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YuTante u npoodyute!

CoBpeMeHHas XK1U3Hb, TeM 0oJjiee XKM3Hb B OM3HEcCe — 3TO MO-
CTOSIHHAsI TUHAMMKa.

Temmn Haimx paboynx OyIHEN ¢ KakKAbIM THEM CTAaHOBMUTCSI BCE
KecTdye M MHTeHcuBHee. YTOObI CITOKOMHO M YBEPEHHO CIIpaB-
JISIThCS C HOBBIMU 3adayaMM, HaM HYXXHbI IIpaBUJIbHBIE MHCTPY-
MEHTBI U YMEHHUE MU MOJIb30BaThCS.

Sl paga mipeAcTaBUThL BHUMAHMIO YUTATECH TIEPBYIO POCCUI-
CKYI0 KHUTY O TaliM-MeHeIIDKMeHTe Ha 0a3e mporpaMmmbl Microsoft
Outlook 2007. ITporpammsbl, aenapolleil KM3Hb COBPEMEHHOTO
YyeJoBeKa TMHAMUYHEEe U MOOWJIbHEE, M MPU 3TOM eIlle U KOM-
dopTHee.

Microsoft Outlook maBHO 3HaKOM POCCUIICKOMY ITOJIb30BaTEIIO,
HO 3a4acTyl0 €ro NMpakTU4YecKoe MPUMEHEHHUE peasin3yeT JIUIIb
MaJjIylo 4acTh 3aJ10KE€HHBIX B HEM Bo3MOXHocTtei. [71ed ApxaH-
TeILCKUI, BEAYLINIA POCCUNCKMI DKCTIEPT B 00IACTH yIIpaBICHUS
BpeMEHeM, TIepeBePHYJI MPUBBIYHBIN TTOAXOJ K OMUCAHUIO TTPO-
TpPaMMBI: B35IB 32 OCHOBY TE€XHOJOTHIO 3(hHEKTUBHOI camoopra-
HU3alM1, OH TToKa3aJl, HACKOJbKO YHUBEPCAJIbHBIM, MHOTO3HAY-
HBIM, TMOKMM HWHCTPYMEHTOM MOXeT ObIThb Microsoft Outlook,
0COOEHHO B €ro HOBEHIlIEei BEpCUN.

JlaHHasT KHUTa YHUKaJIbHA HE TOJBKO TeM, YTO LEJOCTHO U
OIHOBPEMEHHO MOCTYITHO OOBSICHSIET KaK OCHOBHBIC IPUEMBI
COBPEMEHHOTO TaliM-MEHEKMEHTa, TaK M UX peau3aliio Ha 0ase
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Microsoft Outlook 2007. «®opmysa BpeMeHU» TOKa3blBaeT Ham
TMPEEMCTBEHHOCTh KYJIbTYPhl MBICTU, KYJbTYPbl TUIAHUPOBAHUS,
KYJIbTYpHhI 1I€JICHANPABICHHOTO IEUCTBUSI CKBO3b BCE BpeMeHa U
amnoxu. TONbKO YHUKAJbHBINA MTPOTPpaMMHBIN MPOAYKT, TTPEICTaB-
JISTIOIIUIA cOOOU HeuTo OOoJbIllee, YeM MPOCTO HEKYI0O COBOKYII-
HOCTh TEXHUYECKUX YCOBEPUIEHCTBOBAHUU, MOXET MOPOIUTH
TaKOW HEOXUIAHHBINA U APKUI COLIMOKYJIbTYPHBINA PE30HAHC.
XKenato BceM untatensiMm «DopMyJibl BpeMEHU» TTOJYYUTh YIO-
BOJILCTBUE OT OPUTUHATBHBIX UICTOPUN O TOM, KaK MOTJUA ObI
ucnonb3oBatk Microsoft Outlook 2007 TIait FOmuit 1Lle3apb, Ebre-
Huit OHervH, 6apoH MIOHXTay3eH U ApYyrie 3aMedaTe/bHbIE JIIOIU
U JIUTepaTypHble nepcoHaxku. [lToMHUTE MIaBHOE: 3HAHUST TOJKHBI
MoOyXIaTh K IeilcTBUI0. [IpounTaB 0 TEXHOJIOTUU, KOTOPasi BaM
TMIOHPaBWIACh, 00 3JIEMEHTE MPOrpaMMbl, KOTOPBIIA HE JOTaIblBa-
JUCh paHee 9(p(HEKTUBHO UCMOJIb30BaTh, MOCTAPANTECH UX OMPO-
0oBaTh U BHEIPUTH B CBOIO €XeAHEBHYIO paboty. U Korma Bbl
HauyHETe MPUMEHSTh 3TU TEXHOJOTUU, TO CTAHETE 3HAYUTEIIbHO
HWCKYCHEE B TOM, YeM BbI 3aHUMAETECh CETOAHs, Oynb TO OU3HEC,
yueba wiu erie 4To-au6o. [loatomy yuraiite u npoOyiite!

C HaWJTy4IIMMU TTOXKETaHUSIMU,
Onera depryHoBa, mipe3uneHT Microsoft B Poccvm 1 ctpanax CHII

Ot aBTOpa

Bo MHorux o61acTsix Hallel X1U3HU, YTOObl MOJyYUTh Pe3yJbrarT,
HY>XHO MpPUIEePXKUBAThCS HEKOTOPOU YETKO OIpeAeIeHHOM CHUC-
tembl. Hanmpumep, B criopte, My3bIKe, (PUT'ypHOM KaTaHWU, KJlac-
cu4YecKkoi xopeorpaduu, 11axmaTax, MyOJIMYHbIX BBICTYILICHUSIX,
MAacTepCTBe IMPOJAX, UCKYCCTBE yIpaBiICHUS U T.IL

BcrnioMHuTe oliyllieHre MaJleHbKOM 100eabl — B JII0OOM M3 3TUX
uckyccTB. He KyOka M mepBOro Mecra: OHM He Bceraa ObIBaloT,
J1a ¥ He Bcerga Hy>KHbl. BcmoMHuUTE ollyllieHre Toi mobdeabl Haj
caMMM CO0OI, KOTOPYIO Bbl OIEPKMBAJIU, CAEIAB Ha JECATh OTKU-
MaHUil 0oJibllie, YeM BYepa.

BoNbIIMHCTBY HPaBUTCS SHEPIUsl MoOeIbl, IepenoIHSIOIIAs
Hac IpuY JOCTMKeHUHU Lieau. T'opa3no MeHbllee YUCIIo Jtonei crno-
COOHO HCIIBITHIBATh YAOBOJBLCTBME OT CaMOro Ipolecca IBUKe-
HUS K LIeJIW, OT YCUJIMSI, KOTOPOE IIJI 3TOro HEOOXOIAMMO MpH-
Jn0xuTh. OT Leno4Ykyu noden Hag caMuM coboit. OT cocpeaoTo-
YEeHHOCTH, HACTPOEHHOCTHU, BKIIOUEHHOCTHU, KOTOPbIE IPOHU3bI-
BalOT Kaxaoe AelicTBuUE.

TaliM-MeHeIXXMEHT, YIpaBjJieHUEe BPEMEHEM — 3TO HEKUil
POl acKeTUYEeCKOM IMpPaKTUKHU, TEXHOJIOTMU CaMOCOBEPIIEHC-
TBOBaHUS, OCO3HAHHOIO Y OCMBICJICHHOIO yIIpaBJIeHUSI CBOEH
XU3HbIO. OH TpeOyeT TaKo ke CIOKOWHOW, YBEPEHHOU BKITIO-
YEHHOCTU U CAaMOJMCLUILUIMHBI, KAK BOMHCKOE MUCKYCCTBO WJIU
MOHAIIECTBO.
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B GosiblIMHCTBE MUPOBBIX PEIUTUN acke3a Tpearnojaraet
CIUHCTBO BHYTPEHHETO M BHCIIHETO. ,Z[BOp MOHAaCTBIPA JOJIKEH
OBITb MMOAMETECH HE MCHEC TIIATCJIbHO, YEM ITPOYMTAHBbI BEYCP-
HUe MoIUTBbL. OnHO 0€3 APYroro HEBO3MOXHO.

Haia xxu3Hbp HUKOrga He OyIeT YCIIEIIHOM, eC/IA B JigjlaX LapuT
xaoc. Haim BcTpeum, 3amauu, KOHTAKThI, MBICJIU JOJKHBI ObITh
BBICTPOECHBI. DTOT MOPSAOK HE MeIlaeT XU3HU — Hao0OpOoT,
KaK o0pe3Ka JIMIITHUX BETOK Y JepeBa, OH MOMOTaeT eil 1BeCTH
1 3eJICHETh.

Outlook — MaeaabHOE TEXHUYECKOE BOILIOLIEHUE IJI1 0030pa
BCeX 2JIEMEHTOB Halllell paboThl U Xu3Hu. Outlook Beab 1 03Ha-
yaeT «0030p». C ero moMouibid MOXHO CO3[aTh IOJHYIO Kap-
THUHY Ballux €1 — W IpuaaTb UM AE€TaJIbHOCTb, KpaCoTy, Tia-
TEeJILHOCTh, IPOPA0OTAHHOCTh, B MPUHIUMIIE HEAOCTUKUMbBIC B
OyMakHOM exXeIHEBHUKE.

DT0 MOTpedyeT ompenesieHHbIX YCUINK, HEKOTOPOU camo-
JUCLHUIIJIMHBI B BBITIOJIHEHUU l/lHCprKLll/IfI. HO, KakK TOBOpHJIN
OTIIBI-aCKeThI, BOJa, CBOOOIHO pa3IMBAIOIIAsICSA 10 paBHUHE, HE
nMeeT cBOOOIbI ABUTraThbcsl BBepX. Korma ke ee cBoOomy orpa-
HUYUBAIOT, CTaBd IUVIOTUHY, — Y BOAbI IOABJISACTCA HOo8AsA CBO-
6oma. CBoOoma NBUXEHWsSI B HapaBJI€HUU, KOTOPOE paHbIIIe
OBLIO HEOOCTYITHO.

B HaireM ciydae 3ta cBOOOIA — CBOOOIA JOCTMKECHUS Pe3yiib-
tatoB. CBOOOA BCerna HallTh BpeMsI Ha TO, YTO Xouelllb. B KoHeu-
HOM UTOTre — cBoOoja yrpaBieHus coboil. CBOUM BpeMeHEM.
CBoeii XU3HbIO.

Kak ckazanu Ha onHoM u3 TM-TpeHuHTrOB: «Ha omgHoli yaiiie
BECOB — TBOSI XU3Hb. Ha npyroit — TBOs jeHb. UTO ThI BBIOU-
paelib?»

Oo6paTHas cBA3b

ABTOp OyieT mpu3HaTesIeH 3a Ballli KOMMEHTapUu, JOIOJIHEHUS,
Y TJIaBHOE — 3a Balll JIMYHBIA OIBIT HACTPOUKU TaM-MEHEK-
MeHTa Ha Outlook. Takke ¢ GnarogapHoOCThIO OyieT TMPUHSTA
nHbopmaiusi 000 Bcex BO3MOXHBIX MPpodeiax WU HETOUHOC-
Tax. [lummrte MHe o aapecy info@improvement.ru, 3BOHUTE:
(495) 518-54-15, 950-83-85.



«lIpedcmasvme cebs na mecme Eszenus Onezuna. Xmypoe
nemep6ypeckoe ympo nonedenvuuxa. Ilpocmopnuiil Kabunem,
0y606b1il CMOJI, NOKPBIMbIIL 3ENEHDIM CYKHOM, MANEN0E KOKA-
Hoe kpecno. Yauika xopowezo koe. Bot cmompume Ha 0630pHuiil
KaneHdape Hedenu — 1 MOUHO 3HAeMe, Mo U 8 Kakoll 0eHb 6am

npedcmoum. Ha umo neobxod0umo Haumu epems 0653amenvHo,
d 4110 MONCHO 1 omaoxums. ['de cmoum no6vieame u K Hemy nod-
2omosumscs. B eauem nedenvHom Kpyze ecmv Mecmo U 0ns onpe-
denenHocmu, npedcKkasyemocmu, u — 018 ce0600b1».

1. HegenbHbiN Kpyr

Co3panTte Balle pacnucaHue
C nomoubo Kanenaapa

«MBI XMBEeM B BEJIMKOM Kpyre XXU3HW» — IIOMHUTE MECHIO, KOTO-
pol¥i HauMHaeTCsl U3BECTHBIN MYJbTOWIbM? DTOT BEIUKUI KPYT
JIEJINTCSI HAa HECKOJIBKO 1IMKJIOB — KPYTroB MEHbIIIETo MacliTtada:
JTHEBHOM, HEAESIbHBIN, TOTOBOM.

Korma-to 1aBHO HenenbHBINA KPYT OOJTBIIMHCTBA JIIOAEH OBLI
JIOCTATOYHO YETKO orpenesieH. B BockpeceHbe Uiu cyb00Ty —
0OrocIyXXeHWEe W OTABIX, B HAa3HAUCHHBIE THU — TIOCT, KaXIbIA
BTOPHUK MEKYT MUPOXKKN Y KAXKIBIA YeTBEPT UIYT HA PEKY CTHU-
paThb Genbe. MI3MeHeHMsI eclii U MPOMCXOIWIIN, TO KpaltHe peaKo —
HafnpuMmep, B ceso 3allie] Opoasunii MponoBeIHUK, U Hapoj, Opo-
CHB BCE [IeNa, coOpasicsl Ha TUIOIIAAN €ro MOCTyIIaTh.

Ho tenepp 4enoBek BHITIAT U3 CPETHEBEKOBOTO KPyra XXU3HU, B
KOTOPOM BpeMsI ObUIO YETKO pacpeeSIeHO PETUTAO3HBIM YCTABOM,
TIOPSIIKOM TOPOJICKUX WJTU CEJTBCKUX pabOT, OOBIYAsIMU U TPAAULIV-
saMU. OpUEHTUPBI TOTEPSIIUCh. MHOXECTBO JIIONEH B Hallle BpeMsi
HE XWBET B Kpyre HEAenu, a OEXXUT B HEM, KaK Oelika B KoJece.
B noHenensHUK Takoi yenoBek aymaeT: «CKopee Obl MATHULIA, B
mATHULYY — «boxxe MO, HeyXenu elle ofHa HeAemsl XXKU3HU TTPOo-
1oia?», B BOCKpeceHbe — «DX, OISITh 3aBTpa Ha paboTy».

BHyTpu Hemenu Tipyu 3TOM APUT MOJIHAST HEOTPEIETCHHOCTb.
B msaTHMITY, 32 4ac 40 COBEIIaHMS Y TEHEPATbHOTO AUPEKTOPA, BCIIO-
MMHAETCs, YTO HYXKHO ObUIO MOATOTOBUTH K 3TOMY COBELIAHUIO
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MPOTHO3 0 PETMOHAIBHBIM TMponaxkam. i aToro KpaiiHe He00-
XOIMMO TIEPErOBOPUTDH C TEPPUTOPUATILHBIM MEHEIKEPOM, KOTO-
pHIii, KaK Ha3Jo, B Cpedy yexal B KOMaHAMPOBKY U HEIOCTYIIEH 110
MOOWTBHOMY TeJie(hOHY (ax, ecyii Obl BCTIOMHUTB 00 3TOM JIeJie XOTSI
Obl BO BTOPHUK!..). A MOAYMHEHHbIE 3aEPXKUBAIOT MOATOTOBKY K
BBbICTaBKe, ITOTOMY UTO Bbl HUKaK He MOXETE BBIICIUTh Mapy 4acoB
Ha pa3pelleHre UX BOIpocoB. W apyr obuaesics: crieiralbHO paau
Bac repeHec Mpa3IHOBaHUE JHS POXACHUS CO Cpellbl Ha YeTBepT,
BbI O0elllaiu, 4yTo Oynere, HO MMEHHO Ha 3TO BpeMsl BaXKHBII KITU-
€HT Ha3HauuJI BaM BcTpedy. M Belb OH Mpemynpeaan, YTo «CKo-
pee Bcero, B YeTBEPTr BeuepoM»... B ob11ieM, Hepa3oeprxa 1 3aBall,
Y BalllM AETU TOMHSIT Bac MO CceMeHbIM (oTorpadusim.

Kak ObITh, €c/ii B BallleM HEJACIbHOM KPYTe HET CTOJIb XKeJlaH-
HOMI OIpeAeIeHHOCT! U IpeackadyeMocTu? Kak cymerh mpemyc-
MOTpPETh BCE BaxKHOE, BBIACIUTH BpeMs Ha Bce HEOOXOAUMOE U
MpY 3TOM HAWTU BpeMs Ha TO, YTO XO4eTcs?

Kak ycnetb Ha 6an ¢ locynapem

OcTaBuUM M CPeTHEBEKOBbE, U HAllle CyMaTOILIHOE BpeMsl — Tepe-
HeceMcsl MbICIbI0 B OyarocioBeHHbIN XIX Bek. Boiciiee ob1ie-
CTBO XUBET HACBIIIEHHOW KyJIbTYPHOI U JENI0BOM ku3HbI0. CTpo-
ATCA 2KEJIE3HBIC IOPOI' 1 3aBOIbI. Z[I/Il'lﬂOMaTbl IJIETYT CBOU CE€TU,
yKperisist mo3utinu Poccuiickoii uMnepunt B MUPOBOU MOJIUTUKE.
Ha 6anax obcyxxaaroTcsl MpeMbephbl Orep Y MOCIeIHNE COOBITUS
OOJIBIION eBPOIEMCKON U a3uaTcKoil moauTuku. CTpaHa IpolLiBe-
TaeT. YenoBeky, xenaoiieMy BHOCUTb CBOU BKJIad B oOllee Aeso,
3aHUMATh JOCTOMHOE MECTO B XKM3HU BEJIMKON MMIIEpUU, HEOO-
XOJIMMO MHOTO€ yCIIeBaTh.

Bpemsi v neHbIM TUTAHUPYIOTCS, U TIJIAHUPYIOTCST BAYMYUBO.
ExxeronHo u3namTcs agpec-KajleHJapu C MOJHBIM TepeuHeM
YMHOBHUMKOB OrpeniesieHHoro paHra. [To Kaxaoil mepcoHanm —
KPYT pelIaeMbIX BOIIPOCOB, MTOYTOBBINA aJpec U JdaxXe IeHb UMe-
HUH. anﬂHpI/lHI/IMaTeﬂl/l IUIAaHUPYIOT ITOCTaBKU B CIICLIMAJIbHBIX
KHUTrax. Be[u) KYII€4€CKOE€ CJIOBO TBEPAO, HE IMMOCTaBUIIb TOBAp B

Hedenvrpilt kpye 5

CpPOK — MOTepsielIb penmyTaluuio HaBceraa. Jdambl Ha Oanax 3aHOCSIT
KaBaJIepOB B «KAPTOYKY TAHIIEB» — KOMY OTAaHa KaApWib, KOMY
TOJIOHe3, KoMy Ma3dypka. Hukakoil myTaHULIBI U HEpa3OEepUXU.

IIpenacraBum cebe 3aHSITOrO 4YesioBeKa BBICHIETO CBETa TOTO
BpeMeHU. [TodanTaszupyem HemHoro. Bor, HanpuMep, EBreHuii
OneruH. OHEeruH ToM MoOphwI, Korga TaTbsiHa yxke ckaszajna: «Ho s
JIpyroMy oThaHa, si Oymay BeK eMy BepHa». [IpolineHbl MeTaHus
Y 1IaTaHUSI MOJIOJOCTH: ITyCTOe Oe3ne/ibHOe YOMBaHWE BPEMEHU,
yBJIeUeHUE UACsIMU AeKaOpucToB, myreinectBus... Ceityac Ebre-
HUIA — HavYaJIbHUK JiernapTaMeHTa B MUHUCTepCTBE UHOCTPAH-
HbIX fej1. OH B paclBeTe CWJI U BO3MOXHOCTEU, eMy HpaBUTCS
JIeJio, KOTOPBIM OH 3aHuMaeTcs. [lomunHeHHbIe yBaXaloT ero u
KaK 3HAIOIIETro YeloBeKa, pa3OuparolIerocsi BO BCeX TOHKOCTSIX
BHEIIHEW MOJUTUKU, U KaK JOCTOMHOTO PYKOBOIUTEIS.

Kaxk u npyrum ofsiM ero MosiokeHusl, Bce yCreBaTbh eMy TTOMO-
raeT ajgpec-KajleHIapb, B KOTOPOM paclucaHbl 3HAYMMBbIE JIaThI,
JieJla 1 BCTPEYU Ha TMPEACTOSIIYI0 HENEemo.

ITpencrasbre cedss Ha MecTe EBreHusi. Xmypoe rerepOypr-
CKO€ YyTpO ToHeAebHUKA. [IpocTOpHBIN KaOUHET, TyOOBbI CTOI,
TOKPBITHIN 3€JIEHBIM CYKHOM, TsIXKeJioe KoxkaHoe Kpecio. Yaika
xopoliero koge. Bel cMoTpuTe Ha 0030pHBIN KajleHaaph HEeOeau
(cM. clemyollyo CTpaHUIy) — U TOYHO 3HAeTe, YTO U B KaKOU
JIieHb BaM mpeacTouT. Ha uro HeoOXonuMo HalTu BpeMs 00si3a-
TEJIbHO, @ YTO MOXHO OTJIOXUTb. [Jig CTOUT MOOBIBATh U K YeMY
MOJATOTOBUThCS. B BallieM HeAeJlbHOM Kpyre €CTb MECTO U IS
OTpPEEeIEHHOCTH, TIPEACKA3yeMOCTH, U — JUISI CBOOOIBI.

Ball SIYHbIN HEAENbHBIN KPYyr

YHuBepcallbHOIO <«HEISIBHOTO Kpyra» He CYIIECTBYET: oOIlue
npasujia OoCTaJlMCh B CPpE€AHUX BEKaX, BMECTEC C YIIOPAJOYCH-
HBIM COCJIOBHO-KAaCTOBBIM YKJIaJIOM KM3HMU. Z[aBafITC OIIpeaC/IMM
CBOM MpaBwia U cchopMUPYEM Balll JTUYHBINA 0030pHBIN Tpaduk
Henenu. JInst aToro cHavajla pasfaeiuM Bce Jiejla Ha HECKOJIBKO
OCHOBHBIX TUIIOB.



HepenbHoe
pacnucaHue
EBreHus
OHeruHa

CUHMI UBEeT — XeCcTKHue
BCTPE4M, NPUBA3aHHbIE
K TOYHO onpegeneHHoOMY
MOMEHTY.

3eneHbii — GIOAMKETUPYEMBIE
(nnaeawowme) 3agayu.

KpacHbiii UBET — BamHoe.
Hentbld — nuyHoe.
OpaHxeBbIM LIBETOM

B BEPXHEeW YacTu KaneHgaps

Bbll€/IEHO MHOTOJHEBHOE
cobbiTHe.
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1. 2KecTKHe BCTpeun — Jiejia, UCIIOJTHEHWE KOTOPBIX Ha3Ha-
YeHO Ha 3apaHee onpenesieHHOoe TouHoe BpeMs aHs. Hampumep,
«nsgtHula, ¢ 15.00 go 17.00», «cy66ota, 21.00». Kak mpasuio,
JKECTKUE BCTPEUYM TOAPA3yMEBAIOT JOTOBOPEHHOCTh O TOYHOM
BPEMEHU C KeM-JTM00: BalllUM PYKOBOJUTEIEM, KIUEHTOM, MO/~
YMHEHHBIMU, (pUTHEC-KIyOooM U T.I1. K XKeCTKHUM BCTpedyaM MOTYT
OTHOCUTBCSI, HalIpuMep, TaKue Jea:

— cobecenoBaHME C COMCKaTe/IeM BakaHCUM: yeTsepr, ¢ 17.00
no 18.00;

— MeperoBopkl ¢ KiIueHToM: 25 Mas, 15.00;

— TOXOJ C IeTbMM B TeaTp: cyooota, ¢ 18.00 o 22.00.
KecTtkue BCTpE€YMU B KaJICHOApPE€ MBI 6y£lCM BbIICIATH CUHUM
LIBETOM. Cunuit — LOBET CTPOIoCTU, AMCHUTIIMHBI, YETKOTO MUCITOJI-
HEHUST 00513aTEIbCTB U COOIONEHUST HA3HAYEHHOTO BPeMEHU. *

2. Peryasipubie XeCTKHE BCTPEYH — XKECTKME BCTPEUU, NUMe-
IOLIME CTPOTO OMNPENEICHHYIO0 EpUoAUYHOCTb. Hanpumep:

— IUJIAaHEpKa C MOJYMHEHHBIMU: KAXIbIl TTOHEAEIBHUK C
11.00 mo 12.00;

— TesieoHHAast KOH(MEpeHLIMs ¢ perMOHaMU: Kaxaast Bropasi
cpena B 15.00;

— OacceliH: Kaxable BTOPHUK, 4eTBepr U cyoooTa B 19.00.

* Bee wtiocTpalMy B KHMTe co3laHbl Ha Gase mporpammbl Microsoft Outlook 2007,
coziepaKallieil psii HOBBIX TMOJIE3HBIX «TallM-MeHemkepckux» GyHKuuid. Ho MmockosbKy
Haubosiee pacrpoCcTpaHEeHHOI Bepcueil Ha MOMEHT Bbixoja KHuUTHU siisiercst Outlook
2003, oTIMYMSI ITUX IBYX BEPCHii KOMMEHTHUPYIOTCSI TaM, IIe 9TO HEOOXOIMUMO.

HedenvHbti Kpy2 19

IMoBTOpAIOIIMECS BCTpedUu yOAOOHBI TeM, 4To B Outlook mx
MOXHO 3allJIaHMPOBATh BCero oAuH pa3. OH aBTOMaTUYeCKU
paccTaBUT UX 1O BCceM OyaylIMM HeaeasiM Balllero KajleH-
napsi. OTKpbIBasi KajeHIapb B MOHEAEAbHUK, Bbl yXX€ YBU-
JIUTE KITIOUeBblE TIPENCTOSIIME JieSla, CO3AMIINe KOCTIK Hele-
abHOTrO Kpyra. IToBropsiromuecss Bctpeun B Outlook oTiu-
YaloTCs CMElMabHBIM 3HAYKOM — KPYTOBBIMM CTpeJIKaMU B
npaBoM HUXHeM yriy Bctpeuu (B Outlook 2003 — B jieBOM
BEpXHEM YIIy).

14 nonedeisrux
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3. MHoroaHeBHbIE COOBITHS — TTPOIOIKAIOIINECS HECKOJIBKO
JHE U He TpeOyIollMe Ballero JMYHOIO yU4acTUsl B CTPOTO OIlpe-
JnejaeHHoe BpeMsi. Hampumep:

— BBICTaBKa: HEIJIOXO ObI MOCETUTH, HO HEC IPUHIUITUAJIBHO,
B KaKOU IEHb U B KaKOeE BpEM;

— KOMaHAMPOBKa: HYXXHO 3apaHee UMETh B BUIY;

— OTIIYCK KOJUIETH: 3HaeM, YTO HE CMOXEM B 3TO BpeMs K
HeMy oOpallaThCs.
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B Outlook Takue coOBITUSI M300paXkaroTCsl TOPU3OHTATbHBIMU
MoJI0caMM B BepXHeii yacTu KaneHnapsi. Hanpumep, «MacieHuua
B Ilereprode» y EBrenust Onernna. He mepenyraenib ¢ 3KeCTKO
3aIUIAHUPOBAHHBIMM JIeJIaMU, HO U He 3a0yelllb.
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4. I'wbKue» 3amaum — Jeyia, He UMEIOIIME XECTKO Orpee-
JIEHHOTO MOMEHTa BbINoJIHeHUs1. Hanmpumep:

— YTOUYHMUTH MECTO MPOBEASHUS TTIePErOBOPOB; CETOIHS;

— NPOKOHTPOJIMPOBATH MMOATOTOBKY K COBETY IMPEKTOPOB:
K 15 mag;

— H3YYUTb KOMMEPUYCCKUEC MPCATOKEHUA ITOCTAaBIIMKOB:
JO KOHIIa MecAdlia.

ITpu 3TOM «TMOKKE» He O3HAYaeT «He MMEIOLIUE CPOKa UCITOJI-
HEHMSI» WM «HEBaxKHbIE». 3ajadya MOXET MMETh CPOK MCIIOJIHE-
HUs; Oojiee TOro, OHa MOXET OBIThb ropsiieii, HeoTinoxHoi. Ho
y Hee HET YeTKOI MPUBSI3KU KO BPEMEHU, €€ MOXHO CIC/IaThb U B
11.00, u B 13.50 — B 110060€ BpeMs THS.

B Outlook Takue 3agaum oToOpaxaroTcsl clipaBa OT KaJieH-
napsi, B maHeJu 3agad (o0 Heil MoimeT pedb B CIEOyIOIeH IiaBe).
Ecnu y 3apaun yctaHOBJIEH cpok ucrojHeHus1 — B Outlook 2007
OHa OTOOpaXkaeTcsl TaKXKe ITOJ COOTBETCTBYIOLIMM JHEM KaJleH-
maps (3TO OlHA M3 caMbIX Moje3HbIX HoBauuii B Outlook 2007
no cpaBHeHuio ¢ 2003).

3 06 i RABMMEHAMOMY | | Tonuapoesix

iEa.nj I
! | I
|

Moxssmeats 3asaum ne: Cpox

Nocrasurs 3agavm A, uHNTE, fiyger AN ¥ | Neae6pars nogreep.. N

AOKYMEHT O Ld | | NperetpasnpoBaTs., \
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5. BrogxkeTupyemblie («IJjiaBaloniyde») 3aJa4yd — Jejia, He UMe-
JOIIME XXECTKOTO CPOKa BHITTOJIHEHMSI, HO TPEOYIOIIME BbIACICHUS
HeKoToporo 0roakera BpeMeHu. Hanpumep:

— TIOArOTOBUTH OTUET — ITOTpedyeTcs 2—3 vaca;
— chenaTh clalabl K Mpe3eHTallMu — MOTPeOyeTcs OKOJIO
yaca;

— HaIMcaTh CTaTbl0 — HEoOXOoAMMO 2 4Yaca.

Ecnu 3apavya He O4eHb CpOYHAsI MJIM CpOYHasi, HO TpeOyeT
HeOOIbIIOTO BpeMeH!U (KpaTKUii Tee(OHHBINM 3BOHOK), MbI 3aITH-
ChIBaeM ee Kak rudokyiwoo, B «3amaun». Eciam ke 3amada TpeOyeT
3aMETHOTO pecypca BpeMeHHU (Oosblile yaca) U MPpU 3TOM SIBJISI-
€TCsl JOCTaTOYHO CPOYHOM, ee IOJIe3HO 3aHEeCTU B KajeHIaph B
KadecTBe OromkeTupyemMoii. Takum oOpa3oM, MBI CMOXEM YBH-
IIeTh, XBaTaeT JIU HAaM BPEeMEHH Ha €€ MCIOJHEHUE, PEaTUCTUYHO
JIM pacripelesieH Hall padbouuii geHb. YToObI OTIMYUTH OIOmMKe-
TUpPyEeMbIe 3aJayi OT XKECTKUX BCTped, OyIeM BBIAC/ISATH MX 3eje-
HBIM 1IBETOM.
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[InaHKMpOBaHME Helenu B «KaleHmape»

Tenepb nepeHeceM HalllM XECTKUE, «MHOTOIHEBHBIC» 1 OHOIXKe-
TupyeMbie aeja B Outlook. AnroputM npoct. CHavaia HaCTPOUM
Kanenmapp Tak, 4ToObI C HUM OBLIO YIOOHO padOTaTh:
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1. B oGnact nepexofioB B SIEBOWM 4acTV dKpaHa HaXMUTE KHOMKY «KaneH-
napb».

—« Nowra
_.‘3 Kanenaape

[ T

Qj 3apaun

2. Ha navenu 3apay Beibepute nyHKT «Hepens». Kanenpapb npriobpetet
Takon xe BuA, kak y EBreHns OHerwHa: no ropusoHTanu - AHu, No Bep-

TUKann - 4achbl.

Cepsuc  [edctemn  Cnpaska

oo L i
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| € (3 17 - 21 mapra 1836

O6patute BHUMaHMe, 4to B Outlook 2003 310 MeHI0 Ha maHenu 3agad, ne-
pekntoyarolee npeactasneHns Kanenpapsi, BbIrsaMT HECKOSIbKO UHAYe:

| j AetHs [‘ij Paboyag Heaenn | j Heaepa 3_1] Mecsu |

3. Bo3bmute MbIwKOW npaBbii kpar okHa Outlook n BbITAHUTE NaHesb
3apay. Hap Hell nosiBUTCA ManeHbkWid KaneHgapb Ha ABa Gnvkanmx
Mecsita. Knukas Ha HEM MBbILLKOW, Bbl MOXETE MEepexoauTb B HYXHYIO BaM

Heneno.
u yo Hegeno () 1 || Cnucox gen

Mapr 1835 Anpens 1836
Do necsncas NeLanca
1 23 458 1 33
7.8 910 11 12 13 4 367 8 910
ooy — 114 15 96 17 18 15 2 1121314 15 15 17
N8 Ns%T 1819204 2253
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AHOE AGBAHAT 3nemenT Sagaval

ol Farvasnminr Wik iedwrimisram « €1
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4. B meHto Cepsuc / MapameTpbl Ha Bknagke «HacTpoirku» CHUMUTE ranou-
Ky y cnoB «HanomuHaHue: 15 MUHyT». 3TO HyXHO Ais TOro, 4Tobbl Bac He
YTOMISIM HAanoMyHaHust 060 BCex 6e3 WCKIIIOHYEHWSI BCTpeyax.

Cepeuc [Mevicews (npaska

e s

HacTrpoWkn | Hactpoika nouts | Coo6uerue | Opporpadma | JoNOAHATENLHD

INEKTPOHHAA NOYTa
s Msmexenwe cnocoba obpaboTik v npeacTasnenka coobeHn,
HewenaTeneHaa noyTa. .,

KaneHaapb
HacTpofica Bnaa KaneHaapa.

[ HanommHarme:

Ter[epb COo3JaauM IEPBLIE HECKOJILKO BCTPEY.
1. BblOoenuMrte MbILKON B HYXXHOM [HE KanenHOaps BPeMsi, HasHayeHHoe O/ist

BCTpEYM.

2. Ha nony4mBLueMCS TEMHOM MPSIMOYTOSIbHUKE KIMKHUTE MPABOW KHOMKOW
MbILLM 1 BbIOEpUTE B MeHiO «Co3aatb BCTpedy».
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;73 Cosiats BCTpety

Co3paTh COBBITHE Ha Lientit gekb

] cosnats npurnawenine Ha cobpanme

{8 Co3aate nosropmolyieca BCTpeuy
Co3aaTh NOBTOPAIDLIEECA COBRITHE

i Cosgate NosTopAKlEsca cobpaHme

Ceroans
| Mepegtin k gate...
Apyrve HacTponkn,,,

MsmeHWTs Tekywee npegcrasaeqmne..,

AsTodopmar..

-
Benocem
FaTynka

3. B okHe cosgaHus BCTpeuu BNvMTE B none «Tema» ee HasBaHue
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O6patnte BHMMaHue Ha To, 4to B Outlook 2003 OkHO CO34aHUs BCTPEYU

BbIMNAONT HECKOJIbKO MHa4e:

e Ccu:aaurh oTueT aiA fle naprame HTa No HTOraM Beceam ¢ nocom - Becrpeua

= gk Gopuar  Cepewe  fefcran Crpaska.
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Bce, 4to MOXHO OenaTb cO BCTpedeit, B 0benx Bepcusix Outlook noxoxe,
B Bepcun 2007 vb U3MEHWICS OM3aiH M PACMONOXEHNE YNPaBASIOLLMX
KHOMOK.

4. HaxaB Ha KkHOMKy «Bbibpatb kaTteropuio», BoibepuTe st XECTKOW BCTPEYM
CUHIOK KaTeropuio (KecTko MpUBSI3aHHbIE KO BPEMEHW), Os MNaBaloLen -
3enieHylo (GlomKeTMpyemble).

€|l Bk iHey Opdorpadpn

L ’!;—, BuSpaTh KaTEropHio *] g
n

=

BlogweTnpyembie

T

Beceqnl C NOCAOM BaxHo

T

XKentas KaTeropms

= = KECTKD NPUBAIAHHEIE K BPEMEHH E
e [ Lenwii geHs Nunosas kaTeropua
w

OpaHxesan KaTeropms

Bee kateropmu.,,

O6patnte BHMMaHMe, 4to B Outlook 2007 vcyesno noHstve «MeTka», KoTopoe
mcnonb3yetcs B Outlook 2003, 1 UBET Tenepb UMEKT CaMn KaTeropumn (3to
BaXHOe HoBLUECTBO). B Bepcum 2003 uget BbibupaeTca B none «Metka»
OKHa C030aHnsl BCTPEYM.

wacTHvcos | 1

1Taras Geceasl c rocnom

v | Mezra: | ] BIOAKETURYEMBE v

D HeT

n BawHo

W ECTHOE MNAHMPOBAHVE
[ sloaxemPyEmbE

B Outlook 2003 MOXHO Ha3HauYWTb CBOM COOCTBEHHblE Ha3BaHUSI METOK.
310 penaetcs B meHio [paeka / MeTtka / M3MeHWUTb MeTKu.
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5. Ecnm BCTpeya NOBTOPSAIOLLAACSH - HAXMUTE KHOMKY «[1OBTOpeHne» n B
MOSABUBLLEMCSI MEHIO 3aaNTe HYXHYIO PerynsapHOCTb. Hanpumep, «kaxabie
NOHEeOENbHUK 1 HYeTBEP».

=l £ ¥ NosTope &
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ACOBME M0Aca
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6. YTo0bl CO3aaTb MHOrOAHEBHOE COOLITUE, BbIAENUTE MbILLKOM BPEMS HE
Ha Kanenpape, a Ha ronybon (B Bepcum 2003 - cepoii) nonoce Hag, HAM.
KnukHuTE Ha BbIAENEHHOW NOMOCEe NPAaBON KHOMKOW MbIUM U BbibepuTe B
KOHTEKCTHOM MeHI0 «Co3aaTb BCTPEUy>.

7. Y4T00blI N3MEHUTbL NPOAOSIKUTENBHOCTb BCTPEUYN, BEpPUTE €€ MBbILLIKOM 3a
HUXXHUIA NN BEPXHWI Kpal 1, ABUras Kpan, YamMHANTE Uav ykopadmsamte
BPEMSABCTPEUN.

8. YT0obObl NepeHecTn BCTPeYy, BO3bLMUTE ee MbILLKOI 3a NEBbI Kpaii 1 ne-
peTawmTe Ha HYXXHbIN OEHb N HY>XKHOE BPEMSI.

OcBoeHUE JIEKTPOHHOTO TIJIAHMPOBAHUS TPEOYET HEKOTOPHIX
ycunuii. Benp mvicaTe Ha Oymare Hac y4yuiu C IE€TCTBa, a pabo-
TaTh Ha KOMIIBIOTEPE MBI CTATW B OoJjiee To3nHeM Bo3pacte. Ho,
C JIpYroil CTOPOHBI, KaXI0€ U3MEHEHHE B OyMaKHOM €XeTHEB-
HUKE — 3TO BblYEepKUBaHUE U MepenuchiBaHue. B Outlook Ha
JII00bIE U3BMEHEHUST OOCTOSITENTbCTB MOXHO PEarupoBaTh MIHO-
BEHHO, MPOCTO MEePEABMHYB COOTBETCTBYIOLIME BCTPEUM.
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I'IpaBl/lna NnNaHNpPoBaHUA HEOENN

C paszgenom «KaneHgapb» HY>KHO paboTaTh €XEeIHEBHO. YTPOM
MpocMaTpUBaiTe CIUCOK MMOKKX 3a/1a4 B MaHEIW 3afad crpasa
OT KaJieHAapsl (00 3TOM CIUCKE MbI TOTOBOPUM B CIEOYIOLIEH
m1ase). Ecim Kakasi-To U3 HUX cTajia TOCTaTOYHO CPOYHOU U Tpe-
OyeT He MeHee Yaca Ha BHITIOJTHEHUE — CO3[aBaiiTe BMECTO THO-
KOH 3a1auyu OIOIKETUPYEMYIO («ILJIaBarOLIYIO»).

3aKoHUYUB J11000€ KPYMHOE Oe10, 3arisabiBaiite B «KaneH-
napb». Bel yBUIMTE MPUOAMKAOIIKUECS XECTKUE BCTPEUU WIU
«TJTaBalollve» 3aJayd U OMpeAesuTe, 4YeM ceiuac I1eecoo0-
pa3HO 3aHSThCS.

3aHuUMaliTe XeCTKUMU BCTpEYaMU U TJIABAIOIIMMU 33Ja4aMu
He 6onee 60% pabouero nHs. He menee 40% HOKHO OCTaBaThCS
Ha pa3U4YHble HEMPEIBUICHHBIE OOCTOSITETLCTBA — U BHYTPEH-
HUE, U BHEILIHUE.

Ecnu BB 1OCTATOYHO YacToO MOKUJAeTe paboyee MecTo, HE0O-
XOIMMO MOOECTIOKOUTHCS O «MOOWJIBHOW BepCcUW» KaJleHAAps.
Hactpoiite cunxpoHuzanumo Outlook ¢ kKajmeHaapeMm Balllero
MOOWJIBHOTO TeJlepoHA — ceifyac 3TO yMEIoT AefaTh OOJbIINH-
CTBO MPUJIMYHBIX MOJENEl TeslehOHOB, HE TOBOPS YK€ O CMap-
ThoHAX 1 KOMMYHUKATOpaXx.

Jlpyroii BapyaHT — pacIieuarbiBaiite pacnucanue u3 Outlook
Ha juct 6ymaru ¢opmata A4 umu AS. Outlook mo3BoJisieT mocra-
TOYHO T'MOKO HacTpauBaTh BWA paclieyaTbiBaéMOro JOKYMEHTa.
Hanpumep, kakue THU Bbl XOTUTE B HEM BUIIETh; HYXKEH JIU BaM
TOJIbKO KaJeHAapb WM KaJeHIapb BMECTE C TMaHEbIO 3a1ay;
HYXXHO JIU MECTO JUIsl [IOMETOK B TeUeHUe AHS U T.I. Bot, Hampu-
Mep, KakK BBITJISIIUT TIPY BbIIaYe HA MeYaTh KaJeHIAPh HEJEIU C
JIO0ABJIEHHON CIpaBa TMaHEbIO 3a/1ay.
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Kak Ha3blBaTb BCTPEUN

CosznaBasi BCTpeUM U «IUIABAIOIIME» 3a1adyi, MPUAECPXKUBANTEChH
CTPOTO OIpeAeIcHHOM crcTeMbl o0o3HadeHmii. Outlook — upe3s-
BBIYAITHO aKKYPAaTHBIA M MCITOJTHUTEIBHBIA CeKpeTaph-pedepeHT.
Ho npu ogHOM ycnoBuM: eciiu pa3roBapvMBaTh C HUM Ha SI3BIKE,
KOTOPBII OH CITOCOOEH ITOHMUMATh.

Bce dhopmMynmnpoBKU DOKHBI HAYMHATBCS C OMPENeIeHHOIO
KJIIOYEeBOTO CJIOBA, BCEraa B MMEHMTEJbHOM manmexe. KimoueBoe
CJIOBO OTAEJISIECTCS IBOETOUYMEM; TIOC/IE ABOETOUYMSI MOXHO M00a-
BUTH MMOIPOOHOCTH, CBI3aHHBIC C 3aINTAaHMPOBAHHOM BCTpEYEH.
Hampuwmep:

OOGbI4HbI A3bIK: S13bik oOweHns ¢ Outlook:

BcTpeya ¢ MeTpoebiM no nosogy  [eTpos: 3apnnarta: cornacoearb

MOBbILLIEHMS 3apnaThl noBbiLLEeHne

MpeseHTauus B «<beta-nnavHr»  MeHuke: Beta-nnauHr: NnpeacTasnTb
o npoekTy «DeHnKC» npoeKkT

MoexaTb B TPEHaXKEpPHbIN 3an 340p0BLE: TPEHAXEPHbIV 3as

Takast cuctemMa Hy>KHa JIJ1sI TIOVMCKa TT0 KITIOYeBBIM ci1oBaM. Hampu-
Mep, Bbl XOTUTE Y3HaTh, CKOJILKO BPEMEHHM BbI TPAaTUTE Ha OOIIIe-
HUe ¢ mogunHeHHBIM [leTpoBeiM. WM B cityyae KaKoro-To criopa
BaM HY>XHO BOCCTAaHOBUTb MCTOPHMIO B3aMMOOTHOIIIeHUI. B okHe
noucka B «KaneHgape» BB BBoAWTE KimodeBoe ciioBo «IleTpos:»
M TIoJTy4yaeTe BRIOOPKY BCEX BCTPEY, KOTOPHIE OB C 3TUM YeJIO-
BEKOM CBSI3aHBI.

OOparuTe BHUMaHUE Ha TBOETOUYME B KITIOUYEBBIX CJIOBAX — OHO
HYXHO, 4YTOOBI MOMCK BBIIaBaJl TOJbKO T€ BCTPEYM, IAE CIOBO
«[leTpoB:» MCMONB30BAaHO KaK KJIIOYEBOE, a HE T€, B KOTOPBIX
MPOCTO TIPUCYTCTBYIOT cioBa «IlerpoB», «IlerpoBckmii», «Iler-
POBKa» M T.II.

AHaJIOTUYHO BBl MOXETE IMOJIYIUTh KapTUHY BCEX IMPOIILIBIX
U OyaylIux BCTped nmo npoekry «PDeHuKc:», KaueHTy «bera-
JIU3WHT:», MO Balllei JTUYHON KITI0YeBOM 001acT «3mopo-
Bhe:» MM «CeMbs:», «X000m:» 1 np. OOZHO M3 caMbIX BaXKHBIX
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NPEMMYIICCTB SJICKTPOHHOI'O INIAaHWPOBAHUA TICPEL 6YMEDKHIJIMI

BbI I10JTy4ae€Te Ol‘pOMHLII‘/JI MacCcCuB OAaHHBIX OJId aHaJu3a U TOY-
HOIro rifOHMMaHus, Ha 4YTO p€aJIbHO TPaTUTCs Balll€ BPpEM:I.

[nsi Toro 4to0bl HaviTn B KaneHgape BCTpe4n No kio4eBomy crioy, B Outlook
2007 npocTo BBEAUTE HY>XXKHOE CIOBO B COOTBETCTBYIOLLEE MONIE N HAXKMUTE
1M300paxeHve nynbl cnpasa:

JeHe Heaenn Mecry & MoxasuiBath pabouy Hedeno
% 17 - 21 mapra 1836

B Outlook 2003 nocnenoBaTenbHOCTb AENCTBUN YyTb CIOXHEE.

1. Haxmute KHOMKy «Haitn» Ha naHenn MHCTPYMEHTOB.

‘ﬂﬁaﬁr_wuaaﬁeﬂenﬁ ‘T1Heaesa 31]Mecsu RJ’H&E:“

2. BeeauTe KOYEBOE CJIOBO HYXHbIX BaM BCTPeY B nose «[1pocMOoTpeTh».

| MpotHOTPETH! * Wekate B Kanenaape Harith

3. Haxmute «Haiitn».

4. Y100b!I 3aTEM BEPHYTBLCH B OOLIMHOE OKHO KaneHaaps, HakMuTe «O4nCTUTb».

[IONesHOCTN OZNA PYKOBOZUTENA

I'maBHOE MpenMyIIecTBO MpU nepexoae ¢ Oymarn Ha Microsoft
Outlook misg koMaHAHOW paboThl — OoJsiee BbICOKAs yIpaBJIsi-
€MOCTbh MPU MEHBIIUX 3aTpaTax cui. Hampumep, ¢ moMoOIIbIO
KajneHgapeit B Microsoft Outlook 2007 BBl MoXere:

— COBMeIIaTh Ha OMHOM 3KpaHe KaJeHIapH HECKOJIbKUX
BalllMX COTPYAHUKOB. DTO YIOOHO IS IJIAHUPOBAHUS U
CpaBHEHMSI MX peaIbHOM 3arpy3KH, U ellle — JJIsl CpaBHe-
HMS TUTaHa ¢ (haKTOM;

Hedenvnpini kKpye 1

— aBTOMAaTUYECKU, C MOMOUIbIO CMEIUATBHO HACTPOCH-
HOTO MOJIb30BaTEIbLCKOTO MPEACTaBIEHUsI, 0TOOPATh BCE
BCTPEYU COTPYAHUKA MO KAKOMY-JIMOO MPOEKTY, HAarpaB-
JIEHUI0, 00J1acTU fiesiTeibHOCTA. CKOMMPOBATh 3T BCTPEUU
B Excel u npoananu3npoBaTh KOIMYECTBEHHO: HAIPUMED,
y3HaTh, CKOJIbKO BpeMEHW MEHeIKephl 110 Mpoaaxkam Tpa-
TST Ha OOIIIEHUE C KJTMEHTaMM, a CKOJTbKO — Ha OyMaxkHYIO
paborty;

— BUAETh KaJeHmapu APYT apyra (ecjM B KOMIIAHUM €CTh
Exchange-cepBep), aBTOMaTHYeCKU IJIAaHKUPOBATh COBE-
IIAHKS, B TOM YUCIIE C YYETOM PECYPCOB (ITEPErOBOPHBIX,
MYJIbTUMEANA-TTPOSKTOPOB U T.I1.).

Kpatkue ntoru

1. Pazmenute 3amauu Ha TMOKHUE, XXECTKUE, OIOIXETUPYe-
MBE.

2. HCHOHBSyﬁTC TTOBTOPAIOIIMECS BCTPEYU 1 MHOT'OOHECBHBIC

COOBITHUS.

3. BHocure xxecTkue u 6IOIDKCTI/IpyeMBIC 3aJa4yy B KaJICHIaphb,
rubKue — B IMaHeb 3aga4 CIipaBa OT KaJICHOaps:.

4. 2KecTkue BbIIEISINATE CUHUM LIBETOM, OIOKETUpPYyEeMble —

3CJICHLIM.

