyHok 164).

Ectpeua c 3akazumkom

QCMP!HHTE vsakpeite  of Mpunate 7 Opuenmuposouno X Orenowmuts

ﬂ Bes noka He oTEETHAW Ha 3T0 NpUraAalledye @

OcroBHbie
Kaneraape: & MoiOdme (Anekcanap Crupros)

Hazeanwe BoTpeys c zakazumkom
Jata mauvana: 12 weona 2023 r, 14:00
Aara okonuanna: 12 wrona 2023 r. 15:00

Oprannsatop: "gb Elena Smirnova <e.smirnova@ myoffice-app.ru>

Hanomumanve:  He nanomuHame w

YuacrHuem

,96 Elena Smirmmova <e.smimova@blue.myoffice-app.ru>
L

Pucynok 164 - [1anens mpocMoTpa napamMeTpoB COOBITHS

ITonb3oBaTeb MOXKET IIPpUHATDH IIpUIJIallleHre Had C06bITI/Ie, noATBepAUTb OPUEHTUPOBOYHO
0O CBOEM Yy4YdCTuH, OTKJIOHUTH IIpUIJidlliIeHne. ITocre IMPpUHATHSAL /  OTKJIIOHEHHS MpurjiameHuns

M3MeHsIeTCs CTaTyC Ha UHPOpMaIMOHHOM naHenu (cM. PucyHok 165).

Cobemue gna A.Cuavproea

QCMP!HHTE v sakpeite | of Mpunate 7 Opuenmuposouns X Orenowmuts

ﬂ Be MPHHAAKW 3TO NpArNaLlEHE

OcroBHbie
Kaneraape: & MoiOdme (Anekcanap Crupros)

Hazeanwe: Cobemue ana A CuvpHoea
Jara navana: 12 wrona 2023 1, 13:30
Jara okonuanna: 12 wrona 2023 r. 14:30

Oprannsatop: "gb Elena Smirnova <e.smirnova@myoffice-app.ru>

Hanomumanve:  He nanomuHame w

YuacrHuem

,96 Elena Smirmmova <e.smimova@blue.myoffice-app.ru>
L
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Pucynoxk 165 - Ilpunsitue cobbITust

[TpuHsITH COOBITHE MOXKHO TaKKe 4depe3 KOHTeKCTHOe MeHIo. [ljis 3Toro Heobxoqumo
HakaTh IIPaBOM KHOIIKOM MBIIIM Ha COObITHMEe B KajieHJape. B mosiBuBIIeNcs MaHenu BbIOPaTh

Yuactouku > Ilpunsaro > OrtnpaBurh yBemomieHue ceiiyac. TakuM >xe oOpa3oM MOXKHO

OpHEeHTUPOBOYHO NPUHSAThH U OTKJIIOHUTH COOBITHE.

HpI/IHHTb WK OTKIIOHUTL IIpUIJIAIIIeHWe Ha COOBITHE Takke MOXKHO B IIHMCbMe C

npuriamieHyueM, cM. OTBeT Ha IpPUIJIAIlieHre Ha COOLITHE.

B Juvajiore MnpocMOTpa eCTb BO3MOXHOCTH IIOMEHAITHL KaJleHddPb, TO eCTb I1epeMeCTHUTb

cobObITHE U3 OHOTO KajieHaaps B ipyrou (cMm. Pucynok 166).

EI’.‘I‘FEHI C JaKaIHKOR )(

E%Cn:paxuru waakperme o Mpuwate 7 Opuermuposoumo X Omenomnre

ﬂ Bel noka HE OTEETHAW HaE 3TO NpUraalledne x
OcvoBHeie
Kanergape: MoiOdwne (Anekcangp CMUpHOE) w |
Hazeanme: Moii kanengaps
Aata navana: MoiiOduc (Anexcanap Cranproe)
Jarta okoH4YaHNA:

Opranwsatop: ,.gq Elena Smirnova <e.smirnova@myoffice-app.ru>

Hanomuranwe:  He nanomuHate w

YuactHueM

,Qﬂ Elena Smirnova <esmirnova@blue.myoffice-app.ru>

Pucynok 166 - IaMeHeHue kaneHaaps
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Taxske B JaHHOM Auaiore II0JIb30BaTeIb MOXKET HACTPOMUTH IMapaMeTPbl HAIIOMHUHAHHUSA O

JnaHHoM cobbituu (cM. PucyHok 167).

Hanomunanme: | He HanomunaTe W
He HanomMuHaTE
YuacTtHruiK
(o] 3a 0 murHYT go
o Elena Sm

33 5 MHHYT g0

2a 15 MUHYT A0

2a 30 mMuHyT A0

33 1 vac go
33 2 yac go

33 12 yac ao

33 1 geHb Ao
33 2 gHA go

33 1 Hegenw Ao

HactpowTe...

Pucynok 167 - [lapameTpbl HanloMUHaHUS O COOBITUM

8.10 Yaanenue co0ObITHUSA

Jl1st ynaneHusi COOBITHS M3 KaJleHAapsl BBITIOJIHUTE OAHO U3 CIIeIyIONINX JeCTBUM:

- BbI6epI/ITe CcOoOBITHE B KajleHldpe, Ha’KMUTe IIPABYIO0 KHOIIKY MbIIIW WU BBIIIOJIHUTE ITYHKT

MeHIO YHHJII/ITI) COGBITI/IE;

— Ha IIaHeJWd MEepOIPHUSITHUA B HpaBOﬁ 9dCTH KdJleHapsd BbI6epI/ITe CO6I:>ITI/Ie, 3aTeM

HAa’>XMHTe IIPABYIO KHOIIKY MBbIIIN W BbIIIOJIHUTE ITYHKT MEHIO YHHJII/ITI) COﬁI)ITI/Ie;

— Ha IIaHeJIW MEPONpPUSITUUA B npaBoﬁ YdCTHU KaJleHdaps BbI6epI/ITe CO6BITI/IE, Ha>XMHUTe

kiiaBuiy Del;

— OTKpOWTe QUaJIOT PeJlaKTUPOBAHUS COOBITHS, HA)KMUTE KHOIIKY W Yaanure

— B HAHeJIM TOMCKA COOBLITHUM BbI6epI/ITe CO6BITI/IE, Ha>XMHUTE IIPdBYIO KHOIIKY MbIIIK U

BBITIOJTHUTE ITYHKT MEHIO YIIHJII/ITI: COﬁI)ITI/Ie;

— B IIaHeJIM TIOUCKa COOLITUH BbibepuTe cobbITHe, HaxkmuTe KiaBuilry Del.
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8.11 Ilanens MeponipuATHII KaJleHAAps

OTKpOﬁTe IIaHeJIb MepOHpI/IHTI/Iﬁ OHUM M3 CJIeYIOInX CITOCODOB:

— BbIbepuTe IIYHKT KOMaHIHOTO MeHO Bug > Meponpusatuas > Iloka3siBaTh

MepoNnpUATHSA;

— Ha [AHEJIM WHCTPYMEHTOB HAXXMHTE KHOINKY Bbi30Ba MeHIO — (MeHo MoitOduc

IIoura), B mosiBuBIIeMcsi MeHIO BbiOepuTe Bup > Meponpusatus > Iloka3spIBaTh
MepOoNpHATHS;
Tl
— B HIDKHEM TIPaBOM yTJTy 9KpaHa Ha CTPOKe CTaTyca HaKMHUTe KHOTIKy [20) Meponpuatis A

— naxxmure F11.

B mpaBo#i 9acTH OCHOBHOT'O 3KpaHa OTKPOETCS IMaHeIb MEepPOIPUITHIH, KOTOpasi OToOpaXkaeT

CIIMCOK COOBITUH U 3a7ad.

C IIOMOIIBIO KHOIIOK ( ) (}:[OCTYHHI:;I TOJIBKO Ha ITdaHeJIr KaneHz[ap;{) BBI MOXKeTe

MePeKTI0YAThCS MEXTy TPeMs peXKuMaMHU TTaHesIH:
— 3amauw.

— Co0ObITHS.

— Co0OpITH4 ¥ 3a1a4H.

8.11.1 3agaun

[Tanenb 3a/1a4 COJEPXKUT CIIMCOK BCEX UMEIOIIUXCS 3aj1ay.
Jnst nobaBieHrs HOBOM 33J/1a4M BBITIOJIHUTE OJTHO M3 CJIEAYIOIIUX JIeWCTBUM:

— I[eJIKHUTE IBOMHBIM KJIMKOM B CBODOAHOM MecTe CIIMCKA, OTKPOeTCsl AUAIOTOBOe OKHO
CO3/1aHUSI 33/1auM. 3aroJyiHKTe 1o GpopMbl, HakMuTe KiaBuiny Enter, v HoBas 3ajjada

00aBUTCS B CIIUCOK;

—B m0oboM MecTe IIaHeIu npaBoﬁ KHOINKOM MBIIIA BBI3OBUTE KOHTEKCTHOE MEHIO,

BbiOepuTe HoBas 3amaya;
— gaxxmure couyeranue kiasuil Ctrl+D/3Cmd+D;

— KJIMKHHTE B II0JIe BBOJla B HHM)KHEM YaCTH IIaHer MepOHpHHTHIZ, BBeJuTe MM 3aJd4HU,

"Haxxmute Enter. B crivicok 3amau mobaBuTCs HOBas 3a1ada.

J1s1 pelakTUPOBAHMS 33]]Ja4M BBIIIOJIHUTE OJIHO U3 CJIeAYIOIIUX JIeMCTBUM:
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— Ha’KMUTE Ha 3d/1a9y JIBOMHBIM I11€JIKOM MBIIIIH;

—BbI6epI/ITe 3a1d41y, HpaBOﬁ KHOIIKOM MBIIIIM BBI30BHUTE KOHTEKCTHOE MEHIO, BbI6epI/ITe

OTKpHITH 3a7a4y.

BribepuTe 3amady, 1paBoii KHOIIKOM MBIIIIM BbI30BUTe KOHTEKCTHOe MeHI0. B KOHTeKCTHOM
MEHIO 33J1a4M JJOCTYIIHBI CJIelyIoIie KOMaH/Ibl:

— OTKpHBITH 3a7a4y.

— Hogas 3agava Ctrl+D/$Cmd+D.

— Beripezats Ctrl+X/ssCmd+X.

— Komnwnpogars Ctrl+C/2Cmd+C.

— Bcrauts Ctrl+V/2Cmd+V.

— OTMeTHuTh BHITIOJIHEHHBIE.

— Ilpuopurer (Hu3zkuii, O0br4ubiii, Beicokmii).

— OtnoxwuTts 3anauy (1 gac, 1 mens, 1 Henmenro).

— Kanenpgaps (BbIOpaTh KajeH1apb U3 CIIMCKA JOCTYITHBIX).

— IIpeo6pasosats B (Coobmenue, CobdbiTHE).

— Ypanutb 3azady.

8.11.2 Co0ObITHSA

CymiecTByeT Tpy BapMaHTa OTOOpaXKeHUs CIIMCKA COOBITHIA:

Jenn

Pexkxum BKITIOYaeTcs B KOMAaHJIHOM MEHIO BI/IH > Mepoan/IﬂTI/Iﬂ > Iloxka3pIBaTh JEHb. Ha

9KpaHe OTOOpaXkaeTCsl yIpaBjflolas IaHelb OTOOpakeHMsI W BbIOOpa AHS, a TakKe IaHelb
COOBITUM TaHelb COOBITHMM, KOTOpasi COJEP)KUT CIMCOK COOBITWHA [UIsi BbIOpAaHHOIO [HSI.
Hcnonp3yiite kHONMKM < M >, a TakkKe KajleHJapb i IIepeK/II0YeHHs TeKylled [aThl.

(cMm. Pucynok 168).
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14I1|-| « @ >

HoaGpe 2022 KH 46

Eg Hoeoe cobbimue

CerogHa
3asTpa

11:00 MNpoerT 1
12:00 OGsop

MpeacToAwmMe (5 QHEH)
17 woRdpa 2022 r. 14:15
bes_HazeaHWuA

Pucynok 168 - Pexxum otobpaxenus Jlenn
Kanengaps

Pexxum Britouaercs B koMaHaHOM MeHI0 Bupm > Meponpusatus >  Iloka3sIiBaTh

KayseHgapuk. Ha skpaHe oTobpakaeTcsi ympasiisitolijasi 1aHejlb OToOpakeHUss U BbIOOpa JIHS, a
Tak)Xe TaHelb COOBITHH IaHelb COOBITUM, KOTOpasi CONEP>KUT CIIMCOK COOBITHUM [IJiIsi BBIOPAHHOTO
nHs. Hcnonb3yiTe KHONKM < W >, a TakXKe KaJleHJapb [Jis IepeKJIIoueH’s TeKylled AaThl.

(cM. Pucynok 169).

¢  HosSps > < 2022 >

N Br Cp U [ €& Bc
1 3 4 5 [

7 8 o 11 12 15
14 15 16 17 18 189 20
21 2 23 M4 B M 7
28 29 30

Ilﬁg Hosoe cobemue

Cerogua

JaeTpa

11:00 NpoerT 1

12:00 O6zop

MpeacToAwMe (5 gHEH)

17 noabpa 2022 r. 14:15
Ges_HazeaHWA

Pucynok 169 - Pexxum otobpaxenust Kasenmapp
TonbKO CIHCOK COOBITHH

Pexxum Britodaercss B koMaHgHOM MeHIO Bupg > Meponpusatua >  Hwuuero He

noka3piBaTh. Ha skpaHe oTobpakaeTcsl TOJIbKO CIIMCOK cobbITHH (cM. PucyHok 170).
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Ilﬁg Hoeoe cobemue

CerogHa
JaeTpa

11:00 NpoekT 1
12:00 Ofzop

MpeacToAumMe (5 gHeH)
17 noRbpa 2022 r. 14:15
bez_HazpaHWA

Pucynoxk 170 - Pexxum otob6pakenusi ToJIBKO CIIHCOK COOBITHIA

S
JInisi co3/iaHUs HOBOTO COBBITHSI HAXKMUTe KHONKY e Hoeoecobuue  grepoerca guasor

CO3JIaHUS HOBOI'O COOBITUS.

B cnucke cobeiTuil BeiOepuTe COOBITHE, PAaBOM KHOIKOW MBIIIM BBI30BUTE KOHTEKCTHOE

MeHI0, B KOTOPOM OYJIyT OCTYIIHBI CJle[lytolIie KOMaH/bl:

— OTKpBITE.
— IIpeo6pa3zoBath B (Coobienue, 3amauy).

— Ynanuthb cobrrtue Del.

8.11.3 Co0ObITHSA M 3aKaUn

ITanenb coOBITUA U 3ald4 COIEep>XUT OIHOBPEMEHHO 00e BBIIIEONMCAHHLIE IIaHeJIH,

pacCIiojioKeHHbIe 110 BePTUKAJIU APYT' OTHOCUTEJIbHO ApYyra.
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9 3AJTAYHN
9.1 ITanens 3amay

YTOoOBI OTKPBLITH TTaHEb 3371a4, BHITOJTHUTE OJTHO U3 CIIeAYIOMINX JeHCTBUM:

— BbIOEpUTE MYHKT KOMaHIHOTO MeHI0 CoObITHS U 3aKa4un > 3agaydn.

— Ha [IaHeJlM WHCTPYMEHTOB Ha)XMUTe KHOIIKY BbI30Ba MeHI0 — (MeH0 MoiOduc

IToura), B mosiBuBIIIEMCs MeHIO BbiOepruTe CoOBITHSA ¥ 3a4a4u > 3agaydu;

— Haxwmure coueranue kiasuill Ctrl+Shift+D/ ¢ Shift+3Cmd+D.

Ha skpane nosiButcst HoBasi crpanuiia 3agadu (cM. Pucynok 171).

MaHent WHCTPYMEHTOB Cnucok 3apay
"1 Sagewi - MyOficeMail
=) Bxannmme
& 0fnosrre (O Cmoponmsages  EiHopoe coBemwe  [lHosan sagawa  # Mpascs B ¥gamans — | Cobemin x
€ Homtpe > ¢ a2 » @ [E Homasagaua | Butepume anenaape nogaepmusaowpE 338300 | 10 Surato da <Cirlahin s < Hosfp > < MR ¥ @
= B G Y NfF C6 B
Mw Br Cp M M 08 B ER 1 faumee CocToaue Cpox BfinonHEsHR @ 1 2 3 & 5 &
1 2 ¥ 4 5 &
2 T 8 5 w(nl e »
LR S ima § M5 16 17 1 19 W
4 15 16 i7 & i3 0 21 22 1 o [/ 2] I
:; :: ;: EEIE O Tecn K e 12 noaBps 2022 1. 22:30 IO -]
Cbcypme Texympe zazaun
a amcn&m
Mokassms
3 He cerogym [C]  Cotpars coepesmn o noceamn 38 » Npdeposia @ hentip 2002 1. 18:00 Ceraass
(1B pabore NpecTesmpme |5 arei)
() Npegcronisse ¥] & 15 wostps 20221 1200
n 1
() Mipacpoueniue CobpaTh cBEARHHA & NOENEAHHK JBARIEN OTMETHTE BpnomHekmme | w passT
Opranusatop: Anescangp @ 15 moRGps 20225 1200
) Buncmwenrace s Py
Lo CorTeam
HaniHgagse
Mo Kanthgigs
@ MoGOga [Tasks Antuchiap Chugnne]
@ ModOdge: |Anescanap Faspeoe]
@ Mo@Odmc |Eneria Cruegnona)
[Ed 1 [) Mepongmimen A
NaHenks KaneHOapA Mavens npocMoTpa 3agadn CTpoKa COCTORHWA MNaxens MEPQI’IPHHTHﬁ

Pucynoxk 171 - Crivcok 3ama4
DJIeMeHTHI ITaHe/y 3a4a4;

— [laHens UHCTPYMeHTOB.

— Ilanens KayleHgaps.

— Chucok 3aa4.

— Ilanenb mpocMOTpa 3aJavuu.

— Ilanenib MepOIpUATHM 3a4a4.

- CTpOKa COCTOSIHMS, COOEPXXUT KHOIIKY 0T06pa)KEHI/I$I [Taneayu MEpONIPUSTHN 33/1a4.
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9.2 Cucok 3amayg

Crucok 3ald4 COOEpXUT VYIIPAaBJIAIOIIYIO IIdHeJIb W HeIoCpeACTBEeHHO CaM CIIMCOK,

coniepxxaliuii 3agauu (cM. Pucynok 172).

!
O

o o o oo

HoBaa 3agaua | LLENKHMTE 30ece 013 A0DABNEHNA HOBOWH 3808uM OuneTp 33aay <Ctrl+Shift+K>

b5l

HassaHme CocroAtne Cpok BbinoaHeHWA

SEHOHYHTE HCCNEqoBaHKE K MCnonHeHHo OTMETHE O BEINOAHEHKMH

Mpuopurer
Mepenats B BYXraATERHIC K HEMOAHEHHD
Hassatme
TECTHPOBAHHME NPHACHEHHA 12 HoRGpa 2022 r. 22:30

* Mpocpoyera CocToamme

LS S L SR

CpOK EbINOAHEHHNA

Sapa4a AnekcaHgpa # MpocpodeHa 11 HorGps 2022 1. 22:00

[JaTa BRMNoAHEHHA

CofpaTh CEEASHMA O NOCASOHMX 330a4ax = [pocpodeda 9 HoAbpa 2022 r. 18:00

Mecro

KaneHpape

BoTpeya C KoANEramKn # [[pocpayeHa 11 HonBpA 2022 r. 22:00

AsTOp

BoccTaHoBMTL NopAgok cTonbLoE

Pucynok 172 - Cnucok 3aau

BbI6epI/ITe 3a1da41y B CIIMCKe U HpaBOﬁ KHOIIKOM MBIIIHA BBI30BHUTE KOHTEKCTHOE MEHIO.

BynyT noctynHsl cienyoiiyde JeHdCTBUS JiJ1s BHIOPDAHHOMW 3a/1avu:

OTKpBITH 33724y .

Hosgas 3amaua Ctrl+D/¢Cmd+D.

Boipesats Ctrl+X/#Cmd+X.

Komnuposats Ctrl+C/:Cmd+C.

Bcrasuth Ctrl+V/8Cmd+V.

OTMeTUTh BBINIOJTHEHHbIE.

[Tpuopurer (Huskwmii, O0br4ubIii, Beicokuit).
Otnoxutk 3amauy (1 gac, 1 mens, 1 Hemenro).
Kanennapsb (BeIOpaTh KajieHAaph U3 CITMCKA JIOCTYITHBIX).
[Tpeo6pazoBath B (Coobmienne, CobbITHE).

Y nanuth 3agavy.

Crucok 3a1da4 COAEep?KUT KOJIOHKH, OTO6pa)KEHI/IEM KOTOPBIX MO’KHO YIIPABJIATH C IIOMOIIBIO

MeHIO BbIOOpa KOJIOHOK. HaxkMuTe Ha KHOIIKY

e M B BbIIIdJdrOonieM CIIMCKe OTMeTbTe KOJIOHKH,

HeO6XOHI/IMbIe JJIA 0T06pa>K€HI/ISI, HCXOJd 13 ciiegyromiero CIiicCka.:

— OTMeTKa O BBLITIOJTHEeHHUH.
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— IIpuopurer.

— HasBanue.

— CocrosiHue.

— Cpok BBINOJIHEHUSI.
— JlaTa BBINIOJIHEHMUSL.
— Mecro.

— Kanenpaps.

— ABToOPp.

Bribepute BoccTaHOBUTH NOPSIAOK CTOJIOLOB IS [lepexoj/ila B OpUrMHAIbHOe COCTOSIHUe

110 YMOJIYaHHIO.

9.3 Ilanens mMpocMOTPa 3a1a4H

HpI/I BbI60pe dJIeMeHTa B CIIMCKe 3a/1d4 IIdHeJIb IMPpOCMOTpPa 3d[1d49 COOEpPXUT TEeKYHIYIO

BbI/IeJIeHHYO0 3a/1auy (cM. PucyHnok 173).

Mepepate & 6yxrantepuio OTmeTHTE Bhll‘lDJ’lHEHHbIEl | |
OpradwWIaTop AnercaHap . -
CMHpPHOE Huzkmia
COCTOAHKWE: K MCMONHEHWID "  OBbHBii
Bricokmia

Pucynoxk 173 - IIpocmotp 3amauu
Ha mnaHenu ortoOpaxaroTcs Takve JeTalnd 3ajayd, kak Omnmcanme, OpraHusartop,
Cocrosinne.
B npaBoii yacTy naHesb COIep)XKUT yIPaBJISIOLIMe 3JIeMeHThl, [I03BOJISIOIMe!

— OTMeTHTh 3a7avy KaK BBITIOJTHEHHYO.
— W3menuts npuoputeT 3aaun (Huskuit, O0branbIii, Boicokmii).

— Yanuth 3agavy.

9.4 Ilanens KajieHAApPS

[MTanensb kanmenmaps conepXuT (cM. PucyHok 174):

— HeOoJIbILION KaJleHAaph, OTOOpaXkaloIIni TeKYIIUA Mecs1].
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— ¢uIbTp oTOOpaXkeHUs 3a/1ad.

— CIIMCOK BCeX NOCTYIIHBIX KaHEHHHPEﬁ.

< HioAe

M

4
11
18
25

Mokazam

BT

12
19
26

() Ha cerogHa
() B patiote

() NpegcroAwme

Cp

o

rr

() MpocpoyeHtbe

() BeinoAHeHHbE

(®) Bee

Hanenpapt

Mo KaneHgape

MonOdmc (Tasks Anercangp CrMHpHOB)
MoROdKe (AnekcaHap CMUpHOB)

£

14
21
28

2022

15
22
59

Mo Obue (EneHa CMMpHOBE)

Cco

16
23

Pucynok 174 - Tlanens kaneHmapst

OuibTp oToOpaXkeHHs 3a/la4 CO/IeP>KUT BApUAHThI MCXO/ISI U3 CIIeAAYIOIIero CIUCKa:

— Ha cerogus.

— B pa6ore.

— Ilpencrosiue.
— IIpocpoueHHEIe.
— BreInomHeHHbIe.

— Bce.

J1st oToOpakeHusl / CKpPBITHS [TaHeIM KajleHJjapsl 11eJIMKOM B KOMaHIHOM MeHIO BblOepuTe

Bupn > Kanengaps > Ilanens kanengaps > Iloka3aTh naHenb KajJleHAaps.

HHH 0T06pa>1<eH1/151 / CKPBITHA IIaHeJIM C MaJIeHbKHM KadJleHddapeM B KOMAdHJIHOM MEeHIO

BbiOepuTe Bug > Kanengaps > Ilanens kanengaps > Kanenpapuk.
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st oToOpakeHus: / CKpBITHSl TaHeJIM CO CIMCKOM KajleHJaped B KOMAHJIHOM MeHIO

BbiOepuTe Bup > Kanengaps > Ilanens kanengaps > CHCcoOK KaleHapeH.

Hapuramusa mno MdJIeHbKOMY KdJIeHIdpIO II03BOJIIeT 3addTb 4Ty BHOBbL CO37aBaeMOou

3a1a49H4.

@DyHKIMOHAN CIIKMCKA KaJleHJapei T03B0JIseT YIpaB/IsTh BUIUMOCTBIO KajleH/1apei.

9.5 Co3xauue 3axaun

Jnst co3gaHusi HOBOM 3a7jla4M BBIIIOJIHUTE OJIHO M3 CIIeAYIOMIUX JIeMCTBUM:

— BbIOepHrTe MyHKT KoMaHiHOro MeHI0 CoObITHS M 3amayn > HoBas 3amayva;

— BbIbepuTe TyHKT KoMaHIHOTO MeHIO CoObiTHsi u 3amaun > Kanengaps, B

OTKPLIBIIEMCs KaJjieH[Jape BbI6€pI/IT€ JeHb, BbI3OBHMTe KOHTEKCTHOe MeHIO U BbI6€pI/IT€

komaHny HoBas 3amaya;

— Ha [AHEJIM WHCTPYMEHTOB HAXXMHTEe KHOINKY Bbi30Ba MeHIO — (MeHio MoitOduc

IToura), B nosiBuBIIEMCs MeHIO BbiOepuTe Co3maTh > 3agaua;

— Ha [IaHeJIM MHCTPYMEHTOB HaKMUTe KHOIIKY aHDBEﬂ 3afa4qa

— HaxxMmute coueranue kiasuill Ctrl+D/#Cmd+D;

- BbI6epI/ITe OJWH U3 criocoboB CO3[1aHM4 3aJla4y Ha IIaHeJId MEepOIIPUITUN;

— IJId CO3ddHHA 3daJd9d Had OCHOBe COOBITHS BbI6epI/ITe COOBITHE B KaJleHJape, OTKpOﬁTe

Ul Hero KOHTeKCTHOe MeHlo, flanee BelbepuTe IIpeodpa3oBars B > 3amauy;

— JIJI CO3AAaHMS 3aaYl Ha OCHOBe COOOIIeHUs BbI6epI/ITe COOOIIeHHe B CIIHCKe, OTKpOﬁTe

KOHTEeKCTHOe MeH!I0, BoibepuTe IIpeodpa3oBars B > 3anauy.
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Ha skpane oToO6pa3uTcs quanoroBas aHesb co3faHus 3aj1auu (cMm. Pucynok 175).

Hosaa zanaua:

3anava [paska Bwa Hactpoikn

[ CoxpanuTe W 2akpeiTe @ NMpweathoets ™ [ Npukpenute [ YaanuTe

Kanenaape: MolOduc (Tasks Anexcanap CMUpPHOE) W
HazeaHne: [Tcua (obAzaTeNLHD) ]
MecTto:
HanomuHaHm“e: 08.11.2022 e 1304 hd hl'l
0
Cpok: 08.11.2022 v 1404 Yoo
COCToAHME: K MEMNOAHEHMID
MNoeTop: He noETopATE hd

OnucaHue: BhoweHus:

T~B I Y= ic

5
I
][
<

&

MNpuopwrer: il

Pucynok 175 - [luanorosast naHesb CO3aHus 3a/1a4u

Ha nanemm Auajora HaCTpOﬁTe II10JI4 3aJa49H:

— KaJieHJ]apb (BbIOepuTe U3 CIIKMCKA JJOCTYITHBIX CYIIeCTBYIOLIUX KaJleHIapen);

— Ha3BaHMe 337ja4M (00s13aTeTbHbIN TTapaMeTp);
— MeCTO 33/1a44;

— HACTPOMKW HAIIOMUHAHWMI O BPpEMeHU 33/]a4y;
— CPOK BBIIIOJIHeHUS 3a/1a4H;

— cOCTOsiHWe 3afaud (BblOepuTe W3 IMpe[jIoOKeHHBIX BapHUAHTOB:

Beinonnsiercs, Beimosinena, OTMeHeHO0);
— YacTOoTa OBTOPEHUs 3a/Ia4y;
— OIMCaHMe 33]]a4H;

— BJIOKeHHs B 3a1d41y.
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9.5.1 HanoMuHaHue U CPOK BBINOJICHHS 3afa4qU

[Tone HamoMuHaHue COJIEpPXUT J1aTy W BpeMsi HanoMuHaHus O coObituu. [lone Cpok
COJIepXKUT ATy U BpeMsi BOSHUKHOBeHUs1 COObITUS. [Ipr He0OX0IMMOCTH MOXXHO CBSI3aTh 3HAYEHUS
STUX TOJIed Jis TOTO YTOOBI NPY M3MEeHEHWH JaThl 3aBepllieHus COObITHSI BpeMsi HAallOMUHAHUS

CABUT'AJIOCH C YUYeTOM UIMTEJIbHOCTU 3ald4U.
HJISI TOTO, YTOOBI CBS3aTh JdaHHBbIe I10J14, Ha>XKMKUTe Ha CHMMBOIJI, O6OBH8“IHIOH.[HI>1 CBs3bIBAHHE

nosieit Hanmomunanue u Cpok (cMm. Pucynok 176).

Hanomuxanue: %3  08.11.2022 v 1304 v

=

)
) (&
Cpox: 08.11.2022 v 1404 .

Pucynoxk 176 - Hecsizanusbie nonst Hamomunanme u Cpok

Eciyv cBsi3b BKIIOYEHa, TO IPpU H3MeHeHWM 3HAaueHWsi OAHOro u3 Imojiel Oyjer
aBTOMAaTHUYeCKU CKOPPEKTUPOBAHO 3HaueHHe BToporo (cM. PucyHok 177).

HanomwHaHwe: 08.11.2022 ~ 13:04 ™ ﬁl‘l

v

Cpok: 08.11.2022 v 1404 N

Pucynok 177 - Cssa3annble nons Hamomunanue 1 Cpok

B xomannHoM MeHIo BbibepuTe Hacrpoiiku > YacoBoii nosic. [l nonert Hanomunanue

1 Cpok 6ynyT oTobpakeHbl 3HaUeHUSI YaCOBBIX MOsICOB (cM. PrucyHok 178).

HEI'IOHHHEIHI-"IE: 08.11.2022 W 13:22 e _|I'I Eepona/Mockea
o
Cpok: 08.11.2022 v 1422 v . Espona/Mockea

Pucynoxk 178 - OTobpaskeHure 4acoBOro mosica
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Haxmure Ha METKY dYaCOBOr'o IIOsiCa, Ha OJ3KpPdHe BO3HHMKHET BCILUIbIBalOIllee MeHIO,

cojiep)kalliee CIIMCOK HeJaBHO BHIODAHHBIX YaCOBBIX TOSICOB. BribepuTe JlomosHUTEILHBIE

YacoBbIe I0SICA I BO3MOXXHOCTH BbIOpATh APYrou 4acoBou mnosc (cM. Pucynok 179).

Y¥EAMMTE Yaconod Nanc e

08.11.2022 e 13:22 »

Espona/Mockea ~

OTMeHa

Pucynoxk 179 - Beibop 1acoBoro mosica

9.5.2 YacTroTa mOBTOpeHHUS 3a/la4H

B pasznerne IloBTOp BhibepuTe 13 crivicka He06XoAUMOe 3HaueHre UCXOMs U3 BAPUAHTOB:

— He MTOBTOPSITH;

— eXeJHeBHO;

— eXXeHeJIeJIbHO;

— KaKIbli Oy THUH JIeHb;
— Kak[ble JIBe Helelu;
— eXeMeCsI4YHo;

— eXXeroHo.
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st 6ornee peranbHOM HACTPOMKK B 3TOM e MeHIO BblOepurTe HacTpouTh, Ha 3KkpaHe

0TOOPa3UTCs TUAJIOTOBAasI TTaHeJ b HAaCTPOUKH MTePHUOIMYHOCTH 3371a4yM (cM. Pucynok 180).

M3ameHHTE NOBTOREHKA *

3apaTh nepHogHyHoCTE
MoBTORATE | ExegHEBHD et
o LERS 3% mewHs
Ka#ibid AeHb HEAEMA

¥poneHb NOBTOPEHMA
HeT KaHeyHoW JaThl

o MoeTopATe TONBKD 6% pa3

Moetopats go 0817 202 e

MpeaBapUTENLHLIA NpocMoTp

Honbpe 2022 Aexabps 2022 Ansape 2023
M Br Cp Y7 Mr €6 Bc MW Br Cp Y7 Mt €6 Bc Ma Br Cp Y7 Mr Co Bc
1 2 3 4 5 B 1 2 3 4 1
7B 9 10 11 12 13 5 6 7 8 2 10 11 2 3 4 5 & 7 B

14 15 16 17 18 19 20 12 13 14 15 16 17 18 2 10 11 12 13 14 15

21 22 23 24 35 26 27 19 20 21 22 23 024 25 16 17 18 19 20 21 22

28 29 30 26 27 28 29 20 3 23 24 25 26 27 28 29
30 N

Pucynoxk 180 - Hactpoiika 4acTOThI TOBTOPEHUS] COOBITHS

3aziaiiTe MEPUOAUYHOCTD BBITIOJIHEHUS 3a/laud. B 3aBUCHMOCTH OT BbIOpAaHHOI'O BapUaHTa

OyneT oToOpakeHa JIOTIOJIHUTEJTbHAS TaHeJIb HACTPOUKH.

IIpu BbIOOpe IlOBTOPATHL exeAHeBHO HA OJKpaHe MOSBJISIIOTCS JIOTIOJHUTENIbHbIe
YIpPaBJIsIoONIre 3JIeMeHThl, M03BOJISIONIMe BbIOPAaTh NMEpPUOANYHOCTb JHEeH (KaXKIbli 3a/laHHBIHA

JleHb), JTMO0 KaKIbli ieHb Hefeu (cM. PucyHok 181).

FanaTe NEPUOgHUHOLTE

MoeTopRAT: | exeaqHesHO b

0 Kaxawid 312 aetn

Kaxabii aeHe HeAenmn

Pucynoxk 181 - Hactpoiika exxeJTHeBHOT'O IOBTOPEHUS
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IIpu BbiOOpe IlOBTOPATH exkeHeneNIbLHO HA OJOKpaHe TMOSBIISIOTCS JIOTOJIHUTENbHbIe
YIPaBJISIONIYe 3JIeMeHThI, T03BOJISolMe BbIOpaTh MEePUOAUYHOCTh Heflelb (KaXKAYI0 3aJaHHYIO

HeJIeJi0), a TaK)e JIHA HeJleTk, B KOTOPbIe JIOJDKHO BO3HUKATh COObITHe (cM. PrucyHok 182).

3apark NepHOJSHUUHOCTE

MoBTOPATE | exeHeAEARHD ~

Kasayio 1% Heaear

B MM Cp | Yt fir | C6 | Be

Pucynok 182 - HacTpolika exxeHeJ1eJTbHOTO TTIOBTOPEHUSI

[Ipu BbiOOpe IIOBTOpPATH exeMeCAYHO HA OJKpaHe IOSIBJISIIOTCS JIOMOJIHUTeNIbHbIe
yIPaBJISIIOIIME 3JIeMeHTHI, MM03BOJISIONINe BbIOpaTh MEepPUOAUYHOCTb MecslleB (KaXX[IbIM 3aJJaHHbIN
Mecsll), a TakKe JMOO KaKIbIii KOHKPETHBIM JleHb HeJlelH, MO0 KOHKpeTHble AHU MecsIa, B
KOTOPbIe JOJKHO BO3HUKATh cobbITHE (cM. Pucynok 183).

3afaTh NepHoAMUHOCTE

MosTopare  exesmecsyHs

K kI 1% mecay

4 5 B 7

R E
EBER | 1|12 |13 ] 14

O B wenyowme amm | 15 | 16 18 19 | 20 | 21
22 23 24 25 26 27 28
29 | 30 | N MacnegHya oeHk

Pucynoxk 183 - Hactpoiika exxeMeCSYHOTO TTOBTOPEHUSI
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Ilpu BbIOOpe IlOBTOPATH €XerogHO HA OJKpaHe MOSIBJISIIOTCS  JIOTIOJHUTENIbHbIe
YIIPaBJISIOLIYe 3JIeMeHThI, [1I03BOJISIFOIIMe BbIOPATh IePUOUYHOCTD JieT (KaXKAbli 3aJJaHHbIN I'0]1), a
TaKkKe MO0 KaXAbl KOHKPETHBIM JleHb Heflelid, JIM0O KOHKpeTHble HH Mecsilia, B KOTOpbIe

JIOJIDKHO BO3HUKATh COOBITHE (CM. PucyHok 184).

3apaTh NEPHOANHHOCTE
IMoETOPATE  emerogHo b
Kamapi: 1% roa
Kamabiii = £
0D  ropoi w | BIOpHAK v
Hoabpe W

Pucynok 184 - Hacrpotika exeroHoro moBTOpeHus

[lpu m060oM K3MeHeHUU IapaMeTpOB IepUOJIMYHOCTH Ha nHaHeny IlpenBapuTenbHBIN

npocMoTp OyAyT BblllelleHbl IHU, B KOTOpble JaHHas 3a/1a4ya OyieT moBTOpeHa.

9.5.3 HacTpoiika npuBaTHOCTH 3aia4u

HJISI HaCTpOﬁKH IMPUBATHOCTHU 3d/1a49¥ BBIIIOJIHUTE OJJHO U3 CJIeAYIOINX e CTBUM:

— BbIOeprTe YHKT kKoMaHHOro MeHI0O Hacrporiku > IIpuBaTHOCTS;

— Ha’XMHUTE KHOIIKY ﬁ MNpreaTHOCTE ¥
B nosiBuBIIEMCS CIIHCKe BbI6epI/ITe THUIT IPUBATHOCTH, UCXOOA U3 CIIeAYyIOINX BAPDHUAHTOB:

— ny6uYHOe CoOBITHE;
— IMOKA3bIBATh TOJIBKO JIATy W BPEMS;

— JIMYHOe COObITHe.

9.5.4 Jlo0aByieHHe BJIOKEeHHH B 3a/1a4y

Cy1ecTByeT BO3MOXHOCTb 00aB/IeHUs] BIIO>KeHUH B 33jauy. THIIbI BIOXKeHU:
— daii;

— CChIJTKA Ha BeO-CTpaHMITy.
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s Bnoxenuss ¢aiaoB B 33lady HaXMUTe KHOIIKY U Mpukperume  ga  nanem
pellakTUpOBaHUS 3a7jaui. B OTKpBIBIIEMCsl CHCTEMHOM Jihasiore BblbepuTe ¢aiiil, mocse BbIbOpa OH

Oynetr oToOpakeH B naHeyiv Bioxkenust.