5. OcTaBisiiTe Tocjie MJIaHUPOBAHUS U OIOMKETUPOBAHMS
He MeHee 40% BpeMeHHM B pe3epBse.

6. 3arnsgpiBaiiTe B KajleHIaph HECKOJIBKO pa3 B IeHb, KOpP-
PEKTUPYS IUIAHBI B 3aBUCUMOCTH OT OOCTOSITEILCTB.

7. Tlpu paboTe BHe o(rica CHHXPOHU3UPYUTE KajleHAaphb
¢ MOOWJIBHBIM Tesie(hOHOM WJIM pacliedyaTbiBaliTe ero Ha
nucte A4 um AS.

8. CospaBas BCTpEYH, I/ICHOJIIJSYﬁTC TOYHO OIIPECACICHHLIC
KITIOYEBLIC CJI0OBA IJIA KaXKIO0T0 IMPOCKTa U HaIlpaBJICHUA.



«ImoGet kaxdviii denv Gbin BepuiUHOL, He MePARCA & uepede
npoCIbLX GYOHel, He 0cMasancs wepHoil Jvipoii 8 UCMOPUU Batuetl
HUIHU — HAD IMUM OHEM HYIHO MuyamensHo pabomams.

Iodo6ro cxynenmopy nad envi6oil mpamopa, yoaname 6ce aAuui-
Hee, NPOABHAS eOUHCINBEHHO BAICHOE,

2. BbiCcLLIaA TOYKA }XU3HU

O6ycTpouTe Balll 1eHb
C NOMOLLbIO pasfena «3agayn»

CpenoTtoume Halleil XU3HU, TO «IIPOCTPAHCTBO», B KOTOPOM OHA
peaJibHO MPOTEKaeT, — 3TO Hall JeHb. [Ipockinasich yTpoM, MbI
He 3HaeM: OYIET JIM 3TOT JeHb CaMbIM OOBIYHBIM, 3aYPSITHBIM?
A MOXeT ObITh, UMEHHO CETOJHSIIIHUYN IeHb OKaXETCSI CaMbIM
[JIaBHBIM B Halllei XU3HU?

JlpeBHUME TpeKU MUCAIU Ha MOTWJIaX HE JIBE JaThl, POXICHUS U
CMEpTH, KaK Mbl, a ofHy. JlaTy BBICIIE TOUKM KU3HU YeJIOBEKa,
JIEHb €r0 BBICILIETO JOCTVDKEeHUs. st MOIKOBOMIIA 3TO, BO3MOXHO,
JIEHb €ro BeJnvaiiieil OUTBbI; 17151 MO3Ta — JEeHb MEepBOU MocTa-
HOBKWU €TO0 JIy4ylllell Tparequu. ¥ 3TOi TOYKU ObLIO CIelMaTbHOe
Ha3BaHUE — «aKMe», B OYKBaJIbHOM 3HAUEHUU <«BEPILIUHA».

Berperute v BBl B HACTYMAIOUIEM JHE TJIAaBHOTO /ISl Bac 4Yesio-
Beka? YBUOWTE JIU IJIaBHYIO B Ballleil XXWU3HU YIbIOKY? Y CIIbIMTe
JIM caMyl0-CaMylo JIyYlIylo B Ballleil KU3HU MY3bIKYy?

DTO 3aBUCUT TOJbKO OT Bac. UTOOBI KaXIblii eHb ObUT BEP-
IIMHOM, HE TepsiIics B yepene MPOCThIX OyaHEU, He ocTaBalics
YEepHOI ABIPOM B MCTOPUM BalllE XXKU3HU — Hal 3TUM JHEM
HYXHO TIIATebHO paboTaTh. [10M0OHO CKYIBITOPY Haja TIJIbI-
0oit Mpamopa, ynansTh BCe JIUIIHEE, MPOSBIsS eIUHCTBEHHO
BaxkKHOE.
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Mepeiitn PyOuKoH...

Bcs coBpemeHHast IMBUIM3ALIUS IPOYHO CTOUT HA OCHOBE, 3aJ10-
XeHHoi PumMckoit umnepueii. MHorve eBporneifckue si3biku —
HacCJIeAHUKU JIaTbIHU. MHOTHEe pacnpocTpaHeHHbIe IPUDTHI,
KOTOPBIMU HamedaTaHbl Halld KHUTU, — JaJbHUE POJACTBEH-
Huku Capitalis Quadrata, KJaccu4eckoro puMCcKOTo Hauep-
taHus. ['paxxgaHckuit KoJgekc, Ha OCHOBE KOTOPOTO COCTaB-
JIEH JTII000 HaIll JOTOBOP, — MOTOMOK YEKaHHBIX (hOpMYJT PUM-
CKOro mpasna.

CrepxHeBoe, cUcTeMoo0pa3yollee BpeMs 1t Puma — mepe-
X0 OT pecnyonuku K umiepun. Kmouesast purypa — Tait FOmuii
Lle3app, mobumerr Mapca u BeHepsl, BeJTUKUIT OJKOBOAECL, XapU3-
MaTUYHBII opaTtop. OOUH U3 BaxKHEHIIMX JHEH ero XKM3Hu — 12
sHBaps 49 rona no Poxnecta XpucTona.

B atot nens Le3aps ¢ XIII nernoHoMm mepexoaut peky Pyou-
KOH, OTAEJISIBILIYIO €r0 IMTPOBUHLIMIO OT MTaivu, u 3aHUMaeT ropos
ApumuH. TeM cambIM mpoliieHa «ToykKa HeBo3BpaTa». Hapac-
TaBlllasi HAMPSIKEHHOCTh B OTHOIIIeHUsIX ¢ [TommieeM u ceHaTtoM
nepecTayiia ObITh HATPSIKEHHOCThIO U cTaja — BOWHOU. I'paxk-
JAHCKOI BOMHOM, B KoTopoit Lle3apio cyxxaeHO ObUIO MOOeAUTh
M HayaThb CTPOUTEILCTBO MOHAPXUU.

Kak Ile3app roroBun 31oT AeHb? IIpeacTtaBum ero BeyepoM,
Mocjie BOEHHOTO COBETa, Ha KOTOPOM IMPUHSATO OKOHYATEJIbHOE
pewenue. «Ilepeiitu PyOukoH» — 3TO JIerKo cKa3aTh, HO HEJIETKO
ocyuiecTBUTh. Jlarepbp Bokpyr yxe crnuT. Cyapba 3TUX JIoaei
3aBucuT oT lle3aps, oT ero 3aBTpallHUX pacropsikeHuit. OT
MHOXKECTBa KPYIMHBIX U MEJIKMX JIeJI, KOTOpbIe HEeJlb3s YITyCTUTD
13 BULY.

Ho Pum Hemapom ciiaBUTCS MOPSIIKOM, a PUMCKHUE MOJKO-
BOJILIBI — TOYHBIM pacuyeToM. [epon3m pUMCKUX COJIIaT He Tpe-
BOCXOJIUT reporsma ppaHKoOB, rajuios, cakcoB. Ho pumckue con-
JaThl CITOCOOHBI JIeHCTBOBATh CTPOMHBIMU KOTOpPTaMM, a Bap-
Bapbl YMEIOT HaIMaaaTh JUIIb Tojroi. KHs3bs1 BapBapoB Haje-
I0TCSI Ha MOILb CBOMX TUIEMEH; PUMCKUIA TIOJIKOBOJIEI] MOJIaraeTcst

Boiciuad m

Ha TOYHOE 3HAaHUE: CKOJIbKO BOMCKA HYXHO TSI OCallbl, CKOJIbKO
MpOBUAHTA TpeOyeTcs AJIs1 COMIAT, KaKOi IIMPUHBI CIeIyeT CTPO-
WUTh IOPOTU, YTOOBI MOABO3 MPOBUAHTA ObLUT OecriepeOOHBIM.

Ilepen Lle3apem — BollieHast TabJIM4YKa, HA KOTOPOil OOBIYHO
Jenanich padoume 3ameTku. Kak M Bcex Apyrux 4jeHOB apuc-
TOKPAaTUYECKUX POIOB, €ro C JETCTBa BOCIIUTHIBAIN B KYJIBType
MMCBMEHHOTO cJioBa. [103TOMy, 00IyMBbIBasI 3aBTpAIIHUI AEHb, OH
TIPUBBIYHOU pyKoil aenaer 3ameTku. HeoOXxomuMbIx en MHOTO,
WX CTOUT pa3ieuThb MO CMBICTY, YTOObI BCIIOMHUTh O HYKHOM
B HY>XHOE BpeMsl.

Boiicko 1 monKOBOALBL: MOAHATH 00EBOI AyX, ITO0OEILATh 1IIe/-
pble Harpaibl, ObITh B MepY TPO3HBIM U B MEpY NMPUBETIUBbBIM...
PasznaTh ykazaHus1, pacnpeaeauTb KOTOPThl, He 3a0bITh O MPOBU-
aHTe, OPYXUM, TIPUCIIOCOOJICHUSIX ISl TIepeTpaBhl...

ITpoTBHUKU: UCKYyCHO JaBUpoBaTh Mexay [lommneem u ceHa-
TOM, TOOUTBCS OT CeHaTa IpeKpalleHUs MOOUIM3AalMU BOMCK
ITomries1, BepOOBaTh CTOPOHHUKOB, CCOPUTH BparoB, HacCTpau-
BaTh OOIIECTBEHHOE MHEHUE B CBOIO MOJIb3Y...

Coro3HUKMU... [ambckue Boxau... T'opona, KOTopble Hy>KHO 3aBO-
eBaTh... W eme — mpomomkaTh «3aluCcKU O TaJIJIbCKOM BOMHE»,
CTOJIb BaxkKHbIE 151 momnysipHocTi B Pume. He 3a0bITh 0 XeHe,
KanbrmypHuu, yroMJieHHON M3MEHAMU, UYbe pacroiokKeHUe BaXKHO
HE TePSITh...

I'maBHBIE 3amayM Ha 3aBTpalllHUN JAeHb BBIMUCHIBAIOTCS
OTaeNbHO, TIon, Liudpoii 1. Bee octanbHOe pa3duBaeTcs Mo CMBICY.
Ilepen oOlieHreM ¢ BoeHayaJlbHUKAMU HEOOXOAUMO OyaeT Mmpo-
CMOTpeTh pazaen «Boiicko»; mepen OTChUIKOM T'OHIIOB C MOpyYe-
HUSIMU — pazaeibl «[IpotuBHUKN» U «COI03HUKW». 3aBTpalllHUI
neHb Jiexxut nepen Llesapem kak Ha lagoHu. Kak kapta cTpaHbl,
KOTOpasi BCKope OyneT 3aBoeBaHa. Kak ripiba Mpamopa mepen
CKYJIBIITOPOM, KOTOPBIM yXe 3HaeT, YTO HYXHO JeaTh, YTOObI
TIOTYYUJICS TIIeNIEBP.
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BaLwum nnyHbIE KOHTEKCTHI

«IInaHupoBaTh IeHb» HE O3HAYAET «XKECTKO pacIUCcaTh €ro 1o
MuHyTam». OOYCTPONCTBO JHSI BKITIOYAET U KECTKUE 3JIEMEHTHI,
TUTAaHWpYEMbIE B KaJleHIape, U TUOKWe, KOTOpble TTOMEIIAIOTCS B
maHeJb 3a1a4. Eciv BBl He TOM-MeHEeKep BBICOKOTO YPOBHSI, Yeit
JIeHb COCTOMT B OCHOBHOM M3 BCTpEY, TO XKECTKHUX 3a1ay y Bac
CcKopee BCero cpaBHUTENbHO HeMHOro. OCHOBHYIO MaccCy COCTaB-
JISIIOT TUOKME: UX HEOOXOAMMO CeNaTh CErOHs, HO He TPUHLIU-
MUaJIbHO, B KAKOE UMEHHO BpeMsl.

YTo0Obl JeHb MPOIIET JIOTUYHO U HACHIIIEHHO, pa3leuM BCe
3a/la4M Ha HECKOJIbKO cMbIcioBbix rpymi. s Llesapst takue
rpymnnbl — Boiicko, Coro3Huku, I1potuBHukM. biaarogapst Takomy
Ppa3IeyieHUIo B pa3Hble MOMEHTBI PA0OYETO JHSI MBI MOXEM paboTaTh
WMEHHO C TeMU 3aayaMM, KOTOPbIe B 3TM MOMEHTbI HY>KHbI. DTO
Ha3bIBAETCSl «KOHTEKCTHBIM TUIAHUPOBAHUEM»: HAXOMSICh B KAKOM-
JIMOO KOHTEKCTE, Mbl BUIIUM CITMCOK OTHOCSIIIIMXCS K HEMY 3a1ay.

BbibepuTe KOHTEKCTBI, aKTyaJibHbIe B Ballleil MOBCEIHEBHOMN
MpaKkTUKe:

IMomunnennsie. Ecnvi BBl pyKOBOAWTENb, Y Bac €CTh 3alayu,
JIeJIETUPOBAHHbBIC TTOMYMHEHHBIM. DTy Ipymiy 3aiady HEOOXOAUMO
MPOCMATPUBATh B MOMEHT JIFOOOTO KOHTAKTa C MOAYMHEHHBIMU
(BcTpeua, coBelllaHue, TeJIe(POHHBINA 3BOHOK).

PykoBomurenn. Eciv Bbl He TpeANpUHUMATENb WU «CBO-
OOMHBIN XyHOXHUK», TO y BaC €CTh HaYaJbHUK W MHOIO 33jady,
KOTOpbIE C HUM CBSI3aHbl. B MOMEHT KOHTaKTa ¢ pyKOBOAUTE-
JIEM TIOJIE3HO 3alIsiIbIBaTh B ATY KaTeropuio, YTOObI HE 3a0bITh
3a/1aTh BCE HEOOXOMMMbIE BOIPOCHI.

KimmeHTbl, NOCTABIIMKN, KOHTPOJIUPYIOIIYE OPraHbl, Cpe/i-
cTBa MaccoBoii uHgopmamym. Eciv BBl MHOTO B3aMOJECTBYETE
C TakOro poja BHELUIHUMU KOHTpareHTamu, BaMm OyIeT yIOoOHO
coOpaTh B COOTBETCTBYIOIIME KATETOPUU BCE CBSI3aHHBIE C HUMU
3aa4M.

«CMexHUKN» BHyTpuKoMnanuu. Kosuiern uivnonpasaene-
HUSI, C KOTOPBIMU Bbl HanboJiee aKTUBHO B3aUMOJIECTBYETE.

Buiciana mouxa #HusHu

Mecra. Eciau BbI peryisipHO OTIIpaBiisieTeCh B KOMaHIMPOBKHU,
WIM 4acTO O0LIaeTeCh C perMOHaJbHBIMU (pUIMATIaAMU, WIN Y
Ballleii KOMITAHUM HECKOJIbKO O(PMCOB B pa3HBIX YacTIX TOpoaa,
BaM MOXKET IOHAIOOUTHCSI cOOpaTh B OIHY KaTErOpUIO BCe 3aadu,
OTHOCSIIMECS K OIpPEIeICHHBIM MECTaM.

IIpoekTbl. Eciu B mpoekTe, KOTOPBIM Bbl PYKOBOIMUTE WU
B KOTOPOM ydyacTByeTe, Oosbire 15—20 3amady, MUMEET CMBbICI
cobpaTh 3TU 3aa4¥ B OTHCJIBHYIO KAaTErOpHIO.

Cembs, Ipy3bs, pOACTBEHHUKH. B 3TH KaTeropuu (M1 OgHY
KaTeropuvIo Ha BCeX) MOTYT IIOIACTh 3aJa4i, KOTOPhIE XOTEI0Ch
Obl BUAETb MPU OOLIEHUU C COOTBETCTBYIOIIMMMU JIFOAbMU.

OO0pa3oBaHue; JMYHOE PA3BUTHE; 310POBbE; OTABIX; KYJIb-
TYpPHbIE COOBITHA — €I1Ic HECKOJILKO IIPUMEPOB Hepabouunx KaTe-
rOpHii, KOTOPEIE MOTYT BaM IPUTOAUTHC.

O011ee KOJIUYECTBO KOHTEKCTOB HE JOJIKHO OBLITh OO/bIIe
M3BECTHOTI'O ICUXOJIOTUYECKOro Yucia «7%2». YuuTeiBailTe, 4To
KaK MMHUMYM [Ba U3 HMX HaM HYXHO 3ape3epBUPOBATH IIO[
«1-Iens» n «1-Henens».

Boimuinmte CrMCcoK BallliX KOHTEKCTOB Ha JIMCT Oymaru. Ternepb
Y Hac eCTb BCe HEOOXOAMMOE, YTOObI OPraHM30BaTh yIOOHOE IlIa-
HUPOBaHUE THSI.

CosnaHne 3a4a4 1 KaTeropuii

B Outlook KOHTEKCTHOE MIaHUPOBAaHUE MOXHO OPraHM30BaTh C
MOMOIIIbIO TaK Ha3bIBaeMbIX KaTeropuii. B criucke 3amau FOmusa
Ile3apst BBl BUANTE 3aauld HE CIUIOLIHBIM IIEpEYHEM, HO CIPYII-
MMUMPOBAaHHBIMU MO KaTeropusM. B Hy:KHbIe MOMEHTHI pabo4ero
JIHS MBI MOXEM OTKPBIBaTb HYXKHYIO KaTErOpUIO U TaKUM 00Opa-
30M BUIETh BCE 3aJa4M, KOTOPhIE YMECTHO PEIIUTh B JAHHBIM
MOMEHT, — OyIb TO 3aa4l, CBSI3aHHBIE C IOJYMHEHHBIMU, KJIU-
€HTaMU, pernOHaIbHBIMU (bvIMagaMU U T.I1.

Hayuumcs co3gaBarh rubOKue 3amayyd Ha ITaHeJIM 3agad u
MpucBavMBaTh UM KaTeropuu. Eciii 3HATh HEKOTOpHBIE XUTPOCTH,
co3math 3agady B Outlook He TpymHee, 4yeM BIIMCAThb pyKaMu B
OYMaKHbIIl €XEIHEBHUK.
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1. Ha naHenu 3apay, Haxofsuelncs cnpasa OT KanenHaaps, nocraBbTe Kyp-
COp Ha CTPOYKy C cepoit Hagnucklo «Lllenyok no6aBuT anemeHT «3apaqar.
Bnmwmte B 9Ty CTpOYKy Ha3BaHue 000l Bawein 3agayuun, Hanpumep: «Led:
noanucatb 3asiBfieHne Ha oTnyck». (s Ha3BaHWiA 3ajady cnpaBes/vBbl Te e
npaswna, YTo W A BCTPEY: HaYMHaeM C KIOHEBbIX C/IOB B MMEHUTEILHOM
nagexe, OTAENEHHbIX ABOETOYMEM.)

10t Tema M

LLlenuox gobaeut anement (3agaua)

2. Ecnv y 3apa4v eCTb TOYHBIA CPOK MCMONIHEHWS], YCTAHOBUTE €ro B rone
«Cpok». OnogeLLieHne No yMonyaHuio ycTaHoBuTcs Ha 9.00 cooTBeTCTBYOLLE-
ro oHs. Ecnm Bbl xoTuTe, 4Tobbl Outlook HaMOMHWUN BamM O 3ajaye paHbLLE,
ycTaHoBuTe B none «HanomwuHanue» (B Outlook 2003 - «OnoBeLueHme»)
COOTBETCTBYIOLLYIO ATy U BPems.
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3. B Outlook 2007 HaxmuTe KHOMKY «BbibpaTb KaTeropuio» B BEPXHE 4acTu
OKHa 3afayun. Bbibepute «Bce kateropum».
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B Outlook 2003 kHomnka Bbibopa KaTeropuini HaxoauTCsl B HUXHEM MPaBOM
Yrny OKHa CO3[aHus 3apayuu:

Yacrhoe [ |

4. B okHe «LIBeToBble kaTeropum» Haxkmute «Co3atb» U HA30BUTE KaTeropuio
«1-[leHb». AHanormyHo pobaBbTe kaTeropuio «1-Hepens». 3atem pobGaBbTe
BCE KaTeropuu, KOTopble Bbl onpenenvnv s ceds B npeaplayliemM napa-
rpacde aTon rnassbl.

u,lm!'l!!blﬂ KaTeropMM |_i-|r_£_|

[N HazHaYeHNA UBSTOBbLIX KaTEropmH BblAENEHHEIM INEMEHTSM HINONBEIYHTE QINAKKN AL C
HA3ESHHANH KATErOpEF. UTo00! HIMEHHTL KATEFOPMIO, BLIARINTE B8 HAIBAMHE H BONONLIYHTECL
KOMSHASMA CNPABE,
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HauvHaliTe Ha3BaHWS KOHTEKCTHbLIX Kateropuin ¢ umdpbl 2, Hanpumep
«2-LLlep». Outlook oToBpaxaeT kateropun B andaBUTHOM MOPSOKE - UMEHHO
noaTomy yaobHee HaumHaTb UX Ha3BaHWs C Lmdp, ynopsaoumeas no CTeneHun
4acToTbl paboTbl C HUMMU.

5. Y1obbl OTHECTV 3ajadvy K Kakon-nmbo KaTeropuu, NoCTaBbTe ranoyky
B KBagpaTe cneea OT HYXHOW Kateropuw (Hanpumep, Ha pUCYHKe 3agaya
OTHeceHa k kateropuu 1-Hepens).

CospaHne kateropuini B Outlook 2003 1 2007 coBepLUeHHO aHanornyHo,
3a ucknodeHnem Toro, 4to B Outlook 2003 kaTeropmm He UMEIOT LIBETOB U
WX yOaneHne HaxoauTCsl He B TOM e OKHe, YTO W CO3[aHue: Ofis yaaneHms
HYXXHO [ONOSIHUTENBHO HaXaTb KHOMKY «[NaBHbIA CMMCOK KaTeropwii»:




Cospaiite 15—20 HoBbIX 3agau B BameM Outlook. IToka MBI
BUAMM UX B MaHEIU 3afad MPOCTBIM CIKCKOM. DTO HE OYEHb
ya00HO. Hy>XXHO Hay4MThCS TPYIMNUPOBATh 3a0a4l B 3TOM CITUCKE,
packpauiuBaTh UX B pa3HbIe LIBETa W pacrojaraTh B TaKOM
MOPSIAKE, KOTOPBIA yI00eH ISl yIIpaBIeHUS.

[pynnupoBka 3agay

Ceiiyac Mbl HAyYMMCSI UCTIOJIb30BaTh CamMylo, TIOXKayil, «BKYCHYIO»
BO3MOXHOCTh Outlook — HacTpOIKY I0JIb30BaTEILCKIX IIPEACTaB-
neHuii. Iloavzoeamenvckoe npeacmaeﬂeﬁue — 3TO HEKWUI1 832140 Ha
Balll CIMMCOK 3aJa4, BO3MOXKXHOCTb npe@cmaeumb X MMCHHO Tak,
KaK XOTUTE BbI, I1OJIb30BATCIIb. HepBoe, YTO MbI CcACJIacM B I10JIb-
30BaTC/IbCKOM MMPEACTaBJICHUN Hallel IMaHeJn 3ajga4dy, — CIpymIimn-
PYEM 3a1a4uu 1Mo KaTteropusm, T.C. y,[[OGHBIM HaM KOHTEKCTaM.

1. 3aianTe B MEHIO HACTPOWKM NMOJSb30BaTEIbCKOrO NpeacTaBeHns NaHenm
3apay. [ns aToro KIMKHUTE NPaBoM KHOMKOW MbILLX HA CEPON HaaNucu
«[aHenb 3apa4» N BLIGEPUTE B KOHTEKCTHOM MEHIO MYHKT «HacTpoiika Te-
Kyuiero npeactasneHus» (B Outlook 2003 - «M3meHUTb Tekyllee npen-

CTaBneHVe»).
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2. B nosiBMBLLEMCS OKHE «HacTpolika NpeacTaBneHns» HaXMUTE KHOMKY

«[pynnupoBska».

Hacrpoima npeactasnesna: Cnucok gen

LnHLaHHe

Iriaor; BawHorTe; Tema; Sasepwena

-

[
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3. Mosiutcsa okHO «[pynnupoBka». B nogmeHrto <« pynnmpoBaTtb 31eMeHTbl No
nosno» BblbepuTe «Kateropum».

Fpynnxposka

[l AeToMaTHUSCRH FpYHNMPOBATE NG CXEME YHIDPRADYEHIA P
[pyTrmpoBaTe IMEMEHTE N0 MO
iy Y S CTHEHa J
HarteropHmn W NG BO3PSCTaHHI l
'@ ¥ = - Tr e ——
| Uno visisarmo Gt AR
——— )
'

SATEM M0 MO

Harem nNo Nond

Tlons ARA FRYAMMPOBIN PaspepHy Th/CBBpHY Th rPyNMbL

HACTO MONOMNE3YEMEIS ONA | FaK npy NoCResHEN NpOTMOTRE w

4. HakoHeL, BbibepuTe B NOAMEHIO «Pa3BepHyTb/CBEPHYTh rPyMMbl» MyHKT
«Kak npu nocnegHem NpocMoTpe».



5. Tenepb HaxmuTe «OK» B OkHe «[pynnuposka» n 3atem «OK» B OKHe
«HacTtponka npeacraBneHns».

Ecnu Bce cnenaHo mpaBUIbHO, HA TIAHENU 33/1a4 Bbl YBUIINUTE
Ballly 3aJa4d pa30UTHIMU HA T€ KaTErOPUU, KOTOPbIEC Bbl UM IpU-
cBauBain. HaxunMasi Ha IUTIOCUK cjieBa OT Ha3BaHUS KaTeroOpuHu,
MOXHO €€ OTKpbIBaTh U 3aKpbiBaTh. Hampumep, K BaM 3alles moa-
YMHEHHbIA. Bbl OTKpbIBaeTe Kateropuio «I1omymHeHHbIe», BUIUTE
M 3allaeTe BCE OTHOCSIIMECS K 3TOMY YeIoBeKY BOIpockl. Iloa-
YMHEHHBIA yIlleJl — KaTeropuio MOXHO 3aKpPbIThb, YTOOBI HaXO-
ISIIIMECS B HEW 3aa4v BaM HE Mellajiu.

I1pu aTOM, YTO OYEHBb YAOOHO, 00Ha 3adaua moxcem Obimb GUOHA
u3 pasuvix kameeopuil. Hanpumep, 3amaya «Aibga-JIU3UHT: HOMI-
muUcaTh OTOBOP» MOXET ObITh Hy>KHa U B KaTeropun «KimeHTbD,
u B Kateropuu «Illed» (OH mOKEH YTBEpAUTb HEKOTOPBIE Mapa-
METpPhI JOroBopa), U B Kareropuu «llomurHeHHbIe» (OOHOMY U3
HUX MOPYYEHO IMOArOTOBUTH «OOJBaHKY» JOTOBOpPA).

Kareropun — omHa u3 cambix ynoOHbIX pyHkiui Outlook.
B OGymaxxHOM exXeaIHEBHMKE Bbl HE CMOXETe BUACTh 3aJauyu He
TOJILKO MPUBSI3aHHBIMU K OIIPENECICHHOMY CPOKY, HO €IlE U
CIPYIIIIMPOBAHHBIMU IO Pa3HbIM IIPU3HAKAM: MO MPOEKTY, MO
WCIIOJHUTEIO, IT0 MecTy U T.4. IIpu 3TOM co3gaBaTh KaTeropuu
Bbl MOXETE CaMU, YTO JAET KOJIOCCAJIbHbIE BO3MOXHOCTHU IS
rMOKOro IJIaHUPOBaHUsI, yIOOHOTO UMEHHO BaM.
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BbloeneHne rnasHoro

TaiiM-MeHEeIKMEHT — 3TO HayKa O TOM, KaK TPaTUTh BpeMsl Ha
enasnoe. Tlpu Bcex xyionoTax, Kotopsle oxunanu Llesapst B cynb-
OOHOCHBII 1T HETO JIEHb, €MY HEJIb3sl ObLIO 3a0BITh IaBHOE:
nepeiitu peky PyOukoH u 3aHsATh ropon ApumuH. Kak cdop-
MYyJIMPOBAJI 3amafgHblii TaiiM-mMeHekep CtuBeH KoBu, «put first
things first> — «mIaBHBIMK BellaMW HYXKHO 3aHMMAaTbCs B Tep-
BYIO OU€peb».

Outlook MO3BOJISIET JIETKO peanu30BaTh 3TOT BaXHEWIIUA
TMPUHIMI TIJTAaHUPOBaHUS JHS. Mbl HACTpOUM TTaHENb 3a1ay Tak,
YTOOBI BaXXHBIE 3a/1a4M BBIICISITUCh KPACHBIM M BCETNA HAXOMW-
JINCh B HavaJle HaIllero crucka 3afad. /st aToro no6aBuM HEKO-
TOpbIE TIPOCThIE MPaBUJIa B HAIlle MOJIb30BATEIbCKOE MPEICTaB-

JICHUE ITaHEJIN 3a1a4.
1. 3ainanTe B MEHIO HACTPOWKM NONL30BATENIbCKOrO NpeacTaBeHus (npa-
BOW KHOMKOW MbILWK WENKHUTE Ha «[laHenn 3agay», B KOHTEKCTHOM MEHIO
BblGepuTE NMYHKT «HacTponka TekyLLero npeacTaBneHns» Uan, ecnn y Bac
Bepcust 2003, «M3meHnTb TekyLLee NpeacTaBneHne»).
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2. [pynnuposes

b EIMPHHY

EACTABAEHMN,.,

2. Haxmute B NosIBMBLLEMCS OKHE «HacTpoiika NnpeacTaBneHns» KHOMKY
«ABTOpOPMAT».



i it i by e Buicuwiast moura wuznu - 47
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6. CHoBa 0OKa3aBLUMCb B OKHE aBTOMAaTU4Yeckoro hopmMaTMpoBaHns, HXMUTE 8. Bbl CHOBa B MeHIO «HacTpoiika npeacTaBnerust». Haxmute kHorky «Cop-
KHOMKY «YCroBume». TUPOBKa».
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9. B nosiBuBLLEMCS OKHE «COpTMpOBKa» BbIGEPUTE «BaXHOCTb - MO YObIBAHWIO,
3areMm «Teva - Mo Bo3dpacTaHuio». Haxwvmre «OK». Ha nosisvBLLMiics Bonpoc «[lare
«BaXHOCTL» OTCYTCTBYET B MpeAcTaBfieHnn, 0o6aBuTb ero?» orteetste «[a».
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7. B noseuBliemcs okHe «OT6Op» BbiGEpUTE BKNaaky «[pyrue ycnosus». BRBCTE, v | Onosaspsctarmo
YcTaHoBUTE mapameTp «BakHOCTb 9NMEMEHTOB - BbiCOKas». Haxmute «OK» : (® o ybuimamo
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10. OTkporiTe 0OHY U3 BaLIMX 33424 B MaHENM 3a4a4 1 YyCTaHOBUTE NapameTp
«BaxxHOCTb - BbicoKkasi». HaxxmuTe «CoxpaHuTb 1 3aKpbiTb». 3aaa4va BbloenmT-
CS1 KPaCHbIM MOMYXMPHBIM LIPUGDTOM 1 NEPEMECTUTCS B HaYaso crvcka.

L] Hanouirsanme:

OOpatnTe BHUMaHWE, YTO Ha TTAHEIN 3a1ad CJieBa WK CIipaBa
TMOSBMJIACh HEOOJTBIIas KOJIOHKA ¢ BOCKIIMIATEITLHBIM 3HAKOM. DTO
nosne «BaxHocTh», 1obaBieHHOe Ha MaHenb 3a1a4. YToObl UBMEHUTh
BaXXHOCTb 3a/1auM, JOCTATOYHO KIIMKHYTH JIEBOM KHOITKOM MBIIITN
Ha 3ToM noJjie. Belnager MajieHbKOe MEeHIO: «HU3Kasi — OObIYHas —
BBICOKAsI», B HEM BBl 1 U3MEHNUTE TIPUOPUTETHOCTD 3aJau.
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IIpn BEIOOpE TYHKTa «BBICOKAs BaxXHOCTH» Outlook cpasy
BBIIEJIUT JaHHYIO 3aJa49y KPACHBIM IMOJYKUPHBIM IIPUGTOM U
MepeMEeCTUT ee B HaJYallo CIMCcKa Kateropun. Ecim 3agaua more-
psijia aKTyaJlbHOCTh — BBl CHUMAaeTe ¢ Hee 3Ty METKY, U 3a1ada
BO3BpalilaeTcsi K 00blYHOMY WIpUdTYy U 1BeTy. TakuM oGpa-
3oM, Outlook mmoMoraeT BaM CTPYKTYpMPOBATh Ballle BHUMa-
HUe, cpa3y BUAECTh B CIIUCKE 3aJa4 INIABHOE, HE pacceuBasiCh
Ha MeJIOYMN.

[ThaHMpoBaHMe OHS

Y npeBHUX I'peKOB ObUIO ABa Pa3HBIX CI0Ba I 0003HAYEHUS
BPEMEHU — <«XPOHOC» U «Kalpoc». XpOHOC — JIMHEWHOE, U3Me-
puMoe, acTpoHoMU4YecKoe Bpems. Kailpoc — ynayHblid MOMEHT,
yIa4yHOE JUIS1 BBIITOJHEHUS KaKOW-I1100 3aJa4u CTeYeHHEe 00CTO-
SITEJIbCTB.

MeI noapo6HO pazobdpaiu rmdKoe MIaHupoBaHUE, CBSI3aHHOE
¢ TEMaTUMYECKNM BpeMEHEM — «KalipocoM». i1 TaKOTro IUTaHU-
poBaHMsA YIOOHO pacHpencisiTh 3amadu 1o KareropusiMm. Ho y
OOJIBIIMHCTBA 3aJa4 KpOMe TeMaTUYeCKOM MpUBI3KK (IIPOEKT,
YeJI0BEK, MECTO...) €CTh ellle CPOK, B KOTOPHI €€ HeoOXOaUuMO
WCITOJTHUTb.

Kak ObITh, eciu y 3amauu eCcTh CPOK MCITOTHEHUSI, HO 3aaH-
HbII HexXecTKo? «HyxxHo Obl B O/mKaillie THA CIeNaTh TO-TO...»,
HanpuMep. s TaKoro XecTKO-rMOKOro IIaHUpPOBaHUS MBI U
co3gaBaiim Kateropun «l-Jlenp» m «1-Hemems».

I11aHMpoBaTh IEHb C MOMOILBIO 3TUX KaTErOpUii OYeHb ITPOCTO,
HEOOXOIMMO TOJIBKO BBIACIUTHh 5—10 MUHYT BedepoM HaKaHyHE
MO0 YTPOM.

I. ITpocmoTtpuTe Kateropuro «l-Hemens», BeiOepuTe 3amaun,
KOTOpbIE HEOOXOIMMO BHIITOJHUTH ceromHs. [lepeHecure ux B
Kareropmio «l1-/leHb». JIJI1 3TOr0 HYKHO CHEJIATh CIIEAyroIee.

1. OTMETbTE BCE HYXXHbIE 3a4a4M, KINMKAs Ha HUX IEBO KHOMKOW MbILN
npu Haxaton kHonke Ctrl.
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2. KnvkHUTE NpaBoli KHOMKOW MbIlUM HA OTMEYEHHON rpynne 3ajay v Bbibe-
puTE B KOHTEKCTHOM MEHIO NMYHKT «BbiGpaTb kaTeropuio», a U3 BbiNafatoLwero
crnucka - «Bce kareropun».
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3. B nosiBuBLIEMCS MEHIO CHUMWUTE rasoyky c kateropum «1-Hepens» un
nocTaebTe ee HanpoTuB Kateropum «1-JleHb».
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II. IIpocMoTpuTte Kateropuio «l-IeHn». Bribepure Hanbo-
Jiee 3HAYMMBIe 3amadu, He Oosbine 2—3. IIpucBoiiTe UM BBICO-
KYI0 BAXXHOCTb — OHHU BBIAEIATCS KPACHBIM U TMOMAaAyT B Havyajlo
CITHCKa.

III. ITocmoTpute B «KaneHmapb» Ha CeTOMHSIIHUN AeHb. ECTh
JIU XECTKME BCTPeuYM, BblAeIeHHbIe cuHUM? Eciu ma — mo3Bo-
HUTE APYTMM y4yacTHMKaM M TOATBEPAUTE 3TU BCTpeuu. JIubo
BOumuTe 3amauy «[loaTBepAUTh BCTpEYM Ha CETOAHSI» B CIIH-
COK THOKHMX 3ajay.

IV. Eciim mpuopuTeTHBIE 3a1aun U3 Kateropuu «l-JIeHp» mocra-
TOYHO TPYIOEMKHU — 3a0I0[KeTUPYHTe BpeMsl Ha MX BHIIIOJHEHME.
{7151 3TOTO BBIAECIUTE MBIIIKON HEKOTOPOE KOJMYECTBO BPEMEHU
B pasnene «KaneHmapb» M IepeTaniuTe Tyaa 3agady U3 KaTeropuu
«1-Jlenp». Ha BBImeJIeHHOM BpeMEHM aBTOMATMYECKU CO3IacTCsI
BcTpeda. UTOOBI OTAMUYMTH OIOIKETUPYEMYIO 3amady OT KECTKO
3aIUIaHMPOBAHHOM, TIPUCBOMTE eif 3eJieHyIo KaTeropuio. Berpeua
ABTOMATUYECKHU BBIIEIUTCS 3€JE€HBIM LIBETOM.

(B Outlook 2003 xaTeropuu He MMEIOT CBOETO IIBETA; YTOOBI
BBIIEJIUTh BCTpeUy Kak OIOIXeTHpYeMYlo, HY>XKHO BBIOpaTh 3ejie-
HYI0 METKY B Tojie «MeTKa» B OKHe co3maHus BcTpeun. Kak 3To
neaaTh, OBUIO ITOKa3aHO B IyaBe 1.)

V. B xonme pabouero gHsA NMpU MOSBICHUM HOBHIX 3alad BHO-
cute ux B Karteropuio «1-IleHb», Ipu HEOOXOAMMOCTH IpUCBau-
Basi UM BBICOKUIA TIPUOPUTET U O0MXKeTUpys Bpems Ha Hux. Cre-
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JUTE, 4TOOBI KOJIMYECTBO 3allJTaHUPOBAHHOTO 1 3a610IL)KeTI/Ip0— 2. Haxxmute B nosiBMBLLEMCS OKHE KHOTMKY «OTH0p>.

BAHHOTO BpeMeHM He npesbiano 60% pabouero aHs. OcTaib- I S S g
HOE BpeMs SBJISIETCS BallMM PE3EPBOM, MO3BOJIAIOIINM pearv-
pOBATh Ha HENPEIBUIECHHBIE 0OCTOATENLCTBA. Do, | o Bamcrs; Tows Sassguens
VI. BbINOJHEHHbIE 3a1a4M OTMeuaiiTe KaK 3aBeplieHHble. s [ Commoes, | Kereropw (o sosnaraseye)
3TOTO JOCTATOUYHO ITOCTABUTH MBIIIKON TaJIOUKy B HEOOJBIIIOM ([ coprmoma. ] faeocrs noyiumasso); fena (no paxacramio)
KBaJpaTe, PAcIONIOKEHHOM CJleBa OT Ha3BaHUS KaXIOW 3amauu | orbee.. ] anen: ¢ aononserrensreiet yerosnes:
B TaHEIM 3a1ad. [ Aoyrie acTpoicy | Tatineios npeacrasnerare: wpidres v Apyrie wacTparic
VII. B nonxonsiiye MOMEHTBI JHSA 3aIjISANbIBaiiTe B KOHTEKC- [ gsredsomri ] Onpesenses upwidton ana raxaoro cooSlish
THhIe Kateropun — «KimmeHtsl», «[loctaBmmku», «lled» u T.11. [ ocomatcrafuce.. ] Ssaaine dopust ssmoas kswaoro nana
ITomHuTE, YTO 3ama4a MOXET OBITH ONHOBPEMEHHO BUIHA U U3 — it e —
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Kareropum «l-JIeHb», ¥ U3 JTIOOBIX KOHTEKCTHBIX KaTEeTOPUIA.

3. B nosiBvBLUEMCS OKHE «OTO0P» BbIOEpPUTE BKNAAKY «[ONONHUTENBHO».

AHaﬂM3 BbINOJIHEHHOIO 4. Haxxmute kHOMKy «[one», Bbibepute B BbinagatoLieM MeHio «Bce nons
3anaq1/1 BaXHO He TOJIbKO CTaBUTH U BBINTOJHATE. [lone3Ho nMeTh 3a4a4n», B NOAMEHIO - «3aBepLUeHa».
BO3MOXKHOCTB YBUICTH CITMCOK BCEX BBIITOJIHEHHBIX 3a1a4. 10 MO- Kol ety
2KET IIpUroauTbhCAd KakK IJjId caMoOaHaIn3a, TakK U 111 OTYETHOCTU. § UMABIR,
CHavayla HeoOXOIMMO caejiaTh TaK, YTOOBI 3aBepIlIeHHEIC u © Aocasueams pasouyw neaeno (.

3a/1a9M aBTOMAaTUUYECKU yOUpaauch M3 TaHeIu 3a1ad, He repe-
MEIIMBAsICh C TEKYIIMMU, HO MPU 3TOM HE CTUPAJIUCH.

1. 3ananTe B MEHIO HACTPOVIKM NONb30BATENIbCKOr0 NpeaCcTaBsieHs (NpaBoi
KHOMKOW MbILLM LLENKHUTE Ha «[laHenu 3apa4y», B KOHTEKCTHOM MEHIO Bbibe-
puTe NyHKT «HacTpolika TekyLero npeacraeneHus» unu, B sepcumn 2003,
«13MeHUTb TekyLLiee NpeacTaBeHne»).
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6. Haxxmute «OK» BO BCEX MEHIO A0 WX MOJSIHOIO 3aKPbITUS.

Takum obpazom mbl 3ananu mist Outlook mpaBuno oTdopa:
MOKa3bIBaTh Ha TAHEJM 33[a4 TOJbKO HE3aBEpUICHHBbIC 331a4M.
ITpoBepbTe: Mocie TOro Kak Bbl MMOCTABUIN TATOUKY «3aBepIICHa»
B KBaJIpaTHKe CJIeBa OT Ha3BaHUs JIIOOOH 3aauM B TTaHEIU 3a/ad,
OHa MPOTIAJET.

YTtoObl YBUIETh BCE 3aBepLIECHHbIC 3aJa4yu, 3aliiUTe B MAIKy
«3amaun». Ckopee Bcero, B JaHHBIE MOMEHT TaM BKJTFOUEHO TpeT-
craneHue «[Ipoctoii crivcok». [IpeacraBieHre MOXHO MePeKITo-
YaTh JUOO U3 MEHIO HA MAaHEJIW WHCTPYMEHTOB, TUOO U3 CIHUCKA
MPEACTaBICHUI, HAaXOMSIIErocs CjieBa, Ha MaHEJW MEPeXOAoB.
BriGepute B 3TOM COUCKE MPENCTaBIEHUIN MYHKT «3aBepUICH-
HbIC 33J]a4l». DTO CHUCOK BCETr0 BHIIOJHEHHOTO BaMU 3a MPO-
Ie/Iiee BpeMs.

10 ETEMA <POK  KATSTOMAM
SABSHUMTE Vit KHUTY “JANACOK O TAAABSKON BOMHE HeT | beHL
<EHAT: TIRKPATATE MOBMAVMEALIAG BOWKK NQMIET HET | BEHb
MAPK AHTOHAE SAXBATHTE APPCUAT SUAAMM TIATW KOTOPT  Her BOMCK D

MAFK AHTOHAW: QMCAHMIOBATE (PPN THE MEPEITPARB HET P£HE

ITone3Ho ynopsao4uTh 3TOT CIUCOK IO BPEMEHW — CIpyM-
MNUPOBaTh BCE BBHIMNOJHEHHBIC 3a4a4M M0 OHSIM, B KOTOPbIE OHU
ObLUIM 3aBepllieHbl. 11 3Toro:

1. 3alignTe B MEHIO HACTPOWKIM NONb30BATENIbCKOr 0 NpeacTaBieHns (NpaBom
KHOMKOW MbILLUM LLENKHUTE Ha «[TaHenn 3aaay», B KOHTEKCTHOM MEHIO BbiOe-
puTe NyHKT «HacTporika TekyLero npeacrasneHus» nnm, B sepcun 2003,
«MI3MeHnTL TekyLLiee NpeacTaBieHne»).

2. Haxmute B NosiBUBLUEMCS OKHEe «HacTpoiika npeacTtaBieHns» KHOMKY
«[pynnupoBska».

3. Bbibepute 13 cnncka «[pynnupoBaTb No» - «Jlara 3aBepLueHusi», Mo yobl-
BaHMIO.

4. Haxumarite «OK» 0O 3aKpbITUSE BCEX MEHIO.

BoinosiHeHHbBIE 3aga4u BBICTPOATCA B 06paTHOM XPOHOJIOI'n-
YECKOM ITOPAOKE.

< Uesaps
[0 TEMA KATEIOMM v
PATA JABCUIKHAR 14 SHBAM 48 I (PASMEHTOB < 1)
A CEHAT: TIKPATHTE MOBMAMBALIAG BOWCK MOMICA | D<Hb
PATA SABCHUCHAE (2 AHBAM 40 1. (PACMEHTOB = 2)
IABCMUMTE VI KHATY “3AMACOK & TAAABKKON BOWHE | pEHb
MAMC AHTOHAE JAXBATITE APPCLIAA <UAAMMA [T KOTOPT ) BOMCKS
I PATA JABCHUCHAR 11 AHRAM 49 T (DACMEHTOR = 1)
MAPK AHTOHWE OMTAHAZOBATE MMAKHRTUAC MEP<TPARR | B<HE

Takum 006pa3oM, Mbl HACTPOWJIU CaMYyIO MPOCTYIO (GhopMy
OTYETHOCTU MO BBIMOJHEHHBIM 3agadyaM. [IpocTyio, HO BechMma
TOJIE3HYIO.

Jpyroii criocod MpoaHaJIM3upOBaTh BHIMIOJIHEHHBIE 3a1a4U —
oToOpaTh B Mamnke «3aJayr» ¢ MOMOILbI0 KHONKU «HaiTu» Bce
3a/1a4u M0 KaKOMY-JT10O TPOEKTY WIM HamnpaBieHUO. YToObI
9TO OBLJIO BO3MOXHO, TPU CO3[JaHUU 3aady HYXHO MpUIep-
KUBAThCSI TEX XK€ MpPaBUJl UMEHOBAHUS, YTO U MPU CO3JaHUU
BcTpeu. To ecthb He «CornacoBath ¢ IleTpoBBIM Bce yCloOBUS
no npoekty Anbda», HO «Asbda: TleTpoB: cornacoBath ycio-
BUS TIO MPOEKTY». Torga Mo KJIOYEBBIM clOBaM «Aubha» Un
«[TeTpoB» BbI JIETKO HaljeTe BCEe 3aBeplIEHHbIE (WU, HA000-
pOT, TUIAHWPYEMBbIE) 3aJa4uM.

Kpowme Toro, Ha maHenu 3agayd BCe 3aJaUd OKAXYTCSI JIOTUMHO
OTCOPTUPOBAHHBIMU BHYTpU Kateropuit. [1ocKoiabKy cOpTUpOBKa



MMPOUCXOIUT CHavajia 0 BaKHOCTHU, a 3aTeM 110 Moo «Tema»,
TO €CTh IMOIPOCTY MO ajchaBUTy (MMEHHO TaK Mbl HaCTpauBaIu
ImapaMeTpbl COPTUPOBKM), BHYTpU KaTeropuu «KIMeHTbI» MBI
VBUIVM CHayajla BCe BaXKHBIC 3ala4M, TIOTOM YeThIpe 3amadu 110
MpoeKTy «Ajba», TpU Mo MpoekTy «bera» u Tak gajee — Mo
Ha3BaHUSIM IMPOCKTOB MW KJIMEHTOB B aj(aBUTHOM ITOPSIIKE.
AHanornyHo — B Kateropuu «IlomumHeHHbIe» (110 aMUIUSIM
WM MHULIMAJIaM, ¢ KOTOPBIX HAYMHAIOTCS Ha3BaHUs 3a1a4) U BO

BCEX OPYTMX KaTEropusx.

TI0NIe3HOCTH ONIA PYKOBOZUTENA

CraBs 3ama4M B 3JICKTPOHHOM BHE, BbI MOXETe KOHTPOJIHUPO-
BaTh CYIIECTBEHHO OOJIBIINIA 00beM MOPYICHUH, YeM B ClIydae,
KOIJIa 3a7a4ya CTaBUTCs YCTHO WK Ha Gymare. C MOMOIIBIO pa3-
JIMYHBIX T0JIb30BaTeIbCKUX TPeICTaBIeHU 3amad B Microsoft

Outlook 2007 BbI MOXeTe:

— IOJIy4YaTb I/IH(I)OpMa]_[I/HO O IIPOIrpe€CcCe B BbITIOJTHEHWMU 3a1a4
aBTOMaTu4eckKu. Eciu 3agaya mocraBiieHa ¢ ITOMOIIBIO
(I)YHKLII/II/I «HaSHa‘-II/ITL», €€ KOIIUA IMOABUTCA Yy BAIIEro
nogyrHeHHoro. Korga mogyuHeHHbI BHOCUT I/IH(I)Op—
MalLIMIO T10 3a71a4e B CBOM «IK3EMILIAP», 3TN USMCHCHU S

0TOOpaxarTcs U y Bac.

— BUICTH 3aJa4M B pas3/JIMYHLIX pa3pe€3ax: CrpyninmpoBaH-
HBIMMU IT10 JIXOJAM, ITPOCKTAaM, HaIllpaBJICHUAM, CPOKaM, —
a TakKXKe€ pacrne4dyaTtbiBaTb 3TH CIIMCKHU 3aJayd K HY>XKHBIM
COOBITHUSIM: COBCIIaAHNIO, KOMaHIUPOBKE, BCTPEUE C ITIOI-
YUHCHHBIM WJIN PYKOBOAUTEIIEM U T.II.