Hnst Toro, 94ToObI NMPUKPENUTh BeO-CTpaHHUIly K 3ajiaue, BbIOEpUTe OJIMH U3 CJIeyIOIIUX

CII0CO0OO0B:

— BeIbepuTe yHKT MeHi0O Hacrpoiiku > IIpukpenurs > Beb-crpanuy;

— Ha IaHeJIH BJIOXKeHHUH OTKPONTe KOHTeKCTHOe MeHIO, 3aTeM Bbl0eprTe ITyHKT

IIpukpenuTs Beb-cTpaHUIly.

B OTKPBIBIIEMCY OquadJiore BBeJuTe aapec BE6-CTpaHI/II_IbI, OHa 6y,ueT OTO6pa>KEHa B IIdHEJIN

Baoxxenus (cMm. Prucynok 185).

Onucanwe:  Bnoskenwa (3 YuacTHuew (1)

1.html
hmtoggle_arrow.gif

myoffice.ru

Pucynok 185 - Ilanens BioXkeHU B peflakTOpe 3aauu

Ilo HaxaTwHio npaBoﬁ KHOIIKKM MbIIIIM Ha HWMEHW BJIOXKeHHs Hd 3KpadaHe BO3HHKdeT

KOHTEeKCTHOe MeHIO, CoepiKalllee ciieyronre 3jieMeHThI:

— OTKpBITH - ¢aiyl OylleT OTKPLIT B COOTBETCTBYIOILEM IIPWUJIOXKEHWH, CChbUIKa Ha BeO-
CTpaHMIly OTKPOeTCs B CUCTeMHOM Opaysepe, TO e caMoe JIeHCTBHe IPOU30MIeT IIpU

JIBOMHOM KJIMKe Ha BJIOXKEHHe.
— CoxpaHuTh - OyZeT OTKPBIT CUCTEeMHBIN IMaJIoT COXPaHeHUs BJIOXKeHUS Ha JIUCKe.
— KonupoBars cchljIKy - B Oydep o6MeHa OyzieT CKOIMpOBaHa CChIJIKA Ha BIIOXKEHHe.
— Ypanurs - BiioxkeHue 6yIeT yJaneHo U3 3aJjauu.

— Yaanuts Bcé - Bce BiIOXKeHUs OyJieT y/iajieHbl U3 3a/1a4u.
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9.5.5 Ilpuopuret 3agaun

Jlist Toro, 4ToObl HACTPOUTH TMPHUOPUTET 3ajjaud, BbibepuTe MyHKT MeH0 Hacrpoiiku >
IIpuopurer. B oTKpBIBIIIEMCS CITHCKe BhIOEpUTE OJIMH U3 BAPUAHTOB IIPUOPUTETA:
— HU3KUU;
— OOBIYHBIH;

— BBICOKUU.

9.5.6 CoxpaneHnue 3aaun

HJISI COXpaHeHus HOBOH 3aJ1a4y Ha ITaHeJIu pedakKTUpOBaHHUS 3aid9n BbI6epI/ITe IIYHKT MEHIO

BHHH‘IH > COXPHHHTB. HJ’IH COXPdHEeHHUs 3d[1da9¥ U 3dKPbITHA OUaJIord BbI6epI/ITe ITYHKT MEHIO

3amaua > CoxpaHUTh U 3aKPBITh, JIMO0 HAXKMHUTE KHOIIKY (3 Coxpanurs v sakpurs

9.6 PenakTHpOBaHue 3a1a4n

J171s1 peiakTUpOBaHMS 3a7jauy BHIIIOJIHUTE OIHO M3 CJIelyIOIINX AeMCTBUM:
—Ha Ilamenmm meponpusaTHii BbibepuTe 3a7ad4y B CIIMCKe, HAaXXMUTe IPaBYI0 KHOIIKY
MBIIIIY ¥ BBITIOJTHUTE MTyHKT MeHI0 OTKPBITH 3a7a4y;

— Ha Ilamenn MEPOIIPI/IHTI/Iﬁ BbI6epI/ITe 3a1d4y B CIIMCKe, COBepliuTe JBOMHOH IIEJTY0K

JIeBOI KHOIIKOM MBIIIIH;
— Ha IaHenu 3afa4u BbiOepuTe 3alMCh B CIIMCKe COOBITHM, JIJIi 3TOr0 HAXXMUTE KHOIIKY
& MNpaexa
— Ha HaHeu 3agavd HAKMUTe Ha 3a/1avy JIBOMHBIM ITETYKOM MBIIIIH;

— Ha IIdHeJIn 3a,uaqn BbI6€pI/IT€ 3allMChb B CITMCKe 3a/1d4, HaXKMHUTe IIPAaBYI0 KHOIIKY MBI

¥ B KOHTeKCTHOM MEHIO BBITIOJIHUTE ITYHKT MeHIO OTKPI)ITB 3a1avy.

Ha OKpdHe OTKpOEeTCdad [Ouajor peadKTHUpPOBAHUS 3d/1dYH. Ero BHemmHwui BUO H

CIDYHKL[I/IOHBJIBHOCTB dHAJIOTUYHBI JWUAJIOTyY CO30dHHWA 3d41d49H.

9.7 Ynanenue 3amauu

st ynaneHus 3a/lauy BBIIOJIHUTE OHO U3 CJIEIYIONIUX IeUCTBUI:
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— Ha [laHenu MeponpuUITHH BbI6epI/ITe 3a1da4y B CIIMCKe, 3dTeM HdXXMHUTeE IIPdBYIO KHOIIKY

MBIIIN U BBIIIOJIHUTE ITYHKT MEHIO YHHJII/ITL 3a/1avy;

— Ha [laHenu MeponpusSTHH BbI6epI/ITe 3a1a41y B CIIMCKe, HA’)KMUTEe KJIaBUITY DEI;

— B Cnucke 3a71a4 BeIOepuTe 3a1avy, HaxmuTe kiasuiny Del;
—B (Cnucke 3anay BblOepuTe 3ajlady, Ha IaHeIM HWHCTPYMEHTOB HaXXMUTe KHOIIKY

m ¥aanute

— OTKPOUTEe AUAJIOr peJaKTUPOBAHUS 3a/1a4U, HAKMUTE KHOIIKY W Yaaawrs

9.8 Ilanens MeponpusTHI

OTkpo¥iTe aHeb MEePONPUSITUN Ha TIaHeJIX 33Jja4 OJIHUM K3 CJIeIyIOIIUX CII0OCOOO0B:

— BbIOeprUTe IYHKT KOMaHAHOro MeH0 Bug > Meponpusatus > Iloka3siBaTh

MepONPHUSATHS;

— Ha [AHeJd WHCTPYMEHTOB HaXXMWTe KHOIKY Bbi30Ba MeHI0 — (MeHio MoiOduc

IToura), B mosiBuBIIeMcsi MeHIO BbiOepuTe Bupm > Meponpusatus > Iloka3spiBaTh

MepoNnpUATHS;

Tl
— B HIDKHEM IIPaBOM YTJTy 3KpaHa Ha CTPOKe CTaTyCa Ha)KMUTe KHONKy ~ (20) Meponpuatia A~

— naxkmure F11.

B HpaBOﬁ YdCTHU OCHOBHOT'O 3KpPdHd OTKPOETCA ITaHeJIb MepOHpHHTHﬁ, KOTOpa#d, B OT/In4ue

OT IAHeJIM MepOIPUSITUM KaJleHaaps, 0To6pa>1<aeT TOJIBKO CIHMCOK COOBITHIM.

CymiecTByeT Tpy BapMaHTa OTOOpaXKeHUs! CIIMCKA COOBITHIA:

Jenn

Pexxum BKITIOYaeTcst B koMaHAHOM MeHI0 Bup > Meponpusitus > Iloka3ssiBaTh fens. Ha

9KpaHe OTOOpaXkaeTcsl yIpaBjslollas IaHelb OTOOpakeHMsI W BbIOOpa AHS, a Takke IaHelb
COOBITUM TaHelb COOBITHM, KOTOpasi COJEP)KUT CIMCOK COOBITWUHA [UIsi BbIOpAaHHOIO [THS.
Hcnonp3yiite kHONMKM < M >, a TakkKe KajleHJapb i IIepeK/II0YeHHs TeKylled [aThl.

(cMm. Pucynok 186).
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HoaGpe 2022 KH 46

Eg Hoeoe cobbimue

CerogHa
3asTpa

11:00 MNpoerT 1
12:00 OGsop

MpeacToAwmMe (5 QHEH)
17 woRdpa 2022 r. 14:15
bes_HazeaHWuA

Pucynok 186 - Pexxum otobpaxenus Jlenn

Kanennapsb

Pexxum Britouaercs B kKoMaHaHOM MeHI0 Bupm > Meponpusatus >  Iloka3sIiBaTh

KayseHgapuk. Ha skpaHe oTobpakaeTcsi ympasiisitoljasi MaHejlb OToOpakeHUss U BbIOOpa JIHS, a
Tak)Xe TaHelb COOBITUH IMaHeb COOBITUM, KOTOpasi CONEP>KUT CIIMCOK COOBITHUM [Jii BBIOPAHHOTO
nHs. Hcnonb3yiTe KHONKM < W >, a TakXKe KaJleHJapb [Jis IepeKJIIoueH’s TeKylled AaThl.

(cMm. Pucynok 187).

¢  HosSps > < 2022 >

N Br Cp U [ €& Bc
1 3 4 5 [

7 8 o 11 12 15
14 15 16 17 18 189 20
21 2 23 M4 B M 7
28 29 30

Ilﬁg Hosoe cobemue

Cerogua

JaeTpa

11:00 NpoerT 1

12:00 O6zop

MpeacToAwMe (5 gHEH)

17 noabpa 2022 r. 14:15
Ges_HazeaHWA

Pucynok 186 - Pexxum otobpaxenust Kasengapp

ToJIbKO CIIMCOK COOBITHI

Pexxum Britodaercss B koMaHgHOM MeHIO Bupg > Meponpusatua >  Hwuuero He

noka3piBaTh. Ha skpaHe oTobpakaeTcsl TOJIbKO CIIMCOK coObITUH (cM. PucyHok 187).
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Ilﬁg Hoeoe cobemue

CerogHa
JaeTpa
11:00 NpoekT 1

12:00 Ofzop

NpeacToaume (5 AHeR)
17 noRbpa 2022 r. 14:15
bez_HazpaHWA

Pucynoxk 186 - Pexxum otobpaskennsi ToJIbKO CIIHCOK COOBITHIA

Jlnst co3maHus HOBOT'O COOBITHSI HaXKMHUTE KHOIIKY Eg Hosoe cobuimie , OTKPOEeTCS [IHUaJIor

CO3JIaHUS HOBOI'O COOBITUS.

B cnucke cobeiTuil BeiOepuTe COOBITHE, PAaBOM KHOIKOW MBIIIM BBI30BUTE KOHTEKCTHOE

MeHI0, B KOTOPOM OYJIyT OCTYIIHBI CJle[lytolIie KOMaH/bl:

— OTKpBITE.
— IIpeo6pa3zoBath B (Coobienue, 3amauy).

— Ynanuthb cobrrtue Del.
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10 U3BBEINIEHUA O COBBITUAX U 3AJAYAX

B ciydae, ecnm HacTymaeT CpOK OIOBeIleHHWs O COOBITHSIX WM 3a/ladaX, BO3HUKAIOT
HAallOMMHAHUS UM YBeJIOMJIeHMs, HACTPOWKM KOTOPBIX TIIpHBelleHbl B pa3sfejlax HaCTPOUKHU

HAaOMUWHAHWM, HACTPOUKU YBeJOMJICHHUH.

Ilpy BO3HMKHOBEHMM COOBITMSI WIM 3a/ladd B CiIydae, eCld OBIIM yCTAHOBJIEHbBI
COOTBETCTBYIOI[HE HACTPOUKU:
1. Bo3Hukaer 3ByKOBOW CUT'HAJI

2. Ha SKpdHe BO3HHKaET CUCTEMHBIA AWajJior C HAallOMMHAaHUEM O coObITHSIX / 3aJa49ax

(cMm. Pucynok 187).

Moura anA «alexandr.smirnov@techwr.myoffice.rus neayunn 1 HoBoE €. x
Hanomwnanwe o sagaue «Cobpate coeqenma o by Office Reminders
‘ NOCAEAHHN IaAauaxT

LOCpaTeE CBESEHAR O NDCNESHHE 33034
Pucynok 187 - CucremHas naHenb OnoBellleHUsl O COOBITHM / 3a1aue

3. Ha skpaHe BO3HMKaeT Jyajioropas IaHelsb, COJiep>Kalliasi HAallOMUHAHUSL O COOBITUSIX /

3amavax (cM. Pucynoxk 188).

L 4 vanomunanua — O >
e OtnomuTte Ha
8 HoaBpa 2022 1. 11:30 - 12:30
MNoapoByee... 3 MuHyT
10 rMuHyT
CoBpaTe cBEAEHMA O NOCNEIHMY 33434ax 9H R
3agaqa Anekcangpa TH 30 MuHyT
45 MuHyT
TecTupoeaHue npraoseHni MH
1 vac
2 vaca
1 aeHB
5 & v
OTNo®WTE BCE HE ¥ MAHyT v X

Pucynok 188 - Ilanesnb HarmoMrUHaHUS O COOBITUSX / 3a/Ia4ax

Bribepute cTpoky B crucke, Haxkmute IlogpoOHee... JIsi OTKPBITHS AUAIOTOBOM MaHEeIH

peIaKTUPOBaHUS COOBLITHA / 3aMa4u.
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[Tpu HEO6XOAUMOCTH OTJIOXKUTD WJTM IIPEKPaTUTh COObITHE WX 33/1auy, BblOeprTe CTPOKY B

CIMCKe, 1ariee HAXMUTe KHOTIKY OTiioxkuTh Ha uinu IlpekpaTuTs.

ITpu HEOOXOAUMOCTH OTJIOXKUTH WIW NPEKPaTUTh BCe COOBITUSI WM 3aJlauyM, UCIIOJIb3yHTe

kHOIIKY OTI0KHUTH Bce HA WK IIpekpaTuts Bee.
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11 AAPECHA{ KHUT'A

11.1 OTkphITHE afpecHON KHUTH

YToObI OTKPBITH 3JIPECHYI0 KHUTY, BBITIOJTHUTE OHO U3 CIeIyIONIUX AeHCTBUIM:

- BbI6epI/ITe ITYHKT KOMdHJIHOI'O MEHIO I/IHCprMEHTBI > Anpecnaﬂ KHHUTA,

— Ha [IdHeJIM UHCTPYMEHTOB HA’>KMHUTE KHOIIKY EI AppecHan kHura y

— Ha [IaHEJM WHCTPYMEHTOB HAXXMHUTE KHOIKY BbI30Ba MeHIO — (meHio MoitO¢uc

IToura), B mosiBHBIIIEMCS MeHIO BbiOepruTe MHCTpyMeHTHI > AipecHasi KHHTA;

— "Haxxmure coyeranue kiasuil Ctrl+Shift+B/{ Shift+Cmd+B.

AHPECHaﬂ KHHUI'd OTKPOETCA B HOBOM OKHE.

11.2 O630p unTepdeiica agpecHoit KHUTH

[Tanesnb agpecHOM KHUTH BHITTISIAMT Cilefytommm obpa3oM (cM. Prucynok 189).

daiinosoe MeHi0  AfpecHble KHUMM  [laHeNb MHCTPYMEeHTOB CNUCcoK KOHTaKToB [aHHble KOHTaKTa

AApECHaA KHUra - O x*

®ain MNpaeka Bwa MWHCTpyMeHTs  Cnipasia

@ HOBBIi KOHTEKT 3= CrMCOK KOHTAKTOB ‘f} CHHXPOHWM3ELMA O Vima mnn e-mail afipec

Wma SNeKTPOHHAA NoYTa | OpraHn3auna Pafqumii Te... B

Lal 8 Bce agpecHble KHHIMM
AnekcaHap CMUpH... alexandrsmirnov@techwr.myoffice.ru MyOffice
B Nwuxan aapecHan KHMra

Elena Smirnova elena smimova@techwr.myoffice.ru MyOffice
B MoitOdguc (My AddressBook)

AnekcaHap CMUpHOB "

InofansHan agpecHan KHUra

E CofpaHHbie agpeca

KoHTakTHble jaHHble

Mouta
BHEI{TPOH HaA nouTa.
alexandr smirnov@techwr.myoffice ru

BCero KoHTaKTOS B /IW4HaA agpecHan kHwra: 2

Pucynok 189 - Anpecnas kaura

11.3 KomangHoe MeHI0 aJipeCHOI KHUTH

KoManjiHoe MeHIo aJipecHOM KHUTH BBITJISIIUT CllelyioiuM obpa3om (cM. Pucynoxk 190).
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) Anpecras krura — a >

®ain Mpaska Bwg MHOpymeHTe  Cnpaska

(¥) HoBuiii koHTBKT = CRMCOKKOHTAKTOB ¥ i CMHXDOHW3ALMA O Wma unm e-mail agpec

Wma JNeKTPCHHEA NoYTa ~ | OpraHn3auna Pafoumii Te... B
~ E Bre apecHbIe KHWMM

AnercaHap CMUPH... alexandrsmirnov@techwr.myoffice.ru MyOffice
B NwuHan agpecHan KHWRE

Elena Smirnova elena smimova@techwr.myoffice.ru MyOffice

8 MoitOdmac (My AddressBook)
Anexkcanap CMUpHOB ~

MnobancHan agpecHan kKHUra

B CobpaHHbie agpeca

KOHTaKTHble laHHble

Mouta
aﬂEHTPOH HaA no4Ta.
alexandr.smirnov@techwr.myoffice.ru

Beero woHTakTos B flMuHan aOpecHan KHWra: 2

Pucynok 190 - KomangHOoe MeHI0 afipecHONM KHUTH

11.3.1 Paiin

Mento dPaiisr cofiep XXUT CiielyIole KOMaH bl

1. COBHaTb — IIpu BbIﬁOpe JAHHOM KOMaH/IbI OTKPBIBAETCA TOOMEHIO CO CJIeAYIOUIMMU

KOMaHJ]aMHU:
e Konrakr agpecHoit kHuru Ctrl+N/$Cmd+N — co3gaTh HOBBIM KOHTAKT;

e Coucox PACCBUIKH — CO31dThb HOBBIM CIIMCOK PACCHIJIKHU;

e AnpecHy10 KHHTY — CO3[]aTh HOBYIO a/IpECHYIO KHUTY;

e Anpecnyio kaury CardDAYV — co3pats HOBy10 afipecHyto kHUry CardDAV;
e Karanor LDAP - co3naths HOBbIM KaTtanor LDAP;

e Coobmrenue — co3/1aTb HOBOe COODIIeHMe.

2. Iledatp koHTakTa Ctrl+P/32Cmd+P — oTkpbIBaeTCs CUCTEeMHBIN [Uanor AJisd IedaTh

TeKyIero KOHTaKTd.

3. Ileuarn MPECHOﬁ KHHUT'A — OTKPbIBAETCHI CUCTEMHBINA IUaJIOr IJIS IeYaTy aHPECHOﬁ

KHHUT'H.

4. 3akpsIrTh Ctrl+W/:Cmd+W — 3aKkpbITHe OKHA aJIpeCHOM KHUTH.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 232



MownOdounc

11.3.2 IIpaBka

Mesio l'IpaBKa COIEepXUT Ciieayroire KOMaH/bl:

1. Ormennts Ctrl+Z/$Cmd+Z — oTMeHUTH TIOCIIe[THee BLIOPAaHHOE JIeHCTBHe.

2. IloBropurs Ctrl+Y/$Cmd+Y — noBTOpUTH MOCI/IEe/THEee BHIOPAaHHOE JIeHCTBYE.

3. Beipesatrs Ctrl+X/s$Cmd+X — Beipe3aTh BbIJIeJIEHHbBIN TEKCT.

4. Komupoats Ctrl+C/3Cmd+C — KOnmMpoBaTh BBIJIEIEHHBIN TEKCT.

5. BcraButsh Ctrl+V/8Cmd+V — BcTaBUTh TekcT u3 bydepa obMeHa.

6. Ypmamurs koHTaKT Del — yanenue Tekyiero KOHTaKTa.

7. Beigenuts Bcé Ctrl+A/3#Cmd+A — BbijiesieHre BCceX KOHTAKTOB.

8. Ilouck ampecoB Ctrl+Shift+F/{ Shift+$Cmd+F - oTkpeiTvie mnaHenu mMoucKka B
aJlpeCHOM KHUTe.

9. CaoiictBa agpecHoii kHuru / koHtakTa Cirl+I/#Cmd+I — orkpeiTve mnaHenu

PedaKTUPOBAHUA KOHTAKTA JIM00 UMeHHU aHPECHOﬁ KHHTI'H.