— AaBTOMAaTU3HUPOBATbL OTYECTHOCTL ITO MCIIOJHCHUIO 3aJady,
aHaJIn3nupoBaThb BCC BBLINMOJHCHHBLIC 3aga4yM I10 JIIOOBIM
InpuU3HaKkaM: CBOEBPEMECHHOCTb MCITOJIHCHUA, CPECOAHUC
CPOKHM UCITIOJHEHUSA, OTKIOHCHUE IJIAaHOBLIX CPOKOB OT
(I)aKTI/I‘ICCKI/IX, 3aTpaTbl BpEMCHHN Ha pa3/IMYHBbIC 3ada4yu
1 MPOECKTHI U T.II.

KpaTkue ntoru

1.

Omnpenenure 5—7 OCHOBHBIX KOHTEKCTOB, K KOTOPBIM
MNpPUBSI3aHO BHINOJHEHNE BalllKX 3a1a4.

Crpynnupyiite 3agayy B IaHEIM 3ada4d 0 BallUM KOH-
TEKCTaM C IOMOIIIbIO KATETOPUIA.

HacTtpoilite aBTOMaTUYE€CKOE BbIACICHUE TPUOPUTETHBIX
3a/1a4 KPACHBIM 1IBETOM.

I'mbkue 3amayyM Ha ceromgHss OTHOCUTE K KaTeropuu
«1-HeHb», Ha Henemo — «1-Henemnst».

I[IpocmarpuBaiite Kateropuio «l-Henenss» pa3 B neHb,
HauboJjiee aKTyallbHbIE 3aa4M IIEPEHOCUTE B KaTETOPUIO
«1-JleHb».

Hcnonb3yiiTe onoBelieHUe A1 HEMHOTUX 3a1ad, Tpe-
OyroIIMX HAIIOMUHAHMSI O cebe B CTPOrO OIpeae/IeHHbIIA
MOMEHT.

HactpoliTe aBToMaTu4ecKoe yaajaeHue BbIIOJHEHHBIX
3a71a4 U3 MaHeIU 3aJa4 C LeIblo UX TaJbHENIIero aHaanus3a
U CO3IaHUSA OTYETHOCTU.
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3. Jlioau B HaLleH U3HU

[ToMHUTE BCE O 3HAYUMbIX
NAsAX — € NOMOLLb KOHTaKToB

EcTth omHa mo6GombITHASI yepTa, KOTopasi MPOCIeXUBAeTCS B
KU3HEOMUCAHUSIX MHOIMX BEJIMKUX ITOJIKOBOALEB W MOJUTU-
KOB. A UMEHHO — OY€Hb XOPOIIIO IOMHUTH OTPOMHOE KOJINYEC-
TBO moaeii. [IoMHUTE B MO ¥ TT0 UMEHU, TIOMHUThH pa3InYHbIE
00CTOSITENIBCTBA XXM3HU YEIOBEKa.

Brnarogapst B3auMOaeiCTBHIO C IIOOEMU MBI MOXEM COBEPILUTH
HEBO3MOXKHOE: PACIIUPUTh TPAHULILI BPEMEHU HaIlel KU3HMU.
Ecm MBI MOXXeM TIpUBJIEYb APYTUX JIOOEH K JOCTIKEHUIO HAIINX
LieJeil — KaIlWTajl Halllero BPeMEHU COCTaBJISIET YK€ He OObIu-
Hbele 200—400 THICSIY YyacoB, a 2 MWIIHoHa, 20 MUJIJIMOHOB —
CKOJIbKO YrOAHO. B 3aBUCUMOCTM OT TOTO, HACKOJIBKO BBICOKA
Hallla 1eJTb U ¢ KaKUM KOJIMYECTBOM JIIOJeii MBI CMOIJIM Halla-
JIUTh KOHTAKT, YTOOBI €€ JOCTUTHYTb.

KoHTaKTHI ¢ TI0ObMH — 3TO HE TOJLKO JOCTHIKEHUE 1IeNei, He
TOJIBKO YCIIeX. DTo elie 1 pa3puthe. OTLbI-acKeThl ropopuin: «Kak
ThI MOXKEILb Y3HATh BOIIO boxkuio o 1ebe? ToMbKO BETMKKM CBSIThIM
T'ocnonp oTkpeiBan CBolo Boio HermocpeacTBeHHO. K Ham ke OH
oOparaeTcs yepe3 OKpyKalolmx Hac monei». [1oaToMy MoHaxaM
HACTOSTEIbHO PEKOMEHIOBAIOCH YXOAUTh B OTIIEIbHUKHU TOJIHKO
ocJie HECKOMBKUX JIET KU3HM B MOHACTBIPE, [¢ OHU MOIIU TTOJy-
Yarb, KaK OBl MBI CeYac cKas3ajiu, «00OpaTHYIO CBS3b» OT OKpYyXKa-
IOIIMX 1 GJ1aromapsi 5ToMYy He pUCKOBAIM BIACTh B TOPIBIHIO.



Yem Oosiee BBICOKME LIEJIM Bbl CTABUTE, TEM C OOJILIIUM KOJIU-
YEeCTBOM JIIOJe BaM HYXXHO MHPOAYKTUBHO OOIIATHCS, YTOOBI
JIIOCTUTATh ycrexa U pa3BUBaThbCs. IIpy 3TOM HYXXHO MHOTroOe
MOMHMUTH IIpo YesoBeKa. KakoBbl ero agpeca u tenedoHsl? Korna
ero JeHb poxaeHusi? Yto oH modbur, a yto HeT? O 4eM Bbl C HUM
noroBapuBaiichk? Ha Kakux BalliMx MEpOTPUSITUSIX OH ObIBaj?
Bce 310 cTouT TiaTebHO PUKCUPOBATh. TeM caMbIM Bbl IIPOSIB-
JIsieTe yBaxXeHUe K JIIOASIM, YISIUBILIMM BaM cBoe BpeMsi. U nena-
eTe X CBOMMH COIO3HMKAMHU BO BCEX BalllMX HAYMHAHMSIX.

«bbln BCEM )19 BCEX...»

«bBbLT BceM 17151 BceX, YTOOBI CIACTU XOTSI Obl HEKOTOPBIX» — 3TH
cnoBa aroctojia [laBna Kak HM K KOMY APYromMy MPUITOXKUMBI K
OIHOMY U3 CaMbIX M3BECTHBIX MOABUXHUKOB XX BeKa — CBS-
Tomy Moanny Kponiuranrckomy (Cepruesy).

MaciiTabbl AesITeIbHOCTU 3TOTO 4YejioBeKa rnopaxaroT. OH
OCHOB&JI HECKOJIbKO MOHacThipeil. Yupenun dom Tpynomoousi,
e OeHbIE MO CAMOCTOSITENTbHO 3apadaThiBaTh ceOe Ha KU3Hb.
Harnvican orpoMHOe KOJIMYECTBO KHUT, O CHX TTOP MOJIb3YIOIIUXCS
TMOMYJISIPHOCTBIO HE TOJIBKO Y MPAaBOCIABHBIX, HO U Y XpUCTUAH
JIPYruX KOHpeccuii.

ITpu 5ToM cB. MoaHH BBICOKO LIEHWT U YBaXKaJl HE TOJBKO TyXOB-
HOE, HO W 36MHO€, WHTEJJIEKTyaIbHOE 3HAHUE, O YEM IUCal B
CBOUX JIHEBHUKAX. B TeueHMe HECKObKUX NECSITKOB JIET OH HAaXO-
IIWJ BpeMsl Ha TiperniofaBaHue 3akoHa boxbero B TUMHa3uu.

Jenb otua MoaHHa HauyMHaeTCsl B MATh yTpa YTEHUEM YTPEH-
HUX MOJIUTB U MOJIUTB TEpe/ MpUdaleHreM. MoTUTBbI YUTAIOTCS
Hau3yCTh, BO BpeMsI MTPOTYJIKU BO JBOpPUKE. 3aTEM — KCTIOBE/b,
Ha KOTOPYIO TIPUE3XAlOT ThICSYM Jrofeit co Beeli Poccuu, u ciy-
xxeHue boxecTBeHHO# TUTYpruu, Kotopyto otell MoaHH coBep-
ana exeqHeBHO (0OOBIYHO CBSAIIEHHUKU CITYXaT €€ €XEHEIeIbHO
U TIO TIpa3aHUKaM).

IMocne nutyprum — Kpartkas Tpares3a, BO3MOXHO IMOCEIIeHUE
Homa Tpynmontobust wium TMMHa3uu. BTropas monoBUHA AHS —

MHOT'OYVCJIEHHBIE BCTpeuu, MOJIEOHBI. ThICSur OO CTpeMsITCs
JIMYHO MooO1IaThes ¢ 0. MoaHHOM, IOMPOCUTh MOJIUTB O BBI3IO-
pOBJIeHUU OE3HANEXKHO OOJBHBIX POACTBEHHUKOB, AYXOBHOIO
COBETa M0 XM3HEHHO BaxkHOMY zeity. O. MloaHH HUKOMY He OTKa-
3bIBAET, IO3TOMY €ro JIeHb 3aKaHYMBaeTcs 3a mojHouyb. Ha cremy-
I0lliee YTPO — OIISITh JJUTYPrusl, B KOTOPOU OH YepraeT CUJIbl IJIs
TOrO, YTOOBI JOJITME TONbl KUTh B TAKOM CBEPXILJIOTHOM PUTME U
IIPY 3TOM BCErJa OCTaBaThCS OOAPHIM, IMPOCBETIEHHBIM, PaBHO
BHUMAaTEIbHBIM KO BCEM.

ToJIBKO HOYBIO BBINMAJAIOT CIIOKOMHEIE MUHYTHI. X 0. MoaHH
IIPOBOIUT B paboyeM KaOMHETE, B KOTOPHI, IO BOCIIOMMHA-
HUSIM COBPEMEHHUKOB, «IIOCTYIT ObLT 3aKPHIT AJISI TOCTEl U orpa-
HUYEH Jaxe s pOAHbIX U O0au3kux. be3 o. MoaHHa KaOuHET
3aKpbIBAJICS Ha KJIKOY, YTO-JIMOO TPOraThb WU IMEPEeCTaBsSITh B
HEeM OBLIO0 3aIlpelleHO. Y CTeHBI CTOSII OOJbIION MUChbMEHHBIN
CTOJI, 32 KOTOPBHIM OaTIOLIKa COCTaBJISLI IIPOMOBEIN, TIOYTU €XKe-
JTHEBHO BeJI THEBHUK».

Bo Bpemst 3T0i1 cocpenoTOYeHHOI paboThl MOXHO HaIlMCaThb
HECKOJIbKO CJIEAYIOIIMX CTpaHULl «Moeii 3Ku3HU Bo XpUCTe» WU
IMMCbMO KOMY-TO M3 MHOTOYMCJICHHBIX OYXOBHBIX JIeTeii U IIpy-
3¢ii, XKIOYIIUX COBETa M HACTABJICHMUSI.

CHMCOK TaKMX JIIOAEH BEJIMK, O KaXIOM HY>KHO IIOMHUTb MHO-
roe. O 4yeMm IIa peyb B MmocjegHUX nucbmax? Kakue HOBOCTU
HeoOxonuMo cooO1uTh? O 4yeM mpeaynpeauTb, OT Yero Ipeao-
cTepeydb, B 4YeM 000ApUThH?

ITo xaxaomy 4eJIOBEKY OTIEJbHO XpaHSTCS BCe MKUChbMa, a
TaKXXe 3aMETKM, CAeJIaHHbIe B XOA€ BCTpeY, 3alIMCKU C MBIC-
JISIMU, KOTOpBIE HEOOXOOUMO coo01uTh. BemeHne Takux 3amm-
cell OTHMMAaeT HEMHOI'O BpeMEHU — HO ITO3BOJISIET He MOJIaraThCst
Ha HEHANIeXXHYIO0 MaMsATh B TAKOM BaXKHOM Jigjie, KaK OOLIeHuUE C
JIIOJbMU.
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3anmMcb KOHTAKTHOW NMHMOPMaLN

Korna ntozneit, ¢ KOTOpbIMU MbI 00LIIAEMCSI, MHOTO, HE TpeX IocJie-
JIOBaTh MPUMEPY BEJMKUX U YYUTHIBATh BaXKHbIE MOAPOOHOCTH,
C 3TUMU JIIOABMU CBSI3aHHBIE. JIJIs1 3TOTO, €CTeCTBEHHO, TaKue
noapoOHOCTU HYXHO 3adukcupoBaTh. OObIYHASA aapecHas
KHMXKa WJIM BU3UTHMIIA IJI 3TOTO HE MPUCIIOCOOIEHBl —
B HUX COXPaHSIOTCS TOJBKO aapeca U TenaedoHbl. Jlydie coxpa-
HSTh NMoapoOHOCTU B KOoHTakTax Outlook.

IpenmnonoxuM, Bbl MOOBIBATIM Ha KOH(MEPEHLIUM, TIEpETOBOPaX,
ceMuHape. [T03HaKOMMJIMCh ¢ MHTEPECHBIM YeJIOBEKOM, Y3HAIN
4yTO-TO Apyr o apyre. Ckopee Bcero, OOMEHSJINCh BU3UTKAMU.
Bo3MoxxHO, KOrga-To Bbl CMOXeTe ObITb IPYT OPYTY IMOJE3HBI.
Bo3moxxHO, BaM ToKa MPOCTO MHTEPECHO MPOJOKUThL 00liie-
HUE. A MOXET ObITb, YX€ B X07Ie TIEpBOil BCTPEUU Bbl TOTOBOPH-
JIUCh O KAKUX-TO COBMECTHBIX JCHCTBUSIX.

Bcio BaxkHy0 MH(GOpPMALIMIO HY>)KHO HEMEIEHHO 3a(DUKCUPO-
BaTb. MOXHO 3TO cenaTh MpsIMO Ha 000pOTe OyMaXkHOI BU3UTKHU
WM B TOM Xe OJIOKHOTE, C KOTOPBIM Bbl pabOTaIM B XOI€ BCTPEUMU.
A BeUepoM, «II0 CBEXUM CjiedaM», MepeHecuTe NHGOPMALIUIO B
9JIeKTpOHHBIN BUI. [Ipu 3TOM OyMaxkHbIli HOCUTENb HEe BbIOpa-
ChIBaliTe, COXpaHUTE €ro B OTHEJIbHON Marlke.

Ecau BB ellle He MoJb30Baauch KoHTakTamMu B Outlook,
cozaaiite B Balleil nmanke «KOHTaKkTbl» HECKOJBbKO HOBBIX KOH-
TakToB. [I7151 3TOrO0 MpocTo mepeinure B nanky «KoHTaKTbl» 1
NBaXIbl KJIMKHUTE Ha OEJIOM MoJjie, Ha KOTOPOM TOKa HET HU
OTHOTO KOHTAaKTa.
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Co3znaBasi 2JIEKTPOHHBI KOHTAKT, BO-MEPBBIX, BHECUTE Ha
BriIagke «KoHrtakT» (B Outlook 2003 — Ha BkJIagke «OO0IIue»)
Bce «(popMasibHble» KOHTAKTHBIC TaHHbIE — TIOJTHOE MMs Balllero
3HAKOMOTO, Ha3BaHWE OpPraHU3alluU, TOJKHOCTb, TelIe(OHBbI,
e-mail u 1.0, Ecii ecTb BO3BMOXHOCTh — J00aBbTe (hoTOrpadhuio.

= ™ R T

Bo-BTOphIX, B TOJIE 3aMETOK 00s13aTE€IbHO OTMEThTE AATy U
o0cTosgTeNnbeTBa 3HaKoMcTBa. Hampumep, «12.05.2006. Kondpe-
peHius ¢ punepamu. [Toznakomun MBaHOB, 06CyXnaiu HOBYIO
PETHOHAIbHYIO TTOJIUTHKY». EC/M mepBbIM KOHTAKTOM OBUIO 3JIEK-
TPOHHOE MUCbMO ¢ KAKUM-JIMOO TPeITOKEHNEM, MOXKHO CKOITH-
poBaTh B 3TO MOJIE TEKCT MUChMA.

Hanpumep, B koHTakTe koMmmo3uTopa Munust banakupesa,
ObIBIIETO yIpaBisomuM [IpraBOpHOI TeBUYECKON Karesioi, B
anpecHoil kuure o. MoanHa KpoHIITaATCKOTO B TOJIE 3aMETOK
MOXHO ObITIO OBl CKOMMMPOBaTh U3 pazaena «llouta» cremyroiee
MUCbMO (LIMTUPYEM TOMJIUHHBINA TEKCT):

«JlocTonouyreHHeHImMit pad boxuit — Munuii!

Or Bceit mymm 6narogapio Bac 3a Baunry q000Bb U XeJTaHUE
Baiie nogaputh MHe yacok Baiiiero npuaBopHOro, mpekpacHoro,

00pa310BOro MeHusl.

DTUM CYACTJIMBBIM BpeMEHEM JUIsl MEHSI MOTYT OBbITh YMcClia
Jekabpp 16 wim 17, u Jaydille Be4epoM, 4acoB B 5 Wiau 6-Tb. Bel
MEHsI U3BECTUTE, Koraa st Bac ynobHee, B 3TW WK ApyrUe AHU
WY Yachl.

IMpenannsbiilt Bamn ciyra 1 cMUpeHHBI Ooromorietl,
nportouepeit MoanH Ceprues.
19 Hosi6pst 1893»
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Kpome o0cTOSITEIbCTB 3HAKOMCTBA BHECUTE B IIOJIE 3aMe-
TOK TaKKe JIMYHYI0 MHOOPMALIMIO O YeJI0BEKE, KOTopas IIpei-
craBisieTcs BaMm 3HaunMMoii. Ectb mu y Hero getn? KakoBbl ero
BKYCBI Y IIPEAITOYTEHUSI, €CJIM 3Ta TeMaTHKa IIPO3ByYaJia B Ballleid
Oecene?

JleHb poxXaeHUs Jydllle 3aaTh B OJHOMMEHHOM IIOJIc Ha
Bkianke «[logpoOHOCTH», TOIJAa COOTBETCTBYIOIIEE COOBLITUE
OyleT aBTOMAaTUYECKU ITOSIBISIThCS B HYXXHEBIN JCHb B BallleM
Kanengape.

Ecmu pu CJIC)IYIOH_[Cﬁ BCTPEUYE C 3TUM YCJIOBEKOM BbI II€PEUYN -
Ta€T€ CBOU 3aMETKMU M BCIIOMHUTE, YTO OH JIIOOUT (DYT6OJ'I nin

cobupaeTcsl mucaThb KHUTY, 9TO OyIeT caMbIM JIYYIIMM BbIpaxke-
HUEM Balllero yBaxKeHUs1 K HeMy. Ml He cTecHsIiTeCh TOro, 4ToO BbI
BCEro JIMIIb OCBEXWIM B IMaMITU MHGOPMALMIO, BIIMCAHHYIO B
KoHTakT. Halla maMsiTh HeCOBepIlleHHA, Mbl Bpsia 11 (PU3UYECKU
CMOXEM 3alTOMHUTH BCE, YTO HAIll 3HAKOMBIN CUMTAET JUIsT ceOst
BaxkHbIM. BaxxeH Balll MHTepeC K YeJIOBEKY, a HEe TO, B TOJIOBE BbI
XpaHUTe MHOOPMALMIO WU [Ie-TO elle.

He Toponurech nepeHOCUTD Cpa3y BCe UMEIOIINECS KOHTAKThI C
OyMaXHBIX HOCUTEIel: 3T0 Oojbluas pyTUHHAsS padoTa, KoTopasi
OBICTPO HACKYy4uT. JIydllle mMpMMUTE 3a MPABUJIO: KaXIblii HOBBIA
KOHTAaKT 3TUM Xe BeuepoM BHocuTh B Outlook. ITocTeneHHO K
9TUM HOBBIM KOHTaKTaM BbI OyaeTe J0OaBISITh CTapble U TaKUM
00pa3oM nepeHeceTe KOHTAKTHYI0 MH(pOpMAaIIO CO BceX OymMaxK-
HBIX UICTOYHUKOB B €IUHOE 3JIEKTPOHHOE XpaHWJIUIIIE.

[Nomck HY>XXHOro YenoBeka

Ckopee Bcero, KOHTAaKTOB B Haileli 6aze Oyner MmHoro. Heobxo-
JIMMO KaKMM-TO 00pa3oM OpMEHTUPOBAThCS B HUX, HAXOMASI HYX-
HbII B HY>)KHOe BpeMs. [I1s1 3TOro ecth Tpu crnocoba.

IlepBblii cIOCO® — MOMCK MO KJII0YEBOMY CJIOBY. MOXHO
BOCIIOJIb30BaThCsl KHOMKON «HaliTh» Ha maHeslu MHCTPYMEHTOB.
B none «IIpocMoTpeTh» 1OCTATOYHO BBECTU (haMUJIUIO UHTEpPE-
CYIOIIETO Bac 4yesioBeKa MO0 ero uMsi, Ha3BaHue OpraHU3alluu,
4yacTh JIEKTPOHHOTO ajipeca U T.M. MOXHO MCMOJb30BaTh Kakoe-
TO CJIOBO M3 Te€X, YTO Bbl MOIJIM BIMCATh B IMOJIE 3aMETOK HYXKHOTO
BaM KOHTaKTa, HAIpUMep «(DyTOo», «KOLIKW», «IAIEPbl» U T.I1.
B n1000M ciydae MOMCK BBIAACT BCE MOAXOMSIIME KOHTAKTHI.

Bropoii cnocod — rpynmMpoBKa N0 KOHTEKCTHbIM KATEro-
pusiM. Bbl MoXeTe MPUMEHUTh TY XK€ CUCTEMY KOHTEKCTOB (Kare-
ropuii), 4To M I 3amad. BcrioMHuUTE: Kaxayro 3a1a4y Mbl MOLJIU



OTHECTU K KakKoii-mmbo kareropuu — «KnueHTbl», «[logunHeH-
Hble», «ITocTaBlIMKN», «CMexXHUKN», «PernoHanbHbie QUIN-
bl U T.N. B OKHE cO3MaHUsT KOHTaKTa, KaK U B OKHE CO3IaHUs
3agauu, crpana Beepxy (B Outlook 2003 — crmpaBa BHU3Y) €CTb
kHornka «Karteropuu». C ee MOMOIIbIO MOXHO MPUCBOUTh KOH-

TaKTy HYXXHYIO KaTE€TrOpHIO.
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Yr1o0bl YyBUAECTh KOHTAKTHI YIIOPSAOYSCHHBIMU 10 KaTETOPUSIM,
HaliouTe Ha MaHeau 3amad HeOOoJIbIIoe MEHIO CO CJIOBaMM «Ampec-
HbIE KapTOUYKW». DTO MEHIO IEePEeKII0YEHUS I10Jb30BaATEIbCKUX
MpEACTaBICHUMA.
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ITo yMOJIYaHUIO UCTIOIB3YIOTCH «AIpecHbIE KapTOYKHM», MaK-
CHMAaJIbHO TTOXOXHME Ha OOBIYHBIC OyMaskHbIe BU3UTKU.
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Ho B 3TOM MeHI0 Mbl MOXEM BbIOUpATb U APyrue mpeacTaB-
nenus. Hanpumep, «[lo xareropusiMm» — rae KOHTaKThl OymyT
CTPYNIUPOBAHbI B COOTBETCTBUM C KOHTEKCTAMU, K KOTOPBIM
MbI ux oTHecnu. JInbo «Crnucok teneoHOB» — TMpocTo anda-
BUTHBIN MEpeYeHb BCEX KOHTAKTOB, KaK B TeJe(OHHON KHUTE.
JIu6o «ITo opraHuzauusmM», KOraa Mbl CMOXEM YBUAETb BCEX
JIIONIEH, OTHOCSIIIIUXCS K OMHOW KOMMAaHWU WU YUPEXKICHUIO.
Hakonen, «HenaBHO co3naHHbIE KOHTaKTbl» — BCE BHECEHHbIE
HaMU B TEYEHUE TOCIEIHUX CEMU THEM.

TpeTnii cmocod — rpynnmupoBKa Mo cnenyajibHbIM KaTe-
ropusiM KOHTakToB. KOHTEKCTHast TpynmnupoBKa, KOTOPYIO MbI
YX€ paccMaTpUBaJIM, AT BO3MOXHOCTb YBUIETh CITMUCOK BCEX
KJIMEHTOB, KOHTPAareHTOB, CMEXHUKOB U T.N. Ho nHorna ObiBaet
TOJIE3HO 3aBECTU OTHEJIbHBIE KAaTETOPUU CMEIUATBHO JJISI KOH-
TaKTOB, HATIPUMED:

— Ha IIpa3aHUKU JAPpUTb MOAAPOK;
— Ha Ipa3gHUKM OOCTATOYHO IMO3APaBJICHUA IMCbMOM;
— IIpUrjamaTb Ha BCTPEUYU HALICTO KJ'IY6a;

— MOIYT JaTb Pp€KOMCHAALIMIO HallMM IMOTCHIMAJIbHBIM
KIIMCHTaM;

— MOIYT 3aMHTEPECOBATLCA HOBBLIM ITPOAYKTOM;

— MOTIYT JaTb KOMMECHTapuun 1Jisd CTaTeEW O Hac B pecce.



OTU KaTeropuu, He Takue obmiue, Kak «KiaueHTbl» uiu
«[TocTaBLIMKW», HALIEJICHBI Ha MOUCK JIOAeH, KOTOpbIe BaM UHTE-
PECHEI B CBSI3U C KAKMMM-TO COOBITUSIMU, IIPOEKTaMHM, IIPOLieC-
camu. Eciau BBl peliuTe co3gaBaTh TaKue KaTeropuu, oosiza-
TeJIbHO HYXKHO OTIEJIUTH UX OT OCHOBHOIO crucka. Kak Bbl OM-
HUTEe, KaTeropuu ONepaTUBHOIO MIaHUPOBAHUSI Mbl HAUWHAJIU C
equHuubl («1-IeHb», «1-Henenst»), KOHTEKCTHBIE KATErOpUU —
¢ aBoiiku («2-1lled», «2-KnmneHTbl»), COOTBETCTBEHHO, CIICLIMAIIb-
HbIe KaTeTOpUM KOHTAKTOB MOXKHO HauyaTh ¢ TPOMKM («3-ITpuria-
1IaTh Ha Ipe3eHTalun», «3-BbICblIaTh aHOHCHI HOBBIX MPOIYK-
TOB»). I10CKOJIBKY B JIIOOBIX CIIMCKAX KaTErOpyUM BCEraa pacriofa-
rarorcs 1o aagaBUTy, Mbl HUKOIIA X HE IepeIryTacM.

UseTombie xare ropun

iﬂﬂ HAIEE LBATOBBLC KATAMOMMF BELIANSHHBM INEHSHT a8 OB IYITS dindon PRAOM C
SEMSEIH KATENODMH, HTO0G! HOMSIITL KATErOPIG, BLIASMATS ae IEaee0n H jirec
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HOI/ICK AeJl, CBA3aHHbIX C 4e/10BEKOM

Yacto Ham ObIBaeT HY>KHO B MOMEHT BCTpPeYU WIM TeJe(POHHOIO
pa3roBopa C YeJI0BEKOM HalTU KaKue-Jaubo 3aJadyud U MBICIIH, K
HeMy oTHocsIuecsi. Mn BCOOMHUTh UCTOPUIO B3aUMOOTHO-
LLIEHUIA: KOIma BCTpeyaauch? 4To oOCyXmaau? o 4yeM JOoroBapu-
BaJuCh?

Outlook maeT Takyo BO3BMOXHOCTb. B OKHe KOHTAaKTa MBI MOXEM
OTKPBITh BKJIAIKy «/leiicTBUSI», Ha KOTOPO OTOOpaXkaloTcsl BCE
Halllu B3aMMOAEHCTBUS C 3TUM 4YeJIOBEKOM. A UMEHHO — CBSI3aH-
HbI€ C HUM 3aJayM, BCTpe4u, 3aMETKH, MMChMa U IIpoyee.
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J1J1s1 TOro 4ToOBl 3TO MPOU3OIILIO, HY>KHO MPOU3BOAUTH OTHO
IIPOCTOE JEICTBUE — daccoyuuposams (CBSI3bIBATH) BCTPEYH,
3aJa4M U T.I. C UHTEPECYIOLIUM Bac KOHTAKTOM.

OOpaTuTe BHUMaHuUe: B OKHE CO3JaHMsI BCTpeUHU, 3aaadu, KOH-
TaKTa BHU3Y CJieBa eCTh KHOMNKa «KoHTakTel». C ee MOMOLLBIO IPo-
HUCXOIUT CBSI3bIBaHUE JII0O0ro oobekTa Outlook ¢ KOHTAKTOM.

| KoHTaKThL .. |

Hanpumep, BbI TiaHupyeTe BeTpedy ¢ Bacunuem Tletporuem
CunopoBbiM. B okHe co3naHust BCTpeun HAXXMUTE KHOTKY «KOH-
TakThl» U BeiOepuTe Bacunus [letpoBuua u3 crmcka. B okoiike
cIipaBa OT KHOIKU «KOHTAKThI» ITOSBUTCS €0 ITOJIHOE UMSI, IIPH-
YeM MOAYEPKHYTOE. DTa HAIIUChH SIBJISIETCS] TUIEPCCHIIKON —
KJIMKHYB Ha Hee, Bbl 0TKpoeTe KOHTakT Bacunus IlerpoBuua.

TaxkvM 006pa3oM, Bbl yOMITM HECKOJTbKUX 3aiilieB. Bo-mepBbix, mpu
TOITOTOBKE K BCTpeue (WIK MPU PElICHUU 3a1a4i) YacTo ObIBAaeT
HY>KHO CBSI3aThCSI C YEJIOBEKOM, K HEll OTHOCSIIIIMMCSI, YTOOBI MOJI-
TBEPAWTH BpeMsl MPOBENIEHUST BCTPEUU, YTOUHUTH HY>KHBIE TTOAPOO-
HOCTHU U T.I. Terneppb Bce 3TO MOXHO CIIeNIaTh, OTKPBIB KOHTAKT MO
TUTIEPCChUTKE MPSIMO U3 OKHA BCTPEUW WIA 33avu.

Bo-BTOpBIX, MpU padoTe ¢ YEIOBEKOM Ha BKIIAIKe «/leicTBus»
BBl YBUIUTE BCE MPONUIbIE U Oymyllie aCCOIMUPOBAHHbBIE C HUM
BCTPEYU W 3aJa4U.



B-TpeThux, ecim peub UIeT o KOJUIEKTMBHOM paboTe — Beerma oymaer
BUIHO, KTO MIMEHHO paboTall ¢ JaHHBIM KJIIMEHTOM, C KeM HeOOXOIMMO
CO3BaHMBATBCS TI0 BOIIPOCY MOATOTOBKM HAMEUEHHOI BCTPEYH U T.IL
V Kaxmoi 3a1auu ¥ BCTPEeYH 0053aTeIbHO OYIET CBOM «XO3SHH».

Ectb ABa NpocTbix cnocoba cBsA3aTb KOHTAKT C 3a4a4yen, BCTpedyen nim
OPYrMM KOHTaKTOM.

MepBbii crnocob - B OKHe CO3aaHMs BCTPeUN (3aaa4m, KOHTakTa) B nose cripa-
Ba OT KHOMNKW «KOHTaKTbl» BAMCATb BPYYHYIO HYXHYIO damunmio. Outlook cam
onpeaenunT, 0 KOM MOET Peyb, U NPU COXPaHEHMM BCTPEYN NOACTaBUT BMECTO
damMmnmMmn NOsHYIO MMNEPCChINIKY HA COOTBETCTBYIOLLMIA KOHTAKT. 3TOT Cnocob
y0o0eH, Koraa B Baller apeCHOM KHUIe MHOrO KOHTaKTOB U MPOLLIE BBECTU
daMmmio No NamMATK, YeM BblBMPaTh €€ N3 AJIMHHOIrO andaBUTHOrO CNUCKa.

[
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2BHY Banakvpee

Bropoit criocob (8 Outlook 2003) - paboTtasi C CamyiM KOHTAKTOM, B OKHE KOHTaKTa
B MeH0 «[1eficTBUs» (He nyTarb C BKaOKOWN «[lelicTeus») BbIOpaTh «<HoBasi BCTpeya
C KOHTakTOM» wn «Co30aTb 3aaady )19 KOHTaKTa». ByayT cozpaHbl BCTpeya win
3a4a4a, Y>Ke CBASAaHHbIE C KOHTAKTOM, KOTOPbIN Yy BaC Cenyac OTKpPbIT.

T[IONe3HOCTH ONd PYKOBOJUTENA

Ynpasnenue koHtakramu B Outlook, B oTinuune ot J1o0bIx OyMax-
HBIX HOCHUTEJIEN, TTO3BOJISIET:

— C€o37aTh B Ballleli KOMaHAE YETKOE€ MOHUMAHUE: KTO YEM
3aHMMAECTCA, K KOMY C KAKMM BOIIPOCOM 06pa]l[aTbC${, KTO
y4aCTBOBaJl B TOM WJIM MHOM ME€POIIPUATUMN, — HaAJIaaB
CUCTEMY CBA3bIBAHWA KOHTAKTOB BallIMX COTPYAHUKOB, KITN-
€HTOB U ITapTHEPOB C 3aga4yaMU, BCTpEYaMU1 U 3aMCTKaMM.

— co3z/aTh 0a3y KOHTAKTOB opearu3ayuti (KITMEHTOB, TOCTaBIIN-
KOB 1 T.11.), C KOTOPBIMU aCCOIMMPOBAHBI KOHTAKTHI BAXKHBIX
JUTST BAC COTPYTHUKOB STUX OpPraHU3aIHiA. DTO TTO3BOJUT yIIPaB-
JISITh BCEMU B3aUMOOTHOILIEHUSIMU C BHEIITHUM MUAPOM.

— MpU OTCYTCTBUU crieruanuzupoBaHHoro CRM-pemieHust
(cucteMbl B3aMMOOTHOIIIEHUI C KJIMEHTaMU) — opra-
HU30BaTh €ro ¢ MOMOIIbIO OOIIMX MaNnoK KOHTAaKTOB Ha
Microsoft Exchange Server, ¢ noctynom K Hum u3 Outlook.
IIpu HEOOXOIMMOCTU — MHTETrPUPOBATH C CUCTEMOI OyX-
raJITepcKoro v ToBapHoro yvyera B 1C.

Kpatkume ntorm

1. ®@ukcupyiiTe KOHTAKTHYIO HH(GOPMALIMIO Cpa3y.

2. OO6s3arenbHO oTMmeualiTe B KoHTakTe Outlook o6cTOSI-
TEbCTBA 3HAKOMCTBA C YEJIOBEKOM.

3. HaxomuTe HY>XKHOTO 4YeJIOBEeKa I10 KJIFOUEBbIM CJIOBaM 1100
CTPYNIIMPOBAB KOHTAKThI 10 KATETOPUSIM.

4. KpoMe oO0IIUX TeMaTUYECKUX KaTeropuil MoJjib3yihTeCh
crneluaJbHbIMU KaTerOPUSIMU [IJ11 KOHTAKTOB, HAaIIpUMeEpP
«[Ipurnamarhs Ha Mpe3eHTALMU HOBBIX IIPOAYKTOB>.

5. Casa3biBaiiTe BalllM BCTpe4uu, 3adayd, 3aMETKU U T.I.
C KOHTaKTaMHM, YTOOBI BUIIETh, K KOMY C YeM 00palllaThCs.

6. Haxonute Bce ,E[eflCTBHH, CBA3aHHBIC C KOHTAKTOM, Ha
BKJIaaKe «I[eflCTBHFI» B OKHE€ 9TOro KOHTaKTa.



«Boennvie scezo mupa xopowio snarom saxcHocms cesu, Yanwt
CA3U NPOMUBHUKA HEOOX00UMO YHUUMONamb mak sce buicmpo,
KaK wimabvl U paxemmpie 6amapeu. Céasv — 3mo Hustpy.

4. UhdopmaLnoHHas
0e30nacHOCTb

Pearupyute BoBpems
C nomoLbo pa3aena «[loyrar

Hain Bek — Bek nHgopMauuu. [1otokos, pex, Mmopeit nHGopMa-
1IMY, HAa KOTOPYIO HY>KHO CBOEBPEMEHHO pearupoBaTbh. Y Kaxk-
JIOr0 13 Hac ObIBAaJM MOMEHTHI, KOIJa MOTOK MH(MOpPMALlUU U
CcOOBITHH YIIOTHSIICSA. CUMTaHHBIE THU OTpeaessii AaJibHe-
1ve Mecsibl U rogsl. OT CIIOCOOHOCTH OBICTPO 00pPadOTATh BXO-
JIALIYI0 WH(pOPMALIMIO, CUCTEeMAaTU3UPOBATh €€, BbIACINTD IJ1aB-
HOE, BOBpEeMSsI OTpearupoBaTh — 3aBHCEJIO BCE.

Jl1s1 mro0oro ImpencTaBUTENs XKUBOKM ITPUPOABI CKOPOCTh pea-
TUPOBAaHMS — 3TO BO3MOXHOCTb BbIXXKMBaHUS. EcTb Bepcus,
YTO NWUHO3aBPbl BBIMEPJIM M3-3a CJAUILKOM OOJIBIIOrO pa3Mepa
Tena. HepBHBIM MMITYJIbC TOJITO 1IeJT OT KOHEYHOCTEH K MO3Ty 1
00paTHO, B pe3y/ibTaTe MPOTUBHUK YCIIeBaJl HAHECTU CMepTesib-
HbIe paHEHUS U OTCKOUMTh. Cuiia Obl1a OeccuibHa TPOTUB CKO-
pOCTH peakluu.

Eciay BCIIOMHUTB 3aKaT BEJIUKUX MUMIIEPUIl, MOXHO BhIIe-
JINTb OJHO 00Illee CBOMCTBO: BBICIIME 3IIETOHBI CTAHOBSTCS
HEYYBCTBUTEJbHBI K MHMPOPMALMOHHBIM CUTHAJIaM — ITUCh-
MaM C MeCT, ToOHeCeHUsIM U T.1. CaMOyCITOKOEHHOCTh U CaMO-
JIOBOJILCTBO MPUBOAAT K riayxore. 1 HaobopoT, B 3IOXY pac-
1[BETa UMIIEpUU Y JIIOOOTO YesIoBeKa eCTh IIaHC JOHECTU CBOIO
nHdopmanuio g0 BepxoB. Hanpumep, kpukHyTh «C0BO U
JIeJI0 TocyAapeBo!» — M ObITh BBICIYIIAHHBIM Ha CAMOM BBICO-
KOM YpPOBHE.
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BoeHHbIE Bcero Mupa XopoIllo 3HAKOT BaXXHOCTh CBSI3U. Y3JIbl
CBSI3U MIPOTMBHUKA HEOOXOMMMO YHUUTOXATh TaK Xe ObICTPO,
Kak 1Tadbl U pakeTHbIe O0atapeu. CBsI3b — 3TO KM3Hb.

OnuH W3 BaXHEWIIUX BUAOB CBSI3U JJISI COBPEMEHHOTO
MEHeIXepa — BJIEKTPOHHAas mouTa. ['paMOTHO HalaKeHHBIE
00paboTKa, XpaHeHUEe, YyIOpsLOoYeHe COOOIIEHUI — 3TO He
BOIpocC yno0cTBa. B Hallle BpeMmsi 3TO BOMPOC BbIXXKMBaHUS.
He tosbko mist Bac, HO U JJIsI JIIOMIEH, KOTOPhIE OT Bac 3aBU-
cat. JIns1 Baiero aena.

Tot, KTO pearupyeT CBOeBPEMEHHO M OBICTPO, HE MPOCTO
Oonbiie ycnieaeT. OH 60jiee KOHKYPEHTOCTIOCOOEH B YCKOPSIIO-
IIEMCST TIOTOKE XXU3HU. TOT, KTO 3axJIeObIBAETCS B MOTOKE BXO-
nsieid MHpopMalum, He yMeeT ee TpaMOTHO OTCOPTUPOBATh
U BBIIEIUTH BaxkHeilllee, — mpourpbeiBaeT. OH MOXOX Ha Mpe-
KpacHO BOOPYKEHHYIO TMBU3UIO, Y KOTOPOH AMBEPCAHThI MPO-
TUBHUKA YHUUYTOXUJIN BCE Y3JIbl CBSI3U.

He qymait 0 cekyHZax CBbICOKa...

Becna 1945 ropma, bepauH. CoBeTckuil pa3Bequuk Makcum
Hcaes, oH xe mtangapteHdropep don LItupnui, nomkeH ycne-
BaTh XUTb JBYMSl XU3HSIMU OAHOBpeMeHHo. OmHa XWU3Hb —
TaliHasl, XXU3Hb COBETCKOTO pa3Benuuka. Jpyrasg Xu3Hb —
sIBHAs1, )KU3Hb pa3BeJuuKa HeMelukoro. O0e X1U3HU NpeaebHO
obocTpeHbl. Kaxnablii 11ar, Kaxxaoe CJIOBO, KaXXIblii B3I
uMeloT 3HaueHue. OT KaxaoW Kpymuilbl MHGOpMalUK 3aBU-
CUT XHU3Hb WIM CMEPTh HE TOJBKO €ro caMoro, HO W JeCST-
KOB ThICSIY JIIOfICA.

IpenctaBuMm cebe OAWMH AEHb 3TOUM XW3HU, T€ caMble €€
MOMEHTBI, KOTOpbI€ HE MOKa3bIBaloT B KMHO. OHU He Tak 3pe-
JIMIIHBI, KaK IMUOHCKKe uctopun. Hukakoit cTpenbObl, siBOU-
HBIX KBapTUp, TaWHBIX paauocTaHUUil. TolbKO BCTpeuu u
JIOKYMEHTBI.

Bcst nesitenbHOCTh pa3BeiKM — 3TO MOTOKU JOHECEHU, -
POBOK, OTYETOB, CBOJIOK, TOKJIATHbIX 3aITMCOK. BoBpeMst mogaHHbIi

WA 3aep>KaHHBI JOKYMEHT pEIlaeT CYIbObl JIOACH, TUBU3UA
1 (OPOHTOB.

Camoe r1aBHOE M CEKPETHOE, KOHEUHO, TPUXOAUTCS AepXKaTh
B TOJIOBE, CIEIMATIBHO TPEHUPYS IS 3TOro naMsth. Ho u MeHee
CEeKpEeTHOIro XBaTaeT, YTOObI MPUUTH B OTYasiHME OT OJHOTO
B3IJISIIa HAa KUTIBI TOKYMEHTOB Ha paboyeM CToJIe.

TMostomy Ha ctone y LITupnuiia uaeanbHbI TOPSIIOK. Y BOEH-
HBIX 9TO Ha3bIBACTCS «IlITA0HAas KyJIbTypa» — B HEE BXOAWUT HE
TOJIBKO TTOPSIIOK 00pabOTKU 1 TTPOXOXKIECHUS JTOKYMEHTOB, HO U
MOPSIIOK WX pa3MellleHUsl Ha paboyeM CToJie, HaBbIK OpraHu3a-
LM U 00pabOTKU BXOIsIIer MH(popMalu.

Kaxnoe Bxomsiee MUChbMO HaXOJUT CBOE YETKO OMpPENEICH-
Hoe MecTo. Packiiaika TOKyMEHTOB 1O MarkaM, TeMaTU4eCKUM
U XPOHOJIOTMYECKUM, MO3BOJISIET OTPEarupoBaTh Ha OO0 HYX-
HbII JOKYMEHT B HYXXHOE BpeMs.

B camux nucbMax HeJOMycTMMa HUKaKasli HesICHOCTh, (hopMy-
JIMPOBKU BPOJE «KO Buepar. I'pudbl «CpoYHO», «OCOOO CPOUHO»,
«0C000I BakHOCTH» MMEIOT BCEM M3BECTHBIN, YETKO yCTAHOB-
JIEHHBIN cMbIc. OpUEHTUPYSICh Ha 9TU MMOMETKH, MOXHO TPE3BO
OLIEHMBATb CTEeMNEeHb PUCKA W YIPABISTh CUTyallUEei.

Jlaxxe B caMbIX HAIPSDKEHHBIX U OTBETCTBEHHBIX CHUTYalIUsIX
3TOT MeXaHM3M paboTtaet becnepedoitHo. [ToaTomy, Korma Itup-
JINIL B aBTOMOOWJIE JaeT cebe MprKa3 3aCHYTh Ha |5 MUHYT, OH
MOXET 3TO caesaTh CroKoitHO. Korna oH BepHeTcs K paboTe, T0Ky-
MeHTOB Oyner MHoro. Ho riaBHbIe OyayT 06paboTaHbl B MEPBYIO
ouepellb, U BpeMsl Ha HUX HalaeTcsl Bcerna.

IMCLUUINNEA IPOBEPKY OYTH

BoBpemsi pearnpoBaTh Ha TIPUXOAAIINE COOOIIEHUST 3JIEKTPOH-
HOI TTOYTHI — XM3HEHHO BaxXHO. Ho 3T0 coBepllieHHO He 03Ha-
YaeT, YTO HeOoOXOIMMO MPOBEPSITh MOUTY exkeMUHyTHO. CKopee
Ha000pOT: HEOOXOIMMO YCTAHOBMTD IJIST Ce0s1 JOCTATOYHO XKECT-
KYI0 JUCLUIUIMHY paboThl ¢ Heil, MHaYe OHA «CheCT» OOJIBIIYIO
4acTh pabodyero IHs.



lNepenucka
LiTupnuya

BaxHoe nucbmo M'ummnepy
aBTOMAaTU4ECKMU

Bbl€N1IEHO KpPacHbIM
UBETOM.

B none «K ucnonHeHuio»
ornpaeutenem gob6asneH

TeKeT «HeoGxoguma BcTpeyar,

NMucemo opopmneHo

B COOTBETCTBWUM C NPUHATLIMMA
B OpraHu3auuy ctaHgapTamu:
MaLWHOMUCHBIX WPUDT,

rep6 B 1eBOM BEpXHEM yITy.

B npaBom yrny nucbma
oTtobpaxaetcsa potorpadpus
OTNpaBUTENA, B3ATaA U3 ero
KOHTaKTa.

MNManku nouckKa («repuHr,
«fe66enbcer...) N03BONAOT
ObICTPO HAWTKH BCE NUCbMA
K HYXXHOMY YeNoBEKY.
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HJIFI YCTaHOBJICHUS JIMYHOTO pEeXKMMa ITPOBEPKU BHCKTpOHHOﬁ »
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TIOYTHI OIIPEACIUTE AJIA cebsl HECKOJIBKO BaXKHBIX mapaMeTpoB.

1. Yacrora npoBepku nourbl. ONTUMAJILHBIIA peXuM — 2—4 Sy TPYNNbI OTAPABKK M NONYHEHHA MOTYT BRAFOUATS YHETHBIE 3AMHCh 1
o (W% ‘.r; nanikk COutlook, OnpeaenvTe 38384844, EBINONHASMENE C ITHMK MRYNNAMH

pasa B JeHb. MHoraa, B 3aBUCMMOCTH OT crielMdUKHU Bauleit &0 ppeMa OTAPAEKH K NONYHEHHA.
paboThI, MOXET NOTPeOOBaThCA Oosiee yacTas nposepka. Ho B Wi TG T e——
JOOOM cilydyae He yallle pa3a B yac, MHaye 3TO YXe He 3JeKT- BCe yueTHNIE SAMUCH B CETH M ABTOHOMHAR E
poHHas nouTa, a ICQ, KOTOpbIM M JIyyllle BOCTIOIb30BaThCs LIS
TaKOro ONEPaTUBHOIO PearupoBaHUS. @

ITo ymonuanuio Outlook mpoBepsieT MOYTY pa3 B 5 MUHYT. [ KonmposaTs. ..
Jlydiuie 3Ty CIMILKOM YacTylO MTPOBEPKY OTKIIIOUMTD U IIPUA HEOOXO- [E_J

JUMOCTU YCTAaHOBUTDL Ballly 4YaCTOTY — HaIIpMMEP, pa3 B 4yac.

MepermMeHOBaTE J

YT06bI YCTAHOBUTL HYACTOTY MPOBEPKM MOYTHI:

1. 3angute B MeHio Cepsuc / MNMapameTpebl. B nosiBrBLLEMCS OKHe BbIGepuTe HacTporika ana rpynnet "Boe yHETHBIE 3arcn”

BKNIaaKy «HacTpoika novtbi». -
- . [v] YYHTBIBATE FRYNNY NPH OTNPABKE K NONYHeHHA (F2).

NapameTpm = PRI 1 —
— [“]aeToMaTHueckn aocTaBnATE Kawasle: | 30 | MEHYT,

Hacrpos Hattpoika noYTH | oo ” I arpadiss nHHTE Mpeacranureni .
Vi IabueHne | Opgorpades JononHdiens IpeACTRBMTENN |'—| ABTOMATMYECKAA DTPABKS M NONYYEHHE NEK BbIXOAR,
WUSTHES Lafi RO MOSTE, o
PP riSa T TH I TSN ATEROT A0SRTROR O T Vet ] np# paBioTe ¢ Outlook B SETOHOMAOM pENAME
CATRISENE W 00 My Yetre E quTb'IBaTQ_ FRYNINY NP aTApaske W l"I.Dﬂ'y"-iE‘-HHH EFQ)
AL TRGEK OTTIRAELH M NOMyYeHAR CODBWSHITT I ADKYHEHTOE D A J 30 S| MMHYT
[“1Hemeanesnan aTrpasa npd samiei noLKmGYEHE — s ETOMaTHYECKH AOCTAENATE Kak ke 3 v YT

| CITTIRABHTE W NONYHTE. ., . |
1 & babinoe, MenonsSyesta OUtisch 474 +pareried " e ] JaKpeiTh
T = —— o

\\) YNQESBNEHMEE Y 1 SNEHHERN 08 AHHE RSN

Dz 4 aHHs

TeAehHHOE CoSAMHEHIS

‘ 2. Bpemsi npoBepKH nouThl. Bo-TIepBBIX, 3TO KpaTKast Ipo-
m——-— BepKa B Hauajle pabouux MepuoioB (Hauyano paGoyero JHs;
s oot g BO3BpallleHue B ouc nocse obeaa UK Bble3IHOI BcTpeun). B
XOJle 3TOif MPOBEPKHU BBl TIPOCMATPUBAETE HOBbIE COOOLICHMS
1, BO3MOXHO, KPaTKO OTBeYaeTe Ha HEKOTOpble U3 HuX. [J1aB-
Hasl 3a1a4a KPaTKoii MPOBEPKM — Y3HATh, €CTh JIM CYLIECTBEH-

HbIC MBMCHCHMHWSA B BallINX pa60'mx TIJ1aHax (BO3HI/IK.T[I/I HOBbLIC

TOHSO0M HEHEDS NPF OTNDAsKE H

i MoeectTe Toyhky NOLAE GTARAERH M No

L_ox ][ omens ] 3a71a4u, OTMEHWIUCEH CTapble U T.1.). Ee [UIMTENbHOCTh — HE
2. Haxmute kHOMKy «OTNpaBvTb U NOMYHUTb>. 6onee 10—15 MuHYT.
3. B nosBMBLLIEMCS OKHE «[PyTrbl OTMPABKY 1 MONyHeHIs» 3aaiiTe Tpebyemyto Bropoii pox mpoBepKy MOYTH — COOCTBEHHO OTBET Ha 0O0JIb-

4aGTOTY aBTOMATMNHECKO MPOBEPKY MOYTEI. IIMHCTBO COOOIIEHHUI. DTOo Jyullie AejaTh He B Hayaje pado-
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YUX MEepUOJ0B, KaK IMoJjaraloT MHOTHE, a, Ha00OpOT, B KOHIIE.
Hanpumep, B mocaenHuii OCTaBIIMIACS Yac 10 00e1a, B MOCIeIHUN
yac 10 KoH1a paboyero nHs. TakuM 00pa3oM, CABUTAsT «TEKYUKY»
Ha KOHell paboyero rmepuojaa, Bbl MoMoraetre cede MmoTpaTuTh
MEHbIIIe BpeMEHU Ha Hee 1 OOoJbllle — Ha MPUOPUTETHBIC CJIOXK-
HbIe 3a1a4U.

3. O6mmii GroaKeT BpeMeHn Ha moury. Eciiv oH He ompe-
JIeJIeH TBepIo — OH OyAeT 3aBeloMO OOJibllie ONMTUMAaJIbHOTO.
CrouT BBIACIAUTh B JIeHb OKOJIO 1—1,5 yaca Ha IJIaHOBBIE MpPO-
BEPKHU MOUTHI U €Ille OKOJIO 2—3 4acoB B HEAETI0 — Ha pacyuc-
TKY HAKOIMMBIIMXCS HECPOUYHBIX IMUCEeM. OTU 2—3 4yaca MOXKHO
JKECTKO IPUBS3aTh KO BpeMEeHU (HaIlpyuMep, BTOpasi ITOJIOBUHA THS
B IISITHULLY) JTMOO BBIACIUTH B JTI000€ ynoOHoe Bpems. Hampumep,
€ClIM y Bac eCTh HOYTOYK, PacuuIlaTh HECPOUHYIO TMOYTY YIOOHO
BO BpeMsI OXUJaHUs, B IMOE3AKaX U T.II.

ABTOMatuyeckas 06paboTka

npuweanx nMcem

151 TOro 4TOOBI Jierye OPUEHTUPOBATHCSI B MPUXOISIIUX COO0-
LIEHUSIX SJIEKTPOHHOI MOYThI, CTOUT nopyuutsh Outlook ux mpen-
BapuTEJIbHO 00paboTaTh.

Bo-nepBbiX, moje3Ho peryjsipHo nob6asisaTh B Outlook
HOBBIE MapaMeTphl A OTCEBa HEXeNIaTeJbHOW MOYTHl (Crama).
DTO MOXHO Jenath ¢ nomoinbio MeHio Cepsuc / [lapamerpsl /
Hactpoiiku / HexenatenbHas moura.

Bo-BTOpBIX, €C/TU BBI MOTy4YaeTe HOBOCTHBIE PACCHUIKU, COO0-
LEHUSI C UHTepHET-GOPYMOB U TOMY MOAOOHYI0 MHbOpMa-
LIMI0, SIBHO HE TPeOYIOIIYyI0 HEMEMJEHHOTO pearupoBaHus, ee
MOJIE3HO aBTOMATUYECKU OTCOPTUPOBATH B OTAEIBHYIO MOY-
TOBYIO TAIKYy.

B-Tpetbux, ecu Bac AOCTATOYHO YAacTO CTaBsT B mose «Korms»
MPOCTO JJISI CBEICHUsI, TAKKE MUChbMa TaKXke MOJIe3HO aBTOMATH -
yecku cOpOCUTh B OTAEIbHYIO Manky. Pa3z 3To Bompoc «k cBefe-
HUIO», 3HAYUT, OH He TpeOyeT MPEeAPUHSITUS KaKUX-T10O0 orpe/e-

JIEHHBIX nelicTBuii. [1paBoa, MHOTOE 3aBUCUT OT KOPIOPATUBHOM
KYJIBTYPbl KOMITAHUU, B KOTOPOI Bbl paboTaeTe: MHOTIAA B IOJIe
«Konusi» BaC MOTYT CTaBUTh U KaK COMCITOMIHUTENS. Torma oTcop-
TUPOBBIBATh TaKWe MHUChMa HE CTOMT.

MapameTpbl He e JaTeIbHOH NoYTh

3a6N0KMPOEAHHEIE OTNPABNTENN MexayrapoaHble KOHTAKTH

MapameTpsl HagexHbie OTNpaBUTEAM HaAexHBIE NONYYATENN
T Outlook No3BORAST NEPEMELETE NOADIPHTENLHLIE COOBWLEHHA

| e -~ "
— @ 3nexTpoHHON NOYTE B OCOGYHA NAMNKY AN HEXENaTenbHoH NoyTH,

BhifepuTe YpoBSHb 3aluMThl OT HEXeNaTenbHOH 3NEKTPOHHOM NoYTE,

() HeT aeTomaTHyeckoro oTbopa. MiceMa oF 3a0N0KMPOBaHHLIX
OTNPEBMTENEN NOMELLAHITCA B NanKy HEXeNaTensHoH NoYTsl,

(3 Hskmi, TIepexBaT v nepemeLeHHe ABHLD HEHENATENEHEDX |
£oofuleH B OTAENLHYI0 Nanky.

O Bricokui. MepexsaT G0NbWEN YS0TH HEXENaTEMEH0H NOYTI C
ESEPOATHOCTHIO NepeXBaTa HEKOTopLIX NoAe3HEX ConbWeHri.
Yale NooBSpaRTe Nanky HEXSNaTENEHOM NoYTEL.

() Toneko cRMCKK HaaekHbIx aapecaTos. B nanky "Bxoasume”
AOCTABNASTCH TOMBKO NOYTS OT MoNL30BaTENEH H M3 AOMEHOE,
BEMFIYEHHBEX B CIMCKH HaASMHBIK OTNPABHTENEA M NOMYYaTEeneH,

[(1Besso3spatHo yAanaTE BOMONHYHD HEXENTENLHYHD MouTy Bes
nepeMelLeHHs B NanKy

[¥] OTrnOYaTE CORINKHM M ADYTYE BOSMOMHOCTH B CODDIWEHNAX
MLLIMHNS (PEROMEHAYETCR),

[#]0pk oTnpaeke aneKTPOHAHGH NoYTH A0BaBNATS WTEMNenk,
MOMOF AHOLLMA NOHTOBEIM KNMEHTaM 0TNMHMTE OObMHYD NoYTY OT

HEWENATENHDA
T
L 0K ] [ OTmeHa

Co3sgaBarb Manky U aBTOMaTUYeCKU OT(MUILTPOBBIBATH B HUX
[TOYTY MOXKHO CJIEAYIOIIUM O0OPa30M:
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1. B nanenn nepexonos BbiGepuTe MYHKT «Crncok nanok. Teneps HacTpouM GUIBTPALIMIO TIOYTH B CO3MAHHYIO MAIKY.
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2. B OTKPbIBLUEMCSI CNUCKE KAWKHUTE MPaBOi KHOMKON MblM Ha nanke
«Bxopswwe» v BbIGEPUTE B KOHTEKCTHOM MEHIO MYHKT «Co3aaTth manky». . S S ——=|
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3. B nosiBMBLUEMCSI BHU3Y CMUCKE KIIMKHUTE rMnepccebinky «OTnpaBuTenu
WM CMCOK PACChINKU».

Macrep npasus

Marme coobisaum cimayst arfnpare?

iblar |. Bnifepwers v o orficpns.
I x :

RAPOCCRIH-EIE M

Tor 3Hglading ).

4. MosBunocb OKHO «Aopec Ans npasuna». B none «Om Hanuwwute e-malil
paccblikm, Hanpumep, subscribe@improvement.ru. LenkHute «OK».

5. Bbl BepHynucb B OkHO «MacTtep npaBui». Haxmute Ha runepccbuiky
«MepemMecTuUTb KX nanky <umsa>»,

Mactep ripanun
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6. B nosiuBLIEeMcs OkHe «[paBufia 1 OMoBeLLeHVs» BbibepuTe nanky «Pac-
CblIKM» U HaxMuTe «OK».

lNpasuna u onose we HUA ||‘§]

Nanka;

| = B Tafim-meHeasmenT Ha Outlook Al
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7. Bbl cHOBa BepHynuCb B OKHO «Mactep npasun». Haxmute «[OTOBO».

Hasag Jgaﬂee:v ] [ FaToeo

8. Tenepb nepen, Bamu OkKHO «[lpaBwia 1 onoeeLleHns». Ha Bknaake «[pasuna
ONs 9NEeKTPOHHOW MOMTb» MOSBUIOCH TOMBKO YTO CO3JAHHOE HAaMK MPaBuio
«subscribe@improvement.ru».
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[TucbMa «K UCMONHEHUIO»

Kak npaBuiio, npuxonsiias K HaM B MMCbMax MHGOpMaLIUs Tpe-
OyeT OT Hac oIpeleJeHHON peakluM. PasHble MHUCbMa TpeOYIOT
pa3HbIX IEUCTBUI, a UMEHHO:

— OTBeTa — TO €CTh COOOILEHUSI KaKOH-TO I/IH(I)OpMaLII/II/I
NI IIPUHATHUSA PEIICHU A,

— pa3MBIIUICHUST — KOTAa [UIS TIPWHSITHS pElIeHUST BaM
TpebyeTcsT HEKOTOPOe BpPEeMSI;

— IIOCTAaHOBKM Ha KOHTpPOJIb — BaM HEOo0X0IUMO yepes
HEKOTOPOEC BpEMsA BCIIOMHUTD 00 aTOM IIM1CbME, YTOOKI
IIPOBEPUTH COCTOAHUE BOIIPOCA,

— MOPUHSITUS K UCTIOJTHEHUIO — KOLA B MUChbME COIEPKUTCS
Hekas 3a1aya I Bac.

Haunem ¢ nucem «K McnoiHeHNI0» KaK caMbIX BaXKHbBIX, Tpe-
OyrolIMX OT Bac OOJBIIOro KoJauvecTBa aeicTBuil. st paboThl
TakuMM nucbMaMu B Outlook ecTh cienalbHbIA UTHCTPYMEHT —
¢unar «K ucrnoaHeHunio». OH yCTaHABJIMBAETCs CIIpaBa OT TEMbI
MUCchbMa B CHELMaIbHOM CTOJIOLE.

4 KoHTaKTm C COMIHWKAMK

'
! @ Koy i
. THETES "K HENGAHEHIK

[ToctaBuB Ha MUcbMe OIUH U3 (I)J'IEII‘OB K UCIIOJIHCHUIO (I/IX

HECKOJIbKO, Pa3HbIX LIBETOB), Bbl (paKTHMUYECKM MpeBpallaeTe
nucbMo B 3agady. C atoro MomeHTa B Outlook 2007 oHO BUIHO

B MaHEN 3a/1a4 MPpU KaJeHIape, ero Tak xe, Kak v Jro0yo 3anaqy,
MOXHO ToMelnath B Kareropuu «l-Iens» u «1-Hegens» u KoH-
TeKcTHble Kateropuu («Ied», «KinmeHTbl», «IlocTaBIIUKW» U
T.1.). [IMChbMO CTAaHOBUTCSI MOJHOIMPABHBIM 3JIEMEHTOM Balllei
CHUCTEMBbI YIIpaBJICHUS 3aJa4aMu.

(B Outlook 2003 nmucemo, momedeHHoe «K McmonHeHuto», He
MOSIBJISIETCS B 3aMayax. Ho B cHMCKe Mamnok ecTh CreluaibHast
nanka «K ucronHeHn1o», B KOTOPOii BCe OHU BUIHEL.)

bBriBaeT, 4T0 Ha MMCHMO HY>KHO OTPEarupoBaTh B KAKOW-TO TOYHO
onpeeNeHHbI MoMeHT. HampuMep, B MHUCbMe CONEPKUTCS TIPO-
cb0a «ITo3BoHUTE MHE, TTOXaTyiicTa, BO BTOPOii MOJIOBUHE THS B
yeTBepr». B TakoM ciiydyae CTOMT YCTAaHOBUTh BPEMST OTMTOBEILICHMUSI.
B HyxHbIIT MOMeHT, HanipuMep B 15.00 B yeTBepr, IPO3BYYUT CUT-
HaJl U B OKHE OIOBEUICHUIA TTOSIBUTCS 3TO MHACHMO.

OTMETUTh MUCHMO «K UCIOJHEHUIO» W MOCTAaBUTh HA HETO

OITIOBCII€EHUE MO2KHO CJICOYIOILIUM 06p330M.

1. KnukHuTe Ha NCbMe NPaBOM KHOMKOW MbILLW 1 BbIOEPUTE B KOHTEKCTHOM
MEHIO NYHKT «BbIbpats kaTteropuio», a B noaMeHto «Bce kateropum» (B Bepcumn
2003 - meHio «KaTteropum»).

4 KoHTaKkTel C COMBTHAKAMA

A K MEnOAREH

) Tespax Tmocne) oo fparox

HeoSXooma BCTDE

KoHTaxTs! C Bparcm

2. MpucBoiiTe kateropuio «1-eHb», ecnv coaepXallyocs B NMcbMe 3agaqvy
HY>XXHO BbINOSIHUTbL B TeYEHME OHS; «1-Hepens» — ecnu B TeYeHne Hepenu.
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3. lMNprcBoiiTE NMCbMY 1 KOHTEKCTHBIE KaTEropum, eCiivi STO HEOOXOAMMO (Hanpu-
mep «KnmeHTbl», eCiv OHO NOTPEBYETCH B MOMEHT OOLLEHWS C KIIMEHTaMM).

4. ONaTb KNWKHUTE Ha NMUCbME MPaBoi KHOMKOM MbILLK N B KOHTEKCTHOM
MEHIO B NyHKTe «K MCNONHEHMIO» BbibepuTe (riakok HYXXHOro LiBeTa.

- KoHTaKTw © cooaHMKamm

Oruemea K wer

HacSxoxm

| Peixa] 1
M

i

5. Ecnm Heo6Xx0aMMO OMOBELLIEHME O NMUCBME - B TOM X€ KOHTEKCTHOM MEHIO
BbIOEpUTE NYHKT «J00aBUTL HANMOMMHAHME». B NOSIBUBLLIEMCS OKOLLIKE BBEAUTE
BPEMS HANOMUHAHUS N TEKCT, KOTOPbIA MNOSIBUTCS B OKHE HAMOMWHAHWUIA.
Hanpumep: «HyxHO no3BoHUTB!» nnn «Heobxoauma BCTpeyar».

ﬂDI:l nomeTKe coobliena Ans cefia cosgaeTca
ASHCTEMA, TloCne BeINONHEHMS ASHcTEHA 3545
Mp# nomMeTice cooblueHma AnA NonyyaTenest shmnon
HaNGMHHAHMA BMECTE ¢ CooblLeHen.

YV TMomeTia: K menonHetas:
W

3AAE4E ANA HANOMHHEHKS O BEMONHEHM
OHHD NOMETHTE KK 32E80USHHYIO,
HAETCH OTTIRABKA NOMETKH M
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SCTREYA

MHorga ecTb CMbBIC HEe MpeBpalliaTh MUCbMO B 3aJa4y C IIOMO-
b0 iaxkka «K McrnonHeHnIo», a IPOCTO MePeTallUTh €TI0 MbIII-
Kol B paznen «3amaun». Torma co3macTcsi HOBasl 3aJada, B KOTO-
poii B IoJie 3aMETOK OyIeT MpoayOoIMpoBaHO COAepKaHKE MMChMA.
AHaJIOTMYHO MOXHO CO3[aTh BCTpedy, MepeTalliuB MUCbMO B pa3-
nen «KaneHnmapb».

[ncbMa Ha KOHTpOne

IMpenmnonoxum, Npuilieaiiee BaM MMCbMO HE COACPKUT 3al1avyu,
KOTOPYIO HEoOXOAMMO MCMOJHATH. Ho oHO TpedyeT OT Bac
OTBETa, MO0 pa3MbIIUIEHUS, MO0 COXpaHEHUSs BOIMpPOCca Ha
KOHTpOJIE.

OOBIYHO TaKoe MUCbMO OCTABJSIIOT B Manke «Bxomsiue»,
YTOOBI TTOTOM OHO HamoMHWIO o cebe. Kak mpaBuio, B mamnke
«Bxongiie» y COBpeMEHHOIO MeHemkepa HaXOAUTCSl OT HECKOJIb-
KHUX JECSITKOB IO HECKOJbKUX ThICSY COOOUIeHUI. MexXIy TeM
TCHXOJIOTU YTBEPXKAAIOT, YTO Mbl HE MOXEM OIHOBPEMEHHO KOH-
TponupoBath Oosnee 712 o6bekTOB. OTCIONA BBIBOM: TIPY 3axjIaM-
JIEHHBIX «Bxomsiyx» BeJIMK pUCK 3a0bITh HY>KHOE MUCbMO, HE
OTpearupoBaTh Ha HEr0 BOBPEMSI.

Bbixon — pasfaenauTh Bce MUCbMa MO TPEM YPOBHSM KOHT-
poJis.

IlepBblii ypoBeHb — HaxoXJeHUE NMUCbMa B Mnanke «Bxo-
nsiue». DTOo BbICIIas YeCTh, KOTOpask MOXET ObITh OKa3aHa
nucbMy: Bo «Bxomsiuiux» Bbl TapaHTUPOBAHHO YBUIUTE €ro
HECKOJIbKO pa3 3a JAeHb. TaKoil 4eCTU MOXHO YIOCTOUTh TOJHKO
caMble BaXKHblE€ U CPOUYHBIE BOMPOCHI. YTOOBI HUUYETO HE TMOTe-
pSTh M He 3a0bITh, BO «BXoasiumx» HOJDKHO ObITh He OOJIblie
7—10 cooO1eHuii.

Bropoii ypoBeHb — THCHMO TEPEHOCUTCS B CHEUANTb-
Hyto moAmnanky «l-KoHTposb», B KOTOPOl MOXET HaXOIUThCS
20—30 nmuceMm. Dra mamka MpocMaTpuBaeTCsl OAMH pa3 B JCHb,
BEUEPOM; C HAXOMSIIMMUCS B HEW MUCbMaMM MOXHO OCYILIECT-
BUThH CJIEIYIOIIEE:



— OTBCTUTH U OTIIPABUTH NMMMCbMO B apXMB,

— IPUHATH HAKOHEL] peuleHue (Ui KOTOPOro paHblUE He
XBaTaJyio MH(MOPMAaIIMK WIK YBEPEHHOCTH), OTBETUTh Ha
IMMCHMO U OTIIPaBUTD €0 B apXUB;

— yOeIMTHCSI, YTO BOMPOC YKe MOKHO CHUMATh C KOHTPOJISI
(HampuMep, mpobieMa pelieHa), ¥ OTIIPAaBUTh MUCHMO B
apXuB;

— OCTaBUTb MUCHEMO B Marnke «1-KoHTpob» 10 ClieayIoLero
ee TIPOCMOTPa;

— MEPEHECTU MUCHhMO B Hanky «7-KoHTpoJib», eclii BOIIPOC
CTajl MeHee CPOYHBIM U He TpeOyeT BCIIOMUHAHUS O cebe
KaxIplii Beuep.

TpeTuii ypoBeHb — HaXOXJI€HUE MUChMa B nanke «7-KoHT-
poJib», B KOTOpoil MoxeT ObITh 10 50—100 mucem. DTa mamka
TMPOCMAaTPUBAETCS €KEHeNEeNbHO. JIeCTBUS ¢ MUCHbMOM T€ XK€, YTO
U TIpy IpocMoTpe Manku «1-KoHTposb»: 11bo pemmnTs BOpoc
U OTBETUTh HA MTUCHMO, JTUOO CHSITh BOMPOC C KOHTPOJISI, JIMOO
OCTaBUTh €r0 MOKa Ha KOHTPOJIE.

Bor, Hanpumep, ctpykrtypa nanok tupnuia: «Bxomsiime»,
JIB€ KOHTPOJIbHBIE Manku («ExenHeBHbI KOHTPOJIb» U «ExKeHe-
JeJIbHBIA KOHTPOJb»), apXvUBHbIe Manku («BocTouHblid GpoHT»
1 «KOHTaKTBI ¢ COIO3HMKAMM»), a TAKKE MAIKW MOMCKa:

I Mloutonsie nanxu

il A
| i Bce 3nemenTei nouTel v
|

2 _d Wrupnny
| a1-Exe

7 - ExeneaeanHEN ¥ OHTP G

4 WITHpAKY - ApXuEHBE Nanky

_d Boctoumen ¢pont

‘  KOHTAXTH ¢ COIHMKAMM
= L Nankw nowncera

4 FeSbensc

o Tepunr

L3 Funmmnep

-4 Mwanep

“d Wennenbepr i

Ecmu ceifuac y Bac 10cTaTO4YHO MHOTO MUCEM BO «Bxomsiimx»
(OT HECKONBKMX COTEH), MOXHO TEepPENTH K HOBOU CUCTEME TaK.
Coob6mienusa ¢ 1-ro mo 10-e mo maBHOCTU OcTaBbTE BO «Bxomd-
mux». C 10-ro mo 30-e — mepeHecure B «1-KoHTposb» (4TOOBI
TIEPEHECTU HECKOJIbKO COOOIIEHW, BBIACIUTE UX MBIIIKON MpU
Haxaroii kiaBuie Shift u nepetauTe B Hy>xHyto nanky). C 30-ro
no 100-e coobuieHust nepeHecute B «7-KoHTposb». s ocTasib-
HbIX co3daiiTe CIeUUalbHYIO ManKy «ApxuB — cTapbie «Bxoms-
mye». K Helt BbI Bcerma cMoxeTe 00paTUThesl, «eciu uyto». (IIpak-
TUKa MOKa3bIBA€T, UTO 0OpaIlaThCcsl HE MPUXOAUTCS. Bompockr,
HaxXOMsIIIMecs y BaC BO BXOJSIIUX B COTBHIX MO CYETY MUChMax
OT CETOJHSIIHEro AHS, TU0O0 yXe yMepiu, Jubo BaM O HUX
HaIIOMHSIT. )

ADXUBHEIE TAIKY U NAIKY IOKUCKA

TManxku «Bxopsue», «1-KonTponb» u «7-KoHTponb» comepxar
MUChbMa, TPeOYIoIlNe KaKO-TO peakiuu. ApXUBHBIEC TTaIKU CIy-
XaT Il XpaHEHUsI TIMCEM, KOTOpPbIE peakIuu yXe He TPeOyIoT,
HO MOTYT NIPUTOIUThCS B OymyieM. [TockonbKy HUKOIIA HE 3Ha-
elllb, KAKO€ UMEHHO MUCbMO B OYIYyIlIEM MPUTOAUTCS, JIydllle
COXPaHSITh BCE MUCHhMA.

B apxuBe crout cosmaBaTth He Oojee 7—10 mamok (ymoOHee
no «pomam» nei). Hampumep, «IIpoekThl», HO He IO OTACIbHOM
Manke Ha Kaxablid MpoeKT. Torma cTpyKTypa apxuBa OyAeT HocTa-
TOYHO IPOCTOI U yIOOHOI.

MHorna ucnonb3yoT nMpaBujia aBTOMAaTUIECKON (hUIbTpaliuu
TOYTHI JUIS1 pa30pachiBaHUSI TMUCEM MO TAKUM apXUBHBIM Tam-
kam. Hampumep, Bce muchbMa OT OMpeneeHHbIX OTIIpaBUTENEH
aBTOMAaTUYECKU ITOCTYNAIOT B Manky «KimeHTbl» U T.IL. DTOT cHo-
€00 omaceH: Bbl BUAUTE Manky «KIMEeHTBI» ¢ TpeMsl HEMPOUTEH-
HBIMU COOOIIEHUAMHU, MankKy «I1ocTaBIUKKU» C CEMBIO HEIPO-
YTEHHBIMU COOOIIEHUIMU U T.J. Her mosHoro 0630pa HOBBIX
MUCEM, HET TOHUMAaHUs, 32 YTO XBAaTaThCs B MEPBYIO OUYEPEb.
TTosToMy Jydille pacKyiaabiBaTh MUChMA MO APXUBHBIM Mamnkam
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BPYYHY10, TIOCJIe TOTO KaK MUChbMa OTJeXalrch B cucteMe «Bxo-
nsmue — 1-Kontposms — 7-KoHTposb».

Bamm cobcTBeHHBIE MMChbMa, Haxomsiyecs B manke «OTopas-
JIEHHBIE», COPTUPOBATh BOOOIIE He cTouT. Korna oHu Bce Haxo-
NISITCSL B OIHOM TamnkKe, Mo HUM YIOoOHee OCYIIeCTBISITh MOWCK.

Euie onMH MOMEHT, KOTOPBII HEOOXOAUMO y4eCTb MpPU XpaHe-
HUM MOYTHI, — B KaKuX (aiiaax oHa xpaHUTCs dusudecku. Ecam
y Bac B KOMIIaHUM KoprnopaTuBHbI Exchange-cepBep, mouta
XpaHUTCS Ha HeM. B MpOTMBHOM cilyyae Ballla 1OYTa HaXOAMTCS
B (paiine outlook.pst, Haxonsiuemcs B (paiiJIoBOIl CUCTEME KOM-
MbloTepa.

MHorna ObIBaeT Mojie3HO 3aBeCTU OTAeNIbHbIE (haiiibl JaHHbBIX
JIJIs pa3HOU MOYTHI (a TakKe KajleHaapeid, 3anay u 1.1.). Hanpu-
Mep, ecau Baul [T-menapraMeHT peryisipHO YUCTUT TMOYTY Ha cep-
Bepe M OrpaHWYMBaEeT 00bEM IMOYTOBOrO siuka. JInbo, Hampu-
Mep, eC/IM MMChbMa, BCTPEUM U 3aJa4M M0 KAKOMY-TO KOH(UICH-
LIMaJIbHOMY TPOEKTY Bbl XOTUTE XpaHUTh B OTACJIbHOM dhaiiie
JaHHBIX (K TOMY e, BO3MOXHO, HaxOIsIIeMCsl He Ha XeCTKOM
IHMCKe, a Ha «(pJdIIKe»). B Takux cirydasx BBl MOXETe CO3[aTh
OTIEJIbHBIN (Daiil JaHHBIX. DTO Ae/IaeTCs TaK:

1. B meHio «Paiin» BoIbepute NyHKT «YnpasneHve daiinaMmm OaHHbIX».
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2. Haxxmute B OTKPbIBLUEMCS OKHE Ha Bkiaake «dDainbl JaHHbIX» KHOMKY
«[Jo6GaBUTb>.
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InekTRoHHER NodTa | PR ABHHED | B55-kamansl | Cnncen SharePont | MHTepHeT-Kanenaapn | OnyGnmosa ¢ *
| Aofizenme.., o Mapaerpe.. @ Moymomatero X Yasmire 2% Oteoeme nanicy, .

Mrn asina TMoHmeyative
Cnglock, pst B narxe C\Documents and Settingsipsoilocal Setbing,

Heapcryriso

TaviM-mareasmelT A3 Outiook.pst & nanses C 1 obd CBlYaocion. Mo ysamaatero

HEHA ApanETROE

Creassma.., |

| Zakpems |

3. B nosiBuBemcs meHio «Co3naHne davina aaHHbix Outlook» HaxmuTe
«OKo.

Cozpanue daina ganupix Outlook m

Trn xpaHuiruLE!

caOutlook ;
K Outlook 97-2002 (.pst)

@arn MH-HER NSNo|

OnkcaH1e

QBRCNEYMBEET XDEHEHWE INEMENTOB W NaANoK ©
YEEAHYEHHEIM NPEASALHLIM Da3MEROM M NOAASPHKOH
MHOMOASLINHED: ASHHBD: B KOAMPOBKE I0HMKo L, DopmaT
HecoBmecTiM ¢ Outlook 97, 98, 2000 v 2002,

[ o ] [ omen
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4. MNepen, BaMun MeHio GalinioBoli cUcTeMbl. BeibepuTte Ty narky, B KOTOPYO Bbl
XOTUTE NMOMECTUTL Pain JaHHbIX, M BNULLINTE UMS 3TOro danna. Hanpumep,
«Mow ninyHble NMcbMa 1 KaneHgapw.pst». Haxmure «OKo.

5. B nosBMBLUEMCS MEHIO BBEOWTE HA3BaHWE rpynnbl JIMYHbIX NAMOK, COOT-
BETCTBYIOLUMX 3TOMY dainy AaHHbIX. Mog 8TMM HasBaHMeM daiin AaHHbIX
Oynet BuaeH 13 cnvcka nanok Outlook. Hanpumep, «Mouv nnuHble nucbma
1 kaneHgapw». Haxmute «OK».

Coaganue nHunsix nanok Microsoft

Darn: C:\Documents and SettingsipsolLocal Settings)s
Hima: Mok BHYHEIE NMCEMA M KaneHaanm
Dopmat: | Dann MMEHER NEnoK

MNapone
Napons:
NoaTeepwkAEHHE!

[] CoxparmTe napone s cnvcke naponed

W‘j E:‘_'H':E‘Ha l

6. Tenepb B CAMCKE Marnok Cfesa Bbl yBUAWTE 3Ty narnky. B Hen MoxHO co3pa-
BaTb NnoAnarnku ioboro Tmna - NoYThl, BCTPEY, 3aJa4 1 T.n. Bce cogepximmoe
3TMX nognanok 6yaeT xpaHuTbcs B Bawem daiine «Mou nndHble NucbMa 1
KaneHgapw.pst», KOTOPbIA MOXHO XPaHUTb Ha KapTe NamsiTv, NeEPeHOCUTb
Ha apyrme KOMnbloTepbl, Nogknoyats Tam K Outlook n T.n.

24 Mow nuuHBE NTMCEMa 1 Kanedaapy - Microsoft

®aun [paska [Bug TNepexog Cepsne  fenaa

Cnwcok nanok

(
‘[ cCospare ~ | R 03 X | L@ Crseny o 3Ot
|

| Bce nanwm

|

|

2 Bee anemenb Outiook -

H ;;I Tarm-meHepeseHT Ha Outlook

| M S Nuuneie nankw

| = (=) Mow nnsHbie NUCEMA W KaNneHaapK
@ NwudHbie nwcema

8 Mow KaneHaapw

j Mow kaaeHgapb

{a] Yaanennbie

3 nanxkm noneka

S

Kpome mamok, B KOTOpble Mbl packjiajbiBaeM IMucbMa HU3U-
YecKU, ObIBAET IMOJIE3HO 3aBECTU BUPTYaJlbHbIE MaKU, KOTOPbIE
B Outlook Ha3wmiBaroTcs «[lanmkamu mowmcka». [Ipu mepexone B
9Ty Marnky B Hel oToOpaxaloTcsl Bce MUChbMa, YAOBJIETBOPSIO-
1IMe OmpeesieHHbIM 3apaHee YCIOBUAM moucka. [IpuueM 3Tu
MHUChbMa «COOMPAIOTCSI» U3 BCEeX (PU3MUECKHUX TMAloK — U apXUB-
HBIX, U KOHTpOJbHbIX. Hanmpumep, y ltupauia nucrma pac-
KJIaIbIBAIOTCSl TI0 TEMATUYECKUM Tankam «BocTouHbIl GpoHT»
n «KOHTakTHl ¢ coro3HuKamMu». Ho ecin eMy HEoOXOOUMO IpoO-
CMOTpEeTb BCIO TEPEeNrCcKy, Hanmpumep, ¢ MioiiepoM, OH 3aiiaer
B COOTBETCTBYIOILIYIO Marky rnovcka. OHa HacTpoeHa Tak, 4TO B
Hell oTpaxalroTcs Bce ImichMa K Mroiepy, B Kakoil Obl (przryec-
KOIi TIarike OHU HU HaXOIUJIUCh.

= |_j Wirupawy, - ApXHEHLIE Nankm
_J Bocrounui GpouT i
4 KOHTBKTH € CONIHHKAMMH [ |

=) i3 Nanku noMoxa
LA re6bense
~J Tepunr
3 Tmamnep
3 Moanep

Mlouma no KGmezopusy

LJ Weanenbepr

D10 MO3BOJISIET, HAIIPUMEDP, TIOCMOTPETh BCE TMChMa OT OIHOTO
YeJIoBeKa, pas3NIoKeHHbBIe M0 (GU3MIECKUM TIalKaM Pa3HbIX TPo-
€KTOB M HampasieHuii. Mmu, Hao6opoT, cobpaTh Bce MUCHEMa 10
KaKOMY-JT0O0 TIPOEKTY M3 (PU3MIECKUX TIaIOK, CBSI3aHHBIX C pa3-
JIMIHBIMY JTIOIBMH WJIM KOMIIAHUSIMMU.

Yro6bl CO3aaTh Narky nomcka, HyXHO NPOAENaTh CreayoLLee.
1. Hanpute B cnucke nanok Outlook nyHKT «Manku noncka».

2. KnukH1TE Ha HEM MpaBoli KHOMKOWN MbIlUM U BbIGEPUTE B KOHTEKCTHOM
MEHIO MYHKT «C0o34aTth nanky nomckar.
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H B KoHTaKTsl |
@ Hesenarensnas noura i
-] OTnpasneHnsie I

4 T3] Yaanerneie | |'
A HepHoBUKK

8 3 Wrvpnuy - Biogawme cooBuieHmn ‘ ‘

4§ Wupany, - ApxasHpie nane

4 LA Tiankm nowexa

H. 41 Pacluvpernnii nowes,,,

oYM =
H.40 d £034aTe nanky,

——

HgNd  Co3aaTe nanky NOWCKE..,

CopabarupaTh BIE NOMEYEHHEE JAr0A0EEN

3. B nosiBMBLUEMCS OKHE BbI6epMTe «CospaHve HacTpavMBaeMon nanku no-

1cKa» N HaXMUTE KHOMKY «BoiGpars».

Homas nanwa nowcka

Bnifiepyre nanky noscra:

EHHER HONDCDEAL THEMHMD RHE ~

Mexcema, oTnoaanaieeE & CHHCEH DACCEITFM

VIR A0seme nonT b

HacTpavsatman

| O3NS HECTDAHEABMOE TRKH NOMCKE

HACTRORNK A AN NOCCK A

ANR BEBODA yCRomet HasmMTe KHONKY "Brfnars”,

4. B nosiBMBLLEMCS OKHE «HacTporika nanku noucka» BeeauTe B none «ms»

ee HasdBaHMe N HaxXmuTe «YCnosus»

Hactpo#ra nanku noucka

Ig s | LLennesbepr

Ana navenern InemeHTOs, KOTopRE Gy AYT
COABDKATECR B ITOH NaNKe NOMCKE, HAMMMTE KHOMKY
“Yenosua',

- YEnoBre. .. |

MNouTosbie Co0BILEHAR M3 3TMX NaNox: BY.AYT BrMOYeHs! B naniy NoMcka;

TaHm-MeHeARMEHT Ha Outlook J Ob30p...
—_—— )

o ] [omen ]

5. B nosiBvBLUEMCSI OKHE 334aiiTe NapameTpbl MMCEM, KOTOPbIE Bbl XOTUTE
BWIETb B CBOEN nanke. Hanpumep, ecnu Bbl cobrpaeTe BCe n1McbMa OT Or-
peneneHHoro YenoBeka, HaxmuTe KHomnky «Om 1 Bbibepute HyXXHbIi agpec
3NEeKTPOHHOW MoyThl. Ecim cobupaete Bce nucbMa Mo MPOEKTY - BIMLIWTE
KOLOBOE CNOBO npoekTa B rpady «Mckatb TekcT B none «Tema» (ectecT-
BEHHO, 4TOObl MONb30BaTLCS TAKON BO3MOXHOCTbIO, Bbl 1 BalUM agpecartbl
[OOJXHblI BCEerga 1cronb30BaTb ONpefeseHHoe Ha3BaHWe MpoekTa B Temax
OTHOCSILLIMXCS! K MPOEKTY MUCEM).

CO0BWEHNE | Aoyrwe yerosns | JONGAHHTENLHD
WckaTts TewcT: b

MecTo Nopckal | Tonsko nons Tembl s

‘BaneTep Wennebeps

[dvcrare coofiyetnsa

BeIDDaTE 3NeMEHTEL |HET w

ABTOMaTMYECKOE (POPMATUPOBAHME
COOOLLEHNIA

YToOBI JIy4llle OPUEHTUPOBATHCS B NPUXOAAIINX COOOIICHMSX,
ObIBacT IMOJIE3HO HACTPOUTh MX ABTOMATHUYECKYIO PACKpPACKy B
ompezeneHHbIA 1BeT. Hampumep, mucbMa oT pYKOBOIWTENS BblIe-
JIATh CUHUM, TIMCbMa TIO OIpeAeeHHOMY MPUOPUTETHOMY IpO-
€KTYy — KpacHbIM, U T.IL.

g aTOTO HYXXHO 3amaTh IpaBWjia aBTOGOPMATHUPOBAHUSI
nmiceM. DTo JiemaeTcs TakK Ke, KaK aBTo(OpMaTHpOBaHWE 3amad
(mompobHO ommcaHHoe B TnmaBe 2). Ber 3amaere Outlook mpudr
s popMaTHPOBAHUS COOOIIEHWII M YCIIOBUS, ITO3BOJISIONINE
MOHATH, YTO MMEHHO HYXHO TaK oT¢dopmaTtupoBaTh. Ilompo-
oyeM HacTpouTh Outlook Tak, 4TOOBI TTMChMa OT PYKOBOIUTEIIS
BBIICNISINCh CTPOTMM CHHUM 1IBETOM (MJIM OT JIIOOMMOTO 4Yeso-
BeKa — KPAaCHBBIM 3€JICHBIM).
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1. B nanke «Bxopsme» KNMKHUTE NPaBOM KHOMKOW MbILLM HA CEPOM Mone
«Tema» Hap NCbMamy U BbIGEPUTE B KOHTEKCTHOM MEHIO NMYHKT «HacTpolika
Tekywiero npeacrasneHus» (B Outlook 2003 «/3meHUTb Tekyllee npeacras-
NeHne»).

|4 0_Kourpons gesxb

][;'fa;imu‘re __‘l'y f;‘: ¥ 404 BK Z’CE\:_FfH_H_E_F:U_ET&tHI
Tema _ - A
S Ynopagouute No 3 l
[ -4 [ Gleb Arkhangelsky Fwn:; ?i CopTMPOEKS M0 BOZPACTIHMID |
4 ) Gleb Arkhangeksky Fwet %l copraposka no yersano
|24 [pynnuposka..
|7 o6nacts rpynnnposki

YaaawTe cTonBey |

Ewbpars nons

| - floaopate WHRpWHY |
fpmmiermes S e =1 |
Fwd: Aukersi POPMATHPOBATE CTONGLL . :
Gleb Arkhanaelsky linfo@impi HacTpoika Tekyuiero npeacTagnenus.. |

2. B NOsIBMBLLEMCS OKHE HaXMWUTE KHOMKY «ABTOdOpMAT».

Hactpoima npeacraene wsa: Coobme Hun

JNHCaHHE

] OonA.., _J EBawHOCTh) 3aqoK; Bnomeriee; Kosry) Tesa) Oteeris K w...
[ [pymnmpossa. OroyTeTeyeT
COpTHEDERA. Tena (N0 BOAPACTatM)

[ QT60R. .. OrcyTCTEYeT
l PTG BacTRoRiH, —| TalinM-Hoe NpeacTasNemee Wi To! M ADYTHE HSCTROH
i Ea'rrsﬁiopni\'v. B i Cnpe A nespme WHngTos AnA Kakaors cootieHn

{_ @opRaT cTontuos... L JaasnTe GOpMAT BLEOAs KaRADED NGRS
[ BoCoTaHosMTE TECYULEE NPEACT ABNEHME } j__ oK _} CrTmesa

3. MosiBnsieTcst OKHO «ABTOMaTU4eckoe dopmMaTupoBaHue». Haxmvute «oba-
BUTb», HA30BUTE [00aBNeHHOE MpaBuio «[cbMa OT PYKOBOAWTENS - CUHUM>.
3aremM HaxMuTe KHOMKY «YCroBue».

Astomatuieco? (opamathpoBanme

Cipamna AN A3HH000 PPe ACTRBARAL
[v] Henpote T arre conduess AobaseTs
1| FaromosKM rpynink: Henpdta TanHsll

TIOATBEPWABHE, HO M8 OTTIRSBENERD YAAMTE
|| Mpocposereics Niscomo
[#] Oras paswee niscero
(7 By ysmia Emepx
(v} Bawrios
E Thacna OT PYROROAMTEMA ~ CirHM

CEORCTES Boifipar-or npasna

Hasamue! MtoMs 0T PYROBOAHTANA - CHHM

$ 1 Segoe 1
(veowe.. ]

4. B nosiBuBLLEMCS OKHE «OTHOP» HaxXmuUTe «OT»,

CooBuEnns | Apyrue yenomns | JONOAHATENRHD
WomaTe TescT

Moo MOpoEa:  roneso nONE TEN »

[ viewams coofiueres

BrdipaT snammTn | ST bt

(o (Comen ] [omer ]

5. B nosiBuBLIEMCS OKHE «Bbibop MMeH» BbibepuTe WM BBEOWUTE agpec

pykoBoauTens n Haxmmre «OK».

Buitrop wea i HosmanTs

Rowemr CiTonwio g (& fipm

TR T NPT CIOBE ST IIACHS 0 WANOHET € KHTY Han ", STOB B T IO,

Srbomaprvemert
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6. Haxmunte «OK» B okHe «OT6op». MNpoun3oiigeT BO3BpaT B OKHO aBTOMAaTU-
yeckoro popmaTnpoBaHus. Haxmure «LLipudt.

7. Bblbepute CUHWIA MOMYXUPHBINA.

Wpuer Haveprarie: Pasnep:
B | | i ok ]
= A || O0kENHER E;- p i
) Showrard Gothic KUpCHE 3 2 [ Ormena J
(O Shist . 10
Small Farits HHPHE KyDe 1
2 W MDCHE
4 Snap[TC 12
() Stencil 14
O Suktzen s 18 v
BuaousmareHie
] SENepRHYTEIN = = e
[_J ] —_ AaBbb6dd
Liger
B Terwio-cimn v Hatiop cumvBonos:
Fuptnnmueckun v

8. HaxwumanTte «OK» oo 3akpbiTUs BCeX MeHI0. MNucbma OT pykoBoauTens
BbIAENIATCA CUHMM LIBETOM.

AHQJIOTMYHO MOXHO HAaCTPOUTH BBIIEJICHUE 1IBETOM IMUCEM,
OTHOCSIIMXCSI K KAKOMY-JIMOO MpoeKTy. sl 3Toro BaMm Heo0Xo-
JIUMO YCJIOBUTBCS C KOJJIETaMM, YTO TEMbl OTHOCSILIIMXCS K TTPO-
eKTy MHUCEM HAYMHAIOTCS CO CTPOTO OIPENETEHHOTO CJIoBa —
KpaTKoro Ha3BaHHUS TNpoekTa. Hampumep: «Anbda-ausuHr:
BOMPOCHI K MEeperoBopaM B TSITHULLY».

YToObI pacKpacuTh BCE TAKOTO POAA MUCbMA, B YCIOBUSIX aBTO-
dopmartupoBaHusi Mbl 3amaguM «Mckatb TeKCT «Ajb(ha-TU31UHT:»
B nosie Tema».

HMHorna xo4eTcs: HACTPOUTh aBTO(hOPMaTUPOBAHKE TI0O HECKOJTb-
KHMM TpU3HaKaM cpa3dy — IO MPOEKTY, YeJOBEeKYy, KaTeropuu u
T.1. B Takux ciyyvasx, eciu npaBuia aBTo(popMaTUpoOBaHUs KOH-
(GAUKTYIOT (HanmpuMep, OJHO TBITAETCS pacKpacuTh MUCHMO B
KpacHBbI 1LIBET, APYyroe — B 3eJIEHbIi1), TPUOPUTET OyIeT OTaaH

TOMY, KOTOpO€ CTOMT GJIVKe K Havyasly CIMCcKa MmpaBuil. [1osTomy
MOXHO MPUMEHUTL MAJICHBKYIO XUTPOCTh: HAIIPUMEP, MUCbMa OT
PYKOBOIUTEISI BBIICIATD KPYNHbIM WPUGMOM, a TIO TIPUOPUTET-
HOMY MPOEKTY — KpAcHbiM yeéemom. Torma MUCBMO OT PYKOBO-
JIATEJIS TI0 TMIPUOPUTETHOMY ITPOEKTY OKAXKETCsl OMHOBPEMEHHO
U KPYITHBIM, ¥ KPACHBIM.

BcTaBka B nMCbMa roTOBbIX 6J'IOKOB TEeKCTa
Kpome aBToMaTniecKoil packpacku COOOIIEHU MOJIE3HO aBTO-
MaTU3UPOBATh CO3[aHNE TEKCTOB HEKOTOpbIX uceM. Hampumep,
CTAHJIAPTHBIN OTBET HA PE3IOME COUCKATENS C TIPUTIAIIEHUEM Ha
cobecenoBanue. JIJisi TOro 4ToObl BCTABJSATh TOTOBBIA TUMOBOM
TEKCT, MOXHO MCTOJIb30BaTh (DyHKIIUIO MOMMUCH.

1. Sangute B meHio Cepsuc / MapameTpsl.

2. B oTKkpbIBLLEMCS OKHE LLENKHUTE BKIaaKy «CO0OLLIEHME», a HA Hell - KHOMKY
«Moanucn».

Hactposiks = Hactposiks nourw | CooBWenne  Opgorpadus | Jononuwreasso | MpeacTaswreny

MopreaT o

AT ANA HOODAALY COODULEHH M H3HEHEHAS A0N0NHUTENEHED. HACTROES,
cocbimenpe B doprare: e =

| DopraT ans MHTepHaTA, A
Doguaat HTML

| ¥raeHpmnTE paaten hana, vAGNHE TR0y Tol GOpMATHROBANHA, KOTopke HE TpefiraTor npm atalpaweris
TP

5 I ATHPoBAHM WD ToE

O1T-TECH B 32T [k THCbHA

Menaratecq

Ukt 1 Bnaticys

nonss0BaHMe D3ECNAET ACOSENTE dROH M HIHEHNTE Wb Tel, CTHM 1 WBBTS, ICransIyems=e no

A ymonsatio & coobueHis

| Wiprdimer n GriaHen., |
Moamcy
7 CORREHHE M MEMEHEHIE N0 AMKCEA ANA 1900 SRy COOGuiEni, OTBETOR W NEpET RaMHEN CoDBEHA
£ 1 - -
L loamwics. .,
lapaseT pol peaaKTopa
3 ViamErare NapaMe TROR eSS THROBASHA AT NOHTIESN CODHUISHHI
] r—————
| Mapanerpel peaacrapa, |
| oK OTwena |




3. B oTkpbiBLUEMCS OKHE HaxmuTe «Co3maTe» U BBEAUTE B BEPXHEM Mosne
Ha3BaHWe Balllero CTaHAAPTHOrO COOOLLEHWSl, @ B HUXHEM - €ro TEeKCT.

Mognuck w Gaatm

4. Mpn oTBETE HA NNCBMO, B KOTOPOM TPeByeTCcst 3TOT TEKCT, HAXUMAEM
Ha Bknagke «BcTaBka» KHOMKY «[loannck» 1 BbIOUPaeM Noanuchb C Hyx-
HbiIM TekcTom (B Outlook 2003 - Bbibupaem B MeHio «BcTaBka» MyHKT
«Mognuck»).

D! d ’ - Be3 upmeHn 0B EHre (HTML
d

Coobulerne

CTaBKa NapameTpht Gopumat rexcra
(54 BusnTHER KapTouKa *

BRoswTh | o

- ik Nognwee ~

Ha penome | Tatnnuit Hamocrpace Ceatm

Noanvoa,

r
— Konug

IHpopmaLMOHHOE «4yBCTBO JIOKTS»

SJ'ICKTDOHHB.H MoyTa — OYE€Hb CUJIbHBIN MHCTPYMCHT KOOpAM-
HaIluM YCWJINH B KOMaHTHOM paboTe, eciim yMeTh 3POEKTUBHO
€10 TT0JIb30BaThCcs. BOT HeECKOIBKO ITPOCTBIX IIPpaBUJI KOJIJICKTHUB-
HOW pabOThI C MOYTOMA.

1. Onpenennte enuHbIE CTAHIAPTHI WIS 1o «Tema» mychMa.
YacTo momyd mpocTO He MUIIYT TeMy JM00 OCTaBISIOT B 3TOM
nojre 9To-T0 Bpone «Re [15]: INpountorogaumii cHer», XOTs peyb
HIET ykKe O BeCeHHeM INMuKHUuKe. [IpaBuiio xopolnero ToHa —
aKTyaJabHasl TeMa MHUChbMa, COOTBETCTBYIOIIAsl €ro coiepkKa-
Huto. [JloroBopuTech O KIIOYEBBIX CJI0OBaX, HallpuMep Ha3Ba-
HUSIX TIPOEKTOB.