11.3.3 Bun

Menio Bup conepxuT ciefyroiiyde KOMaH/Ibl:

1. Tlanenn HHCTPYMEHTOB — IIpU BbI60pe JTAHHOM KOMAaH]IbI OTKPBIBAETCA IIOJMEHIO CO

e JyromrMU KOMaHIldMU.:
e Ilanennr MeHI0 — ITOKA3aTh/ CKPLITE IIaHeJIb MeHIO,

o Ilanenn HHPECHOﬁ KHHUTH — HOK&B&TB/CKPBITB IlaHeJIb MHCTPYMEHTOB aHPECHOﬁ

KHUTH;
e CTpoKa COCTOSTHHS — [T0Ka3aTh/CKPBITh CTPOKY COCTOSTHUS;
e HacTpouTs — OTKPBHITHE TUAJIOTOBOT0 OKHA HACTPOEeK MaHeI UHCTPYMEHTOB.

2. PazouBKa oOKHa — npu BbI60pe IAHHOM KOMaHJbI OTKPBIBAETCA IIOOAMEHI0 CO

e JyromrMU KOMaHIldMU.:
e IlaHenb KaTaIOroOB — HOKa?)aTb/CKprTb I1aHeJIb KaTaJIOI'OB;
¢ Ilanesb KOHTAKTOB — ITI0KA3aTh/ CKPbBITH IIaHEJIb KOHTAKTOB;

3. Iloka3pIBaTh UM KaK — BbIOOpP BapHaHTa 0TOOpakeHUsl UMEeHHU;
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4. CopTHpOBKA — BEIOOp TUIAa COPTUPOBKU KOHTAKTOB.
11.3.4 NucTpyMeHTBI

Menro UHCTpYMEHTBI COJIEPXKUT CIIeAYIOIHe KOMaH/Ibl:

1. Ilouyra u rpymmbel HOBocTeil Ctrl+1/$3Cmd+1 — mepexom u3 OkHa COOOIIEHHST K
ocHoBHOMY OKHY Moi#tOdwuc [lodra.

2. VIMIOpPT — OTKPBITHE TMAJIOTOBOY TTaHeJIM UMITOPTa afipeCHON KHUTH.

3. DKCHOPT — OTKPBITHE CHUCTEMHOTO Juajiora BeIOOpa ¢aiia i 3KCIOpTa aJipecHOM

KHHWTI'U.

4. HacTpoiku — nepexo/i Ha 3KpaH HaCTPOMKU COCTABJIEHUSI U aJIPeCaliy.

11.3.5 CopaBka

Mento CripaBKa COJIepXXUT ClleAyIoliye KOMaH/Ibl:

1. CopaBka o MoitO¢uc Iloura (F1 / 2Cmd+/) — OTKpbITHE B OTAEIbHOW BKJIAZIKE

PykoBopctsa [Tonb3oBarensi.

2. Nudopmanusa nisa peireHHsi NPoOJIeM — OTKpPBITHE TeXHWYecKod HHOpMaIuy,

I10JIe3HOM /IJIs pellleHus IpobiieMm.

3.0 nporpamme — OTKPBITHE ITHUAJIOTOBOI'0 OKHA C HH(l)OpMaHHEﬁ O BepCuH, IIPpaBOBBIMUA

yBeAOMIJIEHUAMU, YCIIOBUSIMU HUCIIOJIb3OBAHUA.

11.4 Co3panue KOHTaKTa

HHH CO31aHKA KOHTAKTa BBITIOJIHWUTE OJHO U3 CIIeAYIOIIUX JEeCTBUM:

— B KOMdH/JHOM MeHIO OCHOBHOI'O OKHd IIPpUJIOKEHHW BbI6epI/ITe ITYHKT daiin > COBHHTI) >

Kourakr aJip €CHOM KHHTIH;

— B KOMaH/IHOM MEHIO aJipeCHOM KHUTH BbiOepuTe NmyHKT Paiin > Co3path > KoHTakT

aJipecHOil KHUTIH;
o et ”
— HAa NaHeJIM UHCTPYMEHTOB aJIDeCHOM KHUTH HAXKMUTE KHOIIKY () Homwii komTaxr

— Ha IIdHeJIM CO CIIMCKOM daJIpeCHbIX KHHUI' BbI3OBMTe KOHTEeKCTHOe MEeHIO M BLI3OBHUTE

koMaHsly Co31aTh KOHTAKT;
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— Ha MaHeJI aJIpeCHOM KHUTH HaxkmuTe codeTaHre kiiapuil Ctrl+N/@Cmd+N;

— 4TOOBI 106aBUTH KOHTAKT IIPY IPOCMOTPe BXOJSIIIero/0TIpaBIeHHoro coobiienus (eciu

OH ellle He HaXOOUTCA B aHPECHOﬁ KHI/II‘E), BBITIOJIHUTE Clleyromye IerCTBUS:

e B 00/1aCTH IPOCMOTpa COODOIIeHUs IIeJIKHHWTe NPaBOM KHOMKON MBIIIM 10 afpecy

3JIeKTPOHHOM ITOYTHI, KOTOPBIM HE06X0IUMO 106aBUTH B aJ]PECHYIO KHUTY;

® BBHIIIOJIHUTE KOMAaHJy KOHTeKCTHOro MeHio [lo0aBuUTH B ajpecHyw KHury. B
cllydae, eCJIM KOHTAKT yXKe HAaXOJWUTCS B aJ[peCHOM KHUTe, JIaHHOM KOMaH[bl He

6YHeT B KOHTEKCTHOM MeEHIO.

Ha OKpdHe IIOSIBUTCS OUAJIOTOBdd IIdHEJIb CO3ddHWA KOHTAKTA4, COCTOAAdA U3 CJIeJYIOMKUX

3dKJIaJJOK:

11.4.1 O6mue cBeeHNs KOHTAKTA

Ha nanenu penaktupoBanus KonrakT (cM. Prucynok 191) 3amonmHuTe ciieqyrorye mois:

1. Ums, pamumnms, HacTporika 0ToOpakeHusl.
[IceBmonum.
OCHOBHOM | JIOTIOTHUTENIHHBIN ajipeca 3JIeKTPOHHOM TTOYTHI.

[Tpennountaemselii popMar MOJTydYeHHUs IOYTHI.

S

Howmepa TenedoHoB: pabounit, JoMaiiHui, hakc, meumkep, MOOUITbHBIH.

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

23!



MownOdounc

B, Homwii konakr *

DoGasme e: E Jstan ADECHAA KHHMA b

Eonracr  fNuswoe  Pafiouee  [Npowee  Yar  dgro

Wmsn G

DasmnnuE
Orofpamars wax

Beergas nenonsioeats oTobpasaemos NS BEMECTO MMEHN UE 38roN0Bxa
coobweun

Ncesgormee
IPEKTPOHHAA NOuUTE

Hon. agpec 3AEKTPOMNROA NOYTEE

Hean & ware:

Patousit
Aamawrmic
Py “-'

MpeanourTacT NomyHaTs NoUTY B Gopmane Hemzsecmno

[i].4 Orhiena

Pucynok 191 - Ilanenb peakTMpoBaHUs OOIIMX CBEJIEHUM KOHTAKTa

11.4.2 JInunEbIe cCBefeHHUa KOHTAKTa

Ha nanenu penaktupoBanus JImanoe (cm. Pucynok 192) 3anonHure ciepyromiye mossi:

1. Anpec.

I'opon.

Ob6sacTp, kpa.
CrpaHa.
[TouToBBI UH/IEKC.

Beb6-cTpanuria.

N e o W

JlaTa poxaeHusl.
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B, Homwii konmakr *

OoGasmTe e: E JuHan ATECHAA KHHMA b

Eourar  fwupoe  Pafiouee  [poses  Yar dgro

Aapec: | I I

Fepos;
Dfnacms, Kpaii Movmonwil uHaekc

Crpana:

BeG-crparmaya;

<>

Devin posgenan: | Mecay Dexe ¥ loa iy Bospacn: |Bosp:

“ Crriena

Pucynok 192 - Ilanenb pegakTupoBaHys JTUYHBIX CBeJIeHUM KOHTaKTa

11.4.3 PaGouue cBejeHHUs KOHTAKTa

Ha nanenu penaktupoBanus Pabodee (cM. Pucynok 193) 3anonHuTe cieyoniye mosis:

1. JIo/mKHOCTB, OT/Iel1, OpraHu3aIiys.
Anpec.

I'opon.

Ob6macTp, kpa.

CrpaHa.

RIS B

Beb6-cTpanuna.

B Homwii kovnmakr »

AoGasnTe B2 E fusitan aAQECHAA KHHMA b

Kegraer  fNMuswoe  Pafouee [Npoyee Yar  Qgre

AomrmocTs: | | COzgen:

CIpraHyzawmn;

Agpec:

Fopog
QBnacTs, Kpai: Movuros i gHaerc:
Crpara:
Bef-cTpaHmua:

o

Pucynok 193 - Ilanens pegaktupoBaHys pabodnx CBeJleHUH KOHTaKTa
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11.4.4 IIpoyue cBegeHNsi KOHTAKTa

Ha manenu penaktupoBanus IIpouee (cm. Prucynok 194) 3amosnHuTe qomoHATeIbHBIE OIS

M 3dMEeTKH.

B, Hoowii conmair

DoGaenTs g TNMurian aAPLECHAA KHATA b

Koxrakr  fuusee  Pagouee  MNpowee  Yar  Qomo

Mpouee 1 |

Mpoues 2
I'Ipnu“ -
MNpouee 4:

Sameron

QK Ormena

Pucynok 194 - [1anenb peiakTHpOBaHUS IOTIOIHUTENIBHBIX CBeJIeHUM KOHTAKTa

11.4.5 IlapameTpbI 4aToB

Ha nanenmn pepaktupoBanus Yar (cMm. Pucynok 195)

I/I,I[EHTI/I(I)I/IKaTOpr KOHTAKTad B YaTaX:

[S—

Google Talk
AIM
Yahoo!
Skype

QO

MSN

ICQ

Jabber ID

© ® N A W

IlceBmouum Ha IRC
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B Homwii kovnmakr

AoGasnTe B2 E Musitan aAQECHAA KHHMA b

Kograer  fNuswoe  Pafouee [Npouyee Yar Qoo

Goegle Talk: ||
AlR:
Yahoo!:
Seype:
O
IS
(a3
Jabber Dt

Mcesponmm fra [RC:

QK Cthiena

Pucynok 195 - [lanens pegakTupoBaHus IapaMeTpoB 4aTOB

11.4.6 ®oto

Ha nanenu penaktupoBanust ®orto (cM. Pucynok 196) BribeprTe n3obpakeHue /1Jis aBaTapa
KOHTAKTa:

1. CraHpapTHBIEe BApHUAHTHI 110 YMOJTYaHUIO.
2. Bpibop $OTO € JIOKaIBbHOTO JYCKAa KOMIIBIOTepa.

3. Bbpibop ¢oTO U3 MHTEpHeTa.

Taxoke BBl MOXKeTe IepeTamuTb (1)OTO N3 CMCTEMHOI'O OKHA Ha IIaHeJIb JuaJIora doro.
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B, Homwii xonrakr *

DoGasmTe e E Jusitan aADECHAA KHHMA b

Keprakr  fuunoe Pafouee [poyee Yar  Dgre

) CramnaprHoe oo
Ha aTom komnbroTepe

Ofop
B Wwmepmete

berageTe win Habepute eet-agpec doTarpadnm OfnosnTe

MepeTawgpme crofa Hopge GoTo

Pucynok 196 - Ilanens pegaktupoBanus GpOTO KOHTaKTa

11.5 Ypanenue KkoHTaKTa

KoHTakT  MOXHO  yHaJdTh B  QJpeCHOM  KHUTe  WIM [pU  IPOCMOTpe

BXO/ISIIEro/OTIPaBIIEHHOTO COODIIEeHus.
YToOBI yIaUTh KOHTAKT B aJ[PECHOM KHUTe, BHITIOJIHUTE CIIeYIOIUe JIeHCTBUS:

1. BpimesnuTe KOHTAKT B aJIpeCHOU KHUTe.

2. BplnonHUTe KOMaHAY yAalleH!sl OOHUM U3 CIIeyIOIIUX CII0COOO0B:

— BbIJeJINTe KOHTAdKT npaBoﬁ KHOIIKOM MBI U BBIIIOJIHUTE KOMadHy KOHTEKCTHOI'O

MeHIO YIa/IUTh;

— BbIOepuTe IYHKT ¢aiyioBoro MeHo IIpaBka > YaajauTh KOHTaKT;

—B o6JacTM NpOCMOTpa JAHHLIX KOHTAakTa Haxmure kHomky ! (Ymamurs

KOHTAKT).

3. Ha skpaHe OSIBUTCs yasior Y JajleHne KOHTaKTa, HaxkMuTte KHOTIKY OK.

Tax>ke BBl MOXKeTe YAAJIUTb KOHTAKT Ha>KdTHeM KHOIIKH Del B oxHe aﬂpeCHOﬁ KHHTI'H.

YT006BI YAAJIIUTb KOHTAKT TIIpU IIPpOCMOTpe BXOI[SIH.[EFO/OTHPE[BJIEHHOFO COO6H.[€HI/I$I,

BBITIIOJIHUTE Clleyromiye IerCTBUS:

1. B obmactu mpocmoTpa COO6H.[€HI/I$I IeJKHUTe npaBoﬁ KHOIIKOM MBIIIA I10 WUMEHU

KOHTAKTa4, KOTOprﬁ HEO6XO}:[I/IMO YAAJIUTDb.
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2. B Clly4dae, eClid UMA KOHTAKTa HAXOIUTCA B aHPECHOﬁ KHUI'€, BBLIIIOJIHUTE KOMaHOY

KOHTEKCTHOTO MeHI0 PeJakTHpoBaTh KOHTAKT.
3. B oxne 3MeHeHNe KOHTAKTa HAXKMUTE KHOMIKY Y JA/IUTh.

4. B okHe mpenymipexieHus 00 yaJieHny KOHTaKkTa HaxkmuTe KHOIKY OK.

11.6 IleuaTs KOHTAKTA

Jlisi mpenBapUTeNIbHOTO TMPOCMOTPA KOHTAaKTa Iepe] Ie4yaThio, HACTPOMKH I1apaMeTpoB

e4yaryd, a TaKXKe IIeYaTH KOHTaKTa OTKPOWTEe aApecHYI0 KHHUIY, 3aTeéM BBIIIOJHHUTE OJHO M3

CJIeYIOIUX JIeMCTBUN:
1. B agpecHoli kHuUTe BBIOEpUTE KOHTAKT, BbIOEPUTE MYHKT KOMaHIHOTO MeHio Paiur >
IIeuaTs KOHTaAKTAa.

2. B a,HPECHOﬁ KHHUTI'e BbI6epI/ITe KOHTAKT, OTKpOﬁTe KOHTeKCTHOe MeHIO, BbI6epI/ITe

koMaHy Ilegyars.

Ha okpaHe oTKpoeTcsi MaHelb IIpefBapUTelIbHOIO IIPOCMOTpAa M Ile4yaTH KOHTAKTa,

dHAJIOTUYHOE OKHY [Ie4YdTu COO6H_[€HI/I$[.

11.7 PepakTHpoBaHNe KOHTAKTa

YTOOBl M3MEHUTh JaHHbIe CYIIEeCTBYIOIIEro KOHTAKTa, BBIIOJHUTE OJIHO U3 CJIeAYIOIIMUX
JIeCTBUN:
— B CIIMCKe KOHTAKTOB aJIpeCHOM KHUIU COBEpIIUTe IBOWHOW IMIETYOK JIeBOM KHOIIKOU
MBIIIIY;
— B CIIMCKe KOHTAKTOB aflpeCHOM KHUTU BbIOepuTe KOHTAKT U HaxkmuTe Enter;

— B aHPECHOﬁ KHUT'e HIeT9YKOM HpaBOﬁ KHOIIKM MBIIIN BblJie/INTe KOHTAKT W BBIIIOJITHUTE

KOMdHy KOHTEeKCTHOI'O MeHIO HN3MeHHUTHh KOHTAKT;

— B aJIpecHOM KHHUTe BbiOeprTe MYHKT ¢aitsioBoro MeHio IIpaBka > CBoiCTBa KOHTAKTA;

—B 00JacTM MpOCMOTpa [IaHHBIX KOHTAaKTa HAXXMUTe KHOIIKY 74 (PemakTHpOBaTH

KOHTAKT);
— gaxxmure coueranue kiasuml Ctrl+I/:Cmd+I;

—4ToObl  OTPEAAKTHMPOBAaTh KOHTAKT IIpM IPOCMOTPe  BXOJSIIero/OTIIPaBIeHHOTO

COO6I.H€HI/IH, BBITIOJTHHUTE ClIeAYyIolire JEerCTBUS:
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1. B obnactu mpocMoTrpa COOOINEHUs IEeJTKHUTEe MPaBOM KHOIMKOM MBIIMIUA 110

MMeHH KOHTAKTa, KOTOprfI HeO6XOHI/IMO N3MEHUTD.

2. B Cjlydae, eClIi UM KOHTAKTd HAXOJUTCA B aHPECHOﬁ KHUI'e, BBIIIOJIHUTE

KOMaHly KOHTEKCTHOI'O MEHIO PEHHKTI/IPOBHTB KOHTAKT.

3. B okHe I3MeHeHMe KOHTAKTa HAXXMUTE KHONKY I3MeHUTD.

Ilociie BBIMONHEHWS  BBIIEONMCAHHBIX IEerCTBUHA Ha JKpdHe OTKpOeTCd IldHeJlb

pPedaKTHUPOBAHUWSA KOHTAKTA.

11.8 OTnpaBka coo01IeHUSI KOHTAKTY

Yrob6bl OTIpPaBUTH COOOIIEHVEe KOHTAKTy W3 aApecHOM KHWIH, BBIIOJIHUTE CJelyloIiue

IeUCTBUS:

1. BpimesnuTe KOHTAKT B aJIpeCHOU KHUTe.

2. OTKpolTe OKHO CO3/1aHHS HOBOT'O COOOIIeHHs] OHUM U3 CIIeAYIOIIUX CIIOCO00B:

— BbIbepuTe MyHKT KoMaH/iHOro MeHio Paiin > Co3marts > CoobineHue;

— BBIJIEJIUTEe KOHTAKT MPABOM KHOIMKOW MBI U BBITOJIHATE KOMAaH/y KOHTEKCTHOTO
MeHio Co3gaTh coobIIeHue;

—B 006/aCTM HPOCMOTpa [JAaHHLIX KOHTaKTa HaXMHTe KHONKy [1 (OTmpaBHTHL
CooDIIeHue);

— B 00J1aCTH TIPOCMOTPA JIaHHBIX KOHTAKTa KJIMKHHUTE B 00JIACTh aJipeca 3JIeKTPOHHOU
TIOYTHI;

— Haxxmute couerauue kiasuil Ctrl+M/3$Cmd+M.

3. IlogroroBbTe M OTHpaBbTe MUCHBMO TaK, KaK 3TO OMMCAHO B pasfieyie PellakTHpOBaHUe

COOOIIeHHUS.