2. [Ipumure oOIIMIT cTaHIAPT UCIIOIb30BaHMS (hjlaxkKa BBICO-
KOro nmpuopurera nuchbma. CIMIIIKOM MHOTHE CTaBSIT €ro Ha BCe
CBOM MHMCHbMa, YTO 00ECIIEHMBAET 3TOT 3HAYOK. JloroBopurech 0o
TOM, C KaKOI 9aCTOTOM M MO KaKMM MMEHHO BOIIPOCAM MOXHO
€ro MCIIoJIb30BaTh. Hampumep, B oqHOI KOMITAHUM YCTaHOBUJIN
npaBuiio: «PDIakKoK «IIPUOPUTET> MOXHO HUCIOJB30BaTh TOJbKO
IIJIST TIMCEM, CBSI3aHHBIX C CEPbe3HBIMM ITPO0JIeMaMM BO B3aMO-
OTHOIICHUSIX C KIIMEHTAMM».

3. OnpenenuTe TUIIOBBIE CPOKU U «3THKET» OTBeTOB. Hampu-
Mep, MHOIMA afpecaT Ipearnojaraer, 9YTo, He OTBETUB Ha IHChMO,
OH BBIpaXkaeT CBOE COIVIacHe ¢ TeM, YTO B HEM HammcaHo. [1o/mkHO
OBITH OOIIMM TMPaBWJIOM: Ha JI000e pabodee MUCHhMO 00sI3a-
TEJIbHO CJIeAyeT OTBeYaThb B ONpeNe/eHHBI CPOK, HampuMmep
B TeueHHue OHsA. DopMyIMpOBKa MOXKET OBITh TaKoii: «Barie
MMMACHMO ITOJYYMJI, CMOTY IPUHSTh pellieHue U OTBETUTh HeE
MO30HEee YeTBEprar.

DT IpOCThIe MPaBUJIa CO3AAI0T OYeHb BaXkKHOE MH(pOopMaIIn-
OHHOE <«4yBCTBO JIOKTSI». COOOIIIEHUST HEe 3aBMCAIOT B BO3IyXe,
nHpopMaIus He TepsieTcs. Bee olnyiamT cBoe mpeObIBaHNUE B
eIMHOM MH(OPMAIIMOHHOM IIPOCTPAHCTBE.



[IONIeBHOCTH ONS PYKOBOOUTENA «1-Kontponb» 1 «7-KoHTpoib»; Bo «Bxomsiumx» aepxure

IIpy ucnoab3oBaHUU 3JIEKTPOHHOIN mouThl B Outlook BhI He 6onee 10—15 nucem.
MOXeTe: .
5. IIpocMatpuBaiiTe mamnky «l-KoHTponb» exXeaHeBHO, «7-
— aBTOMAaTUM3MPOBATh Ha3HauyeHUe APYr APYry BCTped U KoHTposib» — exXeHeaenbHO.
3a1ay4;
6. OtpaGoTaHHBIC TTMCHEMa MIEPEHOCUTE B apXUBHbBIE MAITKU.

— Oonee 3G HEKTUBHO KOPPEKTUPOBATh B3aMMHBIC TUTAHBI JIsT BBIOOPKM TTUCEM OT ONPEACICHHOIO YeIoBeKa MU

IIpY KOMaHIHOW paGoTe U YIIPaBJISITh IeJIeTHPOBAaHHBIMU
3a1ayamu..

aHaJIN3MpoBaTh NNEPCIHNCKY C KIMEHTAMU U MapTHEpaMHU,
I10JIy4YaThb IIOJIHYIO UCTOPUIO B3aUMOJAEUCTBUS C HUMU T10
Pa3HbIM BOIIpOCaM;

[0 OIpeIeIEHHOMY BOIIPOCY IOJB3YyWTeCh IMamKaMK
TTOMCKa.
Hcronb3yiiTe aBToMaTU4ecKoe GhopMaTUPOBaHKE IUIS

BBIIEJACHUS LIBETOM BaxKHbBIX BXOISIINX COOOIIEHUI — OT
OIMPpE€ACICHHOTO Y€JIIOBEKA, I10 OMNMPCACIICHHOMY IIPOCKTY

— CTaHJapTU3UpPOBATh TUIIOBLIC ITMCbMa, OTIIPaBJIACMbIC W T.IL.

COTpyAHUMKaMM BalllUM KJIIMCHTaM U KOHTparc¢HTaM. 8. OHpC,E[CJ'[I/ITe BMECTE C KOJUICTaMHU IIpaBUJia XOPOLIETro TOHa
BCACHUA 3J'[CKTpOHHOI7I NEPCIIMCKU: CTaHOaPThI AJIA I1OJIA

— OpraHMU30BbIBAaTb ABTOMAaTU3HWPOBAHHLIC I'OJIOCOBAHUA I10
«TCMa», IIOMETOK O Ba>XHOCTHU INMCbMa U CPOKOB OTBETA.

SHCKTpOHHOﬁ IIo4Te, Korga HEo0X0IMMO CO6paTb 103U~
M0 BallIMX KOJUIET 10 pa3/JIMYHbIM BOIIpOCaM.

Kpatkume ntorm

1. OmnpenenuTe 4acTOTY U BpeMsl IPOBEPKU MOUThI, a TAKXKE
o01Mii exXeaIHEeBHBIM OMMXKET BpeMEHU Ha paboTy C
Heil.

2. Hactpoiite npaBuia aBTOMaTUYECKON (pUIbTpalluu IJIst

pPACCBIIOK M TOMY MOA0OHOI BTOPOCTEIIEHHOM WHMOp-
MallWH.

3. Iluckma, comepxalliye 3agady s Bac, moMevaiTe iax-
koM «K McrnosHeHMIO» U TaKUM 00pa3oM BHOCUTE UX B
CHCTEMY YIIPaBJICHUS 3aJadyaMM.

4. IlucpMma, MO KOTOPHIM HEOOXOAMMO IPUHSITH pelle-
HUE WU OTCIEAUTh UCTIOTHEHUE, MOMEIAaiTe B ManKu



«Ewge 6 0anexom npowinom mopexodet eenu cydosvie HCYPHATTBL,
Bownu nu samevenst no kypcy ocmposa, cavtuen nu ponom cpedu
WIEHOB IKUNAKA, KAKOBbL N0200a U «HebecHble 3HAMEHUA» — Gce
2Mo domicHo Gvimb mujamensHo saguxcuposaro. Tonvko 6nazo-
0aps SMUM 3ANUCAM B CIedVIOULUTL Pa3 MONHO Oydem nponoxcums
Gonee yoaunsitl Kypc, He nosmopss NPOULNIBIX OUIUBOK».

5. HanpaBneHHoe ycunue

CoxpaHsiiTe BbiNoJHEHHOE
C nomolbio JIHEBHMKA

Mynpble J10a1 pa3HbIX 310X U [IMBUIM3ALUNA HE3aBUCUMO APYT
OT Jpyra, Kaxnplii B CBO€ BpeMs, c(hOpMYJIUPOBAIU CIEIYIO-
Wi Te3uc: «IoT, KTo cymMen U3MEHUTb MUP, — BEJIUKUIA Yeso-
Bek. Tor, KTO cymen U3BMEHUTh ce0s1, — 4YeJIoOBEK BO MHOIO pa3
BEJIMYAULLIUIA».

B 11060M caMoM CIIOXKHOM Jigfie TJIaBHbIE MPETSITCTBUST K €ro
BBITIOJTHEHUIO HAXOJSTCS HE BO BHEIIHEM MUpE, a BHYTPU Hac.
CaMmoe TpyaHOe HE B TOM, YTOOBI MOCTaBUTh BBICOKYIO 1IeJIb U
ONpeACIUTh MyTh €€ JOCTUXEHHS, a B TOM, UTOObI 3aCTaBUTD
ce0s eXEIHEBHO JeNaTh HEOONbIINE, HO PeaJbHbIC IIaru K 3TOMI
eau. OcoOeHHO eCM YUeCTh, YTO KpOMe MPUSITHBIX U MHTEepeC-
HBIX I11aroB 0053aTeIbHO €CTh HENPUSITHbIE, PYTUHHBIE, TpeOy-
folMe OOJIbIIE BCEro YCUITUIA.

JlaBHBIM-IaBHO M300pETEeH IPOCTOI CIOCOO, MOMOTralIIui
«pacTu Hall coOoli», peoaoseBaTh CBOM OTpaHUUEHUsI, KOHLIEH-
TPUPOBATh YCWIMSI Ha IJITaBHOM. DTO — BeleHUE JHEBHUKA.

Kazayioch Gbl, B 4eM CMBIC] €XeIHEBHbBIX 3aMuceii, KOTOphIe
Jieiaii MHOTHE XyJOXXKHUKU, MUcaTeu, OJIUTUKU, MY3bIKAHTHI,
CcBsIIEeHHUKU? KoMy MHTepecHBI MpoIiuible MbICIU U aena? Benb
JKMBEM MBI TOJIbKO B CETOIHSIIIIHEM JHE, a BIUSATh MOXEM TOJbKO
Ha 3aBTPALIHUMN.

Ho Tonbko (ukcupys npoiiioe, Mbl MOXEM CTaBUTh cede
OoJsiee BBICOKYIO ILIaHKY B Oymymiem. HeobxomumocTs npocmo



3anucames — 3TO CWIBHEWIINI MHCTPYMEHT CaMOAUCIIUIUIMHEL.
OCco0eHHO ecli 3amrcaTh HY:KHO He Ha OOpBIBOK OyMaru, a B
CONMMIHYIO TETPaab B KOXAHOM IIeperuieTe, U3 KOTOPOU ITOTOM
«CJIOBA HE BBIKMHEIIb».

Ilepen Tem kak caenath WM MOAyMaTb YTO-TO HEIOCTOMHOE
0o nmaTth cede cabuHy, BCIIOMHMUIID PO THEBHUK M 3amyMa-
eIIIbCsI, XOTeN OBl Thl BUIETh B HEM TaKylo 3anmuch. HeBaxxHo, 4To
JTHEBHUK — 3TO YPE3BBIYATHO MHTUMHBII TEKCT, YTO, KpoMe TeOsl,
ero HUKTO He mpouteT. [Ipu3HaBaThCsd B 4eM-TO caMOMYy ceOe
3a4acTylo JIaxe TPyAHee, YeM ApYruM. BepHyThes K aTOMy MpH-
3HAHWIO Yepe3 IOl WX ABa — elle TpyaHee. Ho 3Ta TpyaHOCTb
U €CTb OJarOTBOpPHAs TPYAHOCTb «POCTa Hall COOOM».

CynoBon XypHan

Ewe B najnekoM TpoOIILIOM MOPEXOIbl BEIW CYIOBBIE XYPHAIbI.
Kannran Kopab:is1, nayiero K JaJileKMM oracHbIM OeperaM Bect-
WUngnn, — demoBeK cMenblid, KpenKuii, TpyooBartsiit. Ero pykum
0oJiee MPUBBLIYHBI K IIIIIare W MUCTOJIETaM, YeM K Tiepy 1 OymMare.
Ho kaxnpiit neHb, 6e3 UCKITI0YeHUI, OH 3alipaeT IBEpU CBOECH
KalOThI, JOCTAeT U3 MOTAHHOrO SIIIMKA MPOYHO MPOIIUTYIO TET-
paab B KOXAaHOM ITeperieTe U AejiaeT 3anucu. beuii nu 3ame-
YEeHBI 0 KYPCy OCTPOBA, CIIBIIIEH JIM PONOT CPEAM WICHOB 3KH-
Taka, KaKOBbI TTOrofia U «HeOECHBIe 3HAMEHUST» — BCE 3TO JTOJDKHO
OBITh THIATENILHO 3adUKCcUpoBaHO. TobKO Garogapsi STUM 3aIu-
CAM B CIIAYIOIINIA pa3 MOXHO OYIeT MPOJIOKUTh Gojiee yIauHbIiA
Kypc, He MOBTOPSISI POLJIBIX OIIMOOK. A MHOTIA CyI0BOM Xyp-
HaJl OCTaeTcsl ¢AMHCTBEHHBIM CBUIETeJIeM OOpBOBI, Tpareauu,
KU3HU U CMEPTU KOPaoJIs.

B manexkom OymymieM, HECOMHEHHO, Tpagulins BeIeHUST Oop-
TOBBIX XYPHAJIOB Ha JIIOOBIX CyIax COXpaHMUTCS. TOpUTh MyTh K
HOBBIM 3Be3[IaM He MeHee OIMAacHO, YeM GOPO3AUTh 3eMHBIE OKe-
aHbl. [ToaTOMY KpyIHbBIE M MEJIKME TTPOUCIISCTBUS OYIyT CTOJb
Xe TIHIATeNIbHO, KaK U paHbllle, (MKCUPOBATHCS KallUTaHAMM.
HMHorma sta pyTuHHas paborta OyIeT crmacaTh XWU3HH JIIOACH,

HWHOTZIA — OTKPBIBATh OYIyIIUM MOKOJEHUSM YTO-TO KU3HEHHO
BaXXHOE O CJTIyYMBILIEMCS.

O OymymieMm, 0 MeX3Be3IHBIX TepesieTax MUcalu W JyMaiu
MHorHe. BCITOMHMM OTHOTO M3 repoeB TaKMX MOBECTBOBAHUIT —
mtoTa [1upkca U3 paccka3oB 3HAMEHUTOTO mucaTessi-aHTacTa
Cranucnana Jlema.

«Bam mocrtancs ucropmyeckuii Kopabdiab», — CKa3al areHT
IMupkcy. Jaxe y MHOTO IMMOBMIABIIETO MMJIOTA BHEITHUI W BHYT-
PEHHUI BUA paKeThl BbI3BAJ YyXKac. Ycrapesllee 000pyIOBaHUE,
JIaTaHbIA-TIepe/IaTaHblil AaTOMHBIN PeakTop, MOJIOBUHA TPUOOPOB
He paboTtaerT... KTo ke MOr 3HaTh, 4TO 3Ta ApsxJias pa3BajiiHa —
KOpabJib JeHCTBUTEIBHO UCTOPUYECKUIA, KOTIAa-TO OBIBIIUIA B
LIEHTPEe BHUMAHMUSI KUTEJIe 00MTaeMbIX MUPOB...

«[TvpKC NPUHSAJICS ONMH 3a IPYTMM BBIIBUTATD SAIIMKHU CTOJIA
M HaKOHEIl HallleJl CYIOBOI XypHal — OOJbIION, B 3aJJOCHUB-
LIEMCST KOXKaHOM TIepeTuIeTe CO CTEPIIMMCST TACHEHUEM U TIOTYCK-
HEBIIMMU METAJUIMYECKMMM 3acTexkkamMu. [Tupkc Havan JucTath
CTpaHMIIbI B 0OpAaTHOM TTOPSIIKE — MOXET, YIACTCS y3HATh YTO-
HUOYIb U3 3aMKCeil, cAeJaHHbBIX 0 PEMOHTA.

I'pys — Menkue ToBapbl. DKUIAX: MMEPBbI ohULEep — UHXKE-
Hep IIpart, BTOpoit — BaitH, muorsr [TotTrep m Homan, mexa-
HUK — CuMmoH. A koMaamup? Eme crpanuiia — m [Mupkce B3apor-
Hyi1. data mpreMKr Kopabisl — AeBATHAAUIATH JIeT Hazanm. U momn-
MYCh: epBBIi HaBuraTop — MomMcceH. Momccen! Ilupkca 6po-
cuno B xxap. Kak a3to Momccen? Benp He TOT XKe 310 Momccen?
Benp... Beap Tam... Obu1 Apyroit kopabas! Ho narta coBnagana: ¢
TeX TOp MPOILJIO AeBITHAALATH JIET.

OnH cHOBa B3sJ1CS 3a OOPTOBOM XKXypHayi. PazMammcTeiit, yeT-
KUii TTouepk. Beiserinue yepHuia. [lepBolii qeHb mojieTa. Bro-
poii, TpeTuii. YMepeHHast Teub peakropa: 0,4 peHTreHa B Yac.

Hanoxnmm om0y, Beraucnenus kypca. OpueHTaus 1Mo 3Be3-
naM. Hanbie, nganbiie! [Tupkc He yuTaa — Iia3a CTPEMUTEIbLHO
Oeranu 1o cTpodkaM. EcTh! JlaTa, KOTOpYIO OH 3ay4rBall B IIKOJIE
€Ie MAJIbYMIIKOM, 1 TIO[ HEW:



«B 16.40 no kopaGenbHOMY BpeMEHHU IMPUHSITO METECOPUT-
Hoe mpenynpexnaeHue JeitMoca o0 objlake, UAYLIEM C IOIU-
TepoBo TepTypOanuu JIECOHUI CO CKOPOCThIO COPOK KUJIO-
METPOB B CEKYHIY BCTPEYHBIM KypcoM. [IpreM MeTeopuTHOrO
npenynpexaeHus noarsepxaeH. O0bsBieHa Tpesora. [lpu
MOCTOSTHHOU Teun peaktopa (0,4 peHTreHa B 4ac HadaT OOXO[-
HOU MaHEeBp MOJIHOU TSATOU C OPUEHTUPOBOYHBIM BBIXOIOM Ha
Henbty OpuoHa».

Huxe, ¢ HoBoit cTpoku: «B 16.51 mo KopaGeabHOMY Bpe-
MEHU Ha...»

bosnbiie Ha cTpaHuile HUYero He Obuto. Huyero — HUKakux
3HAKOB, KapaKyJiei, ITeH, HUYETO, KPOME HETTOHSITHO MOYeMy
YIUIMHEHHOM, a HE 3aKPYIJIEHHOU, KaK MOJIOXEHO, BEPTUKATbHONU
YepTOUYKM MOCcIeaHEel OYKBbI «a». B M3BUIMCTON TMHUU JJIMHOMR
B HECKOJIbKO MUJUTUMETPOB, KOTOPOW, CMO3asi CO CTPOKH Ha
OeJylo paBHUHY JIUCTa, OOpBIBAjach 3alUCh, OBLIO BCE: TPOXOT
MOMNaAaHuiA, BOIOIIUI CBUCT BBIPHIBAIOIIETOCS U3 KOpPaOJsl BO3-
JyXa, KPUKU JIIOAEH...»

Hpsixablii Kopabsib packpoeT nunoty [lupkcy yacth cBoeit
3araaku. Ho ITupkc HUKorma He cMor Obl pa3o0paThCsl B MIPOUC-
XOJISIIIIEM, HE BEIW KANUTAH CYIOBOU XypHall...

JHeBHVIK ycnnnin
B Outlook ecTb cienMalIbHbIN pa3aes Misl BEASHMST HALEro «Cyao-
BOIO XXypHaJla», IJI1 ydyeTa 3Ha4MMBIX Je]l. B pycckoM IepeBoie
OH Ha3bIBaeTcs «/IHEBHUK», B aHITIMIICKOM OopurrHaie — Journal,
TO €CTh B OYKBaJIbHOM IIE€PEBOJE KaK pa3 <«IIyTE€BOIl XKypHall».
Ham cynoBoii xXypHail OyoeT OTIMYaThCS OT KYpHAJIOB Kamlu-
TaHOB KapaBeJlI U 3BE3I0JIETOB TeM, YTO KpOME CaMUX COOBITHIA
B HEM MOXHO (DPMKCHUPOBATh MX JJIMTEIBHOCTb, TO €CTh BECTU
XPOHOMETpaX.

YTO UMEHHO CTOUT (DUKCUPOBATh B JHEBHMKE? MOXHO BECTU
MOJIHBIIA XPOHOMETPAXX CBOMX JAEHCTBUIA, HO 3TO JOBOJIBHO XKECT-
Kasl TeXHOJIOTHUSI. MBI HAYHEM C CaMOro IIPOCTOro. Y KaXIIOro

M3 Hac, KaK MpaBUJIO, €CTh TPU KAaTeropvM PacxXoioB BpEMEHH,
TpeOyIolIne UIsI CBOETO PEeryJTHpOBaHUST HaMOOJBIINX YCHIHIA
Y CAMOIVCUUTLIAHEL.

1. Tsokenble, CIOXHBIE, SHEPTOEMKME MPOEKThl — B TalM-
MEHEIKMEHTE UX IIPUHSITO HA3bIBaTh «CJIOHAMM». Paspa-
0oTaTh OM3HEC-ILIaH, 3alIUTUTh AUCCEPTALIMIO, HAlKCaTh
KHUTY, COCTaBUTb W YTBEPJAUTb TEXHUUECKUE PETJIAMEHTBI
MO0 MPOAYKLMU, HATTAAWUTh PETYJISIPHBIC 3aHATUS CIIOPTOM,
BblyYUTb aHIJIMUCKUMA SI3bIK U T.II.

2. CaMble BaxXHbI€ U CJIOXHBIE HAIIpaBJICHUS MOCTOSHHOMI
paboThl: 3BOHUTH KJIMEHTaM, OOILIATLCS C TPYAHBIMU
JIIOJbMU, pellaTh TEXHUYECKHE MpoOJeMbl — OIHUM
CJIOBOM, MMEHHO T€ IIOCTOSIHHBIE aCHeKThl padodumx
00S13aHHOCTEI, 32 KOTOPhIE TPYAHEE BCEro 3aCTaBUTh
ce0s1 B3SIThCS.

3. Tlommotutenm BpeMeH! — TaKUe OTBJICYCHUS U pacciabiie-
HMSI, KOTOPBIM OBbIBAaCT TPYIHO MPOTUBOCTOATD. Y KAXKIOrO
OHU Pa3IMYHBI: 3TO MOTYT OBITH «IepeKypbl», IHTepHET,
TeJeBU30p, HEIIPOU3BOAMTEIbHBIE Pa3rOBOPHI ¢ KOJIIE-
raMu  T.11.

W 1151 BaXHBIX e, HAa KOTOpbIe BpeMEHU OOBIYHO HE XBaTaer,
W [IJIs1 TIOTJIOTUTENIEN, Ha KOTOpble, HA00OPOT, PacXolbl HYKHO
COKpaTUTh, OYEHb MOJIE3HO (PUKCUPOBATh pPeaibHbIE 3aTPaThl
BpeMeHU. Beab «Tpu yaca pab®OThI HaJg OTYETOM» HA MOBEPKY
MOTYT OKa3aThCsl MSTbIOAECITbIO IByMss MMHyTamu. OcTajib-
HOE YIIUIO HEMOHSITHO KyJa: OTBETWJI Ha HECKOJbKO TesiehOoH-
HBIX 3BOHKOB, PEeLIWJI Mapy BOIIPOCOB C 3a0eXaBIIMMU MOIYM-
HEHHBIMHU... B UTOT€ 32 TPU Yaca HaMucall MOJTOPbl CTPAHUILIBI.
Tak e ¥ ¢ MOTJIOTUTENSIMU: Ka3aJloCch Obl, HY CKOJTbKO BpEMEHU
B JIEHb 3aHUMAIOT 3TU HEOOJbIIINE, BPEMsI OT BPEMEHHU, 3aTISIbI-
BaHUs1 B ITHTepHET sl oTAbixa? bhIBaeT, 4TO YeIOBEK C yKacoM
obHapyxuBaeT: 2—2,5 Jaca...



bopToBOI XXypHan

oyaywero

Kaxxpoe 3Hauyumoe
AeicTBUe 3aPUKCUPOBaHO
B BUje 3anucu B lHeBHUKe.

3anncu UMeroT pasHbIi TUN —
«YAaNeHHbIW CeaHc CBA3My,
«NOKYMEHT», U T.N.

3anucu, cogepxalumne TeKcT
«Te4b peakTopa,
aBTOMaTU4YeCKHU BbieNeHbl
KpacHbIM LIBETOM.

AnutenbHocTb Ka o
3anucu onpegenexa
Outlook aBTomMaTuyecku,
C NOMOLbIO CEKyHAOMEpa.

B «o6nacTtu npocmorpar
BHU3Y BUAHO cofilepaHue
3anucu, Ha KoTopou
CTOMT Kypcop.
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YnieperHan Tesk peaktopa 04 peHTrm 50 PACTIOPSIKEH/E HIAOKTE TAOMBY. <Koreu>

ol AokymeHT MPUHSTTO METI' + * NPEAYTIDEXAEHNE Cp 27.08.2036 16140 10 MUH.

‘ B 16.40 o kopafeasHony Bpenviernf
{ nepTypbaun AeoHna, co ckopo )
:‘ noateepxaeH Obbsienera Tpesora. [
|s)  AokymeHT B1651 no '
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| | CPOYHO!

|

| Tema: MPHHATO MeTEOPMTHOE NpEJNPEx]
] Tun:

[' Hauano: Cp 27.08.2036

| Anwrenenoe: | 10 MuH,

B 16.40 no kopabeAsHomy Bpe
vAyllieM C ionuTeposon nepTypba
KypCcoMm. [puemM MeTeopuTHoro

Te4u peakTopa 0.4 peHTTeHa B 4
BLIXOAOM Ha AeAbTY OpUoHa.

THOS npeaynpexasHie Asiinmoca ob cbaake, naylLen C ionTepoBoii
TDOB B CEeKyHAY BCTPESHEM KypCcon. MNpuen METeoprTHOND NpeayTIREXARHIS

I Y BPEMEHW Ha.. Cp 27.08.20361651 2 MWH.

Opradnzayna:

i111LTO METEOPUTHOE NpeaynpexaeHue Aeimoca ob obaake,

UHWA CO CKOPOCTBIO COPOK KMAOMETPOB B CEKYHAY BCTPEHHBIM
| KABHUS NOATBEPXAEH. OBbSBAEHa TpeBora. MNpu NOCTOSHHON
+ 11 OBXOAHOM MaHeBp NOAHOW TIroi C OPUEHTUPOBOHHLIM
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Pasnen «[JHeBHVK» HE BCEraa BUAEH HA NaHenn Nepexoaos. YTobbl BbIBECTH

ero TyAa, HaXMUTEe CTPENOoYKY B HUXKHEM MPaBOM Yrily NaHeNn nepexoaos.

B nosiBuBuemcst MeHio Bbibepute «[Jo06aBuTb AN yOANUTb KHOMKK», N B
CneayoLeM MeHo cnpasa - pasgen «JJHeBHuK».

| _‘:_J Iapaum

_ | Yameern

| d Crwcox nanow

j Hnenrme

icero anementon: 4

Paznen «/IHeBHUK» TMMO3BOJsSIET (PUKCUPOBATh 3aTpaThl Bpe-
MEHM Ha TaKOro poja Jieja, Mpu4eM aBTOMAaTU4YeCKU CUUTATh
KX C TIOMOIIBIO BCTPOEHHOTO CEKYyHAOMEpa. 3aTeM 3TU JTaHHbIE
MOXHO KomnupoBaTh B Excel u ananusuposats. [laBaliTe pazoe-

PEMCA, KaK 3TO O€JaacTCAd.

dukcauyss 3HEProeMKmX oen
TTonb3oBaTbcs «[[HCBHI/IKOM» MOXHO CJICOAYIOIIUM 06p330M.
Z[OHYCTI/IM, BbI pCIINWJIM, YTO CErOAHA HCO6XO,Z[I/IMO YAC/IUTb BHU-
MaHHe KaKoMY-I100 JejTy-«CJIOHy». HarprmMep, HammvcaHuIO TUiaHa
Pa3BUTUS TIOJIPA3IEICHUST Ha CIEAYIOLINIA TOM, TIOUCKY KBapTUPHI,
pa3paboTKe TEXHUYECKOW TOKYMEHTAlIMW MO0 HOBOMY MPOAYKTY.
ECTCCTBeHHO, MHOT'ME€ BHEUIHUE (l)aKTOpr 6y,Z[YT BaC OTBJICKATD,
HO «I[HCBHI/IK» IIOMO2KET C HUMU CIIPpaBUTbLCA.

Wrak, mis Havana caenaiTe oaHy HeOOJIbIIYI0, HO OYeHb BaX-
HYIO Ooni€paluio. COS,E[aﬁTC HOBYIO THEBHMKOBYIO 3aITMChb, OTHOC/ -
HIyroCd K 3agaydye, Hald KOTOpOfI Bbl HAYaJINn pa6OTaTb. Z[J'[ﬂ 9TOIro
JaXX€ HE HY>XHO 3aXOIUThb B pas3aci <<£[HCBHI/IK>>. I[OCTaTO‘-IHO B
JIEBOM BEpPXHEM YIy 9KpaHa KJIUKHYTh Ha CTpeJoYKe B Tpa-
BOIl 4acTU KHOIIKU «COS,I[aTL» W B BbIIIaBIIEM MCEHIO BBI6paTB

«3anuch B JHEBHUKE».
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Dain ganmen Outlook

IMosiBUTCS OKHO co3naHusl AHEBHUKOBOM 3amucu. [Tone «Tema»
3aIl0JIHUTE B TaKOM Iopsiake: Kodogoe nazeéanue 3adauu: Iloo-
pasden: umo deaaeme.

Hanpumep: CKPT: Komnpeo: 3asepuieHue u npogepka.

3nech repBoe CIIOBO (ab0peBUaTypa) — KpaTKoe Ha3BaHUE OO0JIb-
1Ioro MpoekTa, «KoMmrpen» — noazagaya (KoMMepYecKoe Mpeio-
JXKEHUE), «3aBeplIeHUe U MTPOBEpKa» — TMOSICHEHUSI TTO HEl.

B AHEEHITKE Brrasxa Dopmat TexcTa

an MposephTs
EMura “uiexa

¥ Opravusa

ApwrensHocrs: | O My

KonoBbie cnoBa HY>XHBbI 1JId TOro, YTOOBI ITOTOM MOXKHO OBLIO
caegiaTb OT60p, COPTHUPOBKY MJIN aHAJIM3 BCEX 3arucen 1mo BalieMy



npoekty. Benp mst Outlook «Kommepueckoe ripemioxeHue», «Pabdo-
TaJ HaJl KOMMEPUYECKUM MpemioxkeHueM» 1 «Crenan JOTOTHEHUST
K KOMMEPUYECKOMY TMPEITOXKEHUIO» — 3aMUCH, HE UMEIOILNE MEXIY
coboif Hryero ob1ero. Ecim ke Bo Bcex HUX OyleT MpUCYTCTBO-
BaTh KomoBoe cioB0 «Kommpen», nimn «KoMMepueckoe mpemioxe-
HUE», IJI51 ICHOCTH OTIEJIeHHOE JBOSTOUMEM, 110 3ToMY cioBy Out-
look cMOXeT BbIOpaTh 3alKcK, OTHOCSILLIMECS K 3TOM 3aiaye.

[Tocie Toro xaxk BbI ,E[06aBI/IJ'II/I TEMY, B HaAXOOALIEMCA IO Hel
OKHE 3ajaiiTe Tum paboTbl — JOKYMEHT, TeJIe(hDOHHBIN 3BOHOK
U T.II. DTO HE O6${3aT€J'[bH0, HO OBIBaeT IOJIE3HO 1A ,[[aﬂbHefI—
1Iero aHajiusa.

Ecnu war paboTbl Hag, «CNIoHOM» Obln 3anfiaHMPOBaH Yy Bac B Cnucke 3aaad
Ha AeHb Uy 3abloaXeTUPoBaH B KaneHaape, Bbl MOXETe MPOCTO B3ATb
MbILLIKO COOTBETCTBYIOLLIYIO 3334y WK BCTPEYY W NEPETALLMTL e€ B pasaen

«[HEBHVK». ABTOMaTU4YECKN CO34aCTCH 3arnnCb C TakOM Xe TEMOW N KaTero-
puen, Kak y Baller BCTPeyM winm 3agayu.

M HakoHell, ITaBHOE B CO3JaHWM THECBHUKOBOM 3alMCU —
HaXXMHTE KHOIIKY «3aIlyCTUTh Yachl»! BKIFOUMTCs: cCeKyHImoMep, 0 4eM
Bac YBEIOMUT IBUTAIOIIAsICSI CTPENIKa Ha M300paskeHUH 4acoB.

B 16.40 no KOpabeAbHOMY BpEMEHK NPy

: AHSITO METEOPUTHOE NPEAYTIPEXARH
AeEMoca 06 obaake, MAYLLIEM C ONUTEROBOW NepTypbaumn A2oHWA, CO
CKOPOCTHIO COPOK KMADMET]X oM

)8 B CEKYHAY BLTPEYHHEM KYPCOM. Ipurem

METEOPUTHOIO NPEAYTIDEXAPHUH NOATEERXACH OBLSIBASHA TREBOra. Npwn
| MIDCTOSIHHOWA Tedi peakTopa 0 4 pexTreda B 4ac Ha4aT 0GX0AHOR Mal 1eBp
NOAHDW TSINOWN € CPUEHTUROBOYHEIM BLIXOAOM Ha ABAL Ty Opwona

Teneps — camoe cioxHoe. Bo BpeMst JIto00ro OTBICUEHMST, KaK
BHEIIIHETO (3abexalt Kojera), Tak U BHYTPEHHETO (OCTpO 3axoTe-
Jioch 3a51e3Th B UHTEpHET), 3acTaBiisiiiTe ce0sl 3aliTU B OKHO THEB-
HUKOBOI1 3allMCU U HaXaTh KHOIIKY «OCTaHOBUTh Yachl». Bep-
HYBIIVCH OT MIPEPBhIBAHUS K paboTe Hall MPUOPUTETHOU 3a1auei,
OITSITh 3aXOJUTE B JHEBHUKOBYIO 3aMMCh U 3aITyCKalTe 4Yachl.

B nepBoe BpeMst Bbl MHOTAA OyneTe 3a0bIBaTh MEPEKITIOYAThH
yackl — 3TO He cTpairHo. HaM He BaxkHa anTekapckasi TOUHOCTb,
BaXXHO 3aIlyCTUTh IMPOLIECC KOHMpOoas cobcmeerHblX ycuauil. Bo-
TEPBbIX, Bbl YBUAUTE peaIbHOE BPEMsI, 3aTPAaYNBAEMOE Ha MpU-
OPUTETHYIO 337a4y, — YaCTO OHO CTAHOBUTCSI HEMPUSITHBIM CIOp-
npuzoM. Bo-BTOphIX, caMa HEOOXOIMMOCTb BO BpeMsI MTPEphIBa-
HUS OTKJIIOUUTh CEKYHIOMEp 3aCTaBJIsIET 3aAyMaThCsl: a HY>KHO
u oTBiekarbesi? CTOUT M 9Ta MEJIOYb TOTO BPEMEHU U IHEP-
TUU, KOTOPbIE OHa OTHUMET Y MOEU MPUOPUTETHOU, KUZHEHHO
BaXKHOW 3amaqyu?

CTOoUT 3aMETUTh, YTO Y MHOTHX JIIOJIEN BBICOKAsI TIEpPEeKITIoYa-
€MOCTh BHUMAHUSI, U UM TPYIHO JTOJITO€ BPEMS MUCATh KaKOW-
TO OJIUH TEKCT WIU pa3pabaThiBaTh OMHY MBICIb. DTa MpodiemMa
peulaeTcs JIETKO: OpraHu3yiTe cebde TEepEeKITIOUEHUST GHYmpU
pabotsl Han 3agaveit. OTkpoiite 2—3 pasHbIiX daiina, OTHOCS-
IKXCS K 3afade (Hampumep, KOMMEPUYECKOe MpPeIoKeHUE K-
€HTY, TIPOEKT JOTOBOPA, MPE3EHTALIUIO MPOEKTA...), U MepeKITIoYaii-
TeCh MEXIy HUMU. DTO MAacT HEOOXOAMMOe pa3HooOpa3ue BHU-
MaHUWIO U MPU 3TOM He OyneT BhIOMBATh U3 OCHOBHOU KoJiew —
13 paOOThl Haj IJIaBHOM 3agayeid.

dukcaums HanpaBneHUIA 1 NOrNOTUTENEN
BPEMEHN

Bpemsa Ha pa®oTy mo KakoMy-auOO BaKHOMY dHEProeMKOMY
aCIICKTy OEATCIbHOCTHU (I)I/IKCI/IpyeTCFI TakK XK€, KaK 1 BpEMsA Ha
«CJIOHOBYIO 3afady». Hampumep, eciu BaM XOYeTCsSl YBWJIbHYTh
OT 3BOHKOB HOBBLIM KIIMCHTAM U «CIPATATLCA» 3a 6YMa)KHyIO
paboTy — BKIIIOYATEe CEKYHIOMED KaXIblii pa3, KOrma 3BOHUTE



KIMeHTy. JInbo, HarpuMep, BaM TPYIHO 3aCTaBUThb ceOs 3aHU-
MaThesl OYMaXKHOM GIOPOKpaTUYECKOil paboTol, XOTsSI OHA HE0O-
xomuma. TOYHO Tak ke BKITIOYAiTe CEKyHIOMEp U TaKUM oOpa-
30M MOTUBHUpYITE cebsI BHINIOJIHUTH 3Ty paboTy. Moxere ycra-
HOBUTb HOPMATUB: HallpUMep, He MEHee Yaca B JIeHb Ha 3BOHKH
HOBBIM KIIMEHTaM WJIM Ha ohopMIIeHUE JOKYMEHTOB.

AHAJIOTMYHO MOXHO KOHTPOJIMPOBATh BpPeMsI, 3aTpaulBaeMoe
Ha nornotutean. Hampumep, Bbl OTMETUIN AJist cebs, UTO Tpa-
TUTE MHOTO BPEMEHU Ha MeJIKUe MpephIBaHUS CO CTOPOHBI KOJI-
JIeT VUIM TTIOMYMHEHHBIX. 3aBeINTe B THEBHMKE 3amuch «[lormoTtu-
TeNb: MEJIKUE TIPEePbIBAHUSI» U BKIIIOUANTE CEKYHIOMED KaxKIbIid
pa3, Korja Bac OTOpBallk OT Aena. MoxeTe JellaTh 3TO JEMOHC-
TPAaTUBHO — MHOTWE KOJUIETM BUIST W, YTO Ha3bIBaeTCs, MPO-
HuKaloTcst. Ho raBHOe To, 4TO 3TO Tosie3HeiIas nHhOoOpMalust
U MOTHBALIMS IS Bac.

Bor HekoTOpble TUIMUYHBIC MOTIOTUTENN, KOTOpPhIe OhIBAaeT
MOJIE3HO OTCJEOUTh TAKUM 00pa3oMm:

— SBHO HCIIOJIC3HBIC pa3roBOPHI,

— OTBJICYCHMUW A, BbIBBAHHBIC BHYTPCHHMMU IIPpUYHNHAMU,
Korja TpyaHO 3aCTaBUTb cebs COCPEOOTOUYMUTHCA HAa BaxX-
HOM I€JIC,

— MCJIKME BHCITHME NTPEPBIBAaHMA OT NIOAYUHCHHBIX U KOJIICT,

— paboTa, KOTOPYIO Bbl MOIIM AEJIETUPOBATh, HO CIOEIAIN
camu.

AHann3 gaHHbIX B Excel

Mu1 dukcupyeMm B pasneiie «/JIHeBHMK» pacxodbl BpeMEeHM Ha
KpyITHOe 7eyio, TM00 BaKHOE HampaBlIieHUE, JIMOO «TFOOMMBIi»
noriotutesb. CaM 110 cebe Tpoliecc GUKCcAIMM yKe ToJie3eH,
MOTHUBUPYET HAC BbLIACIATL HaA TJIaBHOC ACJI0 OoJIbIIe BpEMCHMU.
Ho HanOombIIyIO TTOJB3Y MBI TTOJYYUM, €CIW ITpOoaHaIM3UpyeM
3aMcaHHyIo0 MHPOPMAIIHIO.

g sToro Heo6XOAMMO CKOMMPOBaTh JaHHBIE B Excel, mpenBsa-
PUTENTBHO WX TTOATOTOBUB. MBI HACTPOUM CITELIMAIBHOE MOJIb30-
BaTeJIbCKOE IpeNCTaBlIeHue B Manke «/JIHEBHUK», B KOTOPOEe OyayT
OTOMpPAaThCS TOJBKO MHTEpeCylole Hac 3amucu. PaccmoTpum
co3JaHre TaKoro MpeACTaBIeHUs Ha MpUMeEpPe Jesia-«CIOHay.

1. Tepeiimire B pazmert «/IHeBHNK.

z Japaun
J JanacTin

__J Crncow manox

Beero snemenTon: 4

2. B meHio CepBuc / Hactpoiika Ha Bkiagke «KomaHobl» BblbepuTe B NeBoi
KOJIOHKE MYHKT «[lOMoSHUTENbHO», 3aTEM M3 NPaBOl KOJIOHKM BO3bMUTE
MBILLIKO KHOMKM «Texyllee npeacrasneHne» n «Onpenenirb NpeacTaBneHns»
1 nepeTawmTe X Ha NaHesb MHCTPYMEHTOB B BEPXHEN YaCTM SKpaHa.

Manend pHoTpyMeHToE | KomaHael | NapamMeTpel
Yrobel A0BaBHTE £0MaHAY HE NaHEms HHCTPYMEHTOR, BEIDEDHTE KaTeropito
H MEpETAWMTE KOMSHAY M3 3TOM OKHE Ha MaHens.
KaTeropm: FomMaHAB

Mepexol 5 ] OTHMEHWTE A
CepeM

AedcTena TekyWES NpeACTaBnEHHE -

Cnpasea ]
" ONpeaEnHTE NPEACTABNEHHA, .,

= CénacTe rpyRIMpoBKH
A
1 Buibparp nons
B zen .
HoBoe- MELD v | | =4 AsTonpochoTp v

YNopAAOYMTE KOMaHARL ..

| IaKpbiTh
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3. 3akponTe BCE MEHIO U HAXMMUTE HA MaHEAN MHCTPYMEHTOB KHOMKY
«Onpenen T NPeAcTaBneHns», KOTOPYIO Bbl TObKO YTO TyAa NepeTalluin.

| _I HueennK - Kapnonad - Micrasaft Outiook
‘ @afin  [pasca Bug Mepexon  Cepsuc Aeicreun  Crpasxa

He T Togn F
._.;ﬂ__ oxaTe. Qﬁ_ﬁx i'a_ gl - ane,qemnu NPEACTABAEHMA... .

|._.A.““”“"‘ 5 _ , sJ ﬂunnux Kopmanan

4. B nosiBuBLLIENCA Tabnuue HaxmuTe «Co3natb».

Oprauwzatop npeacrapnenmi

NpeACTasneriA Ana nanky " dsesHig - Kopronas:

WA npeacTasnerit | Mosier Buime meronk 0 | Tt MpeacT, h o i
<ToryUeeIpeAcT.,. |8 nankax - Arasrc gy s

{a Ty |8 nankax "fHesteec pr‘eHHau uans |
OHT akTaM B narway " Avenrng”
| Ma kaTeropmam & mankcax " gHesHwe"

Km_»ﬁa r;

umem Bi _J

CBpac

Qnncae

Monai IHavoe | Bnosere; Ten 3anmcH; Tema; Hauano; AnumensHocTs
TpynmvpoBka: OToyTCTRYeT

Copthposka:  Hauano (no sospactanie)

Otfiop:  Orveyroreyer

[Cnoxasssars ronsko MpSACTEBNEHNA, COSAAHMEE N9 3TOM NarsH

5. Beegute Ha3BaHWe NPEOCTaBNeHVs: «AHAM3 Aena-«CroHa». Haxvure «OKe.

Hosoe npeacranne nue

M peacTangEa;
Arsrus gens-cropa
Irn npeacTaeneten:

Tafinza
Bparesnan wrana
Kapra

BerznThan kapTouss
Aesiefnegsngfmecay
Inauce;

MoRET Bbith HENDe 080

(@ v av0d nanxe, aocrynma sees

O m yroii nanke, accTyreo tonuxo wee
O mo geos nanwax " Asarme”
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6. B nosiBuBLIEMCA MeHIO «HacTpoiika npeacTaBneHus» BblGepuTe MyHKT
«OT60P>.

Hacipoima npeacrasine Hua: Ananua gena-cnoxa

DR

i Dana,, I Spardon; Bnowersis) Tan sanick; Tesa; Hasano, dnmTensd, .

[ Cprynrsposra.., ] QreyTcTeyYeT

Hasano (no yinmadien)

[ arhap. . ] OToyTCTEYET

CopTHpoBEa

Tafni-Hoe NDEACTABNEHRE: WPMETE! M ADyTHE RACTROR

| AETORORAST. . J Onpeasnerie wowdTon 408 kasaoes coaluienie

[ Doprar cTonbuos. 3a4aRTe QOPMAT EEBOAA KANAOMD NOAA
=]

7. BBeoute KIO4EBOE CIOBO BALLIErO «C/IOHA» B Mnose «Mckatb TeKCT», a MECTO
nounckKa OorpaHnybTe MoJsieM TeMbI.

Janucd B AHESHNKE | Jpyrie yoroswa JononnnTensHdo | SQL

MekaTe Teper: WIKFT: ~
MeCTo ROMmEa:  Tonsko none Temsl ||
Ton 2afidow: | Boe Tvnsd L
KoHTaer.., ] |
BefpaTts InemenTR: | HET -

oK l[ Ormera ][_‘:IL_’AWE J

8. Haxmute «OK» BO BCEX MEHIO.

Tenepb, YTOOBI OTO6paTI> BC€ NTHEBHMKOBLIC 3aIllMCH, KaCaroliv-
€C4d Hall€ro «CJIOHa», OOCTATOYHO B MCHIO «TCKYH.I@C npeacraB-
JICHME» Ha IIaHCJIM HMHCTPYMEHTOB BMECTO CTAaHAAPTHOTIO IIPEI-
crapieHus «Ilo TUITY» BbI6paTB HaCcTpOCHHOC HaMM IpE€acCTaB-
JIeHUE <«AHalM3 J[ea-«CJIOHa».
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- SHeerilk - Microsoft Outlaak 2. B nosBuBLIEMca cnincke «Bblbop nons» BbiGepuTte «KoHew.
¢ ®ajin  Mpaska Bwy Mepexos Cepswe Aeiicreun  Cnpasxa Buop nam .
: HACTO HEMG M3 yesine NO0NS LS
¢ & Cosaste ~ @ DX W e 3I .
m—t = T —c s =S P — SN
— — —— —— =11 — E] Ty
amergno
Auesnnk | o Thny | o
= - . | Mo koTasTam s E c
X KomraxT
i Bce anementes grennmna Mo kaTeropian \g Brar He wru.:;xmumuam
[T — = | CnMcoE anemenTos Iy N :
| 33 NOCPBAHKE CeMb aHER | Tema Or;:;m:mm
_55 Aresrnx TenedoHHmE 380HKH CKPT: .
i A8 Journal s Mourossiii suur - Kyrsirnd 1 gaﬁmamaﬁwu) Outlook CKPT
! \@ﬂ.ﬂeﬁnwx B TaNM-MEHEAMMEHT Ha c:m-.w,.'.‘""‘m L nDeAtctﬁagn::?g;. I _.k-
| i (B ] CKFT!
| &8 Anesrun s Tain-meneminment na Outiook, B e e
¥ L T e AT
—_I:Umqw..

Hactpoum HOBoe mpeacTaBjieHME TaK, 4YTOOBI JaHHbIC ObUIM

NIPUTONHEI JIs nepeHecenus B Excel. 3. BbiTalumre ero MbILLKOM HA MaHesb 3arofioBKOB MOMel U MOMECTUTE Cripasa

oT nonsa «Hayano».

1. 3aiigs B TONbKO 4TO CO3OA@HHOE MpeacTaBneHne «AHann3 aena-«CroHa»,

KIIVKHATE MPABOA KHOMKOM MbILLM Ha CepoM 3arosioBke «Hauano» 1 Bbibepute
TRBAEHKME, -i

B KOHTEKCTHOM MEHIO MYHKT <<Bbl6paTb nons». :
amr EHHUFG : —
B4R Cnpasea Havaro KoHew Aanren.
~ Onpejenuts npegcTasneHng,,, 5 pabouan cecoan  MT08.09.2006 1200 1T 08,09,2006 1400 2 wac.
i . = e — E =i M= L = vommepyeceoe . Cp 06.09.2006 11:00° Cp06.09.2006 11:30 30 wwn,
| RH_QIHHII__ ) 0 fala]: i e eeliis ™ npeseHTaUMIe:  BT05:09.2006 12:00 B705.09,2006 13:00 1 wvac
'_' 0 "*_‘_‘__! ANR BEMOHEHNA MIHOBLHHOrD Nowera = it o = - WTE M, Mr01.09.2006 1904 Nr01.09.2006 1909 5 umnn
B @ tun ssninos [P —— v e
Cobpamne i - INopagaumTE no o o
e T NI =t : ' 4. CHOBa KIVKHWUTE MPABOI KHOMKOM MbILM Ha 3aronoBke nons «Hauano» u
:}_1 ConBwenne 3., BICNATE KOMMEDLECKDE Np... Cp 06,08, ‘2], Copruposea no sozpacranic 6 HKT ¢0 MaTUPOBATH CTO]'I6 Ll
; Chfns = | « .
ﬁ CaBpamue CHFT. posecru pesentaume 810509, %0 Coprupona no ysusarsee BbIOEPUTE B KOHTEKCTHOM MEHIO Myl p p L
|,9| TeaedomHud 2. CXPT: nossoHuTE LN roLae.
1 TR [pynnwpossa.,
TepR  Cnpasxa

A osnacy rpynnnposka

Yaanuve roagel

| =ﬂ EwSparte nann

Hauane

G — "

MeAoBPaTE WHpNHY
Knkeil
DOPMATUPOBATS (TaNBis, 4 Y
iy 08,08 TNOPRROYHTE N

Hacrpodis Fewywero npegcranneHin. Cp0603 4] Coprupossa no sojpactanme

_33 CoBpanue CKPT: nposecrn npesenTaume BT 05.050E CopTupamxa no yEmsanme

E} Teaedionteii .., CKPT: noseoHnTe B, v 0109

] 2 [pynnwposra..,

Lo

ﬂ, ChaacTs rpynnuposKe
| YaanwTe crongeiy
y Bubpate nons
Megobpare wnpHy

DOPMFTHROEITE CTONELM..

HacTpofina Terywero NPescTaBALHIA. .
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5. B nosiBuBwemcsi okHe «Popmat ctonbuos» BbibepuTe dopmart Tvna
«02.09.2006 19:12» (pata 1 Bpemsi 6e3 OHs Henenu).

Doprar cTonbuos

MiMesoumeca cronbisy;
S DiopwaT: 02.09.2006 19:12 -
Thn =amcy o
o 3ar prosoe: s N0
Hareane J
Kasey
.,{J,.m TemHICTE Lrpemda 2 cenTabpa
KomTaeT 02 cenTabps, 100 b,
KaTeropim = g il
Bepamremaren!  (2ino pesowy kparo 0o ughtpy () no ppasosy kpare
— " -
| Ok | Ovmesa |

6. B Tom Xe okHe u3 cnucka cnesa «Mmetowmecs ctonbubl» BbiGepuTe
«KoHewy 1 ycTaHoBWTE [N HErO TOT e ¢opmar.

Dopmar cro/Gups ﬁl@l

Vwsrcauneca cronfie

Eromesie Dappeat| 02.09.2006 [9:12 o
THN 3arkcd =

Tana Saronosck; Homey

Havwano

Fomen

Annrenesacts LLhiparia: Opasna 117,83 | =avos

KoHTaKT ~ -

KaTerooui (_2noabipaeTea anTomativmcin

Bopasrvesse: (23no pesomy kpara- (O nid ugsrpy O no ooancery kparo

7. Haxumarite «OK» 0O 3aKpbITUS BCEX OKOH.

Tenepb y Hac BCce roToBO AN NepeHeceHuWs faHHbIX B Excel.
1. KnnkHUTE NeBoi KHOMKOI MbILLM Ha 3Ha4Yke B JIEBOW 4acTu Noboi 13
3anuceint gHeBHMKka n Haxmute Ctrl+A («Bbloenutb Bce»), a 3atem Ctrl+C
(«ckonupoBaTtb BCE»).

i - Micrgsoft

W)
Tafn  [pasen  §wa Mepesog  Copome Oevicrsun  Cnpeses

il o - X ;.
i Covmams =1 '?1 x u:lj &l = DPpeALANTE NpEACTABAEHI,,, o

PT
|

Oueswmx RIE P CTT Lirig
| - Bee snemenTa aresmimn w | HAhLrEE Srycoany Aas B0 UdsE MFNSREHRAR Moo
[ MK fben =[5 0 tan sanmes Tewia Havaao
[} 588 A | [ TokpurmeCRPT neman pabowan cecom 01983006 1300

[ S Jawrnal & Novrasei aup . Kyasrith Mixans B |1 | Coob LTI TS 20061100
i anh Bij flEC tagrvine 3. CEPT: mucaate - D6
S Anemnie s Tain WeEreIaAEHT na Uutiook | E i .

|'ﬁﬂl'esnhfI'-?:ﬁo..uenc,qmu-m.-r-a-:.,n..a'._ | a e " RORECTR Ppeaune | 03.09.200612:00

I T — |G Teardonuil .. CXFT. nasmorte M, 01.08.2006 19:04

2. OTkpoiiTe uncTbli daiin Excel 1 H
Hoe»). [laHHble U3 OHeBHWKa OyoyT

A a
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akmute Ctrl+V («BCTaBUTb CKOMMPOBaH-
BCTaB/eHbl B Excel.

c D E

Tunaanwcy  Tema

Cofipanmne CKPT: nepean pabouan ceccua
CooBuleHue 3 CHPT: amcnats KOMMEQUECKDE
Cofipanne CHPT: NnpoBecTH NpeIsHTaLMI0

W (e

TenedoHHpil CHPT: No3aoHuTs M.

Hauano Koney Anwrensr
08.09.2006 12:00 08.09.2006 14:00 2 uac.
06.09.2006 11:00 06.09.2006 11:30 30 MuH.
05.09.2006 12:00 05.09.2006 13:00 1 vac
01.09.2006 13:04  01.09.2006 19:09 5 MHH.

IToce Toro kak Hama mHbopManus nosiBmiack B Excel, ¢ Heit

MOXHO paboTaTh.

1. B konoHke cnpaga oT Toi, B koTopylo u3 Outlook ckonmpoBancs cronbed,
«KoHeL», BBeguTe dopmyny: sidelika paBHa siHelike 13 ctonbua «KoHely MUHYC
avelika 13 cronbua «Hadvano». Ha Huxecnepyiolem pucyHKe 3TO O3HayaeT:

B adeike H2 Bectn dopmyny «=D
OJIMTENBHOCTD Hallen AHEBHUKOBOW

2-C2». TakuMm 006pa3om Mbl BbIMUCIIUM
3anucu.

2. KnnkHuTe Ha 37Ol siveilke C OJIMTESIbHOCTbIO MPaBOi KHOMKOW MbILK,
BblOepuTe B nosiBuBLUEMCS MeHio «Popmat sveek».

E F (
Hauano Kk DNt KOHTART it

1200 (9, 2006 14:00 2 yac.
1100 D605 2006 11,30 30 My,
1200 05.09.2006 13:00° 1 uac
19:04  01.09.2006 19:09 5 sk

ORI CO AT MAMOE

y =

T o 2
[‘.)U:-UI 13002 3 Comsms npusicuanae
3 BonmaT guecs
Brifpare i ANDWEINUELTOLN CRMIKE,

MALE AR ATOHE.

A tenepcnes.

3. B nosiBuBLIemMcsi okHe BbibepuTe dopmat «Bpemst - 13:30.

Wopreat Aueen I?'Sl

o || Bpatestiariae | WipagT | Fpasena

‘pcnosee Sapsarsi
L
e anon
SErEwrcn
D obnid

PYCORHA

OONETES BpERSHH £ TyRaT AR OTOEDAKE
DOOHETE BEDEREHE, KOTOPLE WIBHA
OTOADEMENNA BATEI H ESEREH B ONEp
TR0 DO TACTERSI.

C0 380300

o)

i ST N BOERaHE, ADEACTANNENHEE SACRar, B BHAE 29T,

HOR CHCT e, SopRaTLl (53 IBEIAINKH HE JapncAT oF

Jammxa | Jaunrta

K (), MEHEEITCE NP MOMEHBr DOpHATI

(o] (o |
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4. CxonupyiiTe 3Ty f4eiiky Ha BeCb cTonbeL,.

Hrak, Mbl mosyyunu ctoyoer] (Ha pucyHke — cronoer H),
B KOTOPOM BBIYMCISIETCSI NJIUTETBHOCTh KaXI0W JTHEBHUKOBOM
3anucu. (K coxaneHnio, BOCoab30BaThCs I HAIIUX LEIe
TOTOBBIM cTOJOIIOM «JlnutenbHOCTh» U3 Outlook 3aTpyaHu-
TEJIbHO, TaK KakK KpoMe IU(p OH COAEPXKUT CIOBECHBIE 0003-
HauyeHUs eAMHULL BpeMeHM («Jac», «MMH.»), KOTOPbIE MPEIsITC-
TBYIOT aBTOMaTU4YECKOl 00pabOTKe JaHHBIX.)

Tenepb ¢ MOJYYEHHBIMU TaHHBIMU MOXKHO JI€JlaTh BCE YTO
YTOJTHO: CYMMUPOBaTh, OTCJIEKMBATh MOJAHEBHYIO WU TMOHECTb-
HyI0 AUHAMUKY... Kaxaplii 1eHb MPOCThIM KOMMUPOBAHUEM JaH-
HbIX U3 THEBHUKA B yXe HacTpoeHHywo Tabnuiry Excel Bl Oynere
MoJTy4yaTh OOHOBJIEHHBIE TAHHBIE IO Ballleil pabOTe Haj «CIIOHOM»
¥ CpaBHUBATh O0IIee MOTPAYEHHOE BPEMsI C KETaeMbIM.

Ilpu 3TOM, YTO OYEHb BaXKHO, Ha OCHOBE JAHHBIX JHEBHUKA
BbI OyleTe TOYHEe 3HATh MPUMEPHOE WIM CPEIHEE KOJUYECTBO
BpeMeHHU, TpeOyeMoe Ha pa3Hble 3amauyu. [IpakTrKa moxkasbiBaerT,
YTO JaXe 3aJaud TBOPYECKOro XapakTepa, TpyIdHOIpeacKasye-
MbI€, Bbl OylieTe TJITAaHMPOBATh U OIOIKETUPOBATh Topasno Oosee
PEUTUCTUYHO, UMESI OTBIT UX XPOHOMETpaXka.
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[lonesHocTn 149 PykoBOOUTENA
C nomolblo «/IHEeBHMKa» B KOPIIOPAaTUBHOM MCIIOJb30BaHUU
Outlook Bbl cMoxeTe:
— Yy3HaTh, Ha YTO BalllM COTPYAHUKHU TpaTdAT pabouee
BpeMs;
— peaJuCTUYHO IJIaHMPOBATh OIOIXET BPEMEHM Ha pas-
JIMYHBIC 3a1a4M U HAIlpaBJICHMSI Ha OCHOBE JaHHBIX XPO-
HOMeTpaxa;

— (UKCHUpPOBATh JI0OBIE B3aMMOICUCTBHSI C KIMEHTOM
(BcTpeun, TeaeOHHBIE 3BOHKHM, IIOATOTOBKY KOMMEpYeC-
KUX MPEIIOKEHUI) U aHAIM3UPOBATh PACXOIbl BpEMEHHU
Ha Pa3JIMYHBIX KJIIMEHTOB M pa3IMIHbIC HAIlPaBICHUSI.

Kparkue ntoru

1. ®ukcupyiiTe SHEProeMKHe 3a1a49M, CJIOKHBIC MPOIIECCHI
U TIOTJIOTUTEIN BpeMEHM B pasfelie «JIHeBHHMK» — IUIs
CaMOKOHTPOJIS U CAaMOMOTHBAIINH.

2. Hcmonb3yiiTe BCTPOSHHBIN CEKYHIOMED UIT aBTOMATH-
YecKoi (pMKcallMy pacXoJO0B BpeMEHU Ha 3amady Wiu
MTOTJIOTUTETb.

3. Crapaiitech rpu padoTe HaJl CIOXHON 3agaueit epekITo-
yaThCsl BHYTPM Hee MeXIy IMoj3agayaMM pa3HOTO poja,
HO HE Ha BHEIITHUE Jena.

4. Konupyiite nony4eHHble AaHHbIe B Excel mis mocnemyro-
LLIETO aHaM3a U CAMOKOHTPOJIS.

5. Tlpu nmyuaHWUpOBaHUU U OKOAXKETUPOBAHWUU BPEMEHU
WCIIONIb3YiTe JaHHBIE O CPEeIHEW MIUTEIbHOCTHU 3ajady,
MOJIy4YeHHbIE C TIOMOIIIbI0 XpOHOMETpaxka B «J[HEBHUKE».



«Insg mnoeux sodelt u KY/bmMyp 00HOIl U3 8blCUILX UeHHOCMET
ABNACMCA meopyecmso. lsopey — nwbumely, 60208, 00CcMoiiHbill
NPUHAUA HEOECHO20 0ZHS U HECYUUTT €20 THOOAM, Tsopeu, 6yov
MO KOMROSUIMOP, XYQOKHUK, apxXumexmop, noam, — co3daem 8

IMOM Mupe 60,»ff?cmaeHHy.'o CAPMOHUI, BO3BBIUAIOULYIO U NPO-
CBEIMJLAIOULYI0 MUP»,

6. Kynbtypa mbicau

Matepuanusyurte Balin uaeu
B pasfene «3amMeTKu»

OnHOI U3 BBICIIMX YEJIOBEUECKUX LIEHHOCTEN SIBJISIETCSI TBOPYEC-
TBO. TBOpen — Jro0MMelL] OOTOB, TOCTOMHBIN IIPUHSITHUS Hebec-
HOTO OTHSI M HECYILIMU ero JionsM. TBopell — OyIb TO KOMIIO-
3UTOpP, XYAOXKHUK, apXUTEKTOP, MO3T — IPUHOCUT B MUP BO3-
BBILIAIONIYIO 1 TTPOCBETISIIONIYI0O TApMOHUIO.

Y10 TakOe TBOPUYECTBO, KaK OHO YCTPOEHO, MOXKHO JI ajreo-
POl TapMOHMIO TTIOBEPUTH — 3TOT BOIPOC BCETAA TPEBOXWII YMBI
W JTYIIN.

Crnoputh 00 3TOM OyAyT OO TeX IOp, ITOKAa CYIIECTBYET
caMo TBOpYeCcTBO. HeCOMHEHHO JIMIIL OMHO: HUKAKOUW TeHUM
HE CO3[1aeT BEJIMKOE MPOM3BeNeHUE OMHUM POCUEPKOM Iiepa.
TBopuecTBO — 3TO BCEraa He TOJBKO BAOXHOBEHUE, HO U CE€Pb-
e3Hasl pabora.

Kakum OBl TaJTaHTIMBBIM HU ObLJT MUAHUCT, HO, HE UTpast TI0
MHOTO 4acoB B JieHb, OH HE 3aCTaBUT 3aJl 3aTauUTh JIbIXaHUE.
Kak ObI BetmuecTBEH HU OBUT 3aMbIce]l CUM(MOHUU, HO 03 TOJI-
CTOTO TOMa IapTUTYPHI, AeTATLHEHIIIMM 00pa30M pacIMCaHHON
IIJIST KaXKIOW TPYIITbl MHCTPYMEHTOB, OH TaK M OCTaHETCS JIUIIb
3aMbICJIOM. be3 coTeH 3CKU30B He OyAeT BEJMKON KapTUHHI.
W Ttak pmamee, Kakylo Obl 00J1aCTh TBOpPYECTBA MBI HM B3SIJIH.
TuatenpHass paboTta caMma Mo cebe He caeiaeT YeJaoBeKa reHueM
M maxe TajmaHToM. Ho 06e3 Hee M TeHMi, M TaJaHT OCCIUIOMHBI.
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«/l cBEeT ero canncs ¢ He6eCHbIM, BE4YHbIM
CBETOM»

TpynHO BCOOMHUTL OoJiee SIpKUIl 00pasel] TBOPUYECKOro YeJio-
Beka, yeM Bosbdranr Amaneit Mouapt. «['yiasika mpa3aHbIii»,
JIIOOUTETb UTPBI HA OWJIBSIPJIC W IIYTOK HAa TPAHU HETPUCTOW-
HOCTU, KyMUDP XOPOILIEHbKUX AeBylIeK... OH e — TeHuil Tpa-
ruyeckoil cynbObl. TBOpYecKasi KM3Hb HAaUMHAIACh OJIECTSIIIIE:
FOHBII MY3BIKAHT-BUPTYO3 BBICTYNA] B €BPOMEHCKUX CTOTUIIAX,
ero 6ajgoBaaM BHUMAaHUEM I[apPCTBEHHBIE OCOOBI. 3aKOHYUI OH
XW3Hb B HUILIETE, TOJIOJE U XOJIONE, OIJICBAHHBIN OOIIECTBEHHBIM
MHEHUEM, CO CJIOBaMU CBOero PexkBrema Ha ycrax.

3a CBOIO KOPOTKYIO XU3Hb, OTIYyIlIEHHbIE eMy 35 jieT, Moiapt
ycren KojioccajibHo MHOTO. OTIly OH THcal, YTO «BCerna MMeeT
KHUTY B KapMaHe U, KOrja BbIMagaeT CBOOOMHBIN YacOK WY Jdaxke
rnojyaca, YuTaeT». MHOTrMe M3 ero Mpou3BeICHUN Jealuch Ha
3aKa3, B CTPOro 3a[JaHHbIe CPOKU — HAMIPUMED, K OMPEIeIEHHOMY
0wieo uim npasgHuky. Kak emy 3To ynaBajiocs?

PacckasbiBaloT, 4YTo ofHaXIbl, Korma MouapT B CeMUJIETHEM
Bo3pacTe AaBasl KoHIepT Bo PpaHKpypTe-Ha-MaliHe, mocie
BBICTYILJIEHUSI K HEMY MOJOIIE] MaJTbuMK JIET YeThIPHAAIIATH.

— ThI couMHSIENIb TAKYIO 3aMeUaTesIbHYI0 My3bIKy! — cKazal
OH IOHOMY MY3bIKaHTy. — MHe HMKOIIa TaK He HayYWThCH...

— Yto Th1! — ynuBuicsa Bonbdranr. — OT1o Beab Tak mpocTo!
A 1Bl He TIpoboBan nucatb HOTHI? Hy, 3anuceiBaTh Menoauu,
KOTOpbI€ MPUXOAST TeOe B TOJIOBY?

— He 3Haro... MHe B rojloBy IPUXOJST TOJBKO CTUXU...

— Bor 310 Ha! — BocxuTuiacsa Mouapt. — HaBepHo, nucatb
CTUXU OYEHb TPYIHO?

— Jla HeTt, coBceM Jierko. Thl mompoOyii...

CobecennukoM MouapTta ObL1 toHBIN [€Te.

HNrtak, HY>XHO «BCEro JHWIIb 3aMMChIBAaTh MEJIOAUU, KOTO-
pble TIpUXoasT B rosioBy». Ho He Tonbko. TlepeHeceMcs B 3umy
1780 roma B MionxeH. 24-ynetHuii Mouapt paboTaeT Haja OJHOI
U3 CBOMX JIIOOMMBIX orep. Hamucarh onepy B poaHOM ropoe,

3anbLOypre, ObUIO HEJb3sl, ITOCKOJAbKY COUYMHEHME OMephl TOraa
MpEeAIoJIarajio, Tak cKas3aTh, «IIPUMEPKY» U TpeOOBaJIO IIPUCYTC-
TBUS NeBUOB. B 3anblLdypre octancs orel, paboTamlIUil ¢ aBTO-
pOM JIMOPETTO.

Kaxnple 2—3 nHg MouapTt muiieT OTLYy IMMChbMa, 10 KOTOPhIM
MOXHO IIPOCJIEINUTh POXIEHKE orephbl. Bemrkoe npou3BencHNe He
MOSIBJISIETCS] TTO MAHOBEHUIO BOJILLIEOHON TaJIOUKH, HE CO3JaeTCs
OOHMM BIOXHOBEHMEM — HYXXHa JoJras, TiiaTeJbHas paboTa.

Mpb1 HabmonaeM, Kak MeIJIeHHO, ¢ TPyAOM, BbIpacTaeT CTPYK-
Typa OIlephl U ¢ AeTaau. MouapT HapyllaeT TpaaullMh CBOETO
BpEeMEHU U pabdOTaeT He TOJbKO HajJ MY3bIKO, HO U Hal TeK-
CTOM JIMOpETTO, 00CYXaasi Bce ACTaM B IIEPEIUCKE C OTLIOM.
OH Myu4aeTcs ¢ UCIOJHUTEIEeM IJIaBHON MapTUM: YMYAPEHHBIN
rogaMyd M yBEHUYAHHBINM CJIaBOM OIEPHBIN IEBell HaBsSI3bIBaeT
IOHOMY KOMIIO3UTOPY CBOM MPEACTaBJICHNUSI O TOM, KaKOU J0/KHA
ObITh My3blKa. MoLIapT BeIeT ¢ HUM MoJieMUKY: «B Baimx aByx
apusIX s MPUJIOXKIII BCe CUIIbI, YTOOBI BaM yciy:XKuTh, TO Xe cae-
JIal0 U B TpeTheil — Haneloch, 3T0 MHe ygactcsa. Ho yto kaca-
€TCsI TEePLETOB M KBAapTETOB, TO 3[ECh HAMO JAaTh KOMIIO3UTOPY
MHOJIHYIO CBOOOmMY...»

Otgaenika 3MM3040B — elle He Bce. MoLapT TIIATEbHO Iepe-
CMaTpUBaeT BCIO MAPTUTYPY YK€ 3aKOHYEHHOTO IPOM3BEACHMUS
M BBIYEPKMBAET HECKOJIbKO POXIECHHBIX C TAKUM TPYIOM apuii
M pEeYUTATUBOB. Tak U3 OTAEIbHBIX MbICACH, UAEH U 03apeHUM
poxpnaeTrcs 1ueneBp. B McTopum 4yemoBedyecTBa MOSIBISICTCS €L
oauH mpobieck cBera. Kak HamuieT I'ére:

W Hac nokuHy1 OH, BOaIN
CBepKHYB KOMETOI,

W cBeT ero cauics ¢ HeOECHbIM
BeuHbIM cBeTOM.



TBOpYecKwui
npouecc
Mouapra

Kno4yeBbie mbicau
3anucaHbl B «3amMeTKax».

HassaHuem kaxpaoii
3aMeTKU ABNseTcH
nepsBas cTpoyKa

3anUcaHHOW B HEW MbIC/IH.

B 3aBucumoctu

OT CMbiCNa 3aMeTKHU
BblAe/IeHbl pa3HbIMU
uBeTamu.

OaHa 13 3ametok
OTKpbITA.
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W Lach Apxanicabdkin, PopMyia BpesMenn

TBOpYeckast kapToTeka

[To-HacTosieMy TBOPUYECKHMIA YEJIOBEK OTIMYACTCS OT MeuTaTesIs
TE€M, YTO MBICJIb, WIIEsI, BIOXHOBEHUE COMPOBOXIAIOTCS CEPhe3-
HOM paboToi. MBICIN KPUCTAIU3YIOTCSI, KOHKYPUPYIOT MEXITY
cOo0O0I1, TIIATEIHbHO OTOMPAIOTCSI — M B WTOTE IIPEBPAIAIOTCS B
IIEACBPHI JIMTEPATYPhl, My3bIKW, TTOJUTUKA M APYTUX UCKYCCTB.
MpbIcib 3anMcaHHas CTAaHOBUTCS I€JIOM, BIOXHOBIISIS JIIOAEH 1
OTKPBbIBasl HOBBIE TOPMU3O0HTHI. Tak pOXMAIOTCS BEJIMKHUE Jea,
OCTAIOIIMECS B ITAMSITH TIOTOMKOB.

XXI Bex TpeOyeT TBOpUYECTBA HE TOJBKO OT KOMIIO3UTOPOB U
XYIOXHUKOB. JI10OOMY COTPYAHUKY CKOJbKO-HUOYIb Tpeycrie-
BaloOIIell KOMITAHUM TIPUXOIMTCS KaXXIblii TeHb pelllaTh HOBBIC
3amaun. Co3maBaTh sipkue 00pa3bl, MUcaTh yOeAUTEIbHBIE TeK-
CThI, HAXOIUTDH PEIIeHUs HEepelIaeMbIX IIpoOIeM.

YeM BbIllIE YpOBEHB BallIeTO JIMYHOTO 1 MTPO(eCCUOHATBHOIO pa3-
BUTHSI, YEM OTBETCTBEHHEE ITPOEKThI, KOTOPHIMU BBl 3aHUMAETECD,
TEM BaxKHEE YIIPaBISITh HE TOJIBKO 3amadyaMid, HO M COOCTBEHHBIMU
MbIcIIMU. YeM mpobieMHee BOIIPOC, YeM MEHee TTOHSITEH aJITOPUTM
pelIeHrsT — TeM Cephe3Hee HY>KHO OTHOCHUTHCS K YIOPSIOUYEHUIO
WIEH, U3 KOTOPBIX 3TOT AJITOPUTM ITOCTEIIEHHO BBIPACTET.

[lepBblit MPUHLIMIT YIIPABICHUS UACIMU: MX HEOOXOIUMO MaTe-
pMaIn30BaTh, YTOOBI OCBOOOAMTH MO3T IIJIT HOBBIX MBICIEH M
MpM 3TOM He 3a0bITh cTaphie. Korma oHu Bce mepen I1a3amMu, Bbl
MOXeTe KOMOMHMPOBATh MX MEXIy CO0Oi, mepecMaTpuBaTh 1
B XOZIe TIepecMOTpa Ir'eHepUpPOBaTh HOBBIE WIEH.

g matepuanmn3anny uaei B Outlook mpemycMoTpeH crienm-
aJbHBIN pasnen — «3aMeTKu». OH caMblii TIPOCTOM; €T0 3JI€MEHThI
0YEHb MOXOXHU Ha XKEJITbIe CTUKEPHI, KOTOPbIE Mbl OOBIYHO MPU-
KJIeMBaeM K MOHUTOPY, CTOJY, CTEHE WJIM XOJIONWJIBHUKY. Y 3a-
METOK HET CpOKa MCITOJTHEHMS, JaThl Havyajaa M JPYTUX CIOXKHBIX
mapaMeTpoB — TOJIBKO TEKCT, KaTeropusl M 1BeT (KaK y CTHKe-
POB: JKETBIN, KPACHBIN, 3€JICHBIN, TUIOBEIN).

C noMolliipio paszaena «3aMeTK» Mbl MOXEM OpraHM30BaTh TaK
Ha3bIBAEMYI0 TBOPUYECKYI0 KapTOTEKYy — HWHCTPYMEHT, XOPOIIIO

W3BECTHBIN YYCHBIM M IMUCATCIAM M BCC YallC HpHMeHHeMbeI
MeHemKkepaMn. HaszHaueHne TBOpUYEeCKOi KapTOTeKn — (DUKCHUPO-
BaTb B OIIPCACICHHOM ITOPAIKE BCC OTHOCAILIMECA K OHpGI[CJ'ICHHOfI
MpoosieMe MBICIIA (KaK CBOM, TaK U IyXKHE), a TAKXKE BCIO TT0JIE3-
HyI0 THPOPMAIINIO, KOTOpast MOXKET Ha MBICIM HAaTOJIKHYTh.
BaxHpbrit IIPMHOUIT KapTOTCKU: OI[HOI71 MBICJI JOJIKEH COOT-
BETCTBOBATb OAMH MaTepI/IaIIbHHﬁ Hocutenb. biaokHoTt mmm (I)afl)'[
Word, 1me MBICIM MIOYT ITOCIEeI0BaTEeIbHO, KAPTOTEKOM HE SIBIISI-
1otcsd. CMBICT Z[pO6J'IeHI/IH B TOM, YTO MbICJIM MOXKHO KOM61/IHI/Ip0—
BaTb, NCPEMCIIMNBAThL, paCKJIaablBaTb 110 pa3JIMYHBIM ITallKaM M
T.I1. DTO Jac€T UM BO3MO2KHOCTDb CBO6OL[HO epeCCKarbCA, ICPCILIC-
TaTbCAd, BBaHMOHefICTBOBaTb — M IIOpOXIaTb HOBLIC MbICJIN.
Y106bl 4O6ABMTL MbIC/b B pasgesie «3aMeTkun», MOXHO MPOCTO NepenTn
B HEro 1 KJIMKHYTb MbILLKON Ha KHOmMKe «Co3aaTk» B IEBOM BEPXHEM Yrily
aKkpaHa. B nosiBMBLUEECH OKHO 3aMeTky BMMCaTb Bally MbiCib. Y 3aMeTku
HeT nons «Tema», ee Ha3BaHWeM CTaHeT nepsasi CTPOYKa MbIC/N.
Co3zpatb 3aMeTKy MOXHO U 13 ntoboro gpyroro pasgena Outlook, KIMKHYB

Ha cTpesike crnpasa oT KHOMKK «Co30aTh» U BbiOPaB B BbiNaBLLUEM MEHIO
«3ameTka».

Mpmasinnips sorpema =
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Ecnm Bbl paboTaeTe B Word, Excel, nHtepHeT-6pay3epe 1 T.M., MOXHO NPOCTO
BbIIENUTb 3aMHTEPECOBAaBLLMIA Bac hparMeHT TekcTa 1 nepeTailmTb ero B
Outlook. 3ameTka U3 aTOro TeKcTa CO34aCTCA aBTOMATUYECKU.
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Ipasuposame ot sucmbpie

«MbICneHanpasieHns»

Z[JIFI yIpaBJ€HUA MBICIAIMU U UACAMU HYKHO OIIPEACINTDL, B
KakKMX OCHOBHBLIX HAITpaBJICHHAX BaM BaXHO MX pa3BUBaThb. IG5V’
«MBbICJICHaITpaBJICHWA» MOXKHO pa3ac/InTb Ha ABE I'DYIIIbI:

— MBICIIM ¥ MJIeH, OTHOCSIIHMECS K KaKOI-JIN00 KOHKPETHOM
LIEJIA WJIU IIPOEKTY;

— MbICJIM, OTHOCAIIMUECA K HEKOTOPOMY HaIlpaBJICHUIO
JCATCIbHOCTH, HO IIOKa HE NMPUBA3aHHBLIC K TOYHOM

neiu.

IMomymaiiTe, Kakue U3 IMIPOEKTOB WIM HalpaBJIeHUI TPeOyIoT
BallleTo IIPUCTAILHOTO OOAYMBIBAHUS. DTO MOIYT OBITh:

— JIEUCTBYIOIIME HaNpaBJeHUsI, KOTOPble HEOOXOAUMO
pa3BUBATh U COBEPIIIEHCTBOBATH. HAIPUMED, «TTOBBICUTH
3 HEKTUBHOCTD OTAEA MTPOIAXK», «I00UTHCS CAAXKEHHOMN
pabOThl KOMaHbI»;
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— 3aJa4yu, I KOTOPBIX HET YETKOrO aJrOpUTMa PeIlCHUS:
HaIlpyMep, «BBIBECTU TOBAap Ha MPUHLMITMAIBHO HOBBII
DPBIHOK», «pa3paboTaTh KaUeCTBEHHO HOBBIN MPOMYKT»;

— 3aMBICJIbl, KOTOPBIEC BIOCJIEACTBUM BBIPACTYT B LIEJIU, IIPO-
€KThl WU MPOOYKTHI: «HEIUIOXO Obl pa3paboTaTh CXeMy
MPOAaX XOJIOAUILHUKOB B AHTApKTUIY».

Ecnmu nmo kakomy-1ub0 U3 3TUX «MbICIEHANpPaBIeHU» UAei
IIoKa HEMHOTI'0, UX JIy4YllI€ CKJIaablIBaTb B o6my10, TOJIOBHYIO ITaIlKy
«3ameTku». Korma Mbicieil o KakoMy-J11b0 HarpaBieHWIO CTa-
HoBuTcs Oojbiie 10—15, Ha Hero 1Leecoo0pa3HO 3aBECTU OTIE-
JIbHYIO TIOAMAIIKY.

YToObl co3aaTh OTAEAbHYIO TMOAMNANKY B pasiene «3aMeTKu»,
HY>XHO cae€jaTb CJICAYIOLICC.

1. MNepentn B paspen «3amMeTku».
2. B cnncke nanok B IEBOW 4aCTW 3KPaHa KJIMKHYTb MPaBO KHOMKOW MbILLIN
Ha nanke «3ameTku» 1 BblbpaTb NyHKT «Co3aath narnky».
=4 3amern - Micrasoft Gutlook
¢ ©sfin  Mpasca Bwg MNepexog Cepswc  Jedcroms
Cttigm_.... PR 'u nm-mwm

' | 3ameTkn « || ) 3a.
| _.\_H-R' INEMEHTER SZMETON - ||Ha>o-ru|1
| Mow samenc 2 ;'

.| 3amerem — 1

.| dameren | F Omepuite
Notes & g . =
~ CTEPHTE B HOBOM OKHE

Texyujee npe,r;

Konuposate “JaMerku’..

¥ Mo xated aje HREEHOES
WETET T
Gannsl Al 4 Cosgare nanky...
pel
IEpeMEeCTHTE BHWS NO CIMeRy
MoMETTS BEE KAK NPOHTEHHEE

CeolicTea




\ Y X e 1, " ] % Y
4 LD APpXaHiedbek i, ROPMYILL BPeMeni

3. Beecm HasBaHue nanku (Hanpumep, «oBbilLeHre addeKTUBHOCTY paboTbl
oTaena») n Haxatb «OK».

Temnepb, 4TOOBI CO3MaTh 3aMETKY B 3TOH MaIKe, JOCTaTOYHO
TepelTh B Hee M HaxkaTh «Co3maTk» B JIEBOM BepxHeM yrity. JInbo,
ecii Bbl cOpachkiBaeTe B 3Ty IanKy MbIcab U3 MHTepHeTa niu
KaKOro-TO JIOKYMEHTa, MepeTaliuTh B 3Ty IMarKy MBIIIKON COOT-
BETCTBYIOIIMI KYCOK TEKCTa M3 APYroil MporpaMMbl.
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4 Bee anemenTil

Mopsmok paboThbl ¢ KAPTOTEKOIA

BHocuts MbIc B KapTOTEKY KEJIaTCJIbHO HEMECIJICHHO ITOCJIE MX
ITOABJICHUS, ITOCKOJIBKY MBIC/Ib — CYGCTaHHI/IH TPpyaAHOYJIOBUMasaA 1
JIerKo Tepstroiasics. Korma mom pykoit y Bac HET KOMITBIOTepa, KeJla-
TCJIBbHO UMECTh CHCHI/IaHbeIﬁ 6IIOKHOTI/IK U151 3aIlTUCU MI)ICIIGVI, nus3
KOTOPOT'O TIEPEHOCUTh MX B JIEKTPOHHYIO KapTOTeKy. JINOo 1mosb-
30BaThCsl CMapT(POHOM MM KOMMYHUKATOPOM, CO3[1aBasi 3aMeTKY
B HEM M 3aT€M CHHXPOHM3UPYS pasnell «3aMeTK» KOMMYHUKaTopa

Kyawmiypa moeciane 143

¢ cooTBeTcTBYIoIMM pasnesnioM Outlook. Hanbosnee nponBuHyThIe
cMapTGhOHBI MTO3BOJISTIOT BKJIIOYATh B TAKHWE 3aMETKM PUCYHKU OT
PYKM ¥ TUKTO(GOHHBIE 3aIMCU — Ballli KOMMEHTapUu.

Ilpu BHeceHMM 3aMETKM MOXKHO KJIMKHYTH B JICBOM BepXHEM
€e yIIy U BbhIOpaTh HEKOTOPbIE HEOOXOMUMBIE MapaMeTphl.

— IBer. YmobHO, HanpuMep, BaxKHbIE MBICIU BBHIICISITH
KpacHBIM, MH(POPMALIMIO K CBEAECHUIO — 3eJIEHBIM U T.II.

— Karteropuio. AHalornyHo 3amayaM M KOHTaKTaM 3aMETKU
MO2KHO YIIOPAOOYMBATD ITO KATETOPUsIM. an/ICBaI/IBaT b Kare-
TOPUIO CTOMT 3aMETKe, KOTOpast He OTHOCUTCS K OTpe/ie/ieH-
HOMY MPOEKTY, HO KacaeTcsl HEKOTOpOo# o011ieit o01acTi —
«Kimentol», «IlocTaBimkuy», «ITomamHeHHBIC» U T.I1.

Mesane snauen i Coscog W

olkilUeHHe MPPENTHEHOCTH §

— Konrakr. Kak u 3amaum, 3aMeTKy MOXHO CBSI3BIBaTh C
KoHTakToM. IIpu paboTe ¢ KOHTAaKTOM Bbl YBUIUTE €€ Ha
BKJIazike «JleficTBUs». D10 ynoOHO, €CJIU MBICIb HYXKHO HE
MPOCTO 3aDUKCUPOBAThH, HO €llIe U OOCYAUTH C KEM-JTH00,
a JIJIs 5TOr0 — BCIIOMHUTB O HEil B HYXKHBIA MOMEHT.

Bor Tak BBITJIAAUT MCHIO CBs3bIBaHUS 3aMETKM C KOHTaKTOM:
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IIpu paGoTe ¢ 3TMM KOHTAKTOM, OTKPBIB BKJIAAKY «Jleii-
CTBHSI», BBl YBUIUTE CBSI3aHHYIO C HUM 3aMETKY.

= > Bex THEHOITI B2

MBICJ'II/I, 3aHCCCHHbIC B KapTOTCKY, HEeo0X0IUMO PETYJIAPHO
InpocMaTrpmnBaTh. VYnobHo 3TO aenath B cJIeayromux ciay4dyasax:

— BaM HEOOXOIUMO «BTSIHYThCSI» B pa0OTY I10 MIPOEKTY WIN
HamnpasjieHu1o. [IpocMoTpeB Hy>KHYIO TTaIlKy, BBl HaCTpa-
MBaeTe ceOsi, BXOOUTE B IIPOOJIEMHOE M0JIe, BKIII0YAeTeCh
B pellleHMe 3a1ay.

— BBI YYBCTBYeTe TBOPUYECKHUI HACTPOI, TOTOBHOCTh POXK-
JIaTh HOBBIC HeGaHaAIbHBIC UIeH. B Takoll cuTyanmm mpo-
CMOTD CTapbIX MBICJICH SIBIISICTCSI XOPOIIUM CTHUMYJIOM,
CTapTepOM UTSI POKIACHUS HOBBIX.

IIpocMmaTpuBast KapTOTEKy, MOKHO, KaK U B «3amadax», «KoH-
TakTax» U «KajgeHmape», MmepekiIoyaTh pa3Hble MPEACTaBICHUS.
[pencraBieHre MO yMOTYAHUIO — 3HAYKH, OOJIBIINE WU MEJ-
KUe: 3aMETKH BBITJISIASIT KaK CTUKEPHI.
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«CI1COK 3aMETOK» — 3aMETKM BBICTPOEHBI IPOCTHIM CIIMC-
koM. «[To kaTeropusiMm» — 3aMeTKH CTPYIIUPOBaHbI MO KaTero-
pusiM (eciii Bbl UX TIPUCBAUBAIIN).

YT00bI BUAETH OMHOBPEMEHHO 1 Ha3BaHUE 3aMETKU, U €€ Colep-
XaHue, ecTb aBa crnocoba. IlepBbiil — «aBTOMPOCMOTP» (MEHIO
Bun / ABronpocmotp). Korna oH BKIIIOYEH, MO KAXKIOM 3aMET-
KOU BUJEH HayaJbHBIN (PparMeHT TEKCTa, OKOJIO ab3aria.

Bropoii cmoco6 — «obnacth mpocMoTpa» (MeHto Bun / Obnactb
npocmoTpa). Korma oHa BkJTIOYeHa, BHU3Y MO, CIICKOM 3aMme-
TOK TIOSIBJISIETCS YaCTh 9KpaHa, Tle BUIHO TOJTHOE COAEpKaHUE
3aMETKM, Ha KOTOPOU B JJAaHHBII MOMEHT CTOUT KypCOp.

Crimcik 4 - -
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WHorga ObIBaeT I0JIE3HO HaCTpOUTb aBTOMAaTHUYECCKOEC (bop—
MaTUpOBaHUEC: HAIIPUMEDP, BBIACIUTL XXKMPHBIM IJ.IpI/I(I)TOM BCC
3aMCTKHM, B KOTOPLIX BCTPEYACTCA CJIOBO <<HpOCKT>>. 3OTo0 gena-
€TCA CTaHAAPTHBLIM ITYTEM — 4YEPE3 «A3MeHuTH TEKYLIEC MpEa-
CTaBJIECHUC» B KOHTCKCTHOM MCHIO. HOZ[pO6HO 9TU JEUCTBUS OIU-
ChIBaJIMCh B I1aBe 1.

CosnaHue 3aBepLUIEHHOrO NPOayKTa
Ecnu cpopmynupoBath CyTh TallM-MEHEIKMEHTa B TPEX IIarax,
9TO 6y;[eT BBIIJIAOETh Tak.

1. 3anuceiBaTh ngeia.
2. Bbloendars miaBHbBIE Jeiia.

3. JloBoauTh Jena 10 KOHIIA.

BriBaeT HeTpygHO 3agymaTh YTO-TO HOBOE, 3aBECTH IIAlIKY,
HabpocaTb KpeaTUBHBIX uaeil. ['opa3no TpyaHee HOBOIMTL 3THU
HIEU 10 3aKOHYEHHOTI'O IIPOAYKTA.

MHorye nTpoBOIST Yachkl HA MHTEPHET-(OopyMax, IUIITYT MHO-
TOKWI00aiTHBIE TOCTUHTH C LIEHHBIMU MBICISIMA — HO HE HaIlu-
caJli HU OOHOM cTaThbu. MHOIMe Halucaalu HECKOJIbKO XOPOIIUX
cTaTeii — HO He CMOIJIM M3JaTh KHUIY. MHOrue mocTynaid B
acCIUpaHTypy — HO HE 3allUTUIN AUCCEPTALIUIO.

HoBeneHue pabOThl OO0 KOHIIA TpeOYeT CEepbEe3HBIX YCHIIMIA.
TBopueckasi KapToTeKa IOMOXET BaM B 3ToM. Ilepem Tem Kak
nucath OM3HeC-IUIaH, CTaThblO, IJIaBy OMCCepTalluy, IMPOCMOT-
puTe BCe 3aMETKM B COOTBETCTBYIOILCH IMaIlke M CKOIMPYHTE B
‘Word Haubosnee 3HauuMBble. Y Bac MOSIBUTCS «00JIBAHKA», C KOTO-
poil paboTaTh ropas3io IMpolle, YeM C YUCThIM JIUCTOM. CTpyKTy-
pUpyiiTe ee, HApaCTUTE Ha CKEJIET «MSICO» — WM HacjaXIaiTech
TOTOBBIM IPOAYKTOM. Pa3po3HeHHbIE MBICIU XUBYT HEIOJIIO U
MIPUHOCAT Majio MoJb3bl. ['OTOBBIA MPOAYKT OyaeT padoTaTh Ha
Bac MHOTHUE TOJIbI.

[IONe3HOCTU ONA PYKOBOAUTENA
KonnexktuBHas pabdota ¢ 3ametkamu B Outlook momoxkeTt Bam:

— OpraHM30BaTh CaMylO IMPOCTYIO OOIIyIo 6a3y 3HaHWUIA:
MOJIe3HBIX ()aKTOB, MHGOpPMALIMK, WO — M caeaTh
TaKuM 00pa30M 3HaHUsI OTOENBHBIX BalllX COTPYITHUKOB
00IIMM pecypcoM B KOMaHIHOM paboTe;

— MaT€purajan3oBaTb pa60Ty C TEM, YTO I10Ka HE ABJISACTCA YET-
KMMMU 3aga4yaMu: C UACAMU, 3alyMKaMU, Ha6.TIIO,£[eHI/I${MI/I;

— cAeJaTb MaT€praJibHbIM, a CJIEAOBATC/IbHO, YIIPpaBJIsACMbIM
IpoNLeECC pazeumus BALICTO 1oApa3acjaCHuA WMJIM KOoMIla-
HHH, TO €CTb ITPOLECC r€HEpallnn H,Z[efl, npeBpalcHusA
3aMBbICJIOB B 3aJa4M.

Kpatkme ntoru

1. Marepuanu3syiiTe Balllu MbICIH, UJEU U UH(HOPMAIIUIO
«K CBEICHUIO» B pazzielie «3aMeTKu».

2. OnHOI MBICTU JOJKEH COOTBETCTBOBATh OJWH MaTepu-
aJIbHBI HOCUTEb.

3. Ompenmenute «MBICIICHAIIPABIICHUSI» 10 MPHOPUTETHBIM
MPOAYKTaM, IPOeKTaM, ITpobieMaM 1 HaIpaBIeHUSIM.

4. BHocuTe MBICIM B KapTOTEKy MaKCHUMaJIbHO OBICTPO;
BBIACJISIATE WX LIBETOM M MPU HEOOXOIMMOCTH IpUCBa-
HUBalTe KaTeTOPUMU.

5. Ecmu mMbicab TpeOyeT 00CyXAeHUST C KOHKPETHBIM Yeso-
BEKOM, CBSIKUTE 3Ty 3aMETKY C €r0 KOHTaKTOM.

6. IIpocmarpuBaiiTe KapTOTEKY B MOMEHTBI TBOPYECKOIO Ha-
CTPOEHMSI ¥ MPU HEOOXOMMMOCTA HACTPOUTHLCSI Ha paboTy.

7. Hcnonb3yiiTe aBTOMPOCMOTP, 00JaCTh MPOCMOTpPa U
MEePEeKITI0YEHUE TTOIb30BATEIBCKUX MPENCTABICHUNA IS
HaCTPOMKMU yI00HOTO BHIa 3aMETOK.

8. IlpuMeHsIiTe KapTOTEKy IJIsl TIpEeBpallleHUs] MbICTCH 1
WAei B TOTOBbIC TTPOMYKTHI.



«/locmunxcenue cosepuieHcmaea Hempiciumo 6e3 muamenvHoill
omdenxu scex menoveti, Huvezo nenvas ynycmume, 3a0bimp, nome-

pamp. O0HA HUMKA HA KOCHIOME HOTHOCMBIO UCHOPHIUM BREHaAN-
7ieHue om He20; 00HA HeyOauHas pudma cmaxcem seco sexm om
MOIMbL; O0HA HECMIBIKOBKA 6 CANEHHOI Uspe OpKecmpa moxcem
o6peyv Ha HeyOawy HOBYIO CUMPOHUION.

1. BHumaHue K getanam

CuctemaTusnpymnte Mesiouu
C NMOMOLLbHO M0J1b30BATENbCKUX
noneu

«Ot1 MeJiouelt 3aBUCUT COBEPIIEHCTBO. A COBEPILIEHCTBO — HeE
MeJIOoYb», — CKa3aj KTO-TO U3 BEIMKMX.

Bo Bce Beka nydilive MpeacTaBUTEM Poja YeJOBEUECKOro He
comalagnch Ha MeHblllee, YeM Ha COBEPIIEHCTBO. DTO MOHSITHO.
Benb ecnin aenaennb Bely U efa «IIPUCTOMHO», «Oojice-MeHee» —
TO, 3HAYMT, W XKM3Hb CBOIO IIPOXMBaelllb Koe-Kak. bojee-meHee.

CoBepllieHCTBO TpeOyeT OT yesioBeKa MPOTUMBOMOJOXHBIX IpYyT
Ipyry KauecTB. I[lepBoe — 3TO cMeIOCTb, MOPOM AOXONSIIAs 10
OeciabairHocTU. Bemb coBepllieHCTBO HEBO3MOXKHO 0€3 HOBU3HBI,
HETPUBUATLHOCTH, JIOMKH ITPUBBIYHBIX CTEPeOTUTIOB. COBEPIIIEHCTBO
CONEPKUT B cebe IeP30CTh U BbI30B, BHI30OB HA TPaHU ITpOBaa.

C apyroii CTOPOHbBI, JOCTUXKEHUE COBEPILIEHCTBA HEMBICTUMO
0e3 TuiaTeJbHOM OTHENKU Bcex Menoueil. Huuero Hemb3s ymyc-
TUTh, 3a0bITh, TOTEePITh. OIHA HUTKA Ha KOCTIOME IOJHOCTBIO
HWCIOPTUT BIIEYATICHNE OT HETO; OIHA HeylayHas prudma cMaxkeT
Bech 3¢ (GeKT OT IMO3MbI; OAHA HECTHIKOBKA B CJIAXKEHHOM UIpe
opkecTpa obecreuuT Heyaady HoBoii cum@onuu. [Totepst ogHoro
TBO3Is [acT OTBAJIMBIIYIOCSI MOJKOBY, 3aXpOMAaBIIYIO JIOLIAMb,
noruduiero opuliepa, MPOUrpaHHOE CPaKEeHUE.

Kak coueTtatb cMeI0CTh M AEP30CTh C BHUMaHUEM K MeJiouam?
OTBET: HYXKHO CO3/1aTh MPOCTYIO CUCTEMY, MPOCTbIE MPOLIEAYPHI,
KOTOpbIe TTO3BOJISIT CAeIaTh MEJIOUYM YIpaBasieMbIMU, HE OTBJIeKa-
SICh HAa HUX. 3a0BbITh PO MEJIOYM — OyAydd B HUX YBEPECHHBIM.
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«JlydLLIee Ka4ecTBO - 3TO0 MOsi CnaboCTb»

Bapon Kapn ®punpux Mepornm poH MioHxray3eH ObUT HE TOJBKO
OeclaballHbIM repoeM, Kak MPUHSITO O HeM AyMaTb. OH ObLT ellie
U niepdeKIIMOHUCTOM U caM, TI0 CBUAETENbCTBY Pacme, Ha3biBal
CTpeMJIeHUe K HauBbICIIEMY KaueCTBY CBOEl C1ab0CThIO.

Yero cTouT, HarpuMep, OMHO OYUleHre TIsITeH Ha JIyHe. «[iaB-
HOE, HYXHO ObLIO JOOBITH TOHYAMIIETO IMECKY, CIIOCOOHOrO He
TOJIbKO CUMCTUTD PKaBble MSATHA ¢ JIyHbI, HO M OTIOJMPOBATh €€
3aHOBoO. [lo mpuKasy 1axa B Moe pacropsikeHue OTAaHO ObLIO
HECKOJIbKO POT COJIIaT, U ILIECThCOT YeJOBEeK JeHb U HOYb pado-
Taju crelyaabHO Hal MpocerBaHueM Tecka. Yepes nBe Hemeau
Bce ObUIO TOTOBO: U COOpYXeHMe sl crycka JIyHbI, U Mecok.
U cmelHO ObUTO AymMaTh O TOM, 4TO B EBpore BooOpaxaroT, OyaTro
JlyHa ckpbuiach U3-3a TaK Ha3bIBAEMOTO HOBOJYHUSI, MEXIY TeM
Kak B IeiCTBUTEILHOCTU 3TO MbI B I1IMpaze crycTuin ee BHU3 U
MECKOM CUMILIAIN PXKABUMHY, MOPTUBIIYIO OJIECTSIIIYIO €€ IMOBepX-
HoCTh. Hu equHOro msATHBILIKA HE OCTaBUIM Mbl Ha JIyHe. Benb
Jlydliee KavyecTBO, KaK M BbICIIAsl MOpPOJAA, 3TO MOS CJabOCTbh,
WM, eclii XOTUTe, Mos cuia. Kakoii-HuOyab rBO31b Y MEHs, 1
TOT JAOJDKEH OBbITh KPENKUM, MEPBOCOPTHBIM...»

IIpencraBuM cebe 0ObIYHOE YTPO OapoHa MioHxray3eHa. I103aBT-
pakaB TMKOI YTKOI, 3aCTpeJICHHOM Yepe3 MeYHYI0 TPyOy, OH BBITIMI
Yanieyky Koje 1 MpUCTynuiI K ITAHUPOBAHUIO CBOUX JIEI.

I'maBHast 3amaya — BCITOMHUTH BCE HEOOXOMUMBIE B Oyivkaii-
1ee BpeMsl TIOIBUTH, HE YITyCTUTh BaXXKHbIX Aetajieil. [IpokoHT-
pOJMPOBATh MOATOTOBKY TaK, YTOOBI pa3rpy3UTh OT ITUX MEJO-
Yell COBHAHUE U COCPENOTOUYUTH €r0 Ha TJITABHOM — COOCTBEHHO
Ha TIOJIBUTE.