11.9 ®unpTpanus KOHTAaKTOB

Hcnonb3yiiTe mose BBOJa 1mabioHa GpuibTpa Ha MAHEIH WHCTPYMEHTOB ISt GHIIbTPAIIAN
cricka KoHTakToB (cM. Pucynok 197). BBemute ¢parmeHT 1m1abjioHa, B CIIMCKe KOHTAKTOB

0TOOpa3sITCs 3alMCU, COOTBETCTBYIOIINE BBeJIEHHOMY TEKCTY.
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Hma 4 | INeKTPOHHAA NoYTa Oprasmsauma Pabouni TenedoH

AnekcaHap CMMpHOE alexandr.smimov@techwrmyoffi.  MyOffice

Pucynok 197 - ®unpTpanys KOHTaKTOB

11.10 ITouck B agpecHOl KHHUTe

Jlnst moucka azpeca OTKDOWTEe afpecHYI0 KHUTY, BbIOepuUTe MYHKT KOMaHAHOI'O MEeHIO

IIpaBka > ITouck a/ipecoB, b0 BOCIIOJIb3yHTEeCh coveTaHueM KJIaBHIII

Ctrl+Shift+F/ { Shift+3Cmd+F. Ha sxpaHe mosiBUTCS AuaIor TOUCKA B afjpeCHOM KHUTe.

11.11 Comcku pacchuIKu

11.11.1 Co3nanue cnycka pacChbLIKH

YTo6bI CO3/1aTh CIMCOK PaCChUIKY, BBIIIOJHUTE OJIHO U3 CJIeYIOMIUX JIeWCTBUM:

— Ha TaHeJIM UHCTPYMEHTOB af[peCHON KHUTH HaKMHTE KHOIIKY :— CMMCOK KOHTaKTOB

—B aHPECHOﬁ KHUTI'e IIIeI9KOM npaBoﬁ KHOITKKM MBbIIITHA OTKpOﬁTe KOHTeKCTHOe MeHIO U

BbIOepuTe C031aTh CIIUCOK.

Ha skpaHe oTKpoeTcst TMajoroBoe OKHO CO3/IaHUS CITMCKA pacchiiku (cM. Pucynoxk 198).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 243



MownOdounc

HoBwIH CcNMooK paccbuixkM L
| AoBasute 51 JIW4HAA 3ApecHan KHMra -

WA cnmcka: ||

McesAoHMM CRMCKA:

OnucaHwne;

Beeaure agpeca, 4Tobbl A003BMTE MX B CNMCOK RACCHIKM:

A

Pucynok 198 - [luanoroBoe 0KHO CO3/1aHUs CIIMCKA PACChUIKU

3aroJiHKTe TMOJIs: UM CIIMCKA, IICeBJIOHMM CIIMCKA, ONrcaHue. BribeprTe aJipecHYIO KHUTY,
K KOTOpOHM OyneT nobaBileH CIIMCOK PACChUIKU. 3alloJIHATE ajipeca CIMCKAa pacChbulku. HoBbIN

CIIMCOK paccChblIKY OyzneT f1obaBiieH B BBIOPaHHYIO afipeCHY0 KHUTY.

11.11.2 3mMeHeHHUe CIIMCKA PacChUIKH

YTOoOBI UI3MEHUTDH CITUCOK PACCHUIKH, BBITIOJTHATE OJTHO U3 CJIEYIOITUX JIeMCTBUM:
— Ha CIMCKe PAaCCBUIKU aJpeCcHOW KHWUIU COBEpIINTe IBOMHOW IIeY0K JIeBOM KHOIIKOM
MBIIIIY;

— IIeJIYKOM npaBoﬁ KHOIIKX MbIIIX BbIAEJINTE CIIMCOK PACCBUIKK W BBINIOJIHUTE KOMAHOY

KOHTEeKCTHOT0 MeHI0 M3aMeHHuTh CITHCOK;

— B aJlpeCHOM KHUTre BblOepuTe MyHKT ¢aiisioBoro MeHio IIpaBka > CBoiicTBa cnmcka

PACCBUIKH;

— Haxxmure coueranue kiasuill Ctrl+I/Cmd+I1.

Ha okpaHe OTKpOeTCsS JMajloTOBOE OKHO PeJaKTHPOBAHUS  CIIUCKA  PACCBHUIKU

(cm. Pucynok 199).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024

244



MownOdounc

Hanmenut OTaen Kajpos *

WMma cnvcka:  O1aen kalpos
McesfoHUM CNMCEa;

Cnucanwne;

Beeaure anpeca, uToOEI 400EBMTE MX B CNWCOK PACCBRARN

& elena.smimova@techwr. myoffice. ru
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Al

Pucynok 199 - JluanoroBoe 0KHO peJaKkTHPOBaHHUS CIIMCKA PAaCCBUIKU

[Ipu HeoO6XOAMMOCTH M3MeHUTe TOJIsl IUAJIoTa U CIIUCOK pacchUiku. Haxkmute kHonky OK,

COJlepXKMMOe CITMCKA PacChUIKU Oy/ieT 0OHOBIIEHO.

11.11.3 Ynanenue cnucka pacCbLIKHA

YT06blI YIAIUTh CIMCOK PACChIIKY, BBIIIOIHUTE OJIHO U3 CJIeYIOMINX IeWCTBUM:

- BbI6epI/ITe ITYHKT KOMdHJJHOI'O MEHIO aHPECHOﬁ KHUTHU HpaBKa > YI_IHJII/ITI) CITHCOK;

—B HHPECHOﬁ KHHUI'e HIeJITYKOM npaBoﬁ KHOIIKX MBIIIN BbIEJIUTE CIIMCOK PACCBLUIKK U B

KOHTeKCTHOM MeHIO BbI6epI/ITe YHHJII/ITI);

— B Q/IpeCHOM KHUTe IIeJIYKOM IPaBOM KHOIIKW MBIIIN BbIIEJIUTE CIHCOK PACChUIKU U
HakmuTe kiaBuiny Del.
11.12 T'opsiunie KJIaBHIIN a[IpeCHON KHUTH

CodyeTaHusi KJIaBUIII JJisl OCHOBHBIX JIEWCTBUM C aJIpeCHOM KHUTOMU:

e Ctrl+N/36Cmd+N — HOBBIV KOHTAKT a/IpeCHOM KHUTH;

e Ctrl+M/#¢Cmd+M — HamucaTh coOobOIIeHHe Jijisi BHIOPAHHOT'O KOHTAKTA MJIM KOHTAKTOB;
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o Ctrl+Shift+F/ 7 Shift+3Cmd+F — pacumivpeHHbII TOUCK B aIpECHOM KHUTE;

e Cirl+I/6Cmd+I — penakTvpoBaTh CBOMCTBA BBIODAHHOI'O KOHTAKTa, PACCBUIKA HIIU

aJIpeCHOM KHUTIY;
e Ctrl+P/2Cmd+P — pacnedaraTb BbIOpaHHbIE KOHTAKTHI;
¢ Del — ynanuTh BbIJIeJIeHHBIN TEKCT, KOHTAKT, PACCHUIKY WJIM aJIpeCHYI0 KHUTY;

e Ctrl+1/#¢Cmd+1 — moka3aTb OCHOBHOE OKHO IPHJIO’KEeHHUS.
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12 YIIPABJIEHUE JOIIOJIHEHUAMM

12.1 OTkpBITHE IAHEH TO0NOJIHEeHUI

B npunoxennn «MoOduc Ilodra», moMuMo yke BCTPOEHHBIX PaCIIMPEHUM, TOCTYITHO
MOJIKJIIOUYEeHNe  paCIIMpeHU, CO3JlJaBaeMblX CTOPOHHHMH  KOMIIAHUSIMU-pPa3paboTUrMKaMU.
VYcraHaBnvBaeMble pacliMpeHUs] AOJDKHBI OBbITb COBMECTHMBI C TeKyllled Bepcuei IPUIIOXKeHUSs.
PaboTocrocobHoCTh pacmvpeHui, KoTopble He BxoasaT B mocraBky [IO0 MoiOduc, He
rapaHtupyercs. B ciydae ommbok B paboTe CO CTOPOHHHUMH PaCIHIMPEeHUSMH HeoO0XO0IuMO

00paTUTHCS B TEXHUUECKYIO MOJIJIeP>KKY KOMIIaHUH-pa3paboTurka paciiipeHusl.

st Toro, 4yToObl OTKPHITH IaHeIb YIPABJIEHUS PpacIIMpeHUsIMHU, BBIIIOJHUTE OJHO U3

CJIeYIOIUX JIeMCTBUN:

- BbI6epI/ITe ITYHKT KOMdHJJHOI'O MEHIO I/IHCTPYMEHTBI > II;OIIOJIHEHI/IH H TeMbI,

—Ha TaHeJId WHCTPYMEHTOB TIJIABHOTO OKHA TPWIOXKEHHS HAXMHUTe KHOMKY —
(Otkpeith Menwo MoiitOduc Iloura) U B pacKphIBIIEMCS MEHIO BbIOEpUTe ITyHKT

JlomoitHeHHusI B TeMBI,

— Ha [1aHeJIM HACTPOeK HaXKMUTe KHOIIKY ¥ [lonoaHeHws v Temsl

B HOBOI1 BKJIaJIKe OTKPOETCS CTpaHuIla Y IpaBJjieHHe T0I0THEHUSIMH.

12.2 Yupasienue paciiyipeHHsIMH U JONIOJIHEHUSAMH

OtkpoiiTe TaHenb YIpaBieHWe JONOTHeHWsMH. Ha 3kpaHe NpWIOKeHUs 106aBUTCS
3aKkJIa/ika YnpasieHue gomnoaHeHusMu (cM. Pucynok 200). B yieBoii yacTu nmaHenu mpejicTaBiIeHbl

Clleflyioliye KaTeropuu JI0N0JTHeHUH:

1. Paciupenwust (11oyib30BaTeNIbCKHE PACIIUPEHUs).

2. $3biky (O[IepXKKa S3BIKOB).
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Theme MyOffice G

3+ Hacrpoitkn MyGfficelail L] Comporate theme

Pucynoxk 200 - Ilanensb yripaBieHus JOTOTHEHUSIMHA

12.2.1 JTob6aByieHne paciypeHust

YTo0OBI ,HO6aBI/ITb HOBOe€ paClI¥MpeHue, BbIIIOJIHUTE Clieyroiue IEeUCTBUS:

1. B neBoii nanenu BeibepuTe & Pacwmpenns

2. HaxxmuTe KHOIIKY 'I:I' (MHCTpYMeHTHI IJIs1 BCeX AOMOIHeHHI).
3. B oTkpbIBIIEMCSI KOHTEKCTHOM MeHIO BbibeprTe Y CTAaHOBHUTH JI0NOIHeHHe u3 ¢aiiia.

4. C moMoIIpIo OTKPBIBIIEroCs AWAjIora BeibepuTe ¢aiisl pacIIupeHus C JUCKa.

12.2.2 Ypanenue pacuiapeHust

Yrobbl yIanuTh paciivpeHue (eciiy oleparus ylaleHus MOJJIepP>KUBaeTCsl paclIMpeHreM),

BBITIOJIHUTE CJIe[lyollye 1eHCTBUSL:
1. Haxxmute Ha kHONIKY *** (YmpaBieHHe paclIpeHHeM).
2. B nosBuUBIIeMCs KOHTEKCTHOM MeHIO BblOepuTe W Yaznure

B ciydae eciiv omnepanusi yhaieHHs He TOJiepXXUBAaeTCsl paclidpeHHeM, KOHTeKCTHOe

MeHIO He OyZieT cojiep>KaTh KHOIIKY yJlalleHuUsl.
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12.2.3 BkiiroyeHHe U BBIKJIIOYEeHHe pacIIupeHuH

PaCI_HI/Ip(EHI/ISI, Haxojdiuecda B CIIMCKe, MOIr'yT OBITb BKJIIOYEHBI WM BBIKIIOYEHBI C

IIOMOILIBIO ITepeKJIroYaTers L o} ITpu aTom pacimpeHnye nepeMelniaercs B paszgein "OTkiroyeHb!"

(cMm. Pucynok 201).

Fﬂp-ﬂB;‘EHME MOWMIA DaClUMPEeHAMIA OBHosneHMi He Haligeno  &E
BratoyeHbl
@ Provider for CalDAV & CardDAV O -
4 Theme MyOffice aes
Corporate theme
OTkAHOMEHE
~ MyOffice Overlay (oTenouena) e

Prcynok 201 - OTkiiroueHHbIe paclivipeHust

12.2.4 YnpagiieHue paciuiapeHueM

HJISI OTKPBITHA CBOMCTB pacmirpeHus KIIMKHUTe paClIMpeHue B CIIMCKe, 00 HAKMHTEe Ha

KHOIIKY (YnpaBienue pacuimpeHueM) cIpaBa OT MMeHHM, Jajlee B KOHTEKCTHOM MeEHIO
BbiOepuTe Yrnpanienue. OTKPBIBIIASICS [TaHeN b YIIpaB/IeHUsl pacliipeHreM COAep KUT JiBe MaHeH,

MeX/1y KOTOPbIMU IIPOMCXOAUT IepeKItodeHre TOCPeiCTBOM 3aKJIaJI0K.

[Tanens IogpoorocTH (cM. Pucynok 202) compepkuT nH(pOpPMAITHIO O JOTOTHEeHHH, a TaKXKe

IepeKkJjiro4aTelb, ynpaBJ'ISIIOHlI/Iﬁ ABTOMAaTHYeCKHM OOHOBJICHHEM JaHHOT'O OOIIOJIHeHH .
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Theme MyOffice
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MoapobrocTi Pazpawenun

Pﬁ3pﬂ WHTE SETOCOHOBASHIMA

ABTOD
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Mpoeepurs Hanvuue obHoBREHKE
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BrarodeHo

OTHAKHEHD

Mew Cloud Technologies
4.28.14281

18 raan 2022 r,

Pucynoxk 202 - IlaHenb CBOMCTB JIOTIOTHEHUS

[Tanens Paspemenus (cMm. Pucynok 203) comepxut nHGOPMAIIUIO O pa3peleHusIX JaHHOTO

JOIIOJIHEeHHM .

Theme MyOffice

Corporate theme

NogpobrocTi Paspewerwa

Heobxoaumble paspewweHna AR OCHOBHBIX GYHELLAA

* HanuuyWe NoAHOro HeorpaHvdeHHors aoctyna Kk MyOfficebail v pawery KoMneOTEpY

Pucynoxk 203 - Ilanenb pa3pelieHUN JOTIOTHEHHUS

12.2.5 Yupasienue 00HOBJIEHHSIMH PaCIINPeHU

Jlnst yripaBiieHHsT OOHOBJIEHMSIMM HaXXMHUTe KHOIIKY 'I:I‘ (MHCTpPYMeHTHI [UIs1 BCex

IDOMOJIHEeHHH), OTKPOeTCsl KOHTeKCTHOe MEeHIO.

1. JIns mpoBepku HamW4us 0OHOBIIeHUI BbibepuTe koMaHy MeHi0 IIpoBeputh Hanu4dme

00HOBJICHUI.

2. HJ'IFI BKJIIOYCHMS WM BBLIKIIOUYEHHS aBTOMATHYECKOr0 OOHOBJIEHHUS HCI’IOJ’[LSYFITE

KOMdHAY MeHIO ABTOMaTHYeCKH 00HOBJISTH JOIIOJTHEHHUA TN YcTaHoBUTH U1l BCex

JOMMOJTHeHU peHUM dBTOMATHYIECCKOT0 (py‘IHOI‘O) OOHOBJICHHS.
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13 HACTPOVIKU

13.1 OTkphITHE IaHeIH HACTPOeK

YToObI OTKPBITH [TaHEJIb HACTPOEK, BBIIIOJIHUTE OJJHO M3 CJIeAYIOUIUX JeHCTBUM:

— BbpIOeprTe IYHKT KoMaHJIHOTO MeHI0 MHcTpyMenThI > HacTpoiiku;

— Ha TIaHEJIM WHCTPYMEHTOB HaXMHUTe KHOIKY Bbi3oBa MeH0 — (MeHio MoitO¢uc

IToura), B mosiBuBIIIEMCsI MeHIO BbiOepuTe HacTpoiiku.

ITanensb HaCTPOEK OTKPOETCs B HOBOH 3aKJIaJIKe. OcHoBHBIE pa3zielibl ITaHeJIM HACTPOeK:

1. OcHoBHLIE HACTPOUKHU.

2. HacTpoi#iku cocTaBiieHUs COODIIeHNUIA.

3. HacTpo¥Ku OpUBaTHOCTHU U 3aIIUTEL.

4. HacTtpo#lky KajeHmaps.

13.2 OcHOBHEBIe HACTPOMKH NPWIOKEHUS

YT006BI OTKPLITH IIdHEeJIb HACTPOEK KaJIeHIdp4, IeperiuTe B IlaHeJb HACTPOEK U HAXKMHUTE

KHOIIKY -]:(- OcHoBHbIe

13.2.1 OcHoBHEBIe HACTPOHKH

It BeIOOpa 1ouckoBoi cucteMbl OCHOBHBIE HAaCTPOMKH OTKpoiTe crivcok IlonckoBast

CHCTeMa IT0 YMOJIYaHHI0 U B CIIMCKe BbIOepHUTe MOMCKOBYIO cuctemMy (cM. Pucynok 204).

OCHOBHbIE

Mowckoean cuctema no YMOAYaHWHD

@ HAupekc w

B Anpexc

[EY Mowmck Mail.Ru

Pucynok 204 - Boi6op norcKoBoM CUCTEMBI
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Paznen WHTerpanmsa ¢ cHCTeMOM CO/Iep>XXUT HACTPOWKH, MO3BOJISIONIME peryrpoBaTh
B3auMojiericTBre npuwioxenus «MoiOduc [lodta» ¥ cucTemsbl, Takue Kak:
— IIpOBepKa KJIMeHTa [0 YMOJTYaHHIO;
— TepeMellleHye NTPUJIOXKeHUs] B CUCTEMHBIN Tpel ITPU CBOPAYMBaHUY;

— paspeiiieHue norucky Windows npou3BoJIUTh IOUCK COOOIIEeHUH.

Haxxmute xHomnky IIpoBepuTh ceWdac /il YCTAHOBKHM JIONOJIHUTENbHBIX HACTPOEK

HMHTerpamuu ¢ cucremoi (cM. Pucynoxk 205).

WuTerpauma ¢ cucTemoi x

Mcnonesosate MotOduc Moura no ymonuadwe 8

KavelTae:

MouUTOBOrS KAWEHTA
KnuenTa rpynn HosocTel

KnueHTa next HoBocTen
] Kanedpapa

Pazpewwnts MNoucky Windows npoussogute

| nowck coobueHni

— Bcerna Npow3BoiuTe 3Ty NPOBEpKyY Npu

aanycke MoROdgwe MovTa
YeTaHoBMTE No yMoAYaHHID OrnvieHa

Pucynok 205 - JlononHUTeNIbHbIe HACTPOMKY MHTErpaliuy C CUCTeMOU

B oTkpsbIBIIIeiics uanoroBoi maHenu BblOepUTe MCIOIb30BaHKe puiioxkeHus «MoiOdduc

ITouTa» B kauecTBe:

— IIOYTOBOT'O KJINEHTa;
— KJIMEeHTa I'PyII HOBOCTEH;
— KJIMEHTA JIeHT HOBOCTeW;

— KaJleHJiapsl.
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Boibepute Paszpemmts Iloncky Windows mnpousBoauTh IOHCK COOOIIEHHI s
npenocrasiieHdss Bo3MoXHOCTH Ilomcky Windows mpou3BOAUTh TIOMCK COOOIEHWH B

npuioxennn «MoOduc [Todray.

Bribepute Bcerna nmpou3BoauTs 3Ty NIpoBepKy IipH 3amycke «MoiOdguc Iloura» nis

WUCIIOJIb30BAaHUS 3TOMH ITPpOBEPKH 110 YMOJIYdHUIO IIpU CTapTe.

13.2.2 SI3pIK ¥ BHELIHUI BUJ

B pasnerie S3LIK 1 BHeIIHHH BH]I Bbl MO’KETe HACTPOUTH IIdPpaMeTPhI A3bIKd HHTequEﬁCH, d

TaK>Ke BHEITHero BU/ia IPUJIOXKeHNsl.
Bribepute Tun mpudra 1 pa3mMep 0 yMOJTYaHHUIO.

Haxxmure KHOIIKY II;OIIOJIHI/ITEJII)HO, Ha OSKpdHe OTKpOeTCd OJUAJIOTOBasl IIdHeJIb,

II03BOJISIIOIIAs HACTPOUTD JIONIOJIHUTENIbHBIE ITapameTps! mpudTa (cM. Pucynok 206).

LWpidTel M KOAUPOBKK x
WpudTel Ana Habopa cuMBonos:  KMpuaauua b
MeponopuroHansHew:  Bes aaceqek b Pazmep: 17 v
C zaceukanmu:  Cambria w
Bes zacever:  Calibri o
MoHowwrprHHed:  Consolas w7 Pazmep: 14 v
Y¥npasnedue wpudTamm HavueHblwui pasmep wpwdta:  Her o

Pa3pelwmTs cooBUeHWAM MCNOALI0EATE APYTHE WPMETL

Henonb3oBaTe MOHOLWMPHHHBIR WEWGT ANA NPOCTEX TEKCTORLIY coobleHui

Pucynok 206 - Hacrporika mpu¢pToB ¥ KOAUPOBOK

Haxxkmure KHOIIKY HBETH, Ha O5KpaHe OTKPOeTCd OHUaJIOTOBds IIdHeJIb, I103BOJIAIOMIAA

HACTPOUTH IIBeTa TeKCTa, 1 CChUIOK (cM. Pucynok 207).
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Ueera x
TexcT 1 foH UgeT cchinok
TegcT - HenpocMoTpeH Hble CobNKA: -
ToH: MpoCMoTREHHEE CORUIKE: -
MLnonk3oBaTh CHCTEMHBIS LBETA MoAYBprHBATE CChIAKIA

E'QME‘HHTI: LiBETd, YEAZaHHBIE COAEPAHMMBINM, HA EhI'EPEHHbIE MHOH Bhble LBeTa:

Tonkko € BEICOKOKOHTRACTHEIMK TEMaMK b d n OtmeHa

Pucynok 207 - Hacrpotika niBeToB

Taxoke Ha maHeny 3bIK ¥ BHeIITHHH BHU]Y HaCTpOﬁTe dlegyromye rnmapamMmeTpal:

1. Cnocob oTobpakeHusi CMayIMKOB (B BUe TpadUKU MU TEKCTA).
2. Odopmiienre nuTaT (CTUIIb, pa3Mep, IBET).

3. @opmar natbl U BpeMeHH (dbopmar si3blKa MPUIOXKEHHUs, JMO0 K3 PeruoHaJIbHbIX

CTaH/IapTOB).

4. SI3pIk OoTOOpaXkeHUsT MeHIO, CoobImeHud W yBegomyeHWd oT «MouOdwuc Ilouyray us

criicka: Pycckuit, Aurnmiicknii, Ucnanckmid, ITopryransckuii, @paHmy3ckuii.

5. Hacrporika IIPOKPYTKHU (Ucmonb3oBaTh aBTOMaTH4YeCKYI0 NPOKPYTKY,

Hcnonb30BaTh IVIAaBHYIO IPOKPYTKY).

13.2.3 Bxoasgimue cooomeHus

B paspene Bxonsimue coo0mieHus: Bbl MOXKeTe HACTPOWTh IapaMeTphl YBeIOMJIeHUH NpU

TMOJIy4eHHUH HOBbIX COO6H.[€HHI>1.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024

254



MownOdounc

Haxxmute kHonky HacTpoiikm 3Hauka NPUIOMKeHHs, Ha 3KpaHe IOSBUTCS JIAAJIOroBast
naHeJlb, MO3BOJISIONIAs HA MKOHKe MPUJIOXKeHUs 1TOKa3blBaTh WM CKPbIBaTh 3HAYOK - MHIUKATOP
KOJIMYecTBa IHCeM, a TakXe OTOOpaXkaTb Ha O3TOM 3HAuKe JIMOO YMCIIO HENPOYUTAHHBIX

cooO1eHuH, MO0 YUCIIO HOBBIX coobIeHud (cMm. Pucynok 208).

Hactpoitkin 3Ha4ka NpraoxeHna b4

MokazaTe 3HAYOK HaKABRKK
3HauJoK npyuaoxeHnA

OTobpaxaTe Ha 3HAYKE MPMAOKEHWA

() YWcno HenpouMTaHHLIX coobLLeH Wi

O Yicno HoBblX cooBleHunid

Pucynoxk 208 - HacTpolika 3Ha4Ka MpUIOXKEHHUSI

ITpn HEOO6XOAMMOCTH IOKa3a yBeJOMJIEHHWH O IIOJlyYeHWM HOBBIX COOOIIeHWH BblOepuTe
Iloxa3pIBaTh yBeqOMJIeHHSs, [I/Is1 HACTPOeK yBe[OMJIeHUM O MOJIyYeHUU [IOYThI HAKMHUTE KHOIIKY
HacrpouTtb, Ha 5kpaHe MOSBUTCS JuanoroBas maHenb (cMm. Pucynok 209). Ha manenmu yxaxwure
1oJisl, KoTopble TpeOyeTcss OTOOpa)kaTb B YyBeIOMIIEHHSX O IojydeHUH coobuienuit: Tekcr
coodmenns, Tema, OrnpaBuTenb. Takke Npu HEOOXOIMMOCTH 3ajlaiiTe BpeMsi OTOOpaXkeHHs

yBeIOMJIeHHUs O IpUuxoJie IIOYThL (B CEKYHJIHX).

Hacrpoiika yeeomaeHWiA 0 NpUNOLe NOYTH x

YeamuTe Noad, NokaselBasMble B YEELOMASHNK O NPUECAS NoYTh:

Teker cooBueH ua
Tema
Ornpaertent

Y
OrobpaxaTe YESIOMIEHWE O NPHEGLE NOUTE B TEUSHKWE 10 —

Pucynoxk 209 - HacTpotika yBeioMIeHHH O MPUXO0]ie TOYThI

CEK,

Bribepute HMcnonb3oBaTh CHCTeMHBIe YBeIOMJIEHHSI Uil OTOOPaXKeHUS CUCTeMHBIX

YBeJIOMJIEHUH TIPU TTOSIBJIEHUH HOBBIX COOOIIIEHUH.
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Bribepute Iloka3piBaTh 3HAYOK B Tpee VI HENPOYHTAHHBIX COOOIEHMIT IS
oTOOpakeHUsI 3HAYKa O HEMPOYUTAHHBIX COOOIIEHMSIX B CUCTeMHOM Tpee. PekomeHnyercs mpu

HCIIOJIb30BAHWHN MdJIEHBbKMX KHOIIOK IIaHeJIX 3a144.

Bribepute IlomaBaTh 3ByKOBOM CHTHAJ /1Jis1 3BYKOBOW CUTHAJIM3ALIMHN O TTOTyYeHUH HOBBIX

II1ceM.

Jl1s1 Mcnonb30BaHKs CUCTEMHOTO cHrHaia BblOepuTe CHCTeMHBIH 3BYKOBOMH CHTHAJI O

npuxoje mo4rTnl.

J171s1 vicrionb30BaHUSI CBOEro cOOCTBEHHOTO cUrHaa BbibepuTe Mcronb30BaTh Ciieayroniuii

3BYKOBOH (aiii, 3aTeM HakMuTe KHONIKY O630p U 3arpy3nTe 3BYKOBOM ¢ailil ¢ I1cKa.

13.2.4 Paitne! U BiIOKeHU

B pasnere Dbl H BJIOKEHHUS Bbl MOXKeTe HAaCTPOUTb JIeMCTBUS C BIIOXKEHUSIMU:

1. Hactpoiika fneiicTBUs ISl OTKPBITHS PA3HBIX TUIIOB BIIOXKEHUH.
2. 3apmatb PUKCUPOBAHHBIN MYTh JIJII COXpaHeHHUs PaiioB.

3. HaCTpOI/ITb 3allpocC IIyTH 11epe] KaXXIbIM COXpaHeHrneM cl)afma.

13.2.5 YnpasiieHue MeTkaMu

Hacrpoiite Habop MeTok coobmieHnWi B pasferne  YIpaBjieHHe  MeTKaMH

(cMm. Pucynok 210).

heTK
MeTKia MOTYT BhITe MCNOCAB3OBAHLI AnaA K_nacchquaumn M M3MeHeHWA NpuopKrTeTa CDOE!LIJ,EHMIT‘I.

BawrHoe CD3ﬂaTb...

NyHoe
K vmcnonHeHmm Yaanute

OTNoxeHo

Pucynoxk 210 - Hactpoiika MeTok

nst nobaBiieHrss HOBOM MeTku HaxkmuTe KHONKy Co3marb. B oTkpbIBIeMcs auasore

BbIGEpI/ITe uMs MeTKH U 11BeT. [lociie co3ganmsa HoBast MeTKa 6YI[€T ,I[O6aBJI€Ha B CITMCOK.
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,HIISI H3MeHeHUs1 CYIHBCTBYIOHLEﬁ MEeTKHU BblJle/InTe UMA MeTKHU B CIITMCKe U HaXXMHUTEe KHOIIKY
HUszmenurs. B OTKpLIBIIEMCY Ouajiore Ipur H806XOHI/IMOCTI/I H3MeHHTe Ha3BdHHe MeTKH UM IIBeT.

[Tocnie u3menenust MeTka OyzieT 0OHOBJIEHA B CITHUCKe.

HHH yaalleHnsa CymeCTBYIOHLEﬁ METKHU BblJleJINTe UMA MEeTKU B CIIMCKe W Ha’XKMHTEe KHOIIKY

Yaanurh.

13.2.6 Urenue u oTobpaxkeHHe CoOOOIIEeHHIH

B pasnere Yrenue u OTOGPEDKEHI/IE COO6H.[€HPII>1 Bbl MOXeTe HACTPOUTHb Cclieyromjyre

rapamMeTpbl YBe[JOMJIEHU NP MTOJTy4YeHHUH HOBBIX COOOIIeHUN:
1. Pexxum aBTOMAaTM4eCKOW OTMETKHM COODOIeHWM Kak IPOYMTAaHHbIX (Cpady Mmocie
OTKPBITHUSL, TMOO MOCJIe IPOCMOTPa B TeueHHe 3a/IaHHOTO Iepro/a (B CeKyH/Iax)).

2. PexxuM OTKpBITHS COOOIIeHH! (B HOBOM BKJIaJIKe, HOBOM OKHe, y)Xe CYIIeCTBYIOIEeM

OKHe).
3. 3akpbiTHe OKHA/BKJIAIKK COODIIEHHs TIPU ero MepeMelrieH|H Wi yJaJleHUH.

4. Pexxum oTOOpakeHUs] WMEHHM ajpecata (TIOKa3blBaThb TOJBKO WMS IS JIFOZIEH,

HAXOJISAIIMXCSI B MOEH aJIpeCHOM KHUTe).

5. Pexxum 06paboTKM yBeIoMJIeHUH O IPOYTeHUH.

13.2.7 CeTb 1 1UCKOBOE IPOCTPAHCTBO

B pa3zaeiie Cerb u JUCKOBOE IIPOCTPAHCTBO Bbl MOXeTe HACTPOUTH IIdPAMETPhlI CETEeBBbIX

COeHEeHUH U IMCKOBOTO XpaHWIAIIA.

B pa3zaeiie COEHI/IHEHI/IE Ha>XMHUTE KHOIIKY HaCTPOI/ITb, OTKPOEeTCd AurajioroBas IldHeJIb

ITapameTpbl coegUHEHUS.

B pasnerie ABTOHOMHAs paﬁo'ra HaXMHUTe KHOIIKY ABTOHOMHAs paﬁo'ra, OTKpOETCH

nuajiorosad IaHesb [lapaMeTpbl aBTOHOMHOM pabOoThL

B pasnerie HI/ICKOBOE IIPOCTPAHCTBO BbI MOXeTe HACTPOUTL KellWnpOoBaHHE U CXKaTue

I1aIlOK.

1. Ha nanenu otobpaxaetcs Tekymui pa3mep Kema. Haxxmurte kHonky O4ucTHTD ceiidac

JJIsd OYMCTKH Kellld.
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2. BkiIrouuTe WM BHIKJIIOUKWTE aBTOMaTHYeCcKoe YIIpaBJ/ieHHWe KellleM, IIpyr HeO6XOHI/IMOCTI/I

yCTaHOBUTE MaKCUMaJIbHBINA pa3Mep Keia (B MB).

3. Bribepure CikuMaTh Bce IIAlIKHM, 3afaiiTe 00beM O0CBOOOXXAaeMOro [HMCKOBOTO
npocrpancrea (B MB). Bribepute CripammBaTh KaKabIH pa3 Iepes CKaTHeM Jis

MOATBEPXIAEHUS CXKAaTHUA.

B paspnene Unpaekcanus Bbl MOXXeTe HAaCTPOUTh KeIIMpOBaHUe U CXKaTHe MaroK:

1. BxkirouyuTe WM BBIKIIOUUTE IJI00aILHBIN ITOKCK U HWHOeKCaluio COO6H.[€HPIIZ.

2. Bpibepute THI XpaHWIIUIIA COODIIEHUI /i1 HOBBIX yueTHbIX 3anuced (Kaxkmas manmka

B oTAeabHOM ¢aiine, Kaxmoe coodmienue B oTaebsHoOM daiise).

3. BrirounTe WM BBIK/IIOYKTE alllapaTHOe YCKOpPeHHUe.

13.2.8 PegakTop HacTpoek

HaHHbIe HB.CTpOfIKPI IpeaHa3Ha4eHbl [JId OIIBITHBIX MOJIb30BaTeler, HuxX
H3MeHeHre MOXeT IIpUuBeCTu K IIoTepe CTaﬁl/IJ'[bHOCTI/I, 0e30IacCHOCTA U
ITPONU3BOOUTEIIbHOCTH IIPUJIOKEHH . Ecmu BB YBepeHbl B CBOHX JEUCTBUSIX,
OTKpOﬁTe OKHO CHUCTEMHbIX HACTPOEK HA’KdTHUEM KHOIIKH PEHHKTOP HACTPOEK.

13.3 Hacrpoiika mapaMeTpoOB aBTOHOMHOM PaboThI

Inst Toro, 4YTOOBI OTKPBITH AUAJIOT HACTPOMKK IapaMeTpPoOB aBTOHOMHOW pPabOoThI

MIPUJIOXKEHHsI, BBIOEPUTE OTHO U3 CJIeIYIONINX JeUCTBUH:

1. IlepelinuTe B maHesb HaCTpoek U B pasziesie CeTh M IHMCKOBOE MPOCTPAHCTBO HAXKMUTE

KHOIIKY ABTOHOMHasi padoTa.

2. B komanmHoM MmeHio BbiOepure Paiin > ABTOHOMHasi paGora > Ilapamerpsi

ABTOHOMHOM pa0doTHI.
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Ha skpaHe oTKpoeTcst TMajioroBas aHeslb HaCTPOUKH MapameTpoB (cM. Pucynok 211).

MapameTprl aBTOHOMHOR paboTbl X

ApToMatiuecki BGUpaTe obHapyxeHHos

COCTORAHKME NOAKAKYMEHWMA

PyuHoH BeIGOR COCTOAHMA NPH 3anycke:
Mcnonsiosats pexym paboTsl

fNpefsliyllero ceaHca
3aNpooKTe COCTOAHWE NOAKIHYEHWA
MoaknoueEH K CeTiH

ABTOHOMHaA paboTa

OTNpaBnTE HEOTNPABNEHHBIE COODILEHWA NP

MOAKAKYEHWNT

Ja Her (@ Cpopawwesats

3a rpysats CDDEMEHHH ANA MCNoNBLI0BAHWA B

AETOHOMHOM peXumMe NP OTeYeH W7

la Her @ Cnpalvears

Ok Otmena

Pucynok 211 - HacTtporika mapamMeTpoB aBTOHOMHOM pabOoThI

Bribepute ABTOMaTH4YecKM BBIOHpPATh COCTOSIHHE IIOAKJIIOYEHHS [ MOHUTOpPHHTA

COCTOsIHHMA CeTeBOI'0 IIOAK/II0YeHNs U aBTOMATHU4eCKOro Bb160pa peXxuMa ABTOHOMHOM pa60TbI.

Bribepute cocTosiHMe ceTeBOro COelMHEHWs IIpU 3allyCKe HWCXOJ U3 CJIeIyIoUuX
BapUaHTOB:
— UCI0JIb30BaTh PEXKUM IPeJIbIIYIIero CeaHca;
— 3aMPOCUTh COCTOSIHUE TTOAKJIIOUeHHS;
— MOJIKJIIOYeH K CeTH;

— aBTOHOMHas pabora.

BribepuTe pexxuM OTHpPaBKM HEOTIIPaBIEHHBIX COODIeHUM MPU MOJKIIIOYeHUH HCXOMs U3

CJIelyIOIIMX BapUaHTOB:
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— OTIIPABJIATD;
— He OTIIPABJIATD;

— CIIPpAIWBATH I1OJIb30BAaTeJIA.

B cnyuae, ecniu 6yzer BpiOpaH BapuaHT CHpPAIIUBATh MOJIH30BaTeIs, [IPU MOJIKIII0UYeHUH K
CeTH WX NIPU BBIXOJle U3 aBTOHOMHOI'O pekuMa paboTbl Ha 3KpaHe OyIeT OTKpbITa JUalOroBast

nanenb (cM. Pucynok 212).

HeoTnpasnieHHbe cooblleHna *

® Bl xoTUTE OTNRaABNTE celiyac HeaTNpagneHHkI2 EDGELLI,EHHH?

Bcerna cnpawuneath, KOrAa A NOAKNKOUAIOCE K CETH,

OTnpaeuTe celvac MNoaxwe

Pucynok 212 - 3anpoc oTnipaBKy HeOTIIpaBJIeHHbIX COOOIIeHNi

BbIﬁepI/ITe PEXUM 3dI'PY3KHU COOﬁH.[EHI/Iﬁ ITpr UCIIO0JIb30OBdAHWA B dABTOHOMHOM peXUMe:

— 3arpy’xarb;
— He 3arpy>aThb;

— CIIpalIMBATh ITOJIb30BAdTeJIA.

B Cllydae, eClr 6y,I[ET BbI6paH BApUAHT CIIPAIIUBATH IIOJIB30BATeJId, IIpU BXO/Ee B

aBTOHOMHBIM peXXrM paboThl Ha 3KpaHe OyJieT OTKphITa AUaorosas naHensb (cM. Pucynok 213).
Jarpyzka coobueHwi bt

® KoTuTe 2arpy3nTe cooBleHHA A0A SBTOHOMHON paboTel Neped Nepexoaot 8 31T pexdan?

Brersa cnpallimeark, KOMA2 A NEperoky B BBTOHOMHLIR paxum.

JarpyauTs ced4ac Nozxe

Pucynoxk 213 - 3arpoc oTIipaBKH HEOTIIPaBIEHHBIX COODIIEHUMA
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13.4 Hacrpoiika mapaMeTpoOB CeTeBOro CoelHeHUus

HJISI TOTO, YTOOBI OTKPBITH HAJIOT HaCTpOﬁKH IIapaMeTpoOB CeTeBOr'o CoeJuHeHUus,

IeperJiuTe B IlaHeJb HACTPOEK U B pa3zaeiie OcnoBubie > CeTb H ITHCKOBOEe IIPOCTPAHCTBO >

COEHI/IHEHI/IE Ha’XMUTE KHOIIKY HaCTPOI/ITI). Ha JKpdHe OTKPOETCS OHUaJIOT, B KOTOPOM BBl MOJXKeTe

HACTPOUTH MPOKCH i AocTyna B UntepHet (cm. Pucynok 214).