Ilepen GapoHoM Ha ctosie OoJsblION JUCcT 6ymaru. bymaru,
KOHEYHO K€, BBICILIET0 Ka4ecTBa, ¢ (paMUITbHBIMUA BOJSTHBIMU 3HA-
kamu. PsamoM manaxuToBblli MUCbMEHHBIN pudop. Ha nucte —
paszrpadeHHas Tadnuna. [To BepTUKanu B JIEBOM CTOJIOIE aKKYy-
PaTHBIM KaJTUrpapuuecKuM MoYepkoM BIUCAHBI BCE MPOIIIIbIE
U OyIyuiue MOABUTM. 3arojlOBKU APYTMX CTOJOLOB — BaxKHas

vH(bOopMaIs MO MOABUTAM U Te AeTaIM MOATOTOBKU, KOTOPBIE
HYXHO MPeayCMOTpPeTb. A UMEHHO:
— CwmeprtenbHO 1 onaceH noaBur? OT 3TOro 3aBUCUT Xapak-
Tep MOATOTOBKHU K HEMY.
— Kakosa ynaneHHocTb OT noma? [TonBUroB MHOTO, JIOTUC-
TUKY MepeMelleHU HYKHO TIIATEJIbHO PACCUMTATD.
— Tlotpedyetcst 1u opyxkue? Ero Hy>KHO MOJATOTOBUT.
— Yto HyxXHO AONOJHUTENBHO? NHCTPYMEHTHI, TIOAU, YTO-
TO eme?
— OnucaHue A1 HOTOMKOB — cocTaBjieHo jiu? Wu ero emie
HEOOXOINMO COCTaBUTH?

DTta Tabnuiia mo3BoJsIeT XpabpoMy OapoHy He 3a0bITh HUKA-
KO leTany B MOATOTOBKE Kaxaoro noasura. [1pu aToM Ha ofHOM
JINCTE BUJHA aOCOJIOTHO BCS KapTWHA: YTO TOTOBO K BOIUIOIIIE-
HUIO, YTO yX€ BOILIOIIEHO, 4TO TpeOyeT N1opaboTKU.

Ecnu 661 6apoH monb3oBasicst Outlook (uTo Tpu ero pasHo-
00pa3HbIX TAJIAHTAX BITOJIHE MOXHO MPEICTaBUTh), CIIUCOK MO/~
BUTOB ObUI ObI ellie O0osee ynoOHbIM B padote. Hampumep, ecnu
MOABUT 0003HAYEH KaK OMACHbIN, HO MPU 3TOM HE MOCTaBJIeHA
rajgouyka B rpacge «opyxue», Outlook aBToMarnyecku packpa-
CUT 3Ty 3aJa4y B KpacHbI 1BeT. I'pady «YmanreHHOCTh OT goma»
Outlook MoXeT aBTOMaTUYECKH YMHOXUTh Ha rpady «CpenHue
pacxonbl Ha KUJIOMETP JAOPOrM» U 3allucaTh IMOJTydEeHHbIE JaH-
Hble B rpady «[IporHo3upyemMblie pacxonbl Ha mopory». [lox crivic-
KOM TIPOEKTOB, B OKHE MPOCMOTpPa, OAPOH BUAUT MOAPOOHOCTH
W BaXHbIC TPUMEUYAHUS IO TTPOEKTY.

bapoHn MioHxray3eH Bcerna HETOPOIUJIMB U OOCTOSITEJIEH U B
CBOMX pacckasax 3a 00KajloM BUHA, U B CBOMX nonBurax. Hercuuc-
JIMMOE K€ MHOXECTBO COBEPIIEHHBIX UM MTOMCTUHE BEJTUKOJIEI-
HBIX U HEMPEB3OWMIEHHBIX IESTHUI CTal0 BO3MOXHBIM B KOPOTKUE
CPOKM OJTHOM 4eJI0BeYeCKOl XU3HU, HECOMHEHHO, He Oaronapsi

KaKWM-TO TIPUPOIAHBIM TaJTAHTaM OT POXKACHWUSI, HO JIUIIb Oyaro-
Japsi TIIATETbHOU MOATOTOBKE K KaXIOMY MPUKITIOYEHUIO.



MoaroToBKa
noABUros
bapoHa
MioHxray3eHa

Co3aaH nonHblik
0630pHbIN CMTUCOK
NnoaBUIroB.

lNMonb3oBarenbckue

Mons oTMeyaT

cTerneHb ONacHOCTH NoaBura,
yAaneHHoCTb OT Aoma

W npouee.

B none
KOMMeHTapues
B 3ajave
cojepxartcs
nogpo6HoCcTH
noasura.

OnacHble noagBUru
aBTOMaTU4YEeCKHU
BblieIeHbl KpacHbIM.
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COAPKAHIGIBCRIY

KnoyeBble NpoLeccehl

YToObl OBITH YBEPEHHBIM BO BCEX OPraHU3yeMbIX BaMU MPOIIEC-
cax, HeOOXOIMMO CIEJIaTh HECKOJTLKO 1aroB. Bo-mepBbIX, BBISIBUTH
T€ MPOILIECCHI, B KOTOPBIX €CTh HA0OP TTOBTOPSIIOIIUXCS TOATOTO-
BUTEJIbHBIX U 3aBepIlAOIINX AeicTBUil. Bo-BTOphIX, hopManu-
30BaTh 3TU JEUCTBUS C TIOMOIIBIO TaK HA3bIBAEMBIX IMOJIb30Ba-
Tenbckux nosieil B Outlook. B-TpeTbux, perynsipHo mpocMmaTpu-
BaTh CIKMCOK MPOIIECCOB Y OTMEYATh B MOJIb30BATEIBCKUX TTOJISIX
T€ 1Iaru, KOTOPbIE Bl CIETAIA.

B Outlook ecth nBa BuAa MoJieil: cTaHAapTHbIE (TeMa, CPOK,
KaTeropuu " T.M.) U MOJb30BATEIbCKUE — T€, KOTOPbIE BbI
MOXETEe CO3/1aBaTh CaMU, KaK MOJb30BaTEb, MO CBOU HYXJIbI.
IIpu 3TOM IOJIT MOTYT OBITh PA3HOIO TUIIA — «Ia/HeT» (IIPo-
CcTaBJIeHa TaJloyka WIW HE MPOCTaBjeHa), BpeMs-aaTa, YUcCio,
TEKCT... Takum oO6pazoM, IJist TIoOOro mpoliecca MOXHO cOo3/a-
BaTh MOJIb30BaTENbCKUE OIS Moaxoasmero Tuna. Hanpumep, B
pacnucaHuy NoABUroB OapoHa MroHxray3eHa (CM. Jajiee) IMOJb-
30BaTeJIbCKUMU MOJISIMU SIBJISIIOTCST «OMacHO ISt XKU3HU!» (TUTI
«J1a/HeT»), «YIaJeHHOCTh OT JOMa» (YMCI0BOil TwIl), «Opyxue»
(Tun «ga/HeT»), «/lonmoMHUTEeNbHO» (TEeKCTOBBINM THUM) U «Omu-
caHUe IJIs1 ITOTOMKOB» (TUII «Ia/HET»).

ITporecchl, ¢ KOTOPBIMU MBI paboOTaeM U KOTOpbie (hopMaiu-
3yeM C TOMOIIbIO MOJIb30BATEILCKUX TOJEH, MOTYT OBITH CBSI-
3aHbI C TTOATOTOBKOW KaKOW-TM00 BCTpeuu (3apuKCUpOBAHHOMN
B pazaene «KaneHmapb»), pelieHUeM HEKOTOpPOW 3agauu (Xpa-
HUMOW B pazaene «3aJaun»), B3aMMOJIEHCTBUEM C KaKUM-JT10O
YEJIOBEKOM WJIA opraHu3anueil (MHpopMalusi o KOTOPbIX €CTh
B «KoHTakTax»).

Hanpuwmep, BcTpeuun B pasnene «KaneHmapb», BKIIIOYAIOIIUE
MHOTO IIaroB MOATOTOBKMW, MOTYT ObITh CIEIYIOIIUMU:

— BbICTaBKa, IMNpE3CHTalluA — HE00XOIUMO IT03a00TUTHCS O
CTEHIOEC, IMpOMO-MaT€prajiax 1 O MHOIOM JPYyrom;

— KOMaHIMpPOBKa — paboTa Haj MPOLECCOM BKJIIOYAET B
cebs1 MmpuiKa3, KOMaHIMPOBOYHOE YIOCTOBEPEHUE, aBaH-
COBBIIl OTYET, 3aKa3 OUJIETOB;

— TPEHUHI, CCMUHAp — Tpe6yeTC${ IIOATOTOBUTL pa3aaToy-
HbIC MaT€pUaJbl, cllaiabpl U Ipoyce.

C nOMOIIIBI0 CTPYKTYPUPOBAHHBIX 3a1ad B pasieie «3amadm»
MOXHO YIIPaBJISITh TAKMMU, HAIIPUMED, TTPOLIECCAMMU:

— coIlacoBaHME A0TOBOpa — BU3bl 3aMHTEPECOBAHHBIX
CIyk0, cymMMa, JaTta;

— odopMieHHEe 3aKa3a — KTO IIPUHSLIT, KAKOBBI ITapaMeTPhbl
3aKa3a, KaKye CTaJuu 3aKa3 JOJDKEH MPONTH;

— TMOATOTOBKA IOKYMEHTA — KaKuWe MOAPa3Ae/IEHUST JOKHbI
npuciath UHGOPMalMIO, KaKOBbI JaJIbHEHIIINE CTaaun
paboThI Hall JOKYMEHTOM I10ciie cOopa NepBUYHOM MH(DOP-
Malluu 1 T.11.

IMonb3oBaTenbcKue Mojist B pazaese «KoHTakTbl» yIoOHO Mpu-
MEHSITh ISl CTPYKTYPUPOBAHUSI B3aUMOJACUCTBUSI C YEIOBEKOM
wm opranuzanueit. Hanmpumep:

— B3aMMOJEWCTBUE C KIIMEHTOM — BBICJIAHO IPEIIOKEHUCE,
corjiacoBaH O0roBoOp, BBICTABJIEH CYCT,

— pa60Ta CO 3HAYMMbIMH JTYOAbMH — ITO3ApPaBJICHUE C IIpa3-
JHUKaMU, 00J1acTU UX WHTEPECOB,

— yhOpaBjieHME NOCTaBIIMKAaMM, CYOIOApSIAYMKAMU —
odopMIIeHHE BCEX 3HAUMMbIX ITapaMeTPOB B3auUMOIEIC-
TBHUS.

BcnoMmHuTEe Te mpoliecchl, KOTOPhle aKTyaJdbHbI IJIsI Bac.
Haunute co cTpyKTypUpOBaHMSI KAaKOrO-HUOYIb OQHOTO, Hanbo-
Jiee 3HAUMMOTO Y MpHY 3TOM XOopollo dopmaan3yemMoro. Msl pa3-
OepeM CTPYKTypUPOBaHME IPOLIECCOB Ha TPeX IPOCTHIX IIPUME-
pax — B «Kanengape», «3amadax» u «KoHTakTax».
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[MoaroToBka MeponpuaTii

IMonb3oBaTenbekue nojist B pasnene «KaneHnapb» y1o0HO MCTOb-
30BaTh Ul TIOATOTOBKU MEPONPUSITUIA — TPEHUHIOB, CEMUHA-
POB, BBICTABOK, KOMaHIMPOBOK... Bce 3T MeponpusiTvsi, Kak Impa-
BWIO, TJIAHUPYIOTCSI KaK BCTPEUM, MOITOMY B TOM XK€ pasieiie
YIOOHO CTPYKTYPUPOBATh MPOLIECC UX MOATOTOBKU.

CHayvaia He0OXOAMMO HACTPOUTD OTIEIbHOE TaOJIUYHOE Tpe-
cTaBJieHUe MJIs1 IOATOTOBKU BCTpeu. To, KOTOpoe BKIIIOUEHO B
«KaneHnape» 1Mo ymonyaHuto, Ha3biBaeTcsl «JleHb/Henesns/ Mecsiiy
U BBIJISIAUT KaK pa3BOPOT exXeHeleabHUKa. [ miaHupoBaHus
BCTpeY UM T0JIb30BaThCs YIOOHO, HO AJISI MX MOATOTOBKM MbI
Oy/ieM TiepeKIItoYaThesl B TaOJUYHBIN BUI, TIe BCe BCTpEUYM MOKa-
3aHbI MPOCTBIM CIIMCKOM, a CTaJAMU MOATOTOBKM OTMEUaloTcsl B
CTOJIOIaX HAMPOTUB KaXI0il BCTPEUM.

YT100BI HACTPOUTH TAOIMYHOE TPEACTaBIeHHE, HY>KHO 3HATh, 10
KakoMy npu3Haky Outlook otOeper B Hero MHTEpEeCyIoIre Bac celi-
yac BcTpeur. Hanpumep, 1Mo cuHel MeTKe «KecTKoe MIaHupOBaHWE»
WJIM TIO CJIOBY «TPpEHUHI» B moJie «Tema». Bynem cuutarh, 4TO Ballu
MEpOMPUSITHUSI, TPeOYIOIMe MOATOTOBKM, OTHOCITCS K KAKOMY-TO
onpenesieHHOMY TUITY (TPEeHUHT, KOMaHIUPOBKa, BHICTaBKA) U 3TO
CJIOBO 00sI3aTe/IbHO MPUCYTCTBYET B Ha3BaHUM BCTpeuu. Paszdepem
HAaCTpPOWKHM Ha MpUMepe MOATOTOBKY MPE3eHTALIU Y.

1. MepelignTe B pasnen «Kanenoapb».

2. B meHio Cepauic / HacTpoiika Ha Bknaake «KomaHobl» BbibepuTe B IEBOW
KOMOHKE MYHKT «JONONHUTENBHO».

Hacrpoiina - [?I%]

MaHen PHETDYMEHTOS | [{omaHan! | Mapametpe:

G38HTE KoMaHLy

MEHE N MHCTDYREHTOE, BalbapvTe KaTeropie:
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Bruumdnue k depndaasm 1o

3. V13 npaBoi KONIOHKM BO3bMUTE KHOMKK «Tekyllee npeacraBsneHme» n «On-
penenvTb NPeACTaBNeHUs», NePETALLMTE UX HA NaHeNb MHCTPYMEHTOB.
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SaxpuTi

4. 3akpounte BCe MEHIO.
5. Haxxmure kHOMNKy «Onpenents NPeacTaBneHns» Ha NaHenm MHCTPYMEHTOB.
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6. B nosiBuBLLEiCA Tabnumue HaxmuTe «Co3aaTh».
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7. BeeavTe HassaHue npeactasneHus - «[oAroToeka NpeseHTaumit», Tun Tenepb, 4T0OBI OTOOPATh BCE BCTPEUU, SIBJISIIOIIMECS TTPE3CHTA-
npepcTasneHys - Tabmua. Haxmure «OK. LHASIMU ¥ TPeOYIOIYe CIelUabHOM TTOATOTOBKY, B MeHIO «TeKy-

Hosoe npeacranienme E[E| mec MnpeacraBJICHUE» Ha MaHE/IM MHCTPYMEHTOB BMECTO CTaHOApT-

rea rpeacTasnenen: HOTO MpeacTaBieHust «JleHb/Heaens/Mecsll» BbIOEpUTE HACTPO-
MOAroTORE S NpeIaHTALW

€HHOC HaMM IIp€ACTaBJICHNEC «ITonroroBka Hpe3eHTaHHﬁ».

IHn MpeaCTaBmetA
Tabuia
Epetettan wrana
[sMe  Cnpaeka

i
ARG ~ ONpeienTs NPEACTABNSHUA..,

=i Kanenpape
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8. B nosiBMBLLIEMCS MEHIO HaXXMUTE KHOMKY «OTO0p>.

’ " Tenepb HaM HYXHO CO31aTb ITOJIb30BATCJIbCKUE I10JIsI, OTpa-
Hactpokia npe acvannenma: Nogrotosxa nposeraumii Ei_ﬂ:l

Xarollye IMpolecc NOArOTOBKU K Ipe3eHTauuu. s mpumepa
[ | 3ok Bnomerme; Torea; Mecrensmoxenviey Haano: Kot CO31aIUM T10JII TPEX TUIIOB — «;[a/HeT», YUCJIOBOI'O U TEKC-

ToBoro. Ilpu co3gaHuuM moJyieil HaYMHAWTE C CaMOro IJIaBHOIO
CJIOBa, TaK Kak LIMPHUHA 3KpaHa OrpaHMYeHa M Ha3BaHMS MOJICH

HC BCCria BUAHbI LEJIMKOM.

Tt -pen N2 AL Tas AeHme dpkabiTid i APYrIE A oG

OnpesaReHHE BT TOR AW 8w D ConGuBE 1. KnukHnTe npaBon KHOMKOM MbIUM HA CEPOM 3aronoBke «KoHew» 1 Bbl-
| Siiidi e amoan sananca nons 6epute N3 KOHTEKCTHOrO MEHIO MYHKT «BbibpaTb nons».
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9. Beeaure cnoso «[peseHTaums» B nosne «Mckatb TekcT». Mecto novcka or- I Kaneupaps : P

paHnybTe nonem «Temar. Haxunmante «OK», Moka He 3aKpOIOTCS BCE MEHIO. MATE 3Ty Comary 410 Er IM0aEmG MTHOEEHHSTS HOULLE
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2. Haxmute kHomMky «Co3aate» B HUXKHEN YacT MOSABUBLLEr0CS MEHIO.

HacTo MCnoneayenke nona

LRL pafiouer obnactk ana cof] A

ABTONEpaCHINKS
AmmTensHOCTE
NOBTODEHNS |

HanomHarme

Hadvano nosTopaHma

Heobssar, yuacTHIIH

OGA3AT, Y4aC THHRH

MosTopers

3. MNosiBuTCSt OKHO «HoBOE none». Beeaute nms: «MomelleHe — 3aBPOHMPO-
Batb». Tun nons («ga/Het») BbibepuTe 13 BbinapatoLlero cnucka. dopmar nons
OCTaBbTe MPELJIOKEHHBIA MO YMONMYAHUIO - «3HAa4Yok». Haxmute «OKs.

MNomewermns - 3a8p0HHPoBaTE

Tnn; Tewcr

ToppaT:

4. Bbl BepHyn1Cb B MeHi0 «Bbibop nonsi». B cnncke «[ons nonb3oBatens B
nanke» NOsIBUTCS TOJIbKO YTO CO34AaHHOE Hamu none.

Mong NonEAosaTend & NANKE  »

MorewssHme - aaﬁgm—nmana.-rhj
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MepeTalumTte ero Ha MaHenb Ha3BaHWiA CTONOLOB, crpasa Ot nons «KoHeLy.
i Kanenpaps L

Momewenne - Wagao., KaTe.

5. AHanornyHo cosgainte v nepertawmTe Ha naHenb nons «Craigpk n «Pas-
[ATOYHbIN  MaTepuan».

Temepb, 9TOOB 0003HAYMTH, YTO IO KaKOM-JTMOO M3 TIpe-
3eHTaluii 3a0pOHUPOBAHO TOMEIICHUE, NOCTATOYHO KIMKHYTh
B OKOILKEe Ha repeceyeHumn cronbdua «[lomelnienne — 3a06poHU-
poBaThb» U CTPOKM C Ha3BaHMEM COOTBETCTBYIOILIEH INpe3eHTa-
unu. [MosBUTCS Tamouka, 0603HAYaIOLIAs, YTO JAHHBIA BOIPOC
0 3TOI BCTpeYe YK€ 3aKpBHIT.

3 Kanewpaps oo
{aacatirre sy copl ey AND EXINUEHIE MFHOBeHHAE & MOk

[ @ tema NoMewsEvE - 3a6pornpoBaTts CAamie: Pazaatoussi Matepaas

j TMpesentaynn NasypHai eper [+

5] £18HTALMA B3N AN - P

15| Lt MACHA = = ¥
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CozganuM Temepb TOJS Ooliee CIOXHOIO (opmaTa — TEKC-
TOBOTO U 1LU(PPOBOTO.

1. KnvkHUTE NpaBoii KHOMKOM MbILLM Ha CEPOM 3arosioBke «Teva» 1 BblbepuTe
B KOHTEKCTHOM MEHIO NYHKT «Bbibpatb nons».

2. Haxmute kHonky «Co3aatb» B HUXHEW 4acTu MOSIBMBLLErOCs OkHa «Bbl-
6op nons».

3. MosiBnnock okHO «HoBoe none». Beeaute HasBaHue: «[on. mMatepvasibl», 13

BbINAAIOLLEro CnMcka Hke BbibepuTe TN nons «Tekcr». dPopmat ocTaBbTe
no yMonyaHuio - TekcT. Haxmute «OKo.

UITHMEHS
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4. B cnucke «[ona nonb3oBartens B nanke» nosBUTCA CO34aHHOE HaMKn
nose. MepeTawmTe ero Ha naHenb Ha3BaHWn cToNGLOB, crpaBa OT Moss
«KoHewy.

5. AHanornyHo cosgarTe none «Konm4yecTso y4acTHMKOB», BbiOpaB dopmar
«Huncno».

= Kanenpape

T2HMHTE 3Ty (CRLAKY ANA BEAKIMEHUA MIHDE

Jon.mareprans Koawm... Momewe Crangs  Pasgatoudmel,
HOBARA pasfaTea 15 = e =
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Terepb Bl MOXKETe HAITPOTUB KaxKIOi MPe3eHTalld B CTOJIOLE
C 3aroJIOBKOM <«/10I1. MaTrepraibl» BIMCATH JTOIOJHUTEIBHBIE pas3-
JATKU, CJIAWIbl, OTYETHI U T.IT., KOTOPBIE HYXKHO MOJTOTOBUTH K
Mpe3eHTalnunu, Harpumep: «HyXHbI 06pa3ibl noaurpapuieckoi
MPOAYKLMHY C HAIIMM AU3aiTHOM>.

B none «KonmuyecTBo y4acCTHUKOB» Bbl MOXeTe BITUCATh OXU-
JaeMoe 4uciio rocteit, mpuyem Outlook TTONpaBUT Bac, €CIM BbI
BBeZIeTe HEKOPPEKTHBIE TaHHbIE, HAIpUMep OYKBY BMECTO YHMCIIa.
CxonupoBaB Bce BcTpeun B Excel, BBl cMOXeTe MTHOBEHHO CJIO-
>KUTb CyMMbI 10 YKCJIOBBIM CTOJIOIAM Y MTPOaHATM3UPOBATh KOMU-
YECTBEHHbIC aCTIeKThl MEPOIIPUSATUI: TUIAHOBOE U (paKTHUECKOE
YUCJIO TOCTEH, cpeaHre CYMMBI PacXoloOB M Tak Haliee.

CTpykTyprpoBaHue 3adad
ITonp30oBarenbcKue Mois B paszaeiie «3az[a‘n/1» CTOUT IIPUMCHATD
IIpn pa60Te ¢ OOJIBIINM KOJIMYECTBOM OJHOTHUITHBIX ACJI, NUMCIO-
OInX CPOK MCITOJTHEHHUS, HO HE NMCIOIIUNX ITPUBA3KHN K JKECTKOMY
BpeMEHU AHs (HampuMep, CorlacOBaHME AOTOBOpa, o(hopMIICHHE
3aKa3a). Pa3doepeM 3TOT BOIIPOC Ha MPUMEpPE COTIIACOBAHMS IOTO-
BOPOB — WJIA JIIOOBIX IPYTMX TOKYMEHTOB, Ha KOTOPBIE HYXHO
ITOJIYYHUTb BHU3bl HCCKOJIbKMNX nonpaweneHI/Iﬁ.

ChHavana HaCTpOUM B «3anaqax» OTOECJIBbHOEC TabIMYHOE npen-
CcTaBJieHWEe IS paboTHl ¢ moroBopamMu. IIpu3HakoM misg or6opa

Brumariue x demanim 163

3a1a4d B 3TO IMPEACTaBICHUE CAeIaeM MX IIPUHAUIEKHOCTb K KaTe-
ropun «JloroBopel» — TO €CTh Ha KaXIblii JOTOBOP, KOTOPBIA
HEOoOXOIMMO COIJIacOBaTh, 3aBOMMTCS OTAENbHAS 3adavya, U ei
cpasy IpucBauBaeTcs Kateropust «1oroBopbl» (Kak IpHUCBau-
BaTh KaTeropuio, moapoOHO o0bsIcHJIOCH B aBe 2). Ecrect-
BEHHO, MOXHO 3a[aTh APYIoil MpUHLUMI O0TOOpa, HAIIPUMED IO
cioBy «JloroBop» B mojie «ITema». UTOOBI cO31aTh IpeAcCTaBe-
HUe «O030p IOrOBOPOB», HYXKHO CHENaTh CIIEHYIOIIee.
1. Nepengute B paspen «3agaqn».

2. B meHio Cepsuc/HacTtpolika Ha Bknaake «KomaHabl» BbloepuTe B JIEBOW
KOJIOHKE MYHKT «[JOMNONHUTENbHO», 3aTEM N3 NPABOW KONOHKWN BO3bMUTE
KHOMKW «Tekyllee npeacTasneHve» n «Onpenenuts NpeacTasieHus» 1 ne-
petawmTe 1x Ha NaHeslb UHCTPYMEHTOB.

oM MHCTRYReHTOS | Komamas | MapassTpe

ol ADGARMTE FOMMHAY Ha NaHEm: DYMEHTOR, ERIDEPHTS KATErOpHD
ATOFD Cred HE NAHE NS,

Komaras!!
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Jakpers

3. 3akpoliTe Bce MeHIO.

4. HaxxmuTte KHOMKY «Onpenenvts NPEACTaBIeHVs» Ha NMaHenm MHCTPYMEHTOB.
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6. B nosBuBLIeica Tabnmue Haxmute «Cosaatb».

Opranxaarop npeacrasne Huh

MpaacTasneHA AN nanks "Jaaaw’:
Mns npeacTasnersa |MowaT Bems hocnonsaopado
<Tesyues npsact... | namkax "Jagaus”
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MpocpoyerHEe 338, . [Tabrua
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7. BBeoute HasBaHve npeacTaBneHus - «0630p J0roBopPOB», TUM MPencTaB-

neHna - Tabnmua. Haxmurte «OKo.

Hogoe npeacrasnenwe ri rf

MR npe AL TaBnesm:
Of3op  AoroBopos

Inn npeacTasnesvm:
Tabimua

Bpemaras usana
KapTa

BuauTHas papTorss
Aesw re penafwecay
Srtaron
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(37 B 370N NaKe, AOCTYNHG BCen

(e 310 Narie, KOCTYNHO TOAKD ipse
B0 poer nankax "3aaeua”
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8. B nosBuBLIEMCS OkHe «HacTpoiika npeacTaeneHusi: O630p LOroBOPOB»

HaxmuTe KHorky «OToop».
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Hactpofna npeacrasse ukn; O63op - gorow
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9. B oyepenHoM okHe Ha Bknagke «[pyrve ycnoBusi» HaXMWUTE KHOMKY

«Kateropum».

Ovbap

HaTecopin.

0 BNESEHTEL, KOTOPbE:

| CocTogan neseTen
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3zaun | Apyrae yTisend | Monammureaens | SOL

Fashuartt CTROHHSIE W NPONHEHEE Sse)

(o Comen ] [T |

10. U3 cnucka kateropuii Boibepute kateroputo «Jorosopsi».
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11. Haxumarite «OK» 0O 3aKpbITUS BCEX OKOH.
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Terepn, 4TOOBI OTOOPATH BCe 3a1a4M, OTHOCSIIIAECS K JOTOBO-
paM, B MeHIO «TeKylliee mpeacTaBiIeHue» Ha TaHeJIu MHCTPYMEH-
TOB BMECTO CTAaHIAPTHOTO TpeacTaBiieHus «I1pocToii CIMCcoK»
BBIOEpUTE HACTPOSHHOE HaMM IipeacTaBieHne «O030p ITOTroBO-
poB». OHO OymeT BHITJISACTH TaK:

© fledcrsun  Cnpasea

W e w Qnpegean
< 3apaum - A
HIRRNTE MTr Ky AR BETRUZHNA MINCESHHAS oIen s
C1t8 tems
LEaax anbaedt sement 2agaua
Het 2nemenTon a8 npod
SEEpUIEHREE
BpEHP R (L Ana 333 b

Kaxk co3maBath moJjist pa3HbIX TUIIOB: IU(MPOBHIE, TEKCTOBBIC
U «1a/HeT», Mbl 3HaeM M3 IIpeasiayliero maparpacda «IlomroroBka
MeponpusaTuit». B «3agauax» OHM cO3malOTCsS TOYHO TaK Ke.
IIpenmonoxumM, y Hac yxke ectb monst «byxranrepnsy», «HOpumm-
YyecKuit otae» 1 «@UHAHCH» — 3TO TPH CJIYKObI, OT KOTOPBIX HE00-
XOIMMO TIOTYyYUTh BU3Y Ha JoroBop. DopMaT Bcex Tpex moyeil —
«la/HeT», TO eCTh JIMOO BM3a TOydeHa, oo erie Her. Hayunmcs
HACTpOIKe aBTOMATUUECKOTO BBIICJCHUSI CHHUM LIBETOM TEX JIOTO-
BOPOB, TI0 KOTOPBIM TTOJIydeHBI BCE HEOOXOAMMEBIE COTIaCOBAHUSI.

1. KnukHnTe npaBoi KHOMKOM MbILLM HA CEPOM 3aronoBke «Tema» B HaLlem
HOBOM Tab/IMYHOM NpeacTaBneHnn 3a4a4 1 Bolbepute B KOHTEKCTHOM MEHIO
NyHKT «HacTpoiika TekyLero npeacrasnenus» (B sepcumn 2003 - «/ameHnTs

TekyLee npeacTaeneHne»).

ZAARWTE CTORBEL

< 3apaun
HESMUTE 3Ty SOHNEY RIR BRTNSEHITN MTHOBEHHECD NOWERE

0 18 Tema
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| 21 Coprupuska no soapacanie
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2. B nosiBMBLLEMCS! OKHE HaxxmMuTe «ABTOodopMaT».

Hacrpokia npeaciasasuua: (aop - gerosopor

3. B okHe «ABTOMaTmyeckoe dopmaTmpoBaHme» Haxmmute «[1o6aBuTb».
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4. Beegvte Ha3BaHMe HOBOroO Npaswvna: «CornacoBaHHOE - CUHUM>.
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Hhn - Hieh Apxantenberil Popayin BpesMen

5. Haxmute «LLpndT», B NOSBUBLLEMCSI OKHE BLIOEPUTE CUHMI MONMYXMUPHBINA,
Haxmute «OK».

6. Bbl BEpHYINCb B MeEHIO «ABTOMaTtnyeckoe popmatnpoBaHmne». Haxmumre
«Yycnosue».

7. B nosiBMBLUEMCS OKHe «OTOOp» BbIOEpUTE BKNAAKY «AONOMHUTENBHO»; Ha
Hei HaXMUTE KHOMKY «[lone» 1 13 BbINaaaloLLEro ChMcka Beloepute rnoameHio
«[lona nonb3oBaTens B Nanke», U B HEM NMYHKT «Byxrantepus».

Hpyrite yena
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8. Tenepb BbIbEPUTE «pABHO» B MOSe «YCNOBME» U «O@» B MOME «3HAYEHME>.
Haxmute «[106aBUTb K CIMCKY».

Orbap I @@

9. Eue pa3 HaxmuTe kHonky «[lone», BbibepuTte «lOpuanyecknin otoen»
B nogmeHio «lons nonb3oBaTenst B nanke». CHOBa yCTAHOBUTE YCOBUE
«paBHO - Ag», HaxmuTe «[1o6aBnTb K cnvcky». B okHe «OTOop» monydmTcs
Takas KapTuHa:

Bilisothind ke oerblcaasm oY

obop e

5 g Aa
ICpHIMECKHN DTSR DBEHG ax

10. AHaNOrM4yHO YCTaHOBUTE YC/IOBUE «PABHO - [g» Ofs nons «DUHaHChI».

11. Haxumarite «OK» 00 3aKpbITUS BCEX MEHIO.

Tenepp, eci BO Bcex TpeX MOJb30BATENbCKUX MOJsIX («DuHaH-
col», «byxrantepusi», «HOpummyeckuii oTmes») IMPOCTaBICHBI
rajlouyku, COOTBETCTBYIOIIASl 3a1aya BbIIEASIETCS CUHUM IIBETOM.
Takum oOpa3oM, B CIIMCKE IOTOBOPOB Bbl Cpa3y BUAMUTE TOJHO-
CThIO COTJIaCOBaHHbIC, OHU BbIAETICHBI CUHUM.

< 3agaun

Haw ; i+ ene FHoNeH

0t d Tewn BywanTepus Mipnawyeck,. WHEHCE  KaTeropan
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AHaJOrMYHbIM 06p330M MOXHO HaCTpOUTb U 06paTHbIC npa-
BWJia: HaIlIpuMEpP, JOTOBOPLI, ITIO KOTOPbIM HET HU OAHOIO COIJia-
COBaHMs, BbIOCJIATL KpaCHBIM LIBETOM.

JleTann3aums KOHTaKTOB

Yacto ObIBa€T HEOOXOMUMO CTPYKTYPUPOBATh PAadOTYy C KaKUM-
b0 TUIIOM J'IIOZ[6171 Nnin opraHnaauI/Iﬁ. Haan/IMep: BbI 3a1a-
€T€ CTaHJAapTHBLIC BOIIPOCHI KaHIWJaTaM Ha BaKaHCHIO; OTMCYa-
€Te yCMexXd MEHEKEPOB, MPOXOISIIUX oOydyeHue; (hUKcupyere
oTallbl pa6OTbI C KIIMEHTOM WJIN IMOCTABUIMKOM.



MOXHO MOAOMTH K 3TOMY IpOIIecCy abCOMIOTHO TaK Xe, Kak
MBI JIeJTaId B MpenbIaynXx maparpadax co BCTpeyaMu W 3ama-
gamu. To ecTh co30aTh OTIACIEHOE MOJIb30BATEIbCKOE TPEIACTaB-
JIEHHEe, B KOTOPOe OTOMPAIOTCST HYXXHBIE BaM KOHTAKTHI; 3aTeM
cO3IaTh IOJIB30BATEILCKKE TTOJISI, OTpakalolle CTamuKl paboThl
C YeJIOBEKOM, M HaCTPOUTh aBTOGOPMATHPOBAaHNE, TIO-Pa3HOMY
pacKpalBaoIlee KOHTAKThl B 3aBUCMMOCTH OT TOTO, BCE JIU
TTOJIS 3aITOTHEHBI.

MBI 0CBOMM HECKOJIBKO 0ojiee CIOXHBIN crocod. 1o cux
HOp Mbl TOBOPUJIUA TOJBKO O IMOJb30BATEIbCKUX IOJISIX, a Celi-
yac 3aJeiicTByeM I10JIb30BaTelbckue gopmu. B 3TOM ciiydae,
OTKpHhIBasl 3a1a4y, BCTPeUy WM KOHTAKT, Mbl BUAUM MX CTaHIap-
THOE OKHO, CTaHAapTHYIO (popMy, KOTOPYIO MOKHO HACTpauBaTh,
BBIHOCSI Ha Hee Te I10JIb30BaTe/IbCKUE M0JISI, KOTOPhIe HAC UHTe-
pecyioT. Tloaydaercst cBoero pomaa 3JeKTpOHHAsT «IIycTorpadkar,
odopMIISIIOLIAsl UHTEPECYIOLIMI HAC TIPOoLIeCC.

Hanpumep, B omHoMm u3 noapaszaeneHuii PAO «<EBC Poccuun»
TakiM 00pa3oM ObL1a oopMiieHa IMMOCTaHOBKA 3aday II0 corjia-
COBaHHUIO JTOroBopoB. PykoBoauTesb CTaBWI 3agadyy Ha CHELU-
aJIbHO CKOHCTPYMpPOBaHHOI BKIanke «KOHTposb», comepxalleit
BCE HEOOXOIMMBbIE MOAPOOHOCTU IO JTOTOBOPY:

B bos ume it - Janaa
LgeE fpaera Beal Boraees Somen Copee: | Geveriom ¢
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KOMMCiuTapem o 0nanme e:

INomurHeHHBI Xe paboTaeT B OCHOBHOM CO BKJIaakoii «Mcror-
HEHUE», colepxKalleil HeoOXOAMMbIEe IIATK MO COMIACOBAHUIO
JIoroBopa (Ha3BaHUS JEMapTaMEHTOB, JAThl MOJyUYEHHsI COIia-

flbefin flpaska  Bea Borgecs  Gopwat  Cepeec | Jesicy

i |l Cosparime W 3y | 4 ¥ [loBToperme,

COBaHUS):

KT pomne McramseHie

Mogroronska

MacnoeT KosTparTa:
Mpoekr KoMTpakTa (Cornacosanne |H= T

Cor naconaiyde © AEenapTamseHTamH

T |HE = [ Cornacosaie oTMETRS
AT

AS: HET Lornac aHHE OTHETES

I Cornacosaune oTMETES

A W HY: [HET
|meT " COrnacosaHMe OTMATES

HeT [ Cornacoeasie oTHeTHS

NoANHCAHKE KOHTPAKTS

Aara |"' *

HomMep AoKyHeHTS [

faTa AoKymeHTS !H-‘ ¥

Korma nogurHeHHbBI BHOCUT U3MEHEHMST Ha BKIAAKy «Mcmnomi-
HEHUE», COOTBETCTBYIOIIAas MH(POpMAaIsl aBTOMAaTUICCKU T10SIB-
JsieTcsl Ha Bkiaaake «KoHTposb» y pyKOBOAUTEJIS.

PazbepeM 3Ty TEXHOJOTHIO Ha NpUMEPE B3aUMOIEHCTBUS C
KiaueHToM. Pabota ¢ cyonoapsiguMKoM, KaHAWIATOM Ha BaKaH-
CHUI0, YYACTHUKOM OOy4eHUsI OyaeT aHaJIOTMYHOI.

1 Havaa co3naauM (pOPMBIL.

1. Co3paiite B «KoHTakTax» nognanky ajs KOHTakTOB BalLMX KIMEHTOB. [ns
3TOr0 B CMUCKE ManokK KIMKHUTE MPaBON KHOMKOW MblK Ha narnke «KOHTaKTbl»
1 BblOEpUTE B KOHTEKCTHOM MEHIO MYHKT «Co3aaTh narnky».
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2. Beegyite B MNOSIBUBLLEMCS OKHE Ha3BaHWe HOBOW nanku - «KnneHTbl» 1
HaxmuTe «OKs.
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3. Bonoute B co3maHHyl0 Manky, cO3OanTe B Hell KOHTakT Kakoro-Hubyab
BalLEro KivMeHTa u otkpoite ero. B meHio «Cepeuc / Dopmbl» BeiGEpUTE
nNyHKT «CKOHCTpYMpoBaTb a1y dhopmy» (B Outlook 2003).

B Outlook 2007 HEMHOrO CNOXHEE: HYXHO MokasaTb KHOMKY «KOHCTPYKTOp ¢hopive
Ha naHenm GbICTPOro AocTyna. s 3Toro HaxmmTe KHOMKY «HacTpolika naHenm
BbICTPOro AOCTyMa» U BbIGEPUTE U3 CicKa MyHKT «Jpyrie koMaHObl».
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B nosiBuBLIEMCS OKHE «[lapameTpbl pefakTopa» Crnpasa LUENKHUTE Ha MyHKT
«HacTpoitka», a 1n3 cnuncka «BbibpaTb kOMaHabl K3...» Bbloepute «Bkragka
«Pagpabotuuk». Hainpute nyHKT «KOHCTpykTOp bopm». Haxmute KHOMKy

«[06GaBUTb».
Tenepb Haxmute «OK». Ha maHenu GbICTpOro AOCTyna MOSIBUTCS KHOMKa

«KOHCTpYKTOp POp™m».

Tenepb Bbl YBUAWTE B OKHE KOHCTPYMPYEMOTO KOHTaKTa HOBbIC
BKJIAIKK roa Homepamu (2), (3) u T.i. — 3TO Te yacTu (OPMBI,
KOTOpbIE MBI MOXEM KOHCTPYHMPOBaTh CaMM.

Cia ol
-
Pazpat e
- . i Ts ¢
1 ag OngEneeosate * w | F A €
3 Wexoahuil Teker o e Hi
Koncrpyrop (Buépate 4
i 1 - fone 1= =1 MocnegosateasHot Nepey
Topma CEpEME Nops 40T
21 31 ) 15} 6| MNoapoBHotiv Aeficreva CeptiduraTa Bee nonA
ETTEg e N - »
q Moresoe Hus BacHmei SEHOE \} Pabou
osaseE

AonsocTe)

OpraHHEauma | DParc pabounr

L Th Kax!

] ! N e v w || vsmimovBugleptast 1o
e = .
. |~ OtnpaskTE NPOCTRM TEKCT

Pabodmi - ] |
ek

T 1 'y :
«08, BacHnie Masnon) bt | CoOToBbLIA




JlaBaiiTe HaCTpOUM OAHY U3 3TUX BKJIamoK. s Havama mepe-
NMEHYEM €€.
1. Mepengute Ha BKNAaky (2).

PazpaBotume
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2. B Outlook 2003 B meHio «dDopma» BbibepuTe NyHKT «[lepenmeHoBaTb
cTpaHuLy». B 2007 Bepcumn HaXMUTE KHOMKY «KOHCTPYKTOP», B MOSIBUBLLEMCS
MeHIO LerkHuTe «CTpaHnua» 1 Beibepute MyHKT «[leperMeHoBaTb CTpaHMLy».
MepeumeHyiTte Bknaaky (2) - Ha3oBuTe ee, Hanpumep, «MHbopmMauus no
B3aUMOJENCTBUIO C KIIMEHTOM».

Ecnu BaxHBIX U1 Bac MOAPOOHOCTEH OylaeT MHOTo, MOXHO
pasnenuTb UX Ha 2—3 BKJIanKu — Hampumep, «[IpenBapurenbHas
pabora ¢ kiMeHTOM», «[lnaHupoBaHue mpoekTa», «CompoBoxIe-
HUe KiIMeHTa». Kaxnas u3 BKIaAoK OyfeT BKIOYaTh IMOJIs, JeTa-
JIM3UPYIOIIME COOTBETCTBYIOUIYIO CTaui0 pabOThl C KJIUEHTOM.

Bacunnii Masnoeny CMupHoe - K

£ O Moo rencr

KoHcpyeTop  BeiSpare

I BEin
4 t nong =

Cepeic

Chwme Brammogencrane ¢ knmentom TipepsapuTensHaEA pakoTs) n

ITocne Toro kak Mbl nepeuMeHoBadu Bkiaaaky (2) B «UH-
(opmanus Mo B3aUMOJEUCTBUIO C KIMEHTOM», HAaYHEM 3Ty
BKJIaJKy KOHCTPYMpOBaTh — CO3[aBaTh Myctorpadky IMoj CBOU
HYXJIbI.

1. Pagom ¢ OKHOM KOHTakTa npu Belibope nyHkTa «CKOHCTPYMpOBaTb 3Ty
dopmy» camo nosiBnseTcs MeHio «Bbibop nons».

HACTo HENo B3y e nons v
Beb-cTpaHmua = | flas
Bnomerme

2. Bbibepute B HEM BMECTO «HacTo Mcnonb3yemble Mnosis» MyHKT «[1ons nosnb-
30BaTens B Marke».

SHaIK
VismeHeHo

i)

Hareropem

KoHTakTel o

Co3aaTh.

3. Ecnm Bbl yke cosgaBany B nanke «KOHTakTbl» MOSb30BaTeNIbCKUE MONs, Bbl
VX yBUauTe 3pecb. Ecnm ewe He co3gaBany - HaxumaiiTe KHorky «Co3narb»
1 co3gasaiiTe nonst HyXKHOro Bam dopmara.



Hanpumep, «KnneHTty BbiCnaHa peknama» - TN nons «Oa/HeT».

W Tvn «gaTta/Bpems», eCnv BaM HyXHO 3adUKCUPOBaThb ATy BbIChIIKA
peknamMbl, a He NPOCTO (aKT ee OTChIIKM.

Janblwe MoryT 6biTb Monst «XonoaHbIN NPo3BoH», «[peaeHTauys», «Kommep-
4yeckoe npenoxeHune», «[orosop», «Cyer», opopmsioLLme BeCb NpoLecc
BaLLEro B3auMOLENCTBIS C KIIMEHTOM.

UON0AHEE NPO3S0H

I SoxagT Yaamme

CosmaHHBIC IO TIEPETACKUBATe MBIIITKONM TPSIMO Ha BKIIAIKY
«MHpopMaLmst M0 B3aMMOIEUCTBUIO C KIMEHTOM». Bbl MoxkeTe
TepeMelaTh IojIsl 10 BKJIAIKe, pacrojiararth MX B JIIOOOM TIOPSIIKE,
pacTIruBaTh WIM CXMMAaTb WX TPaHUIIBI, HOOABISITh PUCYHKMU...
Taxknm 006pa3oM BbI KOHCTPYMpYeTe Balll OJaHK B3aMOICHCTBUS
C KJIMEHTOM.
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OROZHENT NPOITBON
I Kauenry necaand pecasnia
Mp e enTaupa
I Noumepien o npeann s sie
Aorosop

Cuet

Terrepp HyXXHO crenath (OpPMY TOCTYITHOM JUIST MCIIOJIh30Ba-

HUS B pa3HBIX mankax Outlook, B ToM 4dmciie math cebe BO3MOXK-
HOCTb CO3/1aBaTh KOHTAKThI Ha €€ OCHOBE.

1. Ecrm y Bac Outlook 2003, BbiGepute B MeHio «Cepsuc/Popma» nyHKT
«Onybnukosatb dopmy». B Bepcum 2007 Ha Bknagke «PaspaboTumk» Bblbe-
pute kHonky «OnybnukoBaTk», 3aTeM «Onybnmkosatb hopMy>.

2. B nosiBuBwemMcst okHe Bblibepute B none «Manku» nyHKT «brbnnoTeka
JINYHBIX POPM>».

MyBnmwanpmn o prn

[anwn

Hanare B3 st

iz sl

3. B none «HasgaHve» BBeguTe Ha3BaHve GopMbl, 00513aTeNBLHO NATUHCKUMU
6ykBamu - Hanpumep, «client-contact».

4. Haxmunte «0K» (B Bepcum 2007 «OnybnmnkoBaTb») U HaxmuTe «OK» BO
BCEX MEHIO; TakKe 3aKPONTE OKHO BaLLEro KOHTakTa.

5. Tenepb B Cnncke nNanok KIMKHUTE NPaBoi KHONKOW MbllUW Ha Ballel nanke
«KnueHTbl». Bbibepute B MeHIO NyHKT «CBOMCTBa».
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6. Ha oTkpbiBlwerica Bknagke «O6wme» Hanpute NyHKT «[lomelas B aTy
nariky, UCrnosib30BaTh...» - TaM ykasaHa ctaHgapTHasa ¢opma koHTakTa IPM.

Ceo@oma

contact. Mbl 3ameHVM ee Hallen pOopPMON.

[na atoro Tam, roe Hanucado IPM.contact, Haxmem CTpernky, 1 B BbinasLLem

cnucke BblIGepPeM NyHKT «POpMbl».

Moneussn B 3TV Naniy, o 308aTE!

Aercraiag ¥npasienne Topusl
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B nosBuBLIemMcs okHe «Bbibop dopmbl» B none «Manku» Bbibepute «brbnn-
oTeKa JIN4HbIX HOPM».

BuGop dio pmnt

Darwrmt  FitireaTe Hec iop v
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Fanava
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B nosiBuBLIeMcs cnivcke nnyHbIx GopMm BbiGepuTe dopmy client-contact n
HaxkmuTe «OTKpbITb». Haxkmute «OK» Oia 3akpbITUS MEHIO CBOMCTB Narnku.

OO0parute BHUMaHue, B nanke «KiveHTbl» B TAOJIMYHOM TIpem-
CTaBJIEHUU PaHbllle MO/ 3aT0JIOBKAMU CTOJIOLIOB ObLJIO HAMUCAHO
«[Hemyok mo6aBut aemMeHT (KoHTakT)». JIBakIbl KIMKHYB Ha 3TOU
HaJAMMUCHU, Bbl MOIJIM CO3[aTh CTAHIAPTHBIN KOHTAKT. Terepb Tam
HanvcaHo «Iemok mo6aBuT 3neMeHT (client-contact)». JIBaxmb
IEJIKHYB Ha 3TOI HAIMUCH, Bbl OTKPOETE OKHO CO3IaHUSI KOHTAKTA,
B KOTOPOM KPOME CTaHTAPTHBIX BKJIANOK Oy/IET NOMOMTHUTEIbHAS —
«MHdopmanyst o B3auMoJeCTBUIO C KITMEHTOM». OTKPBIB €€, Bbl
MOXeTe TIPOCTABJISATh B HEl 3HAUEHUsT BCeX TOJIEl Tak Xe, KaK Mbl
paHbllie Jelaii 3T0 B TaOJIMYHOM MpeACTaBICHUU.
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®opMbl MOXHO €O3[1aBaThb HE TOJILKO JJIsI KOHTAKTOB, HO U
IS 3a/1a4, BCTped, 3anuceid THEBHUKA U T.J.

PabGora ¢ popmamu ynobHa, Koraa Moabp30BaTEIbCKUX TTONEH
MHOTO U OHM HE MOMEIIAITCS B TAOJIWYHOM TPEICTABICHUU.
Kpome Toro, ecnu 3a paboTty mo 3amaye WM BCTPEUYE OTBEYAIOT
HECKOJIbKO YeJIOBEK WJIW MOJpa3feeHU, YI00HO 3aBECTU Ha
KaXJ0T0 M3 HUX CBOIO BKIaaKy B ¢opme. Hampumep, MeHen-
Xep TI0 MpojaaXaM 3aroJIHSIET B KOHTAKTe KJIMEHTA BKIIAJKY C
uHpopmalLueit 1Mo npe3eHTalusIM 1 KOMMEpPUYEeCKUM TTpeioxXe-
HUSIM, OyXrainTep — BKJIAAKy ¢ MH(MOPMAIIUE MO BhICTABIEH-
HbIM cyeTaM... [Ipu aTOM A KaXXa0ro U3 HUX MOXHO HACTpO-
WUTb CBOM TaOJIW4YHBIE MpeAcTaBieHUs Manku «KOHTakThl», B
KOTOPBIX KaXAbl OydeT BUAETh UMEHHO T€ MOJISI, KOTOpbIE
€ro MHTepeCyIorT.