MNa pPamMeTpbl CO8AMWHEHHA

HacTpeika npoko AnA aocTyna B MuTtepHeT
Bea nposck
AETCIMETH USLKEWM CNpedenfTh H-BIITFIGIHKIHI I'IFN}[CIr'I AnA ITOW CETH
ot éle’l_r_n-:m BACBATE CUCTEMHBIE HACTROH KW NPOKCH
PyuHan HacTpORKS CEpEMCA NPOKCH:
HITP Apokes: Nops: 0
Tak#e KENOAL3IoBATE 3TOT Npekon 4ns HTTPS

HTTPS npokcy; MNopT: 0

¥zen SOCKS: MNoprt: 0

S0CKsS 4 @ S0CKS 5

URL aBToMaTHUECKON HACTPORKI CEPEMCE NDOKCH:

OBHoBITE

He ncnoakioceats NPEOsCA anac

Mpwmep: gavry, netne, 192768.1.0/24

Coegurrenns ¢ localhost, 1270007 1 2] HMKOLS He NPOKCHEYIOTOA.
He sanpawmeate aytedtindukankio (ecan Sua coxpanin napans)

Ompagnare DMNS-3anpock yepe npokod, vonaaeaya S0CKS 5

Bemtouute DMS wepes HTTPS

0K OTreHa

Pucynok 214 - HacTpotika mapamMeTpoB CeTeBOTO COeIMHEeHMUSI
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13.5 Hacrpoiika yBeJoM/IeHHH 0 IIPOYTeHUH

HJISI TOTO, YTOOBI OTKPBITH [OHUdJIOTOBO€ OKHO HaCTpOﬁKH yBeoAOMJIeHHd O IPOYTeHHuNn

coo0I1leHys], IepeliuTe B aHelb HACTPoeK U B paszeiie OcHoBHBIe > UTeHHe U oTOOpaxkeHHe

Ha’>XMHUTE KHOIIKY YBEHOMHEHHH 0 IIPOYTEHHH. Ha OKpdHe OTKpPOEeTCd IIdHeJIlb HaCTpOﬁKH

(cMm. Pucynok 215).

YeepomneHua o NpouTeHUK x

Beeraa IanpallveaTh yEE40MAEHKE O NPOYTEHWMM NPKW oTNpaBke coobleHWi

r'lpn neayYeHK YESAOMAEHWA O NPOYTEHWK.

@ Ocragnate ero B nanke «Bxoanumes

MepemectuTs ero B Nanky «OTNPaBAEHHBIE:

|_||'.'Ib'1 noayyeHMK 3anpoca Ha yeejomnede O NPpodTeH M

Hukorga He OTNpasnATe YESAOMAEHWE O NPOYTEHKK

| OTNpaenATs YESAGMASHKMA O NPOMTEHKUY A7 HEKATOPLIY caoBlleHiA

Eciv A He HaxoMyCh B CNMcke «Komy» ik «Konuas:  Cnpawneats b
Ecnu aTnpaBuTeNs HE HAXOAMTCA B MOEM JOMEHE! Cnpawnearts "
Bo poex ocTankHEIX clyuany: Cnpawwears 4

OK OTreHa

Pucynok 215 - Hactpoiiku yBeioMieHHM O IPOYTEeHUH
Hacrporite cienytoiye napaMmeTpsl YBe[JOMIIEHUI:

1. 3ampoc yBefoMiieHHs O IPOYTEHUH TP OTIIPaBKe COOOIIeHHH.
2. Tlamka fijist cooOIeHus TPy MOJTyYeHHUH YBeIOMJIEHHUsI O TIPOYTeHUH.

3. IloBenenue npu nojyyeHUH 3ampoca Ha yBefiIoMJIeHHe O IIPOYTeHU .

13.6 HacTpoiiku cocTaBiieHUSI COOOIIeHH S

YT006BI OTKPLITH IIdaHEeJIb HACTPOEK KaJIeHIdp4, IeperiuTe B IIaHeJb HACTPOEK U HAXKMHUTE
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KHOIIKY f CoctagneHue

13.6.1 CocraBienue nucem

B nmanHOM pasnene BbI MoOXKeTe HACTPOUTH CIIeAyIOIIMe TlapaMeTpbl, CBs3aHHBbIE C
COCTaBJIEHUEM IHUCeM:

1. Criocob niepechutku COO0IIeHYs (BHYTPH COOOIIEeHHS, KaK BJIOKEHHE).
Bo3morkHOCTb f06aBieHrst paciiupeHust K UMeHU daiia.

Hacrpoiika neprojia aBTocoXpaHeHHUsl IUCeM (B MUHYTaXx).

M W

3arpoc MOJTBepXK/leHHs IPU OTIIpaBKe COOOIIeHUs] C HCIIO/Ib30BaHUEeM COYeTaHWu!

KJIaBUIII.
[IpoBepka npaBonucaHusl Iiepei OTIPAaBKOW COOOIIEeHUH.
BxuttoueHue npoBepku MpaBONMCaHUs IpY Habope TeKCTa.

S13bik poBepku npaBonucanus (Pycckuii, Auriauiickuii (CIITIA)).

[TapameTps! mipudTa muckMa (ums mpudTa, pa3mep, BT TeKCTa, BeT GoHa).

L e N e U

Hacrpoiiku ¢popmara Tekcra (Mcnons3oBats ¢popmar Ab3ara BMecToOOBIMHOIO TeKCTa

110 YMOJTYaHHUIO).
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Haxmute kHomky IlapaMeTpbl OTHpaBKM 11 HAaCTPOMKMU TeKCTOBOro d¢opmara, Ha

JKpaHe OTKPOeTCs IUaioroBas maHesb (cM. PrucyHok 216).

MNapameTps! oTnpaBkn x

TekcToBLIA Gopmar
No BOIMOXHOLTH OTNPaBNATE fDDﬁI.IJ,EI-IIrIE B BWOE NpOCTOrND TeKCTa

Mpw omnpaeke cooBluerni B popmare HTML, ecnu yrazaHo, YTO oduH A Bonee agpecaTos

HE MOMYT NOAYYaTh NoyTy B dopmare HTRL:

OTNPaENATE COOBLUSHHE B BIAS KIK NPOCTONG TEKCTE, Tak W HTML W

anMEHaHHEZ npegnoYTHTENEHEE q:IOpMﬂTBJ MOXHD YKAIEIBATE B EﬂpECHOﬁ KHHME.

Aomersl, NoAdepEHEaoLnE HTML JOMEHE!, NOAAERHVESKILNE NPOCTON TEKT

Mpw oTnpaeke cooBLWEHHA Ha agpec, A0MEHHAA YACTh KOTOROTD HAXOAWTCA B O4HOM U2
CNUCKOE HoKe, MolQduc MoyTa SETOMATUYECKH NOCKNEET COOOLLEHNE B NDABHIEHOM
popmaTe.

JNobaBuTe...

¥aanuTe

Pucynok 216 - Hactpotika TekcToBOTO dopmMaTa COOOIIIEHUIMA

Bribepure neiicTBus 1ipu oTHpaBke coobienuii B dopmate HTML ecnu ykazaHo, 9TO OJiuH
vM OoJiee aJipecaToB H MOTYT I0JIy4aTh ouTy B ¢popmare HTML:

— OtnpaBnaTh coobiieHye B BUJle Kak IPOCTOro TekcTa, Tak 1 HTML.

— CropamuBars 4To JiefaTh.

— IIpeobpa3oBriBaTh COOOIIEHNEe B IPOCTOU TEKCT.

— OtnpaBnsate coobmienue B HTML.

[Ipu HeoOXomuMoOCTH CHOPMHUPYHUTE CIIUCOK AoMeHOB, moanepxkuBaomux HTML u
MOJIJIeP>KMBAIOIIMX IIPOCTOW TeKCT. B 3ToM citydae mpu oTripaBKe cOOOIeHUs Ha afpec, JOMeHHasl
9aCTb KOTOPOT'O COJIEP’KUTCS B OJHOM K3 CIIMCKOB, NPUJIOXKeHHe aBTOMaTH4eCKU OTIIPaBUT ero B
npaBWIbHOM dopmate. [l 3Toro BeibeprTe OJJHY U3 3aKJIa/I0K:

— Jlomensl, nognepxxuBatomyie HTML.

- [[OMEHI:)I, nogaep>xKrBaromue HpOCTOﬁ TEeKCT.
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Inst nobaBieHUs MMeHHW AOMeHa HaXXKMHTe KHONKY Jlo0aBHTB, Ha 3KpaHe OTKPOETCS

JIMAJIOTOBAsI MaHeJb BBOJIa MeHHU JjoMeHa (cM. PucyHok 217).

JoBaenTe nma e cnncok «[Nogaepsaa HTML= *

® Mima gomena;
[

=

Pucynoxk 217 - BBog uMenu njomMmeHa

,HJIH yAalleHrnd UMeHU JOMeHd M3 CIIMCKAd Ha>XXMHTe KHOIIKY Y nanurs.

13.6.2 Anpecamus

Pazpmen aJipeCdlilii Hd4CTPOEK COCTaBJIEHUA COOEPXKUT HaCTpOﬁKH IIOHUCKa aapecoB

(cM. Pucynok 218):

Aapecaumn

npl.'i BECAE aapeca UCKaTe NOAXOLAlWE NOYTORRIE adpeca BE

NoKanbHBIX aApecHbIX KHAraX

Cepeepe kaTanorom: €2 TnobansHan agpecHan KHura e H3ameHnTs kaTanorm...
ABTOMaTUUeCKM 40DABNATE 3APEca M3 MCKOAALLMY NMCeM B agpecHyto kHury: 8] CobpanHble agpeca v
Katanor no yMon4aHui npu oTKRBITMA GKHa aapecHol KHMMM: fa] Bce AAPECHBIE KHWIK W

Pucynok 218 - Paznen Ampecamus

B nmanHOM paszene Bbl MoOXKeTe HACTPOWUTh CIle[yIOlllde IIapaMeTpbl, CBsI3aHHbIE C

aJipecarnyien nucem:

1. 3amaHue MecTONOJIOKeHHs, B KOTOpoM OyzeT INPOUCXOJIWTh IIOMCK MOJXOMISIINX

aJipecoB TIpu BBOJIe anpeca (JIokanbHbIe agpecHbie KHUTH, CepBep KaTajioroB).

2. ABromaTnyeckoe Ao0aBileHHe aJ[pecoB M3 UCXOASIIMX MHUCEM B 3a[laHHYIO afpecHYIo

KHUT'Y. BbI6epI/ITe BAPHAHT U3 CIIMCKA JOCTYIIHbIX d/IPECHBIX KHUT'.

3. Karasor 1o ymoj4aHHUIO P OTKPLITHM OKHA aJpecHOM KHUTH. Bribepute BapuaHT U3

CITMCKa JOCTYIIHBIX aIpeCHbIX KHHUT'.
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13.6.3 Bioxenus

B OAdHHOM pazziejie Bbl MOXeTe HACTPOUTHb IIdpaAMETPbI, CBA3dHHbIE C BJIOXKEHUSIMU B
IIMCbMd. HCI’IOJ’[LBYFITG IeperyirovdreIb HpOBepﬂTb Ha 3a0bIThIe BJIOKEHHS JJIs1 BKIIIOYEeHHA
IIpOBEpKU 3a0BbITOTO BJIOXKEHHUS B IIMCbMO. B CJIy4ae, eCJikd B Iiponecce BBOJld TeKCTa ITMCbMO 6y,ueT
COlepXKaTb OOHO M3 KIIIOYEBbIX CJIOB IJisd HAIIOMWHAHHA O BJIOKEHHWH, B HWDKHEH 4aCTU TOSIBUTCS
I/IH(l)OpMaL[I/IOHHaﬂ IaHeJIb, coAepiKallasa I/IH(l)OpMaL[I/IIO O HaWJIeHHBIX KJIIOYEBBIX CJIOBAX, a TaKXe

JiBe KHOMKHU (cM. PucyHok 219):
— J100aBUTH BJIOMKeHHeE - [10 HAKATUIO OTKPOeTCsl CUCTeMHBIM Auaiior /jisi Beioopa daitna
BJIOXKEHUS

— HamoMHHUTH TO33Ke - HaXKMHTe i1 BBIBOJA HaAIIOMHHAHMS HerocCpeCTBeHHO IIpru

OTIIpaBKe IMHMCbMa.

B citydae, eciiv naHesnib HaIOMUHAHUSL OTKPBITA, JIMOO yCTaHOBJIEHA HAIIOMHUTD T103Ke, IpU
OTIIpaBKe MHUChbMA Ha 3KpPaHe BO3HUKHET coobieHre "Bol 3a0bu1u BHokuTH ¢Qain?". Haxmvure

OTnpaBuTs /1Jis OTIPAaBKU CO0bIIeHUsI 6e3 BIOXKeHHs.

4 Ce

©aiin [lpaeka Bwg EBoraswTe dopmaT HacTpoikd  MHCTpyMeHTel  CnpaBka
E> Otnpaeuts [, MMpasonucawve~ () BesonacHocTb ™ () CoxpauTh v 0 Bnosuts v
Ot Anekcanap CMMpHOB <alexandrami.. v KofMA  CKpbITan Kofwa  OBpaTHEIN aagpec
KO\-‘I"-’ Flena HanoMuHAHWE O BACHKEHWN w

Tewma: Attach ® Bul 336binm BNOXWTE dain?

Attachment

0 HaiigeHo 2 knkosessIX CROBA ENGXEHM... attachme.., NoBaenTe BROXEHHE. . HanoMHWTE Noaxe | W *

Pucynok 219 - HannomuHaHue 0 3a6bITOM BIIOKEHUH

Hnst dopMupOBaHMSI CIIMCKA KJIIOUEBBIX CJIOB HAllOMUHAHUK O BIIOXKEHUSIX B IaHeIU
HaCTpOeK HaXXMUTe KHOINKY KiloueBble cj10oBa, Ha 3KpaHe IOSBUTCS OUAJIOrOBOE OKHO
(cm. Pucynok 220) co cnmckoM KJIIOYEBBIX CJIOB ISl HAalIOMUHAHUS O BiIOXeHWU. C IOMOIIbIO
JIAHHOT'O OKHA BbI CMOXKeTe J100aBJIsITh HOBble KJIIOUeBble CJIOBA, a TaK)XXe U3MEHSITh WK YOa/sTh

y>ke CyIIecTBYIOIIYe B CIIUCKe.
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Knioueswe cnoea 4NA HanoMUHAHKWA © BNOMeHHH o

MofOduac Nouta SyaeT NpeaynpexiaTe Bac O TOM, YTO Bkl 3306101 BAOXKTE 3N, BCAK Bl

nonpoByere oTNPasKTe NMCLMO, COABEHKALLEE GAHO W3 ITHY KAHIMEBEIX CAOE.

doc ~ CO3A3Th...
pudf =

X5

ppt M3MeHMTE....
Jrtf

pps Y¥aanuTe
attachmeant

attach

attachad

attaching

enclosed

v

cover |letter

BAO¥EHM2 L¥)

OTmeHa

Pucynok 220 - KittoueBble cj10Ba HAIIOMUHAHUK O 3a0BITOM BJIOXKEHUU
13.7 HacTpoiiku NpuBaTHOCTH U 3alIMThI

YT06BI OTKPLITE IIaHe/Ib HACTPOeK KaJleHadp4, HeperiuTe B aHeJdb HACTPOEK M HaKMHTe

MprsatHoCTE W
KHOIIKY 3alMTa

13.7.1 IIpuBaTHOCTH

B nanHOM paszene Bbl MoOXeTe YCTAaHOBUTH HACTPOMKM IIPUBATHOCTH COOOIIEHUHN
(cm. Pucynok 221).
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[NpKMBaTHOCTE

Cogepxumoe aﬂem'pDHHﬂEi noYThl
: FazpewmTs 8 cOODUEHWMAY NOKAZ COASDMMMOro 13 MHTepHera VicEnmYeHWA. .
Coaepximoe geb-calTor

[MOMHKUTE NOCEWEHHBIE MHOR BEG-CAATH 1 COBIMKK

MprHMMaTE KKK © CaRTos McenroueHuA..,
MpuHKMaTe KKK CO CTOpOHHWY calTos!  Boerpa ~
CoxpaHaTe KykM, A0 MCTEUEHMA CPOKa WX AeRCTEMA v Mokazate KyK«...

Omnpaengte Beb-CafTaM CUrHaN =He OTCAEKWEETE», 03HAUSHOLWMWA, UTODER! Bhl HE XOTHTE,
YTOGR! BAC OTCASRMBANK

Pucynok 221 - IlaHenb HaCTpOWKM IPUBAaTHOCTH

Coaep)xuMoe 371IeKTPOHHOU NoYTbI

BbI6€pI/IT€ PaspemnTb HWIH 3alIpeTuThL B cooﬁmemmx IIOKa3 COoAepxumMoro u3
HHTEepHEeTa, IIPpKM 3TOM eCTb BO3MOXHOCTL 3aJdTh CIIMCOK CauTOB, COoiep>KrMMoe KOTOPBIX
IIPpUHYAWUTEIIbHO pa3pelieHO OJid II0Ka3d WA 38.6JIOKI/IpOBaHO. HJISI YIipaBJ/ieHHUA HCKIIIOYeHHUAMU
HaXMHTe KHOIIKY HUckmouenust, Ha JKpaHe OTO6paBI/ITC$I AyvajioroBasd IlaHe/Ib peddaKTHPOBaHHUMA
rckitoyeHun (cMm. Pucynok 222).

Wexnrouenns — Cogepeecimoe Wz MinTepreTa k4
Bl MICOKETE YKAZATE, © K3k Bef-CaiiToR PRSPELEHD JAMPYHATE HIOBPEKEHNA 0 APYTOE COAEMEIEMOE W3 VIHTEPHETA. Bel TAKEE MOWETE .
PAIPELINTE 3ATRYIEY ANGOTS COaepRIMOre M3 WMHTERHETA HE OCHOBE AAPECA INEKTROHHSH NOYTH CTNRAENTENA. BESAWTE agpec cailta

WM 3.I1Elf!'|:’?l{’:-HHl:lﬁ NOUTs], KOTORGIM Bk XOTHTE YIDABAATE, W ZATEM WENKHHTE =ENOEAPOEaTE WM =PaipelliTs=,

Ajpec pel-canta

Cair Cramyc
bt fvyaffice.ru PAZPELINTE
W
JTeEHa CoXpaHNTE HIMEHEHHR

Pucynoxk 222 - HacTpolika mapaMeTpoB CETEBOTO COeITMHEHUS
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Ha manHOM ramoroBoy naHeau BBeJUTe ajipec Beb-caiTa, 3aTeM HaXXMHUTEe KHOIIKY
BnokupoBats wiv Paspemnts. Ajipec OKaXkeTcsl B CIIMCKe C COOTBETCTBYIOIIUM CTAaTyCOM.

Haxmurte YaanuTs caiT Wiy Y AaJIMTh BCe CAUTHI JIJIsT yaalleHHd 3JIEMeHTOB M3 CIIMCKaA.

B ciydae, ecniu conepkuMoe U3 UHTEpHeTa 3abJIOKUPOBAHO, COODIIeHre OyieT moMedeHo
COOTBETCTBYIOIIMM coobienreM (cM. PucyHok 223), a Takke MOTb30BaTEIIO TIPeIOCTaBISIeTCs

MeHIO M3MeHeHHs HaCTpPoeK OJIOKWPOBKHU.

# @ HenpouwTadHee ™ $nar & Kodtaer @ Memew [ Baosedua 3 Hr <« @ »
Honbos 2022 HH 44
1| @ | A G AgTOD Or -
3 Hopoe cobemve
L]
Komers MofAldeac Komamga MoROgmc Cerons
3astpa
@ ; Npeacronwpe (2 g
Hlena Smamava Blena Smimova
HKomanga MoidOduc oo B W e
e Oobpo nowanseats 8 MoROGHc]
opathoi anpec Komanaa MoROdwic
Y Anekcanap CranpHos W
ﬁ B ens SesanacsocTd, MyOmicehiail 3a0acaqpanan 0 3Tos o0 Mgl SEIRY CONRHEMOTD 1l HHTaEHIT, Haorpaiing ~ x
Mgranam comepmmmos n Herepeeta 5 srom coodeenim
MoiOdnc MIAEHITE MACTRAHHH COMERMHEMONS 10 HHTERHETA

Paspewntn cogepmnucs ni HHrepteTa ¢ hitps ) techvr myeffice

PaspewATh cogEpEaos M3 HHTEpHEeTa C techammyoifice.ry

HenpoymTarineo: 0 Bcera; 17 E] Meponpeamea A

Pucynoxk 223 - BiiokupoBKa moKa3a COJIep>KUMOro U3 MHTepHeTa

Copep)xxumoe Be6-cautos

IToMHUTE MocelleHHble MHOM Be0-CalThI ¥ CChUIKU
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Bribepute mpu HeoOXomumocTH HacTpouiky IIpmHMMaTh Kyku ¢ cadToB. Haxmure
KHONKY VMcKiroyeHHs1, Ha 3KpaHe OTKPOeTCs IMAjoroBasi MaHejlb HACTPOMKW HCKIIIOYeHUH Jis
Cookies (cM. Pucynok 224). Ha maHHOW IWaJIOTOBOM IaHeIW BBeIWTe ajipec Beb-caiiTa, 3aTem
HaXMHUTe KHONKY biaokmpoBath, Pa3pemmts Ha ceccuro win Paspemnts. Anipec okaXxeTcs B
CIIMCKe C COOTBETCTBYIOLIMM cTaTycoM. HaxxmuTe YmamuTh caiiT Win YaajauTh Bce CaMThI JJis

YAa/leHud 3JIEMEHTOB M3 CIIMCKa.

Wekntoussmna — Kykm =

Bl MOOKETE YKAZATL, C KAKMK CaiToR BCRrAA NPHHIKMATE WK OTEAOHATE KyKH, BERANTE TOUHLIA agped calita
W HAEMUTE KHONEY «EHDI:HPDEETI:.N I\-'=|:|E!-l:"!':"LI.'II-ITh Ha CeCCHHD= MK <lp33pELIJHTI:-w

Appec ge-caima:

Cair | Cramye
hitpy/fmyoffice.ru Pa3pElINTE HA CRCONKD
OTMEHS COXPaHITE HIMEHEHHA

Pucynok 224 - Hacrpotiku nckimouenuii Cookies

Bribepure pexxum mpuema Cookie co CTOpDOHHUX CaMTOB:

— BCerja,
— C IIOCellleHHBbIX;

— HUKOIr'ad.

Bri6epure pexxum coxpanenust Cookie:

— JI0 MCTe4YeHUsl CPOKa UX JIeNCTBUS;
— 110 3akpeitust MHOU « MoiOduc [Toutay;

— CIIpAlIXBATb KaKIbIM pas.

13.7.2 Ilaposm

[Tpunoxenue «MorOduc Ilouta» 1o3Bosiser 6e30macHO XpaHUTh UMeHa MO0JIb30BaTeNleld U
[IapoJIM, UCIIOJIb3yeMble Uil IOCTyIa k cepBepaM (cM. Pucynok 225). IIpu aTOM y nomnb3oBaTeis
HeT HeoOXOJUMOCTH KaXIbl pa3 BBOJIWUTbH MX IIPU IOYTOBBIX OllepalMsX, 3TO TpebyeTcsl TOJIbKO

IIepBbIX pas.
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MNaponu

MoaOdiac Mourta MaXeT 2aNoMKUHATE NAPOAKM BOEX BALWWX YUBTHLIX 3anwucen. CoxpaHeHHLIe Napoaun...

MacTep-napons 3AWMILAET BCE BALLM MADOAK, HO Bak HYXXHO BYAeT BEOLUTE £70 OAMH DA% B CBCCHRD.

Mecoonbzoeats Ma CTep-Napoio

Pucynoxk 225 - Hacrporiku naposnen

Haxxmure Ha KHOIIKY COXPHHEHHI)IE mapoJima g IIpoCMOTpd, U3MeEHEeHUsI U yHOdJIeHWd

VIMeH I10JIb30BaTeslel ¥ COXpaHeHHbIX naposei (cM. PrucyHok 226).

CoxpaHEHHBIE NOTHHEI >

Ha sawem KOMAOLKITEDE XPAHATCA NOTHUHEl ANA Cne gy LMY I'IPOEEIIH,JJ'EFICIE

Mpoeaiaep - Mma nonbzoBaTena MocnegHee H3MEHEHHE 2]
@ hitps://mail-techwr.myoffice.ru (sa.. alexandr.smirnov@techwr.myoffice.. 25.10.2022

@ imapy/fimap-techwr.myoffice.ru (i..  alexandr.smirnov@techwr.myoffice.. 25.10.2022

YRanKTL BCe OToBpazuTe Napoan

JaKpsiTe

Prcynok 226 - YnipaBieHne coxpaHeHHBIMU IapOJISIMUA

HJISI IOIIOJIHUTEJIbHOM 3allliThI naponeﬁ MO’KHO HCII0JIb30BATb MdCTEP-IIdPOJIb. HJ’IF[ 2TOro
BbIﬁepI/ITe Ieperyirovdresb HUcnonb3oBaTh MacCTep-napoJib, [djiee HCHOJIBBYIZTG KHOIIKY
CMeHHTH MacCTep-1napoJib. Ha JKpdHe OTKpOETCA OUdjioroBasd IlaHeJIb, Ha KOTOpOﬁ 6y,ueT
npeajoXxeHo BBeCTH TeKYH_[I/Iﬁ MapoJjib U 3a1dTb HOBBIA MdacCTep - IdpOJIb. Crout y4ecCTb, 49TO

IoTeps MacTep-I1apoJisd IIpUBeJeT K 1oTepe JOCTYIId K 3alUIIeHHON I/IH(l)OpMaI_II/II/I IIpUJI0KEeHHUH.

13.7.3 Cnam

B o1aHHOM pa3sgerie Bbl MOXeTe YCTaHOBUTh HACTPOMKWA aHTU-CIIaM  PUIBTPOB

(cm. Pucynok 227).
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Cnan

3aecs Bbl MOXETE YCTaHOBMTD HACTRO KK aHTH-CNas dUAbBTDE N YROAUIHKHD. HacTpoiky aHTH-crnasm

DENBTRE, CNEWADHMMHBIE 107 YUETHOR 33MNKM0d, MOTYT OuiTb YCTAHOBAEHRI B MAPAMETPAX YUETHOR 3amnucH.

KOrga A noMeyad coodueHna Kak cnam;
O Mepepewars we 8 nanky «Cnams yuETHOR 3anMcK
¥AANATE Mx

O MEYaTs coabWwerna, I'.'IHFJEL!’.'.I'[EHH"JIE KK CMdbd, K MPAadiETarHL

¥I2NKTs JaHHBE DEYUEHKUA
BHAMUMTE MypHan paBoTel 31aNTMBHOIS aHTH-CNamM diisTpa

Pucynok 227 - Hacrpolika aHTU-Ccl1aM GUIIBTPOB

ITonb3oBaTeto MMpeaoCTaBJIAIOTCA ClieAyrolre BO3SMOXHOCTHU:

— 3a/1aBaTh NIOBeJleHre NIPU [IOMeTKe COOOIeH s KaK CIaM: IepeMeliaTh B Manky «Cram»
WJIN YOAJISTh;

— OTMedYaTh COODIIeHNs, Ollpe/ieJIieHHBIX KaK CIlaM, KaK IPOYMTaHHbIE;

— BKJIIOYATh XKypHal paboThl afallTUBHOTO ClIaM-PUIIbTPa;

— II0Ka3bIBaTh XKypHasl paboThl aHTHU-CIIaM QUITBTPA;

— YIaJIATh JaHHble 00y4YeHusl aHTU-CI1aM QUIIbTPA.

13.7.4 3amura

B nanHoM paszesie Bbl MOXKeTe YCTaHOBUTh HACTPOWMKHU 3allIUTHI.

O6Hapy)xeHue MOLIeHHUYecTBa

[Tpunoxenue «MoiOduc I[Toura» 1mo3BosisieT aHAIU3UPOBATh COODIIEHHUS /1Jis BbISIBJIEHUS
MOI03PUTEJIbHBIX THCeM. /[[Jis BKJIIOUeHMWs] 3TOM BO3MOXXHOCTH WCIOJIb3YWUTe IepeKsoyaTeb

I/IH(l)OpMI/IPOBaTI) He fBJ/IdeTcCd JIM YuHTaeMoe MHOIO COOGIIIEHI/IE nmoxo3puTeJ;IbHbBIM ITHCBMOM.

AHTUBMpYC

Jly1st obserdenust paboThl aHTUBUPYCa MTPUWIOXKeHHe T103BOJIsieT MOMelllaTh [10103pUTeIbHbIe
cooOlleHusT B KapaHTWUH. /i1 3TOro MCHOJb3yHTe Iepekitodareib Pa3pemuTs aHTHBHPYCY

nmomMeiiaTs B KapaHTHH O0TAe/JIbHBbIE BXoAdAIIe COOGHLEHI/IH.
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CepTtudukarbl

Pazpen ceptudukaToB BHITISAOUT CiielyoiUM obpa3om (cM. Pucynok 228):

CepTUdrKaTh

Korda cepeep 2anpallveasT AMUHLIR cepTadnikaT:

Omnpasnate aeToMatvusck Q) CnpawmeaTts kKaxasId pas
Janpawweate ¥ OCSP-cepeepos NOATEEPHASHME TEKYILErD CTATYCa CepTUhMKATOR

¥npasneHve cepTihuKaTam. .

YCTpoWCcTEa 3aLlUMTRL...

Pucynoxk 228 - IlaHenb yripaBieHus: cepTudrKaTaMu

YcraHoBuTe JIeHCTBHe ITPU 3aIIPOCe CePBepOM JIMYHOTO CepThdHUKaTa:

— OTIPABJIATH dBTOMdTUY€CKH;

— CIIpAlIXBATb KaKIbIM pas.

[Ipy HeoOXoguMOCTH BKIIOYMTE HAcTpouky 3anpammBarb y OCSP - cepBepoB

NO/ITBeP:K/IeHHe TeKyIero CraTyca CepTupuKaToB.

g nercTBUM C cepTUdUKATaMU Ha)XXMHTe KHONKY YmpaBieHue ceprtuduxaramu. Ha
JKpaHe OTKpOeTCSl OUaJIoroBasi IaHeslb, C IIOMOIIbI0 KOTOPOM BBl CMOXeTe IPOCMaTpHBaTh
COXpaHeHHble CepTU(UKAThl, UMIOPTUPOBAaTh HOBble CepTUUKATHI, a TaKXe YyAaJsITh HUX U

co3aBaTh pe3epBHYIO komuio (cM. PucyHok 229):
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¥Ynpaenenwe ceprndrKaTamm x

Bawm CepTHMKATES PEWEHHA NO 3yTEHTHNEALAN Miogm Cepeepw LLEHTPE CERTUHHKALIMY

¥ BAC XPAHATCA CEPTHOUKATE, CAYHRALWME ANA WIEHTHEHEAWWE CNegyoWns LEHTROE CEDTHHKILHH

| M7 CEpTHSHKaTA | verpoiicreo sawwme |
~ aC Camerfirma 3., -
| Chambers of Commerce Root - 2003 Builtin Object Token
Global Chambersign Root - 2003 Builtin Object Token
| ~ AC Camerfirma 54 CIF AB2T43287
Camerfirma Chambers of Commerce Root Builtin Object Token
| Camerfirma Global Chambersign Root Builtin Object Taken v
MpocMoTpETh... MEMEHUTE SOBEPHE... MMnopTupoeath... SKCNOPTUPOBATh... ¥aanuTe MAK HE AOBEPATE..

QK

Pucynok 229 - Ilanens ynipaBneHust cepTUpUKaTaMu

Hns ynpasnenus mudpanveid U Jemmdparnueld NOAKIIOYEHUN, a TakXXe XpaHeHWeM
cepTUdUKATOB M I[apoJield, HaXXMHUTe KHOINKY YCTpoHcTBa 3amuThbl. Ha skpaHe oTkpoertcs

JIMajiorosas IaHeJb yIpaBileHus: ycrporicrBamu (cM. Prucynok 230).

¥npaeneuwe yorpodcreamu b
bAOgYNH U YCTPORCTE IALLIMTEH MoapobHocTh IuaueHne
~ MSS Internal PKCS =11 Module CocToRHNE lotoeo
O, KpMITSERERD OnNHCAHHE BHYTREHMHE KpUATOCN KRG PSM = I
Moayne zawmmsl MIroToENTENE Mozilla.org CMEHHTE N3P0NE
 WOgyNe BCTROEHHEX KOPHEERL CEPT. Bepona HW 3.68
3arpyInTh
MES Builtin Objects EeponA PW z.0
IeTka OB, kprnToCTyHOE
Mzrareemtes Maozilla.org -
CEpHITHBIN HOomMER 0000000000000000
Bepona HW 4.0
EeponA P 0.0

Pucynoxk 230 - Ilanensb yripaBieHus yCTPOMCTBAMH
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13.8 Hacrpoiixku xajseHzaps

YT006BI OTKPLITH IIdHEeJIb HACTPOEK KaJIeHIdp4, nepernTe B NaHeJdb HACTPOEK W HAaXKMHUTE

lo|
KHOIIKY Kanenaape

13.8.1 Obumme HacTpONKHU

Jlist ycTaHOBKM OOIIMX NapaMeTpoOB KajleHJapsli UCIO/b3yHTe ciiefylollie HaCTPOUKU B
pasneiie Kanenmaps:
— ¢opmart natel (moHb 1 Hosiopst 2022 r. vu kpatkuit 01.11.2022);
— 4acoBOY NOSIC (BBIOOP BO3MOXHBIX BAPMAHTOB YaCOBBIX 30H);
— IIepBbIH JIeHb Heflenu (BbIOOP [IHS HeZleslv IOHeeJIbHHUK - BOCKpeceHbe);
— oToOpakeHre HOMepa HeJlelld B 0630pax 1 MuHuMecs1e (npumep: Ha: 44);
— BBIOOp pabouuXx M BBIXOHBIX JTHEH HeJleNy;

— oTobpakeHre pabouux JHel (0ToOpaXkaTh TOJIBKO pabouue 1HU / 0TOOpaxaTh pabouue +

BBIXO/IHBIE JTHH);

— KOJIMYeCTBO OJJHOBPEMEHHO OToOpakaeMbIXx pabO4YMx 4acoB Ha IMaHend kajeHpaps (1 -
24);

— HavaJio paboyero JiHs (MOJIIeHb, IOJIHOYb, TOYHOE BpeMsi B GopMaTe 44:MM);

— OKOHYaHMe pabouero JHs (I0JIIeHb, IOJIHOYb, TOYHOe BpeMsl B GpopMaTe 44:MM);

— BblJleJieHHe pabo4yrx 4acoB Ha MaHesu JIHS;

— KOJIM4eCTBO 0ToOpaXkaeMbIX Heflesib Ha MaHesy KayeHaps (1 Henmeins - 6 Hegenn);

— KOJIMYeCTBO TPeIbIYIIHX HeJlellb B 0030pe (He oToOpakaTsh, 1 Henmens, 2 Henesn);

— HACTPOKKa 1epuojia 0TOOpakeHuUsI peJICTOSIKUX Meponpustiii (1 geHsb - 4 HenesIn);

— HACTPOKMKa NPOAOJKUTEIbHOCTH 3aja4y WA COOBITHS 110 YMOTYAHUIO (B MUHYTaX);

— HaCTpOMKa AaThl Hayaja 3a/laud WIA COOBITHSI 110 YMOJIYAHUIO (HeT, B Hadaje IHS,
3aBTpa, Ha CJIeAyIolleil HeJiejie, OTHOCUTEJILHO TeKyIlero BpeMeHHU, OTHOCHTEILHO
CJIeyIouiero 4yaca);

— HACTPOKMKa CpPOKa MCIIOJIHeHUS 3a/1a4y WIKA COOBITUS 10 YMOJYaHUIO (HeT, B KOHIIe JHS,
3aBTpa, Ha CJeaylollel Hefele, OTHOCHTEIbHO Ha4ala, 0OTHOCHUTEJILHO CJIeIYIOIero

yaca);
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— BO3MOXHOCTb pPeNdKTUPOBAHUA 3d4d49U HIIN COOBITHUS B OTHEeJIbHOM BKJIaAKe, b0 B

JHaJIOTOBOM OKHE;

— OIITUMU3AlMs LIBETOB IJIS JII0JIeH C OrpaH4eHHBIMH BO3MOXHOCTSMU.

13.8.2 Hacrpoiiku HanmoMHUHaHUHA

HaCTpOﬁTe HEO6XOJ:[I/IMI:>Ie IapaMeTpbI OITIOBEIIEHU O COOBITHSIX B pasnerie Hamomunanmus:

— BKJIIOYeHHe / BBIKJIIOUeHHe [TPOUTPbIBaHMS 3BYKOBOI'O CUTHAJIa ONOBeIlleHNS;

— BBIOOp 3BYKOBOTO daiiia [Jis CUrHajla OIOBellleHuUs;

— II0Ka3 Ha 3KpaHe OKHA OIOBellleHus;

— [I0Ka3 IIPONYIeHHbIX OIOBEIeHUN 115 3allCel KalleH1apew;

— HACTpoWKa 3a/iep>kKKu 0TOOpaXkeHUsI OTJIOXKeHHbIX OTOBellleHUH (B MUHYTaX);

— BKJIIOYeHHe / BBIKJIIOUeHHe OIOBell[eHUH O COOBITUSIX;

— BKJIIOYeHHe / BBIKJIIOUeHMe OIOBellleHUH O 33jjavax;

— HACTpOMKa BPeMeHH OIOBellleHUsI O COOBITHSAX (KOJIMYeCTBO MUHYT JI0 COOBITHS);

— HaCTpo¥iKa BpeMeHH OIOBellleHUsI 0 3aiadax (KOJIMYecTBO MUHYT JI0 3a/1a4K).

13.8.3 Hacrpoiiku yBegoMIeHHit

HacrpoiiTe oTobOpakeHue yBeOMJIEHUH O COOBITHSIX B pa3jierne YBeJOMJIeHHS, Ui 3TOr0
HakMuTe KHOTMKY [lobaBuTh yBemomienuwe. B crmmcok mobaBUTCS  HOBas — CTpPOKa
(cm. Pucynok 231). HactpoiiTe BpeMs 0TOOpakeHHsI YBeIOMJIEHHsI, a TaKXKe KaTerOpHI0 UCXOs U3

CJIelyIOIIMX BapUaHTOB:

— Tiepe]l Ha4aJioM COOBITHS;
— TI0CJTe HavaJla COOBITHS;
— repe]] OKOHYaHUEM COOBITHS;

— II0CJIe OKOHYAHHS COOBLITHS.
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Yeedomnesrs

Mokazweark YESAOMASHWA O NPEACTOALLMY coBBITHAN

Ll

20 L MUHYT w neped Hadanok cobemua 4 1]
Ll

10— MWHYT w nepe), oKoH-aHren cobbiTuA o 0]

YEEACMASHHA MOKHE HACTROWTE 407 KaRAOMD KANEHAARA B OKHE CEORCTE KaneHaapa,

+ [fobapunte yeesomasHne

Pucynok 231 - Hacrpotika yBegoMieHUH
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