T[IONe3HOCTH ONd PYKOBOJUTENA

C momonipio MoJib3oBaTeabckux nojeir u ¢dopm B Outlook B
MoxeTe (opMaTn30BaTh MPAKTUYECKU JTIOOBIE MPOLECCHI. DTO
JIaeT BO3MOXHOCTb:

— B MaJIOM U cpefiHeM OuszHece — mocTpouTh Ha Outlook
eMHbIE THTETPUPOBAHHBIE CUCTEMbI TOKYMEHTOO00POTA,
B3aMMOOTHONIEHU ¢ KJIMEHTaMU U TUIAHUPOBaHUS Oe3
TMOKYTIKA JOTIOJTHUTEbHBIX KOPIOPATUBHBIX UH(MOpMa-
LIMOHHBIX CUCTEM.

— B KpyIHOM OusHece — ¢dopMaiu3oBaThb U CHAeJaTh
yIpaBisieMbIMM TIPOLIECCHI, HE OXBaTbIBaeMble KOPIIO-
paTUBHBIMU WHGOPMALIMOHHBIMU cucTeMaMu (TUMa
ERP u CRM), Hanpumep JUYHBIA U KOMaHAHBINA TaliM-
MEHEIXKMEHT BHYTPU MONpa3neeHuli, EPEChUIKY 3a1a4
U TUIAHUPOBAHUE BCTped B paboOTe TOM-MEHEIKEPOB U
npodyee.

— B paboTe MepBbIX JIUII JIIOOBIX OPraHU3alliii — OPraHU30-
BaTh 9(P(GEKTUBHYIO CUCTEMY KOHTPOJIST 3a1a4 ¥ MPOESKTOB

cekpeTapeM (MJIM CEKPeTapraToM) ¢ ITOMOIIBIO Pa3TNIHBIX
TTOJTB30BaTEIbCKUX TOJIEl U MpeacTaBieHnit. Bel cMoxeTe
BHETH Ballli IOPYYESHMS CTPYITITMPOBAHHBIMH 10 JIIOISM,
MpOeKTaM, CPOKaM, CTEIICH! TOTOBHOCTH U T.II.

Kpatkme nroru

1. BbIsgBuUTe Te IpoliecChl B Ballleil paboTe, B KOTOPBIX €CTh
HabOp MOBTOPSIOIIMXCS MOATOTOBUTEIBHBIX U 3aBeplla-
IOLLMX OEUCTBUIA.

2. ®opmanusyiiTe 3TU mpolecchl B pasaenax «KaneHgapb»
(TTpu TTOATOTOBKE MPUBSI3AHHBIX K OMPEIEICHHOMY Bpe-
MEHU MEpOTpUusTUil), «3anaum» (1pr 00paboTKe 3aKa30B
WIX J0roBOpoB), «KoHTakThl» (Ipu padoTe ¢ KIMEHTaMU,
MOCTaBIIUKAMU U T.I1.).

3. Co3znaBaiiTe MoJIb30BaTEAbCKUE TTOJIS IS KOHTPOJIA TEX
QJIEMECHTOB ITPOLIECCOB, KOTOPLIC AJIsA BaC BaXXKHbI.

4. Wcnonb3ayiiTe ISl pa3HBIX MPOIIECCOB pa3Hbie (OpMaThl
MOJIeii: «1a/HEeT», TEKCTOBBIE, YMCITOBEIE.

5. CospaBaiiTe oTae/lbHbIe TaOJIMYHbIE NIPEACTaBICHUS B
paznenax «KaneHmapb», «3agaun» 1 «KOHTaKTbI» 1J151 KOH-
TPOJISl MPOLECCOB; OTOMpaiiTe B HUX HYXXHbBIE BCTpEYH,
331244 WIM KOHTAKThI [0 KJIFOUEBOMY CJIOBY WIM IO KaTe-
TOpUU.

6. C moOMOIIIbI0 aBTOMATHYECKOTO (hopMaTUPOBAHUS BbIIe-
JISTATE LIBETOM T€ BCTPEUYM, 3ala4d WM KOHTAKTHI, IO
KOTOPBIM «3aKpBIThI» OMpeneIeHHBIE 3TaIlbl Ipolecca.

7. HWcnonb3yiiTe KOHCTPYKTOP (POPM IIJIsT CO3MAHUST «ITyCTO-
rpadok», opopMIIsIIOIINX pabOTy Hal MPOLIECCOM.



lMocnecnosue

B xubepHeTHKE ecTh MPUHIINIT: YIIPaBJISIoNias CUCTeMa He MOXKET
OBITH Mpole yIpaBiageMoii. YeM ciaoxHee Hallla XW3Hb, YeM
OoubIlle B HEW MBICIIEH W NIeJl, YeM BO3BBIIIEHHEE 3TU MBICIH U
Jiena — TeM 0oJiee COBEPIICHHOM MPUXOINTCS AeJIaTh HaIly CHC-
TeMy yIIpaBJIeHUSI cO00I 1 CBOUM BpEeMEHEM.

JIns paboyero JOCTaTOYHO HAITMCAHHOTO OT PYKM CITMCKA 3a1ad.
KopriopatuBHOMY MeHeIKepy yKe He O0OMTHUCH 0e3 eKeaHEB-
HUKa. JIupekTop 3aBoima JOLKEH HATAIUTh IENIyI0 CUCTEMY KOH-
TPOJIS 3amad u TopydeHnit. Ilpe3nneHTy cTpaHbl ITOMoraeT Iia-
HUPOBATH Jie/Ia MOIITHBIN ceKpeTapuaT, caM IO CIOKHOCTH CpaB-
HUMBIN C 3aBOIOM.

YenoBeuecTBO pa3BUBAETCSI — M YCIIOXKHEHWE XU3HU HEW3-
0exHo. Ho aTa HOBas CI0XHOCTb MOXET OBITh JIMOO Xa0COM,
HeoTpeIeJICHHOCTRIO, 0€3YMHBIM MTOTOKOM HECBSI3aHHOM MHOOP-
Malli — JUOO0 TapMOHMEN, IBETYIINUM pa3HOOOpa3neM, opra-
HUYHO COYETAIOIINM XWU3Hb W MOPSIIOK.

dopmyna ynpasiieHus coboii, ¢popMysa Hallero BpEMEHH,
IpUMEeHUMas IS 3TOM pacTyleil CIOXHOCTH KW3HU, IpocCTa.
byneM mcxoguTh M3 TOTO, YTO «yIPaBIIITH BpeMeHEM» O3HayaeT
«HICTIOJTB30BAaTh BpeMs CBOCH XXKM3HU B MaKCMMAaJIbHOM COOTBETC-
TBUY CO CBOMMM LENSIMU M IIeHHOCTIMM». Torma dopMyiia Bpe-
MEHM OyIeT BBIIVISIICTH TaK:

Ynpaenenue epemenem = Pabomocnocobnocmo x Ilonumanue X
xMacwumab

Pabomocnocobrocms — 3TO Ballla BO3MOXHOCTD CIIPaBIISITHCS
C TeM WJIM WHBIM KOJIMYECTBOM JieJl. DTO Ball OromkeT 3 dex-
TUBHO HMCIOJIB3YyeMOTO BPpEeMEHM; KOJIMYECTBO 3a/1ad, IPOeKTOB,
KOHTaKTOB, KOTOPhIE BbI MOXETe OJHOBPEMEHHO JepKaTh ITOI
KOHTpPOJIEM; YPOBEHb Ballleif SHEPTUU, CITOCOOHOCTU TOBOIUTH
JIe7I0 10 KOHIIa, MOTUBUPOBATh ce0sI M APYTUX B PEIICHUN CIIOXK-
HBIX 3a7ad.

B 11e;toM paboTOCITOCOOHOCTh — 3TO Ballle BIageHWE TaliM-
MEHEIKMEHTOM B KJTACCMYECKOM ITOHMMAHWHN: KaK TEXHOJIOTUEH
MJIaHUPOBAHUS BpeMEHM, paCCTAHOBKH ITPUOPUTETOB U T.II.,
TaKKe MEHEIKMEHTOM KaK TeXHOJIOTMEH YIIpaBIICHUS IPYTUMU
JTIOOBMM.

ITlonumanue — >T0 Mepa ageKBAaTHOCTHM Ballero IMMOHWMAaHUS
JIIONIEH, CMCTEM M COOBITHIA, Ballla «CTpaTernyeckast TOYHOCTh».
MoOXXHO IOJITO M TIIATEIHLHO TOTOBUTHCS K TTOCTYITIICHUIO B BY3 —
HO BBIOpaTh Ipodecchio, KoTopast depe3 IecsTh JIeT OyaeT He
BOoCTpeOOBaHA Ha PHIHKE Tpyda. MOXHO TIIATEJIFHO pacIUIaHM-
pOBaTh HalMcaHWe KHUTU W HalmcaTh e — HO M3JaTh HE B TOM
¢dopmare, KOTOPHIH TMO3BOJNUT JOHECTH Ballld MBICIHM OO0 IeJie-
BOi aymutopruu. MOXHO OOIIATHCS CO MHOXECTBOM JIIOAEH, HO
He MTOHMMaTh WX aIcKBaTHO W TIOTOMY He Je/laTh COIO3HMKAaMU B
IOCTIDKEHNM CBOMX IIEJICH.

YT10OBI YBEIMIUTH TTOKa3aTeb «[JoHMMaHme», HYyXKHO, BO-TIEp-
BBIX, M3yJaTh 3aKOHOMEPHOCTH HAIlleTo MUpa, YIUTHCI TTOHUMAaTh
ero. 31ech BaM ITOMOTYT HayKu: ¢pUaocous, TICHXOIOTHS, T€O-
pug cucteM... KpoMme Toro, Hy>kHO OBJIafieBaTh TEXHOJIOTUSIMU
¥ HaBBIKAMU, TTO3BOJISIONINMHA HE ITPOCTO aleKBATHO MTOHUMATh
MUp, HO U aJeKBaTHO NMPUKJIAIBIBATh K HEMY CBOM YCUIIHSI.

Macwumab — 310 MacuTad cucteM, padboTarolMX Ha Bac, Mo3-
BOJISIONINX Pean30BaTh BalM IIeHHOCTU. OIHY M Ty XXe MBICITh
MOXHO W3JIOXHUTh Ha MHTEePHET-POpPyMe, KOTOPBIH MPOUTYT



JIECSITKU YeJIOBEK, B CTaThe, KOTOPYIO MPOYUTYT ThICSUYU, WIM B
KHUTE, KOTOPYIO OyIyT YMTaTh U MEPEYUTHIBATh ACCSATKU ThHICSY.
Kakoii-nmu6o mpolecc MOXHO pallMOHAIU3MPOBaATh TOJBKO Ha
CcBOeM paboueM MecTe, a MOXKHO — B KOMIIAaHWUM, OTPaC/v, CTpaHe,
Mupe. YToObI MOBBICUTH MOKa3aTesib MaciiTaba, Hy>KHO YMEHb-
aTh KOJWYECTBO «PEIIaeMbIX 3a/lay» — BbICTpaMBaTh MPOLIECCHI
U CUCTEMBI TaK, YTOOBI 3TU 3aJauyM OOJbllie BOOOIIE HE BO3HU-
KaJIi, YTOObI MOXKHO ObLIO MEPEXOIUTh K 3a7a4aM HOBOTO Kayec-
TBEHHOT'O YPOBHSI.

Herpynno 3ameTutsh, yTo Microsoft Outlook momoraet moBbI-
CUTb, IIPUYEM CYILIECTBEHHO, B pa3bl, KOMIIOHEHT (opMyJibl «Pabo-
TOCIIOCOOHOCTh». A MMeHHO: «KaneHnapp» — B 4acTu peajqucTuy-
HOT'O pacrpejesieHus 0oaxkera BpeMeHu, «3anaun» — B ahdeK-
TUBHOM YIIPaBJIE€HUU MHOXECTBOM BOTNPOCOB, «J[HEBHUK» —
B HapalllMBaHUU CITOCOOHOCTU K TJIAHOMEPHOMY YCUJIUIO U T.II.
Outlook Takke MO3UTUBHO MOBIUSIET HA KOMIOHEHT «Macti-
Tab» — TOJIBKO 3JIEKTPOHHAasl pukcauus 3agady, BCTped U KOH-
TaKTOB OyIET ajieKBaTHA paboTe ¢ OOTBIIMMU, CEPbE3HBIMU CHC-
TeMaMU.

Ocraercst «ITonumanue». 3aech MeHemxMeHT U Outlook oTcTy-
naioT. Mepa coBmaieHus HallleTo MOHUMaHUSI PeaibHOCTU U
HaIllMX ACUCTBUI ¢ O0lIel rapMOHUe Mupo3aaHust (Cyap0oi,
Bojieli Boxbeil — 111 Kaxaoro 3aech OyaeT CBOe OIpeAcsieHuUe,
COOTBETCTBYIOIIIEE €0 MUPOOIIYIIEHUI0) — TIPeIMET Cepbe3HbIN
1 HernpocTol. PaBHO Kak U Mepa Halllero 0CO3HaHUsl COOCTBEH-
HBIX XXU3HEHHBIX LIEHHOCTE! U yCTpeMJIEHU. DTO MOHUMaHUeE
HaxOIUTCS yKe 32 paMKaMM TIJIAaHMPOBAHUSI M OpraHU3alMK Bpe-
MeHu Ha Outlook. Ho 6e3 aToro mnoHnMaHusi HEBO3MOXKHO YCTIETh
[JIABHOE — XUTb CBOEU XU3HbBIO, a HE UYXXOW, HABA3aHHOM.

2o ecmpeuu, yumamens!

bnarofjapHocTH

Hckpennebnaeooapro:

IIpotouepess Butanusi I'ojioBaTeHKO, yaEIUBILIETO BpeMsl Ha
JIeTaJIbHYI0 OOpaTHYIO CBSI3b;

Baguma MBaHOBa, HECKOJIBKO JIET Ha3ad OTKPBIBIIETO MHE
IJ1a3a Ha Oorateiiiire Bo3MoxHocTu Outlook;

Angpest Kanyruna usz Microsoft, pacKpbIBILIEeTo MpeKpacHbIC
HOBbIe Bo3MoxXHOcTU Outlook 2007;

Ekatepuny Kpayc, obecnieunBiyto KBaauuIMpoBaHHOE TeC-
TUPOBaHUE TEKCTA;

Muxauna KynbiruHa, oka3aBillero HEOLIEHUMYIO TTOMOIIb B
CO3/IaHUU CKPUHIIIOTOB;

I.3.H., mpod. MapuaHHy AHaToJibeBHY JIyKallleHKO, TpopeK-
TOopa MOCKOBCKO# (pMHAHCOBO-TIPOMBILIJIEHHON aKaAeMUU —
OeClLeHHBIN KJIafe3b TBOPUYECKUX U METOIUUYECKUX WUIIEN;

Onbry MelbHMKOBY, PYKOBOAUTES allliapaTa reHepaabHOTO
npeKTopa KoMmmaHuu «Pycany;

Bukropuio IleTpoBy, qupekTopa Mo MepcoHaly KOMIaHUU
«Pycan»;

Anekcannpa CenlloTWHA, 3aMECTUTENsI OTUPEKTOpa Aerapra-
MeHTa uHpopmaTtuzaiuu PAO «EDC Poccuny;

Onbry CTpeskoBy, HEM3MEHHOI'O BIOXHOBUTEJISI HOBBIX TBOP-
YecKUX XonoB B TM-KHuUTaX;



Onyapaa ®aputoBa, oupekTopa 1o pa3BuTuio ['pymnmbel «Pyc-
CKUI CTaHaapT».

ABTOp Takxke 0JIaromapyuT y4aCTHUKOB OTKPBITHIX M KOpIIOpa-
TUBHBIX ceMuHapoB «TaiiM-MeHemkMeHT Ha Microsoft Outlook»,
YbU LIEHHbIE 3aMeYaHUsl TTO3BOJISLIM IIOHSTh peajibHble MPaKTU-
YecKue MOTPEeOHOCTU MEHEIKEPOB U Ubsl OOpaTHasl CBSI3b YKpeI-
JIsi1a Hallly YBEPEHHOCTb B XXM3HEHHOI BaXKHOCTH TPaMOTHOIO

KOMITbIOTEPpU3UPOBAHHOIO MJIaHUPOBAHUS IJISI COBPEMEHHOM
Poccun.

Inoccapui

B 3TOM r10Cccapum pacKpbIBarOTCS OCHOBHBIE TEPMUHBI, HEOO-
Xoaumble 1151 3 dekTuBHOM padoThl ¢ Outlook. 3aechk HET Tep-
MUHOB, CBSI3aHHBIX C TaAliM-MEHEIXKMEHTOM: OHU IpUBEACHBI B

MoHorpaduu «OpraHuzanus BpeMeHU: OT JIUYHOU appekTuB-
HOCTHU K Pa3BUTHUIO DUPMBI»*.

ABTO()hOpMATHPOBAHKE — ITAPAMETP 10.16308AMENLCKO20 NPEO-
cmaenenus. OnpenenseT, Kakue sadauu (ecmpeuu, KOHMAKMbL)
M 110 KaKMM IpU3HaKaM JOJDKHBI ObITh aBTOMaTUYEeCKU OT¢hOp-
MaTHpPOBaHbI OMNpPEACJICHHBIM LIBETOM WM pa3MepoM Lipudra.
Hanpumep, «Baxsble 3agauni 0TOOpa3UTh KPACHBIM IOJIYKHMP-
HBIM LIPUDTOM».

Bcrpeua — siieMeHT pasnena «Kaszendapb», UCIOJIB3YETCS
JUISI TUITAaHUPOBAHUS XKECTKO MPUBSI3aHHBIX KO BPEMEHU COOBI-
TUIA: BCTpeY, IIPe3eHTALMii, IEPErOBOPOB U T.II.

I'pynmipoBKa — IapaMeTp H0ab308amMeAbCK020 Npedcmas-
aenus. COOp 3amad, KOHTAKTOB U T.I. B TEMAaTU4YECKUE TPYIIIHI,
KOTOpbhle MOXHO pa3BopauyMBaTh U CBOpauyMBaTh JJISI yaI0OCTBa
o030pa. Yauue Bcero nenaaercs IO Kameeopusm.

«JIneBHMK» — paznaen Outlook, npeaHa3zHaYeHHbBIN 17151 PUK-
callMy BBINIOJHEHHBIX 3a7a4, CAeJIAHHBIX TeIe(POHHbBIX 3BOHKOB,

* ApxaHrenbckuit [A. Opranuszanusi BpeMeHU: OT TUYHON 3(DHEKTUBHOCTHU K PA3BUTHIO
dupmbl. — 2-¢ u3n. — CI16: [Murep, 2005.



0TpabOTaHHBIX JOKYMEHTOB U T.M. YIOOEH IJISI XpOHOMETpaXxa 1
TOCJIEAYIOIIEr0 aHAN3a BBIITOJTHEHHONH padOThl, B TOM YKCIE —
KOJIMYECTBEHHOTO, TIPU IKCIIOPTE AaHHBIX B Excel.

3amgaua — aeMeHT paszesia «3ada4u», UCTIONb3YeTCs IS 1ia-
HUPOBAHUS 3a7a4 U MOPYYEHUI, KOTOPbIE MOTYT UMETh CPOK
WCTOJTHEHUS, HO HE UMEIOT KECTKOW MPUBSI3KU KO BPEMEHMU.
Hanpumep, «oT4eT K 5 ceHTSI0psI», «Teje(POHHbII 3BOHOK B OJIM-
Xaie NeHb-Ba», «He CPOYHO: MPOKOHTPOJIUPOBATH MIPU pa3-
TOBOPE C MOMYMHEHHBIMY.

«3amaun» — pazgen Outlook, NpegHa3HaYECHHBINA JUIS TUIAHU-
pOBaHUS 33/1a4 U MOPYYEHUN, UMEIOIIUX CPOK UCTIOTHEHUSI, HO
HE UMEIONIUX MPUBSI3KU K KOHKPETHOMY BPEMEHU OMNpeNeIeH-
Horo nHsi. Hampumep, anemeHTOM «3anay» MOXeT ObITh «Ilom-
TOTOBUTbH TPEIJIOKEHUS MO MpoeKTy X K 12 mapTa».

3ameTka — BJIEMEHT pasieiia «3amemKu», CIIyXUT 1t (pUuK-
calu MbICIIEN U MOJIe3HON UHMOpPMAIIUU.

«3amerkn» — paszaen Outlook, mpenHa3HAYEHHBIA 11T PUK-
caluy MbICJIE 1 MOJIe3HOU MHMOpMalNK, He SIBISTIOIIUXCST KOH-
KPETHBIMU 3aayaMU, HO TOJIE3HBIX TSI TPOPAOOTKY pa3TUYHbIX
MPOEKTOB W HAMpPaBJICHUN NESITEIbHOCTH.

3anuch THEBHUKA — 3JIEMEHT paziesia «/[HegHUK», CONCPXKUT
nHbopManuio 0 (akKTUIECKH MPOJCTAHHON B TEUEHUE KAKOTO-
TO BpEeMeHU padoTe.

«Kanenmapp» — paznen Outlook, nmpenHa3HaYeHHBIN JIS IL1a-
HUPOBAHUS BCTPEY U JPYTUX KECTKO MPUBSI3aHHBIX KO BPEMEHU
Mmeponpusatuii. Hanpumep, anemeHTom «KaneHmapsi» MOXeET ObITh
«IIpe3entanus, 25 sHBaps, ¢ 12.00 no 14.00».

Kareropum — Temartuueckue rpymmbl, B KOTOPbIE MOXHO 00b-
€AVHSATH 33a4¥, BCTPEUU, KOHTAKThI (Hanpumep, «IlocTaBmmkm»,
«KueHtbl», «IloguuHeHHbIe») NI MOCACAYIOLIEH epynnuposxku
U ymoOcTBa TOucCKa.

Konrakr — sneMeHT pasnena «Konmaxkmuor», COOEPXUT UHPOP-
MalMIO TI0 KaKOMY-JIM00 yesioBeKy wiu opraHnusauuu: @O, tene-
¢oHBI, anpeca, 0OCTOATENHCTBA 3HAKOMCTBA U T.II.

«KonTakTel» — pazaesn Outlook, mpeaHazHaYeHHBIN 17151 (UK~
calliu KOHTAKTHOU MH(OpMaluy Mo MOsIM U OpraHU3alusIM
(anpecos, TenedoOHOB, OOCTOSTEIBCTB 3HAKOMCTBA U B3aUMO-
IEeHCTBUSA).

KoHTeKkCcTHOE MEHI0 — MEHIO, TTOSIBIISIIONIEECs] MPpU KITUKE
npaBoit KHOMKOW Mblnu. Kak mpaBuiio, COaep>KUT BO3MOXKHbBIE
ornepauuu ¢ oObeKTOM, Ha KOTOPOM CTOSUT yKa3aTeb MBI B
MOMEHT KJTUKa.

MeH10 HACTPOMKHU MOJIb30BATEILCKOIO NMPEACTABICHUSA —
MEHIO, TOsIBJISIolIeecss N0 KoMaHae «M3MeHUTh TeKyllee IIpe-
CTaBJIeHVE» U TTIO3BOJISIONIEE HACTPOUTH H016308AMENbCKOE NPed-
cmaenenue. Coaepxkut KHonku «O160p», «CopTupoBKa», «[pyn-
MUPOBKa», «ABTOodOpMaT» U Ip.

MHuoroaHneBHas BcTpeya — 3JeMEHT «KaaeHdaps», VICTIONb-
3yeTcsl I TJIaHWUPOBAHUS XECTKO MPUBSI3aHHBIX KO Bpe-
MEHW MHOTOJIHEBHBIX COOBITUI, HAIPUMEDP OTIYCKOB, BbICTA-
BOKMUT.II.

Ha3nayeHue BCcTpeun — TIpUTTallleHWE YYAaCTHUKOB Ha
BCTpEUYy C MOMOIIbIO KHONKU «[IpUraacuTh y4aCcTHUKOB» B
OKHe co3iaHus BcTpeud. HasHaueHue BCTpeur MO3BOJISIET aBTO-
MaTUYECKU TOJIyd4aTh MOATBEPXKACHUS WU OTKA3bl OT y4yacT-
HUKOB U BUJETh MOJHBIA CIIUCOK TaKUX MOATBEPXKICHUNA WU
OTKa30B.

Ha3navenue 3a1a4u — TiepechuIKa 33a41 TOAYMHEHHOMY WIN
KoJIIere ¢ moMoIlbio KHONKKM «Ha3zHauuTh 3amady». Korma momn-
YUHEHHbBII OOHOBJISIET CBOIO BEPCUIO 3a/1a4yl, U3MEHEHUSI aBTO-
MaTUYeCKM OTOOpaXKaloTCs B «MAaTEPMHCKOI» 3amadue y PyKOBO-
JUTEIS.

OnoBenieHne — HalOMUWHaHUE, TOSIBSIONIEECS CO 3BYKO-
BbIM CUTHAJIOM B CTIEIIMAJILHOM OKHE OIOBEIICHUI B 3apaHee
3ajaHHoe BpeMs. Hampumep, 1ist 3a1a4m co CPOKOM UCTION-
HeHUs 5 MapTa OIoBelleHWe MOXHO YCTAHOBUTH Ha 9 yacoB
yTpa 3 Mmapta, 4tToObl Outlook HalIOMHMJI O HEOOXOIMMOCTHU
3aHSIThCS €lo.



OT100p — mapaMmeTp H01b308aMeNbCK020 NPeOCmAaseHusl.
OrnpenensieT, Kakue 3a1a4u, BCTPEUYM WM KOHTAKThl HY>KHO OTO0-
pa3uTh B MOJIb30BATEILCKOM TPEACTABICHUN U MO KaKUM TpU-
3HaKaM O0TOOpaTh UX U3 OOIIETO MHOXECTBA.

IManens 3a7a4 — mMaHe b ClipaBa OT KajleHOapsi, B KOTOPYIO
BBIBOJIUTCSI COAECPXUMOE pasneia «3adauu». YmobOHa Uisl ocy-
IIECTBJIEHUSI OJHOBPEMEHHO XECTKOTO (B KaJIEHAAape) U TUOKOTO
(B maHenu 3aa4 crpasa OT KaJleHaapsi) MIaHUPOBAHUS.

Ilanea» mepexoaoB — maHedb B JieBoil yacTu okHa Outlook,
conepkaliasi CIlMcoK pasoenos u nanox. Kivkasi Ha pasnene win
narnke B MaHEIU MepPeXoIoB, Mbl MEPEMEIAEMCSI B COOTBETCTBY-
IOV pa3nen Wi Marky.

Ilanka — moxpasmen B ogHOM u3 pasaenoB Outlook, co3maH-
HBII 151 XpaHeHUS] WHQOPMAILIUU 10 KAaKOU-JIMOO OTIETbHOMN
teme. Hanpumep, B pasaene «[louyta» KpomMe CTaHAAPTHBIX MAIlOK
«Bxopsiue», «Mcxopsiinue», «OTnpaBieHHbIe», «YepHOBUKM»
MOJIb30BaTEIb MOXET CO3[aTh JOMOJHUTENbHbIe TTanku «[lepe-
nucka ¢ MBaHoBbIM», «IIucema o bera-rpymnmn» u T.00.

IToBTOpsTIOMMeECs BCcTpeun — BcTpeuu B «Kanenpgape», mist
KOTOPBIX 33laHbl MapaMeTpbl nmoBTopeHus. Hanpumep, «[lna-
HepKa: KaxIblil Bropoil moHenaeabHuK, ¢ 12.00 go 13.00». Ot
BCTpPEYM aBTOMATUYECKU MOSIBJISIIOTCS BO BCEX OyAyIIUX Hee-
Jsix KaneHnpapst.

IToBTOpsitonMecs 3agaum — 3a1a4u, JJIST KOTOPBIX 3aJaHbl
napaMeTpsl moBTopeHusi. Hampumep: «IlonuTe 1BETHI — Kax-

OBl NE€HDb».

IMosb30BaTenbcKue MO — JOMOJHUTENbHBIE K CTAaHAAPT-
HBIM TIPU3HAKU, TMOJST 33134, BCTPEY W JAPYrux aaeMeHToB Out-
look, xoTOphie TMOJB30BATEb MOXET 3aJaBaTh caM. Hampu-
Mep, KOHTAaKT KpOMe CTaHAapTHbIX nosieid «Umst», «Tenedon»,
«E-mail» MoxeT comepxarh CO3JaHHBIE BaMU TMOJIb30BaTE/b-
ckue nonst «IlepcrieKTUBHBIN KIUEHT», «I1o3apaBisTh ¢ mpa3-
nHUKamu», «[lpurnamarte Ha auiepckue KOHMEPEeHIMU» U T.11.
ITonp3oBarenbcKre MOJISI TTO3BOJISIIOT (hOpMaIM30BaTh JOMOJI-

HUTEJIbHYIO MHTEPECYIONIYI0 Hac WHMOPMAIMIO MO0 KOHTAKTaM,
3aJayaM, BCTpeyaM U IPYTMM MpU3HaKaM.

ITonw3oBaTesbCKKE MpeACTABIEHUsI — PA3JIUYHBIE CIIOCOOBI
YBUIETH, T.€. MPEACTaBUTh Ballld CIIMCKM 3aay, BCTped, KOH-
TakToB. OJHU U Te€ Xe UCXOAHbIe NTaHHbIe, HampuMep 3adauM,
MOXHO YBUJIETb MOJ pa3HbIMU YIIaMU — C TMOMOLUIBIO 0omobopa,
COpMUpPoBKU, epynnuposku, BbIOOpa Toel, asmogopmamuposa-
HUs, KOTOpblE U 3aJal0T MapaMeTphl MOJIb30BaTEIbCKOTO Mpe-
CTaBJICHUSI.

Ions (mons 3agauu, MOJST BCTPEUYU...) — CTAaHAAPTHBIE TIPU-
3HaKU 3a7a4, BCTpeU, KOHTAKTOB U Ipyrux aaemeHToB Outlook.
Hanpumep, robast 3amada cogepxut nonst «Tema», «Cpok», «Ormo-
BellieHue», «Kareropum» 1 T.11.

Ions (TMMyHKT B MEHIO HACTPOWKHW MPEACTABICHUSI) — MapaMeTp
noav3oeamenvckoeo npedcmasnenus. OTnpenensier, Kakue MoJs
3amay (BCTpey, KOHTAKTOB U Npyrux asnemMeHToB Outlook) HeoO-
XOIMMO BUZIETh B JAHHOM I10JIb30BATEJILCKOM MPEACTaBICHUM.

«IHoura» — pazgen Outlook, mpeaHa3HAYEHHBINA AJIsI PabOThI
C COOOIIEHUSIMU DJIEKTPOHHOW MOYTHI.

Paznemst Outlook — OCHOBHBIE «OTCEKM» MHPOrpaMMbl, IIPed-
Ha3HaueHHbIE JUI pabOThl C pa3IMYHBIMU TUTIAMU UH(DOpMAITUH.
A uMmeHHO: «Kanendapv», «3adauu», «llouma», «Konmakmuor»,
«3amemiu», «/IHeeHuK».

CoooOmenne — sieMeHT pasngena «[louma», 31EKTPOHHOE
MHUCHMO.

CopTupoBKa — TMapaMeTp 10.1b308aMeAbCK020 npedcmaesne-
Hus. OmnpeaensieT yrnopsinodeHue 3a1auy (BCTped, KOHTAaKTOB U
MpOoYero) B CuUcKe: Mo aadaBuTy, Mo MPUOPUTETY, IO AaTe.

®opMbl — HacTpauBaeMble MOJb30BaTeJeM BUAbI OKHa
3alauyu (BCTpeuMu, KOHTAKTa...), KOTOpble MOTYT KpOM€ CTaH-
NapTHBIX TOJIel coaepXKaTh JiIoOble MOJIb30BaTEAbCKUE TOJISI.
®opmMbl TTO3BOJISIIOT caefaTh OoJiee ynoOHOI paboTy c 3ama-
yaMU, COJepXallMMU MHOTO CTaHAAPTU3UPOBAHHBIX MOAPOO-
HocTeil. Hanpumep, mist ynodctBa paboThl ¢ KIMEHTOM MOXKHO



HAacCTPOUTh (OPMY KOHTAKTOB TaK, 4YTOObI KpOME CTaHIAPT-
HbIX monieii «®UO», «Tenedon» M Apyrux B Heil oToOpaxa-
JINCH TIOJB30BaTENbCKNE IO «Jara KOMMEpPYECKOTo IIPEIIo-
XeHusl», «HeobxomuMo Mpurnamarh Ha IMPE3EHTAIUU HOBBIX
MPOAYKTOB» M T.II.

lpunoxeHune: CNUCOK _
KpaTKUX PEKOMEHAALNH

Jloporoii uuTaTenb,

ellle pa3 HATIOMHIO KITIOYEBBIE PEKOMEHAALMU 0 MCITOJIb30BAHUIO
OCHOBHBIX paszzmenoB Outlook. YcmexoB B mpuMeHeHWH!

nasa w pasgen Outlook

1. HepenbHbid KPYT

HANEHOAPb

PenomeHpauumn

PaspenvTte 3agaun Ha rubkue, XecTkue, BloaXeTMpyemble.

McnonbayinTe NoBTOPSAOWMECH BCTPEYN U MHOMOAHEBHbLIE
Co6bITHS.

BHocuTe XecTkme v GlofkeTvpyemMble 3a4auv B KaneHaapb,
rmbkve - B NaHesb 3afady crpasa OT KaneHaaps.

XecTkue BbIAENANTE CUHUM LBETOM, GIOAXETUPYyeMble -

| 3eneHbim.

OcTaBnsiiTe nocfie NAaHMPOBaHUS U BOOKETUPOBAHNUSA He
meHee 40% BpemeHn B pe3epBse.

3arnagbiBaiite B «KaneHaapb» HECKOIbKO pa3 B AeHb, KOP-
PEKTUPYS NiaHbl B 3aBUCUMOCTU OT 0O6CTOSTENbCTB.

Mpn pabote BHe odmca CUHXPOHM3NPYINTE «KaneHpapb»
C MOBUbHBIM TENedOHOM MM pacneyaTbiBaiTe ero Ha aMcT
A4 vnn A5.

Co3anasasi BCTPeUu, MCMob3yiTe TOYHO OMpesesieHHbIe Kito-

| 4YeBble CJioBa 419 KaXXA0ro npoekta 1 HanpasJ/ieHUs.



2. Buiclwian TouKa
HH3HH

3ALAYM

3. Moan B Kawe#n
WHIHK

HOHTAKTbI

4. HudopmaumnorHan
feaonacHocTs

no4TA

Onpeﬂenme 5-7 OCHOBHbIX KOHTEKCTOB, K KOTOPbLIM MPUBS-
3aHO BbINOJIHEHME BaluMX 3a4aud.

Crpynnmpyl?ﬁe 3a4ayv B naHesnn 3aga4y no BawMM KOHTEKC-
Tam C NOMOLLbIO KaTeFOpMﬁ.

HaCTpOI?’ITe aBTOMaTnyeckoe BblAeNIeHe NMPUOPUTETHLIX 3ada4y
KpPacCHbIM LLBETOM.

'vbkune 3apaym Ha cerofHs OTHocuTe K kateropum «1-JeHb»,
Ha Hepeno - «1-Hepens».

MpocmatpuBaiite kateropuio «1-Hepens» pa3 B fieHb, Hambonee
aKTyaslbHble 3a4a4v NepeHocuTe B KaTeropuio «1-eHb».

Vcnonb3yiiTe onoseLleHve oas HEMHOrMx 3apa, Tpe6y|ou.u/1x
HanoMuHaHusa o cebe B CTPOro onpeaeneHHbIi MOMEHT.
Hactporite aBTOMaTnyeckoe yaaneHne BbINOMHEHHbIX 3a4a4
13 NaHenu 3a4ay C Lenblo UX AanbHeNLWero aHannsa u cosaa-
HUA OTHETHOCTW.

DuKCUpyiiTe KOHTaKTHYIO MHGOPMALIMIO B TOT Xe AEHb, He
oTKnaabiBasi Ha 3aBTpa.

Ob6s3atensHo oTMevalite B koHTakTe Outlook obcTosTensc-
TBA 3HAKOMCTBA C YesI0BEKOM.

Haxooute HY>XHOro 4enoBeka no K4YeBbiM CloBaMm nméo
crpynnmpoBas KOHTaKTbl MO KaTeropusam.

Kpome 0o6Lmx TemaTnyeckmx Kateropuii nonb3ynTech cnewum-
aNibHbIMK KaTeropmammn ana KOHTakToB, Hanpumep «Mpurna-
LWaTb Ha NPe3eHTauun HOBbIX MPOAYKTOB».

Cssi3blBaiiTe BawM BCTPeYW, 3a4adqn, 3aMeTKN U KOHTaKTbl
C KOHTaKTaMu, 4Tobbl BUAETb, C KAKMM 4ENOBEKOM CBSi3aHa
BCTpeya, AeNCcTBue n T.0.

Haxopute BCe OeNCTBYS, CBSA3aHHbIE C KOHTAKTOM, Ha BKNagke
«[leicTBMS» B OKHE 9TOr0 KOHTaKTa.

Onpepnenute 4acToTy M Bpemsi NPOBEPKM MOYTbI, a Takxe
0obLLUMIA exelHeBHbIV BI0AKET BPEMEHN Ha paboTy C Hew.
HacTpoiTe npasuna aBToMaTU4eckon bunsTpaumm gns pac-
CbINIOK U TOMY NOAOGHOI BTOPOCTENEHHON UHbOPMaLMK.
Mucbma, copepxawme 3agadvy ons Bac, nomevante dnax-
KoM «K MCMONHEHMIO» 1 TakuM 06pa3oM BHOCUTE UX B CUC-
TeMy ynpaeneHuns 3agadamu.

Mucbma, No KOTOPbIM HEOOXOAMMO MPUHATL PeLLeHne nau
OTCNneanTb UCMNOJSIHEHWe, nomewarite B nanku «1-KoHT-
ponb» 1 «7-KoHTponb»; BO «Bxopsiumx» nepxuTe He Gonee
10-15 nucem.

MpocmaTpmeainTe nanky «1-KOHTponb» exeaHeBHO, «7-KoH-
TPONb» eXeHeaenbHo.

5. HanpaBneHHoe
ycunue

AHEBHWK

6. HyneTypa mbicaw

3AMETHH

OtpaboTaHHble MMCbMa NepeHoCUTe B apxvBHble nanku. 4ns
BbIGOPKM NMMCEM OT ONPEeAEsIeHHOro YenoBeka v no onpe-
[eNleHHOMY BOMPOCY MoJsib3yiMTech nankamu novcka.

Vcnonbaylite aBTomatmyeckoe dopmaTmpoBaHne ons Bblae-
NEHNs1 LUBETOM BaXHbIX BXOASILLMX COOBLLEHUI - OT onpeane-
JIeHHOro 4yenoseka, no onpeaeneHHoOMy NPoeKkTy u T.n.

Onpeﬂenme BMeCTe C KoJjuieramm npasuia xopollero ToHa
BeaeHuns 3]’IeKTp0HHOI7I nepenncku: ctaHaapTbl ong nonsa
«Tema», MOMETOK O BaXHOCTW NUCbMa U CpOKOB OTBeETa.

dukcnpyiiTe aHeproemMkume 3aaadn, CNoxHbIe NPoLecchl 1
nornoTUTENN BPEMEHN B paspene «HEeBHWK» - Ans camo-
KOHTPONISA 1 CAMOMOTMBALUN.

Vcnonb3yinTe BCTPOEHHBI CEKyHAOMEP A1 aBTOMAaTU4ECKOM
durKcaumm pacxonoB BPEMEHU Ha 3adadvy vy NOrnoTUTENb.

Crapaiitecb npu paboTe Hap, CNOXHON 3a4adeit nepekio-
YaTbCsi BHYTPU Hee MexXay MoAsafadamu pasHoro poaa, Ho
HEe Ha BHelLHWe fena.

Konupy#ite nonyyeHHble AaHHble B Excel ans nocnenytowlero
aHannsa 1 CaMOKOHTPONS.

Mpy NnaHMpoBaHWW U BGIOAKETMPOBAHUMN BPEMEHN UCMOJb-
3yiTe AaHHble O CpeaHen ONUTENbHOCTM 3a4a4, NOSyYeHHble
C MOMOLLBIO XPOHOMETpaxa B «[JHEeBHUKE».

Martepuanuayiite Bawm MbICIU, UAEN N MHPOPMALMIO <K CBE-
OeHuio» B pasgene «3aMeTku».

OpHoM MbICN [0MXEH COOTBETCTBOBaTb OAMH MaTepuanb-
HbI1 HOCUTENb, YTOObLI MbLICAY MOXHO ObINO rPYNNMPOBaThb,
COpPTUPOBATb, CTaNkMBaTb MexXay cobo.

Onpepenvite «MblCneHanpaBieHnsi» No NPUOPUTETHLIM MPO-
nykTam, npoekrtam, npobneMam u HanpaBneHUsIM COBep-
LUEHCTBOBaHUA AESTENIbHOCTU.

BHocute mbican B KapToTeKky MakCumManbHO 6bICTpO nocne ux
nNosIBNEHUS; BbIAENAATE UX npu 3TOM UBETOM U Mpn Heobxo-
ANMOCTHN npl/lCBaI/IBaVlTe Kateropun.

Ecnm mbicnb Tpe6yeT 06Cy)KJZleHI/1ﬂ C KOHKPETHbIM 4Ye10BEKOM,
cBA3blBanNTe COOTBETCTBYIOLLYIO 3aMeTKy C ero KOHTakToM.

MpocmatpyiBaiiTe KapTOTEKY B MOMEHTHI TBOPYECKOMO HACTPO-
€HVs1 U NPU HEOOXOAVMMOCTU HACTPOMTLCA Ha PaboTy MO COOT-
BETCTBYIOLLEMY MPOEKTY WX HanpasfieHIo.

Wcnonb3yiite aBTONPOCMOTP, 061acTb NPOCMOTPA W NepekKsIio-
YyeHue MoNb30BaTeIbCKUX NPEACTABNEHUI AN HACTPOMKM
yno6Horo Bvuaa 3ameTok.

MpumeHaliTe KapToTeky AN NPeBPaLLEeHns MbiCie n noen
B rOTOBbIE NPOAYKTHI.



7. BHMmanue
K peransm

MNONb30BATENLCKME
nona v °0PMbl

BbisiBuTE Te npouecchl B Balwleil paboTe, B KOTOPbIX €CTb
Habop NOBTOPSIOLLMXCS NMOArOTOBUTENbHBIX U 3aBepLualo-
LLVX LEeNCTBUNA.

dopmannsyiite 3T npouecchl B pasgenax «KaneHgapb»
(Mpy NOAroTOBKE MPUBSI3AHHBLIX K ONPEeAENeHHOMY BPEMEHU
MeponpusaTuii), «3apgaun» (npu o6paboTke 3aka3oB WM AOro-
BOPOB), «KOHTaKTbl» (Mpy pabote C KNMeHTamun, NoCTaBLUM-
Kamu 1 T.M.).

CospaBarite Nonb3oBaTeNbCkve Mons Ans KOHTPONs Tex ane-
MEHTOB NPOLECCOB, KOTOPbIE )19 BaC BaXHbl.

Wcnonb3yiiTe Ana pasHbiXx NPOLLECCOB pasHblie ¢opmartsl
nonew: «Oa/HeT», TEKCTOBbLIE, YUCIIOBLIE.

CospaBaite oTaenbHble TabnuyHble NpPeacTaBneHus B pas-
nenax «Kanenpapb», «3apaun» U «KOHTakTbl» A5t KOHTPOSS
NpoLEeCCOoB; OTOMPanTe B HUX HYXHblE BCTPEYM, 3aJa4n unm
KOHTaKTbl MO K/IOYEBOMY CJIOBY UM MO KaTEropuu.

C nomoLublo aBTOMaTu4eckoro ¢GopmaTtupoBaHusl Bblae-
NsiATE LBETOM Te BCTPEYM, 3aayM WM KOHTAKTbl, MO KOTO-
PbIM «3aKpbITbl» ONpPeAeNieHHble 3Tanbl npolecca.

Vcnone3yinte KOHCTPYKTOP $OpM ASi9 CO3[aHus «nycTorpa-
Pok», opopMASIOLLMX PabOTy Haf, NPOLLECCOM.

TAUM-MEHEKMEHT
HA MICROSOF OFFICE
OUTLOOK

— Kak a¢dpPpextMBHO «KOMNbIOTEPU3NPOBaTh» ynpaBneHue
BpemMeHemM?

— Kak HanaguTb ya0oOHYIO 3/IEKTPOHHYIO CUCTEMY MJIaHu-
poBaHua?

— Kak opraHnsoBatb kOMaHAHyl0 paboTy 6e3 poporux u
cnoXxHbix IT-cucrem?

Komnanusi «OpraHndauus BpemeHn», BeayLmii poCCUICKMIA nNpoBanaep
TPEHUVHIOBbIX U KOHCAJITUHIOBbIX YCNyr B O6/1acTu TaM-MeHeOKMEHTa,
ocyLecTBnsaeT KOHCYNIbTALUMOHHbIE NnpoeKTbl BHeOpeHus Tanm-
MeHeokmMmeHTa Ha 6a3e Microsoft Office Outlook (Bepcum 2002-2007).
Ora nporpamMmma aBnAsAeTCsi BCEMUPHBIM CTaHOAPTOM B OpraHusauumn
NINYHOM W KOMaHOHON paboTbl MeHemkepoB. Cucrtema ynpasneHusi
BpEMEHeM peann3oBaHa Ha 6ase «LTaTHbx» BO3MOXHocTen Outlook, 6e3
[AOMNOJSIHNTENBbHOIO MPOrPaMMmMpPoOBaHUS.

OCHOBHbIE MPOAYKTbI
— KopnopaTtuBHbI TPEHUHT «TaiM-MeHemKMeHT Ha Microsoft Outlooks».
— HacTtpoiika coBmecTHOro ncnonb3osaHma Outlook ons nnaHupoBaHus
BCTpeY U 3a4a4 KOMaHObl PyKOBOOUTENEN, a TaKkxKe AJisl KOHTpona aene-
rMpOBaHHbIX 3a4a4.
— HacTpoiika adpdekTBHOM paboTbl cekpeTapuaTa, co3gaHne CUCTEMbI

KOHTPOSSI Mopy4eHnii ¢ nomoLupio Outlook.

OcyLiecTB/IeHHbIe NPOEeKTbl
—=- OAO «Pycan». HacTtpoiika cnuctembl NiaHMpOBaHUSA U KOHTPOJIS Nopy4ye-
Huin Ha Outlook ona annapara reHepanbHOro anpekTopa.
— OAO0 PAO «ESC Poccum». Ontummnsaums nnaHnpoBaHus Ha Outlook gns
aenaptamMmeHTa nHdopmMaTnsauum.
— Tpynna «Pycckuii ctangapt». ONTMMu3aums ynpaBiieHUsi BDEMEHEM Ha
Outlook ons Ton-meHemMKepoB 1 cekpeTapmaTa npeacenatensi NpaeBieHns,

KoHTakThbl
Anpec: 119180, Mocksa, yn. bonbliaa Monadka, a. 7/10, cTp. 3. od. 402.
Ten. (495) 518-54-15, Ten./daxc (495) 950-83-85. organizer@improvement.ru



e6 ApxaHrenbCKUin — Beayllui POCCMICKUA IKCNepT B o6nactv
ynpasneHus BpemeHem. ABTOp Agenosbix 6ectcennepos «OpraHusauun
BpemeHur U «Tanum-apansr. PykoBogutens TM-npoeKkTos B KOMMaHUAX
«Pycan», PAO «E3C Poccuu», «CeBepctans», PricewaterhouseCoopers,
Deloitte v ap.

* Kk

B KHUre noKasaHa npeeMcTBEHHOCTb KyYbTYpbl yNpaBeHus u nnaHuposa-
HWS, B N1I0OYI0 3MOXY ObiBLIEW HEOTHEMIEMbIM NPU3HAKOM LIMBUNIM30BaH-
HbIX JIIOIEN M HAapoAoB. KHWUra ABNsieTcs Cepbe3HbiM BRIIA0OM B pa3BuTtue
Ky/IbTYPbI YITPAB/IEHYECKOr0 MbIWNEHWUS B HALLEN CcTpaHe.

Aben lezesuy Acandeesi, axademur PAH, 0.2.n., npodpeccop

HHuuru Meba ApxaHrenscKoro, OCHOBOMNONOMHWKA PYCCHOW WKObI TAMM-
MEHEKMEHTA, NO3BONAINT HE TONLKO fyYlle OpraHu30BaTb CBOE BPEMS.
C MX NOMOLLbLID MOHO HACTPOUTL CUCTEMY KOOPAMHAET CBOEM MU3HM,
MOHATb, Y4TO SBARETCH HACTOALLMM NPUOPUTETOM, @ 4YTO HET.
Anexcelt Andpeesuts [epmanosny, npedcedmenn cosena
dripexmopos Ren-T'\

ABTOp HE TONbKO 0BNAJ1EeN METOAMKON NNaHMPOBaAHWA NWYHOTO BPEMEHKU
W opranu3aliumu pabothl KomaHbl ¢ nomMoubio Outlook, HoO U cmor
M3NOMUTL B€ TaK, 4TO YMTaTh MHTEPECHO. PekomeHfyio!
Buwxmopust Anexcandposta Llemposa, 3amecmumenb 2eHepaibHoco
t?H‘f‘(‘hHIH,{‘H 1o 1-.'”]lh“.|'|‘|'i|‘”f’ H{'If'n OHUAOM KOMHGaHILL o J“_\'{'n'.-'n' »
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Ha calTe www.mann-ivanov-ferber.ru
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